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NHcTpyKIHS 110 1eJI0NPOU3BOACTBY B IIKOJIE

1. O0mue moJ10KeHUA.

1.1 Hacrossmas Hucmpykyus no o0enonpouzgoocmey 6 00ueodpazoeameibHOM
yupeoicOeHuy yCTaHABIMBACT €AUHYIO CHCTEMY JEJIOMPOM3BOJCTBA B INKOJE, MOPSAIOK
MOJATOTOBKH, OGOPMIICHHSI, TPOXOXKICHHS, KOHTPOJS 3a WCIOJIHEHUEM, YYETOM,
XpaHCHHEM, TICYaTaHWEeM, KONMUPOBAaHWMEM W  THPAKUPOBAHUEM  CIY)KEOHBIX
nokyMeHToB. MHcTpykims coctaBimeHa Ha ocHoBanuu [OCT P 6.30-2003
“YHu(UUUpOBaHHbIE  CHCTEMbl  JOKYMEHTAllMU. YHU(PUIMPOBAHHAS  CHCTEMa
OpraHM3aIMOHHO-PACTIOPSANTEIIFHON JTOKyMEHTaluu. TpeboBaHUS K O(OPMIICHHUIO
JIOKYMEHTOB .

1.2. PykoBOACTBO W KOHTPOJb 3a BEIACHUEM JICJONMPOM3BOJCTBA B YUPEKICHUU
OCYILIECTBIISIET TUPEKTOP IIKOJIBI.

B yupexneHuu npuMeHsieTCsl IIEHTpaIM30BaHHAs CHUCTEMa JEJIONPOU3BOJCTBA, IPHU
KOTOPOM MpUEM TMOYTHI, PETUCTpAIMs, MEPBUYHOE pacrpejaesieHne, oQopMieHUE U
pacchlIKa MPOU3BOJUTCS CEKPETaAPEM.

1.3. OTBETCTBEHHOCTh 3a OpraHU3alMI0 JCJIONPOU3BOACTBA, CBOEBPEMEHHOE U
KaueCTBEHHOE WCIIOJHEHHE JIOKYMEHTOB, WX COXpPAaHHOCTh BO3JIaraercss Ha
OTBETCTBEHHOTO 3a JICJIOMPOU3BOJICTBO.

1.4. Tlonoxxenust MUHCTpyKIIMK 1O JEIONPOU3BOACTBY B IIKOJIE PACTIPEACIAIOTCS KaK Ha
TPaJUIIMOHHOE JEJONPON3BOJICTBO, TaK M HA OpraHU3alrio paboThl ¢ JOKYMEHTaMH,
CO371aBaCMbIMHU CPEJICTBAMH BBIYMCIUTEIIBHON TEXHUKH.

1.5. Bemonnenue yrBepxkaeHHON MHCTpyKIMKM 00s13aTebHO JUTsl KQKIOTO COTPYTHUKA
YUpEXKICHUSI.

1.6. Tlopsimox pabGoThl C cekpeTHbIMH JokymeHTamu ¢ rpudom «JICID», nmucemamu,
3asIBJICHUSIMU U KaJI00aMU TPaXkKIaH OMPENEIIeTCS CIIeUaTbHBIMU HHCTPYKIIHSMHU.

2. Oco0eHHOCTH MOATOTOBKH M 0pOpMJIeHNSI OTAeJbHBIX BUI0B IOKYMEHTOB

2.1. Ilpukas.



2.1.1 Tlpukazamu OGOPMIISIOTCS PEIICHHUS HOPMATHBHOTO XapakTepa, a TaKKe I10
ONEPaTUBHBIM, OPTraHU3ALMOHHBIM, KaJpPOBBIM W JPYTMM BONPOCAM BHYTPEHHEU
padoTHI.

[IpoexThl MpUKA30B TOTOBAT HA OCHOBAHMM TMOPYYEHHUS PYKOBOIUTENs JHOO B
WHULIMATUBHOM TopsiAke. IIpoekThl NpUKa3oB IO KagpOBBIM BOIPOCAM TOTOBUT
KaJIpoBasi CiIy’0a Ha OCHOBAaHUHU COOTBETCTBYIOIIUX MPEICTABICHUN.

ObecnieueHre KauyeCTBEHHOW IMOJTOTOBKM MPOEKTOB MPHUKA30B M UX COTJIACOBAHUE C
3aMHTEPECOBAHHBIMUA CTOPOHAMU BO3JIaraeTCsi Ha 3aMECTUTENEH TUPEKTOPa, KOTOPHIC
TOTOBSIT U BHOCAT MPOEKT HA YTBEPKACHUE PYKOBOJAUTENS YUPEHKICHUS.

2.1.2. [Ipuka3 uMeeT CIEAYIONNE PEKBUBHUTHI:

HanmenoBanme 00pa3oBaTEIHHOTO YUPEIKIACHUS;

HaumenoBanue Buia 1OKyMeHTa — IPUKa3;

JlaTa 1 HOMEp — YKa3aHHbIC PEKBU3UTHI MIEYATAIOTCS [IEHTPOBAHHBIM CIIOCOOOM.

Hata odopmiisieTcss U(PPOBBIM UM CIOBECHO-IIUGPOBBIM CIIOCOOOM; HOMEpP COCTOUT
u3 3HaKa «No» U MOpsAKOBOr0 HOMEPA MpUKa3a, HalpuMep:

15 nronsg 2019 r. Ne 21; 03.07.19 Ne 44,

3aroJ0BOK JOJKEH KPaTKO M TOYHO OTPAXKATh COAEPKAaHUE TEKCTa mpukasza. Touka B
KOHIIE 3arojioBKa HE CTaBUTCSA. 3arojlOBOK, COCTOSIIUMN W3 JBYX U 0Oojiee CTpOK,
neyaTaeTcs MoJy>KUPHBIM MIPUGTOM Yepe3 OJUH MEKCTPOUHBINA HHTEPBAJL.

Hanpumep:

O KOMaHAMPOBAHUM. ..

3aroJoBOK K IOKyMEeHTaM, 0(hOpMJICHHBIM Ha OJIaHKaX C TPOJIOIBHBIM PACIIOI0KEHUEM
PEKBU3UTOB, BEHIPABHUBAETCS 110 LIEHTPY.

Pacniopsikenusi, Kak mpaBUIIO, 3ar0JIOBKA HE UMEIOT.

TekcT oTmenseTcs OT 3arojioBka 2-3 MEXCTPOYHBIMH HHTEpBaJaMHd M TI€YATAETCA
mpudTom pazmepom Ne 13 yepes 1,5 unrepBana oT J€BOM ITpaHULIBI TEKCTOBOTO MO U
BBIPABHUBAETCS T10 JICBOM U MPaBOM TpaHuIlaM TeKCToBoro noJs. [lepsas ctpoka ab3ara
HAYMHAETCS Ha pacCTOSIHUU 1,25¢M OT J1€BOM TpaHUIIBI TEKCTOBOTO MOJISI.

Tekcr mpuka3za MOXET COCTOSITh M3 JIByX 4YacTed: KOHCTaTHpyroumi (mpeamOysna) u
pacnopsiAUTEIbHOM.

B koHcraTupyromei 4acTu KpaTKO H3JararTcs Lenu U 3amadu, (akTbl U COOBITHS,
MOCTYKUBIIME OCHOBAaHUEM JUIsl M3JaHus npukaza. OHa MOKET HAYMHATHCS CIOBaMU
«B uemsix», «B coorBeTrcTBUM», «BO ucnosHeHue» u T.4. Ecny npukas u3gaercs Ha
OCHOBAaHUU JAPYroro JOKYMEHTAa, TO B KOHCTAaTHPYIOUIEW YaCTH YKa3bIBAKOTCS
HAaMMEHOBAaHUE JTOTO JOKYMEHTAa B TBOPUTEIBHOM TIAJIEKE, €ro Jaara, HOMEp |
3aroJI0BOK.

[IpeamOyna B mpoeKkTax MPUKA30B 3aBEPIIACTCS CIOBOM «IIPUKA3bIBAIO», KOTOPOE
MeYaTaeTcsi C HOBOM CTPOKH Bpa3psIKy 0oJiee >KUPHBIM MIPUPTOM.

PacniopsimurensHas dYacTh JOJDKHA COJIEPKATh TMEPEUYUCICHUE MPEANUCHIBAEMbBIX
JEUCTBUM C YKAa3aHUEM HCIIOJHUTENS KaXKJIOTO JIEUCTBUS U CPOKOB MCIIOJHEHHS.
PacnopsinurenbHasi 4acTb MOXET JAECNUTbCA Ha MYHKTbl M TOMAIYHKTBI, KOTOpPBIE
HyMepytoTcst apabckumu mudpamu. JIelCTBUS OHOPOTHOTO XapakTepa MOTYT OBITh
MIEPEUYUCIIEHBI B OJIHOM NyHKTE. B KauecTBe UCMOTHUTENEN YKA3bIBAIOTCA CTPYKTYpPHbIE
MOApa3JeAeHUs WA KOHKPETHbIE JOJDKHOCTHble Jjuna. llocneaHuit  myHKT




pacnopsIMTENbHOM YacTH MOXET COAEpXk aTb CBEACHUS O MOAPA3ACICHUNA WIN
JNOJKHOCTHOM JIMLIE, HA KOTOPOE BO3JIAraeTCsl KOHTPOJIb 32 UCIIOJIHEHUEM ITPUKA3a.
Ecnu mpuka3 W3MEHSET, OTMEHSET WM JOINOJHSAET PaHEe W3JAaHHBIA JTOKYMEHT WIIA
KAKHAE-TO TOJIOKEHUSA, TO OJWH U3 IIYHKTOB pACHOPSAIUTEIBHOW 4YacTU JOJIKEH
coliepKaTh CCHUIKY Ha OTMEHAEMbIA JOKYMEHT (ITyHKT JAOKYMEHTa) C yKa3aHHEM €ro
JaThl, HOMEpPA U 3arojoBKa. TEKCT MyHKTa JOJDKEH HauuHaThcs ciaoBaMu «lIpu3HaTh
YTPATUBILIUM CHILY...)»

B nmnpukaz He cienyer BkIoYaTh NOYHKT «lIpWka3 JOBECTHM [0 CBEACHUSA...»
[loapa3nenennsa (DOMKHOCTHBIE JHMIA), IO CBEACHUS KOTOPBIX JOBOAUTCS IPHUKA3,
YKa3bIBalOTCA B YKa3aTelle pPACCBHUIKHA, KOTOPBIA HCIIOIHUTENb TOTOBUT BMECTE C
MIPOEKTOM IpUKa3a.

Buspel BKIIOYAIOT JOMKHOCTH BHU3UPYIOUIMX, JUYHBIE MOANUCH, paciudpoBKy
MOJINKUCEN U JIaTy.

[Toagnuce COCTOMT W3 HAMMEHOBAHUS JOJDKHOCTH JIMIA, IMOANMCABLIErO JOKYMEHT,
JTUYHOU MOAMKUCH U paciIudpPOBKY MOANMKUCH (MHULIAAIIBI, (DaMIIINs).

[Ipuxasbl (pacrops>KeHus) MOANKUCHIBACT AUPEKTOP YUPEKIACHUS, a B €T0 OTCYTCTBUE —
UCTIOJHSIOUININ 00513aHHOCTH AUPEKTOPA.

[IpunoxeHus K Npuka3zy BH3UPYIOTCS PYKOBOJAMTEIEM CTPYKTYPHOIO IOJApa3JIesICHUs,
HOJArOTOBUBIIETO MPOEKT. BU3bl cTaBsATCS Ha 00OPOTHOW CTOPOHE MOCIEIHErO JHUCTA
IPWIOKEHUS.

2.2. llonoxxenue, npaBuia, MHCTPYKIIHS.

2.2.1. IlonoxxeHue NPUHUMAETCA B TOM CIIy4ae, €CIM B HEM YCTAaHABIMBAIOTCS
CUCTEMHO CBSI3aHHbIE MEXIy CcOOOM TMpaBwia MO BONPOCAM, OTHECEHHBIM K
komrmereHuu OV,

B npaBuiiax ycTaHaBIMBAIOTCS HOPMBI U TpeOOBaHUs, 00A3aTENbHbBIC IS BBIMOTHEHUS.
B uHCTpykuMM H3naraercsd NOpSAOK OCYHIECTBIEHUS KaKON-THOO AESATENbHOCTU WU
NOPSIA0K TPUMEHEHHUS TTOJIOKEHUM 3aKOHOIaTENIbHBIX M MHBIX HOPMAaTUBHBIX AKTOB.
[TonoxxeHusi, npaBuia U UHCTPYKIUHU MPUMEHSIOTCS KaK CAMOCTOSTENIbHBIE MPABOBBIC
aKThl, KOTOpPbIE MOANUCHIBAIOTCA PYKOBOJUTENEM; YTBEpkKACHUE odopMIsieTcs B hopme
rpuda yTBEpXKIACHUS WM IMyTeM W3AAHUS PACHOPSIUTENIBHOTO JOKyMEHTa 00 uX
YTBEPKICHUU.

2.2.2. Tlopsnok TOATOTOBKM MPOEKTA IOJIOKEHHUS, TPAaBUI M HHCTPYKLUUHU
COOTBETCTBYET O0OLIEMY NOPSAJIKY MOATOTOBKH MPOEKTOB HOPMATHUBHBIX aKTOB.

Texct mpoekTa MoNOXeHus (MpaBWl, MHCTPYKLMH) TedyaTaeTcss Ha OJIaHKe opraHa
yIpaBJICHUS] 00pa30BaHUEM.

Tekct uznaraercst OT TPETHETO JIMIA €IUHCTBEHHOTI'O WJIM MHOXECTBEHHOro uucia. B
TEKCTE UCIOJIb3YIOTCS CII0OBA: «IOJIKEH», «CIEAYET», «HEOOXOIUMOE», «3alpeliaeTcs,
«HE JTOTyCKAETCS».

3aroJI0BOK K TEKCTY MOJIOKEeHUs (TIpaBWI, UHCTPYKIIUHU) OTBEUYaeT Ha Borpoc «O ueM?y,
3arojIOBOK K MHCTPYKIMH, COJAEp)Kalllel JOJDKHOCTHBIE TpeOOBaHUSA U MOPSIOK
mpoBeleHUsT paboT (MOKHOCTHAS WHCTPYKIMSA), OTBeyaeT Ha Bompoc «Komy?
(IOMKHOCTHASA MHCTPYKIUS TJIABHOMY CHELUAIKCTY)

KoHcratupyrorieit 9acTbio mosioxkeHus (IpaBuil, HHCTPYKIIUN) CIYKUT paznen «Oomume
MOJIO’KEHHUS», B KOTOPOM YKa3bIBAIOTCS OCHOBAHUS pa3pabOTKU, OCHOBHOE Ha3HAYEHUE



HOPMAaTUBHOTO aKTa M c(epa ero pacnpocTpaHEHHUsl, OTBETCTBEHHOCTh 3a HapyIICHHE
YCTAHOBJICHHBIX IPABUJI U TEXHOJIOTUH.
OCHOBHOM TEKCT MOJIOKEHUs (IPaBWJI, MHCTPYKLIMHU) MOXKET JEIUThCS Ha TJaBbl,
IIYHKTBI U IIOAIYHKTHI. [ JIaBbI JOJKHBI IMETh Ha3BaHUS.
I'maBel HymepyroTcsi puMcKuUMH Iuppamu. Hymeparnuss NyHKTOB M HOJIYHKTOB
IPOU3BOAUTCS apaObCKUMU LU (ppaMu.
2.3. ITpoToxkos.
2.3.1. IIpoToKoN COCTaBIIAETCS HA OCHOBAaHUM 3alUCEll, NPOU3BEAEHHBIX BO BpPEMS
COBEIllaHMs (3acellaHusi), TPEJICTABICHHBIX TE3UCOB JOKJIAJ0B U BBICTYIUJICHUN,
CIIPABOK, IPOEKTOB PELICHUH U JIp.
3anuch BO BpeMs 3acelaHus, cOOp MaTepuajaoB M MOJATOTOBKA TEKCTa BO3JIAraeTcs Ha
CEeKpeTapsi KOJUIETHaJIbHOIO OpPraHa WM COTPYAHHUKOB IOAPAa3JIEJICHUN, TOTOBUBIIUN
BOITPOC K 00CYKJIeHHI0. TeKCT MpOTOKOJIAa TOHKEH OBITh MOJITOTOBIIEH HE TO3AHEE YEM
yepes TpU AHA CO JIHS 3aCENaHUs.
2.3.2. IlomIMHHUKM JOKYMEHTOB II0 BOIIPOCAM, PACCMOTPEHHBIM Ha 3acelaHuH,
HaIIpaBJAKOTCA Ul TOAIIMBKA B €0 B IOJpa3Ic/ICHUEC-UCIIOIHUTEIL BMECTE C
BBIIIMCKOM U3 ITPOTOKOJIA O MIPUHATHIX PEIICHUSIX.
Ha mnportokone, coaepxameMm HHGOPMALKIO OTrPaHUYEHHOTO PacHpOCTpaHEHUs,
pocTaBisieTcs omMeTka «J1Jis ci1yKeOHOro OJIb30BaHUS.
2.3.3. TeKCT npOTOKOJIa, KaK MPAaBWIO, COCTOUT U3 JBYX YaCTE: BBOJHON U OCHOBHOI.
Bo BBOIHO YacTu 0OpMIISIOTCS CIETYIONINE PEKBU3ZHUTHIL:

[Ipencenarens nim IIpeacenarensCTByONINT;

Cexkperaps;

[IpucyTcTBOBaNM — CHUCOK NMPUCYTCTBOBABIIMX WM OTCBUIKA K MPUIIAracMOMY
CIIMCKY MPHUCYTCTBOBABIIIHNX;

IToBecTka gHS;

