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Odumme nooxennsn

HacTosmas MHCTPYKUMS 10 IENONPOM3BOICTBY YCTAHABIHBACT CAMHBIC TpeboBaHHs K
OpPraHM3alAM  JCIOTIPOM3BONCTBA,  NOPSAKY TOArOTOBKH, O(OPMIEHHS, TPOXOKIEHMUS,
KOHTPO:lA  3a MCHO/IHCHHCM, Y4YETOM, XPaHEHHMEM, IICYaTaHWeM, KOMHPOBAHHEM H
THPOKHPOBAHHEM CITYKECOHBIX JIOKYMCHTOB.

WIHCTpYKUMS SIBAACTCS JIOKATBHEIM 4KTOM YUPCHICHHS W HCIIOIBIYETCA B paboTte BO Beex
CTPYKTYPHBIX nojpasgencuusix (CII) B recHoM BamMopeicTsnu Mexmy coboit B 06macTu
ACIOTPON3BOACTBA W IOKYMEHTO060poTa.

Hucrpyxums pazpaborana va ocHoBe:

I, @eaepansHpiit 3akoH «O6 apxusHOM jene B Poccuiickoit tenepanmu» ot 22 okrabps
2004 r. ©3-125 (mocu. pex. 04 okrs6ps 2014 1)

2. @eneparibhbiit 3akoH «O mopsKe paceMOTperus ofpameHuil rpaxiad Poccuiickoit
thesreparnny o1 02 mas 2006 r. No 59-03 (H3MeHeHUS BHECEHDT 24 HOsiOpsa 2014 1).

3. TOCT P. 6.30-2003 "YHudmuupoBanHbie CHCTEMBI A0KYMEHTALHH, Yuuduuuposansas
CHCTCMd OPraHH3aLMOHHO-PACHOPAANTENEHON JoKyMeHTaunn. TpeGoBanus K ohOPMICHHIO
JOKYMEHTOB' .

4. Ilpasuia jenonpomssojicTea B DejiepaibHEIX OpraHax HCHOIHUTE/IbHON BracTH (yTs.
llocranosnennem npasutebersa PO ot 15 uions 2009 . Ne 447), pex. Or 07 centabps 2011 1.

3. Merojiieckue peKoMeHalmy 1o cocrapnenmio MacTpykumn mo JCNONPOM3BOACTBY B
QejiepaibHEIX OpraHax HCIIONHHUTETbHON BiacTH (VTB. [Iprkazom Pocapxusa 23 nexabps 2009 .
Ne 76).

6. IlpaBiia Opranu3anuy XpaHEHHs, KOMITTEKTOBAHMS, YUETa B UCIIO/Ib30BAHMS IOKYMCHTOB
apxuBHOTO houja PO n Apyrix apXUBHbIX IOKYMCHTOB B OPTaHax rOCYIAPCTBEHHOH BracTH,
OpraHax MECTHOIO CaMOYTIPAB/ICHHA W OpraHu3auusX (y18. npukasoM MunkyasTypel PO ot 31
mapra 2015 r. n 526). Beenensi B geiicrsne 21 centabps 2015 T

7. Ilepeyers THTIOBBIX YIPABICHYECKHX APXMBHEIX JIOKYMEHTOB 00pa3syIoLIMXCs B Iponecce
ACATEILHOCTH TOCY/IAPCTBEHHBIX OPTAaHOB, OPraHOB MECTHOTO CaMOYTIPABIICHUS ¥ OpraHM3aLui
€ ykasannem cpokos xpanenus (yrs. [Tprkasom Munncrepersa kystypst PO 25 apryera 2010 1.
No 558, per. Muniocra Poceun 08 centstps 2010 1. Ne 18380).

(OrMenenst crarsu 9006, 904)

8. MenepalbHblil 3aK0H «O MEPCORANBHBIX JaHHKIX» 0T 27 wions 2006 T
Ne 152-®3 (mocieanss pen. or 21 mons 2014).

9. Meroiucckue peKoMeHMan «IKCIepTH3a LeHHOCTH | 0100p B COCTAaB ApPXHBHOTO
thorza PD nokyMeHTOB Mo IHuHOMY cocrasy (cormacosano LIDIIK npu Pocapxuee 23 gexabps
2014 r).

10. Hanoroeeiit Koneke P®.

11. @enepansusii 3akon «O Byxrantepekom yuere» ot 06 aexabps 2011 roga N 402-@3.

12. Qejiepanbueiii 3ak0H «O BHECEHHH H3MEHCHUH B OTICITBHBIE 3aKOHONATE/bHEIE AKTEI

Poccuiickolt Qesiepariny B 9acTi 0TMEHB 0653aTEAEHOCTI TIEYATH X035 CTBCHHBIX oduiecTsy OT
06 anpenst 2015 roga No 82-®3.

Henn uuerpyromu

- obecrieynTh enHHOOGpasHe MPONEccoB AOKYMEHTHPOBAHUS W OpraHuzalid  paboTel ¢
Roxkymentamu B MBY «CIHOP «Anrapay (manee VUPEKICHHE);

- CHOCOoDCTBOBATE ITPABHIBHOMY H CBOCBPEMEHHOMY BBITIOTHEHHIO [IPHKA308B, pacTopsKeHuil,
JOKQ/IbHBIX 8KTOB YYPEKICHUS

©  PCI-IaMEHTHPOBATE IPOLCAYPHI TOArOTOBKH, PEIMCTPAIMM, YIETA H KOHTPONS HCTOTHEHNS,
00paboTKH JOKYMCHTOB:

- OTPCIETATE NOPANOK CHCTEMATH3ALUH JIOKYMCHTOB, TIOATOTOBKH HX 15 CIAYH B APXHB;

*  YCTAHOBHTE &/IMHBIH MOPANOK PaboThl ¢ PHHAHCOBEIMH, GyXranTepekumu AOKYMEHTaMH W
[0 JIMYTHOMY COCTaBY Ha JTarle WX COTJIACOBAHHS M MONHCAHNS,

= ONPEACHHTH OTBETCTBEHHOCTD 33 co0m0AeHH e Hactosimelt Uu CTPYKIHH JOTKHOCTHBIX JTHIL
VUPCHCICHHSA,




TpeboBanns K JOKYMEHTHPOBAHNHIO

JOKYMEHTHPOBAHHE — OCYIIECTBISETCS HA  €CTECTBEHHOM  s3biKe  (PYKOTHMCHEIC,
MAUMHONHCHBIC JIOKYMEHTRI, 3JICKTPOHHbIC, (DAKCOBBIE, TenerpaMMel, TeedOHOIrpaMMbl i
T.J.).

Ilpi moaroroBke W OQOPMNEHHH JIOKYMEHTOB HEOOX0AMMO ¢o0/i0jaTh TNpaBHia,
OBecricyHBAIONIME FOPHIMYECKYIO CHIY NOKYMCHTOB, MX ONEPATHBHOE M KAYCCTBCHHOE
WCTIOJTHCHHE ¥ TIOWCK, BO3MOXKHOCTE 00paloTkM JOKYMEHTOB C IOMOIIBIO CPEACTE
BBIMHCTHTEILHON TEXHUKH,

J:IOK_VMCH'I‘ HMEET IOPHIHYECKYI CHIIY NMPH HAJTHYHH DEKBH3HTOB, 00s3aTeTLHBIX

AJISI ZAHHOT0 BHAA JOKYMEHTA:

HAaUMEHOBAHHUE OpTaHH3allH;
aBTOPA JIOKYMEHTA, 8/{pecar;
Ha3BAHWE BHIA TOKYMEHTY;
Jara, HoMep;

WHJIEKC;

3aroJIOBOK K TEKCTY;

TCKCT;

BH3BI;

MOMITHCE.

Hoxymenter MBY «CHIOP «Anrapa»

Bes ACKYMCHTALHA HACJIMTCA HA TPH AOKYMCHTOTIOTOKA:

BXOsi e (MOCTYNAIOMIHE) JOKYMEHTEI,
HCXOA1IHE (OTIPaBIgeMbIe) JOKYMEHTEI;
BHYTPCHHHE TOKYMCHTbI (CO3TABACMBIC B YYPEKACHHUH U HE BBIXOSUINAE 34 €€ TIPEIenl).

HoxyMmeHThl, QyHKIHOHMpYIOUHE B chepe YIpasieHns, TOApasIeIsiOTes Ha CHEAYIONIHE

OCHOBHEIC I'DYITITBL, UMCIQUIHE COOTBCTCTBYIOIIEE MCCTO XpaHeHus !

HOPMATHBHBIE M 3aKOHOJATENBHBIC MOKYMEHTBI (CBHACTE/NBCTBA O TOCYAApPCTBCHHOI
AKKPCAHTAUMH, TIOCTAHOBICHHA, TIPABMIIA, TOMOKEHHA, CTAHIAPTEI, PErTAMEHTHl W T.11.),
YMPCIUTE/ILHBIE TOKYMEHThI (Y CTaB, H3MEHEHHS M JOMOJIHEHUS] K YCTaBy, CBUJETENbCTBA
HAJIOIOBBIX OPraHOB), OPraHA3aUMOHHBIE TOKYMEHTBI — cTpyKkTYpa MBY «CILIOP «Anrapay,
[[paBuna BHYTPEHHETO TPYIOBOTO  PACIOPAIKE, TOKAIbHBIE HOPMATHBHBIC JIOKYMEHTEI,
MCCTO XPaHCHHSA — METALTHYCCKHH Celi( B KaOHHeTe AHPEKTOPa YUPEKICHUS;
PACTIOPAIUTCIBHBIC TOKYMCHTHI (TPUKA3bl M PACTIOPSDKEHHSA 110 OCHOBHOH JEATENIBHOCTH, 110
JIMYHOMY COCTABY, NpPEAOCTABICHHE OTIYCKOB, paboTa B BRIXOIHEIC W IPasjHUYHBIC IHH,
TpaduKi CMEHHOCTH), MTUHble fena pabOTHUKOB, TPYAOREIE JIOrOBOPEL, THYHbIE KapTOUKH
T-2, TpynoBbIe KHWKKH W Ap. JOKYMEHTEI 110 JIMYHOMY COCTABY, JIO/IKHOCTHEIE MHCTPYKIIAA
MECTO XPAHEHHS = 0T/1e/]I KAAPOB;

(unaHCOBBIE M OYXTaNTEpCKHC AOKYMEHTE! (TOJIOBbIE OTYETHI, Oyxranrepckue GanaHchl,
4KTBl PCBM3WH, TMIEBBIE CYCTA 110 3apriaTe M AP. OYXTAJITEPCKHE JOKYMEHTHI), MECTo
XpaHeHud - Dyxraarepus;

HOKYMEHTOOGOPOT BKIIOYAET CE/YIOIHE OCHOBHBIE HTATTH] paboThl ¢ JOKYMCHTAMH:

npueM, 00paboTka, perucTpaius JOKYMEHTOB;
PacTipe/ie/IeHHE KOPPECTOHACH MM,

nepenava i JoCTaBKa TOKYMEHTOB,

yuaer obwvema JloKkyMeHTO000pOoTa;
HEIOCPEACTBEHHOC HCIIOTHCHHE JIOKYMEHTA;
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1. [Ipaga ¥ OTBETCTBEHHOCTH PAGOTHHKOB
1.1. Tlpasa, 0643aHHOCTH M OTBETCTBEHHOCTh PADOTHUKOB YHAaCTBYIOUIMX B TOKYMCHTHPOBAHHH
M JETONPOU3BOACTBEHHOM OOCTY)KMBAHHH OEATENbHOCTH YUPCHKICHMS, ONPENCIfIOTCA B
JOJIKHOCTHBIX WHCTPYKIMAX.
1.2, OTBETCTBEHHOCTE 33 COCTOSIHHE ACIONPOU3BOJICTBA, COOMIOACHHE YCTAHOBIICHHBIX TIPaBHII
| nopsaxa paboTel ¢ JMOKYMEHTaMH B CTPYKTYPHBIX TTOJPA3/ICICHUAX YIPSIKICHHS BO3IAracTes
HA WX PYKOBOIHTENEH.
1.3. PykoBoaMTE/b CTPYKTYPHOIO MMOjpasAencHis Ha3Hauaer pabOTHMKA, OTBETCTBEHHOro 3a
BEICHHE ACOIPON3BOACTBA, KOTOPhIH o0ecmeunBacT yuyeT W MPOXOKACHHE AOKYMEHTOB-B
YCTAHOB/ICHHBIC CPOKH, HHQOPMUPYET AMPEKTOPA O COCTOSHAN HX HCTIOTHEHUS,
1.4, PaboTHUKM YUPEKICHHS HECYT [EPCOHANBHYI0 OTBETCTBEHHOCTH 33 COXPaHHOCTH
HAXOMAMMXCS ¥ HEX CITY)KeOHBIX JOKYMEHTOB M jies1. O0 UX yTpare HEMEUIEHHO JOKITaIbBacTCH
PYKOBOIMTEINO TOPA3IEIEHHS.
1.5. Ilpn yxone B OTTIYCK, BHIOBITHM B JUTMTEIBHYIO KOMAHAMPOBKY, NepeMeIICHHH paloTHHKA
HMCIOIIHECH ¥ HErO AOKYMEHTHI 110 YKA3aHUIO PYKOBOAMUTENIS CTPYKTYPHOTO IMOApasic/ieHHs Mo
aKTy TEPeIatoTes NPYromy paboTHHKY.
1.6. Tepemata MOKYMEHTOB, HX KOIHH CTOPOHHHM OPraHM3alusM JOIYCKASTCH ¢ PasperICHHs
PYKOBOJICTBA.

2. OcHoBHBIC TOHATHS (TEPMHHBI)
ABTOp TOKYMEHTA — DU3HUECKOE HIIH KOPHIMYeCKOR THII0, CO3/IaBIIee JOKYMCHT.
ApPXHB - OpPraHu3alis WiIH ¢ CTPYKTYPHOE 10ApasjieNiecHie, OCYIIeCTBISIONICe IIPHEM H
XpaHEHHE APXHBHBIX TOKYMEHTOB € 11eJIbIO HCITONB30BAHKS.

ApXHBHOC A0 - JIeSNTEILHOCTL, oDecregnBalomas OpPraHy3alrdi  XpaHcHus ¢
HCTIONTB30BAHMS APXHBHBIX JOKYMEHTOB,
Apxnnoxpalm.mme = CICHHAIBHO OGOP)’)'lOBaHHOC NMoMEIEeHHE U4  XPaHCHHA

APXUBHEIX JIOKYMEHTOB.

ADXHBHBIH JOKYMEHT - JIOKYMEHT, COXPaHSCMEIN HITH MOIEKAUMH COXPAHCHHI) B
CHIIY €r0 3HAYHMOCTH [T 0OMIECTBA M PABHO HMEIOUHH 1IEHHOCTE 1T COOCTBEHHMKA.

ApxuBHelif (oI - COBOKYITHOCTH APXHBHBIX JIOKYMEHTOB, MCTOPHYECKH W/HIH
JOrHYECKH CBS3AHHLIX MEIKIY CoOOi.

ApxuBHASL ONHCL - APXHBHEIN CHPaBOYHWK, COMCPIKAUIMH CHCTEMATH3MPOBAHHLIL
NepevieHsb EAMHMIL XPAHSHHS APXHBHOTO (OH1a, KOIIEKIUH M TPECAHA3HAYEHHBIH JUIsL HX yUeTa H
PACKPBITHST WX CONEPIKAHMS.

ApXHBHAsI cNpaBKa - OQUUMATBHBIA JMOKYMEHT, UMCIOMIMHA IOPHIAMYECKYIO CHIIY H
cofiepKaliit apXUBHYIO HHOOPMALIIIO 0 MPCAMETE 3anpoca, ¢ YKa3aHHeM TTOUCKOBBIX JaHHBIX
JOKYMEHTOB.

AyIHOBM3YAIBLHBI JOKYMEHT - JOKYMEHT, comepKami H300pasUTeIEHYI0 H
3BYKOBYIO HH)OPMALIHIO,

ABTOP AOKYMEHTA - DU3HYECKOE HIIH IOPHINYECKOE JIMLO, CO3aBIIee JOKVMEHT.

Buaank — jmer OyMard CBETIBIX TOHOB € OTHEYATAHHOM Ha HeM THHOTpapCKuM
crocoboM MocTosHHOK HHpopMalHel u npobenamy Jns mepeMeHHoN uHpopmaunu. Habop
PEKBH3UTOB, WICHTHQUUMPYIOUMX ABTOPa OQHUHAILHOIO NMUCEMECHHOIO JOKYMEHTA.

BHYTpeHHSAS ONHCHL JOKYMEHTOB A€/1a - YUCTHBIA JOKYMEHT, COACpKAUMI MepeucHn
JOKYMEHTOB JIe;1a ¢ YKa3aHHCM MOPSIKOBBIX HOMCPOB HOKYMCHTOB, MX HHICKCOB, Ha3BaHHI,
JIaT, HOMEPOB JTHCTOR.

Bxoasimuit JIOKYMEHT - JOKYMEHT, IOCTYNUBLIKHHA B YUPEKIEHHE,

Br3a opHUHAILHOI0 IOKYMEHTA - PEKBH3NT JOKYMEHTA, BLIPAKAIOMMUH corlacke HiTH
HECOTJIaCHE JODKHOCTHOIO JIHIA C CONlEpIKAHHEM

Buyrpennuif 10KyYMeHT — JOKYMEHT, CO3JaHHbIA Y4YpesieHHeM i1 BHYTPCHHErO
MOJIE30BAHAL,

Buemuue npH3HAKH JOKYMEHTa - TIpH3HAKW, oTpaxaiommue GopMy H  pasMep

AOKYMEHTAQ, HOCHTC.TH nu(l)opmalum, cnocod 3dITHCH, 3NICMEHTHI O(I)OP.\«IHGH Wi,
Tlavarue v niAUanT:



- opeanuzayuonnvle ookymenmol — Ycras MbY «CLIOP «Anrapay, mrarHoe
pacimicanue, wWraTHas paccraHoska, crpykrypa MBY «CIUOP «Amnrapa, Ilpagnna BHYTpEHHETO
TPY/I0BOT'O PACIopsaka, M0HKHOCTHBIE HHCTPYKINH 1 Ap.

- Pacnopaoumenbible QOKYMeHmMbl — TIOCTAHOBIICHHS, PACIIOPSIKEHNs, NMPHKa3bl,
PEIICHMS, HHCTPYKIIHH, THCHEMCHHBIC YKa3aHUs 1 1P,

- UHDOPMAYUOHHO-CRPABONTBIE OOKYMenMbl — CITYKeOHEIC MHCEMa, TENeTPaMMEI,
CHpaBKH, HOKNANHBIC 3AIMCKH, A4KTBl H AP, coepxkamue WH(HOPMAMIO, KOTOpas MOXKET
MOOYIUTE K KakuM-THO0 JAeHCTBUAM, WHOINA OHH NOATBEPIKAAIOT (QaKThl, COOBITHS, AeHCTBUS,
KOTOPBIE MOMKHO JTWIIE PHHATEH K CBCACHHIO,

- HOpMamushiblie O0KYMeHmbl — JNOKYMEHTBI, 3akpersiomme Kakue-mubo mnpaBuia,
HOPMEI,

Buja nHCEMENHOro 10KYMEeHTA - IPHHALTICKHOCTE MACHMEHHOTO JOKYMEHTA K CHCTEME
AOKYMEHTAIHH 10 TIPU3HAKAM CO/ICPIKaHMs U LEIEBOTO HAZHAYCHHH,

Buigenenne JOKYMCHTOB K YHHYTOXKEHWIO - BbUIBJIEHHE B TPOLECCE IKCIEPTH3EI
Hay4qHOH M TPAKTHYCCKOH UEHHOCTH JIOKYMEHTOB C WCTCKITMMH CPOKAMH XpaHCHWS,
YTPATHBIIAX TPAKTHHECKOE, HayyHOe MHIM OOIICCTBCHHOC 3Ha4eHue, W 0100p HMX K
YHUYTOXKEHHIO.

I'papmiecknii noxkyment - u300pasHTENBHEI JOKYMEHT, B KOTOPOM H300paskeHHe
00BeKTa ITOTYUEHO TTOCPEACTROM JIMHHI, IITPHXOB, CBETOTCHH.

IlapanTuiinoe nucemo - CryxeGHOE MHCHEMO, TOCHLIACTCH € UEABK) TOATBEPHKIEHUS
OlIpeIe/ICHHBIX O0CIaHnHit MK YCIOBHIA,

I'pudy orpannvenns Jocryna K J0KYMCHTY - PEKBHU3HT O(PHUIAATBHOTO JOKYMEHTA,
CBHAeTeNbCTBYIOMMHE 00 ocoboM xapakTepe WHQOPMAUMH, OrpaHHYMBAIOIUME  Kpyr
1N10JIL30BATEICH TOKYMEHTA.

I'pud cornacoBauns - peKBU3AT OPHIMATEHOTO JOKYMEHTA, BEIPKAIONIME COriacue
VIPSIKIACHHS HIIH €0 OPraHa, He SBIAIONErocs aBTOPOM JOKYMCHTE, C CT0 COACPIKAHHCM,

I'pud yreepimaenns - pekeusnt oQUIHATBHOTO JOKYMCHTA, TPHAAIOLIHH HOPMATHBHBIT
HIIM TIPAROBOM XapaKTep ero CoAepKaHHmI.

Hata opHUMAILHOTO JOKYMEHTA - PEKBU3UT OPUIHATEHOTO JOKYMEHTA, COepKatmii
VKa3aHHOE Ha JOKYMCHTE BpeMsl €r0o CO3JaHud /WM NOANNCAHUN, YTBEPKICHUS, IPUHSTHS,
COIVIACOBAHUA, ONYOIMKOBAHHS.

HocTyn K ApXHBHBIM TOKYMEHTAM - IIPEIYCMOTPCHHEIC HOPMATUBHBIMH JOKYMEHTAMH
VC/IOBHS HCTIONBL30BAHHS aPXUBHEIX JOKYMEHTOB,

HOARROCTHAN MHCTPYKIAS - OPraHU3aIMOHHBIH JOKYMEHT, KOTOPBIH O4epYHBAET KPYT
BOIIPOCOB M YKa3bIBACT JAO/DKHOCTHBIX JIMI, HA KOTOPBIX PACHPOCTPAHSIETCS ITa HHCTPYKIMS.

