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1.1. Hacrosmee Ionoxenune pa3padoTano B COOTBETCTBUH C MHCEMOM Muno6pazosanus P@ ot
20.12.2000 N 03-51/64 «O MeTtoanueckix pPeKOMEHIANUAX 1Mo paloTe ¢ IOKyMEHTaMH B
0011e00pa3oBaTENbHbIX  YYPEKACHUIXY B [efsX  palMOHAIBHOM  OpraHr3aluny
JOKYMEHTAIIMOHHOTO obecredeHns ACATebHOCTH MBOVY «Jluuei» (nanee — Y$pexIeHHE), a
TaKOKe COOMIONEHHMs AEICTBYIOIMX HOPMATHBHBIX IOKYMEHTOB B c(epe AOKYMEHTaUMd M
MHPOPMALIHHU.

1.2. OTBETCTBEHHOCTD 3a OpPraHM3alHUIO, BEIEHHE JEJIONPOU3BOACTEA, CBOCBPCMEHHOC U
Ka9eCTBEHHOE HCIONHEHUE JOKYMEHTOB H HMX COXPAHHOCTB BO3/IAra€TCs Ha JOKyMCHTOBENA
“VapenaeHns, KOTOpblii 00eCneunBacT Y4eT U NPOXOXKICHUE NOKYMEHTOB B yCTAHOBJICHHBIC
CpOKH, HHGOPMHUPYET PYKOBOJCTBO O COCTOSHUM HX UCHONHEHMS, OCYIIECTBIACT O3HAKOMICHHE
COTPYAHHKOB C HOPMATHBHEIMU W METOAHUYCCKIMHI JOKYMCHTAMH T10 JCTONPOU3BOACTEY.

2. lokyMeHTHPOBAHHE YIIPABJEHYECKOH AeATELHOCTH
001me00pa3oBaTeIbHOI0 YUpeKIeHN

2.1. Tlpu mHOArOTOBKE, COIJIACOBAHMM, MOANMCAHMH W YTBEPXKIACHUM JIOKYMCHTOE,
0Bpa3yIOMMXCs B Pe3yIbTaTe AeATebHOCTH 001e00pa3oBaTeNbHOr0 YapeKACHH, HEOoOXO0IMMO
cobmogath TpeboBaHus, 0becreunBaOLIIE KPUANYECKYIO CHIly NOKYMEHTOB M BO3MOMKHOCTH
11X 00pabOTKH ¢ HCNOJIL30BAHNEM CPELICTB 37E€KTPOHHO-BBIYUCIUTENLHON TEXHHUKH.

2.2. Cocran JTOKYMEHTOB, 00pasyroLLUXCs B npouecce JESTENBHOCTH
06111e00pa30BATENILHOTO YUPEKIACHUS, OTIPEASTACTCA: €10 KoMmfeTeHuren U GyHKUUAMU, KPyTOM
yIpaBieHuYeCKUX ICHCTBUH, MOPAIKOM paspelieHUs  BOMPOCOB (e IMHOHAUAIBHBIA — HJIH
KOJUIETHAJIBHBIN ); XapaKkTepoMm B3aUMOJIEHCTBUSA MENJY 00611e006pa3oBaTENLHBIMU
YUPEXKICHAAMH B IPYTUMH OPTraHU3aLlHAMH.

B cocTaB TOKyMeHTOB 00111e00pa30BaTeIbHOTO YUPEKACHUSA BXOAST:

opeanusayuonisie Ookyvenmol (Ycrap 0011e00pa3oBaTENbHOTO yUPEKACHU, 1OTOBOP c
yupe/HTeNeM; [ONWKEHHs O MOJPA3/IeNCHUsX; J0HKHOCTHBIE HMHCTPYKIHHM  COTPYIHHKOB,
CTPYKTypa M LITATHAs 4UCIECHHOCTb; LITATHOE PRCIUCAHAC] [IpaBuna BHYTPEHHErO TPY/I0BOrO
pacnopsiIKa); oo .

pacnopadumeisHble, QOKy.vennbl (MPHKasbl, MHCTPYKLMH); HH(GOPMALHOHHO-CIPABOYHBIC
JIOKYMEHTB! ([POTOKOJBL, [NAHbI, OTYETbl, CIPABKH, AKTHL, JOKIAQHbIE H 0OBACHUTEILHBIE



JalUCKH, TMCbMa, Tenerpammbl W TeJe(OHOTPAMMBL  1OTOBOPRL, TPYAOBbIE COCJIALIEHNA,
KOHTPAKTBl M Ap.).

JloKyMEHTBI, KaK [paBH/IO, AOJIKHE odopmisaTbesl Ha Onankax 06111e06pa30BaTENIEHOTO
yUpesk/IeHHs, COOTBETCTBYIOMMX CTAHAAPTY (TOCT P 6.30-97 ¢ m3menennem N 1 2000 r.),
HMeTh YCTAHOBIEHHDIH KOMIUIEKC ODA3ATENbHBIX PCKBUSHTOB H cTaOU/IBHBIA MOPAAOK MX
pacnojoKeHus.

[IPMKA3 - npaBoBOW aKT, HM3/aBacMblii DPYyKOBOAMTENCM A pelleHns] OCHOBHBIX M
OMepaTUBHBIX BOIMPOCOB. feueGHO-MPOPUIAKTHUECKUX MEPOUPHATHH, BOIPOCOB (prHAHCOBO-
XO3SHCTBEHHOM aesTelbHOCTH 0011e00pa30BaTe/IbHOr0 yIPCIKACHH.

