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NHCTPYKIMA 11O JEJOITPOU3BOACTBY

1. O0mue moJio:KeHus

1.1. Nuctpykuust no npemomnpousBoAcTBY B ['OY PK «CnenmanbHas (KOppEeKIIMOHHAS)
mkona-uHTepHaT Nelly» n.I'opbkoBckas (manee — MHCTpyKIMsI) yCTaHABIMBAET EAUHYIO CUCTEMY
JeJIOTIPOU3BOJCTBA M MOPSAJOK IMOATOTOBKH, OGOPMIICHUS, NPOXOXKICHHS, KOHTPOJI 3a
UCIIOJHEHHUEM, y4eTa, XpaHEHUs, U3TOTOBJICHUS, KOIMUPOBAHUS U TUPAKUPOBAHUS CIY>KEOHBIX
nokymentoB B ['OY PK «CnenuanbHas (KOppeKIMOHHAas) miKosia-uHTepHat  Nelly
n.I'operoBckas (nanee — 'OY PK «C(x)IIN Nel1» n.I'oppkoBcKast).

1.2. UHcTpykuus pazpaboTaHa B COOTBETCTBHH C TpeOOBaHUAMH (eepabHBIX 3aKOHOB
ot 22.10.2004 Ne 125-®3 «O06 apxuBHoM zene B Poccuiickoit ®enepaunun», ot 27.07.2006 Ne
149-®3 «O6 wmubopMaruy, WHHOPMAIIMOHHBIX TEXHOJOTHSIX W O 3alluTe HWHPOpPMAIUW», OT
02.05.2006 No 59-®3 «O mopsanke paccMOTpeHusi oOpamieHuil Tpaxmaan Poccuiickoit
Oenepanuny, ot 01.06.2005 No 53-D3 «O rocynapcTBeHHOM si3bike Poccuiickoit Denepaniumny,
ot 06.04.2011 No 63-®3 «OO6 »snexkTpoHHOW moanucu», [IpaBun XpaHeHHs, KOMIUIEKTOBaHUSA,
ydeTra U HCIOJIb30BaHUA JOKYMEHTOB ApxuBHOro ¢onma Poccuiickoit denepanmu U Apyrux
apXMBHBIX JIOKYMEHTOB B OpraHax TOCYJapCTBEHHON BIAacTW, OpraHax MECTHOIO
CaMOYTIPaBJICHUS, OPTaHU3aLUsIX, YTBEPKICHHBIX NpuKazoM MuHkynasTypbl oT 31.03.2015 Ne
526, HarmoHaNbHBIX cTaHIapTOB Poccuiickoit @eaepanyu no ynpasiieHuo JokymeHTtamu: I'OCT
P 7.0.8-2013 «CHUBU/. Jlenonpou3BOACTBO M apXUBHOE [€J0. TepMUHBI U OIpEeACICHUs»,
I'oCT P 7.097-2016 «CHUBU]J. OpranuzaiiioHHO-PACTIOPSAIUTENbHAS —JTIOKYMEHTAIIHS.
TpeboBanus k odpopmienuto gokymeHToB», [OCT P MCO 15489-1-2007 «Cuctema cTaHaapTOB
no uHpopMaluu, OMOINOTEUHOMY U M3IATENLCKOMY JIeNy. YIpaBieHHe AokyMeHTamu. OO1ue
TpeOOBaHUSY.

1.3. Tlpumenenne MHCTpyKIMH JTOJKHO CIOCOOCTBOBAaTh (DOPMHUPOBAHUIO O(pUIIHMATBHO-
JIETIOBOTO CTHIISI JOKyMeHTOB, noarotaBiuBaemMbix B ['OY PK «C(x)IIIN Nelly» a.I'oppkoBckas;
COKpAaIIeHUIO 3aTpaT TPy/Ja U CPEJICTB B MPOLECCE CO3IaHUS JOKYMEHTOB. IHCTpyKIIMS SBIISIETCS
00s13aTeNIbHOM ISl MCTIONIHEHUST PaOOTHUKAMHU W JIUIAMH, OCYIIECTBISIONUMHU TOJATOTOBKY U
odopMIIeHHE TOKYMEHTOB.

1.4. Tlonoxenus WHCTpYKIMM pacmpoOCTPaHSIOTCS HaA OpraHu3anuio paboTel ¢
JOKYMEHTaMHU HE3aBUCHMO OT BHJA HOCHUTENS, B TOM 4YHCIIE 3JEKTPOHHBIMU JOKYMEHTaMH,
BKJIIOYas MOATOTOBKY, 00pabOTKy, XpaHEHUE U UCTIONIb30BAaHUE JOKYMEHTOB, OCYLIECTBISIEMBIX C
MpUMEHEHHEM UHPOPMALIMOHHBIX TEXHOJIOTHIA.



1.5. OcobenHoctu pabOTBl C JOKYMEHTaMH, COJEPKAIUMU KOH(PHUIACHINATBHYIO
uHpopmarmio (CIy)KeOHYI0 H HHYIO TalilHy, TI€pCOHAJbHBIE JaHHBIE), PETYIUPYIOTCS
CHEIMAJIbHBIMU ~ HOPMAaTHBHBIMM  aKTaMHM (MHCTPYKUUSMH, TOJOKEHUSMHU, IpPaBHUIIAMU),
yrBepkaaeMbiMu upekTopoM ['OY PK «C(x)ILIM Nel1» n.I'oppkoBckas (anee - AUPEKTOP).

1.6. Tpeboanus HHcTpykumm K paboTe ¢ OyXraaTepckoidl H Jpyro crenuaabHOU
JOKyMEHTaIlUe pacipoCTPaHSIOTCS JHIIb B YaCTU OOIIKUX MPHUHIIUIIOB pabOTHI C TOKYMEHTaMH,
a Tak)Ke MOATOTOBKH JIOKYMEHTOB K IlepeJjaue Ha apXUBHOE XpaHEHUE.

1.7. OTBETCTBEHHOCTh 3a OpraHU3allMI0 U COCTOsiHHME AenomnpousBojctBa B ['OY PK
«C(x)ILIN Nel1» n.I'opbkoBcKasi HECET TUPEKTOP, KOTOPHIH:

— yrBepkaaeT MHCTpyKUMIO 1O JAEIONpPOM3BOACTBY M HOMeHkmarypy aen ['OY PK
«C(x)ILIN Nel1» n.I'oppkoBcKas;

—o0ecnieurBaeT  BHEAPEHUE UM KOHTPOJUPYET  COONIOAICHHE  CTPYKTYPHBIMU
nojipaseleHusIMI TpeOoBaHui HacTosme MHCTpyKIUMU 1 rocyJapCTBEHHBIX CTaH1apTOB;

— IPOBOJIUT MpPOBepKYy cocrosiHua nenonpousBoictBa B ['OY PK «C(x)ILIM Nell»
n.I'opbKOBCKas;

— o0ecneurBaeT METOJUYECKOE PYKOBOJICTBO, MHCTPYKTaX M KOHTPOJb 3a COOJIIOJIEHUEM
yCTaHOBJIEHHOTO TopsiaKa padboTsl ¢ fokymeHTamMu B ['OY PK «C(x)IIIN Nel1» a.I'oppkoBckasi;

— HHUOHUHUPYCT IIOBBIMICHUC KBaJ'II/I(i)I/IKaI_II/II/I pa6OTHI/IKOB 110 BOIIpOCaM ACIONPOU3BOACTBA,
— YAOCTOBCPACT INOAIINCBHIO U IICUYATbIO JOKYMCHTEI.

1.8. Henocpencteenno Bemer aenmomnpousBoAcTBO B ['OY PK «C(x)ILIMA Nell»
n.I'opbKOBCKasi ~ JI€JONPOU3BOANTENb,  KOTOPBIM  Ha3HadaeTcs  NPUKa3oM  JTUPEKTOopa.
Jlenonpou3BOIUTENh B COOTBETCTBUU C BO3JIOKEHHBIMU HA HETO 3aJ]a4aMHU:

— OCYIIECTBIISICT PETUCTPAITHIO U YUET JIOKYMEHTOB;
— OpraHu3yeT JTOKYMEHTO000pOT, POpMUPOBAHKE JIEeT, UX XPaHEHUE;

— OCYILIECTBIIIET  TEKYIIUA KOHTPOJIb 32 CBOEBPEMEHHBIM  PAacCMOTPEHHEM U
npoxoxaeHueM JokymeHToB B 'OY PK «C(x)ILIUN Nel1» n.I'opbkoBckas;

— obecrieunBaeT COOMIOICHUE €AMHBIX TPEOOBaHWII MO TMOATOTOBKE JOKYMEHTOB U
OpraHu3aIuu paboThl C HUMH B YCJIOBHSIX JIEKTPOHHOTO JIOKYMEHTOO00pOTa;

— 00o00maeT nHpopMaIro 06 00beMax JOKYMEHTO000pOTa;

—opranuzyer (QopMHUpOBaHME M XpaHEHHWE JOKYMEHTallMOHHOTO (oHIa U  ero
WCIIOJIb30BaHHUE.

1.9. Benenue pgenompomsBoactBa B ['OY PK «C(x)[IU Nell» np.l'oppkoBckas
OCYIIECTBIIIETCS B COOTBETCTBHH C JJOJKHOCTHBIMU OOSI3aHHOCTSIMHU.

1.10. Ilpu yxone B OTHYCK, Bble3[le B KOMAaHJIUPOBKY, Ha BpeMsi OOJIE3HU WJIM B CiIydae
YBOJIbHEHHS M TIEPEMEILEHUS 10 CIy)0e paOOTHUKHU 00s3aHbI IepeaTh BCe HAXOIALINECS Y HUX
JOKYMEHTHI JPYroMy paOOTHHUKY MO YKAa3aHHIO BBIIIECTOSALIETO PYKOBOJIUTENS, IPH YBOJIHHEHUN
pabOTHHKA WM MEPEBOJIE HA APYTYyI0 JOJKHOCTh Iepeaada JOKYMEHTOB U JIeJl OCYIECTBISIETCS
1o aKkTy npuema-nepenaun (mpuoxxenust Ne 1, Ne 2).

1.11. B cayyasx IIMTENBHOIO OTCYTCTBHSI PA0OTHUKA CTPYKTYPHOTO MOJpa3JeieHHUS
(oTmyck, ciyxeOHas KOMaHAMPOBKA, OOJBHUYHBIA JUCT W T. J.) HEOOXOAMMO TMepeaaThb



OTBCTCTBCHHOMY 3a BCIACHHUC MNOCJIOIMPOU3BOACTBA MAOKYMCHTBI, HaXOIAIMUCCA Yy HCTO Ha
HCIIOJIHCHHWHU 110 YKAa3aHWUI0 JUPCKTOPA.

1.12. PykoBomutenu cTpykTypHbIX moapaszmenennii [[OY PK  «C(x)IUU Nelly»
n.l'oppKkOBCKass HECYT NepCOHAJIbHYIO OTBETCTBEHHOCTh 3a  BBINOJIHEHUE TpeOOBaHUN
WHCTpYKIIMM U COXPAHHOCTh HAXOSIIUXCS Y HHUX JOKyMEeHTOB. O ciy4asx yTpaTbl, MOpYU
3apETUCTPUPOBAHHOIO JOKYMEHTAa paOOTHHUK 005A3aH HE3aMEMJIUTENIBHO JOJIOKUTh TUPEKTOPY.

1.13. Buecenue u3MeHenuii B UHCTPYKIIMIO OCYIIECTBIISIETCS MPUKA30M JTUPEKTOPA.

1.14. C BHOBb NPUHATHIMH PAOOTHHKAMH, Ha KOTOPBIX BO3JIAralOTCs OOS3aHHOCTH IO
BEJICHUIO JICIIONPOU3BOJICTBA, B TCUECHUE TPEX JIHEU TMOCIe TOCTYIUICHUS Ha paboTy MPOBOIUTCS
WHCTPYKTAX TI0 BEJICHUIO JISJIOMPOU3BOICTBA TUPEKTOPOM.

1.15. PaGoTtaTh ¢ JOKyMEHTaMH BHE CIy)KCOHBIX IOMEIICHHWH M BHOCUTH B HHUX
WCITPABJICHHS 3alpeIacTCs.

1.16. Benenne mepemucKd C OPTaHU3AIMSAMH OCYIIECTBIICTCS TUPEKTOPOM WM HHBIM
YIIOJIHOMOYEHHBIM UM JOJDKHOCTHBIM JIMLIOM.

1.17. Bemonnenue Hactosmed MHCTpyKIuu 00s13aTenbHO sl Kaxkaoro pabotauka ['OY
PK «C(x)IIM Nell» pa.I'oppkoBckasi, ¢ ee TpeOOBAaHUSIMH PAaOOTHUKH JIOJKHBI OBITh
03HAaKOMJIECHBI 1101 IIOIINCh.

2. JIOKyMeHTBI OpraHu3anuu

2.1. JIlupexTop WM JUIO, WCIOJHSIOIIEe €ro O0O0sI3aHHOCTH, W3/1aeT NPHUKa3bl, HMHCTPYKIIUH,
MIpaBuUIIa, MOJIOXKEHUS, 00s13aTeNbHbIe IS ucroHeHus Bcemu pabotHukamu ['OY PK «C(x)ILIN
Nell» n.I'opproBckast (npunoxerust Ne 3, No 4).

2.2. Xon oO0CyKACHUS BOIPOCOB Ha 3aCelaHUAX KOJUIETHAJIbHBIX OPTraHOB, COBETOB, COOpaHMUSIX,
COBEILIAHUAX U pEUICHUSs], IPUHUMAEMble Ha HUX, PUKCUPYIOTCS B IPOTOKOIAX.

2.3. ]Ins ocyiiecTBIeHUsI OMEPATUBHBIX CBSI3€d C JPYTUMHU OpraHU3alUsMA W TpakJaHaMU
UCIOJIb3YIOTCS Takhe OPMBI, KaK MUChbMa, PaKChl, TeIeTpaMMBbI, TeIE(POHOTPAMMEI.

2.4, ]Ins ocyuiecTBICHHs IPUEMa, YBOJIbHEHMSI, IEpEMEILeHUs] paOOTHHUKOB, MPEOCTABIEHUS UM
OTITYCKOB O(OPMIIIOTCS TPYAOBBIE JOTOBOPHI, NMPHUKA3bl MO JIMYHOMY COCTaBY, 3asBICHUS,
TPYZIOBbIE KHW)KKH, JIMYHBIEC KAPTOYKU U JP.

3. lIpaBuia opopmiieHrs1 JOKYMEHTOB
3.1. OcHoBHbIE TpPeOOBaHMs 110 0(POPMIICHHUIO IOKYMEHTOB

3.1.1. Hoxymentsl odopmisitorcs Ha Omankax ['OY PK «C(x)IIM Nell» n.I'oppkoBckas u
UMEIOT YCTAHOBJICHHBIH KOMIUIEKC OOS3aTENbHBIX PEKBHU3UTOB M CTAOMIBHBIA MOPAIOK HX
pacrnojyiokeHus (pacroyiokeHHe PEKBU3UTOB Ha OJIaHKaX OpraHU3allMOHHO-PACTIOPSAUTEIbHBIX
nokymentoB cootBerctByeT ['OCT P 7.0.97-2016 «Cuctema crtaHmapToB Mo HH(pOpMaluH,
OUONMMOTEeYHOMY M W3JATEeNIbCKOMY Jeny. OpraHu3alMoHHO-PaCIOPSAUTENbHAS JOKYMEHTALINS.
TpeGoBanus Kk 0POPMICHUIO JOKYMEHTOBY).

3.1.2. BT'OVY PK «C(x)IIIN Nel1» n.I'oppKkOBCKasi MpUMEHSIOTCS IPOI0JIbHBIC OITaHKHU:



— Oank iuchMa (mpustoskeHus Ne 5, Ne 6);
— OsaHk npukasa (npunoxenus Ne 7, Ne 8).

brnanku TOKyMEHTOB M3roTaBiuBaroTcs Ha Oymare ¢popmaroB A4 (210 x 297 mm), AS (148 x 210
MM). Kaxkaplii TucT TokyMeHTa, opopMiIeHHBIN Kak Ha OJlaHKe, Tak B 0e3 0JaHKa, T0JKEH UMETh
TIOJIS:

20 MM — JI€BOC;
10 MM — mpaBoe;
20 MM — BepxHee;
20 MM — HUKHEE.

Hcnonp3oBanue 01aHKOB IPOU3BOJILHOM GopMbl He pazpemaercs (mpuiioxkeHus Ne 3 u Ne 4).

3.2. OgopMmiieHHEe PEKBU3UTOB JOKYMEHTOB
ABTOp 1OKyMeHTAa

HaunmenoBanue [ocymapcTBeHHOe 001eo0pa3oBaTelibHOE YupexkacHHe PecrmyOnuku
Komn «CnernuanpHas (KoppeKInoHHas) mkoiaa-uaTepHaT Ne 11» a.I'oppkoBcKkasi yka3bIBaeTcs B
TouHOM cooTBeTcTBUU C¢ ycTaBoM ['OY PK «CnenmanbHas (KOppeKIMOHHAs) IIKOJa-MHTEpHAT
Nell» p.I'oppkoBckas. CokpalieHHOE HAMMEHOBaHNE MOMENIAETCS MO MTOJTHBIM HAMMEHOBAaHUEM
B CKOOKax.

HauMeHnoBaHME MODKHOCTH IIMIIa — aBTOpa JOKYMEHTa MCIOJB3yeTCs B OJlaHKax
JTOJDKHOCTHBIX Ml W pacrnonaraercss mnoj HamMmeHoBanueM [OY PK  «C(x)IIN  Nelly
n.l'oppkoBckasi. HamMeHOBaHHME JOKHOCTM JMLa — aBTOpa JOKYMEHTa YKa3bIBaeTCs B
COOTBETCTBUHU C HAMMEHOBAHUEM, IPUBEJACHHBIM B PACIOPSIANTEIIBHOM IOKYMEHTE O Ha3HAUEHUU
Ha JJOJDKHOCTB.

CnpaBoyHble JaHHbIE 00 OPraHU3alun

CmpaBounbie manHbie 00 ['OY PK «C(x)IIIM Nell» n.I'opbkoBCcKasi yKa3bIBarOTCS Ha
ONaHKax MUCEM M BKIIOYAIOT B ce0si: ajmpec, HoMep TenedoHna, pakc, aapec 3MEKTPOHHOHN MOYTHI,
a taxoke OKIIO, OI'PH, MHH u KIIIT opranu3zarmumu.

HaumeHnoBaHue BH/IAa TOKYMEHTA

HaumenoBanue Bujga pgokymeHta, coctaBieHHoro ['OY  PK  «C(x)IIIM  Nelly
n.I'opbKOBCKasi, JOMKHO OBITH OMPEIENICHO YCTaBOM (ITOJI0KEHUEM) U JTOJDKHO COOTBETCTBOBATH
HaVMEHOBAaHUSM BUAOB JOKYMEHTOB, penycMoTpeHHbIM OKVY I: akT, cripaBka, 3anucka, CBOJIKa,
OT3bIB, IIPOTOKOJI, CIIMCOK, W3BEIIeHHWE W Jp. PacnopsaurenpHple JOKYMEHTHI OpraHU3alMH
U3JIAI0TCA CO CIEAYIOIIMMY Ha3BaHUSAMU: IIPUKA3, PACIIOPSKEHHE.

HaumeHnoBanue BUJa M Pa3HOBHJIHOCTH JOKYMEHTa HE yKa3bIBaeTCsA B MHUChMax. MecTo
COCTaBJICHUS WJIM U3JaHUs JOKyMEHTa yKa3blBaeTcs Ha OnaHkax pokyMeHToB ['OY PK «C(x)ILN
Nell» n.I'opbkoBckasi, 3a UCKIIOYEHHEM OJIaHKOB TceM. HasBaHue JOKyMEHTa IedyaTaeTcs
MPOMUCHBIMU OYKBAMHU MOJTY>KUPHBIM HIPUPTOM.

/laTa 1o0KymMeHTa

JlaToli TOKyMeHTa SIBISETCS AaTa €ro NOANMCAaHUS (WU yTBEPKACHMS); I JOKYMEHTA,
MPUHUMAEMOT0 KOJUIETHAIBHBIM OpPraHoM (IpOTOKOJda), — Jara €ro 3acefaHus (NMpUHATUSA
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peleHus ), A aKTa — Jata cCoObITUS, s TOKYMEHTa, TPEOYIOIIEro ero yrBepkKIeHus, — AaTa ero
YTBEPKIACHUS.

I[J'ISI JAOKYMCHTOB, COCTABJICHHBIX OJHOBPCMCHHO HCCKOJIbKMMHW OpraHu3alusiMHu, I[ElTOfI
AOKYMCHTA ABJIACTCA AaTa IIOAIIMCAHUSA €TO MocjaeagHen OpFaHHBaHHCﬁ.

Jlata monmucaHuWs, YTBEP)KIEHHUS, COTJIACOBaHHMS JIOKYMEHTa, a TakXke JaThl,
colepXkaluecss B TEKCTe, AOMKHBI O(QOpMISATHCS HUPPOBBIM CHOCOOOM. JIEMEHTHI JaThl
MIPUBOATCS apaOCKUMH ITUGpaMU B OJHY CTPOKY B ITOCJICIOBATEIFHOCTH: JICHh MECsIa, MECHII,
TOJI.

Hamnpumep: 17.09.2019.
PerucrpaniuoHHbIi HOMEP TOKYMEHTA

Peructpanmonnsii HOMep — uudpoBoe wid OyKBeHHO-IM(ppoBOoe 00O3HAUYCHHUE,
MpUCBaUBaeMOEe JIOKYMEHTY MIPH €T0 PEerucTpaIuu.

PGFI/ICTpaI_[I/ISI JAOKYMCHTA MPOBOAUTCS IMOCJIC €TI0 MOAINMMCAHUA NI YTBCPIKACHU .

JIJis BHYTPEHHHX JTOKYMEHTOB — IPHKAa30B, MPOTOKOJOB — 3TO IMOPSIKOBBIA HOMEp B
npeeiax KaJeHIapHOTo Trojia Mo KaKIOMY BUIY WM Pa3HOBUIHOCTH JIOKYMEHTOB. B mpukazax
PETUCTPAIIMOHHBIA HOMEpP MOXKET JOMOJTHATHCS OYKBEHHBIM HWHAEKCOM, O0O3HAYAIOIIHM
Pa3HOBHIHOCTH (Hampumep: MpuKa3 mo ocHOoBHOW AestenbHOocTH oT 01.04.2021 Ne 253- OC;
mpuKa3 mo Ju4HoMy coctaBy ot 15.08.202021 Ne 22/nc, nmpuka3 o6 ormyckax oT 12.08.2021 Ne
42/0, mpuka3 o koMmaHaupoBkam ot 25.07.2021 Ne 25/k).

JI1st MCXOAIUX TOKYMEHTOB PETUCTPALIMOHHBIN HOMEDP COCTOUT:
1) U3 mopsAIKOBOro HOMEpA B Mpeiesiax MAaCCUBA OTIIPABIIsIEMOU KOPPECTIOHACHIUN;

2) ungekca naena B cooTBercTBUM ¢ HOMeHknaTypod nen ['OY PK «C(x)IIN Nell»
n.I'oppkoBCKas.

PerucrtpanimoHHsli HOMEp JOKYMEHTa, COCTABJIEHHOI'O COBMECTHO JBYMs M Ooliee
OpraHM3alUsIMU, COCTOMT W3 PEruCTPAlMOHHBIX HOMEPOB JOKYMEHTOB KaXKIOW U3 ITHX
OpraHM3alui, IPOCTABIISIEMBIX YE€PE3 KOCYIO YEPTY B MOPSIIKE YKa3aHUS aBTOPOB B JOKYMEHTE.

CcpbuiKka HA perucTpalMOHHbIN HOMeEP U ATy J0KYMEHTA

Ccpimka Ha perucTpallMOHHBIA HOMEp M JaTy JAOKyMEHTa BKJIIOYaeT B ce0s
PETrUCTPALIMOHHBI HOMEp U JIaTy AOKYMEHTa, Ha KOTOPbIN JOJKeH ObITh JaH oTBeT. CChliKa Ha
HOMEp M JIaTy JOKYMEHTa UCIOJIb3yeTcs NpH OQOPMIICHUM MHUCEM, SBISIOLIMXCS OTBETaMHU Ha
MOCTyNUBIIEE MUCBMO (3ampoc, npocbOy u np.). CBeAeHHs] B PEKBU3UT MEPEHOCITCS C
MOCTYIUBIIETO JTOKYMEHTA U COOTBETCTBYIOT PErMCTPALIMOHHOMY HOMEPY U J1aT€ MOCTYIHBILErO
JOKYMEHTA.

OrpaHuuuTeNbHas OTMETKA JIsl JAHHOTO PEKBHU3UTA MTPOCTABIISETCS B JIEBOW YacCTH OJIaHKa
MUChMa TI0JT PEKBU3UTOM «JIaTa» M «PETUCTPAIMOHHBIN HOMEP TOKYMEHTA.

Hanuyne maHHOTO peKBU3HMTA HCKIIOYAeT HEOOXOAWMOCTb YIIOMHHAHUS HOMEpa M JaThl
MOCTYMUBIIEr0 JOKYMEHTa B TEKCT€ MHCbMa, YTO OCBOOOXAAeT TEKCT OT CHpPaBOYHOM
UH(pOpMAaLIUH.

MecTo cocTaBJIeHUS WIH U3AHUS JOKYMEHTA

MecTto cocraBinenus (u3nanus) AokyMeHTa (a.I'oppkoBcKas) ykasblBaeTcsl B JOKyYMEHTaX,
M3rOTABIIMBAEMbIX HA OJaHKaX KOHKPETHBIX BUJIOB JOKYMEHTOB.



Axpecart

JIOKyMEHTBI aIpeCcyroT B OpPraHbl BIIACTH, OpPraHU3aluH, UX CTPYKTYPHBIE NIOAPA3IEICHHUS],
JOJKHOCTHBIM WM (PU3UYECKUM JINLIAM.

[Ipu anpecoBaHWM JOKYMEHTa B OpraH BIJIACTH, OPraHM3AIUI0 WU €€ CTPYKTypHOE
nojpaszenenue (0e3 ykazaHus TOJDKHOCTHOTO JIUIA) UX HAMMEHOBAHHE MUIIYT B UMEHUTEILHOM
najexe.

Hampuwmep:

MuHHCcTEpCTBO 00pa30BaHUs U HAYKH

Poccuiickoit denepannn

JlemapTaMeHT rocy1apCTBEHHOM MOJIUTHUKH B cepe
3aIUTHI [TpaB AETEH

IIpu HampaBiIeHUN JOKYMEHTA JOJDKHOCTHOMY JIMIY Ha3BaHUE OPTaHU3ALUU U €€ CTPYKTYPHOTO
NOJIpa3/ielieHNs YKa3bIBalOT B MMEHUTEIBHOM MaJeXe, a TOJKHOCTh U (haMuIMIo agpecarta — B
natenbHOM. MHUIMAJIBI CTABATCS MOCJIe (PpAMUJINM HE3aBUCHMO OT TOTO, KOMY aJIpECOBaH
JOKYMEHT — JIOJKHOCTHOMY JIMIY WK (PU3HUECKOMY.

+Hanpumep:
Muntpyan Poccun
JlemapTaMeHT yCJIOBHI1 M OXpaHbl TpyAa
HauanpHuKky oTA€na NOJUTUKYN OXpaHbl Tpyaa
NBanosoii 1.1.

WNnu Ha3BaHMe OpraHu3alliyd BXOJUT B HAaWMEHOBAHHE JOJDKHOCTH U odopmisiercs B
JATEIIbHOM MaJexkKe
Pexropy uncrturyra
NBanosou N..

[Ipu agpecoBaHWM TOKyMEHTa B HECKOJBKO OJHOPOJHBIX OpTaHU3AIMi WX Ha3BaHUS
CJIeTyeT yKa3bIBaTh 00OOIICHHO.
Hanpuwmep:
PykoBoauTesnsim 1ouepHUX OOIIECTB
'OV PK «C(x)[IN Nel1» n.I'oppkoBckas,
PYKOBOJIUTENSM YIPaBICHUN
PocapxuBa

JlomyckaeTcs LEHTPUPOBATh KaXKIYI0 CTPOKY pPEKBH3UTa «AJpecaT» MO OTHOUICHUIO K
CaMOW JIJIMHHOW CTPOKE.
Hanpumep:
OUHAHCOBOMY TUPEKTOPY
I'OY PK «C(x)ILIH Nel1» n.I'oppkoBckas
[Terpoy 1.U.
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B cocraB pekBu3nTa MOXKET BXOAMTH MOYTOBBIM aapec. DJIIEMEHThI MOYTOBOrO ajapeca
YKa3bIBAIOTCS B IOCIEJ0BATEIBLHOCTH, yCTaHOBIEHHOU [IpaBunamu okazaHus yciayr Mo4YTOBOM
cBa3u. [lpu agpecoBaHuu mnuchbMa B OPTraHHU3alMI0 YKa3bIBalOT €€ HAMMEHOBAaHUE, 3aTeM
MIOYTOBBIN aJpec.

Hampuwmep:

000 «Menunarpynna AxtuoH-Mudap»
Penaxuus Cucremsl Kanper
HoBommutpoBckas yi., 1. Sa, cp. 8

r. Mocksa, 127015

AJnpec He TpPOCTaBIsETCS HA JOKYMEHTaX, HAINpPaBISIEMbIX B IPaBUTEIbCTBEHHBIC
YUPEXKJICHUS U TIOCTOSIHHBIM KOPPECTIOHIEHTaM, B 3TUX CIIy4asiX MOTYT MPUMEHSATHCS KOHBEPTHI C
3apaHee HareyaTaHHBIMU aJIpeCaMH.

[Ipu agpecoBaHuu JOKyYMEHTa (U3UYECKOMY JHUIy HEOOXOIMMO YKa3bIBaTh (haMuIIUIO,
WHUIMABI, 3aTEM TIOYTOBBIN ajpec.

Hamnpuwmep:

NBanosy U.1.
Byteipckas yn., n.17, ks. 25,
r. Mocksa, 127015

JIOKyMEHT He JIOJDKEH COJIepKaTh OoJiee YeThIpeX aapecaToB, KaXIbIH 3K3EMIUISP TaKOTO
JIOKyMeHTa JoiikeH ObiTh monmucaH. CrnoBo «Komus» mepen BTOpBIM, TPEThUM, YETBEPTHIM
aZipecaTaMu He YKa3bIBaloT.

[Ipy HampaBieHUM NOKyMeHTa Oojiee 4yeM B YEThIpE aJpeca COCTABISIETCS CIHUCOK Ha
PaCCBIIKY, a Ha KaKJOM JJOKYMEHTE MPOCTABIISIETCS TOJILKO OJHMH aJpec.

