MWHWUCTEPCTBO OBEPA30BAHUA NPKYTCKOW OB/IACTU
NMOCYAJAPCTBEHHOE BIOAXETHOE NMPOPECCUNOHANBHOE
OBPA3OBATE/IbHOE YUYPEXAEHUE NPKYTCKOWN OBNACTW

«MPKYTCKUNW KONNEAX ABTOMOEUNBHOIO TPAHCMOPTA I
OJOPOXHOIO CTPOUTENBCTBA»

NMPMNKAS

19.10.2023 . Ne 374-n
NpKyTCK

O06 yTBEPXXAEHUN MHCTPYKLMU MO
penonpounssoactsy NBrNOY MO «MKAT n AC»

B uenax ynopagoyeHns paboTbl ¢ JOKYMeHTamu [TOCyAapCTBEHHOIO 6HOAXKETHOIO
NnpogeccnoHanbHOro 06pasoBaTeNbHOro yupexaeHua MpKyTcko obnactn «pKyTCKuia
KONneaK aBTOMOOGUNILHOIO TpaHCcnopTa M AOPOXHOro CTPOUTENbCTBa», M obecrneyveHus
MX COXPaHHOCTW, B CBA3W C BBeAaeHMem B paelictBue «IOCT P 7.0.97-2016.
HauunoHanbHblil  cTaHgapt Poccuiickon  ®epepauymmn. Cuctema CTaHAapToB Mo
UH(opMaunmn,  6ubnmoTeyHoMy M uU3gatenbckomy  geny.  OpraHuM3aunoOHHO-
pacnopsfuTenbHas LOKYMeHTaumsa. TpeboBaHMA K OPOPMIIEHNIO LOKYMEHTOB»

MPNKASBIBAIO:

1 YTBepAuTb MHCTPYKLUIO HO Aen0onpon3BOACTBY, MpunaraeMyrto K HacToslleMy
npukasy.

2. [loBeCTM WHCTPYKUMIO MO [eNonpouM3BOACTBY [0 BCexX NoApasfeneHnin
yupexpaeHua B cpok fo 01 aHsapsa 2024 ropa.

3. HacTosAwmin npukas BCTynaeT B CUY CO AHS ero noAnucaHus.

4. KOHTPO/b 32 UCMOMHEHWEM HACTOSALLEro NpuKasa 0CTaB/A 3a COBOWA.

OnpekTop A.A. PycaHoB
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1 Oo6uwme MonoxeHns

2. MpaBunna NoAroToBKM N 0oPoOpMNEHNS JOKYMEHTOB

21. B Konnepxe wu3garotcd cnepyrouime [OOKYMEHTbl: MNpPUKasbl, MON0XEHUsA, npaBuna,
NHCTPYKLMK, NPOTOKONbI, CNYXe6Hble NMCbMa, CNpaBKKU, 4OrOBOPbLI K ap.

22. Tlpn noarotoBke W oQopMaeHUN [OKYMEHTOB Heobxogumo cobnwgats npasuna,
obecneunBaroLne PULNYECKYID CUTY LOKYMEHTOB, OMepaTMBHOE W KayeCTBEHHOE WX WCNONHEHUE W
MOUCK, KAYeCTBO AOKYMEHTOB, KaK MCTOUYHUKA UHOpMaL K.

23. [OKYMEHT WMeeT HpPUANYECKYIO CUNY NPU Hannymm pPeKBU3UTOB, 006a3aTeflbHbIX ANs
[JaHHOro BMaa AOKYMeHTa: HauMeHOBaHWe opraHu3auuy - aBTopa, Ha3BaHue BMAa JOKYMeHTa (BK/touYas
3aronoBOK K TEKCTY), AaTy, UHAEKC, TEKCT, BU3bI, MOAMUCH.

24. Kaxgomy Bugy 4OKYMEHTOB COOTBETCTBYET ONpefeneHHbln (hopmynsp (COBOKYMHOCTb BCEX
PEKBU3NTOB, MPUCYLLUUX KaXA0MY BUAY LOKYMEHTA U PacnooXeHHbIX B ONpeAeneHHOM MopsagKe).

25. PacnonoxeHne pekBU3NTOB Ha 6naHKaxX [AOKYMEHTOB [OMXKHO cooTBeTcTBOBaTb MOCT P
6.30-2003 4/19 opraHn3aLMOHHO-pacnopsaanTeIbHON JOKYMeHTaLuu.

2.6. B npouecce NOAroTOBKWM U O(OPMAEHUA AOKYMEHTOB COCTaB PEKBU3UTOB MOXET ObiTb
[NONOMHEH APYTUMU PEKBM3MTAMU, ecin TOro TpebyeT Ha3HauYeHNe AOKYMeHTa, ero obpaboTka v 1.4.

3. BnaHkn joKyMeHTOB
3.1 lMprKa3s - 0CHOBHOW pacnopsaAuTeNbHbIN LOKYMEHT, U3aBaeMblil AupekTopom Konnepxa
A9 peLleHns OCHOBHbIX W OMepaTuBHbIX 3a4ad.

Mpuka3 ohopmnsetcs Ha 6narke (Mpunoxenne Ne 1) popmaTta A4 (210x297MMm) wpugtom Times
New Roman pa3mep Ne 14 u nmeeT crnefyoLWne peKBUUTHI:

-HaMMeHOBaHWe yypeanTens - KOMuTeT o6pa3oBaHUs N Hayku VIpKyTCKO o6nacTu, nevyaTaeTcs
MPONUCHbIMW GYKBaMM, BbipaBHUBAETCA MO LEHTPY;

-NMOJIHOe HauMeHoBaHWe Konnemka - [ocyfapcTBeHHOe OHOKETHOe MpogeccroHanbHoe
obpa3oBaTenbHOe yupexaeHne NpKyTCKol 06nactun «MpKyTCKUA Konneax aBTOMO6GMNLHOIO TpaHcnopTa
N LOPOXHOro CTPOUTENbCTBA» - MeyaTaeTcs yepe3 1 MHTepBas OT MepBOro PekBU3MTa MPOMUCHLIMU
OyKBamMu, BbIpaBHUBAETCH MO LEHTPY;

- COKpauwieHHoe HamMmeHoBaHue konnemxa (FBMOY MO «MKATuAC») nevataetcsd B CKOOGKax
MPONUCHbIMN BYyKBamu, BbIpaBHUBAETCA MO LEHTPY;

- HaumeHoBaHMe BWfa [OKYMeHTa - cnoBo «[lpukas» nedyataetca uepe3 1 uHTepBan OT
npeAblAyLLero peksn3nTa nponucHbIMN 6yKBammn BPaspaAKy MOMYXUPHbIM LWPUPTOM M BblipaBHMUBAETCA
no LeHTPY;

- faTa, MecTo u3gaHus (ropof) v HOMep - yKasaHHble PeKBMU3UTBI NMeyaTtaroTca Yepes 2 nHTepsana
OT NpeAblAyLero pekBn3nTa LeHTPoBaHHbIM cnoco6oM. [laToii npukasa ABnseTca gata ero nognucaHus,
KoTopaa othopmMaseTcs uMdpoBbIM cnocobom, Hanpumep: 01.06.2022

3aron0BOK JO/KEH KPaTKO Y TOYHO OTpaXkaTb COAEepXKaHne TeKcTa NpuKkasa, Nnony>XMpHbIiM WPUQPTOM
rneyaTatoTCA OT NEeBOW rpaHuubl TEKCTOBOrO MNONA, Yepe3 2 WHTepBana OT NpefblAyLiero peksu3nTa
MONY>XWPHBLIM LWPUAPTOM M HaumHaetcsa c npepnora «O (O6)», Hanpumep: «O6 yTBepxAeHUN...», «O
perncrtpaymu...», «O co3gaHuun...». Touka B KOHLe 3arosioBKa He CTaBUTCH.

TekCT oTAenseTca OT 3arosoBka 2-3 MeXCTPOUHbIMWU MHTEpPBalamMu, rneyaTaeTcs OT JIEBON rpaHULb
TEKCTOBOIO MO U BbipaBHWUBAETCH NO /IEBOW 1 NPaBOi rpaHunL.aM TEKCTOBOro nons. MNMepsas cTpoka ab3aua
HauMHaeTCa Ha paccTosHUM 1,25 cM OT N1eBOI FpaHMLbl TEKCTOBOr0 NOSs.

TekCT npukasa MOXeT COCTOATb M3 [ABYX 4YacTeil: KoHcTatupyrouweih (npeambynbl) u

pacnopsanTenbHOA.

B KOHCTaTMpyloLl el yacTh KpaTKo M3naratTcs uenu v 3agaydn, gakTbl 1 COObITUSA, MOCNYXUBLLWE
OCHOBaHWeM ns u3faHms npukasa. OHa MOXET HauyMHaTbCA CNI0BaMU «B LIefIAX», «B COOTBETCTBUMU», «BO
ncrnonHenve» u T.4. Ecnn npukas n3gaetcqd Ha OCHOBAHMM APYroro [OKYMEHTA, TO B KOHCTaTUPYHOLLeit
4yacTM YyKa3sblBalOTCA HaMMeHOBaHWe 3TOro [OKYMeHTa B TBOPUTE/IbHOM Mafexe, ero fara, HoMep W
3aro/ioBoK.

PacnopsguTenbHas 4acTb OTAeNfeTCA OT KOHCTaTMpYHLLeid CNOBOM «MNpuKasbiBato» (MuLieTcs
Bpa3psALKY NPONUCHbIMK 6YKBamMy MONYXUPHbIM LLIPUGHTOM ¥ BbipaBHMBAETCA MO LEHTPY), NOC/ie KOTOPOro
CTaBMTCH [IBOETOUME.



KoHcTaTupytowas 4yacTb MOXeT OTCYTCTBOBATb, eC/lv NPeAnnCbiBaeMble AeACTBUS He HYXalTCA B
pasbsiCHEHMU. TeKCT MpuKasa B TakKMX ClyvyasX HauMHaeTcs CO C/oBa «MpuKasbiBato» (nuiercs
3arfiaBHbIMU 6YKBammn U BblpaBHMBAETCS NO SIEBOMY Kpalo).

TeKcT pacnopsguMTenbHOm 4YacTu AennTCcs Ha MYHKTbl, B KOTOPbIX YKa3blBAOTCA WCMOMNHUTENN,
KOHKPETHblE AENCTBMA W CPOKW WCMNOMHEHUS MpeanucbiBaeMbiX AeWCTBUIA. Ecnn npukas AOMOMHSET,
OTMEHSAET WAN U3MEHSIET paHee M3fAaHHble MPUKasbl UKW UX OTAENIbHble MYHKTbl, 3TO OroBapuBaeTca B
TekcTe. B nmocnegHem nyHKTe pacnopsfuTeNlbHOW 4acTu MpuKasa yKasblBaeTcd AO0/HKHOCTHOE /INLO0, Ha
KOTOpPOe BO3/araetcAd KOHTPO/b 33 WCMO/HEHWEM TMpuKasa B UenoM. Hanpumep, «KoHTponb 3a
MCNOMTHEHMEM NpPUKa3a OCTaBASAK 3a COBOW».

CTpyKTypHble nofpasgeneHna (LOMKHOCTHble nuua), A0 CBefeHUA KOTOPbIX LOBOAMTCA NpuUKas,
YKa3blBalOTCA B yKa3aTesie pacCbl/iku.

Ecnn npukas BBOAUT B [feiACTBME Kakue-nnbo [OKYMEHTbI, TO OHW OQOPMIATCA B BUAE
NpUAoXeHNs K Npukasy. CTpaHuLbl NpukKasa 1 NPUI0XKEHNUA HYMepPYTCA OTAENbHO.

Mpukasbl nognuceiBaloTca Aupektopom Konnemxa. [lognucb oTgenswTca OT  Tekcta 3
MEXCTPOUYHbIMN WHTEepBasamun, nedvatatoTCA OT /IEBOM rpaHULbl TEKCTOBOrO MOAS U BK/KYAKT CMOBO
«NPEKTOP», NMYHYK NOAMNUCHL, pacWM(pPOBKY noanuck (MHUUKWanbl, Gamunusa). MNocnegHss 6ykea B
pacwmnppoBKe NoANMUCK OrpaHNUYNBAETCA NPaBbiM TEKCTOBLIM MOJIEM.

MpoeKTbl NPWKa3oB TFOTOBAT PYKOBOAMTENN CTPYKTYPHbIX MOApasfesieHnin Ha OCHOBaHWUU
nopyuyeHunini gupektopa Konnepka, ero 3amectuteneid, nnéo B WHULMATUBHOM nopsgke. [poekTbl
NpMKasos Mo KaApoBbIM BOMPOCaM rOTOBAT pabOTHUKN OTAeNa Kajpos..

K npoektam nprkas3oB LOK/MafblBalOTCA A8 MOAMNUCK MPU HEOOXOAMMOCTWU CrpaBKn (LOKNafHble
3anucKy, 3asaBneHus), KOTopble AO0/MKHbI cogepXaTb 0O60CHOBaHME HEOOXOAMMOCTUM W3[aHUS MPUKA30B.
CcCbINKN Ha faHHble AOKYMEeHTbl MPUBOAATCSA B TEKCTe MpuKasa nocne cnosa «OCHOBaHME: ...», KOTOPOe
neyataeTcs OT N€BOW rpaHuLbl TEKCTOBOrO NOASA.

CornacoBaHue NpoekTa NpukKasa oCcyLecTBAAeTCA MyTem BU3NPOBAHUS.

BusnpyeT NpoeKkT WMCNOMHWUTENb - PYKOBOAUTENb CTPYKTYPHOro noApasfefieHns, a Takxe Bce
YyKasaHHble B MPOEKTe WUCMONHUTEeNN. TpoeKTbl NPUKa30B, UCMOSIHEHME KOTOPbLIX TpebyeT (PUHAHCOBOIO
obecneyeHuns, BU3MPYET rnaBHbIli 6yxranTtep. MogrotoBka nprkasa BKAOYaeT B ce61:

- M3y4yeHue cylecTBa Bonpoca 1 cb6op He0BXOANMbIX CBELEHWIA;
NMOArOTOBKY MPOeKTa Npukasa;
cornacoBsaHue NpoekTa npuKasa;
noAnucaHune nNpukasa;
perncTpaymuio npukasa.

MpurKasbl HyMepyoTCA NOPALKOBON HyMepaLumel B npefenax KaneH4apHoro roga.

3.2 MpPOTOKON - JOKYMEHT, B KOTOPOM (PUKCUPYETCSH XOA 06CYXAEHUSA BOMPOCOB U NPUHATUA
pelweHnii Ha cobpaHuax, COBelaHWsaX, KOH(MepeHUMsX W 3acefaHWAX KOnnernanbHbiX OpraHoB B
Konnepxe.

3anncn BO BpemsA 3aceflaHUs W MOArOTOBKa TeKCTa MPOTOKO/la BO3/MaraltTCcsi Ha Cekpetaps
KonnernanbHoro opraHa Konnemxa. OopmneHre NpoToKona JO/MKHO ObITb 3aBEPLUEHO He NOo3jHee, Yem
yepes 3 [HA CO AHA 3acefaHus.

