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1. O6uue nosnoxkeHUs

1.1 Hacrosimias WMHCTpyKiusi MO J€IONPOU3BOJCTBY B YUPEKICHHM YCTAaHABIMBACT €IUHYIO
CUCTEMY JIeJIONPOU3BOJICTBA B IIKOJE, MOPSAOK IOATOTOBKH, OQOPMIICHHS, TPOXOXKICHUS,
KOHTPOJISI 32 UCIIOJIHEHUEM, YUETOM, XpaHEHUEM, TIeUaTaHUEM, KOMUPOBAHUEM U THPAKUPOBAHUEM
CIIy’)KeOHBIX JTOKyMEeHTOB. WHcTpykimsi cocraBneHa Ha ocHoBammu ['OCT P 6.30-2003
“YHUPUIUPOBAHHBIE CUCTEMbI JOKYMEHTALMU. YHHU(PHUIMPOBAHHAS CHUCTEMAa OPraHU3AIlMOHHO-
pacropsIuTeabHON ToKyMeHTauuu. TpeboBanus K 0popMIICHHIO JOKYMEHTOB”, IPUHAT U BBEJICH B
nevictBue ¢ 1 urons 2003r. [TocranoBnenuem ['occtannapra Poccun ot 3 mapta 2003 r. Ne 65-cT.
1.2. PyKkoBOACTBO M KOHTPOJb 32 BEICHHWEM JEJIONPOU3BOJICTBA B YUPEKICHUH OCYIIECTBIISICT
JUPEKTOP LIKOJBIL.

B yupexnenun npuMeHsieTcs IIeHTpaJM30BaHHasl CUCTEMA JCJIONPOU3BOICTBA, IIPU KOTOPOH IIpHEM
MOUTHI, pEerucTpanus, MepBUYHOE pacmhpenesneHne, OoQOpMICHHE M PACChUIKA MPOU3BOAUTCS
CeKpeTapeM.

1.3. OTBETCTBEHHOCTHh 3a OPraHU3AIMIO JEJONPOU3BOJICTBA, CBOCBPEMEHHOE M KAaY€CTBEHHOE
WCIIOJTHEHUE IOKYMEHTOB, UX COXPAHHOCTh BO3JIAraeTCsl HA OTBETCTBEHHOIO 32 JIETIOMPOU3BOACTBO.
1.4. Tlonoxenust MHCTpyKIMU pacrpenesstoTcss Kak Ha TPaJUIMOHHOE JIIOMPOU3BOICTBO, TaK U
Ha OpraHu3aIio padboThl C JOKYMEHTAMHU, CO3/JaBAE€MbIMU CPEICTBAMHU BHIYUCIUTEIIBHON TEXHUKH.
1.5. Beoimonnenue yTtBepkIeHHOW WHCTpykuuu o00s3aTenbHO JUIsl  KaKIOTO  COTPYAHHKA
YUPEKICHUS.

1.6. Ilopsaok paboThl ¢ cekpeTHbIMU JokyMeHTaMu ¢ rpudom «ICID», mucbmamu, 3asBICHUSIME U
XKano0aMu TpakKJaH OMPEEsIeTCsl CleUaTbHBIMU HHCTPYKITUSIMU.

2. Oco0eHHOCTH MOATOTOBKH U 0opMIIeHHUs OTAEIbHBIX BHI0B T0KYMEHTOB

2.1. [Tpukas.

2.1.1 Ilpukazamu opOpMIISIOTCS] pPELIEHUS HOPMAaTUBHOTO XapakTepa, a TaKXKe MO ONepaTHBHBIM,
OpraHU3aLIOHHBIM, KaJIpOBBIM U JIpYTMM BOIPOCAaM BHYTpEHHEH paOoThI.

[IpoekTbl MpUKa30B TOTOBAT HAa OCHOBAaHMM IMOPYYEHUS PYKOBOAUTENS JUOO B MHUIMATUBHOM
nopsanake. lIpoexkTel mpHKa3oB MO KagpOBBIM BOIPOCAaM TOTOBUT CKPETaph Ha OCHOBAHWUHU
COOTBETCTBYIOILIUX MPEACTABICHUH.

OOecnieueHre KaueCTBEHHOW TIOATOTOBKM MPOEKTOB TNPUKA30B M HMX COIJacOBaHHE C
3aMHTEPECOBAHHBIMU CTOPOHAMH BO3J1araeTcsi Ha 3aMECTUTENEeH TUPEKTOpa, KOTOPhIE TOTOBST U
BHOCST IIPOEKT HA YTBEPKACHUE PYKOBOIAUTEIS YUPEIKICHMUSL.

2.1.2. Tlpuka3 UMeeT CIeIyIOIINe PEKBU3UTHI (IPUIIOKCHHS 3);

HaumenoBaHue oprana ynpasieHus 00pa30BaHUEM;

HaumeHnoBaHnue Bu1a JOKyMeHTa — IIPUKa3;

Jlata 1 HOMep — YKa3aHHbIe PEKBU3UTHI 1€YaTAIOTCS LIEHTPOBAHHBIM CIIOCOOOM.

Jlata odopmisiercsi UPPOBBIM HIIA CIOBECHO-IIU(DPOBBIM CIIOCOOOM; HOMEpP COCTOMT M3 3HaKa
«Noy» 1 MOpsAIKOBOr0 HOMEPA MPHUKA3a, HAIPUMEDP:

15 utons 2001 r. Ne 21; 03.07.01 Ne 44.

3aroyIoBOK JOJDKEH KpaTKO M TOYHO OTpa)kaThb COJEp)KaHUWE TEKcTa Ipuka3za. Touka B KOHIE
3arojIoBKa HE CTaBUTCA. 3aroJIOBOK, COCTOSIIINM U3 IBYX U Oojiee CTPOK, MeyaTaeTcs MOdy>KUPHBIM
HIpUPTOM Yepe3 OJAUH MEKCTPOUHBIA UHTEpBAJ.

Hanpuwmep:

O KOMaHIMPOBAHHUH. ..



3aroioBOK K JIOKyMeHTaM, O(OpMIEHHBIM Ha OJaHKaXx C TMPOAOJIbHBIM PaCHOIOKEHUEM
PEKBU3UTOB, BEIPABHUBAETCS 110 LIEHTPY.

Pacrniopsxkenusi, kKak mpaBuiIo, 3aroJIoBKa HE UMEIOT.

Tekct oraensercs OT 3aroyioBKa 2-3 MEXKCTPOYHBIMH HMHTEPBAaJaMH M IE€YaTaeTcs MPUPTOM
pazmepom Ne 13 yepe3 1,5 uHTepBana OT JEBOW IPaHUIbI TEKCTOBOTO MOJs UM BHIPABHUBAETCS 10
JIEBOW M MPaBOM I'paHUIIAM TEKCTOBOTro mouis. IlepBas cTpoka ab3ana HaYMHAETCA HA PACCTOSHUH
1,25 cM OT JIeBOM IpaHMIIBI TEKCTOBOTO MOJIS.

TekcT mpukaza MOXKET COCTOATh W3 JIBYX 4YacTeil: KOHcTaTupyrommii (mpeamOyna) u
pacnopsSAUTENbHOM.

B xoHCcTaTHpYyOMIEH YacTH KPaTKO M3JIararloTcs eI U 3a1a4, (pakThl U COOBITHS, MOCTYKUBIINE
OCHOBaHMEM Juid wu3faHus mnpukaza. OHa MOXeT HauMHaThea cioBamu «B wmemsax», «B
COOTBETCTBUM», «Bo wucnonnenue» u T.4. Ecim npukaz u3gaercss Ha OCHOBAHUU JAPYIOro
JOKYMEHTa, TO B KOHCTAaTUPYIOIIEH YacTH YKAa3bIBAIOTCS HAWMEHOBaHHE O3TOr0 JIOKyMEHTa B
TBOPUTEIBHOM AJIEKE, €0 J1aTa, HOMEP U 3ar0JI0BOK.

[IpeamOynia B MpoeKTax MPHUKA30B 3aBEPIIAETCS CIOBOM «IPUKA3bIBal0», KOTOPOE IME4aTaercs ¢
HOBOHM CTPOKH Bpa3psIKy 0ojiee KUPHBIM MPH(PTOM.

PacniopsimutenbHas 4acTh JOJDKHA COJIEPXKAaTh MEPEYUCIICHHE MPEIIUChIBAEMbIX ICHCTBHI ¢
yYKa3aHMEM HCIOJHUTENS KaXAO0ro AEUCTBUS U CPOKOB MCIOJHEHMs. PacnopsaurenbHas 4acTb
MOJKET JENUTHCS Ha MYHKTHI M MOAMYHKTHI, KOTOpbIe HyMepytoTcs apabckumu nudpamu. JlerictBus
OJTHOPOJIHOTO XapaKTepa MOTYT OBITh MEpEeYHCICHBl B OJJHOM IYHKTE. B KadecTBe MCIONHUTENEH
YKa3bIBAIOTCS CTPYKTYPHBIC MOJpAa3AeieHUs] WM KOHKpPETHBIE OJKHOCTHBIE juma. llocnennuii
IIyHKT pAacHOpPAIUTENIbHON 4YacTU MOXKET COJAEpKAaTh CBEIEHUS O MOJPA3ACICHUN WIN
JOJKHOCTHOM JIMIIE, HA KOTOPOE BO3J1araeTcsl KOHTPOIIb 32 UCIIOJTHEHUEM MPUKa3a.

Ecnu mpuka3z u3MeHsieT, OTMEHSET WIM JOINOJIHAET pPaHee W3/aHHBIM JOKYMEHT WJIM KaKue-TO
MOJIOKEHUS, TO OJUH W3 MYHKTOB PACIOPSAUTENbHONW YACTH JOJKEH COJIEP)KaTh CCHUIKY Ha
OTMEHSAEMBII JOKYMEHT (IyHKT JIOKYMEHTa) C YKa3aHMEM €ro JaThl, HOMEpa U 3arojioBka. TekcT
MyHKTA JI0JDKEH HAUMHATHCS clioBamMu «[Ipu3HaTh yTpaTUBIIUM CHITY...»

B mpuxaz He cnenyer Bkimoudarh HyHKT «lIpuka3 poBectu g0 ceaenus...» llonmpaznenenus
(IOJKHOCTHBIE JIMIIA), 10 CBEIEHUS KOTOPBIX JOBOJUTCS MpPHKAa3, YKa3bIBAIOTCS B yKazarese
PacChbUIKU, KOTOPbIN UCIOJIHUTENb TOTOBUT BMECTE C MPOEKTOM IIPHUKA3a.

Bu3bl BKITIOYAIOT TOKHOCTH BUBHPYIOUIMX, JIMUHBIE MOANNCH, paciIu(ppOBKY MOANUCEH U AaTy.
[Toanuch cOCTOMT W3 HAMMEHOBAaHUS JOJDKHOCTH JIMIA, TMOJMHMCABILErO JOKYMEHT, JIMYHOU
MOJIMTUCH U paciin(pOBKU NOANUCH (MHUIIUAIIBL, (PaMUITUS).

[Ipukassl (pacnopsKeHHs]) NOJNUCHIBAET IUPEKTOP YUYPEKICHHs, a B €ro OTCYTCTBHUE —
UCTIOJHSIOIUI 00513aHHOCTH IUPEKTOPA.

[IpunoxkeHnss K TNpUKa3sy BHU3UPYIOTCS PYKOBOJAWUTEIEM CTPYKTYPHOIO  IOJApa3JeieHMUs,
MOJIrOTOBUBIIETO MPOEKT. BU3bI cTaBATCS HA 000POTHOM CTOPOHE MOCIEAHETO JINCTA MPUIIOKEHHUSL.
2.2. [lonoxeHue, MpaBuiia, HHCTPYKITHSL.

2.2.1.J1lonoxeHue NpUHUMAETCS B TOM CJIydae, €ClIM B HEM YCTaHABJIMBAIOTCS CHCTEMHO CBSI3aHHBIE
MeXx1y co00M IpaBmiia O BOIIPOCaM, OTHECEHHBIM K KomneTeHuu OVY.

B nmpaBunax yctaHaBIMBarOTCs HOpMbI U TpeOOBaHMs, 00s3aTeNbHbIE /1JIs1 BHIIOJIHEHHUS.

B wuHCcTpykuMM u3naraercst MOPSIOK OCYLIECTBIIEHUS KAaKOW-TMOO AESITEIbHOCTH WM TMOPSIOK
MPUMEHEHMS OJIOKEHUH 3aKOHOAATENbHBIX M HMHBIX HOPMaTHBHBIX AKTOB.

[TonoxxeHus, mpaBuiIa U HMHCTPYKIHMHM TNPUMEHSIOTCS KaK CaMOCTOSITENIbHBIE IIPABOBBIE aKTHI,
KOTOpbIE TOANUCHIBAIOTCS PYKOBOAMTENEM; YTBepkAeHue odopmisercs B ¢opme rpuda
YTBEPKICHUS WM MyTEM U3/1aHUS pacopsSIUTENIbHOTO JOKYMEHTa 00 UX yTBepxkaeHuu. Pemenue
O MOpsiAKE MIPUHATHUS, IPABUII U HHCTPYKIMKA HaxouTcs B BezeHuu PYO.

2.2.2. Tlopsi0K MTOATOTOBKH MPOEKTA IMOJIOKESHHSI, TPABMII U MHCTPYKITUU COOTBETCTBYET OOIIEMY
NOPSAAKY NOJATOTOBKU IPOEKTOB HOPMATUBHBIX AKTOB.

TexcT mpoekTa moJjokeHus: (MpaBWil, UHCTPYKIMM) TedaTaeTcsl Ha OJaHKe opraHa yIpaBieHUS
o0Opa3oBaHHEM.




Texct u3nmaraeTcst OT TPeThEro JHIla €IMHCTBEHHOIO MM MHOXKECTBEHHOro 4ucia. B Tekcre
UCTIOJNB3YIOTCSA ~ CIIOBA:  «IOJDKEH»,  «CIEHAyeT», «HEOOXOAWMOE»,  «3ampeliaeTcs», «He
JIOITy CKAeTCsI».

3aroyIoBOK K TEKCTY IOJIOKEHHUS (IIpaBUJI, UHCTPYKLIMK) OTBEYaeT Ha Bonpoc «O uemM?», 3arojioBoK
K HMHCTPYKLIMH, COJEp’Kalledl JOJDKHOCTHblE TpeOOBaHUS M IMOPSAAOK IHpoBeneHus paldot
(IoJKHOCTHAs MHCTPYKLMS), oTBedaeT Ha Bonpoc «KoMy? (10JKHOCTHAs MHCTPYKIMS TJIABHOMY
CIEIUATTUCTY )

Koncratupytomeit 4acTteio MoJoKeHUsT (IIpaBWil, WHCTPYKIUHU) CHOyKUT pazgen «Oomme
MIOJIOKEHUS», B KOTOPOM YKAa3bIBAalOTCSl OCHOBaHUS pa3palOTKH, OCHOBHOE Ha3HAYCHHE
HOPMATHBHOTO akTa H cdepa ero pacnpoCTpaHEHHs, OTBETCTBEHHOCTh 3a HapyLICHUE
YCTaHOBJICHHBIX ITPABUI U TEXHOJIOTHH.

OCHOBHOH TEKCT MOJIOXKEHUs (IPaBWJ, MHCTPYKIMHM) MOXKET JEIUTHbCS Ha TIJIaBbl, IYHKTHl U
HOJIYHKTHI. ['J1aBbl 10JKHBI UMETh Ha3BaHUS.

I'maBel HymepyroTcs apabckumu 1mdpamu. Hymeparysi MyHKTOB M TOAIYHKTOB TPOU3BOIUTCS
apabckumu 1udpamu.

2.3. IIpoToKouL.

2.3.1. IlpoTokos cocTaBisieTcs Ha OCHOBAHMU 3aluceil, MPOM3BEIEHHBIX BO BPEMs COBEIIAHUS
(3acenanus), IpeJICTaBICHHBIX TE3UCOB JOKJIA0B U BBICTYIUIEHUH, CIIPABOK, IPOEKTOB PEIICHUN U
Ap.

3anuce BO BpeMs 3aceqaHus, cOOp MaTepHaioB M IOATOTOBKA TEKCTAa BO3JIAracTcs Ha CEKpeTaps
KOJIJIETUAJIBHOTO OpraHa UM COTPYJHHMKOB HOJpa3JesieHU, TOTOBUBIIMN BONPOC K 00CYKICHHIO.
Texct nmpoToKoIIa T0KEeH OBITH MTOATOTOBIICH HE TIO3/THEE YEM Yepe3 TPH JIHS CO JHS 3aCeIaHusl.
2.3.2.IloAMHHUKY JOKYMEHTOB I10 BOIIPOCaM, PACCMOTPEHHBIM Ha 3aceaHuU, HalpaBJIsIOTCs

JUId TIOAIIMBKM B JEJIO B IOJpa3zesieHUEe-UCIOIHUTEIb BMECTE C BBINUCKOW W3 MPOTOKOJA O
IPUHATBIX PEIICHUIX.

Ha mporoxoine, conepkaiieM HHPOPMAILUIO OIPAaHUYEHHOI'O PaclpOCTPaHEHUs, MPOCTABIIAETCS
noMeTka «J1Jist ciry’keOHOT0 MOJIb30BaHU.

2.3.3.TekcT mpoTOKOIa, KaK MPAaBUII0, COCTOUT U3 JIBYX YacTEi: BBOJHOW U OCHOBHOM.

Bo BBOHOI YacTH 0OPMIISIOTCS CIEIyIOIUE PEKBU3UTHI:

[Ipencenarens i [IpencenarensCTBYIONINI;

Cekperaps;

[IpucyTcTBOBaJIM — CINHCOK MPHUCYTCTBOBABIIMX WJIM OTChUIKA K IPUIIAraéMOMYy CIIUCKY
IIPUCYTCTBOBABIINX;

IToBecTka gHS;

JIOKJIaqUUKH 110 KaXI0My ITyHKTY ITOBECTKHU JHS.

OcHOBHasl 4acTh MPOTOKOJIA COCTOUT W3 Pa3/ieloB, COOTBETCTBYIOUIMX ITyHKTaM IOBECTKH JIHS.
TekcT kax10ro pasziena CTpOUTCA IO CXEME:

[IpoTokosiaM MpUCBauBaIOTCS MOPSAIKOBbIE HOMEpA B Ipeenax KaJeHAapHOro rojia OTAEIbHO I10
KaX/J0il TpyIme MpOTOKOJIOB: MPOTOKOJIBI 3acellaHuil  pyKoBoAMTENEeH 00pa3oBaTeIbHBIX
YUpEeXJIEHUH, anmapaTHBIX COBEIIAHWN, MPOTOKOJBI 3KCIEPTHBIX COBETOB U Jp. IIpoToKobI
COBMECTHBIX 3aC€llaHMil MMEIOT COCTaBHBIE HOMEpPA, BKIIOYANOIINE IOPSIKOBBIE HOMEpa
MIPOTOKOJIOB OPTaHM3alUi, IPUHUMABIIUX Y4aCTUE B 3aCEIaHUU.

