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1.  OBIIME ITOJIOKEHUA

1.1. Hacrosimass WucTpykimst paspabotaHa ¢ yderoM «OCHOBHBIX MOJIOXEHUH
rOCYJapCTBEHHOW  CHUCTEMbI JOKYMEHTAllUOHHOro  obOecredeHust ympasiaeHus.  OOmue
TpeboBanus K gokyMmeHty». (M., 1991), TOCT P 6.30-2003 «YuuduimpoBanHas cucrema
OpPraHU3allMOHHO-PACIIOPSAUTENILHON ~ JOKyMeHTauuu.  TpeOoBaHus K oopmieHuto
JOKYMEHTOB, THIIOBOW WHCTPYKIMH TIO JAEJONPOM3BOACTBY B (enepalbHbIX OpraHax
ucronuteapHoit  Bimact (M., 2001). 01.04.2000r. HHCTpyKIHsS OMNpeaeisieT OCHOBHBIC
OPUHIMITE  OPTAaHU3AIMU JICJONPOU3BOICTBA, MOPSAOK JOKYMEHTHPOBAHUS YIPABICHUYECKOM
NeSITeNIbBHOCT U OPraHU3alUI0 paboThl C TOKYMEHTaMH OOLECTBEHHOIO OOBEAUHEHUS: NIPHUEM,
y4eT, TOATOTOBKY, O(OpMIIEHHE, THUPAKUPOBAHUE, KOHTPOJIb HCIOJIHEHUS, XpaHEHUE U
UCIIOJIb30BaHUE JOKYMEHTOB B JEJONPOM3BOJACTBE W Iepefada MX Ha ToCyapCTBEHHOE
XpaHEHHeE.

1.2. PaGota ¢ mOKyMeHTaMu peryiumpyercs B COOTBETCTBHU C JI€HCTBYIOIUMHU
3akoHoAarenbcTBaMu Poccuiickoit ®enepaumu, B ToM uucie Denepanbubiii 3akoH «O0
apxuBHOM Jeiie B PD» (2004), «ITonoxenuem 06 ApxuBHoMm donme Poccuiickoit demeparium»
(M., 1994) u HOpMAaTHMBHO-METOIMYECKUMU JOKyMeHTaMu Pocapxmusa.

1.3. OOmwmii KOHTPOJIb 32 COOJIOIEHHEM YCTaHOBJICHHBIX MPABWII, TIOPSAKOM pPabOTHI
C JIOKyMEHTaMM U 00ecHeyeHHMeM UuX COXPAaHHOCTH oOcyllecTBiIseT PykoBoauTenem
WuausBuayansHoro npennpunuMarens KpacukoBa Mapuna AusekcanjaposHa (nmanee — WUII
KpacukoBa M.A.).

1.4. OTBETCTBEHHOCTh 3a COCTOSTHHE JICJIONPOM3BOACTBA U COOJIO/IEHHUE TPEOOBaHMI
HACTOSIIIIEH MHCTPYKLMHU BO3JIAraeTcs Ha COTPYJHMKA, Ha3HAYEHHOro MpHKa3oM PykoBojmutens
(Ipy OTCYTCTBHHM CTAaBKH JEIONPOU3BOIUTENSI MO0 MITATHOMY pPACIHUCAHUIO BCE OOS3aHHOCTU
BO3NararoTcsi Ha PykoBogurens). DTOT COTPYyIHHK OO0ECHEYMBACT Y4YeT M MPOXOXKICHHUE
JOKYMEHTOB B yCTAHOBJICHHBIE CPOKH, HWH(QOPMHUPYET pPYKOBOACTBO O COCTOSIHUM UX
UCTIOJIHEHHS, OCYIIECTBIISIET O3HAKOMJIEHHE PaOOTHUKOB C HOPMATHBHBIMH M METOJUYECKUMHU
JNOKYMEHTaMH 110 JIeJIONPOM3BOACTBY. IIpM CMeHe COTpyIHHKA, OTBETCTBEHHOTO 3a
JIeTTONIPOU3BOJICTBO, TOKYMEHTHI MEpEIatoTcs MO aKTy MpueMa-nepeiadH.

1.5. TpeOGoBaHusi HHCTPYKUMH IO JEJONPOU3BOJCTBY o0Os3aTenbHbl A Bcex. Ee
MOJIO)KEHUE PACIPOCTPAHSIETCS Ha OpraHM3alui0 paboOThl, B TOM YHUCIE OCYIIECTBISIEMYIO C
MIOMOIIIFI0  aBTOMAaTHU3WPOBAHHBIX TEXHOJIOTHH. BHeceHWe W3MEHEHHH B yTBEPKICHHYIO
UHCTPYKLHUIO OCYIIECTBIIAETCS TOJBKO Ha OCHOBAaHUHM IpHUKa3a PykoBoanTemns.

1.6. Ilepemaya MOKyMEHTOB, BbIIa4a KON CTOPOHHHM OpTaHU3AIMsIM U
rpaXJaHaM OCYILECTBISIETCS Ha OCHOBE 3aKOHOJATelIbCTBA B IMOPSJAKE, ONpPEACICHHOM
WHCTPYKITUEH TI0 JIETOTPOU3BOJICTBY.

2.  JJOKYMEHTAIUA YUPEXIEHWA

2.1. HestenpHocts UII KpacukoBa  M.A.  oOecneunBaeTcsi  CHUCTEMOM
B3aMMOCBSI3aHHBIX YIIPABJIEHYECKMX JOKYMEHTOB, COCTaBISIONIMX €ro JAOKYMEHTALMOHHYIO
Oazy.

2.2. B cooTBeTCTBMM C JEHCTBYIOIIMM 3aKOHOJATENLCTBOM M  KOMIIETEHIHEH
VYupexxaeHuss B Ipolecce  JAEATEIIBHOCTHM  CO3[aeT  CIEAYIOUMEe BHIbl  JIOKYMEHTOB:
OpPraHM3allMOHHO- PACHOPSAUTENbHBIE (IPOrpaMMa, MOJIOKEHHUE, NTPOTOKOJIbI, PEUIEHHUs U T.1.),
[0 JMYHOMY COCTaBY (paclopsbKeHUsl MO JIMYHOMY COCTaBy, 3asBJIECHUS, XapaKTEPHCTHUKHU,
TPY/AOBBIE KHWXKKH, JHYHBIE KapTOuku T-2, NIUYHBIE JAena, TPYJIOBBIE TOTOBOPHI U Jp.),
nH(OPMAIIMOHHO-CTIPaBOYHBIC (TUChMA, CIIPABKH, OTYETHI, MH)OPMAIIMH U T.1.).

2.3. [Ipu moaroTOBKE TOKYMEHTOB PEKOMEHIYETCSI IPUMEHSTh TEKCTOBBIH PElaKTOp
Word Bepcum ot 6.0 u Bbime ¢ ucnoib3oBanueM mpudToB Times New Roman pasmepom
Nel2 (mns odopmieHus TabaudaHbIX MaTepuaion), 13, 14, 15 uepe3 1-2 untepnana.



3. TTPABWIA IIOATOTOBKN U O®OPMIJIEHUA TJOKYMEHTOB

3.1. JOKYMEHTUPOBAHME VIIPABICHUYECKON JIEATEIILHOCTHA

3.1.1. Joxyment odopmisiercsi B coorBerctBun ¢ ['OCT P6.30-2003 u wumeer
YCTQHOBJICHHBI KOMIUIEKC PEKBU3UTOB: HAaUMEHOBAHWE OpPraHU3allMM, CIPAaBOYHbIC IAHHBIE,
HaUMEHOBAaHUE BHUJA JOKyMEHTa, Jara JOKyMEHTa, PEruCTPAallMOHHBII HOMEp JOKYMEHTa,
azpecatr, rpu] YTBEpXKAEHUs, PE30JIOLHUsA, 3ar0JIOBOK K TEKCTY, OTMETKa O KOHTPOJIE, TEKCT
JIOKYMEHTa, MOJIIUCh, [1e4aTh, OTMETKA O 3aBEPEHUU KOIIHH.

JIOKyMEHT JOJDKeH MMETh CIEAyIolne o0s3aTenbHble pPeKBU3UTHI: HauMmeHoBaHue WII
KpacukoBa M.A. — aBTOpa IOKyMEHTa, JaTy, MHACKC, aapecar, PErMCTPalMOHHBIA HOMEP
JOKYMEHTa, TEKCT, BU3bI, IOJIIUCH.

3.2. biiaHk#u JOKYMEHTOB

TpeboBanus Kk  OjnaHKaM  OpPraHHU3AIMOHHO-PACIIOPATUTENBHBIX  JTOKYMEHTOB
ycraHoBieHbl HOBBIM ctanaaproM 'OCT P 6.30-2003 u m3menenuem Nel I'OCT P.6.30-97,
BBenenHoe B nericreue 01.04.2000r.

3.2.1. B YupexIeHHH yCTaHOBJICHBI TPU BU1a OJIAaHKOB

- OJIaHK ITHChMa;

- 001mMii OJIaHK;

- OJJaHK KOHKPETHOTO BHUJA IOKYMEHTa, KpOME MHUChMa

3.22. Jns odopMieHHS TOKYMEHTOB HCIIOJIB3YIOTCS OJIAaHKH C YyCTaHOBJICHHBIM
KOMILUIEKCOM PEKBU3UTOB.

3.23. bmank nuchbMa  BKIIOYAE€T  PEKBU3UTHI:  HAMMEHOBAHUE  YUYPEAMTEI,
naumenoBanue UII KpacukoBa M.A., cripaBouHble JaHHBIE 00 OpraHU3aIlH, JaTa JOKYMEHTa,
PETUCTPALIMOHHBI HOMEP JOKYMEHTa, CChUIKA Ha PErHCTPAllMOHHBIA HOMEp U JaTy
JTOKYMEHTa, ajpecaT, rpud yTBEp>KACHHUS JTOKYMEHTa, PE3OJIIOLHUs, 3arojioBOK K TEKCTY,
OTMETKA O KOHTPOJIE ¥ TEKCT JIOKyMEHTA.

3.2.4.  OOuuit 6;aHK BKIIOYAET HAMMEHOBAaHKE yupeauTens, HaumeHoBaHue MI1T
Kpacuxoa M.A.

3.2.5. bnank koHkperHoro Buma nokymeHTa MII KpacukoBa M.A., kpome mTHChMa,
BKJIIOUYAaeT HauMeHoBaHHe yupenutens, HaumeHoBanue WII KpacukoBa M.A., HauMeHOBaHUE
BUJIa TOKYMEHTa, JaTa JOKyMEHTa, PETUCTPAI[HOHHBIA HOMEp JIOKYMEHTA.

3.2.6. bnaHKM JOKYMEHTOB W3TOTAaBIMBAIOTCS HA CTAHJAPTHBIX JIMCTaX Oymaru
dbopmaroB: A4 (210x297mm), AS (148x210mm). braHku TOKyMEHTOB JOJKHBI UMETh IOJISI HE
MeHee:

neBoe — 20MmMm, npaBoe — 10mMM, BepxHee — 20MM, HIDKHEE — 20MM.

JIoOKyMeHTBI, cO3/ITaBaeMbIe OT UMEHH JIBYX WJIA OoJiee opraHu3auii ohopmistorcs 6e3
OnaHka.

3.2.7. B UII KpacukoBa M.A. yCTaHOBJICH OJIMH BapUAHT PACIIOJIOXKCHHS PEKBH3UTOB
Ha ONaHKaxX — TMPOJIOJIbHBIM

3.2.8.  bnmaHkM JOKYMEHTOB JOJDKHBI HCIIOJIB30BATHCS CTPOTO MO HAa3HAUYEHHWIO U 0e3
COOTBETCTBYIOLIETO pa3pelieHus] He MOTYT MEePEeIaBaThCs APYTUM OpPTaHU3AUSAM U JTUIAM.