MpoTokonbl ohopmAastoTca Ha bymare gopmata A4 wpudTtom Times New Roman pasmepom Ne
14 1 NMeLoT cnegyrolme PeKBU3UTLI:

- HauMeHOBaHWe ydpeguTens - KomuTeT obpasoBaHua M Haykm Kypckoii obnactu, nevartaercs
NPONUCHbIMK GYKBaMM, BbIPpaBHWUBAETCA MO LEHTPY;

- MNO/IHOe HauMMeHOBaHWe Konnegxa - [ocyfapCcTBeHHOe OHKeTHOe MNpoeccuoHabHoe
obpa3oBaTenbHOe yupexaeHne NpKyTCKo 06nactu «MpKyTCKUiA Konneax aBTOMO6GMNLHOIO TpaHcnopTa
N JOPOXHOr0 CTPOMTENbCTBa» - MedyataeTca 4vepe3 1 MHTepBan OT MEPBOr0 PEKBM3UTA MPOMUCHLIMU
OyKBaMu, BbIpaBHUBAETCS MO LEHTPY;

- COKpalleHHoe HammeHoBaHue konnemxa (FBMOY NO «MKATuAC») nevataeTcd B CKOBOKax
NPonuUCcHbIMKU 6YKBaMU, BbIpaBHWUBAETCS MO LEHTPY;

- HaMMeHOBaHMe [JOKyMeHTa - C/noBO «[1pOTOKON» neyaTaeTcs 3arfaBHbIMM  GyKBamu U
BbIpaBHMBAETCA MO IEBOMY Kpato;

-BU[ 3acefaHusi, COBeWaHNA - MevyaTaeTcsd yepe3 MeXCTPOUHbIA WHTepBan M BbipaBHMBAETCA MO



LeHTPY;
- [aTa 1 HoMep NpOTOKona - Aata OhOPM/SEeTCS CNOBECHO-LM(POBLIM CNOCOGOM 1 MevaTaeTcs

yepe3 MEeXCTPOUHbI MHTEPBAN HUXe MpeablAyLLEro peKBM3nTa.

MpoToKONbl MOTYT M3A4aBaThCA B MOMHOW WAM KPaTKOW (hopme, MPM KOTOPOA OMYCKaeTcs XOf
06CYyXXaeHNs Bonpoca ¥ PUKCMPYETCS TONbKO MPUHATOE MO HeMy pelleHune. TeKCT MOMHOro MpPoToKoNa,
COCTOWUT M3 [IBYX YacTeli: BBOJHO U OCHOBHOIA.

B0 BBOAHOM 4acTn 0(hOPMAAKTCA CNeaytolne PeKBU3NUTBI:

npeaceparens;
CeKpeTaps;

NMPUCYTCTBOBAIM - CMUCOK MPUCYTCTBYIOWMNX WAN OTCbIKA K MPUIaraeMomMy Crmncky
npucyTcTBytoWwmnx. Mpu Heo6XOAMMOCTM NPUBOAMTCA CMUCOK MPUralleHHbIX, KOTOPbIA neyaTaeTcs
nocne cnucka NpUCyTCTBYHOLWMX Y/IEHOB KOJINErNasbHOr0 OpraHa v BbIPaBHUBAETCA MO LEHTPY.

OCHOBHas 4acTb NPOTOKOMA COCTOWUT U3 pasfefioB, COOTBETCTBYHOLWMX MYHKTam MOBECTKM [AHA C
yKazaHueM [0KNaguMkKoB. TEeKCT KaXKAOoro pasfgena CTPoOMTCA MO CXeme: Cciaywanu - BbICTYNWAM -
noctaHoBunu (pewwnnm). Mpn HeO6XOAUMOCTU MPUBOAATCA pe3y/ibTaTbl FON0COBAHUS: eAUHOMACHO UK
3a -, NPOTUB - BO3AEPXanunch

lMpoToKo/MamM MpucBavMBarOTCA NMOPALKOBblIe HOMeEpa B Mpefenax KaneHAapHoro roja OTAEeNbHO Mo
Kakoi rpynne nNpoTOKOMOB.

Homepa nocTaHOBMEHWIA (peLueHnin), NPUHATLIX Ha 3acefaHuax, COCTOAT M3 HOMepa MPOTOKONa,
HOMepa paccMaTpyvBaeMOoro BOnpoca B NOBECTKe AHSA, MOPALKOBOr0 HOMepa NOCTaHOB/IEHUS (peLueHuns) B
npegenax sonpoca. MpuHATbIE pelleHns 4OBOAATCA A0 UCMONHUTENeR B BUAE BbIMUCOK M3 NMPOTOKO/IOB.

MpoToko/nbl NOANWUCLIBAKOTCA MpefcefaTenieM U cekpetapeM. llognucu OTAeNAlOTCA OT TekcTa 3
MEXCTPOUYHbIMW WHTEpBanamu, nevyatardTCA OT /IEBON rpaHuLUbl TEKCTOBOro MOMS W BKIKOYAKT C/0Ba
«lMpepcepatenb» n «CekpeTapb», NIMYHbIE NOAMWCK, pacwnMgpoBKM nognuceil. lMocnefHas 6yksa B
pacwmnppoBKe MOAMUCK OrPaHNUYMBAETCA NpPaBbIM MOMNEM MPOTOKONA.

3.3. MHCTpyKUMa - [OKYMeHT, B KOTOPOM uW3naralwTcs npasBuna, perynaupyroliune
cneuuanbHble CTOPOHbI AedATtensHocT Konnemxa.

B 3arofioBke K TEKCTY MHCTPYKLUUWU 0603HAYaeTCs Kpyr BOMPOCOB, Ha KOTOPble pacnpoCcTpaHATCA
ee TpeboBaHuA.

TeKCT MHCTPYKLUMM COCTOUT U3 pas3fenioB, BHYTPU KOTOPbIX LENUTCA Ha NYHKTbl U NOANYHKTHL. B
TEKCTe MHCTPYKLMM UCMNONb3YHTCA CNOBA «A0/MKEH», «0053aH», «MMEEeT NPaBo», «3anpeLaeTcs» u T.M.

NHCTpyKumna yTBepxpaetcd ampektopom Konnegxa v cornacosbiBaeTcsi B 3aBUCMMOCTM  OT
TMMa MHCTPYKLMUKN C COOTBETCTBYOLNMMN LO/HKHOCTHBIMWU NLAMMU.

34. JOMKHOCTHAA WHCTPYKUMA - ONOKYMEHT, Hapsagy C TPYyLOBbIM [OrOoBOPOM AB/SETCH
OCHOBHbIM HOPMaTWBHbLIM [OKYMEHTOM, PernaMeHTUpYLWUM OpraHn3aunoHHO-NMPaBoBOoe MOMOXKEHNE
paboTHMKa, KBaIMPUKALUOHHbIE TPEOOBAHUA K HEMY.

[O/MHKHOCTHAA NHCTPYKLUUSA BKIOYAET B Cebs cneaytoLumne passens:

1 O6Lme NonoXxeHns Pasfen umeeT TUNOBYI WHMOPMaLUIO, BKIHOYAKLWY MYyHKTbl 0O

nopsgke npuema v yBOJSIbHEHMA PabOTHMKA, ero NMOAYMHEHHOCTH,
KBaIMUKaLNOHHbLIX TPeboBaHUAX K 06pa30BaHnio 1 CTaxy paboThl,
[LOKYMEHTax, O KOTOpbIX OH [O/DKeH 3HaTb W KOTOPbIMU
PYKOBOACTBYeTCS B paboTe.

2 ®YHKUMM ®OpMYNUPYHOTCS OCHOBHble (DYHKLUUM PaboOTHMKA AaHHOi
[OMXHOCTU, NMPeAMET ero BefleHuUs, y4acToK paboThl.

3 L OMKHOCTHbIE OnpegenseT BUAbl paboT 1 0643aHHOCTEN, BbINMONHAEMbIX
0643aHHOCTM paboTHMKOM



4 MpaBa YcTaHaBnMBaeT npaBa PaboTHMKA, KOTOPble CMOCO6CTBYIOT
YCMELIHOMY BbINO/HEHNIO PabOThI

5 OTBETCTBEHHOCTb KOHKpPETHO YKa3blBaeT, 3a UTO pabOTHUK HECET OTBETCTBEHHOCTb

6 B3aMMOOTHOLLEHMS, YcTaHaBNMBaeT NOPSAAOK B3aMMOAeiCTBMS pPaboTHUKA C ApYrUMK
CBA3U MO CTPYKTYPHbIMW MOAPa3AeNeHnsaMn 1 [AO/MKHOCTHBIMU nuuamu. B
[0MXHOCTY pasfene MNepeuynucnsoT Te CTPYKTypHble noapasfeneHus, oT

KOTOpbIX pPabOTHWK MOMy4yaeT [LOKYMEeHTbl, U Te, KOTOPbIM OH
nepefaet MHMopMaLuio.

[o/mKHOCTHaA WHCTPYKUMA paspabaTbiBaeTcs PYKOBOAWTENEM CTPYKTYPHOro nofpasfefieHns no
BCEM [I0/DKHOCTAM, HaX0AALMMCA B €r0 NOSUYNHEHUMN.

Ha nocnefHem nmcTe JOMKHOCTHOM WHCTPYKUMW CTaBMTCA MOANWCH COCTaBuTens. [JO/KHOCTHas
WHCTPYKLMA COracoBbIBAeTCA C BeAYyLLIMM CreLnanncTom no Kagpam, nocne Yero nepepaerca Ha NoAMNUCH
anpekTtopy Konnepxa.

PaboTHMKM Konnemxa [0MKHbI OblTb 03HAKOMJEHbI C AO/DKHOCTHOW WHCTPYKUMWeR mnop
pocnuce.

[ONXHOCTHbIE WHCTPYKUWUWM XpaHATCA B OTAene KaapoB. Konuwm [OMKHOCTHbIX WHCTPYKLUUNA
MOAYMHEHHbLIX PabOTHWKOB, (OPMUPYIOTCA B [eN10, XPaHATCA Yy PYKOBOAMTENed CTPYKTYPHbIX
noapassfeneHunin Ans cnosib3oBaHna ux B pabore.

BHeceHMe W3MeHeHWU B [JO/MKHOCTHYK WHCTPYKUMIO, OCYLLeCTBNAETCA B COOTBETCTBUU C
AEeNCTBYOW UM 3aKOHOATENbCTBOM.

35. MonoxeHWe - NpaBOBOW aKT, ONpefenaowmili NopsAoK obpa3oBaHuns, 3a4aumn, 0693aHHOCTH
npasa, OTBETCTBEHHOCTb, OpPraHM3aunio paboTbl CTPYKTYPHbIX NOAPa3feneHnid, a TakxKe Apyrux Bornpocos,
Kacalowuxca geatensHocTn Konnepxa.

MonoXeHns LOMKHbI UMETb TUTYJIbHbIN NIACT.

MpoekTt Monoxeuuns (NHcTpykuun, [MpaBun) paspabdbaTbiBaeTcAd PYKOBOAUTENEM CTPYKTYPHOTO
nofpasfeneHus, unv paboTHMKOM, Ha3HauYeHHbIM MPUKa3om gupekTopa Konnepxa.

TeKCT NOMIOXKeHNA MOXeT COCTOATb U3 cnefytowmnx pasgenos: «O6LKMe NOMoXKeHUs», «OCHOBHbIE
3afaun n PyHKUMn», «MpaBa», «OpraHusauuns paboTsi» v T.4.

Ha nocnegHein ctpaHuue [10N0XeHWA OTBETCTBEHHbIA WCMOMHUTENb CTaBUT CBOHO
Mo4nNucCh:

Paspa6oTan:
HanmeHoBaHMe fOMKHOCTU NMoANNUCh nN.0. damunns

Mocne paccMoTpeHnsa npoekTta NonoxeHnsa aupektopom Konnegxa, 4OKYMeHT rnepefaeTcs B OTAeN
[enonpoun3BoACcTBa U KafpoB AN1A AasnbHelwero oopMmaeHuns (NPoxoxaeHne npouesypbl COrnacoBaHus,
COCTaB/IeHMe MpOoeKTa nprkasa 06 yTBepXAeHUN).

MonoXeHUs ANNTENILHOTO CPOKa [AeACTBUA YTBEPXAATCA W BBOAATCA B [elCTBME MNPUKA30OM
anpektopa Konnegxa.

MonoxeHns, paspaboTaHHble A1 NPOBEAEHUSA OTAENLHOI0 MEPONPUATUA, HaMPUMeEp:

lMonoxeHne 0 NPOBefeHUN KOHKYypCa, YyTBepXaaTca 6e3 n3gaHusa npukasa. B takom fOKyMeHTe B
pasgene «O6LMne NONOXEHUA» AO/MKEH ObITb YKa3aH NepPUoO ero AeicTBus.

3.6. AKT - 3T0 MWH(OPMaLMOHHO-CNPABOYHbIA [JOKYMEHT, KOTOPbIA cocTaBnseTca [Ans
NOATBEPXAEHUSA YCTAHOB/IEHHbIX (AaKTOB, COObITUA WM AeAcTBUMiA. [1o CBOEMY COAEPXaHUK WU
Ha3HaYeHMI0 aKTbl MOXXHO pa3fefinTb Ha HECKOJIbKO BUAOB:

- 0 HapyweHuWn [UCUUMIWHBI TpyAa W Heco6/Mo[eHUN npaBu/l BHYTPEHHEro TPYAOBOro
pacnopsgka;

06 0TKase OT NOANUCK, CBUAETENLCTBYHOLLEN 06 03HAKOMIEHUN C NPUKA30M;



06 OTKase OT Jayn 06bACHEHWI NO PAKTY HapyLIEHUS ANCLUUNINHBI;
caaun-npmeMkn (paboT, maTepuasnbHbIX LLEHHOCTEN, JOKYMEHTOB);
npuema-cgayun (MatepuanbHbIX LEeHHOCTeN, JOKYMEHTOB);
nepegavv-npuema (gen, AOKYMEHTOB);
- 06cnefoBaHMA (COCTOAHUA TeEXHUKM 6€30MacHOCTU, NPOTMBOMOXAPHON 6e30MacHOCTK, YC0BUiA
TpyAa, pe3ynbTaToB AEATENbHOCTH);
peBU3NN, NHBEHTapM3aL MK,

paccnefoBaHVsA aBapuil, HECYACTHbIX CNyYaes;
NUKBMAALMW OpraHu3aunin n ap.

HekoTopble akTbl [AO/HKHa MW34aBaTb CheuuanbHO Co3haHHas KOMMUCCUA, COCTaB  KOTOPOWA
yTBEpPXAaeTCcs NpUKasom (akTbl Npuema-cgadyy maTepuanbHbIX LEHHOCTEN, LOKYMEHTOB, fef, a Takxe 06
aKTax peBM3nKM, MHBEHTapu3auun, paccrefoBaHnA aBapuid, HECUYACTHbLIX C/ly4yaeB Ha MPOM3BOACTBE), ANS
HUX CYLLECTBYIOT YCTAHOB/IEHHbIE 3aKOHOM (POPMbI. [pyrve akTbl COCTaBASKOTCA B MPOU3BONLHON popme.
O6s3aTeIbHbIMU PEKBU3MTAMM aKTa SBAAKOTCS:

Ha3BaHWe opraHusauuu;

Ha3BaHWe BMa JOKYMEHTA],;

farta v permcTpaunoHHbIi HOMep AOKYMEHTa;

MeCTO COCTaBJ/IeHNS;

3aroNoBOK K TEKCTY (Ha3BaHue akrta);

noanucu;

B HEOOXOAMMbIX chiydasax - rpud ytBepxgeHus. OObIMHO OH NPUCYTCTBYeT Ha
3aKOHOAaTeNIbHO YCTaHOB/IEHHbIX (hOpMax aKTOB.

AKT NoAnucbiBaeTcs BCEMWU NuLamMMK, MPUHUMaBLIMMMK y4yacTue B €ro cocTaBfeHUn 6e3 yKasaHus
NOMKHOCTEIA.

C aKTamu peBu3nii n 06cnefoBaHUii 3HAKOMAT BCEX NUL, AeATeNIbHOCTU KOTOPbIX OHU KacatoTcs. Mpu
3TOM CTaBMTCA cornacytoLlias oTMeTKa (C akTOM 03HaKOMJIEHbI: NOANUCH, AaTa). Mpu HanYMm 3aMeyaHunii
aKT BM3MPYyeTCa C OTMETKON: «3aMevyaHuna npunaratoTcs».

3.7 [JoknagHaa 3anucka - 310 LOKYMEHT, aflpecoBaHHbI PYKOBOAUTENIO OpraHm3auumn (4aHHOM
W BbILLECTOALLEN) NN PYKOBOAUTENIO CTPYKTYPHOTO NOApasfeneHus.

[oknagHble 3anuCcKW, afpecoBaHHble PYKOBOAMTENK OpraHu3auuun, SBAAKOTCA BHYTPEHHUMU
AOKYMEHTaMW M MOTYT COCTaBNATLCSA Ha NPOCTOM nucTte bymarn opmarta A4.