JIOKIauMKH 110 KaKJOMY ITyHKTY IIOBECTKHU JHSI.
OcHOBHasi 4YacTb MPOTOKOJA COCTOUT W3 PA3JAEIOB, COOTBETCTBYIOUIUX IMYHKTaM
NOBECTKU  JiHsd. TeKCcT KaxJJoro pasjena crpoutcs 10 cxeme: [Iporokomam
IIPUCBAMBAIOTCS TOPSANKOBBIE HOMEpPA B Ipelenax KaJeHAApHOro rofa OTIAEIBHO I10
KaXKJI0M TpyTINe MPOTOKOJIOB: MPOTOKOJIBI 3aCEAaHUN PYKOBOAUTENCH 00pa30BaTEIbHBIX
YUPEKIECHHUM, aNmnaparHblX COBELIAHUM, IPOTOKOJIBI JKCIEPTHBIX COBETOB W P.
IIpoTOKOIBI COBMECTHBIX 3ac€JaHUld HMEKOT COCTAaBHBIE HOMEpA, BKIIKOYAIOIINE
MOPSAAKOBBIE HOMEPA MPOTOKOJIOB OPraHU3alli, IPUHUMABIINX Y4aCTHE B 3aCEIAHUH.
Homepa mocTtaHoBieHuii (pemieHuit), TpUHATBIX HA 3aCeJaHUsX, COCTOAT M3 HOMepa
IPOTOKOJIa, HOMEpPa pPacCMaTpUBAEMOIO0 BOMNPOCA B IOBECTKE [HS M MOPSIAKOBOIO
HOMEpa MOCTAaHOBJICHMS (pelieHus) B mpenenax Bompoca. K HoMepaM MpOTOKOJIOB U
MOCTAHOBJICHUN (pelIeHni) MOTYT PUOABISTHCS OYKBEHHbBIE KOJIbI B COOTBETCTBUHU C
IIOMCKOBOW CUCTEMOW, IMPUHATON B yupekKAeHUU. lIpuHATEIE pemieHuss JOBOAATCS 1O
WCIIOJIHUTEJIEH B BUJE BBIIIMCOK U3 IPOTOKOJIOB.
2.3.4. [IpoTokoapl I1eyaTaroTcsi Ha OjgaHke IpoTokosia dopmara A4 W HMEIOT
caenyronme peksusntel: HammMeHoBaHne nqokymeHTa — ciioBo «lIpoTokom» newyartaercs
OT TpaHMIBl BEPXHEro IOJii MPOMUCHBIMU OyKBaMHU Bpa3psAIKy, MOIYKUPHBIM
mpudToM U BBIpaBHUBAETCS MO IeHTPY; Bua 3acenanus, coBemanusi — OTIEIsIETCS OT
MPEABIAYIIEr0 PEKBU3UTA JBYMS MEKCTPOUHBIMM HHTEpBAJIAMM, I1€YATAETCA 4Yepe3




OJIMH WHTEpBaJl M BBIPABHHUBAECTCS MO ULEHTPY; MecTo NpoOBEIEHUs 3acelaHus,
COBEIIaHMUs YKa3bIBaeTCs MpU O(DOPMIIEHHH MPOTOKOJOB COBEIIAHUS B TOM CIyyae,
€CJIM OHO MPOUCXOAMIIO HE Ha 0ObIYHOM MecTe. [ledaraercs yepes iBa MEKCTPOUHBIX
WMHTEpBAJIa MOclie pekBu3uTa «Bupa 3acemanus, coBElIaHMs», OTIAEISAETCS OT HETO
JTUHENKON U BhIpaBHUBAETCS MO LEHTPY: JlaTa u HoMep mpoTokona. Jlara opopmisiercs
U(GPOBBIM WM CIOBECHO-IIM(POBBIM CIHOCOOOM U TIe4aTaeTcss Yepe3 JiBa
MEKCTPOUHBIX MHTEPBAIa HUXKE MPEIbIAYIIEr0 pekBu3nuTa. OCHOBHAs 4acTh NPOTOKOJA
neyaraercss 4yepe3 1,5 MexXCTpouHbIX wuHTepBana. Kaxaplii Bompoc HyMepyeTcs
apa0ckoil udpoi, U ero HauMeHOBaHUe HauynHaeTcs ¢ npeiora «O» («O6»), koTopoe
pacrojaraercsi K HUEHTpY, MedyaTtaeTcs APYruM pa3MepoM MpudTa U MOAYEPKUBACTCS
OHOM depToW mocie mnocienned crpoku. llog yeproil B ckoOKax yKa3bIBAIOTCS
(amMuIuu AOKHOCTHBIX JIMI, BBICTYMMBIINX Ha 3aCeIaHUU (COBELIAHHH), U KpaTKOe
COJIEp’KaHME BBICTYIUIEHUI NPH PACCMOTPEHUHU COOTBETCTBYIOLIErO Bonpoca. PaMunun
[EYaTAKOTCS YEpe3 OJWH MEKCTPOUHBI MHTEpBaJ. 3aTEM YKa3bIBAECTCS NPUHATOE IO
3TOMY Bompocy pemeHue. Iloanuces oTaenserca OT TEKCTa TPEeMs MEKCTPOUYHBIMHU
MHTEpPBAJIAMHU U BKIIIOYAET HAUMEHOBAHHUE JOJKHOCTHU JIMIIA MPEACENATEIbCTBYIOLIETO
Ha 3ace/laHuu (COBEIIaHUM), €T0 JIMYHYIO MOAMKUCH, paciiu@pPOBKY MOAMUCH (MHUIIUAIIBI
u damunus). HaumeHoBanue AOHKHOCTU TMEYATAETCS OT JIEBOM TPAHUII TEKCTOBOTO
[OJII Yepe3 MEKCTPOYHBI MHTEpPBAl U LEHTPYETCS OTHOCUTENIBHO CaMOM JIMHHOU
cTpoku. PacmmdpoBka NOANUCH pacroyiaraeTcsi Ha YpPOBHE IOCIEAHEW CTPOKU
HaMMEHOBAHHUS JOJDKHOCTU Oe3 mpobena Mexay nHuiuanamu u pamuimeid. [locnennss
OykBa B pacuin(poBke orpaHuuMBaeTCsl paBbiM nosieM. ['pud (momeTka orpaHuveHuUs
JocTyna K JOKYMEHTY) — IledaTaeTcs B IPaBOM BEPXHEM YIUNIy IMEPBOro JIKCTa
npoTtokosia. HoMmep »k3emiuisipa neyataercs Humwke rpuda (mometku) yepes 1,5
MEXCTPOUYHBIX HMHTEpBaJla M LEHTPyeTcd Mo OTHOomeHuto K HuM. 2.4. CmyxeOHble
MMCHMA.
2.4.1. Ciyxxebnble muceMa OV « » TOTOBSITCH:

KaK OTBETHI O BBHIMOJIHECHUH MOPYUYCHUN OPraHOB yIPABJICHHS 00pa30BaHus;

KaK OTBETHI Ha 3alPOCHI PA3JIMYHBIX OPraHU3ANN U YACTHBIX JIUIL;

KAaK MHUIIMATUBHbBIC MHChMA.
2.4.2. Cpokd TIOATOTOBKM OTBETHBIX IIMCEM YCTAHABIMBAIOTCS  PE30JIIOLUEH
PYKOBOJMTEIS HA OCHOBAaHUM MMEIOIINUXCS CPOKOB MCIOJIHEHHS MOPYYEHHH, 3alpOCOB
WIM 10 PELICHUI0 aBTOpa PEe30JIOLMH. TEKCThl OTBETHBIX IHCEM JIOJKHBI TOYHO
COOTBETCTBOBATH 33JaHUSIM, 3a(UKCUPOBAHHBIM B PE30JIIOLIMH PYKOBOAMUTEIIS.
2.4.3. TexkcT muchbMa M3JIAraeTcs OT TPETHEro JHUIA E€IUHCTBEHHOTO uuciaa. Eciaum
nucbMO O(pOpMIIEHO Ha OJIaHKE JOHKHOCTHOIO JIMIA, TO €ro TEKCT M3Jaraercs OT
IIEPBOTO JIMIA €AUHCTBEHHOTO yucia: «lIpomy...», «Hampasmnsro...» Tekct nuceMma,
KaK IpaBUJIO, COCTOUT M3 JBYX 4YacTe. B mepBoil 4YacTu wu3Jaraercs IpUYMHA,
OCHOBaHME WJIM OOOCHOBaHUE COCTaBJICHUS MHCbMa, MPOBOJATCA CCHUIKM Ha
JOKYMEHTBI, SIBJSIOIIMECS OCHOBAaHMEM ITOATOTOBKM mHCchbMa. Bo BTOpoi wyactwy,
HaYMHAIOIIEHCs ¢ ab3alia, MOMEIIAt0TCsl BEIBOIBI, MPEIJIOKEHUS, TPOCHOBI, PELICHUS U
T.J.
2.4.4. Jlata mucbMa — JaTa MPUHSATHS PElIeHUs, 3auUKCHpOBaHHOTO B TekcTte. Jlaroi
MUCbMa SIBISIETCA Jara ero mnoanucaHus. [IpaBo moanmucu cioykeOHBIX MHCEM
YCTAHABJIIMBAETCS B TMOJOXEHUU, B TOM YHUCIE B TOJIOKEHUSIX O CTPYKTYPHBIX




MOAPA3ACICHUAX W JOHKHOCTHBIX WHCTPYKIMSX; B HA3BaHHBIX JIOKYMEHTaX JOJDKEH
OBbITb MPEAYCMOTPEH TMOPSAOK MOJNUCAHUSA TP  OTCYTCTBUU  PYKOBOJSALIUX
JOJIKHOCTHBIX JIUII.

3. lIpaBuiia opopmjieHUsI TOKYMEHTOB

3.1. braHKu JOKYMEHTOB.

3.2. OdopmiieHre PEKBU3UTOB B IIPOLIECCE MOATOTOBKU JOKYMEHTOB.

[Ipy NOATOTOBKE OPraHU3alMOHHO-PACHOPSIUTEIBHBIX JOKYMEHTOB pPaOOTHHUKHU
OpraHOB yHIpaBJICHHUS O0Opa3oBaHUEM OO0S3aHBI COONIOAATh TMpaBuiaa OGOPMIICHUS
PEKBU3UTOB, U3JIOKCHHBIX HITKE.

3.2.1. 3aroi0BOK K TEKCTY TOKYMEHTA.

3aroyioBOK K TEKCTy JOKYMEHTA JODKCH ObITh KPAaTKUM W TOYHO TEpPeIaBaTh CMBICI
TEKCTa, 0TBeYaTh Ha Bonpoc «O uem?»: «O BbiAeICHUHU. ..», «O0 UBMEHEHUH. ..» U T.]I.
3aroyIoBOK COCTaBIISCTCS JTUIIOM, TOTOBSIIIUM MPOCKT JOKYMEHTA.

3.2.2. laTta 1OKyMEHTA.

JlaToii TOKyMEHTa SIBJISIETCSl JlaTa €ro MOJNUcaHus (pacrnopsIuTeIbHbIE JOKYMEHTHI,
NUCbMa) WU COOBITHA, 3a(UKCUPOBAHHOTO B JOKYMEHTE (MPOTOKOJ, aKT); IS
YTBEP)KJIAEMOT0 JOKyMeHTa (IJlaH, HMHCTPYKIHMS, IIOJOXKEHHWe, OT4eT) — JaTa
YTBEPK/ICHUS.

Jlata JOKyMEHTa TMPOCTABJISETCS JOJDKHOCTHBIM JIMIIOM, TOJAMKUCHIBAIONINM  WJTU
YTBEPKJIAIOIMUM JTOKYMEHT. [Ipu moAaroTroBke mpoekra JTOKyYMEHTa MEeYaTaeTCsl TOJIBKO
0003HaUYeHue MecsIa ¥ roja.

Bce cayxeOHBIE OTMETKM Ha JOKYMEHTE, CBS3aHHBIE C €r0 IMPOMCXOKICHHEM U
WCITOJTHEHHEM, JTOJDKHBI TaTUPOBATHCS U TTOAMICHIBATHCS.

JIOKyMEHTBI, U3aHHBIC COBMECTHO C APYTMMHU OPTaHU3AIUSAMH, TOJDKHBI UMETh OJHY
(enunHyt0) nary.

Crmoco6 HamwcaHWs JaThl 3aBUCUT OT XapakTepa JOKYMEHTa: B HOPMATHBHBIX
JIOKyMEHTaX, OMPEEIAIONMX MpaBa TPakJIaH U OpPraHU3alliid, a TaKXKe COJSpKAIIUX
CBeJIeHUsI (PMHAHCOBOTO XapaKTepa, UCIOIB3YETCSl CIOBECHO-IIM(PPOBON B CIEIYIONIEH
MOCJIEI0OBATEIFHOCTH: ACHB, MecsIl, rof (29.04.2001).

3.2.3. Iloanuce JOKyMEHTA.

JIOKyMEHTBI, HaANpaBJISIEMbI€ B BBIIIECTOSINAE OPTraHU3AIMK, OOJIACTHBIE OPTaHbI
MPEICTAaBUTEIILHON U CYJIeOHOM BJIACTU, TIOMUCHIBAIOTCS JUPEKTOPOM.

JIOKyMEHTBI, HapaBIsieMble MOYMHEHHBIM, CTOPOHHUM OPTaHU3AIUSIM U TpaKIaHaM,
MTOAMKICHIBAIOTCST PYKOBOJIUTENIEM, €T0 3aMECTUTEIISIMHU.

B cocraB moamucu BXOMAT: HaMMEHOBAaHWE JOJDKHOCTH JIMIA, ITOJAMKCABIICTO
JOKYMEHT, TMYHasi OJIUCH U €€ paciiupoBKa (MHULMAIIBI U (paMUITUs).

Ecnu moimKHOCTHOE JIMIO, MOJNMUCH KOTOPOTO 3aroTOBJICHA HAa IMPOEKTE JOKYMEHTA,
OTCYTCTBYET, TO JIOKYMEHT IOANHUCHIBACT JIUIIO, UCITOJHSIONIEE €ro 00S3aHHOCTH, WM
ero 3amectuTesb. [Ipu 3ToM 00s13aTeIbHO YKa3bIBaeTCs akTHUecKas JOJDKHOCTh JIHIIA,
MOJMKCABIIETO JOKYMEHT, U ero (pamwmims (MCIpaBiIeHUS MOKHO BHECTH OT PYKU WUJTU
MAaITHHOTMCHBIM CITIOCOOOM, HAPUMEpP «HU.0.», «3am.»). He momyckaeTcst moanuchBaTh
JOKYMEHTBl C TIPEAJIOTOM «33» WIH TMPOCTaBICHUEM KOCOM YepThl Mepes
HAaWMEHOBAHHUEM JIOJKHOCTH.



[Ipy moanmucaHuM MOKYMEHTAa HECKOJBKUMM JOJDKHOCTHBIMU JIMIAMH HMX TOJIUCH
pacrojararoT OJHY MO JAPYrol B MOCIEJOBAaTEIbHOCTU, COOTBETCTBYIOILIEH
3aHUMAEMOM JT0JHKHOCTH.

[Ipy nmoamucaHuu JOKYMEHTa HECKOJIBKMMH JIMIAMH, PAaBHBIMU IO JOJKHOCTH, HO
NPEACTABISIONIMMU Pa3HbIE OPTaHbl, MOAIMCH PACIIONAratoT Ha OJHOM YPOBHE.

3.2.4. AnpecoBaHu€ TOKyMEHTA.

JIOKyMEHTBI aJpECYIOT OpPTaHU3aLUSIM UM KOHKPETHBIM JIULIAM.

[Ipu agpecoBaHMM AOKYMEHTa OpraHU3alluu, 0€3 yKa3aHHUs JOJKHOCTHOTO JIHIA UX
HaNMEHOBAHUSI MUIITYTCS] B UMEHUTEILHOM MaJEXKeE.

Hanpumep:

I'ocynapcTBeHHOE yIipaBiieHHE 00pa30BaHUs U HAYKU

YnpasneHue aenamu

[Ipn HampaBi€HUM AOKYMEHTA KOHKPETHOMY JOJKHOCTHOMY JHI[y HAMMEHOBaHUE
OpraHU3ally U MOAPA3AECIECHUS YKa3bIBAETCS B UMEHUTEIBHOM MAaJIEkKe, a T0JHKHOCTh U
dbamunus B qatenbHoM. Hampumep:

[NocynapcTBeHHOE yrpaBiieHHEe 00pa30oBaHuUs U HAYKU

Hauvaneuuky Ilpu agpecoBaHMM JOKYMEHTa pPYKOBOJIWTENIO OpraHU3allud €€
HAaVMEHOBaHUE BXOJUT B COCTaB HAaVMEHOBAHUS JOJKHOCTH
aapecara. Harpumep:I'eHepaabHOMY TUPEKTOPY (HAMMEHOBAaHUE OpraHU3alluN )

[Ipu agpecoBanuu nokyMeHTa (pU3NYECKOMY JIMILY (DAMIIIMIO U MHULIUAIIBI TIOJTy4daTess,
3aT€EM MOYTOBBIM anpec. Hanpumep: Yo ,
o. ,KB. ,T. 00.1., (MHJIEKC)

3.2.5. CornacoBanue aokymeHta. CoriacoBaHue JTOKyMeHTa o(OpMIIIeTCs BU30UM Ha
JOKYMEHTe WK rpudoM coriacoBanus. BuznupoBanue npoexkrta JOKyMEHTa MPOBOIUTCS
NpyU HEOOXOJUMOCTH OLEHKHM OOOCHOBAHHOCTH JIOKYMEHTa, COOTBETCTBHUS €ro
MPaBOBBIM aKTaM W paHee NPUHATHIM pemieHusM. [IpeacTtaBisiemble Ha MOAMUCH
JIOKYMEHTBI BU3UPYIOTCSI UCTIOJIHUTENIEM (OTB. HCTIOTHUTENEM). BU3bI BKITIOUatOT B ceOst
JUYHYIO TOAMHCh U JODKHOCTh BU3UPYIOIIETO JOKYMEHT, pacmid(poBKY MOIMUCH
(waummanel, Gammwimsg) u gaty. Buza mpocraBisiercs B HIDKHEW 4YacThd OOOpPOTHOM
CTOPOHBI TOCJETHEr0 JINCTa MOMJIMHHUKA PAcHOPSIAMTENBHOTO IMpaBOBOro akrta. Ha
IPOEKTE 3aKOHOJATEIbHOIO AaKTa, Ha BHYTPEHHEM JOKYMEHTE M Ha KONUU
OTHPABJISIEMOr0 JIOKYMEHTa BHU3bl MPOCTABIAIOTCA HA JIMLEBOM CTOPOHE JOKYMEHTA.
CornacoBaHue TPOEKTa JIOKYMEHTa IMPOBOJUTCA C OpraHamMu YIpaBJICHHUS U
OpraHu3alMsIMHU, HHTEPEChl KOTOPBIX K HEM 3aTParuBalOTCs, - BHEIIHEE COTJIACOBaHUE.
Bueminee cornacoBaHue TOKyMeHTa O(OpPMIISIETCS COOTBETCTBYIOIIMM TpudoM. ['pud
cornacoBanus BkmodaeT B ce0s cimoBo COI'JTACOBAHO, HanMeHOBaHHE JOTKHOCTH
JU1A, C KOTOPBIM COTJIACOBBIBAETCS TOKYMEHT (BKJIIOUasi HAMMEHOBAHUE OPTaHU3ALINH ),
JUYHYIO TOANUCH, pacliu@poBKYy MOJANUCA W JaTy COIVIACOBAHMS WJIM Ha3BaHUS

JIOKYMEHTA, MTOTBEPIKIAIOIIETO corjlacoBaHHe, €ro naty 51
unaekc. Harmpumep: COTJIACOBAHO I'maBa  AaMuHHUCTpaluu
paiioHa o0nacTu (JIYHAasT TMOJIKUCH)

(uauIMansl, pamuaus) Ne 01-15/155-K

COI'JTACOBAHO Hauanbhuk otaena oopaszoBanust ot 30.06.04 Ne 01-15/155-K

I'pud cormacoBanus pacmomnaraercs Huke pekBuszuta «lloamuce» B JIEBOM HUKHEM
yriy nokymeHTa. ['pudsl cormacoBaHus MOTYT pacriosiaratbes Ha OTAeIbHOM «JIucte



COrJJacOBaHUSA», €CIM COJAEp)KaHHE Jeiaercd OTMeTKa «JIuer cornacoBaHus
npunaraercsay. CorgacoBaHue JIOKYMEHTa B 3aBUCUMOCTH _OT €ro  COJEp>KaHUs
OCYIIECTBIISIETCS B CACAYIONICH MOCHAESI0BATEILHOCTH:

C JOJDKHOCTH JIMIIAMH OpTraHa UCIIOJHUTEIbHOM BJIACTH PAaliOHA;

C PYKOBOIMTEISIMM TOJYMHEHHBIX OpPraHU3alWi, HWHTEPECHl  KOTOPBIX
3aTparuBaroOTCs B JOKYMEHTE;

C OpraHamMu TOCYJapCTBEHHOW BJIACTU 00JIaCTH, HHTEPECHI
KOTOPBIX 3aTParuBaeT CoOAEpKaHue JOKYMEHTA;

npu HEOOXOAMMOCTH — C OpraHaMH, OCYIIECTBISIOUIUMHU TOCYAapCTBEHHBIN
HaJIBEJIOMCTBEHHBI KOHTPOJb (HAA30p) B OMpeAeieHHON 00jacTu (9KOJIOTHYECKUM,
MOXKAPHBIN U T.1.), C 00IIECTBEHHBIMU OPTaHU3AIUSIMU,

C BBIIIECTOSIIIMMU OpraHamMd — B ClydasdX, KOIJa 3aKOHOJATEIbCTBOM
MPEAyCMaTPUBAETCS BO3MOKHOCTh COBEPILIEHUS YNPABICHYECKUX ACHCTBUU TOJBKO C
COTJIaCHUs ATUX OPTraHOB.

