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1. O0uue noJ10KeHus

1.1. Hacrosimmas WHCTPYKIUS IO JEJIONPOU3BOACTBY (mamee - WMHCTpykius)
pa3paboTaHa [JIsi YCTAHOBJICHHSI €IUHOTO TMOpsJKAa COCTABICHUSI JOKYMEHTOB H
opraHuzanuu padoThl ¢ HUMH B MyHHUIIMTIATBLHOM OOJKETHOrO 00pa3oBaTEIbLHOM
YUPEKJEHUHU JOMOJIHUTENIbHOrOo oOpa3zoBaHusi «J/[Bopenr TBopuecTBa «OpHOH»
ropojckoro okpyra ropoj Yda Pecnyonmuku bamkoproctan (nanee — YupexacHue),
1 00s13aTeNibHA I UCTIOJIHEHUS] BCEMH COTPYIHUKAMH Y UPEKICHUS .

1.2. Hacrosmas wHCTpyKmus pa3padorana Ha ocHoBanmu ['OCT P 6.30-2003
"VHUPUUUPOBAHHBIE CHCTEMBI JOKYMEHTAIlMU. YHUPUIUPOBAHHAS CHUCTEMa
OpraHU3aIMOHHO-PACTIOPSAIUTEIHON JOKyMeHTaluu. TpeGoBaHus K O(pOPMIICHHIO
nokymeHnToB", mpuaITEIME [locTanoBnenueMm ['occranmapra PO ot 03.03.2003 N 65-
CT.

1.3. TMonoxenuss MHCTPYKITMU pacIpOCTPAHSIOTCS Ha OPTaHHU3AIUI0 PabOTHI C
JOKYMEHTaMH HE3aBHUCHUMO OT BHJA HOCHUTENsS, BKIIOYAas HX MOATOTOBKY,
pErucTpaluio, y4eT U KOHTPOJb HCIOJHEHHS, OCYIIECTBISIEMbIE C IOMOIIBIO
aBTOMATHU3UPOBAHHBIX (KOMIIBIOTEPHBIX) TEXHOJIOTHH.

ABTOMaTU3UPOBAHHBIE TEXHOJOTHH OOpPa0OTKU JTOKYMEHTHOW uH(pOpMaIuu,
MpUMEHSIEMbIE B YUpEeXJEHUH, JOKHBI OTBEYaTh TPEOOBAHUAM HACTOSIIEH
NucTpykuuu.

1.4. OTBETCTBEHHOCTb 3a OpPraHMU3alUI0 JIETONPOU3BOJCTBA, COOIIOICHHUE
YCTAHOBJIEHHBIX HacTosimedl MHcTpykuued mnpaBun u  mOpsaka paboTel ¢
JOKYMEHTaMH  YUpEXJEHUsI  BO3JIaraercss Ha  CEKpeTaps  JuUpeKkTopa U
JEONPOU3BOIUTENS.

1.5. Hcnonws3oBaHue B CpeACTBaxX MaccoBoM uHMOpMaluM, MTyOJIUYHBIX
BBICTYIUICHUSIX M T.NI. MH(OpMalMH, coAepKalleiicss B CIyXKeOHBbIX JOKYMEHTaX,
JIOMYCKAaEeTCs TOJIBKO C Pa3pellieHHs] pyKOBOJICTBA Y UPEKICHUS .

2. CocTaB PEKBU3UTOB 1O0KYMEHTOB

[lpy noaroroBke ©u O(GOPMICHUM JTOKYMEHTOB HCIOJB3YIOT —CIICIYIOIINE
PCKBU3HTHI:

01 - TocymapctBennsiii rep6 Poccutickoit @eaepannn;

02 - rep6 PecyOmmmku bamkoprocTaH;

03 - smOsreMa YupexaeHus WM TOBAPHBIN 3HAK (3HAK 00CITY)KHBaHHS);

04 - xon YupexaeHus,

05 - OCHOBHOW ToCyHapCTBEHHBIM perucTpanuonnbiii  Homep (OI'PH)
IOPUIMYECKOTO JINTIA,
06 - wuACHTH(DUKAIMOHHBIM HOMEpP HAJIOTOIUIATEIBIIMKA/KO  TPUIHHBI

nocranoBku Ha ydet (MHH/KIII);
07 - xox hOpMBI TOKYMEHTA;



08 - HauMeHOBaHUE YUPEIKICHUS;

09 - cnpaBouHBIC JaHHBIC 00 YUpEKICHUH;

10 - HauMeHOBaHWE BUJA TOKYMEHTA;

11 - nata TOKyMEHTa;

12 - perucTpanmoOHHBI HOMEDP TOKYMEHTA,

13 - cchuTKa HAa PETUCTPAIMOHHBIN HOMEP U 1aTy TOKYMEHTa,
14 - MecTO cocTaBICHUS WU U3JIaHUS JOKYMEHTA;

15 - agpecar;

16 - rpud yTBEepKICHUS TOKYMEHTA,

17 - pe3omronusi;

18 - 3aroyI0BOK K TEKCTY;

19 - oTMeTKa 0 KOHTPOJIE;

20 - TEKCT TOKYMEHTa;

21 - oTMETKA O HATMYUU TIPUIIOKCHUS,

22 - IOATNCH;,

23 - rpud coriacoBaHUs JOKYMEHTA;

24 - BU3BI COTJIACOBAHUS JOKYMEHTA,

25 - OTTHCK TIeUaTH;

26 - OTMETKA O 3aBEPECHUH KOIINH;

27 - oTMeTKa 00 UCTIOTHHUTEIIE;

28 - oTMeTKa 00 UCTIOTHEHHUH TOKYMEHTA U HaIPaBJICHUU €r0 B JIETI0;
29 - oTMETKA O MOCTYIJICHUH JJOKYMEHTa B YUpEXKICHUE,
30 - mmeHTU(HUKATOP AIEKTPOHHON KON TOKYMEHTA.

3. TpeﬁOBaHI/IH K O(l)OpMJIeHl/IIO PEKBU3UTOB T10KYMCHTOB

3.1. T'ep6 PecnyOmmku bamkopTocTan momemniaroT Ha OJlaHKaX JOKYMEHTOB B
COOTBETCTBUH C MPABOBBIMU akTamu PecnyOnuku bamkoprocTaH.

3.2. Kox Yupexnenus npoctaBisitoT o Obmepoccuiickomy Kiaccuukaropy
npeanpustuid U opranusanuii (OKII10).

3.3.  OcHOBHO# TOCYyIapCTBeHHBIN peructpanuonubiii  Homep (OI'PH)
IOPUJIMYECKOTO JIMIA TPOCTABJISIOT B COOTBETCTBUM C JOKYMEHTAMH, BbIIaBAEMbIMU
HaJIOTOBBIMU OpPTaHAMMU.

3.4. VneHTuduKanMOHHBIA HOMEpP  HAJOTOIUIATEIBITUKA/KO  MPUYUHBI
noctaHoBkr Ha ydeT (MHH/KIIII) mpocTaBisioT B COOTBETCTBUHM C JOKYMEHTaMH,
BbIJIJaBAEMBbIMHU HAJIOTOBBIMU OpPTraHaMHU.

3.7. Kom d¢opMbl moKyMeHTa TpPOCTaBIAIOT 1o OO0mepoccuiickoMmy
KJaccu(uKaTopy yrnpasieHueckor qokymentauu (OKY [T).

3.8. HammenoBanue Y4UpexaeHUs IOKHO COOTBETCTBOBATh HANMEHOBAHHUIO,
3aKpEIJICHHOMY B €€ YUpPEIUTEIbHbIX JOKYMEHTAaX.

Han nHamMeHoBaHneM YUpeKIEHHS YKa3blBalOT COKPAIIEHHOE, a IIPU €ro
OTCYTCTBHH - TIOJTHOE HAMMEHOBAHUE BBIMIECTOSMICH opranu3anuu (Mpu ee HaJTU9HH).



HaunvenoBanue VYupexaeHUs T[e€YaTarOT Ha [JIBYX S3bIKaX: PYCCKOM U
OAIIKUPCKOM.

HaumeHnoBanue VYwupexaeHuss Ha TOCyJapCTBEHHOM s3blke PecmyOnuku
bamkoprocran (OamIKMPCKOM  SI3BIKE)  pacloyiaraloT HW)KE WM CIpaBa OT
HAaMMCHOBAaHUs Ha TOCYIapCTBEHHOM si3bike Poccuiickoit ®demeparuu (pycckom
SI3BIKE).

CokpallleHHO€ HauMEHOBAaHHME YUpeXIEHUsI MPUBOJAAT B TeX CIydasx, Koria
OHO 3aKpEeIUICHO B YUYPEAUTENbHBIX JTOKyMeHTax YupexaeHus. CokpallleHHOe
HauMeHOBaHUe (B CKOOKAxX) MOMEIAIOT HUYKE ITOJTHOTO WK 332 HUM.

3.9. CripaBouHbIe JaHHBIE 00 YUPEKISHUU BKIIOYAIOT B ce0s: TTIOUTOBBIN a/Ipec;
HOMep Telie)OHA U APYTHE CBEJACHUS 110 YCMOTPEeHUI0 YupexacHus (Homepa Gpakcos,
TEJICKCOB, CYETOB B OAHKE, aJIpec JICKTPOHHOHN TOYTHI U JIp.).

3.10. HawmeHoBaHme BHIA JOKYMEHTA, COCTaBJIEHHOTO WJIM W3IaHHOTO
Yupexaenuem, JODKHO OBITh OMNpPENENIeHO YCTaBOM U JOJBKHO COOTBETCTBOBATH
BUJIaM JIOKyMeHTOB, nipeaycMoTpenabiM OKVY /T (kmace 0200000).

