MyHnumnanpHoe OI0IKETHOE TOMIKOJIBHOE 00pa30BaTEIHLHOE YIPEIKICHUE
nerckuit can Ne 8 «3o5moTas peiOKa»
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IToyaoxenne
00 opraHu3anuM JeJJONpPou3BOACTBA B
MyHUIIUTIAJIBHOM OIOKETHOM JOIIKOJbHOM 00Pa30BaTEJILHOM yUpPeKIACHUU
nerckuid cag Ne 8 «3os0Tas poidKay

1. O0mue moJ10:KeHUsA

1.1. Hacrosiuee mnonoxxkeHue 00 oOpraHu3alvud JeJONpPOU3BOJICTBA (manee —
[Tonoxxenue) paspaborano migs MyHUIUNAIBHOTO OFOHKETHOTO JIOLIKOJIBHOTO
00pa3oBaTENbLHOIO YyupexaeHus AeTckuil cax Ne 8 «3omoTasi pelOKa» (mamee —
Yupexnaenue).

1.2. annoe IlonoxeHne yCTaHABIMBAET €ANHYIO CHCTEMY JIEJIONPOU3BOJICTBA B
YupexxneHun, TOpSIOK TOATOTOBKH, O(GOpMIICHHS, TPOXOXKISHUS, KOHTPOJS 3a
UCIIOJIHEHUEM, YYETOM, XpaHEHHUEM, TIeYaTaHUEM, KOITMPOBAHUEM U THPAKUPOBAHUEM
CITyKEOHBIX JOKYMEHTOB.

1.3. TlonoxeHue o MEIOMPOU3BOJCTBE B YUPEXKICHUU pa3pabOTaHO B IEIAX
COBEPIIIEHCTBOBAHMS JIOKYMEHTAIIMOHHOTO OOECIeUeHUs YIPABJICHUS W TOBBITIICHUS
ero sddextuBHOCTH TmyTeM YyHUPUKAIMK cocTaBa W (OPM  YyNpaBIEHYECKUX
JIOKYyMEHTOB, TEXHOJOTUN paboThl ¢ HUMU. OHO yCTaHABIMBAET 00IIHE TPEOOBAHUS K
JOKYMEHTUPOBAHHUIO YIIPABICHYCCKON JEATCTbHOCTH W OpraHu3amuu paboThl C
JOKyMEHTaMH B Y UpEKICHUH.

1.4. Opranuzanus, BeJIEHUE u COBEPILICHCTBOBAHUE CUCTEMBI
JOKYMEHTAITMOHHOTO OOCCIIEYCHUS YMIPABJICHHS, METOJINYECKOE PYKOBOJICTBO U
KOHTPOJIb 3a COOJIOAEHUEM YCTAHOBJIEHHOTO TMOps/iKa padoThl € JOKyMEHTaMu
OCYIIECTBJISAIOTCS ~ paOOTHUKOM, Ha  KOTOPOTO  BO3JIOKEHBI  (DYHKIIMKM  TI0
JOKYMEHTAITMOHHOMY O00ECIICUEHHUIO YIIPABICHHUS.

1.5. OTBETCTBEHHOCTHh 3a OPraHU3AIMIO U COCTOSHHME JEJIOMPOU3BOJACTBA, 3a
cOOJII0/IeHE YCTAaHOBJICHHOTO TMOpPsAKa paboThl C JOKYMEHTaMH BO3JlaraeTcs Ha
3aBEAYIOLIETO Y UYPEKICHUEM.

OTBETCTBEHHOCTh 3a OPTaHMU3AIUIO JEIOMPOU3BOJICTBA, CBOCBPEMEHHOE U
KaueCTBEHHOE  HWCIIOJTHEHUE  JOKYMEHTOB, WX COXPAHHOCTh  OCYIIECTBIISET
JEIIONPOU3BOAUTEID Y UPEKIACHUS.

1.6. Jlemompou3BoauTenh YUpeKICHUS OOecreunBaeT y4eT W TMPOXOXKICHHUE
JIOKYyMEHTOB B YCTaHOBJICHHBIE CPOKH, HHPOPMHUPYET 3aBEIYIOIIETO O COCTOSHUN HMX
WCIIOJTHCHHUSI, OCYIIIECTBIIICT 03HAKOMIICHHE COTPYIHHUKOB C HOPMATHBHO-TIPABOBBIMU
JOKYMEHTaMH | JIOKAJIbHBIMU aKTaMH I10 YKa3aHHIO 3aBEIYIOIIETO.



1.7. Jlenonpou3BoauTenb YUpeKIECHUS HECET OTBETCTBEHHOCTh 32 BBIIIOJIHEHHE
TpeOoBanuii I[lonokeHusi, 3a COXPAHHOCTh HAXOJAIIUXCS y HEro Ciy>KeOHBIX
nokymeHToB. OO0 yTpare IOKYMEHTOB HEMEIJIEHHO JOKJIAJbIBAIOT 3aBEAYIOIIEMY
VYupexnenus. [lepenaya qokyMeHTOB, UX KONMUN paOOTHUKA CTOPOHHUX OpPraHU3aIui
JOIYCKAeTCsl TOJIBKO C pa3pelIeHUs 3aBEAYIOLIEr0 Y UpeKIACHUS.

1.8. Ilpu yxozae nenonpou3BOIUTENS B OTIYCK, YOBITUM B KOMaHAMPOBKY WM
OTCYTCTBMU IO HMHBIM MPUYMHAM HMEIOIIMECS Y HEro JOKYMEHTHI IO YKAa3aHHIO
3aBEIYIOMIETO YUPEXKJEHHUsl IMepenalTcs pabOTHUKY, HA3HAYCHHOMY IPUKa30M
3aBEIYIOIIET0, KOTOPBIM 00s13aH MPUHATH MEPHI K UX CBOEBPEMEHHOMY MCIIOJIHEHUIO.

1.9. BeneHnue nepenuckud OT UMEHH YUPEXKICHUS C APYTUMHU OpPraHU3aIUSIMU
OCYULIECTBJISIETCS 3aBEAYIOIINUM Y UPEKICHUS WU JIMLIOM UM YIIOJTHOMOYEHHBIM.

2. UHdopManlMOHHO-CIPABOYHAA IOKYMEHTAILUS

2.1. K undopMaInmoHHO-CIIPAaBOYHON JTOKYMEHTAIIMU YUPEXKICHUSI OTHOCSATCS
CJIEIYIOLIME JOKYMEHTBI: MPOTOKOJIbI, aKThI, MUChMA, CITYKEOHBIC 3aITUCKU, CTIPABKU U
Ap.

2.1.1. TIpoTokon — JOKYMEHT, (PUKCUPYIOUIUN XOJ OOCYX JACHHS BOIPOCOB U
MPUHATHUS PEIICHU Ha COOPaHUAX, COBEIIAHUSX, 3aCEIaHUIX.

AKT — JIOKYMEHT, COCTaBJICHHBIM HECKOJIIBKHUMH JULIAMH ISl YAOCTOBEPEHUS
OTpeIeNICHHBIX (DAKTOB MU COOBITUIA.

[IucbM0 — 00O0OIIEHHOE Ha3BaHUE PA3JIUYHBIX IO COAEP)KAHUIO JOKYMEHTOB,
MepechbUIaeMbIX MO0 TIOYTE, KyphepoM, TOCPEACTBOM (DAKCUMUIBHOM  CBSI3H,
ANEKTPOHHON mouToM M T.1. Ilo copepkaHUI0O U HA3HAYECHHUIO MHUChbMA MOTYT OBITh:
MH(POPMAITMOHHBIMU, rapaHTUUHBIMU, MChbMaMU-3aIlpocamu, MchbMaMu-
W3BCIICHUSIMHU, THUChbMaMU-TIPUTJIAIICHUSIMH, TUCbMaMU-OTBETaMH, MHUChbMaMu-
MOATBEPXKACHUAMU U Jp. B ciywasx, korma HampabisieMblii aapecaTy OCHOBHOM
JOKYMEHT TpeOyeT JOMOJHUTEIHHOTO MOSICHEHUS, COCTABIISIIOTCS COMPOBOAUTEIBHbBIC
nucbMma. B conpoBOAUTENLHOM MUCHME YKa3bIBAE€TCS, C KAKOW LIENbIO HAMPABISAETCA
OCHOBHOM JJOKyMEHT, YTO C HUM HEOOXOJMUMO CJIeTIaTh U B KaKUE CPOKH.

CrnyxxeOHas 3anucka (pa3HOBUIHOCTH MUCHhMA) - (hopMa BHYTPEHHEH MEPEUCKH.
HarmpaBnsitoT ee oT JOMKHOCTHBIX JIUIT JIIOOOMY aJipecaTy BHYTPHU Y UpexKACHUS, KPOME
IPSMBIX PYKOBOIAUTEIICH.

CinyxeOHble 3amUCKUM MOTYT HOCUTh WHGOPMAIMOHHBIA, WHUIIMATUBHBIN WU
OTUeTHBIN XapakTep. CirykeOHast 3aIMcKa MOXKET COJIEPKaTh MIPOCKOY, TPEAJIOKEHUS U
OBITH aJpecoBaHa JIOOOMY HEMPSIMOMY PYKOBOAUTEIO, B TOM YHUCJIE BBILICCTOAIIEMY.
CiyxeOHy10 3alUCKy MOJMUCHIBACT MPSIMON PYKOBOAUTED UIH COCTABUTEIIb.

Pa3HOBUIHOCTHIO CITYKEOHBIX 3aMTUCOK SBIISIIOTCS JOKJIAJHBIC U O0BSICHUTEIIHHBIC
3aIUCKH.

JloxiianHast 3amnmMcka — JOKYMEHT, aJpE€COBAHHBIA 3aBEAYIOLIEMY, COAECPKAIIUN
M3JI0KEHUE KAKOTro-TMOO BOMpPOCa C BBIBOJAMH WJIU TPEIJIoKEeHUsSMH. JlokiamaHbie
3aMUCKA MOTYT OBITh: — TI0 BOIPOCAM COBEPIICHCTBOBAHMS PaOOTHI JOMIKOJIBLHOTO
YUpEXKJCHUsT — MO (UHAHCOBBIM BOIpOCaM; — IO KaJpOBBIM BOIpocam; — IO
MaTepUaTbHO-TEXHUYECKOMY 00eCIeueHnt0; — 00 UCTIOJIHEHUU YKa3aHUM U IOPYYEHUN
PYKOBOJICTBA U JIp.



