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1. O6uue nosoxeHust

1.1 Hacrosmas WHCTpyKIMs 1O AEIONPOU3BOACTBY B YUPEKIECHUU YCTAaHABIMBAET EIUHYIO
CUCTEMY JICJIONPOU3BOJICTBA B IIKOJIC, TOPSAOK IOATOTOBKH, O(GOPMIICHUS, ITPOXOXKICHUS,
KOHTPOJISL 32 UCIIOJTHEHUEM, YUETOM, XpaHEHUEM, [TleYaTaHUEM, KOMUPOBAHUEM U TUPAKUPOBAHUEM
CIIy’)KeOHBIX JIOKYMEHTOB. WHcTpykumst cocraBieHa Ha ocHoBammum ['OCT P 6.30-2003
“YHuUIUpPOBaHHBIE CUCTEMbI JOKYMEHTALUU. YHHU(PHUIMPOBAHHAS CHUCTEMAa OPraHU3AIHMOHHO-
pacropsIuTeIbHON qoKyMeHTanuu. TpeboBanus K oopmieHnto 1oKyMeHToB” . [IpuHSAT U BBEeICH
B neiictBue ¢ 1 urons 2003r. [locranoBnenuem I'occranaapra Poccun ot 3 mapta 2003 1. No 65-CT.

1.2. PykoBOACTBO M KOHTPOJb 3a BEACHHEM JEIIONPOU3BOJCTBA B YUPEKICHUHM OCYLIECTBIISET
JUPEKTOP LIKOJIBI.

B yupexxnenun npuMeHsieTcs IeHTpaln30BaHHasi CUCTEMA JEJIONPOU3BOCTBA, IPU KOTOPOM PUEM
MOYTHI, PErucTpalus, TEPBUYHOE pacrpeaesieHne, opOpMIEHHE M PACCHUIKA MPOU3BOIUTCS
CEKpETapeM.

1.3. OTBETCTBEHHOCTh 3a OpraHM3aIMIO JEIONPOU3BOACTBA, CBOEBPEMEHHOE M KAaueCTBEHHOE
HCIIOJTHEHUE TOKYMEHTOB, UX COXPAHHOCTh BO3JIAra€TCsl HA OTBETCTBEHHOTI'O 3a JIEJIONPOU3BOACTBO.
1.4. [Tonoxenusa MHCTpyKIMHM paclpeeNsIFOTC Kak Ha TPAJUIMOHHOE JCIIOMPOU3BOJICTBO, TaK U
Ha OpPTraHU3aIHI0 padoThI ¢ JOKYMEHTaMH, CO3/JaBAEMBbIMU CPEJICTBAMHU BBIUMCITUTENLHON TEXHUKU.

1.5. Beomonnenue yrBepkaeHHoW WHcTpykumm o0s3aTenbHO Uil  KaXKIOTO COTPYIHHKA
YUPEKICHUS.

1.6. [Topsimok paboThI ¢ CeKpEeTHBIMU TOKyMeHTaMmu ¢ Tpudom «ICII», muceMamu, 3asiBICHUSIMU U
XKaobaMu TpaxaaH OMPeeNsaeTcsl CleHaTbHBIMA HHCTPYKIIUSIMH.

2. Oco0eHHOCTH MOATOTOBKHU 1 0)opMIIeHHUSI OT/eJbHBIX BUIOB IOKYMEHTOB

2.1. lpukas.

2.1.1 Ipukazamu oopMIIIOTCS PELICHUs] HOPMAaTUBHOTO XapakTepa, a TaKKe 10 ONepaTUBHBIM,
OpTaHU3aIMOHHBIM, KaJIPOBBIM U IPYTHM BOTIPOCAaM BHYTPEHHEH pabOoTEHI.

[IpoekThl MpUKa30B TOTOBAT HAa OCHOBAHUM IMOPYYEHHS PYKOBOIMTENS JUOO B HMHUIIMATUBHOM
nopsiike. [IpoeKThl MPUKa30B MO KaJIpOBBIM BOIMPOCAM TOTOBHUT KaJIpoBas CIy)k0a HAa OCHOBaHWUHU
COOTBETCTBYIOLINX MPEACTABICHUH.

OOecnieueHre Ka4eCTBEHHOW IIOATOTOBKM TMPOEKTOB TIPUKAa30B M HMX COTJACOBaHHE C
3aMHTEPECOBAHHBIMU CTOPOHAMHU BO3JIaraeTcsi Ha 3aMECTHTENeH AMPEKTOpa, KOTOpbIE TOTOBAT U
BHOCST ITPOCKT Ha YTBEPIKACHHE PYKOBOIUTENS YUPEKICHHUS.

2.1.2. TIpuka3 uMeeT cienylonue peKBU3NUTHI (TIPHIIOKEHU 3);

HanmvenoBanue oprana ynpaBieHHst 00pa3oBaHUEM;

HaumeHnoBaHue Bua JOKyMEHTa — IIPUKa3;

JlaTa u HOMep — yKa3aHHBIE PEKBU3UTHI I1€9ATAIOTCS IEHTPOBAHHBIM CIIOCOOOM.



Hara odopmisiercs HU(POBBIM MK CIOBECHO-IIM(PPOBBIM CHOCOOOM; HOMEpP COCTOMT M3 3HaKa
«Ney 1 MOpsAIKOBOr0 HOMEpA MPHUKa3a, HapUMep:

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

3aroyioBOK JOJDKEH KpaTKO M TOYHO OTpaXkaTh COJEp)KaHUWE TeKcTa MHpuka3a. Touka B KOHIE
3aroJOBKa HE CTABUTCA. 3aroji0OBOK, COCTOSIIIIUI U3 ABYX M 00Jiee CTPOK, MeYaTaeTCsl MOITY>KUPHBIM
upudTom uepe3 0JIuH MEKCTPOUHBIA HHTEPBAIL.

Hanpumep:

O KOMaHIMPOBAHUHU. . .

3aroJoBOK K JOKyMEHTaM, O(OPMIICHHBIM Ha OJlaHKaX C MPOAOJBHBIM PAaCIOI0KECHHEM
PEKBU3UTOB, BEIPABHUBAETCS O LIEHTPY.

Pacniopsixkenus, kKak mpaBuiIo, 3arojioBKa HE UMEIOT.

TexkcT oTaenseTcss OT 3arojoBka 2-3 MEXKCTPOUHBIMH HHTEpBAJIaMU M IeyaTaeTca HpudTom
pasmepoMm Ne 13 uepe3 1,5 uHTEepBasia OT JIEBOM I'paHUIIBI TEKCTOBOIO MOJS U BBIPABHUBAETCS IO
JIEBOM M MpaBoil rpaHuIiaM TeKcToBoro mnois. Ilepsas crpoka a03aiia HaYMHAETCS HA PACCTOSIHUU
1,25¢cMm OT 11€BOM rpaHULIbl TEKCTOBOT'O MOJIS.

TekcT mnpukaza MOXKET COCTOATh W3 JIBYX 4YacTel: KOHCTaTHpylomwuii (mpeamOyna) W
pacropsIUTEIbHOM.

B koHcTaTtupymolel 4acTu KpaTKo U3JararTcs 1elu U 3a1auu, GakThl U COOBITHS, MOCITYKUBILINE
OCHOBaHMEM s u3JaHus mpukasa. OHAa MOXeT HayuHaThCs cinoBamMu «B memax», «B
COOTBeTCTBUMY», «Bo wucnomnenue» u T.1. Ecnum mnpuka3z u3gaeTcs Ha OCHOBAaHUU JAPYTOro
JIOKYMEHTa, TO B KOHCTAaTUPYIOUIEH YacTH YKa3blBalOTCSI HAUMEHOBAaHUE O3TOr0 JOKYMEHTa B
TBOPHUTEIHLHOM MAJIeKe, ero J1aTa, HOMEP U 3aroJI0BOK.

[IpeamOynia B MpoeKTax NPUKA30B 3aBEPIIAETCS CIOBOM «IIPUKAa3bIBaIO», KOTOPOE IEYaTaeTcs ¢
HOBOM CTPOKH Bpa3psAKy Ooliee >KUPHBIM HpUudToMm.

PacnopsinuTtenbHas 4acTh JOJDKHA COJEP)KaTh IEPEUMCIICHHE NPEINUChIBAEMbIX JEHCTBUI ¢
yKa3aHWEM HCIOJIHUTENS KaXIO0Tro JEWCTBUS U CPOKOB HCIIOJNIHEHHUA. PacmopsauTenbHas 4acThb
MOJKET JIEIUTHCS Ha MyHKTHI U TIOJITYHKTHI, KOTOphIe HyMepYIOTCs apabckumu 1udpamu. JlericTBust
OJTHOPOJIHOTO XapakTepa MOTYT ObITh NEPEUUCIICHbl B OHOM IyHKTe. B kadecTBe ucnonHuTenei
YKa3bIBalOTCA CTPYKTYpPHBIE HOJpa3fesieHus] WM KOHKPETHBbIE JOJKHOCTHBIE nuua. [locmegnwuii
INYHKT PACHOPSAMTENBHOM YacTH MOXET CcoJepXKaTb CBEACHHUS O IMOJpa3/ieleHuu WIN
JOJKHOCTHOM JIMIIE, HA KOTOPOE BO3J1araeTcsi KOHTPOJIb 32 UCIIOJHEHUEM MPHKa3a.

Ecnu mpuka3z u3aMeHsieT, OTMEHsIET WIM JOMNOJHAET paHee W3JaHHbIM JOKYMEHT WM KaKHe-TO
MOJIOXKEHUS, TO OJUH U3 IYHKTOB DACIOPSIUTENbHON YacTH JOJDKEH COJEp)KaTh CCHhUIKY Ha
OTMEHSIEMBbII TOKyMEHT (IyHKT JOKyMEHTa) ¢ yKa3aHHUEM €ro J1aThl, HOMepa U 3arojioBka. Tekcr
MIYHKTAa JIOJKEH HaYMHAThCs cioBamMu «IIpu3HaTh yTpaTUBIIUM CHUITY...»

B npukaz He cinemyer Bkmoyarh MyHKT «[Ipukaz moBectu 1o cBeaeHus...» lloapaspenenus
(IOJKHOCTHBIE JIMIIA), /10 CBEIEHUS KOTOPBIX JOBOJUTCS IPHKAa3, YKa3bIBalOTCS B YyKazarene
PacChUIKU, KOTOPBIA UCTIOJHUTENb TOTOBUT BMECTE C IPOSKTOM IpUKa3a.

Bu3bl BRITFOUAIOT TODKHOCTH BU3HUPYIONIMX, TMYHBIC TIOIHCH, paciupoBKY IMOANKCEH U 1aTy.
[lonnuch COCTOMT M3 HAWMEHOBAaHUS JOJDKHOCTH JIMIA, IOJMUCABIIETO JTOKYMEHT, JIMYHON
MOJINKCHU U PaCIIM(PPOBKU MOANUCH (MHULIUAIIBI, (aMUIIHS).

[Tpukas3sl (pacnopspKeHHs) MOJMUCHIBAET JTUPEKTOpP YUPEXKIEHHUS, a B €ro OTCYTCTBHE —
UCIIOJIHAONIUI 0053aHHOCTH JUPEKTOPA.

[IpunoxeHus K TpUKa3y BHU3UPYIOTCA PYKOBOAMTENIEM CTPYKTYPHOTO  MOJpa3/eieHHUs,
MOATOTOBUBIIETO MPOEKT. BU3bI cTaBiaTCA Ha 00OPOTHON CTOPOHE MOCIEAHETO JUCTA MPHIIOKEHHUS.
2.2. IlonoxeHue, npaBuiia, UHCTPYKIIHSL.

2.2.1.1TomoxeHre NPUHUMAETCS B TOM CIIy4ae, €CJIM B HEM YCTAHABJIMBAIOTCS CUCTEMHO CBA3aHHBIE
MEXy cOOO MpaBuiIa o BOMPOCaM, OTHECEHHBIM K KoMiieTeHuu OY.

B mpaBunax ycraHaBIMBarOTCS HOPMBI U TpeOOBaHUsI, 00A3aTeNbHBIE /IS BBHITIOJHEHUS.

B uHCTpyKuMM u3naraercs MOPSAOK OCYIIECTBICHHS KakOW-THOO NEesTeIbHOCTH WIHM TMOPSIAOK
MIPUMEHEHHUS MTOJIOKEHUN 3aKOHOIATENbHBIX U MHBIX HOPMATHUBHBIX aKTOB.

[Tonoxenus, mpaBuja U WHCTPYKUMU TPUMEHSIOTCS KaK CaMOCTOSITENbHBbIE IPAaBOBBIE AKTHI,
KOTOPBIC TOJIUCKHIBAIOTCS PYKOBOJIUTEIEM; yTBepKIeHue odopmisiercs B ¢dopme Tpuda



YTBEP)KICHUS WM MyTEM U3JJaHUs PacIoOpIIUTEeIbHOIO JOKYMEHTa 00 X yTBepKIeHuH. Pemenne
0 MOPSIIKE MPUHSTHS, TPABWII U MHCTPYKIMA HaxoauTces B Benenuu PYO.

2.2.2. TlopsiAoK MOATOTOBKM MPOEKTA MOJIOKEHHS, TIPABUJI U MHCTPYKLIUU COOTBETCTBYET 0OILIEMY
MOPSIAKY MOArOTOBKHM IPOEKTOB HOPMATUBHBIX AKTOB.

Tekct mpoekra mosokeHus (MpaBW, UHCTPYKIMM) Ie4aTaeTcs Ha OJaHKe opraHa yIpaBlICHHUS
o0pazoBaHHEM.

TexkcT m3naraercs OT TPEThEro Julla €AMHCTBEHHOI'O WJIM MHOXECTBEHHOro uucia. B Tekcre
UCIIONIB3YIOTCS  CJIOBA:  «JIOJDKEH»,  «CIEAYeT», «HEOOXOAMMOEe»,  «3alpeliaeTcs», «He
JIOITYCKaeTCsI».

3aroyioBOK K TEKCTY MOJIOKEHHUS (IIpaBUJI, UHCTPYKLIUK) OTBeYaeT Ha Bompoc «O uem?», 3aroJIoBOK
K UWHCTPYKLMH, COJEpKalledl JOHKHOCTHbIE TpeOOBaHUS M TOPSIOK MpoBeneHus pabot
(momKHOCTHAS MHCTPYKIIKS), OTBe4aeT Ha Bompoc «Komy? (IODKHOCTHAS UHCTPYKIHS TJIABHOMY
CIELIAIIUCTY)

Koncratupyromeld uacTei0 TOJOXKEHUS (IpaBWJ, HWHCTPYKLUUHU) CIyXHUT pazaen «Oomue
MIOJIOKEHHS», B KOTOPOM YKa3bIBAalOTCS OCHOBAaHMSA pa3pabOTKH, OCHOBHOE Ha3Hau€HUE
HOpPMaTUBHOTO akTa H cdepa ero pacnpoCTpPaHEHHUS, OTBETCTBEHHOCTh 3a HapylleHUe
YCTAHOBJICHHBIX MPABUJI U TEXHOJIOTHH.

OCHOBHOW TEKCT MOJOXKEHUs (IpaBWJ, MHCTPYKLIMHU) MOXET [ENUTHbCS Ha TJIaBbl, MYHKTHl H
MOANYHKTHL. ['J1aBbI TOJIKHBI UMETh HA3BAHUSI.

I'maBbl HyMepyroTcs puMckuMmu Iudpamu. Hymeparnuss myHKTOB M MOJAMYHKTOB MPOU3BOAUTCS
apabckuMu g pamu.

2.3. IIporoko.

2.3.1. TlpoTokos cocTaBisieTcss Ha OCHOBAHWHW 3alMCeil, TMPOM3BEICHHBIX BO BPEMs COBEIIAHUS
(3acenanus), MpeICTaBICHHBIX TE3UCOB JOKIIAI0B M BBICTYINIEHUH, CIIPABOK, MPOEKTOB PEIICHUHN U
Aap.

3anuck BO BpeMs 3acefaHus, cOOp MaTepHalioB U MOATOTOBKA TEKCTa BO3JIAraeTcsi Ha ceKperaps
KOJUIETHaJIbHOTO OpraHa MM COTPYAHHMKOB MOAPA3/IeIeHUN, TOTOBUBIINN BOMPOC K OOCYXIECHHUIO.
TexcT npoToKoIIa 10JKEeH OBITh MMOATOTOBIIEH HE TIO3/IHEE YeM Yepe3 TPH JIHS CO JIHS 3acelaHusl.
2.3.2. IlonnuHHUKY JOKYMEHTOB I10 BOIIPOCAaM, paCCMOTPEHHBIM Ha 3aCeaHUH, HaIlPaBIISIFOTCS

JUId TIOAIIMBKM B JAEJIO B IOJPa3AciICHUE-UCIIOIHUTENb BMECTE C BBINIMCKOW W3 NPOTOKOJA O
MPUHSTHIX PEIICHUSX.

Ha npotoxkone, coaepkamieM HHGOpPMALHMIO OIPaHUMYEHHOTO pPACHpOCTPAHEHUSs, MPOCTaBISAETCS
nomeTka «JlJist ciykeOHOT0 MOJIb30BaHUS».

2.3.3.TekcT npoTOKOJIA, KaK MPaBUII0, COCTOUT U3 JIBYX 4acTel: BBOJHOW U OCHOBHOM.

Bo BBOHOM "acTu 0pOpMIISIOTCS CIEAYIOUINE PEKBU3UTHI:

[Ipencenarens wim [IpencenarensCTBYOMMNT;

Cexperapp;

IIpucyTcTBOBaIM — CHHCOK MPUCYTCTBOBABIIMX WJIM OTCBUIKA K IIPUIAraéMoOMy CIIUCKY
MIPUCYTCTBOBABIIINX;

IToBecTka gHs;

JIOKJIaqUUKH 110 KaX/I0My MTYHKTY TOBECTKH JIHS.

OcHOBHasl 4acTh NMPOTOKOJIA COCTOUT W3 Pa3/eloB, COOTBETCTBYIOIIMX ITYHKTaM IOBECTKU JIHS.
TexcT kax10ro0 pasnena CTPOUTCS MO CXEME:

IIpoTokosiaM NMpUCBaUBAIOTCS MOPSAIKOBBIE HOMEPA B IpPEJeNax KaJeHAAPHOTO rojia OTAEIbHO I10
KOKJIOW TpyImme TMPOTOKOJOB: TPOTOKOJBI 3acEelaHuil PYyKOBOAUTENEH 0O0pa30BaTEIbHBIX
YUPEXKIEHUH, amnmapaTHbIX COBELIAHUI, MPOTOKOJIBI JKCIEPTHBIX COBETOB W Ap. IIpoTokomsl
COBMECTHBIX 3acellaHMii HMEIOT COCTaBHblE HOMEpa, BKJIIOYAIOIINE TMOPSAKOBBIE HOMeEpa
IIPOTOKOJIOB OPTaHM3AlUN, IPUHUMABIINX Y4aCTHE B 3aCEIaHUN.

