COI''TACOBAHO
Ha [IeJarOTMYEeCKOM COBETE
nporokon Ne 1 or £24.04. 2023 r.

MHOJOXXEHHUE
o noxymenToobopore B MBY 1O «JIT«Pycnuka»

1. O0mmue moJioKeHUs

1.1. Hacrosmmee IlomoxkeHue sBisieTcs JIOKQJbHBIM HOpPMAaTHUBHBEIM akTomM MBY]IO
«AT «Pycunka» (manee — YupexJeHHe), yCTaHABIMBACT €AMHBIE MMPABHUJIA AEIONPOU3BOICTBA
M HampaBlieHO Ha o0eclieyeHWEe €IUHCTBA B INPHHIMIAX OPraHHU3alli¥  CHCTEMBI
JOKYMEHT0000pOoTa B YUpeXXAeHHH Ui BHYyTPEHHETr0 HCIoib30Banus. [1ooxenue onpenenser
OCHOBHBIE€ IIpaBHJIa NOJATOTOBKH, OGOpPMIICHHS, OpraHM3aluu paboTHl C JOKYMEHTaMH,
KOHTPOJISL HCTIOJIHEHUS U UX XPaHECHHUSI.

1.2. Tannoe ITomoxenue pazpaboTaHO B COOTBETCTBUH C:

— Koncrurynueit Poccuiickoit ®eneparum;

— TpynosemM koznexcoM Poccuiickoit @eneparuu

— 3axkoHoM P® "O6 obpa3zoBanuu",

— @enepanpHbM 3ak0HOM OT 27.07.2006 r. Ne 152-®@3 (pen. ot 06.02.2023 r. Ne 8-D3)
«O nepcoHaIbHBIX JaHHBIXY;

— ®@epepanbHbiM 3akoHOM OT 25.07.2011 1. Ne 261-®3 «O BHeceHMHM W3MEHEHUMH
B QenepanbHblii 3aK0H «O MepCOHANBHBIX TaHHBIX);

— OenepaibHbM 3aKk0HOM 0T 22.10.2004 r. Ne 125-®3 (pex. ot 28.12.2022 r. Ne 569-D3)
«O6 apxuBHOM Jene B Poccuiickoit @enepanumy;

— OenepanpHbiil 3akoH 0T 27.07.2006 r. Ne 149-®@3 (pen. ot 31.07.2023 r. Ne 406-D3)
«0O6 nHpopManuy, *HGOPMAIMOHHBIX TEXHOJIOTUIX U O 3alUTe HHHOPMALHNY;

— Ilpukasa Muntpyna Poccum ot 19.05.2021 Ne 320m «O6 yTBEepKAeHUH HHCTPYKITAH
IO 3aII0JTHEHHIO TPYJOBBIX KHIKEK», «[Iopsmok u XpaHEeHHEe TPYIOBBIX KHHKEK

— [IlocranoBnenue I'ockomcrara P® ot 05.01.2004 r. Ne 1 «OG yrBepxaeHUM
YHH(QHIIMPOBAHHBIX (OPM NEPBHYHOM YUETHOM NOKYMEHTAIMH 110 y4eTy TpyAa M €ro
OILIaTHI»; :

— Ilpuka3z Poccranmapra o 08.12.2016 No 2004-ct. «O6 yTBEpXIE€HHH HAIMOHAJILHOIO
crangapra Poccuiickoit denepanumy;

— Ilpuka3 I'maBaoro apxuBHoro ympasieHus CCCP or 23.05.1988 r. Ne 33 (pen.
ot 08.10.2020 r. Ne 131) «I"ocymapcTBeHHas CHCTEMa TOKYMEHTAIIMOHHOIO 00eCIEUeH s
ynpasjienus. OcHOBHBIE mojoxeHus. O6mue TpeGoBaHMS K JOKYMEHTaM H Ciryx6am
JOKYMEHTAIlHOHHOTO 00ECTIEYEeHUs»;

— «O6mepoccuiickuii Kiraccupukarop ympapieHueckod moxkymenrtamuum»y OK 011-93,
yrBepxaeHHbiii [locranoBnennem I'occrammapra P ot 30.12.1993 r. Ne 299 (pen.
ot 30.12.202 r.);

— «YHUQUIUpOBaHHAs  CHCTeMa  JOKYMEHTAllMd. YHH(DHUIMpPOBaHHAS  CHUCTEMA
OpraHM3alMOHHO-PACIIOPAAUTENBHON HoKyMeHTaruu. TpeboBaHus K OGOPMIICHHIO
noxkymentoB. I'OCT P 6.30-2003», yrBepxnenusii IlocranoBnenuem I'occrammapra
Poccum ot 03.03.2003 r. Ne 65-CT;;

— IIpuka3 Poccranmapra or 17.10.2013 Ne 1185-ct, yrBepauBmero I'OCT P 7.0.8-2013
«CHUBU/I. Jlenonpon3BOICTBO U apXUBHOE J1es10. TepMUHBI U OTIpeAeIeHus»;



— T'OCT 17914-72 O61m0XKH e JUIATENHBIX CPOKOB XpaHEHHMs. THUIIbL, Pa3sHOBHIHOCTH,
TEXHUYECKHE TpeGoBaHus, yTBepKHeHHbIA I[locranoBnenmeM ['ocymapcTBEHHOTO
komutera crannapros Cosera MunncrpoB CCCP ot 17.07.1972 1. Ne 1411;

— Ilpuxas Munkynstypsr Poccun ot 17.12.2019 Ne 1964 «O npusHanuu YTPaTUBIIUMH
cuily npukasa MuHuMCTEpCTBa KynbTyphl Poccuiickoit ®@enepamuu ot 25.08.2010 Ne 558
«O6 yrBepxnennn «Ilepeuns THIOBBIX YIPABIEHYECKHX APXHBHBIX JOKYMEHTOB,
obpasylomyxcss B Tpolecce AESTENBHOCTH TOCYIapCTBEHHBIX OPraHOB, OpraHoB
MECTHOTO CaMOyNpaBICHHS U OpraHu3alliif, C yKa3aHHEM CpPOKOB XpPaHEHHS»
U BHECEHHOI'O B HETO H3MEHEHHUMY.

1.3. Ilopsgox w mnpauma paGOTEl C JOKyMEHTAMH, YCTAaHOBJIEHHBIE IloNo)eHHEM,
00s3aTeNbHBl VISl BCEX COTPYAHHKOB YupexaeHus. COTPYIHHKH HeECyT IIEPCOHATILHYIO
OTBETCTBEHHOCTH 3a BBINOJIHEHUE TpeOoBaHui HacTOsmEero ITomoxenus.

1.4. HenocpexncTBenHOe BeeHHE MAENONPOM3BOACTBA B, YUPEKICHHH  BO3JAraeTcs
Ha COTPYAHMKA, HA3HAYCHHOIO OTBETCTBEHHBIM IO IIPHKa3y 3a BEACHHE JEJONPOM3BOJICTRA,
KOTOpPBIH O0eCIIeYMBacT yd4eT H TPOXOXIEHHE IOKYMEHTOB B YCTaHOBIEHHBIE CPOKH,
MHQOPMHPYET DPYKOBOICTBO O COCTOSIHMM HMX HCIIONHEHHS, OCYIIECTBISET O3HAKOMJICHHE
COTPYHAKOB C HOPMATHBHBIMH ¥ METOIMYECKUMH JOKYMEHTAMH I10 JEIONPOU3BOJICTBY.

1.5. O6muii KOHTPOIIB 3a JOKYMEHTAMOHHBEIM 00€CIIeUeHHEM IeSTeNbHOCTH VYupexnenus,
3a COOMIOJCHMEM ENMHOM CHCTEMBI NENOIPOU3BOJCTBA, METOJMUYECKOE PYKOBOICTBO paboroii
C MOKyMEHTaMH M 00y4eHre pabOTHHKOB OCHOBHBIM TPEGOBAHHSM K COCTABICHHIO H 060POTY
JOKYMEHTAIMM BO3JIaraeTcsi Ha PyKOBOIUTEIS.

1.6. OrBeTcTBeHHBI 3a BeIEHWE JEIONPOU3BOACTBA  HECET JUCIUIUTHHAPHYTO
OTBETCTBEHHOCTB 3a BBINOJIHEHHE TpeOoBanu#t [To10XeHus 10 JeI0IpOU3BOICTBY, COXPAHHOCTh
HaXOIAIIMXCS Yy HETo CIyXeOHBIX JoKyMeHTOB. OG yTpare  JOKYMEHTOB HEMEUIEHHO
JIOKJIa/IbIBAETCS] PYKOBOIUTEIIIO.

1.7. Ilepenava TOKyMEHTOB H HX KOIHUN paGOTHHKAM CTOPOHHMX OpraHM3aiuii JIOILyCKaeTcs
C PpaspelieHUs IUPEKTOpa M YHNOJHOMOYEHHBIM HM JIMIl 33 HCKIIOYEHHEM CIIydacs,
IPeyCMOTPEHHBIX 3aKOHOIaTeNbCTBOM Poccuiickoit ®eneparmn.

1.8. Tlpu yxone pabGoTHHKa B OTIYCK, YBOJBHEHHS WIH IeEPEMEILICHHS (mepeBoie)
MMEIOLIHECS Y HErO NOKYMEHTHI II0 YKa3aHHUIO PYKOBOJUTENS IIEPENIAlOTCS JPYroMy pabOTHHKY.

1.9. Tlpasa, 06s3aHHOCTH H OTBETCTBEHHOCTH COTDYJHMKA ONPENENSIOTCS JOJKHOCTHOIMN
HHCTPYKIUEH U TPYJOBBIM JJOTOBOPOM.

2. Iesu ¥ 3a1a9M 1€JIONPOU3BOACTBA

2.1. LUemn: f .

— JOKyMEHTallHOHHOE ~oQopmieHre u  OO€CIeYeHHe [EeATENPHOCTH H  Pa3BHTHSA
VYupexnenus;

— obecrieyeHre TOTHOTO COOTBETCTBHS IOKYMEHTAIBHOTO O(GOPMICHHS JIeHCTBYOIEMY
3aKOHOJATENbCTBY W OPraHM3allMOHHO-IIPABOBEIM HOpMaM Ha OCHOBE HCIIOJIB30BAHHS
COBPEMEHHOM TEXHUKH U aBTOMATH3ALHH.

2.2. 3amauu:

— Co3jaHue 0a3bl [l TPAMOTHOTO COCTABJIECHHS, OQOPMIICHHS, XPAHEHHS OMDUIHUAIBHBIX
JIOKYMEHTOB;

— obecriedeHre XpaHEHHS W NPHMEHEHHs I[I€YaTd B COOTBETCTBHH C HOPMATHBHBIMH
TpeOOBaHUAMH; :

— TOBBIIEHHE YPOBHS TEKCTOBOM yIPaBIEHYECKOH KyIbTYphl WIEHOB aJIMAHHCTPAIHH.

3. IIpyHIMIBI JeJIONPOU3BOACTBA

3.1. JIocTyITHOCTb ¥ COIIOCTABUMOCTh YYETHBIX JAHHBIX.
3.2. CBOEBPEMEHHOCTH IIEPBUYHON 06pabOTKH HHPOPMAITHH.



3.3. Cucremaru3anusi JOKYMEHTOB Y UpexKIeHHUSL.
4. DyHKIUH JeJI0NPOH3BOACTBA

4.1. JIoKyMEHTHPOBaHHUE yIPABICHYECKOM NEATEIHLHOCTH.

4.2. JIOKyMEHTUPOBaHHUE TPY/IOBBIX PABOOTHOIICHHIH.

4.3. ObpaboTKa U nepeMeIeHne JOKyMEHTOB.

4.4. Peructpanusi JOKyMEHTOB, 0OECIICYeHHE JOKYMEHTHON HH(POPMAIIMH, yUET U aHAIIH3
JIOKYMEHTO000poTAa.

4.5. KoHTpoIb HCTTOJTHEHHS JIOKYMEHTOB.

4.6. KoMnpioTepHOE H3rOTOBIECHUE, KOIUPOBAHUE U PA3MHOMKEHHUE TOKYMEHTOB.

5. Tunel 1 BH/IbI TOKYMEHTOB, IPUMECHAECMbIX B yqpeme}mn

B Yupexnenuu co3qaiorcs JOKYMEHTHI [IIECTH OCHOBHBIX BHIOB:

5.1. OpraHu3alMOHHO-NIPABOBBIE [JOKYMEHTBI - 3TO KOMIUIEKC B3aMMOCBSI3aHHBIX
JAOKYMEHTOB, PErJIaMEHTUPYIOIHMX CTPYKTYpy, 3aJaud, QYHKIHMH YUpeKIeHHUs, OpraHU3aluio
ero paboThl, IpaBa U OOS3aHHOCTH M OTBETCTBEHHOCTh PYKOBOJACTBA W CIIEIHANHCTOB. B
YUpexKIEHUH CYIECTBYIOT CIEAYIOIINE BU/IBI OPraHU3AMOHHBIX JOKYMEHTOB!

- Ycras - CBOZ MpaBWJ, PETYIMPYIOIIUX JESITEIbHOCTh  YUPEKICHHS, €ro
B3aUMOOTHOUICHUS C JIPYTUMH YUPEXJICHUAMH U TPAXKJAHAMH, IIPaBa U OOS3aHHOCTH B
cepe rocyIapcTBEHHON WM XO35AMCTBEHHOM NeATEIBHOCTH.

— JIOIDKHOCTHAss HMHCTPYKIMS - OpPraHU3allMOHHBIA JOKYMEHT JUTUTEILHOTO  WIIH
IIOCTOSIHHOT'O CpOKa JICHCTBHS, B KOTOPOM OIIPENEIEHBl TEXHUYECKHE, (PUHAHCOBBIE
CTOPOHBI A€ATEIbHOCTU AODKHOCTHBIX JIHII.

— IllTaTtHOe pacnucaHue - JOKYMEHT, 3aKPEIUISIONMI J0KHOCTHON M YUCIEHHBIH COCTAR
Yupexnienus, ¢ ykasanueM ¢oHma 3apaboTHO# 1uiatel (tapudukanus). IlltatHoe
pacnucanue opopmiisiercst Ha GiaHke YUpeskIeHus, yKa3bIBaeTCs MepedeHb JODKHOCTEH,
CBEJICHHSI O KOJIMYECTBE IWITATHBIX €IMHMI. B Tapudukanum ykaspiBacTcsi Harpyska,
JOJDKHOCTHBIE OKJIa/Ibl, Hal0aBKH.

— IlpaBuna BHyTpeHHEro TPyJIOBOIO PacHoOpsIKa.

— JloroBop ¢ Yupenurenem.

— CBHIETENBCTBO O PETUCTPAIIHH.

— TexHuyeckue macropra.

— KosutekTuBHBI# 10r0BOp.

5.2. CraHpapTusupylomme JXOKYMEHTbI —  JIOKYMEHTBI, ONKCHIBAIOIIUE IIPOIIECCHI,

CBSI3aHHBIE C OCHOBHOM

JEATEIbHOCTBIO YUpeieHusl (IIPOLECCHBIN), JTMOO He CBSI3aHHYIO ¢ OCHOBHOHM IESTEIHHOCTHIO
(HemponeccHbii).  DTO JOKYMEHT, KOTOPBIH CTaHAAPTU3UPYET paboTy B YUpeKJIeHHH.
CymecTByIOT ClIeIyIOIHEe BUIbI CTAaHIAPTH3UPYIOMIUX JOKYMEHTOB:

[losi0%eHne — 5T0 MPaBOBOH aKT, ONMpPENENISIONIHI TOPSIOK 00pa3oBaHusl, 3a/1a4H, 0OS3aHHOCTH,
IIpaBa, OTBETCTBEHHOCTh M OpraHU3alUi0 paboThl YupexxaeHHs (HApuMep, IMOJO0XKEHHE O
POJTUTEILCKOM KOMUTETE; MOJI0KEHHE O MEICOBETE; MOJI0KEHHE 00 UTOrOBOM aTTECTAIlUH U JIp.)
WHCTPYKIMS — 5TO HOPMATHUBHBIM JIOKYMEHT, C IOMIArOBBIM OIMCAHHEM ONPEIEIEHHOTO
HEOOJIBIIOTO Mporecca, AeUCTBHSI.

5.3. Pacnopsiqure/ibHble AOKYMEHTBI — JOKYMEHTBI, KOTOPble (PUKCUPYIOT PEIIeHHUsI
aJIMMHUCTPATUBHBIX W OpPraHU3allMOHHBIX BOIPOCOB, a TAKXXE BOIPOCOB YIIPABJICHHS,
B3aUMOJICUCTBUsI,  OOECNEYEHUss M PEryJMpOBAHMS  JESTEIBHOCTH Y UPEKICHHMS.
PacriopsiiuTenbHBIME IOKyMEHTaMH B Y UPEIKICHUN SIBISIFOTCS: IPUKA3 U PACOpsKEHHUE.
Ilpykas — mpaBOBOM aKT, U37aBAEMbI JTUPEKTOPOM ISl PEIIEHHS! OCHOBHBIX M ONEPaTHBHBIX
BOIIPOCOB JIESITENIBHOCTH Yupexaenus. [Ipuka3bl Mo OCHOBHOM JesTeNbHOCTH (IO IUIATHBIM
yCIIyram; 110 roc3aKkymnkam).