OObsacHUTENbHAS 3alUCKA - JOKYMEHT, MOSICHSIOMIMNA COAEpX aHHE OTIEIbHBIX
MOJIO)KEHUIT OCHOBHOTO JIOKYMEHTa (TUlaHa, MporpamMMbl, oTdeTra W T.1.), WU
OOBSACHSIIONINI MPUYMHBI HAPYIIEHUS TPYIOBOU JTUCIUTIIINHBI, HEBBITIOJHEHUS KAKOT0-
00 MOpyYEeHUS.

OObsiCHUTENbHBIE 3alUCKH, KaK NPWIOKEHHE K OCHOBHOMY JOKYMEHTY,
NOSICHSIIOIIME W JOTMOJHSIOMKE €ro, oGOpMISIIOT Ha CTaHAApTHOM JIMCTE OyMmaru.
OObsicCHUTENbHBIE 3alUCKHU, TA€ OOBSCHAIOTCS MNPUUYUHBI COOTBETCTBYIOIIETO
MOBE/ICHUSA, TOCTYNKH, CUTYyallud, COCTaBJSIOT OTAeNbHble paboTHHKH. Kak wu
BHYTPEHHHUE JOKJIATHBIE 3aMUCKHA, OHH MOTYT OBbITh OGOPMICHBI PYKOMHUCHBIM
criocoboM. [ToanuchIBalOT Takue 3aUCKH COCTaBUTEIH.

CrnpaBka — JIOKYMEHT, MOATBEP)KIAOMMA Kakue-mru00 (PakThl WU COOBITHS.
CrpaBKH COCTABIISIFOTCSI AJII ONMUCAHMSI M TOATBEPKIACHHUS (HaKTOB WIIM COOBITUN B
AESTENIbHOCTH JIOMIKOJBHOTO YUYPEXKICHHsS, a TakKe MOATBEePKICHUS (aKToB
OnorpapuYecKoro win ciy>ke0HOT0 Xapakrepa.

3. O0mue TpedboBanNs K 0GOPMIICHHIO TIOKYMEHTOB

3.1. CiyxeOHble TOKYyMEHTBI O(hOpMIIAIOTCS Ha OJaHKaX YTBEPKAECHHOTO 00pa3ia
WINA Ha CTaHJIApPTHBIX JUCTax Oymaru gopmarta A4 U JOJKHBI UMETh ONPEAEIICHHBIN
COCTaB PEKBU3UTOB U YCTAaHOBJICHHBIN NOPAIOK UX PACIIOIOKEHUS.

JlokyMeHTBl (KpOME paclOpsAMTENbHBIX) PEKOMEHAYyeTcsl O(QOopMIsATh B
JIMaJIOTOBOM pexXUMe TeKCTOBOro peaaktopa « Word st Windowsy ¢ nCmoibp30BaHHEM
mpudTta Times New Roman paszmepom B nuanazone ot 12 o 14 kerenei, ¢ oquHapHbIM
WM TIOJTYTOPHBIM MEXCTPOYHBIM MHTepBajioM. Hawano a03ama yctaHaBiuBaeTcs Ha
paccTtossHuM 1,25 MM OT JIEBOW IPaHULIBI TEKCTOBOTO ITOJIS JOKYMEHTA.

Kaxx b1t mucT 1okyMeHTa, opOopMIIEeHHBIN Kak Ha OJIaHKe, Tak U 0€3 HEero, TOJKEH
UMETBH I10JI1 HE MEHEE:

- 20 MM — BEpXHEE U HUIKHEE;

- 30 MM — JI€BOEC;

- 10 MM — ipaBoe.

3.2. B nomkoibHOM 00pa30BaTEIbHOM YUPEKICHUU MPUMEHSIOTCS CIIECTYIONTHE
OJlaHKU:

- U1sl muchMa (YTJIOBOM BapUaHT);

- OJIaHK MpUKas3a.

3.3. PexBusutel nokymeHToB. Ilpu coctaBieHun u 0(OPMIIEHUU JOKYMEHTOB
JOJIKHBI COOJIIOIAThCS TPEOOBAHUS U MPaBUJIa, 00ECTIEYMBAIOIINE IOPUINIECKYIO CUITY
JOKYMEHTOB, CIOCOOCTBYIOIIME OMNEPATUBHOMY HCIOJHEHHIO M MOCJIEAYIOLIEMY
UCIIOJIb30BAHUIO UX B CIIPABOYHBIX LIETISX.

OO0s3aTeNbHBIMU  PEKBU3UTAMH, OOECIEUMBAIOMIMMHU  IOPUIUYECKYIO  CHILY
JOKYMEHTOB, SIBJISFOTCS: HAMMEHOBAHHWE OpPraHU3aluu (JOJDKHOCTHOTO JIMIA) - aBTOPA
JOKYMEHTa, Ha3BaHUE BUJA JIOKYMEHTa (KpOM€ IHCEM), 1aTa U MHIEKC JTOKYMEHTa,
TEKCT, MOAINKUCH, NeYaTh (B CiIydasX, TPeOYIOUIMX JOMOJHUTEIFHOTO yIOCTOBEPEHHUS
JOKYMEHTA).



B nponecce moarotoBku u opopmileHUS TOKYMEHTOB COCTaB OOsI3aTENIbHBIX
PEKBU3UTOB MOXXET OBbITh JOMOJHEH JIPYTUMU PEKBU3UTAMH, €CJIM TOro TpedyeT
Ha3HAauYEHHUE JOKYMEHTa, ero 00padoTKa.

HanmMeHnoBanune BuJa JOKYMEHTa YyKa3bIBaeTCs Ha BCEX JOKYMEHTaX KpoMme
CITyKEOHBIX TTHUCEM.

3.4. Jlatoit JOKYMEHTa B 3aBUCUMOCTH OT €r0 BU/Ia U Ha3HAUCHUS SIBIISIETCS:

— JlaTa TOAMMCAHMS U PETUCTpAlUU - JUIS PACHOPAIUTEIBHBIX M CIY>KEOHBIX
JIOKYMEHTOB;

— JaTa cocTaBieHUs (MPUHATHUS pEHIeHHs) - JJIS MPOTOKOJOB 3acelaHuil u
COBEHIaHW.  DJIeMEHTBhl  JaThl  JIOJDKHBI ~ NPUBOJUTHCA B CleIyloLeH
MOCJIeA0BaTEILHOCTHU: JeHb Mecsia, mecsil, roa (01.10.2010 - monHoe nmpocTaBiieHHE
natel, 1 okTs6ps 2010 roxa - cnoBecHO-IU(PpOBOE POCTABICHUE AATHI).

B ciyxeOHBIX mHChbMaxX, MPOTOKOJAX M JAPYTHX JTOKYMEHTaX, COJEpIKaIlux
CcBelleHUs1 (MHAHCOBOIO XapakTepa, a TaKXke B pPacHOpPAIUTEIbHBIX JIOKYMEHTax
MPEANOYTUTENBHBIM SBIISIETCS CIOBECHO-IIU(POBOM crtocod opopmiieHus nar.

3.5. Unaekc TOKyMEHTA - 3TO MOPSAAKOBBIM HOMED ISl TPOTOKOJIOB, IPUKA30B; IS
MUCEM U CITYKE€OHOU KOPPECTOHICHIIUH - 3TO BXOSIINUNA UM UCXOSAIINI HOMED.

3.6. 3aroyioBOK K TEKCTY YKa3bIBaeTCS K KaXJIOMYy JIOKYMEHTy Qopmara A4.
3aroyioBOK JIOJDKEH OBITh KpaTKUM, TOYHO OTpa)xaTh COJEpXKaHUE JOKyMEHTa M
dbopMynHpoBaThCS B BHJIE OTBETa Ha BOIMPOC «0 ueM?». [lomyckaeTcsi BblIeIECHUE
3aroJioBKa K TEKCTY KUPHBIM IIPUPTOM.

3.7. Anpecar yka3bIBaeTCs Ha OTIPaBIsEMbIX JIOKyMeHTax. JlOKyMEHTBI
aZpecyloTcs B OpraHu3allid, HX CTPYKTYpPHBIE MOJApPAa3/CieHUs, KOHKPETHOMY
JOJDKHOCTHOMY JIMILY, @ TaKXKe TpaXkJaaHaMm MpU OTBETE HA UX O0OpaILIEHUS.

3.8. HammMmeHoBaHume oOpraHa HCIIOJHUTEIBHOM  BJIACTH, OPTraHU3ALUHU
(CTpyKTypHOrO  MOApAa3/ieiieHUs) yKa3blBaeTcs B  HMMEHUTEIBHOM  MaJiexkKe.
HanmMenoBanue MOJDKHOCTH M (pamuius aapecata - B jgarenbHoM. llpu stom mpu
aJpECOBAaHUM JIOKYMEHTA JIOJDKHOCTHOMY JIMIY WHHIMANBI YKa3bIBAIOTCA TEpeN
¢amunuedi. Ecim B KadecTBe ajpecaTa BBICTYNIA€T PYKOBOJUTEIb OpraHa
(opranuszaiuu), To HaMMEHOBAaHWE OpraHa (OpraHU3allK) BXOJUT B HAMMEHOBaHUE
JOJKHOCTH aJipecaTa.

JIOKYMEHT He JIOJKEH cojepkaTh Oosiee 4eTbipex aapecaToB. CIOBO «KOMHS»
nepen BTOPBIM, TPEThUM, YETBEPTHIM ajpecataMu He cTaBuTcs. [Ipu TOM Kambii
AK3EMIUISIP IOKYMEHTA JOJIKEH ObITh MOMANKCAH, a aapecaT, KOTOPOMY HaIlpaBIsieTCs
KOHKPETHBIN dK3eMILIAP, IO TYEPKUBACTCS.

[Ipu HanpaBieHun JOKymMeHTa Oojiee ueM B YEThIpE ajipeca COCTABIISIIOT CITUCOK
PAcChUIKM M Ha KaXXJIOM JOKYMEHTE YKa3bIBalOT TOJBKO OJHOrO ajapecara. B stom
cilydae aJipecataM HaIpaBJstoTCsS KOMHUK TOKYMEHTOB.

Hcxonsimye JOKyMEHTBI, B TOM YUCJIC HHUIIMATUBHBIC, TPHHUMAIOTCS K OTIIPABKE
B Clly4ae OTHPABJICHUS AOKYMEHTa B OJUH aJpec - B 2-X HK3EMIUISIpax, B Cilyyae
HaIpaBJIeHUs] HECKOJBKUM aJpecaraM - B TAaKOM KOJMYECTBE K3EMILIIPOB, KOTOPOE
COOTBETCTBYET KOJIMYECTBY aJ[pEcaTOB Ha JOKYMEHTE IUIIOC OAMH. ODK3EMIUIp
HCXOJIAIIETO JTOKYMEHTA, OCTAIOIIETOCs B JIeJie, JODKEH ObITh 3aBU3UPOBAH, B TOM
YHCJI€ YKa3bIBAETCS UCTIOJIHUTEh C HOMEpPOM TeleoHa.