HAenoBoe muCEMO MM caykedHoe MHCLMO - 0000UICHHOE HA3BAHHUE PAZTHYHEIX 110
COJICPIKAHHIO JOKYMCHTOB, O(opMIeHHEIX B cootBercTBHE ¢ ['OCToM, mepeceriaembix 110
1no4te, hakcy, 2MEKTPOHHOI CeTH | aAp. crocoboM.

Horosop - NMUCEMEHHOE COMIAIICHHE CTOPOH, ONpPENESIOMEe YCIOBUS KAKUX-IHGO
OTHOIICHHIA,

HoroBoproe nuesMo - cTyKeGHOE ITHCEMO, YKa3BIBAIOWICe Ha GakT OTIPABKH IOTOBOPA.

Mokaan - JOKYMEHT, COICPXAILIMH W3NOKEHHE ONPE/IeNieHHBIX BOIMPOCOB, BEIBOIOB,
TIPCUTOKEH M.

Aoxaaguan (coymebnas) sanmeka - TOKYMEHT, HHQOPMUPYIOWMH PYKOBOACTBO ¢
BBIBOJIAMH H IIPEATOKEHUAMH,

AOKYMEHTHPOBANME - POLECC CO3IAHNS 1 ODOPMICHHS VIIPABICHICCKHX JOKYMEHTOB
B PA3JIMYHBIX HOCHTEISX 110 YCTAHORICHHBIM [IPaBHIIaM.

HoxyMenTo060poT - nepHON TPOXOKIAEHHS NOKYMEHTOB B YUPEKICHHH ¢ MOMEHTa
CO3/IaHHs J0 3aBEPUICHUA HCIIOTHEHNS WM OTITPABKH.

AUpeRTHBHBIN JOKYMEHT - IOKYMEHT, MOCTYNAIOUWMA W3 BBIIICCTOALIErO opra"a u
COJACPMANNN YKa3aHHS K TeHCTBHIO,

AeTONPON3BOACTBO -  NEATENBHOCTh, OOECTICUMBAIOINAS  JIOKYMEHTHPOBAHHE N
OPraHu3aLKio paboTe! ¢ JOKYMEHTAMI B YUPEKICHIH.
AOKYMeHT - 3aQHKCHPOBAHHAS HA MATEPHAIBHOM HOCHTENE vHopMauus ¢

PEKBH3UTAMH, TIO3BO/IHIOIHME ¢¢ unemmbnuupoaa'rb.



JIOKYMEHT HA MAIIHHHOM HOCHTEIe - JIOKYMEHT, CO3/IaHHBIA C MCIONB30BAHMEM
HOCHTE:1ell M CcriocoBGOB 3anucH, obecrneunBalommx odpaboTky ero uHGOPMAIMH JNIEKTPOHHO-
BbIYHCIUTEIBHON MalMHOM.

JAyfankar J0KymeHra - [IOBTOPHBIA JK3EMIUEIP TOITHHHAKA IOKyMEHTa, uMeromuit
IOPHIMYECKYIO CHITY.

JTy6aeTHbIi IOKYMEHT - OIHH U3 SK3CMTUIAPOB KOTIHH JIOKYMEHTA,

Jle10 - COBOKYTHOCTD NOKYMCHTOB WITH JIOKYMCHT, OTHOCHIIXCS K OJTHOMY BOIPOCY WJIH
YUACTKY [CATE/IbHOCTH, MNOMEIIEHHLIX B OTACTBHYIO 06TOKKY.

JIOKYMEHT BPEMEHHOT0 XPAHCHUS - TOKYMCHT € YCTAHOBICHHBIM CPOKOM XPaHCHHUS, IT0
HCTEYCHHN KOTOPOTO OH TIOUICKHT YHUHTOKCHHIO.

JlokymenTaabHblil (oH1 - COBOKYTHOCTh JIOKYMEHTOB, 0GpasyoIHXCs B AeATCIBHOCTH
OPHAMYECKOTO /M (PU3HYECKOTO /N,

EAuuuua y4eTa ADPXHBHBIX JOKYMEHTOB - €IMHHIA W3MEPCHUA KOTHYECTBE
JIOKYMEHTOR B 4PXHBC.
3aroMOBOK jeia - KpaTkoe 0DO3HAYeHHMe CBCAeHMIT O cocTaBe W COACPIKAHUH

JOKYMEHTOB B JICTE.

3apepeHHas KOMHs JOKYMEHTA - KOTHS JOKYMEHTd, Ha KOTOpO# B COOTBETCTBHH C
VCTAHOBICHHBIM  TIOPS/IKOM  TTPOCTAaBIISEOT HeOGXODMMbIE DEKBHM3WTHI, TNpujalonye cH
IOPHAMYECKYIO CHITY,

JasipjenHe - JIOKYMEHT JIHYHOTO Xapaktepa, COCTABIEHHEIH B BHAE TPOCHOBL,
AlpeCOBARHBIH PYKOBOANTEIIO OPraHH3aliiH.

3aro/10B0K O(QHINAILHOr0 JOKYMCHTA - PEKBHU3HT JIOKYMCHTE, KPATKO W3/1araoHH
€ro COACPIKAHHE,

Jona yHAQUUHPOBAHHOH (QOpPMBI JOKYMEHTA - HacTh nnomaan YHUQHUHPOBaHHOH
GOpMBEl  JIOKYMEHTa  YCTAHOBICHHOIO  pasMepa, NpefHA3HAueHHas U 3aMONHCHHA
OTpeIeTIeHHEIMH PEKBHIHTAMH.

W HCeTPYRIMS - OPTaHW3alHOHHEIH JIOKYMEHT, yCTaHAB/IMBAIOLIMH Kakne-TH00 mpasria.

H306pa3uTebHbIil JOKYMEHT - JIOKYMEHT, cozeprkaiiil HHGOPMALHIO, BEIPAKCHHYIO
MOCPENCTBOM H30OPAKEHHUS KAKOro-1ndo ofBexTa.

Hexoasmuii 10KYMEHT - 0QUIHATBHBIR JOKYMEHT, OTIPaBIACMbIH U3 YHPCHICHHA.

MHANBIAYAILHBII CPOK MCIOTHCHHH JOKYMEHTA - CPOK MCTIO/IHCHUS JIOKYMEHTA,
YCTAHOBMEGHHBIH  OPraHU3alMOHHO-PACTOPAIMTEBHEIM  TOKYMCHTOM OpraHvsanvy  HIH
pesomonmei.

HnjieKe aeqa; noMep e - unpposoe niuiu GykserHO-UMbPOBOE 0003HAUCHHE 1A B
HOMEHK/IATYPE el OpraHn3alny, HAHOCHMOS Ha ero 00/10KKY.

M erouniiik KOMILTCKTOBAHNS - [OPHAMYECKOe WM GH3HUCCKOe IO, YbH JOKYMCHTE!
[OCTYTAKOT M MOTYT MOCTYIIHTH HA XPAHCHHE B apXHB.

KOMIUICKTOBAHHE APXHBA - CHCTEMATHUECKOE TOMONHEHME apXHBA AOKYMCHTAMH B
COOTBETCTBHH ¢ ero NpodrieM U ISHCTBYIOMHM 3aKOHOAATC/ILCTBOM

KoHTpO/Ib HCHOJHCHHS JAOKYMEHTOB - COBOKYITHOCTH neficrauif, ofecreunBaOmMX
CBOEBPEMCHHOE MCITOHEHAE JIOKYMEHTOB.

Konust JIOKYMEHTA - JIOKYMCHT, TOTHOCTBIO BOCTIPOM3BONANIMA  HHPOPMAIHIO
MOUMHHOCO JIOKYMEHTd M BCE €ro BHENHMC NpPH3HAKWM WIA 4acTh WX, HE HMCIOLIHH
IOPHAMYECKOH CHIIBL.

Kaprouka (apxusHoro) ¢omia - YUSTHBIH JOKYMEHT, colepKallnil HasBaAHHE,
CBEIEHHS O KOJIMYECTBE, COCTaBE MOKYMEHTOB apXHBHOTO oHma W MecTe ero XpaHeHHs,
[pe/IHA3HAUEHHEIA 1151 [CHTPATH30BaHHOTO TOCYIaPCTBCHHOTO YHETa apXUBHbIX JIOKYMEHTOB.

MamHHONMHCHBIH JOKYMEHT - THCbMEHHBIN JIOKYMCHT, 1P CO3/IAHIH KOTOPOTO 3HAKH
THCHMd HAHOCAT TEXHUYECKUMH CPEICTBAMH.

HauMenoBanue J0KYMeHTA - 0603HaueHre BrIA TTHCbMCHHOIO JOKYMEHTA.

HoMeHRJATYPa JAed - CHCTEMAaTH3WPOBAHHBIA  [CPEHEHE HauMCHOBaHMH j1en,
3aBOJMMEIX B OpPraHH3alii, ¢ VYKa3aHueM CPOKOB WX XPaHCHHA, oGOpMICHHBIH B
YCTAHOBIIEHHOM TTOPSIKE



Hocwrens  JIOKYMCHTHpoBaHHo#f  mHpopmamin - MatepuanbHeii  00BEKT,
MCTIONB3YEMBIR U1 3aKPEIUICHHAS W XPAHCHUA HA HOM pedeBoit, 3BYKOBOH HIIA n300pasHTe/IEHOH
nHQOpMalliK, B TOM HHC/Ie B MpeoOpasoBaHHOM BHJIC.

Ofpamense TPARIAHUHA — HANPABICHHBIC B FOCYIAPCTBEHHLIH Oprad, Oprat
mecrHoro camoynpassicanst, MBY «CHIOP «Anrapa» win JMOTDKHOCTHOMY [THLY TTHCbMCHHBIC
NMpe/UIOKEHNs, 3asBieHde wiM okaioba, a Takke YCTHOC ofpamieHue TrpaxIaHWHa B
roCy1apCTBEHHbIHA OPraH.

Oprasu3auAoNHO-PACTIOPSANTENLHBIN IOKYMEHT - BI MHCBMEHHOTO JOKYMEHTa, B
KOTOPOM (GUKCHPYIOT PEHICHHWE aTMHHHCTPATHBHBIX M OPraHM3alMOHHEIX BOIPOCOB, & TAKKE
BONIPOCOB YHPEKICHMS, B3aMMONCHCTBHUS, obecTieueHHst W PCryTHPOBaHHs ACATCIBHOCTH B
VUPERICHUH,

Oduunabnblii J0KYMEHT - QOKYMCHT, CO3AHHBIN FOPUAHYECKAM WIH (PH3HUECKIM
mHIOM, OQOPMIICHHBIH 1 YAOCTOBEPSHHBI B YCTAHOB/ICHHOM IOPAIKE.

O6beM [OKYMEHTO0GOPOTA - HCHHCISETCS KOIMHECTBOM BXOMALIHX, HCXOAALMX H
BHYTPEHHHX JOKYMEHTOB, KaK IPasHIIo, 3a rofl.

OF b ACHITE THHAS 3AMHCKA - WHQOPMAIMOHHBI JTOKYMEHT, MOSCHAIONIMA COTCPIKARAE
OT/IENLHEIX TIYHKTOB OCHOBHOINO JOKYMCHTA HIIW HATMCAHHBI UTs OOBACHCHHS KaKHX-JHGO
(hakToB, MOCTYIKOB,

OpuraHa — TEPBbIH IK3SMITIAP A0KYMEHTA,

Odopmirenne JOKYMEHTA - MPOCTABNCHHC HeOOXOINMbIX PEKBHINTOB, YCTAHOBICHHEIX
NpaBHIaMH JOKYMEHTHPOBAHHAL,

Opraunsauust paboThl ¢ TOKYMEHTAMH - OPTaHH3aLHs NOKYMEHT0000POTa, XPAHCHHS
W MCHOJB30BAHMAS JIOKYMEHTOB B TEKYIICH JICATCIIBHOCTH YHPCAACHA.

OdopmicHne Te/ia - TOArOTOBKA e/ K XPaHCHHIO B COOTBETCTBIM € YCTAHOBJICHHBIMH
[PaBHITaAMH,

OfecneveHue COXPAHHOCTH JIOKYMCHTOB - obeciieueHne  (PUIUKO-XHMHYECKOH
COXPAaHHOCTH JIOKYMEHTOB B HX y4CT.
Momozkenne - nNpaBoBOil akT, OMPEIETMOMME OPAIOK oOpa3zoBanus, [1pasa,

06s3AHHOCTH W  OpPraHM3auuio  paboThl  OpraHM3amuH, CTPYKTYPHBIX opas/ieIeHHi
OpraHu3alnH,

TTpuKa3 - 1PABOBOM AKT, M3/ AHHBIH PYKOBOJUTEIEM C 1ICJIBIO peLICHNA 3a1a4, CTOSIIHX
Tepes OpraHU3aIueH.

[Iperensust - BUA CayKeGHOrO MUCHMA O HEBRINOIHCHAN obs3aTeIbCTB ONHON H3
CTOPOH.

[IpoTOKRO - JOKYMEHT, (PUKCHPYIOUIMH XOI 3ace/anus, COBEIIAHHA.

TpoeKT JAOKYMEHTA - TPEIBAPHT/ILHbIH TEKCT KaKoro-mmbo JOKYMEHTa 10 MOMCHTA
ero MOAMHCAHHUS.

[oaanHubIl JOKYMEHT - JOKYMEHT, CBE/ICHHS 00 aBTOpE, BPEMEHH M MECTE CO3TaHMs
KOTOPOT'0, COIMEPIKAIIMECS B CAMOM JOKYMEHTC HIIH BEIAB/ICHHEIC WHBIM TIYTEM, TIOATBEPKAAIOT
JOCTOBEPHOCTE €10 IIPOHCXOKICHMS.

TMoauaauK (0pUIUATBLHOI0) HOKYMEnTa - TepBLIM WM COMHWYHBIA OIK3EMILLIP
ohHIMATBHOTO JOKYMEHTA.

IachbMEeHHBI  JOKYMEHT -  TCKCTOBOM  JOKYMEHT, uHpopMaIMs  KOTOPOro
3adMKCHPOBAHA TIOGHIM THITOM ITHCEMA.

Mpasnia JOKYMCHTHPOBAHAS - TpeBoBaHis ¥ HOPMbI, YCTAHABIMBAIOIUINC TOPIOK
JIOKYMEHTHPOBAHMUS, :

TlocTosiHHAA “4CTh PCKBH3IHTA AOKyYyMEHTA - HeU3MEeHdaeMas. 49acTh PEKBH3HTA
JIOKYMEHTa, Coaep xalancs 8 01aHKe JIOKYMEHTa, HaHOCHuMasd IpH CIr'o W3TOTOB/ICHHH,
I[cpeuenmm YACTh PEKBH3IHTA JAOKYMEHTa - H3MCHSEeMas YacTh PCKBH3HTA

JOKYMEHTa, BHOCKMas B O71aHK JOKYMCHT4 IPH €T0 3am0IHEHHI.

[lomnuek - PSKBUIAT JOKYMCHTE, IPEACTaBIAIOMMNH cobBoit coBCTBEHHOPYYHYIO POCITHACH
HOJHOMOYHOIO JI0KHOCTHOTO JIMIa.

IMpoduis apxuBa - yCTaHOBIEHHBIH Ul apXuBa COCTAB JUTH AOKYMEHTOB, M0, UTSKAIAX
XpaHCHHMIO.



‘.

Mposepka waguausi (COCTOARNA) A€ - YCTAHOBICHHC COOTBCTCTBHI PEaABHOTO
KONMYECTBA eIMHMIL XPAHEHNs 3aNHCAM B YUYCTHBIX JIOKYMCHTAX apXuBd, @ TaioKC BRUTBICHHC
AT W JIOKYMEHTOB, TpeOYIOUMX YIyulIeHHs (QHU3WUCCKOTO COCTOSHMA, pecTaBpallii,
ne3uHpeKIIH

Ilepeyuens JOKYMEHTOB €O CPOKAMH XPAHEHHS - CHCTEMATH3WPOBAHHBIM CIIMCOK BHAOB
1 Karerophi MOKYMEHTOB, COJepyKaIiii HOPMATHBHBIS YKA3aHHs O CPOKAX WX XPAHCHIT.

Peuv  XPAHCHUSL ADXHBHBIX JIOKYMEHTOB - COBOKYMHOCTb  TCMIEPATYPHO-
BIIAKHOCTHBIX M CAHUTAPHO-THIHECHAYECKNX YCTOBUI, CO3/@BACMBIX B APXHBOXPAHHITHINAX AT
0OECTICUEHHA COXPAHHOCTH JJOKYMCHTOR, Y KOHTPO:1b 33 HX BRITOIHCHHEM.

PyKonMCHLIH JOKYMEHT - TTHCHMCHHBIH JOKYMEHT, MpPH CO3JAHHH KOTOPOTO 3HAKH
TIHChMa HAHOCHT OT PYKH.

PexBm3nT JOKYMeHTA - 00s3aTelbHBIH  DICMEHT opopmiieHHs  OHIHAILHOTO
JNOKYMEHTA,

Pe3o1101isi JOKYMEHTA - PEKBU3NT, COCTOSAIINH U3 HAITHCH Ha JOKYMEHTC, Cle/IaHHOM
JIOJDKHOCTHBIM JIHLOM H COJISPKAINCH NPUHATOE UM PELICHHE,

Permcrpanust JOKYMEHTA - 3alTHCh YYCTHBIX MAHHBIX O JOKYMEHTC IO YCTAHOB/ICHHOMN
dopme, GukcHpyromas GaxkT ero CO3TaHus, OTNPABICHUA WK MO/IYHCHHA.

PerneTpauMoHNBIH MHAEKE JOKyMenTa - perncTpallHoHHbI HOMEp JAOKyMEHTa:
[ludposoe wmm OykseHHO-IMppoBoe 0OO3HAUCHHE, NPHCBAMBACMOE /OKYMEHTY npu ero
pETHCTPALMH.

CueTeMa [IOKYMEHTAUMW - COBOKYTHOCTh JIOKYMEHTOB, B3aMMOCBS3aHHBIX  TIO
PU3HAKAM TPOUCXOIKICHNMS, HA3HAYEHUH, BIIQ, Cepsl eATe BHOCTH, CIHBIX TpebopaHuil K
HX OQOPMIICHHIO,

Cupaska - WHHOPMAIMOHHO-CTIPABOUHBIH  JOKYMEHT, colepiKaulMi  ONMCaHue W
[IOATBEPIKICHHE KAKUX -0 PaKkToB, COOBITHIL.

ConpoBOAATEILHOE NHCBMO — CykeOHOC MHCBMO, MMEIOMES OTMETKY O HAIHHHHA
MPAITOKEHNH,

CrymeOubIli  JOKYMENT - OQHUHATBHBIA IOKYMEHT, HCHIONB3YEMBIE B TEKYIICH
JESITeNILHOCTH YUPEKICHHSL.

CueTeMa 3JCKTPOHHOIO (ABTOMATH3UPOBAHHOIO) jokyMenToobopora - cucTeMa
JNMEKTpOHHOro Jokymentoobopora (COI) - aBTOMATH3HPOBAHHAN MHOI'OIONTBE30BATCIIECKAA
CHCTEMd, CONpOBOXKIAOMAs Tpouece padoThl € JOKYMCHTaMH C  HCHIBIO obecneveHns
BBIMOTHCHNMS (PYHKIMH yYPEIKICHNS.

CKAHNPOBAANE JIOKYMEHTA — [IOJIYIEHHE HICKTPOHHOIO obpaza JOKyMeHTa.

Cayxebnoe mojie yHRGATIPOBAHHONA GOPMBI TOKYMENTA - 30HA VHU (U OIHPOBAHHOI
(DOPMEI OKYMEHTA, TIpe/Ha3HAYCHHas IS 3AKPETLICHHS €& B TEXHUICCKHX CPE/ICTEAX XpaHeHus
JIOKYMEHTOB, & TAKJKE HAHECEHHS CTIEHANLHEIX H300PaKCHUH.

CpoK MCIOTHEHHSI IOKYMCHTA - CPOK, YCTAHOBICHHBIH HOPMATHBHO-TIPABOBBIM AKTOM,
OpPraHH3aUHMOHHO-PACTIOPSIHTENEHEIM OKYMEHTOM HIIH pesonmouvei,

Tunosoii CpoOK HCMNOJHEHHS JOKYMENTAa - CPOK MWCIOJHEHHS JOKYMEHTA,
YCTAHOBJICHHBI HOPMATHBHO-TIPABOBHIM AKTOM '

Tabens yHugHOUPOBAHHBIX (GOPM JOKYMEHTOB - TEDPEHCHE pPA3pCHICHHBIX K
NPUMCHEHHIO YHRPUIAPOBAHHBIX (OPM TOKYMEHTOB.

Tabauna - Gopma NPCACTABICHNS YHH(MIMPOBAHHOIO TEKCTd, CONCPAKAICTO
WH(OPMAIIHIO, SIB/ISIOILYIOCS XaPAKTEPHCTHKOM HECKOIBKHX OOBEKTOB 110 pilily NPH3IHAKOB,

TekeToBOH /JOKYMEHT - JOKYMEHT, COMepXKauli  peyenylo WH(pOpMAaLHIO,

3ahUKCHPOBAHHYIO TIOGBIM THITOM THChMa W:1H OG0H CHCTEMO# 3BYKO3AMACH.

Teker oQUIHATLHOIO TOKYMeHTa - HHMOpMAIHS, 3aQHKCHPOBAHHAS MOOBIM THTIOM
[UCEMA HITH B0 CHCTEMOIT 3BYKO3AMMCH, 3aK/II049al0NTas B ce0e BCIO WM OCHOBHYIO HacTh
pevenoit nHOpMANNKM JIOKYMEHTA.

Yundurauus JOKYMEHTOB - TpHUBCICHHE WX K eqMHOM cHcTeMe,  (QopMe,
€AMHO0DpA3HIO.

Vaudguuuposannas cHereMa JOKYMCHTAUNHN - CHCTEMA TOKYMEHTAINH, CO3/IaHHAT 110
eIMHBIM TpaBuiamM W TpeBoBaHMAM, CONepKaulas HHQOPMAlHIo, HEOOXOAUMY)  JUIS
YUpeRAeHHs B ONPEAeNeHHoH cepe NeaTenbHOCTH,



Yangunuuposanuan Gopma TOKYMEHTA - COBOKYITHOCTh PEKBH3HTOB, YCTAHOBJICHHIX
B COOTBETCTBHH C PEIIAcMBIMU B JaHHOH cdepe JesiTebHOCTH 3a/1a9aMi M PaciioIOKeHHBIX B
OTpefIe/IeHHOM 1TOPS/IKE HAa HOCHTe 1e HHPOPMAIMH.