Pacriopsukenus 1o pasiMYHBIM HATIPABJIEHHUSM NEATEIPHOCTH MeJarorHueckoro KOJUIEKTHBA.
PacmopsikeHue - mpaBoBOi aKT, H3NABaEMbIi JMPEKTOPOM ~ YUpEXK/ICHHS, JEUCTBYIOLTHM
eMHOIMYHO. [IpaBoM M31aBaTh PacOpsHKEHHS MOXKET HANEISITHCS 3aMECTHTENh JIUPEKTOpa 1Mo
BOIIPOCAM €ro KOMIICTEHIINH.
5.4. UndopmanmoHHO-cIPABOYHBIE JOKYMEHTHI:
IIPOTOKOJIBI, aKTHI:
" 10 daxry;
"  COOBITHIO B YUpPEXIEHUHY;
" pasbopy KOHGIMKTHBIX CUTYyalui U Jp.
— CIIpaBKH:
*  YAOCTOBEpSIOIIUE IOPUINUECKHE (DAKTEI,
" 00 00y4yeHHH ydamerocst B YupexaeHun;
" Ul COTPYJTHHKOB;
" 0 (axTax WM COOBITHSX B KH3HEEITENHHOCTH YUK ICHUSL.
— JIOKJIaJHbIE;
— OOBSCHUTENILHEIE 3aIIUCKH;
— CiIyxeOHbIe MUCHMa;
— 3asIBKH.
5.5. YuebHo-nenarornyeckue HHpOPMANMOHHBIE JOKYMEHTBI:
— JIMYHBIE 3aSBICHHS yUAIIHXCS (3aKOHHBIX TIpeCTaBUTENEH);
— y4eOHBIE XYpHAJIBI;
— JKYpHaJI PErHCTPAluH IPUKA30B 10 yYAIHMCS;
— CIpPaBKH IIO pe3ysbTaTaM MPOBEPOK 00pa30BaTENLHOTO MIPOLIECCA;
— KHHIa 3aMECYaHWUH U [IPEUI0KEHUH MHCTIEKTUPYIOIIMX JIHII;
— KHHUI'a IIPOTOKOJIOB MECOBETOB;
— TPOTOKOJIBI 3aCe/laHui, COBELIAHUH TIPH JUPEKTOPE.
5.6. JlokyMeHTBI 110 TPYAOBHIM PABOOTHOIIEHUSM:
— MPHKAa3BI 110 THIHOMY COCTABY;
— TIPHUKa3bl 10 KaJipaM;
— JIMYHBIE JIeJ1a COTPYIHHKOB; ,
— JIMYHbBIC KAPTOYKH COTPYAHHUKOB (. T-2;
— OKypHAaJl y4eTa JINYHbIX KapTOYeK COTPYIHUKOB (. T-2;
— KHHTa y4yeTa JIBHXEHHs TPYJOBBIX KHH)KEK W BKJIABIIEH K HUM,
— TPYIOBBIE JOTOBOPHI/KOHTPAKTHI;
— KypHAJ PETUCTPailiy TPyIOBBIX JOTOBOPOB;
— JKypHaJl pErUCTPaIlK TPYIOBBIX JOTOBOPOB M COTJIAIICHMIA;
— KHHTa y4yeTa JUYHOI'O COCTaBa MeJaroruYecKuX pabOTHHUKOB.

6. HOpﬂIIOK pa3pa60TKn, MOATOTOBKH H COTJIACOBAHMS JTOKYMEHTOB

6.1. JlokyMeHTBI OKHEI GBITH OGOPMIIEHB! IO (opMam IPUHATBHIM B YUpEXJIEHUH - HA
Oiatkax 00pa30BATENBHOIO YYPEKAEHHS, COOTBETCTBYIOLIAX craugapry (I'OCT P 6.30-97
¢ usMeHenueM ot 2000 r. Ne 1).

6.2. CrannapTU3HpyIOIIHe, PacopsIUTENbHbIE JTOKYMEHTHI H3AI0TCS TOMBKO 33 MOIHCHIO
JUpeKTOopa.

6.3. Oprauu3anuoHHO-IPaBOBBIE JOKYMEHTBI yTBEPIKIAIOTCS TOIBKO JUPEKTOPOM.
Ilepeuens 10KyMeHTOB YupekAeHHUS, MOUTEKATHX YTBEPIKICHHIO JUPEKTOPOM:

— TOJIOBOM IJIaH paboThI;

— KaJleHJapHbIi y4eOHbIi rpaduk;
pacrucaHue 3aHsTHIA;

— TpaBujia BHYTPEHHETO TPYI0BOIO PAacIOpPsAKa COTPYAHUKOB Y UPExKICHHUS;



— JIOJDKHOCTHBIE HHCTPYKIIMM aJIMUHUCTPAIIMH, TIEJaroroB U COTPYAHUKOB Y UpExkKICHHUS;

— HMHCTPYKIMH [0 OXpaHe TPy/ia;

— TIOJIO’KEHHUE O MOPSAIKE yCTaHOBJICHHUSI JOILIAT;

— TMPOTOKOJIBI MIEJarOTHYECKUX COBETOB YUPEKICHUS U IPyTHE JIOKAIBHBIE AKTHI.

6.4. HudopMmanuoHHO-CIIpaBOUHBIE ©  ydeOHO-Tegarorudeckue  MHGOPMALUOHHBIE
JOKYMEHTBI MOTYT  CO3JaBaThCs, I€peNaBaTbCsi M IIPUHUMATBCA JIIOOBIMH IPYyTUMH
COTpyIHHKAMH, O0OO3HAYEHHBIMM B COOTBETCTBYIOLIMX IIPHMKa3aX, HMHCTPYKIHIX M JPYIHX
JIOKYMEHTaX Y UpexacHUSI.

6.5. JIoKyMeHTBI MOTYT OBITH OOpPMJIEHBI Kak Ha OyMaXXHbIX, TaK M Ha 3JIEKTPOHHBIX
HOCHUTEISX.

6.6. JIOKyMEHTBI JOJDKHBI OBITH IPENENIbHO KPAaTKMMHM M SCHBIMH II0 COJEPXKAHHIO,
BCECTOPOHHE 000CHOBAHHBIMH M OTPEIaKTUPOBAHHBIMHU.

6.7. OTBETCTBEHHOCTh 3a KayeCTBO IOATOTOBKM JOKYMEHTOB M JOCTOBEPHOCTbH
COJICPXKAIMUXCST B HUX CBEJCHHUSX BO3JIAraeTcsi Ha JIMI, yKa3aHHBIX B IIPHKa3e 110 BEJICHMIO
JeJIONPOU3BOCTBA.

6.8. OTBETCTBEHHOCTh 3a Kauye€CTBO NOJTOTOBIEHHBIX K HCIOJIHEHHUIO JOKYMEHTOB
BO3JIaraeTcs Ha JUPEKTopa Y UpexICHHSL.

6.9. ITociienoBaTeIbHOCT ACUCTBUN | MpaBHJIa YIIPABICHUS JOKYMEHTALUEH.

6.9.1. IIpoexT JoKyMeHTa pa3pabaThIBaeT COTPYAHUK-MHUIIMATOP JTUOO, €CIIU MHUIIMATOPOM
SIBJIIETCS BBIIIECTOSIIEE JIUIO, TO COTPYAHUKOM, HA3HAYEHHBIM JUPEKTOPOM.

6.9.2. JIOKYyMEHT KOPPEKTHPYETCS, COIJIACYeTCs C 3aMHTEPECOBAHHBIMU COTPYIHUKAMHU
U YTBEPXK/IAETCS Y IUPEKTOPA.

6.9.3. KoHTpoyib BBIIOJHEHUS [EWUCTBUN, H3JI0KECHHBIX B JOKYMEHTE, OCYIIECTBIISET
JIOJDKHOCTHOE JIMIIO, YKa3aHHOE B IOKYMEHTE K KOTOPOMY OTHOCHTCS TaHHBIN JIOKYMEHT.

6.9.4. JlanHble O pe3yibTarTax BBIIOJHEHUS JEHCTBUM, H3JIOXKEHHBIX B JIOKYMEHTE
¥ KOPPEKTHPYIOMUX M (WIH) NpeaynpexJatoluX IeHCTBHAX I[E€PENAIOTCS OTBETCTBEHHOMY
JIMITY 1O KOHTPOJTIO 32 BHIIIOJIHEHUEM JICHCTBUM, U3JI0KEHHBIX B JJOKyMEHTAaX.

6.10. Toctyn x mHpOpMaIuu, paboTa ¢ JOKYMEHTaMH, COJEPKAIIUMH CIy)KeOHYIO0 TalHy
Y TIepCOHAJIbHEIE JTAHHEIE.

6.10.1. Corpynuuku YUpeKICHUS HUMEIOT pPa3IH4YHbIE IIOJIHOMOYMS 110 JIOCTYILy
K MHGMOPMALMOHHEIM pecypcaM (B T.4. JOKyMeHTaMm). Kareropum moim3oBaTenell H ypoOBHH
JOCTYIIA PETJIAMEHTUPYIOTCS IPHKA30M JUPEKTOpa Y UpeiKICHHUS.

7. TpeboBanusi K 0popMICHHIO JOKYMEHTOB

7.1. K pexBU3UTaM.IOKyMEHTOB: .

— EIMHCTBO IPaBUJ JOKYMEHTHPOBAHHUS YIPABICHUYECKOW JEATEILHOCTH 00ECIIeunBaCTCS
NpUMEHEHHEeM  YHUGHUUIUPOBAaHHBIX  (OpPM  JIOKYMEHTAallud B COOTBETCTBUH
¢ TpeboBanusimu ['OCTa;

— KaXk[Iblif BHJ JOKYMEHTa JOJDKEH MMETh CTPOTO ONpPE/C/ICHHbIC PEKBU3HUTHI, CTAOUIbHBIN
HOPSIIOK UX PACTIONIOKEHHS i OOPMIICHHUSL.

7.1.1. Jlaroit JOKyMeHTa SIBJISIETCS JlaTa €ro IMOJIMHCAaHUs; Ul JOKYMEHTa, IPHHHUMAeMOro
KOJIJIETHAIGHBIM OpPraHoM, - JiaTa €ro NPHHSTHS; IS yTBEpXKIAaeMOro IOKyMEHTa — jara
yTBepxaeHus. Jlara JOKyMeHTa IPOCTABISAETCS JODKHOCTHBIM JIMIIOM, IOJNMCBHIBAIOIIUM HIIA
YTBEPIKIAIOIINAM JIOKYMEHT.

7.1.2. Jlns JOKYMEHTOB, COCTABJIEHHBIX COBMECTHO C HECKOJIBKUMM OpraHM3aIlMsIMU, JaTON
JIOKYMEHTa SIBJISIETCS JaTa MOAMUCAHMS €ro MOCIeJHEH OpraHu3aluei.

7.1.3. OcoObIM crocoOOM BBEICHHS JIOKYMEHTa B JICUCTBUE SIBISIETCS €r0 YTBEP)KICHHE.
JIOKYMEHTBI YTBEPXKIAET TUPEKTOP.

7.1.4. Ha noKyMeHTax, TMOJIeKAIINX YTBEPXKJICHHUIO, T'PH(] YTBEPKIAECHUS NPOCTABISAECTCS
B [IPaBOM BEPXHEM YTy IEPBOT'O JIUCTA JJOKYMEHTA.



7.1.5. BusupoBaHHe IpoeKTa HTOKyMEHTa MPOBOAWTCS IIPH HEOOXOMMMOCTH OICHKH
00OCHOBaHHOCTH JIOKyMEHTa, COOTBETCTBHS €r0 IIPAaBOBBIM ~aKTaM M paHee IPHHSTHIM
PELICHHUSIM.

7.1.6. Busa mpocTaBisercs B HIDKHEW YacTH OOOPOTHOM CTOPOHBI MOCITEIHEro JHCTA
[IOJUTMHHHUKA PaCIOPSIUTEILHOIO IPaBOBOro axkTta. Ha mpoekTe 3aKOHOIATENBHOIO aKTa,
Ha BHYTPEHHEM [OKYMECHTC W HA KONMH OTHPABISEMOTO IOKYMEHTA, BH3bI IPOCTABIISIOTCS
Ha JIMIEBOM CTOPOHE JIOKYMEHTA.

7.1.7. 3amedanus, ocoOble MHEHHUS M IONOJIHEHHS K IMPOEKTY IOKyMEHTa O(OPMISIOTCS
Ha OTACNbHOM JIMCTE. 3aMeyaHus JOKJIAJbIBAIOTCS PYKOBOJMUTENIO, IOIMHMCHIBAIOMIEMY
JIOKYMEHT.

7.1.8. CornmacoBanue J0OKyMeHTa O(GOPMISICTCS BH30H Ha JOKYMEHTe MM TIpudom
COIJIACOBAHHUSI.

7.1.9. CornacoBanue TIpoeKTa JOKYMEHTAa IPOBOJHUTCS C OpraHaMH yIpaBIeHHs
U OpraHU3alUsIMM, HHTEPECHI KOTOPBIX B HEM 3aTParuBalOTCs, - BHEIIHEE COINIACOBAHMUE.

7.1.10. Baemnee cornacoBanue T0KyMeHTa 0(pOPMISETCsS. COOTBETCTBYIOMEUM rpudoM. ['pud
CoryilacoBaHusi BKiouaeT B cebst cioBo «CoryiacoBaHo», HaHMEHOBAHHME IOJDKHOCTH JIMIIA,
C KOTOPBIM COIJIACOBBIBAETCS JOKYMEHT (BKJIIOUas HAMMEHOBAHWE OpPTraHM3AlM), JMYHYIO
NOANKCh, pacU(pOBKy IOANMCH M JAaTy COIVIACOBAaHWS WIJIM HA3BaHHE JOKYMEHTa,
TIOATBEPIKTAFOIIETO COITIACOBAHUE U €0 JIaTy.

7.1.11. I'pud) cornacosanust pacmosiaraetcsi B BEpXHEM JIEBOM YLy JOKyMEHTA.

7.1.12. Pe3omomms — KpaTKoe IHCHMEHHOE IIOPYYEHHE, MOATOTOBIEHHOE II0 HTOram
PacCMOTPEHHsI IOCTYNHUBINETO B  YYpeXJIECHHE JIOKyMeHTa. Pesomonus odopmisiercs
HEIIOCPEICTBEHHO Ha JIOKYMEHTE — Ha CBOOOJHOM MECTE JIMLIEBOM CTOPOHBI IEPBOM CTPAHUIIBL

7.1.13. Pe3omonus BKIIOYaeT B ceOsl CBEACHHUS 00 MCIOJHUTENE TIOPYYEHHs (HAUMEHOBAHHE
€ro JOJDKHOCTH, (amuius, WHUANUATBI), COJEp)KaHWE IIOPYYEHHS, CPOK MCIIOTHEHHUS,
HaVMEHOBaHMWE JOJDKHOCTH  JIMIA, OTAABIIEro IOPYyYeHHE, €ro JIMYHYIO IIOJIHUCH
U paciupoBKy, Aary.

Eciu  pesomonus npenmosnaraet mopydeHue i JBYX M OOJiee JIMI, OTBETCTBEHHBIM
UCTIOJIHUTEIIEM SIBJISIETCS JIML0, YKA3aHHOE B IOPYYCHUHU TIEPBBIM.

7.1.14. Ha noxymeHTax, He TpeOYIOIMX YKa3aHWil 0 WCIOJHEHHMIO U UMEIOIIUX THIIOBBIE
CPOKM MCIOJIHCHHSI, B PE30JIIOIMU YKa3bIBAIOTCA HCIIOJIHHUTENb, MOJIUCH aBTOpA PE3OJIIOLUH,
Jara. '

7.1.15. Pesomonuy MOIIEXAT ydeTy B COOTBETCTBYIOLIEM DErMCTPAI[MOHHOM >KypHAe,
a TOPSIOK U CPOKH UX UCIIOJTHEHHUS — KOHTPOJIIO.

7.1.16. B ciyuae, eciau JOKYMEHT COJEPIKHT HPHIOKEHHS, 00 ITOM JOJDKHA OBITH CleNaHa
CChUIKa B JoKyMmeHTe, [IpuioxkeHus NOKHBI UMETh Bce HEOOXOAMMBIE [UIS JIOKYMEHTA
PEKBHU3UTEHI.

7.1.17. Ecnu npuiioxeHus: B TEKCTe He Ha3BaHbL, TO B KOHIE TEKCTA JOKYMEHTA HEOOXOIMMO
NEPEYUCITMTh UX HAa3BaHMsl, KOJMYECTBO JIMCTOB U SK3EMILIAPOB KaX/I0TO.

