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1.0011ue moJioxkeHust

1.1. Hacrosimee Ilonmoskenue ycTaHaBiuBaeT oOmue TpeboBaHHMs K paboTe C OpraHu3aluOHHO-
pacropsiauTenbHbIMI HokyMentamu B I BOY «JIMIEM Ne 12 T'. O. JIOHELK» (nanee — uteii)
Ha ocHoBe ['OCT P 6.30-97. Llenbto Hactosimiero IlosioxkeHust sBJISIETCS COBEPIICHCTBOBAHUE
JOKYMEHTAI[MOHHOTO  OOECIICUYCHHUs  YIPABICHUS IyTeM IMOBBIMICHUS 3PPEKTUBHOCTH
TEXHOJIOTUU pabOThI C JOKYMEHTaMHU.

1.2. [TonoxeHne yCTaHABIUBACT MOPSAIOK IMpHUEMa, ydeTa, MOArOTOBKH, O(hOPMIICHHUS, pa3MHOKCHHS
(TUpaxkupoBaHU ), KOHTPOJISI UCIIOJIHEHUS, XPAHEHHSI U UCIIOJIb30BaHUs JOKYMEHTOB.

1.3. IlomoskeHne pacmpocTpaHsieTcs Kak Ha TPaJAUIMOHHOE JIEJONPOU3BOJICTBO, TaK M Ha
OpraHM3aIMio padoThl ¢ JOKYMEHTaMH, CO3aBaéMbIMU CPEJCTBAMH BBIYMCIUTEIHHON TEXHUKU.
KoMImploTepHbIe TEXHOJOTHU O00paOdOTKH JOKYMEHTHOW WH(OpPMAIMU JODKHBI OTBEYATh
TpeboBanusM [lonoxxenus.

1.4. OTBEeTCTBEHHOCTD 3a PabOTy C JOKYMEHTAMHU BO3JIAraeTCsl CIECIHAINCTOB B COOTBETCTBUU C HUX
JOJKHOCTHBIMU 00S3aHHOCTSIMHU.

2.JlokymeHTAIMS JIMLIEs]

2.1. HesarenbHOCTh JHICST OOECIIEUMBACTCS CHCTEMOW  B3aMMOCBS3aHHBIX  YIIPABICHYCCKHX
JIOKYMEHTOB, COCTABJISIFOIIMX JOKYMEHTAIIMOHHYIO 0a3y.

2.2. CocraB TOKyMEHTAIIMOHHOW 0a3bI OMPEACIIAETCS HOMEHKIIATYPOU JCI JIUIIES, TUPEKTOPOM JTUIICS.

2.3. B nunee u3garoTCs: MpPUKa3bl, HHCTPYKIUHU, MPOTOKOJbI, IIOCTAHOBICHUS, MOJOKEHUS, aKThl,
CMCThbI, IITATHBIC pacm/lcaHI/m, TapI/I(l)I/IKaIII/IOHHI)IG CITMCKH, pacm/lcaHI/m, yT-I€6HI)I€ IIJIaHBbI,
OTYETHl MO YCTAaHOBJIEHHBIM (hOpMaM; COCTABIISIFOTCS aHAIM3bl U IUJIaHBI PabOThI, JTIOTOBOPHI,
COT'JIallICHU A, BGZ[YTCH KJIACCHBIC mypHanm, JIMYHBIC JCJIa COprI[HI/IKOB 158 06yqa101111/1xcs1,
andaBUTHBIC KHUTH, THEBHUKU 00y4aIOIUXCs, KaJeHAapHO-TEMaTHUYECKHE IIIaHbl.

3.1IpaBuia noAroTOBKH U 0(popMIIeHHS JOKYMEHTOB
3.1. IokyMEHTUPOBAaHHE YIPABICHYECKON NEATEILHOCTH 3aKIo4yaeTcss B (UKCAIlMU Ha
Oymare win ApYrux HOCUTEISAX 110 YCTAHOBJIEHHBIM IIPAaBUJIAM YIIPaBJIEHYECKUX JIEHCTBHI, T.€. B
CO3/1aHHUHU YTIPABICHUYECKUX JOKYMEHTOB.
[Tpu noaroroBke u 0opMIIEHUH JOKYMEHTOB JJOJKHBI COOJIIOJaThCs MPaBUila, 00eCeYBatOLIHE:

- IOpPUJHUYECKYIO CUITY IOKyMEHTOB;
- OIepaTHBHOE U KaUe€CTBEHHOE UX HCIIOJIHEHUE;
- TIOUCK JOKYMEHTOB;
- BO3MOYKHOCTb 00pa0OTKH JOKYMEHTOB C IOMOIIbIO BEIYMCIUTEIbHON TEXHUKY;
- KauyecTBO JJOKYMEHTOB KaK HCTOYHUKOB MH(POPMAIIHH.

JIOKyMEHT UMeeT IOpUINYECKYI0 CUITY IPH HAIMYMU PEKBU3UTOB VIS JAaHHOTO BU/1A JIOKYMEHTOB.

3.2. JIoKyMeHTBl [JOJDKHBI, Kak MpaBuio, OQOpMIATbCS Ha OJaHKax JiMLes W HUMETh
YCTAQHOBJICHHBII KOMIUIEKC O00S3aTeNIbHBIX PEKBU3UTOB, PacHojoxeHHbIX corjacHo ['OCT
6.30-97.
bnaHku TOKyMEHTOB J10JKHBI IMETh I0JIS: JIEBOE U HHXKHee — He MeHee 20 MM, IIpaBoe — He
Menee 10 MM, BepxHee HEe MeHee — 15 mm.

3.3. OdopmiieHre peKBU3UTOB JOKYMEHTOB:

3.3.1. HaumeHOoBaHUWe yupeXAEHHUs YKa3bIBaeTCs HaBepXy JIUCTAa C BbIPAaBHUBAHHEM IO LIEHTPY B
IIOJIHOM COOTBETCTBUM C HaMMEHOBaHHEM 110 YcraBy. CHpaBoYHbBIE JaHHBIE O JIMIIEE
BKJIIOYAIOT a/ipec, HoMep Tese(oHa, aapec JICKTPOHHOM MOYTHI.

3.3.2. HaumeHoBaHMe BHJIa JOKYMEHTA JI0JPKHO COOTBETCTBOBATh KOMIIETEHIIUH JIMLIEs U paOOTHHKA,
U3JAI0IIEr0 JIOKYMEHT, a TakkKe BHJIAaM JIOKYMEHTOB, mnpeaycMoTpeHHbiM Y COP/]
(YHudummpoBanHas cucTeMa OpraHu3allMOHHO-PACTIOPSAUTEIBHBIX TOKYMEHTOB).

