Kupcanosa M.B.

CoBpeMeHHOe /1eJI0NPOU3BOACTBO: YueOHOe mocoOme. - 2-e u3a., ucnp. - M.: UHOPA-M;
HoBocubupck: Cudbupckoe corsnamenue, 2001. - 288 c. - (Cepus ""Bbiciiee oOpazoBanue').

[Ipennaraemoe yueOHOE MMOCOOME OCHOBAHO Ha H3YYEHMH U OOOOIIEHHH CYIIECTBYIOMIEH
MPAKTUKKA PAOOTHI C JIOKYMEHTaMHU W BEJCHHS JICJOMPOU3BOJICTBA B PANIMYHBIX YUPEIHKICHHUSIX
rOCyJIapCTBEHHBIX M HETOCYIapCTBEHHBIX ()OPM COOCTBEHHOCTH. YUTEHBI HOBBIN IOCYIapCTBEHHBIN
crangapt PO I'OCT P 6.30-97 "YHuduuupoBaHHas cucteMa OpraHu3aliOHHO-PACIIOPSIUTEIbHON
nokymeHTanuu" (BBeneH ¢ 1 utonsa 1998 r.), ¢ U3BMEHEHUSAMH, YTBEPKICHHBIMH TTOCTAHOBIICHUEM
I'ocynapctBenHoro komurera P® mo crangapruzauuu u metposnoruu ot 21.01.2000 N 9-ct, atn
W3MeHeHus BBeAeHbI B fieiicTBue ¢ 1 ampens 2000 r.; TunoBass HHCTPYKIUS MO AEIONPOU3BOACTBY
B MHUHHUCTEpCTBaX H BegoMmcTBax Poccuiickoit ®enepanun (yTBEpXKIeHa pacHopsKEHUEM
[IpaBurensctBa P® ot 24.06.92 1. N 1118-p); [IpaBuna paboThl C JOKYMEHTaMH B y4eOHBIX
3aBe/ICHUSX (METOJMYEeCKHe peKkoMeHaauuu MunucrepctBa oOpa3oBanus P®), a Takxke
pa3paboTaHHbIil Bcepoccuiickum Hay4HO-UCCIEAOBATEILCKUM MHCTUTYTOM JOKYMEHTOBEICHHUS U
apxusHoro nena (BHUNJIA/L) cOopHuk muakaToB u ydeOHbIe (JOPMBI OCHOBHBIX YIIPABICHYECKUX
JTOKYMEHTOB.

[Tocobue npeanasHaueHo s 00y4eHHs cekperapeii-pedepeHToB, B TOMOIIb PYKOBOAUTEISM
CITy’KO JIEIOTPOU3BOCTBA, a TAKXKE IS CTYACHTOB, N3YUAIOUINX JIEIONPOU3BOJCTBO U
MEHEKMEHT.



Conepxanue

IIpepucaosue

Tema 1. Opranuszanus ciry:x0 1eJ10NPOU3BOACTBA

1. Opranu3anoHHOE TOCTPOSHUE CITYKOBI IETOMPOU3BOJICTBA

2. Paznenenue GpyHkuuii Mexay Noapa3AeIeHUSIMU IE€TIONPOU3BOJICTBA U UCTIOTHUTEISIMU
3. Opranusanus paboTsl ceKkpeTaps-pedepeHTa

[Tpunoxenus

Tema 2. OcHoBHBIE TPeOOBAHUS K 0(DOPMJICHUIO YIIPABJIEHYECKUX (OPraHU3alMOHHO-
pacnopsianTeNbHbIX) JOKYMEHTOB

1. OcHOBHBIE TIOJIOKEHUS IO TOKYMEHTUPOBAHUIO YIIPABIECHUYECKOMN AESITEIbHOCTH

2. YHuuKanus v CTaHIapTH3AIMS YIIPABICHYECKUX TOKYMEHTOB

3. Buapl TOKyMEHTOB M MX KJIacCHU(PHUKAIUSI

4. paBwuia odopMIICHHS YIPABIEHISCKUX (OPraHU3AIMOHHO-PACTIOPSTUTETHHBIX )
JIOKyMEHTOB

[Ipunoxenus

Tema 3. Benenue 1eJionpou3BoACTBA B OPraHU3aLMH, YYPeKICHUU
1. Opraau3anus T0KyMeHT0000poTa (00ITHE TTOTOKECHHS )

2. Peructparyist 1 y4eT MOCTYMAIONINX B OPTaHU3AIHIO TOKYMEHTOB

3. [loaroroBka M perucTpamus OTIPaBISIEMbIX TOKYMEHTOB

4. ITpoxosxJeHre BHYTPEHHUX JOKYMEHTOB

5. Yder oO0bemMa JOKYMEHTOOO0pOTa

6. KoHTpOIIb 32 UCTIONTHEHNEM JOKYMEHTOB

[Tpunoxenus

Tema 4. Jles10npou3BOACTBO MO JUYHOMY COCTABY
3aganus
[Tpunoxenus

Tema 5. Jles10npou3BOACTBO MO MUCbMEHHBIM M YCTHBIM 00pallleHUusIM TPasKIaH
[Ipunoxenus

Tema 6. OpopmiieHue 1 cOCTaBJIeHHE OCHOBHBIX BU/I0B YIIPaBJIeHYECKHX JOKYMEHTOB
1. CoBpeMeHHOE 1€10BOE MUCHMO

2. OpraH3anoHHO-PacloPsANTENbHbIE JOKYMEHTBI

3. JIoKkyMeHTBI OnepaTUBHON MHGOPMAITIH

[Ipunoxenus

Tema 7. Homenkiiatypa aeit. IloaroroBka 10KkyMeHTOB 1JIs1 XPAHEHUS B apXHBe
1. O0wme noJI0KeHNs

2. ®opMHUpOBaHUE A€l

3. IoaroroBka JOKYMEHTOB K MOCIEAYIOLIEMY XPaHEHUIO U HCIIOIb30BaHUIO
[Ipunoxenus

Tema 8. HexoTopble pekoMeHIaAIUM NPH NeYATAHUU TEKCTOB CJIYKeOHBIX JOKYMEHTOB
1. OcoGeHHOCTH OPUIMATEHO-IETIOBOTO CTUIIS

2. YnotpebieHre MPONUCHBIX U CTPOYHBIX OYKB

3. Haubonee ynotpebisieMmble COKpAIIEHHS CIIOB

4. OdopmiieHue 1atT U YMCEN B IOKyMEHTaX

[Tpunoxenus

Jlureparypa



IIpeauciiosue

CCFOI[HS'I COBCPHICHCTBOBAHUC YHPABJICHUSA HpOI/I3BOI[CTBeHHO-XOSSIfICTBGHHBIMH CHUCTEMAaMU,
MOBBILIIEHHE YPOBHS OpraHu3anui U dPQPEeKTUBHOCTH YIIPABICHYECKOTO TPYyJa BO MHOTOM 3aBUCHUT
OT TOro, HACKOJbKO palMOHAJIBbHO IIOCTABJICHO B YYPCKICHUAX W Ha MNPCANPUATUAX
JIENOnpOou3BOACTBO. [lopolt pyKOBOIUTENSAMHU CITYKO JEIOMPOU3BOJCTBA CTAHOBSTCS JIIOAMU ClIabo
MOJITOTOBJICHHBIE, OT YEro CTPAJAI0T BCe pabOTHUKH yupexacHud. YacTo cekperapeii-pedepeHToB
00y4JaroT Ha KPaTKOCPOUYHBIX KypcaxX, MO pa3lInyHbIM Y4eOHHUKaM, C MCIIOJIb30BAHUEM yCTapPEBIINX
HOPMATUBHBIX OOKYMCHTOB MW pa3HbIM HX TOJKOBAHUCM, UYTO, KOHCYHO, HC CHOCOGCTByeT
MOBBILIEHUIO YPOBHSI JI€JIONPOU3BOICTBA.

[Ipennaraemoe yueOHOe mocoOuMe - pe3yabTaT H3Y4YEHHS U OOOOIIEHHS CYHIECTBYIOIIEH
IIPAKTUKU pabOTHI C JOKYMEHTAMHU, TOTO HOBOTO, YTO €CTh B 3TOM 00sacTu B Poccuu u 3a pyoexom.
Mpbl HCTIONB30BAIM MCCIENOBAHUS H3BECTHBIX aBTOPOB B obOmacTu jgenomnpousBoiactBa T. H.
bounapesoii, I1. B. BecenoBa, M. T. JluxaueBa, A. H. CokoBoiif; TUNOBYI0 WHCTPYKIIHIO IO
JIEIIONPOU3BOJICTBY B MHUHHUCTEpPCTBax, BeaoMcTBax Poccuiickoit denepainu, MOArOTOBICHHYIO
KomuteToMm 1o aenam apxXuBoB U yTBEpKAEHHYIO perieHneM [IpaBurenscrBa PO ot 24 urons 1992
r. N 1118-p; pa3paGoTaHHBIi apXMBHBIMH CiIyx)0amMu Marepuan "l'ocymapcTBeHHas cHCTeMa
JIOKyMEHTAIIMOHHOTO oOecrieueHust ynpasieHus. OcHOBHbIe monoxeHus. OO0mue TpeOOBaHUS K
JIOKYMEHTaM | CiIyx0aMm JoKymMeHTarmoHHoro oobecneuenus"; HoBeii ['OCT P 6.30-97
"VHuduuupoBaHHas CUCTEMa OPraHU3aIMOHHO-PACTIOPIIUTEIHLHON JTOKyMeHTanuu" (TpeboBaHUS
K o(OpMIICHHIO JOKYMEHTOB), KOTOPBIM BBeAeH B jAciictBue ¢ | wmroms 1998 1. Bo Bcex
(benepanbHBIX OpraHax TOCYAapCTBEHHOW BIIACTH, OpTraHaX roCyJapCTBEHHON BJIACTH CYOBEKTOB
Poccuiickoii ®deneparuu (Bkimrovas cyowbekTel P®, ummMeronue Hapsay ¢ PYCCKUM SI3BIKOM B
KauecTBE TOCYJapCTBEHHOI'O HAIMOHAIbHBIN S3bIK), OpraHax MECTHOI'O CaMOYIpaBICHUs, Ha
NPEINPUITUSIX, B OPraHU3alUAX U UX OOBEAUHEHUSX HE3aBUCHMO OT OpPraHU3allMOHHO-IIPABOBOM
dopMBl U BHIA JAeATeNbHOCTH; 3akoH "OO oOpalieHMu TpakgaH K JemyTaTraM, JOJKHOCTHBIM
JUIAM TOCYJIapCTBEHHBIX OPTaHOB, OPraHOB MECTHOTO YIPABJICHUS, PYKOBOJIUTENISAM MPEATPUITUN
u opranm3aruii B HoBocubupckoii oomactu" ot 9 utons 1995 r., a Takke Matepuaibl COOCTBEHHBIX
UCCIIeTOBaHMM U pa3paboToK.

Ocoboe BHUMaHHE YyJENseTCsl OpPraHU3alMOHHOW CTPYKType CaMHX CIyXO JeI0npou3BOJCTBA,
pabote cexperapeii-pedepentoB. [logpoOHO paccmaTpuBaeTcs AEIOMPOU3BOICTBEHHBIN IMpoIECe,
BKJIIOYAIOIMI  O(OopMIIEHHE, JBU)KEHUE JIOKYMEHTOB, KOHTPOJb HCIIOJHEHHS, MOUCKOBO-
CTIPaBOYHYIO W aHAJTUTUYECKYIO0 pabory. B mocoOmm mpuBOAATCS pa3BepHYTHIE XapaKTEPUCTUKH
OCHOBHBIX HOPMAaTHBOB B 3TOM o6sacTu. OTAEIbHON TeMOH naeTcsl BeeHHe HOMEHKIJIATYphl Jell,
MOJrOTOBKAa JOKYMEHTOB Il XpaHEHMsl B apXWBe - 3TO HauOoisiee ciaboe MecTo B padbore
OpraHu3aIui.

YyebHoe nmocodbue "CoBpeMeHHOE ACIONMPOU3BOACTBO" BKIFOYAET BOCEMb TEM:

1. Opranu3zanus ciyx0 JeIonponu3BO/ICTBA;

2. OcHoBHble TpeOOBaHMS K  OG(GOPMIICHHIO  yNpaBlIeHYECKHX  (OpraHU3aIMOHHO-
pacnopsIUTENbHBIX) TOKYMEHTOB;

3. Benenue nenonpou3BoICTBA B OPTaHU3AIIUN, YIPEKICHUH;

4. Jlenonpou3BOJICTBO IO JINYHOMY COCTaBY;

5. J1enonpou3BOACTBO MO MUCHbMEHHBIM M YCTHBIM OOpaIeHHUSIM TpaXkiaH;

6. OdopmieHe U COCTaBIEHUE OCHOBHBIX BUIOB yIIPaBICHUECKUX JOKYMEHTOB;

7. Homenkiatypa nen. [lonroroBka JOKyMEHTOB JIJIsl XpaHCHHSI B apXHUBE;

8. HexoTopble peKOMEHIAIMH MIPH eYaTAaHUH TEKCTOB CITY)KEOHBIX JOKYMEHTOB.

B KoHIIe Kax /101 TeMbI JJIs 3aKpEIUIEHHUs U3y4aeMoro MaTepuaa npeajiaraloTcsl NpakTHYecKue
3aJjaHus, MpUiIararTcss o0pasipl 0hopMIICHHS TOKYMEHTOB. JTOT MaTeprail HaM MpeICTaBiIseTCs
0CcO00EHHO BaXKHBIM JJIsI CAMOCTOSITENIFHOTO U3yYeHHS Kypca cekpeTapsMu-pedepentamu. Mol
oOpaillaeM BHUMaHUE MpernoiaBaTesie, MpUMEHSIOIINX JaHHOe yueOHOoe mocoOue B cBoei padoTe,
Ha TO, YTO JUIs HOpPMHUPOBAHUS y CIyIIaTeleld yMEHUI U HAaBBIKOB B 00JIACTH JEIONPOU3BOICTBA UM
HE0OXO0IMMO BBITIOHUTH BCE 33/1aHNU, IPUBEIEHHBIE B KOHIIE KaX/I0H TeMbl, H UCIIOJIb30BATh
IIPUIIOKEHUS.



Tema 1. Opranu3anusi cJIy:k0 1eJONPOU3BOACTBA
1. OpraHu3annoHHoOe MOCTPOEHHE CIYKObI 1eJIONPOU3BOICTBA

CymectByer  Tpu  (HOpMBI  OpraHu3aluyd  JICTONMPOM3BOJCTBA:  IIEHTPAIM30BaHHAS,
JEIEHTPATM30BaHHAS U CMEIIaHHAas.

[Tpu neHTpanu3oBaHHON (HopMe OpraHW3aIUK JAETIOMPOU3BOJICTBA BCE OMEPANUU MO 00paboTKe
JIOKyMEHTOB COCPEIOTOYHMBAIOTCS (IIEHTPAITH3YIOTCS) B €IUHOM JIJISI BCETO YUPEKICHUS LEHTPE -
KaHIEIspuH, OOIIeM OTaeNle WM y cekperaps. JleneHTpanu3oBaHHas (opMa mpeanoiaraet
paccpeoToOYeHUE JIeTONPOU3BOICTBEHHBIX OIEpaIlMii MEXIAY CTPYKTYPHBIMH IOJpa3JIeICHUIMU
VUPEKACHHUS; TPU OTOM B KaXKJIOM W3 HUX BBITMOJHACTCS OTHOCHUTEILHO OJHOPOIHBIN HaOOp
JISIIONPOU3BOICTBEHHBIX ~omeparnuii. He criemyer cmemmBarh ACHEHTPATU30BaHHYIO (opmy
OpraHu3aIK JISIOTPOU3BOJICTBA, IPU KOTOPOH JIEIONPOU3BOJICTBEHHBIC ONEPAIMH BBITIOIHSIIOTCS
B PAa3UYHBIX CTPYKTYPHBIX TOJPA3ACICHUSIX YUPEKICHHS, C OpPraHU3aIMOHHON CTPYKTYpOi
CITy’KOBI JICTIONPOM3BOJICTBA, WUMCIOIIEH CIEIMaIH3UPOBAHHbBIC TOIPA3NIEICHUs, - SKCIICIAUIINH,
MamiOopo, KOHTPOJIbHBIE Tpymmbl W T.JA. llpu cMmemanHOW ¢GopMe Omepamuyd BITOIHIIOT
[ECHTPAJIM30BaHHO  (TIpUEM,  pPErucTpanus, KOHTPOJIb, PAa3MHOXCHHE  JIOKyMEHTOB) U
JENCHTPATM30BAHHO  (CIpaBOYHO-MH(DOPMAIIMOHHOE OOCTYXKMBAaHUE, XpaHEHHUE JIOKYMECHTOB,
dhopmupoBaHHE J1EN).

®opMy OpraHuzalMy JEJONPOU3BOACTBA BBHIOMPAIOT C YYETOM pa3Mepa YUpexKJIeHHs, oObema
JIOKyMEHTOO00pOTa, cOCTaBa CTPYKTYpPHBIX MOApa3/ieieHuidl. B Menkux ydpexaeHusx (kornaa
JOKYMEHTHPOBAaHUE OCYILECTBIIAETCS HEMOCPEICTBEHHO B IOJPa3/eleHUsAX), a TaKxkKe B
TEPPUTOPUAIBHO PAa300IIEHHBIX (PacIONOXKEHHBIX, HAIPUMEP, B PA3IMYHBIX paiioHaxX OOJBIIOrO
roposa) BEIOMpAIOT LIEHTPAIN30BaHHYIO (opMy. B OONBIIMHCTBE K€ YUpPEeKJCHUH U OpraHu3alui
UCTIONB3YIOT CMEIIAaHHYIO (JOPMY OpTaHU3aLUH JEeIONPOU3BOACTRA.

Haubonee panpoHansHON (HOpMO OpraHU3aIMH OTIEIBHBIX JIEIOMPON3BOICTBEHHBIX POIIECCOB
U Ollepalyii ABIseTCs HEeHTpaTIU3alys, TOCKOIbKY OHA IIO3BOJISIET:

- CHU3UTh CTOMMOCTb JIETIOTIPOU3BOJICTBEHHBIX OTIEpAaIHii;

- YAYUYLIUTh OPTaHU3AIUIO TPYAa JEIONPOU3BOACTBEHHOTO MEPCOHANA U, B YaCTHOCTH, BHEJIPUTH
€ro HOpMHUPOBAHHUE;

- 00eceuuTh CreUaIN3aHi0 U B3aUMO3aMEHIEMOCTh pAOOTHUKOB;

- HCTIOJIb30BATh MPOTPECCUBHBIE U MTPOU3BOIUTENBHBIE TEXHHUECKHUE CPEJICTBA;

- 00ecneyuTh eJMHCTBO OPTaHU3AMOHHOTO U METOAMYECKOTO PYKOBOCTBA.

B coBpeMEeHHBIX yCIIOBHUSAX MOJIHOCTBIO LIEHTPAIU30BATh JI€IONPOU3BOJICTBEHHOE O0CITYKBaHUE
MOKHO TOJIBKO B CPaBHUTEIBHO HEOOJNBIINX YUPEKACHUAX. B KPYMHBIX YUPEKICHUSAX CIEAYeT
CTPEMUTBCS K L€I1ecO00pa3sHON LEHTPaIU3aluu OTIACNIbHBIX (PYHKUIMN JEeTONpPOM3BOACTBA, TAKUX
KaK IIpUEM M OTIpaBKa JOKYMEHTOB, DPETUCTpalUs M KOHTPOJIb HCIOJHEHUS JOKYMEHTOB,
creHorpaupoBaHUe W TeYaTaHUE JOKYMEHTOB, UX Pa3MHOKEHHE, METOAMYECKOE PYKOBOJCTBO
JIETI0NIPOU3BOICTBOM.

B HeOonpmMX yUpexIeHHSX, HE HMMEIOIIUX OOIIMX OTAENOB, OT/IEIOB AEIONPOU3BOJCTBA,
JIeTIOTIPOM3BOICTBEHHOE OOCITY)KUBAHHUE OCYIIECTBIISIET CEKpeTaph-pedepeHT PyKOBOIUTEIIS.

Eciu opranusanus WM ydpexkICHHE HMEIOT OONbIIONH 00heM JOKYMEHTOB, TO BBOJHTCS
CTPYKTYpHOE Mojipa3JielieHue, OTBEYarollee 3a JEJIONPOU3BOJICTBO, - KaHIIENApHs, OOIui OTAed,
OTJIEJI IEJIONPOU3BOJICTBA U T.1. JleSITENbHOCTD 3TOr0 CTPYKTYPHOI'O MOAPA3/IEICHHs OTPAXKAETCs B
CHelMAaIbHO pa3pabaTbiBaEMOM MOJNIOKEHUU (CM. puiioxk. 1.1).

C 1enbI0 perfiaMeHTaIuy JISJIOTPOU3BOICTBEHHOTO TIPoIiecca, ONpPEACTICH s TPHEMOB U CIIOCO0O0B
CO3JIaHHs U 00PaOOTKHU JTOKYMEHTOB B OPTaHU3AIMH OT/IEJNbI IEJIONPOU3BOJICTBA Pa3padbaThIBAIOT
WHCTPYKIIUH TIO JICTIONPOU3BOJICTBY, KOTOPBIC YUPEKITAOTCS IPUKA30M PYKOBOIUTEIIS YUPEHKICHUS
(cm. mpunox. 1.2).



2. Paznesienue GyHKUMA MeKAy MOApa3ieeHUSIMU AeJ0NPOU3BOACTBA U UCIIOJIHUTEIAMH

OcHOBOI opraHu3aluy TpyAa AETONPOU3BOJACTBEHHOTO MIEPCOHANA SBISIETCS TIIyOOKOE M YETKOE
pasnenenue GYHKIUH MeXAy TNoapa3fAeNieHus MU U UcloNHUTeNssMH. OHO OTpaxkaeTcs B
HOPMATHBHBIX JOKYMEHTaX - TIOJIOKEHUSX O JEeJONPOU3BOJCTBEHHBIX MOJPA3JACICHUSIX U
JOJIKHOCTHBIX MHCTPYKIUSAX UX paOOTHUKOB.

[Tonoxenue 06 oTaene 1eNONPOU3BOJACTBA Pa3pabaThIBAET PYKOBOAUTENb OTAEIA U YTBEPXKIAET
PYKOBOAMTEND yupexaeHus. [lonoxkeHne o CTpyKTypHOM MOJpa3iesieHuu OTnAea pa3padaThiBacT
PYKOBOJUTENb 3TOrO MOJpPA3JEIEHUs] COBMECTHO C pYKOBOJIUTENEM OTHeNa, a YTBEp)KAAeT
PYKOBOJMTENb OT/AENA, YHPABISIOMINWNA Je1aMH WM PYKOBOAMTENIb IPYTrOro IOAPA3JCIICHUS, B
COCTaB KOTOPOT'O BXOJMT OTJEN JAEIONPOU3BOJICTBA.

ITonoxxenue 00 OTACIIC NI €TO CTPYKTYPHOM IMOAPA3ACIICHUU BKIIIOYACT CICAYIOIINUEC pa3Cibl:

- 001IMe NOJOXKEHHUS;

- OCHOBHBIE (DYHKIIUH U 33]a4H;

- 00s3aHHOCTH, NpaBa M OTBETCTBEHHOCTb PYKOBOAUTENS (3TOT IyHKT HMEET MECTO B TOM
cilydae, €Clid He pa3padaTbIBaeTCsl JOJKHOCTHAS HHCTPYKLUS PYKOBOAMUTEIS);

- opraHu3anus paboThl;

- yIpaBJje€HUE MOPA3IEICHUEM.

[TonokeHne MOKHO CONEpPKATh YETKUE (OPMYJIHPOBKH, HE JONMYCKAIOIIUE pa3HOTJIAcHd B
BOIPOCE O TOM, KTO M YTO JIOJDKCH JIeNaTh, KTO KOMY IOJYMHEH W T.J. IIyHKTBI TOJOXEHUS,
OTIPEJICTISIFOIINE B3aUMOOTHOIICHHS OTJeNa JEJIONPOM3BOJCTBA C JPYTUMH MOJpPa3ACiICHUSIMH,
JIOJDKHBI OBITH COTJIACOBAHBI C ATHMH TIOJPa3ICIICHUSIMH.

[Tpu pa3paboTke MOJOKEHHsT 00 OT/AEeNe ASIOMPOU3BOACTBA MCIOIb3YIOT THIIOBOE MOJIOKEHHE.
Ero nmomonHstoT (Mpu HEOOXOIUMOCTH - COKpAIAIOT) U KOPPEKTUPYIOT B COOTBETCTBHH C
KOHKPETHBIMHU YCIIOBHUSAMH pabOThI JAHHOTO armapaTa yIpaBiCHUS U €ro JEIONPOU3BOICTBEHHON
CITYKOBI.

Jdus  xaxjaoro paOOTHUKA OTAeNa JENONPOM3BOACTBA  pa3padarbiBacTCs JOJKHOCTHAS
MHCTPYKLUS, KOTOpas OIpeneNseT OpraHu3alMiOHHO-IIPAaBOBOE IOJIOKEHHE pabOTHHKA B
CTPYKTYpPHOM TOJpA3JeIeHUN W O0ECleunBaeT YCIOBHS Ui ero 3(pQeKTHBHONH paboTH (CM.
npuioxk. 1.3). MTHCTpyKIUs COCTOUT U3 CEIYIOIUX Pa3/IeNoB.

OOmiast yacTh. YCTaHAaBJIMBAIOTCS OCHOBHBIE 3aJlaud pabOTHUKA (HalpUMep, OCHOBHAs 3ajada
JICJIONPOU3BOJUTENSL - PErucTpanys JOKYMEHTOB), HMOPSAOK 3aMEUIEHHs JOJDKHOCTH (T.€. KeM
Ha3HA4aeTcss MU OCBOOOXKJaeTcss OT JOJDKHOCTH JIaHHBIM paOOTHHUK), MNpodecCHOHATIbHbIE
TpeOoBaHUSI K pabOTHUKY (ypoBeHb OOpa3oBaHMs, CTaXX paOOTHI, JOJKEH 3HAaTb..., JOJKEH
YMETb...), JIUIO0, KOTOPOMY HEMOCPEACTBEHHO MOJYMHEH PAaOOTHHUK, OCHOBHBIE JOKYMEHTHI WU
MaTepHalibl, KOTOPHIMU 00513aH PYKOBOJACTBOBAThCS PAOOTHUK B CBOECH JIEATEILHOCTH.

OyHkuMK padoTHUKA. ONpenenstoTes IpeIMeT BEACHHs WIN y4acTOK paboThl, 3aKPEIUIEHHbIN 3a
COTPYIHUKOM, MEpe4YeHb BUAOB PabOT, M3 KOTOPBIX CKJIAIBIBAETCS BBIMOJIHEHHE BO3JI0XKEHHBIX
¢byHKuMi (HampuMep, perucTpanus IOKYMEHTOB MOXET CllaraTthCsi M3 TaKUX padoT, Kak
3all0JTHEHHUE KapTOueK, BEIeHUe KapTOTEKH, Bbliaya CIIPaBOK MO TeNeOoHy U T.11.).

OO6s13aHHOCTH paOOTHHKA. YKa3bIBAIOTCS O0S3aHHOCTH, CBSI3aHHBIE C MOATOTOBKOW JOKYMEHTOB,
MOJy4eHrueM, o0paboTKoi M  BbyIadeld uHGOpMAIMK, NpPEANoyaralmme o0s3aTeabHOe
MCIIONIb30BaHUE OMpeeNeHHBIX (HOPM U METOJIOB padOTHI (Hampumep, MepruoJUIecKHii KOHTPOIb 3a
dbopmMupoBaHHEM e B CTPYKTYPHBIX MOJpa3JelieHUsX, MPOBEACHUE HWHCTPYKTAXEW H T.1.),
TpeOyromire coOMI0IeHHsI CPOKOB BBITIOJHEHHUS] KOHKPETHBIX JEHCTBH, ONMpeAeNsionue mopsaoK
WCIIOJTHEHUSI TIOPYYEHHM, 3TUYECKHE HOPMBI, KOTOpblE HEOOXOAMMO COOJII0/IaTh B KOJUIEKTUBE.
Wuoraa B 3TOM pazjienie ONUChIBAIOTCS 3JI€MEHThI TEXHOJIOTHH BBITMOIHIEMBIX paboT.



IIpaBa pabotHuka. Onpenenstorcs npaBa pabOTHHKA 110 pealu3alii NOPYUEHHBIX eMy (QYHKIIHI.

B3auMooTHOIIEHNsT (CBSI3M MO JOJDKHOCTH). YKA3bIBAIOTCA TOJpA3JeNieHUus] U PaOOTHUKH, OT
KOTOPBIX MCIIOJIHUTENIb IOJy4aeT U KOTOPbIM IepefaeT HH(OpMaIUio, CPOKU Mepetadd, KTO
IIPUBJIEKAETCS K UCIIOJIHEHUIO TEX MJIM UHBIX JOKYMEHTOB, C KEM OHM COIJIACOBBIBAIOTCS U T.JI.

Ouenka pabotel. Ilepeyucnstorcs KpUTEPUH, MO3BOJISIIOIIME OLIEHUTHb CTENEHb BBITIOJIHEHHS
paboTHHUKOM cBouX (YHKUMH U O00s3aHHOCTEH, HCMONb30BaHUs mpaB U T.J. OCHOBHBIMU
KPUTEPUSMH SIBIISTIOTCS KAYE€CTBO PAOOTHI U CBOCBPEMEHHOCTH €€ BBITIOJTHEHHSI.

I[OJDKHOCTHYIO HHCTPYKIUIO MOANMMUCBIBACT HAYAJIbHUK OTJACJIa ACIIOMPONU3BOACTBA U YTBCPKIAACT
PYKOBOJHUTECIIb UJIIN 3aMECTHUTCIIb, KypI/Ip}/'I-OH_II/Iﬁ OTACII ACIOIMPOU3BOJACTBA.

3. Opranuszauus padoTbl cekperapsi-pedepenra

['maBHas ¢urypa neaonpousBOJICTBEHHOTO Tpoliecca - cekperapb-pedepent. Ero BaxHeiimas
3aja4a, KOTOpas peain3yeTcsl MPU BBIMOJHEHWHW MHOTHX (YHKIMH, - OKa3aHHe MaKCUMalTbHON
MIOMOIIIXA PYKOBOJUTEIO U SKOHOMHUS €T0 BPEMEHH.

CocrosiHME  JIENOTIPOM3BOJACTBA W 00mIass  KylabTypa OOCITY)XMBAaHUS  PYKOBOJUTEIICH,
CTEMAIIMCTOB B 3HAYUTEIHHONH Mepe OIpeneNseTcss KauecTBOM Tpyna cekperaps-pedepenra,
KOTOpOE, B CBOK oOYepeib, 3aBUCHT OT YPOBHS €ro opraHusanuu. Ha mnpakThke Ccekperapb-
pedepeHT MO0 BEAET IMONHOCTHIO (MM B 3HAYUTEIHHONW Mepe) ACNOMPOM3BOJCTBO arapara
YIIPaBJICHUS] WA KPYITHOTO CTPYKTYPHOTO MOJIPA3/ICIICHUS B 1IE€JIOM, BBITIOJHSIS TIPU 3TOM (YHKIIUU
CeKpeTapsi PYKOBOIUTENS, JMOO BBIOIHSAET TOJNBKO (YHKIUU CEKpeTaps pPYKOBOIUTEIIS.
[TpeoOnamaeT mepBbIii TUI CEKPETAPCKO-PEPEPEHTCKOM NEATSITLHOCTH.

Tpyn cekperaps-pedepeHTa XapakTepU3yeTcsl WIUPOTOH U pa3HOOOpa3ueM BBIMOJIHAEMBIX
¢byHkuuii u onepanuii. Bo-mepBeIX, cekperapckas IeATeNbHOCTh TpeOyeT yMEHHUs OBICTpPO
HEePeKIIYaThCsl ¢ OJHOTO BHAA pabOThl HAa APYrol: perucTpauust JOKYMEHTOB, Tele(pOHHbIE
MIEPEroBOPhI, MAITMHONKCH, paboTa ¢ (hakcoM, TpUEM MoceTuTeneil u T.1. Bo-BTOPHIX, cekpeTaph-
pedepeHT B TeueHue pabouero JHs OOLIAE€TCS ¢ OTHOCUTEIBHO OOJIBIIMM KPYroM JHL. B-Tperbux,
3a4acTyl0 CeKpeTapb-pe(epeHT MOMUMO MOPYUEHHH HENOCPEACTBEHHOTO PYKOBOIMTEIS IO POy
CBOCH JCATEIBHOCTH HEPENKO NOJDKEH BBINOJIHATH NMOPYYEHHUs APYTUX JHI. Takoe IoJoKeHue
CO3/IaeT JIOTIOJIHUTENbHbIE TPYIHOCTH B PaboTe cekpeTaps-pedepeHTa, 1 MOITOMY €ro 00sI3aHHOCTH
U TpaBa JIOJKHbI ObITh 0COOEHHO CTPOIO OINPEJIENIEHbl U 3aKPEIIEHbI B JODKHOCTHOW MHCTPYKLIMH.

Hanndne MOMmKHOCTHOW MHCTPYKIIUH - BaKHEHINAs MPEIIOChUTKA PallMOHAIFHONW OpraHU3alluu
CEKPEeTapCKOM AesTenbHOCTH. PaccMOTpUM OCOOEHHOCTH JTOMKHOCTHOM WHCTPYKIIMH CEKpeTapsi-
pedepenTa (cMm. npuiox. 1.4).

B paszmene "OOmue monoxeHus" MTOHKEH OBITH CTPOrO OTPAHUYEH KPYr JHUI, KOTOPBIM
HEIMOCPEICTBEHHO MOTYMHEH ceKpeTapb. ONTUMAIBHOE pEUICHUE - HEMOCPECTBEHHOE MOTYNHEHNE
cekperapsi-pepepenta ogHoMy smily. JlomkeH ObITh NMpHUBEIEH MaKCHMajibHO TOJHBIN NepedyeHb
WHCTPYKTUBHO-METOIMYECKUX JOKYMEHTOB, KOTOPBIMHU PYKOBOJACTBYETCS CEKpeTapb-pedepeHT B
CBOCH NI TENIbHOCTH, CIIPABOYHBIX M MHBIX MTOCOOMIA.

CrenyeT ompenenuth TpeOOBaHUS HE TOIBKO K MPO(GECCHOHANBHON TPaMOTHOCTH CeKperapsi-
pedepeHta, HO M K €ro mnpopecCHOHATHLHOMY YMEHHIO (HampuMep, edaratb, O(GOpMISTH
JIOKYMEHTBI, IOJIb30BAThCSl MHOXKHUTEIBHON TEXHHUKOM, BIIAJICTh KOMITBIOTEPOM U T.1I.).

B pasnene "®ynkuum u 3amaun cekperapsa-pedeperTa’ HeoOXoauMo B 00IIeM IJIaHe M3JI0KHUTh
TJIaBHBIE HaIpaBJICHUS JEITENILHOCTU cekpeTaps-pedepenta. Hanmpumep: mpuem u perucrpanus
JIOKYMEHTOB; TPEABAPUTEIBHOE PACCMOTPEHHE JIOKYMEHTOB; KOHTPOJb 3a HCIIOJTHEHHUEM
JIOKYMEHTOB; JOCTaBKa JIOKYMEHTOB; OTIPaBKa BCEX BUIOB CIY>KEOHON KOPPECTOHACHIINH; PUEM
U Tiepeqava TeJeTailrorpamMm; mpueM M Iepenada TenedOoHOrpaMM; y4eT SBKH COTPYJHHKOB Ha
paboTy; BBIMOJHEHWE MAITUHONUCHBIX paboOT; OpraHu3alus IMpUeMa TOCETUTENCH; BeIACHHE



MIPOTOKOJIOB (CTEHOTPAMM) COBEIIAHWK Yy PYKOBOAMTENS; OQOPMIICHHE JIHCTOB BPEMEHHOMN
HETPYJ0CMOCOOHOCTH; OPOPMIICHHE U PETUCTPAIIHS KOMaHIUPOBOYHBIX YJIOCTOBEPEHHI; KOHTPOIh
3a (QopMupoBaHMEM el B TOApA3ACNCHHUAX; KOHTPOJIb 3a COCTOSHHEM pabdoyero mecra
PYKOBOJIUTEIIS; BBITOTHEHNUE TIOPYICHUIH PYKOBOJUTEIS U T .

C ucyeprpIBaroIei MOTHOTONW MOMKHBI OBITH OMpEeNieHbl 00S3aHHOCTH CEKpeTaps Mo KaXKIou
U3 BBIMIOJIHAEMBIX MM (YHKIHHA (JIEJI0MPOU3BOJICTBO, MAIIWHOIKCH, CBS3b, MPHEM IOCETUTEIEH,
oOciyxuBaHue pykoBoautenss u T.4.). Ilpu mnepeuncienun o6s13aHHOCTEH, KOTOPBIE IOJKHBI
U3JIAraThCs SICHO, YETKO M HEJIBYCMBICICHHO, 11e71ec000pa3HO YKa3bIBaTh JCUCTBUS, BBHITEKAIOIINE
U3 T€X UM UHBIX YCIOBUHM WIN PE3yIbTAaTOB BBHIMIOJHEHUS YCTAHOBIEHHBIX 00S3aHHOCTEH.

B pasmene "OTBeTCTBEHHOCTh cekperaps-pedepeHTa" ciaeayeT yKa3aTh OTBETCTBEHHOCTD,
KOTOPYIO HECET CEKpeTaph 3a HEIMOJIHOE WM HENPaBWIIBHOE BBIIIOJIHEHUE CBOMX OO0s3aHHOCTEH, 3a
HENpPaBWJILHOE KCIIONB30BAHUE WM HEHCIONb30BaHHe cBOUX mpaB. [Ipu 3ToMm criemgyeT umeTh B
BHJly, YTO B alllapaTe yrpaBjeHUsi He ObIBaeT paboT, 3a BBINOJIHEHUE KOTOPHIX HUKTO HE HECET
OTBETCTBEHHOCTb.

[ToMmuMo paboTHl C JOKyMEHTaAMH CEKpeTapbh B OOJBIIMHCTBE CIy4aeB BBHITIOJHSAET (DYHKIIHH,
CBSI3aHHBIE C OpPraHW3alMedl MpueMa IOCETUTENCH, MOATOTOBKOWM W yYacTHEM B MPOBEICHUHU
COBEIIAHWK M 3aceJaHuii, BeIeT TeIC(POHHBIC IePErOBOPhI, 3aHUMAETCS MAIIWHOMHUCHIO H
KCEPOKONMPOBAHUEM JOKYMEHTOB.

Opranuzaiusi npueMa TMOCEeTUTeNeH - oAHa W3 BaxHeHmMX ¢QyHKUUNA cekpertaps. llpu ee
BBITIOJTHEHUH CEKpeTapb 00s3aH MPOSIBISATh TAaKTUYHOCTh, YMEHHE BCTYNaTh B KOHTaKT C
MOCETUTENISIMU, CAaMOCTOSATEIBLHO PEIIaTh HEKOTOpbIe BOMPOCHL. ClieqyeT pa3inyaTh TPU TPYMIIBI
JUL, C KOTOPBIMU PYKOBOIUTENb IMOIJECPKUBAECT MOCTOSHHBIE WJIM Pa30Bble KOHTAKTBI, - 3TO
COTPYOHUKM  YUPEKICHHUS, NPEACTABUTEIM JPYTHMX OpraHu3alui, TpaxkIaHe, KOTOPBIX
PYKOBOJMTENb IMPUHUMAET MpPU  PELUIEHUU BOINPOCOB, OTHOCAIIMXCS K  KOMIIETEHIIMH
BO3TJIABJISIEMOTO UM YUPEKICHHUS.

Opranu3zyst mpueM COTPYAHHUKOB, I1e71eCO00Pa3HO MPUAEPKUBATHCS CISTYIOIIUX PEKOMEHIAINH.

PykoBoauTens nomkeH MHPOPMUPOBATH ceKpeTaps-pedeperTa o JHIax, KOTOpble MOTYT OBITh
UM TIpUHATBI B Jit0o0Oe Bpemsi 03 TpeaBapUTEeNbHOW JIOTOBOPEHHOCTH. [IpweM ocTabHBIX
pa6OTHI/IKOB PYKOBOAUTCIIb, KAaK IMPaBUJIO, OCYHICCTBIIACT B YCTAHOBJICHHBIC YacCbl, O KOTOPLIX
cekpeTrapb-peepeHT 0053aH WHPOPMHUPOBATH COOTBETCTBYIONIMI KOHTUHTEHT COTPYIHHUKOB. [lo
KEIIAHWUI0 PYKOBOJUTENSI CEKpeTapb-peepeHT MOXKET BECTH TPEABAPUTEIBHYIO  3aIlUCh
pabOTHUKOB, YTO TO3BOJIUT COKPATUTH BPEMsS OXKHIAHHS TPUEMa; C ITOHM XKe LENbI0 CEeKpeTapb-
pedepeHT MOKEeT PUTIIACUTH PAOOTHHKA 110 TeledOoHy.

Eciu paboTHUK HACTanBaeT HA HEOOXOJAUMOCTH BCTPEUH C PYKOBOJUTENIEM B HE OTBEICHHOE IS
npueMa BpeMs, CeKpeTapb-pedepeHT 00sf3aH [OJI0KUTh 00 3TOM PYKOBOJIUTENO, COOOLINB
damunuio pabOTHHUKAa M CYIIECTBO HMHTEPECYIOLIETO €ro BOMpOCa; B JAJbHEUIIEM CEeKpeTaph-
pedepeHT AeCcTBYET COTNIaCHO YKa3aHUSIM PyKOBOJIUTENSA, UHGOPMUPYS O HUX COTPYAHHKA.

Opranuzyst nmpueM pabOTHUKOB APYTUX YUPEKICHHM, cekpeTapb-pedepeHT 00si3aH BBISICHHUTD,
corjlacoBaHa Jii 3apaHee (MMCbMEHHO WM 10 Tele(oHy) BCTpeda JaHHOTO JIMIA C PyKOBOAUTEIIEM.
Ecnu BcTpeua cornmacoBaHa, TO CEKpeTaph HHPOPMUPYET PYKOBOIUTENS O MPHUOBITUA JAAHHOTO
JuIa, Npyu He0OXOIMMOCTH HAllOMUHAET eMY 00 3TOM U B JJaJIbHEHILEM MTOCTYNAET B COOTBETCTBUU
c ero ykaszaHusMu. Ecnu mpeaBaputerabHON JOTOBOPEHHOCTH HE OBLIO, CEKpeTaph BBIACHSET, U3
KaKkoil opraHuzaly NpHOBLUIO JaHHOE JIMIO, €ro (amMHIINIO, CYIIECTBO BONPOCA M, OLIEHUB
MOJTy4YEeHHYI0 UH(OPMAIINIO, MOXKET HAPaBUTh 3TO JIHUIIO B CTPYKTYpHOE ToapaszaeneHue. Ecnu ke
BOIIPOC MOXKET PEIIUTh TOIBKO PYKOBOJIUTEIND, CEKPETAPh-pEPEPEHT MOKIAABIBACT PYKOBOIUTEIIO
U JICWCTBYET B JlajbHEHIIEM B COOTBETCTBHH C €T0 YKa3aHUSMHU.



Hu nmpu kakux o0cTOSTENbCTBAX CEKpeTapb-pedepeHT He JOKEH HANpaBIsATh MPUOBIBIINX JIUI]
K pYKOBOIUTENIO 0Oe3 mpeaBapUTENbHOro yeenomieHus. IlpencraBiss moceturens, ceKperapb-
pedepeHT JomKeH YeTKO Ha3BaTh ero (haMUIINIO, TOJKHOCTh, OPTaHU3AIHIO.

Bo Bpems nmpuema cienyeT nepekiitounTh TeneoH pyKOBOIUTENS Ha ceKpeTaps-pedepenrTa.

Eciu B 3apaHee Ha3Haue€HHOE JJI NpUEMa BpPEMsl PYKOBOJAWUTENb OTCYTCTBYET IO IpHUYUHAM,
U3BECTHBIM CEKpeTapro-peepeHTy, TO ceKpeTapb-pedepeHT 00s3aH OT HMMEHHM PYKOBOIUTENS
W3BUHUTBHCA, OOBSICHUTH NMPUUMHY €r0 OTCYTCTBUS (3aJ€p’KKH) U COIJIacoBaTh BPEMs CIIEAYIOLIEH
BCTPEYH.

CyIIecTBEHHO OTIMYHBI OT HW3JIOKEHHBIX OOS3aHHOCTH CEKpeTapsi 10 OpraHM3aliH IpHeMa
rpaxaad. B O0nbIIMHCTBE CilydaeB OH BBITIOJHSET CIEAYIONIHE ()YHKIIUHU:

- BEJET PETUCTPALMI0 TPa)K/JaH, JKEJIAloIMX ObITh MPUHITHIMU PYKOBOJUTENIEM, NPU 3TOM B
perucTpaoHHoi Gopme (KapTOUuKe) yKa3bIBAIOTCS CBEJCHHS O MMOCETUTENE U MPEACTaBICHHBIE UM
JNOKyMeHTbl. OTBITHBI CceKpeTapb-peepeHT MOXKET YyKa3aTh Ha OTCYTCTBHE JIOKYMEHTOB,
HEOOXOUMBIX JIJISl pACCMOTPEHUS JIeTa;

- obecrieynBaeT MOPSIOK B MPUEMHOIN BO BpeMs IpueMa (peryirpyer o4epeaHOCTh, MoAOHupaeT
10 TpeOOBaHUIO PYKOBOAMTENS HEOOXOAMMBIE JOKYMEHTHI, MpUIJaIlaeT paOOTHUKOB amnapaTta u

T.1.);

- IpY HEOOXOIMMOCTH BEJIET 3aMKCh Oecebl PyKOBOIUTENS C JIUIIOM, TPUOBIBAIOIINM Ha TPHUEM,
Jie1aeT OTMETKH O XO/1€ PACCMOTPEHUS JIeJla B KAPTOUKE WIIM KypHAJIE.

3HaYUTENBHYIO YacTh pabouero AHsS cekpeTaps-pedepeHTa 3aHUMAaI0T Tele(OHHBIE IEPEroBOPHI.
[Ipu >TOM 1Isi PKOHOMHUHU paboO4Yero BPEMEHHM PYKOBOJIUTENS CEeKpeTapb-pedepeHT H0KeH
nepeaipecoBbIBaTh TeNe(OHHBIE BBI3OBBI, €CIIM 3TO BO3MOXKHO, APYIMM paOOTHUKAM armapara
yrnpaBieHus. BecbMa kHByuya TEHAEHIUS 0OOpaIlaThCs K PYKOBOIUTENSM C BTOPOCTEHNEHHBIMU
Bonpocamu. Cekperapro-pedepeHTy TpeOyeTCsl ONBIT, TAKT U aBTOPUTET, YTOOBI YETKO U, IJIABHOE,
C TMOJIB30M IS J1ea PperyIupoBarh TejaeOHHbIE 0OpalIeHHsI K PYKOBOIUTEIIO.

[Ipu oTCyTCTBHM pPYKOBOAUTENSI CEKpeTapb-peepeHT 3aluchbiBaeT TOJKHOCTh, (haMUIIHIO,
TeneoH abOHEHTa W, MPH BO3MOXKHOCTH, MHTEPECYIOIIME €ro BOIPOCH, a 3aTeM JOKJIaJbIBAET
PYKOBOIUTEIIIO.

Cekperapb-pedepeHT mo TenedoHy o00s3aH JaTh HCUEPIBIBAIOIIYI0 HH(OpMamMi O yacax
IpUeMa, HAIMYUK UM OTCYTCTBUU PYKOBOJUTENS HAa paboyeM MecCTe, a B HEKOTOPBIX CiIydasX - O
MeCTe €ro NMpeObIBaHUS U BPEMEHU BO3BPAIIICHUS.

B kaxaI0M yupexaeHHH MOXKET ObITh KPYT CBEACHHH, KOTOpBIE 0 TenedoHy He coolmmarorcs. B
3TOM cJy4ae CceKperapb-pedepeHT pekoMeHayeT aOOHEHTY OOpaTHTBbCS K PYKOBOIHMTEIIO
NHCHMEHHO WU JIYHO.

Cruip TeJ'Ie(bOHHOFO pas3roBopa JOJIKCH OBITH KpaTKUM MW TaKTHYHbBIM, a COJACPIKAHHC -
HUCUYCPIBIBAIOIIUM, HC TOMMYCKAOIIUM ,Z[BOﬁHOFO HJIK ITPEBPATHOTO TOJIKOBAHUA.

[Ipy moArOTOBKE W TPOBEACHUM COBEHIaHUS (DYHKIMH cekpeTaps-pedepeHTta MOryT OBITh
CJIEIYIOLIUMH:

- nHGOPMUPOBAHKUE TPUIIIAIIAEMBIX O MECTE, BPEMEHH, MOBECTKE JHA, JAOKIAAYMKax U T.1I. (C
OTOW TENBI0 WCIONB3YIOTCS TenedoH, paauo, JUYHBIE KOHTAKTHl, TPOMKOTOBOPSIIAS CBSI3b,
00BsBICHUS, IPUTTIAIICHHUS, JIUCT OMIOBEUICHHS U T.11.);

- HIOATOTOBKA CIIMCKA YYaCTHHKOB U obecneyeHne MMPpUTIalICHHbBIX H606XOI[I/IMBIMI/I MaTepuajIaMu
U NMCbMCHHBIMU MPUHAJICKHOCTAMU,



- O(bOpMJ'IeHI/Ie JOKJIaga PYKOBOOUTECIIA, ITIOATIOTOBKA HUIIFOCTPATUBHBIX MATCPUAJIOB,

- perucrpanusa Y4aCTHHUKOB H JOKJIad PYKOBOAUTCIHO O KOJIHUYCCTBC YUACTHHKOB, OIIO3JaBIIUX,
OTCYTCTBYIOIIUX, IMPUYIMHAX HCABKHA U T.II.,

- BEJICHUE MPOTOKOJIa UM CTEHOTPaMMBbI COBEIIIAHMUS;
- TOI00P MaTEPHAIIOB JUTSI PYKOBOIUTEIIS;
- BBITIOJTHEHUE OTIEPATUBHBIX TOPYUYCHHUHN PYKOBOIUTEIS, MTOTYUYEHHBIX B XOJI€ COBEIIAHMUS,

- odopMIeHHE TPOTOKOJA (CTEHOTPaMMBI), €ro Pa3sMHOXKEHHE M PACCBUIKA YYaCTHUKAM
COBEILIaHUS, KOHTPOJIb 32 UCTIOJTHEHHE MPUHATHIX PEIICHUN.

KauecTBo cekpeTapckoro o0cayKuBaHuUs MPSIMO 3aBUCUT OT YPOBHS MOJITOTOBKU CEKpeTapsi-
pedepenra. B Poccun co3nana u pa3BuBaeTCs CETh YU€OHBIX 3aBE/ICHUI HAYATBHOTO
npodeccnoHambsHOr0 00pa30BaHNUs, OCYIIECTBISIONIUX MOATOTOBKY ATON KaTeropuu pabOTHUKOB.

[puioxkenus
IMpuiaoxenne 1.1

IIpumepHoe MoJI0KeHNE 0 CTPYKTYPHOM MOAPAa3/IeJIeHUH 10 1eJI0NPOU3BOICTBY

I'ep6 PO YTBEPX/IAIO
(ecu 2ocyoapcmeenHoe yupexcoeHue)
HanmenoBanue opranuzanuu JlupexTop opranu3anuu

JlokyMeHTaIlMOHHOE 0OecTieueHne [Tonnuce N.N.I1leTpos
YIPaBJICHUS Hata

I[TOJIO’KEHUE
00.00.2000 N

1. O01He moJ10KeHus

1.1. lokyMeHTaIIMOHHOE 00eCTIeYeHre YIPaBICHHs OCYIIECTBISIET CiTyk0a JJokyMeHTalmoHHOTO
obecrieuenus ympasienus ([OVY), neiictByromas Ha MpaBaX CaMOCTOSITENBHOTO CTPYKTYPHOTO
NoJipa3esieHus], IOJYMHEHHOTO HEMIOCPEICTBEHHO PYKOBOJUTEIIO.

1.2. B coctaB cinyx0b1 JIOY, kak npaBuiio, BKIIOUYAIOTCS OTJEN JIONPOU3BOICTBA (MIpUEMHas,
CeKpeTapuaT pPyKOBOJUTEIS, CEKpeTapuaThl 3aMeCTUTENICH PyKOBOJUTEINS, CEKpeTapuaT KOJUICTHH,
MPOTOKOJIEHOE OI0p0), KaHUENApHS (IKCHETUIHS, MAIIUHONHCHOE OI0po, KOMHPOBAILHO-
MHOXHTEIbHOE OFOpO, TeleTallHas W JIp.), OTACN MUCEM TPaXKJaH, OTICNl COBEPIICHCTBOBAHUS
pa6OTI)I C JOKYMCHTaMU 1 BHCAPCHUA TCXHUUCCKUX CPCACTB, HCHT’paHBHBIfI ApXUB.

1.3. Pabota ciyx6s1 JJOY pernameHTHpYETCs MOJOKEHUEM O HEM, KOTopoe pa3pabaTbiBaeTcs Ha
ocHoBe Hacrosiero Ilomoxkenus. [estensHocth paboTHHKOB ciyxObl JIOY perimamentupyercs
JIOJDKHOCTHBIMM ~ MHCTPYKIUSIMHM, KOTOPBIE 3aKpEIUISIIOT pallMOHAIBHOE pa3felieHHe Tpyaa,
MpelyCMaTPpUBAIOT PaBHOMEPHYIO 3arpy3Ky paOOTHUKOB, paclpeaeieHhe padoT MO CIOXKHOCTU
BBITIOJTHEHMSI M KBaJTM(PUKAIUU UCTIOTHUTENEH. J[OJDKHOCTHBIE HWHCTPYKIIMHM pPa3padaThIBAIOTCS
cyx60ii JIOY u yTBepKIaroTcs €€ PyKOBOJMTEIEM WM €ro 3aMmecturesieM. [Ipu w3MeHeHHH
byHKUH 1 3a1a4 ciryk0b1 IOV MOMKHOCTHBIE MHCTPYKIIUU TIEPECMATPHBAIOTCS.



1.4. Cayx6a JOY B cBoedl IeATEIBHOCTH PYKOBOJACTBYETCS 3aKOHOAATEIbHBIMH M HHBIMU
HOPMAaTUBHO-IIPaBOBBIMH aKTaMU OpPraHOB T'OCYAAPCTBEHHOW BJIACTU W yIpaBieHHs Poccuiickon
®denepauyy, NpaBUIaMH, UHCTPYKIUSAMHU, METOJAUYECKUMHU peKoMeHAauusaMu yupexaeHuit I'AC
Poccuiickoit  denpeparuu W ApYrUMH  JI€UCTBYIOIIMMH  HOpPMaThBaMU IO  BOIpOCaM
JIOKyMEHTAllMOHHOT0 00€eCcIeYeHNs yIpaBICHUsI.

1.5. PykoBonctBO cityx0b1 JIOY MOKHO 3aMelaThCsl CIEUATNCTAMHU C BBICIIUM WIH CPEIHUM
CIeMAIEHBIM 00pPa30BaHUEM COOTBETCTBYOIIETO TPOQHIIS.

1.6. Cnyxx6a IOY umeeT Kpyriayro nevarh ¢ 0003HAYCHUEM CBOETO HAUMEHOBAHMSI.
2. lleau u 3apa4u cayxon1 JOY

OcHoBHbIMU 1ensiMu  cIyx0b1 JIOY  sBIsIFOTCS OpraHHM3anusi, pPyKOBOJCTBO, KOOpAWHALMS,
KOHTPOJIb M peasin3aius padoT Mo JOKYMEHTAaIlMOHHOMY oOecriedenuto yrnpasienus. Ciayxoba J0Y
pemraeT ciaeayromune 3a/1a9u:

- COBEpILIEHCTBOBAaHUE (POPM U METOJIOB pabOTHI C JOKYMEHTaMH;

- obecrieueHUe €AMHOIO MOPsAJKa JTOKYMEHTHPOBAHMS, OpraHu3anus padOThl C JTOKYMEHTAMH,
IIOCTPOEHUE NTOUCKOBBIX CUCTEM;

- KOHTPOJIb UCIOJIHEHMSI U MOATOTOBKM TOKYMEHTOB K I€pe/iaye B TOCYJapCTBEHHBINH apXWB B
COOTBETCTBHUH C JEHCTBYIOIUMU HOPMaTHUBaMU;

- COKpaIIeHUe TOKyMEHTO000pOoTa, KOJHUeCTBa (HOPM JTOKYyMEHTOB;

- pa3paboTKa ¥ BHEJPEHHE HOPMATUBHBIX U METOJUYECKUX TOKYMEHTOB 110 COBEPILICHCTBOBAHHIO
JIOKYMEHTAllMOHHOT0 00eCIeYeHNs OpraHN3aluy;

- y4Jactue B pPa3pabOTKE M BHEJIPEHUH IPOIPECCUBHBIX TEXHOJOTUN JIOKYMEHTALMOHHOTO
oOecrieueHys ynpaBjieHHs] Ha 0a3e MPUMEHEHUS! BBIYMCIUTEIBHON U OPraHMU3allMOHHOW TEXHUKH,
IIEPCOHAJIBHBIX KOMIIBIOTEPOB.

3. ®yukuuu cayxosl JJOY
B cooTBeTcTBUU C BO3/I0KEHHBIMU 33auaMu B GyHKIUH ciy>k0b1 [IOY BXoauT cienyroniee:

3.1. Pa3zpaboTka, BHeApeHHe | BeJeHHWE Tabens W anbOomMa YHU(PUIHUPOBAHHBIX (OPM
JIOKyMEHTOB OpPTaHU3AINH, BHECEHUE B HIX U3MEHEHUH.

3.2. OcymiecTBieHrue 00pabOTKH, PErUCTPallMi JOKYMEHTOB U Y4€OHO-CIIPaBOYHOU pabOThI MO
JIOKYMEHTaM.

3.3. Opranuzanys CBOEBPEMEHHOTO PAacCCMOTPEHHUS M IOATOTOBKH K JOKJIATy PYKOBOJICTBY
MOCTYMAIONINX JIOKYMEHTOB, OCYIIECTBICHHE KOHTPOJS 32 TPaBWIBHOCTBIO O(opMIIeHHUs
JIOKYMEHTOB, MPEACTABISIEMbIX Ha MOINCH PYKOBOJICTBY.

3.4. KoHTponp 3a MNpOXOXKIEHHEM, WCIOJIHEHHEM U OQOpMJICHHEM JIOKyMEHTOB B
YCTaHOBJICHHBIE CPOKH, 00OOIIEHHE CBEIEHHH O XOJ€ M pe3yibTaTaX HCIOIHEHHUS JOKYMEHTOB,

CHUCTEMATHUYCCKOC I/IH(I)OpMI/IpOBaHI/Ie PYKOBOJCTBA I10 3TUM BOIIPpOCAM.

3.5. Opranu3anusi MalIMHOIMCHOTO U3rOTOBJIEHUS, KOIIMPOBAHUS M ONIEPATUBHOTO PA3MHOKEHHS
JIOKYMEHTOB, pa3pab0oTKa U NPOEKTUPOBAaHUE OJIAHKOB JOKYMEHTOB.

3.6. PazpaboTka HOMEHKJIATYPHI JIeT OPTaHU3aINH, 00CeCIIeYeHIEe XPaHEHUS JIe)I ¥ OIIEPAaTHBHOTO
UCTIOJIB30BaHUs JIOKYMEHTOB WH(POPMAIINH.

3.7. Opranuzanus paboThI IO MPEATOKEHUIM, 3asBICHUSM U jKajo0aM rpak/iaH.

3.8. Opranuzanus KOHTPOJIS 3a pabOTOM C TOKyMEHTaMU B CTPYKTYPHBIX MOJIpa3AeNieHUsX.



3.9. Pa3paborka (COBMECTHO C COOTBETCTBYIOIIMMHU CTPYKTYPHBIMHM TOAPA3JIEICHUIMU
OpTaHM3aLK) MEPOTIPUATHH 110 COBEPIIEHCTBOBAHUIO ()OPM M METOIOB PAaOOTHI C JOKYMEHTAMH, a
TaKyKe T10 TIOBBIIISHUIO UCIIOJIHUTEIHCKOM JAUCHUITIINUHBI.

3.10. OcymecTBieHue KOHTPOJIS 3a NPaBWIBHOCTBIO odopmieHus u  (popMupoBaHUs
CTPYKTYPHBIMH TIO/IPa3/ICICHUSMHU eI, TTOJUIeKAIINX Cade B apXUB.

3.11. Opranusanus paOoThl apXuBa B COOTBETCTBUU C 3aKOHOJATEIILCTBOM [0 aPXUBHOMY €Iy
Poccuiickoii ®enepanuu, MNpaBUiIaMU, HWHCTPYKUUSMH M METOJAMYECKMMH PEKOMEHIALUSIMU

yupexaenuit I'”AC Poccuiickoit ®enepanuu.

3.12. TloBeimenne kBanudukanuu padboTHUKOB ciaykObl JIOY, mpoBeaeHue coBemaHuld |
KOHCYJIbTUPOBAHHE 110 BOIIPOCAM, OTHOCSIIIIUMCS K UX KOMIETEHIIUH.

3.13. Opranuzanust pabounx MECT, B TOM YKCJIE aBTOMAaTH3aIIUs.
4. IIpaBa u 0TBEeTCTBEHHOCTH ¢JIyxk0b1 JJOY
4.1. Cnyx0a JI0Y nmeer npaso:

4.1.1. OcymecTBIATh KOHTPOJIb 32 COKpamleHHeM H30bITOUYHOW MH(OpMAIK B OpraHU3alludl U
MOIBEJOMCTBEHHOI CHCTEME U IPUHUMATH K 3TOMY COOTBETCTBYIOIIME MEPHI.

4.1.2. TpebGoBarb OT PYKOBOJOWUTEIEH  CTPYKTYPHBIX  TOJPA3JACICHUA  BBITTOJTHCHHS
YCTAaHOBJICHHBIX MPABUJI pa0OTHI ¢ JOKYMEHTAMHU B OPTaHHU3AIMH W KOHTPOJIHPOBATH BBHIMIOJTHCHUE
ATHUX TPaBUIL.

4.1.3. 3anpamuBaTh y CTPYKTYPHBIX TOJpa3JeiCHUN W OpraHu3aiiii CBEACHUS, HEOOXO0IUMBbIE
JUIs1 paOOTHI.

4.1.4. TlpoBoauTh TPOBEPKU OpPraHU3alUU JTOKYMEHTAlIMOHHOTO OOECTeueHus YIpaBlIeHUS B
CTPYKTYPHBIX TOJpa3AeNeHUsIX U JOBOAUTH WUTOTH TPOBEPOK 0 PYKOBOIHUTENEH CTPYKTYPHBIX
Mo/Apa3ieNIeHu JJIsl IPUHSTHSI COOTBETCTBYIOIIUX MEP.

4.1.5. IlpuBnekatps B YCTAaHOBJIEHHOM IOPSIIKE CIELHUAINCTOB CTPYKTYPHBIX MOJpPA3AEICHUN K
MOATOTOBKE IPOEKTOB JOKYMEHTOB I10 TOPYYEHUIO PYKOBOJICTBA.

4.1.6. Bo3Bpamare UCIOTHUTENSAM Ha JA0Pa0OTKY JOKYMEHTHI, TOJATOTOBJICHHBIE C HAPYIICHUEM
YCTaHOBJICHHBIX TPEOOBaHUIA.

4.1.7. ComectHo ¢ BII onpenensite mpoiiecchl JOKYMEHTAIIMOHHOTO 00€CTIeUeHUsl yIpaBieHUs,
MOJIeXKAIUE aBTOMATU3AIUH.

4.1.8. [lognuceiBaTh U BU3UPOBATH JJOKYMEHTHI B MpeJiesiax CBOCH KOMIIETCHITUH.

4.1.9. PaspabaTeiBaTh TMOJOKEHUS O CTPYKTYPHBIX Moapa3AcieHusx ciayxosl JOY wu
JTIOJKHOCTHBIE MHCTPYKIIUK PAOOTHUKOB.

4.1.10. BHOCUTBH PYKOBOACTBY HPEUIOKEHHUS O NPUMEHEHUU aJIMUHUCTPATUBHBIX MEP BO BCEX
cllyyasiX HapylmleHUH NOoApa3feNeHUsMH M JOJDKHOCTHBIMU JIMIIAMU YCTAHOBJIEHHBIX ITPABUII
paboThI ¢ JOKYMEHTaMH.

4.1.11. YyacTBOBaTh B 00CYXJIEHUH PYKOBOJICTBOM BOTIPOCOB, KACAIOIUXCS COCTOSIHUS PAabOTHI C
JIOKyMEHTaMHU, a TaK)Ke€ COBEPIICHCTBOBAHUS (DOPM U METOJIOB pabOTHI C HUMHU.

4.1.12. BHOCUTB Ha pacCCMOTPEHUE PYKOBOJCTBA MPEACTABICHUS O Ha3HAYEHUH, IEPEMEILICHUH U
YBOJIbHEHUU PaOOTHUKOB cyk0bI JIOY, X MOOUIpeHUH 1 HAJIO)KEHUU Ha HUX B3bICKAHUU.



4.2. Cmyx6a JIOY HeceT OTBETCTBEHHOCTh 3a:
4.2.1. ObecrieyeHre yCTAaHOBIEHHOTO MOPSIKa pabOThI C JOKYMEHTAMH B OpraHU3aI1u.

4.2.2. BeimonaHeHne yKa3aHUi ¥ IOPYYCHHH PYKOBOJACTBA U COOJII0ICHHE HEOOXOIUMBIX YCIIOBHMA
TpyZna paOOTHUKOB.

5. B3aumooTHomenus cayxon1 JJOY ¢ ApyrumMu CTpyKTypPHBIMH NOAPa3ieTeHuIMU
5.1. Co CTpyKTYpHBIMH MOJPA3IACICHUSIMU - IO BOIIPOCAM JIOKYMEHTAIIMOHHOTO 00€CTICUeHUS.

5.2. C ropuawueckoil CiIyk00i - 1O TPaBOBBIM BOMPOCAM, CBS3aHHBIM C TIOJTOTOBKOM
JTOKYMEHTOB.

5.3. Co cnyx0amMu KaapoB, Tpylda MU 3apaOOTHOHM IIaThl U C COOTBETCTBYIOIIMMH Hay4YHO-
UCCJIEIOBATEIbCKUMU OpPTraHM3allMsIMM - IO BOMNpOcaM IoJ00Opa M PpacCTaHOBKH KaJIpoB U
MOBBIIEHUSI MX KBaJU(PUKAMU B YCJIOBHUSX IIHPOKOTO HCIHOJB30BAHUS BBIYUCIUTEIBLHOW U
OpPraHM3allMOHHOM TEXHHMKH, pa3paOOTKW U BHEJPEHUS MEPOIPHUITHH, CBSI3aHHBIX C Hay4yHOU
opraHuzalyei TpyJa, COBepIIeHCTBOBAHHUEM CTUJIS M METOI0B PabOTHI C IOKYMEHTAMHU.

5.4. Co ciayx0aMH XO3SIICTBEHHOTO OOCITY)KUBAHHsSI - TI0 BOIIPOCaM OOECIICUEHHs CPEICTBAMH
OpPraHM3AIMOHHOW ¥ BBIUMCIUTEIHLHOW TEXHUKH, OJIAHKAMH JIOKYMEHTOB, KaHIICISIPCKUMU
MPUHAJICKHOCTSIMHU, OBITOBOTO 0OCITY)KMBaHUs paOOTHUKOB Cityxk0b1 JIOY.

5.5. C BBIYUCIUTENBHBIM LEHTPOM - IO BOOpocaM pa3pabOTKH U BHEIPEHHS HOBBIX
WH(POPMAIMOHHBIX TEXHOJIOTUH W TPUMEHEHUS CPEJICTB BBIUMCIUTEILHOW TEXHHUKH, ONEPATUBHON
00paboTku nHbOpMaIMU U cOOII0IeHUs] TpeOOBaHUI HOPMAaTUBHO-METOAMYECKUX TOKYMEHTOB.

Hauvanbauk ynpaBieHus [Monnuce I'.IL.ITerpoB
IMpniaoxenne 1.2
IIpuMepHast HHCTPYKUMS MO AeJTONPOU3BOACTBY
YTBEPXIAIO
[Tpuka3 aupekTopa (WK MOCTaHOBJICHUE
IJIaBbl aIMUHUCTPAIMU 00J1aCTH, paiioHa

U T.J.)
Ot N

NHcTpyKus 1o Ae10nponu3BOICTBY B

HauMeHoeaHue opeaHuzayuu
1. O01mue MoJI0KEeHU s

1.1. MHCTpYKIMA MO 1€TONPOU3BOJICTBY MOATOTOBIEHA

Haumenosanue omoena
OTJEJIOM C LIENbI0 COBEPILIEHCTBOBAHUS HA €QMHOM OCHOBE JTIOKYMEHTAllMOHHOI'O 00eCHedeHHus
yrnpaBieHus: myTeM S()QPEeKTUBHOCTH TEXHOJIOTUM paboThl ¢ JAOKyMeHTamH. WHCTpyKius

yCTaHABIIMBAET 001IMe TpeOOBaHMS K paboTe OPraHN3aMOHHO-PACTIOPSIUTEBHBIX JOKYMEHTOB Ha
ocuoBe I'OCT P 6.30-97.



1.2. UHCTpyKIIMS TIO JEIONPOU3BOJICTBY YCTAaHABIMBAET MOPAJIOK NMpHEMa, y4ueTa, MOJArOTOBKH,
opopMiIeHHs, pa3sMHOXKEHHS (THPaXHpPOBaHHS), KOHTPOJS  HCIONHEHUS, XpaHeHHS U
HCIIOJIb30BAHUS IOKYMEHTOB.

1.3. [TonoxeHust MHCTPYKIIMU PACIIPOCTPAHAIOTCS KaK Ha TPAIUIIMOHHOE JIETONPOU3BOJICTBO, TaK
Y Ha OpraHU3aIuio paboThl C JOKYMEHTaMH, CO3/1aBaeMble CPEJICTBAMU BHIYMCIUTENLHON TEXHUKH,
MalIMHOTIeYaTaeMble U Jp., HE3aBUCUMO OT UX HOCUTETIECH.

KommnproTepHble TEXHOJOTHH OOpabOTKM JOKYMEHTHOH WH(GOpMAIMK JIOJKHBI OTBEYaTh
TpeOOBaHUAM HMHCTPYKIMH 10 J€JIONPOU3BOICTBY.

1.4. KOHTpOHB 3a CO6J'IIOI[€HI/I€M IIpaBUJI pa6OTBI C JOKYMCHTAMH B OpraHHU3allM1 BO3JIaracTcCs Ha
OTACIH.

Haumernosanue omoena
2. lokymeHTAIMSI OPraHU3AUNH

JleaTeNbHOCTh OpTaHM3allil 00ECIIeYMBACTCS CHCTEMOW B3aMMOCBSI3aHHBIX YIIPABICHYECKUX
JIOKyMEHTOB, COCTABJISIFONIMX €ro JOKYMEHTAlHOHHYI0 0a3y. CocTaB OKyMEHTAallMOHHOW Oa3bl
OTIpeeNseTcs PYKOBOUTEIIEM OpraHu3aIuH. Opranuzanus u3Iaer CIICAYIOIINE
paclopsiuTeIbHbIE  JIOKYMEHTBI:  IOCTAHOBJICHUS, PACIOPSDKEHUWsS, TPUKA3bl, YKa3aHWUS,
WHCTPYKIINH.

3. [IpaBuja noaAroToBku u 0popmJieHNs JOKYMEHTOB
3.1. loxymenmuposanue ynpasieHueckou 0esmeibHoCmu

JIOKyMEHTUpPOBaHUE YIIPABICHYCCKON NEATEITHbHOCTH 3aKJI0YaeTcsi B (pUKcanuu Ha Oymare Wiu
JPYTUX HOCUTEINSAX IO YCTaHOBIICHHBIM TIpaBWJIaM YIPABICHUECKUX JCUCTBUM, T.€. CO3JaHHE
yIpaBIEHYECKUX JOKYMEHTOB.

[Ipu moxaroroBke u  O(QOPMIEHUH JOKYMEHTOB HEOOXOIUMO  COONIOAATh  TIpaBHIIA,
o0ecTieunBarOIINe FOPUIHUECKYIO CHITY JIOKYMEHTOB, ONIEPATUBHOE M KAUECTBEHHOE WX MCTIOJTHEHUE
U TIOUCK, BO3MOXHOCTh 00pa0OTKH JOKYMEHTOB C IIOMOIIBI0 BBEIUUCIUTEILHOW TEXHUKH, KAY€CTBO
JIOKYMEHTOB KaK UCTOYHUKOB HH(pOpMAITUH.

JIOKyMEHT UMEeT IOPUIMUYECKYIO CHITY TIPH HAJTMYUKM PEKBU3UTOB JUIS JAHHOTO BHJA TOKYMEHTOB.

3.2. Branxu ookymenmos

JIOKyMEHTBI IOJDKHBI, KaK MpaBWiIo, OQOpPMIATHCS Ha ONaHKaxX W HMMETh YCTaHOBJICHHBIN
KOMILIEKC 00513aTeNbHBIX PEKBU3UTOB, pacnoioxeHHbix cormacao 'OCT P 6.30-97.

YcraHaBIMBalOTCS JIBa OCHOBHBIX (hopMaTa OJIaHKOB JOKYMEHTOB - A4 um AS; momyckaercs
ucrnosb3oBanue 61ankoB popmata A3 u A6 mo 'OCT 9327.

bianku 1OKyMEHTOB JTOJKHBI UMETh TOJISI HE MEHEE: JIEBOe U HUKHee - 20 MM, mpaBoe - 10 M,
BEpXHee - 15 MM.

JIOKyMEHTBI, COCTaBJII€Mble OT HMMEHHM JBYX WM OoJjiee opraHm3aiuii, odopmistorcs 6e3
OJIaHKOB.

3.3. Oghopmnenue pexsuzumos 0OKyMeHmos

3.3.1. Uzobpaxenue I[ocymapctBeHHOro Tepba Poccuiickoit denepanuu momemniaeTcs Ha
BEPXHEM I10JI€ JOKYMEHTA (ITMCbMO, IOCTAHOBJIEHHE, PACTIOPSKEHUE, IPOTOKOI U Ip.).



3.3.2. HamMeHOBaHME OpraHU3aldU yKa3bIBACTCS B ITOJHOM COOTBETCTBHUHM C TOJIOKCHHEM O HEH
(unu yctaBoMm).

3.3.3. CnpaBouHbIe JaHHBIE 00 OpraHM3alMU BKIIIOYAIOT TIOYTOBBIN ajpec, HoMepa Tene(oHOB
JpyTrHe CBeJICHNs. Y Ka3bIBalOTCs Ha OJaHKaX CIy)KeOHOTO MUChMa, CIIPABOK.

3.3.4. HammeHoBaHMe BHA TOKYMEHTA JOJKHO COOTBETCTBOBATh KOMIIETEHIIMN OPraHU3alNH, a
TaK)Ke BUJaM JIOKyMEHTOB, ipeycMoTpeHHbIM Y COP/I.

3.3.5. Jlata noxymeHTta

JlaToil TOKyMEHTa SIBJISIETCS J1aTa €ro MOJINWCAHUS WM YTBEPKICHHS, JUIS MPOTOKOJIA - AaTa
3acenaHus (MIPUHITHUS PEIIeHus ), Ui aKkTa - Aata coObITusd. Ecnu aBTOpamMu JOKYMEHTa SIBIISIFOTCS
HECKOJIBKO OpTaHM3aIfii, TO 1aTOW JOKYMEHTA SBISETCS HanOoJiee TIO3/IHSIS aTa IMOAMHCAHNS.

Jlata monmucaHus, YTBEPKIACHUS, COTJIACOBAHUS JOKYMEHTA, a TaKXe JIaThl, COJIEpKaIIecs B
TeKCTe, JOJHKHBI opopMisAThes HU(POBBIM criocoOoM. [leHb Mmecsia, mecsi 0QOpMIISIOT IBYMS
napamMu apaOCkux mudp, pas3IeNeHHBIX TOYKaMH, TOA - YEeTBIphbMS apaOCKumu mudpamu.
Hampumep: 05.01.2000. Homyckaercss odopmieHHe naThl B TAaKOW IMOCIIEIOBATEILHOCTH: TOJ,
MecsIl, JeHb Mecsna. [Ipu moAroToBKe HOPMATHBHBIX M (DMHAHCOBBIX JIOKYMEHTOB JOITYCKAETCS
coBecHO-1M(ppoBoi criocob oopmieHus naThl (0e3 kaBbiuek). Hampumep: 8 anpens 1999 r.

3.3.6. [Toanucek 1O0KyMeHTa

JIOKyMEHTBI, HAlIPaBJISIEMbIC B BBIIMIECTOSIINAE OPTaHU3aIluH, TIOAMKUCHIBAIOTCS PYKOBOJIUTENIEM, &
B €r0 OTCYTCTBHE - HCTIOJHSIONIMM OOS3aHHOCTH PYKOBOAWTENS. JIOKYMEHTBHI, HAIpaBIISIeMbIE
CTOPOHHHMM OpPTaHM3aIUsAM, TOJIHCHIBAIOTCS PYKOBOJUTEIIEM WIIM €ro 3aMecThteieM. B cocras
MOJIITMCH BXOJSAT: HAMMEHOBAHKE JTOJDKHOCTH TIOIHMCHIBAIONIETO JOKYMEHT, TUYHAS TIOJIITUCH U e
pacmdpoBka. Hanpumep:

Hauvanbauk ynpaBienus [Monnuce I'.B.ITetpos

IIOKYMGHTBI KOJUICTHAJIBHBIX OPraHOB IOAIIMCBIBAIOTCA IPEACCAATCIIBCTBYIOIUM Ha 34aCCIaHHUU
KOJUICTUAJIBHOT'O OpraHa U CCKpETapCM.

B AOKYMCHTAaX, IMOArOTOBJICHHBIX KOMI/ICCI/IGfI, YKa3bIBaAlOTCA HE OOJDKHOCTH BOLICAIINX B HEC
JIUII, a UX 0053aHHOCTH B COCTaBE€ KOMHCCHH.

[Ipu noanucannu JOKyMEHTa HECKOJIBKUMHU JOJKHOCTHBIMM JIMIAMHU UX MOIIUCH PaCIonararoT
OJHY TOJ JPYroll B IOCIEI0BATEIBHOCTH, COOTBETCTBYIOLIECH 3aHUMAeMOW JOLKHOCTH. [lpum
MOANKMCAHUM JTOKYMEHTa HECKOJBbKUMHU JIMIIAMHU PAaBHBIX JOHKHOCTEW WX MOJINUCH PacHoJiararoTcs
Ha OJIHOM yYpOBHE.

Ecnu nomKHOCTHOE JIHI0, TOAMUCH KOTOPOTO 3arO0TOBJIEHA HA MPOEKTE IOKYMEHTa, OTCYTCTBYET,
TO JOKYMEHT JOJDKEH MOJIHCHIBATECSA JIMIIOM, HCIOJHSIOIUM €ro OOSM3aHHOCTH, WJIM €ro
3amecturenieM. Ilpu 3TOM HeoOXomMMO  yKa3piBaTh  (PAKTUYECKYIO  JOJDKHOCTH  JIMIIA,
MOAMKUCHIBAIOIIETO JTOKYMEHT, H ero ¢ammwinioo. He momyckaercs MOANHMCHIBATH JOKYMEHTHI C
npeioroM "3a" UM ¢ MPOCTaBICHUEM KOCOM UepThl epes] HAUMEHOBAaHUEM JIOJIKHOCTH.

3.3.7. CornacoBaHue JOKyMEHTa
[Tpu HE0OX0TUMOCTH OllEHKH 00OCHOBAHHOCTH JOKYMEHTA M €r0 COOTBETCTBHUS JCHCTBYIONIEMY

3aKOHOJATENBCTBY MPOBOJIUTCS COIIacOBaHME NOKyMeHTa. CorylacoBaHHE MOKET IIPOBOAUTHCS KaK
BHYTPH OpraHU3alll{, TaK U BHE €€.



I'pud cormacoBanmst JOKyMeHTa OQOPMIISICTCS HIDKE TOANKHCH JIOJDKHOCTHOTO — JIUIIA,
MOJIIMCABIIEro JOKYMEHT, U cocTouT U3 cioBa "COI'JIACOBAHQO", ykazanus H0JKHOCTH JIUIIA, C
KOTOPBIM COTJIACOBBIBAETCSI JOKYMEHT (BKJIIOUYasi HAUMEHOBAHHME OPraHHU3allUH), JIMYHON TOJIIUCH,
pacipOBKU MOAMUCH (MHUIMAIOB, (haMIIINK) U AaThl corjlacoBanus. Hampumep:

COI'NTACOBAHO

['maBa TeppuTopranibHOI

aJIMUHHUCTPALIUU
paiioHa

Haumenosanue paiiona

Jluunas noonuce A.C.Cunopos

[ara

HpI/I BHCIIHCM COI'TTACOBAHHH ITOAIIUCH 3aBCPACTCA II€UYATHIO.

Ecnu cormacoBaHue OCYIIECTBISIETCS TMHCHMOM, TMPOTOKOJAMH W Jp., Tpud COrjaacoBaHUs
HE00X0TMMO 0(OPMUTH CIISAYIOMUM 00pa3oMm:

COI''TACOBAHO

[Tucemo Cubupckoit akageMun
TOCYJapCTBEHHOM CITYKOBI
ot 10.02.2000 N 305/10

WIH
COI'JTACOBAHO

IIpoToxon 3aceqaHusi y4€HOTO COBETa
Cubupckoi akaJieMUH rOCy1apCTBEHHOM
CITYKOBI

ot 15.03.2000 N 12

3.3.8. CornacoBanue NpoOeKTOB JOKYMEHTOB

Odopmisercs myTeM BHU3MPOBAaHUS JOJDKHOCTHBIM JIMIOM. Bu3a BKkiodaer B ceOs JMUYHYIO
MOJNKNCh BHU3MPYIOUIETO, pacmH(poOBKy moanmucH (MHULOUANBI, (aMunus) ©  Jgaty; Tpu
HE00XOIMMOCTH - JOJDKHOCTh BU3Upyomero. Hampumep:

HaudanbHUK KOHTPOJIBHO-IIPABOBOIO YIIPABIEHHUS
JInynas noanuck B.A.IlerpoB
20.01.2000

[Tpu HanMuuy 3aMeYaHU K TOKYMEHTY BU3Y HEOOXOANUMO OPOPMHUTH CIEAYIOLUIIM 00pa3oM:

3amMevaHus PUIIararoTCs
JInguag moanuce  A.Il.AxceHOB
12.02.2000

U1

3amMevaHus PUIIararoTCs

HavanpHuk gpuHaHCOBOTO yIipaBieHUs
JInynag mognuce  I'.B.lIBanoB
20.02.2000



Bu3bl MPOCTaBISIOTCS Ha AK3EMIUIIpaxX JTOKYMEHTOB, OCTAIONIMXCS B OpTaHU3allMH, HUXKE
NOJNUCH Ha JIMIEBOM CTOPOHE TIIOCIEIHEro JIMCTa JIOKYMEHTa. [IpOEKThl MOCTaHOBJICHUIA,
pacropsHKeHUH, PENICHUH KOJUIETHAIBHBIX OPraHOB BU3HPYIOTCS Ha TIEPBOM 3K3EMIUISIpE Ha
00OPOTHO¥ CTOPOHE TOCIIEIHETO JUCTA JOKYMEHTA.

3.3.9. Y1BepxneHue JoKyMeHTa

Oco0pIM criocoOOM BBEJIEHUS JOKYMEHTa B JICHCTBHUE SIBISETCS €ro yTBepxkaeHue. [JoKyMeHTBI
YTBEPKAAIOTCS PYKOBOAUTEIIEM WIIM €T0 3aMECTHTEIISIMHU.

I'pudsl yrBepkaeHus 0QOpMIISIOTCS CIEIYIOIINM 00pazoM:
YTBEPXIAIO

['maBa agMHUHUCTpALIUU
paiioHa

Haumenosanue

Jluunas noonuce  W.M.3aBpsi10B
01.12.2000

1500054
YTBEPXJIEHO
IlocTaHoBIE€HUE TIaBEI
aIMUHUCTPAITIH paiioHa
Haumenosanue
or 20.01.2000 N 45

3.3.10. AnpecoBaHue 10KyMEHTa

JIOKyMEHTBI apeCyIOTCsl B OpraHU3allMM, UX CTPYKTYpHBIC NOAPA3IEICHUS WU KOHKPETHOMY
JIOJDKHOCTHOMY JIULLY.

[Ipu ampecoBaHuMr JOKYMEHTa B OpPraHU3allMIO WU CTPYKTYpHOE MOJpa3jeieHue 0e3 yka3aHHs
JTIOJKHOCTHOTO JIMIIA X HAMMEHOBAHUS MUIIYT B UMEHUTEILHOM Tajexe. Hanmpumep:

AJIMUHHCTpaIUS
oOiacTu

Haumenosanue
KoHTposbHO-TIpaBOBOE yITpaBiieHNE

[Ipu HampaBieHMH TOKYMEHTa JOJHKHOCTHOMY JIMIy Ha3BaHWE OpraHM3allMH YKa3bIBA€TCS B
MMEHUTEIILHOM TAJIeXKe, a JIOJDKHOCTh U (haMIITus aapecaTa - B aTenbHoM. Hanpumep:

MunucTtepcTBO 00pa3oBaHus

PO

Ynpasnenue nenamMu

['maBHOMY crienuanucTy
I'puropseBy A.B.

[Ipu agpecoBaHuM JOKyMEHTa PYKOBOJUTEIIO OpraHU3allMi HAMMEHOBAHUE €€ BXOJUT B COCTaB
HAaUMEHOBAHHUSI TOJDKHOCTH aJipecaTa.
Hanpumep:



['maBe amMUHUCTpAITUN

oOJactu
Haumenosanue
NBanory N.U.

[lpu aapecoBaHWM JIOKyMEHTa B HECKOJBKO OJIHOPOJHBIX OpraHM3allMid WX Ha3BaHUS
HE00XOAMMO yKa3bIBaTh 000011eHHO. Hanpumep:

AJIMUHHCTpAIUsIM paiiOHOB,
ropo/IOB
HoBocubupckoii obmactu

[lonHblli  TOYTOBBIM  agpec  yKa3blBACTCsl IPU  HANPABICHUM  JIOKYMEHTAa  PAa30BbIM
KOPPECHOHJEHTaM B COOTBETCTBHHU C IIOYTOBBIMU NpaBUiIaMu. Hanpumep:

Penaxuus rasersl
"CoBerckas CuOups"
630105, r. HoBocubupck
yi1. Hemuposnya-J[aHueHKo,
102

IIOKYMGHT HC JOJDKCH COACPIKATb bonee YCTBIPEX aApeCaToOB. HpI/I HallpaBJICHUN JOKYMCHTA
Oonee yeM B YCTBIPEC aapeca COCTAaBIACTCA CIHCOK PACCBIJIKM M Ha KaXXAOM HOOKYMCHTC

MMPOCTABJIACTCA TOJIBKO OAWH aaApecCar.

Azpec He TPOCTAaBNSETCS Ha JOKYMEHTaX B BBIIIECTOSIINE OpPraHU3allMd U TOCTOSHHBIM
KOPPECIIOH/ICHTaM.

Cnoso "Komnusa" B anpecare He yKa3bIBaeTCsl.

3.3.11. Pe3omtonus

B pesonronu gaercs ykazaHue Ha UCTIOHEHUE TOKYMEHTA.

B cocraB pe3odronMM JODKHBI BXOIUTH CIENYIOIIME DIEMEHTHI: (aMUIHS HCIOTHUTEIS
(ucnomHuUTENEH), COAEpKAHWE IMOPYYEHUs, CPOK HCIIONHEHUs, MOANUCH, jaaTa. [Ipm Hammumu B
PE30JI0OIMHU HECKOJIbKHUX HCITOJTHUTEIICH YKa3bIBACTCA OTBETCTBEHHBIHN HUCIIOJIHUTCIIb, (1)aMI/IJ'II/I$I

KOTOpPOr'o, KaK IIpaBujI0, YKa3aHa B PC30JIIOIINHU nepBoﬁ.

Ha JOKYMCHTAaxX, HC Tpe6y10H_II/IX JOIMTOJTHUTCIBHBIX y'KaSaHI/Iﬁ IO HCIIOJIHCHUIO, B PE30JHOLIUHA
YKa3bIBACTCA UCIIOJIHUTCIIb, IIOAIMUCH aBTOpAa pE30JI01NHA, JaTa.

3.3.12. OopmieHne npunoKEHUH K TOKyMEHTY

Eciu MOKyMEHT uMMeeT TpUIIOKEHUS, HA3BaHHBIE B TEKCTE, TO OTMETKAa O HUX OQOopMIIsIeTCS
CJIETYIOIIUM 00pa3oM:

[Tpunoxenue: Ha 12 1. B 4 3K3.



Ecmu MMPUIIOKCHUA B TCKCTC HC HA3BAHBI, TO HCO6XOI[I/IMO NEPCUUCIIUTL UX HA3BAHUA, YKAa3aTb
KOJIMYCCTBO JIUCTOB U SK3CMILIAAPOB KaXXK10TO. HanpuMep:

[Mpunoxenus: 1. IlomoxkeHHue 0 KOMHUTETE 110 HAYATBHOMY
npodeccnoHaIbHOMY 00pa30BaHUIO - Ha 6 1.
B 1 3K3.
2. IlomoxkeHue 00 OTaeIe BOCIIUTATEILHOMN
pabOThI ¥ COLMATILHOM 3alTUTHI KOMUTETA - Ha
4 1.8 1 3K3.

Ecnu npunoskeHus: cOpoIopoBaHbl, TO KOJIMYECTBO JIUCTOB HE YKa3bIBACTCS.
IIpn HanM4NUK HECKOJIBKUX NPUIIOKEHUA OHU HyMEPYIOTCH.
[Tpunoxenns opoOpMIISIOTCS HA CTAaHAAPTHBIX JINCTaX M UMEIOT BCE HEOOXOAUMBIE PEKBH3HTHI.

Ha mpunoxenun k pacnopsuTeIbHOMY JIOKYMEHTY B IPABOM BEPXHEM YTy CIEIyeT JielaTh
OTMETKY C YKa3aHHEeM Ha3BaHUS paclopsAIUTENIbHOTO JOKYMEHTA, €ro AaThl U Homepa. Hanpumep:

[IpunoxxeHue 2 K MOCTAHOBJICHUIO
IJ1aBbI

aIMUHUCTPAITIH

ot 12.02.2000 N 205

3.3.13. Ormerka 00 wucHoNHUTENE BKIOYaeT ¢GamMuiuio (Wi (aMHIUI0, WUMS, OTYECTBO)
UCTIONTHUTEINSL JTOKYMEHTa M HoMmep ero tenedoHa. OTMETKy 00 HMCHONHHUTENE pPacroyiaraloT Ha
JUIEBON WM OOOpPOTHOW CTOpPOHE TMOCIEIHEro JHCTa JOKyMEHTa B JIEBOM HH)KHEM YIIy.
Hanpumep:

Kupcanosa W Kupcanosa Mapus BiagumupoBHa
173355 173355

Takast oTmeTka oOs3aTeTbHA B CIYKEOHBIX THChMax, KpOME WHUIIMATUBHBIX IIHCEM,
HaIlpaBJIsiEMbIX B BBIIIECTOSIUE OpPraHU3aLINH.

3.4. Ilopsaook noozomosku u oghopmieHus npoeKmo8 OOKyMeHmo8

3.4.1. IIpoeKTbl MOCTAaHOBJICHUN, PACIOPSKEHUN, NMPUKA30B Pa3pabaThIBAIOTCS JTOJKHOCTHBIMU
JUIAMH B COOTBETCTBUU C TIOPYUYEHUEM PYKOBOJIUTENS WIM B MHULIMATUBHOM IOPSIJIKE.

[lepBbiii SK3eMIUISIp NPOEKTa BU3UPYETCS JOJDKHOCTHBIM JIMIIOM, pa3paOOTaBIIMM JaHHBIN
IPOEKT, PYKOBOAMTEIEM CTPYKTYPHOTO MOJpPA3JEeNICHUs,, PyKOBOJUTEIEM IOPUIUYECKON CIIyKOBl,
JPYTUMH  CTPYKTYPHBIMH  TNOJPA3ICJIICHUSAMH, OpPraHU3allMsIMM €  y4€TOM  BOIIPOCOB,
paccMaTpuBaeMbIX B IPOEKTe. IIpOeKThl OCTaHOBIECHUN, PACIOPSKEHUN TJIaBbl aIMUHUCTPALIUU
o0mact, Kpasi, ropo/ia OAr0TaBIMBAIOTCS COTJIACHO MHCTPYKIMH YKa3aHHBIX aIMUHUCTpPALIUH.

TekcTbl TOCTAaHOBIEHWM, IPHUKA30B, KaK MPAaBWIO, COCTOSAT W3 KOHCTATHPYIOLIEH U
pacnopsIUTENbHONM 4YacTM. B KOHCTaTUPYIOIIEM 4YacTH M3JaraloTcs Lead MW 3aJadyu
IIPEANKCHIBAEMBIX JCUCTBUH. EcCiIM OCHOBaHHMEM pACIOPSAAUTENBHOTO JIOKYMEHTA SIBIIETCA
3aKOHOJATEIbHBIM aKT, HOPMATUBHBIA MIIU PACIOPSAAUTENbHBIM JTOKYMEHT, TO B KOHCTaTUPYIOLLEH
4acTH YKa3bIBalOTCSA: aBTOpP JOKyMEHTA, Ha3BaHME IOKYMEHTa, JaTa, HOMEpP U 3aroyioBoK. B
IIYHKTaX PacHOpPSAUTEIBHON YaCTU YKAa3bIBAIOTCS: UCIIOJIHUTENH, ACHCTBUS U CPOKU HMCIOJIHEHUS
npemnoiaraeMbix JAeicTBUi. B mocineaHeM MyHKTE pacHopsAMTENbHOTO JOKYMEHTa HE0O0XOAUMO
yKa3aTh JOJDKHOCTHOE JIMI0, HA KOTOPOE BO3JIAracrcs KOHTPOJb 34 MCIIOJHEHUEM JIOKYMEHTa B
LEJIOM.



IIpoekTbl pacnopsiIUTENbHBIX JOKYMEHTOB NEPENAlOTCs Ha MOANKMCH PYKOBOJIUTENIO 4Yepes3
cnyx0y JIOY (mokyMeHTallMOHHOTO 0oOecreueHus yIpaBlieHus), KOTOpas HECET OTBETCTBEHHOCTh
3a IPaBWIBHOCTb UX OPOPMIICHHS.

PacniopsaurenbHble  TOKYMEHTBI HYMEPYIOTCS  HOPSAJKOBBIMM ~ HOMEpaMH B IIpelenax
KaJICHapHOTO roja.

3.4.2. TIpoTokon - MTOKYMEHT, B KOTOPOM (PUKCUPYIOTCS OOCYXJIEHHE BOIPOCOB U NPHUHSTHIC
perieHus: Ha cOOpaHusIX, COBEIIAHMIX, KOH(PEPEHIIUSIX U 3aCeTaHUIX KOJIJIETHAIbHBIX OPTaHOB.

TekcT MpoTOKOJIa COCTOUT U3 IBYX YaCTEH: BBOAHOW U OCHOBHOM.

B BBOAHOW 4YacTH 3amloOJIHSIOTCS PEKBU3UTHI: TpelCeNaTelb, CEKpPeTapb, KOJIUYECTBO
MPUCYTCTBOBABIIINX, IOBECTKA JHS.

OcHOBHasl 4acTh MPOTOKOJIA COCTOUT U3 Pa3fesioB, COOTBETCTBYIOIIUX MyHKTaM TMOBECTKH JIHS.
Tekcr xaxmoro pazaena ctpoutcs no cxeme: CIIYITAJIU, BBICTYIIUIIN, TIOCTAHOBUJIN
(PELLIMJIN).

JloKIazpl, petieH sl MPUIaratoTcsi K MpoOTOKOMY.
3.4.3. TupaxxupoBaHu€ TOKYMEHTOB

[Tpu ompeaeneHn: KOIMYECTBA IK3EMIUIIPOB THPAKUPYEMBIX JTOKYMEHTOB CIIEIyeT HCXOANUTH U3
HGO6XOZ[I/IMOCTI/I CBOCBPCMCHHOT'O HOBCACHHUA UX OO OpI‘aHI/I3aIII/II\/JI N JOJDKHOCTHBIX JIMI, KOTOPBIX
JAHHBIA JTOKYMEHT KacaeTcs. THpaxk oInpesessieT OTBETCTBEHHBIH HCIIOIHHUTENb, COTJIACYSl €ro C
pykoBoauTteneM ciyx0sl JJOY.

[Ipy moOATOTOBKE JOKYMEHTOB C TIOMOIIBIO CPEACTB BBIYMCIUTEILHON TEXHUKU O(opMmIleHuE
TaKXe OCYIIECTBISAECTCS Ha OCHOBaHUU eauHbIX nipaBuil corsiacHo 'OCT P 6.30-97.

4. IlopsaioK MPOXO0KIAEHUSI JOKYMEHTOB BHYTPH OPraHU3allMU
4.1. Pecucmpayusi 0OKymMeHmos

4.1.1. Peructpanusi TOKyMeHTOB - (pukcanus ¢akta cCO3qaHUs WIN MOCTYIUICHHUS] B OpraHU3aIUI0
JIOKyMEHTa MyTeM MPOCTaBJIECHUSI Ha HEM MOPSAKOBOTO HOMepa (HauMHas C Havaja KaJleHJapHOTro
rogja) W JaThl C TOCJHENYIOIIeH 3almuchi0 HEOOXOAMMBIX CBEACHMH O JIOKYMEHTE B
PEruCTPALIMOHHBIX KapTOUYKaXx.

4.1.2. Peructpauum mnojyiexar BC€ JOKYMEHTbI, TpeOyloollue YydeTa, MWCIOJIHEHUI |
UCTONB30BaHUSI B CIPABOYHBIX LEMIX (pacHOpsAUTENbHBbIE, YYETHblE, CTATHCTUYECKHUE,
OyXranTepckue, KaJIpoBble U [1p.), KaKk CO3/1aBaéMble B OpPraHM3alllid, TaK U IOCTYMNAIOIIUE H3
JpYruX OpraHu3aluil M OT YacTHBIX JHI. Perucrpanmuu mnojuiexar Kak MUCbMEHHBbIE, TaK WU
NI€YaTHbIE JOKYMEHTHI.

4.1.3. JIOKYMEHTBl PEruCTPUPYIOTCS B KapTOYKax ydeTa (WJIM MPU TOMOIIM TEXHUYECKUX
cpenctB). Ilpm peructpamuu o00s3aTeNbHBI  CIEAYIOUINE PEKBU3UTHI: aBTOp JOKyMEHTa
(KOppecIoHIeHT), Ha3BaHHE JOKYMEHTA, J1aTa, PEerUCTPAIIMOHHBIA HOMEp, KpaTKoe COJep>KaHue,
PE30ITIONHS PYKOBOAUTENS, J1aTa (PaKTUUECKOTO MCIOMHEHHUS TOKYMEHTa, OTMETKA O HaIlpaBJICHUU
JIOKYMEHTA B JIeJI0, MOMUCH UCTIOJIHUTENS, TOJITBEPKAAIONIas YKa3aHUe O HAIUYUU TIPUIOKEHUH,
yKa3aHHe O MPOMEKYTOUYHBIX CPOKaX HCIOJIHEHUS, O MEPEHOCe CPOKOB HCIIOIHEHHUS, OTMETKA O
MPOXO0XKJICHUH JIOKYMEHTA, OIICHKA UCIIOJIHEHHUSI, CPOK XPAHEHHS JJOKYMEHTA.

4.1.4. JlokyMeHTbl B OpraHu3allid pErucTPYIOTCS OJWH pa3: MOCTymnarolue - B JICHb
MOCTYIUICHHUS, CO3/IaBaeMble - B JICHb YTBEPKAe-HUS WU MOAMKUCAHUS, OTIPABISEMbIC - B IEHb UX
OTMPABJICHHUS.



OTI[GJ'IBHO PETUCTPHUPYIOTCA: IMOCTAHOBJICHHA, PaCHOPAKCHUA, IIPHUKA3bl 110 OCHOBHOM
ACATCIIBHOCTH, 110 IUYHOMY COCTAaBY, MPOTOKOJIbI, CJIY)KCGHaSI NnepenurcKa, pCCcHuA KOJIJICTHI B ap.

Peructparus 1oKkyMeHTOB ocymiecTBisieTcs cayx0oii I0Y.

[Tpu kapTOUHOW cHcTeMe ydeTa Iedaraercs YeThlpe KapTOUYKU: CIPaBOYHAs, KOHTPOJbHAS, IO
Borpocam, 1o reorpaduu. [Ipu yuere nucem rpakaan HeoOXoauMa kaproreka o andasuty. (Eciu
perucTpamus BeIeTCsl 4epe3 MepPCOHANBHBIA KOMITBIOTEp, TO OJHA KAapTOYKa BBIBOJIUTCS Ha
OYMa)KHYIO OCHOBY).

5. KoHTpOJIb MCIIOJTHEHNSI JOKYMEHTOB

[lenpto KOHTpOJNsL SBISIETCS OOECIeUeHHE CBOEBPEMEHHOTO0 W KayeCTBEHHOTO HCIOJIHEHHS
MOpYy4YEHUH, 3aQUKCUPOBAHHBIX B JOKyMeHTax. KOHTpoJl0 moJyiekaT BCE 3aperucTpUpOBaHHbBIE
JoKyMeHThl. KOHTpOIIb 32 HCTIOTHEHHEM JJOKYMEHTA BO3JIaraeTcsi Ha KOHTPOJIbHYI0 ciayx0y J10VY.