7.1.18. Ilpu HaIMYMH HECKONBKUX NPHIOKEHHH K PACIIOPSAMTEILHOMY JOKYMEHTY HA HHX
IPOCTABJISAIOTCS OpsiAKOBbIe HOMepa: [punoxenue 1, [Ipunoxenue 2 u 1.1,

7.1.19. JIOKyMEHTBl OANKCBHIBAIOTCS JIUPEKTOPOM MJIM JIMIIOM, HCIOJHSIOIMM €ro
00s3aHHOCTH, a TaK)Ke HHBIMH JIMIAMH, B COOTBETCTBHMM C 3aKoHojaTenbctBoM P®. He
pa3peraeTcst MOANUCHIBATh JOKYMEHTBI € IPEUIOTOM «3a», MPOCTaBJIsAs KOCYIO YepTy HIIM
JIpyru€ 3HaKH IIepe]l HAaMMEHOBAaHUEM JIOJDKHOCTH. JIOKymMeHT 0e3 IOJIuCH He HMEeT
IOpUINYECKOM CHIIBL. [IoAnHCh PyKOBOAMTENS CKPEIISIETCS TIEYAThIO YUPEXKICHHUS.

7.1.20. OTrHck medaTH 3aBepseT MOJJIMHHOCTh MOJNKCH JO/KHOCTHOTO JIMLNA Ha
AOKYMEHTAaX, yJIOCTOBEPSIOIIUX IIpaBa JIuIl, GUKCUPYIOIUX (aKThl, CBSI3aHHBIE C (UHAHCOBLIMU
CPe/ICTBAMH, a TaKXe Ha HHBIX JOKYMEHTaX, IPEeAyCMaTpUBAIONUIMX 3aBEPEHHE IO UTMHHON
IIO/INIUCH.

ITepedyens TOKYMEHTOB YupekaeHus, HA KOTOPBIX CTaBUTCS II€YaTh:

— yCTaBHBIE JJOKYMEHTHI,



TPY/IOBBIE KHHMKKH;
XapaKTEPUCTHKH, CIIPABKH;

aKTBI CIAYM-IIPUEMKHU U CIIUCAHUS,;

BBINKMCKY U3 JOKYMEHTOB YUPEXJICHUS U UX KOIIHH;
rapaHTHHHBIE TUChMA U IOBEPEHHOCTH;

JIOTOBOPBI;

IIPUKAa3BbI.

7.1.21. Tlpu 3aBepeHUH COOTBETCTBHS KOIHMH IOKYMEHTa IOJIHHHHUKY HH)XE PEKBH3UTA
«[Toanucey» mpoCTaBIAIOT 3aBEPUTEIBHYIO HAAIUCH: «BepHO»; HOMKHOCTD JIUIA, 3aBEPUBIIETO
KOIIUIO; JINYHYIO IOAIHUCH; pacii(ppOBKY MOIIMUCH (MHALIUAIBI, (DaMIIIHIO) ; ATy 3aBEPEHHUSI.

7.1.22. OtMeTKa 00 HMCIIOIHUTENE BKIIOYACT B c€0S MHUIHAIBI H (HAMIIIHIO HCIIOJHUTEIS
JOKyMEHTa U HOMep ero TenedoHa. OTMeTKy 00 HCIOJHUTENE pacroiaraloT Ha JMIEBOM WU
060POTHOH CTOPOHE MOCIIETHETO JTUCTA JOKYMEHTA B JIECBOM HHXKHEM YTIIy.

7.2. K Tectam TOKyMEHTOB:

7.2.1. CnenoBanue HOpMaM OPUIIMATHHO-IEJIOBOTO CTHIIS PEUH:

KPaTKOCTh M TOUHOCTh H3JI0XKEHHS HHYOPMAIIHH, HCKIIIOYEHHE JBOSKOrO TOIKOBAHHS;
0OBEKTHBHOCTD H JI0CTOBEPHOCTH HHDOPMAIIHH;

COCTaBJIEHHE, IO BO3MOJKHOCTH, TIPOCTHIX (T.€. COAEPIKAIINX OMH BOIPOC) JOKYMEHTOB
UL OGJIETYeHHs M YCKOPEHHsS paGoTHI C HUMH, a TaKXke CIOCOOCTBYET MPaBHIIBHOMY
dopMHpOBaHHIO JIEIT;

CTPYKTYPHUpOBAaHHE TEKCTa HA CMBICIOBBIC YACTH. B IepBOil yKa3bIBAIOTCS OCHOBAHMS
WM TIPMYMHBI COCTAaBICHHs IOKYMEHTOB. BO BTOpOH 4UacTH H3IAraroTcsi pelIeHHs,
PACTIOPSIKEHHS, IPEITIOKEH S, MHEHHS, BBIBOJIBI, TIPOCHOBL;

WCTIOTB30BaHHE TPA(apeTHBIX ¥ THIOBBIX TEKCTOB HPH OMNHCAHHH IOBTOPSIOLIUXCS
YIpaBIIeHYECKHUX CHTYAIIH.

8. IIpaBuia noAroToBKH U 0(hoOpMJIEHHS JOKYMEHTOB

8.1. [Ipuka3bl.
8.1.1. Ilpuka3 - mpaBOBOW aKT, W3/1aBAEMbIii PYKOBOJMTENIEM JJISi PEIICHUS OCHOBHBIX

U ONIEPaTHBHBIX BOIIPOCOB JESITEILHOCTH 00pa30BaTEIFHOTO YUPEKICHHUS U SBJISETCS OJHUM U3
BXHEUIIIMX JIOKYMEHTOB YUPEKICHUS.

8.1.2. Ilpuka3 uznaercs nupekropom Yupexxaenus. OH BCTyIaeT B CHIIy ¢ MOMEHTA €ro

MOATIUCaHUs JTUPEKTOPOM quemz[elmﬂ.

8.1.3. OdopmiisieTcst mpukas Ha OyiaHKe 00pPa30BATEIBHOTO YUPEKIECHUS U JOJDKEH UMETH

CJIEYIOUINE PEKBUBUTHL:

HaMMEHOBAHUE YUPEXKICHUS;

HaMMEHOBAaHME BU/IA JOKYMEHTA,;

JaTy ¥ HOMEp IOKyMEHTa;

MECTO U3/1aHus;

3aroJjIoBOK;

TEKCT;

OTMETKY O IPUJIOKEHUH (IIPH HAITMYHUH );

HIOJIITHCh;

neyarsb;

COIJIAaCOBAHUE;

03HaKOMJICHHE.

8.1.4. HaumenoBaHue opraHu3aiiy oGpopMIISETCs B COOTBETCTBHH C Y CTABOM.
8.1.5. Ilpukaz mnevaraercst ¢uaroBeiM cnocobom. Kakmas crpoka peKBH3HTOB

HAQYHUHACTCSI OT JIEBOM IpaHUIIbI TEKCTOBOI'O  ITOJISL. BerHee ImoJi€¢ JOKYMECHTA OOJIXKHO



cocraByATh 1,5 cm, Hmknee 1,5 cM, neBoe 2,0 cm, mpasoe 1,0 cMm. Jlata opopmitsercs apabekuMu
nu(pamMu, HOMEp COCTOHT U3 3Haka No U MOPSIKOBOTO HOMEpA IIPUKa3a.

8.1.6. Hymeparusi mpuka3oB IPOM3BOJMUTCS B BAJIOBOM MOPSIKE C sSHBaps IO JIeKabph
B IIpeJeNiaxX rojia, IPUKa3bl OJHOM JaThl PETUCTPUPYIOTCS Yepe3 Apo0b.
B nprkasax 1o JMYHOMY COCTaBY CTABHTCS JIATEP — «JICY; 10 OCHOBHOM JEATENLHOCTH — JIATEPA
HE CTaBUTCA.

8.1.7. Mecto u3nanus npukasa — BoJpKcKuii.

8.1.8. 3aro;ioBOK JOMKEH KpaTKo M TOYHO OTPaXaTh COJACPIKAHHE TEKCTA MPHUKa3a.
3aroj0BOK, KaK IpaBHIO, (HOPMYIHPYETCS B MPETOKHOM IMaieXe. 3arojoBOK IIE€4aTaioT
00BIMHBIM mpHTOM, €3 ab3aIHOTO OTCTYIA U KaBbIYEK, pacoiarasi OT JIEBOW I'PAHHUIIbI JIUCTA.
3aroJ0BOK, COCTOSIIMM M3 ABYX H Oojiee CTPOK, PacIojiaraloT Ha CTPaHHWIE Yepe3 OJIUH
MEXCTPOUYHBIM HHTEpBa. TOUKy B KOHIIE 3ar0JI0BKa HE CTaBsIT.

8.1.9. Tekcr ormensercss OT 3arojoBKa JBYMS-TPEMSI MEKCTPOYHBIMH HMHTEPBAJIAMH,
nedaraercs 12-13 Kersem, 4epe3 OIMHApHBIA WM IIOJYTOPHBIA MEXCTPOYHBIA HMHTEpPBA
TEKCTOBOI'O IOJIsi ¥ BBIPABHUBAETCA 110 JIEBOM M IpaBOil I'paHMIlAM TEeKCTOBOTrO mouis. [lepsast
CTpoKa ab3alia HaYMHAEeTCsl Ha pacCTOSHUM 1,25 ¢M OT JIEBOM I'paHMUIIBI TEKCTOBOTO TOJIS.

8.1.10. Tekcr mpukaza COCTOMT M3 [BYX dacTell : KOHCTaTMpPYIOIIEH
U paclopsiAUTEIIbHON.

8.1.11. B xoHcTaTupylomeld dYacTH KpaTKO H3NAraloTCs Ield W 3aiaud, (aKThl
¥ COOBITHS, MOCIY)XHBIIME OCHOBaHMEM Ui W3laHus npukaza. OHa MOXET HAYMHATHCS
cnoBamu «B mensx...», «B coorsercrtBuu...», «Bo ucmonHenwe...» u T.1. Ecnu npukas
U3Ia€TCS HAa OCHOBAaHMM JPYroro JOKYMEHTa, TO B KOHCTaTUPYIOUIEW YacTH YyKa3hbIBAIOT
HaMMEHOBAHUE 3TOr0 JOKYMEHTa B TBOPHUTEIIBHOM IIaJIeXKe, €ro JaTry, HOMEpP H 3arojoBOK.
B oTnenbHpIX cirydasx KOHCTaTHPYIOIEH YacTH MOXKET MPEAIIeCTBOBATh peamMOyiia U3 OIHOIo-
JABYX TIPEUIOXKEHHMH, B KpaTKoil (¢opMe oTpakaromas CyTh IpuKasa, HO IIPA 3TOM
He yOipyromas ero 3aroyioBok. OObIMHO mpeamMOyITy HCIIONB3YIOT ISl TOTO, YTOOBI YIPOCTHTE
U COKpAaTUTh (POPMYITHUPOBKY 3arojIOBKa.

8.1.12. PacmopsnuTensHas YacTh OTHENSETCS OT KOHCTATHPYIOUIEH — CIOBOM

«MPHKAa3bIBalO», KOTOPOE II€YaTalOT CTPOYHBIMH OykBamMu, Oe3 KaBbiyek. Ilocie cioBa
«IIPUKA3bIBAIO» CTABSIT IBOCTOYHE.
PacnopsirenbHas yacTh JODKHA COAEPIKATh IEPEYHMCIEHHE IPEIUCHIBAEMBIX eHCTBHIMA
C YKa3aHHEM HCITOJHHUTENS KaX0ro JEHCTBUS U CPOKOB UCIIOIHEHHs. PacriopsauTesbHas 4acTh
MOXET OBbITh pas/ie/ieHa Ha IyHKTBI M HOMIYHKTBI, KOTOpble HYMEpPYIOT apabCcKuMu nudpaMu.
Kaxaplii IMyHKT pacropsaMTENbHON YacTH HAYHHAECTCS ¢ yKa3aHHEM KOHKPETHOTO JeHCTBHS,
BBIPAKCHHOT'O IJIaroJioM B HEONpPEJENeHHONH popme. JIeHCTBUS OHOPOJHOTO XapakTepa MOIYT
OBITH TIEpeYHCIIEHbl B OJHOM IIyHKTe. B KauecTBe MCIHONHHTENEH yKa3bIBAIOTCS KOHKPETHBIE
JOJDKHOCTHBIE Jinn@a. [locneuuit myHKT pacnopsauTeIbHON YaCTH MOXKET COAEPKATh CBEICHHS
0 JIOJDKHOCTHOM JIMIIE, HA KOTOPOE BO3JI0XKEH KOHTPOJIb UCTIOJHEHHUS ITPHUKa3a.

8.1.13. Eciu npuka3 U3MEHSET, OTMEHSET WM JOIOJHSIET paHee W3JAHHBIA JOKYMEHT
HJIH KaKoe-TO €ro IOJOXEHHE, TO OMH U3 IIYHKTOB PACHOPSAUTEHHOM YacTH TEKCTA JOJDKEH
COZICPXKATh CCHUIKY HA OTMEHSEMBIM INOKYMEHT (IIyHKT JOKyMEHTa) C yKa3aHWEM €ro JaThl,
HOMepa U 3arojioBka. TekcT myHkTa HE0OX0AMMO HauMHATH ciioBaMu «[Ipu3HATH yTpaTHBIIMM
CHILY...».

8.1.14. B mpuka3 He cieayer BKJIIOYaTh IYHKT «IIpMKa3 JOBECTH O CBEICHHS...».
JIOJDKHOCTHBIE JIMIA, 10 CBEJCHUS KOTOPBIX JOBOJAT IMpPHKa3, IEPEUYUCISIOTCS B yKa3aTele
PacChUIKH, KOTOPBIHM UCIIOIHUTENIb TOTOBUT BMECTE C IIPOEKTOM IIpHKa3a. ‘

8.1.15. Iloanuck BKIIOYaeT B ceOsi HANMEHOBAHUE JOJDKHOCTH, WHULUAILL U (haMUIIHIO
nuna, oOlaaromero NpaBoM M3JAHUS INIPUKA30B, a TAKXKe CHTHATYPY (JMYHYIO IOJIIHCH)
IIOCJIETHETO.

IIpuka3bl IOJNMUCHIBAET AUPEKTOP, & B €ro OTCYTCTBHE — MCIOJHSIOMUN 00sS3aHHOCTH
JIpEKTOpa.



8.1.16. O3HakOMJIEHHE C MPUKA30M BKJIIOYAIOT B CE0s JIMYHYIO MOANHUCH, paciiu(ppoBKY
IIOJITUCH U JIaTy.

8.1.17. Brmmucka-Komnusi ONpeeIeHHON JacTH MOJJUMHHOTO JOKyMeHTa. B BeImucke u3
IpHKa3a COJAEpXKaTcss BCE  PEKBH3UTHl IpUKaza O  pPacHOpSIUTENIbHOM  YacTH.
W3 pacmopsauTensHO# 9acTH OepyT TOJIBKO Ty HH(OpPMALUIO, KOTOpas HeoOX0IuMa B KaXKIOM
KOHKPETHOM ciiydae. BBIHCKY 3aBEpsIIOT IPOCTABIEHHEM OTMETKHU O 3aBEPEHUH KOIIUH.

8.2. PacnopspkeHWe — IpaBOBOM aKT, H3/1aBaeMblil ISl Pa3peIleHHUs] ONEePATUBHBIX
BOIIPOCOB.

8.2.1. PacrnopsbkeHust y4pexJIeHUsS COCTABJISIIOTCS MPEHMMYIIECTBEHHO IO BOIIPOCAM
HHPOPMAIIMOHHO-METOIUYECKOTO ~ XapakTepa, a Takke @O0  BOIpocaM, CBS3aHHBIM
C OpraHu3anuei UCIOJHEHUS TPUKA30B, HHCTPYKINH U IPYTUX JOKYMEHTOB.

8.2.2. PacniopsikeHHs COCTABIISIOTCS] aHAJIOTHYHO IPUKa3aM.

8.2.3. TexcT pacnopsKEHUsI COCTOUT M3 KOHCTATUPYIOLIEH U pacIiopsIUTEIbHON YacTe.
PacniopsiiurenbHas 4acTh JOKyMEHTa HAYMHAETCS CIOBOM: «IIPEJJIATAIO», «PEKOMEH/IYIO»,
«OBSI3BIBAIO», «CUUTAIO HEOBXOJMMbIM», Hame4yaTaHHBIM IPONMHCHBIME OykBamMu 0e3
pa3psIKU M KaBBIYEK C HOBOM CTPOKHU OT IPAHHUIIBI JIEBOTO ITOJISL.

8.3. IIpoTOKOJI — TOKYMEHT, (PUKCUPYIOIIHHA CoepKaHUE COBEIIATEIHHBIX MEPOTIPUITHI
U TPUAAOMUNA IOPUIUYECKYIO CHIIy NPHUHATBIM Ha HUX pemeHusM. [IpoTokossr moryt
oG OpMIISITECS B CTIELUATBLHON KHUTE (PYKOIIMCHBIM BapUaHT), a TAKXKE B 3JIEKTPOHHOM BapHaHTE.