3.3.3. JlaTroit JoKyMeHTa SBJsETCA JaTa ero MOJNUCAHUS UM YTBEP)KACHUS, Ul IPOTOKOJa — JaTa
3acemanus (MPUHATHUS pEIIeHHs ), UIs akTa — Jgarta coObTus. JlaTy JoKymeHTa ohOopMIISIOT
apabckuMM 1MdpamMu B CIEYIOLIEH MOCIe0BaTeIbHOCTU: 1€Hb, MecsL, Toa. [leHp Mecsna u
Mecsi OQpOPMIISIOT OBYMS apaOCKUMH LU(pPaMu, TOJ — YEeTHIPbMs apaObCKuMU IHQpamH.



3.3.4.

3.3.5.

3.3.6.

3.3.7.

3.3.8.

Hampumep, 05 utons 2024 roma cinemyer odopmisats: 05.06.2024. CnoecHo-uudpoBoit
croco0 o(hopMIIEHUS 1aThl JOMYCKAETCS TOJBKO B JOTOBOPAX M 3asBJICHHUSX.

3arooBoK K TEKCTY JOJKEH OTpakaTh OCHOBHOW BONIPOC, 3aTPOHYTHIH B JIOKyMEHTE.
Copnepxanne JOKyMEHTa BhIpaXaeTcsi B HEM (OPMON MPEUIOKHOTO TMaAeka C MPeJIoroM
«o», «o0». KaBblukamH 3arojioBOK HE€ BBIJIEISETCS, MUIIETCS C TMPOMHUCHONH OYKBBI U
HA4YMHAETCS Cpa3y OT JIEBOTO IOJIS JIUCTA.

JIOKyMEeHTBI, HarpaBysieMble B BBIIIECTOSIINE OPTaHU3AlMH, TTIOJIICHIBAIOTCA AUPEKTOPOM, a
B €r0 OTCYTCTBHE — UCIOJHSIONINM OOS3aHHOCTH TUPEKTOpa. JJOKYMEHTHI, HaIllpaBJIsieMbIe B
CTOPDOHHHME OpraHU3alMy, MOJMUCBHIBAIOTCS JUPEKTOPOM WM €ro  3aMEeCTHTENEM,
OTBCUAIONIUM 3a JIaHHBIM BOMPOC. B cocTaB MoOANMCH BXOISAT HAWUMEHOBAHHE IOJHKHOCTH
MOJIMUCHIBAIONIETO JOKYMEHT, JIMYHAs MOAMNKCH U ee paciin(poBKa ¢ yKazaHUEM WHUIUMAIOB,
a 3areM (QaMHIMK TOANUCHIBAIOMErO JiMna. J(OKYyMEHTBl KOJIICTHAIBHBIX OpPraHoOB
MOJMUCKHIBAIOTCS TMPEICeAaTeNbCTBYIOIIMM Ha 3aceJaHUuM KOJUIETHAIbHOTO OpraHa u
cekperapeM. B JIOKyMeHTaX, MOATOTOBICHHBIX KOMHUCCHEH, YKa3bIBAIOTCS HE JOJIKHOCTH
BOILIEIINX B HEE JIUII, a UX 00sI3aHHOCTU B cocTaBe komuccuu. [Ipu moanucanum JoKyMeHTa
HECKOJIBKUMH JIOJDKHOCTHBIMH JIMIIAMU WX TOAIKCH PACIIONAralOT OJHY TOJ JAPYroi B
MOCINIE0BATEIbHOCTH, COOTBETCTBYIOIIEH 3aHMMaeMoil JobkHOCTH. [lpu moamucanum
JIOKYMEHTa HECKOJIBbKAMH JIMIIAMHU PABHBIX JTOJDKHOCTEH WX IMOAIKMCH PACIIONIaraf0T Ha OJHOM
ypoBHe. Ecnu HOMKHOCTHOE JIMIIO, TMOJIUCH KOTOPOrO 3aroTOBJIEHA HA MPOEKTE TIOKYMEHTA,
OTCYTCTBYET, TO JJOKYMEHT JJOJDKCH IOANKCHIBATHCS JTUIIOM, UCTIOTHSIONINM €T0 00sS3aHHOCTH,
Wik ero 3amectureneM. [Ipu 3ToM HEoOXOaUMO yKas3aTh (DaKTHUECKYIO JTOJDKHOCTDH JIUIIA,
MIOIIMCHIBAIOIIETO JIOKYMEHT, U ero (haMuITuio.

[lewatp craBUTCA Ha JOKYMEHTaX, YAOCTOBEPAIOIIMX TpaBa JOJDKHOCTHBIX  JIMII,
dukcupyromux (akT pacxoiOBaHUS JICHEKHBIX CPEICTB W MAaTEePHAIBHBIX IICHHOCTCH, a
TaK)Ke CIEUANbHO MPEIYCMOTPEHHBIX MPAaBOBBIMH aKTaMU, TJl€ MOANHUCH OTBETCTBEHHOTO
JuIa JOJDKHA OBITh 3aBepeHa medarbio (repOoBoit kpyriioi). OTTHCK TIe4YaTH CIeayeT
IPOCTaBJIATh TaK, YTOOBI OH HE 3aXBaTblBaJl HAUMEHOBAHUS JOJDKHOCTH, TMOINNCH H
pacmpOBKHA TOIMUCH JOJHKHOCTHOTO JIMIIA, TOJMUCHIBAIOIIETO JOKyMeHT. Hampumep:
Jupextop [Teuats IToanuce
pacmgpoBKa MOAIKCH.

TpeboBanusi K XpaHEHUIO U MpUMEeHEeHHIO meudaTu. lledaTs Xxpanutcs B celide mupexTopa.
OTBETCTBEHHOCTH 32 €€ COXPAaHHOCTh BO3JIOXKEHA Ha JupekTopa juies. IleyaTs craBuUTCS Ha
CIIEYIOIINE JOKYMEHTHI:

- IOKyMEHTHI TOCYIapCTBEHHOT'0 00pa3iia 00 ypoBHE 00pa30BaHUS;

- (puHAHCOBBIEC JOKYMEHTHI,

- TPYJOBBIE KHIKKH;

- IPUKA3bL;

- IOTOBOPBI.

