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1.06mue monoxeHus

1.1.Hacrosmee ITonoxenue ycranasiuBaer obmme TpeGoBaHus K paGoTe ¢ OpraHM3alMOHHO-
Pacrops/IUTeIbHBIME ~ JIOKyMEHTaMH B MyHMIMnansHoM  061eo6pa3oBaTesHOM
yupexzaenun ymueid Ne2 r. Cepmobeka Cepnobckoro paiiona ITenseHckoit o6mactu
(muceMo MunoGpraykn P® ot 20 nekaGps 2000 r. Ne 03-51/64; npukas MOHuM PK ot
28.05.14 Ne 35).

1.2. llensto  Hacrosmero ITOMOXEHHS SBJISETCS COBEPLICHCTBOBAHME JOKYMEHTALMOHHOTO
obecrieueHns: yNpaBlIeHus IMyTEM MOBBIIICHHS S)HEKTHBHOCTH TEXHONOTHH paboTHI ¢
JIOKYMEHTaMH.

1.3.TlonoxeHue  ycraHaBiuBaeT TOPAJOK NpPHEMa, ydera, TOATOTOBKH, O(OPMICHHMS,
PasMHOXKEHHs (TUPQXMPOBAHMS), KOHTPOJS MCIONHEHHS, XPAHEHWS M HCIIONB30BAHHSL
JIOKYMEHTOB.

1.4.Tlonoxenue pacmpocTpaHseTcs Kak Ha TPAJMLMOHHOE JENONPOM3BOACTBO, TAK M HA
OpraHM3aliio paboThl C JIOKYMEHTaMHM, CO3/IaBaeMBIMH CpPEACTBAMM BBIYMCIHTEIHHOMN
Texuukn. Komnbiotepubie TexHONIOrMM 06pabOTKM HOKYMEHTHOH WMH(OPMAIMH JOJKHEI
orBedarth TpedoBanusM IonoxkeHus.

1.5.OtBeTcTBEHHOCTh 3a paboTy C JMOKYMEHTaMH BO3JIaraercs Ha nenonponssonmenﬂ "
CICIHAINCTOB B COOTBETCTBUH € UX TOJDKHOCTHBIME 00SI3aHHOCTSIMHU.

2. JloKyMeHTAHS JIHIIesT

2.1. JlesTenbHOCTD  JMues  OGECTICUMBACTCS CHCTEMOM B3aMMOCBS3aHHBIX  YIIPABICHYECKHX
JOKYMEHTOB, COCTABIISIOIHUX JOKYMEHTAIMOHHYIO Ga3sy.

2.2. CoctaB IOKyMEHTAIMOHHOH Ga3bl onpenensercs YCTaBoM Jwiies, HOMEHKJIaTYpolt Jen
JIAIIEs, TUPEKTOPOM JIHIIES.

2.3. B smMuee u3naK0TCA: NPHUKA3kl, HHCTPYKIMH, POTOKOJIBL, TOCTAHOBJICHHS, MOIOKEHHUS, aKTHI,
CMETHI, MTATHBIE PACIUCAHUs, TapUUKAIMOHHBIE CIIHCKH, PACIMCAaHUs, ydeOHbIE IUIaHEHI,
OTYETHI 10 YCTAHOBJICHHBIM (JOPMam; COCTABIISIOTCS aHAIM3BI M IUIaHBI PaGOTHI, IOrOBOPHI,
COITIAIIEHHs; BEIYTCsl KJIACCHBIC JKYPHANBI, JMYHBIE JIENa COTPYAHMKOB M OOydJarommxcs,
ai(aBUTHBIE KHHUTH, THEBHUKA 00YYaOIMUXCS, KAIEHIapPHO-TeMAaTHIECKHE TUIAHBL.

3.IlpaBuiia NoAroTOBKH M 0OPMIIEHHS JOKYMEHTOB

3.1. JIokyMEeHTHpOBaHWE yIPaBJIEHYECKOH JEATEIBHOCTH 3aKII0YaeTcs B ¢bukcanuu Ha Gymare

WIH JIpyTUX HOCHTENSX I10 YCTaHOBJEHHBIM IPABHJIAM YIIPAaBJICHYECKUX MEHCTBHI, T.e. B

CO3/IaHUM YIIPABJICHYECKHUX JOKYMEHTOB.

Ilpu  nmoaroroBke W  OQOPMIEHHH JOKYMEHTOB JIOJDKHEI  COGIIONATHCS IpaBHIIa,

obecneynBaroiue:

- IOpPUIMYECKYIO CHILY JOKYMEHTOB; =
- ONEepaTMBHOE ¥ KaYECTBEHHOE MX HCIIOIHEHHUE;

- TIOMCK JJOKyMEHTOB;

- BO3MOXHOCTb 00pabOTKH JOKYMEHTOB C IIOMOIIBIO BEIYMCIUTETHHOM TEXHUKH;

- KauecTBO JOKYMEHTOB KaK UCTOYHHKOB HH(POPMAIHH.

JIOKyMEHT HMeeT IOpUIMIECKYIO CHITY TIPH HAIMYHH PEKBU3UTOB JUIsl IAHHOTO BHJIA IOKYMEHTOB.

3.2. JloKyMeHTBl JOJDKHBI, KakK INpaBWio, ODOPMIATECS Ha OiaHKAaX JdIes W WUMETh

YCTAHOBJICHHBIN KOMIUIEKC 00s3aTeNbHBIX PEKBH3HUTOB, PaclonokeHHbIx coriacao 'OCT 6.30-

9K

Bianku JTOKyMEHTOB JOJDKHBI MMETh TOJIS: JIEBOE H HIDKHee — He MeHee 20MM, npaBoe — He

meree 10 MM, BepxHee He MeHee — 15 MM.

3.3. OdopmiieHHEe PEKBU3UTOB JIOKYMEHTOB:

3.3.1. HaumeHoBaHME yupeKICHHS yKa3bIBACTCS HABEPXY JMCTA C BHIPABHUBAHUEM 110 LIEHTPY B

TIOJIHOM ~ COOTBETCTBHM C HauMMEHOBaHHEM 1o YcraBy — MyHMIMOAIbHOE
o6ueoGpasoBatenbHOe yupexaeHue auueii Ne2 r. Cepnobexa.
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335,

334.

33.5.

3:3.6.

3.3.7.

3.3.8.