8.3.1. Benenne 3amucu BO BpeMsi 3acelaHusi, cOOp MarepralioB M MOJATOTOBKA TEKCTa
BO3JIaraeTcsl Ha M30paHHOTO WJIM HA3HAYEHHOT'O CEKpeTapsl 3aceIaHusl.

8.3.2. TekcT MpOTOKOJIA COCTOUT U3 JIBYX YacTel : BBOJHOU U OCHOBHOM.

8.3.3. BBoHas yacTh COAEPXKUT MOCTOSHHYIO HH(popMaruio (cioBa «IIpencenarennby,
«Cexperappy», «lIpucyrctBoBamiu». Eciym 4mCiIO y4aCTHMKOB COBEIIAHMS MPEBBIIAECT JIECATH
YeJIOBEK, COCTABIISIOT CIIUCOK MPHUCYTCTBYIOIUX, KOTOPBIN IpUJIaraloT K MpoTokoidy. B Tekcre
npotokosna, B  pasgene  «lIpucyrcTBOBanmM»,  yKa3bpIBAlOT ~ TOJBKO  OOINEe  YHCIIO
IIPpUCYTCTBOBABIIUX CO CCBUIKOM Ha prmaraeMbIﬁ CIIMCOK.

8.3.4. BBojHas yacTh MpOTOKOJIA 3aKkaHuuBaeTcs ciaoBamu «lloBecTtka mHs», mocie CioB
CTaBHUTCS ABOETOYME. M mepeuncistoTes: BOIPOCHL.

8.3.5. Bompocel moBecTku AHS HyMepyroTcs. Kaxaplii HOBBIH BOIpPOC HaYMHAETCS
¢ HOBO# cTpoku. Kaxeii Bompoc nomkeH ObITh KOHKpeTuzupoBaH. [lociemoBarenbHOCTH
PACIONIOKEHHSI BOIPOCOB OIpENeNsseTcsl CTENeHBI0 MX BaXXHOCTH.  Bompockl mumryTes
B HMMEHHUTEIBHOM IMaJeXe — JOKJIaJ, OT4YeT, cooliieHue, HHGOpMAIHs; HAUMEHOBaHHE
JNOJDKHOCTH, HWHHIMAIBl ¥ (aMIUIMIO [JOKJIQAUUKa MHUIIYT B POJUTEILHOM IIaJeXe.
He pexomeHnayercs BKIIIOUaTh B MOBECTKY JiHA Borpoc "Pa3noe".

8.3.6. OcHOBHAs 4YacTh TEKCTA COCTOMT W3 Pa3/EiOB, COOTBETCTBYIOUIMX IyHKTaM
MOBECTKE [HS IIPOTOKOJBHOIO ~MEPONpPHSTHS. TeKCT —KaKIOro pasfena  M3Jaraior

B IIOCJIEAOBATCIIBHOCTH
«CJIYIHAJIU — BBICTVYIIWJIN - TIOCTAHOBHWJIA (PELLIAJIN)».

8.3.7. 1IpoTokoibl MOANMUCKHIBAIOTCS TpeAceaaresieM U cekperapeM. Jlatoil mporokosa
SIBJIIETCS 1aTa IPOTOKOJIBHOTO MEPOTIPUSTHUS.

8.3.8. IIporokosiaM mpucBamBarOTCs MOPSAKOBBIE HOMEpA B Ipejenax y4eOHOro roja
OTAENBHO IO KaXJIOW Tpylme IPOTOKOJIOB: IPOTOKOJIBI OOIUX COOpaHU#M TpyIOBOTrO
KOJUIEKTHBA, 3aCeJaHui 11eJarOrMuecKoro CoBeTa u Jp.

8.3.9. Bpimucka w3 MPOTOKOJIA COAEPIKUT CIEAYIOIIME PEKBU3UTHI : HAMMEHOBAaHUE
001me00pa30BaTeIbHOTO yUPEeXKICHUS, Ha3BaHHE BUJA JOKyMeHTa (BBIITUCKA M3 [TPOTOKOJIA),
JIaTy 3acelaHusi, HOMEp MPOTOKOJIA, MECTO COCTaBIICHUS, 3aT0JIOBOK K TEKCTY, TEKCT, ITOJITUCH,
OTMETKY O 3aBEpEHHH KOIUH, OTMETKY 00 UCIIOJIHEHUH, HAIPaBJIeHUH B "1emno".

8.4. AKT — TOKyMEHT, COCTAaBJICHHBIH HECKOJILKUMHU JIMIIAMH U TIOATBEPIKIAOIIHN (HaKTBhI,
coOBITHS.




8.4.1. AKTBI COCTaBJISIOTCS B CAMBIX PA3MYHBIX CHTYALUAX ¥ II03TOMY HUMEIOT MHOI'O
PasHOBH/IHOCTEH: aKT NPHUEMKH PaboTHI, aKT IpHEMa-Nepefaud JOKYMEHTOB, aKT CIIMCAHHS
MaTepHasoB U T.1.

8.4.2. AKTBI COCTABISIIOTCS KOMHCCHEH, MOCTOSHHO JICHCTBYIOIUN MM Ha3HAYEHHOU
10 YKa3aHWIO PYKOBOIWUTENS. AKT IOJIIHCHIBAETCS BCEMH JIMLAMH, IPHHEMABIIMMH YYaCTHE
B €0 COCTaBJICHHUH.

Jlist psina akToB (10 MaTepHaNbHBIM, GUHAHCOBBIM H IPYTHM BaXKHBIM BOIIPOCaM) HEOOXO0IUMO
YTBEPXKJICHHE PYKOBOAUTEIEM M 3aBEPEHUE TI€UAThIO YUPEIKICHHUS.

8.43. C akramMm peBH3WH, NPOBEPOK 3HAKOMSAT BCEX JIHIl, JEATENHHOCTD KOTOPBIX
OHH 3aTpParuBaror.

8.4.4. Ecim akT COCTaBISIETCS HE U1 BHYTPEHHETO HCIOJB30BAHHS B YUPEXICHUH,
TO OH JI0JDKEH COJCPXKaTh IOPHIMYECKHH aipec yUpexkKICHUS.

8.5. CrpaBka — 3TO JOKYMEHT, COJEpXaluii ONHCAHHE W MOJTBEPXKICHHE (PaKTOB,
coObITHii. B Yupexaenun npuMensieTcs 1Ba BHIa CIPaBOK.

8.5.1. CripaBKH COCTaBJISIOTCS ISl ONMCAHKS WIIH IIOJITBEPXKICHHS (PaKTOB MM COOBITHIA
B NICATEIBHOCTH yIpex/IeHus. COCTaBISIOTCS 10 YKa3aHUIO BBIIECTOSINEH OpraHM3aldd Wi
PYKOBOZHTEIIS yUPEXKIEHUS JUI MHYOPMALMK O BHIOJHEHMH IUIAHOB, 3aJaHMH, MOPYYCHHH
Y IIPEJICTABIISAIOTCS B yCTAHOBIICHHBIE CPOKH.

8.5.1.1.TekcT TaKoif CIpaBKK COCTOUT U3 JBYX 9aCTeid:

B mepBoit wactm m3naraiorcst (GpakT, MOCTyXHBIIHE TIOBOJIOM K ee HAIllMCAHUIO, BO BTOPOM —
TIPUBOJIATCS KOHKPETHbIE JaHHBIC. BBIBOJBI M NpeTOKEHUs] B ClpaBKe He NAlOTCS (B 9TOM
COCTOMT OTJIMYHKE OT JOKJIAJHOM 3aIUCKH).
CrpaBka J1o/KHA 00BEKTHBHO OTPAXaTh COCTOSIHHUE JIE), €6 COCTABIICHHE TpedyeT TIaTeIbHOro
cOopa ¥ MPOBEPKH CBEICHHI, MOI'YT IIPHBOIUTHCS TAGIHIIBL.

8.5.1.2. CnpaBku, cocTaBieHHbIE:

— Ul PYKOBOJIHUTEIIS yUPEIHKICHHS, IOATHCHIBAET COCTABUTE),

— TI0 yKa3aHHIO BBIIECTOSIICH OpraHu3aliH, HOIUCHIBACT PYKOBOIUTEND YUPEIKICHHUSL.

8.5.2. CripaBkw, yI0CTOBEpSIIOLIKE FOPHIMYECKHE (haKTHI:

— CnpaBka 00 00yYeHHH ydaIerocst B Y upexaeHuH;

— CIpaBKa 0 MOATBEPXKCHUH epeBosia u3 apyroro OV;

— CHPaBKa-NMOATBEPXKIACHHE O 3aYMCIIEHUH YYalIerocs B Y UpexkieHuE;

— CIpaBKa /Uil COTPYIHHUKOB (IIOATBEPXKIEHHE MeCTa PabOThl, 3aHMMAEMOil HOJDKHOCTH,

pa3mep 3apabOTHOH IJIaTH U T.]1.)

Taxoro pona crpaBku BBIAIOTCS IO 3alpocaM 3aHHTEPECOBAHHBIX JTHIL (COTpyIHUKOB) WM
YUPEXKIACHUH.

8.5.2.1. Jlns “HamMCaHHMs JAHHBIX CIIPABOK TIPHUMEHSIOTCS YHUGHUIHPOBAHHBIE
TpadapeTHbie OIaHKH.

8.5.2.2. Tekcr cnpaBkm HaunHAaeTCS ¢ yKasaHWMs (aMWIMH, WMEHH, OTYCCTBA
(B MMEHHMTENHHOM MajeXe) JHIA, O KOTOPOM COOOIIAOT CBeleHHS. B KoHIE CIIpaBKH
YKa3bIBAaCTCS HA3BaHHE OPraHU3AIMA UM YUPEKICHUS, Ky/Ja OHA IIPEICTABIISIETCS.

8.5.2.3. CripaBKH OANKCHIBAET JUPEKTOP YUpexK IeHHUS.

8.5.3. Ha cmpaBke go/mkHA O0O0S3aTENBHO CTOSTH JaTa  ee HOJINHUCAHUSL, HOMEp
(TIOpS/IKOBBIH HOMEP 110 JKypHATY PErMCTPAlHH HCXOMSIei KOPPECIIOHICHIIMHU), TIOAIUCH
U 11€YaTh.

8.6. CrarncTHyeckye OTYEThl - HCTONHSIOT PaGOTHUKY, HA3HAYEHHBIE OTBETCTBEHHBIMA
3a Cllauy OTYETOB B BBIIECTOSIINE W JPYIHe OPraHM3alMy (IICHCHOHHBIA (hOHJ, BOCHKOMAT,
(huHAHCOBbIE CTPYKTYPBI, HAJIOTOBYIO HHCIIEKIIHIO H T.11.).

8.6.1. OTYeTsl TrOTOBAT C TIOMOMIBIO IIEYATHBIX YHUQUIMPOBAHHBIX (OPM  HIIH
AJIEKTPOHHBIM CIIOCOOOM B 6a3ax JaHHBIX.

8.7. CiyxebHble MHUChMA - 3TO camblii PACTIPOCTPAHEHHbIH BHI JETOBBIX JIOKYMEHTOB.
CocraBisiores MUChbMa JUISL OCYIIECTBIEHHS OIEPATHBHON CBSI3H C JAPYTUMH YUPEKICHUIMHU
U IIPEIIPUSTUSIMH 110 PA3IHYHBIM BOIIPOCAM.




8.7.1.1lo conmepxaHWIO ¥ HA3HAYCHHIO [HCbMa MOTYT OBbITh  HWH(OPMAILHMOHHBIE,
rapaHTUHHbIE, PEKJIaMallMOHHbIE, KOMMEPYECKHE, MHChMa-3arpoChl, MHChMa-MPUTIaIeH s
UT. I

— HWudopmannoHHBle NHCEMa  comepKarT — COOOIIEHHs, MpOockOB, HANOMHUHAHHS,
IIPEIOKEHUSI.

— TlapanTuiinple npeaHa3sHaYeHB! JJISI U3BEIIEHUS O TAPAHTUSAX OILIATHI, CPOKOB IOCTABKH
WA Ka4eCTBa MPOIYKIIMH U YCIIYT.

— B pexnamManuoHHBIX (IIPETEH3MOHHBIX) MHCHMAaX H3JaraloT TPeOOBAHUS BO3MELIECHUS
yOBITKOB, HAHECEHHBIX M3-3a HApYIIEHHs YCIOBHH KOHTpAaKTa WM JOrOBOpa JAPYyroi
CTOpOHOHM (KOHTpareHToM). Pexnamariust IOoJDKHA MHOATBEPXKIATHCS IIPHIIAraeMbIMU
K IIUCbMY JIOKyMEHTaMH B BHJI€ aKTOB, CIIPABOK H T.JI.

— Kommepueckue nmiuceMa COCTaBISAIOT NIPU 3aKIIOUSHHH U BBIIOJHEHAH KOHTPAKTOB, YaCTO
B HHMX H3JIaraloT IPOCHOBI O MPEJOCTaBICHUH MH(OPMALUKM O TOBapax W yCiyrax y mx
IPOJABIOB, MJIHM HAIIPOTHB IIPEUIAaraioT IIOCTABHTh TOBAPHI HIIH YCIIYTH.

— B mucemax-3zampocax TpocAT y KOHTpareHTa pa3bsCHUTh KakKoW-Tu6o (akt uim
JIEHACTBHE.

8.7.2. Cpoku HOArOTOBKM OTBETHBIX ITMCEM YCTAHABIMBACTCS PE30JIIOLHEH IUpEKTOpa
VupexJIeHus Ha OCHOBAaHMM HMEIOIIMXCS CPOKOB HCIIONHEHHS IOPYYEHHM, 3alpoCcoB HIH
T0 PEIIeHHUIO aBTOPa PE3OJTFOIHH.

8.7.3. IlpaBuia ohOpmiteHHS CITy)KEOHBIX ITHCEM.

8.7.3.1. Cmyxebuple muchMa o(opMISIOTCS Ha OnaHkax st muceM Qopmara A4,
Ha KOTOPBIX B OTIMYME OT OJIaHKOB OOINEro BHJA pa3MEIIEeHbI IOYTOBHIE W OAHKOBCKHE
PEKBHM3HTEI IPEANPUATHS. B nucpmMax Ha3zBaHHe BHIA TOKYMEHTA HE YKa3bIBAETCS.

8.7.3.2. TluceMo 1en€cO00pa3HO TOTOBHTH 10 OJHOMY Bompocy. Eciam Heobxomumo
00paTUTBCS B OPraHM3allMIO ONHOBPEMEHHO II0 HECKOJIBKAM DasHOPOIHBIM BOIIPOCAM,
PEKOMEH/IYETCS COCTABNIATH OT/CIBHBIC MUChMA M0 KAXIOMY U3 HUX. [IMCEMO MOXET KacaThbest
HECKOJIBKMX BOIPOCOB, €CJIM OHH B3aUMOCBSI3aHBI M OYIyT paccMaTpHBAThLCS B OJHOM
CTPYKTYPHOM IOJpa3JelieHMH OpraHu3aluu-aapecata. PexoMeHIyeMblii 00BEM JEI0BOro
nuceMa - He Oojee 2-X CTpaHHUIl (B HCKIIOUUTENBHBIX Ciydasx - 10 5 crpanumn). Ilucema
0(OPMIISIIOT B JIBYX K3EMILISIPAX. '

8.7.3.3. B 3aroioBo4HO# 4acTH NMUCHMa OOPMIISIOT CIIEAYIOIIHE PEKBU3UTEL:

— Anpecar. Ciy)eOHOe IIMCbMO MOXKET ObITh aJPECOBAHO YUPEXKICHHIO, ET0 CTPYKTYPHOMY
HO/Ipa3/IeJIEHUI0, KOHKPETHOMY JOJDKHOCTHOMY JIMIly WJIM YacTHOMY Juiy. Eciu mmcemo
aJipeCcoBaHO  YYPEKJCHUIO, TO HAMMEHOBAaHHME YUYPEXKAEHHUS B ajpecare I1e4aTaroT
B MMEHMTEJIEHOM IaJIekKe, JOJKHOCTD M (PaMUIIHIO JOJDKHOCTHOTO JIUIIA - B IATEJILHOM.

ITocne mamMeHoBaHMsI ajpecaTa pPEKOMEHIYETCsl yKa3blBaTh €ro IOYTOBBLIA ajpec,
KOTOPBI 0opMIIsieTcss B COOTBETCTBHU ¢ TpeGoBaHusiMU [IpaBuii oka3aHmsi yCiIyr MOYTOBOM
cBsa3H, yTBepkAeHHbIMH [locranoBnenwem IlpaButenbctBa P® or 15.04.2005 Ne 221.
IIpaBunamu 1peaycMOTPEH CIEAYIOMUH OPSIOK HAMCAHUS afpeca: Ha3BaHHE YJIUIIbI, HOMED
noMa (IIpy He0OXOIUMOCTH — HOMEp oduca) ; Ha3BaHHE HACEIEHHOTO MyHKTa (ropo/a, IoceIKa
U T. II.), Ha3BaHWE 00JACTH, Kpasi, aBTOHOMHOI'0 OKpyra (00JIaCTH), PeCIyOIMKH; IOYTOBBIA
HHJIEKC.

