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1. O6mue moJ10KeHUs

1.1 Hacrosimas VHCTpYKIMA MO J€NONPOM3BOACTBY B YHUDEHKICHHH YCTAHABIMBACT EIMHYIO
CHCTEMY JEJIONPOU3BOACTBA B IIKOJIE, MOPSAOK MOATOTOBKH, O(OPMIEHHS, MPOXONKICHHS,
KOHTPOJIs 32 HCTIOTHEHHEM, Y4ETOM, XpPaHEHHEM, [IeYaTaHHeM, KOIMPOBAHHEM H THPAKHPOBAHHEM
Ci1y)KeOHbIX JIOKyMeHTOB. HMHCTpykums cocrtaiesa Ha ocHoanuu ['OCT P 6.30-2003
“YHHHUEPOBAHHbIE CHCTEMBI JOKYyMEHTAUMH. YHH(QUIMPOBAHHAS CHCTEMa OpraHH3aLMOHHO-
pacrnopsAnuTe/IbHOM NoKyMeHTaunu. TpeGosanus k odopmieHui0 JokymMeHTOB”. TIpHHAT 1 BBEICH
B neiictue ¢ 1 nrons 2003r. [Tocranosnennem ["occranaapra Poccun ot 3 mapra 2003 r. Ne 65-ct.

1.2. PykoBOACTBO M KOHTPONb 3a BeJCHHEM JENONPOM3BOJACTBA B YUPEXKIECHHH OCYILECTBISET
JIMPEKTOP LIKOJIBL. _

B yupesenun npumensieTcs IeHTPaTH30BaHHAs CHCTEMA Je/I0NPOM3BOICTBA, TIPH KOTOPOi IIpHEM
TNOYTBI, PErHCTPALMs, MEPBUYHOE pacnpeseneHue, OopOPMICHHE W pacChUIKA MPOU3BOIUTCS
CeKpeTapeM.

1.3. OTBETCTBEHHOCTH 3a OpPraHM3aLMIO JENONPOM3BONCTBA, CBOEBPEMEHHOE H KAYECTBEHHOE
HCIIOJIHEHHE IOKYMEHTOB, X COXPAaHHOCTb BO3/IaraeTcsl Ha OTBETCTBEHHOTO 38 JIEI0NPOU3BO/ICTBO.
1.4. Tlonoxennss MHCTPYKIMK pacmpeieNsioTes Kak Ha TPAIMLMOHHOE JeTONPOH3BOACTBO, TAK U
Ha OpraHu3aluio paboThl ¢ JOKYMEHTAMH, CO3/1aBAEMbIMHU CPEICTBAMH BEIYHCIMTEIHHON TEXHHUKH.

1.5. BobinonHenne yTtBepxieHHoH MWHCTpyKumH 00s3aTelbHO A1 K@KIOrO  COTPYIHHKA
YUPEIKICHHS.

1.6. Ilopsiiok paGoTEI ¢ ceKpeTHbIMHU A0KyMeHTaMu ¢ rpudomM «/ICITy, mucbMaMu, 3asgBIeHUAMY 1
XKano0aMu rpakIaH ONpeaeIseTcs] CleLHaTbHBIMU HHCTPYKIIHAMH.

2. OcobennocTu MNOArOTOBKH H Oq)OpMJ'leHHﬂ OTAE€/IbHBIX BHIA0B 10KYMEHTOB

2.1. Ilpukas.

2.1.1 Tlpuxaszamu 0GOPMIIAIOTCS PeLIeHHs HOPMATHBHOTO XapakTepa, a TAKKe II0 OIlEpaTUBHBIM,
OpraHM3alMOHHBIM, KA/IPOBBIM H JIPYTHM BOIPOCAM BHYTPEHHEH paboThL.

IIpoekTl MPHKa30B IOTOBAT HA OCHOBAHHH MOPYYEHHS DYKOBOIHTES IHO0 B MHHIHATHBHOM
nopsiake. [IpoeKTs! NpHKa3oB 10 KaApOBBIM BOIPOCAM FOTOBHT KaIpoBasi CIIyXkOa HA OCHOBAHHH
COOTBETCTBYIOILIIHX rlpeIlCTaBJ'[CHHﬁ.



Nucrpykuus
0 JeJIONPOU3BOJACTBY
MKOY «Marapckas COIL»

1. O0uIue moJI0KeHu

1.1 Hacrosimas WHCTpyKius MO JENONPOU3BOJACTBY B YUPEKICHHH YCTAHABIMBACT EIMHYIO
CUCTEMY JIeJIONpPOU3BOJICTBA B IIKOJE, MOPSAOK IOATOTOBKH, O(OPMIICHHUS, MPOXOXKICHUS,
KOHTPOJISI 32 UCTIOJTHEHUEM, YUETOM, XpaHECHUEM, Nle4yaTaHUEM, KOMMUPOBAHUEM U TUPAKUPOBAHUEM
CIIyeOHBIX JOKyYMEHTOB. MHcTpykiusi cocraBiena Ha ocHoBanuu ['OCT P 6.30-2003
“YHUPUIUPOBAHHBIC CUCTEMBI JTOKYMCHTAIMU. YHHU(PHUIMPOBAHHAS CHUCTEMAa OPTraHU3AIHMOHHO-
pactopsiIUTENIbHON TOKYMeHTanuu. TpeboBanus Kk ohopmMiIeHHIO TOKyMEeHTOB” . [IpuHAT 1 BBeICH
B nerictBue ¢ 1 utons 2003r. [Tocranosnennem ['occranmpapra Poccuu ot 3 mapta 2003 1. Ne 65-cr.

1.2. PykoBOJICTBO M KOHTPOJb 32 BEACHHUEM JAENONMPOM3BOACTBA B YUPEKACHUU OCYIIECTBISET
JTUPEKTOP IIKOJIBI.

B yupexnenuu npuMeHsieTcs eHTpaIn30BaHHas cUcTeMa JeTONPOU3BOICTBA, IPU KOTOPOH IIpUeM
MOYTHI, PETHCTpaIys, MEPBUYHOC paclpeesieHne, OQOPMIICHHE M PACChUIKA IMPOU3BOIUTCS
CeKpeTapeM.

1.3. OTBETCTBEHHOCTh 3a OpraHM3aLMI0 JEJIONPOU3BOJACTBA, CBOEBPEMEHHOE M KAaueCTBEHHOE
WCIIOJIHEHUE IOKYMEHTOB, X COXPAHHOCTh BO3JIaraeTcs Ha OTBETCTBEHHOTO 32 JIETIOMPOU3BOICTBO.
1.4. [Tonoxenusa MHCTpyKIMHM paclpeAessiioTCs Kak Ha TPAJUIMOHHOE JCIIONPOU3BOJICTBO, TaK U
Ha OpPraHU3aIMI0 pabOThI C JOKYMEHTaMH, CO3/JaBAEMbIMU CPEICTBAMU BBIUUCIUTEILHON TEXHUKH.

1.5. BbrinosnHeHue yTBepkAeHHOM WMHCTpykuuu 00s3aTeNbHO JUISl  KaXJIOTO COTPYAHMKA
YUPEKICHUS.

1.6. [Topsimok paboOThI ¢ CeKpEeTHBIMU TOKyMeHTaMmu ¢ Tpudom «ICII», muceMamu, 3asiBICHUSIMU U
XKanobaMu TpaxaaH OMpeeNsaeTcs CleHalbHBIMA HHCTPYKIIUSIMH.

2. Oco0eHHOCTH MOATOTOBKHU U 0()OPMJICHHS OT/AeJIbHBIX BUI0B 10KYMEHTOB

2.1. ITpuxkas.

2.1.1 Ipukazamu opopMIIAIOTCS pPElICHUs] HOPMAaTUBHOTO XapakTepa, a TaKKe 10 ONEpaTUBHBIM,
OpraHMU3alIOHHBIM, KaJIpOBBIM U JIPYT'HMM BOIIPOCAM BHYTpPEHHEN paboThI.

[IpoekThl MpUKa30B TOTOBAT HAa OCHOBAHUM IMOPYYEHMS PYKOBOIMUTENS JMOO B HMHUIIMATUBHOM
nopsake. [IpoekTsl MpUKa30B MO KaJpOBBIM BOIIPOCAM I'OTOBUT KaJapoBas Cly:k0a Ha OCHOBAaHUU
COOTBETCTBYIOIUX MPEACTABICHUM.

ObecrieyeHre KauyeCTBEHHOM IMMOATOTOBKM MPOEKTOB MPUKA30B U UX COIJacOBaHUE C
3aMHTEPECOBAHHBIMM CTOPOHAMH BO3JIaracTCs Ha 3aMECTUTENEH TUPEKTOpa, KOTOPHIE TOTOBAT U
BHOCST MPOEKT Ha YTBEPKACHUE PYKOBOAMUTENS YUPEKICHUS.

2.1.2. IIpuka3 uMeeT cienyrouue peKBU3UTHI (TIPHIIOKEHU 3);

HaumenoBanue oprana ynpasiieHus o0pa3oBaHHEM;

HaumenoBaHue BUJ1a TOKyMEHTA — IPUKa3;

Jlata u HOMep — yKa3aHHbIE PEKBU3UTHI II€YATAIOTCS [IEHTPOBAHHBIM CIIOCOOOM.

Hara odopmisieTcs HU(POBBIM WK CIOBECHO-IM(PPOBBIM CHOCOOOM; HOMEpP COCTOMT M3 3HaKa
«Ney 1 mOpsAIKOBOro HOMEpA MPHKa3a, HapUMeEp:

15 mronsa 2001 r. Ne 21; 03.07.01 Ne 44.

3aroyioBOK JOJDKEH KpaTKO M TOYHO OTpaXkaTh COJEp’KaHWE TEeKcTa Mpuka3a. Touka B KOHIE
3aroJOBKa HE CTaBUTCA. 3arojIoOBOK, COCTOSIIIIUI U3 ABYX M 00Jiee CTPOK, MeyaTaeTcsl MOITYKUPHBIM
mpudToM uepe3 0JIMH MEKCTPOUHBIA HHTEPBAJ.

Hamnpumep:

O KOMaHIMPOBAHUHU. ..



3aroJoBOK K JOKyMEHTaM, O(GOPMICHHBIM Ha OJlaHKaX C MPOAOJBHBIM PAaCIOIOKECHHEM
PEKBHU3UTOB, BEIPABHUBAETCS IO LICHTPY.

Pacniopsixkenusi, kKak IpaBuiIo, 3arojioBKa HE UMEIOT.

Texkcr oraensercs OT 3arosioBka 2-3 MEKCTPOYHBIMU MHTEpBAaJaMM M Iedaraercs IMIPUPTOM
pazmepoMm Ne 13 uepe3 1,5 uHTEpBasia OT JIEBOM I'paHUIIBI TEKCTOBOI'O MOJSl U BBIPABHUBAETCS I10
JIEBOM M MpaBOM rpaHuniaM TekcToBoro nouid. IlepBas cTpoka ab3ana HauUMHAETCA HA PACCTOSHUU
1,25¢cMm OT 11€BOM rpaHULIbl TEKCTOBOT'O MOJIS.

Tekcr mnpukasa MOXET COCTOSATh U3 JABYX 4YacTeil: KOHCTaTtupyromui (mpeamOyna) W
pacropsIUTEIbHOM.

B xoHcTaTHpyroLe 4acT KpaTKO U3JararoTcs Leidd U 3a1a4d, GakTbl U COOBITHS, MOCITYKUBIINE
OCHOBaHMEM U1 Wu3JaHus Tnpukaza. OHa MOXeT HauMHatbes ciaoBamu «B memsax», «B
COOTBETCTBUM», «Bo wucnomHenue» u T.1. Ecim npukas u3gaeTcs Ha OCHOBAHUU JAPYIroOro
JOKYMEHTa, TO B KOHCTAaTUPYIOUIEM YacTH YKa3blBalOTCSI HAaUMEHOBAaHUE 3TOr0 JIOKYMEHTa B
TBOPUTEIBLHOM IAJECKE, €T0 1aTa, HOMEP U 3ar0JI0BOK.

[IpeamOysia B mpoeKTax IPHUKA30B 3aBEPIIAETCS CIOBOM «IIPUKAa3bIBaIO», KOTOPOE IE€YaTaeTCs C
HOBOHM CTPOKHU Bpa3psAIKy 0osiee KUPHBIM MIPUPTOM.

PacnopsinuTtenbHas 4acTh JOJDKHA COJEP)KaTh IEPEUMCIICHHE NPEINUChIBAEMbIX JEHCTBUI ¢
yKa3aHHEM MCIIOJIHUTENS KaXKIO0ro JIEHCTBUS U CPOKOB HCIIOJIIHEHHUA. PacnopsauTenbHas 4acTb
MOJKET JISINTHCS Ha MyHKTHI U TIOJITYHKTHI, KOTOphIe HyMepYIOTCs apabckumu rudpamu. JlericTBust
OJTHOPOJIHOTO XapakTepa MOTYT ObITh IEPEUUCIICHbl B OHOM IyHKTe. B kaduecTBe ucnonHuTenei
YKa3bIBalOTCA CTPYKTYpPHBIE NOJpa3iesieHUus] WM KOHKPETHBIE JOJKHOCTHBIE juua. [locmeanuii
IIYHKT PpAacHOpPSAJUTEIIBHON 4YacTU MOXKET COJIEp)KaTh CBEAEHUS O MOAPA3NCICHUM WU
JOJKHOCTHOM JIMIIE, HA KOTOPOE BO3J1araeTcsi KOHTPOJIb 32 UCIIOJHEHUEM MIPUKa3a.

Ecnn mpuka3 uM3MeHsieT, OTMEHSAET WIH [JOIOJIHAET PAaHee W3JaHHBIM JOKYMEHT WIH KaKue-TO
MIOJIOXKEHUS, TO OJUH U3 IYHKTOB pACIOPSIUTENbHONW YacCTH JOJDKEH COJEP)KaTh CChbUIKY Ha
OTMEHSIEMbII TOKyMEHT (IyHKT JOKYMEHTa) C yKa3aHHUEM €ro JaThl, HOMepa U 3arojioBka. Tekcr
IIyHKTa JIOJKEH HauYuHaThCs ciioBamu «lIpu3HaTh yTpaTUBIIUM CHILY...»

B npukaz He cienyer Bkimodare NyHKT «[Ipmka3 noBectm no cBenenud...» llogpasnenenus
(IOJKHOCTHBIE JMIIA), /10 CBEIEHUS KOTOPBIX JOBOJUTCS IMpPHKAa3, yKa3blBalOTCS B YyKazarene
PacCbUIKH, KOTOPBIN UCIIOJIHUTEIL TOTOBUT BMECTE C IPOEKTOM ITPUKA3a.

Bu3sel BKIIIOUAIOT JOHKHOCTH BU3UPYIOUIUX, JIMYHBIE TOANNCH, PaCIIMPPOBKY MOMUCEN U aTy.
[lonnuch cOCTOMT W3 HAMMEHOBAaHUS JOJDKHOCTH JIMIA, IMOANMCABILIErO JOKYMEHT, JIMYHON
MOJINKCHU U PaCIIM(PPOBKU MOANUCH (MHULIUAIIBI, (PaMUIIHS).

[Tpuka3sl (pacnopspkeHHs) MOJMUCHIBAET JTUPEKTOpP YUPEXKIEHUs, a B €ro OTCYTCTBHE —
HCHOJIHAOIIMI 0053aHHOCTH JUPEKTOPA.

[IpmwoxkeHnss K TNpUKasy BHU3UPYIOTCS PYKOBOAMTENEM CTPYKTYPHOIO  IOJApa3JeiICHMUS,
MIOATOTOBUBIIETO MPOEKT. BU3bl cTaBaTCA Ha 00OPOTHON CTOPOHE MOCIEAHETO JUCTA MPHUIIOKEHHUS.
2.2. Ilonoxenue, npaBuiia, MHCTPYKIIUSL.

2.2.1.IlonoxxeHre MpUHUMAETCS B TOM CIIy4ae, €CJIM B HEM YCTaHABJIMBAIOTCS CUCTEMHO CBS3aHHbIE
MeXy coOO IpaBuiIa Mo BOMpPocaM, OTHECEHHBIM K KoMieTeHuu OY.

B npaBunax yctaHaBIMBarOTCS HOPMBI U TpeOOBaHUsI, 00g3aTeNbHBIE /U1 BBHITIOJHEHUSI.

B uHCTpykuMM u3naraercs MOPSAOK OCYIIECTBICHHS KakoW-THOO NEesATeIbHOCTH WIM MOPSAAO0K
MIPUMEHEHHUSI MTOJIOKEHUH 3aKOHOIaTENbHBIX U MHBIX HOPMATHUBHBIX aKTOB.

[lonoxxeHus, npaBuia U HMHCTPYKIMM TNPUMEHSIOTCS KaK CaMOCTOSITENIBHBIE IIPAaBOBBIE AKTHI,
KOTOpbI€ TOAMMCHIBAIOTCS PYKOBOAMTENEM; YyTBepkaeHue odopmisercs B ¢opme Tpuda
YTBEPKICHUS WU MyTEM U3JJaHUs paclopsIuTeIbHOrO JOKYMEeHTa 00 X yTBepKIeHuH. Pemenue
0 MOPSAAKE MPUHATHUSA, TPAaBUII M MTHCTPYKIIMM HaxoauTcs B BeaeHun PYO.

2.2.2. IlopsA0K NOArOTOBKU MPOEKTa MOJIOKEHHS, MPABUJI U MHCTPYKLIUU COOTBETCTBYET OOILIEMY
MOPSAJIKY MOATOTOBKU MPOEKTOB HOPMATUBHBIX aKTOB.

Texct mpoekra mosokeHUs (MpaBW, UHCTPYKIMM) Ie4aTaeTcs Ha OJaHKe opraHa yIrpaBlICHHUs
o0pa3zoBaHHEM.



TekcT m3naraercs OT TPEThEro Julla €AMHCTBEHHOIO WJIM MHOXECTBEHHOro uucia. B Tekcre
UCIIONIB3YIOTCS  CJIOBA:  «JIOJDKEH»,  «CIEAYyeT», «HEOOXOAMMOEe»,  «3alpeliaercs», «He
JIOITYCKaEeTCsI».

3aroyioBOK K TEKCTY MOJIOKEHHUS (IIpaBUJI, UHCTPYKLIMK) OTBeYaeT Ha Bompoc «O yem?», 3aroJIoBOK
K UWHCTPYKLMH, COJEpKalledl JODKHOCTHbIE TpeOOBaHUS M TOPSIOK MpOBeneHus padot
(IOJKHOCTHAs MHCTPYKLMSI), OTBedaeT Ha Bompoc «Komy? (0MKHOCTHAs MHCTPYKIHUS TJIABHOMY
CIELUAIIUCTY)

KoHncratupyromeld uacTeio TOJOXKEHUS (IpaBWJ, HWHCTPYKLUMHU) CIyXHUT pazaen «Oouue
IIOJIOKEHHS», B KOTOPOM YKa3bIBAalOTCS OCHOBAaHMS pa3pabOTKH, OCHOBHOE Ha3Hau€HUE
HOpPMaTUBHOTO akTa M cdepa ero pacrnpoCTPaHEHHUs, OTBETCTBEHHOCTh 3a HapylleHue
YCTaHOBJIEHHBIX [TPaBUJI U TEXHOJIOTUH.

