IIpunoxenne Ne 1
K Pernamenty KOHTpOIbHO-CUETHOU
aJaThl

NHCTPYKIUA
II0 IeI0npou3BoACTBY B [lanare

1. O01mume nosIoXXeHus

1.1. Hacrosimass MucTpykiust mo nenonpou3BoictBy B Ilanmare (manee —
WNHcTpyKIusl) periiaMeHTUpYeT OpraHU3allfio JIeTONPOU3BOJICTBA U PALMOHAIBHOIO
JOKYMEHTO000pOTa, co3AaHus U OQOPMIIEHMS JTOKYMEHTOB, HOPSAOK paboThl ¢
nokymeHTamu B [lanare.

1.2. Hactosmas MHctpykuust pazpaboTaHa B COOTBETCTBUU C (eiepaibHBIMU
3aKOHaMH, yKazaMH M pacnopsbkeHusmu IIpesunenta Poccuiickon ®epeparuu,
ITIOCTAHOBJICHUSIMU M pacnopsbkeHusMua [IpaBurensctBa Poccniickonn @enepanum,
TunoBoil  MHCTPYKIMEHd 1O  AEJIONPOU3BOACTBY B (helepalibHBIX  OpraHax
ucnonautensHoil Biaactu, ['OCTom P 6.30 — 2003 «YHudumupoBaHHbIE CHUCTEMBI
JOKyMEHTaluu. YHUDUIMPOBaHHAS CUCTEMA OPTraHU3ALUOHHO-PACIIOPSIAUTEIBLHON
nokymeHTanuu. TpeboBaHus K 0(hOpMIICHHIO TOKYMEHTOBY, Pernamentom [lanaTsi.

1.3. B menmsax aBToMaTu3anuu AenonpousBoacTBa B Ilamare npumensercs
CUCTEMA JJIEKTPOHHOTO JTOKYMEHTOOO0OpOoTa U jenonpousBojacta "Jlemo" (manee -
cucrema "Jlemo"). Tlopsimok paGotel ¢ cucremoin "Jlemo" ompenensercss MpUKa3oM
[Tanarsl.

1.4. TpeboBanust Hacrosimer  MHCTpYKIIMM  pacmpoCTpaHSIOTCS — Ha
OpraHu3alMio padoThl C JOKyMEHTaMU HE3aBUCHUMO OT BUJA HOCUTEIS, B TOM YHUCIIE C
AJIEKTPOHHBIMU JTOKYMEHTaMH, BKJIIOYas MOATOTOBKY, 0OpabOTKy, XpaHEHue u
UCIIOJIb30BAaHUE JOKYMEHTOB C TOMOUIbI0 HMH(POPMALMOHHBIX  TEXHOJIOTHM.
KoMmbroTepHble (aBTOMaTU3UPOBAHHBIE) TEXHOJOTUU O0pabOTKH HH(POpPMALINH,
colepKalleiicss B JOKYMEHTaX, JIOJDKHBI OTBEYaThb TpPeOOBAaHUAM HACTOAILIEH
NucTpyKImm.

1.5. Pabora ¢ pmokymeHTamu ¢ momeTkou "Jlis ciyxeOHOTrO moJsib30BaHUS"
(ICIT) ompenensieTcss B COOTBETCTBHM C 3aKOHOJATEILCTBOM M HOPMaTHUBHBIMU
MpaBoBbIMU akTaMu Poccurickoit Penepanuu.

1.6. TpeboBanmsi WHCcTpykiuM K pabore C OyXraaTepckol H JIpyrou
CHELMATbHON TOKyMEHTalUel pacpOCTPaHSIOTCA JIUIIb B YACTH OOIIMX MPUHIIMIIOB
paboTHI ¢ TOKyMEHTaMH, a TaK)Ke MOJArOTOBKHU K Mepeadye JOKYMEHTOB Ha apXUBHOE
XpaHEHHUE.

1.7. Metonnueckoe PYKOBOJICTBO OpraHu3anuen, BEJICHUEM 151
COBEpIIICHCTBOBAHUEM JICJIONPOU3BOJICTBA, a TaKke KOHTPOJb, 3a COOJIOACHHEM
TpeboBaHuil HacTosime MHCTpyKIMKU OCyIIECTBISIOTCA YIPABIEHUEM MPABOBOIO U
KajapoBoro obecneuenus [lanater (nanee - YIIuKO).

OTBEeTCTBEHHOCTh 32  OOecCnedYeHHe  BHEAPEHUS W DKCIUTyaTaluu
TEXHOJIOTUYECKOU UH(DpaCTPYKTYpHI, uH(OPMAIMOHHON 0e30MmacHOCTH
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AJIEKTPOHHOTO JOKyMeHTooOopoTa [lanmaTel Bo3maraercs Ha ymnpaBlieHHE KCIIEPTHO-
aHAJIMTUYECKOTO U OpraHu3alMoOHHOTo obecnieyeHus (nainee — YIAu0O).

1.8. Brinonnenue TpeboBanuit HacTosmend NHCTpyKiuu 00s13aTeNbHO JJ1s1 BCEX
pabotHukoB Ilanatel. BHOBS NpuHATHIE pAaOOTHUKHU JOKHBI OBITH O3HAKOMJIEHBI C
Hactosmen MHcTpyKumnen.

PaGotauku [lanaTel HeCcyT MEPCOHAIBHYIO OTBETCTBEHHOCTh 32 BBINOJIHEHHUE
TpeboBanuii WHCTPYKIIMU, COXpPaHHOCTb HAXONSIIMUXCA Yy HHUX CIYy>KEOHBIX
JIOKYMEHTOB ¥ COJIEPIKaIIEHCs B HUX WH(OPMAITIH.

O6 ytpate ciyKeOHBIX JOKYMEHTOB, COOOIIAETCS PYKOBOAUTENIO, KOTOPBIN
OpraHU3yeT MPOBEACHUE CIY>KEOHOro paccieqoBanus. Pe3ynabTaTbl Ci1y»KeOHOTO
paccienoBaHus npeacTasistoresa 3amectutento [pencenarens [amnarter.

B memsix COXpaHHOCTM UM CBOEBPEMEHHOTO HCIIOJHEHUSI CIY>KEOHBIX
JIOKYMEHTOB TIPU OCBOOOKJICHUU PAaOOTHUKA OT JOJKHOCTH, HAXOXKICHUU €ro B
OTITyCKE, B TOM YHUCJI€ Y4EOHOM, a TaKKe B CIIydae €ro BPEMEHHOTO OTCYTCTBHS IO
WHBIM YBAXXUTEIbHBIM I[IPUYMHAM BCE HAaXOJAIIMECS Y HEro Ha HWCIOJHEHUH
CIy’)KeOHbIE ~JOKYMEHTHl TI0 YKa3aHUI0 COOTBETCTBYIOIIETO PYKOBOJMTEIS
nepeIarnTcs APyroMy paboOTHUKY.

1.9. TpeboBanust ~ Hacrosimiedt  MHCTpyKIIMM  pacmpoCTpaHstOTCs  Ha
OpraHu3anui paboThl €O CIHYy)KEOHBIMH JIOKYMEHTaMH HE3aBUCUMO OT BHJA
HocuTensd. KoMmbloTepHble  (aBTOMATU3UPOBAHHBIC) TEXHOJOTHH  00pabOTKU
nHpopMalu, coAepKaliecss B JOKYMEHTax, JOJDKHBI OTBEYaTh TPEOOBAHUAM
Hactosimen MHCTpyKIuu.

2. OCHOBHBIE TTOHATHUS

B nacrosmenn UHCTpyKIMU MCTIONIB3YIOTCS CIICIYIOIIUE OCHOBHBIC MIOHATHUS:

JTOKyMEHTUpPOBaHUE - (prkcanys nHGOpMAIIN Ha MaTEPUAIbHBIX HOCUTENSIX B
YCTaHOBJIEHHOM MOPSIKE;

JEJIONPOM3BOACTBO -  JESATENIbHOCTh,  OOecleyuBarolias  Co3JaHue
oQUITMATBHBIX TOKYMEHTOB U OpraHU3aIlUI0 padOThl C HUMU B OpraHax BJIACTH;

JIOKYMEHT - O(UIINATBHBIN IOKYMEHT, CO3aHHBINA TOCYJapCTBEHHBIM OPTaHOM,
OpraHOM MECTHOTO CaMOYIIPaBJICHUS, OPUANYCCKUM WM (U3HMUECKUM JIHIIOM,
Oo(QOpPMJICHHBI B YCTAaHOBJICHHOM TIOPSIKE W BKIIOUCHHBIH B JIOKYMEHTOOOOPOT
OpraHa UCIIOJIHUTEIIbHOM BJIACTH;

AJIEKTPOHHBIN JTOKYMEHT - JIOKYMEHTUPOBAHHAs uHopmarus,
NpEACTaBICHHAss B DJJEKTPOHHOW QopMe, TO €CTb B BHUIE, HPUTOAHOM s
BOCIIPUATHS YEITOBEKOM C MCIIOJIb30BAaHUEM DJIEKTPOHHO-BBIUMCIIUTENIBHBIX MAIIVH, a
TaKke JUIsS Tepefadyd Mo WH(POPMAIMOHHO-TEJICKOMMYHUKAIIMOHHBIM CETSIM  WJIU
00paboTKH B MH(GOPMAIIMOHHBIX CUCTEMAX;

ANEKTPOHHBIA JIOKYMEHT B cucTteMe «Jlemo» — CcOBOKymHOCTH (haiina
AJIEKTPOHHOTO JOKyMeHTa (WM o0pa3za »3JIeKTPOHHOTO JIOKyMEHTa) U  €ro
PEKBU3UTOB, XpaHsiasica B 0a3e JaHHBIX cHUCTeMbl «Jleqo» B TedueHue
YCTaHOBJIEHHOT'O CPOKa XPaHEHMS;



¢aitn 3MEeKTPOHHOTO JTOKYMEHTa — COYETAaHUE BHU3YaJNbHBIX OTOOpakKeHUMU
OJlaHKa, TEKCTa M JPYIMX PEKBU3UTOB (MCKIHOYasl PErHMCTPAllMOHHBIM HOMEp, AaTy
pErucTpalyy U NOJIUCH) SJIEKTPOHHOTO JOKYMEHTA U €T0 NMPUIIOKEHUH;

(ailn >1eKTpOHHOTO 00pa3a TOKyMEHTa — CKaHUPOBAaHHBIM 00pa3 JOKYMEHTa
Ha OyMa)>KHOM HOCHUTEIIE;

perucTpallMoHHas KapTouka JokymeHTa (nanee - PK nmokymenrta) - Habop
PEKBU3HUTOB JOKYMEHTA, 3apETUCTPUPOBAHHOIO B cUCTEME «/leso;

perucTpalMoHHas KapToyka mnpoekta aokymeHTa (manee - PKII/) - maGop
PEKBU3UTOB IIPOEKTA JOKYMEHTA, 3aPETUCTPUPOBAHHOTO B cUCTEME «/Jleson;

AIIEKTPOHHASI TOJMUCH - HHPOpMAIMs B DIEKTPOHHON (opme, KoTopas
IpUCOEIMHEHA K Apyroil mHpOpManuu B 3JIEKTPOHHON (opme (MOANUCHIBAEMON
nHpopMalMu) WIM MHBIM 00pa3oM CBsi3aHa C TakoW HH(poOpMaIUMed U KOTopas
UCITIOJIB3YETCS JIJIs1 ONPEEICHUS JINLA, TOANMKUCHIBAIOIIET0 NH(POPMALIHIO;

PEKBU3UT JOKYMEHTA - 00513aTeIbHBIN 3JIEMEHT 0(hOpMIICHUS TOKYMEHTA;

NOJJIMHHUK JTOKYMEHTA - IIEPBBIN WM €IMHCTBEHHBIM 3K3EMILIAP TOKYMEHTA;

KOIMS JOKYMEHTA - JTOKYMEHT, MOJHOCThIO BOCIPOU3BOJAIIMI MHPOPMALUIO
IIO/UIMHHUKA JIOKYMEHTAa M €r0 BHEIIHWE NPU3HAKU, HE HUMEIOIIUN IOpUINYECKOU
CHUJIBL;

JOKYMEHTOOOOPOT - JBUKEHHE JIOKYMEHTOB C MOMEHTa MX CO3JaHUs WIH
HOJTyYEHUS 10 3aBEPIICHUS UCIIOJHEHUS, IOMEIIECHUS B JIEJI0 U (W) OTIIPaBKU;

perucrpanus JOKyMEHTa - IPUCBOEHUE JOKYMEHTY PETUCTPALMOHHOTO HOMEpa
Y 3aIIMCh B YCTAHOBJICHHOM MOPSJIKE CBEICHUM O TOKYMEHTE;

HOMEHKJIATypa Ol - CUCTEMAaTU3UPOBAHHBIM IEpEYEHb HANMEHOBAHHUM [IE7,
dbopMHUpyeMBbIX B OpraHe HCHOJHUTEIBHOM BIIACTH, C YKa3aHUEM CPOKOB HX
XpaHEHNs,

DKCIEPTU3a LIEHHOCTH JIOKYMEHTOB - M3y4Y€HUE IJOKYMEHTOB HAa OCHOBAHUH
KPUTEPUEB MX LIEHHOCTHU B LEJAX OINPEACIICHUS CPOKOB XPAaHEHUSA JOKYMEHTOB M
oTOOpa UX I BKIFOYEHHS ¢ cocTaB ApxuBHOTO (hoHaa Poccuiickoit deneparuy;

JIEJI0 - COBOKYITHOCTh JOKYMEHTOB WIHM OTAEJIbHBIM JOKYMEHT, OTHOCAIIHECS K
OTHOMY BOIIPOCY WJIM YYaCTKY A€ATEIbHOCTH OpraHa UCIIOJIHUTEIBbHOMN BIIACTH;

AIIEKTPOHHBIA 00pa3 JOKyMEHTa - OJIEKTPOHHAs KOMMsI JOKyMEHTa,
U3TOTOBJICHHOTO Ha OyMa)KHOM HOCHUTEIIE;

CKaHMPOBAHUE JOKYMEHTA - MOJIyuYeHHUE JIEKTPOHHOTO 00pa3a TOKyMEHTA.

3. CocraB ciyke0HbIX TOKyMeHTOB [lanatsl

3.1. esarenpHocth IlamaTel PocToBckoM oOmacTu oOecrmieuynBaeTCs CHCTEMOM
B3aMMOYBSI3aHHOM  CiIy)KeOHOW  JokymeHTanuu. FEe coctaB  ompenensercs
koMriereHuuen Ilamarel, mopsankoM paspelieHus BONPOCOB (€AMHOHAYAIbHBIA HIIU
KOJUIETUAJIbHBIN), 00bEMOM M XapaKTEpOM B3auMOCBsI3U Mexnay llamartoi, npyrumu
rOCyJapCTBEHHBIMU OpPTraHaMH U OpraHU3alUsIMH.

Oynkunu ynpasineHuss B llamate peanusyrorcs ¢ MOMOUIBIO CITYKeOHOM
JOKYMEHTAIlMU, KOTOpas BKIIOYaeT B ce0s MpaBOBbIE aKThl, OpPraHU3AIMOHHO-
pacnopsiAuTeabHbIe U HHPOPMAIIMOHHO-CIIPABOYHBIE TOKYMEHTHI.

3.2. Bunpl mpaBoBbix aktoB Ilamatel comepxkarcs B 1m.1.4. Permamenta.
[Topsinok ux NOAroTOBKH, OPOPMIIEHUS U U3AaHUS ONpeaesieH PeriiaMeHToM.



TekcTbl NOpPaBOBBIX AKTOB, Kak IMpaBWJIO, COCTOSAT M3 2  4acTeu:
KOHCTaTUPYIOIIEH (ITpeaMOyJibl) M MOCTAHOBIIAIOMIEH (PacopAIUTEIbHOMN).

B koHcTatupyromieil 4acTu KpaTKO H3JIAaraloTcsl LeNld U 3a7ayd, (akTel U
COOBITHS, MOCITYKUBIIUE OCHOBAHUEM JJIsi U3JaHUS JOKyMeHTa. OHa MOXET
HAYMHATBHCS CIOBAMH «B LEJSX», «B COOTBETCTBHM», «BO MCHOJHEHHE» U T.1. Eciu
JOKYMEHT HM3/1a€TCd Ha OCHOBAHUM APYroro AOKYMEHTAa, TO B KOHCTaTUPYIOIIEH
YaCTU yKa3bIBalOTCS HAMMEHOBAHUE 3TOT0 JOKYMEHTa B COOTBETCTBYIOLIEM IaJIEXKE,
€ro J1aTa, HOMEp U 3aroJI0BOK.

Ecnm nmpuHMMAaeMbIil JOKYMEHT OTMEHSIET paHee W3JAaHHBIM JOKYMEHT WU
KAKHEe-TO €ro IMOJIOKEHUS, TO OJIMH U3 IyHKTOB PaCHOPSAUTEIbHON YacTH TEKCTa
JOJDKEH COJIEpP)KaTh CChUIKY Ha OTMEHSEMbIH JOKYMEHT (IIyHKT JIOKYMEHTa) C
yKa3aHUEM €ro JaTbl, HOMEpa W 3arojoBKa. TEKCT MyHKTa JOJDKEH HAYMHATHCA
cinoBaMu «IIpu3HATH yTPATUBIINM CHILY...».

[Ipy  HEoOXOOUMOCTH  OCYIIECTBJICHUS  KOHTPOJII 33  UCIHOJHEHHEM
IPUHUMAEMOTO JIOKyMEHTa (OpPMYIHpPYETCs MYyHKT O BO3JOKEHUM KOHTPOJS 3a
UCITOJITHEHHEM JIOKYMEHTA.

3.3. Opranu3anroHHO-PacTOPSIAUTEIbHBIC JOKYMEHTHI

OpraHn3alMOHHO-PACHIOPSAUTENBHBIA ~ JOKYMEHT — BHJ IIMCBMEHHOIO
JOKYMEHTa, B KOTOpPOM (DUKCHPYIOTCSI PELIEHUS BONPOCOB  YIPaBJICHMS,
B3aMMOJICUCTBHS, OO€CleueHus U peryiaupoBaHus pAestenbHoctd [lanmaTer, He
YTBEPKJICHHBIE IPABOBBIMH AKTAMHU.

K oprann3anmoHHO-pacnopsIUTEIbHBIM TOKYMEHTAM OTHOCSTCSL:

NOPYYEHUS TOKHOCTHBIX JIUIL;

MIOJIOKEHUS;

npaBuiia (JOJKHOCTHBIE PETJIAMEHTHI);

UHCTPYKIUU (METOAUYECKUE PEKOMEH AN );

IUTaHBI.

3.3.1. IlonoxeHue, mnpaBwia (IOHKHOCTHBIE PETJIAMEHTBI), WHCTPYKIIHS

(MeToaMYecKre peKOMEHIAIINN )

[TomoxeHne TPUHUMAETCS B TOM cllydae, €CJIM B HEM YCTaHABJIMBAIOTCS
CUCTEMHO CBSI3aHHBIE MEXJy co0Oi TpeOoBaHUs, PETYIUPYIOIIME KaKue-Imoo
MIPaBOOTHOIICHUS.

B mpaBmiax (MODKHOCTHBIX pErJIaMEHTax) YCTAHABJIMBAIOTCS HOPMBI H
TpeOOBaHMS, 00s3aTEILHBIC JIS BHITTOJTHCHHUS.

B wuwHCTpyKmMHM (METOOWYECKUX PEKOMEHIAIUAX) U3JIaracTcsl IMOPSJIOK
OCYIIECTBJICHUSI KaKOW-TMOO NESITEIbHOCTH WA TOPSAIOK MPUMEHEHHS MOJO0KESHUN
3aKOHOJIATEIHHBIX ¥ MHBIX HOPMATHBHBIX MPABOBHIX AKTOB.

[Tonoxenusi, mpaBuiaa (JMODKHOCTHBIE PETJIaMEHThI) W HMHCTPYKIIUU
(MeToauYecKue PEeKOMEHJIAIMN) MPUMEHSIOTCS KaK CaMOCTOSITENIbHBIE JOKYMEHTHI,
KOTOpbIE TIOJIMUCHIBAIOTCS PYKOBOJUTEIEM WM yTBEpXKIawTcs B (Gopme rpuda
YTBEPKICHHUS.

TexcT m3nmaraeTcsi OT TPETHETO JIWIA €AWHCTBEHHOTO WM MHO>KECTBEHHOTO
gyrcna. B TekcTe HCMONB3YIOTCS CIIOBa «IOJKEH», «CIENyeT», «HEOOXOIMMOY,
«3ampeniaeTcsy, «He JT0MyCKaeTCs.



3aroyoBOK K TEKCTY OTBEYAET HA BOIIPOC «O yeM?».

KoHcratupyromieit 4acTbio Ciy>kuT pazzaen «OO01ue mojaoKeHus», B KOTOpOM
YKa3bIBAIOTCS OCHOBAHMS Pa3pabdOTKH JTOKYMEHTa, OCHOBHOE Ha3HaueHHe U cdepa
€ro paclpOCTPAHECHHUS.

