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1. O0uHe mosioKeHust

1.1. Ilomoxenue no HoMeHKnarype nen (manee no texkcty — Ilosoxenue)
yCTaHaBIMBAaeT EIHMHYIO CHCTeMy JOKYMEHTHpPOBaHMS M OpraHM3anuio paboTel C
noKymeHTaMHU B OOIIecTBE ¢ OTpaHUYEHHON OTBETCTBEHHOCTHIO Yyebuni Ilentp «ITpom-
UmxuHupuHry (nanee mo Tekcty — Opranusaiius).

1.2. Ilonoxenue pactipoCTPaHiACTCA KaK Ha TPaAHIIMOHHOC ACJIOIIPON3BOACTBO, TAK H
Ha OpraHu3anuio padoThl ¢ JOKYMEHTaMH, CO3/JaBacMBIMH IPH NOMOLIM CPEACTB
BBIMMCJIUTENBHOM  TexHUKHM. KommnbrorepHbie (aBTOMaTHU3MPOBAaHHBIE) TEXHOJIOTHH
00paboTKK JOKYMEHTHOH MH(OPMAIUMK TOJIKHBI OTBEYaTh TPeOOBAHUAM MHCTPYKLMHU 10
NeJIONPOU3BO/ICTBY.

1.3. IlpaBuna u nopsajmok paboTel ¢ AOKYMEHTaMH, yCTaHOBIEeHHBIEe llomoxxeHueM
obs3aTeNbHBl i Beex paborHukoB Opranusaiid. Bee paGoTHHKHM OTBETCTBEHHBI 3a
BBITIONIHCHUE TpPeOOBAHUM MHCTPYKIUHU, COXPAHHOCTh CIYXXEOHBIX JOKYMEGHTOB W
Hepas3TnalieHne cofiepxalieiics B HUX HHQOpMal1u.

1.4. Opranusaiius, BeICHHE W COBEPIICHCTBOBAHUE CHCTEMBI JCTOTPOH3BOICTBA Ha
OCHOBE €/IMHOM TMOIUTUKU, NIPUMEHEHN COBPEMEHHBIX TEXHHUYECKUX CPENCTB B pabote ¢
NOKYMEHTAMH, METOAMYECKOE  PYKOBOJICTBO M KOHTPOJIb 3a  cobmoacHueM
YCTaHORJIEHHOr0 TMopsjika padoTsl ¢ JOKyMeHTaMH B (OpraHuzaudH OCYIIECTBIAETCS
y4eOHBIM OTIETIOM.

1.5. OcHOBHbIMU 3aJja4aMHd OTBETCTBEHHOTO 33 BEICHHE ENONpPOM3BOJACTBA B
Oprasuzanuy sBJseTCs:

- obecrieyeHre Ka4eCTBEHHOr0 0Q)OPMIIEHHsI, CBOEBPEMEHHOH PErUCTPAlMU, a TaKkKe
OCYIICCTBIICHHC KOHTPOJA 3a MPOXOXKACHHCM, CPOKaAMH HCIIONHCHHA, XPaHCHHC
JIOKYMEHTOB;

- IOKJIaJbIBaTh 00 WX HEBBIMOJHEHHH PYKOBOJMTEINIO, NPOCTABIATh HEOOXOIUMBIC
OTMETKH B JKyPHAJIE PErUCTPaliy AOKYMEHTOB;

- MPOBEPSITh MPABUIIBHOCTb COCTABIICHHUS U OQOPMIIEHHS JOKYMEHTOB;

- pa3pabatbsiBaTh HOMEHKIATYpy Aen OpraHusaLuu;

- ¢opMupoBaTH [ela B COOTBETCTBHHM C YCTaHOBJIEHHOH HOMEHKJIATYypOH
Opranmnzauuy;

- y4acTBOBATh B TIPOBCJCHHH DSKCICPTH3BI LCHHOCTH JIOKYMCHTOB W oTGOpe
JOKYMEHTOB [IOCTOSIHHOTO M BPEMEHHOT0 XpaHEeHHUs Jyisl [Iepeiady B apXuB;

- IOJIrOTaBIMBaTh JOKYMEHTHI K MOCNENYIONeMy XPaHEHHUIO ¥ MCIONB30BaHMIO;

- IepelaBaTh Jiejia IOCTOAHHOTO U BPEMEHHOIO CPOKOB XPaHEHMsl B apXUB.

2. llpuka3 no Opranusauuu

2.1. Ilpuxaz — npaBOBOM aKT, H3JaBaeMblid pykKopoauteneM OpraHu3aluu,
NEHCTBYIONMM HA OCHOBE €IMHOJIMYHOTO IIPUHATHS PELICHMUIA.

2.2. Tlpuka3 wu3gaeTcs MO BOMPOCAM CO3JaHWs, JIMKBHIAIMH, pPEOpraHH3alfy
CTPYKTYPHBIX MOpa3aeeHHil; yTBepKIEHHUs TON0KEHHH, UHCTPYKIHIA, NPaBUII H APYTUX
JIOKYMEHTOB, [0 BOIPOCaM  pEryJMpoBaHus  (DHHAHCHPOBAHHA  JACATCIBHOCTH
OpI‘aHHBaHHH, MaTepHaJIbHO-TEXHH‘IeCKOFO 06eCHelieHPDI, Kacarwnuiuxcs cneuH(bHKH
06pa3OBaTeJIbHOFO [npogecca.

2.3. TlpoexThl MpUKA30B rOTOBAT U BHOCAT HA OCHOBAHHH TOPYYCHUH PYKOBOAUTENS
Opradusauyu, 00 padboTHUKH Opradu3audd B MHULHATUBHOM IOPALAKE.