['pud yrBepKaeHus TOKyMeHTa

YTBepxkAeHHE JOKYMEHTAa MPOU3BOJUTCA MPOCTABICHHUEM Trpuda yTBEPXKICHUS WU
W3JIaHUEM PACTOPSAUTENILHOTO JOKYMEHTa (B TeX cllydasx, KOorja TpeOyroTCsl JOMONHUTENbHBIC
MpEANUCAHUS U PA3bICHEHUS).

JIOKyMEHTBI YTBEPKIAIOTCS JUPEKTOPOM.

[Tonosxenust, mpaBuiia, MOPSAKU, JOTKHOCTHBIE HHCTPYKIIUU, HHCTPYKIIUU U JP. TOJJICKAT
YTBEPKIECHUIO TUPEKTOPOM U MPHUOOPETAIOT IOPUAUYECKYIO CHITY TOJIBKO C MOMEHTA UX
YTBEPKIACHUS.

['pud yTBEpkaeHUs MOMEIIAeTCsl B IPAaBOM BEPXHEM YTy MEPBOTO JINCTA TOKYMEHTA, COCTOUT
u3 cnoBa Y TBEPXJIATO (6e3 kaBbIueK), MOJIHOTO HAUMEHOBAHUS TOJKHOCTH JINIIA,
YTBEPKIAIOMIETO JOKYMEHT, €T0 JIMYHOU MOAMUCH, €€ paciiipoBKY (MHUIIUATIOB, (haMUITUN) U
JIAThl YTBEPKICHUS.

Hanpuwmep:
YTBEPXIAIO
Hupexrop I'OY PK «C(x)ILIN Nel1» a.I'opbroBckas
HOJINCH A.B. JIeBOB
17.09.2019

Jlonmyckaercsi B pekBu3ute «['pud yTBepKIeHHS JOKYMEHTa» HEHTPUPOBATH IIEMEHTHI
OTHOCHUTEJIBHO CaMOU JUIMHHOMN CTPOKH.
Hanpumep:
YTBEPX/AIO
Hupexrop I'OY PK «C(x)ILIN Nel1» a.I'opbkoBckas
HOJIINCH A.B. JIeBOB



17.09.2019
IIpu yTBEpKI€HNM TOKYMEHTA HECKOJIBKUMHU JOJKHOCTHBIMM JINLIAMH MX ITOJAIIMCH PACIIOJIaraloT
Ha OJTHOM YPOBHE.
[Ipu yTBepkKIeHUN JOKYMEHTa MMOCTAHOBICHUEM, PELICHUEM, IPUKA30M, IPOTOKOJIOM Ipu
yTBepkaeHus coctout u3 cinoa Y TBEPXJIEH (-A, -O, -bl), HaumeHOBaHUS yTBEPKAAIOIIETO
JOKYMEHTAa B TBOPUTEIBHOM NAJEXKE, €T0 AAThl, HOMEpA.
Hampuwmep:
YTBEPX/EH
[Iporokonom oOuiero coopanus
cotpyaaukoB ['OY PK «C(x)IIIN Nel1» a.I'opbroBckas
17.09.2019 Ne 32
WIn
YTBEPX/IEHO
npukazom ['OY PK «C(x)IIIN Nel1» a.I'oppkoBckas
17.09.2019 Ne 32
Cmosa YTBEPX/IEHO n YTBEPXK/IEH B npuitokeHusIX COraacyrTcs B pOAE U YHUCIIE C BUIOM
yTBepxkaaeMoro gqokymenra: nonoxenne — Y TBEPXX/IEHO, nactpykumus — YTBEP)XX/IEHA.
Brocuth kakue-nu60o n3MeHeHus 1 100aBJIeHUs B MTOANMKUCAHHbIE (YTBEPXKIEHHBIE) TOKYMEHTHI
0e3 pa3pelieHus JIMia, MOAMUCABIIET0 JOKYMEHT, HE JI0MYyCKaeTCsl.
OTBETCTBEHHOCTH 332 KAYECTBO NOATOTOBKHA JOKYMEHTOB U JOCTOBEPHOCTH COJAEPIKAIIMXCS B HUX
JAHHBIX BO3JIaraeTcs Ha JIMLA, MOATOTOBUBIINE, 3aBU3UPOBABIINE U OANKMCABIINE JOKYMEHTHI.

3aro/10BOK K TEKCTY
3arojioBOK K TEKCTY BKIIOYAET B ce0si KpaTKoe COJACp)KaHHE TOKYMEHTa, €ro OCHOBHYIO
CMBICIIOBYIO HAarpy3ky. 3arojioBok dopmynupyetcs ¢ mpenigorom «O» («O0») u oTBeuyaeT Ha
BOIPOC «O 4eM?»:
— mpuka3 (0 yeM?) 0 CO3/1aHUU aTTECTAIlMOHHON KOMUCCHUU;
— npuka3 (0 yem?) 00 yTBEp)K/IEHUHU IITATHOTO PACIIMCAHUS,
— UchbMO (0 ueM?) 0 MpeIoCTaBICHUH HHPOPMAIUH.

3aroyioBOK COCTaBIIET UCIIOJIHUTENb TOKYMEHTA. 3aroj0BOK K TEKCTY 0(opMIIsSeTCs Mo
peKBU3UTaMU OJaHKa cJieBa, OT IPAHUIIBI JIEBOTrO Nojsl. Eciu TeKCT 1oKyMeHTa He MpeBbIIIaeT
YeTBIPEX-TISITH CTPOK MIIH oopmileH Ha O6iaHke popmaTa A5, 3aroIOBOK MOKHO HE YKa3bIBaTh.
3aro0BOK JOKYMEHTA 3alMCHIBACTCS MIPH €r0 PETUCTPAIIMHA B COOTBETCTBYIOIIHE
perucTparoHHbsie GOpMBI: KaPTOUKY, 0a3y JaHHBIX.

Texcr f1oKyMeHTa

TeKkCT JOKyMEHTa COCTaBIAECTCS HA PYCCKOM S3bIKE KaK TOCYJAapCTBEHHOM SI3bIKE
Poccuiickoit depepanuu. TeKCT AOKyMEHTa M3JIarae€Tcsi PYCCKUM JIMTEPATYPHBIM SI3BIKOM C
y4eTOM OCOOCHHOCTEW OQUIIMATBHO-IEIOBOTO CTWIIS, BHJAA JIOKYMEHTa M €ro Ha3HadeHHUs B
yhpaBlieHYeckoil nesrenbHocTU. CopepaHue IOKYMEHTa JIOJDKHO OBITh H3JI0KEHO KpaTKo,
JIOTUYHO, TOYHO U SICHO.

TeKCThI JOKYMEHTOB U3JIAratoOTCs:
oT 1-TOo nuIa €AMHCTBEHHOTO YKciia B JOKYMEHTax (MpUKa3, pacropsbDKeHUe u T. J.) JUPEKTopa,
JNEUCTBYIOIIETO HA TPUHLOMIAX €JAWHOHAYadusd, a TakKXKe JIOKYMEHTaX, aJpEeCOBAHHBIX
PYKOBOJICTBY OpPraHM3allMU: IPUKA3BIBA0... MOATOTOBUTh M NPEIACTABUTh HA PAaCCMOTPEHUE;
MIPOIITY PACCMOTPETH BOMPOC 00 YCTAHOBJICHHUH JILIOTHBIX TapU(QOB...;
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3-ro JHIa €JUHCTBEHHOTO YUCIa B JJOKYMEHTAX KOJUJIETHAJIbHBIX OPTraHOB: KOMHCCHSI pelIuia...;
I'OY PK «C(x)IM Nell» n.I'oppKOBCKast HE CUMTAET BO3MOKHBIM...;

1-ro nuIla MHOKECTBEHHOTO YKCJIa B COBMECTHBIX JOKYMEHTaX: MPOCUM MPEACTABUTH JaHHBIC
0...; IPEACTABJISIEM Ha PACCMOTPEHUE U YTBEPKJICHHUE...;

3-T0 JHIla MHOXXECTBEHHOTO YKCia B MPOTOKOJIAX: CIYIIAIH, BRICTYIIIN, TOCTAHOBUJIH, PEIIHIIU.

B nokymeHTax, ycTaHaBIMBAIOIIMX MpaBa U 0OS3aHHOCTU OpraHU3AIluH, €€ CTPYKTYPHBIX
nojipasfielieHni (MoJIoKEeHHe, UHCTPYKIUS), a TaKKe COAEp alluX OMHCaHHe, OIEHKY (haKTOB
WIN BBIBOJBI (aKT, CIpaBKa), UCIOIb3yeTcs (GopMa H3JI0KEHHs TEKCTa OT TPEThEro Juila
€MHCTBEHHOTO WJIM MHOXXECTBEHHOTO uHclia («OTHEN OCYIIECTBISIET (DYHKIMU», «B COCTaB
00BbEIMHEHUS BXOJIATY, KKOMUCCUS YCTAHOBUIIAY ).

B Tekcte nOKyMEHTa, MOJArOTOBJICHHOTO Ha OCHOBAaHUM 3aKOHOJATEIbHBIX, HWHBIX
HOPMAaTUBHBIX IIPAaBOBBIX aKTOB, U3JaHHBIX OpraHaMU BJIACTHU U YIPABJICHUS, JOKYMEHTOB, paHee
W3IaHHBIX OpPraHOM BJACTH — aBTOPOM JIOKYMEHTa, YKa3bIBaeTCsl HAMMEHOBAaHHUE BHA
NOKYMEHTa, HaUMEHOBAaHUE OpraHa, M3/1aBIIETO JOKYMEHT, JaTa MPUHITUS WU YTBEPKIACHUS
JOKYMEHTA, €r0 PErUCTPAllMOHHBIN HOMEp, a TAK)KE 3aroJ0BOK K TEKCTY WJIM HAMMEHOBAaHUE BUAA
JIOKyMEHTa, HallpuMep:

«B cootBercTBHM ¢ nocTaHoBieHueM [IpaBurensctBa oT 13.08.1997 Ne 1009 «OO6 yTBepkaeHun
[IpaBus MOATOTOBKM HOPMATHUBHBIX IMPABOBBIX aKTOB (efepabHbIX OPraHOB HCIIOJHUTEIHLHOU
BJIACTU U UX TOCYAAPCTBEHHON PETUCTPALIUNY;

«B coorBerctBuM ¢ IlosokeHMEM O TOCTOSSHHO JEHUCTBYIOIIEH SKCIEPTHOM KOMHCCUU
YUpEXKICHUS, OpTraHnu3aluy, IPEANpUITHs, YTBEPKICHHBIM ITpuka3zoM PocapxuBa ot 19.01.1995
No 2..».

Ecnm TeKCT coaepKUT HECKOJIBKO MOPYUYEHUM, PEIICHHH, BHIBOJIOB, B TEKCTE BBIACISIIOTCA
pasnensl, MoApa3ieibl, MyHKTHI, TOAMYHKTHI.

B TekcT mokymeHTa MOTYT BKIFOUaThCsl parMeHThbl, 0pOpMIICHHBIE B BUIE TAOJIUIIBI UITU
AHKETBHI.

CTpaHUIIbI TEKCTa HYMEPYIOTCS apaOCKUMU I paMu mocepeIuHe BEPXHETo MOJIsl.

B nucbMax uCnonb3yroT cienyronme GopMbl H3JI0KEHUS:

—OT TEpPBOTO JIMLa MHOXKECTBEHHOIO 4Yucia («IpOCHUM HalpaBUTh», «HAIpaBlsieM Ha
paccMoOTpeHHe»);

— MIEPBOTO JUIA €UHCTBEHHOTO YKCIIa («CUUTAK0 HEOOXOAUMBIMY, «IIPOIIY BBIACIUTHY);

— TpeThero Jauua equHcTeeHHoro uncia («O0O0 He Bo3paxkaeT», «OOO cunTaet BO3MOKHBIMY).

OTMeTKa 0 IPUIIOKEHUH

Ecin [OKyMEHT HMMEET NPUIIOKEHHS, Ha3BaHHblE B TEKCTE, TO OTMETKA O HHUX
odopmIIeTCs 1O caeayroIiei popme:
[Ipunoxenue: Ha 10 1. B 3 3K3.
Ecnu npunoxeHus B TEKCTE HE Ha3BaHbl, TO HEOOXOAMMO MEPEUNCIUTh UX HAa3BaHMUS,
KOJIMYECTBO JINCTOB U 3K3EMILIIPOB KaXJI0TO.
[Ipy HAIMYKMKY HECKOJIIBKUX MPHUIIOKEHUN OHU HYMEPYIOTCS:
[Ipunoxxenus: 1. [lITaTHOE pacnucaHue... Ha 4 1. B 3 5K3.

2. CmeTa pacxo/oB... Ha 4 1. B 3 7K3.

Ecnu npunoxenus cOpoIIopoBaHbl, KOJHYECTBO JUCTOB HE YKA3bIBACTCH.
Ecnu k ToKyMeHTy mpuiiaraeTcsi Apyroi 10KyMEHT, TaKkKe UMEIOIIUNA MPUIIOKEHHE, OTMETKY O
HaJIMYUU TPUIOXKEHUS 0QOPMIISIOT CIEAYIOIUM 00pa3oM:
[Tpunoxenwue: nucemo Pocapxusa ot 05.06.2003 Ne 02-6/172 u npunokeHue K HEMY, BCEro Ha 3
I
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Ecnu npunoxxenueM sBisieTcsi 000COOIEHHBIN 3JIEKTPOHHBIA HOCUTENb (KOMIAKT-TUCK,
usb-cdiem-nakonuTeNb W Ap.), OTMETKY O HAIMYHAU MPHIOKECHUS O(OPMIIIOT CIETyIONIM
o0OpazoM:

[Tpunoxenue: CD B 1 3Kk3.

[Tpu 5TOM Ha BKJIaabIIIe (KOHBEPTE), B KOTOPHIN MOMEIIAETCS HOCUTENb, YKa3bIBAIOTCS
HAaUMEHOBAaHUS JTOKYMEHTOB, 3alIMCAaHHBIX HA HOCUTENb, UMEHA (haiisIoB.

[TpuiosxeHus TOJKHBI 0QOPMIIATHCS Ha CTAaHAAPTHBIX JUCTaX U UMETh BCE HEOOXOUMBIE IS
JOKYMEHTOB PEKBU3HUTHI (HAMMEHOBAHHE, 3ar0JIOBOK, TIOJIMMCH PYKOBOAUTENEH TIOIpa3IeIeHHIH,
OTBETCTBEHHBIX 32 UX COJIEPKAHHUE, OTMETKY O COIJIACOBAHUU U T. [1.).

Ha npunoxeHnu K pacropsIuTeIbHOMY JOKYMEHTY B IPAaBOM BEPXHEM YTJy CTaBUTCSI OTMETKA C
yKa3aHUEM Ha3BaHUsSI pACIIOPSAIUTEILHOTO JOKYMEHTA, €r0 JaThl U PErUCTPALMIOHHOTO HOMEDA.

Hampuwmep:

ITpunoxxenne Ne 2
k npuka3zy ['OY PK «C(x)[IIN Nel1» a.I'oppkoBckas
ot 17.09.2019 Ne 11
HaumenoBanue Bua 10KyMeHTa — IPUIIOKEHUS (IIEPBOE CIIOBO 3aroJI0BKa MPUIIOKEHNUS)
BbIICIIIETCS IPONUCHBIMU OykBamH, nonyxupHbsiM mpudrom (IIOJJIOKEHUE, IIEPEYEHD,
CIIMCOK u T. 1.).
Homyckaercst Beipaxkenue «[IPUJIOKEHUE Noy neyataTh mponucHBIMU OyKBaMU, a TaKXKe
LEHTPUPOBATH 3TO BbIpaK€HUE, HAUMEHOBAHUE JOKYMEHTA, €ro AaTy U PeruCTPalliOHHBI HOMED
OTHOCHUTEJIBHO CaMOM JYIMHHOM CTPOKH.
Hanpuwmep:
I[MPUJIOXXEHUE No 2
k pukazy 'OY PK «C(x)IIN Nel1» n.I'opbkoBckas
ot 17.09.2019 Ne 145

I'pud cornacoBanusi IOKyMeHTA
Buemrnee cornacoBanue oopMIISIETCs COOTBETCTBYIOUTUM TpUBOM.
I'pucd cormacosanus cocrout u3 cinoa COI'JTACOBAHO (6e3 kaBbIuek), JOHKHOCTH JIUIIA,
KOTOPBIM COTJIACOBAaH JOKYMEHT (BKJIIOUass HANMEHOBAHUE OPTaHU3AIIUN ), €70
COOCTBEHHOPYYHOU MOMUCH, UHUITMAIOB, (paMUINU, 1aThl COTJIACOBAHMUS.

Hanpuwmep:
COTI'JTACOBAHO
®dunancoBbiit gupexkTop OO0 «Anbda
IOJITUCH N.N. Ilerpos
17.09.2019

Ecnu cornmacoBanne mpoBOIUTCS ¢ KOJUIETHATBFHBIM OPTaHOM MJIH TTOCPEJICTBOM MHChMa, TO TpUQ)
corjaacoBaHus 0popMIIseTCs CIETYIOUUM 00pa3oMm:

Hanpuwmep:
COI'JTACOBAHO
OO61muM cobpaHueM COTPYIHUKOB
'OV PK «C(x)IIM Nel1» n.I'oppkoBckas
(mpotoko:n ot 29.08.2019 Ne 1)
['pudsl cormacoBaHusi MOTYT pacmojiaraTbCsi Ha OTACIBHOM JIMCTE COTJIACOBAHHS, €CIIH
COJIep)KaHWE JIOKYMEHTa 3aTparuBacT WHTEPEChl HECKOJNBKHX opraHu3anuii. Ha moxymeHTe
nenaercs oTMeTKa «JIUCT corliacoBaHus PUIIaracTcsi».
Bremnee coriacoBaHne B 3aBHCHMOCTH OT COJIEPKAHHUS JOKYMEHTAa OCYIIECTBIISICTCS B
CIEIYIOLIEH OUYEPETHOCTH:
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—CO CTOPOHHUMH OpraHM3allsIMH, KOTJa OHHU BBICTYMAIOT 0O0S3aTENbHON CTOPOHOM B
IIPAaBOOTHOILIEHUSAX, BO3HUKAIOIIMX BCIIECJCTBUE W3JIaHUS JOKYMEHTAa, WJIH KOIJa COJEpkKaHHUe
JOKYMEHTa 3aTparuBaeT UX UHTEPECHI;
— OOIIECTBEHHBIMH ~ OpPTaHM3alMsIMH — B CIy4asX HEOOXOAMMOCTH WIM B CiydYasx,
MPETYCMOTPEHHBIX MOJIOKEHUSIMU 00 3TUX OpraHU3aIUsX;
— OpraHamH, OCYIIECTBISIOIIMMU TOCYAapCTBEHHBIN HAJIBEIOMCTBEHHBIM KOHTPOJb (Haa30p) B
oTpesieNIeHHOM 001acTh (IKOJIOTMYECKHA, TOKAPHBIN U T. 11.);
— BBILIECTOSIIIMMU OpPraHU3ALMAMU — B CIIy4asiX, KOrJa 3aKOHOAATEIbCTBOM MPEyCMaTPUBAETCS
BO3MOXHOCTb ~ COBEPIICHMSI YNPABICHYECKUX JIEUCTBUA TOJBKO C Pa3pellieHuss 3TUX
OpraHu3aIuu.

Bu3za cornmacoBanus J0OKyMeHTa
Busbl cornacoBaHusl JTOKYMEHTa — PEKBU3UT JOKYMEHTA, YKa3bIBAIOLIMN Ha COIVIACHE WIH
Hecornacue goikHocTHoro ymna I'OY PK «C(x)ILIM Nell» n.l'oppkoBckas ¢ copepkaHHUEM
MIPOEKTa JOKyMEHTa (Jajiee — BU3a).
Buza BkiIO4aeT JOJDKHOCTH JIMIA, BUSHPYIOUIETO JOKYMEHT, MOJIUCH, paciiu(poBKY MOIIUCH
(nHUIMATEL, PaMUINIO) U AaTy BU3UPOBAHUS.

Hamnpuwmep:
DUHAHCOBBIN TUPEKTOP
JInunasg moamuce N.A. IletpoB
17.09.2019

Odopmiennas TakuM o0O0pa3oM BH3a O3HAYaeT COrJlacMe JIOJDKHOCTHOTO JIMIA C
COJIEpXKaHUEM JIOKYMEHTA.

[Tpu HanmuuuK 3aMeYaHUi 10 TOKYMEHTY BU3Y O(OPMIIAIOT CIEAYIOINUM 00pa3oM:
3amedaHus IPUIIararoTcs
DUHAHCOBBIN TUPEKTOP
JInunag moamuce N.A. IletpoB
17.09.2019
JIOKyMEHT BHU3UPYETCSl HUCIIOJHUTEIEM W 3aMHTEPECOBAHHBIMU B JOKYMEHTE JOJKHOCTHBIMU
JTULAMH, TUPEKTOPOM.
3ameuaHus JOJKHBI OBITh MpPEICTaBIEHbl HA OTIEIBHOM JIHCTE, KOTOPBIM MOAMHCHIBAIOT,
JATUPYIOT U MPUJIAraloT K TOKYMEHTY.
Ha nokymente, noanmuaauk kotoporo ocraercs B ['OY PK «C(x)IIMA Nell» n.I'opbkoBckasd,
BU3bI TPOCTABIIAIOT B HIKHEH YacTH OOOPOTHOM CTOPOHBI MOCIEAHEro JIMCTa MOUIMHHUKA
JIOKYMEHTA.
Ha pokymeHTe, MOJJIMHHUK KOTOPOTO OTIPABISIIOT M3 OpPTraHM3aldM, BU3bl MPOCTABISIOT B
HUKHEHN Y4acTH JINLIEBOW CTOPOHBI BTOPOI0 IK3EMIUISIPA OTIPABISAEMOrO T0KYMEHTA.
Bo3moxHO odopmieHne BU3 JAOKYMEHTa Ha OTIEIbHOM JIUCTE coryiacoBaHus. Jlomyckaercs
MOJINCTHOE BU3UPOBAHKE IOKYMEHTA U €r0 MPUIIOKEHHUS.
Ecnu B mpouecce BU3MPOBAaHUS B MPOEKT JOKYMEHTA BHOCSTCS CYIIECTBEHHbIE U3MEHEHUS, OH
MOJUIEKUT TIOBTOPHOMY BM3HpoBaHMIO. [IOBTOpHOE BH3MpOBaHME HE TpeOyeTcs, eciau mpu
J10paboOTKE B MPOEKT JOKYMEHTA BHECEHBI YTOUHEHUS, HE MEHSIIOLINE €T0 CYTH.

ITommuce
B cocraB pekBusura «llognuce» BXOJAT: HAaUMEHOBAHUE JOJDKHOCTH JIMIIA, MOAMUCABILIETO
JOKYMEHT (TIOJTHO€, C yKa3aHMEM Ha3BaHMsI OpPraHu3alllH, €ClIH JTIOKYMEHT o(opMJieH He Ha
OlaHKe, M COKpAalllEHHOe — Ha JOKyMeHTe, O(opmMIIeHHOM Ha OJaHKe); JUYHAas MOJIHUCH;
pacmudpoBKa MOANUCH (MHUIHAIBL, (haMUIINA).
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Hanpuwmep:
OUHAHCOBBIN JUPEKTOP JUYHas MOAIUCH N.N. Ilerpos
B noxymMmeHTax, MoAroTOBIEHHBIX KOMUCCHEH, YKA3bIBAIOTCS HE JOJKHOCTHU MOANMCABIINX
JIMILL, @ UX 00513aHHOCTU B COCTaBE KOMUCCHH.

Hampuwmep:
NpeaceaaTeslb KOMUCCUU JIMYHAsA HOAINCH N.0. damunus
YJIEHBI KOMHUCCUH JINYHASI TOIHUCH HN.0. damunus

JIMYHAsA HOAIUCH N.0. Gamunus

[Ipy noamucaHuyM JOKYMEHTa HECKOJIBKMMH JIOJPKHOCTHBIMH JIMIIAMHA WX TOIIUCH

pacrnojiaraloT OJIHy IMOJ APYrod B IIOCIEA0BATEIIBHOCTH, COOTBETCTBYIOIIEH 3aHHMMAaEMOMU
JIOJDKHOCTH.

Hampuwmep:
Jlupexrop JIMYHAas MOAINUCH N.0. Gamunus
DOUHAHCOBBIN TUPEKTOP JIMYHAsA HOAIUCH N.0. Gamunus

HpI/I InoAINnuCaHnu JOKYMCHTA HCCKOJBKMMH JIMIOAMH PABHBIX ,Z[OJI)KHOCTeI\/'I, HUX IOAIIMCH
pacmojararoT Ha OJHOM YPOBHC.

Hamnpuwmep:
DUHAHCOBBIN TUPEKTOP KommMmepueckuii TupexTop
JIAYHAs N.O. ®amunus JIAYHAs N.O. ®amunus
MOANHUCH MOANHUCH

Ecau nomxHOCTHOE JIMo0, IIOAIIUCh KOTOPOIr'o 3aroToBJICHA Ha ITPOCKTC NOKYMCHTA, OTCYTCTBYCT,
TO JOKYMCHT JOJIKCH IMOANMHCBIBATHCA JIMITOM, UCITOJIHATOIINM €TO 065[33.HHOCTI/I, nIn €1ro
3aMCCTUTCIICM.

He AOITYCKACTCA IMOAITMCAHUC JOKYMCHTOB C IIPCIJIOTIOM «3a» UJIH ITPOCTABJICHHUC KOCOM YCPTHI
nepca HaMMCHOBAHHUEM NOJIDKHOCTH.

OT1MeTKa 00 3JIEKTPOHHOM NMOANINCH
OtmeTKa 00 AJIEKTPOHHOM MOAMUCH BKIIOYaeT: Pppazy «{oKyMeHT moamucaH 3IeKTPOHHON
MOJNUCHIO», HOMEp cepTU(HKATa KIt04a 3JEKTPOHHON NOJMUCH, (aMUIIHIO, UMSI, OTYECTBO
BIIaJIeNblia cepTUdUKaTa U CPOK ACHCTBUS cepTU(HKaTa KITH0Ya SJIEKTPOHHOMN MOITUCH.
Hanpuwmep:
JOKYMEHT
@ [NHOAITMCAH
DIEKTPOHHOU
[MOAITNCBIO

Ceptudukar lall11aaa0000000011

Bnanenen UBanosa Anna IleTpoBHa

HetictBurenen ¢ 01.12.2014 mo 01.12.2020
OrMeTrka 00 DOJIEKTPOHHOM TONMHUCH JOHKHA COOTBETCTBOBATH MECTy  pa3MeElleHUs
COOCTBEHHOPYYHOU TOMINUCHA B AHAJTOTHYHOM JOKYMEHTE Ha OyMaXHOM HOCHTENe. DIEMEHTHI
OTMETKH JIOJKHBI OBITh BHIIMMBIMU U YATAEMBIMU U HE JOJDKHBI TIEPEKPHIBAThH AJIEMEHTHI TEKCTa
JIOKYMEHTA U APYTHUE OTMETKU 00 3JIEKTPOHHOU MOANMUCH (TIPH HAIUYHUN).

IleuaTn
OTTHCK mnedaTu 3aBepsieT MOJJIMHHOCTh MOANUCH JOJDKHOCTHOTO JIMIIA Ha JIOKYMEHTax,
YAOCTOBEPSAIOIIUX MpaBa Jinil, GUKCUPYIOUTUX (aKThl, CBA3aHHbIE C (PMHAHCOBBIMU CPEJCTBAMH,
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a TaKKe Ha MHBIX JIOKYMEHTaX, MpPeayCMATPUBAIOIIUX 3aBEPEHUE TMOJIMHHON TOIIUCH.
JoxymenTtsl 3aBepstoT neyateio I'OY PK «C(k)ILU Nel1» a.I'opproBckasi.

[TeuaTs mpocTaBisieTcs Ha CBOOOAHOM OT TEKCTa MECTE, HE 3aXBaThIBas JIMUHON MOAMUCH
JOJKHOCTHOT O JIUIIA.

OT1MmeTKka 00 HCTIOJIHUTEJIE

OTmeTka 00 NCIIOTHUTENE BKIIIOYAET B c€0s1 (paMIIINIO, UMsI, OTYECTBO MCIIOIHUTENS TOKYMEHTA,
HOMep ero TenedoHa.

OTMeTKy 00 UCIIOJTHUTENE PACIOoiaraloT Ha JIUEBOW UM 00OPOTHOW CTOPOHE MOCIEIHETO JTUCTA
JOKYMEHTA B JIEBOM HM>KHEM YTIIy.

Hampuwmep:

NBanoBa luHa 1BaHOBHA

8 (495) 994-94-94

OTtMeTKa 0 3aBepeHUN KONIMHU

Komnuu ¢ 1oKyMEeHTOB BBIIAIOTCS C pa3pellieHns pyKOBOAUTENEH CTPYKTYPHBIX MOApa3IeIeHUN U
TOJIBKO C T€X JOKYMEHTOB, KoTopble OblM u3sanbl B ['OY PK «C(x)IIN Nel1» a.I'oppkoBckas u
KOTOpBIE KacaroTCs CIIYKEOHOU AesITEIbHOCTH IaHHOTO CTPYKTYPHOTO TTOIpa3ICICHHUS.

[Ipu BeIIaYe KOUU JOKYMEHT BOCIpou3BoaAUTCs MONHOCTRIO (651aHk ['OY PK «C(x)IIN Nell»
n.I'opbKoBCKasi, HOMep, 1aTa, COAEPKaHuE U T. [I.).

B npaBom BepxHeM yriry konuu nuiiercs ciaoBo «Komusiy. [Ipu Beiiaue Komuu ¢ KOMUU CIIeIyeT
nucath «Komus ¢ komum.

Ecam xonus my1st BHyTpeHHEro MOJIb30BaHMs, TO JJIs 3aBEpEeHUs HUXKe pekBu3uTa «I[loamuce»
MPOCTABIISIOT 3aBEPUTETHLHYIO HAAMUCH: « BepHOY; JOMKHOCTD JIHIIA, 3aBEPSIIOIIETO KOIHIO;
JUYHYIO MOJANKCH; pacIIU(PPOBKY MOAMHUCH (MHUIIUABI, (PaMUIIHIO); 1Ty 3aBEPEHUSI.