Mo cogepXXaHUto AOKNafHble 3aNUCKN MOAPa3LeNnsaTCa Ha:

- MHULMATUBHbIE;

- WH(OpMaUMNOHHbIE;

- OTYeTHble.

WHuunatuBHaa [okKfafHas 3anucka cocTaBfiseTcs C  LUenblo nobyauTb agpecata  NPUHATL
ornpefefieHHOe peLleHue, MO3TOMY B TEKCTe 3afuCKM He TOSIbKO W3/1aratoTcs Kakue-To (hakTbl, HO K
COLEepXKaTcsa KOHKPETHbIE MPeSNoXKeHNUs, peKoMeH4auuy AN BbiBOAbI.

NHpopmaunoHHas [oknagHas 3anucka COCTaBNSETCA PeryfspHoO U COAEPXUT WHGopMaLuio o
[eTanax uam Metofax BbINOSHEHUA PaboThl.

OT4YeTHble AOKNagHble 3anuUCKM WMHHOOPMUPYHOT O 3aBeplieHUU paboTbl, ee 3Tana, BbIMNOMHEHUU
YKa3aHWiA, pacnopsykeHunin un 1.n.

TekcT AOKNafHOW 3anuCKM COCTOUT M3 ABYX WAM TPexX CMbIC/MOBbIX 4acTeil. B nepsoi yactu -
KOHCTaTUPYIOLWEN - M3naraloTca MPUUUHbLI, (hakTbl U COObITUS, KOTOPble MOCAYXWUAU MOBOAOM ANA ee
HanucaHus. BTopas 4yacTb - aHaNM3UPYHOLLas - COLEPXUT aHann3 CA0XKMBLUEACS CUTyaLuKn, BOSMOXHbIe
BapuaHTbl ee pewleHns. TpeTbs YacTb - pe3roMupyrowas - BK/IKOYaeT B Ce65 BbIBOAbI U NPeANOXeHUA
KOHKPETHbIX AeACTBUIA, KOTOPbIE, MO MHEHWUIO COCTaBUTENSA, HEOOX0AMMO NPeAnpUHATL. BTopoi yactn B
[OKNA[HOW 3anncKe MOXET U He 6blTb, TOT4a 4OKYMEHT COCTOUT NINLLIbL U3 ONMUCaHWUA CUTyalun, BbIBOAOB
N NPeasioKeHNIA aBTopa 3anmucKu.



[oknagHasa 3anncka foMXHa CoLepXKarb:

HauMeHOBaHWe CTPYKTYPHOr0o NoApasfe/neHuns;
HauMeHoBaHue BMAa LOKYMeHTa (foKiagHas 3anncKa);
pary;

afipecar;

3aro/i0BOK K TEKCTY;

TEKCT;

MOAMMUCH.

MognucbiBaeT [LOKMafHYK 3aMuUCKy COCTaBUTeNb (C YKa3aHWEM [O/DKHOCTWU, WHWULWAMOB,
(hamunum). [oknagHas 3anucka 4o/XHa MMeTb 3arofioBOK K TEKCTY, pacKpbIBalOLLNA eé cofepxaHue.

Pesontouusa aupektopa, pacCMOTPeBLUEro AOKNAAHYIO 3annCKy, ABNSETCA OCHOBaHMEM NS NPUHATUA
KaKMUX-TO peLlleHnin, n3faHnusa JOKYMeHTOB, NPOBEAEHUS MEPONPUATUIA.

3.8. O6bsicCHUTENbHAsA 3anMucKa - 3T0 [JOKYMEHT, O0O0bACHAUIMA MPUYNHBLI  KAKOro-nnbo
penicteus, (hakta, npouclwecTBua. Ee MoxeT cocTaBnAaTb 60 paboTHMK Konnemxa B agpec
BbILLIECTOALWEr0 LO/MKHOCTHOIO nnua. B OCHOBHOM 0OBACHMTENbHbIE MULWYTCA MO (PAKTy COBEPLLEHUSA
AVCLMNINHAPHOTO NPOCTYMKa, a HanuyuMe TakoW 3anmcKn ABASAETCA HerpemMeHHbIM TpeboBaHMEM AnA
HaNOXEeHNsA Ha COTPYAHMKA AUCLMUNANHAPHOIO B3bicKaHuA (CT. 193 TK P®). O6bACHUTENBHYIO 3anncKy
pabOTHMK uYallle BCero nuweT OT PYKM U B CBOOGOAHOW TEKCTOBON (hopMe, afipecyetcs PYKOBOAMTENIO,
KOTOpbIV ee noTpeboBsan.

PeKBU3UTblI 06BACHUTENIbHON 3aMUCKU:

ajpecar,

HanMeHOBaHVe BUAa JOKYMeHTa (LOKNajgHasa 3anucka, 06bACHUTeNIbHAA 3anmncKa);
faTa, HOMep, MecTo U3gaHus;

3arosioBOK, TEKCT;

npunoXxeHue (ecnm ectb);

MOAMWUCH.

39. CnyxebHaa 3anucka - QopmMa BHYTPEHHEN Mepenuckn  Mexay CTPYKTYPHbIMU
nogpasfeneHnaMn, uam ot LO/MKHOCTHbLIX nuy, ntobomy agpecaTty BHYyTpu Konnepxa.

CnyxXebHble 3aN1MCKW MOTYT UMeTb WH(POPMALMOHHbINA, WHULMATUBHBIA UM OTYETHbIN XapakTep,
cofiep>atb npocbby, npeasoxeHure. Cam TEKCT COCTOMT M3 2-X YacTel: U3N0XeHUA (hakToB, BbIBOAOB U
NPeAnoXeHW No n3naraeMmomMy BOnpocy.

3.10. MunceMo - 00606LieHHOE  Ha3BaHME pas3/IMYHbIX MO0  COLEPXAHUIK  [AOKYMEHTOB,
nepecbisiaeMblX no rmnoyte. [MMUCbMO MOXeT ObITb afpecoBaHO oOpraHusauun, ee CTPYKTYPHbIM
nogpasfeneHnsam, AOMKHOCTHLIM UAN PU3NYECKUM NnLaM.

Mucbma oMopMAAOTCA Ha CcheuuanbHbiX 6naHKax ANns MWCEM C  YII0BbIM - PACMONOXEHUEM
pekBM3NTOB Ha bymare dopmarta A4 wpudTtom Times New Roman pasmepom Ne 14, mofnucbiBaeTcs
AnpekTopomM Konnepxa.

He3aBncuUMO OT cofepXaHus NMUCbMO [LO/DKHO OblTb M3/10XKEHO B O(MUMANbHO-LEN0BOM CTU/E B
COOTBETCTBMM C [AeACTBYHOLWMUMMN NpaBunamu opdorpapun n nyHKTyaumm. TekCT nucbMa LOKEH ObiTb
ACHbIM, KPaTKMM, 060CHOBaHHbIM, 06ecrneynBalLWwMM TOYHOE U OLHO3HAYHOE BOCNPUATHE U3NOXEHHONW B
HeM MH(opMaLmn.

TekCT nucbma AenuTcs, Kak npaBuio, Ha [Be 4acTu: B MepBOW BBOAHOW (KOHCTatupylowen) -
n3naraetca NpuUYMHa, Liesib COCTaBNEHNA JOKYMEHTa, AA0TCA CCbIIKWM Ha OCHOBOMOaralLwme JOKYyMEHTHI,
BO BTOPOi1 - COAEPXKaTCs BbIBOAbI, MPEASIOXKEHUSA, NPOCLObLI, PaCNOPSKEHNS.

TeKkcT nucbMa, Kak npasuo, LO/KEH KacaTbCA O4HOro BOMpOca WM HECKO/IbKUX BOMPOCOB, eCcnu
OHW B3aMMOCBA3aHbl U OyAyT paccMaTpuBaTbC B OAHOM CTPYKTYPHOM MNoApasfesieHuu opraHusauuu -
agpecara. B TekcTe nucbma MCMob3yTCA Cnegyrouine hopmMbl U3NOXKEHUSA:

. OT MEePBOro NNLA MHOXECTBEHHOTO Yncna («MPOCUM HanpaBUTb»);
. OT MEepBOro NMLa eAUHCTBEHHOTO YMcna («CUMTa0 HEOGXOANMbIM», «NPOLLY BblAENNUTb»);

. OT TPeTbero nuua eanHcTeeHHoro yucna (FBMNOY MO «MKATuC» cuutaet...»). TeKCTbl
[LOKYMEHTOB 0(hOpPM/IAIOT B BUAE CNIOLWHOI0 TEKCTA, TabinLbl AN B BUAE COEAUHEHNS 3TUX CTPYKTYP.



Mpabl M CTPOKM Tabnuubl AOMKHbI MMETb 3arofoBKM W MOA3ar0n0BKW, COrfacoBaHHbIe Mexay
coboii. Ecnn Tabnuua nevaTaetcs 60see 4YeM Ha OAHOM cTpaHuue, rpagbl Tabnuubl AOMKHbLI BbiTbh
NPOHYMEPOBaHbI 1 Ha CNeAyLLMX CTpaHMLax neyataoTcs TONbKO HOMepa CTPOK.

O6s3aTeNbHbIMW PEKBU3UTAMW MCbMa ABNAIOTCA:

HanMeHOBaHMe OpraHu3aLlum-aBTopa,
CNpaBOYHbIE AaHHble 06 opraHM3aLun,
aaTa,
PerncTpauvoHHbIi HoMep,
CCblNIKa Ha JaTy U HOMep MOCTYNMBLLEFO AOKYMEHTA,
ajipecar,
3arosioBOK K TeKCTY (3arofioBOK K MUCbMY MOXET He COCTaBNATbCA, €CAN TEKCT Nucbma
He60MbLLIOro 06beMa),
noanuc,
O0TMeTKa 06 ucnonHutene (pasmelLaeTcs B 1eBOM HVDKHEM Yry),
B CONPOBOANTENbHbIX MUCbMaX - 0TMETKA 0 Ha/IMunMMN NPUNOXKEHWA,
neyatb (B rapaHTUIHbIX MWCbMax, MUCbMax (MHAHCOBOrO COAEPXXaHWS W HEKOTOPbIX
APYruX, TPebyoLmMx 0cob0ro yaocToBepeHuns).

4. TlpaBuna opopmIeHUSa PeKBU3IUTOB JOKYMEHTOB
4.1, B uenax 3((eKTUBHOrO WCMNOMb30BaHUS BbIYUCIUTENbHON TEXHWUKWU YyCTaHaBAMBalOTCA
eivHble npasuaa ohopMIEHNSA JOKYMEHTOB:
JOKYMeHTbl B Konnegxxe m3rotaBnupaloTca Ha 6enoint bymare copmara A (148 x 210 mm), A4
(210x297Mmm) 1 A3 (297 x 420 mm) ¢ ucnonb3oBaHnem wpudTa Times New Roman pasmep ot Ne 12-14.
KaXAbl NNCT AOKYMeHTa, OPOPM/IEHHbI Ha 6naHKe MaM 6e3 Hero Jo/mKeH UMmeTb nons: 20 MM -
nesoe; 10 mm - npaBoe; 20 MM - BepxHee; 20 MM - H/KHee.

4.2. OTAenbHble BHYTPEHHWe [OKYMEHTbl [OMyCKaeTca nucaTtb OT pyKu (3asBneHue,
00bACHUTENbHAA 3anucKa, Cny>KebHas 3anncka).
4.3. Mpy un3roToBneHUN AOKYMEHTOB Ha ABYX W 60fiee cTpaHuuax BTOPYH W nocnegytouiue

CTpaHuLUbl HYMepyHT. HoMepa CTpaHuL, NPOCTaBNAOT NOCepeanHe HUXHEro Mons nucTa.

HanmeHoBaHWe opraHmnsaynmn - aBTopa OKyMeHTa

HanmeHoBaHve KonnegXa ykasbiBaeTcqd B TOYHOM COOTBETCTBMM C YCTaBOM - [OoCcyfapCTBEHHOM
O KETHOM nNpodecCMOHaNbLHOM 006pa3oBaTeNlbHOM yupexaeHun WpKyTckoin obnactun «WpKyTcKui
KONnedX aBTOMOOUNLHOMO TPaHCMopTa U JOPOXXHOT0 cTponTenbCcTBa». CoKpalleHHble HazBaHus - FBINOY
NO «MKATuAC». CokpalleHHOe HauMeHOBaHMe NMOMELLaeTCA BC/e 3a MOJIHbIM HaMMEHOBAHUEM.

HassaHue

Ha3BaHune [OKYMeHTa, COCTaBNEHHOro WM W3gaHHoro Konnegxem, [OAXHO COOTBETCTBOBATH
COLEPXaHMIO [OKYMEHTUPYEMOro YynpaB/fieHYecKoro Aeictems (npukas, MNPOTOKON, akT, LWTaTHoe
pacnucaHue U T. 4.). Ha3BaHue LOKYMeHTa neyaraeTca MPONUCHbIMKU GyKBaMu, Bpa3paLKy, MOMYyXXMPHbIM
LWpndTOM.

Ha3BaHVe JOKYMEHTA He YKa3biBaeTCA Ha NUCbMax.

Jarta

[atoil [OoKyMeHTa fABfseTCcA fgaTta ero MoANWcaHwWa; A8 [AOKYMeHTa, MNpUHUMaeMoro
KO/INernanbHbIM OPraHoM - fjlata ero NpUHATUA; ANA AOKYMeHTa, TPeOyIoLWero ero yTeep>XaeHus - gata ero
YTBepXAeHus.

[ata nognucaHua, YTBEPXAEHWA, COrNacoBaHUs [OKYMEHTa, a TakXe paTbl, cofepxaliuecs B
TEKCTE, AO/HKHbI 0(hOPMAATLCA LUGPPOBLIM CMOCOOOM. D/IEMEHTbI faTbl MPUBOAATCA apabCKkuMn Luppamm
B O[HY CTPOKY B MOC/ef0BaTe/IbHOCTU: YuCcno, mecay, rog. Hanpumep: 01.06.2022

B TekcTax LOKYMEHTOB, COLepXKalnx CBeAEHNA (PMHAHCOBOTO XapakTepa, MPUMEHAETCH C/IOBECHO-
uncposoii cnocob opopmneHns gat. Hanpumep: 10 ntoHs 2022 r. (roga)

Moanucek

[OKYMeHTbI, Hanpasisemble B afpec ApYyrux opraHu3auni, yupexaeHwuii n npeanpuaTui.



nognucbiBatoTCs AnpekTopom Konnemxa.
Mpu noanNMcCaHWM AOKYMEHTa HECKOIbKUMU JOMKHOCTHLIMK NULAMU UX MOAMMUCK pacrofiaralTcs
0/iHa Noj ApPYroil B MOCneA0BaTeIbHOCTH, COOTBETCTBYHOLLEA 3aHUMAEMO [AOMIKHOCTY.

Hanpuwmep:
JdnpekTop Mopnuck nN.0. damunma
" NaBHbIiA Moanuck nN.0. damnnns
oyxrantep

Ecnm AO/MKHOCTHOE L0, MOAMUCL KOTOPOro 3aroToB/eHa Ha NPOeKTe OKYMeHTa, OTCYTCTBYET, TO
AOKYMEHT [O/KeH NOANUCLIBATLCS NULLOM, WCMOMHSOWMM ero 0683aHHOCTM WM €ro 3aMecTUTENIEM.
[LOKyMEHT MOXeT 6bITb NoANUCaH UCMONHAWMUM 0653aHHOCTU AO/MKHOCTHOTO NMLa C YKas3aHWeM ero

(hakTUYECKOW AO/MKHOCTM W (hamMuauu WKW yKa3aHMeM, 4YTO OH BPEMEHHO WCMO/HSeT 0653aHHOCTY
[O/MKHOCTHOTO Ninua.

Hanpumep:
V. o. gnpektopa Moanuck N.0. damunug
He ponyckaeTcs noanucaHve JOKYMEHTOB C MPeANoromM «3a», «3aM» WAM NPOoCTaB/ieHWE KOCOM

yepTbl nepeg HaMMeHoBaHUEM OOJ/IKHOCTW.