CnpaBouHble JaHHBIE O WIKOJIE BKIIOYAIOT aJ[pec, HoMep TenepoHa, ajapec dNEKTPOHHOMH
noutel. CrpaBoYHble JaHHBIE YKa3bIBAIOTCA I10JI HAMMEHOBAHMEM YYPEXKICHHA Ha
BHEIITHUX OJIaHKaX MCXOJISAIINX JOKYMEHTOB, KPOME NIPHKA30B U PACIIOPSIKEHUH.
HanMeHOBaHME BHJAa JOKYMEHTa JOJDKHO COOTBETCTBOBATh KOMIIETEHIMH JIMLES |
paGoTHHKa, M3/AIOIEro IOKYMEHT, a TakKe BHJIaM JOKYMEHTOB, MPEIyCMOTPEHHBIM
YCOP/ (YuudunupopaHHas cucrema OpraHU3aIHOHHO-PACTIOPAAMTENBHBIX
JIOKYMEHTOB).

JlaToii TOKyMeHTa SIBJISIETCS aTa ero MOJMCAaHMs WIM YTBEP)KIEHHs, Ul MPOTOKOIA —
nata 3acenaHus (NPUHATHS pEINeHMs), U akra — jgara coObitus. JlaTy JOKyMeHTa
obopmisioT apabekumu HGPaMuU B CIEIYIOIIEH MOCIe0BaTeIbHOCTH: AEHb, MECSL], TOL.
Jlenr Mecsina ¥ Mecsl OQOPMISIOT JBYMs apabckumu IMdpaMH, rog — YETBIPHMS
apaGekumu udpamu. Hanpumep, 05 monst 2014 roza ciexyer opopmisars: 05.06.2014.
CnoBecHO-11(ppoBOii criocod oopmiIeHHs JaThl NOMYCKAaeTcs TOJBKO B JIOroOBOpax M
3asBJICHUSX.

3aroJ0BOK K TEKCTY JOJDKEH OTpaXkaTh OCHOBHOW BOIPOC, 3aTPOHYTHI B JOKyMEHTE.
Cojiepykanue JIOKyMEeHTa BIpakaeTcsi B HeM (hOopMoii NpeIosKHOro najiexka ¢ IpeuioroMm
«o», «06». KaBbluKaMM 3arojioBOK He BBIIENSAETCS, IHUINETCS C TNPOMUCHOH OyKBHI M
Ha4YMHAETCS Cpa3y OT JIEBOTrO MOJIA JIMCTA. '
JIOKYMEHTBI, ~HampaBiseMble B  BBIIIECTOSANIME OpraHM3allMM, IOJMMCHIBAIOTCS
JIMPEKTOPOM, & B €0 OTCYTCTBHE — UCTIONHAIOMMIM 00S3aHHOCTH IUPEKTOpa. JIOKYMEHTEI,
HanpapjiseMble B CTOPOHHHME OpraHU3alliM, ITOJNHMCHIBAIOTCS JMPEKTOPOM MM €ro
3aMecTHTENeM, OTBEYAlOMM 3a JaHHBI BoOmpoc. B COCTaB MOANHMCH BXOAAT
HAMMEHOBAHME JIOJDKHOCTH IIOJIMCHIBAIONIEr0 JOKYMEHT, JIMYHas IOANUCh U €e
paciu(poBKa C yKa3aHHEM HHHUIHAIOB, a 3aTeM (GaMWINKM MOJNUCHIBAIOLIETO JIKIQ.
JIOKyMEHTHI KOJUIETHAJIbHBIX OPraHOB IIOJNMCHIBAIOTCA NPECENAaTENbCTBYIOIMMM Ha
3acelaHMH KOJUIETHAJILHOrO OpraHa M ceKperapeM. B JOKyMeHTaX, IOJArOTOBIEHHBIX
KOMHUCCHEH, yKa3bIBAIOTCS HE JOJDKHOCTH BOIIEAIINX B HEE JIUI, a MX O00SA3aHHOCTH B
cocraBe Komuccur. [Ipy MOANMMCAHUH JOKYMEHTA HECKOJIBKUMHU JIODKHOCTHBIMH JIMIIAMH
UX TIOIKCH PACIIONArarT OJHY MOJ APYroi B IOCIIEI0BATENBHOCTH, COOTBETCTBYIOLICH
3aHUMAaEMOM JOJDKHOCTH. [Ipy mojnmucaHuy JOKyMEHTa HECKOJIBKMMH JIMLAMHM PaBHBIX
JIOJDKHOCTEH MX TIOJAMMCH PAacrojiaraloT Ha OJHOM ypoBHE. Eciii J0DKHOCTHOE JIMIIO,
MOJMUCH KOTOPOTO 3arOTOBJICHa Ha MPOEKTE JOKYMEHTa, OTCYTCTBYET, TO HOKYMEHT
JODKEH  TOANMCHIBATHECS  JIMIIOM, HCHOJHSIOIMUM €ro  Oo0A3aHHOCTH, WJIH €ro
samectureneM. Ilpu 9TOM HEOOXOAMMO yKa3aTh (AKTHYECKYIO JOJDKHOCTh JIMILA,
TO/ITHUCHIBAIOIIETO JIOKYMEHT, U €ro (haMuiIuIo. =
IleuaTs cTaBMTCS Ha JIOKYMEHTaxX, YJIOCTOBEPSIONIMX IIpaBa JOJDKHOCTHBIX JIMIL,
bukcupyromux (HakT pacxoJOBaHUs IEHEKHBIX CPEJICTB M MaTepHAIBHBIX IIEHHOCTEH, a
TAaKKeE CIENUAIBHO MPEyCMOTPEHHBIX TIPAaBOBBIMH aKTaMH, I/I€ MOANMCH OTBETCTBEHHOTO
IMI@a J0/bKHa OBITH 3aBepeHa nedarsio (repboBoi kpyrioit). OTTHCK nedaTd ClIemayeT
NpOCTABJIATh TaK, YTOObl OH HE 3aXBaTHIBAJl HAMMEHOBAaHMS JOJDKHOCTH, IOJINKMCH M
paciu(ppOBKU IOMACH JODKHOCTHOTO JIMIIA, TOANKMCHIBAIOMET0 N0KyMeHT. Hampumep:
Jupexrop [TeyaTs IToanuce pacmppoBKa MONUCH

TpeGoBanusi K XpaHeHHIO W MNPUMEHEHMIO Tleyatd. Ileyath ¢ BOCIPOU3BEICHUEM
[ocymapctBenHoro repba xpanurces B celipe aupexropa. OTBETCTBEHHOCTh 32 ee
COXPaHHOCTh BO3JIOXKEHA Ha Jupexropa iuues. Iledars ¢ BocmpousBeneHueM repba PO
CTaBUTCS Ha CIIEYIONHE JJOKYMEHTBI:

- JIOKYMEHTHI TOCYIapCTBEHHOr0 00pasiia 06 ypoBHE 00pa3oBaHMs;

- huHAHCOBBIC JOKYMEHTBI;

- TPY/JIOBBIE KHWKKHU;

- JIOTOBOPBHI.



