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MOJIOKEHHUE O ﬂOKYMEHTOOEOPOTE
1.00ue noJgoReHns

Hacrosimee llonokenune veranasimaet obimme TpeboBaHud K pabore ¢ OpraHnW3alHOHHO-
]3£1C|IO[)SI.’[II'I'L.‘_'II)HIz[NIIl SLOKRN MCHTTUNTE 13 \I_\'HHIL!Illil.'leOi\-’I Ka3CHHOM 06LLICO6PE.BOBHTCJ'IBHOM
yupesieHun  BoaHoOyepauHoil  cpe/iHeii likosie KaMBIIIMHCKOTO MYyHHWLMNANBHOTO paioHa
Bonrorpanickoii ofnacti (fanee — Illkona) wna ocHoe IT'OCT P 6.30-97. Llenbio HAcCTOAIIECTO
TonosKeHus SBASETCS COBEPLICHCTBOBAHHE JIOKYMEHTAUMOHHOTO oOeCcrieHeHis yNpapieHus IMyTeM
noBbIeHNs 3QPEKTHBHOCTH TEXHOJIOTHH pabOTBI C IOKYMEHTAMH.

. TlonoxeHue ycTaHaBIMBAeT MOPSIOK MpHuema. ydera. TIOATOTOBKH. o(OpMIIEHHS. PasMHOXKEHHS

(THPAKNPOBAHHS). KOHTPOIIS HCHOHCHIS. XPAHCHIS 11 HCTIONL30BaH s JIOKYMEHTOB.

[lonoKkeHHe PaCTpOCTPaHsIeTCs KaK Ha TPAAMIHOHHOE NENONPOM3BOICTBO, Tak 1 Ha OpraHW3allnio
paBoThL ¢ JIOKYMEHTAMIT. CO3/aBACMBIMI CPEACTBAMH BBIYMCITUTEILHON TeXHUKH. KOoMIBIOTEpHBIE
TeXHONOrHH 06paboTKH JHOKYMEHTHOI! HH(OPMALIHI J0JDKHBI OTBEYATH TpeGoBanuam [lomoxenus.

2. JloryMenTask HKoJbI

. JlesTenbHOCTh TKOJIBI 0BeCeUHBACTCS CHCTEMOH B3aNMOCBS3aHHBIX yIpaBIeHYeCKHX TOKYMEHTOB,
COCTABJISIOUIMN JIOKYMCH TALLHOHHYIO Gu'sy.
CoctaB JIOKYMEHTALMOHHOI 0a3bl onpeienserces YCTaBoM UIKOJIBI, HOMEHKJIATYpOH JeN WIKOJIBI,
JUPEKTOPOM LIKOJIbI.
B mkone wi@aiores: H|‘]1l|\"d'5bh |11|C'|'[)_\']\'11|-IH‘ lIP(‘I'I'UI\'UJ’IB]. MOJIOWKEHMS ., aKThl, CMEThI, WTATHBIC
pacnucanis, TapuPUKauHOHHbIE CITHCKH, pacTiicanis, yueOHbIE MIAHbI, OTHETHI 10 YCTAHOBJIEHHBIM
(hopMam: COCTABAIOTCS AHAIN3bI W TJTaHBI paboTHI, JOTOBOPBI, COTNAIICHMS; BEMXYTCS KIIACCHBIC
KYpHAIIBI, JIMUHbIE Jeja COTPYIHHKOB H 0Oyualomuxcs, andapuTHbBIE KHHIH, [HEBHHKH
06yUAIOUMXCSL. KANeHIapHO-TeMaTHHECKHE TITaHbI (paboure MPOrpaMMBbl MPEIMETOB (KYPCOB).

3.11pasuia noAroToBKH 1 0hopMICHNS TOKYMEHTOB

JIOKYMEHTHPOBAHUE YNIPaBJICHICCKOIT JACATCILHOCTH 3aKIIIOUacTCs B (pukcau Ha Oymare WiH

APYTHX HOCHTEIISIN 10  YCTaHOBJIEHHBIM npasKitam _\"l'IpE:IBIIGH'-IeCKH}( necTBUil, T.e. B CO3TaHWH

yripaBicHYCCKH X JJOKYMCHTORB,

[pu nororoske # 0QOPMICHHH JIOKYMEHTOB [0 TKHEI cobonaTees ripasiia, odecrneYnBaoLme:

- HOPHIHHCCKYIO CHITY JIOKYMUCHTOB.

- OleparuBHOE H KaueCTBEHHOE UN HCITOJIHEHHE,

- TIOWCK JOKYMEHTOB!

= BOIMOWKHOCTH L)ﬁphlﬁ(’l'l“l(li JOKYMCHTOB € MOMOLILLIO I\‘OMH]:}OTC])HOIUI TEXHHKH,
- KauecTBO JOKYMEHTOB KdK HCTOUHHWKOB I’IH(I)O]JM&IIHH.

HOK}’MeHT MMeeT FOPHIHYECKYIO CHITY [PH HATHMYHH PEKBU3HUTOB LISt JAaHHOTO BHAa JOKYMCHTOB.

32

v ﬂ,OK}’MCHTb] JOMKHBL, KaK TTpasrIio. O(I)ODN-i.’ISITbCSI Ha OmaHkax LIKOIbl M UMETH }’CT&HDBHCHHB]FI

KOMIIIEKC 0053aTe/IbHBIX PCKBH3NTOB, PACTIONOKEHHBIX COTTaCHO 'OCT 6.30-97.

BRaHky JTOKYMEHTOB 10JIKHbI MMETh 10JIS: IEBOE M HITKHEC — HE MEHEC 20mM. ipaBoe — He MeHee 10 MM,

RepxHee He venee — 15 M.
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. OhopmiieHNe PEKBI3NTOB JIOKYMEHTOB!

1. HawvenoBanpe  NVUpCHAL ICHHS VR LIBACTCH HUBCPNY aucTa ¢ I}bl})Elll!—lIlBﬁH[-lel\-‘[ no UucHTpyY B
HOIHOM COOTBCTCTBHH € HAHMCHOBAHHEM 110 Yc‘raﬂ_\x
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VrioBoii WTamil WKOJbI BKJIIOHMAET YKA3aHHE Ha YUpeIWTeNsl LIKOJIbI, TOJHOE HaWMEHOBAH.
WKOMBI, agpec. Homep TenedoHa. aapec »ekTporHoi noutel, OKI1O, OI'PH, MHH wxkoss
CripaBouHBIC JAHHBIE VKA3LIBAIOTCS HA BHEUIHWX OJIAHKaX MCXOMSIIIHX JIOKYMEHTOB, KpOME
HPHKA30B H PACHOPSIAKCHH.

Hanmenosanue BHIA JOKYMEHTa JOJDKHO COOTBETCTBOBATH KOMIIETEHLIMH LIKOJIBI W pabOTHHKA,
H31Q101ICIO  JIOKYMEHT. @  TakKke BWJIam  JokymeHToB, mpeaycmorpenneiM Y COPJI
(YuuduumpoBanHas CHCTEMa OpraHi3alliOHHO-PACTIOPSIANTENBEHBIX JTOKYMEHTOB).