5.1. Cpoxu ucnonueruss OOKyMeHmos

CpoKM HUCHOJTHEHMS JOKYMEHTa HCYHMCIAIOTCA B KaJCHIAPHBIX JHAX C JaThl TMOAIMMCAHUA
(YyTBepkIaeHHS) TOKyMEHTA WIH C JaThl OCTYIIJICHUS.

JlaTa UCTIOJTHEHUS YKa3bIBAE€TCS B TEKCTE JOKYMEHTA WM B PE30JIOLUMU PYKOBOaUTENA. B ciyyae,
KOIJla CpOK HCIOJHEHMs] JOKYMEHTa He yKa3aH, OH JOJDKEH ObITh MCIIOJNIHEH He Ooliee ueM B
MECSIYHBIN CPOK.

N3menenne cpoka HCIOTHEHUS YCTaHABIMBAeTCS pykKoBoauteneM. V3MeHeHus BHOCATCS B
PETUCTPALIMOHHYIO KapTOUKY.

JIOKyMEHT CYHMTAaeTCsl MCIIOJHEHHBIM WM CHHMAETCS C KOHTPOJS TIOCIE BBIMIOJIHEHHS 3a/IaHHH,
pOpabOTKH BOIPOCOB, MOATOTOBKM cooOmeHnH. Ha nokymeHTe mpocTaBisieTcs OTMETKa 00
UCTIOTHEHUH, TIOAMHUCH JIMIIA, TOATBEPKIAAIONIETO UCIIOTHEHHE, 1aTa.

5.2. Cucmema yuema KOHMPOALHBHIX OOKYMEHMOB
KonTponb ncnonHneHus: AOKyMeHTa CTPOUTCS Ha 6a3e perucTpallMOHHBIX TaHHBIX.

KoHTponbHasi KapTOTeKa CUCTEMATU3UPYETCS MO CPOKaM HCIOJHEHHS, TI0 UCIIOJHUTEISIM U T10
rpynnaM JokyMeHTOB. [IpoBepka XoJa HCIOJHEHMSI OCYIIECTBISIETCS /O HCTEUEHHUs CpOKa
WCIIOJTHEHHS (TIPEeIBApUTEIbHBIN KOHTPOJIb) B CICAYIOIIEM TOPSIKE: MO 33JlaHUsSIM TOCIISTYFOIINX
JIET - HE PEKEe OJIHOTO pas3a B TOJI; MO 3aJaHUSIM MOCIEIYIONIUX MECAIIEB TEKYIIEro rojia - He Pexe
OJIHOTO pasa B MECHII, M0 3aJaHusIM TEKYIIEro Mecsla - Kaxaple JecATh THEH W 3a IATh JHEH 110
HCTEYEHUS CpOKa.

Ecin  noxkymeHT mepechlUlaeTcs Ha HWCIOMHEHHWE B TMOJABEAOMCTBEHHYIO OpTraHM3aIUio C
MocNeAyomuM HHGOPMHUpPOBAaHHEM O pe3yidbTaTax pAcCMOTPEHMs, BMECTE C JIOKYMEHTOM
MEePECHUIAIOTCS JBA SK3EMIUISIpa PErUCTPAMOHHON KapTouku. [lociie uCTIoTHEHUsT OUH YK3EMILISP
KapTOYKM BO3BPAIIAETCS C YKa3aHUEM JIaThl U COJIEPKAaHUS UCTIOTHEHUS.

CrpaBKHM O COCTOSTHUM MCIIOJHHUTENbCKON TUCHMIUIMHBI COCTABIISAIOTCS HE PeXKe OJHOrO pas3a B
Mecsl. OTBETCTBEHHBIN HCIOJHHUTENb HECET MEPCOHAIBHYI0 OTBETCTBEHHOCTHh 3a IIOJHOTY U
JIOCTOBEPHOCTh MH(OpPMAIMM MO HCIOJHEHUIO J0oKyMeHTa. lyis yno0cTBa paOOThl MCHOIHUTENH
MOTYT 3aBECTH NAaNKW JUIsl UcHoiHEeHHusa JokymeHToB "Cpouno", "Ha moamucs", "Ha ornpasky”
(MM 3TO BBECTH B ITPOrpaMMy KOMIIBIOTEPA).



6. CocTaBiieHHe HOMEHKJIATYPHI J1eJ1

6.1. Kaxnplii oTaen, CTpyKTypHOE IMOJIpa3/ieieHue OpraHu3alMyd Ha KaKIbId TOJ COCTAaBIISIOT
cBOI0 HOMeHKknarypy nen. Cuyx6a JIOY mpucBamBaeT CTpyKTYpPHOMY IIO/IPA3JeNICHHIO HHJEKC,
HanpuMep: npueMHas pykoBoaurens - 02.

Homenkarypa men opraHW3allid COCTaBIIsIeTCs 1Mo Qopme, omnpeaeneHHONW [ocymapcTBEHHOM
apXuBHOU ciyx0oii P®d, Ha ocHOBE HOMEHKJIATyp /el CTPYKTYPHBIX TOJpa3JeieHUul W
YTBEPK/IA€TCS PYKOBOJAUTEIIEM OpPTaHU3aIUH.

6.2. [lopsiiok pacrioyiokeHHs 3arojIOBKOB €Nl BHYTPH pa3/ieloB U MOJpa3AesioB HOMEHKIATYPbI
JIeJT ONPEIENSIeTCs CTENEHBI0 BaXKHOCTU JOKYMEHTA. 3aroJIoBOK JieNia JOHKEH YETKO B 0000IIEHHOM
dopme oOTpaxkaTh OCHOBHOE COJIEpKaHME€ M COCTaB JOKYMEHTOB jena. He pomyckaetcs
ynoTpeOIsaTh HEKOHKpeTHbIE (GopmynupoBku Tuma "PaszHeie matepuansl”, "OOmas nepenucka’ u
T.J.

3aroJoBOK Jena COCTOMT M3 CJIEAYIOIIMX JJEMEHTOB: Ha3BaHUS BUAA Jena (Tepenucka,
NPOTOKOJIBI, IPUKa3bl M T.J.), HA3BaHHUS CTPYKTYPHOTO IMOJPA3JICICHUS M KPATKOTO COAEPKaHMS
JOKYMEHTOB JIeJa.

6.3. ®opMmupoBaHue aei

Jlena ¢hopMHUpYIOTCS B OpraHU3aIlK ACIEHTPAIN30BAHHO, T.€. B CTPYKTYPHBIX MOJIPa3/ICICHUSX.
3a (opmupoBaHHE Ie7 OTBEYAIOT PYKOBOAMTENW CTPYKTYPHBIX mopapaszaeneHuil. KoHTpoms 3a
MPaBUIBHOCTBIO (POPMHUPOBAHUS JIeN ocymiecTBIsieT cinyxoa JI0Y.

[Tpu hopmupoBanuu €1 HEOOXOAUMO COOTIOAATH CIIEAYIOIINE TIPaBUIIA:

- MoMEeIaTh B ACJIO TOJBKO MCIIOJTHCHHBIC JOKYMCHTBI B COOTBCTCTBHU C 3aroJIOBKOM [CJia I1O
HOMCHKIJIaTYypEC ACII;

- HIOMCIIATh BMECTC BCC NOKYMCHTbBI, OTHOCAIIUCCS K PAa3pCIICHUIO OJJHOI'O BOIIPOCA;

- I'pyHnIurpoBaTh B ACJIC JOKYMCHTBI OAHOI'O KAJICHAAPHOI'O I'olid, 3a UCKJIIOYCHUCM IICPEXOAAIINX
ACT;

- I'pynnvpoBaThb OTACIBHO JOKYMCHTBI ITIOCTOSSHHOT'O XpPaHCHUA U BPEMCHHBIX CPOKOB XpPAaHCHUS.

B ngeno moikHBI moMemiaThCs JIOKYMEHTBI, TOJJIEKAIMe BO3BpPATY, JHUIIHHE HSK3EMIUISPHI,
yepHOBUKH. Jleno He nomxHo npeBbimaTh 250 TUcTOoB.

HOMep J¢cJa, B KOTOPOC JOJIKCH OBITH noamuT JOKYMCHT, OIIPCACIISACT UCIIOJIHUTCIIb.

[Ipuka3pl MO OCHOBHOH JESATENBHOCTH TPYMIUPYIOTCS OTIAEIBHO OT IMPHUKA30B MO JTUYHOMY
coctaBy. [lpuka3sl omepaTuBHOro xapakrepa (0 KOMaHAMPOBKAaX, OTIYCKAaX, B3BICKAHUSIX)
dbopMupyIOTCA B OTAEIBHOE JEIIO.

HpOTOKOHBI pacojiararoTcsa B XpOHOJOTHYCCKOM ITOPAAKE 11O HOMEpAM.

OOpamienus TrpaxaaH 1O BompocaM pabOThl OpraHM3allMd W BCE€ JOKYMEHTHI MO UX
paccMOTpeHHI0 (POPMHUPYIOTCS OTAEIBHO OT OOpaIIeHHI Ipak/IaH MO JUYHBIM BOITPOCAM.

Ilepenucka rpynnupyercs, Kak IMPaBWIO, 3a KaJ€HIAPHBIA TIOJ M CUCTEMAaTU3UPYETCS B
XPOHOJIOTHYECKON IOCIIEI0BATEIBHOCTH: JOKYMEHT-OTBET HYMEDPYETCSl CIEIOM 3a JOKYMEHTOM-
3arpocoM. [lpu BO30OHOBJIEHHMH TEPENHCKH IO ONPEAETICHHOMY BOINPOCY, HadaBIIeWcs B
IIPEIBIAYILIEM IOy, JOKYMEHTHI BKIIIOYAIOTCA B JEJIO TEKYIIEro roja ¢ yKa3aHWEM HMHJIEKca Jella
IIPEABIAYILIErO roAa.



6.4. DOxkcrepTh3a IEHHOCTH JOKYMEHTa, O(OpMIIEHHWE [el, COCTaBIIEHHE OMHCeH Jed,
OlepaTMBHOE XpaHEHHE JIOKyMEHTOB U Jiel, Iiepejada Jel Ha AapXUBHOE XpaHEHUE
OCYIIECTBIISIOTCS COTJIaCHO MpaBUJIaM, YTBEPKIEHHBIM ['0Cy1apCTBEHHON apXUBHOM ciry:x00i PD.

Ilpumeuanue. TlpuMepHas MHCTPYKLIMS MO JEJIONPOU3BOJACTBY JaHa 0e3 ydyera OCOOEHHOCTEH
KOHKpETHOM opraHum3anuu. Ho mpum cocraBieHUMM KOHKpeTHOM MHCTpyKuuu IIpumepHas
MHCTPYKLMS JOJKHA CIIy’)KATh OCHOBOM, TaK Kak OHa COCTaBJIEHA C y4eTOM THMIOBOW MHCTPYKLUHU
IO JIeJIONPOU3BOJACTBY B MUHHUCTEpcTBax U BenomcTBax PO u I'OCT P 6.30-97.

K KOHKpeTHOW WHCTPYKIIMH HEOOXOJMMO MPHJIOXKUTH OOpaslbl PEerHCTPAIMOHHBIX KapTOYeK
BXOJIIIEH W OTIPaBIIEMON KOPPECTIOHACHIIUH, BHYTPEHHHX JOKYMEHTOB (TIOCTAHOBIICHUH,
pacropshKeHUH, TMPHUKa30B, MPOTOKOJIOB W T.JA.), OOpalIeHWd TrpaxaaH, oOpasibl CIPaBOK O
COCTOSIHMHM paboThl € JOKyMEeHTamH, (OpM HOMEHKIATyphl [Iel, aKTOB OO0 YHUYTOXECHHH
JIOKyMEHTOB, a TaKXe NepeyeHb JOKYMEHTOB, Ha KOTOPbIX CTaBUTCS Ievarhb. J[1s1 HOArOTOBKU 3THX
MIPUIIOKEHUH MOKHO HCIIOJIb30BaTh 00pa3libl, KOTOPhIE MPUBEACHHI B JAHHOM ITOCOOUH.

WNHcTpykuust yTBEpKAaeTcsl NOCTAHOBIEHUEM IJ1aBbl aIMUHUCTPALIUH, PUKA30M PYKOBOJIUTENS
OpPTraHM3AIMH U TIOJ[ POCTIHCH JTAeTCs KaXKIOMY PaOOTHHKY JUIsl COOIOICHUSI MM TIPaBHII PabOTHI C
JIOKYMEHTaMH.

pniaoxenne 1.3

I[IpumepHast 10IKHOCTHASI MHCTPYKIUSI PYKOBOAUTEISl KAHLEJIAPUH,
o0wero otaeJia, cekperapuara

YTBEPXAIO
Haumenosanue opeanuzayuu
PykoBoaurens
B.N.IletpoB
Tloonucw

[ara

JOJKHOCTHASA UHCTPYKIUA

PYKOBOJUTENS KaHIICTSIPUU
(obmrero oTmena, cekpeTapuaTa)

1. O0Me MoJI0KeHus
Haszunauenue oonxcnocmu
JloKkyMeHTaIMOHHOE 00eCTIeueHNEe HECEKPETHOTO JISTIOMPOU3BO/ICTBA B OPTaHU3AIIHH.
Cmpyxkmypa e3aumooeiicmeus
[ToquuHseTCs HENOCPEACTBEHHO PYKOBOIUTENIO IPEATIPUATHSL.

PykxoBoauT paboTol COTPYTHUKOB KaHLEISPUU: BEAYILErO CIIEHUANINCTa, HHCIEKTOPA U YEThIPEX
JIEJIONIPOU3BOIUTEIIEH.

B3anMopeiicTByeT ¢ 3aMeCTHTENsIMH PYKOBOJUTENS, TOMOITHUKAMH, HadaJlbHUKAMH OTJIEIIOB,
cekperapsiMu-pepepeHTaMH MO BOMpPOCAaM  OpPTaHU3alUd  JCJONPOW3BOJCTBA,  PabOTHI
nH()OPMAITMOHHOW TEXHUKH, MATEPHAIBHOTO 00€CTIeUeHNs KaHIICIAPUHN, IPUEMHBIX PYKOBOJIUTEIS
M €r0 3aMECTHUTEICH.



Hopmamuenvie 0oxymenmot
B cBoeii nesrenbHOCTH pykoBojacTByeTrcs Konctutymuen P®, 3akonamm Poccuiickoi
@denepannuy, HOPMATUBHBIMM M pacnopsaurenbHbiMu aktamu lIpesunenta PO, denepanpHOro
Cobpanus, IlpaBurensctBa P®, 3akoHaMHM W WHBIMH HOPMATUBHBIMH M TIPaBOBBIMH aKTaMHU
obnactu, MHCTpyKIIMeEH 1o 1eonpon3BOACTBY, [1on0keHnemM o KaHLEeIsIpUn.

Hasznauenue u oceoborcoenue

Haznauaercst 1 0cBOOOX/IaeTcss OT JOJKHOCTU B IMOPSIZIKE, YCTAHOBJIEHHOM B OpPraHM3allid B
COOTBETCTBHH C JAEHCTBYIOLINM 3aKOHOJIATEIBCTBOM, PETYIUPYIOIINUM TPYI0BbIE OTHOILIECHUS.

2. O0s13aHHOCTH

2.1. OOecrneunBaeT OpraHU3alMi0 U KOOPAUHUPYET paboTy COTPYAHHKOB KaHIIEISAPHUH,
pa3zpabaThIBaeT UX JOJKHOCTHBIE 00SI3aHHOCTH, OTIPEJIEISET CTENeHh OTBETCTBEHHOCTH.

2.2. YyacTByeT B pa3pabOTKe MPOEKTOB HOPMATHBHBIX aKTOB, BBHIPAOOTKE MOpsiaKa pabOTHI C
JIOKYMEHTaMH, BHOCHUT MIPEUIOKEHUS 110 €r0 COBEPIIEHCTBOBAHUIO B OpPraHU3alllu.

2.3. YyactByeT B OPMHUPOBAHUH 33/1a4, MOJATOTOBKE U OCBOECHUH MPOrPaMM, 00ECIIeUHNBAIOIINX
UCTIOJIb30BaHUE COBPEMEHHBIX TEXHOJOTHUECKUX CPECTB 00pabOTKH U HAKOIUICHUSI HHPOPMAIIUH.

2.4. B3auMOIEHCTBYEeT IO HANpaBICHUSAM CBOEH pabOTHl CO CIEHUATUCTAMU CTPYKTYPHBIX
NOJIpa3/IeeHNi OpTaHU3aALUH.

2.5 Oxka3bIBaeT METOAMYECKYIO MOMOIIb W OpraHu3yeT o0y4deHHe ceKperapeii-pedepeHTOB 1o
BEJICHUIO JICJIONPOU3BOJICTBA C HECEKPETHBIMU JIOKYMEHTAMH.

2.6. ObecrieunBaeT CBOEBPEMEHHYIO PErMCTpalMi0 BHYTPEHHHUX JOKYMEHTOB, BXOJAIIEH U
UCXOJISIIEeH KOPPECTIOHICHIINH, €€ TTePeaipeCoBKY M OTIIPABKY.

2.7. OcyuiecTBIsIET KOHTPOJIb 32 CBOEBPEMEHHBIM HH(GOPMUPOBAHUEM PYKOBOJIUTENEH O CpOKax
WCIIOJIHEHHS IOKYMEHTOB.

2.8. [IpoBoUT aHATN3 JOKYMEHTOOOOPOTa M COCTOSTHUS UCTIOTHUTEIBCKON AUCIUIUIMHEI.

2.9 OpranusyeT NOAMUCKY Ha MEPUOJUYECKHE U3JIaHUS B OpPraHU3AIMH U TOJYYCHHE HUX
PYKOBOJHUTEISIMU OPTaHU3ALUU.

2.10. Opranusyer apXuBHYIO pabOTy B OpraHU3aIluHN:
- KOOPJIMHUPYET paboTy MO COCTaBICHHUIO CBOJTHOM HOMEHKIJIATYPHI JIET;
- BEJIET apXUBHOE JIEJI0 1O JOKYMEHTaM PYKOBOIUTEIS;

- KOOpIMHHMpYET paboTy MO MOATOTOBKE M cllauye JOKYMEHTOB OpPraHU3allMM Ha IOCTOSIHHOE
XPaHEHHE B TOCYIapCTBEHHBIN apXUB.

2.11. IoBsIaer cBoil mMpodecCHOHATBHBIN YPOBEHb C OTPHIBOM (MU 0€3 OTPBIBAa) OT OCHOBHOM
paboTHI.

2.12. Cobunro1aeT ycTaHOBIIEHHBIE B OpraHU3aIliy MpaBUjia BHYTPEHHETO TPYAOBOIO paclopsiika,
oOecrneunBaeT coxpaHeHHe HH(OPMALIUY, TOCTYNIUBILIEH B KAHLIEISAPHUIO.



3. IIpaBa

Nmeert npaso:

3.1. OOpamarbcss K PyKOBOJTUTEINO, €r0 3aMECTUTENISIM, HadaJlbHHKAM OTJEJIOB IO BOMPOCAM
OpraHu3aIUK JIIOTPOU3BOICTBA, UCTIOJIHUTEIBCKOW JUCIUTLUINHBI, pA0OTHI OPTTEXHUKH.

3.2. [IpencTaBisTh KaHLEISAPUIO B CTPYKTYPHBIX MOAPA3JEICHUSIX OpPraHU3allid IO BOMPOCaM,
OTHOCSIIIIUMCS K KOMITETCHIIMH KaHIEISPUH.

3.3. TlomydaTe OT pYKOBOAWTEINS, €ro 3aMecTHTeNeld HWH(POpManuio, HEOOXOAUMYIO JUIS
UCTIOJIHEHUS TOJKHOCTHBIX 0053aHHOCTEH 1 Pa30BBIX 3a/1aHUI.

3.4. BHOCUTH Tipe/I0KEeHHS 110 COBEPIIEHCTBOBAHUIO METOIOB paOOThI KaHIICTSPHH.
3.5. BHOCUTB NpejIosKeHuUs MO BOMPOCAM:

- I3MEHEHHUS IITAaTHOTO PACTIUCAHUS KaHUEISIPUU;

- MIOOIIPEHUS COTPYIHUKOB KaHIIETSPHH;

- moa0opa M pacCTAaHOBKH KaJpPOB B KaHIENISPUU, TIOBBIIICHUS UX KBATH(DHUKAIIH.

3.6. 3anpanmBaTh HHGOPMAIUIO OT CTPYKTYPHBIX MOAPA3ACICHUH OpPraHM3aliH, OTHOCSIIYIOCS
K cepe AeATeIbHOCTH.

3.7. IIpoxouTh MOATOTOBKY M TMOBBIIIEHHE KBATH(PHUKALINY 32 CUET CPEJICTB OpPTraHU3alINH.
3.8. 3HaKOMHTBCS C MaTepUaaMu CBOETO JINYHOTO JIeNia M OT3bIBAMHU O CBOEH padoTe.
4. OTBETCTBEHHOCTh

3a HeHCIOTHEHNE WM HeHAJUIe)kKalllee MCIIOTHEHNE TOJDKHOCTHBIX 00s3aHHOCTEH, pasriialieHue
CBEJIEHU, U3BECTHBIX B CBA3M C MCIIOJHEHHUEM CIIY)KEOHBIX 00513aHHOCTEH, HECET OTBETCTBEHHOCTb
cornacHo ¢ K30T P®.

5. IIpo¢eccuonanibHble KA4eCTBA U 3HAHUSA
3nanus

1. OcHoBnble nonoxxenuss Koncrurymuu PO.

2. Konexc 3akoHoB o Tpyzae PO.

3. YcraB obnactu.

4. 3akoH o6sactu "O rocynapcTBeHHOU ciyk0e obsmactu'.

5. Ercaoy, TOCT P 6.30-97, tpeboBanus Kk 0GOPMIICHHIO OpraHU3alUOHHO-
pacropsAUTEIbHBIX JOKYMEHTOB.

6. MucTtpykiuu no paboTe ¢ JOKyMEHTaMH B OpTaHU3aIINH.
7. TlonoxeHue, ycTaB OpraHu3alifi.

8. IIpaBuna BHYTpEHHETO pacHoOpsIKa.



9. IlpaBuiia KCIUTyaTallM OPTTEXHUKH.
YMeHue u KayecTBa

1. IIpencraBuTenbCKHUe KayecTBa.

2. OTBETCTBEHHOCTb.

3. HacToitunBOCTb.

4. IHUIIMaTUBHOCT.

5. YMeHue onepaTuBHO IPUHUMATh PEILICHUS.

6. Hannuue omnbiTa pykoBoAsield paboThl.

7. Opranu3aTopckue CriocoOOHOCTH

8. YMeHue co3/1aBaTh KOHCTPYKTUBHYIO pab04yt0 OOCTaHOBKY B KOJIJICKTHBE.

9. OMonoHaIbHAasE YCTOWYUBOCTb.

6. Kpanudukannonnsie TpedoBaHUA

OOpa3oBaHue - BBICIIEE, XKENATeNbHO - BBICIIEE yIpaBieHueckoe. Kpome Toro, moBbIIICHHE
KBaIM(UKAIIMM HE MEHee OJIHOTO pasa B MATh JIeT Mo crneuuanbHocTu "Jlenonpon3BoacTo” (He
MeHee 72 4Y) WIM MEepenojroToBka Mo crenuanbHocTH "['ocymapcTBEHHOE W MYHHIIUIAIBHOE

ynpasierue" (500 ).

3aM. pyKOBOJUTEIA Toonucw N.N.IletpoB
ara

puiaoxenne 1.4

IIpumepHas 10JKHOCTHAS HHCTPYKUMS ceKpeTapsi-pedepeHTa

YTBEPXJIAIO

PykoBoaurens

Haumenosanue opeanuzayuu
Iloonucw N.N.IletpoB

ara

HanmenoBanmne OpraHu3anunuu

JOJKHOCTHASA HHCTPYKLUA
cekperaps-pedepenra

Hara



1. O01He moJ10KeHus

1.1. Cekperapb-pedepeHT OTHOCUTCS K KATETOPUU CIICIUATMCTOB MPEATPHUATHS, TPUHAUMACTCS U
YBOJIBHSIETCS TUPEKTOPOM.

1.2.  OcHOBHBIMH  3aJadyaMH  cekperaps-pedepeHta  SBISIOTCS  OpPraHU3aIIOHHOE U
JIOKYMEHTAIMOHHOE 00eCTIeYeHHE YIIPaBICHUYECKOH NesITeTbHOCTH.

1.3. Cekpetapb-pedepeHT MOTIMHSIETCS HETTOCPEICTBEHHO TUPEKTOPY MPEAPUATHSI.

1.4. B cBoeli ASITETEHOCTH CEKPETAPh-PePEPEHT PYKOBOJICTBYETCS:

- 3aKOHOJaTeIbHEIMHU aKTaMu PD;

- YcTraBoM npeanpusaTus;

- [onoxxenneM o (HYHKIIMOHATBHBIX CIYK0aX MpeanpusTHS;

- IpUKa3aMH (yKa3aHUSIMHU) PYKOBOJICTBA NPEAIPUATHUS;

- HOPMAaTUBHO-METOANYECKUMHU MaTepragaMy 10 OpraHu3aluy JeI0IPOU3BO/ICTBA;

- HACTOSIIEN JOJXKHOCTHOM MHCTPYKIIHEH.

1.5. Ha momxkHOCTh cekpeTaps-pedepeHTa Ha3HAYAOTCS JIMIA C BBICIIUM, CPEIHHM
CIeLMaJIbHBIM 00pa30BaHMEM M CTa)keM paboThl He MeHee | rosa uiam 6e3 cTaxa, HO NPHU YCIOBUHU
MPOXOKJeHNs 00yUeHHsI Ha Kypcax cekpeTapei-pedepeHToB.

1.6. Cexperapb-pedepeHT TOJDKEH BIIAJIETh BOIIPOCAMH:

- IEPCIIEKTUB Pa3BUTHUS MPEANIPHUATHS, €70 (PUHAHCOBO-XO3IHCTBEHHOM JIEATETLHOCTH;

- OpraHu3auy paboThl C JOKYMEHTaMH, COCTABJICHHUS JOKYMEHTAIIHH;

- OpraHu3aluy YIIpaBJIeHYECKOT0 TPY/Ia;

- IPUMEHEHHS CPEJCTB BHIYHUCIUTEILHON U OPTaHU3AIIMOHHON TEXHHKH;

- IepeBo/Ia CITy>KEOHOH TOKYMEHTAIlMU Ha MHOCTPAHHBIH SI3bIK KOMMEPYECKOT0 TapTHEPA,

- KYJbTYpPBI TPYyZA U CIIYKEOHOH 3THUKH;

- OXpaHbl TPyAd, TEXHUKH 0€30MaCHOCTU U MPOTUBOIOKAPHON 3aLLIUTHI.

2. OyHKUMHT
Ha cekpertaps-pedepenTa Bo3nararoTcs cieayronpe QyHKIum:
2.1. UudpopmanmoHHO-CIIpaBOYHOE 0OCTY)KMBAHUE TI0 JIOKyMEHTAaM MPEIIPUSATHSL.

2.2. Meronu4eckoe pYKOBOJICTBO M KOHTPOJb 3a OpraHu3alfel JeJONpou3BOJCTBA B
CTPYKTYPHBIX MOJpa3AeNieHusIX U (puaranax npeanpusiThs.

2.3. I[OKYMGHTI/II)OBaHI/Ie ACATCIIbHOCTU COBCHIATCIIBHBIX OPIraHOB IIPCAIIPUATHUA.

2.4. OnepaTUBHO-OpraHU3AI[MIOHHOE O00CITYy>KHBaHUE PYKOBOJICTBA.



2.5. Benenne u odopmieHHE KaJpOBOH TOKYMEHTAMH M ydeTa (B CIIydae OTCYTCTBHS
MHCIIEKTOpA IO IIEpCOHAIY).

3. JOJIZKHOCTHBIE 00513aHHOCTH
CekpeTtapb-pedepeHT JT0DKEH:

3.1. OGecneunBaTh TpHUEM, YYeT, PETUCTPALNIO, KOHTPOJIb HWCIOJHEHUS JOKYMEHTOB,
MH(OPMALIMOHHO-CIIPABOYHOE 00CTY)KHBaHUE U XpaHEHNE JOKYMEHTHON MH(OPMAIIUH.

3.2. KOHTpOJII/IpOBaTI) KaueCTBO MOATOTOBKH, IPABUIIBHOCTL COCTABJICHUA, COITIACOBAHUA U
YTBCPKACHUA NOKYMCHTOB, IIPCACTABIIACMBIX HA ITIOAIINCH PYKOBOACTBY MMPCAITIPUATHA.

3.3. OcyuiecTBIATh KOHTPOJIb HUCIIOTHEHUS JOKYMEHTOB U MOPYUYEHUN PYKOBOJCTBA, IPUHUMATH
OTIEpaTUBHBIE MEPHI, HAPABIICHHBIE HA CBOEBPEMEHHOE M KAYECTBEHHO UX BBITIOTHEHHE.

3.4. OcyiecTBisATh OPTraHU3aAMIO0 TOJATOTOBKH, TPUHATHS pEHICHUS W JOBEACHHUS HX [0
HENOCPEJICTBEHHBIX HCHOJHUTeNeH. [IpOBOIUTh aHAM3 CIPABOK M JOKIAO0B, MPEI0CTABIIEMbIX
PYKOBOJICTBY, JaBaTh [0 HUM KOMITETEHTHBIC 3aKIIFOUCHUSI.

3.5. OcymIecTBIATh ONMEPATHBHYIO CBSI3b CO CTOPOHHUMH OpraHU3alusMu (KaK KOMMEPYECKHMH,
TaK U TOCYJApPCTBEHHBIMH) WM OTICIBHBIMU TpakJaHAMH [0 BOMPOCAM TEKYyINEH AeSITeIbHOCTH
npeanpusTus (TenedoH, Gpaxc u T.IL.).

3.6. Bectu npuem noceTuTesnen.

3.7. BbImonHATH pabOTy MO JOKYMEHTAIIMOHHOMY OOECIEYEHHIO KaJpOBOM JESTEIHHOCTU
MPEIPUITHS:

- oopMIICHHE MTPUKA30B 0 TUYHOMY COCTABY;

- oopMIIeHHE TUYHBIX KapToueK (opmbl T-2 UM TUYHBIX JIET;

- oopMIICHHE TPYAOBBIX KHIKEK;

- oopMIIeHHE U BEJICHHE TPYIOBBIX KOHTPAKTOB (JIOTOBOPOB);

- oopMIIeHHE KOMaHANPOBOYHBIX JOKYMEHTOB;

- oopMJICHHE JTUCTOB HETPYAOCIOCOOHOCTH;

- BesieHue Tabens yuera pabodero BpeMeHu;

- BbIJ]aua CIPaBOK O TPYJOBOM CTa)Ke U 3apIuiare.

3.8. OGecnieunBaTh BHIIOJHEHHE MAITUHOMMCHBIX U KOMMUPOBAIBHBIX PaldoT.

3.9. Ucnons3oBath [IDBM Kkak cpeiacTBO aBTOMAaTH3allMU JOKYMEHTAIIMOHHOTO OOECTICUCHHUS
MIPEANPUSITHSL.

3.10. ITpoBOAUTE €XKETOAHBII OTOOP TOKYMEHTOB Ha ApXUBHOE XpPaHEHUE WJIM YHUUTOXKECHHE.

3.11. BIOTHATH OT/IENbHBIE TOPYYSHHS PYKOBOJICTBA, CBSA3aHHBIE ¢ (PMHAHCOBO-XO3IHCTBEHHOM
JEATEIbHOCTBIO IPEATIPUATHSL.



4. IIpaBa
Cexkpetapb-peepeHT UMeeT IpaBo:

4.1. 3anpammBath 0T PYHKIIMOHAIBHBIX CITY’)KO HEOOXOIMMbIC MaTepUaNbl, & TAKKE OOBSICHEHUS
0 MPUYMHAX 33J€PKKU BHITIOTHEHUS 3a/laHUi U OPYUESHUI PYKOBOJCTBA.

4.2. PaccmaTpuBaTh [JOKYMEHTBI M HAIpaBlATh WX Ha HCIOJIHEHHE PYKOBOIUTEIAM H
CHEIUAINCTaM IIPEANPUSATHSA.

4.3. TpeGoBaTh OT UCMOJTHHUTENEH NOPAOOTKH TOKYMEHTOB, MOJATrOTABIMBAEMBIX C HapyIICHHEM
yCTaHOBJICHHBIX TpaBmil ux coctaBieHus u opopmieHus (OCT P 6.30-97), mexmayHapOIHBIX
npaBui opopmiieHust 1okyMeHToB (ISO).

4.4. BuznpoBatb JOKYMEHTHI YIPaBIE€HUYECKON JESITENbHOCTH B paMKaX CBOEH KOMIIETEHLIUU.

4.5. BHoOcUTh Ha  pacCMOTpPEHHE  PYKOBOACTBA  MPEIJIOKEHUS 1O  YIYUYIICHHUIO
JIOKYMEHTAI[MOHHOTO O00eCHeueHuss AesTeNbHOCTH MPEANpHUITHS, COBEPIICHCTBOBaHUS (POpM U
METOJIOB YIIPABJIIEHYECKOTO TPY/1a HA OCHOBE MPUMEHEHUS 3JIEKTPOHHON TEXHUKHU.

4.6. TpeboBaTh OT PYKOBOJACTBA CO3JaHUsI HOPMAJIbHBIX YCIOBHI /ISl BBIIIOJIHEHUS CIIYKEOHBIX
00s13aHHOCTEN M COXPaHHOCTH BCEX JOKYMEHTOB, OOpa3yIOIIUXCs B TPOIECCE AEATEIbHOCTH
TPEIIPUSTHSL.

4.7. PaboTath ¢ joKkyMeHTaMu, uMeromuMu rpud "l cimyke0Horo mosib30Banus .

4.8. [IpyHUMAaTh pelIeHus B IpeiesiaX CBOCH KOMIIETEHIUH.

4.9. B3auMmozeicTBOBaTh CO BCEMHU CIYXO0aMH (COTpyIHHUKAMM) MPEANPUSATHS IO BOIPOCAM
MPOBEPKU UCTIOIHEHUS TOKYMEHTOB U MPEACTaBIECHUS HEOOX0MMOIN HH(OpMAIK PYKOBOJICTBY.

5. OTBeTCTBEHHOCTDH
Cekpertapb-pedepeHT HECET OTBETCTBEHHOCTH 34!
5.1. KauecTBO TOKYMEHTOB, MPEAOCTABIIEMBIX Ha TIOIITACh PYKOBOJCTBY MPEAPHSIITHS.
5.2. HeOpexxHoe, XaaaTHOE OTHOIICHHE K PETUCTPAIIUU U BEJICHUIO TOKYMEHTOB.

5.3. CoxpaHHOCTh JIOKYMEHTAIlUH, pasrjalleHue CBeaeHur, nMerommx rpud "Jns cmyxeOHOro
M0JIb30BaHus".

5.4. Hederkoe ¥  HECBOEBPEMEHHOE  BBINOJHEHHUE  JOJDKHOCTHBIX  OOS3aHHOCTEH,
MPEyCMOTPEHHBIX HACTOSIIEH HHCTPYKITHEH.

3aM. pyKOBOJUTEIA Tloonucw A.Il.CunopoB



Tema 2. OcHoBHBIE TPpeOOBaHUs K 0POPMJIEHHIO YIPABJIEHYECKHX
(opraHm3anMoOHHO-PACIOPSAUTEIbHBIX) JOKYMEHTOB

1. OcHOBHBIE MOJIOKEHUS N0 JOKYMEHTHPOBAHUIO YIIPABJIEHYECKOM AesiTeJJbHOCTH *1

*1 Ucnonb3oan ['OCT P 6.30-97 "YHudurupoBanHas cuctemMa opraHu3allMOHHO-
pacnopsiIUTeTbHON JOKYMEHTAIH'"

JIOKyMEHTHUPOBAHHE YIIPABIECHYECKON JIEATEIbHOCTH OXBATBIBAECT BCE IPOLECCHI, OTHOCSIINECS K
3anmucH ((UKcalMM) Ha PA3IMYHBIX HOCUTEISX M O(OPMIIEHHIO 10 YCTAHOBJIEHHBIM IIpaBUIIaM
uHpOpMaLUU, HEOOXOJMMOH ISt OCYIIECTBICHHS YIPAaBICHUECKUX IeHcTBUH. JJoKyMeHTHpOBaHNE
OCYILIECTBIISICTCS] HA €CTECTBEHHOM fI3bIKE (PYKOIMCHBIE, MAIIMHOMMUCHBIE JOKYMEHTBI, B TOM YHUCIIe
TeJerpaMMbl, Teae(pOHOIpaMMbl, MAIIMHOTPAaMMBbI), a TaKXe€ Ha HCKYCCTBEHHBIX S3bIKAX C
UCIOJIb30BAaHUEM HOBBIX HocuTenel (nmepdoxapThl, Nep(ONeHThl, MarHUTHBIE JIEHTHI, KapThl,
JIUCKETHI U Jp.).

CoctaB  ympaBIEHYECKHX JOKYMEHTOB OIpENeNsIeTcss KOMIETEeHIHeH ©  (QyHKIUSIMH
OpraHu3aIiy, TOPSIKOM PEIICHUsT BOMPOCOB, 00OBEMOM M XapaKTEpPOM B3aMMOCBSI3CH C JPYyTrUMH
OpraHu3alMsIMA M 3aKperuisieTcss B Talelle JTOKYMEHTOB. ENMHCTBO MpaBHI JOKYMEHTHPOBAHHS
yIpaBJICHYCCKUX JCUCTBHUM HAa BCEX YPOBHSIX YIpaBICHUS OOECIeUYUBACTCS IMPUMEHEHHEM
I'ocynapcTBEHHOM CHCTEMBbl JOKYMEHTAallMOHHOro obecneuenus ympasienueM (I'CHOVY) wu
yHU(UIIMPOBAHHBIX cucTeM aokymeHTanuu (Y CJI).

YHuPHUIUPOBAHHBIE CUCTEMbI JOKYMEHTAI[UH - 3TO KOMIUICKC B3aMMOYBSI3aHHBIX TOKYMEHTOB,
CO3JIaHHBIX TI0 €IMHBIM MPABUIIAM U TPEOOBAHUAM, COJCPKAIIUX UHPOPMAITUIO, HEOOXOAUMYIO IS
yIIpaBJICHUs B ONpeielieHHOM cdepe aesrenbHocT. Y CJl mpeHa3HAYCHBI ISl UCTIOJIb30BaHMSI KaK
C MOMOIIBIO CPEACTB BBIYUCIUTEIHLHOW TEXHUKH, TaK U MPHU TPAJUIIMOHHBIX METOJaX 00pabOTKu
nHpopMaIuu.

VrpaBneH4eckne JOKYMEHTHI 10 HAaMMEHOBAaHHMIO, ()OPME U COCTaBy PEKBU3UTOB JIOJDKHBI
coorBercTBoBaTh Y CJI, TpeboBanmsm ['CJIOY, monoxxenusiM (yctaBam) o0 OpraHU3aIfu, APYTHM
HOPMAaTHBHBIM JIOKYMEHTaM, COJEpKalliM TNpaBWia JIOKyMEHTHpOBaHMSA. B cOOTBeTCTBUH C
JEHCTBYIOIUM 3aKOHOJATELCTBOM M KOMIIETCHIIMEH OpraHbl YIpaBICHHUS HW3IAlOT CIEAYIOIINe
pacnopsAUTENbHBIE TOKYMEHTBI: PEIICHHUS, TOCTAHOBIICHHS, PACIIOPSDKEHHMS, TIPHUKA3bl, yKa3aHUs,
[IOPY4YEHUS, UHCTPYKLIUU.

Pewenus, nocmanosnenus u npukaszvl U30aK0T BO BCEX CllydadX, KOraa HGO6XOIII/IMO IPUHATDH
HOpMaTI/IBHHﬁ U1 I/IHI[I/IBI/II[yaJ'IBHHﬁ dKT II0 OCHOBHBIM BOIIpOCaM KOMIICTCHIIHM OpPraHU3aIllhu.
PCZCI’lOpﬂOfceHMﬂ U yKazaHusa W3AAK0TCAd MO0 OINCPAaTUBHBIM BOIpPpOCAaM W JJid OpTraHHU3alun
HUCIIOJIHCHU A HOCTaHOBHeHHﬁ, peH_ICHI/Iﬁ " IIPUKA30B.

CoBMecCTHBIE PACTIOPSIUTENbHbBIE JOKYMEHTB OpraHU3allfi, U31al0IUX OAUHAKOBBIE TI0 (hopme
JIOKYMEHTHI (IIPUKa3bl, IOCTAHOBIEHUS U 1p.), 0QOPMIISIOTCA KaK cosmecmHoe peuietue, KOTOpoe
MMeEeT TMPaBOBYIO CHIIy PAcCIOpPSIUTEIHHOTO JOKYMEHTa B KaKJIOW OpraHu3alviy, MpUHUMAaBIIEH
3TOT AOKYMEHT.

JloBeieHHE 110 CBEJEHUS IOABEAOMCTBEHHBIX OPIraHU3aLMN, CTPYKTYPHBIX HOJpa3/ieiaeHUM
JIOKyMEHTOB BBIIIECTOSIIIUX OPraHOB WJIM JOKYMEHTOB JIPYIMIX OpraHU3alliii OCYIIECTBIISETCS B
¢dopme, ycTaHOBJICHHOH aBTOpOM AOKyMeHTa. Ecnu cmoco0 He ykas3aH, OpraHu3aiys pemaeT 3TOT
BOIIPOC CaMoOCTOSITeNbHO. [IpOTOKONIBbHBIE peleHHsI KOJIETHATBHBIX OPTaHOB MOTYT JTOBOJUTHCS 10
CBEJICHUsI UCTIOJHUTENEH B (hopMe, yCTAaHOBICHHOH MOJIOKEHHUEM 00 ITUX OpraHax.

PacniopssiuTenbHbIii  TOKYMEHT MOXET ObITb OTMEHEH (M3MEHEH) pacHnopsaUTeIbHBIM
JIOKyMEHTOM CaMOW OpraHW3alliy WM BBIIIECTOALIEH. J[elicTBUE pacOpSAUTENBHOIO JTOKYMEHTa
MO’KET OBITh IPUOCTAHOBJIEHO COOTBETCTBYIOIIMMU KOMIIETEHTHBIMU OpPTraHaMHu.



IIpoexTel  AOKYMEHTOB, 3aTparuBalOlIMX HHTEPECHl  JPYTUX  OPraHU3alui, JOJIKHBI
IIPEIBAPUTEIILHO COINIACOBBIBATHCA € ATHMMM OpraHu3auusMu. B ciydae pasHoriacuii K IPOEKTY
NpUIararoTcs 3aMe4aHus Wi GOPMYITHPOBKA CYyTH Pa3HOTIACHH.

Xoma 00CcykIeH!sT BOIIPOCOB H PEIICHUs], IPUHUMAEMbIe Ha 3aCETAHUIX KOJIIETHATBHBIX OPTaHOB,
COBETax, COOpaHUsIX, COBEIIAHUAX, PUKCUPYIOTCA B npomoxoaax. [IpoTokonsl ohopMisioTcs Ha
OCHOBAaHMHM 3alMCH XOJa 3acelaHMi, CTEHOTrpamMM, 3BYKOBBIX 3amuceil (TEKCTOB JIO0KJIa/l0B,
BBICTYIUICHUM, CIPABOK, IPOEKTOB IIOCTAHOBJIEHUS WJIM PEUICHWI, MOBECTKH JHsS, CIHCKOB
MpUIIAEHHBIX W 1p.). Ecom  xom 3acemaHus cTeHOTpadUpyeTcs, TEKCT CTEHOTPAMMBI
pacimndpoBBIBAETCS, IEUATACTCS, 3aBEPSIETCA U XPAHUTCS BMECTE C TPOTOKOJIOM.

B mpenenax cBoell KOMIIETEHIIMHM OPraHH3alliM BCEX YPOBHEH YIPaBJICHUS MOTYT HAIPABIISAThH
nucbMa TIPH  OCYIIECTBICHUHM OIEPATHBHBIX CBS3CH C BBIIICCTOSIIAMH OTPACICBBIMU U
(YHKIMOHATIBHBIMH OpraHaMU, MOJBEIOMCTBEHHBIMU U JIPYTHMMHU OPraHU3aLUsIMU H OTICIbHBIMH
rpaxJaaHaMu. HI/ICBMa, KakK IMpaBHJIO, JOJIKHBI COCTABJIATHCA B TOM CJIydac, KOrla HCBO3MOXKCH WJIN
3aTpy/HEH Oe3I0KYMEHTHBII 00MeH MH(pOpMAIHE: YCTHbIC pa3bsICHEHHS, YKa3aHHs (JIMYHBIC WITH
o TenedoHy), MHCTPYKTUPOBaHUE U T.1. [Ipn HEOOXOIUMOCTH CPOYHOU mepenadn WHPOpMaIUu
COCTABIISIFOTCSI menecpamMmbl U meiepOHopammel, TOKYMEHT MepelacTcs Yepe3 MOJCMHYIO CBI3b,
1o (akcy wim Teneony.

OpraHuzanuu Ha OCHOBAaHMM TIOJOKEHUW O HHX W JAPYTUX aKTOB, OMNPENEISIONIUX HX
KOMIIETEHIINIO, W3Jal0T W HHbIE JOKYMEHTBI: MIaHbl pabom, omyemsl, NpPeucKypaHmol,
cmanoapmsl, ycmaewl, NON0dCeHUs, npasuia N 1p. IIpoekT ynpaBlIeHYECKOro JOKyMEHTa JI0JIKEH
ObITh COTJIACOBAaH C HCIIOJHUTEISIMHU (aBTOpaMHU TEKCTa), PYKOBOJIUTENISIMH 3aWHTEPECOBAHHBIX
CTPYKTYPHBIX MO/Ipa3IeICHU WU OpraHU3alui.

BHYTpeHHee COrJIaCOBAHUC TIPOCKTAa AJOKYMCHTA [JOJKHO HPOBOJUTLCA B CHGI[y}OHIGﬁ
OUCPCAHOCTHU:

- C O0TpacCJICBbIMU, q)YHKI_II/IOHaJ'IBHBIMI/I, TCPPUTOPUAIIBHBIMHA nmoapasacJICHUAMU,
COBCIIATCIIBHBIMHA OpPraHaMu U IpH HGOGXOI[I/IMOCTI/I C 06III€CTB€HHBIMI/I OpraHru3alusaIMu;

- ¢ paOOTHUKaMH, OTBETCTBEHHBIMHU 3a pa3pelieHue (yHKIMOHAIHHBIX BOMPOCOB (TIaBHBIMH,
CTapILIUMH CIIEUATUCTaMU U JIp.);

- ¢ (huHAHCOBBIM MOPA3CIICHUEM HIIHA TJIABHBIM OyXraiaTepoM (OyXrajiTepom);
- C FOPUJIMYECKOH CITY»KOOMH;
- CO CITy>K00i TOKYMEHTAIIMOHHOTO 00eCIIeUeHNS;

- C 3aMCCTUTCIICM IMPCACCAATCIIA KOJUICTHAJIbHOI'O OpraHa WM 3aMCCTHUTCIICM PYKOBOIUTECIIA
OopraHu3alnuny, BEAAOIIMMHA BOIIPOCAMHU, COACPIKAIMUMUCA B IIPOCKTE JOKYMCHTA.

Buemnee cornmacoBaHne B 3aBHCUMOCTH OT COJACpKaHUA JOKYMEHTa OCYIIECTBISIIOT B
CIeNyIOIEeH 09epeTHOCTH:

- C IOAYMHCHHBIMHA OpraHU3aluAMHU, a TAKKC HCIIOAYMHCHHBIMHU, KOI'ld ITOCICAHNEC BBICTYIIAIOT
00s3aHHON CTOpOHOﬁ B IMMPAaBOOTHOIICHUAX, BO3SHUKAIOIINX BCJICACTBUC HU3AAHUA IIPABOBOI'0 aKTa,
HJIM KOTla COACPIKAHNEC JOKYMCEHTA 3aTparuBacT UX HEIOCPCACTBCHHBIC HHTCPECHI,

- C opraHu3agusiMMd W HAYYHO-IIPOU3BOJACTBCHHBIMU O6’B€I[I/IH6HI/I${MI/I, 3aHUMarOIIUMUCH
HUCCICIOBAaHUAMMU B TOM O6HaCTI/I, K KOTOpOﬁ HMECT OTHOIICHUEC COACPIKAHNUEC NTOKYMCHTA,

-C 06HI€CTB€HHI>IMI/I opraHuzaiuvsaMu - Ipu H€O6XO[II/IMOCTI/I HJIK B Cliy4dasaX, IpCAyCMOTPCHHBIX
JOKYMCHTAMH 3TUX OPIraHOB;



- C OpraHamu, OCYIIECTBJISIOIIMMHU TOCYJapCTBEHHBIN HAaJBEJOMCTBEHHBIM KOHTPOJIb (Ha/A30p) B
ompeeNeHHOM 001acTH (CaHUTAPHBIHN, MPOTUBOMOXKAPHBIN U T.1.);

- C BBIIICCTOAINIMMU OpraHaMu O6H_[€I>'I 50058 OTpaCHeBOﬁ KOMIICTCHIMKU B CJIy4dac, Koraa
3aKOHOAATCIILCTBOM MPCAYCMATPUBACTCA BO3MOXHOCTH COBCPIICHHA YIIPABJICHUCCKHUX nencTBuit
TOJIBKO C pa3pC€ICHUA 3TUX OPraHOB.

YnpaBrneH4eckuil TOKyMEHT MOJIMUCHIBACTCS WM YTBEPHKIAETCS PYKOBOJIUTEIEM OpraHHU3aIiH
nwin 3aMclaromuM  €ro JOJDKHOCTHBIM JIMIIOM B COOTBETCTBHHM C €TI0 KOMHCTGHHHeﬁ,
YCTaHOBJICHHOW MPaBOBBHIMHM aKTaMM: YCTaBOM WM TOJIOKEHHEM 00 OpraHu3allid, CTPYKTYPHOM
MO/Ipa3/ieNIeHu, JOJKHOCTHOW HMHCTPYKIMEH, MPUKA30M O pacrlpe/ieeHuu 00s3aHHOCTEH M T.II.
JIBe munu Gomnee MOAMKUCH CTAaBATCA B TOM Cllydae, €Clid 3a COJep)KaHHe JOKYMEHTa OTBETCTBEHHBI
HECKOJIBKO JOJI?KHOCTHBIX JIUII.

JIOKyMEHTBI AEHEKHOT0, MAaTEPHAIBHOTO U KPEAUTHOTO XapakTepa, CIyXKalue OCHOBAHUEM JIst
MpreMa U BbIIAYU JICHET, TOBAPHO-MATEPUAIBbHBIX U JPYTUX IEHHOCTEH, a TakKe W3MEHSIOIINe
KpPEJIMTHBIE U pacUyeTHhIE 0053aTeNbCTBA C APYTUMHU OPTraHU3aIUsIMU, TOJMUCHIBAIOT PYKOBOAUTEIb
OopraHu3alii W TIaBHbI Oyxranrep (Oyxranrep). CoOBMECTHBIE JOKYMEHTHI HECKOJIBKHUX
OpraHu3aIMi MOMKUCHIBAIOT PYKOBOJAUTENIN BCEX OpraHU3aIluil.

I[OKYMGHTBI, COCTaBJICHHBIC KOMHCCHGﬁ, OOANUCHIBAKOT BCC YIJICHBI KOMMCCHMU. Pemenus
(HOCTaHOBHeHI/IH) KOJUICTHAJIBHBIX OPraHOB IMOAIMUCBIBAIOTCA MPCACCAATCIICM U CCKPCTApPEM.
PaCHOI)SDKeHI/ISI, HN3aBaCMbIC PYKOBOAUTCICM KOJUJICTHAJIBHOTO OpraHa B CAWHOHAYaJIbHOM
nopsAaaKe, UMCIOT OJJHY ITOAIINCh.

[IpaBo moamucu pacopsAUTENbHBIX JOKYMEHTOB B (pOpMe yKa3aHUI WM pACHIOPSKEHUM MOXKET
IIPEIOCTABIATECS ~ 3aMECTUTENI0  PYKOBOJOUTENS, TIJIABHOMY  HWH)KEHEPY, PYKOBOAMUTEISAM
CTPYKTYPHBIX TOJIpa3AeeHUI.

YTBepkaaemble JOKYMEHTHl (MHCTPYKIMH, TIOJNOKEHHUS, YCTaBbl M Jp.) MOJANUCHIBAET
JIOJIKHOCTHOE JIMII0, OTBETCTBEHHOE 3a UX MOATOTOBKY.

[IpoTokon MNOANMUCHIBAIOT NPEACENATENbCTBYIOIMN Ha 3aceJaHUM KOJUIETMAIBHOIO OpraHa
(coBera, KOJIJIETUH, COOpaHUsl, COBELIAHHS) U CEKPETAPb.

Jloknanpl, JOKJIAQAHbIE 3alUCKH, CIPaBKU U JIpyrue JIOKYMEHTbl HH(GOPMAIMOHHOTO,
CIPAaBOYHOTO WJIM AHAIUTUYECKOTO XapakTepa MOTryT ObITh HOJANUCAHbl HCIOJIHUTENEM, €CIIU
paspelaeMble B HUX BOIPOCHI HE BBIXOJAT 3a MIPEENbl €ro IpaB U KOMIETCHIIMH, YCTAHOBICHHBIX
JIOJKHOCTHOM MHCTPYKLIUEH.

Cy1ecTByIOT Takke JOKYMEHTHI-puiaokeHusi. OHM MOTYT OBITH TPEX BHUIOB: YTBEP)KIacMble
WINA BBOAMMBIE B JIEHCTBHE COOTBETCTBYIOIUM DPACHOPSAUTENIBHBIM TOKYMEHTOM (TIPHIIOKEHUS K
IIPABOBBIM aKTaM, HMEIOLIUE CaMOCTOSITEIbHOE 3HAUYEHHE); MOSICHSIOIIME WM JOIMOJIHAIOIINE
coJiepKaHue APYTroro JOKyMEHTa; HallpaBJIsAeMbIE C IIMCbMOM B APYTYE OPraHU3aLUU.

Ha MNPUWIIOKCHHUAX K PACHOPAAHUTCIIBHBIM AJOKYMCHTAM M IIPUIIOKCHUAX, AOIIOJHAIOIIUX WIN
MOACHAIOMIKUX COACPKAHUEC APYTroro J0KyMEHTa, B IIPABOM BECPXHEM YIJIy II€YATAIOT:

IIpunoxenue
K
(vKkazvleaemcsi OOKyMeHm)

N

JHama



Ecnu npuno>xeHuii HECKOIBKO, OHU HYMEPYIOTCS.

IIpu paccbuike NTpPUIOKEHUN 0€3 pacHopsAUTENbHBIX JIOKYMEHTOB Ha IPUIIOKEHUSIX
IpocTaBisieTcs rpu¢ yTBEPXKICHUS C yKa3aHHMEM HAaMMEHOBAHMs PacHOpsIUTEIbHOIO JOKYMEHTa,
ero matel U HoMepa. COCTaB PEKBH3UTOB M TOPSIOK O(GOPMIICHHS ITOKYMEHTOB-IPUIOKEHUH
JIOJDKHBI COOTBETCTBOBATh TPEOOBAHMAM YHU(PHIMPOBAHHOW CHUCTEMBI JOKYMEHTAIMH, K KOTOPOH
OTHOCHTCSI IOKyMEHT-ITPUIIOKEHHUE.

B nensix cokpamieHus KoJIm4ecTBa MPUMEHIEMBIX (OPM JOKYMEHTOB MHHUCTEPCTBA U BEAOMCTBA
pa3pabaTbIBatOT OTpaciieBble Tabenn JOKYMEHTOB, HEOOXOAUMBIX U JOCTATOUHBIX JUIs peau3aliu
¢byHKUMH ¥ 3a1a4 opranuzanuil. B Tabenp BKIIIOYAIOTCS JOKYMEHTHI KaK TPaJuIHOHHbBIE, TaK U
CO3/1aBaeMbl€ CPEJICTBAMH BBIUNCIUTENIbHOW TEXHUKHU. Tabesb MOANUCHIBAETCSI OTBETCTBEHHBIM 3a
€ro COCTaBJIEHUE U YTBEPIKIAETCs PyKOBOAUTENEM BeloMCTBa. BeneHue Tabens, BHECEHHE B HETO
M3MEHEHUH OCYILIECTBIsETCS CIyk001 JOKyMeHTalMoHHOro o0ecrnieyeHus. CocraBieHue
JTOKyMEHTOB, HE YKa3aHHBIX B Ta0elle, 3aIpelacTcs.

2. yHI/Iq)I/IKaHI/IH H CTAaHAAPTU3AUA YIIPABJICHYECCKUX JOKYMECHTOB

VHudukanus TOKYMEHTOB 3aKII0YaeTCs B YCTAHOBIICHHHM €IWHOOOpasusi cocTaBa M (GopM
VIPaBJICHYECKUX JIOKYMEHTOB, (PUKCHPYIOUINX OCYIICCTBICHUE OJHOTHUITHBIX YIPABICHYECKHX
¢bynaknuii. CtanmgapTu3anusi JOKYMEHTOB - 3T0 (opMa IOPUAMYECKOTO 3aKPEIUICHHS TIPOBEACHHON
yHA(UKAIMU U YPOBHS €€ 00s3aTeNbHOCTU. YCTAHOBIEHBI CIIEIYIONINE KATETOPHUH CTaHAapTOB:
rocynapcrBernble ctamapTel (OCT), otpacneBbie cranmaptel (OCT), pecnyOnukaHCcKue
cranaaptel (PCT). YHudukanus DOKYMEHTOB IMPOBOJUTCS B IIENSAX COKPAIICHUS KOJHMYECTBA
MPUMEHSEMBIX  JOKYMEHTOB, THUNH3alMd ®X (QOpM, TMOBBIIICHUS KAdeCTBa, CHIDKEHUS
TPYIOEMKOCTH UX 00pabOTKH, TOCTHKEHUSI HMHPOPMAIIMOHHOW COBMECTUMOCTH PA3JIMYHBIX CUCTEM
JIOKyMEHTAIIMU TI0 OJHOMMEHHBIM U CMEXHBIM (DYHKIUSM ympaBiieHusi, 0onee 3(PPEeKTHUBHOTO
UCTIOJIb30BaHUS BBIYMCIUTEIBHON TEXHUKH.

PaboTa o yHuduUKaIMy BKIIIOYAECT:

- pa3paboTky  yHHUIHpOBaHHOW  cuctembl jaokymeHtoBeneHuss (YCJ]), koropas
OCYIIECTBIISIETC MHMHHCTEPCTBAMH M BEJIOMCTBAMH, OTBETCTBEHHBIMH 3a COOTBETCTBYIOIIWE
CUCTEMBI IOKYMEHTAIIHH;

- BHEApPEHHE MeXOoTpaclieBbiX (MexBenqoMcTBeHHbIX) YCJ| B pamkax pecryOIMKaHCKUX U
otpacneBbix YCJI;

- Begenne YCJI m OrtpacieBoro KiacCU(pUKATOpa TEXHUKO-IKOHOMHUYECKOW JOKYMEHTAIUH
(OKTDN) ¢ uenbro moaaep>KaHus TOCTOBEPHOCTH MH(OpPMAIIUU U €€ JATbHEHUIIIEro pa3BUTHS;

- pa3paboOTKy KOMIUIEKCOB OTpPACiEeBBIX YHU(DHUIMPOBAHHBIX (HOPM JOKYMEHTOB, OTPA’KAIOILIUX
cneruduky otpaciau u He Bomeamux B YCJI, a Takke UX TOCYIapCTBEHHYIO PETUCTPAITUIO;

- pa3paboTKy OTpACIEBBIX KIACCU(PUKATOPOB TEXHUKO-dDKOHOMUYECKOW  HH(POpPMAIUH,
OTpakaroIIUX CIeUU(PUKY OTpaciH.

OpraHu3aiimoHHOE U METOAMYECKOE PYKOBOJCTBO YHU(UKALIMEH U cTaHIapTU3alield JOKYMEHTOB,
KOOPJMHAIIMIO COOTBETCTBYIONIUX PAOOT M KOHTPOJIb OCYIIECTRIISIET TOJIOBHAS OPTaHU3aINs 110
koopauHanmu BHeApeHus u BeaeHus Y CJ u OKTOU B pecniyonmke. Ha oTpacieBoM ypoBHE 3Ty
paboTy MPOBOIUT TOJIOBHAS OpraHu3aius mo BHenpernto u enenuto Y CJl u OKTOU B orpaciu.



3. Buabl JIOKYMEHTOB U X KjJaccupuKanus

Bce mokyMeHTBI MO OTpakaeMbIM B HHMX BHUJaM JAEATENBHOCTH JAEIATCA Ha JBe OOJblIHe
rpymnmsl. [lepBas - 3TO TOKYMEHTHI 10 OOIIMM M aJIMUHUCTPATUBHBIM BOIPOCAM, T.€. II0 BOIPOCaM
o0I1ero pyKoBOJCTBA MpeaNpUaTHeM (OpraHu3alnueil) U ero Npou3BOACTBEHHON N€ATENbHOCTBIO.
OTH TOKYMEHTHI MOT'YT COCTaBIISITh pAOOTHUKH BCEX MOJPA3/IeICHNI NpeaAnpusTuii. Bropas rpymnmna
- IOKyMEHTBI 110 ()YHKLUAM ynpaBieHus. Takue JOKyMEHTbl COCTABISIOT PAOOTHUKHU (PUHAHCOBBIX
OpraHoB, OyXrajaTepuH, OTAEJOB IUIAHUPOBAHUS, CHAOXKEeHUsI W cOBITA, APYTHUX (PYHKIIMOHAIBHBIX
nopa3ieICHUM.

JIOKyMeHTBl ~ KJIacCUPUIMPYIOTCS 1O HAUMEHOBAaHUSAM: CIy)KeOHble THChbMa, MPHUKA3bl,
MPOTOKOJIbI, aKThl, OKJIAIHBIC 3aMUCKH, JOTOBOPHI U T.1. OdopMieHHe BceX ITUX JIOKYMEHTOB
YHU(PHUIIUPOBAHO, HO 10 COJACPKAHUIO OHU MOTYT OBITh COBEPILIEHHO Pa3HBIMHU:

no mecmy cocmasiienus: BHYTpEHHHE (JOKYMEHTBI, COCTaBJiSeMble pabOTHHKAMHU JaHHOTO
NPEANPUATHS) U BHEIIHUE (JJOKYMEHTBI, IIOCTYNAIOIINE U3 IPYTUX MPEANPHUATUHN, OpraHu3alui u
OT YaCTHBIX JIUIY);

no codepacanuto: TPOCThIe (TOCBSAIICHHBIE OIHOMY BOINPOCY) W CIIOXKHBIC (OXBaTBHIBAIOIIHEC
HECKOJIbKO BOIIPOCOB);

no d)OpM@.' HHIAUWBUAYAJIBHBIC, KOrAa COACPKAHUC KAXKA0I0 JOKYMEHTA UMCCT CBOH 0COOEHHOCTHU
(HaHpI/IMep, JOKIaAHBIC 38.1'II/ICKI/I), Tpa(bapeTHble, KOrga 4aCTb AOKYMCHTa OTII€CYAdaTaHA, a 4YaCTb
3alOJIHACTCA IMPU COCTABJICHUU, U THUIIOBBIC, CO3AAHHBIC JJIA I'PYHIIbBI OAHOPOJIHBIX HpGI[HpI/IHTHfI.
Kax IIpaBuji0O, BCC THUIIOBLIC H TpaQ)apeTHLIe JOKYMCHTHBI II€YAaTarOTCs TI/IHOl"pa(i)CKI/IM crocooom
HJIM Ha MHOKUTCJIbHBIX arraparax;

no cpoxkam ucnojiHeHusd.: CpPOYHbIC, Tpe6y10H11/Ie HCIIOJTHCHUSA B OHpGIIeJIeHHI)If/'I CpOK, H
HCECPOYHBIC, JJISI KOTOPBIX CPOK MCITOJHCHUS HC YCTAHOBJICH,

N0 NPOUCXOHCOeHUIo: CIYKEOHbIE, 3aTparuBarollie UHTEPEChl MPENNpPUITHS, OpPraHU3aluH, U
JUYHBIE, KACAIOIIUECS! KOHKPETHOTO JIUIA U SIBJISIONINECS UMEHHBIMU;

no 6udy ogopmienus.; NOJJINHHBIE, KOITNY, BBIITHCKH, TyOIUKaThI;
no cpeocmeam Qukcayuu. MICbMEHHBIE, Tpaduyeckue, HOTOKUHOIOKYMEHTHI U T.1I.

Iloonunnuk - 5TO TOANMMCAHHBIA W HAAISKAMMM 00pa3oM O(OPMIICHHBIA SK3EMILISP
JIOKYMEHTA, COCTABJICHHbIH B NEPBbIi pas3.

Konus - moBTOpHOE, a0COFOTHO TOYHOE BOCIPOM3BEICHHE MOJIMHHUKA (C TTOMETKOM "Komus'"),
3aCBUECTEIILCTBOBAHHOE B YCTAHOBJIEHHOM TOPSAKE COOTBETCTBYIOIIUM JOHKHOCTHBIM JiniioM. Ha
KOMUSIX CITYKeOHBIX JOKYMEHTOB, TPEOYIOIINX 0COOOTO yIOCTOBEPEHUS, B 0053aTE€ILHOM MOPSIKE
CTaBATCSA MOJITUCH PYKOBOJIUTENS U TIeYaTh.

Wuorna ans paboTsl TpedyeTcst He KOMUS C MOJUTMHHOTO JOKYMEHTA, a 6bIHUCKA U3 TOTO WA UHOTO
ero pazaena. [Ipu odopmieHnH BBIMUCKU 0053aTebHO HAJI0 YKa3aTh, U3 KAKOTO IOKYMEHTa OHa
cnenana. [IpaBUIIBHOCTh COCTABIICHHSI BBITIMCKH MTOJITBEPKAACTCS MOAMUCIMH JOKHOCTHBIX JIUIL U
neyartsio. [IpeqnpusaTusM 1 opraHu3anysiM IpeI0CTaBICHO MPaBo B CIydae YTEPH BIIaebleM
MOJITMHHOTO JJOKYMEHTA BbIJIaBaTh €EMY COOTBETCTBYIOIINN dydauxam (c moMeTkoi "nyonukar"),
MUMEIOIINH OMHAKOBYIO FOPHINYECKYIO CHITY C ITOUIMHHUKOM.



4. IlpaBuia opopMiIeHUA yIIPABJIEHYECKUX
(opraHu3anMOHHO-PACTIOPSAAUTEIbHBIX) JOKYMEHTOB* 1

*1 Ucnons3zoBanr 'OCT P 6.30-97.

JIOKyMEHTBI COCTOSIT M3 OTIENBHBIX 3JIEMEHTOB, KOTOPBIE MPUHATO HA3bIBaTh PEKBU3UTAMH (OT
JATUHCKOTO reguisitum - TpeOyemoe, HeoOxoammoe). COBOKYNHOCTh DPEKBHU3UTOB JOKyMEHTa
oTpaxaet ero ¢popmy. CiaenoBaTeabHO, YTOOBI JOKYMEHT OTBEYA] CBOEMY HA3HAUCHHUIO, OH JI0JDKEH
OBITH COCTaBIICH B COOTBETCTBUU C (HOPMOH, MPHHATON Ui JAaHHOW KAaTerOpHH JOKYMEHTOB. OT
MIOJTHOTHI M KadecTBa O0(OPMIICHHUS JTOKYMEHTOB 3aBHCUT MX JOKaszaTelbHas (FOpuaMyecKas) Cuia,
TaK KaK OHM CITy)KaT CBHJCTEIbCTBOM, ITOATBEP)KICHUEM KOHKPETHBIX (DaKTOB, SIBICHUH, COOBITHH.

[TocranoBnenueM ['occtanapra Poccuu ot 31 uronst 1997 r. N 273 nipuHAT U BBE/ICH B J€HCTBUE
c 1 wmoma 1998 r. TOCT P 6-30.97 "YuudunupoBanHas cucTeMa OpraHH3aIMOHHO-
pactopsSIIUTEILHON ~ JOKYMEHTAIlMU'', HW3MEHEHHS K HEMy BHECEHBl  ITOCTaHOBJICHHEM
I'ocynapctBenHoro komurera P® no cranpaptuzaumuu u Merposioruu ot 21.01.2000 r. N 9-ct u
BBeneHbl B jAeiictBue ¢ 01.04.2000 r. Hacrtosimuii cTaHmapT ONpeAessieT COCTaB PEKBU3UTOB
OpraHU3alMOHHO-PACTIOPSAUTENBHBIX ~ JIOKYMEHTOB, TpaBwia MX  OQOpMIIEHHUS,  MECTO
pacIoJIOKEHUs Ha JOKyMEHTaX, TpeOOBaHMUS K HW3TOTOBICHHUIO OJaHKOB, TPEOOBaHUSA K YYETY
OmaHkOB C BocrpousBeneHueM [ocymapctBeHHOTO Tepba Poccuiickoit ®Deneparuu, repOoB
cyonekToB PO.

B HOBOM rocymapcTBeHHOM cTaHmapTe ompeaeneHo 29 pexBu3uToB (Obuto 31). Pacmonoxenue
WX TIOKa3aHOo Ha cxemax B npui. 2.1 - 2.2,

OdopmiieHre peKBU3UTOB I0OKYMEHTOB

01. NUzobpaxenue I'ocyoapcmeennozo 2epoa Poccuiickoii @edepayuu noMemamT Ha OJIaHKaX
JIOKYMEHTOB B cOOTBETCTBUU ¢ [Tonoxkenuem o ['ocymapctBenHom rep6e Poccutickoit denepanmm.

02. WzobOpaxkeHnue cepoa cyovekma Poccuiickou ®@edepayuu T1OMEIAIOT Ha OJIaHKaX
JIOKyMEHTOB B COOTBETCTBHHM C ITPaBOBBIMU akTaMu cyObekToB Poccuiickoit denepanuu.

03. Dmobnemy opzanuzayuu VI mMOEApHBII 3HAK (3HAK 00CAYHCUBAHUA) TIOMEUIAIOT HA
OnmaHKax OpraHH3aIiil B COOTBETCTBHM C YCTaBOM (IIOJIO)KEHHEM OO0 OpraHu3aiuu). IMOIeMy He
BOCIIPOM3BOAAT Ha OnaHKe, eciu Ha HeM mnomemieH [ocymapctBenHblii repd Poccuiickoit
denepanun uiu repd cyonrekra Poccuiickoit denepanuu.

04. Koo opzanuzayuu npoctaBisitoT 1mo OOmepoccuiickoMy KiacCUPUKATOPy MPEIIPHATHN U
opranuzanuii (OKIIO).

05. Koo ¢opmot o0okymenma tipoctaBisioT 1o OOIMIEPOCCHIICKOMY  KIACCH(PHUKATOPY
ynpasieHueckoit nokymentamun (OKY ).

06. Haumenosanue opzanuszauuu, HBHHmmeﬁCﬂ ABTOPOM AOKYMCHTA, JOJIDKHO COOTBCTCTBOBATH
HaNMMCHOBAHUIO, 3aKPCTIVICHHOMY B €€ YUPCAUTCIIbHBIX JOKYMCHTAX.

Hanx manmMeHnoBaHHEM OopraHu3ali YKa3bIBAOT COKPAIICHHOC, a IPpHU €T0 OTCYTCTBUU - IMOJIHOC
HanMMCHOBAHHUC BLICI.HGCTOSIH.IGFI OpraHu3aluu.

HaunmenoBanus opranusanuii cyobekToB Poccuiickoit denepariuu, UMEIOIMNUX HAPSAIY C PYCCKUM
SI3BIKOM B KQ4E€CTBE FOCYAapCTBEHHOTO HAIIMOHAIBHBIN S3BIK, MIEUATAIOT Ha JABYX SI3bIKAX - PYCCKOM
Y HAIIMOHAJIBHOM.



COKpaHIeHHOG HaMMCHOBAHWEC OpraHuU3alvii IMPUBOAAT B TCX ClIydasAX, KOrJla OHO 3aKpPCIIJICHO B
YUPCOAUTCIIbHBIX JOKYMCHTAX OpraHU3aluu. COKpaH_ICHHOG HanMCHOBAHUC (B CKO6KaX) IIoOMCIIarOT
HWXKE ITOJIHOTO.

HaunmenoBanue Ha HHOCTPAHHOM A3BIKE BOCIIPOU3BOJAT B TCX CIIyUasaX, KOrJa OHO 3aKpCIIJICHO B
yCTaBse (HOJ'IO)KCHI/II/I 00 OpFaHI/ISaHI/II/I). HanmenoBanmne Ha HHOCTPAHHOM A3BIKC pACIIOJararoT HHUXKE
HaNMMCHOBAHUA Ha PYCCKOM A3BIKC.

HaumeHnoBanne ¢wimana, TEPPUTOPHATBLHOTO OTICICHUS, TMPEACTABUTEIHCTBA, CTPYKTYPHOTO
MOApa3AeICHNs] OpraHU3allid YKa3bIBAIOT B TOM CJy4dae, €CIIM 3Ta CTPYKTypa SBIISETCA aBTOPOM
JIOKYMEHTA, U PacIioyiaratoT HM>)Ke HaMMEHOBAHUs OpraHU3allH.

ABTOpOM JOKYMCHTA MOKECT OBITH AOJDKHOCTHOC JIMIIO, TPCACTABIAIOIICC OpraHru3aluto.

07. Cnpagounvie 0annvie 00 opzanusayuu BKIIOYAIOT IOYTOBBIM ajgpec; HOMEpa TeIePOHOB U
JpyTue CBeJIeHHsI 10 YCMOTPEHHUIO OpraHu3aiiy (HoMepa (hakcoB, TEIEKCOB, CYETOB B OaHKe, ajipec
AJIEKTPOHHOM MOYTHI U Jp.).

08. Haumenosanue euoa OOKymenma, COCTaBICHHOTO WJIM U3JaHHOIO OpraHu3anuei,
permaMeHTHpyeTcs ycTaBoM (IOJIOKEHHEM 00 OpraHM3allii) U JIOJDKHO COOTBETCTBOBATH BUAAM
JIOKYMEHTOB, MPENYCMOTPEHHBIM YHubUIUpoBaHHOMI CHUCTEMOI OpraHU3alMOHHO-
pacniopsimutenbHbIXx 1okymMeHToB (YCOP/I) u OKVY/I (kmacc 02 00000). B nmucekMe HanMeHOBaHHE
BHJIA IOKYMEHTA HE YKa3bIBaIOT.

09. [amoii 0oKymenma sBIsiETCS JaTa €ro MOJNUCAHMS WM YTBEP)KIACHMS, U MPOTOKOJA -
JnaTa 3acenaHusi (MPUHSATHS peUIeHMs ), JJd akTa - JaTa coObiTus. Eciam aBTOopamMu JOKyMeHTa
SIBJISIFOTCS. HECKOJIBKO OpTaHM3allui, TO JaTOM JOKYMEHTa SBJsieTCs HauOoJiee TMO3JHAS Jara
MOJMUCAHUSI.

Jlatra nmoxymeHnta odopmisieTcss apaOCKuMu LudpaMud B TaKOH MOCIEAOBATEIHHOCTU: JEHBb
Mecsia, Mecsi, roa. JleHp Mmecsia u Mecs oQOopMIISIOTCS ABYMs Tapamu apaOckux mudp,
pasleIeHHBIMU TOYKOH, TOJ - YeThIpbMs apabckumu mudpamu. Hanpumep, naty 1 centsops 2000
r. cneayet opopmisith: 01.09.2000. lomyckaercst ciioBecHO-ITU(GPOBOH crtocod opopMIIeHHUS ATHI.
Hanpumep: 1 cents6ps 2000 r., a Takke opopmiieHHE JaThl B TaKOW TOCIEIOBATEIBHOCTH: TO/I,
Mecsll, 1eHb Mecsna. Hanpumep: 2000.09.01.

10. Pecucmpayuonnsiii nomep 0oKymenma. COCTOUT U3 €T0 MOPAJKOBOTO HOMEpA, KOTOPBIH
MOKHO JOIOJIHATH IO YCMOTPEHHUIO OpraHW3alud HWHAEKCOM [ela 110 HOMEHKJAType Jell,
uHpOpManueil 0 KOPPECTIOHAEHTE, UCIIOJHUTENSAX U Jp. PerucrpanmoHHBII HOMEp JOKYMEHTa,
COCTABJICHHOI'O COBMECTHO JIByMs WU 0ojiee OpraHM3alUsMH, COCTOMT U3 PErHCTPALMOHHBIX
HOMEpOB, MPUCBAUBAEMBIX KaXJOW U3 ATHX OpraHM3alil. DTH HOMEpa IPOCTABIISIIOTCS 4epe3
KOCYIO YepTy B IOPAAKE YKa3aHUS aBTOPOB B IOKYMEHTE.

11. Ccvinka na pecucmpayuonnstii Homep u oamy 0oKymenma. BKiiroyaeT perucTpaidoOHHbINA
HOMED U JIaTy JIOKYMEHTa, Ha KOTOPBIN JaeTCsl OTBET.

12. Mecmo cocmaenenua unu u3zoanus OOKymenma. YKa3bIBalOT B TOM CIIy4ae, €CIH
3aTPYJHEHO €ro ompenaeieHre no pekBusutam "HammenoBanue opranuzamuu’ u "CripaBouHbIe
JaHHble 00 opraHmzauuu”. MecTo COCTaBIEHMS WIM M3/1aHUS YKa3bIBalOT C YYETOM IPHUHITOIO
a/IMMHUCTPATUBHO-TEPPUTOPUATILHOTO JIENIEHUSl, W OHO BKIIOYAET TOJBKO OOIIECIPUHATHIC
COKpAIICHMS.

13. I'pu¢p ocpanuuenus oocmyna Kk 00Kymenmy (CEKpeTHO, KOHPUACHIHMATHLHO € Jp.)
MPOCTABJISIIOT 0Oe3 KaBbIUEK Ha MEPBOM JIUCTE JOKyMeHTa. Ero MOXHO JIOMOJHATH JaHHBIMH,
MPElyCMOTPEHHBIMU 3aKOHO/IATEIHCTBOM 00 MH(POPMAITUHU, OTHECEHHOU K TOCY/IapCTBEHHOW TaliHe
1 KoH(uIeHIMaTbHON HH(pOpMAaITUH.



14. B xauectBe adpecama MOTYyT OBITb OpraHM3allMM, UX CTPYKTYpHBIE NOJpa3/ieiIeHMUs,
JOJDKHOCTHBIE MM (¢u3ndeckue nuna. [Ipm aapecoBaHMM JOKyMEHTa JOJKHOCTHOMY WIIH
¢bu3nUecKoMy JTUIy WHUIMAIBI YKa3bIBaloTCs nepen hammimeil. HanMeHoBaHMe opraHu3aiium U ee
CTPYKTYPHOTO IMOJIPa3/IeIeHUs YKa3bIBAIOT B MMEHUTEIbHOM Najexe. Hanpumep:

Anvunnctpanus HoBocubupckoit obmactu
KoHTponbHO-TIpaBoBOE yIipaBieHue

JIOJKHOCTh 7ML, KOTOPOMY aJpeCOBaH JOKYMEHT, YKa3blBalOT B JaTEIbHOM MaJexKe.
Hanpumep:

Anmmvunuctpanus HoBocubupckoit obmactu
KoHTponbHO-nIpaBoBOE ynpaBileHNE
['maBHOMY cnienanucty

A.C.CunopoBy

unu
[Ipesunenty AO3T "Cubmurmam"
N.N.1BanOBY

Ecnm noxkyMeHT OTHpaBiSIIOT B HECKOJIBKO OJHOPOJHBIX OpTaHM3allui WM B HECKOJIBKO
CTPYKTYPHBIX TMOAPA3JEICHU OJHOW OpraHu3allud, TO HUX CIEAyeT YKas3blBaTb OOOOIIECHO.
Hanpumep:

AJMUHHCTpaALK pailOHOB, TOPOJIOB
HoBocubupckoii obmactu

B cocraB pexBusuTa "aapecar" mnpu HEOOXOJUMOCTH MOXKET BKIIIOYAThCS MOYTOBBIM ajpec.
DneMeHTHI a/ipeca YKa3blBalOT B MOCIIEI0BATEIbHOCTH, YCTaHOBIEHHOM [10uTOBBIMU TpaBUIaMHU.

JIOKyMEHT He JIOJDKEH cojepkarh Oojee derbipex ampecaroB. CioBo "Kommus" mepem BTOpPBIM,
TPETbUM, YETBEPTHIM aJpecaTaMu HE YyKa3bIBaloT. KakIblil SK3eMIUIsip TaKOro IOKyMEHTa
00s3aTenpHO noAnuceiBatoT. [Ipy GoJbIIeM KOIMYECTBE apecaToB COCTABIISIOT CIIUCOK PACCHUIKU
JIOKYMEHTA, ¥ Ha KaKJOM JK3eMILTSIpEe TOKYMEHTa YKa3bIBAETCS TOIBKO OIMH aapec.

Ecnu nucemo aapecyercsi opraHu3aiuy, YKa3plBaloT €e HAaMMEHOBaHUeE, 3aTeM MOYTOBBIN ajpec.
Hanpumep:

Penakuus xypnana "Hosbrit mup"
Manebriit [lyTuHKOBCKHMIA TIepeynok, 1. 1/2
Hentp, Mocksa, 103006

JlomyckaeTcsi HEHTPUPOBATh Ka)XAYI0 CTPOKY PEKBU3HTA ajpecaTa IO OTHOUIEHUIO K CaMOM
JUIMHHOU CcTpoke. Hanpumep:

Hupekropy 3A0
"Kpucramt"
I'.B.CunopoBy

ITpu anpecoBaHMM JOKyMEHTa (PU3NUECKOMY JIMIY YKa3bIBAIOT MHULMAIBI U (HaMUIIUIO, a 3aTeM
MOYTOBBIN aapec nonyvarens. Hanpumep:

A.H.I'ynaeBy
yi. Mupa, a. 11, kB. 12
r. HoBocubupck, 630102



15. I'pugh ymeepirncoenun oOoxkymenma. JIOKyMEHT YTBEPKIAETCA JIOKHOCTHBIM JIUIIOM
(MTODKHOCTHBIMHU  JIMIIAMHM) WJIM  CHEIHMAIBHO HW3/1aBacMbIM JOKyMeHTOM. [lpu yTBepkaeHuu
JIOKyMEHTa JOJDKHOCTHBIM JIMIIOM TpU() YTBEPXKICHUS TOKYMEHTa JOJDKEH COCTOSITh M3 CJIOBa
YTBEPXJIAIO (6e3 kaBbIUeK), HAMMEHOBAHHUS JOKHOCTH JIMIIA, YTBEPKIAOMIETO JOKYMEHT, €ro
MOJIMTMCH, MHUIIAAJIOB, (DaMUIUK U JaThl YTBEepKIeHus1. Hanpumep:

YTBEPXIAIO

3aM.IJ1aBbl aIMUHUACTPALIUN
IMonmuce A.A.MBanoBa
12.02.2000

HpI/I YTBCPXKACHUN JOKYMCHTA HCCKOJBKUMHU  JOJDKHOCTHBIMU  JIMHAMH WX TOANHCHU
pacojiararoTcsa Ha OAHOM YPOBHC.

[Ipu yTBepkA€HUM IOKYMEHTa IOCTAaHOBIECHHEM, DPEIICHHUEM, IMPHUKA30M, MPOTOKOJIIOM TpH]
yTBepxkaeHust coctout u3z cinoBa YTBEPXKJ/IEH (yrBepxkaeHo, yTBepxieHa, yTBepxkaeHbI) (0e3
KaBBIYEK), HAMMEHOBAHUS YTBEPXKAAIOIIETO0 JOKYMEHTa B TBOPUTEIBHOM TMajeXke, €ro AaThl U
HoMepa. Hanpumep:

YTBEPXIEHO

[IpoTokosiom obmiero coOpanus
aKIIMOHEPOB
15.03.2000 N 12
WITH
YTBEPXIEHBI

[Tpuxazom IIpeacenarens
[TpaBneHus 6aHka
30.09.2000 N 82

17001
YTBEPX/EH

IlocTaHoBieHNEM
aIMUHUCTPAIIMH 00IaCTH
12.03.2000 N 375

I'pud yTBEepKIeHHS IOKYMEHTa pacroiaraioT B MPaBOM BEPXHEM YLy TEPBOW CTPaHHIIBI
JIOKyMEHTA.

16. Pezonoyua. B pe3ononuu JarTCs YKa3aHUS 10 UCIIOIHEHUIO PELICHUs NMOCTAHOBIICHUS U
T.1., 3a()UKCHPOBAHHOTO B JOKYMEHTE. Pe3oirorusi muiiercs Ha JOKYMEHTE COOTBETCTBYIOIIHM
JOJKHOCTHBIM JIMIIOM M BKIIOYaeT (GaMWIMKM HCIONHUTENCH, coiepaHHe MOpYy4YeHHs, CPOK
WCIIOJIHEHM S, TIOJIINCH U 1aTy. Hanpumep:

A.B.3aiinieBoit
I1.C.Hukutuny

[Tpomry moAroTOBUTH MPOEKT
TEHEPaAIIbHOTO COTJIALICHUS
¢ pupmoit "XUTIK" k 21.02.2000

IToamuce
05.02.2000



[Tpu HaMM4MK B PE30TIONMN HECKOIBKHUX (DaMIIIUI YKa3bIBA€TCS OTBETCTBEHHBIN UCTIOIHUTEID, &
€CJIN TaKUX yKa3aHUU HET, UCIIOJHUTEIEM SIBIIETCS JIMIIO, HA3BAHHOE B PE30JIIOLMU nepBbiM. Ha
JOKYMEHTaxX, He TpeOYIOIMX OMOJHUTEIbHBIX YKa3aHWW 10 WCIOJHEHUIO, B PE30JIOIHU
YKa3bIBAa€TCsl HCIOJIHUTENb, CTAaBATCS MOANUCh aBTOpa, pe3oMonuu M jgara. Jlomyckaercs
oopmMieHrEe pe30IIIoNU Ha OTJEIEHOM JIMCTE.

17. 3azonosok k mexcmy. KpaTkoe U310KEHHE COACPKAHUS JOKYMEHTA YKa3bIBAIOT B 3ar0JIOBKE
K TekcTy. OH JTOMKEH ObITh MaKCHUMAJIBHO KPaTKHM M €MKHM, TOYHO TIepe/aBaTh CMBICT TEKCTa.
3aroJoBOK JIOJDKEH TPaMMAaTHYECKH COTJIaCOBBIBATHCS C Ha3BaHUEM JOKyMeHTa. Hanpumep:
npuka3 (o yem?) "OO wmrorax paborel 3a mepBoe moayroame 2000 roma"; mpoTokos (dero?)
"3acenaHus e1aroru4eckoro copera'.

JomyckaeTcs He JaBaTh 3aroJIOBOK K TEKCTY Ha JIOKyMeHTax ¢opmaTa AS.

18. Ommemxa o kommpone. CpoK WCIIOIHEHUS JIOKYMEHTOB YKAa3bIBA€TCSd B PE30JIIOLMU
pykoBojuTens. Ecinu oH He yka3aH, CpOK KOHTPOJIBHOTO JTOKYMEHTa ONpeAesseTcs B OJUH Mecsll
WM KaK yKa3aHo B JIOKyMEHTe. DTy OTMETKY 00o3HavatoT mrammnoM "Kontpons" nnm 6yksoii "K".

19. Texem. TexcTbl JOKYMEHTOB IUILYT Ha PYCCKOM SI3bIKE IIPU HAIIPABJIEHUU UX

- B (enmepambHbie OpraHbl TOCYIAPCTBEHHOW BIACTH, OPTraHbl TOCYJAapPCTBEHHON BIACTH
cyowsekToB Poccuiickoit denepanuu;

- Ha MPeINpUATHs, B OPraHU3alMM U UX OOBEJAMHEHMs, HE HaXOAsIIMecs B BEJACHUHM JaHHOTO
cyobekra Poccuiickoit dexepanuy WM pacloyiOKEHHBIE HA TEPPUTOPHU JPYTUX CYOBEKTOB
Poccuiickoit deneparum.

TeKCThI TOKYMEHTOB MOTYT O(OPMIISITHCS B BUJI€ aHKETHI, TAOJIMIIbI, CBSI3HOTO TEKCTA WM B BUJIC
UX KOMOUHAIMH.

[Ipu cocTaBieHNN TEKCTa B BUJI€ aHKETH HANMEHOBAHUS IPU3HAKOB XapaKTEpU3yeMOro o0beKTa
JIOJDKHBI  OBITh  BBIPAKEHBI HMMEHEM CYIICCTBHUTEIBHBIM B HMEHUTEIBHOM TANSKe HWIH
CJIOBOCOYETAHHEM C TJIaroJIoM BTOPOTO JIMIIA MHOXKECTBEHHOTO YKCJIa HACTOSIIEro WU
npomeamero BpemeHu  ("umeere", "Bmageere", wm "Oputn", "Haxoawnauch"' W T.J.).
XapaKTepUCTUKH, BBIPAKEHHBIE CJIIOBECHO, JOJKHBI COIJIACOBBIBATHCS C HAMMEHOBAHUSIMHU
MPU3HAKOB.

I'padbl 1 CTPOKM TaOIUIBI TOKHBI UIMETh 3ar0JI0BKH, BBIPA)KEHHbIE HMEHEM CYILECTBUTEIbHBIM
B UMEHUTENbHOM maaexe. Ilom3aronmoBku Tpad H CTPOK JOJDKHBI OBITH COTJIACOBAHBI C
3arosnioBkaMu. Ecnu Tabnuia nevataercs 6osee yeM Ha OAHOM cTpaHuLE, Tpadbl TaOIMLIBI TOJIKHBI
OBITH TPOHYMEPOBAHBI, M Ha CIEIYIOIIUX CTPAHHUIIAX II€YaTalOTCs TOJIBKO HOMEpa ATUX rpad.

CBsI3HBIN TEKCT, KaK MPaBUJIO, COCTOUT U3 JIBYX 4yacTed. B mepBoil yacTu yka3bIBalOT IPUYHUHBI,
OCHOBAHMS, LIEJIN COCTABJICHUS JOKYMEHTa, BO BTOpPOW (3aKIIOUUTENILHOW) - peIleHHs], BBIBOJIBI,
IIPOCHOBI, IPEIOKEHMSI, pEKOMEHAALUHU. TEKCT MOXKET COAEpkKaTh TOIBKO 3aKIOYUTEIbHYIO YacTh
(HampuMep MNpPUKa3bl - PACHOPSAUTENIBHYIO 4YacTh 0€3 KOHCTAaTHUPYIOILEH; MHUcbMa, 3asBICHUS -
npoch0y 0e3 MOsSCHEHHUST; CIIPABKH, JOKJIaHBIE 3aIIUCKH - OIEHKY (DaKTOB, BEIBOJIBI).

B Tekcte JOKYMCHTA, NOATOTOBJICHHOTO Ha OCHOBAHWH OOKYMCHTOB APYIUX OpFaHI/I3aHI/II>'I Ui
paHeS HU3JaHHbIX JOKYMCHTOB, YKA3bIBAKOT HWX PCKBU3UTHI: HAMMCHOBAHHWC JOKYMCHTA,
HAaNMMCHOBAHUC OpraHHU3allii, aBTOpa JOKYMCHTA, JaTy JOKYMCHTA, €TI0 pGFI/ICTpaIII/IOHHBIﬁ HOMCED,
3aroJIOBOK K TCKCTY.

Ecnu TekcT coaepKHUT HECKOJIBKO pelleHHH, BBIBOJOB U T.JA., TO €ro clieayeT pa3OuBaTh Ha
pas3zenbl, MoApa3/ebl, ITyHKThI, KOTOPbIE HYMEPYIOT apaOCKUMU LIUPPAMH.



B pacmopsimuTenbHBIX  JJOKyMeHTax (TpHWKa3axX, pAcloOpsOKEHUSX W T.J.) OpraHHU3aIuii,
JICHCTBYIOIINX HA MPHUHITUIAX SIWHOHAYAIMS, a TAaKXKe IOKYMEHTaX, aJ[peCOBAHHBIX PYKOBOJICTBY
OpraHM3aliy, W3JI0O)KEHWE TEeKCTa JOJHKHO WJATH OT TIePBOrO JIMIA EJIWHCTBEHHOTO 4YHUCIA
("mpukassiBaro", "mpemrarar”, "mpomry").

B pacniopsauTenbHBIX TOKYMEHTaX KOJUIETHAIbHBIX OPTaHOB TEKCT M3JIAraloT OT TPETHETo JIUIa
eAUHCTBEHHOTO yKcia ("mocranoBiusier”, "pemmn").

B coBMecTHBIX pacHOpsSOUTENBHBIX JIOKYMEHTaX TEKCT H3JIaraloT OT TIEpBOro JHIa
MHOECTBEHHOTO ymcia ("mpukaspiBar', "pemman').

Texkct mpoTOKONMA W3JMAralOT OT TPEThEro JHIAa MHOXKeCTBeHHOTro uucna ("ciymramn”,
"BoIcTynIM", "MocTaHoBUIN").

B nokyMmeHTax, ycTaHaBIMBAIONIMX TNpaBa W OOS3aHHOCTU OpraHU3alliid, MX CTPYKTYPHBIX
nojapasieNeHnid (ToJI0KeHUE, MHCTPYKITUS), a TAK)Ke COACPKAIUX OMUCAaHWE, OIICHKY (PaKTOB WIH
BBIBOJIBI (aKT, CIIPABKa), UCTIONB3YIOT (DOPMY H3JIOKEHHS TEKCTa OT TPETHETO JIUIA €AMHCTBEHHOTO
WM MHOKECTBEHHOTro uncia ("oTaen ocymiecTBiaseT GyHKIuu", "B cocTaB 00bEIUHEHUS BXOAT",
"KoMuccus yctaHoBuia'").

B nuceMax uCmosib3yroT ciaeayrompe GopMbl U3TT0KEHUS:

- OT IMEepBOro JHIla MHOXXECTBEHHOro uucina ("mpocuM HampaBuTh', 'HampaBisieM Ha
paccMoTpenue");

- OT TPEThEro JIMIa €IWHCTBeHHOro umcia ("mMuHHUCTEpCTBO He Bospaxaet", "BHUNIAJ
CYMTAET BO3MOXKHBIM").

20. Ommemxka o nanuyuu npunoxcenusn. Eciu TOKyMEHT MMEET NPUIIOKEHUS, Ha3BaHHBIE B
TEKCTe, OTMETKA O HUX JIeaeTcs B clieayronieid popme:

[Tpunoxenue: Ha 10 1. B 3 3K3.

Ecnu mpunokeHus B TeKCTe HE Ha3BaHbI, HEOOXOAMMO MEPEUUCIUTh UX Ha3BaHUS, KOJIUYECTBO
JIMCTOB U 3K3EMIUISIPOB Kaxkaoro. Hanpumep:

ITpunoxxenusi: 1. lltaTHOE pacniucanue Ha 4 J1. B 3 3K3.

2. Cmera pacxooB Ha 3 1. B 3 9K3.

Ha npunoxxennu Kk pacrnopsiAUTEIbBHOMY JTOKYMEHTY B MPaBOM BEPXHEM YTy CIEIYET CIenaTh
OTMETKY C YKa3aHHEeM Ha3BaHUS paclopsAIUTENIbHOTO JOKYMEHTa, ero AaThl 1 Homepa. Hanpumep:

[Tpunoxenue

K ITIOCTAaHOBJICHUIO
aJIMMHUCTpPALIMKA 00JIaCTH
ot 10.01.2000 N 30

21. IHoonuce. B cocTtaB »3TOro pEKBU3UTAa BXOIAT HAUMEHOBAHHWE JOJDKHOCTH JIWIIA,
MOIMTMCHIBAIOIIECTO JIOKYMEHT (TIOJTHOE, €CJIH IOKYyMEHT OGOpMJICH HEe Ha OJIaHKe, U COKpAICHHOE
Ha JOKyMeHTe, 0o(hopMIICHHOM Ha OJaHKe), JIMYHAs MOANUCH U e pacmudpoBka. Hanpumep:

JHupexktop [IpoeKTHO-KOHCTPYKTOPCKOTO
Y TEXHOJIOTUYECKOTO0 MHCTUTYTA
ABTOMATU3UPOBAHHBIX CUCTEM YIPABIICHUS [Tonnuce A.A.Ceprees
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JIMpeKTOp NHCTUTYTA [Toanuce A.A.Ceprees

[Tpu moanucaHuy JOKYMEHTa HECKOJIBKUMU JIOJKHOCTHBIMM JIMLIAMH UX MOJIHMCH PacHojararoT
OJHY IIOA JpYro B MOCIEAOBATEIBHOCTH, COOTBETCTBYIOIIEH 3aHUMAaeMON JOJKHOCTH.
Hanpumep:

Jupektop 3aBojaa TToamuce B.B.Boakos
I'maBHBI OyxTanTtep IMonmuce B.M.CemeHoBa

[Ipy mnoamucaHuu JOKyMEHTa HECKOJIbKUMH JIMLAMU PAaBHBIX JOJDKHOCTEH HMX TOJIUCH
pacrosararoTcs Ha OJJHOM ypoBHe. Hanpumep:

3amecTtuTenb MUHUCTpA TpaHcniopta PO 3amecturens MmuHuctpa cBsizu PO
[Toamuces A.A.Iletpos IToamucey A.B.CmupHOB

B JAOKYMCHTAaX, COCTAaBJICHHBIX KOMHCCHeﬁ, YKa3bIBalOT HE AOJIKHOCTHU JIMII, ITOAIIHMCBIBAOIINX
JOKYMCHT, a UX 00513aHHOCTH B COCTaBE KOMHCCUU B COOTBETCTBHH C pacnupeaAcICHUCM. Hanpwwep:

IIpencenarens komuccun  Iloanuce H.B.Kynukos

YjieHbI KOMUCCUU: IMoamuce K.M.AprembeBa
IToamuce C.I1.MartBeeB
IMoamuce B.A.®unaros

JIOKyMEHT MOKeT OBITh MOAMHCAH WCIOJIHSAIOMMUM OO0S3aHHOCTH JOJDKHOCTHOTO JIMIA C
yKa3zaHueM ero pakTU4ecKoi MoMKHOCTH U (hamuiuu. [Ipu 3TOM He OmycKaeTcsi CTaBUTh MPeAsior
"3a", HagmUCh OT pyKH "3aM" WM KOCYIO YepTy Mepe]l HAMMEHOBAHUEM JIOJDKHOCTH.

22. I'pugp coznacosanua. Cocroutr uz cinoBa COI'JTACOBAHO, nammeHOBaHUS JOJDKHOCTH
JIMIIA, C KOTOPBIM COTJIACOBBIBAE€TCS JAOKYMEHT (BKJIIOYash HAMMEHOBAHUE OPraHU3allvu), JTUYHOU
MOJIIUCH, €€ paciiu(pOBKYU U 1aThl. Hanpumep:

COI''TACOBAHO

HavansHuk Ynpasnenuns
HAyYaJIbHOT0 NMPO(HEeCCHOHATBEHOIO
oOpa3oBaHust MUHHCTEPCTBA
obpazoBanusi PO

E.A.bytko

Toonuce
12.03.2000

Ecnu cornacoBaHne MPOU3BOAUTCS KOJUICTHATIBHBIM OPraHOM HITH MOCPEACTBOM MUCHMa, rpud
COTJIacOBaHUS O(hOPMIISIOT CIIEIYIOUINM 00pa3oM:

COI''TACOBAHO

[Iporokon 3aceganus
MEIarOTUYECKOTO COBETA
ot 10.02.2000 N 5
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COI''TACOBAHO

[Tucemo I'maBapxusa PO
ot 10.02.2000 N 01-4/270

I'pudsel cornacoBanus pacrosiaraloT HUXKE PEKBU3UTA "MOAMKMCH" WM HA OTICIBHOM JIHCTE
COIIaCOBaHUS.

IIpumeuanue. B pexBusurax "moanucs", "rpud yreepxkaenus" u "rpud cormacoBaHus" TOJKHBI
yKa3bIBaThCs (hakTUUYeCcKas JOJHKHOCTh JIMIA, YTBEPAMBILErO MU COIJIACOBABLIETO JTOKYMEHT, €ro
uHumanel, (amunus. He pomyckaercss craButh mpemior "3a" WM KOCYI0 4YepTy Mepen
HAaUMEHOBAHUEM JIOJIKHOCTH.

23. CornacoBaHnue JTOKyMEHTa O(QOPMIISIOT 6301, BKIIOUYAOIICH TOANMUCHh U JOJDKHOCTH JIUIIA,
BU3HPYIOLIETO JOKYMEHT, PaclIM(ppOBKY MOANUCH (MHUIMAIBI, (AMHIUIO) M ATy MOJIHCAHUS.
Hanpumep:

HauganpHuk o0miero oraeia
Jluunas noonuce E.O.MarBeenko
19.09.2000

[Tpu HaMM4MK 3aMeYaHUi K TOKYMEHTY B3y OQOPMIISIOT CIEAYIOIINM 00pa3oMm:

3ameuyaHus IpuIaraTcs

HavanpHuK 1opuIn4ecKkoro oTaesna
JInynas noxanuce A.N.Bamyk
19.09.2000

3aMeuaHus U31araloTcs Ha OTACIIBHOM JIMCTC, MMOAINMUCBIBAIOTCA U MPUJIAratoTCAa K JOKYMCHTY.

I[J'[i[ JOKYMCHTA, MOMJIMHHHUK KOTOPOI'O OTIIPABJIACTCA W3 OpraHu3alliv, BU3LI IIPOCTABIAIOTCA B
HIDKHEH JacTu HHHCBOﬁ CTOPOHBI KOIIMHU OTIIPABJIACMOI'0 JOKYMCHTA.

Jlnis 1OKyMeHTa, MOJJIMHHUK KOTOPOrO OCTaeTcs B OpPraHM3allud, BHU3bl IMPOCTABISIOTCS B
HIDKHEH yacT 000pOTHOW CTOPOHBI TIOCIIETHETO JIMCTA TTOJTMHHAKA JJOKYMEHTA.