3.11. JlaToit mOKyMeHTa SBJISETCS AaTa €ro MOIMUCAHUS WIH YTBEPKIACHUS, TS
NPOTOKOJa - JaTa 3aceqaHus (IPHUHATHS PEIICHHS), JUIS aKTa - jJara COOBITHS.
JIOKyMEHTBI, U3JaHHbIE ABYMs WM Oojiee OpraHu3alUsMH, NOKHBI UMETh OJIHY
(emuHyI0) NMaTy.

Haty nokymeHTa o(QOpMISIIOT apaOCKUMHU LHU(ppaMu B MOCIEA0BATEILHOCTH:
JIeHb Mecsila, mecsl, roia. JleHp Mecsua u mecsl OQOPMISIIOT ABYMsS TapaMu
apabckux 1udp, pa3eIeHHBIMUA TOYKOMN; TOJ - YEThIPbMS apaOCKUMU ITudpaMH.

Hampumep, naty 5 utons 2003 r. cienyet odpopmisats 05.06.2003.

Jlommyckaercs cimoBecHoO-1M(ppoBoit criocod odopmienus matel, Hampumep 05
utoHs 2003 r., a Takke 0pOpPMIICHHE JATHl B ITOCICAOBATEILHOCTH: TOJ, MECSII, ICHb
mecsia, Harmpumep: 2003.06.05.

3.12. PeructpanvoHHBIII HOMEp JOKYMEHTa COCTOWT W3 €ro IMOPSIAKOBOTO
HOMEpa, KOTOPBIA MOKHO JIOTIOJHATH MO YCMOTPEHUIO YUpeKACHUSI UHIEKCOM Jiefia
10 HOMEHKJIaType /e, UHPpopMaIuen 0 KOPPECTOHIEHTE, UCTIOJHUTENAX U JP.

PeructpaiuoHHBIE HOMEpP JOKYMEHTA, COCTABJIECHHOTO COBMECTHO JBYMS U
0oJiee OpraHu3alUsIMi, COCTOUT U3 PETUCTPAIIMOHHBIX HOMEPOB JOKYMEHTA KaXKIOU
U3 ATUX OpraHu3aluii, MPOCTaBIAEMBIX Yepe3 KOCYI0 4epTy B MOPSAKE yKazaHUs
aBTOPOB B JJOKYMEHTE.

3.13. Cchbuika Ha pEeruCTPaMOHHBIN HOMEP W ATy JOKYMEHTA BKIIIOYACT B Ce0s
PErUCTPAILIMOHHBIN HOMEP U J1aTy JOKYMEHTA, Ha KOTOPBIM T0JKEH OBITh 1aH OTBET.

3.14. MecTo coCTaBleHUS WU W3IaHUS JOKYMEHTa yYKa3bIBAIOT B TOM cllydae,
€CJIM 3aTPYAHEHO €T0 OIpeeieHUe 0 PeKBU3UTaM 'HanMeHoBaHue YupexaeHus' u
"CrpaBouHble JaHHbIe 00 VYupexaeHuu' . MecTo COCTaBICHUS WM H3IaHUS
YKa3bIBAIOT C YYETOM MPHUHATOrO aAMUHHUCTPATUBHO-TEPPUTOPUATHLHOTO JEJICHUS,



OHO BKJIFOUYAET B c€0sI TOJBKO OOIIETIPUHATHIE COKPAILICHHUS .

3.15. B kadectBe ajapecata MOTYT OBITh OpraHU3AINNH, HX CTPYKTYypPHBIE
noApas3feieHus, JOJDKHOCTHbIE WM (Quisnueckue auna. Ilpu aapecoBaHuu
JOKyMEHTa JOJDKHOCTHOMY JIMIy MHHUIMANBI YKa3bIBAOT Tepea  (aMuiiiei.
HavmMeHoBaHue oOpraHuzaiud U €€ CTPYKTYpPHOTO MOAPAa3ACiCHUs YKa3bIBalOT B
UMEHHUTEILHOM Tajaexe. Hanpumep (3mech W jmajgee npUMepbl HAMMEHOBAHUS
OpraHu3alui, UX CIIPABOYHBIC JAHHBIC U JIP. SBIISIOTCS YCIOBHBIMU):

Munroct Poccun
JlenapraMeHT UHGOpMATU3AIIII
Y HAyYHO-TEXHUYECKOT0 0OecreyeHus

JIOJKHOCTB JiHIla, KOTOPOMY aJpecoBaH JOKYMEHT, YKa3bIBalOT B JaTEIbHOM
najiexe, Harpumep:

['eHepanbHOMY TUPEKTOPY
OAO "CeBepHble peTUOHBI '
B.A. Jlarynuny

Wi
AO "DNeKTpOoLeHTPOMOHTAXK"
['maBHOMY Oyxrantepy
B.M. KoueToBy

Ecan nmokyMeHT OTHpaBisilOT B HECKOJIBKO OJHOPOJHBIX OpPraHu3alvil Uid B
HECKOJIbKO CTPYKTYPHBIX TMOJpa3JeNeHuii OAHOW OpraHu3aiuu, TO HUX CleayeT
yKa3bIBaTh 000OIIEHHO, HAIPUMED '

AJIMUHUCTpAIMU paliOHOB
MockoBckoi 00sacTi
JlomyckaeTrcss UEHTPUPOBATH KXYyl CTPOKY peKkBuU3uTa ' Ajnpecar’ Mo
OTHOIIIEHUIO K CaMOM JINTMHHOU cTpoke. Hampumep:
['maBHOMY penakTopy
N3parenbeckoro noma
"Menuanom”
H.B. Cemunoii

JIOKyMEHT He NOJKEH colepxaTh OoJiee yeThlpex aapecaroB. Cinoso "Komwus'
nepes BTOPbIM, TPEThUM, UYETBEPTHIM ajJpecaTaMu He YyKa3biBaloT. IIpu Oombiiem
YHUCJIE aJPEeCcaTOB COCTABISIOT CIIHMCOK PACCHUIKU JOKYMEHTA.

B coctaB pexBumsuta "Anpecar’ MOXeT BXOIUTH MOYTOBBIN ajpec. DIEMEHTHI
MOYTOBOTO aJ[peca yKa3bIBalOT B MOCJIEIOBATEIHLHOCTH, YCTAHOBICHHOW MpaBUJIaMU
OKa3aHusl yCJIYT OYTOBOM CBSI3H.

[Ipu agpecoBaHuy MUChMa B OpraHU3allMI0 YKa3bIBAIOT €€ HAUMEHOBAHUE, 3aTEM
MOYTOBBIN aJIpec, HAITPUMED:

['ocynapcTBEHHOE yUpEKICHUE



Bcepoccuiicknii HaydHO-HCCIEI0BATENBCKUI
WHCTUTYT JOKYMEHTOBEJCHUS U APXUBHOTO JI€JIa
[Tpodcoro3nas yi., 1. 82, Mocksa, 117393

[Ipu anpecoBanuu AokymeHTa (U3UYECKOMY JIMIY YKa3bIBAIOT (paMUIui0 U
VHUIMAJIbBI TOJIY4YaTelisl, 3aTEM MMOYTOBBIN aJApeC, HapUMED:

O6pasuosy O.IL.
yi. Camosas, 1. 5, kB. 12,
r. JIunku, KupeeBckuii p-H,
Tynbckas o6:., 301264

3.16. JlokymeHT yTBep)KHaeTcs pykoBoauteiaem  YupexaeHus. [lpu
YTBEPXKJECHUU JOKYMEHTa PYKOBOJHUTENIEM Tpu@d YTBEpPKIEHHUS JTOKYMEHTa IOJKEH
cocrosaTh u3 cinoBa Y TBEPIXKJIAIO (Oe3 kaBbIuek), HAUMEHOBAHUS JTOKHOCTH JIHIIA,
YTBEPXKIAIOMIETO JOKYMEHT, €ro MOANUCH, WHHUIMAIOB, ¢GaMWIUM U JaThl
YTBEPKACHUS, HAITPUMED:

YTBEPXIAIO

[Ipesuaent 3A0 "Pocrekctuip'
JInunag noanuce  B.A. Crenanos
JlaTta

Jlomyckaercs B pekBu3uTe '1'pud yTBEpKIEHUS TOKYMEHTa" W EHTPUPOBATH

3JIEMEHTBI OTHOCUTEIBHO CAMOM JJIMHHOW CTPOKH, HAIPUMED:
YTBEPXIAIO
['eHepasbHBIN AUPEKTOP
AQO "D1eKTpOHHBIE TEXHOJIOTHH
JInunas nognuce  JI.B. Ky3Henos
JlaTa

IIpn yTBepkI€HUM JOKYMEHTAa HECKOJbKHMHU JOJDKHOCTHBIMHU JIMIIAMH KX
MOAIKACH PACIIONAraloT Ha OJTHOM YpPOBHE.

IIpn yTBepkaEHUM JOKYMEHTA I[IOCTAHOBJIECHHUEM, PELICHHEM, IPUKA30M,
npotokosioM  rpud  yTBepxkaeHuss cocrour w3 cioBa  YTBEPXJ/EH
(YTBEPXIAEHA, VYTBEPXJIEHbI wm VYTBEPX/EHO), nHanMmeHoBaHMS
YTBEPKAAIOWIETO JOKYMEHTa B TBOPUTEIBHOM MaAeXke, €ro Jarbl, HOMeEpa.

Hampumep:
YTBEPX/IEH
pelieHrueM o01Iero coopanus
axronepos oT 05.04.2003 N 14
WITH
YTBEPXJIEHO
npukazoM BHUMJIA/I

ot 05.04.2003 N 82



I'pud yTBepKIeHUS JTOKyMEHTa pacrojaraloT B MpPaBOM BEPXHEM YIIIY
JOKYMEHTA.

