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1. OO0mue noJ0KeHUsI

1.1. Hacrosmee Ilonoxenue siBseTcs JOKaIbHBIM HopmaTuBHBIM axToM MBYJIO «/IT
«Pycunka» (nanee — YUpeKICHHE), YCTAHABJIUBACT CAMHBIC IIpaBuia JIEJONPOU3BOICTBA
¥ HalpaBleHO Ha OOecleYeHHe eIMHCTBA B [PUHIMIIAX OpraHu3alkd  CHCTCMBI
JOKYMEHT0000pOTa B Y UpexkIeHHH [UIs BHYTPEHHEr0 HCIONb30Banus. [ooxenue onpeaenser
OCHOBHBIC IPAaBHJIA TOJATOTOBKH, O(DOPMIICHHS, OPraHM3aluu pabOoThl ¢ JOKYMEHTAMH,
KOHTPOJISI HCTIOJIHEHUS U UX XPaHEHHUS.

1.2. Jlannoe Ilostoxenue pa3paboTaHo B COOTBETCTBHH C!

—  Komncruryuueii Poccuiickoit ®eaepanuu;

— TpynoseiM koaekcoM Pocceniickoit denepanun

— 3akonom P® "O6 o6pazoBanun’,

—  @esepanbHBIM 3aK0HOM OT 27.07.2006 1. Ne 152-03 «O nepcoHaIbHBIX AaHHBIX »;

—  denepanbHEM 3aKoHOM 0T 25.07.2011 r. Ne 261-®3 «O BHecenun uzmeneHuit B Oesie-
paibHBIN 3aKOH «O IepCOHANBHBIX JaHHBIX»,

—  ®denepansupiM 3akonom ot 22.10.2004 r. Ne 125-®3 «O6 apxusHoM jeine B Poccuiickoi
denepanun»;

—  denepanbHbli 3aKon oT 27.07.2006 r. No 149-03 «O6 undopmanun, HHHOPMALHOHHBIX
TEXHOJIOTUSAX U O 3AIUTE HHPOPMALIMU»,

— Ilocranosnenue [Tpasurensera P® or 16.04.2003 1. No 225 «O TpyI0BbIX KHHKKAX»;

— Tlocranosienne Munrpyzaa P® or 10.10.2003 r. Ne 69 «O06 yTBep/IeHHH HHCTPYKLHUH
110 3aITOTHEHUIO TPYIOBBIX KHHIKEK;

— Tlocranosienue Iockomerata PO ot 05.01.2004 r. Ne 1 «OG6 yTBepKIeHHH yHH(HUIIU-
POBAHHBIX (OPM MEPBUYHON yUETHON JOKYMEHTALMH 110 YUCTy TPYAa U €ro OIIATBI;

— Tlocranosnenue [ockomcrtara P® ot 24.03.1999 r. Ne 20 «OO0 yTBep»KICHHH TOPsI/IKA
IPUMEHEHHST YHU(UIUPOBAHHBIX (POPM HEPBUYHON yICTHOH JOKYMEHTALUK ),

— Tlpukas Inmasnoro apxusaoro ynpasiaenus CCCP ot 23.05.1988 r. Ne 33 «I'ocynap-
CTBEHHAs CHCTEMA JIOKyMEHTAIlMOHHOTO obecriedenus ynpasiaenus. OCHOBHbBIC MOJI0Ke-
aus. O6mme TpeGoBaHUsS K JIOKYMEHTaM M CIyXk0aM JOKyMEHTAIIMOHHOro obecrieye-
HUS,

—  «O6uepoccuiickuii  kaccudukatop yipasieHuecko# goxymentauunn» OK 011-93,
yrBepxaennblit [Tocranosnernnem Ioccrannapra PO ot 30.12.1993 1. Ne 299;

—  «YHH(HUIUEPOBAHHAS CHCTEMa JOKyMEHTAlUH. YHUPUIIMPOBaHHAsl CHCTEMa OpraHu3alu-
OHHO-PACHOPANUTENLHOM JTOKyMeHTaHK. TpeGoBanus K OQOPMIICHHIO JOKYMEHTOB.
IFOCT P 6.30-2003», yreepxaennbii [locranoinennem ['occraniapra Poccun
or 03.03.2003 r. Ne 65-CT;

—  «Jlenompon3BoacTBo U apxusHoe jeno. Tepmunsl i onpenenenus. FOCT P 51141-98»,
yrBepueHnbiit [Tocranosiennem [occrangapra PO or 27.02.1998 . Ne 28;



— TOCT 17914-72 O610KKM A€ JUIMTEIBHBIX CPOKOB XpaHeHHs. THIIbl, pa3HOBHIHOCTH,
TexHHYecKue TpeOOoBaHus, yTBep)KaAeHHbIH [locTanoBaeHneM ['0CY1apcTBEHHOIO KOMH-
teta cranaapros Cosera Munnctpos CCCP ot 17.07.1972 1. Ne 14113

— «llepeyeHb THIIOBBIX YIPABICHYECKHX JOKYMEHTOB, 0OpasyIOLIMXCs B Mpouecce Jes-
TEIBHOCTH FOCYAapPCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIIPaBJICHUSA ¥ OpraHn3a-
muif, ¢ yKasaHMeM CPOKOB XPAaHCHHs», YTBEP)KICHHBIH mprkazoM MHHHCTEPCTBOM
Kynsryper PO ot 25.08.2010 Ne 558;

—  «OcHOBHbIE MpaBuJia paboTHl APXUBOB OpraHM3aiumiiy, onoOpennble pewennem Koie-
ruu Pocapxusa ot 06.02.2002 r.

1.3. Tlopsmox u mpaBuiaa paboTBl C JOKyMEHTaMH, YycTaHOBIeHHbie Ilomoxkenuem,
00s13aTeNbHBl I BCEX COTPYAHUKOB YupexjaeHus. COTpPYyIHHKH HECYT MEPCOHATLHYIO
OTBETCTBEHHOCTD 3a BBINOJIHEHHE TpeOoBaHUH HacTosAmero I1omoxKeHus.

1.4. HemocpeacTBeHHOE BEICHHE JEJIOMPOM3BOACTBA B YUPCIKICHUH BO3JIAraeTes
HA COTPYAHHKA, HA3HAYCHHOIO OTBETCTBEHHLIM IO MNpHKa3y 3a BEICHHE IEIONPOU3BOJCTBA,
KOTOpLI 00ecreurBaeT ydeT M IIPOXOXKICHHE JOKYMEHTOB B YCTaHOBJIEHHBIC CPOKH,
MHQOPMUPYET PYKOBOJICTBO O COCTOSIHUM HMX MCIIOJHCHHS, OCYLIECTBIIACT O3HAKOMIICHHE
COTPY/IHUKOB ¢ HOPMATHBHBIMH H METOJMYECKUMH JIOKYMCHTAMH T10 JAEJIONPOU3BOJICTBY.

1.5. O6uHMii KOHTPOJIb 33 JOKYMEHTAIIMOHHBIM 00ECIIeUeHHEM JIEATENBHOCTH Y UPEKICHHUS,
32 COOJIONEHHEM €IMHON CHCTEMBI JEJIONpPOM3BOJCTBA, METOIMUYECKOE PYKOBOACTBO paboToi
C JOKYMEHTaMH ¥ 06ydeHue paGOTHHKOB OCHOBHBIM TPEOOBAHHMSAM K COCTABJICHHIO H 000pOTY
JIOKYMEHTAIIMK BO3JIAracTcs Ha PyKOBOAUTEJISL.

1.6. OTBeTcTBEHHBIH 3a BEICHHE  JEIONPOM3BOACTBA  HECET  JTHUCUHUINIMHAPHYIO
OTBETCTBEHHOCTD 3a BhINOJHEeHHe TpeboBanui [1o0xeHus 1Mo AeJ0MpOu3BOJACTBY, COXPAHHOCTDL
HAXOJAIIUXCA Yy HEro CiayKeOHBIX aokyMmeHToB. OO0 yrpare [OKYMEHTOB HEMEIICHHO
JIOKJIJbIBAETCS PYKOBOIAUTEIIIO.

1.7. Ilepenavya TOKyMEHTOB W HX KOIHUH pabOOTHHKAM CTOPOHHUMX OpTraHM3allni JOMyCKaeTCs
C paspelieHdsl IHUPEKTopa M YIOJHOMOYEHHBIM WM JIMIl 3a MCKJIIOYEHHEM  CIIy4vacs,
IIPELyCMOTPEHHBIX 3aKOHOIaTeTbCTBOM Poccuiickoi deeparuu.

1.8. Tlpu yxone paGOTHMKA B OTIYCK, YBOJBHEHHMS WM IEpPEMENICHHs (IIEPeBOLEL)
MMEIOIIMECS Yy HEero JOKYMEHTBl Ha OCHOBaHMM MpHKa3a PYKOBOAUTEN IEPEaloTes Apyromy
pabOTHUKY.

1.9. IlpaBa, OGA3aHHOCTH M OTBETCTBEHHOCTh COTPYIHMKA OMPEIEISIOTCS JOJKHOCTHOH
WHCTPYKIHEH U TPYJOBBIM JJOTOBOPOM.

2. HeJm H 3aJa9H1 JeJIONIPOU3BOACTBA

2.1. Lenu:

—  JIOKyMEHTallMOHHOe odopmieHHe H  00eCHEeYEeHHEe JCSATENBHOCTH W Pa3BUTHUA
YupexaeHus;

_  ofecreueHne MOJHOrO COOTBETCTBUS JOKYMEHTANBHOTO O(QOPMICHHUS ICHCTBYIOMIEMY
3aKOHOJATENLCTBY M OpPraHM3allMOHHO-IIPABOBBIM HOpPMaM Ha OCHOBE HCIIOJIB30BAHMS
COBPEMEHHOMN TEXHHKH ¥ aBTOMAaTH3aIHH.

2.2. 3agauu:

— co3mande 6a3bl JUIs TPAMOTHOIO COCTaBJICHHUSI, OQOPMIICHHS, XPaHEHHUs O(PUIHATBHBIX
JIOKYMEHTOB;

— obecrieyeHre XpaHEHHWs W NPHMEHEHHs MedYaTd B COOTBETCTBHU C HOPMAaTHBHLIMH
TpeOOBaHUAMU;

—  IIOBBILIEHUE YPOBHS TEKCTOBOH yIIPaBIEHUECKOH KyIbTYphl WICHOB a/IMUHUCTPALIUH.

3. [IpuHUUIIBI 1€JTONIPOH3BOACTBA

3.1. ﬂOCTyl’IHOCTb U COINNOCTaBUMOCTDL YUCTHBIX HTaHHBIX.



3.2. CBOEBPEMEHHOCTH MEPBHUYHOM 00pa0OTKH HH(POPMALIUH.
3.3. CucremaTu3auus JOKYMEHTOB Y UpEXKIACHHUS.

4. OyHKUMH 1€JI0NPOU3BOACTBA

4.1. JIoKkyMEHTHPOBaHHE YIIPABIEHYECKON AEATCIBHOCTH.

4.2. JIokyMeHTHPOBAHHE TPYHAOBBIX IIPABOOTHOLICHHIA.

4.3. ObpaboTka U nepemelieHne J10KyMEHTOB.

4.4. PerucTpanus JOKYMEHTOB, 00eCIIeYeHIEe JOKYMEHTHOH HH()OPMALNH, y4eT U aHaJIn3
JIOKYMEHTO00OpoTa.

4.5. KOoHTpOoJIb UCIIOJHEHUS JOKYMEHTOB.

4.6. KoMIIbIOTEpHOE U3TOTOBJIECHUE, KONMPOBAHUE U PA3MHOKEHUE JOKYMEHTOB.

S. Tunbl ¥ BUALI A0KYMEHTOB, IPHMEHSIEMBIX B YUPeKICHUN

B YupexaeHun co31at0Tcst JOKYMEHTBI IIECTH OCHOBHBIX BHJIOB!

5.1. OpraHu3anMOHHO-NPABOBBLIC MOKYMEHTbI - OTO KOMIIJICKC B3aMMOCBA3AHHBIX
JIOKYMEHTOB, PErfIaMEHTHPYIOIINX CTPYKTYPY, 3aladu, QyHKIUH YUPEeKIACHHUs, OpraHH3alHIo
ero paGoThl, npaBa W OOS3aHHOCTH M OTBETCTBEHHOCTH PYKOBOJCTBA W CIEHHAIMCTOB.
B VuypexaeHun CyUIeCTBYIOT Clle/lyIOIHEe BUAbI OPraHi3alMOHHbBIX TOKYMEHTOB:

- VYcrap - CBOJA INpABHWJ, PErYIUPYIONMX JEATEILHOCTh Y UPEKACHHs, €ro

B3aMMOOTHOLICHUS C JPYTMMH YYPEKICHUSIME YU TPaKIaHAMH, IpaBa M O0A3aHHOCTH

B cepe roCyapCTBEHHON HIIM XO3SHCTBEHHOM e TSIBHOCTH.

— JIO/KHOCTHAsE HHCTPYKUHS - OPraHM3allMOHHBIM — JOKYMEHT  JJIMTEIBHOIO MK
IOCTOSIHHOTO CpOKa JAEHCTBHS, B KOTOPOM OIPENETICHB TEXHHYECKHE, (UHAHCOBBIC
CTOPOHBI JIESITEIbHOCTH 1OJKHOCTHBIX JIAIL.

— IlratHoe pacmucaHue - JOKYMEHT, 3aKPEIUISIOMNH JO/DKHOCTHOW W YMCIICHHBIN COCTAB
Yupexnenus, ¢ ykasanuem (onma 3apaboTHol matel (Tapugukanus). [lraTHOoe
pacnucanue oopmiisiercs Ha OaHKe YUpexkIeHus, YKa3bIBaeTCs [ePEeueHb T0JDKHOCTEH,
CBEJCHUS O KOJMYECTBE INTATHBIX €IUMHUI. B Tapudukanuu ykasbplBacTCs Harpyska,
JIOJDKHOCTHBIE OKJIaJIbl, HAOaBKH.

— IlpaBusia BHyTpEHHEr0 TPYJOBOIO PACIIOPs/IKa.

— JloroBop ¢ YupeauTeneMm.

— CBHIETENBCTBO O PErUCTPaLUH.

— TexHuyeckue nacropra.

—  KomnnekTUBHBIN 10r0BOD.

5.2. CranaapTu3upylomue JOKYMEHTbI —  JOKYMCHTBI, OIHMCBIBAIOLIME MPOLECChI,
CBS3aHHBIE C OCHOBHOH JIEATENBHOCTLIO YUpexaeHHs (IPOLECCHBIH), MO0 He CBS3aHHYIO
C OCHOBHOH J€ATENLHOCTBIO (HEMPOUECCHBIH).  DTO JOKYMEHT, KOTOPBIA CTaHAapTU3MPYCT
paboty B Yupexaexuu. CymecTBYIOT CJIEAYIOIIME BUJIbI CTAHAAPTH3UPYIOMINX IOKYMEHTOB!
[loJ103KeHHe — 3TO MPABOBOH aKT, OMPEAEISIONINH MOPSIOK 00pa3oBaHus, 3a/1a4H, 00s3aHHOCTH,
paBa, OTBETCTBEHHOCTh W OpraHH3alMio paboThl YupexaeHus (Hampumep, IHOJOKEHHE
0 POJIUTENHCKOM KOMMTETE; IIOJIOKEHHE O MEeJarorHyecKoM COBETE; MOJIOKEHHEe 00 UTOroBOH
aTTeCcTally U JIp.)

WHCTPYKIUSA — 9TO HOPMATHBHBIH JOKYMEHT, C IIOIIArOBBIM OIMCAHHUEM ONPEACTIEHHOTO
HeOOoJIBIIIOTO Tpoliecca, ACHCTBUS.

5.3. Pacnopsiaure/ibHble JOKYMEHTbI — JIOKYMEHTBI, KOTOPbIE (PUKCHPYIOT PCIICHHsI
aJIMMHUCTPATUBHBIX W OPraHM3alHOHHBIX BOIIPOCOB, @ TAaKXKE BOIPOCOB  YIPABJICHHUH,
B3aUMOJIEHCTBHs,  oOecriedeHMs M pEryJHpOBaHUs  AESATEJLHOCTH Y UPEKICHHSL.
PacnopsauTebHBIMU JIOKYMEHTAMH B Y UPEXKACHUH ABJIAIOTCS: IPUKA3 U PacIOpAKEHHUE.




