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1. O6mue NONOKEHUS

1.1 Hacrosmas WHCTpyKIHs HO JEJIONPOM3BOJCTBY B YUpEXICHMH YCTaHABIMBACT EIHHYIO
CHCTEMY JENONpOM3BOACTBA B INKONE, HOPAAOK IIOATOTOBKH, O(OPMIICHHS, IPOXOXKICHHS,
KOHTPOJIA 32 HCIIOJIHEHUEM, YIETOM, XPaHEHHEM, II€YaTaHHEM, KOIIHPOBAHAEM H THPOKHPOBAHAEM
cmyxeOHbIX JIOKyMEHTOB. WHCTpyKmmsi cocraBieHa Ha ocHoBamun I'OCT P 6.30-2003
“YHA(QUIMPOBAHHBIE CHCTEMBl NOKYMEHTAlWH. YHH(HIMPOBaHHAs CHCTEMa OPraHA3alMOHHO-
PpacropsAUTENEHOM JOKyMeHTaIuH. TpeGoBanus k 0GopMICHHIO TOKYMEHTOB”. [IpHHAT U BBEJCH
B neiicteue ¢ 1 momns 2003r. ITocranosnennem I'occrannapra Poccuu ot 3 Mapra 2003 1. Ne 65-cr.

1.2. PyKoBOACTBO M KOHTPOIb 332 BEACHHMEM JENONPOM3BOJACTBA B YYPEKICHHH OCYMIECTBIACT
JHUPEKTOP IIKOJIBI.

B yupexeHH! IPEMEHSETCS IIEHTPATH30BaHHAA CHCTEMA JIETIONPOM3BO/ICTBA, TIPH KOTOPO# preM
MOYTHI, PETHCTpAalys, NEPBHYHOE pacnpenencHue, OQOpMIICHME M PacChUIKa MPOM3BOJUTCS
CEKpETapeM.

1.3. OTBETCTBEHHOCTh 3a OpraHM3alMIO JIENONPOM3BONCTBA, CBOEBPEMEHHOE M KaYECTBEHHOE
HCIIOJIHEHHE JOKYMEHTOB, HX COXPaHHOCTb BO3JIaracTCs Ha OTBETCTBEHHOIO 32 JEIONPOH3BO/CTBO.
1.4. TTonoxenuss VHCTpYKIMH pacHpeNesIOTC Kak Ha TPaJUIMOHHOE JEIONPOU3BOJACTBO, TaK U
Ha OpraHM3aIMIo paGoTH C JOKYMEHTAaMH, CO31aBaéMbIMHU CPEICTBAMH BBIYMCIIATEILHOM TEXHAKH.

1.5. BemonHeHue yTBepXKACHHOM MHCTpykummM 006s3aTe€NbHO A K&KIOrO COTPYJIHHKA
YUPEXICHHS.

1.6. INopsanok paGoTsI C CeKpeTHBIMH HOKyMeHTaMu ¢ rpudom «JICIT», muckMamH, 3asBICHAIMA U
xKano6aMy rpaxiaH ONpENENAeTCs CIENHaIbHBIMA HHCTPYKIMAMH.

2. Oco6eHHOCTH NOATOTOBKH H 0OpPMJICHHS OTACJIbHBLIX BHI0B JOKYMEHTOB

2.1. Ipukas.

2.1.1 Ilpuka3zamMu 0OPMIIIOTCS PENIECHHS HOPMATHBHOIO XapaKTepa, a TaKkKe IO ONEpPATUBHEIM,
OpraHU3alMOHHBIM, KaJPOBBIM H APYTHM BOIIPOCAaM BHYTPEHHEH paGoThI.

TTpOeKTH TPHKA30B FOTOBAT HAa OCHOBAaHWH IOPYYEHHs PYKOBOJHMTENA NTHOO B MHHIAATHBHOM
nopszke. [IpOeKTHI IPHUKa30B 1O KaAPOBEIM BOIIPOCaM TOTOBHT KaJpoBas Ciyx0a Ha OCHOBaHHH
COOTBETCTBYFOIIMX MPECTABICHAMN.

O6ecnieueHHe Ka4eCTBEHHOM MOAIOTOBKM IIPOEKTOB INPUKA30B M HMX COIJIACOBAaHMO
3aMHTEPECOBAHHBIMH CTOPDOHAMH BO3IaracTCi Ha 3aMECTHTENCH NUPEKTOpa, KOTOPBIC TOTOWMI M
BHOCST NPOEKT Ha YTBEPKICHAE PYKOBOJUTENSA YUPEKIACHHSA.

2.1.2. [Ipuka3 uMeeT CIeYIONIAe PEKBU3ATHI (IIPHIIOKEHHS 3);

HanMeHoBaHue opraHa yrpasJICHHs 00pa30BaHHEM;

HaumeHoBaHue BH/Ia IOKyMEHTa — NPAKA3;

Jlata ¥ HOMep — yKa3aHHbIE PEKBH3HTH II€9aTaIOTCA IICHTPOBAHHBIM CIIOCOGOM.

Jara opopmisercs IE(PPOBEIM HIH CIOBECHO-IM(PPOBEIM CHOCOOOM; HOMEP COCTOMT M3 3HuKA
«Ne» | IOPSAKOBOrO HOMEPA IIPHKa3a, HalpUMeED:

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

3arojI0BOK JOJ/DKEH KpPaTKO M TOYHO OTP@KATh COJAEPXKAaHME TEKCTa Npukasa. Touka B KOHIE
3aroJIOBKA HE CTABHTCSI. 3aroJIOBOK, COCTOSIIMI M3 JBYX M 60/€€ CTPOK, MEYaTaeTCs MOMYKAPHHIM
mpuTOM Yepe3 OIMH MEXCTPOIHbIH HHTEPBAIL

Hanpumep:

O KOMaHIUPOBaHMH. ..

3arooBOK K JOKyMeHTaM, OQOpMICHHBIM Ha OnaHKax ¢ MPOJOJNBLHBEIM PACIONIOKCHUCM
PEKBH3HTOB, BHIPABHABAETCSA IO LEHTDY.

PacrniopspkeHusi, Kak IPaBHIIO, 3ar0JI0BKA HE HMEIOT.

TeKCT OTHENSeTcd OT 3arofioBKa 2-3 MEXCTPOYHBIMM HMHTEPBAIAMM M I€daraeTcs IpaAGTOM
pasmepoM Ne 13 gepe3 1,5 mATEpBana OT JIEBOM IPAaHHUIEI TEKCTOBOTO IOJIA M BBIPaBHHBACTCA 110
JIEBO} ¥ MPaBO¥M IpaHHIAM TEKCTOBOro mois. Ilepsas cTpoka ab3alia HAYMHACTCA HA PACCTOAHHM
1,25¢cM OT J1eBO# rpaHHIBI TEKCTOBOTO MOJIA.

TekcT mpHKasa MOXET COCTOAT M3 JBYX 4YacTel: KOHCTaTWpyrommii (mpeamCbyna) H
PacropsAUTEIbHOM. g

B KOHCTATHPYIOMIEH YaCTH KPATKO H3NAraloTCs NENH M 331a9H, (aKThl ¥ COOBITHS, MOCITYXHUBIIHE
OCHOBAaHMEM JUIA H3JaHWs npukaza. OHa MOXET HaYMHAThCA cnoBaMH «B memax», «B
coOTBEeTCTBMM», «BO HCHoNHeHWe» M T.J. Ecim npuka3 HM3JaeTcs Ha OCHOBAHWH JpYroro
JOKyME€HTa, TO B KOHCTAaTHPYIOIICH YaCTH yKa3hIBAIOTCA HAUMEHOBAHHE 3TOr0 JOKYMEHTa B
TBOPHTEILHOM ITAZIEXE, €T0 aTa, HOMEP M 3ar0JI0BOK.

[NpeamGyna B MpOEKTaX HPHKa30B 3aBEPHIACTCA CIOBOM «IIPHKA3bIBAIO», KOTOPOE MedaracTcs
HOBO# CTPOKH Bpa3spaKy 6ojiee JKHpHBIM IPHPTOM.

PacniopsurenbHas 9acTh JOJDKHA COJEPXKATh INEPEYHCICHHE NPENUCHIBAEMBIX IEHCTBHN C
yKa3aHHEM HMCIOONHHATENS KKIOro ACHCTBHA M CPOKOB HMCIONHEHMA. PacmopsiurenbHas 4acTb
MOXKET JIEJUTHCS Ha IyHKTH ¥ TOMyHKTEL, KOTOpble HyMEPYIOTCa apabckuMu madpamu. Jledcreus
OJIHOPOJHOTO XapakTepa MOTYT OBITh NIEPEYHCIICHBI B OJHOM IyHKTE. B KauecTBe MCrONHATENECH
YKa3BIBAIOTCA CTPYKTYPHBIE MOAPA3IENCHAsS WIH KOHKPETHBIE NOIDKHOCTHBIE nmma. ITocneamuii
IlyHKT pACHOpSIMTENIBHOM 4YacTH MOXET COJAEpXKaTh CBEACHMA O TOAPA3/ICICHAN HIIH
JIOJDKHOCTHOM JIMIIE, Ha KOTOPOE BO3JIAracTCsi KOHTPOIIb 32 HCIIOJIHCHHEM IIPHKa3a.

Ecnu mpuka3 W3MEHAET, OTMEHAECT WM JIONOJNHAET paHee M3IAHHBIA JOKYMCHT WM KaKHe-TO
IIOJIOXEHHs, TO OJHMH M3 IYHKTOB PacHOPSAUTENbHOM YacTH JOIDKEH COJEpXKaTh CCHUIKY Ha
OTMEHsEMBI JOKYMERT (IIYHKT JOKyMEHTa) C YKa3aHHEM €ro JaThi, HOMEpa M 3aroioBka. Tekcr
IyHKTA JIOJDKEH Ha9MHAThCA cloBaMu «[IpU3HaTh yTpaTUBIIKM CHILY...»

B mpuka3 He ciemyer BKOYaTh IyHKT «IIpuka3 jgosecTH 10 cBeaeHws...» Iloapaspencuus
(HOIDKHOCTHBIE JIMIIA), IO CBENCHWS KOTOPHIX JOBOJMTCA INPHKa3, YKa3hIBAIOTCI B yKasarele
PacChUIKH, KOTOPBIH HCIIOIHHTENL PTOTOBUT BMECTE C IIPOCKTOM IPHKA3a.

Bu3sl BKIOYAIOT JOJDKHOCTH BH3UPYFOIIMX, IMGHBIE TIO/IHCH, PaCITA(pPOBKY NONUCEH U 1aTy.
TToamuch COCTOMT W3 HAMMEHOBAaHMSA JOJDKHOCTH JIMIA, NOJNMCABIIErO JOKYMEHT, JAYHOM
TO/KCH ¥ pacum(pPOBKA MOIHCH (MHULHAIBL, HaMIIIHAS).

Ilpuka3sl (pacmopspkeHHs) IOANMCHIBAET JHMPEKTOP YYPEKICHHA, a B €ro OTCYTCTBHC
HCTIONHAIONMI 0043aHHOCTH JUPEKTOPA.

Ilpunokenus K TpUKa3y BH3HPYIOTCA PYKOBOJMTENEM CTPYKTYPHOIO — HOApPAasAEneHms,
MOJrOTOBHMBIIEr0 MPOEKT. BH3H cTaBsaTCA Ha 0GOPOTHOM CTOPOHE MOCIIEHETO JIACTA IPUIIOKCHHI



2.2. Monoxcenue, npasuna, UHCMpPyKYUA.

2.2.1.ITonoxeHue NMPUHAMAETCA B TOM CIIy4ae, €CJIM B HEM YCTAHABJIIMBAIOTCA CHCTEMHO CBA3aHHbIC
MeKIy cOGOM NpaBmiia 1o BOIpOCaM, OTHECEHHBIM K koMneTenmn OY.

B npaBuiiax ycraHaB/IMBaIOTCS HOPMbI M TPEOOBaHHUSA, 00A3aTEIBHBIC ISl BBITIOIHEHHUS.

B MHCTPYKIMH M3/1araeTcsi MOpAAOK OCYINECTBICHHS KaKOH-THO0 JNEATENbHOCTH WM IOPAJOK
NPHMEHEHMS 10J10XKECHNI 3aKOHOJATEBHBIX U HHBIX HOPMATHBHBIX aKTOB.

ITonoxenns, npaBwia ¥ HHCTPYKIMH NPHMEHAIOTCA KaK CaMOCTOATENBHBIE IPABOBBIC AKTHI,
KOTOPBIC  NOJINMCHIBAIOTCA PYKOBOAMTENEM; yTBEpXKIeHHE odopmisercs B ¢opme rpuda
YTBEPHICHMA WIH TIyTEM M3/IaHUs PACTIOPSIMTENHHOIO JOKyMEHTa 00 MX yTBEpXICHUHU. Pemenne
0 NOPAJIKE NPHHATHS, NPABKII ¥ HHCTPYKLWMIH HaxoauTcs B BeieHrHA PYO.

2.2.2. TlopsnoK MOArOTOBKH NPOEKTA MOJNOKEHH)SI, IPABWI M HHCTPYKIMH COOTBETCTBYET 00LIEMY
NOPAJKY NOJATOTOBKH IPOEKTOB HOPMATHUBHBIX aKTOB.

Tekcer mpoekTa IONoKEeHHs (IpaBuil, MHCTPYKIMH) I€YaTacTcs Ha ONaHKE OpraHa ynpaBJICHHS
o6pazoBaHHEM.

TekcT M3naraercss OT TPEThEro JMIAa €IUHCTBEHHOTO WIM MHOXECTBEHHOro 4Mcia. B Tekcre
HCIOJNB3YIOTCS  CJIOBA:  «HOJDKEH», «CHEAyeT», «HEoOXOMMMOE», «3alpemaeTcs», «He
JIOIYCKaeTCs.

3aroJI0BOK K TEKCTY IOJIOXKEHH s (IPaBHI, HHCTPYKIHH) OTBEYaeT Ha Bompoc «O geM?», 3aroioBoK
K MHCTPYKIMH, COJAEpXamed HNODKHOCTHbIe TpeGOBaHMA H IOpANOK NpoBeacHHs pabor
(OIDKHOCTHAsE HHCTPYKIHS), OTBeYaeT Ha Bonpoc «Komy? (IOIDKHOCTHas MHCTPYKIMSA [JIABHOMY
CIICIHATHCTY)

KoHcraTupyiomeil 49acTei0 IOJIOXKEHHs (TPaBHI, HMHCTPYKIMM) CHyXHT pasaen «OGmue
MOJIOKEHHST», B KOTOPOM YKa3hIBAlOTCS OCHOBAaHMA Da3pabOTKH, OCHOBHOE Ha3HAa4CHHUE
HODMAaTHBHOTO aKTa ¥ cjepa €ro pacnpoCTpaHEHHs, OTBETCTBEHHOCTh 3a HapyIICHHE
YCTaHOBJICHHBIX IIPABHJI M TEXHOJIOTHH.

OCHOBHO#M TEKCT MOJOXEHMA (IpaBWJI, MHCTPYKIMHM) MOMKET ACHMTECA Ha IJIABBI, IYHKTH H
TOANYHKTHI. ['71aBBI IOJDKHEI AMETH Ha3BaHHs.

I'maBe1 Hymepyrorcs puMckumu Imppamu. Hymepaimsa IyHKTOB H IOJIYHKTOB IPOM3BOAATCS
apabckuMu IU(ppamMH.

2.3. IIpomokon.

2.3.1. IIpoTOKON COCTaBIs€TCS HAa OCHOBAHMH 3alliCEH, NMPOW3BENEHHBIX BO BPEMA COBCLIAHHS
(3acepaHus), IPEACTABIEHHBIX TE3MCOB HOKIAIOB H BBICTYIUICHHH, COPABOK, POEKTOB PEINECHAN
Jp.

3anmch BO BpeMs 3acefaHus, c60p MaTepHaloB M MOATOTOBKA TEKCTa BO3JIaraeTcsd Ha CeKperaps
KOJUIETHAIBHOIO OpraHa MiIM COTPYIHHKOB IIOAPA3JC/ICHAM, TOTOBHBIIMI BONPOC K 00CYXIEHHIO.
Teker mpoToKoIIa A0JDKEH GBITH MOATOTOBNICH HE MO3/JHEE YEM Yepe3 TPH JHA CO JHA 3aCeaaHus.
2.3.2.T10JUTMHHAKH JIOKYMEHTOB 10 BOIIPOCaM, PACCMOTPEHHBIM Ha 3aCe/IaHHH, HAIPABIIAIOTCS

JUIS TIONIIMBKA B JIENO B IOJAPA3JCICHAE-UCIONHATEL BMECTE C BBHIIMCKOM M3 MPOTOKONA O
NPHHATHIX PEIICHHAX.

Ha nporokone, coaepikameM HHYOPMALMIO OrPAHHYEHHOIO PacHpOCTPAHEHHMs, IIPOCTABISETCA
nomerka «Jyist cimye6HOro noab30BaHus». g

2.3.3.TekcT MpoTOKOJIA, KaK MPABUIIO, COCTOMT M3 JIBYX YacTEl: BBOJHOH H OCHOBHOM.

Bo BBO/1HO# 9acTH OGOPMIIIOTCS CIEAYIOIME PEKBA3HTEL:

Ipencenarens wm IIpencenarenbCTBYOMMI;

Cexperaps;

IIpucyTcrBOBaNM — CHOHCOK TIPHCYTCTBOBABIIMX WIM OTChUIKA K INPHIAraéMoOMy CIIHMCKY
NPHCYTCTBOBABIIHX;

IMoBectka nus;

JIOKJTaT9rKH 110 KaXKIOMY ITyHKTY ITOBECTKH JIHS.