B nokxymeHTtax, OQOpMIEHHBIX Ha JBYyX U 0ojee CTpaHMIIaX, BTOpas U
NOCJIEAYIONIME CTPAaHUIbl JOJDKHBI OBITh MpOHYMepoBaHbl. Homepa crpanuig
IIPOCTABJISIOT OCEPEIUHE BEPXHETO OIS JIKCTA.

TekcT JOKyMEHTOB IOMYCKAETCs MOIPA3AEIIATh Ha PA3AEibl, I0IPA3€EIIbl, TyHKTHI
U TOJITYHKTHI, KOTOPBIE JTIOJKHBI ObITh MPOHYMEpPOBaHbl apadckumu udpamu. Tekct
JOKYMEHTA JOJDKEH M3J1araTbCs 4Y€TKO, MOCIENOBATENbHO, KpaTko. [Ipn Hammuuu B
TEKCTE JOKYMEHTa CCBUIKM Ha JPYTHE€ JIOKYMEHTBI, YKa3bIBalOT HMX PEKBU3HTHI:
HAaMEHOBAaHHME  JIOKYMEHTa, HAaWMEHOBAaHHWE aBTOpa JOKyMEHTa, Jary |
pPEruCTPalOHHBIM HOMEP TOKYMEHTA, 3ar0JIOBOK K TEKCTY.

3.9. Odopmitenue npunoxeHuid. [IprnoxeHus: JOHKHBI UMETh BCE HEOOXOTUMBIE
JUTSL JOKyMEHTa PEKBU3UTHI (Ha3BaHHUE, 3ar0JIOBOK, TIOJIIKCH JIULI, OTBETCTBEHHBIX 32 X
coJiepKaHue, 1aTy, OTMETKY O COIVIACOBAHHUHM U T.II.).

Ecnu npunoxeHust He Ha3BaHbl B TEKCTE, TO UX HAUMEHOBAHUS MEPEUUCIISIFOTCS C
YKa3aHUEM KOJMYECTBA JINCTOB B KAXKJOM IPWIOKEHUU W 4YUCIA UX IK3EMIUIIPOB.
[IpunoxeHus K paclopsIUTEIbHBIM JTOKYMEHTAM COZAEPKaT B IIPAaBOM BEPXHEM YIULY
NIEPBOIO JINCTA OTMETKY C YKa3aHUEM JOKYMEHTA, €r0 1aThl 1 HOMEpa.

Ecnu npunokeHus cOpoIopoBaHbl, KOJIMYECTBO JUCTOB B HUX HE YKa3bIBACTCS.

3.10. IMonmucek sBhsieTcss 00sA3aTEIbHBIM PEKBU3UTOM JOKyMeHTa. B cocraB
HOJNUCH BXOJAST: HAUMEHOBAHUE JIOJDKHOCTHU JIMIIA, MOANUCABIIETO JAOKYMEHT (IIpH
UCIIOJIb30BaHUU JIOJDKHOCTHOTO OJaHKa HAMMEHOBAaHUE JIOJDKHOCTU HE YKa3bIBAaeTCs),
JUYHAas TMOJIKUCH U €€ paciiiPpoBKa (MHULMAIIBI U (paMUIIHS).

[Ipu noanucaHuy JOKYMEHTa HECKOJIbKUMH JOJKHOCTHBIMHU JIMIIAMU UX TOJIUACH
pacnoyiaraloT OJHY HaJ JApPYyrod B MOCJIEAOBATEIBHOCTH, COOTBETCTBYIOIIEH
3aHUMAeMON JOJDKHOCTU. Eciau  AOMKHOCTHOE JMI0, MPAaBOMOYHOE IOAIUCATh
JOKYMEHT, OTCYTCTBYET, TO JOKYMEHT MOXET MOAMUCHIBATh JUI0, UCIIOJHSIOIIEE €ro
o0sa3aHHOCTH. [Ipy 3TOM TOKYMEHT InepenedyaTbiBaeTCsl U yKa3bIBaeTcsa (akTHuecKas
JIOJDKHOCTh JIMIA, TMOAMMCABILIETO JOKYMEHT, M €ro (aMuwius — «HUCIOJHSAIOMNN
o0si3aHHOCTH...» He nomyckaercs MOANUCHIBATH JOKYMEHTBI C MPEUIOOM «3a» U
IPOCTaBJIECHHEM KOCOM 4YepThl MEpell HAaMMEHOBAaHWEM JOJDKHOCTH. HanmeHoBaHMe
JOJDKHOCTHM I1€4aTaeTcs OT JIEBOW TPAHMIBI TEKCTOBOI'O IOJS 4Yepe3 OJUHAPHBIN
MEXCTPOUHBIM HHTepBal. PacummpoBka NOANMUCH pacrionaraeTcss Ha YpOBHE
HOCIEIHEW CTPOKM HAMMEHOBAaHMS JOJDKHOCTH Oe3 mpolOesia MeXIy HHHUIHAJIaMU
uMeHu, otuectBa u (Qamunueit. llocmegnsisi OykBa B pacmudpoBKE IMOIITUCU
OTPaHUYMBAETCS MPABOM TPAHULIEN TEKCTOBOTO MoJjs. [loanuck oTaensercs ot Tekcera,
MPUIOKEHUS TPEMS OJJMHAPHBIMHU MEKCTPOUYHBIMU UHTEPBATAMH.

3.11. I'pu¢ cornacoBanust mpoCcTaBIsETCS HA MPOEKTAX JOKYMEHTOB, TPEOYIOIIUX
MPEABAPUTEILHOIO PACCMOTPEHUSI 3aMHTEPECOBAHHBIMU OpraHamMu (OpraHU3alUsIMH),
CTPYKTYPHBIMH MOJPA3IACICHUSAMU, TOTKHOCTHBIMU JIMLIAMH.

CornacoBanue AOKYMEHTOB MOXET ObITb BHEIIHMM M BHYTPEHHUM. BHemrHee
coriacoBanue odopmisieTcss rpudom corjiacoBaHMs, CHPaBKOW O COIIaCOBaHUM,
JUCTOM COTJIACOBAaHUS WJIM MPOTOKOJOM O0OCYXJIeHus JokymMeHTa. B  rpud
cornacoBanusi BxoauT cioBo COI'JTACOBAHO (meuaTtaeTcsi mponucCHBIMU OyKBaMu
0e3 KaBblYeK), HAMMEHOBAaHHE JOJHDKHOCTH JIMIA, C KOTOPBIM COTJIACOBBIBACTCS
JOKYMEHT (BKJIFOUasi HAUMEHOBAHUE OpraHU3aIiH ), THYHAsI IOJIITUCH, €€ paciindpoBKa
u nata. ['pudsl cornacoBanusi pacnosaraiorcst Huxke pekBuzurta «lloamuce» unm Ha



OTJIENBHOM JIUCTE coriacoBaHus. ['pud cormacoBanus nmeyaTaercs OT JIEBOM TPAHULIBI
TEKCTOBOI'O TOJIA JOKYMeHTa U OT 230 MM OT BEpXHEro Kpas Jiucta OyMaru COrJIacCHO
YCTAHOBJICHHBIM PEKBU3UTAM i Tpuda COIIACOBAHMS; BU3bl MPOCTABISIOTCS Ha
JUIEBOM CTOPOHE MOCIEAHETO JIUCTA TOKYMEHTA WIJIM Ha €ro 000poTe.

3.12. ®amunust 1 HOMEP CiIy)KeOHOro TesiepoHa UCTIOTHUTEINS Ha JOKyMEHTax 3a
MOJMUCHIO 3aBEAYIOLIETO YUPEKICHUS U APYTUX AOJKHOCTHBIX JIUIL pACIIOIaratoTcs B
JIEBOM HIDKHEM YTy JIMIIEBOM CTOPOHBI TOCIEIHEro JIMCTa JOKyMeHTa. JlaHHBIH
PEKBU3HT MevyaTaeTcs Mpru(TOM MEHBIIIUM, YeM pa3Mep HprudTa OCHOBHOTO TEKCTA.

3.13. Ocob6bIM criocoO0OM BBEIEHUS TOKYMEHTA B ACHCTBHE, CAHKIIHOHUPYIOLTUM
pacupoCTpaHEHUE €ro Ha OINPEACICHHbIA KPYr JOJKHOCTHBIX JIMIL, SIBJISIETCS
YTBEPKJICHUE TOKYMEHTA.

JIOKyMEHT, MNOJJIEKAINUNA YTBEPKACHUIO, NPUOOPETAET IOPUAUYECKYIO CHITY
TOJIBKO C MOMEHTa €ro YTBEpXKICHHs. YTBEpPKACHUE TOKyMEHTa IPOU3BOJIUTCS
nocpecTBOM  Tpuda  yTBEpkKACHUS  WIM  H3JaHUS  COOTBETCTBYIOIIETO
pacnopsiAuTenabHoro JokymeHnra. Ob6a crnoco0a yTBEpKACHHS MMEIOT OJUHAKOBYIO
IOPUINYECKYIO CHILY.

['pud yTBEpk)AeHUS MPOCTABIAECTCS B IPABOM BEPXHEM YIIIy Ha PACCTOSHUM OT
120 MM ot neBoro kpast jucta 6ymaru u 20 MM OT €ro BEpPXHEro Kpasi COTJIACHO
YCTaHOBJICHHBIM pEKBU3HUTaM Juisd Tpuda yrBepxkaenud. [lpu vanuuuu aByx rpudon
OHHM PACTOAratoTCs B IPABOM U JIEBOM (OT IPaHUIIBI JIEBOTO MOJISI JOKYMEHTA) BEPXHUX
yriax J0KyMEHTA.

3.14. Ilpumenenune mneuatrei. Ha gokyMeHTax, TpeOyrommx o0codoro
YAOCTOBEpPEHUs, CTaBUTCS nedarb. lledarh ynocToBepseT NOIIMHHOCTHh MOIINUCH
JOJKHOCTHOTO JIMIA JIMOO COOTBETCTBHE KOMUU MOJTMHHUKY .

3.15. 3aBepenue konuu JokymeHTa. Konus nomxHa ObITh 3aBepeHa JOIKHOCTHBIM
JULOM, YAOCTOBEPSIOIIUM MOJTHOE COOTBETCTBUE MOJIJIMHHUKY .