[IprKa3 — mpaBoOBOM aKT, U37aBaeMbIH JTUPEKTOPOM IS PELICHHSI OCHOBHBIX M OINEPATHBHBIX
BOIIPOCOB A€ATENILHOCTH YupexaeHus. [Ipruka3pl 1Mo OCHOBHOM JEATEIBHOCTH (IO IIATHBIM
yCJIyram; 1o roc3axkyrkam).
PacrniopsbkeHust 1O pa3jMYHBIM HAIPABJICHUSIM JCATEILHOCTH TMEAarorHyeckoro KOJIJIEKTHBA.
PacnopsbhkeHne - MpaBOBOH aKT, H3JaBaeMbIl IMPEKTOPOM YUPEKICHHS, JIEHCTBYIOLIMM
ennHoaryHo. [IpaBom M31aBaTh pacropsKEeHUsT MOXKET HAJENAThCS 3aMECTUTEb AMPEKTOPa I10
BOIIPOCAM €ro KOMIIETEHIIHH.
5.4. UndopmannoHHO-CIIPABOYHbIE TOKYMEHTDI:
IPOTOKOJIBI, aKTHI:
* 1o dakry;
*  COOBITHIO B YUPEIKICHHH,
* pa30opy KOH(IMKTHBIX CUTYallHil U JIp.
— CHpPaBKH:
" YJIOCTOBEPAIOIINE IOpUINUECKHe (PAKTHI;
* 00 00yueHnHu 0Oydaromerocsi B YupexJIeHuu;
® U1 COTPYAHUKOB;
* 0 (axTax WM COOBITHSX B )KU3HEACATEILHOCTH Y UPEXKICHHUS.
— JIOKJIaJIHBIC;
— OOBSCHUTEIIbHBIE 3aITUCKH;
— cliy’)keOHbIe TTHChMa;
— 3asBKHU.
5.5. Yuebno-nenarorndeckne HHGOPMAUNOHHBIE JOKYMEHTDI:
— JIMYHBIE 3as1BJICHUS 00yJaromuXCsl, pOUTelNel (3aKOHHBIX MPEACTABUTENEH);
— y4deOHbIE KYpHAJIBI;
— OKYpHAaJI pETUCTPallUH [IPUKA30B;
— CIPABKH 110 pe3ybTaTaM IIpOBEpOK 00pa3oBaTeIbHOTO Mpollecca;
— KHHUIa 3aMeYaHui U NPeII0KEHUH HHCIIEKTHPYIOUIMX JIUIL;
— KHHTa IPOTOKOJIOB MEJICOBETOB;
— TPOTOKOJIBI 3aCEJaHNM, COBELAHUH ITPH AUPEKTOPE.
5.6. JIokyMeHTBI 110 TPYAOBBIM MPABOOTHOMEHUSIM
— IIPUKa3bl 110 JINYHOMY COCTaBY:;
— NpHKa3bl 10 KaJpam;
— JIMYHBIE JIeJ1a COTPYAHHUKOB,;
— JIMYHBIC KAPTOYKH COTPYAHUKOB (. T-2;
— OKypHaJI y4eTa JINYHBIX KapTO4YeK COTPYIHHKOB ¢. T-2
— KHHTa y4yera JBHIKEHUS TPYAOBBIX KHIDKCK M BKJIAJBIIIEH K HUM;
— TPYNOBbIE JOTrOBOPBI/KOHTPAKTHI;
— JKypHaJl PEriCTpallMy TPYAOBBIX JIOTOBOPOB;
— OKYPH&JI PErHCTPallK TPYIOBBIX JOTOBOPOB U COTJIAIICHUI;
— KHHTa y4eTa JIMYHOIO COCTaBa M1eJarOrH4eCKUX paboTHHKOB.

6. Ilopsinox pa3spaGoTKH, MOArOTOBKH U COIJIACOBANMS [0KYMEHTOB

6.1. JIokyMeHTBI TOKHBEI GBITE OQOPMIIECHBI 110 (hOpMaM TIPHHATEIM B YUPEKICHHH - Ha
OaHkax 00pa3soBATENBHOrO YUPEKACHHUs, cooTBercTBYIOmMX crangapry (IOCT P 6.30-97
¢ usmenenueM ot 2000 r. Ne 1),

6.2. CranJapTu3upyIOIMe, PacTOPs/INTEIbHbIC JOKYMEHTBI M JIOKYMEHTBI 110 TPYIOBBIM
MPAaBOOTHOIIEHHUAM H3/IAI0TCSI TOJIBKO 38 MOAKUCHIO JMPEKTOPA.

6.3. OpraHu3auMOHHO-TIPABOBbIE JOKYMEHTBI YTBEPHKIAIOTCS TOJIBKO AUPEKTOPOM.
[lepedenp TOKYMEHTOB YUpexmAeHHs, T0UIEKAIIMX YTBEPIKIAEHHUIO LII/IpeKTopOM

— TOJ0BOH 1aH paboThI;




— KaJeHJapHBIA y4eOHBIH rpaduk;

— pacnucaHue 3aHITUH;

— IpaBWJia BHYTPEHHETO TPYIOBOTO PACHOpsAKA COTPYIHUKOB Y UPEIKACHHUS;

— JIOJDKHOCTHBIC HHCTPYKUHH aIMHHHCTPALIUH, [1€IarOr0B U COTPYAHHKOB Y UPEIKIACHHUS;

— MHCTPYKIIMH 110 OXpaHe TpyJa;

— TOJIOXKEHUE O MOPSIJIKE YCTAaHOBJICHUS A0IJIaT;

— IPOTOKOJIBI IIEIArOTMYECKUX COBETOB Y UPEXKJICHHUS U JIPYTUE JIOKAJIBHBIE aKThI.

6.4. HudopmalnuoHHO-CIIpAaBOYHbIE W y4eOHO-Tearornyeckue  MHQpOpMalHOHHbIE
JOKYMEHTBI MOTYT  CO3/1aBaThCsl, IIEpElaBaTbCsi U INPUHUMATbCA JIIOOBIMH JPYyTUMH
COTPYJHUKaMH, 0003HAYCHHBIMH B COOTBETCTBYIOIIMX IpHKa3ax, HHCTPYKLHUSAX U JAPYIHX
JOKYMEHTaX Y 4pexCHHUs.

6.5. JlokyMeHTBl MOTYT OBITH OQOpPMJIEHBI KaKk Ha OyMaKHbIX, TaK M Ha JIEKTPOHHBIX
HOCHUTEJISIX. '

6.6. JIOKyMEHTBI JOJDKHBI OBITH NPEACIbHO KPaTKUMH U SICHBIMH 110 COAEPIKAHHUIO,
BCECTOPOHHE OOOCHOBAHHBIMHU U OTPEIaKTUPOBAHHBIMHU.

6.7. OTBETCTBEHHOCTh 3@ Ka4yeCTBO IOJArOTOBKHU JIOKYMEHTOB M  JOCTOBEPHOCTH
COZEPIKAIIMXCSl B HUX CBEICHHMSIX BO3JaracTcs Ha JIMIl, YKa3aHHBIX B IpHKa3e 10 BEJICHHUIO
JICJIOTNPOU3BOICTRA.

6.8. OTBETCTBEHHOCTh 3a KaueCTBO IIOJTOTOBJICHHLIX K HCIOJIHEHHIO JOKYMEHTOB
BO3JIaraercst Ha AUpPEKTopa Y upeskIeHusl.

6.9. [locnenoBarenbHOCTh IEHCTBUN U NpaBUia YIpPaBICHUS! JOKYMEHTALUEH.

6.9.1. TlpoexT nokymeHTa pa3pabaTblBaeT COTPYAHUK-UHUIIHATOP OO0, €CITH UHUIUATOPOM
SIBJISIETCS BBILIECTOSILIEE JIUIO, TO COTPYAHUKOM, HA3HAYECHHBIM TUPEKTOPOM.

6.9.2. JIoOKyMEHT KOpPpEKTHPYETCs, COIJIaCyeTCss ¢ 3aHHTEPECOBAHHBIMH COTPYIHHKAMU
M YTBEPXKAAeTCs y IUPEKTOPa.

6.9.3. KoOHTpoJib BBIIOJHEHUS! JEHCTBUH, H3JI0KEHHBIX B JIOKYMEHTE, OCYUICCTBIISICT
JIOJDKHOCTHOE JIMIIO, YKa3aHHOE B IOKYMEHTE K KOTOPOMY OTHOCUTCSI JaHHBIA JOKYMEHT.

6.9.4. JlauHble 0 pe3yibTaTax BBIIOJHEHUsI JACHCTBUH, H3J0XKEHHBIX B JIOKYMEHTE
1 KOPPEKTUPYIOLIMX U (WJIM) HpeaylNpexAaloluX IeHCTBUSIX IEpeJaroTcsi OTBETCTBEHHOMY
JIMILY 110 KOHTPOJIIO 3@ BBINOJIHEHUEM JEHCTBUH, U3JI0’KEHHBIX B JOKYMEHTAX.

6.10. Joctyn x undopmanuu, padoTa ¢ JOKYMEHTaMH, COACPXKAIIUMH CIYKeOHYIO TaiHy
H [IEpCOHAbHbBIE TaHHBIE,

6.10.1. CoTpyaHuku VYUpeXKJACHHS HMEIOT pa3JIMYHBIe [MOJHOMOYHS MO  JIOCTYIY
K HH(GOPMAMOHHBIM pecypcaM (B T.4. JokymeHTam). Karteropuu mnosib3oBaTeneii u ypoBHH
JIOCTYTIa PErIaMeHTUPYIOTCS IPUKA30M JIHPEKTOpa Y Uperk/IeHHsI.

7. TpebdoBanust K 0(popMIEHHIO JOKYMEHTOB

7.1. K peKBU3UTaM JIOKYMEHTOB:

— EIMHCTBO TIPABUI JOKYMEHTHPOBAHHS YIIPABIEHUYECKOH eATETbHOCTH ObecrednBaeTcs
NpPUMEHEHHEM  YHU(QUIUPOBAHHBIX  (GOpM  JOKYMEHTAllUd B  COOTBETCTBUU
¢ TpeboBanusimu ['OCTa;

— Ka)(IbId BHUJI JOKYMEHTa JIOJDKEH UMETh CTPOrO ONPEJIEICHHBIC PEKBU3UTHI, CTAOMUIILHBIN
MOPSIIOK X PACIIOJIOKEHUs U 0popMIIeHUSI.

7.1.1. JlaToif moxymeHTa SIBJIsieTCsl JaTa €ro INOANHCAHUS; sl JOKYMEHTa, IIPUHUMAEMOro
KOJUIETHAJIbHBIM OpPraHoM, - JlaTa ero MNpUHSATHUS; U1 YTBEPXKIAeMOro JOKyMEHTa — Jara
yTBepkJieHus. Jlata TOKyMEeHTa MPOCTaBISETCS JOJDKHOCTHBIM JIMIIOM, MOANUCHIBAIOIIMM HIIN
YTBEPIKIAIOIIUM JJOKYMEHT.

7.1.2. JInsg NOKYMEHTOB, COCTABJICHHBIX COBMECTHO C HECKOJIbKUMH OpraHH3allusMH, TaTod
JIOKYMEHTA SIBJISICTCSI JlaTa MOJIMHUCaHHUs ero NMoCIeIHeH opraHu3anyei.

7.1.3. OcobObIM criocoOOM BBEJIEHHs JOKYMEHTa B JIEHCTBHE SIBJISIETCS €0 YTBEP)KACHHE.
JIOKYMEHTBI yTBEPXKIAET AUPEKTOP. '



7.1.4. Ha poxkymeHTax, MOMJISKAIIMX YTBEPXKIACHHUIO, I'PU( YTBEPKACHHS IPOCTABISLCTCS
B IPABOM BEPXHEM YIJIy [E€PBOro JIMCTA JOKYMEHTA.

7.1.5. BusupoBaHue TIpoeKTa JOKYMEHTa IPOBOAMTCS IPH HEOOXOIMMOCTH OLCHKH
00OCHOBAHHOCTH JOKYMEHTa, COOTBETCTBUSI €ro IpPaBOBBIM aKTaM M paHee IPUHSTHIM
pEIIEHUSIM.

7.1.6. Busza npocraBiseTcss B HIDKHEH dYacTH OOOPOTHOH CTOPOHBI IIOCJIEIHEro JIMCTa
MOJJTAHHUKA PaCIOPSIUTEILHOTO MpaBoBOro axkrta. Ha npoekre 3aKOHOAATEIBHOTO aKTa,
Ha BHYTPEHHEM JOKYMEHTe M Ha KOIMH OTIIPABISAEMOIrO JNOKYMEHTa, BHU3bI IPOCTABISIOTCS
Ha JIMI[EBOH CTOPOHE IOKYMEHTA.

7.1.7. 3aMeyanusi, ocoOble MHEHHS W JIOINOJHEHHs K IPOEKTY IOKYMEHTa O(QOPMJISIOTCH
HAa OTAEJILHOM JIMCTe. 3aMedaHusl JIOKJIAJIbIBAIOTCS PYKOBOIUTENIO, TMOAMMCHIBAIOIIEMY
JIOKYMEHT.

7.1.8. Cornacosanue JoKymeHTa OQOpMIISIeTCS BH30H Ha JOKYMEHTE MM rpudom
COIJIaCOBAHMSL.

7.L.5, CorjacoBaHde IIPOEKTa JIOKYMEHTAa IPOBOAMTCA C OpraHamMd YIpaBJICHHS
1 OpraHu3al|sIMH, HHTEPEChl KOTOPHIX B HEM 3aTparuBaloTCs, - BHELIHEE COTIaCOBaHHUE.

7.1.10. Bremnee cornacoBanue A0KyMeHTa 0hOpMIIIETCs COOTBETCTBYIOMMM rpudom. I'pud
corylacoBanus BKJodaeT B ceOs cioBo «CoryiacoBaHo», HAaUMEHOBAHHWE JIOJDKHOCTH JIMILA,
C KOTOPBIM COIJIACOBBIBACTCSI JOKYMEHT (BKJIIOUas HaMMEHOBAHHE OPraHM3alliH), JIAYHYIO
NOJNKCh, paclIMpPOBKY MOANMCH UM Jary COIJIaCOBaHMsS WM Ha3BaHHE JIOKYMEHTA,
NOJATBEPXKAAIOIIETO COMNIaCOBaHUE U €ro JaTy.

7.1.11. I'pud cornacoBaHust pacroJiaraeTcsi B BEpXHEM JIEBOM YTy JIOKYMCHTA.

7.1.12. Pesostonusi — KpaTKoe IHCbMEHHOE IOpYYEHHE, IOArOTOBIEHHOE I10 HTOram
pacCMOTpEHHUsl MOCTYNHUBIIEr0O B  yupekIeHHe JoKyMeHTa. Pesomonus odopmisercs
HEMOCPEICTBCHHO Ha JOKYMEHTE — Ha CBOOOJHOM MECTE JIMUEBOM CTOPOHBI IEPBOM CTPAHHUIIBL.

7.1.13. Pe3omonus BKIIOYaeT B ceOs CBeJACHUs 00 HCIOJHUTENE OpyYeHUs (HAUMEHOBaHKE
ero JIOJDKHOCTH, (aMuJIusl, MHULMAJBI), COJECP)KAHUE IIOPYYEHHUs, CPOK HCIOJIHCHHUS,
HAaUMEHOBAaHWE  JOJDKHOCTH  JIMIA, OTJAABIIEro IOpPYYEHHE, €ro  JIMYHYIO  I[TOAIHCH
U paciii(poBKy, JaTy.

Ecnu  pesosronust ImpejroyiaraeT MopydeHdue Juis AByX U OoJsiee JIML, OTBETCTBEHHBLIM
MCIIOJHUTEJIEM SIBJISIETCS JIMLIO, YKA3aHHOE B [IOPYYEHUH [1EPBLIM.

7.1.14. Ha moxymeHTtax, He TpeOyIOLIUX YKA3aHHUH 110 UCIOJIHEHHUIO U UMEIOIIMX THIIOBBIC
CPOKH HCIIOJIHEHUS, B PE30JIIOLUH YKa3bIBAIOTCSA HCIOJIHUTENb, IOJIUCh aBTOpa PE30JIIOIHNH,
Jara.

7.1.15. Pesomonu mojuiexxaT y4eTy B COOTBETCTBYIOLIEM PETHCTPAllMOHHOM JKypHAJe,
a MOPSIA0OK M CPOKH MX UCITOJIHEHUS] — KOHTPOJIIO.

7.1.16. B ciydae, eciid JIOKYMEHT COJICPXKUT MPHJIOKEHHS, 00 3TOM JIOJDKHA OBIThH CJleslana
cebika B JlokyMeHTe. [lpuiiokeHus JIOJDKHBI MMETh BCe HEOOXOAMMBIC JUIS JIOKYMEHTa
PEKBH3UTHI.

7.1.17. Eciii IpuItosKeHus B TEKCTE HE Ha3BaHBI, TO B KOHIE TEKCTA JOKYMEHTa HEOOXOIUMO
MEPEUYUCITUTD UX Ha3BaHUsI, KOJMYECTBO JIMCTOB H DK3EMILIAPOB KaXJ0T0.

7.1.18. [lpu HANMMYMKM HECKOJBKUX IPHJIOKEHUH K paclopsSAUTEIbHOMY HOKYMEHTY Ha HHUX
IPOCTABJISIIOTCS TOPsIAKOBBIe HoMepa: [Ipunoxenue 1, [Tpunoxenune 2 u T.4.