3.2.6. YTBepxkaeHnue aokyMeHTta. Ha qokyMmeHTax, moJyieKalmx yTBEPKIACHHUIO, Tpud
YTBEPKIACHUS TPOCTABISETCA B MPABOM BEPXHEM YIy IEPBOrO JHUCTAa JOKYMEHTA.
I'pud  yrBepknmenus odopmisiercs  crnenyrommm — odbpasom:  YTBEPXKJIAIO
PykoBoguTens (HauMeHOBaHUE OpraHu3aIuu) (JIMYHask MOIMUCh, MHUIUAIIBI, (haMUITus)
02.03.2004.

[Ipu HEOOXOIMMOCTH JOTIOTHUTEIBHBIX MPEANNCAHUN U PA3bSICHEHUN JOKYMEHT MOXKET
YTBEPXKIAThCSl NPHUKA30M PYKOBOAMTENS OpraHa YHpaBJI€HUsS OOpa3oBaHUEM.
YTBEPXKXJIEHO npukazom ... ot 16.10.2004 Ne 150

3.2.7. Pezomonus. B coctaB pe3onronuu BXOAST CIEAYIONIME 3JIEMEHTHI: (hamMuiins
UCIIOJIHUTENS (MCIIOJHUTENEH), COAEpKaHUsI MOPYUYEHUs, CPOK MCIOJHEHHUS, MOJIHUCH,
nata. B ciydasx, korna nmopy4eHue 1aercs ABYM WM HECKOJbKHUM JIMLAM, PABHBIM IO
JOJIKHOCTH, OCHOBHBIM HCIIOJHUTENEM SBJISIETCS JIMIO, YKa3aHHOE B MOPYYEHUH
nepBeiM. EMy npenocTaBisieTcsi MpaBO CO3bIBA COUCIIOJHUTENIEH M OCYLIECTBICHHUE
KOOpJWHAIMK UX paboThl. OCHOBHON HCIOJHUTENb U COMCIIOJIHUTENb BIpPaBE JaBaTh
NOPYYEHHUs] B BHUJAE PE3OJIIOLUI JMIAaM, HENOCPEACTBEHHO WM NOJYMHEHHBIM. Ha
JOKYMEHTaX, He TPeOYyIOIIMX yKa3aHUW MO MCIOJIHEHHUIO M UMEIOIIMX TUIIOBBIE CPOKU
UCIIOJIHEHHUSI, B PE3OJIFOLMU YKa3bIBAKOTCS HUCIIOJHUTEND, MOAIUCH ABTOPA PE3OJIIOLMH,
nata. Pesomronuss MoxeT o0QOpMIATBCS HAa OTAEIBHOM JIMCT€ C YKa3aHHEM
PErMCTPAlMOHHOTO HOMEPA M J1aThl JOKYMEHTa, K KOTOPOMY PE€30JIOLHS OTHOCHUTCS.
3.2.8. OrmeTtka 00 ucnosHurene. OTMeTrka 00 UCHOJHUTENE JOKYMEHTa MPOCTaBISETCS
B JIEBOM HWXHEM YIJy JIMUEBOM MWJIM OOOPOTHON CTOPOHBI MOCJEIHEro JHUCTa
NOJJIMHHUKA JOKyMeHTa. OTMeTka BKiIroYaeT (pamMuiuio (dhaMuius, uMs, OTUECTBO)
UCIIOTHUTENS, HoMep ero tenedona, Hanpumep: MakcumoBa Huna Cepreesna 2-30-22
i MaxkcumoBa 2-30-22 Ha pgokymeHTe, TOATOTOBJIEHHOM IO TMOPYYECHUIO
PYKOBOJMTENSL TPYIION HCIOJHUTENEH, B OTMETKE OO0 HCIOIHUTENE YKa3bIBAaCTCS
(amMuIKs OCHOBHOTO UCTIOJHUTEIIS.

3.2.9. OdopmieHne NPUIOKEHUN K JOKyMEHTY. [IpuiioKeHHsI JOKHBI MMETh BCE
HEOOXOUMBbIE Uil JOKYMEHTa pPEKBU3UTHI (Ha3BaHHE, 3arojlOBOK, IMOAMMCH JIUII,
OTBETCTBEHHBIX 33 MX COJEp>KaHHE, AaTy, OTMETKY O COIVIACOBAHUM U T.II.). OTMETKY O
HAJIMYUU TPUJIOKEHUS, HA3BaHHOTO B TEKCTE, O(GOPMIIAIOT CIEAYIOUIUM O00pa3oMm:
[Ipunoxenue: Ha 8 . B 3 »5k3. Ecim npwiiokeHUs: HE Ha3BaHbl B TEKCTE, TO HX




HAaVMEHOBAHMS TEPEUYUCISIIOTCS € YKa3aHMEM KOJIMYECTBA JIMCTOB B  KaXIOM
NPUIOKEHUH U YUCia UX 3K3eMIUsIpoB, HanpuMmep: [Ipunoxkenue: 1. Cnpaska o... Ha 3
a. B 2 9k3. 2. Ilpoekrt... Ha 8 1. B 3 9k3. IlpunoxeHus K pacrnopsauTeIbHBIM
JIOKyMEHTaM COJIep>KaT B MPABOM BEPXHEM YTIIIy MEPBOTO JIMCTA OTMETKY C YKa3aHUEM
JIOKyMEHTa, ero natbl U Homepa. Harpuwmep: IlpunoxkeHue xk mpukasy YIpaBieHUs
oOpazoBanueM... Ne or... Ecnu npumnokeHusi cOpoLIopoBaHbl, KOJUYECTBO JUCTOB B
HUX HE YKa3bIBaeTCHl.

3.2.10. OT™MeTka 00 MCHOJHEHWH NOKYMEHTAa W HANpPABJICHHH €r0 B JEJIO0 BKIIIOYAET:
KpaTKHE CBEJEHUS 00 UCIIOJIHEHHUH, €CIIU OTCYTCTBYET JOKYMEHT, CBUAETEIbCTBYIOIIUI
00 MCHOJIHEHWH, WIH, HAJIMYWUA TAKOrO JOKYMEHTA, CChUIKY Ha €ro JaTy U HOMeEp;
OTMETKY «JIeJIO» HOMEp JieJia, B KOTOPOM OYyJEeT XpaHUThCS TOKYMEHT; JaTy, MOJANUCH
VCIIOJTHUTEJIS.

4.Opranuzanus J0KyMeHTO000pOTAa M UCIOJTHEHUE JOKYMEHTOB

4.1. Opranuzanusi JOKyMEHTO000pOTa.

4.1.1. JIBnkeHue TOKYMEHTOB B YUPEKJICHUHA C MOMEHTA UX CO3JaHUs WIH MOJIYYCHUS
710 3aBEPUICHUSI UCIIOJIHEHUS WK OTIIPAaBKU 00pa3zyeT JOKyMEHTOOOOPOT.

4.1.2. TlopsaaoKk NPOXOXKACHUS JTOKYMEHTOB U OIEpalvy, NPOU3BOAMMBIE C HUMHU B
YUPEKIACHUH, PErIIaMEHTUPYIOTCS UHCTPYKIUEN o JIETI0NIPOU3BO/ICTBY,
JOJKHOCTHBIMU MHCTPYKIUSAMU UX PAaOOTHUKAM.

4.2. Opranuzanus JOCTaBKU JOKYMEHTOB.

4.2.1. JlocraBka JOKYMEHTOB B YYPEXKACHHE OCYIIECTBIIETCSA, KAaK IIPaBUIIO,
CPEACTBAMM MOYTOBOM U JIEKTPOHHOU CBSI3H.

C noMouip0 NOYTOBOM CBSA3M B IIKOJIY JOCTABIISIETCS MUCbMEHHAsI KOPPECTIOHACHIUS B
BU/JIE MPOCTBIX U PETUCTPUPYEMBIX TTUCEM, ITOUYTOBBIX KapTOUEK, OAHAEPOJIEH U MEJIKUX
MAaKETOB, & TAKXKE MeYaTHbIC U3/IaHUS.

4.2.2. Tlo xaHamaM 3JIEKTPOHHOM CBA3M MOCTYHAIOT: TEJIErPaMMBbl, TEIEPOHOIPAMMBI,
COOOIIIEHUS TI0 AJIEKTPOHHOM MOUTe.

4.3. IIpuem, o6paboTKa U pactpeacIeHrue MOCTYNAIOMNUX JOKYMEHTOB.

4.3.1. IokyMeHTBI, OCTYNAIONIME B YUPEKICHNE HA OYMaXHBIX HOCUTEIISX, MPOXOIST
NepBUUHYI0  00paOOTKy,  MpeABapuUTEIbHOE  PAacCMOTPEHHUE,  PETUCTPALHIO,
PacCMOTPEHHE PYKOBOJICTBOM U JOCTABJISIFOTCS UCIIOJIHUTEIISIM.

[Tpuem u nepBudHast 06pab0OTKa JOKYMEHTOB OCYIIECTBIISIETCS CEKPETAPEM.

KoHnBepTbl ¢ JOKYMEHTaMU BCKPBIBAIOTCS (32 HCKIIOYEHHUEM KOHBEPTOB C MOMETKOU
«JIMYHO»), MPOBEPSAETCS MPABUILHOCTH JIOCTABKH, LIEIOCTHOCTh YIAKOBKH JTOKYMEHTOB.
Ha nonyyeHHOM 1OKYMEHTE B MPABOM HMKHEM YTIIy IPOCTABIISETCS] PETUCTPALIMOHHBIN
HOMED.

4.3.2. JIoKyMeHTBI, aJipeCOBAaHHbIE IUPEKTOPY, a Takxke 0e3 yKa3aHUsi KOHKPETHOTO
JUIa, MpPeIBAPUTENbHO pPaccMaTpHUBAIOTCA CEKpEeTapeM, 3aTeM  HalpaBIsSIIOTCSA
PYKOBO/JICTBY.

[IpeaBapuTeslbHOE PACCMOTPEHHE JTOKYMEHTOB MPOBOAMUTCS C LEIBIO PACIPECICHUS
NOCTYNUBIIMX  JOKYMEHTOB Ha  TpeOymoliue  00s3aTeNbHOTO  PacCMOTPEHHUS
PYKOBOJICTBOM M HaIIPaBJIsiEMbIE HEMOCPEACTBEHHO OTBETCTBEHHBIM UCIIOTHUTEIISIM.
[IpeaBapuTeslbHOE paCCMOTPEHHUE OCYIIECTBISAETCS UCXOAS U3 OLEHKH UX COACPKAHUSA,
Ha OCHOBaHUM YCTaHOBJIEHHOTO B OpraHU3alluH pacipeieieHns 00s13aHHOCTEH.



be3 mnpenBapuTenbHOTO pPAacCMOTPEHHsI MEPENAIOTCS MO HA3HAYEHUIO JIOKYMEHTHI,
aJipeCOBaHHbIEC HEMOCPEJACTBEHHO J0KHOCTHBIM JIUIIAM.

PaccMmoTpeHHBIE pPYKOBOJACTBOM JIOKYMEHTHI BO3BpAalAlOTCS CEKpeTapro W jaliee
JOKYMEHT MepeIaeTCsl Ha UCIIOJIHEHHUE.

[ToaIMHHUK TOKYMEHTA MOJy4YaeT OTBETCTBEHHBIN UCIIOTHUTEIIb.

4.3.3. [locTynuBime TeerpaMmMbl MPUHUMAIOTCS TOJ] PACTIMCKY C MPOCTABICHUEM 1aThl
U BPEMEHHU MpUEMa, PETUCTPUPYIOTCS MO TEM K€ MpaBUiiaM, YTO M MHChbMa, a 3aTEM
MEPEAAOTCS HA PACCMOTPEHUE PYKOBOJCTBY U HCIIOJTHEHUE.

Texer moctynuBmied TenedOHOTpAaMMBI 3aMMCHIBACTCS TOJIyYaTelIeM Ha CIeUaTbHOM
OJlaHKe WM B XypHaje W OMEPATUBHO MEpPEacTCs PYKOBOIUTEIIO, KOTOPOMY OHA
aJpecoBaHa.

4.3.4. IlocTynaroiiyue OpUruHaIbl JOKYMEHTOB C 3JICKTPOHHOM KOMUEH JOJKHBI UMETh
CONPOBOJIUTENIBHOE MHUCHhMO. TEKCT KOMMM Ha MArHUTHOM HOCHUTENE JOJIKEH
COOTBETCTBOBAThH TEKCTY OPUTHUHAIA.

4.4. Opranuzaiusi 00OpabOTKH U Mepejayu OTIPABISIEMbIX JOKYMEHTOB.

4.4.1. HloxymeHtsl, otnpasisieMble PYO, mnepematoTcsi MOYTOBOM U JIEKTPOHHOM
CBS3BIO.

O06paboTKa IOKYMEHTOB JIJIsl OTIPABKU MOYTOBOM CBS3BIO OCYIIECTBIISIETCS CEKpETapeM
B COOTBETCTBUM C [IpaBuiiaMmu okazaHus yCIIyT MOYTOBOU CBSI3H.

JIOKyMeHTBl IS OTIPAaBKUM  MEpPENaloTcsl  MOJHOCThIO  0(OPMIICHHBIMH,
3apEeTUCTPUPOBAHHBIMM, C YyKa3aHUEM IIOYTOBOIO ajpeca WIM C YyKa3aHUEM Ha
PaCCBLIKY.

JIOKyMEHTBI, MTOJICKAIINE OTIPABKE, TOJKHBI 00padaThIBaThCS U OTHPABIATHCS B JCHD
YX TIOAMUCAHUS WK HE MO3AHEE CISAYIONIEro paboyero aHs.

JlocblIKa MM 3aMEHA Pa30CIaHHOTO paHEe TOKYMEHTa OCYILIECTBISIETCS MO YKA3aHHUIO
JUIa, TOJAMKMCABIIEr0 JOKYMEHT, WJIM PYKOBOJUTENS YIpaBiieHHs neinamMu (0OIero
oTnena).

4.42. C mnoOMONIIBIO CPEICTB JJIEKTPOHHOM CBSI3M OCYIIECTBIISIETCA Mepenaya
uHboOpMaIlMK B BHJE TeJlerpamM, TeleTannorpamm, ¢akcorpamm, TeiaedoHOrpaMmm,
AJICKTPOHHBIX COOOIICHUH.

4.4.3. TenmerpaMMbl NMPUHUMAIOTCS CEKPETApEM 3aBU3HPOBAHHBIMU, IOINHMCAHHBIMH,
JTATUPOBAHHBIMU M 3apETUCTPUPOBAHHBIMU, C OTMETKOM O KaTeropuu U BUJE
OTIPABIICHUS.

OtmnpaBka TenerpaMM OCYIIECTBIISIETCS B COOTBETCTBUM ¢ [IpaBunaMu mpeaocTaBieHuUs
yciayr TenerpadHON CBSI3W, YTBEPXKICHHBIMH TOCTaHOBJeHHEeM [IpaBuTenbcTBa
Poccuiickoit ®Depeparuu ot 28.08.97 Ne 1108 (CoOpaHue 3aKoHOAATEIHCTBA
Poccuiickoit @eneparuu. 1997. Ne37. C1.4299).

4.4.4. Tlepenaua nHdopMaluK ¢ MOMOIIBIO Tee()OHOrPaMM OCYIIECTBIISETCS YCTHO 1O
KaHaiaMm Teie)OHHOM CBSI3U U PETUCTPUPYETCS MOJTydaTesIeM.

4.5. Topsimok MPOXOKIACHHUSI BHYTPEHHUX JTOKYMEHTOB.

4.5.1. TlpoxoxaeHue BHYTPCHHMX JOKYMEHTOB Ha JTamax WX TOJTOTOBKH U
o(opMIIEHUS TOJDKHO COOTBETCTBOBAThH MPOXOXKICHUIO OTIPABISIEMBIX JOKYMEHTOB, a
Ha ATare UCTOJHEHHUS — TOCTYNAOINUX JOKYMEHTOB.

