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Hcnonb3ys ganHoe yueOHOE MocoOue MpH MOArOTOBKE K C/1aue 3a4eTa, CTYACHTH CMOTYT
B MpPEACIbHO CXKAaThle CPOKH CHCTEMAaTH3MPOBAaThb W  KOHKPETH3UPOBATh 3HAHMA,
proOpeTeHHBIE B IPOLIECCE U3YUEHHS 3TOM TUCHUILIMHBI; COCPEAOTOYUTh CBO€ BHUMaHHE Ha
OCHOBHBIX TIOHATHUSAX, WX TMPU3HAKAX U OCOOCHHOCTAX; CGHOPMYIUPOBATH MPUMEPHYIO
CTPYKTYpY (TUTaH) OTBETOB HA BO3MOKHBIE BOMIPOCHI MPETIOaBATENS.

JlanHoe y4eOHOe mocoOue sBISETCS JOMOJHEHWEM K Y4YeOHMKaM IS TOJTY4eHHS
(dyHIaMEHTAIBHBIX 3HAHUW TIO0 W3y4aeMOM ITUCIUIUIMHE, a TakKe CIYKUT MmocodbueM s

YCIICIIHOM CAa4M 3a4yera.



1. BBenenue

1.1. lIpeaMer - 1eJI0NPOU3BOACTBO

1.1.1. ITousiTHE A€JIONPOU3BOACTBA

Jlenonpou3BoACTBO - cepa AesTeNbHOCTH, oOecredynBaromas JTOKyMEHTHUPOBAHUE WU
OpraHu3anuio paboTsl ¢ 0UIMATIHLHBIME JOKYMEHTAMHU.

B ocHoBe ympaBiieHYeCKOH AESITeIhbHOCTH 000N OopraHu3anuu (0T MUHHCTEPCTBA IO
HEOOJIBIIOTO MPEeaNpUATHs) JIeKaT MNpOIecchl MoxydeHus HHpopmanuu, ee 00paboOTKH,
NPUHATHUS PELICHHUs, JOBEACHUS €ro JI0 CBEJACHUS UCTIOIHUTENIEH, UCTIONHEHUS U TIOIBEICHUS
uToroB. bonpmias yacte ynpaBieHYecKod MH(POPMALUU MOCTYMAET B JOKYMEHTHPOBAHHOM
Buje. [losToMy nernompon3BOACTBO HA3bIBAIOT TAKKE JOKYMEHTAIIMOHHBIM OOecreueHHeM
ynpasienus (JJOVY).

JleToTIpor3BOICTBO PAacCCMAaTPHUBACTCS KaK OJIHA U3 BAKHEHIIMX CTOPOH AEATEIBHOCTU
OpraHu3aium, oOecreunBaolias BHIIOJHEHNE e (YHKIMOHATIBHBIX 3a/1a4, T. K. paOOTHHUKH
cdepsl ympaBieHHs 3aTpaydBalOT Ha paboOTy ¢ JOKyMeHTaMHu B cpeaneM 60% pabouero
BPEMEHHU.

OT opraHuzanuu JeIonpou3BOJICTBA 3aBHCAT:

- 3()()eKTUBHOCTH YIpPaBJICHUS;

- SKOHOMHYHOCTb;

- OIIEpaTHBHOCTb;

- KyJIbTypa TpyJa paOOTHHUKOB yIIPaBICHHS.

Pa3zpaboTka HOBBIX MH(OPMALMOHHBIX TEXHOJOTHH B YIPABICHWH, HOBBIX O(HCHBIX
IpOrpaMM OCYIIECTBJISIETCS HA OCHOBE TPAAMLMOHHBIX TPaBUJ JIECIONPOHU3BOJCTBA
(perucrparusi TOKyMEHTOB, BU3UPOBAHHE, KOHTPOJIb UX UCIOJIHEHHUS, apXUBHOE XpaHEHUE U
T. IL.)

Jlenonpon3BOACTBO COCTOUT U3 ABYX HEPA3PBHIBHO CBSI3aHHBIX KOMIIOHEHTOB!

- TOKYMEHTHUPOBAHUS;

- OpraHM3aluu padoThl C JOKYMEHTaMHU.

1.1.2. JlokyMeHTHpOBaHHE

JIOKyMEHTUpOBAaHUE - 3aluCh HMHPOPMALMH HAa  Pa3IMYHBIX HOCHTEISIX IO
YCTaHOBJICHHBIM IIpaBUJIaAM.

B coBpeMeHHOM €T0IPON3BOICTBE coueTaeTcs paboTa ¢ OyMaKHBIMU JOKYMEHTaMH U C
JOKYMEHTaMH, MPEACTaBICHHBIMU B AJIEKTPOHHON (opMe. DIEeKTPOHHBIE JOKYMEHTHI MOCIe

BBIBOJIa HA I€YaTh CTAHOBATCA OyMaxxHBIMHU. J1000 TOKYMEHT Ha OyMa)KHOM HOCHUTEINE C



MOMOIII0 CKaHepa IEPeBOIUIOMIACTCS B 3JICKTPOHHBIM, COXpaHsAs BCE CBOM PEKBU3UTHI.
JIOKyMeHT, HaOpaHHBI Ha KOMIIBIOTEPE, C MOMOIIBIO (haKC-MOeMa MOXKET OBITh MPHUHAT Ha

m060M dakce B OyMaKHOM BHJIE.

1.1.3. Opranusanus padoTsl ¢ JOKYyMEHTAMH

Opranusaius paboThl ¢ JOKYMEHTAMH - OpraHu3anusi JOKyMEHTOO00pOTa, XpaHEHHS U
UCIIOJIb30BAHUS IOKYMEHTOB B TEKYLICH ACATEIBHOCTH YUPEIKACHHS, IPEATIPUSTHSL.

OddexTuBHas opraHuzanus pabOTBl ¢ TOKyMEHTaMH OOECIeYMBAET ONTHMAJbHBIC
YCJIOBHS ISl BCEX BHUJOB paboOT ¢ IOKYMEHTaMH C MOMEHTA MX CO3JIaHHs HJIHM TOJyYCHUS JI0
YHUYTOXKCHHUS HITH TIEpEe/Iadyn Ha apXUBHOE XpaHCHHUE.

Ha npennpusitun nomkeH ObITh YCTAaHOBJICH €AWHBIN TOPSJIOK COCTABIICHUS JJOKYMEHTOB
1 paboOTHI C HUMHU.

[IpaBuna paboOTBl C JOKyMEHTAaMH B KOHKPETHOM OpPraHU3allid COCTABIISIOT CUCTEMY
nenonpoun3BocTBa. CucreMa eIonpor3BOJICTBA MPEACTABISAET COO0M COBOKYITHOCTD:

- 00IIeN3BECTHBIX MPUHIUIIOB 00paOOTKH JOKYMEHTOB;

- IpUEMOB B paboTe ¢ JOKYMEHTaMH KOHKPETHOTO TPEANPHUSTHS.

Cucrema JeIONPOU3BOICTBA TPEANPUATHH (DOpMHUpYETCs MOJA BIUSHHEM CIETYIOIIUX
(bakxTOpoB:

- UCTIOJIb3yEeMOI HOPMATHBHO-METOIMYECKOM 0a3bl IEIONPOU3BO/ICTBA;

- CJIO’KUBILIUXCS HAIIMOHAJBHBIX TPAIUIHUN paOOThI C TOKYMEHTAMHU;

- YCTAaHOBIICHHBIX ~PYKOBOJCTBOM TpennpusiTHs (OTpaciw) TMpaBWwi pabOTBl ¢
JTOKYMEHTaMHU;

- KBaJTM(PUKAIMH JCTOTPOU3BOICTBCHHON CITY)KOBI IPEIIPUSITHS.

PykoBomuTenb mpeanpusTHs HECET MEePCOHAIBHYIO OTBETCTBEHHOCTH 33 OpPraHH3aIUI0
JETONPOM3BOICTBA, COOIIOACHIE IPABUII PAOOTHI C TIOKYMEHTaMHU Ha MPEANPHUATHH.

B cTpykTypHBIX Opa3AeiIeHUsIX Ha3HAYAIOTCS COTPYAHUKH, OTBETCTBCHHBIC 32 BE/ICHHE
JeTOTIPOU3BO/ICTBA.

Opranusanus paboThl ¢ JOKYMEHTaMHU M TIpaBHja JTOKYMCHTHUPOBAHHUS IOJKHBI OBITh

3aKpPCIUICHBI B MHCTPYKI WU IO ACTIOMPOU3BOACTBY.

1.2. lokymMeHT

1.2.1. 3Ha4yeHue JOKYMEHTOB B yIIPaBJICHUH

Jlroboe yrpaBieHYECKOE pElICHUE BBIHOCUTCS Ha OCHOBE HH(POPMAIIHH.
IIpaBUIBHOCTH IPUHATOTO PEILIECHUS 3aBUCHT:

- OT MOJIHOTHI MPEJICTaBICHHOMN HH(pOpMAIH;

- IOCTOBEPHOCTH MH(pOpPMAIINH;



- CBOEBPEMEHHOCTH €€ MPE/ICTaBJICHUS.

Wudopmarnyst MOXKeET ObITh IIPEICTaBICHA!

- B yCTHOH (hopme;

- B IOKYMEHTHUPOBaHHOH (opme.

Tepmun «gokyment» mnosBuiacs B Poccum B XVIII B. m o3Hauan «cmoco®
JI0Ka3aTeIbCTBAY.

JIOKyMEHTBI UMEIOT 0OJIbIIIOE 3HAYCHHE B YIPABICHUECKOM Ipoliecce, T. K. OHU:

- OTPAXAIOT AEATEIbHOCTh OPTaHU3aIIH;

- Ha MX OCHOBE MIPUHUMAIOTCS YIIPABICHUECKUE PEIICHUS;

- SIBJISIFOTCS TJIABHBIM apTyMEHTOM B CIIOPHBIX CUTYaIHsX;

- SIBJISIFOTCS] TAPAHTOM IIPaB Ha HEJABHKUMOCTh, COOCTBEHHOCTb.

JIOKyMeHT 00ecreunBaeT:

- 3aKperUIeHne HH(OpMaIH;

- cbop mH(bop™Manmu;

- 00paboTky nHopmanuy;

- iepeavy uHGOpMaIHH;

- HCTIOJIB30BaHKNE MH(POPMALINY;

- XpaHeHHue HHPOpMaIIHH.

@®opMbI yrIpaBiIeHUs! TECHO CBSA3aHbI C BUAAMHU JIOKYMEHTOB, HaIlpUMep:

- YUeT - C HallUCAHUEM PA3JIMYHBIX OTYETOB;

- IJTAHUPOBAHUE - C COCTABJICHUEM IIJIAHOB;

- UHCTPYKTHUPOBAHUE - C pa3pabOTKON METOIMK, HHCTPYKIIHIA;

- PYKOBOJCTBO - C U3JaHUEM IIPUKA30B, PACIIOPSIKEHUM.

1.2.2. IlonsiTHe JOKYyMEHTA

JIokyMeHT - 3apHUKCHpOBaHHas Ha MaTepUaIbHOM HocuTene uHpopMamus ¢
PEKBU3UTAMHU, MO3BOJISIOMUME €€ UACHTU(DHIIUPOBATS.

[TonATHe «I0KYMEHT» MHOTO3HAYHO U 3aBUCHUT OT TOTO, B KaKOi cdepe e TeIbHOCTH OH
UCTIOJIb3YeTCHS.

JIOKyMEHT TMpEeJCTaBIsAeT CcO0O0W pe3yabTaT oTOOpakeHHs HH(POpPMalUMK O JIMIAX,
npenMerax, (hakrax, COOBITUSX; SIBICHUSAX U MPOIIECCaX.

JIOKYMEHT MOKET OBITh:

- HocuTeneM nHpopManuu (B chepe HHPOPMAITMOHHBIX TEXHOJIOTHH);

- CpeICTBOM (PUKCAIMU U NIEepelaun yIpaBICHYECKUX PElIeHuH (B yIpaBJIeHUN);

- CI0cOOOM JI0Ka3aTeNbCTBA YEro-Iu00 (B IOpUANYECKOl cdepe);

- HICTOYHUKOM (DaKTOB (B HAYKe).



1.2.3. ®yHKuMH J0KYMEHTA

JIOKyMEHTBl MHOTO(YHKIIMOHAJIbHBI. K OCHOBHBIM (YHKIMSM JTOKyMEHTOB CIEIyeT
OTHCCTH:

- UH(QOPMAIMOHHYIO (JOKYMEHTUPOBAHUE, XPAaHEHHUE U MPEJIOCTABICHHE HHPOPMALIUH);

- YIPaBJIEHYECKYIO (C MOMOIIBIO TIOKYMEHTOB PEIIAIOTCs YIIPaBIEHYECKHUE BOIPOCHI);

- KOMMYHUKAaTHBHYIO (JIOKyMEHTBI SIBJISIOTCS CPEACTBOM 0OMeHa HH(popMaLueil);

- IpaBOBYIO (,Z[OKyMeHT MOKCT ABJISITBCA MUCBMCHHBIM J10Ka3aTCJILCTBOM B CYJC U OBITE
HCTOYHUKOM IIpaBa, HalIpUMeEp 3aKO0H);

- OPraHU3alMOHHYIO0 (JIOKYMEHT YCTaHaBIMBAeT WJIM YHNOPAJOYMBAECT JECHUCTBUSA
YYaCTHUKOB IIPABOBBIX OTHOLIEHUH, HAIPUMEP JOJKHOCTHAsA MHCTPYKIUA);

- HAyYHO-MCTOPUUYECKYI0  (C  TOMOIINBIO  APXUBHBIX  JOKYMEHTOB  COXPaHSETCS

HUCTOPUYECKOE, HAYYHOE U KYJIBTYPHOE HACIIEANE).
1.3. HopmaTtuBHO-MeTOAUYECKASA OCHOBA /1€JI0NPOU3BOACTBA

1.3.1. IlousiTEe HOPMATHUBHO-METOANYECKOH OCHOBBI JI€JIONPOU3BO/ICTBA

HopmaruBHO-MeTonnueckass ocHOBa (0a3za) JeNOMpOW3BOJICTBA — COBOKYIHOCTH
TpeOOBaHU, HOPM, MIPABWII U PEKOMEHIAIUI 110 COCTABICHHUIO TOKYMEHTOB U paboTe ¢ HUMH,
yCTaHOBHeHHBIX HpaBOBBIMI/I aKTaMHu, CTaH,Z[apTaMI/I, I/IHCprKI_[I/ISIMI/I U MCETOAUUYCCKUMHU
nocobusmu. HopmaTuBHO-MeToAMYECKast 6a3a JeONPOU3BOJICTBA PETYIUPYET:

- mpaBuiIa 0(OPMIICHUS TOKYMEHTOB;

- IpaBuiIa paboTHI C JOKYMEHTaMHU;

- obecnieueHre COXPaHHOCTH JIOKYMEHTOB;

- IIOPSJIOK IIepeNauu JOKYMEHTOB Ha ApXUBHOE XPAaHEHUE;

- paboTy cimyxObl 1eonpon3BOACTBA (HYHKLNHU, CTPYKTYpPa, IITATHI);

- BHEJpEHHE HOBBIX MH(OPMALIMOHHBIX TEXHOJOTHI B paboTe C JOKYMEHTaMH;

- paboTy ¢ JOKYMEHTaMH, UMEIOIIUMU TPH{Q OrpaHUYEHUs JOCTYIIA;

- OPUINYICCKHUEC ACTICKThI, CBA3aHHBIC C JOKYMCHTAMU, U APYTrUC BOIMPOCHL.

1.3.2. Buabl HOPMATHBHBIX [JOKYMEHTOB, PeryJHPYyHIIUX BONPOCHI
ACJIO0MMPON3BOACTBA

Bompocs! 10KyMEHTallMOHHOTO 00ECTICUCHHs YIIPABICHUS PETYIUPYIOTCS:

- 3akoHaMu P®;

- TOCY/IapCTBEHHBIMHU M OTPACIICBBIMU CTaHIapTaMHU;

- 0011epOCCUIICKUMHE KITacCU(PUKATOpaMHu;

- TOCY/IapCTBEHHBIMU M OTPACIICBBIMU HHCTPYKLUSMH TIO JICTOTPOU3BOJICTBY;

- HHCTPYKIUAMH 1TIO ACTIOIMMPOU3BOACTBY KOHKPCTHOT'O MMPCAIIPUATHUA.



3akoHbl PO:

@enepanbubiii 3akoH oT 20.02.95 Ne 24-03 «O6 unpopmanuu, UHPOPMATUZAUN U
3amTe HMH(pOpManuM» - CONEPXKUT 0a30Bble MNOHATUS HHGOpPMAIMH, JIOKyMEHTa H
YCTAaHABIMBACT IPABOBOM pPEXUM CO3/JaHUS, XPAHEHUsS, HCIOIb30BaHHUS WHPOpPMAaLUH,
MOPSAZIOK €€ TOKYMEHTHPOBAHUS M JOCTYIA K HEH;

@enepanbubiii 3akoH 0T 10.01.02 Ne 1-®3 «O6 snekTpoHHON 1M(POBOI MOAMHMCHY -
yCTaHaBIIMBAET OCHOBBI MPHUIAHHS IOPUANIECKOTO 3HAUCHHS 3JICKTPOHHBIM JJOKYMEHTaM;

3akoH P® ot 21.07.93 Ne 5485 «O rocynapcTBEHHON TallHE» - ONPEENSIET TOTHOMOYHS
TOCOPraHOB M JIOJDKHOCTHBIX JIMII IO 3alllUTE TOCTaiHBI M paboTe ¢ JOKYMEHTaMH,
COJICPKALTUMH €€;

I'paxxnanckuii kogexc P (denepanbubiii 3akon or 30.11.94 Ne 52-03) -conepkut
HOPMBI TIPaBa M MOJIOKEHUS 10 JOKYMEHTaM C(ephl IPakIaHCKHX MPAaBOOTHOUICHHUH;

Tpynosoit konekc PO (Denepanbusiii 3akoH oT 31.12.01 Ne 197-D3) -conepkut HOpMbI
IpaBa U MOJIOKEHUS 10 JOKyMEHTaM c(epbl TPYAOBbIX TPABOOTHOLICHU;

VYronoBubit koaexkc PO (Depepanbubiii 3akoH oT 13.06.96 Ne 63-®P3) (B pen. ot
20.03.2002) - ycraHaBIMBAeT YrOJIOBHYIO OTBETCTBEHHOCTb 3a HENPAaBOMEPHbBIE NEHCTBUS C
JOKyMEeHTaMu U uHopmanueii; OCHOBBI 3akoHOmarenbcTBa P®D 00 ApxuBHOM QoHIe
Poccuiickoit @enepanu u apxuBax ot 07.06.93 - ompenensior nmopsaok (GpopMupoBaHus,
XpaHEHHUs, y4eTa 1 UCIIOJIb30BaHUS apXUBHBIX JJOKYMEHTOB.

['ocynapcTBeHHBIE CTaHIAPTHI:

I'ocynapcTBeHHas cuctemMa JOKyMEHTAllMoHHOro oOecnedenus ynpasienus (I'CAOY)
1991 r. - 3TO COBOKYMHOCTb MPUHIIMIIOB U MPABHJI, YCTAHABIMBAIOIIUX €IUHbIE TPEOOBAHUS K
JOKYMEHTHUPOBAHHIO YIPABICHYECKON JESTEIbHOCTH U OPraHU3aluy paboThl C JOKyMEHTaMU
B OpraHax roCyJIapCTBEHHOT'O YIPaBJICHUS, HA TPEANPHUATHAX U B YUPEKICHHUSIX.

OcnoBubiMu 1iessimu ['CJIOY sBastoTes:

- YIIOpsIIOUEHUE TOKYMEHTOO00POTa;
- COKpAIIleHHEe KOJUYECTBA JOKYMEHTOB;
- TIOBBIIIICHUE KAaueCTBa JOKYMEHTOB;

- HOpMaTHBHOE  3aKpeIUieHWe  HM3MCEHEHUH, TMPOM3OIIeAIIMX B  OpraHU3aluu

JIeTIOTIPOU3BOICTBA B CBSI3U C MOSIBIICHUEM HETOCYAapCTBEHHBIX (POPM COOCTBEHHOCTH;
- COBEpIIICHCTBOBAHUE PAOOTHI anmapara yrnpaBJIeHuUs.

I'OCT 6.38-2003 VYuudumupoBaHHble cHUCTeMbl goKyMeHTauuu. Cucrema opra-
HU3AIMOHHO-PACHIOPSAUTENBHBIX TOKyMEHTOB. TpeOoBaHus K 0(OPMIICHHIO TIOKYMEHTOB.

CranpapT ycTaHaBIMBAET:

- COCTaB PEKBU3UTOB;

- pacroJio’KeHNe PEKBU3UTOB Ha JINCTE Oymaruy;

- TpeOOBaHUA K TEKCTY U OJIaHKaM JIOKyMEHTOB.

I'OCT P 51141-98 Jlenonpous3BoACTBO U apXUBHOE J1€710. TEpMUHBI U ONpPEAEIECHUS OT



27.02.98 Ne 28

CranmapT ycTaHaBIMBACT COBPEMEHHOE TOJIKOBAaHHE TEPMUHOB!

- 110 JICTIOTIPOU3BO/ICTBY;

- 110 apXUBHOMY JIETTy.

TepMuHbI, yCTaHOBIIEHHBIE HACTOSIILIUM CTaHAAPTOM, 00S3aTENbHBI Il IPUMEHEHHUS BO
BCEX BUAAX JTOKYMEHTALUU U JTUTEPATYpHI IO JEIONPOU3BOJCTBY U ApXUBHOMY JAETY.

B pasBurHe TroCymapCTBEHHBIX CTaHJAPTOB OTpacisiMH M BegomcrBamu PO
pa3pabaTbIBarOTCA OTpaciieBble CTAHIAPTHI MO JEIOTPOU3BOJCTBY C YUETOM BEJOMCTBEHHOM
creruuKy.

OOmepoccuiickue Kiaccu(puKaTopsl:

OOmmepoccuiickuii  knaccupukarop ympasineHueckod gokymentammu (OKY) -
COJCPKUT KOAbI YHHU(PUIHUPOBAHHBIX (POPM TOKYMEHTOB, HCIIOJIB3YEMBIX B JAEATEIBHOCTH
OpraHoOB BJIACTH U YIPABJICHHUS, KOTOPbIEC JOJDKHBI IPOCTABIATHCS HA TOKYMEHTAX.

I'ocynapcTBeHHbIE HHCTPYKLIUU IO AETIONPOU3BOICTBY:

TunoBas UHCTPYKUHMS MO JAETONPOU3BOJCTBY B (peaepanbHBIX OpraHax MCHOJHUTEIHHON
Bnactu oT 27.11.00 Ne 68 - comepxutr oOmme TpeboBaHUS K JOKYMEHTHPOBAHUIO
YIIPABJICHUYECKOHN /EATENPHOCTH W TEXHOJIOTUH PabOThl ¢ JOKYMEHTaMH, TPeOOBaHHUS IO
MOJITOTOBKE 3aKOHOJATEIbHBIX aKTOB U MpaBuiIa 0POPMIICHUS OTACIBHBIX TOKYMEHTOB;

[lepeyeHp THUIMOBBIX YHPABICHYECKUX JOKYMEHTOB, OOpa3ylOLIUXCs B JAEATEIBHOCTU
Oopranusanuii, ¢ ykazanueMm cpokoB xpaHeHus oT 06.10.00 - yctaHaBIMBAET CPOKU XpaHEHUS
JTOKYMEHTOB.

Ha ocHoBe THUIOBBIX pa3pabaThIBAIOTCS OTPACiIeBble HHCTPYKLUU 10 JIEIIONPOU3BOJICTBY

U UHCTPYKLUU IIPEATIPUITHSL.

1.3.3. UHCTPYKIHA 110 AeJONPOU3BOJACTBY OPraHM3aLUKI
NHCTpYKIMS IO JeTONPON3BOCTBY KOHKPETHOTO MPEATIPUATHS COJCPIKUT Pa3/IeIIbL:
- OOIIIKE MOJIOKCHUS,;

- IOPSAJIOK COCTABJICHUA U 0(OPMIICHUS CITY)KEOHBIX JOKYMEHTOB;

- HOPSAIOK NPHUEMa, PETUCTPALUK M PACCMOTPEHHS BXOSIIUX JOKYMEHTOB;
- KOHTPOJIb UCIIOJTHEHUS IOKYMEHTOB;

- HOPAJOK pabOTHI ¢ HCXOIANIMMH IOKyMEHTaMU;

- HOPSAZOK pabOTHI ¢ BHYTPEHHUMH JOKYMEHTAMH;

- COCTaBJICHHE HOMEHKJIATYPHI JIe1T;

- IpaBuiIa GOPMUPOBAHUS JIET;

- HOPSAZOK 00ECIICUCHUS] COXPAHHOCTH JOKYMEHTOB;

- HOpAAOK MOATOTOBKU U NIEpCAaun JOKYMCHTOB Ha apXUBHOC XpPAaHCHUC.



1.4. Cay;k0a 10KyMEHTAIIMOHHOTO O0ecreYeHu s YIPaBJIeHUS

1.4.1. IlousiTue cayxosl JOY

Cnyx00if mOKyMeHTalmoHHOTO oOecreueHus ynpasinenus ([AOY) - HasbiBaercs
CTPYKTYpHO€ IOJApA3JEIIEHNE, Ha KOTOPOE BO3JI0XKEHBI AEIONPOU3BOACTBEHHBIE OIEpALlUU
(peructparusi, KOHTPOJIb UCTIOJHEHHS, XPAaHEHUE, UCII0JIb30BAHUE JTOKYMEHTOB U T. I1.).

OcHoBHBIMU 331a4aMu ciyk0b1 JJOVY sBnstorcs:

- OpraHM3aLus JeI0MPON3BOJICTBA;

- BEJIEHUE JEJIONPOU3BOJICTBA;

- COBEpILEHCTBOBAaHUE JIEIOIIPOU3BOICTBA.

CTpykTypHBIMH moApasfeneHusMu  ciayxk0sl  JIOY B 3aBUCUMOCTH OT  YpOBHS
OpraHu3aly 1 00beMa JOKyMEHTOB SIBIISIOTCS

- yIIpaBJIeHHE JeNIaMU;

- YIpaBJIEHUE JIEIONPOU3BOJICTBA;

- KaHLEJSpUS;

- otaea OY;

- cekperapuar (AupeKuus);

- UHCIIEKIIUS IIPU PYKOBOIUTEIIE.

1.4.2. Ilonoxenue o cayxoe 10Y

[Tonoxxenne o cuyxbe OV ompenenser ee CTpyKTypy, (YHKUHOHAJIbHBIEC 3a/1auH,
0053aHHOCTH U TIpaBa €€ COTPYIHHKOB.

- O01ue noyoKeHus:

- OTAEN JOKYMEHTAI[MOHHOTO oOecredyeHusi (B MambHEHIIEM — «OTHEN») SIBISICTCS
CaMOCTOATCIbHBIM CTPYKTYPHBIM noapasaCJICHUEM MMpCATIpUATUA n IIOJYHHACTCA
HCIIOJIHUTENBHOMY AUPEKTOPY (3aMECTUTENIO JUPEKTOPA) IPEAPUATHS;

- OTACI BO3IJIaBJISICT HadYaJIbHUK OTACIIA, Ha3HayaeMbIii Ha JOJOKHOCThL IIPHUKAa30M
QUPEKTOpa MPEAIPUATHUS;

- B CBOCH JIEATEIILHOCTU OTAEN PYKOBOACTBYETCS YCTAaBOM MPEAINPUATUS, HACTOAIIUM
IIOJIOXKCHUEM, cTaHJapTaMu u HOPMAaTUBHO-MCTOAUYCCKUMU AOKYMCHTaMH 1o
JET0NPOU3BOJICTBY.

- 3agaun:

- obecrieueHune CAWUHOI'0 TIOpsJKa oOpraHu3anuu W BCACHUA [CJIONPOU3BOACTBA B
NOJpa3fACiICHUsIX TNpennpusaTus, yHudukanus (OpM IOKYMEHTOB, CO3/laHHE OO0pa3IoB
JOKYMEHTOB IPEAIPUATHS;

- perucTpanys ¥ y4eT JOKYMEHTOB, BEJICHHE CIPAaBOYHO-WH(POPMALIMOHHON PabOTHI 1O

AOKYMCHTAaM IPCANIPHUATUSA



- BHEJpEHHE HOBBIX HH(OPMALIMOHHBIX TEXHOJIOTUN B pabOTe C JOKYMEHTAMH.

- CtpykTypa:

- CTPYKTYpa M IITAThl OTAENAa YTBEPKAAIOTCSA TeHEPAIBbHBIM JAUPEKTOPOM MPEIIPUSATHS C
y4eToM creuupuKu paboTsl 1 00beMa TOKYMEHTO000POTa;

- B COCTaB OTJIeJIa BXOJAT: Tpymmna (y4acTok) oOpaboTKM BXOJAIIMX TOKYyMEHTOB, IpyIa
(yqacTok) 00paOOTKM HMCXOISIIUMX JOKYMEHTOB, TpYINa KOHTPOJS, AKCIEIUIINA,
KOIMPOBAJIbHO-MHOXKHTEIIBHOE OI0pO, CeKpeTapuar.

- OyHKIUU:

- OpraHM3anus AeJONPOU3BOJICTBA HA MPEINPHUSTUA B COOTBETCTBUH C (heaepalbHBIMU
CTaHJapTaMHU U HOPMAaTUBHO-METOANYECKHUMHU JOKyMeHTaMH PocapxuBa u npeanpusTus;

- OpraHU3alMOHHO-METOJMUECKOE PYKOBOJCTBO pabOTON C TOKYMEHTAMH B CTPYKTYPHBIX
M0JIpa3/IeJICHUSAX IPEIIPUSATHUS;

- IPHEM, PETUCTpAIHs, Y4eT, XpaHEHHEe M PACChUIKA IMOCTYIMAIOLIeH, OTHpPaBIsSeMON U
BHYTPEHHEH TOKyMEHTAllUH, ONIEPATUBHBIN MOMCK U BbIlaua HHPOPMALIUH 110 TOKYMEHTaM;

- paccMOTpeHHE U MpOoBepKa 0(hOpMIIEHUS JOKYMEHTOB, MPEACTABIIEMBIX IS OKIaa U
Ha MOANUCH PYKOBOJCTBY MPEIIPUSATHUS;

- OpraHM3anus KOHTPOJIS 32 CBOEBPEMEHHBIM UCIIOJTHEHUEM JIOKYyMEHTOB B COOTBETCTBUU
C PE30JIIOLUSMH PYKOBOJICTBA MPEANIPUSATHS;

- obecnieueHre COOTBETCTBYIOIIETO pEXHMMa JOCTYNa K JOKYMEHTaM, UMEIOIIUM Tpud
KOH(UACHIINATBHOCTH, U HCIIOJIB30BaHUS HH(POPMALINH, CO/IEPIKAILEHCS B HUX;

- COCTaBJICHHE CBOJHOM HOMEHKIJIATYpBHl Jell MPEINpUsATHS, KOHTPOJb 3a MPaBHIbHBIM
¢dbopmupoBaHueM 1 0(OPMIICHHEM JIeNl B CTPYKTYPHBIX M0Ipa3/IeiCHUsX;

- yyacTHe B IIOCTaHOBKE 3ajJay, pa3padoTKe, MPOEKTUPOBAHMM M BHEAPEHUM HOBBIX
MH(OPMAIIMOHHBIX TEXHOJIOTHIA Ha MPEeNPUATUY;

- pa3paboTKa HOPMAaTHUBHO-METOJANYECKUX JOKYMEHTOB IO BEICHHIO JEJIONPOU3BOICTBA
Ha TMpeanpusaTdd (MHCTPYKIUH 1Mo paboTe C JOKyMEHTaMHu, OJaHKOB CIYKEOHBIX
JOKYMEHTOB, YHU(PUIIHPOBAHHBIX (DOPM JOKYMEHTOB MPEIPUATHSA);

- yyacTue B paboTe 3KCIEePTHON KOMHMCCHUU HPEINPHUITHS 10 MOATOTOBKE K Iepeaade B
apXyB JOKYMEHTOB, UMEIOIIUX JOJITOBPEMEHHBIE (TOCTOSIHHBIE) CPOKU XPAHEHUS, BBIICIICHHIE
K YHUYTOXXEHHIO JOKYMEHTOB C UCTEKIIUMH CPOKaMH XpaHEHHUS;

- IPOBEICHNE MEPONPUATUH MO MOBBIILICHUIO KBATH(PHUKALUK paOOTHUKOB MPEANIPHUATHS,
3aHATBIX JIEJIOTIPOU3BOJICTBOM;

- opopMmIIeHHE KOMAaHIMPOBOYHBIX JOKYMEHTOB, PErHCTpalus KOMaHIUpPOBaHHBIX
COTPYIHUKOB.

- IIpaBa:

- IPOBEPSITh OPraHMU3ALMIO JICNIOTIPOU3BOJACTBA B  CTPYKTYPHBIX IOJpa3eNeHHIX
NPEaNpUsATHs, BHOCUTh 110 HWTOTaM TMPOBEPOK TMPEIIOKEHUS M PEKOMEHJAlUU UX

PYKOBOOUTCIIAM JJISI IIPUHATHA COOTBCTCTBYIOIIIUX MCP;
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- TpeOOBaTh OT PYKOBOAMTENEH CTPYKTYpPHBIX IOJpA3JeNCHH CHpPaBOK, TOKYMEHTOB,
ApYrux MaTepHaioB, HEOOXOJAUMBIX PYKOBOJICTBY MPEANpPUATHS, a Takke MHPopManuu od
HCIIOJIHEHUU JIOKYMEHTOB, IOPYYEHUH U 3aJaHUl PYKOBOJICTBA;

- BO3BpalllaTh B  CTPYKTypHBIE  TOJpa3JAeNeHUs: Ha  JOpabOTKy  JTOKYMEHTHI,
MOJTOTOBJICHHBIE C HApYIIEHUEM YCTAHOBJICHHBIX HHCTPYKIMEH IO JAEIONPOU3BOJICTBY
paBuiI 0(hOPMIICHUS.

- OTBETCTBEHHOCTbD:

- BCIO TIOJTHOTY OTBETCTBEHHOCTH 3a KayeCTBO M CBOECBPEMEHHOCTb BBITIOJHEHUS
BO3JI0KEHHBIX Ha OTJEN 33/1a4 U (YyHKUUH HECeT pyKOBOAUTEINb OT/ENa;

- CTEMEHb ~ OTBETCTBEHHOCTH  JPYTMX  paOOTHHKOB  OT/AENAa  YCTAHaBJIMBAETCS
JOJKHOCTHBIMU MHCTPYKIIUSIMH.

- CityeOHbIe KOHTaKThI (CIy:KeOHOe B3aUMOJICHCTBUE):

- C PYKOBOJUTENSIMH CTPYKTYPHBIX MOJApa3ACICHUNA MpEeInpusiTHs - IO BOIpPOCaM
BEJICHUS JIETIONPOU3BOJICTBA, OPraHU3alluid KOHTPOJIS U MPOBEPKH UCIIOIHEHUS JOKYMEHTOB,
MOJATOTOBKM W TIPEACTABJICHUS HEOOXOJUMBIX PYKOBOJCTBY IMpPEANpPUATUS JTOKYMEHTOB,
MCIIOJIb30BAHUS CITyKeOHOM nH(pOopMaIUu;

- C IOPHIMYECKUM OTIEJIOM - IO BOMPOCAaM TOJATOTOBKHA IMPOEKTOB IPHUKA30B,
pacnopsKeHUN, THCTPYKLIUM, ITOJI0KEHUH, KOHTPAKTOB U APYTUX JOKYMEHTOB;

- C OTZAEJOM KaJapoB - MO BOIpOocaM NoA0Opa, MpueMa, YBOJIbHEHHS, MOBBIIICHHUS
KBaJIM(UKAIMU U PACCTAHOBKU paOOTHHUKOB OT/IENa;

- CO CIIy’k00¥ MaTepHalbHO-TEXHIHYECKOT0 00eCredeHus - 0 BOIpocaM o0ecreueHus
CpeACTBaMH OPIrTEXHUKH, OJTaHKaMU TOKyMEHTOB U KaHIITOBapaMu;

- ¢ oTneiaoM WHGOpPMATHU3ALMU - MO BOIMPOCAM IMPOEKTUPOBAHUS, HKCIUTyaTallUd H
BHEJIPEHHsI aBTOMATU3UPOBAHHBIX WH(OPMAIIMOHHBIX CHCTEM;

- B Tpeierax CBOEH KOMIIETCHIIMH OCYILECTBIIET B3aMMOOTHOUICHHS C JPYTUMHU

OpraHu3aIUsIMH 10 BOIPOCaM PabOTHI C TOKYMEHTAMHU.

1.5. JJIEKTPOHHbIH JTOKYMEHT U 3JIEKTPOHHBbII

JTOKYMEHTO000pOT

1.5.1. IloHsiTHE 3JIEKTPOHHOTI'0 IOKYMEHTA

DJNEeKTPOHHBIM JIOKYMEHT - JOKYMEHT, B KOTOpPOM HH(pOpMamus IpeacTaBlieHa B
AJIEKTPOHHOHU (opMe, ¢ peKBU3UTAMH, HEOOXOAUMBIMU JIJIsl IPU3HAHMS €T0 ICHCTBUTEIBHBIM.

DJEKTPOHHBIM JOKYMEHT JI0JIKEH COOTBETCTBOBAThH CJIEAYIOUINM TPEOOBAHUSM:

- CO3/1aBaThCs, 00pabaTHIBATHCS, XPAHUTHCS, TIEPEIAaBATHCSl U MPUHUMATHCS C MIOMOIIBIO
IIPOTPaMMHBIX U TEXHUYECKUX CPELCTB;

- COACPIKATb PCKBU3UTHI, IMO3BOJIAIOIIUC TOATBECPAUTD €TO NMOJJIMHHOCTD U LEJIOCTHOCTD,
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- OBITH OTOOPaXEHHBIM (BOCTIPOU3BEICHHBIM) B ()OpME, OHATHOMN JIJIs1 BOCIIPUSATHSL.

DJNEeKTPOHHBIA JOKYMEHT MOJKET ObITh BOCIIPOM3BEICH B BHJE M (OpMe, TOHATHBIX IS
BOCTIPHUSITHSA:

- Ha DKpaHe JTUCILIes;

- Ha OyMa)XHOM HOCHTEIIE;

- Ha HHOM OT/ICJIMMOM OT MAIIMHHOTO HOCHUTENS MaTepUalbHOM OOBEKTE B JIOCTYITHOM
1L BU3YaJIbHOTO 0003pEHUs BUIEC.

[Ipy uCHONB30BAHUU DBJEKTPOHHOTO TOKYMEHTa He TpeOyeTcsi NMpeloCTaBICHHS €ro
Komuu Ha OyMa)KHOM HOCUTENE, 3a HCKJIIOYEHHEM CIy4aeB, MPelyCMOTPEHHBIX

HOPMATUBHBIMHU ITPABOBBIMH dKTaMU P® umm cormamnienueM CTOPOH.

1.5.2. HpeuMymeCTBa H HEAOCTATKH 3JICKTPOHHOI'0 JOKYMEHTA

[IpenmymiecTBa UCTIONB30BAHUS HJICKTPOHHBIX TOKYMEHTOB!

- KOMIIBIOTEpHast 00pabOTKa IEKTPOHHBIX JOKYMEHTOB (HampuMmep, 3asiBOK Ha TOBAaphl)
BBITIOJIHACTCS 3HAYUTEIBHO ObICTpee, ueM 00paboTka OyMaKHBIX JOKYMEHTOB;

- YCKOpsieTCsT | ympomjaercs cOop, o0paboTka, cucTeMaTu3alus H IOUCK JF000M
uHpOpMaInH;

- C MMOMOIIIBIO JIEKTPOHHON MOYTHI OCYIIECTBISETCS ONEpaTUBHAA Mepeaada JOKYMEHTOB
Ha JII0ObIE pacCTOSHHUS,

- XpaHEHHE DHJIEKTPOHHBIX JOKYMEHTOB IIO3BOJISIET COXPAaHUTh HA MaJbIX HOCHUTENSX
00JBIIOE KOJTMYECTBO HMH(OpPMAIMHM M TO3ITOMY HE TpeOyercs OONbIIUX TUIOMAAeH s
apX1BOB;

- TEXHOJIOTUS pabOTHI C TOKYMEHTaMU CTaHOBHTCS 3(h(heKTHBHEE HAa KaXKIOM y4acTKe;

- BOBMOKHOCTh HCHOJIb30BAHUS IOJIy4eHHON WMH(pOpMAIMKU JJs HOJATOTOBKH JPYrOTro
JOKyMeHTa (0T4eTa, CBOJKH, 0030pa M T. 1L.);

- KOMIIBIOTEPHBIH HAa0Op JOKYMEHTOB CBOJUTCS K MUHUMYMY IPH HCIOJIb30BAHUU
TOTOBBIX 00Pa3LoB, coaepsxamuxcs B namstu [1K.

CornacoBaHue MPOEKTA ANEKTPOHHOTO JOKYMEHTA UMEET CIIeIYyIOUINe MPEUMYIIeCTBa:

- IpouTeHue JokymeHTa Ha sKkpane I1K 6e3 BbIBoJa Ha Oymary; HcrpaBiieHHs] BHOCATCS B
MPOEKT JOKYMEHTA;

- OJIHOBPEMEHHAsI PACCHIIIKA MPOEKTa JOKYMEHTa Cpa3y HECKOJIBKUM BH3UPYIOIIUM.

K HemocTaTkam 31eKTPOHHBIX TOKYMEHTOB MOYKHO OTHECTH:

- HEJIOJITOBEYHOCTh XPaHEHHs [0 CPABHEHHUIO C OyMaXHBIMU JIOKYMEHTAMU;

- He00XO0AMMOCTD HAJIMUUsl TEXHUUECKUX CPEICTB ISl IPOUTCHHUS;

- BOBMOKHOCTh BHECEHHsI HECAaHKIIMOHUPOBAaHHBIX HM3MEHEHMH (IpU OTCYTCTBUHU

aneKTpoHHOHU 1udposoit noanucu (DLII) unu 1pyrux cpencTs 3aIiuThl).
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1.5.3. DJ1eKTPOHHBII JOKYMEHTO000pOT

DNEeKTPOHHBINA TOKYMEHTOOOOPOT - MPOIECC IBWKEHUS, 00pabOTKH, XpaHEHHUS U 0OMeHa
AJEKTPOHHBIMU JOKYMEHTAMH.

YdacTHUKH 0OMEHa 3JIeKTPOHHBIMU JIOKYMEHTAMU - (PU3MUYECKUE U IOPUIMUYECKHE JINIIA,
Oprasbl roCyJapCTBEHHOH BiacTd P®D, opransl MECTHOIO CaMOYIIPABJICHUS, Y4aCTBYIOIIUE B
0OMEHE ANEeKTPOHHBIMHU JOKYMEHTaMHU.

OTnpaBUTENnh ANEKTPOHHOTO JIOKYMEHTAa - YyYacTHHUK OOMEHa 3JIEKTPOHHBIMHU
JOKYMEHTaMH, KOTOPBIM COCTaBJISET MIEKTPOHHBINA JOKYMEHT, MOANUChIBaeT ero coer JLIIT
Y HampaBJsieT €ro B aJpec MOoJydaTelis HEMOCPEACTBEHHO WM uyepe3 MH(POPMALMOHHOTO
MIOCPETHUKA.

[Tomy4yarenb  SIEKTPOHHOTO JOKYMEHTa - YYaCTHHK OOMEHa 3JIEKTPOHHBIMHU
JOKYMEHTaMHU, B aIpeC KOTOPOTO MOCTYIUI 3JEKTPOHHBIN TOKYMEHT.

[Tocpennuk B 0OMeHE 3JIEKTPOHHBIMH JOKYMEHTaMH (MH(GOPMALMOHHBIN TOCPEIHUK) -
IOPUAMYECKOE JIUI0 WIM UHAWBUIYaIbHBIM NPEAIPUHUMATEND, KOTOPBIH BBIIIOJIHSAET YCIIYTH,
CBSI3aHHBIE C OOMEHOM OJIGKTPOHHBIMU JIOKyMEHTaMH MEXJIy OTIPABUTEISIMH U
MIOJIy4aTENIIMU 3JIEKTPOHHBIX JOKYMEHTOB.