Homepa nocraHoBneHuit (pemeHuit), NIpUHATHIX Ha 3aCeaHUSX, COCTOAT U3 HOMEpa MPOTOKOIIA,
HOMEpa paccMaTpUBacMOI0 BOIPOCAa B IIOBECTKE [HA U IMOPSJKOBOTO HOMEpa MOCTAaHOBIICHUS
(peeHus) B TIpeziesiax BOIpoca.

K HOMepam IpOTOKOJIOB M MOCTAHOBICHHUN (PELICHHU) MOTYT MpHOABIATHCA OyKBEHHBIEC KOJABI B
COOTBETCTBHUU C ITOMCKOBON CUCTEMOM, MPUHATON B YUPEKICHUU.

IIpunsATHIE peLIEHNS TOBOJATCS A0 UCIIOIHUTENEH B BUAE BBIIMCOK U3 IPOTOKOJIOB.



2.3.4.IlpoTokonbl TeYaTalOTCsl Ha OjaHke NpoTokona ¢opmatra A4 U UMEIOT CIEIYIOLIHe
PEKBU3UTBHI:

Haumenosanue ooxymenma — cinoBo «lIpoTokom» mnedaraercs OT TpaHMIBI BEPXHEro IOJSA
IIPOIMCHBIMU OYKBaMU BPa3psAAKY, MOITYKUPHBIM LIPU(TOM U BBIPABHUBAETCS 110 LIEHTPY;

Buo 3aceoanus, cogewjanus — OTAEISCTCA OT NPENBIIYLIETO PEKBU3UTA ABYMS MEKCTPOUYHBIMH
HMHTEpBaJIaMy, [1€4aTaeTcs 4Yepe3 OJMH HHTEPBAJ U BIPABHUBACTCS 110 LIEHTPY;

Mecmo npoeedenus 3acedanus, COBEUIAHUS YyKa3bIBaeTca NpU O(GOPMIICHHHM MPOTOKOJIOB
COBEIIAHUsA B TOM cily4ae, €ClIM OHO IPOMCXOIMIO HE Ha OOBIYHOM MecTe.

Ileyaraercs yepe3 JBa MEKCTPOUHBIX MHTEpBaja Mocie pekBu3uTa «Bua 3acenanusi, COBEILAHU»,
OTJEeNseTCs OT HEro JMHEUKON U BEIpaBHUBAETCS 110 LIEHTPY:

Hama u nomep npomokoaa. Jlata oopmisercs: HUPPOBBIM WIH CIOBECHO-IIU(PPOBBIM CIIOCOOOM H
Ie4aTaeTcs 4epes J1Ba MEKCTPOUHBIX MHTEpBajla HUKE IPEbIAYIIEr0 PEKBU3UTA.

OcHoBHast yacTh IPOTOKOJIA IIeyaTaeTcs yepes3 1,5 MeKCTpOUHbIX UHTEpBAIA.

Kaxnplii Bonpoc HymepyeTcs apaOckoi U(POH, U ero HaMMEHOBAHWE HAYMHAETCS ¢ Ipeasora
«O» («O06»), KoTOpoe pacmonaraeTcss K IEHTPY, I[edaTaeTcss APYTUM pa3MepoM mpudra u
MOTYEPKUBACTCA OAHOM uepToil mocne nocnennedt ctpoku. Ilox ueproil B ckoOKax yKa3bIBaIOTCS
(bamMIITUN TOJDKHOCTHBIX JIMII, BBICTYITUBIINX HAa 3aceJaHUH (COBEIIAHUH), U KPaTKOE COJEpIKaHue
BBICTYIIJICHUH IIPU PACCMOTPEHUU COOTBETCTBYIOLIET0 Bolpoca. PaMUIINK 11€4aTaloTCs Yepe3 OAUH
MEKCTPOYHBIN UHTEPBAIL.

3aTeM yKa3bIBaeTCsl MPUHATOE 110 3TOMY BOIIPOCY PELICHHUE.

Iloonucwy otaensercs oT TEKCTa TPeMsi MEKCTPOUYHBIMM MHTEpBaJlaMU M BKJIIOYAeT HAUMEHOBAHUE
JOJDKHOCTH JIMLA TPEeACeaTelbCTBYIOIIEr0 Ha 3acelaHuM (COBEIAHUM), €ro JIMYHYIO IHOJIIKCH,
pacin@poBKy noAnucH (MHULMANIBI U HaMUIIHS).

HaumeHnoBaHMe TOJDKHOCTH I€4YaTaeTcs OT JIEBOW IPAHUIBI TEKCTOBOI'O IOJISl Yepe3 MEXCTPOUHBIN
MHTEPBAJ U LICHTPYETCS OTHOCUTEIBHO CaMOW JJIMHHOM CTPOKH.

Pacmn¢poBka noanucu pacrnosiaraeTcs Ha ypoBHE MOCJEIHEH CTPOKHM HaMMEHOBAaHUS JIOJKHOCTH
06e3 mpobena Mexay wuHunuanamMu U Qamunued. Ilocnennsst OykBa B pacmmdpoBke
OTrPaHUYMBAETCS MPABBIM IOJIEM.

I'pugh (nomemxa oepanuuenus oocmyna K OOKyMeHmy) — Tie4aTaeTcsl B MPaBOM BEPXHEM YIIIY
nepBoro Jjucra nporokona. Homep sk3emmisipa medaraercs Hibke rpuda (momerku) yepes 1,5
MEXCTPOUHBIX UHTEPBAJIa U LIEHTPYETCS M0 OTHOIICHUIO K HUM.

2.4. CnyxeOHble MHChMa.

2.4.1. CinyxeOHbIe TCbMa IIIKOJION TOTOBSITCSL:

- KaK OTBETHl O BBINOJHEHUH MOpydeHuil 'ocyaapcTBEHHOro yrpaBieHUsl 00pa3oBaHUs U HAYKH
o0nacTy;

- KaK OTBETHI HA 3alPOChI Pa3JIMYHBIX OPraHU3alui U YaCTHBIX JIULL;

- KaK UHUIMATUBHbIE THChMA.

2.4.2. Cpoku NOATOTOBKM OTBETHBIX IHUCEM YCTAHABIMBAIOTCSA PE3OJIIOLMENH PYKOBOIUTENS Ha
OCHOBaHUHU MMEIOIIMXCSI CPOKOB HCIIOJIHEHHUS TMOPYYEHHH, 3allpocoB WM IO PEIICHHI0 aBTOpa
PE30ITIOLHH.

TexcThl OTBETHBIX NHUCEM JOJDKHBI TOYHO COOTBETCTBOBATH 3aJlaHUSIM, 3a(PUKCUPOBAHHBIM B
PE30IIIOIINH PYKOBOIAUTEIIS.

2.4.3. TeKCT nmuchbMa U3JIaraeTcsi OT TPETHETO JIMIA €IMHCTBEHHOTO YUCIIA.

Ecnu nucemMo odopmiieHo Ha OiaHKe JO0JDKHOCTHOTO JIMIA, TO €ro TEKCT M3JIaraeTcs OT IepBOro
JiiIa eIMHCTBeHHOTO yncha: «lIpomry...», «Hanpasmusto...»

TekcT nucema, Kak MpaBUiIO, COCTOMT U3 JIBYX uacTeil. B mepBol uyacTu m3nmaraercss MpUYMHA,
OCHOBaHME WM OOOCHOBAaHHE COCTaBJIEHMSI IHCbMa, NPOBOAATCA CCBUIKM Ha JIOKYMEHTHI,
ABJISIOIIMECS OCHOBaHMEM IOJTOTOBKM NuchMa. Bo BTOpol wacTu, HauMHarolleics ¢ ab3ana,
MTOMEIAI0TCS BBIBOJIbI, TPEJIOKEHUS, TPOCHObI, pEIIeHUs U T.1I.

2.4.4. llata nucekMa — JaTa NPUHATHS pPELICHUs, 3a(uKCHUpoBaHHOrO B TekcTe. Jlaroil mucpma
ABJISICTCA JjaTa ero MoAMNUCAHHUS.

[IpaBo moamnucyu Ciry>keOHBIX MUCEM YCTAHABIMBAETCS B MOJIOKEHUH, B TOM YHCJIE B TOJOKECHUAX O
CTPYKTYPHBIX MOJPA3/A€ICHUAX U JOKHOCTHBIX MHCTPYKLUAX; B HA3BAHHBIX JJOKYMEHTaX JOJIKECH
OBITH MIPETyCMOTPEH MOPSAOK NOAIMMCAHUS IPH OTCYTCTBUU PYKOBOASIIUX JOKHOCTHBIX JIUII.




3. [IpaBusa ogopMieHHs JOKYMEHTOB
3.1. bnaHku TOKYMEHTOB.
3.2. OopmiieHne peKBU3UTOB B MPOIECCE MOATOTOBKH JOKYMEHTOB.
[Ipy TOATOTOBKE OpPraHW3AIMOHHO-PACTIOPSIUTEIBLHBIX JOKYMEHTOB pPAaOOTHHKH OPTraHOB
yrpaBiieHus: 00pa3oBaHrueM 00s13aHbl COOIIOAATh MpaBuiia O(GOPMIICHUS PEKBU3UTOB, U3JI0KEHHBIX
HIKE.
3.2.1. 3aroja0BoOK K TEKCTY IOKYMEHTA.
3aroioBOK K TEKCTY JOKYMEHTa MOJDKEH OBITh KPaTKMM W TOYHO IepelaBaTh CMBICI TEKCTa,
oTBe4aTh Ha Borpoc «O yeM?»: «O BbIIEICHUHU. ..», «O0 U3BMECHEHUH. ..» U T.]I.
3aroJ0BOK COCTABIISIETCS JIMIIOM, TOTOBSIIUM MPOEKT JOKYMEHTA.
3.2.2. Jlata nOKyMeHTA.
JlaToif 1oKyMeHTa SIBJISIETCS JaTa ero MoAnucaHus (pacrnopsauTe/ibHble JOKYMEHTHI, TMCbMa) WU
cOOBITHS, 3aUKCHPOBAHHOTO B JIOKYMEHTE (IIPOTOKOJI, aKT); JUIsl YTBEPXKAAEMOTo IOKYMEHTa
(TutaH, MHCTPYKIMS, TTOJIOKEHUE, OTYET) — JJaTa YTBEP>KICHUS.
Jlata JOKyMeHTa MpPOCTaBIAETCS AOHKHOCTHBIM JIMIIOM, MOJMHCHIBAIONIUM WM yTBEPKAAIOIIUM
NOKyMeHT. [Ipu moIroToBKe MpoeKTa JOKYMEHTA IeYaTaeTcs TOJIbKO 0003HAYCHHIE MEeCsIIa U ro/Ia.
Bce cnmyxeOHBIE OTMETKH Ha JOKYMEHTE, CBSI3aHHBIE C €ro MPOUCXOXKACHUEM M HCIOJIHEHHEM,
JOJDKHBI TATUPOBATHCA U MTOAMUCHIBATHCSL.
JIOKyMEHTBI, U3JJaHHbIE COBMECTHO C JAPYTUMHU OpPTaHU3AlUSIMH, AOKHBI UMETh OJHY (€AUHYIO)
JaTy.
Cnoco0 HamucaHusl JaThl 3aBUCUT OT XapakTepa IJOKYMEHTa: B HOPMATHUBHBIX JIOKYMEHTax,
OTIPEICTIAIONIMX TpaBa TPaKIaH W OpraHU3allii, a TaKKe COJCpPIKAIIUX CBEACHUS (DHUHAHCOBOTO
XapakTepa, UCIOJIb3YeTCsl CIIOBECHO-IIM(POBON B CIEAYIOINIEH MOCIeI0BATEIbHOCTHU: JI€Hb, MECHIII,
ron (29.04.2001).
3.2.3. [lognuck JOKyMeEHTAa.
JIOKyMEeHTBI,  HampaBJisieMble B BBINIECTOSAIIME  OpPraHW3allud, OOJACTHBIE  OpraHbl
MPEICTAaBUTENBHOMN U Cy1€0HOM BIACTH, MOAMUCHIBAIOTCS TUPEKTOPOM.
JIOKyMEeHTBI, HampaBisieMble TOJYMHEHHBIM, CTOPOHHHUM OpraHW3alUsIM U TpaxkJaaHaM,
MOAMMUCHIBAIOTCSA PYKOBOJUTENEM, €TI0 3aMECTUTEIISIMHU.
B cocTaB moamnucu BXOAAT: HAUMEHOBAHHME JOJKHOCTH JIMIA, MOAMUCABIIETO JOKYMEHT, JTUYHAS
MOJINKCh U ee pacin(poBKa (MHUIMAIBI U (haMIIIUs ).
Ecnn nomxHOCTHOE JHUII0, TOAMUCH KOTOPOTO 3aroTOBJICHA HAa MPOEKTE JOKYMEHTa, OTCYTCTBYET,
TO JTOKYMEHT MOJAMUCHIBAET JUI0, UCTIONMHSIONIEE ero 00S3aHHOCTH, HIIM €ro 3aMecTuTenb. [Ipu
3TOM 00s3aTeIbHO YKa3bIBaeTCs (paKkTUyeckasi HOHKHOCTD JIMIA, MOAMUCABIIErO JTOKYMEHT, U €ro
dbamunus (McpaBiIeHUs] MOKHO BHECTH OT PYKHM WMIM MAalIMHOIUCHBIM CIIOCOOOM, HampuMep
«1.0.», «3aM.»). He nmomyckaercs moAMUChIBaTh JOKYMEHTHI C TIPEIJIOTOM «32» WM MPOCTABICHUEM
KOCOH 4epThl nepe]l HAMMEHOBAHUEM JIOJKHOCTH.
[Ipy moammcanny JOKYMEHTa HECKOJbKUMH JOKHOCTHBIMH JIUIIAMH HMX TOAMHCH PAacIojararoT
OJIHY TIOJ1 IPYTOM B MOCIEA0BATEIIbHOCTH, COOTBETCTBYIOIIEH 3aHUMAEMOMN JJOJIKHOCTH.
[Ipy mnoxamucanum JOKYMEHTAa HECKOJBKMMH JIMI[AMH, pPaBHBIMH TI0 JIOJDKHOCTH, HO
MPEACTABISIOUIMMHU Pa3HbIe OPraHbl, MOAMKUCH PaclonaraloT Ha OJJHOM YPOBHE.
3.2.4. AnpecoBaHue TOKYMEHTA.
JIOKyMEHTBI aApeCyIOT OPraHU3aLUSIM WIIM KOHKPETHBIM JIUIAM.
[Ipu agpecoBaHnyM JOKyMEHTa OpraHU3AINK, 0€3 yKa3aHUs JOJDKHOCTHOTO JIMIA UX HAUMEHOBAHUS
MUIITYTCSI B UMEHUTEIBLHOM MaJIeKe.
Hamnpuwmep:

['ocynapcTBeHHOE yrpaBieHne 00pa3oBaHUs U HAYKU

VYnpasnenue nenamu

[Ipu HanpaBiieHUH JOKYMEHTa KOHKPETHOMY JIOJDKHOCTHOMY JIMIy HAUMEHOBAHUE OpraHU3ALNH U
MO/Ipa3JeNIeHNsl yKa3bIBa€TCd B UMEHHUTEIHLHOM MaJeXke, a JODKHOCTh U (paMuiIMs B JaTEIbLHOM.
Hanpumep:

['ocynapcTBeHHOE yrpaBieHne o0pa30BaHUs U HAyKU



Hauvaneauky

IIpn agpecoBaHMM NOKYMEHTA PYKOBOAMTEIIO OPraHM3alMM €€ HaUMEHOBAHHWE BXOJUT B COCTaB
HauMEHOBaHMsI TOJDKHOCTH azapecara. Hanpumep:

I'enepasibHOMY JUPEKTOPY

(HaMEeHOBaHUE OPraHU3ALINN)

[Ipu angpecoBaHWM TOKyMEHTa (U3NYCCKOMY IUIy (GaMWIMIO W WHHUIMAIBI TIOTydaTessi, 3aTeM
MOYTOBBIN anapec. Hampumep:

V. , 0. ,KB.

r. 0011., (unoexc)

3.2.5. CornacoBaHue JOKyMEHTA.

CornacoBanue JOKyMeHTa opopmIseTcs: BU30H Ha IOKYMEHTE WK Ipu(OM COrIacOBaHUS.
BusupoBanue mnpoekTa JOKyMEHTa HPOBOIUTCS IMPU HEOOXOAMMOCTH OIEHKH OOOCHOBAaHHOCTH
JIOKYMEHTA, COOTBETCTBHSI €TI0 MTPABOBBIM aKTaM M paHEe MPUHSATHIM PEIICHUSIM.

[IpencraBisiemble Ha MOANUCH TOKYMEHTHI BU3UPYIOTCS UCIIOTHUTENIEM (OTB. UCIIOTHUTEIIEM).
Bu3sl BKITFOUAIOT B ce0s JIMUHYIO MOAINKCH U JIOJDKHOCTh BU3HPYIOIIETO TOKYMEHT, PACcIIH(PPOBKY
noanucy (MHULMABL, damunus) U Aaty. Busza mpocraBnsercs B HIDKHEW dYacTh 0OOpOTHOM
CTOPOHBI TIOCJICIHETO JIUCTAa IOJIMHHUKA PacIoOpsAUTEILHOr0 IMpaBoBoro akrta. Ha mpoekrte
3aKOHOAATENIBHOTO aKTa, HA BHYTPEHHEM JOKYMEHTE U Ha KOIUHU OTIPABISEMOro JOKYMEHTA BU3bI
MIPOCTABJISIOTCS HA JIUI[EBOM CTOPOHE TOKYMEHTA.

CornacoBanue TpOEKTa JOKYMEHTa IMPOBOJUTCS C OpraHaMH YIPaBICHUS M OpPraHU3aALUSIMU,
WHTEPEChI KOTOPHIX K HEM 3aTParuBaloTCs, - BHEIIHEE COTIACOBAHUE.