Howmepa nocraHoBieHuil (peleHuii), MpUHATBIX HA 3aceJaHMsAX, COCTOST U3 HOMepa MPOTOKOJa,
HOMEpa paccMaTpUBaeMOro BOIpPOCa B IOBECTKE JHS U IMOPSJIKOBOIO HOMEpa IMOCTaHOBIIEHUS
(pemienust) B mpezenax BOIpoca.

K HOMEpam mpOTOKOJIOB M MOCTAaHOBJIEHUH (pelIeHHil) MOTyT MpuOaBisIThcS OyKBEHHBIE KOJbI B
COOTBETCTBHUH C NIOMCKOBOW CUCTEMOM, IPUHATON B YUPEKICHUU.

[IpunsTHIE pELIEHNS TOBOJIATCS A0 UCTIOTHUTENEH B BUJE BHIITMCOK U3 IPOTOKOJIOB.
2.3.4.IlpoTokonbl TeYaTarOTCsi Ha OjaHke mpoTokona ¢opmata A4 U UMEIOT ClEQyIolue
PEKBU3UTBHI:

Haumenosanue ooxymenma — cnoBo «IIpoTokom» medataeTcs OT TPaHUIBl BEPXHETO IOJ
MIPOMUCHBIMU OYKBaMU BPa3psIKY, HOIY>KUPHBIM IIPU(PTOM U BEIPAaBHUBAETCS MO LIEHTPY;




Buo 3aceoanus, cosewjanus — otTaensieTcss oT MPEAbIAYLIETO PEKBU3HUTA JIBYMS MEKCTPOUYHBIMU
WHTEpBaJaMU, NIeYaTaeTcs 4yepe3 OANH UHTEPBAl U BHIPABHUBAETCS 110 LIEHTPY;

Mecmo npogedenus 3acedanus, COBEIIaHUS YyKa3blBaeTcs NpU OQPOPMIIEHUHU MPOTOKOJIOB
COBEIIAHUS B TOM CIIy4ae, €CIIM OHO MPOUCXOIUIIO HE Ha OOBIYHOM MECTe.

[leuaTaeTcst yepe3 ABa MEKCTPOUHBIX MHTEpBaja Mocie pekBu3nuTa «Buj 3acenanus, CoBELaHUAY,
OTJIETISICTCS OT HETO JIMHEHKON 1 BRIPABHUBAETCS 1O LICHTPY:

Lama u nomep npomorona. Jlara odpopmisiercs: HUGPOBBIM UIH CIIOBECHO-IU(POBBIM CIIOCOOOM U
[1e4aTaeTcs 4epes3 ABa MEKCTPOUHBIX MHTEPBAIA HUXKE NMPEABIIYIIETO PEKBU3UTA.

OcHoOBHas yacTh IPOTOKOJIA Mevaraercs yepes3 1,5 MexCTpOoUHbIX HHTEpBaJa.

Kaxnp1ii Bonpoc HymepyeTcs apaOCckoil mudpoil, 1 ero HauMEHOBAaHWE HAYMHAETCS C Ipesiora
«O» («O0»), KoTOpoe pacmonaraeTcsi K IEHTpY, I[eyaTaercs APYruM pa3MepoM wmpudra u
MOTYEPKUBACTCSI OJTHOW YepTOU Mmocie mocienHeid crpoku. [log 4epToil B CKOOKaX YKa3bIBAIOTCS
(dbaMuIMK JOKHOCTHBIX JIUI, BHICTYNHBIINX Ha 3aC€IaHUU (COBELIAHHUH), U KPAaTKOEe COAepKaHHe
BBICTYIUIEHUH IIPU pacCMOTPEHUU COOTBETCTBYIOLIETO Bonpoca. PaMuiINK 1eyaTaroTcsl 4epe3 OJIUH
MEKCTPOYHBII HHTEPBAJL.

3aTreM yKa3bIBaeTCs IPUHATOE 110 3TOMY BOIIPOCY PEILICHUE.

Iloonucsy otaensercs OT TEKCTa TPeMs MEKCTPOUYHBIMH MHTEpBAJlaMU M BKIIOYAeT HAUMEHOBAHHE
JOJDKHOCTH JIMLIA TIPEACENATeNIbCTBYIOLIET0 Ha 3aceJaHUM (COBEILIaHMM), €ro JUYHYIO MOAINUCH,
pacmudpoBKy nmoAanucH (MHUIHAIBI U HaMUTTHS).

HaumeHnoBaHue HOKHOCTH I€YAaTAETCsl OT JIEBOW I'PAaHUIIbl TEKCTOBOT'O IOJISI Yepe3 MEKCTPOUHBIN
WHTEPBAJ U LIECHTPYETCS OTHOCUTENIBHO CaMOU IJIMHHOM CTPOKH.

PacimmgpoBka noanucu pacrosiaraercs Ha YPOBHE MOCIIEHEN CTPOKM HaMMEHOBAHUS JIOJKHOCTH
6e3 mpobena Mexay wuHunuanamu u Qamunued. Ilocnennsst OykBa B pacuudpoBke
OTPAaHUYMBACTCS MTPABBIM TIOJIEM.

I'pugh (nomemka ocpanuuenuss docmyna Kk OOKyMenm)y) — TIeUaTaeTcsl B MPABOM BEPXHEM YIIIy
nepBoro Jmcra mnporokoia. Homep sk3zemmuisipa medaraercss Hmwke rpuda (momerku) yepe3 1,5
MEKCTPOUYHBIX UHTEPBAJIa U IEHTPYETCA 10 OTHOLIEHUIO K HUM.

2.4. City)xeOHBIC TUCHMA.

2.4.1. CayxebOHble MHChbMa IIKOJION TOTOBSTCS:

- KaK OTBETHI O BBINOJIHCHUH MOPYYCHHI [ 0CyIapCTBEHHOTO yIpaBlICHUs O00pa30BaHHS U HAyKH
obacru;

- KaK OTBETHI Ha 3aMPOCHl PA3IMYHBIX OPraHU3alUNA U YACTHBIX JIHII;

- KaK UHUIIMAaTUBHBIE THChMA.

2.4.2. Cpoky MOATOTOBKM OTBETHBIX IMHUCEM YCTAHABIMBAIOTCSA PE3OJIIOLMENH PYKOBOIUTENSI Ha
OCHOBaHMHM HMMEIOLIUXCS CPOKOB HCIIOJIHEHHUS MOPYYEHM, 3alpOCOB WJIM MO PELICHUI0 aBTOpa
PE30IIOLHH.

TekcThl OTBETHBIX MHUCEM JOJDKHBI TOYHO COOTBETCTBOBATH 3a/laHUSIM, 3a(DUKCUPOBAHHBIM B
PE30ITIOINH PYKOBOIUTEIS.

2.4.3.TekcT muchbMa M3J1araeTcsi OT TPETHETro JULA €AMHCTBEHHOTO YUCIIA.

Ecnu nucemMo odopmieHo Ha OaHKe AOHKHOCTHOIO JIMIA, TO €ro TEKCT M3JIaraercs OT MEepBOro
nuua equHcTBeHHoro yucna: «llpomy...», «Hanpasnsro...»

Tekcr muceMa, Kak NMPaBHIIO, COCTOMT M3 JBYX 4YacTe. B mepBoil yacTu M3iaraercs NpUYHHA,
OCHOBaHME WM OOOCHOBAaHWE COCTABJICHHs TMHCbMa, NPOBOASTCS CCHUIKM Ha JOKYMEHTHI,
SIBJISIIOIIIMECST OCHOBAHWEM TIOJITOTOBKM MHUChbMa. Bo BTOpoM dWacTu, HauYMHAMOMICHCS ¢ ab3arla,
MTOMETIAIOTCS BBIBOIBI, TPEATIOKEHUS, TIPOCHOBI, pEIICHUs U T.1I.

2.44. Jlata muchMa — JaTa TPUHATHS peElIeHUs, 3aQUKCHUpOBAHHOTO B Tekcre. JlaToil mucbma
SIBJISIETCS 1aTa €ro MONUCAHUS.

[IpaBo noamnucu ciykeOHBIX MHCEM YCTaHABIMBAETCA B MOJOKEHUH, B TOM YHUCIIE B MOJOXKEHUAX O
CTPYKTYPHBIX MOJIpa3/IeJICHUSAX U JOJKHOCTHBIX MHCTPYKIHUAX; B HA3BAHHBIX JOKYMEHTAX JOJIKEH
OBITH MPEIYCMOTPEH TOPSIOK MOAMUCAHUS TIPH OTCYTCTBUU PYKOBOISIINX JTOKHOCTHBIX JIHII.




3. [IpaBusa odopmieHusi JOKYMEHTOB
3.1. bnaHku TOKYMEHTOB.
3.2. OopmiieHne peKBU3UTOB B MPOIECCE MOATOTOBKH JOKYMEHTOB.
[Ipy TOArOTOBKE OpPraHU3ALMOHHO-PACTIOPAIUTEIBHBIX JOKYMEHTOB PpPAaOOTHHKH OpPraHOB
yIpaBlieHus: 00pa3oBaHueM 00s13aHbl COOMIOAATH MpaBuiia 0GOPMIICHHS PEKBU3UTOB, HU3T0KEHHBIX
HUXKE.
3.2.1. 3arojg0BOK K TEKCTY JIOKYMEHTA.
3aroJoBOK K TEKCTY IOKYMEHTa JOJDKEH OBITh KPaTKMM W TOYHO TI€pelaBaTh CMBICT TEKCTa,
otBeuaTh Ha Borpoc «O yem?»: «O BbIIeNeHUU. .. », «O0 U3MEHEHHH. . .» U T.1.
3aroJIoBOK COCTaBJISIETCS JIMLIOM, TOTOBSIIIIMM IIPOEKT JOKYMEHTA.
3.2.2. Jlata nOKyMeHTA.
JlaTol ToKyMeHTa SIBISETCS JaTa €ro NOoJANUcaHus (paclopsiiuTeIbHbIE TOKYMEHTHI, MCbMa) WK
COOBITHSA, 3aUKCHPOBAHHOTO B JIOKyMEHTE (IIPOTOKOJI, aKT); JUIsl YTBEPXkKAAeMOTO IOKYMEHTa
(m1aH, MHCTPYKIMSL, IT0JIOKEHHUE, OTYET) — J1aTa YTBEPIKICHUS.
Jlata nOKyMeHTa MpPOCTaBJIAETCSA AOKHOCTHBIM JIMIIOM, MOJMHCHIBAIOIIUM WM YTBEPKIAIOIIUM
NOKyMeHT. IIpu noAroroBke npoekTa JOKyMEHTa IeyaTaeTcs ToJIbKO 0003HaYeHHe MecsLa U rojia.
Bce cnyxeOHBIE OTMETKH Ha JOKYMEHTE, CBS3aHHBIE C €ro MPOUCXOXKICHUEM M HCIOIHEHHEM,
JOJKHBI IaTUPOBATHCA U TIOIUCHIBATHCA.
JIOKYMEHTBI, U3[JaHHblEé COBMECTHO C APYTMMHU OPTraHU3AIMSIMH, JODKHBI UMETh OJHY (€AHHYIO)
nary.
Cnoco0 HamucaHusi JaThl 3aBUCUT OT XapakTepa IJOKYMEHTa: B HOPMATHUBHBIX JIOKYMEHTaX,
OIpEeACIAIONIMX IpaBa IpakJaH M OpraHu3alui, a TakKe COJAEp’KalIMX CBEJACHHUS (PMHAHCOBOIO
XapakTepa, UCIOJIb3YeTCsl CIIOBECHO-IIM(POBON B CIEAYIONIEH MOCIeI0BATEIHLHOCTHU: JI€Hb, MECHIII,
rof (29.04.2001).
3.2.3. [lognuck JOKyMEHTAa.
JIOKYMEHTBI,  HalpaBiisieMble B BBILIIECTOSIIME  OpraHu3aluy,  OOJacTHbIE  OpraHbl
MIPEICTaBUTENBHON U CyA€OHOM BIACTH, MOAMKUCHIBAIOTCS JUPEKTOPOM.
JIOKYMEHTBI, HampaBjsieMble IOJYUHEHHBIM, CTOPOHHHMM OpraHU3alUsIM U  TpaKiaHam,
MIO/IMKCHIBAIOTCS PYKOBOJIUTENIEM, €TI0 3aMECTUTEIISIMHU.
B cocraB nmoanucu BXOJAT: HAMMEHOBAHUE JOJDKHOCTH JIMIIA, MOJIMCABILErO JOKYMEHT, JUYHas
MOJINKCh U ee pacun@poBKa (MHUIMAIBI U (haMuIns).
Ecnu nomxHOCTHOE JIUI0, MOANKUCH KOTOPOTO 3ar0TOBJIEHA HA MPOEKTE JIOKYMEHTA, OTCYTCTBYET,
TO JOKYMEHT MOJIIHMCHIBAET JIMILIO, UCTOJHSIONIEE €ro O0s3aHHOCTH, WIN ero 3amectuTens. [Ipu
3TOM 00s13aTEJIbHO yKa3bIBaeTcs (pakTU4ecKasl JOJKHOCTD JIMIA, MOMUCABIIET0 TOKYMEHT, U €ro
damunus (MCTpaBleHUs] MOXHO BHECTH OT PYKHM WIM MAalIMHOMMCHBIM CIIOCOOOM, HAalpHMep
«1.0.», «3aM.»). He nomyckaeTcst moanucsiBaTh JOKYMEHTHI € TIPEJIOTOM «3a» WU IMPOCTaBICHUEM
KOCOM 4epThI I1epel HAMMEHOBAaHUEM JTOJKHOCTH.
[Ipn moamMcaHuy JOKYMEHTa HECKOJbKMMHM JOLKHOCTHBIMU JIMIIAMU UX TMOAMMCH pacrojararoT
OJIHY TIOJ IpYrO B OCIIEN0BATEIBHOCTH, COOTBETCTBYIOLIEH 3aHMMAEMOM JTOJIKHOCTH.
[Ipy noxamucaHuMm JOKYMEHTAa HECKOJbKMMHU JIMLAMH, paBHBIMU IO JIOJDKHOCTH, HO
IIPEICTaBIISIONIMMY Pa3HbIE OpPraHsbl, IOIMUCH PACIIOaratoT Ha OJHOM YpPOBHE.
3.2.4. AnpecoBaHue JOKYMEHTA.
JIOKYMEHTBI afipeCyOT OPTaHU3alMAM UM KOHKPETHBIM JIUIIAM.
[Ipu anpecoBaHuU TOKyMEHTa OpraHU3allny, 0e3 yKa3aHus JOJKHOCTHOTO JIMIA UX HAMMEHOBaHUS
MULITYTCS B UMEHUTEIBHOM MaJEXKE.
Hanpuwmep:

['ocynapcTBeHHOE ynpaBiieHHe 00pa30BaHUs U HAYKU

VYnpasnenue nenamu

IIpu HanpaBiieHUN TOKyMEHTAa KOHKPETHOMY JOJKHOCTHOMY JIMIy HAUMEHOBAaHUE OpraHU3aluu U
MO/Ipa3/JIeNIeHNsl yKa3blBaeTCcsd B UMEHHUTEIbHOM MaJeXe, a JOKHOCTh U (paMUIMs B JaT€IbHOM.
Hamnpumep:

INocynapcTBeHHOE yripaBieHHuEe 00pa30BaHMs M HAYKH



Hauvaneauky

IIpn agpecoBaHuM NOKyMEHTAa PYKOBOIMUTENIO OPraHU3alMd €€ HaUMEHOBAHHE BXOIUT B COCTaB
HaMMEHOBAaHUs JOJKHOCTH aapecara. Hanpumep:

I'enepasibHOMY TUPEKTOPY

(HaMMEeHOBaHUE OPraHU3ALINN)

[Ipu angpecoBaHWM JOKYMEHTa (U3NYECKOMY IHUIYy (HaMUJIMIO M WHHUIMAIBI MOJIy4aTess, 3aTeM
MOYTOBBIN anapec. Hampumep:

V. , . ,KB.

r. 0011., (unoexc)

3.2.5. CornacoBaHue JOKyMEHTA.

CornacoBanue JOKyMeHTa o(popmIIieTcs: BU30M Ha IOKyMEHTE WM TP OM COTIacOBaHUS.
BusupoBanue mnpoekTa JOKyMEHTa MPOBOJIUTCS MPU HEOOXOJAMMOCTH OIEHKH O0OOCHOBAHHOCTH
JIOKYMEHTa, COOTBETCTBHSI €T0 ITPABOBBIM aKTaM M paHEee MPUHSATHIM PEIICHUSIM.

[IpencraBisiembie Ha MOANUCH TOKYMEHTHI BUBUPYIOTCS UCIOTHUTENEM (OTB. UCIIOTHUTEIIEM).
Bu3el BKIIIOUAIOT B ce0s JIMYHYIO MONKCH U JODKHOCTh BH3UPYIOMIETO TOKYMEHT, PacCIIH(PpPOBKY
noanvcy (MHULMANBL, damMunus) U Aary. Busza mpocraBisercs B HIDKHEW dYacThd 00OpOTHOM
CTOPOHBI TIOCJICHErO JIUCTA MOJIMHHUKA PacIOpsSAUTEILHOr0 IMpaBoBoro akrta. Ha mpoekte
3aKOHOAATENIHHOTO aKTa, HA BHYTPEHHEM JOKYMEHTE U Ha KOMHUU OTIPABIISIEMOr0 JOKYMEHTA BU3bI
MIPOCTABJISIOTCS HA JIUIIEBOW CTOPOHE IOKYMEHTA.

CornacoBaHue mTpOEKTa JOKYMEHTa MPOBOJUTCS C OpraHaMH YMpPaBICHUS M OpraHU3alUSIMU,
WHTEPECHl KOTOPHIX K HEM 3aTParuBaroTCs, - BHEIIHEE COTJIACOBAHUE.