Y4er apxXHBHBIX JOKYMEHTOB - YCTAHOBICHHE KOJIMYECTBA M COCTABA APXHMBHEBIX
JOKYMEHTOB B CIOMHHIAX y4era U (PUKCAuus NPHHALIEKHOCTH KaXIOH €IMHUIBI YYeTa K
ONpe/CICHHOMY KOMIUICKCY M 00IIEeMY MX KOJIWYECTBY B YYETHBIX JOKYMEHTAX.

YueTHbIC NOKYMEHTBI APXMBA - KOMIUIEKC JOKYMEHTOB YCTAHOBICHHOM QopMEL,
(puxcupyroumMX mnocTynienHe, BHIOBITHE, KOJIAYECTBO, COCTAB M COCTOSHHEC ApXHBHEIX
JOKYMEHTOB B SIMHHIIAX YUCTA.

DoToAOKYMEHT - M300pa3UTENLHLIA  JOKYMEHT, CO3JaHHBI  (oTorpaduyueckinm
cnocoboM.

DopMupoBanNe e - HA3BIBASTCS TPYTINHPOBKA UCITOTHUTENIBHBIX JOKYMEHTOB B /€14,

Dopmyasp JOKYMeHTa - Ha00p PeKBU3HUTOB O(HUHATEHOTO MHCBMEHHOTO JOKYMEHTA,
PACHONOKEHHEIX B ONPE/IS/IEHHONR MOC/IeI0BATEIEHOCTH.

®opmysip-o6pasen J0KYMeHTa - MOJIENb NOCTPOSHHS JOKYMEHTA, YCTAHABIHBAIONIAs
obracTe  mpmMeHeHwus, Qopmarel, pasmepsl  nosielt, TpefoBaHMS K MOCTPOEHHIO
KOHCTPYKIIHOHHOM CETKH ¥ OCHOBHBIE PEKBHIHTEL.

@opvupoBanne aeja - IPYNIHPOBAHME HCIOIHECHHBLIX HOKYMEHTOB B €10 B
COOTBCTCTBHH ¢ HOMCHK/IATYPOH A€/ M CHCTEMATH3ALMNS JOKYMCHTOB BHYTPH ACa,

®onaocolbpasoBarelb - OPHIHYECKOE JTHLIO, B AEATCILHOCTH KOTOPOro obpasyercs
MOKYMEHTANBHEIH (hOHL,

Xpanenue ApPXHBHBIX JOKYMEHTOB - 00eCreueHHe parHoHANBHOIO pPasMElneHAs W
COXPAHHOCTH JOKYMEHTOB.

IMabnon Gaanka (yunduumposanuoit ¢opMBl Joxymenta) — OJMaHK JIOKYMEHTa
(ynnuumposarnnas GopMa JIOKYMEHTa), IPEACTABICHHLIN B 2IEKTPOHHOM (opme.

DICKTPORHLIN JOKYMEHT - TOKYMEHT, CO3IaHHBIHN ¢ IIOMOIIBIO CPEACTB KOMIBIOTEPHOI
00paboTkH MH(GOPMALMH, KOTOPBIH MOXKET OBITH TOANUCAH JIEKTPOHHO-UNGPOBOH NOANHCHIO
(SLT) 1 coxpanen Ha MAIIMHHOM HOCHTENE B BIJE (aii1a COOTBETCTBYIOMErD (hopMAaTa.

Jaekrponnblii  06pa3  JOKYMEHTa —  JOKYMEHTMpPOBaHHas  WHQOpMaIms,
NPCACTAB/ICHHAS B ONEKTPOHHON (opMme, TO ecTh B BHAE, NPUIOAHOM MUIST BOCTIPHSTHS
HEIOBEKOM C MCMNONb30BAHHEM 3IEKTPOHHAIX BEIMHCIMTENBHBIX MAIIWH, a TAKIKE /IS NepeilayH

M0 HHQOPMALMOHHO-TETCKOMMYHHKAIIMOHHEIM CETAM WA 06paloTku B MHQPOPMAIMOHHBIX
cHCTEMaX.

DNEKTPOHHLI  JOKYMEHTO0GOPOT —  JOKYMEHTOOGOPOT €  NpPHMCHCHHEM
AH(POPMAITHOHHOM CHCTCMBL,
Aaexrponno-undposas noamues (ALUI) - avanor cobeTBeHHOPYUHON NOAMHCH,

ABNAIOIMACSA CPEACTBOM 3amuTsl MHGOPMALMK, oBecrnednBAIOUMIl BOZMOKHOCTE KOHTPO.IA
UCJIOCTHOCTH W IOATBEPIKAAIOMIHIT MTOUIMHHOCTE NOATHCH ANEKTPOHHOIO JIOKYMEHTA.
IKenepTH3A NEHHOCTH [IOKYMEHTOB - OTGOP JIOKYMEHTOB Ha TOCYJapCTBEHHOE
XPAHEHHUC HJIH YCTAHOBICHHE CPOKOB HX XPAHCHHSA HA OCHOBE MPIHSITEIX KPHTCPHEB,
IOpuveckas cniia IOKYMeHTA - CBONCTBO OQHIMATEHOTO HOKYMEHTa, coobmaemMoe
CMy JACHCTBYIOLIMM  3aKOHONATCNECTBOM, KOMIETEHLMCH M3J4BUIEr0 €ro opraHa o
YCTAHOB/IEHHBIM TOPSAKOM 0 opMICHHS,

3. Coznanne noxymenros B MBY «CIIOP «Anrapa»
biaanku 10kyMeHTOB

Hoxymentel  odopMmsmores  Ha Gnankax MBY «CIIOP «Amnrapay u wnwveroT
YCTAHOBIEHHbI KOMINIEKC  00S3aTCIBHLIX PEKBM3HTOB M CTAOMIBHEIL NOPSIOK HX
PAcTioIOKEHHsI B COOTBETCTBUH ¢ TpeboBanusmu 'OCT P, 6.30-2003.

3.1. B MBY «CIIOP «Aurapa» npuMeHsioTes caeIyline BHIE GIaHKOB JOKYMEHTOB:
0Buwii 61ank, 6:1aHK KOHKPETHOI'O BIJA TOKYMEHTa (1IpHKa3, petIeHHE, MPOTOKON H T.L.),
3.2. YeranasamBaeTcs OIHH OCHOBHOM dopmar Gnanka — A 4 (210x297mm).

3.3. Ha Gnankax JIOKyMEHTOB PEKBH3UTHI 3ar0TOBOYHON YACTH PACTIONATAIOT IICHTPOBAHHBIM
(Haua10 W KOHEW Kai/0H CTPOKH peKBH3WTA PAaBHO YAANEHBl OT IPAHHI 30HEI



PACTIONOMCHAS PEKBU3NTOB) WiH (aroBeiM (Kaxias CTPOKa DEKBH3WTA HAYMHACTCH OT
J1€BOM IPAHHIEBI 30HBI PACTIONOKEHUS PEKBH3UTOR) criocobamu,

3.4.Ha Onamkax mns nmcem YKasbIBAIOTCH DEKBH3UTEI, HAMMEHOBAHHE OpraHM3allK,
NOYTOBBIA HJIM TENEKOMMYHHKALHOHHBIH azapec, Homep tenedona, kog mo OKIIO, nara,
PErHCTPALIMOHHEIA HOMEp, CChIIKA Ha MHICKC W AaTy BXOMIIEro jokymesrta. Ha oGimem
O1akKe yKa3bIBACTCS PEKBA3HT; HAMMEHOBAHHE OpraHM3aLuH.

3.5. biaHk KoHKpeTHOTO BMIa AOKYMCHTA HMEET PCKBH3HTEI: HAHMEHOBAHHE OPraHU3AllAN,
kox o OKYJI, naumenoramue BHIAQ JIOKYMCHTA, AaTa, PEruCTPalMOHHBIE HOMEp, MecTo
COCTABJICHUS HIIH U3aHUS.

3.6, Kascterit met joxymenra, OQOPMICHHEIN Ha GanKe, TOMKEH UMETh TIONS He  MeHee
(B MM):

* 30 - neBoe;

e |5 -npasoe;

* 10 - BepxHee;

e 10- Huxnee.

3.9. llIpud Ha koTopoM sanonmsoTes AokyMenTs! Time New Roman. Pasmep mwprdra 12
3.10. OrpaHuunTeIRHEIC OTMETKH A7 1101eH 1 OTICIBHBIX PEKBU3HTOB HAHOCATCH Ha OJaHK
B BHAE YTOJIKOB MM APYIHX 0003HAYCHMI.

3.10. HamvenoBanue opranusanmy Ha Giamce AQIKHBI OBITH HCTIONHEHE] Ha PYCCKOM SI3BIKE,

4. PexBusuter (onucanme NPHMEHCHHS 10 CIHCKY B cooTneTeTBHM ¢ [OCTom)
B MBY «CIIIOP «ARrapas #enonsayiores CHEAVIOUINE PEKBHINUTEHIL:
01-ambaema MEY «CIHIOP «A Heapay

02-HHH MBY «CLLIOP w«Anzapay

03-naumenosanue MBY « CLLIOP «Aneapar

04-cnpasounsie daunsie MBY «CLIOP «Aneapay
U3-naumenosanue suda doxkyMenma

U6-0ama doxymenma

07-pecucmpayuonivii HoMep doxymenma

U8-ccviara na PECUCTPAYUOHHBLU HOMED U 0GMY OKYMENMA
09-mecmo cocmasnernus u uzdanus doxymenma

10-aopecam

11-2pudh ymeepacoenusn doKyMenma

1 2-peszonioyun

13-3az0n060% K mexcmy

[4-ommemxka o konmpone

15-mexem ooxymenma

16-omsemka o nanmuu NPUAOINCENUS

1 7-noonuce

18-2pugh coznacosanus doxkymenma

19-6user cozracosanus doKymenma

20-newams

21-ommemxa o sasepenun xonuu

22-ommemxa 06 ucnosnumene

23-ommemua 06 ucnoanenuy QOKYMEHMA U HANPABREHUY €20 6 Deno
24-ommemxa o nocmynienuy OOKYMenma 6 opeanuzayuio
25-anekmponnasn nodnuce

01 - SMBJEMA YYPEXKIEHUS

Ombiema oprawmzanun TMPOCTABIAICTCH Ha ONaHKaX JIOKYMEHTOB B COOTBETCTBHH C
3akonom  Poccuiickot  ®enepaimm  «O TOBApHEIX  3HaKaX, 3HaKax ofCIykHBaHHA |
HAMMCHOBAHUA MECT NPOMCXONKICHHS ToBapos», M3sobpaxenne sMOmeMbl momemaor Ha

Onankax opraumsammm B COOTBETCTBHA ¢  YYPEAHUTEIbHBIMA MOKYMEHTaMH  (ycTaBoM,
TOJIOKEHIEeM ).



02 - HAEHTHOUKAUMOHHBI HOMEP HAJIOD OINTATEJIBIIUKA/KOA
NPUYUHBI IOCTAHOBKU HA YUYET (MHH/KIIII)

Waenrudukaumonnsrii FOMEp HATOroTUIATE:IbIHKA/KO/ TIPHYHHBI TIOCTAHOBKH HA Yder
HPOCTaRJISTIOT B COOTBETCTBHM ¢ MOKYMEHTAMM, BBIIABAEMBIMU HATOTOBEIMH OpraHaMu.

03 - HAMMEHOBAHMUE YYPEKIEHUS

Haumenoan HE  OprafH3anuvMe  sABJsIeTCH coﬁnpa'r CIBHBIM  0003HAYEHHEM aBTOpa
AOKYMEHTA M JOJKHO COOTBETCTBOBATH HAaUMCHOBAHHIO, 3AKPCIICHHOMY B €€ YUpPEIAUTEIBHEIX
JAOKYMeHTax. Haxn HaUMCHOBAHHEM OPTaHH3alHH  YKa3BIBAKOT COKPAIICHHOC WIIH II0JIHOE
HANMEHOBAHHKE BBILIECTOAINEH OpraHrA3anuu, eCiid OHa UMeeTes.

04 - CHIPABOYHBIE JAHHBIE OB YYUYPEKAEHHUU
CripaBounbie 1anHbIe 06 OPraHU3AI BKITFOYAIOT: MOYTOBBIA aapec HOMepa TenedoHOB,
ko mo OKIIO, xox mo OKV]I n apyrue cmejenus no YCMOTPEHHIO Oprasu3auuu (HoMepa
TelIehakcos, cueTos B HaHke ajpec JICKTPOHHOM MOYTHI | Ap. ).

05 - HAMEHOBAHHWE BUJIA JOKYMEHTA
Hanvenosanue Buga g0KyMeHTa, COCTABICHHONO WK H3JIaHHOI'0 OpraHW3auueH, J0JHKHO
OBITE OMpesCNeHo YeTaBoM (ONOKeHHEM OPraHu3alii) ¥ AOUKHO COOTBETCTBOBATH BHIAM
AOKYMEHTOB lipenyemotpenseiM OKV ], B Gnanke nuchMa HanMeHOBaH e BHIA JIOKYMCHTA HE
VKa3LIBaeTCH.

06 - TATA TOKYMEHTA

Hatolt ToKyMeHTa SBISeTCS IaTa ero NOMTHCAHMS HIIH YTBEPIKACHHS, IUIA [POTOKONA -
ITO 71aTa 3aCC/IAHNA, U8 aKTa - 370 J1ata cobritug, Feu ABTOPOM JTOKYMEHTA SBJISIOTCH J(BE UITH
Oontee oprammsaumit, To matoit sBIZerTes Haubolace 103aHAS jata nojmmucanus. Crocol
HallACaNWs  JaThl 3aBHCHT OT XapaKTepa HOKYMEHTa: B HOPMATHUBHEIX  JOKYMCHTAX,
ONPEACISIOIMX NPaBa rPaK/IaH W OPraHU3aLmil, a TaKKe COACPIKALIMX CBEIACHMS (DHHAHCOBOTO
XapakTepa, TipejlaraeTes HeoNb30BaTh CIOBECHO-UHMPOBOH CIOCOs NaTHPOBAHUSA, HaNIpHMEp:
6 vtonn 2018 roja, a B OCTANLHBIX caywasx — nara B GykseHHO-1(poBoM dopmare Ge3 0, ecm
YKaspBaeTes wueno ot 1 a0 9, wanpumep: 6.7.2018. Jlens Mecsua Meest oopmIsIoT
apalCKUMKH  UWH(ppaMK, pasieneHHbIME  TOYKOH, FOL - HeTRIpbMA apabekuMu  LHdpaMHu.
Honyckaeres odopmirenne matel B HHOM NOCICA0BATCILHOCTH: TOM, MECAL, JEHb Mecsila,
Hanipumep: 2018.7.6. Mecto npocTaBieHus TaThl 3aBUCHT OT Ornanka ¥ BUIA JOKYMEHTA.

B nosepennoctsx, Beiasaemeix MBY «CILIOP «AHTapay, jlaTa YKa3bIBACTCs TPOITHCHIO.

Hanpmvep:
Hama cosepuenus dosepennocmu:
osenadyamoe Aneapa 08e mpicavy deadyamozo zo00a

07 - PETHCTPALIMOHHBIN HOMEP JOKYMEHTA

PerucTpatnonkeii Homep joKyMeHTa - 9To unposoe umH  GykBeHHO-UHPPOBOE
0f03HaueHNe, NpHCcBaNBaeMoe AOKYMCHTY TIDH €T0 perucTpauud. PerucTpanum mouiexar ece
COBMAOUNICCH B  OPraHM3aUMH  JOKYMEHTEI M  JOKYMEHTSI, MOCTYNAIOUIHE OT JIPYTHX
OPranM3alni W  yacTHeIX M, Hammume Ha AOKYMEHTE  DEIMCTPAIMOHHOTO HOMepa
CBHICTCNLCTBYCT O TOM, 4YTO OH BKTIOYEH B WH(OPMAIMONHBIN MACCHB OpraHH3aliy u
HAXOIUTCH TI0/1 €€ KOHTPONEM H OTBETCTBEHHOCTHIO.

PerucTpaitionHenl HoMep MOKYMEHTA COCTOHT U3 ero NOPAAKOBOr0 HOMEpa, KOTOpLI
MOKET JIOTIOMHSTECH MHICKCOM JeNa N0 HOMEHKIATYpe, HHpOpManKel 0 KOpPPECTIOHIEHTE,
HCTIONHATEAX M P, 71 BHYTPEHHUX JOKYMEHTOB, TAKMX KaK TIPUKA3BI, PACTIOPSXKEHHS M T.I1.,
PETHCTPAUMOHHBI HOMEP ~ 370 0OBIMHEL OPIIKOBLIH HOMep JloKyMeHTa. PerncrpauuonHsif
HOMEP  JIOKYMEHTA, COCTABNEHHOTO JBYMS WMIH Gonee OPTaHM3aA0HUAMH, COCTOHT W3



PCrHCTPAIIHOHHBIX HOMEPOB KasKI0H U3 3THX Opra’Hu3anmni, ITPOCTABIISIEMEBIX HUCPE3 KOCYHO YepTy
B NIOPAOKE YKa3aHUsA 4BTOPOB B JOKYMEHTE,

08 - CCBLIIKA HA PETHCTPAIIMOHHBII HOMEP 1 JATY JOKYMEHTA
Cebimka HA perucTpanMoHHbIH HOMCP M JlaTy AOKYMEHTA BKIIOYAET PErHCTPAlMOHHbII
HOMEp M llaTy MOKYMEHTa, Ha KOTOpHIf JOJUKEH GbITh AaH oTBeT. CobliKa HCTIOJIB3YETCSH TOIBKO
B TakuX BHAAX JOKYMEHTOB, KOTODBIC SBNAIOTCS OTBETAMM HA 34Mpoc, HarnpuMep: NHChMAa,
CIIPABKH, IOK:TagHble 3a0HCKH W np. CBeacHHs B PEKBU3HUT [EPEHOCAT C NOCTYIHBUIETO
JOKYMCHTA.
Hanpumep:
Ha sanre nucsmo ot 29.7.2020 M 25/15 «O CTIHCAHUM TPAHCTIOPTHBIX CPENCTRY. ..
Jlonyckaercss jienath cchuIKY Ha PETHCTPALIMOHHBI HOMEP M AaTy WHHLHMHPYIOLIEro
AOKYMEHTA B CIHICUHANTbHO IPEIYCMOTPEHHON Ha 61aHKe MHChMA CTPOKE,

Hanpumep:
Hawex. Ne 126/18-7 om 14 uronsn 2016 2,
B orom cayuae Teker mucsma Oymer wWaummathes co cnos «B cBm3H c BaLIHM
NPEAIOKEHHEM. ,.» WIH «B CooTBeTCTBUM ¢ BAIHMK PCKOMEHIAUHIMHY W T.I,

09 - MECTO COCTABJEHHS uin H3JIAHUS JOKYMEHTA
MecTo coctasicHUs HIH U3 TaHHs AOKYMCHTA YKa3blBAIOT B TOM CJIydae, eCiu 3aTpyIHEHO
CTO onpeienenue no pexkeusuram «HanmerosaHme Opranu3zaunny ¥ «CrpaBodHble JaHHBIE 00
Opramusaumm». Mecto cocTasneHus WM WInAHHS YKA3BIBAOT € YUCTOM TIPUHATOIO
AAMHHHCTPATHBHO-TEPPHTOPHANILHOTO JICTIEHHS M BKTIOYAET B cobs TONBKO OOIIEeNpHHATEIE
COKpallleHHs,

10 - AAPECAT
AJIPeCaT paccMaTpUBACTCS KAk COBOKYITHOCTE TOYHOMN ¥ ITOTHOM HHPOPMAIMH, HA OCHOBE
KOTOPOH JIOKYMEHT MOXET OBITh HOCTABICH aapecary. B kauectBe ajpecara MOTYT OLITh
OPTaHHM3ALME, WX CTPYKTYPHBIE NOAPA3NE/ICHNS], IOMKHOCTHBIE W du3vveckue amua,
Haumenosanwe opranmsammn u ee CTPYKTYPHOTO MOAPA3AEIEHUS YKA3BIBAIOT B HMCHUTETEHOM
Tnajiexe, Harpumep:

Munrocm Poccuu
Vnpasaenue ocmuyuu

HomxkHocTs aHna, KOTOpOMY 8PeCOBaH JOKYMEHT, yKashIBAIOT B OATC/BHOM Maicike,
HaTpuMep:

I'enepaavnomy Oupexmopy
OAO «Kapasaii»
Cepeeegy K. T,
Eciin I0KYMEHT OTIIpaBIsieres B HECKONEKO OJHOPOIHLIX OPraHU3aLMH WM B HECKONBKO
CTPYKTYPHBIX MOApa3ne/ieHuii 0aQnoi OPraHH3aIiK, TO HX yKa3eBaloT 06obimenHo, HarpuMep:
Aomunucmpayuu pationoe
Hpxymexoii obracmu
Homyckaetes wentpuposars KQOKIYI0 CTPOKY PEKBH3HTa «AJIPECaTy MO OTHONICHHIO K
camoit JIMHHOIE cTpoke, HarpuMep:
Aomunucmpayuu paiionoe
Hprymexoti obaacmu
HokymenT He momken Colepxath Golee ueTHIpEX AmpecaTos. Ilpn Gombuwiom wuncne
APCECATOB COCTABISIOT CIUCOK PACCHLTKH HOKyMeHTa. B coctas pexsusura «AJpecat» Modxer
BXOHMTD MOYTOBBIH afipec. DNEMEHTH MOYTOBOIO dipeca YKasblBAKT B MOCHEN0BATENLHOCTH,
YCTAHOBICHHOH MpaBHmaMH OKazaHus YCIYT TIOYTOBOH CBs3su, Ecmm nuceMo ajipecyercs



OPTaHH3aLnM, B DPCKBH3NTE «Apecary YKA3BIBACTCH HAHMCHOBAHWE OpPraHM3allid, 34aTeM
MOYTOBEIA a1pec, Hanpumep:

Anezapcroe meduyuncroe yauauye
ya. O. Kowesozo, 9. 7
2. Aneapck, 665830

[Ipu ajpecosannn AOKYMEHTA PUIMUECKOMY IMILY YKA3BIBAIOT MHHIHATL! W hamuTHIo
HIOIMyHATENs, 3aTCM €T HOYTOBbI ajpec, HAnpumep:

Heaanoey A. 1,

va. Kuposa, 0.3, xe.6,

2. Aneaper, Hpxymexoii o6racmu,
665830

11 -TPU® YTBEPKJIEHUS JOKYMEHTA
HOKYMENT  yTBEPHIAETCS  MOMKHOCTHIM JHLIOM WM CHCHMATEHO  H3IaBAeMBIM
AOKyMeHTOM, Ilpu yTBepiaeHun okymenta TPU() YTBEPXKICHUS NOKEH COCTOSTH M3 CIOBA
YTBEPKJIAIO (6e3 KaBBIYEK), HAMMEHOBAHUS JIOJKHOCTH AHOE, YTBEPXKAAIOWEro JOKYMEHT,
HHHIMATIOB, QaMUTHN H JaTh YTBEPAKICHNMS, HaAIPHMED:

YTBEPXIAKO
Hupexmop
MBY «CIIOP «Anzapa»
Suunas noonucs  C.H. Bawcanosa
14.04.2020
HITH
YTBEPXIIAIO
Hupexmop
MBY «CIIOP «Aneapas
Juvwnas noonuce  C.H. Baxcanosa
14.04.2020
Ilpit yTBepIeHNMH JOKYMEHTA HECKONBEIMMY JO/UKHOCTHBIMH JIMUAMHM HMX TOAIHCH
PacTioflaraioT Ha OMHOM yposwe. Ilpn yreepyuacHuu AOKYMEHTA MOCTAHOBICHHEM, PEelTeHHEM,
TPHKA3OM, NPOTOKONOM TPH(]) YTBEPKIEHHS COCTOMT M3 ciosa YTBEPXKJIEH (A,bLO),
HANMEHOBAHUA YTBEPKNAIOIIEr0 NOKYMEHTa B TBOPHTEITEHOM Talexke, €ro AaThl, HOMepa,
HalpuMep:
YTBEPXCIEH
Pewernuem obuezo cobpanus
Tpyooeozo koarexmuea om 03.07.2020 N2
HIIH
VIBEPIIEH
Pewenuem obwezo cobparus
Tpydosozo koanexmusa om 05.07.2020 Ne2
I'pud) yreepixnenus AOKYMEHTA PacnonaraioT B mpaBoM BepxHEM YTy JIOKYMEHTA.