Buemnee cornacoBanue JokyMeHTa odopmisieTcss  cooTBeTcTByrommMm  rpudom. ['pud
corjacoBanust BkirouaeT B cedg cioBo COI'JTACOBAHO, nanmMmeHoBaHM€E MOJDKHOCTH JHIA, C
KOTOPBIM COTJIACOBBIBACTCS JOKYMEHT (BKJIIOYas HAMMEHOBAaHUE OPraHU3alliu), TMYHYIO MMOMNKCH,
pacmpoBKy TOJIIMUCH W JIATy COTJIACOBAHUWS WM Ha3BaHUS JIOKYMEHTA, IT0JITBEPKIAIOIICTO
corJlacoBaHue, ero naTy u uHaekc. Hampumep:

COI''TACOBAHO
['maBa AnMuHUCTpaLIUK parioHa
o0JacTu
(JInyHAas MOAMKCH) (MHMLIMATBL, aMUIIHS)

Ne 01-15/155-K

COI'JTACOBAHO
Havanenuk ['ocynapcTBeHHOr0 yrnpaBieHus: 00pa3oBaHUs
U HayKH o0nactu

ot 30.06.04 Ne 01-15/155-K

I'pud cornmacoBanusi pacmonaraerca Huwke pekBusuTa «lloamuce» B JI€BOM HUXKHEM YTy
JIOKYMEHTA.

I'pudbr cormacoBaHWs MOTYT pacmojiaratbess Ha OTHEIbHOM <«JIMCTe corylacoBaHUsA», €CIU
coJiep>KaHue JIeTaeTcst OTMETKa «JIMCT coracoBaHMs IPUIIAraeTcs.

CornacoBaHue JIOKYMEHTa B 3aBUCHUMOCTH OT €TI0 COJCPYKAHUS OCYIIECTBISICTCS B CICIYIONICH
[OCIIeIOBATEIHHOCTH:

- C IOJDKHOCTH JIMIIAMU OpraHa UCTIIOJIHUTEIbHOM BJIACTU PaliOHA;

- C PYKOBOAWUTEISIMH TOMYMHEHHBIX OPTaHU3allUi, WHTEPEChl KOTOPBIX 3aTParuBarOTCsS B
JTIOKYMEHTE;

- C OpraHamMu FOCYILapCTBeHHOﬁ BJIaCTHU 06HaCTI/I, HHTCPCChI KOTOPLBIX 3aTparuBacT
coJiep>KaHue TIOKyMEHTa;

- Ipu HGO6XOI[I/IMOCTI/I — C OpraHamMu, OCyHICCTBJIAIOIIUMUA FOCYHapCTBeHHLIﬁ HaHBeHOMCTBGHHLIﬁ
KOHTpOJIb (HAA30p) B OMNpeaeiIeHHOW 00yacTh (IKOJIOTHYECKUH, TMOXapHBIA W T.L.), C
OGH.IGCTBGHHBIMI/I OpraHu3zalusaMu;




- C BBIIIECTOSAIIUMHU OpPraHaMu — B CIIyYasx, KOTJa 3aKOHOAATEIhCTBOM IMPeIycMaTpUBACTCS
BO3MO>XHOCThH COBEPIICHHUS YIIPABICHUECKUX AEWCTBUN TOJIBKO C COTJIACHs 3TUX OPTaHOB.
3.2.6. YTBepkaA€HUE JOKYMEHTA.
Ha nokymenTax, mojuiekamiux yTBEpPXKAEHHIO, Tpu( YTBEPKACHUS MPOCTABISETCS B IMPABOM
BEPXHEM YTy IIEPBOTO JIMCTA TOKYMEHTA.
I'pud yrBepxaeHUss opopMIIsseTcs CASAYIOIMIMM 00pa3oM:
YTBEPXIAIO
PykoBoautenn
(HaMMEeHOBaHUE OpPraHU3ALNN)
(JIMYHAs TOANMCH, MHUITHAIBI, (haMUITHS )
02.03.2004

[Ipy HEoOXOAMMOCTH JOTOJHUTENBHBIX TNPEANUCAHUA W PA3bIACHEHHH JOKYMEHT MOXKET
YTBEPKAATHCSI MPUKA30M PYKOBOAUTENSI OpraHa yrnpaBieHHsl 00pa3oBaHUEM.

YTBEPXIEHO

MIPUKA30M ...

ot 16.10.2004 Ne 150

3.2.7. Pezomonus.
B cocraB pe3ononuu BXOAAT CIENYIOLIUE 3JIEMEHThI: (aMUIMs HCIOJHUTENS (MCIOIHUTENEH),
CoJIepKaHusl IOPYUYEHHS], CPOK HCIIOIHEHHUS], TOJIIUCH, J1aTa.
B cnywasx, korna mnopyuyeHue JaeTcs ABYM WIM HECKOJBbKUM JIMLAM, PAaBHBIM IO JOJDKHOCTH,
OCHOBHBIM  HCIIOJIHUTEJIEM SIBISIETCS JIMIO, YKa3aHHOE B IOPYYEHMM MEpBbIM. Emy
IIPEJOCTABIIAETCS NIPABO CO3bIBA COMCIIOJIHUTENEH U OCYILIECTBIIEHHE KOOPAUHAILIMY UX PaOOTHI.
OCHOBHOH MCHOJIHUTENIb U COMCIIOIHUTENDL BIPABE AaBaTh MOPYUYEHUs B BUJIE PE3OJIIOLUN JIULIAM,
HEMOCPEJCTBEHHO UM IOAYNHEHHBIM.
Ha nokymenrax, He TpeOyrolMX yKa3aHUW MO MCIHOJIHEHHIO W HMMEIOIIMX THUIIOBBIE CPOKHU
UCTIOJHEHUS, B PE30JIIOIMH YKa3bIBAIOTCS UCIIOJHUTENb, TOANUCH aBTOPA PE30JIIOLIUH, JJaTa.
Pe3omtonust MoxeT opopMIIATbCA Ha OT/IEIBHOM JIMCTE C YKa3aHHEM PETUCTPAllMOHHOTO HOMEpa U
JaThl JOKYMEHTA, K KOTOPOMY PE30JIFOLIMSI OTHOCUTCSI.
3.2.8. OtmeTKa 00 UCTIONHUTETIE.
OTtMmeTka 00 HCHONMHHTENE AOKYMEHTA IPOCTABISETCS B JIEBOM HIKHEM YIUIy JIMIIEBOW WU
00OpOTHOM CTOPOHBI MOCJIEIHETO JINCTA OJIMHHUKA IOKYMEHTA.
Otmerka BritoyaeT pamminmio (pamunus, UMs, OTYECTBO) HCIOJHUTENS, HOMEp ero TenedoHa,
Harpumep:
MaxkcumoBa Huna Cepreesna 2-30-22 niu MakcumoBa 2-30-22
Ha noxymeHTe, MOATOTOBIEHHOM IO TOPYYEHHUIO DPYKOBOJAWTENSl TPYNIOW MCIIOJHUTENEH, B
OTMETKe 00 NCIOJIHUTENE YKa3bIBaeTCs (haMUiIs OCHOBHOT'O CTIOJIHUTEIS.
3.2.9. OdopmneHune TpuIoKEHUN K JOKYMEHTY.
[TpunoxeHus JOIKHBI UMETh BCE HEOOXOIUMBIE JUTsl TOKYMEHTa PEKBU3UTHI (Ha3BaHUE, 3aTr0JIOBOK,
MIOJTKCH JIMLI, OTBETCTBEHHBIX 32 UX COJIEpPKaHUE, 1aTy, OTMETKY O COTJIaCOBAaHUH U T.II.).
OTMeTKY 0 HaJIMUUU NPUIIOKEHHS], HA3BaHHOTO B TEKCTE, 0(OPMIISAIOT CIEAYIOIIUM 00pa3oM:
[Ipunoxenue: Ha § 11. B 3 3K3.
Ecnu mpunokeHuss He Ha3BaHbl B TEKCTE, TO WX HAMMEHOBAHHUS IEPEUUCISAIOTCS C YKa3aHUEM
KOJIMYECTBA JINCTOB B KAXJIOM MPUIOKEHUH U YHCIIA UX SK3EMILUISIPOB, HalIpUMeEp:
IIpunoxenue: 1. CripaBka o... Ha 3 1. B 2 3K3.

2. IIpoexr... Ha 8 1. B 3 9K3.
[IpunoxeHus K pacHoOpsAUTENBHBIM JIOKYMEHTaM COJepaT B NPaBOM BEpXHEM YTy IEpPBOIO
JIUCTa OTMETKY € yKa3aHUEM JIOKYMEHTa, €ro JAaThl U HOMepa.
Hanpuwmep: Ilpunoxenune k npukaszy YnpasiaeHus oOpa3oBaHueM... Ne  or...
Ecnu npunoxxeHus cOpoIopoBaHbl, KOJIUYECTBO JIUCTOB B HUX HE YKa3bIBA€TCS.
3.2.10. OtMeTka 00 HWCHOJHEHUH TOKYMEHTAa M HANpPaBICHUM €ro B JEJ0 BKJIIOYACT: KpaTKuE
CBEJIeHUs] 00 MCIOJHEHUHU, €CIM OTCYTCTBYET JOKYMEHT, CBHAETENILCTBYIOUIMM 00 MCIOIHEHUH,



WM, HAJIUYNU TaKoro JIOKYMEHTa, CChUIKY Ha €ro JaTy U HOMEp; OTMETKY «I€J0» HOMEp JeNna, B
KOTOPOM OyJIeT XpaHUTbCA JOKYMEHT; ATy, HOJINCh HCIIOTHUTEIIS.

4. Opra"nu3anusi 10KyMeHT0000pPOTA U UCIOJTHEHHE TOKYMEHTOB

4.1. Opranusanus J0KyMeHTO000pOTa.

4.1.1. JIBwkeHHE IOKYMEHTOB B YYPEXKACHMM C MOMEHTAa HX CO3JaHUSl WIH IOJy4EHHUs 0
3aBEepIICHHSI HCIIOJIHCHUS WIH OTIPABKH 00pazyeT TOKyMEHTOO0OPOT.

4.1.2. Tlopsinok MpOXOXKIEHHUs JTOKYMEHTOB U ONEpalii, IPOU3BOJUMBIE C HUMH B YUPEXKIECHUH,
pPErIaMEHTUPYIOTCSI MHCTPYKLUEH 110 AENONPOU3BOACTBY, JOKHOCTHBIMU MHCTPYKLUSIMHU HX
pabOTHHKAM.

4.2. Opranuzanus JOCTaBKH JOKYMEHTOB.

4.2.1. JloctaBKa JOKYMEHTOB B YUPEKICHUE OCYILECTBIAETCS, KaK IIPaBUIIO, CPEACTBAMU IOYTOBOM
Y JIEKTPOHHOM CBA3HU.

C nmomoIpI0 MOYTOBOM CBA3M B ILKOJY JOCTaBISETCS NMHCbMEHHAs KOPPECHOHACHLMS B BHUIEC
MPOCTBIX U PETUCTPUPYEMBIX MTUCEM, TOYTOBBIX KapTOUeK, OaHIAEPOIIeH U MEITKUX ITaKETOB, a TAKKE
II€YaTHBIE U3AAHMUS.

4.2.2. Tlo kaHanmaM 3JIEKTPOHHOH CBS3HM MOCTYMAIOT: TEJIETPaMMbl, Tele()OHOTPaMMEBI, COOOIICHHS
I10 2JIEKTPOHHOM IOYTE.

4.3. IIpuem, 06paboTKa U pacmpeaesieHle MOCTYMAIONIINX JOKYMEHTOB.

4.3.1. JIokyMeHTBbI, IOCTYNAIOIHUE B yUPEXKJIeHHE Ha OYMa)KHBIX HOCUTENSAX, IPOXOAAT NEPBUYHYIO
00paboTKy, MpenBapUTEIbHOE PACCMOTPEHHUE, PETHCTPALUIO, PACCMOTPEHHUE DPYKOBOACTBOM U
JOCTaBJISIOTCS UCTIOJTHUTEIISAM.

[Ipuem u nepBuuHas 00pabOTKa JOKYMEHTOB OCYILLECTBIISIETCSA CEKPETAPEM.

KoHBepThl ¢ JOKyMEHTaMHU BCKPBIBAIOTCS (32 MCKIIOYEHHEM KOHBEPTOB C MOMETKOM <«JIMYHOY),
IIPOBEPSETCS MPABUIBLHOCTh JOCTaBKU, LIEIOCTHOCTh YIIAaKOBKH JIOKYMEHTOB.

Ha nomyueHHOM JOKyMEHTE B IIPaBOM HM)KHEM YTJIy IIPOCTABIISIETCS PETUCTPALIMOHHBIN HOMED.
4.3.2. JIOKyMEHTHI, aJpEecOBaHHBIE IUPEKTOPY, a TaKkKe Oe3 yKa3aHWs KOHKPETHOTO JIHUIIA,
IIPEIBAPUTEIIBHO PACCMATPUBAIOTCS CEKPETAPEM, 3aTEM HAIPABIISAIOTCS PYKOBOICTBY.
[IpenBaputenbHOE  pacCMOTpPEHHE JOKYMEHTOB NPOBOAMUTCA C  IEJbI0  paclpeiesieHus
MOCTYMUBUIMX JIOKYMEHTOB Ha TpeOyroume o00s3aTeIbHOI0 pPacCMOTPEHHUs] PYKOBOJICTBOM U
HaIpaBJiieMble HEMTOCPECTBEHHO OTBETCTBEHHBIM HCTIOHUTENSIM.

IIpenBapuTeIbHOE pPACCMOTPEHUE OCYILECTBISETCS HMCXOAs W3 OLIEHKM MX COJEpXKaHMs, Ha
OCHOBaHUU YCTAHOBJIEHHOT'O B OPTraHU3allUU paclipeie]IeHHs 00s3aHHOCTEN.

be3 mpenBapuTenbHOr0 pacCMOTPEHHMs NMEPENAIOTCA M0 HA3HAYEHUIO JOKYMEHTHI, aIpEeCOBaHHBIC
HEMOCPEACTBEHHO JI0JKHOCTHBIM JIUIIAM.

PaccMoTpeHHBIE pPYKOBOACTBOM JOKYMEHTHI BO3BpALIAlOTCS CEKPETapr0 M Jajee JOKYMEHT
nepe1aeTcsl Ha UCIIOJIHEHUE.

[lonnmuHHUK JOKYMEHTA M0IYy4aeT OTBETCTBEHHBIN UCIIOIHUTED.

4.3.3.IloctynuBuine TeaerpaMMbl IPUHUMAIOTCA O] PACIUCKY C MPOCTABIEHNUEM J1aThl U BPEMEHH
IIpUEMa, PETHCTPUPYIOTCS IO TEM K€ IMpaBUiIaM, YTO M IMCbMA, a 3aTeM MEepeJaroTcs Ha
paccMOTpeHHe PYKOBOJACTBY U HCIIOJTHEHHUE.

Texct nmoctynuBieil TeneoOHOrpaMMbl 3aITUCHIBAETCS TOJIyYaTesIeM Ha CIIeIUalbHOM OJIaHKe WIIN
B )KypHaJie U OlepaTHUBHO NEPEIACTCs] PYKOBOIUTEI0, KOTOPOMY OHA aJpecoBaHa.

4.3.4. Tlocrynamoomue OpUTHHAIBl JOKYMEHTOB C OJEKTPOHHOM KONMHUEH JOMKHBI HMMETh
COIMPOBOJUTENIBHOE MHChbMO. TEKCT KONMMM Ha MAarHUTHOM HOCHUTENE JOJKEH COOTBETCTBOBATH
TEKCTY OpUTMHAJIA.

4.4. Opranusanus oOpabOTKH U Mepeiad OTIPABISIEMbIX JOKYMEHTOB.

4.4.1. loxymenTsl, otipasisgeMble PYO, nepenaroTcs MOYTOBON U DJIEKTPOHHOM CBSI3BIO.
OO6paboTka JOKYMEHTOB Ul OTIPABKH ITOYTOBOW CBSI3bIO OCYIIECTBIISIETCA CEKpeTapeM B
cooTBeTcTBUM C [IpaBuiiamu okazaHus yCIyr IOYTOBOM CBS3U.

JIOKyMEHTBI Ul OTIPAaBKU MEPENAIOTCs MOJTHOCTBIO O(QOPMIICHHBIMH, 3apETUCTPUPOBAHHBIMU, C
yKa3aHHEM IIOYTOBOI'O apeca WK C YKa3aHUEM Ha PACCHUIKY.

JIOKyMEHTBI, NOJuIeXalie OTIpPaBKe, AOJIKHBI 00pabaThiBaTbCcs U OTIPABIATHCS B JI€Hb MX
MIOJITMCAHUS W HE TIO3/IHEE CIIeIYIOIEero pabodero JHs.



Jlocbulka WIM 3aM€Ha pa30CIIaHHOTO pPaHEe JIOKYMEHTA OCYILECTBISAETCS IO yKa3aHWIO JIUIa,
MTOAMKMCABIIETO JOKYMEHT, HJIM PYKOBOJIUTEIS YIIPABIICHUs 1eTaMu (0OIIero oTaena).

4.4.2. C noMOIIbIO CPEACTB JIEKTPOHHOM CBSA3HM OCYIIECTBIIAETCS Tepenada WHPOpPMaluu B BUIEC
Tejerpamm, Tenerannorpamm, pakcorpamm, TeseoHorpamMmm, IEKTPOHHBIX COOOLIECHUI.

4.43. Tenerpammpl OPUHUMAIOTCS  CEKPETAPEM  3aBU3UPOBAHHBIMHU,  IOANHMCAHHBIMH,
JaTUPOBAHHBIMU U 3aPETUCTPUPOBAHHBIMH, C OTMETKON O KATETOPUU U BHJIE OTIIPABICHHUS.
OtnpaBka TenerpaMM OCYIIECTBIISIETCS B COOTBETCTBUM ¢ [lpaBmiamu npeaocTaBiIeHUs YCIyTr
TenerpadHON CBs3M, YTBEP)KIACHHBIMHU MocTaHoBIeHHeM [IpaBuTtenscTBa Poccuiickoit deneparuun
or 28.08.97 Ne 1108 (CobOpanue 3akoHomatenbcTBa Poccwiickoit ®epepanmu. 1997. Ne37.
Ct1.4299).

4.4.4. Tlepenaua nHopmManuu ¢ MOMOMIBIO TeIePOHOTPAMM OCYIIECTBIISICTCS YCTHO MO KaHallaM
Te’aeOHHON CBSI3U U PETUCTPUPYETCS MOTydaTeeM.