[lpuxas BCTymaeT B CHjly € MOMCHTa €70 NOANUCAHUST  PYKOBOJIUTEIIEM
061106 PA30BATENBHOTO YUPEKACHNUS, CCIl B TEKCTE HE Y KA3aHO npyroro cpoka. [TojmucaHHbId
TpUKa3 PErUCTPUPYECTCst AOKYMEHTOBE/I0M VupemxaeHus.

OdopmuiseTcst NpuKas Ha OnaHke 0611e00pa30BaTe/IbHOT0 YUPEIKACHHS 1 JOIAKCH NMETD
CreAylollHe PeKBM3MTHL HA3BAHUE BHIA NOKYMEHTA. ATy, HOMEp MpHKa3a, MECTO W3NaHUs,
3aroJ0BOK, TEKCT, MOATHUCH, BU3bl, COIIaCOBAHUEL.

TeKcT MpUKasza COCTOMT W3 JIBYX HacTeH: KOHCTATHPYIOIIEH U PaCIOpAMTEILHOM.

B KOHCTATHPYIOWIEH YacTU OTPAXaAIOTCs eI W 3aatdd NPeANUCHBACMBIX JIEHCTBUH,
NpUUMHBl H3J@HUS [pUKasa, AaeTcs CCbUIKA Ha JIOKYMEHT, TIOCIIYKMBILMY OCHOBAHUEM UL
[OATOTOBKH IIPUKA3Q. ©

PacropsuTebHAst 4aCTh COACPKUT MPEINCHIBACMbIC necTBHUS, (PaMUIUKE JODKHOCTHBIX
ML, OTBETCTBEHHBIX 33 MX BBIIONHEHHE, W CPOKH MCIOTHEHHA. PacniopsiautenpHas 4acTb
oTAeNseTcsl  OT  KOHCTATHUPYOIICH  C/IOBOM "NpuKa3sbiBaK'',  CTABUTCA  JABOCTOHHME.
PacropsiiMTebHas 4acTh TEKCTa MpuKasa. Kak MpaBrio. JeJIATCA Ha TMYHKTHI, KOTOPBIC
HyMepYIOTCst apabCruMK LI ParU C TOHKAMH.

Kask b TYHKT PacropsianTe/bHOR YacTH Ha4HHACTCA ¢ yKasaHs KOHKPGTHOrO JICHCTBUA,
BBIPAYKSHHOTO [1arojioM B HeornpeiesieHHON Gopme.

OtTnenbHble 334aHds (HanpuMep. 3aianus. COACPNKALME uuQpoBbIE JAHHBIE) MOTYT
0 OpPMIATHCS B BUJIC NIPUAOKEHUS K [IpAKa3y €O CCBIIKOM Ha HUX B COOTBETCTBYIOMMX ITYHKTAX
npUKasa.

Ha nepBoM JHCTe NIPHIONKEHHS B IPABOM BEPXHEM YLy Je1actes HAAMUCh!

[TprIloKEHHE K IPUKA3Y
or 11.02.2001 N 2

Tlpy HAJTHYMM HECKOJIBKUX NPHIOKEHUH Ha KaXIOM H3 HHX POCTABNSETCS MOPSAKOBBIA
HOMED. ’

Eciu B NMPWIOKEHAM K 0puKasy NaHbl JOKYMCHTLI Apyrou OpraHu3alMy, TO B MPABOM
BepXHEM YTy AGHHOTO TPUIIOKCHHAS JIEaeTCs COOTBETCTEYIOWAR 3aIMUCh:

[TpuoxeHue K npukasy
ot 02.02.2001 N 12

CTpaBHLbI [IPHKA3a U [PUI0KCHAH HYMEPYHOTCA KaK eJIMHBINA JOKYMEHT.

TIpouecchl IpiHMEHEHHMs YIIPABACHIECKUX pelienuii 0011e00pa30BATENIBHOTO YIPEKACHHA
W caMi pelleHus A0KyMEHTUPYIOTCS € MOMOILBIO MPOTOKOIIOB KOH(EepeHLUH, NearoruaecKux
COBETOB. , ‘

[IPOTOKOJIBI odopmiisitoTcst Ha  OnaHKkax 0611e06pa30BaTENIEHOrO  YUPEKIACHUST 1
cofepiKaT CNEAYIOLMe PEKBUBHMTBL HAMMCHOBAHNEC 0611e00pa3oBaTEIBHOTO.  YUPEKACHUS,
HANMEHOBAHMUE BUjla JOKYMEHTA, aTa 3acelanns, HOMEP, MECTO 3aCClanusl, rpud) yTBEpKACHHS
(ecnu TPOTOKON MOMJIEKHT yTBer()Z[eHI/I;O), “8ar0JIOBOK, BH3a, TEKCT, IOAMNHCH, OTMETKa O
HarpaslieHur B €10, Jlata mpoToKona - 370 JiaTa NPpOBEACHHU COBCLIARNA,

TexeT NPOTOKOMA COCTOMT M3 IBYX wacTeli: BBOAHOW W OCHOBHON. BBOAHas 4acth



COAEPKHUT  TOCTOSIHHYIO  HH(OPMAIHIO (croBa: "TIPEJCEAATEJDL", "CEKPETAPDL",
"TIPUCYTCTBOBAJIN") 1 nepeMernyto (pamuins, HHHIHAIBL npejcenaTens, cexperaps u
nprCyTCTBYIOMINX). [Ipu HEOOX0IMMOCTH YKa3bIBAIOTCA JOJDKHOCTH [IPUCYTCTBYIOIIUX, & TalKe
MHALMATB, (aMUITHI, JOTDKHOCTH JIMLL, IPULIALICHHBIX Ha COBELIaHHE.

