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1. O0mme moJI0KEeHUS

1.1. Hacrosimee IlonoxeHue SBISETCS JIOKAJIBHBIM HOpPMATHBHBIM aktoM MBYJIO
«IT «Pycunka» (nanee — YUpexIeHUE), yCTAHABIUBACT €IUHbIE MPABUIIA IEIONPOU3BOICTBA
U HampaBlieHO Ha ofecneueHWe €JIMHCTBA B MNPHHIUNAX OPraHW3alli¥  CHUCTEMBI
JOKyMEHTOO00POTa B YUpEXICHUH JIUISI BHYTPEHHET0 UCIob30Banus. [Tostoxenue onpeaenser
OCHOBHBIE IIpPaBUJIA TOATOTOBKH, O(GOpMIEHHUS, OpraHM3amuu paboThl C JOKYMEHTaMH,
KOHTPOJISL UCIIOJTHEHUS U UX XPAHEHUS.

1.2. Jlannoe ITonoxenue pa3paboTaHO B COOTBETCTBHHU C:

— Koncrurynueii Poccuiickoit ®eneparum;

— Tpynosemm konexcom Poccuiickoii @eneparum

— 3axkoHoMm P® "O6 obpa3zoBanun",

—  @enepanpHbM 3ak0HOM OT 27.07.2006 r. Ne 152-®3 (pen. ot 06.02.2023 r. No 8-D3)
«O mepcoHaIbHBIX JAHHBIX;

— ®@epepanbHpiM  3akoHOM OT 25.07.2011 1. Ne 261-®3 «O BHeceHMM W3MEHEHUIA
B @enepanbHblii 3aK0H «O MEePCOHAIBHBIX JaHHBIX);

—  OenepaibHbIM 3aKk0HOM 0T 22.10.2004 . Ne 125-@3 (pexn. ot 28.12.2022 r. Ne 569-D3)
«O6 apxuBHOM zene B Poccuiickoit @enepanuny;

— @enepanpnblii 3akoH or 27.07.2006 r. Ne 149-®@3 (pen. ot 31.07.2023 r. Ne 406-D3)
«O6 unpopmanuu, HHGOPMAIHMOHHEIX TEXHOIOTHAX U O 3alUTe HHPOPMALUNY;

— Ilocranosnenue IlpaButensctBa PO ot 16.04.2003 r. Ne 225 (pex. ot 24.07.2021 r.
Ne 1250) «O TpyIOBBIX KHHKKAX);

— Ilocranosnenne Muntpyna P® ot 10.10.2003 r. Ne 69 (pen. ot 19.05.2021 r. Ne 320H)
«O06 yTBepKIeHNH UHCTPYKIIUH T10 3aMOTHEHUIO TPYIOBBIX KHIKEK;

— Ilocranosienune I'ockomerara P® ot 05.01.2004 r. Ne 1 «O6 yTBepkaeHuH YHUPUIEPO-
BaHHBIX ()OPM NEPBUYHOM YUETHOM JOKYMEHTAIMH I10 YYETY TPY/a M €0 OILIATHI»;

— Ilocranosnenue I'ockomcrata PO ot 24.03.1999 r. Ne 20 «O6 yTBepXIeHUH MOPSIKA
NPUMEHEHHs] YHUPHUIUPOBAHHBIX (POPM MEPBUYHON YIETHOM JOKYMEHTAILIUHY;

— Ilpuxa3 I'maBmoro apxusHoro ympasiaeHuss CCCP ot 23.05.1988 r. Ne 33 (pen.
ot 08.10.2020 r. Ne 131) «I"ocynapcTBeHHas CHCTEMA JIOKYMEHTAIIMOHHOTO 00€CIIeUeHHsI
yipasiieHusi. OcHOBHbIE MoJI0XKeHUs. OO1me TpeOoBaHUS K JOKYMEHTaM | CIIyK0am J10-
KYMEHTAI[HOHHOTO 00ECTIEUYCHHUSIY);

— «O6mepoccuiickuil  KIaccupuKarop yrpapieHdeckoi pokymenrtanumumy OK 011-93,
yrBepxkaeHHslid [loctanoBnennem ['occranmapra P® or 30.12.1993 r. No 299 (pen.
ot 30.12.202 r.); :

—  «YHUQHUIUPOBAaHHAS CHCTEMA JOKyMEHTAWH. YHUPHUIUPOBAHHAS CHCTEMA OpPraHU3ally-
OHHO-PACIOPAAUTENILHON JOKyMeHTanuu. TpeboBaHus K OGOPMIICHHIO ITOKYMEHTOB.
I'OCT P 6.30-2003», yrBepxnenusiii I[locranoBnenmem ['occrammapra Poccuu ot
03.03.2003 r. Ne 65-CT; )

— «JlenonpousBoacTBo u apxuBHOe Aeno. Tepmunbl u onpenenenus. [OCT P 51141-98»,
yrBepxkaeHHbl [locranoBnennem ['occrannapra P® ot 27.02.1998 r . Ne 28;



— T'OCT 17914-72 O610%KH €N JUIMTENBHBIX CPOKOB XpaHeHus. THIIBI, pasHOBHIHOCTH,
TeXHU4YECKUe TpeboBaHusl, yrBepxaeHHbIH [locTanoBieHneM ['0Cy1apcTBEHHOTO KOMH-
teta cranaapToB Cosera MunuctpoB CCCP ot 17.07.1972 1. Ne 1411;

— «llepeyeHp THMOBBIX YIpaBIEHYECKHX JOKYMEHTOB, 0Opa3ylOIUXCS B IpOIEcce Jesi-
TEJIbHOCTH I'OCYJIAPCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIIPABIICHHUS U OPraHM3a-
LUK, ¢ yKasaHWEM CPOKOB XPAHEHHS», YTBEP)KICHHbBIH MPUKa3oM MMHHCTEPCTBOM
Kyastypsr PO ot 25.08.2010 Ne 558.

1.3. Tlopsnox u mnpaBuiaa pabGoThl C JOKYMEHTaMH, YCTaHOBJEHHBIE IloJOXeHHEM,
00s3aTeNBHBI /U1 BCEX COTPYAHMKOB Yupexenus. COTPYIHHUKH HECYT HEpPCOHAIBHYIO
OTBETCTBCHHOCTH 3a BBHINOJIHEHHUE TpeOoBaHuil HacTosmero [TonoxeHus.

1.4. HemocpenctsenHoe BeleHHE IEIONPOU3BOACTBA B YUPEKICHUM BO3JIaraeTcst
Ha COTPYIHMKA, Ha3HAUYEHHOTO OTBETCTBEHHBLIM IIO ITIPUKa3y 3a BEAEHHE JEJONPOM3BOJICTBA,
KOTOPBIA 00ECHeYnBaET yY4eT M TPOXOKAEHHE HOKYMEHTOB B YCTAHOBJEHHBIE CPOKH,
MHPOPMHUPYET PYKOBOJACTBO O COCTOSHMM MX HMCIIOJHEHHMS, OCYIIECTBISIET O3HAKOMJICHHE
COTPYZIHMKOB C HOPMAaTHBHBIMU U METOJMYECKUMH JTOKYMEHTaMH TI0 JIeJIOTPOU3BO/ICTBY.

1.5. O61mmii KOHTPOJIb 32 JIOKYMEHTALMOHHBIM OOECIIEYEHHEM JEATENBHOCTH Y UPEexK ICHHS,
3a COOJIOJICHHEM €MHON CHCTEMBI JENONPOM3BOACTBA, METOIMYECKOE PYKOBOJICTBO PaGOTOM
C IOKyMEHTaMH ¥ 00y4yeHue pabOTHUKOB OCHOBHBIM TPeOOBaHUSM K COCTAaBIEHHIO H 06OPOTY
JIOKYMEHTAIUH BO3JIaraeTcsi Ha PyKOBOIUTEJIS.

1.6.  OrtBercTBeHHBIH' 3a BeleHHE JCIONPOM3BOJACTBA  HECET IUCHUILIMHAPHYIO
OTBETCTBEHHOCTS 32 BBINOJIHEHHE TpeOoBanu# [1010KeHNS IO 1eMOPOM3BOACTBY, COXPAHHOCTD
HaXOJUIIUXCSL Y HEro CIyKeOHBIX J0KyMeHTOB. OO yTpare JIOKYMEHTOB HEMEIICHHO
JIOKJIa[IbIBACTCSl PYKOBOJIUTEIIO. ‘

1.7. Ilepenaya HOKyMEHTOB ¥ MX KONHMI pabOTHHKAM CTOPOHHMX OPraHM3aIMil JOIyCKAeTCs
C PpaspelieHHs JUPEKTOpa U YIOJHOMOYEHHBIM MM JIMI 32 HCKJIIOYEHHEM CIIydYaes,
IPeTyCMOTPEHHBIX 3aKOHOAATENbCTBOM Poccuiickoii Meepanum.

1.8. Tlpu yxome paGoTHMKa B OTIYCK, YBOJBHEHHsS WJIM TeEpEMEIEHHs (IIepeBOe)
MMEIOIMECS Yy HETO JOKYMEHTBI 110 YKa3aHUIO PYKOBOIHUTEIIS IEPENAIOTCS IPYTOMY PabOTHHKY.

1.9. IlpaBa, 00S3aHHOCTM H OTBETCTBEHHOCTH COTPYJHHKA OMPENENISIOTCS IOKHOCTHOM
UHCTPYKIIMEH U TPYAOBBIM JJOTOBOPOM.

]

2. I_leJm H 3aJa41 JAeJIONPOU3BOACTBA

2.1. lemw:

— JIOKYMEHTAUHOHHOE O(QOpMIEHHE M OOECHeYCHHE MESTENbHOCTH W Pa3sBUTHS
YupexaeHus; .

— oOecrieyeHne MOJIHOTO COOTBETCTBHS JTOKYMEHTAIBHOIO OhOPMIIEHHS IeHCTBYIOMEMY
3aKOHOJATEJIbCTBY M OPraHM3allMOHHO-IIPABOBHIM HOPMaM Ha OCHOBE HCIIOJIB30BAHUS
COBPEMEHHOM TEXHUKHU M aBTOMATH3ALIMH.

2.2. Bagauu:

— co3gaHue 0a3nl IS I'paMOTHOT'O COCTAaBJICHUS, 0(1)OpMJIeHI/I$I, XPpaHCHHU O(I)I/ILII/IaJ'[BHLIX
JOKYMCHTOB,

— ofecrieyeHue XpaHEHHs M HPUMEHEHHS [I€YaTH B COOTBETCTBHM C HOPMATHBHBIMH
TpeOOBaHUSIMHU;

— TOBBIIICHHE YPOBHS TEKCTOBOH YIIPaBIEHUECKOH KyJIbTYpPHI YWIEHOB aMHUHKUCTPAIIAH.

3. le/lﬂul/lﬂbl ACJOIPOU3BO/ICTBA

3.1. JIocTyITHOCTb ¥ CONOCTaBUMOCTh YYETHBIX JIAHHBIX.
3.2. CBOEBPEMEHHOCTH NEPBUYHOM 06PaGOTKH HHPOPMAIHH.



3.3. CucreMaru3anusi JOKYMEHTOB Y UPEKICHHSL.
4. OyHKIMH /1eJI0NPOU3BOACTBA

4.1. JIoKkyMEHTHPOBAHHE YIIPABICHYECKOHN AESATEIILHOCTH.
4.2. JJokyMEeHTHpPOBaHHE TPYAOBBIX IIPABOOTHOIIECHHUH.
4.3. O6paboTka U nepeMenieHre JOKyMEHTOB.
4.4. Perucrpaiust JOKyMEHTOB, 0OecIieYeHne JOKYMEHTHOH HH(OpPMAIIUH, yUeT U aHaIU3
JIOKyMeHTOoO0OopoTa.
~ 4.5. KOHTpPOJIb HCIIOJHEHHS JOKYMEHTOB.
4.6. KoMIbIOTEpHOE U3rOTOBJICHHE, KOIUPOBAHUE U PA3MHOKEHHE JOKYMEHTOB.

5. Tunbl ¥ BUABI T0KYMEHTOB, IPHMEHSIEMBbIX B Y4YpekKIeHHH

B Yupexnenuu co3qaroTcsi JOKyMEHTBI IIECTH OCHOBHBIX BHJIOB:

5.1. OpraHuU3anMOHHO-NIPABOBbIE JOKYMEHTBI - 3TO KOMIUIEKC B3aUMOCBS3aHHBIX
JIOKyMEHTOB, PETJIAMEHTHPYIOLIMX CTPYKTYpPY, 3aJaud, QYHKIUH YUPEKACHHS, OpraHU3aLUI0
ero paboThl, IpaBa U OOS3aHHOCTH M OTBETCTBEHHOCTh PYKOBOJACTBA M CIELHAIUCTOB. B
VYUpexaeHUHU CYIIECTBYIOT CIIEeIYIOIUE BUIbl OPraHU3alMOHHBIX JOKYMEHTOB:

- YcraB - CBOJT TPaBWJI, PErYJUPYIOUIMX JESATEIbHOCTh  YUPEXKIEHHUs, €ro
B3aMMOOTHOIIIEHHUS C JIPYTUMH YUPEXKJICHUSIMH U TPaKIaHAMH, IpaBa U 00S3aHHOCTH B
chepe rocyaapcTBEHHOM HIIM XO35UCTBEHHON JI€ATEILHOCTH.

— JIOJDKHOCTHAsT HMHCTPYKIMS - OpPraHM3al[MOHHBIA JOKYMEHT JUIMTEIIBHOIO MM
MIOCTOSIHHOTO CpOKa JIECHCTBHS, B KOTOPOM OIPEHETICHBl TEXHHYECKHE, (PUHAHCOBBIC
CTOPOHBI JIeATEIBHOCTHU JOJDKHOCTHBIX JIUII.

— IlTaTHOE pacmucaHue - JTOKYMEHT, 3aKPEIISIONUN JODKHOCTHONM U YHUCIEHHBIA COCTaB
VYupexnaenus, ¢ ykasaHueM ¢GoHaa 3apaboTHON 1uiatel (Tapudukanms). IlltaTtHoe
pacriucanue opopmiisieTcst Ha OJlaHKe YUpexAeHuUs], yKa3blBaeTCs IEPEYeHb JOJKHOCTEH,
CBEJIEHUSI O KOJHMYECTBE INTATHBIX EIMHUI. B Tapuukanuu ykaszbBaeTcs Harpyska,
JOJDKHOCTHBIE OKJIA/IbI, HAT0aBKH.

— IlpaBuiia BHYTPEHHETO TPYIOBOTO PACIIOPSIKA.

— Jlorosop ¢ Yupenurenem.

— CBHUIETENBCTBO O PETUCTPALIUH.

— Texuuyeckue nacmnopra.

— KonnexTuBHBINA 10r0OBOD.

5.2. CraHaapTH3HpyOIHe JAOKYMEHTbI —  JIOKyMEHTBI, OIMCHIBAIOIIME IIPOLIECCHI,

CBSI3aHHBIE C OCHOBHOM

JESTETbHOCTRIO YUpexieHus! (IPOIECCHBIH), TUO0 HEe CBA3aHHYIO C OCHOBHOM IEATEIbHOCTHIO
(HempoIecCHBI).  DTO JOKYMEHT, KOTOpBIH CTaHIapTU3UpyeT paboTy B YUpekJICHUH.
CyIecTBYIOT CJIEYIOINKE BUIbI CTAHAAPTUZUPYIOIIUX TOKYMEHTOB:

IToJi0)KeHHE — 9TO MPABOBO# aKT, OIMPEIEISIOLIHI TOPSI0K 00pa3oBaHus, 3a1a4H, 00sI3aHHOCTH,
IpaBa, OTBETCTBEHHOCTh M OPraHU3alMIO pabOThl YUpEeXIECHUS (HAIPUMED, IOJIOKEHUE O
POIUTEIHCKOM KOMHTETE; MOJI0KEHUE O MEJICOBETE; MOJI0KEHUE 00 UTOrOBOM aTTecTaluy U Jp.)
WHCTPYKIIHS — 3TO HOPMATHBHBIM JOKYMEHT, C IIOLIArOBBIM OIIMCAHUEM OIPEIEIEHHOTO
HeOOIBIIOro Ipolecca, AEHCTBUS.

5.3. Pacnopsiaare/ibHbIe AOKYMEHTbI — JIOKYMEHTBI, KOTOpbIe (PUKCHPYIOT pEIICHHs
aJIMUHUCTPATUBHBIX M OPraHU3ALMOHHBIX BOIIPOCOB, a TaKXe BOIPOCOB YIIPABICHHS,
B3aUMOJIEHCTBHS,  OOeCICYeHHUs] W PEryJUpOBaHHSl  JAEATENIbHOCTH Y UPEXKICHHS.
PacropsiiuTeTbHBIMU IOKyMEHTaMHU B Y UPEIKICHUH SBIISIOTCS: IIPUKA3 U PACIOPSKEHHE.
[lpuka3 — mpaBOBOM aKT, U37ABAEMbIM JUPEKTOPOM ISl PEIICHHMS OCHOBHBIX W OIEPATHBHBIX
BOIIPOCOB JIESATEILHOCTH YupexaeHus. [Ipika3sl 0 OCHOBHOW JEATENBHOCTH (IO ILIATHBIM
ycIyram; 1o roc3aKymnkam).