JlaToii OOKyMEHTa SBIISETCS JlaTa €ro TMOANHMCAHWS WITH YTBEPXKIEHHWs, M MPOTOKoja — jaara
3aceflanys (TIPUHATHS perienns). Juis akta — Jara cobwrtus. Jlaty nokymenTa o(opmIsioT
ApadCKIALL TQPasit B CACYIONICT 10CIC10BATC ILHOCTH: AeHb, Mecsl, rol. JleHb mecsiua u
mecsitt OGOpPMIISIIOT ABYMsS apabCkuMM H(pamMu, TOI — 4YeThIpbMs apabCKuMu HHppamu.
Hanpusep. 05 uionst 2014 rona crnenver odopmists: 05.06.2014. Cnosecro-undpoBoit €rnocod
oopmMaeHns 1aThl 10MyCKaeTes TOJIbKO B 10I0OBOpax W 3asBICHUSIX.

3aro/loBOK K TEKCTY JIOMDKEH OTpaarh OCHOBHOH BOMPOC, 3aTpPOHYTHIH B JTOKYMEHTE.
CostepKanne JIOKVYMCHTA BhIpakacTest B HeM (DOPMOHA MPEJUTOKHOIO 1ajieka ¢ Mpemtorom «o»,
«0O», KaBbIMKaAI 30I010BOK HC BBLICISICTCSE, THINCTCS ¢ NPOTTHCHON OYKBblI U HAUYHHAETCS Cpasy
OT JIEBOTO MOJIS JIMCTa.

JIOKVMCHTBL. HATIPABISCMBIC B BHUTICCTOSIIING OPraHU3ailiM, MO/UTHCHIBAIOTCS IUPEKTOPOM, a B
€ro OTCYTCTBHE — HWCIOJHSIOMNUM 00si3anHoCcTH aupexTopa. JlOKYMEHTBI, HarpaBliseMbie B
CTOPOHHWE OPraHH3allfi, MOAMUCHIBAIOTCS AHPEKTOPOM HIIW €T0 3aMECTHTENIEM, OTBEYAIONIHM 32
JAHHBEIT Bompoc. B coctaR mojamucH BXOJST HAMMEHOBAaHWE JIOMKHOCTH ITOAMUCHIBAIOLIETO
JOKYMCHT, JIMUHas OANHCH W ¢e paciin)poBKa ¢ yKasaHHEM WHHLMANOB, a 3aTeM (pamuiIny
noAnuchBatouero  JsiMua.  JIoKkyMeHThl  KOJUIETMallbHBIX ~ OpPraHoB  MOANMUCHIBAKOTCS
HPCICCATEIBLCTBYIONIIM 114 3ace/1anii KOUIeTHATRHOTO opraHa U cexperapem. B noxymenTax,
MOATOTOBIEHHBIX KOMHCCHEH, YKa3blBAIOTCS HE JO/DKHOCTH BOLIEAIIMX B HEE JHL, a HX
00s3aHHOCTH B cocTaBe koMmuccuu. [lpu moanucannu DOKyMEHTA HECKOJIBKUMH JTOJDKHOCTHBIMA
JUIAMH KX TTOJUTHCH PACTIONAraloT OJIHY MoJL JIPYToif B MOCNIEI0BATEILHOCTH, COOTBETCTBYIOIIEH
3AHUMACMOIT o skHoeTi.  Tipn HOANHCAHHM  JIOKYMEHTAa  HECKOJIbKHMH  JIMLAMH  PaBHBIX
NOIDKHOCTEH WX TOANKCH PacrofiaraloT Ha OJHOM ypoBHe. Eciu J0JDKHOCTHOE JWI0, MOIIHCH
KOTOPUIO  3arOTOBICHA  HA  TIPOCKTC  JIOKYMEHTA, OTCYTCTBYET. TO JOKYMEHT JOJDKCH
MOANMCHIBATLCH JIMLLOM. HCIOJNHSAIONIMM ero 00si3aHHOCTH, HAKM ero 3amectutenem. IlIpu sTom
HEOOX0MMO YyKaszaTh (PAKTHUCCKYIO JIOIKHOCTHL JIMIA, MOAMUCHIBAIOUIEr0 NOKYMEHT, W €ro
hamusio,

Hewars cranurest Ha JIORYMCHTAN. YI0CTOBCPSHOLULMX TTpaBa J0JIKHOCTHBIX JIHLL, (UKCHPYIOLINX
(paKT pacxoJOBaHMS JEHEKHBIX CPEACTB M MaTepHalbHBIX LEHHOCTEH, a TaKKe CHEeLHaTbHO
HPCAYCMOTPEHHBIN  IPABOBBIMIT AKTAMH. TJI€ TOJMHCh OTBETCTBEHHOTO M@ IHOKHA OBITH
3aBepeHa mneuarbio. OTTHCK TMevaTH CJIeAyeT TpOCTaBNATh Tak, 4YTOOBI OH HE 3axBaTbIBall
HAaUMEHOBAHMS JIOJDKHOCTH. TIOAMHCH W pacimu(poBKH TOANHMCH JOIDKHOCTHOTO  JIHIIA,
MOJUTHCKIBAIONEro 1okyMeHT. Hanpumep: Jlnpekrop [Tewars [Toamuce
pactiinpoBKa MO IHCH

TpeBGoBanusi K XPaHEHWIO W ITPHUMEHEHHIO fevaT WwKobl. OTBETCTBEHHOCTD 3a €€ COXPaHHOCTD
BOSI0KCHA HA JTHPEKTOPU HIKO b,

OcobbiM criocoGoM BBeJIeHHs JIOKYMEHTa B JIeHCTBHE SBISIETCS €ro yTBepaaeHne. JJoKyMEHThI
YTBEPIKIAIOTCS JIMPEKTOPOM HIKONBL [ 'prpsl yTBEpIKICHHS O(POPMIISIIOTCS B TMPAaBOM BEPXHEM
VY HATHAHMCHOBAHHCM BILIA JIOKVMCHTA CAIC/VIONIM 00pasom:

YTBEPXIAIO.
Hupextop MKOY Bonro6yepaunoi CIII

Ioonuce, pacuugposra noonucu




HO.-'.'LHC)I\'&'I' }"I'I%Cl‘l}l\‘:lCiHHU ,‘“IPL‘K'I'U})UM LITKOJb! CACHAYIOUIHE NIOKYMEHTBI:
- [JIaHBI paﬁo‘l‘bz HIKOJbI:
- yUeOHbIIt 1J1aH mKoJIbI:

- pacrmcaHue ypoKoB:

= PACHHCAHHC 3eHs FHIT JIOHOIHHTCIBHOIO Uﬁpll'}UHLUIIIS{ H (lJ‘Lle.T[BTElTHBOB:

- JIOKATkHBIE HOPMATHRHBIC aKTRI (MONOKEHWs!);

- WHCTPYKLMM 10 OXpaHe Tpyaa;

= JOIKHOCTHBIC HHCTPVKILITIN:

- rpa(uku 1exypeTB
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CormnacosaHue HORYMCHTA [TPOHU3BOJIUTCS 11pH HCOGXO,[[HMOCT}-I OLICHKH 000CHOBAHHOCTH
JOKYMEHTa H €ro COOTBETCTBHUs JeHCTBYIOIIEMY 3akoHoAarenbcTBY. (CoOriacoBaHue MOKET
MPOM3BOJIMTHCS KAK BHYTPH ILIKOJIBI. TaK U BHE ee. | pud cormacoBanus TOKyMeHTa o(opMITseTcs
HHAE  HOJHRCEH  JIOJGRHOCTHOIO  JIHIA.  1HOJUITncasuIero JOKYMCHT. H COCTOHT H3 CIloBa
COLJIACOBAHO. ykaszaHus J0MKHOCTH JIMIA. € KOTOPBIM COTJTACOBBIBAETCS HOKYMEHT
(RKTIOMAs HAMCHOBAHUE YUPEXKJ/ICHUS). ITMUYHOH noanucu, pactrn(poBKH TMOAMUCH M AAThI
cornacoBanus. llpu BHeUIHEM COIIACOBAHMM  [OAMKHCH 3aBCPSACTCS  Me4aThio. BO3MOKHO
COTJIaCOBaHME, OCYUIECTBIISIEMOE MUCBEMOM, POTOKOJIAMHA U JIp.