OCHOBHOW TEKCT MOJOXKEHUs (IpaBWJ, MHCTPYKLIHMHU) MOXET NEIUTHCS Ha TJaBbl, MYHKTHl U
MOAIYHKTHL. ['J1aBbI TOJKHBI UMETh HA3BAHUS.

I'maBbl HymepyroTcs puMmckumu Iudpamu. Hymepanuss myHKTOB M MOJAMYHKTOB MPOU3BOAUTCS
apabckuMu g pamu.

2.3. [IpoToxkos.

2.3.1. TIpoTtokon cocTaBisieTCsi Ha OCHOBAaHUU 3alMCEl, MPOU3BEICHHBIX BO BpPEMsl COBELIAHUS
(3acenanus), MpeICTAaBICHHBIX TE3UCOB JOKIAJ0B M BBICTYIIEHUH, CIIPABOK, MPOEKTOB PEIICHUN U
zp.

3anuck BO BpeMs 3acefaHus, cOOp MaTepHalioB U MOATOTOBKA TEKCTa BO3JAraeTcsi Ha ceKperaps
KOJUIETHAJIbHOTO OpraHa MM COTPYAHHUKOB MOAPA3/IEIeHUN, TOTOBUBIINN BOIPOC K OOCYXIECHUIO.
TekcT mpoTokoia JoMKEeH ObITh MOATOTOBJICH HE TIO3HEE YeM Yepe3 TPH JIHA CO THS 3acedaHusl.
2.3.2 IlonnuHHUKY JOKYMEHTOB I10 BOIIPOCAaM, paCCMOTPEHHBIM Ha 3aCeaHUU, HaIlPaBIISIFOTCS

JUIsl TIOJILIMBKU B JIEJI0 B IOJPA3JCICHUE-UCIOJHUTEIb BMECTE C BBIIMCKOW M3 MPOTOKOJA O
MPUHSATHIX PEIICHUSX.

Ha mporoxone, comepxaiieM HHGOPMAIUIO OTPAHUYEHHOTO PACIPOCTPAHEHHUSI, MPOCTABISAETCS
nomeTka «JlJist cirykeOHOTo MOJIb30BaHUSY.

2.3.3.TekcT npoTOKOJIA, KaK MPaBUII0, COCTOUT U3 JIBYX 4acTel: BBOJHOW U OCHOBHOM.

Bo BBOHOM "acTu 0pOpMIIAIOTCS CIAEAYIOUINE PEKBU3UTHI:

[Ipencenarens i [IpencenarensCTBYOMMNT;

Cexperapp;

IIpucyTcTBOBaIM — CHHMCOK MPUCYTCTBOBABIIMX WJIM OTCBUIKA K IIPUIAraéMoOMy CIIUCKY
MIPUCYTCTBOBABIIINX;

IToBecTka gHs;

JIOKJIaJUUKH 110 KaX/I0My ITYHKTY TOBECTKH JIHS.

OcHOBHasl 4acTp NMPOTOKOJIA COCTOUT U3 Pa3lEeloB, COOTBETCTBYIOIIMX ITYHKTaM IOBECTKH JHS.
TexcT kax10ro paszena CTpOUTCS MO CXEME:

IIpoTokosiaM MpUCBaUBaIOTCS MOPAJKOBBIE HOMEPA B IPEJENax KaJEHAAPHOTO rojla OTAEIBHO I10
KKJIOW TpyIme MPOTOKOJOB: TPOTOKOIBl 3acelaHuil PYKOBOJAUTENEH 0O0pa30BaTebHBIX
YUPEXKIEHUH, amnmapaTHbIX COBELIAHUH, MPOTOKOJIBI JKCIEPTHBIX COBETOB M Ap. IIpoTokosmsl
COBMECTHBIX 3acellaHMii HMEIOT COCTaBHblE HOMEpa, BKJIIOYAIOIINE TMOPSAKOBBIE HOMeEpa
IIPOTOKOJIOB OPTaHM3alUN, IPUHUMABIINX Y4aCTHE B 3aCEIaHUN.

Homepa nocraHoBieHuit (pemieHuit), NIpuHATHIX Ha 3aCeaHUSX, COCTOAT U3 HOMEpa MPOTOKOIIA,
HOMEpa PaccMaTpUBacMOro BOIPOCAa B IOBECTKE [HA U IMOPAJKOBOIO HOMEpa MOCTAaHOBIICHUS
(pemienus) B TIpesiesiax BOIpoca.

K HOMepam IpOTOKOJIOB M MOCTAHOBJICHHUH (pElIeHui) MOTYT MpHOABIAThECS OyKBEHHBIE KOJBI B
COOTBETCTBUU C IOUCKOBOM CUCTEMOM, TPUHATON B YUPEKICHUH.

IIpunsATHIE pELIEHNS TOBOJATCS 10 UCIIOJIHUTENEN B BUAE BBIIMCOK U3 IIPOTOKOJIOB.
2.3.4.1lpoTokonbl TEeYaTalOTCs Ha OJlaHKe mMpoTokosa ¢dopmata A4 W UMEIOT CIETYIOIINe
PEKBU3UTBHI:

Haumenosanue ooxymenma — cnoBo «lIpoTokon» medaraercs OT TpaHHIBl BEPXHEro IO
MPONUCHBIMU OYKBaMU BPa3psAKY, MOITYKUPHBIM IIPU(TOM U BBIPABHUBAETCS 110 LIEHTPY;



Buo 3aceoanus, cogewjanus — OTAEISAETCA OT NMPENBIIYLHIET0 PEKBU3HUTA ABYMS MEKCTPOUHBIMH
WHTEpBaJlaMU, IeyaTaeTcs Yyepe3 OANH UHTEPBAl U BRIPAaBHUBAETCS 10 LIEHTPY;

Mecmo npoeedenus 3acedanus, COBEUIAHUS YyKa3bIBaeTca NpU O(GOPMIICHHHM MPOTOKOJIOB
COBEILAHUS B TOM CIIy4ae, €CJId OHO MPOUCXOIUIIO HE HA OOBIYHOM MECTE.

[leyaraercs uepe3 JBa MEKCTPOUHBIX MHTEpPBaja Mocie pekBu3uTa «Bua 3acenanusi, COBEILAHU»,
OTJENSIeTCA OT HEro JMHEUKOW U BRIPAaBHUBAETCS 11O LEHTPY:

Jama u nomep npomokoaa. Jlata odopmisercs: HUPPOBBIM WIH CIOBECHO-IIU(PPOBBIM CIIOCOOOM H
revyaTaercs 4epes3 ABa MEKCTPOUHBIX HHTEPBAIa HUXKE MPEAbIIYIIEr0 peKBU3UTA.

OcHoBHast yacTh IPOTOKOJIA IIeyaTaeTcs yepes3 1,5 MeKCTpOUHbIX UHTEpBAIA.

Kaxnpiii Bonpoc HymepyeTcs: apabckoil nudpoif, 1 ero HauMEHOBaHUE HAYMHAETCS C Mpensiora
«O» («O06»), KoTOpoe pacmonaraeTcsi K IEHTPY, IMedaTaeTcss APYTUM pa3MepoM mpudra u
MOAYEPKUBACTCS OJHOW YEepTOH Iocie mocieaHel cTpoku. [lox yepToil B cKOOKaxX yKa3bIBaHOTCS
(amMuITUN TOJDKHOCTHBIX JIMII, BBICTYIUBIINX Ha 3acelaHUM (COBEIIAHUM), U KPaTKOE COJEpIKaHue
BBICTYIUICHU [IPU paCCMOTPEHUH COOTBETCTBYIOLIEro Bonpoca. GaMuiiny neyaTaroTcs 4epe3 oJIuH
MEKCTPOYHBIN UHTEPBAIL.

3areM yKa3bIBaeTCs IPUHATOE MO STOMY BOIIPOCY PELICHHE.

Iloonucwy otaensercs OT TEKCTa TPeMsl MEKCTPOUYHBIMM MHTEpBaJlaMU M BKJIIOYaeT HAUMEHOBAHUE
JOJKHOCTH JIMIIA TIPEACENaTeNIbCTBYIONIETO Ha 3aceJaHuH (COBEUIAaHUM), €0 JUYHYIO MOIMKCH,
pacin@poBKy noAnucH (MHULUANIBI U HaMUIIH).

HaumeHnoBaHue HOKHOCTH Ne4aTaeTcsl OT JIEBOW TPaHUIIbI TEKCTOBOTO IMOJIS Yepe3 MEKCTPOUHBIN
VMHTEPBAJ U LICHTPYETCS OTHOCUTEIBHO CaMOW JIJIMHHOM CTPOKH.

PacmmdpoBka nmoanucu pacronaraercs Ha YpOBHE MOCJIETHEH CTPOKM HaWMMEHOBAHUS JIOJDKHOCTU
06e3 mpobena wMexay wuHHUNHatamMd W ¢ammauei. [locimemusii OykBa B pacmmdpoBke
OTPaHUYUBACTCS MPABBIM MOJIEM.

I'pug (nomemxa oepanuuenus oocmyna K OOKyMeHmy) — TI€4aTaeTCsl B MPaBOM BEPXHEM YIIIY
nepBoro jucra mpoTtokona. Homep sk3emiuisipa meuataercs Huxe rpuda (momerku) uepes 1,5
MEXCTPOUYHBIX UHTEPBAJIA U IIECHTPYETCS M0 OTHOIICHUIO K HUM.

2.4. CnyxeOHble MHChMa.

2.4.1. CnyxebHble MHCbMA MIKOJION TOTOBSATCS:

- KaK OTBETHl O BBIMIOJIHEHUHU MOPY4YECHUN ['OCyIapCTBEHHOTO yHpaBleHUs 0Opa3oBaHHs U HAYKH
o0nacTy;

- KaK OTBETHI Ha 3alIPOChl Pa3INYHBIX OPraHU3alNi U YACTHBIX JIUIL;

- KaK MHUIIMATUBHBIE MTHChMA.

2.4.2. Cpokud MOATOTOBKM OTBETHBIX IMMHCEM YCTAHABIMBAIOTCS PE3OJIIOIUEH PYKOBOAMUTENS Ha
OCHOBAaHUM MMEIOIIMXCSI CPOKOB HCIIOJIHEHUS TMOPYYEHHH, 3allpocOB WJIM IO PEIICHHI0 aBTOpa
PE30IIIOLHH.

TexkcThl OTBETHBIX NHUCEM JIOJDKHBI TOYHO COOTBETCTBOBATh 3aJlaHUSM, 3a(PUKCUPOBAHHBIM B
PE30IIIOIMH PYKOBOIUTEIIS.

2.4.3. TekcT muchMa U3JIaraeTcsi OT TPETHETO JUIA €AMHCTBEHHOTO YHCIIA.

Ecnu nucemo odopmiieHO Ha OJaHKe JO0JKHOCTHOTO JIMLA, TO €ro TeKCT M3JIaraeTcs OT MepBOro
JIiIa eIMHCTBEHHOTO yncha: «lIpomry...», «Hanpasmusto...»

Tekcr muchMa, Kak MPaBUIIO, COCTOMT M3 JBYX 4acTeil. B mepBoil wacTu u3naraercsd NpUUMHA,
OCHOBaHME WM OOOCHOBAaHHE COCTaBJIEHMSI MHCbMA, NPOBOASTCA CCBUIKM Ha JIOKYMEHTHI,
SIBJIIOIINECS OCHOBaHMEM IOATOTOBKM TMHChMa. Bo BTOpoi uacTH, HauWHAaromleics c ab3arla,
MTOMEIAI0TCS BBIBOJIbI, TPEAJIOKEHUS, MPOCHObI, pEIICHUs U T.1I.

2.4.4. Jlata mucbMa — JaTa TPUHATHS pelleHus, 3adUKCUPOBAHHOTO B Tekcre. JlaToil mucbma
SIBJISIETCS /1aTa €ro MOJIMHCAHMUS.

[IpaBo moamucH cy>KeOHBIX MHCEM YCTAHABIMBAETCS B MOJIOKEHUH, B TOM YHCIIE B TIOJIOKEHUSAX O
CTPYKTYPHBIX TOJIpa3/ICTCHUSAX U JOIKHOCTHBIX MHCTPYKIUAX; B HA3BAHHBIX JIOKYMEHTAX JTOJDKEH
OBITh TIPEYCMOTPEH MOPSAIOK MOAMUCAHUS IPH OTCYTCTBUU PYKOBOSIIUX JOMKHOCTHBIX JIUII.

3. [IpaBuiia opopMiieHHsI JOKYMEHTOB



3.1. biiaHku TOKyMEHTOB.
3.2. OdopmiieHHE PEKBU3UTOB B MPOIECCE TIOJITOTOBKU JOKYMEHTOB.
[Ipy TOATOTOBKE OPraHW3AIMOHHO-PACTIOPSIUTEIBLHBIX JOKYMEHTOB pPAaOOTHHKH OPTraHOB
yrpaBiieHUs: 00pa3oBaHreM 00s13aHbl COOIIOAATh MpaBuiia 0GOPMIICHUS PEKBU3UTOB, U3JI0KEHHBIX
HIDKE.
3.2.1. 3arojg0BOK K TEKCTY IOKYMEHTA.
3aroloBOK K TEKCTYy JOKYMEHTa MIOJDKEH OBITh KpPaTKMM W TOYHO IepelaBaTh CMBICI TEKCTa,
otBeuaTh Ha Borpoc «O yem?»: «O BblAeNneHuu. ..», «O0 U3BMEHEHHUH. ..» U T. 1.
3aroJ0BOK COCTABIISIETCS JIMIIOM, TOTOBSIIMUM MPOEKT JOKYMEHTA.
3.2.2. Jlata 1OKyMeHTA.
JlaToif 1oKyMeHTa SIBJISIETCS JaTa €ro MoANucaHus (pacrnopsauTesbHble JOKYMEHTHI, TUCbMa) WU
COOBITHS, 3aUKCUPOBAHHOTO B JIOKYMEHTE (IIPOTOKOJI, aKT); JUIsl yTBEPXkAAEMOTO JOKYMEHTa
(TutaH, MHCTPYKIUS, TTOJIOKEHUE, OTYET) — JJaTa YTBEP>KICHUS.
Jlata nOKyMeHTa MpOCTaBIIAETCS AOHKHOCTHBIM JIMIIOM, MOJMHCHIBAIOLIUM WM yTBEPKAAIOIIUM
NoKkyMeHT. [Ipy moIroToBKe MpoeKTa JOKYMEHTa IeYaTaeTcs TOJIbKO 0003HaYCHHE MecsIla U To/1a.
Bce cnmyxeOHBIE OTMETKH Ha JOKYMEHTE, CBS3aHHBIE C €ro MPOUCXOXKACHUEM M HCIOJHEHHEM,
JOJDKHBI TaTUPOBATHCA U MTOAMUCHIBATHCSL.
JIOKyMEHTBI, U3JJaHHbIEé COBMECTHO C JAPYTUMHU OpPTraHU3alMSIMH, AOKHBI UMETh OJHY (€AUHYIO)
JaTy.
Cnoco0 HamucaHusl JaThl 3aBUCUT OT XapakTepa IOKYMEHTa: B HOPMATHUBHBIX JIOKYMEHTAax,
OTIPE/ICTISAIONIMX TpaBa TPaKIAaH W OpraHU3allii, a TaK)Ke COJCpPIKAIIUX CBEACHUS (DHUHAHCOBOTO
XapakTepa, UCIOJIb3YeTCsl CIIOBECHO-IIM(POBON B CIEAYIONIEH MOCIeI0BATEIHHOCTHU: JI€Hb, MECHIII,
rox (29.04.2001).
3.2.3. [lognuck JOKyMEHTAa.
JIOKyMEeHTBI,  HampaBJisieMble B BBINIECTOSAIIME  OpPraHW3alud,  OOJACTHBIE  OpraHbl
MIPE/ICTaBUTENBHOMN U Cy1€0HOM BIACTH, MOAMUCHIBAIOTCS TUPEKTOPOM.
JIOKyMEeHTBI, HampaBisieMble IMOJYMHEHHBIM, CTOPOHHHUM OpraHU3alUsIM U TpaxkaaHaM,
MOAMMUCHIBAIOTCSA PYKOBOJUTENEM, €TI0 3aMECTUTEIISIMHU.
B cocTaB moamnucu BXOIAT: HAUMEHOBAHHME JOJKHOCTH JIMIA, MOAMUCABIIETO JOKYMEHT, JTUYHAS
MOJIIHCH U ee pacun(poBKa (MHULIMAIBI U (haMIIIus).
Ecnan nomxHOCTHOE JHUI0, TOJIMUCH KOTOPOTO 3aroTOBJICHA HAa MPOEKTE JOKYMEHTa, OTCYTCTBYET,
TO JTOKYMEHT MOJAMUCHIBAET JUI0, UCIIONHSIONIEE ero 00S3aHHOCTH, WM €ro 3aMecTuTenb. [Ipu
3TOM 00s3aTeNbHO YKa3bIBaeTCsl (paKkTUyecKasi HOHKHOCTD JIMIA, MOAMUCABIIErO JTOKYMEHT, U €ro
dbamunus (McTpaBiIeHUs] MOKHO BHECTH OT PYKHM WMIM MAalIMHOIUCHBIM CIIOCOOOM, HampuMep
«H.0.», «3aM.»). He nmomyckaercs moAnMUChIBaTh JOKYMEHTHI C TIPEIJIOTOM «3a WM MPOCTaBIECHUEM
KOCOH 4epThl nepe]l HAMMEHOBAHUEM JIOJKHOCTH.
[Ipy moamucaHum HOKYMEHTa HECKOJbKUMHU JOJKHOCTHBIMH JIMIIAMH HMX TOAMKUCH PacIojararT
OJIHY TIOJ1 IPYTOM B MOCIEA0BATEIBHOCTH, COOTBETCTBYIOIIEH 3aHUMAEMOMN JJOJIKHOCTH.
[Ipy noxamucanum JOKYMEHTAa HECKOJBKMMM JIMI[AMH, PaBHBIMM TI0 JIOJDKHOCTH, HO
MPEACTABIISIOLIMMHU Pa3HbIE OPraHbl, MOAMKUCH PacloiaraloT Ha OJJHOM YPOBHE.
3.2.4. AnpecoBaHue TOKYMEHTA.
JIOKyMEHTBI aIpeCyIOT OPraHU3alUSIM HIIM KOHKPETHBIM JITUIAM.
[Ipu agpecoBaHnyM JOKyMEHTa OpraHU3AINK, 0€3 yKa3aHUs JOJDKHOCTHOTO JIMIA UX HAUMEHOBAHUS
MUIITYTCSI B UMEHUTEIBHOM MaJIeKe.
Hanpuwmep:

['ocynapcTBeHHOE yIipaBieHHe 00pa30BaHUs U HAYKH

VYnpasnenue nenamu

[Ipu HanpaBieHUH JOKyMEHTa KOHKPETHOMY JIOJDKHOCTHOMY JIMIy HAUMEHOBAHUE OpraHU3AlNU U
MOApa3ACNICHNs] YKa3bIBACTCS B MMEHUTEIHHOM MaJeKe, a JOHKHOCTh U (haMIIHs B JTaTEIHLHOM.
Hamnpumep:

[NocynapcTBeHHOE ynpaBieHHE 00pa30BaHUs U HAYKH



Hauvaneauky

IIpn agpecoBaHMM NOKYMEHTAa PYKOBOAMTEIIO OPraHM3alMM €€ HAaUMEHOBAHHWE BXOAWUT B COCTaB
HaMMEHOBAaHUs JOJKHOCTH aapecara. Hanpumep:

I'enepasibHOMY JTUPEKTOPY

(HaMeHOBaHUE OPraHU3ALINH)

[Ipu agpecoBaHWM JOKyMEHTa (U3MYCCKOMY TUIy (GaMWIMIO U WHHUIMAIBI TOMydaTessi, 3aTeM
MOYTOBBIN anapec. Hampumep:

V. ,d._ ,KB._,
r. 0011., (unoexc)

3.2.5. CornacoBaHue JOKyMEHTA.

CornacoBanue JOKyMeHTa opopmIseTcs: BU30H Ha IOKYMEHTE WK Ipu(OM COrIacOBaHUS.
BusupoBanue mnpoekTa JOKyMEHTa NPOBOJIUTCS IMPH HEOOXOAMMOCTH OILEHKH 00O0CHOBAaHHOCTH
JIOKYMEHTA, COOTBETCTBHSI €TI0 MTPABOBBIM aKTaM M PAaHEE MPUHSATHIM PEIICHUSIM.