Buemnee corimacoBaHue JoKyMeHTa odopmisercss  COOTBeTCTByrommM  rpudom. ['pud
corjacoBanust BkirouaeT B cebg cioBo COI'NTACOBAHO, namMmeHoBaHu€e MOJDKHOCTH JIHIA, C
KOTOPBIM COTJIACOBBIBACTCS JJOKYMEHT (BKJIIOYas HAMMEHOBAaHWE OPraHU3alllu), TMYHYIO MOIIHCh,
pacmpoBKy TOANKCH W JATy COIVIACOBAHUWS WJIM HA3BaHWS JIOKYMEHTA, TIOJTBEPKIAIOIICTO
corJIacoBaHue, ero naTy u uHjaekc. Hampumep:

COI''TACOBAHO
['maBa AnMuHUCTpaLIUK parioHa
o0JacTu
(JInyHAast MOANHNCH) (MHMLIMATBI, HaMUIIHS)

Ne 01-15/155-K

COTI'JTACOBAHO
Havanenuk ['ocynapcTBeHHOTO ynpaBieHus: 00pa3oBaHUs
U HayKH o0nactu

ot 30.06.04 Ne 01-15/155-K

I'pud cormacoBanus pacmonaraercs HuWKe pekBuzuTa «lloamuch» B JE€BOM HIDKHEM YTy
JIOKYMEHTA.

I'pudrr cormacoBanuss MOTYT pacronaratbcsi Ha oOTaenbHOM «JlucTe cormacoBaHus», €CiIu
COZEpKAHUE JENAeTC OTMETKA «JIMCT corracoBaHus IpUIIaraeTcs.

CornacoBaHre JIOKYMEHTAa B 3aBHCHMOCTH OT €ro COJCpP>KaHHS OCYIIECTBIIICTCS B CHCAYIOMICH
MOCJIEIOBATSIHLHOCTH

- C IOJDKHOCTH JIMIIAMHU OpraHa UCTIOJHUTENbHOM BJIACTH PaliOHa;

- C PYKOBOIOUTEISIMM [OJUYMHEHHBIX OpPraHM3alliil, HMHTEPECHl KOTOPBIX 3aTPAruBarOTCI B
JOKYMEHTE;

- C OpraHamu TroCyJapCTBEHHOM BJIAacTH 00nacT, MHTEPECHl KOTOPHIX 3aTparuBaeT
COZIep)KaHUE JOKYMEHTA;




- NIPU HEOOXOJAUMOCTH — C OpraHaMH, OCYLIECTBIISIOIIUMHU TOCY/IapCTBEHHbIN HaABEIOMCTBEHHBIN
KOHTPOJb (HAA30p) B OMNpENelICHHONW o00NacTh (IKOJNOTUYECKUH, TOXKapHBIH H T.IL.), C
OOIIECTBEHHBIMU OpPTaHU3aALUSIMY;
- C BBIUIECTOSIIIUMH OpPraHaMH — B CJIy4asX, KOIJa 3aKOHOJIATEIbCTBOM IIPEIyCMaTpUBACTCA
BO3MOYXHOCTh COBEPIICHUS YIPABICHYECKUX ACMCTBUNA TOJIBKO C COrJIACHS ATHX OPTaHOB.
3.2.6. YTBepxk/I€HUE JOKYMEHTA.
Ha nokymeHnTax, mojuiekamiyx yTBEpXKACHUIO, Ipu( yTBEp>KICHHS IMPOCTABISETCS B IPaBOM
BEPXHEM YTJIy MEPBOro JUCTA JOKYMEHTA.
I'pud yrBep)kaeHUss oopMIIsseTCs CASAYIOIIMM 00pa3oM:
YTBEPXIAIO
PykoBoguTens
(HauMeHOBaHWE OpTaHU3AIINH)

(JIMuHAs TOANKMCH, HHUITHAIBI, (haMUJIUs )
02.03.2004

[Ipy HeoOXOAMMOCTH JONOJHUTENBHBIX NPEANUCAHUA W Pa3bsICHEHHH JTOKYMEHT MOXET
YTBEPXKIaThCs IPUKA30M PYKOBOAMTEISI OpraHa yIpaBieHHsl 00pa30oBaHUEM.

YTBEPXIEHO

IIPUKA30M ...

or 16.10.2004 Ne 150

3.2.7. Pezomronusi.
B coctaB pe3ononuu BXOAAT CIEAYIOIIUE JIEMEHThI: (aMUIMs HCIOJHUTENS (MCIOIHUTENEH),
COJIep KaHuUs TIOPYUCHHUSI, CPOK UCIIOTHEHUS, TIOAIUCH, aTa.
B cayuasx, korna mnopyudeHue AaeTcsl ABYM WM HECKOJBKUM JIMLIAM, PABHBIM IO JIOJDKHOCTH,
OCHOBHBIM  HWCTIOJHHUTEJIEM  SBIISICTCSl JIMIO, YKAa3aHHOE B TOPYYEHUH TeEpBBIM. Emy
IIPEJOCTABIIAETCS NIPABO CO3bIBA COMCIIOJIHUTEINEH U OCYILECTBIIEHNE KOOPAUHALIMH UX PaOOThI.
OCHOBHOM HMCIIOJIHUTENb U COUCIIOJIHHUTENb BIIPABE JaBaTh MOPYYCHUS B BHJE PE3OJIIOLUN JTUIAM,
HEMOCPEJCTBEHHO UM IOAYNHEHHBIM.
Ha nokymenrtax, He TpeOyIOIMX yKa3aHWd IO HWCHOJHEHUIO M HMMEIOUINX THUIIOBBIE CPOKH
UCTIOJHEHUS, B PE30JIIOIMH YKa3bIBAIOTCS UCTIOJIIHUTEND, TOANUCH aBTOPA PE30JIIOLIUY, JaTa.
Pezomonnst MokeT 0OpPMITATHCS Ha OTJEIFHOM JIMCTE C YKa3aHHEM PETUCTPAIMOHHOTO HOMEpa U
JaThl JOKYMEHTa, K KOTOPOMY PE€30JIFOLIHsI OTHOCUTCS.
3.2.8. OTmeTKa 00 UCIIONHUTETE.
OTtMmerka 00 HCHONMHHTENE AOKYMEHTA IPOCTAaBISETCS B JIEBOM HIKHEM YTy JIUIEBOW MU
00OPOTHOM CTOPOHBI TIOCJIEHETO JIMCTA MOJTMHHNKA JOKYMEHTA.
Otmerka BritoyaeT pammnmio (paMunus, UM, OTYECTBO) MCHOJIHUTENS, HOMEp ero TeinedoHa,
HaTpumep:
MaxkcumoBa Huna Cepreesna 2-30-22 niu Makcumosa 2-30-22
Ha pokymeHTe, TOATOTOBICHHOM II0 TOPYYCHHUIO PYKOBOAMTENS TPYNIONH HWCIOJHHUTENEH, B
OTMETKe 00 NCIOJHUTENE YKa3bIBaeTCsl (paMuiIs OCHOBHOT'O UCTIOJIHUTEIS.
3.2.9. OdopmieHune npuIoKEHUN K TOKYMEHTY.
[TpunoxeHnus JOKHBI UMETh BCE HEOOXOJUMBIE JUIsl TOKYMEHTA PEKBU3UTHI (Ha3BaHUE, 3ar0JIOBOK,
TTOJIITMICH JIHII, OTBETCTBEHHBIX 32 UX COJIEP)KAHHE, 1aTy, OTMETKY O COTJIACOBAHHH U T.I1.).
OTMeTKy O HaJTMYUU MPUIIOKEHHS], HA3BaHHOTO B TEKCTE, O(hOPMIISIOT CIEIYIOLUIMM 00pa3oMm:
[Ipunoxenue: Ha § 11. B 3 3K3.
Ecnu mpunokeHuss He Ha3BaHbBl B TEKCTE, TO WX HAMMEHOBAHUS IEPEUUCISIOTCS C YKa3aHHEM
KOJIMYECTBA JINCTOB B KAXKIOM MPHUIIOKESHUN M YUCIIA X SK3EMIUISIPOB, HAIPUMED:
IIpunoxenue: 1. CripaBka o... Ha 3 1. B 2 3K3.

2. IIpoexr... Ha 8 1. B 3 7K3.
[TpunoxeHus K pacHoOpsIAUTENBHBIM JIOKYyMEHTaM COJepXkaT B NPaBOM BEpXHEM YTy IEpPBOIO
JMCTa OTMETKY C YKa3aHUEM JIOKYMEHTa, ero JaThl 1 HOMepa.



Hamnpumep: [Ipunoxenue k npuka3y YmpapieHus oopa3oBanueM... No  oT...

Ecnu npunnosxeHus COpOIIIOpOBaHbI, KOJIMUYECTBO JTUCTOB B HUX HE YKA3bIBACTCS.

3.2.10. OrmeTka 00 HMCHOJHEHHHM TOKYMEHTAa W HAIPaBJICHUH €r0 B JCJI0 BKIIIOYAET: KPaTKHe
CBEICHHUSI 00 WCIIOJTHCHHH, €CJIM OTCYTCTBYET JOKYMEHT, CBUICTEILCTBYIOMIMIA 00 HCIIOJTHEHUH,
WM, HAJIUYUU TaKOro JIOKyMEHTa, CChUIKY Ha €ro JaTy U HOMEpP; OTMETKY «[eJ0» HOMEp Jiena, B
KOTOPOM OyJI€T XpaHUTHCS JIOKYMEHT; 1aTy, MOJMUCh UCIIOTHUTEIIS.

4. Opranusanusi J0KyMeHTO000pOTa M MCIIOJTHEHNEe IOKYMEHTOB

4.1. Opranu3anus J10KyMEeHTO000poTa.

4.1.1. JIBwkeHHE IOKYMEHTOB B YUPEKICHMM C MOMEHTAa HX CO3JaHUS WIH IOJIy4E€HHUS [0
3aBepILEHHs UCIIOJHEHUS WIIM OTIPAaBKU 00pa3yeT JOKYMEHTOO0O0pOT.

4.1.2. Tlopsimok MpOXOXKICHHUS TOKYMEHTOB U ONEpalyi, IPOU3BOJUMBIE C HUIMH B yUPEXKICHUH,
PErIaMeHTUPYIOTCS MHCTPYKLHMEH M0 JeIONPOM3BOJCTBY, MODKHOCTHBIMH HMHCTPYKLMSIMU HX
paboTHUKAM.

4.2. Opranu3anus J0CTaBKH JOKYMEHTOB.

4.2.1. JloctaBKa JOKyMEHTOB B YUPEKICHHUE OCYIIECTBISETCS, KaK IIPABHIIO, CPEACTBAMHU MOYTOBOU
U 3JICKTPOHHOH CBSI3H.

C momolIpI0 MOYTOBOW CBSA3M B IIKOJY JOCTaBISETCS MUCbMEHHAs KOPPECIOHACHILMS B BHUJE
IIPOCTBIX U PErUCTPUPYEMBIX ITUCEM, TOYTOBBIX KapTOUueK, OaHAeposel U MEJIKUX MTaKEeTOB, a TAKKE
IeYaTHbIC U3AAHMUSL.

4.2.2. Tlo kaHanaM 3JeKTPOHHOH CBS3M IOCTYIAIOT: TEJIErpaMMbl, Telle()OHOTpaMMBbl, COOOLICHUS
I10 3JIEKTPOHHOM I0YTE.

4.3. Ilpuem, 06paboTka u pacnpezesieHue MOCTYMAIINUX TOKYMEHTOB.

4.3.1. IoKyMEHTBI, IOCTyNAIOUINE B YUPEKICHHE Ha OyMaKHbIX HOCUTENSAX, IPOXOAT IEPBUUHYIO
00paboTKy, NpeABAPUTEIBHOE PACCMOTPEHHUE, PEruCTPALUIO, PACCMOTPEHUE DPYKOBOJACTBOM U
JOCTaBJISIIOTCS UCTIOJTHUTEIISIM.

ITpuem u nepBuyHast 00paboTKa JOKYMEHTOB OCYILIECTBIISIETCS CEKPETAPEM.

KoHBepTbl ¢ JOKYMEHTaMU BCKPBIBAIOTCS (32 MCKJIFOUEHHUEM KOHBEPTOB C IOMETKOHN <«JIMYHOY),
IIPOBEPSAETCS MPABUIBHOCTh IOCTABKHU, 1IEIOCTHOCTh YIAKOBKH JOKYMEHTOB.

Ha nonyyeHHOM JOKYMEHTE B IIPaBOM HIDKHEM YTJIy IIPOCTAaBIISIETCS PETUCTPALIMOHHBIN HOMED.
4.3.2. JloKyMeHTbI, aJpecOBaHHBbIE JUPEKTOPY, a TakkKe Oe3 yKa3aHHs KOHKPETHOIO JIHUIIa,
MIpe/IBAPUTENILHO PaCCMaTPUBAIOTCS CEKPETapEM, 3aTE€M HAMpPaBIISIOTCS PYKOBOCTBY.
IIpenBapuTenbHOE  pacCMOTPEHME  JOKYMEHTOB IIPOBOAMUTCA C  ILEJIBIO  PacHpelelICHUs
MOCTYNUBLIMX JOKYMEHTOB Ha TpeOylolue o00s3aTelbHOI0 PacCMOTPEHUS PYKOBOJCTBOM U
HanpasisieMble HEMOCPECTBEHHO OTBETCTBEHHBIM HCIIOTHUTEISIM.

[IpenBapuTenbHOE pPAacCMOTPEHUE OCYIIECTBISETCS HMCXOAsl M3 OLIGHKM MX COJIEpKaHMs, Ha
OCHOBAHUU YCTaHOBJIEHHOTO B OPTaHU3aIMH pacIlpeesieH!s] 00s13aHHOCTEH.

be3 nmpenBapuTenbHOro pacCMOTPEHMSI MEPENAIOTCs M0 Ha3HAUYEHUIO JOKYMEHTHI, aJpecOoBaHHbIE
HEMOCPECTBEHHO JOHKHOCTHBIM JIMIIAM.

PaccMoTpeHHBIE pYyKOBOJICTBOM JOKYMEHTHI BO3BpAIAlOTCSl CEKpeTapio U Jajee JOKYMEHT
IIEpPEIaeTCs Ha UCIIOJIHEHUE.

[TonnuHHNK JOKyMEHTA MOTy4YaeT OTBETCTBEHHbBIN UCIIOIHUTED.

4.3.3.IlocTynuBIre TeaerpaMMbl IPUHUMAIOTCS [IOJ1 PACIIUCKY C MPOCTABIEHUEM J1aThl U BPEMEHHU
IpHeMa, PErucTpUpPyIOTCS IO TeM K€ IMpaBUiaM, YTO W IKCbMa, a 3aTeM IepeJaloTcs Ha
paccMOTpEHHE PYKOBOJCTBY U UCIIOJHEHHME.

TexcT moctynuBLieil TenepoHorpaMMbl 3alIMCHIBAETCS MOTyYaTesleM Ha CHEelMalbHOM OJIaHKe WIIn
B )KYpHaJIE U ONIEPaTHUBHO NEPENAETCS PyKOBOIUTEINIO, KOTOPOMY OHA apECOBaHa.

4.3.4. Tloctymaromie OpPUTHHAIBI JIOKYMEHTOB C JJICKTPOHHOW KONMHEW JIOJDKHBI HMMETh
COINIPOBOJUTENIBHOE MHUCbMO. TEKCT KONMM HAa MAarHUTHOM HOCHUTENE JOJDKEH COOTBETCTBOBATH
TEKCTY OpUTHHAaIA.

4.4. Opranusanust 00pabOTKH U Mepeiaun OTIIPABIIAEMBIX JOKYMEHTOB.

4.4.1. loxyMeHTsI, oTipasisieMmble PYO, nepenaroTcst HO4TOBOM U 3JIEKTPOHHOM CBS3bIO.



OOpaboTka JOKYMEHTOB Uil OTIPABKH ITOYTOBOW CBSI3bIO OCYIIECTBIISIETCA CEKpeTapeM B
cooTBeTCcTBUU C [IpaBuinamu okazaHus yCciayr MOYTOBOM CBS3H.

JIOKYMEHTBI ISl OTIPAaBKU MEPENAIOTCs MOJHOCTbIO O(POPMIIEHHBIMH, 3apETUCTPUPOBAHHBIMHU, C
YKa3aHHEM IIOYTOBOIO aJjpeca WK C YKa3aHUEM HA PaCcChUIKY.

JIOKYMEHTBI, TMOAJIeXKAIMe OTIPABKe, OJDKHBI 00pabaThIBaThCS W OTIPABIATHCS B JEHb HUX
MO/INMCAHUS WIN HE TI03]THEE CIEAYIOMIEro pabouero aHsl.

Jlocbllka WM 3aMeHa pa30ClIiaHHOTO paHee JIOKYMEHTa OCYIIECTBISIETCS IO yKa3aHWIO JIUIIA,
MIOJNKCABLIETO IOKYMEHT, UM PYKOBOJIUTEIS yIIPABICHUs JieinaMu (0OLIEero OTAesNa).

4.4.2. C moMomipio CpeCTB IJICKTPOHHOM CBSI3M OCYIIECTBISETCS Mepenada HHGOpMaIud B BUIC
TeJerpaMM, TelieTainorpamm, hakcorpamm, TereoHOrpaMMm, HIEKTPOHHBIX COOOIICHUH.

4.43. TenerpamMmmbl OPUHUMAIOTCS ~ CEKpPETapeM  3aBU3UPOBAHHBIMHU,  IOANHMCAHHBIMH,
JATUPOBAHHBIMH U 3aPETUCTPUPOBAHHBIMU, C OTMETKOMN O KATETOPUH U BUE OTIPABICHUS.
OtnpaBka TenerpaMM OCYUIECTBIIsIETCS B cooTBeTcTBUM ¢ [IpaBmiamu mpenocTaBiIeHHUS YCIyT
TenerpadHON CBS3M, YTBEPKIEHHBIMU MOcTaHOBIeHUEM [IpaBurenscTBa Poccuiickoit denepammu
or 28.08.97 Ne 1108 (CoOpanue 3akoHomarenbctBa Poccuiickoit ®denmepanmm. 1997. Ne37.
Cr.4299).

4.4.4. Tlepenaua nndopmManuu ¢ TOMOMIbIO TelePOHOTpaAaMM OCYIIECTBISECTCS YCTHO MO KaHaJIaM
TeIePOHHON CBS3U U PETHCTPUPYETCS IMOTydaTeIIeM.