Busuposanne noxkymenta. CornacoBaHHe [POEKTOB HOKYMEHTOB O(QOpMISETess BH30M,
BKITIOMAIOUICT 1MOITHCE H JIOJIKHOCTh BHIHPYIONICTO TOKYMEHT, pacml-l(ppoaxy MOAINMHCH H JarTy
MOAMMCAHHUs. 3amMeuaHus W3/1araloTcs Ha OTAENBHOM JIHCTE, MOAMKMCHIBAIOTCS W TIPHIIAraloTes K
mokvMenTy. Ha npoektax pacnopsiMTeNbHBIX JOKYMEHTOB BH3BI MPOCTABIAIOTCS B HUKHEH
qacTH 000pPOTHOH CTOpOHBI TocienHero Jsuera. Jas HOKYMEHTa. MOUTMHHHK KOTOPOTO
OTMPABJISIETCS U3 OPraHU3allMK, BH3BI MPOCTABSIOTCS B HWKHEH YacTH JIMLUEBOH CTOPOHBI KOMHH
OTTIPaBJISIEMOI0 JIOKYMEHTA.

S i%i]RCpCIIIIC KO JIORKYMCHTA. 33Iit‘])'CIH-I[0 MOJUICIKAT TOJBKO JIOKYMEHTBI, COCTABIICHHBIC B

wkoje. Komnus NOKyMEHTa CHMTAETCS IOPHANYECKH HEHCTBUTENBbHOM MNpPH  MPAaBHUIBHOM
oopaicHiun,  Tlpn  KOMHpoOBaHWKM  JIOKYMEHTA  YKa3bIBalOTCS BCE MpPHUCYTCTBYIOUIWE Ha
HOJUITHHHHUKC PCKBH3WTbLI. HO ]'}JI-I(I)I-:] VIBCPIK/ICHMA, COriacoBaHHsa. BHM3MPOBaHHA, a TaKKe
MOJINMHCH JIOKyMeHTa oQopMIsioTes 6e3 MOUTMHHBIX POCTTHCEH MOMKHOCTHBIX JIHI M TIEYATH
OpraHHs3aliiu, [Tost noanueso JIOKYMEHTaA CTAaBHTCH OTMETKA O 3aBEPEHHWH KONMWH ¢ YKa3aHHeM
AOIGRNHOCTH 3UBCPSITOHICTOL HOUTHCH. PLIL‘[I]H(')[}()HI\']I HNOONMHCH H 1dThl 3aBCPCHHA. HEII'IPHMC[I

Komnwus BepHa.
Jupexktop MKOY Bonnobyepauroit CILI

[Tojnnes. pactn@poska 1o AMHCH, NevaTh

Hara

[pH KOHHPOBAHING JOKYMCHTL HA MHOKHTCIBHOH TeXHHKE HEOOXOAMMO 3aKphITh POCIHCH
JOIDKHOCTHOTO JIMLIA. MOIMHCABIIETO JTOKYMEHT, M NeYaTh OPraHu3alyy, MoCTaBHTh PYKOMTHCHYIO
U'J',\It."l'l\'_\' Q 'SLIBL.‘]_'!L.‘IIHII KOTHI.

Pesomouns

B pesomonmn jnaeres ykasanume 00 HMCMOJHEHWM JOKYMEHTA. B coCTaB pe3oinoOuuM HOIKHEI
BNO/IHTH C.'JC.'].'\'IOIIIIIL.‘ WICMCHThBI! KIJEII\IIIIIIISI HCITOJTHHUTEIST (HCI'IO_TIHHTCIIBI‘:I). conepmaﬂne
MOPY4YCHHs, CPOK  MCIIOJIHEHHS, noanuce, Jjgara. Ha ngoxymenrtax, He Tpebyroumx
JIOTIOMHWUTEIBHBIX }’KH'SEIHHIT‘I MO UCIMOJIHEHHIO, B pe.’somounu conep:&{wrc;r (IJBMHHHET HMCTIONTHUTEIA,
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NMOAMHUCE aBTOpa pe30JIIOLHH, JaTd. pC3OJ’IlOU,H$I NMPOCTABISIETCS] B MPaBOM BEPXHEM YTy e
TEKCTOM.

O¢opmienne npuiokennii K 10KyMeHTy
Ecim nokymenT nmeer npuiokenns. nasBaHHbie B TEKCTE, TO OTMETKA O HHX ohopmisieTcst
crenytommm odpaszom: Ipunoxenne: Ha n. B IK3.

Ecmu npunowenig B Tekere He HazBaHbl. TO HEOGXOTMMO TIEPEHHCITHTL X HA3BAHWS, yKas3arhb
KOJIHHCCTRBO JIMCTOB 1 OK3CMILIAPOB  KaX10ro. llpu Hanuuuu HECKONbKHX TOKYMEHTOB OHH
Hymepytotest. TIpunoxenus ogopmisiores Ha cTaHAAPTHBIX THCTAX U UMEIOT BCE HEOOXOIHMBbIE
PEKBH3HTBI. Ha 1PHIIOKCHNI K pacliopsiitnTe/IbHOMY TOKYMEHTY B [PABOM BEPXHEM YIITy ClIEAYET
ACNaTh OTMETKY € YKa3aHHEM Ha3BaHUs pacriopsaMTENbHOTO JIOKYMEHTa, ero AaThl H HOMEpa.
Hanpumep:

Hpunoxncenue 1 k npuxasy om 2. Ne

- AlpecoBanne  10KYMeHTA.  JIOKYMEHTHI  afpecyloTcst B OpraHw3alui, WX CTPYKTYpHBIE

TONPas/C/ICHNUs MW KOHKPETHOMY AOMKHOCTHOMY numy. Ilpu anpecosanwu  gokymeHTa B
opraHmu3aunio 0e3 ykasaHWs NOJDKHOCTHOTO ITHIA e HaNMEHOBAHWE MUALIYT B WMEHUTEITBEHOM
nagexe. Ilpu HanpaBieHHH JOKymMeHTa JOJDKHOCTHOMY  JIMLY Ha3BaHWE OpraHW3aluu
YRA3BIBACTCH B UMCHHTCIBHOM ITA)IE/KE. a4 JIO/KHOCTE | (l)uMHJT]-IH aupecara — B LaTeJIbHOM. HpH
AAPECOBAHHA  IOKYMEHTA JIMPEKTOPY OpPraHu3alnv HAWMEHOBAHHME ee BXOJMT B COCTaB
HONNCHOBAHNS JIOITKHOCTH alpecara.