[Tpy  KOMMYECTBE  YYACTHHUKOB  COBCLIAHHA Gonee 10 cocTaBiAeTCs  CIHCOK
JIPUCYTCTBYIOLMX, KOTOPBIA IPUIAraeTCs K NPOTOKOLY.

Cnosa "TIPENNCEJIATEJIL", "CEKPETAPDL", "TIPUCYTCTBOBAJIW" numytes ot O -
HYNIEBOTO [0JI0KeH s Tadynaropa, OT -0 TOA0KeHNS TabyAATOPa CTABUTCS THPE, MANLHANBL 1
baMuInK UIIYT B UMEHHTEILHOM NAJIeNE. BaMuIHK OPUCYTCTBYIOIUMX pacTiofiaratoTes B
andapaTHOM TIOPSIKE H MEHaTAIOTCs 4epes 1 MeKCTPOUHBIH HHTEPBAL.

BpojHast 4acTh IPOTOKONA 3aKaHuMBacTCd [MOBCC rcoit s, Croa "mosectka  mHs”
neyaraloT ot 0 - HYJIeBOro Mnonoxenus 1adyaaTopa. [ocile HUX CTaBUTCA ABoeToune. Bonpoch
OBECTKHU JHA HyMePYyIoTest. Kay1pii HOBBIE BONPOC MEHATAOT 0T 1-ro noJioKeHus TadyIITOPa.
[Tocnen0BaTebHOCTb  PACTIONOKEHUS  BOTIPOCOB  ONpeAC/ICTCs CTETEHBIO MX BAXKHOCTH.
Bonpochl  [EPEUUCTAOTCH B MMCHATCILHOM nanexe. Jloxaaa  (order,  COOOLUCHHE,
uHpOpMAIHA), HAMMEHOBAHWE [OJDKHOCTH, AHMUMAILL H (paMuiMio JoK1audka HALYT B
ponutensHoM magexe. He peromenayercs BKTIOUATs B MOBECTKY AHs Borpoc 'Pashoe”.
Kax/(blil BOIIPOC O KEH ObITh KOHKPETU3UPOBAH.

OchoBHas YacTh TeKCTa CTPOMTCS B COOTBETCTBMM C  BOMPOCAMH [IOBECTKH AHS.
[TocTpoeHue 3amuck 00CY)KACHHS KaXA0ro BONPOCcd [OBECTKH [AHS OCYIHECTBIACTCS MO CXEME
"CIIVILIAJIA - BLICTYITMIIM - MOCTAHOBWJIU (PELIMJIM)", a Taroke MpOTOKOJIHUPYIOTCS
BOITPOCHL U OTBETHL.

B mpaxTtrke IpUMEHSACTCs KpaTKas hopma pOTOKOIIA, KOrAd YKa3pIBaloTCs TOMBKO CIIMCOK
[IPUCYTCTBYOLIMX, PACCMATPHBAEMBIE BOLIPOCH! 1 MPUHSITBIE PELIEHHSL.

BRIIHCKA U3 IPOTOKOTA COAEPHHUT CIIETYIOMHE PEKBAUTEL. &

HaMMeHOBAHME  OGUIE0BPA3OBATENBHOrO  YUPEIKACHH,  HA3BaHWE  BHIA JOKYMEHTA
(BbINMCKA M3 IPOTOKOAA), AaTy (Aara 3acenanusl). MHIEKC, MECTO COCTABIICHMS, 3aroloBOK K
TEKCTY. TEKCT, NOAMHACH. OTMETKY O 3aBEPEHUH KOTIHA. OTMETKY 00 HCIONHEHNH, HANpaBJIeHnH B
JEen0.

K unopmayuonHo-capacoytolit OOKYMEHIMaM. 00PA3YIOIIMMCA B IPOLECCE ACATERHOCTH
0611e00PA30BATENBHOTO  YUPENACHHS, OTHOCITCA:  CIPaBKH, NOKJAAHbIe 3aMUCKH, [HCHMA,
TeJlerpaMMbl, TeJlehOHOrPAMMBI.

[TMCBMA odopmastoTes Ha Onankax, BKAOHAOT B cebst creLyrolui cocTaB PEKBU3UTOB:
HAUMEHOBAHKE 0B1Ie0OPA30BATENLHOTO YUPEKACHHU, 1Ty, HHICKC, CCBUIKY Ha MHACKC Y JIaTy
BXOJSIIEr0 JOKYMEHTa, aJpecaTa, Pe30MOnH0 PYKOBONCTEA, 3aroJIOBOK K TEKCTYy, TEKCT,
OTMETKY O HAIMGHU IPHIIOKEHU A, NOMTUCE, OTMETKY 06 UCIOHUTENE, OTMETKY 00 HCIOJIIHCHIH
¥ HalpaBJICHHH B 1110, OTMETKY O fiepeHoce JaHHBIX Ha MauIMHHbH HOCHTEb. )

' TEJIETPAMMUDI medatatoT B ABYX 3K3eMIApax Ha OJHON CTOpOHE JIMCTa 4epe3 IBa
yHTepBata. TeKCT TelerpaMMbl COCTABAACTCA 6e3 CO030B, MPEAJIOroB M 3HAKOB NPCIMHAHKI,
Ge3 mepeHoca COB.