2.4. O0ecrieyeHe Ka4yeCTBEHHOM NOJArOTOBKY [IPOSKTOB IIPHUKA30B, HX COIIaCOBaHHE
C 3aMHTEPECOBAHHLIMH CTOPOHAMH U DPa3sMHOXKEHHE KONMWH IIPHKA30B BO3JaraeTcs Ha
yueOHnbii otaen Opranu3anuu.

2.5. IIpoeKTsI IPUKA30B, IPeACTaBIsieMble Ha NOJNKCch pykosoauTenio Opranusanvu
BU3UPYIOTCS B COOTBETCTBHH C pacrpelesieHneM 00s3aHHOCTEM.

2.6. Tlpuxasbl HymepyloTcs MOPSIKOBOW HyMepalued B mperenax KajieHIapHoro
roJ1a; NPHKAa3bl 10 OCHOBHOH JIEATENLHOCTH, N0 JIMYHOMY COCTaBY COTPYAHUKOB. IIpHKa3bl
MO0 OCHOBHOH [E€ATEJIbHOCTH MOBOAATCA A0 ucnojHutened OpraHusauuu B BHJE
OyMa)KHBIX KOTIMI, 3aBCPEHHBIX I€4YaTbl0, @ TaKiKEe M Yepe3 OJJIEKTPOHHYIO ITOYTY.
Ynotpebnienne 6JaHKOB MPOU3BOJIbHOH (JOPMBI HE AOMYCKAeTCsl.

2.7. lops1IoK NPOX0KAEHNA HCXOAALINX JOKYMEHTOB:

- NOKYMEHTbI, OTHpaBiisieMble OpraHusauuei, NepelarTcs HENOCPEJCTBEHHO TI0
HA3HAYEHMIO U 3JIEKTPOHHOM CBS3BIO;

- 1Py nepeave TeKCTOB CITY>XeOHBIX JIOKYMEHTORB 10 KaHanaM (pakCUMUIIBHOM CBs3K
HeoOXOIMMO ¢ pa3pelnienus pykoBoauTenst Oprauusanuu;

- pacrnopsadTeibHble JOKYMEHTHI Tocie MOANUCH pykopoautens OpraHusaiuu
BMECTE C MOATOTOBICHHBIMHU KOMUSMHU [EPENAIOTCA Ha PErUCTPALIHIO.

2.8. B cooTBeTCTBHM € JEHCTBYIONUIHM 3aKOHOAATEILCTBOM BO3MOXHO IPHUMCHCHHE
CHCTEM 3JIEKTPOHHOTO NOKYMeHTooOG0poTa (nanee no rexery — C2H40).

2.9. Beoa noxymentanmu B CDJIO ocywectpisiercs B Oprasusainuy IyTem
CKaHUPOBAHHS OPUTHHAJIOB OYMaXHBIX JOKYMEHTOB H 3alOMHEHHSA NPEAONPEAEICHHBIX
aBTOMATHYECKHMX TOJICH CHCTEMBI.

2.10. OcHOBHbBIE TIpaBUIia O(OPMIIEHHS NTPUKa3a

2.10.1. [Ipuxa3ssr oopMsiOTCs Ha ONaHKax ycTaHOBIEHHOro obpasua Opranu3anuy.
O6pa3iubl oopMICHHUS NPHKa3a, pacrlopsikeHus, MHcbMa npuseaeHsl B Ilpunoxenuu Ne
1.

TexkcT NOKYMEHTa SBIACTCA OCHOBHBIM PEKBU3UTOM, 0€3 Hanu4yus KOTOPOro
HEBO3MOJKHO FOBOPHUTH O CYLIECTBOBAaHHH IOKYMEHTA.

Kaxxaplii nucT goKyMmenra, oOpMICHHbINM Kak Ha Osianke, Tak U 0Oe3 Hero, MOJDKeH
HMMETB TOJIST HE MEHEe:

20 MM — JIeBoE;

10 MM — npaBoe;

10 mM — BepxHee;

10 MM — HIDKHEE.

2.10.2. 3aronoBoK K TEKCTy JOKyMEHTa JOJKEH ObITh KpaTKUM, TOYHO IMepenaBaTh
CMbICJI TEKCTa H OTBEYaTh Ha BOIMPOC KO geM?»: - «Oo BBIOACTIEHHH. . .», ((06 H3MEHEHHH...»
U T.1. 3aroyioBok odopmisieTcs ¢ MajieHbKO# (cTpouyHoi) OykBEl. Touka WM UHBIE 3HAKH
TIPENMHAHMS TTOCIIE 3aT0JIOBKA He CTABATCS. 3arojiOBOK COCTABJISETCS JIMLOM, FOTOBSIIMM
IIPOEKT TOKYMEHTA.

TexcT oTaenseTcs OT 34aroJioBka 1-M OJMHApPHBIM MHTEPBANIOM M Iledaraercs
mpudTom pasmepoM Ne 12 uyepes 1 MHTEpBas OT JIEBOM I'paHMIbl TEKCTOBOIO IOJIS M
BBEIPABHHUBAETCS 110 JICBOW W MPaBOi rpaHUIaM TEKCTOBOTO ITOJIS.

B nmokymeHnTax, opOpMJIEHHBIX Ha ABYX U OoJjiee CTpaHHLaX, BTOPas K MOCIeAyonue
CTpaHHWIbl JOJDKHBI OBITH TNpoHyMepoBaHbl. Homepa crpaHull NpOCTaBISAIOT BHH3Y
1’1pa}30r0 oJis JiMcra.

BHFOHOBOK K ITPUKa3y BBIPABHHUBACTCA 110 JIECBOMY MOJIIO.