3.16.1.TTomnexxatr  yTBEPKACHUIO TUPEKTOPOM  YUPEKICHUS  CICAYIOIIHE
TOKYMEHTHI:

- TapuUKALIHS.

- MTAaTHOE pacIUCaHue

- TUIaHBI PaOOTHI YUPEKICHUS;

- y4eOHbIH MIaH YupeKaeHUS;

- pacnuCaHUE 3aHSTUH;

- JIOKaJbHbIC HOPMATHBHBIC aKThI (ITOJIOKEHNUSA);

- WHCTPYKIIMH TI0 OXpaHe TPyJa,

- JIOJKHOCTHBIE MHCTPYKIIHH;

- rpaduKu AeKYypCTB.

3.17. Pesomrormisi, HamWCcaHHAs HA  JOKYMEHTE  COOTBETCTBYIOITUM
JOJKHOCTHBIM JIUIIOM, BKJIIOYAaeT B ceOs (haMminy, WHHUIHAIBI WCIIOJTHHUTEIEH,
coJiepykaHue MmopydeHus (mpu HEOOXOAMMOCTH), CPOK MCITOJIHEHUS, TTOINUCH U ATy,
HaIpuMep:

Mopo3zoBoii H.B.
®enoceeBoit H.A.

[Tpoury moAroToBUTH MPOEKT
norosopa ¢ KoHcalITHHroBo# rpynmon
"TEPMUKA" k 05.10.2003
JInunas noanuce
JlaTta
Honyckaercs oopMIIEHHE PE30TIOLUU Ha OTAEIBHOM JIUCTE.
3.18. 3aronoBok K TEKCTy BKIIOYAeT B ce0s KpaTKoe coaep:KaHHe JTOKYMEHTA.
3aroyi0BOK JOJIKEH OBITh COTJIACOBAH C HAMMEHOBAaHUEM BHJIA JOKYMEHTA.
3aroJI0BOK MOXET OTBEYaTh HAa BOIPOCHI:
o yem (o kom)? Hampumep:
[Tpuka3 o co3maHuu aTTeCTallMOHHOW KOMHUCCHH;
yero (koro)? Hampumep:
JIOTKHOCTHAs UHCTPYKUUS BEIYIIET0 3KCIepTa.
K Ttekcty nokymeHTOB, odopmileHHbIX Ha OnaHkax ¢opmara AD, 3arojioBoOK
JOIYCKAETCsl HE YKa3bIBaTh.
3.19. OT™MeTKy 0 KOHTpOJIE 3a MCIOJHEHHWEM TOKYMEHTa 0003HA4YaloT OYKBOM
"K", cmoBom mim mrammnom "KonTposb'.
3.20. TekcT mOKyMeHTa COCTAaBJISIIOT HAa TOCYAapCTBEHHOM si3bike Poccuiickoit
Qdeneparuu WM Ha TOCYAapCTBEHHOM si3bike PecmyOnuku bamikoproctan B
COOTBETCTBMM C 3aKOHOJATeNnbcTBOM Poccuiickoit ®Penepaunn u PecnyOnuku



bamxkoprocran.

TekcThl TOKYMEHTOB O(QOPMIISIIOT B BHUJE aHKETHI, TaOJUIbI, CBA3HOTO TEKCTa
WJIU B BUJIE COCTMHEHUS ITUX CTPYKTYP.

[Ipu cocrTaBieHMM TEKCTa B BHUJE AaHKEThl HAWMEHOBAHUS MPU3HAKOB
XapaKTEePU3yeMoro 00ObeKTa JOJKHBI ObITh BHIPAKEHBI UMEHEM CYIIECTBUTEIBHBIM B
MMEHHUTEJILHOM TMaJeXe WM CIOBOCOYETAaHMEM C TJIAroJioM BTOPOTO JIMIA
MHOKECTBEHHOIO 4YHCJa HACTOSIICIo MM mpomedmero Bpemenn (‘'mmeere”,
"paageere” wim "Obumn", "Haxomwauch" M T.A.). XapaKTEPUCTHKH, BBIPaKCHHBIC
CJIOBECHO, JIOJKHBI OBITh COTJIACOBAHBI C HANMEHOBAHUSIMU MTPU3HAKOB.

I'padpt 1 cTpoku TaGAUIBI AOJIKHBI UMETh 3aroJIOBKU, BBIPAKEHHbIE UMEHEM
CYILIECTBUTEIBHBIM B UMEHUTENbHOM Tajzesxe. [loazaronoBku rpad U CTpOK JOKHBI
OBITH COTJIACOBAHBI C 3arojioBkaMu. Ecim TaOnuily medararoT Oosee 4yeM Ha OJHOU
cTpaHule, rpadsl TaOMMIBI JOJKHBI OBITh MPOHYMEPOBAHBI W HA CIEAYIOIIMX
CTpaHUIaX JOKHBI ObITh Halle4aTaHbl TOJILKO HOMEpa ATUX rpad.

CBSA3HBIA TEKCT, KakK MPaBUJIO, COCTOMT M3 JIByX 4Yacre. B mepBoil udactu
YKa3bIBAIOT MPUYUHBI, OCHOBAaHUS, IIEJM COCTaBJICHUS] JOKYMEHTa, BO BTOPOM
(3aKJTIOYHMTEIPHOM) - PEMICHUS, BBIBOJBI, MPOCHOBI, MPEITOKEHUS, PEKOMECHIAIUH.
TekcT MOXeT cojepaTh OJHY 3aKIIOYHTEIbHYI YacTh (Hampumep, NpUKasbl -
pacropsiANTENBHYIO YacTh 0€3 KOHCTATUPYIOLIEH; MUChMa, 3asBICHUS - IPOCKOY 0e3
MOSICHCHUSA).

B Ttekcre nmoxkyMeHTa, MOATOTOBIECHHOTO HAa OCHOBAaHUU JOKYMEHTOB JIPYTHX
OpraHu3alMi WM paHee W3JAHHBIX JOKYMEHTOB, YKa3blBalOT HX PEKBU3UTHI:
HaUMEHOBaHUE JIOKYMEHTA, HAUMEHOBAaHUE OPraHU3allUM - aBTOpA JIOKYMEHTA, AaTy
JIOKYMEHTA, PErUCTPAIlMOHHBIN HOMEP IOKYMEHTA, 3ar0JI0BOK K TEKCTY.

Ecam TeKCT coaepUT HECKOJBKO PEIICHHH, BBIBOJIOB U T.HI., TO €r0 MOXHO
pa3OuBaTh Ha paslielibl, MOApa3Jeibl, MyHKTHI, KOTOPbIE HYMEPYIOT apabCKUMHU
nudpamu.

B nmoxymenTtax (mpukas, pacmopspkeHHe W T.0.), B T.4. aJpPECOBAHHBIX
PYKOBOJICTBY YUpexJeHHUs, TEKCT U3JIaraloT OT MEPBOIO JIMIAa €IUHCTBEHHOTO YKCIIa
("mpukaspiBar”, "npemiarato”, "mpomry").

B nokymeHTax KOJUIETHAbHBIX OPraHOB TEKCT M3JaraloT OT TPEThEro JuIla
enuHCTBeHHOTO yncia ("'mocranoniser”, "pemmi’).

B coBMecCTHBIX JOKYMEHTAX TEKCT U3J1aratoT OT MEePBOTO JIMI[a MHOXKECTBEHHOTO
yrcina ('npukassiBaem”, "pemim’).

TexkcT mnpoTOKONAa W3JAral0T OT TPEThETO JIMIA MHOXECTBEHHOTO 4YHhcia
("cnymanu", "BeicTynmm”, "noctanoBwim”, "pemm’).

B nokymeHTax, ycTaHaBIMBAIOIIMX IpaBa W OOA3aHHOCTU OpraHu3alui, HX
CTPYKTYPHBIX TMoOJpa3jeiieHuii (MoJIo)KeHWe, WHCTPYKIHKA), a TaKKe COAepKallux
OIMCaHUE, OICHKY (AaKTOB WU BBIBOABI (aKT, CIpaBKa), HUCIOJL3YIOT (GopMy



M3JI0KEHUS TEKCTa OT TPETHhEro JIMIa €IMHCTBEHHOI'O0 WM MHOXECTBEHHOI'O 4HCIa
("otmen ocymectBisser (GyHknuu"', "B cocTaB 0ObEAMHEHUS BXOMAT", "KOMHCCHS
ycraHoBuia').

B nuceMax ucnonb3yroT cienyromue GopMbl H3I0KEHUS:

- OT MIEPBOTO JIUIa MHOXECTBEHHOTO urcia ('mpocuM HampaBuTh', "HanpaBisieM
Ha paccMoTpeHue’);

- OT TIEPBOTO JIMIA €AUHCTBeHHOTO uncia (‘'cumraro HeoOXomumbIM", "mporry
BBIICIUTE");

- OT TPEThEro JuIla eIWHCTBEHHOro yucia ('MHHHCTEPCTBO HE BO3paXKaeT
"BHUUAJL cuutacT BO3MOKHBIM').

3.21. OTMeTKy O HaIWYWW TPUIOKCHUS, HA3BAHHOTO B TEKCTE MHCHMA,
0(pOpMIISIOT CIAEAYIOIIUM 00pa3oM:

[Tpunoxenue: Ha 5 1. B 2 9K3.