4.5. Ilopsaok MPOXO0KIAEHHUS BHYTPEHHUX JTOKYMEHTOB.

4.5.1. IlpoxoxaeHrne BHYTPEHHHUX JOKYMEHTOB Ha dTanax MX MOJATOTOBKU M O(OPMIICHHS JOJHKHO
COOTBETCTBOBATh IPOXOXKJEHUIO OTIPABISEMBbIX JOKYMEHTOB, a Ha »JTale MWCIOJIHEHU —
MOCTYHAIOMINX JOKYMEHTOB.

4.5.2. OopmieHHBIE JOKYMEHTHI MIEPEIAIOTCS Ha MOANNUCH PYKOBOACTBY B COOTBETCTBHH C TIPABOM
MOJINKCH JOKYMEHTOB U pacipeieIeHueM 00s13aHHOCTEH.

4.5.3. Konuu moaNMCaHHBIX PYKOBOJIUTENEM PACIOPSIUTEIBHBIX JOKYMEHTOB B 00s3aTEILHOM
MOPSAZIKE PACChUIAIOTCS B CTPYKTYPHBIE MOJAPA3JEIICHUs, B BEIECHUM KOTOPBIX HAXOIATCS
paccMaTpuBaeMble BOIIPOCHI.

4.5.4. Tlepenaua JOKYMEHTOB MEXIY CTPYKTYPHBIMH MOJIpa3elieHUsIMU OCYIIECTBISIETCS 4Yepe3
CEKpeTapsi WM JIMIA, OTBETCTBEHHbIE 3a JAEIONPOM3BOACTBO. JIOKYMEHTBHI MepenarTcs ¢
COOTBETCTBYMOIIEH 0TMeTKOM B PK®.

4.6. Tlpuem u 00pabOTKa TOKYMEHTOB, IMOCTYHAIONIMX I10 KaHAlaM »JJICKTPOHHOW IOYTHl W
(hakCUMUITLHOMN CBS3H.

4.6.1. DnexkTpoHHAs IOYTa — OJIMH U3 KOMIIOHEHTOB CUCTEMbl aBTOMAaTH3allUU IOKYMEHTO000pOTa,
CpPEeACTBO JIOCTAaBKU, OTHPABKU MH(POPMAILIUHU U €€ TIepelaul MEXTy MOJIb30BaTEIIMHU.

4.6.2. DneKTpOHHBIE COOOIIEHUS, TOCHUIAEMBIE TI0 3JIEKTPOHHOU MOYTE, UCIIOJIHSIIOTCS aHAJIOTHYHO
JOKYMEHTaM Ha OYMa@XHbIX HOCHUTENSX, NMPU HAIMYMM ONPEAETICHHOM cHenuuKu B Ipolecce
HCIIOJIHEHUSI.

4.6.3. OTnpaBUTENb NEKTPOHHOTO COOOIIEHUS 3allyCKaeT MPorpaMMy OTHPaBKU MOYTHI U CO3/1aeT
(aiin cooOuieHus, yKa3bIBaeT €ro UM, 1aTy U Bpems oTnpaBku. CooOIIeHHs MOYKHO BBOAMTDH U
pelakTUPOBaTh C IOMOIIBIO TEKCTOBBIX PEIAKTOPOB. DIJIEKTPOHHBIE COOOIIEHMS TepeaaroTcs
ajzipecaTaM B COOTBETCTBUHU C yKa3aTeJIeM Ha pPacChUIKY.

Anpecar nonydaeT u300pakeHHe TOKyMEHTa Ha KpaHe KOMIIbIOTepa, a 3aTeM paclievyaThlBaeT €ro
Ha OyMa)KHbBIN HOCUTEIb.

Kaxnomy aOOHEHTY B JJIEKTPOHHOM IIOYTE BBIJENAETCS WHAMBHUIYAIbHBIM MOYTOBBIM SIIKK
(o6nacte mamsatTu DBM), KkoTOpoMy TIpHCBaWBAaeTCs KOJ TOJIb30BATENs, © OOMEH JJIEKTPOHHBIMHU
COOOIIEHUSIMHU OCYIIECTBIISIETCS Yepe3 3TH IMMOYTOBBIE SIIIUKH.

4.6.4 Ilpu HaMWYMKM SJIEKTPOHHOM IMOYTHI JOKYMEHTHI 00pabaThIBalOTCS M HCHOJHAIOTCS IpU
MOMOIIIM AaBTOMATU3UPOBAHHON peructpanuu. OTHpaBUTENI0 HEOOXOAUMO IOCTaBUTh OTMETKY
«COOTBETCTBYET OPUTHHATY.

4.6.5. Ilpu mepenade U mpuemMe TEKCTOB CIYXKEOHBIX JIOKYMEHTOB MO KaHaiaM (akCHMUIbHOU
CBSI3M HEOOXO0JIMMO PYKOBOJICTBOBATHCS CASAYIOUTUMU TPEOOBAHUAMU:

- 00BeM nepe1aBaeMoro JI0KyMeHTa (TeKCTa, CXeMbl, TpapuuecKoro n300pakeHus), BBINOJIHEHHOTO
Ha Oymare ¢opmara A4 yepHBIM IIBETOM, HE JTOJIXKEH MPEBbIIIATh MATH JIMCTOB;

- TOKYMEHT JJIs Iepefayn Mo KaHalny (pakCUMMIBHON CBSI3M CHAETCS C 3asiBKOM yCTAHOBJICHHOTO
oOpa3s1a, MOAMMCAHHON pyKOBOJUTENIEM NOIpa3AesieHus. 3asBKU XpaHITCS B TEYEHHE OAHOIO ro/a;
- OTBETCTBEHHOCTh 3a COJEpXKaHHE IepeJaBacMoil MHpOpMalMu BO3JaraeTcs Ha MCIOTHHUTEI,
MOATOTOBUBIIETO TIOKYMEHT K Iepeaye, U pyKOBOAUTENSI COOTBETCTBYIOIIETO MOIpa3AesieHus;

- (bakcorpamMMbl Ha MHOCTPAHHBIX S3BIKAX OTIPABIAIOTCSA NMPU HATUYMU TEPEBOJA, 3aBEPEHHOTO
JIUIOM, TTOJMTUCABIINM (paKkcorpaMMmy;

- 3arpelaeTcs nepeaBaTh TEKCT JOKYMEHTOB ¢ TOMETKOM «/111s ciry>keOHOro MoIb30BaHUsY;




- NOMNeXKAIIMKA TMepefade JOKYMEHT YYUTHIBACTCSA B JKypHaJle YCTAHOBJICHHOH (OPMBL
[ToyIMHHUKN JOKYMEHTOB IOCJIE Mepeiady BO3BPAIAIOTCS UCIIOJHUTENSIM C OTMETKOW O BpEMEHHU
OTIIPaBKH;

- pmocTynuBuIMe (AKCOrpaMMbl YUYUTHIBAIOTCSI B JKypHaje YyCTaHOBIEHHOH ¢opMbl 6e3
IIPOCTABJIEHMsI PErMCTPAL[MOHHOIO IITaMIla, NEPEJaroTCsl ajapecaTaMm I0J, PaclUCKy B JEHb MX
IpUeMa, CpOYHbIe —HEMEJICHHO;

- (hakcorpaMMbl Ha HHOCTPAHHBIX S3bIKAX JOCTABIIIOTCS ajipecaTy 0e3 mepeBoja.

4.7. Yder KoJnm4ecTBa JOKYMEHTOB.

4.7.1. Y4er Kon1uecTBa JOKYMEHTOB 3a OIIPEIEICHHBIN IEPUO BPEMEHHU (T0J1, MECsL) IPOBOAUTCS
o PK® cekperapem.

4.7.2. 3a equHUIly yyeTa KOJIMYECTBA JIOKYMEHTa IPUHUMAETCS caM JOKYMEHT, 0€3 yueTa KOIHii,
CO3/1aBa€MbIX IIPU IIEUATAHUU U PA3MHOXKECHUU.

VY4er KoaruecTBa JOKYMEHTOB MOKET IPOBOAUTHCSA 110 KAJIEHJAPHOMY I'OJly B LIEJIOM.
[Toctynaromnye u co3garomue J0KyMEHTbI IOACYUTHIBAIOTCS OTJCIIBHO.

HToroBeie MaHHBIE TOJACYETa NPEACTABISIOTCS B Tabmuunoit Qopme. Ilo kaxmoil rpymme
YUUTBIBAETCS KOJIMYECTBO JOKYMEHTOB M OTAEIBHO HMX THpPax (LUGpPHI MPOCTABIAIOTCA depe3
KOCYIO UepTy WIH B OTJEIbHBIX rpadax).

4.8. PaboTa ucronHuTeNel ¢ JOKYMEHTaMH.

4.8.1. PykoBomuTenu CTPYKTypHBIX moapasfeneHuii OY  o0ecrneuuBaloT — ONEpaTHuBHOE
paccMOTpeHHe JOKYMEHTOB, JOBEIEHUE MX JI0 UCIOJHUTENEH B JIEHb MOCTYIUICHUs, KOHTPOJb 3a
KaueCTBEHHBIM UCIIOJHEHUEM JIOKYMEHTOB II0 CYILLIECTBY BOIIPOCA.

4.8.2. Ilpu paccMOTpEeHMH JIOKYMEHTOB PYKOBOJAWTENb IOApa3ACiICHUs BBLACISACT JTOKYMEHTHI,
TPeOYIONIFEe CPOYHOTO UCITOJTHECHUS.

CpouHble JOKYMEHTBHI NIepeatoTCsl HEMEJIEHHO.

[Tpu HEOOXOAMMOCTH Pa3MHOKEHHUS JJOKYMEHTA WA JPYTUX 3a/I€P’KKaX MCIIOIHUTEIIO MepeIacTcs
perucTpanoHHasi KapTouka UM UCHOJb3yeTcsl HHas popMa ero HHGpOpMHUPOBaHUS.

4.8.3. UcnonHeHne JOKyMeHTa MpeaycMaTpuBaeTr: cOop 1 00paboTKy HE00X0JuMOM HHpOpMaIuH,
MOJrOTOBKY TIPOEKTa JOKYMEHTa; ero oQopMieHHe, TMpeJICTaBlIeHue Ha MOJIHCAHUE
(yrBepxkaeHue) pykoBoAcTBOM OV UMM pyKOBOIUTENSIMH CTPYKTYPHBIX MOJpa3/IeleHUH,
MIOATOTOBKY K IIEPECBUIKE apecary.

Wcnonuutens onpenensieT HEOOXOAWMOE KOJMYECTBO HK3EMIUIIPOB JIOKYMEHTa, IepeaaeT
JOKYMEHT Ha THpaxupoBaHue. Ha nokymeHT, pacchliaemblii Oosiee 4eM B ueThIpe ajapeca,
WCIIOJIHUTEIIb TOTOBUT YKa3aTelb Ha PaCChUIKY.

4.8.4. Ilpu omepaTMBHOM pELIEHUU BOIPOCOB 0€3 COCTABJIEHUS JIOMOJIHUTENIBHBIX JOKYMEHTOB
WCIIOJIHUTEJb JIelaeT OTMETKH Ha JIOKYMEHTE: O JaTe MOCTYIUIeHHs (eciau oO0pa3oBalicsi MHTEpBa
BPEMEHM MEXAY TOCTYIUIEHUEM JIOKYMEHTAa U €ro JOCTaBKOW HCIIOJIHUTENI0), O JaTax
MIPOMEXYTOUYHOTO HCIIOJIHEHHUS (3alpoc CBEIEHUM, TenepOoHHbIE MEpPEeroBopsl M T.A.), O JIaTe U
pe3yJibTaTaX OKOHYATEIbHOIO UCIIOIHEHUS.

Bce ormeTku pazMeniaroTcsi Ha CBOOOJHBIX OT TEKCTa MECTax.

4.8.5. Ilpn HaMM4YMKM OTBETCTBEHHOT'O HMCIIOJHMUTENS BCE OCTAJIbHBIE MCIOJHUTEIN OTBETCTBEHHBIE
3a CBOEBPEMEHHBIH M Ka4eCTBEHHbIM aHAJIW3 MH(OpPMAllMM U MPEACTaBICHHE OTBETCTBEHHOMY
UCTIOJHUTENIO B YCTAHOBJICHHBIE MM CPOKHM HEOOXOAMMBIX MaTepuanoB (MPOEKTOB JOKYMEHTOB,
CIIPaBOK, CBEJICHUH U T.1I.).

OTBETCTBEHHBI HCIIOJIHUTENb HECET IEPCOHAIBHYIO OTBETCTBEHHOCTh 3a IOJHOTY H
JOCTOBEPHOCTHh MH(POPMAIIMH, UCTIOIB30BaHHOM MPH MOATOTOBKE TOKYMEHTA.

4.9. Pabota ¢ oOpaleHnus MU 1 3alpocaMu JeIyTaToB.

4.9.1. IloarotoBka u HampaBJiEHUE OTBETOB Ha OOpAIEHHsI U 3allPOCHI JACTYTaTOB Pa3HbIX YPOBHEH
ocyuiectBisiercss OY B COOTBETCTBUHU C 3aKOHOJATENLCTBOM Poccuiickoit dexnepanun o craryce
JernyTaTa.

4.9.2. B kauecTBe OOpallleHHS W 3alpoca paccMaTpPUBAETCs MUChMO, HANHMCaHHOEe Ha OJaHke
JienyTara, UMerollee NOANKCh AenyTaTa U Aary.

IIpu oOpamenun jemnyrara JODKHOCTHBIE JHIa Oe30TiararesibHO (a NpU  HEOOXOIMMOCTH
MIOJTyYEHHUs JIOMOJHUTEIbHBIX MaTepUalloB — He mo3aHee 30 qHel co JHS MOMydeHUs oOpalleHus
WIA B WHOW COIJIACOBAHHBIA C MHMLMATOPOM 3alpoca CPOK) JAlOT OTBET Ha 3TO oOpalieHHe U



MPEACTABIISIOT 3alpallliBaeMble TOKYMEHTBI WM cBeieHUs. [Ipr 3TOM JOKYMEHTBI, COCTaBIISIFOIINE
rOCyJIapCTBEHHYIO TallHY, MPEAOCTABISIOTCS B MOPSJIKE, YCTAHOBICHHOM (pe/iepalibHbIM 3aKOHOM O
roCyZapCTBEHHOM TaliHe.

493. B ciyuae HEoOXOIMMOCTH TPOBENCHUS B CBSI3U C OOpalleHHMeM WIH 3alpocoM
JOTIOJTHUTEIBHON MPOBEPKH WM JIOTIOJHUTEIFHOTO HM3y4YeHHS KaKHUX-THOO BOIPOCOB CIEAyeT
cOO0IIUTH 00 ATOM aBTOPY OOpallleHUs WK 3apoca B TPEXTHEBHBIM CPOK CO JIHS €ro MOJyYeHUS.
4.9.4. Tlpuem, oOpaboTKa W HampaBlieHHWE MMOCTYNAIONIMX OOpPAIICHUH W 3alpOCOB JICMYyTATOB
OCYILIECTBIISIETCSI CEKpeTapeM B COOTBETCTBUU C YCTAHOBJICHHBIM TOPSAKOM paboThl ¢
MOCTYHAIOIIUMH TOKYMEHTaMHU.

4.9.5. B crpykrypsbIx moapazaeneHusx OV mo oOpalieHusM W 3ampocaM B COOTBETCTBUH C
yKa3aHUsIMA PYKOBOJICTBA OTNEPATHBHO T'OTOBSTCS MPOEKTHI OTBETOB, a B HEOOXOJUMBIX CITydasix
MIPOEKTHI MOPYUYEHHUI COOTBETCTBYIOIIMM OPTraHU3aLUsIM.

4.9.6. O6parieHus 1 3ampockl ACMyTaTOB U JOKYMEHTHI [0 UX PACCMOTPEHHIO (POPMUPYIOT B JieNa B
COOTBETCTBUH C HOMEHKJIATYpOH J1eJl.

49.7. B OY aHanmu3upylT KOJHYECTBO W XapaKTep OOpalleHWid W JEImyTaTCKUX 3alpoCOB
UH(OPMUPYIOT 00 STOM PYKOBOCTBO.

5. IlonckoBasi cucremMa 10 JOKyMeHTaM

5.1. Peructpanus JOKyMEHTOB.

5.1.1. OcHOBO# MOCTPOEHUS MOUCKOBBIX CHUCTEM SBISETCS PErHCTpalUsi JOKYMEHTOB — 3allliCh
YUYETHBIX JAHHBIX O JOKYMEHTE 10 yCTaHOBJCHHOH (opme, Gukcupyromas (GpakT ero cozmaHwus,
OTIIPaBJICHUS] UJIU MTOITY4YECHHUS.

5.1.2. Perucrpanuu mozsyiexxaT BCe JOKYMEHTHI, TpeOyIOIIUe y4eTa, UCIOJHEHHUS B CHPAaBOYHBIX
LEJISIX.

Peructpupyiorcsi JOKyMEHTBI, MOCTYMAIOUINE U3 JAPYTHX OpraHu3aluid ¥ OT (U3MUYECKUX JIUII, a
TaK)K€ CO3/1aBAEMbIE — BHYTPEHHUE U OTIPABIIIEMBIE.

JIOKYMEHTBI PETUCTPUPYIOTCSI HE3aBUCUMO OT CIIoco0a UX JOCTaBKU, IEpeauy WiIH CO3aHUs.
5.1.3. JIoKyMEHTBl PpErucTpUPYIOTCS OJMH pa3: MOCTyHawmollue — B JEHb MOCTYIJICHHUS,
CO3/1aBaeMble — B JI€Hb IMOJANUCAHUS WU yTBepkAaeHus. [Ipu mepenaue JOKyMeHTa W3 OJHOIO
MIO/Ipa3JIeJIEHUs B PYro€ OH IIOBTOPHO, KaK IIPABUIIO, HE PETUCTPUPYETCSI.

5.1.4. Peructpanusi 10KyMEHTOB NPOU3BOANUTCS CEKPETApPEM B Mpejesiax TPy, B 3aBUCUMOCTH OT
Ha3BaHMsI BUJIa JOKYMEHTA, aBTOPA U COJAEPIKAHUS.

JIOKyMeHTBI, TiepejaBaeMble WM TNpPUHHMaeMble 10 KaHalaM (PaKCUMMWIBHON  CBSI3H,
PETUCTPUPYIOTCSI CEKPETAPEM.

5.1.5. loxymentsl peructpupytorcss B PK® — TpaguiiMoHHBIX WK 3JIEKTPOHHBIX KapTOUKAX.