3.3. OdopmiaeHne PEKBU3UTOB JIOKYMEHTOB

3.3.1. Haumenonanue UI1 Kpacukoa M.A.

Haumenosanne MII KpacukoBa M.A. — aBTOpa [IOJDKHO BCErJa COOTBETCTBOBATH
YCTQHOBJIEHHBIM  TPEOOBaHMSM  3aKOHOJATENbCTBA, HOPMATUBHBIX M yYpPEIUTEIbHBIX
JOKYMEHTOB, T.€. JIaBaThCS C YKa3aHHUEM OPraHU3alMOHHO-TIPAaBOBOH (OPMBI B COOTBETCTBUH
C  HaUMEHOBAHUEM, YCTAHOBIEHHBIM  IPAaBOBBIMM  akTaMH (YCTaBOM, IOJIOKEHHUEM,
YUPEAUTENBHBIMU JOKYMEHTaMH).



3.3.2. CipaBouHbIe TaHHBIE 00 OpraHU3aIuN

CrpaBoyHbIe JaHHBIE BKJIIOYAIOT: MOYTOBBIM ajapec, HoMmep TeinedoHa, HoMep Qakca,
HOMep cueTa B OaHke. JlaHHBIN PEKBU3UT 00s3aTENEH ISl TUCEM.
PexBusutr nomenaercs Huke pexsusuta «Haumenoanue MII Kpacukosa M.A.»

3.3.3. HawmmeHnoBanme BHJa TIOKyMEHTA

JIoJbKHO  COOTBETCTBOBATh BHJAM JIOKYMEHTOB, TmipeaycmorpenHsiM YCOP/. B
NMChME HAaMMEHOBaHWE BHJIa JOKYMEHTAa HE YKa3biBaeTcs. Pacromnaraercs B JIeBOM BEpXHEM
yriny Hmwke HaumMmeHoBaHus WII KpacukoBa M.A., mewaTaeTcsi HMPONMUCHBIMH (3arjiaBHBIMU)
OyKBamH.

Hanpumep: ITPOTOKOJI
JOKJIAIHASA 3AIINCKA TTPUKA3

3.3.4. lata noxymeHTa

JlaTtoit mokymeHTa sIBIISIeTCS aTa €ro MOJNHCAHUS WIH YTBEPXKACHHUSA, Ui MPOTOKOJIA —
nata 3acemaHusi (MIPUHATHS PELICHNUs), U1 aKTa — 1aTa COOBITHSL.

Jlata JOKyMeHTa TMpOCTaBISIETCS JODKHOCTHBIM —JIMIIOM, TOANUCHIBAIOIIUM WM
YTBEP)KIAIONIUM JJOKYMEHT.

JIOKyMEHT BCTyIaeT B CHJIy C MOMEHTA €ro MmoJnucanus (yTBEpKIEHUs), eClIH B TEKCTe
WIN 3aKOHOJATEILCTBOM HE IPEyCMOTPEHA ApyTast JaTta.

Jlisg  oTmpaBisieMbIX JTOKYMEHTOB JaTa B OJaHKE OJHOBPEMEHHO SBJSIETCA JaTou
HOJIMUCAHNUS | OTIIPABKH.

Hata  moxkymenta  odopmusiercss — apaOckumu  mudpamMmu B clemyromen
MOCJIEZIOBAaTENIbHOCTH: JIEHb MeCsIa, MeCALl, TO/I.

Jllenp Mmecsina u Mmecdan odopmiisercss IByMsi mapamu apaOCkux 1udp, pasieleHHbIMH
TOYKOM: T'oJ] — 4eThIpbMs apabCKUMU LU(ppaMu.

Jonyckaercs opopMiieHHe JaThl B CICIYIONIEH MOCIEI0BATEIIEHOCTH: TOJ, MECSII, ICHb
MecsIa.

B HOpMAaTHBHBIX JTOKYMEHTAX, a TAaK)Ke COJEPKAIINX CBEICHHs (PMHAHCOBOTO XapakTepa,
UCTIOJIB3YETCs CIIOBECHO-IIU(POBO crtocod 0hopMIICHHS JaThI.

Hanpumep: 27 oxts16ps 2021 rona
3.3.5. PeructpanuoHHbIi HOMEp JOKYMEHTa

PerucrpanvionHslii HOMEP COCTOMT M3 MOPSAKOBOIO HOMEpA, KOTOPBIM MPUCBAUBAETCS C
SHBapsi MO Jexkabpb. PerucrpanyoHHBII HOMEp pa3MellaeTcs B OAHOM CTPOKE C JaToM.
O6o3Hauaercss 3HaKOM Ne.

3.3.6. Ccpuika Ha pEerUCTPAlMOHHBIM HOMED U J1aTy TOKyMEHTa

Ccpllka Ha PErucCTpPaAlMOHHBIM HOMEp M JaTy JOKYMEHTa BKJIIOYAeT PETrUCTPALlMOHHBIN
HOMEp M J1aTy JOKYMEHTA, Ha KOTOPBIM JAeTCsl OTBET, U PACIIOIAraeTCsl HIXKE MHIEKCA U aThl
UCXOJAIIET0 JOKYMEHTa. DTOT PEKBU3UT NIPUCYTCTBYET TOJIBKO HA OJIAHKE [Tl TUCEM.

3.3.7. Anpecar

JIOKyMEHTBI aIpecyloT OpraHU3alMsIM, UX CTPYKTYPHBIM HOApA3AeICHUIM MU
KOHKPETHBIM JIUL[aM.

IIpu agpecoBaHMM JOKyMEHTa OpraHU3ally, €€ CTPYKTYPHOMY MO/pa3/ieieHuto 6e3
yKa3aHUsl JODKHOCTHOIO JIMIIA MX HAUMEHOBAHUS MUILIYTCS B UMEHUTEIBHOM MaJIeXke.



[Ipn HanpaBieHUM MAOKyMEHTa KOHKPETHOMY JIOJDKHOCTHOMY JIMLy HAauMEHOBaHHUE
OpraHu3allid M MOJpa3JeNieHUs YKa3blBaeTCs B HMMEHHUTEIbHOM IMajieXkKe, a JOJDKHOCTh H
damwiIns B JaTEIBHOM.

IIpu agpecoBaHMM JOKYMEHTa PYKOBOJHMTENIO OpraHM3allMM €€ HAUMEHOBaHHE BXOIMT B
COCTaB HAaMEHOBAHUS JI0JKHOCTH ajjpecaTa.

IIpu anpecoBaHuu NOKyMeHTa (hU3NYECKOMY JIUILY, YKa3bIBAIOT MHULMAIBI U (PaMUIINIO
nojiyyaTesisi, 3aTeM MOouToBbIM azapec. COCTaBHbIE YacTU IOYTOBOIO aJgpeca YKas3bIBAIOTCS B
HOCJIEZI0BAaTENIbHOCTH yCTaHOBJIEHHOU [104TOBBIMU NpaBUIaMHU.

Eciu OKyMEHT OTHpaBiSIOT B HECKOJIBKO OJHOPOJIHBIX OpPraHMU3ALMNA WM HECKOJIbKO
CTPYKTYPHBIX IO/Ipa3/IeleHUIl OJHOW OpraHu3aliy, TO MX CIEAyeT yKa3blBaTh 0000IEHHO (B
MMEHHUTEIHLHOM I1a/1€KE€ MHOKECTBEHHOT'O YHUCIIA)

IIpu anpecoBaHuM JOKyMEHTa PYKOBOJIUTEISM OJHOPOJHBIX OPraHU3ALMUN PEKBU3UT
«Apnpecar» yka3biBaeTcsi 0000IIEHHO (B JaTEIbHOM IaJIeKe, MHO)KECTBEHHOT'O YHCIIa)

Ha onpnom nokymente o6o6mator He Oonee 4-x anpecatoB. Ecium ux Oosnblie,
COCTaBJISIIOT CHHCOK Ha PAacChUIKy M Ha KaXJIOM JOKYMEHTE YKa3blBalOT TOJbKO OJUH
KOHKpETHBIM agpec. CHMCOK Ha pacChUIKy COCTaBISAET TO, KTO TOTOBMJI JOKyMeHT. CioBo
«KOTHUS» Tepesl BTOPBbIM, TPETbUM M YETBEPTHIM aJpPEcaToM HE MPOCTaBIIETCSA. YKa3zaHUE Ha
JIOKYMEHTE HECKOJIbKUX aJpecoB IpecieqyeT Ieib MH(OPMHPOBATH KaXKIOro MoylydaTelns o0
YUPEXKICHUSIX U JINLAX, KOTOPbIM OJHOBPEMEHHO HAIpaBieH JaHHBIN JOKYMEHT.

[louToBBIii  afpec HE  MPOCTABISETCSs HA  JOKYMEHTAax, HalpaBIseMbIX B
[IPaBUTEIbCTBEHHBIE OpPraHbl, BBIIIECTOSIIIME OPraHU3alMM M MOCTOSHHBIM KOPPECHOHIEHTaM
(B 9TOM ciy4yae B OpraHM3alliM LEIeco0Opa3HO MPUMEHSATh CIIUCKU PACCBUIKM U KOHBEPTHI C
3apaHee Halle4aTaHHBIMU aJIpecaMu).

JlommyckaeTcs LIeHTpUPOBAaTh KaXKAYI0 CTPOKY PEKBU3UTA «AIpecary N0 OTHOLIEHUIO K
CaMOW [IJIMHHOM CTPOKE.

3.3.8. TI'pud yrBepxaeHUs TOKyMEHTa

JlokymMeHT yTBepxkaaeTcss PykoBomuTenem. YTBEpKIACHHE JIOKYMEHTA IPOU3BOIUTCS
IByMsl crocobamMu — TpudOM yTBEpKACHUS WM PACIOPSAIUTEIHHBIM JOKYMEHTOM, KOT/a
BBEJICHUE JOKyMEHTa TpeOyeT OMOJHUTENbHbIX NeHcTBUM M mnpeanucanuil. Oba crocoba
YTBEPKJICHUSI UMEIOT OJIMHAKOBYIO FOPUIUNYECKYIO CUITY.

I'pud yTBepkmeHus pacronaraeTcs B MPaBOM BEPXHEM YTy JOKyMEHTa U BKIIOYAET B
cebss cmoBo YTBEPXKJIAIO (6e3 kaBbIuek), HANMEHOBaHHE JOKHOCTH JIUIA, YTBEPHKIAIOIIETO
JIOKYMEHT, JIMYHYIO MOAMKUCH, €€ paciTu(POBKY U 1aTy YTBEPKICHUS.

[Ipu yTBepkIeHWH TOKyMEHTa IMOCTAHOBIEHUEM, DPEIICHHWEM, IMPUKA30M, MPOTOKOJIOM
rpu¢d ytBepxkaenus coctouT u3 ciaosa YTBEPXK/IEH (YTBEPXKXIEHA, YTBEPXIEHBI nnu
YTBEPXJIEHO), HanMeHOBaHHE YTBEP)KIAIOIIETO JTOKYMEHTAa B TBOPHUTEIBHOM TaJEkKe, €ro
JIaThl, HOMEDA.

[Ipu yTBepK1eHNN JOKYMEHTA HECKOJIBKUMU JOJKHOCTHBIMU JIUIIAMH TOJUCH
pacrnosiaraloT Ha OJHOM YpPOBHE.

3.3.9. Pesomonus

B ee coctaB BxomsaT: haMuiMsi UCTIONMHUTENS (MCTIOMHUTENEH), coiepiKaHue MOpyUYeHUs,
CPOK HCIOJHEHMS], IOJIUCH, JaTa.
Pe3omronus pacnonaraercs B IpaBOM BEPXHEM YIIIy MEXY apecoM U TEKCTOM.

Hanpumep: MBanos H.II.

Pa3paboraTh JOKHOCTHYIO MHCTPYKIHIO
BOCIIMTATEIS

JInanas moanmce,

01.03.2021



Ecmu B pe3onmonuu yka3aHO HECKOJILKO (aMWiIni, TO JIMIO, YKa3aHHOE MEPBBIM,
ABJISIETCSI OTBETCTBEHHBIM 32 KCIIOJIHEHUE [JOKYMEHTa W OpraHuszyer palboTy Apyrux
UCIIOJIHUTEJICH, MPHUBJICKACMBIX 110 YKa3aHUIO JUPEKTOPA K PEIICHUIO BOIPOCa.