Hamnpuwmep:
Bepno
Jlenonpounspoautenb/ CIeHaINCT 110
Kaapam
JIngHasg moanuch B.B. Banosa
10.09.2019

Ecnu xonus BeIgaeTcs U1 NPEACTABICHUS B IPYTYI0 OPTaHU3aLUI0, TO OTMETKA O 3aBEPEHUH
KOIIMH JIOTIOJIHSIETCS] HAIITUCBHIO O MECTE XpaHEHUs TIOKYMEHTa, C KOTOPOro Oblia H3rOTOBJICHA
KOIIHsI, U 3aBEPAETCA N1€YaThI0 OpraHUu3aluu.

Hanpuwmep:
[Hognmuuauk nokymenta Haxoautcs B 'OY PK «C(x)ILIN Nel1» n.I'opbkoBckas B nene Ne 12-x 3a
2013 rogn.
JI71st mpocTaBieHNsI OTMETKH O 3aBEPEHUM KOTIMU MOXKET MCTIOIb30BATHCS MITAMII.

OTMeTKA 0 MOCTYIJIEHHH TOKYMEHTA
ColepXHUT ATy MOCTYIJICHUS JOKYMEHTa, a TAaK)KE €ro BXOIAIIMN PEruCTPAIlMOHHBIN
HoMep. [Ipu HEOOXOUMOCTH B OTMETKE MOXKHO yKa3aTh BpeMsl MOCTYILICHUS B YacaX U MUHYTaX
U CTIOCO0 JTIOCTAaBKH TIOKYMEHTA.
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Otmetrky o mnoctymiaeHun gokymeHta B ['OY PK «C(x)[IM Nell» p.I'oppkoBckas
MIPOCTABJISIIOT B BUJE IITAMIIa WA OT PYKU B HMKHEH YacTH JIMIIEBOM CTOPOHBI MEPBOTO JIMCTA
JIOKYMEHTA WJIM Ha €ro 00opoTe.

Hampuwmep:
I'OY PK «C(x)IIM Nelly
n.I'opbpkoBCKas
11.09.2019 Ne 23
13 4 40 Mmun
Pe3onronus
B cocraB pesomonuu A0MKHBI BXOAUTH CIEAYIOIIME SJIEMEHTHI: (haMuIiusl, UHHUIMAIbI
UCTIONIHUTENS  (MCTHOJMHUTENEeH), coaepkaHue mopydeHus. [Ipm HeoOXOAMMOCTH — CpOK
WCIIOJTHEHUS1, TOANKCH JIUI[A, BBIHECIIETO PE3OIIOLHUIO, 1aTa PE30TIOLIHH.
Hampumep:
Cwmupnosoii 1.0.

[Ipomry noAroTOBUTH MPOEKT

norosopa ¢ OO0 «Jlom mebenn»

Kk 22.10.2019

JInunag moamuce

10.09.2019

[Ipy HanuuuM B PE3OJIOUMHA HECKOJBKUX HCIOJHHUTENEH YKa3bIBA€TCSI OTBETCTBEHHBIN
HCTIOJIHUTEINB (KaK MPaBUIIO, 3TO JIUII0, HA3BAHHOE B PE3OJIIOIMHU ITEPBBIM).

Ha nmokyMeHTax, He TpeOyONIUX IOMOJHUTEIBHBIX YKa3aHHH IO HWCIOJHEHHIO W HMEIOIIHNX
TUIOBBIE CPOKH MCIIOJHEHHS, B PE3OJIONUU YKA3bIBAETCA HCIOJIHUTENIb, MOJMNNCH aBTOpPA
PE30JIIOLINH, J1aTa.

Pe3omronusi, kak MpaBuio, MUIIETCS OT PYKH PYKOBOJMTEIEM Ha IMOJJIMHHUKE JOKYMEHTa Ha
CBOOOJIHOM OT TEKCTA MECTE.

OTMeTKa 0 KOHTpOJIe

OtmeTKa 0 KOHTpoJie 0003HAYaeT, YTO JOKYMEHT IMOCTaBJIeH Ha KOHTPOJb. OTMETKY O KOHTpOJIC
3a UCTIOJIHEHHUEM JIOKYMEHTa 0003HauaroT mramMnoM « KoOHTposib» Ha BEpXHEM MoJjie JOKYMEHTA.
Kontposnto moanexar Bce 3aperucTpupoBaHHbIE JOKYMEHTBI, TPEOYIOITUE UCTIOJIHEHHUS.

CpoKu UCTIONTHEHUS JOKYMEHTA YCTAaHABIMBAIOTCS B COOTBETCTBUH CO CPOKaAMU, 0003HAYCHHBIMU
3aKOHO/IaTEJIbCTBOM, opraHu3aluen, HarpaBHUBIICH opy4yeHue Wi npock0y,
pacropsIANTENHHBIM IOKYMEHTOM UJTH PE30JTIOLIUEH TUPEKTOpa.

Cpoxk npocTasisieTcsi B popMe AaThl 3aBEpIICHUS UCTIOTHEHUS.

OTMeTKa 0 HANIPpaBJICHUHU JOKYMEHTA B 1€J10

OtmeTKa 00 UCTIOJTHEHUU JIOKYMEHTa M HallpaBJCHUH €ro B JIEJ0 BKIIIOYAET B ceOsl cleayrolue
naHHble: ¢pasy «B gemo», MHAEKC JAena MO HOMEHKIAType Jell, B KOTOpOoe IOMelaeTcs
JOKYMEHT Ha XpaHEHHe, C YKa3aHUEeM rojia, JOJDKHOCTH JIMIA, O(pOPMHBILETO OTMETKY, MOAIMNCH,
JaThI.

Hanpuwmep:

B nemo Ne 01-19 32 2019 .

@UHAHCOBBIN TUPEKTOP

JIngyHasg moanuch 10.10.2019

OTMeTKa O HalpaBlICHUHU JOKYMEHTA B JE€JI0 MOXET JOMOIHATHCA KPATKUMHU CBEICHUSIMU
0 XapaKkTepe UCIOJHEHHUS JOKYMEHTA.
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3.3. OcoGeHHOCTH OATOTOBKYU U 0(hopMJIeHUS OTAEIbHBIX BUAOB JOKYMEHTOB
IIpuka3s
[Ipuka3 — npaBoBOM akT, U3JAaBA€MbI AUPEKTOPOM JUISl PEIICHUS OCHOBHBIX M ONEPATUBHBIX
3amad, crosmux nepen 'OY PK «C(x)IIM Nell» a.I'opskoBckas (mpuinoskerue Ne §).
[Ipuka3 MoxkeT OBITh HW3JaH JIMIIOM, WCHOJHSIOMIKUM OOS3aHHOCTH AUPEKTOpa B Clydae ero
OTCYTCTBHUSI.
B mpukaszax 1mo OCHOBHOWM [€ATEIbHOCTH PEIIAIOTCS BOMPOCHI, XO3SIMCTBEHHOW, (DMHAHCOBOMA
JeSITEIbHOCTH, TUNTAHUPOBAHUSI, OTYETHOCTH U T. TI.
[Ipukassl opopmisitorcs Ha Onanke ['OY PK «C(x)IUM Nell» p.lopekoBckas. Ilepemaua
MIPUKA30B, UX KONMUWA pabOTHUKAM CTOPOHHUX OPraHU3alMi JOMYCKAEeTCs TOJNBKO C pa3peIieHHUs
nupektopa. [IpoekTsl Mpuka3oB pa3pabaThIBAIOTCS YMOJIHOMOUYEHHBIM JIMIIOM IO MOPYYEHUIO
PYKOBO/JICTBA WJIH 110 COOCTBEHHON MHUIIMATHBE.
[loaroroBka npukasa BKJIIOYAeT B ce0s M3ydeHUE CYLIECTBA BOIpoca U COOpP HEOOXOAMMBIX
CBEJICHHI; MOJTrOTOBKY MPOEKTa MpPHUKa3a; COTJacOBaHUE MPOEKTA; MOMANUCAHUE AUPEKTOPOM,
perucTpaIuio.
[Tpukassr nevaratorcs mpudTom Ne 12.
Homepa crpaHul] NOpOCTaBISAIOTCA MOCEpEIUHE BEPXHErOo TMOJsA JHCTa. TeKCcT MpHuKasza
(pacniopsbkeHus1) iedyaTaeTcs: Yepe3 OJ1MH MEeKCTPOUYHBIM HHTEpBal, 6e3 06opoTa.
IIpukaz wumeer craeaywomue pekBu3uThl: HaumeHoBaHue [OY PK  «C(x)IIIA  Nelly
n.l'oppKOBCKasi COryiacHO ycTaBy; HamMeHoBaHue Buaa jaokymenta ([IPUKA3), mara, momep,
MECTO COCTaBIICHHUS, 3arojOBOK K TEKCTy, TEKCT, HAaMMEHOBaHHUE JOJKHOCTH, TMOAMKCH
JOJHKHOCTHOTO JInla (MHUITAIIBI, ()aMIIINS ), BU3BI COTIIACOBAHUS, 03HAKOMJICHUSI.
JlaToit mpukasa (pacmopspKeHust) sIBIseTCs 1ata ero noanucanus. Jlata opopmiisiercss iugppoBbIiM
CcrocoOOM; HOMEp COCTOMT M3 3Haka «No» M TOpSAAKOBOTO HOMEpa IMpHKasza, HalpuMep: OT
00.00.0000 Ne 000.
TexcT mpukaza (pacopsKEHUs1) COCTOUT U3 JIBYX B3aUMOCBS3aHHBIX YacTel — KOHCTATUPYIOIICH
Y PacnoOpsIUTEIbHON.
TexcT mpukaza (pacnopsiKeHHs) TOJKEH UMETh 3arojOBOK. 3arojloBOK HAYMHAETCS C MpeJiora
«O» («O6») u dopMupyercs Ipu MOMOIIM OTTIATONBHBIX CYIIECTBUTEIbHBIX (Hampumep: «O0
YTBEPKIAEHUMU...», «O perucrpauui...», «O cO31aHUU...»).
3aroyioBOK JOJKEH KpaTKO M TOYHO OTpa)kaTh COJIEpP)KaHME TEKCTa MpHUKas3a (pacropsKeHus).
Touka B 3arosoBke He craBuTcs. Iledyataercs uepes ABa MEKCTPOUHBIX MHTEPBAJIa OT PEKBU3UTA.
[TedaraeTcst cTpOYHBIMU OYKBaMU, BBLACISAETCS JKUPHBIM HIPUPTOM.
B KkoHcTaTupyloleli YacTM KpaTKO H3JIaraloTcss Ieid W 3afaud, (akTel U COOBITHS,
MOCJTY’)KMBIIIME OCHOBAHUEM JUIsl M3/1aHus Npuka3a. OHa MOXET HAYMHATBCS CIIOBAMM «B LIEJISIX»,
«BO MCHOJHEHWE» M Ap. Ecium npukas u3gaercs Ha OCHOBAHMM APYTrOro JIOKYMEHTa, TO B
KOHCTaTUPYIOLIEH YacTH yKa3bIBA€TCSI HAUMEHOBAaHUE 3TOr0 JOKYMEHTA, HAMMEHOBAHHME OpraHa,
M3JIaBIIEro JOKYMEHT, JaTa, PErUCTPAIlMOHHbBIN HOMEP U 3ar0JI0OBOK K TEKCTY.
KoHcTaTupyromass 4YacTb MOMKET OTCYTCTBOBAaThb, €CJIM IPEANHCHIBAEMbIE JEHCTBUS HE
HY)KJAIOTCd B pa3bsiCHEHUU. TEKCT MNpUKa30B B TaKUX CIydasx HA4YMHAETCA CO CJOBa
«ITPUKA3BIBAIO» (mumercs mponucHbIMU OykBamu). Ilpu Hanmumu AByX 4YacTed mpHKasa
pacnopsguTeNIbHAsT 4YacThb OTHENSIETCS OT KOHCTaTHPYIOUIEH CIIOBOM «IpHKasbiBato». Ilocie
cioBa «IIPUKA3BIBAIOy cTtaBUTCSA IBOETOUHE.
TekcT pacnopsIuTenbHOW YacTH MOXKET JENUThCS Ha NYHKThl, B KOTOPBIX YKa3bIBAIOTCA
WCIIOJIHUTENHN, KOHKPETHbIE JEHCTBUS U CPOKU MCIIOIHEHMS MpPENNUChIBaeMbIX nericTBuidl. Ecmu
IIPUKa3 JOMOJIHAET, OTMEHSET WIM W3MEHSET paHee W3JIaHHbIE NPUKA3bl WM UX OTAEIbHBIC
IIyHKTBI, 3TO OroBapuBaeTcs B TekcTe. [lociaeHUM MyHKTOM pacnopsiiUTENbHOW YacTH MpUKa3a
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YKa3bIBa€TCsl JOJDKHOCTHOE JIMI0, HA KOTOPOE BO3JIAraeTcs KOHTPOJIb 3a UCIIOJIHEHUEM NPUKa3a B
nenoM. Hanpumep: «KoHTpOIIb 32 HCTIOTHEHUEM MPUKa3a OCTABIISIO 32 COO0I.

[Toanuce oTaenseTcs OT TEKCTA IByMSI MHTEPBAJIaMHU, IEYATAETCSI OT TPAHUIIBI JIEBOTO TOJIS.
PacumdpoBka moamucu medaTtaeTcs Ha YpPOBHE MOCIETHEH CTPOKH AODKHOCTH Y IpaBoOM
rpaHullbl TeKCTOBOTO Mosist. [Ipoben Mexay nHuIManaMu u paMuirei He Jenaercs.

[Tocnennsist 6ykBa B pacuinpoBKe MOAMKUCH OTpaHUIUBaAETCs MpaBbIM mojeM (10 Mm).

[Ipu nonmucanuu mpukasza (pacrnopsbKEHUs) JUIOM, 3aMEIIAIOIIUM JAUPEKTOPA, TOJDKHA OBITh
yKazaHa ero (hakTudeckasi J0JDKHOCTh U (paMUIIHS.

[Ipu HaMMuUMK TPUIOKEHUN K MPHUKaA3y (paclopsiKEHHI0) 00s3aTeNbHO JIeNAaeTCs CChUIKA
Ha HUX B TEKCTE.

[Tpukaspl (pacmopsbKeHHs) HYMEpPYIOTCS — TMOPSIIKOBOW — HyMmepalued B mpenenax
KaJIeH1apHOTO rofa. OTIeIbHO HyMEpPYIOTCS IPUKA3bl 10 OCHOBHOW AESATEIBHOCTH, IO JTUYHOMY
COCTaBY paOOTHUKOB, 110 OTIYCKaM, O KOMaHUPOBAHUHU.

Ecnu npuka3 (pacnops>keHre) BBOJIUT B IEHCTBHUE KaKHE-TMOO JOKYMEHTHI (MHCTPYKIIUH,
rpaduku, TpaBWiIa, TMOJOXKEHHUSA), TO OHH OQGOPMISIOTCS B BHJE NPUIOKEHUS K TpPUKA3y
(pacmiopsikenuo). B mpaBoM BepxHeM YUy TakKuX JOKYMEHTOB OT TMISITOTO TOJIOKEHUS
Ta0ynsiTopa HEoOXoauMo Tmucath clioBo «lIpminoxenue» ¢ yKa3aHUEM HaMMEHOBAHUS
PacIopsIANTENIBHOTO TOKYMEHTa, €ro AaThl, Homepa (mpuioxerue Ne 9).

Hanpuwmep:

[Ipunoxenue
k npuka3zy 'OY PK «C(x)IIN Nell» n.I'oppkoBckas Ne 3
ot 11.07.2019 Ne 34
[IpunoxxeHus K mMpoeKTaMm MPUKa30B 0(HOPMIISIOTCS Ha OTJEIBHBIX TUCTax Oymaru (IpUIOKEeHHE
Ne 9).
Pa3Mmepsl nosei 1 MexXCTPOUHbIE MHTEPBAJIbI IPU M€YATAHUUA TEKCTOB MPUIOKEHUN UIEHTUYHBI
pa3Mepam, MPUMEHSIeMbIM IIPU MeYaTaHUH TEKCTOB MPUKA30B (PaCHOPSKEHUI).
B npunoxeHusx moMemnarTcs MoI0KeHHs, IEPEUHH, CITUCKHU, TPaQuKH, TaOIUIBI, 00pa3IIbI
JOKYMEHTOB U Jp.
Ecnu B TekcTe 1aeTcs cChlIKa «COTJIACHO MPHIIOKEHUIO» Ui (Tipriioxkenue No...), To Ha epBoit
CTpaHUIIC TPUIOKEHUS B IPAaBOM BEPXHEM YIIIy NUIIETCS ¢10BO «lIpunoxenue» u ero Homep,
HIDKE Yepe3 OJIMH MEXXCTPOUYHBIN MHTEPBAJ IA€TCs CChUIKA Ha MPUKa3 (pacropsHiKeHue)
JIUPEKTOPA, €ro JaTy U HOMEp.
Bce cocTaBHBIE YacTH pEKBU3UTA BBIPABHUBAIOTCS I10 JIEBOMY Kparo, IEYATAIOTCS YEPE3 OJIUH
MEKCTPOUYHBIA HHTEPBAJL. J[JIMHA CTPOKH HE JOJKHA MPEBBIIATH & CM, OTPAHUYMUBAETCS IPABbIM
noJsieM 0KyMeHTa. [Ipy Haluunuy HeCKOJIbKUX NPUIIOKEHUN OHU HYMEPYIOTCSI.

Hanpuwmep:

[Ipunoxenune 1

k npukazy ['OY PK «C(x)[IN Nel1» n.I'opbkoBckas Ne 3

ot 11.07.2019 Ne 34
[Tpu manuuuu B Tekcte popmynuposku «Y TBEPIUThy npunaraemoe mnonoxeHue, cCocTaB
KOMUCCHH, IEPEYEHb MEPOTIPUITUI U T. [I. HA CAMOM IMPUIIOKEHUH B TPABOM BEPXHEM YIITy
pacnionaratotcs cioBa «Y TBEPXKJIEHO» unu « YTBEPXXJIEH» co ccbuikoit Ha pukas, ero
JaTy, HOMep.

Hanpumep:
YTBEPXXJIEHO
npukazoM 'OY PK «C(x)IIN Nell» n.I'oppkoBckas Ne 3
ot 11.07.2019 Ne 34
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3aroyioBOK K TEKCTY IPHIJIOKEHUS ITeYaTaeTCsl IEHTPUPOBaHHBIM criocodboMm. HanMmeHnoBanue Bua
JOKYMEHTa MPUIOKEHHUs (TIEPBOE CIOBO 3aroJIOBKa MPUIIOKEHHUS I1eYaTaeTCs MPONUCHBIMU
oykBamu >xupHbeIM mwpudpTom: IIOJIOKEHUE, ITEPEYEHD, CIIMCOK u T. 1.).

3aroJ0BOK MPHIIOKEHHUSI OTAEISAETCS OT AaThl U HOMEpPA MPUKa3a IByMsI MEXKCTPOUHBIMU
MHTEpPBAJIAMH.

IIpy HanM4MK B TEKCTE NMPUIIOKEHUS HECKOJIBKUX Pa3/IesIOB UX 3ar0JIOBKHU I1€YaTAIOTCS
HEHTPUPOBAHHBIM CIIOCOOOM (OTHOCUTENBFHO IPaHMIl TeKcTa). Touka B KOHIIE 3ar0JIOBKOB HE
cTaBuTcs. JlomyckaeTcs BBIIEIATH 3aT0JI0BKH Pa3AesioB MPUGTOM APYroil HACHIIIIECHHOCTH
(’KMUpPHBIM, MTOJIY)KHPHBIM).

TexcT npunoxeHns MoKeT ObITh 0(OpMIIEH B BUE TaOIHUIbL. ['padbl 1 cTPOKH TaOIUIIBI
JOJIKHBI UMETh 3ar0JI0BKU, BBIPA)KEHHBIE HMEHEM CYIIIECTBUTEIbHBIM B UMEHUTEIBHOM HaEXKe.
[TonzaronoBku rpad U CTPOK rpaMMaTUYECKU JOJKHBI OBITH COTJIACOBAHBI C 3ar0JIOBKaMU. TekCcT
Ta0JINILIBI IEYaTaAeTCs Yepe3 OJAMH MEKCTPOUHBIA HHTEPBAIL.

[Ipu Hamu4uK B TEKCTE MPUIIOKEHUHN CCHIJIKM HAa CHOCKY OHa odopmiiseTcs 3Be310ukoi. TekcT
CHOCKH I1€4aTaeTcs Yepe3 OJUH MEKCTPOUHBIN MHTEPBAJ B KOHIIE KaX0W CTPAHULIbI WU MOCIIE
MIPUJIOKEHHUSI B LIEJIOM ITOJ 4epTou. Ilociie cumMBoOIa CHOCKM €€ TEKCT IeYaTaeTcs C MPOIUCHON
OykBbI. B KOHIIE TeKCTa CHOCKU CTaBUTCS TOUKa. Ha oiHOM cTpaHulle HE JOKHO OPOPMIIATHCS
0oJj1ee TpeX CHOCOK.

B nonoxxenusix, mporpamMmmax, ycraBax M JpYrux MOJIOOHBIX JOKYMEHTAX pasJieibl, MOApa3aeibl,
MYHKTHI U TIOJAITYHKTHI HyMEpYyIOTCsl apabckumu nudpamu. Homep nonpaszaena 10KeH COCTOSTh
M3 HOMEpa paszfelia U HOMEpa Mojpasjelia, pa3lelieHHbIX Toukoi (Hampumep: 1.2.). Homep
MyHKTa MOXET COCTOSIThb M3 HOMEpa paszfena, MoApasfena U IMyHKTa, pa3[eleHHBIX TOYKaMU
(manmpumep: 2.3.1.). IlyHKTBI nmpu HEOOXOAMMOCTH MOTYT TMOJPA3AENATHCS Ha TMOJMYHKTHI,
KOTOpBIE JOJKHBI UMETh IMOPSIKOBYIO HYMEpalWI0 B Ipelesax Ka)XJAoro MyHKTa (Hampumep:
1.1.1.1,1.1.1.2. u 1. n.).

Bu3ssl mpocTaBiisitoTest HA 000POTHOM CTOPOHE MOCIIETHETO JINCTA TPOEKTA MPUKa3a
(pacniopsikeHus).

Ha npunoskeHusx K mpoeKTam MpruKa3oB (pacrnopsKeHU) BU3BI MPOCTABIISIFOTCS TIO]T TEKCTOM
MIPUIIOKEHUS.

IIporoko

B npoTtokonax (mokyMeHTax, (PUKCHPYIOUINX X0 00CYXICHUS BOMPOCOB U MPUHATHS PEIICHU)
MOCTOSIHHO JICMCTBYIOIIUX KOJUICTHAIBHBIX OPTraHoB, a Takke KoHdepeHiui, coOpaHui,
COBEIIaHUM, 3aceaHuii, TMEPEroBOPOB, BCTPEY) HCIHOIb3yeTcs (opMa H3JI0KEHHS TEKCTa OT
TpeTbero Jmna MHoxecTBeHHoro uwucna (CJIIYIIAJIM, BBICTYIIMJIN, PEIINJIN).
ConeprxaHue BbICTYIUIEHUH U3J1araeTcsi OT TPETHEro JIMla €AMHCTBEHHOTO YHCIIA.

[TIpoTokoa nMeeT craeayronne peKBU3UTHI:

— HanMeHoBaHue BuAa AokyMeHTa — ciioBo «[[POTOKOJI» newyataercs Ha 2 cM HUXKE OT
TPaHUIIbl BEPXHETO TOJIsI MPOMUCHBIMU OYKBaMH, MOJYKHUPHBIM MIPUGTOM U BHIPABHUBACTCS IO
HEHTDPY,

— BUJ] 3aC€JIaHusl, COBEUIAHUS — OTACISIECTCA OT MPEAbIIYIIEr0 PEKBU3UTA ABYMSI MEKCTPOUHBIMU
WHTEPBAJIAMHU, TIEYaTACTCS MOTYKUPHBIM MPUPTOM Yepe3 OJMH UHTEPBA U BHIPABHUBAETCS TIO
HEHTPY,

— J1aTa ¥ HOMEp MPOTOKOjIa — AaTa oopmisercs nUPpPOBBIM CITOCOOOM U TIeYaTaeTCsl Yepe3 JBa
MEKCTPOUYHBIX MHTEpBaia HUKE MPEAbIAYIIETO PEKBU3UTA OT JIEBOM I'PAHUIIBI TEKCTOBOTO IMOJIS,
a HOMEp — NOCJIE CI0BA «IIPOTOKOI»;
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— MECTO MPOBEJICHUS 3acelaHus yKa3blBaeTcs MpH 0(hOPMIIEHUH TPOTOKOJIA COBEIIAHUS B TOM
ciyyae, eciu oHO poucxoamio He B 31auuu ['OY PK «C(x)[IU Nel1» n.I'oppkoBckas,
BBIPABHHUBAETCS 110 LICHTPY HAa OAHOW JINHUM C 1aTOM;

— TEKCT MPOTOKOJIA, KaK IMPABHUIIO, COCTOUT U3 JABYX YaCTEH: BBOJIHOW U OCHOBHOMA.

BBoaHasi 4acTh COCTaBIIAETCS IO CXEME:

[Ipeacenarens — @amunusa U.O. pykoBogUTENS.

HenonpousBoautens — @amunus 1.0.

[IpucyrcTBOBaNM:

Cnoga «IIpeacenarens» u «/lenonpon3BoAUTENb)» MEYaTAIOT CIEBA OT HYJIEBOIO MOJIOKEHUS
TalynsATOpa, OTAEISIS IBYMs HHTEPBAIAMH OT 3arojioBKa U Apyr oT apyra. C HOBOM CTpOKHU
numyT ciioBo «lIpucyrcrBoBanmy»,

1 BapuaHT: haMUINKN U UHUILIUAJIBI TIOCTOSHHBIX YWICHOB KOJUIETHAIBHOTO OpraHa, Y4aCTHUKOB
3aceaHusl, paOOTHUKOB OPraHU3aIMH U NIPUTJIAIIEHHBIX Ha 3aceaHue MepEeYnCIIIIOTCS B
andaBuTHOM Mopsiike 0e3 ykazaHus aomkHocTel. [lepednciienne npuCcyTCTBYIOIIMX 0OPMIISIOT
BO BCIO IIMPUHY CTPOKU Yepe3 OJMH MEKCTPOUHBI nuTepBai (npunoxenue Ne 10).

[Ipu oopmiteHnr TPOTOKOJIA C YUCIIOM YYaCTHUKOB Oosee 15 Gpamuinm He nepedncisiorces, a
yKa3blBaeTcsa Hudpoil ux odliee KOJINYECTBO, CIIUCOK YYACTHUKOB B TAKUX CIIydasiX MMPUIIAraeTcs.

Hanpuwmep:

[TpucyrcTBoBanM 47 ueaoBeK (CIUCOK MPUIAraeTcs).

[logcdeTr y4yacTHUKOB MPOBOAMUTCS MO CIUCKAM PETHCTPAIMH, KOTOpPbIE MPHUIIATalOTCA K
MIPOTOKOITY.

[Tocne mepeuyucieHus y4acTHUKOB B TMPOTOKOJIE OQOPMIISIETCS TMEpedYeHb BOIPOCOB,
MoJJNIeXAIUX 00CYXACHHUIO, KOTOPbI HaumHaeTcs cioBamu «lloBecTka AHs» M pacmojiaraercs
LEHTPOBAHHO Y€pe3 JBa-TPU UHTEPBAJIA OT CIIMUCKA YYACTHUKOB.

2 BapuaHT: YKa3bIBalOT OOIIE€ KOJIMYECTBO YJIEHOB KOJUIETHAJIBHBIX OPraHOB M YHUCIO
MPUCYTCTBYIONINX, a paciudpoBKa MPEACTABIACTCS B SIBOYHOM JIMCTE, KOTOPBIA SIBISICTCS
MPUIOKEHUEM K MPOTOKOIY (mpuitoxkenue Ne 11).

[ToBecTka JHS COIEPKHUT TEpEYHCICHHWE MYHKTOB (BOMPOCOB) TOBECTKH  JIHA,
(DUKCUPYIOIIUX TOCIIEA0BATEIIBHOCTh OOCYXKJICHHS, ¢ (QaMIIHsIMA JOKITaTUUKOB. Kaxabrid
BOIIPOC HyMepyeTcs apaOckod nu@poi, pacronaraerca B MOpsSAKE 3HAYMMOCTH M OTBEYaeT Ha
BoIpoc «O ueM?».

Hanpuwmep:

1. Ananu3 BeinonHenus mwiana 'OY PK «C(x)IIN Nel1» a.I'opskoBckas 3a 2018 roa.
Joxnanuuk — [IerpoBa A. 1.

OcHOBHasi 4acThb NPOTOKOJA COCTOMT U3 Pa3lejoB, COOTBETCTBYIOLIUX ITYHKTam
MOBECTKH AHS. TeKCT KaxXa0ro pasziena COCTOUT U3 TPEX YacTeu:

— CJIVIIAJIN: xpaTkoe cojaep:KaHUE JIOKJIaJa WJIM CChUIKA Ha NpUJIaraéMblid K
npotokony Tekct. llepen cnoBom «CIIYIHAJIM» mnpocraBiasgeTcss HOMEpP B
COOTBETCTBUU C ITOBECTKOM JTHS;

— BBICTVYIINJIN: kpaTkoe cojiepkaHue KakJA0ro BbICTYIICHHUS, 3a/IaHHbIE BOIIPOCHI U
OTBETHI,

—PEIIMJIN (ITOCTAHOBWJIN): pemenue (GopMyIHpyeTcs C HUCIHOIb30BAHUEM
MOJIEJIH, IPUHATON ISl PACHOPSAIUTENbHBIX JOKYMEHTOB: UTO CJeNaTh, UICIIOJHUTEIb,
CPOK MCIIOJIHEHHS.

Pemenusi, BeipaboTaHHBIE Ha COBEIIAHUHU, BHOCAT B MPOTOKOI mocie cioa «PEIINIIN»
(«(IIOCTAHOBWJIN»). Pemienne MoXeT coAep:kKaTb OAWUH WJIM HECKOJIbKO IYHKTOB, OHHU
pacroyiaratroTcsi o 3HaYMMOCTH, KXKJIbII U3 HUX HyMEPYETCS.
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B cinywae korma mnpoTokon (QuKcupyeT perieHHe o0 YTBEPKACHUH KaKoro-iuoo
JOKYMEHTa, B TEKCTE€ IPOTOKOJIa JOJDKHA COJEPKAThCsl CChUIKA Ha 3TOT JOKYMEHT, a CaM
JOKYMEHT IIPUJIaraeTcsi K IpOTOKOIY.

[Tpu Hamuuuu 0coOOT0 MHEHHS 1O MPUHATOMY PEHICHUIO OHO 3aMUCHIBACTCS B MPOTOKOI
(mocse COOTBETCTBYIOMIETO MPOTOKOJIBLHOTO PELICHHUS).