OCHOBHOM TEKCT MOXKET JIETUTHCS Ha pa3/enbl (TJ1aBbl), MYHKThI U MOAITYHKTHI.
Paznenbl (r1aBel) UMEIOT Ha3BaHUs, HyMepyroTcs apabckumu mudpamu. Hymepanus
MYHKTOB U MOJIMTYHKTOB MTPOU3BOAUTCS apaOCKUMU LIUPPAMH Yepe3 TOUKY.

3.3.2. [Inaun

[InaH — JOKYMEHT, YCTaHABIMBAKOUIUI IIEPEUCHb HAMEYAEMBIX K BBIIIOJHEHUIO
paboT WM MEpONpUATUHM, UX IOCIEI0BATEIbHOCTb, CPOKH HCIOJHEHMS, a TaKXKe
ONPENEIAIONMNA KOHKPETHBIX UCIIOJHUATEIIEH.

3.4. npopMaiMOHHO-CIIPABOYHBIE TOKYMEHTHI

NudopmarimoHHO-CIIpaBOYHBIC TOKYMEHTHI — JOKYMEHTBHI, KOHCTATHPYIOIIIHEC
bakTpl, SBIAIOMHAECS OCHOBAHWEM JUIsl TPUHATHS PEIMICHUH W W3JaHUsA
pactopsSIUTEIbHBIX JOKYMEHTOB.

K napOpMannoHHO-CIIpaBOYHBIM TOKYMEHTAM OTHOCSTCS:

MPOTOKOJT,

CIIy’KeOHO€ MUCHMO;

aKT;

JOKJIa/IHAasl, OOBSICHUTENbHAS U CITy>)KeOHasl 3aITUCKH;

CTEHOTpaMMa;

OTYEeT U JIp.

3.4.1. TIpoTokomn

[TpoTokon cocTaBnsieTcss HA OCHOBaHHWH 3alMCEH, MPOU3BEICHHBIX BO BPEMs
COBEIIaHUs (3acelaHusi), MPEJCTABICHHBIX TE3UCOB JOKJIAI0B W BBICTYIUICHUM,
CITPABOK, MMPOEKTOB PELICHUM.

3.4.2. Cny>xeOHbIE TUCHhMA

CnyxeOnblie muchMma B [lanaTte rotToBsiTcs Kak:

OTBETHI O BbINOJHEHUHU nopy4yennit [Ipencenarens [lanarsr;

ucnioninenne mnopydenuii IIpencenarens [lanatel B cBsA3M ¢ oOpamieHUsIMU
rpaxiaH;

OTBETHI Ha OOpalIeHNus FOPUANICCKUX U (PU3HMUCSCKUX JIHII;

WHUIIMATUBHBIC U HH(POPMAITMOHHBIC ITUCHMA.

3.4.3. AKT

AKT — JIOKyMEHT, COCTaBJISIEMbI OJHUM WJIM HECKOJbKHMH JIMIAMHU H
MOATBEPKAAIOIIUA YCTAHOBJICHHBIE UMU (DAKThI WJIH COOBITHS.

TekcT akTa COCTOUT U3 JIBYX 4YaCTEW — BBOJHOU U KOHCTATUPYIOLLIEH.



BBosmHas dYacThb akTta COAEPKUT HAUMEHOBAHHE PACHOPSIUTENBHOIO
JIOKyMEHTa, Ha OCHOBAaHHUU KOTOPOrO aKTUPYIOTCS (PakT, COObITUE WM JIEWCTBHE
(B COOTBETCTBYIOILIEM MAJIEHKE), €T0 HOMEP U JIATy.

Ecam akT cocTaBi€H KOMHMCCHEW, TO MEPBBIM YKa3bIBAETCS MpeECeNaTelb
koMuccuu. DamMuiInKk 4ICHOB KOMHUCCHUU PACIOJararoTcsi B andaBUTHOM MOPSJIKE.
CmoBa «OcHoBanuey», «lIpencenarens», «Hiensl komuccun», «lIpucyrcrBoBamm»
MUIIYTCS C MPOMUCHON OYKBBI.

B koHcTaTupyroei 4acTH aKkTa W3JIararoTcs LEdd W 3aJayd aKTHPOBaHUS,
CYIIIECTBO M XapaKTep MPOBEIACHHOW KOMHUCCHEH pabOThI, YCTAaHOBJICHHBIE (DAKTHI U
COOBITHS, a TaKXXe BBIBOJBI M 3aMeyaHus. KoHcTaTupyromas 4acTh 3aKaHYMBAETCS
CBEJCHUSIMHU O KOJIMYECTBE FK3EMIUIIPOB aKTa U MECTE UX HAXOKICHUS.

KonuvecTBO 3K3eMIUISIPOB aKTa OMPEIEISIETCS YHCIOM 3aWHTEPECOBAHHBIX B
HEM CTOPOH MJIM HOPMATUBHBIMHU JOKYMEHTAMH, PETIIaMEHTUPYIOIUMH COCTaBIICHUE
aKTa.

AKTBI IOJITUCBIBAIOTCS] BCEMU WiIeHaMU KoMuccuu. [Ipu HeoOXoauMoCTH aKThl
HOJIJIEXKAT YTBEPKIACHUIO.

3.4.4. loxnanHasi, 0OObSICHUTENIbHAS U CITyKEOHAs! 3aMUCKU

JlokiagHast 3amucka — JOKYMEHT, coepiallluii OOCTOSITEIbHOE H3JI0KEHUE
KaKoro-iau0o BOIpoca ¢ BBIBOJAMH U MPEAJIOKEHUSIMU COCTaBUTEISL.

OOBbsicHUTENbHAS 3alIUCKA — JOKYMEHT, MOSICHSIOUINM Kakoe-11u00 JeiCTBUE,
(dakT uim coObITHE.

CnyxeOHasa 3anucka (pa3sHOBHUAHOCTh NMCbMAa) — QopMa BHYTPEHHEH
MEPENUCKHU.

JloknanHast 3amucKa COCTaBIsIETCS MPU  HEOOXOAMMOCTH  YBEIOMIICHHS
PYKOBOJIUTENSI UM BBILIECTOSIILIETO OpraHa O KakuxX-Iu0o (pakTax WA COOBITHSIX U
MOKET COAEPKATh MPEAJIOKEHUSI COCTABUTEIS 110 U3JIaraeMOMY BOITIPOCY.

B 3aBucuMocTH OT copepXaHHs W Ha3HAYEHUS JOKJIAJHBIE M CIIy)XKeOHbIE
3alUCKU JIeTSATCS Ha MHQPOpPMAIMOHHBIE M OTYETHBIE, a TaKXe MOTyT HMETh
WHULIMATUBHBIN XapaKTep.

TekcT AOKIamHOM, CIy>KEOHOM 3aImMCKU MOXKET COCTOATh M3 JBYX dacTeil. B
NEepBOM 4YacTH, Kak MpaBWIO, H3JIAraroTcsl (akThl WIM COOBITHS, IMOCITY>KUBILNE
IIOBOJIOM K HAIIMCAHUIO JTOKJIAJHOW 3aIIMCKH, BO BTOPOIl — BBIBOJBI U MPEMJIOKEHUS O
KOHKPETHBIX JIEUCTBUSAX, KOTOpbIE, MO MHEHHUIO COCTAaBHUTENS, HEOOXOIMMO
MPEANPUHATh PYKOBOJUTEIIO MM BBILIECTOSIIIIEMY OPTraHy B CBSI3U C U3JI0KEHHBIMU
bakramu.

3anucky, cocTaBiisieMble paOOTHUKaMU C OOBSICHEHHWEM MPUYMH MOBEJICHUS,
MPOCTYNKOB, CHUTyaluidl (OOBSCHUTEIbHBIE 3aMHCKU), MOTYT OBITH O(OPMIIEHBI
PYKOIUCHBIM CIIOCOOOM Ha CTaHAAPTHOM JIMCTE Oymaru.

3.4.5. CreHorpamma

CreHorpaMma — JOCIOBHAs 3alliCh JOKJIAI0B M JAPYTMX BBICTYIUIEHMH Ha
KOH(EpEeHIIUAX, COBEIIAHUAX, COOpaHUSIX WIN 3aCeAaHMSIX KOJIIETHAIbHBIX OPTaHoB,
OCYILIECTBICHHAs! METOAOM CTEHOTpa(Uu WIH 3BYKO3AMHKCH.

Crenorpamma KOH(EpEHIIMHM, COBELIAHUS, COOpaHUS WIM 3aceaHUs
KOJUIETMaJIbHOTO OpraHa BEJETCS B TOM Ciydae, KOrJa Ha oOCY>KIEHHE BBIHOCATCS
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BaKHBIE U CJIOKHBIE BOTPOCHI, KOTOPHIE MOTYT BBI3BIBATH MpeHUs. OKOHYATETHHBIN
TEKCT CTEHOTPaMMbI COCTABJISIETCS] HA OCHOBAHUU MPOU3BEACHHBIX HA KOH(MEPEHIINH,
COBEIIAaHUH, COOpaHUHU WJIM 3aCEelaHUM KOJUIETHAJIbHOIO OpraHa CTeHOTrpadUyecKux
WIM 3BYKOBBIX 3allUCe M TMPEJCTaBICHHBIX MaTepHaloOB (IOKJIAJ0B, CIPABOK,
MPOEKTOB PEUICHUN U T.I1.).

TexkcT cTeHOrpaMMbl JIOJDKEH COCTOSITh W3 Pa3fesioB, COOTBETCTBYIOIIUX
MyHKTaM MOBECTKHU JHS, pa3eibl HyMepyloTcs apabckumu nmudpamu. MHUIMAaNb 1
dbaMuTus JOKIaTUMKa IMeYaTaloTCsl B MUMEHUTEIHHOM ITaJIexKe.

JlaTta, mpocTaBiieHHas Ha CTEHOTpAMMe, JOJDKHA COOTBETCTBOBATH JIHIO
MIPOBEICHMSI COBEIAHNs, COOpaHUs WITH 3aCeaHus KOJUIETHAILHOTO OpraHa.

3.4.6. Otuet

OT4er — JOKYMEHT, COAEpKaIluii CBEICHUS O TOATOTOBKE, MPOBEICHUU WU
WUTOTAaX BBITIOJHEHUS IJIaHOB, 3aCeAaHNi, KOMAaHIUPOBOK U APYTHX MEPOTPHUATHH.

Tekct ordyera MOXET COCTOSTh U3 Pa3/eiioB, TMOAPA3/EiOB, IYHKTOB H
MOJIITYHKTOB, KOTOPbIE HyMEPYIOTCS apaOCKUMU 1udpaMy B yCTaHOBJICHHOM TIOPSIJIKE.

OT4er MOJDKEH MMETh TOJANMKMCH WM BU3bl COCTaBUTENEH C yKa3aHUEM JaThl
BU3UPOBAHMUSI.

4. Cnyxebnas nokymenrtanus [lanater. OOuiue npasmia ohopmIIeHUs
JIOKyMEHTAIUU

4.1. CnyxeOHas nokymeHTarus [lanarel

4.1.1. esarenpHocTh Ilamatel obOecreunBaeTCsl CHCTEMOM B3aMMOCBS3aHHOU
cinyxeOHol  gokymeHtauuu. Ee cocraB onpenensercs  OO1epoccUiCKUM
kinaccudukaTopoMm  ympamieHdeckor — gokymentammu  (OKVY]J[) OK 011-93,
PermamenToMm, a TakyKe MOJIOKEHUSIMHU O CTPYKTYPHBIX MOJAPA3ACIICHUSX.

4.1.2. Ilpy TOATOTOBKE CIYy>KEOHBIX TOKYMEHTOB NPHUMEHSETCS Mporpamma
Microsoft Office Word. B nokymenTtax ucnoibsiyercs mpudt Times New Roman,
HayepTaHue — OOBIYHBIN, pasMep mpudta — 12 — 14 nT; oguMHAPHBIN — MOTYTOPHBINA
MEXIYCTpOUHbI  uHTepBai. [lns  odopmieHuss  3arojioBKOB  JIOMyCKaeTcs
ucrnosib3oBanue mpudra pasmepom 14 —-16T0T B 3aBUCHMOCTH OT Pa3MEpoOB
OCHOBHOT'O TEKCTA.

4.2. O6mue npaBuia opopMIIeHUsI JOKYMEHTOB

4.2.1. OCHOBHBIM  pPEKOMEHAATEIILHBIM  JOKYMEHTOM,  YCTaHABJIMBAIOIIIM
TpeOoBanuss K  odopmiieHuto  aokymeHtoB, sBisiercs [OCT P 6.30— 2003
«YHUPHUIIMPOBAHHBIE ~ CHCTEMbl  JOKyMCHTAMH.  YHU(MUIMPOBAHHAs  CHCTEMa
OPraHU3alMOHHO-PACTIOPSIIUTEIBHON  JOKyMeHTamu. TpeboBanus K OQOPMICHHUIO
JOKYMEHTOB» (yTBEep:kIeH nocraHoBienueM [ occtangapra Poccun ot 03.03.2003 No 65-
CT).

4.2.2.1lpu mnonroroBke u OGOPMICHUU COOTBETCTBYIOIIMUX JOKYMEHTOB
UCITOJIB3YIOT CJICTYIONINE PCKBH3UTHI:

01 —T'ocynapctBennsiii repd Poccuiickoit denepannu;

02 —repb cyonekTa Poccniickoit denepannm;

03 —ambsiema opraHu3aly Wik TOBApHBIN 3HAK (3HAK OOCITY)KUBAHUA);

04 — ko opraHu3aluu,;

05 —ocHOBHO#  rocymapcTBeHHBIM  peructpanmoHubii  Homep  (OI'PH)

IOPUANYECKOTO JIULIA;
06 —uneHTU(DHUKAIIMOHHBIA ~ HOMEP  HAJOrOIUIATENBIIUKA/KOA  IPUYHHBI
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noctaHoBku Ha yuet (MHH/KIIII);

07 —xox ¢popMBI JOKYMEHTA;

08 — HamMeHOBaHKE OpraHU3aIiU, ITIOArOTOBUBIIECH TOKYMEHT;

09 — crpaBoYHBIC JaHHBIC 00 OpPraHU3aIlUH, IOATOTOBUBIICH JOKYMEHT;

10 — manMeHOBaHUE BUAA JOKYMCHTA,

11 — naTa qOKyMEHTA,

12 — perucTpallMOHHBIN HOMEp JTOKYMEHTA,

13 — cchuIka Ha PETUCTPALIMOHHBIN HOMEp M 1aTy JTOKYMEHTA;

14 —mecTO cocTaBlICHUS WX U3aHHUS JOKYMCHTA,

15 —apgpecar;

16 —rpud yTBEepKIACHUS TOKYMEHTA,;

17 — pe3omrorus;

18 —3aroa0BOK K TEKCTY;

19 —oTMeTKa 0 KOHTPOIIE;

20 — TeKCT TOKYMCHTA,

21 —oTMeTKa O HAJIMYHMH IPUI0KCHUS;

22 —IOJINUCH;

23 —rpud corimacoBaHus TIOKYMEHTA;

24 — BH3BI COTIAaCOBAHUS JJOKYMCHTA,

25 — OTTHCK IIeYaTH;

26 —0TMETKa O 3aBEpCHUU KO,

27 —oTMeTKa 00 UCIIOJIHUTEIIE;

28 —oTMeTKa 00 HUCIOJHEHUHN TOKYMEHTA M HAIlPaBJICHUH €TO B JICIIO;

29 —0TMETKa O MOCTYIUICHUH JOKYMEHTA B OpTraHU3aIHIo;

30 —unenTuUKATOP FNEKTPOHHON KOMUHU JOKYMEHTA.

4.2.3. Jlng wm3rotomicHUs OJIAHKOB JOKYMEHTOB HCIIOJB3YIOT CJETYIOIINE
pexBusuthl: 01, 02, 03, 04, 05, 06, 07, 08, a Takke OTMETKH JJIs PACHOJIOKECHUS
pexsusuToB 09, 10, 11, 12, 14, 17, 18, 19. Bo3MoxHO ucnoyib30BaHue pekBu3nTa 19
pU MPUMEHEHUH TpadapeTHBIX TEKCTOB JOKYMEHTOB (MpuiioxeHus A, b).

4.2.4. [Ipu opopMieHUU JOKYMEHTOB HCIIOJIb3YIOT CJICAYIOIINE PEKBU3UTHI:
09, 10, 11, 13, 14, 15, 16, 17, 18, 19, 20, 21, 22, 23, 24, 25, 26, 27, 28, 29, 30
(npunoxenus A, b).

4.2.6. 'ep0 PoctoBckoil o06iacTh TNOMEMIalOT Ha OJlaHKaX JOKYMEHTOB B
cootBercTBUM ¢ OOmactHeiM 3akoHOM OT 28.10.1996 Ne 32-3C «O T'epbe
PocToBckoit o0nacTu.

4.2.8. Kon OpraHu3aluu MPOCTABIISIIOT o Ob6murepoccuiickomy
kiaccudukaropy npennpusituii u opranuzauuii (OKIIO).

4.29. Kon ¢opmbel nokyMeHTa mpocTaBisioT 1o  OOiepoccuiickomy
KJaccupukaTopy ynpasieHdeckoit fokymenrtanuu (OKY J1).

4.2.10. HaumeHoBaHuE OpraHM3allMM, SIBJSIONICHCS aBTOPOM JOKYMEHTA,
JIOJDKHO COOTBETCTBOBATh HAMMEHOBAaHHIO, 3aKPEIJICHHOMY B €€ YYpeAUTEeNbHBIX
JOKYMEHTaXx.

ABTOpPOM JOKyMEHTa MOXET OBITh JOJDKHOCTHOE JIMIIO, TMPEACTABISIONICE
OpTraHU3aIHIO.

4.2.11. CnpaBoyHble JaHHbIE 00 OpPraHM3allM{ BKJIOYAIOT: MOYTOBBIM alpec;
HOMEpa TeNeQOHOB W JPYrMe€ CBEACHHS IO YCMOTPEHUIO OpraHu3anuu (Homepa
(bakcoB, TEJIEKCOB, CYETOB B OAaHKE, aJIpEC IEKTPOHHOU MOYTHI U Ap.).



4.2.12. HaumeHoBaHMe BHJA JTOKYMEHTa, COCTaBJICHHOTO WM W3IaHHOTO
[TamaTtoil, pernamMeHTUpPYETCs M JIODKHO COOTBETCTBOBATH BHJIAM JOKYMEHTOB,
PEyCMOTPEHHBIX YHuduimpoBaHHoi CUCTEMOM OpraHu3aluOHHO-
pacniopsinutensHoit nokymentauuen (Y COPI).

B nuceMe HannMeHOBaHME BUJA JOKYMEHTA HE YKA3bIBAIOT.

4.2.13. JlaTbl TMOANUCAHUS, YTBEP)KICHUS, COTJIACOBAHHUS, a TakXKe JaThl,
comepkammecs: B TeKCTe, OGOPMIISIOT IU(PPOBBIM CIIOCOOOM. IJIEMEHTHI JaThl
OpUBOJATCS — apaOCKkuMu  IuppaMu B OJAHOM  CTpOKE B  ClEAyOIen
MOCIIEIOBATEILHOCTH: YUCIIO MeCsIa, Mecsll, roj, Hanpumep: 28.05.2006.

JlomyckaeTcsi U ClOBECHO-IIM(POBOM ciocod odopmiieHUs: AaThl, HAIIPUMED:
8 utonsa 2006 roma. OOs3aTENbHBIM ABIISETCS TPeOOBaHNE €IUHOOOPA3US HAMMMCAHUS
JIaT B OJJHOM KOHKPETHOM JIOKYMEHTE.

B mexmyHapoHOU nepenucke MpUMEHsieTcsl oOpaTHasi MOCIe0BaTEIbHOCTD
B HAIlMCAHWU JIaT: TOJI, MECSL, YUCIIO Mecsita, Hanpumep: 2006.05.28.

JlaToli nOKyMeHTa SIBJISIETCS JaTa €ro MOINUCAHUS WM YTBEPKICHUS: IS
MpHUKas3a, pachopspKEeHUs — JlaTta TMOJNUCAHUSA, JUIsl JOKYMEHTa, MPUHUMAEMOIO
KOJUIETUAJILHBIM OPraHOM, — JaTa €ro MPUHSTHS; JAJI1 YTBEPKICHHOTO JIOKYMEHTa —
JlaTa ero yTBep KACHUS; JUIsl MPOTOKOJa - AaTa 3acelanusi (MIPUHSTHUS PEIICHHUs); s

akTa — Jara coObITHs, 3a(UKCUPOBAHHOTO B JOKyMeHTe. Jlata 1OKymeHTa
IIPOCTABIACTCS JOJLDKHOCTHBIM JIMIIOM, IIOAIMCHIBAIOIIMM WIIM  yTBEPXKAAIOIINUM
JOKYMEHT.