[Ipu oOMeHe 3MeKTPOHHBIMU JOKYMEHTAMHU JOJDKHBI UCIIOJIB30BATHCS CPENICTBA 3aIUTHI
nH(pOpMAaIIUK B COOTBETCTBUU € TPEOOBAaHUSIMH HOPMATHUBHBIX ITPABOBBIX aKTOB P®.

DNEKTPOHHBIM JTOKYMEHT IOJUIEKUT HPOBEPKE AJI MOATBEPXKACHUS €ro MOIJINHHOCTU
cpeacrBamu nposepku DLIIT.

IToaTBepxkneHNE NOIMHHOCTH 3JIEKTPOHHOTO TOKYMEHTA OCYIIECTBIISAETCS NOIydYaTeeM
AJIEKTPOHHOTI'O JTOKYMEHTa C MCIOJb30BaHUEM cpeAcTB mpoBepku OLIII, mpemocTaBieHHBIX
€My OTIPABUTEJIEM WM paCIpPOCTpaHUTENEM cpeacTB nposepku DIIII.

[loanmuHHOCTD  BJIEKTPOHHOIO JOKYMEHTa CUMTAeTCs IMOJATBEP)KICHHOW, €Clu B
pe3yapTaTe  BBINOJHEHMS]  MOJy4aTeldeM  3JEKTPOHHOTO  JOKYMEHTa  INpoLEenyp,
IIPEeIyCMOTPEHHBIX cpeacTBamu nposepku OIIII, yctanaBnuBaeTcs HEM3MEHHOCTb BCEX €0
PEKBU3UTOB.

DJEeKTPOHHBIN JOKYMEHTOO00POT peryarpyercss HOpMAaTUBHBIMU aKTaMH:

- TOCY/1apCTBEHHBIMU;

- MEKOTPaCJIEBBIMU;

- OTPAaCJIEBBIMY;

- JIOKJIIbHBIMU (TIPEATIPUATHSA).

[IpaBoBOE perynupoBaHue B cepe 0OpamieHust JIeKTPOHHBIX JOKYMEHTOB HAIIPaBJICHO:

- Ha pealn3alyio eIMHOH TOoCyJapCTBEHHONW TMONUTUKM B cdepe oOparieHus
AJIEKTPOHHBIX I0KYMEHTOB;

- obecnieueHre 0€30MaCHOCTH M 3alIUThl WHPOPMALMU TIPH €€ CO3laHuM, o0paboTKe,
XpaHEHUH, IEpeAaye U NPUEME;

- obecnieueHue IpaB U 3aKOHHBIX UHTCPECCOB MOJIb30BaTeleH OJICKTPOHHBIX JTOKYMCHTOB,
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- IpaBOBOE OOECTeYeHUEe TEXHOJOTHMHM CO37aHus, OOpaOOTKH, XpaHEHHUs, NMepefayd H
npreMa >JeKTPOHHBIX TOKyMEHTOB.

Pabota c 9JEKTPOHHBIMH JOKYMEHTAMH, IOCBUIAEMBIMHU 110 3JEKTPOHHOW TIOYTE,
MIPOBOJIUTCS aHAIIOTUYHO paboTe € TOKYMEHTaMU Ha OyMa)kKHbBIX HOCHUTEIISIX.

Kaxnomy aOOHEHTy B 3JEKTPOHHOH IOYTE BBIACTSACTCS WHIMBUIAYAIBHBIA MOYTOBBIN
ALIUK, KOTOPOMY NPUCBAMBAETCS KO MOJIb30BATENs, 1 OOMEH 3JIEKTPOHHBIMH COOOLICHUSIMHU
OCYIIECTBISICTCS Yepe3 ATU MOYTOBBIC SAIIUKH.

OTnpaBUTENh MEKTPOHHOTO TOKYMEHTa CO31aeT (a1 cooOIIeH s, yKa3bIBaeT €ro 1M,
1aTy, BpeMst OTIIPABJICHUS U 3aITyCKaeT MPOrpaMMy OTIIPABKH 3JIEKTPOHHOM MOYTHI.

DJNEeKTPOHHBIE JOKYMEHTHI IMEpeNaroTcs aapecaTaM B COOTBETCTBHHM C yKa3aHMEM Ha
pacchUIKY.

Anpecar mosyyaeT JOKyMeHT Ha 3kpaH [IK, xoTopblifi mpu HEOOXOIMMOCTH MOKHO
nepeHecTy Ha OyMasKHBIM HOCHUTEb.

C nomornsio ITK nporcxoquT peructpanus 3J1eKTPOHHBIX JOKYMEHTOB.

PykoBoauTenb, MOJyduB 3JIEKTPOHHBIN JOKYMEHT, IPOCTABISET HA HEM PE3ONIOLHIO, U
10 BHYTPEHHEW ceTu ToKyMeHT nepecbinaercs Ha [1K ucnomnutento (MCoHUTEIAM).

[Tporecc uCTOTHEHHS 3JEKTPOHHBIX TOKYMEHTOB aHAJTOTMYEH HCIIOJHEHHUIO TOKyMEHTOB
Ha OyMa)KHBIX HOCHUTEJISX.

DNEeKTPOHHBIM JJOKYMEHTOOOOPOT TIOCTOSIHHO BO3pacTaeT, OCOOCHHO B CBS3H C
pa3BuTHeM MHTEpHET-TOProBiy.

Cpok XpaHEHHs 3JIEKTPOHHBIX JOKYMEHTOB TaKOH ke, Kak U y OyMaKHBIX (Hampumep,
U3BELICHNs OAHKOB U TIEpEBOIHBIE TpeOOBaHUs - 5 neT). XpaHeHue (ailyioB B TEUCHHE TAaKOTO
CpOKa MOXET MPHUBECTH K MX yTpare, MO3TOMY peKOMeHIyeTcs (hOpMUPOBaTh ClEUAIbHBIC
apXMBBI 3JICKTPOHHBIX TOKYMEHTOB Ha KOMITAKT-/IUCKaX.

[Ipy XpaHEHUM SIEKTPOHHBIX JOKYMEHTOB B JJEKTPOHHOM apXHBE JOJDKHBI
o0ecrieynBaThCs:

- 3aIUTa AEKTPOHHBIX JOKYMEHTOB OT HECAHKIIMOHUPOBAHHOTO JI0CTYIa U HCKAKEHUIA;

- BOBMOJKHOCTh TIPEIOCTABIICHUS 3aWHTEPECOBAHHBIM JIMIAM JOCTYNa K XPaHUMbIM
3JIEKTPOHHBIM JTOKYMEHTaM B MOPSIKE, IPETyCMOTPEHHOM HOPMAaTHBHBIMH aKTaMHU;

- BO3MOKHOCTh TOJTBEPXKACHUS TOUIMHHOCTH SJIEKTPOHHBIX IOKYMEHTOB B TEUCHHE
BCETO CPOKa UX XPaHEHUS;

- BO3MOKHOCTb TPEACTABJICHUSI XPAHUMBIX JIEKTPOHHBIX TOKYMEHTOB B BUJIE€ KOHMH Ha
OyMa)XHOM HOCHUTEJIE.

B nmepcnekrtuBe pa3BUTHE BIIEKTPOHHOTO JOKYMEHTOOOOpOTa OPHUEHTHPOBAHO Ha
MaKCHUMaJIbHOE HCII0JIb30BAaHUE DJICKTPOHHBIX JTOKYMEHTOB, YTO MPEAINOJIaraeT M3MEHEHUE
CYIIECTBYIOIIUX OTEYECTBEHHBIX TPATUIMHA JEIONPOU3BOJCTBA U IMOCTENEHHBIH OTKa3 OT

OyMa)KHBIX HOCUTENEeH HHPOpMAIUH.
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1.6. IOpuanyeckoe 3HaYeHHE JOKYMEHTA

1.6.1. IlousiTHe OPUAUYECKOTO 3HAYCHUS JOKYMEHTA

IOpunuyueckoe 3Ha4eHUE - 3TO CBOMCTBO O(HIMAIBHOTO JOKYMEHTa, COOOIIaeMoe emMy
HeﬁCTBYIOHIHM 3aKOHO4aTCIbCTBOM, KOMHGTGHHI/ICﬁ HN31aBLIICTO cro opraHa nu
YCTAQHOBJICHHBIM TOPSAKOM odopmieHus. OTCyTCTBHE HEOOXOAMMBIX PEKBU3UTOB HIIH
HEeMpaBWIbHOE UX O(OpPMIIEHHE MOKET MPUBECTU K TOMY, YTO JOKYMEHT HE OyaeT MMeTb
IOPUINYECKOT0 3HaueHUs (Hampumep, HEeT MOANMUCH Wi narel). Ecnu ke B Hem He Oyzaer
3aroJIoOBKa K TCKCTy NI OTMCTKHU 06 HUCITOJIHHUTCIIC, TO 3TO HpI/IBeI[eT JINIIb K OHpe,[[eHeHHBIM

TPYAHOCTSM B pabOTe C JOKYMEHTOM.

1.6.2. FOpuanvecky 3HaUYMMble PEKBH3UThI JOKYMEHTA

O6$I3aTe.HI>HI>IMI/I pCKBI/I3I/ITaMI/I, O6€CHC‘II/IBaIOH_[I/IMI/I IOpI/I,[[I/I‘-IeCKOC 3HAYCHUC
,Z[OKYMGHTOB, SABJISAKOTCSA

- HAUMEHOBAHUE OPraHU3ALMH (JIOJPKHOCTHOTO JIMIIA) - aBTOPA IOKYMEHTa;

- HQAUMCHOBAHUEC BHUJ1a IIOKyMCHTa;

- JaTa JOKYMEHTA;

- PEeruCTpalMOHHBINA HOMED;

- rpu¢ yTBEpKACHUS TOKYMEHTA;

- TEKCT;

- NOJIINCE;

- [1I€4aTh.

[Moamuck siBNsieTcsl 00SI3aTENBHBIM PEKBH3UTOM JIFOOOTO JTOKyMeHTa. JlomnKHOCTHOE
JIMLIO, IPOCTABJIASA NOAIKCH B JOKyMEHTE, OepeT Ha ce0si OTBETCTBEHHOCTD:

- 3a IOCTOBCPHOCTb JOKYMCHTA,

- BC€ BO3MOKHBIC ITOCJIICACTBUA UCIIOJIHCHUSA (BBCI[CHI/ISI B HeﬁCTBHe) ,Z[OKYMGHTa.

HpaBo IIoAIINCHU HpeI[OCTaBJIHeTCH OHpe,Z[CHCHHBIM JIMIIaM 1 MOXET 6BITI: 3aerHHCHO:

- B yCTaB€ NPEANPUATHSA;

- B MOJIOXKEHUH O MPEAIPUATUH (O CTPYKTYPHOM MOAPA3IEIECHNN);

- B MHCTPYKLIMH 110 J€JIOIPOU3BOJCTBY;

- B IOJUKHOCTHOM MHCTPYKLUU PaOOTHUKA;

- B IIpHKa3€ O pacrnpeeIeHuu 00sS3aHHOCTEH.

I[OKYMCHTBI OpFaHI/I?)aI_II/II/I IO AITMUChIBACT ,queKTop NJIN €ro 3aMcCcCTUTCIIN. I[OKYMCHTBI
CTPYKTYPHBIX IOJAPA3IEICHUN MOANUCHIBAIOT UX pykoBoguTenu. [1o psay BOIpocoB IpaBom
MOJIMUCH MOTYT oOnazaTh Jpyrue paOOTHHKH, HAlpUMEp BeIyIIHe CHEIHATUCThI
NPEAIPUATHSL.

[Tonmuck cTaBUTCS Ha IEPBOM IK3EMIUISIPE JOKYMEHTA, IPH HEOOXOAUMOCTH - Ha JPYrUX
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9K3EMILIIpax, HAPUMeEp MPU 3aKJIIOUYEHUN KOHTPAKTa.

Jlata TOKyMEHTa - OJUH U3 BAaXXHEMIINX PEKBU3UTOB JOKyMeHTa. OTCyTCTBHE aThl Ha
JOKYMEHTE JI€JIaeT €ro HEEHCTBUTEIbHBIM.

Ilewats - ropUANYECKH 3HAUUMBII PEKBU3UT U IPUMEHSETCS B LIETAX 3aBEPEHUSI TIOAIUCH
JOJKHOCTHOTO JIMIIA Ha HanboJiee BaKHBIX (WK (PMHAHCOBBIX) JOKYMEHTAX.

[Ieuatb CBUIETENBCTBYET:

- 0 TIOJUIMHHOCTH IOKyMEHTA;

- IPUHAAJIEKHOCTU TOKYMEHTA K YKa3aHHOH Ha Ie4aTh OpraHu3aluu.

[Tedats mpocTaBisieTcss Ha JOKYMEHTAaX, U3JaHUE KOTOPBIX BIEUET 33 COOOM:

- Kakue-1u0o  MpaBOBbIE  IOCHEACTBUS, HANpUMEp CO3JaHHE, PEOpraHHU3aLuIo
IIPEANPUSTHS;

- MaTepualbHblE TOCIEACTBUS, HAOpuUMEp Iepeadyy MaTepuabHbIX LEHHOCTEH,
yIOCTOBEpEHHE MPaBa OPraHU3alUK UM OTEIBHOTO JIMIIA Ha YTO-JTH00.

I'pud yrBepxkaeHUS - HEKOTOPHIE JOKYMEHTHI IPUOOPETAIOT IOPUAMYECKOE 3HAUCHUE
TOJIBKO C MOMEHTA UX YTBEPKACHUS PYKOBOIUTENIEM WIN BBIILIECTOSIIUM OPTaHOM.

I'pud yrBepkIEHHS - 5TO PEKBU3UT OQPHUIMAIBHOTO JOKYMEHTa, MPHIAIOIINAN
HOPMATHUBHBIM MM MPaBOBOW XapakTep ero cojaepxkanuio. OOsS3aTeNbHOMY YTBEPKICHUIO
MOJJIEKAT:

- YCTaBBl, MOJIOKEHHS O MPEeNNpUATHIX (punanax);

- IITAaTHBIE PACIIUCAHUS;

- aKTBl IPOBEPOK, aKThI IpUEMa-Tepeaaun;

- IOJDKHOCTHBIE HHCTPYKLIUU;

- CMeThl, OM3HEC-TIJIaHbl, OTYETHI U T. 1.

PerucrpanmoHHblii  HOMEp  SBISAETCS  JONOJHUTEIBHOM TapaHTUEW MOJJIMHHOCTH
nokymeHTa. OH CBUAETENBCTBYET O TOM, YTO JIOKYMEHT IpOILIeN BCe CTaauu 00paboTKH,

3apCTUCTPUPOBAH U TCM CaAMBIM ABJISICTCA O(I)I/IL[I/IEUIBHBIM AOKYMCHTOM MNPCAIIPUATHA.

1.6.3. IOpuauyeckoe 3Ha4YeHHE JJIEKTPOHHOI0 JOKYMEHTA

Jns mpuaaHus OPUAWYECKOTO 3HAYEHHS 3JIEKTPOHHOMY JOKYMEHTY WCHOJIb3YeTCs
3JIEKTPOHHAs LU(POBas MOIIHCE.

OJEeKTPOHHBIM  JOKYMEHT TMpPHU3HACTCA IOPUAWYECKH 3HAYUMBIM  TOJBKO  TIpHU
MOJIOKUTEITFHOM PEe3yJbTaTe MPOBEPKH MOUTMHHOCTH 3JIEKTPOHHOM LU(POBOI MOIIHCH.

OnextponHas 1udpoBas noxanuck (DLII) - peKkBU3UT DIEKTPOHHOTO JTOKYMEHTA,
NpeJHa3HAYEHHBIH I 3allUThl JAHHOTO OJJISKTPOHHOTO JOKYMEHTa OT TIOJJIENKH,
MONyYeHHBI B  pe3yiabTare KpunTorpaduueckoro mpeoOpazoBaHus HHpopManum c
MCIIOJIb30BAHMEM 3aKpPBITOTO KIH0Ya SJIEKTPOHHON HU(PPOBONW MOAMMCH U TO3BOJISIOLIUMA
UACHTU(GUIMPOBATh BJaJeNblla cepTU(UKaTa KiIoYa TMOANUCH, a TaKXKe YCTaHOBUTH

OTCYTCTBHE UCKAXCHUSI MH(POPMALIUHU B 3JICKTPOHHOM JIOKYMEHTE.
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OUIT B »NEKTPOHHOM JOKYMEHTE paBHO3HaYyHa COOCTBEHHOPYYHOW TOJIHCH B
JOKYMEHTE Ha OyMa)KHOM HOCHTEJIE IIPU COOIOACHUH CIIEAYIOIUX YCIOBHIA:

- cepTu(UKaT KJIIOYa MOMAIMUCH, BBIIAHHBINH YIOCTOBEPSIOIIUM ILIEHTPOM, ICHCTBYET B
MOMEHT IOAIMUCAHUS WIEKTPOHHOIO JOKYMEHTAa,

- MOATBEP)KJCHA TOMJIMHHOCTh JJIEKTPOHHOH HH(PPOBON MOAMUCH B  AJIEKTPOH
HOM JIOKYMEHTE;

- 9JIGKTPOHHAsT IUQpPOBasi MOIMUCH HCHOJB3YETCSI B COOTBETCTBUU CO CBEICHUSIMH,
yKa3aHHBIMH B cepTU(UKATE KIIF0Ya MOAMUCH.

biiaromapst 310 TEXHOJIOIUH MOJIy4aeTCs IEKTPOHHBIA JOKYMEHT:

- UMEIOLUN IOPUINYECKOE 3HAUCHNUE;

- IIOATBEPKAAOLIUN aBTOPCTBO JOKYMEHTA;

- OATBEPKJAIOLIUI OTCYTCTBUE HCKaXKEHUSI UH(DOpPMAIIMH B JJOKYMEHTE.

1.6.4. 3aBepenue KONuUil JOKYMEHTOB

Jnss toro 4toObl KOmMMs OyMa)KHOTO JOKyMEHTa HUMella IOpUAMYECKOe 3Ha4YeHHE
MOJUIMHHUKA, €€ HEeoOXOIUMO 3aBepUTh B YCTaHOBIEHHOM rmopsake. C 3TOH 1Lembio
IIPOCTABIISCTCS PEKBU3UT «OTMETKA O 3aBEPEHUM KOIIUU», KOTOPBIA COLCPIKUT:

- 3aBEPUTEIIbHYIO HAANUCh «BepHO»;

- IOJDKHOCTD JIMLA, 3aBEPUBILIETO KOIIHIO;

- €r0 MOJIUCH;

- 1aTy 3aBEpEHUs;

- mevath (Ju1s HauboJiee BaXKHBIX UM BHEIIHUX JOKYMEHTOB).

3aBepeHre IPOBOIUTCS CAMHUM MPEINPUATHEM WM TIPU HEOOXOJUMOCTH HOTAPHYCOM.

B coorBeTcTBMM ¢ HOpPMAaTHBHBIMM IIPABOBBIMM aKTaMM WJIM IO COIVIALIECHUIO CTOPOH
OyMa)KHBI JTOKyMEHT, UMEIOIIUI Me4aTh, IPU MPeoOpa3oBaHUU B AJIEKTPOHHBIA TOKYMEHT
MOJKET 3aBEPATHCS ANEKTPOHHOU MU(POBOI MOMMHUCHIO JOMHKHOCTHOTO JHia. [Ipeampustusm
paspenaeTcs 3aBepsTh:

- KOITUM JOKYMEHTOB, MPEICTABIIEMBIX IPaXIaHaMH IIPH ITpUeMe Ha paboTy, y4uely;

- KOITUH IOKYMEHTOB JIJIsl PEIICHUs COIIMAIBHBIX MPOoOIeM pabOTHHUKOB.

Ha npennpustun Konuu 3aBepsitoTcs:

- PYKOBOUTEIEM OpPraHU3aLUH;

- IOJDKHOCTHBIM JIMIIOM (HAa4aJIbHUKOM OTJIEea KaJIpoB).
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2. Opranuszanus 1eJIONPOM3BOACTBA HA MPeANPUATHN

2.1. OcHOBHBIC NPUHOUIIBI PadOTBI ¢  JOKYMEHTAMM.

JJoKyMeHT0000pOT

2.1.1. Opranusauus padoThbl ¢ JOKyMEHTAMH

Opranuzanus paboThl ¢ JOKYMEHTaMH - OpraHu3alus JOKyMEHTOOOOpOTa, XpaHEHUs U
HCII0JIb30BAHHA NOKYMCHTOB B TCKyIJ.IGfI ACATCIIBHOCTHU NPCAIIPUATHUAL.

CoBepIIeHCTBO OpraHu3alui paboThl ¢ JOKYMEHTaMH OIpPEIesSeTCs:

- OIICPATUBHOCTHIO MICPCMCIUICHUSA JOKYMCHTOB BHYTPH OpPraHU3alu;

- KaYCCTBOM U CBOCBPCMCHHOCTBIO UCTIOJIHCHUS JOKYMCHTOB,

- 3()eKTUBHOCTBIO OOECIeYeHNsT PYKOBOJCTBA NPEANPHUATHS JOKYMEHTHPOBAHHOMN

uHpopMaluen.

2.1.2. IokymeHTO000pOT

JIoKyMeHTOOOOpOT - ABMKEHHE JOKYMEHTOB B OpraHU3allii C MOMEHTA X CO3AaHUS WITH
MOJIYYCHHA N0 3aBCPHICHUA UCTTIOJITHCHUS WJIK OTIIPABJICHUSA.

JIOKyMEHTOOOOPOT OCYIIECTBISICTCS B BHJE PA3IUYHBIX MOTOKOB JIOKYMEHTOB MEXIY
CTPYKTYPHBIMU MOAPA3ACTICHUAMUA U pa6OTHI/IKaMI/I OpCAnpUusATU.

O0BeM TOKYMEHTOO00pOTa 3aBUCHT:

- OT 3HAYMMOCTH OPraHu3anunu,

- ee (QYHKIMI U yPOBHSI pelIacMbIX 3aau;

- CBSI3€M C BHCITHUMH OopraHu3alnusaMU.

2.1.3. OcHOBHBIE TPYNIILI JOKYMEHTOB

B noxymeHTanmoHHOM 00€ecTieueHHH CYILECTBYIOT TPU TPYIIIBbI JOKYMEHTOB.

- BXoZs1ue (MOCTYNAONINE B OPraHU3alnio JOKYMEHTHI);

- ucxopsuye (OTIpaBisieMble U3 OpraHU3aluy TOKyMEHTHI);

- BHYTPEHHHE (JOKYMEHTBI, COCTaBJCHHbIE B OpraHM3allud U UCIOJIb3yeMbIE BO
BHYTPEHHEM YIIPABJIEHYECKOM IPOIIECCE).

Kaxnas w3 5TuX rpynnm HMeeT CBOM OCOOCHHOCTH OOpabOTKHM M MPOXOKICHUS.
Bxopsmue 10KyMEHTBI IPOXOIAT HA HAUaJIbHOM 3Talle CIeIyI0IIne ONepaLtu:

- IEpBUYHYIO 00paboOTKY;

- IPEABAPUTEIILHOE PACCMOTPEHHE CIIyKO00MH 1eI0IpOU3BOACTBA.

Hcxopsiiye u BHYTPEHHHE IOKYMEHTHI NPOXOAAT HAa HAa4yaJdbHOM JTale CIEAYIOIIue

omepaluu:
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- COCTaBJICHUE ITPOEKTA JOKYMEHTA UCIIOJIHUTENIEM;

- IPOBEpPKa MPABUILHOCTH 0(OPMIICHHS IPOEKTa TOKYMEHTA;

- COIVIaCOBAHME MPOEKTA JOKYMEHTA.

OOmmMu 11 BCeX TPy SBIJISIOTCS CIEAYIOIIUE ONEpalluu:

- pacCMOTpEHHE JOKYMEHTOB pYKOBOJAUTENIEM (MOANUCAHME - Uil MCXOIALIUX U
BHYTPEHHUX JJOKYMEHTOB U PE30JIIOLUA - UIsl BXOAAIUX JOKYMEHTOB);

- peructpanus 10KyMEHTOB;

- lepeaya J0KyMEHTOB UCIIOJIHUTEISM;

- KOHTPOJIb UCTIOJIHEHUSI IOKYyMEHTOB;

- UCIIOJIHEHHE JJOKYMEHTOB;

- MIOAIIVMBKA UCTIOJIHEHHBIX JOKYMEHTOB B JIE]a;

- HCTIOJIb30BAHUE IOKYyMEHTOB B CIIPAaBOYHO-UH(POPMALMOHHBIX LETISX;

- IOATOTOBKAa JIOKYMEHTOB K Ilepefjaue W IepeJadya B apxuB (WIM YHUYTOXKEHHE

AOKYMCHTOB, HC UMCIOIINX HaquO-HCTOpHHGCKOﬁ HOCHHOCTHU U NPAKTUYICCKOTO 3Ha‘-IeHI/ISI).

2.1.4. IIpuHuunbI padoThl ¢ JOKYMEHTAMU

OCHOBHBIMU TPUHIIMIIAMYU PAOOTHI C TOKYMEHTAMH SIBJISIOTCS:

- €IMHBIN MOPSAJOK COCTaBICHUsS (0OPMIIEHUS) TOKYMEHTOB U PabOThI C HUMU;

- YeTKOe pasjernieHue (QYHKIUN U 00s3aHHOCTEH MEXIy paOOTHUKAMHU TNpEANpHSTHSA,
UCKJIIOYaloIlee TyOIupoBaHUE JOKYMEHTHBIX onepanuii;

- COBPEMEHHOE TEXHHUYECKOE OCHatleHue aenonpoussoactsa (I1K, opucHsie nporpamMmsl,
(akchl, KCEPOKCHI, CKAHEPHI, JICKTPOHHAS 110YTa, CPEICTBA MAJON OPTTEXHUKH ),

- LeNIeCO00pa3HOCTh BCEX JENONPOU3BOJACTBEHHBIX omepauuit (kaxngas pabora ¢
JOKYMEHTaMH JI0JDKHa OBITh HeoOXoauma ISl JAEATENbHOCTH MPEANpHUSATHs, OIpaBIaHa
KOHKPETHOM LIENBIO);

- YMEIIO€ COUeTaHUE JOKYMEHTAI[MOIIHOTO 00EeCeUEeHNUs YIpaBIeHUs ¢ 6€310KYMEHTHBIM
(cocTaBieHHE JOKYMEHTOB TOJIBKO B TOM Cilydae, KOTJa 3TO HEOOXOJUMO MM YCTAHOBIIEHO
HOPMAaTUBHBIMH aKTaMH).

B opranuzanuu paboThl ¢ JOKYMEHTaMH JIOJDKHBI OBITH MPEAYCMOTPEHBI:

- UHCTPYKIIHUSA MO JICTIOTNPOU3BOICTBY MPEIIPUSATHUS;

- 00pa3ipl MPaBMIIBHO O(GOPMIICHHBIX JOKYMEHTOB, YCTAHOBJICHHBIX Ha KOMIIBIOTEpax
pabOTHHKOB;

- HOMEHKJIaTypa JIeJ MPEeIIpUsATHS CO CPOKAMH XpaHEHHUsI JOKYMEHTOB;

- TOJDKHOCTHBIE ~ MHCTPYKLIMM paOOTHUKOB, YCTAaHABJIMBAIOUIME OOS3aHHOCTH U
OTBETCTBEHHOCTb 3a OJrOTOBKY U COXPAaHHOCTh IOKYMEHTOB;

- TeXHUYeCKoe OOydeHHe pabOTHHKOB MPEANPHATHS HOBBIM TEXHOJIOTHSM palbOThI C
JTOKYMEHTaMHU;

- METOJIMYECKOE PYKOBOJCTBO CIY)KOOM JEIONpou3BOACTBa pabOTOil ¢ TOKYMEHTaMHU B
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CTPYKTYPHBIX OAPA3ACICHUAX IIPEANPUATHS;
- UH(OPMHUPOBAHKE PYKOBOACTBA MPEANPHUATHS O COCTOSTHIU PAOOTHI C TOKyMEHTaMH;
- HA3HAY€HUE COTPYIHUKOB, OTBETCTBEHHBIX 3a OpPraHU3ALMI0 JAEIOIPOU3BOACTBA B

CTPYKTYPHBIX ITOAPa3ACICHUAX.
2.2. Pabdora ¢ BXOASIIMMH JOKYMEHTAMHU

2.2.1. IlonsiTHE BXOASIIUUX JOKYMEHTOB

Bxopsamuii JOKyMEHT - AOKYMEHT, IOCTYIUBIIWW, HAa NPEIIPUATHE, B YUYPEKICHUE,
opranusanuto. Bxoasmue (mocrynarolmiye) J0KyMEHTbI MOTYT ObITh JOCTABJICHBI:

- I10 [I0YTE;

- KYpbepoM;

- 1o (akcy;

- DJIIEKTPOHHOM MTOYTOM.

bonburyro 4acTh BXOIAMIMX JOKYMEHTOB COCTaBIIAET IIEPENUCKA.

[Tpuem n 06paboTKa BXOAALIMX JOKYMEHTOB OCYIIECTBIIETCS CEKpeTapeM-pedepeHToM

WK pPaOOTHUKOM CITY>KOBI J1€IONIPOU3BOJICTBA.

2.2.2. JTansl 00pad0TKH BXOASLIMX J0KYMECHTOB
[TocTynuBIIMe JOKYMEHTBI IPOXOIST CIEAYIOINE 3TaIbl 00pabOTKH:
- IEpBUYHYIO 00paboOTKY;

- IpeABapUTEIbHOE PACCMOTPEHUE (Pa3METKY);

- perucTpanumio;

- pacCMOTpEHUE TOKYMEHTOB PYKOBOIACTBOM,;

- HalIpaBJICHUEC HA UCIIOJIHCHUC,

- KOHTPOJIb UCIIOJTHCHUS

- UCIIOJTHCHUC JOKYMCHTOB;

- HOAIIMBKY NOKYMCHTOB B ACJIA.

2.2.3. Ilopsaiok padoThI ¢ BXOAAIIUMH JOKYMEHTAMHU

[Tpu nepBUYHOI 00pabOTKE OCYIIECTBIIAIOT:

- MPOBEPKY MPAaBUIBHOCTH JIOCTABKH (aIpECOBaHUs);

- IPOBEPKY KOJIMYECTBA JINCTOB MOCTYIHUBILIETO JOKYMEHTA;

- IPOBEPKY HATUYHUS TPUITOKECHHUS.

[Ipy HenpaBUILHOM  QJPECOBAHUHM IHUCHBMO  TEPEAIPECOBHIBACTCA  IOJIyYaTEeIlto
(oTmpamJsieTcst Ha MOYTY ¢ MpUNUCKOH «OmubKa B agpece»).

IIpu OTCYTCTBHUH TUCTOB JOKYMEHTA WX IIPUIIOKEHHUS:
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- CTaBHUTCS B U3BECTHOCTH OTIPABUTEII;

- JIefaeTcs OTMETKA Ha CaMOM JIOKYMEHTE;

- IenaeTcs OTMETKa B JKypHAlle PEruCTpaluy BXOIANIMX JTOKyMEHTOB (B Tpade
«I[Ipumeuanuer).

Ecnu momyueHHBIN (Dakc MONHOCTHIO WM YaCTMYHO HEYHTaeM, 00 3TOM CTaBUTCS B
W3BECTHOCTH OTIIPABUTEITb.

I[Ipu oOpabGoTke moOcCTymampmeld KOPPECHOHACHIIMM  HEOOXOIUMO  COONI0IATh
KOHCTUTYIITMOHHOE TIPABO TPaXk/JIaH Ha TalHy MEPETHCKH.

PaboTHuUK, MOTydaronuii BXOISIIME JOKYMEHTBI, HE BCKPBIBACT MTHUCHMA:

- uMeroIue noMeTky «JImanoy» («Private);

- nmeromue nmoMetky «KonduaenuuanpHo» («Confidentialy), ecnmu He uMeeT MOmMycK K
HUM.

[Ipn mpenBapuTENILHOM PACCMOTPEHUHM BXOJSIIMX JOKYMEHTOB MPOBOAMTCS HX
pacripenienieHue:

- Ha PETUCTPHUPYEMEIE;

- HEPETUCTPUPYEMBIE IOKYMEHTHI.

[Tpu mpoBeaeHNN Pa3METKH BXOISAIINE JOKYMEHTBI PACIPEICIIIOTCS U UX Tepeaayu:

- PYKOBOJIUTEIIO TPEATIPUSTHUS;

- 3aMECTHUTEIISIM PYKOBOIUTEISI IPEATIPUSATHUS;

- B CTPYKTYPHBIE MOIpa3AeTIeHNUS; KOHKPETHBIM HCIIOTHUTEIISM.

Ha peructpupyeMbIx JOKYMEHTaX TMPOCTABISETCS aBTOMATHYECKHM HYMEPaTOpoOM
PEKBH3UT «OTMETKA O TIOCTYIUJICHUH IOKYMEHTA B OPTaHU3aI[UI0», KOTOPHIA COACPKUT:

- BXOJSAUI HOMEP TOKYMEHTA;

- 1aTy TOCTYIUICHHUSI;

- BpeMs IOCTYIICHHs! (IIPU HEOOXOJUMOCTH).

OTMeTKa O TMOCTYIUIEHWH HE MPOCTABIISETCS HA HEPETUCTPUPYEMBIX ITOKYMEHTaX, Ha
MPWIOKECHHUSIX K JTOKYMEHTY; Ha MPOCIEKTaX, KaTalorax M MAPYrux COpPOIIFOPOBAaHHBIX
MaTepuanax.

PykoBoauTento mpeanpuaTAs TEpeNaroTCs Ha PACCMOTpPEHHE HauOoliee BaXKHBIE H
CPOYHBIE TOKYMEHTHI.

OHM CKJTaJBIBAIOTCS CEKpeTapeM B CICHHATIbHYIO MAnKy A MOCIEAYIOMICH Mepenadyu
pykoBoautento. [Ipr HE0OXOMUMOCTH K HUM TOJOMPAIOTCS JOMOJHUTEIBHBIE MaTepHAIIBI
(mpenplayinas nepenucka, KOHTPAKThl, HOPMATUBHBIE TOKYMEHTHI U T.11.).

JIOKyMEHTBI, HE TpeOyIoIie MPUHITHS PEIICHUS HA YPOBHE PYKOBOIUTEIIS, IEPEAAIOTCS
€ro 3aMEeCTHUTEIISIM, B CTPYKTYPHBIC MOIpa3/IelieH s, KOHKPETHBIM UCTIOTHUTEIISIM.

[Ipu mepemadye MOKYMEHTOB 3aMECTUTENSIM PYKOBOAWTENS WM  HCHOJHUTEISM
yKa3bIBAIOTCS UX (haMUITNH WIIA MHUIHAIIBIL.

Ha poxymeHTtax, nepenaBacMbIX B CTPYKTYPHBIE IIOJIPA3ICIICHMs, B IPAaBOM BEPXHEM
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yIJIy TEpBOTO JIMCTa CeKpeTapeM-pedepeHTOM TMPOCTABIAETCS YCIOBHOE 0003HaueHHE
CTPYKTYpPHOTO Tojpa3zenenusi, Hanpumep: «OP» - otnen pexknamsl wiu 05 - Homep (mudp)
3TOTO MOAPA3AECIICHUS.

be3 pasmeTku nepenaroTcs MO Ha3HAYEHUIO JOKYMEHTBI: UMEIOLIME B a[pece yKa3aHUe
CTPYKTYPHOTO MOApa3AeiaeHUs; (aMIINI0 paOOTHUKA MIPEAIPUATHUS.

Ilepenaua BXOAAIMX JOKYMEHTOB HA pPacCMOTPEHHE PYKOBOJACTBY  JOJDKHA
OCYILECTBIIATHCS NOCIIE PErUCTPALUH.

IIpu perucrtpanuu BXOIALUIMX JOKYMEHTOB MCIIOJIB3YETCS BajoBas (IOpsIKOBast)
Hymepauus. [IopsakoBbI perucTpallMOHHBIA HOMEP IIPUCBAUBACTCS 110 JKypHAly B paMKax
onHoro rona - ¢ 1 saBaps o 31 gexadbps, HaunHast ¢ Ne 1 (wm Ne 01). Homep Moxer ObITh
JIOTIOJTHEH OYKBaMU WK IU(pamMu, 00JIeTr4alonMy padoTy ¢ TOKYMEHTOM.

Ilocne peructpauny JOKYMEHTBI NEPENAIOTCS AJI1 O3HAKOMIIEHMS U MPUHSITHS PEIICHUS
PYKOBOIUTEIIO NPEATIPUATHS.

PykoBoaurens, paccMarpuBasi BXOJAUN JOKYMEHT, TOJIKEH:

- OIIPEJIEIUTD UCIIOJIHUTES;

- 1aTh KOHKPETHBIE YKa3aHUS 110 UCIIOJIHEHUIO TIOKYMEHTA;

- YKa3aTb CPOKH UCIIOJIHEHUSI.

OTH ykazaHus OQOPMIISIOTCS B BUJAE PE30JIOIMU Ha caMoM AokymeHTe. CBereHus,
B35ThIE M3 PE30JIOUUU (MCIOJHUTENb, CPOK MCIOJHEHMS), IOMOJIHUTEIBHO 3aHOCATCS
cekpeTapeM-peepeHTOM B PEerHCTPALMOHHBIN JKypHAJL.

C pesosonMel pykOBOAUTENS IOKYMEHT IE€PENAETCS OTBETCTBEHHOMY HCIOJHUTEIIO
IOl PACIUCKY B IKypHaJI€ PpErucTpaluy BXOASIIMX JOKYMEHTOB C IIPOCTaBJICHHUEM
WCIIOJIHUTENIEM AaThl IIOJYyYEHHUS.

Jlnst oGecriedeHrs OnepaTUBHOTO UCTIOTHEHHSI JOKYMEHTA HECKOJIBKIUMHU UCTIOTHUTEISIMU
OJTHOBPEMEHHO CEKpeTapb-peepeHT MOXKET Pa3MHOXKUTH BXOJSIIUN TOKYMEHT U IepenaTh
KOIUU UCTIONHUTENSIM. OTAENbHbIE BaXKHBIE WM CPOYHBIE JOKYMEHTBI PYKOBOAUTEIb MOYKET
IIOCTaBUTh Ha KOHTPOJIb.

KoHTpob MCHIOMHEHMS BKIIOYAET MIPOBEPKY MCIOJHEHHUS JOKYMEHTA C YCTAaHOBJIEHHUEM
IIPOMEXKYTOUYHBIX CPOKOB U KOHTAKTOB C UCIIOJIHUTEIISIMH.

JIOKyMEHT HaxoAuTCsi B paboTe y HCIONHUTENS OO0 OKOHYATENFHOI'O BBITIOJHEHUS
PE30ITIOIUH PYKOBO JUTEIS.

Ha noxymeHTe HCHOJHUTENEM MPOCTABIAETCS PEKBU3UT «OTMETKa 00 MCIOJHEHHUU
JOKYMEHTA Y HAIPaBJIEHUH €r0 B JIEJIOM.

3areM NOCTYNMBIIMM JOKYMEHT MOJIIMBAETCS B J€JI0 C INPUMEPHBIM 3arojOBKOM

«Ilepenucka ¢ BHemHUMHU opranu3anusamu 3a 2002 r. o Bonpocaw ... (BXOIALIUE)».
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2.3. PabGora ¢ ucxoasimuMu J0KYMEHTAMU

2.3.1. IlonsiTHE HCXOAAIMX JOKYMEHTOB

I/ICXOILHH_II/IG AOKYMCHTBI - 3TO O(bI/IL[I/IaJIBHBIe AOKYMCHTBI, OTIIPaBJIsICMBIC U3
YUYpCKACHUSA, OpraHu3aluu, NpCAIpUusaTUs.

Hcxonsuie JOKYMEHTBI MOTYT ObITh OTIIPABJICHBI:

- II0 TI0YTE;

- KypbepoMm;

- 1o (pakcy;

- DIIEKTPOHHOM MTOYTOM.

2.3.2. JTansl 00padOTKH UCXOAALIUX JOKYMEHTOB

OcHoOBHBIE ATaIbl 00PAOOTKU UCXOAIIHNX TJOKYMEHTOB:

- COCTABJICHUC ITPOCKTA JOKYMCHTA UCIIOJIHUTCIICM

- IPOBEpPKa MPABUIBHOCTH 0(OPMIICHHS IPOEKTa TOKYMEHTA;

- COITaCOBAaHMUC IMMPOCKTA NOKYMCHTA,

- MOAMKCAHNUE JOKYMEHTA PYKOBOIUTENIEM (B HEOOXOAMMBIX CIy4asiX YTBEPKICHHE);
- perucTpanus J0KyMEHTa;

- OTIIpaBKa JOKYMEHTA aJpecary;

- IOAIIMBKA BTOPOTO K3EMIUIApA (KONUHU) TOKYMEHTA B JEJI0.

2.3.3. Ilopsiiok padoThI ¢ HCXOAAUMHU JOKYMEHTAMHU

[IpoeKkT WMCXOISIMEro AOKyMEHTa COCTABISIETCS OTBETCTBEHHBIM HCIOJHUTEIEM TI0
MOPYYCHHIO PYKOBOIMTEIIS.

Hcxopsiiye JOKyMEHTBI COCTABIISIIOTCS B JIBYX 9K3EMIUIIpax, 3a HCKIIOYCHUEM (DaKcoB,
COCTaBJISIEMBIX B OJTHOM 3K3EMILISIPE.

[IpoBepka MpaBWIBHOCTH O(GOPMIICHHUS HUCXOASIIETO JOKYMEHTA OCYIIECTBISCTCS
cekperapeM-pedepeHTOM WU PabOTHUKOM CITYKOBI JeIONPOn3BOACTBa. B ciiyuae ommbok B
oopmIleHHH TOKYMEHTa OH BO3BPAIIACTCS HCIIOIHUTEIIO Ha TOPAOOTKY.

[TpoeKT MCXOAAIIEro JTOKYMEHTa MOXET OBITh COTJIACOBAH C JPYIHMMH CIICIIHATACTAMHU
npeanpusits. Takoe coriiacoBanue 0(OpMIISIETCS] BU30M.

[ToaroTOBNEHHBI TMPOEKT HCXOIAIIET0 JOKYMEHTa MPEJOCTaBIseTCS Ha IOIIHCH
PYKOBOJMTEIIO OpraHu3alud. Bmecre ¢ HHUM MOTYT OBITh IIPEIOCTaBJICHBI JpPYyrue
JTOKYMEHTBI, Ha OCHOBAaHMM KOTOPBIX COCTAaBJICH MPOEKT HCXOJSIIET0 JOKYMEHTa
(MHUIMATHBHBIC TIHChMa, PEKIIaMaIliy, KOHTPAKThI, aKThl, HOPMaTHBHBIC JOKYMEHTHI U T. II.).

Ecnu momydaTenro OTHPaBISIOTCS MHCTPYKLUH, TPABWIIA, YCTaBbl, aKThl HIH APYrue

JOKYMEHTBI, IOJJIEXKAIIUE YTBEPKICHUIO U aBTOPOM KOTOPBIX SBIISETCS NPEAIPUITHE, Ha
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HUX BMECTO TOJIHICH IPOCTABISACTCA TPUQ YTBEPHKICHHSL.

PykoBoauTens npennpusiTHs BIOpPAaBE BHECTM H3MEHEHHA M JOIOJHEHUS B
paccMaTpuBaeMblii JOKYMEHT WJIM BEpHYTh €ro Ha J0paboTky wucnonHutento. [locie
MOANMUCAHUSA PYKOBOAUTENEM [BYX OJK3EMIUIAPOB JOKYMEHT NEPENacTCsl CEKpeTapro-
pedepeHTy mnM pabOTHUKY CIIyKOBI JIEIONMPOM3BOJACTBA sl peructpamuu B <«OKypnaie
perucTpanyu UCXOJAIMNX JOKYMEHTOB.

Kypnan conepkut ciemyromue rpagsl:

- HOMEp JOKYMEHTA, BKJIIOYAIOIINA HOMED JEN1a;

- 1aTa I0KyMEHTa;

- aapecat (KOppECIOHICHT);

- KpaTKO€ COJIep’KaHuE WIN 3aroJIOBOK K TEKCTY;

- OTMETKa 00 MCIIOIHEHHH (3aMKCh O PELICHUH BOIIPOCa, HOMEP T0KyMEHTa-0TBETA);

- HCTIOJTHUTENb;

- IpUMEYaHuE.