Ecnau nucsMo MMeeT mpuiioKeHHe, He Ha3BaHHOE B TEKCTE, TO YKa3bIBAIOT €ro
HAaWMEHOBAHUE, YUCJIO JIUCTOB M YHUCIO SK3EMIUISIPOB; MPHU HAIMYUM HECKOIBKHX
MPUJIOKEHUN UX HYMEPYIOT, HAlpUMED:

[Ipunoxenue: 1. [lonoxxenne o0  YmpaBieHUHM  PETHOHAIBLHOIO
KpEeIUTOBAaHMS Ha S J1. B 1 3K3.
2. [IpaBuna moAroTOBKH W OGOPMIICHUS JTOKYMEHTOB
VYrpaBneHust perMOHAIBLHOTO KPeIUTOBaHUs HA [ J1. B
2 9K3.

Ecau npunoxenust cOponitopoBaHbl, TO YHCIIO JTUCTOB HE YKa3bIBAIOT.

Ecaim k JokymeHTy mpuiaraloT JApyrol JOKYMEHT, Takke HMEIOUUl
MPUJIOKEHNUE, OTMETKY O HAJIMYUU MPUIIOKEHUST 0OPMIISIIOT CIEAYIOUUM 00pa3oM

[Tpunoxxenue: mucemo PocapxuBa ot 05.06.2003 N 02-6/172 w npuioxxeHue K
HEMy, BCeTo Ha 3 1.

Ecnu npunoxeHnue HanmpaBisiOT HE BO BCE YKa3aHHbBIE B JIOKYMEHTE ajpeca, TO
OTMETKY O €r0 HaJTU4UHu OPOPMIISIOT CIAEAYIOUUM 00pa3oM:

[Tpunoxenwue: Ha 3 JI. B 5 9K3. TOJIBKO B IIEPBEIH aapec.

B nmpunoxeHun K pactopsAMTEIbHOMY TOKYMEHTY (IIOCTaHOBJICHUS, IMPUKA3HI,
pacropspKeHus, MpaBuiia, HHCTPYKIIMH, TIOJIOXKCHHSI, PEIICHUsS) Ha IEPBOM €r0 JIUCTE
B IpaBoM BepxHeMm yriy numyt 'llpunoxenue N" ¢ ykazaHneM HauMEHOBaHUS
pPacIopsANTENHLHOTO JOKYMEHTA, €T0 AaThl U PErUCTPAIMOHHOTO HOMEpPa, HAIIpUMED:

[Mpunoxenne N 2
K npukasy Pocapxusa
ot 05.06.2003 N 319

HNonyckaercs Boeipaxkenue ' TIPUJIOKEHUE N" mnewatarb mNponucHbIMU
OyKBaMH, a TaKXe€ IEHTPUPOBATh ATO BBIPAKEHUE, HAUMEHOBAHUE JOKYMEHTA, €ro
JaTy W PETUCTPAIMOHHBI HOMEP OTHOCUTEIHHO CAMOU NJIMHHOW CTPOKU, HAIIPUMED:



IMPMJIOXEHUE N 2
K nipuka3y Munsznpasa Poccuu
ot 05.06.2003 N 251

3.22. B cocraB pekBm3uTa "lloanucek" BXomAT: HAMMEHOBAHUE JOHKHOCTH JIUTIA,
MOJIMUCABIIET0 JTOKyMEHT (TOJHOE, €Clu JIOKYMEHT OQOpMIICH He Ha OJaHke
JTOKYMEHTa, M COKpAIlleHHOE - Ha JOKyMeHTe, OpOpPMIICHHOM Ha OJaHKe); JIMYHas
MOJITUCH; pacIIU(PpOBKa MOANUCH (MHAIIAAIBI, (haMUJIHs), HAalpUMeEDp:
Buue-npe3uneHT Acconuanuu
PETUOHAIBHBIX NPEAIIPUATAN JInunas moanuck A.A. bopucos

WU Ha OJaHKe:
Bune-npe3unent JInyHasg noanuch A.A. bopucos

Jlonmyckaercs B  pekBuzute lloamuce"  1eHTpUpOBaTh HAUMEHOBAHUE
JOJKHOCTH JIMIA, TOAIUCABIIET0 JOKYMEHT, OTHOCUTEIBRHO CaMOM INIMHHOM CTPOKH.
Hampumep:

HNcnonHutenpHbIN JUPEKTOP JInunas noanucey H.A. ®enopos
3A0 "IlapTtHep”

[Ipu opopmiieHNU JOKyMEHTa Ha OJIaHKE JOXKHOCTHOTO JIUIA JOJIKHOCTh 3TOTO
JIALA B TIOAIIACHU HE YKa3bIBAIOT.

[Ipy mnoamucanuu [OOKYMEHTA HECKOJIBKMMHU HOJDKHOCTHBIMU JIMIAMH HMX
MOAIKACH PACIIONArarT OAHY O] IPYroil B MOCIEA0BATEILHOCTH, COOTBETCTBYIOIIEH
3aHUMAEMOM JTOJKHOCTH, HAIIPUMED:

JIMpeKTOp UHCTUTYTA JInunas noanuck M.B. Jlapun

['maBHbI OyxTantep JInunas noanucey 3.B. Mapssm
[Ipy noanucaHvy TOKYMEHTA HECKOJIBKMMHM JMIAMH PABHBIX AOJLKHOCTEW HX
MOJIKCH PACIIONAraroT Ha OJJTHOM YPOBHE, HAITPUMED:

3aMeCTUTENb TUPEKTOPa 3aMeCTUTENb JUPEKTOPA
10 HAy4YHOU paboTe 0 HAy4yHOU paboTe

JInyHasg noanuch I0.I'. lemugoB JInunas noanuck K.M. UrnarbeB

[Ipy moammcaHnwy COBMECTHOTO JOKYMEHTa TEPBBIA JIUCT OPOPMIISIIOT HE Ha
OJaHKe.

B nmoxymeHTax, COCTaBIICHHBIX KOMHUCCHEH, YKa3bIBAIOT HE TOJDKHOCTH JIHII,
MOIMMHUCHIBAIOIINX JOKYMEHT, & UX 0053aHHOCTH B COCTaBE KOMUCCHUU B COOTBETCTBUU
C pacmupeelIeHIueM, HallpuMep:



[Ipencenarens komMuccumn JInanast moanucey B./1. banactokeBnu
YJi1eHbI KOMHUCCUH JInuHas moaAnmMch A.H. CoxkoBa

JInunasg moanuch A.C. KpacaBuH

JInuHas moanuck O.N. PrickoB

3.23. I'pud cormacoBanust moxkymeHTta coctout u3 cioBa COINTACOBAHO,
JO/DKHOCTH JIMIA, C KOTOPBIM COTIJIACOBAaH JOKYMEHT (BKJIFOYas HAWMMCHOBAHUEC
OpraHu3allii ), THYHOM MOAMKUCH, PacIiu(GpPOBKHU MOANKCH (MHALIKAIOB, (paMUINK) U
JaThl COTJIaCOBaHHUS, HAIIPHMED:

COI'JTACOBAHO

Pextop ®uHaHCOBOM akajieMuun
nipu [IpaButensctBe Poccuiickoit @enepauuu

JInanas moanuce A.l'. I'psizHOBa

Jarta
Ecaum cornacoBaHue OCYHIECTBISIOT MHUCBMOM, MPOTOKOJIOM U Jp., Tpud

corjlacoBaHusi OPOPMIIAIOT CIAEAYIOIIUM 00pa3oM:
COI'JTACOBAHO

IInucemo Poccuiickoit akageMun
MEIUIUHCKAX HAYK
ot 05.06.2003 N 430-162
TN
COI''TACOBAHO

[Iporokon 3acenanus [Ipasnenus
Poccuiickoil rocy1apcTBEHHOM
cTpaxoBoi komnanuu 'Pocrocctpax”
ot 05.06.2003 N 10

3.24. CormnacoBanue MOKyMeHTa O(GOPMIISIOT BH30M COTJIACOBAHUS JOKYMEHTA
(manmee - BH3a), BKJIIOYAMOIIECH B ce0s IMOANMKUCH W JOJKHOCTH BH3HPYIOIIETO
JTOKYMEHT, pactu(poBKy TOAMUCH (MHUIUATBI, (aMUIMIO) W JIATy ITOAMHACAHUS.
Hampumep:



PykoBoguTenb FOpUAUUYECKOTO OTIEIIA
JIndnast moanucey A.C. Opnos
Jata
[lpn Hamuuum 3amMedyaHUN K JIOKYMEHTY BHU3Y OGOPMIISIIOT CIEAYIOIIUM
00pa3oM:

3aMeuaHus MPUIararoTcs

PykoBoguTenb FOpUAUUECKOTO OTIEIIA

JIndnast moanucey A.C. OpnosB
Jata

3aMeyaHUsl W3JaraloT Ha OTACJIBHOM JIMCTE, MOAINKCHIBAIOT M MNPUJIAraroT K
JOKYMEHTY.

JUie  NOKyMeHTa, NOJJIMHHUK KOTOPOrO OCTaeTcsi B OpraHu3alMH, BU3BI
MIPOCTABJISAIOT B HUKHEN YaCTH 0OOPOTHON CTOPOHBI MOCJIEIHET0 JUCTa MOAJIMHHNAKA
JTOKYMEHTA.

JInis TOKyMeHTa, MOAJUHHHK KOTOPOTO OTMPABISIOT W3 OPraHU3AllNH, BU3BI
MPOCTABIISIOT B HYKHEH YacTH JTUIEBOM CTOPOHBI KOMMH OTIPABIISEMOTO TOKYMEHTA.

Bo3moxkHO oopmiieHne BU3 JOKYMEHTa Ha OTAEJIBHOM JINCTE COTJIACOBAaHUS.