JIOKyMEHTBI BCTYIAIOT B CUULy C MOMEHTA UX MOJANUCAHUS (MU YTBEPKACHUS),
€CJIM B TEKCTE HE MPEyCMOTpPEHA APYyTasl 1ata.

IIpu ccpulke B TEKCTE HA HOPMATHUBHBIA MPABOBOM aKT WM MHOWU JOKYMEHT
00s3aTENbHO YKa3bIBAKOTCS €ro (MX) HAMMEHOBAaHUE, JaTa U HOMEP.

[HudpoBoit cmocod mnpocTaBieHUsT AaT MCIHOJB3YETCS, KaKk MpaBUiio, MpHU
oopmileHHUN CITy’)KEOHBIX MHCEM, CIPABOK, 3aKJIIOUEHUH, HAUMCaHUHM MOPYYEHUH,
BU3UPOBAHUH JOKYMEHTOB.

4.2.14. PeructpallmOHHBIE HOMEp JTOKYMEHTAa COCTOUT M3 €ro MOPSAKOBOTO
HOMEpPA, KOTOPBIA JOMNOJHSETCS 4Yepe3 KOCYI0 YepTy HHJIEKCOM CTPYKTYpHOIO
NOJIPA3/IECJICHUs, YCTAHOBJEHHBIM  COOTBETCTBYIOIIMM  Ipuka3oMm  [lamatel.
PeructpauioHHbIi ~ HOMEp  JOKYMEHTa  aBTOMaTH4ecku  (opMHUpyeTcs C
UCIIOJIb30BAaHUEM CUCTEMBI «Jleno»

Hampuwmep: 50/YI1

PeructpallioOHHbIE HOMEpP JTOKYMEHTa, COCTABJIEHHOIO COBMECTHO JBYMS U
OoJee opraHu3alUsIMHU, COCTOUT U3 PErMCTPALMOHHBIX HOMEPOB JOKYMEHTa Kaxa0u
U3 ATUX OpraHU3alMi, NPOCTABISEMBIX YE€pe3 KOCYI0 4epTy B MOPSAKE YKa3aHHUS
aBTOPOB B JIOKYMEHTE.

4.2.15. Ccbulka Ha PETHCTPAIIMOHHBIM HOMEpP U JaTy JOKYMEHTa BKJIFOYAET
PEruCTPallMOHHBIN HOMEP U 1aTy JOKYMEHTA, Ha KOTOPBII 1aeTcs OTBET.

4.2.16. B kadectBe aapecaTta MOTYT OBITh OpraHU3aIlMH, UX CTPYKTYPHBIC
nojpa3ziesieHus, JOJDKHOCTHhIE wWid (Qusndeckue Jmuna. lIlpu anpecoBanuu
JIOKYMEHTA OJKHOCTHOMY WM (PU3UYECKOMY JIMILY MHUIUANbI YKa3bIBAIOTCS MEpe
damunueili. HammeHOBaHMSA oOpraHU3allud M €€ CTPYKTYPHOTO TOJpa3aeleHUs
YKa3bIBalOT B UMEHHUTEIBLHOM Ma/IEKE.



Hampumep (3aech W panee mnpuMeEpbl HAWUMEHOBAHMS OpraHu3aluid, uX

CIIPaBOYHBIEC TAHHBIC U JIP. SIBJISIOTCS YCIOBHBIMU):
Muntroct Poccun
Ynpasnenue
cUcTeMaTu3aluu
3aKOHOJATEIbCTBA
WJIn
3AO0 «Toproserii MUp»
byxranrepust
['maBHOMY 3KOHOMUCTY
A.C. IleTpoBy
WJIn
[Ipe3unenty
3A0 «Dakem»
I'.I1. UBanoBOI

Jonyckaercsi UEHTPUPOBATh KaXIyK CTPOKY pPEKBU3UTa «Aapecar»
110 OTHOILICHHIO K CaMOl JNIMHHOU CTPOKE.

Hanpumep:

[Ipencenaremnto
CaJI0BOr0 TOBAPUIIECTBA
«Aspo»

N.A. UcaeBy

Eciam TOKyMEHT OTHpPaBIAIOT B HECKOJIbKO OJHOPOAHBIX OpraHv3aludil Wiu B
HECKOJIbKO CTPYKTYPHBIX TMOJPAa3ACIICHUl OJHOMW OpTaHW3alUH, TO HUX CIEAyeT
yKa3bIBaTh 0000IIEHHO.

Hanpumep:

AJIMUHHCTpalusIM
MYHULIUTTATBHBIX
oOpazoBanuii PoctoBckoi
obnactu

JIOKyMEHT He JIOJDKEH coJiepKaTh OoJiee ueThipex aapecaTtoB. CioBo «Komusi»
nepea BTOPBIM, TPEThbHM, YETBEPTHIM ajpecaTaMu HE yKas3biBaioT. [Ipu Oosbiiem
KOJIMYECTBE aJPECATOB COCTABISIIOT CIUCOK PACChUIKM JIOKyMeHTa. Ilpum »Tom Ha
KaXJIOM JIOKYMEHTE YKa3bIBa€TCsl OJIMH, KOHKPETHBINA aapecaT. Kaxapiid dK3eMIUIsp
JTOJDKeH ObITh moanucad. CHUCOK PacChUIKM  ONMPEACISIETCS  MCIOJHUTEIEM
JIOKyMEHTA.

JIOKyMEHTBI HANpaBIISIIOTCSI  TOJBKO TEM ajpecaraM, KOTOPhIE HMEIOT
OTHOIIICHHE K UCIIOJTHEHUIO TOKYMEHTA.

Ecnu nuceMo agpecyeTcsi opraHu3aluy, YKa3blBalOT €€ HAMMEHOBAHHE, 3aTEM
MOYTOBBIM  ajipec. ODJIEMEHThl aJpeca YKa3blBalOT B  MOCJIEAOBATEIbLHOCTH,
YCTAaHOBJICHHOW MOYTOBBIMU MPABUIIAMM.

Hanpumep:

Bceepoccuiickuii HaydHO-
UCCIIEN0BATEIbCKUN HHCTUTYT
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JNOKYMEHTUPOBAHHUS U ApXUBHOTO
nena
MuntoTuHCKUY Tiep., 1. 7 a
101000, Mockaga, Llentp
WJIn
MuHucTepcTBO 00pa30BaHUs U
Hayku Poccuiickoit denepannn
YnpasneHue aenamu
Benymemy cnienuanucty
A.N. IlerpoBy
Kpacunonpecnenckas Hao., 2,
r. Mocksa, 103274
[Ipu agpecanuu JOKyMeHTa (DU3UYECKOMY JIMIY PEKBU3UTHI MHUIIYTCS
B CJICAYIOIIEH MOCJIEe0BATEILHOCTH: (DaMIINSI, MHUIIAAJIBI, HA3BaHUE YJIUIIbI, HOMED
JIoMa, KBapTUPhI, HA3BaHHE HACEJICHHOrO ITyHKTa, pailoHa, 00JIacTH, MOYTOBBIN
WH/JIEKC.
Hanpumep:
Kupeesy N.I1.
yi. CagoBad, 1. 5,
r. HoBouepkacck,
PocToBckas 00macTs,
344018
4.2.17. YTBepKIeHHE NTOKYMEHTa — OCOOBIN CIoco0 BBEIEHUS TOKYMEHTA B
JNEWCTBUE, CAHKIMOHUPYIOIIMN PpPACHPOCTPAHEHUE €Tr0 Ha ONPENEIICHHBIA Kpyr
OpraHu3aluid, JOJDKHOCTHBIX JIMI, TpaxaaH. JIOKyMEHTBl  yTBEPKAAOTCS
JIOJDKHOCTHBIM JIMILIOM, B KOMIIETEHIIMIO KOTOPOTO BXOAUT PEILICHUE BOIIPOCOB.
JIOKyMEHT yTBep)KIaeTcs MOKHOCTHBIM JIUIIOM (JOJKHOCTHBIMU JIMIIAMH)
WIM CHENUAaJbHO W3JAaBAEMBbIM JTOKYMEHTOM. I[Ipum yTBEpKIEHHM TOKyMEHTa
JOJDKHOCTHBIM JIUIIOM TPpU( YTBEPXKICHUS TOKYMEHTa JOJIKEH COCTOATHh U3 CJIOBA
YTBEPXJIAIO (6e3 kaBbIuek), HAUMEHOBAHUS JOJDKHOCTHU JIMIIA, YTBEPKIAIOIIETO
JIOKYMEHT, €r0 OAMUCH, MHUIIUAJIOB, (DaMUJIUU U JaThl YTBEPKICHHUS.
Hanpumep:
YTBEPXJIAIO
TEHEPAJIBHBIN JUPEKTOP
3aKPBITOTO aKIIMOHEPHOTO
oOmecTBa «Desi»
N.B. Ceprees
(JI4HAsI TOMTHKCH)
Jlata
[Ipn yTBEp>KIEHUM NOKYMEHTAa HECKOJBKUMH JOJLKHOCTHBIMU JIMIIAMU HX
NOJIMKCH PACIOIararoT Ha OJTHOM YPOBHE.
[Ipu yTBEepk)IEHUU IOKYMEHTA MOCTAHOBJIEHUEM, PEIICHUEM, PACTIOPSHKEHUEM,
IpUKa3o0M, MPOTOKoJoM Tpud yTBepxkaeHus coctout u3 cinoa Y TBEPXJIEH
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(YTBEPXIEHA, VYTBEPXJIEHbI wumu VYTBEPXJEHO), HaumeHOoBaHMS
YTBEPKIAOIIET0 JOKYMEHTA B TBOPUTEIIBHOM MA/IeKE, €r0 AaThl U HOMEpA.
Hampumep:
YTBEPXIEHO
pelieHneM o0IIero coopaHus
AKI[MOHEPOB TUIICOBOTO
3aBoJa
ot 14.01.2006 Ne 11
W
YTBEPXJIEHO
pacnopsKeHUEM
AnMUHHCTpauuu
PocToBckoit o0nactu
ot 00.00.0000 Ne 00

['pud yTBepkIeHUs TOKYMEHTa pacloyiaraloT B IPAaBOM BEPXHEM YTy
JIOKYMEHTA.

4.2.18. TekcT TOKyMEHTa COCTABJISETCS HA PYCCKOM SI3BIKE.

TexkcTbl TOKYMEHTOB O(POPMIISIOTCS B BUJE TAOJIHUIbI, COOCTBEHHO TEKCTa WJIU
B BUJIE COCIMHEHUS 3TUX CTPYKTYP.

['padbl 1 cTpoku TAGNMIIBI TOJDKHBI UMETh 3arOJIOBKH, BBIPAKEHHBIE UMEHEM
CYILIECTBUTEIIbHBIM B MMEHUTEIIBHOM Tajieke. B KOHIle 3arosioBKOB Tpad 3HAKU
MpENMHAaHUS HE CTaBATCS. B 3arojoBkax CTPOK 3HAKW MPENUHAHUS CTaBSITCS TOJBKO
BHYTpH npenoxeHus. [lonzaronoBku rpad v CTPOK IOJKHBI OBITh COTJIACOBAHBI C
3arosioBkamu. [lon3aronoBku rpad v CTpOK MUILYTCS CO CTPOYHOM OYKBBI.

B tabmune nociae cnos «Mtoroy, «Bcero» nBoeToure He CTaBUTCS.

[{udpoBbie BeNMYMHBI, €CIU €CTh JPOOHBIE YHCIa, MPU TEPEUUCTICHUU
paszenstorcs Toukoi ¢ 3amsartoi (1,2; 5,1; 6,3).

Ecnu tabnuia medaraercs OoJjiee 4yeM Ha OAHOW CTpaHHIlE, rpadbl TaOIHUIIbI
JOJDKHBI OBITH TIPOHYMEpOBaHbl. Ha criemyronux cTpaHWIax NEYaTaroTCs TOJBKO
HOMeEpa rpad.

B tekcrax ciykeOHBIX JOKYMEHTOB, UCXOSIICH TOKYMEHTAIIUN JOITYCKAIOTCS
COKpalIEHUs OTAEJIbHBIX CJIOB, HANMEHOBAHUI MOKAa3aTeleil, BpEMEHHBIX U APYTUX
napameTpoB (HampuMep: Thics4a pyosiel — Thic. pyOseit (mpu mudpax).

He nomyckaercsi HeperjaMEHTHUPOBAHHBIX COKpaileHuil (Hampumep: «PDy,
BMecTO - «Poccuiickas denepanusy).

3nak npoueHta (%) nuiiercs CIUTHO ¢ UUGPOBBIM MOKazaTeneM. Eciu oH
MPUXOAUTCS Ha KOHEI[ MPEII0KEHUS, BMECTO 3HaKa % MUIIETCS CIOBO IIPOLEHT» B
COOTBETCTBYIOILIEM IAJIEXKE.

TekcT, Kak NMpaBUIIO, COCTOMT M3 JABYX 4dacTel. B mepBoi 4acTu yKas3bIBarOT
MPUYMHBI, OCHOBAHHSI, 1I€JI COCTABJIEHUS JOKYMEHTA, BO BTOPOM (3aKJIFOUYUTEIHLHOMN)
— PEIIeHHUs, BBIBOBI, TPOCHOBI, MPEIOKEHUS, PEKOMEH TAITHH.

TekcT MOXKEeT colepKaTh OJHY 3aKIIOYUTENbHYIO 4acTh (Hampumep, MuchbMma,
3asiBICHUS — TMPOChOy O3 TOSICHEHWS; CIPABKH, JOKIAJHBIE 3alUCKA — OIICHKY
¢dakToB, BBIBOIBI). B TekcTe MOKyMEHTa, TMOJATOTOBICHHOTO Ha OCHOBAaHUU
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JOKYMEHTOB APYTUX OpraHU3alfil WK paHee U3IaHHbIX TOKYMEHTOB, YKa3bIBAIOT UX
PEKBU3UTHI: HAUMEHOBAHHE JIOKYMEHTa; HAaWMEHOBAaHWE OpraHu3alluy — aBTopa
JIOKYMEHTAa; J1aTy JOKYMEHTa; PErucTpallMOHHBIM HOMEpP JOKYMEHTA; 3aroJioBOK K
TeKCTy. B Tekcre JOMycTHMO  yKa3blBaThb COKpAllCHHbIE  HAMMEHOBAHUS
OpraHu3aluii, ONpeIeJICHHbIE B IOKYMEHTAaX, PErYJIUPYIOIUX UX JIEATeTbHOCTb.

Ecnu TekCT COAEep)KUT HECKOJBKO PEUICHWH, BBIBOAOB U T.J., TO €ro CileayeT
pa3duBaTh Ha pa3iebl, TOAPa3Aeybl, IyHKThI, KOTOPbIE HyMEPYIOT apaOCKUMHU IIU(ppamMH.

B opraHu3aiMmoHHO-pacnopsSaUTENbHBIX JOKYMEHTAX, a TAKXKe JTOKYMEHTax,
aJIpECOBAHHBIX PYKOBOJACTBY, H3JIOKEHUE TEKCTa JIOJDKHO MATH OT MEPBOrO JIALA
€MHCTBEHHOTI'0 YHCIIA («IIPEAJIararoy, «IPOILY»).

B oprannzanroHHO-pacoOpsIAUTENbHBIX TOKYMEHTAaX KOJUIETHAJbHBIX OPTaHOB
TEKCT W3JaraloT OT TPEThEro JIMIA EJIMHCTBEHHOIO 4YHCla («IIOCTAHOBIISETY,
el ).

B CcOBMECTHBIX OpraHM3alMOHHO-PACHOPSAIUTENBHBIX JOKYMEHTaX TEKCT
U3JIararoT OT MEPBOTO JIMIA MHOXKECTBEHHOTO YK CIIA («PEILUI).

TekcT NpOTOKOJIAa HW3JIararoT OT TPETBETO JIMLA MHOXECTBEHHOIO 4YHCIIA
(«cimymanuy, «BBICTYIHIINY, KIIOCTAHOBHIINY).

B nokymeHTax, ycTaHaBIMBAIOLIMX IpaBa U OO0SI3aHHOCTU CTPYKTYPHBIX
nojpaszaeneHuii  KonrponpHo-cueTHOM mnanatel PocToBckod oOjacTH, a Takke
COJEpIKaIMX ONMCAHME, OLEHKY ()aKTOB WJIM BBIBOJABI (AKT, CIIpaBKa), UCHOJIb3YIOT
bopMy H3II0KEHUSI TEKCTA OT TPETHETO JIMIA €AMHCTBEHHOTO WJIM MHO>KECTBEHHOIO
yucna («OTHen OCYyHIeCTBISET (YHKUUW», «B COCTAaB OOBEIMHEHHS] BXOIATY,
«KOMMCCHS YCTAaHOBUIIAY).

B nucpmax ucnonb3yroT cienyromue (GopMbl U3JI0KEHUS:

OT TMEpBOr0 JIMIA MHOXECTBEHHOTO 4YHucia («IPOCHM  HAMpPaBUTHY,
«HAMpPAaBJIIEM HA PACCMOTPEHHE) );

OT MEPBOTo JIMIA €IUHCTBEHHOIO YHCia («CUUTAI0 HEOOXOAMMBIMY, «IIPOIIY
BBIJIETIUTHY), €CIIU MUCbMO oopmiiseTcs Ha OJaHKe JOKHOCTHOTO JINLIA;

OT TPETHEro JMUA EAUHCTBEHHOTO 4YHUCIAa («MUHUCTEPCTBO HE BO3paxkacTy,
«AJIMUHUCTpALUS CYUTAET BO3MOKHBIMY).

4.2.22. CBeieHsl O HAJIWYUW TPUIOKECHHM B TPHUKa3aX, pPACIOPSKCHUSX,
pelIeHUsAX YKa3bIBalOTCs B TeKcTe. [Ipy HanMuMu HECKONBbKUX MPHJIOKEHUN Ha HUX
IPOCTABJISIIOTCS MOPAIKOBbIe HoMepa. [lepen nndpoBeiMU 0003HAUYEHUSIMU CTaBUTCS
3HaK «Noy.

Hanpumep:

[Tpunoxenue Ne 1

K MOCTAHOBJICHUIO

AJIMUHHUCTpaLUH
PocToBckoit obnactu
ot 00.00.0000 Ne 00

Ecnu noxkyMeHT (IMChbMO, NMpUKa3) UMEET NPHIIOKEHHS, HE HAa3BaHHBIE B
TEKCTe, TO MX HAMMEHOBaHUSI HEOOXOAMMO MEPEUYUCINTh MOCIe TEKCTa C YKa3aHHEM
KOJIMYECTBA JINCTOB U KOJIMYECTBA 3K3EMIUIIPOB KaXKA0TO MPUIIOKEHHUS.

Hamnpumep:
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[Tpunoxenus: 1. CripaBka 0 MOATOTOBKE IMIKOJ K y4eOHOMY ToTy Ha 8 J1. B 2 9K3.
2. Cnucok mKoJ Ha 3 J1. B 2 9K3.

Ecnu nokyMeHT wuMeeT NpWIOKeHHE, IMOJHOE HAaUMEHOBAaHUE KOTOPOIo
BOCITPOU3BOJIUTCS B TEKCTE, TO OTMETKA O HAJIWYUU TMPUIIOKEHUS OPOopMIIIeTCs
CJIeIyIOITUM 00pa3oM:

[Tpunioxenue: Ha 5 1. B 2 3K3.

Ecniu K JOKyMEeHTY mpuiaraioT JApyrod JOKYMEHT, Takke HWMEIOIIUN
MPWIOKEHUE, OTMETKY O HATMYUHU TIPHIIOKESHUS OPOPMIISIOT CISAYIOMNUM 00pa3oM:

[TpunoxeHue: 3aKOYCHHE TIOCTOSSHHOM KOMHUCCHHM TIO 3APaBOOXPAHCHHIO

ot 25.04.2001 Ne 15 u npunoxenus K HeMy, Bcero Ha 21 1. B 2 3k3.

Ecnu nmpumnoxeHust cOpoIopoBaHbl, TO KOJIHYECTBO JUCTOB HE YKa3bIBACTCSI.

Ecnu npunoskenre HampaBiIsIFOT HE BO BCE YKa3aHHBIC B IOKYMEHTE ajipeca, TO
OTMETKY O €ro HaJInuuu 0OPMIISIOT CIIETYIOIIUM 00Pa30M:

[Tpunoxxenue: Ha 3 J1. B 5 9K3. B IEPBBIM aapec.

4.2.19. Iloanucanue ciy>keOHBIX MUCEM U JIpyroil KoppecnonaeHuu B [lanare
OCYIIECTBIISICTCS JIMIIAMH, HA TO YITOJTHOMOYEHHBIMH.

B cocraB pexBusura "[logmuce" BXOHIAT: JHMYHAs TOJMINHUCH, pacmu@poBKa
noanucu (MHUIMAIbBI, (amuiusg). [nas moamucaHust SIEKTPOHHBIX JOKYMEHTOB
UCIIOJIb3YETCs DNIEKTPOHHAs oanuch (fnanee - J11).