4.5. Ilopsaok MPOXOKICHHUS BHYTPEHHUX JOKYMEHTOB.

4.5.1. IlpoxoxkeHre BHYTPCHHUX JOKYMEHTOB Ha dTanax MX MOJATOTOBKU M OOPMIICHUS TOJDKHO
COOTBETCTBOBATh IPOXOXKJIECHUIO OTHPABIsSEMBIX JOKYMEHTOB, a Ha »JTale MWCIOIHeHUS —
MOCTYMAIOIIUX IOKYMEHTOB.

4.5.2. OdbopMieHHbIE JOKYMEHTHI NIEPEIAI0TCs Ha TOIUCH PYKOBOJICTBY B COOTBETCTBHH C ITPABOM
MOAMKICH JJOKYMEHTOB U pacripeieicHueM 00s13aHHOCTEH.

4.5.3. Konuu MoAnucaHHBIX PYKOBOAUTEIEM PACIOPSIAUTEIbHBIX JOKYMEHTOB B 00S3aTeIbHOM
MOPSIIKE PACCBUIAIOTCS B CTPYKTYPHBIC TMOApA3/CNCHUs, B BEICHUU KOTOPBIX HAXOIATCS
paccMaTpuBaeMble BOIIPOCHI.

4.5.4. Tlepenaua NOKYMEHTOB MEXKIY CTPYKTYPHBIMH TOJAPA3ACICHUSIMH OCYILIECTBISCTCS Yepe3
CeKpeTapsi WM JIMIA, OTBETCTBEHHBbIE 3a JAENONPOM3BOACTBO. JIOKYMEHTHI MepenaroTcsi ¢
COOTBETCTBYIOLIEH OTMETKOM B PK®.

4.6. Tlpuem u 00paboTKa ITOKYMEHTOB, MOCTYMAIOUIMX IO KaHalaM »JJIEKTPOHHOW MOYTHl W
(haKCUMUIILHOM CBSI3H.

4.6.1. DnekTpoHHAs TOYTa — OJIMH U3 KOMIIOHEHTOB CUCTEMBI aBTOMATH3allUU TOKYMEHTO000pOTa,
CPENICTBO JOCTABKH, OTIPABKA UHPOPMAILIUU U €€ TIepeIaun MEXIY MOIb30BaATEIISIMH.

4.6.2. DNEeKTpOHHBIE COOOIIEHUS, TOCHUIAEMBbIE TI0 IEKTPOHHOU MOYTEe, UCIIOTHSIOTCS aHAIOTUYHO
JIOKyMEHTaM Ha OYMa)KHBIX HOCHUTEIAX, NMPH HAJIWYUU OMpEAeSIEHHON crenuduku B Mmporecce
WCIIOJTHEHMUS.

4.6.3. OtnpaBuTENb AJIEKTPOHHOT'O COOOIIEHUS 3allyCKaeT MporpaMMmy OTIPABKHU MOYTHI U CO3/1aeT
(aiin cooOuieHus, yKa3bIBaeT €ro UM, 1aTy U Bpems oTmpaBku. CooOIIEeHHS MOKHO BBOAWTH U
peIaKkTUPOBATh C TOMOIIBI0O TEKCTOBBIX PENAKTOPOB. DJIEKTPOHHBIE COOOIIEHUS TEPENaroTCs
aJpecaraM B COOTBETCTBHUHM C YKA3aTEJIEM Ha PACCHUIKY.

Anpecat noy4yaeT u3o0paxkeHue TOKyMEHTa Ha dKpaHe KOMITBIOTEPA, a 3aTeM paclieuaThIBaeT €ro
Ha OyMa)kKHBIN HOCUTEIb.

Kaxxnmomy a0oHEHTYy B JJIEKTPOHHOW TIOYTE BBIACIACTCS WHIWBUAYaJTbHBIA TOYTOBBIM SIIHUK
(obmacte mamsTu IBM), koTopoMy TpHcBauBaeTCs KOJ MOJIB30BaTENs, U OOMEH 3JIEKTPOHHBIMU
COOOMICHUSIMU OCYIIIECTBIISIETCS U€PE3 ITH MOUTOBBIE STIUKH.

4.6.4 Tlpu HAMUYUKM DJIEKTPOHHOW IMOYTHI JOKYMEHTHI 00pabaThIBAIOTCS M WUCHOJHSIOTCS TpU
MTOMOIIM aBTOMAaTHU3UPOBAHHOW peructpanuu. OTOpaBUTENI0 HEOOXOIWMO TOCTAaBUTH OTMETKY
«COOTBETCTBYET OPUTHUHATY.

4.6.5. Tlpu mepemaye W mpueMe TEKCTOB CIYXKEOHBIX JIOKYMEHTOB 1O KaHaJIaM (aKCHMUILHOM
CBSI3M HEOOXOIMMO PYKOBOJICTBOBATHCS CASAYIOUTUMU TPEOOBAHUIMH:




- 00BeM mepe1aBaeMoro JOKyMeHTa (TeKCTa, CXeMBbI, TpadyuuecKoro n300paXeHus), BHITIOJTHEHHOTO
Ha Oymare opmara A4 yepHBIM IIBETOM, HE JIOJKEH MPEBHIIIATE MSTH JIMCTOB;

- JIOKYMEHT Ui Mepelayu Mo KaHalny (pPakCUMHIBHOM CBSI3M CIIAeTCsl C 3asiBKOM yCTaHOBJIECHHOIO
o0pa3iua, MOANUCAaHHON PYKOBOAUTENIEM MOApa3eNeH . 3asBKH XPaHATCS B TEUEHHE OJHOTO ro/ia;
- OTBETCTBEHHOCTh 3a COJIep)KaHuE IepeaaBaeMod HHQPOpPMAIMM BO3JAraeTcsi Ha HCIIOIHHUTEIS,
[IOATOTOBUBIIETO IOKYMEHT K IIepeaye, U PyKOBOAUTENS COOTBETCTBYIOIIEIO NOApa3Ie/ICHUS;

- (pakcorpamMmbl Ha MHOCTPAHHBIX fA3BbIKaX OTMPABJISAIOTCS MPU HAJMYUU NEPEBOA, 3aBEPEHHOTO
JIMIIOM, MTOJMUCABIIUM (PaKCOrpamMMy;

- 3ampeniaercs rneperaBaTth TEKCT JOKYMEHTOB ¢ TOMETKOU « /{7151 ciry’keGHOTr0 MOIb30BaHUSD;

- NOANEXAIIMKA TMepefade JOKYMEHT YUYUTHIBACTCA B JKypHAJle YCTAHOBICHHOH (DOPMBIL
[TonnuHHUKK TOKYMEHTOB IOCIIE Mepeadyn BO3BPALIAIOTCS UCIIOHUTENSAM C OTMETKOM O BpeMEHHU
OTMPABKY;

- IOCTyNuBIIHE (aKcorpaMMbl YUYUTBHIBAIOTCS B JKypHaje YCTaHOBIIEHHOW Qopmbl 6e3
IIPOCTABJIEHMsI PErMCTPAL[MOHHOIO IITaMIla, IEpefaroTcsl ajpecaraM I10J PacHUCKy B JEHb HX
npreMa, CpOYHbIE —HEMEJIEHHO;

- (hakcorpaMMbl Ha HHOCTPAHHBIX S3bIKAX JOCTABIISIOTCS aapecaTy 6e3 mepeBoaa.

4.7. Y4er KoJInuecTBa JOKYMEHTOB.

4.7.1. Yder KoauuecTBa JOKYMEHTOB 3a OIPEAEICHHBIN EPUO BPEMEHU (01, MecsLl) MIPOBOANUTCS
no PK® cekperapem.

4.7.2. 3a equHMIly ydeTa KOJUYECTBA JTOKYMEHTA MPUHUMAETCS caM JIOKYMEHT, 0e3 ydeTa KOIHA,
CO3/1aBa€MbIX MPH MEYATAHUH U PA3MHOKEHUH.

VY4er KoaruecTBa JOKYMEHTOB MOKET IPOBOAUTHCS 110 KAJIEHJAPHOMY I'OJly B LIEJIOM.
[Toctynaromye u co3garonme JOKYMEHTHI TOACUYUTHIBAIOTCS OTACTBHO.

HToroBeie MaHHBIC TOJACYETa NPEIACTABISIOTCS B TabmuaHou ¢opme. [lo kaxkmou rpyre
YUUTBHIBACTCS KOJIMYECTBO JOKYMEHTOB W OTAEIBHO WX TUPAXK (LUQPHI MPOCTABISIOTCS 4Yepe3
KOCYI0 YepTy WIH B OT/EIbHBIX rpadax).

4.8. PaboTa ucronHuTeNel ¢ JOKyMEHTaMH.

4.8.1. PykoBomuTenu CTPYKTypHbIX moapazaeneHuit OV  olecneyuBaOT  OnepaTUBHOE
paccMOTpeHHEe TOKYMEHTOB, JOBEJICHUE UX /10 UCIOJHUTENEH B JIEHb MOCTYIUICHUS, KOHTPOIb 3a
KaueCTBEHHBIM UCIIOJHEHUEM JIOKYMEHTOB 110 CYILIECTBY BOIIpOCA.

4.8.2. Ilpn paccMOTpeHMM IOKYMEHTOB PYKOBOAMTEIb IOAPA3JEICHUS BBIIEISIET JAOKYMEHTHI,
TPeOYIOIINE CPOYHOTO UCTIOTHEHUSI.

CpouHble JOKYMEHTHI IIEPENAIOTCA HEMEAJIEHHO.

[Ipn HEOOXOAMMOCTH Pa3MHOKEHUSI JOKYMEHTA WM IPYTUX 33/€PKKaX HCIIOTHUTEIIO MepeaaeTcs
pEerucTpalroHHas KapTo4Ka MM UCTIONb3yeTcs hHas (hopma ero uHGOPMUPOBAHHUS.

4.8.3. UcnonHeHnne NOKyMEHTa MpeaycMaTpuBaeT: coop 1 o0paboTKy HE0OX0auMOM HHPOpMAIIHH,
MOJrOTOBKY TMpOEKTa JIOKYMEHTa; ero oQopMmieHHe, TMpeiCTaBlIeHUe Ha MOJIHCAHUE
(yrBepxkaeHue) pykoBoAcTBOM OV uIM pyKOBOAUTEISIMH CTPYKTYPHBIX IOJpa3/eiIeHUH,
IIOATOTOBKY K IIEPECBUIKE apecary.

Wcnonuutens onpenensier HEOOXOAWMOE KOJIWYECTBO SK3EMIUIIPOB JOKYMEHTa, IepeaaeT
JOKYMEHT Ha TUpaxupoBaHue. Ha nokyMmeHT, paccbuiaeMmblii Oosee 4yeM B 4EThIpe ajpeca,
WCIIOJIHUTEINb TOTOBUT YKa3aTellb Ha PacChUIKY.

4.8.4. Ilpu omepaTMBHOM pELIEHUU BOIPOCOB 0€3 COCTABJIEHUS JIOTOJHUTENIBHBIX JOKYMEHTOB
WCIIOJIHUTEIb JIelaeT OTMETKH Ha JIOKyMEHTE: O JaTe MOCTYIUIeHHs (eciau oOpa3oBalicsi HHTEpBa
BPEMEHM MEXAY IIOCTYIUIEHHEM JIOKYMEHTa U €ro JIOCTaBKOM HCIIOJIHUTENI0), O JaTax
MIPOMEXYTOUYHOT'O MCIIOJHEHHUs (3ampoc CBeJeHUM, TeleQoHHbIE MEperoBopsl M T.A.), O JaTe U
pe3ysbTaTax OKOHYATEIbHOIO UCIIOJHEHUS.

Bce ormeTku pazMeniaroTcsi Ha CBOOOJHBIX OT TEKCTa MECTax.

4.8.5. Ilpn HaMM4YMKM OTBETCTBEHHOT'O HMCIIOJIHMTENS BCE OCTAJIbHBIE UCIIOJHUTEIN OTBETCTBEHHBIE
3a CBOEBPEMEHHBIH M Ka4eCTBEHHbIH aHaJIW3 MH(OpPMALMM U MPEACTaBICHHE OTBETCTBEHHOMY
WCTIOJHUTENIO B YCTAHOBIJIEHHBIE MM CPOKHM HEOOXOJIUMBIX MAaTepUaloB (TMIPOEKTOB JOKYMEHTOB,
CIIPaBOK, CBEJICHUH U T.1I.).



OTBETCTBEHHBI HCIIOJIHUTENb HECET TePCOHANBHYI0 OTBETCTBEHHOCTh 3a TOJHOTY U
JOCTOBEPHOCTHh HH(POPMAIIHH, UCTIOIB30BAHHOM MPH MOATOTOBKE TOKYMEHTA.

4.9. PaboTa ¢ 0OpaleHussMH 1 3aITpOCaMH JICITyTaTOB.

4.9.1. IloaroTroBKa 1 HaNpaBJIeHUE OTBETOB HA OOPALICHHUS, U 3AIPOCHI IEMYyTATOB PA3HBIX YPOBHEH
ocymecTisiercs OY B COOTBETCTBUHU € 3aKOHOJATENbCTBOM Poccuiickoit denepauuu o craryce
JernyTaTa.

4.9.2. B kauecTBe OOpalleHHs M 3alpoca paccMaTpUBAETCA MHCHbMO, HAlMCaHHOE Ha OlaHKe
JienyTaTa, UMEIollee OAIUCH JIeNyTaTa U Aaty.

[Ipn oOpamenuu paenyTata JODKHOCTHBIE JUIa Oe3oTiarareabHO (a HpU HEOOXOIMMOCTH
MOJTyYeHHS JOTIOJIHUTEIBHBIX MaTepualioB — He mo3aHee 30 qHel co THS MOMy4eHus: oOparieHus
WIM B MHOW COTJIACOBAHHBIN C MHHMIIMATOPOM 3allpoca CPOK) JArOT OTBET Ha 3TO OOpalleHue u
MPEACTABIISIOT 3alpallliBaeMble TOKYMEHTBI WM CBeIeHUS. [Ipr 3TOM JOKYMEHTHI, COCTABJISIFOIINE
roCy/IapCTBEHHYIO TaliHy, MPEAOCTABISIOTCS B MOPSJIKE, YCTAHOBICHHOM (pe/iepalibHbIM 3aKOHOM O
roCyJapCTBEHHOM TailHe.

493. B ciyyae HEoOXOOUMOCTH TPOBEICHHS B CBSI3M C OOpalleHHMEeM WIH 3alpocoM
JOTIOJTHUTEIBHON MPOBEPKH WJIM JIOTIOJHUTENIFHOTO HM3YyYCHHsS KaKHUX-THOO BOIPOCOB CIEAyeT
COO0IIUTH 00 ATOM aBTOPY OOpAaIIeHUs UIIH 3apoca B TPEXTHEBHBIN CPOK CO IHS €ro MOTyUeHHsI.
4.9.4. Tlpuem, oOpaboTka W HampaBlIcHUE MOCTYHAIOMIMX OOpANICHWA M 3alpPOCOB JIEMyTATOB
OCYIIECTBIISIETCS CEKpeTapeM B COOTBETCTBUU C YCTAHOBIEHHBIM TOPSAKOM paboOThl ¢
MOCTYMAOIIUMHU JOKYMEHTaMHU.

4.9.5. B crpykrypHbix monpazaeneHusx OY mo oOpamieHusM M 3ampocamM B COOTBETCTBHU C
YKa3aHUSAMH PYKOBOJICTBA ONEPATHUBHO T'OTOBSITCS MPOEKTHI OTBETOB, 4 B HEOOXOIUMBIX CIIy4asx
MIPOEKTHI MOPYUYEHUI COOTBETCTBYIOLIUM OPTaHU3ALIUSIM.

4.9.6. O6parieHus 1 3ampockl ACMyTaTOB U JOKYMEHTHI [0 UX PACCMOTPEHHIO (POPMHPYIOT B /iea B
COOTBETCTBUH C HOMEHKJIATYPOH Jedl.

4.9.7. B OY aHamu3upylOT KOJIMYECTBO M XapakTep OOpamieHWid ¥ JCIMyTaTCKUX 3alpoCOB
UH()OPMHUPYIOT 00 3TOM PYKOBOJICTBO.

5. IlonckoBasi cucTemMa 10 JOKyMeHTaM

5.1. Peructpanus JOKyMEHTOB.

5.1.1. OcHOBO# MOCTPOEHUSI MOUCKOBBIX CHUCTEM SBISETCS PErHCTpallusi JOKYMEHTOB — 3alllCh
YYETHBIX JaHHBIX O JOKYMEHTE MO yCTaHOBJEHHOM (opMme, ¢pukcupymomas (akT ero co3gaHus,
OTIIPaBJICHUSI UJIU TTOTYYECHHUS.

5.1.2. Perucrpanuu momsiexxaT BCe JOKYMEHTHI, TpeOYIOIIUE ydeTa, UCIOIHEHHUS B CHPAaBOYHBIX
LESIX.

Peructpupyrorcss JOKYMEHTBI, OCTyHalOIIME U3 APYTUX OpPraHu3aluii U oT (U3HYECKUX JIUL, a
TaK)K€ CO3/1aBaEMbI€ — BHYTPEHHUE U OTIPABIIIEMBIE.

JIOKYMEHTBI PErUCTPUPYIOTCS] HE3aBUCUMO OT CIIoco0a UX JOCTaBKH, EpeJaun UIH CO3/IaHusl.
5.1.3. JIoKyMEHTBl PpErucTpUpYIOTCS OAMH pa3: IMOCTyNallMe — B J€Hb MOCTYIJICHHMS,
cO3/1aBaeMble — B J€Hb IOJANUCAHUS WU yTBepxkaeHus. Ilpu mepenade nokymeHTa U3 OJIHOTO
MIO/Ipa3JIENIEHUs B PYyTrO€ OH IOBTOPHO, KaK IIPaBUJIO, HE PETUCTPUPYETCS.

5.1.4. Peructpanusi 10KyMEHTOB MPOU3BOAUTCS CEKPETApeM B Mpezesiax TPy, B 3aBUCUMOCTH OT
Ha3BaHMsI BUJIa JOKYMEHTA, aBTOPa U COJAEPIKAHUS.

JIOKyMEeHTBI, TepelaBaeMble WM TMpPUHHMaeMble MO KaHajlaM (PakCUMHJIBHON  CBS3H,
PETUCTPUPYIOTCS CEKPETAPEM.

5.1.5. loxymenTsl peructpupytorcs B PK® — TpaquiioHHBIX WK 3JIEKTPOHHBIX KapTOUKaXx.