4.5.2. OdopmieHHbBIE OKYMEHTHI TMeEpefaloTcs Ha TMOANUCh PYKOBOJACTBY B
COOTBETCTBHUH C MPABOM TOAMKCH TOKYMEHTOB U PACTIPECICHHEM 00S3aHHOCTEH.



4.5.3. Komuu mnOANUCAaHHBIX PYKOBOJMUTEIEM PACHOPSIUTENbHBIX JOKYMEHTOB B
00s13aT€IbHOM MOPSAJKE PACCHUIAIOTCA B CTPYKTYpHBIE MOJAPA3JENICHUs, B BEACHUU
KOTOPBIX HAXOJATCS PACCMaTPUBAEMbIE BOIIPOCHI.
4.5.4. llepemaya  JOKYMEHTOB  MEXIy  CTPYKTYPHbIMH  IOAPA3JEICHUIMU
OCYILECTBIISIETCS. YEpEe3 CEKpeTapsl WM JIMLA, OTBETCTBEHHBIE 3a JIEJIONPOU3BOJICTBO.
JIOKYMEHTBI IIepeIatoTCsl C COOTBETCTBYIOMIEH 0TMETKOM B PKO®.
4.6. IlpueM 1 00pabOTKa JOKYMEHTOB, OCTYMNAIOIINUX IO KaHAJIaM 3JIEKTPOHHON MOYTHI
U (HaKCUMUIIBHOU CBS3H.
4.6.1. DmekTpoHHas TOYTa — OJUH K3 KOMIIOHEHTOB CHUCTEMBI aBTOMATHU3AIIMU
JOKYMEHTO000pOTa, CPEJCTBO JOCTABKH, OTIPABKH UH(OPMALIUU U €€ TepeIadu MEXITY
MOJIb30BATEISIMHU.
4.6.2. DNeKTpOHHBIE COOOIIEHUS, MOCBUTAEMBIE MO 3JIEKTPOHHOM MOYTE, UCHOJHAIOTCS
AQHAJIOTMYHO JOKYMEHTaM Ha OyMa)XHbIX HOCHUTENAX, MPU HAJIUYMH OIpPENeSICHHON
CHELU(PHUKU B IPOLIECCE UCITOIHEHUSI.
4.6.3. OTnpaBUTENH JIEKTPOHHOIO COOOILEHNUS 3aIyCKaeT IPOrpaMMy OTIIPaBKU MOYTHI
U co3/1aeT (paiin cooOIIeH s, YKa3bIBAET €ro UMs, JaTy U BpeMs oTnpaBku. CooOieHus
MO>KHO BBOJUTBH U PENAKTUPOBATH C IOMOIIBI TEKCTOBBIX PENAKTOPOB. DJIEKTPOHHBIE
COO0OILIEHUS IEPEAIOTCS aipecaTaM B COOTBETCTBUU C YKa3aTeJIeM Ha PacChUIKY.
Anpecar mnosydaeT M300pak€HHME JOKYMEHTa Ha 3KpaHE KOMIIbIOTEpa, a 3aTeM
pacreyaThIBaeT ero Ha OyMasKHbII HOCUTEIb.
Kaxxnomy aOOHEHTy B 3JIEKTPOHHOM IMOYTE BBIAEISAETCS WHIWBUIYAIbHBIA MOYTOBBIN
Ak (obsacte namatu DBM), koTopoMy IpHcBauBaeTcs KOJ MOJb30BaTelsd, U OOMEH
ANIEKTPOHHBIMU COOOIIEHUSIMU OCYLIECTBIISIETCS YEPE3 3T MOUYTOBBIC SALIUKH.
4.6.4 11pu HAIMYUU BIEKTPOHHOM MOYTHI JOKYMEHTBI 00padaThIBalOTCS U UCHIOJIHSIIOTCS
Ipyd TOMOIIM aBTOMATU3UPOBaHHOW peructpanuu. OTHOpaBUTEN0 HEOOXOIUMO
MOCTaBUTh OTMETKY «COOTBETCTBYET OPUTHHAIIYY.
4.6.5. Ilpu nepemaye M OpHeMe TEKCTOB CIVKEOHBIX JIOKYMEHTOB I10 KaHAJIaM
(bakCUMIIBHOU CBSI3UM HEOOXOAMMO PYKOBOJICTBOBATHCS CICAYIONIMMU TPEOOBAHUSIMH:
o0beM  MepenaBaeMoro  JOKyMeHTa  (TeKCTa, CXeMbl, Ipaduyeckoro
U300paKEHUs), BHITIOJTHEHHOTO Ha Oymare (opmata A4 YepHBIM IIBETOM, HE JOJHKECH
IpEBBIIATH MATU JIUCTOB,;

JOKYMEHT JJIs Nepelayd Mo KaHaly (PakCUMMWIBHOM CBSI3U cHaeTcsl C 3asBKOM
YCTaHOBJIEHHOTO oOpa3la, MOANHCAHHON PYKOBOJAWUTENEM IMOApa3JeieHUs. 3asiBKU
XpaHSTCS B TEUEHHE OJHOTO r0/1a;

OTBETCTBEHHOCTh 3a COJEp)KaHHe MeperaBaeMoil MH(POpMAlMKU BO3Jaraercsd Ha
UCIIOJIHUTENS, TMOJArOTOBUBILETO  JOKYMEHT K Tepenade, U  PYKOBOJUTENS
COOTBETCTBYIOILIETO MOPA3ACICHHUS;

(akcorpaMmbl Ha MTHOCTPAHHBIX SI3bIKaX OTHPABIISIIOTCS NMPU HAJUYHMM MEpEeBOAa,
3aBEPEHHOr0 JIUIIOM, MOJIUCABIINM (hakcorpammy;

3ampeiaercs IMepenaBaTb TEKCT JOKYMEHTOB C MOMETKOM «Jlisi ciyxeOHOro
MTOJIb30BAHUS»;

MOJUIeXKAIINI Tepefaye JOKYMEHT YYHUTBIBAETCS B JKYpHAj€ YCTAaHOBJIEHHOMN
¢dopmbl. TToIIMHHUKN TOKYMEHTOB MOCJE MEpeladd BO3BPAIIAIOTCS HUCIOJHUTENSIM C
OTMETKOI O BPEMEHHU OTIPABKU;




MOCTyNUBIIHE (aKCOTPAMMBbI YUUTHIBAIOTCSA B XKypHaJie YCTAaHOBJICHHOW (hOPMBI
0e3 IPOCTaBJIEHUsl PErUCTPALIMOHHOTO IITaMIIa, IEPEIat0TCs ajipecaTaM MoJl PaCIUCKY
B JICHb UX MPUEMa, CPOYHBIE —HEMEJICHHO;

(akcorpaMmbl Ha MHOCTPAHHBIX SI3bIKAX JIOCTABIISIOTCS ajipecaTy 0e3 rmepeBo/a.
4.7. Y4eT KoJU4eCcTBa IOKyMEHTOB.

4.7.1. YdeT KoIMYeCcTBa IOKYMEHTOB 32 OINPECICHHBIA TIEPHOJ] BpEMEHU (T0/1, MECSI)
npoBoautcs 1o PK® cekperapem.

4.7.2. 3a enuHUIly y4eTa KOJUYECTBA JOKYMEHTA MPUHUMAETCS CaM JOKYMEHT, 0e3
ydyeTa KOIHWM, CO3/1aBa€MbIX MPHU I[E€UATAHUU M PAa3MHOXKEHUU. YUYET KOJUYECTBA
JIOKYMEHTOB MOXET MPOBOJUTHCS IO KajdeHAapHOMY roay B 1enom. [loctynaroniue u
CO3JIAI0NINE JTOKYMEHTBI TMOJICYUTHIBAIOTCA OTAENbHO. MTOroBbIE JaHHBIE MOJICUETa
MpeCTaBisoTes B TabnuuHoi (opme. [lo xaxmoit rpymnmne yuyuThIBaeTCs KOJIUYECTBO
JOKYMEHTOB U OTJI€JIbHO UX TUPax (LMU(PHI MPOCTABISAIOTCS Y€pe3 KOCYIO YepTy WU B
OTJIETBHBIX Tpadax).

4.8. PaboTa ucronHuTeNel ¢ JOKyMEHTaMH.

4.8.1. PykoBoguTenu CTpyKTypHBIX mojapazzaenenuit OY obecrneunBaroT ornepaTHBHOE
paccMOTpPEHHUE JOKYMEHTOB, AOBEIAEHUE MX IO HWCIIOJHUTENEH B JICHb MOCTYILUICHUS,
KOHTPOJIb 32 KAYECTBEHHBIM HCIIOJIHEHUEM JOKYMEHTOB I10 CYIIECTBY BOIIpOCaA.

4.8.2. Ilpu paccMOTpeHUH [IOKYMEHTOB PYKOBOJWTENb TMOJAPA3ACICHUS BBIICISACT
JIOKYMEHTBI, TpeOyIoIre CpoUyHOro ucrnojHeHus. CpouHble NOKYMEHTHI MEpeaaroTcs
HeMeIeHHO. [Ipu HeoOX0IUMOCTH Pa3MHOKEHUS IOKYMEHTa WJIM JIPYTHX 3aJIeprKKax
WCTIOJTHUTEIIO TIepeaeTCs PErUCTPAIMOHHAS KAPTOYKa WIIM UCIIONB3yeTCs uHas popma
ero UHGOPMUPOBAHUS.

4.8.3. VMcnoysHeHUe NOKYMEHTa MpelycMaTpuBaeT: cOop u 00pabOTKy HEOoOXOIuMOMn
nH(popMaIuu, MOJArOTOBKY MPOEKTa TIOKYMEHTa; ero oopmiieHHEe, MPEJCTAaBICHUE Ha
noanucanue (yTBepxkaeHue) pykoBoACTBOM OV WM PYKOBOAMUTENSIMU CTPYKTYPHBIX
NoApa3JAeieHU, MOATOTOBKY K TEpechUIKe aapecaTy. VcnoJiHUTeNb Omnpenenser
HEOOXOIMMOE KOJIMYECTBO DK3EMIUIAPOB JIOKYMEHTa, TMepeaeT JOKYMEHT Ha
TUpaxupoBanue. Ha mokyMeHT, pacchliaeMblii Oojiee 4YeM B 4YeTBIpe ajpeca,
UCIIOJTHUTENb TOTOBUT YKa3aTellb HA PACCHUIKY.

4.8.4. Ilpu omepaTWBHOM pEIICHWH BOIPOCOB 0€3 COCTaBJICHHUS JIOMOJHHUTEIBHBIX
JIOKYMEHTOB MCTIOJHUTENb JIETTAT OTMETKH Ha JIOKYMEHTE: O JaTe MOCTYIUICHUs (eciu
o0pa3oBaJicsi UHTEPBAJI BPEMEHU MEXKIY MOCTYIJIEHHEM JIOKYMEHTAa U €ro JOCTaBKOM
WCTIOJHUTEN0), O JaTax MPOMEXYTOYHOTO WCIOJHEHUsI (3alpoc  CBEICHUM,
TenedOHHbIC IEPErOBOPHI U T.J.), O JaTe U pe3yJbTaTaX OKOHYATEILHOTO UCIIOTHEHUS.
Bce ormeTku pa3MeniatoTcsi Ha CBOOOAHBIX OT TEKCTa MECTax.

4.8.5. Tlpy HanuYuu OTBETCTBEHHOTO HWCIOJHUTENSI BCE OCTaJIbHbIE MCIOJHUTEIN
OTBETCTBEHHBIE 32 CBOCBPEMEHHBIM W KaueCTBEHHBIM aHanM3 WHOOPMaLUU U
NpeACTaBI€HUE OTBETCTBEHHOMY HCIIOJIHUTEI0 B YCTAaHOBJEHHBIE UM CPOKH
HEOOXOJMMBIX MAaTEepPUAIOB (MPOEKTOB JOKYMEHTOB, CIIPaBOK, CBEICHMA U T.I.).
OTBETCTBEHHBI HCHOJHUTENb HECET MEPCOHAIBHYIO OTBETCTBEHHOCTH 3a IMOJHOTY H
JI0OCTOBEPHOCTH HH(POPMAIINH, UCTIOIH30BAHHOM MPHU MOATOTOBKE JOKYMEHTA.

4.9. Pabota ¢ oOpalieHus MU 1 3alpocamu JICyTaToB.



4.9.1. IlonrotoBKka M HampaBJICHHE OTBETOB Ha OOpalIEHUs U 3alpoChl JIEMyTaTOB
pa3HbIX ypoBHEH ocymectBisieTcas OY B COOTBETCTBUM C 3aKOHOJATEIBCTBOM
Poccuiickon denepannu o craryce aemnyrara.

4.9.2. B xauectBe 0OpallleHUs U 3alpoca pacCMaTPUBAETCS MUCHMO, HAIIMCAaHHOE Ha
OJlaHKe JemnmyTara, UMeEIolee MOJNUCh JenyTata u nary. [lpu oOpaienuun nemyrara
JOJDKHOCTHBIE — JMIIa  Oe3oTiararenbHO (2 TpU  HEOOXOJUMOCTH  IMOJTYYEHUS
JIOTIOJTHUTENBHBIX MaTepuanioB — He no3aHee 30 qHel co HA mojydeHusi oOparieHus
WM B WHOW COrJIACOBAHHBIM C WHHUIIMATOPOM 3alpoca CPOK) AT OTBET Ha 3TO
oOpalnieHle W MPEACTaBISAIOT 3alpaliuBaeMble JOKYMEHTBl WK cBeaeHus. [Ipu stom
JOKYMEHTBI, COCTABJISIOLIME TOCYJApCTBEHHYIO TailHy, MPEJOCTaBIIAIOTCSA B MOPSIKE,
YCTaHOBJICHHOM (heiepabHBIM 3aKOHOM O TOCYTapCTBEHHOM TaiiHe.

4.9.3. B cmyyae HEOOXOAMMOCTH TMPOBEJCHUS B CBSI3U C OOpallleHueM WM 3aIpOCOM
JOTIOJTHUTENBHOW MPOBEPKH WM JOMOJHHUTEIBHOIO M3YyYEeHHsI KaKUX-IHOO BOIIPOCOB
clIelyeT coOOIUTh 00 3TOM aBTOPY OOpallleHUsl WK 3alpoca B TPEXJAHEBHBIN CPOK CO
JIHS €r0 MOJIY4YCHHUS.

4.9.4. llpueM, oOpaboTka W HampaBieHUE IOCTYNAIOMX OOpallleHuHd M 3alpocoB
JENyTaTOB OCYLIECTBISETCS CEKPETapEM B COOTBETCTBUU C YCTAHOBIICHHBIM IOPSAKOM
paboThI C MOCTYNAIONUMU JOKYMEHTaMHU.

4.9.5. B crpykrypHbIX mnogpasneneHusx OY mno oOpamieHusM M 3ampocaM B
COOTBETCTBHUM C YKA3aHHUSIMU PYKOBOJCTBA ONEPATUBHO T'OTOBITCS MPOEKTHI OTBETOB, a
B HEOOXOAMMBIX CIy4asX MHPOEKTbl MOPYYEHHH COOTBETCTBYIOLIUM OpTaHU3ALMSIM.
4.9.6. OOpameHuss U 3ampochl AEMYTaTOB M JIOKYMEHTbI IO HMX pPacCMOTPEHHIO
GbopMUPYIOT B Jiejia B COOTBETCTBUU C HOMEHKJIATYPOU Ael.

4.9.7. B OY aHanu3upylOT KOJMYECTBO M XapakTep OOpalleHUuil M AemyTaTCKHUX
3anpocoB HHGOPMUPYIOT 00 3TOM PYKOBOJICTBO.

5. llonckoBasi cucreMa 1Mo JOKyMeHTaM

5.1. Perucrpanus 10KyMEHTOB.

5.1.1. OcHOBO# MOCTPOEHUS MOUCKOBBIX CUCTEM SIBISIETCS PErUCTpals JOKYMEHTOB —
3aMKCh YYETHBIX JJAHHBIX O JOKYMEHTE 110 YCTaHOBJIICHHOU (hopme, pukcupyromas Gaxkt
€ro CO3/aHusl, OTHPABJICHUS WU MTOJTYYEHUS.

5.1.2. Peructpanuu moJuIeKaT BCE JOKYMEHTbI, TpeOyIoIue yuyeTa, UCIOJHEHHS B
CIIPAaBOYHBIX UENAX. Perucrpupyrorcss JOKYMEHTHI, TMOCTYyNAIIME W3 JPYTrUx
OopraHu3aiii ¥ OT (PU3MYECKUX JUIl, a TaKXKE CO3/laBaeMble — BHYTPEHHHE U
oTnpasiisieMble. JIOKYMEHTBI pEruCTPUPYIOTCS HE3aBUCMMO OT CIoco0a MX JIOCTaBKH,
nepenayn WK CO3/1aHus.

5.1.3. JIOKyMEHTBI PETUCTPUPYIOTCSI OAUH pa3: MOCTyNAIOIIUE — B JIEHb MOCTYIUICHUS,
co3JaBaeMble — B JIeHb MOJINUCAaHUs Wi yTBepxkAeHus. [Ipu nepenaue nokymeHTa U3
OJIHOTO TOJpa3/iefieHusi B APYroe OH MOBTOPHO, KAaK MPAaBWIO, HE PErUCTPUPYETCS.
5.1.4. Peructpauusi JOKyMEHTOB IPOU3BOJUTCS CEKpETapeM B IMpejenax Tpymnm, B
3aBUCHMOCTH OT Ha3BaHMWSl BHJA JIOKYMEHTa, aBTOpa W coJepxaHus. JJOKyMEHTHI,
nepeaaBaeMble WM IPUHUMAEMBbIE 10 KaHajlaM (DaKCUMUIIBHOM CBSI3U, PETUCTPUPYIOTCS
CeKpeTapeM.