B LOKyMeHTax, MoAroToBAEHHbIX KOMUCCUENA, YKa3blBalOTCA HE AO0/DKHOCTU noAnucaBlINX UL,
a UX 0653aHHOCTM B COCTaBe KOMUCCUW.

Hanpumep:
Mpepcepatens KOMUCCUM Mognuce nN.0. damunma
UeHbl KOMUccuun Moanuck n.0. damunnma
Moanuck n.0. ®amunma
Mopnuck n.0. ®amnnng
CornacosaHue

Mpn HEOBXOANMMOCTUN OLEHKN LieIeco06pa3HOCTU LOKYMEHTa, ero 060CHOBaHHOCTU M COOTBETCTBUS
[EeNCTBYIOLIEMY 3aKOHOAATeNbCTBY W NpPaBOBbIM aKTamM MpPOBOAMTCA ero cornacoBaHue. OTKa3 oOT
paccMOTpPeHUa CNy>XebHOro LOKyMeHTa, NOCTYMNUBLUErO Ha COriiacoBaHune, He LOMYCKaeTCs.

pudy cornacosaHus aoKymeHTa coctouT K3 cnosa COMTACOBAHO (6e3 KaBblYek), A0MKHOCTU
nnua, ¢ KOTOpPbIM COrNacoBbiBaeTCs AOKYMEHT (BKNOYaA HaMMEHOBaHMe opraHu3aumm), IMYHOM Nognucuy,
pacwmnhpoBky nognucu (MHULManoB, hamuanm) n gaTbl COrfacoBaHus.

Hanpumep:

COIrnACOBAHO
JO/MKHOCTb Mognunck n.0.
damnnuna 10.06.2022

Ecnn cornacoBaHve OoCyLLeCTBASAKOT NUCbMOM, NPOTOKO/IOM U Ap., FPUd cornacoBaHns oQopmasoT
no cnepytollen gopme:

COIrnNACOBAHO
MpoTokon 3acegaHna CoseTa
Konnepka Ne oT « _ « 2022 T.

CornacoBaHue NpuKasoB ohopMmaseTcs NyTeM BU3MPOBAHMS MPOEKTA JOKYMEHTA A0MKHOCTHbIM
NNLIOM.

Bun3a BKNtoYaeT B Ce6s IMYHYIO NOAMMUCh, €€ pacliUgpPOBKY, JO/MKHOCTb BU3MPYIOLLETO, HANpUMep:

Bu3bl: JonxHocTtb Mognucek U.0.
®amunua JomkHocTs MNognuce
n.0. damnnna



Nnua, Br3MpytoLme CNy>XebHbIA AOKYMEHT, HECYT OTBETCTBEHHOCTb 3a €ro COfepXKaHue Hapsgy C
MCNONHWUTENEM, MO BONpPOCam, OTHOCALMMCS K chepe UX AesTeNbHOCTH.

Ocobble MHEHUS, 3aMeYaHus, AONOMHEHUS, KaK MpaBWo, U3nararTcs Ha OTAENbHOM INCTE, O YEM
[ienaeTcss 0TMeTKa Ha MPOoeKTe CNYXXeOGHOro AoKYMeHTa. 3aMeyaHus 06s13aTeNlbHO A0KNaAbIBAOTCS ULy,
nofnucblBatoLLLeMy LOKYMEHT, HaNpuUMep:

Bu3bl: JonmxHocTts Mognuce N.0. damununa C 3amevaHmamu
JonmxHocTtb Mognucs N.0. ®amnnuns

B03MOXHO 0(hOpM/IeHNEe BM3 JOKYMEHTA Ha OTAEe/IbHOM JIUCTE COFMacoBaHUs.

Cpoku cornacoBaHus (BU3MPOBaHUA) [OKYMEHTOB [AO/KHOCTHbIMKW NMLAMW  YCTaHaBAMBaKTCS
AVPEKTOPOM IMG0  MCMOMHMTENEeM, OTBETCTBEHHbIM 3a TMNOATOTOBKY [OKyMeHTa. OO6WMWIA  CPOK
cornacoaHusi (BU3VMpPOBaHNs) AOKYMEHTa He A0/KEH MpeBbllaTh 7 KaNeHAapHbIX AHEN, eCNu MHOoe He
YCTaHOBNEHO [MpeKTopoM Konneaxa. Jlvua, yKasaHHble B KauyecTBe COWCMONMHUTENei, 06s3aHbl
3aBM3MPOBATb AOKYMEHT B CPOK He MpeBblWalWwmnii 1 pabounii feHb, eCnu MHOe He YCTaHOB/IEHO
AvipekTopom Konnegka. OTBETCTBEHHOCTb 3a COG/IOEHNE YCTAHOB/IEHHbIX CPOKOB HECET UCMOMHUTENb,
OCYLLECTBAAOWNIA BbINYCK A0KYMeHTa. CpPOKM cornacoBaHust (BM3MPOBaHWS) AOMKHOCTHBIMK NULAMY

KaflpoBbIX MpUKa3oB (0 Npueme, NepeBoje, YBONbHEHUMN, OTAYCKE, U T.M.) HE AO/KHbI NPeBbIWAaTh 04HOM0
paboyero gHs.

YTBepxaeHne

Oco6biM cnocobom BBefeHUS AOKYMEHTa B AeCTBUE SABNSETCA €ro YTBepXAeHue.
JOKyMeHTbl yTBepXaarTca gupektopom Konnegxa.

YTBepxaeHne [LOKYMeHTa MPOU3BOAUTCA MNPOCTAB/IEHUEM Trpuda YTBEPXKAEHUA WU U3[AHMEM
pacnopagmTenibHOro LOKYMeHTa.

[MonoXeHna 0 CTPYKTYPHbIX NOAPA3feNeHNsaX, MHCTPYKUMKA U T. N. NOANEXAT YTBEPXAEHUIO Nocre
ofobpeHns CoseTtoM Konnemxa, NpocTaB/fieHMEM COOTBETCTBYIOLLEr0 rpudga, Nnmbo m3gaHMeMm npukasa u
npuobpeTalT HOPULANYECKYIO CUY TOSTIbKO C MOMEHTA UX YTBEPXKAEHUS.

Mpn ogopmaeHnn rpuda yTBEPXAeHUS HeobXoAMMO co6MoAaTh Chnefytollee: rpud YTBepXKAeHUs
NMoMeLLaeTca B MpaBOi BepXHel 4vacTu AOKYMeHTa, COCToMT u3 cnoBa YTBEPXOAK (YTBEPXAEH,
YTBEPXAEHO) 6e3 KaBblueK, NOMHON0 HaMMeHOBaHWSA LO/MKHOCTU NULA, YTBEPXKAAKLWEro AOKYMEHT,
NIMYHOW NOANWUCK, ee pacLUNGPOBKN 1 AaTbl YTBEPXKAEHUA, HANPUMEP:

YTBEPXAOAK Aupektop NBMOY O «MKATuAC» N.0. damnnng nuyHas
nognuce

01.09.2022
nnn

YTBEPXAEHO npukasom gupektopa Ne oT « « 2022
r. um

YTBEPXAEHO npoTtokonom 3acefaHns Coseta Konnemxa ot 01.09.2022 Ne 1

BHOCUTb KaKune-nnbo WM3MeHeHMs U A006aBNeHUss B MoAnucaHHble (YTBEPXAEHHbIE) AOKYMEHTHI,
He [JonycKaeTcs.

OTBETCTBEHHOCTb 32 KA4YeCTBO MOATOTOBKW AOKYMEHTOB W LOCTOBEPHOCTb COAEPXALLMXCA B HUX
JaHHbIX BO3/araeTcs Ha nuu, NoAroToBMBLLNX, 3aBU3MPOBABLLUUX U NOANUCABLUUX JOKYMEHTHI.

MeuaTb

Mpn Heob6Xx0AMMOCTU AOKYMEHT 3aBepsieTcss MedvaTbto Konnegxa wnum ne4vyatbid CTPYKTYPHOTO
nogpasfeneHus.

OTTUCK NneyaTn cnefyet NPoOCTaBNATb TaKMM 06pa3oM, YTOObI OH 3aXBaTbiBan YacTb HaMMEHOBaHMUSA
JO/DKHOCTM Nnua, NoANMUCaBLUEro AOKYMEHT, U YyacTb NOANUCH.

Ha goKyMeHTax (hMHAHCOBOro XapakTepa WM AUNAoMax nedyaTtb MNPOCTaBASETCA Ha CheunanbHo
0TBefleHHOM MecTe. KakK npaBu/o, 3T0O MeCTO HaHeceHMAa nedvaTy 0603HavaeTca cumBonoM «M.M.» 6e3



3axBaTa HaMMeHOBaHMA LO/MKHOCTU U nognucn. OTTUCK NPOCTaBAAEMON nevaTn AOMXKeH OblTb XOPOLLO
4yNTaeEMbIM.

MMeyaTb CTPYKTYPHOro nofpasfeneHns, MOXeT CTaBUTbCA Ha  KOMWAX  [OKYMEHTOB,
HanpasnfAemblX B [APYTMe  YUpeXfAeHud;  pasMHOXEHHbIX  3K3emnaspax  pacnopsafuTeNibHbIX
OOKYMEHTOB MNpU  MX paccbliike; Ha crnpaBkax, NOATBepPXAatoLWMX (hakTbl, CBA3aHHbIE C TPYAO0BOi
LeATeNIbHOCTbIO U 06YYeHNeM TpaXKaaH.

Afpecauunsa
[ OKYMeHTBI afipecytoT B opraHusauumn, unx CTPYKTYPHbIE MNOAPAa3feneHns  unn
KOHKPETHOMY AO0/DKHOCTHOMY NunLy.
Mpy agpecauun JOKYMeHTa B OpraHv3auuio Wan ee CTPYKTYpHOe nofpasgesneHune 6e3 ykasaHus
0O/MKHOCTHOTO NnLa X HaMMEHOBaHME NULLYT B UMEHUTENbHOM Mafexxe, Hanpumep:

MuHUCcTepcTBO (hmHaHCOB Poccuiickoli depepaymm
ALMWHUCTPaTUBHBIN fenapTameHT

Mpy HanpaBNeHUU [OKYMEHTa [OMKHOCTHOMY /MUY Ha3BaHWe OpraHusauuu, ee CTPYKTYPHOro
nofpasfeneHus, hamunio agpecarta yKasblBatoT B AaTENIbHOM Mazexe, Hanpumep:

JdupekTopy
AOMUHUCTPATUBHOIO AenaptameHTa MuHucTepcTea
(hmHaHcoB Poccuitickoin depepaymmn MN.0. damunus

MoNHbIA NOYTOBLIN aApec yKasbiBaeTCs MPU HanpaBNeHWM AOKYMeHTa pa30BbiM KOPPECMOHAEHTaM
B COOTBETCTBMW C MOYTOBLIMW MpaBMnaMu, Hanpumep:
Pepakumsa xypHana «BecTHUK 06pa3oBaHuNsA»
UunctonpypaHblin 6ynbeap, 6, I.
Mocksa, 101856

Mpn agpecauun [OKYMeHTa (pU3MYECKOMY NMLY YKasblBaT MHWLMANbI W (hamuaunto nosayyatens,
3aTeM MOYTOBLINA afpec, Hanpumep:

A.A. KannHnny

yn. Caposas, 4.5, kB. 12, T.

Nunkun, Knpeesckoro p-Ha, Ty/bCKOi
06n., 301264

MopyyeHue (pe3onoyns)
YKazaHWsi N0 WUCMOMHEHUIO [JOKYMeHTa fatoTcs B (hopMe nopy4veHus (pe3ontouun) AUPEKTOPOM
Konnepxa.
MopyyeHns opopMNATCS B BepxHeli CBOOOAHON OT TeKCTa 4acTu NepBOi CTpaHWLbl AOKYMeHTa. B
cOCTaB NOPYYeHUa JOMKHbI BXOAUTb Crefytowne anemMmeHTbl: GaMunnsa ncnonHutens (MCNonHuTenen),
cofepxXaHne NOpyYeHNin, CPOK UCMONHEHWSA, TNYHAA NOAMUCL PYKOBOAUTENA, AaTa MNOPYyUeHUs.
Ha pgokymeHTax, He Tpebylwmx MOPYYEHWA MO MCMOMHEHUIO W MMEKLWMNX TUNOBbIE CPOKM
NCNOMHEHNA, B Pe30IOLUN YKa3blBaeTCA UCMOMHUTENb, NOAMNUCL aBTOpa Pe30NLNN, faTa.
MpunoxeHus
Ecnmn K cny)KebHbIM AOKYMEHTaM npuiaratTcs gpyrue matepuansl, TO 0 HAX YKa3blBaeTCs B KOHLE
TekcTa nocne cnosa «lpunoxeHne». CnoBo «l1punoXxeHne» neyaTaeTcs C KPacHO CTPOKM M MOCAE ero
HanucaHusa CTaBUTCA [fBoeTouMne. [MpPUNOXEHUA [OMKHbI MMeTb BCe HeobXoAuWMble ANA AaHHOro
[OKYMEHTa PeKBU3NTHI (Ha3BaHWe, 3arofioBOK, MOAMUCKU NUL, OTBETCTBEHHBIX 3a UX COAEpXaHue, faty,
OTMETKY O COrnacoBaHuu U T. Nn.).

Ecnn cnyeGHbli [LOKYMEHT WUMEET MPUIOXEHUSA, TO HEOOXOAUMO Mepevynuc/inTb WX Ha3BaHWf,
KO/MIMYeCTBO IUCTOB U 3K3EMMIAPOB Kaxaoro, Hanpumep:

MpunoxeHune: 1. Konua WTaTHOro pacnucaHns coseta Ha 4 . B 13k3.



2. CnpaBka 0 paboTe MBaHoBa Ha 1. B 13K3.

5. MopsAaoK CHATUA M Bblfaya KONWUA JOKYMEHTOB

5.1. Konuu c JOKYMEHTOB BbI4AlOTCA C pa3peLlleHns HayaJlbHUKOB CTPYKTYPHbIX NoApasfe/ieHnid n
TOMbKO C TeX [AOKYMEHTOB, KOTOpble KacarTCA CNyXeOHOW AesTeNbHOCTU [aHHOr0 CTPYKTYPHOro
nogpasgeneHus. C npukasos, MPOTOKOMIOB, UCXOAAWMX MUCEM W WHbIX LOKYMEHTOB, MOAMUCAHHbIX
AVNPEKTOPOM, CHATME KOMMUIA pa3peLlaeTca TObKO N0 yKasaHUo aupekTopa Konnegxa.

52. Mpu Bblgaye KoMuW [LOKYMEHT BOCMPOM3BOAMUTCA MOMHOCTbIO (6naHk Konnegxa, Homep,
fata, cofep>kaHue U T. 4.).

53. B npaBom BepxHeEM yray Konuu nuLleTcs CNOBO WM cTaBuTca wrtamn «Konuax». Mpu Bblgade
KOMWUW ¢ Konuu cnegyet nucatb «Konusa ¢ Konum.