Jlonyckaercd, 1O YCMOTPEHHIO OpraHU3alMM, IMOJHUCTHOE BU3UPOBAHUE
JOKYMEHTA U €r0 MPHI0KEHUS.

3.25. OTTHCK TMeuaTH 3aBepsieT MOAIUHHOCTD MOANUCH JOJHKHOCTHOTO JIMIIA Ha
JOKYMEHTAaX, yJIOCTOBEPSIOIIMX IpaBa JUl, (UKCUPYIOIUX (akKThbl, CBI3aHHBIE C
(UHAHCOBBIMH CpEACTBAMHM, a TAK)KE€ HAa MHBIX JOKYMEHTax, MPEeayCMaTPUBAOIIUX
3aBEPEHUE MOJJIUHHOMN MOANHUCH.

JIOKYMEHTBI 3aBEpPAIOT MeYaThi0 OpraHU3aluu.

3.26. Ilpu 3aBepeHUH COOTBETCTBUS KOMHH JOKYMEHTa MOATUHHUKY HIDKE
pekBusuTa "l[loanuce" NPOCTaBIAIOT 3aBEPUTEILHYIO HAANUCH: 'BepHO"; MOIKHOCTD
JIMIIA, 3aBEPUBIICTO KOMHIO; JHYHYIO TOIIUCH; paciu(poBKy moanucu (MHUAIUAIBI,
(bamuio); naty 3aBepeHus, HampuMep:

Bepno

NucnexTop ciiyk0bl KaJapoB JInunas noanucey T.C. JleBueHKO

Jarta
JlonmyckaeTcsd KONMIO JOKYMEHTa 3aBEpATh I[€YaThl0, OIpPEIeIsIeMOl Mo



YCMOTPEHUIO OpraHu3aluu.

3.27. Ormerka 00 WCHOJHHUTEIEC BKIIOYAET B ce0s WHUIUANB U (DaMIIHIO
UCIIOJHUTENST JOKyMEeHTa U HoMep ero Ttenedona. OTMeTky 00 HCHOJHUTENE
pacrnojiaratoT Ha JUUEBOM WM 0OOPOTHOM CTOPOHE IMOCJIEIHEr0 JUCTA TOKYMEHTa B
JIEBOM HIKHEM YTy, HAPUMED:

B.A. KyxoB

924 45 67

3.28. OTtmeTka 00 WCTOJHEHWH JOKYMEHTAa W HaIpPaBICHUU €ro B JEN0
BKJIFOYAaEeT B ce0S CIEMyIONINE JaHHBIE. CChUIKY Ha JaTy W HOMEP TOKYMEHTA,
CBUJIETEIIBCTBYIONIETO O €0 WCIOJHECHUW, WJIH TIPH OTCYTCTBHUU TaKOTO JOKYMEHTA
KpaTKue CBelleHHs] 00 MCIONMHEHUH; clioBa "B neno''; HoMep Aena, B KOTOpOM OyneT
XpaHUTHCS TOKYMEHT.

OtmeTka 00 WCTHONHEHWH JOKYMEHTa W HAMNpaBIGHWH €ro B  JIEJO
MOJMUCHIBACTCA W JATUPYETCS HWCIONHHUTENEM JTOKYMEHTa WM PYKOBOIUTEIEM
CTPYKTYPHOTO TTOIpa3iesIeHNs], B KOTOPOM HCITOJTHCH JOKYMEHT.

3.29. OtrmeTrka O TIOCTYIUICHHMH JOKYMEHTa B OpPTaHU3AINMIO COJCPKHUT
OUYEPeTHOW TOPSAKOBBIA HOMEpP W JaTy TMOCTYIUICHHS JOKyMeHTa (mpu
HEOOXOAMMOCTH - Yachl U MHHYTHI).

JlormmyckaeTcss OTMETKY O MOCTYIUICHUU JOKYMEHTA B OPTaHU3AIUIO MIPOCTABIISTH
B BHJIC IIITAMIIA.

3.30. UnenTndukatopoM 3IEKTPOHHONW KOMMHUH TOKYMEHTA SBJISETCS OTMETKa
(KOJIOHTHUTYJI), MPOCTABIIIEMasl B JICBOM HUKHEM YTy Ka)KIOW CTPAHMIIBI JOKYMEHTA
W cojepikaiias HauMeHOBaHWeE (ailijla Ha MAaIlIMHHOM HOCHTENE, ATy U Jpyrue
MTOVICKOBBIC TAHHBIE, YCTAHABIIMBAEMBIC B OPTaHU3AIIHH.

4. TpeGoBanus K 0JJaHKaM JJOKYMEHTOB

4.1. JIOKyMEHTbI M3rOTaBJIMBAIOT Ha OJIAaHKAX.

YcTaHaBIMBAIOT JBa CTAHIAPTHBIX (hopMaTta OJaHKOB JTOKyMeHTOB - A4 (210 X
297 mm) u A5 (148 x 210 mm).

Kaxnplii nuct nokyMeHTa, opOpMIICHHBIM Kak Ha OJaHKe, Tak U 0€3 Hero,
JOJKEH UMETh MOJIsl HE MEHEe:

20 MM - 11eBOE;

10 mm - mpaBoe;

20 MM - BepxHee,

20 MM - HIDKHEE.

4.2. bnaHku JOKYMEHTOB CJI€IyeT U3rOTaBIUBaTh Ha Oenoil Oymare winm Oymare
CBETJIBIX TOHOB.

4.3. bnanku NOKyMEHTOB O(OPMIISIIOT B COOTBeTCTBUU C llpumokenmem 1.



OpuEHTUPOBOYHBIC TpaHUIIBI 30H PACIOJOXKEHHS PEKBU3UTOB 0003HAYCHBI
nyHkTHpoM. Kaxknmas 30Ha ompeaensieTcss COBOKYMHOCTBIO BXOJSIIMX B Hee
PEKBU3UTOB.

4.4. B 3aBUCUMOCTH OT pACHOJIOKEHUSI PEKBU3UTOB YCTAaHABIMBAIOT JBa
BapraHta OnaHkoB - yrioBoi (Ilpunokennme 1 pucyHok A.l) W TPOAOIBHBIN
(ITpunoxenne lpucyHok A.2).

4.5. PexBuszur 01(02 wmm 03) pacmosjararoT Haj CEepPeIWHON pPEKBU3UTA
08.PexBusut 03 momyckaeTcst pacnoyiarath Ha ypoBHe pekBuszuta 08.

Pexsusuter 08,09,10,14, orpannuntenbHble OTMETKH JJ1 pekBu3uToB 11,12,13 B
npejenax rpaHul] 30H PacIolOKEeHHs] PEKBU3UTOB pPa3MElaloT OJJHUM U3 CIIOCOOOB!

- ICHTPUPOBAHHBIM (HAYaJI0 W KOHEI[ KaXJIOH CTPOKH PEKBU3UTOB DPABHO
yIaJICHBI OT TPAHUI] 30HBI PACIIOJIOKCHUS PEKBU3HUTOB);

- (hnaroBeIM (Kaxkaasi CTPOKA PEKBU3MTOB HAYMHACTCS OT JICBOH TPaHUIIBI 30HBI
PacIoNOKCHHS PEKBU3UTOB).

4.6. Jlis opraHu3aiiiy, €€ CTPYKTYpPHOTO MOIPa3ACICHHs, TODKHOCTHOTO JIUIA
YCTaHABJIUBAIOT CJICIYIONINE BUIAbI OJJAHKOB JOKYMEHTOB:

- 00mMii OJaHK;

- OJIaHK ITMCHMA,

- OJJaHK KOHKPETHOTO BUJA JOKYMEHTA.

4.7. O6muit OIaHK UCTOJB3YIOT JJISI U3TOTOBJICHUS JTIOOBIX BUJOB TOKYMEHTOB,
KpOMe MHChMa.

OO6muit 01aHK B 3aBUCUMOCTH OT YUYPEAUTENbHBIX JTOKYMEHTOB OpPTraHU3alNU
BKItouaeT B ce0s pexu3uthl 01(02 unu 03),08,11,14.

brnank nuckMa B 3aBUCUMOCTH OT YUPEIUTEIbHBIX JOKYMEHTOB OpraHU3alluu
BKItouaeT B ce0st pexBu3uThl 01(02 mm 03),04,05,06,08,09 u, npu HE0OXOUMOCTH,
OTPAaHUYUTEIbHBIE OTMETKU MJii BEPXHUX TPAHUI] 30H PACIOIOKEHUS PEKBU3UTOB
11,12,13,14,15,17,18,19,20.

brank KOHKpeTHOro BHAA JIOKYMEHTa, KpPOME IMHChMa, B 3aBUCUMOCTU OT
YUPEIUTEIbHBIX JOKYMEHTOB OpraHM3aiuy BKitodaeT B ceOs pekBu3uThl 01(02mm
03),08,10,14 u, npu HEOOXOAMMOCTH, OrPAaHHUYHMTEIbHBIC OTMETKH JIS T'PAHUI] 30H
pacmonoxenus peksusuton 11,12,13,18,19.

4.8. Jlns oprarm3anuii cyosektoB Poccuiickoit denepariuu, UMEIOMNX HAPSITY C
rOCYJIapCTBEHHBIM sI3bIKOM Poccuiickoin @enepauuu TOCYIAPCTBEHHBIA  SI3BIK
cyorekTa Poccuiickoit ®denepauun, 1e1ecoo0pa3HO HCHOJb30BAHUE MPOJIOTHHOTO
Onanka; mpu 3toM pekBusnThl 08,09,14 meyararoT Ha ABYX s3bIKaX: pycckoM (ciieBa)
Y HaIlMOHAJILHOM (CIIpaBa) Ha OJTHOM YPOBHE.