Bo3moxxHO odopMiIeHHE BU3 JOKYMEHTA Ha OTIEJIBHOM JIMCTE coryiacoBaHus. Jlomyckaercs: 1o
YCMOTPEHHIO OpraHu3aluy NOMECTHOE BU3UPOBAHUE TOKYMEHTA U €0 MPHIIOKEHHS.

24. Ileyath. Ha nOKyMeHTax, yIOCTOBEPSIONIMX IpaBa JOJDK-HOCTHBIX JIHIL, (UKCHUPYIOLIUX
(dakT pacxoIOBaHUS JCHEKHBIX CPEICTB M MATCPUAIBHBIX IIEHHOCTEH, a TaKXKe CIICIUATBHO
MPEyCMOTPEHHBIX MPaBOBBIMU aKTaMU, MOAMKCH OTBETCTBEHHOIO JIMIIA JOJKHA OBITH 3aBepeHa
nevareio (repOoBoid, Kpyrioi). OTTUCK MeYaTH CIICAYeT MPOCTaBISATh TAKUM 00pa3oM, 4TOOBI OH
3axBaThIBAJl YaCTh HAMMEHOBAHUS JTOJKHOCTH JIMIIA, TIOJMUCABIIET0 JOKYMEHT. Hanpumep:

Hauanbauk ynpasienus Ileuamyo Iloonuce I".B.Cunopos



. MemKa 0 3a6 OKymenma. U 3aBEpPEHUU KOIHUH ]I HTa HUXK
25. Ommemk 3aeepeHuu konuu O0oxymenma. llpu 3aBepe KO OKyMEHTa e
pekBuzuta "[loanmuce" MOPOCTABISAIOT 3aBEPUTEIbHYIO Haamuch "BepHO", HanMeHOBaHHE
JIOJI’KHOCTH JIUIIA, 3aBEPHUBIIIETO KOIHIO, €r0 JIMYHYIO MOMKCH, €€ PaCcIIU(PPOBKY U JIaTy 3aBEPCHUS.
Hanpumep:

Bepno:
Nuxenep otnena kaapos Iloonucw A.C.CmupHOB

10.02.2000

IIpn nepecpulke KONMM JOKYMEHTOB B JpPYTHME€ OpraHU3allMM WM BbIJA4Ye €€ Ha PYKH
3aBEPUTEIILHYIO IIOAIUCH YIOCTOBEPSIOT [1€YAThIO.

26. @amunua ucnoanumensa (cocmasumesnisi) u Homep €20 mejeghpona pacroiararoTcs Ha
JULEBOM CTOPOHE WM, NP OTCYTCTBUM MECTa, Ha OOOPOTHOM CTOPOHE IOCIEAHErO JIUCTa
JIOKYMEHTA B JIEBOM HW)XHEM yriy. Hanpumep:

AKceHOB
22-50-32
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AxcenoB IOpuit Muxaiinosuu
22-50-32

27. OTmMeTKa 00 HMCHOJHEHUM JOKYMEHTAa W HANPABJIEHHMH €ro B JeJI0 JOJDKHAa BKJIKOYATh
CJIeIyIOIIUe JaHHbIEC:

- KpaTKHUC CBCACHUA 00 UCITOJIHECHUH WJIk, MPU HAJIMYUHU COOTBCTCTBYIOIICTO JOKYMCHTA, CCHUIKY
Ha €ro JaTty u HOMEp,

- cioa "B memo";
- HOMeEp JieJia, B KOTOPOM OyIeT XpaHUThCS JOKYMEHT.

OtMeTKa 00 UCIOJHEHUU JOKYMCHTA W HaIllpaBJICHUH €ro B ACJI0 JOJIDKHA OBITE noamnucaHa u
JaTUpoOBaHa HCIOJHUTCICM HJOKYMCHTA HIIM PYKOBOIUTCICM CTPYKTYPHOI'O HOApPAa3ACIICHHA, B
KOTOPOM HCIIOJIHECH JOKYMCHT.

28. Ommemka o nocmynieHuu OOKyMeHma PaclojaracTcs B HWKHEH 4acTH IMEpPBOrO JIMCTa
JIOKYMEHTA U BKJIIOYAET COKPAIIEHHOE HAUMEHOBAHME OpPTraHU3aliy - OJydaTess JOKyMEeHTa, 1aTy
MOCTYIICHUS TOKYMEHTA, €r0 WHICKC.

29. Hoemmugpukamopom INeKMpPOHHOU KOnuu OOKYMEHmMA  A6NAEMCA  OMMEmKa
(Kononmumyn), TNpoCTaBisieMas B JICBOM HIDKHEM YLy KaXKJIOM CTpaHUIBl JOKyMEHTa W
coJieprKaliasi HauMeHoBaHue (aiiyia Ha MalIMHHOM HOCHUTEJNE, AaTy U Jpyrue MOMCKOBBIE JaHHBIE,
yCTaHaBIMBAaEMbIC B OpraHU3aI1H.

TpeﬁoBaHnﬂ K JOKYMCHTaM, U3roTaBJAUBA€MbIM C IIOMOIIBIO MEYATHBIX yCTpOf/'ICTB

Tekct nokymMeHTOB Ha OnaHkax ¢opmata A4 medataercs dYepe3 IOJITOpa MEXCTPOUYHBIX
MHTEpBaJla, Ha OiaHKax gopmara AS - yepe3 OJUH MEKCTPOUHBIN HHTEpBal. TeKCThl JOKYMEHTOB,
MOJTrOTaBIMBAEMBIX K THIIOTPa(QCKOMY M3JaHMIO, JOMYCKAETCs MevyaraTh yepe3 JABa MEKCTPOUHBIX
UHTEpBaJa.



PexBu3uTH (KpoMe€ TEKCTa), COCTOAIIME W3 HECKOJBKUX CTPOK, IE€YaTaloTCsd Yepe3 OANH
MEXCTpPOUHBbI wHTepBa. OcTanbHbIE YacTH pPEKBU3MTOB "aapecar”, "rpud yTBepxkacHUS",
"OTMETKa O HAIWYWH MPWIoKeHus", "rpud corimacoBaHus" OTAENSIOT APYr OT JApyra IMOJIyTOpa-
JIBYMsI MEKCTPOUYHBIMU UHTEpBanamMu. Hanpumep:

COI'JITACOBAHO
[1.5]

PykoBoauTens opranu3anuu
[1-2]
JL.N.IletpoBa
PexBU3UTBI TOKyMEHTA OTIEIAIOT APYT OT Apyra ABYMs-TPEMsI MEKCTPOYHBIMUA HHTEPBAJIaMU.

Hazsanme BHJa JOKYMCHTA NI€YATAr0T IMPOIMMMCHBIMU 6yKBaMI/I.

PacimmdpoBky moanmucu B peKBH3UTE '"TOMMUCH" IMEYATAIOT HAa YPOBHE IOCIETHEH CTPOKHU
HAaUMEHOBAHHUS TOJKHOCTHU 6€3 mpobera MeXy HHUIHAIaMU U haMUITHEeH.

MakcuManbHas AJMHAa CTPOKM MHOTOCTPOYHBIX PEKBU3UTOB - 28 3HakoB. Eciu 3aroigoBok k
TeKCTy npesbimaeT 150 3HakoB (MSATh CTPOK), €ro JOMYCKAEeTCsl MPOJJIEBATh O TPAHUIBI MPABOTO
nojsi. Touky B KOHIIE 3arojIOBKa HE CTaBAT.

ITpu neyaTaHnu JOKyMEHTOB UCIOJIb3YIOTCS BOCEMb CTaHAAPTHBIX MOJOXKEHUN Ta0yasTOpa:

0 - OT rpaHMIIBI JICBOTO IOJS JJIs MeYaTaHus PEKBU3UTOB '"3arojoBOK K TekcTy", "Tekct" (0e3
a03ameB), "OTMETKM O HAJMYUHM NPWIOKeHHUs", "(daMuiIns UCIOTHUTENS U HOMep ero tenedona",
"oTMeTKa 00 MCIOJHEHUM JOKyMEHTa M HaIlPaBJICHUM €ro B JIeJI0", HAMMEHOBAHUS JIOJDKHOCTH B
pexBu3uTax "moamuce" u "rpud cormacoBanus", 3aBepUTENbHON Haamucu "BepHO'", a Takxke cIoB
"CJIYIIAJIA", "BBICTYIIMJIN", "PEIIMJIN", "IIOCTAHO-BUJIN", "ITPUKA3BIBAIO",
"TIPEJJJIAT AXO";

1 - mocrne mATH TIeYaTHBIX 3HAKOB JUTSI Havasia ab3aleB B TEKCTE;

2 - mociie 16 meyaTHbIX 3HAKOB ISl COCTaBJICHUS TaOJIUI] B TpadapeTHBIX TEKCTOB;

3 - mocne 24 nedaTHBIX 3HAKOB JJISl COCTABICHHS TaOIUIl U TpadapeTHBIX TEKCTOB;

4 - mocne 32 nevaTHBIX 3HAKOB JIJIsl peKBU3UTA "ajipecat";

5 - mocne 40 meyaTHBIX 3HAKOB Ui PEeKBM3UTOB "Tpud yTBepkaeHus" W "Tpud orpaHudYeHUs
JIoCTyna K TI0OKyMEHTY";

6 - mocJie 48 rmeyaTHBIX 3HAKOB IS paciu(@POBKH MOIUCH B PEKBU3UTE "TIOJIHCH";

7 - mocne 56 meyaTHBIX 3HAKOB JUISI COCTABJIEHUs TaONUI] U TpadapeTHBIX TEKCTOB, a TAKXKE IS
npoctasienus kojoB no OKIIO u OKVY /1.

[Tpyr HaTMYUM HECKOJBKUX TPU(OB YTBEPKACHUS U COTJACOBAHHS MX PACHOJararoT Ha OJHOM
YPOBHE BEPTUKAJIBHBIMH psilaMu, HauuHas ¢ 0-ro Win 5-ro mooKeHus Tadymsaropa.

Ecnu B TekcTe JOKyMeHTa MMEIOTCS MPUMEYaHUsl WU BbIAENIEHHAs B CAMOCTOATEIbHBIN a03all
CChUIKA Ha JIOKYMEHT, MOCIYKHMBIIMH OCHOBAaHMEM K €ro uslaHuio, ciioBa "llpumedanue" u

"OcHoBanue" nmeyaTaroT OT 0-To MOJOKEHUS Ta0yATOpa, @ OTHOCSIIIHICS K HUM

TCKCT - 4CpEC3 OANH MC)KCTpO‘IHHﬁ HHTCPBAJ.



[Tpu opopmiteHHN TOKYMEHTOB Ha JBYX M 0OJiee CTPAHUIIAX BTOPAS U MOCICTYIOIINE CTPAHUIIBI
JIOJKHBI OBITH IPOHYMepoBaHbl. HoMepa cTpaHuIl MPOCTABIISIIOT MTOCEPEANHE BEPXHETO MOJIS JINCTa
apabckumu mdpamu 6e3 ciosa "crpanuna” ("ctp.") ¥ 3HAKOB MPETTMHAHUA.

Kax b1l THCT TOKyMEHTa JOJKEH UMETh MOJI HE MEHEE:
20 MM - neBoe, HikHee; 10 MM - mpaBoe; 15 MM - BepxHee.
TpeGoBanus k 0J1aHKaM
CocraB peKBU3UTOB U MOPSIOK UX pacnoioxkenus Ha 6nanke yctaHoBiaeHsl ['OCT P 6.30-97.

Obwuii  Onank B 3aBUCHMOCTH  OT JOKYMEHTOB OpPraHM3allid BKJIIOYAeT PEKBUBUTHI:
I'ocynapctBennsrii repo PD, repd cyonsekra PD, sMOnemMy opraHu3anuy Wik TOBapHBIN 3HAK (3HAK
00CITy)KMBaHUs1), HAMMEHOBAHUE OPTraHU3aIiH.

FBnanx nucvma BKitoyaeT pekBU3UTHL: ['ocynapcTBeHHbIl repd PD, repb cydonekta PO, smOemy
OpraHu3allii WIN TOBapHBIA 3HAK, KOJ OpraHM3alliy, HAUMEHOBaHHWE OPraHM3allii, CIPaBOYHBIE
JaHHble 00 opraHu3auuu. I[Ipm HEOOXOAMMOCTH MPOCTABISIOTCS OIPaHUYMTEIbHBIE OTMETKH JIS
30H pacIloJIOKEHUs TAKUX PEKBU3UTOB, KaK JIaTa JOKYMEHTA, PErUCTPAllMOHHBIH HOMEP JOKYMEHTA,
CCBUIKA HA PETUCTPALMOHHBIN HOMED U 1aTy JOKYMEHTa, a[pecaT, 3ar0JI0BOK K TEKCTY.

Bnanx  xonxpemnozo 6uoa Ooxymenma BKIIOYAET CIEAYIOIINE O00s3aTeNbHBIE PEKBU3UTHI:
I'ocynapctBennsrii repd P®D, rep6 cyonrekra PD, amOeMy opraHu3anuy Wi TOBapHBIN 3HAK, KO
OpraHu3aIi, MECTO COCTaBJICHUS MWW U3AaHUS TOKyMeHTa. MOXKHO c/ieflaTh OTMETKH JIsl TPaHHUIl
JIOKYMEHTa, MPOCTABJIEHWE €ro PEeTUCTPAIMOHHOTO HOMEpa, YKa3aHHs MecTa COCTaBIICHUS WU
W3/1aHUs IOKYMEHTA, 3ar0JIOBKa K TEKCTY, OTMETKU O KOHTPOJIE.

YcranoBneHo aBa ¢opmara OmankoB - A4 u A5 mo I'OCT 9327. brnanku Kaxaoro Bujaa
M3rOTAaBJIMBAIOTCS HA OCHOBE YIJIOBOIO WJIM IPOAOJBHOTO PACHOJO0XKEHUS PEKBU3UTOB.
PacrnionosxeHne pekBU3UTOB Ha OJaHKaX M UX pa3Mepbl IpUBEIEHBI B Ipuil. 5.1 u 5.2.

Ha Gmankax JOKyMEHTOB PEKBH3HUTHI 3ar0JIOBOYHON YaCTH PaACToOararT EHTPOBAHHBIM (HAYAIIO
MU KOHEI[ KaXJOW CTPOKH PEKBU3HWTA YAaJeHbl OT TPAHUIl TUIOMIAAM) WM (PIAaHTOBBIM (KaXkKaas
CTpOKa PEKBU3HUTA HAYMHAETCA OT JIEBOM IPaHUIIBI IJIOMIAM) CIIOCOOOM.

N3o0paxenune 'ocynapcTBeHHOro rep0a Ha OJIaHKaX C YIJIOBBIM PACMOJOKEHHEM PEKBHU3UTOB
MOMEIIAI0T Ha BEPXHEM TI0JIe OJIaHKa HaJl CEPeIMHON CTPOK HaWMEHOBAaHHS OpraHHM3alvi, a Ha
ONaHKax ¢ MPOJOJBHBIM PACIOJIOKEHUEM PEKBH3UTOB - B IIEHTpPE BepxHero mois. luamerp
n300paKeHHsI He JIOJDKESH MPeBhImaTh 20 MM.

HaumenoBanue opranuzanuu (MOJNHOE, COKpallleHHOEe MM a00peBHaTypa), BBIIIECTOSIINX
OpraHoB, a TaKXKe CTPYKTYpHOTO NOJpa3AelieHusl JOLKHO COOTBETCTBOBATb HAMMEHOBAHUSM,
YCTaHOBJIEHHBIM COOTBETCTBYIOIMMHU IMpPABOBBIMU akTaMH. HanMmeHoOBaHME CTPYKTYpHOIO
[o/Ipa3iesieHus AOMyCKaeTCsl eyaTaTb U TUIOTPAQCKUM, U MAIIMHOIIUCHBIM CIIOCO0aMHU.

[Tpu nevaTaHnuu OJAHKOB JOJDKHBI IPUMEHSTHCS THIOTpadckue mpudThl pa3MepoM ot 6 a0 16
kernst mo 'OCT 3489.2, TOCT 3489.6, TOCT 3489.10 u T'OCT 3489.33. Jlns odopmiieHus
pexBu3uTa "HanmeHoBaHMe opraHu3anuu’ JOMYCKaeTCsl IPUMEHATh PUCOBAHHBIE MIPUQPTHI OT 6 110
24 xerus.

bnanxnu JAOKYMCHTOB IOJIZKHBI UMCThD I10JIA: JICBOC U HUIKHEC -

20 MM, BepxHee - He MeHee 15 MM, paBoe - He MeHee 10 MM.



[TedataTs OMaHKHM TOKYMEHTOB cienyeT Ha Oenoif Oymare mim Oymare CBETJIBIX TOHOB KpacKaMH
HACBHIIIEHHOI'O IIBETA, IMO3BOJSIOIIMMU TUPAXHUPOBATh JIOKYMEHTHl C IIOMOIIBIO CPEJICTB
OIepaTUBHON NoJurpaduu.

[Ipy meuvatanum Ha OnaHKax TpadapeTHBIX YacTeld TEKCTa OCHOBAHUS CMEXKHBIX CTPOK, B
KOTOpBIE BHOCHUTCS MAIIMHONMCHBIM TEKCT, NOJDKHBI PACIOJaraTtbCsi Ha PACCTOSIHUM, KPaTHOM
MEKCTPOYHOMY MHTEPBAIY MUIIYIIMX MAIIKH.

OrpaHn4HTeNbHBIE OTMETKH JUIS TIOJIEH M OTIACNBHBIX PEKBU3UTOB HAHOCATCS Ha OJAaHK B BUJC
YTOJIKOB WM pYrux o0o3HaueHuH. Jlomyckaercss HAHOCUTh Ha OJaHKM OTMETKH AJis (hainbliOBKU U
JUIsl TIPOOMBKY OTBEPCTUH JABIPOKOTIAMH.

HpI/I CO3MaHM OOKYMCHTAa Ha HCCKOJIBKUX A3bIKaX PCKBU3UTHI OnaHKa JOJIXKHBI OBITH
HpO,I[Y6J'II/IpOBaHBI Ha 5THUX A3bIKaX.

TpeOoBaHMs K U3rOTOBJIEHHUIO, YUETY, HCIOJIH30BAHUIO
U XPaHEHUI0 0JIAHKOB C BOCIPOM3BeleHUEM
I'ocynapcrBennoro rep6a Poccuiickoit @enepanum,
repooB cyobexkToB Poccuiickoii @enepanuu

Ot tpedoBanus u3noxensl B [OCT P 6.30-97 "YHudupoBaHHas cucreMa OpraHH3allMOHHO-
pacnopsauTeIbHOM TOKYMEHTAIUK'":

"5.1. bnanku JOKYMEHTOB C BOCHpOHW3BeAcHHEM [ocymapcTBeHHOTO Trepba Poccuiickoii
@denepanuu u TepoboB cyonekToB Poccuiickoit denepanuu (nanee - repOOBbIE OJIAHKH) SIBIISTFOTCS
noyMrpaduIecKor MPOTYKIIUEH, MOAJIeKAIIEH yUeTy.

5.2. T'epboBble OMaHKKM HM3TOTaBIMBAIOT TOJIKO MOJUTpagUuecKkue U MITeMIIeIbHO-TpaBepHbIC
MPEIPHUSITHS, UMEIONNE JTUICH3UHU Ha COOTBETCTBYIOIIMHA BHJ JCSITEILHOCTH U CEPTUPUKATHI O
HAJIMYUU TEXHUYECKHX U TEXHOJIOTUYECKUX BO3MOKHOCTEH MJIs M3TOTOBIIEHUS YKa3aHHOTO BHA
MPOJIYKIIUU HA TOJPKHOM Kauye€CTBEHHOM YPOBHE.

5.3. U3roToBieHue repOOBBIX OJAHKOB OCYIIECTBIISIOT IO 3aKa3aM OPraHOB T'OCYAAapCTBEHHOM
BJIACTH, MHBIX TOCYJIapCTBEHHBIX OPraHOB M YUPEXKJCHUHU (Hajiee - OpraHu3alinii), onpeaeneHHbIX
[Tonoxxennem o TocymapctBeHHoM repbe Poccuiickoit ®Deneparuiv, COOTBETCTBYIONTUMHU
MpaBOBBIMHU aKTaMH CyObeKTOB Poccuiickoit deneparium.

5.4. I'epboBble OMaHKK B OpraHM3alMU Mojjexar yueTy. Ha repOoBbix OmaHKax TUMOTrpaCcKuM
CHIOCOO0M WJIM HyMEpaTopoM MPOCTABISIOT MOPSIKOBLIC HOMEPA, a MPU HEOOXOUMOCTH - U CEPHUH
9TUX HOMEpOB. VYueT TepOOBbIX OJAHKOB BeAeTCS pa3AelbHO 1O BHUIaM OJaHKOB B
pEerucCTpanMoHHO-y4eTHOW (opme (KapTouke, >KypHalie), MPH STOM HCHOIB3YIOTCS CIEIYIOIIHe
PEKBU3UTHI:

MIPU MTOCTYIUIEHUH OJIaHKOB

- HAaMMEHOBaHKe BHJ1a TepOOBOTO OIaHKa;

- laTa MOCTYIUJICHHUS;

- HOMEpP COMPOBOUTENLHOTO JOKYMEHTA;

- HAMMEHOBaHKE OPraHU3allUy - MOCTABIIMKA FepOOBBIX OJIAHKOB;

- KOJIMYCCTBO 3K3CMILIIAPOB,;

- cepHsl 1 HoMepa repOOoBbIX OJIaHKOB;



MIpH BbIIaue OJIAHKOB

- HAMMEHOBaHUE BUJIa TepOOBOTO OJIaHKA;
- KOJIMYECTBO IK3EMILISIPOB;

- cepus U HoMepa repOOoBBIX OJIAHKOB;

- HAMMCHOBAHHWC CTPYKTYPHOr'0O mOAPAa3ACICHUA OpraHru3aluu, q)aMI/IJII/ISI N HHHUIHAIIbI
JOJDKHOCTHOI'O JIMIIA - IIOJIYy4YaTelIAa FCp6OBHX 6J'IaHKOB;

- pacrucka B IMOJIyYCHHH,
- mpuMedaHue (0TMEeTKa 00 YHUYTOXEHUHU U T.11.).
5.5. T'epOoBble OTaHKH XpaHST B HA/ICKHO 3aITMPACMBIX U ONIEUYATHIBAEMBIX MIKa(ax.

5.6. YHUYTOXECHHE TepOOBBIX OJAHKOB OCYIIECTBISACTCA IO aKTy C OTMETKOH B yYeTHO-
perucTpanroHHoi popme.

5.7. KoHTpOb 32 U3rOTOBJIEHUEM, UCIIOJIB30BAHUEM U XpaHEHHEM IepOOBBIX OJJAHKOB BO3JIAraroT
Ha TOApa3JefieHue OpraHMU3allid, OTBETCTBEHHOE 3a [EJIONPOU3BOACTBO oOpraHuzanuu. Jluua,
IEPCOHAIBHO OTBETCTBEHHBIE 3a Y4Y€T, MHCIOIb30BAHME M XpaHCHHE OJAHKOB, HAa3HAYAKOTCS
pacropsaUTEIbHBIM JOKYMEHTOM PYKOBOAUTEIS OpraHU3alUH.

5.8. PeructpanuonHo-y4eTHoie (OpMbI BKIIOYAIOT B HOMEHKJIATYPY A€l OpraHu3allHu.

5.9. IIpoBepky HaNU4us, UCTIONBH30BAHMS M XpaHEHHUs TepOOBBIX OJaHKOB MPOBOJISAT HE pexke pasa
B T'0Jl KOMUCCHEHN, Ha3HaYaeMON paclopsIUTENIbHBIM TOKYMEHTOM PYKOBOJUTENS opraHuzanuu. O
MIPOBEJICHHBIX MIPOBEPKaX JETIal0T OTMETKU B YYETHO-PETUCTPALMOHHBIX (hopMax MOcie MmocieHen
3anucu. B ciydae oOHapykeHUs HapylIeHUH @pU U3rOTOBJIEHHH, Y4Y€Te, XpaHEHUH U
MCIIONIb30BaHUU TepOOBHIX OJaHKOB KOMHCCHS MPOBOIUT CIYKEOHOE paccieoBaHUE, pPe3ylbTaThl
KOTOPOTO O(OPMIISIFOT aKTOM U JIOBOJAT IO CBEACHUS PyKOBOJUTEISI OPTaHU3aIUH.

5.10. HonmyckaeTcs THpa)KUPOBAHKUE CPEJICTBAMU ONEPATUBHOMN MOJUTrpaduy opraHu3aliu
JIOKYMEHTOB Ha repO0BOM OJiaHKe, peIHa3HaYE€HHBIX JUISl PACCBUIKH, PH YCIOBUU 3aBEPEHUS
KaKJIOM KONUU JOKYMEHTAa Me4aTbio OpraHu3amnun’.



IMpunoxenus

Mpuiaoxenne 2.1

I'OCT P 6.30-97

PacnoJio:xenne peKBU3UTOB JOKYMEHTOB M TPaHUILIbLI 30H HA (popmaTe A4

yraosoro 6iaanka no 'OCT P 6.30-97
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IIpuioxenne 2.2

Pacnosoxkenne peKBU3UTOB TOKYMEHTOB U TPaHUIIbI 30H HA (popmaTe A4
npoaoabHoro djganka nmo 'OCT P 6.30-97.
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Ipumeuanus x npmwiox. 5.1 u 5.2: 01 - I'ocynapctBennsiii repd Poccuiickoit @enepanuu;
02*1 - rep6 cyobekTa Poccuiickoit @enepanuu; 03*1 - ambaema opraHu3aiiuy WK TOBAPHBIN 3HAK
(3nak obcmyxuBanus); 04 - kox opranuzamuu; 05 - koa Gpopmel fokymeHTa; 06 - HAUMEHOBAaHKE
opranu3zaiun; 07 - cripaBouHble JaHHble 00 opranuzanmy; 08 - HauMeHoBaHKe BUAa JoKymeHTa; 09
- nata 10KyMeHTa; 10 - perucTpaliMOHHbIN HOMEp JOKYMEHTA; 11 - cChulKa Ha perucTpaliMOHHbBIN
HOME)p U JaTy JOKYMEHTa; 12 - MecTo coCTaBJICHHUS WM U3AaHUS JOKyMeHTa; 13 - rpud
orpannyeHus; 14 - agpecar; 15 - rpud yrBepKaeHus 1o0KymMeHTa; 16 - pe3omtorus; 17 - 3arojloBok
K TeKcTy; 18 - oTMeTka o koHTpode; 19 - Teket qokymeHnTa; 20 - 0OTMETKA O HAJIMYUU TIPUIIOKEHMUS,
21 - moamuck; 22 - rpud corjJacoBaHUs JOKyMeHTa; 23 - BU3BI COTJIACOBAHUS TIOKyMEHTA; 24 -
nevarth; 25 - OTMETKA O 3aBEPEHUU KOMHH; 26 - 0OTMETKa 00 ucnonHuTene; 27 - oTMETKa 00
WCIIOJTHEHUH IOKYMEHTa U HamlpaBJIEHUH €ro B JIeN0; 28 - OTMETKa O MOCTYIUICHUH JIOKYMEHTA B

opranu3zanyio; 29 - ueHTu(HUKaTOp MEKTPOHHOIN KOITUH TOKYMEHTA.

*1 PexBusuthl 02, 03 uckimoueHsl nocranoBienueM ['occrannapra P® ot 21.01.2000 N 9-ct «O
NpUHATUYU U BBeJeHuu B AerctBue usmenenuit 'OCT P 6.30-97».



Tema 3. Benenue 1eJI0onpou3BoACTBA B OPraHU3alUM, YIPEKICHUU
1. Opranuzanus J0KyMeHT0000poTa (001Iue MOJI0KEeHUs)

1. JIokyMeHTOOOOpPOT - 3TO JBUKEHHE JOKYMEHTOB B OpraHM3allMM ¢ MOMEHTAa WX IOJy4EHHUS
WIM CO3JaHMsS /IO 3aBEpPILICHUs HWCIOINHEHUs WiIM OThnpaBku. [IpaBuibHas oOpraHuzanus
JOKYMEHTOO0O0pOTa CIOCOOCTBYET OINEPaTUBHOMY MPOXOKICHHIO JOKYMEHTOB B amrmapare
yIpaBleHUs, pABHOMEPHOU 3arpy3ke MOApa3JeNeHUid U TOJKHOCTHBIX JIMI, OKa3bIBaeT OOJNbIIOE
MIOJIO’KUTENBHOE BIMSIHUE HA YIIPaBICHUECKUN MTPOLIECC B LIEJIOM.

2. JIOKyMEHTOOOOpPOT B YUYPEXKICHUU OCYIIECTBISETCS B BHUJE TMOTOKOB JOKYMEHTOB,
[UPKYJIUPYIONIMX MEXKIy IMyHKTaMH OOpaOOTKH WHQPOpMANuu (PyKOBOJUTEISIMU YUPEKIACHUS U
CTPYKTYPHBIX TOAPA3JICICHUN, CICIUATNCTAMA ¢ KBATU(UIIUPOBAHHBIMH CIIY)KAITUMHU) U
MMyHKTAaMH TEXHUYECKOH 0OpabOTKHM COOCTBEHHO JOKYMEHTOB (MAIIMHOIMCHBIM  OIOpO,
KOIMUPOBATBHO-MHOKUTEIBHOM CITy>k00H U T.11.).

[lo oTHOWIEHMIO K amnmapary yOpaBlICHUS pa3IudyaroT I[IOCTyNArolue, OTIPABISIEMBIE U
BHYTPEHHHUE JOKYMEHTHI. B ydpexaeHnn nocTynammue J0KyMEHThI, B CBOKO O4€peNb, AEIATCS Ha
HaIIpaBJIsieMbIE PYKOBOJUTENSM, B CTPYKTYPHBIC IOAPA3ACICHUS W OTACIBHBIM HCIOJIHUTEISM.
Kpome Toro, B monpasaeineHusix CO3JAIOTCA JOKYMEHTBI, 4acTb M3 KOTOPBIX OTIIPABIISIETCA 3a
IIPEAEIIbl YUPEXKIACHUS, - OTIIPABIAEMbIE JOKYMEHTHI, a Ipyras LIUPKYJIUPYET BHYTPH YUPEKICHUS -
BHYTPEHHSS JOKYMEHTALU.

3. Ilpu mpoeKTHpOBaHMM U pPAlMOHAIM3AIMU JOKYMEHTOO0OpOTa PYKOBOACTBYIOTCS
MOJIOKEHUSIMU,  BBIPAOOTAHHBIMU  TPAKTUKOW  JCJIIONMPOU3BOACTBA M  COBEPUICHCTBOBAHUS
OpraHu3aliy YIPaBIeHYECKOro TPy/a.

IIpy fOBMKEHMHM JOKYMEHTOB CJIELYeT PYKOBOJICTBOBAaTbCS IPUHIMIIOM OJHOKPATHOTO
peObIBaHMs IOKYMEHTA B OJTHOM CTPYKTYPHOM IO/APA3JIEIEHUN WIH Y OJJHOTO UCIIOJHUTEIS.

Paznuunble onepanmu 1mo o0paboTKe JAOKYMEHTa CJeIyeT BBINOJHATH MapaulebHO, YTOOBI
COKpaTUTh BpeMs ero mnpeObiBaHHs B cepe AeIonpou3BOJCTBA M TOBBICHTH ONEPATUBHOCTDH
ucrnonHeHus. Hanpumep, KonupoBaHue JOKYMEHTA, B UCIIOJHEHUU KOTOPOTO JOJDKHBI MPUHUMATH
y4acTue HECKOJBKO JIMII, ¥ OJJHOBpEMEHHAas Tepeada KOMUil BCeM HCTIOHUTESIM.

Konmuu ¢ [nOKyMEeHTa CHHMAalT IIOCIE€ PACCMOTPEHHUS €ro PYKOBOAMUTEIEM MW HAHECCHMS
pesomonny. KonauuecTBO KOMM  COOTBETCTBYET KOJIMYECTBY HCIIOJIHUTENEH; TOAJIMHHUK
HepeaaeTcsi OTBETCTBEHHOMY HCIIOJIHUTENO (Kak MpaBUiIo, (aMHIUS €ro CTOUT B PE30NIOLUU
nepBoi). Y4eTHO-MH(pOpPMAaIMOHHBIE TaHHBIE O XOJ€ UCIOIHEHMS JOKYMEHTa MOTYT Ie€pe1aBaThCs
1o Tesie()OHy UM IPYTUM IyTeM, HO 63 BO3BPAaTHOI'O IBUKEHUS JOKYMEHTA.

4. CxeMbl JBW)XEHHUS BCEX [OKYMEHTOB B OpraHM3allud pa3pabaThIBalOTCS PYKOBOJUTEIEM
CIIyKOBI JIeONPON3BOCTBA (0OILIEro OT/AeNa, KaHIEIIpUH, CeKpeTaprara U T.1.) A Pa3IndHbIX
KaTeropuil JOKYMEHTOB: IIOCTYNAIOIUX B OPraHU3aLAI0, OTIPABIISIEMBIX W3 OPraHMU3alMA U
BHYTPEHHUX JOKyMEHTOB (TpUKa3bl IO OCHOBHOHN [E€ATENbHOCTH, 10 JIMYHOMY COCTaBy,
IIPOTOKOJIBI, aKThl, IMCbMEHHBIE M YCTHBIE OOpAIlleHUs rpaxaaH U T.1.). J[BukeHue TOKyMEHTOB B
OpraHu3alfM, YUYPeXKIECHUH, TJIe €CTh CIyX0a JOKyMEHTAIIMOHHOTO OOECIEYECHHUs YIpaBIICHUS,
HaIpuUMep KaHLUENIApus, oKa3aHo Ha cxeme 3.1.
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Cxema 3.1. JIBUKEeHHE TOKYMEHTOB B YUPEKIECHUU

- NOCTyIaromunue NOKYMCHTHEI,
- OTIIPABJISICMBIC U3 OPraHU3aluu,
- BHYTPCHHHC NOKYMCHTEI.

2. Peructpanus 4 y4eT NOCTYNAKIIUX B OPraHU3ALUIO TOKYMEHTOB

Bce nmoctynaroriiie B OpraHu3aiuio J0KyMEHTBI HE3aBUCUMO OT CIIoco0a MOCTYIUIeHHsI (1104Ta,
tenerpad, QenpacBA3b, CHENCBA3b, (aKc, CHOPUHTCBSA3h W T.JO.) TEPEIAIOTCS KOHKPETHOMY
JOJKHOCTMY JIUITY CITYKOBI J1€TONPOU3BOJICTBA.

[Ipu mocTymnjueHnn TOKyMEHTa MO MOYTE JO BCKPBITUS KOHBEPTA MPOBEPSAIOT MPaBUIBHOCTh X
JIOCTaBKM IO aJpecy, LEJIOCTHOCTh KOHBEPTOB, YHNAKOBKM, a TAKKE JOKYMEHTOB M BIIO)KEHHUH.
HenpaBunbHO agpecoBaHHbIE WM TOBPEXKACHHBIE JIOKYMEHTHI BO3BPAILAIOTCS OTIPABUTEIISAM.
KoHBepThl ¢ KOppecHOHJEHIMEN, MOCTYNMUBIIEH B aJpec KOHKPETHOro pabOTHHMKA C MOMETKOMN
"mu4HO", mepenaroTcs pabOTHHKY Oe3 BCKphITHs. Eciaum B KOHBepTe CIy)KEOHBIH ITOKYMEHT, TO
azpecaT IOCJI€ MPOYTEHUS BO3BpAILla€T €ro B KaHUEJSPHUIO JJI1 perucrpauuu. B oTnenbHbIX
ciydasix (Ha JOKyMEHTE HET JaThl, ajpeca OTIPaBUTENs) BMECTe C JOKYMEHTOM HEOOXOAUMO
COXpPaHATb KOHBepThl. KOHBEPTHI ¢ 00pallieHUs MU I'paX/1aH COXPaHSIOTCS BCETa.

[Ipexne 4yeM 3aperucTpUpOBaTh JOKYMEHT, HEOOXOIWMO €ro NpeABapUTEIbHO PAacCMOTPETh.
[TpenBapuTtensHOE  pacCMOTpEHHE  JOKYMEHTOB paOOTHUKOM  CIyXObl  J€JIONpPOM3BOJTBA
CYIIECTBEHHO TOBBIMIAET APPEKTUBHOCTH YIPABIEHUYECKOTO Ipoliecca B ImejaoM. [JaBHas menb
IPEBapUTENBFHOIO PACCMOTPEHUS] JOKYMEHTa - YCTAHOBUTH MOJPA3/EIEHUE WIHM JOJKHOCTHOE
JUI0, KOTOPOMY HEOOXOMMO HaINpaBUTh JOKYMEHT Ha paccMoTpeHue. Hazio Bcerna umeTs B BULY,
4YTO HET HeoOXOAMMOCTH BC€ JOKYMEHTHI MepelaBaTh PYKOBOAMTENO YydpexaeHus. Bo MHormx
YUpeXJeHUAX pykoBoautenu mnomydaroT 80-90% Bcex mocTynarolMx JJOKYMEHTOB, a 3aTeM
[epeaipeCoBbIBAIOT UX CBOMM 3aMmecTuTesssM. llpum sToM pemeHue npuHuMaercss mo 2-3%
nokyMeHTOB. [locnenyromuye pe3oaoluyd HUYEro HOBOTO HCIIOJIHUTENIO He AaT. Ha moamuck
takke nepenatorca  90-95%  oTnpaBisieMbIX  JOKYMEHTOB. Takoll  MOPSAOK — CHMXKAeT
000CHOBAHHOCTb PEUIEHMH M UX ONEPAaTUBHOCTH (BpeMsl OKHUIAHHUS paccMOTpeHus B 2-3 pasa
IPEBBIIIACT BpeMsl paOOThl HaJl TOKYMEHTOM), MHUIIMATUBY U OTBETCTBEHHOCTh MCIIOJHUTENEH.

HpI/I npeaABapUTCIbHOM PACCMOTPECHUU JOKYMCHTA H606XOI[I/IMO YUUTBIBATh BaXXHOCTb €TI0
COACPIKaHUsA, CIIOKHOCTh U HOBU3HY IMOCTAaBJICHHBIX BOIIPOCOB, aBTOPCTBO, B JOKYMCHTA.

Hcxons u3 OLEHKH JOKyMEHTa M B COOTBETCTBUH C (PYHKIHUSMHU CTPYKTYPHBIX TMOJpa3/IeIeHUI
IIPOU3BOJUTCS  PACHpPElENICHHE IMOCTYMNAIIMX  JOKYMEHTOB. JIOKYMEHTBI, aJpecOBaHHbIE
KOHKPETHBIM JIOJDKHOCTHBIM JIMIIAM, KakK IIPaBWJIO, IIOCJIE PETUCTPAlUU IEPEJaroTCs HM.



JomyckaeTcss TpU  OTCYTCTBUM PYKOBOAMTENS TMepenaBaTh JIOKYMEHT [UJIsi HUCIOJIHEHHUS
JOJKHOCTHOMY JIMILY C TOCHenyoleld nudpopMalein pykoBOIUTENs.

[IpenBaputenbHOe  pPacCMOTPEHHE  JOKYMEHTOB  OCYIIECTBISIOT — CEeKpeTapu-pedepeHTsl,
3aBeNyIOIIME KaHIENsIpUel, cekpeTapuaTtaMu, OOIMIMMU OTAEIaMH, MTOMOIIHUKHA PYKOBOAMUTENS U
1.1. Ilocne mpenBapuUTEnbHOrO PacCMOTPEHMsI JOKYMEHTBI HANPABISIIOTCS HA PETUCTPALUI0 WIH
PETUCTPUPYIOTCS 3TUM K€ JTOJKHOCTHBIM JIULIOM.

Ha Bcex peructpupyeMbIX JTOKyMEHTax B IIPaBOM HIJKHEM YIy I[EPBOM €ro CTpaHUIb
IIPOCTABIISIETCS PETUCTPALIMOHHBIN IITAMII:

HaunmenoBanue opranusanuu
Bx. Ne
Or

[IpocraBnenne mrammna, JaThl, PETUCTPAIIMOHHOTO HOMeEpa (TI0 TOPSAIKY HOMEpPOB HAauWHAS C
KaJICHJApHOTO roja) MPOU3BOJUTCS B JIEHb MOCTYIIEHUS IOKYMEHTA.

Peructpamun mojnexxaT He Bce JOKyMEHTh. Heo0Xommmo perucTpupoBarh JIOKYMEHTHI,
MOCTYMHAIONINE U3 BBIIIECTOSIIUX OPraHOB, OOLIECTBEHHBIX OpraHHU3allfii, BayKHbIE HCbMa JPYTHUX
opraHuszaiuii, oOpaiieHuss rpaxaaH U Jp. He Hamo perucTpupoBath: MO3/paBUTEIbHbIC
TeJerpaMMbl, MPOCHEKThl, MpPUIJIAIIEHUs, MPOrpaMMbl, HU3BELIEHUS, a TaKXKe JOKYMEHTHI,
MOCTyNAIOIINE B KONUAX U1 CBEIEHUsA. B Kaxaol opraHusaluy NEpeueHb TaKUX JOKYMEHTOB
pa3palaThIBaeTCs PYKOBOJIUTENIEM CIY>KOBlI JI€JIONPOU3BOJACTBA U JAETCAd B HMHCTPYKIHMH TIO
JIEIONIPOU3BO/ICTBY, YTBEPKIECHHON PyKOBOJUTEIIEM OpraHU3aliy.

Bce moxkymeHTsI (IoCcTynaromiye, oTipasisieMble, BHyTPEHHHE) B OPTraHU3AINH PETUCTPUPYIOTCS
IEHTPATN30BaHHO. JleleHTpaTn30BaHHas PErHCTpaIysl JOKYMEHTOB JIONYCKACTCS B YUPEIKICHHSIX,
KOTOPBIE UMEIOT TEPPUTOPHUATBHO 000COOICHHBIE CTPYKTYPHBIE MOIPa3/IeNieHUs] U 0COObIEe YCIOBUS
paboTHI.

B yupexneHusix ¢ rofoBeiM JOKyMeHT0o0O0poToM 100 ThIC. TOKYMEHTOB M OoJjee, Ilie Heb3s
OCYLIECTBIATh LEHTPAIM30BAHHYIO PETUCTpAIMIO, BaKHEHIIME JIOKYMEHTHI HEO0O0XOAMMO

PErUCTPUPOBATE B KAHUCIIAPHUH, OCTAJIBHBIC - B CTPYKTYPHBIX IMOAPA3ACICHUAX.

JIOKYMEHTBI PETUCTPUPYIOTCS Ha KapToukax (cM. mpwi. npuiox. 3.1-3.2). (IIporpamma B
KOMITbIOTEPE MpeyCMaTpUBAET BCE JaHHBIE, HMEIOIINECs Ha KapTOUKe.)

Ha mnepBom »Tame perucrpauuy 3amoyiHAIOT pas3feibl KapTOUYKH (MAIIMHOMHMCHBIM WU
PYKOITHCHBIM CTIOCOOOM):

- BXOOAIMUNA HOMep | pgata peructpanuu. Hanpumep: Ne 150 ot 15.01.2000 (Ne 150 -
MOPSIIKOBBIM HOMEp IOCTYMAIOIIETo TOKYMEHTA, HaunuHas ¢ 1 ssHBaps Tekyuero roaa, 15.01.2000 -
JlaTa MOCTYIUIEHUSI PErUCTPUPYEMOTO JOKyMEHTa). DTOT HOMEP M JaTa JIOJKHBI ObITh YKa3aHbI U B
PETUCTPALIMOHHOM LITAMIIE HA JOKYMEHTE;

- oT Koro noctynui goKkyMmeHT (KemepoBckoe o6benunenue "Oxcun');

- KOJTMYECTBO JIUCTOB ¥ AK3eMIUIAPOB (2 1. B 1 7K3.);

- JaTa MOJY4YEeHHOTro JOKyMeHTa U ucxozsmuii Homep (20.12.2000 Ne 259/10);

- KpPAaTKOC COACPIKAHUC NOKYMCHTA. HaanMep: npocr:6a 3aK/IIIOYUTL JOTrOBOP Ha IOCTAaBKY
CTPOUTCIIBHBIX MAaTCPUAJIOB.



[Tocne mepBoro sTama perucTpanyy JOKYMEHTHI NepelaloTcsi Ha PaCCMOTPEHUE PYKOBOIHUTEIIO
YUPEXKIEHUS WIH PYKOBOAUTEISM CTPYKTYPHBIX TOJpa3AeIeHUI.

KonnuecTBo 3K3EMIUIIPOB PErMCTPAlMOHHOM KAapTOYKHM ONPENENAETCS YHCIOM KapTOueK:
KOHTPOJIBHBIX, CIPAaBOYHBIX, MO BOMpOcaM, MO reorpaguu W T.A. s BH3yallbHOTO pa3iIuYHs
KapTOYKM MOTYT W3rOTaBJIMBAThCS M3 OyMard pasHoOro ILBera JMOO C IIBETHBIMM IOJIOCAMU I10
BEepXHEMYy moito. Mcnonp30BaTh MX MOXKHO CHEIYIOIIMM OOpa3oM: BXOJSAIIUE - OIUH IIBET,
OTIpaBJISIEMBIE - APYrod, BHYTPEHHHE - TPETUM ILIBET, WJIM: IOCTYNAIOIIUME HAa UMS IIEPBOTO
PYKOBOJMTENSA - OJUH LBET, B CTPYKTYPHBIC IOJAPA3JEICHUS - APYrOW, KOHTPOJIbHBIE - TPETHUH,
HEKOHTPOJIBHBIE - YETBEPTBIN, OTIIPABIISIE-MBIE - IIATBIA, BHYTPEHHUE - IECTOM LIBET.

[lpu mepenave TOKYMEHTOB DPYKOBOIMTENI KapTOUKH IIOCIE TEPBOTO 3Tama pPErucTpaIuu
MOMEIIAIOTCS BPEMEHHO B CIIPABOYHYIO KapTOTEKy B pazzaen "JlokyMeHTHI Ha fgokiane".

PykoBoguTens JOMKEH paccMaTpuBaTh JOKYMEHTBI B JIeHb HMX TMOCTyIUIEHHS  (Kak
HEe)KeNaTeJIbHOe MCKIIIOUEHHUE - Ha CIEAYIOIIUN JIeHb) M BO3BpallaTh CeKpeTapro-pedepeHty Hiu
NOMOUIHUKY ¢ pe3omouueii. IlocTymarh K pyKOBOJUTENIO M BO3BpAIlaThCsi K CEKPETApIO-
pedepeHTy AOKYMEHTBI JIOJDKHBI B CTPOTO OINpEAENEHHOE BpeMs, PE3ONIIONMS JO0JDKHA OBITh
KOHKpeTHOU. Hanpumep:

I'.B.liBanOBY
ITponry moaAroToBUTH OTBET

Toonuce
Jara

PykoBonuTens He MOIDKEH 3aJep)KUBaTh JOKYMEHTBI, a TeM O0ojiee OCTaBIsATh X y cebsi B
KaOWHEeTe Ha ompeneneHHoe Bpems. [Ipu HEOOXOIMMOCTH UCTIONL30BaHUS JOKYMEHTa B OyIyIemM
JUISl pYKOBOAMTEIS JI€aeTCsl KCEPOKOMHUsl ToKyMeHTa. KpoMme Toro, pyKoOBOAUTENb HE JOJKEH CaM
MPUHUMATH JIOKYMEHTHI OT TIOCETUTEIICH, TOTYMHEHHBIX, 3TO, KaK TIPaBIIIO, AeiaeT pedepeHT (wim
KaHLEespUs, OOl OTAeN, ceKpeTapuar u T.J1.).

CornacHo pe30JOLUN JOKYMEHT NepeaeTcsl UCTIOHUTENIO, €CITU UX B PE3OJIIOLUN HECKOJBKO,
TO TIOJUTMHHHUK TMEPeNaeTcsl TIABHOMY HWCIOTHUTEN0 (ero ¢aMuwins B PE3OJIIONHUH TIepBas), a
KCEPOKOIUHU - JPYTUM UCHOTHUTENAM. TEeKCT pe30IIolHU Cpas3y ke MPH BO3BPALICHUH JOKYMEHTa
OT PYKOBOJUTEIISI IEPEHOCUTCS B PETUCTPAIIMOHHYIO KapTOUKy B pazzaein "KTo HampaBuil JOKYMEHT.
Pezomonms". Hanpumep:

N.I1.Kupcanony, I'.B.1iBaHOBYy
[Ipotry moAroTOBUTH OTBET

Iloonucwv pykosooumerns
Hara

3areM Ha 00OPOTHOM CTOPOHE 3AMONHSIIOTCS CIEAYIONIMe pa3aessl kaprouku: "Jlata nmepenayu Ha
ucnonHenue" - 15.01.2000; "Komy HampasneH pgokymeHt" - I.B.lBanoBy; "Pacmucka B
nonydyenun" - pocnuch MBanona I'.B., ngara.

B coorBercTtBum ¢ IlonoxkeHnem PermcrpaliioHHOW TOCYIapCTBEHHOW CHUCTEMBI JOKYMEHTOB
(PT'CJl) noxymeHT mocie pacCMOTPEHHUsI PYKOBOAMTEISIMU HAlpaBIseTCs] B KaHUEJISAPUIO, KOTOpast
MIEPEHOCHUT PE3OJIIONHI0, a 3aTeM IepeaacT JOKYMEHT BMeCTe C OJHOW KapTOYKON B NMPHUEMHYIO
CTPYKTYPHOTO TIOJIPA3IEIICHUs], OCTAJBbHBIE JK3EMIUIPhl KAPTOUEK OCTAIOTCS B KAHICISAPUH B
KapToTekax: 1-1 - cmpaBo4Has (IO TOPSAIKY HOMEpPOB); 2-i1 - KOHTpOJbHas (MO0 Cpokam
WCIIOJIHEHUS); 3-51 - OCHOBHBIE BOIIPOCHI JIEATEILHOCTH OpraHu3anuu; 4-s1 - Tepenucka C
OpraHU3aIMAMU 10 TEPPUTOPUSM WM TO KOHKPETHBIM YYpeXJeHHUsM. lcmonb3oBaHWE TaKuX
KapTOTEK IMO3BOJISIET OBICTPO JIaTh TOYHYIO MH(POPMAIUIO TI0 JIFOOOMY JOKYMEHTY, TOCTYIHUBIIEMY



B OpraHu3aiuio. OJTy TOHCKOBYIO CHCTEMY TakKe€ MOXXHO HCIIOJIb30BaTh IPU COCTABICHUH
KOMITBIOTEPHBIX MPOTPAMM.

OT MOMEHTa IIOCTYIUICHHS K WCIOJHUTEII0 JI0 3aBEpIICHUsS pabOThl JIOKYMEHT JIOJDKEH
HAaXOJWThCS B paboueil mamke. B 1emo JOKYMEHT W BCE OTHOCSINUECS K HEMY MaTepHalIbl
HaIpaBJISIOTCS TOTa, KOT/1a paboTa Ha/l HUMU MOJTHOCTHIO 3aBEpIIeHa W UCTIOJHUTEIh CYUTACT €ro
ucnoyHeHHbIM. [Ipu nepeave qoKymMeHTa Ha MOAMUCH K HEMY CIEAyeT MpuiiaraTh MaTepualbl, Ha
OCHOBaHUHU KOTOPBIX OH TOTOBWJICS. DTO objierdaer paboOTy PYKOBOIMTENS, MO3BOJIIET M30€kKaTh
BBI30BA MCIOJTHUTEICH H T.II.

HpI/I IMOCTYIINICHUU NOKYMCHTA MOT'YT OBITH HECKOJIBKO BApHUAHTOB WX HUCIIOJIHCHUA.

1. Ha ocHOBaHMHM MOCTYNHUBIIETO MHUIMATHBHOTO HOKYMEHTA COCTaBIAETCS OTBET. Hanpumep:
nrucekMo MunncTepctBa obOpazoBanuss PP B Kommurer mo HavanmpHOMY Npo(hecCHOHAIBHOMY
oOpazoBanuio AamuHuctpanuu HoBocuOupckol 007acTé O TMpenocTaBIeHWH HHPOpMAIuU 00
OpPTraHM3alUKM TOPSYETO MHUTAHHWSA YYalluxcs MpopecCHOHANBHBIX yuuiaumy obmactu. OTBer
KomureTra sSBIsgeTCsI OCHOBAaHHEM AJId CHATHUA JOKYMCHTA C KOHTPOJIA.

2. Ha ocHOBaHMM TMOCTYNHUBIIErO IOCTAHOBJIEHUS TJaBbl AnMunHuctpanuu HoBocubGupckoit
obmactu ot 20.01.2000 Ne 205 cocraBmsercs mnporpamma KomuTeTra 10 HaydaabHOMY
npodeccnoHaTpHOMY 00pa30BaHUIO, KOTOpas yTBepkaaercs nmpukazom Komurera. JlaHHbIH Tiprka3
SBIIIETCS. OCHOBAHUEM JIJISl UCTIOJTHEHHSI IOKYMEHTA.

3. Ha ocHoBanmm nuchMa MuHucTepcTBa 00pa3oBanuss P® o mopsake (UHAHCHPOBAHUS
npodyuunung B 1998 1. opraHn3oBaHO COBENIAHWE JTUPEKTOPOB MPO(YUHIIUII, HA KOTOPOM JaHO
pa3bsiCHEHHE, yKa3aHHOEe B JaHHOM mucbMe. llocTynmuBmIMK AOKYMEHT CHMMAETCs C KOHTPOIS
CITPaBKOi1.

4, I[OKYMCHTI)I, KOTOPBIC TOCTYNAKOT JJI UCIIOJIb30BAHHA B pa60Te, HC ABJIAKOTCA KOHTPOJIbHBIMUA
U XpaHATCA Y UCITIOJIHUTECIIA, a 3aTEM B ACJIC CTPYKTYPHOI'O IIOAPA3ACICHUA NJIX B KAHLCIISIPUU.

Taxum o6pa30M, IIOCJIC HMCIIOJIHCHHUA JOKYMCHTA H€06XOI[I/IMO 3aHCCTU B PCTUCTPALMOHHBIC
KapTO4YKHU MOCJICAHUC JAaHHBIC, KOTOPLIC BKIIIOYAIOT B cebs:

- OTMETKYy O KOHTpOJI€ W UCHOTHCHHH ((UKCHUPYIOT KpaTKOe COACpkKaHHWe, ATy W HOMEp
OTBETHOTO JOKYMEHTa, IOJDKHOCTh W (aMWJIMIO JIMIA, TOAmHcaBiiero ero. [Ipu otcyrcTBUu
MMUCBMEHHOTO OTBETA YKA3bIBAIOT, K€M, KOTJIa U KaK PEIICH BOMPOC, N3JI0KEHHBI B MHUIIMATUBHOM
JIOKYMEHTE).

Hanpumep:
OtnpaBneHa crnpaBka 00 OpraHW3alMU TOPSYETO NHTAHHUS YydYalIuxcs MpodeccrnoHaTbHBIX

YUYUIIAILLI 06J'IaCTI/I;

- YKa3aHHME KOIJa M KEeM JOKYMEHT CHAT C KOHTpouia (YKasbIBalOT JOJDKHOCTB, (haMuiuio
PYKOBOJMTENS U 1Ty CHATUS C KOHTPOJIS).

Hanpumep:
[Ipencenarens komurera S.51.bopreno 20.01.2000;

- 1aTy BO3BpaTa, PacCliIuCKy IMMPUHABHICTO JOKYMCHT.

Hanpumep:
20.01.2000

Toonuce

- HOMCp ZiCJia, B KOTOPOM XPaHUTCA JOKYMCHT, UJIN OTMCTKA 00 YHHUUYTOKCHUU.



Hanpumep:
J1 Ne 02-36.

[IpuBeneM mnpuMep MOJHOCTHIO 3AMOJIHEHHOM KapTOUKM PETUCTPAlUU  MOCTYHAKOLIUX
JIOKYMEHTOB:

ara Ot koro KonnuectBo JlaTta moay4eHHOTO IOKYMEHTa,
perucTpanuu u MOCTYTIHJ JIUCTOB U UCXOSIIUNA HOMEP
BXO/ISIHIMA JIOKYMEHT HK3EMILISIPOB
HOMEp
10.01.2000 Ne 35 | MuHHUCTEPCTBO 2 1. B 1 3K3. 25.12.1999 Ne 2054-02/5
obOpasoBanusi PO

Kpartkoe comeprkanue TOKyMEHTa:

[Ipockba HampaBuTh B aapec MwuHHCTepcTBa WHGOPMAIMIO 00 OpraHW3alldd TOPSYETro
MUTAHUS YIAIUIXCs TPOQYIHITUIL 00IaCTH.

Kto nanpaBui nokymeHt. Pezomnronus.

Kupcanosoit M.B. ITogrorosurs orset. 20.01.2000

O6opoTHas cTopoHa

Hara nepenaun | KoMy HampasieH Pacnmcka [ara Bo3Bpara, Howmep nena, B
Ha UCIIOJIHEHHE JIOKYMEHT B MOJIyYEHUU pacnucka KOTOPOM XPAaHUTCS
IIPUHSABILETO JOKYMEHT, WIH
JOKYMEHT oTMeTKa 00
YHUYTOXKEHUU
10.01.2000 Kupcanosoit M.B. [Toxmuce 20.01.2000 I Ne 02-36
IToamuce

OTMeTKa 0 KOHTPOJIC U UCTIOJITHCHHUH
3aka3Hoii MOYTOH OTIpaBlieHa CIpaBKa 00 OpraHU3aluy TOPSYEro MUTAHUS.

[Mognucan: npencenarens 1. 51.bopreno
Korga u keM JOKyMEHT CHAT C KOHTpoJIsi: npeacenarens komurera f.5.bopreno 20.01.2000

3. lloaroroBka u perucrpanusd oTnpaB/Isi€MbIX TOKYMEHTOB

JIOKyMeHTBI, OTIIpaBiIsieMble OpraHu3aluel, MPOXOJIAT HECKOJIbKO 3TalloB: COCTAaBJICHUE
IPOEKTa JIOKYMEHTa, €ro M3rOTOBJECHUE, COIJIaCOBaHUE, BU3UPOBAaHUE (B HEOOXOAMMBIX CIIydyasix),
nojnucanue (yTBep>KAeHHe), PETUCTPALIUIO U OTIIPABKY.

B Havase cocTaBisieTcss pyKOIIMCHBIM BapHaHT IIPOEKTa, a 3aTeM NedarHblid. [loaroroBieHHbII
IIPOEKT JOKYMEHTAa IEPENal0T Ha IOAINUCH PYKOBOAUTEIIO YUYPEKACHHUS WIM CTPYKTYPHOIO
noapaszaenenud. Jlo meperayn Ha MOANKMCH MCIIOJIHUTENb MPOBEPSET NMPABUIBHOCTh COJEP KAHMS,
COCTaBJIEHUsI U OQOPMIICHHS JOKYMEHTa, HAJMYUE BU3 M MPUIOKEHHUH, a TaKkKe MaTepualioB, Ha
OCHOBaHUHU KOTOPBIX OH FOTOBUJICS. DTH MaTepUalIbl NEPEJAIOT PYKOBOJAUTEIO BMECTE C IPOEKTOM
JIOKyMEHTa WM K€ OHM HaxXOIATCA Yy HCIOJHHUTENA WU IEPENArOTCs PYKOBOAUTEIIO IO €ro
TpeOoBanuto. Hampumep, NUCbMO BBIIIECTOSIIEH OpPraHM3aldy BCerja MpUiiaraeTcsi K MpPOEKTY
OTBETa HA HEro, IPEJICTaBIIEMOMY Ha MOANKUCH PYKOBOAMTEIO. B TO ke BpeMs NPOEKT IMUCbMa
BBIIIECTOSIILIEMY YUPEXKACHUIO C MPOCHOON MOSICHUTH MOPSIIOK BHIMOJIHEHUS NPUKa3a MOXET ObITh
IpEeJCTaBJIeH Ha MOANUCH 0€3 MPUII0KEHUS ITOT0 NPUKa3a.



Ilocne noamucanusi PpyKOBOJMUTEIEM JIOKYMEHTA, OTIIPABISEMOIO OpraHM3aluel, Ha IEpPBOM
JUcTe JOKYMEHTa, KOTOpbI odopmisercs Ha OnaHKe, CTaBUTCS JaTa OTHpPABICHUA U
peructpaunoHHslii Homep. (IIpu nmucbMax-oTBeTax Ha OJaHKE YKa3bIBalOTCS TaKKEe HOMEp U Jara
JIOKYMEHTa, Ha KOTOPbIi faetcs oTBeT.) Hanpumep:

20.01.2000 Ne 259-02/36
Ha Ne 2054-02/5 ot 05.01.2000

[lepBbIit SK3eMIUISIp JOKYMEHTa OTHPABISIETCS ajpecary, BTOPOM - C BHU3aMHU COTJIACOBAHMS
ocTaeTcs B JieJie OpraHr3alllu.

Ha ormpaBnsieMblii TOKYMEHT 3aBOJUTCS PErUCTPAIIMOHHAS KapTOYKa, KOTOpasi BKIFOYAET B ceOs
TaKUe SJIEMEHTHI, KaK: MOPSAJIKOBBIM PETUCTPAIIMOHHBIA HOMEpP M J1aTa; KOJMYECTBO JIUCTOB H
AK3EMIUISIPOB; KOMY HaIlpaBJeH JOKYMEHT; paclicka B IOJIYyYEeHWH WM HOMEp peecTpa; Jara,
KpaTKoe CojepKaHue JOKYMEHTAa; KEeM TMOJINUCAaH JOKYMEHT; BXOJSIIUA HOMEp | jara
HCITOJTHEHHOTO JIOKYMEHTa; HOMED Jieja, B KOTOPOM IOMeIeHa KOMHUs OTIPABIISIEMOTO IOKYMEHTa
U TOJUIMHHUK WHUIIMATUBHOTO JTOKYMEHTA; KOJIMYECTBO JIUCTOB; OTMETKA O TMOJYYECHUU OTBETA,
Jara.

[TpuBenemM nmpuMep MPaBUIBHON PErUCTPaIMK OTIPABISEMOTO TOKYMEHTA!

JlaTa ¥ nopsAKOBBIN Konngectso Komy nampasnen Pacniyicka B nonmy4eHuu uiu
pEerucTpanOHHBIN JIUCTOB U JOKYMEHT HOMEp peecTpa, OTIIPaBIICH,
HOMEp 9K3EMILISIPOB Jara
20.01.2000 2 1. B 1 3K3. MuHucrepcTBO 3akazHoe Ne 36 ot
Ne 259-02/36 obpazoBanusi PO 20.01.2000

KpaTkoe copepxaHue TOKyMEHTa:
WNudopmanus 06 opraHu3auy ropsyero MUTaHus yJamuxcs mpoQydruin 001acTy.

KeM noanucan 10KyMeHT: MpeJice1aTellb S.51.bopreno

20.01.2000

4. IIpoxoxaeHne BHYTPEHHUX 10KYMEHTOB

1. IlpoxoxnaeHue BHYTPEHHHUX JOKYMEHTOB Ha JTamax HX MOJATOTOBKM U O(QOpPMIICHHS
OpraHM3yeTcss B COOTBETCTBUM C OOIIMM TMOPSAKOM OOpallleHUs] HCXOJISIIMX, a Ha JTare
UCTIOJIHEHUST  (MCTOJB30BAaHUS) - BXOJAIIMX JIOKYMEHTOB. Peructpupyroorcs BHYTpPEHHHUE
JIOKYMEHTBI 110CJI€ UX PACCMOTPEHHUSI (ITOAMUCAHUS) PYKOBOJCTBOM.

2. Ilocne corymacoBaHust € COOTBETCTBYIOUIMMH CTPYKTYPHBIMHM TOJPA3IACICHUAMU U
IOPUJIMYECKON  CIIy’)KOOH  MPOEKThl  pacCHOpSIUTENbHBIX  JOKYMEHTOB  MOANHUCBHIBAIOTCS
PYKOBOJMTENIEM YUPEKICHUS W PETHUCTPUPYIOTCS B KAHUEISAPUM WIA JIPYroM CTPYKTYpPHOM
MOJpPA3JCIEHU, KONMUHM JOKYMEHTOB 3aBepslOTCs JMOO TMOJUIMHHUK — HampaBiseTcss B
MHOKUTEJbHYIO CIIYyXOy JUIsi pa3MHOKEHHUs. 3aBepeHHbIE (Pa3MHOXKEHHBIE) KOMHH JOKYMEHTOB
HaMpaBJIAIOT B COOTBETCTBYIOIIUE CTPYKTYPHBIE MOApA3/eNeHHs YUPExKICHHUs, a B HEOOXOAUMBIX
CJIy4dasx - 3a €ro MpeIesl.

3. [Ilporokomnsl, coaepx’amme TOPYYEHHS JOJDKHOCTHBIM JIMIAM WA MOJPa3/IeICHUSIM
YUpEXKACHUS, NEPENAOT aapecaTtaM B BHAE PAa3MHOXKEHHBIX OK3EMIULIPOB WJIM 3aBEPEHHBIX
BBIMKUCOK W3 TPOTOKOJIA.

4. JToxnaaHble 3alMCKU HA UMsI PYKOBOJHUTENS YUPEXKICHHUSI WM CTPYKTYPHOTO MOAPA3ACIICHHUS,
CBOAKHU, CIPpaBKM U [Jpyru€ aHAJIOTUYHBIE BHYTPEHHHME JOKYMEHTBI PacCMaTpUBAIOTCS



JOJDKHOCTHBIM JIMIIOM, KOTOPOMY OHHU HAITPABJICHBI, U MEPCAAIOTCA B CTPYKTYPHBIC IMOAPA3ACICHUA
WM ITIOMCHIAIOTCA B COOTBETCTBYIOIICC JICTI0.

[Topsiiok  MPOXOXKIEHUSI, PETHCTpalusi, yd4eT BHYTPEHHHX JIOKYMEHTOB ONPEACISIOTCS
WNHcTpykiueit 1o Aem0npor3BoACTBY Opranu3anuii (cM. npuiiox. 1.2).

[TpuBeneM mpuMep PETrUCTpAlMU TIOCTAHOBIICHUS WM PACTOPSIKCHHS TJIABBI aIMUHHUCTPAIIUU
oOnacru:

Kaprouka perucrpannuy mocTaHOBICHHS IJ1aBbl AMUHUCTPAIIMK 00JacTH (paiioHa u T.1.)

Ne

Jlama

Kmo enocun npoexkm

ITo Bompocy

KeMm noanucano

D.1.0.

5. Yuer o0beMa 10KyMeHT0000pOTA

OO0BeM JTOKyMEHTOOOOpPOTa - 3TO KOJMYECTBO JTOKYMEHTOB, MOCTYNMUBUIMX B OPraHU3alUI0 H
CO37IaHHBIX €10 3a ONpPENEJCHHBIN TEepHoJ, OOBIYHO 3a TOA. Y4YeT o0bhemMa JOKYMEHTOOOOpoTa B
YUPEKACHUU OPTraHU3yeTCs JJIsi YCTAaHOBIICHUS YCIOBHOTO oObeMa oOpabaTbiBaeMOil HH(pOpMaIUu
U 3arpy3KH TO/PA3JIeICHUH U OTACIBHBIX PA0OOTHHUKOB, MOJYYEHUS JTAHHBIX JUIS MTPOCKTHPOBAHUS
MEPONPHUATHIA 110 COBEPIICHCTBOBAHMIO JIECIONMPOM3BOJICTBA M BBIOOpa Hanboee 1enecooOpa3HbIX
TEXHHYECKHUX CPEJICTB €r0 MEXaHH3aIIH.

[Ipu ompenenennn odbeMa AOKYMEHTOOOOPOTa YYUTHIBAIOT BCE TOKYMEHTHI, HE3aBUCHUMO OT HX
COJIEp>KaHusi, aBTOPCTBA, OOBEMa, KOMMMHOCTH, (aKTa pErUCTpallui, 4YHUCIa WHCTAHIUNA HUX
paccMoTpeHHss W 1p. Bxopsmme, ucxogsmme W BHYTPEHHUE JIOKYMEHTBHI IOJCYMTHIBAOT
paznensHo. Konuu JOKYMEHTOB, U3rOTOBJIEHHBIE CPEACTBAMU ONEPATUBHOIO PA3MHOKEHUS, TAKXKE
YUHUTBIBAKOTCS OTAEIBHO.

6. KoHTpOJIb 32 HCIIOJIHEHHEM IOKYMEHTOB

1. KoHTposbh 3a WCIONHEHHEM JOKYMEHTOB M TPHUHSTHIX PEIICHUN - HeoThemyiemas (yHKIIHs
yIpaBlIeHUs, HEOOXOAUMBIN SJIEMEHT OpraHM3AlMH YIPABICHUYECCKOW JEATeIbHOCTH M BasKHAs
COCTaBHAasi YacTh JCJIONPOM3BOACTBEHHOTO mporecca. lLlenp KoHTponss -  conelcTBHe
CBOEBPEMEHHOMY M TNPaBUJIBHOMY HMCIOJHEHHUIO PELICHUMN, 3aJlaHMi M MOPYYEHH PYKOBOJCTBA,
obecrieueHne monydeHuss nHGopMauu, HeOOXOAMMOM VISl OLIEHKHU JCATEIPHOCTH MOAPAa3IeICHUN
U UCIIOJTHUTEIICH.

2. KoHTposnbHas AEATEIBHOCTb NMPEAINONAracT, ¢ OJHOW CTOPOHBI, KOHTPOJIb 3a UCIOJIHEHHEM
JIOKYMEHTOB IO CYIIECTBY MOCTaBJICHHBIX B HUX BOIPOCOB, a C IPYrOM - 32 COOTBETCTBHEM (POPMBI
CO3/1aBaEMbIX JOKYMEHTOB UX COJIEP’KaHHUIO U 32 CBOEBPEMEHHOCTBIO ucnioaHeHusl. [lepByro rpymnmy
KOHTPOJIBHBIX ~ OMNEpallMid  BBINOJHAKT  PYKOBOJWUTEIM  BCEX  paHroB,  BTOPYW -
JIeNIOTIPOU3BOACTBEHHAs CIIy)K0a YUpexXIeHHs C BXOSIIEH B €€ CocTaB CIIy)KOOW KOHTPOJIS
WCITOJIHEHHSL.

OCHOBHBIE 3aJaul KOHTPOJBHOM CIyXOBbl - KOHTpPOJb 33 CPOKAMM MCIIOJHEHUS BXOJSAIIMX,
UCXOJSIIMX U BHYTPEHHHMX JOKYMEHTOB M YCTHBIX YKa3aHUH PYKOBOJCTBa; 00OOIIEHHE TaHHBIX,
IIOJIy4a€MBIX B PE3yJbTaTe€ KOHTPOJIBHOW JEATENbHOCTH, W JIOBEACHHE MX N0 CBEICHUS



PYKOBOJCTBa;  pa3pabOTKa  MPEUIOKEHUH 10  YCKOPEHHMI0 M COBEPLICHCTBOBAHUIO
JIOKYMEHTOOOpAIIeHNUs, YKPETIJICHUIO UCTIOHUTENIBCKOM TUCIMITIMHEL.

3. Baxxnbim ycnoBueM 3¢ GEKTUBHOCTH KOHTPOIIS SIBISIETCS €ro IeHTpanu3anus. KoHTpoibHbIe
omnepanuu CIEAYeT COCPEJOTOYUTh B OJHOM CTPYKTYpHOM TMOApA3JeNeHUH JHOO0 y OJHOTO
corpyauuka. KoHTponpHble (GYHKIUM JOMKHBI OBITh W3MOXKeHb B  MHCTpyKnuu 1o
JIeJIOTIPOU3BOJICTBY; OOSI3aHHOCTH, TMpaBa M OTBETCTBEHHOCTb, CBSI3aHHBIE C KOHTPOJIHHOM
JESITENIbHOCTBIO, - B JIOJDKHOCTHOW MHCTPYKITUH.

4. B yupexxJIeHUd B COOTBETCTBUU C JNEHCTBYIOIIMMH HOPMATHBHBIMHU aKTaMU U YKa3aHHUSIMHU
COCTaBJISIETCSl MEpPEYEHb JIOKYMEHTOB, TMOJJISKAIIUX KOHTPOJIO HCHoidHeHus. Hapsny ¢
JIOKyMEHTaMHU JUPEKTUBHBIX M BBIIIECTOSIIMX OPTaHOB M PACIOPSAUTEIbHBIMU JTOKYMEHTAMHU
CaMoOro YYpeXJCHHS B TIEPEUYCHb BKIIOYAIOTCS BaXKHBIC crenuduueckue JOKYMEHTHI,
CBOMCTBEHHbIE JaHHOU cucteme yrpasieHus. [lepedens pazpabaTbiBacTCs AETONPOU3BOACTBEHHOM
CITy’KOOH YUpeKIIEHHUsI C ydyacTHEM IOpHCTa, BKIIOYaeTcs B VHCTPYKIHIO IO JIEIOMPOU3BOJICTBY
WIH YTBEPKAAETCS PYKOBOJAUTENEM YUPEIKICHHUS.

5. Mudopmanus o pe3yapTaTax KOHTPOJIS HCIIOMHEHUS J0KHA MOCTYNATh TEM PYKOBOJIUTEINSIM,
KOTOpPbIE YCTaHABJIMBAIOT HEOOXOIUMOCTh KOHTPOJI JOKYMEHTOB M CPOKH HMX HMCIOJHEHHUS. DTO
TpeboBaHUE HEOOXOIUMO COOJII0IaTh HE3aBUCHUMO OT MECTa KOHTPOJIbHOM MHCTAHIIUU B CTPYKTYpe
yupexaenusi. Hanpumep, nadopmaiuio 00 MCHOTHEHUH JOKYMEHTOB M IMOPYYEHHUH KOHTPOJIbHAS
rpynma HarpasisieT HEMOCPEICTBEHHO PYKOBOJCTBY YUPEKIAEHUs, XOTs IPYINa MOXET BXOJIUThH B
COCTaB KaHLEJSPUH, a MIOCIIEIHSAS - B COCTaB CEKpeTapuara JaHHOTO YUPEKICHUS.

6. IloBeimeHN0 3(PQGEKTUBHOCTH KOHTPOJS WCIOTHCHHUS WM HCIOJHUTEIBCKOW JTUCIIMILTUHBI
CIOCOOCTBYET TiyOOKO€ W YeTKOe pasJelieHHe TpyJaa B armapare, MPaBWIBHO COCTABJICHHBIC
MOJIOKEHUSI O TOJPA3JACICHUSIX U JOJDKHOCTHBIE WHCTPYKIIMH, O0€CIeUrBaronIue 00O03HAUYCHHE
OTBETCTBEHHOT'O MCTIOJHUTEIS; YETKUE M OJTHO3HAYHbIE (DOPMYITUPOBKH pelIeHUN, PUKCUPYEMBIX B
pE30JIIOLMAX, M CPOKOB HCIOJHEHUS, YCTAHOBJICHHBIX B YUYPEXKICHUU; BBICOKOE KayeCTBO
MOJITOTOBKH JIOKYMEHTOB.

CpOKI/I HUCIIOJIHECHHUA TOKYMCHTOB OIIPCACIIAIOTCA CIICAYIOIIUM 06p330MZ

1. Ecom B JOKYMCHTC M PC30JIOLUMKU HC YKa3aHbl CPOKH, TO CPOK HUCIIOJIHCHUA OOKYMCHTA - 1
MCCAL] CO JHA MOCTYIJICHUA JOKYMCHTA B OpTraHU3alnIo.

2. Ecniu B JOKyMEHTE yKa3aH CPOK MpeICTaBIeHUs HHPOPMAIIUH, TO TIPU KOHTPOJIC YUUTHIBACTCS
3ToT cpok. Hampumep, mucbmo MunucrepctBa oOpa3oBaHuss PP mocTynmuio B OpraHU3aluio
20.01.2000, HO B mmchMe YyKa3aHO: npeacTtaBuTh HHPopmanuio 15.03.2000, 3HA4MT, CpPOK
ucnoiienud - 1 Mecsr 15 nHeit.

3. B pe3omroruu ykazaH CpoK UCTIOJIHeHUs. Hanpumep.

I'.B."BaHOBYy

Jatb uHopmanmio B TeUeHUE TpEX JHEM.
Tloonucs pyxosooumers

[ara

Ha KOHTPOJIBHBIC JOKYMCHTBI BCACTCA KAapTOTCKA IO CPOKaM MW HCIIOJTHUTCIIAM. CHuMaroTcs ¢
KOHTPOJIA TOJBKO HCIIOJIHCHHBIC NOKYMCHTHI. HpO,Z[J'II/ITL CPOK HCIIOJIHCHUA AOKYMCHTOB MOI'YT
TOJIBKO PYKOBOAWUTCIIM, HANHWCABIIHUEC PE30JIIOOUI0 IO HWCIOJHCHUIO JOKYMCHTA. B cj1ydac
HCUCIIOJIHCHUA JOKYMCHTA B TCUCHHC OJHOI'O-ABYX MCCALCB PYKOBOAUTCIIIO HaCTCA IIPpaBO
MMOCTAaBUTh JOKYMCHT Ha I[OHOJIHI/ITGJII:HHﬁ KOHTPOJIb.

Cornacio I'OCT P 6.30-97 Ha Bcex NOKyMEHTax, MOJUIEKAIIMX KOHTPOJIO, MPOCTABIIAETCS
mtamn "KonTposs" unu Ha neBoMm noJie - 3Hak koHTpoJia "K". KapTouky B KOHTPOJIbHOM KapTOTEKE
U B COOTBETCTBYIOUIEM pa3jielie CIPABOYHOW KAapTOTEKH HYMEPYIOT M0 CPOKaM WCIIOJHEHUS U



pacmnojiararorcda 1no aataM HUCIOJHCHUSA JOKYMCHTOB, T.C. KAXKIOMY IHIO MCIIOJIHCHHA (B npeaciax
MeCHI_Ia) COOTBCTCTBYCT sTUeHKa KapTOTCKHU. CpOK HUCIIOJIHCHHUA OTMCUYACTCA II0 KaneHz[apHoﬁ
aIKaje.

KoHTponbHYI0 KapTOTeKy Ienecoodpa3Ho pasfaenuth Ha 33 sueiiku (pyOpukw): 31 sdelika
COOTBETCTBYET MAaKCHUMAaJlbHOMY YHCIY JHEH B Mecsue; B 32-if syeilke pa3MemniaroT KapTOuKd Ha
JIOKYMEHTBI, CPOK MCIIOJIHEHUSI KOTOPBIX HACTYIUT B CIEAYIOLIEM Mecslle; B 33-i

sTYCHKE - KapTO4YKH, COOTBCTCTBYIOINHUE HC HCIIOJIHCHHBIM B CPOK AJOKYMCHTAM, HOBBIC CPOKHU
HUCIIOJIHCHHUA KOTOPBIX IIO TEM HWJIM MHBIM IIpUYWHAM CBOCBPEMCHHO HE YCTAHOBJICHLI. VkazaHHBIN
MOPAAOK PasMCUICHHUA KAPTOUCK B KAPTOTCKE MCIIOJIB3YCTCA B OOJIBITMHCTBE y‘IpC)Kl[GHI/If/'I, XOTA U
HC ABJIACTCA CAMHCTBCHHO BO3MOXXHBIM HMJIN 0053aTeNIbHBIM.

Jluio, ocyuecTBIAIONIEE KOHTPOJIb, €XKEIHEBHO MPOCMATPUBACT KapTOUKH, HAXOASIIUECs B
COOTBETCTBYIOLLIEM pazjiene KapToTeku. KapTouku HCIOJHEHHBIX JOKYMEHTOB IEPEMELIAIOT B
COOTBETCTBYIOILIYI0 KapToTeKy. OO0 HCTEeUeHHMM CpoKa HCIOJHEHHUs] OCTaJbHBIX JOKYMEHTOB
UCTIOJIHUTENIEH OMOBemaloT 1o TenedoHy. B KOHIE JTHS COOTBETCTBYIOIIME HE HCIIOJHEHHBIM
JIOKYMEHTaM KapTOUYKHU MEepeMEeLIaloT B siU€HKH, COOTBETCTBYIOIIME HOBBIM JIaTaM UX HCIIOJIHEHMS,
WIM pa3MeliaioT B siuelike "J[OKyMEeHTBI, HE UCIIOJIHEHHBIE B CPOK'.

COOTBETCTBYIOIINE UCTIOJTHEHHBIM JIOKYMEHTaM KapTOUYKU MU3BJICKAIOT U3 KOHTPOJBHBIX KaPTOTEK
U TIOMEIIAIOT B €IWHYI0 KapTOTEKy HCIIOJHEHHBIX JOKYMEHTOB, CHCTEMAaTH3WPOBAHHYIO TIO
MPEAMETHO-BOIIPOCHOMY  MPHU3HAKY, WHOTJAa IO CTPYKTYPHOMY, WM 10 HCIOJHHUTEISAM.
HanmeHnoBaHus pyOpHMK Takoi KapTOTEKHM COOTBETCTBYIOT MpeaMeraM (BOmpocaM) ACATEIbHOCTH
OpraHW3alli¥, Ha3BaHWSIM CTPYKTYPHBIX TOApa3JAeNeHU wWid (aMUINsIM  OTBETCTBEHHBIX
HCITOJIHUTEJICH.

B yupexxaeHusax 1mo JaHHBIM KapToyekK, XpaHsmuxcs B siuelike "JlOKyMeHThI, He UCIIOJHEHHBIE B
cpok", nepuoandecku (1-2 pasa B HeAeN0 WM JEKaAy) 3alOJHSIOT NEPEYHH HE MCIOJIHEHHBIX B
CPOK JIOKYMEHTOB, HAlpaBJIIOT UX B CTPYKTYpHbIE MHOJpPA3JEIICHUS] M IOCJE 3alOJIHEHHUsS Tam
COOTBETCTBYIOUINX I'pad) BO3BPAIIAIOT B KOHTPOJIBHYIO CIyX0y. B HEKOTOPBIX ClTy4yasiX CBEJCHUS O
JIOKYMEHTaX, HE HCIOJHEHHBIX B CPOK, MOTYT IepeJaBaTbCs HEMOCPEACTBEHHO DPYKOBOJCTBY
yupexaeHus. Pemenns pykoBoIuTens 3anuchiBatoT B rpade "[Ipumedanue".

ExenqHeBHO cimy»0aMu JI€JIOMPOM3BOJICTBA COCTABISIETCA CIpaBKa O paboTe ¢ JAOKYMEHTaMH
creayromnen (opMsl:

CrpaBka o0 paboTe ¢ TIOKyMEHTaMu

Haumenosanue opeaHuszayuu

O COCTOSTHUIO Ha 2000 T.
Bcero W3 Hux B ToMm uncne
Bcero Haxonsarcs Bcero
nocTtaBjeHo | UcnomHeno Bru.c Ha momonau-

Tepeaano Ha C HapymeHneM OTITPaBIICHO
Ha C Hayanma | HapyIIeHHEeM TEJIHHOM

JIOKYMEHTOB HMCIIOJTHEHUH cpoka JOKYMEHTOB
KOHTPOJIb roja Cpoka KOHTpOJIE




[TpuBenem npumep COCTaBICHUS TaKON CIIPABKU MOAPA3/IEIEHUEM CITyXKObI JET0ONPOU3BOICTBA:

W3 aux B tom uncie
Bcero Bcero Haxopgsarcs Ha Bceero
Hcmonneno Bru.c C
repesano IIOCTaBJIEHO Ha JIOTIOJIHU- OTIIPaBICHO
C Hayanma | HapyIICHHEM HapyIIeHHEM
JOKYMEHTOB | Ha KOHTPOIb HCIOJIHEHUH TEJIHHOM JIOKYMEHTOB
rozaa cpoka cpoka
KOHTpOJIE
Otnen
npodeccuo-
HaJIbHOM
MMOJArOTOBKH
100 50 10 5 40 10 5 25
Otnen
BOCIIUTA-
TeJIbHOM
paboThl
200 100 50 1 50 - 10 150
Ortnen
pPa3BUTHS
150 100 50 10 50 5 10 100

[To naHHOMY OTYeTy City’k0a JOKYMEHTAallMOHHOTO OOECIEUEHHUsI YNPABICHUS MOXET MPOCIEAUTD,
Kak pa0oTaeT ¢ JOKYMEHTaMHU KaXJ0€ CTPYKTypHOe moppaszzaeneHue. M korma pykoBOAMTENIO
TPYAHO OMNpEAETUTh BKJIaJ KOHKPETHBIX PAaOOTHMKOB B pPEIIEHUE OOIIMX BOIMPOCOB, OH MOXKET
IIOCMOTPETh KayecTBO paboThl C JOKYMEHTAMH, UCHOIHUTENbCKYIO AUCHUILUIMHY. Takue cBeaeHus
MIOMOTat0T PYKOBOJIUTEIIO MPUHATH MPABUIIbHBIE PELLIEHUS 10 OLIEHKE TPy/Ja paOOTHUKOB.

[puio:xxkenus



IIpuioxenne 2.1

PeruchauvaHaﬂ KapToika nocTynammeﬁ KOPPCHCIOHACHIINHN

JHata Ot Koro KoanuectBo | JlaTta u ucxoasmiuii
PErUCTpaLUK M| TOCTYIHII JUCTOB U | HOMEP MOJYYEHHOTO
BXOIAIIUN JIOKYMEHT | 9K3EMIUISIPOB JIOKyMEHTA
HOMEp

Kpatkoe conepxaHue 10KyMeHTa

KTo nanmpaBui n1okyMeHT. Pe3osonus

O0opoTHas cTopoHa

Mara nepenaun |  Komy Pacniucka | Jlara Bo3Bpara, Howmep nena,
Ha MCIIOJHEHHE |HAIIPABIICH | B MIOJy4YE€HUHU pacnucka B KOTOPOM
JOKYMEHT MIPUHABILIETO | XPAHUTCS JOKYMEHT,
JOKYMEHT WIM OTMETKA
00 YHUYTOKCHUH

OtMmeTKa o KOHTPOJIC 1 UCITOJIHCHHUHN

KOF}Ia N KEM TOKYMCHT CHAT C KOHTPOJIA

Ipuioxenne 2.2

PerncrpannonHasi KapTouKa OTHPaBJIsieMOil KOPPeCNOHACHIMHU

JlaTa ¥ OpsAKOBBIN KonungectBo Komy Pacnincka B
PErucTpalMOHHBIA HOMED JUCTOB U | HAIIPABIICH MIOJIYYCHUH WIH
HK3EMILLIPOB | TOKYMEHT | HOMEp peecTpa, Aara

Kpatkoe coneprxkanne 1oKymeHTa

Kem moamucan qokymeHT

O6opoTHas cTopoHa

Bxopsanmit Homep Howmep nena, B koTopoe OtmeTKa 0
UCIIOJTHEHHOTO IIOMeEIEHA KOMHs JOKYMEHTA, IIOJIyYEHHOM OTBETE,
JIOKyMEHTA ¥ HOMEpa JIMCTOB Jara

IIpuioxenne 2.3




CrnpaBka o paboTe ¢ JOKyMEHTaMu B

Haumenosanue
opcanuzayuu
10 COCTOSIHHIO Ha 2000 r.
W3 aux B tom uncie
Bcero Bcero Haxonsgrcs Ha Bcero
Hcnonneno Btu. c C
nepeiaHo [IOCTABJIEHO Ha JIOTIOJIHU- | OTIPaBIICHO
C Havajia | HapyIIeHUEM HapyIIeHuEM
[[OKyMeHTOB Ha KOHTpOJ'II) HUCIIOJIHCHUHN TCJIBHOM [[OKyMeHTOB
roaa Cpoka CpoKa
KOHTPOJIE

Tema 4. Jle10npon3BoACTBO M0 JUYHOMY COCTABY




PacniopsigutenbHas 1eAT€IbHOCTh OPTaHOB YIPABIICHUs BKIKOYACT TAK)KE PEIICHHUE BOIIPOCOB
noxbopa W paccTaHOBKU KaJpOB, MpUeMa IpaXKAaH Ha paboTy, MepeBoja Ha JpYyryro padory u
yBOJIbHEHHUE. JJOKyMEHTBI, CO3/laBaeMble TP OPOPMIICHUN MPHEMa, YBOJBHEHHS M TEPEMEIICHNUS
COTPYIHHMKOB, TPEJOCTABICHHUS OTIYCKa, IOOIIPEHHUs], COCTaBIAIOT TPYIIy TOKYMEHTOB IO
JUYHOMY COCTaBy. DTO - MPHUKa3bl MO JUYHOMY COCTaBY, 3asBJICHUS, XapaKTEPUCTUKU, TPYJOBBIE
KHV)KKH, JIMYHBIE KAPTOUKH, & TAK)KE BCE JJOKYMEHTBI, BXOJAIIUE B JTUYHOE JEIO.

3HayeHue KaJpoBBIX TOKYMEHTOB ONpPENENsIeTCs TeM, YTO B HUX (DPUKCUPYIOTCS CBEICHMS,
HEOOXOIUMBIE [UI1 OCYILECTBJICHUS TpakJaHaMU IIpaBa Ha TpPyHd, OOpa3oBaHUE, MEHCHOHHOE
o0ecrieyeHue u T.1.

K coxanenuto, B mocieaHee BpeMs COXPAaHHOCTH JOKYMEHTOB IO JIMYHOMY COCTaBy
YAENIAETCsT HEAOCTaTOYHOE BHUMaHWe. AHanu3, NpOBEACHHBIM KoMHTETOM TrocyaapcTBEHHOU
apXuBHOU ciry>kO0b1 HoBocuOMpcKko# oOmactu, mokasai, 4yto u3 1458 mpoBepeHHBIX NPEaNpUsATHN
TosibKO 20% HMMEIOT crenuaibHOe MOMEIIEHUE IJisi XpaHEeHUs TakuX JOKYMeHTOB. Kak mpaswuiio,
JOKYMEHTBI PAacCpeOTOYEHBI IO CTosIaM, IKadam, MOACOOHBIM ITOMELIEHHSM, HaXOAATCS B
0ecx03HOM cocTOsiHUU. IIpu 3TOM OTBETCTBEHHBIE 3a JAaHHYIO PA0OTy JIMIIAa 4acTO MEHSIOTCS.
Tonpko B 30 opraHu3anmsx €CTh IITATHBIE EAVMHUILIBI, OTBEYAIOIINE 32 COXPAHHOCTD JOKYMEHTOB I10
Ju4HOMY cocTaBy, a B 300 - He Ha3HaueHbl Jake OTBETCTBEHHbIE. B pesynbrare B Kaxaoi
YeTBEPTOM M3 MPOBEPEHHBIX OpraHu3alMii oOHapy)XeHa 4YacTM4YHas WM T[IOJIHAs yTpara
nokymeHToB. [IpoBepka 20 yxe mpuBaTH3UPOBAHHBIX NpeanpusTuii HoBocubupcka mokasana, uyto
OHH IPAKTUYECKU OCTAINCH 0€3 apXuBa.

Pacnopsikenunem IIpaButennctBa Poccuiickoit ®@enepanun ot 23.04.1992 r. N 381-p u
noctaHoByieHrneM AnmuHucTpannn HoBocubupckoit obmactu ot 20.05.1992 r. N 206 opranam
WCIIOTHUTENbHOM BIIACTM Ha MecTax ObLIO PEKOMEHJIOBAHO PACcCMOTPETh BOMPOCHI O CO3/IaHUU
apXMBOB JIJII XpPAHEHHS] U HUCIOJIb30BAHUS JIOKYMEHTOB IO JIMYHOMY COCTaBY W BBIJICJICHUU MJIS
ATUX 1eJel COOTBETCTBYIOIIMX MOMEUICHHUM, INTAaTHBIX EAMHULl U (OHOA OIIaThl Tpyaa
pabotHuKoB. [IpuHATO Takke mocTaHOBIeHUE aaMuHUCTparmu oomacty ot 02.08.1992 r. N 183 "O
CO3/IaHUU B TOPOJaxX U paiioHax 00JacTH apXUBOB MO JTUYHOMY COCTaBY'.

PaboTHHKH, OTBeYaroMIKe 3a JeIONPOU3BOICTBO O JINYHOMY COCTaBY, 0053aTEIBHO JTOJKHEI
3Hath Kognekc 3akoHoB o Tpyae (K30T) P®. Ha ocHoBanuu crareir Kogexca Ha mpeanpustuu
JIOJDKEH OBITh YCTAHOBJIGH CIUHBIA TOPSIOK OQOpPMIICHHs MpHeMa, YBOJIBHEHUS W TEepeBoja
COTPYAHHUKOB (CM. Ipuiiok. 4.1-4.3).

K moxyMeHTaM 1o TUIHOMY COCTaBY OTHOCSITCSI:

- 3asBJICHHS O TIpUEMe, YBOJIBHCHUH, TIEPEBOJIC, TPYAOBBIE KOHTPAKTHI,

- MPUKa3bI IO JUYHOMY COCTaBY (0 pUeMe, YBOIbHCHHH, TIEPEBO/IE);

- TPYJOBBIC KHIKKH;

- TUYHBIE JIeTIa;

- TUYHBIE KapTO4YKU popMbl T-2;

- TUTEBBIC CYETA IO 3apadOTHOM IIaTe.

3asnenenue. Ilpu mocTymieHUH Ha PabOTy TpaxkJaHE MMOJAIOT MHUCHMEHHOE 3asBIICHHUE, B
KOTOPOM H3JIaraloT Npoch0y O 3aUUCICHHHM Ha TPEANPHATHE, B OPraHU3AIUI0, YYPESKICHHE,

yKa3bIBasi CBOIO TMpodeccuro, KBaTU(UKAINIO, CHEIHaTbHOCTh, JOJDKHOCTh. B Hactosimee Bpems
OCHOBaHMEM JIJIs IpHeMa Ha padoTy sIBJIETCS elle U KOHTPAKT.



3asBNeHHE O MpHeMe Ha paboTy COCTaBISIETCS B MPOM3BOJBHON (hopMe, MHUIIETCS OT PYKH.

[Tucats ero pekomenayetcs Ha Oymare ¢popmata A4 - hopmar IUCTOB JOKYMEHTOB JMUYHOTO JIENa,
B KOTOpPOE MOJIIMBAETCS ¥ 3asBIICHHE O ITpHeMe Ha padoTy.

B 3asBiieHNN HE PUHATO YHOTPEOJIATh apXau3Mbl M KaHIEIApU3MbI ('BechMa yoenuTensHo",
"3apaHee nMpu3HaTeNeH", "Mpolry He 0TKa3aTh" U T.I1.).

Jlnsa 3asBiieHus 0 MpueMe Ha padoTy XapaKTEpHBI CIEAYIOIIUE PEeKBU3UTHI: ajpecaTr (KoMy
ajzipecyercs 3asBJICHUE), 3asBUTENIb, HAUMEHOBAaHUE BHUJA JOKYMEHTA (3asBJIEHUE), TEKCT, OJIUCH,
JlaTa COCTaBJICHUS.

3asgBeHHE MOKET BBIINIAACTD CIICAYIOIIUM O6p330M:

OAO "Craitnuar" Hupektopy
N.N.IlerpoBy

3ASBJIIEHUE

18.06.2000

[Ipoury npuHSTH Ha pabOTy CTAPIIMM HUHKEHEPOM.

JIuunas noonuce I'.B.CBupuos

3asgBneHne o mpueMe Ha padoTy MOCiIe €ro pacCMOTPEHHs, a TaKXKe O3HAKOMIICHHS C
OCTaJbHBIMU HEOOXOJWMBIMH JOKYMEHTAMH, SIBISIETCS OCHOBAaHHMEM JJIsl W3JaHUS MpHKa3za o
npuemMe Ha paboTy. B ciaydae mpHHATHS OTPHLATEIBHOTO PEIICHUS 3asBUTENI0 COOOINAIOT O HEM
YCTHO WJIA MUCHMOM (I10 YKa3aHHOMY B 3asIBJICHUU aJIPECy).

3asiBIIeHHE O MEPEeBO/JIE Ha JIPYTYIO TOJKHOCTH OPOPMIISIETCS CIEIYIOIIMM 00pa3oM:

Haumenosanue cmpykmyprnozo Aopecam
noopa3zoeneHus Pezonoyus
3ASABJIEHUE

01.02.2000

[Ipomy nepeBecTr MEHS Ha TOKHOCTh

Haumenosanue oonsxcrnocmu

Haumenosanue cmpykmypHo2o noopasoeneHusi

B CBA3HU C

Ipuyuna nepesooa

[Toanuce paboTHUKA Pacmm¢poBka noanucu



Takoe 3asiBIIieHHE MOXET OBbITh HAalMCAaHO Ha 0OmIeM OJaHKe WM Ha CTaHIAPTHOM JIUCTE
oymaru c¢dopmara AS. B ampecare 3asBieHHs O TEpeBOAE Ha APYTyKO JIOJDKHOCTH 3asSBUTENb
YKa3bIBaeT 3aHUMAEMYIO UM JOJIKHOCTbD.

3asiBiecHHE O TPEAOCTABICHHHM OTIMYCKa HA KPYIMHBIX TPEANpPUATHAX odopmiisseTcs Ha
TpadapeTHOM OJIaHKE, BBITIOJITHEHHOM THITOTPa(CKUM criocoOoM (cM. mpuiiok. 4.4), a B HEOOIBITHX
OpraHu3aIMsIX COCTABIIACTCS, HAIIPUMED, CIEAYIOINUM 00pa3oM:

Hupekropy npennpusarus "Anpon"
H.1.KpsuioBy

3ASBJIEHUE
10.05.2000

[Ipomy npenoctaButh ouepeaHoit ormyck ¢ 12.05.2000.

Havanpauk nexa Tloonuce I1.C.®OunumonoB

Takue BuUABI 3asBJICHUM, KaK 3asdBJICHHE O TMPEAOCTABICHWU YYEOHOrO OTIYCKa, IO
OepeMEeHHOCTH U POoAaM U T.I., JOJDKHBI CO/IEPKAaTh B TEKCTE yKa3aHUE Ha HAMYHE HEOOXOIMMBIX
JIOKyMEHTOB (OOJIBHHYHOTO JINCTA, CIIPABKH ¢ MECTa y4eObl U T.I1.), 0€3 KOTOPBIX PEHICHHE BOIPOCa
0 TPEIOCTaBJICHUHM OTIyCKa HEBO3MOXHO. B 3THX cly4asX COOTBETCTBYIOIIME JOKYMEHTHI
MIPEJICTaBIISIFOTCS HA pACCMOTPEHHE BMECTE C 3asIBJICHUEM.

[Ipuem Ha pabotTy, mepemelieHue MO Ciyx0e, YBOJbHEHHE, NPEJOCTaBICHHE OTIYCKOB,
OOBsSIBJIIEHUE TOOIIPEHUH, NMPUMEHEHHUE Mep BO3ACHUCTBUS K HAPYIIUTENSAM JAUCLUIUIMHBI U T.IL
OoQOpPMIISIOTCST TPUKa3aMH 10 JIMYHOMY COCTaBy. Ha KpymHBIX MpEeanpusTHSIX OTH XKe
IIPABOOTHOUICHHUsSI MHOTAA PETYJIUPYIOTCS IPUEMHBIMM, YBOJIBHUTEIbHBIMU, IEPEBOJHBIMU U
OTITyCKHBIMH 3allUCKaMH. BcTpedaeTcss W cmemaHHas ¢opma, KOTrja IMpHEeM, MEepeMeNIeHUuEe WU
YBOJIBHEHUE PYKOBOJSIIEIO COCTaBa U HWH)KEHEPHO-TEXHHYECKOIo MepcoHana o(opMIISIOTCs
NpUKa3aMu, a pabouuX MacCOBBIX MPO(ECCHii - 3aIMCKaMH.

OdopMIsIoT TIpHUKa3el M0 JMYHOMY COCTaBYy Ha oOmmx OjaHkax. B 3arosioBke K TEKCTy
takoro mnpukaza numyt: "O mnpueme Ha paboty”, "O mnepeBoge Ha napyryto paboty", "OO
yBosbHeHuH", "O npenoctaBnennn otmycka', "O noompenun", "O Hapymenun", "O HalloXeHUU
aJIMUHUCTPATUBHOTO B3bICKAHUA" U T.II.

B mpukazax mo IHWYHOMY COCTaBy KOHCTaTHPYIOIIas dYacTb MOXET OTCYTCTBOBATh.
PacniopsiautenbHas 4acTe OENUTCS HAa MyHKTHl. KaXIplii MyHKT MpUKa3a MO JUYHOMY COCTaBY
HaYMHaCTCSA IJ1arojioMm, 0003HAYAIOIIUM JIEHCTBUE: HA3SHAYUNTD, ITEPEBECTN,
I[MTPEAOCTABUTDb, OFBbABUTH BIATOAAPHOCTHL, OCBOBOJIWUTb u T.1. DTH riarosl
MeYyaTaT MPONMUCHBIMH OykBaMu oOT 0-ro monoxeHus Ttalynstopa. OT 1-ro momokeHus
Ta0ynaTopa HAaYMHAIOT TI€YaTaTh COJACPKAHUE TEKCTa PaCHOpPSAUTENbHON vacTtu. DaMuinio
MeYaTarT MOJHOCThIO MPOMHUCHBIMU OyKBaMH, a UMS U OTYECTBO - CTPOYHBIMH, 3aTEM YKa3bIBAIOT
JIOJKHOCTh, CTPYKTYPHOE TMOpa3eiieHue, CoAepKaHue NEeHCTBUS B OTHOIICHHUH JIUIA, O KOTOPOM
uznaetcs npukas. Kpome Toro, B myHKTe IpHKa3a O Ha3HAUYCHWU Ha JOJKHOCTh YKa3bIBAaIOT, Ha
KaKyl0 JIOJDKHOCTh, C KaKOW JaThl M C KaKUM OKJIAJOM MPUHHUMAETCS COTPYAHHK. B mpukasze o
MPEIOCTaBICHUHU OTIYCKA YKa3bIBAIOT BHUJ OTIYCKa, KOJIMUYECTBO MPEIOCTABISEMBIX pab0UnX JHEH
Y JaThl HaYaJIa ¥ OKOHYaHUs OTITyCKa.