OcoObiM criocoOOM BBelEHUSI JOKYMEHTa B JIEHCTBUE SBISETCS €ro yTBep:KAeHHe.
JIOKYMEHTBI YTBEPXKIAIOTCS AMPEKTOpoM Jmies. [ pudbl yTBepkIeHUS O(QOPMISIOTCS B
IIPaBOM BEPXHEM YTIy HaJ HaMMEHOBaHUEM BHJIa JOKYMEHTA CIEAYIOIUM 00pa3oMm:

I[MPUHATO YTBEPXIAIO
HaunmenoBanue oprana Jupextop T'BOY «JIUIEN Ne
IHpoTokomn Ne OT 12 T. O. JOHELK»
Tloonucs, pacuugpposrxa noonucu
IMpukaz Ne____ ot

ITonnexatr YTBCPKACHUIO JUPCKTOPOM JIMLCA CICAYIOIUC JOKYMCHTBI:

IJIaHbl paOOThI LIKOJIBL;

y4EOHBIH TUIaH LIKOJIBI;

pacnucaHue ypoKoB;

pacrucaHue 3aHSITUH JOMOJHUTEIbHOI0 00pa30BaHus U (paKyJIbTaTUBOB;
9K3aMEHALlMOHHbIE MaTEpUAIbI;

pacrucaHue 3K3aMEHOB U KOHCYJIbTaIHIA;

JIOKaJIbHbIE HOPMATUBHBIE aKThI (TIOJI0KEHU);

3



3.3.9.

3.3.10.

3.3.11.

MHCTPYKLUU 10 OXpaHe TPYya;
JOJKHOCTHBIE MHCTPYKIUHY;
rpaduKu JexKypCTB;

CornacoBanue AOKyYMEHTAa TIPOU3BOIUTCS npu HEOOXOIMMOCTH OLICHKHU
O00OCHOBAaHHOCTU JOKYMEHTa M €ro COOTBETCTBUS JIECHCTBYIOLIEMY 3aKOHO/ATENIbCTBY.
CornacoBaHre MOXET NMPOU3BOANUTHCS KaK BHYTPH JIMIES, TaK U BHe ero. I'pud cormacoBanus
JIOKyMeHTa O(QOpMIISIeTCS HUXKE MOANUCH JODKHOCTHOTO JIMIIA, MOJMHMCABIIETO JTOKYMEHT, U
cocrout u3 cioBa COI'JTACOBAHO, yka3aHusi 10J)KHOCTH JIUIA, C KOTOPBIM COTJIaCOBBIBACTCS
JIOKYMEHT (BKJIF0Yasi HAMMEHOBAHUE YUPEXKICHUSI), TMUHOM MOAMUCH, PacIIU(POBKH MOAIUCH U
natel cornacoBaHus. Ilpy BHENIHEM COTIIACOBAaHMHU IMOAIMUCH 3aBEPSIETCS MevaThio. Bo3MoKHO
COIJIACOBAHUE, OCYIIECTBISIEMOE MHUCbMOM, IPOTOKOJIAMHU U JIp.

BusupoBanme noxymenrta. CoriacoBaHue IPOEKTOB JOKYMEHTOB OQOPMIISIIOTCS BH30H,
BKJIIOYAOLEH MOANUCH U JOJDKHOCTh BU3UPYIOIIETO JOKYMEHT, PacIIM(POBKY MOAINUCH U ATy
NOJNHMCAaHUs. 3aMEYaHusl U3JIaraloTCsl Ha OTEIBHOM JIMCTE, TIOMHUCHIBAIOTCSA M IPUJIAraroTcs K
NoKyMeHTy. Ha mpoekTax pacnopsIuTeNbHbIX JOKYMEHTOB BU3bl IIPOCTABISAIOTCS B HUXKHEH
yacTH OOOpPOTHOM CTOpPOHBI IMOCHEAHEero jaucra. Jljig JOKyMeHTa, MOIJIMHHUK KOTOPOIO
OTIIPABISETCS W3 OpPraHMU3aLMU, BU3bl IPOCTABISAIOTCS B HUXKHEH YacTH JIMLEBOW CTOPOHBI
KOTIMH OTIIPABIISIEMOT0 JIOKyMEHTA.

3aBepeHue Konuu JokymeHTa. [IpaBo 3aBepeHMs] KONUM JOKYMEHTOB JIHIIES UMEET TUPEKTOP
u BPUO nupekropa. 3aBepeHuI0 MOJIeKaT TOIbKO JOKYMEHTBI, COCTaBJICHHBIE B juilee. Komus
JIOKYMEHTa CUHTAeTCs IOPUANYECKU JCHCTBUTENBHOW INpH IMpaBUiIbHOM odopmieHuu. Ilpu
KOIIMPOBAHUHU JJOKYMEHTA YKa3bIBAIOTCS BCE MPUCYTCTBYIONINE HA TOUIMHHUKE PEKBH3UTHI, HO
rpudbl  YTBEP)KICHUS, COIJIACOBAHUS, BU3UPOBAaHUS, a TakXKe IMOAMNUCh JOKYMEHTa
oopmistoTest 03 MOAIMHHBIX POCIUCEH MODKHOCTHBIX JIMII M TedaTH opranu3anuu. [lon
HOJNKMCHIO JIOKyMEHTa CTAaBUTCS OTMETKAa O 3aBEPEHMU KONHUM C YKa3aHUEM [OJDKHOCTHU
3aBEPSIONIETO, MOANKCH, PACIIN(POBKY IMOANMCH U AaThl 3aBepenns. Hanpumep: Konus BepHa

Jupexrop ......
[Moamuck, pacmmdpoBKa MOIIUCH, TICYATh

3.3.12.

3.3.13.

3.3.14.