2.10.3. Texct mpukasa COCTOWT, Kak MpaBuilo, W3 AByX 4acteil. B nepBoit 4acTy,
KOHCTATUPYIOIIEH, yKa3pIBAIOTCS OCHOBaHUS M3aHus npukasa. OCHOBaHMEM JUIS W3/laHKs
NpUKa3a sIBJISIOTCSI:

- BBeJleHHe B JIeliCTBUE HOPMATUBHBIX JIOKYMEHTOB  T'OCYJapCTBEHHBIX,
MYHHLHNATBHBIX OpraHoB (paBHTEIbCTBA, HAIOTOBOH HHCTIEKIIMH U JIp. );

- pelieHus COBeTa AUPEKTOPOB, O0IUX cOOpaHHil aKIIMOHEPOB;

- IPOU3BOJICTBEHHAS HEOOXOIMMOCTB;

- BCTYIUIEHUE B JelCTBUE HOPMATUBHLIX NOKYMeHTOR OpraHu3anuu | JIp.

KoncTaTupytolias 4acTh OTKPbIBAETCS YCTOWYMBBIMU (POPMYJIAMH: «B CBS3H...», «B
Hendax...», «BO MCIOJHEHME...», «HA OCHOBAHWUM...», «B COOTBETCTBUU...», «B
JOTIONIHEHHE .. .» U T.II.

JUis ykazanus B KaueCTBe OCHOBAHMS H3[aHMS IIPUKA3a HEKOero COOBITHS WU
[IPOU3BOACTBEHHOM (HOpMaTHBHOI ) He0OX0/IMMOCTH 0OBIYHO HCTIONB3YIOT
GbOpMYTHUPOBKU: B CBA3U (C Mpa3qHOBAHHEM, C U3MEHEHHUEM CPOKOB, CO BCTYILICHUEM B
CHITy, € TIDHHATHEM pELIeHHs 0, ¢ TpecOOBaHHAMH 3aKOHA W T.J.), B LeIAX (YBEIU4CHHS,
yMEHBIUIEHHS!, KOPPEKTHPOBKH, KOOPAWHAIIMM W T.J.), HA OCHOBaHWH (pemeHus). s
CCHUIKM HA HOPMATHBHBIE JOKYMEHTBI HCTONB3YIOT (OPMYNHPOBKU: BO HCIIOJHECHHE
(Pacniopskenus, 3aKoHa M T.J1.), HA OCHOBaHUM (CT. ... 3aKOHA), B COOTBETCTBUM (C II. ...
[Monoxenus), B pononHeHue (k [Tpukazy).

KOHCTATHPYIOLIYIO YacThk MPUKA3a OIYCKAIOT, ecld NPHUYMHA M3JaHUSI NOKyMEHTa
OYEBHJIHA U HE HYXIAETCA B Pa3bACHEHHMU.

IIpeambyna B nmpoekTax npuka3op 3apepiuaercs ciosoM [IPUKA3BIBAIO.

PacnopsiauTenbHasd 4acTh JOJDKHA COJEpKaTb IIEPEYMCICHHE IPEAIHChIBAEMbIX
JEHCTBHI C YKa3aHUEM HCTIONHUTENS KaX/I0T0 IeHCTBHS M CPOKOB UCIIOJHEHUS.

Bo BTOpO#i YacTH MpHKa3a yKasblBalOT (OTBeYas Ha BOIIPOC «KOMY») HMCIOJIHHUTEINS
HIIM CTPYKTYPHOE TOJpa3jielicHue, (OTBeYas Ha BOIPOC «YTO CAENAaThb») - KOHKPETHYIO
paboTy - nopy4enue, (OTBeuUas Ha BOMPOC «I0 KAaKOro KaJIeHIapPHOI'O CPOKa») - CPOKH ee
OKOHYAHWUSL.

Ecnu nopyueHue (3a7aHue) UCIOTHUTENIO AaeTCsl MOCTOSIHHOE, TO CPOK MCIIOJHEHUS
B MPHKa3e MOXKET OTCYTCTBOBATD.

TekcT mpukasa JENUTCA Ha MYHKTHI M IOJIYHKTbI, HymMepyemble apabCKMMH
nuppamu, eciau rnopydyeHuit (3ajgaHuil) Heckosibko. JIeMCTBHS OIHOPOZHOIO Xapakrepa
NEPEYHCIIAIOTCA B OAHOM IMyHKTe. Ka)k/blii MyHKT HaYMHAETCs ¢ KPaCHOH CTPOKH U B HEM
yKa3bIBaeTCsl OTBETCTBEHHBIM WCIOIHUTENb W CPOK MCIOJHEHUS M0 KOHKPETHOMY
TIOPYYEHHIO (3aaHUIO).

B nocnenHeM MyHKTEe MPHKa3a YKA3bIBASTCS JIMLIO WIH CTPYKTYPHOE NOJIpas/ieNeHue,
KOTOpO€E OCYIIECTBISIET KOHTPOIL HCMONHEHHs MpHKasza B HeinoM. B Tom ciywae, ecnu
reHepajibHbld  qupekTop OpraHu3alld OCTaBiSET KOHTPOJIb MCIOIHEHHUS JaHHOTO
nprKasa 3a coboil — JaHHBIN MYHKT OTCYTCTBYET.

B npukaz (pacnopsbkeHue) cluefyeT BKIoYaTh MYyHKT «OTBETCTBEHHOMY JIOBECTH
npHKa3 [0 CBEJEHUs ...» C YKasaHHEM TMOJpas/ieleHull (JOMKHOCTHBIX JIML),
33JIeiCTBOBAHHEIX B 3TOM JOKyMeHTe. Eciu npuka3z HeoOX0quMo JIOBECTM 10 CBEIEHUS
Gosiee 1-ro CTPYKTYpHOro mnojpasfesnenvs (JOJDKHOCTHBIX JIML), COCTaBJISIETCS CHMCOK
PACCBUIKH, KOTOPBIM UCTIOJHUTENL FOTOBUT BMECTE € IIPOEKTOM MPUKa3a.