12 - PE3OJIIOTMS
Pesomouns  conepxur YKa3aHHE OTHOCHTENLHO pemeHus (NOATOTOBKH pelneHs)
BOTIPOCA, H3TOKEHHOTO B ToKyMeHTe. B pesosmonun on PEIACIAOTCH OPraHU3alMs, CTPYKTYPHOE
MOJIpasiiclienne WM AOIKHOCTHOE JTHLIO, KOTOPEIM MOpy4aercs BLINONHEHHE 3aJaHus. JToT
PCKBH3UT BKIIOHACT B ceOst YaMuINM, HHHIHATHT HCTIOTHUTEIICH, CONCPIKAHNE MTOPYYEHHUS (IpH
HEOOXOAMMOCTH), CPOK HCTIO:IHEHHS, TIOANKCH U 1aTy, HAIpHMED:

Heanosoin OB,



Coxoaoeoti A.A.

Ipowy noozomoeumn npoexm
npukaza om 03.07.2020 Ne2
Huunas nodnuce

04.06.2020

[IpH HaTMuMK HECKONBKMX HCIONHHUTEeH OTBETCTBEHHEIM 34 HCIIOJIHEHHE CHMTAETCS
HAa3BAHHBIH NEPBEIM B Pe30/IOMMH. Pe30/iomns, Kak MPaBUiIO, NHIETCH OT pPyKH
COOTBETCTBYIOIHM PYKOBOTUTENEM Ha TIO/UIMHHHKE J0KYMEHTA Ha CBOBOHOM OT TEKCTa MecTe.
Homnyckaeres 0GopMIEHIE Pe30IIONHN HA OTIC/IBHOM JTHCTE.

13 - 3ATOJIOBOK K TEKCTY
«3aro/loBOK K TEKCTY» - PEKBM3AT JOKYMEHTa, BbIDLKAIOMINK KpaTKOe coaepkaHue
TCKCTa JIOKYMEHTA H JI0DKCH OBITH COMIacoBaH ¢ HAMMEHOBAHICM BH/1a TOKYMEHTA.
3aro10BOK MOKET OTBEHATE Ha BOMPOCH!:

0 wem? (0 kom?), nanpusep:
Ipuxas o cozoanuu sxenepmuosi komuccuy,
we20? (x020?), nanpumep:
Hoaxcnoemuan unempyryus 21aen020 creyuaucma.
K Tekery 1okymeHTa, COCTABICHHOTO Ha GlanKe (opmara AS, 3aronoBox A0MyCKaeTCs He
YKa3bIBaTh. 34roll0BOK MOKYMEHTA 3aMHCHIBAETCH [IPH €70 PEruCTPallid B COOTBETCTBYIOMIAC
PETHCTPAUMOHHBIC (POPMBI: 3KYPHAITEL, KAPTOUKM M Ip.

14 - OTMETKA O KOHTPOJIE
Pexsusnt «OTMeTka 0 KOHTpONEH ofo3Hauaer, YTO AOKYMEHT MOCTABICH Ha KOHTPONL B
MPOLECCEe CTO HCMOMHEHHA ¢ UENLIO OGECTICYEHHs YCTAHOBICHHBIX CPOKOB, YKazaHHLIX B
PC3OMIONMH MITH TUMOBBIX CPOKOB MCTONHeHHs. B coorserersum ¢ 1'OCTowm OTMETKY 0
KOHTPOIIE 38 HCHONHCHHEM 0003Ha4a0T 6yKBOi# «K», CJIOBOM HIIM IITAMIIOM «KonTtpouey,

15 - TEKCT TIOKYMEHTA

Texer joxymenta cocrarisior ua rocyAapcTBCHHOM sA3kIke Poccuifckot denepaunn mim
Hd TI'OCYIapCTBEHHBIX f3pIKax CyOLekToB PXM B coorsercTBHM ¢ 3akoHojaTensersom PO w
cyObekToB PD. Tekerhl moKyMeHTOR ODOPMIISIOT B BH/le CBA3HOIO TEKCTA, AHKCTHI, TAGIHIbI
HITH B BHAC COCIAHMHEHUS OTHX CTpYKTYp. CBasHBIl TekeT, Kak [IPaBHJIO, COCTOMT M3 ABYX YacTei.
B nepsoii yactu ykasmisator NIPUIHHE], OCHOBaHWSA, LC/IH COCTAB/ICHAS JOKYMEHTa, BO BTOPOil
(3AKIIFOUHMTEIbHOM) - PEIICHUS, BEIBOIBI, MPOCEOBL, NPEANOKEHAS, PEKOMEHTAIMH, TeKeT MOKeT
CONEPHATE OMHY 3AKIIOUHTENBHYIO HacTh (HAPEMED; MPHKA3HI - PACIIOPSIUTENILHYIO YacTh 0¢3
KOHCTATHPYIOIICH, ITHCEMA, 3agBIICHNS - NPocLBy Ges TTOACHEHHS).

Eciam reket conepxut HeCKoNbKo PCLICHHUH, BHIBOJOB U T.1I., TO €r0 MOMHO pa3tusaTs Ha
PA3IICIIBT, TIONPA3neNbl, MYHKTHI, KOTOPHIE HYMEPYIOTCS apaBekuMu udpamu. B jgokyMenTax
(nprKas, pacniopskeHue i T.1,) OPraHM3aini, NEHCTBYIOMMX HA MPHHUMITAX STHHOHAYAINS, A
TAKKE B IOKYMEHTAX, a/[PECOBAHHEIX PYKOBOACTBY OPraHM3alMH, TeKCT M3IaralorT OT IICPBOTO
JHLA - CAMHCTBCHHOTO 4HCHA  («TIPHKAsbIBAION, IIPEIVIATAION, «rmpoury»). B moxymeHTax
ROINICTHANILHBIX  OPIAHOB  TEKCT M3MAraloT OT TPEeThEro JHia CAVWHCTBEHHOIO YHCIIA
(«rocTanoBngeT», «pemuny). B coBMeCTHBIX AOKYMCHTAX TEKCT H3NIAratoT OT NEpBOTO JMua
MHOKCCTBCHHOTO YHCNa («IPHKA3EIBAIOY, «petnniy), TexcT IPOTOKOJIA H3MATAIOT OT TPETHETO
LA MHOKCCTBEHHOrO HHCHA (CCNYIIATH», BRICTVITHIINY, «IOCTAHOBH/IH», «peurwimy»). B
AOKYMEHTAX, YCTAHABNHBAIOUINX MpaBa W OON3aHHOCTH Opranusanul, HX CTPYKTYPHBIX
foapasaenenuii (MoIoKeHHe, HHCTPYKUMS), A TAKKe COACpAIMX OIMHCAHWE, OIEHKY (aKkToB
HITH BBIBO/IbI (aKT, CTIPAaBKa), WCMOTB3VIOT (opmy wuzmOKEHUS TeKera oT TPETBETO LA
CAMHCTBCHHOTO MITH MHOXCCTBEHHOIO uMcna («oTen OCYIICCTBISET QYHKLIHY, CKOMHUCCHS
YCTAHOBH. 1A% ),

B IHCEMAaX OO L AVIOT e T AT S A s o o e me e et



OT HICPBOTO JIALE MHOKCCTBEHHOTO YHCIIA («NPOCUM HANPABUIMG S, «HANPAGISEM HA
paccaompenues)

OT NTEPBOTO NHLA EIMHCTBEHHOIO YACTA («CYUMAI0 HEOOXOOUMBLMY, «HPOULY
BuIOeAUMs 1)

OT TPETHCI'O JTMLA CAHHCTBEHHOTO YHCIIA («MUHUCTHEPCIBO Ke 603padcaemy,
«BHHHTAN caumaem 603M0nCHbIMY )

16 - OTMETKA O HAJIMYUH TPHJIOKEHHS
PexkBr3uT «OTMETKAa 0 HATHYHH NPHIONKCHNUS» PACIONATACTCH MO TEKCTOM M MOXKET
ORITh oopmiicHa jBymsa criocobamu. Eciu NPHIOKEHHE HAsBAHO B TEKCTE, TO OTMETKA O
HUTHYHH TIPHIIOKEHES WMEeT BH/T:
Hpusoocenue: wa 5 2. 6 3 axs.

Ecim gokymeHT mMeer npumokenve, He HasBAHHOE B TeKcTe, TO YKa3bIBACTCS €ro
HANMEHOBAHAC, HHCIO THCTOB H YHCIO 3K3eMILIAPOB, IIPH HAIHYHM HECKONBKHX MPHIIOKEHHIT
HX HYMEPYIOT, HalpHMep:

Npunoxenne: 1) Mpomoron cobpanus yupeoumenesi OAQ «Aemodusenvs na 7 1.
6 I 3K3.
2) llpoexm niana pexonempyxyuu yexoe QOAQ «Aemoduszens» na 3
A. 8 1 9K3,

Ecin npunoskenyst cOpomiopoBaHsl, TO YHCI0 THCTOR He YKa3bIBAIOT. B IPUIOXKEHHA K
PACTIOPAINTEILHOMY IOKYMEHTY (IOCTAHOBJICHHS, IPHKA3E], PACTIOPSKEHMS, TIPABHNA | T.I1.) Ha
IEPBOM €ro JmcTe B TpasoM BepXHem yray muwyr «llpunoxenue 3» ¢ ykasaHmeM
HANMCHOBAHNA  PAaCIOPATHTC/ILHOTO JOKYMEHTA, €r0 JdThl H PerHCTPAUHOHHOIO HOMEpa,

HanpuMep:
Hpuaooicenue Noj
K npukazy oupexmopa wixkoaut Nej
om 06.02.2020 Ne 12
HITH

TIpuroocenue Nel
K Bpuxazy oupexmopa wkoast Nel
om 06,02.2020 Ne |2
Hpnioskenns: 0IKHE! BbITh TTOMIUCAHET HCTIOIHATENEM HIH ero PYKOBO/IHTEIEM.

17 - HOAIMHACH
B cocras pexksmsura «llojumch» BXONAT: HAHMEHOBAHHE JIO/DKHOCTH N,
NOANHCABIICIO JIOKYMCHT (ITONHOE, €CTH JIOKYMEHT O(OPMIEH He Ha GiaHke JMOKYMEHTa,
COKpalllcHHOe - HA HOKYMeHTe, odopmicHHom Ha O1aHKe), THYHAS [1OANACH, pacuingpoBka
MOAMHCH (HHHUHATEL, (PAaMUIHA), HAalpUMep:
[I'enepauvnuii oupexmop Huunas noonuce AA. Kpyaaos
OAO «llorumepmas
wiu Ha Daauie:

Tenepanviwiii dupexmop Suynas noonucw A.A. Kpyaaoe

inI MOMITHCAHNH JIOKYMCHTA HECKONbKHMU AOJPKHOCTHRIMH  JTHIIAMH OprafM3anumn Mx

IIOJIMUCH  pacloNaraloT OjHa Tox Z[p}'T()ﬁ B TIOCJICNOBATCILHOCTH, COOTBETCTBYIOLICH
3aHUMACMOI AQIDKHOCTH, HAlpuMep:

Lenepatvuniti dupexmop Juunas noonuce A.A. Kpyeros
I hasnwtii Oyxzanmep Juunas noonuce H.A. 3atiyes

TlpH MOANMHCAHUU AOKYMCHTA HECKOJIbKUMH ITHIAMH PaBHBIX ITOTKHOCTEH HX NOMITHCH
DACTIOTATAIOT 14 NITLIAAE XFMATIIS . BT OTTA YN & raa o



TFenepanvnoi oupexmop I'enepanvuviii dupexmop
AQ «Medmexuuxay AQ «IO0kom»
JAuunan nodnuce FO.A.Coxonos Jusnast noonuce A.A Hawun

B noxymentax, cocrasnenmsix KOMHCCHCH, YKA3HIBAIOT HE NOKHOCTH JTHLL, 1TOTITHCABLINX
AOKYMEHT, & HX OOA3AHHOCTH B COCTABE KOMHCCHM B COOTBETCTBHM C pacripeleneHHeM
Hanpumep:

»

Ilpedceoamens komuccuu Huynas noonuce A.A. Kpviaoa

trenwr komuccuu Juvnan noonuce HH. Opnosa
Jeunas noonuce A H Muxatinos
Juuran nodnuce H H. Heanoe

HokymenT Moxer GbiTe nommiIcan HCIOTHAOUINM 00S3aHHOCTH MOMKHOCTHONO THIA ¢
YKa3aHHEM ero (pakTHYeCKOH TOJIKHOCTH H bammink WM ykasaHWeM, uTO OH BPEeMEHHO
HCHIONHACT 00A3aHHOCTH A0 KHOCTHOTO JtHita. He AOTYCKAETCS CTABHATE NPEANOT «3a», HAIICH
OT PYKH «3aM» HITH KOCYIO YepPTY Nepei HANMEHOBAHHEM AQITAKHOCTH.

18 - T'PU® COI'JIACOBAHMUST JOKYMEHTA
«I'pug cornacosanns jokymentan - PEKBH3NT, BLIPHKAIOUWMH COrJIacCHEe Jpyroi
OPraHi3aliy (He aBTOpa) ¢ ComepskaHreM AOKYMEHTa W cocTouT M3 cnosa COI'JTACOBAHO,
AODKHOCTH JTHIA, C KOTOPBIM COIMIACOBAH NOKYMEHT (BKIOYAT HaNMEHOBaHNE OpraRM3ALHY),
THYHOR NMOANMCH, PACIIMBPORKH TIOIUCH U 1aTH! COTTaCOBAHMS, HATIPUMED:
COITACOBAHO
Hupexmop Tenapmamenma 30PasoOXpanenun
Juunan nodnuce  A.H.Ceemnoe
Ecu  cormacosanwe ocymecrsasercs IHCHMOM,  pClUCHHEM, akToM ® Jap. ['pud
COTTACOBAHMS OOPMITTIOT CIE1YIOINM o0pasoM:
COI'TACOBAHO
Pewenue sacedanus
Hpasaenus cmpaxoeor
Komnaruu «Apocrasusn
Ipomoxon om 03.05.2020 Ne2

19 - BU3bI COI'JIACOBAHHUS JOKYMEHTA
Cornacosanne /IOKYMEHTa O(QOPMIISCTCS BH30H COrTaCOBAHMS AOKYMEHTa, KOoTopas
BKIIOHAET B ce0f MOANNCH W JOJGKHOCTH BH3MPYIOINETO JIOKYMEHT, pacu(poBKY MONIHCH
(MHHOUATE] 1 bamumio) n AATy TIOJUTHCAHHAS, HATIPUMED:
Havanvuux IOpuOuLecKozo omoena
Auunaa noonuce A.A. Heanoe
09.05.2020
Hpy vanuam samevamuit k AOKYMCHTY BH3Y OQOPMIISIOT CIEAYIOLHM obpazom;
ameuanun npuraearomes
Havaavnuk wpuduvecxozo omoera
Auunan noonuce A.A. Heanos
09.05.2020
3aMeuaHMs M3INATAIOTCS Ha OTACIBHOM JTHCTE, TNOANUCHLIBAIOTCH M TIPUIATarTCs K
AOKYMCHTY. BH3El mpocTaBisior B Hmknet qacty 000pPOTHOH CTOPOHBI TOCTENHErO JIMCTa

TNOATHHHAKA PACIOPAAHTEIBHOTO AOKYMCHTA, @ TAKXKe Ha KOMHH OTIpaBIseMOro JOKYMEHTA
(muesMmo),

20 - TEYATDH
Ha aoxymentax, rpebyiomux ocoboro YAOCTOBCPCHUSA, MOATBEPKNEHAS UX IOPHINHECKOl
CIIBL, CTABHTCH ne4ath opraHmsanmun. OTTHCK heyaty 3aBEPACT TMOMNMHHOCTE OAMUCH
ACKHOCTHOTO JIHIA HA JOKYMEHTAX, YAOCTOBEPSIOIINX NpaBa AL, (YUKCHPYIOLIHAX hakTer,
CBA3AHHBIC ¢ (PHHAHCOBEIMHU CPEICTBAMM, & TAKKE HA HHBIX JOKYMEHTAX, MPEAYCMATPDUBAIOITINK



3ABEPCHHC NOATHHHOM NOjueH. OTTHCK TIEHaTH CEyeT NMPOCTaB/INTh TAKUM o0pazom, 4To6s!
OH 3aXBATBIBAN Y4CTh HAMMCHOBAHHA [JODKHOCTH IMUA, [OAMHCABLIErO nokymenr. Ha
AOKYMEHTaX (JMHAHCOBOIO XapakTepa MeYaTh NpOCTABINETCH HA CHENHATbHO OTBEACHHOM
Mecre, koTopoe obosnauacres cuMBonoM «M.IL» He3 3axpaTa HaHMEHOBAHUSA JOJDKHOCTH U
TOAITHCH.

21 - OTMETKA O 3ABEPEHHH KOITUH

Komust  JloKyMeHTa -  JOKYMEHT, MONHOCTBIO BOCHPOM3BOASIMIA  HHQOPMAIHIO
HOTHHHOTO TOKYMEHTA W BCE IO BHEITHHE IPU3HAKH HIIM YacTh UX. OTMETKY Ha KOTIHHA MOYKHO
odopMuTEH 1P HOMOI 1rTamita. [Ipu 3aBepeHun coOTBETCTRIS KON AOKYMCHTA NOATHHHUKY
Hitke peksusuta «lloanucey» ykaswisaetest cioBo «Bepo», momkHoets u GUO paboTHHKAE,
SABEPHBLICTO KOIHIO, JTHYHAS TIO/NKCE, /laTa 3aBepeHns. EC KoIMs TOKYMEHTa BhljaeTes 1S
/PYTOif OPraHM3aIliH, TO HEOGXOIMHMO YKA3aTh MECTO XPAHEHHSA opuIrvHana, /s 3Toro numeres
tpasa «Ilomunnk jokymenta Haxojures 8 MBY «CLIOP «AHTapa», TOMKHOCTb WA,
HalpHMep:

Bepro

Huunas I

Hucnexmop omoena xaopos
nOONUCH Jasposa

03.06.2006

Hoodaunnux doxysenma naxodumes
6 MBY «CLLIOP «Aneapa» 6 omoeae
Kaopoe.

22 - OTMETKA OB UCNTOJIHUTEJIE
Pexsmsnt «Otmerka 06 HCNONHATENe» NPOCTABISETCT B JICBOM HEDKHEM YTy JTHUIEBO#
W 0GOPOTHOM CTOPOHBI NOCTEAHEr0 TUCTA JIOKYMEHTA M BKTIOYACT MHHLAATLI | haMuITHIO
HCIIOMHUTE! I TOKYMEHTA M HOMEp ero TedeoHa, Hanpumep:
A.A. lempoe
79 34 25

23 - OTMETKA OB HCHOJTHEHHH JOKYMEHTA H HAITIPABJIEHUH ET'O B
AEJIO
OrMerka 06 HCTOMHEHWH HOKYMEHTA M HANpaB/ICHHH €0 B JeN0 BKMIOYaeT B cebg

CACAYIOIMHE JaHHBIC: CCBUIKY HA JaTy M HOMEp JOKYMEHTa, CBHIETEIBCTBYIOMErO0 O €ro
MCTIOIHEHIN, WITH IIPH OTCYTCTBHH TAKOTO IOKYMEHTA KPATKHAE CBE/ICHHS 06 HCHIOTHCHHH, CIIOBA
«B neion, Homep nexna, B KoTopoM GyJieT XpaHHTbCA MOKYMCHT, HallpuMep:

Omnpaenen haxe om 01.06,2020 Ne [8§

B deno Ne 01-08

Jwunas noonuce

01.06.2020)

24 - OTMETKA O ITOCTYIIJIEHUH JIOKYMEHTA B OPIAHM3ALIMIO

OrMeTka O MOCTYIIeHNH TOKyMeHTa B OPraHu3alnio COJACPHNUT OUEPEAHOH NOPIAKOBbI
HOMED H JaTy MOCTYNICHHS IOKYMCHTA (IIpH HeoOXOIMMOCTH — 4achl W MUHYTY). DTOT
PEKBA3HT NPOCTABAACTCS OT PYKH WK B (opMe mTamna B HUKHeH 4acTH IHUCBO CTOPOHBI
MEPBOI'o IHCTA IOKYMEHTA WITH Ha ero 06opore.