5.4.Npy 3aBepeHMN KOMUW [OKYMEHTA, BHWU3Y, MOC/AE MO/IHOTO BOCMPOWM3BEAEHUA TeKCTa, MULIETCH
«Konusa BepHa», CTaBUTCA AO/HKHOCTb, NMOAMNUCH NALA, 3aBePAIOLLEro KOMWIo, ero MHuUKnansl 1 hamuins,
flata 3aBepeHus, HanpumMep:
Konusa BepHa
Cnieymannct no Kagpam noanucb nN.0. ®amunusa
01.06.2022

5.5. Mpy nepecbinKe KONUW B pYre YUPexaeHns Unmn Bblgadye Ha pyKu oTaeNlbHbIM MLAM Ha KOnum
cnefyeT NpoCTaBsATh Nevath.

6. Mopsagok npuema, 06paboTKu, pacnpefeneHnsa BXOAALWMNX JOKYMEHTOB

6.1. Mpuem JOKYMEHTOB (MOMYYEHHbIX MO MOYTe, 3/IEKTPOHHOWN NoYTe, Yepe3 (hakCUMUIbHYHO CBA3b
WK LOCTaB/eHbl KYpbepoM) OCYLLECTBNIAETCA CeKpeTapem NpUeMHON AupekTopa Konneaka. JOoKYMeHTbI,
nosyyeHHble paboTHMKaMKU OT APYrux opraHusauuii, Takxe rnepefaroTcsa B NPUEMHYIO CEKpeTapr s
perncTpaumm n yyeta, NPUHUMAKOTCA U PETUCTPUPYIOTCS LeN0NPOU3BOAUTENEM - LLEHTPaNM30BaHHO (BCe
LOKYMEHTbI PermcTpupyroTca B 04HOM MecTe). JOKYMEeHTbI perucTpupyroTCa B 0praHm3aLumn T01bK0 O4MH
pa3: noctynawuiue - B [eHb MOCTYMN/JEHUA WM Ha ClefylOWunin paboyunin feHb npu NOCTYMAeHUn
LOKYMEHTOB B KOHLie paboyero fHA win B Hepabouee BpeMmd., CO34aBaemMble - B [leHb MOANMCaHUA Un
yTBepxaeHus. MNpu nepefave 3aperucTpUpoOBaHHOIO JOKYMEHTA U3 O4HOr0 NoapasfefieHus B Apyroe oHo
NMOBTOPHO He perucTpupyetcsa. JOKYMeHTbl COPTUPYIOTCA Ha PErNCTpUpyemMble N HEPErnCTpUpPYyeMbIe.

6.2. K pa3psagy HeperncTpmpyemMblX 4OKYMEHTOB OTHOCATCA:

WH(OPMaLMOHHbIe MaTepuasnbl, NPUCaHHble B BUAE KOMWUIA 4NS CBeLEHUS,

peKknamHble maTepuasbl (IMCTOBKW, MPOrpaMmbl, MPOCMEKTbI, U3BELLEHNS U T.4.);

no3fpaBuTeNbHbIE NUCbMA, TeflerpaMmbl U OTKPLITKK;

npurnacuTenbHble 6UneTsl;

nporpammbl KOH(epeHLU i, COBELLLaHWI;

neyaTHble U3LaHUS (KHUTK, XXYpHabl, 610N1eTeHN);

KOPPecnoHAEHLMSA C MOMETKOW «/IMYHO».

6.3. Ha Bcex BXOAAWMX AOKYMEHTaAX, NOAMEXALLNX perncTpaymu, B NpaBOM HUXHEM CBOGOLHOM
OT TeKCTa Nnose nepBoi CTpaHWLbl AOKYMEHTA CTaBUTCS WTaMn C yKa3aHWeM PerncTpauumoHHOro Homepa
M faTbl NOCTYNNeHUs AOKYMeHTa. Ha KOppecnoHAeHL MW, He NOAMexXallein BCKPbITUIO, WTamn CTaBUTCA
Ha KOHBepTe.

6.4. Mpu Nnpreme NOYTOBOIN KOPPECNOHAEHL MW MPOBEPSETCH LLENIOCTHOCTL KOHBEpPTa (YNakoBKK),
NMPaBMNbHOCTb afpecaun U Hannmyme BIIOXKEHHbIX LOKYMEHTOB. [pyv OTCYTCTBUM NPUNOXKEHWUIA WK
NNCTOB [AOKYMeHTa CTaBUTCA B W3BECTHOCTb OTMPaBWTENb MWUCbMa W fAenaeTca OTMETKa Ha camoMm
OOKYMEHTe W B )XXYypHane perncrpauun BXOAAWUX [OKYMEHTOB B rpade «lpumeyaHme» OwM60YHO
[0CTaB/IeHHblE JOKYMEHTbl BO3BPALLaOTCA B OTAE/IeHNe NOYTOBON CBA3MW.

6.5. MonyyeHne 3aKa3HOM KOPPECMOHAEHLMN OCYLLEeCTB/AETCA B [eHb [OCTaBku B Konnemx
M3BELLEHNA Ha NOoNyYeHne YKa3aHHOMW KOPPeCnoHAeHL K.
6.6. KoHBepTbl OT MOCTYNUBLUEA KOPPECMOHAEHLUMUW COXPaHAKTCA W npunaralTcs K

OOKYMEHTaM B Cny4dadax, ecnn agpec oTrnpaBuTenda ykKa3aH TOJ/IbKO Ha KOHBEPTE, €C/IN AaTa AOKYMEHTA U
faTta ero oTnpaBkKy cornacHoO NOYTOBOMY LUTEMMNENHO UMEIKOT 60nbLINe pacxoXgeHna Bo BpeEMEHN UNN B



clydyae Heo6X04MMOCTM NOATBEPXKAEHUA CPOKA OTMNPABKN U MONYYEHUA LOKYMEHTa.

6.7. Bxopduime OOKYMEHTbl PerucTpupyroTcs M nepepatotca anpektopy Konnegxa B feHb KX
NoCTynneHuns.

6.8. BHyTpeHHMe BXogswMe LOKYMEHTbl (Cny>XebHble, fOKNafHble, 06BACHUTE/IbHbIE 3anuCKMK,
3aaBNeHNsA paboTHUKOB M YaCTHbIX /ML) NPUHUMAKOTCA U PETUCTPUPYIOTCA AeN0MNPON3BOAUTENEM.

6.9. J>KypHanbl perucTtpaumu [LOroBOPOB, 3aK/NHOYAEMbIX KOMANEMKEM C  WUCMOSHUTENAMU
BO3MEe3JHOro OKasaHus 06pa3oBaTesibHbIX YCYTr UAN YCAYT UHOTO rpaXkAaHCKO-NpaBoBOro xapakrepa, ¢
3aKasyvMkKamum nnaTtHbiX 06pa3oBaTefibHbIX YCNYr BefyTcs OTAE/IbHO C MPUCBOEHUEM KaXK4OMY [0r0BOpY
WHANBUAYAIbHOTO HOMEpPA B MOPSAAKe BO3pacTaHus, HOMEpP AOKYMEHTA MOXET COCTOATb U3 LUNdp 1 6yKs,
C YyKasaHuMeM pfaTtbl 3akniyeHus gorosopa, PO wucnonHUTeNs WM 3akKasymka WU Cpoka AeicTeus
forosopa.

6.10. OpwurvHanbl BHYTPEHHWX [OOKYMEHTOB, Tpebylowue WCMONHEHUA W (Ann) OTBeTa
COCTaBUTENIO, XPaHATCA Y [eNonpous3BoguTens B OTAeflbHOM fene. VICMOAHWUTeNAM, YKasaHHbIM B
pesontouum nepegatoTca konun. 6.11. CnyxebHble (foKMaAHbIe) 3aNUCKM COCTaBAAKOTCA TOMLKO MO TEM
BOMpocam, KOTopble TpebyoT 0043aTeNbHOr0 AOKYMEHTaNbHOrO MOATBEPXAeHUA. [lepenucka Mexay
CTPYKTYPHbIMUX MOApPa3feneHnsMn no Bonpocam, KOTOpble MOTYT ObITb pelleHbl B onepaTMBHOM MOpALKe
1 He TPebyoT LOKYMEHTaNbLHOro 0(hOPMIIEHNSA, HE AOMYCKaeTCA.

7. TopsAaoK 06paboTKM UCXOAALLMX JOKYMEHTOB

7.1.O6paboTKa NCXOAALLNX JOKYMEHTOB BK/HOYAET:
cOCTaB/ieHNe YEPHOBOI0 AOKYMEHTE,;
MOLrOTOBKY NMPOEKTa LOKYMEHTa;
ero cornacosaHue (BU3NpoOBaHue);
YLOCTOBEPEHWE JOKYMEHTA;
0TNpaBKy AOKYMEHTA.

7.2.3a NOArOTOBKY NpOoeKTa UCXOAALLEero JOKYMeHTa 0TBevaeT UCMONHUTENb.

7.3.B npouecce NOAroTOBKM UCXOAALLENO AOKYMEHTa UCMONHUTENb CAMOCTOATE/IbHO OCYLLeCTBASET
coCTaBfieHMe YepHOBMKa, MNOAFOTOBKY MpoOeKTa [JOKYMeHTa, €ro cornacoBaHue (BU3MpOBaHUe).
VicnonHnuTenb AOMXKEH CaMOCTOATeNIbHO MPOCTaBUTb HEOOX04MMbIE YAOCTOBEPSAIOLLNE PEKBU3UTLI, UCXOAA
U3 3anucelt B XXypHasie permcrpauum UCXoasalmnx nucem, Haxogsawerocs B nanke Mcxogsawme nucbma B
ceTeBOM 06MeHe (mognucu, patbl MNOAMAMCAHWUA, WUCXOAALLEr0o pPerncTpaunmoHHOro Homepa, npu
Heo6Xo4MMOCTY rpuca YTBEPXKAEHUS, NeyaTn), a Takxke MPUIOKUTb WUCXOASLLEE MUCbMO CO BCEMM
MPUNOXEHUSAMU, NPU UX HaAMYUKU MOL COOTBETCTBYHOLIMM MOPALKOBbIM HOMEPOM B Marny CeTeBOro
obmMeHa. T1poeKT JOKYMeHTa nepefaeTcs Cco BCEMM MaTepuasamMmun, Ha OCHOBaHUM KOTOPbIX OH FOTOBUJICS.
B cnyuyae BHeceHus pgupekTopoM Konnegxa 3ameyaHuin (nonpaBokK), WCNOMHWUTeNb pAopabaTtbiBaeT
[OKYMEHT B COOTBETCTBMM C 3aMevyaHnsAMU, BHOBb COOMpPaET BU3bl COrlacoBaHus.

7.4.T1py 06paboTKe UCXOAALMX AOKYMEHTOB 3afavyaMy UCNOJTHUTENA ABNAKOTCA:

npoBepkKa MpaBUAbHOCTM  OOPMAEHWS NpoeKTa [JOKYMeHTa B  COOTBETCTBMM C
YCTAHOB/IEHHbIMMW NpaBuIamu;
NPoBepKa Ha/Inumns YA0CTOBEPAIOLLMX PEKBU3NTOB;
npocTaB/ieHNEe UCXOAALLEr0 PErUCTPaLMOHHOI0 HOMepa,;
06paboTKa JOKYMeHTa 4151 OTNpPaBKMy.
7.5.06paboTKa 0TNpaBNseMOoli KOPPECNOHAEHL MM BKIKOYAET:
COPTUPOBKY;
B/IOXKEHVE B KOHBEPTbI;
afipecoBaHue;
cavy B OTAefeHne CBA3MW.
7.6.TpUHUMasA LOKYMeHTbI AN OTNPaBKW, OTBETCTBEHHOMY UCMOMHUTENI0 HEOOXOAMMO NPOBEPUTD:
npaBUNbHOCTb O(MOPMNEHUA [OKYMEHTOB (Hanuuue nOAMWUCK, [aTbl, PErMcTpPaLMoOHHOro
HoMepa);
HafMume MNPWIOXKEHUA, YKasaHHbIX B OTNpPaBAdeMOM [AOKYMEHTe, W COOTBETCTBUE
KONMYecTBa 3K3EMN/IAPOB KOMMYECTBY aApecaTos;
- MpaBWbHOCTb afipeCcoBaHNA, HaN4Ye NCXOASLLEr0 HOMepa 3anmncu.



7.7. Bce ucxogsuime AOKYMEHTbI, LONXHbI O6bITb 06paboTaHbl M OTNPaB/ieHbl B TOT XXe eHb
WIN He Nno3fHee cnegytowero paboyero gHs.

7.8. LJOKYyMEHTbI, OTNpaBfsieMble MO 3MeKTPOHHOW noyTe, MNPUHMMAKOTCS TOMBKO Npwu
HaMuYUM CoMNpoBOANTENLHOMO MUCHMA.

7.9. XypHan peructpaumm WUCXOAAWMX [JOKYMEHTOB BeAETCAHA OyMaKHOM HoOcuUTene.

JKypHan HymMmepyeTca MpOLUMBAETCA, CKPeniseTcsa NoAnucbio pyKoBOAUTENS.

7.10. PerucTpauma cnpaBoK (KOTOpble BblJalOTCA Ha pPyKW, WUAM  OTNpaBndwTca 6e3
CONpPOBOAMTENIbHOTO MUCbMAa) BeAETCA CTPYKTYPHbIM MofpasfeneHrem, MOLTOTOBMBLLUUM CMpaBKy
(byxrantepusi, yuebHas 4acTb, OTAEN KapoB).

8. KOHTpPO/b UCMNOMHEHNSA LOKYMEHTOB

8.1. KOHTpONnb 3a NCNOMHEHMEM [OKYMEHTOB - 3TO COBOKYMHOCTb AeNCTBMWIA, 06ecneynBaroLmx
CBOEBPEMEHHOE MCMOMIHEHUE MOPYYEHWIA, AaHHbIX AUpeKTopoM Konnepxka, yctaHaBIMBaeTCA B Lenax
obecrneyeHNss MX CBOEBPEMEHHOrO U KayeCTBEHHOr0 WCMOJIHEHWSA, a TakKXe MOBbIWEHNS YPOBHSA
UCMONHUTENbCKON AUCLUNIINHBI.

82. KOHTpO/b 3a UCMONHEHWEM [OKYMEHTOB BK/IHOYAET: PerucTpaunio LOKyMEeHTa, HaloXeHue
pesonounn aupektopa Konnegxa, HanpasfeHUe LOKYMEHTa WCMOMHUTENO, OTMETKA O MONy4YeHuu
JOKYMEHTa UCNOJTHUTENIEM, NMM60 OTMETKa 06 MCMOTHEHUN.

83. OTBETCTBEHHbIM UCMOJIHUTENEM MOPYYEHUA ABNAETCA COTPYLHMUK, YKa3aHHbI B Pe30/oLmm
nepBbIM, €Cy APYroro He ykasaHO B TEKCTe MOpy4YeHus unu pesonoumu. OcTasbHble COTPYLHUKH,
yKa3aHHble B NOPYYEHUUN, ABNAOTCA COUCMONHUTENSAMMU.

84. OTBETCTBEHHbIA WUCNOMHUTE/Ib HeCceT MepCoHaNbHYK OTBETCTBEHHOCTb 3a WCMO/HEHMWE
NMopy4YeHns B CPOK U NO cywecTBy. COMUCMONHUTENN, YKa3aHHble B MOPYYEHWUW, HECYT OTBETCTBEHHOCTb
3a CBOEBPEMEHHOCTb MpeACcTaB/IeHNss MaTepuanoB OTBETCTBEHHOMY WCMOMHUTENI0 B paMKax CBOEMN
KOMMNeTeHLU MK,

85. B TeyeHue opHoro paboyero AHA MOcne MONYYEHUS MOPYYEHUS OTBETCTBEHHbIl
NCMNONHUTENb UMeeT NpaBo MpPeACcTaBUTb Ha UMSA LUPEKTOpa CNYXeOHYH 3anucky ¢ MOTUBUPOBAHHOL
npocb6boii 06 M3MEHEeHMM CcocTaBa WCMOMHUTENEl MNOPYyYeHWUs, MO0 Ha3HAYeHUW [ApPYyroro
OTBETCTBEHHOI0 UCMONHUTENSA.

86. Mpu Heo6X0AMMOCTU NPOLNEHUS CPOKOB WCMOSIHEHWUA MNOPYYEHWI OTBETCTBEHHbINA
NCNONHUTENb 0653aH [0 WCTEYeHWA CPoKa WCMONHEHUA NPeACTaBUTb C/YXEOHYI 3anucKy Ha ums
AMPEKTOopa C aprymMeHTMPOBaHHOM MpocbO0oi 0 NPOANEHUN CpPOKa UCnofHeHWUs. Bonpoc o npoaneHun
CPOKa UCMOMHEHNSA NOPYYEHUA peLLaeTcs AUPEKTOPOM.

87. J[LOKYMEHT cuMTaeTCA UCMONHEHHbIM, KOTJa peleHbl OKOHYaTe/IbHO BCE MNOCTaB/IEHHbIE B HEM
BOMPOCHI U CO6/IOAEHBI CPOKMN UCMONHEHNS.