B pacnopﬂ}!{e}mﬂx, OHEP&TMBHBIX yxa3al-11451x, KaKk M B npmca?.e, TEKCT M3Jiararor or

TMEePROro JIHIA EWHCTBEHHOTO UHCIA («00S36IBAIOY, IIPENJIAraoy, IPOIY» | T.J.).



2.10.4. Ecnu npukas BBOAMT B JeHCTBHE Kakue-THOO NOKYMEHThl (MHCTPYKIHH,
NpaBUIa, MOJOMKEHHMS, IUIAHBI U Jp.), TO OHH O(OPMILSIIOTCS B BHJE NPUIIONKEHHUS K
npukasy. B BepxHeM NpaBoOM YIily TakMX JOKYMEHTOB cTaBuTCH: «lIpmnoxkenue K
npuka3zy ot 01.01.2008r. Ne I».

2.10.5. Eciam mnpWKa3 W3MCEHAET, OTMEHAET WJIM JOMNOJHAET paHee HM3AaHHBIA
JNOKYMEHT MM KaKHe-TO ero MOJIOKEeHHs, TO OJMH U3 IyHKTOB PacropsAMTEeIbHOM YacTh
TEeKCTa JIOJDKEH CONEPKAaTh CCHUIKY Ha OTMEHSeMbld NOKyMEHT (IlyHKT JNOKyMEHTa) C
yKa3aHHEM ero JaThl, HOMepa M 3aroyioBka. TeKCT NMyHKTa JO/DKEH HaYMHATLCH CJI0BaMU
«IIpu3Harh yTpaTUBIIHM CHITY ...».

2.10.6. Ecmu B mpukase Jaubl yKasanus NeJarordueckuM pabOTHHKaM, TO HMKE
aenaeTcs 3anuch: «C MPUKa3oM O3HAKOMIICH», CTaBATCA IMOAIHCH JTHX PAaOOTHHMKOB H
narta 03HaKOMIIEHHS.

2.10.7. Ecnu npuka3 HW3MEHSET, OTMCHACT MM MAOIOJHSET paHee H3NaHHbIN
TOKYMEHT HJIH KaKHe-TO €ro INOJOXKEeHHUs, TO OJUH U3 MyHKTOB PaclOpsIUTENbHON YacTH
TEKCTA JIOJDKEH COJEPKATh CChUIKY HAa OTMEHSIEMBI JOKYMEHT (MyHKT IOKyMEHTa) C
yKa3aHUEM ero JaThl, HoMepa U 3arojioBka. TeKCT MyHKTa JOJDKEH HAUMHATHCS CJOBAMMU:
«[TpU3HATH YTPATUBIIKM CHILY...».

2.10.8. TMocnenuuil MyHKT NpHUKa3a COAEPKHUT YKazaHHe O JIMIE, OTBETCTBEHHOM 32
HCIIOJIHEHME [IPHKa3a B LIEJIOM.

2.10.9. IToanucek goxymeHTa. B cocraB noanucyu BXoAAT: HAMMEHOBAaHHE JIOKHOCTH
NHLA, TOANKMCABIIErO JJOKYMEHT, JIM4Has TOAMKUCE 1 ee pacumpposka (U.O. Gamunus).

2.10.10. Ecnu J0JDKHOCTHOE JIMLO, MOJIHCHE KOTOPOTO 3aroToBjeHa Ha INPOEKTE
AOKYMEHTa OTCYTCTBYET, TO JAOKYMEHT HNOANNChIBACST JIMLO, HCITOJIHAKLIIEe €ro
00S3aHHOCTH, HUIH €ro 3aMecTHTeNb. [Ipu 3ToM 00s13aTelbHO yKa3biBaeTCsl (pakTHueckas
JOJKHOCTD JIMIIA, TIOIMHCABILErO JOKYMEHT H ero (GaMuins (MCIpaBICHHs MOXHO BHECTH
OT PYKH WJIH MalIWHOIUCHBIM CIIOCOOOM, Ha IPHMEp: «M.0.», «3am»). He nomyckaercs
[OAMKCEIBATL JOKYMEHTHI ¢ MPEJJIOTOM «3a» WIH NPOCTABIEHHEM KOCOHM 4YepTHl Mepes
HAHMEHOBAaHHEeM JIOJDKIIOCTH.

Ilpy moAnUCaHUM JOKYMEHT2 HECKOIbKUMH JIOJDKHOCTHBIMH JIMLIAMH HX TOANHCH
pacnonaraloT OJiHy TIOZ JpYroif B MOCNe0BATENLHOCTH, COOTBETCTBYIONIEH 3aHUMaeMOi
JIOJDKHOCTH.

2.10.11. Ilpukas BcTymaeT B CUNLYy ¢ MOMEHTA €ro IMONMHUCAHUS PYKOBOJUTENEM
OpraHusaiyy, €Cclid B TEeKCTe He YyKa3aHO /ApPYroro cpoka. BHOCHTh Kakue-nu6o
WU3MEHEHHUs U JI00aBJIeHHs B MOANKUCAHHEIN Npuka3 0e3 pazpelueHus Juua, MoANUCaBIIero
NpPHKa3, HE I0NYCKaeTCs.

2.10.12. JlaTtoil pacriopsSIUTENBHBIX JOKYMEHTOB SIBJIIETCS JlaTa MX PErucTpauuud B
WypHaJiax perucTpalyy NpuKa3os.

2.10.13. Odopmiienne NpUIOKEHUN K TOKYMEHTY.

OTMETKY O HaJIM4MM NPHJIOXKEHMS, Ha3BaHHOIO B TeKcTe, O(OpMIISIIOT Clle[yIOolMUM
0bpazoM:

[Tpunoxenue: Ha 8 1. B 3 3K3.