[IpuBenem npumep opopmIiIeHUs MTpHUKa3a:

3A0 "Psbuna"
[TPUKA3
12.04.2000 N 36-k
r. HoBocuOupck

O npueme Ha paboty
I'puropsesoii B.1.

I'PUI'OPBEBY Banentuny lBaHOBHY NpHUHATH cTapiiuM d3koHOMHCTOM ¢ 14.04.2000 ¢
OKJIaJIOM COTJIACHO ITAaTHOMY PAaCHHCAHHMIO.

OcHOBaHUE: KOHTPAKT.

JupexTop Ioonuce H.U.ITerpos

Buszwi ona donscnocmuvix auy
Busa o3naxomnenus nocmynaiouiezo na pabomy

Tpyoosaa knuxcka. TpynoBas NesTENbHOCTh TPaXkIaH (PUKCHUpPYETCS B TPYAOBBIX KHUXKKaX,
KOTOpBIE BEYTCS Ha BCEX MPEANPUATHIX HE3aBUCUMO OT (pOPMbI COOCTBEHHOCTH.

TpynoBass KHHKKa OTHOCHTCS K YHCIY OCHOBHBIX JOKYMEHTOB, MOJATBEPKIAIOIIMX OOLIMA,
HENpPEephIBHBIA U cnenuanbHblii ctax padotsl (cT. 39 K30T P®). 3akoHom 3ampemiaercss UMETh
HECKOJIBKO TPYAOBBIX KHIKEK.

[Tpu npueme Ha paboTy TPYAOBYIO KHIIKKY MPEJICTABISAIOT JIUIY, BEIyLIEMY JOKYMEHTAIIHIO
0 TEPCOHATY MPEIIPUSITHS.

Ha pabGotHuka, noctynaromiero Ha paboTy BIEpBbIE, 3aBOJUTCS TPYAOBasl KHUXKKA, KOTOpas
3alloJIHAETCS B €ro NMPHUCYTCTBUU HE IMO3JHEE HENENbHOrO0 CpOoKa MOocjie MpHeMa ero Ha padoTy.
3anucu B TPYAOBOM KHH)KKE TMPOM3BOAATCS HA OCHOBAaHMM Iacropra M JIOKYMEHTOB,
MOJTBEPKIAIOIIUX 00pa3oBaHKe U MPO(ECCHIO.

Ha tutynpHOM JMCTE TPYAOBOM KHIDKKH YKa3bIBAIOTCS (aMUIIHS, UMS M OTYECTBO PabOTHHKA
MOJIHOCTHIO, 0e3 cokpaieHus. Jlata poxaeHus B TPYJOBOW KHIIKKE JIOJDKHA COJEpPXKaTh YUCIIO,
MeCSI ¥ TOJI.

Ceenenusi 00 00pazoBaHuu (CpelnHee, CpeiHee CIeNruaIbHOe WK BBICIIEE) U CIICIUATBHOCTH
WM poeCcCr YKa3bIBAIOTCS Ha OCHOBAHHWH JJOKYMEHTOB: aTT€CTATOB, IUIJIOMOB, CEPTHU(HHUKATOB,
CHpaBoK (eciu 00pa3oBaHNE HE3aKOHUEHHOE BBHICIIIEE).



OdopmiteHre TUTYIBHOTO JTUCTA BRITJIAIUT CIETYIONIM 00pa3oM:

TPYJOBAS KHNXKKA
Ne
Damuins NBaHoBa
Nwms Ceetrnana
OTtyecTBO CemeHOBHA
JlaTa poxxneHus 12 masg 1971 1.
Oo6pazoBanue Bricmiee
[Tpodeccus, cnenuaibHOCTh Menemxep
JlaTa 3anonHeHus 7 oxTsi0ps 1998 1.
IToamuce BHanenpa KHUKKU HBanosa
M.IL Ilognuce sMna, OTBETCTBEHHOIO 3a  BbLAAYY

TPYJAOBBIX KHIKEK ITerpoBa

(pazbopurBoO)

Ha TUTYJIBHOM JIUCTEC 0013aTEJIbHO CTABUTCS IMOAIKUCH JIMIA, BBIAABIICTO TPYAOBYIHO KHHXKKY,
" 11e4aThb NpeanpuaTus, rac oHa ObliIa BIICPBBIC 3aITI0JIHCHA.

3anuchk Ha MOCIEAYIOMINX CTPAHUIAX TPYAOBOW KHUKKM HAYMHAETCSl ¢ MMOCTAHOBKH IITamIa
MPEANPUATHS WM HAITUCAHUS OT PYKH HauMeHoBaHus nipeanpustus. Hanpumep: OAO "OpOuta".
Eciu nmpennpusitTue HM3MEHMIO CBO€ Ha3BaHUE, TO JEJNAETCS 3alUCh OTAEIBHOM CTPOKOH.
Hanpumep: AO "T'E3" ¢ 01.01.1999 nepenmenoBano B 3A0 "I'E3 u Co". B rpade 1 npocraBnsercs
MOPSITKOBBIN HOMED 3amucH, B rpade 2 - nata npuema (09.10.1994), B rpade 3 - ykazanue neicTBus
U JIOJDKHOCTh (IpUHATAa Ha JIOJDKHOCTH MEHEKEpa; YBOJEHAa IO COOCTBEHHOMY >KEJIaHHIO;

nepeBeieHa Ha JIOJDKHOCTh HadajdbHUKA OTAena), B rpade 4 - ocHoBanue (mpuka3 ot 07.10.1999 N
12-k).

Bce 3anucu npous3sBOIATCS B TOUHOM COOTBETCTBMM C IPUKA30M O NpHUEME, MEPEeBOJE WM
YBOJBHEHUHU aKKypaTHO, 0€3 3auepKHBaHUN U TIOMapoK. Eciau Bce e BO3HHMKAET HEOOXOIUMOCTh
UCIIPaBJIEHU, TO OHU OTOBAPUBAIOTCS U 3aBEPAIOTCS NOJMMUCHIO JOKHOCTHOIO JIMLA U [1€YaThIO.



[Ipumep 3aronHEeHUs TPYAOBOW KHUKKH:

CBEJEHUSA O PABOTE
CseneHus o mpueMe Ha
paboty, o nepeBosiax Ha | Ha ocHoBaHuu yero
Hara Ipyryto paboty u 00 BHECEHA 3aIUCh
N samcn YBOJIBHEHUH (C (IoKyMeHT, ero gara
yKa3aHHUEM MPUYUH U CO 1 HOMED)
CCBUIKOM Ha CTaThlo,
YHCII0 Mecs1] roj
MYHKT 3aKOHA)
1 2 3 4
OAO "Opobura"
1 09 10 1994 [Ipunsra va nomxuocts | [Ipukasz ot 07.10.94 N
MEHEHKEPa B OTACI 12-x
MapKeTHHTa
2 03 03 1995 ITepeBenena na IIpukas ot 01.03.95 N
JIOJDKHOCTh HAYaJIbHUKA | 8-K
OTJIeJIa MapKeTHHTa
3 07 09 1999 YBoseHa no [Tpuka3 ot 05.09.99 N
COOCTBEHHOMY 8-k
’)kenaHuto, cT. 31 K30T
P®
NHcnekTop 1o nepcoHaty Iloonucw N.N.Ilerposa
[Teuats

B 3anmcu 00 yBoibHEHHMH yKasbiBaeTcs cooTBeTcTBytomias ctathsi K30T PD (Hanpumep,
"VBoseH no co0cTBeHHOMY >kellanuto, ¢T. 31 K30T P®"), ctaBuTCs moAnuch JOJKHOCTHOTO JIUIA
U TIe4aTh QUPMBI.

C KaX10¥ 3aMKChIO B TPYIOBOM KHIDKKE HEOOXO0IMMO O3HAKOMHTH €€ BJIAJICIIbIIA.

B Tom ciydae, ecnu B TpyZI0BO# KHIDKKE HE OCTaeTCsl MecTa Jjisl 3amuceit B rpade "CBeaeHus
0 paboTe", 3aBOAUTCS BKJIAJIBIII K HEH.

[Ipu yBOoNbHEHUH TPYAOBas KHIDKKA BBIJACTCS PaOOTHHUKY B AeHb yBoiabHeHHS (cT. 39 K30T
POD).

C nmenpto oOecriedeHHs] COXPAHHOCTH TPYIOBBbIE KHWKKM XpaHiITcs B ceildax.
HeBoctpeboBaHHbBIE TPYIOBBIE KHM)KKH XpaHATCS 10 BOocTpeOoBanus He meHee 50 ser (cr. 524
"[TepeuyHst JOKyMEHTOB C YKa3aHHEM CPOKOB XpaHECHHS").

JIuunsvie kapmouxku. OCHOBHBIM JIOKyMEHTOM II0 YYETY TEpPCOHANIA MPEANPUSATHUS SBISCTCS
nudHas kaprouka Gopmsel T-2, KoTOpas 3aBOAWTCS HA BCEX PaOOTHUKOB MPEANPUSTHS, TPUHATHIX
Ha MTOCTOSIHHYIO WJIM BPEMEHHYIO pa0boTy (CM. IpHIIOK. 4.5).

Bce 3anmcu B KapToykax JieiarOTCsl Ha OCHOBAaHUM JIOKYMEHTOB, IPEIOCTABIIEHHBIX
paborHukoMm. Ha ocHoBanuu macmopra B pasaene 1 "OOmme cBeieHus" yKas3bIBalOTCS (haMUIHS,
UMs1, OTYECTBO, T'OJ1 M MECAIl POXKACHUS, HOMEp, CepHsl MMacropTa, KOrjaa U K€M BbIJaH, JOMAIIHUI
anpec. [lanapie 00 001IeM M HEMPEPHIBHOM CTa)ke paboThI, a TAKXKe O MEePEeMEUICHUAX COTPYAHUKA
YKa3bIBAIOT HA OCHOBAHUU 3alKcell B TpynoBou kHMxKe. s 3anonHenus pasaena 11 "Ceenenus o
BOMHCKOM ydeTe" JaHHble OepyTcsl M3 BOGHHOTO Ouiera pabOTHHKA.

B HOBOM BapumaHTe JMYHON KapTOYKU MCKIIOYEHBI YCTAPEBILIUE MO3UIMH (HAIIMOHAIBLHOCTD,
napTuitHocTh, wieHCTBO B BJIKCM u npodcorose).



B o00s13aTelbHOM TIOPSIKE TPOCTABIISICTCS JaTa 3allOJIHCHUs JHUYHOW KApTOYKH W JIMYHAsS
MOJMUCH PAOOTHHKA.

Ha oGopoTHoii cTopoHe kapTouku cojaepxatcs pasnaensl [ "Haznauenus u nepemernieHus ",
IV - "Ornycka", V - "Jlononunutenshble cBeaenusa" u IV - "Jlata u npuunnHa yBosnbHeHus". B
pasznene "JlomoJgHWUTENbHBIE CBEACHMA'" 3alUCHIBAIOTCS JAaHHBIE O TOBBIMICHUH KBaJIM(UKAILIH,
3HaHUU MHOCTPAHHOTO S3bIKa, BTOPOM CIIEUAIbHOCTH, UHBAJIMAHOCTH U T.II.

HaunbGonee BaxxHbIMU sIBIIsIFOTCS pasnensl "Hasnauenus u nepemenienus” u "Jlara u npuunHa
yBOJIbHEHU:". 3alKUCH B 3TUX pazjeiaX JOJKHbI COAEPIKaTh CCHUIKM Ha JaThl U HOMEpa MPHUKa30B O
Ha3HAYeHUM, [EpEMEIIEHNN WM YyBOJbHEHUM paboTHMka. B pasgene "Hasznauenuss u
nepeMeIeHus" B KOHIE KaXIOW 3alMCU J0JDKHA CTOATh IMOANUCH pabOTHHKA, HA KOTOPOTO
3aBeJ/ieHa KapTOoyKa.

[Ipn yBOojabHEHMM pPaOOTHMKAa B KapTOYKE NPOCTABISIFOTCS JaTa M HOMEp IpHKasa,
YKa3blBAIOTCA TPHYUHBI  YBOJBHEHUS. OTH CBEIEHUS JOJDKHBI 3allOJHATbCA C  OcoOOM
THIATEIbHOCTHIO, TAK KaK OHU HEPEAKO CIY’KAaT OCHOBAHUEM JJIsl TOJITBEPK/ICHUS TPYAOBOTO CTaXKa
paboTHHUKA.

3aIoHAIOTCS JIMYHbIE KApTOYKUM PYKONMMCHBIM MM MAIIMHONMCHBIM CIIOCOOOM JIMLIOM,
OTBETCTBEHHBIM 3a pabOTy C MEpCOHAJIOM (QUPMBI, WM CcekperapeM-pedepeHToM. Bcee 3amucu
JIOJDKHBI OBITh Oe3 cokpareHuil. JInunas kapTouka 3aBoJUTCA Ha paOOTHUKA B OHOM 3K3EMILIAPE,
XpaHHTCs B ceiie B OTACTHHON KapTOTEKE, COCTABICHHOH 10 anaBuTy.

Ha MHOrUX npeanpusTHsIX JUYHbIE KAPTOUKH pAaOOTHUKOB BEAYT C MOMOILBIO KOMITBIOTEPA.

JIuunoe oOeno tipencrTaBisieT cOOOWH COBOKYITHOCTH JOKYMEHTOB, COJEPKAIIUX CBEIEHHS O
paOoTHuke. JInuHbIe 1€1a MOTYT 3aBOJMTHCS HA BCEX paOOTHUKOB MPEANPHATHS, HO Yallle BCETO -
Ha PYKOBOJHTENEH M BEAYIIUX CIIEHUAIUCTOB (IIPU 3TOM Ha OCTAJIBHBIX COTPYIHUKOB OPOPMIISIOT

JTUYHBIC KapTOYKH (hopmbl T-2).

[IpennpusiTie BpaBe caMo PeUIUTh BOIIPOC O TOM, KaKhe JOKYMEHTHI (JTMYHbIE KapTOUKH WU
JUYHBIE JIea) 3aBOAUTh Ha COTPYHUKOB.

B cocraB 1M4HOTO J1e1a JOIKHBI BXOAUTE CIIEAYIOIINE JOKYMEHTHI:
- BHYTPEHHSS OMHCH JJOKYMEHTOB, UMEIOIIUXCS B JINYHOM JIEJIE;

- aHKeTa,

- aBToOmorpadus UM pe3rome;

- KOIIMU JOKYMEHTOB 00 00pa3oBaHuu;

- KOITUH JOKYMEHTOB 00 YTBEPKIEHUH B JOHKHOCTH;

- XapaKTepUCTHKA MM PEKOMEH/IaTEIbHOE MTUCHMO;

- TPY/I0BOM KOHTPAKT (JIOTOBOP) WJIU 3asBJICHUE;

- KOITUH MIPUKA30B O Ha3HAYECHUH, IEPEMEIICHNH, YBOJIbHEHUH;

- IOTIOJTHEHHE K aHKETE;

- CIIpaBKU U APYTHUC JOKYMCHTBI, OTHOCAIIUECCA K JaHHOMY pa6OTHI/IKy.



Buympennas onuce Ooxymenmos, MUMEIOLUIUXCS B JIMYHOM JI€JIe, COACPKUT CBEAEHUS O
MOPSIIKOBBIX HOMEpAaX JTOKYMEHTOB B JI€JI€, UX MHAEKCAX, 3arojIoBKax, narax. JIMCTel nuuHOro nena
U €ro BHYTPEHHEH OIMCU HYMEPYIOTCS OTHCIBbHO. BHYTpEHHssI ONUCH IOJIUCBHIBACTCSA €€
COCTABHUTEJIEM C YKa3aHUEM JIOJDKHOCTH, pacin(pOBKU MOJIUCH U 1aThl COCTABIICHUS.

Anxema conepxuT Ouorpaduueckue CBeACHHS O pabOTHHKE, €ro 0Opa30BaHUW,
BEITIONTHSEMOM paboTe ¢ Hayalla TPYIOBOH JEATEIILHOCTH, CEMEHHOM mojoxkeHun u jap. OHa
3aoJTHACTCS OT PYKH CaMHUM pabOTHHUKOM IpH TIOCTYIUIEHWH Ha paboty. Ilpu ee 3amonHeHUM
UCTIONB3YIOTCS

- MacTopT;

- Tpy/1OBasi KHUXKKA,

- BOCHHBIN OWJIET;

- JOKYMEHT 00 o0Opa3oBaHUM (IWIUIOM, YJOCTOBEpPECHHE, CEpTU(PUKAT, CBHUJICTEIHCTBO,
aTTecTar), JOKyMeHThl Bricmiei arrecranmmonHoit komuccuu (BAK) o mpucyxaeHun ydeHo
CTENIEHU U O MPUCBOEHUHU YUYEHOTO 3BaHUA (JUIIJIOM U aTTeCcTaT);

- IOKYMEHTBI 00 UMEIOIIHNXCS U300PETECHUSX.

B rpade "OOpazoBaHue" IMYHOTO JHCTKA MPUMEHSIOT (OPMYIHPOBKH: '"HadaiabHOE",
"HenosiHOE cpenHee", "cpennee", "cpegHee crenranbHoe", "He3aKOHUEHHOE BhIcuiee", "Boiciiee" -
B 3aBUCHMOCTH OT TOTO, KaKOM JIOKYMEHT 00 00pa30oBaHUU UMEETCS Y paOOTHHKA.

I'pada "Bremonasemass paboTra ¢ Hadana TPYAOBOW JEATENBHOCTH" 3aloyHSAETCS Ha
OCHOBaHUHU TPYAOBOM KHWXKUA. B 910l rpade Qukcupyercs Taxxke oOydeHHe B Yy4eOHOM
3aBeCHUH, MPEIIECTBYIOIIEE TPYAOBOU IEATETLHOCTH.

B rpade "CemeiiHoe monokeHHe" WCIONB3YIOTCS ClieAayromnme GopMyTupoBKu: "keHaT"
("3amyxem"), "pazBeaeH(a)' "Bmomern" ("Bmoma"), "xomoct", ("He 3amyxkeMm'"), mociae dYero
MEPEUUCIIAIOTCS. BCE WICHBI CEMbU C YKa3aHHWEM CTENEHH pojCTBa (OTell, MaTh, KEHA, MY, CBIH,

I[O‘-IB). HpI/I OTOM YKa3bIBAIOTCsA (1)8.MI/IJ'II/IH, UM, OTYCCTBO, I'OJ POKIACHHUA KAXKIAOI'O YJICHA CEMbHU.

Hwmxe IMIPHUBCICH 06p213€I_I BHy’I‘peHHeﬁ OIMHUCHU JOKYMCHTOB, UMCIOIIUXCA B JIMYHOM JCJIC:

BHYTPEHH OITMUCH

00.00.00

JIOKYMEHTOB jienia Ne

N o/ Nunexc Hara 3aroyiIoBoK N nwuctoB | [Ipumevanue
JIOKyMEHTa JIOKyMEHTa JIOKyMEHTA zena

Hroro JIOKYMEHTOB

(yugpamu u nponucwvio)

KonnyecTBo IMCTOB BHYTPEHHEN OIUCH

(yughpamu u nponucwio)

JoIKHOCTh Iloonucw H. O. ®amunus




Xapaxkmepucmuka - 3TO O(QUIHMATBHBIA JTOKYMEHT, KOTOPBIM BBIIACT aJMUHUCTPAINS
YUpPEXKIEHUs, OpPraHu3alud, NPEINPHUATHS CBOEMY COTPYAHMKY B LEJIOM psae cutryanui. B
XapaKTePUCTUKE MPHUBOIITCSA OT3BIB O CIY)KEOHOH M OOIIECTBEHHON AEATEIILHOCTH COTPYIHUKA,
OIIEHKA €0 JIEJIOBBIX U MOPAJIbHBIX KaueCTB.

XapakTepucThka MOXeT ObITb odopmieHa Ha oOmiem Omanke ¢opmara A4. OHa uMeer
CIIEYIOINe PEKBU3HUTHI: HAa3BAaHUE BHUJA JOKYMEHTa (XapaKTePUCTHKA); YKa3aHHWE OJKHOCTHU
JWIa, KOTOPOMY BBIJACTCS XapaKTEPUCTHKA; HAMMCHOBAaHHME OpraHHW3allid, BbIIAOIICH
XapaKTePUCTHUKY; UMSI, OTUYECTBO U (DaMUIIHsI COTPYIHHUKA; TEKCT; MOIHCH; I1eYaTh.

B TekcTe XxapakTepuCTUKN MOXKHO BBIIEIUTH JIOTHUECKU B3aUMOCBSI3aHHBIE COCTABHBIE YACTH.
[lepBast - 3TO aHKETHBIE JaHHBIE, CIEAYIOUIME 32 Ha3BaHHWEM JIOKYMEHTa, IJIe€ YKa3bIBAIOT WM,
0T4eCTBO W (haMWIIMIO, JOJDKHOCTh, YUYEHYIO CTENEeHb M 3BaHUE (€CITM OHU HMEIOTCS), TOJ
poxaeHus, oOpa3oBaHHE COTPyIHUKA. B HEKOTOpBIX BHIAX XapaKTEPUCTUK OTU JlaHHBIC
pacnozararoT oT 4-ro MoJIoKeHHs Ta0ysaTopa, CTOIOMKaMHU, Yepe3 OAUH MEKCTPOUHBIA MHTEPBAI.
Opnako, ecid 3TO0 TpeOOBaHWE CIEIUAIBHO HE OrOBOPEHO B MHCTPYKIMHU 10 BEICHHUIO
JIENTOTIPOU3BOCTBA YUPEXKICHHSI, TIepBasi 4aCTb MOXKET OBITh OPOpMIICHAa KaK OOBIYHBII TEKCT, T.€.
oT 1-ro nonoxenus TadyssTopa u yepe3 1,5 MeKCTPOUHOTO MHTEpBaa.

Bropast gacTe TekcTa XapaKTepUCTHKH - JIaHHBIE O TPYIOBOM JEsATENbHOCTH (CBEACHHUS O
CHEIUATBHOCTH, MPOJIOJDKUTEILHOCTH pabOThl Ha JAHHOM MPEANPUSITHU WIA B OpraHU3alluu,
MIPOJBMKEHUH TI0 CITy’KO€e, ypoBHE POo(eCCHOHATBLHOTO MacTEPCTBA U T.I1.).

TpeTbss 4acTh - COOCTBEHHO XapaKTEPUCTHKA, T.€. OLEHKAa MOPAIbHO-TICUXOJOTUYECKUX U
JICTIOBBIX KAadeCTB COTPYJAHHKA: €ro OTHOIICHHsS K padoTe, TOBBIMICHHUS MPOPECCHOHATHHOTO
YpOBHSI, IOBEJICHUS B OBITY.

YerBepTasi, 3aKIIOYUTENBHAS, YaCTh COACPKUT BBIBOJ, B KOTOPOM YKa3bIBacTCsl Ha3HAYCHHE
XapaKTEPUCTHUKHU.

TekeT XxapakTepUCTUKH U3JIaraeTcsl OT TPETHETro JINLIA.
[ToanuceiBaeT XapakTepUCTUKY, KaK IIPaBUIIO, PYKOBOJIUTEIb YUPEKICHMUS.

Aemobuocpaghusa - HOKYMEHT, KOTOPBIH aBTOpP COCTaBISIET CaMOCTOSATENBHO. THITOBOTO
dbopmynsipa s aBTroOMorpaduu He CYIIECTBYET M COCTABISIETCS OHA B MPOW3BOJIbHOW (opme.
OnHako OTAETBHBIE COCTABHBIE YAaCTH M PEKBU3UTHI JOJDKHBI COAEPXKAThCS B aBTOOHOTrpaduu
obsi3atrenpHO. [lumyr aBroOWOrpadguio or pykum Ha ymcre Oymarn ¢opmarom A4 mmubo Ha
ClienualbHOM OyilaHke (TpH TOCTyIJIeHMH Ha paboty wuiam yueOy). Popma U3IOKEHUS -
MIOBECTBOBATENBbHAS, OT TIEPBOTO JIMIA. Bce CBeICHUs AtOTCS B XPOHOJIOTUYECKOM TMOPSIKE U TaK,
9TOOBI MOXXHO OBIJIO COCTaBHTH MPEICTABICHHWE O XMU3HEHHOM ITyTH, JIEJOBOW KBaJH(PHKAIUU U
0O0IIeCTBEHHO-TIOJIUTUYECKON IEATETHHOCTH JJAHHOTO YEIIOBEKa.

OCHOBHBIE PEKBH3UTHI B aBTOOMOrpaduu: Ha3BaHHWE JOKYMEHTa (aBToOmorpadwus);, ums,
OTUYeCTBO, (haMWJIHSI aBTOpA; YMCIO, MECSIl U TOJl POXKICHUS; MECTO POXKICHHS, CBEICHHUS O
ponutensix (paMuims, WMs, OTYECTBO, MECTO paboThl); 00pa30BaHUE U CIEHUAIBHOCTh TI0
00pa30BaHMIO; BUJ TPYIOBOU AESTEIBHOCTH; MOCIETHEE MECTO PabOTHI U JOJKHOCTH;, HArpaabl U
MIOOIIIPEHUST; YUYaCTHE B OOIIECTBEHHOM paboTe; CeMEWHOE MOJIOKEHUE M COCTaB CEMbU; TOMAITHUH
ajzipec u Tene(oH; naTa; JINIHAS [TO/IIHCh.

Konmpakm - 5T0 01MH U3 IOKYMEHTOB, OTPAKAIOIINX YCIOBUS TPYIOBBIX B3aUMOOTHOIICHHI
COTpyAHHKa ¢ anMuHucTpauued. KoHtpakTHas ¢dopma omiaThl TpyAa UIMPOKO NMPUMEHSIETCS B
[MBWJIM30BaHHBIX CTpaHaxX YyXe He OJHO JecsATWIeTHe U gaxe croinerue. s rocygapcts CHI', B
yacTHOCTH Il Poccuu, KOHTpakT - SIBJI€HHE HOBOE, BO3HHUKIIEE C Pa3BUTHEM PBIHOYHBIX
otHomeHuid. KoHTpakTHast opma OIIaTel Tpy/Ia emie TOIbKO MPOKIAIbIBACT ce0e JOPOTy B HAIIEM
HApOIHOM XO3SIICTBE, MPUYEM B HETOCYAAPCTBEHHBIX CTPYKTypax (KOomepaTUBax, TOBAPUILIECTBAX,



aKIMOHEPHBIX MPEANPHUATHSIX M T.I.) C OONBIIMM YCIEXOM, HEXEIM Ha TOCyIapCTBEHHBIX
MPEINPUITHSIX.

ITo cpaBHEHUIO ¢ IEHCTBYIOMIEH B HAIlIEH SKOHOMHUKE Tapu(PHOM CHCTEeMOM OILIaThl TPyJa B €
MOBPEMEHHOM W  cHenbHOW (opMax KOHTPAaKTHash CHCTEMa HWMeEEeT JBa HECOMHEHHBIX
npeumMyinecTsa. Bo-mepBbiX, Tpyn paOOTHHKOB MOKHO OIUIaYMBaTh B 3HAYUTENBHO OOJbIIEM
pasmepe, YeM HTO NPEANUCAHO OKJIaJaMH, Tapu(HBIMH CTaBKaMH M pACIEHKaMH B paMKax
CYILECTBYIOIIEH TOCYJIAPCTBEHHOW CHCTEMBI OIUIATHI, W PEaJU30BATh HA IPAKTHKE PHIHOYHBIN
MIPUHIAIL: 32 XOPOIIYI0 paboTy OONbIINe IEHBIH, 32 TIOXYI0 paboTy - HUKAaKHX JieHeT. Bo-BTOpHIX,
KOHTpPaKTHasi CUCTeMa IMO3BOJISIET JIETKO U MPOCTO M30ABUTHCS OT HEPATUBOTO paOOTHUKA MYTEM
pacTOp>KeHUsl KOHTPAKTa, HE BCTyIas MPH 3TOM B poTUBOpeune ¢ KogekcoM 3aK0HOB O TpyZe U HE
COTJIACOBBIBasl 3TO YBOJIbHEHHE C MPOQCOI030M. OTH NPEUMYIIECTBA AENAIOT KOHTPAKTHYIO
CUCTEMY YPE3BBIYAMHO IPUBJIICKATEIBHON Ui TE€X MNPEANPUATHM, Te IECHCTBUTEIBHO JKEIAroT
JIOOUTHCS PE3KOT0 MOBBIIIEHUS 3((HEKTUBHOCTH MPOU3BOACTBA.

KonrtpakTHast ¢opma omnatel TpyAa - 3TO BEJI€HHE BPEMEHHM, OHA JOJKHA IOBCEMECTHO
NPUATH HAa CMEHYy CYyIIECTBYIoIeH TapudHoil cucteme. B Hamieil cTpane KOHTpaKTHash cUCTEMa
OblU1a peKOMeH10BaHa K BBOy B 1991 r., B iepByt0 odepenb Uil TOro, YTOObI 3aTOPMO3UTh YTEUKY
BBICOKOKBAIM()UITUPOBAHHBIX, TAJAHTIMBBIX CIEIUAIUCTOB 3a TMpenensl cTpaHbl. KoHTpakT
(cornamenue, 10roBop) ¢ 3TOM kareropueil pabOTHUKOB BO3HHMK KaK CPE/ICTBO YCTAHOBIIEHHs OoJiee
BBICOKOH I10 CPaBHEHHUIO C OIPEIEICHHON 3aKOHOAATEIBCTBOM OIUIAThI TPYAA M CO3/1aHUs IPYTUX,
OoJiee BBITOJIHBIX, YCIOBUH pabOTHI B Mpejenax OrOBOPEHHOTO KOHTPAKTOM CPOKa (CM. MPUIIOXK.
3.6).

Bce mOKyMeHTBI MO JTUYHOMY COCTaBYy (3asiBJICHHUS, KOMMHU TOKYMEHTOB 00 0Opa3oBaHUM,
KOMMU NPUKA30B MO KOHKPETHOMY PaOOTHHMKY) TPYHIUPYIOTCS B JIMUHBIE J€]a, KOTOpbIE, KaK M
JUYHbIE KapTOYKH, XPAHATCA B YUPEKICHHUSAX 10 75-J€THEro BO3pacTa pabOTaroLIero, 4YTO
o0ecrieurBaeT BO3MOXHOCTbh HaBeleHUs clpaBoK. Cpok XpaHEHHs JOKYMEHTOB ONpE/EIEH B CT.
504 "IlepeyHst JOKYMEHTOB C yKa3aHUEM CPOKOB XpaHEHUS "

Ipunoxenus
IIpuniaoxenne 4.1

Cxema cocTaBjIeHHsI JOKYMEHTOB O IIpHeMe Ha padoTy

Luwera

AaENcHHe

LT

TpyaoEol KOHTPaKT

/ Tlpuras o opaemMe \

.-"{..f
Januchk B JnuHoe geno HIH Juuesof cuer
TRYOoBGi MHYHAA KapTodKa oo zapaboTHoHd
KHHIKKE d. T-2 IIATE




IMpniaoxenne 4.2

Cxema cocTaBjieHHsI JOKYMEHTOB O NlepeBo/ie HA IPYryI0 paGoTy BHYTPH OpraHu3anuu

[Tpukas o nepepose

3anuch B 3anuce B IHYHOM 3anuch B
TPY/I0BO# kaprouke ¢. T-2 JTU1IEBOM
KHUXKKE MJIKW KOITHA cyere no
MPUKa3a B IMYHOE 3apabOTHOM
J1eJ10 nare

IIpunoxenne 4.3

Cxema cocTaBjieHHsl JOKYMEHTOB 00 YBOJIbHEHUH Pa00THHKA

3asiBneHue
00 yBOJIbHEHHM

3anuco B [Tprka3s 006 yBOJIbHEHHH 3anucob B IMYHOM
TPYAOBOI Kaprouke ¢. T-2
KHUXKe WJIN KOTIH#
npuKasa
B JIMMHOC ACHO




IIpuioxenne 4.4

YuupuuupoBannasi ¢popMa 3asiBJICHHUS O MPEIOCTABICHUH OTIyCKa

Haumenosanue Paspemato otmyck (pabounx mHEH KaneHOapHbIX)
CMPYKMYPHO20
noopasoenenusi
3ASBJIEHUE Pyrosooumens yupescoenus
oT
Mecmo uzoanus Jlara Iloamuce
010  YuerHsrif HOMEp 010
020 TabennHBII HOMEP 020
O npenocTaBiIeHUH
OTITyCKa
030 Damums 030
040 Nmsa 040
050 OtuecTBO 050
060 J1oIKHOCTD 060
070 CrpyKkTypHOE NoApa3eIcHue 070
080 Bun ormycka 080
090 JlaTa yxoma B OTITyCcK 090
100 KonuuecTBO HOIMOIHUTENIBHBIX JHEH 100
110 MoOTHB ONOIHUTEIBHOTO OTILYCKA 110
120 OcHoBaHue 120
THoonuco

Pacwughposra noonucu

CormnaceH IpegoCTaBUTh OTIIYCK C

Hama
Busa pyxkosooumensa cmpykmypHo2o noopazoeneHusl
OuepenHON OTITYCK OBUT UCIOIH30BaH 110
Hama
OuepenHol OTIYCK MOXKET OBITh IPEOCTABIIEH Ha pabouux aHEH ¢ o
Pabotaer c
HavaneHuk otaena kaapos Jlara

Tloonuce

Wudopmanns nepeHeceHa Ha MalllMHHBIN HOCUTEINb

Ioonucs, oama



IIpuioxenne 4.5

Oopa3zen opopmiieHust JMYHOH KAPTOUKHU (popmbl T-2
Tumosas mexotpacieBas popma N T-2

YTBEPXXJIEHA
nocranosienueM I'ockomcrara Poccuu
ot 30.10.97 N 71a

Kon

Konsr
®dopma mo OKY 0301002
Opranu3zanus o OKIIO

Mecro Homep Jara | Tabenn- | Anda- | Xapakrep paOOThI Bun paboTht ITon
JUISL JIOKyMEHTa | COCTaB- | HbIA BUT | (TOCTOSTHHAA, Ha OIpe- (ocHOBHas, O (My>xcKol,
(hoTokapTOUKH JeHUs | HOMEp JIEIIEHHBII CPOK, BPe- | COBMECTHTEIBCTBY) | JKCHCKHIA)

MEHHasi, Ce30HHAas)
JIMYHAS KAPTOYKA
1. OOuue cBeneHus
1. ®amunus uMms OTYECTBO

2. lata poskaeHus

3. MecTo poxaeHus

YuCiio, MECHLL, roa

4. I'paxx1aHcTBO

5. 3HaHHe A3bIKa: POTHOU

JIpYroi, B TOM 4HCJIE:

HanMCHOBAHHUEC
BJIAACHO CBO60,Z[HO, YUTAIO U IIEPEBOXKY CO CIIOBAPEM

HauMEHOBAHUE HEHY)KHOE 3a4E€pPKHYTH
BJIAZICI0 CBOOOJIHO, YUTAIO U TIEPEBOXKY CO CIOBAPEM
MHOCTPAHHBIN:
HaNMEHOBaHHE HEHY>KHOE 3a4€pKHYTh
BJIafICI0 CBOOOJIHO, YUTAIO U IIEPEBOKY CO CIOBAPEM
HanMEHOBaHUE HEHY)KHOE€ 3a4epKHYTh

6. Ob6pazoBaHue:

6.1. He umeer HauvanpHOTrO 0OmIero. HauanpHoe oOIee, oCHOBHOE oOiiee, cpeaHee (MoIHOe)

o0rIee (HEHYXKHOE 3a4epPKHYTb )

HanMCHOBAHUEC 06pa303aTeanoro YUPEKACHUA, 1aTa €TO0 OKOHYAHUA

6.2. HauaneHoe npodeccroHambHOe

HauMCHOBaHHC 06pa303aTeanoro YUpECKACHUS, JaTa €0 OKOHYaHUA

O4YHasA, O4YHO-3a04YHasd (BC‘IepHﬂﬂ), 3a04Has1, 3KCTCpHAT

(dbopma oOyueHwUs:

6.3. Cpennee npogeccHOHATBHOE

HEHYXKHOE 3a4E€pPKHYTh




a)

HaMMEHOBaHUE 00Pa30BATENILHOIO YUPEHKICHUSI, 1aTa €r0 OKOHUAHUS
OYHas1, OYHO-3a049Hast (BEUEPHSIs), 3a04YHAs, SKCTEPHAT
(dbopma oOyueHwUs:

HEHYXHOE 3a4EepPKHYTh
6)

HaMEHOBaHME 00Pa30BaTEIHHOTO YUPEIKICHHUS, 1aTa €r0 OKOHYAHHS
OYHasl, OYHO-3a04Hasl (B€UEPHsA), 3a09Has, SKCTEPHAT
¢dopma obyueHwHS:

HCHYXXHOC 3a4YCPKHYTH

6.4. Beiciiee mpogeccruoHambHOE
a) ¢axynbTer
HaMMEHOBaHHE 00Pa30BATENILHOTO YUPEIKACHHS, 1aTa ero OKOHYaHUS
OYHas1, OYHO-3a049Has (BEYEPHSIs), 3a04YHAs, SKCTEPHAT

(dopma oOyueHwUS:

HEHY)XHOE 3aYCPKHYTh
0) ¢akynbTer
HaMMEHOBaHUE 00Pa30BATENILHOIO YUPEHKICHUS, IaTa €r0 OKOHYAHHUS

OYHast, 09HO-3a04YHast (BEUCPHSA), 3209HAsI, SKCTEPHAT

(dopma oOyueHuUS:

HEHY)KHOE 3a4epKHYTh

6.5. ITocneBy30BCcKOE IpOdecCHOHATBHOE

Yu€Has CTCIICHb,

HaMMCHOBAHHC O6paBOBaT€J'H>HOFO YUpCIKACHUA, AaTa €rO0 OKOHYAHUA

6.6. JlononHNTEIRHOE 00pa30BaHME 10 IpHEeMa Ha paboTy

a) TIOBBIIIEHHE KBATU(HUKALIIH

HauMMCHOBaHHC 06pa301saTenLHoro YUpCKACHUA, JaTa €ro OKOHYaAHUA

0) ocBoeHHe Apyrux npodeccuii (crnennanrbHoCTeN )

HaWMEHOBaHHUE
00pa3oBaTeNbHOTO YUPESIKICHNUS, TaTa €r0 OKOHYAHHSI
7. Ilpodeccusi: ocHOBHAS
Konx npogeccun no OKIIJATP
BTOpas
Konx npogeccun mo OKIIJATP

8. CnennanbHOCTh MO AUIUIOMY (CBHIECTEIBCTBY)

JUJIA OKOHYMBIIHX 06pa3OBaTCHbHOC

YUpPEXKICHUE BBICIIErO WK CPeHEr0 MPOo(ecCHOHALHOT0 00pa30BaHus
Konx cnemmnansaoctr mo OKCO

9. KBanmudukarys 1o 1umiomy (CBUIETEIbCTBY)

Hunnom
N or" " 19 r

CBHIETEIBCTBO
10. Hayunble Tpy/pl HMEIO, HE UMEI0 (HEHY)KHOE 3aUePKHYTh)

11. M300peTeHus nmeto, He UMeI0 (HEHY)KHOE 3a4E€PKHYTh)




12. TpynoBas nesTensHOCTH (BKITIOYAst BCE BUIIBI yIeOBI, BOCHHYIO CIIYXO0Y)

Hara HammeHoBaHMe opraHu3aimu, 00pa3oBaTeIbHOTO yupexaeHus, | [Ipodeccus, T0KHOCT
MECTO €T0 HaXOXKIACHUS
MOCTYIUICHUSL | yXOfa
1 2 3

13. Crax paboThI: Kog

a) Io ToCcJIeTHEH MpodecCchuu, TOKHOCTH JTHEH MeCsIIIeB neT

0) HenpepBIBHBII

B) OOIIHiA

T) TI0 CHECNHATBHOCTH
14. CemeliHo€ NON0XKEHUE
15. CoctaB cempu

yKa3aTh UMs (M5, OTUYECTBO, (PAMUIIHIO) U TOJ POXKICHUS
KaXXI0TO WICHA CEMbH M W)KIHUBCHIICB
16. ITacniopt: cepust N Kewm BeIman

Jara Bergaun
17. Homarinuii agpec:

a) 10 MacIopTy

MECTO JKHUTEILCTBA C YKa3aHHUEM [TOYTOBOT'O MHICKCA
0) dhakTuaeckuit
MECTO JKUTEIBCTBA C YKa3aHUEM ITOYTOBOTO HHJICKCA

Howmep tenedpona
Hara 3anonHenus " " 19 r.  Jluuxasg noamuch

[omnmce HaYaNbHUKA OTAEIa KaIlpoB

TTOJIITUCH pacmdpoBKa MOAMUCH
II. CBenenus 0 BOMHCKOM y4eTe Kong

1. BouHckoe 3Banue

2. BoeHHO-yueTHas cnenuaibHOCTh N

3. TogHOCTB K BOGHHOI! City>k0e
4. HauMeHOBaHHE BOGHKOMATA II0 MECTY KHTEIbCTBA

5. Cocrourt Ha crienuansHOM ydere N

I11. Ilpuem Ha paboTy, Ha3HAYEHMUS], IEPEMEILIEHUS




Hata | OcHoBaHue [Tpuxkas Crpykryp- | Kateropus | [Ipodeccus, | Pasmep | Venosus | Coorserct. | Iloamuch
(3asBnenue, | (pacmops- HOE MepcoHaia | JOJDKHOCTh | TapuHOW | Tpyda | KBalM(HUKa- | BIageIbla
JTOKJTaHast KCHHUE) moIpas- CTaBKH, (Hop- Kalli| 10 | TPYIOBOM

U T.0.) JleIIeHue OKJIaZa, | MalbHBIC, | IOUILIOMY KHIKKHT
Jata | Homep pyO. KOI. | TSDKEIble, | 3aHUMAacM.
BpEIHBIC | TOJDKHOCTH,
nT.A) | npodeccun
(na, HeT)
2 3 4 5 6 7 8 9 10 11
IV. IloBeimienue kBaaupuKaImu
ara Bun HaumenoBanue oOpa3zoBaTeabrHOTO JIoKyMeHT,
IIOBBIIICHUA YUpCKACHHA, MCCTO €TI0 HAXOKIACHU A HOMCED,
Hayvajia OKOHYaHUA KBaJ'II/I(bI/IKaHI/II/I Jara
1 2 3 4 5
V. IlpodeccruonanpHas mepenoroToBKa VI. Atrecrarus
Hata CreunanbHOCTh Huriom Pewenne komuccuu
Havayia | okoH4aHus | (mpodeccus) | (CBUACTEIBCTBO) pe3yJabpTar JIOKYMEHT
HOMEp | JaTa HOMEp | JaTa
1 2 3 4 5 1 2 3
Kon
VII. [Toowpenus, Harpaabl
VIII. HaBbiku paboThI (BHE CIICIIUATBFHOCTH, A, HET):
Ha MUANTYIIEH MalTHHKE
Ha KOMIIBIOTEpe
CTeHOTpaduu
UMEET BOJTUTEIILCKUE TTPaBa
IX. omonHuTEebHBIC CBEACHUS
X. OTtnycka
ITepuo Bu Hroro
proz OcHoBaHme A Komn-Bo . .
paboTEI OTITyCKa AGOwIX JIOTIOTHUTEIBHEINA OTITYCK TTHEH Hara
c o P N OTITyCKa
THEH "
KOJIMYECTBO JTHCH Havaia \ OKOHYaHUS
OCHOBHOTO
OCHOBHOTI'O H JIOTTOJTHH-
OTITyCKa BCETO
TENBHOTO OTITYCKA




IIpuioxenne 4.6
TpyaoBoii KOHTpaKT
00.00.00 HoBocubupck N

OTKpBITOE aKIIMOHEPHOE OOIIECTBO (OpraHu3anus)

Haumenosanue
B JIMIIE

Jonocnocmob, D.U.O.
nMenyemoe B ganpHeimem OAO, u ,
D.N.0.
MMEHYEMBII B AayibHeHmeM "PaboTHUK", 3aKITFOUMITH HACTOSIIIIMN KOHTPAKT O HUYKECIICAYIOIIEM:

1. PaboTHUK

D.1.0.
MIPUHUMAETCS Ha paboTy

Haumenosanue cmpyxmyproeo noopasoenenus
o npodeccuu, TOHKHOCTH

Ilonnoe naumenosanue npogheccuu, 0oa*CHOCMU
KBaTU(UKAITIT

Paspao, keanuguxayuonnas kamezopus

2. KoHTpaKT sBIseTCA: JOTOBOPOM 10 OCHOBHOM paboTe
JIOTOBOPOM IO COBMECTUTEILCTBY

3. Bun xoHTpakra:

- Ha HeolpeIeJIeHHbIN CPOK (OecCpOUHBIii)
- Ha OIpeJeNIEHHbIN CPOK

Yxazamo NPpUYUHY 3AKTIOYERUA CPOUYHOCO0 KOHmMpaKma
- Ha BPEM BbIIIOJIHCHUA OHpeHCHeHHOﬁ pa6OTBI

Vkazamo kaxoi

4. Cpok IeMCTBUS KOHTPAKTa: Hayaio paboThl
OKOHYaHHE pabOThI

5. Cpok ucnbITaHus: a) 6€3 UCTIBITaHUS

6)

Hpodoxzofcumeﬂbnocmb ucnslmanieilbHoco Cpoka

6. PaboTHUK TOJKEH BBITIOHATH CJIEIYIONTUE 00SI3aHHOCTH:
VYka3bIBalOTCd OCHOBHBIE XapaKTEPUCTUKH paboOThl M TpeOOBaHUS K
YPOBHIO MX BBIMOJHEHUS: TO 00BEMY Mpou3BojAcTBa (paboT), KadecTBY

BBIITyCKaeMOM NMPOIYKLNHU (KauecTBY OOCIY>KUBaHMsI), COOMIOACHUIO PaBUII




[0 OXpaHE TPYJa, BHIMOJHEHUIO CMEXKHBIX pabOT B IENAX OOECICYCHHS

B3aMMO3aMEHSEMOCTH MJIM JIENIAeTCSl CChUIKA Ha COOTBETCTBYIOIIME ITYHKTBHI
JNOJDKHOCTHOW — MHCTpyKimu. Ilpu  coBmemenun mnpodeccuit  (pabor),
BBIITOJTHEHUM CMEXHBIX OIEpallii JaeTcs IepedeHb OSTHX padoT W WX
00BbEMBL.
7. OAO o0s3aHO0 OpraHu3oBaTh TPYyA paOOTHUKA, CO3/MaTh YCIOBUS JIsi OE30MacHOrO U
3G PEeKTHBHOTO TpyAa, 000pYyJI0BaTh pabovyee MECTO B COOTBETCTBUH C MPABHIIAMHU OXPaHbI TpyAa U
TEeXHUKH O€30IaCHOCTH, CBOEBPEMEHHO BBIIUIAYMBATH OOYCIOBICHHYIO KOHTPAKTOM 3apaOOTHYIO
IUIaTYy.

VYka3bIBalOTCS KOHKPETHBIE MEpHI MO OpraHMU3allH MPOU3BOJICTBEHHOTO
nporecca, 00OpPYAOBaHHIO pPabOYero MecCTa, MOArOTOBKE W TOBBIIICHHIO
KBaJIM(UKaMKu pabOTHUKA U CO3JIaHUIO APYTUX YCIOBUM TpyAa.

8. O0s3anHoctt OAO mo obecrieueHHI0 YCJIOBHM pabOThl Ha pabodeM MecTe ¢ YKa3aHHeM
JIOCTOBEPHBIX XapaKTEPUCTUK, KOMIIEHCAIIMM W JIbroT paOOTHUKY 3a TsKENble, 0C000 TshKENble
pabotel M paboTBl C BpeAHBIMH, OCO0O BPEAHBIMH WM OMNACHBIMU YCIOBUSMHU Tpyla

9. T'apantuu cornacHo Yka3y Ilpesunmentra Poccuiickoit ®@enepaunun ot 21.04.93 N 471 "O
JIOTIOJIHUTENIBHBIX MEpax IO 3allluTe TPYAOBBIX MpaB rpaxknaaH Poccuiickoit ®enepanun”

10. OcobenHoCcTH pekrMa pabovero BpeMeHU:
- HETIOJTHBIN pabounii IeHb

- HETIOJTHAsE paboyvast Helems
- mouacoBasi padora

11. PaboTHHMKY yCTaHaBIIMBACTCS:

- JIOJDKHOCTHOM OKJjiaj (TapudHas CTaBKa) pyO. B MecsI WiH
py0. 3a 1 gac paboTs;
- Haji0aBKa (J1oruiaTa v Ipyrue BHITLUIATHI)

Yxazamv 6uo oonnam, naobasox
pyo. (B % K cTaBKe, OKIIady).

12. PaGoTHHKY yCTaHABIMBAETCS €KETOJHBIN OTIYCK MPOJI0KUTENBHOCTBIO!

- OCHOBHOH pabouux JTHEH
- JIOIIOJIHUTEIILHBIN pabouux aHeu

13. JIpyrue ycioBusi KOHTPaKTa, CBA3aHHbBIE CO CHEUPUKOI Tpy1a

14. FOpuaudeckue aapeca U NOAMUCH CTOPOH



OAO PaborHuk
Anpec

Ilacnopmnule Oannvle
Tenedon

HomxHaocTh Iloonuce Wautmanel, amwnus — [loonuce  VHutmansl, pamutas
M.II.

Ipunioxenne 4.7
Oo0pa3ubl 0popMIIeHUA PUKA30B U COOTBETCTBYIOLIUX 3aMucei
B rpady 3 pasnena "CseaeHusi o padore' TPyAOBbIX KHH/KEK Pa0OTHMKOB

1. Ilpuem Ha pabGoty

1.1. IIpuem na pabomy na neonpeoeyeHHblL CPOK 8 NOPAOKE nePesooa u3 opy2ou
OP2AHU3AUUU RO CO2NACOBAHUIO C PYKOBOOUMENAMU 00eUX OP2AHUZAYUTL

"I[Ipunste MBanoBa Mnbto IleTpoBrua HavambHUKOM 3KOHOMHUYeckoro otaena ¢ 05.05.2000 B
nopsinke nepesoga u3 3A0 "Kpucramn" no coriacoBaHHIO MEXAY PYKOBOAMUTEISIMH C OKJIaJA0M
COTJIACHO IITaTHOMY pacHUCaHHIO M Ha0aBKOi 3a ocoOble ycioBus Tpyaa B pazmepe 30%.

OcHoBanue: 3asBnenue Mpanosa N.I1.".

B mpyooeotl knudicke oenaemcsi 3anucy:

"[IpuHAT HaYaJIbHUKOM SKOHOMHMYECKOIro oTnena B mopsake nepeBoga u3 3A0 "Kpucramn" r.
HoBocubupcka 1mo coriacoBaHUIO MEXIY PYKOBOIUTEIISIMHA' .

1.2. Ilpuem na pabomy na neonpeodeneHHwlii CPOK C YCHAHOGIEHUEM HENOIH020 padouezo
OHA UIU HEenoJIHoU pabdoueil Hedelu

"[Ipunsare AxceHoBy Caernany OpbeBHY OyXraaTepoMm C HETOJHBIM padouuM JHEM (5 4acoB ¢
9.00) ¢ ommartoii Tpyma MNPOMOPIUOHATHLHO OTPAaOOTAHHOMY BPEMEHHM W3 OKIaja COTJIACHO
HITATHOMY paclMCaHuIoO U HaJ0aBKoM 3a ocoOble yciaoBus Tpyaa B pazmepe 20% c¢ 21.02.2000.

OcHoBanue: 3asBnenue Akcenosoi C.1O.".

B mpyooeoti knuocke denaemces 3anucsy.

"[Ipunsra Gyxraiarepom".

1.3. Ilpuem na pabomy no coemecmumenscmay

"I[IpunasaTe OBuMHHUKOBY Onecto AJIEKCEEBHY 10 COBMECTUTENBCTBY 3koHOMUCTOM ¢ 10.03.2000
c oruiaroi B pa3mepe 0,5 cTaBkH.

OcnoBanue: 3asBneHne OBuMHHUKOBON O.A., cripaBKa ¢ OCHOBHOTO MecTa paboTh!".
B mpyooeoii knuoicke denaemcs 3anucs:

"IIpuHsTa 10 COBMECTUTENBCTBY IKOHOMUCTOM".



1.4. IIpuem na pabomy na neonpeoeieHHuvlil CPOK ¢ HOPMATLHOU NPOOOJIHCUMETbHOCHbIO
padouezo epemenu 6e3 yCmMaH061eHUA U C YCIMAHOGIEHUEM UCHBIIMYEeMO20 CPOKA

1. "Ilpunsare Bamryka Anexcanjpa VBaHOBHMYa IJIaBHBIM CIIELUAIMCTOM C OKJIAJJOM COTIJIACHO
HITaTHOMY paclHCcaHuio, Haf0aBKoi 3a ocoObIe ycnoBus Tpyaa B pazmepe 30% ¢ 05.02.2000.

OcHoBanue: 3asBienue Bamyka A.1.".

B mpyooeoti knuocke denaemces 3anucsy.

"[IpuHAT Ha TOJKHOCTH TJIABHOTO ClieainucTa'.

2. "llpunate CemenoBy HWpuny IpbeBHY BeAylIMM CHEIMATUCTOM OT/AENa KaApoB C
JIBYXMECSTYHBIM HCHBITATEIbHBIM CPOKOM C OKJIQJIOM COTJIACHO INTAaTHOMY pPAacHUCaHUIO C
15.02.2000.

OcHoBanue: 3agBieHne Cemenosont 1.10.".

B mpyooeoti knuocke denaemces 3anucsy.

"[IpunsTa BEAYIIMM CHEUATUCTOM OT/IeNa KaapoB".

1.5. Ilpuem na padomy nuu, 6vloepiHcaguiux KOHKYPC HA 3aMeuieHUe G6AKAHMHOU
0071)ICHOCIU

"Ilpunsate ['puroppeBa AHapes BacuibeBHMua Ha JOJDKHOCTH TIJIABHOIO HSKOHOMHCTA Ha
KOHKYpcHO# ocHoBe ¢ 15.02.2000 ¢ okIagoM COTjacHO INTaTHOMY pacHUCaHWIO, HaJI0aBKOW 3a
ocoObIe ycioBus Tpyaa B pazmepe 30%.

OcHoBanue: 3asBnenue [ puropseBa A.B., pelienne KOHKYpCHOM Komuccuu'.

B mpyooeoti knuorcke denaemces 3anucsy.
"IIpuHST Ha JOHKHOCTH IIIaBHOTO SKOHOMHCTA HA KOHKYPCHOW OCHOBE".

1.6. IIpuem na pabomy epemenno

"Ilpunste OBcuenko Haranbto Bnagumuposny Bpemenno ¢ 01.01.99 mno 20.05.2000
MAIIMHUCTKOH € OKJIaJIOM COTJIaCHO IITATHOMY PAaCIHCAHHMIO.

OcuoBanue: 3aasieaue Oscuenko H.B.".
B mpyooeoti knuocke denaemces 3anucsy.
"[IpuHsAiTa MAIIMHUCTKOW BPEMEHHO".

1.7. Ilpuem na pabomy Hna onpeodeneHHwvlil CPOK OAA 3AMEU|CHUA BPDEMEHHO
omcymcmeylouiezo pabomuuxa

"ITpunste Octanenko TaresHy MBanoBHy ¢ 1 ¢eBpans 2000 r. cexkperapeMm-pedepeHToM Ha
NepHo/ HaXOXKACHUS B OTIYCKE IO YXOIy 3a peOCHKOM B Bo3pacTe 110 3 yeT ['a3MaHOBOW AHHBI
[TeTpoBHBI, ¢ OKJIaJOM COTJIACHO IITATHOMY PACHHCAHMUIO.

Ocuosanue: 3agasinenane Ocranenko T.1.".

B mpyooeoti knuorcke denaemces 3anucsy.



"[IpunsTta cekperapeM-pedepeHTOM".
1.8. Ilpuem na pabomy ona evinonnenus onpeoeieHHol padomaol

"[Ipunste BogonesHoBa Oinera Uropesuya BpemenHo ¢ 10.02.2000 mo 20.03.2000 xya0KHUKOM
JU1st opopMIeHUsI KaOMHETA CTETUYECKOTO BOCIIUTAHUS C OTJIATON MO TPYAOBOMY COTJIAIIICHUIO.

OcHoBanue: 3asBnenue Bogonbsnosa O.1.".
B mpyooeoti knuorcke denaemces 3anucsy.
"[IpuHAT XyT0)KHUKOM TIO TPYJIOBOMY COTJIAIICHHIO" .
2. [lepeBoa Ha Apyryio padoTy. YBoJbHEHHE
2.1. Ilepesoo na opyzyro nocmosauuyto paoomy

"VBonuths neperojom IlerpoBy Anny MBaHoBHY, rimaBHoro skoHomwucta, ¢ 10.03.2000 8 OAO
"Kpucramn".

OcHoBanue: 3asBienue [lerposoii A.W., mucemo OAO "Kpucramn".
B mpyoosotl knuodicke oenaemcsi 3anucy:
"VBosena nepeojgomM B OAO "Kpuctamn".
2.2. Ysonvnenue 6 ceéazu ¢ cucmemamuyecKum HeUCHOTHEHUEM pPaAdOmHUKom o0e3

YeaxcumenbHvlX RPUYUH 00A3AHHOCHEN, B03/10HCEHHLIX HA HeE20 MPYO06biM 002080POM UIU

npasuiamMu GHYmMpeHHe20 PACHOPAOKA (eciu panee HPUHUMAIUCL MePbl OUCHUUNTUHAPHOZ2O
6030elicmeus)

"VBonute I['paueBy Eneny WBanoBHy, mammuuctky, ¢ 10.02.2000 ¢ cormacus npodroma
(IpOoTOKON  OT N ) 3a CHCTEMaTHYeCKOE HEHCIIOJHEHHE TPYJOBBIX
o0s13aHHOCTEN 0e3 yBakuTenbHbIX NpuuHH (11. 3 cT. 33 K30T P®D)".

B mpyooeoti knuorcke denaemces 3anucsy.

"VBoJIeHa 3a CUCTEMATUYECKOE HEBBINIOJHEHUE 00s13aHHOCTEN 0€3 YBaXXUTENbHBIX MPUUYUH (1. 2
ct. 33 K30T PO)".

2.3. Yeonvnenue 6 ceaszu ¢ yxo0om na nencuro no 603pacmy

"VBoauts Opnosa [letpa Jlyknya, HaganpHHKa TIpaBoBOTrO otaena, 15.05.2000 mo co6cTBeHHOMY
KEJIAHUIO B CBS3M C YXOJ0M Ha MeHcHIo 1o Bo3pacty (cT. 31 K30T PD).

OcnoBanue: 3asBnenue Opinosa [1.J1.".
B mpyooeoti knuorcke denaemces 3anucsy.

"VBoJeH 0 COOCTBEHHOMY JKEJIAaHUIO B CBSI3M C YXOJOM Ha neHcuro 1o Bo3pacty (ct. 31 K30T
PD)".

2.4. Yeéonvnenue no yxooy 3a pevbenkom ¢ eozpacme 00 14 nem

"VBoauth baeBy Eneny MBanoBHy, sxoHOMHCTa, 20.10.2000 1m0 COOCTBEHHOMY J>KEJIaHHUIO TIO
yxoay 3a pebeHkoM B Bo3pacte 10 14 ner (ct. 31 K30T PO)".



Ocnosanue: 3aaenrenue baeson E.J1.".
B TpynoBoii KHIKKE JeiiaeTcs 3aIuch:

"VBojieHa IO COOCTBEHHOMY JKEJIaHHUIO 0 YX01y 3a pebeHkoMm B Bo3pacte no 14 ner (ct. K30T
P®D)".

2.5. Yeonvnenue 6 ceazu c nocmynnenuem na yuedy na OneeHoe omaoenenue 6 gbicuiee uiu
cpeonee cneyuanbHoe yuedHoe 3a8edenue, ACRUPanmypy

"VBoauth [lankoBy Amny CepreeBHy, rimaBHoro crenuanucta, 20.05.2000 mo coOGcTBeHHOMY
KEJIAHWIO B CBS3M C 3aUMCIICHHEM Ha y4ueOy B Bhiciee yueOHoe 3aBeneHue (ctT. 31 K30T PD).

OcHoBanue: 3asBnenue [lankoBoit A.C., KonHs JOKYMEHTa O 3a4UCICHUU B BY3'".
B mpyooeoti knuorcke denaemces 3anucsy.

"VBosieHa 10 COOCTBEHHOMY >KEJIAaHUIO B CBSA3HM C 3aUMCIICHMEM B BbICIIEE yUeOHOE 3aBEelCHUE
(ct. 31 K30T POD)".

2.6. Yeonvnenue 6 ceazu c auxeuoayueil npeonpuamusi

"VBonuth AHTOHOBA Mbl0 AHIpeeBrYa, HAYAJIbHUKA OT/ENa dKCIEpPTU-3bl Tpyaa, 26.03.2000 B
cBsA3M ¢ MkBuAanuen npeanpusatus (. 1 ct. 33 K30T P®)".

B mpyooeoti knuorcke denaemces 3anucsy.
"VBoneH B cBs3u ¢ ukBuaanuen npeanpustus (m. 1 ct. 33 K3oT PD)".

2.7. Yeonvnenue ¢ ceazu c eoccmanoseneHuem Ha padome padOmMHUKA, paHee
6bINOJINABULE20 IMY PADOMY

"VBomuth fAxoBneBy Tamapy IlerpoBny, cnemumamucra, 12.09.2000 ¢ cormacus mpodxroma
(mpotokon N oT ) B CBSI3U C BOCCTaHOBJIEHHMEM Ha pabore lBaHoBOI
Tatbsabl CepreeBHbI, paHee 3aHUMABIIEH ATy JIOJDKHOCTh, C BHIIIATONW ABYXHEIEIHLHOTO CPEIHETO
3apabotka (1. 6 ctT. 33 K30T PD).

OcHoBanue: pemenue cyaa LlenrpanbHoro paiiona r. HoBocubupcka ot 01.09.2000".
B mpyooeoti knuorcke denaemces 3anucsy.

"VBosleHa B CBSI3M C BOCCTAaHOBJIEHMEM Ha paboTe pabOTHHKA, paHEe 3aHMMAaBILETO 3Ty
JTOJDKHOCTH (1. 6 cT. 33 K30T PD)".

2.8. Yeonvnenue 3a nosenenue na padome 8 Hempe360M COCHIOAHUU, COCHIOAHUU
HAPKOMUYECKO20 UTU MOKCUYUECKO20 ONbAHEHUS

"VBonmute IletpoBa HMBana VBanoBuua, cremumanucra, 15.02.2000 c cormacusi mpodroma

(mpotoxos N oT ) 3a TosIBJIeHHWE Ha paboTe B HETPE3BOM COCTOSIHUH (T1. 7
cT. 33 K30T PD).

OcHoBaHue: 3aKII0UYEHNE MEIITYHKTA, JOKJIaIHas HauaJbHUKa oTaena".
B mpyooeoti knuorcke denaemces 3anucsy.

"VBoseH 3a nosiBjieHue Ha padboTte B HeTpe3BoM cocTostHUH (1. 7 ¢T. 33 K30T PD)".



IIpuioxenne 4.8
O0pa3usbl popMyIMpPOBOK 3anuceil B TPYA0BOM KHHKKe IPH PACTOP:KEHUH KOHTPAKTa
1. YBosneHn o coocTBeHHOMY kenanuto, cT. 31 K30T PO.

2. VBosieHa MO COOCTBEHHOMY MEJIaHWIO B CBSI3U C IEPEBOJIOM Myka Ha paboTy B JIPYryro
MECTHOCTB, cT. 31 K30T PO.

3. VBoJIeH 110 COOCTBEHHOMY JKEJIaHUIO B CBSI3HM C YXOJOM Ha MEHCHIO 1Mo cTapocTH, cT. 31 K30T
P®.

4. YBoJeHa IO COOCTBEHHOMY JKEJIaHUIO B CBSI3U C poxaeHHeM pebdeHka, cT. 31 K30T PO.
5. VBoJieH B CBsA3M ¢ IMKBUAanuen npeanpustus, . 1 cr. 33 K30T PO.

6. YBOJEH B CBSI3M C HECOOTBETCTBUEM BBINOJIHIEMON pabOTEe BCIEACTBHE HEAOCTATOYHOU
kBanudukamnuw, 1. 2 ct. 33 K30T PO.

7. YBOJIEH B CBSI3U C HECOOTBETCTBHEM BBITIOJIHAEMOM pabOTe BCICACTBHE COCTOSHUS 370POBbS,
. 2 ct. 33 K30T P®.

8. YBoOJIeH 3a CUCTEeMaTHYeCKOe HEUCIIOTHEHNE 00sI3aHHOCTEH 03 yBaKUTENbHBIX MPUYHH, CT. 3
cT. 33 K30T P®.

9. YBoJeH 3a nporyi 0e3 yBaKUTEIbHbIX MPUYHH, 1. 4 cT. 33 K30T P®D.
10. YBoseH 3a mosiBJIeHUE Ha paboTe B HETPE3BOM COCTOSIHUM, I1. 7 ¢T. 33 K30T PO.

11. YBoJeH 3a HEOTHOKpATHBIE TPyOble HAPYIICHUS TPYIOBBIX o0s3aHHOCTEH, 1. 1 cT. 254 K30T
PO.

12. YBoseH B cBsi3M ¢ yTpaToi 1oBepus, 1. 2 cT. 254 K30T PO.

13. YBoJIeH B CBSI3U C COBEPIICHUEM aMOPAIBHOTO MOCTYIKA, HECOBMECTHMOTO C MPOOKEHHEM
pab6oTsl, 1. 3 cT. 254 K30T PO.

14. YBoJieH Kak He BblJepkKaBIIUi ucnbiTanus, cT. 23 K30T P®.
15. YBoNEH B CBSI3M C MPU3BIBOM HAa BOCHHYIO cTyk0y, 1. 3 cT. 29 K30T P®D.

16. YBoJIEH B CBSI3U C BCTYIUICHHEM B 3aKOHHYIO CHIIy NPHIOBOpa Cy/a, KOTOPBIM OCYXICH K
JIAIICHUIO ¢cBOOOARI, . 7 ¢T. 29 K30T PO®.

17. YBoOJIEH B CBSI3M C HCTEUEHUEM CPOKa TPYJOBOTO JOT0oBOpa, 1. 2 cT. 29 K30T PO.

IIpuioxenne 4.9
Oo0pa3ubl 3asiBJIeHU



Iex 23 TapudHo-kBamudUKaAITMOHHASL
3ASBJIIEHUE KOMHCCHS O0BEAMHEHUS
02.08.2000

r. HoBomockoBck
O noBsiteHny TapudHoro paspsaa T. ['ynkoBy A.A.

[Ipomry aTrTecToBaTh MEHS Ha MOBHIIICHHE TAPU(HOTO paspsiaa ciecaps Mo peMOHTY U
obcmyxkuBanuto kotiaoB JIKBII 2,5 x 13 ¢ 4-ro Ha 5-# pa3psi.

Crnecapn Tloonucw A.A.I'ynkoB

B noBsmiennn paspsiia HeT He0OOXOIMMOCTH, TaK KaK Bce PabOTHI 10 00CITYKHBAHUIO KOTJIA
JKBII 2,5 x 13 TapuduuupyroTcst He BbIlIe 3-T0 pa3psia.

HauannHuk iexa Tloonuce A.Il.BaHOB

3AABJIEHUE PexTopy HoBocuOupcKoii rocy1apcTBEHHOM akaJeMU SKOHOMUKH 1
ynpasieHus npogeccopy Lllemerosy I1.B.
20.09.2000

HpOH_Iy OCBO6OI[I/ITB MCHA OT JOJDKHOCTHU CTApIICTO MHKCHEPA B CBA3U C YXOJI0M Ha
IICHCUIO.

Iloonucw N.H.Iletpos

B neno 502-1. Uznan mpukasz N 304 ot 21.09.2000
K.I1.Cemenon

HaunmeHnoBaHue CTpyKTYpHOTO MOIpa3eICHHs Anpecat
3AJBJIEHUE Pesomronusa
00.00.2000

[Tpomry nepeBecTr MeHS Ha TOJKHOCTh

Haumenosanue oonscnocmu

Haumenosanue cmpykmypHnozo noopaszoenenust

B CBA3HU C

Ipuyuna nepesooa

Iloonucv pabomuuxa Pacwugposrxa noonucu

puioxenne 4.10
OO0pa3ubl NPUKA30B N0 JUYHOMY COCTABY



3A0 "A3zot"
[MTPUKA3
17.08.2000 N 121-x
r. HoBocuGupck

O BpeMeHHOM 3aMelIeHNuN
PYKOBOJMTENSE 00bETUHEHUS

[NPUKA3BIBAIO:

Ha mnepuon moeil ciy)xkeOHOM KOMaHIUPOBKM BPEMEHHOE HCIIOJIHEHHE OO0s3aHHOCTEH
reHepanbHOro nupekropa oowveauHeHust ¢ 20.08.2000 mo 07.09.2000 BO3MOXHUTH Ha TJIABHOTO
uHxeHepa npeanpustus Bopoodsesa B.C.

I'enepaiibHBII TUPEKTOP Iloonucw A.A3yeB

3aBOj HECTaHIAPTHOTO 00OPYIOBAHUS
[TPUKA3

17.09.2000 N 106-x

r. HoBocuGupck

[To nuuHOMY cOCTaBy

HA3HAYUTD:

1. UBanoBy Huny IleTpoBHY Ha JOKHOCTH Kaccupa IJIaBHOM Oyxrantepuu ¢ 15 HOs0ps c.T. ¢
JBYXHEJIEJIbHBIM UCIBITATEIbHBIM CPOKOM, C OKJIAZIOM COIVIACHO IITATHOMY PAacCIUCaHUIO.

OcHoBanue: 3asBiaeHue MBanosor H.II. ¢ BM3amMu HauanbHHMKa OTHENa KaJpoB WM IJIABHOIO
Oyxranrepa.

2. KpacnoBa Hrops HukonaeBuua Ha BpeMeHHYI0 pabOTy Ha JOKHOCTh CTOPOXKa B
aJIMUHHCTPATUBHO-XO3AUCTBEHHBIN OT/AeN ¢ 15 HOAOps C.r. CPOKOM Ha JIBa Mecsla, C OKJIaJI0M
COIJIACHO IITaTHOMY PACIUCAHMIO.

OcHoBanue: 3asgBneHue KpacnoBa W.H. ¢ Bu3amMum HayaJbHHMKAa OTHENa KajgpoB H
aAMUHUCTPATUBHO-XO3AMCTBEHHOT' O OT/IENA.

[TEPEBECTHU:

3. AnyeBa Cepres VBanoBuua, mactepa nexa N 3, Ha MOCTOAHHYIO pabOTy Ha JOJKHOCTh
CTapIllero Macrepa Toro e 1exa c 18 Hos0ps c.T.
OcHoBaHMe: TOKJIaaHas 3amricka HadaabHuKa nexa N 3.

IMPEJOCTABUTD:

4. IlerpoBy Bukrtopy BnagmmupoBuuy, cTapuieMy 3KOHOMHUCTY OTAeNa TPyJa M 3apIuUiaThl,
ouepenHoit otmyck ¢ 16 aBrycra 2000 r. mo 11 cents6ps 2000 r. Ha 24 1nHs, 32 nepuo paboThI ¢
10 mrons 1999 r. mo 2000 r.

OCBOBOUT:
5. I'epacumoBa MBana AHapeeBudya, nHxeHepa nexa N 1 or 3aHuMaemoil AoJKHOCTH € 15

HO0ps 2000 r. B CBSI3H € YXOJIOM Ha MEHCHIO.
OcHoBanue: 3asBinenue ['epacumona N.A.



Jupekrop [Toanuce C.N.Konbuos



Tema 5. Jles10npou3BOACTBO MO MUCbMEHHBIM M YCTHBIM 00pallleHUusIM TPasKIaH

B cootBerctBun ¢ Koncturynueir P® Bce rpaxmane Poccuiickoit denepanyii UMEIOT MPaBO
HaIpaBJIsTh JIMUYHBIE U KOJUIEKTUBHBIE OOpallleHHs] B TOCYJapCTBEHHBIE OPTraHbl U JOJKHOCTHBIM
JUIaM, KOTOpPBIE B Mpe/iesiaX CBOeH KOMITETEHITMH 00sS3aHbl PACCMOTPETh 3TH OOpallleHus, IPUHATD
10 HUM PEILIEHHUS U JaTh MOTUBUPOBAHHBIM OTBET B YCTAHOBJICHHBIN CPOK.

CymiecTByeT Tpu OCHOBHBIX BHJIa OOpaIieHHs: MpeIoKEeHUE, 3asBIICHHE, )KaIo0a.

Ilpeonoscenue - BUn O0OpalieHHs, LEIb KOTOPOro, BO-NEPBBIX, OOpPATUTh BHHMMAHHE Ha
HEOOXOMMOCTh COBEpIICHCTBOBAHUS pabOThl TeX MM HUHBIX TOCYAAPCTBEHHBIX OpPraHoOB,
HOPEIINPUITHHA, YUPEKICHUN WM OOIIECTBEHHBIX OpraHU3aluil, a BO-BTOPBIX, PEKOMEH/I0BATh
KOHKpPETHBIE IIYTH U CIIOCOOBI PELIeHUs IOCTaBIEHHBIX 33/1a4.

3anenenue - BUI OOpalleHMs, HANpPABICHHBIM Ha peanu3alfio0 MPEJOCTaBICHHBIX 3aKOHOM
CYOBCKTUBHBIX TIPaB W HHTEPECOB TpaKAaH. BeIpaxkas MpockOy JIMYHOTO WM OOIIECTBEHHOTO
XapakTepa, 3asBI€HIE MOXKET CUTHAJIU3UPOBATh M 00 OMpe/IeIEHHBIX HEJJOCTATKaX B JIEATEIbHOCTH
roCyapCTBEHHBIX OPTaHOB, MPEANPUITUH, YUpPEKACHUHN, 0OIIECTBEHHBIX OpraHu3anuil. B otiaudne
OT MPEAJIOKEHUSI B HEM HE DPACKPHIBAIOTCA MyTH W HE MPEANOaraiTcs CIOCOObI peleHUs
IIOCTaBJICHHBIX 33/1a4.

/Kanoba - Bun oOpaiieHus, B KOTOPOM MJIET pedb O HapyIIEHUU CYOBEKTHUBHBIX IpaB U
OXpaHsEeMBIX 3aKOHOM HHTepecoB rpaxaaH. Kak mnpaBuio, B kajno0Oe conepikarcs HE TOJIBKO
uHpOpPMaLUs O HAPYIICHUH CYOBEKTUBHBIX MPaB U MPOCh0a 00 MX BOCCTAHOBICHUH, HO M KPUTHKA
B aJpec TOCyIapCTBEHHBIX MM OOLIECTBEHHBIX OPraHOB, NPEANPUSI-TUH, YUPEKICHUH,
OpraHu3alyii, TOHKHOCTHBIX JIMII M OTACIBHBIX TpaXIaH, B pe3ylbTaTe HEOOOCHOBAaHHBIX
JeHcTBUI KOTOPBIX MO0 HEOOOCHOBAaHHOTO OTKAa3a B COBEPLIEHHWH IPETYyCMOTPEHHBIX 3aKOHOM
JIEHCTBUI MPOU301ILIO, IO MHEHUIO 3asBUTENS, HAPYLIEHUE €T0 CYObEKTUBHBIX MPaB.

Bo MHOruX ciydasx Tpe/UIoKeHHs, 3asBIICHHUS, JKaJoObl BBICTYNAIOT B YHUCTOM BHJE, T.C. B
CaMOM HX COJICP’KaHHU UMEIOTCS MTPU3HAKK OOpAIIeHUs TOJIBKO OJHOTO OMpEe/IeICHHOTro Buja. Tak,
HampuMep, 3asABJICHHE O HA3HAYCHUW TEHCHUH SIBISICTCS 3asBJICHHEM B YHCTOM BHUJE, XKajnoOa Ha
rpy0OCTh paOOTHHKA OT/CNA THCEM aIMHUHHCTPAIIMK OOJACTH TAKXKe SIBISICTCS KaJTOOOH B YUCTOM
Bujae u T.m. OJHAKO YacCTO BCTPEUAIOTCS OOpAIICHHs, HOCSIIUE CMEIIaHHBINA XapakTtep. Tak, B
OJIHOM OOpalIeHHH MOXET OBITh 3asBiICHHE 00 OCBOOOXKICHWMM OT Hajora H jkajoda Ha
HENPaBWILHBIC JIEHCTBUS paOOTHHUKA (PMHAHCOBOTO OpraHa | T.J.

PaboTta ¢ oOpameHHsIMH TpakIaH BEAETCS HAa OCHOBAaHUM THIIOBOTO TOJOXEHUS O BEICHUH
JIEJIONPOU3BOJICTBA O TMPEAJIOKEHUSAM, 3asBICHUAM M jKajo0aM TpaxJaH B TOCYJapCTBEHHBIX
OpraHax, Ha IIPeaNpUITHIX U B OPraHM3aLNAX U 3aKOHOB KpaeB, 00JIacTel.

Taxkoii 3akoH, npuHTHIN B HoBOCHOMpCKO# 00nactu, npuBeaeH B npuiox. 7.11.

HopMaTtuB ycTaHaBIMBaeT MopsIOK, B COOTBETCTBUU ¢ KOTOPHIM OOpAaIeHUs TPa)/IaH MOJAr0TCS
B OpraHbl, KOMIIETEHTHBIE B pa3pelleHu JaHHOTO Bompoca. JKanoObl oJatoTcsl B T€ OpraHbl U TEM
JIOJDKHOCTHBIM  JIUIIaM, KOTOPBIM TIOJYMHEHBI OpTraHbl W JIMLA, YbM JIEUCTBHUS OOKAITYIOTCS.
['ocynapcTBeHHBIE U OOIIECTBEHHBIE OPTaHbl U JIUIIA, K BEIEHUIO KOTOPBIX HE OTHOCSITCSI BOIPOCHI,
MOCTaBJICHHBbIE B OOpalICHUSX, JIOJDKHBI HE TO3KE YeM B NSTHUAHEBHBIM CPOK HAMpPaBUTh UX IO
MIPUHAJJICKHOCTH, U3BECTUB 00 STOM 3asBUTENs. 3ampeliaeTcss HampaBIsaTh KaloObl rpaskaaH s
paspenieHust TeM JUIaM WIK B T€ OpPTaHbl, Ha KOTOPBIE MOJIaHa kKanooa.

I[OJDKHOCTHI)IG Jiia rocyaapCTBCHHBIX U OGHICCTBGHHBIX OpraHoB 00s3aHBI TAKXKE MMpOBOAUTH
JIMIHBINA IMpHUEeM I'paxKJiaH. I[J'ISI 9TOro yCTaHaBJIMBAIOTCA AHW M YdaCbl, B TOM YHUCJIC U B BCUCPHCC
BpEMs, KaK 110 MCCTY pa6OTI>I, TaK U 11O MECTY KUTCIIbCTBA I'PaXKIaH.



PykoBoauTeNnn yupexaeHuil T0MHKHBI cOO0INATh rpaXk1aHaM B MUCbMEHHOHN WU YCTHOM opme o
peLIeHNAX, MPHUHATBIX MO0 MX OOpalleHHsM. 3aKOH YCTAHaBIMBAET, YTO €CIM TPaXJaHUH He
COTJIaceH C PELIEHHEM IO €ro BONPOCY, OH MMEET MPaBO 00XkKajJoBaTh 3TO PEIIEHUE TOMY OpraHy
WIA TOMY JOJDKHOCTHOMY JIMILy, KOTOPOMY IMOJYHMHEHBl IOCYJapCTBEHHBIH WM OOLIECTBEHHBIN
oprat JM00 JOKHOCTHOE JIMIO, MIPUHSBIINE o0XanyeMoe pemeHne. OOpallieHus: pa3periaTcs B
CPOK 10 OJTHOTO MecCsIa CO JHSA PErucTpaluy, a He TpeOyIoIHe 3aKOHOJATEIbHOI0 M3Y4eHUs -
Oe3oTiaraTesbHO, HO HE Mo3aHee 4ueM depe3 15 nHeil. Cpoku paccMOTpeHus Kajlod MOTryT
NPOJAJIeBaThCs, €CIM Ta WIM HMHas *ajnola TpeOyeT CIenUaabHOro M3Y4eHHUs M JONOIHUTENIBHBIX
IIPOBEPOK.

Jlenonpon3BoACTBO MO 0OpAIlEHUAM IpakJjaH B TOCYAapCTBEHHBIX OpraHax, Ha MpeANpUsiTUsIX, B
YUPEKACHUAX, OPraHU3aLUAX BEAETCS OTAEIBHO OT 00pabOTKU APYTUX BUIOB TOKYMEHTOB.

CornacHo ynoMmsiHyToMy THIIOBOMY TIIOJIO)KEHUIO YCTAHABJIMBAETCS CIEAYIOIIUN TMOPSI0K
JEJIONPOU3BOACTBA IO OOPALICHUSAM TPAKIAH.

Bce oOpaiienust perucTpupyroTcsi B JIeHb MOCTYIUICHUSI U YYUTHIBAIOTCS HA PErHCTPALlMOHHOMN
KapTOYKe, 3alOHACTCS aHHOTAIIMOHHBIA JUCT (mpuiox. 5.2-5.4). WHaekc mpocTaBiseTcs Ha
onpeaenenHom Mecte mo ['OCT P 6.30-97. OH cocTrouT W3 HadaabHOW OYKBBI (haMWJIMHM aBTOpa
MHUChbMa U MOPSIKOBOTO HOMEpa MOCTyNnuBIIEro nokyMmenTa. Hanpumep: K-187 ot 12.06.97.

VY CTaHOBIEHO, YTO MOBTOPHBIM 3asBICHHUAM IIPU UX MOCTYIUICHHMM NPUCBAMBAETCS OYEPEIHON
PETUCTPAIIMOHHBI MHIEKC, a B COOTBETCTBYIOIIEH Tpade perucTpanioOHHON KOHTPOJIBHOU
kaprouku (PKK) yka3piBaeTcs perucTpallMOHHBIA HMHJIEKC MEpPBOrO MPEIOKEHMs, 3asiBJICHUS,
*kanoOsl. B mpaBom BepxHem yruy noBTOpHbIX 3asBieHuMil M Ha PKK nemaercs ormerka
"[ToBropHO". TIOBTOPHBIMH CUMTAIOTCS TMPEUIOKEHHUS, 3asgBICHHS ¢ JKajJoObl TIpaklaH,
IIOCTYIHBIIKE OT OJHOTO M TOrO K€ JIMIA II0 OJHOMY U TOMY € BOIIPOCY, €CIU CO BPEMEHH
II0JIa4M NIEPBOrO 3asIBJICHUS UCTEK CPOK, YCTAHOBIEHHBIA JJI PACCMOTPEHUS, WU 3asBUTENIb HE
YIOBJIETBOPEH JIaHHBIM €MY OTBETOM.

[TpennoxeHus, 3asBICHUS W KaIO0BI TPaX/JIaH, MOCTYIHUBIINE OT OJHOTO U TOTO K€ JIWIA U TI0
OJTHOMY M TOMY € BOIIPOCY, HallpaBJICHHbIE PA3JUYHBIM aJpecaTaM U MOCTYMUBIIHNE JUIS PEIICHHSI
B OJWH TOCYJIapCTBCHHBIH OpraH, yYUTBIBAIOTCS TOJI PETHCTPAIOHHBIM HWHIEKCOM TIEPBOTO
JIOKyMEHTA ¢ J00aBJIEHHEM MOPSAKOBOTO HOMepa uepe3 apodw. Hanpumep: K-187/1, K-187/2.

Kaproreku u3 PKK wmoryr ¢QopmupoBatbess 1o andaBuTHOMY, reorpaguueckoMy U
TeMaTH4eCKoMy mpu3HakaMm. KOHTpoib 3a paspenieHHeM MpeaiioKeHUM, 3asBICHUM M kKayioo
rpaxJaH B TOCYAapCTBEHHBIX OpraHax BO3JaraeTcsi Ha JOJKHOCTHBIX JIUI, KOTOpbIe OOs3aHbI
o0ecreunTh CBOEBPEMEHHOE M IIOJIHOE PACCMOTPEHHME IMCEM M HCIIOJIHEHUE IMPUHATBHIX IO
MIPEJIOKEHUM, 3asBJICHUSIM U KaJlobaM peleHui.

Ecniu ToT wmnm wWHOM anapecar HampaBiseT NOCTYNMBIIME K HEMy MHCbMa TpaXIaH B
rOCy/IapCTBEHHBIE OpPTaHbl U TPEOYeT COOOLIUTH PE3yNbTAaThl WX PACCMOTPEHHUsS, TAKUE IMHUChMa
OepyTcs Ha 0COOBII KOHTPOJIb C IPOCTABICHHEM B YCTAHOBJICHHOM Ha JIOKYMEHTe MecTe 3Haka "K'".
[Ipemyioxenusi, 3asBJICHUS U KAJIOOBI TPaXXJaH, HA KOTOPbHIE JAIOTCS MPOMEXKYTOUYHBIE OTBETHI, C
KOHTPOJISI HE CHHUMAIOTCI. B 3TOM cilydae KOHTPONb 3aBeplIaeTcs TOJBKO TOCHe MPUHSATHS
HCYEPIBIBAIOIIMX MEp MO pa3pelieHuio Borpoca. PelieHne o CHATHM C KOHTPOJISA NMPUHUMAIOT
PYKOBOJHMTENN TOCYJApPCTBEHHBIX OpPraHOB, OTBETCTBEHHBIE 3a CBOEBPEMEHHOE M MPaBUIIHLHOE
paccMOTPEHHE MTUCEM TPaKIaH.

OTBeTH Ha MNPCAJIOKCHUA, 3asABJICHUA U JKaJI00bI rpaxxzaal Oar0T PYKOBOJUTCINW U CIICHUAIBHO
YIIOJIHOMOYEHHbIE Ha TO JIMIA M3 TOCYAAPCTBEHHBIX OpraHoB. OTBET MoOXeT OBITh JaH Kak B
NMUCHbMEHHOW, Tak W B YyCTHOW ¢opMmMe MpH JIWYHOM TmpueMe. B 3TOM cnydae pgemaercs
coorBerctByromas 3anucb B PKK. IIpu »TOM MHIOEkc OTBEeTa COCTOUT M3 PETUCTPALMOHHOIO
MHJIEKCA U HOMEpa Jeia M0 HOMEHKIaType Aeinl. llpennoxeHus, 3asBICHUS U KanoObl TPaKAaH
CUMTAIOTCS PA3PEUICHHBIMHU, €CIM PACCMOTPEHBI BCE IIOCTABIEHHBIE B HHUX BOIPOCHI M JAHBI
HUCYCPIBIBAIOIIUEC OTBETHI B COOTBCTCTBHU C I[GflCTByIOHIHM 3aKOHO4aTCIIbCTBOM.



PykoBomuTeNnM TOCYIAapCTBEHHBIX OPraHOB JIOJDKHBI CHCTEMATHYECKH AaHAJIU3UPOBAaTh U
00001IaTh MPETOKEHUs, 3asBICHUS M JKAIOOBI TPaXKJaH, COJCpKAIIHecs B HUX 3aMeuaHUs C
IIEbI0 CBOCBPEMEHHOTO YCTpPaHCHHs TMOPOXKIAIOIIMX WX MNPUYMH. Marepuaibl Jjis aHaiu3a MU
000OIIeHNsSI  TOTOBSTCS  JIOJDKHOCTHBIMHU  JIMIIAMH,  BEIYIIUMH  JEJIONPOU3BOACTBO IO
MPEUIOKEHUSAM, 3aMEYaHusIM M jkajgo0am rpaxkaaH. OHU 000OIIAIOT UX B BUJAE AHATUTHUCCKHUX
CIpaBoK (TIpWIokK. 5.5-5.9) U MpenCTaBIAIOT UX CBOUM PYKOBOJAUTEIISM.

[IpemoskeHus, 3amMeuyaHusi W HKaJoOBl Tpa)kJIaH BO3BpALAIOTCS TIOCIE WX pPa3perieHus
JOJDKHOCTHBIM ~ JIMIIAM, BEIyIIUM WX JEJONPOM3BOJACTBO B  YUPEXKIEHUH, CO BCEMHU
conmyTcTBytomMu Matepuanamu U PKK s neHTpanu3zoBaHHOro GOpMHpOBaHUS €. XpaHEHUEe
JieNl y UCTIOJIHUTENEN 3anpeniaercs. JJOKyMEeHTHI B JiejlaX pacloiaraoTcss B XpOHOJIOTHYECKOM WIIH
an(haBUTHOM TOPSIZIKE, TIPU STOM Ka)/10€ 3asiBICHUE M MPEIJI0KEHNE CO BCEMU OTHOCSAIIMMUCS K
HUM MaTepUalaMH COCTABIIAIOT €INHYIO TPYIITy, KyJa MOAIIMBAIOTCS TaKXKE TIOBTOPHBIE 3asBICHUS
U BHOBb NOCTyHaroume marepuaibl. OTBETCTBEHHOCTh 3a COXPAaHHOCTh JOKYMEHTOB 3TOrO BHJA B
YUPEXKIECHUU HECYT PYKOBOIUTENb YUYPEXKIEHUS U JIMLO, OTBETCTBEHHOE 3a BEJCHHE
JEJIONPOU3BOACTBA MO NPEIOKEHHUIM, 3aMEUYaHUAM U kKajl00aM rpaxaaH.

VYcTaHOBIEH NATWIETHUH CPOK XpaHEHHUs IPEAJIOKEHUM, 3aMEYaHMi, *anod TpakJaH U BCEX
JOKYMEHTOB M0 HX paspeuieHuto. [lo Mepe HEoOXOIMMOCTH SKCHEpTHash KOMHCCHS MOXET
IIPOJUIUTH 3TOT CPOK MJIM YCTAaHOBUTH IOCTOSHHBIM CPOK XpaHEHMs. Takoe peleHue dKCHEepTHOU
KOMHCCUH JIOJDKHO OBITh YTBEPXKJIEHO DPYKOBOAMTENEM YdpexJeHHs. Jleda MOCTOSHHOrO Cpoka
XpaHEHUs] W BPEMEHHOro (CBBILIE JECATH JIET) IMEpelalTcs B apXWB TIOCYJapCTBEHHOIO
YUPEXKIEHUS Yepe3 roJl MOoCIe X 3aBEpLICHHs IeNonpon3BoAcTBOM. [locie aecatn net xpaHeHus
Jierna IepelatoTCs B apXUB 110 PEIICHUIO PYKOBOJCTBA yupexacHus. 110 ucreueHnn cpoka XpaHeHHUs
JieNa MOAJIEKAT YHUYTOKEHHUIO B YCTAHOBJIICHHOM IOPSKE.

[Tpu aBTOMATH3MPOBAHHOM 00pabOTKE MPEATOKEHUH, 3aMEUaHU U 5kajio0 TpaxkiaH MOTYT OBITh
UCTIOJIB30BaHBI MIPUCIIOCOOICHHBIE K MAaIIMHHON 00paboTke ¢popmbl, B ToM uncie u PKK, ¢
COXpaHEHHEM BCEX YCTAaHOBJIECHHBIX HOPMATUBAMH PEKBU3UTOB B MAITMHO-OPUEHTHPOBAHHOM
BapHaHTe.
IMpunoxenus
IIpuioxenne 5.1
HoBocudupckas 06.1acTh
3akon
O0 o0pameHusAX rPakKIAH K AeNyTaTaM, 10JKHOCTHBIM JIMIAM IOCYAapPCTBEHHBIX OPraHOB,
OpPraHoB MeCTHOI0 CaMOYNpPaBJeHHs, PYKOBOAUTESIM NPeANPUATHI U OpraHu3auuii
B HoBocuOupckoii o61actu
[Ipunsrt obnactHeiM CoBeroMm nenmytatoB 31 mast 1995 rona
Hacrosimuii 3akoH peryiaupyeT NpaBOOTHOIIEHHs, BO3HMKAIONIME B CBS3M C OOpalieHueM
rpaxaaH K JeryTaTtaM, JIOJDKHOCTHBIM JIMIIAM TOCYIapCTBEHHBIX OpPraHOB, OPraHOB MECTHOTO
CaMOYTIpaBIICHUS, PYKOBOJUTEISM TPENNpHsITHiA u opraHuzanuii B HoBocuOupckoi obGiactu
HE3aBHCHMO OT UX OPTaHU3aI[MOHHO-TIPABOBOM (POPMBL.

1. O0mue nmoJyioKeHNs

Crarpa 1. 3akononareabcTBo HoBocuoupckoii 06s1acti 06 o0OpameHusix rpaxiaad



3akoHomarenscTBO HoBocuOupckoit obmactu 00 oOpamieHusix TpakJaH OCHOBAaHO Ha
Konctutymmun Poccuiickoii  ®Denepaiiui M COCTOMT M3  3aKOHOJATENBHBIX aKTOB PO,
HoBocubupckoii 001acTi ¥ HaCTOALIETO 3aKOHA.

CraTbs 2. OCHOBHbIE NPUHIHIIBI B pa00Te 10 PACCMOTPEHHNI0 00pallleHui IpaskiaH

OCHOBHBIMH MNpuHOUIIaMHu B pa60Te C O6paHIeHI/I$IMI/I TpaXXJaH ABJIAIOTCA ACMOKPATUYHOCTD,
JIOCTYITHOCTh, TJIACHOCTb, 3aKOHHOCTbD, ITUPOKUI KPYT pacCMaTpUBaEMBbIX BOIPOCOB, KOHTPOIb 32
CBOEBPEMEHHOCTBIO U TIOJIHOTOW PACCMOTPEHUs OOPAICHUH rpak/aH.

CraTtbs 3. HopmaTuBHbIE aKTHI OPraHOB IOCYAapPCTBEHHOM BJIACTH, MECTHOTO
caMoynpaBJIeHH,
NpeAnpusTH U OpraHu3anuii 00 o0paleHnsaX rpaxian

JIOJDKHOCTHBIE JIMIIa W PYKOBOJUTENH TOCYJApCTBEHHBIX OPraHOB, OPTaHOB MECTHOTO
CaMOYIIpaBJICHHsI, PYKOBOAUTEIH TNPEINPUSATHH W OpPraHM3alMil (Jajee MODKHOCTHBIE JIHIA U
pykoBonuTenu) B HoBocrOupckoit 00:1acTi HE3aBUCUMO OT WX OpPTraHU3aIlMOHHO-TIPAaBOBOM (YOPMBI
B COOTBETCTBHH C TPeOOBAaHUAMH (eiepaTbHOTO 3aKOHOIaTeCTBA M HACTOSAIIETO 3aKOHA BBOJIST B
neiictBue cooctBeHHbIe [lonoxenns 00 opraHu3aly JUYHOTO MPHEMa U MOPSIKE PACCMOTPEHUS
oOpaleHuii rpaxad, HeCYT NMEPCOHAIBHYIO OTBETCTBEHHOCTh 32 MX HCIIOJHEHUE B TOAYMHEHHBIX
UM OpraHax, OpraHu3aLusIX, IPEANPUATHAX U MOIPA3IEICHUSX.

Cratbs 4. OCHOBHBIE TEPMUHDbI, IPUMCHACMbIC B HACTOAILIEM 3akone

OOparieHust TpakJaH - YCTHBIC (M3JI0)KCHHBIC HA JIUYHOM IPUEME) M MUCHMEHHBIC KaIoObI,
3asBIICHUS, TPEIJIOKEHUS Tpa)<JAaH, HaMpaBJICHHBIE JeNyTaraM, JOJDKHOCTHBIM JIMLAM U
PYKOBOJUTEIISAM.

JIOMIKHOCTHOE JIUIIO - CIY>Kalluid, 00J1aar0uii TOCY1apCTBEHHO-BIACTHBIMU MTOJITHOMOYHSIMU T10
PYKOBOJICTBY XO3MMCTBEHHOH, COLMAIbHO-KYJIBTYPHOH, aIMHUHHCTPATUBHOW M MOJUTHYECKON
JIESITENIbHOCTHIO.

I1. IIpaBo rpaxnan Ha oOpalieHne U 00SI3aHHOCTD JAeNyTATOB,
JAOJIKHOCTHBIX JIMI] M PYKOBOAHNTEJIeH paccCMaTpuBaTh HX

Crartba S. [IpaBo rpa:xaan Ha o0panieHue ¢ TUCbMOM MJIM JIMYHBIH PUEM

JIro06oit IrpaXaaHuH BIIPaBC O6paTI/ITBCH K AcnyraraM, JOJDKHOCTHBIM JIMIAM U PYKOBOOUTEIISIM C
HHIAWBUAYAJIbHBIM, KOJIJICKTUBHBIM MMHUCHMOM, >1<an0601?1, 3as4ABJICHUCM, MPCIAIOKCHUEM, HpI/If/'ITI/I Ha
JIMIHBINA InpueM K ACNIyTaTy, AOJDKHOCTHOMY JIMIOY WM PYKOBOJIHUTCIIIO HCIIOCPECACTBCHHO HIIM K
BBIICCTOANIEMY B NOPAAKEC MOAYHMHCHHOCTU PYKOBOAUTCIIIO.

AHOHUMHBIE TIMCBMa He paccMmaTpuBaroTcs. COOOIIEHUS O COBEPUICHHOM WJIM TOTOBSIIEMCS
MPECTYIJICHUN HAIMPABIISIOTCS JIUISI POBEPKHU B ITPABOOXPAHUTEIIHHBIC OPTaHBbI.

CraTbs 6. O0SI3aHHOCTD eNyTATOB, J0JKHOCTHBIX JIMIl M1 PYKOBOAMTEJIel paccCMaTPUBATh
o0paieHusi rpakaaH

JlomKkHOCTHBIE JTMIIa U pyKoBoauTenu B HoBocuOnpckoil 0061acTi 00s13aHbl BECTH JTMYHBIN IPUEM
B YCTaHOBJIEHHbIE Ipa()uKOM U JIOBEJCHHBIE /IO CBEACHUS TPAKAAaH JHU U Yachl, B yJOOHOE A HUX
BpeMs, a B HEOOXOIUMBIX CIIy4asiX U IO MECTY KUTEJIbCTBA, IPUHUMATh K PACCMOTPEHHUIO YCTHBIE U
NUCbMEHHBIE O0paIeHUs TPaKaH, 1aBaTh HA HUX UCUEPIIBIBAIOIME OTBETHI.

JIOJDKHOCTHOE JIMII0 HE MOJKET MEPENOpydUTh MOAYHHEHHOMY BECTH MPHEM TpakIaH BMECTO
ceosl.



ILGHYTaTI)I MNPpEACTAaBUTCIILHBIX OPraHOB FOCYI[apCTBeHHOfI BJIaCTU U MECTHOI'O CaMOYIIPAaBJICHUA
BCAYT IIpUCM H36HpaTeJ’Ieﬁ B COOTBCTCTBHHM C HACTOAIIUM 3aKOHOM H YCTAaHOBJICHHBIM HMHU

rpapuKOM.

Cratbs 7. OTUeTHI AECNMYTAaTOB, J0JKHOCTHBIX JIUIl OPraHoB FOC)’)IZIPCTBCHHO]?I BJIACTH
U MECTHOT0 CaMOYIIPaBJCHUA IE€PE1 HACCTCHUEM

JIO>KHOCTHBIE JIMIAa OPTaHOB TOCYIaPCTBEHHON BJIACTH, MECTHOTO CaMOYIIPABIICHUS U JIEMTyTaThI
BCEX YPOBHEW HE pexe OJHOro pa3a B IMOIAroAa MPOBOJIAT OTYETHI IMEPE]l HACEIECHUEM
COOTBETCTBYIOIIUX TEPPUTOPUIN U U3OUPATEIBHBIX OKPYTOB O CBOEH NEATENBHOCTH 0 Pa3pEIICHUIO
BOIPOCOB  COIMATBHOTO O0ECIeYeHus] TpaKAaH, DKOHOMHUYECKOTO pa3BUTHS TEPPUTOPHH,
PacCMOTPEHHIO MUCEM U OOpalleHHH TpaxaaH. DIEKTPOHHBIE U TeYaTHbIE CPEACTBa MacCOBOM
MHPOPMALINK, YUPEKICHHbIE OpraHaMU TOCYIapCTBEHHOW BJIACTH M MECTHOTO CaMOYIpAaBJICHUS,
00s13aHbI OECTIPENSATCTBEHHO 00ECTEUUTh MyOIMKAIIUIO TAKUX MaTepHAIIOB.

I1I. OcHOBHBIE TPEOOBAHUSA K OPraHU3AMUMN PACCMOTPEHUSA 00palleHuil TPaxkIaH
Crarba 8. [IoaBe1OMCTBEHHOCTH PACCMOTPEHMSI 00pPALlleHNH TPaKIAH

JIOJDKHOCTHBIE JIUIIAa W PYKOBOAMTETH pAcCMATPUBAIOT JIOOBIE OOpalleHHs] TpaxaaH W
MPUHUMAIOT PEIICHUs B MIpeliesiaX CBOEM KOMIIETEHIIMH JIMOO B IMSTHIHEBHOM CPOK HAIPABIISIOT
oOpallieHus: IpYrUM JOJDKHOCTHBIM JIMIIAM M PYKOBOJIUTENSAM, K KOMIETEHIIMH KOTOPBIX OTHOCUTCS
pelIeHre OCTaBICHHBIX B 00paIeHUH BOIIPOCOB.

O nHampaBieHuu oOpalieHHss Ha PACCMOTPEHHWE B HWHBIE OpPTraHbl COOOIIAETCS 3asBUTEIIO B
MSATUAHEBHBIN CPOK.

Crarba 9. [Ipenennbl paccMOTpeHUs 00palleHUil TPaKIaH

OOpareHus rpakaH He MOTYT IepeaipecoBbIBATHCS HA PACCMOTPEHUE JOHKHOCTHBIM JIUIAM U
PYKOBOIMTENSM, AelcTBUE (WK Oe3ecTBHE) KOTOPBIX 00XKaITyeTcs.