Jara
[Tpu KONMMPOBaHUU JOKYMEHTAa Ha MHOXXUTEIHHOW TEXHHUKE HEOOXOIUMO 3aKPBITh POCIHCH
JOJDKHOCTHOTO  JIUIIA, TIOAINMCABIIETO JOKYMEHT, W II€4aTh OpraHW3allid, IIOCTaBHUTh
PYKOITMCHYIO OTMETKY O 3aBEpEHUH KOIIHH.
Pe3osronus
B pesonronuu gaercs ykazanue 00 MCIOJIHEHMH JOKYMEHTa. B cocTaB pe3oioluu JOJKHBI
BXOJHTH CIEAYIOIINE 3JIEMEHTHI: (aMUIIMs HUCIONHUTENs (MCIOJHUTENEH), COoAep)KaHue
MOpPYYEHHUsl, CPOK UCIOJHEHHs, TOANUCh, Jaara. Ha 1okymeHTax, He TpeOyromux
JIOTIOJTHUTENBHBIX ~yKa3aHUM 110 HWCIOJHEHUIO, B PE3OJIONUH CONEPXKUTCS  (paMumms
UCTIOJTHUTEIIS,
HOJINUCH aBTOpa PEe30JIoLuH, JaTa. Pe3osrouus mpocTaBisieTcss B MPAaBOM BEPXHEM YIITy
nepes TeKCTOM.
OdopmiieHne NpuJIOKeHUH K JOKYMEHTY
Ecnu 1oKyMeHT MMeeT NpUJIOKEHUs, Ha3BaHHbIE B TEKCTE, TO OTMETKa 0 HUX OpopMIsieTcs
ciexyroumm obpasom: Ilpunoxenune: Ha_j1. B_IK3.
Ecnu npunokeHus B TEKCTE HE Ha3BaHbl, TO HEOOXOIMMO MEPEUUCIUTh UX Ha3BaHUS, YKa3aTh
KOJIMYECTBO JIMCTOB M HK3EMIUISIPOB Kaxa0ro. IIpyn HaaMumy HECKOJIBKUX JOKYMEHTOB OHHU
HymepytoTcs. [lpunoxeHus oQopmIisiOTcs Ha CTaHAAPTHBIX JIMCTaX H HMMEIOT BCe
HEOOXOMMBIE PEKBU3UTHL. Ha MpHUIIOKEHWH K PacHOpSAUTEIBHOMY IOKYMEHTY B IPaBOM
BEPXHEM YIIIy CJeIyeT JAelaTh OTMETKYy C YyKa3aHHeM Ha3BaHUsl pacHopsSAUTEIbLHOTO
JOKYMEHTa, ero AaTbl 1 HoMepa. Hampumep:
Ilpunoscenue 1

K IIPUKA3y OT r. Ne

AjpecoBaHue AOKYMeHTa. JIOKYMEHTHI aJpecyloTcsi B OpraHu3alluM, HUX CTPYKTYpHBIE




3.3.15.

3.3.16.

3.3.17.

34.
3.4.1.

3.4.2.

NOJpa3JeJICHUs] UM KOHKPETHOMY JOJDKHOCTHOMY Jyinny. Ilpum agpecoBaHum JOKyMEHTa B
opraHusanuio 0e3 ykasaHus JOHDKHOCTHOIO JIMLA €€ HAMMEHOBAaHUE MUIIYT B UMEHUTEIbHOM
nagexe. [Ipy HampaBileHMM JOKyMEHTa JOJDKHOCTHOMY JIMIY Ha3BaHME OpIraHM3alUU
yKa3bIBAETCSl B UMEHHUTEIBHOM TaJIeKe, a TOJDKHOCTh U (paMuius aapecara — B JaTEIBHOM.
ITpu agpecoBaHuu [JOKYMEHTa JUPEKTOPY OpraHuM3allid HAUMEHOBAaHUE €€ BXOJWUT B
COCTaB

HauMEHOBAHHUS JOJLKHOCTH ajpecara.

OTMeTKa 0 KOHTPOJIE YKa3bIBa€TCs B JIEBOM I10JI€ JOKYMEHTA Ha YPOBHE 3aroJIOBKa TEKCTAa,
€CJIM HE YKa3aH CPOK MCIIOJIHEHMsI TIOKyMEHTA B pe3oounn. CpoK UCIOJHEHUS JOKYMEHTa C
OTMETKOM 0 KOHTpPOJIE — | Mecsll, eciii HET €ro yKa3aHus B JOKYMEHTE.

OrMerka 00 HMCIOJIHEHHMHM DACIIOIAracTCsl B HIDKHEM JIEBOM YIUIy JIMCTAa M BKJIKOYAcT
CIEIyIOIIME JaHHbIe: KpaTKUE CBEACHHS 00 WCIOIHEHUM WM, [P HAJIUYUU
COOTBETCTBYIOILETO IOKYMEHTA, CCUIKY Ha €ro JaTy U HoMep; cioBa «B nemo»; Homep nena,
B KOTOPOM OyJIeT XpaHUThCS TOKyMeHT. OTMeTKa 00 UCTIOTHEHUH IOKYMEHTA U HalpaBJICHUN
€ro B JeJ0 JOJDKHA ObITh NOJNKMCAaHA U JAaTUPOBaHA MCIIOJHUTENEM JOKyMEHTa WU
JUPEKTOPOM.

OtmeTka 00 MCHOJHHTEJE BKIIOYACT (DaMMIIMIO UCIOJHUTENS JOKYMEHTa U HOMEp €ro
teneona. OTMETKy 00 MCIOJHHTENE PACHONAraloT Ha JHMIEBOM CTOPOHE TOCIEIHETO JHCTa
JIOKYMEHTa B JIEBOM HIKHeM yriy. Takas oTMeTka o0s3aTeibHa B CIIy>K€OHBIX NHUChMaX,
KpOME MHULMATUBHBIX IIMCEM, HAIIPABJIIEMBIX B BBIIIECTOSIINE OpPraHU3aI1H.

ITopsia0K NOATOTOBKH NMPOEKTOB IOKYMEHTOB

IIpoexTsl pacnopsizkeHMi, NPUKa30B pa3padaThIBAlOTCS KOHKPETHBIMH JOJKHOCTHBIMU
JULAMH B COOTBETCTBUU C TIOPYYEHUEM IUPEKTOPA WM B MHULIMATUBHOM IOPSIKE.

[epBbIit 3K3eMIUISP MPOEKTa BU3UPYETCS JOHKHOCTHBIM JIMIIOM, Pa3padOTaBIIMM JIaHHBINA
IIPOEKT.

TekcThl IPUKA30B, KaK MPaBUIIO, COCTOSAT U3 KOHCTATUPYIOLIEH U PACIIOPSAIUTEIIBHON YaCTH.
B koHcTaTupyromel 4acTu M3IararoTcs LENH U 3aJadd NPEIIMChIBAEMBIX AeWcTBUN. Eciau
OCHOBaHUEM  PACHOPSAAUTEIBHOTO  JIOKYMEHTA  SBJIIETCS  3aKOHOJATENbHBIM  aKT,
HOPMAaTUBHBIM WM PacCHOPAJUTENIBHBI JTOKYMEHT, TO B KOHCTaTHPYIOIIEH 4YacTH
YKa3bIBa€TCs aBTOpP JOKYMEHTA, Ha3BaHHUE JOKYMEHTa, 1aTa, HOMEp M 3arojoBOK. B myHKTax
paclopsiAUNTEIbHON YacTH YKa3bIBalOTCS HCIOJHUTENH, NEHCTBUS MU CPOKM HCIOJHEHUS
IIPEANoaracMplx JEHCTBHA. B mocienHEM IyHKTE pacnopsIWTEIbHOM 4YacTH JOKYMEHTa
HEOOXOJMMO YKa3aTh JIOJUKHOCTHOE JIMIO, Ha KOTOpPO€ BO3Jaraercs KOHTPOJIb 3a
VCIIOJIHEHUEM JIOKYMEHTA B LIEJIOM.