Ecnu mpuiiokeHHss He Ha3BaHBI B TEKCTE, TO MX HAUMEHOBAHMS MEPEUMCISIIOTCS C
YKa3aHHCM KOJIMYeCTBa JIMCTOB B KaKIOM [IPHJIOIKSHHHM H 4MCJlda UX IK3EMIUIAPOB, Ha
npumep:

INpunoxenue: 1. CripaBka o ... - Ha 3 JI. B 2 5K3.

2. [Npoexr ... - Ha § 1. B 3 3K3.



[MpunoxeHUs K pacnopsiINTENbHBIM JOKYMEHTaM COJIEpXkKaT B IPaBOM BEPXHEM YTy
IIEPBOTO JIUCTA OTMETKY ¢ yKa3aHUeM JOKYMEHTa, ero JaTkl 1 HoMepa.

Ha npumep:

Ipunoxxenue k npukazy ot 01.01.2008r. ... Ne 1...

Ecnmu npunoxenus cOponnopoBaHbl, KOMNYECTBO TUCTOB B HUX HE YKa3bIBacTCA.

3. Bxoafman ¥ UCXOAAIAA AOKYMEHTAL M

3.1. Bxogsamuye NOKYMEHTHl PETHCTPUPYIOTCS B JA€HBb MOCTYIUICHHS, a HCXOAsLUe U
BHYTPEHHHE OKYMEHTBI B ICHb MOANMCAHHS B XKYPHAJIBI PErHCTPaLHM.

3.2. Peructpanus 1OKYMEHTOB NPOM3BOJMUTCA B NpeAenax rpynn, B 3aBUCHMOCTH OT
Ha3BaHHUA BUJA JOKyMEHTa, aBTOPA U COLEPIKAHHUI.

3.3. PerucrpamoHHBIA HOMEp J[OKYMEHTa COCTOMT W3 TMOPSAKOBOTO HOMEpa
JIOKYMEHTA B MpeJieNax KaJleHJapHoro roja.

3.4. qns noctuxeHus MHPOPMALMOHHON COBMECTUMOCTH PETUCTPALMOHHBIX JAHHBIX
YCTaHABIHUBAETCS CIEeAYION[UI COCTAR OCHOBHBLIX PEKBU3UTOR PErUCTPALIMH:

- HaUMeHOBaHHEe OpraHu3alnH;

- HAaUMEeHOBaHHe BHUJA IOKYMEHTa;

- 1aTa U PEerucTPalMOHHBIA HOMED NOKYMEHTA,

- 1aTa MOCTYTUIEHHS;

- 3aroJIOBOK K TeKCTY (KpaTkoe cojepikaHie JOKYMEHTa);

- pezonrouust (MCIONHUTENb, COUCPIKAHUE [IOPYUYECHUSL, ABTOP AaTa);

- CPOK MCIOJIHEHUs JIOKYMEHTa,

- OTMeTKa 00 UCIIOJHEHMU U HAINIPABJIEHUU B JEJIO.

4. KoHTpOJIb HCHOJIHEHHS JOKYMEHTOB

4.1. KouTposiL WCMOJHEHHd BKIOUYaeT B celfA: TMOCTAHOBKY Ha KOHTPOJIb,
NPEABAPUTENIBHYIO TIPOBEPKY M PeryliMpoBaHue XOJa HCIHOJHEHHs, CHATHE ¢ KOHTPOJ,
HarpaB/ieHUe WMCIOIHEHHOIO JIOKYMEHTa B JieNlo, y4eT, o0o0lieHrne W aHanu3 Xxoja u
PE3yJIbTATOB UCIIONHEHUs JOKYMEHTOB.

4.2. KOHTponiO TOJUIeXaT BCe 3aperMCTPUPOBaHHBIE JIOKYMEHTHI, Tpedyioue
UCIIOJIHEHMSL.

4.3. JIokyMeHTBI MO/JIeXAaT UCTIONHEHHUIO B CIEIYIOLIME CPOKH:

- C KOHKPETHOH JaTOH HCTIONHEHHs ~ B YKa3aHHbIA CPOK;

- 06e3 yka3zaHWs KOHKPETHOW [aThl WCTIONHEHUS, HWMEollHe B TEKCTe MOMETKY
«CPOYHO» - MCIMOJIHAIOTCA B 3-IHEBHBIA CPOK; MMEIOIIME NIOMETKY «OmepaTWBHO» - B 10-
IHEBHEIM CPOK; OCTallbHBIE - B CPOK He Doliee Mecsa;

- 110 OOpaleHUsIM IpaXKJaH U TpeOYIOLMM JONOJHUTEIBHOIO U3YYEHHUS] U IPOBEPKHU
- IO OJTHOTO Mecslla CO JHA MX PETrHCTPAIlUH, [0 OCTANBHBIM O0pallieHUusIM - He Oonee 15
JTHEH;

- TelerpaMMbl, TpeOyrolllie CPOYHOro pelleHus, - 10 JIBYX JHel, OCTalbHbIC, - B
teuenue 10 aguei.

4.4. Ecnu nocnenHuil JieHb CpOKa WCMOJHEHHsI JIOKyMEHTa MPHUXOJAMUTCS Ha
Hepa60'-mif1 JleHb, TO JOKYMEHT IOJJIEXKMT HCIOJHEHHIO HE To3JHee pabouero nHs,
MpealecTBYIONIero Hepabouemy JaHIO.