Bce ox3emmisipel  IOKYMEHTOB, OCTalolIuMecs B JieflaX CTPYKTYPHBIX
noapasneneHui Ilamatel, B TOM 4YWCIE W TNPUIIOKEHUS, ITOJDKHBI COACPKATh
TIO/JTMHHBIE TTOITUCH JOHKHOCTHBIX JIUIT M BU3BI corjlacoBanus uiau OI1.

Hanpumep:
N cnonHUTENbHBIN AUPEKTOP
00O «AxButan» JInynas noanuce H.N. Kupees
WJIN:
HcnonHuTENbHBIN AUPEKTOP JInunas nmoanuce H.N. Kupees

[Ipu odopmnenun AoKymMeHTa Ha OJIaHKE JIOJKHOCTHOTO JIMIA JTOJKHOCTH
ATOTO JMIA B MOJIUCH HE YKa3bIBAIOT.

CnoBo «IIpencenarens KoHTpoabHO-cUeTHOM manaTel PocToBCcKOM oOacTmy»
pacrmoyiaraloTcsi B TPH CTPOKH C OTcTymoM 1,25 — 1,27 cM OT 51eBOW TpaHUIIBI
TEKCTOBOTO TOJIS:

IIpencenarens

KoHTpoJIbHO-CUETHOM MaJIaTh

PoctoBckoi obmactu JInyHas moanuch WHULUABI, (DaMUITHUS

HaumenoBanusi Apyrux MOKHOCTEH pacrmoJiararoTcs Mo JeBOMYy Kpawo 0e3
OTCTYyIIA.

[Ipy noanucaHuM JOOKYMEHTa HECKOJbKMMH JOJDKHOCTHBIMHM JIMLIAMH HX
MOAIHUCH PACIIONIAraroT OJHY IO APYrOoM B MOCIEI0BATEILHOCTH, COOTBETCTBYIOIIEN
3aHUMAaEMBIM JIOKHOCTSIM.

Hanpumep:
['eHepasibHBIN AUPEKTOP JInunas nmoanuch A.B. TkaueHko
['maBHBIN OyxTranTep JIndnas noanucey N.I1. BacunbseB
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[Ipn noanucaHuy TOKYMEHTA HECKOJIBKUMH JIMAMHU PABHBIX JTOJDKHOCTEU HX
TIOJIMTMCH PaCIIOJIaratoT Ha OJTHOM YPOBHE.

Hampumep:
3aMeCTHUTEIIb 3aMeCcTUTEIIb
MuHuncTpa rocTunnn Munuctpa (puHaHCOB
Poccniickon @enepanun Poccuniickon @enepanun
JInunasg nmoanucek M.I1. BacunbeB JInunas noanucek I'.3. ['pummk

[Tpu moamucaHUU COBMECTHOTO JOKYMEHTA IEPBBIN JUCT O(QOPMIISIOT HE Ha
OJaHKe.

B mokyMeHTax, COCTaBJICHHBIX KOMHUCCHEH, YKa3bIBAIOT HE JTOJDKHOCTH JIHII,
MOANUCHIBAIOIINX JIOKYMEHT, a X 0053aHHOCTH B COCTaBE KOMHUCCHUH B COOTBETCTBUH
C pacmpeieICHUEM.

Hanpumep:

[Ipencenarens KOMUCCUU JInynas noanuck H.N. CBucrynos

YeHpl KOMHUCCHUH: JInyHas moanuce K.I1. ®enopun
JInuHas noAanuch N.I'. Bacunenko
JIndnas noanuce I'"U. ®ponos

JIokyMeHT  MOXeT  ObITh  MOANUCAH  MCHOJHSIOMKM  OOSA3aHHOCTH
JOJDKHOCTHOTO JIMIA C YKa3aHWEM ero (pakTudeckod NOKHOCTH U (amuiuu. [Ipu
ATOM HE JIOMYCKAETCs CTaBUTh MPEMJIOT «3a», HAMUCh OT PYKU «3am.» WM KOCYIO
4epTy nepel HAMMEHOBAaHUEM JOJDKHOCTH.

4.2.20. I'pucd cormacoBanus gokymenta coctout u3 cioBa COI'JIACOBAHO,
JOJDKHOCTH JIMIA, C KOTOPBIM COIJIACOBBIBAETCS JOKYMEHT (BKJIIOYasi HAUMEHOBAHHE
OpraHu3allyu), JJUYHOU MOAMKUCH, PacIIu(PPOBKU MOANUCH (MHULIMAJIOB, paMUINK) U
JIaThl COTJIACOBAHMSI.

Hanpumep:

COI''TACOBAHO

Pextop ®unHaHCcOBOM akageMuu
nipu [IpaBurenbcTBe

Poccurickon ®enepanuu

JInanasa mognucek U.C. HoBukoBa
Jlata

Ecnu cornmacoBaHue OCYHIECTBISIOT MUCBMOM, MPOTOKOJIOM W Jp., Tpud

corjlacoBanusi 0ohOpMIISIIOT IO caeAyroIiel hopme:
COI''TACOBAHO
[Iporokoun 3acenanus [Ipasnenus
crpaxoBou komnanuu «IIporpecc»
oT 26.06.2006 Ne 12

['pud cormacoBanusi pacronarailoT HU)KE€ PEKBU3UTA «IIOJIMUCH» WU Ha
OTHIEJIbHOM JIUCTE COrjacoBaHus. JIMCT cOrjlacoBaHusi COCTAaBIIAETCS B ClIydasx,
KOrJa COAEpKaHUE JTOKYMEHTA 3aTPAaruBacT MHTEPECHl HECKOJBKUX OpraHU3alui, o
4yeM JIeJIaeTCsl OTMETKA Ha MecTe Tprda coriiacoBaHusl.
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Hampumep:
Jluct cormacoBaHus mpUIaracTcs
HavanpHuk ropuandeckoro oraena
JInunas noanucek B.M. Camoiinos
JlaTta

Jluct cornacoBanusi opopmIIsieTcst o cleAyrolei gopme:

JINCT COI''TACOBAHUA
K IOJIO)KEHUIO O CUCTEME BEJCHUS
KJ1accu(ukaTopa ynpaBieHUECKOW TOKyMEHTAIlUU

COI'JTACOBAHO COI'JTACOBAHO
3aMecTUTEIIb 3aMecTHuTeIh
npeacenarens PoctpancHanzopa npeacenatens Pocxenaopa
JInunas nognuces K.A. KopoTkos JImunas moxgnuces U.C. beiosa
Hara Hara

4.2.21. CornacoBanue JOKyMEHTa O(OPMISIOT BH30#, KOTOpas BKIIIOYAET
mnuHyto noamuch (wim IlI1), pacumdpoBKy nmoanucu (MHUIMATBI, paMUINs) U JIaTy.
[Ipy HEOOXOOUMOCTH  YKa3bIBAa€TCS HAUMEHOBAaHWE JIOJDKHOCTHOTO — JIUIIA,
BU3HPYIOIIETO JOKYMEHT.

Hanpumep:

HavanbHUK 10pUIM4ecKOro oTesa

JInunas noanuck C.A. CypkoB

JlaTa

Jnst  AOKyMeHTa, TOJJIMHHUK KOTOporo octaercss B [lamare, Bu3bI
MIPOCTABIIAIOTCS B HUKHEH YaCcTH MOCJIEIHETO JIMCTA MIPOEKTa IOKYMEHTA.

JlomyckaeTcsi IOJMCTHOE BUBUPOBAHUE JOKYMEHTA U €T0 MPUII0KEHUH.

['pynmbl JOKYMEHTOB, co3/laBaeMble W oOpalaThiBaeMble B cucTeme «/lemo»
(ucxopsmpe W BXONANIME JOKYMEHTHI [lamatel, ciy)keOHBIE 3alMCKH, MPOTOKOJIBI
KOJUICTHH, TPOTOKOJBI COBCIIAHWH, PpACMOPSDKCHHWST W TPHUKA3bl, OOpaIieHus
rpaxxaaH) Busznupytorcs B cucreMe «Jlemno» B PKII/] ¢ npumenenuem OI1.

[Tpu Hanuuuu 3ameyaHuid, 0OCOOBIX MHEHUM, JOTIOJTHEHUM K TPOCKTY JOKYMEHTA
BU3Y OPOPMIISIFOT CIEIYIOUTUM 00pa3oM:

3amMeuaHus PUJIararTCs
HavanpHUK rOpuanuecKoro oraena
JImynasa nogmuce  C.A. CypkoB
Jlara

3ameuanusa npukpersitorcss K PKIIJ] gokymeHTa M MOJINUCHIBAIOTCS  C
npuMenenuem Ol 1.

B cnydae nHeob6xomumoctu odopMieHHS 3aMeuaHuil Ha OyMa)kHOM HOCHTENe
OHHU M3J1araloTcsi Ha OTJEIBHOM JIUCTE, MOJMUCHIBAIOTCS, MPUIAraloTcsa K J0KyMEHTY
U TIepeAat0TCs UCTIOTHUTEIIIO.

4.2.22. llpu 3aBepeHUN COOTBETCTBUS KONUHM JOKYMEHTA MOJUIMHHHUKY HHXKE
pexBuzuta «lloamuce» MPOCTAaBIAIOT OTMETKY O 3aBEpEHUM JOKYMEHTAa,
BKJTFOYAFOIIYIO B CEOS:
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3aBEPUTEILHYIO HAAMUCK: «BepHOoy;

HaUMEHOBaHHE JODKHOCTH JIUIA, 3aBEPUBIIETO KOTIHIO;
JMYHYIO TIOJIITUCH;

pac@poBKy NOAMUCH (MHUILIUAIIBI, (haMUIIHS);

JaTy 3aBepeHUsI.

Hampumep:
Bepno.
NHcnektop otnena Kaapos JInynas noanuch FO.M. Ilerpenko
JlaTa

4.2.23. OtmMeTka 00 HCTOTHUTENE BKIIOYACT B Ce0s MHUIHMAIBI, (HaMUIUIO
VCITOJIHUTENS JOKyMEHTAa U HOMEp €ro TenedoHa, KOTOpPbIE pacloiaraiT Ha JIMLIEBOU
WK 000POTHOW CTOPOHE MOCJIETHETO JINCTA IOKYMEHTA B JIEBOM HUYKHEM YTIIy.

Hanpumep:

N.B. Iletpos

249 54 67

4.2.24 Yka3aHus 10 UCTIOJHEHUIO TOKyMeHTa oopmisitores B cucteme "Jleno".

VYKkazaHusi MO HUCIOJTHEHUIO JOKyMEHTa (PEe30JIIoIus) BKIIOYAIOT: (amumiumy,
WHUIIMATBl UCTIOJHUTENCH, coaepKaHue MOopydeHus (MpU HEOOXOIUMOCTH), CPOK
WCITOJTHCHHUSI M JIATY.

Hanpuwmep:

Mopo3zosy H.B.,
denoceesoit H.A.

[Ipoiry noAroTOBUTH MPOEKT
noroBopa k 01.12.2011

ITognuce Jlara

B crnydae ecnm B ykazaHHMAX MO HCIOJIHEHHUIO JOKYMEHTa TOPYYEHHE JTaHO
HECKOJIbKMM JIOJDKHOCTHBIM JIMI[aM, OCHOBHBIM HWCIIOJHUTENIEM SIBIISICTCS JIMIIO,
yKa3aHHOE B MOPYUYEHWU TIEPBBIM, €CJIM HE OTOBOPEHO MHOEe. EMy mpemocTaBisercs
MIPABO CO3BIBA COMCTIOIHHUTENEH 1 KOOPIUHAIIMHN UX PaOOTHI.

VYkazanus o ucnoyiHeHuto JokyMeHTa opopmisitores B PK B cucreme "leno".

4.2.25. OTmMeTKa 0 KOHTpOJIE 3a HUCIIOJIHEHHWEM JOKyMeHTa obo3HauaetTcs B PK
oyksoit "K".

4.2.26. OtmeTrka 00 WMCHOJHEHWU JIOKYMEHTAa WM HANpPaBJICHUH €Tr0 B JIEJO
COCTOMT U3 cJIoB "B neno", B kotopoe noMemaercss JOKyMeHT, D11 ucronHuTens wim
PYKOBOAMTENS CTPYKTYPHOTO MOAPA3ICICHUS U AATHI.

OtmeTKa 00 UCTIOTHEHUH MOXKET JOMOJIHATHCA HHPOpMaIei 00 0COOEHHOCTAX
UCIIOJTHEHMSI IOKYMEHTA.
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4.2.27. OT™MeTKa 0 TOCTYIUICHUH JOoKyMeHTa B [lanaty comepuT mopsIKOBBIN
HOMEp U AaTy MOCTYIUICHHUS IOKYMEHTa (IpH HEOOXOAUMOCTH — Yachl U MUHYTHI).

JlonyckaeTrcsi OTMETKY O IMOCTYIUIEHMHM [JOKYMEHTa MPOCTaBIAThH B BHJEC
nITamina.

4.2.28. Ilpu odopmieHnn JOKyMEHTa Ha JABYX U 0oJiee CTpaHMIlAX BTOpas U
MOCJICYIONTNE CTPAHHUIBI HYMEPYIOTCS apabckumMu nudpaMu BHU3Y CTPAHHIIBI
CIpasa.

4.3. bnaHku TOKyMEHTOB.

[IpaBuna opopmMieHUs] peKBU3UTOB Ha OJIaHKax

4.3.1. Ilpencenarens, 3amectutens lIpencenarens, AyIuTopbl HCHOIB3YIOT
Onmanku aiisa nuceMm (mpuiiokeHue B), HampaBisembix B 1000 aapec Poccuiickoi
denepanum.

4.3.2. JlokyMeHTBl ~HM3TOTaBIMBAaIOTCS Ha Omankax cormacHo ['OCTy
P 6.30-2003. YcranapnuBaroTcs ABa CTaHAApTHHIX ¢opMaTa OJaHKOB TOKYMEHTOB —
A4 (210 x 297 mm) u A6 (105 x 148 mm). Kakasril TucT 10KyMeHTa, 0(pOPMIICHHBIH
Kak Ha OJlaHke, Tak 1 0€3 Hero, JOJHKSH UMETh I10JIS He MEHEE:

20 MM — J1I€BOE;

10 MM — mipaBoeg;

20 MM — BEpXHee;

20 MM — HIXKHEE.

braHKM TOKYMEHTOB ClielyeT U3roTaBIuBaTh Ha Oeloil Oymare.

4.3.3. bianku JOKYMEHTOB O(QOPMIISIOT B COOTBETCTBHUH C TNPHIOKEHUEM A
k OCTy P 6.30-2003.

4.3.4. YcraHaBIMBaIOT JIBa BapuaHTa PACIIONIOKECHHUS PEKBU3UTOB Ha OJlaHKax
— YIJIOBOM Y MPOAOJIbHBIN.

4.3.5. PexBusut 01 (02 wnm 03) pacnonaratotr Haja cepeauHoit pexkusurta 08.
PexBu3ut 03 nomyckaeTcst pacnonarath Ha ypoBHe pekBusuTa 08.

PexBusutsl 08, 09, 10, 14, orpaHM4YUTEIBbHBIE OTMETKH JJ1s1 peKBU3UTOB 11, 12,
13 B mpenmenax rpaHuUIl 30H PACIOJIOKEHHUS PEKBU3UTOB PA3MENIAIOT OJHUM H3
CIOCO0OB:

IEHTPUPOBAHHBIM (HAyajgo, M KOHEI[ KaXIOW CTPOKH PEKBU3UTOB PABHO
yAaJICHBI OT TPAHUI] 30HBI PACIIOJIOKEHUSI PEKBU3UTOB);

(b1aHTOBBIM (KaXK/1asi CTPOKA PEKBU3UTOB HAYMHAETCS OT JICBOUM TPaHUIIBI 30HBI
PACIIOJIOKEHUSI PEKBU3UTOB).

4.3.6. B [Tanare npuMeHstOTCS ClaeAyroIue repOoBbie OJaHKU:

«IIpencenarenr KoHTposbHO-cueTHOM manatel PocToBCckoM — oOsacTuy
(mpunosxenue I);

«3amectutens npencenarens KoHTponbHO-cueTHOM manatel PocTtoBckoi
obmactuy (npunoxerue 1);

«KonTponpHO-cueTHas najgaTa POCTOBCKOM 00acTi» — yIiIOBO# (MPUIIOKEHHE
B), npononbHbIi (prtoxenne E);

«KoHTpOJIBHO-CUETHAA rajara Pocrosckon obnactu Aynurop»
(npunoxenue XK);

18



«KonTponpHO-cueTHass manata PocToBckoil oOmactu mpukaszy» (MPUIOKEHUE
3);

«KonTponbHO-cueTHass manata PocToBckod  o0iacTu  pacmnopsbKeHHE»
(mpunoxenne N);

«KonTponbHO-cueTHas nayata PocTOBCKO# 001acTH yI0CTOBEPEHHE HA MPABO
npoBeieHus poBepkn» (npuioxenue K).

5. OcobGeHnHoCTH PabOTHI C AJEKTPOHHBIMU JOKYMEHTAMHU

5.1. DnexTpoHHBIE JOKYMEHTHI CO3Jar0Tcs, 00pabaThIBAIOTCS M XPAHATCA B
cucteme "Jlemo".

B cucreme "Jleno" co3nmaroTcs  clenyrolMe TIPYIIBl  AJIEKTPOHHBIX
JIOKYMEHTOB:

Bxosamme 1okyMeHTsl KCII PO;

ucxoasamue fokyMmeHTsl KCII PO;

oOpamenus rpaxaan B KCII PO;

ciyxeonsie 3amucku KCII PO;

npukasbl 1o oommm Bornpocam KCII PO;

npukasbl o JnuHbIM BoripocaM KCII PO;

pacnopsixenust KCII PO;

npotokouibl kojuieruu KCII PO;

npotokoibl coBemannii KCII PO.

Jokxymentoobopor B Ilamatre ocyiiecTBisieTcss B 3JEKTPOHHOM BHUJIE MO
cucreme "Ileno". Ilepenaya MOKYMEHTOB MO WHBIM KaHajdaM CBSI3W U (WIM) Ha
OyMa)KHOM HOCHTEJIE€ HE JIOMYCKAeTCs B OpPraHM3allMH, MOAKIIOYEHHBIE K CHUCTEME
«/eno», 3a wuckIoueHHWEM ciayyaeB, Korjaa (denepanbHbIMU WM  OOJACTHBIMU
3aKOHAMHU JIMOO TPUHUMAEMBIMU B COOTBETCTBUM C HUMHU HOPMaTHUBHBIMU
IPABOBBIMU aKTaMH YCTAaHOBJIEHO TpeOOBaHHE O HEOOXOJMMOCTH COCTaBJICHUS
JIOKYMEHTa UCKIIOYUTEIHHO Ha OyMa)KHOM HOCHUTEJIE.

OOMeH 2JIEeKTPOHHBIMH JIOKYMEHTAMH C OPTaHMU3aAIUsSIMU, HE SIBISIOMUMUCS
y4aCTHUKaMU MEXXBEJOMCTBEHHOTO AIIEKTPOHHOIO JOKYMEHTO000pOTa,
U TPAKJIaHAMU MOKET OCYIIECTBIISITHCA C UCTOJIBb30BAHUEM SJIEKTPOHHOU MOYTHI.

JIoKyMeHThI, mocTynaroue or opranuzanuii B Ilamatry Ha OymakHom
HOCUTENE, BKJIIOYaKOTCS B cuctemy "Jlemo" mociie CKaHUpPOBaHWUS W CO3JAHUS
AIIEKTPOHHBIX 00Pa30B IOKYMEHTOB.

5.2. TloaTBep>IeHWE COOTBETCTBHUS PACICUATAHHOW KOIMUM HSJICKTPOHHOTO
JIOKYMEHTA TMOJATBEpKAAeTCs mramioM "[loanucaHo 3JI€KTPOHHOW MOJANUCHI0" U
BU301 pabOTHHKA, CO3/IABIIETO KOMHIO AIEKTPOHHOIO JOKYMEHTA.

5.3. Cocrapnenue, 0o(OpMIIEHHE M COTJACOBAHUE MPOEKTOB 3JIEKTPOHHBIX
JIOKYMEHTOB ~ OCYIIECTBIISIIOTCS MO  OOIIMM  TpaBWiIaM  JEJONPOU3BOACTBA,
YCTaHOBJICHHBIM B OTHOIIICHWU aHAJOTUYHBIX JOKYMEHTOB Ha OyMa)KHOM HOCHUTEJE.
ONEKTPOHHBIA JTOKYMEHT JIOJUKEH HWMETh PEKBHU3UTHI, YCTAHOBJIEHHBIE JIf
aHAJIOTUYHOTO JOKyMEHTa Ha OyMa)KHOM HOCHTENE, 33 HCKIIOYEHHEM OTTHUCKa
neyaTH.