33.9. OcobbiM crocoboM BBeIEHUS JIOKYMEHTa B JIEHCTBHE SBISETCS €ro yTBepXKIeHHe.

JIOKYMEHTHI YTBEPIKIAIOTCS JUPeKTopoM JiHues. I'pudsl yTBepxkaeHus opopMIISIOTCS B
NpaBOM BEPXHEM YIly Ha/{ HAHMEHOBAaHUEM BH/Ia IOKYMEHTA CJIEIYIOMIUM 00pa3om:

VYTBEPXJIAIO
Jupexrop MOY nuneii Ne2 r. Ceprobeka
IToonucw, pacuughposka noonucu

[Ipuxas
N
ot
COI'JTACOBAHO
Vpasisromum Coserom MOV nuneit Ne2 r. Cepao6eka

IIpoTokon Ne [y

Ioanexar YTBEPKJACHUIO JIUPEKTOPOM JIHULIES CIECAYIOIHE TOKYMEHTBI:

ruiaHs! paboTHI JHIes;

yueOHBIN TUTaH JIHLEs;

pacrucaHyie ypoKoB;

pacrucaHye 3aHATHI JOMOIHUTEIFHOr0 00pa3oBaHus U (HaKyIbTaTHBOB;
3K3aMEHAIMOHHBIE MaTEepHaIbI;

pacHcaHyie 9K3aMEHOB U KOHCYJIbTalUii;

JIOKaJIbHbIE HOPMaTHUBHEIE aKThI (TIOJIOKEHHS);

HHCTPYKIIMH IO OXpaHe TpyJa;

JIOJDKHOCTHBIE HHCTPYKIIUH;

rpaduKu JeKYpPCTB;

3.3.10.CornacoBanue  JOKYMEHTa  IIPOU3BOAUTCS  NPH  HEOOXOAMMOCTH  OLEHKH

000CHOBAaHHOCTH JOKYMEHTa M €ro COOTBETCTBHS JEHCTBYIOILIEMY 3aKOHOIATENIBCTBY.
CoryiacoBaHue MOXKET IIPOM3BOJMTHECS KaK BHYTpH JIMIes, Tak H BHe ee. ['pud
COrIaCOBaHUs JOKyMeHTa O(OpMIseTcs HIDKE MOANMMUCH IODKHOCTHOTO JIMIIA,
MOJIUCABIIErO JOKYMEHT, i cocTouT u3 cioBa COI'JTACOBAHO, yka3aHusi JOKHOCTH
JIMIA, ¢ KOTOPHIM COIJIACOBBIBACTCS JOKYMEHT (BKJIIOYAs HAUMEHOBAHHE YYPEKICHHS),
JIMYHOM TIOJAIMCH, paciM(pOBKM IOANUCH M JaThl coriacoBanusa. IIpum BHeEIIHEM
COTJIaCOBAHMM IIO/IIKMCH 3aBePsIETCs MeyaTsio. Bo3MOXKHO coriacoBaHue, OCyIIECTBISIEMOE
IIHCEMOM, NIPOTOKOJIAMH H JIP.

3.3.11.BusupoBanne nokymenTa. CorjacoBaHie IPOEKTOB JOKYMEHTOB 0GOPMISIOTCS BH3OM,

BKJIIOYAIOIIEH MOIUCH U JOJDKHOCTH BU3UPYIONIEro JOKYMEHT, paciii(poBKy MOANICH U
JIaTy TIOJNMCAHKs. 3aMeyaHus H3JIaraloTcsi Ha OTAEIBHOM JIUCTE, MOAIMCHIBAIOTCS H
NpUIAraloTcss K JOKyMeHTy. Ha mnpoekTax pacHOpsSAMTENbHBIX JOKYMEHTOB BH3BI
HPOCTABJISIOTCS B HIKHEW 4YacTH OOOpOTHOM CTOPOHBI mociexHero Jucra. Jlud
JIOKyMEHTa, TOJJIMHHAK KOTOPOTO OTIPABISETCS U3 OPraHU3alliy, BU3bI IPOCTABIISIOTCS B
HIDKHE YacTH JIMIIEBOM CTOPOHBI KOIUM OTIIPABIISIEMOTO JIOKYMEHTA.

3.3.12.3aBepenne komum xoxkymeHTa. [IpaBo 3aBepeHMs KONMH [IOKYMEHTOB JIMLES HMEET

CIIENMAIACT TI0 KaJpaMm, JeIONpOU3BOAUTENb, AupekTop 1 BPMO nupexropa. 3aBepeHuio
MOUTEeKAT TONBKO JOKYMEHTHI, COCTaBJICHHBIE B Jjuiee. Komms NOKymeHTa CUMTaeTCs
IOpUANYECKH JEHCTBUTENBHOM INpu mnpaBuabHOM odopmiiennu. Ilpum KomupoBaHUM
JIOKYMEHTa yKa3bIBAIOTCS BCE MPUCYTCTBYIOIIME HA IMOUTMHHUKE PEKBH3UTHI, HO IPpUMBI
YTBEP)K/ICHHSI, COTJIACOBAHUS, BU3UPOBAHM, & TAKIKE MOJMUCH TOKYMEHTa 0(QOpMIISIOTCS
0e3 MOMIMHHBIX POCIMCEH MOJDKHOCTHBIX JIMIL M IedaTd opranusauud. ITox moanmuceto
JIOKYMEHTa CTaBUTCS OTMETKa O 3aBEPEHMHM KONMHM C YKa3aHHeM JOJDKHOCTH
3aBEpSIOIIET0, MOAMKCH, Paciin(POBKU OANHCH U JaThl 3aBEPEHUS.



Hanpumep:
Konus BepHa
Jlupexrop MOY mnuneii Ne2 r. Cepnobeka

I[Toanuck, pacumppoBKa IOANNCH, IIeYaTh

JlaTta

IIpu KONMPOBAaHMH JOKYMEHTA Ha MHOXKHTEIBHOH TEXHUKE HEOOXOIMMO 3aKPBITh POCIIHChH
JIOJDKHOCTHOI'O JIMIIA, IIOJAINMCABINEr0 JOKYMEHT, M IMe4aTh OpraHu3aliy, IOCTaBHTh
PYKOIIUCHYIO OTMETKY O 3aBEPEHHH KOIUH.