Ecnu nmuceMo OJHOTO colep)kaHMs HAIpaBIISETCS HECKOJIBKMM ajpecaraMm, CHadasa
obopMmIIseTcs afipec OCHOBHOTO TOJIydarelisi, 3aTeM IepeurcIisiroTes apyrue. Ha ogHoM nucbkMme
MOXHO pasMernarb He Oojiee YeThpeX PeKBU3HTOB Anpecar. Ecim MOKYMEHT HampaBiisieTcs
OoJjiee, YEM II0 YETBIPEM aJpecaM, COCTABIISIETCS CIMCOK PACCBUIKH M HA KaXIOM. DK3EMILISpE
yKa3bIBa€TCsl JIMIIb OJIMH aJpecaT, KOTOPOMY HaIlpaBJIsSeTCs] KOHKPETHBIH 9K3eMILIISP.

— Jlara. Jlaro# nuceMa sBisieTcs nata ero noanucanus. Odopmisiercs apabckumu mudpamu,

IO/l yKa3pIBaeTCs MOJHOCTBIO (Hampumep, 11.11.2011);

—  HMupexc noxymenra. CTaBUTHCS IOPSAAKOBBIN HOMEP, 10 KHUTE y4eTa JJOKYMEHTOB;
— CchUIKa Ha MHIEKC ¥ JIaTy JOKYMEHTA-3alpoca, €CIIM IHCHMO SIBISICTCS. OTBETOM. DTOT

PEKBU3UT BCETJla BKIIOYAETCs B OJaHK NMUChbMA, HO 3allOJHSETCS TOJIBKO NP 0)OPMIIEHHH



OTBETHBIX MCXOJSIIUX MHCEM M BKIIOYAET PETMCTPALMOHHBIA HOMEp M JaTy JOKYMEHTa,
Ha KOTOpbIA [TaeTcs OTBeT, (Hampumep, Ha Ne 134/03-10 om 30.06.2006). Hanuuue B
OnaHke mnHMChbMa JAHHOTO PEKBH3MTA HCKIIOYAET HEOOXOAUMOCTH  YINOMHHAHHS
PETHCTPAIMOHHOr0 HOMEpa M JaThl MOJYYEHHOI'O JOKYMEHTa B Hayalleé TEKCTa OTBETHOTO
JOKYMEHTa, 0CBOOOXKIast TEKCT OT BCIIOMOTaTeNIbHO# CIIpaBOYHOM HH(GOpMAIHH);

— 3aroyIoBOK K TEKCTY IHChbMa JOJDKEH OBITh MakCHMMAaJIbHO KOPOTKHM M TOYHBIM. OH
Gopmymupyercs o6brunO Tak: "O6 usmenenuu ...", "O cosoanuu ...", "O nposedenuu ...’
U T. A. B mucemax Qopmara AS, comepxkaHHe KOTOPBHIX He NpeBBIMAET 4 - 6 CTPOK,
3aroJI0BOK MOXHO He 0GOPMIIATH. 3aroJ0BOK IHIIETCS OT JIEBOTO MOJIS € 3arJIaBHOM GYKBEI
6e3 KaBBbIYEK.

8.73.4.1. Tekcr mmcbMa [JOJDKEH OBITH  JIOTHYHBIM, IIOCJIEOBATEHHBIM,
yOeUTEIbHBIM M KOPPEKTHBIM 110 (hopme. DakThl ¥ COOBITHS JOJKHBI H371araThcs 00BEKTHBHO,
JIaKOHWYHO, sICHO. TeKCT mucpMa He  JODKEH JIONMyCKaTh pasjIMYHOIO TOJKOBAHHSL
B 3aBHCHMOCTH OT THNA NHCHMA M €ro COAEPXKAaHHUs TEKCT MHUChMa MOYXET OBITh MPOCTHIM KA
CloXHBIM. [IpocTeie mmChbMa COCTOSAT M3 OOHOM-ABYX YacTEW: BCTYIUIEHHS M 3aKJIFOYEHWSL.
CioxHble B KOMIO3MIMOHHOM ITaHE TIIHCbMa COZEpXKAT BCTYIUIEHHE, OCHOBHYIO YacTh
(moxasarenbcTBO) W 3akmodenue. Hawamo mmceMa MOXET HMETh CIENYIONIME BAapHAHTEL
oOpateHus:

= Veaowcaemwiii Heopo Jleonuoosuy!
»  Veaowcaemuiii cocnodun 3opun!
»  Veaowaemvie 2ocnooda! (ynorpeOnsiercs, KOrja HEM3BECTHBI HMMEHA IOJydaTesei

IIACHhMA)

Bo BeTymiennu naercst 060CHOBaHHE BOIPOCA : M3JIAraeTcs NPMYMHA, OCHOBAHHE WU
00OCHOBaHME COCTABJICHMSI IIHCHMA, MPUBOJATCS CCHUIKA HA JOKYMEHTBI, SIBJISIOIIAECS
OCHOBAHHMEM IIOATOTOBKH MHCbMa (Harpumep, "B cesasu ¢ mem ..., Coenacro konmpakmy om ...
N ... B cooméemcmeuu c ... ...). B OCHOBHOM 4acT (J0Ka3aTebCTBE) M3JIaraeTcsi CYIIECTBO
BOIIPOCA, IPHUBOJSATCS J0Ka3aTeIbCTBA WIIM OIPOBEPXKCHHS, OCHOBHAS YacTh JOJDKHA OBIThH
yOemuTenbHOM, YToOBl HE BO3HHMKAIO COMHEHMH B IIPaBHJIBHOCTH H OOOCHOBAHHOCTH
npejularaéMeiX petreHuii. B sakmouennn GpopmyIupyeTcs OCHOBHAS 1eJib IMChMa (HalpuMep,
Ha ocnosanuu usnoowcennoeo... Omnpaensem Bam ... Cmasum Bac 6 uzeecmmocmo
Hanomunaem Bam ... Coobwaem Bam, umo. ... Ilpocum onnamums 6 meuenue ... 6AHKOBCKUX
oueil ... IIpocum npunamo yuacmue 6 Ilpuenawaem Bac ..... Mol paowr npuenacume Bac ...)

B mrcbMax uCnonb3yroT cieytomue GOpMbl H3I0KEHHS TEKCTA OT TIEPBOTO JIHIA:
— MHOXECTBEHHOIO 4MCla (npocum, coobujaem, HANpAeisieM, HANOMUHAEM, GbICbLIAEM
M T.JI), TaK KaK JOJDKHOCTHOE JIMIO, IHOJAINMCABIICE MHCHMO, BHICTYHAeT OT HMEHH
OpraHu3aIyn); . )
— ©IMHCTBEHHOTO 4HCIa (npouty, npeonazaio, HAnpaeisio W T.1.), BO3MOXHO B JBYX
ClTydasix:
" IUCHMO O(OPMIISETCSI Ha JOJDKHOCTHOM OJIaHKE;
* IUCHMO HOCHUT KOH(HICHIMATIBHBIA XapaKTep WIH CONEPKHUT MEPCOHATBHOE 0OpaIeHne
K aJipecary.
ITucpma MoXKHO 3aKOHYUTE Qpas3oit «C ysaoicenuemy.

- OTMeTKa 0 HATTMYUK TIPUIOKEHHUS (TIPH HEOOXOIUMOCTH).

- Odopmienne pexBusuta [loANHMCH TNPOM3BOAMTCS B COOTBETCTBHM C  OOIIMMHM
TpeOOBaHUAMM M BKIIOYAeT B ce0sl HAMMEHOBAHHWE O/DKHOCTH JIMIA, ITOJITHCABIIErO
JOKYMEHT, JITYHYIO IIOANUCH U pacuIu(poBKY MOIIHCH.

—  PexBusur ®amuimus u TenepoH HCHOIHUTENS MPOCTABISICTCS B JIEBOM HEDKHEM YTy
JIMIEBON MM 0OOPOTHOH CTOPOHBI GNaHKa IO IMOIIHMCHI0 PYKOBOAWTENS (HAmpuMep,
H U Cemenos 253-98-78).

8.8. JlokaaHbie U 00BSICHUTENbHBIC 3AIMCKH.

!




8.1. loxnagnass  3amucka - 3TO JOKYMEHT, aJIpeCOBAHHBIM  PYKOBOJUTEIIO
U WHQOPMHUPYIOUIMNA €ro O CJIOKHUBINEHCS CUTyallud, MUMEBIIEM MECTO SBJICHWH WA (haKT
BBINOJIHEHHON pabOThI, a TAKXKE COJEPIKAIIUI BBIBOIBI U IIPEIJIOKEHHS] COCTABUTEIIS.

8.1.1. JloxnanHas 3anucka opopMIISIETCsS TIEYaTHBIM CIIOCOOOM Ha IPOCTOM JIUCTE Oymaru
C BOCIIPOU3BEICHUEM PEKBHU3HUTOB OJIaHKA, TAK)KE MOXKET BBIIOJIHATHCS PYKOIHCHBIM CIIOCOOOM.

8.1.2. TexcT HOKIAIHOM 3aIMCKH JEIUTCS HA J[BE YACTH: IEepBasi - KOHCTATHPYIOLIas, I/e
U3JIaraloTCsl UMEBIIUE MECTO (aKThl MM ONMCHIBACTCS CUTYaIlUs; BTOpas - Te H3jaraercs
IpeIoKEHHe, Tpockha.

Texkcry pokmanHONM 3amucKu  00SI3aTENBHO IPEIIIECTBYET 3arojiOBOK, HAYMHAIOIIUHCS
¢ mpemiora « Oy, «Ob».

8.2. OOmsicHUTENbHAS 3alUCKa — JOKYMEHT, IMOSICHSIOIIUN COAEp)KaHUE OTJEIbHBIX
HOJIO)KEHHH OCHOBHOTO JIOKYMEHTA HJIM OOBSCHSIONMEH MPUYMHBI KAKOT0-TH00 cOOBITHS, (aKTa,
IOCTYIIKA.

8.2.1. OOmbsicHUTENbHAS 3alUCKa, IMOSCHSIOIIUE COJEPKAHUE OTAEIBHBIX ITOJIOKECHHN
OCHOBHOTO JIOKyMeHTa, 0popMIIsieTcst Ha 001eM OaHKe YIpesKaeHHsL.

8.2.2. OOBsicHUTENbHAS 3allUCKa 10 MTOBOAY KaKUX-JIUOO MPOUCIIECTBUMA, CIIOMKHBIIUXCS
CHTYyalllii, MOCTYIIKOB M ITOBEJCHUS OTJEIBHBIX PAOOTHUKOB OPOPMIISETCS HA YHCTBHIX JIHCTaX
Oymaru ¢ BOCIPOMU3BEICHUEM TEX JKE PEKBU3UTOB U MOIHUCHIBAIOTCS COCTABHTEIIEM.

8.2.3. CiyxeOHble 3alMCKH PETUCTPUPYIOTCS B JKypHaJle M MOJAIOTCS Ha PaCCMOTPEHUE
PYKOBOIMTEIIS, TIOCTIE PE3OIIIOIUH TOBOATCS 10 UCTIOTHUTEIIS.

9. KangpoBas JOKYMEHTAIMs - COBOKYIMHOCTH (OpM (JIOKYMEHTOB), OTPaXKAIOIIUX
HaJIM4YMEe M JBUIXKCHHE IepcoHana. [[BukeHHWe mepcoHana - ofHa W3 Oa3UCHBIX KaTeropwii
yIpaBJIEHUs TIEPCOHAIOM, [10J1 KOTOPO#, KaK IIPaBHUIIO, IOHUMAIOT:

" [pueM Ha paborty;

"  [IepeBOJ Ha APYTryio paboTy;

"  [pefOoCTaBIICHUE OTIIYCKa;

"  YBOJIbHEHHE.

9.1. BaxxHOCTBH KaJIpOBOM JTOKYyMEHTALMH ITOATBEPXKIAETCS, IIPEXKIE BCEro, TEM, UTO JIFOOOM
KaJpOBBIA JOKYMEHT (UKCHPYET OPUIMYECKH 3HAUYUMBbIe (aKThl, KOTOPBIE SBIISIOTCS
OCHOBAHHMEM COBOKYITHOCTH KOPPECTIOHAUPYIOIIUX APYT APYyTy MpaB U 00s3aHHOCTEN paboTHHKA
U paboronmarens. Hampumep, JODKHOCTHAsE  MHCTPYKIUSL  SIBISIETCS  JIOKYMEHTOM,
TOJTBEPHKAAIOIIMM IIPAaBOMOYMS TOTO WM HMHOIO JOJDKHOCTHOTO JIMIIA HAa COBEPIICHHE
IOPUIMYECKH 3HAYMMBIX JIEUCTBUH, BXOSIINX B €r0 IOJDKHOCTHBIE 00S3aHHOCTH.

9.2. Benenue kagpoBOro JIEJIOMPOU3BOCTBA MO3BOJISET 3P (PEKTUBHO PEIIUTE Cpa3y HECKOJIBKO

3ajaq:

— JlokyMeHTanbHO OOPMHUTH TPYIOBBIE OTHOIIEHHS, (HOPMATM30BATh KaJPOBBIE IIPOLIE/TY PhI.

— IlocTpouTh CTPOMHYIO CHCTEMY YIIPaBJICHHS II€PCOHAJIOM, OTBEYAIOUIYIO CTPATETHYECKUM
3a/1a4aM yIpaBIICHUSI.

— PernameHTHpOBaTh B3aMMOOTHOIIEHUS pabOTHHKA M paboTtomarens. BBeneHue kaapoBbIX
JOKYMEHTOB TI03BOJISIET JOOUTHCS «OajlaHca HHTEpecoB» paboToaaresiss U pabOTHHKOB
IIyTEM YETKOH periaMeHTAllMu: YeM KOHKPETHO IOJDKEH 3aHUMAThbCs KaXIbld pabOTHUK
(Hampumep, B JOJDKHOCTHBIX HHCTPYKIHUSIX) U KaKOBBI (DYHKIIMH paboTOaaTeNs.

— Co3pgaTth OpraHu3alMOHHO-IIPABOBBIE OCHOBBI TPYIOBBIX OTHOIIEHHM, KaK JUIsi paOOTHUKOB,
tak U a8 paboronmarens. C OOHOH CTOPOHBI KaJIpOBbIE JOKYMEHTHI IOJIEPKHUBAIOT
HUHTEpeChl paboToaTelis, a ¢ JPyroM - HANPaBIISIOT €ro Ui HEJOMYLIEeHUsS] HTHOPHPOBAHHUS
TpeOOBaHU TPYIOBOTO 3aKOHOIATEIHCTBA.

— -Paspemmth TpymOBBIE CHOPHI IIPU BO3HUKHOBEHMH KOHQIMKTHBIX CUTyalluil, 0COOEHHO
KOrJia KaJapoBasi NOKYMEHTAlldsl BBICTYNAET KaK OJHO M3 NUCBMEHHBIX JI0KA3aTENbCTB B
cyneOHOM pa3buparebcTBe IO TPYIOBBIM CIIOPAM.

9.3. OcHOBHOH CMBICI KaJpOBOH JOKYMEHTALlMH - B IPHAAHUH OOJbIIEH Mpo3pauHOCTH

TPYZOBOMY Iiporieccy. Besi cucrema KaapoBOil TOKYMEHTALIMU YCTaHABIIMBACT ONpEIETICHHbIE




«TpaBUJIa UIPBI», HPHU COONIONEHHM KOTOPBIX COTPYAHHKH 4YyBCTBYIOT CTAaOHMIIBHOCTB, a
aIMUHUCTpAIUS 3HAYUTENILHO IIOBBIIIAET YIIPABIISIEMOCTh IEPCOHANIA.
9.4. B Yupexennn NPUMEHSIOTCS ClIeAyIoIue yHHGUIMPOBaHHEIE GOPMBI IO YTy KapoB:
= NeT-1 «Ilpuka3 (pacnopspkeHue) o nprueMe pabOTHHKA Ha paboTy»;

—  NeT-2 «JInunast kaprouka paGoTHUKAY,

—  NeT-3 «IlltaTtHOe pacrcanuey;

—  NeT-5 «Ilpukas (pacnopsbkeHnue) o nepeBojie paboTHHKA Ha JPYTYIO paGoTyy;

—  NeT-6 «llpukas (pacniopsbkenue) o IpefOCTaBICHHH OTITyCKa PAGOTHHKYY;

— NeT-6a «Ilpuka3 (pacnmopsbkeHHe) O IpeJOCTABIEHUH OTITyCKa PAGOTHHKAMY;

- NeT-7 «I'paduk oTmyckoBy;

—  NeT-8 «IIpuka3 (pacnopsbkenue) o mpekpareHnu (PacTOpIKEHUH) TPYIOBOTO I0rOBOPA C

pabOTHUKOM (YBOJIbHEHHH ),

— NeT-11 «IIpuxka3 (pacnopspkeHHE) O MOOIIPEHUH paGOTHUKAY;

— NeT-13 «Tabenb yuera paGouero BpeMeHm»;

9.5. B coorBeTcTBHE ¢ TpeGOBaHHSME TPYAOBOIO 3aKOHOJATeIbCTBA PD B VupexmeHun
YCTAHOBJICH CIMHBIA MOPSIOK OGOPMIIEHHS MpHUEMa, YBOJBHEHHS U TMEPEBOJA COTPYIHHKOB.
COBOKYIIHOCTb IOKYMEHTOB, B KOTOPBIX ~3a()MKCHPOBAHBI OTANBI TPYHOBOM JESTEIBHOCTH
COTPYTHUKOB, Ha3bIBAETCS IOKYMEHTAIUEH 110 INYHOMY COCTaBY.