[Tpuka3sbl genaTcs Ha TpU BUJA: PUKA3bI 110 JUYHOMY COCTaBY, II0 OCHOBHOM JI€ATEIbHOCTH,
10 00yYaIOLIUMCH.

K mnpukazsam 1o JIMYHOMY COCTaBy OTHOCSITCS IIPUKa3bl II0 IPUEMY, YBOJIbHEHHMIO,
NEPEMELICHUIO (COBMEIIEHUIO JOHKHOCTEM) COTPYAHUKOB, MPEAOCTABICHUIO JTIOOBIX BHUJOB
OTIIYCKOB, IIPUCBOCHMIO KaTErOpuil B pe3ynbTare arrecranuu. K 1aHHBIM IpUKa3zaM ClexyeT
OTHECTH BCE IPHKA3bl, BIMAIONINE HA YCTAHOBICHUE CPOKOB HAYMCIICHUS M pa3Mepa IEHCUU
mo6oro Buaa. Obs3areneH rpud 03HAKOMIICHUS COTPYAHMKA C JOKYMEHTOM. Mexny naToi
NpUKa3a U 03HAKOMJICHUS COTPYTHUKA C HUM MOXKET IPOUTH He Oosee 5 THE.

K mpukazam no oOydaromumcst OTHOCSTCS MpPHUKa3bl O MPHUOBITUH, BBHIOBITMM, OTUMCIIEHHUHU,
nepeMelleH!H; cMeHe (paMuiInu; AO0MyCcKe K aTTeCTallud, NMEepPeBOJie U BBIYCKE [0 MTOram
aTTeCTAlluH, IIEPEBOJIC Ha allbTepHATHBHBIE (DOPMBI 00yUECHHUSL.

K npuka3am 1o 0CHOBHOM €ATEIbHOCTH OTHOCATCS BCE OCTAJIBHBIE IPUKA3BI.

[IpoexTbl pacnopsAaUTENbHBIX JOKYMEHTOB IIEPENAIOTCS HA IOANMUCH AUPEKTOpPY Yepes
ceKperapsi, KOTOpPbI HECeT OTBETCTBEHHOCTb 3a MPAaBUIBHOCTh MX odopmieHus. Kaxmbiit
COCTAaBUTENb PACIIOPSAAUTEIBHOIO JOKYMEHTA JOJKEH IPEICTaBUTh AUPEKTOPY €r0 IIPOEKT 3a
OJIMH JICHb JI0 MOAIUCAHMUS.

PacniopsiiutenbHble  JOKYMEHTBI HYMEpYIOTCS IOPSIAKOBBIMH HOMEpaMH B Ipejaesax
KaJICHIApHOTO roJ1a.

IIpoTokoa — IOKYMEHT, B KOTOPOM (UKCHUPYIOTCS OOCYXKIEHHE BOIPOCOB M TPUHSTHIC
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pelieHuss Ha COOpaHMsX, COBEIIAHMSX, KOH(EpEeHIUSIX U 3aceJaHusX KOJUIErHalbHBIX
opranos. [Iporokon odopmisiercs Ha oOmem Onanke. Jlata U MECTO COCTaBICHHS JIOJIKHBI
COOTBETCTBOBATh JaT€ W MECTy MPOTOKOIHUpYyeMoro cooObitusi. Eciu mporokomupyemoe
cOoOBITHE JUIMJIOCh Ha NPOTSHKEHUM HECKOJbKUX JIHEH, TO BO3MOXHO YKa3aHHE J1aThl
cnenyromum oopazom: 12-15.07.2024. TekcT mpoTOKOIA COCTOUT U3 ABYX YacTEW: BBOJHOU U
OCHOBHOW. B BBOAHONM 4YacTH YKa3bIBAIOTCA IpEACEAaTellb, CEKpeTapb, KOJIUYECTBO
MPUCYTCTBYIOIINX, MPUTJIAIICHHBIX C YKa3aHUEM JOJIKHOCTU U MecTa pabOoThl, TOBECTKA JTHSI.
Ha pacmmpeHHbIX 3aceaHusIX ¢ OOJBIIMM YHCIOM MPUCYTCTBYIOMIMX MX COCTAaB YKa3bIBACTCS
KOJIMYECTBEHHO, a MO(aMUIBHBIA CIUCOK MpUJIAraeTcs K TMPOTOKONIY, O dYeM JeJaercs
cooTBeTcTByMOIas mnomerka. Hanpuwmep: [lpucyrcrBoBanu: 43 yenoseka.

OcHOBHasi 4acTh MPOTOKOJA COCTOUT M3 PA3AENOB, COOTBETCTBYIOLIUX IMYHKTaM MOBECTKU
nHs. Teker kaxnoro u3 pasgenoB crpoutcs no cxeme: CIIVIIAJIM, BBICTYIIWIH,
[TOCTAHOBWJIN (PEIINJIN). loknaasl, peuieHus mpuiaraoTcs K nportokoiy. [Iporokon
HOJIUCHIBAETCA MIPEICEAATENIEM U CEKPETAPEM.

AKT — JOKyMEHT, COCTABJICHHBI HECKOJBKUMH JIMIIAMA ¥  MOATBEPXKIAIOLIUI
yYCTaHOBIICHHBIN (hakT, coObITHE, JeCTBHE. AKT MOXET OBITh COCTABJICH KaK KOMHCCHUSIMH,
TaK M HECKOJbKUMH JOJDKHOCTHBIMU JHUIAMH. AKTHI OBIBAIOT HECKOJBKUX BHIOB: O
HapyLICHHUSIX TPYAOBOH M (PMHAHCOBOW TUCIMILIMHBI U TPeOOBaHUI OXpaHBI Tpyaa; 00 ydere
U XpaHEHUU MaTepUaJbHBIX IEHHOCTEH; MO AENONPOU3BOACTBY U JIp. AKT odopmisieTcs Ha
oOuiem Onanke. Jlata M MECTO COCTaBJIEHHUS, IPOCTAaBISIEMble B OJIaHKE aKTa JIOJIKHBI
COOTBETCTBOBATh JAaT€ M MECTY aKTHPYEeMOIo COOBITHA. TeKCT aKkTa AENUTCS Ha TPU YacTHU:
BBEJICHUE, KOHCTaTUPYIOLIasi YaCTh U BHIBOJIBI.