5.4. Jlna noaTBepxKACHUS MOAJIMHHOCTU 3JIEKTPOHHBIX JOKYMEHTOB B Ilamarte
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ucnosb3yrorcs OI1.
6. OcobeHHOCTH OArOTOBKU U O()OPMIIEHUS OTJEIIBHBIX BUJIOB IOKYMEHTOB

6.1. IIprkasel U pacopsKEHUA

6.1.1. [lopsa10K MOATOTOBKM U M3JIaHUS MPaBOBBIX akTOB [lanmaTel onpeneneHsl
npuka3zom [lanaTsl.

6.2. IIpotokon

6.2.1. IIpoTokOn cocTaBise€TCd HAa OCHOBAHUM 3aIlMCEl, NMPOU3BEACHHBIX BO
BpeMsl  COBEIIaHWA (3acedaHusi), MPEICTABICHHBIX TE3UCOB JOKJIAI0B H
BBICTYIUICHU, CIPABOK, MPOEKTOB pPEIICHWH M JAp.; MaTepHalibl K 0OCYXIECHUIO
IPEACTABIAIOTCA CTPYKTYPHBIMH TMOJpa3JCICHUSIMU, Ha KOTOpBIE BO3JIOXKEHA HX
noarotoBka.  CrpaBKM  MOJNUCBHIBAIOTCA — PYKOBOJMTEISIMH  MOAPA3ACIICHUN
(MCnioJTHUTENEH ).

3anucu BO BpeMs 3acelaHusd, cOOp MaTepuasoB M MOATOTOBKAa TEKCTa
BO3JIaraloTcs Ha CEKpeTaps KOJUIETMaJbHOTO OpraHa WIH  COTPYJIHUKOB
noJipa3esieHui, TOTOBUBIIUX BOMPOCHl K 00CYKIeHUI0. TeKCT, IpOTOKOJa JOIKEH
ObITh TOJTOTOBJIEH HE MO3JHEE 4YeM uepe3 3 AHS co JHsA 3acenaHus. [IpoekTbl
COOTBETCTBYIOIIUX  IIyHKTOB  IIPOTOKOJA  BUBHPYIOTCA  IOAPA3ACICHUEM,
OTBETCTBEHHBIM 3a MOATOTOBKY.

6.2.2. IloJyINHHUKY ~ JTOKYMEHTOB IO  BOINPOCAM, PAacCCMOTPEHHBIM Ha
3aceJaHUM, HAPaBIIAIOTCA Ul MTOALUIMBKU B JEJIO B MOJAPA3JEICHUE — UCIIOIHUTENb
BMECTE C BBIITUCKOHN M3 MPOTOKOJA O MPUHATHIX PEIICHUSIX.

Ha nporokose, cogepskanieM nH(opMaIio OrpaHuYeHHOr0 paclpoCTPaHEHUS,
MPOCTaBIIAETCS MOMETKA «J1J1st ciry>ke0HOr0 MOJIb30BaAHUS».

6.2.3. TekcT mpoTokona, Kak MPaBWIIO, COCTOUT M3 JABYX UYacTeil: BBOIHOU U
OCHOBHOM.

Bo BBOJIHOI1 yacTu 0OPMIIAIOTCS CIEIYIOLUIUE PEKBU3UTHI:

npejceaaTenb Wi IpeaceaaTeIbCTBYIOMNMT;

OTBETCTBEHHBIN CEKPETApPB;

IPUCYTCTBOBAJIM — CIIUCOK MPUCYTCTBOBABIIMX WJIM OTCHUJIKA K MPUJIaraeMoMy
CHHCKY MPUCYTCTBOBABIIINX;

MOBECTKA JIHS;

JOKJIATYUKH 110 KaXJAOMY IMyHKTY IMOBECTKHU JHSL.

OcHOBHasT 4YacThb HPOTOKOJIA COCTOMT W3 pa3leiioB, COOTBETCTBYIOIIUX
MYHKTaM MOBECTKH JIHA. TEKCT KaXXJI0ro pa3jiesa CTPOUTCS MO CXEME:

CJIYHIAJIA — BBICTVYIIUJIN — ITOCTAHOBWJIA (PELLHNJIN).

OcHOBHOE coOJiep>)KaHHE JOKIJIAJ0B W BBICTYIUICHUA MOMEIIAETCS B TEKCTE
MPOTOKOJIA WK MPUJIAraeTcsa K HeMy; B MOCIIETHEM CIy4ae B TEKCTE JIEJIAeTCsl CHOCKA
«Tekct BblcTymuieHHs npuiaraercs». IloctaHoBnenue (pelieHue) B TEKCTE
NPOTOKOJA [eYaTaeTcsl MOJHOCTBhIO; TPH HEOOXOAMMOCTA NPHUBOJAATCS HWTOTHU
TOJIOCOBAHMS.

Conmepxanne 0coOOro MHEHHs, BBICKa3aHHOTO BO BpeMs OOCYXACHHUS,
3aMMCBIBAETCSI B TEKCTE IPOTOKOJA IIOCJIE€ COOTBETCTBYIOIIETO IOCTAHOBIICHUS
(petieHus).
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Jlomyckaercsi ¢opMa COCTaBiIEHHUS MPOTOKOJA, MPH KOTOPOH (DUKCUPYIOTCS
TOJIBKO MPUHATHIE TOCTAHOBIIEHUS (PEILIEHHUS ) IO COOTBETCTBYIOIIUM BOIIPOCAM.

6.2.4. [IpoToKON MOAMMUCHIBACTCS MPEACENATENbCTBYIOIMM Ha 3aceaHhH U
cekperapeM. [laToii mpoTOKoIIA SIBISETCA 1aTa 3aCEaHUs.

[IpoToKoIamM NpHCBaWBaIOTCS MOPAIKOBBIE HOMEPA B IMpeeaax KaJeHIapHOTO
rojia OTAENBHO IO KaXKJOH TPYyIIe MPOTOKOJIOB: MPOTOKOJbI 3aCEAAaHUN KOJUIETHH,
MIPOTOKOJIBI TEXHUYECKUX, HAYYHBIX M OKCIEPTHBIX COBETOB U JAp. IIpoTOKOIIBI
COBMECTHBIX 3aC€JaHUil MMEIOT COCTABHbIE HOMEpA, BKIIOYAIOUIUE MOPSIKOBBIC
HOMEPA MPOTOKOJIOB OPraHU3alnii, TPUHUMABIINX YYaCTHE B 3aCEJIaHUU.

Homepa nocraHoBiieHui (penieHuil), IpUHATHIX Ha 3acCEHaHUsX, COCTOSAT W3
HOMEpA MPOTOKOJIa, HOMEpPa pacCMaTpUBAEMOr0 BOMPOCA.

6.2.5. Kormuu peneHui npu HEO0OXOAMMOCTH pacchuIalTCA
3aMHTEPECOBAHHBIM OpraHU3alysM M JIOJDKHOCTHBIM JIMAM B COOTBETCTBUU
C YKa3aTeJeM pACCBUIKM; YKa3aTellb COCTABJSET W IOANUCHIBAET OTBETCTBEHHBIN
VCITOJIHUTEIIb NTOIPA3/I€JIEHUs, TOTOBUBIIMI PACCMOTPEHUE BOIIPOCA.

[IpuHATEIE penIeHUs JOBOIATCS JO UCIIOTHUTEIIEH.

6.2.6. [IpoToKoBI TIEUATAIOTCS HA CTaHIApTHOM JucTe Oymaru dopmarta A4,
UMEIOT CIIEAYIOIINE PEKBU3UTHIL:

HanMeHoBaHue NokyMeHTa — cioBo [TPOTOKOJI nmewartaeTcs nmponucHbIMU
OyKBaMU MOJIY>KUPHBIM IIPUPTOM U BHIPABHUBAETCS T10 IIEHTPY TEKCTOBOTO TOJIS;

JlaTa ¥ HOMEP MPOTOKOJIA — MEYATAIOTCS Yepe3 JIBa MEKCTPOUYHBIX MHTEpBaiIa
HWKE Mpeapiaymero peksusuta. Jlata odopmusiercss 1UGPOBBIM WU CIIOBECHO-
U(PPOBBIM CIIOCOOOM;

MECTO MPOBEACHUS 3aCeaHusl, COBEIaHUs — YyKa3bIBaeTcs NMpHu 0(OpMIICHUU
MPOTOKOJIOB COBELIAHUS B TOM CIIy4ae, €CJId OHO MPOMCXOAWIO HE Ha OOBIYHOM
MECTe; IeYaTaeTcs 4Yepe3 JBa MEXCTPOUHBIX HWHTEpBaia MOCIE MPEAbIIYILIEro
PEKBU3UTA IO LIEHTPY TEKCTOBOT'O MOJIS;

B moBecTke IHS Kaxblii BOMPOC Hymepyercs apaOckod mudpoi u ero
HaMMEHOBaHUE HaunHaeTcs ¢ penyora «O» («O0»). Jlanee B ckoOKax yKa3bIBalOTCS
dbaMuIuM U WHUIKAIBl  JIOJDKHOCTHBIX JIMII, BBICTYNABIIMX HAa 3acelaHuu
(coBenanum) Mo 3TOMY BOIIPOCY.

OcHOBHasi YacTh MNPOTOKOJIA ME€YaTaeTcs Yepe3 IMOJTOPAa MEKCTPOUYHBIX
WHTEpBaJa.

3aTeM yKa3bIBaeTCAd IMPHUHATOE 10 OOCYKJaeMOMYy BOMNPOCY peLIEHUE
(mocranoBneHue). PelieHns 1Mo HECKOJIBKUM BOMPOCAM MOAPA3ACIAIOTCS Ha MMyHKThI
U TOANMYHKTBI, HyMmepyemble apaOckumu 1dpamu. I[locraHoBistomas dYacTb
peleHuii, Kak U pacropsauTeIbHbIE JOKYMEHTBI, JOJIKHA OBbITh KOHKPETHON H
coJiep>KaTh COCTaBHbIE YACTH: KOMY, YTO CI€laTh U K KAKOMY CPOKY.

6.3. IIpoTokonsl MPOXOAAT MPOUEAYpPY coryiacoBaHus B cucreme "Jlemo" c
npuMenenuem Ol 1.

PKIIJ[ nmporokoma HampaBiaseTcs Ha  BHU3UPOBAHUE  OTBETCTBEHHOMY
CEeKpeTapro, ayauTopaM, Ipud HEOOXOIUMOCTH PYKOBOJIUTEISM CTPYKTYPHBIX
No/Ipa3/ieJIeHuH, 3aMecTUTENO npeacenarens [lanarsr.

[locne cormacoBanusi PKIIJ] coBMecTHO C MpOTOKOIOM Ha OyMa)KHOM

21



HOCUTENIE  MOJNHCHIBAETCA  mpeaceAareneM  (MpeceNaTeNbCTBYIOMM) U
OTBETCTBEHHBIM cekpeTapeM. [loanucu oTaensercs oT TEKCTa TPEMsI MEXCTPOUYHBIMU
WHTEpPBAJIAMHM, W BKJIIOYAIOT HAMMEHOBAaHHS JOJDKHOCTEW, JIMYHBIEC MOJIIUCH, UX
pacuigpoBKy (MHMIMAIBI W Qamuius). [lognUch OTBETCTBEHHOTO CEKpeTaps
pacroJiaraeTcst o1 MOAMKUCHIO TIpeacenaress (MpeaceaaTeIbCTBYIOIIETO).

[Tonnucanublii npoTtokos U ero PKIIJl peructpupyercs OTBETCTBEHHBIM
COTpYIHUKOM B cucteMe "Jleno".

6.4. CnyxeOHbIe TUChMa

6.4.1. Cpoku TOATOTOBKH OTBETHBIX TMHCEM YCTAaHABIMBAIOTCS PE3OJTFOITUEH
PYKOBOJUTENSI HAa OCHOBAaHUM HUMEIOIIMXCA CPOKOB MCIIOJIHEHUSI TOPYUYEHUI,
3alpOCOB WJIM MO PEUICHHUIO aBTOpa PE3OJIONMHM, a MO XKajobaM U oOpalieHusM
rpaxkaad — JeUCTBYIOIIUM 3aKOHOATEILCTBOM.

TekcThl ~ OTBETHBIX  NUCEM  JIOJDKHBI ~ COOTBETCTBOBATh  3aJIaHUSIM,
3a()UKCUPOBAHHBIM B PE30JIIOIIMK PYKOBOAUTEIIS.

6.4.2. CnyxxeOHble MUCHbMa MEPEJAIOTCS B BUJIE DJIEKTPOHHOTO JOKYMEHTa C
HCI0JIb30BaHuEeM cucTemsl "Jleno".

6.4.3. TekcT muChbMa H3JIAraeTcs OT TPEThEro JIMIA €IWHCTBEHHOIO YHCIIA,
HarpuMmep: «AnmuHucTpanus [Iponetapckoro paiioHa CYUTAET...».

Ecnmu mucemo odopmieHo Ha OnaHKe JOKHOCTHOTO JIMIIA, TO €ro TEKCT
M3JIaraeTcs OT MEPBOTO JIMIA €AMHCTBEHHOTO YHUCIA: KIIPOITY...», KHAMPABJISIO...».

TekcT mucpMa, Kak MPaBWIIO, COCTOMT W3 JBYX 4acTted. B mepBoll 4vactu
u3JlaraeTcsi MNpUYMHA, OCHOBAaHME WJIM OOOCHOBAaHME COCTaBJICHUS THMCHhMA,
MPUBOJISATCS] CCHUIKM Ha JJOKYMEHTBHI, SIBJISIFOIIMECS OCHOBAaHHWEM MOATOTOBKH MHUCHhMA.
Bo BTOpoii yacTh, HauMHAKONIEHCs ¢ ab3aila, MTOMENIAIOTCS BBIBOJIbI, MPE/JI0KEHMUS,
POCHOBI, pelIeHus U T. 1.

6.4.4. JlaToli muchbMa SIBISICTCS 1aTa €ro perucrpanuu B cucteme "Jlemo".

6.4.5. CinyxeOHble TIUChMa MPOXOMIIT MPOIEAYPY COTVIACOBAHUSI B CHUCTEME
"Jleno" ¢ npumenenuem OII.

[IpoekT ciyxeOHOTO THMChbMa BHU3UPYETCS HCIOJHUTEIEM, B CiIy4ae
MOJMUCAHMS 3aMECTUTENIEM TpeJceaTelNiss K BU3€ UCIOJHUTENS T00aBisSeTCsl BU3a
pykoBoauTens CTpykrypHoro noapaszaenenus [lamatel. [locime moanucanus PKILJ]
CITyK€OHOM 3aIUCKH TOKYMEHT OTIPABIISIETCS] HA perucTpariuio mo cucteme "Jlemo" B
VIIuKO.

6.5. Tenerpamma

6.5.1. TenerpaMmbl TOAPA3ALAIOTCS HA CIACAYIONINE KATETOPUU:

CPOYHBIE;

OOBIKHOBEHHBIE.

TekcT TenerpaMmbl JOJDKEH OBITH CXKaThbIM, O€3 IMEpEeHOoca CJIOB, COI30B U
peioroB (€ciau Impu 3TOM HE MCKaXXaeTCsl €ro cojepiKaHue). 3HaKu MpernuHaHUs
cJieyeT MUcaTh TOJIBKO CIOBaMU, MOJTHOCTHIO.

6.5.2. TenerpaMMbl T€YATAIOTCA B JBYX OK3EMIUISIpax, OJWH W3 KOTOPBIX
(mocne moamucaHus) TepemaeTcs Ha Tenerpad, BTOPON IK3EMIUIp TeJIerpaMMEbl (C
BHU3aMH) OCTAETCs B JCIIE.

6.6. Tenedonorpamma
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Tenedponorpamma — 0000IIEHHOE HA3BaHHWE PA3IUYHBIX [0 COACPIKAHHIO
JIOKyMEHTOB, BBIZICIIIEMBIX B CBSI3M C OCOOBIM CIIOCOOOM TMepeaadyd TeKCTa
(mepemaetcs 1o TenedoHy U 3aITUCHIBACTCS TOJTydaTeieM).

6.7. Ilonoxenue, mpaBuia, MHCTPYKIUS

[lonoxkenusi, TmpaBWia ¢  HUHCTPYKUHUH  MOTYT MPUMEHATHCS  Kak
CaMOCTOSITETIbHBIE ~ JIOKYMEHTBI, KOTOpbIE  MOJAMHUCHIBAIOTCS  PYKOBOJMTEIIEM,
YTBEPKIAThCS B hopMe Tpruda YTBEPKACHUS WIH PACTIOPSIIUTEITBLHBIM TOKYMEHTOM.

TekcT MonoXKeHusl, MPaBUJI, WHCTPYKIMU H3JaraeTcss OT TPEThEro JuIa
€UHCTBEHHOTO WJIM MHOXECTBEHHOTO 4YHclia. B TEKCTe HCMOb3yITCA ClO0Ba
"momken", "ciaenyer", "HeoOxoauMo", "3anpemaercs'”, "He qomycKaeTcs .

3aroJ0BOK K TEKCTY MOJIOKEHUS, IPaBUJI, MHCTPYKIIUU OTBEYAET HA BOMPOC "0
yem?".

KoHcTaTupyromieil 4acTbio MOJ0KEHUH, TPAaBWI, HHCTPYKIUN CITY>)KUT pazJiel
"OO1uue nojgoxkeHus'", B KOTOPOM YKa3bIBaIOTCS OCHOBAHUS pa3pabOTKU JOKYMEHTA,
OCHOBHOE Ha3HaueHue U cepa ero pacinpoCTpaHECHHUS.

OCHOBHOM TEKCT TOJIOKEHUSI, MPAaBWI, WHCTPYKIIMU MOKET JEIUTHCS Ha
paszznenbl (TaBbl), MyHKTBl W TOANYHKTHI. Pasnenbl (rjaaBbl) MMEIOT Ha3BaHWS,
HyMepyloTcsa apabckumu  1udpamu. Hymeparnus MOyHKTOB W MOJIYHKTOB
IIPOU3BOAMUTCS ApAOCKUMH LIU(PPAMH YEPE3 TOUKY.

6.8. Ilnan

CocTaBnsIOMMMU MyHKTAMHU TJIAHOB SIBJISIOTCS

HaMMEHOBaHUe (coziepKaHue) padOThl WK MEPOTIPUSITHS;

WCIIOJTHUTEIIb;

CPOK HUCTIOJTHEHHUS;

OTMETKa 00 MCITOJIHCHHH.

[Tnanel paboOT WM MEPONPUATHI TOIMUCHIBAIOTCS JOJKHOCTHBIMU JIUIIAMH,
OTBETCTBEHHBIMH 3a WX BBITIOJHEHUE, C YKa3aHUEM JaThl moanucanus. [lmanpl, kak
MIPaBUJIO, TIOJICKAT YTBEPKIACHHIO.

7. Opraau3anys JOKyMeHTO000pOTa U UCTIOTHEHHS JOKYMEHTOB
7.1. O0mue mpaBuiIa OpraHu3aIui J0KyMEHTOo000poTa

7.1.1. ]IBmxkenue paokymeHToB B Ilamare ¢ MOMEHTa HUX CO3JaHUA WIHU
MOJIYYCHHS 10 3aBEpIICHUSI MCIOJHEHHWs, OTIPABKU WIM CHa4W B JIeJ0 0Opaszyer
JIOKyMEHTOOOOPOT.

7.1.2. Tlopsimok TIPOXOKJIEHUS JOKYMEHTOB W OIepaIlu, MPOU3BOJUMBIC C
Humu B [lanare, pernmamentupytrorcs Hactosuen Mucrpykiuen u PernamMmeHToMm.

7.1.3. JIoKyMEHTOOOOpPOT OCYIIECTBIISIETCS C MCIOJIb30BAHUEM CHUCTEMBI
"Ileno". Bce nelcTBUA, MPOM3BOJIMMBIC C JOKYMEHTOM (perucrpalusi, BHECEHHE
pe30JIIoIMi, BU3UPOBAHUE, MOMAINKCH, IOCTAHOBKA U CHATHE C KOHTPOJIS, Iepenaya,
O3HAaKOMJIEHHE, CIHUCaHHE JOKyMEHTa B [€Jl0), B 00s3aTEJIbHOM TMOPSIKE
¢ukcupyrores B PK cucremsr "Jleno".
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[Ipu stoM k PK B 00si3aTenbHOM MOpsAKE JAOJKEH ObITh MPHUKPEIUIeH (aiin
AJIEKTPOHHOTO JTIOKyMeHTa (Uit Tpadudeckux AoKymMeHTOB - ¢opmara Pdf mmm Tif;
JUTS TEKCTOBBIX JIOKyMeHTOB - Doc, Docx, XIs, XIsx).