Bblgaya KONuin JOKYMEHTOB, CBA3aHHbIX C paboToi (415 paboTHMKOB Konnemxa) - B TPeXAHEBHbIN
CPOK.

8.8. [LOKYMEHTbI CHUMAIOTCS C KOHTPO/S, KOTAa PeLleHbl BCe NOCTaBNEHHbIe B HUX BOMPOCHI UK
AaH OTBET MO CyLLEeCTBY.

MpOMEXYTOUHbIA OTBET, PaBHO KakK 1 3ampoc MO WCMOMHAEMOMY AOKYMEHTY WKW 4YacTUYHOe
MCNOSTHEHME NOPYYEHUS, He ABNSETCA OCHOBAHWEM A8 NMPU3HAHMS AOKYMEHTa UCMO/THEHHbIM.

PelleHNe 0 CHATUW AOKYMEHTA C KOHTPONS NpUHUMaeTCs AUpPeKTopom Konnemxa.

9. W3rotoBneHue, UCNONb30BaHMe U yyeT nevyaTei 1 LWITaMNoB
9.1.Meyatn v WTamnbl, HeO6X0AUMbIe 415 06ecrneveHns geatenbHocTn Konnegxa, M3rotaBnmeatoTCs
Mo cornacoBaHunio ¢ AMpeKkTopom Konneaxa.
9.2 B Konnegxe ncnonb3yorcs:
OCHOBHaf neyatb - OTTUCK OCHOBHOW MeyaTy CTaBUTCA Ha JOKYMeHTaxX AN YA0CTOBEPEHUA UX
NMOA/IMHHOCTN;
BCNoMorartenbHble  (LOMONHUTENIbHbIE) MNeyaTu - OTTUCK BCMNOMOraTe/lbHbIX Meyvartei

NPOCTaBNAETCA AN 3aBEpPeHUs CNpaBOK, KOMUIA [OKYMEHTOB, BbLIMUCOK W3 [AOKYMEHTOB, YYETHbIX
AOKYMEHTOB U Ap.;

perncTpaunoHHbIe WTaMMbl.



9.3. OTBETCTBEHHOCTb 3a MCNOMb30BaHWE W XpaHeHWe neyaTeid U WITaMMNOB, MOCAE Bblgaynm WX
CTPYKTYPHbIM MOApa3feneHnsaM, Bo3naraeTcs Ha paboTHUKOB, MOMYUYMBLUMX Takue nevyatv W LITamnbl,
npukKasom gupekrtopa Konnegxa.

9.4. [Meyatn u WTaMnbl 4OMKHbI XPAHUTLCA B HAAEXHO 3aKPbIBAEMbIX Ceithax nam MetTaninyeckmx
WKagax, 4OCTYN K KOTOpPbIM MMeeT pabOTHWMK, MOAYYMBLUMIA MeyvyaTun W WTamnbl U OTBeYalWmUii 3a Ux
COXPaHHOCTb.

9.5. O6 yTpate neyatu unu WTamna Hezame4/IMTe/IbHO CTaBUTCA B U3BECTHOCTb AMpPeKTOp Konnegxa.

9.6. Ana npoBefeHMA NPOBEPOK COCTOSHMA Yy4yeTa WM XpaHeHWs neyatel M WTaMNOB MOryT
co3faBatbCs creyuanbHble Komuccuu. [lo  pesynbTatamM MNPOBEPKM CcOCTaBisieTcs cnpasBka (akT),
npeacTtaensemas aupektopy Konnegxa Ana NpuHATUA Mep N0 06ecneyeHWIo Hagnexauiero ydera u
YCNOBMWI XpaHeHUs neyateil u wtamnos. MNpu nepeBoje Wv yBONbHEHUW pabOTHMKA, OTBETCTBEHHOIO 3a
yyeT U XpaHeHue nedyateil U LWITaMNOB, Ha3Ha4YaeTCAd KOMUCCUA ANA MPOBEPKM (DaKTUUYECKOro Hanuyus
nedyarteir v WTaMNoB. Pe3ynbTaTbl MPOBEPKM OTPAXAKTCA B aKTe npuvema-nepefayn nevarei v LwTamnos
ApYromy paboTHMKY, Ha3HAYEeHHOMY MPUKA30M OTBETCTBEHHbLIM 3a UX YYeT U XpaHeHUe, C NMPUI0XKEHNEM
OTTUCKOB MeyaTtel 1 WTamnoB..

10. HomeHknatypa gen

101. HowmeHknatypa fen - CUCTEMATM3MPOBaHHbIN NepevyeHb HaMMEHOBaHWIA Aen, 3aBOANMbIX B
Konnepxe, ¢ yKkasaHMem CPOKOB UX XPaHEHWS, OPOPMJIEHHbIN NO YCTaHOB/IEHHOW (hopMme.

102, OTBeTCTBEHHOCTb 3a COCTaB/ieHMe HOMeHKnatypbl fden Konnegka v apxmsB BO3/araercs
Ha cneunanucra, Ha3HaYeHHOro npukKasom gupektopa Konnegxa.

10.3. HomeHknatypa aen Konnegxa coctaBnsieTca no yCcTaHOBEHHON (hopMe.

104. HomeHKnaTypa Aen opraHusaunm BU3MPYeTCa apXnuBapmycom Wamn nuuom, OTBETCTBEHHbLIM 3a
apxus, NOANUCHLIBAETCA NULLOM, OTBETCTBEHHbLIM 3a AOKYMeHTaLMOHHOe obecneyeHne U HanpasnseTcs Ha
corfiacoBaHve COOTBETCTBYIOLLErO0 apXWBHOIMO YUYpeXAeHWUs, Mocne Yero yTBepXKhaeTcAd PYKOBOAUTeNeM
opraHmsaunn.

105. Tllocne yTBepXAeHWS HOMEHKNaTypbl fen opraHusaunm CTPYKTYpHble nojpasfeneHus
noJsiyyaroT BbIMUCKU COOTBETCTBYIOLLMX ee pa3fesioB AN UCNONb30BaHUS B paboTe.

106. HomeHknaTypa fen Ha NPeACTOAWMIA KaneHapHbI rof CcocTaBnseTcsd B MNOCNeAHEM
KBapTase TeKyLlero roga.

10.7. CornacoBaHHas C apXMBHbIM YUpeXeHWeM HOMeHKnaTypa fefl B KOHLe Kaxpaoro rojga
YTOUYHAETCA, YTBEPXKaeTCs PyKOBOAMTENIEM OpraHu3aLmm 1 BBOAUTCA B ieiicTBME C 1AHBaps cnefytowero
KaneHgapHoro roga. 10.8. HomeHknatypa fen COrnacoBbIBAeTCHA C apXMBHBIM YUPEXAEHMEM He pexe
OfHOro pasa B 5 neT. B cnyyae KOPEHHOro W3MeHeHMs (YHKUWA W CTPYKTYpbl OpraHusaymm
paspabaTbiBaeTCA HOBas HOMeHK/aTypa fen.

10.9. OcHoBOW AN onpefeneHns CTPYKTYpbl HOMEHKNATYpbl Aen SBNfeTca CTPyKTypa (WwraTtHoe
pacnucaHue) opraHusauun. Pasgenamu, nogpasgenamv U ApyruMun  LefleHUSMU HOMEHKNATypbl fen
ABNAIOTCA Ha3BaHUA NoApas3feneHunidi (Hanpumep: KaHuenspus, byxrantepus, oTaen Kagpos U T.n.).

10.10. Tpacbl HOMEHKNATYpPbl AeN OpraHM3auumn, ee CTPYKTYPHbIX NOApa3feneHunid 3anonHsaTCs
cnefylowmm o6pasom.

B rpaje 1 HOomeHKNatypbl fefl MPOCTABMAAKTCA WHAEKCbl KaXoro fena, BK/KYEHHOro B
HOMeHKnaTypy. WHAekc pena cOCTOMT M3 YCTaHOBJ/IEHHOrO0 B OpraHusauuy LuppoBOro 0603HaYeHUs
CTPYKTYPHOr0 nojpasfeneHns v nopsLKoOBOro HoMepa 3aro/sioBka fiesia Nno HOMeHKNatType Aen B npegenax
CTPYKTYPHOTO nogpasgeneHns. MHaekcol fen 0603HavaloTca apabekumu Ludpamu.

Hanpumep: 02-03, rae 02 - MHAEKC CTPYKTypHOro noapasgeneHus, 03 - nopsiAKOBbIA HOMep
3arofioBKa fefia No HOMeHKNaType Jen.

B rpathy 2 HOMeHKNaTypbl AeNl BKAOYatoTCA 3aro/ioBKU Aen (TOMOB, YacTei).

lMopafoK pacnonoXXeHua 3aron0BKOB [en BHYTPU pasfenosB WM NoApasfefioB HOMEHKNatypbl den
onpefenseTca CTeneHbo BaXKHOCTU AOKYMEHTOB, COCTaBAAOLWMX fena, U UX B3aMMOCBA3LIO.

BHauane pacronaratoTcf 3arofioBKM fefl, CofepXawux OopraHn3aunoHHO-pacnopsaanTenbHyo
JOKyMeHTauuto. lpyM 3TOM 3aronoBKW fen, CofepXalimx MOCTAHOB/IEHUA W MPUKasbl BbILECTOALLNX
opraHu3auuin, pacrnonaratoTcs rnepes 3aronoBkamu Len ¢ npukasamum pykoBoAUTeNns opraHusaumun. fanee
pacnonararoTcs 3arofoBKWN fien, cofepXawnx nnaHoBble N OTYETHbIE JOKYMEHTHI.



3aronoBku fen, 3aBefeHHbIX N0 reorpauyecKkoMy 1 No KOPPeCcnoHAEHTCKOMY MpU3HaKam, BHOCATCA
B HOMEHKNaTypy Aen no angaBuTy reorpauyecknx HasBaHUn UM KOPPeCNOHAEHTOB.

3aronoBoK Aena Ao/MKeH YeTKO M B 0600LLeHHON (hopMe OTpaxaTb OCHOBHOE COAepXKaHne 1 cocTaB
JOKYMEHTOB fena.

He ponyckaetcsi ynoTpe6neHuMe B 3aro/loBKe fAena HEKOHKPETHbIX (hOpMYynMpOBOK («pasHble
mMaTepuanbl», «06bLas nepenmncka» 1 T.M.), a Tak)Xe BBOAHbLIX CMI0B M CNOXHbIX CUHTAKCUYECKNX 060POTOB.
3aronoBKM fen MOryT YTOYHATLCA B npouecce popMupoBaHna 1 0hopMaeHns aen.

CocTaB 3/1eMEHTOB 3aro/sioBKa Jefia, pacnofiaraembiX B MNPUHATON MOCNef0BaTeIbHOCTH,
onpejenseTcs xapakTepom AOKYMEHTOB fena.

B 3aronoBkax fen, cogepXawmx [LOKYMEHTbl MO OAHOMY BOMPOCY, HO He CBA3aHHbIX
nocnefoBaTeIbHOCTbIO 4eN10NPOM3BOACTBA, B Ka4YeCTBe BUAA Aena ynoTpebaseTca TEPMUH «AOKYMEHTbI»,
a B KOHL,e 3arosioBka B CKOOKaX yKa3blBarOTCA OCHOBHble Pa3HOBMAHOCTY AOKYMEHTOB, KOTOPbIE AO/IXKHbI
ObITb B Aene.

Mpumep: «[JOKYMeHTbl O NMPOBEAEHUN Hay4HbIX KOH(EpPeHuMiA MU CUMNO3NyMOB (MAaHbl, CMUCKW,
AOKNafbl)».

TepMUH «JOKYMEHTbI» TMPUMEHSAETCA TakKXe B 3aronoBKax Aen, COAepXawux AOKYMEHTbI -
NPUNOXEHUS K KAKOMY-TM60 AOKYMEHTY.

Mpumep: «[J0KYMEHTbI K NMPOTOKOMaM 3aceflaHst KONNerun MUHUCTepPCTBa.

3arofioBKU ien Nno BOMpocam, He pa3peLleHHbIM B TeYeHME OfHOTO roaa, ABMSOTCA «NepPexoAsLnMm»
1 BHOCATCS B HOMEHKNATYPY [ieN OpraHv3alnm crefytowero roga ¢ Tem e UHAEKCOM.

Ecnn geno 6yaeT cocTosTb U3 HECKONIbKMX TOMOB WM YacTeil, TO COCTaBnsieTcs 06LuiA 3aro/oBoOK
[ena, a 3aTeM Npu HeoGXOAMMOCTM COCTaBMSOTCS 3arofIOBKM KaXAoro Toma (4acTu), yTOuHsouime
COZiepXKaHue 3arosioBKa fena.

B rpace 3 HOMEHKNATypbl e/ YKa3biBaeTCs KONMYECTBO Aen (TOMOB, YacTeid). OHa 3amnofiHAeTcs Mo
OKOHYaHUW KaneHAapHOro roga.

B rpade 4 yKkasblBalOTCA CPOK XpaHeHMs f[ena, Homepa CcTaTeidi No nepeyHto (TUNOBOMY,
BEJOMCTBEHHOMY), a NpU ero OTCYTCTBMM - MO TWUMOBOW WAM MPUMEPHOW HOMeHKnaType gen. Mpu
BK/IOUEHMN B HOMEHKNATypy 3aro/oBKOB, AOKYMEHTOB, CPOK XpaHEHWs KOTOPbIX He MNpefyCcMOTpPeH
TUMOBbLIM WM BEJOMCTBEHHbIM MEPEYHAMU [JOKYMEHTOB, CPOK WX XpaHeHWs YCTaHaBIMBaETCS
COOTBETCTBYIOLLMM apXMBHbIM YUPEXAEHVNEM.

B rpade 5 «[MpumeuyaHue» B TeUeHWEe BCErO CPOKa [AeliCTBUS HOMEHKNaTypbl MPOCTaBNSHOTCS
OTMETKM 0 3aBefleHUU fief, 0 NePexoaaL X Aenax, 0 BbiAeNeHNN Aen K YHUUTOXEHUIO, 0 nepeaade [en B
APYTYI0 OpraHu3aLuio ans NpoAoXXeHNs 1 ap.

10.11. Mo OKOHYaHWW [AeNonNpPOM3BOACTBEHHOIO roAa B KOHLE HOMEHKNaTypbl [N 3aMeHseTcs
MTOroBas 3amnnWCb O KONIMYECTBE 3aBeAeHHbIX fen (TOMOB), OTAeNbHO MOCTOSIHHOTO W BPEMEHHOro
XpaHeHus. CBeAeHMs, COoAepXKalluMecs B MTOrOBOM 3amWCU  HOMEHKNATypbl [en opraHusauuu, B
06513aTe/IbHOM MOPsiIKE COOGLLATCA apXMBHOMY YUpPEX[AEHUo, O 4YeM B HOMeHKnatype [en
MPOCTaBNSETCA OTMETKAa C YKasaHWeM [AO/KHOCTU Nuua, cAeNaBllero OTMEeTKY, M pacliupoBKU €ro
noanucu.

11. dopmuposaHue gen. OdopmieHuve gen. MNepepava fen Ha apxXMBHOe XpaHEHUE

111 dopmupoBaHMEM [en HasblBaeTCA rPynnupoBKa MCMONHEHHbIX [LOKYMEHTOB B fJefna B
COOTBETCTBMM C HOMEHKNATYpoOI fen.

B feno nomewialoTca LOKYMEHTbI, KOTOPble MO CBOEMY COLEPXAHWUIKO COOTBETCTBYHOT 3aro/i0BKY
fena, Npy 3TOM 3anpeLlaeTcsa rpynnupoBaTth B ena YepHOBbIE N AYO/IeTHbIE 3K3eMNAsAPbl LOKYMEHTOB (3a
NCKNOYeHNeM 0C060 LieHHbIX), a TaKXKe LOKYMEHTbI, NoAnexallne Bo3spary.

112,  [ena opmMupyloTcA CTPYKTYPHbIMW MoApasgeneHnaMun (nuuamun, OTBETCTBEHHbIMU 3a
[enonpon3BoOACTBO), MNOJ HENOCPeACTBEHHbIM METOAMYECKMM PYKOBOACTBOM HayanbHMKA OTAena
[enonpon3BoACTBa U Kajapo., a Npyu He0O6X0ANUMOCTI - 1 COOTBETCTBYHOLLEr0 roCyA4apCTBEHHOIO apxXmBa.