5.1.5. Jlokymentsl peructpupytorcsi B PK® — TpaiUIIMOHHBIX WA 3JIEKTPOHHBIX
KapTOYyKax.



5.1.6. PeructpallMOHHBIA HOMEpP JOKYMEHTa COCTOUT W3 MOPSAKOBOIO HOMEpA,
KOTOpBbI uCX0Js U3 MHGOpPMaIMOHHBIX NoTpedHocTe OY MOXeT IOMOJHATHCA
OYKBEHHBIM WM IIU(GPOBBIM UHIAEKCOM CTPYKTYPHOIO MOJAPA3IEICHUs, HHACKCOM Jiena
0 HOMEHKJIaType Jel, KOJAOM JOKYMEHTa MO KilacCU(UKATOPY KOPPECHOHJICHTOB,
ucrionHutTened u Ap. CocTaBHbIE YaCTU PETUCTPALIMOHHOIO HOMEpA OTAEISIOTCS JPYT
OT JIpyra KOCOM 4epTOM.
5.1.7. lna noctmxeHus nHOOPMAIIMOHHOW COBMECTUMOCTH PETUCTPALIMOHHBIX JIAHHBIX
U CO3/1aHWs TOWCKOBBIX CHCTEM YCTAaHABIMBAETCA CIEAYIOUIMH COCTaB OCHOBHBIX
DPEKBH3UTOB PETUCTPALUU:

HaVMEHOBAaHHE OpraHu3aliu (aBTOpa WIH KOPPECIIOHIEHTA);

HaVMEHOBAHHE BHUJIA JOKYMEHTA;

JlaTa U perucTPallMOHHBIN HOMEp JOKYMEHTA;

JaTa U MHIEKC MOCTYIUICHHUS;

3aroJIOBOK K TEKCTY (KpaTKoe CoJlep:KaHue JOKYMEHTA);

pe3outonus (MCIIOTHUTENb, COAEPKaHUE TOPYUYEHHMs, aBTOp, AaTa);

CPOK HMCIIOJIHEHUS JOKYMEHTA,

OTMETKa 00 MCIIOJHEHUH IOKYMEHTA U HalpaBJIEHUH €T0 B JIEIO.
[IpaBuna 3anosHeHUs! OCHOBHBIX pPeKkBU3UTOB PK® mpencTaBieHbl B NPHUIIOKEHUH.
CocTtaB 00s13aTeIbHBIX PEKBU3UTOB PETUCTPAIIMU B 3aBUCUMOCTH _OT _XapakrTepa
JOKYMEHTa M 3aJlad KCMOJb30BaHUS HMH(POPMAIUU MOKET JOMOJIHATHCS JPYTHUMHU
PEKBU3BUTAMU:

rpud (moMeTka) OrpaHUYEHUs AOCTyNa K JOKYMEHTY;

BHYTPEHHSISl Iepeapecanus JOKyMEHTOB 110 UCIIOJIHUTEISAM;

KOJI IO TEMAaTUYECKOMY KJlaccu(UKaTopy;

KJIFOUEBBIE CJIOBA;

KOJIMYECTBO JIUCTOB IOKYMEHTA;

HAJIMYKE TTPUIIOKEHNM;

JOJDKHOCTHOE JIMLIO, TOCTaBUBILIEE JOKYMEHT Ha KOHTPOJIb;

IIPOMEKYTOUHBIE CPOKH MCIIOJTHEHUS;

IIEPEHOC CPOKOB UCIIOJIHEHHS;

CPOK XpaHEHUSI JOKYMEHTA,

CTaTyC IOKyMeHTa (IIPOEKT, BEPCHUsl);

BU/ TIEpeIauu JOKYMeHTa (1o4ToH, (hakcoM U T.J.) U Jp.
5.1.8. Peructpaumsi OKyMEHTOB-OTBETOB ocyuiecTtBisiercsi B PK® wHUIIMaTUBHBIX
JOKYMEHTOB. JIOKyMEHTY-OTBETY IpPUCBAaUBAaeTCs MOPSAKOBBII HOMEp B Mpejaenax
COOTBETCTBYIOIIETO PETUCTPALIMOHHOIO MAaCCHBA.
5.2. Opranu3zanus MNOMCKOBOM CUCTEMBI IO JOKYMEHTAM.
5.2.1. lns oGecnieyenust 3pPpeKTUBHOTO MCIONIb30BaHUS MHGOPMALMK TIPU NPUHATUN
pemienuii B OY MoxeT ObITh CO37aHa IMOMCKOBas CHCTEMa IO JOKyMeHTam. 5.2.2.
Wudpopmanns o [OOKyMEHTax, IMOJy4Y€HHas MpPU HUX pErucrpanuu, MOCTyHaeT B
MOMCKOBYIO CHCTEMY, KOTOpas BKJIIOYaeT B ce0s KapTOTEKH M KJIacCU(PUKAIMOHHBIC
CIIPAaBOYHUKH.
5.2.3. Ilpu TpaguIIMOHHON KApTOYHOW PETHCTpPAIMM T[I€YaTaeTCs HEeO0OXOaMMOoe
kosmuecTBO PK®, KOTOppIE MOT'YT COCTAaBIATH CIEAYIOIIME KapTOTEKU: CIPABOYHBIE
(o xoppecnoHaeHTaM, BUAaM JOKYMEHTOB, aBTOpaM JOKYMEHTa U JIp.), KOHTPOJIbHO-




CIpaBOYHbIE, KOAU(DUKAIIMOHHBIE, IO OOpallleHUsIM TpakaaH, andaBUTHBIE U JPyTUe B
3aBUCUMOCTH OT 3aJ1a4 Moucka HHGOPMALIHH.
5.2.4. DpdekTuBHOCTL pabOThI MOMCKOBOM CUCTEMBI JTOCTUTACTCS MyTEeM pPa3paboTKu
KJ1acCU(UKAIIMOHHBIX CIIPABOYHUKOB:

KJaccudukaTopa BUJIOB JOKYMEHTA,

KJ1accu(uKaTopa KOPPECIOHCHTOB;

KJaccudukaTopa pe3oTroIui;

KJaccupuKaTopa UCIIOTHUTEIICH;

KJ1accupuKaTopa pe3yabTaTOB UCIOTHEHUS TOKYMEHTOB;

HOMEHKJIATYPHI JIE.
[ToMmuMO TIepednCcIIeHHBIX, B KOHKPETHOU MOMCKOBOW CHCTEME MOTYT MCTIOIB30BaThCS U
Apyrue KIacCU(pUKATOPhl B 3aBHUCHUMOCTH OT TOTpPeOHOCTEW BBOJAa M TMOMCKA
JTOKyMEHTOB M HH(OpMaITHH.
5.2.5. B aBTOMaTHU3UpPOBAHHBIX MOMCKOBBIX MAacCCHUBaX MOUCK KOHKPETHOTO JOKYMEHTa
WK TOAOOPKM MaTepHUalioB OCYIIECTBISIETCS MO aTpulOyTram (Ha3BaHUIO, BUITY
JIOKyMEHTa, 1aTe MPUHATHS, HOMEPY JTOKYMEHTA U T.II.) WX 10 KOHTEKCTY (10 JII0OoMYy
CJIOBY WJIM (ppaze, cojeprkalienics B ICKOMOM JI0KyMeHTe). [lonckoBbIil 3ampoc Moxer
COJIEpIKaTh JIIOOYI0 KOMOMHALINIO aTPUOYTOB U JIEMEHTOB TEKCTA.
5.2.6. TlouckoBble cHUCTEMBl JODKHBI OO€CIeunBaTh TMOUCK HWHGOpPMAIUU O
nestenbHocT OY, HE OTHECEHHOM K TOCYIapCTBEHHOM TalHEe WM CITy>KeOHOMH
WH(POPMAIMK OTPAaHUYCHHOTO PACIpPOCTPaHEHHUs, paOOTHUKAM OpraHa YIIpaBJICHUS
o0pa3oBaHWEM, HWHBIM TOCYAAPCTBCHHBIM OpraHaM, OpTraHU3ANMsIM, Q(U3HIESCKUM
JUIIaM.
5.2.7. llopanok TOJy4eHHs] TMOJb30BaTEIEM HMHPOPMALMK ONpENEsieT OpraH
yrOpaBlieHUus: oOpa3oBaHHEM KaKk COOCTBEHHHUK WM Biajenen HWH()OPMAIMOHHBIX
PECYPCOB Ha OCHOBE TpeOOBAHMI 3aKOHO/IATEIHCTBA.
5.2.8. Tlopsamok 3amuThl U JOCTyNa K CIyXeOHOW HWH(OpMAIMU OTrpaHUYEHHOTO
pactpocTpaHEHUs OMPEEISIeTCs OpraHaMK yIpaBjieHUs: 00pa3oBaHUEM B TIpe/iesiax ux
KOMITETEHIIUU JTMOO0 HEMOCPEICTBEHHO COOCTBEHHUKOM MH(OpMAIH, B COOTBETCTBUH C
3aKOHOJIATEIHCTBOM.
6. KoHTpoJ1b HCIIOJTHEHUSI JOKYMEHTOB
6.1. Opranuzanust KOHTPOJISI UCIIOJTHEHUSL.
6.2. KoHTponb wucnoiHeHHs BKJIOYaeT B CeO0s: TIOCTAHOBKY Ha KOHTPOJb,
MpeBAPUTENLHYIO MMPOBEPKY U PETYJIUPOBAHUE X0O/1a UCTIOTHEHUS, CHATHE C KOHTPOJI,
HampaBJieHUE WCIIOJIHEHHOTO JOKYMEHTa B JIe0, Y4eT, 000OIIeHre W aHalu3 Xoja U
pE3yJIbTaTOB HWCIOJNHEHUS JOKYMEHTOB, MH()OPMHpPOBAHHE PYKOBOAMTENCH B IIENAX
CBOCBPEMEHHOTO M KayeCTBEHHOT'O WCIOJHEHUS TOpYyYCHUH, 3a(UKCHPOBAHHBIX B
JTOKYMEHTaX.
6.3. KoHTposto mnoanexaT BCe 3aperUCTPUPOBAaHHBIE JOKYMEHTHI, TpeOyroliue
WCIIOJTHCHHMSI, TIEPEUEHb KOTOPBIX YTBEPKIACTCA PYKOBOAHMTEIIEM OpTaHa YIpaBICHUS
oOpazoBanueM. [Ipu moctaHOBKE JOKYMEHTAa Ha KOHTPOJb Ha JIEBOM IOJIE JOKYMEHTA
JiemaeTcsl OTMETKa O KOHTposie, KOoTopyto OykBod «K» wiu cioBoM (IITammom)
«KOoHTpOIBY.
6.4. KoHTponb wHCHOTHEHUS OOECIEYNBAET PYKOBOJUTENIh OpraHa YIpaBleHUs
oOpa3oBaHMEM M IO €ro MOPYYEHHUIO CEKpPEeTapb, KOTOPBIM OCYIIECTBISET Yy4eT




KOHTPOJIUPYEMBIX JTOKYMEHTOB, & TAKXKE X0/ U COCTOSHUSA UX UCHOJHEHUs. KOHTpOIb
UCIIOJHEHUS JOKYMEHTOB IO CYIIECTBY BOIPOCAa OCYUIECTBISIOT PYKOBOJIUTENIN
CTPYKTYPHBIX MOJIpa3/IeJICHUI opraHa yrpasjieHusi 00pa30BaHUEM.
6.5. KOHTpOJIb UCTIOTHEHUS! TOKYMEHTOB CTPOUTCS Ha 0a3e perucTpallMOHHBIX TaHHbIX.
KoHTponpHas kapToTeKa CHUCTEMATU3UPYETCA M0 CPOKAM HCIIOJIHEHUS IOKYMEHTOB, 10
UCIIOJTHUTENSIM, TPYIIIaM JOKYMEHTOB.
6.6. CpoKM WUCIOIHEHUS JIOKYMEHTOB HWCUUCISAIOTCA B KAJICHAAPHBIX JHAX:
MOCTYNHBIIMX UX BBIILIECTOSUIMX OPraHOB rOCYJaPCTBEHHOM BJIACTU M BHYTPEHHUX — C
JaThl MOANMHUCAHMS (YTBEPKICHHS) JOKYMEHTA, a MOCTYNUBLIMX W3 JIPYTUX OpPraHOB
yrnpaBiieHUs 00pa3oBaHUEM, OpTaHHU3AIlNi, a TaKKe OOpalleHU rpakKaaH — ¢ AaThl X
nocTyrieHus. CpoKH UCHIOJHEHHUS IOKYMEHTOB ONPEIEISAIOTCS PYKOBOAUTEIEM UCXOAS
13 CPOKa, YCTAaHOBJIECHHOIO OpraHM3alyel, HANpaBUBIIEW JAOKYMEHT, WIH CpPOKOB,
YCTAaHOBJICHHBIX ~ 3aKOHOJATENbCTBOM. JIOKYMEHTHI  IOJUIEkKAT  UCIOJHEHUIO B
CIEAYIOIINE CPOKHU:

C KOHKPETHOM 1aTOW UCTIOJHEHHS — B YKa3aHHBIN CPOK;

0e3 ykazaHHWs KOHKPETHOM JaThl MCIIOJHEHHS, MMEIOIIHUE B TEKCTE IOMETKY
«CPOYHO» - UCIIOIHSETCS B 3-THEBHBIN CPOK;

UMEIOIINE TOMETKY «OIEepaTUBHO» — B 10-THEBHBIN CPOK, OCTaJIbHBIE — B CPOK HE
Oosee MecAIa;

no oOpameHusM TrpaxzaaH, noctynuBmuM B OY  u  TpeOyroumum
JOTIOJTHUTENBHOTO U3YUYEHHS U TPOBEPKH, - JO OJJHOTO MECALA CO JTHA X PErUCTpPaLUH,
10 OCTaJIbHBIM OOpaIlieHusM — He 0osiee 15 nHei.
Ecnu nocneanuii 1eHb CpoKa UCTIOMHEHUS JOKYMEHTA MIPUXOUTCS Ha HepaboUuuil AeHb,
TO JOKYMEHT MOAJIEKUT HCIOJHEHUIO HE IMO3/IHee padoyvero JHs, MPEeaIIeCTBYIOMIEro
HepaboueMy AHIO. JlaTa MCHOJIHEHHS YKa3bIBA€TCS B PE3OJIIOLUU PYKOBOAUTENS U
¢ukcupyercst B PKOD.
6.7. Ilpu HEOOXOAMMOCTH U3MEHEHMsI CPOKa MCIOJHEHMsI JOKYMEHTa OTBETCTBEHHBIN
UCIIOJIHUTENb  NPEACTaBIIIET HAa WMl PYKOBOAMTENA, JAaBLIErO  IOPYYECHHE,
MOTHUBHUPOBAHHYIO MPOCHOY O €ro MpOJUIEHWU HE Mo3aHee 3 JAHEW A0 UCTEUEHUs 3TOro
cpoka. O00 Bcex ciyyasix U3MEHEHUs CPOKa UCIIOJHEHUS IOKYMEHTOB OTBETCTBEHHBIN
UCTIOJTHUTENb CBOEBPEMEHHO HH(POPMUPYET CEKpeTapsi AJii BHECEHUS W3MEHEHUN B
PK® (HOBBI# CPOK, TaTa M3MEHEHHSI, TIOJIITUCH).
6.8. B ciywae  UCHOJHEHHS  JOKYMEHTA  HECKOJIBKHMH  CTPYKTYPHBIMH
MOAPA3ACIECHUSIMA  TOJIMHHUK  JOKYMEHTa  HANpaBlsieTCd  OTBETCTBEHHOMY
UCIIOJIHUTEIIO, OCTAIbHBIEC UCIIOJIHUTEHU MOJYyYat0T KO TIOKYMEHTA.
6.9. [Ipu yxoze B OTIyCK, BEIOBITUA B KOMaHJIUPOBKY, B Ciiydae 00J€3HHU, YBOJIbHEHUS
WIHM TIepeMellleHUs paOOTHUK, OTBETCTBEHHBIN 32 KOHTPOJIb MCIIOJHEHUSI JOKYMEHTOB,
o0s3aH mepenaTh JApPyromy pabOTHHUKY MO COIJIACOBAHUIO C HEMOCPEIACTBEHHBIM
PYKOBOJIUTENIEM BCE KOHTPOJIUPYEMbIE TOKYMEHTHI.
6.10. IIpu nepechuike TOKYMEHTA Ha UCHOJHEHHUE B MOJBEIOMCTBEHHYIO OpPraHU3alIUI0
C TMOCJENYIOMUM HMH(POPMUPOBAHUEM O XOJE€ U pe3yjbTaTax HCIOIHEHHUS BMECTE C
JOKYMEHTOM MEPECBUIAIOTCS [Ba 3K3EMIUIApAa PErucTpauroHHON kapTouku. Ilocie
WCTIOJTHEHUSI OJIMH HK3EMIUISIp KapTOYKM BO3BpAIAETCS C YKa3aHUEM JaThl H
coJiep KaHMs UCTIOJTHEHUS.




6.11. [IpoBepka x0/1a UCTIOTHEHUS OCYIIECTBIISIETCS 10 UCTEYEHUSI CPOKOB HCIOJIHEHUS
JOKYMEHTOB.

6.12. CHsATHEe HOKyMEHTa C KOHTPOJIA OCYIIECTBISIET PYKOBOJIWUTENIb WU IO €r0
MOPYYECHHUIO CEKpEeTapb, CHATHE IOKYMEHTa C KOHTPOJs OPOpMISETCS OTMETKON 00
UCIIOJIHEHUHM JOKYMEHTa W HalpaBJICHUM €ro B JIeNI0: KpaTKue CBEACHHS 00
UCIIOJIHEHUHM WM CChLIKAa Ha JOKYMEHT (JlaTa M HOMEp), CBUICTEIbCTBYIOMIMI 00
UCIIOJIHEHUH; OTMETKA «B JI€JI0», HOMEP JieJia, B KOTOPOM OYJIET XPaHUTHCS JOKYMEHT;
JaTa; MOANUCHh WCIOJHUTENS WIA PYKOBOJIUTENS CTPYKTYPHOTO MOApPA3JCICHUs, B
KOTOPOM HCITOJIHEH JOKYMEHT.

6.13. JIOKYMEHT CYMTAaeTCsl HCIOJHEHHBIM W CHUMAETCi C KOHTPOJIA IOCIIe
(aKTHUEeCKOTO0  BBITIOJIHCHHUS TOPYYCHUH 10 CYIIECTBY, JOKYMEHTHPOBAHHOTO
MOATBEP)KICHUS HCIOJHEHUS W COOOIICHHS PE3YJIbTaTOB 3aWHTEPECOBAHHBIM
OpraHu3alysM M JIMIaM WIM €CIM B NPEACTaBICHHBIX MO HEMYy MaTepuaisax o
BBIIIOJTHEHUN HE JIaHO JIOMOJIHUTENBHBIX MOPYUYEHUN U MAaTepUalibl HE BO3BPAIEHBI HA
T0paboTKYy.