PacnopspkeHuss 1o pa3iddHBIM HANpaBIeHUSM ESTEIbHOCTH IeJaroruyeckoro KOJIIEKTHBA.
PacropsbkeHue - NpaBOBOH aKT, M3JaBaeMbIi IUPEKTOPOM YUPEXKIECHHs, JEHCTBYIOLIMM
€IUHOIMYHO. [IpaBoM M31aBaTh PaCIIOPSHKEHUSI MOXKET HAJENSTHCS 3aMECTUTENb TUPEKTOpa 110
BOIIPOCAM €ro KOMITETEHIIHH.
5.4. UndopManmoHHO-CIIPABOYHbIE JOKYMEHTDI:
IIPOTOKOJIBI, aKTHI:
" 10 daxTy;
" cOOBITHIO B YUpPEXK/ICHUH;
" pa30opy KOH(IUKTHBIX CUTYAIHH U Jp.

— CIIpaBKH:

"  YIOCTOBEPSIOIIUE IOPUANYECKHE (HaKThI;

® 00 0OydeHuu yuamerocsi B Y upexIcHHH,

" IS COTPYJHHKOB;

* 0 (axTax WiIK COOBITHSX B KH3HEAEATEIHHOCTH YUPEKICHHS.
— JIOKJIaJHbIE;
— OOBSICHUTENIbHBIE 3AITHCKH;
— chyxeGHble TMChMa;
— 3asBKH.
5.5. YuebHo-negaroruyeckue HHGOPMaHOHHbIE IOKYMEHTHI:
— JIMYHBIC 3asBJICHUS yJaIluxcs (3aKOHHBIX MPeICTaBUTENIEH );
— y4eOHBIE >XypHAIIBI;
— OKypHaJI PErHCTPALUY PHKA30B [0 YYAIIHAMCS;
— CIIpaBKH II0 pe3yJibTaTaM IpoBEpOK 00pa30BaTEILHOTO MpoIiecca;
— KHUIa 3aMEeYaHMi U NpeIoKEeHUH HHCIEKTHPYIOIINX JIUIT;
— KHHUTI'a IPOTOKOJIOB NIE/ICOBETOB;

IIPOTOKOJIBI 3aCEIaHu, COBCIIAHUM TIPH TUPEKTOPE.

- 6 JloOKyMeHTBI 110 TPY/AOBbIM NPABOOTHOIMIECHHSAM:
— TIPUKa3bl [10 JHYHOMY COCTaBY;
— TIPUKa3bl 10 KaJipaM;
— JIAYHBIE JIe)Ia COTPYTHHKOB; .
— JIMYHBIE KAPTOYKH COTPYAHHMKOB ¢. T-2;
— JKypHaJl y4eTa JUYHBIX KapTOUYeK COTPYAHUKOB ¢. T-2;
— KHWra y4yeTa JBUKCHHUS TPYIOBBIX KHIKEK W BKIIAJIBIIIECH K HUM;
— TPYZOBBIE IOTOBOPHI/KOHTPAKTHI,
— JKypHAJ PErUCTpPAIMU TPYAOBBIX JOTOBOPOB;
— OKypHaJl pErMCTPalluU TPYJOBBIX JOTOBOPOB U COTJIAINCHHIA,
— KHHUIa y4yeTa JITYHOIO COCTaBa IeJaroru4ecKux pabOTHHUKOB.

6. Ilopsinox pa3paGoTKH, MOATOTOBKH U COTJIACOBAHHSN JOKYMEHTOB

6.1. JlokyMeHTBI JOJDKHBI OBITH 0OpMIIEHBI IO (hOpMaM MPHUHATHIM B YUPEXKICHHH - Ha
Onankax o0Opa3oBaTENBbHOTO YUpexIeHus, coorBercTByommx crangapry (TOCT P 6.30-97
¢ usmenenuem ot 2000 r. Ne 1).

6.2. CranjapTU3upyIoNye, paclopsauTeIbHbIe JTOKYMEHTHI H3IAI0TCS TOJIBKO 33 IOIUCHIO
JTUPEKTOpa. :

6.3. Opranu3anuoHHO-IIPABOBEIE JJOKYMEHTHI YTBEPKIAIOTCS TOIBKO I(I/IpeKTOpOM
Ilepedyenn TOKYMEHTOB YUpexaeHH s, TOUIEKANIUX YTBEPIKIACHHUIO TUPEKTOPOM:

— TOAOBOM MIaH paboThI;

— KaJeHJapHbIH y4eOHbIH rpaduk;

— pacnucaHue 3aHSTHH;

— IIpaBHJIa BHYTPEHHETO TPYJIOBOT'O PACHOPSIKA COTPYAHUKOB Y UPEKICHHUS;



— JIOJDKHOCTHBIC HHCTPYKIUH a]MUHUCTPALIUH, T1€JarOTOB M COTPYIHHUKOB Y UPEKICHHUS;

— HHCTPYKIMH II0 OXpaHe Tpya;

— IIOJIOKEHHE O MOPSJIKE YCTAHOBJICHHUS JIOILIAT;

— TPOTOKOJIBI MEJArOTMYECKUX COBETOB YUPEXKICHHUS U IPYTHE JIOKAIbHbIE aKTHI.

6.4. VHpOpMalMOHHO-CIIPAaBOYHBIE ¥ y4eOHO-TeJarorndeckue  MHGOPMALHOHHbIE
JNOKYMEHTBI MOTYT  CO3/aBaThCsl, MEPENABAaThCS M IIPUHHAMATBCS JIOOBIMHM  JIPYTUMH
COTPYAHHKAMH, OOO3HAYEHHBIMH B COOTBETCTBYIOIIMX IPHKa3aX, MHCTPYKIMSIX M JAPYTHX
JIOKYMEHTaxX Y UpexICHHS.

6.5. JIOKyMeHTBI MOTyT OBITh O(GOPMIIEHBI Kak HA OYMaXHBIX, TAK M Ha DJEKTPOHHBIX
HOCHUTEJISX.

6.6. JIOKyMEHTBI JO/DKHBI OBITH HPEIETPHO KPAaTKUMU H SCHBIMH II0 COJIEP)KAHHIO,
BCECTOPOHHE 0OOCHOBAHHBIMHU U OTPEIaKTHPOBAHHEIMH.

6.7. OTBeTCTBEHHOCTh 3a KayecTBO MOATOTOBKA JOKYMEHTOB M  JOCTOBEPHOCTD
COJICPIKAIUXCSI B HUX CBEICHHSX BO3JIAraeTcsl Ha JIMI, yKa3aHHBIX B IPUKA3€ IO BEICHHIO
JIEJIOTIPOU3BO/ICTBA.

6.8. OTBETCTBEHHOCTh 3a Ka4eCTBO IIOATOTOBICHHBIX K MCIOJHEHHIO JOKYMEHTOB
BO3JIaraeTcsi Ha JUPEKTopa Y UperkICHHS.

6.9. llocneoBareTbHOCTD ICHCTBUH W IpaBUIIA YIIPABIIEHUS JOKYMEHTALIHEH.

6.9.1. IIpoekT nokymeHTa pazpabaThiBaeT COTPYIHHK-MHUIKATOP JIHO0, €CITH MHHIIHATOPOM
SBJIICTCS BBILIECTOSIIIES JIUII0, TO COTPYTHUKOM, HA3HAYEHHBIM JIHPEKTOPOM.

6.9.2. JIOKyMEHT KOPPEKTHPYETCS, COTIAcyeTcss C 3aMHTEPECOBAHHBIMH COTPYIHHKAME
U yTBEPXKAACTCS y AUPEKTOpa.

6.9.3. KOHTpOJIb BBINONHEHUS NIEHCTBUH, H3JIOKEHHBIX B JOKYMEHTE, OCYIIECTBIISICT
JOJDKHOCTHOE JIMIIO, YKa3aHHOE B IOKYMEHTE K KOTOPOMY OTHOCHTCS IaHHBIN JTOKYMEHT.

6.9.4. [lanHble O pe3ynbTaTax BBHIIONHEHHS JEHCTBAN, W3IOKEHHBIX B JOKYMEHTE
M KOPPEKTHPYIOIMX M (WJIM) MPEIYNPEXTAIOMUX NeUCTBHAX MEPENAIOTCs OTBETCTBEHHOMY
JIMITY TI0 KOHTPOJIIO 32 BBINOJIHEHUEM JICHCTBUH, H3JI0KEHHBIX B JJOKYMEHTAX.

6.10. loctyn k mupopmaimu, pabora ¢ JOKYMEHTaMH, COAEPKAUMMH CITyKeGHYIO TaifHy
U NIepCOHAJIbHBIC JaHHEIE.

6.10.1. Cotpynuuku YUpeXJCHHs] HMMEIOT DaslM4Hble TONHOMOYMS IO  JOCTYILy
K MH(QOPMALMOHHBIM pecypcaM (B T.4. JOKyMeHTaM). Kareropum monb3oBateneli M ypoBHH
JIOCTYyTIa PErIaMEHTHPYIOTCS IIPUKA30M JUPEKTOpa YUpexkIcHHU .

7. TpeboBaHus K 0(pOPMIIEHHIO JOKYMEHTOB

7.1. K pexBU3UTaM - TIOKYMEHTOB:

— EIMHCTBO IPaBHUJ JOKYMEHTHPOBAHHUS YIPABICHUYECKOW JEATEILHOCTH 00ECIedrBaeTCs
IPUMEHEHHEM  YHUQHULIUPOBAHHBIX  (HOPM  JIOKYMEHTAllMK B COOTBETCTBUH
¢ tpeboBanusimu ['OCTa;

— KaXIbId BHUJ JOKYMEHTa JOJDKEH UMETh CTPOTO OINpPEEICHHbIE PEKBH3UTHI, CTAOMIIbHBIH
HOPSAJIOK UX PACIONIOXKEHHS U 0HOPMIIEHHS.

7.1.1. Jlatoit IOKyMeHTa SBIISETCS JaTa ero MOJIIHCAHMS, JUIs JOKYMEHTA, HPUHHMAEMOTo
KOJIJIETHATIbHBIM OPTaHOM, - Jara €ro IPHHSATHS; U YTBEPXKIAeMOro IOKYMEHTa — jaTa
yTBepxKIeHus. JlaTa MOKyMeHTa IPOCTABIISIETCS JOKHOCTHBIM JIMIIOM, MOITHCHIBAIOIIAM KA
YTBEPKJAIOIIUM JIOKYMEHT.

7.1.2. Jlns TOKYMEHTOB, COCTAaBJICHHBIX COBMECTHO C HECKOJHKMMHU OpPraHM3aIUsMH, JaTOM
JOKYMEHTA SIBJIICTCS J1aTa IOJIHUCAHUS €ro MOC/eTHeH opranu3aryei.

7.1.3. OcobbiM Crioco6OM BBEJIEHHS JTOKYMEHTAa B ICHCTBHE SIBJISIETCS €I0 YTBEpIICHHE.
JIOKYMEHTBI yTBEPXKIAET TUPEKTOP.

7.1.4. Ha nokymeHTax, MOUIEXANIUX YTBEPIKIACHHIO, IPU( YTBEPKIECHUS IIPOCTABIISETCS
B [IPABOM BEPXHEM YTIIy IIEPBOTO JIMCTa JOKYMEHTA.



7.1.5. BusupoBaHHME @pOEKTa [JOKyMEHTA MPOBOJMTCS IIPH HEOOXOMMMOCTH OLECHKH
000CHOBAHHOCTH JIOKyMEHTa, COOTBETCTBHS €r0 IIPABOBHIM aKTaM M paHEe MPHHSITHIM
PEIIECHUSIM.

7.1.6. Busa mpocTaBisercs B HIDKHEW YacTH OOOPOTHOM CTOPOHBI MOCITEIHEro JIHCTA
IIOJUIMHHUKA PaCIOPSIUTEILHOIO IMpaBoOBoro akrta. Ha mpoekTe 3aKOHOJATEIBHOTO aKTa,
Ha BHYTPEHHEM JOKYMCHTC W Ha KOIMH OTIPABIIEMOTO JOKYMEHTa, BHU3bI IIPOCTABIIAIOTCS
HAa JIMIIEBOM CTOPOHE JIOKYMEHTA.

7.1.7. 3amedanus, ocoOble MHEHHS M JONOJIHEHHS K MPOEKTY HOKYMEHTa O(GOPMIISIOTCS
Ha OTJCIBHOM JIMCTE. 3aMeyaHusi JOKJIaJbIBAIOTCS PYKOBOAMTENIO, IOANMCHIBAIOIIEMY
JIOKYMEHT.

7.1.8. CormacoBanne joKymMeHTa OGOPMIISICTCS BH30H Ha JOKyMEHTe MIM TpH(OM
COTJIaCOBAHUSI.

7.1.9. CornacoBanue IpoekTa JOKyMEHTa IIPOBOJHUTCS C OpraHaMH yIpaBJICHHS
U OpraHU3alUsSIMH, HHTEPECHI KOTOPBIX B HEM 3aTParuBalOTCs, - BHEIIHEE COMIACOBAHME.

7.1.10. BHemHee coryiacoBanue T0KyMeHTa 0(pOPMISIETCS. COOTBETCTBYIOMMUM rpudom. I'pud
COrJacoBaHusi BKIIOYaeT B cebs ciaoBo «CoriacoBaHO», HAUMEHOBAaHHE IOJDKHOCTH JIMIA,
C KOTOPBIM COIJIACOBBIBACTCS [OKYMEHT (BKJIHOYas HAMMEHOBAHHE OpTaHU3AlMH), JMYHYIO
NOANKCH, pPacM(pPOBKY IOANMCH M JaTy COIJIACOBAaHHMS WA HAa3BaHME JOKyMEHTa,
IIOJITBEPIKIAKOIIETO COIVIACOBAHUE U €T0 Jarty.

7.1.11. T'pud cornacoBanus pacrosiaraeTcsi B BEpXHEM JIEBOM YTIIy JOKYMEHTA.

7.1.12. Pesomomnms — KpaTKoe IHCHMEHHOE IIOPYYEHHE, MOATOTOBIEHHOE IO WTOram
pPacCMOTPEHHsI IOCTYNHUBINEIO B YYPEKAEHHE JIOKyMEHTa. Pesomoims odopmisercs
HEIMOCPE/CTBEHHO Ha JIOKYMEHTE — Ha CBOOOJHOM MECTE JIMIIEBOW CTOPOHBI EPBOM CTPAHHIIBL

7.1.13. Pe3omonus BKIOYaeT B ceOs CBeJ€HUsI 00 MCIIOJIHHUTENE IOPYYEHHS (HAUMEHOBAHHE
ero JIOJDKHOCTH, (haMUIMsl, HHHMIHAIBI), COJACP)KAHWE MOPYYEHHs, CPOK HCIIOJHEHHS,
HaUMEHOBaHWE  JIOJDKHOCTH  JIMIA, OTJABLIErO  IIOPYYEHHE, €ro JIMYHYK IIOJIHCH
U pacluuppoBKy, JaTy.

Ecmu  pesomonus mpexamonaraer mopydeHuwe Uit ABYX M 0OOJ€€ JIMI, OTBETCTBEHHBIM
UCTIOJTHUTEJIEM SIBJISIETCS JIMIO, YKA3aHHOE B TIOPYYCHUH TTEPBHIM.

7.1.14. Ha noxymeHTax, He TpeOYIOIMX YKa3aHWH [0 HCIOIHEHHIO U UMEIOUIMX THITOBBIE
CPOKH HCIIOJIHEHHUS, B PE30JIOLHMU yKa3bIBAIOTCS MCIIOIHUTEINb, MOJIKCH ABTOPA PE30IIOIHH,
narta. '

7.1.15. Pesomonuu NOMIEXaT yYeTy B COOTBETCTBYIOLIEM PETHCTPAIMOHHOM KypHAE,
a MOPSI0K U CPOKH MX UCIIOJTHEHHUS — KOHTPOJIIO.

7.1.16. B ciayuae, ecii JOKYMEHT COIEPIKHT IPUIIOKEHHS, 00 3TOM JOJDKHA OBITH CrejaHa
CCBUIKA B JOKyMeHTe, [IpuioKeHuss IOIKHBI HMMETh BCe HEOOXOIUMBIE JUIsl JOKYMEHTA
PEKBU3HTEI.

7.1.17. Ecin npunio)eHus B TEKCTe HEe Ha3BaHbL, TO B KOHIIE TEKCTA JOKYMEHTA HEOOXOIHMO
NEPEYUCTUTh UX HAa3BaHMsl, KOJMYECTBO JINCTOB U SK3EMILIIPOB KaXKIOTO.