4.5. Jlata WCIOJHEHUs YKa3bIBAE€TCsl B pE30NIOLMH pyKoBoautesisi OpraHu3zaudy H
dbukcupyercs B )KypHalle perHCTpalii JJOKyMEHTOB.

4.6. Tlpu yxome B OTIYCK, BBIOBITMM B KOMAaHAMPOBKY, B cily4ac Oojesuy,
YBOJIbHEHMH WM [EpPEeMEIleHHH, pabOTHUK, OTBETCTBEHHBIH 3a KOHTPOJb MCIONHEHHs
JIOKYMEHTOB, 00s13aH nepenarh APyroMmy pabOTHHKY 1O COTaCcOBaHHIO C PYKOBOAMTEIEM
Oprasu3aiuy Bce KOHTPOIUPYEMbBIC JJOKYMCHTBI.

5. Vder u xpaneHHe mevaTel W IITAMIIOB

5.1. TleyaTy ¥ WITAMIIBI AOJBKHBL XPAHUTCS B ceiipax HIIM METANTMYECKHX WKadax.

5.2. OTBeTCTBEHHOCTh 3a XpaHeHHe M WCIMONb30BaHWE [eyared W IITaMIOB B
OpraHu3zanuy HECeT OTBETCTBEHHOCTH upekTop OpraHu3aiuy.

5.3. VYuuuroxkeHde TmedaTel M IITAMIOB TNPOHU3BOAMTICI IO COIVIACOBAHHUIO C
VYupenurensiMu 1 ohopMIsieTcs akTOM.

6. Ilopsiaok CHATHSA H BbIAAYH KONHH ¢ JOKYMCHTOB

6.1. Konuu ¢ JOKYMEHTOB BBIIAIOTCS C paspeiueHus pykosoautens Opranusauuy U
TONMBKO € TeX MAOKYMEHTOB, KOTOpble ObUTH u3gaHel B OpraHusalud M KacaroTcs
CIly)K€6H0ﬁ JACATCIBHOCTH. Opraumaunﬂ MOJKET 3aCBHJIETEIBCTBOBATE KOMHUH TOIEBKO TEX
JIOKYMEHTOB, KOTOpbie co3arTcad B Opranusaudd. Bmecte ¢ TeM Npu paspelieHun Ael,
Kacalolluxcs NpHeMa TpaxJaH Ha padoTy, YAOCTOBEPEHHSA HX TPYHOBLIX MpaB, MpH
(GOpMHUPOBAHUM JIMYHBIX JIEN COTPYOHHMKOB, pa3peliacTCa W3roTaBIvMBaTL KOIHH
JIOKYMEHTOB, BbIJIAHHBIX APYIFMMH Y4UpPEKACHUAMHA (koMM UMIIOMOB H CBHAETENLCTB O
noay4yeHu o0pa3oBaHus U T.A.).

6.2. B mpaBoM BepxHEeM YIiy KOTMH numercs cnoso «Konus».

6.3. Tlpu Bbijiaye KOIUH C KOMUK clieflyeT nucaTh «Komus ¢ KOmum».

6.4. Ilpu 3aBepeHHUH KOIMH MOKYMEHTA, BHHM3Y IOCJE ITOJIHOIO BOCMPOU3BEJCHUS
TeKCTa, NUIIeTcs «BepHO», CTaBUTCA AOLKHOCTH, ITOAMUCEH JIMLA, 3aBepSIOLIero KOMUIo,
ero MHUIHANIBI H (paMIIUA, AaTa 3aBCPCHH.

6.5. I'lpu nepecbuiKe KONKMH B APYTHE YUPEKACSHHUS WK BblJJaue Ha PYKH OTAC/IbHBIM
JIMIIaM Ha HeH clie/lyeT IIPOCTaBIsATh NeYaTh.

6.6. Ha 06opoTe noKyMeHTa AenaeTcs OTMETKa, KOra i KOMY Bbl/IaHa KOIIHS.

7. Opranusamnusi XpaHeHHs JOKYMEHTOB

7.1. HoMmeHKIaTypa OeN NpeAcTaBiseT COo00H CHCTEMAaTH3MPOBAHHBIM IepeyeHb
3aroJIOBKOB JIeN, 3aBOJUMBIX B Jefonpou3soacTse Opranusanuu, ¢ yKa3aHHeM CPOKOB UX
XpaHeHUs], OGOPMIICHHBIH B YCTAHOBJICHHOM IIOPsIJIKE.

7.2. HoMeHKNaTypa Aen cocTasisiercs Juis obecrieyenus: nopsiaka (popMHUpoBaHus H
yyeta Jiel B jenomnpoussoactse Opranmsanmy. Ona HamewaeT TpYNNHPOBKY
WCTIONHEHHBIX JOKYMEHTOB B JleNla, CHCTEMaTH3alMIO [ell, HHASKCAIlHI0O W CPOKH
XpaHeHus: Jed, SBISETCH OCHOBOH JUlsi COCTaBjieHWsl ONWCEd Jen TOCTOSTHHOTO U
BpeMeHHOro (cBbiie 10 jier) cpoka XpaHeHUs U OCHOBHBIM YYETHBIM JOKYMEHTOM B
AEJIONPOU3BOLCTBE.

7.3. Homenknatypa mel cOCTaBlAeTCs JIHIOM, OTBETCTBEHHBIM 32 BeJleHHe
NeNONpPOU3BOJCTBA, W YyTBepxJaerca pykooautesnieM Opranmsanuu. YTBepXKICHHASA



HOMEHKJIaTypa JeJl BBOAUTCA B JCHCTBHE COTJACHO IpHKaza o0 yTBEpKICHHH
HOMCHKJIATYPhbI ACIL.