5.1.6. PerucrpanioHHbIN HOMEp TOKyMEHTa COCTOUT U3 MOPSIKOBOIO HOMEpa, KOTOPBIH UCXOs U3
nHpopMalMoHHbIX moTpedHocTelt OY, MoXeT MONoJHAThCS OyKBEHHBIM WM LU(PPOBBIM
UHJEKCOM CTPYKTYPHOIO IOJpa3JeJICHUs, HWHAEKCOM Jejla 10 HOMEHKJIAType [el, KOAOM
JOKYMEHTa M0 KJaccu(puKaTopy KOPpPECIOHAEHTOB, ucnoiaHuTened u nap. CocTaBHble 4YacTu
PETUCTPALIMOHHOTO HOMEPA OTAEISAIOTCS APYT OT Apyra KOCOM 4epToil.



5.1.7. s goctmxenust UHQOPMAIMOHHOW COBMECTUMOCTH PETUCTPAIIMOHHBIX JTAHHBIX U CO3JIaHUS
IIOMCKOBBIX CHCTEM YCTAaHABIMBAETCS CJAEAYIONUMN COCTaB OCHOBHBIX PEKBU3UTOB PETUCTPALIUU:

- HAaMMEHOBaHHe OpraHu3aluu (aBTOpa Ui KOPPECTIOHACHTA);

- HAMMEHOBAaHME BUJ1a JOKYMEHTA;

- laTa U PEerucTPallMOHHBIA HOMEp JTOKYMEHTA,

- laTa U UHJEKC IOCTYIUICHUS;

- 3ar0JIOBOK K TEKCTY (KpaTKoe coiepKaHhe JOKYMEHTA);

- pe3outronys (MCIOJIHUTEND, COAEPKAHUE IOPYUEHUS, aBTOD, AaTa);

- CPOK HCIIOTHEHUSI TOKYMEHTA;

- OTMETKA 00 MCIOJIHEHUH JOKYMEHTA U HAIIPaBJIEHUHU €0 B JEJI0.

[IpaBuiia 3anonHeHus OCHOBHBIX pekBU3UTOB PK® npencTaBieHbl B IPUITIOKEHHH.

CocraB 00s3aTeabHBIX PEKBU3UTOB PETUCTPAIMK B 3aBUCUMOCTH OT XapakTepa JOKYMEHTa U 3a7a4
UCI0JIb30BaHUs WH(GOPMAIIUU MOKET JIONOJIHATHCS IPYTUMU PEKBU3UTAMHU:

- rpu¢ (mMoMeTKa) OrpaHUYEHUs JIOCTYTA K JOKYMEHTY;

- BHYTPEHHSISI ITepeaipecalysi JOKyMEHTOB [0 UCHOTHUTEISM;

- KOJI [T0 TeMaTU4YecKoMy Kilaccuukaropy;

- KJIFOUEBHIE CIIOBA,

- KOJIMYECTBO JINCTOB JIOKYMEHTA;

- HaJIM4Ke MPHUII0KEHUH;

- TOJIKHOCTHOE JIUILI0, IOCTABUBIIEE JOKYMEHT HAa KOHTPOJIb;

- IPOMEKYTOUYHBIE CPOKU UCTIOTHEHHUS;

- IEPEHOC CPOKOB UCIIOJHEHUS;

- CPOK XpaHEHUS JOKYMEHTa;

- CTaTyC JOKYMEHTa(TPOEKT, BEpCcusl);

- BUJI IIepejauu JOKyMeHTa (Mo4YToM, (pakcoM U T.J.) U JIp.

5.1.8. Perucrpanus JOKyMEHTOB-OTBETOB ocymecTBisieTcs B PK® WHUIMAaTHBHBIX TOKYMEHTOB.
JIOKYMEHTY-OTBETY MpHCBAaMBACTCsl TMOPSAKOBBIA HOMEp B MpefelaX COOTBETCTBYIOIIETO
PErucTpaliMOHHOrO MacCUBA.

5.2. Opranu3zanus MOMCKOBOW CUCTEMBI IO JJOKYMEHTaM.

5.2.1./1na obecnieuenusi 3¢(HEKTUBHOTO MCIIOIB30BAaHMS MHPOPMALMU MIPU TMPUHSATHHA PEIICHUN B
OY MoeT OBbITh CO3/1aHa MOMCKOBAsi CUCTEMA MO0 JOKYMEHTaM.

5.2.2. Undopmanust o AOKyMEHTax, MOITy4eHHAs. IPU UX PErucTpaliu, MOCTYMaeT B MOMUCKOBYIO
cucTeMy, KOTopasi BKIIOYaeT B ce0sl KAPTOTEKHU M KilacCU(UKALMOHHbIE CITPABOYHUKH.

5.2.3. Tlpu TpaguiMOHHOM KapTOYHOM pEeTrHCTpalvu IevyaTaeTcss Heooxoaumoe KoaudecTBo PKD,
KOTOPBIE MOTYT COCTaBIISATh CJEIYIOIIME KAPTOTEKHU: CIPABOYHBIE (110 KOPPECHOHIEHTaM, BUAAM
JIOKYMEHTOB, aBTOpaM JIOKyMEHTa U Jp.), KOHTPOJBHO-CIIPaBOYHBIEC, KOAW(DUKAIIMOHHBIE, IO
oOpallleHUsIM TpakaaH, aipaBUTHBIE U APYTUE B 3aBUCUMOCTH OT 33/1a4 MOKCKa HH(OPMAIHH.
5.24. DddexTuBHOCTE pabOThI MMOUCKOBOW CHCTEMBI JIOCTHTACTCS TYTEM Pa3paboTKH
KJ1acCH()UKALMOHHBIX CIIPABOYHUKOB:

- KJ1accu(uKaTopa BUJIOB IOKYMEHTA;

- KJ1accu(ukaTropa KOppeCIOHICHTOB;

- KJ1accu(pUKaTopa pe30IIOLN;

- KJ1Taccu(ukaTopa HCIOIHUTENEH;

- Ki1accu(uKaTopa pe3yJbTaTOB UCIIOIHEHUS JOKYMEHTOB;

- HOMEHKJIaTypBbI JIeI.

[TomMrMO mepeyuciieHHbIX, B KOHKPETHON MOWCKOBOI cHCTeMEe MOTYT HCIOJIb30BaThCs U ApyTue
KJ1accu()UKaTOphl B 3aBUCIMOCTH OT MOTPeOHOCTEH BBOA U MOMCKA IOKYyMEHTOB U MH(OpMAIIH.
5.2.5. B aBTOMaTHM3MpOBaHHBIX MOWCKOBBIX MAaCCHBAaX TIOMCK KOHKPETHOTO JOKYMEHTa WU
NOJOOPKH MaTepHalloB OCYIIECTBIAETCS MO arpulyram (Ha3BaHUIO, BUIY JOKYMEHTa, JaTe
MPUHATHS, HOMEPY JOKYMEHTa W T.M.) WIW IO KOHTEKCTy (To JroboMy cioBy uiu (pase,
cojiepKalieiics B MxCKOMOM JIOKYMEHTE).

[TonckoBBIi 3a1IpoC MOKET COAEPKATh JIFOOYI0 KOMOMHALINIO aTpUOYTOB U JIEMEHTOB TEKCTA.




5.2.6. IlonckoBBIE CHCTEMBI JOJDKHBI 00ecreunBaTh MOUCK MHMopMaiuu o aestenbHoctn OV, He
OTHECEHHOM K TOCYIapCTBEHHOM TailHE WM CIIy)KeOHOM HH(pOpPMAIMK OrpaHUYEHHOTO
pacrpocTpaHeHMs, pabOTHUKAaM oOpraHa yopaBjieHHs OOpa30BaHUEM, HHBIM T'OCYJapCTBEHHBIM
opraHam, OpraHu3anusM, (GU3NIeCKUM JIHLAM.

5.2.7. Tlopsnok NOIy4YeHHs I0JIb30BaTeIeM HMH(DOpPMALUK OIpelessseT OpraH yNpaBJIEHUS
o0pa3oBaHMEM Kak COOCTBEHHUK WM BIiajenen] HH()OPMAIMOHHBIX PECypcoB Ha OCHOBE
TpeOOBaHUI 3aKOHO/IATEIILCTBA.

5.2.8. TlopsiioK 3amUThl U IOCTYyNA K CIy)eOHOW MH(OpMAIMK OrpaHUYEHHOTO PacCIpOCTPAHEHUS
OIlpeNiesIAeTCsl OpraHaMM yIpaBleHUs oOOpa3oBaHMEM B Ipelenax HX KOMIIETEeHLHH JHO0
HETNOCPEJCTBEHHO COOCTBEHHUKOM HH(OPMAINH, B COOTBETCTBHH C 3aKOHOJATEIHCTBOM.

6. KoHTpOJIb HCTIOJTHEHHSI TOKYMEHTOB

6.1. Opranuzarusi KOHTPOJIS UCIIOJTHEHHUS.

6.2. KoHTponb HCHONHEHHS BKJIIOYAET B CeOsl: MOCTAHOBKY Ha KOHTPOJIb, MPEIBAPUTEIHHYIO
MIPOBEPKY U PETYJIUPOBAHUE XOJa HCIIOJIHEHUS, CHATUE C KOHTPOJIS, HAMpPaBlIEHUE UCIIOTHEHHOIO
JOKYMEHTa B JIeJI0, y4eT, 0000IIeHre M aHalIu3 XOJa W Pe3yJIbTaTOB HCIIOJHEHUS TOKYMEHTOB,
nH()OPMHUPOBAHHE PYKOBOAMUTENEH B IENAX CBOEBPEMEHHOTO W KAaueCTBEHHOTO HCIIOJIHEHUS
MOpy4YeHUH, 3a)UKCUPOBAHHBIX B IOKYMCHTAX.

6.3. KonTpomio mojjexxaT Bce 3aperUCTPUPOBAHHBIC JTOKYMEHTHI, TPeOyIOIINe HCIIOIHEHUS,
MepeueHb KOTOPBIX YTBEPIKIACTCS PyKOBOIUTEIIEM OpTraHa yIpaBIeHUSI 00pa30BaHUEM.

[Ipn mocTaHOBKE TOKYMEHTa Ha KOHTPOJb Ha JIEBOM TMOJ€ JOKYMEHTa JeNaeTcsi OTMETKa O
KOHTpoJIE, KOTOpYyto OykBOi «K» mim ciioBom (mmrammnom) «KoHTpOIbY.

6.4. KonTpoub HCOMHEeHHs 00eceunBaeT PyKOBOUTENb OpraHa yIpaBieHus 00pa3oBaHUEM U T10
€ro MOPYYECHUIO CEKPETaph, KOTOPBIM OCYIIECTBISAET YUET KOHTPOJIUPYEMBIX JOKYMEHTOB, a TAaKKe
X0JIa ¥ COCTOSIHUS UX UCIIOJIHEHUS.

KoHTpoib HCHONHEHUs JTOKYMEHTOB IO CYILIECTBY BOIPOCAa OCYLIECTBIISIIOT PYKOBOJIUTEIH
CTPYKTYPHBIX MOJIpa3iefieHUui oprana ynpaBjieHHs 00pa30BaHUEM.

6.5. KoHTpob UCTIOTHEHNS TOKYMEHTOB CTPOUTCS Ha 0a3¢ pEeruCcTPalliOHHBIX JaHHBIX.
KonTponbHas KapToTeka CHUCTEeMAaTH3UpPYETCsl 1O CpOKaM HCIOJIHEHHUS JIOKyMEHTOB, IIO
WCIIOTHUTEIISIM, TPYIIIIaM TOKYMEHTOB.

6.6. Cpoku HCIIOIHEHUS TOKYMEHTOB HCUHUCISIIOTCS B KaJCHIAPHBIX JHIX: MOCTYNUBIIMX HX
BBIIIIECTOSIIIIUX OPTraHOB TOCYJAApPCTBEHHOM BJIACTM M BHYTPEHHUX — C JaThl TOJANMCAHUS
(yTBepkIeHUs1) JOKYMEHTa, a IMOCTYMHUBIIUX M3 JPYTHX OPraHOB YIpaBlIeHUs 00pa3oBaHUEM,
OpraHM3aluii, a Takxke oOpaIleHni rpaXaaH — C JaThl UX MOCTYIIJICHUS.

CpokH  UCHOJHEHHS JOKYMEHTOB OIPENENSIOTCA  PYKOBOJMUTENEM MCXOAsS M3  CpOKa,
YCTAHOBJICHHOTO OpraHu3allieli, HalpaBUBIIEH JOKYMEHT, WJIH CPOKOB, YCTaHOBJICHHBIX
3aKOHO/IaTE€IBCTBOM.

JIOKYMEHTBI [To/11eKaT UCIOJHEHUIO B CIIEYIOIINE CPOKHU:

- C KOHKPETHOM JJaTOM UCIOJHEHUS — B YKa3aHHBIA CPOK;

- 0e3 yka3zaHMs KOHKPETHOW J1aThl HWCIIOJTHEHHS, WMEIOIIHE B TEKCTE IMOMETKY «CpPOYHO» -
UCIIONTHSAETCS B 3-HEBHBIN CPOK;

- IMEIOIIME TTOMETKY «OTepaTUBHO» — B 10-THEBHBIN CPOK, OCTAJIBHBIE — B CPOK HE OOJIee MecsIa;

- 0 o0palleHusIM rpakaaH, nocTynuBMM B OY u TpeOyomuM JTONOTHUTEILHOTO U3YYeHUS U
MIPOBEPKH, - IO OJTHOTO MEcAlla CO JHS MX PErucTpaluy, 0 OCTAIbHBIM OOpalieHusiM — He Oolee
15 nuei.

Ecnm mocnegHuit 1eHB CpoKa WCIOMHEHHUS JOKYMEHTa MPUXOAWTCS HAa HepaOouyuid JeHb, TO
JOKYMEHT TO/JICKHUT HCIIOJHEHUIO HE TMO3JHee pabodero IHs, MPealIecTBYIOIIEro Hepabouemy
JTHIO.

Jlata ucromHeHUs yKa3bIBa€TCS B PE30IIONMU PYKOBOAUTENS U Ppukcupyetcs B PKO.

6.7. IIpu HEOOXOAMMOCTH U3MEHEHUS CPOKA UCTIOTHEHHS JIOKYMEHTA OTBETCTBEHHBIA UCTIOHUTEITb
MPEJICTaBIsIeT Ha WUMs PYKOBOJUTEINS, JABIIETO IMOPYYEHHE, MOTHBHPOBAHHYIO MPOCKOYy O €ro
MPOJICHUH HE MO3JAHeE 3 THEW 10 UCTEUEHUS ATOTO CPOKa.




O60 Bcex ciydasXx HW3MEHEHMsI CPOKa HCIOJHEHHUS IOKYMEHTOB OTBETCTBEHHBIM HCIOJHHUTENb
CBOEBpEeMEHHO MHGOPMHUPYET ceKpeTaps ais BHeceHus m3MeHeHWi B PK® (HOBBII cpok, marta
W3MEHEHUS, TIOJIIUCH).

6.8. B ciyyae WCHONHEHHS JIOKYMEHTa HECKOJIBKUMHU CTPYKTYPHBIMH TIOJpa3eICHUSIMU
MOJJIMHHUK JOKYMEHTA HAIMPAaBIIAETCSI OTBETCTBEHHOMY HCIIOJHUTENI0, OCTAJIbHBIE MCIOJIHUTEIN
[OJYyYAOT KOMUHU JOKYMEHTA.

6.9. Ilpu yxoze B OTIYCK, BBIOBITUM B KOMaHAMPOBKY, B Ciy4dae OOJIE3HH, YBOJBbHEHUS WIIU
nepeMenieHus: pabOTHUK, OTBETCTBEHHBIN 32 KOHTPOJIb HCIIOTHEHUS JOKYMEHTOB, 00sI3aH MepeaaTh
IpyromMy pabOTHHUKY 10 COIJIACOBAaHUIO C  HEMOCPEICTBEHHBIM PYKOBOJIUTEIEM  BCe
KOHTPOJIMPYEMBIE JOKYMEHTHI.

6.10. Ilpum mnepecbuike AOKyYMEHTa Ha HCIOJHEHHE B IMOABEIOMCTBEHHYIO OpraHHU3alUio C
MOCIEAYIOMUM HHPOPMHUPOBAHUEM O XOJI€¢ W pPe3yJbTaTaX HCIIOTHEHUS BMECTE C JIOKyYMEHTOM
MEPECHUIAIOTCS ABA HK3EMIUISIPA PErUCTPallMOHHON KapTouku. [locie ucnosHeHus oiuH 3K3eMILIp
KapTOUYKHU BO3BPALIAETCS C YKA3aHUEM JIaThl U COAEPKaHUS UCTIOJTHEHUS.

6.11. IlpoBepka Xo0Aa HCHOJHEHUS OCYIIECTBISETCS O HWCTEUYEHHUS CPOKOB HCIIOJIHEHUS
JIOKYMEHTOB.

6.12. CHsiTHE AOKYMEHTa C KOHTPOJS OCYUIECTBIISET PYKOBOJIUTENb WA MO €ro MOPYUYEHUIO
CEKpeTaph, CHATHE JOKYMEHTa ¢ KOHTPOJISI OOPMIISETCSI OTMETKOM 00 MCTIONHEHUHU JTOKYMEHTA U
HaIpaBJIEHUU €ro B JEN0: KpaTKue cBeJAeHHUs 00 MCIIONHEHWU MU CChLIKA Ha JIOKYMEHT (IaTa u
HOMEp), CBUJICTEIILCTBYIONINI 00 MCTIOJHEHUH; OTMETKA «B JICJIO», HOMED Jelia, B KOTOPOM OyieT
XpPaHUTBCS JIOKYMEHT;, JaTa; TMOJNUCHh HWCIOJHUTENIS WM PYKOBOJAUTENS CTPYKTYPHOIO
MOJpa3/IeJICHHs, B KOTOPOM UCIIOJHEH IOKYMEHT.

6.13. JIOKyMEeHT cuyuTaeTcsi HCIOJHEHHBIM M CHUMAETCsl C KOHTPOJS Mocie (HakTHYeCKOro
BBINIOJIHEHUSI MOPYYEHUH IO CYLIECTBY, JOKYMEHTHPOBAHHOI'O NOATBEPKACHUS HUCIOJHEHUS H
COOOIIIEHUs PEe3YyIbTATOB 3aMHTEPECOBAHHBIM OPTraHU3ALMSM U JIULIaM WM €CJIU B MPEICTaBICHHBIX
[0 HEMY MaTepuajax O BBIINOJHEHUU HE JAHO JONOJHUTEIBHBIX MOPYYEHUNW W MaTepUalibl HE
BO3BpAIICHHBI Ha TOPaOOTKY.