[IpencraBisiemble Ha MOANUCH TOKYMEHTHI BU3UPYIOTCS UCIIOTHUTENIEM (OTB. UCIIOIHUTEIIEM).
Bu3sl BKITIOUAIOT B ce0s JIMYHYIO MOAINKCH U JIOJDKHOCTh BU3HPYIOIIETO TOKYMEHT, PAcIIU(PPOBKY
noanucy (MHULMABL, damunus) U Aaty. Buza mpocraBnsercs B HIDKHEW YacThd 0OOpOTHOM
CTOPOHBI TIOCJICIHETO JIMCTAa MOJIMHHUKA PacIOpsSAUTEILHOr0 IMpaBoBoro akrta. Ha mpoekrte
3aKOHOAATENHHOTO aKTa, HA BHYTPEHHEM JOKYMEHTE U Ha KOIUHU OTIPABISEMOT0 JOKYMEHTA BU3bI
MIPOCTABJISIIOTCS HA JIUIIEBOM CTOPOHE TOKYMEHTA.

CornacoBaHue mTpOEKTa JOKYMEHTa IMPOBOJUTCS C OpraHaMH YIPaBICHUS M OpPraHU3ALUSIMU,
WHTEPEChl KOTOPBIX K HEM 3aTParuBaloTCs, - BHEIIHEE COTJIACOBAHUE.

Buemnee cormacoBanue JoKyMeHTa odopmisieTcsi  cooTBeTcTByrommMm  rpudom. [pud
corjacoBanust BiirouaeT B cedg cioBo COI'JTACOBAHO, namMmeHoBaHu€e MOJDKHOCTH JWIA, C
KOTOPBIM COTJIACOBBIBACTCS JJOKYMEHT (BKJIIOYas HAMMEHOBAaHWE OPraHU3alliu), TUYHYIO MOMKCH,
pacipoBKy TOIIMUCH W JIAaTy COTJIACOBAHWS WM Ha3BaHUS JIOKYMEHTA, II0JITBEPKIAIOIICTO
corJlacoBaHue, ero naTy u uHaekc. Hampumep:

COI''TACOBAHO
['maBa AnMuHUCTpaLIUK parioHa
o0JacTu
(JInyHAas TOAMKCH) (MHMLIMAIBL, HaMUITIHS)

Ne 01-15/155-K

COI'JTACOBAHO
Havanenuk ['ocynapcTBeHHOTr0 ynpaBieHus: 00pa3oBaHUs
U HayKH o0nactu

ot 30.06.04 Ne 01-15/155-K

I'pud cormacoBanust pacronaraerca Huwke pekBusuTa «lloamuce» B J1I€BOM HUXKHEM YTy
JIOKYMEHTA.

I'pudnr cormacoBanuss MOTYT pacroiaratbCsi Ha OTaeabHOM <«JIMCTe corylacoBaHus», €CIu
COZEpIKAHUE JENAeTCsa OTMETKA «JIUCT coryracoBaHus NPUIIAraeTcs».

CornacoBaHre JIOKYMEHTAa B 3aBHCHMOCTH OT €r0 COJEpKaHHsS OCVYIISCTBIISICTCS B CICAYIONICH
MOCJIEIOBATEIHLHOCTH

- C IOJDKHOCTH JIMIIAMU OpraHa UCTIOJIHUTEIbHOM BJIACTU PaliOHa;

- C PYKOBOIUTEISMM IIOJUYMHEHHBIX OpPraHHU3allvii, HMHTEPECHl KOTOPBIX 3aTParuBarOTCi B
JIOKYMEHTE;

- C OpraHamu TOCyJapCTBEHHOM BJIacTH 0o0nacT, MHTEPECHl KOTOPBIX 3aTparuBaeT
COZIEp)KaHUE JOKYMEHTA;




- IIpU HEOOXOIMMOCTH — C OpraHaMH, OCYILECTBIISIONMMH TOCYIapCTBEHHBIM HAIBEIOMCTBEHHBII
KOHTpOJIb (HAA30p) B OMNpEAeICHHOW 00y1acTh (PKOJIOTHYECKUH, TMOXApHBIA W T.I.), C
OOIIECTBEHHBIMH OPTaHU3aALUSIMHY;
- C BBILIECTOALIMMHU OpraHaMu — B CIIydasX, KOrJa 3aKOHOAATEIhCTBOM IpelycMaTpUBaETCs
BO3MOKHOCTbh COBEPUICHHUS YIIPABICHUECKUX JEHCTBUI TOJIBKO C COTJIACHUS 3TUX OPTaHOB.
3.2.6. YTBepKICHHUE TOKYMEHTA.
Ha nokymeHTax, MmojieXalluxX YTBEP)KICHHUIO, TPU(Q YTBEPKICHHS IPOCTABISACTCS B IPABOM
BEPXHEM YTy IEPBOIO JIHCTA JOKYMEHTA.
I'pud yrBepxaeHus: 0popMIIIETCs CASTYIOIUM 00pa3oM:
YTBEPXIAIO
PykoBogurens
(HauMEeHOBaHWE OPTaHU3AIIHH )
(JTM4Has MOANKCH, MHUIMAIIBI, (haMHITHS )
02.03.2004

IIpy HeoO0XOAMMOCTH JONOJIHUTENBHBIX NPEANUCAHUH U PA3bACHEHUH JOKYMEHT MOXKET
YTBEPKAAThCSI IPUKA30M PYKOBOJUTENS OpraHa yrnpaBieHHsl 00pa30BaHUEM.

YTBEPXXJIEHO

IIPUKA30M ...

or 16.10.2004 Ne 150

3.2.7. Pe3zomronus.
B cocraB pe3omonuu BXOAAT CIEIYIONIUE JIEMEHTHI: (aMUIIMs HCTIOJHUTENS (MCIOIHUTENEH),
COJIep KaHus IOPYYEHUs!, CPOK UCIIOJIHEHUs, TOAIUCH, JaTa.
B cnywasx, korma mopydeHHe JaeTcs JABYM WM HECKOJBKHM JIMLAM, PAaBHBIM TI0 JOJDKHOCTH,
OCHOBHBIM  HCIOJHMUTEJIEM SBISETCS JIMLO, YKAa3aHHOE B TMOPYYEHUH TMepBbIM. Emy
IIPEIOCTABIIAETCS IPABO CO3bIBA COMCIIOIHUTENEH U OCYIIECTBIIEHUE KOOPAUHALIMN UX PaOOTHI.
OCHOBHOM MCIIOJIHUTENb U COUCIIOIHUTENb BIIPABE /JaBaTh MOPYUYEHUS B BUJE PE3OJIIOLUN JTUIAM,
HETIOCPEJICTBEHHO UM TTOTYMHEHHBIM.
Ha nokymeHrtax, He TpeOymOIIMX YyKa3aHUW MO HCHOJHEHHWI0O M HMMEIOIIUX THUIIOBBIE CPOKHU
WCIIOJIHEHUS], B PE30JIIOIINH YKa3bIBAIOTCS MCIIOJHUTEINb, OJMUCH aBTOPa PE30JIIOINH, JaTa.
Pezomoninst MoXxXeT 0pOpMIIATHCS Ha OTJEIIBHOM JIUCTE C YKa3aHUEM PETUCTPAllMOHHOTO HOMeEpa U
JaThl JOKYMEHTA, K KOTOPOMY PE30JIIOLIMSI OTHOCHUTCSI.
3.2.8. OTmeTKka 00 UCTIONHUTEE.
OtmeTka 00 HCHIOJHMUTENE JOKYMEHTAa IpPOCTABISETCS B JIEBOM HUKHEM YIJIy JIMIEBOM WU
00OpOTHOW CTOPOHBI MOCJIEAHETO JIUCTA MOATMHHUKA JOKYMEHTA.
Otmerka BriItouaeT (amMuiuio (aMuiaus, UMsi, OTYECTBO) HCIIOJIHUTENS, HOMEP ero TenedoHa,
Hanpumep:
MakcumoBa Huna Cepreesna 2-30-22 win Makcumosa 2-30-22
Ha pnokxymeHTe, MOATOTOBIEHHOM [0 MOPYYEHHUIO PYKOBOJAUTENS TPYNION HUCIOJHUTENEH, B
OTMETKE 00 HCIOJIHUTEINE yKa3bIBaeTCsl (paMHUIINs OCHOBHOTO HCIIOTHUTEIIS.
3.2.9. Odopmienue NpuIoKEHUM K JOKYMEHTY.
[TpunoxeHus JOIKHBI UMETh BCE HEOOXOTUMBIE JUTSl TOKYMEHTA PEKBU3UTHI (Ha3BaHUE, 3aTr0JIOBOK,
MIOJIHMCH JIMLI, OTBETCTBEHHBIX 3a UX COJIEpKaHMe, 1aTy, OTMETKY O COIVIACOBaHMUHU U T.I1.).
OTMeTKY 0 HAJIMYWHU TTPUIIOKEHHUS, HA3BAHHOTO B TEKCTE, OOPMIISIOT CJIETYIONTUM 00pa3oM:
[Ipunoxxenue: Ha 8 1. B 3 3K3.
Ecnmu mpunoskeHuss He Ha3BaHBl B TEKCTE, TO WX HAMMEHOBAHUS TEPEUUCISIOTCS C YKa3aHUEM
KOJINYECTBA JINCTOB B KAXKJIOM MPUIIOKEHUU U YUCIIa UX SK3EMIUISIPOB, HalpUMep:
[Ipunoxenue: 1. CnpaBka o... Ha 3 JI. B 2 3K3.

2. IIpoekr... Ha 8 1. B 3 3K3.
[TpunoxeHnus K pacHOpSIAUTENLHBIM JOKYMEHTaM COJepXaT B NPABOM BEPXHEM YTy IEPBOTO
JMCTa OTMETKY C YKa3aHUEM JJOKYMEHTa, €ro AaThl U HOMEpa.



Hanpuwmep: Ilpunoxenune k npukaszy YnpasieHus oOpa3oBaHueM... Ne  or...

Ecnu npunoxxeHus cOpoIOpoBaHbl, KOJIUYECTBO JIUCTOB B HUX HE YKa3bIBACTCS.

3.2.10. OtMeTka 00 WCHONHEHUH TOKYMEHTAa M HANpPaBICHUM €ro B JAEJO0 BKJIIOYACT: KpaTKUE
CBEeJleHUs] 00 WCIOJHEHUHU, €CIM OTCYTCTBYET JOKYMEHT, CBHJETEIILCTBYIOLUIMM 00 MCIOIHEHUH,
WIH, HATMYUU TaKOTO JIOKyMEHTa, CCBUIKY Ha €ro JaTy W HOMEp; OTMETKY «IeJio» HOMep Jena, B
KOTOPOM OyJIeT XpaHUTbCS JOKYMEHT; JaTy, HOIUCh UCIIOTHUTEIS.

4. Opranu3anusi 10KyMeHT0000pPOTA U UCNIOJTHEHHE TOKYMEHTOB

4.1. Opranusanus J0KyMeHTO000poTa.

4.1.1. JIBwkeHue IOKYMEHTOB B YYPEXJIEHHMM C MOMEHTAa HUX CO3/IaHUsl WJIM TOJIy4EHHs [0
3aBEepIICHHS HCIIOJIHCHUS WIH OTIPABKH 00pazyeT TOKyMEHTOO0OPOT.

4.1.2. Ilopsinok NpOXOXKIEHHUs JTOKYMEHTOB M ONEpaLUH, IPOU3BOJUMBIE C HUMU B YUPEXKIEHHUH,
pErIaMEHTUPYIOTCSI MHCTPYKLMEH 10 AENONPOU3BOACTBY, AOKHOCTHBIMU MHCTPYKLUSIMHU HX
pabOTHHKAM.

4.2. OpraHusanus 10CTaBKU JOKYMEHTOB.

4.2.1. JloctaBKa JOKYMEHTOB B YUPEKICHNUE OCYILECTBIACTCS, KaK IIPaBUIIO, CPEACTBAMU MOYTOBOU
U 3JIEKTPOHHOM CBA3H.

C noMomIpl0 MOYTOBOW CBSI3M B ILIKOIY JIOCTaBJSIETCS MHCbMEHHas KOPPECIOHACHLUS B BHUJIE
IIPOCTBIX U PErUCTPUPYEMBIX IIMCEM, TIOUYTOBBIX KaPTOUYEK, OaHEPOJIEH U MEJIKUX MTaKETOB, a TAKXKE
Ne4yaTHbIC U3/1aHus.

4.2.2. Tlo kaHamaM 5JIEKTPOHHOH CBS3HM MOCTYMAIOT: TEJIETPaMMbl, Tele(OHOTPaMMBI, COOOICHHS
I10 JIEKTPOHHOM TOYTE.

4.3. Tlpuem, 00paboTKa U pacrpeaesieHUue MOCTYMAIINX TOKYMEHTOB.

4.3.1. JlokyMeHTBbI, IOCTYNAOIUE B yUPEXKIeHIE Ha OYMa)KHBIX HOCUTENSAX, IPOXOAAT NEPBUYHYIO
00paboTKy, MpenBapUTEIbHOE PACCMOTPEHHUE, PETHCTPALUIO, PACCMOTPEHUE DPYKOBOACTBOM U
JOCTABJISAIOTCS. UCTIOJIHUTEIISIM.

[Ipuem u nepBuuHas 00pabOTKa JOKYMEHTOB OCYILECTBIISIETCSA CEKPETAPEM.

KoHBepThl ¢ JOKyMEHTaMHU BCKPBIBAIOTCS (32 MCKIIOYEHHEM KOHBEPTOB C MOMETKOM <«JIMYHOY),
MIpOBEPSETCS MPABUIBLHOCTh JOCTaBKU, LIEJIOCTHOCTh YITAaKOBKH IOKYMEHTOB.

Ha nonmyueHHOM JOKyMEHTE B IIPaBOM HI)KHEM YTJIy IIPOCTABIISIETCS PETUCTPALIMOHHBIN HOMED.
4.3.2. JIoKyMeHTBI, aJpecOBaHHbIE IUPEKTOPY, a Takke O0e3 YyKa3aHWUs KOHKPETHOTO JIHUIIA,
IIPEIBAPUTEIIEHO PACCMATPUBAIOTCS CEKPETApEM, 3aTEM HAIPABISAIOTCS PYKOBOICTBY.
[IpenBapuTenbHOE  pacCMOTpPEHHE JOKYMEHTOB IPOBOAMUTCA C  IEJbI0  paclpeiesieHus
MOCTYMUBUIMX JIOKYMEHTOB Ha TpeOyroume 00s3aTeIbHOI0 pPacCMOTPEHHUs PYKOBOJICTBOM U
HaIpaBJiieMble HEMTOCPECTBEHHO OTBETCTBEHHBIM HCIIOHUTENSIM.

IIpenBapuTEIBHOE PACCMOTPEHUE OCYILECTBISETCS MCXOAs W3 OLIEHKM MX COJEpXKaHMs, Ha
OCHOBaHUU YCTAHOBJIEHHOT'O B OPraHU3allUU paclipeieIeHHs 00s13aHHOCTEN.

be3 mpenBapuTenbHOrO0 pacCMOTPEHHMs NMEPENAIOTCA MO HA3HAYEHHIO JTOKYMEHTHI, aJpEeCOBAaHHBIC
HEMOCPEACTBEHHO JI0JKHOCTHBIM JIUIIAM.

PaccMoTpeHHBIE pPYKOBOACTBOM JOKYMEHTBHI BO3BpALIAIOTCS CEKPETapr0 M Jajee JOKYMEHT
repe1aeTcsl Ha UCIIOJIHEHUE.

[lonnMHHUK JOKYMEHTA MOIY4aeT OTBETCTBEHHBIN UCIIOIHUTED.

4.3.3.IloctynuBuire TeaerpaMMbl IPUHUMAIOTCA O] PACIUCKY C MPOCTABIEHNUEM J1aThl U BPEMEHH
IIpUEMa, PETHCTPUPYIOTCS IO TEM K€ IpaBUiIaM, YTO M IHMCbMA, a 3aTeM IEepeJarTcs Ha
paccMOTpeHHe PYKOBOJACTBY U HCIIOJHEHHUE.

Texct nmoctynuBieil TeneoHOrpaMMbl 3aITUCHIBAETCS TOJIyYaTesIeM Ha CIIeUabHOM OJIaHKe WIIN
B )KypHaJie U OlepaTHUBHO NEPEIACTCS] PyKOBOIUTEIN0, KOTOPOMY OHA aJpecOoBaHa.

4.3.4. Ilocrynarouie OpUTMHAIBl JIOKYMEHTOB C OJJIEKTPOHHOW KONHEH JOJDKHBI HMETh
COINPOBOJUTENIPHOE MHChbMO. TEKCT KONMMM Ha MAarHUTHOM HOCHUTENE JOJKEH COOTBETCTBOBATH
TEKCTY OpUTHMHAJIA.

4.4. Opranmu3aiys 00padOTKU U TIepeIadn OTIPABISIEMBIX JOKYMEHTOB.

4.4.1. loxymenTsl, otnpasisgeMble PYO, nepenaroTcs MOYTOBON U DJIEKTPOHHOH CBSI3BIO.



OO6paboTka JOKYMEHTOB MJisi OTIPABKU IIOYTOBOM CBA3BIO OCYILECTBIIAETCS CEKpeTapeM B
cooTBeTcTBUM ¢ [IpaBunaMu okasaHus yciayr MOYTOBOM CBSI3H.