Ha noxymenrtax, He TpeOyIOUMX MOMOJHUTEIBHBIX YKa3aHUM 10 WCIOJHEHUIO, B
PE30JTIOINN  YKa3bIBACTCS HCIIOJTHUTEIb, CTABSATCS MOIIUCH aBTOPA PE30JIIOIINH, aTa.

Pesomorust mepeHOCUTCS CEKpeTapeM B PETHCTPAMOHHYI0 (OpPMY M 4acTo SIBISETCS
OCHOBaHHMEM B3SITHS JOKyMEHTa Ha KOHTPOJb. B 3TOM ciyuyae CpOK HCIONTHEHHS JOKyMEHTa
OepeTcst 13 pe3oTIOIUH.

3.3.10. 3aronoBOK K TEKCTY

3aroJloBOK JIOJDKEH KpaTKO M TOYHO OTPaXKaTh COJCpPKAHUE TEKCTa JOKYMEHTA.
3arojioBOK corjacyercs ¢ HauMEHOBaHMEM BHJAa JOKyMEHTa. Touka B KOHIIE 3arojoBKa He
CTaBUTCS. 3arojOBOK MOXKET OTBEUaTh HA BOIMPOCHL: «O HYEeM» («O KOM»)?, «4ero» («Koro»)?,
- «O BbIIeNeHUH...», «O0 U3MEHEHUH...» U T.[.

3aroyioBOK K JIOKyMeHTaM, o(hOopMIIEHHBIM Ha OJIaHKaX C MPOJOIBHBIM PACIIOIIOKEHHEM
PEKBHU3HUTOB, BbIpaBHMBAETCS MO LEHTPY. K TekcTy AOKyMeHTOB, opOpMIIEHHBIX Ha OJaHKax
dbopmara AS, 3aroJIOBOK HE COCTABIISCTCA.

3aroJIoBOK IMOMEIIAETCs OT MPAHMILIbI JIEBOIO MOl HUXKE PEKBU3UTOB «CChlIKa Ha
pGFI/ICTpaHI/IOHHBIfI HOMCp U JaTy OJOKYMCHTa» U «MecTo cocTaBIeHUS HIH HU3JJaHUA JOKYMCHTa»

3.3.11. OtmeTka 0 KOHTpOJIe

OTMeTKka O KOHTpPOJE — 3TO OTMETKa O KOHTPOJE 3a MCIOJHEHUEM JIOKYMEHTa,
KOTOpYyI0 0003HauatoT OykBoil «K», cmoBom mnmm mramnom «KouTponb». OTMeTKa cTaBUTCA
Ha JIEBOM IIOJIE JIOKYMEHTa IOJl PEKBH3UTOM «3arojloBOK K TeKcTy». KOHTpoisb HcnosHeHus
JOKYMEHTa OCYIIECTBIISIET 3aBEAY O,

3.3.12. TekcT mOKyMeHTa

TekcT  NOKyMEHTa  COCTaBISIOT Ha  PYCCKOM  SI3BIKE B COOTBETCTBHHU C
3aKoHOaTeNnbcTBOM Poccuiickoit deneparum.

TexkcThl JOKYMEHTOB O(POPMIISIOT B BHJI€ aHKETbI, TaOJIHIIbI, CBA3aHHOI'O TEKCTAa WM B
BHUJE COCOUHEHUA DTUX CTPYKTYP.

HpI/I COCTaBJICHUU TEKCTa B BHAC AaHKCTbI IIOCTOAHHAaA I/IH(i)OpMaIlI/ISI BBIPAXKACTCA
CYILECTBUTEIBHBIMA B HMMCHHUTCIIBHOM Tajie)Ke, Hampumep: (GaMuiius, HMs, OTYECTBO; HIIH
CJIOBOCOUCTAHUAMH, OIIOPHBIM CJIOBOM B KOTOPBIX ABJBICTCA HWMA CYHWICCTBUTCIIBHOC,
HalpUMep: TOCIIEIHEee MECTO PabOTHL.

TexcTel B BUAC Ta6JII/IIII)I MPUMCHAIKOTCA B OTYCTHO-CTATUCTUUYCCKHX, 6YXFaJITepCKI/IX,
OpraHH3al[IOHHO-PACTIOPSIUTENIBHBIX TOKyMEHTaxX (IITATHOE paclHCaHue, IUIaH padoThl U Jp.),
rpadpl TaOIUI] TOJDKHBI OBITH MPOHYMEPOBAHBL. 3aroJIOBKH IMHUINYTCS C TPOMUCHBIX OYKB, a
II0/I3aTOJIOBKM - CO CTPOYHOM (B MMEHHTEIBHOM MaJeke CIMHCTBEHHOTO YKCIa), €CIIU OHU
COCTaBISIFOT OJHO IIENIOE€ C 3aroJIOBKOM, T.€. MOSCHSAIOT ero. Ecim Imoa3arolioBok HMmeeT
CaMOCTOSITETIPHOE 3HAUCHHE, TO IHINETCS C MPOMUCHON OykBbl. TOUKM B 3arojoBKax H
MI0/13ar0JIOBKax rpad He cTaBATCA.

3.3.13. OTMeTKa 0 HAJIMYXH TIPHIIOKESHUS

PexBu3ur «OTMETKa O HAJIMYMW TIPUIOKEHUS» PACIIONAraeTcs IMOJ TEKCTOM M MOXKET
OBITE O(OPMIICH JBYMsI CIIOCOOAMH.

Ecmu mpunoxeHuss yrmoMsiHyTBI B TEKCTE TOKYMEHTa, TO OTMETKa 00 WX HaIM4YHuu
odopmisieTcst o Gopme:



Hanpuwmep: Ilpunoxenune: Ha 271. B 3 3K3.

Ecmmu NPUITOXKCHUA B TCKCTC HC HA3BAHbI, MX HAMMCHOBAHHUC OACTCA B OTMCTKE O
MMPUIIOKCHUAX C YKA3aHUECM KOJIMYCCTBA JIMCTOB U 3K3EMIIISIPOB B KAKAOM ITPUIIOKCHHUU.

Hanpuwmep: Ipunoxenue:
[lITaTHOE pacnincanue Ha 2i1. B 1 3K3.

3.3.14. Tloamuck

I[OKYMGHTI)I MMOAINMUCBIBAIOTCA 3aBCAYIOIIMM WJIM 110 IMOPYUYCHUIO PYKOBOI[I/ITeJ'IfI JIUIIOM,
3aMCHAIOIIMM  €I'0. B cocras noamnmuC  BXOAUT HaMMCHOBAHMEC  OOJDKHOCTH  JIMIIA,
MNOAMUCBIBAOIICTO  JOKYMCHT, €ro JIM4Had TIIOAINUCh H €€ paCHII/I(prBKa. HOI[HI/ICI)
pacmojiaraercda ImoJ TEKCTOM JOKYMCHTA. B AOKYMCHTAaX, H3IOTOBJICHHBIX Ha 6HaHKaX, B
Ha3BaHHUC JOJDKHOCTH HE€ BXOJHUT HAa3BAHUC O6HI€CTBGHHOFO O6’I)€I[I/IH€HI/I$I.

Hampuwmep:
P JIMYHAas NOAITNCH D.N.0.

B cimyyae OTCYTCTBHMS MJOJDKHOCTHOIO JIMIA, MHMOJIKMCH KOTOPOrO 3aroTOBICHA HA
JIOKYMEHTE, €CJIM JIOKyMEHT IMOANUCHIBAET €r0 3aMECTUTEb WM HCIIONHSAIOMUN 0053aHHOCTH,
00s13aTeNIbHO  yKa3blBaeTcsd (pakTuyeckas JOKHOCTh MOJNMCHIBAIOLIETO JIOKYMEHT IIyTeM
BHECEHMSI UCIIPaBIICHUI (JONEYaThIBACTCS «3aM» WM «H.0.») U YKa3bIBaeTCs €ro haMuiIus.

[IpocTaBneHne Kocol 4YepThl IEpell YKa3aHUEM JIOJDKHOCTH MWJIM IIpeasiora «3a»
aBisieTcss rpyooi ommokoi. He nomyckaercs Takke MOAMUCH OT PYKU «3amy».

3.3.15. TIleyarsn

[TeuaTn 3aBepsieT  TOMJIMHHOCTh  TOANUCH JIOMKHOCTHOTO JIMIIA Ha JIOKyMEHTaX,
MIPEeTyCMOTPEHHBIX crenuanbHbIMUA aKTaMu, mpaBa
(duxcupyromux (akTel, CBS3aHHBIE C (UHAHCOBHIMU cpeacTBamMu. B VYupexnenuu
OMpEJIENIEH MEepPeueHb TOKYMEHTOB, HA KOTOPBIX CTaBUTCS Ne4aTh opraHu3anuu. OTTUCK NeYaTu
CJIeIyeT MPOCTABJIATh TAKUM 00pa3oM, YTOOBI OH 3aXBaThIBAJ YaCTh HAMMEHOBAHUS JOJIKHOCTH
7, TOAMKCABIIETO JOKyMeHT. Ha mgokymeHTax (uHaHCOBOrO XapakTtepa IeuaTh
MIPOCTABIIETCS HAa CHEIHAIbHO OTBEIEHHOM MeCTe, KOTopoe obo3HavaeTcss cuMBojoM «M.IL.»

3.3.16. Otmerka 0 3aBEepEHHUH KOTTHU

[Ipn HEeoOxoMMOCTH 3aBEpEHHs] COOTBETCTBUS JOKYMEHTA MOMJIMHHUKY HIDKE PEKBU3UTA
«ITognuce» MpOCTaBIAIOT: 3aBEPUTENIBHYI0 HAANUCh «BEpHO»; NOHKHOCTD JIMIA, 3aBEPUBLIETO
KOIIHIO; JINYHYIO OJIMUCH; paclIM(pPOBKY MOANUCH (MHUIMAIBI, (aMIIIUIO); 1aTy 3aBepEHUsl.

Hammpumep:

Bepno

PykoBonurenb JIMYHAS ITOAINCH M. A .KpacukoBa
10.01.2021

Ecin xommst BbIgaeTcss Ha PyKd WIM TEpPEChUIaeTCs B JPYyroe ydpexaeHue,
3aBEPUTENIBHYI0 OTMETKY YJIOCTOBEPSAIOT ME€YATHIO.

3.3.17. OrtMmeTka 00 UCIIOJHUTENE

Otmerka 00 HCHOJHUTENE MPOCTABISAETCS B JIEBOM HUKHEM YINIy JIMLEBOH WIH
00OpPOTHOM CTOPOHBI MOCJHETHEro JHUCTa JOKyMeHTa. OTMeTka 00 HCIOJHHUTENE BKIIOYAeT



damwmio (Wy (pamMuIis, IMsI, OTYSCTBO) HCIIOJIHUTEIS JOKYMEHTA U HOMEp ero TenedoHa.

Hampumep:
Kpacukosa Mapuna AnekcanipoBHa W Kpacukosa
34-12-35 34-12-35

3.3.18.  OrmeTka 00 UCIIOTHEHUH IOKyMEHTA M HAIPABJIEHUH €T0 B J€JI0

OTMeTKka 00 UCIIOJIHEHUN JTOKYMEHTa M HallpaBJICHUH €r0 B JIEJIO BKIIIOYAET CIEIYIOLIHe
JAHHBIE: CCBUIKY HA JaTy M HOMEp JOKYMEHTA, CBMJETEJIbCTBYIOIIEIO O €ro WCIIOJIHEHUH,
WIM IpU OTCYTCTBUM TaKOro, KpaTKuWE€ CBeIEHHUs 00 MCIIONHEHUU; cioBa «B nemo»; Homep
nena, B KOTOpOM OyJeT XpaHUThCs NOKyMeHT. OTMeTka 00 HCHOJHEHMHM U HaIlpaBiICHUU
€ro B J€J0 JOJKHA OBbITh MOJINMCAaHA U AATUPOBAHA MCIIOJHUTEIEM JI0OKYMEHTA.