7. Opranu3anus 10KYMEeHTOB B 1€JI0NPOU3BOACTBE

7.1. Opranuzanusi JTOKyMEHTOB B JI€JIONPOU3BOJCTBE IPEJCTABISIET COOOM COBOKYIHOCTH BH/IOB
paboT, oOecreunBarOIUX COXPAaHHOCTb, Y4€T, CUCTEMaTH3alli0 JIOKYMEHTOB, (hOpPMUPOBAHUE U
odopmileHHE J1eT B JIEJONPOU3BOJICTBE M UX Mepeaady B apXUB B COOTBETCTBUHU C TPeOOBaHUSIMH,
YCTaHOBJICHHBIMU I'OCYAAPCTBEHHBIMU CTaHJApTaMHU Ha JIOKyMEHTBI, HOPMaTHBHO-METOANYECKUMHU
nokymentamu DenepanbHO apxuBHOM cioykObl Poccum, a Takke COOTBETCTBYIOIIMMH
HOPMAaTHUBHO-METOJMUYECKUMHU JOKYMEHTAMH 10 apXUBHOMY JI€NIy M JEJIONPOU3BOJCTBY apXUBHBIX
opranoB KupoBckoii o6actu.

OcCHOBHBIMU BHJIaMH pa0OT, 00eCleYMBAIOUIMMHM MPABUIbHYIO OpraHU3alMi0 JOKYMEHTOB B
JIeJIONPOU3BO/ICTBE, SBJISIOTCS COCTABIEHUE HOMEHKIIATYp /€] U POpMHUpPOBAHUE JIEI.

7.2. CocraBieHre HOMEHKIIATYP Je.

7.2.1. HomeHkmatypa Jien — CHCTEeMaTH3UPOBAaHHBIN NepeveHb 3arojioBKOB (HAUMEHOBAaHUI) e,
3aBOJIMMBIX B OpraHax YIpaBJeHHs o0Opa3oBaHMEM, C YKa3aHHEM CpPOKOB HX XpaHEHHS,
0(OpPMIIEHHBIH B YCTaHOBJIEHHOM HOPSJIKE.

Homenknarypa aen npeqHazHadeHa U1 OpraHU3aly IPYNIMPOBKHA HUCIOJHEHHBIX JOKYMEHTOB B
Jienia, CUCTEMAaTU3alluy U y4eTa Jell, ONpeAesieHUs] CPOKOB UX XpaHEHUsS U SIBJISETCS OCHOBOW IJif
COCTaBJICHHs OMMCEH JIe]l MOCTOSHHOTO M BpeMeHHOro (cBbiiie 10 jeT) XpaHeHus, a TakkKe A
ydeTa ie71 BpeMeHHOTO (10 10 JeT BKIIOUYUTENbHO) XpaHEHUSI.

7.2.2. Ilpu cocTaBieHMH HOMEHKJIATYphl JIeJl CIEeAyeT PYKOBOACTBOBATbCS MOJOKEHUSAMU O
YUpEeXKJIEHUH, IITATHBIM paclucaHueM, IUIaHaMU M OTYeTaMu O paboTe, MepeuHsIMU JOKYMEHTOB C
YKa3aHHEM CpPOKOB MX XpaHEHUs, HOMEHKJIATypaMu i€l 3a MpeAlecTBYone rojasl. M3yyatorces
JIOKYMEHTBI, 00pa3yroluecs B IeITEIbHOCTH OpraHa yIpaBlieHUs 00pa30BaHUEM, UX BUbI, COCTaB
U COJIEp/KaHueE.



7.2.3. Howmenknatypa nen TTOMHUCKHIBACTCS TUPEKTOPOM, COTJIACOBBIBACTCA IKCIEPTHOU
Komuccueit (nanee umenyercs K).

7.2.4. HomeHkiiaTypa JAen IiedaTaeTcss B HEOOXOAMMOM KOJIMYECTBE OJK3eMIUIsipoB. [lepBbiii
YTBEPKACHHBIN HK3EMIUIIP HOMEHKJIATypbl M€l SABJAETCS JOKYMEHTOM IIOCTOSIHHOIO CpOKa
XpaHeHus, BTopoi ucronb3yercs B OY B kauecTBe padodero, Tpetuii — B apxuse OV, 4eTBepThIil —
B apxuBe PYO.

7.2.5. Homenknarypa aen B KOHIIE KaXIOrO roja YTOUYHSIETCS, yTBEpXKIaeTcs M BBOIUTCS B
neiictBue ¢ | sHBaps CleIyroIIero roja.

7.2.6. Homenknarypa JAen COCTaBJISETCS M COIJIACOBBIBACTCS 3aHOBO B CIydyae KOPEHHBIX
M3MEHEHHUH (QYHKIMNA U CTPYKTYPBI YUPEIKACHUS.

7.2.7.Ha3zpanusMu pa3zenoB HOMEHKIATypel naen OV  aBiAOTCS Ha3BaHUSA CTPYKTYPHBIX
nojpaszieyicHuii. B CBOAHOM HOMEHKJIAType €Nl pas3Aeiibl paclojaraloTcsi B COOTBETCTBUU C
YTBEPKIACHHOUN CTpyKTypoit OVY.

7.2.8.B HOMEHKJIATypy Je1 BKJIIOYAIOTCS 3aroJOBKH JIEN, OTPAKaIoIHe BCE JTOKYMEHTHUPYEMbIE
y4acTku padbotsl OVY.

B HOMeHKIaTypy A€ He BKIIOYAIOTCS IEPUOINIECKUE U3TaHMUSL.

7.2.9.I'padbl HOMEHKIATYP JEJ] 3aMOIHIIOTCS CIEAYIOIUM 00Pa3oM.

B rpade 1 HOMEHKIATypbl €l TPOCTABISIOTCS WHAEKCH KaXKAOrO Jejla, BKIIOYEHHOTO B
HOMEHKIaTypy. HIeKe Nena COCTOMT M3 YCTaHOBJIICHHOTO B OpraHe ympaBJieHHs 00pa3oBaHHUEM
u(ppoBOro 00O3HAYECHHUSI CTPYKTYPHOTO IOApA3ACICHHUS M TOPSIKOBOTO HOMEpA 3arojioBKa IO
HOMEHKJIAType B TMpeAenax CTPYKTYpHOro mnojpasaeneHus. HWHAekcsl nen  0003HaudaroTcs
apabckuMu g pamu.

Hanpumep: 12-05, roe 12 — o6o3HaueHre CTPYKTypHOTO nojpazzaeneHusi, 05 mopsaKoBblii HOMED
3aroJioBKa Jiejla 110 HOMEHKIIATYpE.

B HOMeHKkIaType /el peKOMEH]IyeTCs COXPaHATh OJWHAKOBBIE MHAEKCHI JUJISI OJHOPOIHBIX JIed B
npezenax pasHblX CTPYKTYPHBIX MOAPA3IEICHU; I IEPEXOASIIUX JIE HHIEKC COXPAHSIETCS.

B rpady 2 HomeHKIaTyphl 1€ BKIOYAOTCS 3ar0JIOBKH JIe] (TOMOB, 4acTeil).

3aroJioBOK J1eNna JIOJDKEH YeTKO, B 0000ImIeHHON (popMe oTpakaTh OCHOBHOE COJICPIKaHUE U COCTaB
JIOKYMEHTOB JieJIa.

He nomyckaercs ymnorpeGiieHME B 3aroJioBKE Jeja HEKOHKPETHBIX (OPMYIHPOBOK («pa3HbIE
MaTepuaibl», «O01as nepenucka» 1 T.1.), a TAK)Ke BBOJHBIX CIIOB M CJIOKHBIX 000pOTOB
3aroyioBOK Jejla COCTOMT M3 DJIEMEHTOB, PaclojiaraéMbIX B CIEAYIOIIEH IOCIeI0BaTeIbHOCTHU:
Ha3BaHME BUJA Jeja (Mepenucka, KypHal U T.1.) WX Pa3HOBUIAHOCTH JOKYMEHTOB (TPOTOKOJBI,
MpUKa3bl U T.JA.); Ha3BaHHE (pelepaJIbHOrO OpraHa UCHOJHHUTEIbHOM BIACTH WU CTPYKTYPHOTO
nojpasfenenus (aBTop JOKyMEHTa); Ha3BaHHE OpraHu3allid, KOTOPou OyIyT aapecoBaHbl WIH OT
KOTOpOl OyayT MOJy4YeHbl TOKYMEHTHI (aapecaT WM KOPPECHOHJEHT JTOKYMEHTa); KpaTKoe
coliep>)kaHue JOKYMEHTOB JieNla; Ha3BaHUE MECTHOCTH (TeppUTOPHH), C KOTOPOH CBSI3aHO
coJiep’KaHue TOKyMEHTOB Jiela; Aata (Iepruoa), K KOTOPO OTHOCATCS TOKYMEHTHI Jena.

B 3aronoBkax jen, conepkallMX JOKYMEHTbI IO OJHOMY BOIIPOCY, HO HE€ CBS3aHHBIX
MIOCJIEZI0BATEIbHOCTHIO UCTIOJTHEHUS], B KAUECTBE BUJA JIe/Ia YIIOTPEOIISIeTCS TEPMUH «IJOKYMEHTBI)
a B KOHIIE 3arojlIOBKa B CKOOKaX YKa3bIBaIOTCSI OCHOBHBIE PAa3HOBHJIHOCTHU JOKYMEHTOB, KOTOPBIE
JIOJKHBI OBITh CTPYIIIMPOBAHBI B JieNe (IUIaHbl, CIIUCKH, JOKJIAIbI U T.11.).

Hamnpumep:

«JIOKyMEHTBI O TIPOBEACHIUN TEMATUYECKUX BBICTABOK (TUTAHBI, CIIUCKH, JOKJIAJIbI, XapaKTEPUCTHKU
SKCIIOHATOB)».

B 3aronoBkax jnen, cojuepikalux MepenucKy ¢ OJHOPOJHBIMH KOPPECTIOHAEHTAaMU, TOCIEIHNUE He
YKa3bIBAIOTCS, a YKa3bIBACTCS UX 00IIee BUAOBOE Ha3BaHUE.

B 3aronoBkax gen, coaepikalux MEPENUCKy ¢ pa3HOPOJHBIMU KOPPECIOHACHTaM, MOCJIEIHEE He
MIEPEUUCIIIOTCSL.

Hanpuwmep:

«Ilepenncka 00 opraHu3alMd CEMHWHAPOB M COBEIIAHWN IO BOMPOCaM JIOKYMEHTHUPOBaHUS
YIPaBIEHYECKON e TEIbHOCTH.



B 3aronoBke nena yka3bplBaeTCsl KOHKPETHBIN KOPPECHIOHAEHT, €CIH MEPENNUcKa BEJETC TOJIBKO C
HUM.

Hanpuwmep:

«Ilepemucka c 00J1aCTHBIM UHCTUTYTOM TOBBIIICHUS KBATH(PHUKAIIMNA PAOOTHUKOB
00pa3oBaHH.

[Tpu o6o3HaUEHNH B 3arojioOBKax el aJMUHUCTPATUBHO-TEPPUTOPHAIBHBIX €AMHUIl YUYUTHIBACTCS
CIIEAyIOLIEE: €CIIM COJEp)KaHHE JieJla KAacaeTcss HECKOJIIBKMX OJHOPOJHBIX aJMUHHCTPATUBHO-
TEPPUTOPUANBHBIX E€IWHUI], B 3aroJIOBKE Jejla HE YKa3bIBAIOTCS MX KOHKPETHbIC Ha3BaHUS, a
yKa3bIBaeTCsl UX 00Ilee BUI0OBOE Ha3BaHUE.

Hanpumep:

«Ilepemnucka c riaBaMu aJMUHUCTPALMI BOJIOCTEH O COLMAIBHOM 3alUTE YUALUXCA».

Ecoun conmepxanue gena Kacaercs OJHOM  aIMUHUCTPAaTUBHO-TEPPUTOPUAIIBHON  €IMHULIBI
(HaceJIeHHOTO MyHKTa), e (€ro) Ha3BaHKE YKa3bIBACTCS B 3ar0JIOBKE Jiena.

B 3arosnoBkax nen, copepiKalux IIAaHOBYIO MM OTYETHYIO JOKYMEHTAIMIO, YKAa3bIBACTCS MEPHOJ
(xBapTai, roa) Ha (3a) KOTOPBIH COCTABJICHBI TIJIAHBI (OTYETHI).

Hanpumep:

«Otuer PUK — 83».

Ecnu neno OyneT cocTosATh M3 HECKOJIBKMX TOMOB HJIM YacTel, TO COCTaBISIETCsl OOIHIA 3ar0JI0BOK
7ieia, a 3aTeM MpU HEOOXOIUMOCTH COCTABIISIOTCS 3ar0JIOBKU KaXKI0T0 TOMa (4acTH), yTOUHSIOLINE
coJiepKaHue 3aroJIOBKa JIea.

[Topsimok pacnosyioKeHHs 3arojOBKOB €l BHYTPU Pa3liesioB M IOJPa3/ieloB HOMEHKJIATYpPbI Jel
OTIPEJIENIACTCS CTENEHbI0 BAKHOCTH JOKYMEHTOB, COCTABIIIONIMX Jea, U WX B3aUMOCBs3bI0. B
Hayaje pacrlojararoTcsi 3arojOBKM JIed, COAEp)KallMX OpraHHU3allMOHHO-PACIIOPSIUTEIbHYIO
JOKYMEHTAITHIO.

3arosIoBKHU JieJ1 MOTYT YTOUHATBCS B Ipoliecce GopMupoBaHust U opopMiIeHus ae.

I'pada 3 HOMEHKIIATYPBI JIE] 3aMOJIHSACTCS 110 OKOHYaHUH KaJCHJapHOTO TO/1a.

B rpade 4 yka3biBaroTCsi CpOK XpaHEHHMs JieJla, HOMepa CTaTel Mo MEepPeyHIo, a IPU €ro 0TCyTCTBUU
— TUIIOBOM WJIM IPUMEPHONW HOMEHKJIAType JIel.

B rpade 5 «IIpumedanue» yka3blBalOTCSl Ha3BaHUs IepedHEl JTOKYMEHTOB, HUCIOJIb30BaHHBIX MIPU
OTIpPEJICICHUN CPOKOB XPAHEHUS /e, MPOCTABISIOTCS OTMETKH O 3aBEJCHHH JEJl, O TMEePEXOISAIINX
Jienax, O BBIJCJIEHUM JIeJl K YHUYTOXKEHHUIO, O JIMIaX, OTBETCTBEHHBIX 3a (hOpMUpOBaHHE e, O
nepeaaye /ey B APYroi opraH yrpaBieHHss 00pa3oBaHUEM IS TPOAOIDKEHHS U JIp.

7.2.10. Ecnu B Tedenue roga B OY BO3HMKAIOT HOBbIE JOKYMEHTHPOBAHHBIE YYacCTKH PaOOTHI,
HETPeyCMOTPEHHBIE Jlefla, OHU JOINOJHHUTENbHO BHOCSATCS B HOMEHKIarypy. [lis BHOBB
3aBOJIMMBIX JIe]T B KaX/IOM pa3jielie HOMEHKIIATyPbl OCTABIISIOTCS pe3epBHbBIE HOMEpa.

7.2.11. TTo okOHUaHHMH TO/Ia B KOHIIE HOMEHKJIATYPHI JIeJ JIeTAeTCsl HTOTOBAs 3aIHCh O KOJIMYECTBE
3aBEJICHHBIX /1€ (TOMOB)

7.3. @opmupoBanue u opopmIIeHHE JIeI.

7.3.1. ®opmMupoBaHue €1 — IPYNIUPOBKA UCIOIHEHHBIX JOKYMEHTOB B JieJla B COOTBETCTBUU C
HOMEHKJIATYPOH JIENT M CUCTEMAaTH3aIHsl TOKYMEHTOB BHYTPH JeTa.

7.3.2. Jlena ¢opmupytorcs B OV, Kak NOpaBWio, ACLEHTPAIN30BAHHO, T.€. B CTPYKTYPHBIX
MOJIPA3/ICTICHUSX.

7.3.3. HcronHeHHbIE JOKYMEHTBHl JOJDKHBI B 15-IHEBHBIH CPOK cIaBaThbCs HCHOJIHHUTEIEM,
CEeKpeTapro, OTBETCTBEHHOMY JIJIsl JOPMHUPOBAHUS UX B Aena. Homep nema, B KoTopoe M0KeH OBITh
MOJIIIAT JOKYMEHT, ONpEAesieT pyKOBOIUTENb CTPYKTYPHOTO MOIPA3/IEIeHUs WK UCTIOTHUTEb B
COOTBETCTBHH C HOMEHKJIATYPOH JIeI.

7.3.4. Ilpu dopmupoBaHUU 1€ HEOOXOIMMO COOJIIOAaTh CIEAYIOUINE MpaBuiIa: MOMeNaTh B JIeJI0
TOJIKO WCIIOJIHEHHBIE JOKYMEHTBI, B COOTBETCTBHM C 3aroJIOBKaMH JieJd 10 HOMEHKIATYpE;
IpyNIMPOBaTh B JEJI0 JOKYMEHTBI OJHOTO KaJICHIAPHOTO rojia, 32 MCKIIOYEHUEM MEepexOIsIuX
7IeTT; pa3AenbHO TPYIITHPOBATE B Jeja JOKYMEHTHI TIOCTOSSHHOTO M BPEMEHHOTO CPOKOB XpaHECHHS;
MIOMENIATh B JieJla KCEPOKOMHUHU (pakcorpamm, TeaeGOoHOrpaMMbl Ha OOIIMX OCHOBAHMAX; B JIEJIO HE
JOJDKHBI TTIOMEIIATHCS JIOKYMEHTHI, TTOJIEKAIINe BO3BPATY, JIMITHAE K3EMIUIIPHI, YSPHOBHUKH; 110




o0beMy zeno He AO0KHO mpeBblmaTh 250 mmctoB. [lpyw Hanumumm B Aeile HECKOJBKHUX TOMOB
(JacTeil) MHACKC U 3aroJI0BOK Jieia MIPOCTABISIOTCS Ha KaXKIOM TOME ¢ J00aBIeHUEM «T.1», «T.2»
M T.I.

7.3.5. JIoKyMeHTBl BHYTPH Jejia pPAacIoJIararoTCsl B XPOHOJOTHYECKOW, BOMPOCHO-TOTUYECKOU
MOCJIENOBATEILHOCTH MM UX COYETAHUH.

PacniopsiquTenbHbie JOKYMEHTBI TPYNIUPYIOTCS B JieJia M0 BUJAM U XPOHOJIOTHUHU C OTHOCSIIUMUCS
K HUM TPUJIOKCHHUSIMHU.