JIOKYMEHTBI Uil OTIIPABKU TEPENAIOTCS MOJTHOCTBIO O(GOPMIICHHBIMH, 3apETUCTPUPOBAHHBIMU, C
yKa3zaHHEM IIOYTOBOTO aJpeca UM ¢ yKa3aHUEM Ha PacChUIKY.

JIOKyMEHTBI, TOJUIeKAIUe OTIpPaBKe, JOJDKHBI 00pabaThiBaTbCcs W OTIPABISATHCS B JIEHb HX
MOJIIMCAHUS WM HE MO3/IHEee CIeyIOIero pabouero aHs.

Jlocbulka WIM 3aM€Ha pa30C/IaHHOTO pPaHEe JIOKYMEHTA OCYILECTBISETCS IO yKa3aHWIO JIUIa,
MIOJITMCABIIET0 JOKYMEHT, W PYKOBOAMUTEINS yIIpaBJIeHUs JienaMu (00LIero oTaena).

4.4.2. C moMOIIBbIO CPEACTB NEKTPOHHOM CBS3HM OCYIIECTBIIAETCS Tepenada WHPOpPMaluu B BUIC
TeJerpamMm, TeleTainorpamMm, gpakcorpamm, TenedoHorpaMm, JIEKTPOHHBIX COOOILIEHHH.

4.43. Tenerpammbpl NPUHUMAIOTCS ~ CEKPETAPEM  3aBU3UPOBAHHBIMHU,  IOANHMCAHHBIMH,
JIATHPOBAHHBIMU U 3apETUCTPUPOBAHHBIMU, C OTMETKOM O KaTerOpHM U BUJIE OTHPABICHMUSL.
OtnpaBka TenerpaMM OCYULIECTBIISIETCS B COOTBETCTBUM ¢ [lpaBmiamu npeaocTaBiIeHUs YCIyr
TenerpadHON CBsI3M, YTBEPXKIACHHBIMH MocTaHoBIeHHeM [IpaBuTtenscTBa Poccuiickoit deneparum
or 28.08.97 Ne 1108 (CobOpanue 3akoHomatenbcTBa Poccwiickoit ®epepanmu. 1997. Ne37.
Ct.4299).

4.4.4. Tlepenaua nHpopMauK C MOMOIIBIO TeIePOHOTPAMM OCYIICCTBIISICTCS YCTHO IO KaHAJIaM
Tene(OHHOH CBSI3U U PErMCTPUPYETCs MOJTyyaTeIeM.

4.5. IlopsaoK NPOX0KACHUS BHYTPEHHUX JTOKYMEHTOB.

4.5.1. IIpoxoxieHre BHYTPEHHUX JOKYMEHTOB Ha 3Tarax MX MOJATrOTOBKU U O(OPMIIEHHUS JOJIKHO
COOTBETCTBOBATh IPOXOXKJEHUIO OTIPABISEMBbIX JOKYMEHTOB, a Ha »JTale MWCIOJIHEHU —
MOCTYMAOUIUX J0KYMEHTOB.

4.5.2. OopmieHHBIE JOKYMEHTHI MIEPEIAIOTCS Ha MIOANKUCH PYKOBOACTBY B COOTBETCTBHH C TIPABOM
MOJIIMCH JOKYMEHTOB U pacupezieieHueM 0053aHHOCTEH.

4.5.3. Konuu moanuCcaHHBIX PYKOBOJIUTENEM PACIOPSIUTEIbHBIX JOKYMEHTOB B 00s3aTEILHOM
NOpSAKE PACCBUIAIOTCS B CTPYKTYpHBIE IOJpa3/€ieHUs, B BEJIEHUM KOTOPBIX HaXOIATCS
paccMaTpuBaeMble BOIIPOCHI.

4.5.4. Tlepenaua JOKYMEHTOB MEXIY CTPYKTYPHBIMH INOJPa3[e/ICHUSMU OCYLIECTBIISIETCS 4YEpeE3
CeKpeTapsi WM JIMIA, OTBETCTBEHHBbIE 3a JAENONPOM3BOACTBO. JIOKYMEHTHI MepenaroTcs ¢
COOTBETCTBYIOIIEH oTMeTKOM B PK®.

4.6. Tlpuem u oO0paboTka JOKYMEHTOB, IOCTYIMAIOIIMX IO KaHajaM »>JEKTPOHHOW TMOYTHl U
(bakCUMHUIILHOH CBSI3H.

4.6.1. DnexkTpoHHAs IOYTa — OJIMH U3 KOMIIOHEHTOB CUCTEMbl aBTOMAaTH3allUU IOKYMEHTOO00pOTa,
CPEeACTBO JIOCTAaBKU, OTHPABKU MH(OPMAILIUHU U €€ TIepelaul MEXTy OJIb30BaTeIIMHU.

4.6.2. DneKTpOHHBIE COOOIIEHUS, TOCHUIAEMBIE 110 JIEKTPOHHOU MOYTE, UCIIOJIHSIOTCS aHAJIOTUYHO
JOKYMEHTaM Ha OYMaXHbIX HOCHUTENSX, NMPU HAIMYUM ONPEAEICHHOM cHenuHuKu B Ipolecce
HCIIOJTHEHUSI.

4.6.3. OTnpaBUTENH NEKTPOHHOTO COOOIIEHUS 3allyCKaeT MPorpaMMy OTHPaBKU MOYTHI U CO3/1aeT
¢aiin cooOuieHus, yKa3bIBaeT €ro UMs, 1aTy U Bpems oTnpaBku. CooOIIeHHs MOXKHO BBOAMTDH U
pellakTUpOBaTh C IOMOIIBIO TEKCTOBBIX PEIAKTOPOB. DIJIEKTPOHHBIE COOOILIEHMS TepeaaroTCs
ajzipecaTaM B COOTBETCTBHHU C yKa3aTelleM Ha pPacChUIKY.

Anpecar nonydaer u300pakeHHe TOKyMEHTa Ha KpaHe KOMIIbIOTepa, a 3aTeM paclievyaThIBaeT €ro
Ha OyMa)KHBIN HOCUTEIb.

Kaxnomy aOOHEHTY B DJIEKTPOHHOM IIOYTE BBIJACNAETCS WHAWBHUIYAIbHbBIM MOYTOBBIM SIIMK
(o6macte mamsaTu DBM), KoTOpOoMy TIpHCBaWBAaeTCs KOJ TOJIb30BATENs, © OOMEH JJIEKTPOHHBIMHU
COOOIIEHUSIMHU OCYIIECTBIISIETCS Yepe3 ITH IMMOUTOBBIE SIIITUKH.

4.6.4 Ilpu HaMMYMM SJIEKTPOHHOM IMOYTHI JOKYMEHTHI 00pabaThIBalOTCS M HUCHOJHSAIOTCS NpU
MIOMOIIM AaBTOMATU3UPOBAHHON peructpanuu. OTHpaBUTENI0 HEOOXOAUMO TMOCTaBUTh OTMETKY
«COOTBETCTBYET OPUTHHATY.

4.6.5. Ilpu mepenaye W mpHeMe TEKCTOB CIYXEOHBIX JOKYMEHTOB IO KaHajgaM (aKCUMHIbHOU
CBSI3M HEOOXO0/IMMO PYKOBOJICTBOBATHCS CASAYIOUTUMU TPEOOBAHUAMU:




- 00BeM mepe1aBaeMoro JI0KyMeHTa (TeKCTa, CXeMBbI, TpapuuecKoro n300paskeHus), BBIMOJIHEHHOTO
Ha Oymare opmaTa A4 yepHBIM IIBETOM, HE JI0JIKEH MTPEBBIIIATH MISITH JINCTOB;

- IOKYMEHT JJIsl epefayn Mo KaHaly (aKCUMHUIBHON CBSI3U CHAETCS C 3aiBKOH yCTaHOBICHHOTO
o0pa3ia, NoANUCAaHHON PYKOBOIUTENEM N0/Ipa3AeiaeHus. 3asiBKU XpaHIATCA B TEUEHHE OJTHOTO rofia;
- OTBETCTBEHHOCTbH 3a COJEpXKaHUE IepeaaBacMoil MHPOpMAalUK BO3JaraeTcs Ha HMCIOIHHUTEIS,
MOJIrOTOBUBIIETO JOKYMEHT K Ilepeiayue, U pyKOBOAUTEINSI COOTBETCTBYIOILETO MOAPa3AeICHMUS;

- (bakcorpamMMbl Ha MHOCTPAaHHBIX S3BIKAX OTIPABIAIOTCSA NPU HATUYMAU TEPEBOJA, 3aBEPEHHOTO
JIMLIOM, NTOJANUCABIIUM (paKcorpamMMmy;

- 3aIpenaeTcs nepeaBaTh TEKCT JOKYMEHTOB C IOMETKOM «/111s ciry>keOHOro MOoIb30BaHUs Y,

- NOoAJeXallMi mepefaye JOKYMEHT YUYUTBIBACTCA B JKypHaJe YCTAHOBJIEHHOH (OPMBI.
[ToMMHHUKN TOKYMEHTOB IOCTIE TIepeiayy BO3BPAIIAIOTCS UCIIOTHUTEISIM C OTMETKOM O BPEMEHHU
OTIIPABKH;

- mocTynuBHIME (PAKCOTPaMMBbl yUYUTHIBAIOTCS B JKypHajle yCTaHOBICHHOH ¢opmbr 6e3
IIPOCTABJICHUS PETUCTPALIMOHHOIO INTaMIa, NEepefaroTCs ajapecaraM IOJ PaclUCKy B JI€Hb HX
npuemMa, CpoYHbIe —HEMEJIEHHO;

- (hakcorpaMMbl Ha THOCTPAHHBIX SA3bIKAX JOCTABIIAIOTCS ajipecaTy 6e3 nepeBoja.

4.7. Yuet xonu4ecTBa JOKYMEHTOB.

4.7.1. Yyer konuyecTBa JOKYMEHTOB 3a ONPEAEICHHbIIN epuo BpeMeHH (ToJl, Mecsll) IPOBOAUTCS
o PK® cekperapem.

4.7.2. 3a equHMIly ydeTa KOJUYECTBA JOKYMEHTa IPUHUMAETCS caM JOKYMEHT, 0e3 ydyeTa KOMHiA,
CO3JIaBaeMbIX MIPH NIEUYaTaHUU M PA3MHOKECHUH.

VYder KoauuecTBa JOKYMEHTOB MOXKET IIPOBOJUTHCS IO KaJ€HJApHOMY IOy B II€JIOM.
[ocrymnaromnye u co3qaromue TOKyMEHTHI MTOACYUTHIBAIOTCS OTICIBHO.

HToroBble naHHBIE MOJCYETa MPEJCTABIAIOTCS B TabmuuHoil ¢opme. Ilo kaxaoi rpymme
YUUTBIBAETCSI KOJMYECTBO JOKYMEHTOB M OTACIBHO MX THUPaX (UUGPHI MPOCTABIAIOTCA dYepe3
KOCYIO 4epTY WJIU B OT/EJIbHBIX Ipadax).

4.8. PaboTa ucrosHUTENEN C JOKYMEHTAMU.

4.8.1. PykoBomuTenu CTPYKTypHBIX mnojapasfeneHuit OY  oOecrieuynBaroT  ONepaTHBHOE
paccMOTpeHHe JOKYMEHTOB, JIOBEICHUE MX [0 UCTIOJTHHUTENEH B JICHb NMOCTYIUICHHS, KOHTPOJb 3a
KayeCTBEHHBIM HCIIOJIHEHHEM JOKYMEHTOB I10 CYIIECTBY BOIIPOCA.

4.8.2. Ilpu paccMOTpeHUH NOKYMEHTOB PYKOBOJIUTENh IMOJPA3IACICHHUS BBIICISICT TOKYMEHTHI,
TpeOyIoLIe CPOUHOTO UCTIOTHEHUS.

Cpo4HbIe TOKYMEHTHI ITepPeatoTCsi HEMEJICHHO.

ITpu HeoOXOAMMOCTH Pa3MHOXKEHHUS JOKYMEHTA WIIM JPYTUX 3a/1ep’KKax HCIOIHUTEINIO NepefaeTcs
perucTpanroHHast KapTo4Ka WM UCIIOTb3yeTCsl HHask hopMa ero HHPpOpMHUPOBAHUSI.

4.8.3. HcnionHeHne TOKyMeHTa MpeaycMaTpuBaeT: coop 1 00paboTKy HE0OX01UMOM HHpopMaIuH,
MOJTOTOBKY TMPOEKTa JOKYMEHTa; ero oQopMIIeHHe, TMpeICTaBIeHHe Ha  MOJIHCAHUE
(yrBepxnenue) pykoBoactBoM OV wiM  pyKOBOAUTEISIMM CTPYKTYPHBIX —IOJApa3JesieHUH,
MOJITOTOBKY K TIEPECHUIKE aJpecary.

Hcnonaurens ompenenser HEOOXOAUMOE KOJMYECTBO HK3EMIUIIPOB JIOKYMEHTa, IepeaaeT
JOKYMEHT Ha THpakupoBaHue. Ha mokymeHT, pacchutaemblii Ooilee 4eM B YETBIpE ajapeca,
WCTIOJIHUTEIb TOTOBUT YKa3aTellb Ha PacChUIKY.

4.8.4. Tlpu omepaTMBHOM pEIICHUU BOMPOCOB 0€3 COCTABJICHHS JOMOTHUTEIBHBIX JTOKYMEHTOB
UCTIOJHUTEINb JIeNIaeT OTMETKU Ha JIOKyMEHTE: O JaTe MOCTYIUIeHUs (eciau oOpa3zoBalicsi HHTEpBa
BPEMEHU MEXIy TOCTYIUICHHEM JIOKyMEHTa W €ro JIOCTaBKOH HWCIOJNHHTENI0), O Jarax
MIPOMEKYTOUYHOTO HCIIOJIHEHUs (3alpoc CBEIEHHH, TeaeQoHHBbIE MEeperoBopbl U T.A.), O JaTe U
pe3yabTaTaX OKOHYATEIHHOTO HCITOTHEHHUS.

Bce oTmeTkH pazmeniatoTcst Ha CBOOOJHBIX OT TEKCTa MECTax.

4.8.5. Tlpy HanTMYMU OTBETCTBEHHOTO WCIOJHHUTENS BCE OCTAIBHBIC WCIOIHUTEIH OTBETCTBEHHBIE
32 CBOEGBPEMEHHBIM M KaueCTBEHHBIH aHaiu3 MH(OpMAIMM W TPEACTABICHHE OTBETCTBEHHOMY
WCTIOJTHUTENIO B YCTAHOBJICHHBIE MM CPOKH HEOOXOAWMBIX MaTepUaloB (MPOEKTOB JOKYMEHTOB,
CIPaBOK, CBEACHUH U T.1.).



OTBETCTBEHHBI HCIIOJIHUTENh HECET TEPCOHATBHYID OTBETCTBEHHOCTh 33 TMOJHOTY W
JOCTOBEPHOCTH MH(POPMAIIMH, UCTIOIB30BAaHHOM MPH MOATOTOBKE TOKYMEHTA.

4.9. PaboTa ¢ o0palieHnus MU 1 3alpocaMy JeIyTaToB.

4.9.1. IloaroToBKa M HaIPaBJICHHE OTBETOB HA OOpAIICHUS U 3aMPOCHI ACTYTATOB Pa3HBIX YPOBHEH
ocymiectBisiercss OY B COOTBETCTBUHU € 3aKOHOJATENLCTBOM Poccuiickoit dexnepanuu o craryce
JemnyTaTa.

4.9.2. B kauecTBe OOpalIieHHs M 3ampoca pacCMaTPUBACTCS MHUCHMO, HANMCaHHOE Ha OJIaHKE
JernyTaTa, UMerollee MOANUCh JIeryTara 1 1aTy.

IIpu oOpamenuu gemyrara OODKHOCTHBIE JMIa Oe30TiiararelbHO (a TpuU HEOOXOJUMOCTH
MOJIy4EHUsl JTOTIOJIHUTEIbHBIX MaTepuanoB — He no3anee 30 qHei co JHS moiydeHus: oOpallieHus
WIM B MHOW COTJIACOBAaHHBIM C MHHUIIMATOPOM 3allpoca CPOK) JAIOT OTBET HA ATO OOpalieHue u
MIPEJICTaBJISAIOT 3allpalliiBaeMble IOKYMEHTHI WK cBefieHus. [Ipu 3TOM JOKYMEHTBI, COCTABIISIOIINE
TOCYJapCTBEHHYIO TaiHYy, IPEIOCTABISIIOTCS B MOPSIKE, YCTAHOBICHHOM (e/iepaibHBIM 3aKOHOM O
roCyJ1apCTBEHHOM TaliHE.

4.9.3. B cinyuae HeOoOXOOMMOCTH TIPOBEJIEHHS B CBS3W C OOpalleHHEM WM 3alpoCcoOM
JIOTIONTHUTEIBHON MPOBEPKU WIIU JIOMOJHUTENBFHOTO H3YYEHHSI KAKUX-TUOO BOMPOCOB CIEIYET
co0o0mMTH 00 3TOM aBTOPY OOpAIICHHUS WK 3aIPOCca B TPEXTHEBHBIN CPOK CO JHS €r0 TOTY4YCHHUSI.
4.9.4. Tlpuem, oOpaboTka M HampaBlieHHE MMOCTYHAIOUIMX OOpPAIIEHUH U 3alpocoB JEMyTaTOB
OCYIIECTBIISIETC CEKPETapeM B COOTBETCTBUM C YCTAHOBIICHHBIM TIOPSIKOM padOTHI C
MOCTYHAIOIIUMH JOKYMEHTAMHU.

4.9.5. B crpykrypubix moapazjaeneHusx OY mo oOpalieHusiM W 3ampocaM B COOTBETCTBUU C
yKa3aHUSMU PYKOBOJICTBA OIMEPATHUBHO TOTOBATCA MPOEKTHI OTBETOB, 2 B HEOOXOAMMBIX CITydasx
MIPOEKTHI HOPYYEHUH COOTBETCTBYIOIIMM OPTaHU3AIHSIM.

4.9.6. O6parieHus 1 3arpockl IEMyTaToOB U JIOKYMEHTHI TI0 UX PACCMOTPEHHIO (OPMHUPYIOT B JeNia B
COOTBETCTBUM C HOMEHKJIATYpOH JIeJl.

4.9.7. B OY aHanu3upylOT KOJHYECTBO U XapakTep OOpalleHuii U JemyTaTCKUX 3alpocoB
UHGOPMHUPYIOT 00 3TOM PYKOBOJICTBO.

S. IlonckoBasi cucTteMa N0 JOKyMeHTaM

5.1. Peructpanus JOKyMEHTOB.

5.1.1. OcHOBOI NOCTPOEHHUSI MOUCKOBBIX CHCTEM SBISIETCS PETUCTpalUs JTOKYMEHTOB — 3allHCh
YUYETHBIX JAHHBIX O JOKYMEHTE 10 YCTaHOBJEHHOW (opme, purcupyromas (Gakr ero cozmaHus,
OTIIPABJICHUSI UJIH TOTY4YEHHUS.