OTmeTKa 0 KOHTPOJIE YKA3BIBACTCS B ICBOM MOJIE JIOKYMEHTa Ha YPOBHE 3arojioBKa TEKCTa, €CIIH
HC YKa3aH CPOK MCIOTHEHHs IOKYMEHTa B pe30/iouni. Cpok HCMONHEHHs TOKYMEHTa ¢ OTMETKOI
0 KOHTpOJe — | MeCsIL eClIM HET ero YKa3aHus B JOKYMEHTe.

COrverka oo HCHOJTHCHITH PACHOIAIieTes B HITKHEM JIEBOM YTry Jincra v BKJIIOHAET CIeOYHOLHe

AdHHbIC: KPATKME CBEACHMS 00 MCIIOJIHEHHH WIIM, TP HAJTMYWKH COOTBETCTBYIOUIETO JOKYMEHTa,
CCBITRY Ha cro ary m onomep: croa «B sienon: Homep mena. B KOTOpoM 6yIeT XpaHWTBCS
HOKYMCHT, Ormerka 00 HCIIOJIHCHHH JIOKYMEHTE H HAMmpaBsJICHHH €ro B JEJ0 JOJzKHa OBITh
NOAMHCaHa 1 1aTHPOBaHa HCTIOIIHUTENIEM JJOKYMEHTa HITH IHPEKTOPOM.

Ormerka 06 ucnoannTene BkIoOYaeT (AMUINIO HCMONHUTENS JOKyMEHTAa M HOMEp €ro
reneona. Orverky o8 HCHOANUTENC pacnoaraioT Ha JIHIEBOI CTOpPOHE MOCJEIHEro NHCTa
JIOKYMEHTA B JIEBOM HIDKHEM yrily. Takas otMeTka obs3aTebHa B ClyKeOHBIX THCEMAX, KPOME
ITHITIIHATHBHBIX TTHCEN, HAlIpanIsaCMBIX B BRITIICCTOSIIIHE OpraHH3anvu.

[lopsiaok MOATOTOBKN NPOEKTOB 10KYMEHTOB

ITpoexThI MpuKa3oB pa3pabarhiBAIOTCS KOHKPETHBIMH LODKHOCTHBIMU THIAMH B COOTBETCTBHH
C MOPVHCHHEM JAUPEKTOPA HITH B MHHITHATHBHOM Nnopsiake,

[epBbiit r3eniisp  npockra BHIHPYCTCS 10KHOCTHBIM  JTHLOM, paspadoTaBLIMM JIaHHBIH
[POEKT.

TeReTHE HPUKA3OB. KAK NPABIIO. COCTOST U3 KOHCTATHPYIOWEH 1 pacropsauTensHoi gactu. B
KOHCTATHPYIOULEH HacTH H3jaralores 1eiu ¥ 3afadd  MpearichbiBaeMbIX  AelcTuil, Eciu
OCHOBAHHEM  PaCTIOPSUIMTENBHOIO JIOKYMEHTA SIBISICTCS 3aKOHOMATENbHBI aKT, HOPMAaTHBHBIH
MITH PACTIOPSIATC BRI JIOKYMCHT. TO B KOHCTATHPYIOWER 4acTH yKa3biBaeTCs aBToOp JOKYMEHTa,
HAZBUHHC  JIOKVMCHTO.  Jlara. HOMCD 1 34l0J10BOK, B HNYHKTAX p.’dCl‘IOpHﬂHTGJ]bHOﬁ HacTH
yKasbIBatOTCS WCIOJIHUTEIN, JICHCTBUS M CPOKHM WCIIOJHEHHS MPEANosaraeMelx jaeicTeuii. B
HOCIC, THEM TIVHKTC |Tdt.‘[l(i['!$l.'1l1']'C.’lhllﬂﬁ HacTH JTOKVMEHTa HCOGXO;‘[HMO YKa3aTe HOJIKHOCTHOE
JINLO, HA KOTOPOE BO3JIAraeTest KOHTPOIIb 3a MCITOJTHEHHEM JOKYMEHTA B LETOM.

Ilprkasel nenarcs Ha Tpy BuAa: MPHKA3bl MO JHYHOMY COCTABY. MO OCHOBHOM JEATENBHOCTH, TIO
cocTary oOyualoImxes.

K riprkazam 1o JnHHoMY COCTaBY OTHOCSTCS NPHKA3I TIO TIPHEMY, YBOJBHEHHIO, NepeMeleH Hio
(COBMELICHHIO  NIOMMKHOCTEH) COTPYIHMKOB, [PEIOCTABACHHIO JIIOOBIX BHIOB OTITYCKOB,
HPHCBOCHHIO Kil'I'L’I'U]')!-Il“I B PCINVIALTATC ATTCCTATlHM, K HaHHBIM TTPHKa3am CIIEAYET OTHECTH BCE
MpHKa3bl, BIUAIOUIHC Ha YCTAHOBJICHWE CPOKOB HAYWCIIEHWS W paszmepa MeHcui moboro BHIa.
Obsi3arenen rpud) 03HAKOMIICHHsS COTPYNHMKA C HOKyMEHTOM. Mexay naToit npuKasa M
O3HAKOMIICHHS COTPY/IHHKA ¢ HIM MOKET 1poiiTn ne Gonee 5 aneit.




(]
=
(9]

3.4.3.

K npukasam 1o cocray 00yUalonnxest OTHOCATCS TIPHKashl 0 MpHOBITHH, BBIOBITHH, OTHHCIIEHAH,
epeMeIien: CMeHe (DaMuInM: JONYCKe K aTTeCTalllH, NEpeBoLC H BBINIYCKE O MTOTam
ATTECTALMH, TIEPEBOJIE HA AlbTEPHATHBHbBIE (POPMbI O0YHCHHSL.

K npukasam 1o OCHOBHOH JAEATENIbHOCTH OTHOCSTCSA BCE OCTATBHBIC TTPHKA3DI.

[TpockTbl PACTIOPSITEABHBIX JIOKYMEHTOB 11EPC/IAIOTCS HA TOTHCE JIMPEKTOPY Hepe3 cexperaps,
KOTOpbIH HECeT OTBETCTBEHHOCTb 3a MPABHUIIBHOCTE MX oopmennst. Kaxmsiil coCTaBUTEND
PACTIOPSIHTENBHOTO JIOKYMEHTA JIOMIKEH TpeICTaBiTh IMPEKTOPY Ero MPOEKT 3a OJWH [eHBb 10
NOJIMTHCAHNS.

PacriopsuTeNbHbIE  JOKYMEHTBI  HYMEPYIOTCSl  MOPSIKOBBIMA HOMEpamMu B Tpenenax
KaJleH/IapHOoro roja.