7.4. Tllocne yrBepkeHWs HOMEHKIatypel gen OpraHuzaldid  CTPYKTYpHBIE
rnmoapasjeyicHus IroJiyvdaroT BBINHMCKH COOTBECTCTBYNOIIKMX pa3Zi€liOB AJIsI MCTIOJNB30BaHHSA B
pabote. OCHOBHOM 3K3EMIUIAP XpaHUTCA y pyKoBoauTens Opranu3aluu.

7.5. BHoBb co3pmanHOe noapaszeneHue 0053aHO B MECAYHBIH CpPOK paspaborarthb
HOMEHKJIATYPY eI IoJpasacieHus.

7.6. OcHoBHBIC TPeOOBaHMA K OQPOPMIICHUIO HOMEHKIIATYPhI JEIL:

- HOMEHKIaTypa Men COCTaBIAETCA Ha OCHOBE U3YyUEHWs CcOCTaBa, COIEpXKaHus U
KOJMMYECTBA NOKYMCHTOB, 00pasylOmuXcs B MPOLECCE ASATENBHOCTH CTPYKTYPHOIO
noJipa3/ieNieHus;

- 3arojlOBKH A€ MOI'YT YTOYHATBHCA B IIPOLIECCE Q)OpMHpOBaHHH H OQ)OPMJIGHHH ACJI,

- rpada 3 3anoJiHAETCS MO OKOHYaHWHM KaleHJapHOro roja. YKasbeiBaercs

KOJIM4ECTBO Jie (B TOMaXx, [afnkax) 3aBeJIEeHHBIX B CTPYKTYPHOM MOJpa3/ielieHHH;

- B rpade 4 ykaspiBaeTcsd CpPOK XpaHEHHs Jella, HOMEp CTaTel cO CCHUIKOHW Ha
nepeucHb, KOTOPBIM NCPCHOCHTCA H3 INPHMCPHOM HOMEHKIATYPBI JEN CTPYKTYPHOTO
NOApa3ieNieHHs, TMpM OTCYTCTBMM TNPUMEPHOW HOMEHKIATYpPbl CPOKH  XpaHeHus
MpoCTaBJIAOTCA COTPYOAHHKaMH apxXWBa Ha OCHOBaHHH THIOBOTO INepedrHs ¢ yKasaHuem
CpOKa XpaHEHHs] JOKYMEHTOB;

- B rpade 5 «IIpumeuyanue» IPOCTABJISIIOTCSE OTMETKM O 3aBelicHUM JIell,
NepexofAldX [AeNax, BbIACTCHHH JAe/l K YHHUYTOKEHHIO, O JIHIAX OTBETCTBEHHBIX 34
odopmiieHHe JIel, 0 Nepeaaye Aej B JPYyroe CTPYKTYPHOE MoApasae/ieHue.

8. ®opmupoBanHe H odopmIIeHHE eI

8.1. ®opmupoBaHHe nen - TPYNNHPOBKA HCMONHEHHBIX OKYMEHTOB B Jiejla B
COOTBETCTBHUHM C HOMEHKJIATYPOH NN ¥ CUCTEMATH3alMsl JOKYMEHTOB BHYTPH JIeJia.

8.2. JloxyMeHTBI BHYTpW [€jia pacloNiaraloTCi B XPOHOJIOTHYECKOM MOPS/KE,
BOITPOCHO-JIOTHYECKOH MOCIIEIOBATENEHOCTH HITH WX COYETAHHH.

8.3. Bce mOKyMEHTEI OTHETHOTO HIIM HHGOPMAIMOHHOIO XapakTepa Mo MCIOIHEHHIO
JOKYMEHTOB, HAXOAAIIMXCA HA KOHTPOJIE, NOAIIUBAIOTCS B AETO MEPENUCKH 3a TEKYIIHH
TOJI.

8.4. TlonoxeHus, HHCTPYKLIMH, YTBEPXKIACHHbBIC PACIIOPAIUTEIBHBIMA JOKYMEHTaMH,
ABIAIOTCA NPHJIOMKEHHAMHA K HHUM M I'PYNIIMPYIOTCA BMCCTC € YKa3aHHBIMH JOKYMCHTaMH.

8.5. IIpuKasbl 10 OCHOBHO! AEATENBHOCTH IPYIITUPYIOTCA OTAENBHO OT NMPHUKA30B I10
JIUYHOMY COCTaBY.

8.6. IIpoTOKO/IBI B €€ pacloiaraloTcs B XpPOHOJIOTHYECKOM MOPAIKE MO HOMEPaM.
JoKyMeHTBI K MPOTOKOJIaM, CTPyMIHPOBAaHHbIC B OTAENBHbBIC Jeja, CHCTEMAaTH3HPYIOTCH
110 HOMEPaM IPOTOKOJIOB.

8.7. YrBepikeHHbIe yueOHbIC IUIAHBI, OTYCTHI IPYNIHPYIOTCS OTAENBHO.

8.8. JIOKyMEHTBI B JIMYHBIX JI€jlaX pacrojiaratoTcs Mo Mepe HMX MOCTYIJICHHS B
XPOHOJIOTHIECKOM nopsaKe.

8.9. Ilepenucka rpynnupyercs, Kak MNpaBWJIO, 32 TEPUOJ KaJleHJapHOro rojaa u
CHCTEMAaTH3HPYECTCs B XpOHOJIOl"H‘lECKOI‘;I nocnenoBaTCJIbHOCTH, AOKYMCHT-OTBCT
MOMELIAETCS 33 AOKYMEHTOM-3anpocoM. Jlena OpraHusauun noaiexar oQopMIEHHIO [IPH
UX 3aBeICHUU U TIO 3aBepIECHUH roja.

8.10, Odopmitenue aena - NOArOTOBKA Ae/a K XPaHEHHIO!