5.1.2. Perucrpauuu mojiexar BCe JOKYMEHTHI, TpeOylolue ydeTa, UCIOJHEHHUsS B CHPaBOYHBIX
LEJIsAX.

Peructpupyrorcsi JOKYMEHTBI, MOCTYMAIOUIME U3 JAPYIHX OpraHu3aluid ¥ oT (GU3MUECKUX JIUL, a
TaK)X€ CO3/1aBaeMbl€ — BHYTPEHHUE U OTIPABIIIEMBIE.

JIOKYMEHTBI PETUCTPUPYIOTCS HE3aBUCHMO OT CIIOC00a UX JOCTaBKH, Nepejauu U CO3JaHus.
5.1.3. JIOKyMEHTBl pEerucTpupyroTCs OJUH pa3: IMOCTyHaroIllMe — B JIeHb IOCTYIUICHUS,
CO3/1aBacMbI€ — B JCHb IOANUCAHUSA WM yTBEpkAcHUA. [Ipu mepenade JOKyMeHTa M3 OJHOTO
MO/Ipa3/JIesIeHus B PYroe OH MOBTOPHO, KaK MPAaBHIIO, HE PETUCTPUPYETCSI.

5.1.4. Peructpanusi 10KyMEHTOB IIPOU3BOANTCS CEKPETAPEM B NpeAEax I'PyMIl, B 3aBUCUMOCTH OT
Ha3BaHMs BUJIa JOKYMEHTA, aBTOPA U COJEPKaHUS.

JIOKyMEHTBI, TepelaBaeMble WM TNpPUHUMaeMble 10 KaHajgaM (PakCUMWIBHOM  CBS3H,
PETUCTPUPYIOTCS] CEKPETAPEM.

5.1.5. loxyments! peructpupyrorcs B PK® — TpaquIIMOHHBIX WK 2JIEKTPOHHBIX KAPTOUKAX.

5.1.6. PeructpaiiioHHbII HOMEpP TOKYMEHTa COCTOUT U3 MOPSAIKOBOTO HOMEpa, KOTOPbI UCXOs U3
nH(pOpMaMOHHBIX ToTpeOHOCTEH OY MOXKET TOMONMHATHCS OYKBEHHBIM MM LU(POBBIM HHIEKCOM
CTPYKTYpPHOTO TOJpa3/eieHusl, UHAEKCOM Jiejla M0 HOMEHKJAType JAeN, KOJAOM JTOKyMEHTa IO
KJ1accu(UKATOpy KOPPECIOHAEHTOB, HcronHuTene n ap. CocTtaBHbIE YaCTH PETUCTPAL[IOHHOTO
HOMeEpa OTAEISAIOTCSA APYT OT Apyra KOCOW 4epTOil.



5.1.7. Ans goctiwkeHust vHGOPMAITMOHHON COBMECTHMOCTH PETHCTPALIMOHHBIX JIaHHBIX U CO3/IaHUS
IIOMCKOBBIX CHCTEM YCTaHABIMBAECTCS CASAYIOIUN COCTaB OCHOBHBIX PEKBU3UTOB PETUCTPALINU:

- HAMMEHOBaHHUE OpraHu3aluu (aBTOpa UM KOPPECIIOHACHTA);

- HAMMEHOBAaHME BHUJIa JOKYMEHTA,

- JlaTa U PEruCTPaLlMOHHBIA HOMEpP TI0KYMEHTA;

- laTa 1 NHJEKC IOCTYILICHUS;

- 3ar0JIOBOK K TEKCTY (KpaTKO€e CoAepKaHUE JOKYMEHTA);

- pe3oroLHs (MCIIONHUTENb, COIEPKaHUe IOPYUEHUs, aBTOP, AaTa);

- CPOK HMCIIOJIHEHUSI JOKYMEHTA;

- OTMETKa 00 MCIIOJHEHUH JOKYMEHTA U HalpaBJICHUH €ro B JEJIO.

IIpaBuna 3anonHeHuss OCHOBHBIX pekBU3UTOB PK® nipencraBieHsl B IPUIIOKEHUH.

CocraB 0043aTeNbHbIX PEKBU3UTOB PETUCTPAIIMM B 3aBUCMMOCTH OT XapakTepa JIOKYMEHTa U 3ajay
MCIOJIb30BaHUS HH()OPMAITMH MOKET JIOTIOJIHATHCS JPYTUMHU PEKBU3HTAMHU:

- rpud (MOMETKa) OrpaHUYCHHS JOCTYyIA K JOKYMEHTY;

- BHYTPEHHSS Ilepeaipecanysi JOKyMEHTOB 10 UCIOJHUTEISAM;

- KOJI [10 TeMaTU4YeCKOMY KJlacCU(UKATOPY;

- KJIFOUEBBIE CJIOBA;

- KOJIMYECTBO JINCTOB IOKYMEHTA;

- HAJINYME IPWIOKEHUM;

- TOJKHOCTHOE JIULIO, IIOCTABUBIIEE TOKYMEHT Ha KOHTPOJIb;

- IPOMEKYTOUYHbIE CPOKU UCIIOJTHEHMUS;

- IEPEHOC CPOKOB UCIIOJHEHUS;

- CPOK XpaHEHMsI IOKyMEHTa;

- CTaTyc JOKYMEHTa(IIPOEKT, Bepcusi);

- BUJI Iepejauu JOKYMEHTa (M04YTOoM, (pakcoM U T.J.) U Jp.

5.1.8. Perucrpanus NOKyMEHTOB-OTBETOB ocywecTBisiercds B PK® MHUIIMAaTUBHBIX JTOKYMEHTOB.
JIOKYMEHTY-OTBETY IPUCBAaUBACTCsl MOPSAKOBBIH HOMEP B MpeAesaX COOTBETCTBYIOLIEIO
PETUCTPALIMOHHOTO MAaCCUBA.

5.2. Opranu3zanus MOMCKOBOW CUCTEMBI IO JJOKYMEHTaM.

5.2.1.Ana obecnedyeHus: 3((HEeKTUBHOIO MCIOIb30BaHUA MH(OpPMAIMM NpU NMPUHATUN pEIISHUH B
OV moxet ObITh cOo37jaHa MOMCKOBAsi CUCTEMA 10 JJOKYMEHTaM.

5.2.2. udopmarus o JOKyMEHTax, MOJy4eHHas NMPU UX PEruCTpalliH, MOCTYMaeT B IMOUCKOBYIO
CUCTEMY, KOTOpast BKJIFOYAET B ce0sl KAPTOTEKH U KJIaCCU(UKALMOHHBIE CIIPABOYHUKHU.

5.2.3. Ilpu TpaguIMOHHON KapTOUHOW perucTpaluu nedaraercs HeoOxoanmoe koiauuecTBo PKO,
KOTOpbIE MOTYT COCTaBJISATh CIIEAYIOLIME KAapTOTEKU: CIPAaBOYHbIE (IO KOPPECIOHACHTaM, BHIaM
JOKYMEHTOB, aBTOpPaM JIOKyMEHTa M Jp.), KOHTPOJIbHO-CIIPABOYHBIEC, KOJU(PHKAIMOHHBIE, II0
oOpallleHusIM Tpaxk/iaH, ajipaBUTHBIE U IPYTHe B 3aBUCUMOCTH OT 3a]1a4 IMOMCKa HHPOpMaIUH.
5.2.4. DddexkTuBHOCTL pabOThl MOMCKOBOW CHUCTEMBI JOCTHraeTcs MOyTeM pa3paboTKU
KJIaCCU(UKAIMOHHBIX CIIPABOYHUKOB:

- KJ1accu(uKaTropa BUIOB IOKYMEHTA;

- KnaccudukaTopa KOppeCIoHIEHTOB;

- KJlaccu(ukaropa pe3otoLuii;

- Ki1accu(UKaTopa UCIOTHUTEIEH;

- KJ1accu(ukaropa pe3yabTaToB UCTIOIHEHHS JOKYMEHTOB;

- HOMEHKJIaTypbl JeI.

IToMMMO nEpeuYnCIIEHHBIX, B KOHKPETHON MOUCKOBOM CHCTEME MOTYT HCIOJIB30BaThCs U APYTue
KJIacCU(UKATOPHI B 3aBUCUMOCTHU OT MOTPEOHOCTEH BBOJIA M MMOMCKA JJOKYMEHTOB M MH(POPMAIIHH.
5.2.5. B aBTOMaru3MpOBaHHBIX ITOMCKOBBIX MACCHUBAaX IIOUCK KOHKPETHOIO JOKYMEHTa WIN
MOAOOPKM MAaTepUaloB OCYIIECTBISIETCS MO arpuOyTraMm (Ha3BaHUIO, BUAY ITOKYMEHTa, JaTe
NPUHATUS, HOMEPY MAOKYMEHTa M T.I.) WIM MO KOHTEKCTY (1o Jo0oMy CJIOBY MM (pase,
coJIepKaIIeicsi B UICKOMOM JJOKYMEHTE).

[ToucKOBBI 3aITPOC MOXKET COIEPIKATh JIIO0YI0 KOMOMHAIIMIO aTPUOYTOB U 3JIEMEHTOB TEKCTA.




5.2.6. IlonckoBbIe CUCTEMBI JOJDKHBI 0OecneunBaTh MOUCK MHPOpMauu o aesrenbHoctd OV, He
OTHECEHHOM K TOCYJapCTBEHHOW TallHE WM CIIy)KeOHOW WHGOpPMAIMU OTpaHUYCHHOTO
pacrpocTpaHeHHs, paOOTHUKAM OpraHa ymIpaBieHHs OOpa30BaHUEM, HHBIM TOCYIapCTBEHHBIM
opraHam, opraHu3anusm, (pU3NYeCKUM JIHLAM.

5.2.7. Tlopsamok TOJY4YEeHHs TMOJIb30BaTeNeM HH(DOPMAIIUK OIpEeaessieT OpraH yIpaBlICHUS
o0pa3oBaHMEM Kak COOCTBEHHUK WM Biajenel] WHQOPMALMOHHBIX PECYpCOB Ha OCHOBE
TpeOOBaHUI 3aKOHOIATENILCTBA.

5.2.8. Ilopsiiok 3amuThl U 10CTymNa K ciaykeOHOH MH(OpMay OrpaHUu4eHHOI0 pacpOCTPAHEHUS
OTIpeNIeNIACTCSl OpraHaMH yIpaBJIEHUS OOpa3oBaHMEM B TNpefeNax HUX KOMIIETCHIUU JIHOO
HEINOCPEICTBEHHO COOCTBEHHUKOM MH(OPMAIUK, B COOTBETCTBUH € 3aKOHOJATEIbCTBOM.

6. KoHTpO./1b HCIIOJIHEHHS JOKYMEHTOB

6.1. Opranusanusi KOHTPOJIS UCIIOJTHEHHUSL.

6.2. KoHTponb HCIOJHEHMs BKJIHOYAaeT B ce0s: MOCTAHOBKY Ha KOHTPOJIb, IMPEIBAPUTEIIBHYIO
IIPOBEPKY M PEryJIMPOBAHUE XOJa MCIIOIHEHHUS, CHATUE C KOHTPOJIS, HAIIPABJIEHUE UCIIOJHEHHOIO
JOKYMEHTa B JIeJI0, y4eT, 0000ILIeHne M aHaJIW3 XOJa U Pe3yJbTaTOB HCIIOJHEHHs JOKYMEHTOB,
WH(POPMHUPOBAHNE PYKOBOAWTENIEH B LEISIX CBOEBPEMEHHOIO M KA4eCTBEHHOTO HCIOIHEHHUS
NOpY4YEeHUH, 3aMKCUPOBAHHBIX B JIOKyMEHTAX.

6.3. KoHTponto mnojjexaT BCE 3aperUCTPUPOBAHHBIE JIOKYMEHTbI, TPEOYIOIIME HCIIOJIHEHUS,
IepevYeHb KOTOPBIX YTBEPKAAETCS pyKOBOAUTENIEM OpraHa yrpaBJIeHUsI 00pa30BaHUEM.

[Ipy mocTaHOBKE NOKYMEHTa Ha KOHTPOJb Ha JIEBOM IOJ€ JOKYMEHTa JEJaeTcsi OTMETKa O
KOHTpoOJIEe, KOTOpYto OykBOil «K» mnu cioBoM (mtammnom) «KoHTposb».

6.4. KoHTpOJIb HCTIOTHEHUSI 00€CTIEUNBACT PYKOBOAMTENb OpPraHa yIpaBIeHHsI 00pa30BaHUEM U T10
€ro MOPYYEHHUIO CEKPETAPD, KOTOPBIM OCYILECTBISAET yU4ET KOHTPOIUPYEMBIX TOKYMEHTOB, a TAKKe
X0J1a U COCTOSIHUS UX UCIIOJIHEHUS.

KoHTpoib HCHONHEHUS IOKYMEHTOB IO CYIIECTBY BOIPOCAa OCYLIECTBIISIIOT PYKOBOIUTENIN
CTPYKTYPHBIX IOJpa3/ieJIeHUIl OpraHa yrpaBjeHHUs 00pa30BaHUEM.

6.5. KoHTpoJb HCIIOTHEHUSI JOKYMEHTOB CTPOUTCS Ha 0a3e perucTpaldoOHHBIX JTaHHBIX.
KoHnTposnbHast kapToTeka CHCTEMAaTHU3MpPYETCSd 10 CpOKaM HCIOJHEHUS JOKYMEHTOB, IIO
WCIIOJIHUTEIISAM, IPYyINIaM JOKYMEHTOB.

6.6. Cpoku HCIIOJIHEHUSI JTOKYMEHTOB MCUHUCISIIOTCS B KaJ€HJApPHBIX IHSAX: MOCTYHNUBLIMX HX
BBIIIECTOSIIIUX OPraHOB TIOCYAAPCTBEHHOM BIJIACTU M BHYTPEHHUX — C JaThl IOANHUCAHUSA
(yTBepkIeHHUs) JOKYMEHTa, a IMOCTYNUBLIMX M3 JIPYIMX OpraHoB YIpaBIIE€HUsS OOpa30BaHUEM,
OpraHu3al|ii, a Takke 0OpaleH!i rpaX/iaH — C JaThl UX MOCTYIICHHS.

Cpoku HUCHOJHEHUS JOKYMEHTOB ONPENENAIOTCS PYKOBOAMTEIEM HUCXOAS U3  CpOKa,
YCTaHOBJICHHOTO OpraHu3aluell, HalpaBUBIIEH JOKYMEHT, WJIH CpPOKOB, YCTaHOBJIEHHBIX
3aKOHOAATEIbCTBOM.

JIOKYMEHTBI MO/IEKAT UCIOJHEHUIO B CIEYIOINE CPOKH:

- C KOHKPETHOM JJaTOM MCIOJHEHUS — B YKAa3aHHBIA CPOK;

- 0e3 yKa3zaHUS KOHKPETHOW JaThl MCIIOJHEHMs, HUMEIOIIHE B TEKCTE IOMETKY «CPOYHO» -
HCIIOJHAETCS B 3-THEBHBIN CPOK;

- IMEIOIINE TIOMETKY «onepaTUBHO» — B 10-IHEBHBIH CPOK, OCTalIbHBIE — B CPOK HE OoJiee MecAla;

- o o0paleHusM rpaxkaaH, nocTynuBmiuM B OV u TpeOyromuM JOMOIHUTEIFHOTO U3YUYEHUs U
MIPOBEPKH, - 0 OJHOIO MecCsla CO JHS UX PErMCTpAlMH, M0 OCTaJbHBIM OOpallleHusIM — He Ooee
15 nmeit.

Ecnu mocnenHuii JleHb CpoKa MCIOJMHEHHs JOKYMEHTa NPUXOAUTCS Ha HepaOouuil JeHb, TO
JOKYMEHT MOJJIEKUT HCIIOJIHEHUIO HE TMO3]Hee padouero JIHS, NMPEIIeCTBYIOLIEro HepadoueMy
JHIO.

Jlata nucnosHeHUs yKa3bpIBaeTCs B PE30JIIOLMU pPyKoBoaAUTENS U Pukcupyercst B PKO.

6.7. IIpu HEOOXOIMMOCTH U3MEHEHUS CPOKA UCIIOIHEHUS IOKYMEHTAa OTBETCTBEHHBIN HCIIOIHUTENh
MIPE/ICTAaBIsIeT Ha WMs PYKOBOIMTENS, JABILEro MOPYyYEHHE, MOTHBUPOBAHHYIO MPOCHOY O €ro
IIPOJUIEHNH HE MO3/Hee 3 AHEW 1O NCTEYEHHs ITOTO CpOKa.




0060 Bcex ciydasXx HM3MEHECHHsI CPOKa HCIOJHEHUS JOKYMEHTOB OTBETCTBEHHBIM HCIOIHUTEND
CBOEBpPEMEHHO HMH(OPMHUPYET cekpeTaps sl BHeceHHs: m3MeHeHuid B PK® (HOBBIN cpok, marta
W3MCHEHUS, TTOJIITNCH).

6.8. B ciydyae WHCHONHEHHUS [IOKYMEHTa HECKOJIbKUMHU CTPYKTYPHBIMH THOJpa3aeeHUsIMU
MOJJIMHHUK JIOKYMEHTA HAIPaBJISICTCS OTBETCTBEHHOMY HCIOJIHUTEIN0, OCTATbHBIC MCIIOTHUTEIN
MOJIY4al0T KOMUU JOKYMEHTA.

6.9. Ilpu yxome B OTIYCK, BBIOBITHH B KOMAaHAHPOBKY, B Ciiy4ae OOJIC3HH, YBOJLHEHUS HWIIN
nepeMenieHus: pabOTHUK, OTBETCTBEHHBIN 32 KOHTPOJIb UCIIOIHEHUS JOKYMEHTOB, 00s3aH MepeaaTh
IpyroMy paOOTHHUKY 10 COIVIACOBAHUIO C  HEMOCPEICTBEHHBIM PYKOBOJUTEIIEM  BCE
KOHTPOJIMPYEMbIE TOKYMEHTBHI.

6.10. Ilpum mepecbulke MOKYMEHTa Ha UCIOJHEHHE B IIOJABEIOMCTBEHHYIO OPTraHHM3AIHI0 C
MOCIEAYIOIUM HHPOPMUPOBAHUEM O XOJI€ U PE3yJbTaTax MCIOIHEHUS BMECTE C JOKYMEHTOM
MePEChUIAIOTCS J[BA DK3EMILISIPA PErUCTPAIIMOHHON KapTodKu. [locie UCOMHEH S OJJUH 3K3EMILISP
KapTOUYKH BO3BpAIIAETCS C YKa3aHUEM JIaThl U COJEPKaHUS UCTIOTHEHHUSI.