5.1.6. PerucrpanroHHbII HOMEp TOKyMEHTa COCTOUT U3 MOPAIKOBOIO HOMEPA, KOTOPBII UCXOs U3
nH(popMalMoOHHBIX OoTpeOHOCTEW OY MOXKET TOMOJHATHCS OYKBEHHBIM MM IIU(PPOBBIM MHAEKCOM
CTPYKTYpPHOT'O TIOJpPA3AEICHUsS, MHIEKCOM J€ejla 10 HOMEHKJIAType A€, KOAOM JOKyMEHTa IO
KJIacCU(PUKATOPY KOPPECIOHACHTOB, UcHoiaHuTeNneil u ip. CocTaBHbIE YaCTH PETUCTPALMOHHOIO
HOMEpa OTAENAIOTCS IPYT OT Apyra KOCON 4EpPTOH.

5.1.7. Ins goctmxenust nHQOpMalMOHHONW COBMECTUMOCTH PETrUCTPAIIMOHHBIX JTAHHBIX U CO3JaHUs
IIOMCKOBBIX CHCTEM YCTAaHABINBAETCS CAEAYIOUMI COCTaB OCHOBHBIX PEKBU3UTOB PETUCTPALIUU:

- HaMMEHOBaHMe OpraHu3aluu (aBTOpa UM KOPPECTIOHICHTA);

- HAMMEHOBAaHME BHJ1a JOKYMEHTA,

- laTa U PerucTpallMiOHHBIA HOMEp T0KYMEHTA;

- laTa U NHJEKC TOCTYIUICHUS;

- 3ar0JIOBOK K TEKCTY (KpaTKoe coepKaHHe JOKYMEHTA);

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

- CPOK HMCIIOJTHEHUSI JOKYMEHTA;

- OTMETKa 00 MCIIOJHEHUH JOKYMEHTA U HAIPaBJICHUU €ro B JEIO.

[IpaBuna 3amosHeHUs OCHOBHBIX peKBU3UTOB PK® npeacTaBieHbl B MPUIIOAKEHHUH.

CocraB 00s3aTeNbHBIX PEKBU3UTOB PETUCTPAIIMH B 3aBUCMMOCTH OT XapaKTepa JIOKYMEHTa U 3aja4
UCIOJIb30BaHUSA MH(DOPMAIIMKM MOKET JIOTOJIHATHCS JPYTUMU PEKBU3UTAMU:

- rpu¢ (MoMeTKa) OrpaHUYEHUs TOCTYIA K JTOKYMEHTY;




- BHYTPEHHSS 1epeajpecanus JOKyMEHTOB MO0 UCIOJIHUTEISM;
- KOJI TI0O TeMaTHYeCKOMY KJlacCU(UKATOPY;

- KJIIOYEBBIE CIIOBA;

- KOJIMYECTBO JINCTOB JIOKYMEHTA;

- HAJINYME IPUWIOKEHUN;

- TOJKHOCTHOE JIUI[0, TOCTABUBIIIEE IOKYMEHT Ha KOHTPOJIb;

- MPOMEXYTOYHBIE CPOKU HUCIIOTHEHUS;

- IEPEHOC CPOKOB UCTIOJTHEHUS;

- CPOK XpaHEeHUs JOKYMEHTA,

- CTaTyc AJOKyMEHTa(IPOEKT, BEPCHs);

- BHJI TIEpeIauu JOKyMEeHTa (M04YTOM, (pakcoM U T.J.) U JIp.

5.1.8. Perucrtpanus H0KyMEHTOB-OTBETOB ocyiecTBisiercs B PK® MHUIIMATUBHBIX JTOKYMEHTOB.
JIOKyMEHTY-OTBETY TMPUCBAUBACTCS TMOPSAKOBBIA HOMEpP B TMpeaenax COOTBETCTBYIOIIETO
PErUCTPALIMOHHOTO MaCCHBA.

5.2. Opranu3anus IOMCKOBOM CUCTEMBI 110 JOKYMEHTAM.

5.2.1.J1ns obecnieuenust 3¢HEeKTUBHOTO MCMOIB30BaHUSA MH(OOPMALIMU MPU MPUHATUU PEHICHUN B
OV moxet ObITh cO37jaHa MOMCKOBAsi CUCTEMA I10 JOKYMEHTaM.

5.2.2. Undopmanus o JOKyMEHTax, MOJyY€HHAsl MPU UX PETUCTPAILMH, IMOCTYMAeT B MOMCKOBYIO
CUCTEMY, KOTOPAasi BKJTFOYAET B CeOs KAPTOTEKH M KJIACCU(UKAIIMOHHBIC CIIPABOYHHUKH.

5.2.3. [Ipu TpaaWIIMOHHOW KapTOYHOH PETHCTpaIlMy IeyaTaeTcss Heooxoaumoe KoaudecTBo PKD,
KOTOPBIE MOTYT COCTaBIIATH CIEAYIOIIHE KapTOTEKH: CIPaBOYHBIE (IO KOPPECIOHICHTAM, BUIaM
JOKYMEHTOB, aBTOpaM JOKYMEHTa U Jp.), KOHTPOJBHO-CIIPAaBOUHBIC, KOAM(PHUKAIIMOHHBIE, IO
oOparteHusIM Tpaxk/iaH, aipaBUTHBIC U IPYTHE B 3aBUCHMOCTH OT 33]1a4 ITOMCKa HHPOPMAITUH.
5.24. DddexTuBHOCTE pabOThl MOUCKOBOM CHUCTEMBI JIOCTUTAeTCsl MYTEeM pPa3paboTKu
KJIACCU(DMKAIMOHHBIX CTIPABOYHUKOB:

- Ki1accu(uKaTopa BUJOB IOKYMEHTA;

- K1accudukaTopa KOppeCIoHIEHTOB;

- KJ1accu(uKaTopa pe3ooLni;

- KiaccuduKaTopa UCIOJHUTETIEH;

- Kiaccu(uKaTopa pe3yabTaTOB UCIIOIHEHUS JOKYMEHTOB;

- HOMEHKJIaTypPHhI JIe1.

[ToMuMO mepeuncIeHHbIX, B KOHKPETHON MOUCKOBOM CHCTEME MOTYT HCIOJIb30BaThCA U JAPYrUe
KJIaCCU(PUKATOPHI B 3aBUCUMOCTH OT MOTPEOHOCTEN BBOJIAa M TIOMCKA JOKYMEHTOB M HH(GOPMAIIIH.
5.2.5. B aBTOMaTH3UpPOBAaHHBIX MOMCKOBBIX MAaCCHBaX TOUCK KOHKPETHOTO JOKYMEHTa WU
MoAOOPKM MaTepUajoB OCYIIECTBISIETCS MO arpulyraMm (Ha3BaHUIO, BUAY ITOKYMEHTa, JaTe
MPUHATHSI, HOMEPY AOKYMEHTa M T.M.) WM MO KOHTEKCTYy (Mo Jro0oMy clioBy uiu (pase,
coJiepKaIIeiicss B MICKOMOM JJOKYMEHTE).

[TorckoBBI 3aMIPOC MOKET COAEPKATh JIFOOYI0 KOMOMHAIINIO aTPHOYTOB U 2JIEMEHTOB TEKCTA.
5.2.6. TloncKOBBIE CHCTEMBI JIOJDKHBI 00€CIIeUnBaTh MOMCK WHpopMaIuu o nesrenbHoctd OV, He
OTHECEHHOW K TOCYJapCTBEHHOW TaiiHe WU CIyXkeOHOH uH(OpPMAllUK OTrPaHUYEHHOTO
pacmpocTpaHeHus, paOOTHHKAM OpraHa YIpaBJieHHUs OO0pa30oBaHWEM, WHBIM TOCYJIapPCTBEHHBIM
OopraHam, opraHu3anusaM, GU3NIECKUM JTUIaM.

5.2.7. Tlopsmok TOJYYEeHHs IOJIb30BaTeNeM WH()OPMAIUK OIpEeNsieT OpraH yIpaBIICHUS
oOpa3oBaHHeM KaK COOCTBEHHUK WM Blaaenel] HH()OPMAIMOHHBIX PECYpCOB Ha OCHOBE
TpeOOBaHUI 3aKOHOJATEIHCTRA.

5.2.8. Tlopsiiok 3alIMTHI U AOCTYMA K CIy>KeOHOW HHPOPMAIIUN OTPAaHHYEHHOTO PAcTpPOCTPAHEHHS
OTIpEIEIISIETCSl OpraHaMH yIpaBlieHHs oO0pa3oBaHWEM B TIpeAeNiax WX KOMIETEHIIMU JH0O0
HEMOCPEACTBEHHO COOCTBEHHHMKOM HH(OPMAIINH, B COOTBETCTBUH C 3aKOHOJATEITLCTBOM.

6. KOHTpOJIb HCIIOJTHEHHS JOKYMEHTOB
6.1. Opranuzanus KOHTPOJIS UCTIOJTHCHHS.
6.2. KoHTponb HCIONHEHHUS BKJIIOYAET B ceOsl: MOCTAHOBKY Ha KOHTPOJIb, IMPEIBAPUTEIBHYIO
IPOBEPKY M PETYIMPOBAHNE XO/a MCIIOIHEHUS, CHIATHE ¢ KOHTPOJIS, HAIlPaBJICHUE HCIIOJIHEHHOTO
JOKYMEHTa B JIeJIO, Y4eT, 0000IIeHne M aHAJIM3 XOAa W Pe3yJbTaToB HCIIOJHEHHS JOKYMEHTOB,



WH(GOPMHUPOBAHHUE PYKOBOAUTENEH B LEISIX CBOEBPEMEHHOI'O M KAaueCTBEHHOTO HCIOJHEHHUS
Mopy4eHui, 3a)MKCUPOBAHHBIX B IOKyMEHTaX.

6.3. KoHTpoiio mojanexxaT Bce 3aperucTpUpOBAaHHBIC JTOKYMEHTHI, TPEOYIOUIHE HCIIOIHEHUS,
nepeyeHb KOTOPBIX YTBEPKIACTCSI pyKOBOJUTENIEM OpraHa yrnpaBieHUs 00pa3oBaHUEM.

IIpy mocTaHOBKE NOKYMEHTa Ha KOHTPOJb Ha JIEBOM IOJ€ JOKYMEHTa JEJIaeTcsl OTMETKa O
KOHTpOJIe, KOTopyto OykBo# «K» miu cioBoM (mrammnom) «KoHTpoIb».

6.4. KoHTpOJIb HCTIONHEHUS 00ECTICUnBaET PYKOBOIUTENb OpraHa yrpaBieHUs 00pa3oBaHUEM U 10
€ro MOPY4YEHUIO CEKPETaph, KOTOPBIM OCYIIECTBISET yUeT KOHTPOIUPYEMBIX TOKYMEHTOB, a TaKKe
XO0JIa U COCTOSIHUS MX MCTIOTHEHHUS.

KoHTpoib ucnonHeHus: TOKYMEHTOB IO CYIIECTBY BOMNPOCa OCYLIECTBISIIOT PYKOBOJIUTEIN
CTPYKTYPHBIX MOAPA3/IeCHUI Oprana ynpasjieHus 00pa3oBaHUEM.

6.5. KoHTpomb ucnonHeHnus JOKYMEHTOB CTPOUTCS Ha 06a3e perucTpalMoOHHBIX JaHHBIX.
KontponbHast KapTOTeKa CHUCTEMAaTHU3UPYETCd 10 CpPOKaM HCIIOJHEHHUS JIOKYMEHTOB, IIO
WCIIOJIHUTEIISM, TPYIIIaM JOKYMEHTOB.

6.6. Cpoku HCHOJHEHHUS JOKYMEHTOB HCUHCISIOTCS B KaJCHOAPHBIX JHAX: MOCTYMHMBIIUX HX
BBIIIECTOSIIIUX OPraHOB TOCYAApCTBEHHOW BIIACTH M BHYTPEHHUX — C JaThl MOANHUCAHUS
(YTBepKIeHHUs) ITOKyMEHTa, a TMOCTYNHBIIUX M3 JPYTUX OPraHOB YIpaBlIeHHS O0Opa3OBaHHEM,
OpraHm3allyii, a TaKxke oOpaIieHul rpaXKaaH — C JAThl UX MOCTYIUICHHUS.

Cpoku HUCHOJHEHUS JOKYMEHTOB ONPENCNAIOTCS  PYKOBOAMUTEIEM HCXOJs U3  CpOKa,
YCTaHOBJICHHOTO OpraHu3allMeii, HamnpaBUBIIEH JOKYMEHT, WJIH CpPOKOB, YCTaHOBIJIEHHBIX
3aKOHOJATEIbCTBOM.

JIOKYMEHTBI OANIEKAT UCHOJHEHUIO B CIICYIONINE CPOKHU:

- C KOHKPETHOM JJaTOM MCIOJHEHUS — B YKa3aHHBIA CPOK;

- 0e3 yka3zaHus KOHKPETHOW JaThl HUCIOJHEHMS, HMEIOIIUE B TEKCTE IOMETKY «CPOYHO» -
WCTIOJHSIETCS B 3-THEBHBIN CPOK;

- UMEIOIIIe TIOMETKY «ONepaTuBHO» — B 10-THEBHBII CPOK, OCTAIbHBIE — B CPOK HE Oosiee MecsIa;

- 0 oOpameHusIM TpakaaH, mocTynmuBmuM B OY U TpeOyommM JAOTOTHATEIBHOTO U3YYSHHS H
MIPOBEPKH, - 0 OJHOrO Mecsla CO JHS UX PErUCTpalMM, M0 OCTaJbHBIM OOpallleHusIM — He Ooee
15 nmeit.

Ecnu mocnenHuit JleHb CpoKa MCIOJHEHHMs JAOKYMEHTa NPUXOAWUTCS Ha HepaOouuil JeHb, TO
JOKYMEHT MOJJICKUT HCIIOJIHEHUIO HE TO3](Hee padouero JHS, MPEIIeCTBYIOLIEro HepadoueMy
THIO.

Jlata ucnosHEeHUs yKa3bIBae€TCs B PE30JIIOLIMU PYKOBOAUTENS U Pukcupyercst B PKO.

6.7. IIpu HEOOXOIMMOCTH U3MEHEHUS CPOKA UCIIOTHEHUS IOKyMEHTa OTBETCTBEHHBIN HCIIOIIHUTENh
MPEJCTaBIseT HA MM PYKOBOJIUTENS, MABIIErO TMOPYYEHHE, MOTHBHPOBAHHYIO NPOCHOY O €ro
MPOAJICHUU HE Mo37Hee 3 AHEH 10 UCTEUEHUs 3TOro CPOKa.

O0o0 Bcex ciydasx M3MEHEHHUS CpOKa WCIIOJHEHHS JTOKYMEHTOB OTBETCTBEHHBIM HCIIOJHUTEIH
CBOEBpPEMEHHO HMH(pOpMUpyeT cekpeTaps s BHeceHHs u3MeHeHudt B PK® (HoBbIl cpok, narta
W3MEHEHUS, TIO/IHCH).

6.8. B ciywae wuCHONHEHUS JIOKyMEHTa HECKOJIBKUMHU CTPYKTYPHBIMH MOJpa3AeiIeHUIMU
MOJUTMHHUK JIOKyMEHTa HaNpaBJsIeTCsl OTBETCTBEHHOMY HCIOJTHHUTENIO, OCTAIBHBIC WCTIOTHUTEIN
MOJTy4YaroT KOMUH TJOKYMEHTA.

6.9. [Ipu yxome B OTIIyCK, BBHIOBITHM B KOMaHAWPOBKY, B cllydae OOJIE3HW, YBOJIGHEHUS WU
nepeMeIeHust paboOTHUK, OTBETCTBEHHBIH 3a KOHTPOJIb UCIIOJIHEHHS IOKYMEHTOB, 00513aH IiepeiaTh
Ipyromy pabOTHHKY 10 COIVIACOBAaHUIO C  HEMOCPEJICTBEHHBIM PYKOBOJIUTEIIEM  BCE
KOHTPOJUPYEMBIE JOKYMEHTBI.

6.10. Ilpm mnepecpUIKe MOKyMEHTa Ha WCIOJHEHHWE B IMOJBEIOMCTBEHHYIO OPraHU3aIlluI0 C
MoCJeyIoIuM HHGOPMHUPOBAHUEM O XOAE M pPe3ylbTaTaxX MCIOJHEHHUS BMECTE C JOKYMEHTOM
MepechuIaloTCA JIBa SK3EMILIApa PErUCTPAlMOHHOM KapTouku. [locie ucrnonHeHus: ouH 3K3eMIUISp
KapTOYKH BO3BPAILACTCS C YKa3aHUEM JaThl U COJACPKAHUS UCTIOTTHEHUS.

6.11. TlpoBepka x0aa WCIOJHEHUS OCYIIECTBISACTCA O WMCTCUCHHS] CPOKOB HCIOJHEHUS
JOKYMEHTOB.

6.12. CHsaTHE MOKyMEHTa C KOHTPOJISI OCYIICCTBISET PYKOBOAMTENIb WM IO €ro MOPYYCHHIO
CeKpeTaph, CHATHE JOKYMEHTa C KOHTPOJS 0(OpMIIIETCSI OTMETKOI 00 MCIIONIHEHUU TOKYMEHTa U




HaIpaBJICHUU €TO B JCJIO: KPAaTKUC CBCIACHUA 06 HCIIOJIHCHUU WJIM CCbLJIKA Ha JOKYMCHT (I[aTa )41
HOMEp), CBHICTEILCTBYIOIINN 00 MCIOJIHEHUH; OTMETKA «B JIETIO», HOMEp Jejia, B KOTOPOM OyaeT
XpaHUTBCA  JOKYMCHT, JaTad, MNOANUCH HCHOJHUTCII WIX PYKOBOAUTCIISI CTPYKTYPHOTO
MoJIpa3ieseHus], B KOTOPOM HCIIOJHEH TOKYMEHT.

6.13. JIOKyMEHT cuyuTaeTcss HWCIOJHEHHBIM M CHUMAeTCS C KOHTPOJSI MMocie (haKTHIeCKOTrO
BBIMTOJHEHUS TOPYYCHUH TI0 CYIIECTBY, JOKYMEHTHPOBAHHOIO IMOATBEPXKICHHUS HCIIOJHCHUS |
COOGH.ICHI/IH PE3YIbTATOB 3aMHTCPCCOBAHHBIM OPTaHHU3alWsAM U JIMIaM UJIK €CJIN B ITPCACTABJICHHBIX
[0 HEMy MaTepHanax O BBIMOJHCHUH HE JaHO OMOJHHUTEIBHBIX MOPYYCHHI M MaTephalibl He
BO3BpAIIICHBI Ha JOPAOOTKY.