Hamnpuwmep:

W3znan npukas ot 13.03.2021 Ne 40 «O npoBeieHUH MEPONIPUATHIL 110 YUCTKE KPOBJIH
3panuii»y B nemno Ne 01-05

JInunas
HOJIITHCH

13.03.2006

WIu

OrtBert
Hanpasien 12.03.2021
Ne 20

B neno 01-18

JIngnas nmoamnmmcey
15.03.2021

OtMmeTKa 00 HMCIIOIHECHHH U HampasJICHUHU €ro B JCJII0O INMOMEIIACTCSA Ha HMKHEM II0JIC
MEpBOro JiMCTa JOKYyMCHTA.

3.3.19. OrmeTka 0 MOCTYIUIEHUH JOKYMEHTA B OpraHU3alUIo
OTMeTKa O MOCTYIUIEHMH JOKYMEHTa B YUPEKACHHE MPOCTABIISETCS OT PYKH B HUDKHEH
YacTH JIMIEBOW CTOPOHBI TIEPBOTO JIMCTA JOKyMEHTa Wi Ha ero obopore. CocTouT wu3

MopAAHOro HOMEpa, AAThl MOCTYIJICHUA NOKYMCHTA B OPraHU3allALO.

4.  OCOBEHHOCTHU ITOATI'OTOBKU 1 O®OPMJIEHUA OTHAEJIBHBIX
B1/J10B IOKYMEHTOB

4.1. IlogroroBka u O(bODMJ'IeHI/Ie OPraHUu3alTIMOHHO-PACIIOPAIUTCIBHBIX JTOKYMCHTOB

B cooTBercTBUM ¢ JACHCTBYIOIIMM 3aKOHOJATEIbCTBOM W KommnereHuuer UII
KpacukoBa M.A. co3naer cienyrouue BUbl JOKyMEHTOB:

4.11. TIIPOTOKOJI - pokymeHT, B KOTOpOM (UKCHUpYyeTCS XOa OOCYXICHHS
BONPOCOB W TPHHATHE pEUICHWI Ha 3acefaHusx, cobpanwsx. [Ipotokon odopmisercs Ha
obmem Omanke ¢opmara A4. B ero ¢dopmynsp BXOOAT CICAYIONIME PEKBU3UTHI:
HaumeHoBanue WII KpacukoBa M.A., yka3zaHue BHJa JOKyMEHTa, Jara 3acelaHHs, HOMED,
MECTO 3acemaHusi, rpud yTBEp)KIeHUs (B Cilydae, KOTJa TMPOTOKOJI TOJJICKHUT yTBEPKICHHIO),
3aroJIoBOK, TEKCT, moAnucu. Jlata mpoTtokoja — 3TO JaTa MPOBEICHUS COBEHIaHUS. 3arojOBOK
— OTO Ha3BaHWE NPOTOKOJIHUPYEMOTO MEpONpUATHS (COBEIIaHWE, 3acelaHue, coOpaHHE) U
HaMMEHOBAHUE KOJUIETMAJIbHOTO OpraHa. TeKCT MpOTOKOJIAa COCTOMT M3 JABYX YacTeW: BBOJIHOM
M OCHOBHOW. B BBOJHOW 4YacTh 3amOJHSIOTCS CIEAYIOIIME PEKBU3UTHL: MPENCENaTeNb,
CeKpeTapb, NPHUCYTCTBOBAIM, TNoBecTka [JHsA. OCHOBHas 4YacThb IMPOTOKOJA COCTOUT W3



PasaciioB, COOTBCTCTBYIOIIUM ITYHKTaM IMOBECTKU OHA.
BOHpOCLI B ITOBECTKE AHA IIPOTOKOJIA JOJIZKHBI OBITE C(I)OpMI/IpOBaHBI B ITPCJIOKHOM
majgcxe.

Hampumep: «O06 ytBepkaeHuu miana padbot Ha 2021 romy»

®dopmy uznoxkenus (MHGoOpMaIus, cCOOOIIeHHE, TOKIaa U T.1.), JODKHOCTh U (hamMuimio
JIOKJIQ/TYMKA CIIelyeT Ha3BaTh nocie (OpMyIHMPOBKU BOIIPOCA.

Texer kaxmgoro paszaena crpoutrcs mno cxeme: CIIVIHAJIM, BBICTYIINIINA,
I[TOCTAHOBWJIN (PEHINJIN). CrienoM 3a MOPSIAKOBBIM HOMEPOM BOIIPOCA MHUIIETCS CJIOBO
«Cnynranu», 3areM ¢ HOBOM CTpOKHM — GaMwiusg W WHHOHAIBl Jokiamauka. OCHOBHOE
BBICTYIUIEHHE JOKJIAZIOB M BBICTYIUJICHHI IMOMEIIAeTCs] B TEKCTE MPOTOKOJA WM IMpHUiIaraercs
K HEMY; IIOCTaHOBJIEHUE (pEIICHNE) [1€YaTaeTCs IIOJHOCTHIO.

[loanmucanHblii  aBTOPOM JIOKJIaJ MOXET OBbITh OQOpPMIIEH Kak MPUIOKEHHE K
MPOTOKOIY, O 4YeM JOJDKHO OBITh 3alMCaHO B MPOTOKOJE. 3aliCh BHICTYIUICHUH HAYMHACTCS C
yKazaHusi (paMUINK U WHUIUAJIOB BBICTYTIAOIIETO.

3areM KOpPOTKO W3JIaraeTcsi CyTh BBICTYIUIGHHUS. 3alKCh BBICTYIUICHUH JIOJDKHA
NPEJCTABIATh KPAaTKUN TEKCTOBBIN OTYET PeyHu.

[TocranoBnenue (pemieHue) B MPOTOKOIIE MPUBOJAUTCS TOTHOCTBIO.

[TpoToKOIIBI HyMEpYIOTCS IOPSIKOBEIMU HOMEpPAMHU B Mpeeiax KaJeHIapHOTo roja.
[IpoTokonbl OQOPMISIFOTCS HE MO3AHEE MATHAAIATHA JHEH MOcie MPOBEIACHHUS COOpaHus.

[Iporokosn noanuckeiBaeTcs NpeAceaTeIbCTBYIOIMM Ha 3aceJaH|H U cekpeTtapeM. JlaToii
MIPOTOKOJIA SIBJSIETCS J1aTa 3acelaHusl.

41.2. TIPUKA3 — 570 mpaBOBOW aKT, WU3JaBacMblii €AMHOJIMYHO 3aBEAYIOUINM [
peleHns] OmepaTUBHBIX BOMNPOCOB. [IpoekT mnpukasza, Kak MpPaBWIO, HE COrJIACOBHIBAETCS.
[Ipuka3 BCTymaer B CHJIy C MOMEHTA €ro MOJNHUCAHUS WM YKa3aHHbIM B HeM Cpok. IIpukas
opopmiisiercss Ha OJaHKe KOHKPETHOrO BHJAa JOKyMmMeHTa. B ero Qopmymsp BxoasT
cienyromue pekBu3uThl: HanMmeHoBanue UII KpacukoBa M.A. — aBTOpa JHOKyMEHTa, Ha3BaHUE
nokymenTta ([TPUKA3), mara, perucrpanmoHHBIA HOMEpP, MECTO COCTAaBJICHHS, 3arojOoBOK K
TEKCTY, TeKCT, TOJNNCh, BU3BI U TPU( COTIACOBAHUS.

4.1.3. CIIPABKA — moKyMeHT, COJep allliii OMHCAHWE W TMOATBEPIKIECHUE TeX WU
uHbIX (akTOB U coObITHH. CrnpaBku ObIBalOT JABYX BHIOB: ¢ HHpopmamueid o ¢dakrax u
COOBITHAX CIy’)KEOHOTO XapakTepa M BblJlaBaeéMble 3aMHTEPECOBAHHBIM TpakJaHaM H
YUpPEXKIEHUSAM JUISl  yJIOCTOBEPEHUS TOTO WJIM MHOIO ropuaudeckoro ¢akra. CrpaBku
BTOPOTO BHJ@ — 3TO CIPaBKH O MOATBEPXKICHUU MecTa y4yeObl W pabOThl, O 3aHUMAEMOM
nomxHocTy U T.11. CripaBku, npenocrasisemble BHyTpu UIT Kpacukoa M.A. — odopmistoTcs
Ha YUCTOM JIUCTe OyMaru U HUMEIOT T€ K€ PeKBM3UTHL. CIpaBKy MOANUCHIBAET COCTABUTEIb,
KOTOPBIN HECET OTBETCTBEHHOCTH 3a IMpe/ICTaBlIeHHbIe cBeieHns. CrpaBka MpH HEOOXOAUMOCTH
3aBepseTCs MeYaThio.

414. AKT - 5T0 JOOKYMEHT, MOJATBEPKIAIOIINN KaKOH-THOO MOpUIUYEcKHuil (axT,
coOwITHe, aeiicTBhe. Mmeercs OOJbIIOE KOJIMYECTBO PA3HOBHIHOCTEH aKTOB: aKThl IpUEMa-
nepenaun (IpU CMEHE PYKOBOJCTBA, Tepefade JAell, MaTepuajbHBIX IIEHHOCTeW U T.1.); 00
YHUUTOXKEHUH JEJ ¢ UCTEKIIMM CPOKOM XPaHEHUS; MHBEHTApU3alluU U Jp.

CocTtaBrieHre aKTOB IOPYYAETCS KOMUCCHSIM.

B akte ycTaHaBmuBaIoTCS TOJBKO T€ (PAKTHI, KOTOPbIE TOYHO YCTAHOBJICHBI JIMIAMH,
MO/IMTUCHIBAIOIIUMU JIOKYMEHTHI.

AKT odopmiseTcss Ha o0meMm OylaHKke WM Ha 4uctoM Jucte (opmata A4 ¢
pacroio’KeHUEM PEKBHU3UTOB MO o0pasily obmiero OnaHka. Bce akThl JOMKHBI COIEP)KaTh
CIIEYIOIIME COCTaBHBIE JJIEMEHTHI: HAaUMEHOBAaHUE YUPEKACHHWS, Ha3BaHHWE BUIA JOKyMEHTa
(AKT), nara, perucTpaliOHHBI HOMEp, MECTO COCTaBIICHUS, 3aroJIOBOK, TEKCT, MOJIIHCH,
rpud yTBepkKACHHs. TEKCT aKTa COCTOMT W3 TPEeX 4YacTeil: BBOJHOW, KOHCTPYHUPYIOIIECH H



BBIBOJIOB. B BBOJHOW YacTH HaeTcs TIEPEYCHb IOJDKHOCTEH W (QaMIIMU C HHUIUAIAMU
COCTaBUTENIEH, a TaKkKe OCHOBAHME MJisi COCTaBieHUs akTa. DaMHIUN YIEHOB KOMHCCHUU
pacrionaratorcsi o andaBuTy. B KOHCTaTHUpyrOIIel 4acTH TEKCTa W3JIararoTcs LENH, 33Jadd U
CYIECTBO TPOJICTAHHON pPalOThI, pe3yibTaThl. B 3aKIIOUMTENbHONM YacTH akTa JeNaroTcs
BBIBOJIBI U IAIOTCS] KOHKPETHBIE MPETIOKEHUSI.