25 - YJIEKTPOHHAS TIOAIIUCH

[Ipn ornpaBnennn goxymenra mo YICKTPOHHOIE TIOHTE, €T0 NOUTHCHIBAIOT JNEKTPOHHOL
noanuceeto, Pexksusut DT Bkmovaer bpasy «/Tokyment nogmucan JICKTPOHHOH I1OMTHCEHION,
HOMEP ceprudukara kmowa DI, pavumus, HM#, OTYECTBO BiIa;C/ibLa ceprHdHKaTa, Cpok
ACHCTBHS cepTH(UKATA KITI0Ya HNCKTPOHHOM NOATHCH.



| JOKYMEHT TTOJAMTUCAH '

‘ 3NEKTPOHHON OIIMHCHIO
Cepruguxar 5a 177604445588

l Baaueaeu baxanosa Cretnana HukonaesHa

Hetictauresnen ¢ 04.06.2019 no 04.06.2023

5. OdopMaenne OTIACABHBIX BHI0B J0OKYMEHTOB

5.1. Yerae
YeraB  SBAAETCA IOPHAMYECKHM  akToM, oQopMnnomuM  00pa3oBaHHE OpraHH3alMH M
ONPEIE/ISIOUIAM WX CTPYKTYPY. OYHKINH 1 NPAaBOBOC MONOKEHHE.

Yeras BRIIOYAET c/ieAYIONHe PEKBH3UThI:
HAMMCHOBAHNE OPraHN3aIyu, 00pa3oBaHne KOTOpoil ohopMIIseTCs YCTABOM;
HaHMEHOBaHME BHIA JOKYMEHTA (YCTaB);
JaTa U MEeCTO U3 laHHA,
TEKCT YCTaBa, KOTOPbI BKIIOYACT TOTHYECKH 3AKOHHYEHHBIC PA3Ieibl, CO/ICpAalIue:
obiHe TONOKeHNA ([IpaBOBON CTaTyC, TOJHMMHEHHOCTB, CBEICHHMS O MCECTE HAXOMICHHA,
TPABOBEIE ¥ HOPMATHBHBIE JOKYMCHTEL, KOTOPBIMH eIy /IMPYCTCS ASATEILHOCTE);
OCHOBHBIC 3a/1a4u;
OpraHN3aUHOHHAS CTPYKTYPa H QYHKIMH,
npaBa u O0N3AHHOCTH
PYKOBOJICTBO;
oprannzainus paboTsl, cryxeOHBIC 1 X035HCTBEHHEIC B3aUMOOTHOIIICHHS W CBA3H,
¢uHancoBas 1 Marepuancuas 6aza;
TPYAOBBIC OTHOLUCHIS;
MOPAAOK YTIPA3MHEHUS (PeopraHu3aing);
MOJUTHCH PYKOROJHTEIIA OPTaHU3aLINH,
rpud YTBEPKIECHUS,
MeYATh,
VeTan MOMET COACPIKATH JOTIOTHHTEIbHBIE CBCACHHSA, INPEAYCMOTPCHHEIE JACHCTBYIOMIUM
3AKOHOMATCIHILCTBOM,
5.2. llpakaser
[Tpuxas - 1paBOBOM aKT, H3TaBaeMbli JMPEKTOPOM /ISt PEIICHHS OCHOBHBIX H
ONEPATHBHBIX 38184, CTOSIIMX Nepe OpraHusauedi, B TOM YHCIC BOIPOCOB OPraHW3alHOHHOTO
1 Kanposoro obecnevenus gesrensHocTd MBY «CIIIOP «Anrapan.
[Ipukas MmomerT OBITh W31aH JMPEKTOPOM WIH JHIOM, WCTIOTHSAIONMM OOS3aHHOCTH
JIMPEKTOpA B CIIY4ae ero OTCYTCTBHS.
B npukazax (o OCHOBHON ACATENBHOCTH OTPAXKAIOTCS BOMPOCH! XO3SHCTBEHHOIM,
(GHHAHCOBOH ACATEILHOCTH, TUTAHUPOBAHHS, OTHETHOC I, PA3BHTHS OPraHM3aliK B LICJIOM H T.IT,
B npukasax mo Ju9HOMY cocTaBy palOTHHKOB O ABMIKEHWHM KOHTHHTCHTa paboTHWKOE,
HAUHCIECHNS 3apabOTHON I1U1ATEl, BCEX BHIOB JOTUIAT M BO3HArPaKICHHUH 3a Tpyid (IpeMuH,
Ha10aBKH, KOMIICHCALWH, MaTCpHaTbHasd IOMOIIb H Jp. ).
Yuorpeb.aeHue 0,1aHKOB IPON3BOILHOH QOPMBI HE TONYCKACTCS.
[lepesiaia 1pHKa30B, UX KOMUH pabdOTHHKAM CTOPOHHWX OpTAHH3AIMH J0TYCKACTCH
TOJILKO C paspenieHus AUPEKTOpa.
[TpoexTs! Npukazos pa3pabaThIBAIOTCA CTPYKTYPHBIMHU [10/PA3ACIHCHAAMEA OpraHU3alui
110 HOPYYEHHIO JAMPEKTOpd, 100 B MHHIMATHBHOM Topsake. [IpoekThl IPUKA30B MO KaIpOoBhIM
BOIPOCAM IOTOBHT CHSIHAJIMCT 110 KaipaM Ha OCHOBAHHU COOTBETCTBYHOUIMX NPEACTABICHHH.
[ToroToBKa nprkasa BIrOvaeT B cels CIRAYIOUUE ITAITEL:
- M3YUEHNE CYHIECTBA BOTIPOca M chop HeoOXOAMMbIX CBE/ICHHUIL,
- IOATOTOBKA NMPOEKTA MPUKA3a;
- COrJIACOBAHME NIPOSKTA,

w TIMTITITANCALITAAS ITLINALT AN



= PCIUCTPAIIHS TIPHKA30B.

Perucrpaumonnsil womep mprkasa BkaouYaeT B cels NOPSAKOBBIE HOMEp TNpHKasa,
OYKBeHHBI KOA CTPYKTYPHOTO MOApasjeieHHs W aaTy. Kakias rpynma NpHKasoB MMeer
CaMOCTOSITELHYH) HYMEPALHIOQ.

Hanpumep:

| 126-ac [ 16.10.2020 |
HITH ,

| 1500 | 9.7.2020

He ponycexaeres perncrpauns npukasos ¢ 1po6bio,

[Toyurisnnxy prKazos GopMAPYIOTCS B T8 W XPAHSTCS:

- 110 OCHOBHOMH JIESTEIBHOCTH, 10 THYHOMY COCTaBY PabOTHHKOB, TIO OXPAHE TPYJA - B OTIENe
KajipoB;
= 0 KOMaH/IMPOBAHIH pabOTHHKOB, O IIPOBE/ICHHH COPEBHOBAHMIT - B CTIOPTHBHOM OT/ENE.

Ilo oxoHvanum cpoKa XpaHeHHs B CTPYKTYPHBIX TOXPA3NCICHUSX 10 THHHHKH IPUKA30B, 110
PACTIOPSIKCHAIO JIMPEKTOPA 1EPEJAIOTCS HA XPAHEHWC B APXMB OPraHW3aldd M XpaHs1cs
corlacHo «llepevnio ympamjieHuecKux gokymentos, MBY «CIIOP «Anrapa»». Konuu
HEAKTYATbHEIX IPUKA30B YHHYTOXKKAKOTCH.

Buos u koow npukasos:
- T0 JIHYHOMY cocTaBy pabOTHAKOB (IIpHEM, YBOITbHEHHUE, NIEPEMETIICHHE, COKPAILEHNE) — JIC,
= O TIPeMHH, MATEPHATLHOH NOMOIIY, J0T1aTax, HagbaBKax, MOOIPEHNS - i;
= 110 KOMaHMPOBKaM, COPEBHOBAHHAM - K;
- O TIPEIOCTABICHHH OTIYCKE - 0
- 110 OXpaHe Tpyaa — om;
= 110 OCHOBHOM ACATENBHOCTH — 00;
= 3QUHCIICHHE, TICPEBO/, OTHUCIICHHE 3aHHMAIOLINXCSH — CH.
TexeT mprKasa JIeTUTCS Ha KOHCIAmMUPYIOWyIo W pacnopsdume by JacTy,

Koncmamupyiowan wacmp sBisercs BBEICHUEM B CYLICCTEO paccMaTpHBAEMOI'0 BOHPOCA.
B neii MoryT OkITh nepeunciensl GakTel, cOBBITHS, UCTH | 3a/1a4H, MOCITYKHBIIHE OCHOBAHUEM
ANA U3TAHHS IPHKA3a, a TAKKe MOKET OBITh JlaHa MX oLCHKA, OHa MOXKET HAYHHATHCS CITOBAMH:
«Bo ucnoamenue...» «B yeanx...», «B coomeemcmeuu. . .».

Hepenko B koHcratmpyiomeil wacTn jaercs mepeckas HOPMATHBHOTO JIOKYMEHTa
BBIICCTOALIETO OpraHd, BO MCHONHEHHE KOTOPOro M34aeTes MaHHblil mpukas. B otom cnyuae
YKA3LIBACTCS BUA 9TOr0 JIOKYMCHTA, €ro aBTop, [10JIHOE HAa3BaHHE (3aroioBOK), HOMEp M JaTa.

Koncmamupyrowaa wacmes we obsi3artensHa, eciu NPCANMUCHIBAEMbIC ICHCTBHS  He
HYHIAIOTCH B PasbiCHEHWH., TCKCT NPHKA30B B TAKWX  C/yudsix HAYHHACTCS €O CI10Ba
IIPHKA3BIBAI) (nuweres spaspsaky ctpouneiMu OykBamu). llpn Hajwumm aByX uacreit
NPHUKA3A pACNOPAOUMETLHAA  HACMb  OMOCTACMICH OM KOHCHMAMUPYIOWel clogom
IIPUKA3BIBAIO. Ilocne ciosa IPHKA3BIBAIO jBoeTowne Hee cTABATCS,

Teker  pacnopaoumenvnoit wacmu menwres Ha TMYHKTH, B KOTOPELIX YKa3BIBAIOTCA
HCTIOIHATEN, KOHKPCTHBIE JICHCTBHAS M CPOKH MCIOJHEHHS TIPEINMCHIBAGMBIX JleifcTRHiL.
Texer pacmopamnTensHON YacTH HAYMHACTCS ¢ TIATONA,

Hanpuvep:

O Ha3HaYeHHH

IPUKA3BIBAIO

nepeBecTy (haMunns, UM, OTYECTBO) ..... e

Lenwn pacnopsaoumensnas wacme npemmonaraer pasmranbie o Xapakrepy HeHCTBHS M
HECKONBKHX  MCTIOIHUTCCH, OHA MENMTCS Ha IYHKTEI, KOTOpBIE HYMEPYIOTCS apaOCKUMM
mipamu 6e3 ckoBok, B KakIoM nyHKTe yKa3bIBaioTes:

- ucnoanumens (CTPYKTYPHOE MOAPA3ACICHUE, KOHKPETHOE TOMKHOCTHOE THIO).



= npednucvisaemoe Qelicmene (BBID&XAETCs  TraronoM B HeOnpeAeneHHol  dopme —
MOArOTOBATE, 3a4HCIHTD, OPraHU30BAT, 0GeCTIeYHTD, BO3NOKUTE);
= CPOK HCROIHEHUA.

Ecnn npukas AOTIONHACT, HIMEHSCT WM OTMEHSET PaHee W3IaHHbBIE OPHKa3bl WIH HX
OTACHBHBIE  NVHKTB, TO 9TO OTOBapHBACTCA B TEKCTE NMPHKAa3a H NOCTE  COBa
I[IPUKA3BLIBAIO ACNACTCs CChITKA HA jaty m HOMCp TMpHKasa, JEHCTBHA KOTOpOro
OTMEHAIOTCA MITH M3MEHSMIOTCH., B rakmx CIYHAAX B  3ar0iI0BKE JOKYMEHTA MHIIETes «O
AOTOIHEHHH K MPUKA3Y OT... Ne...», «OF HIMCHEHHH npuKasa or...Ne...», «O6 ormene
fpukasa ot... Ne,..», B camom Tekcre NpHKasa yKa3bIBaeTCs COOTBETCTBYIOMICE NeHCTRIC.
Hanpumep:

«0 nomoamennn w npuKaly or... Ne...» - B mpukaz or...Ne... nOMONHHETE CICIYIOM M
MYHKT. .,

00  mmenennu MPHKA3a OT...Ne...» - iprkas or.., No ... yirarts 8 CICAYIOUIEH peaaKiiuu;
«00 oTmene NpHKAa3a oT... No.,.» - OTMEHHTS npukas or...Ne... (Ilpuaokenne No 1,2,3,4,5,
6,7,8,9,10,11, 12)

5.3. Pacnopsizkenns

Pacnopsxenne — pacniopsanrensupii AOKYMEHT, H31aBacMblil 110 BONPOCaM HH(YOPMALUHOHHO-
MCTOIHYECKOI'0 XapakTepa, 4 Takke 110 BOIIPOCAM ONIEPATHBHOIO YIIPABICHHS AESTCIbHOCTHIO
OpraHu3aimy,

Pacriopsxenus MoryT Gerrs PACCHUHTANBI HA Oaumenbubili Cpox TeHCTBHS 1 Kpamxospesmeribie,
Kacaroumecs ObICTpOro pemenus KOHKPETHOIO BOIpoCa.

Texer pacnopskenns cocront us KOHCTATHPYIOWEH H pacniopsauTensHOl wactu, B nepBoi
YKA3BIBAIOT UENh H [IPAYHHY PACTIOPSIKEHHS, BO BTOPO, HaunHalomehcs ciioBom OBA3BIBAIO,
— lIpCANHChIBACMBIC AeHicTBHA.

C uenvio joBejieHus PACTIOPSPKCHUS N0 CBEAEHMS HCHONHHTENCH, HeOGXOHMO 3aT0JIHSTE
HEPCHCHE NOApasae/ieHnH, TODKIOCTHBIX THIL, KOTOPEIX KACAETCH pacnopsnKeHue,

S.4. Monokenns

Honomenne — oro OPraHHu3alHOHHO-NIPABOBO AOKYMEHT, DETJIaMCHTHPYIOWHH  mopsizok
oOpazoBanud, 1pasa, 0BAIAHHOCTH, OTBETCTBEHHOCTH W OPTanm3aumio paborel CTPYKTYpHOrO
MOAPA3sNIeICHHS (L0IKHOCTHOTO MTHILA, COBCIIATENLHOTO WITH KOS HAEHOTO Oprand), a TaKKe
Cro B3aUMOACHCTBHE C MpyTHMH HOTPa3sICACHUAMY ¥ JIOTKHOCTHEIMM JTHILAMH.

Taxne moxyMeHTHI, Kak IMoaoxenue o6 arrecranun, [omoxenne o paGore ¢ NPCTEH3UAMHM M Jp..
[0 CYTH ABNAIOTCS MOLIATOBBIMY PYKOBOACTBAMH K JEHCTBHIO: B HHX NOApoOHO OmHcaH
KaXKIBIH ITall PeLICHUs TOH HITH HHON 3a/1a4u,

OcroBHbIC pasnens: [onoxkenns o MOMPAsIeTICHUN M WX cofepikaHue: obmue TIOJIOYKEH U,
OCHOBHBIC  3ajauM,  (yHKIHH, npasa  #  OBA3AHHOCTH, OTBETCTREHHOCTE CTOPOH W
B3aHMOOTHOIICHUS,

3.5, Haerpykunn

Wnuetpykunn  otnocstes & RATCTOPHH IOKYMEHTOB, COMEPHKAMMUX PATbICHEHHS O TOM, KaK
APUMEHATE TC MM WHBIC 3aKOHEL MOCTAHOBICHUS APYTHE HOPMATHBHBIE aKThl, WK
ONPEICTAOINNX MOPANOK W YCIOBHA OCYIECTBACHHS Kakoli-mbo aesreTsHoCTH, Wuerpykums
ACHCTBYCT, KAK TPABMAO, B TeyeHue TIPOTOJIKHTEIIEHOTO BPEMEHH B KAuecTe TNIOCTOSIHHOTO
PYKOBOICTBA B MpakTH4eCcKoi paGote.

Huerpykims YTBEPKIACTCH  NPHKA30M mipektopa MBY «CIIOP «Anrapa». HauBonee
Heaecoodpasno  yreepxaars HHCTPYKIHIO TNPUKA30M, T.K. B HeM (ukenpyiores:  nee
HEOOXOAMMBIE  A0NOMHHTE IBHbIe CBCICHHSA: CPOK BBEdEHHMS B jejfcrsue, OTBETCTBEHHBIS
HCITOTHUTCITH, IePEYeHb IOKYMCHTORB, OTMEHSEMEIX B CBSI3M € BBIXOJI0M HHCTPYKIHH.

Texer unerpykumm, xax HPaBHII0, H3NATaeTCH B TPETheM JIMIIC WITH B Besmrunolt dopme, B
JIOTHYCCKON  MOCIIE 10BaTeNbHOCTH SaKOHUCHHEIMM  pasfleNlaMH, HMHOFOA  MMEOMHMI
CAMOCTOSTCIILHEIR T103aT0TOBKH,



OcHoBHBIE PCKBH3UThI HHCTPYKIHH: HAUMCHOBAHHE OPTaHA3ALMT W CC BLIMECTOSIIEro Oprasa,
HANMCHOBAaHUE CTPYKTYPHOI'O NMOOpa3IC/ICHUs, HASBAHWE BHU A JAOKYMCHTA, TaTa, HHICKC, MECTO
H3TaH#sl, 3ar0JI0OBOK, HOAMMHUCH, FpH(l) YTBEPIKICHUSA,

Hosnocrunie wnerpyknun, Ha ocnosanum AOJKHOCTHOH WMHCTPYKIMM paspabarhiBaercs
TPYA0BOH JI0TOBOp ¢ paGoTHUKAMH. J[OKHOCTHAS VHCTPYKIHS  COACPKHT CHEAYIOLIHE
PEKBH3HTEI

HaHMCHOBAHHE OPI'aHH3ALIUH;

HAUMCHOBAHHE TOKYMCHTA (1OMKHOCTHAS HHCTPYKIHS);

MECTO M3IAHMs;

TeKeT  (oOimue MTONOKEHHUS, OYHKUME,  JOMKHOCTHBIE  OON3aHHOCTH, lnpasa,
OTBETCTECHHOCTB, B3AHMOOTHOLICHHS (CBA3H IO JI0;KHOCTH);
MOTIHCE;

TpH YTBEpKIEHNS.

WHCTPYKINST COCTOMT M3 HECKOIBbKUX Pa3Ne1oB, Kamilbli M3 KOTOPHIX SBIACTCH JOTHYECKH
SAKOHHCHHOH  wacThio nokymenta. B rtekcre  mHCTpykumm PEKOMCHAYIOTCS  YeTKHE
GOPMYIMPOBKE ¢  PACTIODSAMTEIBHEIMH  CIOBAMIL: «IODKCH», «UMEeT TPABO», «HE
AOTYCKACTCA», «3aNpeimaeTesy» u T. A TekeT W3maraloT OT TpPeThero JMIA MM B GesnHuHOM
dopme  JlomkHOCTHAR HHCTPYKIMS pa3pabaThiBaeTCs B CTPYKTYPHOM 1oJpas/ic/eHHH,
COTIACOBLIBACTCH €  IOPMCKOHCYNIBTOM M YTBEDKIACTCH PYKOBOIHTE:IEM OpraHu3aluy,
(ITpunoxenme Ne 14)

5.6. IlTarnoe pacnmmcanue - NPaBOEOH aKT, ONpPEACTAIONE CTPYKTYPY, HHCICHHOCTH H
MO/DKHOCTHOR coCTaB palOTHEKOB OPraHu3alliH ¢ YKA3aHWeM JOJDKHOCTHEIX OKTa10B (B
FOCYMAPCTBCHHBIX YHPEKACHHUIX — C YKasaHueM paspsiia o Euuwoit TapudHOi cerke).
[lItatroi pacnucanue opopmisercs Ha CTAHAAPTHERIX JMeTax bymaru Qopmata A 4 anmsboMHoIl
OPHECHTAIIMY C HAHECCHWEM PCKBH3HTOB!

HAaMMEHOBAHHE OPraHH3any;

HAHMCHOBAHHC BH/1a TOKYMCHTA (IITATHOE PaclHCaHe);

jara;

HOMED:

MECTO COCTABICHMS,

34T0I0BOK K TEKCTY (YKa3BIBAETCS TOJ, HO KOTOPBIH COCTABNASTCS WTATHOR pacnucasue);
TO/ITHCE;

TpH( YTBEPKACHHUS;

MeYaTk.

Texer wrathoro pacnmcanus cocrasmseres s TabanuHolt popme. VkaseBaloTess Komsl u
HAHMCHOBAHMNS CTPYKTYPHBIX MOIpPA3IEIeHAN H JO/KHOCTEH, KONHYECTBO CAMHHL 110 mWTATY,
AO-DKHOCTHOH OKIA1, HAXOABKI M MeCTunbIil (BoH 3apIUIaThI MO JODKHOCTHEIM OKiamam. [Tpu
HEOBXOIMMOCTH IITATHOE PACIIHCAHHE MOKET GbITh AOHOTHEHO APYTHMH CBEACHUSIMH. [IpoekT
AOKYMCHTA  BH3WpyeTcs IiaBHBIM  Gyxrastepom. Llltarsoe PACTIHCAHHE  YTBEpIKAAeTCs
PYKOBOIHTENCM OPraHH3anuu,

5.7. Iporokosnr
[porokon — gokyment, B KOTOpOM  (HKCHpYeTCs: x0a obCyKaeHus BOTIPOCOB U
MPHHATHA  pelICHHWH Ha  cobpanwusx, COBEIIAHMAX, KOHQEPeHUHAX M  3acejaHusx
KOJUICTHAJIBHBIX OPTaHOB,
[Iporokon odopmasieres wa obmem Guamke. B Qopmynsp nporokona skmowaroTes
CICAYIOMINE PEKBH3UTEI:
- IOZTHOE HAMMCHOBAHHE OPraHH3aINHy;
- Ha3BAHNE BU1a JOKYMCHTa (IPOTOKOT);
- J1aTa;
- HOMED;
- Tpud) yTeepicerns (B ToM cinygae, ecm MPOTOKOM NOUIEKHT YTBCPIHKICHHIO);
- HAMMCHOBAHHE KOIIETHANIEHOTO OPraHa HITH KOHKPETHOTO COBCINAHHS:



- IOMUTHCH MPEACeATENs W CeKPeTaps.