7. Opranusanus J0KYMEHTOB B J1eJIONPOU3BOJACTBE

7.1. Opranu3anus AOKYMEHTOB B JEJIOIPOU3BOJACTBE MPEACTAaBIAET COOOH COBOKYIHOCTh BHJIOB
pabot, oOecreunBalOMUX COXPAaHHOCTh, YY€T, CHCTEMAaTH3alHlI0 JIOKYMEHTOB, (JOPMUPOBAHUE H
oopmieHue e B AEI0NPOU3BOACTBE U UX Iepeiady B apXUB B COOTBETCTBHM C TPEOOBAHUAMH,
YCTaHOBJIEHHBIMU I'OCY/IapCTBEHHBIMU CTAHJapTaMU Ha JIOKYMEHTbI, HOpPMaTUBHO-METOANUYECKUMU
nokymentamu @exepanpHOi apxuBHOM cinyxObl Poccun, a Takke COOTBETCTBYIOIIMMU
HOPMAaTUBHO-METOAMYECKUMHU JOKYMEHTAMU 10 apXHUBHOMY JENy U JAEIONPOU3BOJCTBY apXUBHBIX
OpraHoB o0JacTH.

OcHOBHBIMU BUJaMH pabOT, 00ECIEUMBAIOUIMMHU [PABUIbHYIO OpPraHU3alUI0 JOKYMEHTOB B
JIeJIOTIPOU3BOICTBE, SIBJISIIOTCS COCTABJICHUE HOMEHKJIATYp /1e1 U (OpMHUPOBAHUE JIE.

7.2. CocraBieHHEe HOMCHKIIATYD JEIT.

7.2.1. Homenknatypa Aen — CUCTEMaTHU3UPOBAHHbIM IepedyeHb 3arojloBKOB (HaMMEHOBaHUI) ne,
3aBOJIMMBIX B OpraHax YOpaBlIeHHS o0Opa3oBaHHWEM, C YKa3aHHEM CpPOKOB HX XpaHCHHS,
0(hOopMIIEHHBIH B yCTaHOBJIEHHOM IOPSIKE.

Homenknarypa aen npegHazHadyeHa JJig OpraHU3ally FPYNIUPOBKUA UCIIOJHEHHBIX JOKYMEHTOB B
JieJla, CUCTEMAaTU3alluN U ydeTa JeJl, ONPEACIICHUs CPOKOB UX XPAaHEHUS U SIBISETCSI OCHOBOW IS
COCTaBJICHHSI ONUCEH JIed MOCTOSHHOTO M BpeMeHHoro (cBeimie 10 jeT) XpaHeHus, a Takxke s
ydeTa Jies1 BpeMeHHOro (710 10 JieT BKIIOUUTENbHO) XpaHEHHs..

7.2.2. Tlpu cocTaBiIeHMH HOMEHKIIATYphl el CIEAyeT PYKOBOJCTBOBATHCS MOJOXKEHHSIMU O
YUPEXIEHUH, IITaTHBIM paclucaHueM, IJIaHaMU U OTYeTaMH O paboTe, MEePEeYHsIMU JOKYMEHTOB C
yYKa3aHMEM CPOKOB WX XpaHEHHUs, HOMEHKJIAaTypaMHu JeJ 3a Hpe/uiecTByronme roapl. M3ydarores
JOKYMEHTBI, 00pa3yrolecs B IeATeIbHOCTH OpraHa yIpaBieHHsi 0Opa30BaHHEM, UX BHJIbI, COCTaB
U CoJiepKaHue.

7.2.3. Homenknarypa pgen MIOAIUCHIBAETCS  IUPEKTOPOM, COIJIACOBBIBAETCS JKCIEPTHOMN
Komuccuei (nanee umenyercs JK).

7.2.4. HomeHnknartypa naen mnedaraeTcs B HEOOXOAMMOM KOJIMYECTBE 3K3eMIUIipoB. [lepsblit
YTBEPKACHHBIA SK3EMIUIAP HOMEHKJIATypbl JeJ SBISIETCSd JIOKYMEHTOM IIOCTOSSHHOTO CpOKa
XpaHeHus1, BTopoit ucnonb3yercs B OY B kauecTBe paboyero, TpeTuil — B apxuse OV, yeTBepThIil —
B apxuBe PYO.

7.2.5. HomeHkiaTypa nei1 B KOHIIE KaXJIOIO roja YyTOYHSETCS, YTBEP)KIAeTCs U BBOJIUTCS B
JercTBue ¢ 1 sHBaps cieAyroniero rojaa.

7.2.6. HomeHkiaTypa el COCTaBJISIETCSI M COIJIACOBBIBA€TCS 3aHOBO B Cllydyae KOPEHHBIX
M3MEHEHUN QYHKIUN U CTPYKTYPBI YUPEKICHUS.

7.2.7.HazBanusiMu pa3zenoB HoMeHKJatypel nen OV  ABISAIOTCS Ha3BaHHUS CTPYKTYPHBIX
nojpasziesiecHnii. B CBOJAHON HOMEHKIAType HeNl pas3fesibl pacrojlaraloTcsi B COOTBETCTBUU C
YTBEPKJIEHHOU CTPYKTYypoilt OVY.

7.2.8.B HOMeHKJIATypy Jed BKJIIOYAIOTCS 3ar0JIOBKH JIEd, OTPaKAIOIIUEe BCE JOKYMEHTHPYEMbIE
y4yacTku padotsl OVY.

B HOMeHKIaTypy /€7 He BKIIOYAIOTCS IEPUOIUIYECKHIE U3/IaHus.

7.2.9.I'padpl HOMEHKIIATYP A€ 3aMOIHAIOTCS CIEAYIOIIMM 00pa3oM.

B rpage 1 HOMEHKIATypbl 1€ NPOCTaBISAIOTCS HHAEKCHl KaXKAOr0 JieNla, BKJIIOYEHHOIo B
HOMEHKJIAaTypy. MHIEKC Jiesia COCTOMT M3 YCTaHOBIIEHHOTO B OpraHe yIpaBieHUs 0Opa3oBaHHEM
uGpoBOro 00O3HAYEHUsI CTPYKTYPHOIO IMOJAPA3AEiCHUS M MOPSIKOBOrO HOMEpa 3arojioBKa IO




HOMEHKJIAType B Tpejaenax CTPYKTYpHOro TmojpasjeneHus. MHAekcsl aen  o00o03HavaTcs
apabckumu rudpamu.

Hanpuwmep: 12-05, rne 12 — o60o3HaueHue CTpYKTYypHOTO moapasnenenusi, 05 mopsaKoBslii HOMEp
3aroJI0BKa Jiejia 10 HOMEHKJIaType.

B HOMeHKIIaType J1el1 PEeKOMEHYEeTCS COXPAHSTh OJMHAKOBbIE MHAEKCHI /ISl OAHOPOJHBIX NN B
npejenax pasHbIX CTPYKTYPHBIX MOAPA3AeIeHU; Ui NepeXoAsuX e HHIEKC COXPaHsIeTCs.

B rpady 2 HOMEHKIATYpHI J1e)1 BKIIOYAI0TCS 3aT0JIOBKU A€ (TOMOB, YacTei).

3aroJ0BOK Jiesa JIOJDKEH 4eTKOo, B 00001IeHHON (popMe 0TpaxaTbh OCHOBHOE COAEP)KaHUE U COCTaB
JIOKYMEHTOB JieJIa.

He nomyckaercs ynorpeOiieHHME B 3aroyioBKE Jejla HEKOHKPETHBIX (OPMYIMPOBOK («pa3Hble
MaTepHuaibl», «O0mas nepeniucka» 1 T.1.), a TAKKe BBOJIHBIX CJIOB U CIIOKHBIX 000pPOTOB
3arojoBOK Jejga COCTOMT W3 JIEMEHTOB, PAcloiaraéMbIX B CIEAYIOIIEH IOCIeI0BATEIbHOCTH:
Ha3BaHME BUJA Jeia (Mepenucka, KypHal U T.1.) WIK Ppa3HOBUIAHOCTH JOKYMEHTOB (IIPOTOKOJIBI,
IpUKas3bl U T.J.); Ha3BaHUE (helepalbHOrO OpraHa MCIOJHHUTEIbHON BJIACTH WIH CTPYKTYPHOTO
1ozipa3JiesieHus (aBTOp AOKYMEHTA); Ha3BaHUE OpPraHU3alluU, KOTOPOW OyayT agpecoBaHbl UM OT
KOTOpPOM OyAyT HOJy4YeHbl JOKYMEHTHI (ajpecaT WM KOPPECIOHAEHT JOKYMEHTa); KpaTKoe
coJiepkaHue JOKYMEHTOB Ji€Jla; Ha3BaHUE MECTHOCTH (TEppPUTOpPHM), C KOTOPOM CBSI3aHO
coJiepKaHue JOKyMEHTOB Jiefia; faTa (Iepuo), K KOTOPOH OTHOCSATCS JOKYMEHTBHI JIela.

B zaronmoBkax Jen, cojep)KalmMX JOKYMEHTBI 110 OJHOMY BOIIPOCY, HO HE CBSI3aHHBIX
II0CJIe/I0BATEIbHOCTBIO UCIIOJIHEHUS, B KQUeCTBE BUJA JleNla YHOTPEOIIeTCss TEPMUH «1OKYMEHTBI»
a B KOHIIE 3arojIOBKa B CKOOKaX YKa3bIBalOTCSI OCHOBHBIE Pa3HOBHMJIHOCTHU JOKYMEHTOB, KOTOpBIE
JOJKHBI OBITH CIPYNIIUPOBAHbI B Jiene (IUIaHbl, CIIUCKHU, TOKJIAAbI U T.J.).

Hamnpumep:

«JlOKYMEHTBI O TPOBEACHUN TEMATUYECKUX BBICTABOK (ILJIaHbI, CIIUCKHU, JOKJIA/Ibl, XapaKTePUCTHKH
9KCIIOHATOB)».

B 3aronoBkax aen, comepikalliux MEpPenucKy ¢ OAHOPOAHBIMU KOPPECIOHAEHTaMHU, NOCIEIHIE HE
YKa3bIBalOTCS, a YKa3bIBa€TCA UX 00Illee BUOBOE Ha3BaHUE.

B 3aronoBkax e, copepiKalux NEPENUCKY C PasHOPOJHBIMU KOPPECIOHACHTAM, IOCIIEIHEE HE
MIEPEYUCIISIOTCSL.

Hamnpumep:

«[lepenucka 00 opraHu3alMyu CEMUHApPOB U COBEIIAHUN [0 BOMpPOCAM JIOKYMEHTHUPOBAaHUS
YIIPaBIEHYECKOHN AEATEIbHOCTIY.

B 3aronoBke nena ykasplBaeTcsi KOHKPETHBI KOPPECHOHJIEHT, €CIIU MEepenucKa BEAEeTCs TOJIBKO ¢
HUM.

Hanpuwmep:

«Ilepenucka c 00J1aCTHBIM MHCTUTYTOM MOBBIIIEHUS KBATM(PUKALUU PAOOTHUKOB
00pa3zoBaHUsI.

IIpu 0003HaUEHUM B 3aroJIOBKax Jesl aIMUHUCTPATUBHO-TEPPUTOPHATIBHBIX €AMHUL YIUTHIBACTCS
CleyIolllee: €ClIU COJIep)KaHHEe Jiela KacaeTcsl HECKOJIbKMX OJHOPOIHBIX aIMUHUCTPATUBHO-
TEPPUTOPUAIBHBIX €IMHULl, B 3aroJIOBKE J€ja HE YKa3bIBAlOTCAd MX KOHKPETHBbIE HAa3BaHUS, a
yKa3bIBaeTCs UX 0011ee BUI0BOE Ha3BaHUE.

Hanpumep:

«IIepenncka ¢ rmaBaMM aJIMHHUCTPALANA BOJOCTEW O COLMAIIBHON 3AINATE yJaIUXCS.

Ecin conmepkaHume Jena KacaeTcss OJHOM aJIMUHUCTPATUBHO-TEPPUTOPHAIBHOM  €IUHUIIBI
(HaceneHHOr o MyHKTa), €€ (ero) Ha3BaHUE yKa3bIBaeTCs B 3aroJIOBKE Jlena.

B 3aronoBkax nmen, copepiKallux IJIAHOBYIO MJIM OTYETHYIO TOKYMEHTALMIO, YKa3bIBA€TCS NEPUOJ
(xBapTai, roa) Ha (3a) KOTOPBIA COCTaBIIEHBI IJIAHBI (OTYETHI).

Hanpumep:

«Otuer PUK — 83».

Ecnu neno Oyner cocTosTh U3 HECKOJIBKUX TOMOB WM YaCTEH, TO COCTABIISECTCS OOIINI 3ar0JIOBOK
7ie1a, a 3aTeM MPU HEOOXOIUMOCTH COCTABIISIOTCS 3ar0JIOBKH KaXKI0T0 TOMa (4acTH), yTOUHSIOIINE
COJIep’KaHuE 3arojoBKa Jiena.

[Topsimox pacnosyioKeHus 3arojoBKOB A€l BHYTPU Pa3lesioB M IMOJPA3/Ie€lI0B HOMEHKIATYphl 1€l
OTIPEAEIIAETCS CTENEHbI0 BaXXHOCTU JOKYMEHTOB, COCTaBISIOLIMX Ji€la, U UX B3aUMOCBS3bI0. B




Hayajle paclojlaraloTcsl 3aroJIOBKM [, COZAEpXkallluX OpraHUu3aliOHHO-PACTIOPSIUTENbHYIO
JOKYMEHTAIUIO.

3aroJ0BKH JIe]l MOTYT YTOUHSATBCS B Tporiecce popMUpoBaHUs U 0POPMIICHUS JeIl.

I'padpa 3 HOMEHKIIATYPBI J1€]1 3aM0JIHAETCS 10 OKOHYaHUU KaJIEHAApHOI 0 To/1a.

B rpade 4 yka3pIBaloTCs CPOK XpaHEHHS Jiesia, HOMEpa CTaTel 1Mo MepeyHio, a IPU €ro OTCYTCTBUU
— TUIIOBOM HWJIM IPUMEPHON HOMEHKJIATypE JIe.

B rpade 5 «lIpumedanuey yka3pIBalOTCSl Ha3BaHUS MEpEUHEH TOKYMEHTOB, HUCIOJIb30BAaHHBIX MPU
OIIpECIICHUU CPOKOB XPaHEHMsI JIeJ, MPOCTABISAIOTCS OTMETKH O 3aBEJICHUU JEJ, O NEPEeXOIAINX
7enax, O BBIICJCHUH JIeNl K YHUYTOXKEHUIO, O JIMIaX, OTBETCTBEHHBIX 3a (hOpMHUpPOBAHHE IEI, O
nepezaye eyl B Apyroi oprax ynpasiaeHus o0pa3oBaHUEM Ul NIPOAOIKEHUS U Jp.

7.2.10. Ecnu B Teuenue roga B OY BO3HHKAIOT HOBBIE JOKYMEHTHPOBAHHBIE YYAaCTKH PaOOTHI,
HENPEIyCMOTPEHHBIE JI€JIa, OHM JOIOJIHUTEIBHO BHOCSATCS B HOMEHKIATypy. /[lns BHOBB
3aBOJUMBIX JI€J B KQXKJI0M pa3Jielie HOMEHKIATYphl OCTaBJISIOTCS pE3EpBHBIE HOMEpA.

7.2.11. ITo oxOHYaHMM r0Jla B KOHIIE HOMEHKJIATYpPBI JIeJ1 J1eJI1aeTCsl UTOroBas 3allUCh O KOJINYECTBE
3aBEJICHHBIX JIeJ1 (TOMOB)

7.3. ®opmupoBaHue U opopMiIcHUE ACII.

7.3.1. ®opmupoBaHue e — TPYNIHPOBKA MUCIIOTHEHHBIX JOKYMEHTOB B JIeJia B COOTBETCTBUU C
HOMEHKJIATYPO 1€ U CUCTEMAaTU3alusl JOKYMEHTOB BHYTpH J€a.

7.3.2. Jena ¢opmupytorcs B OY, Kak NpaBWio, ICHEHTPATN30BAaHHO, T.€. B CTPYKTYPHBIX
MIOIpa3EIICHUSX.

7.3.3. VcmomHeHHBIE JOKYMEHTHI JOJDKHBI B 15-IHEBHBIH CPOK CHAaBaThCs HCHOTHHUTEIIEM,
CeKpeTapro, OTBETCTBEHHOMY JJIs1 popMHUpOBaHuUs UX B Aena. Homep nena, B KOTopoe 10DKEH ObITh
MOJLIUT JOKYMEHT, ONPEAEIseT PYKOBOAUTENb CTPYKTYPHOIO MOAPA3IEICHHS WIK UCIIONHUTEb B
COOTBETCTBUM C HOMEHKJIATYPOH JI€II.

7.3.4. Ilpu dopmupoBaHUH /1€ HEOOXOAUMO COOIIIOATh CIEAYIOUINE paBUia: MOMENaTh B 10
TOJIBKO WCIIOJIHEHHBIE JOKYMEHTBI, B COOTBETCTBHUM C 3aroJIOBKAMH JieJ1 II0 HOMEHKJIATYpE;
IpyNIUPOBaTh B JI€J0 JOKYMEHTHI OJHOTO KaJ€HJapHOIro roja, 3a MCKIIIOUYEHHEM NEepexOosInX
JIeJT; pa3eabHO TPYNIIUPOBATh B JieJa JOKYMEHTHI IOCTOSSHHOIO U BPEMEHHOI'O CPOKOB XPAaHEHUS;
MOMEIATh B JleJla KCepOKONuM (pakcorpaMM, TeaeoHOrpaMMbl Ha OOLIMX OCHOBAHUSAX; B JENO HE
JOJDKHBI TIOMEIATBCS TOKYMEHTBHI, MOUIEkKAIINE BO3BPATy, JIMIIHUE IK3EMIUISAPbI, YEPHOBUKH; 110
o0beMy Jeno He JoikHO mpeBbimarh 250 nucroB. Ilpym Hamuyuu B Jiel€ HECKOJIBKUX TOMOB
(vacTeil) MHAEKC M 3ar0JIOBOK JeJla MIPOCTABIISAIOTCS HA KaXKIOM TOME C J00aBIECHUEM «T.1», «T.2»
U T.J1.

7.3.5. JloKyMeHTbl BHYTpU Jefla pacrojiararoTcs B XPOHOJIOIMYECKOH, BOIPOCHO-IOTMYECKOMH
MOCJIEI0BATEIBHOCTH WM UX COUYETaHUU.

PacniopsauTenbHble JOKYMEHTBI TPYIIIUPYIOTCA B [I€NIA 10 BUAAM M XPOHOJIOTHHU C OTHOCAIIMMUCS
K HUM IPUIIOKEHUSMHU.