4.2. HO}IFOTOBK& n O(bODMJ'IeHI/Ie JOKYMCHTOB IT1O IMYHOMY COCTaBy

PacnopsiaurensHas  nestensHOcTh  opraHoB  ynpasieHus MII  KpacukoBa M.A.
BKJIIOYAET TaKXe pelIeHHE BOIPOCOB MOAOOpa M pacCTaHOBKU KaJIpoB, NMpUeMa TpakJaH Ha
paboTy M yBOJbHEHHE. JIOKYMEHTHI, co3aBacMble MPU OPOPMIIEHUH NpHUEMA, YBOJbHEHUS U
NIEPEMEILECHHUS COTPYIHUKOB, IIPENOCTABICHUSA OTIYCKa, IOOLIPEHMs, COCTABIIAKOT TIPYIIILY
JOKYMEHTOB TI0 JIMYHOMY COCTaBy. PaOOTHHMKHM, OTBedaromue 3a JeJIONPOU3BOJCTBO 10
JUYHOMY COCTaBYy, 00s3aTeNbHO JOJDKHBI 3HaTh TpyaoBod kozekc (TK) P®. K nmokymentam
10 JIMYHOMY COCTaBY OTHOCATCS: IPUKAa3bl 110 JIMYHOMY COCTaBY, 3asBJICHUS, XapaKTEPUCTUKH,
TPY/ZOBBIE KHW)KKH, JIMYHbIE KapTouku ¢Gopmbl T-2, nuueBble cyera Mo 3apabOTHOM IJiare,
TPYZOBbIE KOHTPAKTHI (JIOTOBOPHI), a TAKXKE BCE JOKYMEHTHI, XOASIIUE B JTUYHOE JIENO.

4.2.1. lpuka3 — mpaBOBOM aKT, W3ABACMBIA CIMHOJIMYHO JUIS PEIICHHS OINEPAaTUBHBIX
BonpocoB. [Ipukazel B VYupexIeHuu, B OCHOBHOM, H3JAIOTCA [0 KaJpOBBIM BOIIPOCAM.
[Tpukazamu oQopMIIstOTCA: MpUEM, NMEPEBOA U YBOJIbHEHHE PAOOTHHUKOB; IPEJCTaBICHUE UM
OTIIyCKOB M KOMaHIMPOBOK; M3MEHEHUE IIpU OIUlaTe TpyJa; IPUCBOEHHE pa3psAioB H
U3MEHEHHE aHKEeThl — OHOorpauuecKux JaHHBIX; MOOIIPEHUE U HAJIOKEHUE B3BICKAHUN M JIp.
[Ipukasbl Mo JIMYHOMY COCTaBy O(OPMIISIOTCS M BEIYTCS OT/AEIBHO OT MPHKA30B MO0 OCHOBHOM
nesitenpHOCcTU. [IpHka3zpl O  NIpPeNoCTaBICHUHM OTHYCKOB (y4eOHBIX, KpaTKOCPOYHBIX) U
KOMaH/IMPOBAaHUS COTPYIHUKOB MMEIOT BPEMEHHBIM CpPOK XpaHeHMs (3roja), B OTIMYHE OT
JIPYTUX KaJpOBBIX MPUKA30B, XpaHsamumxcs (751eT), u GopMUpPYIOTCS B OTAEIBHOE JIENO.

Odopmisitor TpuKa3bl Ha o0OmMX OJaHKaX MW HMMEIOT CIEAYIOIIWe PEKBU3UTHI:
HaMEHOBAaHUE YUPEeXKIEHHUs — aBTopa JOKyMeHTa, Ha3BaHue BHuaa gokymeHTa ([IPUKA3),
JlaTa, PEerucTPAllMOHHBIA HOMEpP, MECTO COCTABJIEHMs, 3arojlOBOK K TEKCTy, TEKCT, MOJIMCH,
BU3bl W Tpud corjacoBaHus. B 3aromoBkax k Tekcty mumyT: «O mpueme Ha paboty», «O
nepeBoJie Ha Jpyryio pabory», «O06 yBombHeHUU» U Jp. Kaxaplii MyHKT NpuKa3za HauMHAETCS
raaroysioMm, obOo3Hadarommm Aciicreue: [IPMHATH (HABHAYUTD), IIEPEBECTU,
YBOJIUTh (OCBOBOJUTH) wu T1.n. @DamMWini0 Me4aTalOT MOJHOCTHIO MPOMHCHBIMH
OykBaMH, a MMsSI U OTYECTBO — CTPOUYHBIMM, 3aT€M YKa3blBAIOT JOJKHOCTh, COZEpKaHHE
NEICTBUSA B OTHOILEHUM JIMLA, O KOTOPOM H3JaeTcs npukas. Kpome Toro, B ImyHKTe NpHKasza o
Ha3HAYE€HWU Ha JOJDKHOCTh YKa3blBalOT Ha KaKyl0 JOJDKHOCTb, C KaKOW JaThl U C KaKUM
OKJIaJIOM ITPUHUMAETCS COTPYAHHUK.

B nmpukaze o mnpeaocTaBieHMM OTIIyCKa YKas3blBaeTCs BHUJ OTIYCKa, KOJIMYECTBO
NpeAO0CTaBIIsIEMbIX pabOUMX JTHEH 1 1aThl HaYala U OKOHYaHUs OTITyCKa.

WNndopmarnus, conmepkamiasicss B paclopsHKEHUSX IO JIMYHOMY COCTaBy (CBEIEHHS O
paboTe U MOOMIPEHHUsX ), PUKCUPYIOTCS B TPYAOBBIX KHHKKaX PAOOTHHUKOB.

4.2.2. TpynoBas KHU)KKA SIBISICTCS OCHOBHBIM JOKYMEHTOM O TPYJOBOM JEATEIBHOCTH
paOoTHUKA M OQOPMISIOTCA TOYHO B COOTBETCTBMM C IPaBWIAMH, H3JI0)KEHHBIMH B
WHcTpykumu 0 NOpsAKE BEACHMS TPYNOBBIX KHIKEK Ha MPEANPUATHSX, YUPESKICHUAX U
OpraHM3aLNUsAX.

TpynoBble KHIKKH BEIYTCS Ha BCeX PaOOTHHUKOB, MPOpadOTAaBIIMX CBBINIE S5 THEH, B
TOM 4YMCJIE€ HA CE30HHBIX M BPEMEHHBIX PAaOOTHUKOB, @ TaKXKe Ha HEIUTaTHBIX PAOOTHHKOB
IIPU YCJIOBHUHU, €CIIM OHU IOJUIEkKAT FOCYAapCTBEHHOMY U COLMAIIbHOMY CTPaXOBaHUIO.

JIuna, moctynuBiIMe Ha palOoTy, 00s3aHbl NPEAbSBUTh AJMUHUCTPALUU YUpPEKICHUS
TPY/AOBYIO KHIDKKY, O(QOPMJICHHYIO B YCTaHOBJICHHOM mopsinke. Ilpumem Ha paboty 6e3
TPYyZOBOM KHMXKKHM He fomyckaercs. IIpu opopmiieHnn Ha paboTy 1O COBMECTUTENBLCTBY, IO
TPYZOBOMY COIJIAILIEHUIO, 110 T0TOBOPY MOAPAIA TPYI0Bask KHM)KKA HE MPEIbIBISIETCS.



Bce 3anmcu npou3BOIATCS B TOYHOM COOTBETCTBHU C IPHUKA30M O IPUEME, NEPEBOJE
WIM YBOJILHEHUU aKKypaTHO, 0e3 3auepKuBaHHil M Mmomapok. Eciu ecTh HcIpaBlieHus, TO OHU
OTOBapHUBAIOTCA U 3aBEPSIFOTCS NOANUCHIO TUPEKTOPA U NIEYAThIO.

B 3amucu 00 yBOJIbHEHHUHN yKa3bIBa€TCS COOTBETCTBYIOMIAsA cTaThs TK PD.

C KkaxIoil HOBOW 3aMMChi0 B TPYAOBOM KHIIKKE HEOOXOJAMMO O3HAKOMUTH €€
Biazenbia. C 1enpio o0ecrieueHus] COXPaHHOCTH TPYIOBBIE KHIDKKM XpaHsTcs B ceiide. He
BOCTpEOOBaHHBIC TPYJIOBbIC KHIKKHA XpaHATCS 10 BocTpeOoBanus, HO He mMeHee 50 ser. [lpu
YBOJBHEHUH TPY/I0Basi KHUXKKA BbIIAETCS PAOOTHUKY B IEHb YBOJbHEHUS.

4.23. Tpynooili H0roBop - 3TO OJUH U3 JOKYMEHTOB OTPaKAIOLIMX YCIOBUS
TPYJOBbIX B3aUMOOTHOIIEHUH. TpyaoBoil KOHTpakT (moroBop) odopmisieTcs Ha oOuem
O6nanke ¢opmara A4. OH JODKEH HMETh CIeaylollue oO0sf3aTelIbHble PEKBU3UTHI: Ha3BaHUE
BU/Ia JOKyMEHTa, JaTa, MHIEKC, MECTO COCTaBICHHs, TEKCT, MOJIHCH, Ie4arb. KOHTpakT
COCTaBIISICTCA B JBYX IOJJIMHHBIX 3K3EMIUIIPax, OJWH M3 KOTOPBIX OCTaeTCs B YUPEKICHUHU,
JIpyroil XpaHWUTCS y COTpyIHMKa. B mnpuioxeHun [paHa npumepHas (opMa KOHTpakTa
(toroBopa), KOTOpass MOXET OBITh HCIOJB30BaHA B KaueCTBE OCHOBBI Uil pPa3pabOTKH
KOHTPAKTOB.

4.24. JlugHOe €m0 — 9TO COBOKYIHOCTh JOKYMEHTOB COJEp)KalIux Haubomee
HOJIHBIE CBEJCHUS O Pa0OTHHMKE M €ro TPYIOBOH JesTenbHOCTH. JlmuHoe neno odopmisercs
1ocje U3JaHusl IMpHUKasa o preMe Ha paboTy.

JIMYHBIN JIUCTOK MO YYeTy KaJIpoB (aHKETa) COAEpPKUT Ouorpaduyeckue CBEICHUS O
paboTHHKE, ero 0O0pa30BaHMHM, BHITIOJHAEMOW PabOTe ¢ Hayana TPYAOBOU NEATEIHHOCTH U JP.
3anoHseTcss OT PyKH CaMUM pabOTHUKOM IpU MOCTYIUIEHMM Ha paboty. Ilpu 3anonnenun
JIMYHOTO JIMCTKA IO YYETy KaJIpoB (AaHKEThI) UCIIOJIb3YETCSl TUIIOTpapuuecKuil OJ1aHK.

IIpu ero 3amoJHEHWH HCHOJB3YIOT: MACHOPT, TPYJIOBYIO KHMKKY, BOEHHBIA OHIIET,
JOKYMEHT 00 00pa30BaHUU (IUIUIOM, CEPTU(UKAT, yIOCTOBEPEHHE, CBUIETEILCTBO U aTTECTAT).

B rpade «OOpa3oBaHue» JMYHOTO JTUCTKA MPUMEHSIOT (POPMYITHUPOBKHU: «HAYATBHOEY,
«Cpe/iHee», «BBICIIEe) - B 3aBUCUMOCTH OT TOT0, Kakoe 00pa3zoBaHHe UMEET pabOTHHK.

I'pada «BrimonHsiemass pabora ¢ Hayana TPYJOBOM AEATENbHOCTH» 3alOJHAETCS Ha
OCHOBaHUH TPYAOBOW KHHKKH.

B rpade «CemeliHoe MOJIOXKEHNUE» UCHONB3YETCs CIenyroume GOpMyITUPOBKH: «KEHAT»
(«3amykeM»), «pa3BefieH (a)», «XomocT» («HE 3aMyXem»), «BIIOBa», IIOCJIE YEro
NEePeUUCISIIOTCS BCE YJIEHBI CEMbU C yKa3aHHWEM CTeNeHH pojcTBa (OTel, MaTb, JKE€HA, ChIH,
noub). Ilpu 3TOM yKas3biBaloTCA (QaMHIUU, HMs, OTYECTBO, TOJA POXKICHUS KaXKIOro yJeHa
CEMBH.