Hassanue komernaissoro Oprig HULHE COBEUTBH SN SKH T 3a1'0JIOBKOM 1IPOTOKOJIA,

Teker npotoxosna cocTONT W3 ABYX 4AcTEH! BRONHOI I OCHOBHOH.

B neproit wactun yxassmarores Gamuianm 1 vHEORATH npesicenarens, CeKpeTaps, a Takke
HPHCYTCTBYIOIMX ~ <IGHOB  KONICIHANBHONO Oprama  u NPUITIAIICHHBIX (¢ VKa3aHHEM
OpraHH3aUMH, KOTOPhIE OHH Mpe;ICTARNSIOT). DaMUTHy pacnonaraiores no andasuty. Ilpu
GOMBIIOM KOMHYECTBE NPHCYTCTBYIOMMIX H ITPHTIAMICHHBIX COCTABMAIOTCS CIIMCKH, KOTOPEIC
MPHETAILIBAIOTCS K TIPOTOKONY KaK NpANOKeHHs. B oTOM Ciyuae B BBOAHOM 4acTH mpoToKona
YKa3bIBACTCS TOIBLKO 0DINEE KOJIMYECTBO IPHUCYTCTBYIOMHX 1 npuraameHusix. Kpome toro, ata
1acTh TIPOTOKONA NOJDKHA COMEPIKATH MOBECTKY HA 3aCCAaHHS C [IEPEYHEM BOIIPOCOR,
TIOUIEIKAUIMX PACCMOTPEHMIO,

OcHOBHAA 9acTh MPOTOKONA COCTOMT H3 Pasienos, COOTBETCTBYIOMHX

UYHKTaM  nopectku mus. Teker xawaoro pasmena cTpoMTes 1o cxeme:

CTYHIATH,
BRICTYITHTH,
HTOCTAHOBHTU (PELLIHITH).

Tlpotoxomam nprcsansacres mopskopLii HOMCP B TIpejenax KaleHTapHOro roaa o

Kau0if rpynmne npoToKo.10B.

Honoanumensian ungopmauun no ohopmaenuio:

[lynkr Beleynmm  we orpaxars, B CIY9a¢ OTCYTCTBHS BBICTYNABIIHX, KpOMe
AOKIATYHNKA.

Bosmoxkna Qopmyiuposka B 1 [MOCT AHOBWIM: - npunsts wndopManmio
CBC/CHHIO.
(mewaTe Ha npoToKo.ae He craBHTCs)

1.B ciywae oopmnenns spmuckn u3 POTOKOIA MIPOCTABISIETCS OTTHCK TIEHATH.

2. B cmywae mnpenocTasienus POTOKOTA BO BHEUIHION OPraHH3aLMI0 JTOKYMEHT
3aBEPSACTCH B OPraHU3AINH:
Hanpamep:
Bepro

Hauansnux ornena 0V Ioannces H.0. damuims

MLII.

5.8. Akt

AKT — HHpOpMatmon HO-CTIPABOYHBIA JIOKYMEHT.

Cocrasaseres rpynmoii num s HOATBCPAICHUA YCTAHOBICHHBIX (DAKTOB MM COOBITHI (axTer
WHBCHTAPH3AMMM,  TIPHEMA-IIEPENAai  MaTCPHATBHBIX UCHHOCTEH, jIeNl, YHHYTOKEHHs
AOKYMEHTOB H T. IL). AKT MOXeT COjepKarh BEIBOIBI, DEKOMEHAALWM, TIPEUTOKCHHS CIr'o
COCTaBUTE.ICH (4KTBI 1IPOBEPOK, ofcreaoBanuit, peBU3HiL, HCNBITAHKS H3IENMH, aKThI B T. J1.),
Texer akra coctouT u3 BBOHOH W KOHCTaTHpyromei wacru. Bo BBOITHOH YacTH YKa3blBaIOT
OCHOBAHME M1 COCTABNEHWS AKTa, ITEPSUMCISIOT AL, COCTABMBIOMX aKT M NMPHCYTCTBYIOUINX
MPH STOM (Ipe/ICeaTe:Th, YWICHB KOMHCCHH, TpucyTCTBYIomue). B koHcTathpyomedi yactn
TCKCTA JIAIOT OMHUCAHHE TIPONETAHHOH paboTsl, UKCHPYIOT (aKTEl, M37AraIOT BBLIBO/Ib,
NPEATOKECHUS, 3AKTIOUCHHS COCTABMTEICH AKTA.

AKT TOAMHCHIBAIOT Bee NI, NPHHAMABIONE yYaCTHE B €r0 COCTARJICHHH (ZOIKHOCTH He
YKAa3BIBAOT),

AKT MOXET HMeTh rpud coriacosanmus,

AKT yTBepiKIaercs PACTIOPAUTENBHEIM  IOKYMEHTOM WITH PYKOBOJMTENEM. 110 YKa3aHuio
KOTOPOTO COCTABIICH JOKYMEHT WM K KOMIICTECHIMH KOTOPOTO OTHOCHTCS CONMEPIKAHIE aKTa

5.9. Caysmednbie 3anncku
Hanmenosanne gomxmoctn ajipecara (B AateNbHOM nagesxe) M.0, Gavuas



Texer corymebuoif SAMHCKA COCTABIAIOT M3 ABYX yacTeil, B NCPBOH YacTv W3NaraiorT
daxTel, MOCTYXUBIIHEG TOBOIOM K ee HaNMCaHWIO, BO BTOPOH - mejaior BEIBOIBI M J4KOT
NIPEANOMKEHHS 110 H3TaraeMoMy BOTIpoCy.

Haumenosanne AOJKHOCTH JTHIa,
TIOAMUCABIIETO JOKYMEHT MOTHCE .0, ®avunus
(Ilpunoxenne No 17),

5.10. O6sscunrteannasn 3AIMTHCKA

3aronoBok HauMHaAETCH € npeonoza «0 yem...»

Texer  obwacHuTeTBHEX 3altHCOK  JIOMIMEH  OmiTh yoemTemsHem, COJIePHATE
HEOTIPOBEPIKUMBIC TOKA3aTENLCTBA, YeTKHE Pa3bACHEeHHS,

Hanmenosaume nomxnoctn Juna,
HOANMHCABINEr O JOKYMEHT MOJITHCE H.0. Gamunus

S.11. 3assaenane

JagBiCHUE — JOKYMCHT, AAPCCOBAHHBIN Opranuzauny win AODKHOCTHOMY JIHIlY ¢
npockBoit 0 npreme Ha paborty, yBosHeHuHY, MEPEBOIE, NPEIOCTAR/ICHHH OTIIYCKA,
3asBiacHUEe O Tipreme na padoty (Llpuaokenue 19) fmeres  Ha Oymare dopmara Ad, kak
TIPABHITO, OT PYKH, B IPOH3BOIBHOM hopme,
Hanee npusenensr TPUMEPBI OQOPMIICHUS 3asBICHHI (0 nepesone wa apyryio AOJDKHOCTE, 0
NMPCAOCTABICHHH OTnycka u T. 1), B cooTseTcTBHH ¢ I'OCTOM HA OpPraHM3aUHOHHO-
PACTIOPAARTENBHYIO HOKYMeHTanmio ([T iokenne 20),

5.12. Ciryebnoe (1etoBoOE) MucEMo

[Mucemo —  oBoBmenHoe HA3BAHKE PATIYHEIX 110 COACPIKAHITIO NOKYMCHTOB, BBIAC/ISIEMBIX B
CBA3H ¢ oco0bM criocoBom fIepe/ladn TexeTa — mepechuTkoil 1o moure, CymecTtByer mMHOTO
BHAOB IHCEM: MUCBMA, COAepKalHe nipoceby, rpeutoscennue, NMPETEH3MIO, 3arpoc, Tpebyroimue
oTBeTa. Ecth micema, KOTOPBIE CONepKaT H3BEMICHNE, HH(OPMALIMIO, 0TKA3, HAITOMHHAHHE 1 HE
TpebyioT oTBeTa.

ITneema ogopmmsiores 1a CHCIHATLHEIX DNaHKax 171a mucenm opmara Ay (Lpunoxense 21 ).

3.13. Conposoanrensuoe HHCBMO

Jokyment uH(pOpMUpyeT axpecara o HANpaB/ICHUH K HEMY NPUITaraeMbIx K IIHCBMY AOKYMEHTOR
UM OTTIPABICHHBIX MATCPHAILHEIX aexnocTer, ColpoBOARTETRHEIC HCEMA COCTABISIOT B TOM
CIydae, ecmH HeoBX0aMMO MOACHeHMe O XapakTepe HCIONHEHHS WM Neau HallpaBleHHs
MPHIIOKEHHOTO T0KYMeHTA,

Texer nawnnaror CIOBAMH: Hampagmsem, BO3BpalaeM, npencrasnsieM Ha YTBEpPKIeHHE
(cornacosanme) u T, 5.

3.14. Konrpakre:, AOTOBOPBI, TPYA0BLIE COTTTAIIEHIS,

AOKYMEHTBI, IPEACTABIAIOMME COGOl COTMIAIICHUS CTOPOH!

00 ycraHoBNEHHN N PCTYNHPOBAHIY KaKHX-1MG0 OTHOMICHHI, Xapakrep creskw, YCIOBHA U
CPOKH BBITIOJIHCHHA pabor, YCIYT WM apeHbl, UCHA WK OIaTa TPyna, rapantuu, npasa u
oba3anHoCTH CTOPOH — BCE 3TO HAXOIHT OTPAXKEHHC B KOHTPAKTE.

I[Ipu cocrasnennn u SAKIIOYCHHN  KOHTPAKTOB CACAYET ynenaTs ocofoe BHMMaHMe
IOPHAHYCCKOR TPaMOTHOCTH TCKCTA, ACTAILHO OCBemaTh YCIOBHA JIOTOBOPHBIX OTHOMICHHEH,
CocraBHbvK uacTaMy KOHTPaKTa AB/I10TCH !

Hanmenopanwe suna w 3arojI0BOK  IOKYMeHTa (KOHTpaxT Ha [TOCTAHOBKY, IOTOBOp
ApCH/IBI M T.)1.);

AdTa, MCCTO cocrasnenus, HOMED;
HAUMCHOBAHHA CTOPOH (MOIHBIE 1 COKPAIICHHBIC HA3BaAHUS Opranu3aluif);
HPSAMET KOHTpakTa (a0roBOpEI, Coramenus);



YCJIOBHS 1 CPOKH BBINONHEHHS PaboT WK YCIIyr;

YC/IOBUS WTH CPOKH OTIAThL, OCOBEHHOCTH 1 MOPSIOK PACUETOR:;

HOPAIOK NPHEMA — CLaH BBITOMHEHHEIX PabOT WilH YCIIyT;

OTBETCTBEHHOCTB CTOPOH (B TOM YHCIIE CAHKIIHH 32 HEBAITOMHCHHE MPHHATEIX 00513aTE,/IbCTB);
TAPaHTHH, CTPaxoBaHWe H  (BOpc-MakopHeie 0OCTOATE IBCTEA (Henpe/IBUICHHBIE  THIIBI
CTHXHIHBIX Oencramii);

TEpexo npasa COOCTBEHHOCTH W PUCKIL;

MOPA/IOK PA3PEIICHHUS CTIOPOB;

FOPHAMYIECKHE alpeca CTOPOH (NOYTOBLIE ampeca, GaHKOBCKHe PCKBH3HUTEL, HOMEpa TesedoHoB,
(baxcon);

HOITHCH JIOKHOCTHBIX JHIL ( ¢ YKA3aHHEM JI0TDKHOCTH H pacundposok noanuceit);

A4TBI NOATHCAHNS 11€4aTH OPranu3aImii;

BH3bI IOPHCTOB Ha PC/IMET IPABOBOIT KOPPEKTHOCTH JOKYMEHTA,

Tpyaosoit  jorosop (KOHTpaKT) saKirOuaeTCs MEKIY OpraHusauMed MW rpakIaHuHOM.
CocTapHEIME yacTsMM Takoro JOTrOBOPA ABIIAHOTCA:

HAUMEHOBAHHE BH/1a TOKYMEHTA;

Aata, MeCTO COCTABNIEHHUSI;

YKA3aHUE CTOPOH (HAanMEHOBAHHE OPTaHU3aMH W (BAMIIHS, UMSI, OTYECTRO TPy IaHITHA)
NPeIMET J0rOBOpa;

CPOK JOTOBOPA;

00A13aTeNLCTBO TPANKIAHTHA;

0053aTeMBECTBO OpraHu3anuit:

OIljiaTa Tpyaa (3apaborHas miara, HAAGABKH, TpeMH u);

OTIYCKA (OCHOBHOI, AONOTHUTEIBHEI);

YCIOBHA W3MCHCHUA M PACTOPKCHHS T0r0OBOPA;

NOPSICK PEINCHHSA CIIOPOB;

IOPHIMYCCKUC &/IPECA CTOPOH;

NOATHCH (YKA3bIBACTCH NOIDKHOCTH PYKOBOAMTE/IS OpraHH3alfm).

Tpynosoit morosop - 310 nucEMenHoe COrnmameHne mMexmy paboTHUKOM W paboromaresiem,
KOTOpOE COCTAB/LICTCS B JBYX OK3eMILIApax; juix pabornuka u paboromarens. B IK3CMILISIpE
padoTHuka pafoTOsATENk CTABMT TewaTh W MOMIIACE, IK3EMILIAD paloTodaTens A0IKeH
COACPKATE  TOIIHUCE  COTPYAHMKA 0 (akTe mo/iyveHus PabOTHUKOM CBOEIr0 3K3CMIIApA.
Tpynosoit noroBop coepnT obs3aTeBHEE 1 AOMIOTHATE IbHEIC yeaoBust. Tpymosoit morosop
COCTOHT M3:

. 34r0TOBKa;
. npeaMoOy b,

. IIPOHYMCPOBAHHEIX Pas3/IelIoB,

Tpynosoit noroBop BKmMoOUaeT B ceb CHCAYIOLIHE pa3e/ibl;
. «Obmme moyokeHUs N

. «IIpasa u 0Gsa3anHOCTH paboTHHuKa»;

. «llpaBa u oGa3anHoCcTH paboronarensy;

. «Oniata Tpyaa v coUnanbhbe TAPAHTHNY;
. «Pabouce Bpems u Bpems OTaBIXan;

’ «ConnanbHoe crpaxoBanues;

. «MHBIC yenoBus TpyaoBoro A0IOBOpay;

«OTBeTCTBEHHOCTR CTOPOH TPYA0BOIO JIOrOBOpay;
«M3venenne u npekpamenne TPYAOBOTO JOTOBOpay;
«3aKTIOUHTETLHBIC NOMOKEHUS

«Ajpeca, PeKBH3HTEI I IOMTHCH CTOPOHY.

5.15. Uuopmaunonnoe nncnmo

Wndopmaunonnsie micema HCTIONB3YIOT /TSl COOOMICHHS O KaknX-n60 (axTax um

MCPONPHATHAX. HacTo ¢ NOMONIBIO HHPOPMATTHOHHEIX HCceM IIpornaras iHpyIOT AESTEILHOCTE
OpraHU3aImy,

3.16. Hucomo-npuraamenue
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[Teap muceMa — NpUriaeHHe Ha 3ace/lanne, COBEIAanne, KOH(PEPSHIMIO, CeMUHAp M T, 1T,
AJIpecoBaTh MHCEMO-TIPHTTIALICHHE MOKHO KOHKPETHOMY JIMLLY, TPYTITE JINIL WM OPraHH3ain.
B TexcTe 4acTo MCMONB3YIOTes YCTOHYMBbIE 060POTHI:

«llpurnamaem Bac sva 3acenanmue...»;
«ITpocHM TIPHHATE YYACTHE B BBICTABKE PaboT CTYAEHTOB. . ».
5.17. IucbMoO- H3BCINCHHE

[IHcbMO-M3BEILIEHHE COCTABIAIOT Al KOHKPETHOTO aapecara. HacTo oHO sBIseTCS
OTBETOM Ha 3a1poc W HagnHaeTcs co cnoB: «CtaBuM Bac B H3BeCTHOCTE...», «CoobmaeM Bay o
TICPCHOCE CECCHM. ...

ITOT BUA NHCEMA DIIH30K K HHOOPMALIHOHHOMY MTHCHMY.
5.18. Pexaavuoe nucbMo

PexiaMHaoe MUCEMO TOCHUTAIOT KOHKpPETHBIM aypecaram. OHO COMEPIKUT ONHCaHne
pexaamupyembix yeayr, Leas nucema — nodymmTs agpecaTa BOCTIONE30BATECH MPEIUTOKCHHEIMH
yeayramu, Texer couepsut 10IHy10, YeTKY0, KOHKPeTHYK HHpopMalo, B KoHIe TekeTa
MOKET OLITE YKa3aH 4;lpec OPraHu3alyy U Tene(on A1s CTpaBok.,

5.19. llucemo-noaTBepraenne

TTHCHMO-TIONTBEPIKACHHE YBCAOMIISIET OTIIPABUTENIS O OJYYEHHH JOKYMEHTOB,
LeHHoCcTeH (nepesoa, MmickMa, Oanaepoun), no/reepxiaet GaxTol, AeHCTBHS,

KmouesbivMn hpazaMi MHCEMA-TIOTBEPIICHUS SBISIOTCS:

«IToarsepicaacm nonydenune Bawero nuceMa. .. »;

«Oprannsaius He BO3paKacT MPOTHB COBMECTHOTO YJACTHA B CEMIHApE. .. »;

«C BnaromapHOCTEIO MOATEEPIKAAeM HoNyuenue Bawero nucema., .. ».

5.20. IIncemo-panoMuHanmue

[InepMo-HanmoMHHARNE CIeAyeT HANPARISITE TOT 1A, KOIJI@A HE YJI@eTcs ¢ OMOMBIO
Tene(OHHEIX IEPErOBOPOB HIIH JINHHOIO KOHTAKTA NONYYHTH HEOOXOMMBIH OTBET.

«HanmomunaeM, 4To cpok apenist noMenenns nerexaer 30.12.2001»,

¢«Hanomuaaem Bam, uro Baua 3a10/0KeHHOCTS 110 onuare 3a o0y4eHue 1o jlorosopy Ne

COCTABIIACT ...».
3.21. Tapanrriinoe nnceMo

["apanTHifHOE 1THCBMO COCTABMACTCS C HEABIO MOATBEPHIEHUS OTIpe/ie/IeHHBIX OOemanui
WM YCHIOBHI B aIpecyeTes OPraiusaliit Wi oTaensHoMy muuy. B oTinune oT 601bIHHECTBA
obHIHATBEHEIX THCEM, FADAHTHRHOE TTHCEMO MOJKET HAYHHATELCH ¢ 0OpALICHUS 110 MMEHH H
OTHECTRBY K JIHILY, KOTOPOMY OHO a/IpeCOBaHO.

B nuceme opranusanus — ajpecar Geper Ha cels onpeeneHHbe 0643aTCIBCTRA, TOITOMY
[HCBMO HMEET MpaBoBy1o crily. Kax nmpaBuno, rapaHTHpOBAaTECS MOKET OIUIAaTA TPYIa 3a
BBINOJIHEHHYIO paboTy, CPOKH €€ BBITIONHEHHUS!, IPHHATHE Ha paboTy MO CICUATEHOCTH | T. T,
5.22. IluceMo-nperensus

ITaceMO-NTPETEH3US — KOMMEPUSCKHH JOKYMEHT, TPeACTABIMONINH cob0 npeabaBIcHHe
NPSTEH3NH K CTOPOHE, HAPYIIUBIIEH MPUHSATEIC HA ¢cOA IO KOHTPAKTY (LOrOBOPY)
ols3aTeIbeTRa, U TpefoBaHNE BO3MEINCHHS YOLITKOB.

IIrceMO J0/1KHO CoMepKaTh CICAYIOUME TaHHbIC:

— OCHOBaHME JL15 IPE/IBSBICHUS MPCTCH3NUH,

— JOKA3arc/ibCTBa — CChUTKHA HA HOPMATHRHBIC AKTh! U JOKYMEHTBI, HAIIPHMEP, KT IKCTIEPTH3BI,
aKT MPUCMKH, KOHTPAKT H T. IL.

5.23. [lncemo-orser

Texer nuceMa-0TBETA 3ABUCHT OT HHHUMATHBHOTO 10KyMeHTa. [THCEMO-0TBET HOTKHO
COJlepxaTh CCBIUIKY Ha HHACKC W J1aTY HHHIHATHBHOIQ (BXOASIICIO) MUCEMA, Ha KOTOPBIH jaercs
orser: «Ha No oT ». EC/IH MHCBEMO MOCTYIMHIIO 0T HACTHOIO J1MLLA, B CChIIKE
YKA3BIBAIOT JaTy NOCTYIIEHHS BXOAALILI0 JoKyMeHTa. OTBET M0DKeH OBITH H3NOXKEH B
KOHKPETHOIT, 4erkoH opme. Eciu B MACHME COAEPKUTCS OTKA3, OH J0KEH OBITH
apryMeHTHPOBAH,

B rekcTe HCTOIB3YIOT YCTORYMBRIE CIOBOCOYETAHMS:

«K coxanenuio, yaoBneTBOpHTE Baury npocsy He MOXEM. .. »;

«MBI He MOXeM NpHHATE Balre npe/uioxeHne U3-3a,..»;

«lIpemaraemele Bamu Cpokn npoBeIeHus. .. »;




«Baine npeioKeHUE OTKIOHEHO 10 CHSAYIOUINM TIPUYHHAM. .. 0,
5.24, CnpaBKH-10KYMEHTBI, COJCPKAILIME OIMUCAHHE U TIOATBEPIKICHUE TEX HJIH HHBIX
daxTopos ¥ cobermit, Kak npasu:io, OHH MOZPA3AC/AIOTCS Ha BE TPYIIILL ¢ WHpopMaLmed o
daxtax u COOBITHAX ciyKeOHOr0 XapakTepa, BbLAABAEMBIC 3aHHTEPECOBAHHBIM OPTAHH3ALMAM 1
rPaX@HaM M CNPaBKH, YIOCTOBepsioue Kakod-mibo ropuunyueckuii ¢pakt. CripaBku BTOPOH
TPYIIIBI COCTABIAIOTCS B KaApoBoH ciysxk0Oe, Oyxrantepus u 06s3aTe/IbHO 3aBEPSIOTCS 11E4aTEIO.