B otnenpHbIE /1ena O XPOHOJIOTUH, B 3aBUCUMOCTH OT BUAOB JIOKYMEHTOB, (JOPMHUPYIOTCS KOIUU

MPUHATHIX 3aKOHOB MuHoOpa3zoBanus PO, 3akoHOB 00J1acTH, akTOB A IMUHHUCTPALIAN
obnactu, AIMUHUCTpAITUU parioHa, ['ocynapCTBEHHOTO yIpaBiIEHHUS
o0pa3oBaHHs U HAayKH 00J1aCTH U BBIMUCKA W3 COOTBETCTBYIOIIUX IMTPOTOKOJIOB

3acelaHuii  koulerun U ['ocynapcTBEHHOro — ympaBieHHss — oOpa3oBaHMs U HayKu
o0JIacTH, OpraHOB HCIOJHHUTEIBHOM W  3aKOHOJATENIbHOM  BIACTH

paiioHa.

IlonokeHNsA, WHCTPYKLHH, YTBEP)KACHHBIE PACHOPSAOUTECIBHBIMU JTOKYMEHTAMH, SIBISIOTCS

IIPUIOKEHUAMHU K HUM U IPYIIIUPYIOTCSA BMECTE C YKa3aHHBIMU JOKYMEHTAMM.

IIpukasbel 1O OCHOBHOM IEATEIBHOCTH IPYNIIUPYIOTCSA OTAENBHO OT IPUKA30B 110 JIMYHOMY COCTaBY.

IIpoTOKOJIBI B Ji€€ PACIONararTCsi B XPOHOJIOIMYECKOM IOPAAKE IO HOMepaM. JIOKYMEHTHI K

IIPOTOKOJIaM, CTPYNIIMPOBAHHBIE B OTACIBHBIC [I€Nd, CHCTEMAaTHU3UPYIOTCA IO HOMEpPaM

IIPOTOKOJIOB.

VY TBEepKIECHHBIE TUIAHBI, CMETHI, TMMHTBI, TUTYJIBHBIE CIIUCKU U APYTHE JOKYMEHTBI IPYIIIUPYIOTCS

OTZIENBHO OT IIPOEKTOB.

JIOKyMEHTBI B JINYHBIX JI€JIaX PACIOJIAraroTCs 110 MEPE UX MOCTYILICHHS.




[lepenucka rpynnupyercsi, Kak MpaBuUjIo, 3a MEpUoJ KaJeHJApHOTO roja U CUCTEMaTU3HpyeTcs B
XPOHOJIOTHYECKON MOCIEI0BATEIbHOCTH; TOKYMEHT-OTBET MOMEIIAETCS 32 TOKYMEHTOM-3aIIPOCOM.
[Tpu BO30OHOBJIEHUH MEPETIUCKHU 110 OMPEAEICHHOMY BOIPOCY, HaYaBILIEHCs B MPEABAYIIEM IOy,
JIOKYMEHTBI BKJIFOUAIOTCS B JIEJIO TEKYIIETo To/la ¢ yKa3aHUeM MHJIEKca JeNa MpeIbIAyIIero roja.
7.3.6. [lena OY mojyiexxaT opOpMIICHHIO TIPH MX 3aBEJACHUU U 110 3aBepieHuu roaa. OdopmieHue
JieNia — MOJIrOTOBKa Jiena K XpaHeHuto. OdopmiieHne aena BKIOYAET B ce0sl KOMIUIEKC padoT Mo
OIMCAHMIO JieJla Ha OOJIOKKE, OpOIIIOPOBKE, HyMEpAIMH JINCTOB M COCTABJICHHUIO 3aBEPUTEIHHON
Hagnucu. OdopmiieHre J1e1 MPOBOUTCS CEKPETaAPEM.

7.3.7. B 3aBUCUMOCTH OT CPOKOB XpaHEHUS IPOBOAUTCS MOJTHOE WM YaCTUYHOE O(hopMIICHHE el
[TonHOMY OoOpMIIEHHUIO MOAJNEXKAT JieJa MOCTOSTHHOrO, BpeMeHHoro (cBbiiie 10 jer) XxpaHeHus u
1o JMYHOMY coctaBy. lloiaHoe odopmieHue nena mpemycMarpuBaeT: opOpMIICHHE PEKBH3HTOB
00JIOKKH JeNla 1O YCTaHOBJIEHHOM (opme; HyMmepaluio JIUCTOB B JIeJe; COCTaBJIEHUE JUCTa —
3aBEpUTEIIs J€Nla; COCTABICHUE B HEOOXOIUMBIX ClydyasX BHYTPEHHEW ONKCU JOKYMEHTOB JEJa;
MOJLIMBKY U MEPEIUIeT Jieia; BHECEHHE HeOOXOIMMBIX YTOUHEHUH B PEKBU3UTHI OOJIOKKH JIena.
7.3.8.00650xKa J1ena MoCcTOsIHHOTO, BpeMeHHOTo (cBbIme 10 jeT) XpaHeHUs U 10 JINYHOMY COCTaBy
opopmiisieTcs 1O ycTaHOBIEHHON ¢opme. Ha oOmoxke Jena yKa3bIBAalOTCA PEKBU3UTHI:
HauMEHOBAaHME OpraHa ynpaBJjeHUsl 00pa3oBaHHEM; HAUMEHOBAHUE CTPYKTYPHOTO MOApa3AeIeHUS;
WHJIEKC JIea; 3arojioBOK Jena; jJara Jena (ToMa, 4acTH); KOJIMYECTBO JIUCTOB B Jele; CPOK
XpaHeHHUs JeTia; apXUBHBIA MHUQp Aena.

PexkBu3uThl, mpocTaBisieMble Ha OOJOXKKe Jena, Oo(OpMISIOTCA  CIENYIOIMM — 00pazoM:
HAaMMEHOBAHME OpraHa yINpaBICHHUs 0Opa30BaHHWEM YKa3blBae€TCA IOJHOCTbIO, B UMEHUTEIHLHOM
najexxe, € YyKa3aHHeM O(HUIMAIbHO MPHUHATOTO COKPAIIEHHOTO HAUMEHOBAHUS, KOTOPOE
yKa3blBae€TCsi B CKOOKax IIOCJIE€ IIOJHOTO HAUMEHOBAaHUS; HAaMMEHOBAaHHE CTPYKTYPHOIO
MOJIpA3JeNICHNsl — 3alMChIBACTCd HA3BAaHUE CTPYKTYPHOTO TOJpa3AeNeHUS B COOTBETCTBUU C
YTBEP)KJIECHHON CTPYKTYpO#; MHIEKC Jena — MpocTaBisieTcss mudpoBoe oOO3HAYCHHME Jena Mo
HOMEHKJIAType JIeJ OpraHa YIpaBlIeHHs OO0pa30BaHHMEM; 3arojOBOK Jella — MEpPEeHOCUTCS U3
HOMEHKJIATYphI JIeJ OpraHa ynpasiieHus: oOpa3zoBaHueMm, cornacoBanHol ¢ DIIK rocynapcrsenHoro
apxuBa; JaTta Jena — yka3blBaeTcsl roji(bl) 3aBeJCHUS W OKOHYAHHUS Jiefla B JIeNONPOU3BO/ICTBE.
JlaTtoit nen, comepKalux paclopsAMTEIbHYI0 JOKYMEHTAIUIO, a TaKKe JJIs Jel, COCTOALIUX U3
HECKOJIbKUX TOMOB (YacTeil), sIBJISAIOTCS KpalHue 1aThl JOKYMEHTOB JieNa, T.€. AaThl (YUCII0, MECHLl,
r0J1) perucTpaIy (COCTaBJICHUS) CAMOTO PAaHHEr0 W CaMOro IMO3JHETO TOKYMEHTOB, BKIIOUEHHBIX
B neno. ITpu 3TOoM uncio u rojx o6o3Hayar0TCA apaOCKUMU IM(pamu, Ha3BaHUE Mecsla MUIIEeTCs
CIIOBaMH.

B mensx oOecrieueHHs COXpPAaHHOCTH M 3aKpEIUICHUs MOPSAIKA PaclOJIOKEHUS JTOKYMEHTOB,
BKIIFOYCHHBIX B JI€JI0, BCE €I'0 JIMCTBI, KPOMC JIUCTA 3aBEPUTEIIA U BHYTpeHHGI\/’I OIMMCHU, HYMCPYIOTCA.
JIucTel HyMepyroTCs MPOCTBIM KapaHJAlloOM CBEpPXY BHHU3, LU(PHI MPOCTABISAIOTCS B IPaBOM
BEPXHEM YTy JIHCTA.

JIMcThl fiel, COCTOSAIIMX M3 HECKOJIbKUX TOMOB WIIM YacTei, HyMEpYIOTCS MO Ka)KJIOMy TOMY WJIH
4acTU OTJIENBHO.

dotorpadun, 4epTekKH, AUarpaMMbl U JIpyrHe WIUTIOCTPATUBHBIE M CeUM(UYECKUE TOKYMEHTHI,
MIPE/ICTABIISIONINE CAMOCTOSITENIbHBIN JIUCT B Jiee, HyMEpYIOTCS Ha 0OOpPOTHOI CTOPOHE B JIEBOM
BEPXHEM YTIIy.

HO}IHII/ITBI@ B AC€JI0 KOHBEPTEI C BIIOKCHUSAMU HYMEPYIOTCA: CHadaJla KOHBEPT, 4 3aTEM OYCPEAHBIM
HOMEPOM Ka)kJJ0€ BI0)KEHUE B KOHBEPTE.

[locne 3aBepiieHHs HyMepalMM JIMCTOB COCTaBIISIETCA 3aBepUTENIbHAs HAANKMCh, KOTOpas
pacrioyiaraercsi B KOHIIE Jiefa. 3aBepuTeNbHasl HalTUCh COCTABIISIETCS B 1€ HAa OTJEIBHOM JIUCTE —
3aBepuTene Jena. B 3aBepurenbHON Haanucu nudpamMu U MPOMUCHIO YKa3bIBAIOTCS KOJIUYECTBO
JIMCTOB B JAHHOM JIeJie, 0COOEHHOCTH OT/JENBHBIX JIOKYMEHTOB (4epTexH, poTorpapuu, puCyHKH U
T.IL.).

3aBepHTeana51 HaAIIUCh MOAMMUCHIBACTCA €€ COCTABUTCIICEM C YKA3aHUCM paCIHI/I(prBKI/I IIOAIINCH,
JOJKHOCTH M JaThl cocTaBieHus. KoandecTBo TUCTOB B Jiesie MpOCTaBisieTcs Ha O0JN0XKKe Jena B
COOTBCTCTBUHU C 3aBepHTeHLHOﬁ HaAIIHCBIO.

PexBm3ut «Cpok XpaHEHHs Jela» TEePEHOCUTCS Ha OOJIOKKY JieJla W3 COOTBETCTBYIOIICH
HOMCHKIJIATYpPhbI ACJI IMOCJIC CBCPKHU €ro CO CPOKOM XPAHCHUS, YKA3aHHBIM B TICPCUYHC THIIOBBIX



JOKYMEHTOB WJIH B IEepeyHe JOKYMEHTOB, 00pa3yIOIIUXCs B JAEATEIBHOCTU (eepaIbHOr0 OpraHa,
C YKa3aHUEM CPOKOB XPAHEHHUS.

Ha nenax mocTossHHOro XpaHeHus nuuiercs: « XpaHUTh IOCTOSTHHOY.

ApxuBHbIil mdp Aena (Homepa (oHIa, OMKCH, Jesa) Ha O0JIOKKAX JIe] MOCTOSHHOTO XPaHCHUS
IIPOCTABJISIETCSl B BEJOMCTBEHHOM apXMBE UYEPHWIAMHU TOJIBKO IOCJIE BKJIIOYEHUS 3TUX €1 B
TOZIOBbIE pa3fiesibl CBOAHBIX omnucel, yreepxkaeHHbIX DIIK rocynapcTBeHHOro apxuBa CyObEKTOB
Poccutickoit denepanumn.

Ha o006soxkax el MOCTOSHHOIO XpaHEHUs NpeaycMaTpUBacTCs MECTO s HauMEHOBaHMS
paifoHHOTO apXMBa, B KOTOPBINA OYyAyT IepeaaBaTbes Aesa.

Ilo okoHYaHUM Toja B HAAMUCH Ha OOJIOKKAX e MOCTOSIHHOTO M BpeMeHHoro (cBeime 10 jer)
XpaHEHUsI BHOCATCS YTOUHEHHS: MPU HECOOTBETCTBUH 3arojioBKa €Nl Ha OOJIOXKKE COAEP KaHUIO
MOJIIIUTHIX JOKYMEHTOB B 3ar'0JIOBOK JI€J1a BHOCSTCSI N3MEHEHMSI U JTOIOJIHEHNUS.

7.3.9./Ina ydyera JOKYMEHTOB ONPEACICHHBIX KATETOPUH IOCTOSHHOTO M BPEMEHHOTO CPOKOB
(cBbime 10 JsileT) XpaHeHUs, ydeT KOTOPBIX BBI3bIBAETCS CHELM(PUKON TaHHOH JOKyMEHTALUU
(0co00 LIeHHbIE, JIMYHBIE JIeJIa U T.J.), COCTABIIACTCS BHYTPEHHSSI OMUCH JIOKYMEHTOB JIeJa.
BHyTpeHHS ONUCHh JOKYMEHTOB Jiela COCTABISETCA TAaK)Ke Ha Jejla MOCTOSHHOTO U BPEMEHHOIO
(cBerme 10 stet) XpaHeHus, €CM OHU CPOPMUPOBAHBI IO PA3HOBHIHOCTSIM JIOKYMEHTOB, 3aTOTOBKH
KOTOPBIX HE PAaCKPHIBAIOT KOHKPETHOT'O COJIEPKAHUS JOKYMEHTOB.

Heo6xoauMocTh cocTaBiIeHUs BHYTPEHHEH OMUCH JOKYMEHTOB JIeJia ONPEACISIeTCS HHCTPYKIHUEH
10 BEACHUIO Jienonpon3BojcTBa B OY. BHYTpEHHss OIUCHh COCTABIISIETCS] HA OTJECIILHOM JIUCTE IO
YCTaHOBJIEHHOU (hopMe, KOTOpasi COJAEPKUT CBEIECHUS O MOPSAKOBBIX HOMEpax JOKYMEHTOB Jieia,
UX HMHJEKcaX, JlaTax, 3arojoBKAaX M HOMeEpax JIMCTOB Jejda, Ha KOTOPBIX PACHOJIOXKEH KaKJbli
NOKyMeHT. K BHYTpEHHEH OINHCH COCTaBISAETCS HWTOTOBas 3aluCb, B KOTOPOM YyKa3bIBaeTCs
nubpaMu U HPOMMCHIO KOJMYECTBO BKIIOYEHHBIX B HEE JIOKYMEHTOB M KOJIMYECTBO JIMCTOB
BHYTPEHHEH OIMCH.

BHyTpeHHss onuch JOKYMEHTOB Jiefla MOANUCHIBAETCSI COCTABUTENIEM C YKa3aHUEM paclIu(ppOBKU
MOJIKCH, JODKHOCTH M J1aThl COCTaBieHMs onucu. Eciu neno yxxe nepemieTeHo ¥ MOJIINTO, TO
3aBEpEHHAasl COCTAaBUTENIEM BHYTPEHHSIS ONUCh JTOKYMEHTOB JIeja MOAKJIEUBAETCS 32 BEPXHUM Kpai
K BHYTPEHHEH CTOPOHE JINLIEBOM OOJI0KKH JAena.

7.3.10. JIoKkyMeHTBI, COCTABIISIOLINE JIEJI0, MOIIMBAIOTCS HA YETBhIPE NMPOKOJa B TBEPAYIO OOJIOKKY
U3 KapTOHAa WIM NEperjeTaroTcsl ¢ y4eTOM BO3MOXKHOTO CBOOOJHOIO UTEHHS TEKCTa BCEX
nokymMeHToB. [Ipu moaroroBke naen K NOAMMUBKE (TEpersery) MEeTaIMYECKUe CKpEeIuIeHUs
(OynaBKH, CKPEIKH) U3 JOKYMEHTOB YIAJISIOTCS.

Hena BpemeHHoro (mo 10 JeT BKIIOYHMTENBbHO) XpaHEHHMs JIOMYCKAeTCs XpaHWUTh B
CKOpPOCIIMBATENSAX, HE IMPOBOJAUTH IEPEeCUCTEMATHU3AlMI0 JOKYMEHTOB B JeJie, JIUCTHI Jeia He
HYMEpOBaTh, 3aBEPUTEIIbHBIC HAIINCU HE COCTABIIATD.

7.4. Opranuzanusi OnepaTuBHOIO XpaHEHUsI TOKYMEHTOB.

7.4.1. C MoMeHTa 3aBeJIeHHs U 0 Nepeauu B apXHB paiioHa Jiena XpaHATCs M0 MECTY
ux GopMHUpPOBaHUS.

PykoBomuTenu CTpyKTYpHBIX MOAPA3AEICHUM U CEKpeTapb, OTBEYAIOLIUE 3a JEJIONPOU3BOJCTBO,
00s13aHBI 00ECIIEYUTh COXPAHHOCTH JIOKYMEHTOB U JIEI.

Hena, Haxopsecs B pabounx KOMHATaxX M CIIEIUATbHO OTBEJIEHHBIX /Ul ATOM IETTH MOMEIEHHX
B BEPTUKAJIBHOM IOJOXKEHUH, KOPELUIKaMy HapyXKy, B 3allUpaeMbIX Iikadax, 00ecreunBaromIuX UX
MIOJIHYIO COXPAaHHOCTb, ITPEIOXPAHSAIOLINX JOKYMEHTBI OT IBUIM ¥ BO3JEMCTBHSI COJIHEUHOTO CBETA.
B nensx moBbllIeHUsI ONEPaTUBHOTO MOMCKA JOKYMEHTOB Jlejla pacrlojaraiorcs B COOTBETCTBUHU C
HOMEHKIAaTypoil nen. HomeHknaTypa Aen WM BBIIMCKA M3 HEE IMOMENIAETCS HAa BHYTPEHHEH
CTOpOHE miKada.

Ha xopemrkax 0610%eK J1eN yKa3bIBaloTCsl MHJIEKCHI IO HOMEHKJIaType.

3aBeplIeHHbIE JeJla TOCTOSHHOTO U JOJITOoBpeMeHHOro (cBbime 10 JeT) CPOKOB XpaHEHUS XPAHATCA
10 MeCTy UX (POPMHPOBAHUS B TEUCHHUE JIBYX JIET, a 3aTE€M CIAIOTCS B apXUB paiioHa.
7.4.2. Beigava nen ApyruM moipa3eieHUsIM MTPOU3BOIUTCS C pa3peIICHUs CEKpeTaps.