IIpn perucrtpanum HCXOIAUIMX JOKYMEHTOB HCIOJIB3YETCSl BajloBas (TOpsIKOBast)
Hymepauus. [IopsakoBbI perucTpallMOHHBIA HOMEP IIPUCBAUBACTCS 110 JKypHAly B paMKax
onHoro rojfa - ¢ 1 saBaps o 31 gexadbps, HaunHast ¢ Ne 1 (wm Ne 01). Homep Moxer ObITh
JIOTIOJTHEH OyKBaMU WK [(pamMu, 00JIeTr4alonMy padoTy ¢ TOKYMEHTOM.

[Tocne perucTpanuu ¥ MPUCBOCHHUS HOMEPAa HEOOXOJUMO MPOCTABUTH €r0 PYKOIHUCHBIM
CIIOCOOOM MJIM HyMEpPaTOpOM Ha 000X 3K3EMIUIAPAX UCXOISIIETO TOKyMEHTA.

3areM HCXOJIIUe TOKYMEHTHI B TOT K€ JIEHb OTIPABIIAIOTCS ajpecaTy WM B OOJIBIINX
OpraHu3aIMsaX NepeialoTcs B CIYKO0y IeTONPOU3BOACTBA (IKCIEIUIINIO) IS OTHPABKH.

Bropoii sK3eMIULsIp OTHpPaBIEHHOTO THChMa (COAUHCTBEHHBIA dSK3eMIULp (akca)

MOJIIMBACTCS B JEJI0 ¢ UCXOIALIEN IEPEITUCKOM.
2.4. PaboTa ¢ BHYyTPEHHUMH JOKYMEHTAMH

2.4.1. IlonsiTHE BHYTPEHHHUX JOKYMECHTOB

BHy’I‘peHHI/IMI/I Ha3bIBAOTCA JOKYMCHTBI, KOTOPBIC COCTABJIAOTCA, HWCIOJHAKOTCA,
XpaHATCS B paMKax CaMOTO NPENNpPUSTHS U HE BBIXOJAT 3a €ro mnpeneisl. K BHyTpeHHUM
JOKYMEHTaM OTHOCSTCS: MpUKa3bl, MOJOXKEHUs, NpaBWUIa, WHCTPYKLUUH, CIyKeOHbIe W

JIOKJIA/IHBIE 3aMUCKH, (PYHKIIMOHUPYIOIIUE B paMKaX MPEAPHITHS.

2.4.2. DTanbl ¥ NOPAAOK PA0OTHI C BHYTPEHHUMHU JOKYMEHTAMHU
Ha sranmax nmoaroToBku M 0opMIIeHUS MOPAJIOK pabOThl ¢ BHYTPEHHUMH JTOKYMEHTaMU
TaKOM K€, KaK U C UCXOAAIIUMH:

- COCTABJICHUC ITPOCKTA JOKYMCHTA UCIIOJIHUTCIICM
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- IPOBEpPKa MPABUIBHOCTH 0(OPMIICHHS IPOEKTa TOKYMEHTA;

- COIVIaCOBAHME IPOEKTA TOKYMEHTA;

- IOJIMTMCAHKE IOKyMEHTA PYKOBOAUTENEM (YTBEP)KICHHE - B HEOOXOAMMBIX CITy4asix);

- perucTpanust JOKyMeHTa (IIpU TOBBIMICHHBIX TPEeOOBAHUAX K O0OECHEUCHUIO
COXPaHHOCTH JOKYMEHTOB IPEANPHUATHS WIN TpU OOJBIINX 00beMaX T0KyMEHTOB).

Ha sramax ucronHeHHs W 3aBepuIeHHs pabOT C BHYTPEHHUMH JOKYMEHTaMHU MOPSAOK
OIepanuil TaKou ke, KaK U C BXOIALIUMU JOKYMEHTAMHU:

- mepefaya  JOKYMEHTa MCIOJHUTENI0 (KONMPOBAHHWE JOKYMEHTa IIpU HAIUYHUU
HECKOJIBKUX HCIIOTHUTENEH);

- KOHTPOJIb UCIIOJIHEHU TIOKYMEHTA;

- UCIIOJIHEHUE JOKYMEHTA;

- IPOCTABJIEHHE OTMETKU 00 MCIIOJIHEHUU;

- HOAIIMBKA UCITOJITHCHHOT'O JOKYMCHTA B ACJIO.
2.5. Perucrpauusi 10KyMeHTOB

2.5.1. IlonsiTHE perucTpaluy J0OKYMEHTOB

Perucrpanust 1oKkyMeHTa - 3alKCh JAHHBIX O JOKYMEHTE B XKYypHaJe MO YCTaHOBJIEHHON
dbopme, hukcupyromeit GakT ero co3AaHus, OTIPABICHUS UIH MTOJTYICHUS.

IIpun perucrpanuu JOKYMEHT II0JIy4aeT CBOM MOPSAIKOBBIA HOMEpP, IOJ KOTOPBIM OH
BHOCHTCS B KypHal1. DTOT HOMEP MPOCTABJISIETCS HA JOKYMEHTE.

Perucrpanus Heobxoauma:

- U1 00ecrieYeHNst COXPaHHOCTHU IOKyMEHTOB;

- U1 yI00CTBAa MOMCKA TOKYMEHTOB;

- IJId y4€Ta U KOHTPOJIA UCIIOJITHCHUA JOKYMCHTOB.

2.5.2. @opmbl perucTpanuu

@OpMBI perucTpanuu JOKyMEHTOB:

- HCHTpAaJIN30BaHHAas,

- ACLCHTPpAJIN30BaHHAs
- CMCIIIaHHasd.

HeHTpaJII/I?)OBaHHaSI CUCTCMa [MpcArnojaract IMpOBCACHHUC BCCX PCTUCTPALMOHHBIX
omepauuii B OJHOM MecTe (IKCHEOUIMH, CIayxk0e AeTONpOU3BOACTBA) WM OJHHM
paOOTHHKOM, Hampumep cekperapeM-pedepenrom. Takas cucrema MO3BOJSET CO3/aTh
€AVHBIM CIPAaBOYHBIM LIEHTP IO JOKYMEHTaM IPEANPUATHS MU YCTAHABIMBACT CAWHBIN
opsAA0OK  pErucCTpalvu. I[eI_[eHTpaJII/BOBaHHaSI CUCTCMa npeamnojaaract IMPOBCACHUC

PEruCTpainOHHBIX onepaunﬁ B CTPYKTYPHBIX TOAPA3ACICHUAX (MGCTaX COCTaBJICHUA UJIX UC-
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IIOJIHEHUS JOKYMEHTOB).
CMemaHHast cucTeMa IPEANONAracT LEHTPaJIU30BaHHYI0  PErMCTPAlMI0  4YacTu
JOKYMEHTOB (KaK TpaBWiIO, Hamboyiee BaXKHBIX), Opyras >K€ 4YacTb PErHCTPHpYyeTCs B

CTPYKTYPHBIX IIOAPA3ACICHUSX.

2.5.3. I'pynnbl perucTpupyeMbIX J0KYMEHTOB

Peructpupyemble JOKYMEHTBI JAEIATCS Ha HECKOJBKO TPYIH, Kaxzaas M3 KOTOPBIX
PETUCTPUPYETCS OTACIBHO:

- BXOZSILME JOKYMEHTBHI;

- HCXOASAIIUE JOKYMEHTHI;

- BHYTPEHHUE JJOKYMEHTHI;

- KOHTPaKThl KOMMEPUYECKHE;

- TOKYMEHTBI, UMEIOIINE TpU( OrpaHUdEHuUs TOCTYIIA.

JIOKyMEHTBI MOTYT HMMETb PETHCTPAalMOHHBIE HOMEpPA, COCTOSLIME: M3 IOPSIKOBOIO
HOMepa JOKYMEHTa C Hadajia rojia; yCIOBHOTO 00O3HAYEHUS! CTPYKTYPHOTO MOJPA3/CICHUS

HJIA JOJIDKHOCTHOTO JIMla; HOMEpa ACJia, B KOTOPOC 6y;[eT NOAIMUT JOKYMCHT WJIU €TO KOIUA.

2.5.4. Buabl perucrpanuu

Bupsl perucrpanyu:

- )KypHaJbHas;

- KapTO4Has;

- KOMIIBIOTEpHASL.

KypHnanpHast perucrpauuss Hamboyiee HaJEKHA U PEKOMEHIYETCsS IpPH IOBBIIICHHBIX
TpeOOBaHUAX K OOECIECUYEHUIO COXPAaHHOCTH JIOKYMEHTOB (HAampuMep, B CEKPETHOM
Aenonpoun3BoscTBe). HemoctaTok - MeMIeHHBI MOMCK, OCOOCHHO HpU OOJBIIUX 0O0bemMax
TOKYMEHTOB. JKypHallbl perucTpanuy BKIOYAIOT cleayromue rpadsl (cM. puc. 1):

- HOMep TOKYMEHTa;

- laTa JOKyMEHTA;

- JlaTa MOCTYIUICHUS;

- aBTOp JIOKyMEHTa (BHEIIHSAS OPTaHU3aUSA-OTIIPABUTENb) - JUI BXOISAIIUX JOKYMEHTOB;

- agpecat (KOppeCoHCHT-TIOIy4aTeNb) - I UCXOIAIINX JOKYMEHTOB;

- KOJIMYECTBO JINCTOB JIOKYMEHTA;

- pe30IIoIHS;

- UCTIOJTHUTEb;

- TIO/IMTUCH UCTIOJTHUTEIS;

- CPOK UCTIOJIHEHUS;

- OTMETKa 00 UCIIOJHEHUH;

- HOMep Jena (Manku);
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- UM1 Qaiina;

- IpUMEYaHue.

Kaprounast perucrparusi JaeT BO3MOXKHOCTb PErHCTPAIlMOHHBIE KApTOYKU pacrioyiaratb
[0  pa3JMYHbIM  TpPH3HAKaM:  XPOHOJIOTUYECKOMY,  aBTOPCKOMY,  OOBEKTOBOMY,
reorpaguueckomy u T. 1. Konupysi KapTOUKd, MOKHO BECTH KapTOTEKH, Kak B OMOIMOTEKe,
0 pa3auuHbIM mpu3HakaM. Ilouck Oojee omepaTuBeH, 4YeM IpH JKypHaJIbHOU (opme.

HenocraTtox - BO3MOXKHBI TOTEPU KapTOYEK.

XKYPHARN
pervcTpauuvu BXoaawMX AOKYMeHTOB
KpaTkoe '
Homep Lara AgTop- Uexo i !
QAL Ne cofepwaHue
NOKyMeHTa| AoKyMeHTa OTNpaBUTENL (3aronoBOK) :
[ara noctynnexms |
AOKyMeHTa !
21.12.2002 !
171/1-3 | 18.12.2002 3A0 "3pa" 1-2/82 O cokpauleHuu :
nocrasok THM
22.12.2002 1
172 ;
! icnonkuTens Moanuce Cpok MNpumeyanune
: MCNONHWTENA MCNONHEHWA
|
|
I
| Ceprees Cepzeee 27.12.2002
|
i
]
XKYPHAN

perucTpaumm HCXOAALMX AOKYMEHTOB

Ne | Apgpecar | KpaTkoe copepwanuwe | WcnonHu- .
n/n (komy) (3aronosok) Tens | N@Aena MNpumevanue

1 2 3 4 5 6
Hata pokymexTa

152 3A0 O npegonnarte No KoH- PaauH 4-7
*Munot" TpakTy Ne 28/117

22.12.2002
183 1 . T A W

Puc. 1. XypHainbl peructpanuu BXOAAMNUX U UCXOJAIINX TOKYMEHTOB
B kauectBe rpa¢ perucTpanoHHONW KapTOYKH MCIOJB3YIOTCS Te K€ rpadbl, yTO U B

KypHae.

KomnbroTepHas peructparusi Hanbosee yaoOHBIH M ONEpaTHUBHBIN BHJI PETUCTPALIUH, T.
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K. TI03BOJISIET BECTH TOHUCK IO JIIOOOMY PEKBHU3HTY AOKyMeHTa. Hemocratok - BO3MOXHa
notepst HHGOpMaLMK U3-3a TEXHUYECKUX MPHUUUH (BUpYChl, coou B padore I1K). J{nst sToro
MIPOBOJISAT pe3epPBHOE KOMMMPOBAHUE PETUCTPALIMOHHBIX (haiiiIoB.

Jlnis perucrpanuy JOKYMEHTOB C TIOMOMIBIO TEPCOHAIBHOTO KOMIIBIOTEpAa MOXHO
UCTIOJIb30BATh T€ XKe rpadbl pETUCTPALIMOHHOTO XypHaja (CM. puc. 2).

Cucrema peructpanuu Ha [IK MosxeT ObITh co3aHa:

- B CpeJie CUCTEM yIpaBlieHHs 0azamMu TaHHBIX (Access);

- ¢ moMoIIIkIo AekTpoHHbIX Tadnuil (Excel, Lotus);

- B TEKCTOBOM penakrope « Word» ¢ momMouibio Tabauisl;

- IpyTUMH IPOTPAMMHBIMHU CPEACTBAMHU.

A X Mex doe  Mereroll Wosd
ey Opeses Qi Borgees Popw Cmpase Tstama Qoo Mublpe MahTopr MetTps Crosws po prines : J ]

IOEREADE = - G IID e
R XY EEBR CESERA -2

Rt Ch- o E

DASE « =BT .

© M = lawi beabome.  » T

. é s B . 3 . ¥ o R R T

AnpecaT{omy) K’"m:'i‘::m HenonuHTene :::;:::' s panna | Mpussesanme

J-n O nocTanxe
LT akopyaomanin O.H. Cépon Taws Letl.dog

. ~ ted BB O e

Puc. 2. XKypnan peructparuu HCXoJIUX TOKYMEHTOB ¢ momolibio [1TK

ITouck noxymenToB Ha IIK MokeT ocCyliecTBIATHCSA MOCIEI0BATENBHBIM POCMOTPOM
JKypHaJIa WM 110 Pa3HbIM «KJIIouam» (aBTOp, KOPPECIIOHEHT, UCIIOJHUTEND, AAaTa U T.1.).

[Topsimok perucTpanuu ITOKYMEHTOB, MMEIOMUX Tpud orpaHuueHus goctyna («us
ClIy’keOHOTO MOoJB30BaHuA», «KomMmepueckas TaiiHa» U JAp.), ONpeesieTcs CrelualbHbBIMU

UHCTPYKLUSAMU.
2.5.5. [IpumepHbIii epevyeHb HEPETUCTPUPYEMBIX JOKYMEHTOB

ITpuMepHBIii crincok (MepeueHb) HEPErUCTPUPYEMBIX TOKYMEHTOB BKIHOYAET.
- M03/IpaBUTEIIbHBIE TUCHMA;

- IPUTJIALICHHUS;

- peKJaMHbl€ TUChbMa, NIPalC-TUCTBI, KaTaJIOTH;

- IeYaTHble U3JaHus (KypHaJIbl, OpOLIIOPHI);

- U3BEILEHHMSI, COOOILICHHUS O BCTPEUax, IEPEroBOPax;
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- MACHbMAa C TIOMETKOM <JIUYHO»,

- IporpamMMbl KOH(pepeHIInH, COBEIaHUH U T.I1.
2.6. KOHTpPOJIb HCTIOJTHEHH A IOKYMEHTOB

2.6.1. I.le.m; H COAECPKAHUEC KOHTPOJIA HCITIOJJTHEHHUA TOKYMEHTOB

Llens KOHTpoNs - oOecreyeHHe CBOEBPEMEHHOTIO MCIIOJHEHHS HauOojee BaKHBIX U
CPOYHBIX JOKYMEHTOB, KOTOPBIE IO MOPYUYEHHUIO PYKOBOAMTEISI OPraHU3alluy MOCTABICHbBI Ha
KOHTPOJIb.

CopepxaHnie KOHTPOJIS UCIIOTHEHUS

- 3aHECEHHE JIAaHHBIX O JIOKYMEHTE, WCIOJHMUTENE U CPOKaX HCIOJHEHHS B YUYCTHBIC
bopmbI;

- YCTAaHOBJICHUE  TPOMEKYTOUYHBIX  KOHTPOJBHBIX  CPOKOB  JUIsI ~ HAIIOMUHAHUS
MCTIOJTHUTEJISIM;

- U3BEILEHHE UCTIOIHUTEIIEH O CpOKax M MOJydeHHe WHPOPMALIUU O XO/1€ UCTIOJIHEHUS;

- (puxcarus MPOMEXYTOUHBIX PE3YJIbTATOB UCHIOJIHEHUS JOKYMEHTA;

- UH(QOPMHUPOBAHHE PYKOBOJCTBA O pe3yJibTaTaX KOHTPOJIS;

- CHATHE JJOKYMEHTA C KOHTPOJIS IO YKAa3aHUIO PYKOBOJUTEIIS;

- MOATOTOBKA CBOJIOK, COOOINEHUI 00 MCTOJHUTEIBCKOW IUCIMIIMHE HA OTEePaTUBHBIX
COBEUIAHUAX Y PYKOBOJICTBA OpPraHHU3aIHH.

KoHTposb ocyiecTBistoT:

- PYKOBOJUTEIY;

- 3aMECTUTEN PYKOBOIUTES;

- CIIeIMaNIbHBIE CTPYKTYPHBIE MOApa3ieneHus (MHCIIEKLIUHU 10 KOHTPOJIIO);

- paOOTHUKHU CITY>KOBI 1€IIONIPOU3BOJICTBA;

- ceKpeTapu-pedepeHTsl.

2.6.2. Cpoku MCIIOJTHEHUS JOKYMEHTOB

CpOKI/I HUCIOJITHCHUSA JOKYMCHTOB JCJIATCA:

- Ha THUIIOBBIC,

- THAUBUAYAJIbHBIC.

Tunossie CPOKHM YCTAHABJIMBAKOTCA HOPMATHBHBIMU AKTaMHW  BBICHIUX OPraHOB
FOCY,Z[apCTBCHHOﬁ BJIaCTU HW YIIPABJICHHA, MYHUIUIIAJIBHBIMU OpraHamMn, OTpPACJICBbIMU
BCIOMCTBaMMU.

NHpuBunyanbHble CPOKM YCTAaHABIMBAKOTCA PYKOBOAWUTENEM opraHusauuu Jlara
HUCTIOJIHCHHUA YKA3bIBACTCA B PC30JIIOLUU UIJIM B TCKCTC PACIIOPAAUTCIIBHOIO JOKYMCHTA.

HN3Mmenenue CPOKOB UCIIOJIHCHHA MMPOBOJUTCA:

29



- TUTIOBBIX - BBE/ICHEM HOBOT'O HOPMAaTHUBHOT'O aKTa;

- UHJMBHIyaJIbHBIX - PYKOBOJUTENEM, TOCTAaBUBIINM JJOKYMEHT Ha KOHTPOJIb.

CpoKH UCTIOJTHEHUS CUMTAIOTCS:

- JUISL BXOJSIIUX JOKYMEHTOB - C IaThl MIOCTYIICHHUS;

- JUIs BHYTPEHHUX U UCXOJAIINX - C IAThl TOAMCAHMS UM YTBEPKICHHUS.

YtoObl He ObUIO PAa3HOUTEHHH B CpOKaxX HCIOJHEHMS, HMCIOJBb3YIOT (OPMYIHUPOBKY B
PE30TIOUMSIX U PACHOPSAUTENBHBIX JOKYMEHTaX: «...HMcnojdHutb 10 01.06.2005» wunu

«...ucrnoaauThb K 01.06.2005».

2.6.3. Ilopsaiok npoBeIeHUA KOHTPOJISA UCTIOJTHEHHUS IOKYMEHTOB

JUist BeieHUs! KOHTPOJIBHBIX OINEPAIiil B KAYECTBE YUETHBIX ()OPM HCIIONIB3YIOTCA:

- JKypHaJIbl PETUCTPALIUH;

- IIEPCOHAJILHBIN KOMIIBIOTED;

- oprasaiizep (IUIaHUPOBILHUK).

JUis KOHTpOJII MCHOJB3YIOTCSd KaK CIELHMAIbHBIE KOHTPOJIBHBIE JKYpPHAJbl, TaK H
OOBIYHBIC JKYpPHAIBl pErucTpauuu. Eciu B perucTpalMoOHHOM XKypHajie HeT Tpadsl O
KOHTpPOJIE M CpOKax HCIOJHEHUsS, 3TH JaHHble YyKa3biBaloT B rpade «lIpumeuyanuer.
[lepconanbublit komnbioTep (mporpamma Outlook u ap.) mpenocTaBisieT BO3MOXKHOCTh JUIS
IIPOBEICHUS KOHTPOJBHBIX OIlepalui. B COOTBETCTBYIOIIMI [€Hb KaJCHIApsi 3aHOCUTCS
HOMEp JOKYMEHTa, B3SITOT0O Ha KOHTPOJb, HCIOJHUTENIb U €ro TteiedoH, coaepikaHue
nopydenus (ecnu HeoOxoaumo). B 3amannom pexume [IK ycranaBnmBaeT mpomeXyTOuHbIE
CPOKM MCIIOJHEHHS M B HAa3HAUYEHHBIM J€Hb BBIBOJUT HAa SKpaH HOMEpPA IOKYMEHTOB IS
NPOBEACHUS 1O HUM KOHTposbHBIX omepamuil. [IK He Tompko Oymer naBathb
npeBapuTeNIbHbIE HAIOMUHAHMS KOHTPOJMPYIONIEMY PaOOTHUKY, HO U CMOXET B Clydae
HE00X0IMMOCTH TepeiaBaTh UX Ha KOMITBIOTEP UCIOTHUTEISA.

KoHTponep npoBOIUT B YyCTAaHOBJIEHHBIE JTHU MPEIBAPUTENBHYIO IPOBEPKY U MOJIY4aeT
MHPOpPMALIMIO OT HCIOJHUTENICH O XOJ€ W pe3yabTarax HCIOJHEHHs ITOKyMeHTOB. [lo
pe3yiapTaTaM IMpPOBEPKM IPOBOJIUTCS aHAIU3 HCIOJHEHUS JOKYMEHTOB U B CIllydae
CYLIECTBEHHOTO OTCTAaBAHHUS, 3aJEPKKH MCIOJIHEHUS JEJIaeTcsl JOKJIaJ pPYKOBOJUTEIIO
NPEANPUATHS U1 NPUHATHS DKCTPEHHBIX Mep (O pe3yapTaTax HCIOJHEHHS JTOKYMEHTOB
JIeTAt0TCs COOOIICHHSI Ha ONIEPAaTUBHBIX COBEIIAHHIX PYKOBOJICTBA).

JIOKYMEHT CUMTAETCs] UCIIOJHEHHBIM M CHHUMAETCS C KOHTPOJS PYKOBOJIUTEJIEM IOCIE
MPOBE/ICHUS] KOHKPETHOW pabOTHI UCTIOHUTENEM (TIOATOTOBKU OTBETA, COCTABICHUS MIPOCKTA
KOHTPAKTa, MPOBEJICHUS AEJOBOI BCTPEUH U T.I1.). Pe3ynbTaThl HCIIONHEHUS B KpaTKol opme
3alUCBHIBAIOTCS HA CaMOM JOKYMEHTE (PEKBH3UT «OTMETKAa 00 HCIOJIHEHUWH TOKYMEHTa U
HampaBJeHUU ero B Jeno»). Kpome Toro, craBUTCS OTMETKAa OO0 HCHOJHEHHWU B YYETHOM
¢dopme. Ilpu HeOombIIOM 00BEME KOHTPOJUPYEMBIX JOKYMEHTOB HCHOJB3YIOT OOBIYHBIH

oprasaiisep (IJIaHUPOBLIMK) C KaleHAApHbIMU Aatamu. KoHTpoaMpyroliee MO 3aMChIBAET
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OKOHYATEJIbHBIII M INPOMEXKYTOUYHbIE CPOKHM IPOBEPKHU HCIIOJHEHHUS (BMECTE C HOMEPOM
JOKyMEHTa M (paMuIIMel UCTIOJNHUTENS) U B COOTBETCTBYIOIINE JHU MPOBOJUT KOHTPOJIbHbIE

OIlepaLuu.
2.7. HomeHkaTypa aeua

2.7.1. IloHAATHE HOMEHKJIATYPHI A1

Homenknarypa nein - cuctreMaTu3upOBaHHbINA NIEpEYEHb HAMMEHOBAHUN 1€, 3aBOAUMBIX
B OpraHu3alud, C YKa3aHUEM CPOKOB HX XpaHEHUs, O(QOPMIICHHBIH B YCTaHOBICHHOM
MOPSIKE.

Homenknarypa npegHazHaueHa:

- JUIs1 TPYIIIUPOBKU UCTIOTHEHHBIX JJOKYMEHTOB B JI€Na;

- ydeTta ¥ o0ecrieueHus: COXPaHHOCTH JIET;

- OIICPATUBHOT'O MMOUCKA NOKYMCHTOB B ACJIaX.

2.7.2. Buabl HOMEHKJIATYP AeJI

HoMeHKknatypsl e 1o apa3aenstores:

- Ha TUIIOBBIE;

- IPUMEPHBIE;

- KOHKPETHOTO IIPEANIPUSATHS.

TunoBas HOMEHKIAaTypa JeJI COCTaBIsAe€TCA U1  OJHOPOIHBIX IO  XapakTepy
NESITEIbHOCTH M CTPYKTYpE OpraHu3auui (IpeanpusITHii), HallpuMep TUIIOBas HOMEHKIATypa
nen mkoid. OHa yCTaHABIMBAaeT €AMHBIA COCTaB [l C OAMHAKOBOW HyMepauuel ux u
ABJIIETCS HOPMAaTUBHBIM JIOKyMEHTOM. lIpuMepHass HOMEHKIAaTypa Jell COCTaBIIAeTCA UIs
OJHOPOJHBIX II0 XapaKTepy AEATEIbHOCTH, HO UMEIIIHUX Pa3sHYyI0 CTPYKTYpY OpraHH3anui
(npeanpustuii). [lpumepHas HOMEHKIaTypa HOCUT PEKOMEHIATENbHBIN XapakTep.

HoMmeHkmarypa neim  KOHKPETHOIO MPEANPUATHS COCTABIISIETCS JUISL  OTAEIBHOTO
OpeanpusTHss U oTpaxkaer ero crneuupuky. Ha mnpeanpusTusx ¢ pa3BETBICHHOM
OpPraHM3al[MOHHON  CTPYKTYpO#, Kak IIpaBWJIO, COCTaBJSAIOTCS HOMEHKJIATyphl J€J
CTPYKTYPHBIX TOJpA3CNCHUNA, KOTOpble OOBEAMHSAIOTCS B CBOJHYIO HOMEHKJIATYpY el

MPEANPUATHSL.

2.7.3. ConepxkaHue HOMEHKJIATYPbI A€l

Pa3genaMu HOMEHKIATyphl SIBIIAIOTCST HAMMEHOBAaHMS CTPYKTYPHBIX I10Jpa3[eeHUui
opranusanuu. IlepBbIM pa3ienoM HOMEHKIATYphI SIBISETCS «CEKpeTapuar» («AUPEKLUs»,
«OTHEeN  JTOKYMEHTAlMOHHOTO  OOECIeYeHUs ympamieHus»). Jlpyrue CTpyKTypHBIE

noapasaCICHUA pacojiararoTcs ocje CCKpeTapruara 1o CTCIriCHU 3HAYUMOCTH.
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Kaxxnoe noapasnenenue (0Taen) MoxydaeT CBOM NMOPAIKOBBIM HOMeEp (cekpeTapuart - 1,
Oyxrantepus - 2 U T.11.).

BHyTpu pa3nenoB HOMEHKIATYphl paclojararoTcs 3arojoBKH A€l C IPHUCBOEHUEM UM
COOTBETCTBYIOIIMX MHJEKCOB, HallpuMep B uHJekce 1-2(1 - cooTBETCTBYET cekpeTapuarty, a 2
- IOPSIIKOBOMY HOMEDY JI€Na, 3aBEACHHOMY B CEKpeTapuare).

3aroyioBOK J€ja B HOMEHKJIATYpE JIOJDKEH COCTOATh M3 DJIEMEHTOB, PAcIOJIOXKEHHBIX B
CJIEAYIOLIEH NOCIEe10BATENBHOCTHU

- Ha3BaHUE BUJIa JOKYMEHTOB (IIPHKa3bl, KOHTPAKThI, IPOTOKOJIBI);

- KpaTKO€ COJIEPIKaHUE;

- 1aTa (1mepuoj), K KOTOpoMy OTHOCSTCSL JOKYMEHTHI JeJIa.

B psne ciydaeB MOXHO HCIOJIB30BaTh TEPMUH «JIOKyMEHTB» C pacmupoBKOi B
CKOOKax WX BUJOB.

Cpok XpaHeHus KaxAOro Jejla B HOMEHKIarype omnpenenserca no «llepeunto
JOKYMEHTOB C YKa3aHHEM CpPOKOB XPaHEHHS» CO CCBUIKOM Ha COOTBETCTBYIOILYIO CTAaThbiO
nepevyHs. DTOT BONPOC peIlaeTcs apXUBUCTOM mpenanpuatus. B rpade «lIpumedanue»
MIPOCTABJIAIOTCS OTMETKH O 3aBEJICHUU (HE 3aBEeICHUN) /11, 00 OTBETCTBEHHBIX 3a 3TH JIeNa, O
nepegade Aesl B APYroe MOJpa3/ieieHHe WM JIPYroMy JHIy, O Jelax, NMEepPeXOAsIUX Ha
CIICAYIOIIMNA TOM, M3BATHIX WIM YTEPSHHBIX Nenax u T. m. B rpade «lIpumedanue» mnpu
O0bIIOM 00BEME XpaHSIMIMUXCA JOKYMEHTOB YKAa3bIBACTCS MPOTUB KAXKAOTO Jeia HOMEp
mKkada 1 HOMEp MOJKH, I/Ie OHO XpaHUTca. KolndecTBo el B HOMEHKIIATYpe yKa3bIBaeTcCs,
KaKk MpaBWJIO, 1O OKOHYaHMM rona. llpum 3aBegeHMH BTOPOrO TOMAa KaKOro-imbo jerna

PEKOMEH/IyeTCsl Cpasy Ke 3alOoJHUTD ATy rpady.

2.7.4. IlopsiioK COCTABJICHUS

HowmenknaTypa nen COCTaBisieTCS JIEJIONPOM3BOJCTBEHHON CIY)KOOH, CeKperapeM-
pedepeHTOM WIM CHEUUAIMCTOM, OTBETCTBEHHBIM 3a pabOTy C JAOKyMEHTaMH, IIpH
HETOCPEICTBEHHOM Y4YaCcTHUH apXWMBUCTa mpeanpustus. HomMeHkmatypa Aei HOIIMHUChIBACTCS
OTBETCTBEHHBIM COCTABHTEJIEM, aPXHUBHCTOM, COTJIACOBBIBACTCS C YKCIEPTHOW KOMHCCHEH U
YTBEPIKAACTCS PYKOBOJIUTEIEM IPEATIPUSTHS.

Howmenknatypa cocraBisercs, KAk MUHHMYM, B TPEX JK3EMIUIAPAX: OAWH XPAaHUTCS B
7ienie; BTOPOH sIBIsieTcs pabOouMM M BBIBEIIMBACTCS Ha BHYTpEHHEH cTeHke mikaga, ceiida c
JeIaMu; TPETUH TepenaeTcss B apXuB nOpeanpustvs. HoMeHkiaTypa aen cocraBiseTcs

CIKCrOJJHO, KaK IMPaBUJIO, B KOHIC roaa 1 BBOOAUTCA B ,Z[CI\/'ICTBI/IG cl sSIHBaps HOBOI'O roaa.
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2.8. ®opmupoBanue u opopmiieHUE 1€

2.8.1. Ilopsinok ¢popmupoBaHus AeJl

dopmupoBanre Jena - TPYNIUPOBAHUE HCIOJIHEHHBIX JIOKYMEHTOB B JI€J0 B
COOTBETCTBUH C HOMEHKJIATYPOH JIeNl M CUCTEeMaTHU3alHsl TOKYMEHTOB BHYTPH JIeNa.

JlenoM Ha3bIBAIOT COBOKYITHOCTH JOKYMEHTOB (B OTIENBHBIX CIy4dasX - JTOKYMEHT),
OTHOCSIIIMXCSL K OJJHOMY BOIIPOCY MJIM YYacTKY JEATebHOCTH, IMOMEIICHHBIX B OTACIbHYIO
00510kKy. [IpaBunsHOE hopMuUpOBaHHE A€ CIIOCOOCTBYET:

- OTIEpaTUBHOMY ITOMCKY HEOOXOIUMBIX IOKyMEHTOB;

- 006ecneunBaeT UX COXPaHHOCTH;

- YCTaHABJIMBAET MOPSIOK B OPraHU3aIHH JETIONPOU3BOICTBA.

[Tpu popmupoBaHuU A€ HEOOXOIMMO MPHUAEPKUBATHCS CIEAYIOLIETO MOPSAKA:

- B JIeJIO IOMENIAIOTCS JOKYMEHTBI, pad0oTa 10 KOTOPHIM 3aBEpILCHA;

- TOKYMEHTBI, MOJIIIUTHIC BAECIO, SBISIOTCS TOITHHHIUKAMU WM 3aBEPEHHBIMH KOTUSMHU;

- JOKYMEHTBI pa3HbIX CPOKOB XpaHECHUS (OPMHUPYIOTCS B pa3HbIC Jeja; TOKYMEHTHI,
KacaroLIMecs: OJJHOTO BOIPOCA, IIOMELIAIOTCS B OJJHO JIEJI0; B JIENIO BKIIIOYAETCs, KaK IpaBuUIo,
OJIMH SK3eMILISIP JOKYMEHTA;

- KaXJIbIii JOKYMEHT, MOMEIICHHBII B €710, JOJDKEH ObITh MPaBHIBHO 0(GOPMIICH (UMETh
Jary, MOJIUCh, OTMETKY 00 HCIOJHEHUH M T.JA.); B JeN0 (OPMHUPYIOTCSA, KaK IPaBHIIO,
JTOKYMEHTBI OJTHOTO I0J1a;

- B JICJI0 HE JIOJDKHBI TIOALIMBATHCS MPOESKTHI, BAPUAHTHI TOKYMEHTOB, HE IO/ITMCAHHBIC
WIN HE YTBEP)KJICHHbIE PYKOBOAUTEIIEM;

- TOKYMEHTBI BHYTPH JleJla Yallle BCEro pacrojararoTcs B 0OpaTHON XpOHOJIOTHYECKOM
MOCJIEIOBATEIBLHOCTH T.€. TOJIBKO YTO HCIIOJHEHHBIE JOKYMEHTHI OyAyT MOJIIMTHI B IIariKe
CBEpPXY.

- YyCTaB TPENNpUSATHS W JPyrue Yy4YpeIuTeIbHbIC JOKYMEHTHl (OPMHUPYIOTCS B
CaMOCTOSATEJILHOE JEJI0;

- POTOKOJIBI OOIIMX COOpaHW aKIMOHEPOB (POPMUPYIOTCA OTAEIBHO OT MPOTOKOJIOB
3acelaHuil CcoBeTa JMPEKTOPOB, NPUJIOKEHUS U JApPYrHe TOMOJHUTENbHBbIE JOKYMEHTBI
MOJIIMBAIOTCS K TEM MIPOTOKOJIaM, K KOTOPBIM OHHU OTHOCSTCS;

- IPUKa3bl 110 OCHOBHOM (IIPOM3BOJICTBEHHO) NEATEILHOCTH (POPMUPYIOTCS OTAEIBHO OT
MIPUKA30B M0 JUYHOMY COCTaBY;

- JOKYMEHTHI MO JIMYHOMY COCTaBY MpPEINPHITUS (JMYHBIC Jeja, JIMYHBIC KapTOYKH)
bopmupyrorcs 1o andaButy paMuIni COTPYIHUKOB;

- JOKYMEHTBI OTpaHHYEHHOTO Jnoctyna ¢ rpudpom «Kommepueckas TtaitHa» wmm «Jlis
CITy’K€OHOT O MOJIb30BaHU» (POPMHUPYIOT OTJEIBHO OT OCTAJIBHBIX JOKYMEHTOB MPEANPUATHS;

- IEPENKCKY MPEINPUSATHS JCIAT Ha JBE MAIKU: C TIOJIYYCHHOU (BXOJSIIUE JOKYMEHTHI)

U OTIPABICHHON (MCXOIALIME JTOKYMEHTBHI) KOPPECHOHAECHLHUEN; €ClU B JAEATEIbHOCTU
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npeanpusaTuss COCTABJIAIOTCS UKW NOCTYHNAOT CAMHUYHBIC JOKYMCHTBI, KOTOPBIC HC MMOAXOOAT
HHU B OJHO U3 JCJI, 3aBOJAT CIICHUAJIbBHYIO MTANKY IJIA HO,Z[O6HI>IX JOKYMCHTOB C 3aroJIOBKOM

«JlokyMeHThI 0 pa3inuuHbIM BonpocaM 3a 2002 r.» U COCTABIIAIOT BHYTPEHHIOIO OIUCH JIENa.

2.8.2. IIpaBuia opopmiieHus aea
Ha o06noxke genma yka3bplBaeTcs: HAaWMEHOBAaHUE OpraHU3alUU; CTPYKTYpHOE
noapasACICHUEC; HOMCP IAIlKU M0 HOMCHKIIATYpEC ACJI; 3aroJIOBOK J¢CJIa; oA 3aBCACHUSA; CPOK

XpaHEeHHUS.
2.9. OnepaTuBHOE XpaHeHHUe J1eJl

2.9.1. [lonsiTHE OMIEPATHBHOI0 XPAaHEHUS JIeJI

OmnepaTUBHBIM HA3bIBACTCS XpaHEHHE JIeNl B MeCTaX X (OPMHPOBAHUA IO Teperadyn Ha
apXMBHOE XpaHEHHE. 32 COXPAHHOCTh IOKYMEHTOB HECYT OTBETCTBEHHOCTD:

- PYKOBOJIUTEININ CTPYKTYPHBIX MOApa3ACICHUN;

- paOOTHUKH CITYKObI 1JIONPOU3BOJICTBA.

Jena xpassres:

- B mKkadax, Ha creuiaxax (0ObIYHBIC TOKYMEHTHI).

-B cedpax (mokymeHTl ¢ TpupoM «/ms cmyxeOHOro monb3oBaHusNY, «KoOH-
(bUICHIIMATEHO» U T. 11.).

Pacnonaraior gena B COOTBETCTBMM C  HOMEHKJIATYpOW  JIel  CTPYKTYPHOTO
M0JIpa3/ieIeHusl.

Homenknatypy nen pa3MeniaoT Ha BHYTpeHHEH cTopoHe mkada, ceida:

- U1 ynoOCTBa Moucka HeoOX0IMMOTO JIeNa;

- IPOBEPKH HAJIMYUS JIEII.

[Tpu panroHanbHON OPraHU3alluH ONEPATUBHOIO XPAHEHUS M PABUIHHOTO 0()OpMIICHUS
00J105K€eK J1eJT (B HEKOTOPBIX CIy4asx BHYTPEHHHX OMHCEN Jei) MOUCK JTI000r0 UCIIOTHEHHOTO

JOKYMEHTA HE IPEBBIIIAET 5 MUHYT.

2.9.2. IIpoBepka HATMYHSA JOKYMEHTOB

IIpoBepka Hanuuus A€l IPU ONEPATUBHOM XPAHEHUHU ITPOBOAUTCS:

- U1 00€CIIeYeHUs! COXPAaHHOCTH JIET;

- YCTaHOBJIEHUS NPONABIINX /€] (JJOKyMEHTOB);

- TIOUCKA MPOMABIIHUX /e (JOKYMEHTOB);

- BOCCTAHOBJIEHUS JOKYMEHTOB, HE HAallZICHHBIX B PE3yJIbTaTe IIOUCKA.

IIpoBepka Hanu4us NPOBOAUTCS KOMUCCHEH, CO3JAHHOM M0 YKa3aHWIO PYKOBOJIMTENS, C

NEPUOANYHOCTHIO, YCTaHABIMBAEMOH CIY)KOOW JAEIONmpOM3BOJCTBA WM HHCTPYKLHUEH MO
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JEJIONPOU3BOCTBY NPEAIIPUATHS, HO HE PEXKE OJHOIO pa3a B IOJ.

2.9.3. Ilopsa10K BbIAAYH 1€

Bo Bpems oniepaTUBHOIO XpaHEHHMsI J1€1a MOT'YT BbIJaBaThCSI:

- COTpyAHHUKAM NpeanpusaTus (MO YKa3aHHUIO PYKOBOAMUTENS CTPYKTYpPHOIO IOA-
pazzeneHus);

- CTOPOHHUM OpTaHu3auuaM (10 yKa3aHUIO PYKOBOUTEINS IPEIIPUSITHS).

Brinaua gen coTpyaHUKaM MOpa3aeieHu Ui paboThl OCYILECTBIISCTCS MO PACIUCKY.

Ha neno, BbIAaHHOE COTPYIHMKAM CBOErO NPEIPUATHS, 3aBOAAT KapTy - 3aMECTHTEIb
7iena, B KOTOPOH yKa3bIBaKOT:

- HOMEp Jena;

- IaTy BBIIAYH;

- komy BbiaHo (O. U. O.);

- CTPYKTYpPHOE T0JIpa3AcICHUE;

- IOJNKCH UCIIOJIHUTENS;

- CPOK BO3Bpara;

- OTMETKY O BO3Bpare;

- IpUMEYaHueE.

Jlena  BBIJAIOTCS BO  BPEMEHHOE  IIOJIb30BAHME  COTPYJHUKAM  CTPYKTYPHBIX
noJipasziesieHuii Ha cpok He Oosiee oHOTO Mecsna. [locne ncreueHus: ykazaHHOTO cpoka Jeio
JOJDKHO OBITH BO3BpAllleHO Ha MecTo ero xpaHeHHus. CTOpPOHHMM OpraHM3alusM Jesa
BBIJAIOTCS. MO0 MX IMHCbMEHHOMY 3alpoCy U Pa3pelIEHUI0 PYKOBOJUTENSI OPraHU3aLMU -
aBTOpa JIOKYMEHTOB. B kapre-3aMecTuTelne Aena yKa3blBalOT JONOJHUTEIBHO HAUMEHOBAaHUE
opranusanuu. Ilpu Belaue cocTaBiseTcsl akT npuema-nepenayu aena. Cpok onepaTuBHOIO
XpaHeHUus Jien cocrasisieT oT 1 roga ao 3 ner. MckimroueHHe COCTaBIIAIOT JOKYMEHTBI C
BpEMEHHBIMU cpokamu xpaHeHus 5 u 10 ner. Kak npaBuio, Ha apXMBHOE XpaHEHHE TaKue
JOKYMEHTBI HE NIEPEIAIOTCS U OHM MPOJIOJDKAIOT XPAHUTBCS B CTPYKTYPHBIX ITOAPA3AETICHUSIX.
ITocne onepaTUBHOIO XpaHEHMsI 3aBEPILIEHHBIE JIeJa IOCTOSHHOIO U BpeMeHHOro (cBbiiie 10

JIET) CPOKOB XpaHEHUs CAAIOTCS B apXUB.

2.10. DkcnepTU3a HEHHOCTH JOKYMEHTOB

2.10.1. ITonsaTHE IKCIIEPTU3BI HEHHOCTH JOKYMEHTOB

DKcIepTu3a HEHHOCTH JTOKYMEHTOB - OTOOP TOKYMEHTOB Ha IrOCyIapCTBEHHOE XpaHEHUE
UJIY YCTAaHOBJICHUE CPOKOB UX XPAHEHHUs Ha OCHOBE IIPUHATHIX KpuTepues. [ onpenenenus
CPOKOB XpaHEHMsI JJOKYMEHTOB, MOJTOTOBKH JJOKYMEHTOB K apXMBHOMY XpaHEHHIO U 0TOOpa

JOKYMEHTOB JUIsl YHUUYTOKEHUS Ha MPeNpusiTun cozaaercs skcneptHas komuccus (OK). OK
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HA3HAYaeTCsl IMPUKA30M PYKOBOJIMTENS NPEANPHUATHS M COCTOMT HE MEHee 4eM M3 3-x
YeJIOBEK.