6.11. IlpoBepka xo04a WCIOJHEHUS OCYIIECTBISACTCA O MCTEUECHHUS] CPOKOB HCIOJHEHUS
JIOKYMEHTOB.

6.12. CusTHe OOKyMEHTa C KOHTPOJII OCYIIECTBJISET PYKOBOAMTENIb WJIH IO €ro MOPYYCHHIO
CEKpeTaph, CHATHE JOKYMEHTa ¢ KOHTPOJsi 0hopMIIsieTCsl OTMETKOM 00 MCTIONHEHUHU JAOKYMEHTa U
HaIpaBJICHUU €r0 B JICJIO: KpaTKUE CBEJCHHUS 00 HMCIIOJIHCHWU WMJIM CChLIKA Ha JIOKYMEHT (maTta u
HOMEp), CBUJETEILCTBYIONINI 00 UCTIOTHEHUH; OTMETKA «B JIEJIO», HOMED Jella, B KOTOpOM OyieT
XpaHUTBCSA JIOKYMEHT; Jara; TOJIUCh HWCIOJHUTENS WIH PYKOBOAWTENS CTPYKTYPHOTO
Mo/Ipa3IesieHus, B KOTOPOM UCTIOJTHEH IOKYMEHT.

6.13. JIOKyMEHT CUYUTaeTCs HWCIOJHEHHBIM M CHUMAETCS C KOHTPOJSI IMocie (haKTHIECKOTrO
BBITIOJTHEHUSI TIOPYYEHUN MO CYIIECTBY, JOKYMEHTHPOBAHHOTO MOJTBEPKICHUS HCIONHEHUS U
COOOIIEHUS PE3yIbTATOB 3aMHTEPECOBAHHBIM OPTraHU3AIMsAM U JINIIaM WJIH €CJIHA B MPEICTABICHHBIX
[0 HEMy MaTepuanax O BBINOJIHEHUU HE JAHO JOTOJHUTENbHBIX MOPYYCHHH U MaTepHalbl He
BO3BpAILIEHBI Ha T10PabOTKY.

7. Opranusanusi J0KyMeHTOB B /1eJIONPOU3BO/ICTBE

7.1. Opranusanus JOKYMEHTOB B JIEJIOTIPOU3BOJCTBE MPEACTaBIsIET COOOH COBOKYIMHOCTh BHJIOB
paboT, o0ecneunBaOIIUX COXPAaHHOCTh, Y4YE€T, CUCTEMAaTU3alUI0 JOKYMEHTOB, (POPMUPOBAHHUE U
oopmieHue e B AEIONPOU3BOACTBE U UX Iepeiady B apXUB B COOTBETCTBHM C TPeOOBAHUSAMH,
YCTaHOBJICHHBIMU T'OCYAapCTBEHHBIMU CTaHJAPTaMU Ha JOKYMEHTBI, HOPMAaTUBHO-METOJUYECKHUMHU
nokymentamu @exnepanpHoi apxMBHOM cinyxObl Poccun, a Takke COOTBETCTBYIOIIMMU
HOPMAaTUBHO-METOAMYECKUMHU JTOKYMEHTAMU [0 apXUBHOMY JENy U JAETONPOU3BOJCTBY apXUBHBIX
OpraHoB o0acTH.

OcCHOBHBIMU BUAaMH pabOT, 00ECTEeUMBAIOUIMMH TPABUIBHYIO OpPraHU3alUI0 JOKYMEHTOB B
JIeTIOTIPOU3BOICTBE, SIBIISIIOTCS COCTABJICHHE HOMEHKJIATYp /11 U (OpMHUpPOBAHUE JIE.

7.2. CocraBieHrne HOMEHKIIATYP Je.

7.2.1. HomeHknatypa Jiel — CUCTEeMaTU3UPOBAaHHbII NepedyeHb 3arojioBKOB (HaMMEHOBaHUI) nen,
3aBOJUMBIX B OpraHax yhpaBjieHHs oOOpa3oBaHMEM, C YKa3aHHEM CpPOKOB WX XpaHEHU,
o(hopMIIEHHBIH B yCTaHOBJIEHHOM IOPSIKE.

Homenknarypa aen npeaHazHadyeHa AJi OpraHU3ally FPYNIUPOBKUA UCTIOJHEHHBIX JOKYMEHTOB B
JieNla, CUCTEMAaTU3alluN U y4eTa JIeNl, ONPEACIICHUs CPOKOB UX XPAaHEHUS U SIBISIETCSI OCHOBOW AJIs
COCTaBJICHUS] OMUCEH Jied MOCTOSHHOTO M BpeMeHHoro (cBeime 10 jeT) XpaHeHus, a Takxke s
ydeTa Jieql BpeMeHHOro (710 10 JieT BKIIOUUTENbHO) XpaHEHHs..

7.2.2. Tlpm cocTaBieHMHM HOMEHKJIATYpbl JEl CIEAYyEeT PYKOBOACTBOBATHCA ITOJIOKEHUSAMH O
YUPEXIECHUH, IITaTHBIM paclycaHueM, IJIaHaMU U OTYEeTaMH O paboTe, MEePEeYHsIMU JOKYMEHTOB C
yKa3aHHEM CPOKOB HX XpaHEHHUs, HOMEHKJIATypaMH JeJl 3a IpeauiecTByrouue roasl. M3ydarorcs
JOKYMEHTBI, 00Opa3yrolecs B IeATeIbHOCTH OpraHa yIpaBieHHst 0Opa30BaHUEM, UX BHJIbI, COCTaB
U coJiepKaHue.




7.2.3. Homenknarypa pnen MIOAIUCHIBAETCS.  IUPEKTOPOM, COIJIACOBBIBAETCS KCIEPTHOMN
Komuccuen (nanee nmenyercs JK).

7.2.4. HomeHknarypa Jell IedaTraeTcsi B HEOOXOJUMOM KOJMYECTBE OHK3eMIUIApoB. IlepBsiit
YTBEP)KICHHBIN 3K3EMIUIAP HOMEHKIATYpbl Jell SBISETCSd JOKYMEHTOM IIOCTOSHHOIO CpOKa
XpaHeHus, BTopoil ucnonb3yercs B OY B kauecTBe pabouero, Tpetuil — B apxuse OV, ueTBepThIi —
B apxuBe PYO.

7.2.5. HomeHnknaTypa A€l B KOHLE KaXIOrO Toja YTOUHSETCS, YTBEPXKAAETCS U BBOJUTCS B
JercTBue ¢ 1 ssHBaps cieAyroniero rojaa.

7.2.6. HomeHnknaTypa Jell COCTaBJISIETCd M COIJIACOBBIBAETCS 3aHOBO B Cllydae KOPEHHBIX
U3MEHEHUH QYHKIMH U CTPYKTYPBl YUPEKACHUS.

7.2.7.HazBanusimu pas3nenoB HoMeHKiatypel gAen OV  gBISIOTCS Ha3BaHMsI CTPYKTYPHBIX
nojpaszeneHuil. B cBoJHONW HOMEHKIaType Jes paslienbl pacloyiaraloTcs B COOTBETCTBHM C
YTBEPKJICHHOU CTpYyKTypoit OVY.

7.2.8.B HOMEHKJaTypy Aed BKIIOYAIOTCSA 3arojOBKH J€J, OTpa)karollue BCE JOKYMEHTHpYEMble
y4yactku pabotsr OVY.

B HOMeHKIaTypy Jies1 He BKJIIOYAOTCs NEePUOINYECKUE U3AaHus.

7.2.9.I'padbl HOMEHKJIATYP J€JT 3aMOIHAIOTCS CIEAYIOIUM 00pa3oM.

B rpage 1 HOMEHKIATypbl [eJl HPOCTaBISAIOTCS HMHAEKCHl KaXAOro JieNla, BKIIOYEHHOro B
HOMEHKJIATypy. MHIEKC Jiea COCTOMT M3 YCTaHOBIIEHHOTO B OpTaHe YIpaBJIeHUs 00pa3oBaHHEM
uGpoBOro 0003HAYEHUsI CTPYKTYPHOI'O IMOJPA3/AEiCHUs M MOPSJIKOBOTO HOMEpa 3arojioBka IO
HOMEHKJIAType B IIpeAenax CTPYKTYpHOro nojpasieneHus. Muaekcsl nen  00o3HauyaroTcs
apabckumu 1udpamu.

Hamnpumep: 12-05, roe 12 — o603HaueHHE CTPYKTYpHOTO mojapasnaeneHus, 05 mopsakoBblii HOMEp
3aroJI0BKa JieJia 10 HOMEHKJIAType.

B HOMEHKIaType Jen peKOMEHAYETCS COXPAaHSITh OJMHAKOBBIE MHJEKCHI JUISI OJHOPOTHBIX JET B
npejenax pasHbIX CTPYKTYPHBIX MOApPa3eIeHU; Ui NepeXoAsX e HHIEKC COXPaHsIeTcs.

B rpady 2 HOMEHKIATYpHI J1eJ1 BKIIOYAIOTCS 3aT0JIOBKU e (TOMOB, YacTel).

3aroJ0BOK Jiena JIOJKEeH 4eTKo, B 00001IeHHON (popMe OTpaxaTh OCHOBHOE COEp)KaHUE U COCTaB
JIOKYMEHTOB JiejIa.

He nomyckaercs ynorpeGiieHHE B 3arojioBKe Jejla HEKOHKPETHBIX (OPMYIMPOBOK («pa3Hble
MaTepuaibh», «O01as nepenucka» 1 T.7.), a TAK)KEe BBOJHBIX CJIOB M CJIOKHBIX 000POTOB
3aroJoBOK Jeja COCTOMT W3 JIEMEHTOB, paclojaraéMbIX B CIEAYIOIIEH MOCe10BaTeIbHOCTH:
Ha3BaHUE BUja Jena (Tepenucka, KypHal U T.1.) WIH Pa3HOBUIHOCTH JOKYMEHTOB (IIPOTOKOJIBI,
IpUKasbl U T.J.); Ha3BaHUE (helepalbHOrO OpraHa MCIOJHUTEIbHON BJIACTH WIH CTPYKTYPHOTO
MoJIpa3/ieNieHus (aBTOp JOKYMEHTA); Ha3BaHWE OpTraHU3allH, KOTOPOil OyayT aJpecoBaHbl MU OT
KOTOpPOM OyAyT NOJy4eHbl IOKYMEHTHI (ajpecaT WJIM KOPPECIOHAEHT JOKYMEHTa); KpaTKoe
coZiep)KaHWe JOKYMEHTOB Jiela; Ha3BaHWE MECTHOCTH (TEPpUTOPHH), C KOTOpPOH CBSI3aHO
coJiepKaHue IOKyMEHTOB Jiefia; faTa (Iepro), K KOTOPOH OTHOCSATCS JOKYMEHTHI Jela.

B 3aromoBkax jgen, coiepKamIMxX TOKYMEHTBHI II0 OJHOMY BOINPOCY, HO HE CBS3aHHBIX
MI0CTIe/I0BATENbHOCTBIO UCIIOJIHEHUS], B KQUeCTBE BUAA JIea YIOTPeOIsieTCs TEPMUH «IOKYMEHTBI»
a B KOHIIE 3aroJIOBKa B CKOOKaX YKa3bIBAIOTCSI OCHOBHBIE Pa3HOBHIHOCTH JIOKYMEHTOB, KOTOPBIE
JIOJKHBI OBITH CTPYNITUPOBAHBI B Jiene (TUIaHbl, CIIUCKHU, TOKJIAIBI U T.J1.).

Hanpuwmep:

«JlOKYMEHTBI O MPOBEACHUN TEMATUYECKUX BBICTABOK (TIaHbI, CIIMCKHU, JOKJIA/Ibl, XapaKTePUCTHKU
9KCIIOHATOB)».

B 3aronoBkax jaen, coiepikaliux MEepenucKy ¢ OAHOPOAHBIMU KOPPECIOHAEHTaMHU, OCIeTHIE He
YKa3bIBaIOTCS, @ YKa3bIBaeTCA UX 00Illee BUIOBOE Ha3BaHUE.

B 3aronoBkax jen, copepikaliux MEPEenucKy ¢ pa3HOPOJIHBIMU KOPPECIIOHIEHTaM, MOCIEeIHee He
MIEPEYUCIISIOTCS.

Hamnpumep:

«[lepermncka 00 oOpraHu3alii CEMHUHAPOB M COBEHIAHWK IO BOMPOCAM JIOKYMEHTHPOBAHUS
YIIPaBJIEHYECKOM IeATETLHOCTH.



B 3aronoBke nena ykas3bplBaeTcsi KOHKPETHBIH KOPPECHOHJIEHT, €CIIU NEPENNCKa BEAETCA TOJIBKO C
HUM.

Hanpumep:

«[lepenucka c 00JIaCTHBIM UHCTUTYTOM IOBBIIIEHUS KBAIU(UKAIIMK paOOTHUKOB
o0pa3oBaHU.

[Ipu 06o03HaUeHUHU B 3aroJIOBKax Jell aJMUHUCTPATUBHO-TEPPUTOPUATBHBIX €IUHUL] YIYUTHIBACTCS
CIIEAYyIOIEE: €CIU COJEp)KAHHUE JIela KAacaeTcsl HECKOJIbKMX OJHOPOJIHBIX aJMUHUCTPAaTUBHO-
TEPPUTOPUATBHBIX E€IWHHUI, B 3arojOBKe Jella HE YKa3blBalOTCA HMX KOHKPETHbIE Ha3BaHUS, a
yKa3bIBaeTCsl UX 001ee BUJOBOE Ha3BaHUE.

Hanpumep:

«IIepenucka ¢ ramaBaMy aJIMHUHUCTPALMNA BOJIOCTEW O COLMAIBHON 3AIUATE yJaLUXCS.

Ecnu conmepkaHue Jena KacaeTcsi OJHOM aJIMUHUCTPATUBHO-TEPPUTOPHAILHON  €IUHUIIBI
(HaceJIeHHOT O MYHKTA), €€ (ero) Ha3BaHHWE YKA3bIBAETCS B 3ar0JIOBKE Jelia.

B 3aronoBkax gen, copepiKallux IJIAHOBYIO WJIM OTYETHYIO TOKYMEHTAIIUIO, YKa3bIBAE€TCSl MEPUOJL
(xBaprai, roa) Ha (3a) KOTOPHIMA COCTABJICHBI TIJIAHBI (OTYETHI).

Hampuwmep:

«Otuer PUK — 83».

Ecnu neno Oyner cocTosTh U3 HECKOJIBKUX TOMOB WJIM YacCTeH, TO COCTABISETCS OOIIMI 3ar0JI0BOK
JieNia, a 3aTeM IIPU HEOOXOIMMOCTH COCTABIIIOTCS 3ar0JI0BKHM KaX/10r0 TOMa (4acTH), yTOUHSIOIINE
coJiep>KaHue 3arojoBKa Jiena.

[Topsaok pacrosioKeHUs 3aroJIoBKOB JIEJl BHYTPU Pa3AeiioB M IMOAPA3/IEIOB HOMEHKIATYphl el
OTIpE/ICTISICTCS] CTENEeHbI0 BaXXHOCTU JOKYMEHTOB, COCTABJISIONIMX Jiela, U UX B3aUMOCBS3bl0. B
Hayajle pacHojlaraloTcsl 3aroJIOBKM JIeJl, COZEpXkallluX OpraHu3alrdOHHO-PACIIOPSIUTEIbHYIO
JOKYMEHTAIHIO.

3aroJIoBKH JIeJI MOTYT YTOUHSTRCS B Tiporiecce GopMHupoBaHUS 1 OOPMIICHHS IS,

I'pacba 3 HOMEHKIATYPHI 1€ 3aTOTHSAETCS 0 OKOHYaHUH KaJIEHJAPHOTO To/1a.

B rpade 4 yka3pIBaloTCsl CPOK XpaHEHHS JieJia, HOMEpa CTaTel 1Mo MepedHIo, a MIPHU €ro OTCYTCTBUU
— TUNIOBOM WJIM TPUMEPHON HOMEHKJIAType Jel.

B rpade 5 «IIpumeuanue» yka3bIBalOTCS Ha3BaHUS MEPEYHEH TOKYMEHTOB, HCIOIb30BaHHBIX IpU
OIIPEEIIEHUN CPOKOB XpaHEHMsI JI€J, MPOCTABISAIOTCS OTMETKH O 3aBEJICHUU JEJ, O NEPEXOIALINX
JieNlaX, O BBIIEJIEHUM JeJ1 K YHHYTOXKEHHIO, O JIMIAX, OTBETCTBEHHBIX 3a (popMHpOBaHHUE N€d, O
nepeaaye /ey B Apyroi opraH ynpasiaeHUs o0pa3oBaHUEM Ul NPOJOKEHHS U JIp.

7.2.10. Eciu B Teuenue roga B OY BO3HMKAIOT HOBBIE JOKYMEHTHPOBAHHBIE Y4acTKU padOTHI,
HEMpPEAYyCMOTPEHHBIE J€a, OHM JOMOJHUTENbHO BHOCATCA B HOMEHKIarypy. Jlis BHOBb
3aBOJUMBIX JI€T B KQXKJIOM pa3Jieie HOMEHKIATyphl OCTaBJISIOTCS pe3epBHBIE HOMEpA.

7.2.11. Ilo okOHYaHHUM TOJA B KOHIIE HOMEHKIATYpPhI /€] I€TaeTCsl UTOrOBas 3alIUCh O KOJIMYECTBE
3aBe/IEHHBIX JeJ (TOMOB)

7.3. ®opmupoBaHue U 0popMIICHUE AE.

7.3.1. ®opMupoBaHUE €Nl — TPYNIUPOBKA UCIOJHEHHBIX JIOKYMEHTOB B JieJla B COOTBETCTBUU C
HOMEHKJIaTypOH €]l U CUCTEMATHU3alus JOKYMEHTOB BHYTPH Jea.

7.3.2. Jlena ¢opmupytorcas B OV, Kak NpaBUJIO, AELEHTPATIU30BAaHHO, T.€. B CTPYKTYpPHBIX
MO/Ipa3ICIICHUSX.

7.3.3. HcnonHeHHbIE JTOKYMEHTBI JOJDKHBI B 15-IHEBHBIM CPOK CHABAaThCS HCIOJTHUTEIEM,
CeKpeTaplo, OTBETCTBEHHOMY JJIs1 pOpMHUpOBaHUs UX B Aena. Homep nena, B KoTopoe 10HKeH ObITh
MOJLIUT AOKYMEHT, ONpeAeNsieT PyKOBOAUTENb CTPYKTYPHOIO MOAPA3ICICHHS WIA UCTIONHUTEh B
COOTBETCTBUM C HOMEHKJIATYPOH JI€I.

7.3.4. Tllpu dbopmupoBaHum e HEOOXOAUMO COOIOIATh CIEAYIONIME TpaBuia: TOMENaTh B IO
TOJIBKO HCIIOJIHEHHBIE JIOKYMEHTBI, B COOTBETCTBHUM C 3arojIOBKaMH JieJ1 II0 HOMEHKJIATYpE;
IpyNIUPOBaTh B JI€JI0 JOKYMEHTHI OJHOTO KaJeHJIapHOIro rojia, 3a UCKIIOYEHHEM NEepexOJIsIInX
JIeJT; pa3ieabHO TPYNIIUPOBATh B JI€Ja JOKYMEHTHI IOCTOSSHHOIO U BPEMEHHOI'O CPOKOB XPAHEHUS;
MOMEIAaTh B JleJla KCepoKonuM (pakcorpaMM, TeaedoHOrpaMMbl Ha OOLIMX OCHOBAaHUSAX; B JEJO HE
JIOJKHBI TIOMEIAThCS TOKYMEHTBI, MOJJIeXKAalllie BO3BpaTy, JUIIHUE 3K3EMIUISPhI, YEPHOBUKH; 11O




o0BeMy Jeno He MoikHO mpeBbimarh 250 mucroB. [Ipm Hamuyuu B J1el€ HECKOIBKUX TOMOB
(dacTeil) MHAEKC U 3ar0JIOBOK Ji€ia MPOCTABISIOTCS HAa KaXJI0M TOME C J00aBICHUEM «T.1», «T.2»
U T.J.