OOA3aTeTbHBIMH  PEKBH3HTAMH BCEX BWJ(OB CIIPAaBOK SIBISIOTCA! HAHMEHOBAHWC
OpraHm3alliy, AaTa, ajpecar, TeKCT, MOAMHeh, [ToUMCEIBACT CTIPABKY MOJIKHOCTHOE [HLO, €C
COCTABMBIINE M HECYLICE OTBETCTBEHHOCTb 3a [IPEACTABICHHBIE CBE/ICHUA,
5.25.TesedonorpamMma- TOKYMEHT 110 ONEPATHRHEIM CTYKeOHBIM BOTTPOCAM, MepeiapacMerii mo
tenedony, TenepoHorpamMMa TpHMEHsETCH JUIS CPOYHOrO OINOBCHICHHS O 3aCCHAAHHAX,
COBCIIAHNSX, [1€/10BbIX BCTPeYax, KakiHX-mb0 H3MEHCHUAX B 3d11/IaHUPOBAHHBIX MEPOIIPHATHIX
H Tl

Texer renedoHOrpaMMEl JODKSH ObITh NAKOHHYIHEIM, €3 TPY/IHONPOU3HOCHMEIX CI10B,

YCTKHM, ¢ AKHEHTOM Ha (AKTHI, JaThl, BPEMs, MECTO TIPOBCICHUS, HA BOMPOCHI, MOJUIeKAIIHC
obcykaennio u 1.1, Ha tenedonorpavme oTveuarores (amuins NHIA, MPUHABIIErO €e, H
spemst. [Tepenatommii Teredororpammy coobliaeT apecary cBoio haMunnio, Homep Tenepona
H BpeM4.
526, ®ake — JOKYMGHT, MOIYUEHHbI# NO cremuaibHOMy anmapaty (renedaxcy) mo
TeneoHNEM KaHatav cBa3n. Daxce sBIgeTCa KomueH NepeIanioro J0KyMEHTa H OTHOCHTCSH K
passoBuiHocTH nuckMa, [lo Tenedakcy moryT OLITE TepenaHbl [1H00BIC BHIBI JOKYMEHTOB H
NPUIOKEHNS K HUM: TAO/IMILI, YePTEIKH, CXeMBI, PHCYHKH, oTorpadun.

JIONONHATSIBHBIMA  JIAHHBIMM, KOTOPBIE TPOCTaBiseT caM  Teneake, SBSIOTCS:
yKkazaHue (KOI) OTIpaBHTE s, JlaTa U BpeMs repefaun, HoMmep Teredaxca, ¢ KOTOPOro nepeiiaHa
HHPOPMALIHSA, KOTHUECTBO CTPAHMUIL.

OtnpaBuTens (akea jomien nomyuuts nonrsepaaenne (CONFIRMATION REPORT)
0 TOM, YTO WHGOpMaIMs J0UUTa A0 TO.IyHareNis; KON OpraHusalun- Tomyuareis, HOMCp
teneakca TOTVHMATENs, jara, BpeMS W MPOICIDKATCIBHOCTH  1IEPEAayud, KOJIHHECTBO
nonyveHnbix crpanun (P) u pesyavrar (RESULTS), B koropo#t crasutes «OK» (okey), ecimn
co0DIICHHE MONYUEHO NOTHOCTEIO H §e3 ownbok, Wi «NG» (Herarus).

JIOKYMEHT, TepeaBaeMblil 110 Teniedakcy, A0UKEeH MEeTh TOMIMHY JHHUH H308pakeHus
e menee 0,15-0,2:M, Beuunny GyKks He MeHee 2 MM, YeTKoe n3obpaxenue Ha Oesloil Gymare
dbopmatom He Gostee A 4, B pa3bpolropoBaHHOM BHIAS H HMETh [10Jisl TIO ICPUMETPY He Memee 13
MM,
5.27.Cocrasachue v odopmaenne MTUIHLIX TOKYMCHTOB,

[Ipn  nepconanbHOM OOPALICHHH C 3asBISHHAMH, TIPCITOKCHHAMMU, NPOCcBOaMH, KalobaMH,
XOAaTalicTBaMi M T. 1l. K PYKOBOJCTBY OPraHM3dlKM MM B TOCYIApCTBEHHOC YUPEKINCHHE
COCTABIMIOTCS JMOKYMEHTHI JIMYHONO Xapakrepa, KOTJa aBTopOM JOKYMEHTa sBIACTCA
rpacianie, K TaknM JOKYMCHTAM OTHOCHTCS: 3asBICHHE, pestome, asroduorpadus, pacnucka,
NMOBEPEHHOCTH (JIMYHAA) M T.A. TeKeT ux Moxer ObITh MPOH3BONBHLIM W COCTABIACTCS CAMHM
ABTOPOM, HO 00f3aTe/IbHBIMH PEKBH3UTAMM SBIAIOTCA: HA3BAHME BHIA JOKYMEHT4, jata,
IHOAIHUCE.

5.28.3asBaenne — JOKYMEHT, cojfepkaummii 1pocs0y Han [PEIIOKEHHE &/(PeCOBAHHBII
JOJUKHOCTHOMY JTHIY  WIH  OpraHnzaiiy. 3agBNCHHE WMEeT CICIYIOUIHe PEKBHIHTEHL
HAMMEHOBAHME TIOAPA3NeICHHS, NODKHOCTh, DaMHITAA, UM H OTHECTBO 3adBHUTEIIN, Ha3BaHUC
TOKYMEHTA, JaTa, a/pecar, TEKCT, IIOATHCE.

6. TpeboBanns K OPraHu3anum 10KYMeHT0000poTa
HNpauuune::

1. Yerkas opraHH3anMs ABHAKEHHS AOKYMCHTOB, 0DECHEHMBAIOUEA MPAMOTOYHBIH [IOTOK
JOKYMEHTOB, HCKITIOYAIOIINIT BO3BPATHEIC HIIH TTOBTOPHBIE MapIlUpy T,

2. OHOKpaTHOE NpeOBIBAHKE B OHOM NOPA3ICICHUN HIH Y O/IHOTO HCIIOTHHTES,

3. OneparnBrocTh 00paboTKH JOKYMEHTOB,

4, CornacoBaHue JOKYMEHTOR Ha BCEX JTANaxX MCIOIHEHHS J0 MOINHCAHHS PYKOBOIHTE/IEM.



HOPSJIOK NPOXOXKIEHHS U HCTIOJTHEHU S
MOCTYNAIOIEN KOPPECITOHAEHIIMH
[puem u neppuunas ofpadorka mocTynaiomeit Ha aupec OpraHusandyd KOPpPeCIOHICHIIH
OCYUICCTBIACTCS  JTMIOM,  HA3HAYCHHBIM  TpWKasoM  aupektopa. K mocrymaromen
KOPPCCHOHACHIIMH OTHOCATCH AOKYMEHTHI, MOJYHCHHBIE MO MOYTE, JOCTABICHHEIC KYPbEPOM
HIH TTOCETUTEIICM, TIPHHATEIC 110 'l‘c‘."lCd)OII)", (l)aKC_\,". 3.TICKTp0HH()ﬁ 1MOYTE,

Ilpn mpHeMe KOPPECTIOHCHIMH TIPOBCPAETCS COXPAHHOCTb YITAKOBKH M IIPABUIIBHOCTE
aapecauuy,  OmmGOYHO  JOCTaBIEHHAS  KOPPECTIOHACHHHS  BO3BPAIIAETCS MOYTOBOMY
OTIENACHUID.

Konseprsy, ajpecosannsie ¢ nomerkoit " JIMYHO", ve BCKPBLIBAKOTCS.

MOPSLAOK IMOATOTOBKH M MPOXOMAEHWS
HCXOIAIHUX TOKYMEHTOB
[Tops10K MPOXOKACHHUS NCXOMAWNX TOKYMCHTOB BKIKOUAET CIICAVIOLIHE FTalTb:
- COCTAB/ICHHE IPOCKTA JTOKYMENTa;
- COIVIACOBAHME;
- TO/ANHCAHHE,
- YrBepkIAcHHE (B HEOOXOMIMbIX CIyvIasX);
- PErHCTPAIIIO H OTIIPABKY

Perncrpanns n nuaeKcanus 10Ky MeHTOB

Perucrpamns — o1o dukcanns pakra mocTynneHns I0KYMEHTa MyTeM MPOCTaBICHUS Ha
HEM JaTBl H PerHCTPALMOHHOIO HOMEPA MOCTYILICHUS ¢ NOCASIVIOUEH 3a1Mchio HeoOX0IUMBIX
CBEICHHUH B PETHCTPALIHOHHOI hopme.

Bxomsiune AOKYMEHTBI PECHCTPHPYIOTCS B JICHb TOCTYTUICHHS Wi YTBEPKICHUS, &
HCXOAALIME H BHYTPCHHHUE - B JCHB TOAIIMCAHHUS,

Ha sxomsumx jokymenTax pekBmsuT "OTmeTka o NOCTYIVIEHHH JOKYMEHTa B
OPIaHH3AIIMIO" PACTIONAracTCs Ha MePBOil CTPAHMIE B TTPABOM HHIKHEM YTITY.

Cpor j10¢TaBKH KOPDCCTIONACHIIMY YeTauaB/uBACTeS He Go.iee CYTOK € MOMEHTA

NOCTYILICHHST 10 NepeaYn HCMOIHHTE/TIO,

Hexo)usinas KoppecHoHIeHIA 110U1eKUT PETUCTPALIMY AHATOTHYHO, KAK W BXOASIIAS,

CoTpyAHWKNM, OTBETCTBCHHBIC 34 BENCHHE JeNONPOH3BOACTEA B CTPYKTYPHBIX
HOMPA3ACICHMAX, TTPOBCPHIOT NPABHIBHOCTE O(POPMICHHS HCXOMIIIHX JOKYMEHTOB (HANHYHE
HOMIHACH, AaThl, HOMCpPa, alpecara, CChUIKH Ha BXO/SIUMA JOKYMCHT, COrIACOBAHNAS, OTMETKH
00 WCTIONIHEHWW W HAUPABICHWH B €10, (aMHIAH HCTIONHHTE, HoMepa Tenedona u ap.),
SABEPAOT HX KOTIHH H BHOCHT HEOOXO/IMMBIE 3aIUCH B PETHCTPAIIMOHHBIE XKYPHAITE,

Perncrpauns j1o.na 6brrn ognorpathoit. TIpi 5T0M Kaxcisit BXOASUME H HCXOIAIHI
AOKYMCHT T0TyHaeT PEruCTPpalluOHHEIR HHIEKC, KOTOpEIH G0.1ee HATIE He NOBTOPSACTCS.

Hanpumep:

Bx. N §

om 13.4.2020
S-NOPAAKOBBI HOMCP JIOKYMEHTA [10 JKYPHATY PErvCTPALHH BXOMAIIMX TOKYMEHTOB;
13.4.2020 - jiata MOCTYNIIEHNS TOKYMEHTA.

PeKBU3HT HCXOUIEr0 HOMEPa AOKYMEHTA MPOCTABNAETCS B YINOBOM mTamne OiaHka u
COCTOMT M3 TOPAJIKOBOrO HOMEpa M HU(POBOTO WHEKCA CTPYKTYPHOrO NOApPA3Ie/ICcHHS B
KOTOPOM PErHCTPUPYETCH JIOKYMEHT.

Hanpusep;

Hex. Ao 6 om 15.2.2020

6-NOPSIKOBBI HOMEP IOKYMEHTA 10 KYPHAIY PErvCTPALIH HCXOISIIHAX JOKYMEHTOB;
2.2016 - nara OTIPABIEHUS TOKYMEHTA,

He ponmyckaercst 8 perncTpaumoHubIii HOMED BXOMSIIAX M HCXOSIIHX AOKYMEHTOB
BBCIACHIE JOTOTHUTEIBHBLIX HPPOBLIX B GYKBEHHBIX 3HAKOB.



7. Toxymenransusniii pounag MBY «CIHOP «Anrapa»
Pa3padorTka HOMCHRJIATYPBI €]

Homenkaarypa Aen - oQOpPMICHHEN B YCTAHOBIEHHOM [MOPAIKES CHCTEMATH3HPOBAHHbIH
MepeyeHb 3aro/I0BKOB (HAMMEHOBAHHMI) e, OOPasyHOUIMXCS B JASATCILHOCTH OpraHu3auiH, ¢
YKa3aHUEM CPOKOB HX XPaHCHHS,

HomeHKaTypa A€l NpeJHasHaueHa AT IPYIiUPOBKE HCTIOTHEHHBIX JIOKYMCHTOB B ACIA,
CHCTEMATH3AIMH H YUeTa Jie)l, WHICKCAIMM ACT H OTIPEICNICHH CPOKOB HX XPaHCHHA.

PaszpaboTka HOMEHKIATYPBI JCT CTPYKTYPHLIX MO/Apa3/eicHuii BO3/IaracTes Ha paboTHMKA,
OTBETCTREHHOrO 33 BENEHWE JIOKYMEHTHPOBaHWsS B TMOJPa3fgeNneHuy, TOX PYKOBOICTBOM
PYKOBOJHTE/ISl CTPYKTYPHOIO Nojpasaenenns. HOMEHKIATYpY ACH YTBEPIKAACT PYKOBOLHTCITE
YUpemIeHHI.

HaspanusaM pasaenoB HOMCHKIATYPH! JET COOTBETCTBYIOT HAWMCHOBAHHS CTPYKTYPHBIX
Mopasne;IeHUH.

Tpadbl HOMEHKIATYPBI ACN OPraHM3alii ero CYPYKTYPHBIX [10/IpasaeneH it 3amonHAOTCA
CenyronmM obpasoM:

B zpaghe 1 npoCTaBNAIOTCS WHACKCHI KakI0r0 IET4, BK/IIOUCHHOTO B HOMCHKIATYPY. Wupexe
Jena COCTONT W3 YCTAHOBJIECHHOTO B OPraHH3alMM NW(QPOBOTO 0003HAYCHUS CTPYKTYPHOrO
MOJPA3/ICIACHIS. W NOPSAKOBOTO HOMEpa 3arooBKa JAeia IO HOMCHKIATYpe B Mpeiciax
cTpyKTYpHOTO Tonpasjaenenus. VHnekcsl aem 0603Ha4aroTes apabCKuMu Hppamu.
Hanpumep: 10-05, rae

10 - o6o3nagenne CTpyKTYPHOTO NOAPa3ACeICH)S,

05 - mopsiAKOBBIH HOMEP 3ar0JI0BKA JeNa N0 HOMCHKIATYpe,
B epaghy 2 3akmovalorces 3aronoBKH el (TOMOB, vacTed).
I'pagpa 3 3anoNHKCTCA TTO OKOHYAHHI KATEHIapHOr0 road.
Bepaghe 4 yxa3blBaeTcs CPOK XpAHEHWA Jena, HOMEpa CTaTeH.
B zpaghe 5 "Tlpumeqanne” yKa3bIBAKOTCH Ha3BaHWs 1IEPCYHCH AOKYMCHTOB, HCHOMB30BAHHLIX
Py ONpeNeleHHH CPOKOB XPAHEHWH 1€, MNPOCTABIAIOTCA OTMETKH O 3aBCACHAH JIE,
MEPEXOAAIMX  ACNAX, BhLICICHHA  Je1 K YHHUTOXKCHUIO, O JIMIAX, OTBETCTBCHHBIX 33
odopMIIeHNEe jlel, O Tiepenaye Je/1 B APYTYIO OPraHu3aiio iiis MPOIOIKCHUA U 1P,

[opsIOK PACHOOIKEHHS! 3arONOBKOB BHYTPH PA3jIe/iOB | T10/Ipa3CNeHHH HOMCHKIIATYPRI
me1  ONpefenseTcss  CTeNCHBI0  BAKHOCTH — TOKYMCHTOB, COCTaBISIFOLIMX JICJA, HX
B3aMMOCBA3LIO U CUCTEMATH3AIMEH TOKyMEHTOB BHYTPH Je14.

Buayane  pacrnio;laraloTes  3arojioBKM €N,  COAEpXKAWMX  OpraHu3allHOHHO-
PacTIOPAAMTEIBHYIO JIOKYMEHTaIMO, Jlasee pacmosiaraioTes 3aro/I0BKH JIeld,  COACPHAIIMX
[IAHOBBIE H OTHETHBIC LOKYMEHTHI, [EPCIUCKY W T.il,

3aro;I0BOK /814 JA0DKeH ueTko B 0600menHoi GpopmMe 0Tpanark OCHOBHOE COMCPHKAHHE H
COCTAB JIOKYMEHTOB /1€.1a.

He gonmyckaercs  ynmorpefiacHue B 3arojloBKax el HECKOHKPETHLIX (hopMyaAHPOBOK
("pasnete maTepuane', "obmasn nepenuera', CIOKYMEHTLI? H T, ).
3ar0;10BKH JIe1 MOTYT YTOUHSITHCS B pouecce GopMUpoBanus 1 OQOPMICHNUS JIEI.
Cgosnas nomenxgarypa e xpamutes B MBY «CLIOP «Anrapay.

Texymee XpaHeHNE JOKYMENTOB

C MOMEHTa 3aBENEHHs] W JIO [CPenaud B apXHB OPraHW3aliMH JC/a XPaHaTCs 10 MECTY
HX GOpMUPOBAHUSI,

PyKOBOIOMTE/NH CTPYKTYPHBIX nojipastencHuit M pabOTHHKH, OTBCHAIOUIHE 34
JEJIONPON3BOACTBO, HECYT OTBETCTBEHHOCTh 38 COXPAHHOCTD JOKYMCHTOB H IE/1.

Ha xopemkax o0IOKEK /el YKA3bIBAIOTCS HOMEP JCNa, WHIEKChl M0 HOMEHKIATYPe I,
CPOK XpaHeHusl JOKYMEHTOB 1 I'0J, 38 KOTOPBIH cpOpMHAPOBAHBI JIOKYMEHTHI B IaHHOM JICTIC,

[loaroToska k apxusuomy xpanenuio MBY «CLUOP «Aurapa»
@opMurpoOBAHNIE 1€

DopMEpOBaHKE /ie) - TPYINHPOBKA HCIOJHEHHBIX JIOKYMEHTOB B JIE/ia B COOTBETCTBHH C
HOMEHKJIATYPOI JICK ¥ CHCTEMAaTH3alMeH JOKYMEHTOB BHYTPH JIEI.

Ree pnumil dorvsvedTor opMuDVIOTEE B ONCHEe B COOTBETCTBHH ¢ y'l'Bcp}K;[CHHOﬁ



HOMEHK/IATYPOH j1e/I, KaXKIOMY JETY IIPUCBANBACTCA HH/ICKC B COOTBETCTBHH € HOMEHKIATY PO
aen.

[Tpn GopMAPOBAHHH JeT HeoOX0MMO cobmonaTh CCAYIOIHME NpaBi-Ia:

- MOMCIIAT B JCNO TOTBKO MCIOIHEHHBIC AOKYMEHTbHI (C MONACHI0 PYKOBOAHTEID
NAHHOTO CTPYKTYPHOTO [OApa3/e/ICHHs, YTBEPHICHHEIE JHMPEKTOPOM HIH KOJLICTHAJIbHBIM
OpraHoM, 3aBEPEHHBIC MEYAThHIO);

- BKJIOYATE B JIEJ0 TIO OJIHOMY 3K3EMIUIIPY KAKIOTO TOKyMEHTa;

- CPYNITHPOBATH B OT/CBHBIE JICTA AOKYMEHTHI [TOCTOSHHOTO H BPCMEHHOTO CPOKOB XPaHCHHS,

- pYNIHEpOBaTh B Jeiia AOKYMEHTH OJHOTO KICHIApHOTO TOAa, 34 HCKIIHOYCHHEM
"mepexoAmux" jeN, KOTophie GOPMUPYIOTCS B TEUEHHE psifia JICT, HANPAMED = JU9HBIC Je7Ta
paboTHHKOR, KOTOPhIe GOPMUPYIOTCS B TCHEHHE BCCTO TIEPHOTA padoTsl pabOTHHKA,

- BHYTPH /le.1a JOKYMEHTEI DActloaralores B XpOHONIOTHHECKOM MOPAAKE,

- pacTIOPA/MTENbHBIE JOKYMEHTE! TPYNITHPYIOTCH B AeNa Mo BHaaM ¢ OTHOCSIITMMHCS K HEM
MPHIOIKEHHAMM;

- NMUEH3HI, CBIJIETEBCTBA, TIONOKEH)S, MHCTPYKIMH, YTBEPH/CHHBIE PacnopiiHTe/IbHBIMH
JIOKYMEHTAMH, SBISIOUHECST  TIPHJIOKCHAAMN K HHM [pYNNMPYIOTCA  BMECTE ¢
yKa3aHHBIMH TOKyMeHTamMu.  Ecmnm ne OHH YTREPKICHBI B Kauecrse
CAMOCTOATEIBHOIO AOKYMEHTA, TO MX IPYTITTHPYIOT B CAMOCTOATENILHEIC €714,

- TpHKa3bl TO OCHOBHOH IeSTEIBHOCTH, 10 JIMMHOMY COCTABY (0 KOMaHIMPOBKAX,
OTTIYCKAX, B3BLICKAHMHX W ApP.) TPYNIHPYIOTCH OTACTLHO;

- TPOTOKOJBI B jelle PACoNaraiores B  XPOHOJOIMICCKOM  TOPHIKE Mo HOMEpaM,
nproKeHEs GOPMUPYIOTCH BMECTE C NPOTOKOIAMH,

- POTOKOJIE! HCTIONHATEMbHO-KOICT HANLHBIX OPraHoB 110 KAJICHIAPHOMY Tomny,

- romoBble IIIAHBI, CMETBI M OTUCTHI XPAHATCH B Marepha’ax TOTO roja, K KOTOPOMY OHH
OTHOCATCH 110 CBOEMY COCPKAHMIO HE3ABHCHMO OT BPEMEHM MX COCTABICHH,

- [pHIOKEHHS HC3ABUCHMO OT MX J&T NPUCOCIMHAIOTCS K TeM JOKYMCHTAM, K KOTOPBLIM OHH
OTHOCHTCS,

Jnussie fe1a paboTHHKOB (GOPMHPYIOTCH BECH NEPHOI paboThI JI0 MOMEHTA YBOIBHEHHA
pafoTnuka, B TeueHue AEI0NPOU3BOICTBEHHOrO IEPHOIA JMOKYMEHTBI JIHYHOTO  JICTa
PacroNaraloTes B 0OPaTHO-XPOHOJIOTHHCCKOM MTOPALKE. B nnuHBle, TaKKe Kak v B ACid
HOCTOSHHOTO XPAHEHHs!, TIOMEINAIOTCS TOIBKO HCNOMHEHHBIC JOKYMCHTHI.