ABToOMOrpagusi — JIOKyMEHT, KOTOpPBI aBTOp COCTaBJSI€T CaMOCTOSITENIbHO, B
npou3BoJibHON (opme. [lumryT aBToOMorpaduio or pyku Ha jucrte Oymaru Qopmatom A4
WIM Ha crenuaibHoM Onanke. dopma M3N0KEHUs MOBECTBOBATENIbHAs — OT IEPBOrO JIMIIA.
Bce cBemeHus pmaroTcsi B XpOHOJOrMYecKoM — mnopsiake. (OCHOBHBIE  pPEKBU3HUTHI B
aBroouorpaduu: HazBanue 1okymeHta (ABTOBUOI'PA®USA), wums, oTuecTBO, (amuius
aBTOpa; YHUCIO, MECSl] M TOJA POXKACHUSA; MECTO POXACHUSA, CBEICHHMS O PpOAUTEIAX
(pamunmst, UM, OTYECTBO, MECTO PabOThI); 0Opa3oBaHWE M CIENUAIBLHOCTh MO OOpPa30BAHMIO;
BUJ TPYJIOBOH JAEATENHOCTH;, TIOCIEAHEEe MeCTO pPadoThl M JOJDKHOCTH; Harpaisl H
HOOILPEHUs], y4yacTUe B OOIIECTBEHHON paboTe; ceMeHHOe MOJIOKEHNE U COCTAaB CEMbH; JaTa U
JMYHAs TOIHCh.

XapakTepucTuka — O(HUIMATBHBIA  JTOKYMEHT, KOTOPBIM BBIIACT 3aBEAYIOIIHMA
VYupexxaeHuss CBOEMY COTPYAHMKY B LIEJIOM pslie CUTyauud. B XapakTepuCTHKE NPOU3BOASITCS
OT3bIB O CIIy’)KEOHOH M OOIIECTBEHHON MAEATENILHOCTH COTPYJHHMKA, OLIEHKA €ro JENOBBIX U
MOpaJIbHBIX KauecTB, odopmisieTcs Ha ooOiem Oianke popmara A4.

XapakTepucTUKa COCTOUT M3 CIEAYIOUIMX PEKBU3UTOB: Ha3BaHME BHUAA JOKYMEHTa
(XAPAKTEPUCTHUKA); yka3aHue AODKHOCTH JIMIA, KOTOPOMY BBIJAETCS XapaKTEPUCTHKA;
HalMEHOBAaHUE OpraHU3allud, BBIJAIOIIEH XapaKTEepPUCTUKY; WM, OTYECTBO M  (aMHIMs
COTPY/JHHUKA; TEKCT, MOJIMUCh M TMedaTb. TEKCT XapaKTEPHUCTUKU COCTOUT U3 HECKOJIBKUX



yacteid. IlepBas — aHKETHbIE [aHHbIE, CIEAYIOIIME 32 HA3BaHWEM JOKYMEHTa, TIJe
YKa3bIBalOT HMMs, OTYECTBO M (DaMHIIUIO, JOJDKHOCTb, YUEHYIO CTENeHb U 3BaHUE (€Cau OHHU
UMEIOTCS), TOJ POXKJIEHUS, 00pa3oBaHUE COTpyIHHMKA. BTOpast yacTh TEKCTa XapaKTEPUCTHKU —
JTAHHBIE O TPYAOBOM JEATENBHOCTH (CBEIEHHUS O CHELMAIbHOCTH, MPOJA0JDKUTEIBHOCTH pabOThI
B VYupexXJeHUH, MpOABIKEHHE MO0 ciyx0e u T.a1.). Tperbs dYactb — COOCTBEHHO
XapaKTepUCTUKA, T.€. OLIEHKAa MOPAJIbHO-TICUXOJOIMYECKUX M JEJOBBIX KadeCTB COTpPYIHHUKA:
€ro OTHOIIEHHWE K paboTe, MOBBIILIEHUE NPOPECCHOHATBHOTO YpPOBHS, IMOBEIEHUE B OBITY.
YerBepTas, 3aKJIIOUMTENBHAS, YacThb COJIEP)KUT BBIBOJ, B KOTOPOM YKa3bIBAa€TCsl HAa3HAUYEHUE
XapaKTepUCTUKU. TEeKCT XapaKTepUCTUKH U3Jaraercsi OT Tperbero Jsuna. lloamuceiBaeT
XapaKTEPUCTUKY JUPEKTOP Y UpexkKICHU.

5. OPTAHM3ALIMA AOKYMEHTOOBOPOTA

JIB>KeHHEe JTOKYMEHTOB C MOMEHTa WX CO3/IaHUS WM TOMY4YeHHsS 10 3aBepUICHUS
WCIIOJIHGHUSA, OTNPaBKM WJIM  TIOMEIIEHHS B  JIEIO  00pa3yloT  JOKYMEHTOOOOpOT
UCTIOJTHUTEIBHOTO OpraHa YupeKIeHUsl.

PaboTa ¢ JOKyMEHTaMH COCTOMT M3 CIEIYIOIIUX ITOCIIEI0BATEIBHBIX OIEpaIHi: MprueM
BXOJSIINX  JIOKYMEHTOB, TMepBHUYHAs  00paboOTKa, TMpenBapUTENbHOE  pacHperelieHue,
perucrpanus, pacCMOTPEHHE JOKYMEHTOB JUPEKTOPOM YUpEKACHUS, UCTIOJTHEHUE.

5.1 Iopstmok 00paOOTKH IMOCTYITAIONINX JOKYMEHTOB

5.1.1. [Ipuem u mnepBuyHas 00pabOTKa KOPPECHOHJCHIMU OCYILECTBISAETCS
JIeJIONIPOU3BOIUTENIEM Y UPEXKIEHHSI WIN AUPEKTOPOM.

Bcest ommbouHO pocTaBiieHHAsT KOPPECHOHICHIUS MEPEChUIACTCsl 0 Ha3HAYEHHIO, €CIU
U3BECTEH aJipecaT, WK BO3BpAILAETCs B OTAEICHHE CBA3U.

5.1.2. KoHBepThl C JOKYMEHTaMH BCKpPBIBAIOTCS IIOCIE TPOBEPKH TMPABMIBHOCTH
JIOCTaBKH, IIE€JIOCTHOCTH KOHBEPTOB WM YHAaKOBKHM JOKyMeHTOB. KoHBepTHl ¢ mnoamucsiMu
«JIUYHOY, «JIMYHOE» HE BCKPBIBAIOTCS U MEPEAIOTCS HEIOCPEICTBEHHO aJipecary.

5.1.3. IlpeaBapurenbHOE pPACCMOTPEHHE JOKYMEHTOB MPOBOJIUTCS C  ILIEJIbIO
pacnpezeneHusl MOCTYNUBIINX JOKYMEHTOB Ha:

Tpedyrolre 0053aTeIbHOTO PACCMOTPEHHSI PYKOBOJICTBOM;

HarpaBJsieMble OTBETCTBEHHBIM UCIIOJHUTEIEM.

Ha paccmoTrpenue pykoBOACTBa MEPEAAIOTCS JOKYMEHTBI, coJiepKaliie HHGpOopMaIuo no
NPUHUUIHAIBHBEIM ~ BONpPOCaM  JAESATENbHOCTH  YUpeXIeHHs,  TpeOylolue  pelleHus
pyKoBoACTBa. TelnerpaMMbl CPOYHOIO XapaKTepa JOKJIaAbIBAOTCS HEMEUIEHHO.

O06paboTka u nepeaya TOKYMEHTOB JIOJKHA OCYIIECTBIIATHCS B ACHb UX MOCTYIUICHHUS.

5.2. TlopsiioK OpOXOKIAECHUS U UCIOJHEHUS IOKYMEHTOB

5.2.1. VYka3aHuS PpPYKOBOJICTBA YUPEXKICHHS, CpPOK HCIOJHEHUS M TIOMETKH O
HaIlpaBJICHUH JOKYMEHTa 3aHOCSATCS B PErUCTPALMOHHBIM KypHal, IOCIE Yero JOKYMEHT
HaIIpaBJIACTCA OJId WCIIOJIHCHUA.

5.2.2. Cpokd HUCHOTHEHHS JOKYMEHTOB ONPEIENSAIOTCS 3aBEIyIOIIMM, HCXOAS U3
CpPOKa, YCTAaHOBJIEHHOI'O OpraHM3alHei, HAlpaBUBLIECH JOKYMEHT, WM CPOKOB YCTaHOBJIEHHOM
3aKOHOJIATEIbCTBOM.

JIOKyMEHTBI IOIEKAT UCIIOIHEHUIO B CIIEAYIOIINE
CPOKH: € KOHKPETHOM 1aTOi UCTIOJIHEHUS — B YKa3aHHBIN
CPOK;

0e3 ykazaHHUs KOHKPETHOW MaThl MCIOJIHEHHUS, UMEIOIINE B TEKCTE€ MOMETKY «CPOYHO»
- WCHOJHAIOTCS B 3-ITHEBHBIH; HWMEIOIIUE TIOMETKY «OrepatuBHO» - 10-mHEBHBIN CpOK,
ocTalbHBIE — B CPOK He Oosiee mecsIa.

[loanucu 00 O3HAKOMJIEHHH C JOKYMEHTOM IMPOCTaBISIOTCS B JIEBOM HIDKHEM YLy
MOCJIETHEN CTPaHULIbI OPUTHUHATIA.



5.3. TTopsimok 0OpaOOTKH OTOPABISIEMBIX TOKYMEHTOB

5.3.1. JIoKkyMeHTHI JOJDKHBI TOCTYNATh Ha OTIPABKY MPaBWIBHO 0()OPMICHHBIMHU.

5.3.2. JIoKyMEeHTHI, OTIIPaBIIIEMbIE B OJIMH aJIpEC, BKIIAIBIBAIOTCS B OJJUH KOHBEPT.

5.3.3. JIoKyMeHTHI, TOCTYNHBIIWE [JIsI OTMPABKH, JJODKHBI 0OpaldaThIBaThCS W
OTIPABIATECSA B TOT JKe JeHb mwiu He nmo3nHee 10 gacoB cnemyromero nHs. Tenerpammsl U JIp.
CpOUHasi KOPPECHOHIEHIHS OTIIPABISIOTCS HEMEUICHHO.

5.4. [lopsg0K MOATOTOBKHM, IpHeMa Nepeaadi JOKYMEHTOB I10 d)aKCHMHHBHOﬁ CBA3HU

54.1. ®akcumuibHas CBs3b ((pakc) COyXKHUT AN TMEpeJayd CPOYHBIX JOKYMEHTOB
(TEKCTBI, CXeMbl, rpaduuecKrue H300paKeHUs).

I[lo d¢akcy Moryr mepenaBaThCsi JOKYMEHTBHI, HCIOJHEHHbIE TUIOTPadCKuM,
MAIIMHOTIMCHBIM WJIM PYKOIUCHBIM CIOCOOOM YEPHBIM IIBETOM C MHHHMAJIHHOW BEITMYMHON
OykB 2 mm. TosmuHa nuHHEA U300pakeHHst 10JpKHA ObITh He MeHee 0,15-0,20 mm.

5.4.2. Jlns nepenauu no Gpaxkcy NPUHUMAIOTCS JOKYMEHTHI:

C YETKUM n300paskeHueM (MOTMHHUKY WM MOANMCaHHAS
Konusi); Ha Oenoii Oymare pasmepom He O6onee hopmara A4 (210x297
MM);

B Pa30pOLTIOPOBAHHOM BHJIE, UMEIOIIEM ITOJISI I10 TIEPUMETPY MeHee 15 MM IIUPUHBL.

5.4.3. JlokyMeHT, OTHpaBisieMblid 10 ¢akcy, ohopMiIsieTcsl CISAYIOMUM 00pa3oM:
OPOCTHIM TpadUUECKHM KapaHIAIIOM 3aBEAYIONMN YUpEeKICHUEM WM €ro 3aMEeCTUTENh B
MpaBOM BepxHEM yrily AokymeHTa naenaeT oTMeTKy «DAKC ¢ pocbuikoity min «DAKC 6e3
JOCBUIKM» U CTAaBUT CBOIO MOJIMUCh. B HIKHEM Iy JHIIEBOH CTOPOHBI IMOCIEAHETO JHCTA
JIOoKyMeHTa ctaBuTcsi otMeTka 00 ucnonnenuu (O.M.0. u Homep ero Tenedona).