K TakuM foKymMeHTam (epBO# IPyIIIBI) OTHOCSTCS:

1. JloxymenTaims no npueMy Ha paboty (3asBIeHHE 0 IpueMe Ha paboTy, TPyHOBbIe JIOTOBOPBI
U JIOTIOJIHUTEIIbHBIC COTJIALIEH s, IPUKa3 O IpUeMe Ha padory).

2. JlokyMeHTalWs 10 TIEpeBOly Ha JIPYryio paboTy (3asBICHHE O NIEpeBoJie Ha APYryio paboTy,
TIPE/ICTABJICHUE O IIEPEBOJIC HA JPYTyIO paboTy, NpHKa3 O IePEeBOIe Ha APYIyIO paboTy).

3. JlokyMeHTauust 1O YBOJNBHEHMIO C paboTHI (3asiBieHHE 00 yBOJNBHEHHH, IPHKa3
00 yBOJIbHEHHH).

4. JloxymenTanus 1o opopMIICHHIO OTIIYCKOB (rpapuK OTITYCKOB, 3asBJIEHHS O IPEAOCTABICHHH
OTITyCKa (B T.4. IIPEIBAPUTEIILHOE ), IIPUKA3 O IPEJOCTABICHUH OTITYCKA).

5. JlokymeHTauus no OQOPMICHHIO MOOMIPeHHi (IPEACTaBIEHHE O MHOOMIPEHHH, MPHUKA3
O IOOIIPEHUH).

6. JlokymeHTtamust 10 O(GOPMICHHIO WCHMILIMHAPHBIX B3BICKAHMH (IOKTA[HAs 3armcKa
O HapyIICHHM TPYAOBOM IUCUMIUIMHBI, OOBICHHUTENBHAS 3alUCKa O HAPYIIEHHH TPYIOBOM
JMCLUILIAHEL, IPUKA3 O HAIOXKEHUH TUCIUIUIHHAPHOTO B3bICKAHHS).

7. JlokymeHTanust 0 HaYMCIICHHIO 3apaboTHOM IU1aThl (TapudUKaIKs, IPAKA3H! 0: HA3HAYECHHUH
TIE/IarOTMIECKON HArpy3KH, 3aMElIeHWH, JOIJaTax M HajgbaBkax; Tabenab ydeTa paGodero
BpPEMEHH;

pacuyeTHBIN JTUCTOK).

8. JIOKyMEHTBI MO y4YeTy JIHMYHOTO COCTaBa pPaGOTHMKOB (THYHAS KapTOuKa paboTHHKA
(T-2), nmunoe neno, Kuura ydera IuuHOro cocraBa paGoOTHHKOB).

9.6. llomyyenne u 006paboTka TOKYMEHTOB IO JIAYHOMY COCTaBY OCYIIECTBIISETCS
B COOTBETCTBHH C [l0s10)KeHMEM O 3aIuTe NIEPCOHATBHBIX JAHHBIX PAGOTHUKOB Y UpeKIeHMUS.

9.7. TpynoBO# 0TOBOP — JIOKYMEHT, GUKCUPYIOMIHii COTIacHe CTOPOH 06 YCTAHOBICHUH
TPYNOBBIX IPAaBOOTHOLICHHH W peryaupyrommid ux. JIoroBop [HOMKEH OTBeYaTh BCEM
IPETyCMOTPEHHBIM 3aKOHOAATEIbCTBOM P® TpeGoBanusM k HeMmy. J[OroBOpHI COCTABISIOTCS
PYKOBOJTUTEIIEM.

9.7.1. Croponamm TpyJOBOTO JIOTOBOpa SIBIISFOTCS ydpexaeHue (paGoTonareis)
¥ pabOTHUK.

9.7.2. TpynoBoii IOrOBOp OJDKEH 3aKIIOYAThCS B IIACKMEHHOM (hopMe.

9.7.3. JloroBop cocTaBIseTcs B ABYX SK3EMILISIPAX, TOJMHCHIBAETCS PYKOBOJUTENEM
¥ pabOTHHUKOM, 3aBepseTcsi TedaThio. OIMH 3K3eMIULIp JI0rOBOpPA XPAHHTCS B yUPEKICHHH,
BTOpO#i — y paboTHuKa. TpymoBoii 1oroBop xpauurcst — 75 Jyiet.

9.8. Cornamenue K TpyZIOBOMY JIOTOBODY - JOKYMEHT, KOTOPHIM CTOPOHBI O(hOPMIISIOT
U3MEHEHHME OIPEACTICHHBIX CTOPOHAMM YCJIOBHH TpPYIOBOrO JOTOBOpa. Takoe coraiieHue




ABJISICTCSI HEOTHEMJIEMOW 4YaCThIO TPYHOBOro JoroBopa. OHO JOKHO OBITH COCTAaBICHO
¥ 0()OPMIIEHO B TOM K€ MOPSIIKE, YTO ¥ TPYAOBOH JOrOBOP.

9.9. Ilpuka3bl O TPYIOBBIM MIPABOOTHOLIEHHSIM JENISATCS HA JBA BH/IA:

— TPHUKA3bI 10 JITYHOMY COCTaBY (WI.C.») €O CPOKOM XpaHEHHs — 75 jeT

® [pueM Ha paboTy;

" [IepeMelIeHHE;

"  COBMEIIEHHE (IOPYIEHHE TOTIOTHUTEIHHON paboTh);

" [epeBOJ Ha IpYryio pabory;

"  YBOJIbHEHHE;

"  aTTecTalys, IOBHIIIEHHE KBATU(DUKAIHIH;

"  uU3MEHEeHHE haMUITHH;

"  IOOLIPEHUU , HATPAKICHHH;

* omnara TpyAa (TapuduKanvu, U3MEHEHHH y4eOHON HArpys3KkH, yCIoBHH Tpyna, oObema

paboThl), MPEMUPOBAHHUE, PA3IMYHBIE BBIIIATEL,

"  OTIIyCKa II0 YXOZy 3a peOeHKOM;

— TPHKA3bI 10 KaJipaM («K») CO CPOKOM XpaHEHHS — 5 JIeT

" JMCLUUIUIMHAPHBIX B3BICKAHUSX;

" ©XEroJHbIX OIUIAYMBAEMBIX OTIIyCKaX, OTIyCKa 0e3 COXpaHEHHUsS COJIepIKaHUs

(3apaboTHOM TIATHI);

"  OTIYCKAaXx B CBSI3U C 00y4eHHEM;

" IeXYpCTBax;

® KpaTKOCPOUYHBIX BHYTPUPOCCHHUCKHUX M 3apYOEKHBIX KOMaHIMPOBKAX.

9.9.1. Bee npukasbl 110 THYHOMY COCTaBY H KaJpaM OOBSBISIOTCS PAGOTHHKY TTOJ paciucky.
OrMerka 00 O3HAKOMIIEHMHM C IPHKA30M IIPOCTABISCTCS CAMHM DPAGOTHMKOM M CONEPIKHUT
HOJNUCH pabOTHHKA, paciMppPOBKyY moxamucy U aary. OcobeHHO HeoOXOauMa 3Ta OTMETKA Ha
IIpUKa3ax 00 YyBOJbHEHHH.

9.10. Ha Bcex paGOTHMKOB B YupexJIE€HHH BEAyTCS TPYJOBBIE KHIDKKH, JIMYHBIE €A
U JINYHBIE KApTOYKU paboTHUKOB ¢. T-2.

9.11. TpynoBast KHMXKa — OTHOCHTCSl K YHCIIYy OCHOBHBIX JIOKyMEHTOB, MONTBEPIKIAOIIAX
€ro TPYIOBYIO JEATENBHOCT W TPYAOBOH cTax. TpymoBble KHHXKKH BeIyTCs Ha BCeEX
COTPYAHHUKOB, IpOpaboTaBmMX cBbime SnaHel. Ilocrynarome Ha paGoTy OGS3aHBI MPETBSIBUTH
TPYNOBYIO KHWXKKY (JUIss COBMECTHTENs KONMIO TPYHOBOH KHHXKKH), O(OPMIEHHYIO
B yCTQHOBJICHHOM mopsizike. [Iprem Ha paboty 6e3 TpynoBOi KHHXKKH HE JIOIyCKAETCH.

9.11.1. Opopmienne TpyIOBOM KHMKKH PaGOTHHKY, NPHHATOMY Ha paGoTy BIIEPBEIE,
OCYIIECTBIISETCS. pabOTO/IATENIeM B MPUCYTCTBHM PabOTHHKA HE MO3JHEE HENETBHOTO CPOKA CO
IHS TpueMa Ha paboTy. B Tom ciydae, eciu B TpyHOBOH KHM)KKE HE OCTAeTCs MecTa JUIs
3anmcel B rpade «CBenenus o paboTey, 3aBOANTCS BKJIAIBII K HEHl.

9.11.2. Ilpu yBOJbHEHUM TPYIOBAst KHUXKKA BbIAETCS PAGOTHUKY B JI€Hb YBOJILHEHHSL.

C nenbio obecreveHns COXpaHHOCTH TPYHOBbIE KHIKKH XpaHaTcs B celide. HeBocTpeGoBarmbie
TPYIOBBIC KHMIKKH XpaHATCS 10 BocTpeOoBanus He MeHee 50 Jer.

9.11.3. C uenbto yyera TpyIOBBIX KHHXKEK M BKJIablliedl K HUM BeneTcs - Kuura ydera
ABYOKCHUS TPYJOBBIX KHHKEK U BKJIAJbIIEH K HUM. KHura ydera IBMKEHHS TPYIOBBIX KHUXKEK
Y BKJIQJBIIIEH B HUX XpaHUTCS — 50 sier.

9.11.3.1. B kuure yuera JBWKEHHMs TpPYIOBBIX KHU)KEK M BKJIAiblled K HUM
PETHCTPUPYIOTCS. BCE TPYJOBbIE KHYWIKKM, NPHHATBIE OT PabOTHHUKOB NpPH IOCTYIUIEHHHM Ha
paboty, a Take TPYJOBble KHHXKH M BKJIAJBIIE B HUX C YKa3aHWEM CEPHH ¥ HOMepa,
BbIJIJaHHBIE pAOOTHHKAM BHOBb.

9.11.3.2. Tlpu nomydeHuu TPyHOBOM KHWXKKH B CBS3H C YBOJNLHEHHEM pabOTHHK
PacIMChIBACTCH B KHUTE yUeTa TPYAOBBIX KHI)KEK M BKJIAJBIIIECH B HUX.
9.11.3.3. Knura ydera IOBW)KCHWS TPYIOBBIX KHMOKEK M BKJIAJBIIIEH B HHUX JOOKHA OBITH
IPOHYMEPOBaHa, MPONIHYpOBaHa, 3aBEPEHA IOJIIHCHI0 PYKOBOJUTENS M CKpPEIUICHA eYaThio
YUPEXKICHUSL.




9.12.1. JluuHoe 1meNo COTPYAHHKA — 9TO COBOKYIHOCTH JOKYMEHTOB, coJepkalux HauboJee
IIOJTHOE CBEJCHUS O pabOTHHKE M €ro TpPYAOBOM JeATeNbHOCTH. JIWuHOE €0
obopMiIsieTcs: moclie M3JaHus IpHKaza O mpheMe Ha paboTy. JOKYMEHTHI B JIMUHBIX
Aelax pacIioaraoTCs B CIeIYIOIEeM HOPSIKe (1aiee 10 Mepe MOIyYEeHHs JOKYMEHTOB):

— BHYTPEHHSISI OIUCH JOKYMEHTOB JI€JIa;

— aHkera ¢ ¢pororpadueii;

— KOIMS Iacropra;

— KOIUs IIPHKa3a o IpueMe Ha paboTy;

— TPYJIOBOM I0rOBOD;

— COIVIAIICHHUS K TPYZOBOMY JIOTOBOPY, B IMOPSIIKE IIOAIIHACAHUSL,

— 3agBJIEHHE O TIpHeMe Ha paboTy;

— JIOKyMEHTHI 00 00pa3oBaHuu;

— JIOKYMEHTEI O IIPOXO’K/ICHUH KYPCOB;

— konus MHH;

— KOIHs CTPAXOBOro MeHCHOHHOTro cBuaerenbctBa (CHUJIC);

— KOomus (M) CBUETENILCTBA O POXKICHUH pPebEeHKa;

— JOKYMCHTbI MOATBEPKIAIONINE M3MEHCHHE (aMuinu (KONHs CBHAETENHCTBA O Opake,

cnpaska u3 3AI'Ca);

— JAOKYMEHTBI, IOJATBEPXKIAIOIIAE IEPEaTTEeCTAlMIO (ATTECTAMOHHbINA JIMCT, 3asBJICHHE

IIPE/ICTaBJICHUE U T.I1.);

— KOIIMHU JJOKYMEHTOB O HarpaKJICHHH;

— BBIIHUCKH U3 IPUKA30B O HA3HAYECHUH, IEPEBOJIE, YBOJILHEHHUH,

— 3asgBJIeHHE 00 YBOJILHCHHH;

— KOIUS TPYAOBOM KHMKKH (JUII COBMECTHTEIIEH);

— CrIpaBka 00 OTCYTCTBHH CYIMMOCTH.

9.12.1. B m4HOe 11€70 HE MOMEIIAIOTCS! KOIMK MPUKA30B O HAJOXKEHHH B3bICKAHHIA, CIPaBKH
O COCTOSHHMH 31I0POBBS, 3asBICHHS 00 OTIYCKaX, KONMM IIPHKAa30B 00 OTIyCKax M Jpyrue
JIOKYMEHTBI BTOPOCTENIEHHOTO 3HAYEHHSI.

9.12.2. Koy 10KyMEHTOB B JIMYHOM J€Il€ JOJDKHBI GBITH 3aBEpEHBI (manpumep, «Komwust
BEpHa» MOJIHKCH, JaTa U IeYarh).

9.12.3. Jluuuple nena MOTYT BbIZABAaThCS BO BPEMEHHOE IIOJIB30BAHHE OIIpeIeIEHHBIM
AOJDKHOCTHBIM  jHI[aM. Kpyr 1M, [gomyckaeMbIX K [OJB30BaHMIO JIMYHBIMH JIEJIAMH,
ONPENEIAIOTCA TUPEKTOPOM Y upexieHus. JIMuHble fera He BBIIAIOTCS Ha PyKH pabOTHHKAM, Ha
KOTOPBIX OHHU 3aBEJICHBI.

9.12.4. Ilpu paboTe;c IMYHBIM JEJIOM, 3aMPEMIAETCs TIPOU3BOIUTH KAKHE-THO0 UCIIPaBJICHUS
B paHee C/ICNaHHBIX 3alMCsAX, BHOCHTh B HErO HOBBIE 3alUCH, W3BJIEKATh W3 JIMYHOTO Jejia
HUMEIOIIMECS TaM JOKYMEHTHI.

9.12.5. Jlnunble lena IMEIOT JUINTENBbHBINA Cpok XpaHenus (75 ner).

9.13. Jluunas xaprouka Qopmsr T-2 — 3aBoguTcs Ha BceX pPaGOTHHKOB YUpEXKACHHUS,
NIPUHSATBIX HA IIOCTOSHHYIO, BDEMEHHYIO paboTy, paboTy [0 COBMECTHTENLCTBY.

9.13.1. JInunbIie KAPTOUKH 3AMONHSIOTCS PAGOTHUKOM KAHIESPHY HA OCHOBAHHH:

— TIpHKasa o IpueMe Ha paboTy;

— Tacrnopra,

— TPYAOBOH KHIDKKH WK JIOKYMEHTA, IOATBEPIKIAIOMIETO TPYAOBOH CTaX;

— CTpaxoBOTO CBUAETEILCTBA I'OCY IaPCTBEHHOTO MEHCHOHHOTO cTpaxoBanus (CHUJIC);

— JIOKYMCHTOB BOMHCKOIO y4eTa — JUisi BOCHHOOOS3aHHBIX U JIUILI, TTOJIEXKANNX MIPH3BIBY HA
BOEHHYIO CIIYXOY;

— JIOKyMeHTa 00 00pa30BaHHMH, 0 KBATH(DHMKAIMH WM HATHYAM CIIENHATBHBIX 3HAHUH A
CIEIUAJIbHOM TTOJITOTOBKH;



— CBeJIeHHU#, COOOMIEHHBIX O ce0e pabOTHUKOM (aHKeThl). B OTHENpHBIX CiIydasx ¢ y4eToM
crendGuKy paboThl B COOTBETCTBUU C JEHCTBYIOIIUM 3aKOHOJATEIbCTBOM PO moxer
[peayCMaTpUBaThCs HEOOXO0AUMOCTD IIPEABSABICHHS JOIOTHUTEIbHBIX JOKYMEHTOB.