TEJEGOHOI PAMMA Bx/110UaeT CNe/lytonde peKBU3UTbL

HARMEHOBAHUE O0OWEOOPA3OBATENLHOTO  YUPENIEHH S, alpec, Jaty. MHJCKC, TEKCT,
[OANCH, OTMETKM O BPEMEHM lepefladu n yKazaHHe noJKHOCTeH M (paMuInH (MM TONBKO
haMuIHi) ML, TPHHSBLUIMX W MEPSABLINX TenedonorpaMmy. B ciydae OTCYTCTBAA ONaHKOB
Is TedeoHOrpanm  OPUMCHAKOTC  JIMCTDI Symarn  Qopmara AS. TenedoHOrpamMmMBbl
COCTABISIOTCS B OJLOM 3K3EMIISIPE, MONHUCHBAKOTCS PYKOBOAUTEIIEM I HEMoCpeACTBEHHBIM
HCIONHATEIIEM.

Texer He jgo/mKen Bodars 6onee 50 cnos. Teseponorpamma T0JDKHA ObiTh AaTRpPOBAHA
U TIOANKCAHA JIHLIOM, OT UMEHH KOTOPOTr0, QHAICPCIACTCs. ’

Tenedororpanmma MepeiacTes HECKOTBKMAM  afpecataM [0 TpHIaraeMoMy  CIHCKY
yupexkIeHNI-aApecaToB 1 HOMEPOB TeneOHOB.



3. llpuem n perncrpaunsn {0KyMeHTOB

3.1. B kaunuenspun 06meo6pazoBaTenbHOr0 yUPEKACHHS BCE KOHBEPTHI C MOCTYAOMIEH
KOppECITOHICHIHENR (KPOME KOHBEPTOB C HAAMMCHLIO "JIMIHO") BCKPLIBAIOTCSA, IMPOBEPSLETCH
HATHUME BAOKEHHBIX B HUX JOKYMEHTOB, IPABHILHOCTL 10CTABKH M 1IEJIOCTHOCTH KOHBEPTOB.

3.2. PerucTpauuu mojuiekaT Bce JOKYMEHTbI, TpeOyrollue y4eTa, HCIHOJIHCHUS,
MCIIOTB30BAHMS B CIPABOUMBIX IE/SIX, KAK MOCTYMAIOIUUE U3 APYTMX OPraHU3alnui U OT YaCTHBIX
JUL, TaKk ¥ 00pasyloiifecst B Jes1TeNbHOCTH 0011e00pa3oBaTesIbHONO YUPEKACHHUSL.

He momsexkaT perucTpanui ro3ApaBUTENbHbIE MHCbMA, TeJAerpaMMbl, NMPUTIACHTEIBHBIC
Ounetnbl, HHdopMalnis s cBefeHus, OyXIaaTepCKue JOKYMEHTDBI MEPBUIHOTO y4eTa. Host aux
COCTABJISIETCS TIEPeYSHb HEPETUCTPUPYEMbBIX TOKYMEHTOB.

3. Perucrpanus JOKYMEHTOB [IPOU3BOJIMTCS B JCHb WX TTOCTYTIAGHHUS.

3.4. PerucTpallMOHHBIN 1IITaMIT CTABUTCA B NPABOM HIDKHEM YTy AOKYMEHTA H COCTOUT M3
HOMEpa TOKYMEHTA 110 MOPAAKY W JAThl MOCTYIUIEHUS

3.5. B o6uweoGpazosarebHoM yupexseHuu ¢ 00beMoM  aoKkymenToobopota 0 600
JOKYMEHTOB B T'OJl JIOMYCKACTCs MX PErHCTPAlis B OKYpHANaX PerucTpalnit BXOMIUIMX K
HUCXOASALIMX JJOKYMEHTOB.

B rpade "Koppecnonaent" yKka3blBaeTCs Ha3BaHWUE OPraHM3alid, OT KOTOPOH MOCTYIUII
AOKYMEHT, MJIH, €CJIH JIOKYMEHT UCXOMALMHA, OPraHu3ailii, B KOTOPYIO OH HaNpaBisaercs.

[pada "Jlara mocTynneHuss U HHAEKC HOKYMEHTA" 3aMOJIHACTCS TONBKO Ha BXOILIHC
JOKYMERTHL. B Helt MpocTaBisioT Jary MOCTYMJICHHUS JOKYMECHTa M HHJICKC, MIPUCBOEHHBINA B
00111e00pa30BaTENIBHOM YUPEIKACHHH.

B rpape "Ilata M HHAEKC NOKYyMEHTA" [POCTABISIIOT AaTy JOKYMEHTa. ¥ HHICKC,
NPUCBOCHHBIN €My OpraHH3aLKeci-aBTOPOM.

B rpady "Kparkoe coaepicaHue” BHOCAT HA3BAHME BIJIA IOKYMEHTA, €O 3aEB0JI0BOK.