7.1.19. JIOKyMEHTBl MOJIMCHIBAIOTCS IUPEKTOPOM HJIM  JIMIOM, HCIOJHSIOUIMM  €ro
00sS3aHHOCTH, @ Tak)Ke MHBIMH JIMI[AMH, B COOTBETCTBHM C 3akoHoparesnbcTBoM Pd. He
pazpelraercs MOAMUCHIBATL JOKYMEHTBI C IIPEUIOrOM «3a», IPOCTaBlss KOCYIO YEepTy HIIM
JpyrHe 3HaKd I[epe]l HAMMEHOBAHHEM JOJDKHOCTH. JIOKYMEHT ©e3 IOANMCH HE HMEET
fopundeckoit cuipl. [Toanuch pyKOBOIUTENS CKPEIUIAETCS MTEYAThIO YUPEHKACHHUS.

7.1.20. Orruck mneyaTd 3aBepsieT MNOIMHHOCTH IIOAIUCH JOJDKHOCTHOIO JIMIa Ha
JIOKYMEHTaX, YJIOCTOBEPSIIOIIHX IIpaBa JIUL, GUKCHPYIOUIUX (aKThl, CBSI3aHHBIE ¢ (PUHAHCOBLIMH
CpelCTBaMH, a TaK)Ke Ha HMHBIX JOKYMEHTax, IpelyCMaTpHBAIOIIUX 3aBEPEHHUE IOIMHHOM
HO/IITUCH.



[TepedeHb TOKYMEHTOB Y UPEIKIAECHHS, Ha KOTOPLIX CTABUTCS II€YaTh:

— YCTaBHBIE JJOKYMEHTBI;

—  TPYJOBBIE KHHIKKH;

— XapaKTePUCTHKH, CIIPABKH;

— aKTbl CHAYU-IIPUEMKH U CIIMCAHUS;

—  BBIITKUCKH U3 JIOKYMEHTOB Y UPEKICHHUSA U X KOIIUH,

— TrapaHTUIHBIE MHUCbMa U JOBEPEHHOCTH;

—  JIOTOBOPBI.

7.1.21. Tlpu 3aBepeHHH COOTBETCTBHs KOIMH JAOKYMCHTa IOUIMHHUKY HMXKE PEKBHU3MTA
«IToanmuch» MPOCTABISIOT 3aBEPUTENbHYIO HAANUCEL: «BepHo», MO/DKHOCTE JIHMLIA, 3aBEPUBLICIO
KOIHIO; JINYHYIO MOJIHCE; paciin(ppoBKY MOAMUCH (MHULHKAJBI, (PAMUIIMIO); AaTy 3aBEPEHHUSI.

7.1.22. Ot™Merka 00 HCIIONHHUTENE BKIIOYAET B CeOs MHUIMAIBI U (PAMUIIMIO MCIIOIHUTEIS
JOKyMeHTa U Homep ero TenedoHa. OTMeTKy 00 HCIIOJHHUTEINE pactoyaraloT Ha JIHIEBOH HIIH
000pOTHOH CTOPOHE MOCJIEIHEro JINCTA JOKYMEHTA B JIEBOM HHIKHEM YIITY.

7.2. K TectaM TOKYMEHTOB:

7.2.1. CnegoBanue HopMaM OpUIUATIBHO-/1EJIOBOTO CTHIIS PEYH:

— OOBEKTHBHOCTH M JIOCTOBEPHOCTH HH(OPMAIIUH;

— KpaTKOCThb M TOYHOCTb HU3JIOKEHUs HH(POPMALIMHU, HCKIIIOUEHHE JBOSIKOTO TOJTKOBAHUS;

—  COCTaBJIEHHE, 10 BO3MOKHOCTH, MPOCTHIX (T.€. COAEPIKALIUX OJHUH BOIIPOC) JTOKYMEHTOB
JUIA OOJErYeHuss U YCKOpEHHs paboThl ¢ HHMH, a TakXKe CIOCOOCTBYET NpPaBHIILHOMY
(hOpPMHUPOBAHUIO JEJT;

— CTPYKTYpPHpPOBaHHE TEKCTa Ha CMBICJIOBBIE 4YacTH. B 1epBoi yKa3bIBArOTCs OCHOBAHHS
WA TPUYUHBI COCTABJICHHS JOKYMEHTOB. B0 BTOpOW wacTH H3JIararorcsi penieHus,
pacopsiKeHusl, PEUI0KEHHUS, MHEHHS!, BBIBOJIbI, IIPOCHOBI;

— HCIIOJIb30BaHHE TpadapeTHBIX M THUIIOBLIX TEKCTOB IPH ONHMCAHHU IOBTOPAIOLIMXCS
YIIPABJICHYECKUX CUTYyalUH.

8. IIpaBuiia moaAroToBKH U 0(popMIICHHS JOKYMEHTOB

8.1. [Ipuka3ssl.
8.1.1. Tlpuka3 - nMpaBOBOH aKT, U3AABAEMbIH PYKOBOJIMTEIEM I PEUICHUS OCHOBHBIX

1 ONEPaTUBHBIX BOMIPOCOB ACATCILHOCTH 06pa3013aTenI>Horo YUPEKIACHHUS U ABJISACTCA OIHHM U3

BKHEHIIMX JOKYMEHTOB YUPEIKICHUS.

8.1.2. [Ipuka3 uzgaercs AUpEeKTOpoM YupeskaeHus. OH BCTylaeT B CHUJIYy ¢ MOMEHTa €ro
MOITUCAHUS TUPEKTOPOM Y UPEIKICHHUS.

8.1.3. Odopmitsiercst mpuka3 Ha Oj1aHKe 00Pa30BATENLHOIO YUPEXKICHHS U TO0JDKCH UMETh
CJIEAYIOLUE PEKBU3UTBHIL:

— HaUMEHOBAHUE YUPEIKICHUS;

— HaMMEHOBAHHE BH/IA JIOKYMEHTA;

— JIaTy U HOMEP JIOKYMEHTA,;

—  3aroJIOBOK;

~ TEKCT;

— OTMETKY O IPUJIOKEHHUHU (TIPH HAJIMYUH);
— TOJIINUCH;

— O3HAKOMJICHHE.

8.1.4. HaumeHoBaHie opranu3anuu oGpopMisieTcss B COOTBETCTBUHU C Y CTABOM.

8.1.5. [Ilpuka3 mneuaraercs ¢uaroBsiM crmocodbom. Kaxiaas CTpoka pEKBH3HTOB
HauMHAEeTCss OT JIGBOW TpaHUIBI TEKCTOBOTO I0Jsd. BepxHee mojie JOKyMEHTa JO0JDKHO
cocTaBaATh 1,5 cm, HukHee 1,5 oM, ieBoe 3,0 cm, npasoe 2,0 cM. Jlata oopmisiercss apabCcKuMu
nudpamu, HOMEp COCTOUT U3 3HaKa Ne M MOPAAKOBOIrO HOMEPA IIpUKasa.



8.1.6. Hymepauus npuka3oB IMPOM3BOJUTCS B BAJIOBOM MOpPSIKE € sHBaps M0 JeKaOpb
B [Ipejiesiax roja, MPUKa3bl OJHON JIaThl PETUCTPUPYIOTCS Yepe3 IpoOsb.
B nprkasax 1o JMYHOMY COCTaBY CTABHTCS JIUTEP — «JIC»; IO OCHOBHOM JEATENBHOCTH — JINTEPA
HE CTaBUTCSL.

8.1.7. 3arojioBOK JOJDKEH KpaTKO M TOYHO OTpa)xaTb COJEpPXKaHHUE TEKCTa IPUKa3a.
3aroJioBOK, Kak MpaBHJIO, (OPMYJIHPYETCs B MPEUIOKHOM IHajexke. 3aroJloBOK I1e4aTaror
00bIYHBIM mIpHQTOM, O6€3 ab3aI[HOT0 OTCTYIAa U KaBbIUEK, pacrosiarasi OT JEBOW I'PaHMIIbl JIUCTa.
3aroJIoBOK, COCTOSIIIMN W3 JABYX W 0oJiee CTPOK, pacrojiaraloT Ha CTPaHHIEe Yepe3 OJIUH
MEKCTPOYHBIA HHTEpBaL. TOUKY B KOHIIE 3ar0JI0BKa HE CTaBST.

8.1.8. Texkcr ormensieTcss OT 3arojioBKa JIBYMs-TPeMsl MEKCTPOUHBIMH HHTEPBAJIaMH,
neuataercs 12-13 kerjiem, 4epe3 OJMHAPHBIA MM IOJYTOPHBIA MEXKCTPOYHBIH HHTEPBA
TEKCTOBOIO TI0JIsi U BBIPABHUBACTCS 110 JICBOW M MpPaBOH I'paHUIaM TekcToBoro mnous. Ilepsas
CTpoka a03alla HaYMHAETCsl Ha pacCTOSIHUMU 1,25 ¢M OT JI€BOM IPaHMIIBI TEKCTOBOIO I1OJIS.

8.1.9. Tekcr mpukaza  COCTOMT M3  JABYX  4acTed:  KOHCTaTUPYOUIEH
U PacCOPSIAUTENbHOM.

8.1.10. B koHcraTHpylOlmled 4YacTH KpaTKO H3JIaraloTcsl LeJd W 3ajadyd, (DaKThl
U COOBITHSI, TMOCIIY)KHBLIHE OCHOBaHMEM [UIsd M3AaHusl Ipukasza. OHa MOXKET HaYMHATBLCH
cioamu «B memsix...», «B coorserctBuu...», «Bo wucrnonnenwe...» u 1.4. Ecim npukas
U3Ja€TCsS Ha OCHOBAHWM JPYroro JOKYMEHTa, TO B KOHCTaTHPYIOUIEH YacTH YyKa3bIBalOT
HalMEHOBAHUE 3TOr0 JOKYMEHTAa B TBOPHUTEIBHOM IIAJEKe, €ro Aary, HOMEpP H 3arojoBOK.
B oTeBpHBIX CIydassX KOHCTATHPYIOIIEH YacTH MOJXKET MpeIliecTBOBaTh peamOyiia U3 0JJHOrO-
JBYX TpENIOKEHUM, B KpaTKod Qopme oTpaxarouiasi CyTh IpHKa3a, HO MPH ITOM
He nyOnupyromias ero 3aroyioBok. OObIYHO peaMOyIy HUCIOIB3YIOT ISl TOr0, YTOObI YIIPOCTUTH
U COKPATHTh (POPMYJTHUPOBKY 3aroJIOBKa.

8.1.11. PacnopsautensHass 4acTb OTHEIAETCS OT  KOHCTATUPYIOUIEH — CIIOBOM

«MPHUKA3bIBAIO», KOTOpPOE Ie4yaTaloT CTPOYHLIMH OykBamu, Oe3 kaBbluek. [locne ciioBa
«IPUKA3BIBAIO» CTABSIT JIBOCTOUHE,
PacropsimutenbHasl 4acTh JOJ/DKHA COJEpXKATh [EpPEeurcIIeHHe IPEeITUChIBAEMbIX JIeHCTBHIA
C yKa3aHHEM HCIIOJIHUTEIS KaXKIO0ro IEHCTBUS U CPOKOB MUCIOJIHEHUA. PacniopsaurenbHas 4acTh
MOXeT OBITh pa3jielicHa Ha MYHKTBI ¥ IOJITYHKTBI, KOTOPbIE HYMEpPYIOT apaOCKUMH IH(pamu.
Kaxnplif mMyHKT pacropsiIMTEIbHON YacTH HAUYMHAETCSl ¢ yKa3aHHEM KOHKPETHOro JEHCTBHS,
BBIPXXCHHOTO IJIarojioM B HeompeneneHHoi ¢opme. JleficTBUS OJTHOPOIHOIO XapakTepa MOryT
OBITh IEPEYUCIICHB B OJHOM IIYHKTE. B KauecTBe HCIOJIHHUTENECH YyKa3bIBAIOTCA KOHKPETHBIE
JOJDKHOCTHBIE Jnua. [lociaeHui NMyHKT pacriopsiAIuTEIbHOW YacTH MOKET COJIEPIKaTh CBEICHUS
0 JO0JPKHOCTHOM JIMIIE, HAa KOTOPOE BO3JIOJKEH KOHTPOJIb UCIIOJIHEHHUS [IPUKa3a.

8.1.12. Ecnu npuxa3z U3MEHsIeT, OTMEHSIET WUJIU JIONOJHSET paHee M3JaHHBIA JOKYMEHT
WJIN KaKOe-TO €ro IOJIOKEHHUE, TO OAWH M3 MyHKTOB PAaCHOPSIUTEIbHON YaCTH TEKCTa JOJDKEH
COZICpP)KaTh CCBUIKY Ha OTMEHSIEMbI JOKYMEHT (IIyHKT JOKYMEHTA) C yKa3aHHEM €ro Jarhl,
HOMeEpa U 3arosioBka. TeKCT IIyHKTa HEOOXOAMMO HauMHATh ciioBamu «lIpu3HaTh yTpaTHBIIMM
CHILY...». .

8.1.13. B mpuxa3z He ciexyeT BKIo4yaThb IMYHKT «IIpuka3 moBecTH OO CBEAEHHS...)».
JIOJDKHOCTHBIE JIMIA, IO CBEJICHUs KOTOPBLIX TOBOJST MpHUKa3, MEPEUHCISIIOTCS B ykazaTelle
PACCBUIKH, KOTOPBIA UCIIOJIHUTEb TOTOBUT BMECTE C IPOCKTOM IpHKa3a.

8.1.14. Iloanuce BKIIOYaeT B ceOsi HAUMEHOBAHUE JIOJDKHOCTH, MHUIMAIBL! U (paMHIIUIO
nauaua, o0JaJarouiero IMpaBOM H3JaHMs IPUKA30B, a TAKKE CHTHATYpy (JIMYHYIO IOJIUCD)
[10CJIETHETO.

[IpyKa3el TMOANKCHIBAET JUPEKTOp, @ B €ro OTCYTCTBHE — HCIOJHSIOMMHA 0013aHHOCTH
JIUPEKTOpA.

8.1.15. O3HaKOMJICHHE ¢ IIPUKA30M BKJIIOYAIOT B ce0sl JIMUHYIO MOINKCH, PaCIIU(PpPOBKY
MOJIKCH U JaTy.

8.1.16. Brimucka-komus OnpeaeJeHHON 4acTh MOJIMHHOIO JIOKYMEHTa. B Bblnucke U3
nprMKasa  COJep)Karcs  BCe  PEKBHU3UTBI  IpHUKaza  JI0  PACIOPSAMTENBHONW  YacTH.




U3 pacniopsuTeNibHOM yacti 6epyT TOIBKO Ty HH(POPMALMIO, KOTOpas HEOOXOMMa B KaX/I0M
KOHKPETHOM ciiy4ae. BeImucKy 3aBepsitoT IPOCTABJIEHUEM OTMETKH O 3aBEPCHUH KOIIHH.

8.2. PacrnopsbkeHue — MPaBOBOH aKT, H3JaBA€MBIM JUIs pa3speliCHHs OIEepaTHBHBIX
BOIIPOCOB.

8.2.1. PacriopspkeHHsI YUYPEKJICHUS COCTABJIAIOTCS IPEUMYIIECTBCHHO I10 BOIpPOCaM
MHPOPMAIIHOHHO-METOIHYECKOT0  XapakTepa, a Takye [0  BONpOCaM,  CBS3AHHBLIM
C OpraHu3allieil UCTIOJIHEHUsI IPUKA30B, HHCTPYKUHUH U IPYTrUX JOKYMEHTOB.

8.2.2. PacniopsieHHusl COCTaBIIAIOTCS aHAJIOTMYHO ITPHUKa3am.

8.2.3. TekcT pacnopsiKeHust COCTOUT U3 KOHCTATUPYIOLIEH 1 paclopsAuTENbHON YacTeH.
PacrniopsiiuresibHasl 4acTh JOKYMEHTa HauyMHAETCA CIOBOM: «IIPEJUIATAIO», «PEKOMEHIYIO»,
«OBSI3BIBAIO», «CUHHUTAIO HEOBXOJAWMbBLIM», HamedYaTaHHbIM IIPOMHUCHBIMUA 6yKBaMH oe3
pa3psiIKM U KaBbIUEK C HOBOH CTPOKH OT I'PAHMIILI JIEBOI'O TOJISL.

8.3. IIpoToKoa — JOKYMEHT, (QUKCHPYIOIIHH CoJlepKaHie COBEMIATEILHBIX MEPOIPUITHH
¥ TPUAAIONMH [OPUIAMYECKYIO CHJIYy HPHHSATBIM Ha HHUX pemeHusM. [IpoTOKoIbl MOryTt
0(OPMIIATHCS B CIICHUATBHON KHUI'e (PYKOIUCHBIN BAPUAHNT), @ TAKIKE B JICKTPOHHOM BapHaHTE.

8.3.1. Benenue 3amucd BO Bpems 3acefaHusi, cOOp MaTepyajioB U IOArOTOBKA TEKCTa
BO3JIaraeTcs Ha H30PaHHOIO WM HA3HAYEHHOI'O CEKpEeTaps 3aceldaHwusl.