7.1.18. Tlpu Hanv4um HECKONBKUX NPUIOKEHHI K PACHOPSIAUTENLHOMY JTOKYMEHTY Ha HHX
IIPOCTABJISIOTCS OPsiAKOBbIe HOMepa: Ipunoxenue 1, [Ipunoxenue 2 u 1.1,

7.1.19. JIOKyMEHTBL MOANKMCBHIBAIOTCS JUPEKTOPOM MJIM JIMIIOM, HCIOJHSIOMIAM €ro
00s3aHHOCTH, a TAaKXK€ HHBIMU JIMIIAMH, B COOTBETCTBHM C 3aKOHOAaTelbcTBOM P®. He
pa3peIaeTcs NOANUCHIBATH JOKYMEHTHI € IPEUIOTOM «3a», IPOCTaBIISAs KOCYIO YepTy WM
Apyrue 3HaKM Tepe]l HauMEHOBAaHUEM JOJDKHOCTH. J[OKyMeHT 0e3 MOANUCH HEe HMeeT
FOPHIMIECKOH CHIIBL. [10/IHNCh PyKOBOIUTENS CKPEIISETCS EYAThIO YUPEKACHHSL. .

7.1.20. Orruck mneyaTd 3aBepsieT MOJIMHHOCTH IOJNKMCH JOJDKHOCTHOTO JIMIIA Ha
JOKYMEHTaX, yIOCTOBEPSIOIIUX MIpaBa JIuIl, GUKCHPYIOMHUX (aKThI, CBI3aHHbIE ¢ (PMHAHCOBBLIMH
CpeICTBAMHU, a TaK)Ke Ha HHBIX JIOKYMEHTaX, IPEIyCMaTpPUBAIONIMX 3aBEPEHHE IIOIHHHON
IIOJUTHCH.

Ilepedenn TOKyMEHTOB YupexaeHus, Ha KOTOPBIX CTaBUTCS I€YaTh:

— yCTaBHBIE JJOKYMEHTBI;



TPYZIOBBIE KHUIKKH,
XapaKTEePUCTUKH, CIIPABKH;

aKThI CIAYM-TIPUEMKH U CIIUCAHUS;

BBIIIUCKY U3 JOKYMEHTOB YUPEKICHUS U UX KOIIWH;
FapaHTHﬁHbIe ImucbMa U TOBECPEHHOCTH

JIOTOBOPBI;

IIPUKA3BL.

7.1.21. Ilpu 3aBepeHMHM COOTBETCTBHS KOIUHU JOKYMEHTAa IOJIMHHUKY HHXE pPEKBU3UTA
«[logmuce» MpOCTaBIAIOT 3aBEPUTENBHYIO HAIUCH: «BepHO»; MOMMKHOCTD JIUIlA, 3aBEPHUBIIETO
KOIIHIO; JINYHYIO MOAIHUCH; PacIIA(POBKY MOANUCH (MHUIHAIBI, GaMUITHIO) ; 1aTy 3aBEPEHUSL.

7.1.22. OtMeTKa 00 HCIIOJHUTENE BKJIIOYAET B c€0S MHUIHAIBI M (HAMHIHIO HCITOJHUTEIS
JOKyMeHTa U HOMep ero Tenedona. OTMETKy 00 HCIOJHHUTENE paclojiaraloT Ha JIMIEBON WU
000pOTHO# CTOPOHE MOCIIETHETO JIKCTA JOKYMEHTA B JICBOM HIDKHEM YTITY.

7.2. K TectaM JOKyMEHTOB:

7.2.1. CnenoBanue HOpMaM OQUIIUATHHO-IEIOBOTO CTUIISI PEYH:

KPaTKOCTh ¥ TOYHOCTh M3JI0KEHHS HHDOPMAIMH, HCKITIOUEHHE JTBOSKOTO TOIKOBAHHMS;
00BEKTHBHOCTD U JIOCTOBEPHOCTH HH(OPMAITHH;

COCTaBJIEHHE, TI0 BO3MOXKHOCTH, MPOCTHIX (T.€. COAEPIKANIUX OJMH BOIPOC) JOKYMEHTOB
JUIs OOJIErdeHus U yCKOpeHHs paGoThl C HHMH, a TAKKe CIOCOOCTBYET MPaBHILHOMY
dopMupOBAHHIO JIETT;

CTPYKTYPHUPOBAaHHE TEKCTAa HA CMBICIOBBIE YACTH. B IepBOil yKa3bIBAlOTCS OCHOBAHMS
WM TIPMYMHBI COCTAaBIEHHS JOKYMEHTOB. BO BTOpOH 4YacTH H3TararoTcsi pelieHus,
PACTIOPSKEHHMSI, IPELTOKEHHUS, MHEHHS, BEIBOJIBI, TIPOCHOB

HCTIONB30BaHUE TPadapeTHBIX ¥ THIIOBBIX TEKCTOB IIPHM OINHCAHMM IMOBTOPSIONIMXCS
YIPaBJIEHYECKUX CHTYAIHH.

8. IlpaBu/ia noAroToBKH U 0pOPMIIEHHS JOKYMEHTOB

8.1. IIpuka3pl.
8.1.1. Ilpuka3 - mpaBOBOH akT, K3JaBAaCMbIii PYKOBOJMTENIEM JIJISl PEIIECHUS OCHOBHBIX

" OIICPaTUBHBIX BOIIPOCOB lIe}ITeJIBHOCTI/I‘O6p&30BaTeIIBHOFO YUPCXKIACHUSA U ABJIACTCI OJHUM U3
BaXKHEUIITHX JAOKYMEHTOB YYPECIKICHUA.

8.1.2. [Ipuka3 uznaercs nupekropom YupexzaeHus. OH BCTymaeT B CHIIy C MOMEHTA €ro

TIOIITHCAHUS TUPEKTOPOM Y UPEXKICHHS.

8.1.3. Odopmisiercs mpukas Ha Oj1aHKe 00pa30BaTEIHHOTO YUPEIKICHUS U JODKEH UMETh

CIEAYIOIIHUE PEKBU3UTHL:

HAMMEHOBAHHE YUPEXKICHUS;

HaMMEHOBAHHE BU/A JOKYMEHTa,;

JaTy ¥ HOMEp TIOKYMEHTa;

MECTO M3IaHUs;

3aroJoBOK;

TEKCT;

OTMETKY O NMPHJIOKEHUH (IIPU HAJTUIHH );

IOJIITHC;

1evarTh;

COIJIACOBAHHUE;

03HAKOMJICHHE.

8.1.4. HaumenoBanue opranuzaiui o(popMIIsSIETCSI B COOTBETCTBUH C Y CTaBOM.
8.1.5. Ilpuka3 mnedaraercs d¢uiaroBeiM crocoboM. Kaxmas cTpoka peKBH3UTOB

HAQYMHAETCd OT JIEBOH I'paHHUIIbI TEKCTOBOI'O IIOJIA. BerHeC ImoJie  JIOKyMCHTa JOJDKHO



cocraByATh 1,5 cM, Hmkree 1,5 cM, neBoe 2,0 cM, npaBoe 1,0 cm. Jlata opopmirsercs apabckuMu
nu(pamMu, HOMEp COCTOMT U3 3HaKa No U MOPSAIKOBOTO HOMEPA IIPUKA3a.

8.1.6. Hymepanus npukazoB IPOHM3BOJHMTICS B BaJOBOM MOPSIKE C sHBaps IO JAeKabpb
B [IpejiefiaX Io/ia, PUKa3bl OHON JaThl PETHCTPUPYIOTCS Yepes APo0kb.
B npukasax 1o JMYHOMY COCTaBy CTaBHTCS JIUTEP — ICY; 10 OCHOBHOMW JEATENLHOCTH — JIUTEPA
HE CTaBHUTCAL.

8.1.7. Mecto u3nanus npukaza — Bopkckuii.

8.1.8. 3arosioBOK JO/KEH KpAaTKO M TOYHO OTpaXkaTh COJAEPXKAHHE TEKCTa IPUKA3a.
3aroioBOK, Kak HpaBWiO, (HOPMYJIHpYETCS B IPEIIOKHOM IaieXKe. 3arojOBOK I1€YaTaroT
06bIUHBIM TIpHGBTOM, Ge3 ab3aIHOr0 OTCTYIA U KaBBIYeK, pacrosarasi OT JI€BOW I'paHUIIBI JIACTA.
3aroJioBOK, COCTOAIIMH M3 JBYX H 0o0jJee CTPOK, pacroiiaraloT Ha CTpaHWIe dYepe3 OJIHH
MEXCTPOUYHBINM HHTEpBaJl. TOUKY B KOHIIE 3arojI0BKa HE CTaBST.

8.1.9. Tekcr oTzmensercs OT 3arojioBKa JABYMS-TPEMSI MEKCTPOYHBIMH HMHTEPBAIAMH,
nevyataercsi 12-13 xernem, depes OJMHApHBIA MM IOJTYyTOPHBIA MEXCTPOYHBIM HHTEpBa
TEKCTOBOI'O IIOJISi U BBIPABHMBAETCS 110 JIEBOM M NIpaBO# IpaHMIAM TEKCTOBOTrO mojis. Ilepsas
CTpoka ab3alia Ha9YMHAETCs Ha pacCTOSIHUM 1,25 CM OT JIEBOM rPaHMI[BI TEKCTOBOTO TIOJIS.

8.1.10. Tekcr '~ mpukaza COCTOMT M3 JBYX dacTedl : KOHCTaTHPYIOIIEeH
U pacropsAuTeIIbHOM.

8.1.11. B xoHCTatuMpylomel 4YacTH KpaTKO H3JIaraloTcs LEedM M 3a4a4d, (aKThl
¥ COOBITHS, MOCIY)XHBIIME OCHOBAHMEM JUIs W3JaHUs npukaza. OHA MOXET HAYMHATHCS
cioBamu «B memsx...», «B coorBerctBum...», «Bo wucmonsenwme...» u T.a. Ecmm mpuxas
U3/IaeTCS. Ha OCHOBAaHMM JPYroro JOKYMEHTa, TO B KOHCTaTUPYIOUIEH YacTH YyKa3bIBAIOT
HaUMEHOBAaHHWE 3TOTO JIOKYMEHTa B TBOPHTEIBHOM IIaJeXe, €ro Jary, HOMEpP U 3arojioBOK.
B OTIeNBHBIX Cllyyasx KOHCTATHPYIOLIEH YacTH MOXKET MPe/IIIeCTBOBATE IIpeamMOyJia U3 OJJHOTO-
JBYX TpPEIOKEHHH, B KpaTKod Qopme oTpaxaromas CyTh MpuKa3a, HO IIPA ITOM
He 1yOupyromas ero 3aronoBok. O6BIMHO mpeaMOyITy HCIOIB3YIOT ISl TOTO, YTOOBI YIPOCTHUTH
U COKpAaTUTh (OPMYJIHUPOBKY 3arojI0BKa.

8.1.12. PacmopsmurtenbHas dYacTh OTAENSETCS OT  KOHCTaTHPYIOIIEH — CIOBOM

«IpPHUKa3bIBalO», KOTOPOE II€4YaTaloT CTPOYHBIMH OykBamu, Oe3 kaBblyek. Ilocie cioBa
«IIPUKA3bIBAIO» CTABSIT IBOCTOYHE.
PacropsiiutenbHas 4acTh JODKHA COAEPKAaTh IMEPEYHCIICHHE IIPEANMCHIBAEMbBIX eHCTBHI
C yKa3aHWEeM HCIIOJHHUTENS KaXI0To JIEHCTBUS U CPOKOB HCIIOJIHEHHs. PaciiopsaauTenbHas 4acThb
MOXEeT OBITh pasjieieHa Ha IyHKTHI U MOAIYHKTHI, KOTOPbIE HYMEPYIOT apabckumu IudpaMH.
KaxIblif IIyHKT pacmopsiiuTeNbHOM 4acTH HAYMHACTCS C YKa3aHHEM KOHKPETHOTO AEHCTBHS,
BBIPQ)XCHHOT'O IJIarojioM B HeompeaeneHHoi ¢opme. JlefcTBHUS OXHOPOAHOIO Xapakrepa MOTYT
OBITh IE€peunciicHbl B OJIHOM ITyHKTE. B KadecTBe MCHONHHUTENEH yKa3hIBAIOTCS KOHKPETHBIE
JOJDKHOCTHBIE JinIa. [locneHuii MyHKT pacopsIuTeIbHON YacTH MOXET COJEPKATh CBEICHHS
0 JIOJDKHOCTHOM JIMIIE, HA KOTOPOE BO3JI0XKEH KOHTPOJIb HCIIOJIHEHUS TIPHKa3a.

8.1.13. Ecnu npukas M3MeHSET, OTMEHSICT HJIM JOIOJHSIET PAHEE M3aHHBIH JOKYMEHT
HJIH KaKOE-TO €r0 IOJIOKEHHE, TO OJUH U3 MyHKTOB PACHOPSIUTEILHOM YaCTH TEKCTA JIOJDKEH
COZIepXKaTh CCBUIKY Ha OTMEHSEMBIH HOKYMEHT (IIyHKT JOKyMEHTa) C yKa3aHHEM €ro JaThl,
HOMepa U 3arojioBka. Teker myHkra HeoOX0auMO HauMHATh ciioBaMu «IIpu3HATH yTpaTHBIIMM
CHUILY...»

8.1.14. B mpuka3 He cnenyer BKIOYaTh NMYHKT «IIpHKa3 JOBECTH 1O CBEICHHS...».
JlOJDKHOCTHBIE JIMIIA, O CBEIEHHS KOTOPBIX JOBOJSAT MPHMKa3, MEPEUYHCIAIOTCS B yKasarese
PacChUIKH, KOTOPBIM UCIIOJHUTENIL TOTOBUT BMECTE C IPOEKTOM IIpHKa3a.

8.1.15. Tloanuce BkIrOYaeT B ceOsi HAMMEHOBAHUE JOJDKHOCTH, HHUIMAIBI U q)aMI/mmo
i@, o0Naaromero NmpaBoM H3JAHMS IIPUKA30B, a TAKXKE CHIHATYpPY (JIMYHYIO HOJIIHCH)
IIOCTIETHETO.

Ilpyka3bl NOANHUCHIBAET IUPEKTOP, @ B €ro OTCYTCTBHE — WCIOJHSIONMA 00S3aHHOCTH
JUpeKTopa.



8.1.16. O3HaKOMJIEHHE ¢ MPUKA30M BKJIOYAIOT B ceOsl JIMYHYIO IIOJIHUCH, paciIu(poBKy
HOJIKCH U JIaTy.

8.1.17. BrinmcKa-KOIUsS ONMPEISICHHOW YacTH MOJUIMHHOIO AOKyMeHTa. B BeIIHMCKe 3
nprKasa coJaep)karcs BCe  PEKBH3MTHI  IIpHKa3a [0  PACIOPSIUTEIbHONM  YacTH.
U3 pacnopsauTeNbHOM YacTi OepyT TOJIBKO Ty MH(pOpPMAIHIO, KOTOpas He0OX0uMa B KaXI0M
KOHKPETHOM cliy4ae. BBINHCKy 3aBepsiOT IPOCTaBICHUEM OTMETKH O 3aBEPEHUH KOTIHH.

8.2. PacmopsbkeHue — MpaBOBOW aKT, H3JaBacMblid I DPa3spellIeHHMs OIEPaTHBHBIX
BOTIPOCOB.

8.2.1. PacmopspkeHHsI YYPEXIEHHsI COCTABIISIOTCS IPEMMYIIECTBEHHO II0 BOIIPOCAM
MH(OPMAIIMOHHO-METOJIMYECKOTO ~ Xapakrepa, a Takke IO  BONpOCaM, CBA3aHHBIM
C OpraHu3aryeil NCIOTHEHHS IPUKA30B, HHCTPYKIMK B APYIUX JOKYMEHTOB.

8.2.2. PaciopspkeHHs COCTABIIAIOTCS aHAJIOTUYHO IIPUKA3aM.

8.2.3. TekcT pactopsDKeHUsI COCTOUT U3 KOHCTATUPYIOIIEH U pacIopsAUTEILHOM YaCTeH.
PacmopsiiutenibHasi 4acTh JOKyMEHTa HAuMHACTCS CIOBOM: «IIPEJUIATAIO», «PEKOMEH/VIO»,
«OBSI3bIBAIO», «CUMTAIO HEOBXOJMMBIM», HaleyaTaHHbIM IPONMCHBIMH OykBamu 0e3
pa3psJIKK ¥ KaBbIYEK C HOBOM CTPOKM OT I'PaHMIIBI JIEBOT'O IOJISL.

8.3. IIpoToKO0J — JOKYMEHT, (GUKCUPYIOIIUI COAEepKAHUE COBEINATELHBIX MEPOIIPHUATHI
¥ T[PUAAIOIHMKA OPUANYECKYIO CHIIy IpPHHATBIM Ha HHUX pemeHusM. IIpoTokosnsr moryt
0(hOPMIISITECS B CIEIHAIBHON KHUTE (PYKOIHMCHBIA BAPUAHT), @ TAKXKE B JIEKTPOHHOM BapUaHTe.

8.3.1. Benenwne 3amucu BO BpeMs 3acelaHus, cOOp MaTepHalOB M IIOJrOTOBKA TEKCTa
BO3JIaraeTcs Ha U30paHHOTO WM HA3HAUEHHOT'O CEKpeTapsl 3acelaHMmsl.