3.16.0TmeTKa 00 UCTIOJIHUTENE JOKYMEHTA MTPOCTABIISIETCS B JICBOM HUKHEM YTITY
JUIEBONM WM OOOPOTHOM CTOPOHBI TOCIETHErO JIMCTa TMOJJIMHHUKA JOKYMEHTA.
Otmetka BrirovaeT pammmmio (hamunvs, uMs, OTYECTBO) UCIOJHUTENS, HOMEP €ro
TenedoHa,

3.17. Tlpukas3. Ilpuka3sl neyaTaroTCs Ha CTAHIAPTHBIX OJaHKAX yCTAHOBIIEHHOMN
dbopmel mpudrom Times New Roman pazmepom 14 keriei.

[Tpuka3 umeeT cienayrome peKBU3NUTHI:

HanmMeHnoBaHue BUa TOKyMEHTA - PUKa3.

JlaTa 1 HOMep - yKa3aHHbIE PEKBU3HUTHI IEYATAIOTCS EHTPOBAHHBIM CIIOCOOOM.

Jatoii npukasa siBisieTcs Aata ero nognucanus. Jlara odopmisgercss nuppoBbIM
Ccoco0OM; HOMEp COCTOMT U3 3HaKa «Ney U MopsAKOBOro HoMmepa npukasza. [Ipukazbl
HYMEPYIOTCS MOPSIAKOBOM HyMEpALIMEW B Mpeeiax KajleHaapHoro roaa. Ilpukassl mo
OCHOBHOM JI€ATEIbHOCTH, IO KaJpam, M0 OTIyCKaM, 0 BOCIUTAHHUKAM, HyMEPYIOTCS
OT/ICJIbHO. 3ar0JIOBOK JOJKEH KPATKO M TOYHO OTPaXaTh COACPKaHUE TEKCTA MPUKa3a.
Touka B KOHIIE 3aroJOBKa HE CTaBUTCS. 3arojiIOBOK Ie€dYaTraeTcss B TpaHUIlaX,
MPETYCMOTPEHHBIX ~ OJIAaHKAaMU  TPABOBBIX ~ AaKTOB U OPTaHHU3AIMOHHO-
pPacopsSITEIHHBIX JOKYMEHTOB C MPOMUCHOW OYKBBI MOTY>KUPHBIM MIPUPTOM Uuepe3
OJVHAPHBIA MEXCTPOYHBIM MHTEPBAJ LIEHTPOBAHO. TE€KCT OTHENSIETCS OT 3arojoBKa
TpeMs OJIMHAPHBIMU MEXKCTPOUYHBIMU MHTEpBajIaMu. TeKCT MpHKa3a rmevaraeTcs: yepes



1,5 MeXCTpOUHBIX MHTEpPBAJIA OT JIEBOW IPAHUIIBI TEKCTOBOTO MOJS U BHIPABHUBAETCS
110 JIEBOM U MpaBoil rpaHuIiamM TekcToBoro noJs. [lepsas crpoka ab3aiia HaUMHAETCA Ha
paccTostHuM 1,25 ¢M OT JIeBOM TpaHUIIBI TEKCTOBOTO MOjs. TEKCT MpHKaza MOXKET
COCTOATh W3 2 4YacTeil: KoHcTaTthpyrouled (mpeamMOyibl) U pacnopsautensHoil. B
KOHCTaTUPYIOIIEH YacTW KpaTKO H3JIararoTcs IeNd W 3a7add, (PakTbl U COOBITHS,
MOCIIY>)KMBIIIUE OCHOBAaHMEM IS H3JaHusl Mpukaza. Eciu npuka3 wuzgaercs Ha
OCHOBAaHHMHM JPYroro JOKyMEHTa, TO B KOHCTaTUPYIOLIEH YaCTH YKa3bIBaeTCs
HAaMEHOBAHHE 3TOr0 JOKYMEHTa B TBOPUTEIBHOM IaJEKe, €ro Jaara, HOMEp M
3aroyioBoK. JlJis yka3aHus B KaUeCTBE OCHOBAHUS M3/IaHUS MPUKa3a HEKOETO COOBITHS
WM TPOU3BOJCTBEHHON (HOPMATHUBHOM) HEOOXOAMMOCTH OOBIYHO HCIOIB3YIOT
(opMyTUPOBKH: B CBSI3M (C Mpa3IHOBAHUEM, C U©3MEHEHHEM CPOKOB, CO BCTYIIJICHHUEM B
CUJIy, C IPUHSATUEM PELICHUS O, C TPEOOBaHUSIMU 3aKOHA U T.]1.), B LEJsIX (YBEIUYEHUS,
YMEHBUIEHUS, KOPPEKTUPOBKHU, KOOPAUHALIMU U T.1I.), HA OCHOBaHUM (pewenus). s
CCBUJIKM Ha HOPMaTHBHbBIE TOKYMEHTbHI UCHOJB3YIOT (POPMYIMPOBKH: BO MCIOJHEHHE
(Pacnopsikenus, 3akoHa U T.J.), HA OCHOBaHUU (CT. ... 3aKOHA), B COOTBETCTBHH (C .
... [lonoxenus), B nononnenue (k [Ipukasy).

KoncTaTupyroniyro 4acTs IpuKas3a OMyCKarT, €CJId IPUYNHA U3IaHUS JOKYMEHTA
OUEBHJIHA U HE HYXJaercsi B pasbsicHeHuH. [IpeamOyna B mMpoekTax MNPUKA30B
3aBepUIAETCS CIIOBOM «II P M K a 3 bl B @ 10», KOTOPOE ME€YaTaeTCsl CTPOUHBIMU OyKBaM
Bpa3psIIKy OT JIEBOW TpaHUIIbl TEKCTOBOTO MOJs. PacmopsauTenbHas 4acTh AOJKHA
coliepKaTh MEPEUUCIICHUE MPEANUCHIBAEMBIX JCHCTBUH C yKa3aHUEM HCHOJHUTENS
KOKJIOT0 JCHCTBUS M CPOKOB HCHOJHEHUA. CpOKM HCIOIHEHUS YKa3bIBAIOTCS
KOHKPETHO Il Kaxjaoro 3aganus. He momyckaercs ¢opMmynupoBKa 3aiaHuil 0e3
YCTaHOBJICHUS] COOTBETCTBYIOILLIETO CPOKA UCITOJTHEHHUS.

PacniopsauTenbHast 4acTh MOXKET JENUTHCS HAa MYHKTBHl M MOAIYHKTBI, KOTOPbIE
HyMepyroTcsl apadckuMu 1udpamu. [[eiicTBUS OIHOPOJHOTO XapakTepa MOTYT ObITh
NIEPEYNCIIEHBI B OJTHOM ITyHKTE. B KauecTBE MCIOJIHUTENEH YKA3bIBAKOTCS KOHKPETHBIE
JOJDKHOCTHBIE JIMIIA.

Ecnu npuka3 oTMeHsieT, U3MEHSET WM JIOMOJHSAET paHee U3JaHHbIA JTOKYMEHT
WM KaKUE-TO €ro MOJIOKEHHUSI, TO OAUH U3 MYHKTOB PACHOPSAIUTEIIBHON YaCTH TEKCTa
JOJDKEH COZEP KaTh CChUIKY Ha 3TOT JTOKYMEHT (ITyHKT JOKYMEHTA) C YKa3aHUEM €ro
JaThl, HOMEpa U 3aroyioBka. TeKCT MyHKTa MOYKET HauyMHAThCs cioBamu «lIpu3Hath
YTPATUBIIUM CHIIY ...»; «IIYHKT ...MCKIIFOUUTBHY»; «IIYHKT ... U3JIOKUTHh B CIIEAYIOILICH
peAaKUUN» «...»; «JIOMOJHUTh MYHKT ... a03aleM CJIEAYIOLEro coaepxkaHus «...». B
MPUKa3 MOKHO BKJItOUaTh MyHKT «lIpHka3 1oBeCTH 10 CBECHUS ...».

Ecnu npuka3 BBOAUT B ACICTBUE KaKKE-IMOO JOKYMEHTHI (MHCTPYKLIUH, TpaBuia,
MOJIOKEHUS, TUIAHBI U JIp.), TO OHU OQOPMIISIIOTCS B BUJAE NMPUIOKEHUS K MpuKazy. B
BEPXHEM IMPaBOM YIJy TaKUX TOKYMEHTOB cTaBuTCS: «lIpunoxeHue K mpukaszy OT
01.01.2015 Ne 1».

[Iprka3pl NOANMMUCHIBAET 3aBEAYIOIINMN Y UPEKIAEHHUSI, & B €70 OTCYTCTBHUE JIUIIO, ETO
3aMeIlaoIIee.

3.18. Ilonoxenue, mpaBuia, UHCTpyKUus. [lonokeHue NpPUHHUMAETCS B TOM
cllydae, eclii B HEM YCTaHaBJIMBAIOTCS CUCTEMHO CBSI3aHHBIE MEXly cOO0M npaBuia. B
MpaBujIaxX yCTaHABJIMBAIOTCS HOPMBI U TpeOOBaHuUsI, 00s3aTENbHBIC 1JIs BBITIOMHEHU. B
WHCTPYKIIMU  M3JaraloTcsi oOmue TpeOOBaHUS  OCYIIECTBICHHUS  KaKOW-THOO



NEATEIbHOCTH WJIU MOPSAJIOK MPUMEHEHUS MOJIOKEHHM 3aKOHOJATEIbHBIX W HWHBIX
HOPMAaTUBHBIX aKTOB.

[lonoxenue, mpaBuiia, UHCTPYKIIMU MOTYT OGOPMIISITBCS Ha 0O0IIeM OJaHKe
opraHa MCHOJIHUTEIbHOM BJAcCTH WJIM Ha CTaHJIApTHOM JiMcTte Oymaru Qopmara A4
mpudTom Times New Roman pazmepom 12 kerneit.

TekcT n3naraercst OT TPEThETO JULA EAUHCTBEHHOTO WM MHOKECTBEHHOTO YHCIIA.
B Tekcre HUCHONB3YIOTCA  CIOBA:  «IOJDKEH», «CIEAYeT», «HEOOXOIUMOY,
«3aIpeIaeTcs», «He JOMYCKaeTCs» U JIp.