ITpumepHslii coctaB OK:

- 3aM. TUpeKTOopa (TJIaBHBIN OyXranrep);

- BEQYIIUH CIeUUANUCT (FOPUCT, PAOOTHHUK CIYKObI JEIONPOU3BOACTBA, OTAETA KaJpoOB,
apXxuBa);

- cekpeTapb-pedepeHT.

OK sBiseTcst coBemaTeIbHBIM OpraHoM. Ee perieHus no XpaHeHHI0 WIM YHHUYTOKEHUIO

JOKYMEHTOB BCTYIIAIOT B CUJIY ITOCJIE UX YTBEPKICHUS PYKOBOJUTEIIEM IIPEAIIPUATHU.

2.10.2. OnpenesieHue CPOKOB XPAHCHUA

Ornpenenenre CpOKOB XpaHEHUs (IKCIEPTU3A LEHHOCTH) JTOKYMEHTOB MPOBOAMUTCS IO
"IlepedHio THUIMOBBIX YHPABICHYECKUX JTOKYMEHTOB, OOpPa3yIOMIMXCS B JAEATEIHHOCTU
OpraHu3aluii, ¢ ykazaHueM CpoKoB XpaHeHus", yrB. PocapxuBom 6 oxtsi6ps 2000 r.

[Tpeanpusitusi, BXOAAIMINE B KaKyI0-THOO OTPACIeBYIO CHCTEMY, HCIIONB3YIOT B pabOTe 1O
ONPECICHUI0 CPOKOB XPAaHEHMS JOKYMEHTOB OTpaciIeBblE IEPEYHM, HANPUMEDP IEpPEUEHb
MuHucTepcTBa (PHUHAHCOB, IepeueHb MUHUCTEPCTBA 3[PAaBOOXPAHEHHUS U T. TI.

OK mpennpuatus paccMaTpuBaeT KaKIO€ AEJI0, HAXOAUT B MEPEYHE CPOK XPAHEHHUS U
MPOCTABIISICT €ro Ha 00yiokKe. Jlena mpocMaTprBalOTCs MOJUMCTHO, YTOOBI HE ObLIO OUTHOOK.
Cpok XpaHEeHHUsI MOXKET OBITh TAK)KE YCTaHOBJICH 10 HOMEHKIJIATYpe Jedl.

YcTaHaBIMBaTh CPOKU XPAHEHHUs [IEN TOJIBKO IO UX 3ar0JIOBKAM HEJIb3S.

B 3aBucumMocTH OT 3HAUMMOCTH JOKYMEHTOB B IIEPEYHSAX YCTAHOBJIEHBI CIEAYIOIINE
cpoku xpanenus: 1 r.,3r., 5n., 101, 15 1., 50 1., 75 1. ¥ TOCTOSTHHO.

Cpok xpanenus «JIMH» (10 MuHOBaHUS HaJOOHOCTH) O3HAYAET, YTO JIOKYMEHT HMEET
OTpaHMUYEHHOE IpakTH4eckoe 3HaueHue. CpoK XpaHEHMsI B 3TOM Cllydae OIPENENsieT caMo
NpeanpusTHe, UCXO U3 MPAKTHYECKOW IIEHHOCTH JOKYMEHTAllud, HO OH HE MOXET OBITh
MEHEE OJJHOTO roja.

IIpy wucuuClieHHH CPOKOB XpAaHEHHWS YUYUTBIBAIOTCS TOJBKO Trojabl. JleHp M Mecsn
COCTaBJIEHUSl JOKYMEHTAa 3HAu€HUs He MMeEroT. Tak, Hanmpumep, nepenucka 3a 2000 r. c
TPEXJIETHUM CPOKOM XpaHEHMs JOJDKHA BKIIIOUAThCS B aKT HA YHUUYTOXKEHUE HE paHblie |
sauBaps 2004 r.

Ilo noxymeHTaM, CpPOKM XpaHEHHUs KOTOpBIX HE IPEeAyCMOTpeHbl mepeuHsmu, OK
BBIHOCUT CBOE€ 3aKJIIOYEHHE O MPOJOJDKUTEIBHOCTH HMX XPAHEHUS C YYETOM BaXHOCTHU
JOKYMEHTOB, HEOOXOIUMOCTH UX HUCIIOJB30BaHUS B CIIPABOYHBIX IIEJISX, OOpaIleHus] K HUM B
Cllydae BOSHMKHOBEHHUS CIIOPOB, MCKOB, IPETEH3HM.

B pesynbrate pabotsl DK 1O0KyMEHTHI OAPA3IENAIOTCS Ha 3 TPYIIIBL:

- JIOKyMEHTBI, IEpeAaBacMble B apXUB (CO CPOKOM XpaHeHHus - cBbie 10 ser);

- IOKyMEHTHI, HEOOXOAUMBIE JJIs JATbHEHUIIEro CIOIb30BaHUS B ISJIOMPOU3BOICTBE (CO
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CPOKOM XpaHeHus - A0 10 JeT BKIIIOUUTENBHO);
- IOKYMEHTBI, MOJAJIeKAlIUue YHUUYTOXKEHHIO (C HCTEKIIMMHU CPOKAaMU XpaHEHUS U

yTpaTUBIIHE IPAKTUYECKOE 3HAYCHUE).

2.10.3. loxkymeHTBI, lepeaBaeMbie HA APXUBHOE XPAaHEHHE

K noxymeHTam, nepenaBaeMbIM B apXUB, OTHOCSITCSL:

- yCTaB, yUpEeAUTEIIbHBIN JOTOBOP, PEIICHUE O CO3JaHNHU OOIIECTBa;

- CBUJIETENIBCTBO O FOCYIapCTBEHHOW PETUCTPALINN;

- TOKYMEHTBI, MTOATBEPKAAIOIIHIE MIpaBa O0IIEeCTBA HA UMYILECTBO, HAXOIAIIEECs Ha €ro
Oanance;

- TIOJIOKEHHE O (pUiTHaIax Miu IpeACTaBUTENbCTBAX 00IIECTBA;

- TOJIOBbIE (PMHAHCOBBIC OTYETHI;

- TOKYMEHTbI (PMHAaHCOBOW OTYETHOCTH, MPEACTABISIEMble B TOCYIAPCTBEHHBIE OPraHbl
yIIpaBJICHMUS;

- IPOTOKOJBI  OOMMX CcOOpaHMil aKIMOHEPOB, 3acelaHUil COBETa JAUPEKTOPOB,
PEBU3HOHHBIX KOMMCCHI, KOJUIETHAIBbHBIX HCIOJHUTEIBHBIX OPraHoB  (TIpaBieHMUS,
TUPEKLINN);

- CIIMCKM AaKIMOHEPOB C YKa3aHUEM KOJIMYECTBA M KAaTErOpUM MpUHAMAISKALIUX UM
aKITHi;

- aKThl PEBU3MI1, MPOBEPOK OOIECTBA AYIUTOPCKUMH, PEBU3HOHHBIMH KOMUCCHUSAMHU WU
OpraHaMu rocyJapCTBEHHOT'0, MyHULIUTIATBHOTO (PUHAHCOBOTO KOHTPOJIS;

- BHYTPEHHHE JOKYMEHTHI OOIIEeCTBa, yTBEp)KAaeMble OOIIMM COOpaHHEM aKIMOHEPOB
WJIA UHBIM OPTraHOM YIpaBJIeHUs 0OIECTBOM;

- JIOKyMEHTBI 110 JUYHOMY COCTaBY NPEATIPUATHUS;

- Ipyrue AOKYMEHTBI IO YCMOTPEHHIO OOLIero coOpaHHs aKIMOHEpOB WM COBETa
TUPEKTOPOB.

JIOKyMEHTBI 10 JIMYHOMY COCTaBy (JIMUYHBIC Jiena, JUYHbIe KapTouku (. Ne T-2, kHuru
ydeTa COTPYIHHUKOB, JIMIEBbIE cyUeTa II0 3apIulaTe) XpaHATcs 75 J., PYKOBOJIUTENIEH

MPEATPUATHS - IIOCTOSHHO.

2.11. IloaroroBka aeJ1 K nmepeaaye B apxXuB

2.11.1. OdopmiieHHE JOKYMEHTOB, CIaBaeMbIX B apXUB

Jlena, oToOpaHHbIE HA apXUBHOE XpaHEHHE, TPEOYIOT OMOJIHUTEIHLHOTO 0(hopMIIeHHUS:

- JOKYMCHTEI B ACJIC HGOGXOI[I/IMO PacCroJIOKUThL B XPOHOJIOTUYCCKOM MOPAAKE, CCIIM OH
He colOoaancs B mporecce GopMUPOBAHUS JIENA;

- IIPOU3BECTU HYMEPALMIO JIUCTOB J€JIa B IIPABOM BEPXHEM YIUIY IIPOCTHIM KapaHIAIIOM
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WU HyMEPaTOpPOM;

- IOJIIIUTH B KOHIIE JIeja 3aBEPUTEIIbHBIN JTUCT, B KOTOPOM YKa3aTh KOJIUYECTBO JIUCTOB B
nene;

-Ha Hauboyiee BaXHBIC JOKYMEHTHI ([0 JIMYHOMY COCTaBy WJIHM COJEpKallue
KOMMEPYECKYIO TallHy) COCTaBUTh BHYTPEHHHUE OIMKCH JEJ, €CIM OHU HE OBLTH COCTaBIICHBI
paHee, ¥ NOJIIUTh UX B Havaje Jena;

- IEPEIUIECTH AEJIO WM MPOIIUTH €ro CelUalIbHBIMU HUTKaMU B YETHIPE MPOKOJIA;

- IOTIOJTHUTENILHO yKa3aTh Ha OOJI0XKKE Jlela KOJHMYECTBO JIUCTOB  COTJIACHO
3aBEPUTEIILHOMY JINCTY, CPOK XpaHEHUs JIejla, YTOUHUTD 3ar0JOBOK U KpallHUE AaThl Jela.

Bce nena, noarotoBiieHHbIE HA APXUBHOE XpaHEHUE, JEJST Ha IBE TPYIIIIbI:

- TI0 OCHOBHOM (ITPOU3BOJACTBEHHOMN) IS TEIILHOCTH;

- 10 JTUYHOMY COCTaBY IIPEANIPUATHSL.

2.11.2. ®opmbl ONUCH U AKTA

Ha xaxxayro rpynmy e cOCTaBIsSIOTCS OTAENbHbIE onMch: onuch Ne 1 (e o 0CHOBHOM
JesITeNbHOCTH) U onuch Ne 1 J1/c (e mo TMYHOMY COCTaBy).

OtnenpHas ONMUCh HA JIOKYMEHTHI MO0 JIMYHOMY COCTaBY COCTaBJsieTcs A ynoOcTBa
IIOMCKA 3TUX TOKYMEHTOB.

B KoHIIe Ka)KJ01 ONUCH YKa3bIBaeTCs IIU(PpaMH U MPOIMHUCHI0 KOJINYECTBO BKIIOYEHHBIX B
Hee nen. Kaxxnoe neno B onucu MostydaeT CBOM MOPSAIKOBBIM (apXMBHBIN) HOMEP, KOTOPBIN
3aTeM MPOCTaBISIETCSl HA 00JI0KKE COOTBETCTBYIOILETO JIENa.

Ha nokyMeHTBI, BbIAETIEHHBIE K YHUUTOKEHHUIO, COCTABIISIETCS aAKT.

B akT Ha yHMUYTO>XEHME B JII0O0H MOCIEI0OBATENILHOCTH BHOCSTCS 3ar0JIOBKH OTIENBHBIX
JIeJ1 WIN TPYIIIOBBIE 3ar0JI0BKU /€] C YKa3aHMEM KOJIMYECTBA JI€J1, BKJIIIOUEHHBIX B TPYIITY.

AKTBI U ONIMCH COCTaBJIIIOTCA U IMOANUCHIBaIOTCS wieHaMH OK, paccmarpuBaroTcs U

YTBEPKJIAIOTCS PYKOBOAUTEIIEM IIPEAIIPUSATHS.

2.11.3. Ilepenaua aeJ1 B apxXuB

[Ipuem-niepenava e B apXuB MPOU3BOAUTCS PAOOTHUKAMH CITYKOBI JI€TOMPOU3BOICTBA
U apXUBUCTOM. HpI/I O9TOM Ha BCCX JK3CMIUIAPAX OINHCH IMPOTHB KAXAOTO [ACJIa CTABUTCA
OTMETKa O €ro HaJM4YuHu. B KOHIlE KaXIO0Tro SK3eMIUIIpa ONMHCH YKa3bIBAIOTCA: LUPpaMu U
MPONKCHIO KOJUYECTBO (PAKTUYECKH NMPHUHATHIX B apXHB JeJ, HOMEpa OTCYTCTBYIOIIUX M€,
AaTta ImpueMa-repeaadu, a TakKC NOoANMCH YHaCTHUKOB IIpUcMa-ncpeaavu aAci.

Tonbko mocie nepegayv JOKYMEHTOB B apXUB IIPEANIPUATHS pa3peIacTCs IMPOU3BOAUTD
YHUUTOKCHUC NJOKYMCHTOB, BKIIFOUCHHBIX B aKT. YHHUYTOXKECHUE JOKYMCHTOB PCKOMCHIYCTCA
OCYIICCTBJIATL C MOMOIIBIO CICHUAIBHBIX MAIIWH THIIA «MPCACp» HC MCHCEC 4YCM OBYM:

pabOTHUKAMU TPEATIPUATHSL
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2.12. Pabdora ¢ KOH(pUACHIHATBHBIMHA JOKYMEHTAMHU

2.12.1. ITonsaiTHEe KOH(PUACHIHATBHBIX JOKYMEHTOB

KonduaeHnuanbHeIMU Ha3bIBAlOTCA JOKYMEHTBI, COJEpPXKAlIUE CBEICHUs, U3BECTHBIE
TOJIBKO OIPEIEICHHOMY KpPYTry JIMI, HE MOJJIEXkKAle OIJIacKe, JOCTYH K KOTOPBIM CTPOro
OTpaHHYECH.

K xoH(uaeHIIMaIbHBIM OTHOCSTCS IOKYMEHTBI, UMEIOIIIE IPU(bI OTpaHUUEHUS JOCTYIA:

- «KonpuaeHMaTBEHOY;

- «Kommepueckas TaiiHa;

- «/ln1s ciry»keOHOTO MOJIb30BAHUSY.

3akoHogarenscTBOM P® mpeaycMoTpeHa OTBETCTBEHHOCTh 3a HECAHKIIMOHUPOBAHHBIN
JOCTYIl, pasrjallleHue WM MpoJaxKy cBeleHUM (MHpOpManuu, NOKYMEHTOB), MMEIOMINX
M01I00HbBIE TPUQBL

CoTpynHHMKH, JOMYyLICHHbIE K KOH(PpUICHIMAIbHBIM JOKYMEHTaM, JOJDKHBI HPOUTH
UHCTPYKTaX W O3HAKOMUTBCS C HUHCTpyKHMell 1o paboTe ¢ KOH(pUICHIUATbHBIMU

JIOKYMEHTaMH.

2.12.2. Opranm3zaumusi [eJIONPOM3BOACTBA ¢ KOHPHIACHUHUAIbHBIMHU

AOKYMECHTaAaMH

Opranu3anus  J€JIONPOM3BOJCTBA,  OOECIEUYMBAIOIIEIO  COXPAaHHOCTb W Y4eT
KOH(HICHITUATBHBIX JOKYMEHTOB, IIPEAyCMaTPUBAET:

- Ha3HAY€HUE JIOJDKHOCTHOTO JiMla (JIMI), OTBETCTBEHHOTO (X) 3a UX Yy4eT, XpaHEHHE U
HCII0JIb30BAHUE;

- IOPSAJIOK MOATOTOBKU U PA3MHOXKEHUS TOKYMEHTOB;

- OTJENBbHYIO PETUCTPALINIO JOKYMEHTOB;

- opmupoBanue ne;

- OpraHu3alyIo BbIIaYU U XPaHEHUS IOKYMEHTOB;

- IPOBEPKY HAIMYUS IOKYMEHTOB;

- QpXUBHOE XpAaHEHUE U MOPSIOK YHUUTOXKEHHUS.

[Ipu cocraBneHNM KOHPUACHIUATHLHOTO JIOKYMEHTa Ha KOMIBIOTEPE CIYKOOi
0€30MacHOCTH MPENNPHUITHS MPEIyCMATPUBAIOTCS CHEIHAIbHBIE MEphl IO  3alluTe
unpopmanuu, Hanpumep [1K 3akperisercst 32 pabOTHUKOM, UMEIOIIUM KIIFOU U mapois; [1K
HE MOAKIII0YaeTCs K SJICKTPOHHOH ceTH o01iero nosib3oBanus (MHTepHeT) U T. 1.

OtneyatanHple W  TOJANHMCAHHBIE JOKYMEHTBl TNEPENAlOTCs  JUIsl  PErucTpaluu
JOJDKHOCTHOMY JIMITY, OTBETCTBEHHOMY 3a UX yYeT.

UepHOBUKH, BapUaHTHl JOKYMEHTA, (aillibl YHUYTOXKAIOTCS C MOATBEpXkACHUEM (hakTa

YHUYTOXKCHHUS 3alHMChbI0O Ha KOMWUU JOKyMeHTa: «YepHoBuk (¢aitn) yamutoxken. Ilogmuce.
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Hatay.

Ha xoH(uaeHInanbHOM TOKyMEHTE IPOCTABIISIOT TPU(Q OrpaHUYEHUS JOCTYIA B IPABOM
BEPXHEM YTy MIEPBOTO JIMCTA C YKa3aHHUEM HOMEpA IK3EMILISpa.

OTMeTKa O KOJMYECTBE COCTABJIEHHBIX AIK3EMIUISIPOB IPOCTABISAETCS Ha JK3EMILISPE,
KOTOPBIX MOAIIMBACTCS B JEIO.

Ha o6opoTe nmcra TOKyMEHTa, UMEIOIIET0 TpUQ, PYKOBOIUTEIh MUIIET (aMUIMUA TeX
JOJKHOCTHBIX JINL, KOTOPBIM Pa3pelieHo M0JIb30BaThCs JOKYMEHTOM.

PasmHoOxeHne KOHPUACHIIUATBHBIX JOKYMEHTOB IPOU3BOTUTCS:

- C pa3pelleHusl PyKOBOACTBA IPEAIPHUATHS;

- C OTPAaHUYEHHBIM KOJIMYECTBOM KOMMH (Kaxxaas KOIMs JUIsl KOHKPETHOIO ajipecara Win
WCTIOJTHUTENS);

- B CIIELUAJIbHO BBIJIEJICHHOM IIOMELIEHUH;

- B IPUCYTCTBUU JOJDKHOCTHOTI'O JIMIIA, OTBETCTBEHHOI'O 3a JJOKYMEHT;

- C HEMEJUIEHHBIM YHHUYTOXKEHHEM OpaKOBaHHBIX KOTIHH.

Kondunennmanpaple JOKYMEHTBHI JOJDKHBI PETUCTPHPOBATHCS OTAEIBHO OT
OCTaJIbHOM OKyMEHTaIH B «KypHaiie peructpauuu KOH(QpUICHINATBHBIX TOKYyMEHTOBY.

JIucTsl )KypHaIOB perucTpaluu:

- HyMEPYIOTCS;

- IPOLLIMBAIOTCS;

- OIIEYATHIBAIOTCS;

- yKa3bIBaeTCs MX 00IIee KOJNUecTBO (IrdpaMu U MPOMUCHIO) B 3aBEPUTEIHHOM JIHCTE.

Bcee mocrynatomue (BXxoasmipe) KOH(UACHIHATIbHBIE JTOKYMEHTHI NPUHUMAIOTCA U
BCKpBIBAIOTCSl  CIELUAIBHO HA3HAYEHHBIM JOJDKHOCTHBIM JuioM. Ilpum mocrymineHun
IIPOBEPSETC:

- KOJIMYECTBO JIUCTOB;

- KOJIMYECTBO IK3EMILIISIPOB;

- HAJIN4YKME MPUWIOKEHUN K JOKYMEHTY.

B cmyuae oTcyrcTBUS MM HEAOCTauyd B KOHBEpTax (Makerax) KOH(UICHIMAIbHBIX
JOKYMEHTOB COCTaBJISIETCSl akT B JABYX OJK3EMIUISIPAX, OJMH M3 KOTOPBIX HalpaBJIsETCs
OTIIPABUTEIIO.

Kondunennuanbaple J0KyMEHTH (OPMUPYIOTCS B OTAEIbHOE jaeno (wim aena). Jlemo
JOJIKHO UMETh:

- rpu¢) OrpaHUYEHUS I0CTYIIA;

- CIIMCOK COTPYJHUKOB, UMEIOIIMX IIPABO MOJb30BaHUSA ITUM JIEJIOM;

- HyMEpAaLHIO JUCTOB;

- BHYTPEHHIOIO OIIUCH JOKYMEHTOB;

- 3aBEPUTEIIbHBIN JIUCT.

XpaHeHue Jiel1 ¢ KOH(QUICHIUATbHBIMUA JOKYMEHTaMH NPOU3BOIUTCS:
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- B OTIEYaTHIBAEMOM celihe, K KOTOPOMY He JI0JIKHBI UMETh JIOCTYII Apyrue pabOTHUKY;

-B CIEUUAIBHO OTBEJACHHOM IIOMEIIEHHH, OCHALICHHOM CpEACTBAMU OXpPaHbl U
CUTHAJIA3AIIHH.

Brinaua u Bo3BpaT KOH(PUICHINATBHBIX JOKYMEHTOB JOJDKHBI OTpakaThes B «KypHae-
ydeTa BbIJIaul KOHPHUIECHIIMATBHBIX JOKYMEHTOB.

IIpu BBIIAYE NOKYMEHTA!

- CBepsieTCs HOMEP JJOKYMEHTa C HOMEPOM B JKypHaJIE;

- CBEpsIeTCSl KOJTMYECTBO JIMCTOB;

- CTAaBUTCSI OJIUCH MOJTy4aTesis JOKYMEHTa U J1aTa.

Briiannbie s paboThl KOHGHUASHIIMATBHBIE JOKYMEHTHI MOJJIeKAT BO3BPATy B TOT XKe
nenb. C paspemieHHss pPYKOBOJCTBA MPEANPUATHS OTHAENbHbIE KOH(HICHIMAIbHbIC
JOKYMEHTbl MOTYT HaXOIUTbCS Yy HCIOJHHUTENS B TEUEHHE CpOKa, HEOOXOIMMOTO s
BBITIOJTHEHUS paOOTHI C HUMH, PU YCIOBUH TOJHOT'O 00ECTIeUYeHHsI COXPaHHOCTU JOKYMEHTOB
Ha paboyeM MeCTe UCIIOHUTENs (Hauuue ceida, KoJoBOro 3aMKa U T.1I.).

IIpu BO3Bpare TOKyMEHTa:

- CBepsieTCs HOMEP JJOKYMEHTa C HOMEPOM B JKypHaJIE;

- CBEpsIeTCSl KOJIMYECTBO JIMCTOB;

- CTaBUTCSI OTMETKA O BO3BPATE;

- CTAaBUTCS MOJIMUCH NMOJyYaTelisi JOKYMEHTA U J1aTa BO3BpaTa.

[lepenaya TOKYMEHTOB M /i€ MKy paOOTHUKAMU MPEANPHUITUS TPOU3BOIUTCS TOJIBKO
Yyepe3 COTPYIHHKA, OTBETCTBEHHOrO 3a paldoTy ¢ KOH(HICHIMAIbHBIMU JTOKYMEHTaMH, C
00s13aTeNIbHOM 3aITUCHIO B JKypHAJe.

3anpemaercs:

- U3BATUE KOHPUACHIUAIBHBIX JOKYMEHTOB U3 JIeIT;

- IEpEeMEIICHUE U3 OJHOTO JieNa B Jpyroe 0e3 pas3pelieHus pyKoBOJACTBA U OTMETOK B
«XKypnane ydera BbIJauu KOHQUICHIMAIBHBIX JTOKYyMEHTOBY;

- HECaHKIIMOHUPOBAHHBIN BHIHOC KOH(UACHIIHAIBHBIX JOKYMEHTOB U3 o(uca.

[IpoBepka HamU4Msg COCTOUT B CBEpKE 3apErMCTPUPOBAHHBIX JOKYMEHTOB B YYETHBIX
(dopmax ¢ XpaHIIIUMUCS B IETOTPOU3BO/ICTBE.

[TpoBepka HanMuKs KOHPUACHIIMATBHBIX JJOKYMEHTOB IPOBOMTCS C LENbIO:

- obecnieueHHst UX COXPAHHOCTH;

- IPEIOTBPAILEHHS YTEUKH KOH(PUACHINATBHON HH(POpMAIHH.

CneunanbHO CO3/1aHHAs KOMHUCCHUSI Tpeanpusatus (He MeHee 3 YellOBEeK, MMEIOIIUX
JOMYCK K paboTe ¢ KOH(PHUICHIMAIBHBIMH JIOKYMEHTAMH) €XErOoJHO MPOBOIHUT MPOBEPKY
HAJINYMSI TOKYMEHTOB.

[TpoBepka Hamuuusi KOH(PUACHIUATBHBIX JTOKYMEHTOB MOYET MPOU3BOAUTHCS C APYron
NEPUOANYHOCTHIO, HAIIPUMEP 10 OKOHYAHUH KaXKJ0T0 KBapTaja.

ITpu ycranoBneHuu (pakta yrparbl KOH(QUICHIMATBHOTO TOKYMEHTA!
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- CTABUTCSI B U3BECTHOCTH PYKOBOAUTEIb PEATIPUATHUS;

- CTABUTCSI B U3BECTHOCThH CIyk0a 0€301acHOCTH;

- IPUHHUMAIOTCS] MEPHI K PO3BICKY TOKYMEHTA.

Ha yrepsHHBII TOKyMEHT (€CJIM PO3BICK HE PUHEC NOJOKHUTEIbHBIX PEe3YIbTaTOB):

- COCTaBJISIETCS AKT;

- BHOCHTCS COOTBETCTBYIOIass OTMeTKa 00 yrpare B <« KypHanme perucrpauuu
KOH(UACHIINATBHBIX JOKYMEHTOB.

OKcnepTHasE KOMMCCHUSL TPEANPHATUS  €XKETOJAHO OTOHMpaeT KOH(HICHIHAIbHbIC
JOKYMEHTBI:

- U apXUBHOT'O XpAaHEHMUS;

- YHUYTOXCHHUSL.

[Tpu nepenaye nen B apXuB Ha KOHPHUICHIIMATIBHBIC TOKYMEHTBI COCTAaBIISICTCS OT/ACIbHAsS
OTIHCH.

ApXUBHOE XpaHEHHE KOH(PUICHINATBHBIX JOKYMEHTOB ITPOU3BOIUTCS:

- B OTIEYaTaHHBIX KOPOOKax;

- MOMELICHHSIX, UCKITIOYAIONINX HECAHKIIMOHUPOBAHHBIN JTOCTYII.

YHUUTOXKEHHE KOHPHUACHIINATBHBIX JOKYMEHTOB ITPOU3BOIUTCS:

- C COCTaBJICHHEM aKTa, YTBEP)KJAEMOTO PYKOBOIHUTENIEM MPEANPHUITHS;

- B IPUCYTCTBUU KOMHUCCHH;

- C TIOMOIIBIO CHENHMAIBHON MaluHbl (MIpenepa) Ui HHBIM CIIOCO00M, MCKIIIOYAIOIIUM

BO3MOXXHOCTH BOCCTAHOBJICHHUA I/IMCIOH_IGI‘/JICSI B HUX I/IH(I)OpMaI_II/II/I.
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3. JIOKyMeHTHPOBaHHUE AeITeJIbHOCTH HA NPeANPUATHH

3.1. YHU(pUUIHUPOBAHHBbIE CUCTEMBbI JOKYMEHTAIUN

3.1.1. IlousiTHe 1 BH/IbI yHI/I(l)I/IIII/IpOBaHHLIX CUCTEM NOKYMEHTAIIlNH

YuauduuuposanHas cucrema jokymeHtanuu (YCJ) - coBOKymHOCTh (pOpPM JTOKYMEHTOB,
CO3/IaHHBIX 0 €IMHBIM IpaBWIaM U TPeOOBaHUSIM, (YHKIHOHUPYIOIIUX B ONPENEICHHON
cepe nesTenbHOCTH (yrpaBieHuH, pUHaHCAX U T. I.).

VYCJ1 HeoOX0UMBI:

- JUIS COKpAIICHUsI 00bEMOB JIOKYMEHTOB;

- CHIDKEHUS 3aTPaT Ha COCTaBJIeHUE U 00pabOTKY TOKyMEHTOB.

B P® pazpabortansl cieayromue yHU(UIMPOBAHHBIE CUCTEMBI:

- OpraHMU3alMOHHO-PACTIOPAIUTEIBHON TOKYMEHTAIUY;

- 0aHKOBCKOM JJOKYMEHTAIIUU;

- puHaHCOBOM, y4eTHOH M OTYETHOM OyXraJTepckod JOKyMEHTAaluu OIOJKETHBIX
OopraHu3aiuii; 1' OTYETHO-CTaTUCTUUYECKON JTOKYMEHTAINH;

- Y4ETHOU U OTYETHOU JOKYMEHTALUU IIPEANIPUATUN;

- TOKYMEHTAIUH 110 TPYAY;

- noxymenTaiuu [lencuonnoro ¢onna PO.

3.1.2. TaGesb yHU(PUIHPOBAHHBIX (D)OPM TOKYMEHTOB

TaGens yHupUIMPOBaHHBIX (OPM JOKYMEHTOB pa3pabaThIBA€TCs MHUHHUCTEPCTBAMHU U
BEJOMCTBAMHM [yl COKpAIEHUS KOJMYECTBA UCMOJb3YeMbIX (OpM JOKYMEHTOB, HX
yHU(UKAIMK ¥ ya1o0cTBa paboThl ¢ HUMHU. Tabenb cocTaBisieTcs B BH/I€ TaOJIHIIBI, B KOTOPOI
JOKYMEHTBI MOTYT OBITh CHCTEMAaTU3UPOBAHBI:

- 1o pyHKIMAM U 331a4aM (PyKOBOJCTBO, IFITAHUPOBAHUE, OTYETHOCTD U T. 11.);

- CTPYKTYPHBIM MOAPA3ICICHHUSM.

Tabenp MOXET TOMOTHITHCS rpadamu:

- Ko7 OpMBI TOKYMEHTa IO KJIacCU(PUKATOPY;

- OTBETCTBEHHBII 32 KOHTPOJIb HCTIOJIHEHHS;

- TOJIOBOM THPaXX OJIAHKOB U Jp.

CocraBnenue Talelnsi, BHECEHHE B HErO0 W3MEHEHUH M JOTMOJHEHHH, METOINYECKOe
o0ecrieyeHre U KOHTPOJIb 32 €r0 IMPUMEHEHUEM BO3JIararloTcs Ha CIyKO0y AeJIOoNnpou3BOACTBA

OpraHu3anuu.
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3.2. TpeooBanust K 0popMIICHUIO JTOKYMEHTOB

3.2.1. Heo0Xx0auMoCTh eAMHBIX NPABWI 0()OPMIIeHUS JOKYMEHTOB

Enunbie nmpaBuia opopmiieHHs JOKYMEHTOB HEOOXOAUMBI:

- JUISl IPUAAHUS FOPUAMYECKON CUIIBI JOKYMEHTAaM;

- KQUCCTBCHHOT'O U OINICPAaTUBHOI'O COCTABJICHUSA U UCITOJIHCHUSA JOKYMCHTOB;

- YyA00HOTO ¥ OBICTPOTO MOWCKA JOKYMEHTOB.

Enunbie TpeboBanus U npaBuiia 0OpMIICHUS JOKYMEHTOB CYIIECTBYIOT HE3aBUCUMO OT

TOrO:

- TOCY/IapCTBEHHOE 3TO MPEANPUATHE UITU KOMMEPYECKOE;

- KaKUM BUIAOM ACATCIIbHOCTHU 3aHUMACTCA MPCATIPUATHC,

- KaKk BCIACTCA ACIIOMPOU3BOJACTBO (TpaI[I/II_[I/IOHHBIM CIIOCOOOM WM Ha OCHOBE

COBPEMEHHOU MH(POPMAIIMOHHOW TEXHOJIOTHH ).

3.2.2. CocTaB peKBU3UTOB J0KYMECHTOB

JIro6o#t  OKyMEHT COCTOMT M3 psAfa dSJIEMEHTOB
KOTOpBIE HAa3bIBAOTCS] PEKBU3UTAMM.

[lpy  HOArOTOBKE  YIPaBICHYECKUX  JOKYMEHTOB
MaKCHMAaJIbHBIN COCTaB PEKBU3UTOB:

01 - l'ocynapctBennslii repd Poccuiickoit @enepanumy;

02 - rep6 cyonekra Poccuiickoit denepanuu;

(maTel, TEKCTa, TOJIKCH),

UCIIOJIB3YETCS  CIEAYIOIIMMI

03 - sMmOema opraHu3aly WM TOBAPHBIN 3HAK (3HAK OOCITY>KUBAHHS);

04 - ko1 OpraHu3anuy;

05 - ko1 OpMBI TOKYMEHTA;

06- HauMeHOBaHUE OPraHU3ALINY;

07 - cipaBoYHBIC JaHHBIE 00 OpraHU3aINH;
08 - HanMeHOBaHME BHUJIa JOKYMEHTA;

09 - naTa TOKyMEHTa;

10 - perucTpallMOHHBIN HOMEDP JOKYMEHTA;

11 - ccpbuika Ha pErUCTPAaLMOHHBINA HOMEP U JaTy 1OKYMEHTA;

12 - MecTo cocTaBlieHUsI UM U3/IaHUS TOKYMEHTA;
13 - rpu¢ orpaHnveHus 10CTyma K JOKYMEHTY;

14 - agpecar;

15 - rpud yrBepKaeHUs JOKYMEHTA;

16 - pe3omtouus;

17 - 3aroJ0BOK K TEKCTY;

18 - oTMeTKa 0 KOHTPOJIE;
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19 - TekcT TOKyMeHTa;

20 - oTMEeTKa 0 HAIMYUH [TPUIIOKEHHUS;

21 - moanuce;

22 - rpu coriacoBaHus JOKYMEHTa;

23 - BU3bI COTJIACOBAHMS TIOKYMEHTA;

24 - meyarn;

25 - OTMETKa O 3aBEPEHUHU KOIHH;

26 - oTMeTKa 00 UCIIOIHUTETE;

27 - oTMeTKa 00 MCIIOJHEHUH JOKYMEHTa U HAaIPaBJICHUU €ro B JIETI0;
28 - OTMETKa O NMOCTYIUIEHUU JOKYMEHTA B OpraHU3aluIo;

29 - uaeHTU(UKATOP PIEKTPOHHOM KOITMH JOKYMEHTA.

3.2.3. IIpaBuia opopM/ieHHsI PeKBU3UTOB

IIpu cocraBneHMH JOKYMEHTOB HCIOJB3YIOTCS CIIEAyIOIIMe MpaBuia oQopMIeHus
PEKBU3UTOB (CM. pHC. 3):

01, 02 - T'ocymapctBeHHblii Tepd PD u repd cyobekra PO momemaror Ha OiaHkKax
JOKYMEHTOB B COOTBETCTBHH C 3aKOHOAATEeIbCTBOM PD u cyobekToB PO.

03 - oMOnemMy opraHu3ald WU TOBAapHBIA 3HAK (3HAK OOCTY)KMBaHHS) IMOMENIAIOT Ha
ONaHKax OpraHu3alyii B COOTBETCTBUU C YCTaBOM (IIOJIOKEHHEM 00 OopraHu3aiun). OMOIemy
HE BOCIIPOM3BOJIAT Ha OJIaHKE, €CcIM Ha HeM nomenieH ['ocynapctBeHHbii repd PO unu rep6
cyobekTa POD.

04 - kon oprauzauuu TOpocTaBIsIOT 1o OOmmepoccuiickoMy — KJIacCH(PUKATOpy
npeanpustTuii  u  opranmsanuii  (OKIIO). Ha ¢dopmax oQuIMANBHBIX TOKYMEHTOB,
NpEeCTaBIsIeMbIX B TOCYAapCTBEHHbIE OpraHbl, 00s3aTenbHo npocrasisgercs ko no OKIIO.

05 - kox dopmel OKyMeHTa mpocTaBiAoT 1o OOmepoccHiickoMy KiacCH(pUKaTopy
ynpasieHueckoi fokymeHnTauuu (OKY [I).

06 - HaUMEeHOBaHWE OpraHW3allud, SBISIONICHCS aBTOPOM  JOKYMEHTA, JIOJDKHO
COOTBETCTBOBATh HAMMEHOBAHHUIO, 3aKPETIJICHHOMY B YUPEIUTEIBHBIX TOKyMEHTAX.

07 - cnpaBouHble JaHHBIE 00 OpraHW3alMyd BKIIOYAIOT: IOYTOBBIA ajapec; HoMepa
TeneOHOB U IpyTHe CBEJCHUS MO PEIICHUI0 opraHu3anuu (HoMepa (hakcoB, CU€TOB B OaHKe,

azipec MEKTPOHHOU NouThl, Web-cTpanutisl B IHTepHETE, HOMEp U JaTy JHULEH3UU U JIp. ).

45



@

((@ Kmun’fkuuaﬂm
= Do Me 3

““““““““ SRR e —

@“ \\L QAQ “POCHHTEP”

\Tan. {095%931 1917 UenTpa "MiHbOpMCHCTeMa”
@ pbake (095) 83100 27 0.C. Epemeesy
=Mail: msm@rin.msk.ru 2

: :fh\ww_rigmsk_ru B.K. Cepzeseod ]

OKNO 03944527 gamgfi;l;uzﬂga ;#ﬂrc LR ERE TN
oKYq 02002 .62,

b\ A 0 Epewmees 02.02.2001

: .02.2001 Na 1-3/115
@*—r_—————-lHa Ne ot

K l]ﬁ CEMUHEP® “COBPaMEHHEIR]
ouc”

§ 0bnc”, nposcawmare komnanKeR “PocvHTep”, KOTOPGIR cocTouTea 05.02.2001
:a lNocypapcrsennoii OQyme (Caoprusscxm@d nepeynox, . 2, s ayawtopus B30
(Hosore 3gauuA). Havano cemuHapa s 11:00, npegnonaraeman
! npoAoMKMTENLHOCTS - 4 yaca,

: B nporpaMme ceMMHapa: paccMOTPEHHE BONDOCOB ABTOMATHIALIMA
:Aamnpo"amncma. ANEKTPOHHOMD QOKYMEHTOOG0POTE, ANEKTPOHHLIX APXHBOB
| NPEANPUATHA W OFPaHK3ALMA.

: Mpocam Bac noaTeepauTs yqacTwe B comuHapa fo 04.02.2001. 3anexy
| HBOBXOAMMO BRCNATE No dhaxcy 931 00 27.

@——' Mpaunoxesxe: 1. MNporparmMa comyHapa “CobppeMeHtsI 0hWC” Ha 1 N,

2, MNporpavma BLICTABKK "TEXHHYECKME CPEACTRA ABTOMATUIALMM
ARNCNponIsoacTea” Ha 5 n.

R —

NpepcenaTens OproMHTETS Husnas nodnuch

@__—,Mauapoaa Mapua Muxaiinocawa

193100 17

I

'
@_ 1 Omnpaenex graxc 03.02.2001 Ne 93

18 deno Mt 1-7 “UrepCrer”

| Bx. Ns 00075
youpiseces 0402001 02.02.2001 14:36

Let115.doc

1
! yn DatHMukan, 21 r-l'eHepanhHouy nupau‘ropy_]
wc«:usa. Poccwn 115208 HAYYHO-TEXHUMYBCKOID :

""‘ !
Y¥eaxaembuii Oner Ceatociasosm! /
@ : Mpwrnawaem Bac npuHATE yuacTve a paboTe camMHapa “CoBpemMeHHbii

@ @

Puc. 3. PacniosioskxeHne OCHOBHBIX pEKBU3UTOB IOKyMEHTA

08 - HauMeHOBaHUE BUJa IOOKYMCHTAa MNHUIICTCA 3arjlaBHbIMU GYKBaMI/I, BBIACIIACTCA

MOJTYKUPHBIM MIPU(PTOM U MIPOCTABIISETCS HA BCEX IOKYMEHTAX, KPOME MTUCEM.

09 - naToif JOOKyMEeHTa SBISE€TCS JaTa €ro MOANMCaHWs WM yTBepkaeHus. s

MMPOTOKOJIa - 3TO AaTa IMPOBCACHUA 3aCCAaHUd WM NPUHATUA PCIICHHA, JIA aKTa - JaTa

46



COOBITHSL.

Jara noxymeHTa odopmisercs apaOCckumu nudpamMd B ClIEAylomied mocie-
JIOBATENbHOCTHU: JIeHb, Mecsl, ToA. Jlomyckaercs: cinoBecHO-IM(POBOii crocod odopmiieHUs
naThl (0e3 KaBbIUCK).

10 - perucTpalliOHHBIM HOMEp JOKYMEHTa COCTOMT M3 €ro IMOpsSAKOBOIO HOMEpA,
KOTOpPBIi  MOXHO JOIOJIHATH HWHAEKCAMM B  COOTBETCTBMM C HWHCTPYKLHUEH IO
JETONPOU3BOACTBY NPEAIPUATHSA:

- Jiea 110 HOMEHKJIATypE;

- CTPYKTYPHBIX [IOApa3/IeJI€HUN NI HAIIPaBICHUN AESITEIbHOCTH;

- IOJDKHOCTHBIX JIMIL - aBTOPOB IOKYMEHTA;

- KOPPECTIOHAECHTOB WX UCIIOJHUTEIEH;

- HAUMEHOBAHUI BUJ0B JOKYMEHTOB U T.II.

11 - ccpbuika Ha  perucTpalMOHHBI  HOMEp W JaTy JOKYMEHTa  BKJIIOYAEeT
pETUCTpPallMOHHBIM HOMEp M JaTy JOKYMEHTa, Ha KOTOpbIM JaeTrcsd OTBET. DTOT PEKBU3UT
3aI0JIHSETCA [IPU COCTABJIEHUH TMChbMa-OTBETA.

12 - mecTo cocraBiieHus uiu u3aanus aokymeHta (Mocksa, r. Opein) yka3blBalOT B TOM
cilydae, €ClId 3aTpyJHEHO €ro omnpezeseHue no peksusutaM «HanMeHoBaHUE OpraHu3anum»
u «CripaBoYHbIE JTaHHBIE 00 OPraHU3aALUI.

13 -rpud orpanuyeHus poctyna K AOKYMEHTY («ns cioykeOHOro MOJIb30BAHUSY,
«Cexpetno»; «Konduaenumansno», «Kommepueckas TaiiHa» M Jp.) MPOCTaBISIOT 0e3
KaBbIYEK B IIPABOM BEPXHEM YINIy IEPBOr0 JIMCTa OKyMEHTa. JlONOJIHAETCS PEKBU3UT
HOMEPOM 3K3EMILIAPA.

14 - angpecar ykasplBaeTCs B NHUCbMax B NPaBON BEPXHEHW 4acTHU JHMCTa JOKYMEHTa B
npezenax OrpaHUYUTEIbHBIX 3HAKOB - YTOJIKOB. B kauecTBe ajpecata MOTYT OBITh yKa3aHbI
OpraHu3allii, WX CTPYKTYpHBIE IMOJpa3/eieHus, JODKHOCTHBIE WIM (PU3MUECKHE JUIa.
HazBanus opraHMsanuu U CTPYKTYpHOTO IOApAa3JEJIEHUs YKa3blBalOT B HMMEHHUTEIBHOM
NazieKe.

MaxkcuManbHbII Ha0op peKBU3UTA «AJZIpecaTy COCTOUT U3 CIEAYIOMINX YacTei:

- HAMEHOBAHUE OPraHU3alINY;

- HAUMEHOBAHUE CTPYKTYPHOIO O3 AEIICHUS;

- TOJKHOCTb, HMHULMAIIB U (haMHITHS;

- TIOYTOBBIM ajpec.

15 - rpud yTBepKA€HUS TOKYMEHTa IPOCTABISAETCA B IPABOM BEPXHEM YIITy JOKYMEHTA.

JIOKYMEHT MOXKET YTBEPKIAAThCSL:

- IOJDKHOCTHBIM JIMLIOM;

- CTIELUAIbHO U3JaBAEMBIM JOKYMEHTOM.