4.9. Tlpn u3roToBICHUN AOKYMEHTOB Ha JBYX W OOJiee CTpaHHIAX BTOPYIO U
MOCJEAYIOIINE CTPAHUIIBI HYMEPYIOT.

Howmepa cTpanull mpocTaBisiOT HOCEPEIUHE BEPXHETO MOJIS JIUCTA.



5. Ilopsinok MOArOTOBKY MPOEKTOB IOKYMEHTOB
5.1. TlpoekTsl pacmopsbKeHHM, MpPUKA30B pa3padaThIBaAlOTCS  KOHKPETHBIMU
JOJDKHOCTHBIMU JIMIIAMU B COOTBETCTBUU C MOPYYEHHUEM PYKOBOAUTEIS WA B
WHUIIMATUBHOM TMOPSIJIKE.

5.2. IlepBeiii dK3eMIULIp TPOEKTa  BHU3UPYETCA  JODKHOCTHBIM  JIUIIOM,
pa3paboTaBIIUM JaHHBIN MPOEKT.
5.3. TekcThl pacniopspDKEHUH, TPUKA30B, KaK MPaBUIIO, COCTOSAT U3 KOHCTATHPYIOICH
U PacHopsSIUTENIbHONW YacTu. B KOHCTaTUpyIOIIel YacTu U3nararoTcs ey U 3aj1adyu
MPEANUCHIBAEMBIX IEUCTBUU. ECiIM OCHOBAaHMEM pPACIOPSAUTEIILHOTO JTOKYMEHTA
SBJISIETCS 3aKOHOAATEbHBIN aKT, HOPMAaTUBHBIN WM PacTIOPSAIUTEIbHBIA TOKYMEHT,
TO B KOHCTAaTUPYIOUIEH YacCTH YKa3bIBAE€TCS aBTOP JOKYMEHTA, Ha3BaHUE JIOKYMEHTA,
JaTa, HOMEpP W 3arojoBOoK. B mIyHKTax pacnopsauTeIbHON 4YacTH YKa3bIBAIOTCS
WCTIOJIHUTENM, JEUCTBUS U CPOKM HCIIOJHEHUs IMPEANojaraeMblx IeUCTBUU. B
MOCJIEHEM MYHKTE PACHOPSAIUTENbHOM 4YacTH JIOKYMEHTa HEOOXOAMMO YyKa3aTb
JOJKHOCTHOE JIMIIO, HA KOTOPOE BO3JIaraeTcs KOHTPOJIb 32 UCIIOJTHEHUEM JOKYMEHTA
B IICJIOM.
5.4. [lpukasbl AeNnsITCS HAa TPU BUJIA:

— MpUKa3 MO JUYHOMY COCTaRBY,

— I10 OCHOBHOM JESITCIbHOCTH,

— MO JIETSAM.

5.4.1. K mpukazam Mo JHWYHOMY COCTaBy OTHOCATCS IPHUKa3bl IO IPUEMY,
YBOJBHEHHUIO,  IEPEMEIICHUI0  (COBMEHICHWIO  JOJDKHOCTEH)  COTPYIHHUKOB,
MPEAOCTABICHUIO JIIOOBIX BUJIOB OTITYCKOB, MPUCBOCHUIO KATETOPUN B pe3yibTaTe
arrectanuu. K JaHHBIM TIpHKa3aM clielyeT OTHECTH BCE IMPHUKAa3bl, BIUSIONINE Ha
YCTAHOBJICHUE CPOKOB HA4YUCJIEHUA M pa3Mepa NeHcui Jroboro Buma. OOsi3ateneH
rpud O3HAKOMJICHUSI COTPYJHHMKAa C JIOKYMEHTOM. Mexay [arod mpukasa u
O3HAKOMJICHHSI COTPYJHUKA C HUM MOXET MPOUTH He OoJiee S AHEH.

5.4.2. K npuka3aM 1o JeTssM OTHOCSTCS .

— MPUKA3bl O 3aYUCICHUH, IEPEBOJ, BOCCTAHOBJIEHUE, OTYUCIICHUH,
— cMeHe pammniy,

— BBIE3I;

— BBIXO/I.

5.4.3. K mpukazam 1m0 OCHOBHOW MAESITEILHOCTH OTHOCSITCS BCE OCTaJbHBIE
MIPUKA3BI.

5.5. [IpoexThl pacnopsSIUTENbHBIX JIOKYMEHTOB TIE€PEAAlOTCd Ha TMOJNHUCH
PYKOBOJUTENIO Yepe3 CeKpeTapsi, KOTOPhIM HECET OTBETCTBEHHOCTh 3a MPABUWIBHOCTD
ux odopmieHus. Kaxaplii cocTaBuUTENb PACHOPSIUTEIBHOIO JOKYMEHTa JOJKEH
MPEeACTAaBUTh TUPEKTOPY €ro MPOEKT 3a OJIUH JI€Hb A0 MOMHUCAHMUS.

5.6. PacmopsauTenbHble NTOKYMEHTHI HYMEPYIOTCS TOPSIKOBEIMH HOMEpamMu B
npejenax KajleHAapHOro roja.

5.7.1IpoTOK0J — JIOKYMEHT, B KOTOPOM (PUKCHUPYIOTCS OOCY>KJEHHE BOIPOCOB U
MPUHATBIE PEIICHUSI Ha COOpaHUAX, COBELIAHMSX, KOH(PEPEHUHUSIX U 3acCeaHusiX
KOJUIETHAJIBbHBIX OopraHoB. [IpoTokon odopmisierca Ha obuiem Onanke. /[ata u Mecto
COCTaBJICHUS JOJKHBI COOTBETCTBOBATH ATE U MECTY MPOTOKOIUPYEMOTO COOBITHSI.



Ecau mportokonupyeMoe coObITHE JJIMIOCh HAa MPOTSHKEHUU HECKOIBKUX JTHEH, TO
BO3MOXHO yKa3aHHWe NaThl cieayromuM oopaszom: 12-15.07.2004. Tekct mpoTokoia
COCTOMT U3 ABYX YaCTEH:

— BBOJHOM

— OCHOBHO1.

5.7.1. B BBOAHOM YacTH YKa3bIBAIOTCA MpeAceaaTesib, CEKpeTapb, KOJUYECTBO
MPUCYTCTBYIOIIUX, MPUTTAMIEHHBIX C YKa3aHUEM JOJDKHOCTU U MeCTa padoThl,
noBectka JAHsA. Ha pacimidpeHHbIX 3acelaHusix C€ OOJBIIUM  YHCIOM
MPUCYTCTBYIOIIUX UX COCTaB YKa3bIBACTCA KOJWYECTBEHHO, a MO(aMUIbHBIN
CIIMCOK TpWjaraeTcs K MPOTOKONIY, O 4YeM JelaeTcsi COOTBETCTBYIOIAS
nomeTtka. Hanmpumep:

[MpucyrcTBoBanu: 43 yeioBeka (CIUCOK MPUITATacTCs).

5.7.2. OcHOBHasE 4YacTh TPOTOKOJA COCTOMT W3 Pa3AelioB, COOTBETCTBYIOIINX
MyHKTaM TOBECTKH JHSA. TEKCT KaXXIO0Tro W3 pa3/ielioB CTPOUTCS MO CXEME:
CJIYUIAJIH, BBICTYIIWUJIA, TIOCTAHOBWJIN (PELINJIN).

Jloknaapl, pemieHus mpuiararoTcs K mpoTtokody. IIpoTokon moamnuchiBaeTcs
npejceaTeIeM U CEKpPeTapeM.

5.8.  AKT — JOKYMEHT, COCTaBJICHHBIM HECKOJBKUMU JUIIAMHU U TIOATBEPKIAFOIITI I
YCTAaHOBJICHHBIN (aKT, cOOBITHE, JEHUCTBHE. AKT MOXET OBITh COCTaBIIEH KaK
KOMHCCHUSIMH, TaK U HECKOJIbKUMHU JIOJ>KHOCTHBIMU JIMIIAMHU.

5.8.1. AKTEI OBIBAIOT HECKOJIBKHUX BHUIOB!:

— O HapYUICHUSIX TPYJOBON U (PUHAHCOBOU AUCIUTIINHBI
— 0 HapyUIeHUSAX TpeOOBaHUM OXpaHbI TPY/A;

— 00 y4deTe U XpaHEHUU MaTepUaIbHBIX IEHHOCTE;

— 10 JeTONPOU3BOACTBY

—H Jp.

5.8.2. Axt odopmieTcss Ha oOmem Onanke. Jlata W MecTO CoOCTaBJICHUS,
MpoCTaBisieMble B OJIaHKE aKTa JOJKHBI COOTBETCTBOBATH JaT€ M MECTY
aKTUPYyeMOro coObITHs. TeKCT akTa JeTUTCs Ha TPU YacCTH:

— BBeneHnue,
— KoHcTaTupyromas 4acTs;
— BrIBOJHI.

5.8.3. Tekct BBemeHus BO Bcex akTax ¢opmanmm3oBaH. B Hem yka3biBaeTcs
OCHOBAHUE JUIsl COCTABJICHUE aKTa, MEPEUUCISIOTCS JUIA, COCTABIAIONIUE aKT
(MOTyT OBITH yKa3aHBI U MPHUCYTCTBYIOIIME MPH 3TOM Jinia). HauuHaeTcs 3ta
gacTh  ciaoBoM  «OcCHOBaHME» €  YKa3aHMEM  4Yepe3  JBOETOYHE
pacropsiAUTENHLHOTO JOKYMEHTa B MMEHHUTEIBHOM MajexXe, ero jara, HOMep,
3aroioBok. Jlamee mnumercs «CocTaBlieH» M MEPEUUCTSAIOTCS (aMUIUU C
WHUIIMAIAMU COCTaBUTENIEd akTa JHOO MPUBOJUTCS COCTaB KOMUCCHUU U
MPUCYTCTBYIOIINX B alipaBUTHOM MOPSIAKE.