8.3.2. TeKkcT MPOTOKOJIa COCTOUT M3 JIBYX 4acTei : BBOJAHOM U OCHOBHOM.

8.3.3. BBoaHas 4acTh COJAEPXKUT MOCTOSHHYIO HH(popMarmio (cioBa «lIpencenarenny,
«Cexperapby, «llpucyrcTBoBanmy. EciM 4MCIO y4aCTHMKOB COBEIIAHMS HPEBBIMAET JECATH
YeJI0BEK, COCTABJISIOT CIIMCOK MPUCYTCTBYIONIMX, KOTOPHIM MpUIaraloT K IMpoTokoiy. B Tekcre
nporokona, B pasmene  «llpucyTcTBOBanmM»,  yKaspIBAIOT ~ TOJBKO  OOINEe  YHCIIO
MIPUCYTCTBOBABIIUX CO CCHUIKOM Ha IpUJIaraéMblid CIIHCOK.

8.3.4. BBojiHas yacTh IMPOTOKOJIA 3aKaHUMBaeTcs ciioBaMu «lloBecTka nHs», mocie ciioB
CTaBHUTCA ABOeTOYHE. M mepeunciisiores: BOIPOCHL.

8.3.5. Bompockl moBecTKH mHsS Hymepylorcs. Kaxapli HOBBIM BOIPOC HAaYMHAETCS
¢ HOBOM crpoku. Kaxmsii Bompoc nomxkeH ObITH KOHKpeTusupopaH. [locienoBarenbHOCTH
PAaCIOJIOKEHHST BOIIPOCOB ONPEENSETCS CTENEHBIO MX BaXHOCTH.  Bompockl mumryTcs
B MMEHMTEJIHLHOM IMajeXxe — JOKJIAd, OTYeT, CooOImeHue, MHPOpMalus; HAMMEHOBaHUE
NOJDKHOCTH, MHHIMANBl #  (aMWIHIO JOKJIaJIYMKa [HIIYT B POAUTEIBHOM IAJEXKE.
He pekomeHIyeTcs: BKIIIOYATh B IIOBECTKY JHS Borpoc "Pasnoe".

8.3.6. OcHOBHas 4YacTh TEKCTa COCTOMT W3 PpAa3JelioB, COOTBETCTBYIOIIUX IYHKTaM
MOBECTKE [JHSA IIPOTOKOJBHOIO  MEPOIPHSTHS. TekcT KaXIOro pasiena H3Jararor
B I10CJIEZIOBATEIIBHOCTH:

«CJIVIIAJI — BBICTVYIIUJIA - TIOCTAHOBWJIU (PELLIWIIM)».

8.3.7. IIpoToKoJiBl MOIIMMCHIBAIOTCS IpeJcenaTesieM H cekperapeM. JlaToil mporokosa
SIBJISIETCS 1aTa MPOTOKOIBHOTO MEPOIIPHUATHS.

8.3.8. IIporokosamM MPUCBAUBAIOTCS MOPSIKOBBIE HOMEpa B Ipejenax y4eOHOro roja
OT/EJIHO M0 KaXJIOM Trpymme MPOTOKOJIOB: IIPOTOKOIBI OOmMHMX cOOpaHMH TpYHOBOIO
KOJUIEKTHBA, 3aceJJaHu 1eJarOriuecKoro CoBeTa u Jp.

8.3.9. Bhimucka W3 MPOTOKOJA COAEPKHUT CIECAYIOIIME PEKBH3UTHI : HAMMEHOBaHUE
00111e00pa30BaTEIFHOTO YUPEKICHHS, Ha3BaHUE BUA JOKyMeHTa (BBIITUCKA U3 [TPOTOKOJIA),
JIaTy 3ace/laHusl, HOMEp MPOTOKOJIA, MECTO COCTABJIEHHS, 3ar0JIOBOK K TEKCTY, TEKCT, IOIIHUCH,
OTMETKY O 3aBEPEHHH KOIHH, OTMETKY 00 UCIIOJHEHUH, HAIIPaBJICHUH B "1e710".

8.4. AKT — IOKYMEHT, COCTABJICHHBIM HECKOJIBKIMH JINIIAMU U TIOATBEPIKAAOIIMHI (HaKTEI,
COOBITHSL.




8.4.1. AKTBI COCTaBJISIIOTCS B CaMbIX Pa3IUYHBIX CUTYAIMSIX M MOITOMY HMEIOT MHOTO
Pa3HOBUIHOCTEU: aKT NMPHEMKH pabOThI, aKT NpUeMa-Tepefadd JOKYMEHTOB, aKT CIHCAHUS
MaTepHajoB U T.1.

8.4.2. AKTBI COCTaBJISIIOTCS KOMHUCCHEW, NMOCTOSHHO NCHCTBYIOIMUHN WM HAa3HAYCHHOM
[0 yKa3aHWIO PYKOBOAMTENS. AKT MOIIMMCHIBAETCS BCEMH JIMIIAMU, NMPUHHUMABIIUMU y4aCTHE
B €0 COCTaBJICHUH.

Jlns psiga akToB (10 MaTepHaIbHBIM, (PUHAHCOBBIM M JAPYTMM BaXKHBIM BOTIPOCaM) HEOOXOIUMO
YTBEP)KICHHUE PYKOBOJUTEJIEM M 3aBEPEHHUE TIEUAThIO YUPEKICHUSI.

8.4.3. C aktamu peBH3HH, IPOBEPOK 3HAKOMAT BCEX JMI, AEATEIBHOCTH KOTOPBIX
OHH 3aTpParuBaror.

8.4.4. Ecnu axT cocraBisieTcs He Ui BHYTPEHHErO HCIIOJIb30BaHUS B YUPEXKICHUH,
TO OH JIOJDKEH COJIEpKaTh IOPUINYECKUN a/ipec YUPek ICHHSL.

8.5. CopaBka — 3TO JOKYMEHT, COAEpXKaIlil OIHMCAaHHE U TOATBEpXKIeHHE (HaKTOB,
coObITHii. B Yupexnenuu npuMeHseTcs JiBa BUJia CIIPaBOK.

8.5.1. CripaBKHM COCTaBISIOTCS JIUISL OTMIMCAHUS MITH TIOATBEPXKIACHUS (PaKTOB MITH COOBITHI
B JIEATEIILHOCTH yupexaeHus. COCTaBIISIOTCS M0 YKA3aHHIO BBIMIECTOSIIEH OpraHH3allly A
PYKOBOJUTENST YUPENACHUS Ui WHGOPMAIMKA O BBHINOJIHEHUH IUIAHOB, 3aJaHHM, MMOpyYEHHH
U TIPEJICTABJISIOTCS B YCTAHOBJICHHBIE CPOKH.

8.5.1.1.TekcT Takoii cipaBKH COCTOUT M3 ABYX YaCTEH:

B mepBoit wactu u3nararorcsi ¢axT, MOCITYXHMBIIHE MOBOJOM K €€ HamMCAHUIO, BO BTOPOH —
MIPUBOJSATCS KOHKPETHBIE NaHHbIC. BBHIBOJIBI M NPEIIOKEHHUS B CIpaBKe He NAIOTCS (B 3TOM
COCTOUT OTJIMYHE OT JOKJIAJHOMN 3aITUCKH).
CrpaBka J10JDKHAa OOBEKTHBHO OTPaXXaTh COCTOSHUE JIEN, €€ COCTaBlIeHUe TpedyeT TIaTeIbHOTO
cOopa ¥ MPOBEPKH CBEACHUMN, MOTYT IIPUBOIUTHCS TAOIHIIBI.

8.5.1.2. CpaBku, cocTaBI€HHBIE:

— UL pyKOBOJUTENS YUPEIKICHHUS, TIOANUCHIBAET COCTABUTED;

— TI0 YKa3aHUIO BBIIIECTOSAIEH OpraHUu3aIiy, OIUCHIBAET PYKOBOJAUTEND YUPEHICHHSL.

8.5.2. CripaBK#, yJIOCTOBEPSIIOIIUE FOPUIHMUECKHIE HAKTHI:

— crpaBka 06 00yYeHHH ydaierocsi B Y 4YpesxIeHuH;

— cIIpaBKa O MOATBEPXKACHUU nepeBoa u3 apyroro OY;

—  CIIpaBKa-NIOJATBEPXKICHHUE O 3aUHCICHAN y4amierocs B YUpex/ieHue;

— chopaBka Ui COTPYAHHMKOB (TOATBEpXkaAeHUE MecTa paboThl, 3aHMMAaeMOM IOHKHOCTH,

pa3mep 3apaboTHOM IJIaThI U T.1.)

Takoro poja crpaBKM BBIAAIOTCS IO 3alpocaM 3aWHTEPECOBAHHBIX JIMI] (COTPYIHUKOB) HIIH
YUPEXKIACHUM.

8.5.2.1. lnsa © HamWcaHus JAHHBIX CIPABOK - MPUMEHSIOTCS  YHU(DHUUIUPOBAHHbBIE
TpadapeTHbie OTaHKH.

8.5.2.2. Texkcr cnpaBkM HayMHaeTcs C YyKazaHus (amMuiIuM, HMEHH, OT4ecTBa
(B MMEHHMTEIBHOM TIIaJIeKe) JIMIA, O KOTOPOM COOOINAIOT CBeleHHs. B KoHIle cIpaBku
yKa3bIBAaeTCs Ha3BaHUE OpraHu3aliy WIH YUPEKJICHHUS, Ky/1a OHA IIPEICTABISETCSL.

8.5.2.3. CripaBKH ITOIIUCHIBACT AUPEKTOP Y UPEIKICHHUS.

8.5.3. Ha cmopaBke pomxHa o00s3aT€IbHO CTOSTH JaTa €€ MOJANUCAHHUs, HOMEp
(OpSIKOBBI HOMEp IO JKypHAJIy PETHCTpAllMM HCXOJSIIEH KOPPECHOHACHLUH), MOAIUCH
U 11€YaTh.

8.6. CraTHCTHYECKHE OTYETHI - HCIIONHSIOT paOOTHUKHU, HA3HAYECHHBIE OTBETCTBEHHBIMH
3a c/ladyy OTYETOB B BBIIIECTOSIINE U JAPYrHE OpraHM3aluy (IEHCHOHHBIM (hOHJ, BOEHKOMAT,
(UHAHCOBBIE CTPYKTYPHI, HAJIOTOBYIO HHCIIEKITUIO H T.JI.).

8.6.1. OrT4eThl TOTOBAT C IIOMOINBIO TIEYATHBIX YHHU(DUIUPOBAHHBIX (OPM HIIH
AJIEKTPOHHBIM cTIOcOO0M B 0a3ax JIaHHBIX.

8.7. CiyxeOHble THUCbMa - 3TO CaMblii PACIPOCTPAHEHHBIA BUJI JAEJIOBBIX JOKYMEHTOB.
CocraBisitoTcs MUCbMa JUISl OCYIIECTBJIEHUS OMEPATUBHOM CBSI3U C APYTHMHU YUPEXKJICHUSMU
U IPEIIPUSTUASIMHI IO Pa3IMYHBIM BOIIPOCAM.




8.7.1.1lo comepaHMIO M Ha3HAYEHHIO MHCbMA MOTYT OBITh  HMH(pOPMAIMOHHBIE,
rapaHTHiHBIC, PEKJIAMALMOHHBIE, KOMMEPYECKHEe, MHUChMa-3apockl, MHChMAa-TIPUTIIAIICHUS
UT. I

— MWndopmanuonnble mHcChMa  comepKar  COOOINEHMS, HPOCHOBI,  HATIOMHUHAHWS,

IIPEIOKEHUSI.

— TapanTuiinele npennasHavyeHsl Ul U3BELICHUS O FAPAHTHSAX OIUIATHL, CPOKOB IIOCTABKH

WJIM Ka4eCTBa MPOIYKIIMH U YCIIYT.

— B pexnamanuoHHBIX (IIPETEH3HMOHHBIX) MHUCHMAX M3JIAralOT TPeGOBAHUS BO3MEIICHHS
. YOBITKOB, HAHECEHHBIX H3-3a HAPYIICHHsS YCIOBHH KOHTPAKTa WM JOTOBOpA JAPYroOi

CTOPOHOHM (KOHTpareHTOM). Pexnmamanmus HODKHA NOATBEPXKIATBCS IIPHIIAraeMBbIMH

K IIUCHEMY JIOKYMEHTaMH B BHJIE aKTOB, CIIPABOK H T.JI.

— Kommepyeckue nmuckMa coCTapiIsIOT PH 3aKITFOYCHHH U BBIIOJHEHHH KOHTPAKTOB, YaCTO

B HHX M3JIaraioT MpockObl 0 NPeNOCcTaBIeHHH HHPOPMAIHK O TOBApaX M YCIyraX y MX

IPO/ABIIOB, WJIA HAIIPOTHB IIPE/JIAraloT IIOCTABUTH TOBAPHI WIIH YCIIYTH.

— B nucemax-3ampocax INpoCAT y KOHTPAreHTa pa3bsCHATH KaKOW-TMO0 (aKT wuin

JICHCTBHE. '

8.7.2. CpoKH MOJTOTOBKM OTBETHBIX IHCEM YCTAHABIMBAETCS PE3OIONHEH THPEKTOpa
Yupex[ieHusi Ha OCHOBAHHM MMEIOIIUXCS CPOKOB HCIOJHEHHS MOPYYEHHH, 3aIpOCOB HIIH
10 PELICHHUIO aBTOPA PE30JIIOLIUH.

8.7.3. IlpaBuina opOpMIiIeHHS CITY)KEOHBIX IIHCEM.

8.7.3.1. Cnyxebuple mucbMa o(GOpMIIIOTCS Ha OnaHkax uis muceM Qopmara A4,
Ha KOTOPHIX B OTJIMYME OT OJAHKOB OOLIEr0 BHJA pa3MEINEHbI ITOYTOBBIE M OAHKOBCKHE
PEKBU3UTHI IPEANPHUATHS. B mickMax HazBaHUE BUJIA JOKYMEHTA HE YKa3bIBAETCSL.

8.7.3.2. IluceMo 1enecoo6pa3sHO TOTOBHTH IO OAHOMY Bompocy. Eciam Heo6Xomumo
O0OpaTHTBCsT B OPraHM3allMi0 OJHOBPEMEHHO 110 HECKOJIBKHM Da3sHOPOIHBIM  BOIIPOCAM,
PEKOMEHTYeTCsl COCTABIIATh OTJAEIbHBIE MUChbMA 110 KaXJIOMY U3 HUX. I[TMChMO MOXeT kacaThes
HECKOJIBKMX BOIIPOCOB, €CIIM OHM B3aMMOCBSI3aHBI U OyJIyT paccMarpuBarhCs B OJHOM
CTPYKTYPHOM TOJpa3sjelIeCHUud OpraHu3aluu-aapecaTa. PeKOMeHIyeMblli 00BEM EI0BOro
nuceMa - He Oosee 2-X CTpaHHIl (B MCKIIOUMTENBHBIX CIIydasx - 10 5 crpamwmi). IIucbma
0(hOPMIISIIOT B JIBYX 9K3EMILISIPaX. )

8.7.3.3. B 3aronoBouHO# 4acTi MuckMa 0(OPMISIIOT CIIELYIOIIME PEKBH3UTHI:

— Anpecar. Ciyxe0HOe MHCEMO MOXKET OBITh aJPECOBAHO YUPEKIEHHIO, Er0 CTPYKTYPHOMY
NO/PA3JCICHUIO, KOHKPETHOMY MOJDKHOCTHOMY JIMIly WJIM YacTHOMY Jniy. Eciau mmceMo
aJpeCoBaHO  YYPEKJCHHUIO, TO HAMMEHOBAHHE YUYPEXICHHsS B ajpecare IeyaTaroT
B HMEHHUTEJIBHOM MAZEXKeE, JODKHOCTh ¥ (haMUITHIO TOJDKHOCTHOTO JIMLA - B JATEIHHOM.

Ilocne HaumeHOBaHHWs ajpecaTa PEeKOMEHIYETCS yKas3blBaTh €ro IIOYTOBBIA ajpec,
KOTOPBIA O(OPMIISETCS B COOTBETCTBUM C TpeOoBaHHsAMH [IpaBuil OKa3aHHs YCIYT IOYTOBOI
cBsi3u, yTBepkAeHHbIMH [locranoBnenwem IlpaBurensctea PD ot 15.04.2005 Ne 221.
IIpaBunamu npeaycMOTpeH CleyIOIMi TIOPSIOK HALIUCAHNS a/[peca: Ha3BaHME YIHIIbI, HOMEp
noma (Ipi HeoOX0IMMOCTH — HOMep odrca) ; Ha3BaHHEe HACEIEHHOTO MyHKTa (TOpoja, IOCeKa
M T. I.); HasBaHWe 00JacTH, Kpas, aBTOHOMHOTO OKpyra (00JacTh), pecrnyOIuKd, MOYTOBBIH
UHJIEKC.