3.3.13.Pe3omonus

B pesomonuu Jaercs ykazaHue 00 HCIOJHEHHM JIOKyMeHTa. B cocraB pe3oonuu
JIOJDKHBI BXOJUTH CIEIYIONIME 3JI€MEHTHI: (GaMIINsS HCHOMHHUTENS (MCIONHHTENEH),
coJiepyKaHhe TOpYYeHHsi, CPOK HCIONHEHMS, NOANMCh, nara. Ha moxymenrax, He
TpeGyIoImMX JIONONHUTENBHBIX YKa3aHHH IO MCIONHEHHIO, B PE3OJIONMH COAEPIKUTCS
(baMuus UCTIONHUTENS, TIOAIUCH aBTOPA PE30JIIONMH, JaTa. Pesomonus npocTapisercs B
MIPaBOM BEPXHEM YTIIy Mepejl TEKCTOM.

3.3.14.0dopmireHne NPUJIOKEeHHH K JTOKYMEHTY

Ecim  [IOKyMEHT HMeeT TpPWIOXKEHHUsS, Ha3BaHHBIE B TEKCTE, TO OTMETKA O HHX
oopmisieTcs cineayomum obpazom: IIpuiokenue: Ha _ JI. B 9K3.
Ecnu npuiokeHHs B TEKCTE HE Ha3BaHbI, TO HEOOXOAMMO MEPEYMCIINTh UX Ha3BaHWS,
yKasaTh KOJMYECTBO JIMCTOB M O3K3eMIUIIPOB Kaxaoro. Ilpu Hanuuuu HECKOIBKUX
JIOKYMEHTOB OHH HyMmepyroTcs. IIpuioxkeHust opopMIISIOTCS Ha CTAHJAPTHBIX JIMCTAX U
UMEIOT BCEe HEOOXOAWMBIE pEeKBH3UTH. Ha TNpWIOXeHMM K paclopsauTEbHOMY
JIOKYMEHTY B TIPaBOM BEpXHEM YIJy CJIEMYeT JeaTh OTMETKY C yKa3aHMEM Ha3BaHUS
PpacHopsAUTENILHOTO JOKYMEHTa, €ro 1aThl ¥ Homepa. Harpumep:

Ipunoscenue 1

K nipukazy Ne
OTHEEISHN T

3.3.15.AnpecoBanue A0KymMeHTa. JIOKyMEHTBI aJpECyIOTCS B OpraHM3alMd, UX CTPYKTypHBIE

T0/Ipa3/IeNIeHUs Ml KOHKPETHOMY JIOJDKHOCTHOMY JiHity. ITpu anpecoBanud JIOKyMeEHTa B
opraHu3anuio 6e3 yKasaHWs JODKHOCTHOTO JIMI[a €€ HAaWMEHOBaHHE IMIIYT B
MMEHUTENBHOM Taziexke. [Ipu HampaBieHHH JTOKYMEHTa JOJDKHOCTHOMY JIMIy Ha3BaHHE
OpraHM3alMy yKa3sIBaeTCs B HMCHHTEILHOM MMajiexke, a IODKHOCTh M (aMuiIus ajpecara
— B narensHoM. [pu afpecoBaHny JOKYMEHTA IUPEKTOPY OpraHu3aliii HAMMEHOBaHHE €€
BXOJIMT B COCTaB HAMMEHOBAHUS JIOJDKHOCTH aJipecara. 3

3.3.16.0TMeTKa 0 KOHTpOJIE YKa3bIBaeTCcs B JIEBOM IIOJi€ JIOKYMEHTa Ha YPOBHE 3arojioBKa

TEKCTa, €CJIM HE yKa3aH CPOK HCIIOJIHCHHS JOKYMEHTa B PE3OJIIOLHH. CpOK HUCIIOJTHCHU S
JOKyMEHTa C OTMETKOM 0 KOHTpPOJIC — 1 mecal, eciii HET ero YKa3aHus B JOKYMEHTE.

3.3.17.0TMeTKa 00 HMCIOJIHEHHH DPACIIOAaraeTcsi B HIDKHEM JIEBOM YIJIy JIMCTa M BKJIIOYAeT

CHeAyIOUIMe JaHHBIe: KpaTKHe CBeJECHHMSA 00 WCIONHEHHM WM, IpH HAIMYHH
COOTBETCTBYIONIErO JIOKYMEHTa, CCBUIKY Ha €ro JaTy M HoMep; cioBa «B neno»; HoMep
Jiea, B KOTOpOM OyJeT XpaHUThCS NOKyMeHT. OTMeTka 00 MCIOJHEHHMH NOKyMEHTa U
HANpaBJICHWH €ro B JeJ0 JO/DKHA OBITh IOJANMCaHa M JaTHPOBaHa HCIOIHUTENEM
JIOKYMEHTA WK AUPEKTOPOM. :

3.3.18.01meTka 00 MCHOJHHTE/E BKIIOYACT (HaMUIINIO UCTIONIHUTEINS JOKYMEHTa U HOMEP €ro

tenedona. OTMeTKy 00 WCIONHHTENE PAcojaraloT Ha JIMIEBOH CTOPOHE MOCIEIHEro
JMCTa JIOKyMEHTa B JIEBOM HIDKHeM yriy. Takas oTMeTka ofs3arenbHa B CIyXKeOHBIX
MUCHMaX, KpOME MHUIIMATUBHBIX ITHCEM, HATPABJISEMbIX B BBIIIECTOAIIME OPraHU3aIlAH.
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l'lopsmox NOJArOTOBKH NPOEKTOB I0KYMEHTOB

. IIpoexThI pacmopsizKeHHil, IPUKA30B pa3padaThIBAIOTCS KOHKPETHBIMH JI0JDKHOCTHBIMH

JIMIAMH B COOTBETCTBHH C MIOPYYCHHEM JAUPEKTOPA WM B MHUIIMATHBHOM IOPSJIKE.
IlepBhIit 9K3eMILIAP MPOEKTa BU3HPYETCs OJDKHOCTHBIM JIMIIOM, pa3paboTaBIInM JaHHBIH
MPOEKT.