[Ipu ucnonb3oBaHuM 00IIEro ONaHKa AJIT M3TOTOBJICHHS MOJOXEHUS (TpaBu,
WHCTPYKLMHU, PErJaMEHTa) 3aroJIOBOK Ie€YaTaeTcs B TPAHMIAX, MPEAYCMOTPEHHBIX
YTBEP)KACHHBIMU OOIIMMU OJIaHKaMH JOKYMEHTOB. 3arojloBOK IeyaTaeTrcs C
OPONMUCHOW OYKBBI TONYKUPHBIM MIPUPTOM Yepe3 OJWHAPHBIA MEKCTPOUHBIH
MHTEpBaJ LIeHTpoBaHO. KoHcTaTnpyromei 4acTbio MosokeHus (IpaBuil, HHCTPYKLIAN)
CIy’)KHUT pa3aen «OOImue TNOJOXKEHUs», B KOTOPOM YKa3bIBAlOTCS OCHOBAHMS
pa3paOOTKH, OCHOBHOE€ Ha3HAauY€HHWE HOPMAaTUBHOTO akrta U cdepa ero
pacrpoCTpaHEHUs, OTBETCTBEHHOCTh 3a HAPYUICHHWE YCTAHOBIICHHBIX MPAaBWI H
TeXHOIOrHiH. OCHOBHOM TEKCT MOJI0KEHUS (MPaBUJI, UHCTPYKIIMH) MOKET JAEJIUTHCS Ha
TJIaBbl, ITYHKTHI U MOAIMYHKTHI. | JIaBbl JOJDKHBI UMETh Ha3BaHUS. | JTaBbl HyMEpYIOTCA
puMckumu mudpamu. Hymeparusi myHKTOB U MOAIYHKTOB MPOU3BOJIUTCS apaOCKUMU
udpamu.

3.19. Ilporokon. IIpoTokon cocTaBisieTcsi Ha  OCHOBAaHHMM  3aIUCEH,
MPOMU3BEJECHHBIX BO BpEMs COBELIaHMWs (3acelaHusi), NPEICTABICHHBIX TE3UCOB
NOKJIAI0OB M BBICTYIUIEHUM, CIPABOK, IIPOEKTOB PEIIEHWN W JAp. 3alUMCU BO BpeMs
3acenaHus, cOOp MaTepuasoB M MOATOTOBKA TEKCTAa BO3JIAraeTcsi Ha CeKperaps
KOJUIETHAJILHOTO OpraHa. TeKCT IMpOTOKOJIAa JTOKEH ObITh MOATOTOBJIEH HE IMO3]IHEE,
4yeM yepes3 3 AHS CO JIHS 3aCEIaHUS.

[IpoToKoJIbI MOTYT OBITH MOJHBIMH - COAEPKUT KPOME BOIPOCOB U PELICHUM
KpaTKyl0 3aluCh BBICTYIUICHHM JOKJIAAUYUKOB W YYACTHUKOB; KpPATKUMHU -
3aMUCHIBAIOTCS 00CYXKTaeMbie BOIIPOCHI, (haMUITUU JTOKJIATIMKOB U BBICTYIIABIIIHX.

[IpuHsATHIE pelIeHNs 3aNIMCBIBACTCS JOCIOBHO. TEKCT BBICTYIUIEHUN U3JIATa€TCS OT
TPETHETO JIMLA €INHCTBEHHOI'O YUCIIA.

[IpoTtokonsl oQOpMIISIIOTCS Ha CTaHAAPTHBIX JUcTax Oymaru ¢opmara A4
mpudrom Times New Roman pazmepom 14 kermeit. [[poTokos cocTaBiseTcs ¢ yueTom
CIEAYIOIINX PEKBU3UTOB: BUJ JOKYMEHTA, JaTa, HOMEP M 3arojoBOK. J[aToi mpoToKoIia
SBJISIETCS JIGHb TPOBEICHUS COBEILIAaHUs (3acelaHus), a HOMEpPOM NPOTOKOJa —
MOPSAAKOBBIA HOMED 3acedaHus ¢ Hadaja roja.

[Ipu opopmieHnU IPOTOKOIA Ha CTAHJAPTHBIX JINCTAaX OyMaru:

— HauMeHoBaHue Buja JokymeHTta - c¢ioBo II P O T O K O JI newaraercst ot
TPaHUIIBI BEPXHETO IMOJIS MTPOMMMCHBIMU OyKBaMH B Pa3pAIKY, MOTYKUPHBIM MPUDTOM
pazmepom Ne 16, IEHTPOBAHO;

— BHUJ 3acelaHus, COBEUIAaHUsA - OTAEIAECTCS OT IPEAbIAYLIEr0 PEKBU3UTA
20/TMHAPHBIMA MEXCTPOYHBIMU HHTEpBajIaMU, Me4YaTaeTCs MOJYKUPHBIM HIPUPTOM
yepe3 OJUHAPHBIN UHTEPBAI U BEIPABHUBAETCS I10 LIEHTPY;

— MECTO IPOBEJICHU 3aCEIaHusl; IeYaTaeTcs Yepe3 2 OAMHAPHBIX MEXCTPOYHBIX
MHTEPBAJIA MTOCJIE PEKBU3NUTA «BUJI 3aCEAHNUSI, COBEIIAHUSY;



— JaTa ¥ HOMEep IMPOTOKOJa; AaTa 0(GOPMIISIETCS CIIOBECHO-IIM(PPOBBIM CIIOCOOOM.
Ha mnpotokon mpocraBisieTcss MMEHHO JaTa 3acelaHus, a HE OKOHYATEJIbHOIO
odopmIIeHHs WK TTOANIMCAaHUs TPOTOKoa. Eciin 3acenanue npoaomxaeTcsi HECKOJIBKO
JHEW, YKa3bIBACTCs 1aTa HA4YaJIa U Yepe3 TUPE JaTa OKOHYAHUs 3aCEIaHus;

— 3aroJIOBOK IPOTOKOJA COJAEPKUT YKA3aHWE Ha BUJI KOJUIETHAJIBHOU
JesITeIBbHOCTH (3aceaHne, cCoOpaHue, COBEIIAHNE ) M Ha3BaHUE KOJUIETHAILHOTO OpraHa
B POJUTEIBHOM MAJEKE;

— TEKCT IIPOTOKOJA COCTOUT U3 JIBYX 4YacTEH: BBOJHOW U OCHOBHOW. B BBOgHOMU
YKa3bIBAIOTCA MpEJcenaresib 3acelaHusi (COBEIIaHMs), AOJKHOCTh, (amMunus u
WHUIMAIIBI TIPEe/ICeaTeNs; CeKpeTaph 3aceianus (COBEIIaHNs ), TOJDKHOCTD, PaMIIIUs U
WHUIIMAJBL, TPUCYTCTBYIOIIME HA 3aceJaHuU (COBEIIaHUU), paMUIIMA U WHULIKAJIBI B
angasutHoM tnopsanke. CnoBo «lIpencenarensy meyaTaeTcss OT JIEBOM T'paHUIIBI
TEKCTOBOT'O MOJISl ¢ MPONMUCHON OYKBBI; 1101 HUM — «CeKpeTapby» ¢ MPONUCHOU OYKBHI.
Cioo «lIpucyrcTBoBamm» mnevaTaeTcs OT TpaHULBl JEBOro Tmois uepe3 1
MEXCTPOYHBIM UHTEPBAJ MOCIEe (aMUIMU U MHUITMATIOB MpeIceaTelsl, B KOHIIE CJI0Ba
ctaBuTCs Boetoune — «lIpucyrcrBoBanu:». 3ateM 1-2 MEKCTPOUYHBIMUA UHTEPBAIAMHU
HIKE TE€YaTalOTCs HAMMEHOBAHUSA JOJDKHOCTEM IPUCYTCTBOBABIIMX, a COpaBa OT
HAaUMEHOBAHUA JOJDKHOCTEH - X MHUIMAIBI U (pamMminu (OIMHAPHBIA MEKCTPOUHBIN
uHTepBan). HauMeHoBaHus JOMKHOCTENH MOTYT ObITh YKa3aHbl 0000IIIEHHO, a (haMUIIUU
pacnoJyiararorcs B aji)aBUTHOM TMOPSIIKE.

OcHOBHasi 4acThb MPOTOKOJA MEYATACTCS  IMOJYTOPHBIM  MEXCTPOUYHBIM
MHTEPBAJIOM U BKJIIOYAET BOMPOCHI, pacCMaTpUBaEMble Ha 3aceIaHUU (COBEIIAHUU), U
MPUHATBIE IO HUM pemieHus. Kaxaplii Bompoc Hymepyercs puMCKON HU(poi U ero
HavMEHOBaHME HaunHaeTcs ¢ npeajora «Oy» («O0»), KOTopoe mevyaTaeTcs OT JEBOIO
noyigs mpudToM pasmepom 14 kerie W MOAYEPKUBACTCS OJHOW YEPTOWM mMOcie
nocienHei crpoku. [loa gepToil B ckoOkax yKa3bIBatOTCs (pamMiiiny T0IKHOCTHBIX JIUIL,
BBICTYIIABIINX Ha 3aceaHUM (COBEIIAHWHM) MPH PACCMOTPEHUHM COOTBETCTBYIOIIETO
Borpoca. aMuINKM MEYaTarOTCsS YEpPe3 OJMHAPHBIM MEKCTPOUYHBIN MHTEpBai. 3aTEM
yKa3bIBa€TCsl PUHSTOE 110 3TOMY Bopocy pemenue; [loanuce oTaenseTcs ot Tekcra 3
MEKCTPOUYHBIMM HWHTEpPBAJIaMM W BKJIOYaeT HauMeHoBaHue «lIpencenarensy», ero
JTUYHYIO MOAMUCH U paciiuPpoBKy moanucu (MHUIMAIKI U hamuiuio). HaumenoBanue
JTOJHKHOCTHA TMEYaTaeTcsi OT JIEBOM TpaHULbl TEKCTOBOTO MOJISI YEPEe3 OJMHAPHBIN
MEKCTPOYHBIN UHTEPBAJL.

[TIporokou peructpupyercst o MeCTy ero cozaanus. [[poTOKOIbI MOAMUCHIBAIOTCS
MpEACENATENEM U CEKPETAPEM.

4. Opranusanus 10KyMeHT0000pOTA U UCIIOJTHEHUS JOKYMEHTOB

4.1. JIBukeHUE TOKYMEHTOB B YUpEKICHHMH C MOMEHTA HMX CO3JaHUs WIH
MOJTYYCHUS 10 3aBEPIICHUS UCTIOTHEHUS WJIM OTIPABKUA 00pa3yeT JOKyMEHTOOOOPOT.

4.2. ITopsimioK MPOXOKIECHUS BXOJAIINX, UCXOISAIIUX U BHYTPEHHUX JTOKYMEHTOB
U omnepauuy, MPOU3BOJIUMBIE C HHUMHU B JOIIKOJIBHOM YUPEKICHHH, ONPECseTCs
HacTossuM llonoxxenuem.