Cratbs 10. O0s13aHHOCTD T0/KHOCTHBIX JIMIL 10 Pa3penieHnI0 BONMPOCOB, MOCTABJIEHHBIX B
o0paleHusIX rPaskIaH

JIOJKHOCTHBIE JIUIA U PYKOBOAMTENN, KOTOPBIM OpraHaMu I'OCYy/IapCTBEHHOW BJIACTH, MECTHOTO
caMOyIpaBJIEHUs M JIeNyTaTaMy HalpaBJjeHbl HA paCCMOTPEHHE OOpalleHUs Ipa)KaaH, B Ipeaenax
CBOEH KOMIETEHIMU NMPUHUMAIOT BCE MCUYEPMBIBAIOLINE MEPHI MO Pa3pEIICHUI0 MOCTABJICHHBIX B
oOpallleHuU BOIPOCOB U YCTPAHSIIOT BBISBICHHBIE HAPYIICHMUS.

Cratbs 11. Cpoku paccmoTpeHust 00paiieHnii rpaxiaH

Cpoku paccMOTpeHHsI OOpalieHHWii TpaxJaH HE MOTYT TPEBHIIATh OJHOTO Mecsma. [lpu
HEOOXOAMMOCTH TPOBENEHHS JONOJHUTEIBHBIX TIPOBEPOK, BBIICHEHHS BHOBb BO3HHKIIMX
00CTOATENBCTB PYKOBOJAUTEIh OpraHa IOCYAapCTBEHHOM BJIACTH MM MECTHOTO CaMOYIPABICHUS
BIPaBE TNPOUIUTH CPOKM PACCMOTpPEeHUs oOpamieHus, HO He Ooiee 4eM Ha OAMH Mecsl C
cooOImIeHneM 00 3TOM aBTOPY OOpaIieHusl.

OOpareHnss BOGHHOCTY)KAINX M YICHOB UX CEMEW pa3pemaroTcs 0e30T/IaratebHo, He TI03THee
7 nHEW co JOHS TOCTYIUIEHUs OOpalleHHsi B OpraH, OOsI3aHHBINA Pa3pelIuTh BONPOC IO CYIIECTBY.
PykoBonuTenb MOXET NPOAIUTH CPOKU paspelieHus: oOpalieHusi, Ho He Oojee yeM Ha 15 mHeil ¢
coolOmieHrnemM 00 3TOM aBTOpYy OOpaIeHHS.

OOparienus rpaxxjaaH, MOCTYMUBIIUE U3 PEAAKIMA CPEACTB MAaccOBOl MHQpOpMAIUH, a TaKxke
BBICTYIJICHHUS M IyOJUKAIMH, CBSI3aHHBIE C OOpAIIeHUSIMH TPakJaH, paCCMaTPUBAIOTCS B 00IEM
MOPSIZIKE.



Cratbs 12. IIpaBo rpa:xkaan Ha uHGoOpPMAaNHUIO 10 PACCMOTPEHUIO UX 00pallleH Uil

JIOJDKHOCTHBIE JIMIIAa U PYKOBOJUTENH MO TPeOOBAHUIO TPaXKAaH 0OsS3aHbI 3HAKOMHUTH HX C
MaTepuaigaMH, pe3ylbTaTaMu MPOBEPOK, COOOIIATh Ipa)kAaHaM YCTHO WJIM MUCBMEHHO 00 UTOorax
paccMOTpEHUs UX OOpAILEHUH U MIPUHSTHIX Mepax.

Cratbs 13. PemieHusi no pe3yJibTaTaM pacCMOTPeHHs 00palleHUil rpaskiaH

[Tpu3HaB U3M0KeHHBIE B 00OpameHny rpaxaal (akTel 000CHOBAaHHBIMH, JOJDKHOCTHOE JIUIO HITH
PYKOBOAMTENb IPUHUMAET MEphbl II0 PA3PEIICHHUIO IIOCTABJICHHBIX BOIPOCOB U YCTPAHEHUIO
BBISIBJICHHBIX HAPYILICHUH.

Fpan(;[aHaM OTKAa3bIBACTCA B YHAOBJICTBOPCHHU HUX HpOCI)6I)I, €CJIn q)aKTbI HC HallJInu
MMOATBCPIKACHUS 100 HpOCB6BI HC IIPU3HAHBI 000CHOBAHHBIMU.

B ciydasx, npeaycCMOTpEHHBIX 3aKOHOM, JIeNyTaThl, JOJKHOCTHBIE JINLA U PYKOBOAUTEIN MOTYT
PEKOMEHI0BaTh TpakJlaHaM pa3peliaTh BOIPOCH B Cy1€0HOM MOPSIZIKE.

I'pakaHuH, HE COIJIACHBIM € pELIEHUEM, NPHUHATHIM [0 €ro OOpaIleHHI0, UMEET IPaBo
00XaJoBaTh €ro BBILIECTOSIIEMY B MOpPSAKE MOJYUHEHHOCTH JOJDKHOCTHOMY JIMIY WIIU
PYKOBOIMTEIIIO.

CraTbs 14. PuHaHCcUpOBaHUe

Pacxoppl, CBsS3aHHBIE C PAacCMOTpPEHUEM OOpaIIeHUI TpakJaH Ha BBIMOJTHEHHE DJKCIEPTH3 U
NPUBJICUCHHUE CIEIMATINCTOB, IMPOU3BOMATCS 3a CUET CPEJICTB COOTBETCTBYIOIIMX OFOKETOB
(ob6nactu, ropoja, paiioHa), MPEANPUITHI U OPraHU3ALUN.

He A0IMYCKAC€TCA B3MMAHUC IUIATBI C TpakaaH, O6paTI/IBHII/IXC$I K AOOJDKHOCTHBIM JIMIIaM H
PYKOBOIHUTECIIAM, 3a ACATCIIbBHOCTD, CBA3AHHYIO C paCCMOTPCHUCM HX 06paI_HeHI/II7L

IV. KontpoJb 3a paccMoTpeHHeM o0palleHuil rpaxkiaH
Cratba 15. KonTpoas 3a paccMoTpeHneM o0paleHuii rpaxiaan

Beimecrosiimye JTOMKHOCTHBIE JIMIIAa M PYKOBOJIUTETH OOSI3aHBI CHCTEMAaTHYECKU TPOBEPSTH
COCTOSIHHE JIeJI TI0 PACCMOTPEHHUIO OOpalieHnid Tpak[aH, COOIIOIEHUIO CPOKOB UX PACCMOTPEHUH,
000CHOBAaHHOCTh OTKAa30B, MPUHUMATh MEpPbl K YCTPaHEHHWIO NMPHYUH W YCIOBHMA, MOPOXKIAOIINX
HaApYIICHHS MIPaB U OXPAHAEMBIX 3aKOHOM HHTEPECOB TPaK/aH.

Opranbl rocy1apcTBEHHOW BJIACTU U MECTHOI'O CaMOYIPABIICHHS OCYLIECTBIISIIOT KOHTPOJIb 3a
COCTOSIHMEM JIeJI TI0 PAacCMOTPEHHUIO OOpallleHHi TpakJaH Ha MNPEANpUATHSX, B YUPEKACHUIX U
OpraHu3alMsIX, PacloJIOKEHHBIX Ha Tepputopuu HoBocuOupckoit obnactu nuO0 B TrpaHHIaxX
JESITEIbBHOCTH COOTBETCTBYIOLIMX OPraHOB MECTHOTO CaMOYIPAaBIIEHUS; PEe3yNbTaThl NMPOBEPOK B
HEOOXOAMMBIX CJIy4yasXx pacCMaTpPUBAIOTCS Ha CECCUSAX TMPEACTAaBUTENBHBIX U  3aCeIaHMsIX
MCTIOJTHUTENbHBIX OPraHOB BIACTH U MECTHOTO CaMOYITPABJICHUS.

Hanzop 3a ucnonnennem 3akoHogatensctBa HoBocuOupckoit o6mactu o pabote ¢ oOpalieHusIMHu
rpakJaH OCYIIECTBIIIETCS OpraHaMu 00JIaCTHON M palfOHHBIX TPOKYPATYP.



V. OTBeTCTBEHHOCTDb 32 HEHCIIOJIHEHHE 3AKOHOAATeIbCTBA
10 PACCMOTPEHMI0 O0OpalleHUil TPaKIaH

CraTbs 16. OTBEeTCTBEHHOCTD 32 HAPYILIEHHE 3aKOHOAATEJIbCTBA NIPU PACCMOTPEHUN
o0paueHuii rpaxIaH

Hapymienust DOMKHOCTHBIMHM JIMIIAMH W PYKOBOJUTENSIMM HACTOSIIEro 3aKOHA, BOJIOKHUTA,
IPEeCIeJOBaHUE 32 KPUTHKY BJIEKYT JTUCHMIUIMHAPHYIO JHMO00 aIMUHUCTPATUBHYIO OTBETCTBEHHOCTh
B BHjae wTpada B pa3sMepe OT ABYKPATHOM 10 JBAALATUKPATHOW BEJIMYMHBI MHUHUMAaJIbHON
3apa0OTHOM MiaThl, HajaraéMoro B CyJeOHOM TMOpsSAKe IO MPEACTaBICHUIO OpraHa
rOoCyJlapCTBEHHOM BJACTU OO0JIACTU M MECTHOI'O CaMOyNpaBieHUs (IPEeACTaBUTENbHBIX U
UCTIOJIHUTEIIbHBIX ) WJIM IOCTAaHOBJIEHUEM NPOKYPATYPHI.

JleiictBue (unm Oe3nelcTBHE) MOHKHOCTHBIX JIMII M PYKOBOJUTENEH IO PACCMOTPEHUIO H
Pa3peIIeHNIO BOMPOCOB, MOCTABICHHBIX B OOpalleHUSX TPaKAaH, B CIy4asx, NMPeITyCMOTPEHHBIX
JEHCTBYIONIMM 3aKOHOAATETFCTBOM M HACTOSIIIMM 3aKOHOM, MOTYT OBITh 00KaIOBaHbI B CyIeOHOM

MOPSIZIKE.

OGpaIIIGHI/ISI rpaxxiani B KJICBCTHHYCCKUX LCIIIAX BJCKYT OTBCTCTBCHHOCTL COIIACHO
HeﬁCTBYIOIHeMy 3aKOHOAATCIIbCTBY.

IV. 3akimouuTenbHbIE MOJIOKEHUS
Crarba 17. BeryniieHue B CHITY HACTOSIIET0 3aKOHA

Hacrosmuii 3akoH BCTymaeT B CHIIy cO AHS €r0 OUIIHAIBHOTO OMyOIUKOBaHUSI.

IIpuioxenne 5.2

PernchammHHaﬂ KapTo4Ka MUCEM IpakKaaH

Bxomammii N u gata 3asBUTEIb AJlpec 1 MecTo
perucTpanuu (®.1.0.) paboThl

Kpatkoe conepxanue nucbma

CpOoK UCTIOTHEHUS

OobopoTHas cTopoHa

Hara Komy Pacnucka B| N nena, B KoTopom
repeaadyu Ha | HapaBJICHO | IOJYYEHUH,|  XPAHUTCS MUCHMO,
UCIIOJTHEHHE | THCHhMO nara WM OTMETKa 00

YHHUYTOXXCHHUHU ITMCbMa

OTMeTKa 0 KOHTPOJIE XU UCITIOJTHCHHUHN




PaccmoTpeno Pemeno JlonoTHUTEIbHbIN

C
PaGotHrKOM BBIC3/IOM DakThI IOJIOKHUTCIIbHO KOHTPOJIb
opraHa HoATBECPAUIINCH
p Ha MCCTO A P

Kem u xor JAa NUCbMO CHATO C KOHTPOJIA

IIpuniaoxenne 5.3
PerucrpanmonHasi KapTo4Ka yCTHBIX 00pallleHuil rpa:kaaH

Hara, N nokymeHTa
(DaMI/UII/ISI, UMs. OTYECTBO 3aABUTCIIA
U 3aHUMaeMas JOJDKHOCTh

Anpec
Kpatkoe conepxanue 3asBiaeHust

Ddamunus BECAYLICTO IIPHUEM

O0opoTHas cTopoHa

Komy u uto mopyueno, nata

Pesynbrar paccMoTpeHus 3asBiaeHUA

Korna u xeM mad oTBET
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AHHOTAIIHOHHBIN JIUCT

T.

200
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Mecto paboThI

Paiion

Anpec IpoXKUBaHUS

ConeprxkaHue oOparieHus

Kyna obparmancs panee

N no knmaccuduxaropy

JlomoxeHo

Hanpasneno Ha ucnonHenue

Xapakrep 3a1aHuA

200

Tloonuce

Jlama

puio:xkenue 5.5
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IIpunoxenne 5.7

CnpaBKa 0 NMOCTYIUICHUH IMUCEM I'PaAKIAAH
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Tloonucw dondxcrnocmnozo nuya

IIpuioxenne 5.8



CnpaBka o pe3yJbTaTax paccCMOTpPeHMs MPeIJI0KeHNH,
3asiBJICHUH M JKaJ100 IPakIaH, MOCTYNMBIINX
B
Haumenosanue opeanuzayuu

3a 200 . Bcero ¢ 3a COOTBETCTBYIOITHIA
HayaJjla roaa HepUoj

1. OGI111e€ KOTMYECTBO :
MOCTYIHUBIIKX MTHCEM
B ToMm uncie:
TIpeUIOKEHU N
3asBJICHUI
’Kajao0
2. Beero nocTynuiio nmucem
TpaxkIaH yepes
BBIIIICCTOSIIIIUE OPTaHbI
B T oM gucrne:
3 AZIMUHUCTpauN
IIpe3unent a
3 Komurera BeTepaHoB
BOMHEI
3. KonuuecTBo NOBTOPHBIX
MUCEM TPaXxK JaH
B Tom gucne

TOCTYIIUBIINX
Yyepe3 BBIIIECTOSIINE
OpTaHbI
Tloonuce dondxcnocmnozo uya
IIpunoxenne 5.9
Crnpaska o TemaTHKe 00palieHHil rpaxkaaH,
MNOCTYIIUBINUX B ___ _
Haumenosanue opeanuzayuu
200 r.
Ne Xapakrep nuceM rpaxiaaH KonunuectBo
n/n HceM
1. dunHaHCOBBIE BOIPOCHI
2. Bormpocsl, CBsI3aHHBIE ¢ IPOXOKACHUEM CIY)KOBI B Boopyxennsrx Cuiax
3. Bompocs! NpOMBIIIIIEHHOCTH, CTPOUTEIBCTBA, TPAHCIIOPTA U OPTaHOB CBSI3U
4. BompocH cenbCKOTO X035MCTBA M 3aTOTOBOK, OPraHU3anu (GepMEPCKUX XO3SIHCTB
5. 5. Bormpocsl opraHu3aniy TOProBix B YCIOBUSIX PHIHOYHOW S9KOHOMHKH
6. Bompocs! HapoxHOIO 00pa30BaHMs, pabOTHI IETCKUX JOMIKOIBHBIX YIPEXKICHUHN 1
3/IpaBOOXPAaHEHUS B YCIOBHSX MEPEX0Jia K PHIHKY
7. Bompocsl, kacarompecsi paboThl OPraHOH IOCTUIIMU M OPTaHOB BHYTPEHHUX A€
8. Bompocs! peMOHTa 1 ’IKCILTyaTaluy KUIO GoHaa
9. )KI/IJ'[I/IH_IHBIG H KOMMyHaJ'[BHO-6BITOBBIe BOIIPOCKHI, BOIIPOCHI IMTPpUBATU3 AN KUIIOIO
¢donma
10. O HapymieHHH B y4eTe U paclpeleIeHUH Kb
11. Bompocsl IesTeNbHOCTH OpPraHOB rOCYIapCTBEHHOHN BIIACTH U YIIPaBJICHHS pabOTHI
PYKOBOAAIINX KaapOB
12. Bompocsl rpyaa u 3apaboTHOM TIaThl
13. TleHcHOHHBIE M JpyTrHe BOMPOCH COIHMATBHOI0 00ecIeyeHns pabounX, CITyXKalluX,
KOJIXO3HHKOB, apeHIaTOPOB U (hepMepoB
14. TIuceMma 1o IpyruMm BOIIPOCaM
15. Bcero noctynuio nucem
B Tom uncre:
TTOBTOPHBIX
MHOTOKPATHBIX
KOJIJICKTUBHBIX

Tloonuco dondxcnocmnozo nuua

Tema 6. O(l)OpMJ'IeHI/Ie U COCTABJICHUEC OCHOBHBLIX BUIOB YIIPABJICHYECCKUX TOKYMEHTOB



1. CoBpeMeHHOe /1€/10BO€ TUCHMO

OdunuanbHOe MUCBMO - OJMH M3 BAaXHEUIIMX KaHAJIOB CBS3M NPEANPHITHS, OpraHU3alUH,
YUpEXKIEHUS C BHEIIHUM MUPOM. Yepe3 mnmcbMa BEAYTCS NPEIJOTOBOPHBIE IIEPETOBOPHI,
BBUICHSIOTCS ~ OTHOIIEHUS  MEXAY NPEAUPHUATHAMH, U3Jaralorcsd  NpereHsuu. [Incema
COIPOBOXK/IAIOT MAaTEPUAIIbHBIE IEHHOCTHU B IIyTH U T.1.

HecmoTpss Ha Hanmuyme coBpeMeHHBIX (GopM cBsizu: Tenedona, tenerpada, dakca, MOIEMHOM
CBSI3U U T.I., - 00BbEM MEPENHUCKU Jaxke Ha HeOOJIBLIOM IMpeInpusTHH BecbMa BelMK. OnHako
JMana3oH YIpaBJICHYECKUX CUTYalluH, JAroIIMX MOBOJ JUISl COCTABIEHUS JEJIOBBIX MHCEM JAJIEKO
He OecnpezeneH M MOAJAETCS CPABHUTENIBHO 4eTKoW kiaccuduxanmu. OrpoMHOE KOJIWYECTBO
MUCEM NPU OJHOTUIHOCTH YTPABIEHYECKUX CHUTYallUi, TPeOYIOUMX MUX COCTABJICHUS, BBHI3BIBAET
OCTPYI0 HEOOXOAMMOCTb B YHU(UKAIMM J1e710BOro nucbMa. K cokaneHuro, aHalu3 COBpPEMEHHOMN
JIEIOBOM TEPENMUCKH TMOKa3bIBAET OTCYTCTBHE Y MHOTHX YIPABICHYECKHMX PAaOOTHHUKOB HABBIKOB
COCTaBJIeHHs nmuceM. Mexay TeM HenpaBuiIbHOE 0pOpMIIEHHE MUChbMa 3aTPyAHAET paboTy ¢ HUM.
OKcnepTel €AMHOAYIIHBI B TOM, YTO JI€JIOBOE€ MHUCHMO JOJDKHO 3aHMMaTh HE 0oJjiee CTpaHUIIbL.
Agtopsl n3nannoro B 70-e roasl B CHIA mox pykoBoacTBoM kKaHueasipuu bemoro Jloma cOopHuka
"[IpocTeie THMCbMA" CUMTAIOT, YTO PACTOUYUTEIBCTBO B CIIOBAX BEIET K PAaCTOYUTEIILCTBY B
noiapax. Henb3s He yduThIBaTH M TOTO OOCTOSITENIBCTBA, YTO JEJIOBBIE JOKYMEHTHl BOBCE HE
Matepuan Juis "dyreHus"', a wuH(pOpMamusA, KOTOopas OJKHA MOOYXKIaTh K ONpeAeTICHHBIM
HOCTYIKAM.

OdeHb Ba)XHO, YTOOBI TEKCT O(UIMATHHOIO MUChMAa HE JOMYCKald HECKOJIBKUX TOJKOBAHHM.
BBuay npaBoBoi 3aBUCMMOCTH O(UIHUATBHBIX MUCEM UX SI3bIK U CTHJIb JTOJDKHBI YIOBJIETBOPSTH
TeM ke TpeOOBaHMsSIM, YTO U SA3BIK 3aKOHOB. "Bceraa, Bo Bce Beka OJJHO3HAYHOCTH SI3bIKA J1€JI0BOM
Oymarw, cTporas ero (opMaaTn30BaHHOCTh PACCMATPHUBAIIUCH JIFOJBMH KaK CPEACTBO OTPAHUYCHUS
npousBoja BinacTh. Eme B V B. 10 H.3. JApeBHepUMCKHUIl mieOc TpeOoBan BBEACHHUS UYETKUX
"mucanbix" 3akoHOB. Co3maHue 3aUKCUPOBAHHBIX Ha OyMare yCTAHOBJICHHW W TPaBUI OBLIO
TaKKe TJaBHBIM TpeOOBaHMEM MHOTHX CpEIHEBEKOBBIX BoccTaHMil. Korjga jke Takue 3aKOHBI
MOSIBUJINCH, OT JEJONPOU3BOANUTENEH TpeOOoBaIUCh abCONMIOTHAsE TOYHOCTH (HOPMYITHPOBOK,
JIOCKOHAIBHOE coOMoaeHre GopMbl. MHaue TOKYMEHT TePSUI FOPUIMYECKYIO crmy"'.

Hynaesckuii O.B. CoBpeMeHHas ycioBHas peub. - M., 1987. -¢. 6, 7.

CerogHsi BO MHOTHX CTpaHax akTHUBHO MJET Mpollecc YHU(PUKALUU JEeNOBOr0 MuchbMma. Tak, B
AHrmmu paszpaboTaH KOIUQPUITUPOBAHHBIA CTHIL OQUIIMAIBHOTO OOIIEHUS, W3BECTHBIM O]
HazBaHueM Zip-Code, uyTo B OyKBaJIbHOM TiepeBojie o3HavaeT "koa-moiaHusA". Ho ocoOeHHO cuiibHA
TeHACHIUS K yHUuKanuu pgenomnpom3BojactBa B CIIIA, 49rto 0O0yCIOBIEHO IHUPOKOMH
aBTOMaTu3anuel MHGOPMALMOHHBIX MPoIeccOB B ympasieHud. Ceifdyac, Korja KOMIBIOTEPHU3AIH
OXBaThIBAET BCE HOBBIE M HOBBIE cepbl WHPOPMAIMOHHON JEATEIHHOCTH YUPEKICHUH,
MPEINPUITHIA, OpraHu3alui, pakT MpeIHaMEepPeHHON SBOIOIMN aMEPUKAHCKOTO JIEIOBOTO MUChMa
CIIY’)KUT YOCIUTEITHbHBIM JIOBOJOM B IOJB3y TOTO, YTO BECh COCTaB WH(POPMAIIUU B CIIyKEOHOM
JOKYMEHTAllMd HACTOJBKO CTaHAApPTeH, 4YTO €ro BBIPAKEHHE Yepe3 HWHAMBHUIYAIbHYIO
HCIIOJIHUTEINIbCKYIO TEXHUKY COBEPILIEHHO HE ONpPaB/IaHHO.

VYHu]UKanus 3aTparuBaeT BCE YPOBHU M aCIIEKTHI SI3bIKA: €0 CIIOBAPHBINA COCTaB, MOP(HOJIOTHIO,
CUHTAaKCHC, TpaduKy, MyHKTYAIlUIO U CTHJIb. B 4aCTHOCTH, OCKOJIBKY J€IOBBIE MHChMa OTPAKAIOT
B OCHOBHOM HE WHJMBHUIYyaJbHbIE, a TPYIIOBbIE HHTEPECHl - HHTEPECHl T'OCYIAPCTBEHHBIX
yupexJaeHud, (QupM, KOMHaHMA W T.I., MPAKTUYECKH BO BCEX CTpaHaX TMHCbMa CEroJHs
COCTaBJISIOTCS Yallle BCEro OT MMEHHM KOJJIEKTUBHOTO cyObekTa. MHBIMM  cloOBamu,
VHU(DUIMPOBAHHBIA CTUJIb HW3JIOKEHUS B JIETOBOM Mepemnucke B cdepe MPOMBIIICHHOCTH U
TOPrOBJIM HMEET CBOIO COLHMAJbHYI0 0a3y - KOJUIEKTHBHBIM XapakTep IPOU3BOJICTBEHHBIX
oTtHomeHud. Texuuueckoi ero 6a3oii ABIAETCS, KaK y>K€ 0TMEUYAIOCh, KOMITbIOTEpU3AIIUSL.

! Ecnu muceMo odopmiisiercs Ha popmate A4, 06s3aTENEH 3aroioBK, ECITM Ha popMate A5, 3aroJoBOK He 0Bs3aTENeH.



IIpaBuna ogopmiieHHs 1e10BOr0 NUCbMA

OdunmanbHpie MUChMA MUIIYTCS Ha CIENUATBHBIX OJIaHKaX, COOTBETCTBYIOIIMX cTaHAapty. s
Takux OJJAHKOB YCTAHOBJIEH KOMILJIEKC 00S3aTeIbHBIX JIEMEHTOB (PEKBU3UTOB), KOTOPHIE TOJIKHBI
pacnosaraTecsi B ONpeAeICHHOM MOPSIKE.

brnank odummansHOrO THUCHMa MPEACTaBISET COOOH JTUCT OyMaru ¢ BOCIPOU3BEICHHBIMHU
TUTIOTpaCKUM CIOCOOOM TTOCTOSTHHBIMU 3JIEMEHTaMHU. MOYKHO CKa3aTh, YTO O(PHUIIHAIBHOE TTUCHMO
cocTOMT H3 "pambl" MHChbMAa M OCHOBHOTO TEKCTa M COACPKUT MOMHUMO OCHOBHOTO TEKCTa
nHpopmaIo 00 ampecaHTe: TMOJHOE M COKpAICHHOE Ha3BaHWE OpPraHWU3aIMHU-OTIPABUTENS, €€
MOYTOBBIN U TenerpadHbIi anpeca, Homepa TenedoHa, pakca u Teneraiina, HOMep TOro MUChMa WIN
TeJerpaMMBbl, KOTOPBIC TMOCTYXUJIM TOBOJOM JUIsl TIEPEMUCKHA, U MHOTO€ JApyroe. biaHku moryt
OBITH KaK C YIJIOBBIM, TaK U C MPOJIOIBHBIM PACIIOI0KEHUEM PEKBU3UTOB.

Odopmienne OmaHKa, COOTBETCTBYIOIIEE MPUHITUINAM TEXHUYECKOW ICTETUKH, IMOJIOKHTEIHHO
BIIMSACT HA BOCTIPUATHE €ro cojaepkaHus. Hampumep, yuuThIBas CBOMCTBO YEIOBEYECKOTO TJjia3a
jerdye (GUKCHUPOBATH BEPXHIOIO YacTh JIFOOOTO 00beKTa, Mpu 0(hOPMIICHUH JOKYMEHTOB CIEIyeT MX
BEpPXHIOK YacTh JiejaTh 00JIee HACBIIIEHHOH, a HIDKHIOK - OoJiee "yCTOMInBOM".

CranmapTsl Ha (HOPMYIISIPBI-00pa3Ibl YCTAHABINBAIOT (HOPMATHI M Pa3Mephl MOJIeH TOKYMEHTOB,
BXOJSIIIMX B COCTaB YHH(PHUIMPOBAHHOW CHCTEMBI JIOKYMEHTALMH, a TakkKe TpeOOBaHUS K
MOCTPOCHHUIO KOHCTPYKIIMOHHOW CETKH (opMyisipa-oOpasna, peKBH3HTHI M TpaBWIa HX
pacrionokeHust. JJOKyMEHTBI, BXOZSIINE B COCTAaB YHH(PUIMPOBAHHBIX CHCTEM IOKYMEHTAIIHH,
COCTOSIT M3 TPEX OCHOBHBIX YAacTEH, KOTOPHIE PACIONIaraloTCsl B MPEAeIax YeTKO pasrpaHHueHHBIX
30H. Takas "reomerpus" NOKyMeHTa 00OecredMBacT HEOOXOAMMYIO OBICTPOTY BOCIHPHSTHS €ro
TEeKCTa.

PexBU3UTEI - 3TO 00s3aTeNbHBIC NMPHU3HAKK, YCTAHOBJIECHHBIC 3aKOHOM WIIM TIOJOKCHHSIMU IS
OTAENBHBIX BHUAOB JOKyMeHTOB. (CocCTaB M  pacIlOJIOKEHHE PEKBU3UTOB Ha  OJlaHKax
OPraHU3alMOHHO-PACTIOPSIAUTENBHBIX TOKYMEHTOB OJKHBI cooTBeTCTBOBaTH [[OCT P 6.30-97.

YcraHoBneHue craHgapta Ha (GopMmynsap-oOpasel], KOTOpbI, B CBOIO OYepelb, OIpenesseT
TpeOoBaHusI K OJlaHKy OQUIMATBLHOTO MHChMa, BBI3BAHO HEOOXOIUMOCTBHIO YHUDHUIIMPOBATH
mporecc ero ohopMIIeHus, YTO MO3BOJISIET

- OPraHu30BaTh [IEHTPAIIM30BAHHOE U3TOTOBIIEHNE OJIAHKOB AJIS ITUCEM;
- YMEHBIIUTh CTOUMOCTh MAIIMHOMUCHBIX PadoT;

- COKpaTUTh TPYAO03aTpaThl HA COCTaBICHHE U O(OPMIICHHE MTUCEM;

- 00JIeruyuTh BU3YalIbHBII MOUCK He0OXoauMoi nHpopMaLny;

- pPacUIMPUTh BO3MOXXHOCTH NMPHMEHEHHS BBIUYMCIUTEIFHOW M OPraHW3allMOHHOW TEXHUKHU TIPH
00paboTke muceM.

dopmynsap-odpasell SBISETCS OCHOBOW I KOHCTPYHPOBAHHS (POPMYISIPOB U OJAHKOB BCEX
BUJIOB YIpaBlIeHYeCKOW [okyMeHTanuu. Ilnomans, orBoaumas dopmymnspam-oOpasuam amus
PACIIOJIOKEHUST KAXJIOr0 PEKBU3UTA, COOTBETCTBYET ONTHUMAIBHOMY O0BEMY 3TOrO PEKBHU3UTA B
MEYaTHBIX 3HAKaX.

Cormacao I'OCT P 6.30-97 nokyMeHTBI MOT'YT COZICpKaTh (B 3aBUCUMOCTH OT Ha3HA4YEHUs) 10 29
PEKBHU3HUTOB, OJIHAKO HU OJMH JJOKYMEHT He 0(hopMIIIEeTCSl IOTHBIM WX HabopoMm. st Kask0ro BHUIa
JIOKyMEHTa OIpe/IeNieH COCTaB PEKBU3UTOB B 3aBHCHMOCTH OT Ha3Ha4YeHHUs NOKyMeHTa. Tak, Juis
OUITMAIIEHOTO MHUCbMa PEKOMEH]TYEeTCS CIISAYIOIIHI COCTaB PEeKBU3UTOB:



1) TocynapcrBennsiii repd Poccuiickoit @Penepanuu wunm repd cyobekta PO (g
rOCyJapCTBEHHbIX NPEANPUATHI);

2) sMbsemMa opraHu3aluy (€CiIu He TOCYIapCTBEHHOER);

3) kon npennpustus mo OKIIO (ms BHyTpUpecmyOIMKaHCKOU MEPENUCKH), €CITU OH €CTh;
4) xon noxkymenTa o OKY ]I (eciu ects);

5) HauMEeHOBaHWE OpraHU3aIMH (ITOJTHOE U COKPAIIEHHOE);

6) cripaBOYHbIE TaHHBIE 00 OpraHU3aIUY;

7) nara;

8) perucTpalioHHbIi HOMEpP TOKYMEHTA;

9) cchlKa Ha MHIEKC U AaTy BXOASIIErO JOKYMEHTA;

10) aagpecar;

11) 3aroyloBOK K TEKCTY;

12) Tekcer;

13) moamuce;

14) bamunus (wau paMumIust, ©Ms, OTYECTBO) U TeJIe(pOH UCTIOTHUTEIIS,
15) uaeHTHUKATOP JIEKTPOHHON KOTTUHU JOKYMEHTA.

MoryT OBITh YKa3aHbl HHUIHAIB MAITMHUCTKY U KOJMYECTBO SK3EMIUIIPOB, HO OHM HE BXOJSAT B
cocTaB 0043aTeIbHBIX PEKBU3NUTOB.

COBOKYIMTHOCTh PEKBU3UTOB O(UIIMATFHOIO MHChMa HasbIBaeTcs (GopmynspoM. PexBusutsl (1)-
(6) mevararoTcs, KaK IPaBUIIO, TATIOTPA(CKUM CITIOCOOOM.

OduuuanbHOe NHUCBMO SABISETCS €IUHCTBEHHBIM JIOKYMEHTOM, Ha KOTOPOM HE CTaBUTCS
Ha3BaHME €ro BuAa. Bce ocranbHble TOKYMEHTHI uMmeroT HazBaHus. Hampumep: "[lpukaz”, "Axt",
"Pemenune", "[loknagHas 3amucka’ u T.1.

Cormacao I'OCT P 6.30-97 uzobpaxenne I'ocymapcrBenHoro repoa P® momemniaercs Ha
0JIaHKaX MHUCEM rOCYJapCTBEHHBIX YUPEKICHUN.

HanMeHoBaHMe OpraHM3alMu - aJ[peCaHTa JOKYMEHTA JAETCS B TIOJHOM U COKPAIICHHOM BUJIE.
Hanpumep: Bcepoccuilckuii  Hay4HO-MCCIIEIOBAaTEIbCKUA HHCTUTYT JIOKYMEHTHPOBAHHUS U
apxuBHoro nena - BHUNJIA /L.

CHGI[yCT INOMHHUTB, YTO COKpalllaTb HA3BAHUA opraHmauMﬁ IIPOU3BOJIbHO HCIIB34. COKpaHleHHBIG
HanMCHOBaHUA opraHmauHﬁ 06p8.3y1-OTC$I TpEeMA crocodamu:

- M0 TepBBIM OyKBaM CJIOB, BXOASAIIMX B HamMeHoBaHus. Hanpumep: MBJl (MunuctepcTBo
BHYTPEHHUX JIelT). AOOpEeBHATypBI MUITYTCS CIMTHO M OYKBBI B HUX HE PA3JENAIOTCS TOYKAMH;

- 110 HAaYAJIbHBIM cJIoraM OYKB, BXOJSILIMX B HaUMEHOBaHUA. Hanpumep: Ypanmam (Y paabckuid
MaIIMHOCTPOUTENbHBIN 3aBOJ);



- CMELIAHHBIM CIIOCOOOM, KOT/Ia CIOKHOCOKPAIEHHbIE HAUMEHOBAHMs 00pa3yroTCs YaCTUYHO U3
HayalbHbIX OYKB, YaCTUYHO M3 YCEUYEHHBIX CJIOB M MUIIYTCA B IMEPBOH YAaCTH HPOMMCHBIMU
OykBamH, BO BTOpOil - cTpouHbIMU. Hanpumep: BHUWpopmam. Takue ciioBa HUIIYTCS TOXeE
CJIUTHO.

Ha3Banus ydpexacHMH COKpAIlaloTCs TOJIBKO B TOM ClIydae, €CIM COKpAalleHHOE Ha3BaHHE
yKa3aHo B O(pUIIMAIbHOM JIOKYMEHTE.

K o0s3aTenbHBIM pEKBH3UTAM OQHUIIMATBHOTO MUCbMa OTHOCSTCS HOYMOSbL U menezpaghnulii
aopeca. Tlopsinok u ¢popma 3amKcH CBEACHUH O MOYTOBOM M Tenerpad)HOM ajpecax OpraHU3aIluH
JOJDKHBI cOOTBETCTBOBaTh [louToBhIM mpaBmiam. Ha OnaHke muchMa HEOOXOIMMO YKa3bIBaTh
TaKke HoMepa Tenedona, pakca, HoMep cueTa B OaHKe.

OO0s13aTeNbHBIM PEKBU3UTOM MHCHhMA SIBISIETCS dama, KOTopasi MPOCTaBISETCS B IEBOM BEPXHEM
yray. JlaToli nmuceMa cumtaercs jgata ero noxanucaHus. OHa CIIy)KMT TOMCKOBBIM NPU3HAKOM H
UCIIONB3YETCSl MPHU CChUIKE Ha NHUChbMO. JlaThl B mHCbME MOJDKHBI OQOPMIISATHCS LU(POBBIM
CIOCOOOM. DJEeMEHTHl JaThl MPUBOAATCS B OAHON CTpoke apabckuMu nuppaMd B TaKol
MOCNEAOBATENbHOCTU: YHUCIIO, Mecsl, roa. Yucimo, Mecall M TOJA 3alHUCHIBAIOTCA TpeMs
IBY3HaYHBIMU nupamu. Hanpumep, naty 25 oxts0pst 1998 rona cnenyer 3anucats tak: 25.10.98
(momryckaercs U uHast 3anuch: 25.10.1998). Ecau uncno wim mecs 0003Ha4aroTcs OJHON MU PO,
TO mepen Hel craBuTcs HoONb. Hanpumep, naty 12 suBaps 1998 roga 3anmuchiBaloT CIlIEAYIOIIUM
obpazom: 12.01.98. Tlocne nByx mmdp, 0003HAYAOIMMX YUCIO W MECAI, CTABATCS TOYKH, IMOCIE
JIBYX 1u(p, 0003HaYarOMIMX IO, TOYKAa HE CTABUTCSL.

PerncTrpanMoHHbIii HOMEpP WCXOJSIIETO JOKYMEHTa - HOMEpP IHMChbMa M €ro yCJIOBHOE
0003HaueHHE - OOBIYHO COCTOMT M3 HECKOJIBKMX 4acTedl. CHayana MOXKET OBbITh 3alucaH WHIEKC
CTPYKTYpPHOTO TIO/Ipa3eicHH s, HHACKC 0 HOMEHKIAType e KiaccuukaTopa KOPPECIOHICHTOB,
UCIIOJIHUTEIIEH, a MOCIEAHEN YacThio OyIeT MOPSAIKOBBIA HOMEP MCXOMAAIIEro MuchMa. Hanpumep:
Ne 2/16-2955 unu 18/275.

CcpulKka Ha HOMep M ATy BXOJASIIIEro JOKyYMEHTa BKIIOYaeT PEruCcTPallMOHHBIN HOMEp U aTy
IUCbMa, Ha KOTOpPOE JaeTcs OTBET, M pacrHojaraercsd HWXKE HHAEKCA M JaThl HCXOMSIIETOo
JOKYMEHTa. DTOT PEKBH3UT IPUCYTCTBYET TOJBKO Ha OsaHke Juig nuceM. ConocTaBiIeHUE Oat
OTIIPaBKM M TMOJYy4YEHHUs IIHMCeM [JaeT IMpPEJACTaBICHUE O CTENEeHHU OINEPAaTUBHOCTH PabOThI
YUPEXKJIEHUS C KOPPECTIOHACHIIMEN.

[Ipu ccbuike Ha BXOIANIUMN JOKYMEHT cioBa "Ham'", "Bam'" ymoTpeOysaTh HE PEKOMEHIyeTCs.
Haubonee panmonanbsHa cneayromas ¢opMa 3TOro peKBU3UTA!

Ha Ne oT

Hu B koem ciydae He ciedyeT MOMeEIIaTh STH JaHHBIE B CaMOM TEKCTe MUCbMa. Bua storo
PEKBU3UTA B MUChbMeE JIOJKEH ObITh ciemytommM: "Ha Ne 4520/144 ot 17.05.98".

Aodpecam - HAUMEHOBAHUE U aJpec NOJy4yaTelssd MuchMa (HaMMEHOBAaHHUE U aJpec OpraHU3alNH,
CTPYKTYpHOM 4yacTu OopraHuzanuu, Gupmsl win GamMuiIus ¥ agpec JIHULA, KOTOPOMY HaIlpaBiiseTcs
IIMCbMO) - YKa3bIBAE€TCsS HAa BEpPXHEH IpaBOW CTOpoHE OllaHKa NMUChbMa. JTO BHYTPEHHHI ajapec
nucbMa. B anpecate Ha3BaHHME OpraHM3allMU-NOIyYaTeNls MMIIETCS B MMEHUTEIBHOM IaJieke.
Hanpumep: 3A0 "Oxcun".

OTyacT 3TO Jenaercs ¢ y4eToM MAIIMHHOM 00paloTKW. B mensx yCKOpeHHs! HCIOIHEHHS
NHChMa, €CIM WM3BECTHAa (aMmiIus JHIa, KOTOpOe OyIeT ero paccMaTpuBaTh, PEKOMEHIYETCS
yka3eiBath U 3Ty amunuio. Cormacao 'OCT P 6.30-97 npu HampaBieHUH MUChMa JTOIKHOCTHOMY
JMIly Ha3BaHUE OPTaHM3aIMU YKa3bIBAeTCS B MMEHHUTEIFHOM MaJieke, a JOJHDKHOCTh U (haMWIns - B
JIaTeJIbHOM.



Hanpumep:

Kemeposckoe OAO "I'panut”
A.H.CmupHOBY

Ecnu ke mucemo aJIpCCYCTCA PYKOBOJUTCIIIO OpraHu3allii, HAUMCHOBAHUEC OpraHU3alluu
JOJIKHO BXOJAWUTH B COCTAaB HAMMCHOBAHUSA NJOJIKHOCTU aapecara. Hanpumep:

Pexropy HoBocubupckoit
rocy/1apCTBEHHOU aKaJeMuu
9KOHOMHKH M yIIPABIICHUS
npod. F0.B.I'yceBy

3Haku nNpervHaHusd BO BHYTPCHHEM aJIp€CC MOI'yT OBITE OIIYIICHEI. HanmenoBanmne
opraHu3anuu, UM 1 (1)aMI/IJII/IIO Jiiia, KOTOpoMy IMUCbMO aaApE€COBAHO, CICAYCT MUCATh TAK, KaK OHU
JaHbl HA HCXO,I[SIHIGI;'I OT dTOM OopraHu3alvi KOPPCCIIOHACHINU UJIN KaK B CIIPABOYHHKCE.

B cocrtaB pexBusura "ampecatr" MOXKET BXOAMTH IOYTOBBINM aapec. [louToBBIN ajpec He
MPOCTABIISIETCSl Ha JIOKYMEHTax, HalpaBlsieMbIX B TIPABUTEIBCTBEHHBIC OpraHU3alluid U
MMOCTOSTHHBIM KOPPECIIOHEHTAM - B ATUX CIIy4asx IeJecoo0pa3HO MPUMEHATh KOHBEPTHI C 3apaHee
HareyaTaHHBIMH a/IpECaMHU.

Ecin nuceMo azapecyercs opuuuaibHOMY JIMIly, CHadalla YKa3bIBAaeTCS JOJDKHOCTb, 3aTEM
dbamMuIMs ¥ MHUIMAIIBL, 3aTeM ajjpec opranuzanuu. Hanpumep:

JIMpeKTOpy aKIMOHEPHOTO
obmectsa"Kpucramn" I'.H.HekpacoBy

CxkarepTHbIi niep., 1. 22, Mockaa,
103030

Ecnu muceMo agpecyeTcst 4acTHOMY JIMITY, CHadalla yKa3bIBAIOTCS WHUIHAIBI U (DaMUITHS
MoJIyJaTeis, a 3aTeM aJipec U IOYTOBbIN UHACKC. Hanpumep:

I1.1.T'puropbeBy
yi. Kupoga, 1. 76, xB. 12,
r. HoBocubupck, 630102

Cormacao 'OCT P 6.30-97 unuimansl cTaBsITcs mociie (haMmiim BO BCEX CIIydasx, KpoMe
MOJMUCH. B OMMCcH HHUIIMATBI TIPEIIIECTBYIOT (DaMUITHH.

Ecau nuiio, Ha UMt KOTOPOTO MUIIETCS MMChMO, UMEET YUEHOE 3BaHHe (YUCHYIO CTETEHb), €r0
cleyeT yka3blBaTh nepes Gpamunueit. Hanpumep:

akaja. A.I'.MIBaHoBy
npod. H.I".KupcanoBy

TekcroBoe cokpamienue "rp." (oT cimoBa 'rpaxkaaHuH'") TPUMEHSETCS TOTNa, KOTJa JIUIO,
KOTOPOMY aJIpECYeTCsl TTMChMO, pacCMaTPUBAETCS KaK CyOBEKT TPakIaHCKHUX MPABOOTHOIICHUH. B
MEePENUCKe C OpraHu3anusMH W (upMaMH JOPYyrux CTpaH cioBa 'rocmomuH", "rocmoauHy"
nepeaaroTcs cokpamienusmu "'r.", "r-ny".

3arojo0BOK K TEKCTY JOJKEH OTpakaTb OCHOBHOW BOIPOC, 3aTPOHYTHIM B MHCbME, U OBITh
KpaTKUM U eMKHUM, c(HOpMYIHPOBAHHBIM B OAHOM (hpa3e. 3aroj0OBOK MOMEMIAETCS Mepesl TEeKCTOM
nuchMa. CojepkaHue MICbMa BBIpakaeTcsi B HeM (hOPMOU IPEIOKHOTO Majiexka ¢ mpeiorom "o
("06"). KaBbrukaMu 3arojIoBOK HE BBIJICIACTCS, MUIIETCS C MPOMUCHOW OYKBBI U HAYMHACTCS Cpasy
OT JIEBOTO TMOJIsI TUCTA. Hanpumep:



OO0 opranu3zaiuy BeIE3IHON TOPTOBIH

O nocraBke yriist 1o KoHTpakTy Ne 33-02/567
O 3akynke KUPIUYHOTO 3aBOJA

3aroyioBOK He JIOJKEH MPEBBIIIATEH ABYX CTPOK.

3arooBOK JOKEH COCTaBIISATh HEMOCPEACTBEHHBIN HCIIOTHUTENb, KOTOPHIN JIydlle, YeM KTO-
b0 Ipyroi, 3HaeT cojepkanue JokymeHTa. COTpyAHUKY, pa30oHparoIieMy MouTy, J0HKHO OBITH
JIOCTaTOYHO TPOYUTATh 3aroJIOBOK, YTOOBI ONpPEAETUTh, K KaKOH KaTeropuu MUCEM OTHOCUTCS
JJaHHOE€ TMCHMO M Ky/ia €ro CJeIyeT HalpaBUTh, YTO OCOOEHHO Ba)XHO B TE€X CIyyasx, KOrjaa B
ajJipece HE YKa3bIBAeTCS KOHKPETHOE JIMIIO, KOTOPOMY aapecoBaHO muchbMo. Kpome Toro, Gernbrit
B3IVl HAa 3arojOBOK MOXET W30aBHTh COTPYAHHUKAa OT HEOOXOIWMOCTH TNPOYHUTHIBATH MUCHMO
MOJTHOCTBIO.

He pexomenayercs B 3arojioBke ymnoTrpeOnsaTh cioBa "kacarenbHO", "kacaerca'. Takxke He
cieqyer nmucarh "mo aeny”, Tak Kak JaHHOE BBIpAaKEHHE NMPHUHATO B IOpUAMUYECKOMN mpakTtuke. OHO
BIIOJIHE YMECTHO, HAallpUMep, B HUCbME, aJJpeCOBAaHHOM B OT/I€JICHUE MUTUIINH:

HavanbHuky oTaenenus MUIHIUNA
Kuposckoro paiiona
r. HoBocuOupcka
I'.B.CunopoBy
ITo neny rp. Kpyriosa A.A.

OCHOBHOHM pPEKBHU3UT JIEJIOBOTO MHUCHMA - mexkcm. MakcumalnbHas JJWHA CTaHAAPTHOW CTPOKHU
odHIMaNBEHOTO MUChMa paBHa 64 MeYaTHBIM 3HaKaM, YTO COCTaBIIsIET OKosIo 17 cM. OOBIYHO CTpOKa
BMmemaer 60-62 3Haka. BwIOOp Takol IMHBI CTPOKH OOBSCHSAETCS HambOoyiee YIOTPEOMMBIM
dopmarom A4, a Takxke TEM, YTO, YHTAsT TEKCT, MbI, KaK MPAaBUJIO, JIEPKUM €ro Ha PacCTOSHUH
30-35 cM OT 1J1a3, a yroja CeKTopa HawIydlleld BOCIPUMMYUBOCTH YEJIOBEUYECKOIo riaza paBeH 30
rpagycam.

Ommemka o0 HaMUYUU RPUNONHCEHUA JETACTCS, €CIM K MHCbMY TPHIOKEHBI KaKHe-IH00
JIOKYMEHTHI. B JIeBOM HM)KHEM yTJly MUCbMa cpasy OT MoJis cTaBuTcs cinoBo "[lpunoxenue", 3atem
MMOMETIAIOTCS HA3BAHUS MMPUIATaeMbIX JIOKYMEHTOB B IIU(POBOI IMOCIICIOBATEILHOCTH C yKa3aHUEM
KOJIMYECTBA SK3EMIUIIPOB U JMcToB. Kaxkaoe Ha3BaHUe pacmonaraeTcsl Ha OTAeNbHOM cTpoke. [lof
cioBoM "[Ipuiioxenue" HUKaKast 3aMuch HE MPOU3BOAUTCS. Hanpumep:

[Mpunoxxen  Komus kouTpakra ¢ pupmoii "Kemnep" Ha 3
ue: 1. B 1 9k3.

Vka3zanne Ha Hajgudue INPUIOKCHUA, YIIOMUHACMOI'0 B TCKCTC ITMCbMA, MOKCT OBITE CACIIaHO B
TaKOM BHJIC:

IIpunoxenue: Ha 1.B JK3.

DTOT PEKBU3UT MOKET OBITH 3arOTOBJIEH Ha OJIaHKE MTUChMa.
B cOpouropoBaHHOM MPUIIOKEHUH KOIMYECTBO JIMCTOB HE yKa3blBaeTcs. Hanpumep:
[Mpunoxen HWHpopMannoHHBIH MaTepHal o

ue: MexyHapoaHoi BeictaBke "CHB-98" B 3
9K3.



Camn AOKYMCHTBI, BXOIAIIMC B COCTAaB IMPUIIOKCHHUA, OOJLDKHBI HMETH BCC H€O6XOIII/IMI>I€
PCKBU3UTHI: HAMMCHOBAHUC BHJAa JOKYMCHTA, 3aroJIOBOK, 4Ty, IIOAIIHCH. KpOMe TOro, Ha
MPUITOKCHUAX B BEPXHCM YTIIY CIIpaBa ACJIAaCTCd OTMCTKA, YKa3bIBarONlasA Ha CBA3b MPUIIOKCHUA C
OCHOBHBIM JOKYMCHTOM. Ecmmn MNPUIIOKCHUEC SABJIACTCA CaAMOCTOATCIBHBIM JOKYMCHTOM, OHO
HAIMpasJIKICTCA C COIMMPOBOAUTCIIBHBIM ITUCHbMOM.

Pexkeusum "'moonucs'’ momemniaeTcsi cieBa I0J] TEKCTOM MHCbhbMa cpa3dy OT mojisi. B cocras
MOJINIMCH BXOJAT HAMMEHOBAHHE JOJDKHOCTH JIMIIA, MOJIMTUCHIBAIONIETO MTHCHMO, JIMYHAS TTOANUCH U
ee pacmmdpoBka. [TockombKy IelOBbIC MUChMa MHUIIYTCS HAa OJaHKAX YUpEeKIECHUH, Ha3BaHUE
YUPEKICHUS B TIOANUCHU HE yKa3bIBaeTcs. Hanpumep:

JIpeKTOp MIKOJIbI Tloonucw K.K.Cunopos

JIBe TOANUCH CTaBSTCS B TOM Cilydae, KOrjJla HEOOXOAWMO MOIATBEPIUThH IEHCTBUTEIHHOCTH
MEepBOM MOJMUCH, a TakKKke B 0CO00 OTBETCTBEHHBIX JOKYMEHTAX, HalpuMmep, B MUChbMax IO
(MHAHCOBO-KPEIUTHBIM BOMPOCAM, HAaIpaBIsieMbIM (PUHAHCOBO-O0AHKOBCKUM YUpexaeHusM. B
TaKUX MUChbMaX BCETJla CTABUTCS MOJITUCH TJIABHOTO (CTapIiero) OyxraiaTepa npeanpusTHs.

HpI/I NoANMUCaHUM THMCbMa HECKOJBbKHMHU MOOJDKHOCTHBIMHU JIMIAMH HX IMOAINMUCHU pacroiararoT
OJIHY I1I0a ,Z[perfI B IIOCJICAOBATCIIBHOCTH, COOTBCTCTBYIOIHeﬁ 3aHMMaeMol JOJDKHOCTH:

JIupeKkTop HHCTUTYTA Tloonucw A.C.MapueHko
['maBHBIH OyxTantep Iloonucw 1O.I1.Bonkos

HpI/I noanuCaHuy IMMuCbMa HECKOJBKMMU JIMIIAMHU, 3aHUMAaOIIIMMHU OJWMHAKOBBIC JOJIZKHOCTH, UX
MMOAIKUCH pacCriojiararoTcd Ha OJHOM YpPOBHE:

Hupextop OAO "Kapenus" Hupexrop 3A0 "Kopcap"
Tloonucw N.B.Iletpos Iloonuco I A.®omun

Bce SK3CMIIIAPBI [MUCECM, OCTAKOIIUECCA B ACIIAX opramxmaunﬁ, HAOJIKHBI COACPKATH IMOAJIMHHBIC
NOANMUCH AOJIPKHOCTHBIX JIMII.

Eciu 1omKHOCTHOE JIMIIO, MOANKUCH KOTOPOTO 3aroTOBJIEHA HA MPOEKTE MUChMa, OTCYTCTBYET,
MUCHMO TIOJIITUCHIBACT JIUIIO, UCTIONHS-IOIIEE €ro OOS3aHHOCTH, WM €ro 3amectureib. [Ipu aTom
00s13aTeIbHO yKa3bIBaeTCA (PakTUYecKasl JODKHOCTh JIMIA, MOAMMCABIIETO MUCHMO (HAmpumep,

" n

"n.0", "zam.") u ero ¢damunua. Henp3s mnoamuceiBaTh NHMCbMa C mpeasoroM "3a"' WM ¢
IIPOCTaBJICHUEM KOCOM UepThl nepe; HAaMMEHOBAaHUEM JIOJIKHOCTH.

[Tognucanue mOKymMeHTa SBISETCS OJHHMM M3 CIHOCOOOB yaocTtoBepeHus ero. OduimanbHoe
MUCHMO 0€3 MOJMUCU HE UMEET IOPUINYECKON CUJIBI.

OTtmeTka 00 wucnomHUTeNne (COCTaBUTENE TMHCHbMA) BKIOYAeT (aMUIMIO HCIIOIHUTENS,
MIOJIHOCTBIO UMS U OTYECTBO, HOMEP €ro CIy>KOHOTrOo TenedoHa U MOMENIAETCs Ha JIULEBOM CTOpOHE
MMChMA.



[TpuBenem oOpaserr opopMIIeHHsI CIY)KeOHOTO TUChMa C YTIIOBBIM PACIIOIOKEHUEM PEKBU3UTOB:
I'ep6 PO
HawnmeHoBaHue opraHu3aiyu

HanmeHnoBaHMe CTPYKTYpHOTO MOIPa3AeICHHS Anpecar
(v MOKeT OBITh OJJaHK KOHKPETHOTO
JOJDKHOCTHOTO Jutia. Harmpumep, 3aM.MUHHCTpA)

CHp ABOYHBIC JJAHHBIC OpTraHru3alun

3aroj0BoK nucbeMa* 1
(naunnaetcs ¢ npeayioros "O" wim "O6")

Tekct
JlomxHOCTD Iloonucow Wuurmanel, pamunus
®amunus ucnonuurens (i O.1.0. u Homep tenedona)
2. OpraHu3anuoHHO-PACHOPAIUTEIbHBIE IOKYMEHTHI

JleaTenbHOCTh BCEX YUPEKACHUH (UKcHpyeTcs B pa3HOro BUAa JOKyMeHTax. IlombiTka
OIpECIICHUs. BUIOB TIOKYMEHTOB, B TOM YHCJIE U OPraHU3allMOHHO-PACIIOPAIUTENIBHBIX, CEIaHa B
npuIoKeHUIX K OCHOBHBIM TOJIOKEHHUAM EJMHOM rocy1apcTBEHHOM CHCTEMBI JIEIONPOM3BOICTBA ,
a BUIBl PACIHOPSAHUTEIBHBIX JAOKYMEHTOB paccMOTpeHbl B IOpUAMYECKOM HHIMKIONEIHYECKOM
cioBape. B cBOEl HEATENBHOCTU YUYpEXKACHUS PYKOBOJICTBYIOTCS Hapsily € aKTaMu OpraHOB
roCyJIapCTBEHHOM BJIACTH M TOCYJApPCTBEHHOIO YIPABJICHUS IOJOKEHUSAMH, YCTaBaMU, ITPABUIIAMHU.
CornacHo JEHCTBYIOIIEMY 3aKOHOJATENILCTBY OpPraHbl 3aKOHOAATENBHOM M MCHOJHHUTENIBHOM
Bractu Poccuiickoit ®@exepanuu  M3JAIOT  CICAYIOIIME JOKYMEHTBI: PEIICHUs, YKasbl,
pacHOpsKEHUsI, ITIOCTAaHOBJICHUS, NPUKa3bl, yKa3aHUs, MHCTpyKuuU. Ha Teppuropusx kpacB u
o0acTeil U31al0TCs MOCTAHOBIICHUS, PACIIOPSKEHUS IJIaBbl aAMUHUCTPALMU U €0 3aMECTUTENEH.
Takue k€ JOKYMEHTbl W3JAIOTCAi B pallOHHBIX (FOPOJCKMX) aAMMHHUCTpauusx. Oprasbl
IIPEICTaBUTEIILHOMN BJIACTU IPUHUMAIOT PEILICHUS.

Oprann3aunoHHas JOKyMeHTalUsl

Bce rocynmapctBeHHbIe, MyHHUITUTIATBHBIC, YACTHBIC TPEINPHUATHS, OOIIECTBEHHBIC 00bhEIMHECHHS
JICUCTBYIOT Ha OCHOBE yCTaBa.

Yemae - >10 cBOA mpaBWil, PETUCTPUPYIOLIUX JAESITEIBHOCTh OpPraHU3ALMM, YUpexKICHUH,
0o0LIECTB M Ipa)<IaH, UX B3aMMOOTHOIICHUS C JAPYTUMHU OpraHU3alUsIMHU U Ipa)KAaHaMH, IpaBa U
00s3aHHOCTH B ONPEIEICHHON cdepe TOCyIapCTBEHHONW WM XO3SIICTBEHHON JIEATEIhbHOCTH.
CyliiecTByIOT, Hanpumep, YcraB JOOPOBOJIBHOIO CHOPTUBHOTO OOIIECTBA, YCTaB aKIMOHEPHOTO
o01ecTBa, YCTaB TOBApHUILECTBA C OTPAHUYEHHOW OTBETCTBEHHOCTHIO U T.J. OTAEIBHO ClIEAyeT
BBIICNIUTh YCTaBbl, ONpEACIAIONINE OpraHu3aluil0 TOH wWiM HMHOH cdepbl AeATenbHOCTH
Boopyxenubix Cun PO (Ctpoesoit ycras, JMCUMIUIMHAPHBIN YCTaB U T.11.).

OOu1re ycTaBbl YTBEPKAAIOTCS BBICIIMMU OpPraHAMU TOCYIapCTBEHHOW BJIACTH W YIPABJICHHUSA, a
ycTaBbl OOLIECTBEHHBIX OpraHU3allMii NPUHUMAIOTCA M YTBEPXKAAIOTCA HMX ChE3JaMU. YCTaBbl
rOCYAAPCTBEHHBIX INPEAUPUATUN U YUPEXKACHUM YTBEPKIAIOTCS UX BBIMIECTOSALIMMU OPraHaMH

" CMm.: EnuHas rocyapcTBeHHas CHCTEMa JIENONpou3BocTBa: OCHOBHBIE NOJIokKeHus. - M., 1975, - C. 75.



(MUHUCTEpCTBAMHU, BEJOMCTBAMHU). YCTaBbl MYHUIMIAIBHBIX MNPEANPUITHI  YTBEPKIAIOTCA
pailoHHBIMH (TOPOJICKUMHU) aJMUHUCTPALMAMH, YAaCTHBIX - COOTBETCTBYIOUIMMH BIaJENbIIAMU,
KOJUIEKTUBAMH, PETUCTPUPYIOTCSI B OONACTHBIX, KpPaeBBIX, TOPOJCKHX U  PaOHHBIX
aIMUAHHUCTPALUAX.

B odopmienun ycraBoB HOKHBI NMPUCYTCTBOBATH CIEAYIOIIUME PEKBU3UTHI: HAUMEHOBAHHE
MUHHCTEPCTBA, HAMMEHOBAHUE OPTaHU3AIMH, BHJ JJOKYMEHTA, HHJIEKC, AaTa, MECTO M3/IaHusl, TPUP
YTBEpXKACHHUsI (B CIy4ae YacTHOTO TMPEANpUATUS yKa3zaTh, K€M OHO 3aperucTpupoBaHo). B
pekBm3uTEe "TEKCT" HEOOXOAMMO MPEAYCMOTPETh TaKHWe pas3ieiibl, Kak OOIIUe IOJIOKCHHUS,
OCHOBHBIE (YHKIIMM, TIpaBa U OOS3aHHOCTH, PYKOBOJCTBO, B3aMMOOTHOIICHHS | CBS3H,
MIPOM3BOJICTBEHHO-XO35IIICTBEHHAs, KOMMepYecKas JesSTeIbHOCTh, MMYIIECTBO U  CpEJACTBa,
KOHTpOJIb, TIPOBEpPKAa M PEBU3US, PEOpPraHM3alMs WIH JUKBUAanus. B 3aBucuMocTH OT (HOpMBI
YaCTHOW COOCTBEHHOCTH (TOBApHUIIECTBO C OTPAHUYCHHOW OTBETCTBEHHOCTHIO, AKIIMOHEPHOE
001IeCTBO 3aKPBITOTO JUOO0 OTKPHITOrO THIA U T.JI.) Pa3Aeibl B TEKCTE U3MEHSIOTCS, JOOABISIOTCS.
Bxitoyarotes, Hampumep, Takue pas3zienbl, KaK YCTaBHBIM KamuTal, akIWd U IIeHHbIe Oymarw,
pacnpenenenue npuodbuM, QopmupoBanue (onmoB u T.a. [locie Tekcra cTaBUTCS MOIMUCH
pykoBoautens. O6pasen opopmieHHs: yCTaBOB MPHUBEEH B MPHIIOK. 6.1.

Ilonoscenue - >T0 HOPMATHBHBIN aKT, YCTaHABIMBAIOIIUN MOPAIOK 00pa3oBaHUs, CTPYKTYpY,
GYHKIUIO, KOMIETEHIINI0, OO0S3aHHOCTH W OpraHu3aluio paboThl CHUCTEMBI TOCYAapCTBEHHBIX
OpraHoB (TakoBBI OOIIME TOJOXKEHUS O MuHUCTepcTBax P®d), omHoro oprana (Hampumep,
[TonoxkeHne O rocyaapcTBEHHOW aBTOMOOMIBHON wuHcnekuuu, [lonoxenue o0 obmeM oTaene
aJMUHUCTpalMd 0o0JacTu W T.J.) JUOO CTPYKTYPHOIrO MojpasfjeseHus (KoMmMHuccuu, rpymnmsl). B
OTNENbHYIO  TPYNIy  CIEAyeT BBIACTUTh  TOJOKEHUS, PEryJIHpYIOIIHe COBOKYMHOCTh
OpraHM3allMOHHBIX, TPYAOBBIX M JPYTUX OTHOIIEHWH 10 KOHKPETHOMY BOIpOCY (Hampumep,
TumnoBoe MonoxeHue O BEACHUU JIEIOMPOU3BOJCTBA MO MPEITIOKEHUSIM, 3asIBICHUSAM U kajo0am
rpaXgaH B TOCYAAapCTBEHHBIX OpraHax, Ha MPEeINpUATHAX, B YUPEXKACHUsX; Hauboiee
MHOTOUYHCJIEHHBI Pa3HOBUIHOCTH MOJIOKEHUHN O MPOBEICHUN KOHKYPCOB, CMOTPOB H T.11.).

[TonoxxeHust OBIBAIOT THIOBBIC M WHAWBUIYaJIbHbIC. THUIIOBBIE Pa3padaThIBAIOTCS JJISI CUCTEMBI
VApEeXKJICHUN U MpeAnpusiTuil. B TeKcT MmoyiokeHuss HeoOXOIUMO BKIIFOUUTH TaKUE pas/ieiibl, Kak
obmas vacth (mpeamOyna), OCHOBHBbIC (YHKIIMH, TpaBa, MOPSJIOK 0Opa3oBaHMs W OpPTraHH3aIllUN
paboTHI U JIp. B 3aBUCUMOCTH OT XapaKTepa MOJ0KEHUSI.

B dopmynap-oOpasery MONOKEHHS  BXOAAT  CIEAYIOIIME PEKBU3UTHI:  HAWUMEHOBaHHE
MHHHCTEPCTBA, BEIOMCTBA, HANMEHOBAaHME OpraHM3allMM, HAWMEHOBAHUE CTPYKTYPHOTO
MOJpa3JeNieHus, JlaTa, WHAEKC, HAUMEHOBaHHME BHJA JOKYMEHTa, MECTO W3JaHus, TIpud
YTBEPXK/IEHHS, 3aroJIOBOK K TEKCTY, TEKCT, IOJMKHCh, OTMETKa O cornacoBaHud. OOpa3usl
MIOJIO’KEHUS JaHbl B IPUIOK. 6.2.

VYcTaBbl U NOJ0KEHHUS SBISIOTCS CIOXKHBIMU JOKyMeHTamMu. VX CTpyKTypa M COAEp:KaHHE, Kak
MPaBUJIO, ONPEAEISIOTCS YUpEKACHUAMU-Pa3pabOTUMKaAMHU.

Hnempykyusa - 570 IpaBOBOM aKT, U37aBaeMblii OPraHOM TOCYIapCTBEHHOTO YNpaBiIeHUs (WU
YTBEPKAAEMBI €ro pyKOBOAUTENEM) B LEISAX YCTAHOBJIEHHUS MpaBWI, PErYIUPYIOIINX
OpraHU3allMOHHbIE, HAyYHO-TEXHUUECKUE, TEXHOJOTHUECKUE, (DMHAHCOBBIE M MHBIE CIIEIHATIbHbIE
CTOPOHBI JI€ATENBHOCTH YUPEXKACHUN, OpraHu3alui, NpeanpusITuil (MX MoApa3esieHuil U cityx0),
JIOJDKHOCTHBIX JIMIl M TPakAaH . WHCTPYKIMM W3[AI0TCA TAaKKe B LEISIX Pa3bACHEHHS U
OIpeleeHUs NOps/IKa NMPUMEHEHMS 3aKOHOAATENIBHBIX aKTOB U PACIOPSAUTEIBHBIX JTOKYMEHTOB
(HampuMep, MPUKA30B).

3aroJ0BOK WHCTPYKIIMH JOJDKEH YETKO OYepUYMBATHL KPYI BOIPOCOB, OOBEKTOB W JIUIl, Ha
KOTOpbIE  paclpoCTpaHsOTCS ee TpeboBanusi (Hampumep, "WHCTpykuuss o0  BeleHUH
JISJIOTIPOM3BOJICTBA B ammapare AamuHuctpanuun HoBocubupckoit obOmactu", "JlomkHOCTHas
HWHCTPYKIIUSI MHCIIEKTOPY MO KOHTPOJIHO...").

" CMm.: EnuHas rocyaapcTBeHHas CHCTEMa JIENONpou3BocTBa: OCHOBHBIE NOJIoKeHHUs. - M., 1975, - C. 76.



TekcT MHCTPYKIMU pa30MBaeTCs MO ONPENeNICHHOW JIOTHYECKOH cXeMme Ha paslelbl, MyHKTH U
noAnyHkThl. Kak mpaBuiio, MHCTpYKIMSI HaunHaeTcs ¢ paszaena "OOmiye nonoxeHus'", B KOTOpoM
YKa3bIBAIOTCS II€IM €€ W3AaHUsl, 00JIaCTh paclpOCTPaHEHHs, MOPAAOK €€ MPUMEHEHUS W ApYTrue
cBesleHUs 001Iero xapakrepa. MHCTPYKIHS SBISETCS TOKYMEHTOM MOCTOSIHHOTO WJIH JITUTEIBHOTO
JIecTBHS (110 3aMEHBI €€ HOBOM).

[TockonbKy TEKCT WHCTPYKIMM HOCUT XapakTep YKa3aHHs, B HEW PEKOMEHIYIOTCS YETKHE
(GOpMYITMPOBKH €O CJIOBaMH, HMEIONIMMHU pAacCHOPSAUTENIbHOE 3HAUYeHHE, Tuma "moinkeH",
"cnenyet", "HeoOxomuMo", "uMeeT npaBo", "He gomyckaercsa", "pekomenayercs', "3amnpemnaercsa” u
T.A. TeKCT MHCTPYKUMHU H371araercsi OT TPEeTbero juua (Hampumep, "PykoBoauTenu wiv mo uX
MOPYUYEHUIO JIPYTHE JOJKHOCTHBIE JIMIA TOCYIapCTBEHHBIX OPTaHOB, MPEANPHUITHIA, YUPEKICHUN 1
OpraHu3alii JOJDKHBI CHUCTEMATHUYECKH aHAIM3MPOBATh, 0000IIaTh TPEIIOKEHHsS, 3asBICHUS,
XKaloObl Tpaxk/iaH, coJepsKalrecss B HUX MpakTHYeCKHe 3amedaHus..."", uiu B 0e31uuHoi Gopme
(marmpumep, "TIOBTOPHBIM MPEUIOKEHUSIM, 3asBICHUSAM, JKaT00aM IpaxJaH NpU WX TMOCTYIUICHUH
MPUCBAMBACTCS ~ OYEPETHOM  PETHUCTPAIMOHHBI  HWHAEGKC, B  COOTBETCTBYIOIIEH  rpade
PETUCTPALIMOHHO-KOHTPOJIBHON KAPTOYKHM YKa3bIBAlOTCS PErHMCTPAl[MOHHBIE HMHJEKCHI IEPBOIO
MPEJIOKEHUS, 3asBICHHUS, KAIOOBbL...").

Wuctpykuus  odopmisiercss Ha obOmem Omanke. OHa  yTBEpKIaeTcs  CHEIUAIBHBIM
pacnopsiANTEIbHBIM aKTOM WJIM HENOCPEACTBEHHO pyKoBoauTeneM. Ha MHCTpyKIMM MOKET OBbITh
cZieJlaHa TIOMETKa O TOM, YTO OHA SIBJISIETCS MPUIIOKEHUEM K PacCloOpsIAUTEIbHOMY JOKYMEHTY. [Ipu
YTBEPKACHUHM MHCTPYKIIMU PACHOPSAUTEIbHBIM TOKYMEHTOM (TIPUKa30M, PacIOpsKEHUEM U T.11.) B
HEM  yCTAHaBIIUBAETCS CPOK  BBEICHUS  WHCTPYKIUHU, TMEPEUUCISIOTCS  HEOOXOIUMbIe
OpraHM3al[MIOHHBIE MEPOIPUSTHS, YKa3bIBaIOTCS OTBETCTBEHHbIE MHCIIOJHUTENH. Ecinum B TekcTe
pacnopsIUTENLHOTO JOKYMEHTA HE YKa3aH CPOK BBEJEHUS MHCTPYKIIMH, TAKOBBIM CUUTAETCS JI€Hb
MOJIMUCAHUS ¥ pErHCTpaly TOKyMEHTA.

Hanpumep: B pacniopspkeHnn riiaBbl Aamunuctpanun HoBocubupcekoit obmacti ot 01.03.93 Ne
90-p "OO6 yTBepkaeHnr MHCTPYKITUH 110 IEITOTPOU3BOICTBY" IPUCYTCTBYET TaKOH TEKCT:

"B OeJX YIOpAOAOYCHUA pa6OTBI C ONOKYMCHTaMM, COBCPHICHCTBOBAHUA ACIIOIIPOU3BOACTBA B
amnmnapare aiMUHUCTpalUun o0JacTH:

1. YTBepaute MHCTPYKIUIO 1O 1€IONPOU3BOCTBY B anmnapare aAMUHUCTPALMHA 00JIaCTH.

2. Oobwmemy otneny Anamunucrpauuu (Kupcanosa M.B.) obecneunTs MeETOAMYECKOE
PYKOBOJICTBO OpraHM3alMeil [eJI0npoM3BOJCTBA B ammapare aJAMHUHUCTPAllMM U YCTAaHOBUTH
KOHTPOJIb 32 coOItoieHrneM TpeboBanuii MHCTpyKmn'.

PaCHOPHIlI/ITeJII)HbIe AOKYMECHTbI

Onnra u3 GOpM HCIIOIHUTEITHHO-PACTIOPSTUTEIIEHON JIEATEIIBHOCTH OpTaHW3aIui, yupeKIeHUH,
NPEANPUATHA - H3JaHUE PACHOPAIUTEIbHBIX JTOKYMEHTOB, IMOCPEICTBOM KOTOPBIX PEIIArOTCs
BOXHEHIIME BONPOCHI YIPABICHUSA. B COOTBETCTBUM C JEWCTBYIOIIMM 3aKOHOAATEIBLCTBOM U
KOMIIETEHIIMEH OpraHbl YOPABICHUS W3JAI0T CIEAYIOIIME PaCIOPSAUTENIbHbIE JOKYMEHTHI:
MPUKa3bl, UHCTPYKIINH, YKAa3aHUS; PEIIEHUS; TOCTAHOBJIECHHUS, PACTIOPSIKEHUSL.

PCIHGHI/ISI, IOCTAHOBJICHUA W MNPHUKA3bl U3JAK0OT BO BCEX ClIy4dasaX, Korja HCO6XOL[I/IMO MPUHATDH
HOpMaTHBHBIﬁ U1 I/IHI[I/IBI/II[yaJ'IBHHﬁ dKT II0 OCHOBHBIM BOIIpOCaAM KOMIICTCHIIHM OpPraHU3aIllhu.
PaCHOI)SDKeHI/ISI, YKa3aHud U3Jal0TCA 110 ONCPATHUBHBIM BOIIPOCAM U JIA OpraHU3aliii UCIIOJTHCHUA
HOCTaHOBHeHHﬁ, peIHeHI/Iﬁ H IIPUKA30B.

[TocraHoBeHWE TPUHATO ONPEACNATh KaKk "MpaBOBOM akT", MPUHUMAEMBIA BBICHIUMU U
HEKOTOPBHIMU IICHTPAJbHBIMU OpPraHaMH KOJUIETHAJIBHOTO YIPABICHUS B IENSIX pa3peuieHus
HaubOosee BaXXHBIX M MPUHLUIHUATIBHBIX 3a/lady, CTOSIIUX TMepel MaHHBIMH OpraHamu, u



YCTAHOBJIEHUs CTAOWILHBIX HOPM TIpaBuIl NoBeaeHus . OqHako B 3akoHax "O KpaeBoM 00JIaCTHOM
COBETE M KpaeBOil oOnacTHOW agMuHUcTparuu" u "O MEeCTHOM camMOyIpaBieHUH'" TTOCTAaHOBJICHUE
OIpEZIEeNIEHO KaK MPaBOBOM aKT, U3JaBacMblil TJIaBOM aJMUHHUCTpAMK (Ha MMpaBax €JUHOHAYAIINsA).
DT0 cama )KU3Hb BHECIIA KOPPEKTUBBI B ONIPEIETICHUE CYTH U BUAOB JIaHHOTO JOKYMEHTA.

OO0pa3iiel MOCTAaHOBJICHUS W BBITTUCKH M3 TTOCTAHOBIICHUS JIaHBI B IPHIIOK. 6.3-6.5.

Pewennue xax paCHOpH,I[I/ITCJ'IBHHﬁ JAOKYMCHT SBJIACTCA IIPABOBBIM 4dKTOM, IIPUHHMACMbIM
KOJIJIeTHeH MHWHUCTECPCTBA UK BCAOMCTBA, HAYYHBIM COBCTOM U T.[.

Pacnopsascenue - axT ynpapieHUsl TOCYAapCTBEHHOI0 OpraHa, UMEIOIIUK BIIACTHBIM XapakTep,
W3IaHHBIH B paMKaX NPHCBOEHHOW JODKHOCTHOMY JIMIY, TOCYAApCTBEHHOMY OpraHy
KOMIIETEHIIMM, HMEIOIIMUNA O00S3aTeNbHYI0 CHIy JI TpakJaH W OpraHu3alui, KOTOpPBIM 3TO
pacnopsuKeHHe aJpecoBaHO. PacnopskeHus SBIAIOTCS MOJA3aKOHHBIMU AKTAMHM U JIENSATCA Ha JIBE
IPYNIbI:  PACIOpPSKEHUs] OOIIEro, JUTENBHOTO JEHUCTBUS M PACHOPSDKEHMs, Kacaroluecs
KOHKPETHOTO  BOIIPOCA, OTIAEIBHOrO  ciydasd. PacrnopspkeHuss UM3Jal0T  IPABUTENBCTBO,
MUHHCTEPCTBA, BEAOMCTBA, a[IMUHUCTPALIMU KpaeB, 00IacTei, TOpOIOB, pallOHOB, aIMUHUCTPALIUN
MPEANPUATHI, YUPEKIECHUHN B MpeAeiax npas, IPEeIOCTaBICHHbBIX UM 3aKkoHamMu PO.

OO0pa3siel pacopsKEHHS M BBIITMCKY U3 PACIIOPSDKEHUS IPUBEACHBI B MPUIIOK. 6.6-6.8.

Ykazanue - pacnopsauTenbHbIi JOKYMEHT, M3/1aBaeMblii MHHUCTEPCTBAMM, BEIOMCTBAMHU,
OpraHu3alUsIMH TPEUMYIIECTBEHHO 10 BOMPOCcaM HH(OPMAIIMOHHO-METOJINYECKOTO XapakTepa, a
TaKXe BOIIPOCAM, CBSI3aHHBIM C OpraHu3alMedl HCIOJIHEHHs MPHKAa30B, MHCTPYKUMH W APYrHX
akToB. IlpaBOo monamucu ykazaHWW JAeNErupyercs pPYKOBOJWUTEIEM CBOUM 3aMECTUTENSIM WU
PYKOBOJIUTENSAM MOJpa3JesieHuil B mpenenax uX kommereHiuu. I[loaroroBka u odopmieHue
yKa3aHUHA MPOBOISTCS B COOTBETCTBHM C YCTAHOBIJIEHHBIM IMOPSAKOM IMOJITOTOBKH M O()OPMIICHUS
IIPUKA30B.

PacropsautenbHas dacTh ykazaHus HauumHaeTcs cioBamu llpemmararo"  ("OOs3p1Bar0").
VKasaHnus HyMEPYIOTCS 110 TIOPSAKY B Npe/eNax KaleHIapHoro roaa .

Ilpuka3 - TpaBOBOM aKT, W3/1aBAEMBIM DPYKOBOJAUTEISIMU MHUHHUCTEPCTB, BEIOMCTB, OT/IEIOB,
yOpaBJICHUH, YIPEKICHUN, 00beTMHEHUH, OpTraHnu3aIui, IPeNPUATHN, JCHCTBYIOIITUMU HAa OCHOBE
enuHoHauvanus. [Ipukas m3gaeTcst Uisl pelieHus OCHOBHBIX ONEPATUBHBIX 3ajiad, CTOSALIMX Iepen
naHHbIM opraHoM. [lo ropunnyeckoil mpupoje NpUKa3 MOKET ObITh HOPMATHUBHBIM aKTOM
yIIpaBJICHUS, COAEPIKAIMM HOPMBI TpaBa, peau3yIOUINe OonpeaeieHHble cepbl 00IIeCTBEHHBIX
OTHONICHUH, U aKTOM MIPUMEHEHHUS HOPM IpaBa (HampuMep, MpuKa3 0 Ha3HAYeHUU Ha JOJDKHOCTD).

[lpuka3 sBIsSETCS CaMBIM PACHPOCTPAHCHHBIM BHIOM PAaCHOPSIUTENLHOTO JOKYMEHTa,
MPUMEHSIEMOTO B TPAaKTHKe yrpaBieHus. OH M3aeTCs IO BOMPOCaM CO3JaHWs, JIMKBUIAINH,
peopraHM3auy YUpPSKIACHUH WIH MX CTPYKTYPHBIX IOJPA3/ICICHUHN, YTBEP)KIACHUS IOJIOKEHHIH,
WHCTPYKITUH, TIPAaBUJ W TOMY TOJOOHBIX JOKYMEHTOB, TPEOYIOIIMX YTBEPIKICHUS, OPTaHU3AIIHH,
NPEINPUATHS, a TAKXKE 10 KaJ[POBBIM BOIPOCaM TPUEMa, TIEPEMEIICHHS, YBOJIbHEHHsI paOOTHUKOB
u 1.0 [locpencTBoM mpukasa PyKOBOIUTENb CTAaBUT Iepea pabOTHHUKAMU OCHOBHBIC 3aJayH,
YKa3bIBaCT MyTH PEIICHHs IPUHIMITHAIBHBIX BONpocoB. [Ipruka3 o0s3aTeneH st BceX pabOTHUKOB
JAHHOW OpraHW3alliu WIH OTPAaciTd. B OTIENbHBIX Cllydasx MpPHUKa3 MOXKET KacaThCs ITUPOKOTO
Kpyra OpraHu3alliii W JOJDKHOCTHBIX JIMI] HE3aBUCUMO OT WX NoguuHeHHOCTH. OOpasiibl
o opMIICHHS MTPUKA3a U BHIMIIUCKH U3 TIPUKa3a IaHbl B MPUWIOK. 6.9-6.10.

Bce pacnopAAUTCIbHBIC TOKYMCHTBI JOJIKHBI CTPOr0 COOTBCTCTBOBATH 3aKOHY, HU OJJUH U3 HUX
HEC MOXCT COACPIKATDH HOHO)KGHI/Iﬁ, IMPOTUBOPCHAIUX 3aKOHY.

" Cm.: EnuHas rocynapcTBeHHas CHCTEMA JIENONPou3BocTBa: OCHOBHBIE NOJIOKeHus. - M., 1975, - C. 76.
™ Cm.: TunoBas MHCTPYKIHMS TI0 JIENIONPOU3BOJICTBY B MUHHCTEPCTBAX M BeAOMCTBax Poccuiickoit ®enepanuu. - M.,
1992. - C. 19.



OcHOBHEIE BHUJbI paCIopAaAUTCIIbHBIX JOKYMCHTOB MMOATOTABIMBAIOTCA B LCJIOM aHAJIOTHUYHO. 9T0
JIOCTaTOYHO CJIOXKHBIA MPOLIECC, Pa3lIuyusl K€ BO3HUKAIOT HAa KOHEYHOW cTaauu oQopMIIeHUs
JIOKYMEHTOB, OTpakarollel pe3yabTaT KOJUIETHATBHON JIEATeIbHOCTH (B Clydae MOCTAaHOBJICHUN U
pelieHuit) 1 equHOHavanus (B ciiydae MOCTaHOBJICHUN, PacTIOpsKEHUH, MPUKA30B, yKa3aHUH).

MosxHO BBIACIINTE TpU CTAAWH IMOATIOTOBKHU PACHOPAAUTCIIBHOIO JOKYMCHTA. 910 HU3Yy4YCHHUC
CymeCTBa BOIIpOCa MW MOATOTOBKA MIPOCKTa MAOKYMCHTA: CTaausd O6Cy>KII€HI/ISI U TPUHATHUA
JOKYMCHTA Ha 3aCCAaHUAX KOJUICTHAJIBHOI'O0 OpraHa (B clIy4dac HOCT&HOBJ’ICHHIZ, pemeHHﬁ);
COrJIaCOBAHUC JOKYMCHTA U €0 MOATIMCAHUC.

[lpouenypa cocraBieHuss U O(GOpMIIEHHS PACHOPSIUTENBHOIO JOKYMEHTAa KOHKPETHOT'O
YUpEXKJICHNSI MOXKET OBITh ONMCAaHa B MHCTPYKIMHU MO AEJIONPOU3BOJICTBY WM B YCTaHABIMBAIOIICH
MIOPSIIOK PabOTHI C TIOKYMEHTAMHU.

[ToaroToBka MpOEKTa PaCHOPSIIUTENHFHOIO JOKYMEHTa MOXET OBITh MOpYYEeHA OIHOMY HITH
HECKOJBKHM CTPYKTYPHBIM MOAPA3ACICHUAM WIM OTIEIbHBIM JOJDKHOCTHBIM JinnaM. llpu
pa3paboTKe MPOEKTOB CIOKHBIX U OOJIBLIIMX PacHOPSAUTEIbHBIX JOKYMEHTOB MOTYT CO3/1aBaTbhCs
paboune rpymnmnel. [7aBHOe ycioBue, oOecredyuBaroliee BBICOKOE KayecTBO JOKyMEHTa, -
JIOCTaTOYHAsl KOMIIETEHTHOCTh JIMI, €ro TOTOBSAIIMX. YeM BBIIIE YPOBEHb COCTABIISIEMOIO
JIOKYMEHTa, T€M BBIIIe TPeOOBaHUs, MPEABSABISEMBbIE K €ro COCTaBUTENSIM (MpodeccroHamusMm,
riiyOvHa 3HaHUS BOIpOca, OOIIMN KyJbTYpHBIM ypOBEHb, YMEHHME YETKO H3JaraTb MBbICIIH).
KOpuanueckuM OCHOBaHHEM pa3pabOTKU PACTIOPSAUTENBHOTO JAOKYMEHTa MOTYT OBITh H3/IaHue
JIOKyMEHTa OpraHaMM BJIACTH MW YIIPABIICHMs, KOHKPETHOE IOPYYEHHE BBILIECTOAILIEIO OpraHa,
HEOOXOJUMOCTh OCYILIECTBICHHUS HCIIOJHUTEIBHON M PACIOPSAUTEIbHON JEATEeIbHOCTH IS
pelieHus 3a/1a4, BO3JI0KEHHBIX Ha YUPEKICHUE.

[logroToBka mpoeKkTa pacHopsaUTEIHLHOTO JOKYMEHTa Tpedyer cOopa HEoO0XoauMoit
UHPOPMALIMK 10 CYIIECTBY IIOCTaBIEHHOTO Bompoca. s 3TOro WCHONB3YIOT pa3inyHbIe
I/IH(bOpMaHI/IOHHO-CHpaBO‘-IHI)IG JOKYMCHTBI: OTYCTBhI, CIIPAaBKH, JOKJIAAHBIC H OOBSCHUTEIILHEIE
3aIlUCKH, aKThl, CIIy)keOHYI0 mepenucky. CoOpaB W M3y4ylMB HEOOXOTUMBIE MATEPUAbI, MMOTYyYUB
MOJIHYIO SICHOCTh IO CYIIECTBY BOIPOCA, YETKO OMPEACTHB LENb W3AAHUS PACTIOPSIUTEIHLHOTO
JIOKYMEHTa, TMPHUCTYMAlOT K COCTABJICHUIO €r0 MpOeKTa. BHUMaHWE cienyeT CKOHICHTPHPOBATH
NpeX/ie BCero Ha (OPMYIMPOBAHUN OCHOBHBIX IMOJIOKEHHH KOHKPETHOTO perreHus. CHadana 3To
JIENAIOT BUEPHE, a 3aTEM PEAAKTUPYIOT U YTOUHSIOT YaCTH B MOPSIIKE COTJIACOBAHMUSL.

TekceT pacopsSAUTEIBHOIO JOKYMEHTA Yallle BCETO COCTOUT U3 ABYX B3aMMO3aBUCHMBIX YaCTEH:
KOHCTaTHUPYIOLIEH U pacOPsAUTEIIBHOM.

KoHcTatupyromas 4acTh SBISETCS BBEIEHHEM B CYIIECTBO PacCMAaTpUBAEMOro BOINpOCA U
NpeJHa3HayeHa JUIs TOro, 4ToObl OOBACHUTH, YEM BBI3BAHO paclopsbkeHue. B Hell Moryt ObITh
nepevncieHbl (pakThl, COOBITHS, JaHa MX OleHKa. Hepeaxko B KOHCTATHPYIOLIEH YacTh JaeTcs
Iepecka3 akrTa BBIIIECTOSAIIErO0 OpraHa, BO MCIOJIHEHHE KOTOPOTO M34AaeTcs JaHHBIN
pacnopsiAMTENbHBIH JOKYMEHT. B 3TOM ciyuyae yka3bpIBalOTCS BHJ aKTa, €ro aBTOp, IOJIHOE
Ha3BaHME (3aroJIoBOK), HOMEp M JaTa, T.e. NPHUBOJATCA BCE MOMCKOBBIE (CCHUIOYHBIE) JAHHBIE.
Koncratupyromas yacte He 00s3aTellbHA, OHA MOXET M OTCYTCTBOBATb, €CJIM HET HEOOXOIUMOCTH
JIaBaTh Pa3bsICHEHUS.

OCHOBHYIO Harpy3ky B pacHOpSAMTEIbHBIX JOKYMEHTaX HECeT paclopsIuTeNbHas 4YacTb,
KOTOpasi M3JlaraeTcss B IIOBECTBOBATENbHOM (opme. B 3aBucHMMOCTM OT BHJa JOKyMEHTa OHa
HAYMHAETCS CJIOBAMH "TIOCTAHOBIIAET" B KOJUIETHAIBHOM IMOCTaHOBJICHHH, "pemaet” ("pemmnn") - B
peuieHuy, "mpennaran’ - B pacopsKeHHUH, "TIpUKa3biBa0' - B IpUKase.

Bun pacriopsiuTenbHOTO JOKYMEHTa NPEAOIPEeseT U XapaKTep U3J10XKeHus ero tekcra. Ciosa
"moctanoBmsieT", "pemaer" ("pemmn"), "mpemarar', "TpHKa3pBar0" MEYATAIOTCS MPOMUCHBIMHU
OyKBaMU WJIM CTPOYHBIMU BPa3pAJIKY, OHH 3PUTEIHHO BBIJCISIOTCS M TaKUM O0pa3oM OTIEJSIOT
KOHCTAaTHPYIOIIYI0 YacTh JOKYMEHTa OT pacmnopsauTenbHoW. Pacmomaratorcs 3Tu cioBa B
OTIEIIBHON CTpOKE, HadWHas OT HYJIEBOrO IOJOXEHHsI TalOynsropa. B MOCTaHOBIEHUSX WU



pELIEHUsAX KOJUIETHAJIbHOTO OpraHa Iepe] ciloBamMH '"NMOCTaHOBIsAET', "pemaer" yKa3bplBalOT €ro
Ha3BaHue. Hanpumep:

Kommerns PEIHAET
[TpaBurensctBo [IOCTAHOBIJIAET

3areM ¢ HOBOH CTpOKHM C ab3ama ciefyeT TEeKCT moctaHoBiisitouiei dactu. K dopmynupokam
ATOW YacCTH IOKYMEHTa MPEIbSIBISIOTCS 0COOEHHO KecTkue TpeboBaHus. @OpMyIHpPOBKU AOTKHBI
ObITh KOHKPETHBIMH, HE MPOTHBOPEYUTH 110 CMBICIYy paHee H3IaHHBIM PaCIOPSIUTEIbHBIM
JIOKyMEHTaM, YETKHMH, SICHBIMHU, HE JOMYCKAIOIMIMMH DPAa3IMYHBIX TOJKOBaHWH. B HUX ciemyer
n30eraTb HEKOHKPETHBIX BBIpaXEHHWH THma "momHATh", "moBbicutTh", "ycunute", "ymyqmuTs",
"mpuHATH Mepbl"', "aKTUBH3UPOBATH" WM T.H., TIOCKOJBKY C(OPMYIHpPOBAHHBIE TaKHMM OOpa3oM
MOPYYEHHUsI PACIUIBIBYATHI, MPOBEPKA MX BBITIOJIHEHUS 3aTpyJHHUTENbHA. Ecim pacropsauTenbHas
YyacTh MpeIoyiaraeT pa3iuyHble IO XapaKTepy NCHCTBUS M HECKOJBKHX HCIOJHHUTENEeH, OHa
JIENTUTCS Ha MTyHKTHI, KOTOPBbIE HYMEPYIOTCS apaObCKUMu IudpamMu. B kaX10M IMyHKTE yKa3bIBaIOTCS
UCTIONTHUTENb (OpraHu3anus, CTPYKTypHOE TWOJpa3/elieHHe, KOHKPETHOE IOJKHOCTHOE JIUIIO,
HanpuMep B IMIpHKa3ax), NPEIIUCbIBAEMOE [JEHCTBHE U CpPOK MCNONHEHud. VcnoiaHurens
yKa3bIBaeTCs B JaTeIbHOM Majeke. MOXKHO yKas3bIBaTh U OOOOIIEHHO, Hampumep, "IUpeKTopam
3aBojioB", "pykoBonutensiMm apxuBoB'. I[IpeamuceiBaeMoe IeHCTBHUE BBIpaXKaeTCsl TJarojioM B
HeomnpeneneHHo  ¢opme  "moaroroBuTs", "3aumciuth", "opranm3omath', "oOecmedwTh",
"BO310HUTR", "pa3paboTaTs" u T.1. CpOK MCIOTHEHHUS JOJDKEH OBITh pealbHbIM, COOTBETCTBOBATD
00beMy TpeanoaaraeMpix padoT.

Crnenyer yuuThIBaTh BpeMs JOBEACHUSA HHGOpMAIMU 10 KOHKPETHBIX HCIIOJIHUTENEH.
PacniopsiiuTenbHbIN JOKYMEHT MOKET UMETh OOIIMM /1711 BCEX IYHKTOB CPOK UcHoiaHeHus. O1HaKko
Yale CPOK MCIOJIHEHUS YCTaHaBIUBAeTCs Ui KaXJOro 3aJaHus B OTIENbHOCTU. B KoHIE Tekcra
pacnopsiANTEIBLHOIO JIOKYMEHTAa IOMEUIaeTCs NEepedyeHb JOKYMEHTOB, YTPAaTUBIIMX CHIy WIH
MOJUIeKAIMX U3MEHEHHUIO C U3/1aHUEeM JaHHOTO akTa. [locneJHuM MyHKTOM B IIPHUKa3ax, pelIeHusX,
pacropsDKEHUSAX yKa3blBae€TCsA JIMLO, HAa KOTOPOE BO3JIAraeTcsl KOHTPOJb 32 MCIOJIHEHHEM
JOKyMeHTa. PacnopsiaiuTenbHble JTOKYMEHTBI MOTYT MMETh INPHJIOKEHMs, CCBbUIKM Ha KOTOpBIE
JAIOTCS. B COOTBETCTBYIOLIMX ITyHKTaX TEKCTa, PEKBU3UT 'OpuiokeHue" 1mociae TeKcTa
pacnopsaUTENbHbBIX JOKYMEHTOB CAMOCTOATENBHO HE ohopMIsieTcs.

TekcT pacnopsiIUTENbHOTO TOKYMEHTa JOJIKEH HMETh 3arojoBOK. 3aroJioBOK HayMHAETCs C
npemiora "o" ("00") u GpopmMuUpyeTcs Ipy MOMOIIHM OTIJIATOIBHBIX CYIIECTBUTEIBHBIX (HAIIPUMED,
"O mnasHauenuu...", "OO yrBepxaenuu..", "O BBemenuu...", "O co3gaHum...") WU
CYIIECTBUTENBHBIX, YKa3bIBalOIIMUX Ha mpeamMeT (Hampumep, "OO6 wurorax...", "O wmepax..."). s
TUTIOBBIX YMPaBIEHYECKUX CUTyaIuil, TpeOYIOMMX M3AaHUs MPHUKa3a O CO3/IaHUU, PEOPraHU3alINH,
JUKBUJALUH YUPEKIECHUHN, OpraHu3aluil 1 NpeIpUsITUHA, O paclpereIeHu 00I3aHHOCTEN MEXIY
PYKOBOJICTBOM, O BHECEHMM U3MEHEHHUH B MOJIOKEHHUE (YCTaB), CTPYKTYPY, IITATHYIO YHCIEHHOCTh
U INTaTHOE paclHCaHHe amnmnapaTa YIpaBJICHUS, B JOHKHOCTHBIE WHCTPYKIIMH, O TEPEXoie Ha
HOBBI pexuM (paboTel), co3MaHbl YHUMHUIMPOBAHHBIE (OPMBI JOKYMEHTOB, B KOTOPBIX
IPENONpENENeH HE TOJABKO COCTaB, HO M TOPSAJOK  PACloNOKEHUs HMH(pOpMAIMu .
YaudumupoBannyio (GopMy HMEIOT Takke KaJpoBble TpPUKa3sl O TmpueMe Ha padoTy,
NepeMeIleH!H, TepeBoJie Ha JPYrylo paboTy, OCBOOOKICHHH OT JIOHDKHOCTH, BBIHECEHUH
HOOLIPEHH, HATIOKEHUH AUCHMILIMHAPHBIX B3bICKAHUH, U3MEHEHUU (aMUINK .

[ToArOTOBHB TEKCT pACHOPSAUTEIBHOIO JOKYMEHTA, MPUCTYMAIOT K €ro O(pOPMICHHIO.
PacniopsimutensHble  TOKyMeHTH odopMisitoTcs Ha obOmem Omanke ¢opmara A4. B cocras
pekBu3uTOB BXoaUT ['ep6 PO, HanMeHOBaHUE BEJOMCTBA, HAMMEHOBAHUE YUPESIKACHHS, Ha3BAHUEC
BUJAa JOKyMEHTa, JaTa, WHIEKC (HOMEp), MECTO COCTaBJICHHs, 3arojiOBOK, TEKCT, IIOJIIHCH
(TIOIMMCH), OTMETKH O COTJIACOBAHUHU.

" CM.: YHU(UIMPOBAaHHBIE CUCTEMBI OPraHM3aI[MOHHO-PACTIOPSIUTENLHOM JOKYMEHTALMU: Y HUQUIIMPOBAHHbIE
(OpMBI, HHCTPYKTHBHBIE M METOIMUECKHE MAaTEpHAJIbI IT0 IpUMeHeHuto. - M., 1980
*3%
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3aBeplIaroMM 3TaroM padOThl C MPOEKTaMU PaCHOPSAUTENbHBIX JOKYMEHTOB SBIISETCS HUX
coracoBaHue M nognucanue. IIpoexkr 10 moanucaHus MOUIEKUT  COTJIACOBAHHIO €
3aMHTEPECOBAHHBIMM YUPEKJIEHUSIMHU, a TaKXKe CO CTPYKTYpHBIMHM MOJpAa3AeCHUsIMU WU
JOJDKHOCTHBIMM  JINLIAMH, KOTOpPBIX OH Kacaercd. CoriacoBaHHMe OCYIIECTBIISIETC ITyTEM
BU3WMPOBAaHUS WM TpOCTaBleHHs Trpuda cornmacoBanusa. Tak, NPOEKT TpHUKa3a, pELICHUS,
paclopsDKEHHsT  BU3UPYETCS  COCTABUTENEM IPOEKTa M PYKOBOIUTENIEM  CTPYKTYPHOIO
MOJIpa3fieNieHusl, BHOCSILErO IPOEKT, BCEMHM YKAa3aHHbBIMH B IIPOEKTE€ HCIHOJHUTEISIMH,
JIOJKHOCTHBIMHU JIMIJaMH, OTBETCTBEHHBIMH 32 UCIIOJIHEHUE JOKYMEHTA B 1I€JIOM, FOPUCKOHCYJIBTOM.
[TpoeKThl TOKYMEHTOB, MCIIOJIHEHHE KOTOPHIX TpeOyeT (hPMHAHCOBOTO OOECIedeHus, 00s3aTeIbHO
COIJIaCOBBIBAIOTCSA € (PUHAHCOBBIMM OpraHamMu Wi ciayxbamu. Buza ropuckoHcyibTa
CBUJETEIBCTBYET O COOTBETCTBUU JIOKYMEHTA 3aKOHOAATEIbHBIM U HOPMATHBHBIM aKTaM, a TaKKe
O COOTBETCTBHM OTAEIbHBIX (OPMYIHMPOBOK CIEIHATBHBIM TPEOOBAHUSM HEKOTOPHIX OpPraHOB
(manpumep, cyna, IpOKypaTyphl, OpraHOB 3/IPaBOOXPAHEHUS).

CornacoBaHue NPOBOAUT CTPYKTYPHOE TOAPA3AEICHUE WM JIMIO, TOTOBUBIIEE MPOEKT
pacrnopsAUTeILHOr0 JOKyMeHTa. Bu3bl miu rpud coraacoBaHus, Kak MPaBHIIO, TPOCTABISIIOTCS Ha
IIEPBOM DJK3EMIUISIpe MpoekTa. B cioyuae Hecornmacusi ¢ HPOEKTOM MUIIYT MOTHMBHPOBAHHOE
3akmoueHue. Ilepen moamucanveM MPOEKT elle pa3 TIIaTelnbHO BbiBepsieTcsa. [Ipu 3Tom ocoboe
BHUMAaHHUE CIIEAyeT 0OpaTUTh Ha MPOBEPKY U (PPOBHIX JAHHBIX, (paMUIIUA, IMEH, OTUECTB.

[IpoexkTsl pacnopsAIUTEIbHBIX JOKYMEHTOB, MPUHUMAEMBbIX KOJUIETUAIBbHBIMU OpTraHaMH
(mocTaHOBNEHUH U pelIeHuil), 00CyKIal0Tcs U MPUHUMAIOTCS Ha 3aceaHusx. B xone oOcykaeHus
B HHUX MOXXHO BHOCUTH TIONPAaBKM U JOMOJHEHHs. JlopaOoTaHHBIE NPOEKTHI BBIHOCATCS Ha
YTBEPKACHHUE Ha CIEayI0Iee 3aceJaHue.

IToJTHOCTBIO OATOTOBJIEHHBIE MPOEKTHI JOKYMEHTOB MPEICTaBIISIIOTCS Ha NOANUCH. IIpukasel u
pPaCHOpsKEHHsI TIOJANUCHIBAIOTCS PYKOBOJAUTENEM WIM €ro 3aMecrtureneM. IloctaHoBiieHHus u
peleHus JIOJKHbI MMETh JIB€ IMOJIHUCH: TpejcenaTeniss W cekperaps (YNpaBIsIOLIEro JejlaMu)
KOJUIETHAJIBHOTO opra”a. IloamuceiBaeTcsi NEpBBIA 3K3EMIUIAP JTOKYMEHTA, W3TOTOBICHHBIM Ha
Onanke. PacnopsiiuTenbHble JOKYMEHTBI BCTYHAIOT B CHJIy C MOMEHTAa UX MOJIMCAHUS WU
JIOBEJICHUS J10 CBEJICHUsI UCIIOIHUTENA. B pslie ciiydaeB CpOK BCTYIUIEHUS B CHIIy U CPOK JIEUCTBUS
aKTa yIpaBJICHHs YKa3bIBAIOTCSA B CAMOM JIOKYMEHTE.