Ecin muceMo OIHOrO cozepkaHUs HANPaBISETCST HECKOJIBKAM ajpecaraM, CHaJaa
odopmiIseTcs aapec OCHOBHOTO IIOJTy4aTelist, 3aTeM NEePeUnciIsiorcs Apyrue. Ha oqHOM muceMe
MOXHO pasmemars He (ojee 4eThIpeX PeKBH3UTOB Ajnpecar. EcCim JOKYMEHT Hampapisercs
Oostee, YeM IO YETHIPEM aJ[PecaM, COCTABIISAETCS CIHUCOK PACCHUIKM M HA KaKIOM:IK3EMILISIpE
yKa3bIBaeTCs JIMIIIb OJIUH aJipecar, KOTOPOMY HAIpPaBIISETCS KOHKPETHBINM 3K3EMILISP.

— [Mara. [laroit nmuckma sBiisiercst ara ero nomucanus. Odopmisiercs apabekumu nudpam,

rOJl YKa3bIBa€TCs MOJTHOCTBIO (Hampumep, 11.11.2011);

—  Mugexc nokymenTa. CTaBUTHCS IOPSAKOBEIH HOMED, 110 KHHT'e Y4eTa JJOKyMEHTOB;
— CcbulKa Ha MHIEKC W JIaTy JOKyMEHTa-3alpoca, eCild MHCHMO SBISIETCS OTBETOM. DTOT
PEKBH3HUT BCer/ia BKIIFOYAECTCs B OJIaHK IMCHbMa, HO 3aIlOJHAETCS TOJIBKO MPH OpOPMICHHN



OTBETHBIX HCXOJSIINX MMHCEM M BKIIOYAET PETMCTPALMOHHBIA HOMEp H JaTy JOKYMEHTa,
Ha KOTOpbIA [Taercs oTBeT, (Hampumep, Ha Ne 134/03-10 om 30.06.2006). Hanuuue B
Onanke mMChbMa JAHHOTO DEKBH3MTA HCKIIOYAET HEOOXOAMMOCTH  YIOMHHAHHS
PETHCTPAIIMOHHOrO0 HOMEpa M JIaThl MOJYYEHHOI'O JOKYMEHTa B Hayalleé TEKCTa OTBETHOTO
JOKYMEHTa, 0CBOOOMK/Iast TEKCT OT BCIIOMOTaTeNIbHO CIIpaBOYHOM HH(pOpPMAIHH);

— 3aroyoBOK K TEKCTY IMHMCbMa JOJDKEH OBITh MaKCHMAaJbHO KOPOTKHM M TOYHBIM. OH
dopmymupyercst o6brunO Tak: "O6 usmenenuu ...", "O cosoanuu ...", "O nposedenuu ...’
u T. 1. B mucemax dopmara AS, conepkaHHe KOTOPHIX HE NpeBBHINAET 4 - 6 CTPOK,
3aroJI0BOK MOXHO HEe 0GOPMIIATH. 3aroJ0BOK IHIIETCS OT JIEBOTO MOJIS ¢ 3arjIaBHON GYKBEI
6e3 KaBbIYeK.

8.73.4.1. Texkcr mnHMCBMa [OJKEH OBITH  JIOTHYHBIM, IOCJIEIOBATEIBHBIM,
yOEUTENbHBIM B KOPPEKTHBIM 110 (popme. DakThl ¥ COOBITHS JOJKHBI H371araThcs 00BEKTHBHO,
JaKOHUYHO, SICHO. - TeKCT muceMa He  JOIDKEH JIONMYCKaTh pPasjIduHOrO TOJKOBAHHMS.
B 3aBucMMOCTH OT THNA IHCHMA M €0 COAEPKAHUS TEKCT MUChMA MOXKET OBITH IMPOCTHIM HITH
CIOXKHBIM. [IpoCThIE mMCBEMa COCTOAT M3 OJHON-ABYX YacTel: BCTYIUICHHS M 3aKJIIOYEHHUS.
CrnoxHple B KOMIO3MIMOHHOM IIIaHE IIMChMa COZEPXAr BCTYIUIEHHE, OCHOBHYIO HYacTh
(moxasarenbCTBO) M 3akmroueHwe. Hadamo mmceMa MOXET HMMETh CIIEAYIOIIME BapHAHTHI
oOpatneHus:

*  Veaowcaemuiii Heopo Jleonuooeuy!
»  Veaoicaemuiii 2ocnooun 3opun!
*  Veaowaemvie 2ocnooa! (ynorpeOnsieTcs, KOrJa HEM3BECTHBI MMEHA MOIydaTesel

MHACHMA)

Bo Berynuiennn naercst 060CHOBaHKE BOIPOCA : M3JIAraeTcs NPUYMHA, OCHOBAHHE HIIH
000CHOBaHHE COCTAaBJICHMS ITMCbMa, IPUBOAATCA CCHUIKM Ha JOKYMEHTHI, SIBJISIOIIHAECS
OCHOBAaHHMEM IOATOTOBKH IMHUChMa (Harpumep, "B césasu ¢ mem ..., Coenacro konmpakmy om ...
N ... B cooméemcmeuu c ... ...). B OCHOBHOM 4acTy (JOKa3aTelbCTBE) M3/IaraeTcsi CYIECTBO
BOIIPOCA, IPUBOJATCS 0Ka3aTelbCTBA WIIM OIPOBEPXKEHHS; OCHOBHAS YacTh JOJDKHA OBITH
yOenuTenbHoM, 49roObl HE BO3ZHHMKAJIO COMHEHHMH B IIPaBHIBHOCTH H 00OCHOBAaHHOCTH
npejaraeMplX penieHuii. B 3akmouenun GpopMyIupyeTcsi OCHOBHAS Lelib MHChbMa (Hampumep,
Ha ocnosanuu usnooicennoeo... Omnpaensem Bam ... Cmasum Bac 6 uzgecmmocmo
Hanomunaem Bam ... Coobwaem Bam, umo. ... Ilpocum onnamume 6 meuenue ... 6GAHKOBCKUX
owueil ... IIpocum npunsime yuacmue ¢ Ilpuenawaem Bac ..... Mot padwt npuenacume Bac ...)

B nrceMax Henonb3yror cietyonme GopMbl H3I0XKEHHUS TEKCTA OT IEPBOTO JTUIA:
— MHOXECTBEHHOTO UHCIA (MPOCUM, COOBWAeM, HANPaGIsieM, HANOMUHAEM, GbICHLIACM

U T.JI), TaK KaK JOJDKHOCTHOE JIMIIO, IOAIMCABIIEE MHCHMO, BBICTYIAeT OT HMEHH

OpraHU3aIHK); . ~

— ©IMHCTBEHHOIO 4YHCla (npouty, npeonaeaio, HAnpaenslo W T.JI.), BOSMOXHO B JBYX

ClTydasix:

" IMCHMO O(OpPMIISIETCS Ha JTODKHOCTHOM OJIAHKE;
" IUCHMO HOCHUT KOH()HICHIMATBHBIH XapakTep WK COIEPXKHUT NEPCOHAILHOE 0OpaIeHue

K ajzpecary.

ITncema MOXHO 3aKOHUHTE (pasoit «C ysaoicenuem».

- OTmeTKa 0 HAJIMYUK TPHIOKEHUS (TIPH HEOOXOIUMOCTH).

- Odopmnenne pexBusuta [loANKMCH TNPOM3BOAWTCS B COOTBETCTBHM C  OOIIMMH
TpeOOBaHMAMM M BKJIIOYaeT B ceOs HaMMEHOBAHHE JOJDKHOCTH JIMIA, ITOITMCABINETO
JIOKYMEHT, JINYHYIO IOANHUCH U paciIi(POBKY MOIIHCH. ,

—  PexBusur ®amwius u TeneoH HMCHOIHHUTENS MPOCTABISIETCS B JEBOM HIDKHEM YTy
JULEBOM Wik 00OPOTHOM CTOPOHBI ONaHKa IMOJ MOANMCHIO PYKOBOAWTENS (HampHMep,
H U Cemenos 253-98-78).

8.8. JlokaHble U OOBSICHUTEIbHBIE 3AIIMCKH.

’




8.1. loxnannas  3ammcka - 9TO JOKYMEHT, aJpeCOBAHHBIH  PYKOBOIHTEIIO
¥ MHQOPMHPYIOIIUH €ro O CIOXKMBIIEHCS CHUTyalld, MMEBIIEM MECTO SIBJIEHUM MM (aKT
BBIIIOJTHEHHOH palboTBI, a TAKXKe COJEPIKALIMNA BBIBOJIBI M MTPEIOKEHUS COCTABUTEIS.

8.1.1. Jloxnannas 3amucka ohOpMIISIeTCs MEeYaTHBIM CIIOCOOOM Ha MPOCTOM JIMCTE Oymaru
C BOCIIPOM3BE/IEHUEM PEKBU3UTOB OJIaHKA, TAKXKE MOJXKET BBITOJHITHCS PYKOIKMCHBIM CIIOCOOOM.

8.1.2. Texcr moxyaJHOHM 3alUCKM NEIMTCS HA JIBE YacTH: IepBasi - KOHCTATHPYIOLIas, IJe
U3JIaraloTCs MMEBIIME MECTO (aKThl WM OIKCHIBACTCS CHUTYAIlWsl,; BTOpas - IJIE€ W3JIaraeTcs
IIpeITI0KEHHUE, Mpochoa.

Texcry pmoxmamHo# 3amucku  00s3aTeNFHO TPEAIIECTBYET 3arojOBOK, HAUYMHAIOLIMNACS
¢ mpeayiora « Oy, «O6y.

8.2. OObsAcHHUTEeNBHAS 3alHCKAa — JOKYMEHT, MOSICHSIOIMH COIEPIKAHHUE OTHEIbHBIX
TIOJIOXKCHUM OCHOBHOT'O JIOKYMEHTA WM OOBACHSIONMEH MIPHYHHBI KaKOr0-THO0 COOBITHS, (haKTa,
HOCTYIIKA. -

8.2.1. OOmsicHUTeNbHAs 3alHCKa, MOSCHSIOUIME COJEPIKAHWE OTAEIBHBIX IIOJOKEHHUH
OCHOBHOT'O JIOKyMeHTa, opopmiisieTcst Ha o011eM OJIaHKe YUIpesKIeHHsL.

8.2.2. OOBsAcHUTENbHAS 3aIHCKa [0 MOBOAY KaKUX-THMOO MPOMCIIECTBHUM, CI0KUBIIUXCS
CUTYyallMii, IIOCTYIIKOB U IIOBEJCHUS OTJEIBHBIX PAOOTHUKOB O(POPMIISIETCS HA YMCTHIX JIMCTAX
OyMaru ¢ BOCIIPOU3BEICHUEM TeX )K€ PEKBH3UTOB U IOAMKCHIBAIOTCS COCTABUTENIEM.

8.2.3. CityxeOHble 3aIMCKH PETUCTPHPYIOTCS B XKypHAJE U MOJAIOTCS Ha PacCMOTPEHHE
PYKOBOJUTEIIS, ITOCIIE PE3QIIIOLUHU TOBOJATCS O UCTIOTTHUTEIIS.

9. KampoBas JOKyMEHTAIlHsi - COBOKYIHOCTH ()OPM (IOKYMEHTOB), OTPa’KAIOIIUX
HajM4Yue W JBHIXKEHHE IEpCOHaka. JIBMoKeHHE IepcoHana - onHa M3 Oa3MCHBIX KaTeropui
yIIpaBJIEHUS IIEPCOHAIIOM, 110JT KOTOPO#i, KaK MPaBHJIO, TOHUMAFOT:

® mpueMm Ha paboTy;

" [IepeBOJ Ha JIPYrylo pabory;

"  [IpeJOCTaBJIEHUE OTITYCKa;

"  YBOJIbHEHHE.

9.1. BaxxHOCTh KaJpOBOM JOKYMEHTAIMH TTOATBEPXKIAETCS, MPEXKIE BCETO, TEM, UTO JIIOOO0H
KaJpOBBId JTOKYMEHT (UKCHPYeT IOPHIMYECKH 3HAuMMble (aKThl, KOTOPBIE SBIISIOTCS
OCHOBaHHEM COBOKYITHOCTH KOPPECIIOHIUPYIOIIHX JIPYyT IPYTy MpaB H 00sI3aHHOCTEN pabOTHHKA
u paboromarens. Hampumep, JOISKHOCTHAas  MHCTPYKIHMS — SIBJISETCS  JOKYMEHTOM,
MOATBEPXKIAIOIIAM IIPABOMOYMS TOTO MM HHOTO JO/DKHOCTHOTO JIMI[A HA COBEPIIEHHUE
IOPHINYECKH 3HAYMMBIX JICHCTBHH, BXOSIIUX B €r0 TOJHDKHOCTHBIE 005S3aHHOCTH.

9.2. BezeHue KanpoBOro Je0NPOU3BOICTBA MO3BOISET S(QPEKTUBHO PENTUTH Cpa3y HECKOIbKO

3ajau:
JlokymMeHTanbHO OOPMHUTE TPYJOBBIE OTHOLICHHUS, HOPMATH30BATH KaJPOBbIE MPOIIEILYPhI.

— IlocTpouTh CTPOHHYIO CHCTEMY YNPABJICHUS NEPCOHATIOM, OTBEYAIONIYIO CTPATErHYECKUM
3ajja4yaM yIpaBICHHUS.

— PernamentupoBaTh B3aMMOOTHOIIEHHs paboTHHKA M paboTtomatess. BBeaeHue KaapoBBIX
JOKYMEHTOB IO3BOJIIET JOOHMThCS «OanaHca HMHTEpecoB» paboroiarenss W pabOTHUKOB
IIyTEM YETKOM periaMeHTalldi: YeM KOHKPETHO MOJDKEH 3aHUMATBHCS KaXKIbli pabOTHHK
(HampuMep, B TODKHOCTHBIX HHCTPYKITHSX) M KAKOBBI (PYHKIIHH paboTOmATEIs.

— Co3are OpraHu3anMOHHO-IIPABOBBIE OCHOBBI TPY/IOBBIX OTHOIIEHHH, KaK Ui PaOOTHUKOB,
Tak U Juin pabortonmarens. C OmHOM CTOPOHBI KaJpOBBIE JOKYMEHTHI IOJJIEPKHBAIOT
UHTEPECHl paboToNaTeN s, a C IPYroH - HANPaBISIOT €ro JUls HeJOMYIICHUS! KTHOPUPOBAHUS
TpeOOBaHUHN TPYIOBOTO 3aKOHOAATEIHCTBA. :

— -PaspemmTs TpyJOBBIE CIIOpPBHI IIPU BO3HUKHOBEHHH KOHQIMKTHBIX CHUTyalldil, 0COOEHHO
KOIJia KajapoBas JOKyMEHTAlWsl BBICTYNAaeT KaK OJHO W3 IHUCHMEHHBIX JI0Ka3aTelLCTB B
cyieOHOM pa30upaTesIbCTBE 10 TPYAOBBIM CIIOPAM.

9.3. OCHOBHOHM CMBICI KaJpOBOH JOKYMEHTallUH - B HPUJAHUH OOJBIIEN MPO3PAUuHOCTH

TPYJOBOMY Iiporieccy. Best cucrema xaapoBOi MOKYMEHTAI[MM YCTAHABIMBAET OMPEIE/ICHHBIE




«IIpaBWJIa WIPBI», HPU COOMIOAEHMHM KOTOPBIX COTPYIHHKH YYBCTBYIOT CTaOMIBHOCTH, a
aJMUHHUCTpAIHs 3HAUUTEJIHHO TIOBBIIIAET YIPABISIEMOCTH TIEPCOHAIA.
9.4. B Yupex1eHuu MPUMEHSIOTCS ClIeyIoIue YHU(PUIMPOBAHHBIE ()OPMBI IO YIETY KapOB:

—  NeT-1 «Ilpuka3s (pacnopsbkeHue) o mpueme pabOTHUKA Ha paboTy»;

—  NeT-2 «JIuunas kaprodka paboTHUKAY;

—  NeT-3 «IlltatHoe pacnrcanuey;

— NeT-5 «IIpuxa3 (pacnopsbxenue) o nepeBojie paboTHHKA Ha IPYTYIO paboTy»;

—  NeT-6 «IIpuxka3 (pacnopspkeHue) 0 MpeI0CTaBICHUH OTITyCKa pabOTHHKY Y,

— NeT-6a «Ilpuka3 (paciopspkeHue) o peI0CTaBICHUH OTITYCKa Pa0OTHHKAMY ;

- NeT-7 «I'paduk oTmyckoBy;

- NeT-8 «Ilpuka3 (pacopspkeHHe) O IpeKpauieHu  (PacTOpXKEHHH) TPYAOBOTO JOTOBOPA C

pabOTHUKOM (YBOJIbHEHUH )Y,

— NeT-11 «ITpuka3 (pacrnopsikeHHe) O MOOIIPEHUH PaGOTHHKAY;
NeT-13 «Tabenpb yuera pabodyero BpeMeHH;

9.5. B coorBercTBUH C TpeOOBaHHSIMHU TpPYIOBOrO 3aKoHOAareabcTBa P B Yupexmenun
YCTAHOBJIEH €JUHBIA NMOPSIOK O(OPMIICHHS IpUEeMa, YBOJBHEHHUS M ITEPEBOJA COTPYIHHUKOB.
CoOBOKYITHOCTh JOKYMEHTOB, B KOTOPBIX 3a)UKCHPOBAHBI OSTallbl TPYAOBOH JIEATEIHLHOCTH
COTPYIHHUKOB, Ha3bIBACTCS IOKyMEHTALUEH 110 TIMYHOMY COCTaBY.