9.13.2.1. B o0s3areinbHOM HOpsAKE IMPOCTABIAECTCSA JaTa 3alOJIHEHUS JTMYHONW KapTOYKH

¥ JTMYHAs IOIUCH pabOTHHKA.

9.13.3. 'maBHBIM pa3zenoM KapTouku siBisieTcs: pasznen «llpuem Ha paboTy, U mepeBojbl Ha
JIpyryio paboTy». 3amMcd B 3TOM pasJielie JOJDKHBI COJAEpXKaTh CCHUIKM Ha JaThl M HOMeEpa
IPUKA30B O HA3HAYCHUM, MEPEMEINCHUN WM YBOJBbHEHUM DPAaOOTHMKA, T.K. HEPEIKO CIIyKaT
OCHOBaHHEM JIJIs TTOATBEPXKICHUS CTaka paboTHUKA. B KOHIIE KaI0¥ 3allUCH B 9TOM paszelie
JIOJIXKHA CTOSITH TMOJITUCH pabOTHUKA, HA KOTOPOTO 3aBe/ieHa KapToyKa.

9.13.4. Jluunast KapToyka 3aBOAMTCS Ha paOOTHMKAa B OJHOM OJK3EMIUISIPE, XPaHHUTCA
B OT/IEJIbHOM KapTOTEKe, COCTABICHHOM 110 aji(paBUTy paMuinii pabOTHHKOB.

9.13.5. Kaprouyku YBOJICHHBIX pPabOOTHHUKOB, (OPMHPYIOT B CaMOCTOSTEIBHOE JIEJI0
1o andasuty (110 TpeM 1epBbIM OykBaMm (pamunuit). Cpok XpaHEHUs IMUHBIX KapTO4YeK — 75 JeT.

9.14. Kuura y4eTa JHYHOTO COCTaBa paOOTHUKOB — IIEpPBOHAYAIbHAS 3AIIMCh IPOU3BOIUTCS 110
COCTOSIHHIO Ha Haydajo ydeOHOro roja ¢ oOmei mopsakoBod Hymepauuei, HauumHas ¢ 1-ro
HOMeEpa B aJi()aBUTHOM HOPSIJIKE.

9.14.1. BHOBB noctymnaromiye pabOTHUKY 3aIUCHIBAIOTCS B IMOPSAIKE IMOCIEAYIOIMX HOMEPOB.
Ha pa3BepHyToii cTpanuie 3anuceBaercs He 6osee 10 yenosexk.

9.14.2. 3anucH B KHUTY JIOJDKHBI OBITH JJOKYMEHTAJIbHO 0OOCHOBAHBI.

9.14.3. Kuwura ydera JJMYHOTO COCTaBa XPAaHUTCS B 00OPa30BaTEIBHOM YUPEXKICHUM B TEUECHUE
BCEr0 BPEMEHHM CYIIECTBOBAHHS, a IPU CMEHE PYKOBOJUTEINS YUPEIKACHUS NEPENAETCs HOBOMY
PYKOBOJIUTEIIIO IO AKTYy.

9.14.4. 3a COXpaHHOCTh KHUTH U aKKypaTHOCTh €€ BEJCHUS OTBeYaeT pabOTHUK, HA3HAUECHHBIH
JTUPEKTOPOM.

9.14.5. Kuwmra ydera JIMYHOIO COCTaBa IIPOHYMEPOBHIBACTCS, IPOLIHYPOBBIBACTCS
U CKPEIUISIETCS MOANUCHIO M N1€YaThI0 PYKOBOAUTENS YUPEIKICHHUS.

BTopyio Ipymnmy COCTaBISIOT JIOKYMEHTBI, CBSI3aHHBIE C OCYIIECTBIEHHEM (GYHKIUH 110
YIIPaBJICHUIO IEPCOHATIOM M OpraHu3anuei Tpyaa.

— IlpaBuia BHyTPEHHETO TPYIOBOI'O PACHIOPSAKA;

— JIOJDKHOCTHbIE MHCTPYKIMHU Ha BCEX COTPYAHUKOB Y UPEIK/ICHHS;

— IITaTHOE PacIKCaHUe;

— JIOKYMEHTBI, YCTaHABJIMBAIOIIUE TOPSAIOK 00pabOTKH MEPCOHAIBHBIX JaHHBIX PaOOTHHKOB,

UX MpaBa ¥ 0053aHHOCTH B 9TOW 00IacTH;

— MpaBWIa U UHCTPYKIUU IO OXpaHe Tpya.

9.15. Ilpu mpueme-Ha paboTy (IO MOAMUCAHUS TPYIOBOTO JIOroBopa) paboTomarens 00s3aH
03HAKOMHUTH Pa0OTHHUKA TIOJ] POCIUCH ¢ KOJUIEKTHBHBIM JOTOBOPOM, IIPaBHUJIAMH BHYTPEHHETO
TpynoBoro pacnopsaka, npaswiamu OT IIb m Th, nomxnHocTHONW WHCTpYKIMEH W ApYyrHMMHU
JIOKaJTbHBIMH ~ HOPMATUBHBIMU  aKTaMH, HENOCPEACTBEHHO CBA3aHHBIMH C  TPYAOBOM
JIESITEIBHOCTBIO PaOOTHHKA.

9.15.1. JlomKHOCTHAs MHCTPYKIUSL — ATO IPABOBOM aKT, M3JaBAaE€MBbIi IS perjiaMeHTaluu
OpPraHM3allHOHHO-TIPABOBOTO  IOJIOXKEHHUSI ~ pabOTHHMKA,  €ro  O00s3aHHOCTEH,  IpaB,
OTBETCTBEHHOCTH M 00€CIICUMBAIOIIHH yCIOBUS [UIst ero 3 dekTuBHOM paboTHI

9.15.1.1. JIo/OKHOCTHAsE MHCTPYKIMSI COCTABIISIETCS CHEIUAIMCTOM II0 KaJgpaM Ha OCHOBE
JIOKYMEHTOB, COJICP)KAIIMX CBEICHUS O MOJHOMOYMSIX PaOOTHUKOB. JIODKHOCTHAS MHCTPYKIUS
YTBEPXKIACTCS PYKOBOJUTEIIEM.

9.15.1.2. JIoJDKHOCTHAsE MHCTPYKIUS 110 CBOEMY COJIEPXKAHHUIO JI0JDKHA COOTBETCTBOBATH
IpeyCMOTPEHHBIM 3aKOHO/ATeNbCTBOM P® TpeOoBaHMAM, a MMEHHO: COZIEPKATh CIENYIOIINE
paszensl:

— 0OIIHe MOJIOKEHUS,

— TpeboBaHHMS K 3HAHUSAM U PO(ECCHOHATBHBIM HaBbIKaM paOOTHHUKA;

— TpebGoBaHMS K KBATU(PHUKAIIMKA PAOOTHUKA;




— JIOJDKHOCTHBIE O0SI3aHHOCTH.
9.15.1.3. Ha ocHOBaHMH JOIDKHOCTHOM MHCTPYKIIMHU pa3pabaThIBAa€TCs TPYIOBOM T0TOBOP
C COTPYJHUKAMHU.

10. YueOHo-neqarornyeckasi J0KyMeHTAIHSN

10.1. JIoxyMeHTBI HOJDKHBI O(GOPMILSITHECS CBOEBPEMEHHO, YeTKO, pa3bopuuBo, 0e3
IIOIYMCTOK, IIOMApOK, BBI3BIBAIOIINX COMHEHHE B MIPABUJILHOCTH BHECEHHBIX JTAHHBIX.

10.2. 3anucu B IOKyMEHTaX JOJDKHBI IPOM3BOAUTHCS PYYKOH CHHEro nsera. Tam, rue
UMEETCSl BO3MOXKHOCTH IPHMEHEHHs] KOMITBIOTEPHOH TEXHUKH, JIONMYCKAETCS COCTaBJICHHUE,
pelakTUPOBaHME U paclieyaTka TeKCTOB C UX MOMOIIBIO.

10.3. Ommbka, 1omyIeHHas B TEKCTe I MU(POBBIX JaHHBIX JOKYMEHTa, HCIIPaBIISIETCS
CJIEIYIOLIMM 00pa3oM: OIIHOOYHBIE CJIOBA WIIH HUPPHI 3a4€PKUBAIOTCS TaK, YTOOBI MOYXKHO OBLIO
IPOYECTh 3a4YE€PKHYTOE, a CBEPXY IHIIYTCS YTOUHEHHbIE JaHHbIe. Bce BHECEHHBbIE MCTIPaBIICHHUS
JIOJKHBI OBITH OTOBOPEHBI ¥ 3aBEPEHBI TOAMHUCIMH JIHI, OQOPMHUBIIAMH JIOKYMEHT.

10.4. YuyeGHO-nerarornyeckast JOKyMEHTAIHs Y YPEKICHUS COCTOUT H3:

— JIMYHBIX 3asBJICHUN ydalUXCs (3aKOHHBIX MTPEACTABUTEIEH ),
— y4eOHBIE XKypHAIBI;

— KHHUI'H [IPOTOKOJIOB MEJarOrMYECKOro COBETa Y UpPEKICHHUS;
— KHUTH [IPHKA30B IO YUAITHMCS.

10.5. B xuure nBrkeHHs ydyamquxcsi GUKCUPYETCS MOCTYIJICHHE W BHIOBITHE YYAIUXCs
B Te4eHHe y4eOHOro rojia, ¢ ykazaHueM JaThl mpuObITHs/yObITHS, No mprKasa.

10.6. VYuebHBIHA >XypHal — IOCYJapCTBEHHBIH IOKYMEHT YCTaHOBJIEHHOTO oOpasia.

VuaeOHbIe )KypHAIBI — XPAHITCS B apXHUBE YUPEIKIACHHS S JIET.

10.6.1. VueOHbI >XypHaq NOABEpraeTcss MPOBEPKE CO CTOPOHBI aIMHHHUCTPAIMU
C BHIHECEHMEM 3aMEYaHMi Ha CTpaHMIy «3aMedyaHUs 110 BEJACHUIO yueOHOTO XypHaJiay He pexe
1 pa3a B mecsil.

IIpyn Hanuuuy 3amMevyaHuit WM NPEIIOKEHHUH CO CTOPOHBI ITPOBEPSIIOIIETO TPEOYETCs: YCTPAHUTh
UX B TCUCHHE HEJICIIH.

10.6.2. Bce 3anucu B yueOHOM JXKypHale JOJKHBI BECTHCh YETKO U aKKypaTHO CHHEMN

TIaCTOM B COOTBETCTBUHM C YCTAHOBJIEHHON (OPMOIA.

11. Opranu3anusi JOKyMEeHT0060poTa

Opranusanust paboThl ¢ JOKYMEHTaMH — 3TO OOECI€YEHHE ONTHUMAIBHBIX YCIIOBHH IS BCEX
BHUJIOB pabOT ¢ JOKYMEHTaMM C MOMEHTA UX CO3/1aHHUsl ([IOJIyYESHHS) 10 3aBePIIECHUS UCIIOTHEHUS
(OTIIpaBKM) MM 10 €r0 YHUYTOXKSHHUS MITH TIepe/laudl Ha apXUBHOE XpaHEHHE.

JloxymMeHTOOOOpOT BK/IIOYaeT B ceOsi 00pabOTKy BXOASIIUX JOKYMEHTOB, MX PErHCTPAIIHIO,
nepenadyy JOKyMEHTOB BHYTPH Y4YpeIEHHsI, UCIIOJHEHUE JOKYMEHTOB, a TaKke 00paboTKy,
PETUCTPALMIO U OTIPABKY UCXOSIIUX JOKYMEHTOB.

B Yupexnenun paznuyaiorcs 3 moToka JOKyMEHTOB:

— JIOKYMEHTBI, IOCTYTAIONINE U3 APYIHX OpraHu3aiuii (BXoasmue);
— JIOKYMEHTBI, OTIIPABIISIEMBIE B IPyTUe OpraHu3anuu (MCXOISIIHE);
— JIOKyMEHTBHI, CO3/[aBaeMble B YUPEKICHUH HCIOJIb3yeMbIe B YIIPAaBICHYECKOM IIPOLEcCe
(BHYTpEHHUE).
11.1. Ilpuem u perucrpanus T0KyMEHTOB
11.1.1. ObpaboTka BXOISIIUX JOKYMEHTOB 3aKJIIOYAeTCS B MX IPUEME, COPTHPOBKE,
pEerucTpalMy M Iepejade aapecary (MCHOIHHUTENO, pykoBoauTenmo) OOpaboTka BXOISIIUX
JIOKYMEHTOB OCYIIIECTBIISIETCS] CEKpeTapeM B TeUeHHe paboyero JIHs.
11.1.2. Perucrpamuu mnouiexar BCe JAOKYMEHTBHI, TPeOYIOIIHE Yydera, HCIOIHEHHS,
UCIIOJIb30BaHMsl B CIIPABOYHBIX LIEJISIX, KaK MOCTYHAIOIIME U3 IPYTUX OpPraHU3aluii ¥ OT YaCTHBIX
JIMIL, TaK ¥ 0Opa3yromuecs B JeITeIBHOCTH 001eo0pa3oBaTebHOTO yupexaeHus. He moexar



PETHCTpal¥  [031PABUTE/IPHBIC ITHCbMA, MPHUIJIACHTEIbHbIE OWIeThl, WH(pOpPMAIUS IS
CBEJICHHS, OyXralTepCKHe JOKYMEHThI IEPBAYHOTO YUETa.

11.1.3. JIOKyMEHTBI PETHCTPUPYIOTCS OIMH pa3: BXOISIIME — B JEHb IIOCTYILJICHUSI,
pacropsIUTe/IbHBIE, BHYTPEHHHE W HCXOAAIIME — B J€Hb MNOJNHMCAHMS. B KypHajax
PETHCTpAK BXOASIIEH M HCXOSIIEH KOPPECTIOHICHIIHH.

11.1.4. Perucrpanusi IOKyMEHTOB OCYIIECTBISETCS B CIENYIOIIEM  TIOpSIJIKE.
PacropsitutenbHbIM - TOKYMEHTaM B Ipeienax Kak/oro BHAA IOKYMEHTA IIPUCBAUBAIOTCS
TNIOPSZIKOBBIC HOMEPA, B COOTBETCTBHHU C HyMEpalMeH, IPUHATOMH IO JaHHOMY BH/y JOKYMEHTA.
I[lpu perucrpanyuy BXO#SIIEro JOKYyMEHTA B [pPAaBOM HHJKHEM  YIIIy 3aHOCHUTCS
PETUCTPAlMOHHBIA HOMEp, Jara PEerucTpanud. IIpH MOCTYIUIEHMH OpHIMHAJA BXOJISIIETO
JIOKyMEHTa, MOJNYYEHHOTo paHee ((pakcom) M yXe 3aperMCTPUPOBAHHOTO, €My MPHCBAUBAETCS
TOT )K€ PETUCTPAIIMIOHHBIN HOMED.

11.1.5. JlokymeHTBI YupexueHHss TIPYNIUPYIOTCS IO BHAAM JIoKyMeHTOB. Komuu
KOPPECIOH/ICHIINY € BU3aMM ITOIIIUBAIOTCS B IANKK, B COOTBETCTBHY C HOMEHKIIATYPOH JIEII.

11.1.6. Tlocme paccMOTpeHHS pyKOBOIHWTENEM, JOKYMEHTHI C PE30IIOLUSIMHU
HAIPABJISIOTCS UCTIONHUTEIISM Yepe3 CEKPeTapst U JOBOJIATCS 10 UX CBEJIEHHS O/ POCIHCH.

12. KoHTPO/Ib HCIIOTHEHHS JOKYMEHTOB

12.1. Tlepemaya Bcex 3aperMCTPUPOBAHHBIX JOKYMEHTOB BHYTPH VYupexnenus
NPOU3BOJUTCS HA yCMOTPEHHE JHUPEKTOpa IIOJ pPacmucKy; (akT mepeJadd  MOXKeT
(buKCHpOBaTHCS B XKypHAJIE.

12.2. KoHTpOIIb HCTIONHERHUS PaCTIOPSIUTENBHBIX TOKYMEHTOB M [OPYYeHHit JUpeKTOpa
YUpeKACeHUs YCTaHABIMBACTCS C LEJBIO - OOECTICUEHHs CBOCBPEMEHHOTO ¥ KAYECTBEHHOTO
WCIIOJIHEHMSI IOPYYCHUN U 3a/1aHuH, 3aQUKCHPOBAHHBIX B JJOKYMEHTAX.