7.2. Tlpuem, peructpaiys JOKyMEHTOB

7.2.1. Peructparusi CIy>)k€OHBIX JIOKYMEHTOB — 3TO0 (ukcamus (akToB
MOCTYIJICHUSI TOKYMEHTOB WJIM OTIPABKH WX ITyTEM IPOCTABICHUS HA JOKYMEHTE
PErHCTPAlMOHHOTO HOMEpa W JaThl € MOCIEAYIOIIEH 3aluChl0 HEOOXOIMMBIX
cBenennii o fokyMente B PK cucremsi "Jleno".

7.2.2. Ilpuem, nepBoHauyajgbHas 0OpabOTKa, PETUCTpALMs U PACIpPEICICHHE
MOCTYMNAIOMIeH KOPPECTIOHACHIIMM Ha OyMaKHBIX HOCHUTENSX, a TaKKe JTOKYMEHTOB,
MOCTYNUBIINX C TPUMEHEHHEM CHCTEeMBI «Jlemo» Mpom3BOAATCS COTPYIHUKOM
YyOpaBJICHUS TPABOBOTO M KAJpOBOrO  OOECHEeYeHMsl, OTBETCTBEHHBIM  3a
JEONPOU3BOCTBO.

7.2.3. K peructpaiuu u gajibHeiiein 00paboTke MPUHUMAIOTCA IOKYMEHTHI Ha
OyMa)KHBIX HOCHUTEIISIX, TOCTYTAIOIINE U3 OpTraHu3aliil, He UMEIOIINX pabounuX MECT
B cucteme "Jleno".

B npaBomM HIKHEM YIITy MEPBOTO JIMCTA OCHOBHOTO JIOKYMEHTA MPOCTABIISIETCS
OTMETKa (IITaMIl) ¢ YKa3aHWEM JIaThl U BXOJIAIIETO PEeTUCTpaIiMOHHOro HoMmepa. [Ipu
perucTpanyy OTBETa HA MOPYYEHHUE MO PAHEE 3apETUCTPUPOBAHHOMY JOKYMEHTY B
PK nmemaercs cBsi3ka C 3TUM JIOKYMEHTOM.

7.2.4. ITpu npueMe KOppeCIOHICHIIMN Ha OyMa)KHOM HOCUTEJIE OT HAPOYHBIX B
Pa3HOCHOM KHUTE (peecTpe) OTIpaBUTEN WJIM HAa BTOPOM JK3eMIUISIpE (KOMHUH)
JTOKyMEHTA CTaBATCS JaTa M MOANUCH PaOOTHUKA, TPUHSIBIIETO JOKYMEHT.

JIOKyMEHTBI, MOCTyMHaronme Ha OYMaKHBIX HOCHTEISX, PETHCTPUPYIOTCS B
cuctreme "Jleno", ckaHWpyrOTCSs U HampaBisiloTca 1o cucteMe "Jleno" Ha
paccMOTpEHHUE ajpecary.

[Ipu nmpuemMe KOppPECHOHICHIIUU TPOBEPAETCS MPABUIHLHOCTD €€ aapecar 1
JIOCTaBKHU, I[EJTOCTHOCTh KOHBEPTOB U, TIOCIIE BCKPBITHS, HATMYUE BIOKEHHBIX B HUX
JIOKyMEHTOB, TPaBUIBLHOCTh OGOpMIICHUS (HAIMYKME PETUCTPAIMOHHBIX HOMEPOB,
MOJIIKICH, TI€YATH, MPUITIOKECHUH ).

[Ipu ycTaHOBIEHWHM OTCYTCTBUSI JIOKYMEHTOB WM JIPYyTUX HapyIICHUIN
COCTABJISIETCSI aKT, OJIMH IK3EMIUISIP KOTOPOTO HATIPABIISIETCS] OTIPABUTEIIO, IPYTOM —
npuolIaeTcss K TMOCTYNMHMBIIEMY JOKyMeHTy. HemnpaBunbsHo odopMieHHBIC
JIOKYMEHTBI BO3BPAIAIOTCS UCIIOJIHUTEITIO. Ommbo4yHO JIOCTABJICHHAS
KOPPECTIOHICHITUS TTePEChIaeTCa OTIPABUTEIIO WK MO0 Ha3HaueHuto. [Ipu 3ToM Ha
KOHBEpTE B rpade «HOMep» MpocTaisieTcs OykBeHHbIN nHIeKC «O3» — «OomuO0YHO
3acilaHHas.

Bxopsmue qoKyMeHTBI 0€3 perucTpallMOHHOTO HOMEpa, AaThl, MOJANUCH, 03
MPWIOKEHUH, €CIM MX HaJWYMe YKa3aHO B JIOKYMEHTE, a TaKKe C TEXHUYCCKUMH
MOBPEXKICHUAMH (MSTBIE, TTOJIMOYCHHBIC, PBAHbIC, HEYNTACMbIC) HE PETUCTPUPYIOTCS
¥ BO3BPAIAIOTCS UCTIOTHUTEIIO.

JIokyMeHTBI, HampaBjeHHble 10 cucreme 'Jleno" ¢  HapyueHuem
YCTAaHOBJICHHOTO TIOPSAJIKA 3alOJHEHUS PEKBU3UTOB PETUCTPAIMOHHOW KapTOUKH
JIOKyMEHTa, B TOM 4YHUCJIE He wuMmeroume (Qaila >JIeKTPOHHOrO0 JOKYMEHTa
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(anmekTpoHHOrO 00pa3a JOKYMEHTa), HE pacCMaTpuUBaIOTCS JI0 YCTpaHEHUs
HapyLICHUHN.

7.2.5. Bce moctynuBiime KOHBEPTHI (0aHAEPOIH), 32 UCKIIOYEHUEM HMEIOIINX
noMeTKy «JImaHo», BCkpwiBatoTcs. [lpu oOHapykeHMM HEKOMIUIEKTHOCTH WIIA
MOBPEXACHUN JOKYMEHTa Ha MOCIEAHEM JIUCTE HIIM HAa 00OpPOTE MOCIEIHEro JHCTa
JOKYMEHTA MPOCTABIIETCSI COOTBETCTBYIOIIAA OTMETKA, a TAK)KE COCTABIIIETCS AKT B
TpeX SK3EMIUISIpax: IMEPBBbIM OCTAETCS Yy MOJy4Yaresiss KOPPECIOHICHLHH, BTOPOM
npUOOIIAETCS K MOCTYNHUBIIEMY MaTepHaly, a TPETHH HaIpaBisieTCs OTIPABUTEIIO
JOKYMEHTA.

KoHBepThl, Kak NMpaBuIO, YHUUTOXKAIOTCS, KPOME CIIy4aeB, KOrJa TOJBKO MO0 HUM
MOYKHO YCTAaHOBHTB aJIpEC OTIIPABUTEIIS WIIM JAThI OTIIPABKH U MOJTyYEHUS JOKyMEHTOB.

KouBeptel ¢ rpudom «JIMyHO» pErUCTpUPYIOTCS M TNEPEeNarTcs Mo
Ha3HaueHHuto. OcTanbHble JOKYMEHTBl MEpEJAlOTCs HA  PErUCTPalMI0 U
IIPEIBAPUTEIIEHOE PACCMOTPEHHE.

[lucbma, kacaromuecs BOMNPOCOB OOpalIeHUH TpaKaaH, NEpPeNaroTcs IS
peructpanuu B YIIuKO corpyaHuKy, OTBETCTBEHHOMY 3a JE€IOIPOU3BOIACTBO.

7.2.6. [Ipy TOBTOPHOM TMOCTYIJICHUH JTOKyMEHTa IO OJIHOMY M TOMY K€
BOIIPOCY B IIpefenax OJHOr0 KajJeHJAapHOro roja €My IPUCBAMBACTCA
MepBOHAYAJILHBIN PErUCTPAIMOHHBIN HOMEP U HOBAs JjaTa MOCTYTUICHUS.

7.2.7. Tlocne peructpauud JOKYMEHTOB, TIOCTYNHUBIIUX Ha OyMa)XHOM
HOCHTEJIe, OHU HANpaBJSIIOTCS Mo cucteMe "[leno" B 3leKTpOHHbIE KAOMHETHI JIMII,
OTBETCTBEHHBIX 3a UCIIOJTHEHUE JOKYMEHTOB.

7.2.8 KOHTpOJIb MCHOJIHEHHSI JTOKYMEHTOB OpPraHU3yeTCS B COOTBETCTBUM C
Pernmamenrtom Ilanater.

7.2.9. Cpoku paccMOTpPE€HUsI OTAECIBHBIX BHUJIOB JIOKYMEHTOB C MOMEHTAa HX
perucTpauuu A0 nepeiadyd Ha MCIOJIHEHHE yCTaHOBJIEeHbl Permamentom Ilanartel, BO
BCEX OCTaJbHBIX CIy4asix - HE JOJKHBI MPEBBIIATH TPEX pabOUUX JHEH.

7.2.10. Paccbuika JOKYMEHTOB C  pe3ojitoliued  oOecreunBaeTcss ¢
UCIOJIb30BaHUEM cucteMbl "Jleno" paOoTHUKaMM NPUEMHBIX PYKOBOIUTENEH,
BHECILIUX 3Ty PE3O0JIIOLHIO.

7.3. OTrnpaBKa JOKyMEHTOB

7.3.1 JIOKyMEHTBI, pETUCTPUPYEMBIE U OTIPABISIEMBIE aapecaTy MO CUCTEME
"Ileno", nmoanucanubie ¢ npuMeHeHueM J11, IBISIOTCS 3NEKTPOHHBIMUA JOKYMEHTAMHU
u xpassarcs B cucrteme "[leno" B cOOTBETCTBMM C HOMEHKIatypoul nen. Ilpu
HEOOXOJMMOCTH MOXET OBITh CO3/1aHa KOMHUS JJIEKTPOHHOTO JOKYMEHTa Ha
OyMa)XHOM HOCHTEJIE.

7.3.2. JIOKyMeHTBI,  TOJJISKAIUe  OTHpaBKe,  COAEPKAT  CIEAYIOIIHE
PEKBU3UTHI: PETUCTPAIMOHHBIN HOMEp, NaTy, IMOJHOE HAa3BAaHUE OPTraHU3alMHU C
IopuaAnYecKuM aapecoM. OTMeTka 00 OTHpaBKe JOKyMEHTa (PUKCHUPYETCS B CHCTEME
" I[CJ'IO".

7.3.3. Pabotauku  YIIuKO  nmocTaBistoT JOKYMEHTBI B  KaHIEJSPHUIO
[IpaButenscTtBa PocCTOBCKOM 007acTM M MOJYYarOT JOKYMEHTBI M3 3TOrO
nojApasjeneHus aBa pa3a B aeHb (¢ 10 1o 11 u ¢ 14 no 15 yacoB).

Ha nokxymentax, noctynuBmux a0 15.00 gac. Texkymiero AHs, NpOCTaBIAETCS
pPErHCTPalOHHBIN HOMEP c YKa3aHUEM JaThI MOCTYTUICHMUS,
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Ha nocTymuBIMX mocie 15.00 gac. — perucTpalimoHHbBII HOMEp ¢ JaTON CIIETYIOIIETo
pabouero aHsl.
8. Ilpuem u nepenayva ciryxe0H0 HHOOPMALIHH

10 O(pHUIIMATBHBIM KaHaJIaM JIEKTPOHHOU MOYTHl ¥ (PaKCHMUITBHOM CBSI3H

8.1. DnekTpoHHas moyTta W (paKCUMUIbHAS CBSI3b — OJUH M3 CIOCOOOB
JIOCTaBKH, OTIpPaBKU WHGOpPMAIMU U TIepeladyd €€ IOJIb30BATeISIMHU, HUMCIOIIMMU
COOTBETCTBYIOIINE TEXHUYECKUE CPEIICTBA.

8.2. 3anpermiaercs nepeaaBaTh MO IEKTPOHHON MoYTe U (HaKCUMUIBHOM CBSI3U
CBEICHHS, COJIEPIKaIFe TOCYyJapCTBEHHYIO TalHy, JOKYMEHTBI C MOMETKOH «Jlis
CITy’K€OHOTO TTOJTb30BAHHMS.

8.3. Pazpemenne Ha Tmepedady JOKyMEHTa IO DJJIGKTPOHHOM TIoUTe U
(baKCUMIIIEHON CBSI3U 1a€T PyKOBOAMTENb CTPYKTYPHOTO TOAPA3ICICHHS.

8.4. OTBeTCTBEHHOCTh 32  COJEp)KaHWe TepeaaBaeMoil  WH(opMauu
BO3JIaracTCs Ha WCIOJHUTENS, MOJATOTOBHBIIETO JOKYMEHT K Iepenave, H
PYKOBOJIUTEIISI CTPYKTYPHOTO MOAPa3ACICHHUS.

8.5.Ilpy mepemaye W TmpHEMe TEKCTOB CIY>KEOHBIX JIOKyMEHTOB C
UCTIONB30BaHUEM  (DAKCHMUJIBHON  CBS3M  HEOOXOJMMO  PYKOBOJCTBOBATHCS
CIICAYIOIIMMHU TPEOOBAHUSIMHU:

o0beM TMepemaBaeMoro  JOKyMeHTa (TeKCTa, CXeMbl, TrpadudecKoro
n300pakeHs), BBHIIOJHEHHOTO Ha Oymare ¢opmaTta A4 4epHBIM IIBETOM, HE JIOJIKECH
IIPEBBIIATH IATH JIUCTOB,;

UCXOISAIINIA JJOKYMEHT Ha WHOCTPAHHOM $SI3BIKE OTIIPABIISICTCS MPU HATUYUU
nepeBo/ia, 3aBEPEHHOT0 JIUIIOM, TIOAHCABIINM JOKYMEHT.

BXOJISIIIME TOKYMEHTHl HA MHOCTPAHHBIX SI3bIKaX JAOCTABIIIOTCS ajpecary 0e3
nepeBoa.

8.76. TexHNYECKYIO0 TOIACPKKY W Pa3BUTHUE CHCTEMBI JJIEKTPOHHOW IMOYTHI
obecneunBaer YIAuOO.

9. KoHTpos1b NCIIOJTHEHUS TOKYMEHTOB

9.1. KoHTpoib UCTIOTHEHUS TOKYMEHTOB CTPOUTCS Ha 0a3e perucTpaldoOHHBIX
naHHbIX. KOHTpod0 mojjexar 3aperucTPUpPOBAHHBIE JIOKYMEHTBHI, HMEIOIIHE
COOTBETCTBYIOIYIO OTMETKY.

9.2. Cpoku UCHIOJIHEHUS TOKYMEHTOB UCUHUCIIAIOTCS B KaJICHAAPHBIX JTHSX:

BHEIIIHUE — C JIaThl UX MTOCTYILJICHUS;

BHYTPEHHMX — C JIaThl NOJANMCaHUA (YTBEPKIECHNSA) JOKYMEHTA.

Jlata  WCHONHEHHsS  JOKYMEHTOB ONPENENIEeTCs HUCXOAd U3  CpOKa,
YCTAHOBJICHHOIO  OpraHu3alyey, HalpaBUBIIEH  JOKYMEHT, WJIU  CPOKOB,
YCTaHOBJICHHBIX 3aKOHOAATEIbCTBOM.

JlaTa ucroNHEHUs1 yKa3bIBAETCsl B PE30JIOLUU PYKOBOAUTENS, (PUKCUpPYETCs B
PErHCTPAlMOHHO-KOHTPOJIBHOM KAPTOUKE.
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9.3.B cnyuae wuCHONHEHUS JOKYMEHTa HECKOJIBKUMH CTPYKTYPHBIMU
NOAPA3JACICHUAMH  OPUTHMHAI  JIOKYMEHTAa  HANpaBisieTCd  OTBETCTBEHHOMY
WCIIOJTHUTENI0, OCTAJLHBIC UCIIOTHUTEIN MOIYYal0T KOMUU JJOKYMEHTA.

OTBETCTBEHHOCTh 3a KOOPJWHAIMIO padoOT, MOJHOTY M COOJIOJIEHHUE CpOKa
UCIIOJIHEHUSI JIOKYMEHTA HECET OTBETCTBEHHBIN UCTIOTHUTEND.

9.4. Cusatne AOKYMEHTa C KOHTPOJISI OCYIIECTBIISICT JIMIIO, ITOCTaBUBIIECE
JIOKYMEHT Ha KOHTPOJIb.

CHsTHEe NOKyMEHTa C KOHTPOJISi W HaIpaBjieHUE ero B Jei0 odopMIisiercs
OTMETKOM 00 MUCTIOJHEHUHU JOKYMEHTa, B KOTOPYIO BXO/IST:

KpaTKue cBelleHHs 00 MCIOJIHEHUU WM CChLIKA Ha JIOKYMEHT (J1aTa U HOMED),
CBUJIETEIBCTBYIOMIMI 00 UCTIOJIHEHUU;

otMmeTKa «B nenoy;

HOMED JieJia, B KOTOPOM Oy/I€T XpPaHUTHCS TOKYMEHT;

JaTa;

MOANUCHh MCIOJIHUTEINSI U PYKOBOIUTENSI CTPYKTYPHOTO MOJpa3/eiieHUs], B
KOTOPOM HMCIIOJIHEH IOKYMEHT.

9.5. B PK nokymeHnTa npocTtaBisieTcsi OoTMETKa 00 MCIIOTHEHUH, JaTa.

10. Opranuzanust JOKYMEHTOB B JIEJIONIPOU3BOJICTBE

Opranuszanusi JIOKYMEHTOB B JIEJONPOU3BOJCTBE MPEJACTABIsAET COOOM
COBOKYIMHOCTb ~ BHJIOB  paboT,  oOecneuMBaIoOUMX  COXPAHHOCTb,  YYET,
CUCTEMATU3AlMI0  JIOKYMEHTOB,  (QopMupoBanue u  odopmieHue  Jen
B JICJIONIPOU3BOJICTBE, U UX Iepenady B [ocymapcTBeHHbId apxXxuB PocToBckou
obnactu (manee - ['ocapxus PO) B cooTBeTCTBHM C TPeOOBAHUSIMHU, YCTAHOBICHHBIMU
rOCyJapCTBEHHBIMU CTAHAAPTAMU HA JOKYMEHTHI, METOJUYECKUMU HOKYMEHTaMH
denepabHOTO apXUBHOTO areHTCTBA.

OcHOBHBIMH BUJaMU paboT, 00€CIEeUNBAIOIIMME MPABIWIBHYIO OPraHU3aIUIO
JOKYMEHTOB B JEJIONPOU3BOJACTBE, SBISIOTCS COCTABJIEHWE HOMEHKIIATYp 1€l H
dbopmupoBaHue aer.

10.1. CocraBneHne HOMEHKIATYP ACIT

10.1.1. HomenkiaTypa Jen — CHCTEMaTHU3WPOBAHHBIN TEpEeYeHb 3aroJOBKOB
(HauMeHOBaHUM) JieJl, 3aBOJMMBIX B Jeyionpou3BojacTBe IlamaTel, ¢ ykazaHuem
CPOKOB UX XpaHECHHUS, 0POPMIICHHBIM B YCTAHOBJICHHOM TOPSIIKE.

HomenknaTtypa paen mnpenHa3HauyeHa i TPYNIUPOBKU  MCIIOJHEHHBIX
JOKYMEHTOB B JIeJia, CHUCTEMaTU3allud M Yy4yeTa Jej, ONPEACICHUS CPOKOB HUX
XpaHEHUs U SIBJISIETCA OCHOBOM ISl COCTaBJICHUSI OINHUCEH el MOCTOSHHOIO M
BpeMeHHOTro (cBhimie 10 neT) XpaHeHus, a Takxke s yuera B apxue [lamater men
BpeMeHHOTO (10 10 jeT BKIIOYNTENhHO) XpaHCHHUS.

10.1.2. Tlpu cocTaBiieHMH HOMEHKJIATYpPHI JIeJ CIeAyeT PYKOBOJCTBOBATHCS
Hactosimed UWHCTpyKUMEN, TOJNOXKEHUAMU O CTPYKTYPHBIX MOJpa3ACICHUsIX,
MepeyHsIMHU JIOKYMEHTOB C YKa3aHUEM CPOKOB MX XpaHEHMs, HOMEHKJIATypaMu JIeJT 3a
MPEAIIECTBYIOLINE TOIbI.

[Ipu 3TOM M3y4alOTCs U CUCTEMATU3UPYIOTCS JOKYMEHTHI, 00pa3yromuecs B
[lanaTe, UX BUJBI, COCTaB U COJIEPIKAHHUE.
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10.1.3. B [lamate coCTaBiStOTCS HOMEHKJIATYpPhl €N  CTPYKTYPHBIX
no/ipa3/iefiecHui U CBO/IHAsI HOMEHKIaTypa aen [lanaTs.

10.1.4. Homenknatypa nael CTPYKTYPHOTO TIOJpa3JeieHUs] COCTaBISETCS,
COTJIaCOBBIBACTCS C  YIpaBJICHUEM MPAaBOBOIO M  KaJIpoBOro oOecreyeHus,
MOJMKUCHIBACTCS PYKOBOJUTENIEM MOJPA3/ICICHUSI U MPECTABISETCS B YINpPaBIICHUE
PaBOBOTO U KaJPOBOI0 00ECTICUECHHS.