7. Opranu3anus J0KyMEHTOB B /1eJIOIIPOU3BO/ICTBE

7.1.  Opra#uzanys JOKYMEHTOB B  JIEJIONPOU3BOJICTBE MPEJCTABIsAET  COOOM
COBOKYIHOCTh BUJIOB pabOT, 00€CIEeUnBAIOIINX COXPAHHOCTh, YU€T, CHCTEMaTH3aIIUIO
JIOKYMEHTOB, OpMUPOBaHUE U OPOPMIICHUE JCJT B IETONMPOU3BOJICTBE U UX TIepeaady B
apXMB B COOTBETCTBUHM C TPEOOBAHUSIMH, YCTAHOBIEHHBIMU T'OCYJapCTBEHHBIMHU
CTaHJapTaMU  Ha  JIOKYMEHThl, = HOPMAaTHUBHO-METOJIMYECKUMU  JOKYMEHTaAMHU
®denepanbHON apxuBHOU cyk0bl Poccun, a Takyke COOTBETCTBYIOIIMMHU HOPMATHUBHO-
METOJUYECKUMHU JIOKYMEHTaMHU IO apXUBHOMY €Iy M JICJIONPOU3BOJCTBY apXHUBHBIX
opraHoB YeueHnckoi PecnyOnuku. OCHOBHBIMM BHAaMHU palbOT, 0OECIEeYMBAIOIIUMU
MPaBUJIbHYIO OPraHU3alUI0 TOKYMEHTOB B JI€JONPOU3BOACTBE, SIBISIOTCS COCTaBICHUE
HOMEHKJIATyp 11 U (popMUpOBaHUE JIE.

7.2. CocTaBiieHME HOMEHKIIATYp AEI.

7.2.1. HoMmenknaTypa Jel — CUCTEMaTH3UPOBAaHHBIA TNEPEUYEHb 3ar0JIOBKOB
(HamMeHOBaHUM) J1eJ1, 3aBOJIUMBIX B OpraHaxX yMHpaBJICHHUs] 00pa30BaHUEM, C YKa3aHUEM
CPOKOB WX XpaHeHHUs, OPOpMIICHHBII B yCTaHOBJICHHOM Topsnke. HomeHknatypa men
npeAHa3HaueHa JJis OpraHu3aldd TPYNINHUPOBKH HCIOJHEHHBIX JTOKYMEHTOB B €A,
CUCTEMATHU3AllMU U y4eTa JIeJl, ONPEIAECICHUS CPOKOB UX XPAaHEHUS U SIBISIETCSI OCHOBOM
JUISl COCTABJICHHS] OMTUCEHN JIeT TOCTOSTHHOTO M BpeMeHHOro (cBbIiie 10 ner) xpaHneHus, a
TaKKe I y4deTa Jed BpeMeHHOro (710 10 JeT BKIIOYUTEIBHO) XPaHEeHUSL.

7.2.2. 1Ilpu cocCTaBJI€HMHM HOMEHKJIATYpbl JeJl  CIEIyeT PYKOBOJCTBOBATHCS
MOJIOKEHUSIMU O YUPEXKICHUH, IITATHBIM paclMCaHueM, TUIaHaMU U OT4eTaMu 0 paboTte,
NepeYHsIMU JOKYMEHTOB C YKa3aHUEM CPOKOB MX XpaHEHHsS, HOMEHKJIATypamu el 3a
OpealecTByIommMe rofpl. M3ydaroTcss HOKYMEHTHI, OOpa3yroniuecss B JI€ITeIbHOCTH
oprasHa yrpasJieHusi 00pa30BaHHEM, UX BUJIbl, COCTaB U COJIEP KAHUE.

7.2.3. HomeHKkaTypa Jiell MOMUChIBACTCSl TUPEKTOPOM, COTJIACOBBIBAETCS DKCIEPTHOM
Komuccuen (nanee umenyercs IK).

7.2.4. Homenkiatypa nen medataercss B HEOOXOJAMMOM KOJMYECTBE HJK3EMILISPOB.
[lepBbIii yTBEPKICHHBIM OSK3EMIUISIP HOMEHKIATYPBl JEN  SBISAECTCA JOKYMEHTOM
MMOCTOSITHHOTO CpOKa XpaHEeHWs, BTOpoW wucmosb3yercs B OY B kadecTBe pabodero,
Tpetuii — B apxuBe OV, uerBepthiii — B apxuse PYO.



7.2.5. HomeHknaTypa Jed B KOHLE KaXJOro Trojla YTOYHSETCS, YTBEPXKIAeTca |
BBOJIUTCS B JEUCTBUE C | AHBaps CAEAYIOUIErO roja.

7.2.6. HomeHKnaTypa [Jel COCTaBIIIETCSI W COIVIACOBBIBAETCA 3aHOBO B Clyyae
KOPEHHBIX U3MEHEHUIM PYHKIUN U CTPYKTYPbI YUPEKICHHUS.

7.2.77. Ha3BaHusiMM pa3ieioB HOMEHKIATypbl nen OV  SBISIIOTCA  Ha3BaHUS
CTPYKTYPHBIX MOJpa3/ieficeHuil. B CBOIHOM HOMEHKIIATYpE [T pa3/ieiibl PacioiaratoTcs
B COOTBETCTBUU C YTBEPKAECHHOUN CTpyKTypour OVY.

7.2.8.B HOMEHKHaTypy Jel BKJIKOYAIOTCS 3aroJOBKM JI€JI, OTPaXarolue BCE
JOKYMEHTHpyeMble y4yacTku pabotel OY. B HOMEHKIaTypy 1€l HE BKIIOYAIOTCS
MEPUOJUYECKHUE U3TaHMUSI.

7.2.9. T'padpl HOMEHKIATyp JAeN 3amoJHAIOTCA ciexyromuM obpazom. B rpade 1
HOMEHKJIATypbl J€J TMPOCTABISIOTCA WHACKCHl KaXJIOro Jeja, BKIIYEHHOTO B
HOMEHKJIaTypy. MHIEKC jJena COCTOMT M3 YCTAHOBJIIGHHOTO B OpraHe ympaBieHUs
oOpazoBaHueM UGPOBOro 0003HAYCHUS CTPYKTYPHOTO MOIPA3CICHHS U TTOPSIKOBOTO
HOMEpa 3arojioBKa IO HOMEHKIAType B IMpeleNiax CTPYKTYPHOTO MOJApa3AciICHUSI.
WNunekcsl nen obo3nawarorcs apadbckumu mudpamu. Hampumep: 12-05, rne 12 —
0003HaueHUEe CTPYKTYpPHOTO mojpaszieneHus, 05 mopsaKoBbId HOMEp 3arojioBka jena
0 HOMEHKJIaType. B HOMEHKIaType Ael pPEKOMEHIYETCS COXPaHATh OJMHAKOBbBIC
WHJIEKCBI JJIsI ONTHOPOAHBIX JI€JI B MPEJEax pa3HbIX CTPYKTYPHBIX NOAPA3ACICHUN; IS
NEePeXOASAIIMX JIeTT MHIEKC coxpaHseTcs. B rpady 2 HOMEHKIATyphl Jiei BKIIOYAIOTCS
3aroJIOBKM €N (TOMOB, YacTeil). 3aroioBOK Jiejia JOJKEH YETKO, B 00001IeHHON (popme
OTpakaTh OCHOBHOE COJIEp>)KaHUE M COCTaB JIOKYMEHTOB Jena. He momyckaercs
ynoTpeOJieHHe B  3arojioBKe JiejJa HEKOHKPETHhIX (OPMYJIHUPOBOK  («pas3HbIC
Marepuasib», «OOIIas mnepenucka» MU T.JI.), a TaKXKE BBOJHBIX CJIOB U CIIOXKHBIX
000pOTOB 3arojIoOBOK Jejla COCTOMT W3 3JIEMEHTOB, PAacHoJIaraéMbIX B CIIEAYIOIIEH
MOCJIEA0OBAaTEILHOCTU: Ha3BaHHME BHUJA Jena (Mepenucka, XKypHal W T.J.) WIK
PA3HOBHUJIHOCTH JIOKYMEHTOB (ITPOTOKOJIBI, TIPUKA3bl U T.1.); Ha3BaHUE (eaepaibHOTO
opraHa WCIIOJIHUTELHONW BJACTH WU CTPYKTYPHOTO TOjApa3jaeiieHus (aBToOp
JIOKyMEHTa); Ha3BaHWE OpPTaHU3AIMH, KOTOPOW OYIyT aJpecoBaHbl WUIU OT KOTOPOH
OyInyT TOJY4YeHBI TOKYMEHTHI (ajpecar WM KOPPECHOHACHT JOKYMEHTa); KpaTKoe
COJIEp’)KaHUE JIOKYMEHTOB J[i€Jla; Ha3BaHHE€ MECTHOCTH (TEPPUTOPUM), C KOTOPOM
CBSI3aHO COJIEp’KaHHME JIOKYMEHTOB JieNia; jJaTta (Mepuol), K KOTOPOW OTHOCSTCS
JOKYMEHTBHI Jiea. B 3aronoBkax /e, CoAepKalux JOKYMEHTHI IO OTHOMY BOIIPOCY, HO
HE CBSI3aHHBIX TIOCJIEIOBATEILHOCTHIO HCIOJHEHHUS, B KauyecTBE BHAA Jiela
yHnoTpeOJIIeTCsl TEPMHUH «JOKYMEHTBI» a B KOHIIE 3arojloBKa B CKOOKax YKa3bIBarOTCS
OCHOBHBIE Pa3HOBUJIHOCTH JIOKYMEHTOB, KOTOPBIC JIOJDKHBI OBITH CIPYNIUPOBAHBI B
nene (TUIaHbl, CMUCKH, AOKIaAbl U T.A.). Hampumep: «/lokyMeHTBI O TpOBEIACHUU
TEMAaTUYECKUX BBICTABOK (TUIaHBI, CIUCKH, JOKJIAbI, XapaKTEPUCTHUKHU SKCIIOHATOB)». B
3arojioBKax JieJl, COJACpPKAIlIMX IMEPeNnucKy C OJHOPOIHBIMU KOPPECIIOHIECHTAMH,
MOCJICIHAE HE YKa3bIBAIOTCSA, a YKa3bIBaeTCsl WX 00ImIee BUJIOBOEC Ha3BaHue. B
3arojloBKax Jej, COJEpKallluX TMEePEenucKy C Pa3HOPOAHBIMU KOPPECIIOHICHTaM,
nociennee He nepeuncisitores. Hanpumep: «Ilepenrcka 06 opranuzamnuy CEMUHAPOB U
COBEIIAHMWKA MO BOIPOCAM JOKYMEHTUPOBAHUS YHPABICHYECKOW AEATEIBHOCTH». B
3aroJIOBKE JieJla YKa3bIBA€TCsI KOHKPETHBIA KOPPECIOHIEHT, €CIU NMEpEenucKa BeJeTcs
ToJIbKO ¢ HUM. Hanmpumep: «lIlepenucka ¢ Yeuenckum HHCTHTYTOM




MOBBIIICHUS KBanu(ukanuun pabOTHUKOB oOpaszoBanus». I[lpu o0o3HaueHHH B
3arojloBKax JIel  aJAMUHHCTPATUBHO-TEPPUTOPUAIIBHBIX  E€OUHULl  YYUTHIBACTCS
CIEAYIOIIEE: €CIAM  COJAEpKAaHHWE JieJla  KACAeTCAd  HECKOJIBKUX  OJHOPOJHBIX
aIMUHHUCTPATUBHO-TEPPUTOPUATIBHBIX €IMHHUII, B 3ar0JIOBKE JEJIa HE YKa3bIBAKOTCSA HX
KOHKpPETHbIE Ha3BaHMs, a YKa3bIBaeTCs WX o0Iliee BUAOBOe Ha3BaHue. Hampumep:
«Ilepenucka ¢ rmaBaMu aAMUHUCTPALUNA BOJIOCTEN O COLMAIBHOM 3alIUTE yYaIIUXCSD).
Ecnu conmepxaHue gena Kacaercs OIHOM — aIMUHUCTPATUBHO-TEPPUTOPHUAIBHOU
€MHULIbI (HACEJIEHHOTO MyHKTA), €€ (€ro) Ha3BaHWE yKa3bIBAETCS B 3arojioBKe nena. B
3aroJIoBKax Jell, COAEPKAIUX MIaHOBYIO WM OTYETHYIO JOKYMEHTALIMIO, YKa3bIBAETCS
nepuoj, (KBapTal, ToJ) Ha (3a) KOTOPBIM cOocCTaBjieHbl IUaHbl (oTuerhl). Hampumep:
«Otuer PUK — 83». Ecnu neno Oyaer cocTosiTh U3 HECKOIBKMX TOMOB MJIM YacTeH, TO
COCTaBJISIETCSl OOIIMI 3arojJoBOK Ji€la, a 3aTeM NpPU HEOOXOJUMOCTH COCTaBIISIOTCS
3aroJIOBKM Ka)KJIOr0 TOoMa (4YacTH), YTOUHSIIOUIME COJEpKaHUE 3arojioBKa Jena.
[lopsimoK  paclojoKEHHs 3arojIOBKOB JIeJI BHYTPM pPa3leloB M IOAPA3JEIOB
HOMEHKJIATYphI JI€] OIPEAEIIAECTCS CTEIEHbI0 BAaXXHOCTH JOKYMEHTOB, COCTABJISIOLIUX
JieNna, ¥ UX B3aUMOCBS3bI0. B Hayase pacrnosararoTcsi 3arojIOBKHM €I, COIAEpKAIIUX
OpPraHU3alMOHHO-PACIIOPSAUTENBHYI0  JTOKYMEHTAlMI0.  3arojlOBKM  JI€1  MOTYT
YTOUHSTHCS B Ipouecce popMmupoBanus u odopmiieHus aen. I'pada 3 HOMEHKIATypbl
JIeJ1 3allOJIHAETCS 10 OKOHYAHUM KaleHJapHoro rojaa. B rpade 4 ykasbiBaroTcs Cpok
XpaHEHHMsl Jieja, HOMEpa CTaTed MO NEPEYHIO0, a MPU €ro OTCYTCTBUM — THUIIOBOM WIIN
npuMepHoOi HoMeHknarype nen. B rpade 5 «Ilpumeuanue» ykas3bpiBaroTCs Ha3BaHUS
MEepPeYHEe TOKYMEHTOB, HMCIOJb30BAHHBIX MPHU ONPENEICHUU CPOKOB XPAaHEHHS e,
MIPOCTABIISIIOTCS. OTMETKH O 3aBEJICHUU JIET, O MEPEXOASIINX JeiaxX, O BbIICICHUH eIl K
YHUUTOXKEHHUIO, O JIMIAX, OTBETCTBEHHBIX 3a (hOPMUpPOBAHME J€J, O Nepenaye aen B
JIpYroil OpraH ynpaslieHUsl 00pa3oBaHUEM JJIs IPOJIOJKEHUS U JIP.

7.2.10. Ecnu B Teuenue roga B OY BO3HMKAIOT HOBBIE JOKYMEHTHPOBAHHBIE YYACTKH
paboThl, HEMIPEAYCMOTPEHHBIE Jie]a, OHU JIONOJHUTENIbHO BHOCSTCS B HOMEHKIIATYPY.
J171s1 BHOBB 3aBOJIMMBIX JI€] B KaXJAOM pa3ziesia HOMEHKIIATYPhI OCTABIISIIOTCS] PE3€PBHbBIC
HOMeEpa.

7.2.11. Ilo okOHYaHUU TO/la B KOHIIE HOMEHKJIATYphI JEN JEIAeTCd UTOrOBasl 3aluCh O
KOJIMYECTBE 3aBEICHHBIX JIe] (TOMOB)

7.3. ®opmupoBanue u 0hopMIICHUE JE.

7.3.1. ®opmupoBaHHE Je]l — TIPYNNHPOBKA HCIOJHEHHBIX JOKYMEHTOB B Ji€Ja B
COOTBETCTBMM C HOMEHKJIATYpOl [ W CUCTEMaTH3alMs JOKYMEHTOB BHYTpHU J€fa.
7.3.2. Hena dopmupytorcas B OV, Kkak npaBujio, JICLEHTPAIM30BAaHHO, T.C. B
CTPYKTYPHBIX NOJIpa3ICICHUSIX.

7.3.3. HcnoyiHEHHbIE JOKYMEHTHl JOJDKHBI B 15-THEBHBIA CpPOK  CHABaThCs
UCIIOJIHUTEIIEM, CEKpPETapro, OTBETCTBEHHOMY JUisl oopMHpOBaHus uUXx B Aena. Homep
Jena, B KOTOpPOE JOJKEH OBbITh MOAIIAT JAOKYMEHT, OIpEAeNsieT PYKOBOJIUTENb
CTPYKTYPHOI'O TOJAPA3JEICHUS WM HCIIOJIHUTENb B COOTBETCTBUU C HOMEHKJIATYPOM
Jen.