6. TIOMCKOBAA CUCTEMA JJOKYMEHTOB

6.1. Perucrpanusa JOKYMEHTOB

6.1.1. OcHOBOI TIOCTPOEHUSI MIOMCKOBBIX CHUCTEM SIBIISIETCSI PETUCTPAIUS IOKYMEHTOB —
3allUCh YYETHBIX JAHHBIX O JOKYMEHTE IO YCTaHOBJIEHHOM Qopme, ¢pukcupyomas ¢GakT ero
CO3JIaHMSA, OTHPABJICHUS WJIH MOTYUYCHHUS.

6.1.2.  Perucrpanuu mnoanexar Bce JOKYMEHTHI, TpeOYIOIIMe ydeTa, UCIOIHEHUS U
UCTIOJIb30BAaHMS B CIIPAaBOYHBIX LENAX. PErucTpupyroTcsi JOKYMEHTHI, TOCTyHAloIue |3
JIpYyTUX OpraHuM3alii M oT (U3MYECKHX JIMI, a TaKKe CO3/laBaeéMble — BHYTPEHHUE H
OTIpaBJIsIEMBbIE.

6.1.3.  JIOKyMEHTBl pEruCTpUpYIOTCS OJMH pa3: IMOCTyNarolmue — B JIEHb
NOCTYTUICHUSI, CO37aBaeMbl€ — B JIEHb ITOANMCAHUS WU YTBEPKICHHS.

6.1.4. JlokyMeHTBl pPETHUCTPUPYIOTCS B TPAAULHUOHHBIX JKypHajax. Bxoxsdmme u
UCXOJISIINE JIOKYMEHTBI PErHCTPUPYIOTCS OTEIBHO

6.1.5. ITuceMa, mpeanoxkeHus, 3asBICHUS, TPAXKAAH PETHCTPUPYIOTCS OTAENBHO.

6.1.6. Peructpanun He moUIekKAaT: MO3/IPABUTEIIBHBIC TEJIETPAMMBI, IPOCIIEKTHI,
NpUTTAIeHNUs, MPOrpaMMbl, W3BEIICHUS, a TAaKXKe JOKYMEHTHI, MOCTYHAlole B KOMUAX MJIs
CBEJICHMUSL.

6.1.7. PeructpanuoHHbIii HOMEp AOKyMeHTa odopmisieTcs, Kak ykazaHo B 1m.3.3.5.
naHHou MHcTpykuumu.

7. KOHTPOJIb UCIIOJIHEHMA TOKYMEHTOB

7.1. llenpto KOHTpOMNSI SIBISETCS OOECIIEYCHHE CBOCBPEMEHHOTO M KAa4eCTBEHHOTO
UCTIOJHEHUS TOpYy4YeHUH, 3adUKCUPOBAHHBIX B JIOKyMeHTax. KOHTpomo mojjiexaT Bce
3apETUCTPUPOBAHHBIE JTOKYMEHTBHI.

KoHnTtponps ucnonHenus: 1okyMeHTOB oOecnieunBaeT PykoBoaurens UIT KpacukoBa M.A.



JEJIONPOU3BOIUTENb U OTBETCTBEHHBIE HUCIIOTHUTEIH.

7.2.  Ilpu uCHONHEHHM JOKYMEHTOB IO CYIIECTBY BOIIPOCa KOHTPOJb OCYIIECTBISAET
OTBETCTBEHHBIN UCTIOTTHUTEND.

JIOKyMEeHTBI, TpeOyIoIHe CPOUHOTO UCTIOIHEHHS], IEPEIAl0TCsI HEMEIEHHO.

7.3.  HcrnonHeHWe TMOCTYNHBIIETO IOKYMEHTa IpeaycMaTrpuBaeT: coop u o0OpaboTKy
HeoOXoauMoll  MHpoOpMaluu, TOArOTOBKY IpOEKTa JOKyMEHTa, ero ogopmieHue,
COIJIacoBaHHe, yTBEpKIeHHE (HOAMKMCAHUE), TOJATOTOBKY K IIEPECHUIKE aJIpecary.

7.4. Komus OTHPaBIEHHOIO JOKYMEHTa BMECTE€ C HCIIOJHEHHBIM JIOKYMEHTOM
XPaHUTCS B COOTBETCTBYIOLLEM JIEJI€.

7.5. Cpokd HUCHOJHEHHs JTOKYMEHTOB HCUHUCISIOTCS B KaJEHAAPHBIX JHIX C JaThl
UX MNocTymieHus: (YTBEp)KIEHMs) NOKYMEHTAa, a MNOCTYNMBIIMX M3 APYTUX OpraHu3anuil — c
JaThl UX MOCTYIUIEHUS. JJOKyMEHTBI IIOJUI€KaT UCIIOJIHEHUIO B CIIEAYIOIIUE CPOKHU:

- C KOHKPETHOM JaTOM UCIIOJIHEHUS — B YKA3aHHBIN CPOK;

-0e3 yKa3aHMsd KOHKPETHOW [JaThl HCIIOJHEHUs, HUMEIOIIUEe B TEKCT€ IOMETKY
«CPOYHO» HCTIONHSIOTCS B TPEXIHEBHBIN CPOK; MMEIOIIHE IOMETKY «omeparuBHO» - B 10-
JHEBHBIN, OCTAJIbHBIE JIOKYMEHTBI — B MECSIUHBINA CPOK.

[lucema, He TpelOyromme pa3doUpaTenbCTBA (3aIPOCOB B JIPYTME OPTaHHU3AIUM),
ucnonHsitorcss B 10-7HEBHBIN CPOK.

[IponmuTe CpOK HCIOJIHEHHS JOKYMEHTOB MOXET ToOJIbKO Pykoomurens MII
Kpacukosa M.A.

N3meHeHue 10KyMEHTUPYETCsl — IPOCTABIISETCs] HOBBIM CPOK, JaTa M3MEHEHUS U MOJIHUCH.

8. PABOTA C IITMCbMAMMU, [TPEIVIOXKEHUAMU, 3ASABJIIEHUSMU,
KAJIOBAMU I'PAXIAH

8.1. OTBeTCTBEHHOCTh 3a NPABWIBHYIO OpraHM3aluilo0 paboThl € MHUChbMaMH,
NPEUIOKEHUAMH, 3asBIEHUSAMH, kanobamu rpaxaaH HeceT PykoBoaurens UIT Kpacukosa M.A.

8.2. Pabora ¢ mnmuchbMaMH, TPEATOKEHUSIMH, 3asBICHUSAMH, >KaloOaMHU TpaxaaH
BEJIETCSI HA OCHOBAaHWHM THUIOBOTO TIOJNIOKEHHS O BEACHUHM JICIONPOM3BOACTBA IO
OpPeAJIOKEHUSAM, 3aiBICHUAM M JKajlobaM TpakJaH B TOCYJApCTBEHHBIX OpraHax, Ha
npennpusITUsiX U B opranu3aiusx (1981)

8.3.  Perucrpanuto nucem, IpeUIOKCHHM, 3asIBICHUH, jKal00 TpakJaH OCYIIECTBIISICT
JICJIOTIPOM3BOIUTEIIF W 3aBEAYIOMIMKA B OJKypHAJIe pPETUCTpAllid THCeM. Perumcrpamus
MPOU3BOANUTCS B JICHD MOCTYTUICHUSI.

He MOJIC)KUT PErUCTpaliuii MW PACCMOTPCHHUIO IMUCbMA, IPCATIOXKCHUSA, 3asBJICHUA,
XKaoObl TpakaaH 0Oe3 ykasaHus (paMuIuu 3asBUTENs, AAHHBIX O €r0 MeCTe >KUTEIhCTBA,
paboTbl wiu y4eObl, a TaKkKe HE COJAepKallue MPEIIOKCHUS, 3asBICHUS WU KAIOOBI.
Yka3aHHbIe BHIBI IOKYMEHTOB (OPMHUPYIOTCS B JI€TI0 BPEMEHHOTO CPOKa XPAHEHHUSI.

3anperaeTcsl HAMPaBJIATh KaTOObl TPAXKIAAH JUISI PACCMOTPEHUS TEM JIOJKHOCTHBIM
JUIaM, JIEHCTBHSI KOTOPBIX 00KATYOTCS.

8.4. Tlucema TpaxkJIaH HCIOJHSIIOTCS B CPOK OJHOTO MecsIia CO JIHS PETHCTPaIlViH,
a He TpeOyrolre JOMOHUTENBHON MPOBEPKU U U3yUEHHs — HE MO3Hee 15 mHeil.

Ecnu nocnennuil neHb cpoka HCIOJHEHHWS JOKYMEHTa MPHUXOAUTCS Ha HepabouHii
J€Hb, TO JOKYMEHT MOJICKHUT UCIOJHEHHUIO HE TMOo3aHee pabodero JHS, MPEIIeCTBYIOIIETO
Hepabodemy JHIO.

8.5. Tekcr oTBera JOJDKEH JaBaTh MCYEPNBIBAIOIIYIO0 HH(pOpMAIMIO Ha Bce
NIOCTAaBJICHHBIC B TIMCbME BONPOCHI W CBEICHHS O pe3yJbTarax ero paccMorpenus. [lpu
MOATBCPIKACHUU CBCHCHHﬁ, HU3JI0KCHHBIX B )KaJ'IO6G, B OTBCTC CJCAYCT YKa3bIBaTb, KaKHUC
Mepbl TPUHSATHI K BUHOBHBIM [TOJDKHOCTHBIM JIUIIAM.

9.  OPTAHM3ALIMA JOKYMEHTOOBOPOTA B JIEJIOITPON3BOJICTBE

OpraHuzanusi TOKyMEHTOB B JEJIONpPOM3BOJCTBE MPEICTABIIET COOOH COBOKYIHOCTh BHJIOB
pabot, obecneunBarOIUX COXPAHHOCTb, YYET, CHCTEMAaTH3aIMI0 JOKYMEHTOB, (hOpMUpOBaHUE



U oQopMIICHHE NNl B JIEIONPOM3BOJCTBE M MepeAady MX Ha XpaHEHHWE B TOCYAapCTBEHHBIN
apXxMB, B COOTBETCTBUU C TPeOOBAHMSMH, YCTAHOBJICHHBIMHU I'OCYJApCTBEHHBIMH CTaHIApTaMH
Ha JOKyMEHTBl, HOPMAaTHBHO-METOIMYECKMMH JOKyMeHTamu DenepanbHOW — apXHBHOM
cyx0b1 Poccun.

OcCHOBHBIMH  BUAaMH  pabOT, OOCECHEUMBAIONIMMHU  TPABWIBHYIO  OPTaHHU3AIUIO
nokymeHtoB B genompousBoictBe MII  KpacukoBa M.A., SBIAIOTCS  COCTaBJIE€HUE
HOMEHKJIATYpPhl JIeJ U Hay4YHO-TeXHHUYecKasi 00paboTka aed.

9.1. CocraBjieHHE HOMEHKJIATYDHI JIE]

9.1.1. Howmenknarypa Aen — CHCTEMaTH3HMpPOBAHHBIA TMEpEYeHb 3aroJIOBKOB JIEl,
3aBOJMMBIX B JIEJIONPOU3BOJICTBE, C YKA3aHUEM CPOKOB XpaHEHHUS.

Howmenkiatypa nen cocraBisercs sl IpaBUIIbHOTO (POPMUPOBAHUS TOKYMEHTOB B JiefIa,
CUCTEMAaTH3allud M YyuyeTa Jel M ONpeAeNeHHs CpPOKOB uX XpaHeHus. OHa sBisercs
OCHOBOH /U1 COCTaBJICHHS ONMCEW i€ IOCTOSHHOI'O XPAaHEHUS U 10 JMYHOMY COCTaBy U
OCHOBHBIM YYETHBIM JOKYMEHTOM B JI€JIOIPOU3BOCTBE.