[TPOTOKO — JIOKYMCHT. B KOTOPOM (PHKCHPYIOTCS 0OCYIHKIIEHHE BOMPOCOB W TPHHSTHIC PELICHN
Ha COOPAHMSIX. COBELIAHMSIX, KOHQEPEHLMSIX 1 3aCEIAHNSX KOJICrHATbHBIX opraHxos. [Iporokon
oopaasicrest Ha obinem Onanke. Jlata 1 MeCTO COCTaBIICHHS JOJIKHBI COOTBETCTBOBATEL JaTe W
MECTY MPOTOKOIMPYEMOTO COObITHS. ECan nmpoToKoIMpyeMoe coOBITHE JUTHIIOCH HA MPOTHKEHIH
HECKOMBKAX JHEI. TO BO3ZMOKHO YKA3aHWE IaThl CEIYIOIIMM 00pa3oM: 12-15.07.2015. Tekcr
MPOTOKOJIAa COCTOWT W3 JIBYX yacTeil: BBOJHON M OCHOBHOH. B BBOIHOH HacTH yKasbiBalOTCH
HPCACCATC b, CORPETaph.  KOIHYCCTRO  HIPHCYTCTBYIOLIMX, [IPUIJIALICHHBIX € YKa3aHHEM
JIOJKHOCTH 1 MecTa paboThl, mosecTka AHs. Ha pacumMpeHHBIX 3acelanusIx ¢ BOJBIITHM THCIIOM
MPHCYTCTRYIONIMX HX COCTAB yKa3bIBACTCS KOJIHUYECTBEHHO. @ MO(aMHITBHBIH CIMCOK MPHIIAraeTes
K MPOTOKOITY, 0 qeM JienaeTces COOTBETCTBYIOLIIAS TTOMETKA. Hanpumep:
[TpucyTcTBOBAN: 43 HEOBEKA.

OCHOBHas 4YaCThb MPOTOKONA COCTOMT M3 Pa3jleNloB. COOTBETCTBYIOUINX MYHKTaM MOBECTKH IHSI.
TekeT KO0 M3 paslc/loB  CTPOWTCS [0 CXEME: CJIYLLUAJIM, BBICTYIIMJIA,
[IOCTAHOBWJIA (PELLUMIIN). Jloknambl, peuleHHs TpHIaraioTes K MPOTOKOIY. [TpoTokon
[OITHCLIBACTCS MPE/ICEATENeM H CCKPETapeM.

AKT — JIOKYMEHT, COCTaBJIEHHbIIl HECKOJIbKHMH JIHLaMH H MOATBEPIKAAIOUINH YCTAHOBICHHBIH
dakt. cobeiTHe. jeficTBHE. AKT MOXKET ObITh COCTABJIEH KAK KOMHCCHSIMHW, TAK M HECKOJIIBKHMH
OJKHOCTHRIMH  THIAMH. AKTHI OBIBAIOT HECKOIBKMX — BHIOBD O HapyIICHWSIX TPYLOBOH H

QIHAHCOBOTT “UICILITLIHHBL 1 TPCOOBAHIT OXpabLL TPYaa; 00 yuere U XpaHeHWH MaTepHallbHBIX
LEHHOCTEH: 110 JICTONPOM3BOACTBY H Ap. AKT O(opmIseTcs Ha obuiem 6nanke. Jlata 1 MECTO
COCTURICHIS.  NpocTaBiserble B Oranke akTa JIOMDKHBI  COOTBETCTBOBATH JlaTe U MecTy

aKTHpYeMoro coObiThs. TEKCT akTa JAenTCs Ha TpH HacTH: BBEICHHC, KOHCTATUPYIOLIash 4acTh H
BEIBO/IBI.

TekeT BREICHHS BO Beex akTax (hopManu3oBaH. B HeM yka3sBaeTcs OCHOBAHHE TS COCTABIICHHS
AKTA. [EPEUHCIISIOTES! JTHIA. COCTABISIOUHC aKT (MOTYT ObITh yKa3aHbl ¥ MPUCYTCTBYIOWIHE TIPH
yrom nuia). Haumnaercs sra uacTh ciosom «OCHOBaHHME» C yKa3aHWEM HCpe3 JIBOETOYHE
PACHOPSIMTEIIBHOTO [IOKYMEHTA B MMCHHUTENRHOM Tajexke. ero jaata. HOoMep, 3aronoBok. [lanee
nuietcss «CocTaBner» ¥ nepedncrnsiiores GaMuiIKe ¢ WHHLOHATaAMH cocTaBuTenell akta 00
MPUBOJIMTCS COCTAB KOMUCCHH H MPHUCYTCTBYIOUINX B andasrTHOM mopsizke. B koncTarupyrome
YACTH MANATAIOTCS 1EJH. 3a7aul W CYINeCTRO padoThl, TIPOJENaHHON COCTaBHTENISIMHU aKTa, €€
pesyiblathl. PesyabTarsl padoThl MOTYT GLITH [IPC/CTABNCHbI B Bie TabHLbl. 3aKilouUTeNIbHAs
yacT, He 00s3aTenbHa. B Heli [enaroTcs BBIBOIbI MM AAIOTCS PEKOMEHIALNH. [Tocne Tekcra
HepeL HOUHCSME TPH HCOOXOITMOCTH  YKA3RIBAIOT KOTMHUECTBO COCTABIICHHBIX JK3EMIIIIPOB
AKTA W X MECTOHAx0XKIeHHe. HeKoTopbIe Bitjlbl aKTOB TPEOYIOT yTBEPKACHHUS. Hanpumep, akT 0
BBUICTCHHN K YHHUTOWKEHHIO JOKYMEHTOB W Jell. AKT MOMMHUCHIBACTCS MPEACCHATENCM W BCEMHU
HIEHAMH KOMHCCHIT,

Bhimekn 13 HPHKATOR. PACHOPIARCHIH. HPOTORVIOB, aKTOB H JIp. o(opmIISIIOTCST Ha OOLIMX
BraHkax JOKYMEHTOB ¢ YKa3aHHeM BCeX HEOOXOJAMMBIX PEKBH3UTOB. M3amensercs HAaMMEHOBAHHE
B OKYMeHTa: «Boineka w3 npikasa i ap. Eciu B pacropsINTEIbHOM JTOKYMEHTE
MPUCYTCTBOBAJIA KOHCTATHpYIOLlas 4acTh, TO €€ HeoGXOMMMO yKasaTh W B BhIHCKe. B
pacTIOPSIAMTENTBHON  4acTH TMHIIETCS  TOJTBKO HEOOXOMMMBII TIYHKT JOKyMEHTa C YKa3aHHeM
TopsKOBOTO HOMepa. B mpoTokorie 1 akTe yKashiBaeTCsl MOBECTKA JIHS 1 HEOOXOMMMBIH MYHKT
MPOTOKOJIA. aKTa ¢ [OPSAKOBLIM  HOMCPOM. Bpiliuck W3 npuKasa, MpOTOKOfa, aKrta He
MOMMMCHIBAIOTCS  TIpeicenaTeneM, CeKpeTapeM WM  UieHaMH KOMHCCHH,  a 3aBEPSOTCS
supektopon 1 BPHO siiperropa.



MOIIMHCE aBToOpa PE30NOLUMH, daTa. PCBOJ'[I'OL[[‘ISI [TPOCTABIISIETCS B TpaBOM BEPXHEM YTy Iep
TEKCTOM.

3.3.14. Opopmuienne npunokennii AOKYMEHTY
Lein IOKYMEHT HMEeT NMPHIIOKCHHS. HA3BAHHBIE B TEKCTE, TO OTMETKAa 0 HHUX opopmisercs
caenyiommnm odpasom: [punoxenue: na B IK3.