4.3. OpraHuzauyss JOCTaBKM U OTOpaBKU JOKyMeHTOB. Ilpu mnpueme
KOPPECIIOHACHIIMA TPOBEPSAETCS MNPaBUIBHOCTh QJPECOBAHUS W  IIEJIOCTHOCTH



YIakoBOK. Bce KOHBEpPTHI € MOCTYNMBUIMMHU JOKYMEHTaMH BCKpbIBaroTcs. Ilpu
BCKPBITUM KOHBEPTOB CO CIIYKEOHOW KOPPECHOHJEHIIMENH MPOBEPAETCS Haluyue
JIOKYMEHTOB, YKa3aHHbIX B HUX MPWIOKEHUH, a TAKKE HAIUYUE YAOCTOBEPSIOMIMX
PEKBU3UTOB (MOAMMUCH, TeyaTH U J1p.). B ciaydae oOHapyxeHus HemocTauu JIuOO
OTCYTCTBUSI HEOOXOJMMBIX PEKBU3UTOB CIy>KEOHbIE JOKYMEHTHI BO3BpAIalOTCs
OTMPABUTEIIIO C YKAa3aHUEM IIPUYMH BO3BPATa B JICHb MOJTYYCHUSI.

OtnpaBka JTOKYMEHTOB U3 JOILIKOJIBHOTO YUYPEXKIACHHS TPOU3BOAMUTCS IOCIE
pEerucTpalny UCXOIAIIEro JOKyMeHTa. [Ipu oTnpaBke KOppeCOHAEHIMU IPOBEPSETCS
HaJu4He:

— aJipeca ¢ UHJAEKCOM (IUIsl JOKYMEHTOB, OTIIPABJISEMbIX B HEMOABEAOMCTBEHHbBIE
aMUHUCTPALIMK OPTaHU3aIUN);

— UCXOJIAIIETO HOMEPA;

— (haMUINK UCTIOJIHUTENA C yKa3aHUEM HOMepa ero TelaedoHa;

— YKa3aHHBIX B TEKCTE MPUIIOKECHUM;

— MOJANKCH HA TOKYMEHTE.

Hcxonsmume 10KyMEHTHI (B TOM YHCIIE HHUIIUATUBHbBIC) IPUHUMAIOTCS K OTIIPaBKE
B CJIy4ae HaIpaBJICHHUs TOKYMEHTa B OJMH aJpec - B JBYX 3K3EMIUIIpax, B Clydyae
HaIIpaBJICHUS HECKOJBKHMM ajpecaraMm - B TAKOM KOJMYECTBE 3K3EMILUIIPOB, KOTOPOE
COOTBETCTBYET KOJIMYECTBY aJIpECcaToOB Ha JOKYMEHTE IUIFOC OAMH. OK3EMILLIP
UCXOJSILEro JOKyMEHTa (KOIWs), OCTAaroIIMics B Jiese, AOJKEH ObITh 3aBU3MPOBaH
OTBETCTBEHHBIM JIMIIOM, Ky/a ObLII HAPaBJIEH TIOKYMEHT.

Hcxonsipye TOKYMEHTHI EpeJatoTcs 1Tl OTHPABKU MOJHOCTHIO OPOPMIEHHBIMH.
OO0paboTka JOKYMEHTOB JUIsi OTHOPABKA IOYTOBOM CBSI3bIO  OCYIIECTBIISIETCS
WCIIOJIHUTENIEM JJOKyMEHTa B COOTBETCTBUM C IIpaBuiamu oka3zaHus yCiayr MOYTOBOM
cBsi3u. IlepBblil SK3eMIUISIp (OpUTHMHA) TMHUChbMA, HEMOCPEACTBEHHO MMOANMUCAHHBIN
PYKOBOJUTEINEM, U IPUIIOKEHHSI K HEMY (€CITM UMEIOTCS) HaIlpaBJisieT aJpecary.

JIOKyMeHTBI, MOJJIEKAIME OTIPABKE, TOJKHBI 00padaThIBaThCA U OTIPABIATHCA
B JIEHb MX MOJIHUCAHMsS WIM HE TO3[JHee cieayrouiero padbodero AHs. 3aKa3HbIMU
nUChbMaMH U OaHEPOIISIMU HAIIPABIISIOTCS 0CO00 Ba)KHBIE, CPOUHBIE, UCIIOJIHUTENIbHbIE
JOKYMEHTBI U OPTraHU3aLMOHHO-PACIIOPSAAUTENBHBIE JOKYMEHTBHI.

C noMOWEBI CPEeACTB DSJIEKTPUYECKOM CBSI3M OCYIIECTBISIETCA Iepenada
uHpopmaruu B Buae ¢akcorpamm, TenedoHOTpaMM, JJICEKTPOHHBIX COOOIIECHUM.
[lepenaya mHpOpManuu ¢ MOMOILIBIO TeNe(OHOTPAMM OCYIIECTBISETCS YCTHO IIO
KaHasam TeseoHHOM cBs3u. B TenedoHorpaMmMe 10IKHBI yKa3bIBaThCsl Ha3BaHUE BUA
JOKYMEHTa, HAUMEHOBAHUE OpPraHHU3aluy, J1aTa, HOMEp, HAMMEHOBAaHUE, MHUIUAIbI 1
(damunus agpecara, TEKCT, HOKHOCTb, MHULUAIBI U (haMUJIUS JIHIA, TOIMMUCABILIETO
TenepoHOrpaMmy; 10HKHOCTD, MHUIMAIIBI U (DAMIIIMK MepeJaBIIero U IPUHUMAIOIIETO
TenedoHorpaMmy, Homepa TenedOoHOB, MO KOTOPHIM MEepelaeTcs W MPUHUMAETCS
uH(popmalus, Bpems nprema 1 nepeaadyu reaedoHorpaMMBl.

4.4. TlopaloK TPOXOXKIEHUA ITOKYMEHTOB. Bce TOKyMEHTBI, pacCMOTPEHHbIE
PYKOBOJMTENEM, HANPABIIAKOTCS [JIs HMCIOJHEHHUs 4Yepe3 JMLO0, OTBETCTBEHHOE 3a
BEJICHHE JOKYMEHTO000pOTA.

VY4yer nmocTymiieHusi TOKyMEHTOB BEIETCS B JKypHaJlaX YCTaHOBJICHHON (POPMBI.
3aBeAyroWnid YupexxIeHUs JaeT yKa3aHus 110 OpraHu3alry UCIIOJIHEHHS IOKYMEHTOB,



oopMIIsisE 3TH YKa3aHUsI PE3OJTIOIUSIMU Ha CBOOOTHOM MecTe JoKyMmeHTa. JlaHHbie 00
UCIIOJTHUTENSAX U CPOKAX MCIIOJHEHUSI TOKYMEHTOB BHOCSTCS JIMLIOM, OTBETCTBEHHBIM
3a JOKYMEHTOOOOPOT, B PETUCTPALIMOHHBIC )KYpHAJIbl. 3aTEM JIOKYMEHTHI MIEpPEIat0TCs
UCIIOJIHUTEII0 B COOTBETCTBUU C yKa3zaHUsIMHU. OTBETCTBEHHOE 3a JIOKYMEHTOOOOpPOT
JULIO KOHTPOJUPYET TMPOXOKICHHE JOKYMEHTOB. Perucrpanus HUCXOASIINX
JOKYMEHTOB 3a MOJINKCHIO PYKOBOJIUTENS B KypHAJIE PErUCTPAlMU HCXOMSIINX
JOKYMEHTOB.

VcrionHeHABIC JOKYMEHTHI TIEPEIA0TCS UCTIOJIHUTEIISIMU JTsl JOpMUPOBAHUS LI
B COOTBETCTBHUM C YTBEPKICHHON HOMEHKJIATYpOH Jie]l B MOPSIKE, TPEAYCMOTPEHHOM
HactosiuM [lonoxxenuem.

[Ipu cocraBnernrn u O(GOPMICHUM JTOKYMEHTOB COTPYIHUKH YUPEKICHUS
PYKOBOJICTBYIOTCSI HacTosium [lonoxxennem.

4.5. Opranuzaiusi IpyueMa u nepeadyu JOKYMEHTOB, MOCTYHAIOMIUX MO0 KaHajaaM
ANEKTPOHHOM TMOYTHl M JOKYMEHTOB, MOCTYIMAIOIIUX C MCIOJIb30BAHHEM CPEICTB
(bakCUMIIBHON CBSA3M. DJIEKTPOHHAS TI0YTa MPeIHA3HAYAETCA 1)1 JJOCTaBKHU, OTIIPABKU
U nepenayu MHGOPMAIMU MEXY JOUIKOIBHBIM YUYPEXKICHUEM MU OpraHu3alusiMu,
UMEIOIIUMH COOTBETCTBYIOIIHNE MPOTPAMMHBIE CPEICTBA. DIIEKTPOHHBIE COOOIICHUS,
MOCBUIAEMbBIE TIO AJIEKTPOHHOM IMOYTE, WCIOJHSAIOTCA AHAJIOTUYHO JOKYMEHTAM Ha
OYMa)KHBIX HOCHUTENSIX. OJEKTPOHHBIE COOOIECHUSI TepelaroTCs ajapecataM B
COOTBETCTBHHM C YKA3aTEJIEM Ha PACCBUIKY.

CpenctBa pakCUMUIBLHOM CBSA3W MIPEAHA3HAYAIOTCS JJIs ONIEpaTUBHOM Mepeaun u
MprueMa TeKCTOB IOKYMEHTOB U CIIY»KEOHBIX MaTEpUaJIOB.

4.6. Pabotra wucnomHutene ¢ JOKymMeHTaMu. JIWIO, OTBETCTBEHHOE 3a
JIOKYMEHTOOOOpOT, 00ecreyruBaeT OINEepaTUBHOE PACCMOTPEHUE JOKYMEHTOB,
JIOBEJICHUE WX JI0 MCHOJIHUTENICH B JIeHb MOCTYIUICHHS, KOHTPOJb 32 Kau€CTBEHHBIM
WCTIOJTHEHUEM JOKYMEHTOB 1O CYIIECTBY Borpoca. CpouyHbIe IOKYMEHThI IepeaatoTCsl
HEMEIJICHHO.

Hcnonnenne moKyMeHTa mpeaycMmaTpuBaeT: cOop W oOpaboTKy HeoOXoauMoun
uH(pOpMaIK, MOATOTOBKY IMPOEKTa IOKYMEHTa, €ro o(OopMIICHHE, COTJacoBaHUE,
NpeNCTaBlICHUEe Ha TOJNUCaHue (YTBEPKICHHE) PYKOBOAUTENIEM, IOJATOTOBKY K
NEPECHUIKE aJpecary.