K Takum loKyMeHTaM (IepBO# rPYIIITBI) OTHOCSTCS:
1. JlokyMeHTanus 1o npremy Ha paboTy (3asBjeHHE O IpHEME Ha paboTy, TPYIOBBIE JOTOBOPEI
Y JIONIOJHUTEIIbHBIE COTJIAIEHUs, IPUKa3 O mpuemMe Ha paboTy).
2. JlokyMeHTaIMs 10 IepeBoay Ha Ipyryio paboTy (3asBiieHHE O TEpeBOJie Ha APYIryio pabory,
IpEJICTaBIEHUE O NIEPEBOIC Ha APYTyIO paboTy, MpHKa3 O MepeBoJie Ha JPYyTryio paboTy).
3. JlokyMeHTauusi 1O YBOJIBHEHHIO ¢ paboTel (3asBieHHEe 00 YBOJBHEHHH, IIPHKa3
00 yBOJIbHECHHH).
4. NloxymeHTaIus 1o ohopMIIEHHIO OTITYCKOB (rpad¥K OTIYCKOB, 3asiBIICHHS O MPEIOCTABICHUH
OTIIyCKa (B T.4. IPEABAPUTEIHHOE ), IIPHKA3 O MPEAOCTABICHUH OTIIYCKA).
5. JlokymeHTanus 10 OG(OPMIICHHIO IOOIIPEHUH (TIpeCTaBIeHHE O IMOOIIPEHUH, IIPUKa3
0 MOOLIPEHUN).
6. JlokymenTanuss 1o OQOPMJICHHIO HCUUIUIMHAPHBIX B3BICKAHHWN (HOKJIaJHAs 3aIKcKa
O HapylIEHWHM TPYIOBOM IUCLMIUIMHBL, OOBSICHUTENbHAS 3allUCKa O HAPYIIECHHH TpPYIOBOM
JUCLIMILIMHBL, IIPUKA3 O HAJIO)KEHUHU JUCIUILTHHAPHOTO B3BICKAHHS).
7. JlokyMeHTanus 110 HaYUCIICHHIO 3apaboTHOM uIaThl (TapuuKanus, IpHKassl 0: Ha3HAYEHHH
IelarOTUYECKOM Harpy3Kd, 3aMeIleHHH, JoIUlaTax M Haj0aBKax; Tabenb ydera pabodero
BpPEMEHU;
pacueTHBIN JTUCTOK).
8. JlokyMeHTBI 1O ydYeTy IHMYHOIO COCTaBa paOOTHUKOB (JIMYHAsS KapToyka pabOTHHKA
(T-2), nuunoe neno, Kuura ydera mudHOTO cocTaBa pabOTHUKOB).

9.6. Ilonyuenue u o00OpaboOTKa JOKYMEHTOB IO JIMYHOMY COCTaBY OCYIIECTBIISIETCS
B COOTBETCTBHH ¢ ITos10okeHneM 0 3aiuTe nepcoHaIbHBIX JAaHHBIX PAOOTHUKOB Y UpEXKICHHS.

9.7. TpynoBo# 10roBOp — JOKyMEHT, (MKCUPYIOIIUI COTIacHe CTOPOH 00 YCTaHOBICHUH
TPYAOBBIX IIPABOOTHOLIEHMA U peryJupyomuid ux. JloroBop [M0ODKEH OTBeYaTh BCEM
IIPEYCMOTPEHHBIM 3aKOHOJATENbCTBOM P® TpeGoBanusiM Kk Hemy. J[OrOBOpBI COCTaBISIOTCS
PYKOBOJIUTETIEM.

9.7.1. CropoHamu TpyZOBOIO JIOTOBOpa SIBISIIOTCS Y4pexaeHue (paboTojarelin)
U pabOTHUK. /

9.7.2. TpynoBo#t JOroBOp JOJDKEH 3aKII0YaTHCS B TUCHMEHHOU (opMe.

9.7.3. JloroBop cocraBiisieTcss B JBYX O3K3eMIUIIPAX, MOJIHACHIBACTCS PYKOBOIHUTEIIEM
U pabOTHUKOM, 3aBepsieTcsi medyarbio. OJUH SK3eMIULIp J0TOBOpa XPAaHUTCS B yUPEXKICHHUH,
BTOpOH — y pabotHuka. TpymoBoii JOroBop XpaHutcs — 75 Jier.

9.8. Cornamenue K TPYIOBOMY JIOTOBOPY - JOKYMEHT, KOTOPHIM CTOPOHBI O(OPMIISIOT
U3MEHEHME OIPENICJIEHHBIX CTOPOHAMH YCJIOBHM TpPYZOBOro J0roBopa. Takoe corjamieHue




SIBIIIETCS HEOTHEMJIEMOM 4YacThiO TPYAOBOrO JoroBopa. OHO JODKHO OBITH COCTaBIIEHO
¥ 0()OPMIIEHO B TOM K€ MOPSIJIKE, YTO U TPYIOBOM JOTOBOP.

9.9. Ilpuka3sbl 10 TPYAOBHIM IIPABOOTHOIIEHHSIM JEJISATCS Ha JIBa BUJA:

— TIPUKa3bl 10 JUYHOMY COCTaBY («JI.C.») CO CPOKOM XpaHEeHHs — 75 jer

" mpueMm Ha paboTy;

"  [epeMeIIeHHE;

"  COBMeIIEHUE (MOpyUYEHHE JOTIOJIHUTEIHHON paboThl);

"  [epeBOJ Ha JpYyTyio paboTy;

"  YBOJIbHEHHE;

" aTTecTallMs, NOBHIINICHUE KBATU(UKAIIH,

"  W3MEHEHHE (paMUIIHH;

"  OOIIPEHUH , HATPAKICHUH;

" omiaTta TpyAa (TapuduKanuu, U3MEHEHUH yueOHOW Harpy3kd, yCJIOBHM Tpyda, oObema

paboThI), NPEMUPOBAHUE, A3 IMYHBIE BBIILIATHI;

"  OTIyCKa II0 yXOIy 3a peOCHKOM;

— IIPHUKA3bI 10 KaJipaM («K») CO CPOKOM XpaHEHHS — 5 JIeT

" JIMCHUIUIMHAPHBIX B3BICKAHUSX;

" EXErofHBIX OIUIAYMBAEMBIX OTIIyCKaxX, OTIycKa 0e3 COXpaHEHHUS COJIEpIKAHUS

(3apaboTHO¥ TUIATHI);

"  OTIyCKax B CBSI3U ¢ OOyUEHHEM;

" JIeXYypCTBaXx;

"  KpaTKOCPOYHBIX BHYTPUPOCCHHCKHUX M 3apyOeKHBIX KOMaHIUPOBKAX.

9.9.1. Bece nmpukasbl 10 IMYHOMY COCTaBY M KaJpaM OOBSIBIISIFOTCSI paOOTHUKY IO/ PACITUCKY.
OtMerka 00 O3HAKOMJIEHMM C IPHKA30M IPOCTABISAETCS CAMUM PAOOTHHUKOM M COJEPIKHUT
IOJITHCHh paboTHHKA, paciupoBKy moamucu U aary. OcobeHHO HeoOXoauMa dTa OTMETKa Ha
npuKazax 00 yBOJbHEHUH.

9.10. Ha Bcex paGOTHMKOB B Y4UpexJEHUH BEHYTCS TPYIOBBIE KHHXKH, JIUYHBIC Je€ja
Y JIMYHbIE KapTOUYKH paboTHUKOB ¢. T-2.

9.11. TpyznoBasi KHUXKKA — OTHOCUTCS K YHCIY OCHOBHBIX JOKYMEHTOB, IOJTBEPIKIAFOIIHX
€ro TPYIOBYIO JAESATEIBbHOCTh M TPYyHAOBOH cTax. TpynoBble KHMXKKH BEAyTCS Ha BCeX
COTPYAHHUKOB, IPOPabOTaBIIKX CBBIIe SiHel. IlocTynaromme Ha paboTy 0Os3aHbI IPEBSIBUTH
TPYHAOBYIO KHIXKKY (7 COBMECTUTENs] KOIHIO TPYAOBOM KHHUXKH), OQOPMIICHHYIO
B YCTaHOBJIECHHOM nopsake. IIpuem Ha paboty 6€3 Tpy10BOM KHM)KKH HE JIOITyCKAeTCs.

9.11.1. Opopmnenue TpyIOBONH KHHXKKH pPaOOTHUKY, NPUHATOMY Ha pabOTy BIIEpBBIE,
ocymecTBisieTcs: paboToareneM B MPUCYTCTBUU pabOTHUKA HE MO3/HEE HEIEeIBHOTO CpoKa Co
IHS mpueMa Ha paboty. B ToM ciydae, ecau B TPyHOBOM KHHXKKE HE OCTAETCSl MecTa IS
3anuceit B rpade «CBeneHus o paboTey, 3aBOAUTCS BKJIAIBIII K HEH.

9.11.2. Ilpu yBOJIbHEHHH TPYAOBask KHI)KKA BbIIA€TCs pAOOTHUKY B JIEHb YBOJBHEHHUSI.

C nenbio obecriedeHus: COXpaHHOCTH TPYJOBbIE KHIKKH XpaHsTcs B ceiide. HeBocTpeOoBaHHBIE
TPYAOBBIE KHUXKKH XPaHATCS 10 BocTpeOoBanus He MeHee 50 jer.

9.11.3. C nenpio yuera TPyHOBBIX KHM)KEK M BKJIAJbIIIed K HUM Bezaercs - Kuura ydera
JIBHDKEHUS TPYAOBBIX KHWXKEK M BKJIaJblel Kk HUM. KHura ydera ABH)KEHUS! TPYIOBBIX KHUKEK
U BKJIQJBIIEH B HUX XpaHutcs — 50 ner.

9.11.3.1. B xHure ydera JABM)XEHUS TPYIOBBIX KHIDKEK M BKJIAJBIIEH K HHM
PETUCTPUPYIOTCSI BCE TPYJOBBIE KHUIXKKU, NMPHUHATBIE OT PabOTHHKOB IPH IOCTYIUIEHUH Ha
paboTy, a TaKXe TpPYAOBbIE KHIDKKM W BKJIQJBIINKA B HUX C yKa3aHWEM CEpUU M HOMEpa,
BbIJIaHHbIE pa0OTHUKAM BHOBB. ‘

9.11.3.2. Tlpu mnoyiyueHHUH TpPYIOBOH KHW)XKKM B CBSI3M C YBOJIbHEHHEM pPaOOTHUK
paclMChIBAETCS B KHUTE yUeTa TPYAOBBIX KHI)KEK U BKJIAIBIIICH B HUX.
9.11.3.3. Kuura yuera IBUKEHHS TPYIOBBIX KHID)KEK M BKJIQJABIINEH B HHUX JIOJDKHA OBITh
IIPOHYMEPOBAHa, IMPOLIHYPOBaHa, 3aBE€PEHa MOJANUCHI0 PYKOBOJIUTENS M CKPEIUIEHA I€YaThio
YUPEKICHHUS.




9.12.1. Jluynoe 1€n0 COTpYAHMKA — 3TO COBOKYITHOCTH JOKYMEHTOB, COJEPKAINMX Hamboee
IIOJTHOE CBEJIEHHsT O pabOTHHKE W €ro TPYIOBOM JedATeNbHOCTH. JIM4yHOE [1eI1o
opopmisieTcss Mocie M3JaHUs NpHKasa O mpreMe Ha paboTy. JIOKYMEHTHI B JIMUHBIX
JieJiaX pacrojiaraloTcs B CIIEAYIOEM MopsKe (Jlajee 1o Mepe MOIyYeHHs JOKYMEHTOB):

— BHYTPEHHSISI OIIKCH JOKYMEHTOB JIEJIa;

— ankerta ¢ pororpadueii;

— KOIIUS MacnopTa;

— KOIMs IpHKa3a o0 mpueme Ha paboTy;

— _TpPyAOBOH 10TOBOD;

— COIJIALIEHHs K TPYJIOBOMY JIOTOBOPY, B TIOPSIIKE IO/ ITHCAHUS;

— 3asBJIEHHE O IIpHeMe Ha paboTy;

— JIOKyMEHTHI 00 00pa3oBaHuu;

—  JIOKYMEHTHI O IPOXOXKIEHHH KyPCOB;

— xonus MHH;

— KOIIUs CTPaxoBOro neHcuoHHoro cauaerenscTea (CHUJIC);

— Komnws (1) CBUAETEIBCTBA O POXKICHUH peOeHKa,

— JIOKYMEHTBHI MOJTBEPKJIAIOIIKE HM3MEHEHHE (aMuiIuu (KOMHs CBHIETEIhCTBA O Opake,
cipaska u3 3AI'Ca);

— JIOKYMEHTBI, IOJATBEPXJAIOIIME IepeaTTecTaluio (aTTeCTAlMOHHBIM JIMCT, 3asBIICHHUE
IIPEJCTABICHUE H T.IL.);

— KOIMH JOKYMEHTOB O HarpakKJICHHH;

— BBIIMCKH U3 IIPUKA30B O HA3HAYCHHH, TIEPEBOJIE, YBOJILHEHHH;

— 3asBlieHUE 00 YBOJILHEHUH;

— KOIIMs TPYAOBOW KHMXXKH (JJIsI COBMECTUTEIEH );

— cIpaBKa 00 OTCYTCTBHH CyIUMOCTH.

9.12.1. B nmnyHOE 1€J10 HE MOMEMAIOTCs KOTIUM TIPUKA30B O HAJIOXKEHUH B3BICKAHWH, CIIPABKH

O COCTOSIHMH 3/I0POBbs, 3asBJI€HHMs 00 OTIyCKax, KOIHMH IIPUKa30B 00 OTIyCKAax W JIPyrue

JIOKYMEHTBI BTOPOCTEIIEHHOTO 3HAYEHHSI.

9.12.2. Konuu OKyMEHTOB B JIMYHOM JieJie JOJDKHBI OBITH 3aBepeHbl (Hampumep, «Komms

BEpHA» MOJIIUCH, 1aTa U I1eYaTh). i

9.12.3. Jluunble mena MOTYT BBIIABATHCS BO BPEMEHHOE IOJIb30BAHHE OIpeCIEHHBIM

JO/DKHOCTHBIM JinaM. Kpyr Jmm, aomyckaeMbiX K TIOJB30BAHHIO JIMYHBIMM  J€JIAMH,

OIIPEETISIFOTCS TUPEKTOPOM Y upekieHns. JInuHble ea He BBIAIOTCS Ha PYKH pabOTHUKAM, HA

KOTOPBIX OHU 3aBEJICHBEI.

9.12.4. Ilpu paGoTe.c IMYHBIM JEJIOM, 3alpeliaeTcs MPOU3BOJUTH KAKHe-THO0 UCIIPaBICHHUS

B paHee CJIeNaHHBIX 3allUCsAX, BHOCUTH B HErO0 HOBBIC 3aIMCH, H3BJIEKATh M3 JIAYHOIO Jeja

UMEIOIINECS TaM JIOKYMEHTHI.

9.12.5. JInynple nena UMEIOT JUTUTEITBHBIN CPOK XpaHenus (75 jer).
9.13. Jluynas xaprouka ¢opmbl T-2 — 3aBoauTcs Ha BeceX pPaGOTHHKOB YUpEXICHHS,

IOPUHSTHIX Ha MOCTOSHHYIO, BPDEMEHHYIO PaboTy, paboTy 110 COBMECTHTENILCTBY.

9.13.1. JInynbIe KapTOUKH 3aMOJTHSAIOTCS PAOOTHHKOM KAaHIIEIIPUM HA OCHOBAHMH:

— IIpHKa3a o mpueMe Ha paboTy;

— Tacropra,

— TPYIOBOW KHMXKH MJIM JOKYMEHTA, OATBEPIKIAIOIIETO TPYIOBOM CTaXK;

— CTPaxoOBOTr'0 CBUJIETEIILCTBA I'OCYIaPCTBEHHOI0 IIeHCHOHHOTO cTpaxoBanus (CHWJIC);

— JIOKyMEHTOB BOMHCKOIO y4Y€Ta — JijIsi BOEHHOOOS3aHHBIX U JIHILI, ITOJUICXKAIUX [IPU3BIBY Ha
BOEHHYIO CITYXKO0Y;

— JIOKyMeHTa 00 00pa30BaHUM, O KBATM()HUKAIKWK WM HAIUYUM CIIEIMAIBHBIX 3HAHUN WMIH
CIEIUaIbHOM TOATOTOBKH;



— CBEJICHHH, COOOIIEHHBIX O cebe pabOTHHKOM (aHKeTbl). B OTHENbHBIX Cilydasx ¢ ydeTom
crenuuky paboThl B COOTBETCTBHM € JEHCTBYIOIIMM 3aKOHOAATENHCTBOM P® Mosxer
TIpelyCMaTPUBATECS HEOOXOMMOCTD MIPENBABICHHS IOMOIHUTEBHBIX JOKYMEHTOB.