5.8.4. B xoHCTaTUPYIOIIEH YacTH M3JIararoTCs IIeNd, 3aJa4d M CYIIECTBO pPadOTHI,
MPOJICIAaHHONW COCTaBUTENSIMU aKTa, €€ pe3ynbTaThl. Pe3ynabTartbl paboOThbI
MOTYT OBITh IPEACTABJIEHBI B BUJI€ TAOIUIIBI.



5.8.5. 3akmounTenbHas 4acTh He oOs3aTenpHa. B Hell nmenmaroTcs BBIBOABI WIIH
narorcs pekoMeHnganuu. [locie Tekcta nepen mognUCcsAMU MpU HEOOXOIUMOCTH
YVKa3bIBAIOT  KOJIMYECTBO  COCTABJIEHHBIX JK3EMIUIIPOB aKTa M HX
MecTOHaxoxaeHue. HekoTopele BUIOBI aKTOB TPEOYIOT  yTBEPKIACHUS.
Hamnpumep, akT O BBIIEIEHUHM K YHUYTOXKEHHUIO TOKYMEHTOB M Jel. AKT
MOJINKCHIBAETCA MPEACENATENEM U BCEMU YWIEHAMH KOMUCCHH.

5.9. BpInuckH W3 NPHUKA30B, pPACIOPSKCHUH, TMPOTOKOJIOB, aKTOB U JIp.
opopmisitorcs Ha 0OmMX OnaHKax JOKYMEHTOB C YyKa3aHHEM BCeX
HEOOXOIMMBIX PEKBU3UTOB. M3MeHseTcs HauMMEHOBaHHE BHJA JOKYMEHTA:
«Bpimucka u3 mnpukasza, pacnopsbkeHus W Jp.» Eciu B pacnopsauTebHOM
JOKYMEHTE NpPHCYTCTBOBaja KOHCTATUPYIOLIAs YacTh, TO €€ HeoOX0IMMO
yKa3aTb M B BbIIUCKE. B pacnopsauTenbHOM YacTH MHILETCS TOJIBKO
HEOOXOIMMBI NYHKT JOKYMEHTa C YKa3aHHeM IOpsSAKOBOro Homepa. B
MIPOTOKOJIE WM aKT€ YKa3bIBAE€TCS TMOBECTKA JHA U HEOOXOIUMBIA IMYHKT
NPOTOKOJIA, aKTa C IMOPAJKOBBIM HOMEPOM. BpIMCKM U3 IpuKasa,
pacnopsbKeHus, NpPOTOKOJA, aKTa He TMOJNUCHIBAIOTCS IpeceaaTelieM,
CEKpeTapeM WJIU YJeHaMU KOMHUCCHUH, a 3aBEPSIIOTCS CEKpPETapeM, TUPEKTOPOM
nnu 1O nupexropa.

5.10. [dokaaaHasi 3amMcKa — JOKYMCHT, aJpECOBAHHBIA PYKOBOAWTEIIO TAHHOTO
WU BBIIECTOSIETO YUPEXKJACHUS U MHMOPMUPYIOIMIUA €ro O CIOXKUBILIEHCS
CUTyalluu, UMEBIIIEM MECTO SBJICHUU WM (akTe, O BHIMOJIHEHHOU paboTe, a
TaK)Xe CoJiepKallleld BBIBOABI U MPEJIOKEHUS COCTaBUTENSI. TEeKCT NOKIaaHOU
3aMMCKU JEJUTCS Ha JBE YaCTH.

—DB nmnepBo#, KOHCTaTUPYIOIIEH WM OIHKCATEIbHOM, OIHMCHIBACTCA
cCUTyanus,
— BO BTOPOM M3JIArartoTcs MPeaJIoKEeH!s], IPOCHOBI.

TexcTty JOKIamHON 3amucku  0O0sA3aTENbHO MPEAIIECTBYET  3aroJjloBOK,
HAaYMHAIOUIMIICS C Tpemaiora «o», «o0». BHyTpeHHss [okjagHas 3amMcka
opopmIisieTcs: Ha MPOCTOM JIUCTE OyMaru ¢ BOCIPOM3BEICHHEM PEKBHU3UTA OJIaHKA.
BHemHue noknaaHble 3anMCKA 0OQOPMIISIFOTCS Ha O0IIMX OJaHKax M MOAMHUCHIBAIOTCS
TUPEKTOPOM.

5.11. O0bsicHUTeIbHASL 3alUCKa — JOKYMEHT, HOSCHSIOIMN CcoJepKaHue
OTJIENIbHBIX TMOJOKEHUI OCHOBHOI'O JOKYMEHTA WJIH OOBACHSIOMIUA TPUUUHBI
Kakoro-mubo coOwiTusi, ¢akra, mnocTynka. OObSCHUTENbHBIE 3alUCKH,
MOSICHSIOLME COJEPKaHUE OTAEIbHBIX MOJIOKEHUI OCHOBHOTO JIOKYMEHTA,
opopmIsItoTCA Ha 0011eM Onanke yupexaeHus. OObICHUTENbHBIE 3aIIUCKHU 110
MOBOJY KaKUX-TMOO MPOUCIIECTBUHM, CIOXKHUBIIUXCS CUTyallUid, MOCTYNKOB U
MOBEJICHUSI OTACIBHBIX PAOOTHUKOB O(POPMIISIIOTCS Ha YUCTBIX JILCTaX Oymaru
C BOCIPOU3BE/ICHUEM PEKBU3UTOB OJIaHKA U MOJIUCHIBAIOTCS COCTABUTEIIEM.

5.12. 3asBaenusi ohOpMIIIIOTCS B PYKONMHUCHOW (opme ciemyromuM o0pa3oM: B
JIEBOM BEpXHEM YIIy YKa3bIBa€TCs JOKHOCTh, HWHUIMANBI U (HamMuius
YeJIOBEKa, KOTOPOMY aIpECOBAHO 3asIBICHHE. 3asBICHHUE IMUILIETCS HA UMS TOTO
JOJDKHOCTHOTO JIMLA, KOTOPOE OTBEYAET 3a JaHHBIA BONPOC B TAHHBIII MOMEHT
BpeMeHU. Ecin 3adBieHHEe MOCTymaeT oOT COTPYJHUKA YUPEKICHUS,
yKa3bIBaeTCs UMsl, (paMHIIUs, OTYECTBO MOJTHOCTHIO, JOJKHOCTh COTPYJIHUKA B



pOAMTENIbHOM Tajexe Oe3 mpejora «or». Ecnu 3asBlieHHE MOCTyHaeT OT
(du3myeckoro JauI@A, YKa3blBa€TCS €ro uMs, OT4YecTBO, (amwius, ajapec,
tenedon. [lamee mnuiercss HaUMEHOBAHWE JOKyMEHTa 0€3 KaBBIUEK C
MPOMUCHON OYKBBI C TOUKOW. TeKCT 3asiBJICHUS MOXKET ObITh MPOU3BOIBHBIN.
[locne TekcTta B JIEBOM YIUIy YKa3bIBaeTCA JaTa HANUCAHUS 3asBIICHUS, B
MPaBOM YTJIy CTAaBUTCS TOAMUCH COCTABUTEIIS.

3asiBlIeHUs HA OTTYJIbI, OTIYCK 0€3 COXpaHEeHUs 3apa0O0THON TUIAThl BUSHPYIOTCS

TAPEKTOPOM Y UPEKIACHUSA.

6.Ilopsaok MPOXOkKAEHUS TOKYMEHTOB BHYTPH y4pesKIeHus
6.1. Peructparus JOKyMEHTOB
6.1.1. Peructpamus mokymeHta — (ukcanus pakra CO3MaHUS WU MOCTYIUICHUS B
YUpEXKJCHUE JIOKYMEHTa IyTeM MPOCTABICHUS Ha HEM TMOPSAKOBOTO HOMepa
(HaumHasi ¢ HayaJia KaJCHIApPHOTO T0Jla) W JaThl C MOCISAYIOMEH 3alHChio
HEOOXOJUMBIX CBEICHHM O JIOKYMEHTE B PErUCTPAIlMOHHBIX >KypHauIax s
UCXONAIIEeN OKYMEHTAllud WM B PETUCTPALMOHHBIX KapTOYKaX i BXOJsIIEH
JTOoKyMeHTaluu. B Yupexaenun paznudarorcst TpU MOTOKA TOKYMEHTOB:

- JIOKyMEHTBI, TIOCTYMAIONINE W3 APYTUX OpraHU3aIuil (BXOASIIHUE);

- JIOKyMEHTBHI, OTIIPABIIIEMbIC B IPYTHE OpraHU3aIuy (MCXOIAIINE);

- JlokyMeHTBI, coO3/JaBaeMble B YUPEKJICHUM M  UCIOJb3yEeMbIE B
yIpaBJICHICCKOM Tporiecce (BHyTpEHHUE).

6.1.2. Peructpanuu mojasiexaT BCE JOKYMEHTHI, TPEOYIOIIHe ydeTa, HCIOTHEHUS U
UCIIOJb30BAaHUS B CIPABOYHBIX  IeNAX  (pacloOpsSOuTENIbHBIC,  yYETHBIC,
CTaTHCTUYECKHE, OyXralTepcKue, KaJpoBble H JIp.), KaKk U3JaBacMbIC B YUPCSIKICHUH,
TaK M MOCTYMAIOUUME W3 JAPYrUX OpraHu3alui W OT 4YacTHBIX Jull. Perucrpanmu
MOJJIeKAT KaK MUChbMEHHbIE, TaK U TIeYaTHbIC JIOKYMEHTHI.