Ilpomoxkon -  OpraHU3AIlMOHHO-PACTIOPSAIUTEIBHBIN  "MOKYMEHT, (QUKCHUPYIOIIUNA  XOJ
00CYXXJIeHUSI BOIPOCOB M TPHUHATHS PEHICHHUS HA COOpaHUSX, COBCMIAHUSAX, KOHPEPEHIUIX U
3aceaHMAX KOJUIETMalbHBIX opraHoB" . Bomee 0600IIEHHOE ONpENENeHHE TPOTOKONA IA€TCS B
TOJIKOBBIX CJIOBapsIX PYCCKOTO $3bIKa, TPAKTYIOIIMX €ro Kak "IOKYMEHT C 3alHChi0 BCETO
MIPOUCXOJISAIIETo Ha 3aceaHuu, coOpaHuu'.

[IpoTokoi, Kak TpaBWIIO, BEAETCS BO BpeMs 3acelaHus. B Tex ciydasx, Korjga 3acelaHue
CTeHOrpaupyeTcss WM MPOW3BOJAUTCSA 3alMCh HAa MArHUTHYIO JICHTY, TIPOTOKOJ MOXET
COCTaBIIATHCS TOCNIE MX pacimdpoBKkr. BecTH MPOTOKON OMHKEH CEKpeTapb WM CHEIHATBHO
HazHaueHHoe Jnuio. OT ero KBanM(UKALWK, yYMEHUS BHHUKHYTh B CYIIECTBO OOCYXTaeMBIX
BOIIPOCOB 33aBHCUT KayeCTBO IMPOTOKOJIBHOW 3amucH BBICTYIUICHUs. [IpoTokon odopmisiercss Ha
obmem Onmanke (opmara A4. B ero dopmynsp BXOIAT CIIEAYIONME PEKBU3UTHI: HAMMECHOBAaHUE
BEJOMCTBa, HAMMCHOBAHHWE OpraHU3alMK (CTPYKTYPHOTO TMOJpa3/eicHUs), YKa3aHUEe BHJIA
JIOKyMEeHTa (TPOTOKOJI), JlaTa 3acelaHusi, HOMEpP, MECTO 3acelaHus, Tpud yTBEpKIeHUs (B cirydae,
KOTJIa MIPOTOKOJ MOJIJICIKUT YTBEPIKIICHHIO), 3aTOJIOBOK, TEKCT, MOJIITHCH.

Ha npotokoine npocTaBiseTcss HIMEHHO JlaTa 3aceaHusl, a He OKOHYATeNIbHOTO O0OPMIICHHS WITH
MOJIMCAHUs NPOTOKoJIa. B ciaydae ecnu 3aceqaHune NpoAoKaeTcsl HECKOIbKO JHEH, YKa3bIBarOTCsS
JlaTa HaJaJjia 3acelaHus M 4epe3 TUpe aara okoHuyanus. Hanpumep: 12-14.03.97. Homep npoTokoia
SIBJISIETCS] TIOPSAJIKOBBIM HOMEPOM 3aCe/laHUi KOJIIETHAIbHOTO OpraHa B T€UeHHe rojaa (B yueOHOM
3aBelIeHUU, MOXKET ObITh, ydeOHoro rona). B pekBusute "mecTo 3acenanus" yka3bIBaeTCsl TOpO/I,
I'JIe COCTOSUIOCH 3aceaHHte.

" CMm.: EnuHas rocyapcTBeHHas CHCTEMa JIENONpou3BocTBa: OCHOBHBIE NOJIokKeHus. - M., 1975, - C. 75.



3arooBOK MPOTOKOJIA COJIEPKUT yKa3aHUE Ha BUJ KOJUIETHAIBHOMN NIeATENbHOCTH (3aceqaHue,
coOpaHHe, COBEIaHNEe) U Ha3BaHUE KOJUICTHALHOTO OpraHa B POJUTEIILHOM Majeke, HalpuMep,
"3acemanus Komuccuu'", "coOpaHus TpymoBoro kojuiektuBa'. Ilocie odopmiieHHs 3arojJoBOYHON
4acTH (3TO MOXKHO CJeNiaTh J0 Haydaja 3acelaHus) MPUCTYIMAIT K COCTABJICHHUIO TEKCTa. TeKcT
MPOTOKOJIA MOJIpa3AesisieTcsl Ha JBE YacTU: BBOJHYIO, TJI€ YKa3bIBAIOTCS MpECeIaTeIbCTBYIONINH,
CeKpeTaph, MPUCYTCTBYIONIUE W TMOBECTKA JHS, ¥ OCHOBHYIO, TIe (UKCHUPYETCS XOJ 3aceaaHus.
CnoBom "mpexacenarens" HauMHAOT NpPOTOKOJ. OHO meyaTaeTcss uyepe3 JBa HMHTEpBaJia IOCIE
3aroJIoBKa, MPsIMO OT IOJIEN ¢ HYJIEBOTO MOJIOKEHUs TaOynaTopa ¢ nponucHoi Oyksel. [locie Tupe
yKa3bIBalOT (GaMWINI0 Tpeacenarens, WHUIMAIbl. Tak ke odopmisercs ciaoBo '"cekperaps'.
Hanpumep:

IIpeacenarens - Xapuenko B.U.
Cexperapsp - Gunumonos C.b.

[Ipu npoBeneHUM oONEpaTHUBHBIX COBEIIAHUNA O3Ta YacTh MPOTOKoNa omyckaetcs. /Jlamee
MEPEUUCIIAIOTCST  TpUCyTCcTBytomue. [lopsmok odopmieHHs 3TOTO paszziena cieayronmii. B
MPOTOKOJNIE 3acelaHusi TOCTOSIHHO JCHMCTBYIOLIEr0 peajbHOr0 OpraHa MpHUCYTCTBYIOIIUE
MOCTOSTHHBIC WIEHBI YKA3bIBAIOTCS B ali()aBUTHOM mopsake. [locie 3Toro 3anuchiBaroTcst haMuimn
MPUITTAIIEHHBIX C YKa3aHHEM HX JOHKHOCTH. Ha pacmmpeHHBIX coOpaHHMSIX M 3aceJaHusix ¢
OOJBIIMM YHUCIIOM TMPHUCYTCTBYIOIIUX WX COCTaB YKa3bIBACTCS KOJIMYSCTBCHHO, a MOQaMUIBHBIN
CIHCOK MpHUIaraeTcs K MPOTOKOIY, O YEM JIETIAeTCsl COOTBETCTBYIOIIAS 3alKCh B CAMOM MPOTOKOJIE.
Hanpumep:

[IpucyrcrBoBanu: 43 yen. (CIUCOK MPHUIIaraeTcs).

Ha coOpanusx, koH(pepeHIMsIX, Che3lax, TIe MPUHATHE pPEIIeHUs TpeOyeT OompeaesieHHOTO
KBOpyMa, B pazzaene "[IpucyrcTBoBanu" yka3pIBaeTcs, CKOJIbKO Y€JIOBEK JOJKHO MPUCYTCTBOBATH U
CKOJIbKO TIPHUIUIO Ha 3aceqanue. Hanpumep: B TPOTOKONE COOpaHUS YICHOB AKIMOHEPHOTO
obmectBa ykazano "Bcero wienoB OAO 135 yen., npucyrctByroT 117",

Jlanee cremyet TOBecTKa JHs. B 3TON 4acTh MPOTOKOIA MEPEUUCIISIOTCSI BONPOCHI, BEBIHECECHHBIE
Ha paCCMOTPEHHE KOJUIETHAIBHOTO opraHa. Kakplii BOpoc HyMepyeTcsl 1 Ha4YMHAeTCs ¢ peiora
"0" ("00"). Hanpumep:

1. O nepcriekTBax pa3BUTHs 3aBoja. Jloknaa qupekTopa... (pamMunms, HTHUIMATIBI).

2. O6 wrorax COIMOJIOTHYECKOro ompoca padouux. Jlokiaa HavadbHHUKA COIHOJIOTHYECKON
CITYKOBL... (pamMuIIvs, THUIHAIIBI).

B psne ciywaeB, Hanpumep INpU IPOTOKOJIMPOBAHMM 3aCEAAHUM KOJUIETMH MUHUCTEPCTB,
KOMUTETOB, IOBECTKA JIHA MOXET IPUIAaraTeCsi K NPOTOKONYy. Torga oHa HE BHOCHUTCA B TEKCT
IIPOTOKOJIA, a JIEJIaeTCs JIMIIb OTChUIOYHAas 3anuck: "[loBecTka qHS 3aceaaHus npuiiaraercs'’.

OcHOBHas 4acTh TEKCTa MPOTOKOJA CTPOUTCS MO pasjenaM, COOTBETCTBYIOIIMM IyHKTaM
moBeCcTKH JHsS. B kaxkaom myHkTe moryT ObITh Takuwe uactu: CIIYIIAJIM, BBICTVYIIWJINA,
PEIINJIN (ITOCTAHOBWJIN). Otu cnoBa mumyTcsd NPONUCHBIMU OyKBaMH, KaKIO€ C HOBOM
CTPOKH, TTOCJIE HUX CTABUTCS JIBOCTOYHE, M TAKUM 00pa30M OHU 3PUTEIIHHO Pa30HMBAIOT TEKCT.

CrnoBo "caymanu" HauuHAeT pa3es Mo KaKI0MY MyHKTY MOBECTKHU JHsA. OHO MUIIETCS Ha OJTHON
CTpOKe Bcien 3a udpamu, 0003HAYAOIIUME TTOPSIKOBBIN HOMEP BOIIPOCa.

damuimsg u HWHULUAJIbI JOKJIAAYNKa U BBICTYIIAIOIINX B IIPCHUAX YKAa3bIBAIOTCS B HOBOM CTPOKE C
36331_[8.. CO,Z[Cp)KaHI/IC BBICTYIIUICHUSA HM3JIaractcsa OT TPECThBCroO JIMIa CAWMHCTBCHHOI'O 4YHalIC. Ecmmn
HUMCIOTCA TCKCTHI (I/IJII/I Te3I/ICI)I) JOKJIag0B U BBICTyHJIeHI/If/'I, OHU HC 3allMCBIBAIOTCA B IMPOTOKOJI, a
qepe3 THUPEC II0CIIC (1)aMI/IJ'II/II/I JOKJIIaAYMKa WKW BBICTYIIMBIICTO YKAa3bIBACTCA "Tekct JOKJIaaa



(BeIcTYymIIEHUS, cooOuieHus1) npuiaraercs”. [locie 3ammucy Kakaoro BBICTYIIEHUS HPHUBOIATCS
BOINPOCHI ¥ OTBETHI HA HUX B MOPs/IKE NOCTYyIIeHUs. Hanpumep:

Cwmupnos B.K.: "bbuty 11 npuHATHI MEPBI J1s1 TUKBUIAIMNA aBApUU Ha CTporke?"

JIeicukoB K.II.: "K 8 wacam yrpa cnemyromero AHS Boja Oblja IOJHOCTHIO OTKayaHa M
MOCJIE/ICTBUSI aBapUH JINKBUIUPOBAHBI'".

3aBepiiatoniasi 4acTh paszefia Mo KaXJA0My IYHKTY IOBECTKHM [HS - 3allUCh IMPHUHITOrO IO
o0OcyxJaeMOMy BOMNpPOCY pelieHusi (TocTaHOBIIEHHUs). PelieHuss MO HECKOJIBKUM BOIpOCam
MOJPA3IENIAIOTCS HA MYHKTHI M MIOAIYHKTHI, HyMepyeMble apabckumu nudpamu. IloctanoBsromas
YacTb PEUICHH, KaK M PaclopsIuTeNIbHbIE JOKYMEHTHI, TOJKHA OBITh KOHKPETHOW M COJEpKaTh
COCTaBHBIE YAaCTH: KOMY, UTO CJI€JIaTh U K KaKOMY CpOKy. Hanpumep:

1. CJIVIIAJIN: ®ponosa E.H. - TekcT noknana npuiiaraercs.
BBICTVYIINJIA:
Crapoctun E.B. - KkpaTkas 3anuch BBICTYIUICHHMS.

Ky3nenoB T.I'. -  kpaTkas 3anuch BBICTYIUICHHUS.
PEHINJIN:
1.1. CnenuanbHbIM KadenpaM MpOBECTH COBMECTHOE 3ace/laHKe, OCBALIEHHOE. .. J10
15.05.2000 r.
1.2. Umu3apoBy b.C. OpranuzoBats Ha kadeape BbIcTaBKy... K 11.05.2000 r.
2. CJIYIIAJINA:
BBICTYIINJIN:
PEHINJIN:
[Ipeacenarens Tloonucw B.A.Cunopos
Cekpertapb Iloonuco E.M.KpsuioBa

[Tpu BbIOOpaxX MOHKHOCTHBIX JIMI B IMPOTOKOJIE YKa3bIBAIOTCSA PE3YJIbTAaThl T'OJOCOBAHUS IO
KOKIOU KaHIUAATYPE OTAEIBHO.

ITo monmHOTE OCBelIeHHUs X0Ja OOCYKJIEHHsS BOIPOCOB HA 3aCEHAHUAX NMPOTOKOJBI JAENIATCA Ha
MOJIHBIE U KpaTkue. B KpaTkoMm NpoTOKoie YyKa3blBAIOT (aMUIMM JOKIAT4MKa, TeMy JOKJaja,
¢damunun BelcTynaBmux. [loayduuts mpencraBieHue O XapakTepe 3aMeudaHHil, Xxoje oOCyxaAeHus,
MHEHUSAX, BBICKAa3aHHBIX B IPEHUAX, IO TAKOMYy IPOTOKOIY HEBO3MOXHO. KpaTkuii IpOTOKOJ
JIONyCTUM TOJIBKO TPU HAJIMYUM CTEHOIpaMM MM KOIJa TEKCThl JOKJIAaJ0B M BBICTYIJICHUN
IIPUJIAraloTCs K NPOTOKOIy. KpaTko MpOTOKOIUPYIOTCS TaKKE ONEpaTUBHBIE COBEILIAHUS.

Bo Bcex ocranmpHBIX cloy4dasX MPOTOKON JOJDKEH COJEp)KaTh 3aliCH BCEX BBICTYIICHUH,
MOKa3aTh BBIPAOOTKY pEIIEHUs] B CTOJIKHOBEHUM MHEHUH, AHCKyccusix. B xozae 3acemanusi MOXXHO
COCTaBUTH JIUIIIb YEPHOBUK MPOTOKOIA. B MATHIHEBHBII CPOK MPOTOKOJ YTOUHSETCS, 100aBIIseTCs,
BeIBepsieTcs W odopmisiercs. Ecnmm k mpotokony OyAeT mpuiiokeHa CTEHorpamMma, 00 3ToM
JlefaeTcsl  3alucCh  [OCJIE€ MEepBOM  4YacTU  MPOTOKOJa:  "3aceeHWe Y4YeHOro  COBeTa
cTeHorpadupoBaoch, CTeHOrpamma mpuiaraercsa’. I[IoMHOCThIO TOATOTOBJIICHHBIA MPOTOKOJ
MOJIMUCHIBACTCS MPEIceaaTeNIeM U CEKPEeTapeM.

O6pa31p! 0hopMIIEHHUS IPOTOKOJIOB MIPUBEICHBI B MPHIIOK. 6.11.
3. JIokyMeHTBI OniepaTuBHON MH(pOpMaIUn



[Tonapnsitoiee GOIBIIMHCTBO JOKYMEHTOB, CO3/1aBa€MbIX B OpraHHU3aIlMH U MOCTYHAIOIINX B Hee
W3BHE, cojepkaT uH(oOpManuio O (AKTUYECKOM TIOJIOKCHUH Jied B JAHHON WM JPYTUX
OpraHM3alysaX, CIYXKallyl0 OCHOBAaHUEM [UIS H3y4YEHHUS pacHopsSAMTEIbHBIX JOKyMeHToB. K
WH(POPMAIMOHHO-CIIPABOYHBIM JIOKYMEHTAM OTHOCSTCSI CIPaBKH, JOKJIATHBIC U OOBSICHUTEIHHBIC
3aMKMCKHU, CBOJIKH, 0030pbI, aKThl, MUChbMa, TEIErpaMMBbI U T.1. (CM. Tpuiiok. 6.12-6.19). OHu HoOCST
BCIIOMOTaTeJIbHBIN XapaKTep MO OTHOIIEHUIO K OPraHU3allMOHHO-PACTIOPSIUTEIBHBIM IOKYMEHTaM
U B OTJIMYME OT TMOCIHEAHMX HE SBIAIOTCS O00s3aTeNbHBIMU K HcnonHeHuo. Wudopmanus,
coJieprkarasicsi B MH(HOPMAIMOHHO-CIIPABOYHBIX MaTepHaaxX, MOKET MOOYXKIaTh K JCHCTBHIO MU
MO3KET OBITh JIUIIb MPUHSATA K CBEACHHUIO.

Cnpaeka - 3TO JOKYMEHT, COJEp KAIUI ONMCAaHUE M MOATBEP)KIACHUE TeX WIN UHBIX (PAKTOB U
coObITHil. CripaBKH OBIBAIOT JOBYX BUAOB: ¢ MH(popMmarmend o ¢aktax U COOBITHUSAX CITYKEOHOTO
XapakTepa M BBIIABAEMbIE 3aMHTEPECOBAHHBIM IpaXJaHaM U YUPEXKAECHUSAM A YAOCTOBEPEHHUs
TOTO WJIM WHOTO [opuandeckoro (akra. boree MHOTOYMCIECHHYIO TPYHILy COCTaBJISIIOT CIPaBKU
BTOpOro Bujaa. OHM BBIJAIOTCA €KEAHEBHO. DTO - CHPABKU O MOJTBEPXKAECHUM MecTa yueObl U
paboThI, 0 3aHUMAEMOH JIOJDKHOCTH, 3apabOTHOM TUIaTe, MECTe MPOKUBAHMUS, HATTMUUH MKIMBEHIIEB
u T.11. Hanpumep:

HoBoMOCKOBCKOE ITPOU3BOICTBEHHOE
obbenuuenue "Azot" Hetckmii cam Ne 2

CITPABKA
10.08.2000 Ne 113
r. HoBocuOupck

Tor. BACKOKEBHY Oxkcana CtanuciaBoBHa pab0OTaeT TEXHUKOM-KOHCTPYKTOPOM
MIPOEKTHO-KOHCTPYKTOPCKOTO OT/AENa 00hETUHEHUSI.
Oxutan - 600 pyOaeii B MecsII.

Havanbauk otaena kaapos [Tonnuce A.B.VBaHoB

Jloxknaonaa 3anucka - 1OKYMEHT, aJp€COBaHHbI PYKOBOIUTENIIO JAHHOTO WM BBIIIECTOSLIETO
YUpeXIeHUST U HHOOPMHUPYIOIIHA €r0 O CIOKUBIICHCS CUTYaIlluU, UMEBIIIEM MECTO SIBIICHUU WM
¢dakTe, O BBIOJHEHHOW padoTe, a TakXKe COAEP)KALIUN BBIBOABI M MPEIJIOKEHHS COCTABUTEIIS.
JlokitagHas 3amyMcka TOTOBHUTCS Kak IO WHHWIIMATHBE CaMOro pabOTHHKA, TaK W IO YKa3aHUIO
pykoBozcTBa. Llenb MHMIMATUBHON NOKIAJHOM 3amUCKU - MOOYAMTH PYKOBOAMTENS HPUHATH
ompeaelieHHOe pemeHue. [loaTomy TEKCT €€ 4YeTKo [JeauTCs Ha JBE 4YacTh. B mepBoW,
KOHCTaTUPYIOIEeH (OMUCATEeNbHOM), H3/IaraloTcsi HMMEBIIME MECTO (PaKThl MM OMHCHIBAETCS
CHUTYyalus, BO BTOpOfI H3JIararoTca  MIpeaAIOKCHUAA, HpOCB6BI. I[OKJI&[[HLIMI/I 3aIlIMCKaMu
MHGOPMUPYIOT PYKOBOIUTENS O X0/1e paboT. Takue 3anuCcKy MPEICTaBISIFOTCS PEryIspHO.

TekcTy AOKITAHOM 3aUCKK 0053aTEIbHO MPEIISCTBYET 3aroJ0BOK, HAUMHAIOIIUICS C TPeIora
"0" ("06"). Kak u ohopmiieHune cripaBok, ohopmIIEHUE 3TOTO BUIA JOKYMEHTA 3aBUCHUT OT ajpecaTa.
JloximajHple  3alMCKH, I0JaBacMble PYKOBOIHUTEIIO CTPYKTYPHOTO  TOApA3IC/ICHHUS — HIIH
PYKOBOJUTEIIO YUPEKICHHUS, O(POPMIIAIOTCS HAa MNPOCTOM JIUCTe Oymard. MalIMHOIKUCHBIM
CIIOCOOOM BOCIIPOM3BOATCS PEKBH3HMTHI OJIaHKA: HAUMEHOBAHHE CTPYKTYPHOTO IOAPA3ICIICHHUS,
BUJ JIOKYMEHTa (JIOKJIaaHasi 3amucka), nata. [loJamuchiBaeT BHYTPEHHIOW JOKIAJIHYIO 3aIHMCKY
COCTaBUTEb. BHENmIHsSS OKIajgHas 3alucKa, ajpecyeMas B  BBINICCTOSIIME HHCTAHIUH,
odopmisiercs Ha o0IIeM OJIAHKE YUPEXKICHUS U TIOIITUCHIBACTCS €r0 PYKOBOIUTEICM.

[Tpumep odopmileHus: BHYTpEHHEH TOKIaHOMN 3aITUCKU:



OO6mmit oTaen ['enepanbHOMYy qUPEKTOPY
00beTMHEHUS
JOKJIAJHA S 3ATINCKA 0

10.05.2000 Ne 36 H.K.MBanoBy
r. HoBocuOupck
O 3ameHe NUIIYIUX MalIuH
JoBoxy no Baiero ceneHusi, 4To MamoOOpO B HACTOSLIEE BPEMs OCHAILEHO MUITYHTUMU
MalllMHKaMH ~ yCcTapeBIero  oOpasla, MHOTME M3  KOTOPBIX HMEIOT  HEHaJIeXKHbIE

OKCILTYaTallMOHHBIC Ka4CCTBaA.

[Tpomry paccMOTpeTh BOIPOC O MPHOOPETEHUH MIECTH HOBBIX MAIIMHOK U OJJTHOTO KOMITBIOTEPA
C IIPUHTEPOM.

3aB.Mamobopo Iloonuce I'.H.Konbuna

[Ipumep opopmiieHNs BHETHEN TOKIaIHOM 3alHCKU:

MunuctepcTBO 0Opa3zoBanus PO I'enepanpHOMY DUpEKTOPY

3aBoga TOYHOTO
HoBocubupckoe obiactHOE MaIIMHOCTPOEHHUS
YIIPABJICHUE HAPOJAHOIO HN.N.11leTtpoBy
oOpa3oBaHHS

OKTSAOpBCKUIt OTHIENT
HApOIHOTO 00pa30BaHUS

JOKIIAJHA A 3AIINCKA
19.05.2000 Ne 15

r. HoBocuOupck

O npoBepke TEXHUYECKOTO

COCTOSIHUSA >KUJIBIX TTOMEIICHUN
0a3bl OTIObIXA IS AETEH

CornacHo MOPY4YEeHUIO TTaBbl aIMUHUCTpaluu OKTIOpPHCKOTO paiioHa O MPOBEPKE TOTOBHOCTHU
0a3 oTnbpIXa JUIS JIeTeH W ONpPEISIICHUs KOJUYECTBA IIKOJIHHUKOB, KOTOPHIE CMOTYT OTJOXHYTh
netoM 1998 r., MHOIO 13 Mas c.r. ObUT MPOBEACH OCMOTP >KWJIBIX TMOMEIICHUH 0a3bl OTAbIXa
Bamero 3aBoaa.

Bce xuble kopryca B yZOBJIETBOPUTEIHHOM COCTOSIHUH, OJHaKO B Kopiryce Ne 1 HeoOxoaumo
BCTaBUTh CTEKJIA, KOpITyc Ne 2 Hy)K/1aeTCsl B PEMOHTE.

[Tpomry B3sTh Ha KOHTPOJIb MOJTOTOBKY 0a3bl K IPUEMY €T Ha OTABIX.

3aB. pailloHO Iloonuce H.N.IIuporosa



Obvacnumenvnasn 3anucka - 370 J0KyMEHT, MOSACHSIOIUI CoJepKaHUe OTJCNIbHBIX MOJI0XKEHNH
OCHOBHOT'O JJOKYMEHTA (IUIaHa, 0TYeTa, IPOEKTa U T.II.) WIN OOBSICHSIOMINN PUYUHBI KAKOTO-TH00
coObITHS, (akTa, TocTynKa. COOTBETCTBEHHO OOBSICHUTENIbHBIE 3aIIMCKH MOYKHO pa3/efIuTh Ha JBE
rpynnsl. K nepBoit oTHOCATCS JOKYMEHTBI, Yallle BCETO CONPOBOXKJIAIOIINE OCHOBHON JOKYMEHT U
HOSACHSIONINE COJAEp)KaHUE €ro OTAENbHBIX MNojokeHnH. OHu odopMisIoTcs Ha o0meM OiaHKe
YUpEXKACHUSI. BTOpYIO TpymIy COCTaBISIOT OOBSICHUTENbHBIE 3aIHCKH IO TOBOAY KaKUX-JIHOO
MPOMCIIECTBUHN, CIIOKUBIIMXCS CUTYallU, TIOCTYNKOB U MOBEJIEHHsI OT/AEIbHBIX PAOOTHUKOB. TEKCT
TaKHUX 3aIUCOK JIOJKEH OBITh yOEIUTENbHBIM, COIEPKATh HEONIPOBEPKUMBIE JOKa3aTenbcTBa. Kak
U BHYTPEHHME JIOKJIAQJHbIE 3allUCKH, OHM O(OPMIIIOTCA Ha UHUCTBIX JIMCTax OyMaru c
BOCIIPOM3BEJICHUEM TEX )K€ PEKBU3UTOB U MOJIHCHIBAIOTCS COCTABUTEIIEM.

[TpuBenem o6pasisl opopmieHns: 00BICHUTENBHBIX 3aIHCOK:

OBBACHUTEJIBHA A 3AITMCKA JupekTopy ueHrpa
10.04.2000 Ne 34 "Kanpsr"
H.1.1BanoBy

O cpsIBe 3aHATHIL B rpyImne
cekperapei-pedepeHToB

09.04.2000 Ha 3aHATHS MO JEJIOMPOU3BOJICTBY MPHUIILUIO TOJIBKO TPOE CIyIIATeNIe U3 cocTaBa
rpynmnsl 19 yenosexk.

B pe3ynbTare 31010 3aHATHS NPULIIOCH OTMEHHUTD.

IIpenonasareins IToamnuce I''.I'puropnesa
Haumenosanue opeanuzayuu ['eHepaibHOMY TUPEKTOPY
[Tpon3BOACTBEHHBII OTIEN obbenuuenus A.A.3yeBy

OBBACHUTEJIBHAA 3AIINCKA
12.01.2000 Ne 46

CBoaHBIN 0TUET 00 YCTaHOBKE 000pYyI0BaHUS /1JIs IPOM3BOACTBA aMMHUaka 3a 1999 r. e Ob1n
NpE/ICTaBICH B YKa3aHHBIM CPOK B CBS3U C OTCYTCTBHEM IOJITBEPIKICHUS OT TPEX [IEXOB.

Havansuuk otmena Tloonuce 1O .I1.Enxun



[IpousBoacTBEHHOE OOBEIUHEHUE TIO Hauanbnuky maxtel K.E.MarBeeBy
no0br4e xene3Ho pyasl "Kpeimuepmet"
maxta "FO30Bckas"

OBBACHUTEJIBHAA 3AIINCKA
24.01.2000 Ne 87

O HapyleHUU MPOU3BOACTBEHHOM
JUCIUTUTUHBI

11 saBapst 2000 r. BO BTOpPOil CMEHE BO BpPEMs MOETO JIEKypCTBa OBLI pa3opBaH CHIIOBOM
Ka0eJb, MUTAIOIINI OCBEICHHE ITPEKOB.

Bcenencrere mioxoil 3aKkperyieHHOCTH NepeBUKHON ycTaHOBKU MA-45 npousolnien ee oTpbiB
OT HECyIIeH KOHCTPYKIIMA M Hae3]l Ha Kabeyb, 4TO MPHUBEIO K pa3pbiBy. OTBETCTBEHHBINA 3a
TEXHHUKY 0€30MacHOCTH MPH IKIUTyaTallMH MepPeIBIKHON ycTaHOBKH - pabounii Eropos C.K.

EFOpOB C.K. PaHCC TAKKC HapyIllIaJl IIpaBuJjia TCXHUKU 6630HaCHOCTI/I, 3a 4YTO MMCJI B3bICKaHHA.

Cuurtaro HGO6XOI[I/IMBIM NPUHATL CTPOTrUC MCPbI AUCHUINIMHAPHOT'O BO3JICHCTBUS K EFOpOBy
CK.

I"opHeI1il MaTep Ioonucw IL.I".IToramoB

AKm - JOKYMEHT, COCTABJICHHBI HECKOJIbKUMH JIMIAMU U MOJATBEPKAAIONINI yCTaHOBJICHHBIN
dakt, coOwiTHe, neicTBHe. Yaimie BCEro aKThl COCTABISIIOTCS KOMHCCHSIMH, KaK IOCTOSTHHO
JNEHCTBYIOIIMMH, TaK U Ha3HAYAEMBIMH PACHOPSIUTEIHHBIM JOKYMEHTOM (OOBIYHO TPUKA30M) TI0
YKAa3aHUIO BBIIIECTOAIICH OpraHu3alMyd WIW PYKOBOAMUTENS. B OTAENBHBIX cCllydasx akT MOXKET
OBITH COCTaBJIEH OJHUM HIH HECKOJILKUMU JTOIKHOCTHBIMHU JIMIIAMHU.

[ToBoabl 11 COCTaBJIEHUS aKTa MOTYT OBITh pPAa3IMYHBIMM, OTCIOAa W OOJBIIOE YHUCIIO
Pa3HOBHUIHOCTEN aKTOB: aKThl JUKBUIAIMH (YUpEXKICHUN, MPEeANPUITHI, OpraHnu3anuii); npuema-
nepeaayu (Ipu CMEHe pyKOBOJICTBA, Mepeaye e, MaTepuallbHbIX [IEHHOCTEH U T.J1.); IeryCTaluy;
npueMa OOBEKTOB; MPOBEIEHUS WCIBITAHWN; YHUUTOXKEHMS JeJl, UCIIOPYEHHBIX TOBAPOB U T.II.;
MHBEHTApU3ALUU, HECUACTHBIX CIIy4aeB, aBapuil U Jp.

He3aBucuMo OT pa3HOBUIHOCTH aKThl COCTAaBISIOTCA IO €AMHOUN cxeme. [Ipexe Bcero uieHsl
KOMHCCHM JOJDKHBI M3YYHTh CYIIECTBO BOIPOCA, IMOJUIEKAIIETO OTPAKEHUIO B AKTE, a TAKKe
3aKOHOJATEIbHbIE U HOPMATHBHBIE JIOKYMEHTHI, PEryJHPYIOIIME JaHHbIM Bompoc. Hampuwmep, B
YUPEKIECHUU MPOBOAUTCS MPOBEPKA OPTaHU3AIUU PA0OTHI ¢ MTUChMaMH, JKaJl00aMH U 3asBICHUSIMHA
rpaxkaad. YieHbl KOMHMCCUM JIOJDKHBI O3HAaKOMHUTBCA C THUIOBBIM IOJIOKEHUEM O BEIECHUHU
JIEJIONPOU3BOJICTBA O TMPEAJIOKEHUSAM, 3asBICHUAM M jKajo0aM TpaxJaH B TOCYJapCTBEHHBIX
OpraHax, Ha IPeINPUITUSAX, B YUPESKICHUSX U OPTaHU3ANUAX (IPYTHX HOPMATHBHBIX TOKYMEHTOB
MOKa HET, IPOEKT HOBOTO 3aKOHA €Illeé Ha PacCMOTPEHHH). 3HAHHE ATOrO JIOKyMEHTa MOMOKET
KOMUCCHH ONPEJEIIUTh CBOCBPEMEHHOCTh PACCMOTPEHUS Kajio0, HAaMETHUTh KpPYr BOMPOCOB s
MPOBEPKH.

B axrte OTpaXXarOTCsl  TOJIBKO TC q)aKTI)I, KOTOPBIC TOYHO YCTAHOBJICHBI JIMIIAMH,
MNOANMUCBIBAKOIIUMU  TOKYMCHTEI. HepBOHa‘-IaJ]LHO BCAYTCA YCPHOBLIC 3allvCH, (I)I/IKCI/IPYIOU.H/IC
KOJIMYCCTBCHHBIC TJaHHBIC.

AKT odopmisiercs Ha oOmieMm Onanke. JlaTa U MeCTO COCTaBJIE€HHMs, MPOCTaBisieMble B OJlaHKE
aKTa, JIOJDKHBI COOTBETCTBOBATh JaTe€é M MECTY aKTUpyeMoro coObiTus. s 3HAYUTENBHOTO



KOJINYECTBA TTOBTOPSIOMIUXCS CUTYAI[M UMEIOTCS] YHH(PHUIIMPOBAHHBIE ()OPMBI aKTOB O JTMKBUIAITUH
yupexRIeHus, 00beAMHEHH S, TIPEANPHUATHS , AKTOB, COCTABIISIEMBIX aPXUBHBIMU YUPEKIEHUSIMHE TIPH
IPOBEPKE HAIMYKSA U COCTOSHUS aPXUBHBIX J€1 | T.II.

TekcT akta JenuTCs Ha TPU 4YacTU: BBEACHUE, KOHCTATHPYIOIIYI0 YacTb U BbIBOJBI. TekcT
BBEJICHUS BO BceX akTax (opMann3oBaH. B HeM yka3bIBaeTCsi OCHOBAHME JUJISl COCTABIICHHS aKTa,
NEPEUYUCIIAIOTCS JIUIA, COCTABISIONUIME aKT (MOTYT OBITh YKa3aHbl M IPHUCYTCTBYIOLIUE MPU 3TOM
nuna). HaunHaercs sta 4dacth akta ciaoBoMm "OcHoBaHHE", KOTOpPOE Ie4YaTaeTCs 4Yepe3 JBa-TPH
MHTEpBajla IOCJIe 3arosioBka, ¢ ao63ama. Ilocne cnoBa "OcHoBaHue" cTaBUTCS [BOETOUYUE U
YKa3bIBAIOTCA HAMMEHOBAaHUE PACHOPSAIUTENLHOTO JOKYMEHTA B UMEHUTEIBHOM MaJeke, ero JaaTa,
HOMEp U 3aroyioBoK. Hanpumep:

OcHoBaHue: npuka3 aupekTopa 3aBoja oT 24.05.2000 Ne 89 "O mpoBeneHUH WHBEHTApU3AIUHU
MaTepUaAIbHBIX IIEHHOCTEN Ha ckiazae'.

C HOBOW CTPOKH MPSMO OT TOJIeH C MpOmMCcCHOW OykBbI mumiercs cioBo "CocraBneH" u nmajnee
MEPEYUCIIIOTCS (DaMUITHK C MHUITMAIAMU COCTaBUTEIEH aKTa JIMOO TMPUBOAUTCS COCTAB KOMHCCHH.
Hanpumep:

CocraBieH:
[Ipencenarens
Jonocnocmo, hamunus, uHuUyUAbL
UneHpI KOMHCCHUH: 1.
Jonscrnocmo, hamunus, uHuUyUAIbL
2.
3.
[TpucyrcTBOBaNM: 1.
Jonsxcrnocmo, hamunus, uHuUyUaIbL
2.
_|_

@daMuIuy 4IEHOB KOMHUCCHHM M TPUCYTCTBYIOIIMX pacmojaraioTcs mo aidasury. B Ha3zBaHue
JIOJIKHOCTHU BXOJUT U HA3BaHUE YUPEIKICHHUS.

KoncraTupyromas yactb HauMHaeTcsi ¢ ab3ama. B Hel u3mararorcs Ienu, 3aJadyd U CYIIECTBO
paboThl, MpOAETaHHOW COCTABUTEISIMH aKTa, €€ pe3ylbTaThl. Pe3ynbrarthl paboOThl MOTYT OBITH
NPECTABJICHbI B BUJE TaOIUIIBI.

B 3akmrounTenbHOM YacTH aKTa ACJIA0TCA BBIBOABI WJIM JAIOTCA PCKOMCHAAIMU. DTa 4acThb
TEKCTa He 00sg3aTelIbHa - aKT MOYKET 3aKaHYUBATHCSA U KOHCTaTaL[I/Iefl (baKTOB.

[Tocne TekcTa mepen MOAMUCIMH MPU HEOOXOIMMOCTH YKa3bIBAIOT KOJIMYECTBO COCTABICHHBIX
HK3EMIUIAPOB aKTa M UX MECTOHAXOKICHHUE (9Ta YacTh aKTa Takke He o0s3arenbHa). Hanpumep:

CocraBiieH B 3-X 3K3eMIUISIpax:

1-i1 5Kx3. HanpaBieH B MuHskoHOMUKH Poccun
2-1i 5k3. HanpasiieH B MIIC Poccun

3-11 7K3. - B neio 05-24.

" CM.: YHH(UIMPOBAaHHBIE CUCTEMBI OPraHM3aI[MOHHO-PACTIOPAIMTENLHOM JokymMenTamuu+ - C. 66, 71-73.
* Cm.: OcHOBHBIE ITpaBuiIa paboThl rocynapcTsenHbx apxusos CCCP. - M., 1984,



3aBepIHaIOT TCKCT akKTa IOAIIHMCH. AxT NOANMUCHIBAIOT MpEACCAaTC]ib KOMHCCHUU W BCC
COCTaBHUTCIIN. HpI/I MOAINMUMCAHHUHN JOJIDKHOCTHU IICPC (baMI/IJ'II/IHMI/I HC YKa3bIBArOTCA. Hanpumep:

[Ipencenarenb koMuccuu Toonuce KA. Jlaknu
UsieHbl KOMUCCHHU: B.H.Kupumios
Toonuce
H.H.Iloramos
Toonuce

H.H.JTammnua

Toonuce

Kak 1 BO BCAKOM JOKYMEHTE, B aKT€ MEpe] TEKCTOM HMEETCs 3arojloBOK, HAaYMHAIOIIUKCS C
npemtora "o" ("06") m dopmymupyeMblii C TOMOIIBIO OTIJIAroJbHOTO CyliecTBUTENbHOTO "O
nposepke",

"O npueme-nepenaue”, "O cnucanun", "O6 yHUUTOXKEHUH" U T.I1.

HekoTopele BUIbI akTOB TpeOyrOT yTBepxkaeHus. Hampumep, akT O JUKBUIALMM YUPEKACHUS
YTBEPKIACTCS PYKOBOAUTENEM BBIIIECTOSIIIETO BEJOMCTBAa (MHHUCTPOM), aKT O BBIICICHHU K
YHUYTOXKEHUIO JIOKYMEHTOB U JIeNl - PYKOBOAMUTEIIEM YUPEXKACHHS. YTBEpKACHHE OGOPMIIIECTCS

rpudom B coorBercTBHH ¢ TpeboBanusmu ['OCT P 6.30-97.

[TpuBenem mpumep opoOpMIICHHUS aKTa:

MuHHUCTEPCTBO KYIbTYphl Poccun YTBEPXIAIO
Komurer o xkynbtype npejcenaTeab KOMUTETa
AJIMUHUCTpaIuu Iloonucvy H.N.Iletpos
Haumenosanue ooracmu Jlama
AKT

18.05.2000 Ne 12
r. HoBocuGupck

O IMPOBCPKE COXPAaHHOCTH JOKYMCHTOB B KOMUTCTC

OcHoBanue: npuka3 npenacenarens komurera ot 20.04.2000 Ne 102 "O npoBepke cOXpaHHOCTH
YIPaBIEHYECKUX JOKYMEHTOB".

CocraBlieH KOMHCCHEN B COCTaBeE:
[Ipencenarens: 3am.mpeacenarens komurera Cunopos ['.B.
YUneHbl KOMUCCHMU: 1. 3aB.o6mumM otnenom I'puropsesa H.U.

2. Uucnekrop otnena kaapos Muxainosa ['.I'.
3. 3am.rmaBHoro Oyxraiarepa Meimkuna C.U.
4. Pedepent Ipokynuna M.B.

B niepuog ¢ 16 o 18 mas 2000 roga komuccus mpoBepuiia OPraHU3alMIo U YCIOBUS XPAaHEHUS
YOPABJICHUYECKUX JOKYMEHTOB B KOMHUTETE KYJIbTYPhl. JIOKYMEHTHI XpaHATCA B CTPYKTYPHBIX
MoJipa3iesieHusIX U B 0011eM OT/ele.

HOMGHKJ’IaTypa JCJ1 C€XKEroaHo COIrj1aCoOBBIBACTCA C HOBOCI/I6I/IpCKI/IM 00JIaCTHBIM APXHUBOM.
dakToB I‘I/I6CHI/I, YTpaThsl, OPYH WK HE3AKOHHOI'0 YHUYTOKCHHA JOKYMCHTOB HC YCTAHOBJICHO.

Komuccusi pexomeHAyeT BBIIECTUTH U 00OPYIOBaTh CHEIMAIBHOE MOMEIIECHUE IJIsi apXHuBa
KOMMUTETA.



CocTaBiieH B 2-X SK3EeMIUISIpax:
1-#1 - B gemmo Ne 1-23
2-i1 - B 00J1aCTHOM apXuB.

[Ipencenarens komMuccuu Iloonucs I".B.Cunopos
Iloonuce H.!.I'puropsesa
Iloonucs I'.I'.'Muxaiinosa
Iloonucs C.M.MbiikrHa
Toonucw M.B.IIpokyauna

Tenezpamma - TOKYMEHT, TiepefiaBaeMblii IO kKaHanaMm TenerpadHoii cBsizu. OT cBOEBpEeMEHHOCTH
nepeayd W IOJyYeHHs WH(pOpMAIMM BO MHOTOM 3aBUCSAT CBOCBPEMEHHOCTh H IMPABUIHBHOCTH
npuHaTus pemieHus. [lostomy uToObl oOecreuuTh CpOYHOE IMOJlyueHHe HH(popMaluu, OHa
nepenaeTcss mo tenerpady. s mepenaunm QakCUMIUIBHON KONMUM JOKYMEHTa, a TAaKXKe CXeM,
YepTekel U PUCYHKOB UCTIOIB3YIOTCS (OTOTENErPaMMBI.

B 3aBucHMOCTH OT TOT0, HACKOJIBKO OBICTPO HEOOXOAUMO THepenaTh HH(OPMAIIHIO, COCTAaBUTENb
TeJerpaMMbl YKa3bIBa€T CTENEHb €€ CPOYHOCTH: 'BHeodepenHas', 'MpaBUTEIbCTBEHHas'",
"cpounas" u T.1. Kareropusi tTenerpaMMbl yKa3bIBa€TCs MEPE] aIpecaToM.

B tenerpamme naercs TouHbIl agpec 0€3 MHAEKCA: TOPOJ, HOMEp MOYTOBOIO OTACICHHMS, YIULa,
JIOM, HAaWMEHOBaHUE YUpPSXKICHHs, (amMumins noiydarens. Jus yHemeBIeHUs TelnerpaMMm u
YIpOLIeHUs UX OOpabOTKU IPaBUTENbCTBEHHBIE YUPEKACHHUS M MHOTME OpraHU3allMd HMEIOT
3aperUCTPUPOBAHHBIN Ha Tejerpade yCIOBHBIN WM COKpalleHHbIH anpec: Hanpumep:

KEMEPOBO  KOJIOC I[TIETPOBY
KPACHOAPK KOBPA MAXUHY
TOMCK I'PAHUT I[TAXOMOBY

B Tenmerpamme, HampaBisseMOl B HECKOJIBKO aJpecOB, KaXKIblH aJpec yKa3bplBaeTcs
uHAuBUAYyanbHo. [leyaraercs agpecaT mponucHbIMU OykBaMu. TeKcT TeslerpamMmbl IedaTaeTcsi Ha
YHUCTOM JINCTe OymMard Ha OJHOHM CTOpOHE Yepe3 Ba MHTEepBala MPONMHUCHBIMU OyKBamMH. Mexmy
CJIOBaMH B TeJlerpaMMe JiesaeTcs NpomycK B ABa ynapa. Hauano tekcra neuaraercs ¢ ab3ana, gajee
a03ampl HE JOMyCKAaroTcs. AJIpec W TEKCT NedaroTcss 0e3 mepeHoca cioB. M3maraercst TEKCT
npenensHo cxkaro. OH JOKEH COCTOATh U3 OJTHOTO JIOTHUECKOTO 3JIEMEHTa - 3aKitoueHus. JIumb B
UCKJIIOYUTEIBHBIX CIIydasx JOMYCKAalT KpaTKoe J0Ka3aTelIbCTBO.

Bosbilioe 3HaYeHHE MPHU COCTABICHHUU TEJIETPaMMbl CJIEAyeT MPHAaBaTh BbIOOPY CJIOB, Oojiee
TOYHO TMEpefaroImuX CcMbIca. Ilumrercs TteaerpaMma 0coObIM — TeserpadHbBIM — S3BIKOM, 110
BO3MOYKHOCTH 0€3 MPEe/IOr0B, COI030B, 3HAKOB MpenuHaHust. CMBICIIOBBIC OTTCHKH CJIOB M UX CBSI3b
MEPEAaroTCs MOPSIKOM PACIOIOXKEHHS CIOB B MPEMIOKEHUH W HUX OKOHYAHUAMH. EciaM 3HaKu
HpeHI/IHaHI/ISI BCC K€ H€O6XOI[I/IMI>I, TaK KaK HMCIOT CMbICIOBOC 3HAUYCHHE, OHHU HI/IHIYTCH
COKpAIlEHHO CTPOYHBIMHM OYKBaMU: TOYKa - TUK, 3asTas - 30T, JBOCTOYHE - JBTY, KABBIYKH - KBY,
CKOOKH - CKO.

CnoBamu B TejerpamMme BCerja MUIIYTCA Takue 3HaKH, kak Ne (Homep), - (MuHyc), + (mmroc), !
(BOCKIIMIIATENHBIN 3HaK), ? (BOMPOCUTENbHBIM 3HAK), % (mpoueHTtsl), : (Aenenue) u Ap. Jatel
00o03HayaroTcst apabCKuMu IudpamMu: 9ucio, Mecsll, Toa. Mexay mudpamu pa3aeauTenbHble 3HAKH
HE CTaBSTCS.



IIpuBeneM npumep TeerpaMmsl:

TOMCK 25
ObBBEAMHEHUME OKCHU/

ITPOCUM YCKOPUTDH OTI'PY3KY ITMJTIOMATEPHUAJIOB Tuk
JUPEKTOP ITPEAINIPUATUA AHAPOH IIETPOB

630012, HoBocubupck-12, yi. Kpsuiosa, 5.
Ten. 24-02-83. P/cuer

HupekTop H.N.Iletpos
Hex. Ne

[ara

[Ipumep mmdpoBaHHON TeIETPAMMBI:

KEMEPOBO ATAT
I'PY3 CTPOUTEJIbCTBA OBBEKTA OTIIPABJIEH CAMOJIETOM BTOPOI'O
OEBPAJIA Tuk IIOATBEPJIUTE ITOJIYYEHHUE
JIMPEKTOP KACKA/] COMOB

630070, r. HoBocubupck-70, yi. I'opbkoro, 24.
Kackan. Temn. 24 02 50 P/cyer

Hupexkrop K.II.ComoB
Hcex. Ne
ara
IMpunoxenus

IIpuioxenne 6.1

Oo0pa3zen opopmiieHus ycraBa
(yriioBoe pacnoJjioxkeHue peKBU3UTOB)

YTBEPXJIAIO
Mecmo pecucmpayuu
Jonocnocmo
Nuunmansl, pamumms
Iloonuce
Jlama

YCTAB

Haumenosanue npeonpuamus

IOpunnueckwnii anpec:

1. OO111e mOIOXKEHUS
2. [Ipeamer u uenu aeaTesbHOCTH, IIpaBa
3. Opransl ynpaBjieHUs U KOHTPOJIS, UX KOMIIETSHIIUS



4. Iopsmok pacnpeneneHus NpuObLTH 1 HOpMUPOBaHUS (HOH/IOB
5. 'apanTHH pabOTHHUKAM TPEIIPUSITHSL
6. Yc0BUs peopraHn3aliuyl v JTUKBUIAIIH

JIOJKHOCTh pYKOBOAUTENS Iloonucw WNuutmaner, pamuus

Ilpumeuanue: pa3nenbl ycTaBa MOTYT ObITh JOIIOJHEHBI.

IIpuioxenne 6.2

Oopa3sen opopmireHHs NOJI0KEHUS
(YriioBoe pacnoJioxkeHue peKBU3UTOB)

I'epo PO

HanmeHnoBaHue OopraHnu3aluu

HaumenoBanue cTpykTypHOTO YTBEPXIAIO
Mo/ipa3ieNeHust
JIOIKHOCTD
Wuutmanel, pamunums
Iloonucw
Jlama
I[TOJIOXKEHUE
Ne
Hama

1. O0mme moIoKeHUst

2. lenu u 3agauun

3. OyHKIHH

4. IIpaBa 1 OTBETCTBEHHOCTh

5. B3aMOOTHOIICHHS ¢ JPYTUMH CTPYKTYPHBIMH TIOPa3ICICHUSIMH

JIOJKHOCTh pYKOBOAUTENS Tloonucw WNuutmanel, pamunus



Oopa3zen opopmiieHHs TOCTAHOBIEHUS
(¢ yIJI0BBIM pacnojiokeHueM PeKBU3UTOB)
I'ep6 PO
HaumenoBanue opranuzanuun
INOCTAHOBJIEHUE

Ot Ne

Mecmo uzoanus 0okymenma

3aconosoxk k meKcmy noCmaHo6JIeHUA

Texcm

[KoncTaTupyromas 4actb

Berynienune (yka3plBatoT MPUYMHY M3AaHUS TOKYMEHTA)
Jloka3aTenbCTBO (M3J1aratoT OCHOBHBIE (DAKThI)
3axrodeHue (0OTMEYAOT LIEIb U3AaHUs IOCTAHOBJICHMS])

IocranoBJsII0IasA YaCTh

(cocTouT M3 MyHKTOB, IMTPH HEOOXOAUMOCTH W3 TTOAITYHKTOB)
1. leficTBHe, KOTOpOE HEOOXOAUMO MPEIIPUHSAT

2. CpoK HCTIOTHEHUS

IIpuioxenne 6.3

3. OTBETCTBEHHEIC 3a HCIIOJHCHHUE ((I)aMI/IJ'II/IH, HHHUIIKAJIbI JOJDKHOCTHOI'O JIMIda, Ha KOTOPOC

BO3JIOKEH KOHTPOJIb 32 UCIIOJTHECHUEM) |

JIOJDKHOCTh pYKOBOAUTENS Tloonuce Nunnmansl, pamMunms

Buswi 0onicnocmubix nuy
(6Knrouasn ucnoaHumens, pUOUUecKue Cryxcovl,
¢unarncosvle opearvi u m.o.)



IIpuioxenne 6.4
Oopa3zen opopmiieHHs TOCTAHOBIEHUS
(c Npoa0JIbHBIM PacnoJioKeHueM PEKBU3UTOB)
I'ep6 PO
HaumenoBanue opranuzanuu

ITOCTAHOBJIEHUE

Jlama Pezucmpayuonnuiii Homep ookymenma

Mecmo uzoanus ookymenma

3azonosox k meKkcny noCmaHo6/1€HUs

Texcm

[[ToBTOpeHNE KOHCTATHPYIOIIEH M MOCTAHOBJSAIONIEH YacTel (CM. IPUIOK. 6.3).]

JIOJDKHOCTh pYKOBOAUTENS Tloonucw Nuunmansl, pamumms

Buswi ooncnocmubix uy
(6KI0OYASL UCNOIHUMENS, IOPUOUYECKUE CTLYHCObL,
¢unancoswvle opeanvl u m.o.)



IMpniaoxenne 6.5

Oo0pa3en BbIMUCKH U3 OCTAHOBJIEHUS
(c yriIoBBIM PacmnoJioykeHneM PeKBU3UTOB)

Haumenosanue opeanuzayuu
BBIIINCKA 13 IIOCTAHOBJIEHUA

Ot Ne

Mecmo uzdanus

3azconosox nocmanosnenus

Texcm

[[ToBTOpEHME BCEH KOHCTATHPYIOLIEH YACTH JOKYMEHTA (CM. MPUIIOXK. 6.3) C BBIMUCKON
HY>KHOT'O ITYHKTa|

JIOJKHOCTh pYKOBOAUTENS Tloonucw WNuutmanel, pamumas

BepHo:

JlomxHOCTh paOOTHHUKA, TOATOTOBUBIIIETO

BBIIIUCKY W3 MOCTAHOBJICHUS Iloonucs WNuunmane:, pamunus
JlaTa

Ileuatn



Oobpasen opopmiieHHus1 pacniopsizKeHUsI
(c yriIoBBIM PacmnoJioykeHneM PeKBU3UTOB)
I'ep6 PO

Haumenosanue munucmepcmea
(ecnu rocyAapCTBEHHOE MPEIPHUSITHE)

Haumenosanue opeanuszayuu
PACIIOPAKEHUE

Ne
Jlama Pezucmpayuonnwiii Homep

3aconosox k meKcmy pacnopA;NCeHUs

Texcm

[KoncTraTupywinasi 4acTb

Bcerymienne (ykasbIBaroT MIPUYUHY U3AaHUS JOKYMEHTA)
JlokazarenbcTBO (M3/1arat0T OCHOBHBIC (haKThI)
3axroueHue (OTMEYaroT 11eIb U3AaHNS TIOCTAHOBJICHMS)

PacnopsigutesbHas 4acThb

(cocTouT M3 MyHKTOB, PH HEOOXOAUMOCTH U3 MOAITYHKTOB)
1. [leiicTBHE, KOTOPOE HEOOXOIUMO MPEATIPUHSITD

1.1. ]

1.2. |  KonkperHble mopy4eHus

UT.JO |

2. Cpok UCTIOJTHEHUS

Mpuniaoxenne 6.6

3. OTBETCTBEHHBIE 32 UCITOJHEHHUE ((baMI/IJ'II/ISI, HHHUIOHUAJIbI JOJIKHOCTHOI'O JIMIId, Ha KOTOPOC

BO3JIOKEH KOHTPOJIb 32 UCTIOJTHEHUEM) |

JIOJIKHOCTh pYKOBOJIUTEINS Iloonucs

Buswvi donorcnocmuwix Jauy

Wuunmanel, pamunus



IIpuioxenne 6.7

Oo0pa3zen opopmiteHns pacnopsizKeHUs
(¢ NPoOa0JIBbHBIM PACHOJIOKEHHEM PEKBU3UTOB)

['ep6 PO

HanmenoBanne OpraHu3anuu

PACITIOPA)KEHUE

JHara PerucrpaninoHHbIii HOMEp JOKYMEHTA

Mecro u3zganus JOKyMeHTa

3azonosox k meKkcmy pacnopAsiCeHUsl

Texcm

[[ToBTOpEHNE KOHCTATHPYIOLIEH M PACTIOPSAAUTEIbHON YacTel (CM. puiiox. 6.6)]
JIOJKHOCTh pYKOBOAUTENS Tloonucw WNuutmanel, pamuus

Busnr JOJDKHOCTHBIX JIMI]



IIpuioxenne 6.8
OO0pa3zen BBINMCKH U3 PACTIOPSIKEHUSA
(¢ yIJI0BBIM pacnojiokeHueM PeKBU3UTOB)
Haumenosanue opeanuzayuu
BBITIMCKA U3 PACITIOPAXEHUA

Ot Ne

Mecmo uzdanus

3aconosox pPacnopisicerus

Texcm

[[ToBTOpEHME BCEM KOHCTATUPYIOLIEH YAaCTH JOKYMEHTA C BBIIMUCKON HY’KHOTO ITYHKTA |

JIOJKHOCTh pYKOBOAUTENS Tloonucw Nunnmanel, pamumus
BepHo:

JIOKHOCTh pabOTHUKA,
MOATOTOBUBIIIETO BBITTUCKY
U3 pacloOpsHKEHUS Iloonucw WNuutmanet, pamunus

ara
ITeyats



IMpnioxenne 6.9
Oopa3zen odopmiieHust MpuKas3a
(C MPOAOJIBLHBIM PACHOJI0KEHHEM PEKBU3UTORB)
T'epb PD, 2epb pecnyonuxu

(ecyu rocyapCTBEHHOE MPEITPUSITHE)

Haumenosanue munucmepcmesa
(ecu rocyaapCTBEHHOE MPEATIPUSITHE)

Haumenosanue opeaHusayuu

ITPUKA3

oT Ne

Jlama

Mecmo uzoanusi 0okymenma
3aconosok k mekcmy npuxaza
Texcm

[Koncrarupyrorias yacthb
OTtaensieTcst OT pacopsAIUTENIbHOM YaCcTH CIIOBOM

ITPUKA3LIBAIO:

PacnopsiaurensHas yactb
(cocToUT U3 MyHKTOB, MPH HEOOXOIUMOCTH U3 MOAITYHKTOB)

1. JleticTBHe, KOTOpOE HEOOXOAUMO MPEATIPUHSTH
1.1. |
1.2. ] KonkperHbie nopyueHus

UT.J. |

2. OTBETCTBEHHBIC 32 UCITOJIHEHUE ((PaMITHs, MTHUIHAJBI JOJHKHOCTHOTO JIUIA, Ha KOTOPOE
BO3JIO’KEH KOHTPOJIIb 32 UCIIOTTHEHUEM). |

JIOJKHOCTh pYKOBOAUTENS Ioonuce Wuunmanel, pamunus

Buszbl 0onsicnocmubix Jauy



Oopa3zen odopmiieHust MpuKas3a
(C yriIOBBIM pPacmnoJ/ioyKeHneM PeKBU3UTOB)

I'ep6 PO
HawnmeHoBaHue opraHu3aiuu
I[MTPUKA3

oT Ne
Hara

Mecro u3zganus JOKyMeHTa

O BHECEHUH U3MEHEHUN
B JIOJDKHOCTHYIO HHCTPYKIIHIO

HanmenoBanue kareropuu
pabOTHUKOB OT/ENA

B cBasu ¢

Ocnosanue

[TPMKA3BIBAIO:
BHecTr B TOKHOCTHYIO HHCTPYKIIUIO

(Haumenosanue kamezopuu pabomnuxoe omoena)

CHENYIOIINE U3MEHEHUS:
1.

2.

3.

pnioxenne 6.10

JIOJKHOCTh pYKOBOAUTENS Iloonucw WNuuntmanel, pamumms

Buswi coenacosanus



IMpnioxenne 6.11

Oobpasen opopMiIeHUs POTOKOJIA
(C MPOAOJIBLHBIM PACHOJI0KEHHEM PEKBU3UTORB)

l'ep6 PO
Haumenosanue opeanuzayuu
[TPOTOKOJI
Ne
Jama
Mecmo uzoanus
3aroJyioBOK:
3acenaHusi KOMUCCHH TIO...

IIpencenarens - CmupHos C.C.

Cexkperapp - AutonoBa M.1.

ITpucyrcrBoBanu: 30 yenoBek (crucok mpuiaraetcs) (ecau 10 15 yenoBek, TO B MPOTOKOJIE
yKa3bIBaloTCA (paMUIIUM C MHUIMAIAMHU B aj(aBUTHOM IMOPSJIKE Yepes
3aIsTyI0)

I[TOBECTKA JIHA:
1. O nopsiake NOArOTOBKU K KOH(EPEHIINH.
Jlokiaz 3aBeAyIONIETO. ..

2.0...
1. CJIVIOAJIA:
CoxkonoBy A.U. - TekcT noKiIana mpuiaraercs.
BBICTVYIINJIN:
HBano M.U. - kpaTkast 3aniuch BBICTYIUICHHS (OT TPETHETO JIUIIA)
[NOCTAHOBUJIN:
1.1. OmoOpuTh...
1.2....
2. CJIVIHAJIA:
BBICTVYIINJIN:
[NOCTAHOBUJIN:

IIpencenarens Iloonucw C.C.CmupHOB

Cekperapb Iloonuce M.A.AHTOHOBa



HanmenoBanmne OpraHu3anuu

Mpnioxenne 6.12
Oopa3zen opopmiieHHs CIPABKHU

Anpec opraHusanyy,
KOTOPOM HaIlpaBIIseTCA

CIpaBKa
CITIPABKA
No
[Hama
Mecmo uzoanus
®.1.0. noaHOoCThIO
paboTaet B JOMKHOCTU
Ee mecaunblii oxnan pyo.
JIOJKHOCTh pYKOBOAUTENS Toonucw WNuutmanel, pamuas
HaumenoBanue opranuzanuu
AJnpec opraHuzaiuu,
KOTOPOM HaIpaBisieTcs
cripaBKa
CITPABKA
N
Hama
Mecmo uzoanus
@.U.0. nornocmoio
paboTaer B JOMKHOCTH
Ee mecsunbIil oknan pyo.
JI0KHOCTb PYKOBOJUTEIA Iloonuco Nannmansr, pamunms



Mpniaoxenne 6.13

Oopasen opopMiieHUs TOKJIATHON 3aNIMCKHU

HaumenoBanue opranuzanuu Anpecat

JOKIIAJHA A 3AIINCKA

Ne

Hama

Mecmo uzoanus
Texcm
(Conmepkut 00CTOSITETLHOE U3II0KEHNE KaKOT0-TH00 BOMPOCa C BHIBOJAMU U
MPEJIOKEHUSIMI COCTABUTEIIA).

JIOJDKHOCTh pYKOBOAUTENS Tloonuce Nuunmansl, pamunms

Mpnioxenne 6.14

Oobpasen opopMmiieHUs1 00bSICHUTEIbHON 3aNTMCKHU

[lonpa3nenenue, oTnen PykoBoauTento opraHu3anuu
oTJena, nojpasieiaeHus
damunms, THAITAAIEI

OBBACHUTEJIBHAA

3AIIMCKA

JlaTa

3aromnoBok ("O" wim "06")

Texcm

(Conepxut OOBSICHEHHE NPUUYMHBI HEBBIIIOJHEHUS KaKOTO-TMOO pacropsbKeHMs, MpUKasa,
YCTHOT'O yKa3aHus).

JIOIKHOCTH PYKOBOJUTENS Toonuce Wuutmanel, pamunus



Mpnioxenne 6.15

Oopasen opopMmiieHus1 aKkTa

I'ep6 PO 1. YTBEPXJEHO
HaunmenoBanue opranu3anuu [Tpuka3 pykoBoauTENSI
OT Ne
AKT Jlama
WIH
2. YTBEPXJAIO
Ne JIomKHOCTD
Jlama Hnuyuanet, pamunus
Iloonucw
MecTto uzmanus Jlama

(Hanpumep, "O06 yHUYTOXKEHHH...")

3aconosox akma

OcHoBanue: IMIPpHUKa3 pyYKOBOJUTCIIA

oT Ne

CocraBiieH KOMUCCHUEN:

IIpencenarens:
JIOJDKHOCTB, (haMuJTus, THUITUAITBI
YUneHbl KOMHCCUH: 1.
Jonsicnocmo, hamunust, UHUYUATDL
2.

Jonsicnocmo, hamunust, UHUYUATDL

Texcm

CocraBiieH B 3-X 3K3eMIUISIpax:
1-#1 sKx3emIuIsIp:
2-#1 3K3EeMILTSP:
3-i1 aK3eMILISIP:

[Ipencenarens komuccuu Toonucwe WNuunumanel, pamunus

YeHbl KOMUCCUH Toonucwe Wuunumanel, pamunus



Mpniaoxenne 6.16
Oopa3sen opopMiieHUs TeTerpaMmMbl

(OcraBnare MecTo IS
LITaMIla OpraHU3aIiu)

Anpecat

[lensix  peanu3al  TOCYJApCTBEHHOH  MpOrpaMMBbl  yAYYIIEHHS  JIEKapCTBEHHOTO
obOecrieueHus 30T pa3BUTUSA (dapMareBTUYECKOH mnpombiiieHHocTH 1999 - 2000 romax
Anvunuctpanust HoBocuOupckodr 00JacTH  MPOCHT COOOIIMTH OCHOBHBIE —IOKa3aTesH
yKa3aHHOW TNPOrpaMMbl TEPPUTOPUH 30T B TOM 4YHCJIE HPETyCMOTPEHHBIE CTPOUTEILCTBY
00BEKTOB 30T 00BEMBbI (PMHAHCHPOBAHUS M3 PECIyOIMKAHCKOrO Orokera TUkK J{OMDKHOCTH U
bamumus

ITonnsIii agpec OTIpaBUTENSA

JIOJDKHOCTh pYKOBOAUTENS Tloonucw Nuunmanel, pamunms
[TeuaTs

Hara

damMuInsa UCTIOTHUTES

u ero tenedoH

Hcx. Ne oT




Mpniaoxenne 6.17

Oopasen opopMiieHu €J1y:KeOHOTO0 MMCbMA
(C MPOAOJIBLHBIM PACHOJI0KEHHEM PEKBU3HUTOB)

Haumenosanue opearnusayuu

Cl’lp6160’{Hble oanuwvie opzaHusayuu

Jlama
Ha Ne oT

3aronoBOK MUChbMa
(HauMHAETCS C MPEJIOTOB
HOH I/IJII/I HO6H)

JIOJIKHOCTBH pPYKOBOJUTEIS

damuTns UCTIOTHUTEIIS

¥ HOMep ero TenedoHa
(wu @.N.0. ucnosHurtens
1 HOMeED ero TenedoHa)

Anpecar

WNuutmanel, pamums

[Tpumeuanue. Eciiu mucbmo Ha popmate A4 - o0si3aTeseH 3arojioBOK, €ciii Ha ¢popmare AS -

3aroJI0BOK He OO0s3aTelieH.



Mpnioxenne 6.18

Oopa3zen opopmiieHus NJIaHa

YTBEPXIAIO
Honoicnocmo
WNuutmanel, pamums
Toonucw
Jlama
ITIJIAH
Yero

1. IIpoBectu coBeanue paboyeil rpymisl.
Cpoxk 12.01.2000

Ots. Kpyrnos 1.1.

U T.1.

J10JDKHOCTh Tloonuce Nunnmansl, pamunms



Mpnioxenne 6.19

Oobpasen Taéau4Hoi popMbI IUIAHA
(YrJjioBoe pacmnoJsio:keHue peKBU3MTOB)
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Tema 7. Homenkiartypa aei. Iloaroropka 10KyMeHTOB [IJIsi XPaAHEHHUSI B apXHUBe
1. O0uue nos10xxeHUs

Homenknamypa den - 3T0 YTBEPKJACHHBIM CUCTEMAaTU3UPOBAHHBIN MEPEUYCHb 1T, 3aBOAUMBIX B
YUpEXKJIEHUH, C YKa3aHUEM CPOKOB MX XpaHEHHUS B YCTaHOBIEHHOM mopsjake. HoMmeHknatypa aen
UCIIOJIB3YETCSl KaK CXeMa pachpeieNieHus W TPYNIHUPOBKH HCIIOTHEHHBIX JOKYMEHTOB B Jela
(cxema kiaccudukanuu), ykaszaTelb HHIEKCAUU IOKYMEHTOB M [€JI, CPOKOB HX XpaHEHHUs, a
TaK)Ke KaK cXxema MOCTPOEHUsI CIPAaBOYHON KapTOTEKH HE UCTIOJHEHHBIX JOKYMEHTOB. Kpome Toro,
OHA SBJSIETCS YYETHBIM JOKYMEHTOM B [IEJONMPOM3BOJCTBE W apXHMBE YUPEXKACHUA s el
BpeMeHHOTO0 (710 10 JIeT BKIIOUUTENbHO) XpPaHEHHUS.

Homenkmarypa aenm HeoOXoawma JUisi OBICTPOTO TOWCKA JIOKYMEHTOB MO WX COJCPKAHUIO H
BugaM. OT TOro, HaCKOJbKO KayeCTBEHHO OHa COCTaBJIEHA, 3aBUCIT ONEPAaTUBHOCTH PabOTHI C
JIOKYMEHTaMHU W HMX COXpPaHHOCTh. Haimume HOMEHKIATyphl JIed B KaXJIOM YUPEKICHHUH,
OpraHu3aIiy, MPEANPUITHH 0053aTENbHO.

OCHOBHBIEC TIOJIOKEHHS 110 COCTaBJICHUIO HOMCHKJIATYPbl JeJI HM3JIOKEHBI B EauHoMU
rocyaapcTBeHHoM cucteme aenonpousoactsa (EI'C/I).

Homenknarypa aen MoxeT ObITh KOHKPETHOM, MPUMEPHON U TUnoBoi. Kpome Toro, paznuyarot
HOMEHKJIATYpBI 1€ CTPYKTYPHOI'O MTOAPA3JAEIICHUS U YUPEKICHMUS.

Koukpemnas HOMEHKIIaTypa OTpakaeT NOKYMEHTHI OJHOTO KOHKPETHOTO YUYPEKACHHS WU
CTPYKTYPHOTO MOAPA3/ICICHHUS.

IIpumepnvie U1 munoevble HOMEHKIATYPBI €1 OTPAKAKOT AOKYMEHTBI ONpPECICHHON KaTeropuu
YUPEXKACHUN ¢ OJHOTUITHBIM XapaKTepOM JESTEeIbHOCTH U COCTaBOM JOKyMeHTanuu. Kpome Toro,
TUINIOBAasi HOMEHKJIATYpbl YCTAaHABIMBACT €IUHYIO MWHICKCAIMI0 JeNl JJIs COOTBETCTBYIOLIMX
YUPEXKACHUN CUCTeMbI (BEIOMCTBA) U sBiseTcsl oOs3aTenbHOW. [IpumepHas HOMeEHKIaTypa el
ABJISIETCS] PEKOMEHIATEIBHOM.

CocraBieHHIO HOMCHKIJIATYp ACJI B OpraHrU3alivi NpCAIICCTBYCT MOATOTOBUTCIIbHAA pa60Ta, Ocib
KOTOpOﬁ - obecrneyuTh YUueT ACJI, 3aBOAUMBIX B ACJIOIPOU3IBOACTBC, UX COOTBCTCTBHC BUIAM H
COACPIKAHUIO OTKJIIAAbIBACMbBIX JOKYMCHTOB, IPABUIIBHYIO HX KHaCCI/I(i)I/IKaIII/IIO B COOTBCTCTBHH C
yY4aCTKaMH pa6OTBI H BOIIPpOCaMH ACATCIbHOCTHU OpraHu3aluu.

PaGotra mo cocTaBieHHIO HOMEHKIATyp [el KaK CTPYKTYPHBIX TMOJpa3JeleHui, Tak Hu
YUpEXKIEHUST B IIEJIOM KOOPAMHHUPYETCS JEJIONPOU3BOJACTBEHHON CIY»)KOOM M, Kak MpaBUIIO,
BKJIIOUAET HM3yYEHUE HUX OPraHU3alMOHHON CTPYKTYphl M HaIlpaBJICHUN, a TaKKe KOMILIEKca
JIOKyMEHTOB, HAa OCHOBAaHMHM KOTOPBIX OyayT (OpMyIHpPOBATbCS HAUMEHOBAHHS JIeT W
OTIPEIeNATHCS MPUHIMIBI UX (POPMUpPOBaHUS. B HOMEHKIATYphI J€)1 BKIIOYAIOTCS 3ar0JIOBKH /€T
JUTSL TPYNIUPOBKH JTOKYMEHTOB ¢ Tpudom "Iljis ciaykeOHOTO TONB30BaHUsA", CIPaBOYHBIC
KapTOTEKH.

Y TBepKICHHbBIE IK3EMILISIPbl HOMEHKIIATYp eIl ABISAIOTCA JOKYMEHTAaMHU MOCTOSTHHOTO XPaHEHUs
U BKJIIOYAIOTCS B COCTaB JENl CIyXObl JIEIONpPOU3BOJACTBA opraHuzanuu. Ecim Takas ciyx0a
OTCYTCTBYET, OHU BKIIFOUAIOTCSI B COCTaB JIEN CeKpeTaps-pedepeHTa.

[Tocne yTBepKICHHS HOMEHKJIATYpPHI [eNl CTPYKTYpHBIC TOJpa3JelieHUs] W OOIIeCTBECHHBIC
OpraHM3aly TOJYYal0T BBIMUCKA W3 COOTBETCTBYIOIIMX €€ Pa3/elioB I HUCIOJIb30BAaHUS B
pabore.

Homenknarypa nen ydpex/aeHusi, He TepeJaronero JOKYMEeHThl Ha TOCYIapCTBEHHOE XpaHEHHE,
onobpeHHas 3kcneptHoi komuccuel (OK), exeronHo yTBepkaaeTcs ee pykoBoguteneM. Ilepsblit
AK3EMITISIP HOMEHKJIATyphl XpaHUTcsl He MeHee 10 ner.



Homenknarypa nenm B CTpYKTYpPHBIX HOJpa3JeNeHUsIX COCTABISIETCS U 0OECIIeUeHUs MOpsaKa
(dbopMHpOBaHUS M y4yeTa el B JEJONpPOU3BOACTBE MojapasaeneHuil. CBogHAas HOMEHKJIATypa el
COCTAaBJISIETCS] HA OCHOBAHMM HOMEHKJIATYP AeJI CTPYKTYPHBIX MOAPA3ACICHHMN.

Homenknarypa aen ydpexIeHusl IedaTaeTcsl B HECKOJIBKMX 3K3eMIUIsipax. [lepBelil sk3eMIsp
XpaHUTCS B CIyXOe JeNONpOu3BOJACTBA, BTOPOMl - HCHONB3YyeTCs 3TOH Chy:k00if B KauecTBe
pabouero »K3eMIUIApa, TPETUH - HAXOAUTCS B BEIOMCTBEHHOM apxuBe (y JIMIIA, OTBETCTBEHHOTO 32
apxXuB) B KayeCTBE YYETHOTO JOKYMEHTa, YETBEPTHIM - B TrOCyJIapCTBEHHOM apXHBE, B KOTOPHIi
NepeatoTcsl JOKYMEHThI JAaHHOTO YUPEKICHUS.

HomeHnknartypa fen ydpekaeHus IepecMaTpUBaeTCsl HE PEXe OJHOIO pas3a B IATh JeT. B ciyuae
KOPEHHOT'0 3MEHEHMs (PYHKIUM U CTPYKTYpBl YUPEKACHUS OHA COCTABIISIETCS, COIVIACOBBIBACTCS U
YTBEPKIAeTCs 3aHOBO.

CornacoBaHHasi C COOTBETCTBYIOLIMM YYPEKICHHEM TOCYIApCTBEHHON AapXWBHOM CIYyXKOBI
HOMEHKJIaTypa Jell Yy4YpeXIeHHs B KOHIIE KaXIOro TroJla YTOUHSAETCS, YTBEP)KIaeTcs
PYKOBOJMTENEM OpraHU3allMi U BBOAMUTCA B JeWcTBUE ¢ | sTHBaps HOBOTO KajeHaapHoro roja. B
TE€YEHHE Tro/la B YTBEPXKIECHHYIO HOMEHKIATypy A€l BHOCSTCS CBEACHHUS O 3aBEACHUU [eN, O
BKJTIOYEHUHU HOBBIX Jen 1 T.J1. OOpazerr oopMIIeHUS] HOMEHKIIATYPbI JIENl TIPEACTaBICH B MPHIIOK.
7.1.

2. @opmupoBaHue aesa

®opMUpOBaHUE JIEN - 3TO OTHECEHUE TOKYMEHTOB K OMNPEIEICHHOMY JAEIly M CHCTEMaTHU3alus
JIOKYMEHTOB BHYTpU Hero. Jleno - COBOKYIMHOCTh JOKYMEHTOB (WJIM JOKYMEHT), OTHOCSIIMXCS K
OJIHOMY BOIIPOCY UJIM YYaCTKY JESTEIbHOCTH U TOMEIEHHBIX B OTACIBbHYIO O0JI0KKY.

dopMupoBaHHE €Nl AOJKHO OTBEYATh CIIEAYIOIIMM OCHOBHBIM TPEOOBAaHMSIM: ONEPaTHUBHOCTb
00pabOTKM W TOMCKa JOKYMEHTOB; HAJEXKHOCTb JOKYMEHTAI[MOHHOTO  OOCITy)KWBaHUS;
COXpPaHHOCTb JIOKYMEHTOB. B Jie0 momemaroT TOJIBKO HCIIOJIHEHHbIE JOKYMEHTH! (MOIJIMHHUKH
WIN 3aBepeHHbIe Komuu), odopmieHHsie B coorBeTcTBHM ¢ TpeboBanusimu ['OCToB u EI'C/I.
JIOKyMEHTBI, HE COOTBETCTBYIOIIME 3aroJIOBKY Jeja, HEMpaBMWIbHO O(QOpPMIICHHbIE (BO3BPAIAIOTCS
WCIIOJTHUTEIO NIl JOpabOTKM), MOJUIeKaIINe BO3BpaTy, YEPHOBHUKH, BapUAHTHI, pa3MHOKEHHbIE
KOIIMH B JIEJIO HE TOMEIIAOT.

Jlena ¢hopMupyroTCs LHEHTPATNU30BaHHO (B KaHUEISIPUN) U JEHEHTPATU30BAHHO (B CTPYKTYPHBIX
nojapasnenenusx). Ilpu cocTaBieHUM CBOJHOM HOMEHKIATYPBI €1 KaXJAOMY CTPYKTYPHOMY
MoJipa3iefIeHUIo MPUCBauBaeTCsl UHAEKC. Hanpumep, mprueMHas OTAella BOCIIUTATENbHON padoThI 1
conuanbHOU 3amuTel Komurera mo HagamsHOMY TpoeCCHOHATBFHOMY 00pa3oBaHuio - UHAEKC 03,
OTJIeJ CTpaTeTuu U pa3BuTus npodoodpazoBanms Komurera - 02, 6yxranrepus - 04 u 1.1. KoHTpOs
3a (hOpMHpPOBAHHEM JIEJI B CTPYKTYPHBIX MOJAPA3ACICHUSX OCYIIECTBISICT 3aBEAYIONIHI apXHBOM
YUPEXKJIEHUS WM JIUI0, OTBETCTBEHHOE 32 apXMUB.

JIOKyMEHTBI MTOCTOSIHHOTO M BPEMEHHOT'O0 XpaHEHHs TPYNIHUPYIOT B OTIENbHBIE Jiena (OTAENbHO
OpuruHajibl W KOIIMH, TOHOBBLIC, KBAPTAJIbHBIC, MCCAYHBLIC TIUIAHBI W OTYECTHI T.,Z[.). B
UCKITIOUUTENbHBIX CIydasX JOKYMEHTHI IOCTOSSHHOIO M BPEMEHHOI'O XPaHEHUs, CBSI3aHHBIE C
pacCMOTPEHHEM OJHOIO BONpOCA, TIPYNIOUPYIOT B OAHOM J€I€ - PErucTparope WiIH
ckopocmmarene. Ilocie 3aBeplieHHss pacCMOTPEHHUS 3TUX JOKYMEHTOB, NPUHATHS PELIEHUS U
3aKpbITUA ACJIa JOKYMCHTBI TIOCTOSAHHOTO XpPaHCHHA HM3BIMAIOTCA MW TICPCHOCATCA B [I€JIO0
MOCTOSIHHOTO XpaHeHus. Ecin pa3neneHue aena Ha JBa MPeJyCMOTPEHO HOMEHKJIATypoil, 00 3ToM
JienaeTcs 3anuch B rpade HomeHkmatypsl "[Ipumeuanne”.

B nema rTpynmupyroT JOKYMEHTHI OJHOTO JICJONPOHM3BOJICTBEHHOTO rojaa. HckimrodueHus
COCTABIISIIOT TEPEXOAIINE U CyIeOHbIC JeNa; JIMYHbIC elia, KOTOpble (GOpPMUPYIOTCS B TEUCHHE
BCETO IMepHoja padoThl JAHHOTO JIMIA B YYEPKACHUH; ydeOHas JOKYMEHTAIUs, CO3/atoiascs B
Y4eOHBIX YUPEKISHUIX ((OpMHUpPYETCS 32 YICOHBIN TOI).



B nene nomxHo comepxatbest He Oonee 250 ymmcroB mpu Tommube 30-40 mm. [Ipu Gombiom
KOJIMYECTBE JOKYMEHTOB U3 HUX (DOPMHUPYIOT CAMOCTOSITENBHBIE Jiefia TI0 XPOHOJIOTHH WU Y3KUM
BoripocaMm. Hanpumep: neno "llepemncka o mocTraBke MeTauia" MOXHO pasleUTh Ha TPU:
"Ilepenucka o mocraBke auTha", "Ilepenncka o moctaBke mpokata', "llepenucka o mocTtaBke
apMatyphbl ¥ IPOBOJIOKH".

JIOKyMEHTBI K 3acelaHusM, CTPYNIIMPOBAHHBIE B OTIEIBHOE J€J0, CHUCTEMATU3UPYIOT IIO
HOMEpaM IPOTOKOJIOB 3aceaHMid. BHyTpu rpynnel JOKYMEHTOB, OTHOCSIIMXCSA K OJHOMY
IIPOTOKOJY, UX PACIOJIATratoT B IIOCJIEI0BATEIBHOCTH PEIICHUs BOIIPOCOB; B IPYIIIE JOKYMEHTOB I10
OJIHOMY BOIIPOCY IEPBBIM MOAIINBAETCS MHULIMATUBHBIH, a 3aT€M APYTrue JOKYMEHTHI.

[TopydyeHuss BBIIIECTOSIIUX OPTraHOB TIPYINIUPYIOT B Jeja IO HalpaBICHUSAM JeATeIbHOCTH
yupexJieHus. JJOKkyMeHTbI BHYTPH Jiejia paciojiaraloT B XpOHOJIOTHYECKON MOCIIEI0BATEIbHOCTH.

JIOKyMEHTBI B JIMYHBIX J€Jax pa3MEIlaloT B CIEAYIOUIEH MOCIeI0BaTeIbHOCTH: BHYTPEHHSS
OMKCH JIOKYMEHTOB, UMEIOIIUXCS B JIMYHOM JIeNe; 3asBJICHUE O MpueMe Ha paboTy, HalpaBiIeHUE
WIA TIPeACTaBJICHUE; aHKeTa, JHUCTOK IO YYeTy KaapoB; aBToOHOrpadus, JOKyMEHTH 00
00pa3oBaHNH, BBIITMCKA U3 MPUKA30B O HA3HAUYCHUH, IEPEMEIICHUH, YBOJIbHEHUH (KOTHH 3alIUCOK O
npuemMe Ha paboTy, mepeBoJie, YBOJIBHEHUH); JOTOIHEHUE K JIMYHOMY JIMCTKY 1O YYeTy KaapoB;
JIOTIOJIHEHUE K JINYHOMY JIMCTKY IO y4eTy noompeHuil. CipaBKu ¢ MECTa )KUTEJIbCTBA, O COCTOSHUU
3JI0pPOBbSl M IPYTH€ TOKYMEHTHI BTOPOCTENIEHHOTO 3HAUEHUS TPYNIIUPYIOTCS OTAEIBHO OT JUYHBIX
Jnen. B mpenenax 3TUX Ipynn JOKYMEHTHI pPAclojiararoT Mo XxpoHosoru. Komuum mnpukasoB o
HAJIO)KEHUH B3bICKAHWH, O TOOLIPEHUSIX, U3MEHEHUH (paMUIMK U T.JA. B CBSI3U C BHECEHHEM JTHX
3anuceil B AOMOIHEHUE K TMYHOMY JINCTKY 110 YYETy KaJpOB B JINYHOE JIEJIO HE MOMEIIAIOT.

3. [loaroToBKa JOKYMEHTOB K MOCJIEeIyI0OIeMYy XPAHEHHIO U MCIOJIb30BAHUIO

3aBeplIalonIMM dTaloM Ipolecca ACIONPOU3BOACTBA SABJIAECTCA MNOATOTOBKA HCIOJHEHHBIX
JIOKyMEHTOB K XpaHEHHWI0O M HCIMOoNb30BaHHIO. OCHOBHas 1L€idb YIOPSJIOYEHUS U XPaHEHUs
UCTIOJIHEHHBIX JIOKyMEHTOB - CO3/IaHUE YCJIOBUI Al UX WCHOJIb30BAHUS B CIIPABOYHOI pabote
YUpEXJIEHUH U nonojiHeHue ['ocyaapcTBeHHOro apxuBHoro onaa PO.

HOIIFOTOBKa HCIOJIHCHHBIX JOKYMCHTOB K XPaHCHUIO U MCITIOJIB30BAHUTIO BKJIIHOYACT:
- OKCNepTHU3y (OIEHKY) HAyYHON M MPAKTUYECKON IIEHHOCTH JIOKYMEHTOB;

- oopMIICHHE JIEIT;

- OIMMCAHUC NJOKYMCHTOB IIOCTOSAHHOI'O U JOJTOBPEMEHHOT'O XpPAaHCHU,

- obecrieueHne UX COXPaHHOCTH;

- mepenady el B apXWUB YUPEKICHMs, T.€. B BEIOMCTBEHHBIM apxuB. (BemomcTBEeHHBIM
Ha3bIBACTCsl apXMB, HAXONALIMICS B HEMOCPEACTBEHHOM IOJYMHEHUH COOTBETCTBYIOLIEH
OpraHu3alfy, He BXOJAAIIEH B CHCTEMY TOCYIapCTBEHHOW apXWBHOM CITY>KOBI, WM SIBIISTFOIIUICS
CTPYKTYpPHBIM MOJpa3/eIeHUEM OpraHu3aluu.) BeaoMCTBEHHBIH apXMB OCYILECTBIISAET XpaHEHUE
JIOKYMEHTOB OpraHU3alMi U MPEAIPUATHHI 10 NIEpeIadn X Ha TOCYTapCTBEHHOE XPAHEHHUE.

DKcnepTu3a IEHHOCTH JIOKYMEHTOB B JIEJONPOU3BOJICTBE IMPOBOJUTCA IPU COCTABICHUH
HOMEHKJIaTyphl Ael, uX GopmMupoBaHuu. (s opraHu3anu ¥ MPOBEACHUS SKCIEPTU3bI IIEHHOCTH
JIOKYMEHTOB, 0TOOpa U MOJATOTOBKH UX IS IEPEeIaud Ha TOCYIapCTBEHHOE XpaHEHUE, a TaAKXKe It
KOHTPOJISI 32 MpPaBWIBHOCTHIO OTHECEHHS JIOKYMEHTOB K pa3JIMYHBIM JlelaM M OKa3aHHUs
METOJMYECKON MOMOIIU B MPOBEAECHUU SKCHEPTHU3bI IIEHHOCTH JIOKYMEHTA CO3/Ial0TCSl MOCTOSHHO
nerictByromue dSkcneptHble komuccuu (DIIK). PaspabaTeiBaeTcsi MONOXKEHHE, B KOTOPOM
OTIpENEIISIIOTCS ee (DYHKIIMH, TIPaBa M MOPSAOK PadOTHI.



Ha skcnepTHble KOMUCCHM KpOME OPraHU3al[iU €XKEroJHOT0 0TOOpa JOKYMEHTOB Ha XpaHEHHUE
BO3JIAraeTCs: PaCCMOTPEHHUE TOAOBBIX Pa3AeNioB Jieja MOCTOSHHOTO, TOJroBpeMeHHoro (cBbime 10
JIET) XpaHEHUs, B TOM YHCIIE M 1O JIMYHOMY COCTaBYy, aKTOB O BBIJICJICHUH K YHUYTOXEHUIO
JIOKYMEHTOB M JIeJI, HE MOAJIeKAIIUX JalbHEHIIEMy XpaHEHHUIO, O HEUCIPAaBUMOM TMOBPEXKICHUU
JIOKYMEHTOB TIOCTOSSHHOTO XpaHEHHsI M O HEOOHAapy:KeHUH JeJl, MOJUIeKAlluX TNepenaye Ha
roCyJlapCTBEHHOE XpaHEHHE; BOMPOCOB O MpHUEME Ha BEJOMCTBEHHOE XpaHEHHE OKYMEHTOB
JUYHOTO TPOUCXOXKJICHHUS; MOATOTOBKa M BHeceHwe Ha paccmorperme OIIK mpemnmoxenuit 00
YCTAaHOBJICHUH W W3MEHEHMH CpPOKOB XpaHEHHs JIOKYMEHTOB, pPAacCMOTpEHHE TepeuHein
JIOKYMEHTOB, HOMEHKJIATYpP JI€JI, UHCTPYKIUH 10 JeIONPOU3BOICTBY U T.II.

Odopmiienne aena - 3T0 KOMIUIEKC padoT IO €ro nepeydyeTy, HyMepaluu JIMCTOB, COCTABICHUIO
3aBEpUTENILHON HAJINCH, BHYTPEHHEH OMKMCH JOKYMEHTOB; HAUMHAETCS OHO C MOMEHTA 3aBEPEHUS
Jiena B JIEJIONPOM3BOJICTBE W 3aBepUIaeTcs B IpoOIecce MOATOTOBKM €ro K Iepenade B
BEJIOMCTBEHHBII apXHUB MOCJE OKOHYAHMS KAJEHJApPHOTO Tojia, B T€YEHHE KOTOPOro Jelio ObLIO
3apeneHo. OdopmiieHne gem TPOBOAMTCS PaOOTHUKAMU  CIIYKObI  JIEJIONPOU3BOJICTBA. B
3aBHCHUMOCTH OT CPOKOB XpaHEHHUsS MPOM3BOAUTCSA TOJHOE WM YacTUYHOE O(OpMIICHUE [ell.
[TomHOMY OGOpMIIEHHIO TOJUIeKAT JeJla MOCTOSHHOTO, JOoJroBpeMeHHOro (cBeime 10 Jer)
XpaHeHUs U MO JUYHOMY cocTaBy. Jlema BpemeHHoro (1o 10 JeT BKIIIOUMTENBHO) XpaHEHHS
nomyIc)kar 4YaCTHUYHOMY O(l)OpMJIeHI/IIO, HUX JOIMyCKACTCA XPaHHUTb B CKOPOCIOHMBATCIIAX, oe3
BHYTpEHHEH NepecucTeMaTH3aluu JOKYMEHTOB, 0€3 HyMepalliH JINCTOB, a TaKkke 0e3 CoOCTaBIeHUS
3aBEpPUTEIbHON HAAHUCH.

[Tpu odopmiieHrH 06JI0kKEK AN MOCTOSHHOTO, JOJITrOBpeMeHHOTO (cBbime 10 er) XpaHeHus u
10 JIMYHOMY COCTaBY JOJDKHBI YKa3bIBAaThCS CIEAYIOIIME PEKBU3UTHI: HAUMEHOBAHUE YUPEKICHUS
H €Tr0 HETIOCPCACTBCHHAA MOAYNHCHHOCTh, HAUMCHOBAHHUEC CTPYKTYPHOTO IOAPA3ACICHUA, NHICKC
Jiena; aHHOTalMs K JOKyMEHTaM Jena ([uid JeJl HMOCTOSHHOTO XpaHeHMs, CoJepXkaluxX 0co00
LIEHHbIE JOKYMEHTHI); JaTa jAeja (ToMma, 4acTh); KOJIWYECTBO JIMCTOB B JI€JI€; CPOK XpaHEHUs JIEIa;
apxuBHbI mmpp nema. Kpome Toro, Ha OOJIOKKAaX €1 IMOCTOSHHOTO  XpaHEHUs
npeaycMaTpuBacTCa MECTO AJId HAUMCHOBAHHA I'OCYAApCTBCHHOI'O apXyUBa U YUPCIKICHU.

Cnenyer 0co00 OTMETHTH, YTO ApXUBHBIM HMIM(PpP Ha OOJIOXKKAX JEJ MOCTOSHHOTO XpPAaHEHUs
IIPOCTABIISIETCS YEPHWIAMH B BEJOMCTBEHHOM apXMBE TOJBKO IIOCJIE BKIIOYEHMS NI B TOAOBBIE
pa3fenbl  CBOAHBIX onMced nen, yrBepxkaeHHbIx OIIK  cooTBeTcTBYyIOLIEro  yupexaeHus
rOCyJapCTBEHHON apXMBHOM CIyXOBbl (0O 3TOr0 OH MPOCTABJIAETCS KapaHJAIIoOM). ApXUBHbIE
mmdpsl Ha 00JI0KKaX Jed A0IroBpeMeHHOro (cBbime 10 J1eT) XpaHeHUs U IO JIMYHOMY COCTaBY
IIPOCTABJISIFOTCS. YEPHUJIAMM IIOCJIE€ BKJIIOYEHHS JI€] B TOAOBBIE PA3Aeibl CBOIHBIX ONUCEHR eI,
onoopennbix 1[OK (OK) yupexnenus, cornacoBanHbix ¢ OIIK cOOTBETCTBYIOMIETO yUpEkKIACHUS
rOCyJapCTBEHHON apXUBHOW CIIyKObI (U ONMHUCEH JeN MO JIMYHOMY COCTaBY) U YTBEPXKAECHHBIX
PYKOBOJUTENEM YUPEKACHHUS.

[Tpu 3amonHeHNH PEKBU3UTOB OOJI0XKKH Jeja HE0OX0IUMO COOIIOIaTh CIIeAYIONIe TPeOOBaHHS:
Ha3BaHUE YUPESKIACHUS MUITYT MOJIHOCTBIO C YKa3aHHEM ITOJYMHEHHOCTH B UMEHUTEIBHOM Ia/IeXKe
WIA YKa3bIBAIOT €ro O(QUIMAILHO MPUHATOE COKpAIIEHHOE HAaUMEHOBAHHE; 3aroJIOBOK M HOMEP
JieNia TIePeHOCsT Ha OOJIOKKY M3 HOMEHKJIATYphl (ITOCIEIHUH 11e1eco00pa3Ho MPOCTaBIATh U Ha
KOpEIIIKe JieJIa JUId yA00CTBa MOUCKa JIeN IPU BEPTUKAIBHOM CIIOCO0e UX XPaHEHUs).

B KoHIIE [1enonmpoM3BOJACTBEHHOTO roja B O(opMIIeHHE OOJOXKKH Jella MOCTOSHHOTO WIIH
JOATOBpeMeHHOTO (cBbIIIe 10 JeT) XpaHeHHs BHOCATCS HEOOXOAUMbIe yTouHeHUs. Eciin Ha3BaHue
VUpEeXKIeHUS (BBIIIECTOSIIETO BEIOMCTBA, CTPYKTYPHOTO IMOAPA3/IEICHUS) U3MEHWIOCh HITU JIEJI0
NepelaHd B JIPYroe yupexjaeHue (CTPYKTypHOE TOpasJelieHHe), Ha OOJOXKE JOMUCHIBAIOT
HA3BaHHUE OSTOTO YUYPEKIACHHS (CTPYKTYPHOTO TMOApA3JEICHHs). 3aroJIOBOK Jejla Ha OOJIOXKKY
MIEPEHOCUTCSI U3 HOMEHKIIATYPhI JIeNl OpraHu3aiuu, corjacoBaHHoi ¢ DIIK cooTBeTcTByrOIIEro
YUPEXKJIEHUSI TOCYAapCTBEHHOW apXMBHOW ciykObl. B HEoOXOAMMBIX Cilydasx (HampuMmep, eciiu
3aroJIOBOK Ha OOJIOKKE HE OTpPaKaeT COJCpKaHWs JIOKYMEHTOB B Jielie) B HEr0 BHOCSATCS
JOIMOJIHUTCIIbHBIC CBEACHHUA U YTOUHCHUS.



B 3aromoBkax nen, coaep)kamux KOMHU JTOKYMEHTOB, JOJDKHA YKa3bIBATHCS WX KOIMMHHOCTH.
[ToyTMHHOCTE OKYMEHTOB JIella B 3aroJIOBKE HE OroBapuBaeTcs. Ecim naHHBIE O KOMHIHOCTH
JIOKYMEHTOB OTHOCSITCS KO BCEM JIOKYMEHTaM Jlefla, TO UX MOMENIAI0T 32 3arojOBKOM (B CTpOKY,
M0CJIe TOYKH, C IPOTIMCHOW OYKBBI), & €CJIHM JIAHHBIE OTHOCSATCS K YacTH JOKYMEHTOB MU K OJTHOMY
U3 HUX, TO UX MMHIIYT TOCJIEe ONMCAaHMs JOKYMEHTOB (B CKOOKax co cTpoYHOM OykBbI). [Ipn Hammuuu
B JICJIe HECKOJIbKMX TOMOB (YacTeil) Ha OOJIOKKY KaXJ0ro ToMma (YacTH) BBIHOCATCS OOIIUi
3aroJI0OBOK JieJla U 3arojIOBOK Ka)/10ro ToMa (4acTH).

BaxHbIM pEKBHU3UTOM OOJIOKKM Jieia ABJSETCS Jara Jeja, T.€. TOJbl 3aBEJICHUS M OKOHYAHUS
Jena B JenonpousBojcTBe. [IpaBuibHOE MaTUpOBaHUE [€1 3aBHCUT OT BCECTOPOHHETO YydeTa
XapakTepa W BUJAa JOKYMEHTOB, KOTOpble B HUX chopmupoBaHbl. [laToil nena, cojaepika-miero
pacnopsAUTEIbHYI0, TBOPUECKYIO U IPYTYIO JOKYMEHTAMIO (IOKIaAbl, CTEHOTPAMMBbI, TUChMA U
T.A.), JJI1 KOTOPbIX TOYHAas JATHPOBKAa MMEET Ba)KHOE 3HAUEHHUE, a TaKXkKe Jesa, COCTOSIINE W3
HECKOJIbKMX TOMOB (4acTeil), SBJSIOTCS KpalHWE AaThl JOKYMEHTOB, T.€. YHCIO, MECSI, TOJ
peructpanuy (CoCTaBIEHMs) CAaMOT0 PAaHHETO U CaMOro IMO3JHET0 U3 TOKYMEHTOB, BKIIOUYEHHBIX B
JIeJo.

HaTOﬁ Jcja, COACpKAIECTO IMPOTOKOJIbI SaCGHaHI/Iﬁ KOJJICTUAJIBHBIX OPI'aHOB, KOMHCCHUH U T.II.,
SABJIAIOTCA AaThbl COCTABJICHHA IIEPBOr0 U MOCICAHCTO IIPOTOKOJIOB WJIN JAThl UX YTBCPKIACHUA (CCJII/I
OHH YTBep)KI[aIOTCSI). HaTOﬁ JIMYHOI'0 Acjia ABJIANOTCA AATbl IIOAINMCAHUA IIPUKA30B O IIPUCME U
YBOJIbBHCHUH JIMIld, HA KOTOPOC OHO 3aBCACHO.

B KoHIle KaxJ0ro /ieja MOCTOSIHHOTO, JOJArOBpeMEeHHOro (cBbimie 10 jeT) xpaHeHus i ydera
KOJINYeCTBAa M (PUKCALMU OCOOEHHOCTEW HyMepalMu JINCTOB Ha OTAEIBHOM JIUCTE COCTaBISAETCS
3aBepHUTEeNbHAs HAINUCh, B KOTOPOM IM(PpaMu H TPOMHCHIO YKa3bIBAETCS KOJIMYECTBO
IPOHYMEPOBAHHBIX JIUCTOB U OTJEJNBHO 4Yepe3 3HaK "+" (IUItoc) - KOJUYECTBO JINCTOB BHYTPEHHEH
onucu (IpU €€ HaJUu4nu). 3aBepuTesibHas HaJIUCh MUILIETCS pa300punBO, C yKa3aHUEM JOJKHOCTH
COCTAaBMUTENs, JAaThl COCTABJICHUS M IOJIMHUCHIBAETCS COCTaBUTEIEM C PACHIM(POBKOM MOANHUCH.
[Tocnemyromue N3MEHEHNsI B COCTABE M COCTOSHUM Jela (HeJocTada JOKYMEHTOB, IPUCOEAHUHEHUE
HOBBIX, 3aMEHA MOAJUHHBIX TOKYMEHTOB KOMHUAMHU M T.[.) OTMEUYAIOTCS B 3aBEPUTEIBHOM HaAIUCH
CO CCBUIKOM Ha COOTBETCTBYIOIUN AKT.

Jlig onpeneneHHbIX KaTeropyuid Jiesl MOCTOSIHHOTO U J10JIro-BpeMeHHoro (cBbiie 10 jer) cpokos
XpaHEHHs, y4eT KOTOPHIX BBI3BaH CHENM(UKON coJepiKalleicss B HHUX JOKyMEHTaluu (0co0o
[IEHHbIE, JTMYHBIE, CyZieOHbIE W CIIJACTBEHHBIE Jeja, Jiefla O MPUCYKICHUU YYEHBIX CTENeHEeH U
NPUCBOCHUU YYCHBIX 3BaHHM, Jela Ha aBTOPCKHE CBHIETEILCTBA W NMATEHTHBIE M300pETEHUS U
T.JI.), @ Takke C(HOPMHU-POBAHHBIX IO PA3HOBUAHOCTSAM JIOKYMEHTOB, 3aroJOBKM KOTOpPBIX HE
PACKPBIBAIOT MX KOHKPETHOTO CO/ICPYKAHMUS, COCTABIISICTCS BHYTPEHHSS OMICH JTOKYMEHTOB.