12.3. KOHTpOJIb HCTIOJIHEHHSI JJOKYMEHTOB BKJIIOUAET B CeOSI:

— IIOCTAHOBKY JOKYMEHTa Ha KOHTPOJIb,

— cOop u o6o0menue HHOOPMALUKA O COCTOSHMH M PE3yIbTATAX HCIOIHEHHS HOpy4YeHHU I
(pe3omonuii);

— JIOBEJIEHHE TOi HHPOPMALKH /10 PYKOBOIUTENEH, KOTOPHIMH JABAIHCE HIOPYYEHUS;

— TPUHATHE HEOOXOAMMBIX MEpP 1O CBOEBPEMEHHOMY KA4eCTBEHHOMY MHCIIOJHEHHIO
JIOKYMCHTOB, a B Clly4ae HEOOXOHMMOCTH — BHECEHHE IIPEJIOKEHHH O NPHHSATHH Mep
JUCIMIUTAHAPHOTO BO3AEHCTBHS K HAPYIIUTEIISM.

12.4. Obs3arenbHOMY KOHTPOIIO IOUISKHT HCIIONHEHHE CITyKEOHbIX JIOKYMEHTOB, B
KOTOPBIX OINPE/EIICHBI CPOKH HCIOIHCHHS, JMOO HMEIOTCS MOPYYEHHs MM YKa3aHHS O
IIOATOTOBKE M IIPEJCTABJICHHH JIOKJIA/I0B, OTBETOB, MPEIOKEHUH, 3aKITIOYEHHH 1 BBITIOIHEHUI
JPYTHX KOHKPETHBIX MEPOIIPUSTHHA.

12.5. Cpoku WCHONHEHHS JOKYMEHTOB YKa3bIBAIOTCS B TEKCTE JOKYMEHTA WIH B
pe30ouK pykoBoauTeNs. Ecii cpok He ykaszaH, TO JOKYMEHT, Xano0a, 3asBJIE€HHE JOJIKHBI
OBITH UCIIOJIHEHBI — B TEYEHHE MECSIIA.

12.6. KoHTposs 3a HCTIONTHEHHEM BCEX BUIIOB JOKYMEHTOB, COJEPIKAILIHX IIOpyYEHHUE OT
PYKOBOZHUTEJIS OCYIIECTBIIACT OTBETCTBEHHOE JIMIIO, HA3HAYCHHOE TUPEKTOPOM Y UpEK ICHHUSL.

12.7. OTBeTCTBEHHBIH 3a KOHTPOJIb HCIIOIHEHUS 00sI3aH:

— BCCTH y4YeT BCEX JOKYMEHTOB (HJIM MX OTAEJIBHBIX IMyHKTOB), 10 KOTOPHIM JaHBI TIOPYYCHHS
U YCTaHOBJIEHBI CPOKYU HCIIOTHEHHMSI, :

— MMETb BCIO HEOOXOMMYI0 HH(POPMAIIHIO O XOJIe HCIIOIHEHUS KOHTPOTHPYEMBIX TOKYMEHTOB,

— HCPHOIWYECKH HANOMHMHATH HCIOJIHHUTEISIM O TNPHONMKEHHMH W HCTEYEHMH CPOKOB
UCIIONHCHHUS JIOKYMEHTOB M NPUHUMATh BCE HEOOXOIUMBIE MEpPBI IO 0OECICUEHHIO
CBOCBPEMEHHOIO  HCTIOJIHEHMS JOKYMEHTOB (NOpYYEHHH) MM [NPOMJIEHHM CpOKa B
YCTaHOBJIEHHOM TTOPSIJIKE; )



— OCYIIECTBJISATH NPEBAPUTEIIbHBIA AHAIU3 CoJepXkKaleiics B oTBeTe (OTYeTe, 3aKIIOYECHHH)
HHpOPMAllMK, TIPOBEPATH €€ IIONHOTY W COOTBETCTBHE TOMY MOPYYEHMIO, KOTOPOE
HaXOJMTBhCS Ha KOHTPOJIE, a TaK)KE€ IMPOBEPKY HMPABUIBHOCTH O(GOPMIIEHHS U BU3MPOBAHMS
IIOATOTOBJIEHHOTO JIOKYMEHTa;

— CBOEBPEMEHHO JIOKJIABIBATh JJUPEKTOPY O (haKTax HAPYLICHUS CPOKOB HCIIOJHEHHS

— TIPEACTABIATH AUPEKTOPY CIPaBKy (YCTHO MJIM MMCBMEHHO) O HEMCIOJHEHHBIX JOKYMEHTAX
(mopy4eHusax) ¢ yKa3aHHEM IIPHYMH, IPH HEOOXOIUMOCTH TOTOBHTH COOTBETCTBYIOIIHE
aHAJIUTUYECKHE 3aITHCKH.

12.8. CusATHE TOKyMEHTa C KOHTPOJIS.
12.8.1. Tlpukas, nopy4enue (MM HX OTACIBHBIHN IIYHKT) CYUATAIOTCS BHIIOIHEHHBIMH HPH

YCIJIOBUH, €CIIH:

— BBIIIOJIHEHBI BCE YCTAHOBJICHHBIE 33 [aHMS;

— odopmiIeHHAs 110 BCeM IPaBUIIaM CIpaBKa (OTYET, OTBET) CO BCEMH HEOOXOIMMBIMH BH3aMH
M 332 TOANHKCHIO OTBETCTBEHHOTO = MCIOJIHHTENS IIPE/ICTABICHA COOTBETCTBYIOIIEMY
PYKOBOJMTEIIIO;

— Pe3yJNbTAaThl PaCCMOTPEHHUSI KOHTPOJILHBIX JOKYMEHTOB IOJDKHOCTHBIM JIMIIOM, KOTOPOMY
JlaBajloch NIEPBOHAYAIbHOE IIOpYYEHHE, HE TpeOYIOT NOBTOPHBIX JOKJIAZOB, a BCe
HONUCAHHBIE UM JIOKYMEHTBI OTIIPABJICHBI aJipecaTam;

— 3aMHTEPECOBAHHBIM OPraHU3AlUAIM M JIMLAM COOOIIEHBI PE3YIIbTaThl PACCMOTPEHHSI.

12.9. Pemenne o CHATHM JIOKYMEHTa C KOHTPOJS NPHUHUMAETCS TEM IOJDKHOCTHBIM

JIMIIOM, KOTOPBIM OBLIO IaHO OPYYEHHUE 10 €r0 BHIIOJIHEHHIO.

12.10. TexHu4ecKylo IIpONEAypy CHSTHS IOKYMEHTa C KOHTPOJS OCYIIECTBIISET

COTPY/JHMK, OTBETCTBEHHBIH 3a KOHTPOJIb JIOKYMEHTA.

13. CocTaB/ieHHe HOMEHKIATYPBI  (JOPMHPOBAHME €T

13.1. B nemsx mnpaBWIbHOTO (GOPMHPOBaHUS el YUpExKIEHHS, 00ECIeUnBAIONIEro
OBICTPBIA MOUCK TOKYMEHTOB IO MX COJCPXKAHWIO M BUIAM, [POU3BOUTCS KIACCH(HKAIAS
JIOKYMEHTOB.

13.1.1. Knaccuduxaims TOKyMEHTOB 3aKpeIUIeTCs B HOMEHKIAType el - CIHCKE
HAaNMEHOBAHHU €], 3aBOJJMMBIX B JIETONPOU3BOJCTBE 00INE00pa30BATENILHONO YUPEKICHHUS C
YKa3aHUEM CPOKOB MX XpaHCHHS

13.1.2. Homenkiarypa nen YupexaeHus BKIXOYaeT 6 6JI0K0B:

01 — xanuenspus

02 — obpazoBarenbHas AeSTEILHOCTE
03 — xaapsI ’

04 — 6yxranrepus

05 — oxpana Tpyna

06 — x03siiCTBEHHAS EATETBHOCTD

13.1.3. Homenk1aTypa 1€t coCTaBisieTCs: Ha KaXKIbIi KaJleHIapHBIH IO/,

13.2. @opmupoBaHue Jen — TPYNIHPOBKA HCIOJHEHHBIX JOKYMEHTOB B Jela
B COOTBETCTBHH C HOMEHKJIATYPO# JIEII.

13.2.1. ®opmupoBaHHe 1€l OCYIECTBISETCS ApXUBUCTOM Y UpEKICHHUSL.

13.2.2. Tlpu ¢opmupoBaHuH Jiea TpeGyeTcss CTPOro ONpPEENsTh COCTaB JOKYMEHTOB,
BKJIFOYEHHBIX B JI€10. BKioyenne B 1€/10 TOKYMEHTOB, HE OTHOCSIIMXCS K HEMy, a TaKkKe
YEPHOBHMKOB, BApUAHTOB, KOMMM, BEIPE30K U3 ra3eT U XXYPHAJIOB M JOKYMEHTOB, IOJIEKAIIUX
BO3BpaTy, HE JIOIYCKAEeTCsl.

B mpouecce rpynnupoBKH JTOKYMEHTOB B Jejle HPOBEPSETCS TPABHIBHOCTh MX O(GOPMICHHUS
(Hanvune moANHMCEH, JaThl, MHIEKCA, 3aBepUTENbHOM Hammucu U T.1.). HemoodopmieHHsie
¥ HEIIPaBUIILHO O()OPMIIEHHBIE TOKYMEHTHI BO3BPAIIAIOTCS MCTIOIHHUTEIO Ha JOPabOTKY.
JIOKYyMEHTBI IOCTOSIHHOTO U BPEMEHHOTO CPOKa XpaHEeHHs (POPMUPYIOTCS B Pa3HBIE Jela.



13.2.3. B nmene rpymmupyioTcs NOKyMeHTHI ofHoro kanenaapuoro (01.01. — 31.12.)rona.

Hckimoyenre COCTaBISIOT MHEpEXONslIUe Jeia (mefa II0 BOIPOCAM, KOTOPHIE PEIIaroTCs

HECKOJIBKO JIET).

13.2.4. PacnionioxxeHue JJOKyMEHTOB BHYTPH €I IPOU3BOAMTCS B XPOHOJIOTHYECKOM MOPSJIKE,

IIpH KOTOPOM HauboJiee paHHHUE JOKYMEHTBI PACIIOIaraloTcs B Hayaje roja.

13.2.5. Cucrematu3zanus OTJeIbHBIX KaTETOPHii JOKYMEHTOB

— PacmopsinurenbHble  JOKyMEHTBI TPYNIHPYIOTCS B Jeje 10 BHJaM M XPOHOJIOTHH
C OTHOCSAIIMMUCS K HUM TTPHIIOKCHHUSIMH.

—  Ilpuxa3ssl 10 OCHOBHOH JEATETLHOCTH (POPMUPYIOTCS OTAEIBHO OT MPHKA30B II0 JIMYHOMY
COCTaBY U KaJipaM.

—  IIpoTokoJibl eaCOBETOB pactogaraloTes B IeNiaX B XPOHOIOTHYECKOM MOPSIKE IO HOMEPaM
B npenenax yuebnoro (01.09.-31.08.) roxa.

— IlnaHel, OTYETBI, CMETHI TPYNIHPYIOTCS OTAENBHO OT MPOEKTOB M YEPHOBHUKOB STHX
JOKYMEHTOB M JIOJDKHBI XPaHUTBCS C JIEJaMH TOTO rojia, Ha KOTOPBIA (32 KOTOPKIH) OHH
COCTaBJICHBIL.

14. Ilopsiiok MOArOTOBKH H NEpeaYH e/l HA XpPaHEeHHe B APXUB

[loaroroBKa MOKYMEHTOB K IepeJade B apXuB BKJIIOYAET SKCIEPTU3Y LEHHOCTH JOKYMEHTOB,
oopmiteHHE /1€, COCTAaBJIEHHE ONUCH.

14.1.9kcnepTu3a EHHOCTH JOKYMEHTOB — OIIPE/ie/IEHHE EHHOCTH JOKYMEHTOB C LEJIBI0
0TOOpa UX Ha XpaHEHHE U YCTAHOBJICHHE CPOKOB XPAHEHHUSL.

14.2. Odpopmnenue aen

14.2.1. Jlena mOCTOSHHOrO XpaHEHHsS MOJIIMBAIOTCS B TBEPAYIO OOIOXKKY CYpPOBBIMHU
HUTKaMHU.

14.2.2. JlucTel HyMepyIOTCS B [pPaBOM BEPXHEM YIJIy MHPOCTHIM KapaH/AIIoOM.
KonngecTBo MMCTOB B KXXIOM Jiejie He IOJDKHO MpeBbinaTh 250.

14.2.3. B KoHIE Jena Ha OTAEIBHOM JIUCTE COCTABIISIETCS 3aBEPUTENIbHAS HAJIIIHCH.
B 3aBepuTebHON HaANMMCH yKa3bIBACTCS KOJMYECTBO JUCTOB (LH(ppaMu U MPONKUCHIO) B JEJE.
IToanuceIBaeTCs COCTABUTENEM C YKA3aHHEM €r0 JODKHOCTH M IaThl COCTABIICHUSL.

14.2.4. O6noxku nen opopmisitoress B coorserctBuu ¢ 'OCT 17914-72. Ha o6oxke
JIell TIOCTOSTHHOTO XPaHEHMsl JOJDKHBI OBITh IIPOCTABJICHBI CIIEAYIOIIHE PEKBU3UTHI: IIOJHOE
Ha3BaHHME BBINICCTOSIIEH OpraHM3alli, Ha3BaHHWE O00Pa30BATEIBLHOTO YUPEKACHHs, HOMEp
(MHIEKC) Jiena TI0 HOMEHKJIAType, 3aroJiOBOK JeNa, KOJMYECTBO JIMCTOB, CPOK XPAHEHHS HIIH
OTMETKAa «XpaHUTh IIOCTOSHHO», HOMep (oHIa, omucu nena. Haamuen Ha 006s10%KKaxX el
IIOCTOSTHHOTO # U JIOJITOBPEMEHHOTO XPAaHEHUS CIIEAYET MPOM3BOIUTE YETKO,
CBETOCTOHKHUMH YEPHUIAMH.

14.2.5. Onucu CocTaBISIOTCS Pa3feibHO Ha JeNa MOCTOSHHOTO XPAaHEHHs [0 OCHOBHOI
AESATETbHOCTH U Ha JI€JIa 110 JMYHOMY cocTaBy. OIHCH COCTABIISIIOTCS apXUBHCTOM.

14.2.6. Ha nena BpeMEHHOTO CpOKa XpaHEHHsI COCTABIISIETCS aKT 00 YHUUTOKESHHH.

15. Ob6ecneuenne cOXpaHHOCTH €1

15.1. JIOKyMEHTBI MOTYT XpaHUTBCS B OYMaXKHOM M 3JIEKTPOHHOM BHJIE.

15.1.1. B OymaxxHOM BHJE IOKYMEHTHI IO/DKHBI OBITH pa3IOKEHbl IO IarKaMm,
C COOTBETCTBYIOIIMM Ha3BaHUEM, a TAKXKe C 00A3aTEIbHBIM PEECTPOM JOKYMEHTOB B IIalKe.
Jlena NO/DKHBI XPAaHMTBCS B 3aKPBIBAIOIIMXCS MIKadaX, MPEJOXPaHAIOMUX HX OT IIBLUIH,
BO3/ICHCTBHS COJIHEYHOTO CBETA.

15.1.2. B 271eKTpOHHOM BHJIE€ TOKYMEHTHI JHOJDKHBI OBITH Pa3iiOKEHbl I10 3JIEKTPOHHBIM
narnkaM, C COOTBETCTBYIOLIMMH HA3BaHUAMM, a TaK K€ C OO0S3aTelIbHBIM PEECTPOM
B 3JIEKTPOHHOM BHJIE.

15.2. Cpoku XxpaHEeHHUs TOKYMEHTOB:



— CTPaTeruyecKue, OpraHu3allMOHHBIC, PACOPS/IUTEIIbHBIE U CTAHNAPTU3UPYIOIIME XPAHSTCS
A0 MOMCHTA aHHYJIMPOBAHHS, IIOC/IC aHHYIMPOBAHMS XPAHSTCS B apXUBE HE MEHEE 2-X JIET;
— ONCpalMOHHBIC JOKYMEHTBI XpaHATCs He MeHee 1 roma. [lamee amamm3upyrorcs
U HE aKTyaJIbHbIE JIOKYMEHTBI YHHUTOXKAIOTCH.
15.3. Yuer u xpaHeHue GJIaHKOB CTPOTOM OTYETHOCTH.
15.3.1. Jluia, mepcoHaIbHO OTBETCTBEHHBIE 3a YYET W XpaHeHue OJIaHKOB, HA3HAYAIOTCS
IIPUKA30M JUPEKTOpa YUpexkIeHusl.
15.3.2. U3witHe ¥ BbIa4a JOKYMEHTOB M3 J€d IIOCTOSHHOLO CpPOKa XpaHEHHUs
HE pa3pernraercs.

15.4. OTBETCTBEHHOCTD 3@ COXPAHHOCTD JIOKYMEHTOB YUPEXKICHHUS HECET PYKOBOIUTED.
Cpoxk neiictust ITonoxeHus: He orpaHudeH.