- otopmiieHne Jeia BKIO4YaeT B ce0s KOMILIEKC paloT 1O ONMCAHMIO Jena Ha
00J10KKe, HPOLIIOPOBKE, HyMEPAIIHH JIMCTOB H COCTABIIEHHIO 3aBEPUTEILHOM HAAMHCH;

-B 3aBHCHMMOCTH OT CpPOKOB XpaHEHMs TMpPOBOJAMUTCS IMOJHOE MHIH YaCTUYHOE
opopmienue nen. IlonHomy odopmireHHIO MOMIEKAT AENa MOCTOSHHOTO, BPEMEHHOTO
(cepiuie 10 jieT) cpoka XpaHeHHs | 0 JUYHOMY COCTaBY.

9. Oprann3sauys onepaTHBHOTO XPaHEHUs! AOKYMEHTOB

9.1. C MomeHTa 3aBefieHHs U [0 Nepefiauu B apxuB Opranusanuu jiena XpaHsaTces 1o
MecTy X (POPMHPOBAHWUSI.

9.2. PykoBoauTeNu OTAENOB W COTPYIHHKH, OTBEYAlOIME 3a JIEJIONPOU3BOICTBO,
00s13aHBI 00eCIIeUUBATh COXPAHHOCTD AOKYMEHTOB H JEl.

9.3. Jlena, Haxonduuecs B pabouux kabMHETaX W CrieMaIbHO OTBEACHHBIX JUIS 3TOM
LeH NOMCIICHUAX, PAcIoNaraloTCs B BEPTHKANBHOM IOJIOKEHUM KOPEIUKAaMKM HapYKy B
3aUpacMbix IKadax, obecrneYnBalonuX MX MONHYI0 COXPaHHOCTb, IPEIOXPAHSIIOLINX
AOKYMCHTDI OT IIbIITH H BO3)I€ﬁCTBHH COJTHCYHOI'O CBETA.

9.4. B uensaX NOBBILLECHHUS ONEPATUBHOIO MOMCKA JOKYMEHTOB JIeNa PacioaralTes B
COOTBETCTBHH ¢ HOMEHKJIaTypod pgen. HoMeHknartypa pgen wWiM BBIIMCKA U3 Hee
ITOMELIAETCsl HA BHYTPEHHEH CTOpOHE Kada.

9.5. Ha xopemkax 0010%eK yKa3blBalOTCs HHACKCH [0 HOMCHKIIAType.

9.6. 3apepuiennblie Aejia NOCTOSHHOTO W NoOJroBpeMeHHoro (cBeinie 10 nmet) cpokon
XPaHCHHUA XPaHATCA 10 MeCTY WX (POPMHUPOBAHHA B TCUCHHE IBYX JIET, a 3aTEM C/IAlOTCS B
apxuB OpraHuzalyu.

9.7. OxkcnepTH3a UEHHOCTH JIOKYMEHTOB - OTOOp JAOKYMEHTOB Ha I'OCYAapCTBEHHOE
XpaHEHHE UM YCTAHOBJICHHE CPOKOB X XpaHECHHUSI.

9.8. DOkcmepruza UeHHOCTH JokyMeHTOB B Oprasuzanmg Ha  CTaiud
JETOTIPOM3BO/ICTBA ITPOBOIUTCS:

- IIPH COCTaBJICHHH HOMEHKJIATYPBI JIET;

- B Tiporiecce (POpMUPOBaHHs Jie]l H NPOBEPKe NPaBUIbHOCTH OTHECEHHUS NOKYMEHTOB
K Jienam;

- IPH IOATOTOBKE /€)1 K epeaaye B apXuB.

9.9. i opraHW3auyK ¥ MPOBEACHHS METOMMYCCKONH W MpakTHYecKodl paboTsl mo
OIIPEACJICHUIO CPOKOB XPaHEHHsl JOKYMEHTOB, MX OTOOpPY M MOJrOTOBKE K Iepejave Ha
rocyapcTBEHHOE XpaHeHue, B OpraHu3aiii Co3MaeTCs IKCIEePTHAs KOMHUCCHS.

9.10. B cBoeii paboTe sKcriepTHas KOMHCCHSI PYKOBOJCTBYETCA: 3aKOHOAATEILCTBOM
Poccuiickoit @enepanuu, NpHKa3saMH, YKa3aHHAMH, [pPAaBHIaMH, HWHCTPYKIHAMH H
IPYTrUMHU HOPMAaTHBHO-METOJUYECKUMU PEKOMEHJaLIUAMH, H3/1aBaCMbIMH
["ocynapersennoiil ApxuBHoi ciyx060i Poccun 1 Yerasom Opranuszanun.

9.11. IlepcoHanbHblH €OCTaB IKCIEPTHOH KOMHCCHH HA3HA4aeTcsi IPUKa30M
pyxoonutenss Opranusanuu U3 ukcna Haubojee KBAIM(QUUMPOBAHHBIX COTPYAHUKOB
OT/IENOB.

10. YuuuTOxKEHHE JOKYMEHTOB

10.1. Ot6op HOKYMEHTOB 3a COOTBETCTBYIOIUMH II€pHOJ K YHHYTOXKCHHIO H
COCTABJICHHE aKTa O BBIJCIICHHUM K HX YHHUYTOMXEHHIO MPOM3BOAUTCS I1OCHE COCTABICHUsA
CBOJIHBIX OITHCEH JIeJT MOCTOSHHOIO XPAHEHHUS 32 DTOT XKe IEePHO.



10.2. AKT O BBIZIENIEHHH JOKYMEHTOB K YHUYTOXKCHHIO
COCTaBNsAeTCA, KaK MPaBiIo, Ha Aena Beek Opranusamuy.
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