B kauecTBe UCHIOMHUTENSI MOXKET OBITh YKa3aHO OJHO WJIM HECKOJIBKO JOJIKHOCTHBIX JIUI]
b0 cTpykTypHOe moapaszzaenenne. Cpok MOXKET ObITh yKa3aH Kak KaJeHJapHas JaTa WM Kak
MIEPHO/] BBITIOTHEHUS paOOTHI.

Crnora «CJIYIIAJIN», « BBICTYIININY, «PEIINIIN» («IITOCTAHOBWJIN») neuaratot
OT JIEBOT'O MOJIS IPONUCHBIMHU OYKBaMHU U 3aKaHUYMBAIOT IBOETOUYHEM.

Kaxxnpiii paznen mevyaTaeTcsi ¢ KpacHOM CTPOKH, YTOOBI BBIJCIUTH B TEKCTE MPOTOKOJA
pedb OCHOBHOTO JIOKJIQJ4MKa, BBICTYIUICHHS YYaCTHHKOB OOCYXKIEHHUs Bolpoca U
MOCTAHOBJISIONIYIO YacTh, (OPMYIUPYIOLIYIO pelieHue coopanusi. C 3TON ke 1eNbl0 B TEKCTE
MPOTOKOJIa KaKIyl0 (aMUIUI0 W WHUIMANBl BBICTYMAIOIIMX TI€YaTaloT C HOBOM CTPOKU B
MMEHUTENBHOM TMaJIeXkKe, 3allMCh BBICTYIUICHUS OTACNAIOT oT damuwinu neducoM. Kaxibrit
BOIIPOC MEYATACTCS C KPACHOM CTPOKH, PaMUTIUU TIPU ITOM JIOMYCKAETCSI HE YKa3bIBATh.

B oraenbHBIX clydasXx Ha OCHOBE PYKONHUCHBIX MJIM MarHUTO(OHHBIX 3alKCel, KOTOpble
BEJIUCh Ha 3aCEIaHUU, COCTABIISETCS CTEHOTpaUUECKUN TPOTOKOII, KOTOPBIH JIOCIIOBHO MEepeIacT
nporecc 00CYXIeHUsI KaXKI0TO BOIIPOCA U BEIPAOOTKY pEIICHHS 110 HEMY.

[Tporokon odopmisieT AENONPOU3BOIUTEND 3aCEAAHUS, IOPUIUUYECKYIO CHIIY HPOTOKOJ
npuoOpeTaeT TOJABKO MpPU HAIMYUU JABYX MOAMHCEN — mpencenarens u cekperaps. [loamucu
pacroyiararoT, OTAEJNHMB OT TEKCTa IBYMSA-TPEMsI MEXKCTPOUYHBIMM HHTEpPBAJIAMH OT TPAHULIBI
neBoro mnoinsd. [lognuceiBaercss NEPBBIM DK3EMIUIAP NPOTOKOJA, KOTOPBIM MOAIIMBAECTCS
CEKpETapeM B JIEJIO U XPAHUTCSI B COOTBETCTBUU CO CPOKOM, ONPEIEICHHBIM HOMEHKIIATYPOU Je.

B HekoTopbIxX ciayyasx oopmiiseTcs BBHITUCKA U3 MPOTOKOJIA.

Brinucka u3 npoTokosia — TOYHasi KONMUsSl YaCTU TEKCTA MOJJIMHHOTO MTPOTOKOJIa, OTHOCSILETOCs K
TOMY BOIIPOCY MOBECTKH JIHS, IO KOTOPOMY F'OTOBUTCS BblNMcKa. [Ipu 3TOM HE0OX01UMO
BOCIIPOM3BECTH BCE PEKBU3UTHI OJIaHKa, BBOAHYIO YACTh TEKCTA, BOIPOC MOBECTKH JIHS, TIO
KOTOPOMY F'OTOBHUTCSI BBIITUCKA, U TEKCT, OTPAXKAIOIIUI 00CYkI€HUE BOIIPOCA U MPUHSITOE
peuienue. B aTom cinydae Ha3BaHUe TOKyMeHTa oopmiisieTcs Kak «BpImucka U3 MpoTOKOJIay.

Ciay:xe0HOE MUCHbMO

IIuceMa cocTaBIIAIOTCS M1 OCYLIECTBIEHHS ONIEPATUBHOM CBSA3M C IPYTMMU OpraHU3alUsAIMU 110
Bonpocam AestenbHocTH ['OY PK «C(k)ILIM Nell» a.I'oppkoBckasi.

[To comepxaHWI0O M Ha3HAUYEHUIO MHUCbMa MOTYT OBITh HH(OPMAIMOHHBIC, TapaHTHIHbIE,
pEKIaMalMOHHbIE, KOMMEPYECKHE, TMChMa-3allpOChl, MUCbMA-TIPUTTIALIEHUS U T. 1.
NudopmanronHble mucbMa cofepxaT COOOIIEeHUs, TPOChObl, HATOMUHAHMUS, TPEAJIOKECHHUSL.

["apanTHiiHble NpeaHA3HAYEHBI I U3BEUICHUS O TAPAHTHUSX OIUIAThl, CPOKOB IMOCTAaBKH
WM Ka4eCTBA MPOIYKLUU U YCIYT.

B peknamanuoHHBIX (MIPETEH3MOHHBIX) MHUCbMaxX MH3JIaraloT TPeOOBaHUS BO3MEIICHUS
yOBITKOB, HAHECEHHBIX M3-32 HApYIICHUS YCIOBUI KOHTpAaKTa WJIM JOTOBOpa APYrol CTOPOHOM
(xoHTpareHToM). Pexnamanus JoJKHa IOATBEPKAATHCA NPUIaraéMbIMU K MUCbMY TOKYMEHTaMHU
B BU/JIE aKTOB, CIIPABOK H T. 1.

KoMmmepueckue nucbMa COCTaBISIOT IIPHU 3aKJIFOUEHUH U BBIITOJIHEHUU KOHTPAKTOB, YaCTO
B HUX HM3JaraoT npochbObl O MpeI0CcTaBIeHUH HHPOPMAIIMHU O TOBapax M yciayrax y ux Mpo/iaBlOB
WM, HAlIpOTHUB, IIPEAJIAratoT MOCTAaBUTh TOBAPHI WIIM YCIIYTH.

B nucemax-3ampocax mpocsT y KOHTpareHTa pa3bsiCHUTh Kakoi-mu0o0 (akt nim neiictue.



20

Cnyxebnble nmuchbma nedatarores Ha 6nankax nmucem ['OY PK «C(x)IN Nel 1» a.I'oppkoBckas.
CnyxeOHO€e MMCbMO UMEET CIEAYIOIINE PEKBU3UTHI:

—rpu( 1 OTMETKA OrPaHUYEHUS JOCTYyNA K TOKYMEHTY (€CIH 3TO HEOOX0UMO);

— ajipecar;

— 3aroJIOBOK K TEKCTY;

— TEKCT;

— OTMETKa O HAIMYUU NPUIIOKEHUH (€ClIi OHU UMEIOTCS);

— TIOJIMIUCH;

— OTMETKa 00 MCIOJIHUTEIIE.

TekcT ciyxeO0HOTro MMchMa, KakK MpaBuio, JOJHKEH KacaThCsl OJJHOTO BOIPOCA UITU HECKOJIBKUX
BOIIPOCOB, €CJIM OHHM B3aUMOCBSI3aHbI U OYAYyT paccMaTpuBaThCs B OJHOM CTPYKTYPHOM
No/ipa3/ie]IeHNH OpraHu3alnm-aapecara.

TekcT U3naraercst OT MEPBOTo JUIA EAUHCTBEHHOTO YKciia (TPOCUM, HAIIPaBJIsieM U T. J.) WU OT
TpeThero Jmia eauHcTBeHHoro yucia (OO cuuraer. .., npodcoro3usiii komutrer OO
paccMoOTpell...).

Texkcr nucpma, Kak NpaBuilo, COCTOMUT U3 ABYX YacTel. B mepBoi yacTu n3naraercs Npu4ynHa,
OCHOBaHHE WJIM 000CHOBAHUE COCTABIIEHUS TUChMA, MPUBOJSATCS CCHUIKUA HA JOKYMEHT,
SBJIAIONINICS OCHOBaHUEM MOJTOTOBKU MUChMa. Bo BTOpoil uacTu, HaunHaromencs ¢ ab3ana,
MOMEIIAIOTCS BBIBOJIBI, TPEAIOKEHUS, TPOCHOBI, PEIICHUS U T. [I.

Tenerpammel, TesqedoHorpaMmsbl U GaKCUMHIbHAS CBSA3b

[lepenaya koppecnoHIEHIIMM TO (AKCUMIIIBHONM CBSI3M B JApyrue OpraHu3aluu
OCYIIECTBIIAECTCS] TOJBKO MO YKa3zaHWIO WU ¢ paspemienus aamuHuctparuu ['OY PK «C(x)IU
Nell» n.I'oppkoBcKasi.

[TonnmuHHUKNA TOKYMEHTOB, IEPEIaHHbIX MO (PAaKCUMUIBLHOUW CBSI3H, TOIIIUBAIOTCA B JIEN0,
XpaHsieecs: y paboTHUKA, OTBETCTBEHHOTO 3a (haKCUMHIIBHYIO CBSI3b, C YKa3aHHUEM BPEMEHH U
JaThl Mepefadyu, a KOIUKM BO3BPAIIAIOTCA B COOTBETCTBYIOIIHME CTPYKTYPHBIE NOAPA3IAECICHUS C
nomeTkoi «kFAX (mata u Bpems)».

3asBiieHue

3asBieHHEe — 3TO O(UIIHATIBHOE COOOIIIeHHE B TUCbMEHHOU (popme. OHO CONEPIKUT Yallle BCEro
MPeIoKEHne, Kano0y WK MPoch0y KaKOTo-1100 YeoBeKa, aipeCOBAaHHBIC UIIN OpPTraHU3aIlIH,
WM TIOJDKHOCTHOMY JIUITy. 3asiBieHue o(popMIIsieTCsl Ha CTaHJapTHBIX TUCTax Oymaru ¢opmara
A4,

3asBiIeHHE BKIIOYACT: aJipecaTta, KOTOpOMY HaIpaBisieTcs 3asBiieHne, GaMUIHIO0, UM, OTYECTBO,
JIOJKHOCTBH aBTOPA 3asiBICHMsI, HAUMEHOBAaHUE JOKYMEHTA, TOUHOE M3JI0KEHHE MPOCHOBI,
MIPEIJIOKEHUS, OIMCH MPUITAraeMbIX K 3asBJICHUIO JOKYMEHTOB, J1aTa, MOJIIHUCh.

B 3asBieHUM HCIIONB3YETCs, KaKk IPABUIIO, O(DHIIMATIEHO-/IeTIOBAs JICKCHUKA, B HEKOTOPBIX
3asIBJICHUSIX JOIMYCKAeTCs ymoTpeOIeHre mMyOIUIIMCTHYECKON JIEKCUKH.

3anucka

3anvcka (aHaTUTUYECKas!, TOKIaaHas, CIIy>)keOHasi, O0BSICHUTENbHAS) — JOKYMEHT,
aJIPECOBAHHBIN TUPEKTOPY U COAEPKAIIHNIA 00CTOATEITHHOE U3II0KEHHE KAaKOTO-IH00 BOIpoca ¢
BBIBOJIAMU U TIPEJJIOKESHUSIMU COCTaBUTEIIS.

JlokIiagHas 3amMcKa COCTaBiIsIeTCs Kak Mo JINYHOW MHULIMATUBE aBTopa (paboTHHKA), TaK U 11O
YKa3aHHUIO (MMCbMEHHOMY WJIM YCTHOMY) AUPEKTOPA.

3anucka cocTaBisieTcs Ha OyMa)kHOM HOCHTEJE UM B AIEKTPOHHOM BHie. OQopmiieHHE 3aHCKH
3aBUCHT OT azpecata. [Ipu cocTaBneHun AOKIJIaJHOM 3aUCKH, aIpECOBAaHHONW TUPEKTOPY B
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pamkax ['OY PK «C(x)ILIN Nel1» n.I'oppkoBckasi, 0Ha cCUMTaeTCsl BHYTpeHHEH U 0pOpMIIIETCS
Ha CTaHJapTHBIX JiucTtax Oymaru gpopmarta A4. BHyTpeHHss 3anMCKa JOJKHA COAEPKATh
CJIEIyIOIINE PEKBU3UTHI: BUJ JOKYMEHTA, JaTy JOKYMEHTa, Ha3BaHHE JOKYMEHTA (3aroJioBOK K
TEKCTY), €CIM TEKCT 0oJiee YEThIPEX-MATU CTPOK; aJipecara, TeKCT, MOJAIMUCH (C YKazaHUEM
JOJHKHOCTH, (haMUIINK, HUHULIUATIOB). [oAnuchiBaeT BHYTPEHHIO TOKIAIHYIO 3aITUCKY
COCTaBUTETb.

Ecnm 3ammucka agpecyercs 3a peaensl [OY PK «C(x)IIM Nelly n.I'opepkoBckast, To ee
oopMIISIIOT Ha OJaHKE M OHA Ha3bIBAETCs BHEIIHEH. BHENIHsS 3anmucka JoKHa COJepKaTh
CJIEIYIOIINE PEKBU3UTHI: HAUMEHOBAHUE YUPEKACHUS, BUJl JOKYMEHTA, AaTy JOKYMEHTa,
PErUCTPaIMOHHBII HOMEP, MECTO COCTABJICHUSI, HA3BAHUE JOKYMEHTA (3arojIOBOK K TEKCTY), €CIIU
TEKCT 0oJiee YEeThIPEX-TISITH CTPOK, ajipecaTa, TEKCT, MOAMKUCH TUPEKTOpA.

Pa3HOBHIHOCTHIO JOKJIATHOM 3aITUCKU SIBISIIOTCS NpeAcTaBieHus. OHU UCTIONB3YIOTCS MpU
JOKYMEHTHPOBAHUM KaJAPOBO IEATEIBHOCTH U COCTABIIIOTCS TUPEKTOPOM WIIH JTUIIOM,
YIIOJIHOMOYEHHBIM AUpEeKTOpoM. [IpecTaBiieHrs COCTaBISIOT B CIIy4asiX MOOUIPEHUS
pabOTHUKOB, HAJIOXKEHUS B3bICKAHU, IPOBEICHUS aTTECTALIUH.

ABTOMaTH3aIMS JOKYMEHTUPOBAHUS

JUJis MOATOTOBKY IOKYMEHTOB MOTYT IIPUMEHATHCSA aBTOMATU3UPOBaHHbIe TeXHONIOoruu. [Ipu
ATOM CO3JaI0TCs 0a3bl TaHHBIX (KOPPECTOHICHTOB, (OPM JOKYMEHTOB, Tpa(apeTHBIX TEKCTOB U
TEKCTOBBIX 3ar0TOBOK), PEIaKTOPCKHE IPOrPaMMBbI U JIp.

[Topsnok pazpaboTKH, FKCIUTyaTalluu U MOJIb30BaHUS TAKUMH CUCTEMAMHM OIpeeseTCs
CTaHAapTaMH B 00JaCTH aBTOMATU3UPOBAHHBIX MHGOPMAIIMOHHBIX TEXHOJIOTHIA.

JIeKTPOHHBbIE IOKYMEHTBI

[Topsiok cocraBiieHus, OPOPMIEHHS U COrTIACOBAHUS IPOEKTOB ANEKTPOHHBIX JOKYMEHTOB
OCYIIECTBIIAECTCA MO OOIIMM MpaBUiIaM JIeTONMPON3BOICTBA, YCTAHOBICHHBIM B OTHOIIICHUH
aHAJIOTMYHBIX JOKYMEHTOB Ha OyMa)XHOM HOCHUTEINE. DIEKTPOHHBIN TOKYMEHT J0KEH UMETh
PEKBHU3UTHI, YCTAHOBJIEHHBIE /ISl aHAJIOTUYHOT'O JOKYMEHTA Ha OyMa)KHOM HOCHUTEIE, 3a
HCKIIFOYEHUEM OTTHCKA MEYaTH.

B nepeuens 00s13aTeNbHBIX CBEIEHUH O TOKYMEHTaX, UCIOJIb3YEMbIX B LIESIX yyeTa U IIOUCKa
JOKYMEHTOB B CUCTEMax 3J1eKTpOHHOTO AokyMeHTooOopoTa ['OY PK «C(x)IIN Nel1»
n.I'opbKOBCKasi B COOTBETCTBUU C mpaBuiamu aenonpousbojictea B [OY PK «C(x)IIIM Nelly
n.I'oppKOBCKasi, BXOJIAT:

— aJpeCaHT;

— ajpecar;

— IOJDKHOCTB, (paMMITUSL M MHULIMAJIBI JIUI[A, TOIMUCABIIEr0 JOKYMEHT;

— BUJ| IOKYMEHTA;

— JlaTa JOKyMEHTa;

— HOMEP TIOKYMEHTA;

— JlaTa TIOCTYIICHUs TOKYMEHTA;

— BXOJSIIMM HOMEDP JOKYMEHTA,

— CCBUIKA Ha UCXOJAIINM HOMEp U AaTy JTOKYMEHTA;

— HaMEHOBAHUE JOKYMEHTA;

— MHJIEKC JIeN1a;

— CBEJICHHMSI O Mepeajpecalui JOKYMEHTa;

— KOJIMYECTBO JINCTOB OCHOBHOT'O IOKYMEHTA;

— KOJIMYECTBO IPUJIOKEHUN;

— o011ee KOJMYECTBO JTUCTOB MPUIIOKEHUM;

— yKa3aHus 110 UCIIOJIHEHUIO JOKYMEHTA;
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— nomkHocTh, ®@. M. O. ucnoyHATEIIS;

— OTMETKa 0 KOH(UIECHITUATHHOCTH.

B coctaB 10MOTHUTENBHBIX CBEICHHM 00 AJIEKTPOHHOM JIOKYMEHTE MOTYT OBITh BKJIFOUEHBI
CBEJICHUS: HAUMEHOBAaHHUE aBTOPa IOKyMEHTa (€CIM aBTOp HE COBIAJIAET C a[peCaHTOM
(oTmpaBuTENIEM) IIEKTPOHHOTO IOKYMEHTA), OTMETKA O MEPEHOCe CPOKA UCTIOTHEHHUSI
JOKYMEHTA, CPOK XpaHECHUS JOKYMEHTAa, HAMMEHOBAHUS MPUIIOKEHUH K JIEKTPOHHOMY
JOKYMEHTY, KIIFOUEBBIE CIOBA, CTATYC JOKYMEHTa (IIPOEKT, BEPCUs), BUJI IIEpeaaun TOKyMEHTA
(37IeKTPOHHOM TTOYTOM, TTOYTOM, (PaKCOM | T. 1I.) U Jp.

Cpoxu xpaHEeHUs FIEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CPOKAM XPaHEHHUS IOKYMEHTOB,
YCTAHOBJIEHHBIX 3aKOHOJATEIbHBIMU U MHBIMU HOPMAaTUBHBIMU MIPABOBBIMU aKTaMH Poccuiickoi
deneparuy, TUIIOBBIMU MEPEYHSIMU I aHATOTUYHBIX IOKYMEHTOB Ha OyMa)KHOM HOCHUTEJIE.

4. Opranuszanusi 10KyMeHT0000pPOTAa U NCIOJHEHUS TOKYMEHTOB
4.1. IlpneM 1 00padoTKa MOCTYNAKIIMX JOKYMEHTOB
4.1.1. JIBm>keHue JOKyMEHTOB C MOMEHTA UX CO3JaHUs WU MOJYYEHUS 0 3aBEpLICHUS
WCTIOTHEHUS UK OTIPABKUA 00pa3yeT JOKYMEHTOOOOPOT.
4.1.2. B poxymentoobopote 'OY PK «C(x)ILIN Nel1» a.I'opbkoBcKasi BRIACISIOTCS CIETYIONINE
JOKYMEHTONOTOKH:
a) MOCTYyTAaoIas JOKyMeHTaIusl (BXOASIas);
0) oTmpaBisieMasi JOKyMeHTaIus (MCXOA11as );
B) BHYTPEHHSSI IOKYMEHTAIUSI.
4.1.3. HocraBka u otnpaska 1o0kyMeHTOB B 'OY PK «C(x)[IIN Nel1» n.I'opproBckas
OCYIIIECTBIIAETCA, KaK MPABUIIO, CPEACTBAMH MOYTOBOM U 3JIEKTPUUECKOM CBSI3U.
4.1.4. Joxymentsl, noctynaromue B ['OY PK «C(k)ILIN Nel1» a.I'opbkoBckasi, mpoXoasT
MEPBUYHYIO0 00pabOTKY, PETUCTPALIHIO, PEABAPUTEIHLHOE PACCMOTPEHUE, TIepeiady PYKOBOJICTBY
Ha pacCMOTPEHHE, MEPEIAOTCS UCIIOIHUTENSIM U TIOCJI€ UCTIOIHEHUS TOMEIIAI0TCs B Jea.
4.1.5. Ilpuem u nepBuyHasi 00pabOTKa JOKYMEHTOB OCYIIECTBISETCS IETOTPOU3BOAUTEIIEM.
4.1.6. lenonpou3BOIUTENb MPOBOAUT: MTPOBEPKY MPABUIHHOCTH aAPECOBAHUS MOCTYMAIOIINX
JOKYMEHTOB, TPaBUIbHOCTU JOCTABKU U KOMIUIEKTHOCTH JOKYMEHTOB; COPTUPOBKY IOKYMEHTOB
Ha TOJIJIeKallUe U HE MOAJIekKAIINe PErUCTpaLiu.
4.1.7. Ilony4yeHHBIE KOHBEPTHI C KOPPECIIOHACHIIMEN BCKPBIBAIOTCS, IIPU TOM MPOBEPAETCS
HaJIMYKE BIOKECHUN, a TAKKE YKA3aHHBIX B JJOKYMEHTaX NPWIOKEHUH. B ciryuae nmoBpexaeHus
YIaKOBKH U BIIOKEHUH MO0 OTCYTCTBUS MPUIIOKEHUN COCTABIIACTCS aKT B IBYX IK3EMIUISPAX.
OpauH 5K3eMIUISIp aKTa HalpaBiIseTcsl KOPPECIOHIEHTY, BTOPOU MPHOOIIAeTCs K MOCTYUBIIEMY
JOKYMEHTY.
4.1.8. Ommb0o4YHO TpHCIIaHHAs KOPPECTIOHICHIIHSI IEPEChUTAETCS TI0 MIPUHAIICKHOCTH, €CIIU
M3BECTEH aJpec noyyyaresis. B mpoTHBHOM cilydae KOppECHOHIEHIMSI BO3BpalaeTCsl
OTIIPaBUTEIO.
4.1.9. KoHBepThl OT MOCTyHAIOLIEH KOPPECTOHACHIIMN COXPAHAIOTCS U MPUIAratoTcs K
JOKYMEHTaM JIUIIb B TOM ClIy4ae, KOr/ia TOJIbKO M0 HUM MO>KHO YCTAaHOBUTH aJIPEC OTIPABUTENS
WJIM KOT/Ja J1aTa OYTOBOrO IITEMIIENs UMEET 3HaUeHHEe B KauecTBE J0Ka3aTeIbCTBA BPEMEHH
MOJIyYEHUS TOKYMEHTA.
4.1.10. CnenuanucToM He BCKPBIBAIOTCS KOHBEPTHI ITMCEM C HAAMUCHIO «JIMYHO». OHU
nepeatoTcsl 0 Ha3HAYEHUIO
4.2. IlpenBapuTebHOE PACCMOTPEHHE TOKYMEHTOB

4.2.1. Jlenonpou3BOUTENH MPOBOAUT MPEABAPUTEIHHOE PACCMOTPEHUE TOKYMEHTOB B IIEIISIX
BBIJICJICHUS U3 BCErO MacCHBa MOCTYMHBILIEH KOPPECTIOHACHIINU TOKYMEHTOB, TPEOYIOMINX
0053aTeNIbHOTO PACCMOTPEHUSI TUPEKTOPOM.
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4.2.2. OcHOBaHUEM JJIsl IPUHATHS PEUICHUS B XOJ€ NPEIBAPUTEIIBHOTO PACCMOTPEHUS ABIISIETCS
CoJIep’KaHNE JJOKYMEHTA, a HE aJIpECOBAHHME JOKYMEHTA COOTBETCTBYIOIIEMY PAa0OOTHHKY.
4.2.3. Pe3ynpTaToM npeaBapuTEIbHOTO PACCMOTPEHHUS SBJISIETCS HATPABICHUE JOKYMEHTA
mupektopy ['OY PK «C(x)LI Nell» n.I'oppkoBCKasi WIIH TIOJDKHOCTHOMY JIMITY B COOTBETCTBUU
¢ ycraroBiieHHBIM B 'OY PK «C(x)IIIN Nelly» a.I'oppkoBckast pacmpeeneHuemM o0si3aHHOCTeN
MEXAY AUPEKTOPOM U JOHKHOCTHBIMM JIMLAMU IS BBIHECEHUS YKa3aHUS 110 UCTIOJTHEHHUIO
TOKYMEHTA.

4.3. Perucrpanusi 10KyMeHTOB

4.3.1. Ilepemaya AOKYMEHTOB Ha PETUCTPALMIO MPOU3BOAUTCA TOJBKO IIOCIE MX
MIPEIBAPUTENBHOIO PACCMOTPEHMUS.

4.3.2. Perucrpamuu mnojajexar BCE JOKYMEHTHI, TpeOylollue yuera, HWCIOJIHEHUs,
WCIIOJIb30BAHMS B CIIPABOYHBIX LIEJSAX, KAK MOCTYNAIOIINE U3 IPYTUX OPTaHU3alUui U OT YaCTHBIX
mun, Tak u oOpasyrmmecs B aestenbHocTd ['OY PK «C(x)IIIN Nell» n.l'opbkoBckasi, u
PETUCTPUPYIOTCA HE3aBUCUMO OT c11oc0o0a UX JIOCTaBKH.

4.3.3. K nokyMeHTam, HE NOMJIEXKAUUM pPETUCTPALUHU, OTHOCITCS JIOKYMEHTHI, HE
TpeOyIoLIMe UCIIOJIHEHNS U HE COofepkKallue HHPOPMAIUH, UCIIOJIb3YEMOM B CIIPABOYHBIX LIETIAX:
MIPUTJIACUTEINIbHBIC, TMO3APaBUTEIbHBIC MHCHbMa, TEJIErpaMMbl, OWIIETHI, IUIAHBI, MPOTPAMMBbI
CEMHUHApPOB, KOH(MEpEeHINH, CUMIIO3UYMOB U APYTUX MOJOOHBIX MEPONPUSTUN, TOKYMEHTHI IO
OyXrajaTepCcKOMy y4eTy, MaTepHallbHO-TEXHHUYECKOMY OOECIEUYEeHUIO, IUIAaHOBBIC, (DMHAHCOBBIC
JOKYMEHTBI, TMOCTynaromue Oe3 CONpPOBOAUTENHOIO IHChbMA, pPEKJIAMHbIE JOKYMEHTHI,
KOMMEpYECKHE TMPENIOKEHUs, IeYaTHble W3JaHus, YHHU(PUIUPOBAaHHbIE (OpMBI U OlaHKH
JOKYMEHTOB U Jp.

4.3.4. JIOKyMEHTBI, OJJIEKAIINE PETUCTPALUN, PETUCTPUPYIOTCS B )KYPHAJIE PErUCTpalun
BXOJAIIUX JOKYMEHTOB (mpuiiokeHue Ne 12) B JeHb MOCTYIUIEHHUS — B CIy4dae MOCTYIJICHUS
JOKyMeHTa B pabodee BpeMs; Ha CIeAYIONUI pabounii IeHb — B Clydae MOCTYIUICHHS IOKYMEHTa
B Hepabouee BpeMs; He3aMeIIIUTENBHO — ¢ OTMeTKaMu «CpouHoy, «OnepaTuBHOY.

4.3.5. Ha goxymenTax, noctynatomux B agpec ['OY PK «C(x)IIN Nell» n.I'oppkoBckas,
B HIDKHEM IIPaBOM YIJIy JIMIEBOW CTOPOHBI MEPBOrO JIMCTAa JOKYMEHTa IPOCTABISETCS
PEruCTPALIMOHHBIN IITAMII C YKa3aHUEM JIaThl U OPSIKOBOTO PETUCTPALIMOHHOIO HOMEpA.

4.4. PacnipeaeJieHue MOCTYNANIUX JOKYMEHTOB

4.4.1. Ilocne perucTpaiu JOKYMEHTHI IEPEJA0TCs HA PACCMOTPEHUE TUPEKTOPY.

4.4.2. ITocne paccMOTpeHust JTUPEKTOPOM JIOKYMEHTBI BO3BpAIAIOTCA
JIEJIONPOU3BOJIUTENIO JJI1 TMEPeHECeHMs] YKa3aHUW IO HUCIOJIHEHUIO JIOKYMEHTa B JKypHal
pPEruCTpallii  BXOMASIIMX JIOKYMEHTOB. B COOTBETCTBUM C YKa3aHUSIMU [0 HCIOJIHEHUIO
MOAJTUHHUK  JIOKYMEHTa  HampaBlsieTCss  paOOTHHUKY,  SBJSIOMIEMYCS ~ OTBETCTBEHHBIM
WCIIOJTHUTENIEM, @ COUCIIOTHUTENSIM HAMpaBISIOTCA KOMUU JTOKYMEHTOB (€CIId MMEIOTCS), O YeM
JieaeTcsl OTMETKA B KypHAJIE PETUCTPAIlUU BXOISIINX JOKYMEHTOB.

4.4.3. DneKTpoHHBIE COOOIICHHUS, MOCHIIAEMbIE IO 3JIEKTPOHHON TOYTE, MCIOIHSIIOTCS
AQHAJIOTMYHO JIOKYMEHTaM Ha OYMa)KHBIX HOCHTEINSX C y4YETOM OIpeAeNIieHHOW crenuduku B
MpoLecce UCTOTHEHUSI.

4.5. Ilopsaok 00padOTKU M MPOXOKAEHUA UCXOASIINX U BHYTPEHHUX IOKYMEHTOB
4.5.1. Tlopsaok MOArOTOBKM HCXOJISIIMX JOKYMEHTOB BKJIOUaeT B celsi paboTy Mo
COCTaBJICHUIO IIPOEKTA JJOKYMEHTA, COINIACOBAHUIO, NOJMUCAHUIO (YTBEPKJIEHHUIO) U OTIIPABKE.
4.5.2. Jlo mepenauum JOOKyMEHTa Ha MOANKUCH HCIOJHUTENb JAOKEH IPOBEPUTH €ro
COJepXKaHWe, MPaBWIBHOCTh O(GOPMIICHHUS, HAJIMYHEe HEOOXOIMMBIX BH3 M HPUIOKCHHM.
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JIOKyMEHT NpeICTaBIIIETCS HAa MOANUCh BMECTE€ C MaTepuajlaMH, Ha OCHOBAHMM KOTOPBIX OH
TOTOBUJICS.