8.3.2. TekcT mpoToKOJIa COCTOUT U3 JIBYX YaCTEH : BBOJHOMW U OCHOBHOHM.

8.3.3. BBoanas yacTh COJEPIKUT MOCTOsSHHYIO HHpopmanuio (ciosa «IIpencenarensy,
«Cexperapb», «llpucyrcTBoBamny. ECIM 4HCI0 y4aCTHHKOB COBEHIAHMS MPEBBIIACT JIECIATh
4eJIOBEK, COCTABIIAIOT CIIUCOK IPHCYTCTBYIOMINX, KOTOPBIH IPHIAraloT K IpoTokoiy. B tekcre
nporokona, B pasgene  «[IpucyTcTBOBaNHM»,  YKa3pIBAlOT — TONBKO — OOmIee  YHCIIO
MPUCYTCTBOBABIIMX CO CCHUIKOM Ha MPHJIaraeMbIi CIIHCOK.

8.3.4. Bpojnas 4acTh MpOTOKOJIA 3aKkaHYuBaeTcs ciaoamu «lloBecTka aHsA», mocie CloB
CTaBHTCS ABOETOYHE. W mepedncIsitoTesl BOIPOCHI.

8.3.5. Bompocsl moBecTkH jaHs Hymepyrorcs. Kaxapli HOBBIH BONPOC HaYMHACTCs
¢ HoBoi crpoku. Kaaplii Bompoc moimkeH ObITh KOHKpeTusupoBaH. [locienoBaTenbHOCTH
PACIIOJIOKEHUSI BOIPOCOB  OIpeJelsieTcsl CTENEHbI0 HX BaXKHOCTU.  Bompockl muuryTes
B HMEHHUTEJIBHOM MaaeXke — JIOKJAd, OT4YeT, coollienue, HHGOpMALUs; HAUMEHOBAHHE
JOJDKHOCTH, HMHULKANBI W (aMIJIMIO JOKJIAJ4UKa MUOIYyT B  POJUTEBLHOM  MaJexe.
He pexoMenyeTcst BKJIIOYATh B IOBECTKY AHs Borpoc "Pasnoe".

8.3.6. OcHoBHAs 4YacThb TEKCTa COCTOUT H3 pa3/iejoB, COOTBETCTBYIOIIMX ITYHKTaM
[IOBECTKE JHSA  NPOTOKOJBHOIO  MEpOIpHsTHA. TeKCT Kakaoro pasjeia  u3jaraior

B IIOCJICAOBATECIIBHOCTH
«CJIYIWAJIM — BLICTYTIWJIIN - TTOCTAHOBHWJIN (PELLIHMJTH)».

8.3.7. TIpoTOKOJIBI MOJIKMCHIBAIOTCS MpEAceaaTesieM U cekperapeM. Jlaroi nporokosa
SIBJIIETCS JaTa MPOTOKOJIBHOIO MEPOIIPUATHS.

8.3.8. IIpoToKoyiaM MpPUCBAMBAIOTCS MOPSAKOBEIE HOMEpa B IIpejienax ydyeOHOro roja
OTAEJNLHO 10 KaXIOW TpyIlIe MPOTOKOJIOB: IPOTOKOJIBI OOUMIMX COOpaHMid TPYyIOBOro
KOJUIEKTHBE, 3aceaHui Me1aroruyeckoro CoBeTa u Jp.

8.3.9. Bpmmcka H3 NPOTOKOJA COAEPKUT CIEAYIONIME PEKBU3HUTBI : HAWMCHOBAaHHE
0011e00pa30BaTEILHOTO YUPEIKICH s, Ha3BaHWEe BUJA JOKYMEHTa (BBIMTUCKA U3 [TIPOTOKOJIA),
JIaTy 3acelaHusi, HOMEp MPOTOKOJIA, MECTO COCTABJICHHS, 3ar0JI0BOK K TEKCTY, TEKCT, MOJIITHUCH,
OTMETKY O 3aBEPEHHH KOIIHH, OTMETKY 00 MCIOJIHEHHH, HAIIPAaBJICHUH B "1eio".

8.4. AKT — IOKYMEHT, COCTABJICHHBIN HECKOJIBKUMH JIMI[AMH U MTOJATBEPKAAIOMHUE (HaKThl,
COOBITHSL.

8.4.1. AKTBI COCTaBJISIOTCS B CAMBIX PA3JUYHBIX CHUTYaLHsIX U I0ITOMY HMEIOT MHOIO
Pa3sHOBHJIHOCTEH: aKT IPUEMKH pPadOThl; aKT IpHUEMa-Nepelayd JOKYMEHTOB, aKT CIUCAHHUs
MaTepHuasioB U T.J.

8.4.2. AKTBI COCTaBISAIOTCS KOMHCCHEH, MOCTOSIHHO JIEHCTBYIOUIMH HIJIM Ha3Ha4YeHHOH
M0 YKA3aHWUIO PYKOBOJHUTENS. AKT MOJIHCBIBAETCS BCEMH JIMIIAMH, NPUHUMABIIAMU y4acTHE
B €r0 COCTaBJICHUU,




JIns psana akToB (110 MaTepUaIbHBIM, (UHAHCOBBIM M APYTUM BaKHBIM BOMPOCAM) HEOOXOAMMO
YTBEPIKJCHUE PYKOBOJIUTENIEM U 3aBEPEHUE N1€YATBIO YUPEIKICHUSL.

8.4.3, C axktamMu peBU3UH, MPOBEPOK 3HAKOMAT BCEX JIMI[, JCATCIBHOCTH KOTOPBLIX
OHH 3aTparvuBaroT.

8.4.4. Eciu akT cOCTaBjsieTCS HE JJsi BHYTPEHHErO HCIIOJIL30BAHHUS B YUPCIKICHHUH,
TO OH JIOJDKEH COJICPIKATh IOPUIMYECKUH aipec yUpEKACHUSI.

8.5. CnpaBka — 3TO JOKYMEHT, COJEp)KaIlMii ONHMCaHHE W MOATBEpPIKIACHHE (aKTOB,
coOpITui. B YupexaeHun npuMeHseTcs ABa BUIa CIIPaBOK.

8.5.1. CripaBKHM COCTaBJIAIOTCS JUIs OMIMCAHUS HIIH TOATBEPKACH s (paKTOB MK COOBITHH
B JEATEILHOCTH yupexaeHus. COCTaBISIOTCS MO YKAa3aHUIO BBLILIECTOSIICH OpraHU3ally Ui
PYKOBOJMTENS YUpeXKACHUS JUlt MHQOPMALMU O BBINOJIHEHHH MJIAHOB, 3aJlaHui, TOpYyICHHH
¥ [IPEJICTABJISIFOTCS B YCTAHOBJIEHHBIE CPOKH.

8.5.1.1. TekcT TaKo#l cripaBKH COCTOUT U3 JBYX YaCTEH:

B neppoit yacti uanararotcsi (axT, MOCIYKUBIIME ITOBOJOM K €€ HAMHUCAHHIO, BO BTOPOH —
NIPUBOIATCS KOHKPETHBIC JAaHHBIC. BBIBOIBI M TIPEUIOKEHUS B CIIPaBKE HE JaloTcs (B 9TOM
COCTOMT OTJIMYME OT JOKJIaJHOM 3aIIUCKH).
CripaBka JI0JKHa O0BEKTHBHO OTpaXkaTh COCTOSIHHE JIeJI, €€ COCTaBJIeHHue TpeOyeT TIATebHOro
c6opa U MPOBEPKH CBEJICHHUN, MOT'YT IIPHBOAUTLCS TaOIMLBI.

8.5.1.2. CpaBKH, COCTaBJICHHBIE:

—  JUISL PYKOBOJUTEJISI YUPEKIAEHHs], TIOANUCHIBAET COCTABUTEIID,

— 10 YKa3aHHIO BBIIECTOSIIEH OpraHu3aluy, NOANHUCLIBACT PYKOBOIUTEIb YIPEKIACHHS.

8.5.2. CripaBKH, yI0CTOBEPSIIOIIKE OpUanYeckre (aKThl:

— crpaBka 00 00y4eHnH 00yJaromerocs B Y YpekIeHnH,

— CcIIpaBKa O MOJTBEPXKICHUH NepeBosa u3 apyroro OV;

—  CIpaBKa-MOJATBEPIKICHUE O 3aUUCIICHUU 00yUaroerocs B Y UpexIeHue;

— chpaBka JUIs COTPYIHHKOB (IIOATBEpXJACHHE MecTa pabOoThl, 3aHMMAEMOH JIOJDKHOCTH,

pa3mep 3apabOTHOH IUIAThI U T.1.)

Takoro poja CHpaBKH BBIIAIOTCS [0 3alpocaM 3anHTEPECOBAHHBIX JIMIL (COTPYIHMKOB) HJIH
YUPEIKIAECHUHN.

8.5.2.1. Jlna HamucaHus J@HHBIX CIPaBOK IMPUMEHSIOTCS  YHH(DUIMPOBAHHbIE
TpadapeTHble OJIAHKH.

8.5.2.2. Tekcr cmpaBKM HauydHAeTCs C YykasaHus (aMHJIUH, HMEHH, OTYCCTBA
(B MMEHHUTENLHOM TMajiede) JMia, O KOTOPOM COOOIIAlOT cBeleHHd. B Kkomue cCrpaBku
yKa3bIBACTCs HA3BaHUE OPraHU3alUK UM YUPEKACHUS, Ky/J1a OHa MPEACTABIISCTCS.

8.5.2.3. CripaBKH MOIMMCHIBAET IUPEKTOP Y UPEIKACHUS.

8.5.3. Ha cmpaBke goipkHa 0O0s3aTEIBHO CTOATH Jara €€ IOANMCAaHUs, HOMEp
(OPSANKOBBI HOMEp [0 JKYpHAIy PErHCTPAallMM HCXOJIIEH KOPPECHOHAECHUMH), MOIUCH
¥ 1eyaTh.

8.6. CTaTUCTHYECKHE OTYEThl - HCIOJIHSIOT paOOTHUKHU, Ha3HAYEHHLIE OTBETCTBCHHBIMU
3a chady OTYETOB B BBIIICCTOSIIHE W Jpyrde OpraHu3alMu (NEHCHOHHBIH (POHI, BOECHKOMAT,
(HHAHCOBBIE CTPYKTYPBI, HAJIOTOBYIO HHCIIEKIHUIO U T.11.).

8.6.1. OTueTsl TOTOBAT C IMOMOLIBIO II€YATHBIX YHU(DHIHMPOBAHHBIX (OPM MM
3JIEKTPOHHBIM CI10COOOM B 0a3ax JaHHBIX.

8.7. CiysxeOHble MHUCBbMa - 3TO CaMbli paclpoOCTpaHEHHBIH BHJI JIEJOBBIX JOKYMCHTOB.
CocCTaBIsIOTCS MHChbMa JUIS OCYIIECTBIICHUs ONEPATHBHON CBA3H € JAPYIMMH YUYPEHKICHUIMU
H IIPEJITPUSATHAMH 110 Pa3JIHYHBIM BOIIPOCAM.

8.7.1.Ilo cojaepkaHWIO W HA3HAYCHHUIO MHCbMA MOryT OBITh  HMH(POPMALUMOHHBIE,
rapaHTHiHbBIC, pPEKJIaMalHOHHbIE, KOMMEpUYECKHE, MUCHMa-3arpochl, MHChMa-MPUTIallIeHHUs
U T. ]I
— WudopMannoHHbIe MHCbMa  COAEPXKAT  COOOMIEHMs, MpOCLOBI,  HAOMHUHAHHUS,
PEeUI0KEHHS.




— TapanTuiiHble MpeJHa3HAYCHBI JUIS M3BEIICHUS O FapaHTHUsX OIUIATBHI, CPOKOB MOCTABKHU
WJIH Ka4ecTBa MPOJYKIHHU H YCIIYT.

—~ B peknamManMoHHbIX (IPETEH3HOHHBIX) MHChMaxX H3JaraloT TpeOOBaHMs BO3MCLICHUS
YOBITKOB, HAHECEHHBIX M3-32 HAPYIICHUs YCIOBUH KOHTpPAaKTa HJIM JOrOBOpPA APYroi
CTOpOHOH (KOHTpareHToM). Peknamanus [OJDKHA MOATBEPXKIAATBCS MPHIIAracMbIMH
K IIMCbMY JIOKYMEHTaMH B BUJIE AKTOB, CIIPABOK H T.JI.

—  KoMMmepyeckue muchbMa COCTABIISIOT P 3aKJIIOYEHHHU ¥ BBIMOJIHCHHH KOHTPAKTOB, 4acTo
B HMX H3J1araioT IMpoChObI O MPeIOCTaBIeHUH MH(OpMAlMK O TOBapax W yciayrax y HX
[POAABIOB, HJIM HAIIPOTUB MPEJIAraloT MOCTABUTH TOBAPBI HIIH YCIIYTH.

— B mnmcbMax-3ampocax MpocAT y KOHTpareHTa pasbsCHHTh KakKoH-1ubo (akt wiu
JIEHCTBHE.

8.7.2. CpoKu MOATOTOBKH OTBETHBIX NHCEM YCTAHABJIMBAETCS PE3OJIOLMEH AUPEKTOpa
YupexieHuss Ha OCHOBAHMH HMMEIOIIMXCS CPOKOB HCIIOJHEHHS MOPYYCHHH, 3alpoCOB HIIM
[0 PEIICHUIO aBTOpa Pe30JIIOLHUH.

8.7.3. IpaBusa opopMIIeHHUSs CIIyKEOHBIX ITHCEM.

8.7.3.1. Cnyxebuble mucbma opopmisitoress Ha OnaHkax Juis nucem (opmara A4,
Ha KOTOPLIX B OTJIMYME OT OJIAHKOB OOLIEro BHIA PAa3MEIIEHBI MOYTOBLIC H OaHKOBCKHE
PEKBH3HTHI MPEANPUATHL. B MucbMax HazBaHMe BUJIA JIOKYMEHTA HE YKa3bIBACTCs.

8.7.3.2. IluceMo 1enecoo0pa3Ho TOTOBUTH 110 OJHOMY Bompocy. Eciam HeobXxomumo
00paTHThCS B OpPraHM3alUIO OJHOBPEMEHHO II0 HECKOJIBKUM PasHOPOIAHBIM  BOIIPOCAM,
PEKOMEHJIYETCSl COCTABIISTh OT/CNbHBIC THChMA M0 KaXKI0MY M3 HUX. [[MCbMO MOXKET KacaThbCs
HECKOJILKMX BOIIPOCOB, €CJIM OHHM B3aUMOCBs3aHbl M OYyIyT pacCMaTpuBaThCs B OJIHOM
CTPYKTYPHOM MOJpA3/IeNiCHHH OpraHu3alui-aapecara. PekoMenayeMblii 00beM  AeJI0BOro
nuchbMa - He Oosiee 2-X crpaHull (B MCKJIFOYMTENBHBIX CiIydasx - jJo 5 crpanui). [lucema
0(hOPMIISIIOT B JIBYX 9K3EMILIAPaX.

8.7.3.3. B 3aro;10B04HO# 4acTH MUCbMa 0(QOPMIISIOT CIIEYIOIUE PEKBU3UTHIL
—  Apnpecar. Ciry)xeOHOE MTHCBMO MOJKET OBITh aIPECOBAHO YUYPEKIACHHUIO, IO CTPYKTYPHOMY
N0Jipa3IeIeHUI0, KOHKPETHOMY MODKHOCTHOMY JIMIy HJIM dYacTHoMy Juy. Ecmu mucemo
aJ[pECOBAHO  YUYPSKACHHIO, TO HAMMEHOBAHME YYPCKACHHs B ajpecare  MHeYaTaioT
B IMEHHUTEJILHOM IaJIe)Ke, JIOJDKHOCTE U (PaMHJIMIO JOJDKHOCTHOIO JIMIA - B AaTEJILHOM.

[lociie HauMeHOBaHUs ajpecaTa PEKOMEHIYETCsl YyKasbIBaTh €ro IMOYTOBBIH ajpec,
KOTOPBIA OQOpMIIETCsE B COOTBETCTBMU ¢ TpeboBaHMsiMM [IpaBuil okasaHus yCIyr MOYTOBOMH
cBs3M, yTBepxaeHHbIMM [locranosienuem [lpaButensctBa P® ot 15.04.2005 Ne 221
[IpaBuiaMy peyCMOTPEH CISIYIOIIUH TOPSAI0K HAMCAHUs aipeca: Ha3BaHUE YJHLbI, HOMEp
noma (npy HeoOXOJAUMOCTH — HOMep oduca) ; Ha3BaHHE HACEJIEHHOTO IyHKTa (ropoja, 1ocelka
M T. 1.); Ha3BaHWe OOJIACTH, Kpasi, aBTOHOMHOTO OKpyra (00y1acTn), peciyONUKu; T[OYTOBBIH
MH/JIEKC.