10.1.5. CBognast Homenkiarypa pen cocraBisercs YIIuKO wa ocHoBe
HOMEHKJIATYp JeJ1 CTPYKTYPHBIX MOAPa3AeICHUN.

10.1.6. CBognass HomeHkiatypa jen Ilamatel BuU3MpyeTCs 3aMecTUTENEM
HayanbHuka YIIUKO, u mnocne opoOpenust skcnepTHo kKomuccuu [lanatsr,
HarpagJsieTcs: Ha coryiacoBanue ¢ JIK ynoaHoMoueHHOro opraHa rocyaapCcTBeHHON
Bractu PoctoBckoit 06acTu, mocie yero yreepxkaaercs [Ipencenarenem Ianatei.

CBogHass HOMEHKJIaTypa nen corjiacoBeiBaeTcss ¢ JIIK ynmomHomModeHHOTO
opraHa rocy/IapCcTBEHHOM BiacTu PocTOBCKOM 00J1aCTH HE pexe OJHOrO pasa B 5 JeT,
eciu B [lanare He ObUIO CTPYKTYPHBIX U3MEHECHUIA.

10.1.7. [Tocne yTBepKJICHHS CBOJHOM HOMEHKJIATYpPHl JEJI TOApa3cicHUs
MOJYYalOT BBIIIMCKM W3 COOTBETCTBYIOIIMX €€ Pa3lesioB [JIsl HCMIOJIb30BaHUS
B pabore.

10.1.8. CornacoBaHHasi CBOJIHasE HOMEHKJIATypa JieJl B KOHIIE KaXIOTro roja
YTOUHSIETCSA, YTBEPKAACTCA M BBOAUTCA B JEUCTBHE C | SHBaps CIEIYIOLIETO
KaJIEHJApPHOIO ro/1a.

10.1.9. Ha3zBanusiMu pa3aenoB HOMEHKIATYPHI NN SBJISFOTCS Ha3BaHUS
CTPYKTYPHBIX TMOJpa3zAeieHuil. B  CBOOHONW HOMEHKJIAType A€l pa3lielibl
pacIoJiararoTcsi B COOTBETCTBUU C YTBEPKACHHOU CTPYKTypou l1anatsr.

10.1.10. B cBoaHyr0 HOMEHKJIATYpy [Iell BKJIIOYAIOTCS 3arojoBKU [T,
OTpaxarolue Bce JOKYMEHTHpyeMbIe y4acTKu paboTsl [lanatel.

B HOMEHKIIaTypy J1eN1 HE BKIIOYAKOTCS IEPUOANIYECKUE U3TaHNUS.

10.1.11. T'padppr HOMEHKIIATYp A€ 3aMOJTHSIIOTCS CIETYIOIINM 00pa3oM.

B rpade 1 HOMEHKIATYpBHI JA€N MNPOCTABISIIOTCS WHIEKCHI KaXJIOTO Jena,
BKJIFOYEHHOTO B HOMEHKJIaTypy. HIEKC aena cocTOUT u3 yctaHoBiaeHHoro B [lanare
nM(poBOro 0003HAYEHUS] CTPYKTYPHOTO MOJpa3[eieHusi U MOPAIKOBOIO HOMeEpa
3arojioBKa Jiela MO0 HOMEHKJAType B MpeAesiaxX CTPYKTYpHOTO MOJApa3AciICHHUS.
WNHpekcwl nenn 0003HavaroTCs apaOCKUMH IUdpaMH.

Hanpumep:

03-05, rme 03 — oOo3HaueHUe CTPYKTYypHOTO moapazaenenus, 05 -—

MOPSAKOBBIA HOMEp 3arojIoBKa JieJia 10 HOMEHKIaType.

B HOMeHKIIaType Jen peKOMEHIYeTCs COXPaHSITh OJMHAKOBBIC WHACKCHI JJIS
OJIHOPOJHBIX JIeJd B TpeAenax pasHbIX CTPYKTYPHBIX MOApa3JeieHuid; s
NepexXoAsIINX A UHIEKC COXPAHSIETCS.

B rpady 2 HoOMeHKIaTyphl 1e7 BKIIFOYAIOTCS 3ar0JIOBKH /1€ (TOMOB, YacTei).

3aroj0BOK Jiejia JOJDKEH YEeTKO, B 0000IIEeHHONW (opMe OTpa)kaTb OCHOBHOE
COJEp)KaHUE M COCTaB JOKYMEHTOB Jena. He nomyckaercs ymoTpeOneHue B
3aroJIOBKE Jiefla HEKOHKPETHBIX (POPMYIHPOBOK («pa3HbIC MaTepHabl», «00Imas
MepenucKa» u T.11.), @ TAKKE BBOJIHBIX CJIOB M CJIIOKHBIX 000POTOB.
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3aroyioBOK Jiela COCTOMT W3 DJIEMEHTOB, pPAaclojlaraéMbIX B CIEAYOIIEH
NOCJIEIOBATEIbHOCTA: Ha3BaHWE BUJA Jena (mepenucka, KypHal W T.JA.) WIK
Pa3HOBHUIHOCTH JOKYMEHTOB (IIPOTOKOJIbI, PUKAa3bl U T.J.); Ha3BaHUE «KOHTpOIBHO-
cueTHasi majata PocToBckoil o0jacTw» WM CTPYKTYpHOTO TOApa3zieiieHus: (aBTOp
JOKYMEHTA); Ha3BaHUE OPraHu3alii, KOTOpor OyAyT aJpecoBaHbl WIH OT KOTOPOM
OyIyT MOJy4YeHbl JOKYMEHTHI (ajpecar WM KOPPECHOHJIEHT TOKYMEHTA); KpaTKoe
coJiepKaHue JIOKYMEHTOB JI€Jia; Ha3BaHUE MECTHOCTH (TEppUTOpPUHU), C KOTOPOHU
CBS3aHO COJIEp’KaHME JIOKYMEHTOB Jena; jJara (Mepuoj), K KOTOPOM OTHOCSTCA
JIOKYMEHTHI JIea.

B 3arosoBkax J1en, coaepiKaluMx JOKYMEHTBI [0 OJHOMY BOIPOCY, HO HE
CBA3aHHBIX IIOCJIEIOBATEIbHOCTBIO  HWCIOJIHEHHS, B KadecTBE BHJA Jeia
YHOTPEOIISIETCS] TEPMUH «IOKYMEHTBI», a B KOHIIE 3ar0JIOBKA B CKOOKAaX YKa3bIBAIOTCS
OCHOBHBIE€ PA3HOBHUJIHOCTH JOKYMEHTOB, KOTOPBIE JOJIKHBI OBITH CTPYNIHPOBAHBI B
nene (TU1aHbl, COIUCKHU, TOKIAAbI U T.1.).

Eciu pgeno Oyner coCTOSITh W3 HECKOJBKUX TOMOB WM 4YacTed, TO
COCTaBJISIeTCS] OOLUI 3aroJIOBOK Jieja, a 3aTeM, MPU HEOOXOAUMOCTH, COCTaBIISIOTCS
3aroJIOBKU Ka)/10ro ToMa (4acTu), yTOUHSIOUINE COIepKAHUE 3aroJIoBKa Jea.

[Topsimok pacnosioKeHHsI 3aroJIOBKOB i€ BHYTPH pa3liesioB U IOJPa3JEsoB
HOMEHKJIATypbl ~ JIe1  ONpPENENseTCs  CTENEHbI0  BaXXHOCTH  JOKYMEHTOB,
COCTABJISIIOUIMX J€JIa, U X B3aUMMOCBA3bI0. BHauane pacrnosaratotcs 3arojioBKH Jel,
coJiepKallluX OpraHU3alMOHHO-PACTIOPSIAUTEIbHYIO JOKYMEHTAIHIO.

3aroyoBKU J1€J MOTYT YTOUHSTHCS B Ipouecce GopMUpoBaHus U 0HOpMIICHUS
Jen.

I'pada 3 HOMEHKIATYpBI J1e]1 3aNOTHAETCS 10 OKOHYaHUH KaJIEHAapHOTO roja.

B rpade 4 yka3pIBaroTCsi CpOK XpaHEHHUs Jejia, HOMepa CTaTei Mo MepevHto, a
IpU €ro OTCYTCTBUU — IO TUIIOBOM WJIM MPUMEPHOW HOMEHKJIAType AeN WIU
COTJIaCOBaHHBINA C APXUBOM CPOK XpPaHEHHUS.

B rpade 5 «lIpumedanue» npocTaBisSIOTCS OTMETKM O 3aBEJECHUU €N, O
nepexoasmux aenax (Hanpumep, nepexopsimiee ¢ 2000 roga).

10.1.12. Ecnu B Teuwenne r1oma B llamare  BO3HHUKAIOT  HOBBIE
JOKYMEHTUPOBAHHbIE ~ Y4YacTKHM  paboThl, HENPEAyCMOTpPEHHbIE Jejla, OHHU
JOTIOJTHUTENBHO BHOCSITCS B HOMEHKJIATypy. {151 BHOBb 3aBOJAMMBIX 1€ B KaXKIOM
pazjziere HOMEHKJIATYPbl OCTAaBJISIIOTCSA PE3EPBHBIE HOMEPA.

10.1.13. [To okoHUYaHWU TOJA B KOHIIE HOMEHKJIATYPHI JIe] IETAETCs UTOTOBAs
3aIllMCh O KOJIMYECTBE 3aBEJICHHBIX J1€JT (TOMOB).

10.2. ®opmupoBanue u opopmiIeHHE J1eT

10.2.1. ®opmupoBaHue aes — rPyNIUPOBKA UCHIOJHEHHBIX IOKYMEHTOB B JeJia
B COOTBETCTBUU C HOMEHKJIATYPOU JIe] U cCUCTeMaTh3alusl JOKyMEHTOB BHYTPH Jelia.

10.2.2. lena Qopmupytorcss B I[lamate, kak mnpaBWiIO, B CTPYKTYPHBIX
nonpaszaeneHusix. Homep nema, B KOTOpoe MOKEH OBITH MOMUIMT JIOKYMEHT,
ONPENENSIETCS] MCIOIHUTEIEM B COOTBETCTBUH C HOMEHKJIATYPOU JElI.

Eaununeit yuera eKTpOHHOTO JOKYMEHTA SIBISIETCS JIEKTPOHHBIN TOKYMEHT,
3aperucTpUpoOBaHHbIN B cucteMe «Jleno». HcnogHeHHbIe 3JIEKTPOHHBIE JOKYMEHTHI
TPYNIUPYIOTCS B J€jla B COOTBETCTBUU C HOMEHKIaTypoil aen. Ilpu cocraBienun
HOMEHKJIATYpBbI A€l CTPYKTYPHOT'O MOAPA3ACIICHNs YKa3bIBA€TCA, YTO JI€JI0 BEAETCS B
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AJIEKTPOHHOM BHJIe. DJIEKTPOHHBIE JTOKYMEHTHI TIOCIIC WX WCIOJHCHHS MOJJIekKAT
XpPaHEHUIO B YCTAHOBJICHHOM IIOPSKE B TEUCHHE CPOKOB, MPETYCMOTPEHHBIX IS
aHAJIOTUYHBIX JIOKYMEHTOB Ha OyMaKHOM HOCHUTEJIE.

10.2.3. [Ipu dopMupoBaHUM JIe1 HEOOXOAWMO COOJIOJATh CIEAYIOIINe
OCHOBHBIE TPeOOBAHUS:

- ToMenaTh B JIEJI0 TOJBKO MCIOJHEHHBIC JOKYMEHTBI, B COOTBETCTBUU C
3aroJ0BKaMH JIeJ 110 HOMEHKJIAType;

- TPyNIUpOBaTh B €0 JTOKYMEHTHI OJHOTO KaJICHIAPHOTO Tojaa, 3a
WCKITFOUCHUEM TMEePEXOIAINX U TUIHBIX JICTT;

- pa3AeNbHO TPYIIUPOBATH B JeNia JTOKYMEHTHI MOCTOSHHOTO M BPEMEHHBIX
CPOKOB XpaHCHHUS;

- BKJIFOYATh B JICJIO TIO OJHOMY PK3EMIUIAPY KaKI0TO JOKYMEHTA;

- B JIENI0O HE JOJOKHBI TIOMENIATHCS JTOKYMEHTBI, TOJJICKAIHE BO3BPATY,
JUIITHUE YK3EMIUISIPhI, YePHOBUKH;

- M0 00BEMY JIeJI0 He JOJDKHO TMpeBbImaTh 250 JIMCTOB, IPH TOJIIMHE HE OoJiee
4 cm.

[Ipy Hamuuuu B Jelie HECKOJIbKMX TOMOB (4acTeil) HoMep (WMHIEKC) H
3aroJI0BOK JieJIa TIPOCTABJISAIOTCS HAa KaKJIOM TOME C JIOOABIIGHHEM «T. 1», «T. 2» H
T.1.

JIOKyMEHTBI BHYTPHU Jie€Jla PaCIoIaraloTcs B XPOHOJOTHYECKOH, BOIPOCHO-
JIOTHUYECKOM ITOCIIEIOBATEILHOCTH HIIM UX COYCTAHUM.

PacnopsinutenbHble  TOKYMEHTBI TPYIIHUPYIOTCS B Jiejda IO BHAAM H
XPOHOJIOTHH ¢ OTHOCSAIIIUMHUCS K HUM TIPHIOKCHHUSIMU.

[IpoTokoBI B IeIe pacIonararoTcs B XpOHOJIOTHYSCKOM MOPSJIKE TI0 HOMEpaM.
JIOKyMeHTBI K  TIPOTOKOJaM, CTPyNIUPOBAaHHBIE B  OTACHbHBIC  JIena,
CHUCTEMATU3UPYIOTCS 1T0 HOMEpPaM MPOTOKOJIOB.

YTBepKACHHBIC IUIAHBI, OTYETHl W JPYTHE€ JOKYMEHTHI TPYHIUPYIOTCS
OTIICTTLHO OT TIPOCKTOB.

JIOKyMEHTBl B JIMYHBIX JIeJIaX PACIOJIaraloTCs IO Mepe HUX TMOCTYIUICHHS.
Benenne JHMYHBIX €T TOCYJApCTBEHHBIX — CIOYXKAIMX  OCYIIECTBISCTCS B
COOTBETCTBHHM C 3aKOHOJATEILCTBOM U HOPMATUBHO-IIPABOBBIMU akTamMu Poccuiickon
denepanum.

[Tepenucka rpymnmupyercs, Kak MpaBWio, 3a MEPHOJ KaJeHAApHOTO Toja U
CHUCTEMATU3UPYETCS B XPOHOJOTHYCCKOH IOCIIEIOBATCILHOCTH; JOKYMEHT-OTBET
MOMEIIACTCS 32 JOKYMEHTOM-3ampocoM. [Ipu BO30OHOBICHMHM TIEPETTMCKHA TIO
OTIPEICIICHHOMY BOMPOCY, HayaBIIEHCSs B TPEABIAYIIEM TOMy, JOKYMECHTBI
BKJTFOYAIOTCS B JIEJIO TEKYIIIETO TOJla C YKa3aHUeM UHJIEKCca Jieia MPEIbIAYIIero Toa.

10.2.4. OpopmneHue MOKYMEHTOB B Jella TPOBOJUTCS CHEIUATHCTOM
YIOpPaBJICHHS TPABOBOTO M KaJPOBOTO OOECIICYCHHs, OTBETCTBEHHBIM 3a BEICHUE
apXHBa.

10.2.5. B 3aBUCMMOCTH OT CPOKOB XpaHEHHS MPOBOAUTCA TOJHOE WIH
JaCTUYHOE OPOPMIICHHE JIC]I.

[ToarHOMY OopmMITeHHIO MTOISKAT JIesIa OCTOSHHOTO, BpeMEHHOTO (CBBIIIe 10
JIET) XpaHEHUS U 10 JIMYHOMY COCTaBY.

[TonHoE odopmileHHe nena npeaycMaTpruBaeT:
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- opopMIICHHE PEKBU3UTOB OOJIOKKH JieJia TI0 YCTAaHOBJICHHOH (opMe;

- HyMEepaluIo JIUCTOB B JIETIC;

- COCTaBJICHHUE JINCTAa-3aBEPUTEIS J1eN1a;

COCTaBJICHUE, B HEOOXOAUMBIX CIy4asiX, BHyTPEHHEH OMHUCH TOKyMEHTOB JIEla;

- IOJIIIMBKY U MEperIeT Jea;

- BHECCHHE HEOOXOIMMBIX YTOYHEHUN B PEKBU3HUTHI OOJIOKKH JIea.

Hena BpemeHHOro (10 10 JeT BKIOYUTEIbHO) XPAHEHUS AOIYCKAETCS XPAaHUTh
B CKOpOCHIMBATENSIX, HE MPOBOJUTH MEPECUCTEMATH3AIMI0 JOKYMEHTOB B Jeje,
JMCTHI Jiefla He HyMepOBaTh, 3aBepUTEIbHbIC HAIIICH HE COCTABIIATD.

10.2.6. JIokyMeHTBI TOCTOSIHHOTO CPOKa XpaHEHUs MOAJIeKaT 0POPMIICHUIO B
Jena MO0 OKOHYaHUM Tojaa. JIOKyMEHThl KOHTPOJBHBIX MEPONpPHUATHHI TMOJuIexat
oopmIIeHHIO TTOCIIE CHATHSI MEPOTIPUSTHUS C KOHTPOJIS.

10.2.7. O6moxKa ena MOCTOSITHHOTO, BpeMeHHOTo (cBbIe 10 1eT) XpaHeHus u
110 JINYHOMY COCTaBy O(pOopMIISIETCSl IO YCTaHOBJIEHHOU (popme.

PexBu3UTHI, mpocTaBisieMble Ha OOJIOXKKE Jiena, O(QOPMIIAIOTCS CIIETYIOIINM
obpasom: «KoHuTponbHO-cueTHass mnanara PocroBckoil oOmactu» - yKas3bIBaeTcs

ITIOJIHOCTBIO, B IMCHUTCIIbHOM IIagcixe, HanMCHOBAaHHC CTPYKTYPHOTI'O
moApasaACJICHUA — 3allMCbIBACTCA HA3BAHHC CTPYKTYPHOI'O IIOAPA3ACIICHHUA B
COOTBCTCTBUH C YTBep)K,HeHHOﬁ CTpYKTypOﬁ; HHACKC [OC€JIa — IIPOCTaBJEACTCA

uuppoBoe 00O3HAUECHHE Jeia 1Mo HOMeHknarype nen Ilamarter; 3aromoBok aena —
MEPEHOCUTCA U3 HOMEHKIIATyphl Aen [lanatel, cormacoBannou ¢ DIIK Komurera no
yIpPaBICHUIO apXWBHBIM JENIOM; J1aTa Jiejia — yKa3bIBAaeTCs Tof (TOMbl) 3aBEACHUS H
OKOHYaHUS JieJ1a B 1eJIONPOU3BOJICTBE.

Jlatoit nen, copepxKallux pacHopsSAMTENbHYI0 JTOKYMEHTALMIO, a TaKXKe Jell,
COCTOSIIIMX W3 HECKOJIbKMX TOMOB (4acTeil), ABIJIAIOTCS KpailHHe JaThl JTOKYMEHTOB
nena, T.€. JaThl (YUCIIO0, MECSI], T0J1) PETUCTPAIK (COCTABJICHHS) CAaMOTO PAaHHETO U
CaMoro MO3JIHEro M3 JOKYMEHTOB, BKJIIOYEHHbIX B Jeno. IIpu 3Tom ymcio u roj
o0o03HavaroTcst apabckumu udpaMu, Ha3BaHUE MECSIIA MUIIETCS CIIOBaMHU.

10.2.8. B muensx oOecrniedeHHs] COXPAHHOCTH M 3aKpEIUICHUS MopslKa
PacHoJIOKEHUsS] TOKYMEHTOB, BKJIIOUEHHBIX B JI€JIO, BCE €ro JIMCThI, KPOME JIMCTA
3aBEpUTENII W BHYTPEHHEH OMHCH, HYMEpYyrOTCS. JIMCTBI HyMepyrOTCS MPOCTHIM
KapaHJaIlioM B MPABOM BEPXHEM YTITY JIHCTA.

JIMCTBI feN, COCTOSIIUX M3 HECKOJbKMX TOMOB WJIM YacTed, HyMEpYyIOTCS IO
KOKJIOMY TOMY WJIM 4acTu oTaenbHo. DoTorpaduu, 4epTexu, TuarpaMMbl U IpyTHe
WUTIOCTPUPOBaHHbIE W crnenupuyeckue  JOKYMEHTBI,  IPEICTaBIISIONINE
CaMOCTOSITENIbHBIM JIMCT B Ji€Nie, HyMEpylTCsS Ha OOOpPOTHOW CTOpPOHE B JIEBOM
BepxHeM yriy. [loammuTeie B €70 KOHBEPTHI C BIOKEHUSIMHU HYMEPYIOTCS: CHaudaia
KOHBEPT, a 3aT€M OUepeAHbIM HOMEPOM KaK/10€ BJIOKEHHUE B KOHBEPTE.