TekcThl TPUKAa30B, KAK NPABHIO, COCTOAT M3 KOHCTaTHpYIOIMEH M pacropsauTeIbHOM
yacTH. B KOHCTaTMpYIOIIeH YacTH WM3/IaraloTcs IIeN¥ M 3aJa4d [PeIUChIBACMBIX
neiictuii.  Ecaim  OCHOBaHMEM  PACIOPSAMTENBHOIO  JOKYMEHTa  SBJISETCS
3aKOHOJATEIbHBIN aKT, HOPMATHBHBIA WJIM pPaclOpSIUTEIbHBIH JIOKyMEHT, TO B
KOHCTATHPYIOIIEH 4YacTh yKa3pIBaeTCs aBTOP JOKYMEHTa, Ha3BaHWE JOKyMEHTa, Jarta,
HOMEp M 3arojoBOK. B IMyHKTaX pacmopsIUTENbHOH YacTH yKa3hIBAIOTCS MCIIOJHUTENH,
JIEHCTBESA M CPOKM WMCIIOJNIHEHUS TpeAnojiaraeMelX JeHcTBhiA. B mocnenHem IyHKTe
PACTIOPS/IUTEHHONW YacTH JOKyMEHTa HEOOXOIMMO yKa3aTh JO/DKHOCTHOE JIMIO, Ha
KOTOpOE BO3JIaraeTcsi KOHTPOJIb 33 MCIIOJTHEHHEM JIOKYMEHTA B LEJIOM.

Ilpukassl jensrcs Ha TPU BHIA: TNPUKA3 IO JIMYHOMY COCTaBy, IO OCHOBHOM
JIeATEIBHOCTH, TI0 00y JaromuMCs. :

K npukasam o JIMYHOMY COCTaBy OTHOCATCSA TIPHKashl IO IPHEMY, YBOJBHEHHIO,
TepeMEIeHHio (COBMEIIEHHIO JIOJDKHOCTEH) COTPYIHHMKOB, MpPEIOCTABICHHIO JHOOBIX
BHJIOB OTITyCKOB, IIPUCBOEHUIO KaTEropuii B pesynbprare aTrecTaluy. K 1aHHBIM NpHKa3am
clie/lyeT OTHECTH BCE IPHKa3bl, BIUSIONIME HA YCTAHOBJICHHE CPOKOB HAYMCIECHUS MU
pasmepa neHcuit mo6Goro Buma. OO6s3areneH rpud O3HAKOMIICHHMS COTPYAHHKA C
JIOKyMEeHTOM. MeX/Ty JaToif NpruKa3a ¥ 03HAKOMJICHHS COTPYIHHKA C HUM MOJKET IIPOUTH
He Goree 5 THEH.

K npukaszam 110 06y4aroEMcsi OTHOCATCS TPUKa3bl O NPUOBITHHM, BEIOBITHH, OTYMCIICHAH,
nepeMeIeHnn; cMeHe haMuIng; J0IyCKe K aTTeCTalliu, EPEBOJIE U BBIITYCKE 110 HTOraM
aTTeCTAIlUM, IEPEBOJIE Ha albTepHATHBHEIE GOPMEI 00ydeHHS!.

K npukaszam 1o OCHOBHO JIESTEIBHOCTH OTHOCATCS BCE OCTAIBHBIE IPUKA3HI.

IIpoeKThl pacopsANTENbHBIX JOKYMEHTOB IEPEJaloTCs Ha IOINMCH JMPEKTOpY Yepes
ceKpeTaps, KOTOpBIi HECET OTBETCTBEHHOCTh 3a NMPABUIBHOCTH UX odopmienns. Kaxmsrii
COCTABHTENb PACIOPSAUTENBHOTO JOKYMEHTa JO/DKEH NPENCTaBUTh JUPEKTOpY €ro
MPOEKT 3a OJIMH JICHb J10 MOJNUCAHUSL.

PacriopsiiurenbHble  OKYMEHTBl HyMEpYIOTCS TMOPSJAKOBBIMH HOMEpaMH B IpeJenax
KaJIeHJapHOTO roJia.

IIpoToKO0a — JOKYMEHT, B KOTOPOM (HKCHPYIOTCS 00CYKIEHHE BONPOCOB M MPUHSATHIC
pelieHust Ha cOOpaHHsX, COBEIAHMAX, KOHMEPEHIHMAX M 3aCeNaHUAX KOJUIErHafbHBIX
opranos. [Iporokoi opopmisiercs Ha obmiem Gi1anke. Jlata ¥ MECTO COCTaBJICHHUS J1OJIKHBI
COOTBETCTBOBATH JIaT€ U MECTY HPOTOKOIMpyeMoro cobnitus. Ecim mporokonupyemoe
cOOBITHE JUIWJIOCH HA TPOTSDKEHHH HECKOJIBKMX IHEH, TO BO3MOXKHO yKa3aHHE MIaThl
crenyromum obpasom: 12-15.07.2014. TekcT mNpoTOKONA COCTOMT M3 JIBYX 4acTeit:
BBOJIHOM M OCHOBHOW. B BBOJHON YacTH YyKa3bIBalOTCA IpEICENaTellb, CEKpeTapb,
KOJIMYECTBO TPUCYTCTBYIOLIMX, INPUIIAMICHHBIX C YKa3aHMEM JOJDKHOCTH M MeCTa
paGoTel, moBecTKa [JHA. Ha pacmMpeHHBIX 3aceaHMAX C OONBUIMM  YHCIOM
NPUCYTCTBYIOIAX MX COCTAB YKa3bIBAETCH KOJMYECTBEHHO, a NO(paMHJIBHBIA CIHCOK
npuiaraercs K NPOTOKONY, O 4YeM JIeNaeTcs COOTBETCTBYyIomas nomerka. Hampumep:
[TpucyrcrBoBainu: 43 yeaoBeKa.

OcHOBHAs YacTh MPOTOKOJIA COCTOMT M3 Pa3/IeioB, COOTBETCTBYIOIIUX ITyHKTaM MOBECTKH
mrst. Teker Kakgoro u3 pasjaenos crpoutes mo cxeme: CJIVIIIAJIM, BBICTYIIAIIA,
IIOCTAHOBWJIA (PEILMJIN). Jloknazael, pelIeHHs IPUIAralorcs K MPOTOKOIY.
IIpOTOKOJ MOINUCHIBAETCS IPECENATENEM H CEKPETAPEM.
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AKT — JIOKyMEHT, COCTAaBJCHHBI HECKOJIbKMMH JIMIAMH ¥ IOATBEPIKAAFOIIHH
YCTaHOBJIEHHBIH (aKT, COOBITHE, 1eHCTBUE. AKT MOKET OBITh COCTABJIEH KaK KOMUCCHSIMHY,
TaK U HECKOJBKUMH JOJDKHOCTHBIMHU JIMI[AMHU. AKTHI OBIBAIOT HECKOJBKMX BHIOB: O
HapyIICHUSIX TPYJAOBON M (DUHAHCOBOM JMCLMIUIMHEI ¥ TpeGOBaHWM OXpaHbl Tpy/aa; 00
yyere M XpaHCHHH MaTepUalIbHBIX LEHHOCTEH; IO JEJONpPOM3BOJACTBY M Jp. AKT
odopmisiercs Ha obmem OinaHke. Jlata U MECTO cocTaBlIeHMs], TIPOCTaBIIsieMble B OJIaHKE
aKTa JIOJDKHBI COOTBETCTBOBATH JIaTe€ U MECTY aKTHpyeMoro coObiTus. Teker akra qenurcs
Ha TPH YaCTU: BBEJCHUE, KOHCTATUPYIOLIAsi YaCTh U BHIBOJIBI.