Eciii mUCHLMO OJHOIO COJIEPIKaHHs HaIpaBiIAeTCs HECKOJBKHM ajpecaraMm, cHavala
oopMIIAETCS aZpec OCHOBHOTO TOJTyvaTelIs, 3aTeM Hepeuncisiorcs apyrue. Ha oqHoM nuceme
MOJKHO pasMelnarth He 0oyiee YeThIpeX PEeKBU3HTOB AjpecaT. Eciid JOKYMEHT HanpaBiseTcs
foiiee, YeM M0 YEThIPEM ajpecaM, COCTABIAETCA CIIMCOK PACChUIKH M Ha KaXJIOM 3K3EMIULIPE
YKa3bIBAETCSI JIMIID OJIMH aJipecaT, KOTOPOMY HAIlPaBJIAETCs KOHKPETHBINA dK3EMIUIP.

—  Jlata. JlaToit nuchbMa ABjIseTcs nata ero noanucanus. Odopmisercs apaOCKuMu nuppamu,

roJl yKa3bIBaeTCs MOJHOCTRIO (Hanpumep, 11.11.2011);

—  Hnpekc noxymenrta. CTaBUTbCS IOPSAKOBBIA HOMED, 10 KHUTE y4eTa JIOKYMEHTOB;

— CchUIKa Ha MHAEKC U JaTy JOKYMEHTA-3alpoca, €CJIM MHUCbMO SIBISETCS OTBETOM. DTOT
PEKBU3UT BCETJA BKJIIOYAETCs B OJIAHK MHChMa, HO 3aIlOJIHAETCS TOJIBLKO NpU 0QOpMIICHHH
OTBETHBLIX HCXOJIIMX IMHCEM M BKJIIOYA€T PErMCTPAllMOHHBIA HOMEp W JIaTy JTOKYMEHTa,
Ha KOTOpBLIH maercs orser, (Hampumep, Ha Ne 134/03-10 om 30.06.2006). Hanuuue B
O1aHKe NHMCbMa  JaHHOrO  PEKBHU3MTA  MCKIIOYaeT  HEOOXOAMMOCTH — YIIOMHHAHHS
PErMCTPALIMOHHOTI0 HOMEpa M JaThl MOJIyYEHHOrO JOKYMEHTa B Havaje TEeKCTa OTBETHOIO
JIOKYMEHTa, 0CBOOOK/1as TEKCT OT BCIOMOTaTeIbHOM CIIpaBOYHON HHpOpMAIHN);




— 3aroJloBOK K TEKCTY MHMCbMA JOJDKEH ObITh MAaKCHMAIBHO KOPOTKHM M TOYHbIM. OH
Gopmynupyercst o0brano Tak: "O6 uzmenenuu ..." "

"

. "0 cozoanuu ...", "O nposeoenuu ...
u T. 1. B nucemax ¢Qopmara AS, coiepxaHue KOTOPBIX He npesbimaer 4 - 6 CTpoK,
3aroJIOBOK MOYKHO He 0(OPMIISATE. 3aroJi0OBOK MHUILETCs OT JIEBOIO MOJIs € 3arjaBHON OyKBbI
0e3 KaBbIUEK.

8.7.3.4.1. TexcT mnHcbMa  JOJDKEH  OBITH  JIOTHYHBIM,  IOCJIEAOBATEIbHBIM,
yOeUTeNbHBIM U KOPPEKTHBIM 110 (opme. DakThl B COOBITHS JODKHBI M3JIaraThes 00bEKTHBHO,
JAKOHUYHO, ACHO. TeKCT mnuchMa HE JOJDKEH JONyCKaThb Ppa3IM4HOro  TOJIKOBAHMS.
B 3aBHCHMOCTH OT THIIA MMCHMa M €r0 COJAEPKAHUs TEKCT MHUCbMa MOXKET OBITh MPOCTBHIM MK
cloXHBIM. [IpocThie NMUChMa COCTOAT W3 OJHON-IBYX 4YacCTEW: BCTYIJICHHS W 3aKJIIOYCHHS.
CroxHble B KOMIIO3MIIMOHHOM IUTaHE IMChbMa COJEP’KAT BCTYIMJIEHHE, OCHOBHYIO 4YacTb
(noKasaTeabCcTBO) M 3akiodeHue. Havano nucbMa MOXKET HMETh CJICYIONIME BapHaHTBI
oOpallleHust: '

v Veaowcaemviti Heopb Jleonuoosuy!

= Veaoicaemviii 20cnooun 3opun!

*  Veaowcaemvie 2ocnooa! (ynorpebisercs, KOIJla HEHU3BECTHBI HMMEHa IOJIydaTesicii

MUChMa)

Bo Berymienun naercss 000OCHOBaHME BOIPOCA : MU3JIAraeTcsl MpUYHHA, OCHOBAHHE HIIK
000CHOBAHWE COCTABJICHMSI TMHCbMA, MPHUBOJSATCH CCBUIKM Ha JIOKYMCHTBI, SIBJISIOLIHECS
OCHOBAHHEM IOJArOTOBKH IUCbMa (Hanpumep, "B ceasu ¢ mem ..., Coznacno konmpaxkmy om ...
N ... B coomeemcmeuu ¢ ... ...). B OCHOBHOH 4acTH (JI0Ka3aTeJIbCTBE) M3JIaraeTcs CYyLICCTBO
BOMpOCA, NPUBOIATCS JIOKA3ATEIbCTBA MM ONPOBEPIKEHHS; OCHOBHASA YaCTh JOJDKHA ObITH
yOeMTENbHON, 4YTOOBl HE BO3HHKAIO COMHEHHH B TPAaBHILHOCTH M  00OCHOBAHHOCTH
npejularaeMpIx petieHui. B 3akmodenny GOpMyNIUpyeTcsl OCHOBHAsS LIENb IMChbMa (Harpumep,
Ha ocnosanuu  uznogicennozo... Omnpagisem Bam ... Cmasum Bac 6 ussecmnocmo
Hanomunaem Bam ... Coobwaem Bam, umo ... IIpocum oniamums 6 medenue ... OAHKOBCKUX
oneii ... [Ipocum npunsme yuacmue ¢ Ipuenawaem Bac ..... Mol padel npuenacume Bac ...)

B nuceMax HCIOMB3YIOT CIIeIyIoue (POPMBI H3JI0KEHHS TEKCTA OT IIEPBOTO JIKIIA:

— MHOXECTBEHHOr0 4YHCla (npocum, coobwaem, HAnpasisem, HANOMUHACM, GblCblLldeM

U T.0), TaK Kak JIOJDKHOCTHOE JIMIO, IMOANMCABIIEE IUCHMO, BBICTYNAeT OT HMCHH

OpraHu3aluu);

—  eIMHCTBEHHOIO uHcla (npouty, npediaedlo, Hanpagiaio WU T.JI1.), BO3MOXHO B JIBYX

CIIyvasix:

* IUCHEMO 0POPMIISETCSI Ha JODKHOCTHOM OJIaHKeE;
* IMCHbMO HOCHT KOH()HICHIIMAIBHBIA XapakTep HIIH COIEPIKUT NepCOHaIbHOE 0OpalieHue

K azpecary.

[TucbMa MOXKHO 3aKOHYUTD (hpazol «C ysaoicenuemn.

e OTMeTKa O HaJIMYUU MPHJIOKEHHUs! (IPH HEOOXOIUMOCTH).

- Odopmienne pexsusuta IloAmuch MPOM3BOAMTCS B COOTBETCTBHHM € OOLIMMH
TpeGOBaHUSAMH ¥ BKJIIOYaeT B ceOs HAMMEHOBaHME IOJDKHOCTH JIMIA, IOAIMCABLICTO
JOKYMEHT, JINYHYIO MOJIIHCH U paciIi(@pPOBKY MOAIKCH.

- Pexpusur Pamuaus U TeaeQOH HCIOIHUTENS MPOCTaBIAETCS B JIEBOM HMIKHEM YTy
JIMIEBOH WM OOOPOTHON CTOPOHBI OJaHKa MOJ IOANKMCHIO PYKOBOAMTENS  (HalpuMep,
H U Cemenos 253-98-78).

8.8. JloksiaaHble U 0O0BSICHUTEILHbBIE 3aIIUCKH.

8.1. JloxnmagHast  3ammcka - 9TO  JIOKYMEHT, @JpPECOBAHHBIA  PYKOBOIMTEIIIO
¥ MHOOPMHUPYIOIMA €ro O CIOKHUBIIEHCS CHTyallH, UMEBIIEM MECTO SBJIECHUHM WM (haKT
BBITIOJTHEHHOU pabOThI, @ TAKXKe COJEPIKAIIUI BBIBOJBI M IIPEUIONKECHUST COCTABUTEIIS.

8.1.1. Jloknannas 3anucka opopMIISETCsl TIeYaTHBIM CIIOCOOOM Ha IIPOCTOM JIMCTE Oymaru
C BOCIIPOM3BEIEHHEM PEKBU3UTOB OJIAHKA, TAKIKE MOIKET BBIIOJIHATECH PYKOIMHCHBIM CIIOCOOOM.




8.1.2. TexcT NOKJIAAHON 3alMCKH JICIUTCS Ha JBE YaCTH: IepBasi - KOHCTATUPYIOIIAsl, IIe
H3J1araloTcss UMEBIIME MeCTO (haKThl MJIM ONHUCBIBAETCS CHUTyallUs; BTOpas - TJ€ H3JIaraercs
peaIokKeHue, pochoa.

Texkcry nmokmamHOW 3amUCKH  00s3aTeNLHO INPEAIIECTBYET 3arojoBOK, HauHMHAIOILUKCs
¢ npetora « Oy, « 0o ».

8.2. OObsicHUTENIbHAS 3alMcKa — JOKYMEHT, MOSICHSIONMI COAEpXKAHUE OTIENIbHBIX
IOJIOKEHHI OCHOBHOI'O JOKYMEHTA HJIH OOBSICHSIONIEH NPUYMHBI KAKOr0-JIMOO0 COOBITHS, (aKTa,
HOCTYIIKA.

8.2.1. OObsicHuTeNbHAS 3alKcKa, MOSCHSIOMIME COJEP)KAHUE OTHENBHBIX IOJOKECHUH
OCHOBHOT'O JJOKYMEHTa, 0opMIIsieTCsl Ha o01ieM OJIaHKe YUpEexKICHHs.

8.2.2. OObsicHUTENbHAS 3alKiCcKa M0 MOBOAY KaKUX-THOO MPOUCUIECTBUH, CI0XKUBIIMXCS
CUTYyalluH, TOCTYNKOB U IOBEACHUS OTACIbHBIX paOOTHUKOB O(OPMIISIETCS Ha YMCTBIX JIMCTAX
Oymaru ¢ BOCIIPOM3BEIEHUEM TEX JK€ PEKBU3UTOB U MOJIHUCHIBAIOTCS COCTABHTEIIEM.

8.2.3. CayxeOHbIe 3alUCKH PETUCTPUPYIOTCS B XKypHAJIE W MOJIAIOTCSl HA PaCCMOTPEHHE
PYKOBOJIUTEJIS, IOCJIE PE3OTIOLUHU JOBOASTCS IO UCIIOJIHUTEIIS.

9. KanpoBas jokyMeHTalus - COBOKYHHOCTb (OpM (JIOKYMEHTOB), OTPa’KaroLINX
HaJlMYhe W JABH)KEHHE IepcoHarna. J[BmkeHHe mepcoHalla - OAHA K3 OA3UCHBIX KaTeropui
yIIpaBJICHUsI IEPCOHATIOM, I10J] KOTOPOH, KaK MPaBHJIO, TIOHUMAIOT:

* mpueM Ha paboTy;

* [IepeBOJ Ha APYTyIo padoTy;

*  [IpEeIOCTaBJICHHE OTITYCKa;

*  YBOJIbHEHHE.

9.1. BaxxHOCTb KaJpOBOH IOKYMEHTAIIMH MOATBEPIKIACTCS, TIPSk BCEro, TeM, 4TO JIIOOOMH
KaJpOBbIH JTOKYMEHT (UKCHPYET IOPUIMYECKH 3HAYMMBbIe (PaKThl, KOTOpPBIE SIBJISIOTCS
OCHOBAaHUEM COBOKYITHOCTH KOPPECIIOHAUPYIOUIMX JPYT IpYTy IpaB U o0si3aHHOoCTel paboTHHKA
u  pabGortomarenss. Hampumep, HOKHOCTHas ~ MHCTPYKLHMS  SIBJISETCS  JOKYMEHTOM,
NOATBEPKAAIOIMIMM [IPAaBOMOYMSl TOrO MJIM MHOIO JIOJDKHOCTHOIO JIMIIa Ha COBEpIICHHE
IOPUIMUECKH 3HAYMMBIX JICHCTBHUH, BXOJSIIUX B €r0 JIOJKHOCTHBIE 00SI3aHHOCTH.

9.2. Benenue KapoBOro JAeJIONPOU3BOJICTBA MO3BOJISET 3P PEKTHBHO PEIIUTH Cpa3y HECKOJIBKO
3ajau:

— JlokyMeHTaIbHO 0(OPMHUTH TPYAOBBIE OTHOIIEHHUS, (POPMATH30BATH KaJIPOBBIE IPOLIEAYPHL.

— IlocTpouThk CTpoOHHYIO cHCTEMY YIpaBJICHHUS MEPCOHAIIOM, OTBEUAIONIYIO CTPATErHUECKHM
3ajiayaM yIpaBJICHHUs.

— PernamenTnpoBaTh B3aUMOOTHOLIEHUS paOOTHHKA U paboronarelns. BBelneHue KaJIpoBbIX
JOKYMEHTOB II03BOJISIET JOOUThbCs «OajaHca HMHTEpecoB» paboTomarenss M pabOTHUKOB
IIyTEM YETKOH perjiaMeHTalMU: YeM KOHKPETHO JOJ/DKEH 3aHUMAaThCs KaxAbld paOOTHHK
(HarpuMep, B JOJDKHOCTHBIX HHCTPYKIIUSX ) U KAKOBBI (PYHKIIMH paboTomaTels.

— Co3nate oOpraHM3allMOHHO-IIPABOBBIE OCHOBBI TPYIOBBIX OTHOIICHHH, KaK /il paOOTHUKOB,
Tak 4 Ui paboroparesnss. C OJHOH CTOPOHBI KaJapOBBIE JTOKYMEHTBI IOAJIEPIKHBAIOT
UHTEpEChl padoToaTelis, a ¢ APyroi - HApaBJIAIOT €ro JUIS HeJOMYUICHUsI HTHOPUPOBAHHUS
TpeOOBaHUH TPYJOBOTrO 3aKOHOIATEIHCTBA.

— -Paspemuth TpyaoBbIE CIIOPBI NpPHU BO3HUKHOBEHHH KOHQMIMKTHBIX CHTyallMid, OCOOCHHO
KOIjJa KajpoBasi JIOKYMEHTalHMs BBICTyIaeT KaK OJHO W3 MHCBMEHHBIX JI0Ka3aTeJbCTB B
cyaeOHOM pa3dHpaTeNbCTBE M0 TPYAOBBIM CIIOPAM.

9.3. OCHOBHOH CMBIC] KaJpOBOH JOKYMEHTAlMH - B NPUIAHWH OOJBIIEH NPO3pauyHOCTH
TpyZnoBoMy mpoueccy. Bes cucreMa KaapoBOH HOKYMEHTAIMH YCTaHABJIMBACT OMpEICICHHBIC
«IpaBUJIa HUIPBI», IPU COOJIOACHUHM KOTOPBIX COTPYIHHKH YYBCTBYIOT CTaOHJIBHOCTH, a
aAMHUHHCTpPALMSI 3HAYUTEBLHO [TOBBIIIAET YIIPaBJISIEMOCTh MTEpcoHala.

9.4. B Yypex/1eHuu IpUMEHSIIOTCS CeIyIolue YHUPHIUPOBAHHbBIC (DOPMEI 110 YUETy KaJpOB:

- NeT-1 «IIpuka3 (pacnopsikenue) o npueMe paboTHHKA Ha paboTy»;

—  NeoT-2 «JIuunast kapTouka pabOTHHUKAY;

—  NeT-3 «Illtarnoe pacnucanue;




—  NeT-5 «Ilpuxa3 (pacriopspkeHue) 0 epeBojie padOTHUKA Ha IPYTYIO paboTy»;

—  NoT-6 «IIpukas (pacnopspkeHne) o MpeloCTaBIeHUU OTIIyCKa paOOTHUKY »;

— NeT-6a «Ilpuka3s (pacmnopsikeHue) o Ipe0CTaBIeHHH OTITyCKa pabOTHHKAM»;

—  NeT-7 «I'paduk oTIyCKOBY;

—  NoT-8 «IIpuxka3 (pacnopsikeHue) o mpeKpalleHuH (pacTopKEeHHUH) TPYJIOBOTO JOTOBOpa €

pabOTHHUKOM (YBOJILHEHHH)»;

— NeT-11 «Ilpuka3 (pacropsikeHue) 0 MOOUPEHUH pabOTHUKA Y,

— NeT-13 «Tabenp yuera pabouero BpeMeHH »;

9.5. B cootBeTcTBUM ¢ TpeOOBaHUSIMU TPYLOBOI0O 3akoHojaresnbcTBa PO B YupexiaeHun
YCTAQHOBJIEH €JIUHBIM MOpPs/IOK O(QOpMIIEHHUS MpUEMa, YBOJBHEHHUS M IEpeBoJia COTPYIHHUKOB.
COBOKYNHOCTh JOKYMEHTOB, B KOTOPBIX 3a()MKCHPOBAHBI 3Talbl TPYAOBOH JEATEILHOCTH
COTPYJHUKOB, Ha3bIBACTCSI IOKYMEHTALIUEH 10 IHYHOMY COCTaBY.