4.5.3. BuyTpeHHHE AOKYMEHTHI OQOPMIISIIOTCS U HCIOIHSIOTCS (UCHOJIB3YIOTCS) B
npeaenax ['OY PK «C(x)LLIM Nel1» n.I'oppkoBckas.

4.5.4. BuyTpeHHHE MJOKYMEHTHI ([IOKJaJHbIE 3alHUCKH, CIPAaBKH, CBOJIKH U JIp.)
paccMaTpUBAIOTCS TEMH JIOJPKHOCTHBIMU JIMIIAMH, KOMY OHU HaIlPaBJICHBI.

4.5.5. OTBeTcTBEHHBIE 3a JEIONPOU3BOACTBO MEpPEN CHA4Yel KOPPECIOHIECHLIMH Ha
OTIPaBKYy JOJKHBI 0053aT€NbHO MPOBEPUTH MPABWIBHOCTH €€ O(OPMIICHUS U aIpECOBAHMS.
KonBepToBaHNe KOPPECHOHAEHIMU M JPYTrUX [OYTOBBIX OTIPABICHUA IMPOU3BOAMUTCS
oyxranrepueir ['OY PK «C(x)ILIA Nel1» n.I'opbkoBckasi.

4.5.6. Peructpauus oTpaBiisieMbIX JOKYMEHTOB OCYILIECTBIISIETCS B A€Hb UX IMOAIUCAHUS
(YyTBeprKJIeHHUs) WK Ha CIEAYIONIHM pabounii neHb. PeructpaninoHHblii HOMEpP TOKyMEHTa U JaTa
pEerucTpanuy NpOoCTABISIOTCA Ha MOJJIMHHUKE JOKYMEHTa B PEKBHM3UTaxX OJaHKa M Ha KOIIUHU,
octaromeiicsa B gene ['OY PK «C(x)IIIN Nell» m.I'oppkoBckas. CripaBOYHBIM ammapaToM s
UCXOJSIIINX JOKYMEHTOB SIBJISIETCS )KYpHAJl PETUCTPAIK 3TUX TOKYMEHTOB (mpuinoxenue Ne 12).

4.5.7. OTnpaBKy HUCXOASIIUX JTOKYMEHTOB IPOU3BOAUT JAEJIONPOU3BOANTENb. CpodHas
KOPPECIOHACHIINS 0(hOPMIIETCS U OTIIPABIISAETCS HE3aMEUIUTEIBHO JAETONPON3BOIUTEIIEM.

4.5.8. Jlenonmpou3BOAUTENIb W TPOBEPSET MPABWIBHOCTH OGOPMIICHUS HUCXOJSIINX
JOKYMEHTOB, MPOHU3BOJAUT COPTUPOBKY JOKYMEHTOB IO CIOCOOY JOCTaBKH KOPPECTIOHICHIIUU
anpecaty (mpocTasi, 3aKa3Has, MeKIyHapoaHas u Jip.). HenpaBuiabHO opopMiIeHHbIE TOKYMEHTHI
U KOPPECIIOHACHIIMS HECITYKeOHOTro XapakTepa K OTIpPaBKE HE MPUHUMAIOTCS U BO3BPAIIAIOTCS
JIUILY, TIOJATOTOBUBIIEMY IOKYMEHT.

4.5.9. OrnpasnseMas MO IOYTE KOPPECIOHJACHLMS NPOXOIWUT YHAKOBKY, aJIpECOBAHME,
MPOCTaBJICHUE CTOMMOCTH IMOYTOBBIX YCIAYr M IEpeAady Ha OTIPaBKy B MECTHOE OT/EJIEHuE
CBA3U.

4.5.10. Ha 3aka3Hyl0 KOppECHOHIEHIINIO, HA JOKYMEHTHI ¢ MOoMeTKo# « /st ciyxeOHOTO
MIOJIb30BAHMS» COCTABIISIETCS PEECTp, KOTOPBIM 3aTeM BO3BPAILAETCS CEKPETApI0 C PACIHCKOM
pabOTHUKOB TIOYTOBOTO OT/AENEHUS CBSI3M WJIM WHOTO JIMIA, OOECIEeYHUBAIOIIETO OTIPABKY
JOKYMEHTOB.

4.5.11. Tlepemaua c HCHONb30BAaHUEM CPEACTB (PAKCUMUIBHONW CBS3H JOKYMEHTOB,
COJIEpKaIUX CIYXeOHYI0 MH(OPMALMIO OrPaHUYEHHOTO PACHpPOCTPAHEHHUSA, B TOM YHCIE C
noMmeTkoil «Jlyisg cimyxeOHOro Mosib30BaHUs», HE paspemiaerca. Kareropuuecku 3zampeniaercs
nepesaya Mo cpeacTBaM (PaKCUMHUIBHON CBS3H CEKPETHBIX JOKYMEHTOB.

4.5.12. C wucnonb3o0BaHUEM CpeAcTB (PaKCHUMUIBHOM CBSI3M MOTYT OBITH IepeaaHbl
MaTepualbl  TEKCTOBOrO, TaOIMYHOIO WJIM TIpaHUuecKkoro XapakTepa, HCIIOJIHEHHBIE
TUNOrpa)CKUM, MAUIMHOMUCHBIM WJIM PYKONHCHBIM CIIOCOOOM B YEPHOM HJIM TEMHO-CHHEM
[[BETE C YETKHUM M KOHTPACTHBIM M300pa’keHHeM (IIEpBbIE€ IK3EMIUISIPhI HJIM UX KCEPOKOIMUHU) Ha
Oenoit Oymare ¢ MUHMMaJIbHON BbICOTOM OykB U 1udp 2 Mmm. O0beM nepesaBaeMoro B TeUEHUE
OJHOTO ceaHca CBSI3UW JOKYMEHTa, BBIMOJIHEHHOr0 Ha Oymare ¢opmarta A4, He IOJDKEH
MIPEBBILLIATH ISATH JINCTOB.

4.5.13. OTBETCTBEHHOCTh 3a  COJEpKaHMe HHPOpMalUHU, I[eperaBaeMod ¢
UCTIOJB30BAHUEM  CPEICTB  (AaKCUMWIIBHOM  CBSI3M,  BO3JIAraeTcs Ha  HMCIIOJHUTEIS,
MOJIrOTOBHUBIIETO (haKCOrpaMMy JUIsl Iepeiadm.

4.6. Ocob6eHHOCTH PA0OTHI € 3JIEKTPOHHBIMHU 10KYMEHTAMH
4.6.1. BI'OY PK «C(x)IIN Nel1» n.I'oppkOBCKast CO3AAIOTCA U UCTIOIb3YIOTCS:
— 3JICKTPOHHBIE IOKYMEHTHI, CO3/1aBaeMbIe B JICKTPOHHON (opme Oe3 mpeaBapuTebHOTO
JOKYMEHTHUPOBaHUS Ha OyMa)KHOM HOCHUTEJIE;
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— 3JIEKTPOHHbIE 00pa3bl JOKYMEHTOB, TIOJIyYEHHbIE B pE3ylbTaTe CKaHUPOBAHUS
JOKYMEHTOB U XPaHSIINECS B CUCTEME JIEKTPOHHOTO JJOKYMEHTOO0O0pOTA.

4.6.2. IIpueM 1 oTnpaBKa 3JIEKTPOHHBIX TOKYMEHTOB OCYILECTBIIIOTCS OTBETCTBEHHBIM 32
Benenue nenonponsBoacTBa B ['OY PK «C(k)ILU Nel1» n1.I'oppkoBckasi.

4.6.3. DneKTpOHHBIE JOKYMEHTBI CO3JAr0OTCs, 00paldaThIBAIOTCS U XpaHSTCS B CHCTEME
anexkTpoHHoro gokymeHToooopora 'OY PK «C(x)LLIN Nel1» n.I'opbkoBckasi.

4.6.4. DJEKTPOHHBIM JOKYMEHT JOJDKEH OBbITh oQopMiieH 10 OOIUM IpaBUIaM
JEJONPOU3BOJICTBA U MMETh PEKBU3UTHI, YCTAHOBJICHHBIE /I AHAJOTMYHOIO JOKYMEHTa Ha
OyMa)XHOM HOCHUTEIIE, 32 UCKIIFOUEHUEM OTTHUCKA M1eYaTH.

4.6.5. Jlna mnoaTBepkKACHUS TMOMJIMHHOCTH SIEKTPOHHBIX J0kyMeHTOoB B ['OY PK
«C(x)[IIN  Nell» pg.l'opbKkOBCKasi HCIONB3YIOTCS  OJCKTPOHHBIE IUGPOBBIC  MOAMKCH.
Hcnonb3yemblie cpecTBa ANEKTPOHHOU TUGPOBON MOIIMUCH JOJIKHBI OBbITH CEPTUDHUIIUPOBAHDI B
YCTaHOBJICHHOM TOPSIJIKE.

4.6.6. Eqununeid ydera 3JIEKTPOHHOIO JOKYMEHTA SIBJISIETCS 3JIEKTPOHHBIA JIOKYMEHT,
3apEeTUCTPUPOBAHHBIN B CHCTEME AIEKTpOHHOTO MokyMeHToobopoTa 'OY PK «C(x)IIN Nellx»
n.1'opbKOBCKasi. DJIEKTPOHHBIA TOKYMEHT, UMEIOLIUN IMPUIOKEHHUS, PETUCTPUPYETCS KaK OJUH
JIOKYMEHT.

4.6.7. Ilocie oTIpaBKH 3JIEKTPOHHOI'O TOKYMEHTA, 3aBEPEHHOI0 3JIEKTPOHHOM MOJMNUCHIO
YIOJIHOMOYEHHOT'O JIOJPKHOCTHOTO JIUIA, JOCBUIKH aJipecaTy ero KOMUU Ha OyMa)KHOM HOCHUTEJIE,
KaK MpaBUJIO, HE TpeOyeTcs, 32 UCKIIOYECHUEM OTBETOB Ha OOpallleHus rpaxaaH, MOCTYIMUBIIUX
no WHGOPMAIMOHHO-TEIEKOMMYHUKAIIMOHHBIM ~KaHaldaM, Ha KOTOpBIE 3asBUTENIO JTAeTCs
MUCHMEHHBIN OTBET, HAMPABIISIEMBII 10 TOUYTOBOMY aJpecy, YKazaHHOMY B 0OpallleHUH.

4.6.8. HcnonHeHHbIE OJIEKTPOHHBIE JTOKYMEHTBl CHCTEMATU3HPYIOTCS B Jeila B
coorBeTcTBUU ¢ HoMmeHknatypod gnen [OY PK «C(x)[IIM Nell» np.lopbkoBckass u
WHJEKCUPYIOTCSl B MOPSAJKE, YCTAHOBIEHHOM B OTHOILUEHHUHU JI€Jl, COCTABJIEHHBIX U3 JOKYMEHTOB
Ha OymakHoMm Hocutese. [Ipu cocTaBlieHUH HOMEHKJIATYPHI JIeJ B 3aroJIOBOK Jiejia BKIIOYAETCS
yKa3aHue «JIEKTPOHHBIE JOKYMEHTBI.

4.7. UapopmanmnonHasi 6e30acHOCTb

4.7.1. Undopmanuonnsie pecypesl I'OY PK «C(x)IN Nell» n.I'opbkoBckas mo qoctymy
(BO3MOKHOCTH  HCIIOJIB30BaHUS)  MOJAPA3JEISAIOTCA HA  OTKPBITYI0  (0OLIEAOCTYIHYIO)
uHpoOpMaLIHIO, CIYyKeOHYI0 MHPOPMALUI0 ¥ HHPOPMAIUI0 OTPAHUYCHHOTO PACIpPOCTPAHCHHUS
(moctyma).

K kareropun OTKpHITOH HH(MOpPMALMK OTHOCUTCS HMH(pOpMalus, cojaepxkamasics B
nokymentax u 6azax maHHbix ['OY PK «C(x)IIM Nell» n.I'opbkoBCKas, HEMOCPEICTBEHHO
3aTparuBarouias IpaBa U UHTEPECHI TPakJIaH.

K xkareropun cinyxeOHON uHGOpMALMM OTHOCUTCS HH(pOpMalUs, cojaepxkaiasics B
nokymenTtax u 0azax gaHHbIXx ['OY PK «C(x)IN Nell» n.I'opbkoBckas, npeaHa3HaAYeHHAS IS
nomxHOCTHRIX JHIl ¥ paboTHukoB ['OY PK «C(x)[IIN Nell» n.I'opbkoBcKasi, Ipu BHITIOJTHEHUU
UMH CBOMX (DYHKIIMOHAIBHBIX 00S3aHHOCTEH, HE 3aTparuBalrollas HAIpsSAMYIO MpaBa U UHTEPECHI
rpaX<aH U HEe OTHOCALIASICS K KATETOPUN OTPAaHUYEHHOTO PAcpOCTpaHeHus (A0CTyma).

K xareropun wuHpoOpManMM OTPaHUYCHHOTO PACHPOCTPAaHEHHsS (JOCTyNa) OTHOCUTCS
uHbopMaIMs, CcoJIepKallascs B JOKyMEHTaX W 0a3ax JaHHBIX, BKJIIOYAIONIAs CBEACHUS
KOH(pUACHITMATBLHOTO XapaKTepa.

Bes undopmanus, comepxarniasics B gokymeHTax u 6azax nmanHeix ['OY PK «C(x)IIN
Nell» n.I'opbkoBckas, IO YMOJYaHHIO SIBISIETCA OTKPBITOM M oOmenoctynHou. MckmoueHue
cocTaBisieT HMHGOpMAIMs, OTHECEHHass K KaTeropusiM CIyKeOHOH M  OrpaHHYeHHOTO
pacrpocTpaHeHus (JI0CTyma).
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4.7.2. Jloctyn mnosb3oBarenel K HMH(OpPMalMM OrpaHUYMBAETCS IIyTEM OTHECEHHUS
uH(pOpPMAIMH K COOTBETCTBYIOIIEH KAaTETOPUH U HAJOKEHHEM Ha HEE COOTBETCTBYIOLIETO rpuda
OrpaHMuYEHUsl pacrnpocTpaHeHus. MHpopmanns orpaHM4eHHOro JOCTyHa CHaOXaeTcs rpudom
«J1n1s cityke0HOTr0 MOJIb30BaHUS».

[IpaBoM oTHeceHus MH(pOPMAIMK K KAaTErOPUU OTPAHUUYEHHOI'O JOCTYNA M HaJIOKEHUS
COOTBETCTBYIOLIETO TpU(a 007IaAaeT aBTOP TOKYMEHTA 10 COTIACOBAHMIO C TUPEKTOPOM.

JlokymMeHTHpOoBaHHass HH(GOpMAIUsl OrPaHUYEHHOTO PacCHpOCTpaHeHUs ©0e3 CaHKIHUU
JOJDKHOCTHOTO JIMIIA, YCTAHOBMBIIETO PEXUM OTPAaHUYEHHOTO PAacCHpOCTPaHEHUS I TaHHOTO
JOKYMEHTa, He MOJUICKUT pas3rialleHuio (pacupocTpaneHuio). [IpegocraBienue moinb30BaTeNsIM
JocTyna K JaHHOM HH(OpMalMH OCYLIECTBISETCS MCKIIOUUTEIBHO [0 COIJIACOBAHUIO C
YKa3aHHBIM JOJDKHOCTHBIM JIMIIOM ITYyTEM I0JIa4l COOTBETCTBYIOIIEH 3asBKU.

JIOJDKHOCTHBIE  JMIa,  NPUHSABLIME  pelleHne o0  OTHECeHMH  MHGpOpMalUH,
3aQUKCUPOBAHHOM B JOKYMEHTE, K KaTerOpUM OIPAaHMYEHHOI'O0 pPaCHpPOCTPAHEHUS, HECYT
OTBETCTBEHHOCTh 32 0OOCHOBAHHOCTbH IPUHATOrO PELICHHS U €r0 COOTBETCTBHUE JCHCTBYIOLIEMY
3aKOHOJATENIbCTBY.

4.7.3. Jluunble Aena paOOTHUKOB, JUYHbIE KAPTOUKH PAOOTHHUKOB, TPYIOBBIE KHUKKU
pPabOTHUKOB, NMPUKA3bI 1O JINYHOMY COCTaBY JOJIKHBI XPAaHUTHCS B ceiie UIu B METAIITUYECKOM
mkady.

bnaHku TpynoBBIX KHIDKEK MO Mepe HEOOXOIUMOCTH BBIJAIOTCS OTBETCTBEHHOMY JIHILY
KaJpoBOM cIyKObl. 3amucu B TPYAOBOM KHMXKKE HoAOUCHhIBaeT pykoBoautens ['OY PK
«C(x)[IIN Nelly n.I'oppkoBckasi. bnanku xpansrtcs B ceiide.

4.7.4. YcTaHOBKa M 3KCIUTyaTallsl IPOrpaMMHOr0 o0ecreueHus], HOJyYEeHHOTO U3 JTH0OBIX
VMCTOYHUKOB W BBIMIOJHSIONIETO (YHKIUHU, HE CBSA3aHHBIE HEMOCPEJICTBEHHO C BBINOJIHEHHEM
pabOTHUKAMH CBOUX JIOJKHOCTHBIX O0S3aHHOCTEH, KATErOPUUECKH 3alpellieHa.

4.7.5. Bes mpencTaBieHHas B JIEKTPOHHOM Buje uHpopmanus, nocrynatomias B [OY PK
«C(x)IIK  Nell» n.l'opbkoBckast, B 00fA3aT€IbHOM TOpPSAKE MOJJIEKUT  IPOBEPKE
AHTUBUPYCHBIMH CpPEICTBAMHU.

4.7.6. DAeKTpOHHAs MOYTa MOXET HCIIOJIb30BATHCS MOJIb30BATENIIMU TOJBKO JUIsI OOMEHa
uH(pOpMAaIIMEH, OTHOCSIIENUCS K KaTerOpUU OTKPBITON U CIy>KeOHOM. 3alpelieHo MCIoJIb30BaTh
ANIEKTPOHHYIO MOYTY JUIsl mepefadyd MH(OpMaIi, OTHOCSILENHCS K KaTErOpHuH OrpaHUuYEeHHOTO
pacnpoCcTpaHeHusl.

5. KoHTpoJIb 32 HCIIOJTHEHHEM JOKYMEHTOB

5.1. Opranu3anusi KOHTPOJIsA

5.1.1. KoHTponto mojjexar BCe 3aperuCTpUPOBAHHBIE JOKYMEHTHI, TPeOyIOLIMe HCIOTHEHHUS.
KOHTpOIb HMCHOTHEHUS TOKYMEHTOB BKJIIOYAET: YY€T, IOCTAaHOBKY Ha KOHTPOJIb, KOHTPOJIb
CPOKOB HCIIOJIHEHHUS, HEMOCPEICTBEHHYIO IIPOBEPKY XOJa MCIOJHEHUS, MPOBEPKY KadecTBa
WCIIOJIHEHUS, aHAJIU3 PE3YyJIbTaTOB UCIIOIHEHHUS.
5.1.2. KoHTpob 3a HMCTHOJHEHHEM JOKYMEHTOB YCTAHABJIMBACTCA B IEJISAX OOECMEUYeHUs HX
CBOEBPEMEHHOI'O M KaUECTBEHHOT'O MCIIOJIHEHUS, MOBBIICHHS YPOBHS OPraHU3aTOPCKOM paboThI
Y UCTIOJTHUTEJIbCKOW TUCIUIUIMHBI.
5.1.3. Ilpu noctaHOBKe JOKYMEHTa Ha KOHTPOJb Ha MPABOM BEPXHEM TMOJI€ JOKYMEHTa JeslaeTcs
OTMETKa O KOHTPOJIE, KOTOPYIO 0003HAYAIOT CIOBOM (ILITAMIIOM) «KOHTPOIIBY.
5.1.4. KoHTposo nouiexar NpuKasbl U JOKYMEHTBI, IOCTYNAIOLIUE HAa UMl TUPEKTOPA.
Opranuzanusi KOHTPOJIS UCIIOJIHEHUS BKJIIOYAET B ceO0sl:
— IIOCTaHOBKY JJOKYMEHTa Ha KOHTPOJIb;
— MOHMTOPHHI UCIIOJHEHHUSI KOHTPOJIbHBIX NOPYUYEHUN JOKYMEHTOB;
— CHSITUE MCIOJIHEHHOTO JOKYMEHTA C KOHTPOJIS;
— HamnpaBJIEHWE UCIIOJIHEHHOTO TI0KYMEHTA B JEJIO.
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5.1.5. PykoBoauTenu CTPYKTYpPHBIX MOApa3JelieHuil 00s3aHbl paccMaTpUBaTh COCTOSIHHUE
WCIIOJIHUTENBCKOM AMCUMIUIMHBI MO JOKyMEHTaM ¢ mnopydeHusmMu agmunuctpauun ['OY PK
«C(x)ILIN Nell» n.I'opbkoBcKasi, a TakKe JOKYMEHTBI, MOCTYIUBIINE B aApeC CTPYKTYPHOTO
NOJIpa3/ielIeHNs U TPeOYIOLIe UCIIOJHEHHS U TOJITOTOBKU OTBETA.

5.1.6. JIoKyMEHT CuUMTaeTCsl MCIOJHEHHBIM, KOIJIa pEIIeHbl OKOHYaTelIbHO BCE

MIOCTaBJIEHHBIE B HEM BOIIPOCHI M COOJIIO/IEHBI CIIEYIOIINE CPOKHU:

—  €CJIHM B IOKYMEHTE IOCTaBJIEH CPOK UCIIOJIHEHUS — B YKa3aHHBIN CPOK;

— JIOKYMEHTHI 0€3 yKa3aHusl CpOKa HCIIOJIHEHUS! — B MECSTUHBII CPOK;

—  €CIHM B IOKYMEHTE UMEETCS IIOMETKA «CPOYHO» — B TPEXIHEBHBIN CPOK;

— mnopydeHus 0e3 yKa3aHUsl KOHKPETHOU JaThl UCIIOJIHEHUS — B MECSYHBIN CPOK;

—  C IIOMETKOM «OIepaTuBHO» — B 10-qHEBHBIN CPOK;

Cpok ucuunciseTcs B KaJeHAAPHBIX JHIX € AaThl HOAMUCAHUS JOKYMEHTA.

Ecnu mocnennuil eHb HMCIONHEHUS AOKYMEHTAa NPUXOIUTCS Ha Hepabouuil N1eHb, OH
HOJUIEKUT UCIIOJHEHHIO B MPEALIECTBYIOUI eMy pabouMii eHb.

[Ipy HEOOXOOUMOCTH MPOAJIEHUS CpPOKa HCIHOJHEHUS JOKYMEHTa OTBETCTBEHHBIN
WCIIOJIHUTENb MPEACTABIAET HAa HMMsI JUPEKTOpA, JABIIEr0 IOpPYyYEHUE, MOTHUBHPOBAHHYIO
npockOy 0 ero MpoAJeHUH He MO3/JHEE YeM 3a TPU AHS J0 MCTEYEHHs YCTAaHOBJIEHHOI'O CPOKa, C
YeM CBOEBPEMEHHO MepeaaeTcss HHPopMalus B IPUEMHYIO TUPEKTOPA.

5.2. IlopsAIOK CHATHA JOKYMEHTOB ¢ KOHTPOJIS
5.2.1. IokyMeHTBbl CHUMAIOTCSI C KOHTPOJISl, €CIIM PELIeHbl MOCTaBJICHHbIE B HUX BOIPOCHI WU
aBTOpaM JaH OTBET 110 CYILECTBY.
IIpoMexyTOUYHBI OTBET, PaBHO KaK M 3alpoc MO HCIOIHIEMOMY NOKYMEHTY WM YaCTHYHOE
VICIIOJIHEHUE TIOPYUYEHHUS, HE SIBISIETCSI OCHOBAHNEM IS IPU3HAHUS JOKYMEHTA UCIIOJIHEHHBIM.
5.2.2. CHATh JOKYMEHT C KOHTPOJSI MOKET TOJBKO JOJDKHOCTHOE JIMIIO, KOTOPOE TIOCTABHIIO €T0
Ha KOHTPOJIb.
5.2.3. OcHOBaHMEM JJISl CHATHUS C KOHTPOJS JOKYMEHTOB C MOPYUYEHUSIMH JUPEKTOpa SIBIISETCS
JOKYMEHT — OTBET, MOANUCAHHBIA AUPEKTOPOM, JHIIOM €ro 3aMellaroliuM, JUOo crpaBka 00
VICIIOJTHEHUY JOKYMEHTA 34 MOJAINMCHI0 PYKOBOJUTENS CTPYKTYPHOTO MOIPA3ICICHNUS.

6. Yuer u XpaHeHHe neyaTeu, IITAMIIOB U 0JIAHKOB
6.1. O6s3aTenbHOMY yuYeTy TMOJJIeKaT BCE BHJABI Te4YaTel U IITaMIoB, OJaHKH CTPOTOU
OTYETHOCTH, TPYAOBBIC KHUKKH.
6.2. Yuer Bcex mneuareii u mrammnoB, umeronuxcs B ['OY PK «C(x)[IIN Nelly» n.I'oppkoBckas,
BEJIETCS B CHEUAIbHOM XypHanue (mpuiioxeHue Ne 13).
6.3. XKypHains! yyera BKIIOYAIOTCS B HOMEHKIIATYPY Jei. JINCThI X HyMepyIOTCS, MPOITUBAIOTCS
Y OTIeYaTHIBAIOTCSI.
6.4. IleyaTu 1 MITaMITBI IOJDKHBI XPAHUTHCS B ceiidax WM METAIUTMYECKUX IIKadax.
6.5. OTBETCTBEHHOCTh 3a XpaHCHHE W WCIIOJb30BaHUWE Te€YaTei, INTaMIOB HECYT JIMIIA,
OTBETCTBEHHBIE 32 BEJICHUE JICTOMPOU3BOICTBA.
6.6. YHHuUTOXXEHNE OJIaHKOB MPOU3BOIUTCS MO AKTy C OTMETKON B COOTBETCTBYIOIIUX JKypHaax
y4era.
6.7. ITeyaTu ¥ MITAaMITBI YHUYTOXKAIOTCS IO aKTY.
6.8. [IpoBepka Hanmuyus reyaTeil, MTAMIOB W OJAHKOB, a TaKXKe TMOPSAKA HX XPaHEHUS H
UCTIOJIb30BAHMS TPOU3BOJUTCS KOMUCCHEH HE peXe OJHOTO pa3a B ToJ OJHOBPEMEHHO C
MIPOBEPKOW COCTOSIHHS JICIIOTIPOU3BOJICTBA.
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7. CocTaBiieHHe HOMEHKJIATYPBI J1eJI

7.1. HoMenknaTypa Jie1 — CUCTEMaTU3UPOBAHHBIN NEpPeUeHb 3arojl0BKOB (HAMMEHOBAHUM )
nein, 3aBoauMbIX B 'OY PK «C(x)ILIA Nel1» n.I'oppkoBcKasi, C yKa3aHHEM CPOKOB UX XpaHEHUS,
0 OpMIICHHBIN B yCTaHOBJICHHOM IOPSIJIKE.

HomeHnknarypa nen npeaHazHaueHa ISl TPYNIUPOBKU UCIIOJIHEHHBIX TOKYMEHTOB B J€la,
CUCTEMATH3allMi MU y4yeTa JIeJl, ONPEJECTCHHs] CPOKOB HMX XPAHEHHUS U SIBISIETCSI OCHOBOW IS
COCTaBJICHUSI OMHCEH JIeN TOCTOSSHHOTO M BpeMeHHoro (cBbimie 10 jieT) XpaHeHus, a Takxke AJis
yuera jies1 BpeMeHHoro (710 10 JeT BKIIOYUTENbHO) XPaHSHHUS.

7.2. Ilpu cocTaBaeHMM HOMEHKIIATYphI JEN CIeayeT pyKoBoAcTBoBaThes yctaBoM 'OY PK
«C(x)ILIN Nell» nm.I'opbkoBcKasi, IITAaTHBIM paclHCaHUEM, IJIAHAMU U OTYeTaMH O pabdorte,
MEPEYHS MU JIOKYMEHTOB C YKa3aHUEM CpPOKOB HMX XpaHEHMs, HOMEHKJIaTypamMu [Jel 3a
MpeauecTByonye roapl. M3yyarorcs JOKYMEHTHI, oOpasyrwmuecs B AestenbHoctd [OY PK
«C(x)ILIN Nel1» n.I'opbkoBcKasi, UX BUIbI, COCTAB U COACPKAHHUE.

7.3. Homenknatypa gaen ['OY PK «C(x)IIM Nell» pg.l'oppkoBcKas COCTaBIsETCS
pabOTHUKOM, OTBETCTBEHHBIM 32 OPraHM3aIlUIO JCJIONPOU3BOJCTBA M apXHBHOE JEIO,
COTJIACOBBIBAETCS C MOCTOSHHO JercTBYoel sxkcnepTHoi komuccuend ['OY PK «C(x)LLIM Nel1»
1n.1'OpbKOBCKasi, yTBEPKIAACTCA JUPEKTOPOM M BBOIUTCSA B JEUCTBUE C | sSHBaps CIEQyIOLIEro
roja.

7.4. B rpade 1 HOMEHKIIATYpBI JeJ TPOCTABISIIOTCS MHACKCH KAXI0TO Jieia, BKIIFOUEHHOTO
B HOMeHKiatypy. Muaekc nemna cocrout u3 ycraHoBieHHoro B ['OY PK «C(x)IIN Nellx»
n.l'oppkoBckasi 1udpoBoro ob6o3HaueHus: (KoJa) M IMOPSAKOBOIO HOMEpPA 3arojioBKa Jenia o
HOMeHKIatype. MHaeKchl aen 0003HadaroTes: apaObCKUMH U paMu.

Hanpumep: 12-05, rone 12 — kox, 05 — MOOpsSAKOBBIA HOMEp 3arojoBKa J€jia B paselie
HOMEHKJIATYpPhl Jell.

7.5. B HOMEHKIAaType Jel PEKOMEHIYETCS COXpaHATh OJMHAKOBBIE WHAEKCHI s
OJIHOPOJIHBIX JIEJT; ISl IEPEXOIAIIUX J1€]T MHIAEKC COXPaHSIETCs.

7.6. B rpady 2 HOMEHKIATypbl Je1 BKIIOYAIOTCS 3aroJIOBKM Jed (TOMOB, YacTeil).
3aroyioBOK Jena 4eTko, B 0000IIeHHOW (opMe OTpakaeT OCHOBHOE COJIEp)KaHHME M COCTaB
JOKYMEHTOB JIeJIa.