Texer BBeseHHs BO BceX akTax (opmMaiu3oBaH. B HeM yKka3bpIBae€TCs OCHOBAHHWE JUIS
COCTaBJICHHE aKTa, MEePeurCIIIOTCS JIMIA, COCTaBIAIONME aKT (MOryT OBITh yKa3aHbl H
NPHCYTCTBYIOLIME NpU 3ToM Juna). HauuHaercs sta dvacth ciioBoM «OCHOBaHHE» C
yKa3aHHEM 4Yepe3 JBOETOYME PacIOpPSIUTEIBHOrO IOKYMEHTAa B MMEHHUTEIHLHOM MA/exe,
ero jata, Homep, 3aroioBok. Jlanee mummercsi «CocTaBIeH» U MEPEUNCIIAIOTCS HaMIITHH C
MHHULMAJaMU COCTaBUTEIIeH aKkTa JIU00 MPUBOIAUTCS COCTAB KOMUCCUH U MPUCYTCTBYIOIIHX
B al(aBUTHOM IOpsJIKe. B KOHCTATHPYIOIEH YacTH M3/IaraloTcs LM, 3aiayd |
CyliecTBO pabOThI, MPOJAENAHHOH COCTABUTENSIMU aKTa, €€ pe3yJIbTaThl. Pe3yibTaThl
paboThl MOryT OBITH MpPEACTABIECHHI B BHIE TaONMIBL 3aKIIOYUTENbHAs YacTh HeE
obs3atensHa. B Heli nenmaroTest BRIBOJBI M JAlOTCs pekoMeHaanuu. [locne Tekera nepen
MOANKUCAMHM TIPU HEOOXOIMMOCTH YKAa3bIBAalOT KOJMUYECTBO COCTABJIEHHBIX 3K3EMILISPOB
aKTa M HUX MeCTOHaxoxJeHue. Hekoropele BHABI aKTOB TpeOYIOT YTBEPXKICHHUS.
Hanpumep, akT o BBIICNICHUM K YHUYTO)KEHHIO JOKYMEHTOB M €. AKT IOAIHCHIBAETCS
npeJceaTesIeM U BCEMU WIEHAMH KOMUCCHH. '
BeInHCKH W3 NMPHKA30B, PACTOPSUKEHHIA, TPOTOKOJIOB, aKTOB U Jp. 0(OPMIISIOTCS Ha
obmmx G1aHKax JOKYMEHTOB C YKa3aHHEM BCeX HEOOXOJUMBIX PEKBH3HMTOB. M3meHsercs
HalMEHOBaHWE BHJA JOKyMeHTa: «Bmmucka w3 mnpukasa u ap.» Ecimm B
PacropAAUTEIbHOM JOKYMEHTE IIPUCYTCTBOBAJIa KOHCTATHPYIONIas dacTh, TO €€
HEoOXOMMO yKa3aTh W B BBIIHCKE. B pacropsiuTeNsHOM 4YacTH IMIIETCS TOJBKO
HEOOXOJUMBIH MyHKT JOKYMEHTa C yKa3aHHEM IOPSIKOBOro HoMepa. B mporokone wiu
aKTe yKa3bIBAaeTCs MOBECTKA JHA U HEOOXOJMMBIH IyHKT MPOTOKOJIA, aKTa C MOPSIIKOBBIM
HOMepoM. BrImucku M3 mpuKasa, NMPOTOKOJIA, aKTa HE MOINKMCHIBAIOTCS IpeJceaTeNeM,
CeKpeTapeM WIM 4WIEHaMH KOMUCCHM, a 3aBepsIOTCS CIIEIHAIMCTOM [0 KaJpaMm,
JenonpousBoauTeneM, gupekropom wim BPUO nupekropa.

JloknagHasi 3amMcKa — JIOKYMEHT, 4aJpECOBaHHBIM JUPEKTOpPY MJAHHOTO WX
BBIIIECTOSAIIETO YYPEXJCHHS H HHOOPMUPYIOIMHA €ro O CJIOXKHBIIEHCS CHTYallHH,
MMEBIIIEM MECTO SIBJICHMM WM (aKre, O BBIIOIHEHHOH paboTe, a Takke COAepKauleH
BBIBOJIBI M TIPEUIOKEHUs cocTaBuTens. TEKCT MOKIaIHOM 3aMmiCKy IEUTCS HA JBE YACTH.
B nepBoii, KOHCTAaTHUPYIOIIEH WM OIUCATENHHOM, OMMCHIBAETCS CHUTYallMs, BO BTOPOM
W3JIAaraloTcsl NpeuIoKeHus, npocsObl. TekcTy nokmamHoM 3ammcku  00s3aTETBHO
NPEALIECTBYET 3arojioBOK, HA4YMHAIOMMICA ¢ mpemiora «o», «ob». BHyTpeHHss
JIOKJIaZiHas 3amucka o(popMiseTcs Ha MpOCTOM JiMcTe OyMard C BOCIPOU3BEICHHEM
pekBu3nTa Gnanka. BHenmHue JoKiaaHble 3aMCKU 0QOPMIISIOTCS Ha oOmmX OJlaHKax H
TO/IMMCHIBAIOTCS IMPEKTOPOM.