K Takum jjokymeHTam (11epBO# rpymmbl) OTHOCSTCS: '
1. JlokymeHTanus 1o npuemy Ha paboTy (3asBjeHHe 0 IpueMe Ha paboTy, TPYJIOBBIE IOTOBOPHI
¥ JIONIOJIHUTEJIbHBIE COTJIALICHHUSI, IPUKA3 O MpueMe Ha paboTy).
2. JloxymeHTanusl 10 NepeBoay Ha APYTyio paboTy (3asBICHHE O MepeBOJe Ha JIpYryro padory,
IIPEICTAaBJICHUE O [IEPEBOJIE Ha APYTYIO paboTy, MpUKa3 O EpPeBOJIE Ha IPYTyI0 padoTy).
3. JloxymeHTanuss 1O YBOJIbHEHHIO C paboTel (3asBiieHHe OO0 YBOJBHEHHH, IIPUKa3
00 YBOJIbHEHUH).
4. JlokymenTanus 1o opOpMICHHUIO OTITYCKOB (rpadMK OTIIYCKOB, 3asIBJICHHUS O MPEIOCTABICHHN
OTIYCKa (B T.4. IPeABApUTEIIbHOE ), IPHUKA3 O NPEJOCTaBICHUH OTIYCKa).
5. JloxymeHTanuss no oQOpMJIEHHIO MNOOUIPEHUH (MpEeACTaBIEHUE O IMOOILIPEHUH, IPUKA3
0 MOOILPEHHUH ).
6. JlokymeHTanuss 1o OQGOPMJICHHIO JIHUCUHUIUIMHAPHBIX B3BICKAHWN (JIOKJIAJHAS 3amucKa
0 HapyIIEHHH TPYAOBOH IMCHMILIMHBL, OOBSCHUTENIbHAs 3allCKa O HapylWEeHWH TPYHAOBOH
JUCLUILIMHEL, IPUKA3 0 HAJIOKEHUH JUCIHUITIHHAPHOTO B3BICKAHMUS).
7. JIoKyMeHTalMsl 110 HAYUCJIEHUIO 3apaboTHOH Iu1aThl (Tapu(UKalus, MPUKa3bl O Ha3HAYCHUH
NeJlarOrMYecKOf Harpy3kH, 3aMelleHHH, JoIulaTax M HajxdaBKax; Tabesp ydyera padodero
BPEMEHH;
pacUETHBIN JINCTOK).
8. JlokyMeHTBI 10 y4eTy JIMYHOTO cocTaBa paOOTHHUKOB (JIMYHAs KapToyka paboTHHKA
(T-2), mmanoe neno, Kuura yuera JIMYHOro cocTaBa pabOTHHUKOB).
9.6. Ilonyuenune u oOpaboTka IOKYMEHTOB IO JIMYHOMY COCTaBY OCYIIECTBIISICTCS
B COOTBETCTBUH ¢ [os10KEHHEM 0 3alIUTe NEPCOHATBHBIX TAHHBIX PAOOTHHKOB Y UPEIKICHHUS.
9.7. TpynoBo# 1OroBOp — JOKYMEHT, (PUKCHPYIOIIMIA COrJIacke CTOPOH 00 yCTaHOBIICHUH
TPYIOBBIX TIPABOOTHOLUIEHHUH M peryaupyromuid ux. JloroBop Io/mKeH OTBeYaTh BCEM
IPEyCMOTPEHHBIM 3aKOHOAATENILCTBOM P® TpeCoBanusM K Hemy. JIOroBOpBHI COCTABIISIIOTCS

PYKOBOIUTEJIEM.
9.7.1. CropoHaMu TpYyJOBOI'O JIOTOBOpa SIBJSIIOTCS yupexJeHHe (paboTojaTelib)
1 paboOTHHK.

9.7.2. TpynoBoii JOroBop JOJKEH 3aKJII0YAThCS B IIMCbMEHHOU (opMme.

9.7.3. JloroBop cOCTaBJsIeTCSI B JIBYX JK3EMIUISIpax, IMOJIMCBIBACTCS PYKOBOJAUTEIIEM
¥ pabOTHUKOM, 3aBepsieTcsi nedarbio. OJMH JK3EMIUISIp JIOTOBOPa XPAHHUTCS B YUPEIKJICHUH,
BTOpOl — y paboTHuKa. Tpy/10BOH 10roBop XpaHutcs — 75 Jer.

9.8. CornaleHue K TPyJIOBOMY JIOTOBOPY - JOKYMEHT, KOTOPBIM CTOPOHBI O()OPMIISIOT
M3MEHEHHE OIPEIEJCHHBIX CTOPOHAMM YCJIOBHH TpPYIOBOro JoroBopa. Takoe corJaiieHue
ABIAETCA HEOTBEMJIEMOH YacThlO TPYAOBOro jgorosopa. OHO JOKHO OBITH COCTAaBJICHO
1 0pOpMIIEHO B TOM K€ MOPSIIKE, YTO U TPYIOBO# JOrOBOP.

9.9. Ilpuka3sbl O TPYJAOBBIM MPABOOTHONICHHUSM JICISTCS Ha JIBa BU/JIA!

— IIPUKAa3bl 10 JINYHOMY COCTaBY («JI1.C.») CO CPOKOM XpaHEHHUs — 75 JieT
* [pueM Ha padory;

"  [IEepeMELIEHHE;




*  coBMelleHHE (OpyYEHHE JOMOIHUTETBHOI paboThl);

*  [IepeBOJI Ha APYTYIO paboTy;

*  YBOJIbHEHHUE;

*  aTTecTalys, OBBIIICHHE KBATH(DUKAIKH;

*  p3MeHEHUE (PaMUIINN;

"  [OONIPEHUH, HAIPaXKIECHUH;

» omiara Tpyaa (TapuduKanEy, U3MEHEHUH y4eGHON HArpy3KH, ycloBHii Tpyla, o0bema

paGoThl), IPEMUPOBAHUE, PA3JIMYHBIC BBINIATEL;

*  OTIIYCKa 0 YXOJY 3a peOCHKOM;

—  [IPHKAa3bI [0 KaJpaM («K») CO CPOKOM XPaHEHHs — 5 JIeT

*  JIMCHMIUIMHAPHBIX B3LICKAHUSX,

*  @KEroJHBIX OIJIAYMBAEMBIX OTIyCKax, OTIycka 0e3 COXpaHECHHsSI  COJIepKaHUs

(3apaboTHOM ILIATHI);

" OTIYCKax B CBS3U C O0yUEHHEM,;

" JIeXKYpCTBAX;

*  KPaTKOCPOYHBIX BHYTPUPOCCHHCKHX M 3apyOeKHBIX KOMaHAHPOBKAX.

9.9.1. Bee mpHKa3el MO JMYHOMY COCTABY U KaJpaM OOBABIAIOTCS paOOTHHKY MO PACIHUCKY.
OTtmerka 00 03HAKOMJIEGHMH C INPUKa30M [POCTaBIACTCs CaMUM pabOTHUKOM H COIACPXKHT
no/uch paboTHUKa, pacmudposKy nomnucy u aaty. Ocobenno HeoOXoanMa 3Ta OTMETKA Ha
npuKazax 00 yBOJILHEHHH.

9.10. Ha Bcex paGOTHHKOB B YUPENKIEHHH BEIYyTCs TPYJIOBbIC KHMXKKH, JIMUHBIC JeCja
¥ JIMYHBIE KapTOYKK paboTHUKOB ¢. T-2.

9.11. TpynoBasg KHHXKKA — OTHOCHUTCSI K YHUCIY OCHOBHBIX JOKYMEHTOB, IMOATBEPIKIAIOIINX
ero TPYIOBYIO JESTEIBHOCTE M TpPyHOBOH cTax. TpylnoBble KHIKKM BEIyTCS Ha BCEX
COTPYHMKOB, MpopaboTaBuikx cBblie Suueit. IlocTynaromme Ha paboTy 00s3aHb! IPEAbABHTE
TPYZOBYIO ~KHIUKKY (/U COBMECTHTENsS KOIHMIO TPYJIOBOH KHIXKKH), O(OPMICHHYIO
B ycTaHOBJIEHHOM nopsiike. [Tprem Ha paboTy 0€3 TpyA0BOH KHIIKKH HE JOITYCKacTCs.

9.11.1. Odopmienre TPyAOBOH KHIKKM PabOTHHKY, NPHHATOMY Ha paboTy BIIEpBBIE,
oCyIIeCTBIseTCs paboToaTeseM B MPUCYTCTBUM pabOTHHKA HE IMO3JHEE HEACIBHOIO CpoKa Co
JHs mpuema Ha pabory. B Tom ciydae, ecid B TPYIOBOH KHHMIXKKE HE OCTA€TCA MeECTa JUls
3anuceil B rpade «CBeerns 0 paboTe», 3aBOJANTCS BKJIA/IBILI K HEeH.

9.11.2. Ipu yBOJIbHEHUH TPYI0Bask KHHIKKA BBLIAETCSA paOOTHUKY B ICHb YBOJLHEHHUA.

C uespio 0beceyeH st COXPAHHOCTH TPYAOBbIE KHIDKKH XpaHATces B cefide. HesocTpebosarmbie

TPY/IOBBIE KHIKKH XPAHSITCsI IO BocTpeOoBanus He Menee 50 JeT.

9.11.3. C mesnpio yueTa TPYJAOBBIX KHIDKEK W BKJIAIbIIIEH K HUM Beuercs - Knura ydera
JBMKEHHS TPYAOBBIX KHIDKEK M BKIajblmed K HuM. Kaura ydera JIBHKCHHs TPYJAOBBIX KHHIKCK
¥ BKJIaAblei B HUX XpaHutes — 50 Jer.

9.11.3.1. B xuure yd4era MABM)KCHHSI TPYIAOBBIX KHIJKEK H BKJIAJBILCH K HHUM

PErMCTPUPYIOTCS BCE TPYAOBbIE KHHXKKM, INPUHATBIE OT PabOTHHKOB IPH IOCTYIUICHHH Ha

paboTy, a*TaK)Ke TPYAOBbIe KHMIKKM M BKIAIBIIK B HHX C YKa3aHHEM CCpUM W HOMEpa,

BbIJIaHHBIE PAOOTHUKAM BHOBb.
9.11.3.2. Ilpu nomaydeHuu TpPYJAOBOH KHHKKH B CBS3H C YBOJbLHEHHEM pabOTHHK

PACIICHIBAETCS B KHUTE ydeTa TPYJIOBBIX KHIKEK U BKJIAJIBIICH B HHX.

9.11.3.3. Kuura ydera ABHIKEHHs TPYJOBBIX KHHJKEK M BKJIAIBIIEH B HUX [OJDKHA OBITH

POHyMEPOBaHa, MPOIIHYPOBAHA, 3aBEPEHa IOIKMCHIO PYKOBOAMTEINS M CKPEIJICHA MEYaThio

YUPEIKIACHHUSL.

9.12.1. JInuHOE [0 COTPYIHHKA — DTO COBOKYIIHOCTH JOKYMEHTOB, COJEpIamux Hanbosee
[I0JIHOE CBEIEHUs O pabOTHUKE W ero TPYIOBOH JearenbHoctd. Jlnmdnoe nerno
odopmIseTes Mmociie W3aHMs [pUKa3a O IpueMe Ha pabory. JIOKyMEHTBI B JIMYHBIX
JleNax pacroaraloTcs B CIEAyIOMEM HOPsIKe (Jaee o Mepe MoJlyueHHs JOKyMCHTOB):

— BHYTPEHHSISI OIIMCh JJOKYMEHTOB JIeTa;

— ankera ¢ pororpaduei;




— KOTHS MacropTa;

—  KOIHs MpHKa3a o ImpHeMe Ha padboTy;

—  TPYJIOBOH IOrOBOD;

—  COIJIalIeHUs K TPYAOBOMY AOTOBOPY, B IOPSIIKE MOINTHCAHMUS;

— 3asgBJICHHE O TIpUEMe Ha padoTy;

— JIOKyMEHTBI 00 00pa30BaHUH;

—  JIOKYMEHTBI O IIPOXOKAECHUU KyPCOB;

— xomusa MHH,;

—  KOIIKSI CTPaxOBOr0 MEHCHOHHOI'O CBUIETEILCTBA (CHUJIC);

— Komnus (M) CBUAETEILCTBA O POXKJICHUN peOeHKa,

—  JOKYMEHTBI MOATBEPKJAIOlIME M3MeHeHHe (Gamuanu (KOMMs CBUJETENLCTBA O Opake,

crnpaska u3 3AI'Ca);

—  JIOKYMEHTBI, MOATBEPIKJIAIOIINE MEPeaTTECTAINIO (aTTeCTAIIMOHHBIH JIMCT, 3asBleHHE

NpeCTaBIeHHE U T.I1.);

— KOIHH JJOKYMEHTOB O HarpakKJAe€HHUH,

—  BBIIMCKH U3 MPUKA30B O HA3HAUEHHH, IEPEBOJIE, YBOJbHCHHH;

— 3asBJICHUE 00 YBOJIbHEHUH;

—  KOIHUS TPYIOBOM KHUKKHU (JUUI1 COBMECTUTENEH);

— crpaBka 00 OTCYTCTBHH CYAHMOCTH.

9.12.1. B nu4HOE [1€J10 He TOMENIAIOTCS KOMUH MPUKA30B O HAJIOKEHHH B3bICKaHHi, CTIpaBKU
0 COCTOSIHMHM 3JI0pOBbs, 3asBJ€HHUS 00 OTIYCKaX, KOINMH MPHKA30B 00 OTIYCKaX W JIpyrue
JIOKYMEHTBI BTOPOCTEIIEHHOI O 3HAYEHUS.

9.12.2. Konuu IOKYMEHTOB B JIMYHOM JI€Jie JOJDKHBI OBITH 3aBepenb! (Hanpumep, «Korms
BEpHa» MOAIMHKCH, JaTa U [1e4aTh).

9.12.3. JluyHble Jena MOTYT BBIIABATbCA BO BPEMEHHOE TIOJIB30BAHUE OIPEACIICHHBIM
JO/DKHOCTHBIM  Jiiiiam. Kpyr i, J0mycKaeMbIX K II0JIb30BAaHHIO JIMYHBIMH JICJIaMH,
ONpe/Ie/IIOTCS AUPEKTOPOM YupexaeHus. JIndHble Jiea He BBIIAIOTCsA Ha pyKH paboTHUKAM, Ha
KOTOPBIX OHH 3aBEJCHBI.

9.12.4. Tlpu paboTe ¢ MMYHBIM JIEJIOM, 3aMpellacTcs IPOU3BOIUTE KaKue-TMb0 HCIPaBIICHHUS
B paHee CJICJIAHHBIX 3aIMCSX, BHOCHTb B HEr0 HOBBIE 3alMCH, M3BJIEKATh W3 JIMYHOIO Jena
MMEIOIIUECS] TaM JIOKYMEHTBI.

9.12.5. JInunble aelia HMEIOT [UTHTENbHBIA CpOK XpaHeHus (75 Jer).

9.13. Jluumas kaprouka (opmbl T-2 — 3aBoaUTCs Ha BCEX PabOTHUKOB YYPEKICHHUS,
IIPUHSATBIX Ha [IOCTOSIHHYIO, BpEMEHHYIO paboTy, paboTy 110 COBMECTUTEILCTBY.

9.13.1. JInumble KAPTOUKH 3aMOTHSIIOTCS pAOOTHUKOM KaHUE/ISPHH HAa OCHOBAHUH:

IpUKasa o0 mpreMe Ha padoTy;

— Iacnopra;

— TPYIOBOM KHKIKKH WJIH JOKYMEHTA, II0ATBEPXKAAIOIIETO TPYIOBON CTaX;

— cTpaxdBOTro CBUETEILCTBA FOCYAApCTBEHHOT0 IeHcHonHoro crpaxosanus (CHUJIC);

— JIOKYMEHTOB BOMHCKOT'O ydeTa — JUIs BOGHHOOOS3aHHBIX M JIMIL, MOJJICKAIIKX TPHU3bIBY Ha
BOCHHYIO CITYXkOY;

— noxkymeHnrta o6 00pa3oBaHHH, O KBATH(DUKALMM HIM HAJIMYAM CIICUHUAIBHBIX 3HAHUH WM
CHEeIHAIbHON OATOTOBKH;

— CBEJEHMI, COOOLIEHHBIX 0 cebe paOOTHHKOM (aHKeTbI). B OTAENBHBIX ClIyvasx ¢ y4eToM
crenuGuKu paGoTBl B COOTBETCTBHH C JCHCTBYIOIIMM 3aKOHONATENbCTBOM PO Moxer
TpelyCMaTPUBATECS. HEOOXOIUMOCTD NPEALABIICHUS IOMOTHATEIBHBIX JOKYMEHTOB.