OCHOBHas 9acTh IPOTOKOJIA COCTOMT M3 Pa3/ielioB, COOTBETCTBYIOINMX ITyHKTaM NOBECTKH [IHA.
TekcT KakI0ro pasjiena CTPOUTCA 110 CXEME:

[IpoTOKO/IaM IPHCBAMBAKOTCA MOPAAKOBEIE HOMEPA B NpE/EIax KaJCHJIapHOro rofa OTAENBHO 110
K@KIOM TIpynme IIPOTOKONOB: TNPOTOKONBI 3acelaHuil  PyKOBOAMTENEH 00pasoBaTelbHBIX
YIpeXKIACHMH, anmapaTHBIX COBEIIAHAM, MPOTOKOJBI SKCHEPTHBIX COBETOB W ap. IIpoTOKOBI
COBMECTHBIX 3acelaHWii HMMEIOT COCTaBHBIE HOMEpA, BKIIOYAIOIIME IOPAAKOBBIE HOMEpa
NPOTOKOJIOB OPTraHM3allHii, IPHHAMABIIHUX YIACTHE B 3aCElaHHH.

HoMmepa nocraHOBEHMH (pEIIeHH I ), IPHHATBIX Ha 3aCEJaHuAX, COCTOAT M3 HOMEpa IpPOTOKOJIa,
HOMEpa paccMaTpHBAEMOr0 BOIPOCAa B TOBECTKE JHA M IOPAJKOBOIO HOMEpa IOCTAHOBICHHA
(pemieHus) B mpezenax Bompoca.

K HOMEpaM IIPOTOKOJIOB M IOCTAHOBJEHHH (PEIICHMH) MOrYyT NpHGaBiATLCA GYKBEHHBIE KOJIBI B
COOTBETCTBHH C IIOMCKOBO# CHCTEMOM, TIPUHATOH! B YUPEKICHHH.

[IpuHATHIE PEIECHHS JOBOAATCS IO HCIONHHUTENEH B BUJIE BHIIIUCOK U3 IPOTOKOJIOB.
2.3.4.TlpoTokonbl medaraloTcss Ha OnaHke mpoTokona (opmara A4 M HMEOT CleAyromue
PEKBH3HTHI:

Haumenoeanue ooxymenma — cinoBo «IIpoTokom» medaraercs OT IPAHMIBGI BEPXHEro IOJsA
MPONHKCHBIME OYKBaMH BPa3pAAKY, IOXYKHMPHBIM IIPA(TOM M BHIDABHHBACTCA 110 LICHTPY,

Buo 3aceoanus, cosewanus — OTAENIETCS OT NPEIBIAYHIEr0 PEKBU3HMTA ABYMSA MEXCTPOYHBIMH
HHTEPBaJIaMH, II€9aTaeTCs Yepe3 OJMH HHTEPBA M BHIDABHUBACTCA 110 LICHTPY;

Mecmo nposedenus 3acedanus, CcOBEIIaHWS YKa3bIBAeTCA INpH O(OPMICHHH TPOTOKOIOB
COBEIIAHMA B TOM CITy9ae, €CIIH OHO IMPOHCXOIHMIIO HE Ha OOBIYHOM MECTE.

Ilegaraercs gepe3 aBa MEXCTPOYHBIX HHTEPBaIA IIOCIE PEKBU3HTa «BU/ 3aceanus, COBEIAHMS,
OTZENAETCA OT HETO IMHEHKOM M BEIpaBHMBAETCS 110 IEHTPY:

Jlama u nomep npomoxona. Jlata opopMiseTcs A(GPOBEIM MM CIOBECHO-I(POBBIM CIOCOGOM H
[IeYaTaeTcs 9epe3 ABa MEKCTPOIHBIX HHTEPBaa HIDKE NPEIBITYIIEr0 PEKBA3HTA.

OcHOBHas 9acTh MPOTOKOJIA Iegaraercs 4epe3 1,5 MexCTPOYHBIX HHTEpBAIa.

Kaxasiii Bonpoc HyMmepyercs: apaGckod (PO, B €ro HaMMEHOBAHWE HAYMHACTCA C Ipeiora
«O» («O6»), KOTOpOE pacmojyiaraercs K LEHTpPY, IledaracTci APYTHM pa3sMepoM mpupra H
NOYEPKUBAETCS OHOM 9epTod mocie mocneaned crpoky. ITon geproii B ckoOKax yKa3bIBarOTCSA
(aMmIMK OJDKHOCTHBIX JIMIL, BHICTYIMBINMX Ha 3aCElaHMH (COBENIAHMH), M KPAaTKOE CONEPKaHHE
BBICTYIUICHHH TP PaCCMOTPEHHH COOTBETCTBYIOIIETO BONpoca. daMuiiuy MeYaTaloTcs 4epe3 OuH
MEXCTPOYHBIM HHTEPBAJL.

3aTeM yKka3hIBaeTCs IPUHATOE 10 TOMY BONPOCY PELICHHME.

IToonuce OTHENAETCA OT TEKCTa TPEMs MEXCTPOYHBIMH MHTEPBAlaMH M BKIIOYaCT HAMMEHOBaHHME
JIOJDKHOCTH JIMIIa MPEICEAAaTENbCTBYIOMEro Ha 3ace/laHuM (COBEINAHMM), €r0 JIAYHYIO IOIIHChH,
pacmH(pPOBKY MOAMHCH (HHHAIMATEI X HaMHIIKA).

HanmeHoBaH#e JOJDKHOCTH I1€9aTaeTCs OT JIEBOM IPaHMIBI TEKCTOBOTO IOJIA YEPE3 MEXCTPOYHbIN
HMHTEPBAI K LIECHTPYETCA OTHOCHTEIIFHO CaMOM JVTMHHHOM CTPOKH.

Pacmm¢poBKa IOANMCH PacHoaracTcs Ha ypOBHE MOCIECAHEH CTPOKM HAUMEHOBAHMS JAOJDKHOCTH
6e3 npobGena wMexay wampanama u  (ammmed. Ilocnemmss Oyksa B pacnmpoBke
OrpaHUIMBACTCA NPABBIM ITOJIEM. .

Tpugh (7 1 ozpanuy, docmyna Kk OoKymeHnmy) — TI€YaTacTCcs B IOPAaBOM BEPXHEM YIIIy
[EpBOro JIMCTa mpoTokona. HoMep sk3eMIuigpa medaraercs Hmke rpuda (momerkw) gepes 1,5
MEKCTPOYHBIX HHTEPBANIA ¥ IEHTPYETCA N0 OTHOIIEHHIO K HAM.

2.4. Cnyacebnoie nucoma.

2.4.1. CiryxeOHbIe MMChMa IMKONOH IrOTOBATCH:

- KaK OTBETHI O BBIIOJHEHHH NOpyYeHHH ['0CyIapCTBEHHOTO ynpaBleHHs 00pa3oBaHHMsA M HAyKH
obnacru;

- KaK OTBETHI Ha 3aNPOChI PA3IMYHBIX OPraHM3alMi ¥ YaCTHBIX JIALL,

- KaK HHUIMaTHBHBIC ITHCHMA.

2.42. Cpok: TNOArOTOBKM OTBETHBIX IHCEM YCTAaHABIHMBAIOTCA PE3ONIOLMEN PYKOBOAMTEIA Ha
OCHOBaHMM MMEIOIIMXCA CPOKOB MCIIONHEHMSA TOPYYEHHH, 3alpOCOB HIIM 0 PEIIEHHIO aBTOpa
PE30JIOLHH.




TeKCTsl OTBETHBIX IHMCEM JODKHBI TOYHO COOTBETCTBOBATh 3aJaHHMAM, 3a(UKCHPOBAHHLIM B
PE30IIONMH PYKOBOJUTEIA.

2.4.3.TekcT mIChMa U371araeTcs OT TPETHETO JINIA EUMHCTBEHHOTO YHCIIA.

Ecimu maceMo oopMIIeHO Ha GaHKe JMODKHOCTHOTO JIMIA, TO €ro TEKCT M3/araercs OT IepBOro
JIMIa eAMHCTBEHHOro yucna: «[Ipomy...», «Hanpasmsio. .. »

Texcr mucbMa, Kak IpaBHIIO, COCTOMT M3 JABYX 4acTed. B mepBoil 4acTu M3naraercs NpuYHHa,
OCHOBaHHME MM OOOCHOBAHME COCTAaBICHHA IHChbMA, NPOBOJATCA CCHUIKHA Ha JIOKYMEHTBI,
SIBJIAIONIMECS OCHOBAHMEM IIOATOTOBKM IHMChMa. Bo BTopo# wacrh, HaumHaiomeics ¢ aGsana,
TIOMEINAIOTCS BBIBO/IBL, IPEIOKEHHUS, TPOCHOBL, PEIICHUS | T.J.

2.4.4. Jlata nucbMa — Jara NPHHATHA pEIICHWs, 3a(MKCHpOBAHHOrO B Tekcre. Jlaroi muceMa
SIBJIIETCA [1aTa €ro MOANHMCaHus.

ITpaBo noammcH CiyeOHBIX IIMCEM YCTAHABIMBAETCS B IOJIOXKEHHH, B TOM YHCIIE B IOJIOKEHUAX O
CTPYKTYPHBIX NOZPa3JCICHAAX U JODKHOCTHBIX HHCTPYKIHMSAX; B HA3BaHHBIX JOKYMEHTAX JIOJKCH
GBITH IPEYCMOTPEH NOPANOK NOIIMCAHMSA IIPH OTCYTCTBHM PYKOBOJAIIMX JOJDKHOCTHBIX JIMIL,

3. lIpaBuia opopmieHHs JOKYMEHTOB

3.1. Bnanku ooxymenmoe.

3.2. OdopmiieHHE PEKBU3UTOB B IIPOIECCE MOATOTOBKH JOKYMEHTOB.

Ilpy DOATOTOBKE OpraHHW3AIMOHHO-PACIOPAJUTENBHBIX JOKYMEHTOB paGOTHHMKH OpraHOB
ynpasieHus o6pa3oBaHHeM 00s3aHBI COOMIOAATH NpaBHiIa 0(OPMIICHHS PEKBH3UTOB, H3JI0KEHHBIX
HIDKE.

3.2.1. 3aro0BOK K TEKCTY JOKYMEHTA.

3aroioBoK K TEKCTY NOKYMEHTa JOIDKEH ObITh KPaTKMM M TOYHO IEpelaBaTh CMBICH TEKCTa,
orBedarh Ha Bonpoc «O ueM?»: «O BBIENECHHH. .. », «O6 H3MEHEHHH. .. » U T .

3aroI0BOK COCTABJIAETCS JTULIOM, T'OTOBSIIMM IIPOEKT JOKYMEHTA.

3.2.2. Jlata 1OKyMeHTa.

JlaTo# IOKyMEHTa ABJIAETCA JATa €ro MOJANMCAHMS (PaCHOPAIUTEIBHEIE JOKYMEHTEI, IIACHMa) MK
COOBITHSA, 3a()MKCHPOBAaHHOIO B JOKYMEHTE (IIPOTOKON, aKT); JUIA YTBEPXKAAEMOIo INOKyMEHTa
(TU1aH, HHCTPYKIWS, NOJIOXKEHHUE, OTYET) — aTa YTBEPIKIACHHS.

Jlata DOKYyMEHTa IPOCTaBIAETCS NODKHOCTHBIM JIMIIOM, NOJIMCHIBAIOIIMM MM YTBEPKIAIOIIHMM
JIOKYMEHT. ITpH NoATOTOBKE NPOEKTa IOKYMEHTa NIEYaTaeTcs TONbKO 0603Ha9eHHE MECAA ¥ roia.
Bce ciyxeOHbIE OTMETKH Ha JOKYMEHTE, CBA3aHHBIE C €r0 IPOMCXOXJIECHHEM H HCIOJIHCHHEM,
JIOJDKHBI IaTHPOBATHCS H TIOIMCHIBATHCA.

JIOKYMEHTbI, W3JaHHEIC COBMECTHO C JPYTMMM OpPraHW3alMAMH, JO/DKHBI MMETh OJHY (E€IHHYIO)
Jiary.

Cnoco6 HanmMcaHHs NaThl 3aBHCHT OT XapakTepa JOKYMEHTa: B HOPMATHBHBIX JOKYMEHTaX,
ONpEACILIOMHX NpaBa IPOKJAaH M OPraHH3al|M, a TAKOKe CONCPXAIIMX CBEICHHA (PHHAHCOBOrO
XapakTepa, UCIONB3YETCs CIOBECHO-IM(POBOi B ClIeNyIOMEH OCIEN0BATENBHOCTH: JIEHD, MECALL,
roz (29.04.2001).

3.2.3. TTommck JOKYMEHTA.

JIOKYMEHTBI,  HanpaBI€Mble B  BHIIECTOAINME  OpraHW3alWM, OONacTHBIC  OpraHbl
NIPECTaBUTENBHOM M CyIeOHOM BIIACTH, NOJIHCHIBAIOTCS JUPEKTOPOM.

JIOKyMEHTBI, HANpaBIseMble MONYMHEHHBIM, CTOPOHHHM OpraHM3alMiAM M TIpaxJaHaMm,
TO/IITMCHIBAIOTCS PYKOBOJMTENIEM, €T0 3AMECTHTEIISIMH.

B cocraB moAmmMcH BXOJAT: HAMMEHOBAHHE JODKHOCTH JIMIA, MOANMCABIIEr0 NOKYMEHT, JTAYHAA
MOJIIUCH ¥ €€ paciH(ppoBKa (MHAIMANB] H HaMHIUS).

Ecii 10/DKHOCTHOE JIMIIO, NOJIIMCH KOTOPOro 3arOTOBJIEHA HA IPOEKTE NOKYMEHTA, OTCYTCTBYET,
TO JOKYMEHT IMOAIKCHIBAET JIMIO, HCHIOJNHAIOMEE €ro OGI3aHHOCTH, WM €r0 3aMecThTensb. [Ipn
9TOM 00653aTENbHO YKa3hIBaeTCA (paKTHIecKas JODKHOCTH JIMIIA, MOANHMCABIIEr0 JOKYMEHT, H €ro
Gdamunus (MCHpaBIECHHS MOXKHO BHECTH OT PYKH HJIM MAIIHHONMCHBIM CIOCOOOM, HanmpHMep
«H.0.», «3aM.»). He momyckaercs noAmichBaTh JOKYMEHTHI C IPEIIOTOM «3a» MM IPOCTABICHHEM
KOCOM 4epTHI NIepe]] HANMEHOBAHHEM JOJDKHOCTH.

[Ipn nommcanmm I0KYMEHTa HECKONEKMMHM JO/DKHOCTHBIMH JIMIIAMH MX HOJIIMCH PacIojararor
0Ly 101 JAPYTO# B MOCIIEA0BATENBHOCTH, COOTBETCTBYIOIICH 3aHUMAEMOH JIOJDKHOCTH.
llpy  noanMcanuMM  JOKYMEHTa HCCKONBKMMHM JIMIIAMM, DaBHBIMH 10  JIOJDKHOCTH, HO
NPEJACTABIAIONIMMY Pa3HBIE OPTaHbl, IOAIMCH PACIIOJIaraioT Ha OHOM YPOBHE.
3.2.4. Anpecosanue JIOKyMEHTa.
JIOKYMEHTHI aIpECyIOT OpraHA3aIKAM HJIA KOHKPETHBIM JIHIIAM.
[Ipn ajpecoBanuy JOKyMEHTa Opranmanyy, 6e3 yka3aHus JO/DKHOCTHOIO JIMI[a MX HAMMEHOBAHHS
IHITYTCH B MMEHHTEILHOM Na/IEXE.
Hanpumep:

T'ocymapcTBeHHOE ynpaBieHHe 00pa3oBaHusa H HAYKH

Vinpasnenue nenaMu

I1pn HanpapieHuH JOKyMEHTa KOHKPETHOMY JOJDKHOCTHOMY JIMIly HAMMEHOBAHME OpraHM3alMi B
NO/IPA3/IC/IeHAs YKA3hIBACTCA B MMEHHTEILHOM IaJieXke, a JODKHOCTh U (paMMiIusA B JATElbHOM.
Hanpumep:

T'ocynapcTBeHHOE ynpaBicHHE 00pa30BaHusA M HAyKH

Haganpauky

IIpn ajpecoBaHHH JOKYMEHTa PYKOBOJMTENIO OPraHM3allid €€ HAMMEHOBAHHME BXOIMT B COCTaB
HAaMMCHOBaHWs JIOJDKHOCTH anpecara. Hanpumep:

I'enepanbHOMY AUPEKTOPY

(HaMMEHOBAaHHE OPraHAU3ALMH)

Ilpu ajmpecoBaHMH NOKYMEHTa (DH3EYECKOMY JIHMIy (aMHIHMIO M HHHIHMANIbLI IONydaTess, 3aTeM
noYTOBKIA anpec. Hanpumep: .

Vi i 3 i
00m., (unoexc)

3.2.5. CornacoBaHu€e JOKYMEHTA.

CornacoBaHue JOKyMeHTa 0QOpMIIETCs BU30M Ha JOKYMEHTE WA TPH(OM COrIacoBaHHs.
BusnpoBanue mpoekTa JOKyMEHTa IPOBOJMTCA NpPH HEOOXOMMMOCTH ONEHKH O00OCHOBaHHOCTH
JIOKYMEHTa, COOTBETCTBHS €I'0 IIPaBOBBIM aKTaM M pPaHEe NPHHATHIM PEIICHHUAM.

IIpencraBisieMbie Ha IOAIHCH JOKYMEHTHI BU3HPYIOTCS HCIIONHHATENEM (OTB. HCIIOHHTEIEM).
Busbl BKIIOYAIOT B Ce0s1 JIMYHYIO MOIHCh ¥ JOJDKHOCTh BH3HPYIOIIETO JOKYMEHT, PacuM(ppoBKy
mommucH (MHUOMAEL, (Gammwims) W Jary. Busa npocraBigercs B HWDKHEH dYacTH 06OpOTHOM
CTOPOHBI NOCJIEJHEr0 JIMCTAa IOMIMHHHKA pAaCIOpAIUTEILHOT0 NpaBoBOro akra. Ha mpoekte
3aKOHOJATEILHOTO aKTa, Ha BHYTPEHHEM JIOKYMEHTE H Ha KOIHH OTIIPABIIIEMOTrO JOKYMEHTA BU3bI
IIPOCTABIIIOTCS Ha JIMLIEBO#M CTOPOHE IOKYMEHTA.

CornacoBaHue NPOEKTa ITOKYMEHTa HPOBOJHMICA C OpPraHaMH YNPaBICHHS H OpraHM3aluiMH,
MHTEPECH KOTOPBIX K HEM 3aTParuBarOTCs, - BHELIHEE COTIIACOBAHHE.