6.1.3. JIOKyMEHTBI pPETHCTPUPYIOTCS OJWH pa3. TMOCTyMalIue — B JCHb
MOCTYIUICHUS, CO3J]aBaeMble — B JICHb YTBEPXKIEHUS WM noanucanus. OTAeNbHO
PETUCTPUPYIOTCS  PACHOPSIKEHUS,  NPHUKa3bl, MPOTOKOJBI, AaKThl, CIPABKH
COTpYJHUKAM, YyYalllUMCS, CIPaBKH KOHTPOJISI O OCHOBHOM JESITEIHHOCTH U
JIOTOBOpPHl Ha IJIaTHbIE O0O0pa3oBaTelibHbIE YCAyru. Perucrpanus UCXOASIIUX
JIOKYMEHTOB OCYILECTBIISIETCA cekpeTapeM. Perucrpaiusi BXoAsmiell NOKyMEHTaIluu
(B T.4. 3asIBJICHUS, TPOTOKOJIBI) OCYIIECTBIISACTCS JUPEKTOPOM HITH CEKPETapEeM.

[Ipu peructpamuu B KapTouykax yudera OOs3aTENbHBI CIEAYIOUIUE PEKBU3UTHI:
aBTOp JIOKYMEHTA, Ha3BaHHE, JaTa, PETUCTPALlMOHHBIA HOMEp, KOJUYECTBO JIMCTOB
JOKYMEHTA, YKa3aHUE O HaJUYUU MPUIIOKEHUU, KPATKOE COJAEpKaHHE, PE30JIIOIHUS
JTUPEKTOpa, NOMANKHCH HUCIOIHUTENS, MOATBEpPKAAIONIas TMOJyYeHUEe JTOKYMEHTA,
yKa3aHHUE O MPOMEXKYTOUYHBIX CPOKAX HUCIIOJHEHHUS], O IEPEHOCE CPOKOB UCTIOTHEHUS,
nata (aKTUYECKOr0 MCIOJHEHHS JOKYMEHTa, OTMETKA O HAlpaBJICHUHU JTOKYMEHTa B
JIeJ10, CPOK XpaHEHUs JJOKYMEHTA.

JIokyMeHTBI B YUpeKJIeHUU TPYNNUPYIOTCS MO BUIAM, XpaHSATCS B Mamkax ¢
OTHOCSIIIIUMUCS K HUM MPUIIOKECHUSIMU.

5. KoHTpoJIb HCTIOJIHEHUSI JOKYMEHTOB
[lenbt0 KOHTpOJIA SIBISIETCA OOECIEYEHHE CBOEBPEMEHHOIO M KayeCTBEHHOTO
WCIIOJTHEHUsl TOopy4YeHuH, 3aUKCUPOBAaHHBIX B AokymMeHTax. KoHTpomio moamexar



BCE 3apErUCTPUPOBAHHBIE JOKYMEHTHl. KOHTpOJL 3a HCMOTHEHHWEM JOKYMEHTa
BO3JIAraeTcsl Ha YKa3aHHOTO B PE30JIIOIUU COTPYIHUKA.

Cpoku UCTIONTHEHUSI JOKYMEHTOB UCUMCIISIIOTCS B KaJE€HIAPHBIX JTHSIX C AThl UX
noxnucanus (YTBEpXKIEHHUS) WJIM C JaThl MOCTyIUieHUS. Jlara WCIoJIHEHUs
YKa3bIBA€TCAd B TEKCTE JOKYMEHTA WM B PE30JIONUHU AupekTopa. B ciyuae, xoraa
CPOK HCTOJHEHHS JIOKYMEHTa HE yKa3aH, OH JOJDKEH OBITh WCIOJHEH B TEYCHUE
Mecsia.  M3MeHeHne  cpoka — HMCIOJHEHHS  TPOM3BOAMTCS  JHUPEKTOPOM,
YCTaHABJIMBAIOIIUM ATOT CPOK. MI3MEHEHUsI BHOCATCSI B PETUCTPAIMOHHYIO KaPTOUKY.
JIOKyMEHT CUMTAETCS WCIOJHEHHBIM U CHUMAETCS C KOHTPOJIS MOCJE BBIMTOJIHEHUS
3aJlaHuii, NpopabOTKM BOIpoca, MOATOTOBKU cooOmeHus. Ha  gokymeHnte
MPOCTABJISIIOTCS. OTMETKA 00 HWCIOJHEHHWH, TOANKCH JIMIA, IOATBEPKIAIOIIETO
WCTIOJIHEHHE, JaTa.

Cucrema ydeta KOHTPOJbHBIX JOKYMEHTOB CTPOUTCS Ha 0a3e perucTpaioHHbIX
naHHbIX. KOHTpoJibHasi KapTOTEKa CUCTEMATHU3UPYETCS MO CPOKaM HCIIOJTHEHUS.
[IpoBepka xo0/a HCHOJHEHHUS OCYIIECTBISETCS [0 HUCTEUEHHS] CpPOKa HUCIOJHEHUS
(MpeaBapUTENBHBIN KOHTPOJIb) B CICAYIONMEM MOPSIKE: MO 33JaHUSIM ITOCIICTYIOIIHX
MeCSIIIEB TEKYIIEro rojila — He pexKe OJTHOrO pa3a B MECSI, MO 3aJaHUSM TEKYIIEro
Mecslla — KakAble NECSATh JHEH W 3a MATh JHEH 10 mcTeueHus cpoka. CrpaBku
KOHTPOJII O COCTOSHHH HCIIOJHUTEIBCKOW MUCITUIUIMHBI COCTABJISIOTCS HE PEKe
OJHOTO paza B YETBEPTh AUPEKTOpPOM. OTBETCTBEHHBIH WCIOJHUTEIbL HECET
MEePCOHANTBHYI0 OTBETCTBEHHOCTh 3a MOJIHOTY U JIOCTOBEPHOCTh HMHGpOpMAIUU IO
UCIIOTHEHUIO AoKyMeHTa. [ yno0cTBa pabOThl HCTIOTHUTEIN MOTYT 3aBECTH MaIKU
JUTSl UICTIOJIHEHUS TOKyMeHTOB «CpouHo», «Ha nmoanuce», «Ha otnpaBky».

6. CocTaBjieHH e HOMEHKJIATYPbI JIeJI
6.1. Kmaccudukanus qOKyMEHTOB 3aKpEIUTSICTCS] B HOMEHKIIAType ACN Y UpeKICHUS.
Homenknatypa paen VYupexnaeHus coctaBiaseTca 10 (opMe, oOmpeaesieHHOM
['ocynapcTBeHHOM apxuBHOU ciyx00i PD, u yTBepkaaeTcst TMPEKTOPOM IIKOJIBI.
6.2. ®opmupoBanue gen. COTpyOHUKHA OTBEYalOT 3a (OPMHpPOBAHUE €7 B
COOTBETCTBUM C JOJKHOCTHBIMU 00s13aHHOCTSIMU. KOHTpOJb 3a MPaBHIBHOCTHIO
dbopMupoBaHusa A€l W apXUBAIMU OCYIIECTBISIET TUPEKTOP M cekpeTapb. [lpu
dbopmupoBaHuU e HEOOXOIUMO COOIIOIATH CIEAYIOIINE MpaBuia:
— [loMemiatb B A€7I0 TOJIBKO WCIIOJHEHHBIE JIOKYMEHTBI B COOTBETCTBUU C
3aroJIOBKOM JI€JIa IO HOMEHKJIAType JIE,
— [lomemate BMeCTE€ BCE€ INOKYMEHTBI, OTHOCSIIMECSA K PA3PELIEHUI0 OIHOTO
BOIIPOCA;
— ['pynmupoBare B Aene JOKYMEHTBI OJHOIO KajJeHJAapHOro Trojaa, 3a
HCKIIFOYEHUEM NIEPEXOISIUX JEIl;
— ['pynimupoBate B Ae€ne HOKYMEHTHI MOCTOSHHOIO XPAaHEHHUS U BPEMEHHBIX
CPOKOB XpaHEHUS,
— B z1e710 He JOJDKHBI MIOMELATHCA JOKYMEHTHI, MOJIEKAIME BO3BPATY, JUIIHUE
JK3EMIUISIPBI, YEPHOBUKHU.
— Jleno He MoKHO mpeBhImaTh 250 TUCTOB;



— Homep neno, B KOTOpoe AOHKEH OBITh MOMEIIEH AOKYMEHT, OINpEAesieTcs B
COOTBETCTBUH C HOMEHKJIATYPOHU.
6.3. Ilo okOHYaHWM KaJEHAAPHOTO TOAa MPOU3ZBOIUTCS OTOOP JOKYMEHTOB IS
MOCTOSIHHOT'O, BPEMEHHOI'0 XpaHEHHUs, KOTOpble 0(OPMIIIOTCS B J€JIa U MepearoTcs
B ApXUB YUPEKIACHUSA.



[Tpunoxenue 1

CXEMA PACITIOJIOKEHHUSA PEKBU3UTOB IOKYMEHTOB

CXEMbI PACIMONOXEHNA PEKBU3NTOB JOKYMEHTOB
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Pucynok A.l. Pacnonoxenue pekBU3UTOB
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U TpaHullsl 30H Ha popmaTte A4 yrioBoro Oi1aHka
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Pucynok A.2. Pacrionoxenue peKBU3UTOB
Y TpaHullsl 30H Ha popmaTe A4 mpoI0IBLHOTO OJaHKa