[Tpu yTBepKIeHUN JOKYMEHTA TOJKHOCTHBIM JIULIOM I'pu( yTBEP>KACHUS COCTOUT:

- m3 coBa YTBEPXK/IAIO (6e3 kaBbIuek);
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- HAUMEHOBAHUS JI0JDKHOCTH JIMIA, YTBEPKAAIOIETO JOKYMEHT;

- TUYHOW TOJIITUCH, €€ PaCIIH(POBKHY;

- 1aThbl YTBEPKACHHUS.

IIpn yrBEp)KIEHMM AOKYMEHTa IOCTAHOBJIIEHMEM, PEILIEHHEM, IPHUKa30M, IPOTOKOJIOM
rpud yTBEpKIACHHS BKIIOYACT:

- cnoBo YTBEPXJIEH (6e3 kaBbIuek);

- HAUMEHOBAHUE YTBEPKIAIOIIETO JOKYMEHTA B TBOPUTEIBLHOM IAJIEKE;

- 1aTy U HOMEP YTBEP>KJIAIOLIEr0 JOKYMEHTA.

16 - pe3onronus NUIIETCS pyKOBOAUTENEM Ha IOKyMEHTE U BKIIIOYACT:

- (hamummio uconHUTENS (KOMY OPYYaeTcsi UCTIONHEHHE);

- coJiep:kaHue nopyyeHus: (KOHKPETHbIE JEHCTBUSA);

- CPOK HUCTIOJHEHUS (0 KaKOTO YHCIIA);

- IOAMMUCH PYKOBOJUTENS U 1Ty MOAIMCAHHUSL.

17 - 3aroJIoBOK K TEKCTY:

- PacKpbIBAaET KpaTKOE COACpKAHUE TOKYMEHTA;

- OTBEYAET HA BOIPOC O 4eM (0 KOM)?.

be3 3aronoBka JOMyCTUMBI JOKYMEHTHI ¢ HEOOJIBIIUMH TeKCTaMu U opmarta AS.

18 - oTMeTKa O KOHTpPOJIE CTaBUTCS Ha M0JI€ JOKYMEHTA PSAZIOM € 3ar0JIOBKOM:

- OykBo# «K»;

- cnoBoM uiu mramnom "KOHTPOJIB".

OTOT pEKBU3UT MOXKET MPOCTABIATHCS:

- PYKOBOJUTENIEM, IOCTAaBUBIIUM PE30JIIOLUIO HA TIOKYMEHTE;

- IOJDKHOCTHBIM JIMLIOM, OCYIIIECTBIIAIOLIUM KOHTPOJIb UCIIOJHEHUS TOKYMEHTOB;

- CTPYKTYPHBIM  TOJpa3fcii€HUEM,  OCYUIECTBISAIOIIMM  KOHTPOJb  MCIOJIHEHUS
JOKYMEHTOB.

19 - TekcT JOKYMEHTA SIBJISIETCS. OCHOBHBIM DJIEMEHTOM JTOKYMEHTA.

TexcTbl TOKyMEHTOB 0()OPMIISIOT B BUJIE:

- AQHKETBHI;

- TaOJIHIIEL;

- TEKCTa;

- COEAMHEHHUS ITUX CTPYKTYP.

Tekcr, Kak IpaBUIIO, COCTOUT U3 IBYX OCHOBHBIX YaCTEH.

B nepBoii yactu u3nararorcs:

- IPUYMHBI COCTABJICHUS TOKYMEHTA;

- uH(pOpMAaIHA [0 pacCMaTPUBAEMOMY BOTIPOCY;

- OCHOBaHMsI COCTABJIEHUS JOKYMEHTA;

- CCBUIKM Ha OCHOBOIIOJIAral0INE JOKYMEHTBHI.

Bo BTOpOI1 4acTH TEKCTA U3JIAratoTCs:
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- BBIBO/IBI;

- IPOCKOBI;

- IPEJIOKEHNS;

- pacnopsKEHUS;

- pPEKOMEHIaLUH.

Ecnu copepikaHue JOKyMEHTa HE HYKIAeTCs B TOSCHEHHH M OOOCHOBAHMHU, TEKCT
COJZIEPKUT OJIHY 3aKJIIOUUTEIbHYIO YacTh. Hanpumep, mprkasbl coaepkaT paclopsIuTeIbHYO
yacTh 0€3 KOHCTAaTUPYIOLICH; MUChbMa, 3asBIICHHS - NPOCbOy Oe3 MOSICHEHUs; CIIPaBKH,
JOKJIAJIHBIE 3aIIMCKU - BBIBOJBI. TEKCT JOKYMEHTOB JOIYCKAEeTCs MOAPA3JENATh Ha pa3/iensbl,
MoJIpa3/eibl, MyHKTHl W TOAIYHKTHI, KOTOpbIE HyMEpyloTcs apabckumu Iudpamu. TexcT
JOJDKEH MU3J1araThCsl YETKO, IOCIE0BATENbHO, KPATKoO.

20 - oTMETKa O HAJIMYUU IPUIIOKEHUS CTABUTCS I1OCIIE TEKCTA.

Eciu B TekcTe HOKyMEHTa yIOMUHAETCSl HAMMEHOBAHUE IPHUJIOKEHHUS, TO B PEKBU3UTE
«IIPUJIOKEHHME» OHO HE yKa3bIBaeTcs, Hanpumep: [Ipunoxenue: Ha 1 1. B 2 3K3.

21 - moanuCh BKIIIOYAET:

- HAUMEHOBAHUE JIOJKHOCTH JIMIIA, TOAMUCABIIETO TOKYMEHT;

- TMYHYIO TIOJITHCH;

- ee pacmudpoBKy.

Ecnu 1oxyMeHT cocTaBieH Ha OJIaHKE NPEANPHATHSA, TO JODKHOCTh YKa3bIBAETCS
COKPAILEHHO.

JIOKyMEHT MO>KET ObITh MOANUCAH HCIIOJHSIONIMM 00S3aHHOCTU JIOJPKHOCTHOTO JIMIA C
yKa3aHHeM ero (pakTHIeCKOM JOKHOCTH, MHUIMAIOB U (hammmin. [Ipu 3ToM He nomyckaeTcs
CTaBUTh IPEIOT «3a», HAANUCh OT PYKU «3aM.» WIH KOCYIO YEpTy Iepe] HaUMEHOBAaHUEM
JOJKHOCTHU M (paMunnell. PEKBU3UT «I1OANKCEHY MPOCTABISAETCS OCIE MPHIIOKEHHSL.

22 - rpuc cormacoBaHus JOKyMEHTA COCTOMT:

- m3 coBa COI'JTACOBAHO (6e3 kaBbI4eK);

- IOJDKHOCTH JIMIA, C KOTOPBIM COTJIaCOBBIBAETCS JOKYMEHT (BKJIIOYash HaMMEHOBAHME
OpraHu3aluM); TOJIUCH, paciin(POBKH NOIMUCH (MHULIMATIOB, (DaMIIINN);

- J1aThl COTJIaCOBAHUS.

I'pud cormacoBaHusi sSBISETCS PEKBU3UTOM O(HUIIMATIBHOTO JOKYMEHTA, BBIPAKAIOIIMM
corlacH€ YUYpEKJEHUsl WIM €ro OpraHa, HE SBJIIOIIETOCS aBTOPOM JIOKYMEHTa, C €ro
COJIEp/KaHUEM.

23 - BU3a COIIACOBAHUS JJOKYMEHTA BKIIIOUYAET:

- IOJDKHOCTH BU3HPYIOLETO;

- IO/NIUCH BU3UPYIOLIETO, €€ paciiu(ppoBKY;

- IaTy BU3UPOBAHMSL.

Bu3za Heo6xorma Ji1s MOATBEPIKIACHUS CIIEHUAIUCTAMU 11€J1IeCO00Pa3HOCTH COCTABIICHUS

nokyMeHTa. Kak mnpaBwio, BH3a CTaBUTCS TNPU COIVIACOBAaHUM JOKYMEHTA BHYTPHU
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OpraHMU3alUK 10 MOANNCAHNS JOKYMEHTA PYKOBOAUTEIIEM.

Eciu y Bu3MpymOLIEro €cTh 3aMeuyaHMs M JIOTOJIHEHMSI K NPOEKTYy JOKYMEHTa, OH
o(opMIIseT UX B BUAE NPUIOKECHUS.

Bussl mpocrasistroTes:

-Ha OOOpOTHOW CTOpPOHE TOCJIEIHEero JIMCTa MOJJIMHHUKA PaclopsIuTeIbHOTO
JOKyMEHTa (TpHuKa3a, paclopsHKeHNs);

- Ha JIMLEBOM CTOpOHE MocienHero Jjucra (Hwke peksusurta «llognuce») komuu
OTIIPABJISIEMOIO JOKYMEHTA (MUCHhMA).

24 - meyaThlo 3aBepsieTCA NOUIMHHOCTh MOJAINUCU JTOJDKHOCTHOIO JIMIla Ha JOKYMEHTaX,
IIPENYCMOTPEHHBIX COOTBETCTBYIOIIMMU HOPMATUBHBIMU AKTaMH, yJOCTOBEPSIOIIMX IIpaBa
o, QukcHpyromux (GaxkThl, CBs3aHHbIE C (PUHAHCOBO-XO3SHCTBEHHOW JIESATEIHHOCTHIO
MIPEAIIPUATHSL.

25 - oTMETKa O 3aBEpEHMM KONHUM HeoOXOoauMa IMpU 3aBEPEHUH COOTBETCTBHS KOIHMH
JOKyMEHTa MO UIMHHUKY. OHa pacrniojlaraercs Huxe pekBusura «lloamnucey.

OTMmeTKa COIEPKUT:

- 3aBEpPUTEIIbHYIO HaaHUCh «BepHO»;

- IOJKHOCTB JIMIIA, 3aBEPUBLIETO KOIHIO;

- TIO/INUCH, PacIU(PPOBKY MOITUCH;

- 1aTy 3aBEpEHUS;

- mevath (Mpu He0OXOAUMOCTH).

26 - oTMeTKa 00 MCIIOTHUTENE BKIIIOYAET:

- pamummio (wnu  (pamMmIIMIO, MMs, OTYECTBO) MCIIOJHHUTENS JOKYMEHTa; HOMEp €ro
ciyxeOHoro Tenedona.

OTMeTKy pacrojaraloT Ha JIMLEBOM cToOpoHe WK (IIPH OTCYTCTBHU MECTa) Ha 000POTHOM
CTOPOHE IOCJIEAHETO JINCTA TIOKYMEHTA B JIEBOM HUXKHEM YTIIy.

27 - oTMeTKa 00 MCIIOJHEHNUHU TOKYMEHTA U HAIPABJICHUH €T0 B J€JI0 BKIIOYACT:

- CCBUIKY Ha JIOKyMEHT, CBUJICTEIbCTBYIOIIUI 00 UCIIOTHEHNH, €TO ATy U HOMED;

- KpaTKHe CBeJeHUs1 00 UCTIOJHEHUH (€CTIH OTCYTCTBYET JOKYMEHT, CBUAETEIICTB YIOLIHI
00 WCIOJTHEHUN);

- cnoBa «B neno Ney, B KOTOpOM OyzeT XpaHUTBCS TIOKYMEHT;

- IOAMNMUCH UCTIOJIHUTENS JOKYMEHTA WU PYKOBOIUTEINS CTPYKTYPHOTI'O MO/Ipa3JiesIeHus, B
KOTOpPOM HCIIOJIHEH JOKYMEHT;

- 1aTy HaIpaBJIEHUs B JIEJI0.

28 - OTMETKa 0 TOCTYIJIEHUH JOKYMEHTA B OpPraHM3aliio, KOTOPYIO IIPOCTABIISAIOT B BUAE
[ITaMIa, aBTOMAaTUYECKUM MU 3JEKTPOHHBIM HYMEPAaTOPOM, MHBIM CIIOCOOOM B CEpeauHe
HUKHETO T10J151 IEPBOTO JINCTA IOKYMEHTA. JTOT PEKBU3UT COACPHKUT:

- IOPSIKOBBINA HOMED;

- IaTy MOCTYIUIEHUS TIOKyMEHTa (TIpU HEOOXOJUMOCTH - Yachl, MUHYTBI).
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29 - uneHTUGUKATOP IIIEKTPOHHON KOMUHU JOKYMEHTAa MPOCTABISETCS HAa HIDKHEM II0JIe
nucTta (HWKHUN KOJIOHTUTYI) U COACPKUT:

- HaMMeHOBaHue (haiina;

- IaTy WX IPYTHe TIOUCKOBBIC NaHHBIC (MHUIIMAIBI HCTIOTHUTENS, KO TOIpa3AeiieHus U
T. 11.), yCTAaHABJIMBACMbI€ B OPTaHHU3AIIHH.

Takas ormeTka HeoOxoIUMA!

- ISl ICKJIFOUEHU S TIOBTOPHOTO BBOAA MokymeHTa B 1K

- OBICTPOTO MOUCKA JOKYMEHTA 10 UMEeHH (aiina;

- YCTaHOBJIEHMS JIMLA, OCYLLECTBUBLIETO BBOA JoKyMeHTa B [1K.
3.3. SI3bIK CJIy:KeOHBIX JOKYMEHTOB

3.3.1. IlonsiTHe sA3bIKA CJOYKEOHBIX JOKYMEHTOB

SI3BIK  CyKEeOHBIX JOKYMEHTOB - 3TO Pa3sHOBHAHOCTH  O(UIMAIBHO-AETIOBOTO
COBPEMEHHOIO JIUTEPATYpHOTO $3BIKA, HCIOJIB3yeMOro B cdepe NeTIOBOro OOLICHHS IS
COCTaBJICHUS JOKyMEHTOB.

SI3BIKOM CITy’KEOHBIX TOKYMEHTOB (PaKThI M COOBITHS OCBEUIAIOTCS 0OBEKTUBHO, KPATKO U

SICHO.

3.3.2. Oco0eHHOCTH SA3bIKA CJOYKEOHBIX JTOKYMEHTOB

Oco0eHHOCTH S3bIKa CTY)KEOHBIX JJOKYMEHTOB:

- TOYHOCTb H SICHOCTD;

- TaKOHUYHOCTb;

- YOeTUTEIIbHOCTb;

- HeWTPAJIBHOCTh TOHA U3JIOKCHUS;

- UCTIOJIb30BaHUE YCTOMUMBBIX CIIOBOCOUCTAHUH (CTAaHIAPTHBIX 000POTOB);

- UCTIOJIb30BaHUE OOLICTTPUHSATHIX COKPAICHHUIA.

TouHOCTB U SICHOCTH JOKYMEHTOB JOCTUTACTCS:

- TIIATeJIbHBIM MT0JI00POM CIIOB;

- UCTIOJIb30BaHUEM CJIOB M TEPMHHOB B TPAAUIMOHHBIX IJISI HOPM OOLIEIMTEPaTypHOTO
A3bIKa 3HAUCHUSX, HE MOIYCKAIOIIMX HMHOTO, YeM 3aJyMaHO aBTOPOM, TOJIKOBAHHS
HaNMCaHHOTO;

- IpSIMBIM TOPSAAKOM CJIOB B IPEIOKCHUH (CKazyeMoe CIeayeT 3a IOAJIEKAIIUM,
OIIPEJIETIEHUE CTOUT MEPEJl ONPEEIISIEMBIM CIIOBOM).

JIakOHMYHOCTh ~ NIPEIyCMAaTPUBAET KPATKOCTh M  YETKOCTh H3JIOKEeHus, 0e3
BTOPOCTEIICHHBIX JETaleil U MOBTOPOB; HEMHOTOCIOBHOCTb. TEKCTHI MHCEM, TOKIAIHBIX U

CITy’KE€OHBIX 3aMTUCOK, APYTUX TOKYMEHTOB, KaK IIPABUJIO, HE MPEBBIIIAIOT OJHON CTPAHUIIBI.
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Y0eauTenbHOCTh CIYyKEOHBIX JOKYMEHTOB JIOCTUTAETCS:

- HIMYUEM JOCTOBEpHOI nHpopMmarmu;

- HAIMYUEM BECKHUX apTyMEHTOB, MOOYKAAIOMIUX MOIydaTessl JOKYMEHTa K COBEPIICHUIO
OIIPEACIICHHBIX ICHCTBUN;

- JIOTUKOM H3JI0KCHUS;

- 0e3yNpeyHOCThIO (OPMYIUPOBOK B IOPUIMYECKOM OTHOLICHUH;

- 000CHOBAaHHOCTBIO MPEITIOKEHNUN aBTOPa (CO CChUTKAMU Ha HOPMATHUBHBIE AKThI).

HelitpanbHOCTh TOHA JOKYMEHTOB IIPEyCMATPUBACT:

- U3JI0’KEHHE TeKCTa OT 3-T0 JInIa («KKOMIAHH HapaBisieT», «0aHK HEe BO3PAXKACT»);

- OTCYTCTBHUE 3MOIIMOHATEHON OKPACKH (PAKTOB, COOBITHIA;

- OTCYTCTBUE JIMYHOCTHOTO IMOJAX0Ja K OIIEHKEe MH(OpPMAaLUH, T. K. aBTOP JAEHCTBYeT OT
MMEHH OpTaHMU3alUH.

YcToiunBbIE CIOBOCOYETAHUS - 3TO YINOTpeOJeHHE OOJBIIMHCTBA CIOB B CIIY>KEOHBIX
JOKYMEHTaX TOJIBKO C OAHUM WIM OIPAaHUYCHHOU TpyNHIou cioB. [IpuMeHeHre yCTOMYMBBIX
WIN CTAaHJAPTHBIX CII0BOCOYETAaHHH (TOTOBBIX SA3BIKOBBIX KIIUIIIE) AAE€T BO3MOXKHOCTD:

- aBTOpaM - ONIEPATUBHO COCTABJIATH JOKYMEHTHI;

- ajpecaram - 00JIeTYUTh BOCIIPUATHE TOKYMEHTOB;

- cO3/1aTh THIOBBIE (TpadapeTHbie) GOPMBI JOKYMEHTOB 0 CTAHAAPTHBIM CUTYALIUsM.

K nHauboiee HCIOJIL3YEMBIM OTHOCATCA CJICAYIOIIUC CJIOBOCOYCTAHUA: B CBA3HU C

pemieHreM  (pacropsUKEHHUEM)..., KOHTPOJIb  BO3JIAraercs..., BBITOBOP OOBSABISETCH...,
JOJDKHOCTHOW OKJIaJl YCTAHABIMBAETCS..., B CBA3H CO CJIOXHBIM IIOJIO)KEHUEM..., B LEJAX
oOecrieyeHus..., B COOTBETCTBUU ¢ Bateil mpock00ii..., cunTaeM HEOOXOIUMBIM..., COTJIACHO
[IpUKa3y..., IPUHUMas BO BHUMAaHUE..., JOMYIIEHbI IPOCYETHL..., YTBEPAUTH U BBECTU B
JNEUCTBHUE... U T. 1L

Hcnonp3oBaHue OOMETPUHATHIX COKPAIICHUH B CIIY)KEOHBIX JOKYMEHTaX MO3BOJISET:

- YMEHbIIaTh 00BEMBI IOKYMEHTOB;

- YCKOPSTH BOCTIpUSITHE HHPOPMALIHH.

CokpallleHUIO MOJIJIeXKAT:

- OTZIeJIbHBIE CII0BA (Hampumep, pyoss - pyo.);

- CJIOBOCOYETaHUs (HapuMep, U Tak Jajee - U T.1.).

[Tpu ncnonb30BaHUU COKPALICHUH HEOOXOUMO YUUTHIBATh, YTO OHH JIOJKHBI OBITH!

- IOHSATHBI a/Ipecary;

- OJJMHAKOBBI 10 BCEMY TEKCTY OKYMEHTa (HampHMep, HEAOMYCTUMO B OJIHOM TEKCTE

HUCIIOJIB30BaTh COKpalleHue cjioBa "rocnoauay" kak ''v." u "r-uy").
y y
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3.4. bilaHKHM TOKYMEHTOB

3.4.1. llonsiTHe OJIaHKA JOKYMEHTA

bnank nokymeHTa - HabOp PEKBU3UTOB, MACHTU(QUIMPYIOIIUX aBTOpa O(UIIHATBEHOTO
JTOKYMEHTA.

braHky MOKYMEHTOB HpeIHa3HAYCHBI JUI COKpAIIEHHsS TPYA03aTpar MPU COCTABICHUH
JTOKYMEHTOB, a TakKe Ui OBICTPOrO YCTaHOBJICHUS MpPEANPHUATHSI-aBTOpa Ipu paboTre ¢

JOKYMEHTOM.

3.4.2. Buabl 0J1aHKOB

Bupl 651aHKOB 1MOIpa3IestOTCs Ha:

- OCHOBHEIE;

- JIOIIOJIHUTEIILHEIE.

K 0cHOBHEBIM OJTaHKaM OTHOCSTCS

- 00ImMii OJIaHK;

- OJIaHK IIKCHEMA.

K momoHUTENBEHEIM OJIaHKaAM MOKHO OTHECTH:
- OJIaHK KOHKPETHOT'O BU/Ia IOKYMCHTA,;
- JOJDKHOCTHOM OJIaHK;

- OJIaHK CTPYKTYPHOTO MOIPa3/ICICHUS;

- OaHK A71s1 paboTHI € 3apyOeKHBIMU NTApTHEPaAMHU.

3.4.3. PekBU3UTHI 0JIAHKOB

Kaxp1if Bu1 671aHKOB TOKYMEHTOB UMEET OTPEIEIeHHBIH HA0Op pEeKBU3HUTOB.

PexBu3uThI 0011€T0 OJ1aHKA JOKYMEHTA:

- rep0O (7St opraHU3aIyii, UMEIOIIUX Ha 3TO MPaBo);'

- sM0ONeMa opraHu3aiuy (Ipyu HAJTMYKU repOa He MPOCTAaBIISeTCA);

- HAMMEHOBAHUE BBIIIECTOSIIECH OpraHu3aliy (€Ciiu OHa UMEeTCs);

- HAMMEHOBaHUE OpraHU3aLlNY;

- TpapapeTHbIC YaCTU PEKBU3UTOB (JaTa 1 HOMEP TOKYMEHTA).

PexomeHayeTcst TpOCTaBIATH Ha 0OlEeM OJaHKe OTrpaHUYUTENbHBIC YTOJKH IS
PEKBU3UTOB JOKYMEHTA!

- rpu¢ yTBEpKACHUS;

- 3aroJIOBOK K TEKCTY;

- OTMETKa O KOHTpOJIE.

OOt Gi1aHK UCTIONB3YeTCs U1l COCTABJICHUS JIIOOBIX BUIOB JOKYMEHTOB, KDOME MHCEM

bnank nucema COACPKUT PCKBU3HUTLI:
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- rep0O (715t OpraHM3aIyii, UMEIOIINX Ha 3TO MPABO);

- sMOyieMy opranu3anuu (Ipyu HATUYUU repda He MPOCTABIISAETCS );

- ko1 opranm3anu (npeanpustus) no OKIIO;

- HAUMEHOBAHUE BBILIECTOSLIEH OpraHu3aluy (€ciiu OHAa UMEETCS);

- HAUMEHOBAHUE OpraHu3alui (CTPYKTYPHOTO MOApa3AeIeHus);

- CIIpaBOYHBIE JaHHBbIE 00 OpraHu3aliy (MOYTOBBIN agpec, HoMepa Teae(oHOB, a TaKXKe,
[0 YCMOTPEHHUIO OpraHM3aluu, HOMepa TenedakcoB, ajpec 3JIEKTPOHHOM mouThl, Web-
crpanuubl B MHTEpHETE, HOMEpa cueToB B OaHKe, OAHKOBCKMI MACHTU()UKAIIMOHHBIA KOJ
(BUK) wu wuneHTuduKanuoHHBI HOMep Hamoromarensimuka (MHH), Homep u nary
JIUIICH3UN);

- TpahapeTHbIC YaCTH PEKBU3UTOB (7]aTa, HOMEP JOKYMEHTa U CChUIKAa Ha HOMEp M Jary
JIOKYMEHTA);

Ha Gnankax nucbMa CTaBSTCS OTPAHHYUTENBHBIC YTOIKHU JJIS CIETYIOIUX

PEKBU3UTOB:

- aJipecar;

- 3aT0JIOBOK K TEKCTY;

- OTMETKa O KOHTpOJIE.

brnaHk KOHKpeTHOro BHMJa JOKYMEHTa (32 HCKIIOYEHHEM IMCbMa) COCTaBIIETCS Ha
OCHOBE 00111er0 0J1aHKa, COACPKUT T€ K€ PEKBU3UTHI U JIUILB JOTOIHACTCS HAaUMEHOBaHHEM
COOTBETCTBYIOILIEIO BU/Ia JOKYMEHTA.

JIOJKHOCTHOW  OJIaHK MCHOJIB3YeTCsl Al COCTaBJCHUS JIOKYMEHTOB PYKOBOJIUTEIS
npeanpustus. Ha Takom OiiaHke BMECTO HAaMMEHOBAHUS OpraHU3allMM YKa3bIBaeTCs
JOJKHOCTB €€ PYKOBOIUTEIS.

bnaHk CTpyKTypHOTO MoOjpa3/ieieHus MpUMeHsieTcs A oQOopMIIeHHS JOKYMEHTOB B
MPEICTAaBUTENhCTBAX, (DUITHAIAaX, KPYITHBIX CTPYKTYPHBIX MOApa3IeIeHUsIX npeanpustus. Ha
TakoM ONaHKe T[OClie HAaUMEHOBAaHMUSA TMPEIUPUATHS  YKa3bIBaeTCd HAaWMEHOBaHUE

CTPYKTYPHOTO IOJpPA3/AEICHHUS.

3.4.4. BapuaHTBbI PacnoJi0KeHUsi PeKBU3UTOB

[Ipu pazpaboTke OIAHKOB JOKYMEHTOB PEKOMEHAYIOTCS [JBa BapHaHTA PACIIOJIOKEHHS
PEKBU3UTOB:

- IPOJIOJIbHBIN;

- YIJIOBOH.

[IpoonbHOE PACHOIOKEHUE PEKBU3UTOB MPEAINOIAracT UX pa3MEICHHE B CEpeUHE
BEPXHEW YacTH JINCTa U IPUMEHsIeTCsl Ipu 0hopMIIeHUH 0011Iero OaHKa.

VTII0BOE pacHoIOKEHUE PEKBH3UTOB MPEIIONIaracT UX pa3MelieHHEe B BEPXHEM JIEBOM
YII1y JIUCTa ¥ UCTIONB3YyeTCsl pU 0(OpMIICHHH OJIaHKa MUCHMA.

Jl5is G1aHKOB MPUMEHSIFOT Oymary:
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- popmata A4 (210 x 297 mm) u A5 (148 x 210 mm);

- ruiotroctH 80...200 /M’

- co cTeneHbo Oenu3Hbl — 88...98%.

brnanku cnemyer mewyatathb KpackaMH — HACBHIMIEHHOTO IIBETA, IO3BOJISIFOIIMMHU
M3TrOTaBJIMBATh KAYECTBEHHBIC KOMTUH JIOKYyMEHTOB C TIOMOIIBI0 KOTIUPOBAJBHBIX alapaToB.

Bce GaHkH TOJDKHBI UMETH T10J1 (HE MEHee):

- 1eBoe - 20 MM;

- mpasoe - 10 mm;

- BepxHee - 15 mm;

- HIKHee - 20 MM.
3.5. Kinaccuduxauus 10KyMEHTOB

3.5.1. IlonsiTHe KIacCH(PUKALUN TOKYMEHTOB

Knaccugukanuss 1OKyMEHTOB - paclpenesieHHe JOKYMEHTOB MO TIpymmaM (BHAaMm) Ha
OCHOBE TPHU3HAKOB COJCpXKaHMA, (OPMBI COCTABIECHUS M Jp. C LEJIbI0 OpPraHU3alUu U
NOBBIIEHUS Y3PPEKTUBHOCTH PaOOTHI C HUMHU.

Knaccugukanus mo3Bosisier BbIpabOTaTh OMpPEIETICHHbIE METOJAbl PAa0OThI € KaXIOU
IPYNIONW JTOKYMEHTOB, 3aKpelNuTh HMX B MHCTPYKIUSAX, OpPraHM30BaTh JOKYMEHTHI B

ACIOMPOU3BOACTBE.

3.5.2. Buasl kaaccupukanumn
YCIIOBHO TOKYMEHTBI MOYHO Pa3JIeIUTh HA CICAYIOIINE TPYIIIIbIL:
1o croco0y JOKYMEHTHPOBAHUS:

- PYKOTIMCHBIC;

- QJICKTPOHHBIC;

- rpadugeckue;

- KHHO-, ()0TO-, POHOIOKYMEHTHI;

1o cepe UCTOoIH30BaAHUS:

- OpraHU3alMOHHO-PACTIOPSIUTEIIbHBIC,

- (punaHCcOBO-OyXTranTepcKue;

- HayYHO-TCXHUUECKUE;

- 110 TpYAy;

- OTYETHO-CTATUCTUYCCKHUC;

M0 MECTY COCTABJICHHUSI:

- BXod1ue (MOCTYNUBILIKE B OPraHU3aLMIo);

- UcxosmIue (OTIpaBiIsieMble U3 OpPraHU3alim);
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- BHYTpEHHUE (COCTaBJIECHHbBIE U HCIIOJIb3YEMBIE B CAMOI OpraHU3aliHN);

1o rpudy orpaHHYEHUS JOCTYTIA:

- OTKpBITHIE (HECEKPETHBIE);

- ¢ Tpr¢OM OrpaHHYEHUS JOCTYTIA.

JIOKyMEHTBI MOTYT UMETb CIIEYIOIINE TPUQBI:

- «/1ns cy>xebHOTO MONIB30BaHMA» (CiTy>kKeOHast nH(opMaIys, IpeaHa3HaYeHHas! TOJIBKO
111 paOOTHUKOB KOHKPETHOM OpraHM3alluy U OTPACiIn);

- «CekperHo», «CoBepuieHHO cekpeTHo», «Oco0oii BaxkHOCTH» (MHpOpMaNys,
coJieprkaliasi FoCyapCTBEHHYIO TaliHY);

- «Konpunenunanbuo»  (MHPOpManus, JOCTYH K KOTOPOH OrpaHHYEH 3aKo-
HoJlaTeNbcTBOM PD);

- «kKommepueckass ~ TaiiHa»  (uHpoOpMamMsA,  HCIOJNb3yeMas s JTOCTHIKCHHUS
KOMMEpPYECKHX LeJled, pasrjalieHue KOTOpO MOXKeT HaHecTH yuepd o0saaaTento
uHpOpMaIun);

10 MPOUCXOKIEHUIO:

- opunuanbHbIe (CIIy)KeOHBIC) (3aTparuBaroIIie UHTEPEChl OPraHU3AINH, COCTABICHHEIC
IOPUINYECKUM WIH (PU3NIECKUM JIULOM, O()OpPMIICHHBIE B YCTAaHOBJICHHOM IOPSJIKE);

- INYHbIE (KacarollHuecs NHTEPECOB KOHKPETHOTO JIMLA U SIBJISIFOIINECS UMEHHBIMHU);

0 FOPUINYECKON 3HAYMMOCTH:

- MOJAJIMHHUKY (OpUrHHabl) (MEpBble MM EIUHUYHBIC HK3EMIUIAPHl O(UIMATBHBIX
JOKYMEHTOB, COOCTBEHHOPYYHO MO CAHHBIE aBTOPOM);

- KOMUU (JOKYMEHTHI, TIIOJIHOCTBIO BOCIPOM3BOIAIIMK HH(POPMAIMIO TMOITUHHOTO
JOKYMEHTA U BCE €0 BHEIIHUE IPU3HAKHU UM YacTh UX, HE UMEIOINE IOPUANYECKON CUJIBI);

- 3aBEpEHHbIE KOMMM (KONMU JOKYMEHTOB, Ha KOTOPbIX B COOTBETCTBUU C
YCTQHOBJICHHBIM TIOPSIIKOM TPOCTABIISIIOT HEOOXOIUMBIE DPEKBH3HUTHI, MPHUAAIONIME UM
IOPUIUYECKYIO CUITY);

- IyonmukaTel  (OBTOPHBIE  SK3EMIUISPhl  MOJJIMHHMKA  JOKYMEHTa, HMEIOIINe
IOPUIUYECKYIO CUITY);

o Gopme H3II0KCHHS:

- UHIUBHIyaJIbHbIE (COJepkKaHNE KOTOPBIX M3Jaraercs B CBOOOAHOH (popme);

- TpahapeTHple (KOTJa CTPYKTypa, 4YacTb JOKYMEHTAa, CTaHIapTHBIE (pas3bl 3apaHee
MIOATOTOBJIEHBI, a APYyras YacTh 3allOJIHAETCS MPU COCTABJIEHUH, HAIIPUMED, CIIpaBKa C MECTa
paboThi);

- TUTIOBBIE (CO3JIaHHBIC I JOKYMEHTUPOBAHHUS CTAaHAAPTHBIX CHUTYallMid, Hampumep
KOMaHJMPOBaHUs, U UCII0JIb3yEMBIE BO BCEX OpPraHU3alLUsAX);

10 CPOKaM XpaHEHMUSI:

- IOCTOSIHHOT'O XPAaHEHNS;

- I0JITOBPEMEHHOT0 XpaHeHus (cBbime 10 ser);
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- BpeMeHHoro xpanenus (g0 10 ser).
3.6. Oprann3anMmoOHHO-PACIOPAAUTEIbHbIC JOKYMEHTHI

3.6.1. OcHOBHBIE TpynNbl OPraHU3ANMUOHHO  PACHOPSAMTEIbHBIX
AOKYMECHTOB

OpraHu3aIOHHO-PACTIOPSTUTEIbHBIC JOKYMEHTBI - TIOKYMEHTBI, B KOTOPbIX (DUKCUPYIOT
pelieHs] aJMUHUCTPATHBHBIX M OPraHM3allMOHHBIX BOIPOCOB, a TaKXe BOIPOCOB
yIIpaBJICHHS, B3aUMOJCUCTBUS, OOCCICUCHHMS W PErYJIUPOBaHUS JICATCILHOCTH OPraHoOB
BJIACTH, MPEANPUITUN, OPTaHU3AUN U JOJKHOCTHBIX JIHII.

OpraHu3airoHHO-PaCTIOPSIUTEIbHAS JOKYMEHTAIIHS [TOIPa3ICisIeTCsl Ha TPU OCHOBHbBIE
IPYIIBI JOKYMCHTOB:

OpraHu3alMOHHBIC (YCTaBbI, MOJOXKCHHUS, IPABUIIA, HHCTPYKIIUHU, OTPEACIISIOINE CTATYC
MPEIIPUATHS, €r0 CTPYKTYPHBIX MOIpa3/ICIICHUIN 1 MOPAIOK UX pabOThI);

pacropsauTebHbIe (TPUKA3bl TI0 OCHOBHOM NESATEIbHOCTH, PACIOPSHKCHUS, PEIICHHS);

MH(POPMAIIMOHHO-CIIPABOYHbIE (AKThl, MHCbMA, (aKChl, CIPaBKU, TeIePOHOTPAMMBL,
JOKJIA/IHBIC U CIYXEOHBIC 3aITUCKH, TPOTOKOJIBI H JIP.).

Ucxons u3 cnenuduku pabOThl ¢ JOKYMEHTAMH MOXHO BBIJCIUTH CIACIYIOIIUE TPYIIIIBI
JTOKYMEHTOB:

JOKYMEHTBHI IO JIMYHOMY COCTaBY (IIPHKAa3bl MO JI/C, TPYIOBBIC TOTOBOPHI, TPYIOBBIC
KHUKKH, TUYHBbIC KapTouku (. Ne T-2, nuiieBsie cyeTa 1o 3apiuiare, JUUHbIC Jeia);

KOMMEpPUYECKHE JIOKYMEHThl (KOMMEpPUYECKHE KOHTPAKThl (IOTOBOpPBI) H  JIpyrue
JOKYMEHTBI, BXOJSIIME B COCTaB KOHTPAKkTa B KauyecTBE NPUIIOKCHHS (CrenuUKaIum,
rpaduKu OCTaBOK U T. 11.);

JOKYMEHTBI 10 OOpaIleHusIM rpaxaaH (TPeaIoXKeH s, 3asBICHHUS, )KaI00bl U TOKYMCHTHI

10 UX PAaCCMOTPEHUIO).

3.6.2. ®opmy.isip-o0pasen OPraHM3auOHHO-PACIIOPSIIUTEHLHOT0
JOKYMEHTAa

dopmymsip-obpasenr - MojeTdb IMOCTPOSHHS JOKYMEHTa, YCTaHaBIUBAOIas 001acTh
npuMeHeHus, (opMaThl, pa3Mepsbl MOJIeH 1 OCHOBHbBIE PEKBU3HTHI.

Cxema odopmiieHHs] OONBIIMHCTBA OPTaHU3ALMOHHO-PACTIOPSIUTENBHBIX JOKYMEHTOB

JOCTATOYHO TUIIUYHA U CTPOUTCS 1O hopMymsipy-oOpasity (cMm. puc. 4).
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Puc. 4. ®opmynsap-oOpazer Jo0KyMeHTa

Pa3nuuyaroTcss TONBKO 3arojOBOYHBIE YacTUM BHYTPEHHUMX M BHEIIHHUX JOKYMEHTOB
npeanpusaTus. Bo BHEIIHMX JOKyMEHTax OO0S3aTeNbHO CJeIyeT YKas3blBaTh CIIPaBOYHBIC
JaHHbIe 00 OpTaHU3aIMH, HA BHYTPEHHUX JOKYMEHTAX OHU HE YKa3bIBaIOTCS.

Otnuuust B 60JIbIICH YaCTH KacaloTCsl CTPYKTYPBI U (POPMBI U3JI0KEHUS TEKCTa.

@opmynsip-oOpaser CayXUT HEeNIIM YHU(PHUKAIMYA U CTaHIapTH3AMH JOKYMEHTOB.
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3.7. YcTaB

3.7.1. OcHOBHBIC BH/bI YCTABOB

VYcraB - mpaBOBOM aKT, ONpEACISIOMMI TpaBa, (GYHKLIWHU, CTPYKTYPY OpraHHM3allud B
cdepe rocy1apcTBEHHOM, KOMMEPUYECKOM UK OOIIIECTBEHHOM 1eATEeIhHOCTH.

OCHOBHBIMH BUJAMH YCTABOB SIBJISIOTCS:

- yCTaB TOCYAApCTBEHHON opraHu3aluu (yTBEP)KIOAETCA BBIIMIECTOSIIMM OpPraHOM
(MUHUCTEPCTBOM, KOMUTETOM);

- yCTaB MYHULUIAJIBHOW oOpraHu3auuu (yTBEP)KIAETCsl TOPOACKOM WM palioHHOU
aJIMUHUCTpaIuei);

- ycTaB ~ KOMMEpYecKoil  opraHumszaumu  (yrBep)kaaercss — oOmuM  coOpaHuem
(yapenuTensiMu, COOCTBEHHUKOM MMYIIIECTBA) U PETUCTPUPYETCS FOCYIapCTBEHHBIM OPTaHOM
(perucTpanioHHO NanxaTom);

- ycraB OOIIECTBEHHOW opraHu3anuu (yTBepxaaercs oOImmM coOpaHueM (Che3IoM)

YYaCTHUKOB OpraHU3aliy).

3.7.2. IlpaBuiia COCTaBJICHUSA YCTABa

YcraBbl 0(OpMIIAIOTCS Ha CTAaHAAPTHBIX JIMCTaX OyMmaru.

VYcTaB TOJKEH UMETh:

- HAMMEHOBAHUE OPraHU3alINY;

- HAUMEHOBAHUE BU/Ia JOKYMEHTA;

- 1aTy (AaToy ycTaBa SIBJISETCS 1aTa €ro YTBEPKIACHMS);

- rpu¢ yTBEpKACHUS;

- OTMETKY O pPEruCTpaluy ycTaBa (15 KOMMEPUYECKUX OpraHu3aui);

- MECTO U3AaHus (Topon);

- TEKCT;

- IOATNIUCH YYPEIUTENeH WM JIMILI, 3aHUMAIOIINX BBIOOPHBIE TOHKHOCTH (TIpejcenaTes,
CEKpeTaps).

TekcT ycTtaBa COCTOUT U3 pa3fesioB, UMEIOUINX 3ar0JIOBKM U HyMepauuio (pasaes, MyHKT,
MOIYHKT):

1. O6uue nosoKeHus.

2. llenn, 3anaun, peIMET AESITEIbHOCTH.

3. IIpaBoBoii cTaryc.

4. Opranu3anioHHasi CTpYKTypa (OpraHbl ylpaBj€HHs, CTPYKTYpHBIE NOApA3JEIICHUs U
HX B3aUMOCBSI3H).

5. ®uHaHCcOBO-MaTepuanbHas 0a3a (ycTaBHBIA KamuTall, aKlMU, OCHOBHBIE U OOOPOTHBIE

CPEICTBA, MOPSIIOK PaCIOPSKEHUS UMN).
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6. YUer u OTYETHOCTb.
7. KoHTpob 3a GMHAHCOBO-XO3HCTBEHHOU ESTEIHHOCTHIO.
8. [IpaBa 1 00S13aHHOCTH YIaCTHUKOB.

9. IlopA 10K JIMKBUIALIMY U PEOPTaHU3ALIUN.

3.8. Ilogo:kenune

3.8.1. OcHOBHBIE BH/IBI I10JI0KEHUH

[TonoxeHne - HOPMATHBHBIM aKT, ONPENEAIOMNNA MOPAIOK 00pa3oBaHMs, CTPYKTYPY,
¢byHkuuu, TmpaBa W OOS3aHHOCTH  OpPraHU3allMM, CTPYKTYPHOTO  TOJpa3aesieHUs,
KOJUIETHAJIbHOTO OpraHa (KOMUCCHUN).

[Tono>xenust OBIBAIOT ABYX BUIOB:

- TUNIOBBIE  (pa3pabaThiBaeMble TOCYAAPCTBEHHBIMH WIJIM OTPACIEBBIMH  OpraHaMu
yIpaBia€HUs A OAHOTUIIHBIX NPEINPUIATHH, CTPYKTYPHBIX MOJpa3AeieHUil, KOMHUCCHH,
Hanpumep TunoBoe nojoxeHue 00 oTaeNe KaapoB);

- UHAMBHUYyalbHbIE (pa3pabaThiBaeMble Ui KOHKPETHOTO MPEANPHUSTHS, CTPYKTYPHOTO
MOAPA3JEIICHUs, KOMUCCHH).

OTnenbHYyI0 TPYNILY COCTABJISIIOT TMOJIOKEHHUS O MPOBEACHUM KaKUX-JINOO KOHKPETHBIX

MEpPOIPUATHI: CMOTPOB-KOHKYPCOB; ayKIIMOHOB; TEHJIEPOB.

3.8.2. [IpaBuiia cocTaBjieHHs MOJIOKEHUS

[Tono>xenue cocrariseTcss Ha o0IIeM OJaHKe OpraHu3aluy.

ITonoxxeHue N0JIKHO UMETh:

- HaMEHOBAHKE BHUJIA TOKYMEHTA;

- Jary;

- HOMeEp;

- 3aroJIOBOK K TEKCTY;

- rpu¢ yTBEpKACHUS;

- TEKCT;

- IOJITHCH COCTaBUTEJICH;

- mevath (Mpu He0OXOAUMOCTH).

JlaToil moyio’KeHus SBJISIETCS 1aTa ero YTBEp)KICHUSI PyKOBOAUTEIEM MM BBIIIECTOSIINM
OpraHoM. 3arojIOBOK IIOJIOKEHHSI OTBEYAET Ha BOMPOC «O uemy», Hampumep: «llojoxenue o
l'ocynapcTBeHHOM peectpe...».

TekcT MOXKeT cOCTOSITh U3 CIEAYIOIINX PA3/IeoB:

1. O6uue nosoKeHwus.

2. 3agauu ¥ QyHKIUH.
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3. YnpasieHue U CTpyKTypa.
4. IlpaBa 1 003aHHOCTH.
5. KoHTpOJb 1€ TeTbHOCTH.
6. CmyxeOHbIC KOHTAKTEHI.