10.2.9. Tlocne 3aBepuIeHUs] HyMEpAIMU JIMCTOB COCTABIISECTCS 3aBEPUTEIIbHAS
HAJNUCh, KOTOpas pacrojaraerca B KOHIE Jeia. 3aBepuTelibHas HaJIuCh
COCTaBJISIETCSl B JieJie Ha OTAEIbHOM JIHMCTe-3aBepuTene jena. B 3aBepurenbHOM
HAAMUCU IUPpPaMU U MPOMHUCHI0 YKA3bIBACTCA KOJWYECTBO JIUCTOB B JAHHOM JIEJE,
O0COOCHHOCTH OTAETBHBIX TOKYMEHTOB (4epTexu, poTtorpaduu, pUCyHKH H T.I1.).
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3aBepuTeNibHas HAANKCh MOJNUCHIBAETCA €€ COCTABUTENIEM C YyKa3aHHEeM
pacmpoBKU MOMIMUCH, JAODKHOCTH M JIaThl cocTaBieHus. KoamdecTBo JHCTOB B
JieJie MPOCTABJISIETCS HA OOJI0XKKE JIeJa B COOTBETCTBHH C 3aBEPUTEIILHON HAAMHUCHIO.

10.2.10. PexBu3utT «CpoK XpaHEHUs Jejia» MEPEHOCUTCS Ha OOJOXKKY Jea U3
COOTBETCTBYIOIIEH HOMEHKIATYphI Aei. Ha nenax mocToSHHOTO XpaHEHUSs MHUIIETCS:
«XpaHUTb MTOCTOSTHHOY.

ApxuBHblii mudp aena (Homepa ¢oHAA, ONMUCH, Jeja) Ha OOJIOKKaX e
MOCTOSIHHOTO XPAHEHHUs TPOCTaBIseTCS B BEAOMCTBEHHOM apXHWBE YEpHHUIIAMU
TOJIBKO TIOCJIE€ BKJIIOUEHHUS OSTUX [IeJ B TOJOBBIE pa3feibl CBOJHBIX OIMHCEH,
YTBEPKACHHBIX SKCIIEPTHON KOMHUCCHEH (0 ATOTO OH MPOCTABIISAETCS KapaHJAIIoM ).

Ha o00no0XKkax e MOCTOSIHHOTO XpaHEHHUsS MpPeayCMaTpUBAeTCS MECTO st
HAaUMEHOBAHHUSA apXWBa, B KOTOPBIA OYIyT NepeaaBaThCs Aena.

[To okoHYaHWMM ro/1a B HAAMKCH HA 0OJIOXKKAX eI MOCTOSHHOTO M BPEMEHHOTO
(cBoimre 10 neT) XpaHeHUs1 BHOCATCS YTOUHEHUS: IPU HECOOTBETCTBUU 3aroJIOBKa JIell
Ha OOJIOKKE COJEpPKAHUIO TMOMAIIUTHIX JOKYMEHTOB B 3arojIOBOK J€jia BHOCSTCS
U3MEHEHHS U JIOMOJIHEHHUS.

10.2.11. insg y4yeTa JOKYMEHTOB OMPENEICHHBIX KATETOPUM IMOCTOSIHHOTO H
BPEMEHHOTO CpOKOB (cBbimie 10 1eT) XpaHeHWs, y4eT KOTOPBIX BBI3BIBACTCS
cnequ(UKOl JaHHOM JOOKyMeHTauuu (0co0O LEHHbIE, JIMYHBIE Jeia U T.1.),
COCTaBIISICTCS] BHYTPEHHSISI OMTUCH IOKYMEHTOB JIeNa.

BHyTpeHHss omuch [JOKYMEHTOB Jiella COCTaBIISIETCA TakXke Ha Jena
MOCTOSTHHOTO U BpeMeHHOTO (cBbite 10 jieT) XxpaHeHus, €ciii OHU CHOPMHUPOBAHBI TI0
Pa3HOBUIHOCTSIM JIOKYMEHTOB, 3arojOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE
COJIEp>KaHUE IOKYMEHTOB.

BHyTpeHHSII ONMUCH COCTABIISIETCSI HA OTACIBHOM JIMCTE IO YCTaHOBJICHHOMN
dbopme, KOTOpasi COAEPIKUT CBEJICHUS O MOPSIKOBBIX HOMEpaxX JOKYMEHTOB Jela, UX
WHJIEKCaX, JaTaX, 3arojioBKax W HOMEpax JIMCTOB Jeja, Ha KOTOPBIX PacCHOJIOKEH
KQKIbI TOKYMEHT. K BHyTpEHHEN ONUCH COCTABIISIETCS UTOrOBAs 3aIMCh, B KOTOPOU
yKa3bIBaeTCs MU(PPAMHU U MPOMHUCHI0 KOJTMYECTBO BKIFOYCHHBIX B HEE TOKYMEHTOB H
KOJIMYECTBO JIUCTOB BHYTPEHHEH OMUCH.

BHyTpeHHsIT OMUCh JOKYMEHTOB Jejia TMOJMUCHIBACTCS COCTaBUTEIEM C
yKa3aHUEeM paciiu(ppoBKU MOAMUCH, JOHKHOCTA M JIAaThl COCTaBJIeHUs onucu. Ecnm
JIEJI0 YK€ MePerieTeHO 1 MOAIINTO, TO 3aBePEHHAss COCTABUTENIEM BHYTPEHHSISI OMHCH
JIOKYMEHTOB JI€JIa MOJKIIEUBAETCS 32 BEPXHUM Kpal K BHYTPEHHEU CTOPOHE JIMLIEBOU
00JIOKKH Jera.

10.2.12. JIokyMeHTBI, COCTABJISIFOIITUE JICIIO, MOIIMBAIOTCS HA YETHIPE MPOKOJIA
B TBEPAYIO OOJOXKY W3 KapTOHAa WM TMEPeIUIeTAloTCS C y4eTOM BO3MOXKHOTO
CBOOOJHOTO YTEHHS TEKCTAa BCEX JOKYMEHTOB. [Ipu mOATrOTOBKE Jen K TMOAIIUBKE
(meperieTy) MeTAUTMYECKUE CKperuieHus (OyJmaBKH, CKpPENKH, CKOOBbI) U3
JIOKYMEHTOB YIQJISFOTCSL.

10.3. Opranuzanusi onepaTuBHOTO XPaHEHUs JOKYMEHTOB

10.3.1. C momeHTa 3aBeJIeHUsI U JI0 TIepeiadu B apXUB JieJia XPaHATCS 10 MECTY
ux (OpMUPOBaAHUSI.

10.3.2. PykoBoauTtenu CTPYKTYPHBIX TOApa3jeieHUu 00s3aHbl 00eCIeunBaTh
COXPaHHOCTb JOKYMEHTOB U JIE]I.
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10.3.3. lena, Haxopsmuecs: B pabovYnx KOMHATaX U CIICIUATLHO OTBEICHHBIX IS
ATOM WENHA TMOMEIICHUAX, PACHOJAraloTCsl B BEPTUKAIBLHOM IOJOXKEHUU KOpPEHIKaMU
HapyXKy B IIKadax, IpeIoXpaHsIOIUX JOKYMEHTHI OT MMbUIM U BO3JIEHCTBHSI COTHEUHOTO
CBETA.

Ha kopenikax 0010%eK /e yKa3bIBalOTCS UHIEKCHI ITI0 HOMEHKIIATYpe.

10.3.4. 3aBepuieHHbIe J€Nla MOCTOSTHHOTO W BpeMeHHoro (cBeimie 10 Jjer)
CPOKOB XpaHEHHMs XpaHATCA MO0 MecTy X (OpPMHUPOBAHUS, a 3aT€M CHAIOTCS B apXHWB
[1natsr.

11. Ilopsinok BeneHus: apxuBa

HoxymenTsl [lanaTel sIBISIOTCS €€ COOCTBEHHOCTBHIO M IOCJE MPOBEACHUS
AKCHEPTU3BI UX IIEHHOCTU B MOPSJIKE, YCTAHOBICHHOM 3aKOHOJATEIILCTBOM MOPSJIKE,
noJ/iJIeXxaT 00s3aTeNIbHOM Tepeaue Ha rocynapcTBeHHoe xpaHneHnue B ['ocapxus PO
KaK TOCyIapCTBEHHAs 4acTh apXuBHOro oHna Poccuiickoit @eaepannu.

Jlns XpaHeHusi JOKYMEHTOB TOCYAapCTBEHHOW 4YacTh apxuBHOro ¢oHaa
Poccuiickoii ®enepanuu U JAOKYMEHTOB BpeMeHHOro (cBbimie 10 5er) cpoka
XpaHEHHUs, UMEIOIINUX MPAKTUYECKOE 3HAYEHHUE, a TAKXKE JOKYMEHTOB MO JIMYHOMY
COCTaBy, WX YyueTa, HCIOJIb30BaHUs, OTOOpa U TMOATOTOBKM K Tiepenade Ha
rocyIapCTBEHHOE XpaHeHne oO0pa3oBaH apxuB [lanaTsi.

OO0si3aHHOCTH 1O BeJeHUI0 apxuBa [lajmaThl BO3JMOXKEHBI HA  COTPYJIHHUKA
VIIuKO, 0TBETCTBEHHOTO 3a BEICHUE apXUBa.

B cBoeit mnpaktuueckoit nesrenpHocTH YIIMKO mpum  pabore ¢
JIOKYMEHTaMH PYKOBOJICTBYETCS 3aKOHOoAAaTelbcTBOM Pocculickoni depepanuu,
3aKOHOJATEIbHBIMU aKTaMU II0 apXUBHOMY Jeily,  NOpaBUJIaMH W JPYTUMH
HOPMAaTUBHO-METOJIMYECKUMH JOKyMeHTamMu DenepaibHOr0 apXMBHOTO areHTCTBA,
Meroanueckumu nokymeHtamu ['ocapxuBa PO, Ilonoxxkenuem o0 apxuBe Ilanatsr,
HOMEHKJIATYpPOU JIeJ1 ¥ HacTosimen MHcTpykiumei.

11.1. DkcnepTU3a IEHHOCTH IOKYMEHTOB

11.1.1. DkcnepTu3za I1EHHOCTH JIOKYMEHTOB — ONpEIeNieHue IIEHHOCTH
HAyYHOT'O, UICTOPUYECKOTO U MPAKTUYECKOTO 3HAUYCHUS JOKYMEHTOB C IIEJIbI0 0TOOpa
UX Ha TOCYJJaPCTBEHHOE XPAaHEHUE, a TAKKE YCTAHOBJICHUS CPOKOB XPaHEHHUS.

B xome »kcnepTusbl MPOBOAUTCA OTOOP JOKYMEHTOB ISl XPaHCHUS U
YHUYTOXXEHUS.

11.1.2. DkcnepTr3a EHHOCTH JOKYMEHTOB MPOBOJUTCS: TPH COCTaBICHUU
HOMEHKJIATyphl e, B mporecce (GopMHUpOBaHUS e, MPU MOATOTOBKE IeT IS
nepeayd  Ha TOCYJApCTBEHHOE XPAHEHUWE M BBIJCICHUIO JOKYMEHTOB K
YHUUYTOXXEHUIO.

11.1.3. [Ins opranu3auuu U NpoBEACHUS HIKCIIEPTU3bI IEHHOCTH TOKYMEHTOB, B
[Tanmate co3maeTcst SKCrepTHAs KOMHUCCHS, ACHCTBYIOIIAs Ha ocHOBaHUU [loyoxeHust
00 skcnepTHOM KoMuccuu IlamaTer.

11.1.5. DkcnepTr3a NEHHOCTH JOKYMEHTOB JIOJKHA OCYILECTBIISITECA 10 MEpe
HEO0OXOJIMMOCTH, HO HE PEXE OJTHOTO pa3a B I'OJl.

11.1.6. Ilpu npoBeAeHUN 3KCHEPTU3BI IEHHOCTH TOKYMEHTOB OCYILIECTBIISAETCS
0oTOOp JOKYMEHTOB IOCTOSIHHOTO, BpeMeHHOro (cBbiiie 10 jeT) xpaHeHHss U TO
JUYHOMY COCTaBY, BBIJCJICHUE K YHHUUYTOXKEHUIO J€J, CPOKH XPAHEHUS KOTOPBIX
WCTEKJIH, TIPU 3TOM OJTHOBPEMEHHO ITPOBEPSAETCS KAUECTBO U MOJIHOTA JCHCTBYIOLIEH
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HOMEHKJIATypbl ~ JieJl, COOJIOJIEHUE YCTAaHOBJIEHHOTO TopsAlKa OQOpMIICHUS
JOKYMEHTOB ¥ ()OPMHUPOBAHUS JICII.

11.1.7. Ot6op NOKYMEHTOB MPOBOAMUTCS HA OCHOBAHUM NEPEUHS TOKYMEHTOB C
yKa3aHUEM CpPOKOB XpaHEHUss U HOMEHKIaTypel jaeil. He mpomyckaercs otOop
JIOKYMEHTOB JJIsl XpaHEHUSI W BBIACJICHUS K YHUYTOKCHHUIO TOJHKO HAa OCHOBAaHHUU
3aroJIOBKOB JIETI.

[Ipu moNKUCTHOM MPOCMOTpPE JEN MOCTOSSHHOTO XpaHEHUS MOJICHKAT U3bSITUIO
MOBTOPHBIE  JK3EMIUIAPHl  JIOKYMEHTOB, YEPHOBUKH, HEO(DOpPMIICHHbIE KOIUU
JOKYMEHTOB W JIOKYMEHThI C BPEMEHHBIM CPOKOM xpaHeHud. Jlena ¢ mometkoit
«IKCTIEPTHO-TIPOBEPOYHAsE ~ KOMHUCCHUS»  TOJBEPraloTcs  TaKKe  MOJIUCTHOMY
MPOCMOTPY C LEJbIO OMpPENeNIeHUs] UCTOPUUYECKON IIEHHOCTH W BBIIETICHUS UX U3
COCTaBa JJOKYMEHTOB, MOJIJICKAIUX BPEMEHHOMY XPaHEHHUIO.

11.1.8. Tlo pe3ynpTaTam OSKCIEPTU3Bl IIEHHOCTH JOKyMeHTOB B [lamate
COCTaBJISIFOTCSL OMKMCHU HA JIOKYMEHTBHI MOCTOSHHOTO, BpeMeHHOro (cBbime 10 er)
XPAaHEHUS U 110 TUYHOMY COCTaBY.

11.1.9. Tlpu cocTaBiICHUM OIUCH JET COOTIOTAIOTCS CIeIYIONTe TPeOOBAHNUS:

3aroJIOBKM JI€JT BHOCSITCA B OINKCh B COOTBETCTBUU C MPUHATOM CXEMOH
CHUCTEMATHU3alIMN HA OCHOBE HOMEHKIIATYPHI JIEIT;

Ka)XJ10€ JIeJI0 BHOCUTCS B OMKCH TOJI CAMOCTOSTEIHHBIM MOPSIKOBEIM HOMEPOM
(ecnu €10 COCTOUT U3 HECKOJIbKUX TOMOB, TO KaXIblii TOM BHOCUTCS B OMKCH IOJ
CaMOCTOSITETIbHBIM HOMEPOM );

B OTIHMCH 32 HECKOJIBKO JIET JIeja UMEIOT OOIIyI0 HyMEepallnio;

rpadbl OMUCH 3aMOJIHSIOTCS B TOYHOM COOTBETCTBUM C TEMHU CBEICHUSMH,
KOTOpbIE BEIHECEHBI HAa OOJIOKKY J1eTa;

Py BHECEHUU B OMUCH MOAPSJ €Nl C OJAMHAKOBBIMHM 3ar0JIOBKAMH IMHILETCS
MOJIHOCTBIO 3ar0JIOBOK MEPBOTO JIENA, a BCE OCTAJIbHBIE Jieia 0003HAaYal0TCs CIIOBaMU
«To xe», mpu >TOM JApyryue CBEACHUS O JieJlax BHOCATCS B OMHUCH IMOJTHOCTBIO (Ha
Ka)KJIOM TIEPBOM JIUCTE OMKCH 3aT0JI0BOK BOCTIPOU3BOIUTCS MOJTHOCTHIO).

11.1.10. OT60p MOKYMEHTOB K YHHUYTOXXEHHID C HCTEKIIUMHU CpPOKaMU
XpaHEeHUs MPOBOJUTCS MOCIIE COCTABJICHUS OMUCH e MOCTOSTHHOTO XPaHEHUSI.

11.1.11. AKT O BBIIEICHUM K YHUYTOXXCHUIO JIOKYMEHTOB COCTAaBJICTCS Ha
nena Beeu [lanater.

11.2. TloaroToBka u nepenada JOKYMEHTOB B apxuB [lanaTel 1 uX BblIaua

11.2.1. B apxuB IlanaTel nepegaroTcss aena ¢ UCHOJHEHHBIMU JTOKYMEHTAMU

MOCTOSTHHOTO, BpeMeHHOTO (cBbIle 10 1eT) XpaHeHus U 10 JINYHOMY COCTaBY.

11.2.2. Tlepenaua nen B apxuB I[lamaTel 1o pe3yabTaTaM KOHTPOJIbHBIX
MEpONPUSATUNA TPOU3BOJUTCS PYKOBOJMUTEIIEM KOHTPOJIBHOTO MEPOIPHUATHS IOCIe
€ro CHATHS ¢ KOHTpouis [lanaTsl.

11.2.3. [ena mo pe3yiabTaTaM KOHTPOJBHBIX MEPOINPHUATUI, TIEpelaBacMbic B
apXuB ayAUTOPCKUMH HAMPABICHUSIMH, POPMUPYIOTCS CICTYIONTUM 00pa3oM:

1. ynocTtoBepeHue(s1) Ha MpaBo MPOBEICHUSI KOHTPOJIBLHOTO MEPOTIPUSTHSA;

. aKT(Bl);

. OTYET;

. Ipe/icTaBieHus, npeanucanus [lanarsr;

. iuchbmo(a) Ha ums ['yGepHaTopa obacTu;

DN B~ W
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6. muceMo Ha uMms Ilpencenatens 3akonogarensHoro Cobpanus PoctoBckoit
001acTH;

7. TOMJMHHUKHK JTOKYMEHTOB, IOJTBEP)KIAIOIINE BbBISBICHHBIE HAPYIICHUS,
HEJIOCTAaTKH (0OBSICHUTENBHBIC 3aIMUCKU U JIP.)

JoxymenTsl, noctynatomue B [lamary, B popMme 37€KTpOHHBIX JOKYMEHTOB,
XpaHATCS U UCIONB3YIOTCS B cucteMe «Jlemo», u B apxus [lanatel He caroTcs.

11.2.3. CrpykrypHble mnonpasnenenus Ilamatel nepepaloT Ha XpaHEHHE
JOKYMEHTBI ~ TIOCTOSIHHOTO ¥ BpeMeHHoro (cBeime 10 jer) XpaHeHwus,
IPELYCMOTPEHHBIE HOMEHKIIATYPOil J1e.

11.2.4. Ilocne nepenaun nen, cneuuanuct YIIuKO npousBoaut nosHoe wiau
JacTUIHOE 0OpMIICHHUE JIeIa.

11.2.5. Jlena BpeMEeHHOro XpaHeHHUs (0 5 JeT BKIIOYMTENIBHO) Iepeaade B
apxuB [lanatel He nmoiexkar. JIOKYMEHTBI XpaHATCSA B CTPYKTYPHBIX MOPA3ACICHUIX
U 10 WCTCYCHWH CPOKOB XpaHEHHUS TMOJJISKAT YHHUYTOKCHHIO TI0O MECTy B
YCTaHOBJICHHOM MOPSIJIKE.

11.2.6. JIokymMeHTBI, XpaHSIIMECS B apxXuBe, BBIJAIOTCS BO BPEMEHHOE
M0JIb30BaHUE  PaOOTHUKAM  CTPYKTYPHBIX  MOAPA3[CICHUM C  pa3pelieHHs
[Ipencenarensi, 3amectutens [lpeacemarenss moj pacnucky B KypHaine. B Hem
YKa3bIBa€TCsl CTPYKTYPHOE MOJpa3/esieHue, UHACKC Jesa, JaTa €ro BbIJa4d, KOMY
JIeJI0 BBIJAHO, JJaTa €ro BO3BpAILlEHHUS, MIPEAYyCMAaTPUBAIOTCS Tpadbl ISl paclucoK B
MOJIYYCHUH U TPUEMeE Jiea.

Jlena Beigatotrcss Ha cpok He Oozee 30 nueit. Ilocne ucTedeHus: ykazaHHOTO
CpOKa JIeJI0 JOJKHO ObITh BO3BPALIEHO HA MECTO €r0 XpPaHEHHUS.
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