7.3.5. JIOKyMEHTBl BHYTpPH JIeJla PACIoJIaraloTCs B XPOHOJIOTHYECKOM, BOMPOCHO-JTOTHYECKOM
IIOCJIEZI0BATEIBHOCTH WIH UX COYETAaHUU.

PacniopsimuTenbHble JOKYMEHTBI TPYIIUPYIOTCA B [IeNa M0 BUAaM M XPOHOJOTHHU C OTHOCAIIUMUCS
K HUM NPUIIOKCHUSIMHU.

B otnenbHble A€na MO XPOHOIOTHH, B 3aBUCUMOCTH OT BHJIOB JOKYMEHTOB, (DOPMUPYIOTCSI KON

MPUHATHIX 3aKOHOB MuHOOpa3zoBanus PD, 3axkoHOB 001acTH, akTOB AJIMUHHCTPALIUU
obsacTi, AJMUHUACTPALIUU paiioHa, ['oCy1apCTBEHHOTO yIIpaBICHUS
00pa3oBaHUs M HAYKH 007aCTH M BBIIUCKU U3 COOTBETCTBYIOIIMX ITPOTOKOJIOB

3acemanuii  koyutermu W [ocymapcTBeHHOro — ympaBieHHs — oOpa3oBaHHMsl W HAyKu
0o01acT, OpPraHoB HCIOJHUTEIBHOW M  3aKOHOJIATENBHOW  BIIACTH
paiioHa.
[lonoxkeHns, WHCTPYKLUMH, YTBEPXKICHHBIE PpACIOPSAUTEIBHBIMU JOKYMEHTAMM, SBISIOTCS
MPUJIOKEHUSAMHU K HUM U TPYIIIUPYIOTCSA BMECTE C YKa3aHHBIMU JIOKYMEHTaMH.
[Tpuka3sl IO OCHOBHOMH JESATEIBHOCTH IPYNITUPYIOTCS OTIEIBHO OT MPUKA30B MO JHYHOMY COCTaBY.
[IpoTokoinbl B Jieie pacroiaraloTcs B XPOHOJOTHYECKOM MOpsiike Mo HoMepam. JIOKYMEHTHI K
IIpOTOKOJIaM, CIPYIIIUMPOBAHHBIC B OTACJIBHBIC J€jJa, CHCTCMATHU3UPYIOTCI II0 HOMEpaM
IIPOTOKOJIOB.
YTBepkKIACHHBIC IUIAHBI, CMETHI, JIAMUTBI, TUTYJIbHBIE CIIMCKHA U APYTHE JTOKYMEHTHI IPYIIIHPYIOTCS
OTJIEIbHO OT MIPOEKTOB.
JIOKYMEHTBI B JIMYHBIX JIeTIaX PACIOJIAraloTCs 110 MEepe WX MOCTYIUICHHS.
[lepenucka rpynmnupyercs, Kak IpaBHIIO, 3a MEPUOJ KAJICHIAPHOTO roJla U CUCTEMaTU3UPYEeTCs B
XPOHOJIOTUYECKOH TOCIIEeIOBATEIIEHOCTH; JOKYMEHT-OTBET ITOMEIIAETCS 32 IOKYMEHTOM-3aIIPOCOM.
[Ipy BO30OHOBIEHUH MEPETHCKH M0 OMPEIEICHHOMY BOMPOCY, HauaBIIEHCS B MPEAbIAYIIEM IOy,
JOKYMEHTHI BKIIIOYAIOTCA B I€JI0 TEKYIIETO Tofla ¢ YKa3aHWeM MHJEKCa JeNia TPEAbLIYILIEro roa.
7.3.6. [lena OY mnomyexat odhopMIICHHUIO MTPH UX 3aBEJCHUH U 10 3aBepiieHuu roaa. OdgopmieHue
Jiea — MOJroTOBKa Jenna K xpaHeHuto. OdopmiieHne nena BKIIOYAeT B ce0si KOMILIEKC paboT 1o
OMMCAHUIO JieNla Ha O0JIOKKE, OpOIIIOPOBKE, HyMEPAllUU JIUCTOB U COCTaBICHHUIO 3aBEPUTEIHHON
Haganucu. OdopmiieHHe 1e7 MPOBOIUTCS CEKPETapeM.
7.3.7. B 3aBUCUMOCTH OT CPOKOB XpaHEHUs MPOBOJUTCS MOTHOE WM YaCTUYHOE OopmIleHuE Jell.
[TonHOMY O opMIIEHHIO MOAJNIEXKAT JieJa MOCTOSTHHOrO, BpeMeHHoro (cBbliiie 10 jer) xpaHeHus u
1o JM4YHOMy coctaBy. lloiaHoe odopmieHue nena mpeaycMarpuBaeT: opopMIIEHHE PEKBU3UTOB
OOJIOKKH Jefla 10 yCTaHOBJICHHOH (hopMe; HyMepalHio JINCTOB B JIeJe; COCTAaBIICHHE JIHCTA —
3aBepuTeNs JeNa; COCTAaBICHHE B HEOOXOMUMBIX CIydasX BHYTPEHHEW OMUCH JOKYMEHTOB Jena;
MOAIKMBKY W NCPCIUICT A€jIa; BHCCCHUEC HGO6XOZ[I/IMI>IX YTO‘IHCHI/Iﬁ B PCKBU3HUTHI 00JI0KKH JacJia.
7.3.8.0650%Ka Jena MmocTOSHHOTO, BpeMeHHOTo (cBbiiie 10 neT) XpaHeHHs ¥ 10 TUYHOMY COCTaBy
opopmisiercss 1O ycTaHOBIeHHOW ¢Gopme. Ha o00oxke ngenma yKa3bIBalOTCS PEKBU3UTHL
HAaMMEHOBAaHHE OpraHa ymnpaBJeHHs 00pa30BaHHEM; HAMMEHOBAHUE CTPYKTYPHOTO MOIpa3AeICHUS;
WHJICKC JIea; 3aroJIOBOK Jefa; jJara jena (TomMa, YacTH); KOJHYECTBO JIMCTOB B JIENe; CPOK
XpaHeHus JieNia; apXUBHBIA 1mudp aena.
PexBu3uTHI, TmpoCTaBisieMble Ha OOJOXKKE Jena, O(QOpPMISIOTCS  CIEAYIONUM  00pa3oMm:
HAaUMEHOBAHHE OpraHa yIMpaBIeHHS 0Opa3oBaHHEM YKa3bIBA€TCS MOJHOCTHIO, B UMEHHUTEIHLHOM
nmajiexxe, € YyKazaHueM O(UIUAIFHO TPHHITOTO COKPAIIEHHOTO HAMMEHOBAHHS, KOTOpPOE
yKa3bIBaeTCs B CKOOKax TOcCJe TOJHOTO HAWMMEHOBAaHUS; HAaWMEHOBAHHE CTPYKTYPHOTO
MOJIPA3/IeICHNs] — 3aliChIBACTCS HAa3BaHHWE CTPYKTYPHOTO TIOApA3/eNICHHs] B COOTBETCTBHH C
YTBEP)KICHHON CTPYKTYpOH; MHJIEKC Jaeia — MpocTaBisercs LuppoBoe 0OO3HAUYEeHHE Jena IO
HOMEHKJIAType JIeJl OpraHa yIpaBieHUs o0pa30BaHUEM; 3aroJIOBOK Jejla — IEePEHOCHTCS W3
HOMEHKJIATYpHI JIeTl OpraHa yrnpaslieHus: oopa3zoBanuem, cornacoBanHoi ¢ JI1K rocynapctBeHHOTO
apXx¥Ba; JaTa Jeia — yKa3biBaeTcsl Toj(bl) 3aBEJCHUS W OKOHYAHWS JeNla B JIEJIONPOHU3BOICTBE.
Jlatoit nmen, comepKaluxX paclopsAUTENbHYI0 JOKYMEHTAIMIO, a TakKe JJs JIeT, COCTOSIINX W3




HECKOJIbKUX TOMOB (4acTeil), IBISIOTCS KpallHUE 1aThl JOKYMEHTOB JI€lIa, T.€. JaThl (YUCII0, MECHLl,
rOJl) PerucTpaluy (COCTABIEHHS) CAMOT0 PAHHEr0 U CaMOro MO3/HEr0 JOKYMEHTOB, BKIFOYEHHBIX
B neno. [Tpu 3TOM uncio u rox o6o3HaYarOTCA apaOCKUMU IH(pamMu, Ha3BaHUE Mecsa MHUIIETCS
CIIOBaMH.

B memsx oOecrieueHHs COXPAHHOCTH M 3aKpEIUICHHUS MOPSIKA PACIOJIOKEHUS JTOKYMEHTOB,
BKJIFOUEHHBIX B JI€JI0, BCE €r0 JUCTBI, KPOME JIMCTA 3aBEPUTENSI U BHYTPECHHEH OIIMCH, HYMEPYIOTCSI.
JIucTel HyMEpyIOTCS MPOCTBIM KapaHJAllOM CBEpXy BHU3, LUQPHI MPOCTABISIOTCS B IMPaBOM
BEPXHEM YTy JIMCTA.

JIucThl A€, COCTOSIIMX U3 HECKOJIBKUX TOMOB WM YacTeW, HyMEPYIOTCS IO Ka)XA0OMy TOMY WJIU
4acTH OTIENBHO.

dotorpadun, 4epTEeKH, AUArpaMMbl U JIPYTHe WIUTIOCTPATUBHBIC M CHEUU(UYECKUE TOKYMEHTHI,
IIPEJCTABISAIOIINE CAaMOCTOATENbHBIN JIUCT B Jiejle, HyMEPYIOTCSl Ha OOOPOTHON CTOPOHE B JIEBOM
BEPXHEM YTIy.

[lonmuTeie B A€JI0 KOHBEPTHI € BIOKCHUAMH HYMEPYIOTCA: CHadajaa KOHBEPT, a 3aT€M O4EPEIHBIM
HOMEPOM Ka)KJI0€ BJIOKEHHE B KOHBEPTE.

Ilocme 3aBepuieHMsT HyMEpAaLMM JIMCTOB COCTAaBIISIETCA 3aBEPUTENIbHAS HAANKMCh, KOTOpas
pacnosaraercsi B KOHIE Jiea. 3aBepUTeIbHas HallIMCh COCTABISETCS B JI€JIE Ha OT/AEIbHOM JINCTE —
3aBeputene Jena. B 3aBeputenbHON Hanmucu nUGpaMu M MPONHUCHIO YKA3bIBAIOTCS KOJHMYECTBO
JMCTOB B JAHHOM JIeJie, 0COOCHHOCTH OT/ENBHBIX JIOKYMEHTOB (4epTexXH, (oTorpaduu, pUCYHKH H
T.IL.).

3aBepuTeIbHAS HAAMKUCH TOJNHUCHIBACTCS €€ COCTABUTENIEM C YKa3aHHEM paciiu(pOBKH MOAIUCH,
JIOJDKHOCTH M JaThl cocTaBieHus. KoianuecTBo JUCTOB B Jiene NpocTaBisieTcss Ha 00JI0XKKe Jiena B
COOTBETCTBHUHU C 3aBEPUTEIbHON HAANUCHIO.

PexBu3ur «Cpok XpaHeHus Jena» IEepeHOCUTCS Ha OOJOXKKY Jeda M3 COOTBETCTBYIOLIECH
HOMEHKJIATYpbl JIEJI TOCJIE CBEPKU €r0 CO CPOKOM XpaHEHHMs, YKa3aHHBbIM B IE€PEYHE TUIIOBBIX
JOKYMEHTOB WIM B M€peyHe JOKYMEHTOB, 00Pa3yIOIIUXCs B JAEATEIBHOCTU (PelepabHOr0 OpraHa,
C YKa3aHHEM CPOKOB XPAaHEHHS.

Ha nenax mocTossHHOro XpaHeHus nuuiercs: « XpaHUTb IOCTOSTHHOY.

ApxuBHbII mm@p nena (Homepa (oHAA, OMHUCH, J1ea) Ha 00J0KKaX JeJl MOCTOSHHOTO XpaHEHUs
IIPOCTABJISETCS. B BEJOMCTBEHHOM apXMBE YEPHWIAMHU TOJIBKO IOCJIE BKJIIOYEHUS OTHUX Jel1 B
rOJIOBBIE pa3fesibl CBOAHBIX omucel, yrBepxkaeHHbIx DIIK rocymapcTtBeHHOro apxuBa CyOBEKTOB
Poccuiickoit denepanun.

Ha o00no)xkax Jesn TOCTOSHHOTO XpaHEHWs IpPeayCMaTpUBAeTCsl MECTO Uil HauMEHOBAHUSA
paifoHHOTO apXMBa, B KOTOPBINA OyAyT MepenaBaTbes Aena.

[To okoHuUaHWU TOAa B HAIANMUCH HAa OOJIOXKKAX e MOCTOSTHHOTO U BpeMeHHOTo (cBbimie 10 jer)
XpaHEHUsI BHOCATCSI YTOUHEHHS: MPU HECOOTBETCTBUU 3arojioBKa JIeJl Ha O0OJIOKKE COAEPIKaHUIO
MOJILIUTHIX IOKYMEHTOB B 3ar0JIOBOK JI€J1a BHOCSTCSI U3MEHEHUS U TONIOJTHEHHUSI.

7.3.9. ]l y4yeta NOKYMEHTOB OIPEIEIECHHBIX KAaTETOpPUH IOCTOSHHOIO M BPEMEHHOIO CPOKOB
(cBpimie 10 5er) xpaHeHHs, y4eT KOTOPBIX BBI3BIBAETCS ClEUU(UKONW JaHHON JOKYMEHTAllUu
(oco06o 11eHHbIe, TUYHBIE JIeNa U T.J.), COCTABISIETCS BHYTPEHHS OMUCH IOKYMEHTOB JIefa.
BHyTpeHHss onuch TOKyMEHTOB Jiejla COCTaBJISIETCS TaKKe Ha Jiejla MOCTOSIHHOIO M BPEMEHHOIO
(cBorme 10 seT) XpaHeHus!, €CM OHU CPOPMUPOBAHBI IO PA3HOBUIHOCTSM JIOKYMEHTOB, 3arOTOBKU
KOTOPBIX HE PACKPBIBAIOT KOHKPETHOTO COAEPKAHUSI TOKYMEHTOB.

Heo6xoauMocTh cocTaBiIeHUsI BHYTPEHHEH OMUCH JIOKYMEHTOB JeJla ONpeAesieTcs: MHCTPYKIUEH
10 BEJICHUIO Jenonpon3BojicTBa B OY. BHYTpeHHS ONHUCH COCTABISAETCS HA OTACIBHOM JIUCTE 1O
YCTAaHOBJICHHOH (opme, KOTopasi COAECPKUT CBEJICHHS O MOPSIKOBBIX HOMEpax JOKYMEHTOB Jiena,
X HHJEKCaX, JaTax, 3arojloBKax M HOMepax JIMCTOB Jiea, Ha KOTOPBIX PACIONIOKEH KaXKIblIi
NOKyMeHT. K BHYTpeHHEW ONMCH COCTaBISETCS MTOroBas 3alliCh, B KOTOPOM YKa3bIBaeTCs
uudpamM U TMPOIMHUCHI0 KOJIMYECTBO BKIIOYEHHBIX B HEE JIOKYMEHTOB M KOJMYECTBO JIUCTOB
BHYTPEHHEH OIHCH.

BHyTpeHHAS onuCh TOKYMEHTOB Jiefla TIOJMUCHIBAETCS COCTABUTEIEM C YKa3aHHEM paciin(poBKU
MIOAIHNCH, JODKHOCTH M 1aThl COCTaBJIEHMs onucu. Eciu neno yke nepemieTeHo u NOIIINTO, TO



3aBEpPEHHAs! COCTABUTEIIEM BHYTPEHHSISI ONMChH IOKYMEHTOB JIeNa TOAKJICHBACTCS 3a BEPXHHUM Kpail
K BHYTPEHHEH CTOPOHE JIMIIEBOI 00JI0KKH JIena.

7.3.10. JIOKyMEHTBI, COCTABIISIONIUE JIEJI0, TOAIINBAIOTCS Ha YEThIPE IMPOKOJIA B TBEPAYIO OOI0XKKY
U3 KapTOHAa WIM MEpPerjIeTaloTCsl C y4YeTOM BO3MOXXKHOTO CBOOOJHOTO UTEHHUS TEKCTa BCeX
NOKyMeHTOB. [Ipu mMOAroTOBKE JAen K TMOAIMMBKE (TEperyieTy) MEeTaUTMYECKUe CKpEeIUIeHUs
(OymnaBKH, CKPENKH) U3 JOKYMEHTOB YJAJISIOTCS.

Hena BpemeHHoro (mo 10 ser BKIIOYMTENBHO) XpaHEHUS JOMYCKAeTCsl XpPaHUTh B
CKOpPOCIIMBATENSAX, HE IMPOBOJIUTH IEPECUCTEMATHU3AIMIO JOKYMEHTOB B JeJie, JIUCTHI Jeia He
HYMEpOBaTh, 3aBEPUTEIbHBIC HAAMHUCH HE COCTABIIATS.

7.4. Opranusanus ornepaTuBHOIO XpaHEHHS TOKYMEHTOB.

7.4.1. C MoMeHTa 3aBeJIeHUs U J0 Mepeaayu B apxuB pailoHa Jiena XpaHsATCs 110 MECTY
ux GopMHUpPOBaHUSI.

PykoBoauTenu CTPYKTYPHBIX HMOApPA3JCICHUI U CEKpeTapb, OTBEYAOLIME 3a JIEIONPOU3BOICTBO,
00s13aHbl 00ECIIEUUTh COXPAHHOCTh IOKYMEHTOB U JIETI.

Jena, Haxopasmmecs B pabounx KOMHATAX M CIIEHUAIBFHO OTBEICHHBIX JUIs ATOH IETTH MOMEIEHHIX
B BEPTUKAIBHOM IMOJOXKEHHUH, KOPEUIKaMU HapyXKy, B 3alupaeMbIX Iikadax, 00ecreunBarolnX UxX
MIOJTHYIO COXPAaHHOCTb, MPEJOXPAHSIONINX TOKYMEHTHI OT ITBUIA M BO3JICHCTBHS COTHEYHOTO CBETA.
B nensx moBbllIeHUsT ONIEPATUBHOTO MOMCKA JOKYMEHTOB JIejla pacrlojaraiorcs B COOTBETCTBUHU C
HOMEHKJaTypoil nen. HomeHkiaTypa nen Wid BBIIACKAa W3 HEE IMOMENIAeTCs Ha BHYTPEHHEH
cTopoHe mmkada.