Ecim npunoxenns B texkere He HAa3BaHBL TO HEOGXOMHMO MEPEYHCITHTE WX Ha3BaHMS, yKa3aTb
KOJIMHCCTBO JIHCTOB M OK3CMILISPOB KawJIoro. llpu Hamu9um HecKOMbKHX JNOKYMEHTOB OHU
Hymepyitorest. [Tpunokenns oGopmisioTes Ha CTAHIAPTHEIX HCTAX H HMEIOT Bee HeoOXoIMMBbIe
PEKBH3HTBI. Ha 1PHIOKEHNN K pactiopsinTeibHOMY TOKYMEHTY B [1paBOM BEPXHEM yTiy clieayeT
ACNaTh OTMCTKY C yKa3aHMEM Ha3BaHHS PacropSMTENBHOTO JOKYMEHTA, ero Jathl H HOMepa.
Hanpumep:

Ilpunosicenue 1 k npuxaszy om 2. Ne

3.3.15. AapecoBanie  lOKyMeHTA. JIokymeHThl  anpecyioTes B opraHM3andmM, wux CTPYKTYpPHBIE
TOAPA3NENCHUSA WM KOHKPETHOMY JOJDKHOCTHOMY nmuy. Ilpu ampecosanuwu JNOKYMEHTa B
OpraHm3aunio 6e3 ykasaHHs JOJKHOCTHOTO JHIA €€ HAMMEHOBAHMWE MUITYT B UMEHHTEITBHOM
nagexe. llpu wHanpaBieHuH gokymeHTa AOJKHOCTHOMY MLy Ha3BaHWE OpraHW3alny
YRA3BIBACTCH B HMCHHTCIILHOM HEIewe. a JIOJKHOCTE | (]_'J'dMHJ'H-[SI ajgpcecara — B Jdare/ibHOM. HpH
dAPCCOBAHNM  JIOKYMEHTA JIMPEKTOPY OpraHu3allid  HaHMEHOBAaHHE e BXOAWT B COCTAB
HATINCTHTOBAN TS JTIOJKHOCTH alfpecara.

3.3.16. OT™MeTKA 0 KOHTPOJIE YKA3BIBACTCS B JIEBOM [10J1¢ JIOKYMEHTa Ha YPOBHE 3arojioBKa TEKCTAa, €CJIH
HC yKasaH CpOK HCTIONHEHHS TIOKYMEHTA B pe3osouny. CpoK HCMONMHEHHS JOKYMEHTA C OTMETKO
O KOHTpOne — | MeCsIIL. €C/IH HET €T yKa3laHus B 10KYMEHTe.

3.3.17. Orserka 06 HenomeHnm pacioiaractes B HiKies TeBoM YTy JIMCTA W BKIIKOYAET CIEAYIOIIHE
AAHHbIC: KPATKHE CBEACHWS 00 MCIOJIHEHHH WM. NPH HATHYMKM COOTBETCTBYIOWUIETO JIOKYMEHTa,
CCDLIRY Ha cro fary i nomep: crnosa «B neno»: Homep Zenia. B koTopom 6ymeT XpaHHUTbCS
JOKYMeHT. Ormerka 06 HCHOJIHCHHH JAOKYMCHTA W HanpaeJCHHH €ro B JIEJ0 JOJIKHA ObIThb
MOAMNCAHA 1 1aTHPOBAHA MCTIOJIHUTENIEM IOKYMEHTA HITH JHPEKTOPOM.

3.3.18. Ormerka 06 mcnmosHHTeNE BRITIONAET (bamunmio McmonmHWTENs NOKYMeHTa W HOMEp €ro
Tesedona. OTvMeTky 00 HCHONHUTENE PacioNaraioT Ha JIHIEBOi] CTOPOHE [OCNEAHEro JIMCTa
AOKYMEHTA B JICBOM HkHeM yriy. Takas oTmertka oGsi3aTesbHa B CyeGHBIX MHCHMAX, Kpome
HHITTITATHRHBIX [THCEM. l-lEll'IPE’!B."IFICT\‘IHX B BLIINTECTOSAIIIHE Opra"Hv3aiuni,

3.4.  Tlopsaok MOAroTOBKN NPOEKTOR NOKYMEHTOB

3.4.1. TpoekTsl npuKa3oB pazpabarhiBaloTcs KOHKPETHBIMH JTOJKHOCTHBIMU JIHLIAMH B COOTBETCTBHH
C MOpVYEHHUEM .‘[I'T|T)(‘?K'['(‘-‘].'J'd HITH B HHHIITHATHBHOM NopsaKe.

Heprbiit arseniiisp  npockra BIBHPYCTCS JI0/KHOCTHBIM - JTHLOM, pa3padoTaBlIMM  JIaHHBIH
[POEKT.

Tererr npukasos. Kak nparnio. cocTosT 13 KONCTaTHpYOWEH W pacrnopsauTenbHoi yacTtu. B
KOHCTATHPYIOUICH HaCTH  M3JIaraloTest UeAn W 3afadd TpeAnnchiBaeMblX  AeHcTsril. Ecin
OCHOBAHHEM PACIOPSAMTENILHOIO JIOKYMEHTA SIBISIETCS 3aKOHOJATENbHbBIH AKT. HOPMaTHBHBIH
M PACTOPSLTHTCIRHBIT TOKYMCHT. TO B KOHCTATHPYIOWEH YacTi yKka3biBaeTes aBTOp IOKYMEHTAa,
HA3BAHNC JAOKNVMOHTAL Jlara. HOMCD 1 3dlOJI0BOK. B IMyHKTax paCﬂOpHﬂHTeﬂbHOﬁ YaCTH
YKa3bIBAIOTCS  UCIONHATEIIN, JCHCTBHS M CPOKH HCITOJHEHHS NpeanojiaraeMeiX AeificTBHi. B
HOCACAHCEN TIVHRTC PACTIOPS/IITCILHON MacTH TOKYMEHTa HEOOXO0/IMMO yKa3aTh JOMKHOCTHOE
JLL0. Ha KOTOPOE BO3JArdeTes KOHTPOJIb 38 HCTIOIHEHHEM JOKYMEHTA B LIE/IOM,

IIpuKasel AensTCs Ha TpU BHIA: MPHKA3BI [0 TTHYHOMY COCTaBYy, MO OCHOBHOM NESTETBLHOCTH, 110
COCTABY 0OYUAIOIIHXCS.

K npukazam 1o Ju4nomMy cocTaBy oTHOCHTCS HPHKA3BI MO TIPUEMY, YBOJIBHEHHIO, MTepeMELIEH IO
(COBMEILEHHIO  NOIIKHOCTEH) COTPYAHWKOB, [PEOCTABNCHHIO JHOOBIX BHIOB OTITYCKOB,
HPHCEBOCH IO I\'li'f'Cl'O]ﬁl-Iﬁ B peaviasTare arrecrariim, K JTaHHBIM npuKasam cnenye‘r OTHECTH BCe
MPHKA3bI, BIHSAIOUINC Ha YCTAHOBJIEHHE CPOKOB HAUMCICHWS M pa3Mepa MeHCHH Joboro Buaa.
Obszatenen rpud) 03HAKOMIEHHS COTPYIAHHKA C nokymeHTom. Mexay patoif npukasa M
O3HAKOMIICHHS COTPY/IHUKA C HHM MOKET npoifTi ne Bonee 5 aneii.
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3.4.6.

3.4.7.