BHemHee coriiacoBaHme JOKyMeHTa odopmisercs cooTBercTBylommM rpupoM. I'pud
coryacoBanus Bkmodaer B cebs cioBo COIJIACOBAHO, HamMeHOBaHME NOIDKHOCTH JIMIA, C
KOTOPBIM COIJIACOBBIBAETCA JMOKYMEHT (BKIIIOYas HAWMEHOBAHUE OPraHU3alMH), IAYHYIO NOJMIHCH,
pacmmppoBKy NOANMCH M AaTy COIJIACOBAHMA WIM Ha3BaHHA JOKYMEHTA, IOJTBEPXIAIOMIEro
COTJIaCOBAaHHME, €TI0 Jary u uHaekc. Hampumep:

COI'JJACOBAHO
I'naBa AMHHHCTpaLHH pa¥iona
obmactu
(JIM9IHAs NOATMCH) (wHAIMANEL, HaMuIHA)

Ne 01-15/155-K

COI''TACOBAHO



Haganbauk I'ocynapcreenroro ynpasnenus o6pa3oBaHus
M HayKH obnacru
ot 30.06.04 Ne 01-15/155-K

I'pup cormacopamms pacmonaraercs mike pekphsuTa «[IONTHCE» B JIEBOM HEDKHEM yriy
JIOKyMEHTA.

I'pudpr  cornacoBanms Moryr pacmomarathcs Ha OTHensHOM <« JIHCTE COIJIACOBAHMA», ECIH
COZICPIKAHHE AENACTCA OTMETKA «JIMCT COrIacoBaHUs MPHIAraeTCsy.

CornacoBanue AOKYMEHTa B 3aBHCHUMOCTH OT €ro COACPXAHUA OCYINECTBISAECTCI B CHeAYIomeHn

IIOCIEA0BATEIbHOCTH:

- C I0JDKHOCTH JIMIIAMH OPraHa MCIIOIHUTEEHOM BIACTH pakoHa;

-~ © PYKOBOIMTCIAMA IOAYMHCHHBIX OPraHW3AMH, HHTEPECHl KOTODHIX 3aTpAarHBAIOTC B
JIOKYMEHTE;

- C OpraHaMH roCyJapCTBEHHOM BIACTH
COZEPXKAaHUE JOKYMEHTa;

- OpH HEOGXOAMMOCTH — C OpraHaMM, OCYIIECTBIISIOMAMA TOCYJIapCTBEHHEIH Ha/IBEIOMCTBEHHBIH
KOHTPOIb (HanA30p) B ONpENENeHHOH o6nacTw (9KONIOTHYECKHH, NOXKAapHBIH M T.IL), ©
OOIECTBEHHBIMM OPraHH3AIHAME;

- C BBIICCTOAIMMH OpraHaMM — B CIIy4asX, KOIJa 3aKOHOAATEIbCTBOM IpelyCMaTPUBAETCA
BOSMOXHOCTh COBEPIICHHS! YIPABNCHYECKHX AEHCTBHI TONBKO C COTNACHS THX OPraHOB.

3.2.6. YTBepKI€eHHE TOKyMEHTA.

Ha noxymenrax, momiexammx yreepsaeHmro, TPH( YTBEPX/IECHHA NPOCTABIAETCA B NPABOM
BEPXHEM YIJIy HEPBOTO JIACTA JOKYMEHTA.

Ipud yreepxaenus odpopmusercs ClieyromumM o6pasom:

0011aCTH, HHTEPECHI KOTOPHIX 3aTparMBaer

YTBEPXJIAIO

PyxoBomurens

(HaMMEHOBaHHE OPraHU3aIHH)

(J1M9HAs MONIHCE, HHULMAEI, (aMHITHS)
02.03.2004

Ilpa  HEOGXOMMMOCTH JONIONHMTENBHEIX NPEIIHCAHMH H Pa3bICHEHHH JOKYMEHT MOXET
YTBEPHKAATBCA NPUKa30M PYKOBOJHMTENS OpraHa yIpaBlieHHs 06pa3oBaHAEM.

VYTBEPXJIEHO

TPHKA30M ...

ot 16.10.2004 Ne 150

3.2.7. Pe3omonus.

B cocras pesomommm BXOAAT crieyrommpe 3neMeHTH: (amunus MCTONHHATENS (MCHIOTHHUTENEH),
COACpXaHHs NIOPYYEHHS, CPOK MCIIONHEHHS, TIOIIHCH, JaTa.

B cysanx, kora mopyueHue naeTcs IBYM WM HECKONBKHM JIMIAM, PaBHBIM IO JIOJDKHOCTH,
OCHOBHBIM  HCIOJIHMTENEM SBIETCA MO, YKA3aHHOE B IODYYEHHH IEPBHIM. Emy
TIPE/IOCTABIIACTCA NPABO CO3BIBA COMCIIONHUTENEH H OCYIIECTRICHHE KOOP/MHAITHH HX PaGOTHL.
OCHOBHOI¥ HCIIONHATENb ¥ COHCIIONHUTENH BIPAaBE NaBaTh NOPYYCHHA B BHAC PE3OJIOLM JTHIIAM,
HEMOCPEACTBEHHO UM TIOYMHEHHEIM.

Ha noxymenrax, He TpeOylommX ykasaHMil 1O HCHOJHEHHIO H HMEIOIMX THIIOBHIE CPOKH
VICIIOJTHCHHA, B PE30JIOLMH YKa3bIBAIOTCS HCTIONHHATE]Ib, OAIACH aBTOA PE3OIIOLMH, [aTa.,
Pesomomus MOXeT 0OpMIIATECS Ha OTAETHHOM JIHCTE C YKa3aHHEM PErHCTPalMOHHOTO HOMEpa
Jarhl JOKyMEHTa, K KOTOPOMY PE30JIFOLHS OTHOCHTCA. ;
3.2.8. OtMerka 06 HCTIONHHTEE.

Ormerka 06 HCIONHHTENE AOKYMEHTAa NPOCTABIAETCS B JIGBOM HIDKHEM YIIIy JHMUEBOH WM
0GOPOTHOH CTOPOHBI IOCIIENHET0 JIHCTA MOITMHHAKA JOKyMEHTa.

Ormerka BKIIOYaeT (paMuIHEIO (paMunEss, ¥Ms, OTYECTBO) HCIIONHHTEN, HOMEp ero TeneoHa,
Hanpumep:
Makcumona Huna Cepreesra 2-30-22 wm Makcumosa 2-30-22
Ha noxymente, moaroroBnerrom mo TIOPYYCHHMIO PYKOBOAMTENS TIPYIION HCIIONHHUTENEH, B
OTMETKE 06 HCTIOJHHTENE YKa3bIBaeTCs (paMHITHS OCHOBHOTO HCIIOHHUTENIS.,
3.2.9. Oopmienne npunoxeHnit JHOKYMEHTY.
IIpuiioxenns IOIDKHBI HMETH BCe HeOGXOAMBIE IS JIOKYMCHTA PEKBH3HTHI (Ha3BaHHUe, 3ar0JI0BOK,
TIO/ITHCH JIHII, OTBETCTBEHHBIX 3a MX COLIEPXKAHHME, 1aTy, OTMETKY O COIVIACOBAHHH M T.IL).
OTMeTKY 0 HAIMYHH PHIIOKERNS, HA3BAHHOTO B TEKCTE, 0OPMIISIOT ClIeAyIOmKM 06pa3’oM:
Ipunoxenue: Ha 8 i1. B 3 7K3.
Ecin npunoxenns He Ha3BaHEI B TEKCTE, TO MX HAHMEHOBAHHSA MIEPEYUCIIOTCA C YKa3aHHEM
KOJMYCCTBA TUCTOB B KAX/IOM NPHIOKCHHH H TUCIA HX SK3EMILIIPOB, HAIPHMED:
Ipunoxenue: 1. Cipaskao... Ha 3 1. B 2 3K3.

2. TTpoexT... Ha 8 11. B 3 3K3.
[lpunoxenns k pacropsiuTensHBIM TOKyMEHTaM COJiepiKaT B IPaBOM BEPXHEM YINy IEPBOTO
JIMCTa OTMETKY € yKa3aHHEM JOKYMEHTA, €r0 JaThl ¥ HOMEpA.
Hanpumep: Ipunoxenne x nprkasy Ynpasinenus obpa3oBanHeM... No  or...
Eciu npusiokenns cOpounopoBans, KOJIMYECTBO JIACTOB B HHX HE YKa3bIBAaeTCA.
3.2.10. Ormerka 06 HCHOTHEHMH IOKYMEHTa M HANPABJICHWH €ro B /€0 BKIIOYACT: KpaTKhe
CBE/ICHHA 00 HCIONHEHHH, ECIIH OTCYTCTBYET JOKYMEHT, CBHJICTENLCTBYIONMI 06 HCIOHEHHH,
HUIH, HAIMIHH TaKoro JOKYMEHTa, CCBUIKY Ha €ro JIaTy M HOMED; OTMETKY «IeN0» HOMEp JeNa, B
KOTOPOM GyZeT XpaHHThCA JOKYMEHT; ATy, TIO/IIACH MCTIOHATENS.

4. Opranuzanusi 10KyMeHT0060p0OTA H HCHIOJIHEHHE JNOKYMEHTOB

4.1. Opraumsanus J0KyMEHTO060pOTA.

4.1.1. JIBmKkeHHE DOKYyMEHTOB B YIpeKACHAH C MOMEHTa HX CO3JaHus HIH IOJYYEHHs [0
3aBCPIICHHA HCTIOJIHEHHSA HIIA OTIPABKH 06pasyeT Z0KyMEHTO060pOT.

4.1.2. TTopsnoK IPOXOXKAEHHS IOKYMEHTOB H OI€panyy, NPOM3BOJUMEIC C HUMH B YUPEXICHHH,
PEIIIAMEHTHPYIOTCS MHCTPYKIMEH IO JENONpOM3BOACTBY, NODKHOCTHEIMH MHCTPYKIHMAMH HX
paboTHuKam.

4.2. OpraHu3anms JOCTaBKH JIOKYMEHTOB.

4.2.1. JlocTaBka JOKyMEHTOB B yUpesICHHE OCYIIECTBIACTCS, Kak IPaBHIIO, CPEACTBAMH MOYTOBOM
M JJICKTPOHHOM CBA3M.

C HOMONEIO MOYTOBOM CBA3M B IIKONY AOCTABISIETCH THCHMEHHAS KOPPECIIOH/JICHIUA B BHJIE
TIPOCTHIX H PErHCTPUPYEMEIX ITHCEM, TIOYTOBBIX KapTOUEK, GAHACPONEH M MEKHX ITAKETOB, & TAKKE
TICYaTHBIE W3/aHus.

4.2.2. Tlo xaHaNaM 31EKTPOHHOMN CBI3H TIOCTYMAIOT: TENErPaMMBbl, TeNe(OHOrPaMMEI, COOOIEHHs
110 3JIEKTPOHHOM [OYTE.

4.3. Ilpuem, 06pa6oTka 1 pacnpeneneHne TIOCTYNAIOMIAX JOKYMEHTOB.

4.3.1. JIoKyMeHTHI, HOCTyNAoNue B Y9IPEXICHAE Ha GYMaXHBIX HOCHTEIISX, IPOXOMIAT MIEPBUYHYIO
06paboTky, NpeIBapHTENBHOE PaCCMOTPEHHE, PETHCTpalMIO, PacCMOTPEHHE PYKOBOACTBOM H
JOCTABIISIOTCS HCIIOHATEISAM.

Ilpuem u nepBrgHas 06paboTka AOKYMEHTOB OCYLIECTBIIETCS CEKPETAPEM.

KoHBepTE ¢ JIOKyMEHTaMH BCKpBIBAFOTCS (32 HCKITIOYEHHEM KOHBEPTOB C IIOMETKOM «IHIHOY),
TIPOBEPACTCS NIPABANLHOCTE JIOCTABKH,, IIENOCTHOCTD YHIAKOBKH JOKYMEHTOB.

Ha nonyuennoM noxymenTe B npaBom HypkHEM YLy IPOCTABIACTCA PETHCTPAIHOHHbLA HOMED.
4.3.2. ]JloKyMeHTHI, aIpecOBaHHBIE JHUPEKTOPY, a Takke 0€3 yka3aHWs KOHKDETHOTO JIMIa,
TIPEABAPHTEITEHO PACCMATPHUBAIOTCA CEKPETapEM, 3aTeM HAPaBIIAIOTCSA PYKOBOJICTBY.
IlpexBaputensHOe  PaCCMOTPEHHE  JIOKYMEHTOB OpOBOAMTCA C  LENBI0O  pacHpeleleHus
TIOCTYIHMBIIHX JIOKYMEHTOB Ha TpeOyrompe OGS3aTeNBHOTO PAaCCMOTPEHHS PYKOBOJACTBOM M
HaIpasJISIEMbIC HENOCPEACTBEHHO OTBETCTBEHHBIM HCITOJTHUTEIISM.



[penBapuTenbHOE PacCMOTPEHME OCYINECTBIAETCA MCXOAd M3 OLEHKH HX COJEPXKAHHsA, Ha
OCHOBaHHH YCTAaHOBJICHHOTO B OpraHHM3alluH PacipeeieHus 0013aHHOCTEH.

be3 npeaBapHTENBHOTO PacCMOTPEHHs NEPENAIOTCA MO HA3HAYECHMIO JOKYMEHTHI, a[PECOBAHHbIC
HETIOCPEICTBEHHO JOJDKHOCTHBIM JIMIIAM.

PaccMOTpeHHBIE PYKOBOJACTBOM JOKYMEHTHI BO3BpAllAlOTCA CEKPETapl0 M Jajee JOKYMEHT
NEPEAETCs Ha UCIIOJTHEHHE.

IMoUTMHAMK TOKYMEHTa MOJTy9aeT OTBETCTBEHHBIN HCIIOHUTED.

4.3.3.IlocTynMBIIME TENErPaMMBbI IIPHHAMAIOTCA 110/ PACITACKY C MPOCTABICHHAEM JaThl M BPEMEHH
IpHAEMa, PETHCTPHUPYIOTCA IO TEM JKE€ NpaBWiaM, YTO M IMChMa, a 3areM IIEpeNaroTcs Ha
PacCMOTPEHHE PYKOBOJCTBY M HCIIOTHEHHE.

Texcr nocrynuBIneH Tene(OHOrpaMMbI 3aITHCHIBACTCA HONyYaTeIeM Ha CIIENMaIbHOM OlaHKe WK
B JKypHAJIE ¥ OTIEPATHUBHO NEPENACTCs PYKOBOJMTENIO, KOTOPOMY OHa a/IpecoBaHa.

4.3.4. llocrymaiomye OpWIMHAIBI JOKYMEHTOB C OJIEKTPOHHOM KONMEH MOJDKHBI HMMETHh
CONPOBOAMTENBHOE NMHCHMO. TEKCT KONMMM Ha MarHWTHOM HOCHTENE NOJDKEH COOTBETCTBOBATH
TEKCTy OpHTHHAJIA.

4.4. Opranm3anps 06pabGOTKH M IEpeadd OTIPABIAEMBIX JOKYMEHTOB.

4.4.1. lToxymeHTHI, oTnpaBiseMbic PYO, nepenarorcs oYTOBOM M SJIEKTPOHHOM CBA3HIO.
O6paboTka INOKYMEHTOB JUIA OTHPAaBKH IIOYTOBOM CBA3BIO OCYIIECTBIAETCH CEKpETapeM B
cooTBeTCTBHH C [IpaBHIaMy OKa3aHHA yCIIYT MOYTOBOM CBA3H.

JIOKYMEHTHI ISl OTIPABKH IEPENAIOTCA IONHOCTHIO OQOPMIICHHBIMH, 3apETHCTPHPOBAHHBIMH, C
yKa3aHHEM ITOYTOBOTO aJpeca WM C YKa3aHHEM Ha PacChUIKY.

JIOKyMEHTEI, TOJUIEKAIIHE OTIPABKE, NODKHBI 00OpabaThBaTBCA M OTHPABIATECA B JIE€Hb HX
TIO/INMCaHKs WM He IO3/THEE CIIEAYIOmero pabodero aus.

JlochUIKa WM 3aMEHa pa30CIaHHOIO paHee JOKYMEHTa OCYINECTBIAETCA IO YKa3aHHWIO JIMIA,
MO/IIMCABINETO JOKYMEHT, HIIH PYKOBOJHUTEA yIpaBJIeHHs AenaMu (06IIEro oTaena).

4.4.2. C moMOIIBIO CPEICTB SICKTPOHHOM CBSI3H OCYINECTBIICTCA Iepenada HHpopManuy B BHIC
TeJerpamMuM, TejerainorpaMM, gpakcorpaMm, TenehOHOrpaMM, IEKTPOHHBIX COOOIICHHIHA.

443. TenerpaMMbl INPHHMMAIOTCA  CEKPETAPEM  3aBHU3MPOBAHHBLIMH,  NOAIMCAHHBIMH,
JIAaTHPOBAHHBIMH M 3aPETHCTPUPOBAHHBIMU, C OTMETKOM O KaT€TOPHH M BHJIE OTIPABJICHHS.
OtnpaBka TENErpaMM OCYIIECTBIAETCS B COOTBETCTBHH C IIpaBMiiaMH TIIpeJOCTaBICHHS YCIyTr
TenerpadHOM CBS3H, YTBEPXACHHBIMHE NocTaHoBNeHHeM [IpaBurenscrBa Poccuiickoi Deneparmu
or 28.08.97 Ne 1108 (CoGpamme 3akoHOnarenbcrBa Poccuiickoit ®enepamum. 1997. Ne37.
Ct.4299).

4.4.4. Tlepenaua uEGOPMAIMH C NOMOMIBIO TeNe(OHOrPaMM OCYIIECTBIIAETCA YCTHO IO KaHaiaMm
Tene(OHHOM CBA3M M PETHCTPHPYETCA NOTydaTeeM.

4.5. TTopsa oK IpOXO0XIECHHS BHYTPEHHHX JIOKYMEHTOB.

4.5.1. TIpox0/iIcHHE BHYTPEHHHX JOKYMEHTOB Ha 3Talax MX NOATOTOBKH M O(QOpMIIEHHA JOJLKHO
COOTBETCTBOBATh MNPOXOXICHUIO OTNPABIAEMBIX JOKYMEHTOB, & Ha JTale HCIOJHEHUS —
TIOCTYTIAIOIIMX JOKYMEHTOB.