OcHOBOW 1711 HaMMEHOBaHUs (3aroJioBKa) JeN SBJISIOTCS BOMPOCHI, OTpa)Kalolllde 3aJaud U
¢y 'OY PK «C(x)ILIA Nell» a.I'oppkoBckasi. HameHOBaHMS JOMONHSIOTCS YKa3aHUEM
poJla 3aBOJMMOrO Jejla WIM Pa3HOBUIHOCTH JIOKYMEHTOB (IIOCTAHOBJIEHMS, PaCHOPSKEHUS,
MIPUKA3bl, IPOTOKOJIBI U T. 1I.).
Ecnu neno, BkiIrO4aeMoe B HOMEHKJIATYPY [€J, COCTOMT M3 OJMHAKOBBIX BHUJOB WIH
Pa3HOBUIHOCTEN JOKYMEHTOB, B 3aroJIOBKE TaKOro JIela YKa3blBa€TCsl HaUMEHOBAaHHUE BUJIOB
JTOKYMEHTOB, Hanpumep «lIpuka3bl 10 OCHOBHOU JI€SITETBHOCTH.
He pexkomenayercs ynoTpeOisiTb B 3arojoBKe JieJda HEKOHKpETHble (OPMYIMPOBKH, a TaKKe
BBOJIHBIE CJIOBA U CJIOKHbBIE 00OOPOTHI.
Ecom gemo Oyaer cocToATh M3 HECKOIBKMX TOMOB HMIIM YacTEeW, TO COCTaBIsACTCS OOMIWN
3aroJIOBOK Jieja, a 3aTeM MPH HEOOXOAMMOCTH COCTAaBJISIOTCS 3arojIOBKU Ka)kJ0ro ToMa (4acTu),
YTOYHSIOIIUE COJIEpKaHME 3aroJioBKa Jiena.
[Topsiok pacnooKeHusl 3aroJIOBKOB JIe] BHYTPH PA3AesioB U MOJPa3JeiOB HOMEHKIATYPHI JIEd
OIIpe/IeNIAeTCs CTENEHbI0 BaKHOCTH JIOKYMEHTOB, COCTaBISIOIIMX J€ENia, U UX B3aUMOCBS3bI0. B
HayaJle pacrojiaraiTcs 3arojoBKU JeJl, COJEPXKAlUX OpraHu3allMOHHO-PACIOPSAUTEIbHYIO
JOKYMEHTAlMI0. 3arojOBKU JIe]l MOTYT YTOUHSATHCS B Ipoliecce popMupoBanus U opopmiieHUs
hi(Sh)

7.7. I'pacdha 3 HOMEHKIATYPHI /1€ 3aIM0IHAETCS IO OKOHYaHUH KaJICHIapHOT O TO/1a.
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7.8. B rpade 4 yka3zbiBaeTCsl CPOK XpaHEHHUS Jiefla, HOMepa cTaTel Mo MepeyvHIo, a IpHu ero
OTCYTCTBHUM — 10 TUTIOBOM WJIM MPUMEPHON HOMEHKIAType Jel.

Cpoku XpaHEHHs, YKa3aHHbIE B TEPEUHSIX, SIBIAIOTCSA OOS3aTEIbHBIMHU, M COKpAIlEHUE UX HE
nomyckaercs. Pa3pemiaercs XpaHUTh JOKYMEHTHI CBBIIIE YCTAHOBJIEHHOTO CPOKa, €CIH B TOM
€CTh MPaKTHUECKast HEOOXOAMMOCTb.

79. B rpape 5 «llpumeuanue» yKa3bIBalOTCAd Ha3BaHUA MEPEYHEH JOKYMEHTOB,
WCIIOJb30BAHHBIX IIPU ONPENEICHUNU CPOKOB XpaHEHUs [eJ, MPOCTABIAIOTCA OTMETKH O
3aBe/ICHUH JIed (B TOM YHCIIE B DJIEKTPOHHOM BHUJIE), O TIEPEXOAAIINX JIEIaX, O BBIJACICHUN eI K
YHUYTOXKEHHIO, O JIUIIaX, OTBETCTBEHHBIX 3a (popMupoBanue nen (npuioxerue Ne 14).

7.10. Eciu B Teuenue roga B 'OY PK «C(x)[IIN Nel1» n.I'opbkoBckasi BO3HUKAIOT HOBBIE
JOKYMEHTHPOBaHHbIE yYaCTKH pabOThl, HA HUX (POPMUPYIOTCS COOTBETCTBYIOIIME Jeja, OHU
JOTIOJTHUTEIBHO BHOCSTCA B HOMEHKJIATypy. i1 BHOBB 3aBOJMMBIX J€JI B KaXJOM paslele
HOMEHKJIaTypbl OCTABIISIFOTCS] pE3€PBHBIE HOMEPA.

[lo okOoHYaHMM roja B KOHIIE HOMEHKJIATypbl J€J AEJIA€TCSl UTOroBas 3alKCh O KOJUYECTBE
3aBE/ICHHBIX JIeN (TOMOB).

[Topsiok pacmnonoKeHUs 3aroJ0BKOB JIeJ BHYTPU Pa3fesioB U MOJPa3/IeIOB HOMEHKIIATYPhI 1€
OTIpe/IeNIAeTCA CTENEHBI0 BAaXXHOCTU JOKYMEHTOB, COCTAaBJISIOLIMX JI€da, U MX B3aUMOCBS3bIO.
Bnauane pacnonararoTcsi 3arojoBKH €N, COAEpPXKALUX OpraHU3alUOHHO-PACHIOPSAIUTEIbHYIO
NoKyMeHTauuo. [lanee pacmonaratoTcst 3arojloBKM 1€, COJEpKalluX IJIaHOBBIE M OTYETHBIE
JTOKYMEHTHI, U T. 1.

7.11. CTpyKTypHBIE TOJpa3JeICHUs €XKET0JHO, He To3AHee 15 HosOpsi Tekylero roaa
pa3pabaThIBalOT MPOCKT HOMEHKIIATYPHI JIeTT CBOETO MOAPA3AeNICHUs Ha CIETYIOIIHNMA TO1I.
HomenknaTtypa Aen CTpyKTYpHOTO MOJpa3[eieHHs] COCTaBISETCA JIMLOM, OTBETCTBEHHBIM 3a
BEJIEHUE JIEIOMPOU3BOICTBA CTPYKTYPHOIO MOJAPA3ACIEHHUS, COITIACOBBIBAETCS U MOJIUCHIBACTCS
PYKOBOJIUTENIEM CTPYKTYPHOTO TOJpa3eICHUs] U MPEICTaBIseTCs pabOTHUKY, OTBETCTBEHHOMY
3a opranmzauuio genonpousBoictBa W apxuBHoe neno B ['OY PK «C(x)IIM Nellx»
n.I'opbkoBCKas.

OTBETCTBEHHOCTh 32 OpPraHU3aldI0 CBOEBPEMEHHOTO COCTABJICHHUS HOMEHKIATYphl el
BO3JIAracTCs Ha pYKOBOJUTEIEH CTPYKTYPHBIX MTOJAPa3ICIICHUMN.

8. ®opmupoBanue u opopmiieHHe el

8.1. ®opmupoBaHue JAen — TPYNNUPOBKA HCIOIHEHHBIX JOKYMEHTOB B Jeia B
COOTBETCTBUHU C HOMEHKJIATYPOM JIe]l U CUCTEMAaTHU3allns TIOKYMEHTOB BHYTpH Jiena.

8.2. lena B I'OY PK «C(x)IIIN Nell» n.I'opbkoBckas (OpMHUPYIOTCS B CTPYKTYPHBIX
NO/Ipa3IEICHMSIX.

8.3. McnonHeHHble TOKYMEHTHI JOJKHBI B 10-IHEBHBIM CPOK Cl1aBaThCsl MCIOJIHUTEIEM
JUIy, OTBETCTBEHHOMY 3a BEJIEHUE JEJOMPOU3BOJACTBA B CTPYKTYPHBIX MOAPA3JICACHUIX, IS
dbopmupoBanuss ux B jnena. Homep nena, B KoTopoe HOMKEH OBbITh MOAMIMT JOKYMEHT,
ompenensier pykoBoauTenb cTpykTypHoro mnoapaszaeneHus ['OY PK  «C(x)[IIU  Nelly
n.I'OpbKOBCKass WM WCIOJHUTENIb B COOTBETCTBMM C HOMEHKJIArypou nen. Ha moxkymente
npocraBisitorcs  otMetka «B  genmo  Ne...», MOANUCH HWCHONHUTENS WM PYKOBOJIUTEINS
CTPYKTYPHOTO MOAPA3ACICHUS, 1aTa.

JIOKyMEHTBI BHYTpPH JieJia PacloiaraloTcsi B XpOHOJIOTHYECKOM MOCIIEeI0BATEIbHOCTH.

8.4. KoHTpoJsib 3a MpaBUILHOCTHIO (POPMHUPOBAHUS JI€] OCYIIECTBISETCS OTBETCTBEHHBIM
3a apxuB ['OY PK «C(x)LLIN Nel1» n.I'oppkoBckasi.

8.5. Ilpu dopmupoBanuu nen He0OXOIUMO COOMIOIATH Cienyronme oOIue MpaBuia:
MoMelaTh B JIEJI0 TOJIbKO HCIOJTHEHHBIE JOKYMEHThI B COOTBETCTBHM C 3arojOBKaMH el IO
HOMEHKJIaType; TPpYyNIUpOBaTh B JENO JOKYMEHThl OJHOTIO KaJEHIApHOIO ToJa; pa3AelibHO
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TpYyNIUPOBaTh B JieJia JOKYMEHTHI IOCTOSSHHOTO M BPEMEHHOTO CPOKOB XPAaHEHMsI; TOMEIIATh B
nena kKcepokormuu (akcos, TenedoHOorpaMM Ha OONMX OCHOBAHMSX; B JIEJIO HE JIOJDKHBI
MOMEIIAThCS TOKYMEHTHI, OJIekKAITUE BO3BPATY, JIMIIHUE K3EMIUISIPbI, YUEPHOBUKH: 110 00BEMY
7IeJI0 He JTOJDKHO TpeBbimaTth 250 nuctoB win 4 cMm. [lpu Hanuuuu B Jieie HECKOJIbKUX TOMOB
(dacTelt) MHAEGKC M 3arojIOBOK Jiefla MPOCTABISIOTCS HAa KaXJIOM TOME C J100aBJICHUEM «TOM 1»,
«TOM 2» (TIOCTIECTHUMN ).

8.6. PacniopsautenbHble TOKYMEHTHI TPYIITUPYIOTCS B JIeja 10 BUJAM B XpPOHOJIOTUYECKOM
MOPAJIKE C OTHOCAIIUMUCS K HUM MPHIIOKECHHUSIMHU.

YcTaBbl, MOJNIOKEHUS, UHCTPYKLHUH, YTBEPKIACHHBIEC PACTIOPSIUTEIBHBIMU JOKYMEHTAMU,
SBJISIIOTCS] IPUJIOKEHUSIMU K HUM M TPYIIUPYIOTCS BMECTE C YKa3aHHBIMU JOKyMeHTamu. Ecim
K€ OHM YTBEPXKIEHbl B KauyeCTBE CaMOCTOATEIBHOTO JOKYMEHTa, TO WX TpPYNIUPYIOT B
CaMOCTOSITENIbHBIE JIeTIA.

[Ipuka3bl 0 OCHOBHOM AESATEIHHOCTH TPYNIUPYIOTCA OTAEIBHO OT MPHUKA30B MO JIMYHOMY
COCTaBy.

[Tpukasbl IO TUYHOMY COCTaBY TPYNIUPYIOTCS B JIEJIa B COOTBETCTBUU C YCTAHOBICHHBIMU
CpPOKaMH UX XpaHCHUS.

[IpoTokonbl B Jejie pacroiaraloTcs B XPOHOJOTHMYECKOM TMOPSAJIKE [0 HOMEpaM.
JIOKyMEHTBI K TpPOTOKOJIaM, CIPYIIUPOBAHHBIE B OTIENIbHBIC J€7a, CUCTEMATH3UPYIOTCS IO
HOMEpaM MPOTOKOJIOB.

VYTBepXKAEHHBIE IIJIAHBI, OTYETHl, CMETHI, JIUMHUTBI, THUTYJIbHbIC CHOUCKA U Jpyrue
JOKYMEHTBI TPYNIUPYIOTCS OTJEIBHO OT MPOEKTOB.

JIOKyMEHTBHI B JINYHBIX JeJIaX pacroiaraloTcsi Mo Mepe X MOCTYIUICHUS.

[lepenucka rpynnupyeTcsl B paMKax OJHOTO KaJICHIAPHOTO ToJla U CUCTEMAaTH3UPYETCs B
XPOHOJIOTHYECKOMN TTOCIEA0BATEIIBHOCTU: IOKYMEHT — 3apoOC — TIOKYMEHT — OTBET.

8.7. Hema T'OY PK «C(x)IIN Nell» nm.I'oppkoBckasi mojiekaT Oo(GpOpMIICHHIO TIPH UX
3aBeIcHMH U 10 3aBepiieHUU roja. OdopmieHue aena — MOATOTOBKA Jela K XPaHEHHUIO
BKJIIOYaeT B ce0s KOMIUIEKC paboT MO ONHUCAHUIO Jiesla Ha OOJIOKKe, MOJIIMBKE, HyMepaluuu
JUCTOB M COCTaBIIEHUIO 3aBepUTENbHON Haanmucu. OdopmiieHue aen MpoBOAUTCS pabOTHUKAMU
ctpykTypubix moapasnencauii ['OY PK «C(x)ILIM Nell» n.l'opbkoBckas, B 00S3aHHOCTH
KOTOPBIX BXOJWUT 3aBelleHHEe U (POopMUpPOBAHME [I€7, MPU METOJUYECKOW IMOMOIIU U TIOJ
koHTposieM apxuBa ['OY PK «C(x)ILIN Nel1» a.I'oppkoBcKasi.

8.8. B 3aBUCMMOCTM OT CpPOKOB XpaHEHHUS TPOBOAUTCS TIOJHOE WM YaCTUYHOE
odopmIIeHHE JIeTI.

[TonHomMy ogopMIIEHHIO TOJJIEKAT Jejla MOCTOSTHHOro, BpeMeHHoro (cbime 10 ner)
XpaHeHus (10 TUYHOMY COCTaBY, JTUYHBIE JieNia YBOJEHHBIX paboTHUKOB). [lomHOE odopmiieHne
Jiena npeycMaTpUBaET:

— MOIIIUBKY WM TBEPABIN MEPEIIeT AeNa;

— HyMEpaIuIo JUCTOB B JIEJIE;

— COCTaBJICHUE JIMCTa-3aBEPUTEIIS;

— COCTaBJlieHHE B OCOOBIX ciydasix (mpu OGOpMIIEHUHW JIMYHBIX JEJN, JJIs ydera 0co0o

IIEHHBIX JIOKYMEHTOB) BHYTPEHHEH OMUCH TOKYMEHTOB JIeNia;

— BHECEHUE HEOOXOUMBIX YTOYHCHHI B PEKBU3HUTHI OOJIOKKH Jiena (YTOUHEeHNEe Ha3BaHUs

No/ipa3/ielIeHHs], HHAEKCa U 3arojioBKa Jiena, 1aThl Jeia U Jp.).

8.9. llena BpemeHHoro (mo 10 neT BKIIOYUTENBHO) XpaHEHHs MOJJIeKAT YaCTHUHOMY
odopmienuto. JJonyckaercs:

— XpaHUTH JieJia B CKOPOCIINBATEIISX;

— HE IPOBOJIUTH MEPECUCTEMATU3ALINIO JOKYMEHTOB B JIEJIE;

— JIUCTHI Jiejla HE HyMEPOBaTh;
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— 3aBEPUTEIIBHBIE HAANIMCH HE COCTABIIATD.

8.10 loxymeHTBI, oAJIexkKalye noJHOMY 0(hOpPMIIEHHIO, TIOUIMBAIOT HA YETHIPE IPOKOIa
B TBEPAYIO OOJIOKKY M3 KApTOHA WJIM NEPEIUIETAIOTCA C YYETOM BO3MOKHOCTHU CBOOOJHOTO
YTEHMs] TEKCTa BCEX JOKYMEHTOB, JaT, BU3 M pe3oiaouuid Ha Hux. lIpm moaroroeke aen k
HNOJIIMBKE (TeperuieTy) MEeTATIMYEeCKUE CKpeIuleHus: (CKOObI, CKpPENKH) W3 JOKYMEHTOB
yaanstores. Jlena mocTOsIHHOTO XpaHEHUsl, COCTOSIIINE U3 HEPOPMATHBIX JOKYMEHTOB, XPaHITCS
B 3aKPBITBIX TBEPJBIX MAIlKaxX ¢ TPeMs KJIAIIAHAMU U C 3aBA3KaMHU.

[Tpu Hanuuuy B J1ee HEBOCTPEOOBAHHBIX JIMUHBIX JOKYMEHTOB (TPYAOBBIX KHUXKEK U JIp.)
9TH JOKYMEHTHI BKJIQJBIBAIOTCS B KOHBEPT, KOTOPBIM 3aTeM MOJIIMBAaeTCs B 3T0 neino. Ilpu
HaJIMYMU OOJBIIOrO KOJMYECTBA TAKMX JOKYMEHTOB OHM MOTYT M3bIMAaThCSl M3 /€N, U HAa HUX
COCTaBJIICTCS OTAEIbHAS OIKCH.

B koHLe kaxaoro jgena MOALIMBAIOTCS 4YHCTble OJaHKU (QOpPM Ui 3aBEPUTEIBHOMN
HaJMHUCH.

8.11. B mensx oOecrieueHUs] COXPAHHOCTH M 3aKPEIUIEHUS TMOPSJIKa PACHOIOKECHHUS
JOKYMEHTOB, BKJIFOUEHHBIX B €10, BCE JINCThI, KPOME 3aBEPUTEIILHOTO, HYMEPYIOTCS apaOCKUMuU
uudpamMu B IMpaBOM BEPXHEM Yy, HE 3aJeBas TEKCTa JOKYMEHTa, MPOCTHIM TIpadUyecKuM
KapaHJallloM WM HyMepaTopoM. YMOTpeOJeHHuEe 4YEepHMJ M NBETHBIX KapaHaaumed uis
HyMEpaLuu JIUCTOB 3alpeniacTcs. BHyTpeHH:s onuch UIMEET CAMOCTOATEIbHYI0 HyMEpALHIO.

JIucTel fen, cOCTOAIMX M3 HECKOJIBKUX TOMOB WJIM 4YacTel, HyMEPYIOTCA N0 KaKIOMY
TOMY WJIM YaCTH OTJENBHO.

dotorpaduu, YepTekH, AUArpaMMbl M JApPYTHe€ WUIIOCTPATUBHBIE M CHEIU(pHYECKUe
JOKYMEHTBI, MPEACTABISIONINE CAMOCTOSATENIbHBIM JUCT B Jeje, HyMepyroTcs Ha 0O0OpOTHOU
CTOPOHE B JIEBOM BEPXHEM YTIy.

Cno>KeHHBIM JUCT pa3BOPAaYMBACTCd U HyMEPYETCs B IPAaBOM BepxHeM yriy. [Ipm stom
JHCT JAr000ro popmaTta, MOIIIMTHIN 3a OAUH Kpall, HyMepyeTcsl KaK OJMH JIKCT; JHUCT, CI0KEHHBIN
Y TIOJIIIUTBIN 33 CEPENNHY, ITOUIEKUT NEPEIINBKE U HyMEPYETCsl KaK OJUH JIUCT.

[lonmuTeie B JA€M0 KOHBEPTHl C BIIOKEHUSIMU HYMEPYIOTCS; IMpPU STOM BHaAdaje
HYMEPYETCS] KOHBEPT, a 3aT€M OUEPEIHBIM HOMEPOM KaXK/10€ BIOKEHUE B KOHBEPTE.

[Togmmteie B €10 JOKYMEHTHI ¢ COOCTBEHHOM Hymepaliei JUCcTOB (BKJIOYas MevaTHbIe
W3JIaHUs1) MOTYT HYMEpOBATbCS B OOIIEM MOPSAKE WM COXPaHATh COOCTBEHHYIO HYMEpalHIo,
€CJIM OHAa COOTBETCTBYET MOPSIKOBOMY PACIIOJIOKEHHIO JIUCTOB B JEIIE.

B cnydasx oOHapyxkeHHs OOJBIIOTO YHCIa OMMUOOK B HyMEpalluu JIMCTOB Jelia B
JIEJIONPOU3BOJICTBE NPOBOAUTCS HX IepeHymepauus. llpu nepeHymepanuu JUCTOB CTapble
HOMEpa 3a4EPKUBAIOTCS OJHOW HAKIOHHOW YEPTOW M PSAOM CTABUTCS HOBBIM HOMED JIMCTA; B
KOHIIE JeJla COCTaBJISIETCSI HOBAsl 3aBEPUTENIbHAS HAJINNCH, IIPU 3TOM CTapasl 3aBEPUTENIbHAS
HAJMKUCh 3a4EPKUBAETCS, HO COXPAHSIETCS B JIETIE.

8.12. JIns ydera KoJMYeCTBa JUCTOB B jelie U (UKCALUU OCOOCHHOCTEH MX HyMepaluu
COCTaBJISIETCS 3aBEpUTENIbHAA HaANuch aena. OHa cocTaBisieTcsl B JieJe Ha OTAEIbHOM JIHCTE —
3aBepUTeNe JieNla. 3aBepuTeNbHAs HAANUCh COCTaBJsieTCs IO YCTaHOBJICHHOH (opme
(mpunoxenue Ne 15).

Bce nmocnenyronirie ©3MEHEHHUS! B COCTaBE U COCTOSIHUU Jiena (TOBPEKIEHUS, 3aMeHa
MOJIJIMHHBIX JOKYMEHTOB KOMHUSIMU, IPUCOEIMHEHUE HOBBIX JOKYMEHTOB M T. [I.) OTMEYAIOTCS B
3aBEPUTENILHON HAMNCHU CO CCBIJIKOM HAa COOTBETCTBYIOIUN aKT.

8.13. Ob6noxKa 1e7 MOCTOSSHHOT0, BpeMEeHHOTO (cBbIe 10 j1eT) XxpaHeHus U 0 TUYHOMY
cocTaBy oopmIsieTcs Mo ycTaHOBICHHOM dopme (mpusoxkerue Ne 16).

Ha 06mosxke fies1 OCTOSIHHOTO XPaHEeHUsI BBEPXY MPEAYCMaTPUBACTCS MECTO IS
HAaMMEHOBAaHUS TOCYIapCTBEHHOI0 apX1Ba, B KOTOPBIA OHU OyAYT NIE€pelaHbl, a TAKKE apXUBHOIO
mudpa B IpaBOM BEPXHEM U JIEBOM HUKHEM YIJIaX.



32

[Tpu odopmiiennn o060k aen HaumeHoBanue ['OY PK «C(k)ILI Nelly» a.I'oppkoBckas
YKa3bIBAE€TCSA IOJIHOCTBIO 110 yCTaBy, B UMEHUTEJIBHOM MAJEKe, COKPAILEHHOE Ha3BaHHUE — B
CKOOKax.

OO0s3aTeIbHBIMU PEKBU3UTAMH OOJIOKKH JIeNa SIBISETCS YKa3aHHE KOJMYeCTBA JIMCTOB B
niene, KOTOpO€e MPOCTaBIISIETCS HA OCHOBAHUU 3aBEPUTEIbHON HAAMUCHU JEN1a, U CPOKA XpPaHEHUS
nena (Ha Jenax IOCTOSHHOTO XPaHEHUs MHIIETCA: «XPAHUTh IIOCTOSHHO»), KOTOPBII
MIEPEHOCUTCSl Ha OOJIOXKKY Jejla U3 HOMEHKJIATYphl MOCJIE CBEPKH €ro Mo CpPOKaM XpaHEHHs B
MepeyHe.

8.14. [lnsa ydyeTa TOKYMEHTOB OIPEICICHHBIX KAaTETOPHUM JI€JT TOCTOSHHOTO U BPEMEHHOTO
(cBpimie 10 neT) XpaHEHUs, Y4ET KOTOPBIX BBI3BIBAETCS CHELM(PHUKON NaHHOW JOKYMEHTalUU
(TryHBIE Aena, 0co00 LEHHBIE), COCTABIIAECTCS BHYTPEHHSISI ONUCHh TOKYMEHTOB Jea.

BHyTpeHHI010 0nHCh HEOOXOIUMO TaKkKe COCTABIISATh B JieJaX MOCTOSIHHOTO U BPEMEHHOTO
(cBpimie 10 7net) xpaHeHHs, CPOPMUPOBAHHBIX MO PA3HOBUIHOCTSM JIOKYMEHTOB, 3arojOBKHU
KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COJIEPKAHNE TOKYMEHTOB.

BHyTpeHHSIsI ONMUCh COCTaBIs€TCS Ha OTIECIBHOM JIMCTE€ MO YCTaHOBIIEHHOHN Qopme
(npunoxenue Ne 17), koTopasi COAEPKUT CBEJIEHUS O MOPSAIKOBBIX HOMEpaxX JOKYMEHTOB Jieja,
UX HMHJIEKCAaX, J1aTax, 3arojJioBKaXx M HOMEpax JIUCTOB JieJla, HA KOTOPBIX PACHOJIOKEH KayKbIi
JOKYMEHT.

K BHyTpeHHEH omucHu Jena COCTaBIsE€TCS WTOTOBas 3alUCh, B KOTOPOM YyKa3bIBaeTCs
uudpaMu M NPONUCHI0 KOJUMYECTBO BKIIIOUEHHBIX B HEE JTOKYMEHTOB M KOJUYECTBO JIUCTOB
BHYTPEHHEW OIUCH.

BHyTpeHHSsI ONUCh MOIUCHIBAETCS €€ COCTABUTENEM C YKa3aHUEM JOJDKHOCTH, IMOJIUCH,
paciu@poBKH MOANKUCH U HyMEPYETCS B A€JI€ OTAEIBHO.

9. Opranusanus onepaTuBHOIO XpaHeHUsI JOKYMEHTOB

9.1. C momenTa 3aBeneHus u jao nepenaun aen B apxuB ['OY PK «C(x)ILIM Nelly
1.l "opbKOBCKas Aeia XpaHATcs [0 MECTY UX (POPMHUPOBAHUS — B CTPYKTYPHBIX MOAPA3ICTICHUSX.

PykoBoguTenu CTPYKTYpHBIX THOJpa3ieleHuil U  paOOTHHKM, OTBEYalolue 3a
JIeTIOTIPOU3BOJICTBO, 0053aHbI 00€CIIEUNBATH COXPAHHOCTD JOKYMEHTOB U JIE.

C 1enpi0 MOBBIIIEHUS ONEPATUBHOCTH IOMCKA JOKYMEHTOB Jelia pacloyiaralorcs B
COOTBETCTBUU C HOMEHKJIATypOH JIedl.

Ha xopemikax 0010KeK /1€ yKa3bIBalOTCS HHJIEKCHI JIEJI IO HOMEHKIIAType.

K noxymeHTaM BpPEMEHHOI'O XPaHEHHs OTHOCSTCS JOKYMEHTBI CO CPOKOM XPaHEHHUs He
6onee 10 et u XpaHATca MO MeCTy UX (OPMHPOBAHUS B CTPYKTYPHBIX MojpazieneHusx. [ena
BpeMeHHOro (1o 10 7neT BKIIOYUTENBbHO) XpaHEHUs B apXUB HE MEPElaroTcs W MOAJIeKaT
YHUUYTOXEHHIO B YCTAHOBJIEHHOM IOPSIJIKE.

3aBepleHHbIE Jella TOCTOSHHOTO U J0JATOBpeMeHHOro (cBbiiie 10 jeT) cpokoB XpaHEHUs
XpaHATCA MO0 MECTY UX (POPMUPOBAHUS B TEUEHHE JBYX JIET, a 3aTeM chatorcs B apxuB ['OY PK
«C(x)ILIA Nel1» n.I'opbkoBcKasi.

Jlena BpEMEHHOTO CpPOKa XpaHEHUS XPAaHATCA MO MECTy UX (OPMHUPOBAHUS B TEUCHHE
YCTaHOBJIEHHBIX HOMEHKJIATYPOU €]l CPOKOB.

9.2. Bplmaua nen, O3HAKOMIIEHHE € JOKYMEHTAMM, HAxXOJALIMMUCS Ha OIEPAaTUBHOM
XpaHEHUU B CTPYKTypHOM mojapasaeneHun, padbotHukam ['OY PK  «C(x)[IOW Nell»
1.l 'opbKOBCKasi MPOU3BOAUTCA C pa3pelleHUs] PYKOBOJCTBA IOJ PACIUCKY B XKypHajie ydeTa
BBIJITa4YM JIOKYMEHTOB M3 apxuBa (mpuiioxeHue Ne 18).

Jlena BBIAIOTCS BO BPEMEHHOE IOJIb30BaHUE PAOOTHUKAM CTPYKTYPHBIX MOJpa3AeiIeHUN
Ha CpoK He Oonee oxHoro mecsima. [locme mucTeueHUs] yKa3aHHOTO CPOKa JENI0 JIOJDKHO OBITh
BO3BpAIICHO HA MECTO €r0 XpaHEHHS.
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9.3. U3bsaTHE JOKYMEHTOB M3 i€l IIOCTOSSHHOI'O XpaHEHHs JONYyCKaeTcs B
UCKIIIOUUTENBHBIX CllydasX, [0 3alpocaM KOMIETEHTHBIX OpPraHOB U IPOU3BOJAUTCA C
nuceMeHHoro pazpemenus aupekropa ['OY PK «C(x)[IIN Nell» n.I'oppkoBckast ¢ OCTaBIEHUEM
B JieJie 3aBEPEHHOM KOIMU TOKYMEHTA M aKTa O MPUYMHAX BbIIayM MOAJTUHHHKA.

9.4. CamoCTOSITETPHOE YHHUUTOKEHUE JOKYMEHTOB B CTPYKTYPHBIX nojapazaeneHusx ['OY
PK «C(x)LLIN Nel1» n.I'opbkoBcKkasi 3ampeniaercs.

9.5. PaGOTHUKU CTPYKTYpHBIX IOJApa3JeIeHUNl HECYT OTBETCTBEHHOCTb 3a COXPAaHHOCTh
MNOCTYNUBIIUX K HUM JIOKYMEHTOB M aKKypaTHOE 00OpalieHne ¢ HUMH.