OTBETCTBEHHBI UCIIOJIHUTEIb HECET IMEPCOHAJIbHYI0 OTBETCTBEHHOCTh 3a
MOJIHOTY W JOCTOBEPHOCTh HMH(POpPMAIUM, UCIOJB30BAHHON TMpPU TOJTOTOBKE
JIOKYMEHTA.

4.7. Peructpauus A0KyMEeHTOB. (OCHOBOM MOCTPOCHHSI TMOUCKOBBIX CHUCTEM
SIBJISIETCS PETUCTpAlMsl JTOKYMEHTOB - 3allMCh YUYETHBIX JAHHBIX O JOKYMEHTE IO
ycTaHOBJICHHOU ¢opme, ukcupyromas (akT ero Cco3aaHus, OTHPABICHUS WIH
MOJTYYCHUS.

Peructpanuu mojjexar Bce JOKYMEHTHI, TpeOyrolue yuyeTa, UCIOJIHEHUS U
WCIIOJIb30BaHUS B CIIPABOYHBIX LETISX.

Peructpupytorcsi JOKYMEHTBI, MOCTYMAIONIUME W3 JPYTUX YUYPEKACHUH U OT
(Gu3HYECKUX JUII, a TAKXKE CO3/1aBacMbI€ - BHYTPEHHHE U OTIIPABIISIEMBIE.

JIOKyMEHTBI PETUCTPUPYIOTCS HE3aBUCUMO OT CIOCO0a MX JOCTaBKH, Mepeaadn
unu co3gaHuda. JIOKyMEHThl PEruCTPUPYIOTCS OJMH pa3: MOCTYHAalollhe - B JICHb
MOCTYIUIEHUS, CO3/1aBa€MbIE - B JI€Hb MOANUCAHUS WIH YTBEPKICHHUS.



MoOMEHTOM perucTpauuyd JTOKyMEHTa CUMUTaeTCsi MOMEHT (QuKkcanuu (akra
IOCTYIUICHUS ~ JOKYMEHTa IIyTéM IIPOCTaBJICHUS Ha JOKYMEHTE€ JaTbl U
PEruCTPaliMOHHOIO HOMEpA.

5. Opranu3anusi 10KyMeHTOB B J1eJIONIPOU3BO/ICTBE

5.1. CheuuanbHbIM KJIaCCU(UKAIMOHHBIM CIIPABOYHUKOM, OIPEACISIONIIM
MOPSIIOK pacipenesieHus: JOKyMEHTOB B JI€Na, SIBJSETCS HOMEHKIIATypa Aell.

5.2. HomeHnknatypa aen siBII€TCA JOKyMEHTOM MHOTOLEJIEBOTO HA3HAUYCHUS:

— IpeJHa3HayeHa JUJIsl CUCTEMAaTU3allud JOKYMEHTOB, T.€. OHA CIYXHUT IUIAHOM
pacmpenesieHuss JOKYMEHTOB IIOCJ€ KX WCIOJHEHUs B Jella U TakuM o0pazoM
OTpEENseT CUCTEMY XPAHEHUS IOKYMEHTOB;

— COJEPKUT UH(POPMALIUIO O CPOKAX XPAHEHUS JOKYMEHTOB, T.€. KaXa0e JeJo,
BKJIIIOYEHHOE B HOMEHKJIATYypy, MMEET YyKa3aHUE CpOKa XpaHEHHs JIOKYMEHTOB,
MTOMEILIEHHBIX B HETO;

— SBJIAETCSI OCHOBOM JJIsI COCTABJIEHUS OMMCEH J1€7 TOCTOSHHOIO U BPEMEHHOTO
(cBpimie 10 eT) XxpaHeHUsI 1 OCHOBHBIM YUETHBIM JJOKYMEHTOM B JICIONIPOU3BOICTBE;

— UCTIONIB3YETCS IS ydeTa Aest BpeMeHHoro (10 10 JeT BKIIIOUUTENbHO ) XpaHEeHHUS.

5.3. Ha ctaguu ¢popMupoBaHus 1€ BCe TPYNIbl JOKYMEHTOB ITPOXOAST OAHU U TE
KE OmNepalvy: UCIOIb30BaHKE B CIIPABOYHO-UHPOPMALIMOHHOM paboTe B TeueHue 1-3
JEeT U OmpelereHue JalbHEHIIero craryca JOKyMeHTa (apXHBHOE XpaHEHHE,
JaJbHEUIIIEE UCTIOIb30BAHNUE U YHUUTOKECHUE).

5.4. Ilpu dopmupoBanuu J1eJ1 HEOOXOIMMO COOIIOIATh CIEAYIOIME TpaBuia;

— ToMeniaTh B €TI0 TOJIBKO HCIOJHEHHbIE JIOKYMEHTbI B COOTBETCTBHH C
3aroJIOBKOM JieJia IO HOMEHKJIAType 1,

— HE MOAIINBATh B MANKU JOKYMEHTHI, HA KOTOPBIX OTCYTCTBYIOT HEOOXOIUMBbIC
MOJAMMCH, BU3BI, 1aThl U HOMEPA;

— NOMEIAaTh BMECTE BCE JOKYMEHTBI, OTHOCAINMECS K Pa3pelICHUI0 OJHOIO
BOIIPOCA;

— rpYNIHUPOBATH B JI€JI€ JOKYMEHTBI OJHOTO KaJIEHJAPHOTO TO/a, 32 UCKIIOYEHUEM
NepexXOosIInX JIe;

— TpyNIUPOBATH OTAEJIBHO JOKYMEHTHI MOCTOSSHHOIO XPAaHEHUSI M BPEMEHHBIX
CPOKOB XpaHEHHUS;

— U3BIMATh JIMIIHUE SK3EMILISIPbl 1 YEPHOBUKH IOKYMEHTOB, YIAJIATh CKPEIIKH.

Homep nena, B KOTOpo€ MdOMKEH OBITh MOMUIUT JOKYMEHT, OIpeaesseT
UCIIOJIHUTENb. BHYTpH J1en1a JOKyMEHTHI pacroiaratoTcsi B XpOHOJOTUYECKOM MOPSIKE.

5.5. Ans onpenesieHrs CpoKa XpaHEHUsl JOKYMEHTOB, ITOJATOTOBKH JIOKYMEHTOB K
apXMBHOMY XPaHEHHIO U OTOOpa JOKYMEHTOB JJIi YHUUYTOKEHMSI MIPUKA30M CO37aHa
AKCIEPTHAsI KOMHUCCHSI.

B pesynbTaTe paboThl KOMUCCHH TIOKYMEHTHI MOAPA3ACIIAIOTCS Ha 3 TPYIIIbL:

— TOKYMEHTBI, TIpeIHa3HAaYCHHBIE /111 ApXUBHOT'O XPAaHCHHS;

— JTOKYMEHTBI, TOJIeKAIINE YHUUTOXKEHUIO;

—  JIOKYMEHTBI, HEOOXOJIWMBbIE JJIsI  JaJIbHEWIEro  HMCIOJb30BaHUS B
JEJIOITPOU3BOICTBE.



5.6. ®opmupoBanue u opopmienue aen. OopmupoBaHUE J€d - TPYHIHPOBKA
UCIIOJIHEHHBIX JOKYMEHTOB B Jiela B COOTBETCTBUU C HOMEHKJIATYypoOll Jen Hu
CUCTEMATHU3AalMsl TOKYMEHTOB BHYTpPH JIea.

[Ipu dbopmupoBaHuu 1€ HEOOXOAUMO COOTIOAATH CIEAYIONINE O0IIIe MpaBua;

- MOMeIIaTh B JEJO TOJIbKO HUCIOJHEHHbIE JOKYMEHTBbI, B COOTBETCTBUHM C
3aroJIOBKaMu JIeJ1 [0 HOMEHKJIATYpeE;

- TPYNIIUPOBATh B JEJI0 IOKYMEHTHI OJHOTO KaJICHJAPHOTO ro/1a, 32 UCKIIOYECHUEM
NepexoaauInX JAe;

- pa3/eyIbHO rPYIIIUPOBATH B J1€71a JOKYMEHTHI IOCTOSIHHOTO U BPEMEHHBIX CPOKOB
XpaHEHMUS;

- MOMeIaTh B JeNia, KCEPOKOmuH (axcorpamm, TenepoHorpaMMmbl Ha OOIIMX
OCHOBaHMSIX;

- B JIEJIO HE JIOJDKHBI IOMEIAThCA JOKYMEHTBI, MOJIeKAIE BO3BPATY, JINIIHUE
AK3EMIUISAPHI, YEPHOBUKH.

[To oOBemMy n1en10 He TOJKHO MpeBbIaTh 250 JIUCTOB.

IIpn Hanuuuu B Jel€ HECKOJBKUX TOMOB (4acTeil) MHAEKC M 3arojOBOK JEna
IPOCTABJISIFOTCS HA KKJIOM TOME C JOOABICHUEM «T.1», «T.2» U T.x.

JIOKyMEHTBI BHYTPH J€JIa pacloylaraloTcsi B XPOHOJIOTMYECKOM, BOIPOCHO-
JIOTUYECKOM NOCIIEOBATENBHOCTH NI UX COYECTAHHH.

PacniopsauTenbHbIe TOKYMEHTBI TPYIIIIUPYIOTCS B J1€J1a [0 BUJAM U XPOHOJIOTHH €
OTHOCAIIMMUCS K HUM MPUITOKECHHUSIMHU.

Bce nOKyMEHTBI OTYETHOrO W MH(POPMALMOHHOTO XapakTepa IO HCIOJIHEHHUIO
AKTOB BBILIECTOSIIIIMX OPraHOB BJIACTH, HAXOMSIIMUXCSA HAa KOHTPOJIE, MOAIIMBAIOTCS B
3aBEJCHHOE Ha 3TOT akT Jeno. Ecaum Ha akT [eno He 3aBOJUIIOCh, TO OTYETHbBIE
JOKYMEHTBI TMOAIIMBAIOTCA B JEJ0 MEPENUCKH IMOCTOSIHHOTO CpOKa XpAaHEHHs 3a
TEKYIIUN TO.

[Ipuka3el 0O OCHOBHOW JAEATEIBHOCTU IPYNIHUPYIOTCA OTAEIBHO OT MPUKA30B I10
JUYHOMY COCTaBY.

IIpOTOKOJIBI B JI€JI€ paconararoTcsl B XpOHOJOTHYECKOM MOPSIIKE IO HOMEPAM.