OT TOro, HACKOJBKO KBATU(HLMPOBAHHO M MOAPOOHO OyAyT 3amonHeHsl rpadbl, B
3HAYUTENHHOM CTENCHHU 3aBUCAT AanbHEHIIUA NMOUCK U BO3MOXKHOCTE JAaTh OTBET 110 3ampocy O
PErHCTPUPYEMOM JIOKYMEHTE Kak B TEKylUed paboTe ¢ AOKYMEHTAMH, TaK 1 B apXHBC.

B rpaje "Pesontouus uin KOMY HarpabjieH AOKYMEHT' YKasbIBAtOT IOJIHOE CONEPIKAHHC
PE30MIOLMM, €€ aB1opa d JaTy. ITa rpada 3amnofHsercst nocie MPOXOKAEHHIS AOKYMEHTOM
CTaAMK MPEABAPUTE TLHONO PACCMOTPEHMs. ECan Ha TOKYMEHTE HET PE30JUOUUM. TO CEKpeTaphk
yKasblBaeT B OTOM rpade (aruinio, MHALHAILL €Cin HYIKHO, [AO/DKHOCTE HCIIOTHUTELA,
KOTOPOMY HANpaBlcH JOKYMEHT. 3anucb 00 nCronHeHAd JOKYMEHTa [OJ/DKHA OTpaxarh
pemeHne BOMpPOca Mo CyLIECTBY, Ty U HHAEKC OTBETHOrO JOKYMEHTA. B oToH rpafe menaercs
KOHKPETHAsl 3aIlWChb O TOM, KO[IA, KEM H KaK pPCLICH BONPOC, M YKa3blBAIOT WHICKC Aena, B
KOTOPOE HATIPABICH JOKYMEHT.

4, Konrposib 32 ¢pOKAMH HCHOJIHEHUS 10KYMEHTOB

4.1. OTBETCTBCHHOCTD 3d CBOEBPEMEHHOE M KAUECTBEHHOE HCIIOJIHEHHME IOKYMCHTOB HECYT
PYKOBOJIMTENTB, JIOKYMEHTOBE]L 0011€00pa30BATEILHOTO YUPEKICHHA.

42. Bes noctynmaiouias B 00meoOpa3zoBaTENbHOC  YUPEIKACHHE  AOKYMCHTALHS
WCIIONHSIETCS B COOTBETCTBUHU C TEMHM CPOKAMH, KOTOPbIE YKa3aHbl B PE30IIOIUU PYKOBOIAUTEIIS.
Ectu Cpok He yKasaH, TO JOKYMEHT JOJKEH OBITh MCMONHEH B cpok 1 mecsi; kanodsl,
3a4BJICHUS - B TEUEHHE MeCsLa; TeJierpamMMbl - He 00J1ee ueM B ABYXHEIEbHBIA CPOK.

43, JloKyMelnT CuuTaercst MCMOJHEHHBIM, €CJIM  pa3spelleHbl [0 CYLIECTBY  BCC
MOCTABMCHHBIC B HEM BOMPOCHL, B HKYPHALAX PErHCTPALHH [€1aeTcst OTMETKA 00 HCIOTHEHHH,
T.¢. 3amMcaHa JaTa OTHPABKHM M MCXOJSMH HOMEp OTBETHOrO JIOKYMEHTA, HaUMEHORAHHE
azpecarta, I0JDKHOC1 b 1 (PaMHIHS UCTIONHUTEN, JIO/UMCABLLETO OTBET. 5

Eciy BCe NOCTABIEHHbIE B JAOKYMEHTE BOIPOCHI PELIEHbl B OMEPATHBHOM Tepsike, 6e3
HAMMUCAHUS OTBETA, UCIIONHUTENb HA JOKYMEHTE JENAET KPAaTKYyO 3alHUCh O PELICHMH BOMPOCa,
CTAaBUT AATy M NOJAHHCDH, MOCIIE YEro JOKYMEHT MoMelaeTcs B Aeno. Ecau 1o paspeacMomy



Bolipocy OXHIaerea OTBET, TO C corjlacust 3aBEAYIOUICTO KaHH@J’[HpHeﬁ (cereTapﬂ)
HOCT}/HI/IBI_UHﬁ OTBET BMECTE ¢ KOIUEH OTBETA MOYKET HAXOJAUTHES Y UCTIOMHUTEIIA HA KOHTPOJIEC,
ﬂOKyMeHT CHUMAETCst ¢ KOHTPOAS NOCNE €ro UCIIOJNHCHHKA.

5. CocraB/jierue HOMEHKIATYpbI M popMHpOBaHUeE Ae

5.1. CocrapjicHHUE HOMEHKIIATYPbI /€1

5.1.1. B uensx mpasuibHOro (pOpMHpOBaHUS Jen 001meobpa3oBaTeNbHOTO yUPEKACHHA,
00eCeYrnBaroIIEro ObICTPBIA MOWCK NOKYMEHTOB 10 MX COACPIKAHMIO H BHAAM, MPOU3BOAUTCA
Kyaccurkanus JOKyMEHTOB.

5.1.2. Knaccnpukaius JJOKYMEHTOB 3aKpEIUISeTCs B HOMEHKjAType A€l - CIHCKE
HAMMEHOBAHUI JIC/T. 3aBOANMBIX B ACJIONPON3BOACTBE 00Ie00Pa30BaTEIEHOIO YUPEKACHHUS, C
yKa3aHHEM CPOKOB HX XPAHCHHUSI.