Ilo oOKOHYaHMM JEJIONPOU3BOJICTBEHHOIO TOAA BCE 3aBEpIICHHBIE Je€ja IOCTOSHHOIO M
BPECMCHHOI'0 XpaHCHUA, MPOMICAIINEC OSKCICPTHU3Y NEHHOCTH, BHOCATCA B OIIMCH. Omnuce A€
NpEeCTaBIsieT COOOM CHUCTEeMAaTU3UPOBAHHBIM MEpedYeHb 3arojIOBKOB JEJ, PACKPBIBAIOLIMM HX
COCTaB U COZIEPKaHUE, 3aKPEIUIAIONINI cucTeMaTH3aIHIo JIel B peenax Gonna u ux yuer. Kpome
3TOrO, ONMCH SIBJISIETCS OAHOBPEMEHHO YYETHBIM JIOKYMEHTOM M OCHOBHBIM BHJIOM Hay4HO-
CIPaBOYHOI'O CTaH/apTa, 00ECIIEYNBAIOIINM ONIEPATUBHBIN YUET JIeN U ONHUCEH.

C MoMeHTa 3aBCICHHA U 10 CAa4YU B BGI[OMCTBGHHI:Iﬁ ApXUB ACJIa XpPaHATCA B pa60q1/1x KOMHAarTrax
WK B CIICIMAJIbHO OTBCACHHBIX JIA ITOM OCJIn IMIOMCIHICHUAX. I[ena MMOMCIIAOT B 3aKPbIBAOIIUECS
IHKa(I)BI, KOTOPBIC JOJI’KHBI o0ecreynBaTh COXPAaHHOCTb JOKYMCHTOB, U CTaBAT KOPCUHIKaMH

HaPYKY.

M3piMaTe W BBIAABATH JOKYMEHTBl W3 JIel TIOCTOSHHOI'O XpaHEHHWs MOXKHO JIMIIb B
UCKJIIOYMTENBHBIX CiIy4asX (HampuMep 1O TpeOOBaHUIO Cy/eOHO-CIEICTBEHHBIX OpPraHoOB) C
paspelieHnss pyKoBoOUTeNs yupexaeHus. [Ipum 3Tom B 1eno o0sf3aTeNbHO BKIJIAIBIBAIOT TOYHYIO
3aBEPEHHYIO KOIMIO JIOKYMEHTAa M aKT O MPUYMHAX U3bSITHUSA NOJUIMHHMKA. KOnuu M BBITUCKU W3
JIOKYMEHTOB JJIsl MCIIOJIb30BaHUs B pab0OTe YyUpEeKIEHHUS WM B MHTEpecax OTHENIbHBIX TPaXKAaH



ACIal0T C pa3pCHICHUA PYKOBOACTBA WM JOJDKHOCTHBIX JIMI[, KOTOPBIM TaKOC IIpaBoO
npeaoCTaBJICHO COOTBCTCTBYOIIIMMH BEAOMCTBCHHBIMH UHCTPYKIUAMMU.

B TeueHune nenompou3BOACTBEHHOTO TOfa W3 Jejia pa3pellaeTcsi BbIAaBaTh JOKYMEHTHI IS
paboThl coTpyaHHKAM yupexiaeHus. [lpu Beimaue JOKyMEHTa Ha €ro MECTO IMOMENIAI0T JIUCT-
3aMeCTUTENb, HA KOTOPOM YKa3bIBalOT, KaKOil JOKYMEHT, KOMy M Ha Kakoe BpeMs BblnaH. [locme
3aBEpLICHMS JIEIOIPOU3BOJCTBEHHOIO I'0J1a IOKYMEHTHI U3 el He BhlaatoTcs. [Ipu HeobxoaumocTu
BBIIAIOT JIEJI0, B KOTOPOM HAaXOJUTCS JNOKyMEeHT. Ha BbIaHHOE €0 3amoiHSIT KapTOuKy-
3aMECTUTENb, B HEM YKa3blBalOT CTPYKTYPHOE IOApA3JEI€HHE, B KOTOPOE BBIJIAHO JIEJI0, HOMEP
Jiena, naTy BbIAAUd W BO3BpAIICHHS, (PaMIIUIO U JTOJDKHOCTh JIUIA, MOTYYHMBIIETO JIEJ0, a TaKkKe
npeaycMaTpUBarOTCs rpadbl Ui PACIUCOK B IOJTYYSHUH U ITpHEME JIea.

3a COXpaHHOCTb JOKYMEHTOB, HaXOA[IIMXCS B CTaguM  JEJIONPOM3BOACTBA, HECYT
OTBETCTBEHHOCTb 3aBEIYIOIIMN KaHLEIAPUEH, CEKpPETaphb, AEIONPOU3BOANTEND U T.1. OHU JOJIKHBI
oOecreunBaTh KOHTPOJb 332 COXPAHHOCTBIO JOKYMEHTOB B CTPYKTYPHBIX HOJpa3feiieHUsX U y
OTJENBHBIX  HCIIOJIHUTENEH, CBOEBPEMEHHO JOKJIAIblBaTh PYKOBOJCTBY YyupexkaAeHus o0
MMEIOIINXCS HAPYILICHHUSX.

CTpyKTypHbIE TOApA3JENECHUS YUYPEKICHHUS TIEpelaloT B BEAOMCTBEHHBIM apxuB jeia
MOCTOSIHHOTO, TOJITOBpEeMeHHOTO (CcBbIte 10 JeT) XpaHeHHs U 110 JITYHOMY cocTaBy. [lepenada men
MPOU3BOJUTCS TOJBKO 1O OMHCSIM. BMmecTe ¢ JenamMu B apXwWiB TEPETArOTCS PETUCTPAIlMOHHO-
KOHTPOJIbHBIE ~ KapTOYKHA  JENIOTNIPOU3BOACTBEHHOW  CIYXOBI  yUpeKACHUs  (KaHICISPHUH,
cekpeTapuara, O0IIero oTena  T.11.). 3aroJIoBOK KaXkJ10M KapTOTEKH BKJIFOYAECTCS B OTHCH.

[lepeqaya nmem B BEAOMCTBEHHBIM apXHB OCYIIECTBISIETCS, Kak TPaBWIO, IO Tpaduky,
COCTABJIEHHOMY 3aBEJyIOIUM BEIOMCTBEHHBIM apXMBOM (MJIM JIUIIOM, OTBETCTBEHHBIM 3a apXHB),
IIPEJIBAPUTEIBHO  COIVIACOBAHHOMY C  PYKOBOJIUTENSAIMM  CTPYKTYPHBIX — MOApPAJCICHUNd U
YTBEPKICHHOMY PYKOBOJIUTEIIEM YUPEKICHUS.

Jlena BpemeHHOTO (710 10 JeT BKIIOUMTENBHO) XpaHEeHUs TMepe/iade B BEIOMCTBEHHBIN apXUB HE
MO/JIeXKAT U JOJDKHBI XPAHUTHCS LEHTPATM30BAHHO B KaHIEJSIPUM, CEKpeTapuare Wiu APYyrou
ciy:x0e  JIeNONMpOM3BOJACTBA  YUPEXKIEHUS WIM B CTPYKTYPHBIX  Toapa3ieneHusx. B
HCKIIIOUUTENbHBIX CIIy4asiX 1O PEIICHUIO PYKOBOJUTENS OpTraHU3allMi OHU MOTYT OBITh IIEPE/IaHbl B
BEJIOMCTBEHHBIII apXUB IO OMHUCSM WJIM HOMEHKJIAType [Ied, YTO OMNpEeNeNseT BEeIOMCTBEHHBIN
apXuB.

[TpaBuinbHOCTE (opMHUpPOBaHUS M O(OPMIICHHUS JEN, COOTBETCTBHE MX KOJIUYECTBA OIUCH H
HOMEHKJIaType JIeJl MPOBEPSIETCS] COTPYIHUKOM apXHBa IMPEJBAPUTENBHO, HA CTaJUH ITOATOTOBKU
Jlel K Iiepefade B BEIOMCTBEHHBIM AapXUB CTPYKTYpPHBIMM IoApasaeieHusMH. Eciau B
dopmupoBannu ¥ OGOPMICHHM JET YCTaHOBJICHBI HEIOCTATKH, PAOOTHUKH CTPYKTYPHBIX
noJipa3ziesieHui 00s3aHbl UX YCTPAHUTb.

Jlena mpuUHMMAET 3aBEAYIOLIMI BEJOMCTBEHHBIM apXUMBOM (CIELHANIbHBIA COTPYIHUK apXuBa)
WIA JIMLO, OTBETCTBEHHOE 3a apXHuB, B HNPUCYTCTBHUM paOOTHUKA CHAIOLIETO CTPYKTYPHOTO
nonpaszaenenus. Ilepenaua nen mpou3BOAMTCA MO ONMHCH U B OOOMX €€ 3K3eMIUIIpax IpPOTHB
KQKIOro IEpeJaBaeMoro Jena AENaeTcsl OTMETKA O €ro Haluduu. B KOHIlE ONMCH B KaXKIOM €€
SK3EMIUIApe IH(paMH U TPOMHUCHI0 YKA3bIBAETCS KOIMYECTBO (DAaKTUUECKU MPHHATHIX B apXUB JEl,
JlaTa IpUeMa-liepeadyu Aell, a TaKKe CTaBATCs IMOAINUCH COTPYAHUKA BEIOMCTBEHHOIO apXuBa U
nauna, nepepasuiero nena. Ilpu mpueme oco00 LEHHBIX A€l MPOBEPSETCA KOIMYECTBO JIUCTOB B
Jene.



IMpunoxenus

Mpuiaoxenne 7.1

Oopa3sen opopMiIeHUsT HOMEHKJIATYPBI 1€

HanmenoBanue opranusanuu

YTBEPXIAIO
JIOIKHOCTB pyKOBOIUTEIIS

HOMEHKIJIATYPA JIEJI
Iloonuce  Unuyuanvl, pamunus
Jlama Peaucmp. nomep Jlama
Ha ron
Nunexc 3aronoBok KommuecTBo Cpoxk xpaHeHHs jena [Ipumeuanue
nena nena (Toma) nen (TOMOB) (Toma), HoMep cTarei
IO TTePEUHIO
1 2 3 4 5
Haumenosanue cmpykmypHoeo noopasoenenus opeanu3ayuu
01-01 (Yka3piBaercs (Yxa3pIBaeTcsl CpOK XpaHEHMS])
3aroJIOBOK JIejia)
01-02 U T.J.
Haumenosanue cmpykmypHo2o noopazoeietus opeaHu3ayuu
02-01
02-02 U T.A.

HOJ’DKHOCTB PYKOBOAUTECIIA,
OTBCYAKOIICTO 3a COCTAaBJICHUC
HOMCHKIJIATYpPbI OCJI

Toonuce

WNuunmanel, pamunus



HToroBas 3anuch 0 KaTeropusax U KOJU4ecTBe e,
3aBeJleHHbIX B 1999 roay

[To cpokam xpaHeHnus

Bcero

B ToMm uncne

MepexoAIuX ¢ otMmetkoit DIIK

[TocrosiHHOTO
Bpemennoro

(cBermre 10 meT)
Bpewmennoro (no 10 ser
BKJTFOYHMTEIIHHO)

HUTOI'O:

HOJ’DKHOCTB PYKOBOAUTECIIA

HOJ’DKHOCTB PYKOBOAUTECIIA,
OTBCYAKOIICTO 3a COCTABJICHUC
HOMCHKIJIATYpPbI OCJI

COI'JTACOBAHO:
3aB. rocapXruBOM
pariona

Iloonuce WNuunmanel, pamunus

Toonuce
WNunnmanel, paMunms

Ioonuce WNnunnmansl, pamunms




IIpuioxenne 7.2

IIpumepHasi HOMEHKJIATypa e/l TEePPUTOPHAIBLHOM a/IMMHUCTPALIUM paiioHa

AIMUHUCTPALMA YTBEPXIAIO
(paiiona, ropojia) ['maBa AnmuHUCTpanuu
VYrpasnenue aenamu (0OIIUNA OTAEI) paiiona, ropoaa
WNuutmanel, pamums
HOMEHKIJIATYPA JEJI Iloonucw
30.12.99 Ne 01-00
Ha 2000 T. JHama
WNHunexc 3aroJyioBOK jena (Toma) KonuuectBo | Cpok xpanenus nena | [lpumeuanus
nena nen (ToMoB) |(ToMa), HopMa cTaTe
110 TIEPEYHIO
1 2 3 4 5
01-01 |IlocTanoBiIEHHUE AAMUHUCTPALIMHI Jlo MuHOBaHUSs
00JacTi (M3pUH ropoja) - KOIUHU HaJ00HOCTH
01-02 |PacniopsikeHust aAMUHUCTPALIUN Toxe
obnactu (MIpUU TOPOAA) - KOIUU
01-03 |IlocraHOBIEHUS AAMUHUCTPALIUN ITocTostHHO
paiioHa (ropoja) o OCHOBHOM
JESTeNbHOCTU U IOKYMEHTHI K
HUM
01-04 |PacnopsixeHUs! aAMUHUCTPALUN ITocTostHHO
paiioHa (ropoja) o OCHOBHOM
JESTeNbHOCTU U IOKYMEHTHI K
HUM
01-05 |IlocraHoBiieHUS AAMUHUCTPALUH 75 ner (OIIK)
paifoHa (roposa) 1o JM4HOMY
cocTaBy (IIpUeM, YBOJIbHEHHE,
nepeMelleHne) -MoATUHHUKN
01-06 |PacnopsixeHus aqgMUHUCTPALIUU 75 ner (OIIK)
paifoHa (roposa) 1o JM4HOMY
cocTaBy (IIpUeM, YBOJIbHEHHE,
nepeMeIeHue) -
I[MOJJIMHHUKHA
01-07 |Ilepemnucka ¢ BBILIECTOALIIMHI CraTpu 1O NEpEyHIo,
OpraHu3alMsIMU 10 OCHOBHOM 5 ner (OIIK)
JESITeTbHOCTH
01-08 |Ilepenucka ¢ opraHu3aLUsAMH, 5 ner (OIIK)
YUPEKACHUSMU TPEATIPHATAIMHA
obnactu
01-09 |XKypnais (kapTOYKH) 3 rona (OT1IK)
perucTparnyy NoCTaHOBJICHUN
aIMUHUCTPAIIMH 007IaCTH (MIpUHU
ropoja)
01-10 |XKypnau (kapTOYKH) 3 rona
perucTpanyy NoCTaHOBJICHUN
aIMUHUCTPAIIMH 007IaCTH (MIpUHU
ropoja)
01-11 |2XKypnaiu (kapTO4KH) [TocrosiHHO

perucTparyu NoCTaHOBJICHUN
aJIMMHUCTpPAIIMU paiioHa (MIpUU
ropojia)




01-12

Kypnan (kapToukn)
perucTpanry pacropsKeHUN
aJIMMHUCTpPALIMU paiioHa (M3pUHu
ropojia) o OCHOBHOM
JesITeIbHOCTU

ITocrostaHO, cT.106a

01-13

Kypnan (kapToukn)
PETrUCTpaLiU BXOIALICH
KOPPECTIOH ICHIINN
aAMUHUCTPALMH (M3PUHU TOPOJIA)

3 rona, cT. 1066

01-14

Kypnan (kapTo4kn)
pEerucTpalury UCXOIAIEH
KOPPECTIOHAEHIINN
aJIMUHHCTPALMU paliOHa
(ropona)

3 rona, ct. 1066

01-15

[Ipennoxenusi, 3asBJICHUS U
XKaJ00bl TpakIaH

3 roxa, cT. 35

01-16

Kaprouku perucrpanun
MUCbMEHHBIX 00paleHui
rpaXkJ1aH

3roga

01-17

Kaprouku nuuHoro npuema
TpaKJIaH PYKOBOJIUTEISIMU
aIMUHHUCTpAIUU paloHa

3 rona, cT. 103

01-18

Howmenknartypa aen

5 ner

01-19

[Tonoxxenue 06 otaene
(ynpaBiieHUR)

ITocTostHHO

01-20

JIOIDKHOCTHBIE 00SI3aHHOCTH
pabOTHHUKOB OT/AEIIA
(ynpaBieHus)

IlocTostHHO

01-21

CripaBouHO-UH(OpPMALIMOHHBIE
MaTepUaIbl 1o Y4eTy U
MCTIOJTHEHUIO JIOKYMEHTOB

3 roma

01-22

Matepuainsl (IpOTOKOJIBI U
JOKYMEHTBI K HUM) 3aceaHHi
KOJUIETUH BO IJIaBe
aJIMMHUCTpAIlUU paiioHa, ropoja
(Mapun)

IlocTostHHO

01-23

AKXTEI 0 BBIACJICHUH JOKYMCHTOB
1 €1 K YHUYTOXCHUIO

ITocTossHHO

01-24

Ommcek N 1 1ei mocTosHHOro
CpOKa XpaHEHUs

IlocTosiHHO

VYpapisromumii aenamu
(3aB. OOIIUM OT/IEIIOM)

Toonuce

Nuunmansl, pamumms




HToroBas 3anuch 0 KATeropusax U KoJu4ecTne e,
3aBeieHHBbIX B 1999 roay

ITo cpoxam Bcero B ToM uncie
XpaHeHUs NepexoIsIINX ¢ ormetkoit DK

[TocTostHHOTO

Bpemennoro (cBbiie 10

JIeT)

Bpemennoro (o 10 mer

BKJTFOUHUTEIIHHO)

HUTOTIO:

VYnpapnstomuii aenamu

(3aB.0OIIUM OTJICTIOM) Iloonucw WNuutmanel, pamums

COT'JIACOBAHO

3aB. TOCapXUBOM Tloonucw Nuunmansl, pamunms

paiiona Hara
AJIMUHUCTPALA YTBEPXIAIO

paiioHa, ropojia, M3puu

['maBa agMuHKMCTpanun

painoHa, ropoaa
Wunnmanel, pamumus

CBOJIHAA Tloonuco
HOMEHKIJIATYPA JEJI
30.12.1999 Ne 01-00 Hama
Ha 2000 r.

Ne | HaumeHoBaHHME CTPYKTYPHBIX MOAPA3JICICHUIA, OT/IEIIOB, KOMUTETOB, Hupnexcel
/1 aJIMUHUCTpAILMU paiioHa (Topojia), MIpUU OTAEJIOB
1. VYrpasnenue aenamu (OOIIHA OTACI) 01
2. KonTponbHoe ynpasienue (0Taen) 02
3. Hpyrue oTnensl, KOMATETHI aMUHUCTPAIIMH paiioHa (TOpoJia, MIPHH ) 03, 04+




IIpuioxenne 7.3
HroroBasi 3anuch 0 KaTeropusix u KoJu4ecTBe ael,

3aBe/IeHHbIX B roay B OpraHu3anuu
ITo cpokam Bcero B ToMm uncine
XpaHEHUs [epexXOAAIINX ¢ ormeTkoi DIIK

ITocTossHHOTO
Bpemennoro (cBbimie 10 ser)

Bpemennoro (o 10 ner
BKJTFOUHMTEIIHHO)
HUTOI'O:

JIOMIKHOCTh PYKOBOAUTEIIS CITY>KObI
JOKYMEHTAIIMOHHOTO 00ecrieueHust Ioonucs WNuunmanel, pamunus

Hrorossie CBCIACHUA NICPEAAHbI B ApXUB

JIOJKHOCTD IEpeAaBIIEro CBEICHUS Tloonuco WNuutmanel, pamunus

[puioxkenne 7.4

HToropas 3anuchk o KaTeropusix 1 KoOJaJu4ecrBe aell,

3aBC¢/ICHHBIX B roay B CTPYKTYPHOM moaApa3a€JICeHUN
ITo cpokam Bcero B tom uuncne
XPaHEHUs HEepexoIsuX ¢ otmetkoit OIIK

IlocTostHHOTO
Bpemennoro (ceime 10 ner)

Bpemennoro (mo 10 et
BKJIFOUHTEBHO)

HUTOI'O:

JI0IDKHOCTB OTBETCTBEHHOTO
3a JEeJI0MPOU3BOICTBO Toonucw Wuanmanst, hamums
Jlata

HToroBble CBEICHNS IEPEAHBI B CIYKOY
JIOKyMEHTaIIMOHHOTO 00ECTICYECHUsS! YIIPaBICHUS
MHUHHUCTEPCTBA, BEIOMCTBA.

JlommKHOCTD NIEpeIaBIIEeTO CBEICHUS Tloonuce Wuurmansl, paMuius
Jlata



IIpunoxenne 7.5

Oo0pa3zen ¢popMblI aKTa 0 Bbl/IeJIeHHH K YHUYTOKEHUIO IOKYMEHTOB,
He NMO/JIe;KAINX XPAHEeHHI0

HaumenoBanue opranuzanuu VTBEPXJIALIO

HanmenoBanmne JOJDKHOCTH PYKOBOIAUTCIIA

AKT

Toonuce
Jlama

Nunmmans:, @amunus

Ne

MecTo cocTaBieHHA

O BBIACJICHUH K YHUUYTOXKCHUIO
AOKYMCHTOB, HC ITOAJIC)KAIIUX
XPaHCHUTIO

Ha OCHOBaHUU

Hazeanue u evixoonvie oannovle nepedns

OOKYMEHMO8 C YKA3AHUEM CPOKO8 UX XPAHEHUs]
0TOOpaHbI K YHUYTOKEHHUIO KaK HE UMEIOIUE HAYyYHO-UCTOPUUICCKON IIEHHOCTH
Y YTPATHUBIIKE MPAKTHYECKOE 3HAYCHHUE TOKYMEHTHI (poHma No
Haszesanue ¢ponoa

Ne | 3aronoBox Hara Howmepa omnuceit Wnpexc nena Kon-Bo Cpoxu IIpumeuanue
/T | Jenmawiad | Jena wid | (HOMEHKIIATyp) (ToMa, yactu) nen XpaHEHUs
TPYIIOBOH | KpaifHue 3a o (TomoB, | nena (Toma,
3ar0JIOBOK JIaThI roJi(bI) HOMEHKJIaType | 4acted) | uacth) u Ne
unu Ne niena nmo cTaTeu 1o
omucH MIepeuHIO
1 2 3 4 5 6 7 8
Hroro JelI 3a TOOEI
Lugpamu u nponucwio
Onucu Aen MNOCTOSHHOTO XpaHEHUs 3a rogpl, yTBEPXKIECHBI, a IIO
JIUYHOMY COCTaBy COTJIaCOBAHBI c OIIK

Haumenosanue apxugrnozo yupexcoenus
(mpoTokoJT OT

Ne

JIOJKHOCTD JIHIIA, TPOBOAMBIIETO

AKCIEPTU3Y LIEHHOCTU JOKYMEHTOB
Hara

Toonucw

WNuutmanel, pamunus




COI''TACOBAHO

[TpoTokon [IOK
Ne
JIOKyMEHTBI B KOJIMUECTBE JieJ1, BECOM KT
Lugpamu u nponucwio
C/IaHbI B

Haumenosanue opeanuzayuu
Ha MepepadoTKy MO MPHEMO-CAATOYHON HAKJIaJHOW OT

Ne

JomxHocTh pabOTHUKA,
C/IaBLIETO JJOKYMEHTBI Iloonuce WNunnumansl, pamunus

HNsmenenus B YUCTHBIC JOKYMCHTBI BHCCCHBI.

JlomxHOCTh paboTHUKA

HEHTPAIFHOTO apXHBa (CITyKObI

JIOKyMEeHTaIMOHHOTO 00eCTIeYeHHS

yIpaBJICHUs ), BHECIIETO U3MEHEHUS B [loonucs WNuutmanel, pamums
Y4YETHBIE JIOKYMEHTBI

Mpuniaoxenne 7.6

Oo0pa3sen Jucra-3aBepureis jaejia
JIMCT-3ABEPUTEIJIb JEJIA Ne

B nene moammTo (BI0XKEHO) U IPOHYMEPOBAHO nucta (OB)
(mdpaMu ¥ TPOTIHCHIO)
B Tom uucne: auTepHbIe TUCTHI ;
[IponymienHbie HOMEpa + JINCTOB
BHYTpPEHHEH onucu

Ocob6eHHOCTH (PU3NIECKOTO COCTOSIHUS U Howmepa nucros
(dhopmupoBaHHus Jieaa
1 2

HaumeHnoBanue n0MKHOCTH JIMLIA,
COCTaBHBIIIETO 3aBEPUTEITBHYIO [Monnuce Nuunmansr, pamunms
HAJI[IHCh



IIpunoxenne 7.7
Oobpa3zen ¢popMbl BHyTPeHHEH ONMCH JOKYMEHTOB J1eJia

BHYTPEHHA OITUCH

JIOKyMEHTOB fiesia N

N WNHupeke [Hara 3aroyioBOK JOKyMEHTa Homepa IIpumeyanue
/0 | JOKyMEHTa | JJOKyMEHTa JUCTOB €A
1 2 3 4 5 6
Hroro JIOKYMEHTOB.

Lugppamu u nponucwio

KoauuectBo auctoB BHy’TpeHHefI OIINCH

Lugpamu u nponucwio

HanmenoBanue 10KHOCTH JIMIA, COCTaBUBILIETO
BHYTPEHHIOIO OIUCH JIOKYMEHTOB J€J1a Iloonucw Wuunmanel, pamunus

HHama



IIpuniaoxenne 7.8

®opma 00JI05KKHU J1eJ1a MOCTOSTHHOTO U BPEMEHHOT 0
(cBbimie 10 j1eT) XpaHeHUs

®d. Ne
Om. Ne
JI. Ne
Haumenosanue yupescoenus u cmpykmypHo2o noopazoeienust
JAEJIO Ne TOM Ne
3aroJjIoBOK Jeja
Hama
Ha JIUCT
XpaHUTh
d. Neo
Orm. Ne

JI. Ne




(I)opMa onmucHu aeJ1 MOCTOAHHOI0O XpaHEHUs

YTBEPXJIAIO
HaumenoBanue 1omxHOCTH
PYKOBOJMTEIISI OpraHu3aIuu

Toonuce Nuunmansl, pamunms
Jlama

®omng Neo

OITMCBhb N

JIEJT TIOCTOSTHHOTO XPAaHEHUS

3a rof

IIpuioxenne 7.9

Haszseanue pasoena (cmpykmypHo2o noopasoeneHus MUHUCMepcmad, 6e00MCmea)

/o

Nunekc
nena

3aroJIoBOK Jieiia Hara nena Kon-Bo 1ucToB B
(ToMa, yacTH) (TOoMma, nene (Tome, 9acTh)
YacTH)

[Ipumeuanue

2

3 4 5

B nmanHHBIN pa3gen onucu BHECEHO

zen,

Lugpamu u nponucwio

c Ne

mo Ne , B TOM 4HCJIE:

JIUTEPHBbIE HOMEPA:
MIPOMYLIEHHBIE HOMEpPA:

JIOKHOCTh COCTaBUTENS ONKUCH Iloonucw Nuunmansr, pamumms

3aBenyIONINil BEIOMCTBEHHBIM ApXHUBOM
(J1M110, OTBETCTBEHHOE 32 apXUB) Tloonucw Wuunmanel, pamunus

Jlama

[IpoTtokon OK
HanmenoBanue opranuzanuu

COI'JTACOBAHO

N oT

YTBEPXIEHO

[Iporoxon OIIK apxuBHOTrO yupexaeHus




IIpunaoxenue 7.10

IIpumepHasi HOMeHKIATYpa AeJ NPO(ecCHOHATBLHOT0 YUHIHINA, JHIes]

KomureT o HawambHOMY TIpOo(heCCHOHATEHOMY YTBEPXJIAIO
obpazoBanuio AnmuHHACTparuu HoBocnbupckoi JupexTop npodeccnoHaibHOTO
obnactu yunnuma (amest) No

Iloonuco  Hnuyuanwl, pamunus

[TpodeccrnonansHOE yUUIIHILE
(yutreit) Ne

CBojiHast HOMEHKJIATypa JIe
Ha 1998-2003 1T.

11\/@11 HanmenoBanue CTpyKTypHOIO OAPa3ACICHU WNupeke
1 Hupeknus 1
2 Y4eOHO-pOU3BOJCTBEHHAs paboTa 2
3 Y4eOHO-BOCTIUTaTENbHAS paboTa 3
4 O6meoOpa3oBarenabHas MOATOTOBKA 4
5 [Tpon3BoICTBEHHOE 0OyUEHHE 5
6 byxranrepus 6
7 AJIMMHHCTPATUBHO-XO35ICTBEHHAs paboTa 7
COI'JTACOBAHO

IIpoTOKOI 3KCIIEPTHOM KOMUCCUU
npodeccuoHabHOTO yurnia (umest) No

or" " r. No

COI''TACOBAHO

[TpoTokon LleHTpanbHON SKCIIEPTHOM

komuccuu Komurera no HauanbHOMY
npodeccuoHasbHOMY 00pa30BaHUIO Ileuamo
Anmunuctpanu HoBocubupcekoit obiactu

oT 29 okTs10ps 1998 1. Ne 2

Komurer o HauasibHOMY YTBEPXIAIO
npodeccruoHaIbHOMY 00pa30BaHUI0 [Ipencenatens KoMuUTETA 1O
Anmvunuctpanuu HoBocubupckoii HaYaJIbHOMY TTPO()eCCHOHATEHOMY 00pa30BaHUIO
obusactu S1.51.bopreno
Iloonucs

Jlama



IIpumepHast HOMEHKIATYpA e
npogeccHoHaANIBHBIX YYHUJINII U JIMILEEB

Nunexc
nena

HaumeHnoBanue cTpykTypHOTO
noJipaszzesieHus (HarnpaBiIeHHHA
JeSITeIbHOCTH ), 3ar0JIOBOK JIeJia

Koi-Bo
TOMOB

Cpoxk xpaHeHus jena
(ToMma, yactm), Ne
CTaThH I10 TIEPEYHIO

IIpumeyanue

2

3

4

Jupexyusa-01

01-01

IIpukasel, MeTOAYECKUE
PEKOMEHIALUU U THCbMa
MunucTepcTBa 00pa3zoBaHus
P®, Komurera no HauaibHOMY
pooOpazoBaHUIO

JIMH

19”6"
21”6"2

He menee 5.

01-02

VYcTaB yuwnuiny, JUies u
CBUIETEILCTBO 00
aKKpeJIUTalUH

ITocT.

37Ha||

01-03

JI0JPKHOCTHBIE HHCTPYKIIUN
COTPYJHUKOB

56

Ilocne 3ameHEbl
HOBBIMH

01-04

[Ipukassl qupekTopa yuuiuuia
10 OCHOBHOH J€STEILHOCTH

ITocT.

19Ha||

01-05

ITpuka3sbl tupekTOpa yuuaumnia
10 IMYHOMY COCTaBY (TIpueM,
IIEPEMEIIEHHE, YBOJIBHEHUE,
aTTecTanus)

7551.

19”6"

01-06

[Tpuka3zpl 1upexTOopa yuuaumuia o
NPEOCTABICHUH OTITYCKOB,
B3bICKAHUH, KOMaHAUPOBOK

19HBH

01-07

OcHOBaHUA K IIpHUKa3aM

3r.

492

01-08

JKypHan peructpanuu npuKa3oB
IO OCHOBHOM JIEITEILHOCTA

ITocrT.

106”3"

01-09

KypHan peructpanuu npukazoB
110 IUYHOMY COCTaBY

75 n.

508

01-10

Ilepenucka ¢ KomureroM 1o
HayalbHOMY
pohecCHOHATTLHOMY
00pa30BaHUIO 110 BOIIPOCaM
JeSITeIbHOCTH YUHIIUIIA

495

01-11

Kaptouku peructparuu
BXOJISIIIEN KOPPECIIOHICHIIUU

3r.

106"6"

01-12

Kaprouku perucrpaunu
UCXOJsIIEeH KOPPECTIOHICHIINH

106"6"

01-13

ATTecTalMOHHBIE 3aKITIOYCHHS
YUUJIHIIL

5.

Ilocne arrecTanuu
YAHJTHIIA

01-14

Cnoucku npenoaaBaresie u
MacTepOB YUUIIHUIIA

75m.

511

01-15

FOJIOBI)Ie OTYECTHI O YUCJIICHHOCTH
M COCTAaBC KaJApOB YUMJIMIIIA

5.

294

01-16

[IpoTokomsl 3acenanui
[I€aroru4eckoro coBeTa u
JIOKYMEHTHI K HUM

ITocT.

16

[Toctynaror Ha
XpaHECHHE B
rocapxus B (hoHze
Komurera

01-17

JInunble nena pabOTHUKOB
yauInia (3asiBICHUS, AHKETHI,
aBTOOMOTpaduu, KONUu
MIPUKA30B JIp.)

5.

498""

Ilocne Brigaun
JIMYHBIX
JIOKYMEHTOB

01-18

JKypnau perucrpannu Bel1auu
TPYAOBBIX KHUKEK

50 .

526




01-19

[TuceMeHHBIC OOpaIleHNUS,
3asBJICHUS] PAOOTHUKOB YYHIIHUIII,
YYaIUXCs U UX POJIUTEIICH,
JIPYTUX TpakJaaH

5 .

31

01-20

AKTBI IPOBEPKHU COCTOSIHUS
JIEJIONPOU3BOICTBA U IIEpENHCcKa
10 BOIIPOCaM OpraHU3alNH
JIeTIOTPOU3BOJICTBA. AKTHI O
MIPOBEPKE YCIOBUM XpaHEHUs
JIOKYMEHTOB B YUWJIUIIE U
nepenucka ¢ [[OK Komurera

118,119

01-21

[Ipuemo-ciaTouHbIE aKThI,
COCTaABJIICEMBIC HpI/I CMCHC
PYKOBOJMTEICH YUMITHIIA

ITocT.

61

01-22

[Tonoxenue 06 3KCTIEpPTHON
KOMMCCUH YUHIIMIL, IPOTOKOJIBI
3aCelaHUi DKCIIEPTHOU
KOMMCCHUH, aKThI O cllaue
JIOKYMEHTOB B TOCapXHuB

Xpansrc
1B
OpraHu-
3alun

115

ITocne
JIMKBHOAITNN
MEepEIA0TCs B
OBA

01-23

CBopaHast yTBEpKACHHAs
HOMEHKJIaTypa Jel

ITocr.

95 HaH

01-24

01-25

01-26

YuebHno-npoussoocmeennas paboma

-02

02-01

KHura nprkasoB 1o JHYHOMY
COCTaBy ydJammxcs (0
3a4MCIICHNUH, BBIITYCKE U
OTYHUCIIEHUU yYaIUXCs)

75 m.
OIIK

19 H6H

02-02

[TonosxeHUs: 1 MHCTPYKITHH 110
METOIUYECKON padoTe, MIaHbl
paboTHI

JIMH

21 H6”

II;man He MeHee 5
1. 166-a"

02-03

[IpoTokobl 3aceiaHnii U OTYETHI
METOIMYECKUX KOMHUCCHH IO
OOIIIETEXHUYECKHM,
cHenUaJbHBIM JUCIAIUIMHAM U
MIPOU3BOACTBEH HOM Y
00yUYeHHIO

ITocrT.

571

02-04

[IpoToko:sl 3acenanmit
BBIITYCKHBIX KBAJTU()UKAITMOHHBIX
SK3aMEHAIIMOHHBIX KOMUCCUU

75m.

592

02-05

[Tnanbl paboTHl YUHJIUIIA HA TOL

166Ha||

02-06

OTtyeTsl 110 yueOHO-
BOCIIUTATEIbHOU paboTe 3a roa u
o ¢popmam 10 HK (mpodrex).11
HK (mpodrex)

5 1.

02-07

Y4eOHbIe IJIaHbI, IPOTPAMMBI IO
HpOI/ISBOI[CTBeHHOM y
00y4YeHHIO0, OOIIETEXHUIECKUM U
CIICIUAJIbHBIM JUCHMUIIJIMHAM

5.

166"a

02-08

Pacnincanus yueOHbIX 3aHATHHA
YUHWJINIL, JOKYMEHTHI 110 MX
U3MEHEHUIO U JIOTIOJIHEHUIO.
Pacnincanus 1ONOITHUTENBHBIX
3aHATUHI C OTCTAIOILUMU

Ir.

602

02-09

[Tnansl, rpaguky 1 aHaIU3
KOHTPOJIS 32 Y4eOHO-

5

572"a




BOCIIMTATCJIBbHBIM ITPOLICCCOM

02-10

[L1anbl OBBIIEHUS
KBATM(UKAIIMH paOOTHUKOB
VUUJIUINA, CTRKUPOBKU
MacTepOB IIPOU3BOJCTBEHHOTO
o0OydeHus1, OTYETHI 00 UX
BBINIOJTHEHUH

51

572"a

02-11

JIOKyMEHTBI O epe10BOM
neaarortdyeCKoOM OIIBITE pa60TBI
IpernoaaBaTeneM
OOIIETEXHUYECKUX U
CHEeHUaTbHBIX JUCLUILINH
MEepPENUCKa 10 ’TOMY BOIIPOCY

10m1.
DIIK

579

02-12

[Tmaner pabOTHI U TIPOTOKOIIBI
3ace/laHuil COBETa MacTepoOB,
OTYETHl MaCTEpPOB
MIPOM3BOJICTBEHHOTO 00Yy4EHUs
0 Y4eOHO-BOCIIUTATEILHOMN
pabote

5.

574
577

02-13

XKypHaisl aHam3a pabOThI
IIpenoiaBarenen
OOIIETEXHUYCCKUX U
CIICIIUAJIBHBIX TUCHUITIINH

5.

577

02-14

JIOKyMEHTBI N1eJarorHuecKux
YTeHUH (JOKIIaIbI
BBICTYTIAOIIUX )

ITocr.

571

02-15

[Tnanbl paboThI 3aBEAYIOLIUX
y4eOHBIMU KaOMHETaAMH 1
OTYeThl 00 UX BBHITIOJTHEHUHT

5.

572Ha||

02-16

I'omoBBIC MIaHEL,
CTaTUCTHUYECKUE OTUETHI O
MOJITOTOBKE
KBAJTM(PHUIHUPOBAHHBIX pabounx
110 YCTAaHOBJIEHHBIM (hopMam

1051.

548

02-17

[Tnanbl paboThI KPYKKOB
TEXHUYECKOTO TBOPUYECTBA
YYAIIAXCS 110 OOMIETEXHUUYECKUM
U CTHeIMATBHBIM TUCIUILINHAM,
OTYeThl 00 UX BBIIOJHEHUHU

573

02-18

KonTtposabHble paboThl
(rozoBbI€) yyamuxcs mo
OOIIETEXHUYECKUM U
CHEIHUAIbHBIM JTUCHUIUIMHAM, UX
aHaJIu3 ¥ rpauKu NpOBeICHHS

3r.

588 ’,a”

02-19

JIoKyMeHTBI KOHKYPCOB
podeCCHOHATBLHOTO MacTepCTBA
yyanmxcs

10 1. OK

66”3"

Bo3mosken oToop.
nepenavya B TAHO
B ponne Komurera

02-20

[TucbMeHHBIE DK3aMEHAIMOHHBIE
(xBanmu(UKAITMOHHBIC,
BBIIIYCKHBIE) paOOThI yyaluxcs,
UX aHaJu3, BBIBOJBI U
IPEUIOKEHUS

1r.

587

02-21

JKypHausl peructpanuu BbIa4u
JUIIJIOMOB, aTTECTaTOB

75m.

528

02-22

ITonMeHHBIC KHUTH YHaliuxcs

75m.

19"6"

02-23

JIngHrbie AcJIa yHalInuxcs
(3as1BJICHHUSI, CTIPABKH,

75 m.
OIIK

499"a"

OTtunciienue ¢
Kypca - 5 IL.




XapaKTEPUCTUKH )

02-24

Joxymentsl no HOT:
paroHaIn3aTOPCKUE
MPEIUIOKEHHS M aKThl 00 UX
BHEJIPEHUU

614

02-25

BemomocTu ydera ycrieBaeMoCTH
yuammxcs, Tabemu
YCIIEBAEMOCTH YUAIIUXCS

5,

597

02-26

JIOKyMEHTBI 00 OTYHCICHUH
YUAIIAXCS U3 YYUITHIIA
(moxnanHbie, 00BICHUTEIBHEIE,
MepPenmrcKa)

10 m.

613

02-27

Kypnai yduera TeOpeTHUECKUX
3aHATUHI y4YaluXxcs

605

02-28

IInanel MeponpuATHI 1O
npo¢OpHEHTAIIMOHHOM paboTe
KOMIUIEKTOBAHUS YUHJIUINA 1
COXpaHEHMs KOHTHHI€HTa
yUAIIIXCs

572 "a"

02-29

02-30

02-31

Yyebno-eocnumamenvrnas

paboma - 03

03-01

[TepcniexkTuBBIE TIIIAHBI
BOCITUTATEILHON pabOTHI
YUWJIHINA HA BECh TIEPUOT
00y4eHHS U TOJ, OTYETHI 00 UX
BBITIOJTHEHHH

5.

572"3",
"g"

03-02

[TnaHel BocIUTaTETLHON PaOOTHI
YUUJIMIIA HA MECSIT

272”6"

03-03

[Tnanbl paboTHI KPY>KKOB IO
OOIIECTBEHHBIM JUCLMITIIMHAM U
KPY’KKOB XYJ0’KECTBEHHOMN
CaMOJEATEIbHOCTH, OTYETHI 00
UX BBIIIOJHEHUU

573

03-04

JlokyMeHTHI 0 pabote
POAUTENHCKOTO KOMUTETA
(romoBbIe MJIaHbI, OTYETHI,
IPOTOKOJIBI)

5.

577

03-05

[Tnane! pabOTHI ¥ OTYETHI COBETA
OOILIEKUTHSI

167

03-06

JIOKyMEHTBI O IIEpeI0BOM
MEearorn4eckoM OIbITE
BOCIIUTATEIBHON paboOTHI
KJIACCHBIX PYKOBOJIUTE JIEH,
MacTepoOB MPOU3BOJCTBEHHOTO
00y4eHUs1, BOCTUTATENICH U
pabOTHUKOB OMOIHOTEKH
(pa3paboTKH KIIACCHBIX YacOB,
OOIICYYMIINIITHBIX MEPOTIPUATUN

¥ JIp.)

10 m.
3K

579

03-07

JlokyMeHThI 00 ydacTun
YUUJIMILA B CMOTpax U
KOHKYypcax (CIpaBKH, JOKJIaJHbIE
0 BBICTABKAaX, UTOTH)

10m1. OK

66 HaH

Bosmosken otoop,
nepenavya B TAHO
B (hone Komurera

03-08

JIOKyMEHTBI 110 PO HIIaKTHUKE
IIPaBOHAPYILIEHUH Cpean




yuanuxcs (IU1aHbl, IPOTOKOJIBI,
CIIMCKH y4JalluXcCd, COCTOAIMNX
Ha y4eTe B OpraHax BHyTPEHHUX
JIeJ1, HApKOIMCIIaHCepax)

03-09

JIOKYMEHTBI O TIPaBOBOM
BOCTIUTAHUU yUYAIIHXCS
(TOKJIaJTBI, JISKIIHH )

JAMH

03-10

Ilepenucka c opraHamu
MWIHIIUH, IIPOKYpaTypHl,
KOMUTETOM o nenam
HCCOBCPHICHHOJICTHUX 10
IIPaBOBBIM BONPOCAM

5.

73

03-11

JIoKyMeHTBI 00 OpraHu3aIuu
JICTHUX U 3UMHUX KaHUKYJ
(3asABKH, IEpENUCKa, OTUYETHI)

03-12

JIoKyMEHTBI 110 BOIIPOCaM
COIMAJIbHOW 3alIUThI yYaIUXCst
(cTIMCKM yJaIuxcsi U3 4ncia
JIeTeH, OCTaBIIUXCS 0e3
MOTICYECHUS POIUTENEH, U3
MHOT'OJICTHEIX CeMell, ceMeit
OCKEHIIEB U BBIHYKJIEHHBIX
MEepPECEIICHIIEB, JETEH,
MOCTPAJABIIUX OT aBAPUHU Ha
UepnoOsuibckoit ADC, u ap.)

5n. OIIK

03-13

JIOKyMEHTBI 10 BOIIPOCaM
MEUITUHCKOTO OO0CTYKUBAHHS
yyamuxcs (CrpaBKU, OTYETHI,
aKThl YTIyOJIeHHOTO
MEIUIIMTHCKOTO OCMOTPa)

03-14

03-15

03-16

ObweobpazosamenvHas no

ocomosgka - 04

04-01

[TonoxeHus 1 HHCTPYKITHH
M0 METOJIMYECKOM paboTe;
TUIaHBI PA0OTHI IPOTOKOJIBI
3aC€JaHUi U OTYETHI
METOAMYECKIX KOMHCCHIA
1o 001e00pa3oBaTeILHBIM
JMCIUTUIMHAM

JAMH

ITmane! 5 .
572"a", oTueTHl
51. 575"a"

04-02

VueOHEbIe IUIaHbI,
TIPOTPaMMBI 110
00111e00pa3oBaTebHBIM
JMCIUTUIMHAM

572"a|'

04-03

KoHTposnbHbIE paboThl
(romoBsie) o
0011e00pazoBaTebHBIM
IACIHUIUIMHAM, UX aHAJIN3 U
rpad UKy MpoBEACHUS

558"3"

04-04

[TucemenHnbIe
9K3aMEHAIIMOHHBIE Pa0OTHI
no o0mieo0pa3oBaTeIbHBIM
JMCHIUIUINHAM, UX aHAIIU3 U
rpaduKy MPOBEICHUS

1r.

587

04-05

DK3aMCHAIIMOHHBIC OWJICTHI,
pacnucaHus 1

1r.

566




KOHCYJIbTAllUH

04-06

CBOJIHBIC BEIOMOCTHU
YCIIEBACMOCTH U IMOBEICHUS
yYaInuXxcs, IPOTOKOJIBI
9K3aMEHOB, JJOKYMEHTBI 00
OCBOOOXKICHUH yUYaIlIuXCS
OT DK3aMEHOB

597

04-07

JIOKyMEHTBI 1O
MIPOBEJICHUIO OJTUMITHA]T 10
y4€OHBIM JUCITUTUTHHAM
(3amaHusi, MHCTPYKIIMH 1O
MIPOBEICHHIO, CITUCKH
YYaCTHUKOB, TIPOTOKOJIBI
3acelaHnii KOMUCCHH)

5n. OIIK

04-08

XKypnans! aHanu3a paboThI
npernojaBaresiei
0011e00pa3oBaTeIbHBIX
JVCIUTUINH

511.

577

04-09

[Tnans! pabOTHI KPYKKOB IO
o011eo0pa3oBaTeIbHBIM
JUCHUIIIIMHAM, OTYCTHI 00
UX BBITOJIHEHUH

573

04-10

JIOKyMEHTBI O IEpEeI0BOM
[e/IarOrMYECKOM OIIbITE
paboThI TIpernoiaBaTenen
0011e00pa3oBaTeIbHBIX
JVICIIMTUTAH ¥ TIEPETTCKa 110
3TOMY BONpPOCY

10 T.
OIIK

579

04-11

KypHans! yuera
TEOPETUYECKOr0 00yUYeHHUs

5 1.

605

04-12

04-13

04-14

Ilpouzsoocmeennoe obyuenue - 05

05-01

[1maHbl IPOU3BOACTBEHHOM
JESATEIbHOCTH YUWIHIIA HA
roJl ¥ OTYETHI 00 NX
BBLITTOJTHEHU U

3r.

573

05-02

[ImaH mpoU3BOACTBEHHOMN
JEATEIbHOCTH YUMIIMILA HA
KBapTaJI U OTYETHI 00 UX
BBIIIOJIHEHUH

573

05-03

[I;manbl IPOM3BOICTBEHHOTO
0o0y4yeHMs IpyIIl Ha MeCAL U
OTYETH! 00 UX BHIIOJHEHUU

573

05-04

Y4eOHble MporpaMMBbl 10
MIPOU3BOICTBEHHOM
NPaKTUKE, CIIUCKU
NPaKTUKAaHTOB IO
00BEKTaM, KOTIUU TPUKA30B
0a30BbIX MPEANPHUITHI TI0
NpaKTUKE, OTYETHl MacTEPOB
TIPOM3BOJICTBEHHOTO
0o0yueHUs O MPAKTUKE

609-610

05-05

[Tepeunn yueOHO-
HPOHU3BOJICTBEHHBIX pabOT
1o mpodeccusm

3r.

267




05-06

[lepeyHr KOHTPOJIBHBIX U
IPOBEPOUYHBIX paboOT 10
npodeccusam, rpaduxu u
IPOTOKOJIBI TPOBEACHUS
POBEPOYHBIX padoT, UX
aHau3, BBIBOJIBI U
TPETOKEHHUSI

10 .

578

05-07

Kuura yuera unctpykTaxa
1o 0€30MacHOCTH TpyJa

10 1.

436

05-08

Kypnaibr ananuza paboTsI
MacTepOB
TIPOM3BOJICTBEHHOTO
00yucHUs

5.

577

05-09

JIOKyMEHTBI O epe10BOM
neaarortdyeCKoOM OIIbITE
paboThl MacTepoB
MMPOU3BOACTBCHHOTO
00y4eHHS U TIEPETHCKa T10
3TOMY BONPOCY

10 1.
SIIK

579

05-10

TexHudeckue macrnopra Ha
obopynoBaHue, MIaHbI-
rpaduKu ero peMOHTA, aKThI
Ha CIIMCaHUEC MPUIICIIICTO
B HETOJHOCTh
00opyoBaHus

JA3H

1670 "6"

05-11

3asBKH Ha 000pYAOBaHHE,
UHCTPYMEHT, MaTepuabl,
y4eT ¥ OTYETHOCTb 10 UX

pacxony

988 HaH

05-12

Kypnais! yuera
IIPOU3BOACTBEHHOI O
OO0yueHus

5.

605

05-13

05-14

05-15

byxeanmepus -

06

06-01

[Tpuxa3zel 1 pacnopsiKeHUs
MunucrepcTBa
obpazoBanus PO u
Komurera. MHCTpyKTHBHBIE
yKa3aHus 1Mo (UHAHCOBBIM
BOIIPOCAM OPraHOB
npodTexobpa3oBaHus,
(MHAHCOBBIX OPTaHOB
['ocb6anka u Ctpoiibanka
P® (komun)

IMH

19 "6" 21
"6"

06-02

[Ipuka3sel nupekropa
yumiuiia. Konuun

JIMH

06-03

YTBEepkKIACHHOE IITATHOE
pacnucaHue
npoTeXydHInIIa,
JIOKYMEHTBI 00 €ro
U3MEHEHUU

52"a||

06-04

JluneBbie cueTta pabOTHUKOB
YUUJTUIIA

75m.
OIIK

311 HaH

XpaHuTcs 10
MECTY
YTBEPKICHMUS, B
Komurere




06-05

CmeTsl pacxoJ0B Ha
COJIepKaHUE YUUIIUILA,
IJIaHbl JOXOJOB M PacXxo/i0B
10 ITPOU3BOJICTBEHHOM
JeATEIbHOCTH, CMETBI
CIIELIMAJIBHBIX
ACCUTHOBaHUM Ha
CoJiepKaHue anmnapara
YIPABJICHUS U U3MEHEHUS K
HUM

5.

229 G‘a”

06-06

OTUeThl YYHITUINA TI0
(UHAHCHPOBAHUIO -TOJIOBBIC

Ilocrt.

303"6"

[Tepenaercs B
KOMUTET

06-07

OTyeTsl yuuIuiia mno
(bHHAHCUPOBAHUIO
-KBapTaJIbHBIE

3O3HBH

06-08

I'maBHas kHUTa

5.

316

[Ipu ycnouu
3aBEPIICHUS
peBU3UU

06-09

BcmomorarenbHble KHUTH U
KapTOTEKH CUCTEMHOTO U
BHECHCTEMHOT'O yueTa
(byxrantepckue mIpOBOJIKH)

5.

317

[Ipu ycnoBun
3aBEPIUCHUS
peBHU3UN

06-10

JIoKyMeHTBI 1O
TapuuKaIun
MpenoaaBaTesiei

25m.

06-11

Knuru u xxypHaisl
PETUCTPALIUU CUETOB,
KaCCOBBIX Op/IEPOB,
HAKJIQJIHBIX, TIaTEKHBIX
BEJIOMOCTEH,
JIOBEPEHHOCTEM,
NOpYy4YEHUH, MaTepUalIbHbIX
CYETOB

5.

319

06-12

KaccoBbie kaUTHM

5.

317

[Ipu ycnosun
3aBEpPLUCHUS
peBHU3UN

06-13

OGopoTHbIE U
HaKOIHUTEIbHBIE BEOMOCTH
110 CHHTCTUYCCKHUM U
AHAJIUTHYECKUM
0aJIaHCOBEIM CUETaM

5.

[Ipu ycnosun
3aBEpUICHMUS
peBHU3UHN

06-14

OmnpaBnarenbHbIE
pacxomHbIe JOKYMEHTHI
(kaccoBbIe, MEMOpPHUAIIBHBIC,
0aHKOBCKHE, I10
HAYMCJICHHIO 3aPILIaTh)

5.

317

[Ipu ycnosuu
3aBEPILICHHUS
peBU3Hn

06-15

Pemenus cynos,
HCIOJIHUTEIIBHEIC JIUCTHI,
BEJIOMOCTH H TIepPENUcKa 1Mo
yAEpKaAHUAM U3 3apab0THOM
IJIAThI

5.

22




06-16

Marepuainsl 1o
rOCyJapCTBEHHOMY
COLMAJIbHOMY CTPaXOBAHUIO
U JIOKyMEHTHI 00 Oruiate 3a
CUET CPE/CTB COLUAILHOTO
cTpaxoBaHus GoHIy
3aHATOCTH, IEHCUOHHOMY

donay

5.

322

06-17

ABaHCOBBIE OTYETHI

451.

309

[Ipu ycnouu
3aBEPILICHUS
peBU3UU

06-18

Hapsnpl, akTbl Ha
BBITIOJTHECHHBIC pa6OTBI,
Tabenu pabodero BpeMeH!
U Ipyrue TOKyMEHTEI 110
3apabOTHOM IJIaTe

5.

310

[Ipu ycnouu
3aBEPIICHUS
peBu3UU

06-19

HNuBenTapHble onucu
MUMYIIECTBA, CIINYUTEIbHBIC
BEJIOMOCTH, ITPOTOKOJIBI
3aceqaHui
VMHBEHTapU3allMOHHBIX
KOMHUCCHMH

323

06-20

AKTBI U IIEPENUCH O
IIPOBEICHUU
WHBEHTApU3AlUH, yUeTa U
IIEPEOLICHKU UMYILECTBA U
TOBAapHO-MaTEePUAIIbHBIX
LIEHHOCTEN

3r.

323

06-21

AKTBI JOKYMEHTAIbHBIX
peBu3nii GUHAHCOBO-
XO3SIUCTBEHHOM
JIEATEIIbHOCTH YUMUIIAILA U
JIOKYMEHTBI K HUM

5.

334

[Ipu ycnosun
3aBEPLUCHUS
peBHU3UN

06-22

JloroBopsI ¢ MaTEpUAIBHO-
OTBETCTBEHHBIMU JIMLIAMHU

5.

337

Tlocne wucreueHus
CpOKa J10roBopa

06-23

06-24

06-25

HToropas 3anuck o KaTeropusix 1 KoOJau4ecrBe aell,
3aBC¢ACHHbBIX B

roay

B npodeccuoHaJIbHOM yunjuie (uuee) N




ITo cpokam xpaHeHus Bcero B ToMm uncie
nepexoasanmx | C ormerkoit DIIK
1 2 3 4

[TocTossHHOTO

Bpemennoro (cBbie 10 ser)
Bpemennoro (710 10 JieT BKIFOYUTEIBHO)
HNTOI'O

Cexkpetapb 1pohecCHOHAIBLHOTO
yunnuiia (Janes) N

COT'JIACOBAHO
IIpoTOKOI SKIIEPTHON KOMUCCUU
OT n " N

Ipunoxenne 7.11
3akoH 00 ApxuBHoM (onae HoBocudupckoii 061acTu U apxuBax
Paspnen 1. O0mue nosnoxenus
Crartbs 1. OcHOBHbIE NOHATHUSA

[Ton ApxuBHbiM (hoHmoM HoBocuOupckoil 061acTH MOHMUMAETCs COBOKYIHOCTb JOKYMEHTOB,
OTpaXKAIOIIUX MATEPUAIBHYI0 M JYXOBHYIO JKHU3Hb €€ HACEJICHHs, HMEIOIIHUX HCTOPUYECKOE,
Hay4yHOE, COLMAJIbHOE, 3KOHOMHYECKOE, MOJUTHYECKOE U KYJIbTYPHOE 3HAYEHHE U SIBIISIFOIIMXCS
HEOTHhEMJIEMOI 4aCThl0 MCTOPUKO-KYJIbTYpHOro Hacienuss HoBocubupckoit 001acTé U cOCTaBHOM
yacTbio ApxuBHoro ¢ounna PO.

HO}I apXI/IBHI)IM )IOKYMCHTOM IIOHUMACTCA I[OKYMGHT, COXpaHﬂeMLIﬁ HINn nonnemamnﬁ
COXPAaHEHUI0O B CHIIy €ro 3HAa4YMMOCTH JUIS OOINeCTBa, a PAaBHO HMEIOIIUN UEHHOCTh IS
COOCTBEHHMKA.

HO}I APXUBHBIM (i)OHI[OM IMOHMUMACTCA COBOKYITHOCTH apPXWBHBIX JOKYMCHTOB, HCTOPUYCCKU WA
JIOTUYCCKU CBA3AHHBIX MCIKIY COOOI.

Ilog apxuBOM INOHMMAETCS COBOKYIIHOCTb apXMBHBIX JIOKYMEHTOB, a TaKXKe apXUBHOE
YUPEKICHUE WM CTPYKTYpHOE MOJPA3JECICHUE YUPEXKACHUS, OPraHW3aluu WU IMPEAIpUITHS,
OCYLIECTBIAIOLIEE IPUEM U XPAHCHUE APXUBHBIX JIOKYMEHTOB B HHTEpECAX MOJIb30BATEIICH.

HOI[ APXUBHBIM ACJIOM IMOHHUMACTCA NCATCIBHOCTD IO OPraHu3al XpaHCHUA, KOMIIJICKTOBAHNA,
yuc€Ta U UCII0Jb30BaHUA apXUBHBIX TOKYMCHTOB.

[Ton TaltHBIM apXUBOM MOHUMAETCS APXHB, O KOTOPOM HE 3asiBJICHO ITyOIHYHO.

Cratb 2. Ob6sacTh npuMeHeHns 3akoHa 00 ApxusHoM ¢onae HoBocudupckoii o61actu u
apxmBax

Hacrosmuii 3akoH perynupyer NOpaBOOTHOIICHUS B cdepe GOpMUPOBAHUS, OpraHU3AIUU
XpaHEHUs, y4yera, MWCIOJIb30BAHUA AapXUBHBIX (OHJOB, YIpABICHUS apXUBaMH B IIEJAX
obOecrieueHnss COXPAaHHOCTH apXMBHBIX JOKYMEHTOB W HUX BCECTOPOHHETO HCIOJIb30BAaHUS B
WHTEpecax rpaxaH, o01ecTa u rocyaapcTsa Ha Tepputopun HoBocubupckoit obmacTu.



Cratba 3. 3akoHoaarebcTBO 00 ApxuBHOM Gonne HoBocudupckoii o6s1acTu U apxuBax

3akoHoAaTensCTBO 00 ApxuBHOM (QoHae HoBocnuOupckoit obnactu u apxuBax cocTouT u3 OCHOB
3akoHo1aTebcTBa PO 06 ApxuBHoM (honne PD u apxusax, [Tonoxenus 06 ApxuBHoM ¢onzue PO,
HACTOSIIIETO 3aKOHAa M W3/1aBa€MbIX B COOTBETCTBHU C HUMH IPABOBBIX U HOPMATHUBHBIX aKTOB
MPEJICTAaBUTENbHBIX U UCTIOJHUTENBHBIX OpraHoB BracTu HoBocuOupckoii 061acT.

IIpaBoBBIE U HOpPMAaTUBHBIE aKTbI, M3AaBaeMble Ha Tepputopun HoBocuOupckoil obnactu 1o
BOMpOCaM, CBS3aHHBIM C ApXuBHBIM (oHIO0M HoOBOoCcHOMpCKOW 007acTH M apXWBaMH, JTOJIKHBI
COOTBETCTBOBATh 3aKOHO/ATENLCTBY 00 ApxuBHOM (hoHzne HoBocubupckoii o0nacTi U apxuBax; B
cllyyae pacxXOKIACHHUSI MEXIy 3aKOHOoAarenbcTBOM HoBocmOupckoi oOmacti 06 ApxuBHOM (oHIE
U apXMBax U YKa3aHHBIMM aKTaMH JICHCTBYIOT HOPMBI 3aKOHOJATEIbCTBA.

Crartba 4. [loanomouus Poccuiickoii ®enepanun u HoBocnoupckoii 06s1acTu mo Bonpocam
apXUBHOIO J1eJIa

K wucxmountensnomy Benenuto Poccuiickoit ®denepanuu Ha Tepputopun HoBocubupckoit
00J1acTH OTHOCSTCSI:

a) YCTAaHOBJICHME €IWHBIX MPHUHIMIIOB OpraHW3alMd  apXWBHOTO JeJIa, XpaHCHHS,
KOMIUICKTOBAHHUS, y4eTa M HUCIOJb30BaHUS JIOKYMEHTOB ApPXMBHOTO (OHJA M KOHTPOJIb 32 HX
COOMIOIEHNEM;

0) pelieHHe BOIMPOCOB O BBIBO3E JOKYMEHTOB ApxuBHOro ¢onna 3a mpenensl Poccuiickoit
denepanuu.

K coBmectHomy Benenuto Poccuiickoit @enepanuu u HoBocubupckoit obnactu B Bompocax
apXUBHOTO JIela OTHOCSTCS:

a) XpaHEHHE, KOMIUICEKTOBAaHHWE, YYET M HCIOJIb30BAHUE APXUBHBIX (OHIOB M apXUBHBIX
JIOKyMEHTOB, HAXOIAIIMXCA Ha Teppuropun HoBocHOUpCKOW 00MacTM W SBJISIONIUXCS
(benepabHON COOCTBEHHOCTBIO;

0) pelleHHe BOIPOCOB O MepeAaye IpaBa COOCTBEHHOCTH Ha apXUBHbIE (DOHIBI M apXHUBHBIE
JIOKYMEHTBI, Haxoduecs: Ha Tepputopur HoBocnbupcekoit o6sact U siBistonuecs ¢enepaibHon
COOCTBEHHOCTBIO.

K HUCKIIOYUTCIIBHOMY BCIACHUIO HOBOCI/I6I/IpCKOI71 001aCTH OTHOCATCS:

a) XpaHEHHE, KOMIUIEKTOBaHHE, yYeT U HCIOJb30BaHHE apXMUBHBIX (POHIOB U aPXUBHBIX
JIOKYMEHTOB, SIBJISIFOIIIMXCS TOCYJapPCTBEHHOHN COOCTBEHHOCTHI0O HoBOCHOUpPCKOI 00MacTH;

0) pelieHHe BOIMPOCOB O Iepenade MpaBa COOCTBEHHOCTH HA apXWBHBIC (POHIBI M ApXUBHBIC
JIOKYMEHTBI, SIBIISTFOIIAECS TOCYIapCTBEHHOW COOCTBEeHHOCTHI0 HOBOCHOMpPCKOI 00acTH.

K COBMCCTHOMY BCIACHHIO HOBOCH6HpCKOfI 00/1aCTH ¥ MECTHOTI'O CaMOYIIPABJICHHA OTHOCATCA:

a) XpaHEHHE, KOMIUIEKTOBaHHE, y4eT U HCIOIb30BaHHE apXMUBHBIX (POHIOB U aPXUBHBIX
JIOKYMEHTOB, HaXOSIIMXCS HAa TEPPUTOPUH TOpoJoB M paiioHOB HoBocuOupckoi obnactu u
SBIIAIOIINXCSI TOCYAAPCTBEHHOM coOcTBeHHOCThI0 HoBOCHOMpCKO# 00macTu;

0) perieHue BOIPOCOB O Mepenade MpaBa COOCTBEHHOCTH Ha apXHBHBbIE (OHIBI U apXUBHBIC
JIOKYMEHTBI, HaXOJSIIHeCs Ha TEPPUTOPUU TopoAoB M pailoHoB HoBocuOupckoit obiactu u
SBIIAIOIINECS TOCYJapCTBEHHOM cOOCTBEHHOCTHI0O HoBOCHOMpPCKOI 00MacTH;



B) XpaHEHHE, KOMIUIEKTOBAaHHME, Y4eT M HCIOJb30BAHWE AapXMBHBIX (OHAOB M apPXUBHBIX
JIOKYMEHTOB, SIBJISTFOIIIUXCS MYHUIIMITAJBHOH COOCTBEHHOCTBIO, TIEPEIaHHBIX Ha XpaHCHHE B
INocynapctBennsiit apxuB HoBocubupckoit oonactu;

I) pelIeHre BOIMPOCOB O Tepenave MpaBa COOCTBEHHOCTH Ha apXUBHBbIC (DOHIBI M apXHBHBIC
JOKYMEHTBI, SIBISIONIMECS] MYHHIIMIAIBHON COOCTBEHHOCTBIO, IIEpElaHHbIE Ha XpaHEHHE B
I'ocynapcrennsiii apxuB HoBocubupckoii odnacrtu.

Bce npyrue Bompockl apxuBHOro nena HoBocuOupckas o0nacTh penraeT caMOCTOATENBHO Ha
OCHOBE CIUHBIX TIPUHIIMIIOB OpTaHU3aIllMM AapXWBHOTO Jiela B COOTBETCTBHH C YCTaBOM
HoBocubupckoit o61act 1 HACTOAIUM 3aKOHOM.

MecTHOE caMOyIpaBi€HHME pEIIAET BCE BOMPOCHI APXMBHOIO Ji€Ja IO COIJIACOBAHUIO C
KomuteToM rocynapcTBeHHON apXUBHOM ¢y 0bl anMuHUCcTpau HoBocuOupckoit obnactu.

Pasznea I1. ApxuBnblii pong HoBocubupckoii odiactu
Crarba 5. CoctaB ApxuBHoro ¢ponaa HoBocudbupckoi odactu

B coctraB ApxuBHoro ¢gonaa HoBocuOupckoii o01acTu BXOAAT HaXOSAIINECS HA €€ TePPUTOPHU
apxuBHBIC (DOHIBI M APXUBHBIC JOKYMEHTHI HE3aBHCHMO OT HMCTOYHHMKA WX OOpa3oBaHUS, BHJA
HOCHTEJSI, MecTa XpaHeHHs U POpMBbI COOCTBEHHOCTH.

OTtHeceHne JOKYMEHTOB K cocTaBy ApxuBHoro (onmga HoBocuOupckoil 061acTi MpoOU3BOAUTCS
Ha OCHOBAHHMM OKMIEPTU3bl HX IIEHHOCTH KOMHUTETOM TOCYJapCTBEHHOW AapXWBHOW CITyX OBl
Anvuanctpanun  HoBocuOMpcko o0macT B MOpsAKE, YCTaHOBIGHHOM [ ocymapcTBEHHOM
apxXuBHOM ciyx00i Poccun.

OTHeceHHe apXHWBHBIX JOKYMEHTOB K O0CO0O TIICHHBIM W YHHKAQJIBHBIM OCYIIECTBIISCTCS
aApXUBHBIMHM OpPTaHaMU M YUPEKICHUSIMH CUCTEMbl KOMUTETA FOCYIapCTBEHHONW apXUBHOM CITY:KOBI
Anvunuctpanuu  HoBocmOuMpcKkoil o0macTd B TOpsIKe, YCTaHOBIEHHOM [ocymapcTBEeHHOU
apXUBHOM ciy>k00i#1 Poccum.

ApxuBHBIN HoH HOBOCHOMpPCKOWM 00J1aCTH COCTOUT M3 TOCYAapCTBEHHOM M HETOCYAapCTBEHHOM
qyacTei.

Cratbs 6. 'ocynapcrBennast yactb ApxuBHoro ¢gonna Hosocudupckoii o61actn

locymapctBennyto 4acth ApxuBHOTO (oHma HoBocuOupckoit 00macTd  COCTABISIOT
HAXOMSIIMECS Ha €€ TEPPUTOPUH AapXHWBHbIC (OHIBI W ApXUBHBIE JOKYMEHTHI, SIBIISIOIIMECS
denepanbHON COOCTBEHHOCTHIO, TOCYJIAapPCTBEHHON coOCTBeHHOCThIO HoBocHOMpCKOW 0o0iacTu u
MYHUIUITATBHONH COOCTBEHHOCTBIO.

K rocynapctBenHoi codbctBenHocT HoBoCHOMpPCKOi 006J1aCTH OTHOCATCS:

a) apxuBHbIe (DOHJIBI U apXUBHBIE JOKYMEHTBHI IOCYIapCTBEHHBIX YUpEXKJIEHHH, opraHu3anui,
JPYTUX TOCY/IapCTBEHHBIX WHCTUTYTOB, @ TAK)KE PEIIMTHO3HBIX KOHPECCHU 10 MOMEHTa OTIEJICHUS
LEPKBH OT TOCYAapCTBa, JAEHCTBOBAaBIIMX Ha Tepputopuu HoBocuOupckoit obimacTu Ha BceM
IPOTSKEHUH €€ UCTOPUH U NPUHATHIX paHee B ['ocynapcTBeHHbll apxuB HoBocubupckoii odnacty;

0) apxuBHble (OHABI W aAPXHUBHBIE JIOKYMEHTBHI OPraHOB TOCYJApCTBEHHOM BIIACTH
HoBocuOupckoit 00acTu, mpoKypaTypbl, YIpEKICHUN, OPTaHU3aIMi U TIPEINPUITHIA, OTHECEHHBIX
K rocyJapcTBeHHOM cobctBeHHOCTH HOBOCHOUpPCKO# 001MacTH;

B) apXuBHbIE (OHIBI W APXUBHBIE JOKYMEHTHl NPEINPUATHN, OpraHM3alUil U O0O0bEeIUHEHHM
CMeIIaHHBIX (OpM COOCTBEHHOCTH, B YCTaBHOM KamuTale KOTOPBIX HMEeTCs  JOJs
roCyapCTBEHHON COOCTBEHHOCTH;



r) apxuBHble (OHIBI W apXWBHbIE JOKYMEHThl OpPraHOB, YUPEKICHUH, OpraHu3auuil |
npeanpustaii 6pBIIMX KIICC u BJIKCM, npussaThie Ha XpaHeHue B ['OCyJapCTBEHHBIH apXuB
HoBocubupckoii oomactu;

1) apxuBHbIE (OHIBI M apXWBHBIC JOKYMEHTHI JPYTrUX OOIIECTBEHHBIX OpraHu3aIuil |
o0beuHEeHNH, 00pa30BaBIIMECS MPU OCYIIECTBICHUU UX JESATEIHLHOCTH O MOMEHTA PETUCTpaIluu
B COOTBETCTBHH C 3aKOHOAATENILCTBOM Poccuiickoit deneparyu 06 00IIEeCTBEHHBIX 00bETMHEHHSIX,
NPUHATBIE B YUPEXKACHUS CHUCTEMbl KOMHUTETa TOCYAApPCTBEHHOM apXMBHOM  CIY>KOBI
Anvunanctpanuu HoBocnbupckoit o61acTu;

€) apXuBHbIE (DOHIBI M APXUBHBIE TOKYMEHTHI IOPUIUYECKUX U (PU3NUYECKHUX JIHII, TOCTYNUBIINE
Ha 3aKOHHOM OCHOBaHHMHU B COOCTBEHHOCTH TOCY/IapCTBa, B TOM UHUCIIE U3-3a pyOexka;

)K) KOIMMKW AapXUBHBIX IJOKYMCHTOB Ha IIpaBax IMOJJIMHHHUKOB, a TaAKXC KOIIMU AapPXUBHBIX
JOKYMEHTOB, IIOCTYIHMBIINE HA 3aKOHHBIX OCHOBAaHUX B COOCTBeHHOCTh HOBOCHOMpPCKOi obmactn
u3 penepanbHbIX opranoB PD, ee cyObEeKTOB, a Takxke U3-3a pydexa;

3) AOKYMEHTHI 10 IUYHOMY COCTaBY, IEpeJaHHbIE HA TOCYAapCTBEHHOE XpaHEHHUE.

K MyHunumnaabHOW COOCTBEHHOCTH OTHOCSTCS apXHMBHbIE (DOHABI M apXHUBHBIE JOKYMEHTHI,
oOpa3oBaBuIMecs M oOpasyroluecs B JAEATEIIBHOCTH OpPraHOB MECTHOI'O CaMOYIpaBJICHUS,
YUPEXKJIEHUHN, OpraHu3aluil U TNpeANnpUsTHI, OTHECEHHBIX K MYHMIMIIAJBHOW COOCTBEHHOCTH,
apxuBHbIE (POHJBI U apXMBHbIE JOKYMEHTHl IOPUIMUECKUX M (U3NYECKUX JIMILI, [TOCTYNUBIINE Ha
3aKOHHOM OCHOBAaHHMHU B MYHHIIMIIAJIBHYIO COOCTBEHHOCTh, B TOM 4YHCIE HM3-3a pyOeka, a Takxke
JIOKYMEHTHI 110 JINYHOMY COCTaBy, IIEPEaHHbIE HAa TOCYIaPCTBEHHOE XPaHEHHE.

Crarba 7. HerocynapcrBennasi yactb ApxuBHoro ¢gouaa HoBocudoupckoi odaactu

Herocynapctsennyto yacte ApxuBHoro (ouaa HoBocubupckoit 061acTi COCTaBISIOT apXUBHBIE
(OHIBI 1 apXUBHBIE JOKYMEHTHI, HAXOISIINECS B COOCTBEHHOCTH:

a) OOIIECTBEHHBIX OOBEIMHEHUN U OpraHu3alii C MOMEHTA UX PETUCTpAIlMU B COOTBETCTBUU C
3aKO0HOJIaTeILCTBOM Poccuiickoit denepaniun 00 OOIMIECTBEHHBIX OOBEIUHEHUSAX, B TOM YHCIIC
po(heCCHOHANLHBIX COI030B, OJAarOTBOPUTENBHBIX W HMHBIX (DOHIIOB, TMOJUTHYCCKUX TApTUH H
JIBIKEHUI,

0) peNMUruO3HBIX O0BEAMHEHUI U OpraHU3alINi;

B) OOBeAMHEHUH (KOpIIOpamuii, accoruainuid, aKIHOHEPHBIX OOIIECTB), YUPEKICHUH,
OpraHu3allMii M TNPEINPUATUN MPOMBIIUIEHHOCTH, CEIbCKOIO XO3sMCTBA, APYTHX OTpacien
HSKOHOMUKH, HAYKH, KYIbTYPbl, COLUATBHON CQEpbI, CPEACTB MACCOBON MH(POpPMAIUH, B YCTABHOM
KaIuTajie KOTOPBIX OTCYTCTBYET JOJISl TOCYIaPCTBEHHON MIIM MYHHIIMIIAIBHON COOCTBEHHOCTH;

r) ¢u3ndeckux JUl (TOKYMEHTHI JIMYHOTO MPOMCXOXACHUS, (paMUIbHBIE apXUBBI, KOJUIECKIIUH
JIOKYMEHTOB U JpYyTHUE).

OTHeceHre JOKYMEHTOB K HETrOCyJapCTBEHHOM dYacTu ApxuBHOTO ¢oHma HoBocubupckoii
00JIaCTH OCYILECTBIIACTCS OpraHaMU M YUYPEKJIEHUSIMH CHUCTEMbl KOMHTETa TOCYIapCTBEHHOU
apxuBHOM ciyxObl AnmuHucTpaiun HoBocuOupckoil o0jacT COBMECTHO € COOCTBEHHMKaMHU
JIOKYMEHTOB Ha OCHOBAHHMH COTJIAIICHUS (JIOTOBOPA) MOCIE SKCIEPTU3bI UX [IEHHOCTH.

KoMuter B MeCSAYHBIH CpOK TIOCIE TPUHATHS PEIICHUS THCBMEHHO HWH(POPMUPYET
COOCTBEHHMKOB 00 OTHECCHMHM HX JIOKYMEHTOB K cocTaBy ApxuBHOro ¢onma HoBocuOupckoit
o0OmacTu.



B3auMooTHOIIEHHsT COOCTBEHHHUKA JOKYMEHTOB C OpraHaMh ¢ YUYPEKJICHUSIMH CHUCTEMBbI
KOMHTETAa TOCYJAapCTBEHHON apXWBHOW cIyKObl Ajamunuctparuu HoBocuOupckoir obmactu
CTPOSATCS HA JOTOBOPHOU OCHOBE.

B caydae 3akiaro4eHHs JOroBOpa O COBMECTHOM JIEATENBHOCTH  HETOCYHAPCTBEHHBIE
00BbEeIMHEHNS, TIPENNPUATHS, YUPEXKIEHUs, OpraHu3aluK BKIOYaoTcs B CHIHCOK HCTOYHHUKOB
KOMILJIEKTOBAHUS apXUBHBIX yupexkaeHnit HoBocubupckoi o0macT.

Pasnea II1. Apxusbl B HoBocuOupckoii odJ1actu
Cratbsa 8. Co3nanne apxuBoB
[IpaBo Ha co3/aHNe apXUBOB UMEIOT IOPUAMYECKIE U (PU3NIECKUE JIUTIA.
He nonyckaercs coznaHue TallHbIX apXUBOB:
a) U3 IOKyMEHTOB TOCYJapCTBEHHOH YacTu ApxuBHoro Gonaa HoBocubupckoii ooacty;

0) comepkammx JOKYMEHTBI, OTHECEHHBIC B YCTAHOBJICHHOM TOPSJAKE K KaTEropud 0c0o00
LICHHBIX U YHUKAJIbHBIX;

B) COJEpIKAIIUX JOKYMEHTBI, 3aTParuBarolie MpaBa U 3aKOHHbIE HHTEPECH TPaK/IaH.
Crarba 9. [lepenaya npaBa cOOCTBEHHOCTH HA APXUBBI

A. Tlepenaua mpaBa COOCTBEHHOCTH JpPYTMM JIMLAM Ha apXuBHble (OHIbl U apXHUBHbIE
JOKYMEHTBI, Haxojsmuecs Ha Teppuropuu HoBocuOupckoil obnactu, sBistomuecs GeaeparbHOn
COOCTBEHHOCTBIO, OCYIIECTBIISIETCS IO OCTAHOBJIEHUIO obsacTHOro CoBera HapOJHBIX JEMyTaTOB
TI0 COTJIACOBAHUIO ¢ ['ocymapcTBEeHHOM apXUBHOM ciyx00ii Poccun.

b. Ilepenaua mpaBa COOCTBEHHOCTHM JpPYTrUM JIMIIAaM Ha apXWBHbIE (OHABI U apXHUBHBIC
JIOKYMEHTBI, SBISIOLIMECS TOCYIapCTBEHHON cobcTtBeHHOCThi0 HoBocuOupckoit  obGumactw,
OCYIIIECTBIISICTCS 110 TOCTaHOBJIEHHIO 00macTHOro CoBera JIeIyTaToB.

B. Ilepemaua mpaBa COOCTBEHHOCTH MApPYrHMM JIMIIaM Ha apXuUBHBIE (OHIBI W apXUBHBIC
JOKYMEHTBI, SIBJISIOLIMECS MYHMLUNAIBHOW COOCTBEHHOCTbIO M II€pElaHHblE HA XpaHEHUE B
l'ocynapctBennblii apxuB HoBocuOWpcKod 007acTH, OCYIIECTBISIETCS OPraHOM  YIpPaBJICHHUS
apXMBHBIM  JIeJIOM  (KOMHUTET TOCYJapCTBEHHOM  apXWMBHOW  CIyObl ~ AJIMUHHMCTpALUU
HoBocubupckoii 001acT) N0 COTJIaCOBAHUIO C OPraHOM MECTHOT'O CaMOYIIPABJICHHUS.

I'. Tlepenaua mpaBa COOCTBEHHOCTH JPYTrUM JIMIIaM Ha AapXWBHbIE (OHIBI W aApXUBHBIE
JIOKYMEHTBI, SBJISIIOIIMECS] MYHUIUIAIBHOW COOCTBEHHOCTBIO M XpaHAILIMecs B TOPOJCKHUX,
paliOHHBIX apXUBaX, OCYILECTBIIAETCS OPraHOM MECTHOIO CaMOYIPABIIEHUS IO COINIACOBAHUIO C
KOMHTETOM T'OCYAapCTBEHHOM apXuUBHOM ci1y:k0bl AnMuHucTpanunn HoBocuOupckoil obnactu.

J1. Tlepenaua mpaBa COOCTBEHHOCTH Ha JOKYMEHTBI OT COOCTBEHHHUKOB HETOCYAAapCTBEHHOM
gactu ApxuBHOTO (hoHma HoBocmOuMpcKo#l 0o0sacTH B TOCYNApCTBEHHYIO M MYHUITUTIAIBHYIO
COOCTBEHHOCTb OCYIIECTBIISIETCS B CIIy4asiX:

- 1oOpOBOJBHOM Tmepedauyd JOKYMEHTOB Ha XpaHEHHE B  apXUBHBIE YUPEKICHUS,
rocyJapCTBEHHbIE MYy3€U W OMOJMOTEKH Ha OCHOBAHHWM COTJAIICHHs (J0roBopa), C YyTOYHEHUEM
IpU HEOOXOIMMOCTH YCIIOBUIM XpaHEHHsI U UCIIOJIb30BAHUS JOKYMEHTOB;

- JMUKBUAAIMUA HETOCYAAPCTBEHHBIX OOBEIWHEHUH, YUPEKICHUM, OpraHu3aluid U MpearnpusITHi
WIM CMEpPTU BIaJeNblla TpPH OTCYTCTBUM IPAaBONPEEMHUKOB U 3aKOHHBIX HACJIEIHUKOB, C
nepegaveil JOKyMEHTOB Ha MOCTOSHHOE XPaHEeHUE B TOCY/IaPCTBEHHBIE apXHBBI.



ApxuBHble (OHIBI M apXHWBHBIE JOKYMEHTBI, OTHOCSIIMECS K TOCYyJapCTBEHHOH dYacTu
ApxusHoro ¢honaa HoBocubupckoii 061acTH, He MOTYT OBITh 00BEKTOM KYTLTU-TIPOAAKU WIIH UHBIX
CHECIIOK.

Cratsbs 10. 3ammTa npaB cOOCTBEHHOCTH HA apXUBbI

[IpaBo COOCTBEHHOCTH, HE3aBUCHUMO OT (OPMBI COOCTBEHHOCTH, OXpAaHSETCS 3aKOHOM.
3anperieHa He3aKOHHAs MpoAaXka, MPUOOPETeHNE U TapeHHe JOKYMEHTOB, OTHECEHHBIX K COCTaBY
ApxusHoro ¢ponga HoBocubupckoit o0macT.

ApXUBBI, apXUBHBIE (OHIBI U apXHUBHBIE JOKYMEHTHI, HaXOISIIMECS B HE3aKOHHOM BIIAJICHUH,
MEepealoTCsl 3aKOHHBIM COOCTBEHHHMKaM B COOTBETCTBHMM C 3aKOHOJaTelbcTBOM PO u
HoBocubupckoit o6nactu.

Pazpnen IV. N'ocynapcTBenHoe ynpaJieHue apxXuBHbIM J1esioM B HoBocuOupckoii odsactu

Cratea 11. I'ocynapcTBeHHoe ynpasJjieHue apxXuBHbIM Ae10M B HoBocuoupckoii o61acTu

I'ocynapcTBeHHOE ynpaBlieHHUE apXUBHBIM jaeioM B HoBocuOMpckoi 00acTu OCyLecTBISETCS
Anmunuctpanueit HoBocubupckoit obmactu yepe3 o0pa3zyeMblil €10 OpraH ynpaBleHUsI apXUBHBIM
JIEJIOM.

Cratbs 12. Cucrema apXMBHBIX OPraHoB M yupexaennii B HoBocuoupckoii odnacti

Benenne apxuBHoro gema B HoBocubupckoit obOimactu  Bo3jaraercs Ha  KOMHTET
rOCyIapCTBEHHOW  apXMBHOM  CIyxObl ~ AamuHuctpanuu  HoBocuOupckoid  obmacth

MNoABCAOMCTBCHHBIC €MY I'OCYJAPCTBCHHBIC apXUBLI.

B cucremy komureTa rocyJapcTBEHHON apXMBHOW ciayxObl AnmuHuctpanuu HoBocubupckoit
00J1aCTH BXOJIAT:

a) ['ocynapcTBenHnsbIii apxuB HoBocuOupckoi obmactu;
0) apxuB Mdpuu r. HoBocHOMpcKa ¢ CEeKTOPOM JOKYMEHTOB I10 INYHOMY COCTAaBY;

B) FOPOJICKUE, pallOHHbIE apXUBBI, OHU K€ SBJISIOTCS OPraHOM YIPABJICHUS apXUBHBIM JIEJIOM B
ropojie, palioHe ¢ XpaHWINIIAMH JOKyMEHTOB I10 JUYHOMY COCTaBY;

T) ApyrHe apXuBHBIE YUpEXKIeHH, o0pasyrommecs: Ha Teppuropuu HoBocubupckoit odiactu.
CeTtb rocymapcTBEHHBIX apXUBOB yTBepKaaeTcsa Aamunuctpanueir HoBocuOupcekoit obmacTu.

[Tonoxxenne o rocynapcTBeHHOM apxuBe HoBocumOupckoil o0nacTu yTBEp)KIaeTcsi KOMHUTETOM
roCcyAapCTBEHHOM apXUBHOM CITy»)O0bl A nMuHHCTpannu HoBocuOupckoit o0macTy.

[TonoxxeHue o pailoOHHOM, TOPOJICKOM apXHBE (OpraHe yIpaBlIEHUs apXUBHBIM JIEJIOM B paiioHe,
rOpo/Ji€) YTBEPKIAAETCS COOTBETCTBYIOIIMM HCIIOJIHUTEIBHBIM OPIraHOM MECTHOT'O CaMOYIPaBJICHUS.

Crartbs 13. ®uHaHCOBOE H MaTepPUAIbLHO-TEXHUYECKOE o0ecneyeHne ApXUBHBIX OPTaHOB H
YUYpPeKIeHU CUCTEeMbI KOMUTETA roCy1apCTBEHHON ApXMBHOM CJIY:KObI AIMHUHUCTPAIIUU
HoBocu6upckoii od1actu

DUHAHCHPOBAHNUE U MAaTEPUATIBLHO-TEXHUYECKOE 00ECTIEUEHNE apXUBHBIX OPTaHOB U YUPEKACHUN
CHCTEMBI KOMHTETa TOCYAapCTBEHHON apXuBHOM CiyxObl AgmuHHcTpanuu HoBocuOupckoi
00JIaCTH OCYIIECTBIISIETCS 3a CUeT cpeacTB Orokera HoBocnOupcekoil ob6mactu, 610 KETOB TOPOJIOB
U paifiOHOB, a TaKXKe 3a CUET BHEOIOPKETHBIX CPE/ICTB.



ApXUBHBIE OpraHbl W YUYPEXKACHUS, (UHAHCHUPYEMBbIE 3a CUYET CPEICTB OMOJKEeTa, MOTYT
0CBOOOXK/IaTbCS B YCTAHOBJICHHOM IOPSAKE OT HAJOrOB MPH YCIOBUU PACXOJOBAHUS 3THX CPEJICTB
Ha COLMaJIbHbIE U TBOPUYECKHE HYK/bl APXUBOB, YKPEIIJICHHE MATEPHAIbHO-TEXHUUECKOMN 0a3bl.

Opranbl  TOCYZapCTBEHHOH  BJIacTH M MECTHOTO  CaMOYIpaBJICHHS  OOECIeYHBAIOT
COOTBETCTBYIOLIME apXUBHBIC YUPEXKICHHUS 3JaHUSIMM U  TOMEIIEHUSIMH, OTBEYAIOLIUMHU
YCTaHOBJICHHBIM TPeOOBaHUSAM COXpaHHOCTH ApxuBHOro (oHna HoBocubupckoi odmacTu.

I/IMyIIIeCTBO, B TOM YHUCJIC HCABMXKUMOC, HAXOAAIICCCA UIIK IEPEAaBaCMOC apXHUBHBIM OpraHaM U
YUPEXKJIEHUSIM CHUCTEMBbl KOMHTETa TOCYJAapCTBEHHONW apXWBHOM CIyXObl AJIMHHHUCTpAIMU
HoBocubupckoii 0051acTy, 3aKperusieTcs 3a HUMU Ha MIpaBaxX ONEPaTUBHOTO YIPaBIEHUS 0e3 mpasa
U3BATUSL COOCTBEHHUKOM.

ApXUBHBIE OpPraHbl U YUPEKICHHUS CUCTEMbl KOMUTETa TOCYJapCTBEHHON apXUBHOW CIIYyXObI HE
HMMEIOT MpaBa OTYYXKJIEHUS 3aKPETUICHHOTO 32 HUMHU UMYIIIECTBA.

3eMenbHbIE YYacTKH, HCIOJb3YEMBIE YUPEKIACHUSIMH apXWUBHOM CIyXObI, NMEpeNaroTcsi B HX
0€3B03Me3/IHOE NOJIb30BAHUE.

Crarba 14. 'ocynapcTBeHHOe NMoNeYeHne HAl HerocyJAapCTBeHHBIMM apXUBaMM

[To mpocbGe COOCTBEHHHKOB JOKYMEHTOB HETOCYAAapCTBEHHOM dYacTh ApXuUBHOTO (oHaa
HoBocubupckoii 001acT OpraHbl M yUPEKIECHUS CHCTEMbl KOMUTETA TOCY/IapPCTBEHHOW apXUBHOM
cnyx0bl  AgmunHucTpanuu HoBocuOupckoi 005acTé OKas3bIBAalOT METOAMYECKYIO TOMOINb B
COXpaHEHUHU, KOMIUIEKTOBAHMM M MCIOJb30BaHUU WX apxuBoB. [lo 1TOrOBOpeHHOCTH ¢
COOCTBEHHMKaMHU JOKYMEHTOB HErocynapcTBeHHOW dYactu ApxuBHOro ¢onma HoBocubupckoit
0o0JaCTH OpraHbl M YUYPEXKACHHUS CHCTEMbl KOMHUTETa TOCYJApPCTBEHHON AapXUBHOM CITYKObI
Anmunuctpanuu  HoBocuOupckoit — o0macth  MOTyT — OKasbIBaTh  JpYyroe  COJeWCTBHE
HETOCYJITAPCTBEHHBIM apXUBaM, OCYIIECTBIISITh MX (PUHAHCOBYIO MOJICPIKKY.

Cratbs 15. KonTpoJsb 3a cod/ioaenneM 3akona 00 ApxuBaom ¢onae HoBocudupckoii
00J1aCTH U apXUBax

Kontponb 3a cobmonennem 3akoHa 00 ApxuBHoMm ¢onHae HoBocuOupckoi o0mactu U apxuBax
OCYILIECTBISICTCS ~ OpraHaMH  MPEJICTABUTENILHOM M WCHOJIHUTENBHOM  BIIACTH, MECTHOTO
CaMOYTIPABIICHUSI W TPOKYpPaTyphl, a TakKKe KOMHUTETOM TOCYIApCTBEHHOW apXWUBHOW CITYXKOBI
AnmunucTpanuu HoBocubupckoi o0macT.

Kontpons 3a coOmtoneHreM TpeOOBaHMI 1O OOECHEUEHUI0 COXPAHHOCTH TOCYNapCTBEHHBIX
CEKPETOB, COJIEPIKAIIMXCS B ApXUBHBIX JIOKYMEHTaX, OCYIIECTBIISIFOT OpTaHbl (eeparbHOi CITy:KObI
KOHTPPa3BEIKH.

CraTbs 16. YuyacTue 001eCTBEHHBIX H PEJIUTHO3HbIX 00beIMHEHN B OPraHu3aliu H
Pa3BUTHH apPXHUBHOIO J1eJIa

OO1ecTBEHHBIE U PETUTHO3HbIE O0BbEIMHEHUSI U OPTaHU3alUd MOTYT COJEHCTBOBATH PEIICHUIO
3aJa4 pa3BUTHS M COBEpLICHCTBOBAaHUS apXMBHOIO J€lla, pPYKOBOACTBYsick (OcHOBaMu
3akoHoJaTeIbcTBa PO 00 ApxuBHOM ¢oHme PP um apxuBax, HACTOAIMUM 3aKOHOM W JIPYTUMH
IIPaBOBBIMU M HOPMATHBHBIMU akTamMu HoBocubupckoii obnactu.

Paznen V. XpaHeHHe, KOMILJICKTOBAHHUE, YIET U UCITIOJIL30BAHUEC APXUBHBIX JTOKYMCHTOB

Cratbs 17. O0s13aHHOCTH COOCTBEHHUKOB 110 00eCIeYeHNI0 COXPAHHOCTH JOKYMEHTOB
ApxusBHoro ¢ponga HoBocudupckoii o61actu

CoOCTBEHHMKH JOKYMEHTOB, OTHECEHHBIX K cocTaBy ApxuBHOro (onma HoBocubupckoit
obacTH, 00s13aHBI 00ECTIEYUTh UX COXPAHHOCTB.



Ha oco60 HCHHBIC U YHUKAJIbHBIC apXHUBHBIC JJOKYMCHTBI CO3at0TCs apXHUBHBIC KOITHNHU.

CTanOBOI;'I (1)OH,Z[ ABJIICTCA HCTIPUKOCHOBCHHBIM n XPaHUTCA B CIICaJIbHBIX
APXUBOXpaHUINIIAX OTACIBHO OT APYIrUX apXHUBHBIX JOKYMCHTOB.

Oprasbl TOCYIapCTBEHHOM BIacTh U MpoKyparypsl HoBocnOupckoit 061actu, opraHbl MECTHOTO
CaMOYIIPaBJIEHUs, NPOKYypaTypbl TOPOJOB M PpalOHOB, TOCYJapCTBEHHBIE YUYPEKIECHUS,
OpTraHU3alfy U TPEANPHUATHS 00ECTIEYMBAIOT COXPAHHOCTh, YUET, OTOOP M MOATOTOBKY JOKYMEHTOB
rocyaapcTBeHHON dwactu ApxuBHoro Qonaa HoBocubupckoit obmactu aAns mnepegadyd  Ha
IIOCTOSIHHOE XpaHEHME B COOTBETCTBUM C TOCYAAPCTBEHHBIMM CTaHJIApTaMM, MpaBUIaMH U
uHCTpyKuusiMu  ['ocynapcTBeHHOM — apxuBHOM  cinyxObl  Poccum, a  Takke  KOMHUTETa
rocyapCTBEHHOM apXuBHOM ciy:kOb1 Aamunuctpanuu HoBocuOupckoit o0nacT: pa3padaThiBalOT
U YTBEPXKJAIOT IO COIJIACOBAHUIO C KOMHUTETOM TOCYJapCTBEHHON apXHMBHOM CiIy:KOBbI
Anvmunuctpanuun  HoBocuOupckodd — o0nacTd  HOPMATHBHO-METOIMYECKHE  JOKYMEHTHI,
OIpesIeNsIoNUe MOPAI0K paboThl apXUBHBIX U JI€IONPOU3BOJCTBEHHBIX CIIY>KO M BEJJOMCTBEHHBIX
apXUBOB.

Oprasbl TOCYIapCTBEHHOM BIacTh U MpoKyparypsl HoBocnOupcekoit ob1actu, opraHbl MECTHOTO
CaMOYIIPABJICHUS, YUPEKACHNS, OpraHU3alui U NMPEANPUATHS HE MOT'YT YHUYTOXAaTh JOKYMEHTHI,
CPOK XpaHEHHUS KOTOpBIX HCTEK, IOKa He OyayT YTBEp)KIE€Hbl KOMHUTETOM TIOCYJapCTBEHHOMN
apXuBHOH cityx0bl AnMuHHcTpaunu HoBocnOGupckoil 061acTi ONUCH J1eJ1 TOCTOSHHOTO XPAaHEHUS
Y COIIACOBAHBI OIMCH JEJI 110 JINYHOMY COCTABY.

CoOCTBEHHUKH JIOKyMEHTOB HerocynapcTBeHHOW dactu ApxuBHOro (onma HoBocubGupckoii
00J1aCTH HE MOTYT YHUUTOXKUTb 3TH JOKYMEHTHI 0€3 COINIACOBAHUS C COOTBETCTBYIOIUM apXHUBHBIM
OpPraHOM M rOCYAapCTBEHHBIM apXHUBOM.

[Ipy nuKBUZAMU WIM PEOpPraHU3allMM OPraHoB TOCYJapcTBEHHOM Bnactu HoocuOupckoi
o0nacTv, TOpOAOB, PAalOHOB, TOCYAAPCTBEHHBIX YUPEXKACHUN, OpraHu3aluil U TpeanpUITHH,
apXUBHBIE JIOKYMEHTBI, O0Opa30oBaBIIMECS B INPOIECCE UX JAEATEIbHOCTH, IEPEeNalTcsi B
YHOPSAIOYEHHOM COCTOSIHUM Ha BPEMEHHOE XpaHEHue MpaBonpeeMHukam. llpu orcyrcTBUH
IIPABONIPEEMHHKA TOKYMEHTBI IEPEJAIOTCS COOTBETCTBYIOIIUM apXUBHBIM YUPEXKICHUSM.

JIoKyMeHTBI rocyiapcTBeHHON yacTi ApxuBHoro ¢ponaa HoBocubupckoit 0061acTH, co3JaHHbIE B
YUPEKACHUAX, OpPraHU3alMsIX, MPEIIPUATHIAX 10 CMEHbl (OpPMbI COOCTBEHHOCTH, HE MOIJIEXKAT
IIpUBATU3ALMH, ABIISIOTCA FOCY1apCTBEHHONW COOCTBEHHOCTHIO M MOTYT OBITh IOCPOYHO MEpeaaHbl
Ha rocyJ1lapcTBEHHOE XpaHEHHUE B apXUBHbIE yupexieHuss HoBocubupckoit odnact.

Jlns  peunieHuss BOMNPOCOB OOECNEYEHHsT COXPAHHOCTM M MecTa XpaHEHUs JOKYMEHTOB
JUKBUAUPYEMBIX, PEOPraHU3yEMbIX YUPEXKICHUM, OpraHu3alnid, NPEAIpHUITHI B COCTaB KOMUCCHUH,
o0Opa3yembIX Ui Mepeadyn Aed U UMYILIECTBa, BKIKOYAIOTCS MPEICTABUTENN apXUBHBIX OPTaHOB U
yupexaennit HoBocubupckoii obnactu.

Cratbs 18. [locTosiHHOE XpaHeHUe TOKYMeHTOB ApxuBHOro ¢onaa HoBocubdupckoii odaactu
[TocTossHHOE  XpaHEHHE  JIOKYMEHTOB  TOCYJapCTBEHHOH  dYacTH  ApxuBHOTO  (oHIA
HoBocubupckoit obmactu ocymecTBisitoT ['ocymapcTBeHHbI apxuB HoBocuOmpckoit oOmactu,
pailoHHBIE, TOPOJICKUE apXUBBI, FOCYIapCTBEHHBIE MY3€H 1 OUOINOTEKH.
CoOCTBEHHHMKH JIOKyMEHTOB HerocynapcTBeHHOW dactu ApxuBHoOro (onma HoBocubGupckoii
obOnacTu 00ecreunBalOT X MOCTOSHHOE XpaHEHHE B CO3[aBAE€MBIX JUISl 3THX LEle apXuBax HIU

CTPYKTYPHBIX TOAPA3ICNCHUIX 00bEMHEHUH, YUPEKACHNUH, OpTaHU3alUi U IPEIIPUATHIHA.

Cratbs 19. BpemeHHOe XpaHeHHe 10KyMeHTOB ApxuBHOro ¢ponaa HoBocunoupckoii odiactu



BpemenHoe xpaHeHHe TOKYMEHTOB IroCyJapCTBEHHON yacTi ApxuBHoro ¢ponaa HoBocubupckoit
00J1acCTH OCYIIECTBIISIIOT OpraHbl OCYJAapCTBEHHOW BJIACTH M HPOKYpaTypbl, OpraHbl MECTHOI'O
CaMOYTpaBJIEHUs, TOCY/IAPCTBEHHbIE YUPEKICHUsI, OpraHU3aluil U Npeanpuarus (B TOM 4HUCIE C
roCyJapCTBEHHOM J10J1eil COOCTBEHHOCTH) B CO3/JaBA€MbIX UMM BEJJOMCTBEHHBIX apXHUBaX.

VcTaHoBeHBI CIICAYIOIINUEC CPOKH XPAHCHHA:

a) JUId apXUBHBIX JOKYMEHTOB OTpACJIEBBIX aKaJeMUl, TOCYyJapCTBEHHBIX OObEIUHEHUI,
VUpEeXKIEHUH, OpraHu3alnuil U NpenpuaTuii (eaeparbHOro MouYuHeHHs - 15 jer;

0) apXHMBHBIX JIOKYMEHTOB OPTaHOB T'OCYIapCTBEHHOW BIIACTH W MPOKypatypbl HoBocmOMpcKoii
o0nacTu, MPOKypaTyp TOpPOJOB U PallOHOB, TOCYAAPCTBEHHBIX YUPEXKJECHUH, OpraHU3aluil u
MpEeANPUATHI 00J1aCTHOTO Mo uuHeHus - 10 net;

B) apXMBHBIX JIOKYMEHTOB OPraHOB MECTHOTO CaMOYIPABIICHHUS, YUPEKICHHUM, opraHu3anuil u
IPEIIPUATHA FTOPOJICKOTO M PAHOHHOTO NIOJYMHEHHUS, IPEIIPHUATHN CEINbCKOTO XO35MCTBA - 5 JIET;

I') 3aldceld aKTOB TPakJTaHCKOTO COCTOSIHUS, JOKYMEHTOB I10 JUYHOMY COCTaBy, 3amucei
HOTapUANIbHBIX JIEUCTBUM U CYJCOHBIX €I, TOXO3SIMCTBEHHBIX KHUT - 75 JIeT;

1) apXUBHBIX JOKYMEHTOB, 00Pa30BaBIIUXCS MIPH OCYIIECTBICHUH JCITEIFHOCTH COBMECTHBIX (C
y4yacTHEM TOCYyJapcTBa) MPeAnpHsATHI, oOpraHu3anuii ¥ OO0bEeIWHEHHH CMelmaHHBIX GopM
COOCTBEHHOCTH, B YyCTaBHOM KallUTale€ KOTOPBIX HMeeTcs JoJisi  (enepanbHOW WU
roCyAapCTBEHHOW COOCTBEHHOCTH, - 10 neT;

€) HayYHOM, TEXHOJIOTHYECKOM M IMaTeHTHON JOoKyMeHTaruu - 10 net;

) KOHCTPYKTOPCKOHM JOKYMEHTAIuu - 15 net;

3) IPOEKTHOM TOKYMEHTAIIUU TI0 KalUTaTbHOMY CTPOUTENBCTBY - 25 NET;
1) TeJIeMETPUIECKON TOKYMEHTAIUH - 5 JIeT;

K) KHHOJOKYMEHTOB, (POTOJAOKYMEHTOB M BHAEO(OHOIpaMM - He Oonee 3 JIeT CO BPEMEHHU
W3TOTOBJICHHUS;

1) pOoTOIOKYMEHTOB - 3 TO/a;
M) IOKyMEHTOB Ha MalllMHHBIX HOCUTEINS - 5 JIET.