11.3.  Mpu hopmupoBaHnn gen Heob6Xo4Mmo cobnats cnegyrowme oCHOBHble TpeboBaHMUS:

- BOKYMEHTblI MOCTOSSHHOIO M BPEMEHHOro XpaHeHWs Heob6Xo4MMO TpynnupoBaTb B OTAE/bHbIE



fena;

- BK/OYaTb B [ie/10 M0 OAHOMY 3K3EMMIAPY KaXKA0ro AOKYMEHTa,

- rpynnuposaTb B fefl0 AOKYMEHTbl OHOro KaneH4apHOro rofa; WCK/IKYEHWe COCTaBMAloT:
NNYHbIEe fena, KoTopble (POPMUPYHOTCA B TeuyeHWe Bcero nepuoga paboTbl (yyebbl) AaHHOro nuua B
Konnepxe; LOKYMEHTbI, KOTOpble POPMUPYIOTCA 3a YUeBHbIV rof;

- [eN1o A0/MKHO coaepxkatb He 6onee 250 NUCTOB, NpY TONLWKUHE He 6onee 4 cwm.

- NPOBEPATb HanMume Heo6XOAUMbLIX NoAnNucei, BU3, AaT, HOMepPOB, OTMETOK 06 WCNOSIHEHUW,
3aBepuTesibHbIX NOANUCER U T.4.

- YAanaTb U3 fen MeTannyeckune CKpenseHus;

- JOKYMEeHTbl BHYTPW [efla pacnonaraTb CBEpXYy BHWU3 B XPOHOMOTMYECKOM MopsfKe, NO garam
COCTaB/IEHNSA UKW MONYYEHUS;

- LOKYMEHTbI-0TBETbl NOMeLLaTh 3a 3anpocamu.

11.4. BHyTpu pgena [LOKYMeHTbl [O/DKHbI OblTb PacnofioXXeHbl TakK, 4YTOObl OHW MO CBOEMY
COAep>XaHU  MocfefoBaTe/IbHO  OCBellanu onpefefnieHHble  Bonpocbl. [lpu  3TOM  AOKYMEHTbI
pacrnonararTca B XpOHO/IOrMYeckoM rnopsagake (BXogdwme - no gatam nocTynaeHuns, UCXo4aLme - No jatam
0TNpaB/eHns).

MpunoXxeHns K JOKYMeHTaM, He3aBUCUMO OT AaTbl UX YTBEPXKAEHUSA UMWN COCTAB/IEHUS,
NPUCOeANHATCA K JOKYMEHTAaM, K KOTOPbIM OHW OTHOCATCA.

MpunoxeHns o6bemMoM cBbile 250 NMCTOB COCTaBAAT OTAENbHbLIA TOM, O YeM B LJOKYMEHTE
[lenaetca OTMeTKa.

115. PacnopaguTtenbHble [LOKYMEHTbI TPYNnupyloTcA B Aena no BuAaM W XPOHOAOrUM ¢
OTHOCALMMUCH K HAM MPUNOXKEHUAMN:

yCTaBbl, MOMOXEHUSA, WHCTPYKLUWUW, YTBEPXKAEHHbIE pPacnopAaanTeNnbHbIMU  LOKYMeHTaMu,
ABNAKOTCA NPUNOXKEHUAMM K HUM W TPYNMNUPYHOTCA BMECTe C YKa3aHHbIMU AOKYMeHTaMu. Eciv Xe oHu
YTBepPXXAeHbl B KAYECTBE CaMOCTOATE/IbHOr0 AOKYMEeHTa, TO UX FPYNMNUPYIOT B OTAENbHbIE Aena;

MpuKasbl MO0 OCHOBHOW [eATeNbHOCTU TPYNNUPYHTCA OTAENbHO OT MPUKa30B MO JINYHOMY
cocTasy;

npuKasbl M0 JIMYHOMY COCTaBY FpPYnNnUPyOTCA B Aena B COOTBETCTBUW C YCTaHOBEHHbLIMYU
CpOKamn ux XxpaHeHus. Llenecoo6bpasHo npu 601bWIMX 06bemMax AOKYMEHTOB MpuKasbl MO JIMYHOMY
cocTaBy, KacaloliMecs pas/iMyHbiX CTOPOH AeATeNbHOCTM opraHusaumu (nprem Ha paboTy, YBOJIbHEHUE U
nepemeLleHune, KOMaHAMPOBKY U T.4.), TPYNMNUPOBaTh B OTAE/IbHbIE [eNa;

NMOPYYEHMA BbILWECTOAWMX OpraHM3aunin n 4OKYMEHTbI MO WX WUCMOMHEHUIO TPYNNUPYOTCA B
[ena no Hanpas/feHNAM [LeATeNbHOCTU OpraHM3aLuu;

YTBEPXXAEHHbIE NaHbl, OTYETbl, CMETbl, IUMUTbI, TUTY/bHbIE CMUCKN W LPYrue LOKYMEHTbI
rpynnupyoTcsa OTAeIbHO OT UX MPOEKTOB;

LOKYMEHTbl B JIMYHbLIX [Jenax pacrnofiaratoTcad B XPOHO/MOMMYEeCKOM MOpALKE MO Mepe ux
NOCTYNNEHMS;

nuueBble cyeTa paboumnx v ciyxalmnx no 3apaboTHOWN niate rpynnupyroTcs B OTAeNbHbIE fena
1 pacnonaratlTcs B HAX Mo anasuty Gamununii;

npeafioXeHns, 3aaBfieHUA U Xanobbl rpaxpaH no sonpocam paboTbl opraHuW3auun u Bce
[OKYMEHTbI MO UX PACCMOTPEHUIO M UCMOMHEHUIO TPYNMNUPYIOTCA OTAENIbHO OT 3aB/IEHWUIA TpaXKaH no
NIMYHBIM BOMpOCaM;

nepenncka rpynnupyeTcs, Kak MpaBWio, 3a Ka/leH4apHbli rof W cuctematusnpyetcs B
XPOHOMOMMYECKOW Nocnef0BaTelbHOCTW, JOKYMEHT-0TBET NoMeLLaeTca 3a JOKYMEHTOM- 3anpocom. Mpu
BO306HOB/IEHWM NEPENUCKN MO OnpeAesieHHOMY BOMNPOCY, HavyaBLUelca B NpeAblAyLLeM rogy, AOKYMEHTbI
BK/OYAKOTCA B [1eN0 TEKYLLEro rofa c ykasaHvem WHAEKCa fena npejbiayLero roga.

11.6. B 3aBMCMMOCTY OT CPOKOB XpPaHEHMWs NMPOBOAUTCA MOSIHOE WU YACTUUYHOE OhOPMIIEHWNE [ef.

11.7. MonHomy otopMIeHUO nognexar fena MOCTOAHHOrO, BpemMeHHOro (cebiwe 10 neT)
XpaHeHusa 1 No INYHOMY COCTaBy.

lMonHoe oopmMneHve fen npefycmaTpuBaeT:

NOALIMBKY WAV NepenseT fena;
HyMepaLu o NUCTOB fena;
COCTaB/IeHWE NNCTa-3aBepuTens,



- COCTaBNeHue, B HEO6XOAMMBIX CyvasX, BHYTPeHHEW 0nucKu JOKYMEHTOB;

BHECEHME He06XOAMMbIX YTOUYHEHUN B PeKBU3UTbI 06M0XKKM fena (YTOUYHEHWEe Has3BaHus
opraHusauun, perucTpaLnmoHHOro NHAeKca fena, KpaHux aaT gena, 3arofioBka fjena).

118 Oena BpemeHHOro (go 10 net BKAOUYMTENbHO) XpaHeHUA MoAnexar 4YacTUYHOMY
0h)OpPMNEHMIO: [OMYCKAeTCAa He MPOBOAWUTHL CUCTEMAaTu3auuilo LOKYMEHTOB B Jefne, JICTbl Aena He
HYMepoBaTb, 3aBEpPUTEe/IbHble HAAMUCK He COCTaBNATb.

11.9. [ OKyMeHTbl, cocTaBnsAtoLLMe gena, NoAWMBaOTCA Ha 4 NpoKofa B TBEPAYHO 00/1I0XKKY U3
KapToHa UM NepeneTarTca C Y4eTOM BO3MOXXHOCTM CBOOOAHOI0O YTEHMA TeKCTa BCeX 4OKYMEHTOB, AaT,
BM3 1 pe3ontounii Ha HUX. Mpy NOArOTOBKEe Aen K NoAwunBke (Nepensety) meTaninyeckme cKpenneHus
(bynaBKu, CKpenkmn) u3 AOKYMEHTOB YAaNnsrTCs.

11.10. J[ena MOCTOSHHOrO XpaHeHus, cocToAlWwMe U3 0C000 LEHHbIX [OKYMEHTOB WM
He(popMaTHbIX JOKYMEHTOB, XPaHATCA B 3aKPbITbIX TBEPALIX MankKax ¢ TPeMsa KiarnaHamu C 3aBaA3KamMmu nunm
B KOpob6Kax.

11.11. Tpwn HanMyun B fiesie HeBOCTPeOOBAHHbIX IMYHbIX JOKYMEHTOB (YLOCTOBEPEHUI IMYHOCTH,
TPYLOBbIX KHWXEK, BOEHHbIX OWIETOB) 3TU [OKYMEHTbl BKNaAblBAOTCA B KOHBEPT, KOTOPbIiA
nogwwueaerca B feno. MNpn Hanmumm 60/bWIOro KOMIMYECTBA TaKUX LOKYMEHTOB NOC/efHNe U3bIMaTCH
13 [en N Ha HUX COCTaBNAETCH OTAENbHAsA OMUChH.

11.12. B KOHLE KaxAoro fgena noflwmBaeTcsa YMCTbIA 6N1aHK nMcTa-3aBepuUTCASA, a B Havane gena
(8ns yyeTa 0c060 LEHHbIX JOKYMEHTOB) - 61aHK BHYTPEHHeln onnucy LOKYMEHTOB ena.

11.13. B uensax obecneyeHns COXPaHHOCTU W 3aKPEMN/EHNA NMOPALKa PacnoioXeHNA LOKYMEHTOB,
BK/IIOYEHHbIX B [efo, BCe J/INCTbl 3TOro pfena (KPOMe /UCTa-3aBEPUTENS W BHYTPEHHeid omnucu)
HyMepyloTca apabCkuMu uudpamu BasoBOW Hymepauueid B NpaBOM BepxHem Yray Aucta MnpocTbiM
KapaHgalioM uav HymepatopoMm. JINCTbl BHYTPEeHHen onucK LOKYMEHTOB fena HyMepyrTCs OTAEeNbHO.

11.14. lncTbl Aen, COCTOAWMX U3 HECKONbKMUX TOMOB MW YacTel, HYMepytTCa N0 KaXAoMYy TOMY
NN NO KaXAOM 4acTu OTAeNbHO.

11.15. doTorpadum, 4epTexu, Auarpammbl U LPYrMe  UANOCTPATUBHbIE  [LOKYMEHTHI,
npeAcTaBnAloLLMe CaMOCTOATENbHbIA NUCT B Aefie, HYMepyTcA Ha 060POTHOW CTOPOHE Ha BEPXHEM Mofie
nucTa.

11.16. CnoxeHHblli nuct (hopmaTta A3, A2) pasBopaymMBaeTcs U HYMepyeTcs B MpaBoOi 4acTu
BEpPXHero nons nucta. Mpu aToM AnCT N1060ro opmarta, NOAWMTBIA 3a OLUH Kpail, HYMepyeTcs KakK Of4WH
JNCT; NINCT, CNOXEHHbIWA U NOALWINTBIA 3a CepefuHy, MOANEXUT NepelnBKe U HyMepyeTCs Kak O4UH JINCT.

11.17. JINCT € Harnyxo Hak/leeHHbIMU AOKYMeHTaMK (poTorpauamu, Bbipe3KaMu, BbiNMUCKaMK
W T.M.) HYMepyeTca Kak OAMH NUCT. Ecnn K JOKYMEHTY MNOAKNEeeHbl O4HUM Kpaem Apyrue LOKYMEeHTbI
(BCTaBKM TeKCTa, NepeBobl, BbIPE3KN U T.M.), TO KaXAblli JOKYMEHT HyMepyeTcs OTAeNbHO.

11.18. MoAawnTble B Aefl0 KOHBEPTHLI C BAOXEHUAMU HYMepyloTCA; NPy 3TOM BHauyane Hymepyetcs
caM KOHBepT, a 3aTeM O4YepefHbIM HOMEPOM KaXK[J0e B/IOXEHMWE B KOHBepPTE.

11.19. MoAwwnTble B €0 AOKYMEHTbl C COOGCTBEHHON Hymepauwmein NUCTOB (BKNKOYAA MeyaTHble
N34aHNA) MOTYyT HYMEepoBaTbCA B OOLLEM NOPALKE WM COXPaHATb COOCTBEHHYH HYMepauuto, ecnv oHa
COOTBETCTBYET NOPAAKY PacrnosioXXeHUs NNCTOB B Jefe.

11.20. B cnyuaax o6HapyXeHus 60/bLIOro yncnaa ownbok B Hymepaunun nMcToB Aena npoBoAUTCS
nx nepeHymepauus. lNpu nepeHymepauuu AUCTOB CTapble HOMepa 3ayepKuBalOTCA W PAAOM CTaBUTCH
HOBbIA HOMEp NNCTa; B KOHLle Aena COCTaB/iAeTCA HOBbIA NINCT-3aBepuTeNlb, NpuU 3TOM CTapbli INCT-
3aBEpUTeSb 3a4epPKUBAETCH, HO COXPaHAETCA B fene.

Mpn HaMyun OTAENbHBbIX OWWOOK B HymMepauuu SIMCTOB B fefiax Mpu MOATOTOBKE MX apXUBOM
opraHusauum K nepegaye Ha rocyfapCTBeHHOE XpaHeHMe [ONYCKaeTca Mo COrfacoBaHuio C
rocyfapCTBeHHbIM apXMBOM YNoTpebneHne IMTEPHbIX HOMEPOB INCTOB.

11.21. JlucT-3aBepuTenb COCTaBASETCA B fAefle Ha OTAENbHOM NNCTE, B KHWUrax - Ha 06GOPOTHOI
CTOPOHe NocnefHero YACTOro NMCTa, B KAPTOTEKAX - HAa OTAE/IbHOM YUCTOM NMcTe hopMaTa KapToUKuU.

NncT-3aBepuTent gena cCoCTaBNsSeTCA MO YCTaHOBEHHOW (hopme, B KOTOPOI yKa3sbiBaloTCa Lndpamu
M MPONUCbI0 KONNYECTBO MPOHYMEPOBAHHbLIX JINCTOB [efna, KOMWYECTBO /INCTOB BHYTPEHHei omnucwy,
OroBapuBatOTCA OCOOEHHOCTM HyMmepauunm HOMepoB fena (HasMyme JINTEPHBIX HOMEPOB [ena,
NponyLeHHbIX HOMepOB, HOMEPOB JINCTOB C HAKNEEHHbIMUK (hoTOrpasamMmm, HOMepPOB KPYNMHOMOPMaTHbIX
NINCTOB, KOHBEPTOB C B/IOXEHUAMW W KONNYECTBO B/IOXKEHHbIX B HMUX JINCTOB), a TakXe YyKa3blBaeTcs



Hanmumne B fene TUNOrpag)CKMx 3K3emnaspoB O6pPOLLOpP C KOIMYECTBOM JIUCTOB B HUX, €C/IN OHU He 6blnn
OTMeuYeHbl B 06U BaNoBO HyMepauuun B aene.

Nluct-3aBepuTent fena nNoAnucbiBaeTCs €ro cocTaBuTenem. Bce nocnegyrouime M3MeHeHUs B
cocTtaBe U COCTOAHUM gena (NOBPeXAeHWd, 3aMeHa MOA/IMHHbLIX AOKYMEHTOB) OTMEYakTCAa B /INCTe-
3aBepuTesie CO CCbIIKOM Ha COOTBETCTBYHOLLMIA aKT.