TexcT BBemeHHs BO BceX akTax (Qopmainn3oBaH. B HeM ykas3piBaeTcs OCHOBaHUE IS
COCTaBJICHUE aKTa, IMEPEUYHCISAIOTCS JIHMIA, COCTABISIONIME aKT (MOTYT OBITh YKa3aHbl U
OPUCYTCTBYIOIIME MpU ASTOM Iuna). Hauumnaercs 3Ta 4Yacth cioBoM «OCHOBaHHUE» C
YKa3aHHUEM Yepe3 JIBOETOUYME paCHOPSAIUTENLHOIO JOKYMEHTa B MMEHUTEIbHOM MAJEKe, €ro
naTta, Homep, 3aronioBok. Jlamee mnumercs «CocTaBieH» U NEPEUUCIAIOTCS (PaMHIUU C
MHUIMAJIaMU COCTaBUTENIEN aKkTa MO0 MPUBOJUTCS COCTAaB KOMUCCHUHM U IPUCYTCTBYIOIIUX B
andaBUTHOM MoOpsiike. B KOHCTaTHpyrOIIeld 4YacTu W3NararTcs IeNd, 3a/ladd U CYIIECTBO
paboThI, MPOJIETaHHON COCTABUTEISIMU aKTa, €€ pe3yJbTaThl. Pe3ynbraTsl paboThl MOTYT OBITH
MPEJICTABICHBI B BUE TaONHIbl. 3aKIIOUUTEIbHAs 4acTh He o0s3arenbHa. B Hel nemarotcs
BBIBOJIBI MJIM JAIOTCS peKoMeHanuu. [locie Tekcra mepea moanucsIMyA Py He0OXOAMMOCTH
YKa3bIBAIOT KOJUYECTBO COCTABICHHBIX OJK3EMIUIIPOB AaKTa W HUX MECTOHAXOXICHHUE.
Hekotopbie Buapl akToB TpeOYIOT yTBepkaeHHs. Hampumep, akT o0 BBIIEICHUH K
YHUUYTOXKEHUIO JOKYMEHTOB U JieJ. AKT HOJMUCHIBACTCS MpeJcelaTeeM U BCEMH WICHaMHU
KOMUCCHH.

Boinucku U3 NpuKa3oB, pacropssKEHU, TPOTOKOIOB, aKTOB U . 0(OPMIISIOTCS Ha OOIIHMX
OnmaHKax JOKYMEHTOB C YyKa3aHHEM BCEX HEOOXOIMMBIX pEKBU3UTOB. I3Mmensercs
HAaUMEHOBAaHME BHJA JIOKyMeHTa: «Bpimucka u3 mpukaza u ap.» Eciu B pacnopsauTenbHOM
JOKYMEHTE MpPHCYTCTBOBaJa KOHCTAaTHPYIOMIAs 4YacTh, TO €€ HEOOXOIMMO yKa3aTb U B
BBIMKCKE. B pacnopsauTenbHONM YacTH MUIIETCS TOJBKO HEOOXOAMMBIN MYHKT JOKyMEHTa C
yYKa3aHHUEM IMOpPSJIKOBOIO HoMepa. B mpoTokosne wiM akTe yKa3bIBaeTcsl MOBECTKa JHA U
HEOOXOJUMBIA MYyHKT MPOTOKOJNA, aKTa C IMOPSJIKOBHIM HOMEpOM. Brimucku 3 mpHKasa,
MPOTOKOJIA, aKTa HE MOIMUCHIBAIOTCS MpeAceaTeNIeM, CEKpETapeM WiIH YIeHaMH KOMHCCHH, a
3aBepsIOTCs cekperapeM, qupekropom uin BPUO nupektopa.

JokaaaHas 3anuckKa — JOKYMEHT, aJIpeCOBAHHBIN TUPEKTOPY JAHHOTO WJIH BBIIIECTOSIIETO
YUPEKACHUST U WHPOPMHUPYIOIIUI €ro O CIOKUBIICHCS CUTYallld, UMEBIIEM MECTO SIBJICHUU
win ¢akTe, O BBHINOJIHEHHON padoTe, a TakXkKe COJeprKallei BBIBOABI M MPEIOKCHHUS
cocraBuTens. TekeT NOKIaaHON 3aIIMCKH JIEJIUTCS Ha JBE 4acTH. B 1epBoy, KOHCTaTUPYIOIIEH
WM OMUCATENbHOM, OMUCHIBACTCS CUTYAllMs, BO BTOPOM U3JIararoTCs MPeI0AKEHHs, IPOCHOBI.
TekcTy MOKIIaAHON 3amUCKH 00S3aTENIbHO TPEANIECTBYET 3aroJIOBOK, HAUYMHAIOIIUKCS C
npemiora «o», «o0». BHyTpeHHss IOKianHas 3amucka oGOpMIISETCs Ha MPOCTOM JIUCTE
OymMarm C BOCHPOM3BEJCHHEM pEKBH3UTa OJIaHKA. BHEIIHWE MOKJIaJHBIC 3alHCKH
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0hOpMIIAIOTCS Ha O0ITUX OJaHKaX W MOMUCHIBAIOTCS JUPEKTOPOM.

O0bsicHUTeIbHASA 3aNMCKA — JOKYMEHT, MOSICHSIOIMIUMA COJIEP )KaHUE OT/IETbHBIX TOJ0KCHHI
OCHOBHOTO JOKYMEHTa WU OOBSACHSIONMN MPUYUHBI Kakoro-iubo coObITHs, ¢akxra,
noctynka. OOBSICHUTEIBHBIC 3aIMCKH, IMOSCHSIONIUE COACPKAHUE OTICIHHBIX ITOJOXKCHHMA
OCHOBHOTO JIOKyMEHTa, o(opmiisitoTcs Ha oOmieM Onanke yupexaeHusi. OObsSCHUTENbHbIC
3aMMCKU TI0 TIOBOAY KAKHUX-TUOO IMPOWMCIIECTBUHN, CIOXHMBIIMXCS CHUTYAIMH, IMMOCTYIKOB U
MOBE/ICHUS OTIENbHBIX pPAOOTHUKOB O(OPMIAIOTCS Ha YHCTHIX JHCTax OyMmaru c
BOCTIPOM3BEICHUEM PEKBU3UTOB OJIAHKA ¥ ITOAIMCHIBAIOTCS COCTABUTEIICM.