4.5.2. OopmieHHBIE JOKYMEHTHI IIEPEJAIOTCA Ha MOIIMCH PYKOBOACTBY B COOTBETCTBHH C IIPABOM
TIOZIIMCH JOKYMEHTOB M Paclpe/IeCHHeM 0043aHHOCTEH.

4.5.3. Konue NOANHMCAHHBIX PYKOBOJMTENIEM PaCHOPSAUTENBHBIX JOKYMEHTOB B 00A3aTEIbHOM
NOPSAZIKE PACCBUIAIOTCA B CTPYKTYpDHBIE IIOAPA3[CICHHsA, B BENCHMHM KOTOPHIX HaXOIATCA
paccMaTpUBaeMbIE BOIPOCHL.

4.5.4. Tlepenaya NOKYMEHTOB MEXTY CTPYKTYPHBIMH HOAPAa3JCICHUAMH OCYHIECTBIIETCS 9epe3
CeKperaps WM JIMIA, OTBETCTBEHHBIE 3a JENONpPOM3BOACTBO. JIOKYMEHTHI IEpENaloTCs ¢
COOTBETCTBYIOIIEH OTMETKOM B PK®D.

4.6. Tlpuem u 06paboTKa NOKYMEHTOB, MOCTYNAIOMMX IO KAHANAM 3JIEKTPOHHOH IOYTHL H
(aKCHMHIILHOH CBSI3H.

4.6.1. DekTpOHHAA MMOYTA — OJUH H3 KOMIIOHEHTOB CHCTEMBI aBTOMAaTH3alMH JOKYMEHT0060pOTa,
CPEACTBO JOCTABKH, OTIPABKH HH(POPMAIMHK U €€ Nepeladd MEX/Ty NOJb30BaTESMH.

4.6.2. DnekTpoHHbIe COOOIIEHMS, MOCHUIAEMBIE N0 3TIEKTPOHHOM M0YTE, HCIOIHAIOTCA aHATOTHIHO
JIOKyMEHTaM Ha OYMaKHBIX HOCHTEISX, NPH HANMYMH ONpEIEIECHHOM crnenu(UKH B mpouecce
HCIIOJIHCHHAA.

4.6.3. OrnpaBuTENb IEKTPOHHOTO COOOIMEHH 3aITyCKaeT MPOrpaMMy OTIPABKH MOYTHI M CO3aeT
(paiin coobienns, yKa3pIBaeT ero mMs, 1aTy ¥ BpeMs oTnpaBkd. CooOIIEHHA MOXXHO BBOIUTH U
PCAAKTHPOBATH C TOMOINBIO TEKCTOBBIX PEJAKTOPOB. OIEKTPOHHBIE COOOIICHHA MEPEJarOTCA
a/[pecaram B COOTBETCTBHH C YKa3aTeleM Ha PacChUIKY.

AJpecar nonydaer u3006pakeHHe T0KyMEHTa Ha SKpaHe KOMIIBIOTEPA, a 3aTE€M PacredyarhiBacT ero
Ha 6yMa)KHbI HOCHTEITH.

Kaxaomy aGoHEHTy B 3JIEKTPOHHOM IIOYTE BBIJENAECTCS MHIMBHAYAIbHBIA IIOYTOBBIM ALK
(o6macts mamsaTa DBM), KOTOpOMY IPHCBAMBAETCA KOJ, MOJIL30BATENA, H OOMEH 3NIEKTPOHHBIMH
COOOIICHUAMHE OCYIIECTBIIAETCS YEPE3 3TH MOYTOBHIEC ALTAKH.

4.6.4 Tlpn HaIM9UH SNEKTPOHHOM MOYTHI NOKYMEHTHI 00pabaThIBalOTCA M HCHONHAIOTCA IpH
NOMOIIY aBTOMATH3MPOBAHHOM peracTpamyd. OTIpaBHTENIO HEOOXOMMMO IIOCTABHTH OTMETKY
«COOTBETCTBYET OPHTHHAIY).

4.6.5. Ilpu nepenade ¥ IpHeMe TEKCTOB CIYXEOHBIX JOKYMEHTOB II0 KaHanaM (akCHMHILHOU
CBA3H HEOOXOIMMO PYKOBOJICTBOBATHCS CII€, ¥ TpeGOBAHUIMH:

- 06beM epenaBaeMoro JOKYMEHTa (TEKCTa, CXEMBIL, Tpa(yigeckoro H300paXkeHHus), BEIOJIHEHHOTO
Ha 6ymare popmara A4 YepHBIM IBETOM, HE JIOJDKEH NPEBHIIIATH IISATH JIUCTOB;,

- IOKYMEHT JUIsl TIepe/iady 1o KaHaly (akCHMHILHOHM CBA3H CHAETCA C 3asSBKOH yCTaHOBJIECHHOIO
o6pasiia, IOAIMCaHHOM PYKOBOJHTENEM IIOApa3iecHHA. 3asdBKH XPaHATCA B TE4EHHE OJJHOTO T0/1a;
- OTBETCTBEHHOCTh 3a COJEP)KaHWE IepelaBacMoii MH(OpMAaIMH BO3JIAracTcs Ha HCIONHHUTEN,
MOJTOTOBHBIIEr0 JOKYMEHT K Ilepefiade, ¥ pyKOBOJHUTEIS COOTBETCTBYIOIIET0 NOAPA3ICICHHS;

- (hakcorpaMMBI Ha MHOCTPAHHBIX fA3BIKAaX OTIPABILIOTCA NPH HAIMYHM IEPEBOJA, 3aBEPEHHOIO
JIMIIOM, TIO/IACABINNM (aKcorpamMmy;

- 3anpemaercs nepeaaBaTh TEKCT JOKYMEHTOB C IOMETKOH « /111 CIry»keGHOro I0/IE30BaH ),

- momIeXampii Iepenade HOKYMEHT YYHTHIBACTCS B O)KYpHAJI€ YCTaHOBICHHOM (OpMEL
INoaymMHHMKH JOKYMEHTOB IIOCIE NEPENaYy BO3BPAINAIOTCA HCIOJHUTENSIM C OTMETKOH O BpEMEHA
OTIIPABKH;

- mocrynmBme (akCOrpaMMBbI yYHTHIBAIOTCS B JKypHAl€ YCTaHOBJICHHOH (opMmbl 6e3
TIPOCTaBIICHUs] PETMCTPALMOHHOIO INTaMIIa, IIEPENAlOTCs ajapecaraM IIOJ PAaclMCKy B JE€Hb HX
TIpHEMa, CPOYHBIC — HEMEJUICHHO,

- (hakcorpaMMbl Ha HHOCTPAHHBIX S3BIKAX JOCTaBILAIOTCA afipecary 6e3 mepeBoja.

4.7. Yder KOMM4eCTBa JOKYMEHTOB.

4.7.1. Y4er KonM9ecTBa JOKYMEHTOB 32 ONPEAEICHHBIN NIEPHO/l BDEMEHH (IO, MECSALI) IPOBOJUTCS
1o PK® cexperapeM.

4.7.2. 3a enquHEIy ydera KOJIHMYECTBA HOKYMEHTA IPUHMMAETCA CaM JOKYMEHT, O3 ydera KOIHI,
CO3/1aBaEMbIX IIPH NIEYATAHMHA H Pa3MHOKCHHH.

Vyer konmuyecTBa JOKYMEHTOB MOXKET POBOJUTEHCA 110 KAIICHAAPHOMY IOy B LIEJIOM.
IMocTynaromye 1 CO3al0Iye JOKYMEHThI II0ICIUTHIBAIOTCS OTAEIBHO.

WTOroBsie JaHHBIE MOACYETA IMPEACTABIAIOTCA B Tabmuunoi Qopme. ITo kaxnod rpynme
YYHTHIBACTCS KOJIMYECTBO MOKYMEHTOB H OTAENBHO HMX THpax (IM(pPBI NMpOCTaBIAIOTCA dYepes
KOCYIO YEpTy HIIM B OTAEIBHBIX rpadax).

4.8. PaboTa HCTIOTHHUTENEH C JOKYMEHTaMH.

4.8.1. PykoBOZMTENH CTPYKTypHEIX nozpasaenenuii OY  obecnedMBaloT — OIEpaTHBHOE
PaccMOTpeHHe JOKYMEHTOB, J0BEICHHME MX O MCIOJIHHUTENEH B I€Hb MOCTYILICHHA, KOHTPOJIb 3a
Ka4EeCTBEHHBIM MCIIOIHEHHEM JIOKYMEHTOB IO CYIIECTBY BOIPOCA.

4.8.2. Ilpu pacCMOTPEHHMH JOKYMEHTOB PyKOBOJMTENL IOJPA3JEICHHSA BBIIEIAET JOKYMEHTBIL
Tpe6yIonye CPOYHOrO HCIIOTHEHHS.

CpouHbIE JOKYMEHTHI IIEPEAlOTCs HEMEIEHHO.

ITpu HEOGXOMMOCTH Pa3MHOMKEHAA JOKYMEHTA WM JPYTHX 3aI€piKKaX MCIOMHHTENIO NEPENnacTCa
PEruCTpalMOHHAsA KapTOYKa HIIH HCTIONB3YeTcs HHad (opMa ero HH(pOPMHPOBAHHS.



4.8.3. McnonHenue J0KyMEHTa NPeTycMaTpUBaeT: c6op 1 06paGoTKy Heo6X0aMMOl HE(OpMAIH,
NOArOTOBKY IpPOCKTa [JOKYMEHTa, €ro OQOpMICHHE, NpPEICTABIeHHE Ha MOANMCAHUE
(yrBepxzenue) pykoBoactBoM OV WM pyKOBONMTENSMH CTPYKTYPHBIX —MOMApA3/IeicHHii,
MO/INOTOBKY K NEPECHUIKE afipecary.

Wcnonuvrens onpenenser HEOGXOAMMOE KOJIMYECTBO SK3EMIUIAPOB JOKYMEHTa, IIEpEIaeT
JOKYMEHT Ha THpakupoBanuwe. Ha moxymeHT, pacchuraeMmbiii Golee 49eM B 4YeThIpe ajpeca,
HCIIOJIHATEN TOTOBHT YKa3aTelb Ha PACCHLIKY.

4.8.4. Ilpu OmepaTMBHOM PENICHHH BONPOCOB €3 COCTABIEHWS OMOTHHTENHHBIX JOKYMEHTOB
HCIIOJIHUTENb JIENaCT OTMETKH Ha JOKYMEHTE: O JaTe INOCTYIUICHHs (eciu o6pa3oBacs HHTEpBA
BPEMCHH MEXIy INOCTYIUICHMEM JIOKYMEHTa M €ro JOCTaBKOM HCIOJHHTENI0), O Jarax
IPOMEXKYTOYHOTO HCIIONHEHHs (3anpoC CBEJNCHMH, TelNe(OHHBIC IEPErOBOPHI M T.A.), O Jare U
pe3ybTaTax OKOHYATELHOTO HCIIOIHEHHUS.

Bce oTMeTKH pa3MemaoTcs Ha CBOGOJHBIX OT TEKCTa MECTAX.

4.8.5. Tlpn HaMYMKM OTBETCTBEHHOIO WCIOJHMTENS BCE OCTATBHBIE HCIONHHTENH OTBETCTBEHHbIC
3a CBOCBPEMCHHBIA M KAYECTBEHHBIM aHATH3 MH(OPMAIWMH M IPEJCTABICHHE OTBETCTBEHHOMY
HCIIOJIHATEIIO B YCTAHOBJICHHBIE MM CPOKH HEOOXOJMMBIX MAaTEPHANIOB (IIPOEKTOB IOKYMEHTOB,
CIpaBOK, CBEICHUH U T.11.).

OTBETCTBEHHBIN HCIONHHTENb HECET IIEPCOHANLHYIO OTBEICTBEHHOCTh 3a IMOJHOTY H
JIOCTOBEPHOCTH MH(OPMAITHH, HCIOIB30BAHHOM IIPH IIOATOTOBKE JAOKYMEHTA.

4.9. PaGora ¢ 00pameHuaMy M 3aIIpOCaMy JIeNyTaToB.

4.9.1. IToAroToBKa M HAPaBJICHHE OTBETOB HA OGPAICHHS ¥ 3aIPOCHI JIEMyTAaTOB Pa3HEIX YPOBHEH
ocymecraisiercs OY B COOTBETCTBHH C 3aKOHOAATeNLCTBOM Poccuiickoli Mexepamyu o cratyce
JIeNyTaTa. :

4.9.2. B kavectBe oGpamieHHA M 3anpoca paccMarpvBaeTCs NMHCHMO, HANMCAHHOE Ha GIaHKe
JeNyTara, AMEIOIIEe NOIHCh JEIyTaTa U AaTy.

IIpu obpamenun nemyTaTa NODKHOCTHBIC iHna Ge3oraratelbHO (a NpH  HEOGXOIHMOCTH
TONy9EHHS JIONIONHUTENBHBIX MaTepHanoB — He no3anee 30 aHEH co JHA momydeHus oOpaineHus
WM B MHOX COINIACOBAHHBIA C MHHIMATOPOM 3alpoca CPOK) JAIOT OTBET HA 3T0 O6pamieHHe H
TIPE/ICTABIIAIOT 3alpAIMBAEMbIE IOKYMEHTHI HJIM CBEICHHS. IIpH 3TOM JOKYMEHTEI, COCTaBIIIONIHE
TOCYJapCTBEHHYIO TaliHy, PEIOCTABIIAIOTCA B IIOPSKE, YCTAHOBICHHOM (eIepalbHEIM 3aKOHOM O
TOCyJapCTBEHHOM TalHe.

493. B cnyyae HeOOXOIMMOCTH NpPOBEACHHS B CBA3H C OODAalICHHEM WIH 3ampoCOM
JOTIONHATENbHOX IPOBEPKH MM JONONHHUTEIHHOTO M3yYCHHs KaKuX-IHGO BOIPOCOB CIEXYET
CoOGIMTE 06 5TOM aBTOpY O6pAIEHHA MK 3aIpoca B TPEXAHEBHBIN CPOK CO JIHSA €10 TIOTYYEHH.
4.9.4. TlpueM, 06paboTKa M HampaBlIeHHE IOCTYNAOIMX OGpAIIEHHMI M 3ampOCOB JAEMYTATOB
OCYIIECTB/IIETCA CEKPETapeM B COOTBETCTBHH C YCTAHOBJICHHBIM HOPAAKOM paGOTH C
TOCTYNIAIOIIMMH JIOKYMEHTaMH.

4.9.5. B crpykrypHbiX moapaszenenusx OY mo oOpaimeHHsM H 3ampocaM B COOTBETCTBHH C
YKa3aHHWSAMH PYKOBOJCTBA ONEPATHBHO IOTOBATCS IPOEKTHI OTBETOB, 4 B HEOOXOMUMBIX CIIydasx
OPOEKTHI NOPYYEHHH COOTBETCTBYIOIMM OPTraHU3aIMsM.

4.9.6. OGpamenns ¥ 3apOCk! IEMYTATOB U ZOKYMEHTHI I10 MX PACCMOTPEHHIO (POPMHPYIOT B JieNa B
COOTBETCTBHMH C HOMEHKJIATypOM A€l

4.9.7. B OY aHaIM3MpYIOT KOJNMYCCTBO M XapakTep OOpAaIeHMA M JEMyTaTCKUX 3ampocoB
HH)OPMHPYIOT 06 3TOM PYKOBOACTBO.

5. IlouckoBasi CHCTEMA 1O JOKYMEHTAM

5.1. Peructpanys JOKyMEHTOB.

5.1.1. OcHOBO¥ TOCTPOECHHA IIOMCKOBBIX CHCTEM SIBISETCS PETHCTPAIMS JOKYMEHTOB — 3alIACh
YUETHBIX JAHHBIX O JOKYMEHTE IO YCTaHOBJICHHOH (opme, dukcupyromas (pakr ero cosgaHus,
OTNIPABJICHAS MY IOy 9IEHHS.

5.1.2. Perucrpaimu nmojnexar BCe HOKYMEHTHI, TPeGYIOIIME ydera, HCIONHEHHS B CHPABOYHBIX
LENX.

PErucTpupyioTcs IOKYMEHTSI, MOCTYNAIOMME U3 JPYTHX OPraHu3al|ii ¥ OT (GH3HUECKHX UL, a
TAKIKE CO3/IABAEMbIE — BHYTPEHHHUE H OTHPABJISIEMBIE.

JlOKYMEHTHI pErHCTPHPYIOTCS HE3aBHCHMO OT CI0co6a MX JOCTABKH, NIEpeJadd MM CO3IaHuMs.
5.1.3. JIOKyMEHTBI PpErMCTPHPYIOTCA OJMH pa3. MOCTYNAOIHe — B J€Hb TMOCTYIUICHH,
CojjapacMbic — B JI€Hb NOANMCAHHA WIM yTBepxaeHMA. IIpu mepenaue JOKyMEHTa W3 OJHOIO
HOJPA3/ICICHUs B IPYTO€ OH IIOBTOPHO, KaK IPaBHJIO, HE PETUCTPHPYETCS.

5.1.4. Perncrpanms TOKyMEHTOB POA3BOMTCS CEKPETapEM B MpPE/eNax IPyI, B 3aBHCHMOCTH OT
HA3BaHMs BUJA IOKYyMEHTA, aBTOPA H COEPKAHHS.

JIOKyMEHTBI, nepenaBacMble WIH NPHHAMAaeMble 10 KaHamaM (DaKCHMUWIBHOW  CBSA3H,
PErHCTPUPYIOTCH CEKPETaPEM.

5.1.5. JlokymenTsl peructpupyiorcs B PK® — TpajIdOHHbIX HIIH 3)IEKTPOHHBIX KapTOYKaX.

5.1.6. PerucrpanvoHHbI# HOMEp JOKYMEHTa COCTOMT M3 IOPSAKOBOTO HOMEpPA, KOTOPKIH HCXOMS U3
MH(OpPMAIMOHHEIX NOTpeGHOCTEH OY MOXKET AOMONHATHCH GYKBEHHBIM MM E(POBHIM HHIEKCOM
CTPYKTYPHOIO NOJApA3JENCHHs, MHICKCOM Ji€jla IO HOMEHKJIAType Jel, KOJAOM JOKYMEHTa I0
K1accu(puKaTopy KOPpPECHOHAEHTOB, HenoiHuTenei U ap. COCTaBHBIE YacTH PErHCTPALHOHHOTO
HOMEpa OTAEINSIOTCA APYT OT APYTa KOCOH YEPTOMH.