10. IMopsinoxk mepenaum A0KyMeHTOB Ha xpaHenue B apxuB I'OY PK «C(x)IINX Nell»
a.l'opbroBckast

10.1. B apxuB 'OY PK «C(x)ILIN Nell» n.I'oppkoBcKas mepenaroTcs Jiejia MOCTOSHHOTO,
BpeMeHHOro (cBbiie 10 jieT) XpaHeHHs U 10 JIMYHOMY cocTaBy. VX mepenaya mpou3BOAUTCA O
OMUCAM JEN.

3aKOHUEHHBIE JIEJOMPOU3BOACTBOM Jlelia MOCTOSHHOTO, BpeMeHHoro (cBeime 10 er)
XpaHEHUs W MO JUYHOMY COCTaBY IOCI€ OKOHYAHUS KaJEHIAPHOTO rojia, B KOTOPOM OHU ObLIH
3aBE/ICHbI, OJIJIEXKAT O(POPMIIEHHIO B COOTBETCTBUU C HACTOSIIEH MHCTPYKLIUEH U TIEpealoTcs B
apxuB ['OY PK «C(x)ILIM Nell» n.I'oppkoBckas dYepe3 JBa Tofa IIOCIE€ OKOHUAHUSA UX
nenonpou3BocTBOM. [Iprem ocymiecTBisieTcs 1o rpaduky, COrmacoBaHHOMY € PYKOBOJIUTEIISIMH
CTPYKTYPHBIX MTOAPA3/IeI€HUN U YTBEPKICHHOMY IUPEKTOPOM .

10.2. B nepuoa mMoATOTOBKU CTPYKTYPHBIMHU MOJpa3[eiICHUsMHU JIe]l K Nepeaadye B apXuB
OTBETCTBEHHBI 3a apXWB TMPEIABAPUTEIBHO IMPOBEPSET MPABUIBHOCTh HX (POPMUPOBAHMS,
oQOopMIIEHHSI U COOTBETCTBHE KOJIMYECTBA JE€J, BKIIOYEHHBIX B OMNKUCh, KOJWUYECTBY JI€,
3aBE/ICHHBIX B COOTBETCTBUU C HOMEHKJIATypod. Bce BBISIBIEHHBIE NMPU NMPOBEPKE HEJOCTATKU
OTBETCTBEHHBIE 32 JICJIONPOU3BOJICTBO MOAPA3ACIICHUs 00sI3aHbI YCTPAHUTb.

10.3. IlpueM kaxaoro jena NMPOU3BOAUTCS OTBETCTBEHHBIM 3a ApXUB B IPHUCYTCTBUU
OTBETCTBEHHOI'O 32 JIEJIONPOU3BOACTBO CTPYKTYPHOIrO mojapaszziesieHus. Ha sk3emmuigpax omnucu
MPOTUB KaXXJIOTO JIeJa, BKIIOYEHHOTO B HEE, JeNaeTci OTMETKa O Haluuuu jaena. B koHue
KKJOTO JK3EMIUIIpa OMHCH YKa3bIBAIOTCA MHU(PPaMH M TPOIMUCHIO KOJIUYECTBO (HaKTHUECKH
NPUHATBHIX B apXWB JieJl, HOMEpa OTCYTCTBYIOUIMX JIeJd, JlaTa Mpuema-nepenadyu Jej, MOINUCH
OTBETCTBEHHOI'O 33 apXMB M paOOTHHUKA, NIEPEIaBILIEro Jea.

10.4. [lena B apXuB TOCTABJISIFOTCSI paOOTHUKAMHU CTPYKTYPHBIX MOAPA3ICICHUM.

10.5. [Jlena BpemeHHOro cpoka XxpaHeHus (10 10 5eT BKJIIOYUTENBHO) XpAHATCA B
CTPYKTYPHBIX TOJpa3JeNCHUsIX U IO HMCTEUEHUU CPOKOB XpaHEHHUS BKJIKOYAIOTCS B aKThl O
BBIJICJICHUM K YHUUYTOXXEHHUIO JIOKYMEHTOB, HE MOJJeXalmuxX XpaHeHuto. OHU MOTYT
nepeaaBaThbCsl B aQpXUB TOJIBKO B UCKIIOUYUTEIBHBIX CIIy4asx MO pelieHuto aupekrtopa . [lepenaua
UX OCYILECTBISETCS MO OMHUCSM.

10.6. B caydae nuKBHIAUMU CTPYKTYPHOIO TIOJPA3JEiCHUsS OTBETCTBEHHBIM 3a
NEJIONPOU3BOJICTBO B TEYEHHME JBYX MECALEB C MOMEHTa JIMKBUAALMM MOJApa3JIEICHUS
dbopMupyetr Bce umeronuecs AokKyMeHTh u mepenaetr B apxuB [ OY PK «C(x)IIM Nelly
1.I opbKOBCKasi HE3aBUCUMO OT CpOKOB XpaHeHust; pu peopranuzanuu ['OY PK «C(k)ILIN Nellx»
n.1'opbKOBCKasi JOKYMEHThI NIEPEAAOTCA MO aKTy MpUeMa-lepeadynd NpaBONpPEeeMHUKY WIH IPU
OTCYTCTBHUH MPABONPEEMHUKA — B TOCY/IAPCTBEHHBIN apXUB.

11. DxcnepTH3a HEHHOCTH JOKYMEHTOB
11.1. DOxcnepTu3a LEHHOCTH [IOKYMEHTOB — H3Yy4YE€HHE [OKYMEHTOB Ha OCHOBAaHUHU
KPUTEPHEB MX LIEHHOCTH B IEJISAX OMpPEIEICHUsI CPOKOB XPaHEHHUS JOKYMEHTOB M OTOOpa MX Ha
rOCyJapCTBEHHOE XpaHEHHE.
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11.2. Dxcnepruza neaHoct JokyMeHTOB B ['OY PK «C(x)IIIN Nell» n.I'oppkoBckasi Ha
CTaJMM JIEJONPOU3BOACTBA MPOBOAMUTCA: NPHU COCTABICHUM HOMEHKJIATYphl JI€]; B IpOLECCE
dbopmupoBaHusi A€l U TPOBEPKU MPABUIBHOCTH OTHECEHHUS JOKYMEHTOB K JieJlaM; Ipu
MIOATOTOBKE JI€J1 K IOCIENYIOIIEMY XpaHEHWI0; B apXUBE€ B IpPOLECCE MOATOTOBKM Ha
roCyJapCTBEHHOE XpaHEHHUE.

11.3. Ins opraHu3anuul U MPOBEACHUSI IKCIEPTU3BI IIEHHOCTH JoKyMeHTOB B ['OY PK
«C(x)[IN Nelly» n.I'opbkoBCKasi CO3MaeTCsi MOCTOSHHO JEHCTBYIOLIAs 3KCHEPTHAsE KOMMCCHS
(mamee — OK).

11.4. Oyuxkuuu u mnpaBa DK, a Takke opraHuzamusi ee pabOThl OmMpeaenseTcs
MOJIO)KEHHEM, KOTOPOE YTBEPKAAECTCA TUPEKTOPOM.

11.5. DOkcneprr3a LEHHOCTH JOKYMEHTOB IIOCTOSHHOTO W BPEMEHHOIO XpaHEHUs
OCYIIECTBIIACTCS ©XKEroJHO B CTPYKTypHBIX moapaszaeneHusx ['OY PK «C(x)IIA Nell»
1.1 "opbKOBCKasi HEMOCPECTBEHHO JTUI[AMH, OTBETCTBEHHBIMU 32 J€JIONPOU3BOJICTBO, COBMECTHO C
OK mpu HemocpeAcTBEHHOM MeTojudeckoM pykoBojcTBe apxuBa ['OY PK «C(x)IIN Nellx
n.I'oppkoBCKas.

11.6. OTO60p MOKYMEHTOB MJisi MOCTOSHHOTO XPAaHEHHUS MPOBOJUTCS B COOTBETCTBUU C
Homenkiarypoit 1en ['OY PK «C(x)LII Nell» a.I'oppkoBckasi, TATIOBBIMH U BEIOMCTBEHHBIMHU
MEPEYHSIMU JIOKYMEHTOB C YKa3aHHEM CPOKOB MX XPAaHEHUs MYTEeM MOCTPAHUYHOTO MPOCMOTpPa
Jen.

B nmemax TMOCTOSHHOTO XpaHEHUS TOMNJEXKAT U3BATUIO OYOJIETHBIE DK3EMIULSIPHI
JOKYMEHTOB, YE€pPHOBUKHU, HEOPOPMIICHHBIE KOMUU JOKYMEHTOB M HE OTHOCSIIMECS K HHUM
JOKYMEHTHI.

Jena ¢ otmeTkoil «QITK»/«3K» nmonsepratorcss Takke MOJUCTHOMY MPOCMOTPY € LEIBIO
OTIpe/IeNIEHUs] M BBIJCJIICHUS U3 UX COCTaBa JOKYMEHTOB, MOJIEKALIUX TOCTOSHHOMY XpaHEHUIO.
Hena ¢ ormeTkoit «IITK»/«9K», comepkaiiyue TOKyMEHTHI MOCTOSHHOTO XpaHEHUs, MOAJIekKAT
nepeopMupoBaHuio. BbigeneHHble M3 HMX COCTaBa JIOKYMEHTBI TIOCTOSIHHOTO XPaHECHHS
MPUCOEIUHSIOTCA K OJHOPOAHBIM JeliaM U Oo(QOpMISIIOTCS B caMmocTosiTeNlbHble Aena. Cpoku
XpaHEHUS JIeJl, COAEPKAIINX OCTaBIIMECS TOKYMEHTBI BPEMEHHOTO XPAaHEHHUsI, OIIPEIEIISAIOTCS O
BEJIOMCTBEHHOMY (M THIIOBOMY) MEPEYHIO JIOKYMEHTOB C yKa3aHHEM CPOKOB HMX XPaHEHHS U
HOMeHKnaTtype jnen. [loammBka BHOBb C(OPMHUPOBAHHBIX €N MPOU3BOJIUTCSA TOJBKO IIOCTE
3aBEPIICHUS IKCIEPTU3BI [ICHHOCTH IOKYMEHTOB.

OnHOBpPEMEHHO C OTOOPOM JIOKYMEHTOB MOCTOSHHOTO W BpeMeHHoro (cBeimie 10 mer)
XpaHEeHHsl Uil Tepeflaud B apXvuB B CTPYKTYPHBIX TOJPA3/IEICHUSX MPOBOIUTCS OTOOp Nen U
JOKYyMEHTOB BpeMeHHOro (mo 10 7eT) xpaHeHus, MOJJISKAIIUX JdalbHEUIIEeMy XpaHEHUI0 B
CTPYKTYPHBIX TMOJAPA3/ICTICHUSAX, BbIICICHUE K YHUYTOXXEHHUIO [l 3a MpeablAylIue TOAbl C
HCTEKIIMMU CpOKaMH XpaHeHus. [Ipu 3TOM y4YUTHIBAIOTCS OTMETKM B HOMEHKiatype aen «Jlo
MuHoOBaHus HagoOHoCcTH» (JAIMH), «IIpu ycnoBuu 3aBepiiieHUs] MPOBEPKU (PEBU3UHN)» U T. II.

[TapamienbHO IPOBEPSIETCS KaYECTBO U MOJHOTA JAEUCTBYIOIIENH HOMEHKIATYpsI Aen ['OY
PK «C(x)IIX Nell» n.I'oppkoBckas, NMPaBUIBHOCTb ONPEACIICHHS CPOKOB XpaHEHUs e,
3aBE/ICHHBIX B COOTBETCTBHHM C HOMEHKJIATYpOU [ed, COOJIOJIEHUE YCTAHOBIEHHOTO MOPSAKA
odopmIIeHHS TOKYMEHTOB U (POPMHUPOBAHUS JEII.

11.7. ApxuB NpOBOAUT OKCIEPTHU3Y LEHHOCTH JOKYMEHTOB HpH OTOOpe HUX Ha
rOCy/IapCTBEHHOE XpaHEHHE.

11.8. B cnyuae oOHapy»keHHUsI B IPOIIeCcCe MPOBECHUS SKCIIEPTU3HI IIEHHOCTH JOKYMEHTOB
B apXHUBE HEIOCTAa4YM JIOKYMEHTOB MOCTOSIHHOTO XpaHEHHWs COOTBETCTBYIOIIUMH CTPYKTYPHBIMU
noapazaeneHusiMu ['OY PK «C(x)ILIM Nell» n.I'opbkoBCKast JOJKHBI OBITh IPUHSITHI MEPHI 110
PO3BICKY ITHUX IOKYMEHTOB.
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11.9. Ha Bce 3aBepIilieHHbIE JEIOMPOU3BOJICTBOM JIejia TTOCTOSSTHHOTO, BPEMEHHOTO (CBBIIIE
10 5ieT) XpaHeHUs U IO TUYHOMY COCTaBY, MPOIIEANINE SKCIIEPTH3Y LIEHHOCTH U 0()OPMIICHHBIE B
COOTBETCTBUU C HACTOSALIUMHU TPEOOBAHUSMHU, €KEIOJJHO COCTABIAIOTCS onucH naen. OtaenbHas
OMKCH JIeN TPEACTABISIET COOOM MepeueHb JeJ C CaMOCTOSITeNIbHOM BajloBOM (TOPSAKOBOIN)
HyMEpaluueu.

Onucu cocTaBislOTCA OTAEIBHO Ha Jejla NOCTOSHHOTO XpaHEHWs, JieJa BPEMEHHOTO
(cBbirre 10 jteT) XpaHeHus, Ieia Mo JUYHOMY cocTaBy (mpriokenus Ne 19-21).

Onucu Jen COCTaBIAIOTCA B KaXKIOM CTpykTypHoM moapasaenenun ['OY PK «C(x)IU
Nell» n.I'oppKOBCKast €KE€roqHO B IBYX IK3EMIUISPaX.

[To aTum omucsiM noapasaeneHus caaroT JokyMeHTHl B apxuB ['OY PK «C(x)IIN Nell»
n.I'oppkoBCcKas

[Ipy Hanuuuu B CTPYKTYPHBIX MOJPa3/IEICHUSIX HEONMHCAHHBIX JI€] 32 HECKOJIBKO JIET IO
coriacoBaHuio ¢ oTBeTcTBEHHBIM 3a apxuB ['OY PK «C(x)IN Nell» n.l'opbkoBckas Ha HUX
MOJKET COCTABJISITHCS OJTHA OIMHUCH (BHYTPH e Jieia pacroiaraloTcs o rojiaM Ux 3aBe/ICHus).

Onucu 1en CTPYKTYPHBIX MOApPAa3AeNeHUN COCTABISIOTCS MO YCTaHOBJIEHHOW Qopme
(mpunoxenue Ne 22) u npenctaBisitoTcss B apxuB ['OY PK «C(x)ILIM Nell» a.l'opproBckas
yepe3 JBa rojla IOCJ€ 3aBeplIEeHUs JeJd B JAeNonpou3BoAcTBe. (OTBETCTBEHHOCTh 3a
CBOEBPEMEHHOE U KaU€CTBEHHOE COCTABJIEHUE OMUCEN JIe] CTPYKTYPHBIX MOJpa3IeiIeHUN HECYT
PYKOBOAMUTENH 3TUX MOAPA3ACIICHUM.

11.10. Ilepen BHeceHHMEM 3aroJIOBKOB JIEJ B OMUCH IIPOBEPSAIOTCA KauecTBO (POPMUPOBAHUS
U odopMIIeHUS [el, COOTBETCTBHUE KOJMYECTBA JieJl, BHOCHUMBIX B OIMCh, KOJIUYECTBY
3aBeneHHbIX fen 1o HomeHnkiarype 'OY PK «C(k)LLIM Nel1» a.I'oppkoBckasi.

[Ipu mnpocMmoTpe J1ed MpOBEPSIIOTCSA: COOTBETCTBUE 3arojioBKa JeNia  COJEP KaHHIO
JOKYMEHTOB B JieJie; NMPaBUIbHOCTh O(OPMIIEHHSI M TPYNIHUPOBKH JOKYMEHTOB, BKJIIOYEHHBIX B
JIeJ0; KadyecTBO MOJIIMBKU WM TEperieTa Jiefa; MPaBUIbHOCTh HyMEpaluu JHUCTOB J€Ia;
HaJIM4Me B JieJIe B HEOOXOAMMBIX CIIy4asX BHYTPEHHEHW OIKCH; MPaBUIBLHOCTH O(GOpMIICHHUS
OOJOKKM JleJla; HaJIWuuMe W TPaBUIBHOCTh 3aBEPUTENIbHOM Haanucu Jjena. B ciydae
oOHapy>XeHUs HapYIIEHUS YCTAHOBJIEHHBIX MpaBWi (QOpMUPOBaHUS U O(DOPMIICHUS N1 OHHU
JIOJKHBI OBITh YCTPAHEHBI.

B cnydyae oOHapykeHHsI OTCYTCTBHS A€, YUCISAIIMXCs o HoMeHknaTtype aen ['OY PK
«C(x)IU Nel1» n.I'opbkoBCKas, CTPYKTYPHBIM MOApPA3/I€ICHIUEM MPUHUMAIOTCSI MEPHI 110 UX
po3bicky. OOHapyKeHHBIE JieJia BKIIFOYAIOTCS B ONKCh. ECIii MpUHSATHIC MEpHI HE Talu
PE3yNIbTAaTOB, TO HA HEOOHAPYKEHHBIE JIEJIa COCTABIISIETCS CIIPAaBKa O IPUUMHAX OTCYTCTBHSI JIET,
KOTOpasi MOJNUCHIBAETCS PYKOBOAUTENEM CTPYKTYPHOIO MOAPA3IEICHUS U MepeaaeTcsi BMECTE C
OIHCHIO JIET CTPYKTYPHOT'O NIOJIPA3/EIIEHNs B BEIOMCTBEHHBIN apXUB.

11.11. OnucarenbHas CTaThsi ONMUCHU AEN CTPYKTYPHOTO TOJIpa3/eCHHs] BKIIOYAET B ce0s
CJIeYIOIINE JIEMEHTHI (Tpadbl): MOPSAKOBBIA HOMEp Jiefia MO OMUCH; WHJEKC JeNa; 3arojJO0BOK
nena (Toma, 4acTH), MOJTHOCTHIO COOTBETCTBYIOIIMI €ro 3arojoBKY Ha OOJIOXKKE Jieia; JaTa jena
(TOMa, 4acTH); CPOK XpaHeHHUs Jena (Toma, YacTH); KOJIMYECTBO JIMCTOB B Jiese (TOME, YacTH);
MIpUMEYaHue.

[Tpu cocTaBieHUH ONMUCH e COOTIOAIOTCS CIIeIyIoIIe TPeOOBAHMUS:

—3aroJIOBKU JIeJ1 B OIKCHU JIOJKHBI COOTBETCTBOBAThH 3arojOBKaM JieJl B HOMEHKJIAType Nel U
TOMY, YTO BBIHECEHO Ha OOJIOKKY, B COOTBETCTBUH C MPUHATON CXEMOW CUCTEeMAaTH3aLNY;

— KaX70€ JIeJI0 BHOCUTCSI B OIHKCH IO/ CaMOCTOSATEIbHBIM MOPSAKOBBIM HOMepoM. Ecniu neno
COCTOMT M3 JIBYX U OoJiee yacTel WM TOMOB, TO KaXKJas 4acTh MJIM TOM BHOCHUTCSI B OMHCH MOJ]
CaMOCTOSITEIbHBIM HOMEPOM.

11.12. I'padbr onucu 3anOTHSIIOTCS B TOYHOM COOTBETCTBUU C TEMHU CBEJCHUSIMHU, KOTOPBIE
BBIHECEHBI Ha 00JIOXKKY JIena.
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11.13. Ilpu BHeceHHMHM B ONMCh MOAPSA J€Jd C OJMHAKOBBIMU 3aroJIOBKAMH IUIIETCS
MOJTHOCTBIO 3arojIOBOK IEPBOTO [I€Jia, a BCE OCTAJbHBIE OJHOPOJHBIE Jena 0003HAYaAI0TCS
cinoBaMu «To »e», IpH ATOM JApPYTHUE CBEACHHUS O JieldaX BHOCSITCS B ONKMCh IMOJHOCTBIO (Ha
Ka)KJJOM HOBOM JIUCTE OMKCH 3ar0JIOBOK BOCITPOU3BOIUTCS MOJIHOCTHIO).

11.14. I'pada ommcu «IIpuMeuanuey» HUCHONMB3YyeTCS IJIsi OTMETOK O TMpueMe nein, o0
OCOOEHHOCTSIX UX (PU3UYECKOTO COCTOSHHS, O IMepeaade Jesl JPYyruM  CTPYKTYPHBIM
MO/Ipa3/IeJICHUSsIM CO CCHUTKON Ha HEOOXOIUMBIH aKT, 0 HATMYUH KOTHM U T. 1.

11.15. B xoHIle omucu Bciieq 3a HNOCIEOHENW OIMUCATENbHONM CTAaThEU JIEJIAeTCS UTOrOBas
3anMch, B KOTOPOM YyKas3biBaeTcs (HuppaMu M IMPOMHUCHIO) KOJUYECTBO JAEJ, YHUCIAMIMXCA IO
OIHCH, TEPBbI W IMOCIEIHUNA HOMEpa JAeNl MO ONUCH, & TAKKE€ OrOBAPUBAIOTCS OCOOEHHOCTHU
HyMepaluu Aell B ONUCH (JTUTEpHbIE HOMepa JIe ¥ MPOMyIIeHHbIe HOMEPa).

11.16. Onuch nen CTPYKTYpPHOTO TOAPA3JEICHUS MOANUCHIBACTC PYKOBOJIUTEIEM
CTPYKTYPHOT'O TIOJIpa3/ICICHHUS.

Onucu CTPYKTYpHBIX MOAPA3LAEICHUI CIIy’)KaT OCHOBOM I COCTaBJICHUS T'OJIOBOTO
pasnena onucu aen ['OY PK «C(x)ILI Nelly» n.I'oppkoBckasi, TpeAUCIOBHS, TUTYJIBHOTO JTUCTA,
noArotoBka kotoporo Bosnaraercst Ha apxuB ['OY PK «C(x)ILI Nell» a.I'oppkoBckasi.

11.17. Ilo pe3ympTraram 3KCHEPTU3bl LIEHHOCTH ITOKYMEHTOB COCTAaBIIIFOTCS ONMCH €I
MIOCTOSIHHOTO, BpEMEHHOTO0 (CBhIIIE 10 J1€T) XpaHEeHUs U 1O JINYHOMY COCTaBy, a TaKK€ aKThl O
BBIJICJICHUU J€J1 K YHUUTOXEHUIO.

11.18. AKT 0 BBIICIECHUN K YHUUYTOKCHHUIO JOKYMEHTOB COCTABIISIETCS, KAaK IIPABUIIO, Ha
nena Bced ['OY PK «C(x)ILIN Nell» n.I'oppkoBckasi. Eciiu B akTe yka3aHbI Jeia HECKOJIbKHUX
CTPYKTYPHBIX MOJpa3/el€Huld, TO Ha3BaHUE KaXJOTO CTPYKTYpPHOIO MOJpa3aeiaeHus
YKa3bIBA€TCA IEpesa IPYIION 3arojlOBKOB JIEJ 3TOT0 MOJpa3fesieHus. 3arojJoBKU OJHOPOIHBIX
7es, OTOOpaHHBIX JUIsl YHUUTOXKEHMSI, BHOCSITCS B aKT IOJ OOIIMM 3arojOBKOM C YKa3aHHUEM
KOJIMYECTBA J€JI, OTHECEHHBIX K JaHHOU rpymnme. /lena BKIIOYAIOTCS B aKT O BBIACICHHHM HUX K
YHUYTOXKEHUIO, €CIU MPETyCMOTPEHHBIM JJIsI HUX CPOK XpaHEHUsI UCTEeK K | sHBaps roja, B
KOTOPOM COCTaBJIEH aKT, IPU HaJUYUU YTBEPKJIEHHOM (COTJIacOBaHHOW) OMMCH 3a 3TOT MEPUOJ
(mpumnoxenue Ne 23).

CornacoBannsie ['OY PK «C(x)IIN Nell» n.I'oppkoBckast — aKkThl yTBEP>KAAOTCS
JTUPEKTOPOM OpU HaJUYMMU YTBEP)KICHHBIX OINUCEH JeN TOCTOSHHOTO XpaHEHUsS W
COTJIAaCOBAaHHBIX OMMCEHN el IO JIMYHOMY COCTaBy 3a TOT ke mepuon, nocie yero ['OY PK
«C(x)ILI Nel1» n.I'opbkoBcKasi UMEET MPABO YHUUTOXKATH JI€J1a, BKIIFOUCHHbBIE B IAHHBIE AKThI.

[Torpy3ka 1 BbIBO3 Ha YTHJIM3ALUIO OCYIIECTBIIAIOTCS M0/ KOHTPOJIEM OTBETCTBEHHOTO 3a
apXuB WM OTBETCTBEHHOTI'O 32 JIEJIONPOU3BOJICTBO.

12. Ilepenaya 1OKYMEHTOB HA XpPaHEHHE B MyYHHMIMIIAJIbHbIH apXUB

12.1. B cBoeit pestenbHoctu apxuB ['OY PK «C(x)IIM Nelly» n.l'oppkoBckas
PYKOBOJICTBYETCSI HOPMATUBHBIMU U METOJUYECKUMU JIoKyMeHTamMu DenepaibHOro apXMBHOTO
arenTcTBa Poccun, monoxxeHuem 06 apxuse.
JlokymeHnTbl, oOpazoBaBmmecss B jaestenbHocTH ['OY PK «C(x)IIN Nell» n.I'oppkoBckas,
UMEIOIME MCTOPUYECKOE, KYJIbTYpHOE, HaydyHOEe, JKOHOMHYECKOE, TMOJIUTHYECKOEe U
MPaKTUYECKOE 3HaueHWe, BXOHAT B cocTaB ApxuBHOro (onna Poccuiickoit Penepaunu u
MOJIJIEXKAT MepPeIaue Ha XpaHEHUE B TOCYIaPCTBEHHBINA apXUB.
Jlena BpemeHHbIX (cBblie 10 JIeT) CPOKOB XpaHEHHS U IO JUYHOMY COCTaBy Iiepejraye B
TOCY/IapCTBEHHBIM apXWB  HE MOAJEKAT, HCKIIOYEHUE COCTABJISIOT Cly4al JIMKBUJALUU
opranmuzauuu. Takue nena xpassrcs B apxuBe ['OY PK «C(x)ILIM Nell» n.l'oppkoBckas u 1o
MCTEYEHUH CPOKOB XpaHEHUS MOJUIEKAaT YHUUTOKEHUIO B YCTAHOBJIIEHHOM TOPSIKE.
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12.2. Tlepenaya nen B TOCY1apCTBEHHBIN apXHUB OCYIIECTBIISAETCS MO aKTy MpHeMa-Iepeayn
apXUBHBIX JJOKYMEHTOB Ha XpaHEHUE U B 3apaHEE COIIACOBAHHBIE C TOCYAAPCTBEHHBIM apXHUBOM
CPOKHU.

13. Ucnoab3oBanue nokymenToB apxuBa 'OY PK «C(x)ILIU Nell» a.I'opbkoBckasi
13.1. JIoKyMeHTBI M Jeia, HaxOAAIMecs Ha XPAaHEHUUM B AapXUBE, NPEICTABISIIOTCA
pabOTHHKaM MOApa3/e’deHui uisi paboThl B MOMELIEHUH apXHBa WIM BO BpeMeHHoe (He Ooiee
Mecsilia) I0Jb30BaHNE BHE apXUBa M0 PAaCMMCKY B )KypHaJe y4yeTa BblJIauM JOKYMEHTOB (J1e1).
Pa6otauku ['OY PK «C(x)IIIN Nell» na.I'opbKkoBCcKasi HECYT OTBETCTBEHHOCTh 32 COXPAHHOCTb U
IIPaBUJIBHOE UCITOJIL30BAHKE MOJYYCHHBIX aPXUBHBIX JOKYMEHTOB.

13.2. U3paTne NOKYMEHTOB W3 apXUBHBIX [eJI, Mepeaaya pabOTHMKaM MHOJpa3ieieHUH
apXMBHBIX JOKYMEHTOB MJIM UX KONWUHA pabOTHUKAM JPYTUX OpraHu3auuii 0e3 pasperieHus
PYKOBOJCTBA HE JOITYCKAETCHI.

[Ipu paboTe c apXMBHBIMH JOKYMEHTaMHU HE pa3pellaeTcs BHOCUTh B HHUX IpaBKy, JejaTb
MIOMETKH, padOTaTh C HUMU BHE CIYXEOHBIX TOMELICHUH.

Ipunoxenne Ne 1

dopma akTa rnpreMa-nepeaadn Jaei

IIPU CMEHE OTBETCTBEHHOTO 32 JAEJIOIPOU3BOICTBO,
PYKOBOJUTENS MOAPA3IeICHHS

(HaMMEHOBaHWE OPTaHU3AIIIH)
YTBEPXIAIO

(IOIKHOCTD PYKOBOIUTEIS)

(moamnuce) (1.0. ®amunus)

(mara)

AKT

(mara)

(MecTo cocTaBIeHHUS)

npueMa-nepeaadun A€ npu CMCHC OTBETCTBCHHOI'O 3a ACTIOIMPOU3BOACTBO,
PYKOBOAUTEIIA TOAPA3ACIICHU A

B cooTBercTBHM € TPpUKA30M OT Ne
nepenan, a
(®. U. O., nomxHOCTH (®. U. O., 10mKHOCTh MPUHUMAOIIETO)
MepeIAI0IIET0)
MIPUHSUT B IPUCYTCTBUHM KOMUCCUH, 0Opa30BaHHON Ha OCHOBAHMU JAHHOT'O IIPHUKa3a, B COCTaBe
npencenarens U Y4JICHOB
(®.U.0.)

JOKYMEHTBI [TO/Ipa3JIeJIEHNs] B COOTBETCTBUU C HOMEHKIATYPOH TOJBI.

JCJN 3a
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Ne HazBanue u Ne KoauuecTBO KoauuecTBO
IIpumeuyanue
n/n onucH IK3EeMILIAPOB OMUCH NMPUHSATHIX J1eJ]
1 2 3 4 5
Hroro npunsro Ien.