0.13.2.1. B 00s3areabHOM IMOPSAIKE MPOCTABISETCS Jara 3aroJIHEHUs JTUYHOW KapTOYKH

U JINYHAS OJANUCH paOOTHHKA.
9.13.3. ['naBHBIM pa3lesioM KapToyku siBisiercs paszpen «lIpuem Ha paboTy, W IEpeBOJIbI Ha
NpYryio paboTy». 3alucH B 3TOM pasjieNe JOJDKHBI COIEpXaTh CCBUIKM Ha JaThl M HOMEpa
NIPUKA30B O HA3HAYCHHH, [ICPEMEIICHUH WM YBOJIbHEHMH PabOTHHKA, T.K. HEPEIKO CIIykKar




OCHOBAHHEM JUIsl TIOATBEPKIACHHUS cTaka paOOoTHHKA. B KoHIle Ka)<10i 3aMCH B 3TOM pasziee
JIOJDKHA CTOSITH MOJMUCH pabOTHHKA, HA KOTOPOTO 3aBe/ICHa KapToyKa.

9.13.4. Jluuynas KapTOYka 3aBOAUTCS Ha pPabOTHHKAa B OJHOM 3K3EMIUISIPE, XPaHUTCH
B OT/ICJIBHON KapTOTEKE, COCTABJICHHOM 10 aliaBUTy (haMuIni pabOTHUKOB.

9.13.3. Kaprouky yBOJCHHBIX paOOTHHKOB, (OPMHPYIOT B CaMOCTOSITEIIBHOE JIEJIO
1o angasuty (1o Tpem nepsbM OykBam (Gamuiinii). Cpok XpaHEeHHs JIMYHBIX KapTodeK — 75 JIeT.

9.14. Knura y4era JITYHOTO cocTaBa paOOTHHKOB — IIEpBOHAYaIbHasl 3alIUCh MPOU3BOANTCA 110
COCTOSIHMIO Ha HAyajo yueOHOro roga ¢ oOIIedl MOpsIKOBOH HymepauueH, nauuHas ¢ 1-ro
HoMmepa B ajipaBUTHOM IOPSIIIKE.

9.14.1. BHoBb moctynaroume pabOTHUKH 3alUCHIBAIOTCS B IOPSIJIKE MOCIIE/YIOUHX HOMEPOB.
Ha pasBepHyToO#i cTpaHHmlle 3anucbBaeTcs He Oojee 10 yenosex.

9.14.2. 3anKcyu B KHUTY JIOJDKHBI OBITH TOKYMEHTAJIBHO 000OCHOBAHHBI.

9.14.3. Kuura yuera JHYHOTO COCTaBa XPaHUTCs B 00pa3oBaTEIbHOM YUPEKICHHH B TEUYCHUE
BCEr0 BPEMEHH CYIIIECTBOBAHHUS, a MPH CMEHE PYKOBOAUTENS YUPEKICHHUS Mepe/laeTcs HOBOMY
PYKOBOJIUTEIIIO O AKTY.

9.14.4. 3a cOXpaHHOCTH KHUTH U AKKYPaTHOCTh €€ BEJCHHUS OTBEYaeT pabOTHUK, HA3HAYCHHBIHN
PYKOBOJIUTEJIEM.

9.14.5. Kuura yd4era JIMYHOIO COCTaBa IIPOHYMEPOBBIBACTCS,  I[POIIHYPOBBIBACTCSH
¥ CKPEIUIACTCS MOIMUCHIO ¥ [EeUaThiO PYKOBOJUTENS YUPEIKICHHUS.

BTOpylo IpyIIy COCTABISAIOT JOKYMEHTBI, CBSI3aHHBIC C OCYIIECTBICHMEM (YHKIMH 110
YIIPABJICHUIO NEPCOHAIOM ¥ OpraHM3alye Tpyja.

— TlpaBuiia BHYTPEHHETO TPYI0BOIO PACIOPSIKA;

— JIOJKHOCTHBIC HHCTPYKIUH Ha BCEX COTPYAHUKOB YUPEKICHHUS,

— IUTaTHOE PaCIUCaHHE;

— JIOKYMEHTBI, YCTaHABJIMBAIOI(ME MOPSI0K 00pabOTKU MEepCOHATBHBIX JaHHBIX PabOTHUKOB,

UX NpaBa ¥ 00s[3aHHOCTH B 9TON 00J1aCTH;

— TpaBHWJIa U HHCTPYKIHH 10 OXpaHe Tpyaa.

9.15. Ilpu npueme Ha paboTy (0 MOAMUCAHHS TPYIOBOro J0roBopa) paboromareb 00s3aH
03HaKOMHUTH pabOTHHKA TI0J] POCIHUCH C KOJUIEKTHBHBIM JOIOBOPOM, IIPAaBHUJIaMH BHYTPEHHEIO
tpynosoro pacnopsiaka, npaswiamu OT IIb u Tb, momkHOoCTHONW MHCTPYKUHEH W APYTHMH
JIOKAJILHBIMM ~ HOPMATHBHBIMH ~ aKTaMH, HEIOCPEACTBEHHO  CBA3AHHBIMH  C  TPYJOBOM
NeSITeILHOCTBIO paOOTHHKA.

9.15.1. JIO/KHOCTHAsE HHCTPYKIIMSL — 3TO [PABOBOM aKT, M3JaBaeMbId IS perjaMeHTaluu
OpraHM3alMOHHO-TIPABOBOrO  IIOJIOKEHHsT ~ pabOTHHKA,  ero  O0s3aHHOCTEH,  1pas,
OTBETCTBEHHOCTH ¥ 00ECIICUMBAIOIINI YCIIOBHS LIS €0 2 (PeKTHBHON paboThI.

9.15.1.1. JlolKHOCTHAsE MHCTPYKLMSI COCTABJISIETCS CIIELMATUCTOM I10 KajapaM Ha OCHOBE
JIOKYMEHTOB, COJIEPIKAIIMX CBEICHHUS O ITOJHOMOUHSIX pabOTHHUKOB. J[OJDKHOCTHAST HHCTPYKIMS
YTBEPIKIAETCSI PYKOBOJAUTEIIEM.

9.15.1.2. JIOJUKHOCTHAsT MHCTPYKUHUs IO CBOEMY COAEPIKAHHMIO JOJDKHA COOTBETCTBOBATH
Mpe/yCMOTPEHHEIM 3aKOHOATeNbeTBOM P® TpeGoBaHMsM, a HMEHHO: COACPIKATH CIIEIYIOMIHE
pasnensl:

— o0mmue MoJIKEHHUS;

— TpeGOBaHUS K 3HAHUSIM U NTPO(ECCHOHANBHBIM HaBbIKaM pabOTHHUKA;

— TpeboBanus K KBaM(UKALUK pabOTHHKA;

—  JIOJDKHOCTHBIE 00SI3aHHOCTH.

9.15.1.3. Ha ocrHoBaH## JTODKHOCTHOM MHCTPYKILHUH pa3pabaThIBaETCs TPYIOBOM JOTOBOP
C COTPYAHHUKAMH.

10. YuebHo-nexarorn4eckas J10KyMeHTAIH s

10.1. JIOKyMEHTBI JOJOKHBI O(QOPMIISITECST CBOEBPEMEHHO, 4ETKO, pasbopuuBo, 0e3
IIO4UCTOK, TOMAPOK, BBI3BIBAIOIINX COMHEHHUE B IIPABHJILHOCTH BHECEHHBIX TAHHBIX.



10.2. 3anucu B JOKYMEHTaxX JOJKHBI IIPOU3BOAUTLCS PYUKOH CUHEro nsera. lam, rue
UMEeTCsT BO3MOMKHOCTb IPUMEHEHHUS KOMIIBIOTEPHONH TEXHUKH, JOIyCKAaeTCs COCTaBJIEHHE,
pelakTHPOBAHHE U PacledaTKa TEKCTOB ¢ X MTOMOIIBIO.

10.3. Omubka, JomymeHHas B TEeKCTe WU HU(PPOBBIX JIAHHBIX JOKYMEHTa, HCIIPABIISETC
CJIEIYIOIUM 00pa3oM: OHIMOOYHBIE CJIOBA UM LU Pl 3a4€pKUBAIOTCS TaK, YTOOBI MOKHO OBLIO
NPOYECTh 3aYEPKHYTOE, a CBEpPXY IMHUILIYTCs YTOUHEHHbIE JaHHble. BCce BHECEHHBIE HCIIPABIICHUS
JIOJDKHBI OBITH OTOBOPEHBI U 3aBEPEHBI MOIMTUCSIMHU JIUL, 0(QOPMUBIIUMH JOKYMEHT.

10.4. YueGHo-niegaroruueckast JOKyMeHTalUsl Y UpeXKIEHHUS COCTOUT U3:

— JIMYHBIX 3asiBJICHHH 00y4aloluXcsl, poAuTeNel (3aKOHHBIX ITPeJCTaBUTENeH);
—  yueOHBIE JXypHAJIBI;

— KHHUI'U [IPOTOKOJIOB [1€JarOrMYECKOr0 COBETa Y UpeiK/IeHHUs;

— KHHUIH [IPHKA30B.

10.5. B xuure nBmwxeHuss oOydarommxcs (UKCHPYETCsl IOCTYIUIGHHE H BBIOBITHE
o0yyJaronmxcs B TeueHHe y4eOHOro rojia, ¢ yKa3aHueM JaThl IpuObITHs/yObITHS, Ne npHKasa.

10.6. VYueOHBIH XKypHal — TOCYJIapCTBEHHBIM JIOKYMEHT YCTAaHOBJIEHHOIo oOpasua.

VY4eOHpIe )KypHalbl — XPAHITCS B apXUBE YUPEKIACHHUS S JIeT.

10.6.1. YueOHBIH >KypHal MOABEpPraercs IMPOBEPKE CO CTOPOHBI AJIMHHHUCTPALUN
C BBIHECEHUEM 3aMEUaHMH Ha CTpaHUIly «3aMedyaHus M0 BEJACHHUIO y4eOHOTO XKypHallay HE pexe
| pa3a B MecsILL.

[Ipu Hanuuuu 3aMevaHui WK NPEAJIOKEHUH CO CTOPOHBI IIPOBEPSIOIIEr0 TPeOyeTCsl yCTPaHUTh
UX B TEUCHUE HENIEIIH.

10.6.2. Bce 3anucu B yuyeOHOM KypHajle JOJDKHBI BECTHUCh YETKO M aKKypaTHO CHHEH

MacToO B COOTBETCTBUM € yCTAHOBJIEHHON (hOPMOIA.

11. Opranusanusi 10KyMeHT00060poTa

Opranuzanus paGoTbl ¢ JOKYMEHTaMH — 3TO O0ECIIEYCHHE ONTHMAIBHBIX YCJIOBHH JUJIsl BCEX
BUJIOB paboT ¢ JOKYMEHTaMU ¢ MOMEHTA UX CO3JaHusl (TIOJTYYCHHUs) /10 3aBEPLICHUS] HCTIIOTHCHHUS
(OTHpaBKM) UJIH JI0 €r0 YHUUYTOXKEHUS HIIM TIepe/layi Ha apXHUBHOE XpaHEHHE.

JlokymMeHTOO60pOT BKIIOYAET B cebsi 00paboTKy BXOSIIMX JIOKYMEHTOB, HX PErHCTPAIHIO,
nepenady JOKYMEHTOB BHYTPH YUpEXICHHUs, UCIIOJIHEHHE JIOKYMEHTOB, a Takxke oOpaboTKy,
PErUCTPALMIO U OTIPABKY HCXOSIINX JOKYMEHTOB.

B Yupexnenuu pazinyaiorcs 3 moToka JOKYMEHTOB:

— JIOKYMEHTBI, IOCTyAIOLIUE U3 APYTUX OpraHu3aluii (BXoasuue);
— JIOKYMEHTBI, OTIIpaBJIsieMble B APyTrUe OpraHu3aIiuy (UCXOISIIUe);
— JIOKYMEHTBI, CO3/laBacéMble B YUPEXKJICHUH HCIIOJIb3YEMbIE B YIIPABJICHYECKOM IIpOIecce

(BHYTpEHHHUE).

11.1. Ilpuem u perucrtpaiust 10KyMEHTOB

11.1.1. O6pabdoTka BXOJSILIUX JTOKYMEHTOB 3aKJIIOYaeTCs B HMX IpHEME, COPTHPOBKE,
peructpauiii ¥ Iepenavye ajapecary (MCHOJHUTENO, pykoBoauTeno) OOpaboTka BXOISIIMX
JIOKYMEHTOB OCYIIIECTBJISIETCS] CEKpETapeM B TeUeHUE paboyuero JHsl.

11.1.2. Perucrtpauuu mnojsiexar BC€ JIOKYMEHTBI, TpeOyIollHMe Yyd4eTa, HCIOJHEHHUS,
UCIIOJIb30BaHMs B CIIPABOYHBIX LIEJIAX, KaK OCTYIAIOLINE U3 IPYTUX OpraHU3alui U OT YaCTHBIX
JIML, TaK ¥ 00pa3ylomuecs B IesTeIbHOCTH 001eo0pa3oBaTesbHOTo yupexaenus. He mouiexar
perucTpauuy MO3JpaBUTE/IbHbIE MHChbMA, IMPUIIIACUTENbHBIE OWIeThl, WHPOpMALUS s
CBe/IeHUsI, OyXTaJaTepCKHe JIOKYMEHTBI IEPBUYHOIO YYeTa.

11.1.3. JIOKyMEHTBI PErucTpUpyroTCs OJMH pa3: BXOISIIHE — B JEHb [OCTYIJICHMS,
pacnopsiiuTeNIbHblE, BHYTPEHHME U HCXOJslMe — B JeHb MNojnucanus. B ikypHanax
pPEerucTpanuy BXOJSIIEH U HCXOISIIEH KOPPECTIOHICHITHH.

11.1.4. Peructpauusi JOKYMEHTOB OCYUIECTBJSETCS B  CJEAYIOIIEM  IOpPSJIKE.
PacnopsautensHpIM  IOKyMEHTaM B IpeaesaX KakJoro BHIA JOKyMEHTa IMPUCBAHBAIOTCS
MOPSIIKOBBIE HOMEpPA, B COOTBETCTBUU C HyMEpaLUeH, IPUHSATOHN 110 TaHHOMY BUAY OKYMEHTA.




[Ipu peructpanuud BXOJISUIEr0 JIOKyMEHTa B IPaBOM HIJKHEM  YIUIy 3aHOCHUTCS
perucTpallMOHHBIA HOMEp, Jara peructpauud. llpm mocTymiaenuu opuruHajga BXOMSILErO
JIOKYMEHTA, MOJyYEeHHOro paHee ((akcoMm) M y»Ke 3aperHCTPUPOBAHHOIO, €My INPHCBAUBACTCS
TOT € PerucTpallMOHHbBIIA HOMEP.

11.1.5. JlokymeHTBl YdUpexJIeHHs TPYNIUPYIOTCs NO BuAaM Jokymentos. Konuu
KOPPECIIOHCHIIMN C BU3aMH IOIIIHBAIOTCS B MAIKH, B COOTBETCTBHH ¢ HOMEHKIIATYPOH JIEl.

11.1.6. Tlocne paccCMOTpeHHsI PYKOBOAMTEIEM, JOKYMEHTBI C  PE30JIIOLHUIMH
HAITPABJISIFOTCST HCIIOJIHUTEIISIM Yepe3 CeKpeTapst U 10BOAATCA 0 UX CBEACHMS MO POCITUCE.

12. KonrpoJb ucnojneHus J0KyMEHTOB

12.1. Tlepemaya Bcex 3aperHCTPUPOBAHHBIX JOKYMEHTOB BHYTPU  YUpPEKICHUS
[POU3BOJUTCS Ha YCMOTPEHHE JUPEKTOpa IO/ pacluCcKy; (akT Mepeiayd  MOXKeT
(buKcHpoBaThCS B XKypHAJE.

12.2. KOHTpOJIb HCITOIHEHHS PACTIOPSAUTEIBHBIX JOKYMEHTOB M MOPYUYEHHH AMpeKTOpa
YdapexJIeHusl yCTaHABIMBACTCSl C LEJIbI0 O0ECIEeUeHUsT CBOEBPEMEHHOIO M KadeCTBEHHOTO
HCITOJTHEHHs TOPYUYCHHH U 3aJaHui, 3aQUKCUPOBAHHBIX B JIOKYMEHTAaX.