5.1.7. lna nocrimkenns HHOOPMAIMOHHON COBMECTHMOCTH PETH! OHHBIX JIAHHBIX M CO3/IaHUA
IIOMCKOBBIX CHCTEM YCTAHABIMBAETCA CIEYIONIAI COCTaB OCHOBHBIX PEKBH3HTOB PETHCTPALIMH:

- HAUMEHOBAHHE OPraHM3al|H (aBTOpa WM KOPPECIIOHICHTA);

- HAUMEHOBaHHE BH/Ia IOKYMEHTa,

- JlaTa ¥ PErHCTPalMOHHBIH HOMEp IOKYMEHTa,

- aTa ¥ MH/IEKC NOCTYIUICHHU;

- 3ar0JIOBOK K TEKCTY (KPaTKoe COAEP)KAaHHE JOKYMEHTA);

- pe3oimonys (MCHIONHHATENb, COAEPIKAHHE IOPYYEHHs, aBTOP, aTa);

- CPOK HCIIONHEHHs IOKYMEHTa;

- OTMETKA 00 HCTIONHEHHH JTOKYMEHTa ¥ HAIIPABJIEHHMH €T0 B JEI0.

[IpaBuyia 3aN0NHEHHA OCHOBHBIX PEKBH3HTOB PK® Npe/CTABIICHB B IPUIIOKECHHH.
Cocras 06s13aTebHBIX PEKBU3HTOB PETHCTPAIIMH B 3aBUCHMOCTH OT XapaKTepa JOKYMEHTA H 33129
HCIIONB30BaHMA MHAOPM MOXXET IONONHATHCS M PEKBH3ATAMHU:

- rpu( (TIOMETKa) OrPaHAIEHHSI AOCTYIIA K JOKYMEHTY;

- BHYTPEHHsIs IEpeajipecanys JOKyMEHTOB 110 MCTIOJHHUTEISAM;

- KOJI II0 TEMAaTHIECKOMY KJIacCHpHKaTOpy;

- KIIIOYEBHIE CIIOBA;

- KOJIMYECTBO JIACTOB IOKYMEHTA;

- HaJIMY¥€e NPUIIOKCHUIM;

- IOJDKHOCTHOE JIMIIO, TOCTaBHBIIEE JOKYMEHT Ha KOHTPOJIb;

- HPOMEXXYTOYHBIE CPOKH HCIIONHEHHS,

- IIEPEHOC CPOKOB HCIIOTHEHHUS,

- CPOK XpaHEeHHs JOKyMEHTa,

- CTaryc JIOKyMEHTa(IIPOEKT, BEPCHS);

- BHJI [IEPE/Ia9H JIOKYMEHTa (1OYTOM, (hakcoM H T.1.) U Jp.

5.1.8. Perucrpauys 10KyMEHTOB-OTBETOB OCYymeCTBIAeTcS B PK® HHHIMATHBHBIX JOKYMEHTOB.
JIOKyMEHTY-OTBETy NpPHCBAHMBACTCA IOPAIKOBBIA HOMEP B IpeleNax COOTBETCTBYIONIETO
PETHCTPAIIHOHHOIO MacCHBA.

* 5.2. Opranm3anus IOMCKOBOM CHCTEMEIL [0 JOKYMEHTaM.

5.2.1./ins obecnieyenns 3¢ (PEKTHBHOIO HCHOIB30BAaHAA MH(OPMALWK [PA NPHHATHH PEIICHMH B
OV mosxer GBITH CO3/1aHa IOUCKOBasi CHCTEMA 110 JIOKyMEHTaM.

5.2.2. Mndopmaiys 0 NOKyMERTaX, MOJNYYCHHAs IPH WX PETHCTPALMH, NOCTYIAET B IOMCKOBYIO
CHCTEMY, KOTOpasi BKJIIOYAET B Ce0A KAPTOTEKH M KIIACCH()HKALHOHHEIC CIIPABOYHHKH.

5.2.3. Ilpu TpaJMITMOHHOM KapTOYHOM PETHCTPALMHK I1€YaTaeTcsi HEOOX0AUMOE KOIHIecTBO PK®D,
KOTOpbIE MOI'YT COCTaBIATH CIEAYIOIIIHE KapTOTEKH: CIPaBOYHEIE (II0 KOPPECIOHIEHTaM, BHIaM



AOKYMEHTOB, aBTOpaM JOKyMEHTa M Jp.), KOHTPOJBHO-CIIPABOYHBIE, KOAM(DHMKALMOHHBIC, IO
oGpaeHHsM IpaKIaH, a(paBATHEIE H APYTHE B 3aBHCHMOCTH OT 3a/[a4 MOMCKA HH(OPMALIHH.
5.24. DddexTHBHOCTS paGOTHI MOMCKOBOM CHCTEMBI  JIOCTHTaeTCs eM__pa3paboTku
KJIaCCH(MKAIIMOHHBIX CIPABOYHHUKOB:

- KJIaCCH(pUKATOpa BHIOB JOKYMEHTA,

- KJ1accH(puKaTOpa KOPPECIOHAEHTOB;

- KJ1acCH(puKaTOpa pe3osiommii;

- Kaccu(pukaTopa UCIOHUTENEH;

- KJIACCH(MKATOPa PE3yIbTATOB HCIIONHEHHSA IOKYMEHTOB;

- HOMEHKJIATYPBI JIEJI.

TToMHMO NepeYHCIICHHBIX, B KOHKDETHOM NOMCKOBOM CHCTEME MOTYT HCHONB30BATHCA H JPYTHE
KJIACCH(MKATOPEI B 3aBUCHMOCTH OT NOTPEGHOCTE} BBO/IA M TIOMCKA IOKYMEHTOB M HH(OPMAIIHAH.
5.2.5. B aBTOMATH3MPOBaHHEIX MOMCKOBEIX MACCHBAX IOHMCK KOHKDETHOTO JOKYMEHTA HIH
N0AGOPKH MATEPHANOB OCYIECTBISIETCH 10 aTpHOyTaM (HA3BAHHMIO, BUJly JOKYMEHTa, Jare
OPHHATAA, HOMEpY JOKyMEHTa M T.L) WIA IO KOHTEKCTY (mo Jro6oMy cloBy HiH (pase,
COIEPXKALIEHCS B HICKOMOM JIOKYMEHTE).

TToHCKOBBIi 3aIPOC MOXKET CONEPKATH OOYI0 KOMOHHAITHIO aTPHGYTOB M IEMEHTOB TEKCTA.

5.2.6. IToMCKOBBIE CHCTEMBI JIOIDKHEI 0GECIIeYHBAaTH MOUCK HH(OpMaImH o aestensHoctd OY, He
OTHECEHHOH K TrOCYapCTBEHHOH TaifHe WM CiyxeOHOH HH(OPMAIMHM OTrPAHMIEHHOTO
PacnpoCTpaHeHHs, Pa0OTHHKAaM OpraHa YNpaBJCHHA OOpa3’OBaHHEM, HHBIM TIOCYIApPCTBEHHBIM
OprasaM, OpraHM3aiiIM, GU3HIECKUM JIMLAM.

5.2.7. Tlopsamox NONY9YeHHS MNONL30BATENEM HH(POPMAIHH ONpeNENdeT OpraH YIIpaBJICHHA
o6pa3oBaHMeM KaKk COOCTBEHHHK WIM BiajeNel] HHPOPMAIHOHHEIX PECYpCOB Ha OCHOBE
TpeGOBaHMI 3aKOHOAATEILCTBA.

5.2.8. TTopsOK 3aIATH M JIOCTYNA K CIly’eGHOH MH(OPMAIH OrPaHAIEHHOTO pacopoCTpaHeHHs
ONpPENENAETCA OpraHaMM yNpaBlieHWs oOpasoBaHHEM B IpeAeiaX HX KOMIETEHIMH JHGO
HEMOCPEICTBEHHO COOCTBEHHMKOM MH(OPMAIK, B COOTBETCTBHH C 3aKOHOAATETHCTBOM.

6. KOHTpOJIb HCIIOJIHEHHS JOKYMEHTOB

6.1. OpraBm3aups KOHTPOJIS MCIIOTHEHHA.

6.2. KOHTpONb HCHIONHEHHMA BKIIOYAaeT B ce0si: MOCTAHOBKY Ha KOHTPOJIb, IPEIBAPHTEIBHYIO
TPOBEPKY M PETYNHPOBAHHE XO/A MCIIONHEHHUS, CHATHE C KOHTPOJIS, HAPABJIEHAE MCIOIHEHHOTO
AOKYMEHTa B JIEO, y4eT, 0000Menne W aHalM3 X0Ja H Pe3ylbTaToB HCIONHEHHS JOKYMEHTOB,
HH(OPMUPOBAHME DYKOBOJMTENCH B LEISIX CBOEBPEMEHHONO M KAYECTBEHHOTO HCIIONHEHHS
NOPYYEHUH, 3a(HKCHPOBAHHBIX B JOKYMEHTAX.

6.3. KOHTpOmO mOmnexar Bce 3apErHCTPHPOBAHHEIE JOKYMEHTHI, TPEGYIONIME HCIOIHEHH,
[EPEYCHD KOTOPHIX YTBEPHKAACTCA PYKOBOJHUTENEM OpraHa yInpaBieHus 06pa30BaHHEM.

Ilpu mocraHoBKe NOKyMeHTa Ha KOHTPOIb Ha JIEBOM MOJIE JOKYMEHTA AENAETCA OTMETKa O
KOHTpOJI€, KOTOPYI0 GykBo# «K» mimm coBoM (mramiiom) «KoHTpos».

6.4. KOHTPOIIb HCHIONHEHMs 06ECTIeYHBACT PyKOBOAHTENL OPraHa yIpaB/ieHns 06pasoBaHAEM | 10
€ro NOPYYCHUIO CEKPETaph, KOTOPBIA OCYMIECTBIAET YIET KOHTPOIHMPYEMBIX JOKYMEHTOB, @ TAKXKe
X0/Ja M COCTOSIHHSA MX MCIIOJIHCHHA.

KoHTpoNb HCHIONHEHHS [OKYMEHTOB IO CyIECTBY BONpOCA OCYIIECTBISIOT PYKOBOIMTEIIH
CTPYKTYPHBIX IIOAPA3/EICHUN Oprana ynpasicHAs 00pa3oBaHKEM.

6.5. KOHTpOMIL HCTIOTHEH S IOKYMEHTOB CTPOMTCS Ha 6a3€ PErHCTPALMOHHBIX JAHHBIX.
KontponkHas Kaproreka CHCTEMATH3HDYeTCS IO CPOKAM HCHONHEHHA JOKYMEHTOB, IO
HCIOJIHUTEISAM, TPYIIIAM JOKYMEHTOB.

6.6. CpokH HCHIONHEHHA JOKYMEHTOB HCUHCIIOTCH B KAICHNAPHBIX JHAX: IMOCTYIHMBIIEX HX
BBIICCTOANMX OpPraHOB TOCYAapCTBEHHOM BJACTH M BHYTPEHHHX — C JaThl IIOJNMCAHHS
(YTBEpXICHMA) AOKYMEHTa, a MOCTYNHMBIIMX W3 APYTHX OPTaHOB YNPABICHHS OGDA3OBAHHMEM,
OpraHM3alyii, a Takxe 00pameHuii rpaxaH — C AaThl UX MOCTYIUICHHS.

CpokH  MCIONHEHHsS J[OKYMEHTOB ONPENENAIOTCH PYKOBOAMTENEM HCXONA M3  CPOKA,
YCTAHOBJICHHOTO ~ OpraHW3alMel, HANpPaBUBINEH JOKYMEHT, HIH CPOKOB, YCTaHOBJIEHHBIX
3aKOHO/IATENIbCTBOM.

[IOKYMEHTBI 110/1€XKAT MCIIOTHEHHUIO B CIIE, € CPOKH:

- C KOHKPETHOM J1aTOk HCIIONHEHHS — B YKa3aHHBIH CPOK;

- 0e3 yKasaHus KOHKDETHOM JaThl MCHONHCHWS, MMEIOLAE B TEKCTE IOMETKY (CPOYHO» -
HCITOJIHAETCA B 3-THEBHEIH CPOK;

- IMCIOIIHE MIOMETKY «ONEPaTHBHO» — B 10-IHEBHBIN CPOK, OCTAIBHEIE — B CPOK He 6olee Mecsna;

- 10 o6pamenusM rpaias, nocrynasmeM B OV ¥ TpeGyrOmyM JONONHATENBHONO H3ydeHH s |
TIPOBEPKH, - JI0 OTHOTO MECAL@ CO IH MX PETMCTpallH, 110 OCTANBHBIM 06pamenusm — He Gonee
15 nuei.

Ecnmn mocnepuuii 1eHb cpoka HCIONHEHHS JIOKyMEHTa HDHXOAMTCS HA HEpaGoumii IeHb, TO
AOKYMEHT TIOJUICHKHT HCIONHEHHIO HE IO031HEee pabodero MHs, NMpENmECTBYIOMEro HepaGoueMmy
JHIO.

Jlata ucnonHeH s yKa3kIBaeTCA B Pe30JIOLME PyKOBOHTENS | (pukcupyercs B PK®D.

6.7. Ilpn HE06XOIMMOCTH H3MEHEHNS CPOKA UCTIONHEHHS JOKYMEHTA OTBETCTBEHHBIN HCIIOJHUTE
TIPEJICTAB/IACT HAa HMMsl PYKOBOJMTENS, JABIIETO IOpYYECHHE, MOTHBHDPOBAHHYIO MpOckOy O €ro
TIPO/UICHAH HE MO3/IHEE 3 JTHEH JI0 HCTEYEHHA ITOTO CPOKa.

OG0 Bcex ciydadx M3MEHEHHsS CpOKa MCIONHEHHS NOKYMEHTOB OTBETCTBEHHBIH HCIIOTHHTETH
CBOEBPEMCHHO MH(OPMHDYET CeKpetapsi [Uls BHECEHHs m3MeHeHMH B PK® (HOBENI Cpok, jara
HM3MEHEHUS, TIOITIHCE).

6.8. B ciyuac HCHONHEHHS NOKYMEHTA HECKOIBKHMH CTPYKTYDHBIMH IIOJpa3/e/CHAAMH
TO/UIMHHUK JIOKYMCHTa HANpPAaBJISETC OTBETCTBEHHOMY HCIIOJIHHTENIO, OCTAIBHBIE HCTIOMHHTEIH
TIOJTY9aI0T KONIMHA JJOKYMEHTA. ¢

6.9. Tlpu yxone B OTHyCK, BHIGHTHM B KOMAHJMPOBKY, B Ciydac GONE3HH, YBONBHEHHS WIH
NepeMemeHAs PaGOTHHK, OTBETCTBEHHEIH 32 KOHTPOJIh HCIIONHEHHS JOKYMEHTOB, 06A3aH epeaTh
ApyroMy paGOTHHKY 10 COIIACOBAHHIO C  HENOCDPEACTBEHHEIM PYKOBOJHTENEM  BCE
KOHTPOJIAPYEMBIE JOKYMEHTEIL.

6.10. Ilpm mepecsulke AOKYMEHTa Ha MCIOIHEHHE B TIOJBEAOMCTBEHHYIO OpraHM3alMI0 C
HOCIENyIomEM HHPOPMHPOBAHHEM O XONE M PE3YJIBTATAX HCIONHEHHS BMECTE C JOKYMEHTOM
TIEPECHUIAIOTCS JIBA IK3EMILIIPA PErMCTPALMOHHOM KapToUKH. I10Cie HCIONHEHNs OIMH SK3EMILIAP
KapTO4YKH BO3BPAINACTCA C YKa3aHHEM HAThl M CONEP KAHUA UCIIOTHEHMS.

6.11. TIpoBepka Xo0Ja WCIONHEHMsS OCYIIECTBISETCA O HCTEUCHHS CPOKOB  HMCIIOTHEHHSA
JIOKYMEHTOB.

6.12. Castne JOKyMEHTa C KOHIpOJNS OCYIIECTBISET PYKOBOMHMTENh HIM 10 €ro NOPYYEHHIO
CEKpETaph, CHATHE JOKYMEHTA C KOHTPOJISL 0QOPMIIAETCA OTMETKOM 06 HCIIOJHEHUH AOKYMEHTa H
HaNpaBJICHUH €TI0 B JIENO: KPATKHE CBEACHHs 00 HCIONHEHMH HIIA CCHUIKA HA JOKYMEHT (IaTa M
HOMEP), CBUAETENLCTBYIONHH 06 HCIIONHEHHA; OTMETKA B JIETI0», HOMED JIENa, B KOTOPOM Gyner
XDaHWTHCS  NOKYMEHT; JiaTa, MOJNMCh WCIONHHTENS HWIH PYKOBOMMTENSA CTPYKTypPHOTO
TIOAPa3/eeHusi, B KOTOPOM HCIOJHEH JOKYMEHT.

6.13. JlokyMEHT CYHTAeTCi HCHOJHEHHBIM M CHHAMAETCA C KOHTPOJA IOCHE (hAKTHUECKOTO
BBINONHEHHs NOPYYEHAH IO CyMECTBY, JOKYMEHTHPOBAHHOIO MOATBEPXACHMA MCIIONHEHHA M
COOGIIEHNs PE3YIBTATOB 3AMHTEPECOBAHHBIM OPraHH3AIKAM H JIAIAM A ECITH B TIPEICTABIECHHBIX
[0 HEMY Marepuanax O BBHIONHCHHH HE JAHO IONOJIHMTELHBIX NOPYYCHHH M Marephaibl HE
BO3BpAIIEHBI HA IOPAGOTKY.