. O0bsicHHTEIbHAS 3amHCcKa — JOKYMECHT, TOSCHSAIOIUNA COZICPIKAaHUE OTACIBHBIX

TIOJIOKEHUI OCHOBHOTO JOKYMEHTa WM OOBSCHSIOIIMIA MPUYHHBI KAKOro-Tu00 COOBITHA,
takra, noctynka. OOBSCHHTENbHBIE 3aMMCKH, MOSCHSIOIINE COJEP)KAHME OTACIBHBIX
MOJIO)KEHUH OCHOBHOTrO JIOKyMEHTa, O(QOpMIIIIOTCS Ha oOmeM OnaHKe yYpexaAeHHs.
OOBSICHUTEIBHBIE 3alUCKU 110 IIOBOJY KaKHX-JIMOO IpPOMUCINECTBHM, CIOKHUBLIAXCS
CHTYyallui, IOCTYIIKOB U IIOBEJECHHs OTAEIBHBIX PaOOTHUKOB OGOPMISIOTCS Ha YHUCTBIX
auctax Oymarm ¢  BOCHPOHM3BEICHHEM pPEKBHU3MTOB OJlaHKa ¥ IMOANHMCHIBAIOTCS
COCTaBUTEJIEM.
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JOKHOCTH, MHHMIMAIBl M (aMHIMs YelNOBEKa, KOTOPOMY aJpecoBAaHO 3adBJICHHMC.
JagBeHHe MUIIETCS Ha MMS TOrO JOJDKHOCTHOTO JIMLA, KOTOPOE OTBEYAaeT 3a JaHHBIH
BONPOC B JAHHBI MOMEHT BpemeHu. Eciu sasgBjieHue NOCTYNaer OT COTpyAHHMKA
yupexK/IeHHs, YKa3bIBaeTCs UMsl, paMuins, OTYECTBO MOIHOCTBIO, IOIDKHOCTD COTpYAHHKA
B POJMTENBHOM Nazexke 6e3 mpeiora «om». Eciu 3assienue nocrynaer or buznIecKoro
JMIa, yKashIBAaeTCs €ro WMs, OTYECTBO, (amwius, anpec, tenedon. Jlanee nUmercs
HAUMEHOBAHKE JIOKyMeHTa (€3 KaBbIueK C MPONHMCHON GYKBEI € TOuKOM. Tekcr 3aaBICHH
MOXKeT GbITh TIPOU3BOJIBHEIHA. [Toce TekcTa B JI€BOM YTy YKa3hIBacTCs JaTa HalMCaHMs
3asBJICHHSA, B [IPABOM yTUIy CTABUTCS MOANUCH COCTABUTEIIA. :
Hanpuwmep:

Jupexrop MOV muueit Ne2 r. CeproGeka
3.I1. CaBenoBoi
MBanosa Msana MiBanosuya,
3aMecTuTENs qupekTopa o YBP
3asBJICHHUE.
TexcT 3adBJICHUs
Iara TToxnuch

4. TlopsaoK NpoxoXaeHHsl A0KYMEHTOB BHYTPH Y4peKAeHHs

4.1. Peructparnys JOKyMEHTOB

4.1.1. Peructpanus jokymeHTa — $ukcanus pakra CoO3JaHUA MM MOCTYIUICHHS B yUPEK/ICHHC

’ JIOKyMEHTa IyTeM IMpPOCTaBIEHUs Ha HEM MOPAIKOBOrO HOMEpa (HauuHas ¢ Havaia
KaJICHAAPHOTO TOJa) M JaThl C MOCHEIyIOMmel 3alichio HEOOXOMMMBIX CBEJICHHH O
JOKYyMEHTE B PETMCTPALMOHHBIX JKypHAJIaX JUls HMCXOJAMEH NOKyMEHTalWH HIH B
PErMCTPaMOHHBIX KapTOUKaX JUisi BXOJSIICH JOKyMEHTaliH. B Jiuriee pa3nuyaroTCs TPH
MOTOKA JIOKYMEHTOB:

- JIOKyMEHTSI, TIOCTYAIOIIME U3 APYTHX OpraHu3armii (BXOmAIIHUE);

- JIOKyMEHTBI, OTIIPABJIAEMBIE B IPYTHE OpraHU3aliu (ucxopsmue);

- JIOKYMEHTEI, CO3JaBacMBIC B JIMIEE W HCIOIB3YEMbIC B YNPABICHYECKOM TPOLECCE
(BHYTpEHHHE).

4.1.2. Perucrpanu 1OIeXKaT BCE  JTOKYMEHTHI, Tpebyiomue ydera, WCHONHEHHSA U
HCMOJB30BaHMS. B CNPABOYHBIX MENAX Kak M3JaBaeMbie B YUPEKICHHH, TaK H
[OCTYNAONIMe U3 APYTHX OPraHM3alMif M OT YaCTHBIX JMIl. Perucrpanuu ToJTexRaT KaK
NMUChMEHHBIE, TaK U IIEYaTHBIE TOKYMEHTBI.

4.1.3. JIOKyMEHTBl DPETHCTPHPYIOTCS OJMH pa3: TNOCTyNalolmue — B JACHb MNOCTYIUICHHA,
cO3/aBaeMble — B JICHb YTBEPXKACHMS WM noanucanus. OTAENbHO PErHCTPUPYIOTCA
pacropsDKEHHUsl, TPUKa3bl, MPOTOKOJBI, AKThl, CIPABKH COTPYAHHKaM, o0ydaromumces,
CTIpaBKM KOHTPOJIS 110 OCHOBHO# JIeATeNBHOCTH. Pernctparms BXOJISIIEH ¥ MCXOIAIINX
JIOKYMEHTOB OCYLIECTBJISETCS ASIONPOU3BOIUTEIIEM.

4.14. Tlpu perucTpauuu B KapTouKaX ydera OOS3aTENBHBI CIEYIOUIME PEKBH3HTBL aBTOP
JIOKYMEHTa, Ha3BaHue, 1aTa, PErMCTPAlMOHHBIA HOMEp, KOJIMYECTBO JIUCTOB JOKYMEHTa,
yKazaHue O HAJIMYMM TIPWIOKCHHH, KpaTKoe COJIepIKaHKe, PE3OJIIONUS JIMPEKTOpa,
MOANMCH WCIIONHUTENS, TOATBEP)KAAiomas MONyYeHHe JOKYMEHTa, yKasaHHe O
IPOMEKYTOYHBIX CPOKAX HMCIOJIHEHHS, O TMEPeHOCe CPOKOB HCIIONHCHHS, Jara
(haKTHUECKOTO MCTIONHEH s IOKyMEHTa, OTMETKA O HalpaB/eHUH I0KYMEHTA B ZIC/I0, CPOK
XpaHEHUs JOKYMEHTA.