12.3. KoHTpOJIb UCIIOIHEHUSI IOKYMEHTOB BKJIIOUAET B ce0si:

— TIO0CTAHOBKY JJOKYMEHTa Ha KOHTPOJIb;

— cObop u ob6obuieHHe WHPOPMAIIMH O COCTOSIHUM M pe3ysbTaTaX HCIIOJIHEHUs IOpYYEHUH
(pe3ommonuii);

— JIOBEJCHHE 3TOU MH(POPMALUH 10 PYKOBOJIUTENICH, KOTOPBIMH JIaBAJIUCh IIOPYUYEHHS;

— INpUHATHE HEOOXOJAMMBIX MEp [0 CBOEBPEMEHHOMY KAauyeCTBEHHOMY  HCIIOJIHEHHIO
JIOKYMEHTOB, a B ClIy4ae HEOOXOIHUMOCTH — BHECCHHME IPE/UIOKEHHH O IpPHUHATHH Mep
JIUCHUIIMHAPHOTO BO3/ICHCTBUS K HAPYLIUTEIISIM.

12.4. OO0s13aTe/IbBHOMY KOHTPOJIIO IIOJIEXKUT HCIOJHEHHE CIIYyKEOHBIX JIOKYMEHTOB,
B KOTOPBIX OIPEJEJICHbl CPOKH HCIOJHEHHUS, JIUOO HMEIOTCS IOPYYEHHUS WM YKa3aHus o
IIOJIrOTOBKE U IPEJICTABJICHUH JOKJIAI0B, OTBETOB, MPEJIOKEHUN, 3aKIIOUCHUH U BBITOJHEHUH
JPYTUX KOHKPETHBIX MEPOIIPUSTHH.

12.5. Cpoku HCIOJHEHHUS JIOKYMEHTOB YKa3bIBalOTCsS B TEKCTE JOKYMEHTa WIIH
B PE30JIIOLHH PYKOBOJHTENSI. Ecii cpok He ykazaH, TO JOKYMEHT, jKajno0a, 3asBJICHHE JIOJDKHBI
OBITH UCTIOJIHEHB] — B TEYEHUE Mecsla.

12.6. KoHTponb 3a UCHOJHEHHEM BCEX BHIOB JIOKYMEHTOB, COJICPIKALLUX [OPYYEHUE OT
PYKOBOJIUTEJISI OCYIIECTBIISIET OTBETCTBEHHOE JIUIIO, HA3HAUCHHOE IUPEKTOPOM Y UPEIKICHUSL.

12.7. OTBeTCTBEHHBIH 3a KOHTPOJIb UCIIOJIHEHHUS 00sI3aH:

— BECTH Y4YeT BCEX JIOKYMEHTOB (MJIM UX OTHAEJIBbHBIX ITYHKTOB), 10 KOTOPBIM JaHbl IOPYUYCHHUSI
¥ YCTaHOBJIEHBI CPOKH HCIIOJTHEHMUS;

— MMETh BCIO HEOOXOUMYIO HH(POPMAIIMIO O XO/I€ UCIOJHEHUS KOHTPOJIHUPYEMBIX JOKYMEHTOB;

— NEpUOAWYECKH HAOMHUHATHL MCIOJHUTEISIM O [pUOJMIKEHMHM W HMCTEYEHHHM CpPOKOB
HCIIOJIHEHUSI JIOKYMEHTOB M I[PHHUMAaTh BCE HEOOXOIUMBIC MEphl 110 00ecreYeHHIO
CBOEBPEMEHHOTO HCIIOJHEHHS] JIOKYMEHTOB (IIOpY4YEeHMH) WM IpPOJUICHUH CpOKa B
YCTAHOBJIEHHOM IOPSIJIKE;

— OCYIIECTBJIATH NPEABAPUTENILHBIN aHAIM3 COJAEpKalleicss B OTBETE (OTueTe, 3aKIIOYCHHH)
HH(pOpPMaLUK, NPOBEPATH €€ TOJHOTY U COOTBETCTBHE TOMY MOPYYEHHIO, KOTOpOE
HAXOJUThCSI HA KOHTPOJIE, a TAK)Ke IPOBEPKY MPaBHILHOCTH O(POPMJICHHS U BHU3UPOBAHUS
IIOJArOTOBJIEHHOI'O JIOKYMEHTA;

— CBOEBPEMEHHO JOKJIAAbIBATh JIUPEKTOPY O (paKTax HaApyUICHHUsI CPOKOB HMCIIOJIHEHHUS,

— IPEJACTABJIATH JJUPEKTOPY CIPaBKy (YCTHO HJIM MUCBMEHHO) O HEHCIIOJHEHHBIX JTOKYMEHTaX
(MOpy4YeHHUsIX) € YKa3aHHEM IMpHYHH, IPU HEOOXOJUMOCTH TOTOBHUTH COOTBETCTBYIOLIHE
AHAIUTUYECKUE 3aITMCKHU.

12.8. CHsTHE TOKYMEHTa ¢ KOHTPOJIS.




12.8.1. I1pukas, nopy4yenue (MM UX OTAEIBHBIA [yHKT) CUMTAIOTCS BBINOJHEHHBIMU IPH

YCIIOBUH, ECJIH:

— BBINOJIHEHBI BCE YCTAHOBJICHHBIC 3aJIaHUs;

— odopmiieHHas 110 BceM MpaBUIIaM CIIpaBKa (OTYET, OTBET) CO BCEMH HEOOXOIMMBIMH BH3aMH
M 33 TOAMUCBIO OTBETCTBCHHOIO HCIOJHHUTENS MPEACTABICHA COOTBETCTBYIOIIEMY
PYKOBOJIUTEIIO;

— Pe3yJbTaThl PAacCMOTPEHHs KOHTPOJIbHBIX JOKYMEHTOB JOJDKHOCTHBIM JIMIIOM, KOTOPOMY
JaBajoCh IEPBOHAYAIBHOC MOPYYCHHE, HE TpeOylOT IOBTOPHBIX MHOKIAJ0B, a BCE
MOANKCAHHBIE UM JJOKYMEHTBI OTIIPABJICHBI a/[pecaTaM;

— 3aMHTEPECOBAHHBIM OPraHHU3allMsAM U JIMIAM COOOILEHBI pe3yIbTaThl PACCMOTPEHUS.

12.9. Pemienne 0 CHATHM NOKYMEHTa C KOHTPOJIsS NPHHHMAETCS TeM HOKHOCTHBIM

JIMIIOM, KOTOPBIM OBIJIO JAHO IMOPYYEHHE 10 €r0 BLIOJIHEHHIO.

12.10. Texuudeckyio mHpouenypy CHSTHS HIOKYMEHTA € KOHTPOJS OCYIIECTBISET

COTPYJIHUK, OTBETCTBEHHBIH 32 KOHTPOJIb JIOKYMEHTA.

13. CocraBjieHne HOMEHKJIATYPbI H (POPMHPOBANUE eI

13.1. B wmensax npaBuiabHOro (GopMHpoOBaHUS esl YUupeskIeHus, 00ecrnednBaionero
OBICTPBIH MOUCK NOKYMEHTOB MO HMX CONCPIKAHHIO W BHJAM, MPOM3BOIMTCH KiaccH(rKalus
JIOKYMEHTOB.

13.1.1. Knaccudukauus IOKyMEHTOB 3aKpeIUIA€TCS B HOMEHKJIATYpe JeNl - CITHCKE
HaHMEHOBAHMH JIeJI, 3aBOJMMBIX B JEJONPOH3BOJACTBE 00IIC0OPA30BATENLHOIO YUPEHKICHUS C
yKa3aHHeM CPOKOB MX XpaHEHHsI

13.1.2. Homenkuarypa aen Yupexaenus BKIOYaeT 6 GJI0KOB:

01 — xaHUeNsIpUs

02 — obpazoBaresibHas AEATEILHOCTD
03 — xanpbl

04 — Oyxranrepust

05 — oxpana Tpyna

06 — xo3sficTBEHHAS AEATE/ILHOCTD

13.1.3. HomeHnkatypa e cocTaBsieTcst Ha KakIbIi KaleHIapHbIi O/,

13.2. ®opmupoBanue jen — TIPYINIHPOBKA HCIOJHEHHBIX JOKYMEHTOB B Jejia
B COOTBETCTBUU C HOMEHKJIATYPOM Jell.

13.2.1. ®opmupoBaHHe JIe)1 OCYLIECTBISETCA APXUBHCTOM Y UPEIICHHUS.

13.2.2. Tlpn dopmuposanun e tpeGyercst CTPOro ONPEENsTh COCTAB JOKYMEHTOB,
BKJIIOUCHHBIX B JeJ10. BKitouenne B 1€/10 JOKYMEHTOB, HE OTHOCSIIMXCS K HEMY, a TakiKe
YCPHOBHKOB, BAPUAHTOB, KOIHH, BBHIPE30K M3 ra3eT M JKYPHAIOB M JOKYMEHTOB, IOJICIKALIUX
BO3Bpary, HE AOMYCKAeTCsI.

B nporecce rpynnupoBku 10KyMEHTOB B JeIe IIPOBEPSETCS MPABHILHOCTh MX O(OPMICHHUS

(HanM4Me TMOMAINHUCEH, JaThl, MHIEKCcA, 3aBEPUTCIIPHON Haanucu U T.1.). Hemoodopmiennsie

¥ HENPABUIIEHO 0(OPMIICHHBIE JOKYMEHTBI BO3BPALIAIOTCS HCTIOIHUTENIO HA J0paboTKy.

JIOKYyMEHTBI OCTOAHHOTO H BPEMEHHOTO CPOKa XpaHeHus (POPMHPYIOTCS B pasHbIe jea.

13.2.3. B nene rpynmupyiorcs TOKyMeHThl oaHoro kamempapuoro (01.01. — 31.12.)roxa.

VickmodeHne cocTaBisiorT nepexoisie Jeia (aena 1o BONPOCaM, KOTOPbIE peIlaroTes

HECKOJIBKO JIET).

13.2.4. Pacrioniokenne JIOKyMEHTOB BHYTPH JeJl POM3BOAMTCS B XPOHOJOTHUECKOM MOPSIKE,

pU KOTOPOM HanboJjiee paHHUE JOKYMEHTBI paciioaraloTesl B Hayase rojia.

13.2.5. CucremMaTu3anus OTAENBHBIX KATETOPHil JOKYMEHTOB

— Pacnopsiinrenvable  OKYMEHTBI TIpyNmUpyiOTCS B Jieie 10 BHAAM H  XPOHOJOTHH
C OTHOCSIIUMHUCS K HUM ITPUIIOKEHUSAMHU.

—  IlpuKasel 10 OCHOBHOH JEATENBLHOCTH (OPMUPYIOTCS OTAENBHO OT TPUKA30B 110 JTHUHOMY
COCTaBY U KaJpam.



—  IIpoTOKOJIBI IEICOBETOB pacoaratoTcs B IeJIaX B XPOHOJIOIHYECKOM TOPSIIKE 110 HOMepam
B npenenax ydeonoro (01.09.-31.08.) roxa.

— IlnaHel, OTYETBI, CMETHI TPYIIHUPYIOTCS OTIAEIBHO OT IPOEKTOB M YEPHOBHKOB OTHX
JIOKYMEHTOB M JIOJDKHBI XPaHUTBCS C JEJTaMH TOrO Toja, Ha KOTOPBIA (3a KOTOPLIH) OHH
COCTaBJICHBI.

14. llopsiiok MOArOTOBKH U MEPEAAYH JeJI Ha Xpanenue B apXuB
[ToaroroBka 1OKyMEHTOB K IIepeade B apXUB BKJIOYACT IKCIIEPTU3Y HIEHHOCTH JOKYMEHTOB,

odopmIieHHE J1e]1, COCTABJIECHUE OIUCH.

14.1.DkcniepTr3a LIEHHOCTH JOKYMEHTOB — OINPEIeICHNE HEHHOCTH JOKYMEHTOB € LCIIbIO
orOopa UX Ha XpaHEHUE U YCTAaHOBJIEHUE CPOKOB XPaHEHHS.

14.2. Odpopmnenue ren

14.2.1. Jlena mOCTOSIHHOTO XpaHEHWs MOJIIMBAIOTCS B TBEPAYIO OOJIOKKY CYpOBBIMH
HUTKaMH.

14.2.2. Jluctel HYMEpYIOTCS B NPaBOM BEPXHEM YIJIy IMPOCTBIM KapaHIalloM.
KoynuecTBO JTUCTOB B KaXKJIOM JieJie He JJOJDKHO IpeBslath 250.

14.2.3. B xoHLEe naeina Ha OTHEJIBHOM JIMCTE COCTABJIAETCS 3aBEpHUTENIbHAs HaJIIHCh.
B 3aBepuTenbHON HAANMUCH YKA3bIBAETCSl KOJHUYECTBO JIMCTOB (LU(ppaMH U MPOIUCHIO) B JIEIE.
[lonnuceIBaeTcs COCTAaBUTENEM C YKa3aHUEM €ro JIOJDKHOCTH U JIaThl COCTABJICHHUS.

14.2.4. O6noxku nen opopmisirorest B coorsercteuu ¢ 'OCT 17914-72. Ha obnoxke
JIe]l TIOCTOSIHHOTO XpaHEHHUs JOJDKHBI OBITh IPOCTABJIEHBI CIEAYIOIIME PEKBU3HUTBHI: I10JHOE
Ha3BAaHUE BBILIECTOSINEH OpraHu3alldd, Ha3BaHHE OOpa30BaTEJILHOIO YUPEXKJIEHHS, HOMED
(MHIeKC) Jiefa 0 HOMEHKJIAType, 3arojoBOK Jiejla, KOJWMYECTBO JIUCTOB, CPOK XPaHEHHs HIIH
OTMETKa «XPaHUTh IIOCTOSIHHO», HOMep ¢onna, omucd aena. Haamucu Ha o06s0oKKax gen
[IOCTOSIHHOI'O U JIOJITOBPEMEHHOI'0 XPaHEHHS CJIELYyEeT MPOU3BOIUTH YETKO,
CBETOCTOMKHUMH YEPHUIIAMH.

14.2.5. Onucu coCcTaBiIsIIOTCS pa3e/IbHO Ha Jiesa MOCTOSIHHOTO XpaHEeHUs 110 OCHOBHON
JIeSITENIbHOCTH U Ha JieJ1a 110 JIMYHOMY cocTaBy. ONUcH COCTABIISIOTCS apXHUBUCTOM.

14.2.6. Ha nena BpeMEHHOT0 cpoka XpaHEHUs! COCTABIISIETCS aKT 00 YHUUYTOKEHHUH.

15. OGecneyenne COXPaHHOCTH e

15.1. JIOKyMEHTBI MOTYT XpaHUTHCSI B OyMa)XHOM U 3JIEKTPOHHOM BHJIE.

15.1.1. B OymaxHoM BuIE IOKYMEHTHl MIOJDKHBI OBITH pa3ioXkeHbl II0 Markam,
C COOTBETCTBYIOIIMM Ha3BaHHEM, a TakXKe ¢ 00s3aTeNIbHBIM PeecTpoM JOKYMEHTOB B HAllKe.
Jlena JTOJDKHBI XpaHUTBCS B 3aKphIBAIOMIMXCs MKadax, MPEeJOXPaHsIOUMX HX OT IbUIH,
BO3/ICHCTBHUS COJIHEYHOTO CBETA.

15.1.2. B 251eKTpOHHOM BHJE JOKYMEHTBI JIOJDKHBI OBITH Pa3I0dKEeHBl 110 3JIEKTPOHHBIM
narnkKaMm, C COOTBETCTBYIOIIMMH Ha3BaHUSIMH, a TaK e ¢ 00s3aTeJbHBIM pPEecTpoM
B 3JIEKTPOHHOM BH/IE.

15.2. Cpoku XpaHEeHHUs JOKYMEHTOB:

— CTpaTeruyeckue, OpraHu3allMOHHbIE, PACIOPSIUTEIbHBIC U CTAHIaPTUIUPYIOLIUME XPaHsATCsS
JIO MOMEHTA aHHYJIMPOBaHUsI, II0CTIe aHHYJIMPOBAHUS XPAHITCS B apXUBE HE MEHee 2-X JIET;
— OMNEepallMoOHHBIE JOKYMEHTHI XpaHsaTcs He MeHee | roma. Jlajee aHanu3upyroTcs
¥ HE aKTyaJIbHbIE JIOKYMEHTBI YHHUTOKAIOTCSL.
15.3. Yuer u XpaneHnue OJJAaHKOB CTPOrOM OTUETHOCTH.
15.3.1. Jluua, nepcoHaIbHO OTBETCTBEHHBIE 3@ Y4YeT M XpaHEHHE OJIAHKOB, HA3HAYaIOTCH
IPUKA30M JUPEKTOpa YUperkIeHHsI.
15.3.2. M3paTHe © BblIAYa JOKYMEHTOB M3 JIeJI IIOCTOSIHHOIO CpOKa XpaHEHHS
HE pa3pelaeTcsl.
15.4. OTBETCTBEHHOCTD 32 COXPAHHOCTD JJOKYMEHTOB YUPEKIECHHUS HECET PYKOBOIUTEIb.

Cpoxk neiictBus [lonoxeHnust He OrpaHUYEH.
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