7. Opranu3anusi JOKYMEHTOB B 1€JI0NPOH3BOICTBE

7.1. OpraHusaiys JOKyMEHTOB B IEIONPOM3BOICTBE MPEICTABIAET COGOM COBOKYITHOCTh BHJIOB
pabot, 06ecreynBaIONKX COXPAHHOCTb, YUET, CHCTEMATH3AMIO JOKYMEHTOB, (dopmupoBanre H
O(opMIICHHE /€N B /IENIONPOM3BOACTBE M HX IEpeiady B apXHB B COOTBETCTBHH C TPeGOBAHMAMH,
YCTaHOBJIEHHBIMH I'OCYJapCTBCHHBIMH CTaHAApPTaMH Ha JIOKyMEHThI, HOPMaTHBHO-METOIHYECKHMHA
JoxymenTamMn  DenepaibHOM apxHBHOM CHyGbl PoccHM, a Takke COOTBETCTBYIONIMMH



HOPMaTHBHO-METOJMYECKUMH JJOKYMEHTAMHM IO apXHBHOMY €Ty W AETONPOU3BOJICTBY apXHBHBIX
OpraHoB obmacTy.

OCHOBHBIMH BHJaMH paGoT, 0GECIECYMBAIOMMMH INPABAILHYIO OPraHW3alMIO JOKYMEHTOB B
JIENOMPOM3BOICTBE, ABIAIOTCA COCTABICHAE HOMEHKIIATYP A€l U GOpMUPOBAHKE AEII.

7.2. Cocmagnenue nomenknamyp oen.

7.2.1. HomeHKknaTypa iell — CHCTEMaTH3HPOBAHHBIN IIEPEYeHb 3ar0IOBKOB (HAMMEHOBAHMIA) [,
3aBOJMMBIX B OpraHax ynpaBileHHsA OOpa3oBaHHMEM, C YKa3aHHEM CDOKOB HMX XPaHEHHMA,
O(OPMIICHHBIH B YCTaHOBJICHHOM TOPSIKE.

Homenknarypa jien npeiHasHaveHa /Ui OpraHM3al|y IPYIIEPOBKH MCIONIHEHHBIX JOKYMEHTOB B
Jlela, CUCTEMAaTH3allii ¥ y4eTa JIejl, ONpE/IENCHNs. CPOKOB MX XPAaHEHHUs M ABJIACTCH OCHOBOM IS
COCTaBJICHHSA OITMCEH /€I NMOCTOSHHOrO M BpeMeHHOro (ceeime 10 jer) XpaHeHHs, a Takke A
ydera el BpeMeHHOro (10 10 JieT BKIIOYHTENIbHO) XPAHEHHS.

7.2.2. Tlpu COCTaBIEHMM HOMEHKJIATYPHI [N CIEAYET PYKOBOACTBOBATHCSA IIONOXKEHHAMH O
Y9PEXACHHUH, INTATHHIM PACIHCAHUEM, TUIAHAMH M OTYETaMH 0 paboTe, NEPeYHAMH JOKYMEHTOB C
YKa3aHHEM CPOKOB MX XpaHEHHMs, HOMEHKJIaTypaMH Jel 3a NpeAIecTBYIomue roasl. M3ygatorcs
JIOKyMEHTHI, 06pasylommecs B IEITEILHOCTH OpraHa ynpaBJieHHs 06pa30BaHHEM, MX BHIIBI, COCTaB
Y COZIEP)KaHHE.

7.2.3. Homenxnatypa jen NO/THCHIBAETCS  TUPEKTOPOM, COIJIACOBBIBAETCH OKCIEPTHOM
KoMHccHel (nanee uMenyercs OK).

7.2.4. HomeHknarypa Jen nedaraeTcs B HEOOXOZMMOM KOJNHMYECTBE O3K3eMIUIAPOB. IlepBbiit
YTBEPXK/ICHHBIA 3K3EMIUIAP HOMEHKJIATYphl JEN SBIAECTCA JOKYMEHTOM IIOCTOSHHOIO CpOKa
XpaHeHus, BTOpo# ucnosk3yercs B OY B kadecTse paGouero, TpeTrii — B apxuBe OV, ueTBepTHIH —
B apxuBe PYO.

7.2.5. Homenkiarypa Jiel B KOHIE KaXIOr0 roja yTOYHSETCS, YTBEPXKHACTCA M BBOJMTICA B
JielcTBHE ¢ | sHBaps CIEAYIOmIEro roja.

7.2.6. Homenknarypa Jen COCTABIS€TCA H COINIACOBHIBAECTCS 3aHOBO B ClIydae KOPEHHBIX
M3MEHEHMH (DYHKIMI M CTPYKTYPBI YIPEXKACHHSA.

7.2.7 Haspaumsimm  pasnenoB HOMEHKIATypsl jen OY SBIAIOTCS HAa3BaHHA CTPYKTYPHBIX
nojpasaenenui. B CBOJHOM HOMEHKIAType JeN pa3lelbl pacloNaraioTcs B COOTBETCTBHH C
YTBCPKIACHHON cTpyKTYypo OY.

7.2.8.B noMenkiatypy JeNl BKIFOYAOTCS 3arOJIOBKH JEJ, OTPKAIOIME BCES JOKYMEHTHpPYEMEIE
yqactku paborsr OY.

B HoMeHknarypy nei He BKIFOYAIOTCA NEPHOTAIECKHAE M3 IaHHA.

7.2.9.1'padbl HOMEHKNIATYP A€ 3aIONHAIOTCS CIEAYIOIIM 06pa3oM.

B rpape | HOMEHKIATYpel JEl HPOCTaBISIOTCS HMHIAEKCH K@KAOrO JENa, BKIIOYEHHOIO B
HOMEHKJIaTypy. MHIEKC Nena COCTOMT M3 YCTaHOBIEHHOIO B OpraHe yNpaBleHHs 00pa3oBaHHEM
1E(ppoBoro 0603HAYECHAS CTPYKTYPHOTO IIOAPA3IENCHHS M IOPSAKOBOrO HOMEpa 3arojioBKa IO
HOMEHKJIaType B TpeNenax CTPYKTYpHOTo mojpasieneHus. HHuekchl gen 0603HaqaioTcs
apabckumu adpaMu.

Hanpumep: 12-05, rae 12 — o603Ha9eHrE CTPYKTYpHOTO moApaszeneHus, 05 mopsaKOBbIi HOMEp
3aroJIoBKa JIeNa 110 HOMEHKJIaType.

B HOMEHKJIaTYype €N PEKOMEHAYETCS COXPAHATH OJMHAKOBBIC MHACKCHI I OXHOPONHBIX €N B
npe/ieNax pa3sHbIX CTPYKTYPHBIX NOAPa3AeICHUN; UL NEPEXONSIHX AE HHAEKC COXPaHACTCS.

B rpady 2 HOMEHKIATyphI A€ BKIIOYAIOTCS 3ar0jIOBKH JEN (TOMOB, YacTei).

3arosoBoK Jiena J0JDKEH YETKO, B 0606ImEHHOM (hopMe OTpaXkaTh OCHOBHOE COACPIKAHHE H COCTaB
JIOKYMEHTOB Jiefa.

He nomyckaercs ymoTpeGneHHe B 3arojioBKE JIefa HEKOHKPETHBIX (DOPMYIHPOBOK («pa3HBIC
Marepuans», «O0mas nepenucka» 1 T.1.), a TAK)Ke BBOAHBIX CIIOB H CIIOKHBIX 060pPOTOB g
3aroNoBoK Ji€na COCTOMT M3 JJEMEHTOB, PAacloNiaraeéMbiX B CHEYIOLIEH IMOCIEA0BATENLHOCTH:
Ha3BaHME BHJIA JieNa (NEPEIHCKa, KypHaTI M T.J.) WIH PasHOBHIHOCTH JAOKYMEHTOB (IIPOTOKOJIBL,
MpHKa3bl ¥ T.J.); Ha3BaHWe (ENEPaTbHOr0 OpraHa HMCIIOJHHTENHHON BIIACTH WM CTPYKTYPHOIO
noJpa3/ieNeHus (aBTop JOKYMEHTA); Ha3BaHWE OpraHHW3alliH, KOTOPOi GyayT aapecOBaHbI HIH OT

KOTOpO# GYAyT MOMydeHH IOKyOMIOKYMCHTHI (aJpecar HIM KOPPECHOHAEHT IOKyMeHTa); KpaTKoe
COIEpIKAHME JOKYMEHTOB J€Na; ji<=Na; HA3BAHHE MECTHOCTH (TEDPHTODHH), C KOTOPOH CBS3aHO
coiepIKaHKe JOKYMEHTOB JIeNa; Jath = > Jara (Hepﬂoll), K KOTOpPO# OTHOCATCA JOKYMEHTHI J€ra.

B 3aronoBkax Jen, coAepxauS=xalliX IOKYMEHTHI MO OJHOMY BONPOCY, HO HE CB3aHHBIX
TI0C/IEI0BATEIFHOCTHIO HCTIONHCHM> NCHHA, B KAUCCTBE BUAA NIENa YIOTPEOIAETC TEPMUH «HOKYMEHTBD»
a B KOHIIC 3ar0/0BKa B CKOOKax y(EAX yKaSbIBAIOTCA OCHOBHBIC PASHOBHIAHOCTH JOKYMEHTOB, KOTOpbIE
JIOJDKHBI GBITh CTPYIIIHPOBAHEI B & B JeN€ (IUIAHBI, CIMCKH, JOKIAbI H T.1.).

Hanpumep:

«/lOKyMEHTSI O TIPOBE/ICHMM TEMATIVE MATHICCKIX BEICTABOK (IUIAHBL, CTHCKH, JOKJIA/IbI, XapaKTePHCTHKH
9KCIOHATOB)».

B 3aronoBkax zen, coJepKalyx I15mEX NEPEIHCKY C OJHOPOJHBIMH KOpPPECIIOHACHTAMH, IOCJIEHHE HE
YKa3bIBAIOTCA, @ YKa3hIBAETCS MX 061 %X O0IIEE BAIOBOE Ha3BaHHe.

B 3aronopkax Jell, coepamyx Ix¥EIX NCPENHCKY C PasHOPOAHBIMM KOPPECIOHIEHTAM, IOCIENHEE He
TIEPEYMCIIIOTCS.

Hanpumep:

«Ilepermacka 06 opranu3amum C - CCMHHaDOB M COBEIIaHHH IO BONPOCAM OKyMEHTHDOBAHHS
YIPaBJIEHYECKOH NEATENHHOCTHY. <.

B 3aronoBke jena ykassBaeTcs koul T KOBKDETHEIH KOPPECIIOHJICHT, €CIH MEPEIHCKA BEAETCH TONBKO C
HHM.

Hanpuwmep:

«Ilepemmcka ¢ 06> _ 0GVACTHEIM HHCTHTYTOM TOBBIMICHHS KBANH(HKALMH PaGOTHAKOB
o6pa3oBaHUL.

Ilpn 0Go3nayenny B 3aroNoBKax iy ¥ Acl AIMHHHCTPATHBHO-TEPPUTOPHATBHEIX CAMHHUI YIHTHBAETCH
Cllelylomee: €CIH cojepkanMe Ji <= J¢Td KACACTC HECKONBKHX ONHOPOAHBIX aIMHHHCTPATHBHO-
TEPPUTOPHANBLHBIX €IWHHI, B 3ar«sE£3aro/lOBKE Jeiia He YKa3pIBarOTCA HMX KOHKPETHEIE Ha3BaHMi, a
yKa3BIBacTCs X 00Iee BUAOBOE Hask Ha3BaHUC.

Hanpuamep:

«ITepenmcka C rIaBaMy aIMHHECTP:(C"TPalli BOJIOCTEH O CONMATBHOM 3aIIATE yaamuxcs.

Ecma  cozepxanme Jena KacaewSTacToi OIHOH aJMUHHCTDaTHBHO-TEPPUTOPHAILHOMH €IMHHULIBI
(HaceNneHHOro IMyHKTa), ee (€ro) Ha3s ¥FEHa3BaHAC yKa3bIBACTCS B 3ar0JIOBKE J€Ia.

B 3aronoBkax jen, Coaepianmux mu = IUT2HOBYIO HIM OTIETHYIO JOKYMEHTALHIO, yKa3bIBAETCA MEPHOL

(xBapTai, Tox1) Ha (3a) KOTOPbIH COCIOTOCTABICHBI IUIAHBI (OTYETHY).
Hanpuwmep:
«Oruaer PUK — 83».

Ecim zieno Gyzer cocTosTh 3 HECK SOSCKOMbKAX TOMOB HIIM 9acTel, TO COCTAaBIAETCS OOIIHI 3aro/I0BOK
JieNa, a 3aTeM IPH HEOGXOMMOCTH MUBIH COCTABIISIOTCSA 3arONIOBKH K&KIOr0 TOMa (JacTH), yTOUHSIONHe
COZIEpIKaHKE 3aroJIOBKa JeNa.

Topsanok pacmonoxenus 3arojioBKei= BKOB JCI BHYTPH Pas[ElOB H IOAPa3/ieiioB HOMEHKIIATYpBI JAEI
ONpEIENSETCS CTENEHBI0 BAKHOCTHIOCTH A0KYMEHTOB, COCTAaBIIIONMX J€a, H MX B3aHMOCBS3bI0. B
HaYaJle pacrojiaraloTcs 3aroOBREIOBKH JCH, COAEpKaIuxX OpraHK3aMOHHO- PACIOPSAUTELHYIO
JIOKyMEHTaIHIO.

3aroJNOBKH €T MOTYT YTOYHATECA Bd F B Iponiecce (pOPMHUPOBAHHA 1 0OYOPMIIECHHS [e.

l"pad)a 3 HOMEHKJIATYPBI A€ 3aMOTHII®IHACTCSA 110 OKOHYaHUU KaJICHAApPHOTO roja.

B rpad)e 4 YKa3hIBalOTCA CPOK XpaH«-SAHCHAA /IC]Ia, HOMEpa crarei mo TNEPEYHIO, a NPH €ro OTCYTCTBHH
— THIOBOM WM IIPUMEPHOH HOMEHKEIZHKIATYPE N€I.

B rpade 5 «IIpumedanne» yKassIBacIMBAIOTCA HA3BaHHUs NIEPEIHEN TOKYMEHTOB, HCIIOJTb30BAHHEIX TIpH
OIpeJENeH:H CPOKOB XPAHEHHs NeNAIIEI, MPOCTABIIOTCA OTMETKH O 3aBEJICHHH €N, O MePeXO/sIHX

Jenax, O BHIACICHHM Jiel K YHUYTO-PITOXCHHIO, O JIMIAX, OTBETCTBEHHBIX 33 ()OPMHpPOBAHHE Jien, o

nepenaye Jie B APYroi opral ynpaseSOaBicHis 00pa3soBaHUeM IS IPOXOIDKEHHS U ZIp.

7.2.10. Ecim B Tevenne roga B O'C) OV BOSHHKAIOT HOBBIE NOKYMEHTHPOBAHHEIE Y4aCTKH paGoTL

HENPEAYCMOTPCHHBIE JieNia, OHH B4 JOTIONHHTCIBHO BHOCATCH B HOMEBKNATYpy. JIns BHOBb

3aBOJIMMBIX JIC]I B K&X/IOM paszese H 9 HOMCHKIATYDhI OCTaBIIIOTCA PE3EPBHEIE HOMeEpa.



7.2.11. TTo OKOHYaHHHM rojia B KOHIIE HOMEHKJIATYpBI €N J€IaETC HTOroBas 3anmch O KOJIMYECTBE
3aBEJCHHBIX A€l (TOMOB)

7.3. ®opMupoBaHKe U 0GOPMIICHHE JEI.

7.3.1. ®opmupoBaHHE €N — IPYIIHPOBKA HCIONHEHHBIX JOKYMEHTOB B JIEla B COOTBETCTBHH C
HOMEHKJIATYpO} JIENl M CHCTEMATH3alUsl JOKYMEHTOB BHYTPH JieJa.

7.3.2. Jlena ¢opmupytorcs B OY, Kkak NpaBWio, ACHEHTPAIA30BAHHO, T.€. B CTPYKTYPHBIX
TIO/IPa3ICIICHHSX.

7.3.3. HcnonHeHHbIE NOKYMEHThl MO/DKHBI B 15-IHEBHBIM CpOK CIaBaTbCid HCIOJIHHTEINEM,
CEKPETapIo, OTBETCTBEHHOMY Uil HOpMHpOBaHHA HX B ena. Homep nena, B KOTOpoe J0IDKEH ObITh
TO/IIHAT JOKYMEHT, ONPE/eNsIeT PyKOBOAUTEND CTPYKTYPHOTO NOAPA3AENCHUS WIH UCTIIOJIHHUTENb B
COOTBETCTBUM C HOMEHKJIATYPOH J€eIl.

7.3.4. TIlpu $popmupoBaHHH e HEOOXOUMO cOOMOAaTh CIEAYIOIMME MpaBhiia: IIOMENATh B JIEN0
TOJBKO HCIOJIHEHHBIE JOKYMEHTH, B COOTBETCTBHH C 3arollOBKaMHM J€l II0 HOMEHKJIAType;
TPYNIIMPOBATh B JAENO JAOKYMEHTH OJHOTO KaJIE€HAAPHOTO Iofia, 3a MCKIIOYECHHEM IIEPEXOIAMUX
JIETT; pa3zeNnbHO IPYNIHPOBATh B €N JOKYMEHTHI IIOCTOSHHOIO M BPEMEHHOIO CPOKOB XPaHEHWS,
TOMeINaTh B Jiela KCepoKomuH (akcorpamm, TenegoHorpaMMsl Ha OOIIMX OCHOBAaHHAX; B JIENO HE
JIOJDKHBI IOMEMATHCA JJOKYMEHTHI, TIO/UIEKAIIHE BO3BPATy, JHIIHUE 3K3EMIUIAPhI, YEPHOBHUKH; 11O
obbeMy Aeno He JO/DKHO mpepbmmars 250 ymcroB. Ilpm HammammM B JieNe HECKONBKAX TOMOB
(JacTeil) HHIAEKC ¥ 3aroJIOBOK €A IPOCTABILIOTCA Ha KOXKIOM TOME C J00aBlIeHUEM «T.1», «T.2»
HT.A

7.3.5. JIoKyMEHTHI BHYTpH Jella Pacrojaraiorci B XPOHOJOIHYECKOHM, BOIPOCHO-ITOIHYECKOH
TIOCJIEIOBATENHHOCTH HIIH HX COYECTaHHH.