Bbinaua nen coTpyaHMKaM TOJpasfesieHUil st paboThl OCyIIECTBIsSeTCs MOA pacnucky. Ha
BBIJIaHHOE JIEJI0 3aBOAMTCS KapTa-3aMeCcTUTENb. B Hell yKa3bIBalOTCsl CTPYKTYPHOE MO/pa3eIeHHUE,



MHJEKC JIeNa, AaTa €ro BblAauu, KOMY JIEJ0 BBIJAHO, 1aTa €r0 BO3BPAIECHUS, IPEyCMaTPUBAOTCS
rpadbl 1715 pacuCcOK B MOJYyYEHUH U MIPUEME Jea.

Jlena BbIAAIOTCSL BO BPEMEHHOE TOJIb30BAaHUE COTPYIHUKAM CTPYKTYPHBIX MOJIpa3/IelIeHU Ha CPOK
He Oosee ogHoro mecaua. [locne ucreueHus: ykazaHHOro Cpoka Aelo J0JKHO ObITh BO3BPAILIEHO Ha
MECTO €0 XpaHEHHS.

CTOpOHHMM OpraHu3alMsM Jejla BbIJAIOTCS Ha OCHOBAHMM MX MHCbMEHHBIX 3alpOCOB C
pas3pelieHrs: pyKOBOIAMTENSI OpraHa yrpaBieHHsl 00pa30BaHUEM MIITH €T0 3aMECTUTENIS 110 aKTaM.
N3bsiTHE TOKYMEHTOB U3 JI€] MOCTOSIHHOTO XPAHEHUS TOIYCKAETCsl B UCKIIFOUUTEIbHBIX CIIy4asX U
IIPOU3BOJUTCS € paspelieHuss HadaibHHKa OV C OcCTaBlieHMEM B JIel€ 3aBEPEHHON KONUHU
JIOKYMEHTA M aKTa O PUYMHAX BbIIa4U MOAJIMHHUKA.

8. [lopsinok nmepegayn JOKYMEHTOB HA XpaHeHHe B apXUB

HokymenTsl OV SBIAIOTCSA TOCYJapCTBEHHONH COOCTBEHHOCTBIO U TOCIIE MPOBEICHUS SKCIIEPTU3HI
WX IICHHOCTH B TOpsAKe, ycraHoBiIeHHOM DenepanbHoil apXxuBHOU ciyx00ii Poccun, mommexar
00s13aTeNbHOM TIepeiaue Ha TOCYAapCTBEHHOE XPAaHEHUE B PAallOHHBIA apXUB KaK rocyapCcTBEHHAs
yacTh ApxuBHoro ¢onaa Poccuiickoit deneparuu.

Hnst xpaHeHust JOKyMeHTOB ApxuBHOro ¢(onna Poccmiickoii ®Penepanun W JTOKYMEHTOB
BpeMeHHOro (cBbime 10 7eT) cpoka XpaHEHHUs, UMEIOIIUX MPaKTUYEeCKOe 3HAueHHEe, a TakKke
JOKYMEHTOB I10 JINYHOMY COCTaBY, X Y4€Ta, HCIIOJIb30BaHMs, 0TOOpA M MOATOTOBKH K Iiepeaue Ha
rocynapctBeHHoe xpanenue OY obpazyer apXuB.

[TogroroBka JOKYMEHTOB K Mepeqade Ha XpaHCHUE B palOHHBIM apXWB BKIIOYAET paldoTy
yIpaBJieHHs JenaMu (00IIero OT/elNa) U JIUI, OTBETCTBEHHBIX B CTPYKTYPHBIX MOApa3/IeICHUsIX 3a
BEJICHUE JI€JI0IPOU3BO/ICTBA, 10 IIPOBEAECHHUIO FKCIIEPTU3bI IEHHOCTU JOKYMEHTOB, (POpMHPOBaAHUIO
U OpOPMIICHHIO [, COCTABJICHHUIO OMHUCEH Jed M aKTOB O BBUICICHUH K YHUUYTOKEHUIO
JIOKYMEHTOB U JIEI.

8.1. DkcnepTH3a IEHHOCTH JOKYMEHTOB.

8.1.1.0kcnepTH3a IEHHOCTH JOKYMEHTOB, OTOOP JOKYMEHTOB Ha TOCYIapCTBEHHOE XpaHEHHE WU
YCTaHOBJIEHHE CPOKOB UX XPAaHEHHs Ha OCHOBE IIPUHATHIX KPUTEPUEB.

8.1.2. DkcmepTusa LIEHHOCTH JOKYMEHTOB B OpraHe ympaBieHUs 00pa3oBaHUEM Ha CTaauu
JEJIONPOU3BOJCTBA MPOBOJUTCS: IIPU  COCTABJIEHUWM HOMEHKIATypel [Jel; B  Ipolecce
(dhopMHpOBaHUS 1€T U MIPOBEPKU MPABUIBHOCTU OTHECEHUSI IOKYMEHTOB K JIeJIaM; MpHU MOATOTOBKE
JIeJ1 K [Iepeladye B apXUB.

8.1.3. Jlns opraHu3anuy ¥ IPOBEICHUS IKCIEPTU3bI IEHHOCTU JOKYMEHTOB B OpraH yIpaBiCHHS
00pa3oBaHNEM CO3/IAl0TCS MIOCTOSHHO JIEHCTBYIOIIAs SKCIIEPTHAsE KOMUCCHS.

8.1.4. Oynkuuu u mpaBa DK, a Takke opraHuszaius X padOThl OMPENEISIOTCS TOJIO0KEHUSIMH,
KOTOpbIE YTBEPXKIAIOTCSI PyKOBOAMUTENIEM OpraHa ynpasieHus oopasoBanueMm, [lonoxenue o 9K 1o
€ro YTBEP:KJIEHUS MOJIIEKUT COTJIACOBAHUIO C OOJIACTHBIM U PAfOHHBIM apXHUBOM.

8.1.5. DOkcmeprusza IIEHHOCTHM JOKYMEHTOB OCYIIECTBIISIETCS €XKErOJHO B  CTPYKTYPHBIX
MOJIPA3JIeNICHUsAX OpraHa YIpaBJiIeHHUs 0Opa30oBaHUEM JIMIIAMH, OTBETCTBEHHBIMHM 3a BEJICHHE
JIEJIONPOU3BOJCTBA, COBMECTHO ¢ OK IOJ HENOCPEICTBEHHBIM METOAMYECKUM PYKOBOACTBOM
apxuBa.

8.1.6. IIpu npoBeneHUN SKCHEPTU3bI LIEHHOCTH JTIOKYMEHTOB OCYIIECTBIISIETCS OTOOp JOKYMEHTOB
MIOCTOSIHHOTO M BpeMeHHOTOo (cBhiIe 10 jeT) XxpaHeHus JUis Iepefjadyn B apXuB; OTOOP JOKYMEHTOB
C BPEMEHHBIMU CPOKaMM XpaHEHMs U ¢ MOMETKoH «Jlo MHHOBaHMS HaJIOOHOCTH», MOAJIEKAIINX
NalbHENIIEeMYy XpPaHEHHIO B CTPYKTYPHBIX MOJpa3AefieHUsX; BBIJCICHNE K YHHYTOXKCHUIO JeN 3a
IIPEIBIAYIINE TObl, CPOKH XPaHEHUS KOTOPBIX UCTEKIIH.

8.1.7. OTO0Op MOKYMEHTOB [Jsi MOCTOSHHOTO XpaHEHHWs MPOBOAMTCA HA OCHOBAaHHWU IMepeyHei
JOKYMEHTOB C YKa3aHHEM CpPOKOB HX XpaHEHWs M HOMEHKJIATyphl €] OpraHa yIpaBiICHUS
o0Opa3oBaHHEM IIyTEM IOJUCTHOIO MPOCMOTpa Jell. B nemax mocTosHHOro XpaHeHUs MOJUIeKaT
U3BATHIO TyOJIETHBIE SK3EMIUISIPhI JJOKYMEHTOB, YePHOBUKH, HEO(OPMIICHHBIE KOITUU JOKYMEHTOB
U HE OTHOCAIIMECS K BOIIPOCY JOKYMEHThl C BPEMEHHBIMHU CpOKaMH XpaHeHus. Pemenue mno
pe3yspTaTaM 3KCIEpPTU3bl ILIEHHOCTH JOKYMEHTOB mpuHumaer OK oprana ynpasieHus
o0pazoBaHHEM.



8.1.8. Tlo pe3ynpTaram »SKCIEPTU3bl LEHHOCTU JOKYMEHTOB COCTABIISIOTCS ONMCH  JIEN
MOCTOSIHHOTO, BpeMeHHOro (cBbiiie 10 jeT) XpaHeHHs U MO JMYHOMY COCTaBYy, a TAaKKe aKThl O
BBIJICJICHUH JI€TT K YHUYTOXEHUIO (IPUIIOKEHUSA).

8.1.9. Onuck nena — apXuBHBIA CIPABOYHMK, COJEPIKAIIUM CHCTEMATHU3UPOBAHHBIN IEPEUYCHb
€IMHUI] XPAHCHUS apXUBHOTO ()OH/IA, KOJUICKIIMH U TIPEeIHA3HAYCHHBIN ISl UX y4eTa U PaCKPBITUS
conepskanusi. OTenpHas OMKCH MPEACTaBIsET CO0O0M MepedeHb JIeNl ¢ CaMOCTOATEIbLHONW BalOBOU
(mOpsIIKOBOM) 3aKOHUYEHHOU HyMepaluei.

8.1.10. Onucu cocTaBisOTCS OTIAEIBHO HA JieJa MOCTOSHHOTO XPaHEHUs; Jela BPEMEHHOTO
(cBeiie 10 eT) XxpaHneHus; jelna 1o JMYHOMY COCTaBy; Ha jenia BpeMeHHoro (10 10 yiet) xpaHeHus
OIHMCU HE COCTABJISIOTCS.

8.1.11. B oprane ympaBieHusi 0Opa30BaHHEM B KaKIAOM CTPYKTYPHOM MOJpa3JeICHUH OMKUCH Ha
JieNia TIOCTOSIHHOTO XPAaHEHUSl COCTABJIAIOTCS €XKETOJIHO O]l HEMOCPEICTBEHHBIM METOJUYECKUM
PYKOBOJCTBOM apXHBa.

Onucu 1ien, NOJATOTOBJICHHBIE CTPYKTYPHBIMHU TOJpPAa3ACICHUSIMH, CIIy)KaT OCHOBOH  JUIs
MMOATOTOBKH CBOJHOM OIKCH JIeJI OpraHa yIpaBIeHUs 00pa30BaHUEM, KOTOPYIO TOTOBUT apXUB U 110
KOTOpO OH CaeT Jefia Ha TOCYIapCTBEHHOE XPaHEHHE B COOTBETCTBYIOUINI KpaeBO, TOPOACKON
apXuB.

8.1.12. Omnucu Aen CTPYKTYpHBIX MOJpa3felieHUuil COCTABJISIOTCS MO YCTaHOBJIEHHOW (opme u
MPEJCTABISAIOTCS B apXHMB OpraHa yIpaBJIeHUs 00pa30BaHUEM 4epe3 JBa T0/ia MOCie 3aBepIICHUS
JIell B IIOTPON3BOCTBE.

8.1.13. OmmcarenpHasi CTaThsi OMHCH JEI CTPYKTYPHOTO IIOAPA3JICICHUS HMEET CIIEAYIOIre
AJIEMEHTHI: TMOPSAJIKOBBII HOMep jena (TOMa, YacTH) MO ONKCH; MHAEKC Jena (ToMa, 4YacTH);
3aroJIoBOK Jela (Toma, 4acTh); JaTta Jena (ToMa, YacTH); KOJIMYECTBO JUCTOB B JieJie (TOME, YacTH);
CPOK XpaHEeHHus Jena.

8.1.14. IIpu cocTaBICHUH OTHCH JeJT COOTIOIAOTCS CIEAYIONUE TPEOOBAHMUS

- KaXJ0€ JelI0 BHOCUTCS B OMUCH TOJ CAMOCTOSTEIbHBIM MOPSIKOBBIM HOMEpPOM (€CiIH AeIo
COCTOMT M3 HECKOJIbKMX TOMOB (4acTei), TO KaXIbli TOM (4YacTb) BHOCUTCSI B OINMCHh IO
CaMOCTOATEIIbHBIM HOMEPOM);

- IOPSIZIOK HyMEPAIUH JIeT B OTIMCH — BaJIOBBIH;

- rpadbl OMUCH 3aTIOJHAIOTCS B TOYHOM COOTBETCTBUU C TEMHU CBEJCHUSIMH, KOTOpPhIE BBIHECEHBI Ha
00JIOKKY Jena;

- OpU BHECEHWH B OMNHUCh MOAPAN JIed C OJAMHAKOBBIMHU 3aroJIOBKaMU MHIIETCS MOJHOCTBIO
3aroJIOBOK IMEPBOTO Jejia, @ BCE OCTAJIbHbIE OJTHOPOJAHBIE Jiefla 0003HAYaI0TCS CIIOBAMH «TO ¥KE»,
MIpH 3TOM JApPYrue CBEIACHHUS O JieJaX BHOCSTCS B OMHUCHh MOJHOCTHIO (HA Ka)KIOM HOBOM JIHCTE
OIHCH 3aroJIOBOK BOCIIPOU3BOJIUTCS TIOJTHOCTHIO);

- rpada ommcu «lIpumeuanue» UCHONMB3YETCS IS OTMETOK O TMpHEME Jell, OCOOCHHOCTAX HX
(U3MYECKOT0 COCTOSIHUSA, O Mepeaaye Jed APYTUM CTPYKTYPHBIM MOJPa3esIEHUsIM CO CCbUIKOM Ha
HEOOXOIUMBIH aKT, O HATMYUU KOTHH U T.1.

8.1.15. B xoHIe onncH BCIIET 3a MOCIEIHEN OMMcaTeNbHOM CTaTheH JellaeTcs UTOroBas 3aIuch, B
KOTOpO# yka3bIBatoTCs (LU(paMu U MPOMKUCHIO) KOJTHUECTBO eI, YHCISIIUXCS 110 OMUCH, IEPBBIA
U TIOCIEAHUM HOMEpa JeN MO OINKCH, a TaKKe OroBapHBAIOTCS OCOOEHHOCTH HyMepaluu el B
orucu (JIUTEPHBIE HOMEpA U MPOIYIIEHHBIE HOMEPA).

8.1.16. Onuck e CTpyKTYpHOTO MOJIPa3AesIeHUsT OAMUCHIBAETCS COCTABUTENIEM C YKA3aHUEM €TI0
JOJDKHOCTH, COTJIACOBBIBAETCS C YIpaBIEHUEM Jenamu (OOLIUM OTHENIOM) W yTBEPIKIaeTcs
PYKOBOJUTENEM CTPYKTYPHOTO MOpa3IeIeHHUS.

8.1.17. Omnuch Jnen CTPYKTYpHOrO TOJApA3JENEHUs OpraHu3allid COCTAaBJISETCS B JIBYX
SK3EeMILIApax, OAWH M3 KOTOPBIX MepeAaeTcs BMECTe C JellaMd B apXuB, a BTOPOM OCTaeTcs B
KauecTBe KOHTPOJBHOIO JK3EMIUIipa B CTPYKTYpHOM mnojapazfeneHuu. Ilpuw Hamuuuu B
CTPYKTypHOM mojpazfeneHun DK onuck nena cocTaBisercs B TPEX JK3eMIUISpax, Tak Kak OJUH
3K3eMIUIsIp onucu nepenaercs B K a1 paccMOTpeHHs ¥ COTIaCOBAHMUS.

8.1.18. OTOOp MOKYMEHTOB 32 COOTBETCTBYIOIIHMHA TMEPHOJ K YHUUTOXKCHHIO U COCTABJICHHE aKT
BBIJICJICHUSI WX K YHUYTOXKEHHMIO MPOU3BOIUTCS TOCJIE€ COCTABJICHUSI CBOJHBIX OMNHUCEH Jein
MOCTOSIHHOTO XPAaHEHHUs 3a 3TOT K€ MEepHOoJ. YKa3zaHHBIE OMHMCHU M aKThl pacCMaTPHUBAIOTCS Ha
3acemanuu DK oprana ympaBneHusi oOpasoBaHueMm omHoBpeMmeHHo. CoriacoBanHble DK oprana



yrpaBiieHUs 00pa3oBaHHWEM aKThl YTBEP)KIAIOTCA PYKOBOAMTEIEM OpraHa yIpaBJICHUS
00pa3zoBaHMEM TOJBKO TOCIe yTBepkaeHusa DK omucei ea mocTOSHHOTO XpaHEeHHs; TI0CIe 3TOTO
OpraHu3alys UMEET IPAaBO YHUUYTOXKUTH Ji€a, BKIIOUYEHHBIE B JIAHHBIE aKTbl, B COOTBETCTBUU C
YCTAHOBJICHHBIM IOPSIKOM.

8.1.19. AKT 0 BBIJIEJIEHUU JOKYMEHTOB K YHUUTOKEHHUIO COCTABIISIETCS, KaK PABUJIO, HA JI€Ia BCETO
YUPEKIACHHUS.

8.2. I[loaroroBka u nepegaya JOKyMEHTOB B apXUB.

8.2.1. B cinyyae nMKBUAALMYU WM PEOPraHU3ALUMN YUPEKICHUS JIUIO, OTBETCTBEHHOE 3a BEJCHUE
JIEJIONPOU3BO/ICTBA JAHHOI'O YUPEKIACHUSI, B IIEPUOJL IIPOBEACHUSI TUKBUJAIIMOHHBIX MEPOIPUSITUN
¢dbopmHpyeT Bce MMEIOLIMecs TOKYMEHTHI B jAena, ohopMisieT Jiena U nepefaer ux B apxus OV,
SBIISIIOIIMMCSL TIPABOTIPEEMHUKOM, WIIM B apXUB YIIpaBlIeHUs] 00pa30BaHUsl HE3aBHCUMO OT CPOKOB
xpaHeHus. [lepenaya gen ocyniecTBiIseTCs IO OMUCAM JIeJl U HOMEHKIIAType Jell.

OcHoBanue: YHUDUUUPOBAHHAS CUCTEMa OpPraHU3allMOHHO-PACHOPSIUTENbHON JTOKYMEHTALUU
(I'OCT 6,30 —2003r.)