ﬂOlCJIkl,'LI,[[‘dﬂ Janlicra — AOKYMCHT, il,-'lpL:’COB{lIHIhIf'-I OHUPCKTOPpY HaHHOTO HWIH BBIIIECTOMIIL
YUPEXICHHST 1 WHYOPMUPYIOIIHIL €ro 0 CTOKMBIICHCS CHTYAIIMH, UMEBIIEM MECTO SBICHHM HJ.
(baxte. o BeIMONHEHHOH paBore. a Takke couepkaieit BbIBOLBI W MPEUTOIKEHHS COCTABUTENS
Teker oknaanofl sanmeku Jleanres Ha  JBe uacTH., B I1epBOi, KOHCTATHpYIOWENH WK
ONMHUCATE!ILHOIL, OIMCIBACTCS CHTYaLUs, BO BTOPOIl M3/1aratoTest MpeuiokeHns, pockorl. Tekcry
JOKNATHOM 3alMCKH 00s13aTe/IbHO MPEJIIECTBYET 3aroJIOBOK, HaUMHAIOUIMHCS C TMPENNora «o»,
«00». BHyTpenuss JloknaqHas  sanucka  oopmasercs  Ha npocroM Jiicte Oymarn ¢
BOCMPOM3BEACHUCM peKBH3HTa OJ1aHKa. Bremnue jnoknanHble 3amicki oGopMIIsSioTes Ha 0OLIHX
OnaHkax M MoANHChIBAIOTCS THPEKTOPOM.
OG'BS[CIII[“I'C.’IBIIllil 3anmnera — JIOKYMEHT, iIUSIC!-IFIIOU_[Hﬁ COHOCPIKAHHE OTHENBHBIX MOJIOIKEHUH
OCHOBHOTO JIOKYMEHTa MIH OOBSCHSIOUIMI NMPUUHHBI KaKoro-mH6o coberThsi, (pakTa, MOCTYTIKA.
OOBSICHUTENILHBIE 3aMTHCKH. MOSCHSIONINE CONEPKAHWE OTHETBHEIX TMOJOXKEHWH OCHOBHOTO
JOKyMeHTa, oopmiisiioTes Ha oOulem Oradke yupexneHus. OObSICHUTENBHBIE 3aMUCKH MO
MOBOJY KaKWX-TMOO MMPOMCINECTBUH, CIOXKHBIIMXCS CHUTYaLWil, MOCTYNIKOB M TOBEIEHMUS
OTHAENBHBIX PabOTHHKOB O(OPMISIOTCS HAa HYHCTHIX JIMCTAX OymMark ¢ BOCMPOW3BEICHHEM
PCKBHIHTOR Olanka i ITOSTTHCBIBAKOTCS COCTABHTCIICN,
3asiBaenns 0QopMIISIOTCS B PYKOTIHCHON (pOpMe CIIeyrOLHM 06pa3soM: B MPaBOM BEPXHEM YTITy
VKa3hIBAETCS NOJIKHOCTE, WHUIHAITB W (h)aMHITHS YEIOBEKa, KOTOPOMY aIpecOBAaHO 3asBIIEHWE.
3asBICHHE THIIETCA HA MMS TOTO JIOJKHOCTHOIO LA, KOTOPOE OTBEUAET 33 IaHHBI BOMPOC B
JIAHHBIH MOMEHT BpeMeHH. Ecni 3asBienne mocTynaer ot CoTpy/AHMKA YUPEKIEHNS, YKa3bIBAETCS
MM, (pamuiIHs. OTHECTBO NOJNHOCTBIO. JIOJKHOCTH COTPYIHMKA B POIMTENHHOM namexe 6e3
MPETIora  «Qr», RYGTE JAABIACHHC  HOCTYVIIACT OT (l}HBH‘-[CC]{OFO AW, YKA3bIBACTCS ero HMs,
OTHCCTBO. (pammiins, ajipec. tenedon. Jlanee muueTcs HAMMEHOBAHWE JOKYMEHTA 6e3 KaBblyeK ¢
nporicHoil OyKBEI ¢ Toukoil. TekeT 3asBrneHus MoxeT GbITH MPOM3BOMBHBI. [locie TekcTa B
JIeBOM  yTJly YKasbIBACTCsl JlaTa HallWCaHWsi 3asBJIEHHs, B TpPaBOM YIiy CTaBUTCS [MOANKCH
cocrasutens. Hanpumep:
Hupexropy MKOY Bonno6yepaunoii CIII
Hlkypenko H.H.
WBanosa Mana Msanosuua,
YyUHTENs (PU3NUECKOH KYJIBTYPHI

Texct 3asBneHus

Jlara

IToamwuce

4. [Hopsi10K NPOXOZKACHIS IOKYMEHTOB BHYTPH Y4 pekACHHsI

4.1. PerucTpaiins 10KyMCHTOB

4.1.1.

4.14.

Perucrpauns sokymenta — (ukcauus (akta Co3TaHWS WM MOCTYIUICHAS B YUpEeKIEHHE
AOKYMEHTa MYTCM NPOCTABJICHHS HA HEM MOPSIKOBOrO HOMEpa (HauiHas ¢ Havasla KajleHIapHoro
FoJ@) i J@rhl ¢onociaelyionieii  3anneslo HeoOXOIMMBIN  CBEJICHHH 0 JIOKyMEHTE B
PCTUCTPALMOHHBIX JKypHAIaxX Juls HCXOMAINEH JOKYMEHTAUMW WIH B PErvCTPALMOHHEBIX
KapTo9Kax JUuts BXOASIIEH I0KYMEHTalMK. B mKone pa3nuyaioTest TpH MOTOKA JOKYMEHTOB:

- JIoKyMEHTBI, NOCTYNAaIOWHe W3 APYTHX OpraHu3auil (BXoasine);

- JIOKyMEHTBI, OTIpaBseMble B IpyrHe Oprani3alin (HCXOAIIIne);

- JIoKyMeHTBbI, co3jaBaemble B LIKOJE M HCMNOJb3YEMBIE B  YIPABICHYECKOM nporuecce
(BHNTPCHHIEC),

Perucrpaunn nouiexar Bee JIOKYMEHTBI, TpeOyIolMe yueTa, WCTONHEHNSI ¥ WCTONb30BAHUS B
CTIPABOYHEIX  [EJISIX  KaK HW3/1aBaeMble B YUPEKIEHWHW, Tak M TMOCTYMAIOUME W3 APYIHX
OpraHM3allii ¥ OT HacTHBIX JIMIL Perucrpaini noMiexar Kak NHChMEHHBIE, TaKk W TedyaTHBIe
JIOKYMEHTBHI.

JIOKYMEHTBI PErUCTPUPYIOTCS OJIMH Pa3: MOCTYNAIONINE — B IEHE TOCTYTIICHHSI, CO3IaBAEMbIE — B
ACHB NTBCPAICHIS it no/unicabns, O1eIBHO  PETHCTPHPYIOTESI PACTIOPSIKCHHUSI, MPHKA3bI,
MPOTOKOJIbI. AKThl, CIPABKW COTPYJHHKAM. OOY4alOUIMMCS, CIPAaBKM KOHTPOJIS MO OCHOBHOM
JeSITC THHOCTH.

[lpn perncrpanun B kaproukax yuera ods3areiibHbl CIEAYIONIME PEKBH3UTBI, aBTOP AOKYMEHTa,
Ha3BaHHWE, [ara, PerucTPaloOHHbIA HOMEP, KOJIMYECTBO JUCTOB JOKYMEHTA, YKa3aHWe 0 HAIWUHUU



I'IpII.‘IO}I\'CIII-If'I. KpaTKOC  COJACpIKaHMe, pe30JIoLns ﬂHpeKTOPEl. MOANMHCH  HCIIOJIHWUTEIA,
MOATBEPIKIALONLAN TTONYYEHHE NOKYMEHTA. YKa3aHue o MPOMEIKYTOHUHBIX CPOKAX HCIIONMHEHHWA, O
HEpeHoCe  CPOKOB  MCIHIOJAHCHHA.  1dTd [])il}\"l'l-!‘-ICCI\'OTO HCTIOJIHEHMS  NTOKYMCHTA, OTMETKa O
HalnpaBlIeHHWHW JOKYMEHTA B J1€J10, CPOK XpaHeHHs JOKYMEHTA.