PacnopsurensHBIE JOKYMEHTH IPYIIIAPYIOTCA B JIEfa 110 BHaM M XPOHOJIOTHH C OTHOCSIMMHCH
K HAM NPAIOXKCHHAMH.

B oTnenbHEIE fea 10 XPOHOJIOTHH, B 3aBHCHMOCTH OT BHIOB JOKYMEHTOB, (OPMHPYIOTCSH KOIUH

TIPHHATHIX 3aKOHOB MuHOGpa3zoBanusa PO, 3akoHOB 001acTH, aKTOB AJIMHHHCTpalyl
obnacTy, AZIMAHHCTpaal paiioHa, I'oCy1apCTBEHHOTO yIIpaBJICHHUS
o0pa3oBaHus U HayKu 001aCTH M BBIIMCKH M3 COOTBETCTBYIOIIMX IPOTOKONOB

3acefaHMii  kolermd M [ocymapcTBEHHOro  ympapieHHs — oOpasoBaHMs M HayKd

o0NlacTH, OpraHOB MWCIOJNHUTENBHOM M  3aKOHONATENHbHOM  BIACTH
patioHa.

ITonoxxeHws, MHCTPYKIHMH, YTBEPKACHHBICE paCHOPAJWTEILHBIMA JOKYMEHTaMHM, ABJIAIOTCA

NPHIOKEHUAMH K HUM M IPYIIHPYIOTCA BMECTE C YKa3aHHBIMH JOKYMEHTaMH.

ITpuKa3sl IO OCHOBHOM JEATENHHOCTH IPYNIIUPYIOTCS OTACIBHO OT PHKa30B MO JIMYHOMY COCTaBY.

TIpoToKONBI B JiEi€ PacHoNaraloTcs B XPOHOJOTHYECKOM HOPANKE MO HOMepaM. JIOKYMEHTHI K

NPOTOKONIaM, CrPYIIIMPOBAHHBIE B OTJACIBHBIE JI€NA, CHCTEMATH3HPYIOTCA II0 HOMEpaM

MPOTOKOJIOB.

VYTBEpKICHHBIC IUIAHBI, CMETHI, IAMHUTHI, TUTYJIBHBIC CIIUCKH M APYTHE JOKYMEHTHI IPYIIHpPYIOTCS

OTZENBHO OT MPOEKTOB.

JIOKYMEHTHI B JIMGHBIX JENIaX PacHoJIaraloTcs 0 MEpEe UX NOCTYILICHUS.

Ilepemcka rpynmupyercs, Kak IpaBHiIo, 3a MEPHOJ KAICHJAPHOTO rola U CHCTEMATH3HPYETCs B

XPOHOJIOTMYECKOM IOCIEA0BATELHOCTH; JOKYMEHT-OTBET NIOMEIAETCA 38 JIOKYMEHTOM-3alPOCOM.

Ipu BO306GHOBIEHHH NEPENMCKH IO ONPEEICHHOMY BONPOCY, HaYaBINEHCsA B NPEIBLIYIIEM TOLY,

JOKYMEHTHI BKIIOYAIOTCA B JIEJI0 TEKYIIEro Iofia ¢ yKa3aHWEM MHJIEKCa Jielia IPEABIIYINEro rojia.

7.3.6. lena OY nomnexar 0pOPMIICHHUIO IIPU MX 3aBEICHHUH M 10 3aBepmieHuH rona. Opopmienue

Jiena — MOATOTOBKA Jiena K XpaHeHuio. OdopMieHre mena BKIIOYaeT B ce6s KOMIUIEKC paboT 1o

ONMCAHMIO JieNia Ha 06/10XKe, OPOIIOPOBKE, HYMEpAMH JIMCTOB H COCTAaBIECHHIO 3aBEPHTEIHHOM

HagmucH. OgopMiIeHHe e IPOBOAUTCS CEKPETapEM. :

7.3.7. B 3aBHCHMOCTH OT CPOKOB XPaHEHHs IIPOBOJUTCA IOJHOE HIIA YaCTHIHOE O(OPMIICHHE JEI.

IMonHOMY OOpPMIICHHMIO MOIJIEKAT JENa MOCTOSHHOrO, BpeMeHHOro (cBbime 10 JeT) XpaHeHud U

no yugHOMY coctaBy. ITomHoe odopMieHHEe Jena IpexycMaTpuBaeT: OpOPMIEHHE PEKBH3HUTOB

OOJIOKKH Jea 10 YCTaHOBJIECHHOH (opMe; HyMEpauuio JIMCTOB B JIENE;, COCTaBICHHE JHCTA —

3aBEPHUTENIA I€Na; COCTABICHHE B HCOOXOMMMEBIX CTy4asX BHYTPEHHEH OIMCH JOKYMEHTOB JIE€Na;
[O/IIIMBKY H NEPEILIET AeNa; BHECEHHe HEOOXOAMMBIX YTOYHEHHH B PEKBH3HTHI 0GJI0MKKH JEna.
7.3.8.06n0%Ka Jiena IOCTOSIHHOTo, BpeMEHHOro (cBpine 10 JIeT) XpaHEHHs U 10 THYHOMY COCTaBy
opopmisiercs mo ycraHoBieHHoM ¢opme. Ha 06n0kKke J€na yKa3bIBalOTCA PEKBH3HTHL
HaWMEHOBaHWE OpraHa ynpaBjieHus 00pa3oBaHHeM; HAMMEHOBAHME CTPYKTYPHOTO IOAPa3ACICHNS;
HHJIEKC Jeia; 3arojiOBOK Jefa;, jara fAeia (TOMa, 9YacTH); KOJNHMYECTBO JIMCTOB B JIENE; CPOK
XpaHEHMA JieNa; apXUBHBI mMU(p aena.

PeKBH3HTHL, IpOCTaBIsSEMBIE Ha OONOXKKE Jena, O(GOPMIIOTCH — CleAyIommM — 06GpasoM:
HauMEHOBAHHE OpraHa ympaslieHHs 00Opa3oBaHMEM YKa3bIBAa€TCA NOIHOCTHIO, B HMEHHMTEIHHOM
najexe, C yKasaHHeM O(HIMAIBHO NPHHATOTO COKPAIEHHOIO0 HAaMMEHOBAHMS, KOTOpOE
yKa3piBaeTcsi B CKOOKax MOCiHe MOJMHOr0 HAWMEHOBAHMA, HAWMEHOBAaHME CTPYKTYPHOTO
NOAPAa3/ielIeHHss — 3AHMCHIBACTCS HA3BAHME CTPYKTYPHOTO MOJpA3[EIEHHs B COOTBETCTBHH C
YTBEpXACHHOM CTPYKTYpOM; HMHIEKC JHena — IpocTaBigerca mudpoBoe 0Go3HadyeHHE Jea MO
HOMEHKJIaType MOl OpraHa ymnpasieHHs OOpa30oBaHMEM; 3arollOBOK Jena — IEPEHOCHTCA M3
HOMEHKJIATYpHI JIe]l OpraHa yIpasienus o6pa3oBaHneM, cornacoanHo# ¢ OIIK rocynapcrBenHOro
apxWBa; JaTa Jelia — yKa3bIBaeTcs roi(bl) 3aBENCHUS M OKOHYAHHA JIEa B JEIOIPOU3BOJCTBE.
JlaTo# nen, comepiKalmuX pacHOpAIHTENbHYIO JOKYMEHTAIMIO, a TaKKe JUIA JEN, COCTOSIMX M3
HECKOJIBKHX TOMOB (JacTeif), SBISIOTCA KpaiHHUe JaThl JOKYMEHTOB J€Na, T.€. JaThl (YMCI0, MECAT,
TOJ) PETHCTpalH (COCTABIECHHS) CaMOT0 PAHHETO H CAMOTO MO3HEr0 JOKYMEHTOB, BKIIOYEHHBIX
B aeno. IIpu 3ToM 9mCio ¥ rog 0603HaYar0TCs apaGCKkuMK IM(paMy, Ha3BaHHE MECANA IHIIETCA
CIIOBaMH.

B mensx o6ecmeYeHHs COXPaHHOCTH M 3aKpEIUICHHS IOpAJKAa PaclONOXEHHA JOKYMEHTOB,
BKIIFOYEHHBIX B JIEJIO, BCE €0 JIMCTHI, KPOME JIMCTa 3aBEPHTEN ¥ BHYTPEHHEH ONMCH, HyMEPYIOTCA.
JIMcTl HYMEpYIOTCS NPOCTHIM KapaHJAIOM CBEPXY BHH3, IH(PHI NPOCTaBIAIOTCS B HPaBOM
BEPXHEM YTIIy JIUCTA.

JIucTH ien, cOCTOSIMMX M3 HECKOJIBKHX TOMOB WM 4YacTei, HyMEPYIOTCA IO KaXIOMY TOMY HIH
9aCTH OTAENBHO.

®otorpaduy, YEPTEKH, THATPAMMBI B APYTHE HIUIOCTPATHBHBIE U CHENM(HUYIECKHE JOKYMEHTSI,
IIPEICTABNIAIONAE CAMOCTOATENBHEIN JIACT B JIENe, HYMEPYIOTCA Ha 000POTHOM CTOPOHE B JIEBOM
BEPXHEM YTIIy.

INommmTHie B €O KOHBEPTHI C BIOXKEHUAMH HyMEPYIOTCA: CHavaja KOHBEPT, a 3aTEM 0YEPEIHBIM
HOMEPOM KaxI0€ BIOXKEHHE B KOHBEPTE.

ITocne 3aBepuIeHWss HyMEpAaUMH JIMCTOB COCTABJAETCA 3aBEPUTENbHAA HAIMMCh, KOTOpas
pacrnonaraercsi B KOHIIE Jiella. 3aBeprATebHasA Ha/IHCh COCTABIAETCSA B JIEI€ HA OTAEILHOM JINCTE —
3aBepuTeNe Jena. B 3aBepuTenpHON HAIANMCH DE(pPaMH M NPONMCHIO YKa3bIBAIOTCS KOIHYECTBO
JIMCTOB B JJAHHOM JIeNIE, 0COGEHHOCTH OTJCIBHBIX JOKYMEHTOB (9epTexH, hoTorpaduu, pucynky u
i

3aBepuTenbHad HAMINCh MOMNMCHIBACTCA €€ COCTABHTENEM C YKa3aHHEM PacIH(pOBKH NOJIIHCH,
JIOJDKHOCTH M JiaThl cocTaBlicHus. KONMYECTBO JHCTOB B JI€JI€ IPOCTABIAETCA Ha OONOXKKE Jena B
COOTBETCTBHH C 3aBEPHTENILHOM HAIHCHIO.

PexBu3ur «Cpok XpaHeHHs Jena» IIEPEHOCHTCA Ha OOGJOXKKY Jena M3 COOTBETCTBYIOMIEH
HOMEHKJIATypBI JIEN TIOC/E CBEPKH €ro CO CPOKOM XPaHEHHs, YKa3aHHBIM B IIEPEYHE THIIOBBIX
JIOKYMCHTOB HJIH B IIEPEIHE JIOKYMEHTOB, 06pa3ylomuXcs B IEATEILHOCTH (eAeparbHOro Oprana,
C YKa3aHHEM CPOKOB XPaHEHH.

Ha nenax mocTosHHOroO XpaHeHHs MAMIETCS: «XPaHHTh NOCTOSHHOY.

ApxusHbii mdp aena (Homepa GoBma, omMcH, Aena) Ha 00T0XKaX A€ NOCTOSHHOTO XpaHEHHA
MPOCTABIIAETCA B BEIOMCTBEHHOM ApXMBE YEPHHIAMM TOJNBKO IIOCNE BKIIOYEHHS STHX JEN B
TOZIOBBIE pa3Jeibl CBOAHBIX ommced, yrBepxaeHHBIX OIIK rocynapcrBenHOro apxmsa cyGheKkToOB
Poccuiickoit denepanun.

Ha o6noxkax /el NOCTOSHHOO XpaHEHHs NpPEXYCMAaTPUBACTCS MECTO JUIi HAaWMEHOBaHHUS
paiiOHHOr0 apxXuBa, B KOTOPHIH Oy Ay T repenaBaTsCs Jena.




Ilo okoHYaHWH rofa B HAANKCH Ha OGNOXKKAaX JeN MOCTOSAHHOTO H BpeMeHHoro (cbime 10 sier)
XpaHEeHHA BHOCATCA YTOYHEHMS: IPH HECOOTBETCTBHHM 3aroJIOBKa JE] Ha OOGNOMXKKE COHEPKAHHIO
TIO/IIIHUTHIX JOKYMEHTOB B 3ar0JIOBOK JI€J1a BHOCATCS M3MEHEHHS U JOTIOHECHHUS.

7.3.9.]Ina y4era HNOKyMEHTOB ONpEICIECHHBIX KAaTeropuii MOCTOAHHOTO M BPEMEHHOIO CPOKOB
(cBpmme 10 yieT) XpaHeHMs, y9eT KOTOPBIX BBI3bIBACTCS CHEHM(HKON JAHHOM NOKYMEHTALMH
(0co60 HEHHBIE, TMYHBIE €A U T.A.), COCTABIAETCS BHYTPEHHSAS OKCh JOKYMEHTOB JIENa.
BHyTpeHHsAs ONMMCH JIOKYMEHTOB J€Nla COCTABIAETCA TAaKXKe Ha JeNia MOCTOSHHOIO M BPEMEHHOI'0
(cpime 10 7ieT) XpaHeHus, €ClIi OHA CHOPMHUPOBAHKI 10 PA3HOBHIHOCTAM JOKYMEHTOB, 3arOTOBKH
KOTOPBIX HE PACKPBIBAIOT KOHKPETHOI'O CO/IEPHKAHHS JOKYMEHTOB.

Heo6xoaquMoCTh COCTaBNIEHHs BHYTPEHHEH ONHMCH JIOKYMEHTOB JieJia ONpPENENAeTCsd HHCTPYKIHEeH
IO BEJCHHIO JeNonpou3BoscTBa B OY. BHYTPEHHsS ONMCH COCTABISETCS HAa OTAEIBHOM JIHCTE 10
YCTaHOBJIEHHOM (hOpME, KOTOpas COJEPIKHUT CBEICHUSA O MOPAAKOBBIX HOMEpax JOKYMEHTOB JIEa,
MX MHJEKCAX, Jarax, 3arojloBKkax M HOMEpax JIMCTOB Jiella, Ha KOTOPHIX PacHONOMXKEH KaXIbIH
NOKyMeHT. K BHYTPEHHEH OIMCH COCTABIAETCA HTOrOBas 3alliCh, B KOTOPOM YKas3hIBaeTCA
mEppaME ¥ NPONHMCHIO KONHYECTBO BKJIIOYCHHBIX B HEE JOKYMEHTOB M KOJHYECTBO JIACTOB
BHYTPCHHEH OIMCH.

BHyTpeHHs ONHCH JOKYMEHTOB JIE/Ia NO/NHMCHIBACTCA COCTABHTENEM C YKa3aHHEM pacii(ppoBKH
TIOJIITACH, JIOJDKHOCTH ¥ JIaThl COCTaBIIEHHs OMMCH. Ecimu jieno yxe meperieTeHo M MOANIATO, TO
3aBEpPEHHAs COCTABUTENIEM BHYTPEHHSA ONMCh JOKYMEHTOB JIENa MOJKJICHBACTCA 32 BEPXHHI Kpaii
K BHYTPEHHEH CTOPOHE JIMIIEBON OGJIOKKH Jiena.

7.3.10. JIoKyMEHTBI, COCTABILIONIUE JEN0, HOAIIMBAOTCS HA YETHIPE MPOKOJIA B TBEPAYIO OGIOKKY
M3 KapTOHA WM IIEPEIUIETAIOTCS C YYETOM BO3MOXKHOIO CBOGOJHOrO YTEHHS TEKCTa BCEX
JIOKyMEHTOB. IIpH IOArOTOBKE H€N K NOAMMBKE (NEPEIUIETy) METAJUIMYECKHE CKpEIUICHHS
(6ynaBKH, CKpENKH) U3 JOKYMEHTOB YAAISIOTCS.

Jlena BpemenHoro (mo 10 7er BKIIOYMTENBHO) XpaHEHHs JOIYCKAaeTCs XpPaHHTh B
CKOPOCIIMBATENAX, HE NPOBOJMTH IEPECHCTEMATH3ALMIO JOKYMEHTOB B JIEJle, JIMCTHI J€Na He
HYMEpOBaTh, 3aBEPUTEITHLHBIC HAJHCH HE COCTABIISTD.
7.4. Oprasu3anys ONEPaTUBHOTO XPAHEHHS JOKYMEHTOB.
7.4.1. C MOMEHTa 3aBENCHHUA H JI0 IEPENadX B apXUB
ux (opMHPOBAHHS.

PyxoBoauTens CTPYyKTYpHBIX NOJpasNeNCHHM M CEKpETaph, OTBEYAIONIME 3a JIEIONPOU3BOCTEO,
00s3aHBI 06ECTICIUTh COXPAHHOCTH JOKYMEHTOB H JIEIL

Jena, Haxoasmpecs B pab0uMX KOMHATaX H CHICIMAIbHO OTBEJCHHBIX JJIA STOM LETH IIOMEIIEHHIX
B BEPTHKAILHOM IOJIOKEHHH, KOPEIIKAMH HapyXy, B 3aIAPacMbIX IKadax, 06eCreduBalomux X
TIOJIHYIO COXPAHHOCTb, IIPEJOXPAHAIOMMX JOKYMEHTHI OT IBUIH B BO3/ICHCTBHA COJTHETHOTO CBETA.
B mensx noBBINIEHHA ONEPATHBHOIO IOMCKA JOKYMEHTOB JIEJIa PacIojiaraloTcs B COOTBETCTBHH C
HOMEHKJIAaTypod nen. HoMeHknarypa nen WiM BHIIMCKAa W3 HEe IOMEINAeTCs Ha BHYTPEHHEH
cTopoHe mKada.

Ha xopemkax 0610eK el yKa3bIBaIOTCA HHICKCHI II0 HOMEHKIIATYPE.