347. 3asiBJeHUs1 0pOPMIISIOTCS B pYKONUCHON (hopMe CIEeTyIOIHUM 00pa3oM: B JIEBOM BEPXHEM YTy

YKa3bIBACTCS JOJDKHOCTh, HHUITHAIIBI U (haMHJTUS YeI0OBEKa, KOTOPOMY aJpeCOBAHO 3asBICHHE.
3asiBIICHHE MUIIETCS HA UM TOTO JIOJDKHOCTHOTO JIMIA, KOTOPOE OTBEYACT 3a JIAHHBIN BOIIPOC
B JAHHBII MOMEHT BpeMeHM. Ecim 3asdBIICHHME IOCTYNAeT OT COTPYJHMKA YUYPEXKICHUS,
yKa3blBaeTCs WMs, (aMUIds, OTYECTBO IOJHOCTbIO, JOJDKHOCTH  COTPYAHHKA B
pOIUTENBHOM TaAcKe 0e3

npeaiora «ot». Eciu 3asBieHHe MocTymaeT OT (PU3HYECKOro JIKIA, YKA3bIBACTCSA €ro MM,
OT4eCTBO, (Gammius, aapec, TenedoH. Jlanee mNuIIETCs HAaUMEHOBAaHUE JOKYMEHTa 0e3
KaBBIYEK C MPOMHMCHOW OYKBBI C TOUYKOW. TEKCT 3asBICHHUS MOXET OBITh MPOM3BOJIBHBIM.
ITocne Tekcra B JIEBOM yYIJIy YKa3bIBaeTCs JaTa HAIlMCAHUS 3asBICHHUS, B IPABOM YLy
CTaBUTCS MOJMUCH COCTABUTEJIS.

4. IMopsinok Mpoxo:KaeHNusI JOKYMEHTOB BHYTPH YUpeKIeHHUs

4.1. Perucrpauusi JOKyMEHTOB

4.1.1.

Perucrpanus nokymenTta — ¢ukcanus (akra co3gaHus WIA TOCTYIUICHUS B yUPEKICHUE
JOKyMEHTa ITyTE€M IIPOCTABICHUS Ha HEM IMOPSAIKOBOTO HOMepa (HAYyuHas C Hadaiza
KaJICHJAPHOTO TO/[a) ¥ JIaThl C IMOCIIEAYIONICH 3alTUChI0 HEOOXOJMMBIX CBEICHUH O JJOKYMEHTE
B PETHCTPAIlMOHHBIX JKypHAJaX Ui HCXOIANICH JOKYMEHTAIUH WM B PErHCTPAIlMOHHBIX
KapTOYKax JiIsl BXOJISIICH JJOKyMEHTAIMK. B 1IKoJIe pa3mudaroTcs TP MOTOKA JIOKYMEHTOB:

- JIOKYMEHTBI, OCTYMAOIINE U3 JPYTUX OPTaHU3aIHA (BXOISIINE);

- JIOKyMEHTBI, OTIIPaBJIIEMbIC B APYrUe OPTaHU3aINK (MCXOISIINE);

- JIOKyMEHTBI, CO3JaBacMble B JIMIEC U HCIOJIb3YEeMBIE B YIPABICHUYECCKOM
nporecce (BHyTPEHHHUE).

Peructpariuu mojyiesxat Bce TIOKYMEHTHI, TPEOYIONINE y4eTa, UCIIOJHEHUS ¥ HCIIOJIb30BAHMS B
CIPAaBOYHBIX MENSIX KaK W3JaBacMble B YYPEKICHHHM, TaK W TOCTYNAIOIIME M3 JPYTrUX
OpraHM3aIfil U OT YaCTHBIX JIMII. Perncrpamnuu mojyiexxaT Kak MUCbMEHHBIC, TaK U TICUYaTHBIC
JIOKYMEHTBI.

JIOKYMEHTBI pErHCTPUPYIOTCS OJMH pa3: MOCTYIMAONINE — B JCHb TOCTYIUICHUS, CO3/1aBacMbIe
— B JIGHb YTBepKIeHUs WiIu mnoamnucanus. OTIOENBbHO PETUCTPUPYIOTCS PaCIOPsLKEHUS,
MPHUKA3bl, MPOTOKOJIBI, aKThI, CIIPABKH COTPYIHUKAM, 0OyJarOIIUMCS, CIIPABKHA KOHTPOJIS IO
OCHOBHOW  JIEATENILHOCTH.  Permcrpanusi BXOAAIMICH W HMCXOIAIIUX  JOKYMEHTOB
OCYIIECTBIISICTCSI CEKPETAPEM.

[lpu perucTpanuu B KapTOYKaxX ydera OO0s3aTEeIbHBI CICAYIOIINE PEKBU3HMTHL: aBTOP
JIOKYMEHTa, Ha3BaHWE, JaTa, PErHCTPAIlMOHHBI HOMEp, KOJUYECTBO JIMCTOB JOKYMEHTA,
yKa3aHHE O HAIMYHH MPUIOKEHHUH, KPaTKOE COACPIKAaHUE, PE3OJIIOLUS JUPEKTOPA, MOANUCH
UCTIOJIHUTEJIS, TMOATBEPKIAMOIIAs TONYYCHUE JIOKYMEHTa, YKa3aHHE O MPOMEKYTOUHBIX
CpOKax HCIOJHEHHSA, O TEPEHOCE CPOKOB HCIIOJHEHHS, Aara (PaKTUYECKOTO HCIIOTHEHUS
JIOKYMEHTa, OTMETKA O HallPaBJICHUH JOKYMEHTA B JIEJIO, CPOK XPAHCHUS JIOKyMEHTA.
JIOKYMEHTHI B IIIKOJIC TPYIITUPYIOTCS 110 BHJIAM, XPaHATCS B MAINKaX ¢ OTHOCSIIUMHUCS K HUM
NPUIOKECHHUSIMHU.

5. KoHTpoOJIb HCTIOJTHEHUSI JTOKYMEHTOB
[lenpt0o KOHTpOJISI SIBIIAETCS OOECIEUEHHE CBOEBPEMEHHOIO M KAaY€CTBEHHOTO HCIOJHEHUS
nopyueHui,  3aUKCHUpOBaHHBIX B  JOKyMeHTaXx. KoHTpoir  moajexar  Bce
3apEeTUCTPUPOBAHHBIC JOKYMEHTHI. KOHTpOJIb 32 MCMOJHEHHEM JOKYMEHTA BO3JIaraercs Ha



5.1.