7.3.4. Tlpu dopmupoBanuu 1ei1 HEOOXOAMMO COOJIONATh CIEAYIONIME TIpaBUIIA:
IIOMENIAaTh B JI€JI0 TOJBKO MCIOJHEHHBIE JOKYMEHTBI, B COOTBETCTBUH C 3aroJOBKaMu
JIeJ1 IO HOMEHKJIAType; TPYIIIAPOBATh B JI€J0 JOKYMEHTBI OJTHOTO KaJE€HAApHOIO roja,
32 MCKJIIOYEHUEM NEPEXOAAIIMX MEN; pa3lei]bHO TPYyNIUpPOBaTh B Ji€Jda JOKYMEHTHI



IIOCTOSIHHOTO M BPEMEHHOI'O CpPOKOB XpAaHEHWs; MOMEIIAaTh B Jena KCEpOKONUU
dakcorpamm, TenedoHOrpaMMbl Ha OOIIMX OCHOBAHMSIX; B JE€JI0 HE JOJKHBI
NOMENIAThCS TOKYMEHTBI, MOJJIEKAIIUE BO3BPATy, JIUIIHUE 3K3EMIUISIPbI, YEPHOBUKH;
o 00bEMY JIe7I0 HE JIOJKHO TpeBbImath 250 nuctoB. [Ipu HaM4yuu B f1e1€ HECKOIBKUX
TOMOB (4acTell) MHJEKC W 3aroJIOBOK Jiejia MPOCTaBISIOTCS Ha KaXJIOM TOME C
noOapiieHueM «T.1», «1.2» u T.4. 7.3.5. JIOKyMEeHTBl BHYTpH Jiejla pacrojiaralorcs B
XPOHOJIOTUYECKOM, BOMPOCHO-JIOTUYECKOW TMOCJIEIOBATEIBHOCTH WM WX COYETAaHHH.
PacnopsautenbHble JOKYMEHTBl TPYNIUPYIOTCS B Jiejla O BUAAM M XPOHOJOTHH C
OTHOCAIIMMHUCS K HUM MPUJIOKEHUSIMHU. B OTHenbHbIE Jena 1O XPOHOJOTWH, B
3aBHCHUMOCTH OT BHJOB JOKYMEHTOB, (OPMHPYIOTCSI KOIUU TPHUHATHIX 3aKOHOB
MunoOpazoBanust P®, 3akonoB Yeuenckoit PecnyOmmku, akToB AJIMHUHHCTpAIUH
lanuHCcKOr0 MyHUIMOAIBHOTO paiioHa, MY «Otmen oOpazoBanus [amuHCckoro
MYHULUIIAIBHOTO pailoHa», MHUHUCTEpcTBa oOpa3oBaHud M Hayku YP, opraHos
UCIIOJIHUTENFHON U 3aKoHozAaTelbHOM Biactu YeueHckoit PecryOnuku. [lonoxkenus,
UHCTPYKLHMH,  YTBEPKIACHHBIE  PACHOPAIUTEIbHBIMH  JTOKYMEHTAMH,  SIBISIFOTCS
OPWIOKECHUSIMA K HUM M TPYNIUPYIOTCS BMECTE€ C YKa3aHHBIMU JIOKYMEHTaMH.
IIpukaspl MO OCHOBHOM JAEATENBHOCTH TPYNIHUPYIOTCS OTHAEIBHO OT IPUKA30B II0
JUYHOMY cocTaBy. [IpOTOKOJIBI B 1€7I€ pacioIaratoTcsl B XpOHOJIOTHYECKOM MOPSIAKE 110
HOMEpaM. JIOKyMEHTBI K NPOTOKOJIAM, CrPYHIIMPOBAaHHBIE B OTIEIbHBIE JI€Na,
CUCTEMATU3HUPYIOTCSd MO0 HOMEpPaM HPOTOKOJIOB. YTBEPKIACHHBIE IUIAHBI, CMETHI,
JUMUTHI, TUTYJbHBIE CIHCKM WM APYrHe JOKYMEHTHl TPYHIUPYIOTCS OTAEIBHO OT
MpOEKTOB. JIOKYMEHTBI B JMYHBIX JEJIaX PacHoJiaraloTcsd MO0 MEpEe UX MOCTYIUICHUS.
[lepenucka rpynmnupyercs, Kak @paBWiO, 3a MEpUOJ KaJEHJApHOro roja u
CUCTEMATU3HPYETCS B XPOHOJOTMYECKON TMOCIEN0BATENbHOCTH; JIOKYMEHT-OTBET
MOMEIIAeTcsl 3a JIOKyMEHTOM-3ampocoM. IIpu BO30OHOBJIEHHWU TEPENUCKU TI0
ONpeNEIeHHOMY BOIPOCY, HaYaBLIEHCS B MPEABIAYILEM I'OAY, JOKYMEHThI BKIIFOUAIOTCS
B JIEJIO TEKYLIETO Tojla C YKa3aHUEM MHJEKCa JIea IPEIbIIyLIero roja.

7.3.6. Jlena OY momnexaT o)OpMIICHHIO MPU MX 3aBEICHUM U MO 3aBEPIICHUU Toja.
Odopmienue aena — NOArOTOBKA Jiena K XpaHeHHto. OdopmiieHue fena BKIIOYaeT B
ce0s KOMIUIEKC paboT MO ONMHMCAHWIO Jelia Ha O0JIOKKE, OpOIIIOPOBKE, HyMEpaIuH
JUCTOB M COCTABJICHUIO 3aBepUTENbHON Haanucu. OdopmieHue Ael MNPOBOIUTCS
CeKpeTapeM.

7.3.7. B 3aBUCHMOCTH OT CpPOKOB XpAaHEHUS MPOBOAUTCS IOJHOE WM YaCTUYHOE
opopmiuenue aen. [loaHomy odopmileHHIO TTOANEKAT JAesia MOCTOSIHHOTO, BPEMEHHOTO
(cBpimie 10 jer) xpaHeHMss U TO JUYHOMY cocTaBy. IlomHoe odopmieHue npena
npeaycMaTpuBaeT: 0opMIIEHHE PEKBU3UTOB 00JI0KKH J€J1a 10 YyCTAaHOBJIEHHOH (opMme;
HYMEpallMIO JINCTOB B JI€Jie; COCTaBJICHUE JIUCTAa — 3aBEpUTENs Jiea; COCTABJICHHUE B
HEOOXOUMBIX CIIy4asX BHYTPEHHEW ONMUCU JOKYMEHTOB JeJa; MOJUIMBKY U MEpervieT
JieNa; BHECEHUE HEOOXOIMMbIX YTOUHEHHUI B PEKBU3UTHI OOJIOKKH JIeTa.

7.3.8. OOnoXKa jAena MOCTOSHHOTO, BpeMeHHOTO (cBbimie 10 JeT) XpaHEHUs U TO
JUYHOMY cocTaBy odopmisieTcss 1o ycraHoBieHHOM ¢opme. Ha oOmoxke nena
YKa3bIBAIOTCA PEKBU3WUTHI: HAUMEHOBAHHWE OpraHa YIpaBleHHs 0Opa3oBaHHEM;
HAaVMEHOBAHHE CTPYKTYPHOIO MOAPAa3AC/ICHUs; MHAEKC JeJa; 3arojoBOK Jela; JaaTa
aena (ToMa, 4acTh); KOJIMYECTBO JIMCTOB B JIEJIE; CPOK XpaHEHHUsI Jieja; apXUBHBIA MIH(P
nena. PexkBU3UTHI, MpPOCTaBIIsIEeMble Ha OOJIOKKE Jena, O(QOpMISIOTCS CIeIyOIINM



o0pa3oM: HaUMEHOBAHKME OpPTaHa YIPaBJICHUs 00pPa30BaHUEM YKAa3bIBA€TCS MOJHOCTHIO,
B MMEHUTEILHOM TNajeXe, C yKa3aHueM OQUIHMAIbHO MPUHATOIO COKPAIIEHHOTO
HAaUMEHOBaHHUsA, KOTOPOE YKa3bIBaeTCi B CKOOKax IOCJE€ TMOJHOTO HaWMEHOBAHMS,
HAaUMEHOBaHUE CTPYKTYPHOTO MOIpa3/IeJICHUs] — 3alUChIBACTCS Ha3BAHUE CTPYKTYPHOTO
NoJipa3/ieJIeHus] B COOTBETCTBUU C YTBEPXKIEHHOM CTPYKTYpOMl; HHIEKC Jena —
npocraBisgeTcs LHU@PpoBoe o00O3HAYEHWE Jella MO0 HOMEHKJIAType Jiell opraHa
yhpaBiieHUs 00pa30BaHHEM; 3aroJjOBOK Jiela — MEPEHOCUTCS U3 HOMEHKIJIATYpPBI JIeJ
opraHa yrnpasyieHUs1 oOpa3oBaHueM, coriacoBanHoi ¢ DIIK rocyaapcTBEeHHOTo apXuBa;
JaTa Jeiia — yka3blBaeTcs roji(bl) 3aB€JEHUSI U OKOHYAHUS Jieda B JEJIONPOU3BOICTBE.
JlaToil nen, coaepXkalllMX pacHopsIUTEIbHYI0 JOKYMEHTAlUI0, a TaKXke Ui JIed,
COCTOSIIIIUX M3 HECKOJBKHX TOMOB (4YacTeil), SBISAIOTCA KpalHHE AaThl JOKYMEHTOB
nena, T.e. JaThl (YUCIIO, MECALl, TOJ) PerucTpanuu (COCTaBICHUS) CAMOT0 PaHHEro U
CaMOro IMO3JHEro JOKYMEHTOB, BKIIOUYEHHbIX B feno. Ilpu 3TOM uuncio u rop
o0o03HavaroTCsl apabckuMu 1udpamMu, Ha3BaHUE Mecsla MUIIETCS ciloBaMu. B memsx
o0OecrieueHrss COXPAHHOCTH W 3aKpEIUICHHUsS MOpsAIKa pacloJIOKEHUS JOKYMEHTOB,
BKJIFOUEHHBIX B JI€JI0, BCE €r0 JIUCThI, KPOME JIUCTA 3aBEPUTEN U BHYTPEHHEU OIMCH,
HyMepytoTcs. JIMCTBI HyMepyroTcsi HpPOCTBIM KapaHJallloM CBEpXy BHHU3, LU
IPOCTABJISIFOTCS B IPABOM BEPXHEM YIIIy JIUCTA. JIUCTHI €)1, COCTOSALIMX U3 HECKOIBKUX
TOMOB WJIM YacTel, HyMEpYIOTCs MO KaKJOMY TOMY MJIM 4acTu oT1enbHO. DoTorpaduu,
YepTeXH, AUarpaMMmbl M JIpYrHe€ WUIIOCTPAaTHBHBIE M CHEUU(PUUYECKUE TOKYMEHTHI,
MPEACTABIISIIOIIME CAMOCTOATENbHBIN JIMCT B JieJie, HyMEPYIOTCS Ha 00OPOTHOM CTOPOHE
B JICBOM BepxHeM yriy. [lofmmTeie B €70 KOHBEPTHI C BIOXKEHUSMH HYMEPYIOTCS:
CHayaJia KOHBEPT, a 3aT€M OYEpPEeIHBIM HOMEPOM Ka)KJ0€ BJIOKeHHE B KoHBepTe. [locne
3aBEpIICHHUS HyMEpaluu JIMCTOB COCTABIISIETCS 3aBEpUTENIbHAs HAMANKUCh, KOTOpas
pacnoyiaraeTcsi B KOHLE Jefla. 3aBepUTeNIbHAs HAJNUCh COCTaBIsI€TCS B JieJie Ha
OTIETBHOM JHMCTE — 3aBepurene Jena. B 3aBeputenbHOM Haamucu mUPpamMu U
IPONUCHIO YKA3bIBAIOTCS KOJUYECTBO JMCTOB B IaHHOM JieJie, OCOOCHHOCTH OTAENIbHBIX
JTOKyMEHTOB (deprexu, ¢doTtorpaduu, PUCYHKH U T.N.). 3aBEpUTENbHAS HAIIUCh
HOJMUCBIBACTCS €€ COCTABUTENIEM C YKa3aHHEeM paciin(pOBKU MOJIUCH, JOHKHOCTH U
natbl cocTaBiieHusl. KonnyecTBO JUCTOB B Jefie MPOCTAaBJseTCsl Ha OOJIOXKKE Jena B
COOTBETCTBUM C 3aBEpUTENbHOM HaAmuchio. PexkBu3uT «Cpok XpaHEHHs Jenan
HNEPEHOCUTCST Ha OOJIOKKY JleJla W3 COOTBETCTBYIOLICH HOMEHKJIATyphbl JI€d MOcie
CBEPKHU €r0 CO CPOKOM XPAaHEHHs, yKa3aHHBIM B IE€PEYHE THIOBBIX JOKYMEHTOB HJIU B
MEepeYHe JTOKYMEHTOB, OOpa3ylouuxcsi B JACSATENbHOCTU (elepanbHOro OpraHa, ¢
yKa3aHUEM CpPOKOB XpaHeHMs. Ha nenax mocTOSSHHOTO XpaHEHMs MUIIETCS: «XpaHUTh
NOCTOSIHHO». ApXuBHbIM mHUdp aena (Homepa QoHIa, OMKUCH, JieJa) Ha O0JI0XKKaX Jel
MIOCTOSTHHOTO XPAaHEHUS MPOCTABISETCS B BEJIOMCTBEHHOM apXHBE YEPHUIAMHU TOJBKO
Moclie BKJIFOUEHHUS 3THUX JIeJ B TOJOBBIE pa3/eibl CBOJIHBIX OIMHUCEH, yTBEPKICHHBIX
OIIK rocynapctBeHHOTO apxuBa cyObekToB Poccuiickoit @enepannu. Ha ob6noxkax
JIeJ1 TIOCTOSIHHOTO XpaHEHUs MpelycCMaTpruBaeTCss MECTO JJIi HAMMEHOBAHUS PaliOHHOTO
apxuBa, B KOTOpBIA OynyT mepenaBatbes neina. [lo okoHyaHuu roja B HAJIUCH Ha
00JIO’)KKaX JIel TOCTOSTHHOTO M BpeMeHHoro (cBbimie 10 JieT) XpaHEHUS BHOCATCS
YTOYHEHHMSI: TP HECOOTBETCTBUH 3aroJIOBKa JIeN Ha O0JIOKKE COACPKAHUIO MOAIIUTHIX
JOKYMEHTOB B 3ar0JIOBOK J€JIa BHOCSITCSI U3MEHEHMSI U JJOTIOJIHEHUSI.



7.3.9. 115 ydyera JOKyMEHTOB OIPEAEIIEHHBIX KaTErOPHil MOCTOSIHHOTO U BPEMEHHOI'O
cpokoB (cBbilie 10 JieT) XpaHeHHUs, y4eT KOTOPHIX BBI3BIBACTCS CrelU(PHUKON TaHHON
JOKyMeHTaIu (0co00 IEHHBIE, JIMYHBIC JeJa U T.J.), COCTABISETCS BHYTPEHHSISI OMUCH
JOKYMEHTOB JieJla. BHYTpEHHssI ONKUCh JOKYMEHTOB J€J1a COCTABIISIETCSA TAaKXKE Ha JIeJia
MOCTOSIHHOTO U BpeMeHHoro (cBbiiie 10 jeT) xpaHeHus, eciu oHU c(OPMHUPOBAHBI TIO
Pa3HOBUIHOCTSIM JOKYMEHTOB, 3arOTOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOTO
comepxkaHusi JOKyMeHTOB. HeoO0XoauMoCTh cOCTaBlieHHS BHYTPEHHEW  OMNHUCH
JOKYMEHTOB JieJla ONPEEsAeTC NHCTPYKIMEN N0 BEACHHIO Aesionpou3BojacTea B OVY.
BHyTpeHHsI1 ONUCh COCTaBJISETCS HA OTIAEIBHOM JIUCTE IO YCTAHOBIEHHON (opMme,
KOTOpasi COIEPKUT CBEICHHUS O MOPSAAKOBBIX HOMEPAX JOKYMEHTOB JI€JIa, UX UHIEKCaX,
JaTax, 3arojIoBKax M HOMEpPAax JHMCTOB J€JId, Ha KOTOPBIX PACHOJIOKEH KaXKIbIU
NOKyMeHT. K BHYTpEHHEH ONHMCH COCTABJISAETCS WTOroBas 3alUCh, B KOTOPOU
yKa3bIBaeTcsl Hu(dpaMu U MPOMHUCHI0 KOJIMYECTBO BKJIIOYEHHBIX B HEE JIOKYMEHTOB U
KOJIMYECTBO JIMCTOB BHYTPEHHEW ONUCU. BHYTpEeHHSs ONMCh JOKYMEHTOB J€ia
HOJIUCHIBAETCS COCTABUTENEM C YKa3aHUEM paclIM(PpOBKU MOJNUCH, AOHKHOCTH U
JAThl COCTABJICHUS ONUCU. Eciau neno yxe MeperuieTeHo U MOAIIMTO, TO 3aBEPEHHAsd
COCTABUTEJIEM BHYTPEHHSSI ONMCh JIOKYMEHTOB JIeJa MOJKJICUBAETCS 32 BEpXHUM Kpal K
BHYTPEHHEH CTOPOHE JTUIIEBOM 00JIOKKH JIea.

7.3.10. JIOKyMEHTBI, COCTaBJISIOIIME JI€J0, IMOAIIMBAIOTCA Ha 4YEThIpE NPOKOJa B
TBEPAYIO 00JIOKKY U3 KapTOHA WM NEPEIJIETAIOTCS C YY€TOM BO3MOYKHOTO CBOOOIHOTO
YTEHUs TEKCTa BCeX JOKYMEHTOB. lIpu moAaroroBke Aen K MOAIIMBKE (IEPEIUIETY)
METAJJIMYECKUEe CKperuieHus: (OyJaBKH, CKPENKH) W3 JOKYMEHTOB yaaistorcs. Jlena
BpeMeHHOro (1m0 10 JeT BKJIIOYMTENBHO) XpAHEHHS JOIMYCKAETCS XPaHUTh B
CKOpPOCIIMBATEISAX, HE MPOBOJAUTH NEPECUCTEMATU3ALMIO JTOKYMEHTOB B JEJIE, JINCTHI
niena He HyMEPOBATh, 3aBEPUTEIBHBIE HAJIIMCH HE COCTABIIATH.

7.4. Opranuzanusi ONepaTUBHOTO XPAHEHHS JTOKYMEHTOB.

7.4.1. C MmoMeHTa 3aBeICHUS U 10 TIepeadyu B apXHUB pailOHA J1eJ1a XPaHITCS M0 MECTY
ux ¢opmupoBaHusa. PykoBoAMTENM CTPYKTYpHBIX TOJpPA3AEICHUM U CeKpeTaphb,
OTBEUAIOIIHE 3a JEJONPOU3BOJICTBO, 00s3aHbl 00ECTIEUUTh COXPAHHOCTh JOKYMEHTOB U
nen. [Jlena, Haxondumecss B pabounx KOMHATaxX M CHEIHAJIbHO OTBEIEHHBIX ISl 3TOU
LEJIU MOMEILIEHUAX B BEPTUKAIBHOM IIOJIOKEHNH, KOPEIIKaMH HAPYXKY, B 3alIMPAEMBIX
mkagax, 00eCreurnBaIIUX UX MOJHYI0 COXPAaHHOCTb, NMPEAOXPAHSIIONUX JOKYMEHTHI
OT INbUIM W BO3JECHCTBHSA COJIHEYHOI'O CBeTa. B IE/sIX NOBBIMIEHHS ONEPATHBHOIO
IIOMCKa JTOKYMEHTOB J€Jla PacIojaratorcs B COOTBETCTBHMM C HOMEHKIIATYpOW M.
Homenkinatypa en uinu BbIIIMCKa U3 HEE MOMENaeTcsl Ha BHYTPEHHEN CTOpOoHE mIKada.
Ha xopemnikax 00y105keK J1e1 YKa3bIBalOTCSl MHAEKCHI IO HOMEHKJIAType. 3aBepIleHHbIE
JieJ1a MOCTOSTHHOTO U JOJITOBpeMeHHOro (cBbiie 10 jieT) CpOKOB XpaHEHUsT XPaHSATCS 10
MecTy uX (popMUpOBaHUS B TEUEHHUE JIBYX JIET, a 3aTeM caatoTcs B apxuB llanuHckoro
MYHHULMIIAIIBHOTO palioHa.