7. OTBETCTBEHHOCTD.

3.9. UHcTpyKUu

3.9.1. OcHOBHBbIE BHAbI HHCTPYKIMH

Nucrpykuus - HOPMAaTUBHBIN aKT, peryaupyromuin OpraHU3alMOHHBIE,
MPOU3BOJICTBEHHbIC, (DMHAHCOBBIE M HWHBIE BOMPOCHI JIEATEIBHOCTH OpraHM3aLui,
MPEANPUATHI U JOKHOCTHBIX JIULL.

HNHCTpyKIIMU COCTABIIAIOTCS HAa OCHOBE 3aKOHOAATeNbCTBA PD.

WMHCcTpyKUIMN MOTYT U3/1aBaThCA:

- OPraHoOM roCy/AapCTBEHHOTO YIIPaBJICHMUS;

- OTPACIEBBIM OPraHOM YIIPaBJICHMUS;

- MyHUIMTIAJIBHBIM OPraHOM YIIPaBIICHUS;

- PYKOBOJICTBOM OpraHU3al1u.

WucTpykuuu ObIBAIOT IBYX BHJIOB:

- TunIoBbIe  (pa3pabaThiBaeMble TOCYAAPCTBEHHBIMH WIJIM OTPACIEBBIMH  OpraHaMu
yIpaBiI€HUS A OAHOTUIIHBIX NPEINPUATHH, CTPYKTYPHBIX MOJpa3AcieHUil, KOMHUCCHH,
Hanpumep «TumoBass MHCTPYKIMS 1O JAEJIONPOU3BOJACTBY B (pelepalbHbIX OpraHax
UCIIOJIHUTEJILHOM BIIACTU»);

- UHAMBHUYyalbHbIE (pa3pabaThiBaeMble Ui KOHKPETHOTO MPEANPHUSATHS, CTPYKTYPHOTO
nojpasJiesieHus1, komuccuu, Harpumep «MHceTpykuus no aenonpousBoactsy OO0 «JIVUy»).

OTnenpHy0 Ipynny COCTaBJSIIOT AODKHOCTHBIE MHCTPYKIUHM, KOTOPBIE TaKXE MOTYT

OBITE TUIIOBBIMU, OTPACIICBBIMU U UHAWBUAYaJIbHBIMH.

3.9.2. IIpaBuiia cocTaBJIeHUS HHCTPYKI MU
NHcTpyKus 10JKHA UMETh:

- HAUMCHOBAHUCEC OpFaHI/I?)aI_II/II/I;

- HQAUMCHOBAHUEC BHUJ1a IIOKyMeHTa;

- ;[aTy;

- HOMeEp;

- 3ar0JIOBOK K TCKCTY;,

- rpu¢ yTBEpKACHUS;

- TEKCT;
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- OJITHCH COCTaBUTEJICH;

- meyaTh (pu HEOOXOIUMOCTH );

- BU3BL.

JlaTo#l MHCTPYKLMH SIBIIAETCS JaTa €€ YTBEPKACHUSI PYKOBOJAUTENEM WM BBIIIECTOS UM
OpraHoM. 3aroJIOBOK MHCTPYKIIMH OIPENENSIET KPyr BOIIPOCOB M OTBEYAET, KAK IPABUIIO, HA
BOIIPOC «O YeM?».

TekcT HMHCTPYKIMH COAEPKUT (OPMYIHUPOBKH: «IOJDKEH», «HE JIOIMYCKaeTCs»,
«3arperaeTrcs.

WHCTpyKIMS MOXET HMPOMTH COTJIacOBaHUE CO CIEHUAIMCTaMH, KOTOpoe odopmisercs
BHU3aMU.

WNHceTpykiust yTBepKIaeTcsl U BBOJUTCS B JIEHCTBUE PYKOBOIUTEIIEM OpPraHU3ALMH WU
pacnopsaAUTENbHBIM JOKYMEHTOM (IIPUKA30M).

[Tpu BBeIeHMH TIPUKA30M MHCTPYKIMSA 0(OPMIIETCS KaK MPHIOKEHHE K TOMY ITPHKa3y.

3.10. J1o.15KHOCTHASI HHCTPYKIUS

3.10.1. ITonsaTHE TOJKHOCTHON UHHCTPYKIIUHU

JIOJOKHOCTHAs MHCTPYKLHUS - HOPMATHBHBIM JOKYMEHT, B KOTOPOM OIPEJEIICHBI
¢byHKIMH, TpaBa, 003aHHOCTU M OTBETCTBEHHOCTh COTPYAHUKA MIPEIIPUATHSL.

JIOJKHOCTHAsT MHCTPYKLMS 3TO OJMH U3 BAXKHBIX JOKYMEHTOB, C KOTOPBIM JOJIKHBI
3HaKOMHUTHh paOOTHUKAa TpHU Tepexojie Ha JAPYrylo JAODKHOCTb, HAlpUMeEp, COTJIACHO
®enepansHomy 3akoHy oT 31.07.95 Ne 119-®3 «OO6 ocHOBax rocyaapCTBEHHOM CITy>KObI
Poccniickoit denepanum» rocylapCTBEHHbBIN CIIy)KalllUd MMEET IPaBO Ha O3HAKOMIICHUE C
JTOKYMEHTaMH, ONPEACISIONIMME €ro MpaBa U 00s13aHHOCTH M0 3aHUMAEeMOH JTOJDKHOCTH.

Ha ocHOBaHMM JODKHOCTHOH MHCTPYKIMH pa3pabaThiBaeTCsl TPYAOBOM JOTOBOp C
paboTHHKOM. JI0JDKHOCTHAS MHCTPYKIHS U TPYOBOM JOTOBOP MCIIOJIB3YIOTCS:

- TIpY pa3pelICHNH CIIOPHBIX CUTYAIMi Mex 1y paboToaareneM U pabOTHUKOM;

- C LETIbIO pa3/IeIeHUsl TPyAa MEKy IEPCOHAIOM;

- JJIs1 IIOBBIIICHUA OTBETCTBCHHOCTH 34 HOpY‘-IGHHBIﬁ Y4acCTOK pa60TI>I.

3.10.2. IIpaBuiia cocTaBjieHUs

JIOJDKHOCTHASL MHCTPYKLIMS:

- pa3pabaThIBaeTCs - pyKOBOJIUTEIEM CTPYKTYPHOTO NOJpa3AcICHUS;

- BU3HPYETCs - IOPUCKOHCYIIBTOM MPEINPUATHS U KaAPOBOH CITyx00ii;

- YTBEpXKIAEeTCd - PpYKOBOJAUTENEM MPEANPUATUS WIM 3aMECTUTEIEM OUPEKTOPA,
KYpUPYIOIIUM 3TO NMOAPA3JEIECHNE, UIH BBOJUTCS IPUKA30M.

Bce CYIICCTBCHHBIC HM3MCHCHHA B HOOJDKHOCTHYIO HHCTPYKIUIO BHOCATCA IIPUKA30M
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PYKOBOAUTEIIS TPEANPHUATHA. JJOJDKHOCTHAS MHCTPYKIUS TOJIKHA UMETh:

- HANMEHOBAaHWE MUHUCTEPCTBA (€CIIH SIBISIETCS OTPACIEBOM);

- HAMMEHOBaHHE OpraHu3alluy, pa3padoTaBIleil HHCTPYKIIMIO;

- HAMMEHOBaHHE BUJIA IOKYMEHTA;

- ary;

- HOMEp;

- 3aT0JIOBOK K TEKCTY;

- rpu¢ yTBepXkAeHUS (WIM OTMETKY O NMPHJIOKEHUH K MPHUKa3y, KOTOPHIM HMHCTPYKIUS
BBOJUTCSA);

- TEKCT;

- OJITHCH COCTaBUTEJICH;

- meyaTth (pu HEOOXOIUMOCTH);

- BU3BI.

TekeT JOJDKHOCTHOM MHCTPYKIUU COACPIKUT CIIEAYIOLIUE PA3IeIIbl:

1. O6uue nosoKeHwus.

2. @yHKIUY.

3. JIOMKHOCTHEIE 00SI3aHHOCTH.

4. Tlpasa.

5. OTBETCTBEHHOCTb.

6. CiryxeOHOE B3aMMOJICHCTBHE.

B pazgene 1 (O06mue mosioxkeHusI) yCTaHABIMBAIOTCS: 00JaCTh IESATEIBHOCTH Pa0OTHUKA;
MOPSAZIOK €r0 Ha3HA4YeHUsT M OCBOOOXKIEHHUS OT JOJDKHOCTH, 3aMEIEHHUs BO BpEMS €ro
OTCYTCTBUSI; KBaJH(UKAIMOHHBIE TPeOOBaHMSA; MOJUMHEHHOCTh PAOOTHHUKA; JOJLKHOCTHBIC
JuIa, KOTOPBIMM OH PYKOBOAMT. B 1aHHOM pasjene NepeuncistoTcss HOpPMAaTHBHBIE
JOKYMEHTBI, KOTOPBIMH JIOJDKEH PYKOBOJCTBOBAThCSl PAOOTHUK B CBOCH JIESTENIBHOCTH.

B paspgene 2 (DyHKIMHM) NEPEUUCISIIOTCS OCHOBHBIE HAINPaBJICHUS JESATEIBHOCTH
paboTHHKA.

B pasnene 3 (lomkHOCTHBIE OOSI3aHHOCTH) JOJDKEH OBITH OMpEeNieHbl KOHKPETHBIC
BUJIBI PA0OT, BBHITOIHIEMBIX pAOOTHHKOM.

B pasmene 4 (IlpaBa) ycraHaBIMBalOTCS TNpaBa, HEOOXOAWMBIE paOOTHHUKY s
BBITNOJTHEHHUS BO3JIOKEHHBIX HA HErO 00S3aHHOCTEH.

B paznene 5 (OTBETCTBEHHOCTb) YKa3bIBAE€TCsl, 3@ UTO KOHKPETHO HECET OTBETCTBEHHOCTD
TaHHBIA PaOOTHHK.

B paznene 6 (CnyxeOHOE B3aMMOJICHCTBUE) YCTAHABIMBACTCS KPYT CIY)KEOHBIX CBS3EH,
PErYJIUPYIOTCS IPOU3BOACTBEHHBIE KOHTAKTHI MEKY AOLKHOCTHBIMU JIMIIAMU. DTOT pa3leln
MOJKET YCTaHaBJIMBATh MOPSIOK MPEAOCTABICHHUS OTYETOB, IUIAHOB, JPYIHMX JOKYMEHTOB,
NEPUOANYHOCTH MPEIOCTABICHUS OTYETHON HH(POPMAIUH U T. 1.

JIOJDKHOCTHAst MHCTPYKLMS COCTAaBISETCS B TPEX HK3EMIUIIpax: IEPBBIA DK3EMILLIP
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XpaHUTCS B KaJApOBOH Ciy:xkOe, BTOPOH - y PYKOBOIMTENS MOApA3ICICHUS, TPETHH - y

paboTHHKA.
3.11. Ilpukas

3.11.1. ITonsaTHE MpUKa3a

IIpuka3z - 1paBOBOM aKkT, H31aBACMBIA PYKOBOAMUTEIEM B LEISAX Pa3pelICHUs
IIPOU3BOJICTBEHHBIX 3a/a4.

[Ipukasel ABIAIOTCA OJAHMMM M3 BaXKHEHIIMX JIOKYMEHTOB mpeanpustus. I[Ipuxasbl
MIPEANIPUATHS IESATCS HAa 1BE OCHOBHBIE I'PYIIIIbI:

- IPUKa3bl 10 OCHOBHOM J€ATEIBHOCTH (IIPOU3BOACTBEHHBIM BOIIPOCaM);

- IPUKa3bl 110 JUYHOMY COCTaBY (II€PCOHATY IPEIIPUITHS).

K npukaszam 1o oCHOBHO! JEATEIBHOCTH OTHOCATCS MPUKA3bl:

- 110 OpraHU3aluu padbOTHl TPEATNPUITUS;

- (puHaHCHpPOBAHUIO;

- INIAHUPOBAHHUIO;

- OTYETHOCTH;

- CHa0 KEHHIO;

- peanu3anuu NpoayKIHH;

- IpyI'MM NPOU3BOICTBEHHBIM BOIIPOCAM, HAIIPUMED:

0 pacIpeieIeHHUH CIY>KeOHBIX TOMEIICHUH;

MOPSAZKE U CPOKAX XPAHEHUS OyXTraJaTepCKUX JOKYMEHTOB;

HapyLIEeHUH NIPaBUJI TPAHCIIOPTUPOBKHU I'PY30B;

co3/1aHuM paboueil rpymIibl 10 MPOEKTY;

IIPEMUPOBAHUH COTPYHUKOB KOMMEPYECKOIO OT/IENA;

Mepax Mo YIyYIIeHUIO MOKAapHOH 0e30MacHOCTH U T.1I.

K nmpukazam 1o TM4HOMY COCTaBY OTHOCSITCS] IIPUKA3bI:

- 0 mpueMe pabOTHUKOB;

- YBOJIbHEHUH paOOTHHUKOB; NIEPEBO/I€ PAOOTHHKOB.

3.11.2. [IpaBmwia cocraBjieHUs MPUKa3a
HO,Z[FOTOBKa IMpUKas3a BKIIIOYACT CTaANU:

- U3YUCHHUA CYHICCTBA BOIIPOCA;

- cOOp HEOOXOMMBIX CBEICHUI;

- HOATOTOBKA IMPOCKTA ITpUKaA3a,

- COITaCOBAaHMUC IMPOCKTA,

- IIOJIIUCAHUE PYKOBOJAUTEIIEM.
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IIpoekTsl IpPHUKA30B TOTOBATCS CHELUAINCTAMH NPEANPUATHS 10 OPYYEHUIO
PYKOBOJUTES.

[Tpukassl opopMisiroTCcs Ha 001IeM OaHKe MPEANPHUATHS WK Ha OJIaHKe TpUKas3a.

IIpukas gOJKEH UMETh:

- HAUMEHOBAHUE BU/Ia JOKYMEHTA;

- faty,

- HOMEp;

- 3aT0JIOBOK K TEKCTY;

- TEKCT;

- IO JITHCb.

JlaToil mpuKasa sBJSETCS JaTa ero NnojnucaHus pykosoaureneM. Hymepauus npuka3os
MIPOM3BOIUTCS B BAJIOBOM IOPSJIKE C SIHBApsI 1Mo Aekadpb B npenenax roga (Ne 1, Ne 2 u T.1.).

3arosloBOK IIpHKa3za JOJDKEH OTBEeYaThb Ha BONpPOC «O ueM?», Hampumep: «O
peopraHu3aiy npeanpusaTis», «O0 N3MEHEHNUH OILIaThl OTITYCKOB» U T. II.

Teker mpukasa COCTOUT, KaK IIPABWIIO, U3 ABYX 4aCTEH:

- KOHCTaTUPYIOLIEH;

- pacopsAUTEIILHOM.

B xoHCTaTHpYIOLIEN 4acTH yKa3bIBalOT OCHOBAHUS U3aHUs IIPUKa3a.

OcHoBaHMEM U1 U3/1aHUS IPUKA3a ABISAIOTCSA:

- HOPMaTHUBHBIE JOKYMEHTBI TOCYJAPCTBEHHBIX WM MYHUIUIIAIBHBIX OPraHOB;

- peleHus COBeTa AUPEKTOPOB, OOIIUX COOpaHUil aKIIHOHEPOB;

- IPOU3BO/ICTBEHHAs! HEOOXOIUMOCTb.

B pacniopsauTenbHON YaCTH YKa3bIBaIOT:

- «ITPUKA3BIBAIO»;

- «KOMY» (MCITIOJIHUTEIIO WIHM CTPYKTYPHOMY IIOIpa3ACICHUIO);

- «UTO cAenaTh» (yKa3blBalOT KOHKPETHYIO PaboTy);

- «10 KaKOoro 4ucia» (CpOKH €€ OKOHUAHUSA).

KoHcraTupyromyro yacTb pukKasa OIycKaroT, €ClIM IPUYMHA U3JaHUS IpUKa3a OUYeBUIHA
U HE HY)KJAEeTCs B Pa3bsICHEHUU.

B ciydyae HeoOXOOMMOCTH B TpPUKa3e IMEPEUUCISAIOTCS paHee H3JAaHHBIE TOKYMEHTHI
(mpuKasspl, peleHus, HHCTPYKLIUHN ), KOTOPBIE 3TUM IIPUKA30M OTMEHSIOTCA.

Ecnu nopydyeHue HMCIONMHUTENO JAeTcsi MOCTOSHHOE, TO CPOK HCIIOJHEHHUS B IpHKa3e
MO>KET OTCYTCTBOBATb.

TekcT npukasa JeUTCs Ha IIYHKTHI, €CJIM [IOPYYEHUH HECKOJIBKO.

B nocnepHeM myHKTE yKas3bplBaeTCs JIMLO WM CTPYKTYpHOE MOJApa3feiieHUuE, KOTOpOe
OCYILIECTBIISIET KOHTPOJIb 33 UCIOJIHEHUEM IpHKa3a. EClM MyHKT O KOHTpOJE OTCYTCTBYET,

KOHTPOJIb 3a BBIITOJIHCHUECM JAHHOT'O IIPpHUKa3a OCYIICCTBIIACT PYKOBOAUTCIIb IPCATIPUATHUSA.
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3.12. PacnopsizkeHue

3.12.1. ITonsaiTHE pacnoOpsIzKEHUA

Pacniopsbxkenue - mpaBOBOM aKT, HU3/1aBAEMbIA PYKOBOJIUTENEM IJI PAa3pELLICHUS
OIIEPATUBHBIX BONPOCOB. PacnopsikeHuss OpraHu3alid COCTaBJIAKOTCA B OCHOBHOM IIO
BOIIpOCaM:

- UH(OPMAIIMOHHO-METOINYECKOTO XapaKTepa;

- IIOBCEAHEBHOM aIMMHUCTPATUBHOMU, IIPOU3BOACTBEHHO-X03SIIICTBEHHO! AEATEILHOCTH;

- CBSI3aHHBIM C OpraHM3aleld HUCIOJIHEHUs IPUKA30B, MHCTPYKLUH, MpaBUI U APYIHX
JOKYMEHTOB, HAIIPUMED:

0 pacrpeneneHrH 0013aHHOCTEN MEX Iy 3aMECTUTEIISIMU PYKOBOIUTENSI KOMITAHUH;

nepenade Aell U JOKYMEHTOB YBOJIBHAEMBIMU COTPYIHUKAMU;

NPUMEHEHHH IPaBUI paboThl ¢ KOHPHUICHIIMATHHBIMH JJOKYMEHTAMHU;

CpPOKax IIPeA0CTaBJICHUS aBAHCOBOM OTYETHOCTH;

MOPSAIKE UCIIOB30BAHUSA CIIYKEOHOTO aBTOTPAHCIIOPTA;

MIPOBEICHUH €KEr0IHOM JUCTIaHCepr3aluy pabOTHUKOB U T. II.

PacnopsbkeHne rocynapCTBEHHOIO WJIM MYHMIMIAIBHOIO OpraHa yYIPABICHUS -
[IPaBOBOM aKT, 00s13aTeNbHBIN JUISL UCIIOJIHEHUS OpraHu3alusIMU "
IpakJaHaMH, KOTOPBIM PacCIOPs)KEHHUE aIpECOBAHO.

Pacnopspkenusi, 3arTparuBarolie TpaBa M HHTEPECHl TIpaKAaH, JOJDKHBI OBITh

OHyGHHKOBaHBI B TCYCHHUC JIBYX HCACIIb B O(bI/IL[I/Ia.]IBHLIX U3JaHUuAX.

3.12.2. [IpaBuwia cocTaBJeHHUs PACIIOPHAKEHU I

PacniopsbkeHust cocTaBisoTCd U O(hOPMIIIOTCS aHAIOTMYHO HpuKaszaM. Pacnopsbkenue
JOJKHO UMETB:

- HAUMEHOBAHUE BU/Ia JOKYMEHTA;

- Aaty,

- HOMED;

- 3aroJIOBOK K TEKCTY;

- TEKCT;

- IOJIUCH.

TekeT pacnopsKeHHs COCTOUT U3 JBYX 4acTei:

- KOHCTaTUPYIOLIEH;

- pacopsAUTEIILHOM.

B xoHCTaTupyoLeil 4acTH yKa3blBalOT OCHOBAHUS U3JAHUS PACIOPSKECHUS.

B pacniopsauTenbHON YaCTH YKa3bIBaIOT:

- «[IPEJJIATAYO (OBA3BIBAIO)»;
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- «KOMY» (MCTIOJTHUTENIO WU CTPYKTYPHOMY MOApa3/ICICHUIO);

- «4TO cenathy (YKa3bIBalOT KOHKPETHYIO padboTy);

- «J10 KaKOro yuciay (CpoKU C€ OKOHUYAHHUS).

Yacto B Ttekcte pacnopsbkenus cioa «[IPEJIJIATAIO (OBA3BIBAIO)» omyckaror,
yKa3bIBasi TOJIbKO JEHCTBUE, HAIIPUMED:

- BCEM COTPYAHHUKAM MPONTH UHCTPYKTAK;

- pabOTHUKaM OT/ieJa KaJIpOB MPOBECTH ATTECTAIIHIO;

- COTPYJIHUKaM OXpaHbl MPOUTH MEAKOMHUCCHUIO U T.II.

[Tocnenuuii TyHKT pacnopssKeHUs! SIBISAETCS, KakK MPaBWIO, KOHTPOJIBHBIM, T.€.
YKa3bIBA€TCsl JIOJHDKHOCTHOE JIMII0O WM CTPYKTYPHOE MOJpa3elieHUe, OCYIIECTBISIIOLIEE
KOHTPOJIb 32 UCIIOJIHEHUEM TOTO PACHIOPSIKEHHUS.

PacniopsikeHuss MOANKMCBHIBAIOT PYKOBOJAWUTENb WM  3aMECTUTENIM  PYKOBOJIUTENS

MPEANPUATHSL.

3.13. Penienue

3.13.1. [TonsiTHE peLIeHUsA

Pemenne - MOKyMEHT, MPUHMUMAEMbI KOJUICTHAIBHBIM OPraHOM B LIENISX Pa3peIICHHS
HPOU3BOJICTBEHHBIX 3a/1a4, BOIIPOCOB.

Pemennss Moryr mnpHHUMATBCS 1O  Pa3HOOOpa3HBIM  BONPOCAM, BXOISIIUM B
KOMIIETCHIIMIO KOJUICTHAIBHBIX OpraHOB (cOoOpaHHs aKIMOHEPOB, COBETa JTHPEKTOPOB,
HAayYHO-TEXHUYECKOTO COBETAa M Jp.), HallpuMep:

- 0 IPUOPHUTETHBIX HANIPABJICHUIX Pa3BUTHS (PHPMBI;

- pa3paboTKe MPOTrPaMMBbI AIEKTPOHHOTO IOKYyMEHTO000POTa;

- peopraHu3aliy CUCTEMbI TIOBBILIICHUS KBATU(HUKAIINH PAOOTHUKOB;

- opraHu3auuu canrta B lIHTepHere;

- Y4aCTHH B MEKIYHAPOIHOW BBICTABKE;

- BHEIPCHUU PALITPEIIOKEHUS U T.11.

[ToaroroBka penieHus BKIIIOYACT CICAYIOIIHE CTA HH:

- U3yYCHHUE CYIIECTBA BOIPOCA OTBETCTBEHHBIM HCIOIHUTEIIEM;

- cOOp HEOOXOMUMBIX CBEICHUI;

- 00CyXXJICHUE MPOEKTa KOJUIErHaIbHBIM OPraHOM Ha COOpaHHH (3acelaHun ),

- MOJITOTOBKA MPOEKTa PEIICHHS;

- IOJIIMCAaHUE PYKOBOJAUTEIEM U CEKPETapeM KOJUIETHaJIbHOTO opraHa (B pse CIydacB
BCEMH yYaCTHUKAMH OOCYXKIICHHUS ).

[IpoeKThl pemieHui TOTOBATCS OTBETCTBEHHBIMH HCIIOJIHUTEISMU 110 TOPYYCHUIO

KOJIJICTUAJIBHOTO OpraHa.
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3.13.2. [IpaBuiia cocTaBjIeHHUs PeLlIeHU S

Pemenus opopmisiroTes Ha o01eM OaHKe IpeAnpPUSATHS.

Pemenne n0IKHO UMETB:

- HAUMEHOBAHUE BU/Ia JOKYMEHTA;

- faty,

- HOMED;

- HAUMEHOBAHUE KOJIJIETUAIbHOTO OpraHa;

- 3ar0JIOBOK (€CJIM PELIEHUE KacaeTcs OAHOTO BOIPOCa);

- TEKCT;

- IOJIHCH.

JlaToii pemieHus ABIsETCA JaTa MpoBeIeHUs coOpaHus (3aceqaHus).

Hymepanust pemeHuil mpou3BOAMTCS B BaJOBOM IOPAIKE C SIHBaps IO JeKaOph B
npeaenax roga (Ne 1, Ne 2 1 1.11.) OTA€IBHO OT APYTUX BUJIOB IOKYMEHTOB.

TekcT pereHus: COCTOUT, KaK IIPABUIIO, U3 IBYX YaCTEHU:

- KOHCTaTUPYIOLIEH;

- pacopsAUTEIILHOM.

B koHcTatupyrome 4acTH yKa3bplBalOT COCTOSHHUE BOIpOCa, LENW, 33Jaud  WIH
OCHOBAHUE PELLIECHUS.

Ecnu ocHOBaHMEM K M3JaHHUIO DPEUICHUS SBISAETCSI HOPMATUBHBIM JOKYMEHT, TO B
KOHCTaTUPYIOIEH YacTH YKa3blBAalOTCS HAMMEHOBAaHUE, JlaTa, HOMEpP M 3arojoBOK 3TOT0
JOKYMEHTA.

KoHcTaTupymomyo 4yacTb ONYCKAarOT, €CIM NPUYMHA W3/1aHUS PELICHHs] OUEBUJHA U HE
HYXKIAaeTcs B pa3bsCHEHUU.

B pacniopsauTenbHON YaCTH YKa3bIBaIOT:

- «PELIAJI (PELLIAJIN)»;

- «4TO cpaenarb» (YKa3bIBAalOT KOHKPETHYIO paboTy, MepeYeHb MEpONpHUSATHH WiIn
NEMCTBUIM, IPEANNUCHIBAEMBIX PEIIEHUEM );

- «J10 KaKOro yuciay (CpoK OKOHYaHHs padoT);

- UCTIOJIHUTENS (CTPYKTYPHBIE MOAPA3IEIECHUSI IPEANPUATUS WIN AOJKHOCTHBIE JINLIA).

Teker peleHns MOXKET JEIUThCS Ha IMYHKTHI. Eciii peleHre BBOJUT B IEHCTBUE KAKUE-

100 TOKYMEHTBI, TO OHH O(OPMIISIOTCS KaK IPUIIOKEHHE.
3.14. IIpoToko.

3.14.1. ITonsiTHE MPOTOKOJIA

ITpoTOKON — NOKYMEHT, (PMKCUPYIOIIHUN XOJ 0O0CYXJICHHsSI BOTIPOCOB U KOJIJIETHATILHOTO

MMPUHATHUA PCUICHUS HA C06paHI/IHX, COBCIIaHUAX, 3aCCAaHUAX.
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Ha npeanpusarusx, B OpraHu3aisx COCTaBISIOTCS MPOTOKOIIBI:

- 3ace/laHuil COBETA AUPEKTOPOB (yUpeauTeneil);

- 001X COOpaHMii TPYIOBBIX KOJUIEKTUBOB, aKIIHOHEPOB, KPEUTOPOB U T.II.

[IpoBenenuto coBemanust (coOpaHusi) JTIOO0OT0 YpOBHS [OJDKHA IIPEIIIECTBOBATH
noAroToBuTenbHas padota. UTtoObl oOcyxaeHHe Mponuio 3PQPEeKTUBHO, Ul YYaCTHHKOB
3ace/laHus TOTOBHUTCS U pa3faeTcss HHPOPMALMOHHBIA MaTepHal Mo BOIPOCaM, BKIIOYCHHBIM
B MTOBECTKY JIHSL.

[IpoTokon Benmercs BO BpeMsl 3acelaHUsl CEKpeTapeM KOJUIETHAIbHOTO OpraHa WiId
paboTHHKaMH, TOTOBUBIIMMH coOpanue. CekpeTaph KOHCHEKTUPYET (CTeHOorpadupyer) WUiH
3alUCBIBAET HA AUKTO(POH BBICTYIUICHUS YIACTHUKOB 3aCEIaHMS.

[TpoTokon cocTaBisieTcs HA OCHOBAHUM 3aluceil, MPOU3BEICHHBIX BO BpeMs 3acelaHus,
MPEICTAaBICHHBIX TE3UCOB JIOKJIAI0B, BBHICTYIUICHHUH, CIIPaBOK, MPOEKTOB PEUICHUH M IPYrux
MaTepHaJIOB.

[TpoekT mpoTOKOIa BU3UPYETCS] COTPYAHUKAMU WIIM TOJpPA3JICICHUSIMH, BBIHOCHUBIIMMU
BOIIPOC Ha 00CYXKAEHUE.

[IpoToKON MOANMUCHIBAETCS, KaK TNpaBWIIO, TpEAcepaTeNeM U CeKpeTapeM CcoOpaHus
(3acemanus). B HekoTOphIX ciydasx TpeOYIOTCS MOJIMMCH BCEX YYaCTHHUKOB 3acelaHus

(coBera IMPEKTOPOB, MPE3UINYMa, IIPABJICHU ).

3.14.2. [IpaBwia cocTaBjIeHUS IPOTOKOJIA

[IpoTokon cocraBisgercss Ha o0meM OJaHKe WM Ha 4uCTOM jucTe Oymaru. IlpoTokon
JOJKEH UMETh!

- HAMMEHOBaHUE OpraHU3aLlNY;

- HAMMEHOBaHHE BUJA IOKYMEHTA;

- ary;

- HOMED;

- YKa3zaHue Mecrta uzaanus (r. Mocksa);

- 3aroJIOBOK K TEKCTY;

- TEKCT;

- TIO/IMTUCH.

JlaToil mpoTOKOIA SBJISIETCS 1aTa MPOBECHHS COOpaHHUsI.

Homep mpoTokosia - MOpsSIIKOBBIA HOMEp 3acelaHus KOJUIETMaJIbHOTO OpraHa ¢ Hayaia
roga (Ne 1, Ne 2 u T.11.).

3aro0BOK MPOTOKOJIA COJNEPKUT Ha3BaHUE OpraHa, MPOBOJSIIETO 3acelaHue (HaydHO-
TEXHUYECKUI COBET, COBET KPEAUTOPOB) WIIA IIPOTOKOIUPYEMOTO MEPOIIPUATHSI.

TekeT mpoTOKOIa COCTOUT U3 ABYX 4acTei:

- BBOJIHOM;

- OCHOBHOM.
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BBonnas uvacth odopmisieTcs B cieayromeil mociempoBaTenbHocTH: Ilpencenarens -
(bamMuIus 1 HHULHATIBL;

Cexperapb - paMHUITUS U HHULIHABI;

[TpucyrcTBOBaNN - (PaMUIMK U MTHULIAAIBI IPUCYTCTBYIOIIUX COTPYIHUKOB MPEAPHUITUS
B a1(paBUTHOM MOPSAKE, 3aTEM JOJDKHOCTU M (DaMIIIMU TPUTTIAIICHHBIX.

Ecnu mpucyrctByromux Oosiee 10, ykaspiBaeTcs ux oOiee kKonuuecTBo. [loBecTka aHs
COJEPKUT BOIPOCHL, BBIHECEHHBIE Ha oOOCyxJaeHHe. KaXaplii IyHKT TIOBECTKH JHSA
HyMEpYeTcsl, 3alTUCHIBACTCSI C TIOBOM CTPOKU M OTBEYAET Ha BOMPOC «O YeM?», HapuMep:

1. O6 urtorax paboTsl mpeanpusaTUs 3a nepBoe nomayroaue 2002 r.

OcHOBHasi 4acTh COCTOMT M3 PAa3/eiOB, COOTBETCTBYIOIIUX IYHKTaM ITOBECTKH IHSL.
Tekcr kax10T0 pasaena CTPOUTCS MO CXeMe:

CIIYIIAJIN:

BBICTYIINJIN:

I[MTOCTAHOBWJIA (PELLINIIN).

[Tocne pBoeroumst Ha cienyromeil cTpoke ¢ ad3ama nmuuryTcss (GaMHJIMH U WHUIUAIIBI
BBICTYINABILINX U Yepe3 TUPE - KPATKOE U3JI0KEHUE TEKCTa BHICTYIUICHUS.

Ecnu noknmagyuk npegocTaBuil TEKCT CBOETO BBICTYIUICHHUS, TO TIOCIIE TUPE YKa3bIBAETCS:
«TEKCT BBICTYIUIEHUS NpUiaraercs (mpuiioxenue 1)».

Bomnpocsl, 3amaBaeMbie B Xone 00CyXaAeHUS, (PUKCHPYIOTCS B HPOTOKOJIE BMECTE C
OTBETaMH. 3aIMCH JIEJIAIOTCS B KPATKOM, JJAKOHUYHOU (opme.

[TocranoBneHue (pelIeHne) yKa3blBaeTCs B MPOTOKOJIE MOJTHOCTBIO, T. K. SBISIETCA
HanOoyiee BaXHOW €ro 4acTbio. TeKCT TIOCTaHOBJEGHUSI CTPOMTCS MO  00pasiy
pacropsaIuTeIbHON YacTH MPUKas3a.

Coneprxanre 0coO0OT0 MHEHHS, BHICKA3aHHOTO BO BpeMs OOCYKICHHS, BHOCUTCS B TEKCT
NPOTOKOJNIA  TIOCIE  COOTBETCTBYIOLIEro  pemeHus. K mpoTokony — moAImIMBaroTCs
NpeCTaBICHHbIE HA PACCMOTPEHUE MaTEPUAIIbI: CIIPABKH, JOKIA/bl, IPOEKTHI U T.II., KOTOpPbIE

0(OPMIISIFOTCSI KaK MPHIIOKEHUS.

3.15. AKT

3.15.1. Buabl akTOB

AKT - JOKYMEHT, COCTAaBJCHHBI HECKOJbKUMU JIMIAMH ¢ TOATBEPKIAIOLIUN
KOHKpETHBIC ()aKThl WU JICHCTBUS.

AKTBI COCTABIAKOTCA B pa3.HI/I‘IHI:IX CHTyaHHHX nu H03TOMy NUMCKOT MHOTIO pa3-
HOBHUJHOCTEH:

- aKT mpuema paboT 1Mo KOHTPAKTY;

- aKT IIpUeMa-Iepeayu J0KyMEHTOB;

- aKT CIIUCAHUSA MATCPHUAJIOB;
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- KOMMEPUYECKHUH aKT;

- aKT IPOBEPKHU U T.1.

AKTBI COCTaBJISIIOTCSI KOMHMCCHEW, IIOCTOSSHHO JACWCTBYIOIIEW WIM HA3HAYEHHOM 110
YKa3aHUIO PYKOBOJAUTEIICH.

AKTBI MOTYT HE TOJIBKO yCTaHABIMBATh KaKue-TUO00 (PaKThl, HAPYIIEHUS, HO U COJIEP>KaTh
NPEUIOKEHUSI 10 YCTPAaHEHHIO HEIOCTAaTKOB (KT O HApyIIEHWH TPaBUI IOKapHOM
0€30MaCHOCTH, TEXHUKH O€301TaCHOCTH H T. IL.).

OcoOyro rpynnmy 0O0pa3ylOT KOMMEpPYECKHE aKThl, yCTaHaBIHMBAIOMIHE (DAKTHI
MOBPEXJICHHsI, TIOPYM WM HEAOCTAYH TPy3a, MHBIX HAPYIICHUH MpaBUJI TPAHCIIOPTUPOBKH.
Tako#i akT cocraBisercss Ha TUHOrpad)cKoM OJaHKe YCTaHOBIIEHHOTO 00paslia, 3aroyHsAeTCs
0e3 momMapoK, MOJYMUCTOK WM 3a4epKuBaHUM. Bce NOMONHEHHS W UCHpaBICHUS B aKTe
JOJKHBL OBITh OTOBOPEHBI M 3aBEPEHBI MOANMUCAMHU JBYX CTOPOH (Tpy30Iojydarens U

JOJKHOCTHOTO JIMI[A, OTBETCTBEHHOTO 32 IIEPEBO3KY I'Py3a).

3.15.2. IIpaBuiia cocTaBjieHUsI AKTOB

Ecnu akT siBisieTcss BHyTPEHHUM JOKYMEHTOM NPENIPUATHS, OH 0(OopMIIseTCs Ha o0mieM
OnaHke.

Eciu akt sBisieTcs BHEIIHUM JOKYMEHTOM, TO OH JOJDKEH COAEpXKaTh CIIPaBOYHBIE
JaHHBIE 00 OpraHMU3aIlHH.

AKT DOTKEH UMETh:

- HAUMEHOBAHUE OpraHu3aluu (CTPYKTYPHOTO MOApa3AeiIeHuUs );

- HAUMEHOBAHUE BU/Ia JOKYMEHTA;

- Jary;

- HOMEp;

- 3aT0JIOBOK K TEKCTY;

- TEKCT;

- IOAIINCH;

- me4ath (ISl BOKHBIX U BHEITHUX aKTOB);

- IpUJIOKEHUS (IIPU HATMYMK KOIIUYU NOATBEPKAAIOIIMNX T0KYMEHTOB).

TekcT akTa COCTOUT U3 BBOAHON U KOHCTATUPYIOLLIEH YacTeM.

B BBOJHOI yacTHM aKTa yKa3bIBaeTCs OCHOBAHUE €0 COCTABJICHHUS. DTO MOXET OBbITh
CCbUIKA Ha JOKYMEHT, Ha YCTHOE pAacCHOpsUKeHHE PYKOBOJACTBA, Ha Kakue-muOo (akThl,
COOBITHS, NCHCTBUSL.

Jlanee yka3pIBaeTCs COCTAaB KOMHCCHUU: (DaMWIIMM, MHUIUAIBI MpeAceNaTess] U YJICHOB
KomMHuccud B anpaBUTHOM rmopsake. Ilpu HeoOXoIMMOCTH yKa3bIBalOTCS JOJDKHOCTH H
(bamMHUITUU TPUCYTCTBYIOIIUX.

AKT MOXET UMETh 3arojioBOK, Hanpumep «AkKT o Hegocraue THII» mnm «Akt npuema-

nepeaayn TOKyMEHTOBY, ¢ TpudoM «KoHpuIeHITHATBHO.
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B oCHOBHOI YyacTu aKTa MU3J1araroTcs:

- LEJM U 3a]1a4u;

- CPOKH TIPOBEJICHHON KOMHCCHEH PadOTHI;

- pe3yabTaThl (BBIBOJIbI, 3aKIIOUEHUS, TPEATIOKECHHS).

[Tocne TekcTa ¥ OTMETKH O MPHJIOKEHUU TPU HEOOXOAMMOCTH YKA3bIBAIOTCS CBEJICHUS O
KOJIMYECTBE DK3EMIUISIPOB aKTa, O MECT€ MX HAXOXKICHHS WIM aapecarax, KOTOPbIM OHHU
OTIPABJICHBI.

AKT NOJANUCHIBAETCS] BCEMU JIMIIAMU, MPUHUMABIIUMHU yYaCTUE B €M0 COCTABIICHUU.

s psiga akToB (MO MaTepHalbHBIM, (DMHAHCOBBIM WM JIPYTHMH BaXKHBIM BOIIPOCAM)
HE0OXOIUMO YTBEPKICHHE PYKOBOIUTEIEM U 3aBEPCHHUE MeYaThIO MPEIPUITHSL

C axkramMu peBH3UM, MPOBEPOK 3HAKOMST BCEX JIML, JEATEIbHOCTh KOTOPBIX OHH
3arparuBatoT. [Ipu 3TOM B aKkTe mocie noanucel cocraButesiel craBuTcst otMeTka («C akroM

O3HAKOMJICHBI»: JIOJDKHOCTH, IOJIUCH, PACIIU(POBKU MOIMUCEH U IATHI).

3.16. IIucnmo

3.16.1. OcHOBHBIE BUAbI NHCEM

[Tucemo - o000OIIEHHOE Ha3BaHWE PA3IUYHBIX IO COJIEPXKAHHIO JIOKYMEHTOB,
NEepechIaeMbIX MO TOYTe, KyphepoM, MOCPEICTBOM (DaKCUMHIIBHOW CBS3H, 3JEKTPOHHOM
IIOYTOU U T.[.

ITo conmepxaHuIo ¥ HA3HAYCHHIO MMHChMa MOTYT OBITh:

- UHCTPYKIIMOHHBIE (COepiKallie yKa3aHus M Pa3bACHEHHUS I10/IBEIOMCTBEHHBIM
OpraHu3aIusm);

- rapaHTUiHBIEe (JAIOUIME TapaHTUM BBIMOJHEHUS KaKUX-TMOO 005S3aTENbCTB, OIUIATHI,
CPOKOB U T. I1.);

- nH(opMaIMOHHbIe (CoAepiKalllie MOJE3HYI Uil aapecara MH(OPMAIHUIO, a TaKKe
POCHOBI, HATTOMUHAHUS, PEATIOKECHHS);

- pexiamHble (pEKJIaMUPYIOLINE TOBAPBI U YCIYTH);

- KOMMepueckHe (coeprkaliie KOHKPETHbIE MPEATI0KEHHS M0 3aKIIFOYSHHUIO CIETIOK);

- peKJIaMaIoHHbIe (CcoAeprKallue MPETeH3UU 10 Ka4eCTBY TOBAPOB WIIH YCIIYT);

- MMChMA-3anpocel  (coAepiKaliue  Mpock0y O  TPENOCTABICHUM  KaKOH-JHMOO
uHpOpMalun);

- MAChMa-TIPUTJIALICHUS U Jp.

B pszge ciaydaeB COCTaBISIOTCS CONPOBOJIUTEIbHBIE MUCbMA, KOTJa HAalpaBiIsieMbId
azipecaTy OCHOBHOM JTOKyMEHT TpeOyeT JOMOIHUTENFHOTO MOsICHEHUs. B conpoBoauTenbHOM
MUChbME yKa3bIBACTCS:

- C KaKOH LIEJIbI0 HAIIPABIISIETCA OCHOBHOM TIOKYMEHT;
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- 4TO C HUM HGOGXOIII/IMO CICI1aTh,
- B KaKUC CPOKH.
Ecau xe COMPOBOAUTCIILHOC MUCbMO HC HCCCT CMBICIIOBOM Harpy3ku, TO COCTaBJIATH €ro

HC PCKOMCHIOYCTCA.

3.16.2. IIpaBuiia cocTaBJIeHUs NMUCEM

[ToaroroBka nucbMa BKIIIOYAET CIAEAYIOIINE CTAIUU:

- U3y4EHHE CYILECTBA BOIIPOCA;

- cOOp HEOOXOAMMBIX CBEICHUM, B T.4. U3 MPEIbIAyIIEH ePEnCKH;

- IOATOTOBKA MPOEKTa MUCHhMA;

- COTJIacOBaHME MPOEKTa (TIPU HEOOXOAMMOCTH);

- IOANMCAHUE PYKOBOAUTEIIEM.

IIpoekTsl mHMCEM TOTOBATCS UCHOJHUTENISAMU IO IOPYYEHHIO  PYKOBOJIUTEINS
MIPEAIIPUATHSL.

[Tucema opopmIIsIOTCs Ha OJaHKe MUChMA.

IIncbMO TOJKHO UMETh:

- Aaty,

- HOMEp;

- CCBUIKY Ha JJaTy ¥ HOMEp IOJy4EHHOT0 MUChMa (B MUChMaX-OTBETAX);

- aJipecar;

- 3ar0JIOBOK (OTBEUAIOLIMII Ha BOIIPOC «O ueM?»);

- TEKCT;

- MIOJIIIUCB;

- OTMETKY 00 UCIIOJTHUTEIIE;

- OTMETKY O HAJIMUMH NPUIIOKEHHUH.

B nucemax Ha3BaHUE BHUJIA JOKYMEHTA HE YKa3bIBAETCA, 32 UCKIIOUEHUEM IapaHTUHHOTO
IMChbMa.

Eciu nuceMo HampaBisieTcs B JOINOJHEHUE K paHee IOCIaHHOMY, TO B HEM CIEIyeT
yKa3aTb HOMEp U J1aTy paHee MOCIaHHOTO MUChMA.