5.2.

6.1.

6.2.

yKa3aHHOT'O B PE30JIFOLIUU COTPYAHHUKA.
Cpoku HCIIOJIHEHUS IOKYMEHTOB UCUUCIISIIOTCS B KaJIEHAAPHBIX JTHAX C J1aThl UX MOJANUCAHUSL
(yTBepKIeHHMs) WM C JaThl HOCTyljleHus. Jlata HUCHONHEHUS YKa3blBaeTCsl B TEKCTe
JIOKYMEHTa WIH B PE30JI0LUU IupekTopa. B ciyuae, korga cpok UCIOJIIHEHUS TOKYMEHTa He
yKa3aH, OH JOJDKEH OBbITh HCIOJHEH B TEYeHUEe MecsAla. VI3MeHeHue cpoka HCIOJIHEHHs
IPOU3BOJUTCS JUPEKTOPOM, YCTaHABIMBAIOIIMM JTOT CpPOK. VI3MeHeHust BHOCATCS B
PETUCTPALIMOHHYI0 KapTOuKy. JJOKyMEHT cuMTaeTcs MCHOIHEHHBIM U CHUMAETCA ¢ KOHTPOJIS
1I0CJI€ BBIMOJIHEHUSI 3aJaHHid, TPOpabOTKH BOMPOCa, MOATOTOBKH cooOmeHus. Ha nokymenre
IPOCTABISAIOTCS OTMETKA 00 MCIOJIHEHUH, MOJANKCH JIMLA, [OJITBEPHKAAIOLIEr0 UCIIOIHEHUE,
JaTa.

Cucrema ydera KOHTPOJIbHBIX JOKYMEHTOB CTPOMTCA Ha 0a3e pEerucTpaliOHHBIX JAHHBIX.
KonTposibHast kaproTeka cucTeMaTU3UpyeTcs IO cpokaMm ucrnosiHeHus. llpoepka xona
UCIIOJIHEHUSI OCYILECTBIJIAETCS A0 HCTEUEHHMs] CpOKa UCIOJHEHUs (TpeaBapUTeIbHbII
KOHTPOJIb) B CJIEIYIOIIEM MOPSIIKE: 110 3aJaHUSAM IOCIEAYIOIINX MECSALEB TEKYILEro rojia — He
pe’ke OJTHOTO pa3a B MECHIL, [0 331aHUSAM TEKYIIEro Mecsla — Kak/ble AeCATh AHEH U 3a MATh
JIHEN 10 ucteueHus: cpoka. CrpaBKU KOHTPOJIS O COCTOSHUU MCIIOIHUTEIBCKON JUCIUIINHBI
COCTaBJIAIOTCS HE PEXE OAHOIO pa3a B UETBEPTh JUPEKTOPOM. OTBETCTBEHHBIH HCIOIHUTENb
HECEeT IEpPCOHAIBHYI0 OTBETCTBEHHOCTb 3a IOJHOTY M JOCTOBEPHOCTb HH(QOpPMAIUHU IO
UCIOJIHEHUIO JIoKyMeHTa. [l ynoOGcTBa paboOThl HMCIOJHUTENNM MOTYT 3aBECTH IalKH
JUISL UCTIOJIHEHUS TOKyMeHTOB «CpouHo», «Ha noanuce», «Ha otnpaBky».

6. CocTraBiieHUe HOMEHKJIATYPHI J1eJ1

Knaccugukanus 10KyMEHTOB 3akperuisieTcs B HOMEHKIaType jaen juues. Homenkiatypa nen
auIes cocramisercs mo ¢gopme, onpeneneHHol ['ocymapcTBeHHO# apxuBHOM cinyx00it PD, u
YTBEPKAACTCS JUPEKTOPOM JIULIES.

®opmupoBanue aen. COTpyIHHKH OTBEYArOT 3a (pOpMHUpOBaHHE Jed B COOTBETCTBHU C
JOJDKHOCTHBIMU ~ 00s13aHHOCTSIMHM. KOHTpOib 3a NpPaBUIBHOCTBIO (OPMUPOBAaHUS €)1 U
apXWBallMM OCYIIECTBIIIET TUPEKTOp W cekperapb. [Ipu ¢opmupoBaHun 1en HEOOXOAUMO
coOJII0/IaTh CIEAYIOLIUE ITpaBHIa;

[TomemaTes B €70 TOJBKO MCIIOJHEHHBIE JOKYMEHTBI B COOTBETCTBUU C 3ar0JOBKOM Jefia 1o
HOMEHKJIAType Jell;

[TomemaTs BMeCTe BCe TOKYMEHTBI, OTHOCSIIMECS K pa3pEIIEHUI0 OJIHOTO BOIIPOCa;
['pynmupoBaTte B jefe JOKYMEHTHI OJHOTO KaJ€HJApPHOIO To0/a, 32 HCKIIYCHHUEM
NEePEeXOAIIUX Jel;

['pynnupoBath B Jiejie JOKYMEHThI IOCTOSTHHOTO XpaHEHHsI U BPEMEHHBIX CPOKOB XpPaHEHUS;
B neno He 10MKHBI TOMENIATHCST JOKYMEHTBI, TOJIJIeKaIe BO3BpaTy, JUIITHUE IK3EMILISPHI,
YEPHOBUKH.

Jleno He 10KHO npeBbimaTh 250 THCTOB;

Howmep nena, B koTopoe I0KeH OBbITh MOMEIIEH JOKYMEHT, ONPEACIseTCsS B COOTBETCTBUH C
HOMEHKJIATYPOHU.

6.3. Ilo oxoHYaHuUH KaJICHAApHOI'o roJga IMPOU3BOJUTCA OT60p AOKYMCHTOB IJId IIOCTOSHHOTIO,

BPEMEHHOI'0 XpaHEHUs!, KOTOpble 0)OPMIISIOTCA B JI€)1a U MEPEatoTCs B apXUB JIMLES.

7. HOpﬂI[OK BE€ACHUSA JOKYMCHTAIIUMA COTPYIHUKAMU JINIEH

HOpH,I[OK BCACHUA HNOKYMCHTALIMU COTPYAHHUKAMH JIMLCA OIPCACIIACTCA HX ,Z[OJ'DKHOCTHOﬁ

MHCTPYKLMEN U HOMEHKJIATYpOH /e JINLIES.
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