JIOKyMEHTBI K TPOTOKOJIAM, CIPYNIIMPOBAaHHBIE B  OTHAEJBHBIE  JE€Ia,
CUCTEMATU3HUPYIOTCS [0 HOMEPaM ITPOTOKOJIOB.

VY TBepKIeHHbIE TUIaHbI, OTYETHI, CMEThI, IUMUTBI, TUTYJIbHbIE CIUCKU U APYTUe
JOKYMEHTBI IPYIITUPYIOTCS OTAEIBHO OT IPOEKTOB.

JIOKyMEHTBI B TUYHBIX JI€JIaX pacroiaratoTcs Mo Mepe UX MOCTYIICHHUS.

Odopmiienne aena - MOAroTOBKA Aena K xpaHeHuto. OpopMiieHue ena BKII0YaeT
B ce0s KOMIUIEKC paboT Mo OMHMCAHUIO Jieja Ha 00JIOKKE, OpOUIIOPOBKE, HyMEpaluu
JIUCTOB U COCTABJICHUIO 3aBEPUTEBHON HAITUCH.

OdopmiieHue nen TMPOBOAUTCS COTPYIHUKAMU YUpEKIEHUs, B OOS3aHHOCTU
KOTOPBIX BXOAUT 3aBe/icHUuE U (OPMHUPOBAHUE JIEI.

OO0sokKa Jaena MOCTOSHHOTO, BpeMeHHOro (cBbimie 10 J€T) XpaHEeHHUs U TI0
JUYHOMY COCTaBy oQopmisieTcs MO YycTaHoBiIeHHOW ¢opme. Ha o6moxke ngena
YKa3bIBalOTCS PEKBU3UTHI: HANMEHOBAHUE Y UPEXKICHUS; MHAECKC JIE€a; 3ar0JI0BOK JEJa;
naTa jeia (Toma, 4acTH); KOJIMYECTBO JIMCTOB B JIEJ€; CPOK XPAHEHUS J€N1a; apXUBHBIN
mudp aena.



B memsx oOecriedeHuss COXpaHHOCTH M 3aKpeIUICHUS MOPsAKa PacHoJOKEHUs
NOKYMEHTOB, BKJIOUECHHBIX B JEJ0, BCE €ro JIUCThI, KPOME JIMCTA 3aBEPUTENS H
BHYTPEHHEW ONKCH, HyMEPYIOTCS. JINCTBI HyMEpYIOTCSA MPOCTHIM KapaHAAIIOM CBEPXY
BHU3, U PBI MPOCTABISAIOTCA B TPAaBOM BEPXHEM YTy JucTa. JIMCTHI [1e]1, COCTOsIIIE
U3 HECKOJBKMX TOMOB WM YacTEi, HyMEpPYIOTCS IO KaXIOMy TOMY WJIM YacTH
ornensHo. DoTorpaduu, UepTe kKM, AUArpaMMbl U JIPyTU€ WIUIIOCTPATUBHBIE U
cnenuduueckre JOKYMEHTBI, MPEACTABISIIONIME CAMOCTOSTEIbHBIM JUCT B JIETE,
HYMEPYIOTCSI Ha OOOpPOTHOM CTOPOHE B JIEBOM BepxHeMm yriy. llommmuTeie B aeno
KOHBEPTBl C BIJIOKEHUSMU HYMEPYIOTCS: CHAdaJla KOHBEPT, 4 3aTeM OYEPEIHBIM
HOMEPOM KaKJ10€ BJIOKEHHUE B KOHBEPTE.

Ilocne 3aBepiIeHHsT HyMEpalUMH JINCTOB COCTABIIAETCS 3aBEPUTENIbHAS HAAIUCH,
KOTOpasi pacnoJiaraeTcsi B KOHIIE Jieja. 3aBepuTeNIbHas HAAMNUCh COCTABJISETCS B JIEJIe
Ha OTACIBHOM JIUCTE - 3aBepuTene aena. B 3aBepurenbHON Haamucu mudppaMud U
IPONUCHIO YKAa3bIBAETCSI KOJUYECTBO JIMCTOB B JAHHOM JieJie, 0COOEHHOCTH OT/IEIbHBIX
JOKyMEHTOB (deprexu, (ororpaduu, PUCYHKH M T.M.). 3aBEpUTENIbHAS HAJIIUCH
MOJIMUCHIBAETCS €€ COCTABUTEIIEM C YKa3aHUEM paciIupPOBKU MOIAMUCH, TOJKHOCTH U
naTbl cocTaBieHus. KoludyecTBo JUCTOB B i€ MPOCTABISIETCS HAa OOJIOKKE Jiena B
COOTBETCTBUM C 3aBEPUTEIBHONM HAANUCHIO. PEKBU3UT «CPOK XpaHEHHUs Jejan
INEPEHOCUTCST Ha OOJIOKKY JieJla U3 COOTBETCTBYIOIIEH HOMEHKJIATYphl JI€d IOCie
CBEPKHU €r0 CO CPOKOM XPaHEHUS, YKAa3aHHBIM B IIEPEUYHE TUIIOBBIX JOKYMEHTOB WJIH B
MEpeYHe JOKYMEHTOB, OOpa3yroIIMXCs B JE€ATEIbHOCTH OpraHa HCIOIHUTEIbHOU
BJIACTH, C YKA3aHUEM CPOKOB XPAHECHUSI.

Ha nenax mocTOSSHHOrO XpaHEHMs MUIIETCS: «XpaHUTh NOCTOSTHHO». J{ns yyera
JOKYMEHTOB OIPEECICHHBIX KaTeropuil MOCTOSIHHOTO U BPEMEHHOTO CPOKOB (CBBILIE
10 ner) xpaHeHUs, y4eT KOTOPBIX BBI3BIBAECTCS CIEUU(PUKON JTaHHON TOKyMEHTalUU
(0co00 LIeHHbIE, JIMYHBIE JIe7a U T.1.), COCTABIISAECTCS BHYTPEHHSS OMUCH JOKYMEHTOB
nena.

BHyTpeHHss OnKCh TOKYMEHTOB JI€jia COCTABIISETCS TAKXKE Ha Jeja MOCTOSHHOTO
U BpemeHHoro (cBeime 10 1er) XpaHeHHs, €CIu OHU CPOPMHUPOBAHBI IO
Pa3sHOBUAHOCTSAM JOKYMEHTOB, 3aroJIOBKH KOTOPBIX HE PAaCKPBIBAIOT KOHKPETHOE
COZIEP’)KaHUE TOKYMEHTOB.

BHyTpeHHs1s OnMCh COCTaBIAETCS Ha OT/ICILHOM JIMCTE 0 YCTAaHOBJICHHOM (hopMme,
KOTOpAasi COJIEPKUT CBEICHUS O MOPSAKOBBIX HOMEPAX JOKYMEHTOB JI€J1a, UX UHICKCaX,
JaTax, 3aroJIOBKax M HOMEpax JMCTOB JEla, Ha KOTOPBIX PACHOJIOKEH KaxIbId
NOKYMEHT. BHYTpEeHHSsI ONUCh JOKYMEHTOB J€ja MHOIANKCBHIBAETCA COCTABUTEIEM C
yKa3aHueM paciiu(PpoBKU MOJNUCH, JOHKHOCTA M JaThl COCTaBIEeHMs omnucu. Eciu
JEJ0 YK€ NMEPEIIETEHO U MOAIINTO, TO 3aBEPEHHAsA COCTABUTENIEM BHYTPEHHSIS OIUCH
JIOKYMEHTOB JI€Jia MOJKIEUBAECTCS 3a BEPXHUU Kpall K BHYTPEHHEN CTOPOHE JIMLIEBOU
00JI0KKH fena.

JIOKYMEHTBI, COCTaBJIAIOIIME JIEJI0, MOAIIMBAKOTCA HA YETHIPE IPOKOJIA B TBEPAYIO
00JIOXKKY U3 KapTOHA WM MEPEIIeTal0TCs C yY€TOM BO3MOKHOTO CBOOOHOTO UTEHUS
TEKCTa BCEX JOKYMEHTOB.

IIpy moaroToBke AeNl K MOJIIMBKE (MEPEIIeTy) METALINYECKUE CKPEIICHUs
(OynaBKH, CKpEIKH) U3 JOKYMEHTOB YAAJISIOTCA.



Hena BpemeHHOro (10 10 et BKIOUNUTENBHO) XPAHEHUS TOIYCKAETCs XPaHUTh B
CKOpPOCIIMBATENSAX, HE MIPOBOAUTH MEPECUCTEMATU3ALMIO JOKYMEHTOB B JEJIE, JIUCTHI
7ieJia He HyMEepOBaTh, 3aBEPUTENIbHBIE HAIIMCH HE COCTABIIATH.

5.7. Opranu3zauus onepaTUBHOIO XpaHEHUs] JOKYyMEHTOB. C MOMEHTA 3aBEJICHUS
U J10 TIepeiau B apXUB JeJla XPaHATCs 110 MECTY UX (hOPMUPOBAHMUSL.

CoTpylHHKH, OTBEHYAIOIIUME 3a JEJIONPOU3BOJACTBO, OO0sA3aHBI OOECIEUNBATH
COXPAHHOCTh IOKYMEHTOB U JIE]I.

B nensx noBbIIEHUsT ONEPATUBHOTO MMOMCKA JOKYMEHTOB JI€Jla PacloiaraloTcs B
COOTBETCTBUM C HOMEHKIaTypoil aen. Ha kopemkax oOJOXeK Jell yKa3bIBaroTCs
MHJEKChl IO HOMEHKJIaType. 3aBepIICHHbIE Jela IMOCTOSHHOTO U JO0JITOBPEMEHHOIO
(cBpire 10 neT) CpOKOB XpaHEHHsI XPAHATCSA MO MECTY UX (POPMUPOBAHUS B TEUEHUE
IBYX JIET, 4 3aTEM CHAIOTCS B apXUB.

6. 3aKII0UYNTEILHBIC MOJIOKEeHUA

6.1 Hacrosiiiee mosioxkeHrue 00s13aTeIbHO JJIsi UCIIOJTHEHHSI BCEMU PaOOTHUKAMU
YupexaeHus.

6.2. I3MeHEHUsI U [IOTIOJTHEHUSI B HACTOAILEE MOJIOKEHUE BHOCATCS MPUKA30M
3aBEAYIOLIETO Y UPEXKICHHUS.

6.3. Hacrosimee IlonoxkeHne yTBEpKAA€TCS HAa HEONPEAEIICHHOW CpOK U
NEUCTBYET JI0 IPUHSTHSI HOBOTO.