B oTnenpHBIC A€Na MO XPOHOIOTHH, B 3aBUCUMOCTH OT BHJIOB JIOKYMEHTOB, (POPMHUPYIOTCS KOITHU

IIPUHATBIX 3aKOHOB MuHOOpa3zoBanus P®D, 3axkoHOB 001acTH, aKTOB AJIMUHHCTPALIUU
o0acT, AJMHUHUACTPAITIH paiioHa, I'oCy1apCTBEHHOIO yIIpaBiIeHUS
00pa3oBaHUs M HAyKU 00J1acCTH M BBIIUCKU M3 COOTBETCTBYIOIIUX INPOTOKOJIOB

3aceaHuil  KOJUIeTMM W [ 0oCynapCTBEHHOTO — ympaBieHUsT  OOpa3oBaHUs M HAyKH
001acTH, OpPraHoOB MCIOJHUTEIBHOM M  3aKOHOJATENBHOM  BIIACTH
pairoHa.
[lonoxeHus, WHCTPYKLUH, YTBEPXKICHHbIC paCHOPAIUTEIbHBIMU JIOKYMEHTAMHU, SIBJISIOTCS
MPWIOKEHUAMH K HUM U IPYIIIUPYIOTCS BMECTE C YKA3aHHBIMU JOKYMEHTAMU.
IIpuka3sl IO OCHOBHOMH JIESATEIBLHOCTH IPYIIUPYIOTCS OTAEIBHO OT MPUKA30B 10 JUYHOMY COCTaBY.
[IpoToKONBI B Jene pacroyiaraloTcsi B XPOHOJOTHYECKOM TOpSIKE 1Mo HoMepaM. JIOKyMEHTHI K
IIPOTOKOJIaM, CrPYNIHMPOBAHHBIE B OTHENIbHBIE J€Jla, CHUCTEMATU3UPYIOTCS IO HOMepam
MIPOTOKOJIOB.
VY TBep:KIeHHbIE TUIaHbl, CMEThI, TUMUTBI, TUTYJIbHbIE CIIUCKU U APYTUE TOKYMEHTHI IPYNIUPYIOTCS
OTIEIBHO OT MPOEKTOB.
JIOKyMEHTBI B JIMYHBIX JieJlaX PACHOJIararTcs 10 Mepe UX MOCTYIICHHS.
[lepenucka rpynnupyercsi, Kak MpaBHiIO, 33 MEPUOJ KaJCHIAPHOTO ToJla ¥ CHCTEMATH3UPYETCs B
XPOHOJIOTUYECKOH MOCIIE0BATEIbHOCTH; JOKYMEHT-0TBET [TOMELIAETCS 32 TOKYMEHTOM-3aIpPOCOM.
[Ipu BO300HOBIICHUH TIEPETTUCKH TI0 OMPEACICHHOMY BOMPOCY, HaYaBIIEHCS B MPEABIAYIIEM TOY,
JOKYMEHTBI BKJIIOYAIOTCS B €0 TEKYIIEro rojia ¢ yKa3aHUeM MHJIeKca JieJla IPeAbAyILero roja.
7.3.6. [lena OY nojyiexxaT opOpMIICHHIO TIPH KX 3aBEJACHUH U 110 3aBepineHuu rona. OdopmiieHue
Jiesia — MOJArOTOBKaA Jiena K XpaHeHuto. OdopmiieHue Jiesa BKIOYaeT B cedsl KOMIUIEKC paboT 1o
OIMCAHMIO JieJla Ha OOJIOKKE, OpOIIIOPOBKE, HyMEpAIHH JINCTOB M COCTABJICHUIO 3aBEPUTEIHHOMN
Haanucu. OdopMiieHue J1es1 IPOBOIUTCS CEKPETAPEM.
7.3.7. B 3aBUCUMOCTH OT CPOKOB XpaHEHHUs IIPOBOAUTCS TOJTHOE WIIM YACTUYHOE O(hOpMIICHHE JIET.
[TomrHOMY O(OopMIIEHHUIO MOJUIEXkAT JieNla MOCTOSIHHOTO, BpeMeHHOTo (cBbime 10 jer) XxpaHeHus u
Mo JIMYHOMY coctaBy. llomHOoe odopmiieHHe nema mpemaycMaTrpuBaeT: opOpMIIEHHE PEKBH3UTOB
OOJIOXKKH Jesla M0 yCTAHOBJIEHHOH (hopMme; HymepalMio JIMCTOB B J€J€; COCTaBJIEHHE JHCTa —
3aBEepHUTENs Jelia; COCTAaBICHWE B HEOOXOAWMBIX CIy4asX BHYTPEHHEH ONHCH TOKYMEHTOB JIeNa;
MOJIIIMBKY U MEpeTieT Aeja; BHECEHHE HE0OX0MMBIX YTOUYHEHUH B pEKBU3UTHI O0I0XKKH JIea.
7.3.8.00650xKa J1ena MmocTOsTHHOTO, BpeMeHHOTro (cBbimie 10 JeT) XpaHeHUs U 110 JINYHOMY COCTaBy
oopmisiercss mo ycraHoBieHHOM Qopme. Ha oOnoxke nena yka3blBalOTCS PEKBU3UTHI:
HAaMMEHOBAHHE OpTraHa yIpaBJIeHUs] 00pa30BaHNEM; HAMMEHOBAHHE CTPYKTYPHOTO MOIPa3IeICHUS;
MHJEKC JieNa; 3aroJioBOK Jefa; jJara jena (TomMa, YacTH); KOJMYECTBO JIMCTOB B JIEN€; CPOK
XpaHeHus JieNa; apXUBHBIA mHdp aena.
PexBM3uTBHI, mpocTaBisieMble Ha OOJOXKKe Jena, O(GOPMIISIOTCS — CIEAYIOUMM  00pa3oM:
HAaMMCHOBAHUC OpraHa YIpaBJICHUSA o6pa303aHHeM YKa3bIBA€TCA MOJHOCTHEHO, B MMCHUTCIHbHOM
najexe, € YyKazaHueM O(QUIHUAIBHO TPHHIATOTO COKPAIlEHHOIO HAaMMEHOBAaHMS, KOTOpPOe
yYKa3bIBaeTCsi B CKOOKax IIOClie TIOJHOTO HaWMEHOBaHUWS; HAWMEHOBAaHUE CTPYKTYpHOTO
MOJIpa3/IeIeHUs] — 3allChIBAETCSl Ha3BaHHWE CTPYKTYPHOTO TMOAPA3JENCHUS B COOTBETCTBHU C
YTBEPKIIEHHON CTPYKTYpOH; WHIEKC Jela — MpocTaBisieTcss mudpoBoe 00O3HAYCHHE Jena o
HOMEHKJIAType [eJl OpraHa yIMpaBieHuss 0O0pa30oBaHUEM; 3aroJIOBOK Jeja — IEePEeHOCHTCS U3
HOMEHKJIATYpBhI JIeJl OpraHa ynpasiieHus: oopa3zoBanuem, cornacoBanHoi ¢ DK rocynapcrsenHoro
apxMBa; JlaTa Jena — yka3blBaeTcsl roji(bl) 3aBeJCHUS W OKOHYAHHUS Jiefla B JINONPOU3BO/ICTBE.
JlaToii memn, comepKamux pacHopsAUTENbHYI0 JOKYMEHTAIUIO, a TaKKe JUIS e, COCTOSIINX M3




HECKOJIbKUX TOMOB (YacTeil), sIBJIIOTCS KpaliHue 1aThl JOKYMEHTOB /I€1a, T.€. AAaThl (YUCII0, MECALL,
roJl) pErUCTpaLUU (COCTABJIEHUSI) CAMOTO PAHHETO M CaMOr0 MO3JHET0 JOKYMEHTOB, BKIIFOUEHHBIX
B neno. ITpu 3ToM uncno u rox o6o3HayaroTca apabCKuMK LHdpamu, Ha3BaHUE Mecsla MUIIEeTCs
CJIOBaMH.

B nensax oOecnieueHHs COXPAHHOCTHM M 3aKpEIUICHUS IOPAJKA PpaCIOIOKEHUS JIOKYMEHTOB,
BKJIFOUEHHBIX B JIEJI0, BCE €T0 JIUCTBI, KPOME JIMCTA 3aBEPUTENS U BHYTPEHHEN ONIMCH, HYMEPYIOTCS.
JIucTel HyMepyroTCs NPOCTBIM KapaHAalloOM CBEpPXY BHHU3, LUQPbI IPOCTABISAIOTCS B IPaBOM
BEPXHEM YTJy JIHCTA.

JIucThl Aei, COCTOSINMX U3 HECKOIBKUX TOMOB WIM 4acTeH, HyMEPYIOTCS IO Ka)XXAOMy TOMY WA
4acTU OTJIENbHO.

dotorpaduu, 4epTexkH, AUarpaMMbl U pyrue WUIIOCTPATUBHBIE M CHELU(PUUECKUE TOKYMEHTHI,
MPEJCTABISIONINE CAMOCTOSATENBHBIN JIUCT B JieJie, HyMEPYIOTCS Ha 0OOPOTHON CTOPOHE B JIEBOM
BEPXHEM YTIIIy.

[TonmmuTeie B €710 KOHBEPTHI C BIOKEHUSAMH HYMEPYIOTCS: CHayajaa KOHBEPT, a 3aT€M OYEPEIHBIM
HOMEPOM Ka)KJI0€ BJIO)KEHHE B KOHBEPTE.

Ilocne 3aBepuieHMs HyMepalMM JIMCTOB COCTAaBJISIETCS 3aBEPUTENbHAs HAANNUCh, KOTOpas
pacnosaraercsi B KOHIE Jieja. 3aBEpUTeIbHas HAAIIUCh COCTABISETCS B JI€JI€ HA OTACIBHOM JINCTE —
3aBepuTeie Jena. B 3aBepuTenbHONW Hammucu mUGpaMud M MPOMUCHIO YKA3BIBAIOTCS KOJIMYECTBO
JIMCTOB B JAHHOM JieJIe, OCOOEHHOCTHU OT/JENIbHBIX TIOKYMEHTOB (4epTexku, pororpaduu, pucyHKH U
T.IL.).

3aBepuTeNbHas HAAMUCH MOANUCHIBAETCS €€ COCTABUTENEM C yKa3aHUEM pacliM(pOBKU MOJIHCH,
JOJDKHOCTH M J1aThl cocTaBieHus. KoauuecTBo JMCTOB B Jiesie MPOCTaBiIsieTcsl Ha O0JI0XKKE Jeia B
COOTBETCTBHUHM C 3aBEPUTENIBHON HAIIUCHIO.

PexkBusutr «Cpok XpaHEHHs Jena» IMEepeHOCUTCS Ha OOJIOXKKY JieJa U3 COOTBETCTBYIOIIEH
HOMEHKJIATYpbl [I€JI II0CIE CBEPKU €r0 CO CPOKOM XPAHEHHs, YKa3aHHbIM B II€PEUHE THUIIOBBIX
JOKYMEHTOB WJIM B TEpeyHe JOKYMEHTOB, 00Pa3yIOUIMXCs B JACATEIBHOCTH (eepaJbHOro OpraHa,
C YKa3aHHEM CPOKOB XPAHEHHS.

Ha nenax mocTossHHOro XpaHeHUs MUUIETCs: « XPAHUTh TOCTOSHHOY.

ApxuBHblil mudp nena (Homepa (GoHza, onucH, aena) Ha 00J0XKKaX [Nl MOCTOSIHHOIO XpaHEHHUs
IIPOCTABJISIETCSI B BEJIOMCTBEHHOM apXHMBE UYEPHWJIAMHU TOJIBKO IOCJIE BKJIIOYEHUS 3TUX i€l B
TOZIOBbIE pa3fieNibl CBOAHBIX omucel, yrBepkaeHHbIX DIIK rocynapcTBeHHOro apxuBa CyObEKTOB
Poccuiickoit @enepanuu.

Ha o06noxkax fen TMOCTOSHHOTO XpaHEeHUs NpeaycMaTpuBaeTcs MeECTO s HauMEHOBaHMS
palloHHOTO apxuBa, B KOTOPbI OyAyT nepeaaBarbCs Jena.

ITo okOHYaHUM ToAa B HAJAMUCH Ha OOJIOKKAxX JeNl MOCTOSIHHOTO M BpeMeHHoro (cBeime 10 jer)
XpaHEHUsl BHOCSTCS YTOUHEHMs: MPU HECOOTBETCTBMM 3arojioBKa JeJl Ha OOJIO0XKKE COJEp:KaHUIO
MOJIIUTBIX IOKYMEHTOB B 3ar0JIOBOK JI€J1a BHOCSATCS U3MEHEHUS U IOTIOJHEHUS.

7.3.9./Ina ydera MOKYMEHTOB ONpEICICHHBIX KATETOPHHA TOCTOSHHOTO M BPEMEHHOTO CPOKOB
(cBbime 10 yieT) XpaHeHUs, yuyeT KOTOPBIX BBI3BIBAETCS CHELU(PHUKONW JTaHHOM JOKYMEHTAalluu
(0co00 1IeHHBIE, JIMYHBIE JIeIa U T.J.), COCTABIIACTCS BHYTPEHHSIS ONUCHh IOKYMEHTOB JIea.
BHyTpeHHAs onMch TOKyMEHTOB Ji€ja COCTaBISETCS TAK)KE Ha Jieja NMOCTOSSHHOTO M BPEMEHHOIO
(cBbimie 10 ser) XxpaHeHus:, €Clii OHU COPMHUPOBAHBI IO PA3HOBUAHOCTSM JOKYMEHTOB, 3arOTOBKU
KOTOPBIX HE PACKPBIBAIOT KOHKPETHOT'O COACPKAHMSI TOKYMEHTOB.

HeoOxoaumMocTh cocTaBieHHs] BHYTPEHHEH OMUCH JOKYMEHTOB JieJla ONPEesaeTcss HHCTPYKIHeH
10 BEJIEHUIO AenonpousBoacTBa B OY. BHyTpeHHs onMch COCTABIAETCS HA OTAEIBHOM JIMCTE IO
YCTaHOBJIEHHOU (hopme, KOTopasi COAEPKUT CBEACHUS O MOPSAKOBBIX HOMEpax JOKYMEHTOB Jiefa,
X WHJEKCaX, JaTax, 3arojloBKax M HOMepax JIUCTOB JIea, Ha KOTOPBIX DPACIOJIOKEH KaXKIbIN
NOKyMeHT. K BHYTpPEHHEH OINHMCH COCTaBJISETCS WTOrOBas 3amuch, B KOTOPOM YKa3bIBaeTCA
nuppaMd M TPOMHMCHIO KOJMYECTBO BKIIOYEHHBIX B HEE JIOKYMEHTOB M KOJMYECTBO JIMCTOB
BHYTPEHHEHN ONMCH.

BHyTpeHHsIsI onMch JOKYMEHTOB Jiefla MOANKCHIBAETCSl COCTABUTENIEM C YKa3aHHUEM paciiu(poBKU
MOJINKCH, JOHKHOCTH M J1aThl COCTaBiIeHMs onucu. Ecnu neno yxe nepemieTeHo U MOJIINTO, TO



3aBEpEHHAsi COCTABUTENIEM BHYTPEHHSS OIIUCh TOKYMEHTOB Jieja MOAKICHBACTCA 32 BEPXHUU Kpan
K BHYTPEHHEH CTOpOHE JIMIIEBOI 0OJI0KKH Jiena.

7.3.10. JIokyMeHTBI, COCTABIISAIOLINE €10, TOALIMBAIOTCS HA YEThIPE MIPOKOJIA B TBEPAYIO 0OJIOKKY
U3 KapTOHAa WM TMEPeIJIeTaloTCs C YYETOM BO3MOXKHOTO CBOOOJHOTO UTEHHS TEKCTa BCEX
NOKyMeHTOB. [Ipu moaroroBke naen K NOAMMUBKE (MEpemsery) MEeTaTIMYeCKUe CKpEeIuIeHUs
(OynmaBKH, CKpENK1) U3 JOKYMEHTOB YAAJSIOTCS.

Hena BpemeHHoro (no 10 7er BKIIOYMTENBHO) XpAaHEHMs JONYCKAETCS XPaHUTh B
CKOpPOCIIMBATENAX, HE IMPOBOJUTH IEPECUCTEMATHU3ALMIO JOKYMEHTOB B JEJ€, JIUCThI Jeja He
HyMEpOBaTh, 3aBEPUTEIIbHBIC HANIIUCU HE COCTABIIATD.

7.4. Opranu3anusi OnepaTuBHOIO XpaHEHUs I0OKyMEHTOB.

7.4.1. C MoMeHTa 3aBeJIeHHs U JI0 NIepelaul B apXUB paiioHa [iena XpaHsaTCs 10 MECTY
ux (HhopMUPOBAHHUSL.

PykoBonuTenu CTpyKTYpHBIX MOJPA3NEICHUM M CEKpeTapb, OTBEYAIOLIUE 3a JEJOINPOU3BOICTBO,
00s13aHBI 00ECTIEYNTh COXPAHHOCTh IOKYMEHTOB U JIEI.

Hena, Haxoasyecs B pabounx KOMHATaxX M CIIELUAIbHO OTBEJCHHBIX AJIS 3TOM LI MOMELECHUAX
B BEPTHUKAIBHOM MOJIOKEHNUHU, KOPEUIKAaMH HapyKy, B 3allMpaeMbIX mIKagax, 00ecrneunBaonmnX UxX
IIOJIHYIO COXPAaHHOCTb, IIPEIOXPAHAIONINX JOKYMEHTBI OT IIBUIA U BO3JEICTBHSI COJTHEUHOT'O CBETA.
B nensx moBblllieHUs1 ONEPATUBHOIO MOMCKA JOKYMEHTOB JI€JIa paclojaramTcs B COOTBETCTBUU C
HOMEHKIATypoi nen. HomeHknaTypa nen WMiu BBIIMCKA M3 HEE IOMELIAETCS HAa BHYTPEHHEH
CTOpOHE HIKada.

Ha xopemkax 0010%keK J1e/1 yKa3bIBatOTCsl MHIEKChI [0 HOMEHKJIIAType.

3aBeplIeHHbIE JeJ1a IOCTOSHHOTO U 10JroBpeMeHHOro (cBbiie 10 j1eT) CpPOKOB XpaHEHUs XpaHATCS
110 MeCTy MX (POPMHUPOBAHUS B TEUEHUE JIBYX JIET, 4 3aTE€M CHAIOTCS B apXUB paiioHa.
7.4.2. Beiaga fienn qpyruM MoApasIeICHUSIM TPOU3BOIUTCS C pa3peIIeHUs CEKpeTapsl.