5.1.3. Homenknarypa Jen MOpejHasHadeHa g TPYINNUPOBKH W PacHpeAC/ICHUA
UCIIOJHEHHbIX JOKYMEHTOB B Aena. MHIEKCAIMH I8N, OTIPEENIEHNsT CPOKOB UX XPAHEHHSL.

5.1.4.
5.2. dopMupoBaHue JIel.
5.2.1. @opMupoBaHue jeil - TPYHOHPOBKA HCIONHEHHBIX JIOKYMEHTOB B Jchd B

COOTBETCTBUU C HOMEHKIATYpOH AeL.

5.2.2. ®opmupoBaHue A€l OCYIIECTBAAECTCA B KaHUC/ISIPHH o61eobpa3oBaTe/IbHOTO
YUpEeMACHUS.

5.2.3. Ilpu dopmupoBanun jea TpedyeTcs CTPOro ONpeaesiaTh COCTaB JIOKYMEHTOB,
BIJIOUCHHDLIX B. JIei0. BKJIIOUEHUe B Je/I0 JOKYMEHTOB, HE OTHOCAUIMXCHA K HEMY, 4 TaKXKe
YEPHOBMKOB, BAPMAITOB, KOMWH, BRIPE30OK W3 raseT W XKYPHAJIOB M JOKYMEHTOB, MOMICKALLAX
BO3BpATY, HE AOIMYCKAETCS. ¥

B nmpomecce TIpynmupOBKH JOKYMEHTOB B Jele IPOBEPAETCS MPaBUIbHOCTE HX
opopmieHnst (HanMuue MOJMUCEH, HaThl, HHICKCA, 3aBEPUTENBHON HAAMMCH W T.JL).
HenoodopMileHHBIE B HEMPABHIEHO OPOPMIIEHHbIE NOKYMEHTBI BO3BPALIAIOTCH HCIOIHATEIO
Ha 10paboTKY.

* JIOKYMEHTBI TOCTOSHHOTO W BPEMEHHOTO CPOKa XpaHeH s (HOPMHPYIOTCS B PA3HBIC 1C/IA.

5.2.4. B mefe rpynmMpyloTcst JOKYMEHTB! ojHOro kainewaapxoro (01.01 - 31.12) rona.
Vekmouenye COCTURSIOT TEpexojsiliMe fena (Jena Mo BONpocaM, KOTOPbIe pelIatoTes
HECKOJIBKO JIET).

52.5. PacrnonoxeHue HOKYMEHTOB BHYTpH J€j1 NPOU3BOAUTCA B XPOHOJIOIHYECKOM
MOpsAKe, TPU KOTOPOM HaHOoee panHKUe JOKYMEHThI PACONaraloTes B Hadane roja.

5.3. CucreMaTH3alUs OTASAbHBIX KATETOPHI JOKYMEHTOB. o

5.3.1. PacnopsiauTenbHbie OKYMEHTEI FPYNITUPYIOTCS B ACNE IO BUIAM U XPOHOJIOIHH C
OTHOCALIMMHUCS K HUM TPHIOKEHHSIMH.

5.3.2. TIpukasbl MO OCHOBHOM NEATENLHOCTH (HOPMHPYIOTCA OTIAENBHO OT NpUKa30b IO
AWYHOMY COCTaBy (Ha3HAYEHHUE, MEPEMEIICHUE, YBOJIbHEHUE COTPYIHUKOB) ¥ OT NPUKA30B 00
OTITyCKaX, KOMaHJAUPOBKAxX M T./1.

5.3.3. TIpOTOKO/B pACIIONaraloTcs B A€Nax B XPOHOJOIHUYECKOM [OPA/IKE (10 HOMEpaM B
npeaenax yuebnoro (01.09 - 31.08) rona.

5.3.4, [1naHbl, OTYETHI, CMETHl TPYNIUPYIOTCS OTAE/NBHO OT MPOEKTOB W YCPHOBUKOB 3THX
JIOKYMEHTOB M JOJOKHBl XDaHMThCs € JIeJaMM TOro roja, Ha KOTOpbI (32 KOTOpBIHA) OHU
COCTAaBIIEHBI. ,

5.3.5. JlokyMelTbI B JIMYHBIX [€/1aX PaCIoaraloTcs B CIEAYIOMEM MOPsKe:

3asBJIEHUE O MpUEMe Ha padoTy: .

HalpaBIeHUe 111 IPEACTABICHHUE: ,

aHKeTa;

JAUCTOK TI0 ydery KajpoB;

arobuorpadus;

EREY



JOKYMEHTBI 00 00pa30BaHuy;

aTTECTAIAOHHLIA JIMCT:

BBUTHCKH M3 NPHKA30B O HA3HAYCHUH, IEPEMEIEHHH, YBOJIBHCHAK,

1OTIOTHEHME K JIMUHOMY JICTKY MO Y4eTy KaipOB (B HEro BHOCATCs JaHHbIC O MOJYICHHHU
npeMHH Wil HAJTOKCHUH B3LICKAHIH, O HATPAKICHIH U T.A.).

B fnuHOe [el0 HE NOMELIAOTCsS KONMW MPUKA30B O HAL0KCHIH B3bICKAHMH, CIIPABKU O
COCTOSIHUM 3[0POBBSL W C MECTA JKHTENBCTBA, 3aABICHAA 06 OTIIyCKaX, KOMUH TPHKA30B 00
OTIyCKaX ¥ JPYTHE JOKYMEHTB! BTOPOCTENEHHOTO 3HAYECHHUS.