Tekcr mucbMa JODKEH OBITH JIAKOHWYHBIM, MOCJIEIOBATENbHBIM, YOEIUTEIbHBIM U
KOPPEKTHBIM. TeKCT NuCbMa, Kak IMPaBWIO, HE IPEBBIIACT OJHON cTpaHUlbl. DakThl U
COOBITUSl JIOJDKHBI TPEACTaBIATbCA OOBEKTHMBHO, a BCE CTOPOHBI H3JIaraeéMoOro BOIpOCa
JOJDKHBI OCBEILATHCS C JOCTATOYHOM IMIOJIHOTOM, KPAaTKO U SICHO.

Teker nmucbMa yamie BCero COCTOUT U3 BBOJHOM YaCTU U OCHOBHOM.

B BBOJHONW wYacTM yKa3bplBalOTCS NPUYMHBI, BBI3BABLIME COCTABJIICHUE IIHCbMA,
COIPOBO’KIAEMbIEC CChUIKAMH Ha (PAKTHI, AThI, JOKYMEHTHI.

B ocHOBHOI1 yacTu nuckMa (GOPMYIHpPYETCs €ro OCHOBHAs LENb (TMPEIIOXKEeHUE, 0TKa3,

npock0a, rapaHTUs U T.I1.).

73



3.17. lokyiagHad U caykeOHaA 3alIUCKHU

3.17.1. IloHsATHSA AOKJIAAHON U CJIYKEOHOM 3aNMCOK

JloknamHas 3almcKa - JOKYMEHT, aJpeCOBAHHBIM PYKOBOJICTBY, COACPKAIIUN U3JI0KECHUE
KaKoro-JInbo BOIIpOca ¢ BBIBOJAAMU U MPEATIOKESHUIMHU COCTABUTEIS.

CnyxeOHasg 3amucka - JIOKYMEHT, aJpPECOBAHHBIA PYKOBOAUTENIO MPEANPHUITUS WU
CTPYKTYPHOTO IOJApa3JeICHUs, UCIIOJIb3YyEMBIN ISl PELIEHUs IIPOU3BOJACTBEHHBIX BOIPOCOB,
KaK MPaBUJIO, BHYTPU NPEIIPUITHS.

CayxeOHast 3amMcKa - JTOKyMEHT, O(UIIMaTbHO HE MPHUHSATHIM, T.e. HE BKJIIOUCHHBIH B
KJaccu(uKanuio J0KyMeHToB P®d, TeM He MeHee MIMPOKO HCIOJIB3YeMbIH B IpaKTHUKE
JeTIONIPOU3BOACTBA. JlOKIaqHas 3aMMCKa MOKET ObITh BHEIIHEH 1 BHYTPEHHEH.

BuewmHss  fgoknmajgHas  3amuMcka - JOKYMEHT, HAmlpaBlseMbld  pYKOBOJIUTEIIO
BBIILIECTOSIIEH OpraHu3alluy, coAepKamuid nHpopManuio o (pakrax, cOObITUAX, NEHCTBUAX,
TpeOYIOLIYIO MIPUHATHUS PEIICHUS.

Buyrpennss noxmagHas (ciayxeOHas) 3ammMcka - JOKYMEHT BHYTpPEHHEH JeloBOH
MEPENUCKU MEXAY CTPYKTYPHBIMHU MOAPA3ACICHUSIMH OpPraHU3alMd WIM JOJHKHOCTHBIMU
JULAMHU.

BHyTpeHHss nOKIaaHAas 3allMCKa COCTABISETCS TOJBKO B TOM ClIydae, €ClIU BOIIPOC HE

MOJKET OBITh PEIIeH B YCTHOH (opme.

3.17.2. [IpaBwia cocTaBjJIeHUs TOKJIATHOMN (CIIY:KeOHOM) 3alIUCKHU

BHemHsAs nokimagHas 3amMcKa  COCTaBJIsieTCsl Ha oOmeM OnaHke OpraHu3aluu,
BHYTPEHHSS - Ha OJIaHKE CTPYKTYPHOTO MOJpa3/eieHus WM Ha jiuctax gopmara A4, AS.
JoknanHas (ciay:xeOHas) 3amicKa JOHKHA UMETh:

- HAUMEHOBAHUE CTPYKTYPHOIO MOAPA3EIICHUS - aBTOpa JOKYMEHTA;

- HAUMEHOBAHUE BU/Ia JOKYMEHTA;

- Aaty,

- HoMep (He 00s13aTeNbHBIN PEKBU3UT);

- 3aT0JIOBOK K TEKCTY;

- TEKCT;

- IO JITHCb.

JlaTol MOKJIaJHOM 3alMCKU SIBJISIETCS JaTa MOAIKUCAHUS €€ aBTOPOM.

JlokstagHas 3anucKa JOKHA UMETh 3aroJI0OBOK K TEKCTY, PaCKpBIBAIOIINI €€ colepKaHHe
Y OTBEYAIOLIUI HAa BOIIPOC «O 4eM .

TeKCT AOKIaqHOMN 3aIMCKH, KaK IPAaBUJIO, COCTOUT U3 BBOJHOM YaCTHU U OCHOBHOM.

B BBO/IHOI YacTH TEKCTa YKa3bIBAOTCS (DAKThl MM COOBITHS, MOCTYKUBIINE TTOBOJIOM K

HaIrmMCaHHIO ,[[OKJI&IIHOIZ 3alMCKHU, COMTPOBOKAACMBIC CChIJIKAMHW HA OAThl, JOKYMCHTHI.
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B OCHOBHOW 4YacTH TEKCTa COJEpXKarcsi BBIBOABI U NPEAJIOKEHUS O KOHKPETHBIX
JEUCTBUAX, KOTOpBIE, 10 MHEHHIO COCTaBUTEINS, HEOOXOJUMO MpPEINpPUHATH B CBS3U C
U3JI0KEHHBIMH (DaKTaMH.

BHemHue  fokmagHble  3alMCKM, — HAlpaBisieMble B BBIIIECTOSIIME  OPraHbl,

MOANHUCBIBAOTCS PYKOBOAUTCIIEM MIPCANIPUATUA, BHYTPCHHHUC - aBTOPOM.
3.18. CnpaBka

3.18.1. Buasl cipaBok

CrmpaBka - 3TO JOKYMEHT, COAEpKAIlUi omucaHue W (WIM) MOATBEpKIeHUE (DaKTOB,
COOBITHIA.

CrpaBku OBIBAIOT IBYX OCHOBHBIX BHJIOB:

- CTIpaBKH, MOATBEPIKIatoIIe padboTy (yueldy), oriary Tpyia, MECTO IPOKUBAHUS H T. TI.,
COCTaBIISIEMBIC T10 3aIPOCaM IPaK/aH;

- CIIpaBKH 110 IMTPONU3BOACTBCHHBIM BOIIPOCaAM, COCTABJIIACMBIC 11O 3alIpOCY PYKOBOJICTBA.

3.18.2. IIpaBuiia cocraBjieHUs

CropaBku 1o 3ampocaM rpakJaH (paOOTHHKOB) BBIJAET PYKOBOJCTBO OpraHU3allH C
yKa3aHHEM CHEUUATbHOCTH, JOJDKHOCTH, KBAIM(UKAIMH, Mepuoga paboTel W pa3Mepa
3apaboTHOi miatel (cT. 62 Tpynooro kogekca P®).

CripaBKH 110 POM3BOACTBEHHBIM BOIIPOCAM MOTYT OBITh:

- BHEILIHUMH, COCTaBJISIEMBIMH TI0 3aIIPOCY BBILIECTOSIIEN OpraHu3alny;

- BHYTPEHHHUMH, COCTaBJIIEMBIMH 110 3aIIpOCy PYKOBOJCTBA CBOEH OpraHU3aLHH.

CrpaBk# 10 3ampocaM rpax/aH (pabOTHHKOB), KaK MPaBUIIO, OPOPMIISIOTCS Ha OJaHKax
crnpaBok popmara AS, UMEIOLINX aipecHbIC JaHHBIC TPENPHUATHS U TpadapeTHbII TEKCT.

CrnpaBka 10JIKHA UMETh:

- HAMMEHOBaHHE BUJA IOKYMEHTA;

- Jary;

- HoMep (TIp1 HEOOXOAMMOCTH);

- TEKCT;

- MIOJIIIUCB;

- T1eYaTh.

JlaToil cHpaBKU sBIIAIETCS JaTa €€ IMOANMCAHMS JOJDKHOCTHBIM JHMIOM. B mpaBom
BEPXHEM YINIy YKa3bIBa€TC MECTO MNPEAOCTABICHUS CIPAaBKHM B MMEHHUTEIBHOM MAJEXKE,.
Tekcr crnpaBkM HaYMHAETCS C YKa3aHUs B HMEHUTEIBHOM Najuexe (amMHINH, UMEHU H
0TUeCTBA (TIOJIHOCTBIO) JINLA, O KOTOPOM JAKOTCSI CBEIEHUS, €r0 JOJKHOCTH, 3apIUIAThI.

CocTaBistoT MOJO0HBIE CITPABKU B OJTHOM SK3EMILISIPE.
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CrpaBKH 1O MPOU3BOICTBEHHBIM BOIIPOCaM (BHEIIHHME) COCTABIIAIOTCS HA OOIIeM OJlaHKe
opranuszanuu. CrpaBka J0JKHA UMETh:

- HAUMEHOBAHUE BU/Ia JOKYMEHTA;

- aJipecar;

- ary;

- HoMep (IIpU HEOOXOAUMOCTH);

- 3aT0JIOBOK K TEKCTY (PacKphIBAIOLIMIl €€ COoAepaHUE€ W YKa3bIBAIOLIUN JaTy WU
IIEPUOJ BPEMEHHU, K KOTOPOMY OTHOCSITCSI CBE/ICHUS, U3JI0KEHHBIE B CIIPABKE);

- TEKCT;

- IOJIUCHh PYKOBOJUTEIS OpraHU3allny;

- mevath (Mpu He0OXOAUMOCTH).

TekcT crpaBKu COCTOUT, KaK IIPABUIIO, U3 JBYX 4aCTEH: BBOJHON U OCHOBHOM.

B BBoaHOIN wuacTH wu3naratoTcs (akThl, COOBITHS, TOCIYXHBIIHE TIOBOJOM K €€
COCTaBJICHUIO.

B ocHOBHOI 4acTu NPUBOJATCS KOHKPETHBIE JAaHHBIE, [TOKA3aTEIM, XapaKTepPU3YIOIINE
IIPOU3BOJICTBEHHBIE ITPOLIECCHI.

Ecnu crpaBka conepUT WHPOPMALKIO TIO HECKOJIBKMM BOIPOCAM, TEKCT €€ JEeNAT Ha
paszensl, KOTOpbIe JOKHBI MMETh 3ar0JIOBOK MU HyMEpaluio apadCKUMH LudpaMu.

Tekcr cmpaBku, MUMEOUMA HU(POBBIE MMOKAa3aTEIN, MOXKET OBITh OQOPMIICH B BHJE
TaOJIUIIBL.

CrnpaBky 10 IPOM3BOJCTBEHHON TEMATHUKE COCTABISAIOTCS B JIBYX 3K3EMILIAPAX, OAUH U3
KOTOPBIX HAIpaBJIIETCS aJipecaTry, BTOPOH - MOAIINBAETCS B AEIIO.

[Ipy HanMuuM B CHOpaBKe CBEICHHH (UHAHCOBOIO XapakTepa OHa IIOJIHCHIBACTCS
PYKOBOJIUTEIIEM, INIaBHBIM OYyXTaJTepOM U 3aBEpsIETCS IeYaThbio.

CrnipaBKky 110 IPOU3BOACTBEHHBIM BOIIPOCaM (BHYTPEHHHE):

- COCTaBJISIOTCS Ha OJIaHKE CTPYKTYPHOTO IMOJPA3JENICHUs] WIM Ha CTaHIApPTHOM JIHCTE
A4;

- UIMEIOT T€ )K€ PEKBU3UTHI, UTO U BHEIITHUE, 3a UCKIIOYEHUEM [1€YaTH;

- TOAIMUCBIBAOTCS COCTAaBHUTCIICM.
3.19. IlonsiTHEe KOHTPAKTA

3.19.1. TpeGoBaHKMs K KOHTPAKTY

KoHTpakT (ZOroBOp) - NOKYMEHT, MPEICTABIIIOUINA COOOM cornamieHue CTopoH o0
YCTAHOBJICHUH U PErYIUPOBAHUH KaKUX-JINOO OTHOIICHUH.

Kommepueckne  KOHTpakThl  (JOTOBOPBI)  SIBISIIOTCSI  OCHOBHBIMH  MTPABOBBIMHU
JOKYMEHTaMH BO B3aUMOOTHOILIEHUSAX MEXAY OPraHU3aLUSIMH.

B koHTpakTe oTpakarorcs:
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- XapaKTep CIENKH;

- YCIIOBUS:

- CPOKU;

- 1ICHa;

- Ka4ecTBO (MPOIyKIMH, TOBApa);

- OILIATA;

- rapaHTuu;

- IpaBa ¥ 00S3aHHOCTH CTOPOH;

- IOPSIIOK Pa3peleHus CIIOPOB.

JIOroBOpHBIE OTHOLICHHSI MOTYT OBITh YCTAaHOBJICHBI:

- yTeM HamnpaBieHUs O(epThl - MMCbMEHHOTO MPEUIOKEHUS O 3aKII0UEHIUN KOHTPaKTa.
Odepra momxHa colepKaTh OCHOBHBIE YCIIOBUS mpennaraeMoit caenku (cr. 435 TK PD).
[IpuHsATHE IPEATIOKEHUS APYTrOM CTOPOHON CUMTAETCS aKLENTOM (COIIacHeEM);

- IIyTeM IPEJCTABJIEHUS OJHOM U3 CTOPOH IpoeKTa KOHTpakTa. [losyuuB npoexrt, apyras
CTOPOHA paccMaTpUBAET €ro M, €CIM HET BO3pakeHUM, noianuceiBaeT. OIUH SK3EMILIIP
KOHTpPAaKTa BO3BPAILAETCS] CTOPOHE, TOATOTOBUBIIEH MPOEKT.

OOMeH TOKyMEHTaMU MEXIY CTOPOHAMH MOKET NMPOUCXOAUTH MOCPEICTBOM ITOYTOBOMH,
TenerpadHoON, TeneTanmHon, (PaKCUMHUIBHON, AJIEKTPOHHON WJIM MHOW CBS3M, TO3BOJISIONMICH
JOCTOBEPHO YCTAHOBUTh, YTO JOKYMEHT MCXOJUT OT CTOPOHBI IO KOHTpakTy (cT. 434 I'K
P®).

3.19.2. [IpaBwia cocTaB/IecHUS KOHTPAKTOB

B koHTpakTe 10KHBI OBITH:

- yeTkast GOpMyIMPOBKaA MpaB M 00S3aHHOCTEH CTOPOH, HE JOMYCKAIOIIas BO3MOKHOCTh
WHOT'O TOJIKOBAHUS;

- IPETyCMOTPEHA BO3MOKHOCTh PAaCTOPXKEHHSI KOHTPAKTa JH000 13 CTOPOH;

-1eHa B pyOnax (JIOmycKaeTcss HCIOJb30BaHME JPYrOW BaliOThl, HO TOJIBKO B
(GOpMyIUPOBKE «IOAJEKHUT OIUIaTe B pyOoNssX B CyMMe, OSKBUBAJCHTHOH CymMMe B
MHOCTPaHHOU BaJIIOTE»);

- CAaHKUUU K KaX0H M3. CTOPOH 32 HEBBINIOJIHEHUE 0053aTENbCTB.

KoHTpakTsl (IOrOoBOpBI) OTHOCATCS K JIOKYMEHTaM, KOTOpBIE SIBJISIIOTCS Ba)KHEUIIMMU
JI0Ka3aTeIbCTBAMHU B apOUTPaKHOM CYyJIE B ClIydae BO3ZHUKHOBEHUS criopoB. OdopMIiieHbl OHH
JIOJIKHBI OBITH 0€3YKOPH3HEHHO.

PexomeH tyeTcst MOAMKUCH CTOPOH KOHTPAKTa MPOCTABIIATH!

- pa300pumnBO (7151 OAHO3HAYHOTO YCTAHOBJICHHS aBTOPA MOAIUCH);

- (MOTETOBBIM HIIM CHHUM LIBETOM (YTOOBI OTJIIMYUTH OT KOTIHIA);

- Ha K&XJIOM JIUCTe (YTOOBI HCKIIIOYUTh BHECEHUE HEOTOBOPEHHBIX U3MEHEHUH ).

3. KonrtpakTs! opopmiistorcst Ha O1aHKe KOHTPAKTa WK HAa CTAHIAPTHBIX JIMCTaX.

77



KOHTpaxT 10J17k€H UMETh:

- HAUMEHOBAHUE BU/Ia JOKYMEHTA;

- J1aTy;

- HOMEp;

- MECTO COCTaBJICHUS;

- 3aT0JIOBOK (ZIOTOBOp KYIUIM-TIPOJaXH, KOHTpakT Ha mnocraBky THII, xoHtpakr o
TEXHUYECKOM COACHCTBUN);

- TEKCT;

- MOJNUCH JIOJDKHOCTHBIX JUI] (C yKa3aHHMEM JOJDKHOCTEH, paciu(poBOK MOJIMUCEH U
JaT MOANMCAHUSI JOKYMEHTOB);

- [IeYaTH OPraHu3alui-KOHTPareHTOB.

JlaTo#1 KOHTpAKTa SBJISAETCS JaTa €ro MOAIUCAHUS CTOPOHAMM.

HymMmeparusi KOHTPAaKTOB NMPOU3BOJAMTCS B BaJOBOM MOpSJAKE C SHBaps IO JeKaOph B
npenenax roga (Ne 1, Ne 2 u 1.1.). I[Ipu G60sib1IoM KoIMYecTBE KOHTPAKTOB K HOMEPY MOXKET
ObITh m00aBieHO ycnmoBHOe o6Oo3HaueHwe (Ne 1-KC - KamcTpoWTensCTBO) WIM HOMEpP
koHTparenTa (Ne 1/5 - rae 5 mopsiAKOBBI HOMEpP PYroil CTOPOHBI).

TekcT KOHTpaKTa COIEPKUT:

- HAMMEHOBAHUS CTOPOH (TOJIHbIE HA3BaHUs OpraHU3aluil);

- IpeAMET KOHTPAKTa;

- YCIIOBUSL U CPOKHU IIOCTaBKH, [IEPEBO3a, XPAHEHUS, YIIAKOBKH, MaPKUPOBKH, PEKIAMBI U
peanuzanuy;

- YCJIOBHS ¥ CPOKH OIUIATHI, 0COOEHHOCTH U MOPSAIOK PACUeTOB; MOPAJOK CAAUH-TIpUeMa
BBITIOJIHEHHBIX Pa0OT; OTBETCTBEHHOCTH CTOPOH;

- TapaHTHM, CTpaxoBaHHE M (QOpPC-MaKOPHBIE OOCTOSTENbCTBA; IMEPEXOA IpaBa
COOCTBEHHOCTHU M PHCKH; MOPSAJOK Pa3pEeIICHUs CIIOPOB;

- JOpUINYECKUE ajpeca CTOPOH (C YyKa3aHWEM MOYTOBBIX aJapecoB, OaHKOBCKHX

PEKBU3UTOB, HOMEPOB TeIEPOHOB, (HaKCOB);
3.20. /loBepeHHOCTDH

3.20.1. ITonsaTHE 1OBEPEHHOCTH

JIOBEPEHHOCTD - JOKYMEHT O IIPEAOCTABJICHUH IIPaBa JOBEPEHHOMY JIUIly HAa COBEPILIECHUE
KaKUX-THOO0 NEHCTBHIA OT JIMLA TOBepUTENs (MPEIIPUATHS UITU IPaXIaHUHA).

JIOBEPEHHOCTH MOT'YT OBITh:

- CITyEOHBIMU;

- JUYHBIMH.

CHY)KCGHEISI JOBCPCHHOCTL COCTAaBJISICTCA OT HMMCHHU OpraHu3alvy, ITOANUCBIBACTCA

PYKOBOAUTCIICM HJIM YINOJHOMOYCHHBIMU JOJUDKHOCTHBIMHU JIMIAMU U 3aBCPACTCA INCHATHIO
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OpraHu3anuu.
JInynas NOBEPEHHOCTH BBINACTCA IPAKIAHUHOM, YIOCTOBEPSETCS B HOTapUAIBHOM
MOpSIZIKE OpraHu3alei, B KOTOpOil JoBeputenb paboTaeT (y4yuTcs), WIM SKAIHIIHO-
JKCILTyaTallMOHHOM OpPraHu3alue 110 MECTY KUTENIbCTBA.
Ecnu cpok B JOBEPEHHOCTH HE YKa3aH, TO OHA COXPAHSET CUIIy B TEYCHUE I'0Jla CO JAHS €€
BbIJIAYH.

Cpoxk neicTBUsI IOBEPEHHOCTH HE MOXKET IPEBBILLIATH 3 JIET.

3.20.2. [IpaBwia cocTaB/IeHUS 10BEPEHHOCTEH

CnyxeOHass JoBepeHHOCTH odopmiseTcs Ha OnaHKe IOBEpPeHHOCTH. [loBepeHHOCTh
JOJKHA UMETh!

- HAMMEHOBaHHUE BUJIA IOKYMEHTA;

- IaTy BBIIAYH;

- HOMED;

- 3aroJIOBOK K TEKCTY;

- TEKCT;

- TIO/ITINCH;

- T1eYaTh.

B TekcTe 10BEpeHHOCTH YKa3bIBAIOTCS:

- pamunms, uMs, oT4ecTBO (TOJHOCTBIO) M JIOJDKHOCTH JIMIIA, IEPENAloIIero CBOU
MIOJTHOMOYHS MJTU TTOJITHOMOYHSI OpraHU3alluH;

- pamunua, wuMms, oTyecTBO (NOJHOCTBIO) M JIOJDKHOCTH JIMIA, MOJYYAOILIEero
MTOJIHOMOYHSI;

- MaCHOPTHBIE JJAHHBIE YITOJHOMOYEHHOTO JODKHOCTHOTO JINIIA;

- IEPEYHCIICHUE PEOCTABIIEMBIX TOJIHOMOYHIA;

- CpPOK JEHCTBHSI TOBEPEHHOCTH.

JIOTIOJTHUTEIBHO MOYKET OBITh YKa3aH:

- 0Opaszell MoANUCH YIIOJHOMOYEHHOTO JIHIIA.

JlnuHas TOBEepEeHHOCTHh 0(OPMIISIETCS HAa CTaHIAPTHBIX JIUCTax A4, AS U BKITIOYAET:

- HAUMEHOBaHHUE BUJA IOKYMEHTA;

- IaTy BBIIAYH;

- 3aroJIOBOK K TEKCTY;

- TEKCT;

- TIO/ITINCH;

- OTMETKY O 3aBEpEHHH.

CnyxeOHas 1 TUYHAs JOBEPEHHOCTH HE MPUHUMAIOTCS K UCTIOJIHEHHUIO:

- IPY HAJTMYUU TIOTYUCTOK, CIIE0B MIPABKH, TPUITUCHIBAHUS WM 3a4ePKUBAHUS CIIOB;

- Ip¥ 0()OPMIIEHUH TEKCTOBOM YacTH pa3HBIMHU YEPHUIAMH (JPYTUMH YEPHUIIAMHU MOXKET
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ObITH 0(OopMIIEHA TOJBKO OTMETKA O 3aBEPEHHUN ).
3.21. Ilpuka3 nmo JU4YHOMY COCTABY

3.21.1. IlonsaiTHE NMPUKA3a 110 JUYHOMY COCTABY

IIpuka3 mo JIMYHOMY COCTaBy - IIPAaBOBOM aKT, W3[aBAEMbI PYKOBOIUTEIIEM, Kak
MPaBUJIO, TI0 BOIIPOCAM MIPHEMa, YBOJBHEHHS U epeBOia paOOTHUKOB MPEATIPUATHS.

[Tpukas mo TMYHOMY COCTaBY - 00A3aTENbHBIA JOKYMEHT TPYIOBBIX TPABOOTHOILICHHH.

IIpu nmpueme Ha pa®OTy NpUKa3 M3/aETCI HA OCHOBAHMM 3aKJIIOYEHHOTO TPYIOBOTO
JOroBOpA.

[Tpu yBONBHEHHHM MTPHUKA3 U3A€TCS HA OCHOBAHWHU MMCbMEHHOTO 3asBJICHUS paOOTHHUKA U
yKa3aHusl pyKOBOJUTEIS.

[Tpukas mo JTUYHOMY COCTaBY OOBSBIISCTCS pAOOTHUKY IO PACIIUCKY.

[Ipykazpl 1O JMYHOMY COCTaBy TIpPYNIHUPYIOTCS B OTHEJIBHOE J€I0 U HMEIOT
CaMOCTOSITEJIBHYI0O HYMEpalMIO C siHBaps MO JAeKaOph B Ipeenax rojga ¢ J00aBICHHEM
unaekca «i/c» (Ne 1 11/c, Ne 2 ni/c...).

ITo TpeGoBanuio paboTHHKa paboTonaTenb O0sf3aH BBHIAATH €My 3aBEPEHHYIO KOIHIO
npukasza (ct. 68 TpyznoBoro koaekca P®D).

Ha ocHoBaHuuM mpukasza B TPyJOBYIO KHI)KKY BHOCHTCS 3allUCh O IpuUeMe Ha paboTy,
3anoJiHsAeTCa TruuHas kaprouka (popma Ne T-2), a B OyXranrepuu OTKpbIBACTCs JTUIEBOM CUET
paboTHHKA.

IIpukasel 10 TUYHOMY COCTABY XpAHATCS 75 JeT.

3.21.2. [IpaBuiia cocTaBjJeHHs MPUKA30B

[TpoexThl MPUKa30B MO JIMYHOMY COCTaBY TOTOBATCS paOOTHUKAMM KaJpOBOW CIYXKObI
OpraHu3alUH 10 MOPYICHUIO PYKOBOIUTEIIS.

[Tpukassl opopMIIsIIOTCS HA OTaHKAaX TUIIOBOM MEXOTpaciaeBoi (GOpMBI:

- o mpueme - Ne T-1;

- 0 IepeBojie Ha Apyryro padory - Ne T-5;

- 00 yBonbHeHUU - Ne T-8.

[Ipy OTCYTCTBMM THUNOBBIX OJAHKOB MpPHKa3bl IO JUYHOMY COCTaBYy MOTYT OBITh
COCTaBJICHBI HA CTAHJIAPTHOM JHucTe A4.

IIpukas gOJKEH UMETh:

- HAMMEHOBaHUE OpraHU3aLlNY;

- HAMMEHOBaHHE BUJA IOKYMEHTA;

- ary;

- HOMeEp;
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- 3aroJIOBOK;

- TEKCT;

-OCHOBaHHUE;

- TIO/INUCH;

- OTMETKY 00 03HaKOMJICHUH.

[Ipuka3 cocraBisieTcss B OJHOM OJK3EMIUIIpE M TOJNHMCHIBACTCA PYKOBOJUTEIEM
NPEINPUATHS.

JlaToii mpukasa sBIsETCA aTa ero MoJMUCaHUs PYKOBOJUTEICM.

B tekcre ykasbiBaroTCs:

- (pamumnus, UM, oT4ECTBO pabOTHUKA (TIOJIHOCTHIO);

- HAUMEHOBAHHE CTPYKTYPHOTO MOIpa3/ieCHuUs;

- mpodeccus (TOHKHOCTH);

- ycnoBHA IpremMa Ha pafboTy (xapakTep padboThl).

I'padpa «ocHOBaHME) MPUKA3a O MPHEME COJCPKHUT AATy U HOMEP TPYILOBOTO JOTOBOPA.

B rpade «ocHoBaHme» mpuKaza 00 YBOJHHEHHUH YKa3bIBAIOTCS JIOKYMEHTHI,
MOCTY)XMBIIUE TPUYMHON YBOJIbBHEHUS (3asBICHHE, OOBSICHUTENIbHAS 3alKcKa) M CTaThs
Tpynosoro konekca PO, coOTBETCTBYIOIIAS IPUYUHE YBOJILHEHMUSL.

OTtmerka 00 O3HAKOMJICHHM COJEP)KHUT MOANUCH pabOTHHKA M JaTy O3HAKOMIICHHS C
MIPUKA30M.

[Tpuka3sl MO JMYHOMY COCTaBy, KakK TPAaBWIO, BU3HUPYIOTCS IOPHUCKOHCYIBTOM U

JOJDKHOCTHBIM JIMIIOM, OTBCTCTBCHHBIM 3a pa60Ty C NMMCPCOHAJIOM OpraHu3alru.

3.22. lllTaTHOE pacnucaHue

3.22.1. [TonsiTHE WUTATHOI0 PACIMCAHUSA

IllraTHOE pacnucaHue - TOKYMEHT, COACPKALIUN CIIMCOK CTPYKTYPHBIX I10pa3JeICHUI
OpraHu3aluM, JOLKHOCTEH COTPYIHUKOB U UX OKJIAI0B, YTBEPXKAAEMbIH PYyKOBOJUTEIEM UIIH
BbIILIECTOAIIUM opraHoM. IlITatHoe pacnucanue NpuMeHseTCs:

- U1t 0pOPMIICHHSI CTPYKTYPbI OpraHu3allHiH;

- IITaTHOTO COCTaBa;

- IITATHOW YHUCJIIEHHOCTU B COOTBETCTBHHU C €€ YCTABOM (TIOJIOKEHUEM).

ITaTHOE pacnucaHue COACPAKHUT:

- IEPEYECHb CTPYKTYPHBIX M0APa3ICIICHHH;

- IEpEYEHb JTOJKHOCTEM;

- CBEJICHUS O KOJINYECTBE IUTATHBIX CIUHULI;

- CBEJIeHHs O JOJDKHOCTHBIX OKJIaJlaX, Hafg0aBKax;

- CBEJICHUSI O MeCSIYHOM (hOHJE 3apabOTHOM IIIATHI.
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B cooTBeTcTBUM CO IITATHBIM PAaCIUCAHUEM HAUMEHOBAHUE JOJKHOCTH YKa3bIBAaCTCA:
- B TPYZAOBOM JI0IOBOpE;

- IIPUKa3ax 110 JINYHOMY COCTaBY;

- TPYZIOBOM KHUXKKE.

[TatHOE pacnucaHue, Kak MPaBUiIo, SIBISAETCS KOHPUICHIIMATBLHBIM JOKYMEHTOM.

3.22.2. [IpaBwia cOCTABJICHUS IITATHBIX PACIIUCAHU I

[IpoexThl IITAaTHBIX pPACHUCAHUW TOTOBSTCS CIELUAIUCTAMH KaJpPOBOH  CITY>KOBI
HPEANPUATHS [0 HOPYYCHUIO PYKOBOAUTEIIS.

[taTHoe pacnucanue opopmisieTcs Ha O1anke yHupuuupoBaHHoi Gopmbr Ne T-3.

[ITatHOE pacnucaHue JOIKHO UMETb:

- HaMEHOBaHHE OpraHu3aluiy;

- HaMEHOBaHME BHUJA JOKYMEHTA;

- ary;

- HOMED;

- TEKCT;

- BU3BbI PYKOBOAUTENEH CTPYKTYPHBIX MTOAPa3AeICHUN U [NIaBHOTO OyXrairepa.

V1BepKaaeTcs ITAaTHOE PACIMCAHUE IPHKA30M PYKOBOJUTEIISE OPraHU3aIUH.

HM3meHeHus B IITaTHOE PpacClmuCaHUC BHOCATCA MPHUKA30M PYKOBOAUTCIISA OpraHrU3allu.

3.23. TpynoBoi 10roBop

3.23.1. IlonsiTHe TPYAOBOIO 10r0BOPA

TpynoBoit 10roBOp - JOKYMEHT, GUKCUPYIOIINI COTIalIeHNe CTOPOH 00 yCTaHOBJICHHUU
TPYIOBBIX IIPABOOTHOILIECHUM U PErYIUPYIOLIUN HX.

Cratess 56 Tpynosoro kozaekca (TK) P® omnpenenser TpyaoBoi [OroBop Kak
cCorylalleHue Mexay paboTtonareneM M pabOTHUKOM, B COOTBETCTBHM C KOTOPBIM
paboTomarenb 00sS3yeTcsl MPeJOCTaBUTh PaOOTHHKY paboTy Mo OOYCIOBIEHHOW TPYHOBOM
¢bynkunu, oOecmeyuTh YCIOBUS TPyZAa, NPEIyCMOTPEHHbIE 3aKOHAMM M HHBIMU
HOPMAaTUBHBIMHM TIPAaBOBBIMH aKTaMH, BBIIUIAYMBATh PAOOTHHKY 3apabOTHYIO IUIaTy, a
pabOTHUK O00s3yeTcs JUYHO BBINOJHATH OMPEICICHHYI0 ATUM COTJIAIICHHEM TPYIOBYIO
¢byHKUMIO, COONMOAAaTh ACHCTBYIONIME B OpPraHM3allMU TpaBHJIa BHYTPEHHETO TPYIOBOTO

pacrnopsiika.
3.23.2. TpeGoBaHUA K TPYAOBOMY JA0T0BOPY

TpynoBoil 1OroBOp COCTABIISECTCS:

- B MUCbMEHHOU (opme;
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-B JBYX OK3EMIUISIpPAaX, KaKIblH M3 KOTOPBIX MOJIMCHIBAETCS CTOPOHaMHU (OIUH
SK3EMIUIAP 71l pabOTHHKA, APYTro# s paboToaarTesns).

TpynoBbie 1OTOBOPBI MOT'YT 3aKJIIOYAThCS:

- Ha HEOIIPEACIICHHBIN CPOK;

- Ha OTpeJIeNICHHBIN CPOK HE OoJIee MITH JIeT (CPOUHBIN TPYIOBOM TOTOBOP).

CpouHBIil TPyJOBOM OTOBOp 3aKJIHOYAETCS B CIydasiX, KOTJa TPYAOBbIE OTHOILEHUS HE
MOTYT OBITh YCTAHOBJICHBI Ha HEONpPEIENICHHBIH CPOK C y4ETOM XapakTepa NpelCTOsIIen
palboThI WM YCIIOBUH €€ BBINMOJHEHUs. Eciau B TpyZOBOM JOroBOpe HE OTOBOPEH CPOK €ro
JEUCTBYSI, TO IOTOBOP CUUTAETCS 3aKJIFOUEHHBIM Ha HEOIIPEJIEIEHHBIN CPOK.

B TpynoBoM J0roBope MOTyT peAyCMaTpUBAThCsl YCIOBHUSL:

- 00 HCIBITAHUY,

- Hepa3IIallleHUH TOCYIapCTBEHHOM, CITY)KEOHOH HITH KOMMEPUYECKOU TaliHBI;

- 00s13aHHOCTH pabOTHHUKA OTPabOTaTh Mocie 00yUeHUsI HE MEHee OTPEIEICHHOT0 CpoKa
(ecu oOyueHHe MPOU3BOAUIIOCH 3 CUET pabOTOIATEN);

- UHBIE YCJIOBHSA, HE YXYALIAIOIUE TOJOXEHHE PadOTHUKA N0 CpaBHEHUIO ¢ TpynoBbIM
KOJIEKCOM.

VYcnoBus TPyIOBOTO JOrOBOPA MOT'YT ObITh U3MEHEHBI TOJIBKO IO COTJIALICHUIO CTOPOH U
B MMMCBMEHHOU popme.

PaGoTHuK BIpaBe HE BBHIMONHITH PabOTHI, HE BKIIOYEHHBIE B TPYJ0BOW J0roBop (cT. 60
TK PD).

TpynoBoii moroBop BCTymaer B CHJIy CO JHA €ro MOANUCAaHUA pPAOOTHUKOM U

paboTonmarenem.

3.23.3. [IpaBwia cocTaBjieHUs TPYAOBbIX J0rOBOPOB

TpynoBbie H0TOBOPHI 0GOPMIIIOTCS Ha OJaHKe JOTOBOpA WM HA CTaHIAPTHBIX JIUCTAX
A4.

TpynoBoit 1OroBop JOJKEH UMETh:

- HAMMEHOBaHUE OpraHU3allNY;

- HAMMEHOBaHHE BUJA TIOKYMEHTA;

- ary;

- HOMED;

- MECTO COCTaBJICHHS;

- TEKCT;

- moamnucu paboromarenss U pabOTHHKA (C yKa3aHWEM JOJDKHOCTEH M pacmudpoBOK
TIOJIITHUCEN);

- T1eYaTh.

JlaToil TpyaoBOrO JOroBOpa SBISETCA Jara €ro IOAINMCaHusA CTOpoHamHu. B Tekcre

TPYZAOBOI'O JOTOBOPA YKa3bIBAETCS:
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- HaUMEeHOBaHue padoronatens (haMuus, UMs, 0OTIECTBO paboTomarens - GU3NIECKOro
JIAIIA);

- amuTus, UMsi, OTIECTBO paOOTHHUKA;

- MECTO paboThI (C yKazaHHEM CTPYKTYPHOTO MOApa3AeiICHuUs );

- 1aTa Hayana paboThI;

- HAUMEHOBAHHUE JIOJDKHOCTH, CHELMATbHOCTH, MPO(PECCUN WM KOHKPETHas TPyAoBas
¢byHKUUMS; IpaBa U 00513aHHOCTH PaOOTHUKA,;

- IpaBa ¥ 00513aHHOCTH paboTONATENs;

- XapaKTePUCTHKHU YCIOBHH TPy/a;

- KOMITCHCAIIUU ¥ JIbTOThl PAOOTHHUKY 3a pabOTy B TSKEIBIX, BPEAHBIX U (MJIM) OMACHBIX
YCIIOBHUSX;

- peXKUM Tpyla U OTIbIXa (€CIM OH B OTHOIIEHWH JNAHHOTO pabOTHWKA OTIUYAETCS OT
OOIIUX MPABHII, YCTAHOBJICHHBIX B OPTaHHU3AIHH );

- YCIIOBUS OIUIATHI Tpyaa (B T. 4. pa3Mep TapuHOW CTaBKH WU JOHKHOCTHOTO OKJIa/aa
paboTHUKA, TOTUIATHI, HAJ0ABKH U MOONIPUTEIHHBIC BHITLIATHI);

- BUJIBI U YCJIOBHSI COLMAIBHOTO CTPAXOBaHUs, HETIOCPEACTBEHHO CBA3aHHBIE C TPYJOBOM
JeATeIbHOCTBIO.

B ciyuae 3axiroueHust CpOYHOTO TPYZAOBOTO JIOTOBOPA B HEM YKa3bIBAIOTCS:

- CPOK €ro JICUCTBUS;

- 00CTOSITENbCTBO, MOCTY)KUBILEE OCHOBAHHMEM JUIS 3aKJIIOYEHHUS CPOYHOI'O TPYHAOBOTO
J0TOBODA.

TpynoBeie 1OTrOBOPHI:

- BKJIFOYAIOTCS B COCTAB JIMYHBIX JE]T PAaOOTHUKOB;

- popMuUpYIOTCSl B OTHEIbHOE Aeno no andaButy pamMunuii pabOTHUKOB (€CIH JTHYHBIC
Jiesia He 3aBOJISTCS ),

- XpaHaTcs 75 Jer.

3.24. J/InyHas KAPTOYKA

3.24.1. IlonsATHE IUYHOU KAPTOUKH

JlnyHast KapTOyKa - JOKYMEHT, COCTaBJsieMblii Ha paOOTHHMKA M COAEpKAIIMN KpaTKue
CBEJEHUs 0 HEM (00pa3oBaHUeE, CTaX, CEMEHHOE MOJI0KEHUE, TPYJ0Bast AESTEIbHOCTD U T.11.).

JInunas KapToyka SIBISETCA OJHMM U3 OCHOBHBIX JOKYMEHTOB IO Y4eTy II€pCOHaa,
KOTOpasi 3aBOJUTCA Ha BCEX PAOOTHUKOB MPEANPUATHS, HMPUHATHIX HA TOCTOSHHYIO WU
BpEMEHHYIO paboTy.

JInuHas kapTOUKa 3aloIHSIOTCS HA OCHOBAHUU JOKYMEHTOB:

- IIPUKA30B 110 JINYHOMY COCTaBY;
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- TPYZOBOM KHUXKKH;

- Macmopra;

- BOGHHOI'0 OMJIeTa;

- IOKyMeHTa 00 OKOHUaHUU Y4eOHOTO 3aBEACHHS;

- CTPaxoBOT0 CBUJICTEIHCTBA IEHCUOHHOTO CTPAaXOBAHHSI;

- CBHJICTENIHCTBA O TIOCTAHOBKE HA YUET B HAJIOTOBOM OPraHe;

- IpyTUX JTOKYMEHTOB, MPEAYCMOTPEHHBIX 3aKOHOIATEILCTBOM;

- CBEJICHUH, COOOIIEHHBIX O ceOe PaOOTHUKOM.

3.24.2. IIpaBwiia cocTaBJeHHUS JUYHON KAPTOYKH

Jlnunas kaprouka oopmisitoTcs Ha Onanke yHUuUIpoBaHHOH dopmbl Ne T-2. JInyHas
KapTOoYKa JJOJDKHA UMETh!

- HAMMEHOBaHUE OPraHU3aLlNY;

- HAUMEHOBaHHUE BUJA IOKYMEHTA;

- IaTy COCTaBJICHHUS;

- TEKCT;

- monucH pabOTHHKA KaAPOBOM CITyKObI U JIMIIa, HA KOTOPOTO OHA 3aBe/ICHA.

TekcToBas 4acTh JIMYHOW KAPTOUKU COAEPKUT PA3IAENbL:

- o0mue cBefieHus 0 pabOTHHKE;

- CBEJICHUSI O BOMHCKOM YUeTe;

- IpueM Ha padoTy U NEepeBOIbI Ha IPYTYIO paboTy;

- mpoeccoHaNIbHAs TOATOTOBKA;

- MIOBBIIICHUE KBATH(PUKALINY;

- IOOIIPEHUSI U HArpajbl;

- OTIIYCKa;

- COLIMAJIbHBIE JIBTOTHI;

- IOTIOJTHUTENIbHBIE CBEICHHUS,

- OCHOBaHHE YBOJIbHEHHSI.

I'maBHBIM paznenom kaprouku siBisietcs paszaen Il «IIpuem Ha pa®oTy M mepeBonbl Ha
APYTryro padoTy».

3anucu B 3TOM paszfienie JOJDKHBI COAEp)KaTh CCHUIKM Ha JaThl U HOMEpa IMPHKa30B O
Ha3HAUYEHUH, TEPEMEIICHNH WM YBOJbHEHHMHM pAOOTHHKA. OTH CBEACHUS JOJDKHBI
3aIOJIHATHCS ¢ 0CO00M aKKypaTHOCTBIO, T. K. OHM CIY)KaT OCHOBAaHUEM ISl TIOATBEPKACHUS
TPYAOBOTO CTaka pabOTHHKA.

B kxoHme kaxmoil 3amMcu B 3TOM pasfene OOJDKHAa CTOSATh MOJANUCH pabOTHHUKA.
3arnoHAIOTCS JIMYHbIE KAPTOUYKH PYKOMHCHBIM CIIOCOO0M pabOTHUKOM KaJpOBOM CITy>KOBI.

[Ipy u3MeHEeHHHM CBEOCHMH O paOOTHUKE B KAPTOUKY BHOCSTCS COOTBETCTBYIOIKE

JIaHHBIE, KOTOPBIE 3aBEPSIOTCS MOJIMUCHI0 pabOTHHUKA KaJpoBOil ciyxObl. JInuHas Kaprouka
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3aBOJMTCS Ha pabOTHUKA B OJHOM JK3EMILIIpE, XpaHUTCS B ceiipe B OTIENbHOM KapTOTeKe,

COCTaBJICHHOH 1O ani(haBUTY PaMUIHIA.
3.25. O0pameHus 1 KaJ100bI IPAKIAH

3.25.1. IIpaBo rpa:xjaaH Ha oOpamieHUus 1 KaJI00bI

I'paxxnane Poccun MMeErOT mpaBo HAINPaBIATh JIMYHBIE M KOJUIEKTUBHBIE OOpalleHus B
roCyaapCTBCHHBIC OpraHbl U JOJZKHOCTHBIM JIMIIAM. I[OJDKHOCTHBIC JiMia B mOpeaciiax cBOeit
KOMIICTCHITUHU 00s3aHbI:

- paccMOTpeTh 0OpaIleHHs;

- IIPUHATH PEIICHUS

- MPOU3BECTH HEOOXOIUMBIE ICHCTBHUS;

- JaThb MOTHBHpOBaHHBIﬁ OTBECT B YCTaHOBHeHHBIﬁ CpOK.