3anpewjaetcsd BbIHOCUTb JINCT-3aBEPUTENIb Ha OONIOXKKY [efla WAM 4YUCTbI  060pOT fnucTa
nocnegHero AokymeHTa. Ecnu feno nogwuto wan nepensieTeHo 6e3 6naHka nucTa-3aBepuTens, OH
HaK1enBaeTCsa 3a BEPXHIOK YacTb INCTa HA BHYTPEHHEN CTOPOHe 06/10XKKK fAena.

11.22. BHYTpEHHAA ONUCb LJOKYMEHTOB [iefla COCTaBNAETCA AN1A yyYeTa JOKYMEHTOB MOCTOAHHOIO
1 BpeMeHHOro (cebiwe 10 neT) XxpaHeHUs, y4yeT KOTOPbIX Bbl3blBaeTCA CNeLMMUKON JaHHOW LOKYMeHTaLuu
(0c060 UeHHbIe, NMNYHbIE, cyfebHble, CNeACTBEHHbIE Aena U T.4.), a TakkKe AN yyeTa fefl NOCTOSHHOIo M
BpemeHHOro (cebiwe 10 neT) xpaHeHUs, CHOPMUPOBAHHBLIX N0 PA3HOBUAHOCTAM LOKYMEHTOB, 3ar0/I0BKU
KOTOPbIX He pacKpblBalOT KOHKPETHOE COfepXXaHue LOKYMeHTa.

BHYTpeHHAS ONUCb COCTaBMAETCA Ha OTAENbHOM fINCTE MO YCTaHOBNEHHOW (hopme, B KOTOPOil
cofepXartcsa CBefleHMs 0 MOPSAKOBbIX HOMepax LOKYMEHTOB Aena, WX WHAEeKcax, fatax, 3aronoBkKax U
HOMepax NUCToB Aena. K BHYTpPeHHel onucy cocTaBiseTca MTOroBas 3anucb, B KOTOPOI yKa3blBalOTCA
uugpamm 1 NPONUCLI0 KONMYECTBO BK/KOUYEHHbIX B HEE AOKYMEHTOB U KOMMYECTBO /INCTOB BHYTPEHHE
onucu.

BHyTpeHHAS onucb NOANUCbIBAETCA ee cocTaBuTenem. Ecnv feno nepensieTeHo uav NoAWMTO 6e3
6naHKa BHYTPEHHEeW OnuWcu [OKYMEHTOB, TO COCTaB/leHHasd M0 YCTaHOB/NEHHON opmMe Onuch
NOAKNENBAETCA K BHYTPEHHEWN CTOPOHE NNLIEBOI 06/10XKKKN aena.

M3meHeHMs cocTaBa AOKYMEHTOB Aena (M3bATUA, BKIOYEHNS LOKYMEHTOB, 3aMeHa UX KONuAMU ©
T.A.) oTpaxaroTcs B rpade «puMeyaHunsa» Co CCbiIKaMu Ha COOTBETCTBYHOLLME aKTbl. [1pn HEOO6XOANUMOCTH
COCTaBNSETCA HOBAsA MTOroOBas 3anucb K BHYTPeHHeW Onucy 1 3aBepuTeNibHas HaAnuch gena.

11.23. O6noxka fena MOCTOSAHHOrO, BpPeMeHHOro (csbiwe 10 neT) XpaHeHus W No JINYHOMY
cocTaBy COCTaBnsieTcd W O(MOPMANAETCA MO YCTAHOBNEHHOW (hopMe, B KOTOPOM YKasblBatoTCH
HanuMeHOBaHWe opraHu3aunn, CTPYKTYPHOIo nogpasfeneHuns, MHAEKC aena, apxXmBHbIA WUMpP gena, Homep
jena (Toma, 4yacTu) No rogo0BOMY pasfeny CBOAHONM OnucK Aen, 3arofoBOK fena.

Ha 06510)XKe fgen MOCTOSHHOIO XpaHeHus npefycMaTtpuBaeTca MeCTO [/ HauMeHOBaHUA
rocyflapCTBEHHOro apxuBa, B KOTOPbIA [fena opraHusauyuu 6yayT MpPUHATLI, 0603HaYeHUA KOAOB
rocyJapCTBEHHOr0 apxunBa 1 opraHu3auuu.

Mpn N3MeHeHUN HaMMeHOBaHUA opraHm3aumnm (CTPYKTYPHOIO NoapasjeneHuns) B Te4YeHre Nepuosa,
OXBaTblBaeMOro [JOKYMeHTamMwu fefna, WM npu nepefjadve fena B Apyryr opraHusauuto (B gpyroe
CTPYKTYpHOEe nofpasfenieHne) Ha 0610XKe fJena yKasblBaeTCd HOBOE HaMMeHOBaHuWe  3TOM
opraHmsauuu WM opraHusaunn-npaBonpeeMHMUKa, a [MpeXxHee HaMMeHOBaHMEe OpraHusauuu
(CTPYKTYpHOro nofpasgeneHuns) 3aknto4aeTcs B CKOOKM.

3aronoBoK fena Ha 06/10KKe el MepeHOCUTCA W3  HOMEHKNaTypbl [en  opraHusayumm,
COrnacoBaHHOM C 3KCMEPTHO-NPOBEPOYHON KOMUCCUEN COOTBETCTBYIOLLEN0 apXMBHOIO yuypexaeHus. B
HeobX0AMMBbIX C/ly4asaX B 3arosl0BOK BHOCATCS YTOUYHeHUs (HOMepa npuKas3os, NPOTOKO/OB U Ap.).

B Tex cnyuasx, Korga 4eno COCTOMT M3 HECKOMbKMX TOMOB (4acTeid), Ha 06/10KKY KaXoro Toma
(4acTu) BbIHOCUTCS O6LLMIA 3ar0N0OBOK fefia U 3aroI0BOK KaXXKAoro Toma (4actu).

B 3aronoBkax fef, cogepxatux Konun JOKyMEHTOB, YKa3blBaeTCcs UX KOMUAHOCTb. MOANNHHOCTD
[NOKYMEHTOB [ieNa B 3aro/l0BKe He 0roBapuBaeTcs.

Ha 06n0XxKe gena yKasblBatOTCA apabCcKMmu undpamn KpaiHue paTbl gena - rog(bl) 3aBefeHus u

OKOHYaHUS
pena. Ecnu B ,eNno BKAOYEHbI JOKYMEHTbI (MPUNOXKEHUSA U T.N.), AaTbl KOTOPbIX BbIXOAAT 3a KpaHue fatbl
fena, To NoA AaTamun gena c HOBOW CTPOUKM fenaeTcsd 06 3TOM 3anuChb: «B [efie UMerTCA LOKYMEHTHI 32 ...
rog(el)». [aTbl Aena MOryT He yKa3blBaTbCA Ha 06/10KKe e, COAepXKallMX rofoBble niaHbl U 0TYeThl, TaK
KaK OHM 0TpaxarTCcs B 3aronoBKax fen.

KpaiHumun gatamu fen, cofepxxalinx opraHusaymoHHO-pacnopagnuTeibHYH0, TBOPYECKYIO U UHYIO
AOKYMeHTauunto (MpoTOKO/bI, CTEHOrpaMMbl, NUCbMa, AO0KNaAbl U T. 4.), ANS KOTOPbIX TOYHas AaTupoBKa
MMeeT BaXKHOe 3HauyeHue, a TakXe [efl, COCTOALMX M3 HECKONbKMX TOMOB (4acTeil), mMpocTaBffTCA
KpaiiHWe aaTbl AOKYMEHTOB fena, T.e. faTbl perucrpayuu (COcTaB/lieHWs) CaMOro paHHero u camoro



No34Hero JOKYMEHTOB, BK/OYEHHbIX B Aeno. Ecnu genom ABAseTcA >KypHan permcrpauuy nprkasos,
pPacnopsKeHWn 1 T.M., TO AaTO Aena OyayT TOYHbIE KaneHJapHble JaTbl MEePBOM M MOCNEAHENR 3anncei B
XypHane. KpailHumun gatamu gena, COAepXXallero NpoToKO/bl 3acefaHWUin, ABNAKTCS AaTbl YTBEPXKAEHUS
(BN [OKYMEHTOB, KOTOPble YTBEPXAAlTCS) WAM COCTaBNEHMSA MEpPBOro M MocCnefHero MpoTOKO/OB,
COCTaBNALWMX AeNoO.

KpaiHUMK gatamy NMYHOrO fena ABAAKTCA AaTbl MOANMCAaHWUA MpuUKasa 0 NpUeme U YBONbHEHUN
NnUa, Ha KOTOPOe 3TO AeNno 3aBefeHo.

O6s3aTeNbHbIMWN  PeKBM3UTaMKU 06M0XKKW [ena SBNAOTCA KONMYECTBO NINCTOB B Aefie, KOTOpoe
NpoCTaB/AeTCA Ha OCHOBaHWW 3aBEPUTENIbHOM Hajanucu fena, U CPOKM XpaHeHus fena (Ha Aenax
NMOCTOSAHHOTO XPaHEeHUS NULLETCS: «XPaHUTb MOCTOSHHO®).

12. OnepaTuUBHOE XpaHeHWe JOKYMEHTOB

12.1. C MOoMeHTa co3gaHusa (nofyyeHnUa) v A0 nepefayvyn B apxuB WU YHUUTOXKEHUA LOKYMEHTbI
XPaHATCA B CTPYKTYpPHbIX nogpasgeneHunax Konnepxa.

12.2. PyKOBOAMTENN  CTPYKTYPHbIX MOAPa3fenieHnin 1n  COTPYAHWUKW, OTBETCTBEHHble  3a
LOKYMEHTauuo, HeCcyT MepCOHaNbHYH0 OTBETCTBEHHOCTb 3a& COXPAHHOCTb, HaXOAALWMXCA Y HUX
CNY>XeOHbIX AOKYMEHTOB W fen. B cnyyvae ux yTpaTtbl paboTHMK 06§3aH HeMeASIeHHO A0N0XUTb
HernocpeaCcTBEHHOMY PYKOBOAWUTE/HO U COOOWMTL B OTAEN 4eN0NPOU3BOACTBA U KaLpoB.

12.3. [1OKYMEeHTbI AO/DKHbI HAXoAUTCA B paboumx KabuHeTax WAM B cneyuasbHO OTBeAEeHHbIX A5
3TON Lenn NoMeLLeHnsaxX, pacnosiaraloTcs B 3anunparoLmxcs Wwkagax n ctoax, 06ecnevnBaowmx noHy
COXPaHHOCTb AOKYMEHTOB. 11 yyeTa 1 O6bICTPOro nomcka gena B Wkahax pacnonararotTcs BepTUKaNIbLHO,
KopewkamMn  Hapyxy. [locnefoBaTeNbHOCTb  PacrofnoXeHws  gen  [0/HKHAa  COOTBETCTBOBATb
nocfief0BaTe/IbHOCTU PACMOJIOXKEHUS 3arofloBKOB fefl B HOMEeHKnatype. Ha Kopelwke Kaxporo gena
YyKa3blBalOT ero MHAEKC B COOTBETCTBUMN C HOMEHKNATYpol fen. HoMeHKnatypa Aen uam BbiNUCcKa u3 Hee
nomelLaeTcs Ha BHYTpPeHHel CTOpOHe LuKada.

124. Bblgaya fen CTOPOHHUM opraHusaunsmM npou3BOANTCA C paspelleHns anpekTtopa Konnepxa.
Ha BblflaHHOe Aefo 3aBOAUTCA KapTa - 3aMecTUTeNb Aena.

125. N3bATME [LOKYMEHTOB 13 fen, nognexawmux nepefadye B apxuB, [OMYCKaetca B
NCK/TIOUYNTENbHBIX CNy4vasX U NPOU3BOAUTCA C paspelleHus gupektopa Konnemxa c octaBfeHUEM B gefne

SaBGDEHHOIZ KOMnN AOKYMEHTa W COCTaB/IEHMEM aKTa O Bblga4ye MOATMHHUKa C 06bSACHEHNEM MPMYnNH
Bblaa4yn.

13. 3OkKcnepTm3a LLEHHOCTU AOKYMEHTOB.

131 3KcnepTusa LeHHOCTU JOKYMEHTOB - 3TO U3y4yeHue JOKYMEHTOB Ha OCHOBaHUN KPUTEpPUEB NX
LLleHHOCTH B LieNiAX OnpejesieHns CPOKOB XpPaHeHUs LOKYMEHTOB M 0T6opa UX Ha XPaHEeHMe.

[na opraHusaymMm W NpoBefeHUsA 3KCMepTU3bl LEHHOCTEN [OKYMEHTOB MpMKa3oM AupekTopa
Konnemxa co3faercs aKCnepTHas KOMUCCUS.

132. OKcneptm3a UEHHOCTU [OKYMEHTOB [MOCTOAHHOIO W BPEMEHHOro CPOKOB XpaHeHus
OCYLLECTB/IAETCA €XerofHo paboTHMKamMn OTBETCTBEHHbIMY 3a BefieHUe Aenonpon3soactea B Konnegxe.

133. Mpn nNpoBeAeHUN 3KCNEPTM3bl LIEHHOCTM [AOKYMEHTOB OCYLIECTBNsAeTCSs OT6op [gen
MOCTOAHHOIO W BpemMeHHOro (cebiwe 10 /IeT) CPOKOB XpaHeHWs ANa nepefayn B apXuB; BblAefleHune K
YHUUYTOXEHWIO Aen 3a npejbiayLime rofibl, CPOKU XpaHeHUs KOTOPbIX UCTeKNU.

134. To pe3ynbtaram 3KCMepTu3bl LEHHOCTN AOKYMEHTOB COCTaBAATCA OMUCU Aen NOCTOSAHHOrO,
BpemMeHHOro (csbiwe 10 f1eT) CPOKOB XpaHeHUs, 4en No IMYHOMY COCTaBy, a TakXXe aKTbl O BbIAENEHUMN K
YHUUYTOXEHUIO [iefl, He NoAnexXalnx XpaHeHuo.

135. KaTteropuyecku 3anpeLiaeTtcs YHWUYTOXATb [OOKYMEHTbI, MWHYSA 3KCMEPTHYH KOMMUCCUIO
Konnemxa.
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MUHUCTEPCTBO OBPA3OBAHWSA NMPKYTCKOW OBNIACTW
FOCYAAPCTBE! IHOE BIOJXXETHOE MPO®PECCUOHAIbHOE OBPA3OBATE/IbHOE YUPEXJEHWNE
NPKYTCKOWM OBNACTU «MPKYTCKUM KONNELX ABTOMOBUILHOIO TPAHCIOPTA U
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MPUNKAS

17.05.2024 Ne -nc
MpKyTCK

O6 opraHm3auuy BOMHCKOr0 yyeTa rpaxpaH,
B TOM Yuc/ie 6POHMPOBAHUA TpaXKiaH,
npebbiBaloLWMX B 3anace

Bo ucnonHeHue gefepanbHbiX 3aKoHOB 0T 31 mad 1996 r. Ne 61-®3 «O6 ob6opoHe», 0T 26 despans
1997 r. Ne 31-®3 «O mM0obMAN3aLMOHHON MOATOTOBKE M Mo6unmsauum B Poccuitickoin degepayumn», oT 28
mapTa 1998 r. Ne 53-®3 «O BOMHCKOI 0653aHHOCTW M BOEHHOW CMY>X6e» 1 MOCTaHOBEHU NpaBuTeNbCTBA
Poccuiickoii degepaumm oT 27 Hoa6psa 2006 . Ne 719 «O6 yTBepXaeHUN MONOXKEHNS O BOUHCKOM yYeTe»,
MPUNKA3bIBAIO:

1 Komy, 4To caenartsb...

3. KOHTpOJ'Ib 3a UCMOJTHEHNEM NMpPUKa3a BO3NNOXKUTb Ha ...

AupekTtop NBMNOY NO NKATuAC A.A. PycaHoB

COrACOBAHO
BoeHHbI# Komuccap

« » 20
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