3aBepIICHHBIE JIENa NOCTOAHHOTO M JOITOBPEeMEHHOTr0 (cBbine 10 JieT) CPOKOB XpAHEHHUS XPAHATCS
10 MeCTy HX (OpMHUPOBaHHSA B TEICHHE JIBYX JIET, @ 3aTEM CHAIOTCA B apXHUB paiiona.
7.4.2. Beiaua jien APYTHM NOAPa3AeICHASM IPOU3BOUTCS C pa3pelIeHHs CeKpeTaps.

Briaua Jien coTpyAHMKaM IOApa3JeNeHHi miA pabGoThl OCYyIIECTBIAETCS IoA pacimcky. Ha
BBIJIAHHOE JIENIO 3aBOJIUTCS KapTa-3aMECTUTENb. B Hell yKa3pIBaIOTCS CTPYKTYPHOE IOAPa3/IeIeHHE,
MHJIEKC JIeNa, IaTa €T0 BBIa9H, KOMY JIENO BBIJIAHO, /IaTa €r0 BO3BPAIICHHA, TIPEIXyCMaTpHBAIOTCA
rpasl U1 pacICOK B IIOJy9CHUH U IIPHEME JENIa.

Jlena BBIJAOTCSA BO BPEMEHHOE IIOJIb30BAHUE COTPYIHHMKAM CTPYKTYPHBIX IOIpPAa3/IEICHUI Ha CPOK
He Gosee omHOro Mecsna. Iocne ucreyeHns yka3aHHOTO CpoOKa JIeJI0 JOJDKHO OBITH BO3BPAIEHO HA
MECTO €r0 XPaHECHH.

CTOPOHHMM OpraHM3allisiM Jiefla BBIAIOTCA HAa OCHOBAHMH HX IMCHMEHHBIX 3alpOCOB C
Pa3pelmeHns pyKOBOAMTENA OpraHa ynpasjieHHsa 06pa30BaHUEM HIIM €r0 3aMECTHTENA MO aKTaM.

paiioHa nena XpaHarcs 10 MECTy

WansTue IOKyMEHTOB M3 IEN TIOCTOSHHOrO XPAHEHHUA JOITYCKAeTCs B HCKIIFOYMTENBHBIX CIydaix U
NPOM3BOJNTCA C paspemeHAs HauwibHHKa OY C OCTaBIeHHEM B J€N€ 3aBEPEHHON KOIMHU
JIOKYMEHTA M aKTa O IIPHYAHAX BBIAATH NOTHHHAKA.

8. Hopsiaok nepeaayu JOKYMEHTOB Ha XpaHEeHHE B aDXHB

Jloxymenrir OY ABIAIOTCA TOCYAapCTBEHHOH COOCTBEHHOCTHIO M IIOC/E MPOBEICHHUS KCIIEPTH3BI
MX LICHHOCTH B NOpsAJKE, ycTaHOBNeHHOM DeiepanbHON apXuBHOM ciyx0o# Poccum, momiexar
obs3are/bHOM nIepeiaye Ha rOCyJapCTBEHHOE XpaHEHHE B PalOHHBIM apXUB KakK roCyJapCTBEHHAs
yacte ApxuHoro ¢onna Poccuiickoit deneparmu.

JUis  xpanenus NOKyMeHTOB ApxuBHoro ¢onma Poccuiickoit ®emepauud ¥ JOKYMEHTOB
BpeMeHHoro (cpemme 10 Jer) cpoka XpaHEHHs, MMEIOIIMX NPAKTHYECKOE 3HAYCHHE, a TaKXKe
JIOKYMEHTOB 110 JITYHOMY COCTaBY, HX Y4€Ta, HCIIOJIb30BaHusA, 0TO0pa M MOATOTOBKH K Iepejade Ha
rocynapcreenHoe xpanenue OY o6pasyer apxuBs.

ITogroroBka NOKYMEHTOB K Ilepeade Ha XpaHCHME B paHOHHBIA apXWB BKIIOYacT paboTy
ynpasjienus jiejaMu (0GIIEro OTAena) | JIMII, OTBETCTBEHHBIX B CTPYKTYPHBIX IOAPA3ACICHHAX 3a
BEJICHHUE JIENIONPOU3BOJICTBA, ITO IPOBEACHHUIO SKCIIEPTH3BI IEHHOCTH JIOKYMEHTOB, (JOpMHPOBAHHIO
H ODOPMIICHHIO JIE]I, COCTABJICHMI0O ONHCEH €l M aKTOB O BBIJICNICHMH K YHHYTOXEHHIO
JIOKYMEHTOB M JIEJI.

8.1. DkcnepTH3a NEHHOCTH JOKYMEHTOB.

8.1.1.OxcnepTH3a NEHHOCTH HOKYMEHTOB, 0T00p IOKYMEHTOB Ha IOCYJIapCTBEHHOE XPAaHCHHE WA
YCTaHOBJIEHHE CPOKOB X XPAHEHHS Ha OCHOBE IPHHATHIX KPUTEPHEB.

8.1.2. DOkcmepru3a IEHHOCTH JOKYMEHTOB B OpraHe YIpaBlieHHs oOpa3oBaHHEM Ha CTaJuy
JIENONPOM3BOJCTBA  NPOBOJMTCA: IpPH COCTAaBICHMHM HOMEHKIATYpHl Jiel; B Iporecce
(opmupoBanus /€N ¥ NIPOBEPKH NPABHILHOCTA OTHECEHHs IOKYMEHTOB K JIENIaM; TIPH NOATOTOBKE
JIET K TIepe/iade B apXuB.

8.1.3. Jlns opraHM3alMM ¥ IPOBEJEHHA SKCIEPTH3HI NEHHOCTH JOKYMEHTOB B OpraH YIPaBICHHA
00pa3oBaHHUEM CO3/Ja0TCs IOCTOSHHO JACHCTBYIONIAsk SKCIEPTHAS KOMHUCCHSL.

8.1.4. Oynknum u npasa OK, a Taxke opraHuW3ays HX paGOTHl ONMPEAEISIOTCH IOJOXKECHUSIMH,
KOTOpBIE YTBEPIKAAIOTCA PYKOBOAMTEIIEM OpraHa ympasieHus o6pazoBanueM, [Tonoxerue o OK o
€r0 YTBEPXKICHHSA HOUIEXHUT COTIACOBAHHIO C 00IACTHBIM M PaOHHBIM apXHBOM.

8.1.5. DOxcmeprH3a IIEHHOCTH JOKYMEHTOB OCYIIECTBIETCA €XKETOZHO B CTPYKTYPHBIX
NOJPa3/IENeHAAX OpraHa YNpaBieHHs OOpa3OBaHHMEM JIMIIAMH, OTBETCTBEHHBIMH 3a BEJCHHE
JIENIONPOM3BOJICTBA, COBMECTHO ¢ OK IOX HENMOCPEACTBEHHBIM METOAMYECKHM PYKOBOJCTBOM
apxuBa.

8.1.6. Ilpu npoBeICHAN SKCIEPTH3BI LIEHHOCTH JOKYMEHTOB OCYINECTBISETCH OTOOP JAOKYMEHTOB
TIOCTOSTHHOTO M BpeMEHHOT0 (cBbime 10 eT) XpaHeHus JUId Epefiady B apXuB; 0TOOp JOKYMEHTOB
C BPEMEHHBIMM CPOKAMM XDaHEHHsS M C NOMETKOM «Jl0 MHHOBaHHMA HaZOGHOCTH», MOIIEKAIIHAX
JaTbHEHIIEMY XPAaHEHHMIO B CTPYKTYPHBIX NOJPA3JCICHUAX; BBIICICHHE K YHHYTOKCHHUIO JEN 3a
TIpEeBIAYINAE TO/BL, CPOKH XPaHEHHsI KOTOPHIX HCTEKIIH.

8.1.7. Or6Gop HNOKyMEHTOB IJii MOCTOSHHOIO ‘XPAHEHHMS HPOBOJMTCA HAa OCHOBAHMH II€PEYHEH
JIOKyMEHTOB C YKa3aHHMEM CPOKOB HX XDaHEHHA M HOMEHKJIATYpHl JEl OpraHa YIIpaBICHHA
o0pa3oBaHHMEM ITyTEM HOJHMCTHOrO IPOCMOTpa Jiel. B henax IOCTOSHHOrO XpaHeHHA IOIJIEKaT
HM3BATHIO Ny6JETHBIE S5K3EMILULAPH! JOKYMEHTOB, YEPHOBHKH, HEO()OPMIICHHEIE KOIUH JOKYMEHTOB
M HE OTHOCANHMECS K BONPOCY NOKYMEHTHI C BPEMEHHBIMH CpPOKaMH XpaHeHWs. Pemenue mo
pe3ynbTaTaM 3KCHEPTH3bl LEHHOCTH JOKyMEeHTOB npuHMMaer OK opraHa ympaBieHHs
o6pa3oBaHHEM.

8.1.8. Ilo pesympraraM OSKCIEpTH3bl LEHHOCTH JOKYMEHTOB COCTaBJIAIOTCA OIMCH €l
TIOCTOSTHHOTO, BPEMEHHOro (cBbime 10 11€T) XpaHeHHs W IO JMYHOMY COCTaBY, a TaK)K€ aKTHI O
BBIJIETICHHH JIET] K YHHYTOKECHHIO (IPHUIOMKEHHSA).

8.1.9. Omucp nena — apXWBHBIA CIIPaBOYHHK, COAEpKANIMN CHCTEMATH3MPOBAHHBIM NEPEYECHb
€/IMHHI XPAHEHHA apXHBHOTO (OH/A, KOJUIEKIMH ¥ IPEeJHA3HAYCHHbIN I MX y9€Ta ¥ PacKpPhITHA



comepanus. OTACTHBHAN ONMCL HPIEALTRRINES coliol nepesens aen ¢ CAMOCTOSITEIFHOM BaTOBOH
(TIOpsLAKOBOIA) 3AKOHUCHION HyMepinei

8.1.10. OmucH COCTAMBIOTON (L ARAKIE WA ARIK HOCTOANNHOTO XpAHCHWS, Jea BPEMEHHOTO
(cBbITIE 10 JIET) XPANCHIN, G/ 10 MHNHIMY SOETRIY, 1 Acia BpeMeHHoro (0 10 yiet) XpaHeHHs
OIIUCH HE COCTABJIHIOTCN

8.1.11. B opranc yupaniciis GOpssaiieM i KKJIOM CTPYKTYPHOM MOApa3/JCIeHAN OIMCH Ha
Zea TOCTOSHHOIO XPAHGHIA COUERIIRIITON OKErO/IHO TI0N HETOCPEACTBEHHBIM METOJHIECKAM
pyKOﬂ()}lC'I'IC()M npxunn

Omucy e,  HOMANGIORASHIME  GIPYKTYPULIMA  TIONPASIENCHAAMH, CITy)Kar OCHOBOHM  JUIA
TOAFOTORICH CROMION GHICH A8 ORI YIIPABICHHA 006pa3oBaHKEM, KOTOPYIO TOTOBHT apXHB M IO
KOTOPON 01 GAKET JISHR HH 1O0YRPOTHCHHOE XPAHCHHAE B COOTBETCTBYIOIIMI KPACBOM, TOPOJCKOMH
apxmn

HOL IS OO A CIpYRTYPHLIX TIOJIPa3IENCHAN COCTABIISIOTCA 1O yCTaHOBNEHHOH (opme H

HPOACTRRIRIIICE B APXMI Oprana yIpaBICHAS 06pa3oBaHUeM Yepe3 JBa roja mocje 3aBepLICHUs
JEI B AT IROAUTIG,

N1 11 COMMORTGNLINS CTATHS ONHMCH Jell CTPYKTYPHOTO MOJPA3NCI/ICHAs HMMECT CICHyIOmue
SHCMOITI HOPIIKOBLIA HOMED nena (ToMa, 9acTH) IO ONMCH, HHJEKC Jena (TOMa, 9YacTH);
SUEOAOBOK Jein (ToMa, acTH); AaTa iena (ToMa, 9acTH); KONMIECTBO JIACTOB B JiENe (TOME, 9acTH);
CPOK XPRHCIMN J1ena.

§. 114, l1pu COCTABICHAH OMACH A€l COOMONAIOTCS CIeAYIOIHe TpeGoBaHus:

. KIKIOC JIE0 BHOCHTCS B ONMCh IO CAMOCTOSTENBHBIM MOPSAKOBBIM HOMEPOM (ecmu jeno
COCTOMT M3 HECKOJNBKHX TOMOB (9acreif), TO KaxIB TOM (4acTh) BHOCHTCA B OIMCh IIOA
CAMOCTOSTENHHEIM HOMEPOM);

- IOPSAIOK HyMEPAIIAHA JIEN B OTIHCH — BAIOBBIH;

- rpachbl OTIACH 3aNOHAIOTCS B TOYHOM COOTBETCTBAM C TCMH CBE/ICHHAMH, KOTOpHIC BRIHECEHBI Ha
06IOXKY JIena;

- OpH BHECEHMH B ONMCh TOADSA JEI C OJMHAKOBBIMH 3aroJIOBKamH MUIETcs HONHOCTHIO
3aroJIOBOK MEPBOrO JIENA, @ BCE OCTAIBHBIC OHOPO/HBIC Jeia 06038a9ar0TCs CIIOBAMM «TO JKE»,
[pH JTOM JpYIHe CBEJCHUS O JeNax BHOCATCS B OMMCH MOJHOCTBIO (Ha K&KIOM HOBOM JIMCTE
ONMCH 3ar0JI0BOK BOCHPOU3BOUTCS TIONHOCTEIO);

- rpada ommcu «IIpuMedaHue» HCHONB3YETCA Ui OTMETOK O MPHEME JIeN, OCOOEHHOCTAX HX
(pu3HEEcKOro COCTOHHS, O Mepefade AN APYTAM CTPYKTYPHBIM HO/Ipa3/IENCHHsIM CO CCBUIKOM Ha
HEe0GXOIMMBIN aKT, O HATAIAH KOIMHA ¥ T.IN.

8.1.15. B KOHIIE OIMCH BCIEH 3a TIOCIHE/IHE} ONMCATENBHOM craTheil enaeTcs UTOroBas 3ammch, B
KOTOpO# yKashIBaloTCs (dppamu 1 MPONACHIO) KOJMYECTBO A€, THCIAIIMXCS 1O OIHCH, nepBBI
¥ TOCHEIHMHM HOMEpa JEN IO ONKCH, a TAKKE OroBapuBAIOTCHA 0COOEHHOCTH HyMeEpaluy Jel B
omicH (JIATEPHBIE HOMEPA M POy IICHHBIC HOMEpA).

8.1.16. OmHCH €N CTPYKTYPHOIO HOApPa3/IENEHNs [OIHCEBACTCS COCTABUTENIEM C YKa3aHHEM €ro
JIOJDKHOCTH, COTJIACOBBIBAETCS C YOPABICHHEM JCIaMH (oOmMM OTHEIOM) M YTBEPKIACTCA
PYKOBOIHTENIEM CTPYKTYPHOTO IIOJPa3ICIICHHS.

8.1.17. Ommce el CTPYKTYpPHOIO MOAPA3NENCHMA OpraHM3al¥ COCTaBLACTCA B JIBYX
9K3eMIUIIPAX, OJMH M3 KOTOPHIX NEPENacTcs BMECTE C AENaMH B apXMB, a BTOPOM OCTaeTCs B
KagecTBE KOHTPOJBHOTO SK3EMIUIApa B CIPYKTYPHOM IOAPA3/ICICHHH. Ilpu HamuyeM B
CTpYKTYpHOM mofipaszenenuy K OIHCh NIEN COCTAaBIACTCA B TPEX 9K3EMIUIAPAX, TaK KaK OJUH
3K3eMIUIAp OnMCH nepenaerca B OK Ui pacCMOTPEHNS | COTTIACOBAHMS.

8.1.18. OTGOp JOKYMEHTOB 33 COOTBETCTBYIOLIM MEPHOA K YHHITOXCHHIO M COCTaBJICHHE aKT
BBUICTICHHS. MX K YHHYTOXXEHMIO NPOH3BOJHTCA MOCHE COCTAaBICHHMA CBOIHBIX ommceit jen
IIOCTOSHHOTO XDAHEHHs 32 JTOT XK€ NEPHOA. YKa3aHHBIE ONWCH H aKThl paccMaTpHBalOTCA Ha
sacemanmi DK opraHa ymnpasieHus o0pa3soBaHHEM OJHOBPEMEHHO. Cornacosanasie OK oprana
ynpaBnenus 0GpasOBaHMEM aKTHl  YTBEPXKAAIOTCA  PYKOBOIHTENCM opraHa yHpaBJICHHS
06pa30BaHHEM TOJIBKO HOCIE YTBEPKICHHUA JK ommcei Aen NOCTOSHHOIO XpaHeHHUs, I0CIE 3T0ro

OpraHH3auMs MMEET IPaBO YHUITOXHTH IENa, BKIIOYCHHBIC B JAHHBIC aKThl, B COOTBETCTBHH C
YCTAHOBJICHHBIM TIOPAIKOM.

8.1.19. AKT O BBIIE/ICHHH JOKYMEHTOB K YHHUTOXEHHIO COCTABIIIETCA, KaK MPaBHIIO, Ha Jiena BCEro
YUPEAICHHUS.

8.2. [loaroroBka 1 nepejaada IOKyMEHTOB B apXHUB.

8.2.1. B ciyuae JIMKBHJAIMAA MM PEOPraHA3aldy YIPEHKACHHA JIHIIO, OTBETCTBEHHOE 32 BEICHUE
JENONPOM3BO/CTBA JAHHOTO YUPEXk/ICHHA, B IEPUO/ IPOBEACHHA JIMKBHIAIMOHHBIX MEPONPUATAN
(opMHpyeT Bce MMEIOIIMECT TOKYMEHTHI B €T, odopmIIsieT nena | MEpPefiacT uX B apXHB 0y,
ABNAIONIAMCS TIPABOIPEEMHIKOM, HIH B apXUB Y IIPABJICHAS o6pa3oBaHHs HE3aBHCHMO OT CPOKOB
xparenus. [Tepeada ien OCYIIECTBIIACTCA IO ONACAM AN A HOMEHIIIATYPe JIEN.

OcoBanue: YHH(HIAPOBAHHAA CHCTEMA OPraHHM3AIMOHHO-PACTOPA/MTENLHOA JIOKyMEHTAIH
(rOCT 6,30 —2003r.)
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