9.13.2.1. B o0s3aTeIbHOM MOPSIIKE MPOCTAaBIAETCS NaTa 3allONHEHUs JIMIHOM KapTOUYKH

Y JINYHAs IOITHCH pabOTHHKA.

9.13.3. I'naBHbIM pasjenoM KapTouku sBisieTcst paszaen «lIpuem Ha paboty, u IepeBOIbI Ha
Apyryro paboTy». 3aliCh B 5TOM pa3jieNie JOJIKHBI CONEPXKATh CCBUIKM HA JaThl H HOMEpa
IPUKA30B O HA3HAYCHMHM, NEPEMCLICHHH WM YBOJHHEHHH DAOOTHHKA, T.K. HEPEIKO CITyXKaT
OCHOBaHMEM JUISl TIOATBEPXKACHHS CTaa paboTHHKA. B KOHIle KaX/10ii 3amucu B 9TOM pasjiene
JI0JDKHA CTOSITH MOANKMCH pabOTHHKA, HA KOTOPOTO 3aBe/IeHa KapTOUKa.

9.13.4. Jludnas kaprouka 3aBOAMTCS HA DaGOTHHKA B OIHOM BK3EMILISPE, XpaHUTCS
B OT/ICJIBHOM KapTOTEKE, COCTABIEHHOM 1O andaBuTy hamuiinii paboTHUKOB.

9.13.5.  Kaprouku yBOJNEHHBIX pabOTHHUKOB, (GOPMHUPYIOT B CAMOCTOSTEIBHOE JIENO
1o andasury (o TpeM nepsM OykBam damuimii). Cpok XpaHEeHHs THUHBIX KAPTOUYeK — 75 JIeT.

9.14. Kuura ydera muqHOrO coctaBa paGOTHHKOB — [IEPBOHAYAITBHAS 3aIIHCh IPOM3BOIATCS 110
COCTOSIHMIO Ha Hayauo y4eOHOro rozja ¢ oOImel MOpsAAKOBOH Hymeparmeil, Ha4wHas ¢ 1-ro
HOMEpa B all)aBUTHOM HOPSIIKE.

9.14.1. BHoBb noctynarommue pabOTHHKH 3alIUCHIBAIOTCS B MOPSIIKE TIOCIEIYFOLIIX HOMEPOB.
Ha pa3BepHyToii cTpanuie 3anuceiBacTcs He 6omee 10 yenoBex.

9.14.2. 3anucu B KHUTY JIOJDKHBI OBITH JOKYMEHTAIBHO 0OOCHOBAHEL.

9.14.3. Kxura y4era TMYHOr0 cOCTaBa XPaHUTCS B 00Pa30BaTeNbHOM YUPEKICHUH B TEUECHHE
BCEr0 BPEMEHHU CYMIECTBOBAHHSA, & IPH CMEHE PYKOBOJMTENS YUPEKIACHHS [EPENAETCS HOBOMY
PYKOBOJIUTEITIO TI0 aKTYy.

9.14.4. 3a COXpaHHOCTH KHUTH U aKKypaTHOCTH €€ BEJIEHHs OTBEYAET PabOTHHK, HA3HAUEHHBIH
JUPEKTOPOM.

9.14.5. Kuura ydera JIMYHOTO COCTaBA MPOHYMEPOBBIBAETCS, IIPOLIHYPOBHIBAECTCS
U CKPEIUISCTCS MOAMUCHIO M IIEYaThIO PYKOBOIMTEIIS YUPEIKICHHMS.

Bropyio rpynmy cocCTaBiSiOT JOKYMEHTBI, CBSI3aHHBIE C OCYIIECTBICHHEM (GYHKIHH 110
VIIPABJICHHUIO TIEPCOHATIOM M OpraHM3anueil Tpyaa.

— IlpaBuya BHyTpEHHETO TPYIOBOIO PACIIOPSIKA;

— JIOJDKHOCTHBIE HHCTPYKIIUH Ha BCEX COTPYIHUKOB Y UPEIKICHHS;

— INTaTHOE paclHCaHue;

— JIOKYMEHTBI, yCTaHABIMBAIOIIME MOPSIOK 0OpabOTKH MEPCOHAIBHBIX JaHHBIX PaOOTHHUKOB,

UX IIpaBa ¥ 00SI3aHHOCTH B 3TOH 00JIaCTH;

— MpaBuUJia © MHCTPYKIIUH 10 OXpaHe TPy/a.

9.15. Ilpu npueme Ha paboTy (IO MOAIKCAHUS TPYAOBOTO JOTOBOpa) paboToxaTess 06s3aH
O3HAaKOMHTh PAaOOTHHKA IO/ POCTIMCH C KOJUIEKTHBHBIM JOTOBOPOM, IIPABHJIAMH BHYTPEHHETO
Tpynosoro pacnopszaka, npaswiamu OT IIb u Tb, nomxHOCTHONW WHCTpYKIMEH W ApyrHMH
JIOKQJIbHBIMM ~ HOPMATUBHBIMH ~ aKTaMH, HENOCPEICTBEHHO CBSI3aHHBIMH C  TPY/IOBOM
JEATETbHOCTHIO pabOTHHKA.

9.15.1. JlomKHOCTHAasE HHCTPYKUHS — 3TO IIPaBOBOH aKT, W3JaBaeMBIi IS perjiaMeHTaluu
OpraHu3allMOHHO-IIPABOBOTO  TIOJNIOXKEHHs ~ pabOTHHKA,  €ro  oOs3aHHOCTEH,  TpaB,
OTBETCTBEHHOCTH ¥ 00ECTIEYMBAIOIINN YCIOBHS 1JIst ero 3(eKTUBHON paGOTHL.

9.15.1.1. JlomkHOCTHAS MHCTPYKIHMS COCTABISETCS CHENMATHCTOM MO KaipaM Ha OCHOBE
JAOKYMEHTOB, COJEPXKAIIMX CBEIACHUS O MOJHOMOYHSX pabOTHUKOB. J[ODKHOCTHAS HHCprKuH;I
YTBEPXKIACTCS PYKOBOIUTEIIEM. ;

9.15.1.2. JIomKHOCTHAsT MHCTPYKIHUS IO CBOEMY COAEPXKAHMIO JOJDKHA COOTBETCTBOBATH
IpelyCMOTPEHHBIM 3aKOHOAATEIBCTBOM PD TpeGoBaHMAM, a HMEHHO: COIEPIKATH CIIEMYIOIIHE
pasjiesbl:

— 00IIHe MOJI0XKEHHUS;

— TpeOOBaHHS K 3HAHUSIM U MPO(ECCHOHATHHBIM HABBIKAM PA0OTHHUKA;

— TpeboBaHUs K KBaTMHUKAIMKA PAGOTHHKA;




— JIOJDKHOCTHBIE 00S3aHHOCTH.
9.15.1.3. Ha ocHOBaHMH JIODKHOCTHOM HHCTPYKIIMH pa3pabaThIBaeTcs TPYA0BOM JOrOBOP
C COTPYJHHKAMH.

10. YuebHo-negarorudeckas J0KyMeHTALHS

10.1. JIoKyMeHTBI IOIKHBI O(GOPMIISTHECS CBOEBPEMEHHO, YeTKO, pa3bopuuBo, 6e3
IIOTYHUCTOK, TIOMAPOK, BBI3BIBAIOLIMX COMHEHHE B MPABHIILHOCTH BHECEHHBIX JAHHBIX.

10.2. 3anucu B JOKyMEHTaX IOJDKHBI MPOM3BOIUTHCS PYYKOM CHHEro mpera. Tam, rie
HUMEETCsS BO3MOXXHOCTH TNPHUMEHEHHS KOMIIBIOTEPHOH TEXHHMKH, IOIYCKAETCs COCTABJIECHHE,
peNaKTUPOBAHHUE U pacliedaTka TEKCTOB C MX ITOMOIIBIO.

10.3. Ommbxa, nomymeHHas B TEKCTE WM [U(PPOBBIX JaHHBIX JOKYMEHTA, HCIIPABIISETCS
ClIeytomuM 00pa3oM: OIHOO0YHBIE CII0BA WK U(PhI 3a4EPKUBAIOTCS TaK, YTOOBI MOXKHO OBLIO
IPOYECTh 3a4EePKHYTOE, a CBEPXY MHUIIYTCsS YTOYHEHHbIE JaHHbIe. Bce BHECEHHBbIE UCIIPABIICHUS
JOJDKHBI OBITH OTOBOPEHBI U 3aBEPEHBI MOAIUCAMHE JIHI, 0QOPMHUBIIMMH JOKYMEHT.

10.4. Yuebno-nearoruueckast JOKyMeHTaIMsl Y UPEKICHUS COCTOUT H3:

— JIMYHBIX 3asBJICHHN yJaluXcs (3aKOHHBIX ITPE/ICTABUTEIEH );
— y4eOHBIE XypHAJIBI;

— KHHTH IIPOTOKOJIOB IIEJarOTHYECKOT0 COBETA Y UPEXKICHHUS;
— KHUIH [IPHUKA30B 10 YYAIHMCS.

10.5. B xnure npmxeHus ydammxcsi GUKCHPYeTCs MOCTYIUIEHHE W BBIOBITHE YJaIIIXCS
B T€YEHHE y4eOHOIo rojia, ¢ yKa3aHueM JaThl NpuObITHs/yObITHS, No puKasa.

10.6. YueOHpIf XypHAT — roCyJapCTBEHHBIH JOKYMEHT YCTAHOBJIEHHOTO 06pasma.

YuebHble )KypHAIIBI — XPAHSITCS B apXHBE YUPEXKIECHHS 5 JIET.

10.6.1. VwuelGHplii >KypHA7T IIOABEpPraeTcss NPOBEPKE €O CTOPOHBI aJIMHHHCTDPAIUH
C BHIHECEHHEM 3aMEYaHUi Ha CTpaHHIly «3aMeuaHHUs 0 BEJCHUIO YUeOHOTOo JKypHaIa» HE Pexe
1 pa3za B mecsiI.

Ilpy Hay4My 3aMedaHuii MM TIPE/ITIOKEHHH CO CTOPOHBI IIPOBEPSIONIETO TPEOYETCsS YCTPAaHHUTh
UX B TEUCHHE HEJIEIIH.

10.6.2. Bee 3amucu B yueOHOM JKypHase TOJDKHBI BECTHCh YETKO M aKKypaTHO CHHEH

IIaCTOM B COOTBETCTBUM C YCTAHOBJIEHHOM &)opMoi/'I.

11. Opranuzanusi J0OKyMeHT0000pOoTA

Opranuszanus paGoThl ¢ JOKyMEHTaMH — 3TO o0€CIeYeHHe ONTHMAIbHBIX YCIOBHH U BCEX
BHJIOB paboT C IOKYMEHTaMH ¢ MOMEHTA MX CO3/[aHusl (IIOJIyYEHHUS) 10 3aBEPLICHHUS HCIIOTHEHUS
(OTIpaBKH) WK 110 €10 YHHUTOXKESHHUSI HITH TIepe/iadi Ha apXUBHOE XPaHEHHE.

JloKyMeHTOO0O0POT BKIOYAET B ceOsi 00pabOTKy BXOMSMIMX TOKYMEHTOB, MX PETHCTpAIIMIO,
nepesiady JOKYMEHTOB BHYTPH Y4YPEXIEHHs, HUCIOIHEHHE JOKYMEHTOB, a Takke 0OpaboTKy,
PETHCTPAIIMIO ¥ OTIIPABKY UCXOISIIUX JOKYMEHTOB.

B Vupexnenun pasnugarorcst 3 moToka J0KyMEHTOB:

— JOKYMEHTBI, TIOCTYNAKOIIKE U3 APYTUX OpraHu3anuil (BXOIAIIHUE);
— JOKYMEHTBI, OTIIPABIIsIEMbIE B IpyTrUe OpraHu3anuy (HCXOISIIHE);
— JIOKYMEHTBI, CO3/[aBa€Mbl€ B YUPEKICHUH HCIIONb3yEMbIE B YIPABIEHYECKOM IPOLECCE
(BHYTpeHHUE).
11.1. Ilpuem u perucrpaiiuist JOKyMEHTOB A
11.1.1. O6paboTka BXOIAIMX JOKYMEHTOB 3aKIIOYaeTCsi B UX ITIPHEME, COPTHPOBKE,
PErucTpanuu U Inepeiave aapecary (MCIOIHUTENMO, pykoBoauTeno) OOpaboTka BXOMSIIMX
JIOKyMEHTOB OCYILECTBIISIETCS] CEKPEeTapeM B T€UEHHE pabodero JHsl.
11.1.2. Peructpanuu mnomiexar BCe JOKYMEHTBI, TpeOyIOIIWE YdYeTa, HCIIOIHEHHS,
HCIIOJIB30BAaHMsl B CIIPABOYHBIX LEJISIX, KaK MOCTYIAIOIINE U3 APYTMX OPraHu3alyii U OT YaCTHBIX
JIUILL, TaK ¥ 00pa3yromuecs B IEITEIbHOCTH 001e00pa3oBaTebHOro yupexnenus. He momiexar



PETHCTpalMi  MO3/IPABUTENIBHBIC IMCbMA, IIPUITIACHTEIbHbIC OWIEeTHI, WH(pOpPMAIUS IS
CBeJIeHHUs], OyXranTepckue JOKyMEHTBI [IEPBUYHOIO YUeTa.

11.1.3. JIoKyMEeHTBI PEruCTPUPYIOTCS OJMH pa3: BXONAIIME — B JEHb IIOCTYTLJICHHUS,
paclopsIUTENIbHBIC, BHYTPEHHHE M HCXOASIIME — B JI€Hb I[OANKCAHMS. B KypHamax
PErUCTpaIMK BXOAAIIEH U HCXOSIIeH KOPPECTIOH ICHIIUH.

11.1.4.  Perucrpauus JOKYMEHTOB OCYIIECTBISIETCS B CHEYIOIIEM  HOPSIIKE.
PacniopsiiurensHbv - TOKyMEHTaM B Hpefeliax KakIoro BHIA JOKYMEHTA IPHCBAHBAIOTCS
TOPS/IKOBBIE HOMEPA, B COOTBETCTBHHU C HyMepalluel, IPUHATOM! 110 JTaHHOMY BHJy JOKYMEHTA.
Ilpu  permctpammm BXOAAmIEro JOKyMEHTA B [PAaBOM HEJKHEM Iy 3aHOCHTCS
PETMCTPAl[HOHHBIA HOMEp, [aTa perucTpanud. IIpe HOCTYIUIEHMH OpUIHHANA BXOISIIErO
JIOKYMEHTa, TOJNyYeHHOTO paHee ((hakcom) M yxke 3aperHCTPHPOBAHHOTO, EMY IPHCBAHBACTCS
TOT )K€ PETUCTPALIUOHHBIN HOMEP.

11.1.5. JloxymenTsl YupexIeHHs TIDyNIHPYIOTCS IO BHAAM JOKyMEHTOB. Koruu
KOPPECTIOHICHIMY C BU3aMHU IO/IIIMBAIOTCS B MAIKK, B COOTBETCTBHU C HOMEHKIIATY PO JIeT.

11.1.6. Ilocme paccMOTpeHMS —PYKOBOIMTENEM, JOKYMEHTHI C  PE30JIOLHSIME
HAITPaBJIAFOTCS UCIOIHUTEISIM Yepe3 CEKpeTapst ¥ JOBOJATCS 10 UX CBEAEHHS MO POCITHCH.

12. KoHTpO/1b HCTIO/IHEHHS JOKYMEHTOB

12.1. Tlepemaua Bcex 3aperMCTPUPOBAHHBIX IOKYMEHTOB BHYTPH Y UpeXkIEHHS
NPOU3BOAUTCA HAa YCMOTPEHHE JUPEKTOpa IOJ PpAaCHUCKy; (akT mepeiadyd MOXKET
(bHKCHPOBATHCS B KypHAJIE.

12.2. KoHTpO/Ib MCTIONHERUS PACTIOPSTUTENBHEIX JJOKYMEHTOB ¥ MOPYYeHHH TUPEKTOpa
YupexieHuss yCTaHaBIMBACTCS C LENBIO - 00ECTIEYEHHs] CBOEBPEMEHHOIO M KAYECTBEHHOTO
MCIIOJIHCHHS TIOPYYCHUN W 3a/1aHuii, 3aQUKCHPOBAHHBIX B JIOKYMEHTAX.