,HOK}_"MeHTbI B KO TPYNMHPYIOTCA 110 BHIAM. XPaHATCA B rarnkax ¢ OTHOCAUWMMHCST K HHAM
MTPHITOWCHITANH,

5. KonTpoas nenosiHennst 10KyMeHTOB

Lenbto KOHTpOIIS siBAsieTCst obecrneeHe CBOCBPEMEHHOIO H KAUeCTBEHHOTO HCTIONHEHHS MOpYUeHHIH,
3aQUKCHPOBAHHBIX B JIOKyMeHTax. KOHTPOMO mojnexar Bce 3aperHcTPHPOBAHHBIE IOKYMEHTEL.
KOHTDOIII: 3d UCTTOJTHCHHCM JAOKVMCHTA BO3IaraeTces na VKA3aHHOTO B PE30/TOIIMH COTPYIHHUKA.

31

CpoKku HCIIOJIHEHNS JJOKYMCHTOB WCUMCISIIOTCS B KaJIGHAAPHBIX JHAX C AaThl UX TMOJMHCAHUS
(yTBEpPHKIACHHS) WK C HaTel mocTynuenus. Jlata HCMOMHEHNs yKa3blBAETCS B TEKCTE MOKYMEHTa
HIlH B PC30JHOLIHH HHPCKTOP. B cliytace. Korld CpoOK HCITONTHCHHS JOKYMEHTA HEC YKda3aH, OH
HOJDKeH OBITh WCIMONHEH B TeueHWe Mecsiua. V3MEHeHWe cpoka WCTOJHEHHs TPOW3BOIMTCS
IVPEKTOPOM.  YCTAHABIMBAIOIIHM  HTOT CPOK. M3MeHeHHsT BHOCSTCS B PErHCTPALMOHHYIO
KAPTOMKY. }IOI\'_\'.\ICII'I' CHHTACTCH MCINOJIHCHHBLIM H CHHUMAaeTCs ¢ KOHTPOIs 1OCIEe BBITTOITHEHUWS
3a/1aHuH. popadoTKH BONPOCd. 110I'0TOBKH coobieHus. Ha TOKyMeHTe MpocTaBisioTes OTMETKA
00 MCIONHEHNH, TOAIMKICE JIMLA, MOATBEPKAAIONIEr0 HCITOHEHHE, 1aTa.

Cuerema yHeTda KOHTPOILHLIN - JTOKYMCHTOR L."]‘p()ITTCH na 6ase ]JGFI".[CT]JE‘IIIHOHHBTX ITaHHBIX.
KonTponeras kapToTeka cucTemaTH3MpyeTcs [0 CpoKaM HcrofHeHws. Ilpoeepka xona
MCTIOJTHEHHSI OCYLIECTBIISCTCS /10 MCTCUEHUS CPOKA WCTIOJIHEHNUS (MTPEABAPUTENBHBIH KOHTPOITH) B
COCINTOILICN] HOPSUIRCT THO S TSz HOCIHACANVIONNN MECHALICB TCKVIIICTO ro/ld — He pPEIKE OJTHOTO
pasa B MCCSIL 110 3aJlaHHsIM TEKYLLEro Mecsila — Kaable AECsTh AHEH W 3a naATh OHEH 10
ucreyenns  cpoxka. CripaBKM  KOHTPOJISE O COCTOSSHHW  WCTIOJIHWTENBCKOH — AMCLUTUIMHB
COCTABIISIIOTCS HC PCRC OUHOIO pasa B UeTBEpTh JIHpeKTopom. OTBETCTBEHHBLIH WCIONHUTEND
HECET TEepCOHATbHYIO OTBETCTBEHHOCTH 3a TMOJHOTY W JOCTOBEPHOCTH HWH(OPMALHH IO
ACTIONHEHUIO JokymeHTa. [lna ynobBerBa paboThl MCMOMHUTENH MOTYT 3aBECTH MAMKH JUIS
HCTTONTHCHHS JIOKYMEHTOR «Cpouton. «Ha mosrmick». «Ha otnipasky».

6. CocraBiicHie HOMCHRIATYPbI €1

6.1.

6.2.

Knaccndukanns 10KyMeHTOB 3akpenmseTcss B HOMEHKIAType nen wkosibel. Homenknatypa men
LIKOJIBE coctasisicrest 1o opace, onpeteicHtoil T'ocynaperBennoit apxuBHoil cinymGoit PO, u
YTBEPIHKAACTCS JIMPEKTOPOM LIKOJBI,
®opmuposanne nen. CoTpyaHWKH OTBedaioT 3a (OPMHpOBAHWE M€l B COOTBETCTBHM C
JAOIZKHOCTHBIMI 00s3annocTsNiL. KOHTPOIIL 30 HPABILIBHOCTRIO (DOPMHPOBAHHS €/ H apXHBALWH
ocytectnisier upexrop. Lpw popmuposannn nen HeodxoarMMo coboaThk ClelyoLUne npaBua:
[Tomenare B JIJI0 TOJIBKO MCHOIHCHHBIE J0KYMEHTBI B COOTBETCTBHH C 3aroJIOBKOM jiejia To
HOMCHKIATYpe J1el1:
[lomewats BMecTe Bee IOKYMEHTBI. OTHOCSLIMECS K PA3pEelIeHHIO 0IHOr0 BONPOCa:
['pyninuposarh B Jieiie JOKYMCHTBI OJIHOIO KAJICHIAPHOTO TO/Ia, 38 HCKIIOUEHHEM TepeXOIsIInX
JeC
[ pynnuposars B z1esie 10KyMEHTbI MOCTOSHHOIO XPAHEHHUSI H BPEMEHHBIX CPOKOB XPAHEHHS;
B €710 e 10KHBI TOMEINATRCS JTOKYMEHTBI. MOJUTEXKAIIHE BO3BPATY, JIUIIHHE 3K3EMILISPHI,
HEPHOBUKH.
Jleno He n0/KHO npeBbiath 250 MUCTOB;

Homep nena. B koTopoe 10mKeH OBITh MOMEINIEH JTOKYMEHT. ONpPEIENSIETCS B COOTBETCTBHH C
HOMCHRJIATY PO,

6.3. Ilo oxoHuYaHMM KaJleHIAPHOIO TOjIa MPOU3BOAMTCS OTOOP JOKYMEHTOB JUISl TOCTOSIHHOTO,
BPEMCTIHOTO XPAHCHISL. KOTOPKIC 0QOPMISIOTCS B Iefa 1 MEPENaloTest B apXHB IIKOJBI,

T l‘lopsuwu BCICHIIS JIOKYMCECHTANIH COTPYAHHKAMH HIKOJIbI

HO]JSIIIOK BCIICH IS JTORNNMCHTAILTH COTPYIHHKAMIT THROIBL OHPENCIINCTCs HX JIOJT?KHOCTHOM HI-[CTp)/KLlHeI:I
H HOM(:‘HKJIEIT}"]JOI?X Je] KO bI.
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