5 3.6, JIuuesple cHeTa COTPYAHHKOB IPYIIHPYOTCA B CaMOCTOATENILHEIE JIeNla B NpeAciax
KajeH1apHOro [OAA i pacnojlaraioTes B HUX MO andaBuTy GaMUIUH.

5.3.7. Tlepenucky CJeyeT TPyNNMpoBaTh B ACia 33 NEPHOI KajgeHaapHoro roja. B neno
HepeIHCKH [OMEILAIOTCS BCE JIOKYMEHTBL, BOSHUKIIHC B XOjJ€ PpEUIeHHs BOIpOCaA.
[lepernmcka CUCTEMATH3UPYETCS B XPOHONOTMYECKOH MOCNeA0BATEIPHOCTH; AOKYMCHT
OTBET MTOMELAETCS 32 JOKYMCHTOM-3AIPOCOM.

6. IoAroToBKA JOKYMEHTOB K nepeaate 8 apxnn

6.1. TloaroToBka JOKYMEHTOB K [epeiaue B apxus BKIIOHUACT JKCIIEPTH3Y HAYUHOH H
PAKTUUECKOH JIEHHOCTH JOKYMCHTOB, o opMIEHHE Aell, COCTABICHUE ONUCH.

6.2. DKCrepTH3a UEHHOCTH JOKYMCHTOB.

6.2.1. Dkcepinsa IEeHHOCTH JOKYMEHTOB - OIPECIEHAC (ICHHOCTHY AOKYMEHTOB C LE/bIO
oTGopa MX Ha XPAHEHHUE U yCTAHOBICHHE CPOKOB XpaHEeHHs!.

DKCNEPTU3Y LEHHOCTY JOKYMEHTOB B 06111e00Pa30BaTENEHOM YUPERJIEHAN OCYIICCTBIACT
MOCTOSHHO JEHCTBYIOWAs OKCTIIEPTHAA KOMUCCH3 (OK).

6.2.2. DkcnepTHas KOMUCCHSI HazHa4acTCsl NpPHUKA30M & PYKOBOAMTEJIs
061e00pa3z0BaTEeNILHOTO YUPEHICHHAL. B coctas DK BKIIOYAOT HE MeHee TPeX COTPYAHMKOB.
Cexperapem DK HazHauaroT cexperaps (noxymenTosena) 001e0dpasoBaTeibHOTO YUpEKACHHUSL.

DkenepTHas — KOMMCCHs  HA - 3aCClaHHAX paccMaTpHBaeT:  HOMCHKIATYpy — ACH
0611e006pa30BATENBHON0  YUPCANCHHUS, ONUCH  AE] [OCTOSSHHOTO XpaHeHdss W MO JTHIHOMY
COCTaBY, AKThl HA JOKYMEHTHI, BLIICIAEMBIC K YHUUTOKEHHIO.

6.3. Odopmienue ne. _

6.3.1. Jlesa MOCTOSTHHOTO XPaHEHHS MOILMBAIOTCI B TBEpAYIO OOJIOKKY CYPOBBIMH
nuTkamy, JIMCTBL HYMEPYIOTCS B TIPABOM BEPXHEM YTy MPOCTHIM kapanamom. KosnuecTBo
AMCTOB B KaiIoM Jefle He NOJUKHO MPeBbILIATH 250. B KkoHile nena Ha OTACJIBHOM JIHCTE
COCTaBAseTCs 3aBepUTEbHast HAANNCE.

6.3.2. OBAOKKA AN O(POPMASAIOTCS B COOTBCTCTBHH € COCT 17914-72. Ha o0noxke nei
_OCTOAHHOTO XpaHEeH s JOJKHD! ObITh MPOCTABICHBI CIEYIOIINE PEKBU3UTBL [10JTHOT Ha3BaHHUE
BBILICCTOSIUIEN OPraHU3aIHU, HA3BAHKUC 06111e00pa3oBaTEIBHOI0 Y YPeIKACHH, HOMEP (MHOEKC)
Jena o HOMEHKJIATYDE, 3arofioBOK Jefa, KOJWUCCTBO JHCTOS, CPOK XpaHEHHsl WM OTMETKA
"XpaHuTh [OCTOSHHO", Homep (hOH/1a, OIHCH, JIENa.

63.3. I[lo OKOHUAHHMW [eJ0NPOM3BOACTBCHHOrO roia B odopmieHHBIE OOIOKKH €1
[1OCTOSHHOIO XPAHEHHsl BHOCATCA HEOOXOAUMBIC yTOUHCHA:

B 3ArONOBKM [€J, COAEPIKALMX PACOPSAUTENbHbIE JOKYMCHTHI (MpHKa3bl, IPOTOKONBI),
BHOCSTCA HOMEpA; CCNU JIe10 C TEPEMUCKOi COCTOUT U3 HECKOJIBKIX TOMOB, B KaXIOM TOME
YKA3bIBAIOTCS. KOPPECHIOHACHT, aBTOP, TEPPUTOPUs 1 Jp. W B KQKJIOM TOME YKa3blBacTCs JAaTa
(uncro, Mecsitl, TOJ1) Hayana u OKOHYAHHA KWKIOTO toma, TouHble AATHI MPOCTABJIAIOTCS Ha
0BJI0IKAX JUTS OBICTPOTO MOUCKA J0OKYMEHTOB B MTOCICAYIOUIEM,

3 3aBEPUTENBHOI HAAMUCH Ha OOJIOWKY AeNa BBIHOCHTCA KOJIMUECTBO JTUCTOB B ACIE.