Ha xopemrkax 00710eK J1eJ yKa3bIBalOTCsl MHIEKCHI IO HOMEHKJIaType.

3aBepIlIeHHbIE JIeTIa TIOCTOSIHHOTO U JOITOBPeMEeHHOro (CBbIIe 10 JeT) CPOKOB XpaHEHUS XPAHATCS
10 MeCTy X ()OPMHPOBAHUS B TEUCHHUE JIBYX JIET, & 3aTE€M CIAIOTCS B apXUB paiioHa.
7.4.2. Bpinaya zie1 IpyruM MojpasaeieHUsIM MPOU3BOAUTCS C pa3peIIeHUs CEKpeTaps.

Brimaua nmen coTrpynHukaM mojpaszefeHud s paboThl OCYIIECTBISETCS Moja pacnucky. Ha
BBIJIAHHOE JIETIO 3aBOJIUTCS KapTa-3aMecTUTeNb. B Hell yka3bIiBaloTCsa CTPYKTYPHOE MOApa3/iesieHue,
WHJIEKC JIeJIa, /1aTa ero BBIa4H, KOMY JIeJI0 BBIJAHO, JaTa €r0 BO3BPALICHHUS, PEIYCMaTPUBAIOTCS
rpadsl A1 pacMCOK B MOIYYEHUHU U IPUEME Jiera.

Jlena BBITAIOTCS BO BPEMEHHOE MOJb30BAaHUE COTPYAHUKAM CTPYKTYPHBIX MOJpa3AeIeHUI Ha CPOK
He Oosiee oHOrO Mecsna. Ilocne ncreueHus ykazaHHOTO CpOKa €0 JOJKHO ObITh BO3BPALIEHO HA
MECTO €T0 XpaHCHHUS.

CTOpOHHUM OpraHM3alusM Jiela BBIJAIOTCS HAa OCHOBAaHMU MX THCBMEHHBIX 3alpOCOB C
pa3pelieHns pyKOBOIAHUTENS OpraHa yIpaBieHHsI 00pa30BaHUEM HITH €T0 3aMECTUTEIIS TI0 aKTaM.
W3bsiTHE TOKYMEHTOB M3 A€ MOCTOSIHHOTO XPaHEHUs JIOMYCKAETCsl B UCKIIOYUTENbHBIX CIydasX U
MPOU3BOJUTCS C paspenieHus HadanpHuKa OV ¢ OcTaBieHHWEM B Jielieé 3aBEPEHHOW KOIHHU
JOKYMEHTA M aKTa O IPUYMHAX BbIIaYM MOJUTMHHUKA.

8. Ilopsiok nepeayu A0KYMEHTOB HA XpaHeHHe B apXUB

JokymeHnTsl OV SBISAIOTCS TOCYAapCTBEHHON COOCTBEHHOCTBIO U IOCIIE MPOBEIEHUS HKCIEPTU3BI
UX LEHHOCTU B MOpsAJKe, ycTaHOBIeHHOM DenepanbHON apXMBHOM ciyxO6oi Poccuu, momiexar
o0s13aTenbHON Tepejaue Ha TOCYIapCTBEHHOE XpaHEHUE B pallOHHBIN apXUB Kak TOCy/1apCTBEHHAs
yacTh ApxuBHOro gonaa Poccuiickoii @eneparuu.

Jnsa xpaHeHus: JOKyMeHTOB ApxuBHoro ¢Gonaa Poccuiickoit ®enepauuu M JOKYMEHTOB
BpeMeHHOro (cBbimie 10 7J€T) cpoka XpaHEHHs, MMEIOIIUX NPAKTUYECKOE 3HAUYEHHE, a TaKKe
JIOKYMEHTOB I10 JINYHOMY COCTaBY, UX y4eTa, UCIOJIb30BaHUs, 0TOOpa U MOATOTOBKH K Iepeiade Ha
rocyjaapcTBeHHoe xpanenue OY obpa3yer apXxuB.

[TogroroBka JOKYMEHTOB K TMepenade Ha XpaHCHHWE B palOHHBIM apXWB BKIIOYaET padoTy
yIipaBJieHUs JienamMu (00Iero oTena) u Ui, OTBETCTBEHHBIX B CTPYKTYPHBIX MOJPA3/IEICHUIX 3a
BEJICHUE JIeJI0NPOU3BO/ICTBA, 0 MTPOBEAECHHUIO HKCIEPTU3BI IEHHOCTU JOKYMEHTOB, (POpMHpPOBaHUIO
U o(OpMIEHHIO €N, COCTaBJICHUIO ONHMCEH el MU aKTOB O BBIACICHMM K YHUUYTOXXECHUIO
JNOKYMEHTOB U JIEIL.

8.1. DKcrnepTu3a HEHHOCTU JOKYMEHTOB.



8.1.1.DkcnepTH3a EHHOCTH JOKYMEHTOB, OTOOP JOKYMEHTOB Ha rOCylapCTBEHHOE XpaHEHUE WIIH
YCTaHOBJICHHE CPOKOB MX XPAaHEHHs HA OCHOBE MPUHSTHIX KPUTEPUEB.

8.1.2. DxkcmepTH3a IIEHHOCTH JOKYMEHTOB B OpraHe yIpaBieHUs 0Opa3oBaHUEM Ha CTaIuu
JIEJIONPOU3BOJICTBA  MPOBOJUTCS: TPU COCTABICHUM HOMEHKIATyphl [eJ; B  Ipoliecce
(dbopMHUpOBaHUS JIE)T U IPOBEPKHU NMPABUIBHOCTH OTHECEHHS JOKYMEHTOB K JieJlaM; IIPU MOATOTOBKE
JIelT K Iiepeiaye B apXUB.

8.1.3. Jlnsa opraHu3anuy ¥ IPOBEAECHUS IKCIEPTU3bl IEHHOCTU JOKYMEHTOB B OpraH yIpaBJICHUS
o0pa3oBaHHEM CO3JAI0TCS MOCTOSIHHO ACHCTBYIOIAs SKCIIEPTHAS KOMHUCCHSL.

8.1.4. ®ynkuuu u mpaBa DK, a Takxke opraHu3anusi uX pabOThl OMPENCISIOTCS IMOJIOKEHUSIMHU,
KOTOpBIE YTBEPKAAIOTCS PYKOBOJAUTEIEM OpraHa yIpasieHus oopazoBanuem, [lonoxenue o 9K no
€ro YTBEP:KJIEHUS IOJUVIEKUT COIVIACOBAHUIO C O0OJIACTHBIM U PAliOHHBIM apXHUBOM.

8.1.5. DkcmepTusza IIECHHOCTH JOKYMEHTOB OCYIIECTBIISIETCS €XKEroJHO B CTPYKTYPHBIX
MO/IPA3JCIIEHUSAX OpraHa YIpaBJlI€HHUs OOpa30BaHUEM JIMLIAMU, OTBETCTBEHHBIMHM 3a BEJICHHE
JIeJIONPOU3BOJCTBA, COBMECTHO ¢ DK mMoa HEmocpeiCTBEHHBIM METOJAMYECKUM PYKOBOACTBOM
apxuBa.

8.1.6. Ilpu mpoBeneHNUN IKCIIEPTU3BI LIGHHOCTH JTIOKYMEHTOB OCYIIECTBISAETCS OTOOpP JOKYMEHTOB
IIOCTOSIHHOTO ¥ BpeMeHHOT 0 (cBbilie 10 j1eT) XpaHeHus Ui Iepefjaun B apXuB; OTOOP JOKYMEHTOB
C BPEMEHHBIMH CPOKAMH XpaHEHHUS U ¢ MOMeTKod «/lo MuHOBaHUS HAaTOOHOCTHY, MOAJIEKAIIUX
JAJIbHENIIIEMY XPaHEHHUIO B CTPYKTYPHBIX MOJpa3AefieHUsX; BBIACICHUE K YHUYTOXXEHUIO JeJ 32
MpebIAYIINe TObl, CPOKU XPaHEHUS! KOTOPBIX UCTEKIIH.

8.1.7. OTOOp MOKYMEHTOB JJsi MOCTOSHHOTO XpPAaHEHHWs NPOBOAMUTCA HA OCHOBAaHWU IEpeuHei
JOKYMEHTOB C YyKa3aHHEM CpPOKOB WX XpaHEHHs M HOMEHKIATyphl €] OpraHa yIpaBlIeHUS
o0pa3oBaHMEM ITyTE€M IOJMCTHOTO MPOCMOTpPa Jel. B jenax MOCTOSHHOTO XpaHEHUs MOIJIeKaT
U3BATHIO TyOJIETHBIE SK3EMILIAPBI JOKYMEHTOB, YEPHOBUKU, HEO(DOPMIIEHHbIE KON JOKYMEHTOB
U HE OTHOCSIIMECS K BOIPOCY JOKYMEHTHI C BPEMEHHBIMH CpOKaMu XpaHeHus. Peuienue mno
pe3ynbTaTaM O3KCIEepTU3bl ILIEHHOCTH JOKYMeHTOB mnpuHuMaer OK oprana ynpasieHus
o0Opa3oBaHHUEM.

8.1.8. Tlo pe3ynpTaraMm OSKCIEPTU3bl LEHHOCTU JOKYMEHTOB COCTABIIIIOTCS ONHUCH  JIEN
MIOCTOSIHHOT0, BpeMeHHoro (cBbiiie 10 jeT) XpaHeHHs U MO JMYHOMY COCTaBYy, a TAKKe aKThl O
BBIICJICHUU JI€]1 K YHUUTOXKECHUIO (IPUIIOKEHHUS).

8.1.9. Omnuce nena — apXuBHBIM CHPAaBOYHMK, COJEPKALIMI CUCTEMATU3UPOBAHHBIM MEpEUYEHb
€IMHUI] XpaHEHUsI apXUBHOTO (POH/A, KOJJIEKIIMM U MPeAHA3HAYEHHBINA U1 UX ydeTa U PaCKpBITUS
conepxanusi. OTaenpHasi ONMUCH MPEACTABISET COO0M MepeveHb JeNl ¢ CaMOCTOSTEILHON BaOBOM
(MOpsAKOBOM) 3aKOHYEHHON HyMepalnueu.

8.1.10. Omucu cocTaBisIOTCS OTIAENBHO Ha Jieda IMOCTOSHHOIO XpaHEeHMs; JieJda BPEMEHHOTO
(cBoime 10 seT) XpaHeHus; Jena no JMYHOMY COCTaBy; Ha jena BpeMeHHoro (10 10 yer) XxpaHeHus
OIHCH HE COCTABJISIFOTCS.

8.1.11. B oprane ynpaBieHuss 00pa30BaHHEM B KaXKJAOM CTPYKTYPHOM MOJpa3JeIeHUH OMUCH Ha
Jiesia TIOCTOSIHHOTO XPAaHEHUsl COCTABJIIOTCSI €XKETOJIHO IOJI HEMOCPEICTBEHHBIM METOIUYECKUM
PYKOBOJCTBOM apXHBa.

Onucu Jien, TOJATOTOBJIEHHbIE CTPYKTYPHBIMH MOJpPA3AEICHUSIMH, CIIy)KaT OCHOBOM  JUIst
MOJITOTOBKH CBOJIHOW OIIMCH JIeJI OpraHa ynpasieHHs 00pa3oBaHuEM, KOTOPYIO TOTOBUT apXuB U 110
KOTOpPOM OH CHIA€T JIeJia Ha TOCYJapCTBEHHOE XPAaHEHUE B COOTBETCTBYIOIIUN KPA€BOU, TOPOJICKOM
apXMB.

8.1.12. Omucu nen CTPYKTYPHBIX TOJpa3/ieJICHUH COCTABIISIIOTCA IO YCTAaHOBICHHOW (opme u
MPEJCTABISAIOTCS B apXMB OpraHa ymnpaBieHUs o0pa3oBaHHEM 4epe3 JiBa Tojia MOoCje 3aBepIlIeHus
Jiell B JIeTIONPON3BOICTBE.

8.1.13. OmnucarenbHasi CTaThd ONHCH €N CTPYKTYPHOTO TMOJPA3JCICHUS HMMEET CleayIollne
AJIEMEHTHI: TMOPSJIKOBBIII HOMep Jjena (TOMa, YacTH) MO ONMCH; MHAEKC Jena (ToMa, 4acTH);
3aroJIOBOK Jeja (ToMa, YacTH); Aara jJeja (TOMa, YaCTH); KOJIMYECTBO JIMCTOB B JieJie (TOME, YacTH);
CPOK XpaHEeHus Jena.

8.1.14. IIpu cocTaBieHUH OMUCHU AEI COONIOAAIOTCS CeNyIoIIe TpeOOBaHUS:



- KaXJ0€ JeJI0 BHOCUTCS B OMNHUCh IOJ CaMOCTOSITENIbHBIM IMOPSAKOBBIM HOMEpPOM (€ciu Aeso
COCTOUT M3 HECKOJbKMX TOMOB (YacTeil), TO KaXIbli TOM (YacTh) BHOCHTCS B OIUCH TIOJ
CaMOCTOSITEJIbHBIM HOMEPOM);

- IOPSZIOK HyMEPAIIUH JIe]T B OTIMCH — BAJIOBBIH;

- Tpadbl OMUCH 3aIIOJIHAIOTCS B TOUHOM COOTBETCTBHU C TEMHU CBEJCHUSIMH, KOTOPHIC BBIHECEHBI HA
00JIOKKY J1ena;

- IpU BHECEHUHU B OMNHUCH MOAPSAI JI€d C OJAMHAKOBBIMHU 3aroJIOBKaMU MHIIETCS MOJHOCTBIO
3aroJIOBOK IEPBOTO Jiela, & BCE OCTAJIbHBIC OJTHOPOJHBIC Jieia 0003HAYAIOTCS CIIOBAMHU «TO JKE»,
IIPU 3TOM JAPYTHE CBEICHUS O JelaX BHOCSTCS B ONUCHh MOJHOCTHIO (HAa Ka)JIOM HOBOM JIMCTE
OTIMCH 3aroJIOBOK BOCITPOU3BOIUTCS TIOJHOCTBIO);

- rpada ommcu «lIpumeuanue» UCHOIB3YETCS IS OTMETOK O MpPHEME Jell, 0COOCHHOCTAX HX
(bU3UYECKOTO COCTOSTHUSA, O TIepeaaye Jell APYTUM CTPYKTYPHBIM TOJIpa3/IeJICHUSIM CO CCHUIKOW Ha
HEOOXOAMMBII aKT, 0 HAJTUYUU KOIHUH U T.II.

8.1.15. B xoHIIe onycH BCie 3a MOCISIHEH OnrcaTelIbHOM CTaThel JellacTCs UTOroBas 3amych, B
KOTOpO# yKa3bIBatoTCs (LU(paMu U MPONKCHIO) KOTHMYECTBO JEJI, YHCISIIUXCS 110 OMUCH, IEPBBIA
U TIOCIEAHUM HOMEpa JeN MO ONUCH, a TaKKe OroBapHBAIOTCS OCOOCHHOCTH HyMepaluu el B
OMHCH (JIMTEPHBIE HOMEpPA U MPOMYIIEHHBIE HOMEPA).

8.1.16. Onuch Aen CTPYKTYPHOTO MOApa3IeieHHs MOAMUCHIBACTCS COCTABUTEIEM C YKAa3aHUEM €ro
JOJDKHOCTH, COTJIACOBBIBACTCS C YIpaBiCHHEM JenaMu (OOIIMM OTICIOM) U yTBEP)KIACTCS
PYKOBOJUTENEM CTPYKTYPHOTO MOpa3IeICHHUS.

8.1.17. Omuch Jnen CTPYKTYPHOTO TOJApA3JENEHUs OpraHu3alldd COCTAaBJISETCS B JIBYX
IK3EMILISIpaxX, OJIMH M3 KOTOPBIX TEpelaeTcs BMECTe C JCIaMH B apXHB, a BTOPOH OCTaeTcs B
KaueCcTBE KOHTPOJBHOTO DK3EMIUIIpa B CTPYKTYpHOM moapazfeneHuu. [lpum Hamuuuu B
CTPYKTypHOM mojapazfeneHud DK onmuchk J1ed cocTaBiseTcs B TPeX JK3eMIUIIpax, Tak Kak OJUH
9K3eMIUIsIp onucu nepenaetcs B DK 11 paccMOTpEeHHs ¥ COTJIaCOBAHMS.

8.1.18. OT6op AOKYMEHTOB 3a COOTBETCTBYIOIIMN MEPHOJ K YHHYTOKEHHUIO M COCTABIICHUE aKT
BBIJICJICHUSI WX K YHHUYTOXXCHHMIO TPOM3BOIUTCS TIOCJIE€ COCTaBJICHUS CBOJHBIX OMNHUCEH el
MOCTOSIHHOTO XPaHEHHUs 3a JTOT KE€ MEepPHOoJ]. YKa3aHHBIE OMHCH U aKThl PAacCMATPHUBAIOTCS Ha
3acenannn DK oprana ympasieHus: oopasoBanueM omHoBpemeHHO. CornacoBannbie DK oprana
yIpaBlIeHUs O00pa30BaHMEM aKThl YTBEPXKIAIOTCS PYKOBOJAWTENEM OpraHa YIpaBlIEHUS
o0pa3zoBaHHEM TOJBKO TOocie yTBepkaeHus DK omucei 1ea moCcTOSHHOTO XpaHEeHHs ; TI0Ce ITOTO
OpraHu3aiys UMeeT MPaBO YHUUYTOXKUTH Jielia, BKIIOYCHHBIC B JIaHHBIE aKThl, B COOTBETCTBUU C
YCTaHOBJICHHBIM MOPSIIKOM.

8.1.19. AKT 0 BBIZIEIEHUU JOKYMEHTOB K YHUUTOKEHHUIO COCTABIISIETCS, KaK MPAaBUIIO, HA JieTia BCETO
YUPEKICHUSI.

8.2. [loaroroBka u nmepegava JOKYMEHTOB B apXHB.

8.2.1. B ciyyae nuKBHAAUM WM PEOPTaHU3AIMHN YUPEXKICHHS JIMII0, OTBETCTBEHHOE 3a BEJCHUE
JIENIONPOU3BOJICTBA JAHHOTO YUPEKIACHHUSI, B TIEPUOJ TIPOBEACHHS JTUKBUIAIIMOHHBIX MEPOIPUSITUN
dbopMupyeT BCce MMEIOIIUECs JOKYMEHTHI B Jiena, ohopMiIsieT Jenna U mnepeaaet ux B apxuB OV,
SIBJIFOIIMMCS TIPABOIIPEEMHUKOM, WIIM B apXHB YTIpaBJeHHs] 00pa3oBaHUs HE3aBUCHMO OT CPOKOB
xpanenus. [lepenaya nem oCyIecTBIsSETCS MO OMUCSIM JIeTT 1 HOMEHKIIAType Je.

OcHoBaHue: YHUOQUIMPOBAHHAS CUCTEMAa OPraHU3aLMOHHO-PACTIOPSIUTENBHON JTIOKYMEHTALUU
(I'OCT 6,30 — 2003r.)
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