PykoBoauTenu opraHuzanuii HeCyT NEpCOHAIbHYI0 OTBETCTBEHHOCTH 3a paloTy IO

paccMOTPEHHIO 0OpaIlleHU TpaskIaH.

3.25.2. Buabl o0pamieHuil rpaxiaaH

OOparieHus ObIBAIOT TPEX BHIIOB:

- xano0a;

- 3asIBJICHUC;

- IPE/IOKEeHHE.

OOpareHust MOTYT OBITh:

- UH/IMBUIyaIbHBIMU (TIOJJAHHBIC OJHUM JIHIIOM);

- KOJUICKTUBHBIMH (TI0/IaHHBIC OT KIMEHH JIBYX M 0OJIee JIUII).

XKano0a - JOKyMEHT, B KOTOPOM YKa3bIBAIOTCSI HAPYILICHHUS TIPAB H OXPaHSIEMbIX 3aKOHOM
MHTEPECOB I'PaK/IaH.

XKanoba MOXKeT comepKarh:

- IPOCBOY O BOCCTAHOBJICHUH HAPYIICHHBIX IIPAaB K HHTEPECOB;

- KDUTUKY B aJpec IOJDKHOCTHBIX JIMIl WM TPaXJIaH, B pe3ylbTare HEOOOCHOBaHHBIX
JNEHUCTBUM KOTOPBIX IIPOU3O0IIIIO HAPYILIECHUE.

3asBICHUE - JIOKYMEHT, B KOTOPOM YKa3bIBAIOTCS MIPOCHOBI JIMYHOTO WIIN OOIIECTBEHHOTO
XapakTepa, HalpaBIICHHbIC HA PEATHM3AIMI0 MPEAOCTABICHHBIX 3aKOHOM MNpPaB M HUHTEPECOB
rpakaaH.

3asBJICHUE MOXET COJIepKaTh HMHMOPMALUIO O HEJIOCTaTKaX B ACATCIbHOCTH
TOCY/IapCTBEHHBIX OPTaHOB, MPEANIPHUATHIA, OOLIECTBEHHBIX OPTaHH3AIINH.

[Mpennoxenue - JOOKYMEHT, B KOTOPOM  YKa3bIBaeTCs HEOOXOIUMOCTb  CO-

BEPILICHCTBOBAHMUS PAa0OThl TOCYAAPCTBEHHBIX OPraHOB, NPEANPHUATHHA, OOIIECTBEHHBIX
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opraHmauHﬁ 1 PCKOMCHAYIOTCA MTYTHU U CII0COOBI PCHICHUA MOCTABJICHHLIX 3aaa4.

3.25.3. Ilopsinok padoThI ¢ OOpALIEHUSIMU TPAKIAAH

[Mopsimok paboOTHl ¢ OOpaIEHUSMHU TPAXKIAH MOXKET ObITh YCTAHOBIICH HOPMATHBHBIMU
JTOKYMEHTaMHU:

- (penepanbHbIMY;

- pETHOHATILHBIMU;

- OTPACJIECBbIMU;

- MyHUIIMIIATEHBIMH.

B cooTBeTcTBMY ¢ HOPMATUBHBIMU JJOKYMEHTaMHU OOpAIICHUS [TOIAI0TCS:

- B OpraHbl, KOMIIETCHTHBIC B PEIICHUH JaHHOTO BOIIPOCA;

- B TC OpraHbl U TE€M JIOJDKHOCTHBIM JIMI[aM, KOTOPHIM HMOJAYMHEHBI OPraHbl U JIMIA, YbH
TEeUCTBUS 00XKATYIOTCSL.

FocynapcTBeHHBIC W OOLIECTBCHHBIC OPraHU3AIMM, K BEACHUIO KOTOPHIX HE OTHOCSTCS
BOIPOCHI, TIOCTABJICHHBIC B OOpAICHWHW, JOJDKHBI HANPaBUTh MX 10 NPUHAIICKHOCTH,
U3BECTUB 00 3TOM 3asIBUTEIIS.

3anperiaeTcss HaNpaBisATh OOpalIeHUs] TPAXIAH B T€ OPraHbl MJIM TEM JOJDKHOCTHBIM
JMLAM, IeUCTBHS KOTOPBIX 00XKaTyIOTCS.

OOpareHust pemaroTcst:

- He TpeOyIoIIKe CIEeNUAIFHOTO U3YYEHHS U TOTIOJHUTEIBHBIX TPOBEPOK — B TeueHue 15
JTHEH;

- TpeOyIoIUe CIEIHaIbHOr0 M3y4eHUs U IONOJHUTEIBHBIX MPOBEPOK - B TeueHHE |
MecsIa.

Ecnu nnst pasperieHus 3asBiICHUS WIN )KaT0Obl HEOOXOAUMO TPOBEICHUE CHEHUATBLHON
MPOBEPKH, HCTPEOOBAHUE IOTIOJTHUTEIBHBIX MAaTEPHUAIIOB JINOO MPUHATHE APYTUX MEP, CPOKH
pa3peleHns MOTyT ObITh B MOPSIIKE HCKIFOUEHHS IPOJUICHBI PyKOBOJICTBOM OpPTraHU3aIH, HO
He 0oJiee YeM Ha OJUH MECHI], C COOOIIIEHHEM 00 dTOM 3asIBUTETIO.

Jlenonpou3BOACTBO MO OOpalIeHUsIM TpaKAaH B TOCYIAapPCTBEHHBIX OpraHH3aIlUsIX
JOJDKHO BECTUCH OTAEIBHO OT 00pabOTKH APYTUX BUIOB JIOKYMEHTOB.

Bce oOpatieHust perucTpupyroTcesi BACHb X MOCTYIUICHHS B YYETHBIX (JOpMax:

- JKypHaJIaX perucrpanuu (cM. puc. 5);

- Ha IIK;

- KapTOTCKaXx.
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Puc. 5. XKypnan perucrpanuu oOpaiieHuii rpaxian

Ha oGparienun craBurcs:

- JlaTa MOCTYIUICHUS;

- BXOJSIIIMNA HOMEp, COCTOSALIMMA U3 HAauyaIbHOW OYKBBI (paMUJIMM aBTOpPA U MOPSIKOBOTO
HOMEpa MOCTYNUBIIEro JokyMeHTa (Harnpumep Ne JI-17).

[tamMn c¢ perucTpalMOHHBIM HOMEpPOM IPOCTABIISETCS HAa CEpeAMHE HWXKHETro IO
MIEPBOM CTPAHUIIBI OOpAIICHUS.

[Tpu MOBTOPHOM MOJYYEHUHU OOpALICHHUS:

- IIPUCBAUBAETC OYEPEIHOM MOPSAIKOBBIN HOMED;

- YKa3bIBa€TCsl HOMEP NMEPBOro 0OpalleHus;

- ctaBuTCcs ot™MeTKa «IloBTOpHOY (B yueTHOH popme 1 Ha 0OpalIeHUun).

[Ipu mocTymaeHun NOBTOPHOTO oOOpamieHuss pabOTHUK, BEAYIIUH IeI0NpPOM3BOJCTBO,
00s13aH mepenaTh €ro Ha pacCMOTPEHHE PYKOBOJACTBY OpPTaHU3ALMM BMECTE C MPEIbIIyIIUMU
oOpalleHusIMU.

OOpareHus rpaxaaH MOT'YT OBITh IIOCTaBJICHBI HA KOHTPOJIb.

B »Tux cnyyasx B yueTHBIX (popMax M Ha caMOM OOpaIlEeHUHM TMPOCTABISAETCS 3HAK
KOHTpOJIs — «K».

PaboTta mo KOHTpOJIO 3a OOpAaIICHUSMHU TpakJaH BO3JaraeTcs Ha JIOJDKHOCTHBIX JIMIL,
HAaJICJICHHBIX COOTBETCTBYIOIIMMHU OTHOMOYHSMH IO KOHTPOJTIO.

Jluma, ocyniecTBISIONMNE KOHTPOJIb, UMEIOT MPaBO:

- 3ampamuBaTh Yy HCIOJHUTENEH HEoOXOJWMBbIE CBEICHUS O XOJe HCIOIHEHUS
oOparteHus;

- 3HAKOMUTBCS C JOKYMEHTAMHU, OTPAXKAIOIIMMHU COCTOSIHUE UCIIOTHEHUsI OOpaIleHus;

- TpeOOBaTh OT UCTIOJIHUTENEH OOBACHEHUS TPUYMH 33JCP>KKH UCIIOTHEHUS;

- BHOCHUTb IPEIOKEHHS COOTBETCTBYIOIIUM PYKOBOJUTEISIM MO YCTPAHEHHIO

- BBISIBJICHHBIX HapYIIEHUH B UCIIOJHEHUU OOpalleHusl.

KoHTponps 3aBepmiaeTcst TOJNBKO IOCIE BBIHECEHHMS PEIICHUS W MPHHATUS Mep IO

Pa3peLICHUIO IPEIOKEHUH, 3asBICHUN U Kanoo.
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CocrostHue paboTel C OOpalleHUSIMH TpaXKAaH aHAIM3UPYETCs, a WTOTU pabOThI
NEPUOINYECKU (©KEMECIUHO, SKEKBAPTAIBHO) TOKIIAABIBAIOTCS PYKOBOJICTBY OpTraHU3AIUH.

O xone BBINMONHEHUS HanOOJIee BAXHBIX M CIOKHBIX OOpAIIeHUI, CPOKH HCIOIHEHUS
KOTOPBIX MOTYT OBITH HApYIICHBI, HE3aMEUIUTEIBHO IOKIAIBIBACTCS KOHTPOJIHUPYIOIUM
JIMIIOM PYKOBOJUTEIIO OpTaHU3aLUH.

OOpareHust rpaXiaH CUUTAIOTCS Pa3peIIeHHBIMU:

- €CJIM PacCMOTPEHBI MOCTABJICHHbIE B HUX BOIPOCHI; IO HUM IMPHHATH HEOOXOJIUMBIE
MEpBHI;

- JTaHBl OTBETHI, COOTBETCTBYIOLIHE JCHCTBYIOIIEMY 3aKOHOAATEILCTBY U APYTUM
HOPMATHBHBIM aKTaM.

B »TOM ciyuae mnpocTaBisieTcs OTMETKa 00 WCHOJHEHMH B YYETHBIX (opMmax,
coJepKarias:

- KpaTKoe yYKa3aHHe BUIa UCTIOTHEHUS;

- HOMEp | JaTy OTBETHOTO JJOKYMEHTA.

PykoBoauTenu opranu3auii JOHKHBI COOOIIATh TPaKIaHaM O PEIICHUSX, TPUHSITHIX IO
uX 0OpaleHUSM.

OTBeT MOXeT ObITh IaH: B MUCHbMEHHOU (hopMe; YCTHOH dopme.

B cnydae ycTHOro oTBeTa JenaeTcs COOTBETCTBYIOIIAs 3alKCh Ha OOpalleHud U B
y4eTHOU (opme.

Ha xax7oM oOpallieHuu 1mociie ero UCIOTHEHUsI CTaBUTCS:

- 3amuch «B gemo Ne ...»;

- MPOCTABIISACTCS INYHAS MTOAMCH UCTIOHUTES;

- IaTa.

OOpamenust TpakJaH IOCIE HX pa3peuieHus CO BCEMH OTHOCSIIUMHCS K HUM
JOKYMEHTAaMH HAalpaBJIAIOTCS B OTICIbHOE JeN0 B COOTBETCTBUH C YTBEPXKIACHHOM
HOMEHKJIATYpOU OpPraHU3aLuu.

JIOKyMEHTBI PacIoiaratorcs B jeje:

- B XpOHOJIOTHYECKOM TOPSIIIKE;

- KKI0€ TMUCBMO M BCE JOKYMEHTHI IO €ro pPacCMOTPEHUIO COCTAaBIAIOT B Jele

CaMOCTOATENBHYIO TPYIIITY.
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OcHOBHBIE TCPMHUHBI U OIIPECACJICHUNA, UCITOJIB3YEMbBIC B

TOKYMEHTHPOBAHUM YIIPABJIEHYECKOM AeATeJIbHOCTH

ABTOOMOrpadusi - ONMCaHWE CBOEH JKM3HHM, BKJIIOYaroniee oOydyeHHE U TPYIOBYIO
NEeSATEIbHOCTD.

ABTOMATH3HpPOBaHHasi WH(OpPMaNMOHHAs cHcTeMa - HH(OpPMAIMOHHAs CHCTEMa,
peanu3yemasi ¢ UCIOJIb30BAHUEM CPEICTB BBIUUCIUTEIbHON TEXHUKU U CBSI3H.

ABTOp [OKyMeHTa - (U3MYECKOE WIM IOPUANYECKOE IO, CO3JaBIlIEe JTOKYMEHT.
Anpecart - IO WM OpraHu3alus - IoJdy4areiab JOKYMEHTA.

AzpecoBaHMe JOKYMEHTA - yKa3aHUE IIOJydyaTessl JOKYMEHTa IIyTeM IPOCTaBICHUS
PEKBU3HTA «aJpecar» B IIPABOM BEPXHEM YIUIY JIUCTA.

AKT - JIOKyMEHT, COCTaBJIEHHBIM HECKOJbKMUMM JHMIAMH U TOJATBEPKIAIOIIMMA
KOHKpETHBIE (haKThl WIN JACHCTBUSL.

AKIENT - IPUHATHE- IPEII0KEHUS O 3aKJIIOUEHUN KOHTPAKTa OJTHOM U3 €ro CTOPOH.

AHKeTa - JOKYMEHT, COJEPKall1il BOIIPOCHI 110 ONPEAEICHHON TEME U OTBETHI HA HUX.

AHHOTANMA - KpaTKas XapaKTEpUCTUKA COAEP)KaHUs KHUTHU, OTYETA, CTaTbU, JOKYMEHTA.

ApXHUB - OpraHu3anys WM €e CTpPyKTypHOE NOApa3AeiieHUE, OCYILECTBISIOUUE IPUEM U
XpaHEHHE APXUBHBIX JOKYMEHTOB C LIEJIbIO UCIIOIb30BaHHUS.

Bananc npexnpusaTus - GUHAHCOBBIN TOKYMEHT, OTPAXKAIOIINI COCTOSTHUE JICHEKHBIX U
MaTEpUATIBHBIX CPEACTB NPEANpUATHS (PAaCX00B U JOXO/IO0B).

Baank nokymeHTa - Ha0Op PEKBU3UTOB, UICHTUDUIMPYIOUUX aBTOpa O(UIIHATIEHOTO
MIACbMEHHOTO IOKYMEHTA.

Byxranrepckue JOKYMEHTbI - JOKYMEHTBI, HEOOXOOUMBIC JJs BeACHUS OyX-
TaJITepCKOTO Y4eTa, sIBISIOLINECs MMCbMEHHBIM J0Ka3aTeIbCTBOM COBEPIIECHUS (PMHAHCOBBIX,
XO3MCTBEHHBIX OIEPALIIA.

Bexomocth - miepeueHb (CIIMCOK) KAKUX-THOO JaHHBIX, pACHOJOXKEHHBIX B
OIIPEIEIICHHOM IIOPSIIKE.

Busa opuuuaabLHOro J0KYMEHTA - PEKBU3UT JOKYMEHTA, BBIPAYKAIOIIMM COIIACHE WU
HECOIUIACHE JOJDKHOCTHOIO JIMLA C COACPKAHUEM JOKYMEHTA.

BHemiHMii JOKYMEHT - JOKYMEHT, OTIPABJIEHHBIA APYrUM OpraHu3anusM (JIMLaMm) Wiu
MIOJIYYEHHBIH OT HUX (MCXOIALINI WU BXOJAIINN).

BHyTpeHHAsl ONIMCH - YUYETHBIN JOKYMEHT, COAEPKAILIMN IepeYeHb JOKYMEHTOB Jeia C
YKa3aHUEM IOPAJKOBBIX HOMEPOB JOKYMEHTOB, MX HWHJICKCOB, HA3BaHW, IaT, HOMEpOB
JIUCTOB.

BHyTpeHHUIl J0KYMeHT - O(UUUAIBHBIA JOKYMEHT, HE BBIXOJIAIIMNA 3a MpPEAeibl
IIOATOTOBUBIIEH €r0 OPraHU3aluu.

Bxoasammii TOKYMEHT - JOKYMEHT, I[OCTYIMBIIMM B Yy4YpeKJeHHE. Bbinucka wu3
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JIOKYMEHTA - 3aBEPEHHAsl KOIUS YacTH JOKYMEHTA.

I'pudg - orpanMyeHHs AOCTYNa K JOKYMEHTY - PEKBHU3UT O(UIUAIBHOTO JOKYMEHTA,
CBHJICTENILCTBYIOUIMI 00 ocoOoM Xapakrepe uWHGOpPMALMK, OrPAaHUYUBAIOMINNA KpPYyr
M0JIb30BaTEIEH JOKYMEHTA.

I'pud coriacoBanmsi - peKBU3UT OPUIMATIHHOTO JOKYMEHTA, BBIPAXKAIOMIUN coTjacue
YUPEXKACHUS WM €70 OpraHa, He SBJISIOLIEr0Cs aBTOPOM JOKYMEHTA, C €r0 COACPKAHUEM.

I'pud yTBep:kaeHns - peKBU3UT OQUIIHAIBHOTO JOKYMEHTA, MPHU A0 HOPMATUBHBIN
WIM NIPAaBOBOM XapaKTep €ro CoAepKaHMIo.

Jlata opuHAJIBLHOIO0 JOKYMEHTA - PEKBU3UT O(PUIIMATHLHOTO JOKYMEHTA, COJIEP KaIIHiA
yKa3aHHOE Ha JOKYMEHTE BPeMsl €ro CO3JIaHMsI M/UIIU MOJNUCAHUs, YTBEPKACHUS, IPUHATHUS,
COTJIACOBAHUS, OTYOJIMKOBAHHUS.

JleJ10 - COBOKYITHOCTb JJOKYMEHTOB MJIM JOKYMEHT, OTHOCSIIUECS K OJJHOMY BOIIPOCY HIIU
y4acTKy AeATeIbHOCTH, TIOMEIEHHBIE B OT/ICIBbHYIO 00JIOKKY.

Jesionpon3BoACTBO (JOKYMEHTAallUOHHOe o0ecnevyeHue ynpasiaenuss (AO0Y) -
oTpacib JeSTeIbHOCTH, oOecreynBaomas JOKYMEHTUPOBAHHE M OpraHu3aluio padoThl ¢
o(uKaTbHBIMUA JOKYMEHTAMH.

JloBEpEHHOCTb - JOKYMEHT O MPEeJOCTAaBJICHUM IIpaBa JOBEPEHHOMY JIMLY Ha
COBEpILEHUE KAKUX-THOO0 EeHCTBUIA OT JIMIa TOBEpUTENs (MPEIIPUATHS UITH TPAXKIaHIHA).

JloroBop (KOHTPaKT) - JOKYMEHT, (HUKCHPYIOUIMHA CoOrJaleHue CTOpOH 00
YCTaHOBJICHHH KaKUX-THOO OTHOIIEHUH U YCIOBUN UX PEryJIupOBaHUS.

JokjiagHast 3amMCKa - JOKYMEHT, aJpECOBAaHHBIM pPYKOBOJACTBY, COZAEpKaLUN
U3JI0KEHHUE KaKOTO-T100 BOMpPOCa C BHIBOIAMH U TPEATIOKEHUSIMUA COCTABUTETIS.

JlokyMeHTanus - opopMIICHHAS IO €AWHBIM IPAaBUJIaM COBOKYITHOCTb JJOKYMEHTOB.

JIOKyMeHTHpPOBaHHMe - 3alMuCh HMH(OpPMAIMM HA pPA3TUYHBIX HOCHUTENSAX IO YC-
TaHOBJICHHBIM IpaBUJIaM.

JIOKyMeHT (IOKyMeHTHpOBaHHasi uHdopmanusa) - 3apUKCHUpOBaHHAs Ha Ma-
TepUaIbHOM HOCHUTEJE HHPOPMALKS C pEKBU3UTAMHU, TIO3BOJISIIOIIMME €€ UACHTH(PHUIINPOBATh.

JIOKYMEHT JIMYHOT0 NMPOUCXO0KAEHHUS - TOKYMEHT, CO3J[aHHBINA JTUIIOM BHE CQEphl ero
CITy’)K€OHOU JIeATETHbHOCTH WM BBITIOJTHEHHSI OOIIECTBEHHBIX 00S3aHHOCTEH.

JIOKyMeHT0000pOT - IBUKEHHE JOKYMEHTOB B OpraHM3allid C MOMEHTA UX CO3JaHMS
WM MOJIYYEHHUS 0 3aBEPILEHUS UCTIOIHEHNS MU OTIIPABJICHUS.

JIOKyMeHTBI NOCTOSIHHOIO XpPaHEHWsl - JOKYMEHTBI, KOTOPHIM YCTaHOBJIEHO
OeccpouHoe (BEYHOE) XpaHEHHUE.

Jocbe - KOMIUIEKT JOKYMEHTOB Jieja.

Jy0JuKaT JOKyMEHTAa - IOBTOPHBIA 3K3EMIUISP MOUIMHHHMKA JOKYMEHTA, UMEIOIIMM
IOpUIUYECKYIO CUITY.

Kanob6a - nucbkMeHHOE MM YCTHOE OOpalleHue (PU3UUYECKUX WM IOPUIANYECKHUX JIUI[ B

rOCyJapCTBEHHbIE WM OOIECTBEHHbIE OPTaHbl 10 MOBOJY HAPYIIEHUS MPaB U OXpaHIEMbIX
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3aKOHOM MHTEPECOB.

/KypHas y4yeTra JOKYMEHTOB - XypHaJ, COCTaBJICHHBIH 1O ompeneneHHON (opme u
COJIeprKalluil CBEIEHUS O JOKYMEHTaX U OIepalusix ¢ HUMHU.

3aro0/10BOK 0QHIHATBHOIO0 JOKYMEHTA - PEKBU3UT JOKYMEHTA, KpaTKO M3JararoIiuii
€ro COoAEp:KaHueE.

3aro10Bok [Jena - KpaTkoe oOOO3HAu€HHE CBEIEHHUM O COCTaBe M COJEpKAHHU
JOKYMEHTOB B JIEJIE.

3aro;10Bo4YHasi 4acTh [OKYMEHTAa - COBOKYIIHOCTh PEKBU3UTOB: «3MOJeMa opra-
HU3alUN», «HAUMEHOBAaHUE OpraHU3allil», «CIpPaBOYHBbIC [aHHbIE 00 OpraHU3aIUN»,
«HaMEHOBaHUE BHUAA JOKYMEHTa», «JaTa JOKYMEHTa», «pPETUCTPALUOHHBIA HOMEp
JOKYMEHTa», «CChbUIKA Ha PEruCTpPallMOHHBII HOMEpP M JaTy OKYMEHTa», «3arojoBOK K
TEKCTY.

3akir0o4eHHe - JOKYMEHT WIHM TEKCT, COAEp)KalMi MHEHUE KOMHMCCHH, OpraHM3aluH,
CHELHAINCTA 110 KAKOMY-JTHOO0 BOIIPOCY, TOKYMEHTY, TEME.

3anpoc - opunuanbHOE NUCHMO, TpeOyIolee OTBETA.

3asiBjIeHHe - JIOKYMEHT, COJIep KaIluii MPOChOy MU MPEIOKEHHE.

Hunexc gena (Homep aena) - nudposoe u/minm OykBeHHO-IIM(poBOe 0003HAYCHHE Jerna
B HOMEHKJIAType JIeJl OpraHU3allii, HAHOCUMOE Ha €ro 00JIOKKY.

NHpexkcanusi NOKYMEHTOB - IIPUCBOCHUE JIOKYMEHTaM IIOPAJKOBBIX HOMEpPOB H
YCJIOBHBIX 0003HAYEHUN NIPU PErUCTPALIUH.

NHCcTpyKIMsA M0 JOKYMEHTAllMOHHOMY 00eCle4eHHI0 IesiTeJIbHOCTH NpeANnpHATHS
(1m0 1eonpou3BOACTBY) - JOKYMEHT, PETJIaMEHTUPYIOLIUHN MpaBUiIa, IPUEMbI U IPOLECCHI
CO3JIaHUs IOKYMEHTOB U MOPSAJOK pabOThl ¢ HUIMHU Ha MPEIIpPUATHH.

HNudopmanuss - cBeneHHs O JHIAX, NpeaMeTax, ¢akraxX, COOBITHUAX, SBICHUSAX U
npolieccax He3aBUCHUMO OT (POPMBI HX MPEICTABICHUS.

NudopmanuonHas cucreMa - OpPraHU3alMOHHO YIOPSAJOYEHHAs COBOKYIHOCTH
JOKYMEHTOB (MaCCHBOB JJOKYMEHTOB) U MH(POPMAITMOHHBIX TEXHOJIOTHH.

HckoBast naBHOCTH - CPOK JUIs 3allUThl IpaBa II0 HMCKY JIMLA, [PaBO KOTOPOTO
HapYILICHO.

HckoBoe 3asiBieHUe - 3a5BJICHUE B Cyl, apOUTPaX O MPETCH3UAX K (PU3MUECKOMY HITH
IOPUIMYECKOMY JIUITY, COCTABJICHHOE IO OTIpeIeIeHHO! (hopMme.

Hcxoasimmii JOKYMEHT - oQHUIIHAIbHBIA JOKYMEHT, OTHPABIISIEMbIH U3 YUPEXKICHUS.

Kapra-samecTurenb - JOKYMEHT, NOMELIAEMbIi Ha MECTO BBIJAHHOTO [ela W
COJIeprKalIuil CBEIEHUSI O TOM, KOMY U KOI'/1a OHO BBIJIAHO.

KBuranumsa - pacnucka, BbIJaHHas OpraHu3aluedl U NOATBEp)KIAroLlas IOJIy4EeHUE
JICHET WM MaTepUAJIbHBIX [IEHHOCTEH.

KomMmepueckass TaiiHa - NpPOW3BOJCTBEHHAs, HAyYHO-TEXHUYECKAs, YIpaBJIECHUYECKas,

¢uHaHCcOBas M MHAsg WH(pOpPMANMs, UCHOJb3yeMasi M JOCTHKEHUS KOMMEPUECKUX Lienei
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(momyuyeHust  mpuOBLIM, MPEJOTBpalleHHs  yimepda, TOJdyd4eHUs  J10OpPOCOBECTHOTO
IIPEUMYIECTBa  HaJ  KOHKYPEHTaMH), KOTOPYIO  IpPEIIpPUHHUMATENb  OTHOCHT K
KOH(UACHIINATEHOH.

Kommepuecknii aKT - JOKYMEHT O HapylleHusx (HeagocTade, NOpYE, XWILEHUN),
JOTYILEHHBIX IPU TPaHCIOPTUPOBKE Ipy30B. KoMMepyeckuil akT CIIy)KUT OCHOBAHHEM
MOJIyJaTeNnio rpy3a A TNPEABbABICHUS MPETEH3UH O BO3MELICHHH YOBITKOB CTOPOHE,
JOIYCTUBIIEH ITOPUy rpys3a.

KonTparenT - oqHa U3 CTOpOH KOHTpaKTa, 10T0BOpa.

KonTtpaxr - cM. 1orosop.

KoHTpo.1b MCHOJHEHUs] TOKYMEHTOB - COBOKYITHOCTb NEHCTBUH, 00ECIEeUNBAIOLINX
CBOEBPEMEHHOE UCIIOJIHEHHUE TOKYMEHTOB.

Konpuaenunaibuasgs uHpopMauus - JOKyMEHTHpPOBaHHas HMHQOpPMAIUs, JOCTYN K
KOTOpPOM OTPAHUYMBAETCS B COOTBETCTBUU C 3aKOHOAATEIbCTBOM PD.

Konuss pgoxkyMeHTa - JOKYMEHT, TIIOJHOCTBIO BOCIPOM3BOAALINN HHPOPMALIUIO
IIOJUIMHHOIO JOKYMEHTa M BC€ €r0 BHEIIHHWE IPU3HAKA WIM 4YacTh WX, HE HUMEIOLUN
FOPUANYECKON CHIIBL.

Konusi nokymeHTa: 3aBepeHHasi - KONMS JOKyMEHTa, Ha KOTOPOW B COOTBETCTBUU C
YCTAQHOBJICHHBIM TOPSIIKOM IPOCTABISIOT HEOOXOAUMBIE PEKBU3UTHI, MpHIAIOIUe ei
IOPUIUYECKYIO CUITY.

KpenuTHoe mHCBLMO - MHCHMO O TMPEAOCTABICHUM OAHKOBCKMX TapaHTU OIUIATHI 1O
KOHTpPAKTY.

JInuHasi KapTOUYKA - JOKYMEHT, COCTABIsIeMbIil Ha paOOTHHUKA U COACPIKAIIMA KpaTKue
cBeleHUs 0 HeM (00pazoBaHMe, CTaX, CEMEMHOE MOJIOKEHHE, TPYI0Bast IEATEIbHOCTD U T.1I.).

JInuHoe [1e10 - COBOKYITHOCTh JIOKYMEHTOB, COJIEPXKAIIUX CBEACHHS O paOOTHHKE, €ro
o0Opa3oBaHuM, TPYAOBOH JAESITENTLHOCTH, CEMEHHOM TIOJIOKEHUH.

HaxkJiiagHas - JOKYMEHT, COACPIKALUN CBEACHUS O IPY3€ U IFApaHTUAX €TI0 JOCTABKH.

Homenkiyiatypa JeJ - CUCTEMaTU3UPOBAHHBIM II€PEUECHb HAMMEHOBAHUM  JEll,
3aBOAMMBIX B OpraHu3alMd, C YKa3aHHMEM CpPOKOB HUX XpaHeHHs, O(OPMICHHBIA B
YCTaHOBJICHHOM IOPSIKE.

HopMaTHBHBIH [JOKYMEHT - JIOKYMEHT, HW3JaHHBIM YIOJIHOMOYEHHBIM Ha TO
TrOCYJApCTBEHHBIM OpPraHOM U YCTAHABJIMBAIOIIMKA HOPMBI, IIPaBWJIa IIOCTOSHHOIO WU
BPEMEHHOTO JICHCTBUS, pACCUUTAHHBIEC Ha 00s3aTeIbHOE TPUMEHEHHE.

Opraan3anoHHO-PACHOPAIMTEIbHBIH AOKYMEHT - BUJ IIMCbMEHHOIO JOKYMEHTA, B
KOTOPOM (DUKCHUPYIOT pelIeHne aJJMUHUCTPATUBHBIX U OPraHU3aIIMOHHBIX BOIIPOCOB, a TAKKE
BOIPOCOB YIPAaBJICHUS, B3aUMOJEHCTBHs, OOCCIIEUCHUS M PEryJUpOBAHUS JEATEIBHOCTH
OpraHOB BJACTH, YUYPEXKACHUM, MPEANPUATUH, OpraHu3alui, HUX MOAPA3ACICHUN U
JOJKHOCTHBIX JIMLI.

Opranuszanus padoTbl ¢ JOKYMEHTAMH - OpraHu3anus JOKYMEHT0000poTa, XpaHEeHUs
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U HUCIIOJIb30BAaHUs JOKYMEHTOB B TEKYLICH NEATEIBHOCTH YUPEK ACHUS.

OpuruHan 10KyMeHTa - IEPBbIH, IOAJINHHBIA SK3EMIUIIP JOKYMEHTA.

OTMeTKa 0 MOCTYIUIEHMH JOKYMEHTA - OTMETKA, IPOCTaBJIsieMas HAa HUXKHEM II0JIE
BXOJAILETO JOKYMEHTA, COCTOSIIAs U3 MOPSAKOBOIO HOMEpa U JaThl TOCTYIIICHUSI.

Odepra - nuCbMEHHOE MNPEATOKEHUE O 3AKIIOUEHUM KOHTpPAaKTa Ha ONPEIEIICHHBIX
YCIIOBHUSIX.

OdunmaabHblii JOKYMEHT - JOKYMEHT, CO3JaHHBIM OPUAMYECKUM WU (U3NYECKUM
JUIIOM, 0(OPMIICHHBIN U yJJOCTOBEPEHHBIH B YCTAHOBICHHOM TOPSIKE.

OdopmieHne 10KyMeHTA - IPOCTaBICHUE HEOOXOIUMBIX PEKBU3UTOB, YCTAHOBICHHBIX
IIpaBWJIaMU JOKYMEHTHUPOBAHUS.

Odopmienue gesa - NOArOTOBKA J€Ia K XPAaHEHUIO B COOTBETCTBUM C YCTaHOBJIEHHBIMU
IIPaBUJIAMH.

IlepconanbHble JaHHBbIE - CBEJCHHUA O (DaKkTaX, COOBITHSAX M OOCTOSTENHCTBAX >KU3HU
rpaX<I1aHHHa.

IleyaTrp - 27EMEHT yIOCTOBEPEHHUs IOJJIMHHOCTH IOANMCH JOJDKHOCTHOIO JHMLIA Ha
JOKYMEHTaX, IpPelyCMOTPEHHBIX HOPMATHBHBIMM AaKTaMH, YIOCTOBEPSIOLIUX IIpaBa JIUIL,
¢bukcupyromux (HakTel, CBA3aHHbIE C PMHAHCOBBIMH CPEJICTBAMHU.

IIncbMeHHBIE TOKA3aTeIbCTBA - JOKYMEHTHI (aKThl, KOHTPAKTHI, IUCbMa JIEIIOBOTO UJIH
JMYHOTO XapakTepa), CoJepxKaliue cBeeHns: 00 00CTOATEIbCTBAX Jea.

IIncemo - 0000mIeHHOE HAa3BaHME PA3IUYHBIX [0 COACPIKAHUIO JIOKYMEHTOB,
NEPEChUIAEMBIX 110 TIOYTE, KypbepOM, MOCPEICTBOM (PaKCUMHUIBLHON HIIM 3JICKTPOHHOM CBS3H.

IopuHaHNK (0(PMUIMAJBLHOIO) JAOKYMEHTA - IEPBBIM WM €IUHUYHBIM DK3EMILISAD
o(UIMATBHOTO JOKYMEHTA.

IHoaIMHHBIH AOKYMEHT - JOKYMEHT, CBEJCHHS 00 aBTOpE, BPEMEHH U MECTE CO3JaHHUs
KOTOPOro, coJepKallvecss B CaMOM JOKYMEHTE WM BbISBICHHBIE MHBIM IIyTEM,
MIOATBEPKIAI0T JOCTOBEPHOCTD €I0 IPOUCXOKICHUS.

Ioanucek - peKBU3UT JOKYMEHTA, MPEACTABISIONINN CO00I COOCTBEHHOPYYHYIO POCTIHCH
ITOJTHOMOYHOI'O JOJKHOCTHOTO JIMIIA.

Ioab30BaTenbp MHPOPMALUH - CYOBEKT, OOpaliaonuics kK ”HPOPMaMOHHON cucTeMe
WM TIOCPETHUKY 32 TOJy4eHHEM HEe0OX0 MO eMy HH(OPMAIUK U TIOJb3YIOLIHICS €1O.

IIpaBuia AOKYMEHTHPOBAHMA - TPeOOBAaHMS M HOPMBI, YCTaHABJIMBAIOIIUE MOPSAIOK
JOKYMEHTUPOBAHUS.

IIpaBo moaNMUCH - IOJTHOMOYME JOJDKHOCTHOIO JIMIIA HA MOANUCAHUE JOKYMEHTOB.

IIpeten3us - ciryeOHOE MTUCHMO O HEBBIITOJHEHUN 00S3aTENBCTB IPYTOil CTOPOHOM.

IIpuka3 - §DpaBOBOM aKT, W3JaBacMbli PYKOBOIAUTEIEM B LEIAX pa3pelicHUs
IIPOU3BOJICTBEHHBIX 3a/a4.

IIpoekT aQOKYMeHTa - IIpEABAPUTEIIBbHBINA, HENOJINUCAHHBIM BAapUAHT JIOKYMEHTA,

MIPEAHA3HAYEHHBIN I pACCMOTPEHUS.
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IIpoTrokon - HOKyMeHT, (UKCHUPYIOIIMHA XOa OOCYXKIEHHS BOINPOCOB M TPHHATHUSA
pelieHnit Ha cCOOpaHMsX, COBEIAHUIX, 3aCEaHNAX KOJUIETHaIbHBIX OPTaHOB.

Cucrema JOKyMEHTAallUM - COBOKYINHOCTb JOKYMEHTOB, B3aUMOCBS3aHHBIX I10
IpU3HAKaM MPOMCXOXKACHUS, Ha3HAYCHUs, BUJA, Cephl ACATEIbHOCTH, €IUHBIX TPeOOBaHUI
K UX 0(OPMIICHHIO.

Cay:x6a 1eJJonpon3BOJACTBA - CEKpeTapyuaT, KaHLESIpHUs, YIpaBiIeHUEe AeIaMu, oOmui
OTHeN, OTHAeN JOKYMEHTAIlMOHHOTO OO0ecleyeHus W JApYrue MOJpas3lesieHusi, OCHOBHON
(byHKIIMEH KOTOPBIX SBJIsIETCS paboTa ¢ TOKYMEHTaMHU.

Cay:xeOHbIH AOKYMEHT - OQUIHMATIbHBIN JOKYMEHT, HCIOJNb3YeMbli B TeKyIlen
JESITEIbHOCTH OpraHu3aluy.

Cayxe0Hasi 3amMcKa - JOKYMEHT, aJpECOBAaHHBIM PYKOBOJICTBY HPEINPHUITHS WIN
CTPYKTYpPHOT'O TOJpa3ieiaeHUs (peXe - BBILIECTOALIEMY OpraHy), COAECpPXAaIIUi H3JI0KEHUE
KaKOT0-JIN0O MPOU3BOJICTBEHHOTO BOIPOCA C BHIBOJIAMH, TPOCKOAMU H MPEUIOKECHUSMH.

CnpaBka - JOKYMEHT, COJIEpKaIlMi ONMUcaHue U (MJIM) TMOATBEPKIACHUE TEX WM UHBIX
(baxToB, COOBITHI.

Cpok ucnoTHeHusl JOKYMEHTa - CPOK, YCTaHOBJIEHHBI HOPMATHUBHO-TIPABOBBIM aKTOM,
OpPraHU3aLMOHHO-PACHIOPSAUTENBHBIM JOKYMEHTOM MJIU PE30JIFOLIMEH.

CranpapTu3anusi JOKYMEHTOB - YCTAQHOBJIGHHE €IMHBIX MNpaBuil O(OpMIICHHUS
CITy’KEOHBIX IOKYMEHTOB, YTBEPKJICHHBIX KOMIIETCHTHBIM OPT'aHOM.

TekcToBBIH penakTop (mpoueccop) - MPOrpaMMHOE H3JEIHE, Jalollee IIHUPOKHIA
CIIEKTP BO3MOXXHOCTEW AJIl CO3JaHus JOKYMEHTOB M paboTel ¢ HUMHU (Word, JIEKCHKOH H
T.1.).

ToBapHblii 3HaK - YCIOBHOE OOO3HAYCHHE, 3aPETMCTPUPOBAHHOE TOCYIAAPCTBOM,
NpeJHa3sHAuYeHHOE Ui OTIMYMS TOBApPOB OJHUX IOPHUAMYECKMX U (U3MYECKUX JIUI[ OT
OJIHOPOJHBIX TOBAPOB JPYTUX.

YuupunupoBannasa cucrema aoxkymentamum (YCJ) - cucrema goKymMeHTallUH,
CO3/laHHas 1O eIMHBIM TMpaBWwiIaM U TpebOBaHUAM, cojepkamas HH(OPMAIUIO,
HEO0X0AUMYIO JUIs YIIPABIICHHS B ONPEACTICHHON cepe AesTeIbHOCTH

®akcummiie - 1) BOCIPOM3BEIECHUE TEXHUUYECKHMH CPEICTBAMU KOIHMHM OpPUIMHAJIA;
2) Kiule, neyaTrka, o3BOJIS0IIasi MHOTOKPAaTHO BOCIIPOM3BOAMTD MOANUCH HA TIOKYMEHTAX.

@®ail1 - COBOKYNNHOCTh [JaHHBIX, 3alMCaHHbIX Ha MAalIMHHOM HOCHUTENIE IIOJ
ONpeACIEHHBIM HMEHEM.

dusuyeckoe JHMUO - TPaXJAHWH, SABJIOMIMICA  YYaCTHUKOM  TPaXIAHCKUX
IIPaBOOTHOIIEHUM.

dupma - npeanpusTHE, KOMIIAHHs, OpraHU3alys B IPOU3BOJCTBEHHOW, TOPrOBOM,
TpPaHCIOPTHOM, OAHKOBCKON M APYrux cdepax, 00aanaromas npaBaMy IOpUINIECKOTO JIULa U
Ipecieayonas KOMMEPUECKUE LIENH.

dopmupoBaHue [JeJla - TPYNINUPOBAHUE MHCIIOJHEHHBIX JOKYMEHTOB B €0 B
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COOTBETCTBUM C HOMEHKJIATYPOH A€N U CUCTEMAaTU3alus JOKYMEHTOB BHYTpH J€a.

@opmyssap-odpa3zen - MOJENb MOCTPOCHHS JTOKYMEHTa, yCTaHABIMBAIOIIas OO0JIACTh
npuMeHeHus, (GopmaTsl, pa3Mmepsl Mojei, TpeOOBaHUS K MOCTPOECHHIO KOHCTPYKIIMOHHOM
CETKH Y OCHOBHbBIE PEKBU3UTHI.

JKCNepTH3a HEeHHOCTH MAOKYMEHTOB - OTOOp JOKyMEHTOB Ha TOCYJapCTBEHHOE
XpaHEHHUE WM YCTAaHOBJIEHUE CPOKOB UX XpPAHEHUS] HA OCHOBE MPUHATBHIX KPUTEPUEB.

OkcneprHas komuccusi (OK) - komwmccws, cocrosimasi U3 KBaTU(UIIUPOBAHHBIX
pabOTHHUKOB OpraHM3alluM, CO3JJaHHAs ISl IPOBEACHUS €KEr0JHOr0 0T00Opa JOKYMEHTOB JUIS
JAJIbHENIIET0 XPaHEHUS U BbIIEJICHUS K YHUUTOKEHHUIO.

DJIEKTPOHHBI JTOKYMEHT - JIOKYMEHT, B KOTOpPOM HH(OpMauus IpeaCTaBlIeHa B
AJIEKTPOHHOU (popMe, ¢ peKBU3UTAMH, HEOOXOIUMBIMH JJIS IPU3HAHUS €TO JIeHCTBUTEIHHBIM
(HaMeHOBaHWE OPTaHHU3AIUH, J1aTa, PETUCTPAITMOHHBIN HOMEP, TOJDKHOCTD U (DaMUITHUS JIHIIA,
MOJITUCABIIETO IOKYMEHT, JIEKTPOHHAs LU(POBasi MOAIMNCH).

JuexkTpoHHas nu@posas noanuchk (ILII) - pekBU3UT 3NEKTPOHHOTO JTOKYMEHTA,
3alIUIIEHHBI  OT MOAJENKH, IMOJYYCHHBIM B  pe3ynbTare  KpUNTOTpaguuecKoro
npeoOpa3oBaHus MHOOPMAIMKM C UCHOJIb30BaHUEM 3akpbiToro kimoya DI, mo3Bosstonmii
YCTaHOBUTH OTCYTCTBHE YTPAThl, HCKKEHUS WU MOJICIKA UH(POPMALIUH, COAEpKaILEHCs B
AJIEKTPOHHOM JIOKYMEHTE, a TaKkKe 00saaTens MeKTPOHHON IU(pPOBO MOAMNCH.

IOpuanyeckoe MO - NpeAnpusATHE WM OpPraHU3alys, BHICTyHArollas B KauyeCTBE
HOCHTEJISA IPaB U 00S3aHHOCTEH.

IOpuauyeckasi cujia T0OKyMeHTa - CBOMCTBO O(HUIMAIBHOTO JOKYMEHTa, coolIiaeMoe
€My JEHCTBYIOIIMM 3aKOHOAATEIbCTBOM, KOMIIETEHLMEH W3JaBIIEr0 €ro opraHa u

YCTAHOBJICHHBIM IMOPAAKOM O(l)OpMJIeHI/ISI .
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