6.3.4. Hanmucu Ha 0010%KKax Aes NQCTQHHOTO M A0JrOBPEMEHHOTO XpaHeHHs cllejyer
[IPOH3BOINTD UETKO. CBETOCTOMKHMHK ‘{ele/lﬂéMi:

6.3.5. Jliis yuera KOJIMHUECTBA JIMCTOB B JieNe 1 dhrkcanun 0coOEHHOCTEH NX HymMepaLKy Ha
OT/ebHOM JIUCTE COCTABISETCs 3aBePUTEIIbHAs HALIHCD.



B 3aBepuTEbIION HAINUCH YKa3bIBACTCA KOMMYECTBO NHCTOB (mupamu ¥ TPONMCHIO) B
nene. [TOANHCHIBAETCS COCTABUTENEM € YKA3aHHEM €r0 JAOJDKHOCTH U JAThbl COCTaBICHHUS,

6.3.6. BHyTpelHsst OMUCh COCTAaBISIETCA K J1E/aM MOCTOAHHOTO 1 spemennoro (cebie 10
1eT) cpoKa XpaHeHus, CHOPMUPOBAHHBIM 10 PA3HOBUAHOCTAM JIOKYMCEHTOB, 3aroI0BKU KOTOPBIX
He PAcKpBIBAIOT KOHKPETHOE COAEPKAHNE JOKYMCHTOB (0c060 UeHHbIE, TUYHBIE €A U Ip.).

6.3.7. Jlesna BpeMEHHOrO XpaHeHus 0QOPMILAIOTCS YIPOLIEHHO:

OoHM HE IOAILMBAIOTCS. NUCTHI B HUX HE HYMEPYIOTCs. yTOYHCHHE Ha 0bJIokKaxX He
[IPOM3BOAMTCS, OMMCH HA Aefia He COCTABIAOTCS. YUET BEACTCA MO HOMEHKJIaType Ael.

6.4. Onucaxnue NOKYMEHTOB [TOCTOSAHHOTO CPOKa XpaHCHHA.

6.4.1. Tlo OKOHYAHUH [ETOMPOM3BOJACTBEHHOro TroJa B TEX 0011e00pa3oBaTeIbHBIX
yUpeAIeHHAX, KOTOPBIE ABJIIOTCS HCTOHHMKAMN KOMILICKTOBAHM roCyIapCTBEHHbIX aPXUBOB,
IPOKM3BOAUTCS OTGOP JOKYMEHTOB MOCTOSHHOIO CPOKA XpaHCHUA JUTA BKJIFOUEHUS] UX B OITHCH.
OnHCL COCTOMT W3 TOMOBBIX pa3jielloB, BHYTpY rofa Jeia pacnonaralores Mo CTeNneHu
3HAYMUMOCTH C YUETOM HOMHHAIBLHOTO MPUHLKIA (TaK MOCTPOeHA U [TpumepHas HOMEHKIATYpa
nen oBimeoGpasoBaTeNbHOro yupexkacnus). [010BOW pasien OMMCH Ha Jleia MOCTOSHHOrO
XpaHeHHs, MNpENHasHAuYeHHbIC I MOCNEAYoEen nepefadn B rOCyAapCTBEHHbIN apXHuB,
nomiexuT yreepxaenuto O1K (3KCIeEPTHO-NIPOBEPOUHON KOMMCCHERN) 3TOro apxuBa He 11034Hee
weM dyepes [1Ba Fojia 0cyIe 3aBepLIeHUs JIEN B ACTOMPOU3BONACTEE.

6.4.2. OMUCH COCTABILIIOTCS PA3felIbHO Ha Je/@ f0CTOAHHOrO XpaHCeHUst 10 OCHOBHOM
NesTeNpHOCTH M Ha JieNa 10 AUUHOMY COCTaBy.

6.4.3. OMHCH COCTABISUOTCS ceKkpeTapem (0KYMEHTOBEAOM).

6.4.4. Omnch BeaeTcsl B ©IMHOH BanoBOH HyMEpauu B TEHUEHME HECKOJBKUX JET H
JAKAHUMBACTCS O COMIACOBAHMIO C TOCYAAPCTBEHHBIM apXHBOM, KyAa MOCTYNaloTA0KyMEHTE!
yueOHOro 3aBeIeHUsL. -

6.4.5. Ha mena BpeMeHHOrO CpOKa XpaHCHUs COCTABIACTCA aKT 00 YHUUYTOK@HUU.

7. O6GecneueHe COXpAHHOCTH A€

7 1. OTBETCTBEHHOCTD 3a COXPAHHOCTH AOKYMEHTOB 0011e00pa3oBaTebHOTO YHPEKACHHA
HeCeT PYKOBOJHTESL.

7.2. Jlena JOTOKHBI XPAHMTBLCS B 3aKPBIBAIOLIMXCS mKadax, NpeloXPapsroliX UX OT [bUTH,
BO3JCHCTBYS COTHEUHOrO CBETA.

73, WsbartHe M Bbligaya AOKYMEHTOB M3 JeN IOCTOSHHOTO CpOKa XpaHCHWA HE
pa3peLIacTCs.