CocrosHne JOKYMEHTOB

[Tepenan

[Tpunsn

[Ipencenarenp koMmuccun
YieHBI KOMHCCHH:

(unpamu 1 MPONKUCHIO)

(nenma Ha CKOPOCHIMBATENSAX, OIIIUTHI, IEPEIICTCHBI,

MIPOHYMEPOBAHBI)
TToamuce N.0. ®amunus
Iloamuce N.0. ®amunusg
TToamuce HN.0. ®amunus
Ioamucu N.0. ®amunusg

Ipuio:xkenune Ne 2

[Ipumep akra npuemMa-nepesadu JAejl Ipu CMeHe

OTBETCTBEHHOTO 32 JIEJIONPOU3BO/ICTBO,
PYKOBOJUTENS Opa3/iesIeHUs

lNocynapctBenHoe o61eoOpazoBaTenbHoe yupexaenue Pecyonnku Komu «Criennanbaas
(xoppekimonHas) mkona-uaTepHaT Ne 11» a.I'oppkoBckas
(T'OY PK «C(x)IN Nel1» n.I'opproBckas)

17.09.2019

AKT

Jupextop
I'OY PK «C(x)LLIM Nell»
n.I'oppkoBCKas
A.B.
JIbBOB
17.09.2019
Ne &

J.I'oppkoBCKas

npueMa-mnepeaadn ACI rpu CMCHE
OTBCTCTBCHHOI'O 3a ACTIOMPOU3BOACTBO

B cootBercTBuM ¢ mpukazom ot 12.09.2019 Ne 46 Mutpodanosa U.A. nepenana, a Pomanosa O.K.
MPHUHIA B IPUCYTCTBHUHM KOMUCCHH, 00Opa30BaHHOI Ha OCHOBAHUHU JAHHOTO MPHUKa3a, B COCTaBe
npeacenarens Usanosoii A.U. u wienoB CemenoBoii JI.A. u Jlecaurkoit P.1. nokymeHTHI
MOApa3AeNIeHNs] B COOTBETCTBHM ¢ HOMEHKIarypou fen 3a 2016-2019 roasi.

Ne i/m Ha3Banne n Ne onucu KonuyectBo KonnyecrBo npunsareix | [Ipumevanne
IK3eMILISIPOB e
OIHCH
1 2 3 4 5
1 Omucek Ne 1 gen mocrosgaaoro | 1 42
xpanenus 3a 2016-2019 roasr
2 Onuce aen Ne 2 o nuyHomy | 1 23
cocraBy 3a 2016-2019 rozasi

Hroro mpunsaTo 65 (mecTbecAT MATh) Je.
CocrosiHue JOKYMEHTOB U ONUCEN yIOBIETBOPUTEIHLHOE.
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[Tepenan MuTtpodanora N.A. Mutpodanopa
[punsn Pomanosa O.K. PomanoBa
[Ipencenarenb koMuccuu HBanosa A.N. UBa"HoBa
YJjieHbl KOMUCCHU: CemeHoOBa JI.A. CemeHoBa
Jlecuunkas P.. Jlecuunkas
IIpunoxenne Ne 3
O6pa3zerr opopMIICHHUS TTOT0KEHUS
(HaMMEHOBaHUE OpPraHU3aLNN)
YTBEPXIAIO
(1OJIKHOCTD PYKOBOJUTES)
(moamuce) (®.U.0.)
(mara)
MOJOXEHME
HAaUMEHOBAHHE OT]IENa/CITy>KOBI IPH HAJTMYUU B OPTaHHU3AIIH

1. O0mue mo10:xKeHAS
1.1..
1.2..

2. OcHOBHbBIE 3aJa4H
2.1...
2.2...

3. DyHKkumnu
3.1...
3.2...
4. IIpaBa
41...
4.2...
5. O6s13aHHOCTH

51..
5.2..

6. OTBeTCTBEHHOCThH
6.1...
6.2...

IIpnioxenne Ne 4
[Ipumep odopmiieHns Moa0KeHUs

(TOY PK «C(x)IIN Nel 1» a.I'oppkoBcKast)
Jupekrop
I'OY PK «C(x)LLIN Nell»

n.I'opbpkoBcKas

A.B.
MOJOXEHMUE JILBOB

0 NMOpsiAKe BeJAeHUs JIMYHBIX el PA00THHKOB 17.09.2019
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1. O01mme moJ10KeHUs

1.1.
1.2
2. @opMmupoBaHue JUYHBIX J1eJ1 PA0OTHUKOB
2.1.
2.2.
3. Benenne TUYHBIX el pa0OTHMKOB
3.1.
3.2
4. XpaHeHue M y4eT JUYHBIX JIeJ]1 PAOOTHUKOB
4.1.
4.2.
5. O¢gopMmiieHHe JMYHBIX €]l pA0OTHUKOB Nepe] ciaveil B apXuB
5.1.
5.2.
6. OTBeTCTBEHHOCTH padoToaaTess U padOTHUKA
6.1.
6.2.
7. lIpaBa paGoronare/isi 1 padoTHUKA
7.1.
7.2.
puiaoxenne Ne 5
bnank nucema
(MoTHOE HAaMMEHOBAaHUE OPTaHU3AIIHH )
(CokpaleHHOe HauMEHOBAHHUE)
(1oJKHOCTHOE JTUIO (€CJIM MUCHhMO OT HETO, @ HE OT OpPraHu3allui))
(anpec)
Ten./akc e-mail, ceTeBoii agpec
OKITIO OI'PH MHH/KTIITT
Ne
(mata) (HOMED) @. 1. O. (komy)
(ampec)
YBaxkaemblii(as) !

(IOMKHOCTD PYKOBOAMTETISN) (moamnuce) (®. 1.0,
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Ipuiio:xxenune Ne 6
[Ipumep opopmiieHHs nuchLmMa

(T'OY PK «C(x)IM Nel1» n.I'oppkoBckas)
byteipckas yiu., n. 77, r. Mocksa, 127015
Tyn./dakc (495)123-45-67; e-mail: office@alfa.ru; http://www.alfa.ru
OKTIO 12345678; OI'PH 1234567890123; MHH/KTIII 1234567890/123456789

3 centsiops 2019 . Ne  Ne 165-u/15-05 Mopexonosoii C.B.
Ha Ne [TepBomaiickas yi., 1. 15, kB. 3, . Mocksa, 123456

O npencraBiieHUH 00BSICHEHUN
IO TMOBO/IY HESIBKU Ha padoTy

VYBakaemas Cetiiana BssueciiaBoBHa!
VYeenommsito Bac 0 HEOOXOIUMOCTH TMPEJOCTaBUTh MHUCHBMEHHBIE OOBSICHEHUS IO TOBOAY
HapyILICHUs TPYJOBON AMCIMILTUHBL, B CBS3H C HESBKOM Ha paboty 29.08.2019.
[Ipunoxxenue: cnyxxeOHas 3anucka Ha 1 jmcre B 1 ax3emIuisipe.
C yBaxenuem,

TUPEKTOP JIbBOB A.B. JIbBOB

babymikuna TatesiHa BacuiibeBHa,
8 (123) 456-78-90

Ipuio:xenne Ne 7
biank npukasa

(HaMEeHOBaHUE OPTaHU3AIINN)

(KpaTKOG HaI/IMeHOBaHI/IC)

IIPUKA3
No
(mara)
(MecTo cocTaBJIeHUS MIPUKa3a)
3aroJI0BoK
ITPUKA3BIBAIO:

1.
2.

3.
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(TOKHOCTD PYKOBOIUTEIIS ) (moamuck) (N.0. damunus)

IIpuiio:xxenune Ne 8
OO6pasen odopMIICHHS TPUKa3a

(TOY PK «C(x)LIU Nel 1» n.I'opbkoBcKkast)

[TPKA3
2 cents0ps 2019 1. Ne 13

r. Mocksa

O Bueapenuu 'OCT P 7.0.97-2016 «CUBU /. Opranu3zannoHHO-pacopsiAuTeNbHAas TOKyMEHTAIUS.
TpeboBanus K 0OPMIICHUIO TOKYMEHTOBY

B nensax apdexruBrnoro cozmpanust nokymenToB ['OY PK «C(x)LLIN Nel1» n.I'oppkoBckas
ITPUKA3BIBAIO:

1. Paboraukam I'OY PK «C(x)LLIN Nell» n.I'oppkoBckasi co3aaBaTh JTOKYMEHTHI B COOTBETCTBHHU
c'OCT P 7.0.97-2016 «CHUBU/. OpranuzannoHHO-pacopsiAuTeNbHas TOKyMeHTalus. TpeboBaHus
K 0 OPMIICHHIO TOKYMEHTOBY (mpuitoskenue, aainee — OCT P 7.0.97-2016).

2. Cexperapto baOymkunoit T.B. He npuHMMaTh [Uid NpEACTaBIEHUS Ha MOANUCH JUPEKTOPY
JIOKYMEHTHI, opopMIIeHHBIE ¢ HecoOmoaeHueM mpasui, ycranosineHHbx [OCT P 7.0.97-2016.

3. KoHTpOIIb NCHIOHEHUS HACTOSALIETO MIPHUKa3a OCTABIIAI0 3a COOOH.

Jupexrop JIbBOB A.B. JIbBOB

babymkuna TarbsiHa BacunbeBHa, 1e10MpON3BOIUTEND,
(123) 456-78-90, Babushka@alfa.ru

B nemo Ne 01-05 3a 2019 r.
HenonpounsBoautens badymkuHa
03.09.2019

IIpnioxenne Ne 9
Oo6pazern opopMieHUs IPUITOKEHUN

[Ipunoxenne Ne 1
k npukazy OO
oT Ne

Tloaoxenue o

1. O0ume moJ10KeHus

1.1. Hacrosmee Ilonoxenue pazpaboTaHO B COOTBETCTBHH C JIESHCTBYIOIIUM 3aKOHOAATEIIbCTBOM
Poccuiickoit ®enepannu W TpeaycMaTPUBAeT TOPSIOK W YCIOBUS OIUIATHl  TPYAQ, MOPSIOK
pacxoJIoBaHUs CPEJCTB Ha OIUIaTy TPYJa, CHCTEMY MaTepHaIbHOTO CTUMYJIHMPOBAHUS W TIOOIIPECHUS
Pa6otaukoB 'OY PK «C(x)ILIN Nel1» n.I'opbkoBckas (nanee - Opranu3zanus).



43

1.2...
2...

2.1...
2.2...

Ipuio:xxenune Ne 10

Oo6pazenr opopMIICHHS TPOTOKOJIA

(1 BapuanT)

MPOTOKOJI

3acemganust Obuiero codpanus cotpynHukoB I'OY PK «C(x)ILIM Nel1» n.I'opbkoBckas

Ne

[Ipencenarens komuccuun dammmsg U.0.
Jlenonpou3BOIUTEIb Gamunus U.0
[IpucyrcrBoBanu: 30 gen. (CIIUCOK IpHIIaraeTcs)

IloBecTka nHA:

1.0 nopsiake moAroToBKU K koHpepeHmu. Jloknas 3aMmecTuTess AUPEeKTopa. . .

2.0...

CJIVIIAJIMA:

®amunus U.0. — TekcT nokiaga npuiiaraeTcs.

BbICTYIINJIN:

N.O. damunus — kpaTKas 3alluch BBICTYIUIEHUS (OT TPETHErO JIMIIA €AMHCTBEHHOI 0 uKcia). Bonpocel,
OTBETHI (IPUBOJATCS B MOPSAIKE MOCTYIIICHNUS).

PEIINJIN:
1.1. OnoGpuTs...
1.2...
Conepsxanne 0co00ro MHEHHUSI

2. CJIYIOAJIN. ..
BBICTVYIINJIMA. ..
PEIINIINA. ..

2.1.

[Ipencenarens [Toanuce N.0. Gamunus

Jlenonpou3BOIUTEIb [Toanuce N.0. Gamunus

IIpunoxenne Ne 11
O6pa3zer; opopMieHUs TPOTOKOIA
(2 Bapuanr)



44

MMPOTOKOJI
3acemanus Oouiero codpanus cotpynHukoB I'OY PK «C(x)ILIM Nel1» n.I'opbkoBckas

Ne

[Ipencenarenb koMmuccuu damunna N.0.

Jlenonpou3BoIUTEIb damunus U.0
Bcero unenoB coBeta [IpucyrcrBoBaso
IloBecTka nH4:

1. O nopsiake MOArOTOBKH K KOH(pepeHuuu. Jlokaan 3aMecTuTelNs JUPEeKTopa. ..
2.0...

1. CJIVIIAJIA:
®amunus NU.0. — TekcT nokiaga npuiaraeTcs.

BBICTVYIINJIN:

@amming U.0. — kpaTkas 3an1uch BBICTYIUIEHUS (OT TPETHEro JIMIAa €AMHCTBEHHOT'O YHCa).
Bonpocsl, 0TBeTHI (IPUBOAATCA B MOPSAIKE MOCTYIUICHHUS).

PEINJIN:
1.1. OnoOpwuTs...
2.2.
Conepxanre 0COO00T0 MHCHUS
2. CJIVIHAJIMA:
BbICTYIIWJIN:
PEHINJIN:
2.1.
[IpencenarenbCcTByrOMNM ITonnucs N.0. ®amunus
Jlenonponu3BoauTennb ITonnucs N.0. ®amunus
IIpoxonmxenne mpuir. Ne 11
O6pa3zer oopmIIeHUS IBOYHOTO JIUCTA
SIBOUHbBIH JIUCT
OBILIEI'O COBPAHUA COTPYIHUKOB I'OY PK «C(K)IIN Nel1» JI.I'OPBKOBCKASA
(IpOTOKOI OT «___ » 201 roga Ne 00)
Ne ®@. 1. O. Jo/xHOCTH MMoanucek
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8
9
10
11
[Ipencenarenn IMoamnuce N.0. ®amnnus
Jlenonpou3BoIUTEIb [Tonnuce N.0. Gamunus
IIpunoxenne Ne 12
KypHaJ perucTpauum BXoAsIIIUX JTOKYMEHTOB
Kparkoe Kon-Bo Hcxon Hcno | Ormer
Bxoxs | Jlara cojepxa | JIMCTOB, Amue JHHATE | ka 00
N TII Bnu Pezon TpUMeYaH
e peruer I:I)/ITeﬁi OK Mé[HTa Hae HIPHIIONE No IOegl/(I)H e HCTIOTH b I/Iee )
HOME | pauu JOKY (3aromnoB HUS AaTa 1 eHUH,
p OK) Jata
1 2 3 4 5 6 7 8 9 10 11
HaJI perucTpalu UCXOAAIIUX JOKYMEHTOB
Kypnan perucrpa €X0 OKYMEHTO
Hata u HOMEP Ceenen
Ucxomsiu OKyMEHTa, Ha us 00
oxouit 3arojaoBoK JIOKYMENTA, Kem
i Ne Jlata KOTOPBIN AaeTcst Hcnonnute | ormpaBk
Anpecar (Kpatkoe MO/INUCaH
perucTpanu OTBET b e
coJiepKaHue) JIOKyMEHT
u JOKyMe
HTa
1 2 3 5 6 7
Ipunoxenne Ne 13
KypHan y4dera nevarteil ¥ INITAMIIOB
Pesynbr
aThl
Hanmenos
Haumenosa €XETOH
aHue . OtMmeTka OTtTHCK
HUE ol N
MeYaTu OtTHC [Toamuce, 00 rnevareu
MoJpaseie MPOBEPK
Ne | (wrrammna), K YA0CTOBEPS YHUUYTOXE | (IITaMIOB
HUS, u [Ipnmeua
1/ | MTHUIIKATOP | MeYaTH ro1as HUH, ) nnst
JIOJKHOCTh HAJIAYUS HUE
1| 3aKasa, (mrram MOJTyYEHHE, o HOMeEp YHUUYTOXKE
MOJTy4aTesist rneyarei
Jara na) Jara aKTa u HUS, 1aTa
U hamMuus u
MOCTYIUIEH Jara BO3Bpara
s MOJTy4daTess IITaMII0
B, J1aTa
MPOBEPK
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u
1 2 3 4 3) 6 7 8 9
Ipuio:xxenune Ne 14
PopMa HOMEHKJIATYPBI JEIT
HanmenoBanue opranuzanuu
HOMEHKJIATYPA YTBEPXJAIO
AEJ
(1OJKHOCTD PYKOBOAMTENSI OPraHU3AL|H )
Ha Trox
(moamnuce) (pacmmdpoBka
TTO/ITIHMICH )
(mara)
HNupexc 3arosioBOK aeJia KoimnuectBo Cpok xpaHeHus1 Ipumeyanue
aeJjia net U Ne craTby 1o
NepevYHIo
1 2 3 4 5
HaszBanue paznena
HaumeHnoBanue Iloamuce N.0. ®amunug
JOJKHOCTH PYKOBOIUTEIIS
ciyx6b1 JIOY opranuzauun
Busa pykoBoauTens apxusa
(Jina, OTBETCTBEHHOTO 3a apXUB)
COI'NTACOBAHO COT'JTIACOBAHO
[Iporokoin [IOK (OK) [Iporokon OIIK apxuBHOTO yupexIeHus
oT Ne oT Ne
IIpoxonxenue npuiioxenus Ne 14
HTorosas 3anuch 0 KaTeropusax U KOJIUYECTBE JI€]1, 3aBEICHHBIX B roxy

B OpraHu3anuu
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ITo cpokam xpaHeHUs Bcero

B ToM uucie:

MEePEXOAIUX

¢ ormeTkoi «IITK»

1 2 3

4

IlocTostHHOTO

Bpemennoro (cBbimie 10 ser)

Bpemennoro (mo 10 ner
BKJTFOUUTEIIHHO)

HUTOTI'O:

HaumenoBanue Iloamuce
JIOJGKHOCTH PYKOBOJAUTENS
ciyx0s1 JIOY opranuzanuu

[ara

WroroBslie cBeneHns nepeaHbl B apXuB.
HaumenoBanue TOKHOCTH JINILIA, IMoxmuce
MepeaaBIIero CBEACHUs

Hara

JIMCT - 3ABEPUTEJIb IEJIA Ne

B nene noamuto u IIPOHYMCPOBAHO

N.0. ®amunus

N.0. ®amunus

Ipuio:xkenune Ne 15
dopma nucTa — 3aBEpUTENs Aeiia

JIUCTOB

(undpamu U IPOIMUCHIO)

¢ Ne o Ne

, B TOM YHCIIE:

JIMTCPHBIC HOMEpA JINCTOB

MPOMYIIEHHBIE HOMEPA JINCTOB

+ JMCTOB BHYTPEHHEHN OIUCH

Oco0eHHOCTH (PU3HYECKOT0 COCTOSIHUS M (POPMHUPOBAHUA JeJ1a Homepa
JINCTOB
1 2
HaumeHoBaHUE TOTKHOCTU Iloamuce N.0. ®amunug
paboTHHKA
Hara

IHpunoxenne Ne 16
dopma 00I0XKKH Jena
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IIOCTOSIHHOTO U BPEMEHHOI'0
(cBbiie 10 neT) xpaneHus

(HamMeHOBaHWE TOCYAAPCTBEHHOTO (MYHHUIIMIIAIIBHOTO) apXHBa)

(HauMeHOBaHWE OpTraHU3AIIH )

(HaMMEHOBAHUE CTPYKTYPHOIO MOIPA3AEIICHNU)

JEJIO No

TOMNe

(3arosioBOK Jena)

(kpalinue 1aThl)

Ha JIMCTax
XpaHUTH
D. Ne
Om. Ne
. Ne
Ipunoxenne Ne 17
BHYTPEHHSSA OIIUCH
JOKYMEHTOB Jej1a Ne
Ne | PerucrpauMOHHbBIH HHIEKC Hara 3aroJioBok Homepa Nprmeuanne
n/n JOKYMEHTA JAOKYMEHTa JOKYMEHTA JINCTOB JieJ1a
1 2 3 4 5 6
Hroro JOKYMEHTOB.

(dpamMu ¥ IPOTHCHIO)

KonnuecTBo 1MCTOB BHYTpEHHEN OMUCH

HanmeHnoBanue 10KHOCTH JNIIA,

(mdpamMu ¥ IPOTHCHIO)

ITonmmce

N.0. Gamunus
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COCTaBHUBILETO BHYTPEHHIOIO
OMUCH JOKYMEHTOB Jea

[ara
IIpunoxenne Ne 18
O6pa3zerr opopmiIeHUs KypHaa
yueTa BblJJauM JOKYMEHTOB
[TomHOE HanMeHOBaHKE 00pa30BaTEIbLHON OpraHU3auN
KYPHAJI YYETA BbIJAYHU JOKYMEHTOB
u3 apxusa Q0
(omepaTHBHOIrO AapXMBa CTPYKTYPHBIX NOApPAa3Ae1eHHil)
Hauar
OkoHueH
[Ipunoxenne Ne 18
JlaTta Pacnucica JlaTta Pacmicka B
Ne ®ona | Onuce | [desto Komy B
nm | PP Ne Ne Ne BbIIAHO | MOJYYEHMU posspara BO3BPATICHITH
aen 1ena )i () ] aena
1 2 | 4 6 7 8 9
Hroro B roJly BbIJIaHO hi(Sh)

(mrdpamMu ¥ IPOIUCHIO)

HanmenoBanune JOJIDKHOCTH JIklia,

COCTaBHUBILET0 BHYTPEHHIOKO [Moanuce N.0. ®amunus
ONMCh JOKYMEHTOB JIENa

IIpunoxenne Ne 19
@dopma onucu el 1Mo JUYHOMY COCTaBy

(moTHOE HAMMEHOBAHNE OPTAaHU3AIIHH )
Donx Ne
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OIIMCDH Ne
JIeJT 110 JIMYHOMY COCTaBY
3a oz
Ne NHupekc 3aroyioBoK Kpaiinue natel Cpok KomnyectBo | Ilpumeuanue
n/m nena zena XpaHEHUs JINCTOB
1 2 3 4 5 6 7
B nanneIit paznen onucu BHECEHO e,

¢ Ne

(unpamu ¥ IPOTNHUCHIO)

JHUTEPHBIC HOMEPA:

MPOIYyILIEHHbIE HOMEpa!

(HaI/IMeHOBaHI/Ie JOJIDKHOCTH
COCTaBHUTCIIA OHI/ICI/I)

(HaMMEHOBaHUE JI0JKHOCTU
pyKOBOUTENS apxuBa (Jinua,
OTBETCTBEHHOT'O 32 apXUB))

COI'JTACOBAHO
[Iporokoin (3K) OO
0T Ne

o Ne , B TOM UHCJIE:
(moamnuce) (pacmudpoBKa MOIHCH)
(moamuce) (pacmudpoBKa MOIHICH)

YTBEPXIEHO
[Iporokon DIIK apxuBHOro yupexaeHus
oT Ne

Mpunoxenune Ne 20
dopma onucH J1es1 BpeMEHHBIX
(cBbimie 10 neT) cpOKOB XpaHEHUs

(MoIHOE HaMMEHOBaHKE 00pa30BaTEIbHOM

OpraHu3aIim)
®onm Ne

OITIUCDb Ne

nen BpeMeHHbIX (cBbiie 10 ser)
CPOKOB XpaHEHUs

3a roj
Ne NHupekc 3aroyIoBOK Kpaiinue natel Cpok KomnuectBo | Ilpumeuanue
/11 nena nena XpaHEeHUs JIUCTOB
1 2 3 4 5 6 7
B nannbIil pa3znen onucyu BHECEHO Jell,

¢ Ne

(undpamu U IPOIHUCHIO)

o Ne , B TOM YHCJIE:

JIMTCPHBIC HOMEpA:

MMPpOMyHMICHHBIC HOMCPA:
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(HauMeHOBaHUE JOJIKHOCTH (monmucek) (pactmdpoBKa MOAMKCH)
COCTaBUTEJISI OITUCH)

(HauMeHOBaHUE JOJIKHOCTH (monmucek) (pactmdpoBKa MOAMKCH)
pYKOBOIUTENS apxuBa (JIuIa,
OTBETCTBEHHOT'O 32 apXUB))

COI'JTACOBAHO
[Tpotokoin (OK) OO
0T Ne
IIpunoxenne Ne 21
dopma onucH Jie MOCTOSHHOTO XPaHEeHUS
YTBEPXIAIO
(moHOE HAaMMEHOBAHUE OPTaHU3AINH ) (1OIKHOCTD PYKOBOJUTES)
®onp Ne
(pacmmdpoBka
OIIUCH Ne (moamuce) TTO/ITIHICH )
JIeJ1 TOCTOSTHHOTO XPaHEHUs
3a rox 20 roaa
Ne HHaexc 3aroJ10BOK JeJjia Kpaiinue natbel | KoauuecrBo | Ilpumeuyanne
n/n aesa JINCTOB
1 2 3 4 5 6
HaszBanue paznena
B nmaHHBIN pa3gen onucu BHECEHO Jen,
(undpamu U POINUCHIO)
¢ No o Ne , B TOM YHCJIE:
JIUTEpHBIE HOMEpA:
MPOMYIIEHHBIE HOMEpa!
(HamMeHOBaHUE JOJIKHOCTH (monmucek) (pacurupoBKa MOITUCH)
COCTaBUTEJISI OITUCH)
(HauMeHOBaHUE JOJIKHOCTH (moamuce) (pacmmdpoBKa MOAMKCH)
PYKOBOAMTEIS apxuBa (JinIia,
OTBETCTBEHHOTO 32 apXUB))
COI'NTACOBAHO YTBEPXJIEHO

[Iporokoin (3K) OO [Tporoxon DIIK apxuBHOrO yupexaeHus
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oT

Ipuio:xkenue Ne 22
®opMa onucH Aeil MOCTOSTHHOTO,

BpeMeHHOTO (cBbImIe 10 j1eT) XpaHeHus
Y TI0 TMYHOMY COCTaBY CTPYKTYpPHOTO

HOIpa3eIICHUs
(mosIHOE HAUMEHOBaHHME OPTraHU3ALMH)
(HanMeHOBaHUE CTPYKTYPHOI'O HOJPA3CIICHHs)
OITIUCD Ne
Ne i/ | Mupexc | 3arosioBok HMara KoJj-Bo 1ucrToB B Cpok xpanenuss | IIpumeuanue
aena aesa Aena aese Aena
1 2 3 4 3) 6 7

HaszBanue paznena

* I'pacha 6 onmyckaercs B ONUCSX J€J1 TOCTOSHHOTO XPAHEHUS.

B naHHy10 onuce BHECEHO

¢ Ne

JMTEPHBIC HOMEPA:

MMPpOMYHMICHHBIC HOMEpPA:

(HaI/IMeHOBaHI/Ie JOJIDKHOCTH
COCTaBUTCIIA OHI/ICI/I)

(HaMMEHOBaHUE JI0JKHOCTU
pYyKoOBOJUTENS apxuBa (Jinua,
OTBETCTBEHHOTO 32 apXUB))

COI'’JTACOBAHO
[Iporoxon (3K) OO
oT No

[Tepenan

ACII,
(dpamMu ¥ TIPOIHCHIO)
o Ne , B TOM 4HCJIC:
(moamuce) (pacmmdpoBKa MOANKCH)
(moamuce) (pacmmdpoBKa MOANKCH)

(unpamMu U IPOIHUCHIO)
PETUCTPAIIMOHHO-KOHTPOJIBHBIX KapTOTEK K JJOKYMEHTaM *.

(HaMMEHOBaHUE JI0JKHOCTU
pabOTHUKA CTPYKTYPHOTO

en

(moamuce)

(pacumupoBKa MOITUCH)
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0/Ipa3/IeICHIU)

« » 20 roaa

[Tpunsn nen u

(unpamu 1 IPONHUCHIO) (unpamu 1 IPOTHUCHIO)
PETHCTPAIIIOHHO-KOHTPOJIBHBIX KAPTOTEK K JIOKYMEHTaM.

(HauMeHOBaHUE JOJIKHOCTH (moamuce) (pacmmdpoBKa MOAMKUCH)
pabOTHHKA apXUBa)
« » 20 roja

Ipuio:xxkenune Ne 23

@®opMma aKTa 0 Bbl/IeJIECHUH K YHUUTOKEHHI0 JOKYMEHTOB,
He MOo/JIeKAIUX XPAHEHUI0

(MMOJTHOE HAMMEHOBAHUE OPTaHHU3ALIMH )
AKT YTBEPXKIAIO
Ne

(1OIKHOCTD PYKOBOJUTES)

(MecTO cocTaBeHUS)

(moamucek) (pactmdpoBka
O BBIZICTICHUH K YHUYTOXKCHUIO IOKYMEHTOB, HOATINCH)
HE TO/JICKAIINX XPAHECHHIO 20 roga

Ha ocroBanun

(Ha3BaHI/IC " BBIXOOHBIC TAHHBIC IICPEYHA JOKYMCHTOB C YKa3aHUEM CPOKOB UX

XpaHEHus)
0TOOpaHbl K YHUYTOXKEHUIO KaK HE UMEIOLINE HayYHO-UCTOPUYECKOM LIEHHOCTH U yTPAaTUBILINE
MIPaKTUYECKOE 3HaYCHHE JOKYMEHTHI (poHaa Ne
(HazBanue GoHIA)

Ne | 3arosioBok | I'onsl | Homep Homep KosmmuectBo Cpoku IIpumeyanue
n/n aena onucH ell. Xp. 1o el. Xp. XpaHeHust

(rpynmnosoii onucu U HOMepa

3aroJI0BOK crarei
AOKYMEHTOB) 110 NepPeYHIo
1 2 3 4 5 6 7 8

** [lepenaroTcs BMECTE C JIeTIaMU CITY>KOBI JIETIOMPOU3BOICTBA WK KaHIenspuu (Beioop O0).

Htoro ell. Xp. 3a TOJBI.
(dpaMu ¥ TPOTIHCHIO)
OnucH 1e1 MOCTOSIHHOTO XpaHEeHHUsI 3a roziel yreepxaeHsl DIIK
(TIpOTOKOJT OT Ne )
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(HaMMEHOBAHUE APXUBHOTO YUPEIKICHHUS )

(HauMeHOBaHUE JOJIKHOCTH (monmucek)
pYKOBOIUTENS apxuBa (Jua,
OTBETCTBEHHOT'O 32 apXUB))

COI''TACOBAHO
[IpoTokoa SKCHEPTHON KOMUCCUU OPTaHU3AINT
oT Ne

JIOKyMEHTBI B KOJINYECTBE

(pactmdpoBKa MOAMKCH)

el Xp.:

— Ha OyMa)KHOM HOCHUTEIIE BECOM

KI'

(TmudpaMu ¥ IPOITHCHIO)

CAaHbl HA YHUYTOXCHUC,
— Ha 3JICKTPOHHOM HOCHTCJIC CJaHbl HA YHHUYTOXKCHHUEC

(cr1oco0 YHUYTOXKEHHUS)

(HaMMEeHOBaHUE JOJIKHOCTH (moamucek)
paboTHUKA, CIABIIETO JOKYMEHTHI)
« » 20 roja

N3menenus B YUYCTHBIC JOKYMCHTbI BHCCCHBIL.

(pactmmdpoBKa MOAMKUCH)

(HauMeHOBaHUE JOJIKHOCTH (moamucek)
PYKOBOIUTENS apxuBa (JuIa,
OTBETCTBEHHOTO 32 apXUB))
« » 20 rojga

(pactmdpoBKa MOAMNCH)
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