Bbinaua nen corpyaHukaMm mHoapasliesieHuil Juii paboThl OCYIIECTBIsIeTCs IMOA pacnucky. Ha
BBIJIAHHOE JIEJIO0 3aBOJIUTCS KapTa-3aMecTUTENb. B Hell yka3bIBalOTCs CTPYKTYPHOE MOApa3/IeIeHUE,
MHJEKC Jiea, AaTa €ro BblAauu, KOMY JI€J0 BBIJAHO, 1aTa €r0 BO3BPALICHMs, IIPEyCMATPUBAIOTCS
rpadbl 1715 pacUCOK B MOJIYYEHUH U IIPUEME JelIa.

Jlena BBIAAIOTCS BO BPEMEHHOE MOJIb30BAaHUE COTPYIHUKAM CTPYKTYPHBIX ITOJpa3/eICHUNA Ha CPOK
He 0osee ogHoro Mecsaua. Ilocne ucreueHus: ykazaHHOroO CpoKa A€o J0JKHO ObITh BO3BpAILEHO Ha
MECTO €ro XpaHEHHUs.

CTOpOHHMM OpraHu3alysM [ejla BbLAAIOTCSI HAa OCHOBAaHMM WX MHCbMEHHBIX 3alpoCOB C
paspelIeHns pyKOBOJUTENSI OpraHa yrpaBlieH!s] 00pa30BaHUEM MJIH €r0 3aMECTUTEIIS IO aKTaM.
W3baTre 1OKyMEHTOB U3 €]l IOCTOSIHHOT'O XPAHEHHUS JI0IYyCKAeTCs B UCKIIOYUTENbHBIX CIydasX U
IIPOU3BOJUTCS C paspelmieHus HadaibHHKa OV C OCTaBIEHHEM B J€J€ 3aBEPEHHON KONHHU
JOKYMEHTA M aKTa O IPUYMHAX BbIIaYM MOAJIMHHUKA.

8. Ilopsiok Nepeaayu T0KYMEHTOB HA XpaHeHHe B apXUB

HokymeHTsl OV SBISIIOTCSA TOCYJapCTBEHHONM COOCTBEHHOCTBIO M TMOCHE MPOBEACHUS SKCIEPTHU3BI
WX IIEHHOCTH B TMOpsAKe, ycTaHoBIeHHOM DenepanbHOil apXxuBHOW ciyx0Ooi Poccun, mommexar
00s13aTeNIbHOMN Tepesiaue Ha TOCYAapCTBEHHOE XpaHEHUE B pallOHHBINA apXUB KakK rocy/1apCTBEHHas
yacTb ApxuBHoro ¢ponaa Poccuiickoit denepanuu.

Jns  xpaHeHHsT JOKyMEeHTOB ApxuBHoro ¢onna Poccuiickoit ®Penepanun U JTOKYMEHTOB
BpeMeHHOro (cBbime 10 JeT) cpoka XpaHEHHUs, WMEIOIIMX MPAKTHUYECKOE 3HAYEHHE, a TaKkKe
JOKYMEHTOB I10 JITUHOMY COCTaBY, X Y4eTa, UCIIOJIb30BaHMs, 0TOOpa U MOATOTOBKHU K Iepeaue Ha
rocynapcTBeHHoe xpaHeHue OY obpa3yeT apXus.

[TonroToBka JOKYMEHTOB K IepeJaye Ha XpaHEHHE B pallOHHBIH apXuB BKIIOYAeT padoTy
yIpaBjeHus aenaMu (0OIIero OT/aena) 1 JIil, OTBETCTBEHHBIX B CTPYKTYPHBIX MOJpa3IeIeHUAX 3a
BE€JICHUE JIEJIONPON3BOJICTBA, 10 MPOBEJCHUIO IKCIEPTU3bI IEHHOCTH JJOKYMEHTOB, (POPMUPOBAHUIO
u OQOPMIIEHHIO [, COCTABJIEHHUIO ONUCEH Jed M aKTOB O BBIICICHHUM K YHHYTOXXKEHUIO
JOKYMEHTOB U J€IL.

8.1. DkcriepTH3a IEHHOCTH JIOKYMEHTOB.



8.1.1.DkcnepTu3a IEHHOCTH JOKYMEHTOB, OTOOP IOKYMEHTOB Ha TOCYJAapCTBEHHOE XPaHCHHUE WU
YCTAHOBJICHHE CPOKOB UX XpaHEHHs HA OCHOBE IIPUHSATHIX KPUTECPHUEB.

8.1.2. DxkcmepTH3a LIEHHOCTH JOKYMEHTOB B OpraHe YIpaBlIeHHMs OOpa3oBaHMEM Ha CTaJIuu
JeTIONIPOU3BOACTBA  TPOBOAMTCS: TPH  COCTABICHUM HOMEHKJIATYphl JIed;, B  Ipolecce
(dbopMHpOBaHUA J1€J1 U IPOBEPKHU IIPABUIBHOCTH OTHECEHUS JOKYMEHTOB K JiejlaM; IIPU MTOAIOTOBKE
JIeTl K TIepeiaue B apXHB.

8.1.3. lna opraHu3anuy M NPOBEIEHHs 3KCIEPTU3bI LIEHHOCTU JOKYMEHTOB B OpPraH YIpaBJICHUS
00pa3oBaHMEM CO3/IAI0TCS MIOCTOSHHO JACHCTBYIOIIAs SKCIEPTHAST KOMUCCHSL.

8.1.4. ®ynkuuu u npaBa DK, a Taxke opraHu3anus uX padOTHl OMPEIEISIOTCS TOJOKEHUSIMH,
KOTOPBIE YTBEPXKIAIOTCS PyKOBOAMTEIEM OpraHa yrpasieHus oopa3zoBanuem, [lonoxenue o K no
€ro yTBEep KJICHHs ITOAJIEKUT COTTIACOBAHUIO C OOJIACTHBIM U PAHOHHBIM apXUBOM.

8.1.5. Dkcmeprusza IIEHHOCTH JOKYMEHTOB OCYLIECTBIIIETCS €KErOJHO B CTPYKTYPHBIX
MOJIPA3/IeIEHUsAX OpraHa YIpaBieHHs OOpa30BaHUEM JIMIIAMH, OTBETCTBEHHBIMH 3a BEJICHHE
JeTOTIPOU3BOACTBA, coBMecTHO ¢ DK MOA HEmoCpeICTBEHHBIM METOAWYECKHM PYKOBOJCTBOM
apxuBa.

8.1.6. IIpu mpoBeneHNN SKCHEPTU3bI LIEHHOCTH JIOKYMEHTOB OCYIIECTBIIIETCS OTOOp JOKYMEHTOB
IIOCTOSIHHOTO M BpeMEeHHOT0 (cBbIwe 10 jieT) XpaHeHus AJs Iepeauu B apXHuB; 0TOOP TOKYMEHTOB
C BPEMEHHBIMH CPOKaMH XpPaHEHHUs M C MOMETKON «Jlo MUHOBaHMS HaTOOHOCTHY, TOMJIEKAIINX
JaJbHEHIIEeMy XPaHEHHUIO B CTPYKTYPHBIX IO/pa3AeieHUsX; BbIACICHUE K YHHUUTOXCHHUIO A€ 32
MPEIBIAYIIHE TOABI, CPOKU XPAHEHUST KOTOPBIX HCTEKJIH.

8.1.7. OT60p NOKYMEHTOB [UI IOCTOSSHHOI'O XpaHEHHs IPOBOJUTCS HAa OCHOBAaHUM IEepeuHeil
JOKYMEHTOB C YKa3aHHEM CpPOKOB WX XpaHEHHS M HOMEHKJIATYypbl JIeJ OpraHa yIpaBJICHUS
o0pa3oBaHMEM ITyTEM IOJMCTHOIO MPOCMOTpa Jeil. B jpenax MOCTOSHHOrO XpaHEHWs MOAJIeXaT
U3BATHIO TyOJIETHBIC SK3eMIUISIPHI JOKYMEHTOB, YePHOBHKH, HEO(OPMIIEHHBIE KOITUU TOKYMEHTOB
U HE OTHOCSIIMECS K BONPOCY JOKYMEHThl C BPEMEHHBIMH CpOKaMH XpaHeHus. Pemenue mo
pe3yabTaTaM dSKCIEpTU3bl IEHHOCTH JOKyMEHTOB mnpuHHMaeT DK oprana ympasieHus
o0pazoBaHHEM.

8.1.8. Tlo pe3ynapTaTam »SKCIEPTU3bl LEHHOCTH JOKYMEHTOB COCTAaBJISIFOTCS OINUCU  JEJ
IIOCTOSIHHOT0, BpeMeHHoro (cBbimie 10 JieT) XpaHeHHs M O JIMYHOMY COCTaBY, a TAaKXKe aKThl O
BBIJICJICHUH JIe)T K YHUUYTOXKECHUIO (TIPHIIOKEHHUS).

8.1.9. Omnuce nena — apxXHWBHBI CHPAaBOYHUK, COJEPXKALIMM CHCTEMAaTU3HPOBAHHBIA IEpEYCHb
€IMHUI] XPAaHEHUSI apXUBHOTO (POH/IA, KOJUICKIIUH ¥ TPEAHAa3HAYCHHBINA JUII X y9eTa U PaCKPBITHS
cogepxkanus. OTaenpHas ONMUCH MPEACTaBIIeT COOON NepedeHb Aed C CaMOCTOsTEIbHON BaJOBOM
(MOpsAKOBOI) 3aKOHYEHHON HyMepalHe.

8.1.10. Omucu cocTaBisAIOTCS OTIENBHO Ha Jiela MOCTOSHHOTO XpaHEHHWs; Jeja BPEMEHHOIO
(cBbimie 10 seT) XxpaHeHus; [ena 1o JUYHOMY COCTaBy; Ha Jieja BpeMeHHoro (10 10 neT) xpaHeHus
OIHCH HE COCTABIISIOTCS.

8.1.11. B oprane ynpaBieHus oOpa3oBaHHEM B KaKJJOM CTPYKTYpHOM IOJpa3/Ae€HUU OMUCH Ha
Jiefia TIOCTOSIHHOTO XPaHEHHsI COCTABIISAIOTCS €XKErOJHO IM0JI HEHNOCPEICTBEHHBIM METOJIUYECKUM
PYKOBOJICTBOM apXHBa.

Onucu fien, NOATOTOBIIEHHBIE CTPYKTYPHBIMH IOJIpa3/i€lI€HUsIMHU, CIIy>)KaT OCHOBOM /s
MOJITOTOBKH CBOJIHOW OTIMCH JIeJI OpTraHa yIpaBieHHust 00pa3oBaHUEM, KOTOPYIO TOTOBUT apXUB U 110
KOTOPOHM OH CZAaeT Jiejla Ha TOCYAapCTBEHHOE XPaHEHUE B COOTBETCTBYIOLIUI KpaeBO, ropoACKOi
apXWB.

8.1.12. Onucu nen CTPYKTYPHBIX HOJPA3JEIEHU COCTaBISIOTCA MO YCTAaHOBJIEHHOM (opme u
MIPEJCTABISIOTCS B apXWB OpraHa yIpaBJIeHUs 00pa3oBaHWEM Yepe3 JBa rojia MOocie 3aBepIIeHHs
JIeTT B JIeIONPOU3BOJICTBE.

8.1.13. OmnmcarenbHasi CTaTbs OMHCH [ CTPYKTYPHOTO IOAPA3/ICICHUS WMEET CIEIyIOIIne
9JIEMEHTHI: MOPSAAKOBBI HOMEp jena (ToMa, YacTH) IO ONHWCH; WHAEKC Jena (Toma, 4YacTH);
3aroJjIoOBOK Jefa (ToMa, 4acTH); aTa jJeia (ToMa, 4acTH); KOJIMYECTBO JIMCTOB B JieJie (TOME, YacTH);
CPOK XpaHEHHUS Jiea.

8.1.14. IIpu cocTaBICHUH OTIMCH JeJT COOTIOIAFOTCS CIIEAYIONTUE TPEOOBAHMUS



- KaXJ0€ JeJI0 BHOCUTCS B ONUCH IOJ] CAMOCTOATEIbHBIM MOPSIKOBBIM HOMEpPOM (€cli JAENo
COCTOUT M3 HECKOJbKMX TOMOB (4acTeil), TO KaXAbli TOM (4acTb) BHOCHTCS B OIUCH IOJ
CaMOCTOSITENIbHBIM HOMEPOM);

- IIOPSIIOK HyMEpaIiy JIe] B ONTUCH — BaJIOBBIN;

- rpadbl ONUCH 3aIOJIHAIOTCS B TOUHOM COOTBETCTBUU C TEMHU CBEJCHUSIMH, KOTOpPbIE BBIHECEHBI Ha
00JIOXKKY J1ena;

- IpU BHECEHUU B OMNHCHh MOAPSAI eI C OJWHAKOBBHIMH 3arojIOBKAMHU MUIIETCS IOJIHOCTHIO
3aroJIOBOK IMEPBOTO Jelia, a BCE OCTAIBHBIC OJIHOPOJHBIE Jielia 0003HAYAIOTCS CIIOBAMH «TO JKEY,
IIpU 3TOM JApPYyTHE CBEIEHUS O JieJaX BHOCSTCS B OMHUCHh IMOJHOCTHIO (HAa Ka)KIOM HOBOM JIHCTE
OIIHMCH 3ar0JIOBOK BOCIIPOU3BOIUTCS TIOJTHOCTHIO);

- rpada ommcu «lIpumeuanue» ucHonab3yeTcs AN OTMETOK O MpHEME Jied, OCOOCHHOCTAX HX
(DU3HUYECKOTO COCTOSIHUSA, O Mepeaaye ei APYTUM CTPYKTYPHBIM MOAPA3CIICHUSM CO CCBUIKOM Ha
HEO0OXOUMBIH aKT, O HATMYUU KOMHH U T.I.

8.1.15. B xoHIIe omycH Bcle 3a IOCICIHCH ONMMCATEIbHON CTaThel JIeNIacTCsS MTOrOBas 3alllcCh, B
KOTOpO# yKa3bIBaloTCA (LHU(paMu U IPONKUCHIO) KOJIUUECTBO JEJI, YACISIIMXCS 110 OMUCH, MEPBBIN
U TIOCIICAHUIA HOMEpa JeN M0 OMKCH, a TAKXKE OrOBAPUBAIOTCS OCOOCHHOCTH HyMepaluu el B
onucu (JIUTEPHBIE HOMEpA U MPOITYIIEHHbIE HOMEPA).

8.1.16. Onuch nen CTpyKTYpPHOTO MOApa3IeieHUs MOJIMUCHIBAETCS COCTABUTENEM C YKa3aHUEM €ro
JOJKHOCTH, COTJIAaCOBBIBAETCSl C YIpaBlIeHHWEM JenamH (0OIIUM OTIEeNIOM) W YTBEpXKAaeTcs
PYKOBOJUTEIIEM CTPYKTYPHOTO MOAPA3ICTICHHUS.

8.1.17. Omuce pen CTPYKTYpHOTO TMOAPA3JEICHUS OpraHu3alldd COCTaBISETCS B JIBYX
IK3eMIUIApaX, OAWH M3 KOTOPHIX TepelacTcs BMECTEe C JellaMd B apXWB, a BTOPOW OCTaeTcs B
KauecTBE KOHTPOJBHOTO DJK3EMIUIApa B CTPYKTYpHOM mojpasneneHud. [lpum Hammumm B
CTPYKTYypHOM mozpasneincann DK Omuch el COCTaBISIeTCS B TPEX K3EMIUISAPAx, TaK KaK OJUH
9K3EeMILISAP onucH nepenaercsa B DK 1 paccMOTpeHus U CoryiacoBaHUsl.

8.1.18. OT6Op MOKYMEHTOB 3a COOTBETCTBYIOIIMHA MMEPHOJ] K YHUYTO)KCHHIO M COCTABIICHUE aKT
BBICTICHUSI WX K YHUYTOXEHHIO MPOU3ZBOJUTCS TIOCJIE COCTABJICHUS CBOJHBIX OINHUCEH el
MMOCTOSIHHOTO XPAaHEHUs 3a 3TOT K& MEePUOJl. YKa3aHHBIC OIMKMCH W aKThl PAacCMATPHUBAIOTCS Ha
3aceqannn DK oprana ympaeneHusi oOpazoBanuem ogHoBpeMeHHO. CoriacoBanneie DK oprana
yOpaBlieHUsT OOpa3oBaHWEM aKThl  YTBEPXKIAIOTCS PYKOBOAWTEIEM OpraHa YIpaBJICHUS
o0Opa3oBaHHEM TOJIbKO Tocie yTBepkaeHus DK omucelt 1ea MOCTOSHHOTO XpaHEHHs; MOCIe ATOro
OpraHm3aIys UMeeT MPABO YHHUYTOXKHUTH Jiejla, BKIFOUCHHBIC B JAaHHBIC aKThl, B COOTBETCTBUU C
YCTaHOBJICHHBIM TOPSIKOM.

8.1.19. AKT 0 BBIIETIEHUN JOKYMEHTOB K YHUUTOXEHHUIO COCTABIISIETCS, KaK IIPABUIIO, HA JIejia BCETO
YUPEKICHUS.

8.2. [loaroroBka u nepegavya JOKYMEHTOB B apXHB.

8.2.1. B cnyyae NUKBUAALNU WM PEOPraHU3AIUK YUPEKICHHS JIUIIO0, OTBETCTBEHHOE 3a BE/ICHUE
JICIIOTIPOU3BOICTBA JAHHOTO YUPEKIACHHSI, B TICPUOJI TIPOBEACHHS JTMKBUIAITIOHHBIX MEPOTIPHSITHIA
dbopMupyeT Bce UMEIOIIUECS JOKYMEHTHI B Jiena, oQopMisieT aena U mepenaet ux B apxuB OV,
SIBJISTFOIIIMCST TIPABOIIPEEMHHUKOM, WIIM B apXWB YTIPaBJICHUS 00pa30BaHUs HE3aBUCHMO OT CPOKOB
xpanenus. [lepegaua gen ocyiecTBIsETCs MO OMUCAM el U HOMEHKIIaType Jedl.

OcHoBanne: YHUQPUIIMPOBAHHAS CHUCTEMa OpPraHU3AIMOHHO-PACIIOPSIUTEIFHON JIOKYMEHTAIINN
(I'OCT 6,30 — 2003r.)
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