CpokM BpPEMEHHOIO XpaHEHHUS JOKYMEHTOB, OOpa30BaBIIMXCS M OOpa3yloIIUXcs MpH
OCYLIECTBJICHUN JEATENbHOCTH MNPEANPUATHI, YUpEKIACHUM, opraHusauuid MuHHCTEpCTBa
00opoHbl P®, MunucrepctBa BHyTpeHHuX nen P®, Munucrepcrsa Poccuiickoit @enepanuu 1o
aToMHOM sHeprun, PeaepanbHON Cy)Obl KOHTppa3Beaku PD, rocynapcTBEHHOrO re0I0THYECcKOro
npeanpustus "Poccuiickmii reonormueckuir  ¢onn' Kommrera Poccuiickoit ®Penepannu 1o
reoJIOTHH M MCIONIb30BaHUIO Heap, Poccuiickoro rocyaapcTBeHHOro (oHIa JAHHBIX O COCTOSTHUU
OKpYy>Karolie npupoaHoit cpensl denepanibHON Ciyxk0bl Poccuum 1Mo THAPOMETEOPOJIOTHH U
MOHHUTOPHUHTY  OKpyXkartouieil cpeasl, lLleHTpanbHoro kaptorpado-reoaesnueckoro ¢GoHaa
denepanbHO Cy)kObI Teone3uu u kaprorpaduu Poccum, LleHTpasbHOTO TrOCYAapCTBEHHOTO
dbonga cranmapToB U TexHudyeckux ycioBmid Komurtera Poccuiickoit ®enmepamuu 1o
CTaHAApPTH3allUM, METPOJIOTUH U cepTudukanuu, Poccuiickoro rocyaapcTBeHHOro (HoHIa
kuHopmibMoB Komutera Poccuiickoit ®enepanuu 1mo KuHeMarorpapuu yCTaHaBIUBAIOTCA B
COIVIALICHUSX, 3aKJIIOYAaeMBbIX YKa3aHHbIMU (enepaabHbIMU oOpraHaMu ¢ ['ocynapcTBeHHON
ApxuBHo¥ ciyx00i Poccun.



B HeoO0XoAMMBIX Cllydasix CPOKM BPEMEHHOTO XPaHEHUS JOKYMEHTOB MOTYT ObITh HM3MEHEHBI
opraHamu M ydpexJaeHusMu ['ocymapcTBeHHOM apxuBHOHM ciayxkObl Poccun, a Takke KOMHUTETOM
rOCYJAapCTBEHHOM apXuUBHOM Ciry:k0b1 AmMunuctpanuu HoBocuOupckoit obmactu.

ApXUBHBIE YUPEXKJEHHUS, TOCYJapCTBEHHbIE My3€d U OUOJMOTEKHM MOTYT OCYLIECTBIISThH
BPEMEHHOE, B TOM 4HCJE JAEMNO3UTAPHOE, XPaHEHHWE JOKYMEHTOB HEroCyJapCTBEHHOH dYacTu
ApxusHoro ¢ponga HoBocubupckoit o0macT.

[Topsimox ¥ ycioBusi Tepefadd JAOKYMEHTOB HETrOCYAApCTBEHHOW dYacTH ApXuBHOTO (OHIA
HoBocubupckoit 06s1acTi Ha BpeMEHHOE, B TOM YHCJIe JENO3UTapHOE, XPaHEHUE ONPENeIIOTCs B
COTJIAIIEHUSAX (JIOTOBOpAax) MEXIy COOCTBEHHHUKAMH TOKYMEHTOB M apXUBHBIMHU YUPEKICHUSIMHU,
rOCyJapCTBEHHBIMHM My3€sIMU U OUOJIMOTEKaMHu.

Crarba 20. KoMIuiekTOBaHNe apXUBOB

ApXUBHBIE  YUYPEKICHHS CHCTEMbl KOMHUTETa TOCYHApCTBEHHON  apXUBHOM  CIIY>KOBI
Anvunuctpanuu HoBocnOMpCckoi 007acTH KOMIUIEKTYIOTCS JOKYMEHTaMH, OOpa3yIOUUMUCS B
JIeATEIbHOCTH OpPraHOB TOCYJAPCTBEHHOM BJACTU U MHPOKYpaTypbl, MECTHOIO CAMOYIPABJIECHHUS,
rOCYJAapCTBEHHBIX U MYHHIIMIIAIBHBIX YUPEXKICHHUH, opranu3anuii u npeanpustuii HoBocubupckoit
o0nacTu, TOKyMEHTaMH, NepeJaHHbIMU MM TOCYJapCTBEHHBIMHU YUPEXKACHUSIMU, OPTaHU3alUIMU,
HOPENIPUITHSIMHE U TpaKJaHAMM, a TaKXKe NPUOOPETEHHBIMU YUYPEKICHUSIMHU CHUCTEMbI KOMHUTETa
rocyIapCTBEHHOM apXUBHOM CiTy»)0bl A nMuHHCTpanuu HoBocnOupckoit o0macTy.

[To ucTeyeHnu npeaeabHbIX CPOKOB BPEMEHHOTO XPaHEHHUs JIOKYMEHTBI TOCYIapCTBEHHON YacTH
ApxusHoro (onmga HoBocrOUpCKoil 00JIaCTH B YIOPSIOYCHHOM COCTOSIHHH, C COOTBETCTBYIOIIUM
HAyYHO-CIIPABOYHBIM aIlllapaToM M CTPaxOBBIMH KOIHUSAMH Ha 0CO0O IICHHBIC M YHHKAJIbHBIC
JIOKYMEHTHI, TEPENaloTCs Ha IMOCTOSHHOE XPaHEHHWE B apXHWBHBIC YdpexacHus HoBocHOMpPCKOi
00nacTH.

Bce paboThl, cBsi3aHHBIE C TIOJATOTOBKOM U TMepenavell JOKYMEHTOB Ha MOCTOSIHHOE XpaHEHUE, B
TOM 4YHCJI€ H3TOTOBJIEHHE CTPAXOBBIX KOMHHA, 00pabOTKa W TPAHCIOPTHPOBKA JIOKYMEHTOB,
BBITIOJTHSIOTCS 32 CUET CPEJICTB OPraHOB IrOCyIapCTBEHHON BIACTH U MPOKypaTypbl HoBocubupckoi
o0nacTu, MPOKypaTyp TOPOAOB W PaiOHOB, TOCYJAPCTBEHHBIX YUPEXKIACHHM, OpraHu3aiuil u
MPEANPUATHH, CTAOIMINUX JOKYMEHTBHI.

KommiekToBanue My3eeB M OHMOIMOTEK, a TaKXKe apXMBOB OOIIECTBEHHBIX, PEIUTHO3HBIX
0o0OBbEIMHEHUN U OpraHU3aluil U YaCTHBIX apXMBOB MOJJIUHHBIMHU JOKYMEHTAMH TOCYAapCTBEHHOU
yactu ApxuBHoro ¢ponna HoBocubupckoit o0iactu 3amnpeniaercs.

B cnyuae mpomaxu JOKYMEHTOB HEroCyAapCTBEHHOM 4acTH ApPXUBHOIO (POHAA YUPEKICHHS
CUCTEMbl KOMHUTETa TIOCYJapCTBEHHOW apXWBHOW ciyk0bl Aamunuctpauun HoBocubupckoit
00J1acTH MMEIOT MPEHMYILECTBEHHOE NpaBO Ha MX INpuoOpereHue. COOCTBEHHUKU TOKYMEHTOB,
OpraHU3aTOPHI AYKIIMOHOB, TOPTOBO-IIOCPETHUIECKAE OPTaHU3aIMH 00sI3aHbI HE Mo3/1Hee YeM 3a 10
JHEW 10 mpeacTosied MpoJaku cooOlaTh O HEW opraHaM M yYpeKAECHUSM CHUCTEMbI KOMHUTETa
rOCy/IapCTBEHHON apXWBHOU Ciy’kObl AjmuaucTpanuu HoBocmOupckoit o0mactu ¢ ykazaHUeM
TOYHOT'O BPEMEHHU U MECTa ITPOJAXKH.

Hapymienue yctaHOBIEHHOrO TMOpPSAKA SIBJISIETCS OCHOBAaHWEM JUISl TPU3HAHUS CIACIKH KYILIW-
MPOAAXH HEJECHCTBUTEIbHOM.

VYuypexneHusIMU CUCTEMBI KOMHUTETa TOCYAAPCTBEHHOM AapXMBHOW CIyKObl AJIMHHHUCTpaLUU
HoBocuOupckoit 001acTé MOTYT BBIACIATHCS CPEICTBA W3 OOJACTHOTO M MECTHBIX OFOJKETOB Ha
npuoOpeTeHne B coOCTBeHHOCTh ApxuBHOTO (hoHma HoBocmOupckoit oOiacté 0co00 IEHHBIX U
YHUKAJbHBIX JOKYMEHTOB.

Crarba 21. 'ocynapcTBeHHBbIH yUeT T0OKyMeHTOB ApxuBHOro ponaa HosBocuoupckoii
obJsiacTu



HokymenTsl ApxuBHoro ¢onna HoBocubupckoit 001acTu, HE3aBUCUMO OT MECTa XpaHEHUs, BUAA
HOCHTEJSI, TEXHUKHU M CIIoco0a 3aKperuieHus HHPOPMAIUH, MOJISKAT TOCYyITapCTBEHHOMY YYeTy B
MOPSIZIKE, YCTAaHOBJIEHHOM ['0Cy1apCcTBEHHON apXHBHOM ciry>x00i Poccun.

JlokyMeHTBI rocyaapcTBeHHOM yactu ApxuBHoro ¢onna HoBocuOupckoit o0nactu XpaHsTcs U
VUUTBHIBAIOTCS B YYPEXKICHUSAX CHUCTEMBl KOMHUTETa TOCYIApCTBEHHOW apXWUBHOW CITYKOBI
Anmunuctpanuu  HoBocuOGupckoit — 005acTH, TrOCyZapCTBEHHBIX — My3esiX, OuOIMOTeKax,
BEJIOMCTBEHHBIX apXMBax Mo (HOHIaM, KOJUICKIIUSAM, SAMHUATIAM XpaHEHUS (JIeIam).

Opranbl TOCYJapCTBEHHOM BIJIACTU M NPOKYpPaTypbl, OpraHbl MECTHOTO CaMOYIpaBJICHMUS,
rOCyJIapCTBEHHBIE YUPEXKICHUS, OPTaHU3AIMK U MPEINPUATHS B YCTAHOBJICHHOM HOPSAKE 00s13aHbI
NPEJCTABIATh B YUYPEXKACHUS CHCTEMBl KOMHTETa TOCYIApCTBEHHON apXWBHOW CITYy:KOBI
Anmunuctpanuu HoBocuOupckoit 0051acTH CBeACHHS O JOKYMEHTaX, HaxOJSAIIMXCS Yy HUX Ha
BPEMEHHOM XpaHEHHM B BEJOMCTBEHHBIX apXUBaX, U HECYT OTBETCTBEHHOCTb 3a IIOJIHOTY M
JIOCTOBEPHOCTH MH(POPMAITHH.

CoOCTBEHHUKH JIOKYMEHTOB HErocyldapCcTBEHHOW uacTth ApxuBHOro ¢onma HoBocubupckoit
00J1aCTH TPEAOCTABISIOT CBEACHUS O CBOMX (POHAAX M JOKYMEHTaX C LENbI0 UX TOCYAapCTBEHHOTO
ydyera MO 3ampocaM OpPraHoOB W YUYPEKICHHH CHCTEMbl TOCYIapCTBEHHON apXUBHOM CIyXObI
AnmunucTpanuu HoBocubupckoi o0macT.

[Ipu cmene coOcTBeHHHMKA W (MJIM) MECTa XPaHEHHs JIOKYMEHTOB HETOCYIapCTBEHHOW YacTH
ApxusHoro ¢onna HoBocubupckoit o6sactu cOOCTBEHHUKH HHPOPMHUPYIOT OPTaHbl U yUPEXKAEHUS
CUCTEMbl KOMHUTETa TIOCYJapCTBEHHOW apXWBHOW ciyk0bl Ajamunuctpauuu HoBocubupckoit
00J1acTH 0 HOBOM BJIa/ieNblie U (WJIM) MECTe JJaIbHEHIIero XpaHeHus 3TUX JOKYMEHTOB.

Crarbi 22. Ucnosb30BaHUe APXUBHBIX JIOKYMEHTOB

JIOKyMEeHTBI TocyJapcTBeHHON wyacTh ApxuBHoro ¢ouga HoBocubupckoit obmactu u
CTIPAaBOYHHUKH K HUM MPEICTABISIOTCS JJIsi UCTONB30BAHUS BCEM IOPHIMYECKAM U (PU3HUYECKUM
munaMm. Mcnonbp3oBaHuEe apXMBHBIX JOKYMEHTOB B apXMBHBIX yupexxaeHHsx HoBocuOupckoi
00JacTH OCYUIECTBIIIETCS B TOPSJIKE, YCTAaHOBJIEHHOM [ OCyJapCTBEHHON apXMBHOW CIyxOOM
Poccun.

[lopsimox  ucmonb30BaHMS — JOKYMEHTOB  TOCYAAapCTBEHHOM dYacth  ApxuBHOro  (Qouaa
HoBocubupckoii 001acTi, HaXOASIIMXCS HAa BPEMEHHOM XPAaHEHHWU B OpraHax IOCyJapCTBEHHOMN
BJIACTH, TNpOKypaTtypel HoBocuOupckoit o0nacTu, oOpraHax MeCTHOTO CaMOYIpPaBIICHUS,
YUPEXKJIEHUAX, OPraHU3aLUAX U PEANIPUATHIX, ONPEAEIAETCS UMH 110 COTJIACOBAHUIO C KOMUTETOM
rocyAapCTBEHHOM apXUBHOM CiTy»)0bl A nMuHHCTpaninu HoBocnOupckoit o0macTy.

Hcnons3oBanne APXHMBHBIX JOKYMCHTOB, HaXOIJAIIUXCS B COOCTBEHHOCTH O6H.[€CTB€HHBIX,
PCIMTIUO3HBIX W HHBIX HETOCYAAPCTBCHHBIX 06'b€,Z[I/IH€HI/II71 nu opraHmauHﬁ WIX B 4YacTHOM
CO6CTBCHHOCTI/I, OCYHICCTBJIACTCA TOJIBKO C COIJIaCuA COOCTBEHHHUKA.

ApxuBHble yupexxaeHus HoBocuOupckoil o0nacT MMEIOT MpaBoO IMPU BblJade MOJIb30BATEISIM
JUISL ACIIOJIB30BAHUS B KOMMEPUYECKMX LEJSIX KOMUU apXWBHBIX JIOKYMEHTOB M CIPABOYHHUKOB K
yKa3aHHbIM JOKYMEHTaM YCTaHABJIMBAaTh YCJIOBHUS MX HUCIOJIb30BAHUSA (3aKIHOYATh JMIIEH3UOHHBIE
JIOTOBOpPBI) B COOTBETCTBUM C ycTaHOBJIEHHBIM [IpaBurensctBoM PD nopsakom.

Hcnonb30BaHne JOKYMEHTOB TIOCylapcTBEHHOW dYacTh ApxuBHoro ¢onHga Hosocubupckoit
o0acTy, cofep Kallux rocyJapCTBEHHYIO MM UHYIO OXPaHSIEMYIO 3aKOHOM TaifHy, pa3peliaercs
1o ucredeHuu 30 JIeT cO BPEMEHU HX CO3/IaHusl, €CJIM MHOE HE YCTAaHOBJIEHO 3aKOHOJIaTEIbCTBOM
Poccuiickoit denepariun.

PaccexpeunBanue JOKyMEHTOB TOCydapcTBeHHON yactu ApxuBHoro ¢onma HoBocubupckoit
00JacTH, YTPAaTHUBIIUX CEKPETHBIN XapaKTep B CBA3M C MUCTEYEHHEM CPOKa CEKPETHOTO XpaHEHUs



WM Ha OCHOBAaHMHU 3aKOHOAATENBHBIX aKTOB Poccuiickoit denepanuu, NpOBOJUTCA apXUBHBIMU
yupexaeHussmu  HoBocuOupckoit o0nacTtu, TOCYAapCTBEHHBIMH My3€sIMH U OMONIMOTEKaMHu,
BEJIOMCTBEHHBIMU apXMBAaMHU B COOTBETCTBUM C JACHCTBYIOIIMM 3aKOHOJATEIbCTBOM Poccuiickon
denepanuu.

JlomyckaroTcsi OrpaHMYEHHsT Ha JIOCTYN K TOJUIMHHUKAM 0C000 IEHHBIX W YHHUKAJIbHBIX
JIOKyMEHTOB TOCYIapCTBEHHOW yact ApxuBHOTO (oHma HoBocuOupckoit obmacTh, a Takxke K
JIOKyMEHTaM, HMEIOIIUM HEYJOBIETBOPUTEIbHOE (PU3MUECKOE COCTOsHHME. B 3Tux ciyyasx
apxXuBHBIC yupexaeHus HoBocwOUpCcKoil 00acTH, TOCYJapCTBEHHBIE My3eW M OHOIHOTEKH,
BEJIOMCTBEHHBIE apXHBBI 00s3aHbI CO3/1aBaTh (DOH/I MOIH30BAHMS YKa3aHHBIMU JOKYMEHTAMH.

OrpanuyeHuss B UCIOJB30BAaHUU APXMBHBIX JIOKYMEHTOB, COJAEpKAIIUX CBEACHHUS O IJUYHOU
KU3HM TpaxJaH (00 HMX 3I0pOBbE, CEMEWHBIX M HWHTUMHBIX OTHOIIECHUAX, HMYIIECTBEHHOM
MOJIOKEHUHU), a TakkKe CO3JAIoNIMX yrpo3y [UIsl HMX JKU3HM U 0OE€30MacHOCTH  KUJIUINA,
YCTaHABIIMBAIOTCI Ha CPOK 75 JE€T CO BPEMEHH CO3JaHMsl JOKYMEHTOB, €CIM HHOE He
MpeaycCMOTpPEeHO 3akoHOM Poccuiickoii ®enepauuu. Panee »TOro cpoka J0CTynm K TakKUM
JIOKYMEHTaM MOXET OBITh pa3pelieH CcaMUM TPaXIaHUHOM, a IOCJI€ €ro CMEpTH - €ro
HaCJIETHUKAMHU.

['paxknane, yupexxaeHus, OpraHU3aliyi U MPEeANPHUSITH, a TaKKe OOIIECTBEHHbIE U PEIUTHO3HbIE
0o0BbeIMHEHUSI U OpraHU3allMd UMEIOT MPABO MOJIyYaTh 3aBEPEHHBIC KOMUHU aApPXUBHBIX JTOKYMEHTOB
Y BBIIUCKU M3 aApXMBHBIX JOKYMEHTOB, XPaHAIIUMXCSA B TOCYJAPCTBEHHBIX apXHMBax, apXuBax
YUPEXKACHUN, OpraHu3aluid, NPEeANPHUSATHNA, WIM CaMOCTOATEIBHO HW3rOTABIMBATH KOMHHU 3THX
JIOKYMEHTOB U J€J1aTh BBIIIUCKHA U3 HUX.

[Tonb3oBarenu pokymeHTOB ApxuBHoro ¢onna HoBocubGupckoi obnactu o0sa3aHbl 00€CTIEYUTh
(U3HYECKYIO COXPAHHOCTH JIOKYMEHTOB. [10JIb30BaTe N apXUBHBIX JJOKYMEHTOB MOTYT 00KaJIOBaTh
pelIeHUs] apXUBHBIX OPTaHOB U YUPEXKIECHUM MO BOIIPOCAM MCHOJIb30BaHUS YKAa3aHHBIX JOKYMEHTOB
B BBIIIECTOSIIUN 110 MOAYUHEHHOCTH OPTaH YIpaBJIeHUs apXHUBHBIM JIEJIOM, a B CJIy4ae HECOTJIacus
C €ro pelIeHHEM - B CyIeOHOM MOPSIIKE B COOTBETCTBUHU C 3aKOHO/IATEIHCTBOM.

Pazngea VI. MexknyHapoaHoe cCOTPYAHMYECTBO B 00J1aCTH apXMBHOTIO J1ejia
Crarbsa 23. MexayHapoaHoe COTPYAHUYECTBO B 00J1aCTH APXUBHOIO0 JeJ1a
ApxuBHble opranbl U yupexaeHus HoBocuOupckoil oOnactu, rocyJapcTBEHHbIE MYy3eH U
OubIMOTeKH, IOpUAMYECKHE W (U3UUECKHE JUIa - COOCTBEHHMKHM apXHBHBIX JOKYMEHTOB
IPUHUMAIOT Y4acTHEe B MEXIYHApOJHOM COTPYIHHMYECTBE B OOJIACTM apXWUBHOTO [€Jla, MOTYT
y4acTBOBAaTh B MEX/IyHAPOJIHBIX COBEIIAHUAX U KOH(EPEHIMIX 1O poOIeMaM apXHUBOB.
Pasnen VII. BbiBo3 1okyMeHTOB ApxuBHOTro (ponna HoBocudoupckoii 06,1acTu 3a ee npeaesibl
CraTbs 24. BbiB03 10KyMeHTOB ApxuBHOro ponaa HoBocudupckoii o0/1acTu 3a ee npeaebl
BbIBO3 apXMBHBIX JIOKYMEHTOB TOCyJapCTBEHHON dYacTu ApxuBHoro ¢(onna HoBocuOupckoit
o0nacTi 3a ee Mpejaesbl 3alpeliaeTcsi, 3a HCKIIOYEHHEM CIIydaeB, HMPEIYCMOTPEHHBIX 4YacCThIO
BTOPOW HACTOSILIEH CTaThbU.
Komurer rocynapcTBeHHON apxuBHOW ciayxkObl AnMunuctpanmuu HoBocuOupckoil oGmacTtu
BIIPaBE pa3pellaTh BPEMEHHBIH BBIBO3 JOKYMEHTOB TOCYIapCTBEHHOW yacTh ApXuBHOro (oHna

HoBocubupckoii 001acTu 3a ee mpejienbl Ha OTOBOPEHHBIHN CPOK.

Pa3nes VIII. OTBeTCTBEHHOCTH 32 HAPYLIIEHHE 3AKOHOAATeJIbCTBA 00 ApxuBHOM GoHe
HoBocubupckoi 00J1acTH 1 apXuBax

Crarb 25. OTBEeTCTBEHHOCTD 32 HAPYIIEHUE 3aKOHOAATEJIbCTBA 00 ApXuBHOM (oHIe
HoBocnomnpckoii o61acTi U apxuBax



Hapymenne 3akonomarensctBa 00 ApxuBHOM (oHme HoBocuOupckoit oOmacth M apXwBax
JIOJDKHOCTHBIMU ~ JIMIAMU U rpaxaaHamu  Poccuiickoii  ®Dexepanu  BIIEUET  YrOJIOBHYIO,
aIMUHHUCTPATUBHYIO W HHYIO OTBETCTBEHHOCTb, MPEYCMOTPEHHYIO  JIEHCTBYIOUIUM
3aK0oHOaTenbCTBOM Pocculickon deneparnumu.

JIOJDKHOCTHBIE JIMIIa W TpakJaHe OO0sM3aHbl BO3MECTHTH YIIEpO, MPUYMHEHHBIH ApPXUBHOMY
dbonay HoBocmOupckoit obmactu HapylieHHeM 3akoHodaTelnbcTBa HoBocuOupckol obnactu 00
ApxuBHOM (OHJIE U apXUBaX.

Hapymienust tpeboBanuit crareit 4, 5, 8, 9, 10, 17, 19, 20, 21, 22 u 24 nacrosimero 3akoHa,
OTBETCTBEHHOCTh 3a KOTOpHIE HE MpPEeaycCMOTpeHa (enepaabHbIM 3aKOHOATEIHLCTBOM, BIICUET
aJIMUHUACTPATUBHYIO OTBETCTBEHHOCTh B BHJE IITpagoB B pasMepe OT ABYKPATHOW [0
JIBaJIIAaTUKPATHOM BEJIWYMHBl MHUHHUMAJILHOW 3apaOOTHOM TUIaThI, HAjlaraeMoro B CYIACOHOM
MOPSIIKE 110 TIPEJICTABICHUIO OPTaHOB, KOHTPOJUPYIOMIMX COOJIIOJICHUE HACTOSAIIETO 3aKOHA B
COOTBETCTBHH CO CTaTbel 15.

I/IHOCTpaHHHe IrpaxaaHe MW JMdIa 0e3 I'paXAaHCTBA4, HaXO[AMMUMECd Ha TCPPUTOPHU

HoBocubupckoii 0651acTH, NPUBJIEKAIOTCS K OTBETCTBEHHOCTU 3a HAPYLIECHUS HACTOSALIET0 3aKOHa
Ha 00X OCHOBAHUSX.

Tema 8. HexoTopble peKkoMeHIAIUM NPU MeYATAHUU TEKCTOB CJIYKE€OHBIX JOKYMEHTOB
1. Oco6eHHOCTH OPUIIMATBHO-IETI0BOT0 CTHIIS

Kax menoctHast ctpykTypa 000l JOKYMEHT JOJDKEH OTBEYATh OINPEICIICHHBIM TPEOOBAHUSIM.
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- KPAaTKOCTb U KOMITIAKTHOCTDb U3JI0OKCHUA 0(1)I/II_II/IaJ'II>HOI‘O MaTcpuraia,



- TOYHOCTbH U OTIPEJICIIEHHOCTH (POPMYITHUPOBOK, OJJTHO3HAYHOCTD U €MHOO00pa3ne TePMUHOB,;
- IOCJIEIOBATENBHOCTD UCIOJIb30BAHMS TEXHUYECKUX IPUEMOB IPAaBOTBOPUYECTBA.

O¢unuanbHO-1€I0BOMY CTWIIO TPUCYIIE MCIONb30BAaHUE CJIOB TOJBKO B TEX 3HAUCHUSX,
KOTOpBIE MPU3HAIOTCS HOPMOW OOMIETUTEPAaTypHOTO CIOBOYMOTPEOJICHHS, a TaKkKe B 3HAYCHUSX,
TPAAUIIMOHHBIX UMEHHO JJISl JIEJIOBBIX JOKYMEHTOB, KOTOpPbIE HE HapyIIAIOT UX CTHIMCTUYECKOTO
€IMHOO0pAa3usl U COOTBETCTBYIOT OOIIEH TEHIEHIIMH CTaHAAPTU3ALUHU JAEIOBOTO S3bIKA.

OTOOp JIEKCHKHU MpearojaraeT BHUMATEIbHOE OTHOIIEHHE K JIEKCMYECKOMY 3HA4YEHHIO CIIOB.
He3nanue JeKCHYECKOro 3HAUEHUS OTAENBHBIX CIIOB MPHBOAMT K OIMHMOKaM THIA: "HE0O0XOAUMO
YIYYIIATh 300TEXHUYECKOE U BETEPUHAPHOE 00CIIy’KUBAaHUE KMBOTHOBOJICTBA" (MOYKHO YJIyYLIUTh
o0cCiTy’)KMBaHUE CKOTa, HO HE )KMBOTHOBO/JICTBA), "yJEIIEBUTh C€0ECTOMMOCTE" (yIEIIEBUTh MOXKHO
TOBAapBl, MPOJYKTHI, HO HE CE0ECTOMMOCTb; BO3MOKHBIN BapUaHT: "CHU3UTH CE0ECTOMMOCTS").

He nomyckaercs uCHOIb30BaHME HEOJIOTU3MOB, Ja)Ke OOpPa30BAHHBIX MO TPATUIIMOHHBIM
MOJEIISIM, Hampumep, "KOHCTpykTopat", "mepeopranuzaiusi’, a TakKe CJIOB, OTHOCSIIMXCS K
PasrOBOPHOM JIEKCHKE, HampuMep, "'cekperapma', "mabopanTka'.

Ecnu HenpaBuiibHO BBIOpPAaTh CIOBO U3 pPsijia OJAHOKOPEHHBIX, PA3IMYAIONIMXCS 3HAYCHHUEM,
MOKHO MCKa3uTh cMbIci. Hampumep, Hepeako MyTaroT cioBa "IpeacTaBUTh" U "NPEIOCTaBUTH'.
IIpenacraButh - 1) mpeabsiBUTH, cooOMUThL ("MIPEACTaBUTH CIMCOK COTPYIHHUKOB", "MpEnCTaBUTH
Jl0Ka3aTenbeTBa"); 2) MO3HAKOMUTH € KeM-IH00 ("'IpeacTaBUTh KOJIJIEKTUBY HOBOI'O pabOTHHKA'");
3) xopmartaiicTBoBaTh (0 TOBBIIMICHMH, O Harpanae) ("IpeacTaBUTh K OYEPETHOMY 3BaHHIO',
"mpenctaBuTh K opaeHy"); 4) cocTaBuTh, OOHapyxuTh ('mpenctaBuTh (co00il) 3HAUUTEIBHYIO
IIEHHOCTR"); 5) MbICIIeHHO B0ooOpasuth (''mpencraButh (cede) kapTuHy 00s"); 6) HM300pas3uTh,
nokazath ('mpenctaBuTh B cMmemHoOM Bune"). Ilpedocmasums - 1) oTnath B 4be-HMOO
pacniopspkeHue, Tosib3oBaHue  ("'TpemoCcTaBUTh  KBapTHUPY', '"MIPEIOCTaBUTh TPAHCTIOPTHBIC
cpeactsa"); 2) maTh MpaBO, BO3MOXHOCTH CJHIENaTh, OCYIIECTBHTH YTO-IHO0 ('TIperocTaBUTH
oTmyck", "mpeaocTaBuTh CJIOBO"); 3) pa3penTh ACHCTBOBAThH CAMOCTOSTEIIBHO WJIM OCTaBUTH 0e3
npucmoTpa ("'mpenocTaBuTh caMomy cede", "mpeocTaBuTh AeNo cirydaro').

Heymenne BeIpa3uTh MBICITH TOYHO M JJAKOHWUYHO TPUBOANT K CIEAYIONIUM OIIMOKaM: "B amperne
Mecsie" (ampenab - UMEHHO MeECSI, U HHUYTO HHOE), "uHdopmarmoHHoe cooOmieHue" (modoe
COOOIIEHNE CONEPKUT MHDOPMAIUIO) W T.J. 3aTPYAHSIOT BOCHPHSITHE TEKCTAa IOBTOPHI THIIA:
"Mmonp3a OT HMCMOJB30BaHMA", 'ClieqyeT YYUTHIBaTH cleayromue (akTel", "maHHOE sBIICHUE
MIOJIHOCTBIO MPOSIBIISIETCA B YCIOBUSX..."

Jis  TekcTOB  OPUIMANBHBIX JOKYMEHTOB HE XapaKTepHO HCIIOJIb30BaHHE OOpasHOM
dpazeosioruu, 000POTOB CO CHIKEHHOM CTHIIMCTHYECKONW OKPACKOHM.

CranmapTHbele 000pOTHI peun TUMa: "B CBS3M ¢ pacnopsbkeHueM [IpaBurenbcTBa', "B mopsiake
OKa3aHUs MaTepuajbHOW mnomomu", "B CBSI3U C TSKEIbIM IIOJOKEHUEM, CIIOKHMBIIAMCA..."
MOCTOSTHHO BOCTIPOM3BOJATCS B CIIY’)K€OHBIX JOKYMEHTaX, MPUOOPETAI0T YCTOMYMBLIN XapakTep U
0 CBOCH poyi cONMMKalTes ¢ (pa3eosoru3MaMu. B s3bIKe JTOKYMEHTOB OHU BBITIONHSIOT TY Ke
(YHKIHIO, YTO U YCTOWYMBBIC COUYCTAHUS THMA: "MPUHATH BO BHUMaHHUeE", ""TOBECTH 10 CBEJEHUA".
Ho ecnu HOpMBI HapymIaloTcsl M3-3a HE3HAHUS OCOOEHHOCTEM YMOTPEOJIEHUs TOro WIM HHOTO
(dpazeonoru3ma, BO3HUKAOT omnOku. Hampumep, riaaron "momyckats” ("AomycTuTs'") B 3HAYCHUH
"chmenatb 4TO-MTMOO, COBEPIIMTH" MPHHATO COYETaTh CO cioBamMH '"Hapymienue", "ommoOka',
"mpocyer" W HEKOTOPHIMHU JPYTMMH HMEHAaMHU CYHIECTBUTEIBHBIMH, XapaKTepU3YIOUIMHU
OTpUIIATEIbHBIC SIBJICHUS, HO HE HAa3bIBAIOUIMMU KOHKPETHOTO TMOCTYIKA: "MOMyCTHTHh TPyOOCTb,
yBaHCTBO". HempaBuiibHbBI coueTaHus THMa: "MomyckaTh nedexTsl (Opak, MOJIOMKH, XHUIICHHS)", B
KOTOPBIX CYIICCTBUTEILHBIC YKA3BIBAIOT HA PE3YJIbTAT OMMUOOK, POCYETOB U T.JI.

2. YnorpedJieHue NPONKMCHBIX U CTPOYHBIX OyKB



B na3Banusax opranos npu IIpesunente Poccuiickoit @enepanuu ¢ NpoONMCHON OyKBBI MUIIYTCS
IepBOE CJIOBO M MMEHa coOCTBeHHble. Hanpumep: PenepasbHOe areHTCTBO MPABUTEIbCTBEHHOMN
cBs13u 1 nHpopmarmu npu llpesnnente Poccuiickoit deneparmn.

Bce cnoBa ¢ nponucHO OYKBBI MUIIYTCS B CJIEAYIOIIMX Ha3BAaHUIX:

IIpaBurensctBo Pocculickont denepanuu;

Komnerus IIpasurensctBa Poccniickoit @enepannu;

Cosetr MununctpoB Pecriy0nuku bamkoproctas u T.1m.

B Ha3BaHMSAX MMHUCTEPCTB, TOCYAAPCTBEHHBIX KOMHUTETOB M JPYI'MX LEHTPAJIbHBIX OpPraHOB
rocyJapCTBEHHOro ynpasieHus Poccuiickoit denepanuu u pecnyOiIMK B €€ cOCTaBe C MPONUCHOM
OyKBBI IUILIETCS NIEPBOE CI0BO. Eciy B cioBocoueTaHue BXOASAT UMEHA COOCTBEHHBIE MIIM HAa3BaHUS
JpYTUX YYpeXJIeHUil, 3TH HMMeHa COOCTBEHHbIE W Ha3BaHUS MHUIYTCS TaK K€, Kak Ipu
CaMOCTOSITENTFHOM  yIOTpeOsieHnH. Bo MHOXXECTBEHHOM 4YHCJI€ WM HE B KayecTBe HMMEHHU
COOCTBEHHOI'O HA3BaHUS YKA3aHHOTO THUIA MUINYTCA CO CTPOYHOM OyKBBI: '"HpaBUTENBCTBO",
"MUHUCTEPCTBO", "pecryOIMKaHCKHME ~ MUHUCTEpCTBA', "rocylapCcTBEHHBIH ~ KOMMTET",
"rocy1apCTBEHHbIE KOMUTETHI'".

Ha3zBanus opraHoB cyaeOHON BIaCTH MPUHATO NMUCATh TaK:

Konctutymmonnsiit Cyn Poccuiickoit @eneparuu;

Bepxosnsiit Cyn Poccuniickoit denepaiuu;

Briciuit apoutpaxusiii cyn Poccuiickoit deaepanmm.

AHanoOruuHpIM O00pa30oM MHIIYTCS HAa3BAaHUS COOTBETCTBYIOIIMX OpPraHOB M JIOJDKHOCTEH B
pecnybnukax B coctaBe Poccuiickoit deneparuu:

Bepxosnsiii Cyn Pecniy6nuku bamkoprocran;
Beicmmii apOuTtpaxkHsiil cyn Y amypackoi PecriyOnukn.

Bo Bcex ocranmpHBIX ciydasx cioBa "cyn', "cynmes", "rocynapcTBeHHBIH apOWTP" MHIIYTCS CO
CTPOYHOM OYKBBHI.

B Ha3BaHMSX akTOB BBICHIMX OPraHOB T'OCYAApCTBEHHOM BIacTH M ympaBiieHUs Poccuiickoit
denepanuy MPOMUCHbIE OYKBBI YIIOTPEOIISIOTCS CIEAYIOIUM 00pa3oM:

Koncturynus (OcnoBHoit 3akoH) Poccuiickoit denepannu;

KoHcTuTymms (HO: KOHCTUTYLIUU PeCIyOIInK);

Jlexnmapanus mpaB u cBOOO/I 4eJI0BEKA U TPayKIaHNHA,

denepaTUBHBIN JOTOBOD;

OcHoBbl 3akoHO1aTeNbeTBA Poccuiickoit denepanum;

3akoH Poccuiickoit @enepannu "O npokypatype Poccuiickoit deneparun" (1Ho: 3aKOHBI);
Kognexc Poccuiickoit ®@enepanyun 006 afMUHUCTPATUBHBIX IPaBOHAPYILIECHUSX;

Vka3 [pesunenta Poccuiickoit @enepanun (no: ykassl [Ipesunenta Poccutickoit @eneparun);



pacniopsbkenre  Ilpesupenta Poccuiickoir  ®enepanuu; mnocraHoBieHue IlpaButenbcTBa
Poccuiickoin denepanuu;

Pacnopsixenue IpasurensctBa Poccuiickon denepanuu.

C nponucHoOi OyKBBI MUIITYTCS Ha3BaHMS JIOKHOCTEH B CHCTEME TOCYJAapCTBEHHOM BJIACTH U
ynpasienus: Poccuiickoit deneparuu:

[Ipesunent Poccuiickoit deneparuy;

PykoBoautens Anmunuctpanuu [Ipesunenta Poccuiickont @enepannu;
Cosetnuk IIpesuaenta Poccuiickoii denepainuu;

[Ipencenarens [IpaBurensctBa Poccuiickoit denepaiuu;

[Tepsriit 3amectutens [Ipencenarens [IpaBurensctBa Poccuiickoit deneparuu;
3amectutens [pencenarens [IpasurensctBa Poccuiickoit denepanmu;
[Ipencenarens Koncrurynuonnoro Cyna Poccuiickoit deneparuu;
[Ipencenarens BepxoBuoro Cyna Poccuiickoi ®@enepannu;

[Ipencenarens Bricmiero apoutpaxuoro cyna Poccuiickoit deneparuu;
Munuctp dunancoB Poccuiickoii deneparum;

IIpencenateny I'ocymapcTtBeHHOoro komutera Poccuiickoii @Dexepanuy 1o BOIpocam
aApXUTEKTYPHI U CTPOUTEIILCTBA;

PyxoBonutens Anmnapara [IpaButensctBa Poccuiickoit @eneparui.

AHaJIOTMYHO TMUIITYTCS Ha3BaHUS TOJDKHOCTEN B CUCTEME MPEICTABUTENLHOM, UCTIOJIHUTEIBLHON U
cyneOHo# BiaacTu cyobekToB Poccuiickoit deneparum.

Co cTpouHOii OyKBBI MUITYTCS HA3BAHUSA CIEAYIONINX JOHKHOCTEH:
HavanbHUK ['ocynapcTBeHHO-TIpaBoBOro ynpasieHus [Ipesunenta Poccuiickoit denepannu;
HavanbHUK KoHTponbHOTro ynpasnenus Aamunuctpanuu [Ipesuaenta Poccuiickoit depeparuu;

TeHEpaAIbHBIN TUpekTop denepaabHOTO areHTCTBA MPABUTEIBCTBEHHOW CBS3W M MHGOpPMAIIH
nipu [Ipesunenrte Poccuiickoit deaepanuu;

NepBbIi 3aMecTuTens MuHucTpa BHyTpeHHHX Aen Poccniickoit denepanuu;
3amecTuTeNb MUHNCTpA 31paBooxpaneHus Poccuniickoit denepanuu;

3amecturenb Ilpencenarens I'ocymapctBeHHoro komutera Poccuiickoit @Penepauuud 1o
YIPABJIEHUIO FOCYAAPCTBEHHBIM UMYILIECTBOM;

npeaceaarciib Komutera Poccutickoi d)ez[epam/m 110 I'€OJIOTHH U UCIIOJIb30BAHUIO HEP,

FeHepaJ’IBHHﬁ JAUPCKTOP Poccuiickoro KocMH4eCKOro arC¢HTCTBA,



riiaBa agMUHKMCTpauu KpacHosipckoro kpas;

ryoepHaTop CaxalMHCKOH o0nacTu;

Map Cankr-IlerepOypra;

IIpEMbEp NPAaBUTEILCTBA MOCKBBI;

npenceaarens Boennoit komernn BepxoBHoro Cyna Poccuiickoit @enepanuy;
YIECH KOJUIETMH [ eHepallbHON POKYpPATYPBI.

Ha3Banus noimKHOCTEH pyKOBOAMTENEH OOIIECTBEHHBIX OpPraHU3AIMM MHIIYTCS CO CTPOYHOM
OYKBBI:

npenceaarens Oenepanny He3aBUCUMBIX MPodeccHoHANbHBIX c0r030B Poccuu;

npe3uieHT Coro3a apeH1aTopoB U npeanpuHumareneit Poccun.

C nporicHOM OYKBBI MUITYTCS Takue 3BaHuUsA, Kak ['epoii Poccuiickoit deneparuu. [loueTHbie
3BaHusl Poccuiickoil denepanny MunryTcss B KaBblUKax U ¢ IPONUCHON OYKBBI, B APYTUX CIIydasx
MOYETHBbIE 3BaHUS MUIITYTCS Oe3 KaBblUeK W CO CTPOYHON OykBbl. Hanpumep: '"ycTaHOBUTH
nouetHoe 3BaHue "Hapoausiii aptuct Poccuiickoit ®enepauun"", "IpUCBOUTH MOYETHOE 3BAaHUE
"Haponnpiii XxynoxxHuk Poccuiickoit ®enepanun"" (ro: "HarpaauTh HaApOIHOTO apTHCTA
Poccuiickoii @eneparun").

BouHckue 3BaHus, yueHbI€ CTENIEHU U 3BaHMsI IUIITYTCS CO CTPOYHON OYKBBI:

MapIiai apTuuiepuu (1o: ['maBHBIA MapIial aBHalym);

reHepall apMHy;

aZMupan;

aKaJeMUK;

JEUCTBUTEIBHBIN 4ieH POCCUICKON aKkaleMUH HAyK;

JOKTOP TEXHUUYECKUX HaYK;

YIeH-KOPPECTOHAEHT Poccuiickoil akaieMuu HayK;

naypeat ['ocygapCTBEHHON IPEMUU.

CyIecTBYIOT Tak Ha3bIBaeMbI€ YCIIOBHBIE MMEHa COOCTBEHHBIE. B 0COOOM CTHIIMCTHYECKOM
ynoTpeOIeHUH C MPONMUCHOM OYKBBI muIryTcs cioBa "Poguna, "OTtunzna", "Uenosek" u ap.

Co cTpoyHO OYKBBI MUIIETCS MTEPBOE CIIOBO B CIACAYIOIMINUX CIOBOCOUYCTAHUIX:
rocyjapcTBeHHas rpanuiia Poccuiickoit denepannu;

rocyjnapcTBeHHas Harpaaa Poccuiickoit @enepanuu.

CrnoBo "T'ocygapcTBeHHBIN" TTUIIETCS ¢ IPOITUCHON OYKBBI B CIIEIYIONIUX CIIOBOCOYCTAHUSIX:

I'ocynapcrBennsrii repd Poccuiickoit deneparuu;



l'ocynapctBennsbiii ruMH Poccuiickoit @epepanuu;
Tl'ocynapctBennstit durar Poccuiickoii @enepanum;
I'ocynapcTBenHas nmporpamma...
3. HauboJsiee ynorpedisieMble COKpallleHNsl CJIOB

Bce cokpamieHus cioB WM HAaMMEHOBAHWUW JIOJKHBI OBITH OOIIENPHHATHIMH. Hampumep,
COKpAII[EHHO 3aIllMChIBAIOTCS Ha3BaHUE €IMHUI U3MepeHus (MpH mudpax):

aMmriep -A METp -M
atMocdepa - at™ MUJUTAMET] - MM
reKTap -Ta CEeKyHJIa -c
rpamMm -T TOHHA -T
KUJIOTpaMM - KT LICHTHEP -1l

CymiecTByIOT U APyTrue OOMICTPUHSTHIC COKPAIICHHUS:

TOJ, TOIIBI - T., TT. (ipu mudpax)  obmacTs - 0071

ropoJf - I. (Ip1 Ha3BaHHUM) MIOCEJIOK - TTOC.

JIOM - ]I npoyee - 1p.

apyroit (apyrue) - 1p. MYHKT - II.
KEJIE3HOAOPOKHBIN - XK. palioH - p-H (pU Ha3BaHUM)
Y TaK jJayiee - u T.I. pyOIs - p., pyo.

¥ TOMY TIOJIOOHOE - ¥ T.II. CeJIo - C. (MpU Ha3BaHUM)
KOIEHKa - K., KOII. CMOTPH - CM.

MUJTAAP]L - MIIPJL TO €CTb - T.€.

MMWJIJIMOH - MJIH ThICsYa - ThIC.

OdunuanbHO y3aKOHEHO MHOXECTBO COKPAIICHHBIX HAMMEHOBAHUMN yUpEKJIEHUN, OpraHu3aiuii.
Hekotopele U3 HHMX MO NEpBbIM OyKBaM IOJHOTO HauMeHOBaHMs (OyKBEeHHbIE aOOpeBHATYpHI),
HanpuMmep MI'Y (MockoBCckHMii TOCylIapCTBEHHBIH YHHMBEPCUTET); MO CJIOrOBOMY IPUHIMILY,
Hanpumep Mun3apaB (MUHHCTEPCTBO 3paBOOXPAHEHHs); IO CMEUIAHHOMY MPHUHLHUITY, HaIIpUMEp
['unpoxonon  (I'ocynapcTBEHHBI HWHCTUTYT 10 MPOSKTHPOBAHUIO XOJIOIWIBHUKOB, (HadpuK
MOPOYKEHHOT0, 3aBOJIOB CYXOI'0 W BOJHOIO JIbJa U JKUAKON yriaekuciotTsl). Ilpu stom OykBeHHbIE
aO0OpeBUaTypbl, YHTaeMble IO CIIOTaM, CKJIOHSIOTCS KaK OOBIYHBIC ciioBa. VICKiroueHue
cocTaBisAoT clioBo I'DC 1 mojo6HbIe, KOTOPBIE HE CKIOHSIOTCS.

COKpaH_IGHHaH 3alMUCh CJIOB TIIOJIHOCTBKO OTBCYACT CTPEMIICHUIO YMCCTUTb MAKCHUMAJIbHOC
KOJIMYECTBO I/IH(i)OpMaIII/II/I B MUHHMAaJIbHOM 00BeMme Tekcta. Ho COKpAalICHHBIC HAITMCAHUA JOJI?KHBI



ObITh TOHSTHBI YMTAIOIIEMYy, HampuMmep, cokpamieHus "Oyk.", "Oyx." HU3BECTHBI  TOJBKO
cnermanuctam  ("Oyk." - Oykcup, "Oyx." - Oyxta). OTHaKO JOKYMEHT, B KOTOPOM YIOTPEOJIICHO
CIIOBO B COKPAIIICHHOM BHUJI€, MOXKET OBITh MpeHa3HaueH JJIsl OUYeHb IHUPOKOTo Kpyra juil. B aTom
cllydae COKpallleHue JOHKHO OBITh 3aMEHEHO MOJHBIM HanmucanueMm. Heo0XoauMo y4uThIBaTh U TO,
YTO HACBIIICHHOCTh TEKCTa COKPAIICHUSIMH KaK Obl CHI)KAeT OQUIHATIBHBIN TOH TOKYMEHTA.

Hanmcanue coxpamiennii 1ommkHO ObITh yHH(UIMpoBaHO. Hemomyctumo, Hampumep, B OZHOM
TEKCT€ COKpamath cioBo "paiioH" m "p.", m "p-H". Henw3st cokpamarh 00O3HAYEHUsS €IUHMII
(bu3NUeCKUX BEIMYHH, €CIM OHU YMOTpeOnstoTcs 0e3 mudp. VCKIoYeHne COCTaBISIOT €IWHHIIBI
buznyecKnX BETUYMH B Tabnuiax U B pacmudpoBkax OYKBEHHBIX O00O3HAYEHUH, BXOJISAIINX B

bopmyIbL.

B odunmanbHeIX TEKCTaX HE JOJKHO OBITH pa3HOOOs B HAllMCAaHUM HMMEH, TeorpauuecKux
Ha3BaHUM, TEPMHUHOB, JOJDKHOCTEH, yupexaeHuit u t.4. Tak, ecan ofHaxapl paMuUiIMsl HamucaHa ¢
JIByMsl MHUIMaaMu, HanpuMep, "MBanoB B.B.", nnu "B.B.lBaHoB", 0Ha 1 B JanbHENIIEM A0KHA
IUCATBHCS TAK XKe.

4. OdopmiieHue AT U YUCET B JOKYMEHTAaX

JlaTel ¥ KaJeHJApHbIE CPOKH B TEKCTE IMPOCKTOB PEIICHUN PEKOMEHIYETCS MUCaTh B OJIHOM
CTpoke TakuM obpazom: 15 mas 1993 r., B mae 1993 1., no: 3a 8 mecsieB 1993 rona, B 1993 rony,
miad Ha 1993 rox, ¢ 1988 mo 1995 roxa, B 1992-1993 ronax; B nepBom nosyroauu 1991 r., no: B 1
kBapraine 1993 r.

B Ha3BaHMSIX MPa3HUKOB ¥ 3HAMEHATEIBHBIX JAT C IPOMUCHON OYKBBI IMUIITYTCS MIEPBOE YHCIIO H
nMeHa coOcTBeHHbIe: Bocbmoe mapra, Hoserit ron, Jlenp metamnypra, JIeHb pOCCHIMCKON TIeYaTH,
PoxnectBo XpucroBo, xo: [enb [lobensl. Ecau HauanpHOE MOPSIKOBOE YHUCITUTEIHHOE B TaKOM
Ha3BaHWW HamMCaHO IM(POH, C MPONMUCHOW OYKBBI MHIIETCS CIEAYIOIee 3a HHUM CJIOBO.
[TopsiikoBOE YUCIUTENBHOE IPU 3TOM HE UMeeT HapaiieHus: 1 Mas, 8 Mapra.

[TopsiakoBOE YMCIUTEIBLHOE MUIIETCS] CIOBAMH M CO CTPOYHOU OYKBBI B CIIOBOCOUETAHUM THIIA:
"mpencraButenu Poccuiickoit ®dexepanuu Ha CEMBIECAT TIEPBOM 3aceaHuu | eHepalibHOM
Accamb6iaen OOH".

[TopsiakoBbIe YHCTUTENbHBIE, 0003HaUYaeMble apaObCKUMU U (pamMu, TUITYTCS C HapaleHneM: 8-i
psa, 80-e ronel. [lopsiakoBble YHCIUTENbHBIE, 0003HaYaeMble pUMCKUMH IH(paMu, MUIIYTCs O0e3
HapameHus: padouue 11 paspsina, Il ogepens crpourenscTBa, crienuanuct I kaTeropuu.

JleHexkHbIe BBIpaXKEeHHs, 00O3HAYaroIMe CYMMBI OoJiee OJHOHM TBHICSYM, B TEKCTE MPOEKTa
penIeHus] peKOMEHIYeTCs UcaTh [udpaMu U cIoBaMH: 5 ThIC. pyOunel, 1 Ml pyOneii. JlenexHsie
BBIpaKEHUS B pyOisix cineayeT nucath Tak: 108 pyo.

Ha3BaHusa enuHMIl u3MepeHUsT B TEKCTax YKa30B, IIOCTAHOBIECHUHW W  PaCHOPSHKECHUN
PEKOMEHJTyeTCSl TTUCaTh CISAYIOMMM 00pa3oM: S5 ThIC. MeTpoB, 16 ToHH, 120 kB. MeTpoB, 60 Ky0.
MeTpoB, 20 MITH. TOHH; B IPHJIOKEHUSIX - COKpAIIeHHO: 5 ThIC. M, 120 kB. M, 60 Ky0 M, 20 MIIH T.

CymiecTBUTENBHOE MOCTE APOOHOTO YMCIa COrlacyercs ¢ APOOHOM €ro 4acThi0 U CTaBUTCS B
POAUTEIHLHOM IAJIeKE €AMHCTBEHHOTO yucha: 28,5 MeTpa, 28,5 KB. MeTpa, Ho: 28,5 ThIC. METPOB.

[Ipun 0003HAYEHUU KOIHMYECTBA MPEAMETOB, a TAK)KE KOJIMYECTBA JIOJICH HE YIOTPEOJSIIOTCS
ciosa "mtyk", "genosex": 10 aBromobmiieit, S0 pabouux, a He 50 yenoBek padbounx. Ho: 100 rosnos
ckota (mTuiel). CIIOKHBIE CYIIECTBUTEIbHBIE W TpHJIaraTebHbIC, UMEIOIIME B CBOEM COCTaBE
YUCJIUTENbHbIE, MUIIYTCs Tak: 150-nmetue, 3-MecsauHblil, 25-npoONEeHTHBIN, 3-AHEBHBIN, 1-, 2- , 3-
CEKIIMOHHBI.



Heo0xoauMo MOMHHUTB, YTO OKPYIJIEHHME YHCIOBBIX 3HAUEHUH BEJIMYUH J0 IEPBOr0O, BTOPOTO,
TPETbEero U T.JA. JECATUYHOTO 3HAKa IS Pa3lMYHBIX TUIIOPA3MEPOB, BUIOB, MAPOK MPOIYKIIUU
OJTHOTO Ha3BaHMs, KaK MPABUJIIO, TOJKHO OBITH OJTMHAKOBBIM.

HepomnyctuMo ucnosnb30BaTh B TEKCTE MAaTEMATUYECKUH 3HAK MMHYC IEpe]] OTPULATEIbHBIMU
3HAYCHUSIMH BEJIMYHMH. 3HAK MHHYC CJIeAyeT 3aMeHsATh ciaoBoM '"MuHyc". Henmb3s ymoTpeOnsarsh
3HAKW HOMEpA U TPOIeHTa 0e3 1udp.

IMpunoxenus
IIpuioxenne 8.1
KpaTkmuii ciioBapb TepMHHOB U3 00J1aCTH [1€JIONPOU3BOICTBA
Hau06os1ee yacTo npuMeHsieMble TEPMHHBI, IOJYYHBIINE OTPAKEHHE B FOCYAapPCTBEHHBIX
CTaHJAapPTaX, peKOMEHIAHUAX MEeKIYHAPOAHONH OPraHU3alMu 10 CTAHAAPTH3AIUH,
HOPMAaTHBHO-TEXHUYECKHX pa3padoTkax
Ajxpecar - osry4arelb.

AJpecaHT - OTIIPAaBUTEIIb.

AKT - JTIOKyMEHT, COCTaBIICHHBI HECKOJILKHUMH JIUI[AMU M TOATBEPKIAOIINN yCTAHOBJICHHBIE
(haKThl WU COOBITHS.

ARHeHT - COrIaCu€ Ha HIpCAJIOKCHUC BCTYIIUTHb B CHACIIKY, 3aKJIIOYHUTL IOIOBOP HAa YCJIOBHIX,
YKa3aHHBIX B IMPCAJIOKCHUN.

AHKeTa - JOKYMEHT, PEJCTABJISIOMUNA co00i TpadapeTHbId TEKCT, COAEp KAIUN BOIPOCHI 110
OTpeieIeHHOM TeMe ¥ MECTO JIJIsl OTBETOB (UM OTBETHI) HA HUX.

AHHOTALIMA - KpaTKOE€ U3JI0KCHUC IICPBOUCTOYHHUKA.

ApXHMBHasi BBINIMCKA - JJOCJIOBHOE BOCIIPOM3BEJCHNE YAaCTH TEKCTAa JOKYMEHTA, XPaHS;IIErocs B
apXx#Be, 3aBEPEHHOE B YCTAHOBJICHHOM IOPSIKE.

ApXHBHaH ClipaBKa - CIIpaBKa 00 HMCIOMIUXCA B JOKYMCHTAJIbHBIX MAaTCpHaiax apxuBa
CBCACHUAX II0 OIPCACICHHOMY BOIIPpOCY, TEMC, NPCAMCTC WU 6I/IOl'”pa(1)I/I‘leCKI/IX CBCACHMUAX,

3aBCpPCHHAA B YCTAHOBJICHHOM IMOPAIAKE.

AcCHeKT - TOYKa 3peHus, C KOTOPOH MPOU3BOAUTCS MOUCK JOKYMEHTA WM M3BJICYECHUE W3 HETO
HEOOXOIUMBIX CBEICHUI.

Buaank - Gelnblif TUCT ¢ YaCTUYHO HalleyaTaHHBIM TEKCTOM M MpoOesiaMu, KOTOPbIE 3aMOHAIOTCS
aKTyajapHOW MH(popmanuel (Hanpumep, aHKeTHbIN B.).

BenomocTh - mepedycHb KaKUX-TMOO NaHHBIX (CBEIEHUWH), PACIIONONKCHHBIX B OMPEACICHHOM
nopsiike (miarexHas B., o6opotras B. u T.11.).

Buza - MoANUCH, IMMOATBECPKAArOIIAA (1)3.KT O3HAKOMIJICHUS JOJIKHOCTHOI'O JIMIA C JTOKYMCHTOM.

BuyTpenHuii agpec muchbMa - HalMEHOBAaHUE W aJpec OpraHU3alUu WK GamMHIds U aapec
JM1a, KOTOPOMY HAlpaBJIEHO MHUCHMO.

BHyTpeHHHH JOKYMEHT - [OKYMEHT, IpPEIHAa3HAYCHHBIA JUIs HCIOJIB30BAHMS TEM
YUPEXKIEHUEM, B KOTOPOM OH CO3/aH.



Bxoastiuii J0KyMEHT - TOKYMEHT, IOCTYIUBILINN B yUpPEKICHHE.
Boinmcka - Konust 4acTu TEKCTOBOIO JIOKYMEHTA.

I'padpuk - TEKCTOBOW JOKYMEHT, OTpPaKaIOIIWK, KaK MPaBWIO, TUIAaH PabOThl C TOYHBIMU
MOKa3aTeJIsIMU HOPM U BPEMEHHU BBITTOJIHEHMSL.

I'pud - nomeTka, ykas3pIBaromas Ha 0COObI XapaKTep WM 0COOBIH CIIOCOO TEPECHUIKH JICTIOBOM
KoppecnoneHuu (""cekpetHo", "cpouHo", "He MOAJIeKUT orjameHuro", "TuaHo").

Jlata - 9ucio, MecsIl U TOJ COCTaBJICHHS WM TOJAMUCAHUS JIOKYMEHTa, YKa3aHHBIE HA HEM
apabckumu 1udpamu.

Jesio - equHUIa XpaHEHUS! NMHCbMEHHBIX JTOKYMEHTOB B apXHBE, MOMEIIECHHBIX B OTIEIbHYIO
TanKy.

Jle10BO€ MUCBMO - TOKYMEHT, TPUMEHSEMBIH JUTsl CBSI3H, TIepeaayl HH()OpMaIK Ha pacCTOsSTHUE
MEXy ABYMSI KOPPECIIOHJEHTaMU, KOTOPBIMU MOT'YT OBITh M IOpUANYECKHE, U (PU3HUECKHE JTHLIA.

IICJIOHPOI/I?.BOHCTBO - BCACHUC KAHLCIAPCKUX ICJI, COBOKYIIHOCTDb pa60T 110 JOKYMCHTHUPOBAHUIO
JACATCIIBHOCTH y‘IpC)KI[GHHfI H 1O OpraHv3anu JOKYMCHTOB B HHUX.

JIMpeKTUBHBIN JOKYMEHT - JIOKYMEHT, COJEpXKalluid 00sf3aTelbHbIe K WCIIOJHEHUIO YKa3aHUs
BBIILIECTOSIIUX OPTaHOB.

JIOBepeHHOCTDb - TOKYMEHT, JAIOUIUH ITOJHOMOYUS €ro MPEIbsBUTENI0 HA BBIIOJIHEHUE KAKHUX-
100 AEUCTBUN OT UMEHU JI0BEPUTETIS.

JI0roBOpPeHHOCTD - JOKYMEHT, (PUKCUPYIOLIHHA COTJIAIIEHNE IBYX WJIM HECKOJIBKUX CTOPOH.

JloknagHasi 3anMcKa - JOKYMEHT, a/IpeCOBAHHBIN PYKOBOJICTBY, B KOTOPOM H3Jaraercsi Kakom-
7100 BOIPOC € BBIBOAAMU M MPEJIOKEHUAMHI COCTaBUTEIIS.

JlokymeHT - nH(pOpMaIKs Ha MaTepHAIbHOM HOCUTEINE, UMEIONIasi FOPUIUIYECKYIO CHUTTY.

JlokymMeHT0060pOT - 1) IBMKEHHE TOKYMEHTOB B YUPEXKJACHUU C MOMEHTA MX IMOJIyUYE€HUS WU
CO3JIaHUs JI0 3aBEPIICHMs UCIIOTHEHUS WM OTIPaBKH; 2) KOJUYECTBO BXOJSIIUX, BHYTPEHHUX U
UCXOMSAIINX JTOKYMEHTOB YUPEKIEHUS 32 ONpeAeNIeHHbIA EPUO BpEMEHHU.

J_IOCI)C - JOKYMCHTBI, OTHOCAIIHUECA K KaKOMy-J'II/I6O Aciny.

Jy0amMKar - 5K3eMIUIAp JOKYMEHTa, COCTAaBIEHHBIM B3aMEH OTCYTCTBYIOIIETO MOJIMHHUKA U
MMEIOIINA OJJMHAKOBYIO C HUM IOPUIUYECKYIO CHITY.

3asiBjIeHUeE - JOKYMEHT, COJIep Kallliii MPOCKOY WK MPEAJIOKEHHUE JIUIA (JIUI) YUPEKACHUIO UITH
JOJKHOCTHOMY JIMITY (Harpumep, 3. o mpueme Ha paboTy, 3. 0 IpeaocTaBIeH!H OTIyCcKa U T.1.).

W3BemeHue - JOKyMEHT, HHGOPMHUPYIOIIUH O TMPEACTOSIIEM MEPONPHUITHH (3aceaaHuH,
coOpanuu, KOHGEPEHIIUN) U COACPKAIIUN TIPEIOKESHHIE MPUHATH YIacTHe.

HNupexc - ycnoBHoe 0003HaueHUE, MPUCBAMBAEMOE JOKYMEHTY B Ipoliecce ydyeTa (perucTpaiimn)
Y UCTIOJTHEHHS.

HNuaexcamusi - mpoCTaBIICHUE WHJICKCA.

HNupexc fpesa - THOPSAKOBBIM HOMep Jella 1O HOMEHKJIAType M YCIOBHOE 00O3HaueHHe
CTPYKTYPHOM YacTH y4pe:KJI€HUH, MPOCTaBIIsieMble Ha 00JI0KKE Jea.



NHunuaTuBHBIA  JOKYMEHT - JIOKyMEHT, T[IOCHY)KMBIIMH HAa4yaJlOM  pPacCMOTPEHHUS
OIIpPE/IETIEHHOIO BOIIPOCa.

Hexoasimmid JOKYMEHT - JOKYMEHT, OTIIPABICHHBIA U3 YUPEKICHUS.

KnaccudukannoHHbIii HHAEKC - YCIIOBHOE 0003HaueHHe (1nppoBoe, OYKBEHHOE, CMEIIAHHOE ),
MPUCBAaNBAEMOE KJIaCCU(PUKAITMOHHBIM JICJICHUEM CXEMbI KJIacCH(UKAIMU W TPOCTABIISIEMOE Ha
KapTOYKaxX CUCTEMATHYECKOTO U JIPYTUX KaTajoroB. MOXKET MPOCTABIATHCSA M HA JOKYMEHTAX, U Ha

enax.

KoHcepBanusi 1oKkyMeHTa - IpeOXpaHeHNe JOKYMEHTa OT pa3pylIAoNIero JeHCTBUS BHEUTHEH
Cpebl.

KonTpakT - 1oroBop 00 yCTaHOBJIEHUH, U3MEHEHUH WJIU MPEKPAIICHUN [TPaBOOTHOLIECHHH.

KOHTPOJIBHBIN JUCT - TAIOH I WHIWBUAYAIbHOM PErMCTPALlMHA JOKYMEHTOB, BKIIFOYAOIIUI
PE30JIIOLMIO U TEMY ITHCHMA.

Koppecnonz[eHT - YUPCKACHUC NI OTACIIBHOC JIMIIO, C KOTOPBIM BCACTCS IICPCIIUCKA.

Kpenur - BriIIOYCHHas B CMETy CyMmMMa, B TpeleliaXx KOTOpPOH paspelieH pacxon Ha
OTIpPEICIICHHYIO TOTPEOHOCTb.

JIMMHUT - TOKYMEHT, ONpPEACIAIONINI MPEAeIbHbIM pa3Mep aCCUIHOBAHUM JICHEKHBIX CPECTB,
OTITyCKa MaTepHaJlOB U T.JI. U3 TOCYIapCTBEHHBIX (DOHIIOB.

JInueBoii cuer - OyXraiTepckuil TOKYMEHT, OTpa)xaroluii epeaady Kakoro-mmoo KOHKPETHOTO
BHJIa CpEACTB (MaTepHalioB, HUHCTPYMEHTOB, NPOAYKIUHU, 3JaHUA U T.JI.) OIPEACICHHON

OpraHu3anuu Wid JIMimy nu coz[epmamﬂﬁ JACHCKHBIC PAaCYCThI C HUM.

JluuHoe nmeso - 1eno, BKJIFOYAIONIEE JOKYMEHTHI O KakoM-iuOo ymne (o ero Ouorpadwwm,
0o0pa3oBaHMH, TPYIOBOM WIIH OOIIECTBEHHOM JESITEIIBHOCTH).

MamuHOYHUTAaeMbIii TEKCT - JOKYMEHT, MCIIOJIb30BaHME KOTOPOro TpeOyeT INpUMEHEHUS
CIELUAJIBHO NpeIHa3HAUYE€HHbIX TEXHUYECKUX CPEJICTB.

Hapsin - mokyMeHT, cojaepkalluii CBEJEHHS O pacHpelesieHud paboT Mexay padounMu-
CHEINBIIMKAMH, YUET BIPA0OOTKU U pacdeT MPUUUTAIONIEHCS UM 3apIlIaThl.

Hapsig-3aka3 - ruiaHoBO€ 3alaHUE PYKOBOJUTENA YUYPEKIACHUS NMOAYMHEHHOMY MPEINPUATHIO
WM PYKOBOJUTENS MIPEINPUITHS 1IEXY O BBIITOJHEHUH OIpe/Ie]IeHHON paOoThI.

HomMmenkJatypa - nepedeHb HAaMMEHOBAHMIA.

HOMeHKJIaTypa aea - CI/ICTeMaTI/ISI/IpOBaHHHﬁ NEepCUCHb HJIN CIHCOK HaMEHOBaHUMN pI(SA) 8
3aBOAUMBIX B JICJIOIIPONU3BOJACTBC YUPCIKICHUS.

Homep Bxoasiiero mnucbMa - pPETUCTPALMOHHBIM HOMEpP JOKYMEHTa, IPOCTaBIsAEMBbII
azpecaToM.

Homep wmcxoasimero pgejsa - pErUCTPALAOHHBIA HOMEP JOKYMEHTA, IPOCTABIISIEMBIN
OTIIPABUTEIIEM.

HopmaTtuBHbIe JOKYMEHTBI - JOKYMEHTBI, B KOTOPBIX YCTaHABIIMBAIOTCS KaKUe-TMOO MpaBuIia,
HOPMBI.



HopmaTtuBbl - JOKYMEHTHI, COJEp)KAIlME TMOKA3aTeNM 3aTpaT BPEMEHH, MATEPUAIBHBIX WU
JICHSKHBIX PECYpPCOB, TMOKA3aTelId H3TOTOBISEMOW TPOIYKIIMH, TPUXOASIIMECS Ha KaKy-JIHOO
eAUHUILY (M3/1eTTue, OTePaLlUIO U T.1.).

Hopmbl - 10oKyMeHT, coiepxamuii cBeAeHHs 00 YCTaHOBJIEHHBIX BenuuuHax uvero-nuoo (H.
BbIpaboTkH, H. BbI1aun yero-mmbo).

OO0bsicHUTEIbHAS 3aMUCKA - 1) JOKYMEHT, MOSCHSIONINN COJep)KaHUE OTIACIBHBIX TOJOKCHHUI
OCHOBHOTO JOKyMeHTa (TUlaHa, oOT4YeTa, NpOeKTa); 2) CooOIeHNe IOHKHOCTHOTO JIWIIA,
MOSICHSAOIIEE KaKoe-THOo JelcTBUe, (akT, IMPOUCIISCTBHE, MPEACTABISEMOE BBIMICCTOSIIECMY
JIOJKHOCTHOMY JIUILY.

Onuce - ropuandeckr 0OpMIICHHBIH TTepeueHb TOKYMEHTOB.

OpurunaJ 10KyMeHTa - 1) nepBOHAYaJIbHBIN AK3EMILISAP JOKYMEHTA; 2) SK3EMILIAP JOKYMEHTA,
ABJISIIOIIMNACS UCXOJHBIM MAaTE€PUAIOM JUIsl KOMUPOBAHMUS.

Oco0ble 0TMETKH - OTMETKH O CTEIICHU CCKPCTHOCTH U CPOUYHOCTU UCIIOJITHCHHA JOKYMCHTOB.

Ot4er - JOKYMEHT, COJepKallluii CBEAEHUS O NOJATrOTOBKE M MPOBEJEHMU paboT, 00 HTOrax
BBIIIOJHEHHS IUIAHOB, 3aJaHUM, KOMAaHIMPOBOK M JPYTHX MEPONPHUATHH, IPEACTABIIAEMBIN
BBIIIECTOSIIIEMY YUYPEKACHUIO KaK JODKHOCTHOMY JIULLY.

Odepra - cm. [Ipegnoxenue.

O(l)I/II[I(IaJIbeIe AOKYMEHTBI - JOKYMCHTBI, COCTABJICHHBIC YUPCKIACHHUEM HIU OOJKHOCTHBIM
JIUIIOM H O(l)OpMJIeHHI)IC B YCTAaHOBJICHHOM IIOPSAOKE.

Incbemo - 06001mIeHHOE HAUMEHOBAaHHME PA3IUYHBIX 10 COAEPIKAHUIO JTOKYMEHTOB, CITyXKaIlnuX
CPEACTBOM OOLIEHUS MEXY YUPEKIACHUSIMH, YACTHBIMU JIUI[AMH.

IloBecTKa - opuIMATEHOE COOOIIEHNE YACTHOMY JIUILY C IPEIOKEHHEM KyIa-JIn00 MPUHTH WU
YUPEKIEHUIO - BBICIATh CBOETO MPEICTaBUTEIIA.

MoanMHHUK J0KyMeHTa - 1) JOKyMEHT O(UIIMATBFHOTO MPOUCXOXKICHUS B OKOHYATEIHHOMN
PEAaKINH, YIOCTOBEPEHHBI COOTBETCTBYIOIIUM 00pa3oM; 2) pyKOMHCH.

HOIHII/ICL HAa JAOKYMEHTE - TIIOAIKWCh JOJDKHOCTHOI'O JiMIla HWJIM aBTOopa JOKYMCHTA,
YAOCTOBCPArOIIas €ro NOAJIMHHOCTE WJIN 3aBCPAIONIasad KOITHUKO JOKYMCHTA.

ITosioxxenne - 1) mpaBOBOM akT, YCTaHABJIMBAIOIIMKA OCHOBHBIE IpaBWJIa OPraHU3aLUA U
JIEATEIIBHOCTH TOCYAAPCTBEHHBIX OPraHOB, CTPYKTYPHBIX MOAPA3[C/IEHUN OpraHa, a TaKxKe
HWDKECTOSIIIMX YUYPEXKACHUN, OpraHu3alluid U TMPEeANpUsATHH; 2) CBOA MpPaBWI, PEryIHPYIOIIHUX
OINpENIeNIEHHYI0  OTpacib TOCYJapCTBEHHOTO  YIPaBJIEHUs, MOJUTUYECKOH, OOILIECTBEHHOMH,
KYJIbTYPHOHN WM XO3AMCTBEHHOW KU3HHU.

IIpenjioskeHne - TNUCBMEHHOE 3asBJIICHHE OT WUMEHU MPEANPUATHS, AJPECOBAHHOE JPyromy
HPEANPUATHIO, O TOTOBHOCTH 3aKJIIOUYUTh C HUM JIOTOBOP Ha OIPEJEeNIEHHBIX YCIOBUAX; odepTa.

IIpeaMeTHBI KaTaaor - Karajor JOKYMEHTAJbHBIX MaTEepHaliOB, COJEpXAIlUil CBEJCHUS O
npeamerax  (Qaxrax, CoOOBITHSX, TreorpadUuecKux HAMMEHOBAHUSAX) H JIMIAX, KOTOPHIE
YIIOMHHAIOTCS B IOKYMEHTAaX, PAaCHOJI0KEHHBIX B aJI(paBUTHOM MOPSIKE.

IIpenmeTHblil yka3aTeib - yKazaTelb OCHOBHBIX MPEIMETHBIX (TeMaTHYECKHX) 00O3HAYEHUH,
PacrojI0KEHHBIX B aJi(paBUTHOM HOPSAKE.



IIpeacraBiienne - JOKYMEHT, COJEpN AWMU NPEAIOKECHHE O HA3HAYCHUH, NEPEMEIICHUU WIIU
MOOIIPEHUH JIMYHOTO COCTABA, a TAKIKE PEKOMEHIAILIMIO OMPENEIEHHbBIX NEHCTBUM U MEPONPUATHN
10 BOIIPOCAM JIEATEIIbHOCTH YUPEKICHHUS.

IIpelickypaHT - nepeyeHb BUAOB paldOT, yCIayr, NPOAYKIMU TOBAPOB U T.A. C YKa3aHUEM LIEH U
PacCLEHOK.

Hperenunonnoe NUCbMO - TIMCBMO, OTIIPAaBJICHHOC BUHOBHOM CTOpOHOﬁ B ClIydaec
HEBBITTOJHCHUS €10 3aKIIOYCHHBIX paHCC JOTOBOPOB U PAa3HOT'O BHUAa 00513aTEIILCTB.

Ilpukaz - 1) mnpaBoBoil akT, u3IaBaeMbli PYKOBOJMUTEIEM OpraHa TOCYAapCTBEHHOTO
yrpaBieHus: (€ro CTPYKTYpHOTO MOJpa3fiefieHus), ACUCTBYIONIMM Ha OCHOBE €IMHOHAYaIus, B
OeaX paspCli€Hrd OCHOBHBIX M OINCPATHUBHLBIX 3alda4, CTOAIIMUX IIECPEa AAHHBIM OPraHOM. B
OTZENBHBIX CIydyasgX MOXET KacaTbCsl IIMPOKOrO Kpyra OpraHu3alvil M JOJDKHOCTHBIX JIMIL
HE3aBUCHMO OT NOJYMHEHHOCTH; 2) JOKYMEHT, BblaBacMbli OpraHaMH TOCYJapCTBEHHOIO U
BEJIOMCTBEHHOTO apOuTpaxa Ha 00s13aTeNIbHOE UCIIOJIHEHUE €T0 PEIICHHUS.

IIporpamma - JOKyMEHT, M3JIararoliMii OCHOBHBIE HAIpaBJICHUS DPaOOTHl YUPEKIACHHUS WU
IPEIIPUITHS Ha ONpPEJENEeHHbIN nepruosa BpeMeHu (mpousBoacTBeHHas II.) umm 3Tambl U Cpoku
OCYIIECTBIICHUS KPYITHBIX PaOOT, UCIIBITAHUH.

IIpoexkT mOKyMeHTa - TIpeIBapUTENbHBI BapuUaHT JOKYMEHTa, MpeJHa3HAYECHHBIN IS
paccMOTpeHMS.

IMpoTokoa - TOKYMEHT, COJICpPIKAIINil MTOCIeIOBATEILHYIO 3aIHCh X0J1a 00CYKICHUS BOIPOCOB U
NPUHATHS PEIICHUH Ha COOpaHMSX, COBEIIAHUSIX, KOHPEPEHIMAX M 3aCEAaHUSIX KOJUICTHaTbHBIX
OpraHoB.

PacnopsiiuTeibHble JAOKYMEHTBI - JOKYMEHTB, B KOTOPBIX (PHKCHpYETCS pelieHue
aJIMUHHCTPATUBHBIX M OPraHU3alMOHHBIX BOIIPOCOB.

Pacnucanue - 00bsIBIEHHE O BpEMCHH, MECTC U IMOCICA0BATCIbHOCTH COBCPIICHUA yero-ianoo.

Pacnopﬂme}me - HpaBOBOﬁ aKT, I/I3,Z[8.BaeMBII71 CAUHOJIMYHO PYKOBOJHUTCIICM, I''TABHBIM O6p8.30M
KOJUICTUAJIBHOI'O OpraHa TOCYAAapCTBCHHOTO YIIPABJIICHHA, B HCIAX Ppa3pCHICHUA OICPATUBHBIX
BOIIPOCOB. Kax InpaBujIo, HMECCT OFpaHI/I‘ICHHHﬁ CPOK HeﬁCTBHﬂ H KacCacTCid Y3KOro Kpyra
JOJDKHOCTHBIX JIMIT U TpaXJIaH.

PerncrpanmoHHbIi IITAMII - IITaMII, COAEPKAILUN Ha3BaHUE YUPEKJEHUS, ATy pEerucTpau,
pEerucTpalMoHHbII UHIEKC, HOMEp Jela, B KOTOpoe OyeT MOMEIEH JOKYMEHT.

PerncrpanmoHHasi KapTouka - KapToyka, MpeJHa3HAUYEeHHAas Ui PerucTpaliy JTOKYMEHTOB B
JIEJIONPOU3BOCTBE YUPEKICHUS.

PerucrpanyoHHbIN HOMEP JOKYMEHTA - IIOPSIKOBBIM HOMEp, IPUCBAaUBAEMBIN BXOISIIEMY WU
UCXOZSAIIEMY IOKYMEHTY IPU €ro PErHCTPALMH, SBIIIOIIUINCSA 4YacThIO AEIONPOU3BOACTBEHHOTO
MHJIEKCA WIIU 3aMEHSIIOLUH ero.

Perucrpanusi A0KyMeHTOB - 3aIlMCh B YUETHBIX popmax (KypHaslaX, KapTOUKax U T.II.) KPaTKUX
CBEJIEHUH O JJOKyMEHTE M MPOCTaBICHHUE HAa JOKYMEHTE JIeJONPOU3BOJCTBEHHOIO MH/EKCA U JAThI
PETUCTPALINH.

Peectp - mepeueHp (crmucok) Yero-nu0o0, TNPUMEHSEMBIH B OyXTaJdTepCKOM ydYeTe |
JIenonpon3BocTBe (Harpumep, P. onmceit).

Pe3osonusi - penieHWe, TPUHITOE COBEUIAHWEM, ChE3IOM, KOH(MEpEeHIMeH W T.II. IO
o0CyX/1aeMOMY BOIIPOCY.



PCSOJIIOI[I/IH HA JOKYMEHTE - IIMCbMCHHOC YKAa3aHHUEC PYKOBOJAHUTECIA HMCIIOJTHUTCIIO O XapaKTepe
M CPOKax MCIIOJITHCHU JOKYMCHTA.

PekBU3UTHI - 00s13aTEIBHBIC AIIEMEHTHI CITYKEOHOTO JJOKYMEHTA.

PexkBU3MT [JOKyMeHTa - 00s3aTeNbHBIA WH(QOPMALMOHHBIA JIIEMEHT (aBTOp, JaTa M T.IL.),
HPUCYLIUH TOMY MJIM MHOMY BHJly TUCBMEHHOTO JOKYMEHTA.

PexsamanmoHHoOe NMUCHMO - 3asBlIeHUE 00 OOHApYKEHUU HenocTayl, 1eeKTOB B MOIYYCHHOMN
MPOJIYKIIUM WM B BBITIOJIHEHHOU padoTe.

Pedepar - xpaTkoe NTMCHbMEHHOE M3JI0KEHUE TTEPBOUCTOYHHUKA.

Pemenne - 1) mpaBoBoil akT, mpUHHUMaeMblil ucroskoMaMu COBETOB HAPOJHBIX AEMYTaTOB B
KOJIJIETHAJIbHOM TMOPSIZIKE B LEJIAX pa3pelleHns Hauoee BaKHBIX BOIIPOCOB UX KOMIIETEHIIUH.

PerreHusiMu UMEHYIOTCSI TAaK)KE COBMECTHBIE aKThl, U3/[aBa€MbIe HECKOJIBKUMH HEOTHOPOIHBIMH
OpraHaMy - KOJUICTHATBHBIMU U JICUCTBYIONIMMH HAa OCHOBE €IMHOHAYAIUsS, TOCYJapCTBEHHBIMU
OpraHamu 1 OOIIECTBEHHBIMH OPTaHU3ALUSIMH | T.JI.; 2) TOKYMEHT, COJCPKAIIUH 3aKIII0OUCHHE CyIa
WM apOWTpaXka 1Mo pe3yibTataM pa3z0opa TpakJaHCKOTO Jiela B Cy/A€ WIH CIIOPHOTO BOMpOca B
apoutpaxe; 3) pe3oroIys cOOpaHusi, COBEIIAHUS | T.1I.

Cpo0oaHOe npeaJioxkeHue - mperioxenne 06e3 o0s3aTenbeTB. Ecny 3aKka3uuk MpUMET YCIIOBUS
TaKOT'0 MPEIOKEHHMSI, CJICJIKA CUUTAECTCS 3aKIFOUEHHOM.

CnarouHasi onuch (pasr.) - OMUCH JTOKYMEHTAJIbHBIX MaT€pPUAJIOB, COCTaBJICHHAs YUPEKICHUEM
[IpU Tiepeiaye /1 B apXUB.

Cucrema JOKYMEHTHPOBAHUS - IPUHSTHIN B YUPEKICHUH MOPSIOK CO3AaHUs, OQOPMIICHUS U
WCIIOJIHEHHS IOKYMEHTOB.

CayxeOHasi 3amMcka - 3alKucka O BBIIIOJHEHUM KakoH-JIMOO paboThl, HampasiisieMas
JOJDKHOCTHBIM JIUIIOM JPYTrOMY JOJDKHOCTHOMY JIMITY.

Cocran YA0CTOBEPEHUSA - IIOAINHNCH U II€YATh.

Crnenudukanms - TOKyMEHT, COACPKaITUi MOAPOOHOE TIEPEUNCIICHUE Y3JI0B U JIeTalel KaKoro-
00 M3eNHs, KOHCTPYKIIUU, YCTAHOBKH H T.I1., BXOSIIUX B COCTaB COOPOYHOTO WIIH MOHTaXKHOTO
yepTexa.

CnHcok - nepednciaeHue ML WK IPEAMETOB B ONIPENEICHHOM IOPSIKE, COCTABICHHOE B LIETAX
MH(POPMALIUU WU PETUCTPAIUH.

CnpaBka - 1) JOKyMEHT, COAep X alliil OMUCAaHUE W MOJATBEPXKICHUE T€X WM HHBIX (DAKTOB U
COOBITHI; 2) TOKYMEHT, TOATBEPXKAArONTUH (hakThl OMOTpadUueCcKOro WK CIIYKEOHOTO XapaKTepa.

CnpaBouHo-uHGOpMAUMOHHBIH (OHI - COBOKYITHOCTh CUCTEMATU3UPOBAHHBIX MPOU3BEACHUMN
revyaTy U HEOMyOJIIMKOBAaHHON HayYHOU M TEXHUYECKOW JOKYMEHTAIUH, UCTIOIB3YIOIIUXCS B LEIIX
0TpacyieBoro HHGHOPMaIMOHHOTO 00CTYKUBAHUSI.

CranaapTt - HOpMaTUBHO-TEXHUYECKUH JTOKYMEHT, YCTaHABIMBAIOIIUN TPeOOBaHUS K Tpynmam
OJTHOPOJIHOM NPOAYKIMHM M B HEOOXOIMMBIX CIy4asX TpeOOBaHHA K KOHKPETHOW NpOAYKIUH,
npaBuia, odecreynBaone ee pa3padoTKy, MPOU3BOACTBO U MPUMEHEHHE, a Takke TpeOOBaHUS K
UHBIM OOBEKTaM CTaHAApTH3aluu, ycTaHaBnuBaeMble ['occrannmaprom P®. Cranpaptusanus
JIOKyMEHTOB, IIPUMEHSAEMBIX B OPIaHU3ALIMOHHOM M 3KOHOMHYECKOM YIPABIECHUU IPOBOAMUTCS HA
OCHOBE CIIeIIMANIbHBIX ITocTaHoBIeHuN [IpaBurenscTa POD.



CreHorpamMma - J0OCJIOBHas 3alUCh JOKJIAJOB, peueil M JIPYruX BBICTYIUICHUH Ha COOpaHUsX,
COBCIIAHUSIX U 3aCEaHMIX KOJUICTHAILHBIX OPTAaHOB, OCYIIIECTBICHHAS] METOJ0OM CTEHOTpaduu.

Cuer - 10KyMEHT, B KOTOPOM YKa3aHa MPUYUTAIOLIASCS 33 YTO-JIN00 JEHEKHAsA CyMMA.

Tabenp - mepeueHb KakUX-THOO TIOKa3aTesnel, COCTABICHHBIM B OINPENEICHHOM MOpPSIKe
(nampumep, T. oruetnoctu, T. ycneBaemoctn).

Tadauua - JOKYMEHT, COACPIKAIUii TEKCTOBbIE WM HU(MPOBBIC CBEICHHUS, pa3MENICHHBIE M0
rpadam.

TaOyasirpamma - Tabnuma, cocTaBieHHass TaOyIsITOPOM Ha OCHOBE aBTOMAaTHYECKOTO
BOCHPUATHUS JaHHBIX ¢ IepokapT, nepdoyeHT u T.1.

Tanon o0paTHOl CBSI3U - JOKYMEHT, YBEIOMIISIOUINI O MOJIyUeHUU Yero-nmudo (MH(popMmaim,
MaTepUaIbHBIX IIEHHOCTEH, TOKYMEHTOB).

TBepuoe NPEAJIOKCHUE - TIPCATIOXKCHUC, O(i)OpMJIHGMOC JUIOb JJI1 OJHOI'O BO3MOXXHOI'O
3aKa3yuKa (HOKYHB.TCJ'IH) C YKa3aHHEM CpOKad, B TCUCHHUC KOTOPOIro ITIOCTABIIUK CBA3daH OTHUM
MPEATIOKCHUCM.

Te3aypyc - cioBapb-CIpaBOYHHMK, B KOTOPOM HEPEUYHUCISAIOTCS BCE JIEKCUUECKHUE €IMHULIBI
MH(GOPMAIIMOHHO-TIOUCKOBOTO SI3bIKa (JIECKPUNTOPHI) C HUX CBS3IMU, a TAKK€ CHHOHUMUYECKHE
JIECKPHUIITOPHI U KIIFOUEBBIE CJIOBA M CIIOBOCOUYETAHUS €CTECTBEHHOTO SI3bIKA.

Te3uchl - KpaTKOC M3JIOKCHHUEC TCKCTAa JOKYMCHTA WJIN BBICTYIIJICHUA.

Teserpamma - 00001IEHHOE Ha3BaHHWE PA3IUYHBIX M0 COAEP)KAHUIO JIOKYMEHTOB, NEPEIaHHbIX
o tenerpady.

Tesekc - TenerpaMmma, ocJaaHHAs 10 TeNETANITy.
Teneraiin - TenerpadHbIii anmmapat ¢ KJIaBHATYPOW THTIA MUAITYIIEH MAIIUHKH.

TexkcToBOM AOKYMEHT - JOKYMCHT, COJACPKAHHUE KOTOPOI'0 H3JIO0KECHO IMOCPCIACTBOM JIF000T0
BuJa nmyucbMa.

Texnnyeckasi JoOKyMeHTanus - 0000IIaroNIee Ha3BaHUE TOKYMEHTOB, OTPAXAIOIUX Pe3yJIbTaT
CTPOUTEIBHOTO W  TEXHOJOTMYECKOTO0 IPOEKTUPOBAHUSA, KOHCTPYHPOBAHMS, HWH)KEHEPHBIX
U3bICKAHUN W Jpyrux paboT 1O CTPOUTENBCTBY 3/JaHUH U COOPYXEHUH U H3TOTOBJIECHMIO
IIPOMBIIIJIEHHOTO ITPOU3BO/CTBA.

TexHonornueckass AOKyMeHTamusi - o00OoOImaroliee Ha3BaHHE JIOKYMEHTOB (4UepTexei,
cieunuKaii, KapT, UHCTPYKUMH W T.JA.), TPEAHA3HAYECHHBIX Ui ONHCAHUS U OQOPMIICHHS
TEXHOJIOTHUECKUX MPOLECCOB.

TunoBble TOKYMEHTbI (Te€KCTBI-AaHAJOIH) - 1) JOKYMEHTBHI, OTpakarollue OJIHOPOIHBIC
BOIIPOCHI U COCTaBIIIEMbIe IO OJWHAKOBBIM 00pasiiam; 2) HOPMATHUBHBIE U PACHOPSIUTEIHHBIC
JIOKYMEHTHI, ompeensoomue nopsaok padotsl yupexaenuit (T. ycraB, T. crpykrypa) wim
otnenbHbIX ee cTopoH (T. moroBop) U sABIsOMKUECS OOpa3laMu JIJIsi COCTaBICHUS yUPEKIACHUSIMU
OJIHOMMEHHBIX JOKYMEHTOB C YYETOM CHEIU(PUKU UX JEATEIbHOCTH.

TpadapeTHblii JOKYMEHT - TOKYMEHT, UMEIOIIUI 3apaHee OTIEeYaTaHHBIM CTAHJAPTHBIN TEKCT
(4acTh TEKCTa) U JOTOJHSIOIIEE €T0 KOHKPETHOE COJIEPIKaHUE.



VYkazanume - 1) mnpaBoBOM aKT, U3JaBaeMblii OpPraHOM TI'OCYIAapCTBEHHOI'O YIPaBICHUS
INPEUMYIIECTBEHHO IO BONpOcaM HH(OPMAIMOHHO-METONYECKOTO XapakTepa, a TaKXke I10
BOIIPOCAM, CBS3aHHBIM C OPraHHU3alUed MCIOJIHEHUS NPUKA30B, MHCTPYKLUUHW U IPYIMX aKTOB
JTAHHOTO OpraHa M BBILIECTOSIIIUX OPraHOB YIpaBJIECHUs; 2) TOKYMEHT, COAepKaIluii TpeOOBaHUS U
HE0OXO0UMbIE Pa3bsICHEHUS 110 OTJEJILHBIM BOIIPOCAM ITPOEKTHPOBAHMS U CTPOUTENILCTBA.

Yka3aTeapb - CUCTCMATHU3UPOBAHHOC TCPCUYHUCIICHUC HaHMeHOBaHHfI, HMCH, HOpCIMETOB CO
CIIpaBOYHbIMU JAHHBIMU O HHX.

dakcumuiie - 1) BOCHPOM3BEJACHHUE TEXHUYCCKHUMH CpPEJICTBAMH TOYHOTO H300paKEeHUs
MOJIITUCH, TEKCTa, CACIAHHOTO OT PYKH, KOIMHUsS JOKYMEHTOB, IMOJydaeMbIX MO (hakcy; 2) KiuIie,
revyaTka, MO3BOJISIONIass MHOTOKPATHO BOCIIPOM3BOIUTE COOCTBEHHOPYUYHYIO TOJIIUCH HA JIEJTIOBOM
JIOKYMEHTE.

Pu3znyecKoe JHIO - TPaXKIAHUH, SBISIOMIHANCS YYaCTHUKOM TPaKJAHCKHMX IPAaBOOTHOIICHHUN
(HOCHTENEM TPAKIAHCKHX MPaB U 00S13aHHOCTEH ).

@opMyJisIp  JIOKYMEHTa -  COBOKYIIHOCTb  PACIOJIOKEHHBIX B YCTaHOBJIECHHOMU
MOCJIEI0BATENbHOCTH PEKBU3UTOB IOKYMEHTA (aBTOp, aJipec, JaTa, 3arojl0OBOK, COAEpKaHUE U T.I1.)

Iupky/asipHOe MUCHMO - IMCbMO, HAIPABICHHOE U3 OAHOTO0 UCTOYHUKA B HECKOJIBKO a/IpECOB.
JKcneAMIMS - CIICIUANIbHBIN anmnapaT y4pexIeHus 1o NpueMy JOKYMEHTOB.

IOpuanueckoe MO - yUpeKIeHUE, TPEANPUATHE WU OPraHU3allks, BHICTYIAIONIEE B KAUECTBE
CaMOCTOSITEJILHOI'O HOCUTENS TPAKIAHCKUX MpaB U 0053aHHOCTEH.

SA3bikoBass  ¢dopmysa (IOKyMeHTa) - CJIOBO, CJIOBOCOYETAHHWE, TMPEIJIOKEHUE WU
cBepX(pa3zoBoe €AMHCTBO, OPraHMU3YIOIIEE OCHOBHOM TEKCT (JAOKYMEHTAa) M 3aKpervieHHOe 3a
KOHKPETHBIM BHJIOM JOKyMEHTa. SI3bIKOBOl (opMynoil TapaHTHIHOTO TMHChbMa CIYXKHUT
KoHCTpyKuus: "Omnata rapantupyercs. Ham pacderHbiii cuer N... B... OTAeNeHUH... OaHKa'";
conpoBoauTeNnbHOTO - "Hamnpasisito...", "Bricsuiaro..." u T.1.

IIpuioxenne 8.2
KoppekTypHble 3HaKH ¥ MPaBWJIA UX PUMEHEHH

IIpu odopmiieHnn opurmHajia JTOKyMEHTAa HEPEAKO MAOIYCKAITCS OMIMOKH, a TaKKE MOXKET
BO3HUKHYTh HEOOXOUMOCTb B U3MEHEHHMHU MOPs/IKA CIOB, BO BKIFOYEHUH B TEKCT JIOMOJIHUTENBHBIX
cioB win ¢pa3. Kpome TOoro, Bo3MOXKHO, MOTpeOyeTcsl cAeNaTh yKazaHUs Ui MAaIlUHHCTKH,
KOoTOpass OyaeT mneuyaTaTb JAOKYMEHT, O BBIJECJIEHHM 3JIEMEHTOB TEKCTa I€YaTaHHEM Bpa3psKY,
MIOAYEPKUBAHUEM U T.J. JIJIs 5TOM LENH UCTIOIB3YIOTCSI KOPPEKTYPHBIE 3HAKH.

KoppekrypHble 3HaKH - 3TO CUCTeMa TpadUIeCKUX 3HAKOB, CIy>KalUX I YKa3aHWs MecTa U
XapakTepa MCIIpaBJIeHUs OMMOOK B TekcTe. ['padnueckne HauepTaHHUs ITHX 3HAKOB NPHUBEICHBI B
I'OCT 16347-76 "3naku koppektypHble", koTophlii BBeaeH B aeiictBue ¢ 01.01.77 (B HacTosiee
BpeMs OH HE OTMEHEH).

KoppekTypHble 3HaKM MOAPa3AEsIOTCS Ha CIEAYIOIIMe IpyNibl: 1) 3HaKM 3aMEHbI, BBIKUAKH U
BCTaBKM; 2) 3HaKU IEPECTAaHOBKU MEUATHBIX 3HAKOB; 3) 3HaKU W3MEHEHHUs NpoOesnoB; 4) 3HaKu
a03a1HOTO OTCTYIA, KPACHOW CTPOKH; 5) 3HAKU UCHPABIIEHUS TEXHUUYECKHUX Ae(eKTOB Habopa.

KoppekrypHsbiit Hasnauenue [IpuMeHeHue B TEKCTE
3HaK




Crnenarp a03arl. 3HaK
CTaBAT B TOM MECTE,
r1e I0JKEH OBITh
cJenaH ab3arg

B yupexieH4ax CyulecTeyeT TPU opraHu-
3aUMM AencnNpoM3IBOACTea: UeHTpanu30-
BaHHaA, NBUEHTPANMIOBAHHARA, CMELURHHAR

[leuaTaTts TekcT O€3
a63ama (B moadop)

JarnyTeiMH KOHUAMH NHHWA COEOQUHADT
KOHBU Npeasiaywed W HENANO nocneny-

€ ouied cTpoK.
370 03HaNaeT Ne4aTare TeKCTr B nogbop
BrIKTt0OUHTH CTPOKY
— G nocepeaune Gopmara | 3aronoeok, GOpMynbl NUILYT NOCBPBAHHE
(B KpacHyIO CTpoKy). | @opmara. Hanpsmep: —3» HomeHknarty-
3HaK CTaBUTHCS B pa Aen <4— ;
HayaJiec 1 BKOHIIE
BBIKJTIOUaeMO CTPOKH
Hamnucats crnoBo B ITuM IHAKOM NOAYEPKMBAT CNOBA, B KO-
— paspsaaKy TOPLIX HAA0 CAENATL PA3PANKY.
Yopathb pa3psaky 3TUM IHALOM NOANEPKHUBANT CNOBA, B KO-
L ] BHYTPH CJIOB TOPLIX CABAYET YHUNTOXUTe PAIPAAKY
[ToMeHSITh MEeCTaMHK Nonosunoit sHaxaByxeyloxsarweawnT baxy
PR o coceHuIe OYKBBI, wnu rpynny Gyke (cnoe), Apyrow nonoswu-
" CJIOBA MJIM TPYIIIBL HOR 3Haka — Apyryw
CJIOB
[epecraBuTh clioBa Han chosamu cressy cxolicm ¢ u%
Aa3s no a:uaanﬁuuh. a nﬁlrfrlni& C

cnodea nepec T

IlepecTaBuTh ciaoBa
WM TPYIILY CJIOB U3
OJHOU CTPOKH B

APYTyro

-+— [Moanexauiiik nepecTa+oske Tex

OBBOAAT KPYXKOM, OT KOTOPOr0 NPOBOAMT
K MECTY NepecTRHOBKM CTpenka

HOI[BI/IHYTB TCKCT

JluHeiika, B KOTOPYIO yIIHPAETCs CTPENIKa,
MOKA3bIBAET, JO KAKOTO Mpeesia CABUHYTh TEKCT

Cnenatb ipo0eb
Mexc,uy CJIOBaMHA

JFTuMm 3HAKOM Pa3aeNAOT chosa, owwbox-
HO Hane4aTaHHLIECNUTHO

YHUUTOXKUTH TPOOEI
B CJIOBE WJIH
YMEHbBIIUTh MEXIY
CJI0BaMu

3HAKOM NONBIYIOTCA AMA yHUY[TOXeHUN |
npobenon Mexay GyxbaMu MK yMeHbuUle-
HUWA | npoGenos mMexny CNoBaMn

YHUUYTOXKUTH
JUIITHIO OYKBY B
CJI0BE

3TUM IHAKOM BHIMEDKHBAIOT NHLUHWe Gyx-
aet B cepenuliie cnos

HUckmrouuts
OIINO0YHO
HAIIMCAHHOE CJIOBO

CuwmbBoyHo HaneyaTaHHie noBa 3a-
4EPKUBAIDT NOPH3OHTANBLHOW YepToH € NO-
nepawuuuu HEFTOH‘KEHH HXBDOCTHKAMMK HA
KOHiLAX

Y6parh AuIIHUNA
TEKCT, 3HAKOM

TG obao
TAKHYTOW NUHWER

MEPCUCPKUBALOT
HCIIPaBUJIIBLHO
HarneyaTaHHbIA TEKCT
Boccranosuts Mpu oTMeHe Wcnpasnesus Noa
sor e e OIIMOOYHO WCHGBDM CTABRT TOYKH

3a4YCPKHYTOC CJIOBO

BcraButs OykBy B
CJIOBO, 3aMEHUTb

OyKBY

OTHUM 3HAKOM 3a4EpKHUBAIOT HEMPABUIBHO
HaMMCaHHYIO0 OYKBY M CBEpXY MUIIYT Ty, KOTOPYIO
HaJo




BcTaButh CIOBO WM | 3ak cTaBAT B MeCTa Nponycka W s T

YA HECKOJIBKO CJIOB HaANMWME BMBAKT HBAOCTANLWES CAOBO
3aMEHUTh HECKOJBKO | JHAKOM NEpe4eprKuBanT HENPaBUALHO Ha-
‘@ PAIOM CTOALIMX OYKB | MHCAHHLIE W CBEDXY NHIYT NPaBHNL-
= WU CJIOB Hblg S
= 3aMEHUTDb CTPOYHYIO | B N@PBOM Chnyvas Gyxkey _DOAYEpPKHBAIDT
g B OYyKBY IIPOITUCHON U ABYMS YepPTOHKAMMK CHMAY, Bo BTOPOM Cny-
IIPOIIUCHYO CTquHOﬁ Yae B8 YepTO4YKK CTEEAT HAA 6?!‘0“
Craenarb BCTaBKY Panom ¢ faHHbIM 3HaKOM ADNXHO CTORATH
@ TEKCTA € TOJ00HBIM yxaszaHwe, oTkyaa Geperce scraska — CTpa-
3HAKOM HHLIA MKW NOMETKA =CM. HA uﬁnpn‘rarg
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