4.1.5. JIoKyMeHTHI B JiMiee TPYINHPYIOTCS MO BHIAM, XPAHATCS B NArKax ¢ OTHOCALIMMACH K
HHUM TIPHIOKCHUAMH.




5. KonTpouib HCHOJIHEHUS] JOKYMEHTOB

[lenbt0 KOHTPOJISL sIBJIsieTCS OOECNEYEHHEe CBOEBPEMEHHOIO M KauyeCTBEHHOIO HCIIOTHEHHSA
nopy4eHuii, 3aUKCHpOBaHHBIX B JOKyMeHTaX. KOHTpOIO mojuiexar Bce 3aperucTpupOBaHHBIC
JOKyMeHThI. KOHTpOJIb 32 UCIIOJIHEHHEM JOKYMEHTa BO3JIaraeTcsi Ha yKa3saHHOTO B PE30JIOLHH

COTpY/IHHKA.
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Cpoku HCIIOJHEHHSI JOKYMEHTOB HCUMCISIOTCS B Kal€HIApHBIX JIHAX C Jarel HX
noanucanus (YTBEp)KICHUS) WIK C JaThl MOCTYIUICHUS. JlaTa MCIIONHEHHs yKa3bIBaeTCs B
TEKCTE JOKYMEHTa WM B PE30NIOLHMM JUpeKTopa. B cimydae, xoraa cpok HCHOJHEHHS
JIOKYMEHTa He yKa3aH, OH JOJDKEH ObITh UCIIOJIHEH B T€UeHUE Mecsana. Mi3menenue cpoka
WCIIOJIHEHHS TIPOU3BOJUTCS JIMPEKTOPOM, YCTaHABIMBAIOMIMM 3TOT cpok. M3meHeHus
BHOCATCS B PETHCTPAlMOHHYIO KapTOuKy. JIOKYMEHT CUMTAaeTcs MCIOJHEHHBIM H
CHHUMAETCS ¢ KOHTPOJIS MOCIIe BHINOJIHEHHS 3a/laHui, IpopaboTKH BONpPOCa, MOArOTOBKH
coobmenus. Ha JOKyMeHTe NpPOCTaBIAIOTCS OTMETKa 00 HMCIONHEHHH, MOINKUCH JIUIIA,
HOJTBEPIKAAIONIET0 HCTIOTHEHHUE, J1aTa.

Cucrema y4yera KOHTPOJIBHBIX JJOKYMEHTOB CTPOUTCS Ha 6a3e perucTpariiOHHBIX JaHHBIX.
KoHTposnbHas KapToTeka CHCTEMaTH3MPYeTCs 10 cpokaM ucnonHeHus. IIpoBepka xona
UCIIOJIHEHHS. OCYINECTBISETCS [0 HMCTEUYEHHS] CPOKa MCIOJNHEHHs (IpeaBapHTesIbHBIH
KOHTPOJIb) B CAEAYIOIIEM MOPS/KE: 10 3a[aHUAM IOCIEYIONMX MECSLIEB TEKYIIEro roaa
— HE peke OJIHOrO pasa B MECIL, 10 3aJaHHsAM TEKyIEro Mecsia — Kax/ple JIeCATh JHel U
3a TATh JHEH 10 ucredenus cpoka. CrpaBKM KOHTPOJIS O COCTOSHUHM MCIIOJHHUTEIBCKOM
JUCHMIUIMHEI COCTaBIfIOTCS HE pEXE OJHOr0 pasa B 4YETBEPTh JUPEKTOPOM.
OTBETCTBEHHBIH MCIIOIHUTEIL HECET IEPCOHAIBHYIO OTBETCTBEHHOCTH 3a IOJIHOTY H
JIOCTOBEPHOCTE HMH(OPMAIMM 10 HUCIONHEHMIO JoKymeHTa. Jlns ynoGcrBa paGoThI
WCTIOJIHUTEH MOTYT 3aBECTH MANKH JUIS MCIONHEHHs JoKyMeHToB «CpouHo», «Ha
noanuce», «Ha ormpasky».

6. CocTaB/ieHHe HOMEHKJIATYPHI J1eJ1

6.1.

6.2.

6.3.

Knaccuukamms A0KyMEHTOB 3aKperuisiercs B HOMEHKIaType nen sunes. Homenkinarypa
JIeN JIIes cocTasasercs 1o Gopme, onpeeneHHoM ['ocyapcTBEHHON apXUBHOM CITyKO0H
P®, u yTBepKaaeTCa AUPEKTOPOM JIMLIES.
®opmupoBanue aei. COTPyJHHKM OTBEYAlOT 3a (OPMHUpPOBAHHE JIE B COOTBETCTBHH C
JIOJDKHOCTHBIMH 00s3aHHOCTAMH. KOHTpOJb 3a NpPaBHIBHOCTBIO (HOPMUpPOBaHMA NEN H
apXMBalliK OCYIIECTBISET JUPEKTOp M jenonpousBoautens. Ilpu dopmupoBanuu nen
HEO0X0IMMO cOOII0AaTh CIIEAYIOIHE TpaBuiIa:
[Tomemars B 1€710 TOJIBKO MCIIOJHEHHbBIE IOKYMEHTBI B COOTBETCTBUHU C 3ar0JIOBKOM JI€ja
110 HOMEHKJIAType Je;
[TomemmaTs BMecTe BCe JOKYMEHTHI, OTHOCSIIMECS K Pa3peIeHHIO OJJHOTO BOIIPOCa;
['pynmupoBates B Jeie JOKYMEHTBl OJHOIO KaJ€HJApHOro roja, 3a MCKII0YEHHEM
NEPEXOISIINX eI,
I'pynnupoBate B Jeje JOKYMEHTHl IOCTOSHHOTO XPAaHEHHs M BPEMEHHBIX CPOKOB
XpaHEHHU;
B onmemo He JO/DKHBI TIOMEINATBCS JOKYMEHTHI, IIOJUIEXKAIIME BO3BpaTy, JIMIIHHE
9K3EMIUISAPBI, YEPHOBHKH.
Jleno He 0JDKHO npeBhImaTh 250 JIUCToB;
Homep memo, B KOTOpoe JODKEH OBITH IOMEMIEH JOKYMEHT, OIpEAeNsercs B
COOTBETCTBUH C HOMEHKJIATYPOH.
ITo OKOHYaHWHM KAJEHIapPHOrO rojia MPOU3BOJUTCS OTOOP JOKYMEHTOB IS IIOCTOSHHOIO,
BPEMEHHOI0 XpaHeHHUs, KOTOpble 0QOPMIISIIOTCA B JIeJla M NIEPEIalOTCs B apXUB JIULIES.

7. Ilopsiiok BeeHHsI JOKYMEHTAIHH COTPYAHHKAMH JIHIes!
IMopsiiok BejeHHs JMOKYMEHTAIMH COTPYAHMKAMM JIMIIESl ONpENeNsercs HX MODKHOCTHON
MHCTPYKIMEH 1 HOMEHKJIATypOH JIEI JIMLIES.