12.3. KOHTpOJIb HCIOJIHEHHUS IOKYMEHTOB BKJIFOUAET B CeOS:

— IIOCTAQHOBKY JJOKyMEHTa Ha KOHTPOJIb;

— cOop u 0600wweHre MHPOPMAIME O COCTOSHHHM M PE3yJbTaTax MCTOJHEHHS MOPYYeHHH
(pe3omrornuii); )

— JIOBEZICHUE 3TOH UH(OPMAIMH 10 PYKOBOIUTEIICH, KOTOPHIMH JIaBAJIHCh MOPYYCHHUS;

— NpPUHATHE HEOOXOAMMBIX MEp II0 CBOGBPEMEHHOMY KAa4eCTBEHHOMY HCIIOJIHEHHIO
MIOKyMEHTOB, a B CiIy4ae HEOOXOIUMOCTH — BHECEHHE NPEIIOXKEHHH O TPHHATHH Mep
JUCIUTLIHHAPHOTO BO3/ICHCTBUS K HAPYIIHTEIISIM.

12.4. Obs3arenbHOMY KOHTPOIIO IOUIKHT HCIOJIHEHHE CTyKeOHBIX IOKYMEHTOB, B
KOTOPBIX ONPENECICHBI CPOKHM HCIOJHEHHUS, JHOO HMEIOTCS MOPYYEeHHs WM YKa3aHHsS o
IIOATOTOBKE U IPEJCTaBJICHHH JOKJIAI0B, OTBETOB, MPEUIOKEHUH, 3aKIIIOYEHUH U BBITOJTHEHHI
JPYTUX KOHKPETHBIX MEPOIIPHUSITHIA.

12.5. Cpoku wuCTONTHEHHS NOKYMEHTOB YKA3bIBAIOTCS B TEKCTE JOKYMEHTA WM B
pesoonuu pykoBoautens. Ecim cpok He ykaszaH, TO JOKYMEHT, Xano0a, 3asBICHHUE JIOJDKHDI
OBITh UCIIOJIHEHBI — B TEYEHHE MECSIIA.

12.6. KoHTposb 32 HCTIONHEHHEM BCEX BHIOB JAOKYMEHTOB, COMEPIKAIIUX MOPYUECHHE OT
PYKOBOJIUTEIS OCYIIECTBIISICT OTBETCTBEHHOE JIMIIO, HA3HAYCHHOE TUPEKTOPOM Y Upesk/ICHHUSI.

12.7. OTBETCTBEHHBII 32 KOHTPOJIb UCIIOJHEHHS 00S3aH:

— BECTH y4eT BCeX JIOKYMEHTOB (WM MX OTAEJIBHBIX IIYHKTOB), 0 KOTOPHIM ZIaHEI [I0PY e HHs
U YCTaHOBJIEHBI CPOKU HCIIOJTHEHHS;

— HMETb BCIO HEOOXOAMMYIO HH(OPMAIMIO 0 XO/Ie UCTIOIHEHHS KOHTPOIMPYEMBIX JOKYMEHTOB;

— TCPUOAMYECKH HANOMHMHATh HCIOJHUTENSIM O NPUONMKEHHM ¥ HCTEYEHHH CPOKOB
UCIIOJIHEHHSL JIOKYMEHTOB W IPHHHUMATh BCE HEOOXOJUMBIE MEpPHI II0 O0OECIeUYeHHIO
CBOCBPEMCHHOI'O  MCIIOJIHEHUSI JIOKYMEHTOB (IIOPYYEHHMH) WM TIPOMJIEHWH CpPOKAa B
YCTaHOBJIEHHOM TOPSIZIKE;



— OCYIICCTBIISTE NPEABAPUTEIIBHBIM aHAIN3 COIEpXKaIllelcs B oTBeTe (OTYETE, 3aKIIIOUYEHHH)
MH(bOpMALKK, TPOBEPATH €€ IIOJHOTY M COOTBETCTBHE TOMY IIOPYYEHHUIO, KOTOPOE
HaXOZUTBCSL HA KOHTPOJIE, a TaKXe MPOBEPKY MPAaBUILHOCTH OGDOPMIIEHHS W BU3MPOBAHHMS
IIOArOTOBJIEHHOT'O JIOKYMEHTA,

— CBOEBPEMEHHO JIOKJIA/IbIBATh IUPEKTOPY O (paKkTax HapYLIEHHUS CPOKOB MCIIOTHEHHUS,

— HPEACTABIATH UPEKTOPY CHPaBKY (YCTHO WIIM MACHMEHHO) O HEHCIIOJHEHHBIX JOKYMEHTAX
(IOpy4YeHHsIX) ¢ yKa3aHHeM NPHYMH, NPH HEOOXOIUMOCTH TOTOBHTH COOTBETCTBYIOIIHE
aQHAJIMTUYECKUE 3ATHCKH.

_12.8. Cusarue nokymeHTa ¢ KOHTPOJIS,
12.8.1. Ilpukas, nopydeHne (WM WX OTAETBHBIH IyHKT) CYMTAIOTCS BBITIOMTHEHHBIMH pu

YCIIOBUH, €CIIH:

— BBINIOJIHEHBI BCE YCTAHOBJICHHBIE 3aJaHMUSL;

— 0(hOpMIIEHHAS IO BCEM IPaBUIIaM CIIpaBka (OTUET, OTBET) CO BCEMH HEOOXOIMMBIMH BH3aMH
M 33 IOANHCBHIO OTBETCTBEHHOIO = HCIOJHUTENS MPEJCTaBICHA COOTBETCTBYIONIEMY
PYKOBOJIUTEITIO;

— PE3YNBTAaTBl PaCCMOTPEHHS KOHTPOJIBHBIX [OKYMEHTOB IOJDKHOCTHBIM JIAIIOM, KOTOPOMY
AaBalloCh  MEPBOHAYAILHOE MOpPYYeHHE, He TpeOyIOT MOBTOPHBIX JOKJIA[0B, a BCE
NOJAIIMCAHHBIC UM JIOKYMEHTHI OTIIPABJICHBI aJpecaTam;

— 3aMHTCPECOBAHHBIM OPraHM3ALUIM U JIULAM COOOIIEHBI Pe3yIbTAaThl PACCMOTPEHHS.

12.9. Pemrenue o CHATHM OKYMEHTa C KOHTPONS NPHHEMAETCS TeM IODKHOCTHBIM

JIMIIOM, KOTOPHIM OBUIO JaHO MIOPYYEHHUE 10 €r0 BHITOIHEHHUIO.

12.10. Texnuyeckyro mpoueaypy CHATHS IOKYMEHTa C KOHTPOJISI OCYIIECTBIISIET

COTPYIHMK, OTBETCTBEHHBIH 32 KOHTPOJIb IOKYMEHTA.

13. CocraByienne HOMEHKIATYPBI B pOPMHPOBAHHE €1

13.1. B uensx mpaBuibHOTO (OPMHpOBaHMS el YUpexIeHHsS, 0OeCHeYHBAIOMEro
OBICTPBIA MOMCK JOKYMEHTOB IO MX COJAEPXAHMIO H BHIAM, [IPOU3BOIUTCS KJ1accupuKanus
JIOKYMEHTOB.

13.1.1. Knaccudukamusi HOKyMEHIOB 3aKpemuisercss B HOMEHKJIAType el - CIHCKE
HaVMMEHOBAHMH JIeI, 3aBOJMMBIX B JIETONIPOM3BOJICTBE 0OIMIE06PA30BATEHHONO YIPEKIICHHUS C
yKa3aHHEM CPOKOB HX XpaHEHHSI

13.1.2. Homenknarypa gen YupexaeHus BKIIOUaeT 6 6JI0KOB:

01 — xanneasipus

02 — obpa3oBaresbHas IeITETLHOCTD
03 — xaapsr ;

04 — 6yxranrepus

05 — oxpana Tpyna

06 — xo3siicTBEeHHAs IEATETBHOCTD

13.1.3. HomeHKIaTypa Jie cocTaBisieTcs: Ha KajKIbIi KaJICHIapHBIA roj.

13.2. ®opmupoBaHWe el — TIPYNNUPOBKA HCIOMHEHHBIX JOKYMEHTOB B Jela
B COOTBETCTBHM C HOMEHKJIATYPOM JIEI.

13.2.1. ®opmupoBanue el OCYIIECTBISIETCS ApXUBUCTOM Y UperKIeHHSL.

13.2.2. Tlpu dopmupoBanun nen TpebyeTcsi CTPOro OMPEeNeNsTh COCTAB JIOKYMEHTOB,
BKJIOYCHHBIX B JieN0. BiioueHHe B 1€10 JOKyMEHTOB, HE OTHOCSIIUXCS K HEMY, a TaKKe
YCPHOBHUKOB, BAPHAHTOB, KOIMH, BHIPE30K U3 ra3eT U JKYPHAJIOB M JOKYMEHTOB, HOUICHKAIMX
BO3BpaTy, HE JIOMYCKaeTCsl.

B mporiecce rpynnupoBky TOKYMEHTOB B Ji€jie MPOBEPSETCS MPABUIBHOCTH HX oopmienus
(Hanvuue moAmMcel, HaThl, MHIEKCA, 3aBEPUTENHHON HAIIUCH H 1.1.). Henoodopmiennrie
¥ HEIIPaBUIIBHO O()OPMIIEHHBIE JTOKYMEHTHI BO3BPAINAIOTCS HCTIONHHUTEIIO HA 0paboTKy.
JIOKYMEHTBI IOCTOSHHOTO M BPEMEHHOTO CPOKa XPaHEHHs HOPMHUPYIOTCS B PasHBIE JIea.



13.2.3. B pene rpynmupyioTcst JOKYMEHTHI oxgHoro kamenmapuoro (01.01. — 31.12.)ropa.

Hckimouenre COCTaBIAIOT MepexoisdInue jena (Jena 10 BOIPOCaM, KOTOPBIE PENIaroTCs

HECKOJIBKO JIET).

13.2.4. PacriosnioxeHue TOKYMEHTOB BHYTPH J€J IIPOM3BOJHMTCS B XPOHOJIOTHYECKOM MOPSIKE,

IpY KOTOPOM HauboJiee paHHHE JOKYMEHTBI PACIIOAraloTCs B Hayaje roja.

13.2.5. CucremaTu3zanus OTJEIbHBIX KaTETOPHii JOKYMEHTOB

— PacnopsaurenbHble IOKyMEHTBI TPYNIHPYIOTCS B Jelieé [0 BHJAM M XPOHOJIOTHH
C OTHOCSALIMMHUCS K HUM MIPHJIOKECHHUSIMH.

—  Ilpuxasel 10 OCHOBHOH NEATENHHOCTH (POPMHUPYIOTCS OTAEIBHO OT MPHUKA30B IO JIMIHOMY
COCTaBy U KaJipam.

—  IIpoToxkoJibl mescoBETOB paconaraloTcs B IeNaX B XPOHOIOTHIECKOM MOPSIKE IO HOMEPaM
B npenenax yuebnoro (01.09.-31.08.) roxa.

— IlnaHel, OTYETBI, CMETHI TPYNIHPYIOTCS OTAENBHO OT MPOEKTOB M UYEPHOBHUKOB HTHX
JOKYMEHTOB M JIOJDKHBI XPaHUTBCS € J€JIaMM TOTO Ioja, Ha KOTOpBIH (32 KOTOPKIHA) OHM
COCTaBJICHBL.

14. Ilopsiiok MOArOTOBKH H NMepeIayy e/l HA XpPAHEHHe B APXUB

[loaroroBka JMOKYMEHTOB K Iepenaye B apXxUB BKIIOYACT HKCIEPTU3Y LEHHOCTH JOKYMEHTOB,
oopmiieHHE IeT1, COCTABJIEHHUE OIIUCH.

14.1.OkcnepTu3a EHHOCTH JOKYMEHTOB — OIIpe/ie/IeHHE [EHHOCTH JOKYMEHTOB C LEJIBI0
0T0Opa MX Ha XpPaHEHUE M YCTAHOBJIEHHE CPOKOB XPAHEHHUSI.

14.2. Odpopmnenue aen

14.2.1. Jlena mocTOSHHOTO XpaHEHMS MOAIIMBAIOTCS B TBEPAYIO OOJIOXKKY CYPOBBIMH
HUTKAMH.

14.2.2. JlacTbl HyMepylOTCS B INIPaBOM BEpXHEM YIJy IIPOCTBIM KapaHIAIIOM.
KonnyecTBo MMCTOB B K@XIOM JI€jie HE T0JDKHO MpeBbiuaTh 250.

14.2.3. B KOHIE Jiea HA OTAENBHOM JIMCTE COCTABIISETCS 3aBEPUTENIbHAS HAMIIINCH.
B 3aBepuTeNbHON HAINUCH yKa3bIBACTCS KOJMYECTBO JIKCTOB (LU(PAMU U IIPOIKCHIO) B JEIIE.
[loamuceIBaeTCst COCTAaBUTENIEM C yKa3aHHeM €ro JOJKHOCTH U JaThl COCTABJICHHS.

14.2.4. O6noxxku nen opopmisiiores B coorBerctsru ¢ I'OCT 17914-72. Ha o6moxke
A€ MOCTOSHHOTO XPaHCHHUS JO/DKHBI OBITh IPOCTABIICHBI CIIEAYIOUIME PEKBU3HMTHL IOJHOE
Ha3BaHHE . BBILIECTOSIIEH OpraHu3alMi, Ha3BaHHE O00Pa30BATEIBLHOTO YUPEKIEHHUS, HOMED
(MHZIEKC) Nena 110 HOMEHKJIAType, 3aroJIOBOK Jeja, KOJIMYECTBO JIHCTOB, CPOK XPAHEHHMS MU
OTMETKAa «XpPaHUTh IIOCTOSHHO», HOMep (QoHIa, omucu nena. Haamwen Ha 000XKKax e
IIOCTOSTHHOTO ; U JIOJITOBPEMEHHOTO XPAaHEHUS CJIEAYET MPOU3BOIUTEL YETKO,
CBETOCTOMKUMHU YEPHUIIAMH.

14.2.5. Onmcu cocTaBIsIOTCS pa3AeibHO Ha JieNa MOCTOSHHOTO XPAaHEHHs MO OCHOBHOM
JesITeIbHOCTH U Ha JIeIa 110 JIMYHOMY cocTaBy. OIHCH COCTAaBIISIOTCS apXUBUCTOM.

14.2.6. Ha niena BpeMEHHOT0 CpoKa XpaHEeHHs! COCTABJIAETCS aKT 00 YHUUTOKEHHUH.

15. Obecneuenne COXpaHHOCTH 1€

15.1. JIoOKyMEHTBI MOTYT XpaHHUTBCS B GYMaXKHOM M 3JIEKTPOHHOM BHJIE.

15.1.1. B OymaxxkHoM BHJE IOKYMEHTHI [OJDKHBI OBITH pa3jIOKEHBI IO IMaIKaM,
C COOTBETCTBYIOIIMM Ha3BaHUEM, a TAKXKE C 00A3aTEIBHBIM PEECTPOM TOKYMEHTOB B IIallKe.
Jlena NOJDKHBI XPAaHMUTBCS B 3aKPBIBAIOMIMXCS M[IKadaX, MPEJOXPaHSIOMHUX HX OT IIBUIH,
BO3JICHCTBUS COJIHEYHOTO CBETA.

15.1.2. B 211€KTpOHHOM BHZIE€ TOKYMEHTBI JOJDKHBI OBITH Pa3iokKEHBl II0 3JIEKTPOHHBIM
IanKaM, C COOTBETCTBYIOIIMMH Ha3BaHHSAMH, a TaK K€ C O0O0S3aTelIbHBIM PEECTPOM
B DJIEKTPOHHOM BHJIE. .

15.2. Cpoku xpaHEeHUs! TOKYMEHTOB:



— CTpaTeruyecKue, OpraHu3allMOHHbIE, PacIOPAAUTEIbHBIE U CTAHAAPTU3UPYIOLIHE XPaHITCS
JI0 MOMEHTa aHHYJIUPOBaHUS, II0CJIE aHHYJIUPOBAHUS XPAHATCS B apXHBE HE MEHEeE 2-X JIET;
— ONEpalMOHHBIE JOKYMEHTBI XpaHATcs He MeHee 1 roma. Jlamee aHanu3upyroTcs
U HE aKTyaJIbHbIE IOKYMEHTHI YHUUTOXXAIOTCS.
15.3. Yuer u xpaneHue 6J1aHKOB CTPOTOi OTYETHOCTH.
15.3.1. Jluma, nepcoHalbHO OTBETCTBEHHBIC 3a Y4YeT M XpaHEHHe OJIAHKOB, HA3HAYAIOTCS
IIPUKA30M JIUPEKTOpa Y UpexaeHHUS.
15.3.2. M3bgarue ¥ BblJaYa JOKYMEHTOB U3 JIeNl IIOCTOSSHHOTO CpoKa XpaHEHHs
HE pa3pelraercs.
15.4. OTBETCTBEHHOCTD 32 COXPAHHOCTH JJOKYMEHTOB YUPEKICHHS HECET PYKOBOIUTENb.
Cpoxk netictBus [lomoxxeHus: He orpaHUYEH.

[MoanncaHo

TUPKMHA undposoi
KOJTNA noanucobio: TUPKUHA
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