7.4.2. Belgaua J1en ApyruM MOAPA3AECICHUSIM NPOU3BOJIUTCS C Pa3peIleHUs] CEKpeTapsl.
Boigaua nen coTpynHHMKaM TonpasfelieHud s paboThl  OCYIIECTBISIETCS TOA
pacnucky. Ha BbIlaHHOE 1€10 3aBOAUTCS KapTa-3aMECTUTENb. B HEW yKa3bIBarOTCA
CTPYKTYPHOE MOApPA3EIICHHE, NHIEKC JI€NIa, AaTa €ro BblIauu, KOMY JIeJIO BbIIAHO, AaTa
€ro BO3BpallleHus, MPeayCMaTpUBaIOTCS Tpadbl sl pACHUCOK B MOJIYYEHUH U MIPUEME
nena. Jlema BBIJAIOTCS BO BPEMEHHOE IOJB30BAHME COTPYIHHMKAM CTPYKTYPHBIX



noJipa3/iesieHuii Ha cpok He Ooiiee ogHoro Mecauna. [locne ucreueHus: ykazaHHOTo Cpoka
JIeJI0 JOJDKHO OBITh BO3BpAIEHO HA MECTO €ro XxpaHeHHs. CTOPOHHUM OpraHu3alusM
JIeJIa BBIIAIOTCSl HA OCHOBAHUM UX MMCBMEHHBIX 3alIPOCOB € Pa3pelIeHUs] PYKOBOIUTENSA
OpraHa ympasjieHUs OOpa3oBaHMEM WM €ro 3aMeCcTUTeNsd M0 akTam. M3bsaTue
JOKYMEHTOB U3 JEJI IOCTOSHHOI'O XPAaHEHUS JIOIyCKAETCs B UCKIFOUUTENBHBIX CIy4Yasx
U IPOU3BOJAUTCA € paspeuieHus HadaiubHHKa OV C OCTaBiIeHWEM B JIEJ€ 3aBEPEHHOMU
KOIIMU JOKYMEHTA M aKTa O IPUYMHAX BbIIAYN ITOJIMHHUKA.

8. [lopsinok nmepeaaym J0KYMEHTOB HA XpaHeHHe B ApXUB

Joxymentsl OV SBISIOTCS TOCYAapCTBEHHOW COOCTBEHHOCTBHIO M TOCJE MPOBEIACHUS
DKCHEPTU3bl MX LEHHOCTH B IIOPSAKE, YCTaHOBJIEHHOM {DenepasbHOM apXUBHOU
cinyx00i1 Poccun, moaniexar o0s3aTenpHOM Nepeade Ha TOCYJapCTBEHHOE XpaHEHHUE B
palloHHBIM apXWB Kak TocyAapcTBeHHass dYacTb ApxuBHOro (ouma Poccuiickoit
®enepaunu. /s xpaneHust JOKyMeHTOB ApxuBHoro gonnaa Poccuiickoit @enepannu u
JOKYMEHTOB BpeMeHHOro (cBbiiie 10 jeT) cpoka XpaHEHHUs,, UMEIOUINX MPAKTUYECKOE
3HAYEHHE, & TAKXKE JOKYMEHTOB IIO JIMYHOMY COCTaBy, MX YYe€Ta, HCIIOJIb30BaHUS,
oT0Opa 1 MOATrOTOBKHM K Iepeaye Ha rocyaapcTBeHHoe xpaHenue OY oOpasyeT apXuB.
IloaroToBKa TOKYMEHTOB K II€peladye HAa XPAHEHUWE B PAOHHBIA apXWB BKJIKOYAECT
paboTy ynpasiieHus AenaMu (0OIIEro OTAeNa) U JIML, OTBETCTBEHHBIX B CTPYKTYPHBIX
NOJpPA3/ICICHUAX 3a BEICHHE JEJONPOU3BOJCTBA, II0 IPOBEACHHUIO HKCIIEPTU3bI
LIEHHOCTU JOKYMEHTOB, (DOPMHUPOBAHHUIO U O(OPMIICHHUIO 1€, COCTaBICHUIO OMMCEN
JIeJT U aKTOB O BBIICJICHUU K YHUUYTOKEHHUIO IOKYMEHTOB U JEJI.

8.1. OkcnepTu3a HEHHOCTH JOKYMEHTOB.

8.1.1. DkcmepTH3a LEHHOCTH JOKYMEHTOB, OTOOp JOKYMEHTOB Ha TOCYAapCTBEHHOE
XpaHEHHE WM YCTAaHOBJIICHHE CPOKOB HMX XPAHEHUS HAa OCHOBE MPHUHSTHIX KPUTEPUEB.
8.1.2. DkcnepTH3a IEHHOCTH JOKYMEHTOB B OpraHe yNpaBlIeHHs OO0pa3oBaHUEM Ha
CTaANM JEJIONPOU3BOJACTBA NPOBOJUTCS: IMPU COCTABICHUM HOMEHKIATYypbl IEN; B
npouecce (GOpMUPOBAHUS 1€ U MPOBEPKU NMPABUIBHOCTU OTHECEHUS JOKYMEHTOB K
JieJ1aM; Py MTOATOTOBKE €I K Iepejadye B ApXUB.

8.1.3. [Ins opraHu3anu U MPOBEIACHUS SKCIEPTU3bI IIEHHOCTU JOKYMEHTOB B OpTaH
ylnpaBieHUs O00pa30BaHHWEM CO3/JAIOTCSI IMOCTOSHHO JIEWCTBYIOIIAsl OJKCIEpTHas
KOMUCCHSL.

8.1.4. ®ynkuuu u mnpaBa DK, a Taxke opraHuzanus uUX paOOThl ONPEICISIIOTCS
NOJIOXKEHUSAMHU, KOTOPBIE  YTBEPXKAAKOTCA PYKOBOAUTEIEM OpraHa yIpPaBJICHHS
obpazoBanueMm, llonoxkenne o DK 1m0 ero yTBepKAeHUsS MOJJICKHUT COIVIACOBAHUIO C
00JTaCTHBIM M PAaOHHBIM APXUBOM.

8.1.5. DkcnepTu3a HEHHOCTU JOKYMEHTOB OCYILIECTBIISIETCSA €KETOJHO B CTPYKTYPHBIX
NoJIpa3/ieJICHUsIX OpraHa yrpaBieHUsi O0Opa3OBaHHEM JIMIIAMH, OTBETCTBEHHBIMU 3a
BEJICHUE JIETONPOU3BOJICTBA, COBMECTHO ¢ DK moja HemocpeCTBEHHbIM METOIUYECKUM
PYKOBOJICTBOM apXHBa.

8.1.6. Ilpu mpoBeneHUU SKCHEPTHU3BI IIEHHOCTH JOKYMEHTOB OCYIIECTBISIETCS OTOOp
JOKYMEHTOB TOCTOSIHHOTO M BpeMeHHOro (cBbiiie 10 jieT) XpaHeHus IJisi Iepeiadyu B
apxuB; OTOOp JOKYMEHTOB C BPEMEHHBIMH CpPOKaMHU XpaHEHHUS U C MOoMeTKol «Jlo
MUHOBaHHUsI HAaJOOHOCTH», MOJUIEKAIIMX AaJbHEHIIEMY XPaHEHHIO B CTPYKTYPHBIX
MOAPA3/ICIICHUSAX; BBIJCIICHNE K YHUYTOKEHHUIO JIeJ 32 NpeAblAyIIue TOIbl, CPOKH
XPaHEHHsI KOTOPBIX UCTEKJIIU.



8.1.7. OTOop NOKYMEHTOB MAJisi MOCTOSHHOTO XpaHEHHs MPOBOJUTCS HAa OCHOBAaHUU
NepeyHeNd JOKYMEHTOB C YKa3aHUEM CPOKOB UX XPaHEHUsI U HOMEHKJIATYphl €] OpraHa
yhpaBJieHUs] 00pa30BaHUEM ITyTEM MOJMCTHOTO MPOCMOTpa JAell. B jenax moctossHHOro
XpaHEHMs TOJUIeKAT HU3BITHIO AyOJeTHBbIE SK3EMIUISIPbl JOKYMEHTOB, YEPHOBHKH,
HEO(pOPMJICHHBIE KOMUU JOKYMEHTOB M HE OTHOCSIIMECS K BOMPOCY JTOKYMEHTHI C
BPEMEHHBIMU CPOKaMHU XpaHEHUs. PelleHne mo pesynbTaTaM 3KCHEPTU3bl LEHHOCTU
JTOKyMeHTOB npuHuMaeT DK oprana yrpaBieHusi 00pa30BaHUEM.

8.1.8. I1o pe3ynpraTam 3KCHEPTU3bI LIEHHOCTH JTOKYMEHTOB COCTABIISIIOTCS OIMCH AEIN
MTOCTOSIHHOTO, BpeMeHHOro (cBbilie 10 yieT) XpaHeHus: U 10 JMYHOMY COCTaBY, a TAKKE
aKThl O BBIJCJICHUU J€J1 K YHUYTOXKEHUIO (ITPUIIOKECHUS).

8.1.9. Onuch nena — apXWBHBIM CHPABOYHUK, COJAEPKAIIMNA CHCTEMATH3UPOBAHHBIN
MepPEUYCHb SIUHUI] XPaHEHUSI apXWUBHOTO (POHA, KOJUICKIIMU W MPETHASHAYCHHBIN IS
UX y4eTa U pacKpbITUs cojepkanus. OTaenbHas ONMUCh MPEACTABISIET COOON MepeyeHb
JIEJT ¢ CAaMOCTOSITEJIbHON BaJIOBOM (ITOPSIIKOBOM ) 3aKOHUEHHON HyMepaIue.

8.1.10. Omnmcu cocTaBisOTCS OTIOEIBbHO Ha J€Ja IOCTOSHHOTO XpaHEHHus; Jeia
BpeMeHHOro (cBbimie 10 1eT) XpaHeHus; Jeia 1O JIMYHOMY COCTaBy, Ha Jeja
BpeMeHHOTO (10 10 71eT) XpaHEeHHs ONUCH HE COCTABJISIOTCS.

8.1.11. B oprane ymnpasieHuss 00pa3oBaHHEM B KaKJIOM CTPYKTYPHOM IOJpa3ielIeHUN
ONMCHM Ha Jena IOCTOSSHHOTO  XPAaHEHHS  COCTaBISIIOTCS ~ €XKErOJHO  IMOJ
HEMOCPEACTBEHHBIM  METOJMYECKUM  pPYKOBOACTBOM  apxuBa. Omnucu  gen,
MOATOTOBJIEHHBIE CTPYKTYPHBIMU MOAPA3ICIECHUIMH, CITYy>KaT OCHOBOM ISl OJATOTOBKHU
CBOJHOM OIKCH JEJI OpraHa ynpaBJIeHHUs] 00pa30BaHHEM, KOTOPYIO TOTOBUT apXHUB U 11O
KOTOPOM OH CHAET JieJa Ha rOCYJapCTBEHHOE XPaHEHHE B COOTBETCTBYIOUIUN KPaeBoil,
TOPOACKON apXUB.

8.1.12. Onmucu aen CTPYKTYPHBIX MOAPA3ACICHUN COCTABIISIOTCS MO YCTAHOBJIECHHOU
(dopMe U MPeCTaBIAIOTCS B apXUB OpPraHa yIpaBJIeHHs] 00pa30BaHUEM uepe3 ABa roja
[IOCJIE 3aBEPIICHHUS JIE€] B IEJIONPOU3BOJICTBE.

8.1.13. OmnwcarenbHas CTaThsi ONUCH [J€J CTPYKTYPHOTO TOAPA3ACICHUS HMEET
CIEAYIOIIME 3JIEMEHTHI: MOPSAJIKOBBIII HOMEp JAena (ToOMa, YacTH) IO ONHCH; HUHACKC
nena (Toma, 4YacTH); 3aroJIOBOK Jeia (ToMa, 4YacTH); jaTta jaena (ToMma, YacTH);
KOJIMYECTBO JIUCTOB B JIeJi€ (TOME, YaCTH); CPOK XPAHEHHUS JIeIIa.

8.1.14. Ilpu cocTaBJIeHNN OIKUCH A€JI COOIIOAAIOTCS CIEAYIONINE TPEOOBAHUS:

KQXKJI0€ JIeJI0 BHOCHUTCSI B OMUCH O]l CAMOCTOSITEIbHBIM MOPSIKOBBIM HOMEPOM
(ecyiu 1€710 COCTOUT U3 HECKOJIBKMX TOMOB (4YacTei), TO KaXKIblii TOM (4acTh) BHOCHTCS
B OMKCH MOJT CAMOCTOSITEIbHBIM HOMEPOM);

NOPSAJIOK HyMEPAIMH JIe] B OMKCH — BAJIOBBI;

rpadbl OMUCH 3aIOJIHAIOTCA B TOYHOM COOTBETCTBUM C TEMHU CBEACHUSIMH,
KOTOpbIE BEIHECEHBI HA O0JIOXKKY J1ea;

IpyU BHECEHUU B ONKCH TOAPSA JIeJl ¢ OJWHAKOBBIMHU 3arojOBKAMHU MHUIIETCS
MOJIHOCTBIO  3aroJIOBOK MIEPBOrO JIeJla, a BCE OCTAJIBHBIE OJHOPOJHBIE Jiena
0003HAYAIOTCSI CIIOBAMHU «TO JK€», MPU 3TOM JIPYyTHUe CBEACHUS O JieJlaXx BHOCATCA B
ONKCh MOJHOCTHIO (HAa KaXXJIOM HOBOM JIMCTE OIMCU 3aroJIOBOK BOCIPOW3BOIMUTCS
MIOJTHOCTBIO);




rpada ommcu «l[Ipumeuanue» wucCHoab3yeTcs i OTMETOK O TpHUEeME JIed,
O0COOEHHOCTSIX HX (U3MUECKOTO0 COCTOSIHUS, O MepeAade Jed IPYruM CTPYKTYPHBIM
MOJIpa3/IeJICHUSIM CO CCHUIKOM Ha HEOOXOUMBIM aKT, O HAJTMYUK KOTIHH U T.I1.
8.1.15. B koHIIE OIMMCH BCJIE 32 MOCJIEAHEN ONMMCATEILHON CTaThEl JIEJIaeTCI UTOroBast
3amuch, B KOTOpOM yKaszbiBatoTCA (UuMdpaMd M MPOMUCHIO) KOJUYECTBO JIEd,
YUCJSIIMXCS IO OINHUCH, NEPBbIA MU MOCIECIHUM HOMEpa Jel IO OINHUCH, a TaKXKe
OrOBapUBAIOTCSI OCOOEGHHOCTHM HyMEpalMu Jell B Omucu (JIUTepHbIe HOMEpa W
MPOITYLIEHHBIE HOMEPA).
8.1.16. Onuce nen CTPyKTYpHOIO MOJAPA3ACICHUSI MOJIMUCHIBAETCS COCTABUTEIEM C
yKa3aHUEM €ro JOJDKHOCTH, COIVIACOBBIBAETCS C YIpaBlIeHHWEM Jenamu (oOmum
OTJZIEJIOM) U YTBEPKJIAETCA PYKOBOJUTEIEM CTPYKTYPHOIO MOAPa3ACICHHUS.
8.1.17. Onuck aen CTPyKTYpHOTO MOJPa3/ICIICHUs] OpraHu3allii COCTABISETCA B JBYX
AK3EMIUISIpaX, OJWH M3 KOTOPBIX MEpe/aeTcsi BMECTE C JieJlaMH B apXWB, a BTOPOU
OCTAaEeTCs B KAYECTBE KOHTPOJBHOIO K3EMIUISIpa B CTPYKTYpPHOM mojipasaeiicHud. [lpu
HaJU4YUU B CTPYKTYpHOM mojapaszaeneHuu OK Omuce 1€l COCTaBIAETCS B TpeX
AK3EMILISIPAX, TaK KaK OJIMH SK3EMIUISIp onucH nepenaercs B DK s paccMOTpeHus u
COTJIACOBAHMUSI.
8.1.18. OTOOp MOKYMEHTOB 3a COOTBETCTBYIOIIMI TIEPHOJI K YHHUTOXCHHUIO W
COCTABJICHHE AKT BBIACICHUS UX K YHUUYTOKECHHUIO MPOU3BOJAMUTCS IOCJE COCTABJICHUS
CBOJIHBIX ONMUCEN JIeJI MOCTOSIHHOTO XPAHEHHUS 3a 3TOT K€ NEPUO/. Y Ka3aHHbIE OMKCH U
aKkTbl paccMaTpuBaroTcs Ha 3acemannn OK oprana ynpaBieHHss 00pa3oBaHHEM
onHoBpeMeHHO. CornacoBannbie OK opranHa ynpaBiieHHss OOpa30BaHUEM aKThI
YTBEPKIAIOTCS PYKOBOJMTENIEM OpraHa YINpaBlieHHs OOpa30BaHHEM TOJBKO IIOCIE
yTBep)kaeHns OK omumceld Aen MOCTOSHHOIO XPAHEHUS; IOCJIE 3TOr0 OpraHHU3alds
MMEET TpaBO YHUUYTOXHUThH JieJla, BKJIIOYEHHbIC B JaHHBIE aKThl, B COOTBETCTBUU C
YCTAHOBJICHHBIM MOPSIJIKOM.
8.1.19. AKT 0 BBIICJICHHH JOKYMEHTOB K YHUUTOXXEHHUIO COCTABIISIECTCS, KaK MIPaBUJIO, HA
JieJ1a BCEro YUPEeKIACHUS.
8.2. IloaroroBka u nepenada JOKYMEHTOB B apXHUB.
8.2.1. B cinyyae TUKBUIALMK WIH PEOPTAaHU3ALMHI YUPEKIEHUS JIUIO, OTBETCTBEHHOE 3a
BEJICHHE JIETIONPOU3BOJCTBA JAHHOIO VUPEKICHHS, B IEPHUOJ MPOBEACHUS
JTUKBUIAIMOHHBIX MEpPONPUATH (POopMUpYET Bce UMEIOIUECS TOKYMEHTHI B Jela,
odopMIisieT nena u nepefaeT ux B apxuB OV, ABISIONIMMCS TMPaBONPEEMHUKOM, UM B
apxuB YTmpaBiieHuss 00Opa3oOBaHMsI HE3aBUCHUMO OT CpPOKOB XpaHeHwus. llepenaua nen
OCYUIECTBJISICTCS MO OMUCAM JIeJ 1 HOMEHKJIAType JIedl.
OcHoBaHue: YHUUIIMPOBAHHAS  CUCTEMa  OPraHU3AIMOHHO-PACTIOPSIUTEIIHLHOM
nokymenrtanuu (I'OCT 6,30 — 2003r.)