9.2. DopmMmupoBanue ea

9.2.1. B mporecce aestenbHocTH UIT KpacukoBa M.A. o6pasyrorcs aena mocTOSHHOTO
Y BPEMEHHOI'O CpOKa XpaHEHUS.

JHemna GopMupyroTcs coTpyaHuKaMu ucnosHutensHoro oprana MIT KpacukoBa M.A. B
COOTBETCTBUU C JEHCTBYIOLIEH HOMEHKIIATYpOU €)1 U TPEOOBAaHUSAMU HACTOSILEH UHCTPYKLIMH.

MeToauueckylo W MPaKTHYECKyl0 TOMOINb B (OPMUPOBAHMHM JIed OKa3bIBaIOT
COTPY/JHUKM O0OBenMHEeHHOro apxuBa. llpum ¢dopmupoBaHuu aea HEOOXOIUMO COOIIONATH
CIIeyIOIIMe OCHOBHBIE TpPeOOBaHUS:

- B JIel0 [OMEIAIOTCAd TOJBKO HCIIOJHEHHbIE JIOKYMEHTHl (IIOJJIMHHMKH WU
3aBepeHHbIC KOMHH) B COOTBETCTBUU C 3ar0JIOBKAMU JIeJI 10 HOMEHKJIATypeE;

- JIOKYMEHTBI IOCTOSSHHOTO M BPEMEHHOTO XpaHEHHs HEOOXOJUMO IpyNIHpOBaTh B
OTJIENIbHBIC JIeNa;

- BCE JIOKyMEHTbI, OTHOCSIINECS K Pa3pELIEHHUIO OJHOI0 BONPOCA, IOMEIIAIOTCS B O/THO
pi (&3 (O

- B Jejla TIpyNNHUPYIOTCS JOKYMEHTHl OJIHOTO JEJIONPOM3BOJICTBEHHOIO Toja.
HckiaroueHns COCTaBIAIOT Mepexofsinue | CylaeOHble Jena; JU4YHbIe JeNla, KOTOpbIe
(GopMHPYIOTCS B TEUEHHE BCETO IMeprojia paboThl JAHHOTO JIULA B Y UPEKICHHUH;

- TIOMemIaTh B Jiesia KCePOKOIUU (akcorpamm, TesedoHorpaMM Ha OOIIMX OCHOBAHUSX;

- B JIeJJ0O HE JIOJDKHBI TIOMEIAThCS JOKYMEHTBHI, MOJUIEKallie BO3Bpary, JIHUIIHHUE
9K3eMIUISIPbI, YEePHOBUKH;

- JIeJIO He J0JHKHO MpeBbImath 6oee 250 IHUCTOB;

- TpU HAIUYUM B JIeJieé HECKOJbKMX TOMOB (4YacTeil) MHIEKC M 3arojioBOK Jena
NPOCTABJIAIOTCS Ha KaXXJI0M TOME C T0OABICHUEM «T.1», «T.2» U T.1.

9.2.2. JlokyMeHTbl ~ BHYTPM  JieJa  pacrlojaraiorcsi B XPOHOJOTMYECKOM,
BOIPOCHOJIOTMYECKON TI0CJIEI0BATEIbHOCTH WM UX COYETAHUU.

PacniopsiautenbHble TOKYMEHTHI TPYIIUPYIOTCS B Jeja MO BHAAM U XPOHOJOTHUHU C
OTHOCSILIIUMUCS K HUM MPUIIOKEHUSIMH.

[lonoxxeHusi, WHCTPYKIMH, YTBEPKACHHbIE  PACHOPSAUTEIBHBIMU  JOKYMEHTaMH,
SIBJISIFOTCSL  TPUJIOKEHUSMM K HUM M TPYNOHUPYIOTCS BMECTE€ C YKa3aHHBIMU JOKyMEHTaMH.
Ecnu ke OoHM yTBepXkJIEHbl B Kau€CTBE CAMOCTOSATENBHOTO JOKYMEHTAa, TO TPYNIUPYIOTCA B
CaMOCTOSITEIIbHBIE JIENA.

[Ipuka3pl MO OCHOBHOHM JAESTEIBHOCTH TPYNNUPYIOTCS OTACIBHO OT MPHUKA30B IO
JUYHOMY COCTaBy.

[Iporokonbl B Jene pacrojiaraloTcs B XPOHOJOTMYECKOM TMOpSIKE IO HOMEpam.
JIoKyMeHTBI K MPOTOKOJaM, CrpPyNIUPOBAHHBIE B OTHEIbHBIC J€Jia, CUCTEMATU3UPYIOTCA IO
HOMEpaM NPOTOKOJIOB. YTBEP)KICHHbBIE IUIAHBI, OTYEThl, CMETHI, JUMUTHI, TUTYJIbHBIE CIUCKU



U JIp. JOKYMEHTHI TPYNIHPYIOTCS OTAEIBHO OT MPOEKTOB.

JIOKyMeHTBl B JIMYHBIX JI€aX paclojiaraloTcs Mo Mepe HMX MOCTyIUieHua. B coctas
JMYHOTO JIeJIa BXOJAAT CIIAYIOIINE TOKYMEHTHI:

eBHYyTpeHHSS ONUCH IOKYMEHTOB JIE1a;

oJIMYHBIN JUCTOK IO YUETY KaJpOB (aHKETA);

e ABTOOUMOTpadus;

eKomnuu 10KyMeHTOB 00 00pa3oBaHNH;

eKonus 10KyMeHTa (WU BBIIKMCKA U3 HEr0) 00 yTBEPKICHUU B I0OJKHOCTH;

e XapaKTepUCTHUKA UM PEKOMEHIaTEIbHOE MMHCHMO;

e3asBJICHHUE UK TPYIOBOM KOHTPAKT;

eKomnus npukasza o0 Ha3HAYCHHUH, TIEPEMEIICHNH, YBOJIbHEHUY;

e J[onOIHEHUE K aHKETE;

oCripaBKu U JIpyrHe JOKYMEHTBI, OTHOCSIINECS K JAHHOMY
pabotHuKy. JIMUHBIE J€1a HUMEIOT J0JITOBPEMEHHBIH (75 11eT) Cpok
XpaHEeHHUsI.

[lepenucka  rpymmupyercss B JA€lI0 32 [EpUOJ  KaJCHIApPHOTO  Toaa |
CUCTEMAaTU3UPYETCS B XPOHOJIOTMYECKOM IMOCIEAOBATEIbHOCTH CIEAYIOIIMM 00pa3oM: MUCHMO
— OTBET TMOMENIaeTCss 3a NHCbMOM — 3ampocoM. IIpu BO30OHOBICHHMH TEPENUCKU IO
OTIpE/IETICHHOMY BOIIPOCY, HauaBLICHCs B MpEAbLAYIIEM TOAY, IOKYMEHTHI BKIIOYAIOTCS B
JIeNI0 TEKYILEro Toja ¢ YKa3aHWeM HMHJEKCa Jiela MpPEeIbIAYIIero roja.

9.3. OdopmiieHue e

9.3.1. [ema WII KpacukoBa M.A. nomiexar opopmienuto. [Tomaomy odopmiieHuto
TIOJISKAT Jieda TOCTOSTHHOTO, JTOJTOBpeMeHHOTo (cBbime 10 JIeT) XpaHEHHs] W MO JIMIYHOMY
COCTaBy.

[MosHOE OdopMIIeHHE I MpeTyCMaTPUBACT: MOIIMBKY HIIH TIEPEIUIET e, HyMEpaIHio
JIMCTOB B JIEJIE; COCTaBIICHHUE 3aBEPUTEIILHOM HAIHUCH Jea; opopMIleHHne 00I0KKH JIena.

9.3.2. Jlema BpemenHoro (1o 10 7er BKIIOYUTETHHO) XpaHEHUS IOJJICKAT
JaCTHYHOMY O(OPMIICHHIO: JieNa JOMYCKaeTCsl XPaHUTh B CKOPOCHIMBATENSX, HE MPOBOAUTH
NePECUCTEMATH3AIMI0 JIOKYMEHTOB B JIeJie, JIMCThI Jiella HE HyMEpOBaTh, 3aBEPUTEIIbHbBIC
HaJIITMCH HE COCTABJISTH.

9.3.3. J[lema mocTosiHHOTO, moiroBpeMeHHOro (cBbime 10 ner) m mo JUYHOMY
COCTaBy TMOJIIMBAIOTCS HAa YETHIpE IPOTOKOJIa B TBEPAYK OOJOXKKY W3 KapTOHA WU
HIePETICTAOTCSL.

[Mepen moAmMBKO# U3 1eNia YAAISIOTCS BCE METAUTHYECKUE CKPETTKH.

9.3.4. B KoHIIe Ka)I0T0 JieJia MO/IIUBACTCS YUCTHIH JMCT IS 3aBEPUTEIILHOM HAIIHCH.

Bce nmcThl, KpoMe IMCTa C 3aBEpUTENBHOW HAANHChIO, HYMEPYIOTCS apaOCKUMU
dpaMu  BaJIOBO HyMepaluell B TpaBOM BEpXHEM YTy, He 3ajieBas TEKCTa OKYMEHTa,
IPOCTBIM TPa(UUECKHM KapaHJamioM.

9.35. Ilpm odopmieHnn O0OJOXKEK JET TOCTOSHHOTO XPAHEHUS YKa3bIBAIOTCS
CII/TyIOIIE PEKBU3UTHI:

- IOJIHOE Ha3BaHHE OOIIECTBEHHOTO OOBEANHEHUS B UMEHUTEILHOM MMaIeKE;

- WHJIEKC Jena;

- 3aroJIOBOK JIeNa;

- JaTa jena,

- KOJIMYECTBO JIMCTOB B JIEIIC;

- CPOK XpaHCHHS JeTa;

- apXuBHBIN mM@p aena.

Kpome Toro, Ha 00JIOKKax /e MOCTOSTHHOTO XPaHEHUs MpPeayCMaTPUBACTCS MECTO IS
HaUMCHOBAaHUs apXuBa, B KOTOpOW OyAyT miepenaBaThCs JOKYMEHTHL. AHAJIOTMYHO
odopmMIIAIOTCSt 00J105KKH J1es1 BpeMeHHoro (cBbiie) 10 et cpoka XxpaHeHHUs.

Bce pekBH3HUTBI 00JI0KKY Je1a IPOCTABIISIFOTCS YSPHBIMU YEPHUIIAMHU HIIH TYIIBIO.



9.4. CocTaBieHHUE OIUCH e

9.4.1. Ha 3akoHUYEHHBIC [EJIOMPOU3BOACTBOM Jiela IOCTOSHHOTO XpaHEHUS H II0
JUYHOMY COCTaBy, MPOIIEIINE JKCHEPTU3Yy IIEHHOCTH, O(OPMJICHHBIE B COOTBETCTBUU C
HACTOSIIIIMMHU ~ TPEOOBAHUSMH, €KErOAHO COCTaBJSIFOTCS OmMUMCH. Ha 1ema  BpeMeHHOro
xpanenus (mo 10 ymer) XpaHEHUs OMKMCH HE COCTABIISIFOTCSI.

9.4.2. B UII KpacukoBa M.A. onucu Ha Jieya MOCTOSHHOTO XPAHEHUS U IO JTHYHOMY
COCTaBy  COCTaBIISIFOTCS ~ €XKETOAHO IOJ  METOJWYECKMM  PYKOBOJCTBOM  COTPYAHUKOB
o0benuHeHHOro apxwBa. [lo 93TUM oOmUCAM [TOKYMEHTHI TEpelaroTcsi B apXUB Ha
rOCYJJapCTBEHHOE XpPaHEHHE.

9.5. OnepaTuBHOE XPAaHEHUE TOKYMEHTOB

9.5.1. C momeHTa co3iaHus M A0 Nepefaddl B 00ObeIMHEHHBIA apXHB JIeJia XPaHATCS 10
mecTy (opmupoanus B UI1 Kpacukosa M.A.

10. TIOPAAOK ITEPEJAYUN JOKYMEHTOB HA T'OCYJJAPCTBEHHOE XPAHEHUE

10.1. Hoxymentst HII KpacukoBa M.A. coriacHO J0roBopa O COTPYJIHHYECTBE,
NepeialoTcsl Ha TOCTOSHHOE XPaHEHHE B apXUB.