IKEMEPTH3A MEHHOCTH TOKYMEHTOB

DKCMepTH3a TEHHOCTH JOKYMEHTOB — OTIPSICTEHHE UCHHOCTH JOKYMCHTOR C Lo
orGopa ¥X HA TOCYJAPCTBEHHOE XPAHCHME W YCTAHOB/CHHE CPOKOB XPAHCHHI.

JUist Oprasu3ail W IPOBEACHHUS SKCTIEPTH3B HEHHOCTH JI0KYMEHTOR cO3/1aeTCA NOCTOAHHO
JAeHCTBYIOMAS IKCIEPTHAsE KOMHCCHH (OK). DxcriepTHAs KOMHCCHS CO3MACTCS TIPHKA3IOM
JHMPEKTOPA.

Oyuxuuu # npasa IK, a rakke opranmsauuds e paboter onpene:soTes [lomokennem
0 NMOCTOSHHO jeHCTBYIONICH 3KCIEpPTHOH KOMHCCHHM, KOTOPOC YTBEPHIACTCH THPEKTOPOM H
cornacosanno ¢ ITIK [Nocapxusa.

IKCTEPTH3a UEHHOCTH MOKYMEHTOB OCYIIECTBISSICH B CIPYKTYPHBIX T10/pa3aeIeHHaX
ekeroHo. OKoHuaTeNbHOE pelneHne npurmvaet K.

Orfop DOKYMEHTOB jUisi  TIOCTOSHHOrO  XpaHeHWs  TPOBOAWTCH B COOTBETCTBHH C
HOMCHK1ATYPOIT 1€,

B me1ax MOCTOSHHOTO  XPAHCHHMSA  [TOJUIEIKAT  HIBATHIO AyGIHKaTe! JOKYMCHTOB,
YePHOBUKH, HCO(QOPMIICHHBIE KOTIHH JAOKYMCHTOB M HE OTHOCAIIMECH K BOIPOCY JOKYMEHTBI C
BPEMCHHBIMH CPOKaMH XPAHCHMA,

OIHOBPEMEHIIO ¢ OTGOPOM JIOKYMEHTOB TOCTOAHHOTO (CBBIIC 10 ner) XpaHeHHs s
mepe;jlaun B apXHB, B CTPYKTYPHBIX MOIPA3/IC/ACHHAX MTPOBOANTCR orfop men W JOKYMCHTOR
gpemerHoro (1o 10 net) XpaHeHHs ¢ HCTEKIIMMH CPOKaMH XPaHCHH.

CocraBjieHHe ONMUCCH e
CROHbIE OTHCH el MOCTOSHHOTO XPaHeHHs U 110 THYHOMY COCTaBYy I'OTOBAT pabOTHUKH,
HA3HAYCHHBIC TPHKA30M AMPEKTOPA YHPCKICHNA.

~ N



[Mpw cocrap/icHUN ONUCH CODMIOAAIOT CHIE/YIOLIME TTPaBHIa;
- K&KIOE A€10 (TOM, YaCTh) BHOCHAT B OITKChH 10,1 CAMOCTOATE/IbHBIM HOMCPOM;
- Tpadbl OITHCH 3aM0THAIOT B TOYHOM COOTBETCTBHM CO CBEICHHAMH, BbIHECCHHBIMH Ha 0DNOXKKY
Jena;
- [eNa CUCTEMATH3HPYIOT MO XPOHOIOMMHECKH-CTPYKTYPHOMY NPHHIMUITY COI/ACHO TOAOBBIM
pazaenam HOMEHKIATYPbl AeT;
- rtpady "lMpumenanne” UCIMOABL3YIOT WIS OTMETOK O MMepenaue jlejl B APYroe CTpyKTYpHOE
nonpazenenne, 06 ocoSeHnocTAX (GOPMMpOBAHUS JCK, O HATHYMM KOMHH, O (H3HHCCKOM
COCTOSIHMN JOKYMEHTOB H T, 1.

3a nocjaeaHeil ONMCATENBHON CTAThEH, B KOHILE ONUCH, JCIAIOT WTOTOBYH) 3allHCh, B
KOTOPYIO IH(PaMK M IPOMACKIO YKA3BIBAIOT KO;IHHECTBO JEI, HUCIHIIMXCS 10 ONHCH, EPBEIH 1
MOCTICIHII HOMEPa Jg/1 110 OITHCH, @ TAKXKC OroBapHBalOT 0CODEHHOCTH HYMEPALHH S/ B OIIHCH
(MTEepHBIE, NPOIYUICHHLIC HOMEpA 1e1).

Jlena ¢ BpeMeHHBIME cpokamin xpaHenus (Menee 10 Jer) o6padareBatoTCs yNpOICHHO:
OCTABIAIOTCH HA CKOPOCIIMBATE/AX, [IMCTHl HE HYMCPYIOTCSH, 3dBEPHTCABHBIX HAMIIMCEH HC
IETACTCS, BHYTPEHHS S OITHCh HE COCTABIISACTCS.

Jlo WCTEuEHHSt CPOKa XpaHEHus [ela HAaXOAATCH B CTPYKTYPHBIX moxpasieneHusx. Ha
HEAKTYANbHBIE JOKYMEHTEI, Ha HOKYMCHTBI € MCTEKIIMM CPOKOM XPaHEHUS W HC MMEIouMe
HCTOPHYECKOH EHHOCTH, Ha KOTTHA JOKYMEHTOB COCTABIACTCA aKT 00 YHHYTOXKCHHH.

Kareropuveckn 3anpeimaerest YHUYTOKRATL JTOKYMEHTBI, MHHYS IKCNEPTHYIO
KOMHCCHIO OPTAHU3AIHA.

[MojmmBKa U Mepeaava e apXUBa OPranu3alui ¥ Ha roCYIaPCTBCHHOE XPAHCHHC

Ilocne OKOHuAHMS je/l B JeNONPOH3BOJCTBE Jlefid OCTOAHHOTO U BpeMeHHOro (cBhie 10
JET) CPOKA XPAHEHHs XPAHATCA B CTPYKTYPHBIX 1OJAPA3JCICHHAX HE MCHEC IBYX JIET, N0CIC
uero wx ciaaior B apxus MBY «CILIOP «Anrapa», (Hanpumep, nena, sakonueHnbie B 2013 1.,
TOMKHBI OBITh Ilepeiansl B apxus B 2015 1.).

[Ipr mOAMCTHOM 9KCHEepTH3e MEHHOCTH JOKYMEHTOB H3 Jeind M3LIMAIOT THIIHME
IKIEMIUISIPHT U 9CPHOBHKH.

Ipu nepeaave jea B apxus MBY «CIHIOP «Anrapay 10110 GbITH NPOBEIEHO TIOMHOE
odopmicHHE e,

Bee JIOKYMEHTHI NOMKHEI OBITH  MOAMHCAHEL  PYKOBOAUTEISIMH  COOTBETCTBYHOLIMX
CTPYKTYPHBIX [OJApasAcNeHul, YTBCPKICHbI JMPEKTOPOM WM KO/UIEIHAILHBIM OpraHoM,
JABEPEHB! [IEHATHIO (CCM JOKYMEHT TpeOyeT YTREPAK/ICHUA H 3aBEPEHNA).

Ilpu noOAroTOBKE JWYHEIX Jen juis fepepadn B apxus MBY «CHIOP «Amrrapayr,
AOKYMEHTBI JIMUHOTO M CISAYET PAChONOKUTL B XPOHONOIHYECKOM MOPSIKE, OCBellad
MOCAEOBATENLHO BCe cobbITHS 32 nepuo;l paborel paboTHHKA, B Hawane Kaxmnoro jena B
00s3aTeNnBHOM TOPSIKe N0 (IIHBACTCA ONAaHK BHYTPEHHEH OIUCH, & B KOHIE JIMCT - 3aBEPHTENE,

BHYTPCHHSIS ONHCL COCTABISETCH MO OKOHWaHuu QopvupoBanus jena. B onwncn
YKa3BIBAETCA MOPSAKOBLIH HOMED, 3ar0IOBOK K&KIOr0 JOKYMEHTA M HOMEpd JHCTOB JIg/1a, Ha
KOTOPOM PacHONIOKEH KadIblH JOKYMEHT.

CocTaB/cHIE ANCTA - 3aBepuTe s HeOBX0AMMO TS YUETa KONHUYeCTBA IHCTOB M QHKCaluu
ocobeHHOCTER Hymepauud. JIHCT - 3aBEPHTEIL COCTABIAKOT [OCIC 3ABCPIICHHS HyMepauuu
JHCTOB fea.

He jtonycxaercs popMHPOBATL B JHUHOE /170 HE 3AKOHYEHHBIE TEJTOTIPOH3BOACTBOM
TOKYMEHTBI,

[lpn ofHapy:KeHHH B JMYHOM Jejie JOKYMeHTOB 03 nojrmceii, neyated WM HENOIHOH
HEQGOpPMALMH B JOKYMEHTE, JMYHOE ACN0 BO3BPAMIAETCS B CTPYKTYPHOE TOIpa3ziaeNneHHe Ha
AopaboTKy.

B smuvinbie 1ea1a He NPOIHBAIOTEH HOLTHHHHKH JOKYMEHTOB,

Jnst XpaneHus MONTMHHAKOB JOKYMCHTOB B KOHIIE JMYHOIO jleNia [POLIABACTCS KOHBEPT.
Komin DoKyMEHTOB, BIOXKEHHBIX B KOHBEPT, (KPOME KOTIHI) NPOIIMBAIOTCS B THIHOS ALNO TPH
ero Gopmuposanuy. JJOKYMCHTEI, BIOMKCHHLIC B KOHBEPT, YKA3BIBAIOTCH BO BHYTPEHHEH OTIHCH.

Hymepauun aucmos



HymepyioT BCe JMCTBI B Jle7e, KPOMC BHYTPCHHEH OMHCH U JaBEPUTE/ILHON HATITHCH,
Hymepaiuio THCTOB [POH3BO/IAT B PA3BEPHYTOM BU/IE B ITPABOM BCPXHEM yI-1Y. He 3axesas
TEKCT MOKYMEHTA, [POCTEIM KapaHIalIoM [1pOCTABIIACTCA NOPAAKOBEIA HOMEp JIMCTa, B TOM
9HCIIE HYMEPYIOTCH JTOKYMEHTHI, BIOKEHHEIC B KOHBEPT. [Ipyr 9TOM HyMEpYyeTCs CHavanma cam
KOHBEPT, @ 33TCM JOKYMEHTEI, HAXQJIAIIHECH B KOHBEPTE.

Hoduinera den

O6bem nonyckaercs He 6oaee 250 JIHCTOR, IPH TOMIIHIE KOPELIKA HE Golee 4 oM.

JIuunkle jieia MPONTHBAIOTCS B KAPTOHHYIO OBIOKKY € TMOMOINLIO TONCTON WITThl U HUTH HA
4eTHIpe MPOKOJIA KK HA NEPEIIETHOM 000opy;10BainH, [Ipy 5TOM BCC METALTAICCKUE ckoOku u
CKPENKHM M3 JOKYMEHTOB yaansiores. llo jieoMy Kpaio chHOpMHPOBAHHEIX B JIENIO AOKYMCHTOB
NMPOKJIABIBAETCS! NOIOCKA TBEPIOH OyMari Wiy KapToHa WIAPHHO# | CM, KOTOpas NpOIIHBACTCA
BMeCTe ¢ AOKYMEHTaMH. BepXiuit 1 HUKHII OTCTYTIBI OT KPas JMCTa HE JIOMKEH TPCBLILIATE 3-
4 oM, B mpommToM Jene KOHLBI HHTell HE OIIKHBI ObITh JUIMHHEE OTCTYHA H (BBINIABIBATSY H3
O0IOKKH JieT1a.

JIOKYMeHTEl ClenyeT NOAMMBATE TaK, 4TODBI MX MOXKHO OBUTO JIErKO 4MTarb, & [pH
HEOOXO0IMMOCTH KOMTMPOBATE,

K NOKYMEHTaM, He WMEIOLIMM JIEBOTO TO:I% WIH WMCIOUIMM CITHIIKOM MAIo¢ [O7cC,
HOMKICHBAIOT CICBA, HE 3a4eBas TEKCT, MOJocKy Oymard, KOTopas MCIOIB3yercd BO BpEMA
NOAMIMBKA., B ciyyae cCiu 3aTPYAHSSTCH IPOYTEHHC HIH  KOIHPOBAHHE KaKoro-moo
AOKYMEHTa, ICJI0 BO3BPAINAETCs B CTPYKTYPHOC MO/APA3ICiICHIC, chopMHpoOBaABIICE €ro, LI
PACINMBKY, KONMPOBAHHS JOKYMEHTA H TIOBTOPHOM OAMMBKH JICTa.

Oghopmacerine 0010xcex 0en
OB10KKH 1871 HOJDKHBI COMEPIKATD CIEAYIONNE PEKBH3HTHL

- HaWMEHOBAHUE OPIraHHU3AINH,

- HAMMCHOBAHWE CTPYKTYPHOTO MOIPa3ICNeHHs,

- WHACKC fena (1epeHocsT Ha 00 I0KKY HOMEHK ATy PBI IS Moapas/ICIeHH);

- 3aroJI0BOK Jienia (3aro/oBOK AeNa NepeHoCsT Ha 00I0KKY B COOTBETCTBHH C HOMEHK1aTYpOH
aen),

- jara jena (YKa3biBaloT uuciio ¥ rod apalekmyu undpamu, Mecs - CIIOBAMH);

- KOTHYECTBO TMCTOB B JIeN¢ (TIEPEHOCAT Ha ODJI0KKY M3 3aBCPUTE IbHOH HQUITACH);

- CPOK XpaHCHHS /ea - «XPaHHTE TOCTONHHOY.

Buidaua OOKYMEHMOG U3 (APXUGA YHPeHcoena

[lpw Beimave men w3 apxusa MBY «CLIOP «Aurapa» CTPYKTYPHbIM OJ{Pa3ICTEHHAM U
paGoTHHKAM TTPOM3BOAMTCA 3aIMCh B KYPHANC BBLIAYH 1€ BO BPEMEHHOC MO:R30BAHHC ¢
YKa3aHWeM CpoKa BO3BPATA,

CTOpOHHIM OpPraHM3alMsM  BhITa¥a JOKYMEHTOB TPOM3BOMUTCS C  PaspelICHUs
mvpektopa. Ha BBji@aHHOE M0  3aBOAMTCH KapTa - 3AMECTHICHL  Aeia. CTOpoHHHM
OPTraHM3aIMAM JIe/1a BLITAIOTCH 110 aKTaM.

M3BATHE JOKYMEHTOB U3 JCT TMOCTONHHOTO XPAHCHHS JIOMYCKACTCH B HCKTIOUHTCIBHBIX
CAYYASX W TPOMIBOAMTCS ¢ PA3PEICHHsl AUPEKTOPd C 00A3ATE/BHEIM OCTABICHHEM B JCIE
3ARCPCHHOM KOTIHH JOKYMEHTA W AKTa O IPUYHHAX BbLIAYH MOUIHHANKA.

TTO/UTHHHEIE JAOKYMCHTEI M3 JIMYHBIX J€J BBLIAIOTCS MX BIALCNLLAM IO NPCIBABICHHUIO
pacrcku o nepegade MBY «CILIOP «Anrapay 3anpaiiMBacMbIX JIOKYMECHTOB H NACNIOPTd, HIH
APYTOTO AOKYMEHTA YIOCTOBEPSAIOMETo /MYHOCTE. [Ipi OTCYTCTBHH PacIMCKA O MEpeiate
nonnrkuka gokymenta MBY «CIIOP «Awrapay, COCTABTAETCSH PACTIACKA O CTO TONYHCHAW W
BK/I4IBIBAETCS B KOHBEPT JIMHHOIO I,

3anperqaemen 6b10a6aMs NOOAUHHBIE OOKYMEHNIBI OPY2OMY 1KY Oe3 HOMAPUATLHOU
Q06EPEHHOCINU 6AAOLTLUA QOKYMEHmA.

Jlosepume:s 0643aH MaKice npedvAGUMb PACHUCKY 0 nepedate nOOAURHUKA QOKYMERMa

6 opeanuzanuio (Wil HARUCAML PACRUCKY 6 NOAYHEHUU) 1 OOKYMeHm, YOOCHIOBePAION{UIL
JAUHHOCMD,



8. [lewaru 1 WITAMITBI OPraHU3ALUHA
HsroTos.icHne

OBszatenbHOMY  YHYETY TOIJIEKAT Bee BHIbI neyaTelf, mTamios, ONaHKOB CTPOTOH
OTYETHOCTH, BCE BHIbI  IIPOIYCKOB, VIOCTOBEPEHWS JIMYHOCTH,  KOMaH/IMPOBOYHBIC
YIOCTOBEPEHHUS, TPYIOBBIC KHHIKKH,

U3rotoRNenye INTAMIIOB W [e9areil OCYIIeCTBAACTCA, pabOTHUKOM, Ha3HAUCHHBIM
IPHKA30M AUPEKTOPA YUPEHICHUS,

OGpasiel OTTHCKOB IITAMNOB M IICYATCH OPTaHM3AIMM M CTPYKTYPHBIX TOMpa3;e/CHHIT
[POCTAB/IAIOTCS B YUETHOMN KapTOHYKE OJ POCTUCH PYKOBOANTE IS CTPYKTYPHOTO NOAPA3ACICHHA
W B KYpHAJE PETHCTPANMM OTTHCKOB MITAMNOB ¥ newareil. Toabko Moene 3TOro WTaMIbl U
MEUaTH NEPENAIOTCS IS HCTIOMB30BAHAA B COOTBETCTRYIONICE CTPYKTYPHOE TTOPA3JIL/ICHHC.

3agBKH HA H3rOTOB/ICHME MEUaTel M INTAMIIOB TOJAIOTCH PYKOBOAMTEIAMH CTPYKTYPHBIX
nopasaeieHunit,

YueTHBIC KapTOUKH M JKypHAT PerHCTpallid OTTHCKOB Nevarelf W ITaMIloB BBOAWTCH B
HOMCHKIATYPY A€

Henonblosanue

OTBETCTBEHHOCTE 3a TIPABHIBHOE HCIIO/IB30BAHAE W XPAHCHHE TevaTed W MTaMIoB HECYT
PYKOBOMMTEM CTPYKTYPHBIX TOJpa3je/ieHuil H Ha3HAUCHHBIC PYKOBOAMTEICM OTBCTCTBEHHEIC
nMLa.

[Teuary v WTAMITH! TOTKHEL XPAHUTRCA B cef(ax 1 MeTarTueckux (kadax,

Jlns  ynocroBepeHHs TOAMACEH W JIOBEPCHHOCTEH HCMONB3YETCS I'epboBas  newarn
opraHuzauHu, 1Bce MOKYMEHThl 3aBCPAIOTCS 11EHaTHIO TOJMLKO NPH HATWYMH  [OATHHHBIX
nojnuceit pykopoaureneit. [TpumepHsii nepeyeHs AOKYMCHTOB, HA KOTOPBIC CTABUTBCH TICHATD,
COIIAcOBaH ¢ OyXralTepHel opralu3alng.,

Ieuats caeryer NPOCTABANTH TAKUM 00pa3zoMm, YTOOBI OTTHCK 3aXBATWI HAacTh C10B
HAWMEHOBAHUSA J0JRHOCTH JIHIA, HOAMACHIBAIOUIErD AOKYMEHT.

Xpanenue H yuer
[Ipi oBHApYKEeHWH HApyIIeHWH B Y4CTC, XDAHEHMM W HCTIOIb3OBAHHM Ieuared w
IITAMIIOB  KOMHCCHEH NpOM3BOAMTCA ciyxeOHOE pacciejloBaHne, pesy/bTaTel KOTOPOTO
0hOPMIISIOTCH AKTOM,
[lpu yTpare nevarei 1 IMTAMIOB HEOOXOAUMO HEME/LICHHO NPHHATH MEPHI K HX PO3BICKY H
COOBIMTE 06 3TOM B MOIMUMIO W CPEICTBA Maccorol nudopMannu,
[Tewary ¥ LWITAMITE] YHUYTOXKAKOTCH 10 aKTY.

9.[[0[)5!,"!0!\’ npuemMa-nepeaavyn 10KYMCHTORB IIPH CMCHE TOIZKHOCTHBIX JIHIL.

9.1.11pn. cMeHE HOMKHOCTHRIX UL chyxkeOHas JOKYMEHTAUHs 110 TpHKasy AWPEKTOpa
NepejlaeTes ¢ OTMETKOM B KOHTPOJIBHO-PETHCTPAITHOHHBIX (POPMaX # HOMEHKIIATYpe ACT.

9.2. [lpr cMeHE PpYKOBOJICTBA OPraHu3aliy, paboTHUKE, OTBECTCTBEHHOIO 33 ApXUB, IOKYMCHTEI,
APXHUB ¥ NIEUATH TIEPE/IAloTes B 00sM3aTeTFHOM NOPSAKE [0 aKTy NpHeMa - IIepeaadn.

10.IMopsta0K Nepeaas i JOKYMEHTOB MPH PCOPTAHUIANMNA, THKBH/IAUNH OPTAHN3ALNY H ee
CTPYKTYPHBIX HOAPA3ACTCHIUH.

10.1. Ilpu peopraHu3auny, THKBHAAIMM OPraHU3aUHM €€ JIOKYMEHTBI B YIOPSI0YCHHOM
COCTOAHMH 1O ONMWCAM NEPELAIOTCH JTHKBHAAIMOHHOH KOMWCCHEH [PABOTIPEEMHUKY HIIH B
COOTBETCTBYIOMIEE APXUBHOE YUPEHKICHHC.

10.2. JTOKYMEHTEH TI0 THYHOMY COCTABY MEpelaloTes Ha xpaHeHne B [ocy/1apeTBeHHEIL apXuB
CONMAIbHO-TIpaBoBON  mokymeHTanmn  Mpkyrckoit  ofnacrn  wim COOTBETCTBYIOMIN I
MYHHITHTTA TBHbIA aPXHB.



