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NNPEANUCJIOBHUE
Cerogns COBEpUICHCTBOBaHUE yIIpaBJIeHUS

IPOU3BOJCTBEHHO-XO35IICTBEHHBIMU ~ CHCTEMaMH,  IIOBBIIIEHHE  YpPOBHS
opranuzauuu 1 3¢p(eKTUBHOCTH YIPABIECHUECKOTO TPy/la BO MHOI'OM 3aBUCHUT
OT TOrO, HACKOJBKO pAalMOHAIbHO TIOCTABIEHO B YYPEKICHHUSIX M Ha
OpEeNNnpusATUAX  Aesonpou3BoAcTBO. [lopoil  pykoBoguTensMu  Ciryx0
JICJIONPOU3BOJICTBA CTAHOBATCS JIIOAU c€Ja00 MOJArOTOBJIEHHBIE, OT YEro
CTpaJaloT Bce pabOTHUKHM YyupexaeHud. Yacto cekperapeil-pedepeHToB
o0y4alOT Ha KpaTKOCPOYHBIX Kypcax, IO pas3IHYHbIM ydeOHHUKaM, C
UCIIOJIb30BAHUEM YCTAPEBUIMX HOPMATHBHBIX JIOKYMEHTOB M Pa3sHbIM HX
TOJIKOBAHHEM, YTO, KOHEYHO, HE CHOCOOCTBYET TMOBBIIIEHUIO YPOBHS
JEIONPOU3BOJICTBA.

[Ipennaraemoe yueOHOe mocobue — pe3yabTaT U3ydeHus: U 0000IIeHUs
CYLIECTBYIOILIEH MPAKTUKHU pabOThl C JOKYMEHTaMH, TOIO HOBOT'O, YTO €CTh B
aToir obnactu B Poccum m 3a pyOGexxoM. MBI MCHOIB30BaIM MCCIICIOBAHUS
U3BECTHBIX aBTOPOB B oOiactu nernornpousBoiactBa B.W. Aunapeesoit, T.H.
bounmapesoii, I1.B. Becenosa, M.B. Ky3nenosoi, M.T. JluxaueBa, A.H.
CoxoBoii; THMOBYI0 HHCTPYKLIHIO IO JETIONPOM3BOACTBY B (enepaabHbIX
OpraHax HCIIOJIHUTEIbHON BJIACTH, MOATOTOBIEHHYI0 Komurerom mno nenam
apXuBOB M YyTBepkJeHHYyI0 pemieHueMm llpaBurensctBa P® ot 31 okrtsa0ps
2000 1. No 1547-p; pa3paOoTaHHBI apXUBHBIMH CIIy>KOaMH MaTepual
«["ocynapcTBeHHasi cucTeMa JOKYMEHTAllMOHHOTO 00eCreYeHUsl YIpaBICHHUS.
OcHoBHble TONOXeHUA. OOmmMe TpeOoBaHUS K JOKYMEHTaM U CIy»K0am
JOKYMEHTallUOHHOTO  oOecneyeHus’», HoBeldi ['OCT P 6.30-97
«YHupuuupoBaHHas cucrema OpPraHM3aLMOHHO-PACIIOPAIUTEIBHOM
JOKyMeHTauun» (TpeOoBaHus K 0(OPMIIEHUIO TOKYMEHTOB), KOTOPbIH BBEACH
B ngeiicteue ¢ 1 wmroms 1998 1. Bo Bcex (emepambHBIX OpraHax
rOCYAapCTBEHHOM BJIACTH, OpraHax TIOCYIapCTBEHHOM BilacTu CyOBEKTOB
Poccuiickoit @enepannu (Bkitouas cyobekTsl Depepannu, UMEIOLUE HApSIy

C PYCCKHM HA3BIKOM B Kad4CCTBC TOCYAApPCTBCHHOI'O HaHHOHaHBHLIﬁ $I3BIK),
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opraHax MECTHOI'O CaMOYIPABJICHUS, HA MPEANPUATUIX, B OpTraHU3AIUAX U UX
00BEMHEHUSX HE3aBUCHMO OT OPTraHW3AIMOHHO-TIPABOBON (OPMBI M BHIA
nesiTenbHoCTH; 3akoH «O0 oOpalieHnu TpaxkaaH K JenyTaTam, JOJIKHOCTHBIM
JUIaM  TOCYJApCTBEHHBIX OPraHoB, OpPraHOB MECTHOI'O  YIPAaBJICHHUS,
PYKOBOJIUTENIAM TpeANpUsTUA U opranuzanuii B HoBocuOupckon obmactiy
or 9 urons 1995 r., a Takke Marepualibl COOCTBEHHBIX MCCIICIOBAHUM M
pa3paboOTOK.

Oco0oe BHMMaHUE YACIACTCS OPraHWU3allMOHHOW CTPYKType CaMHuX
CIy’k0 JIeNONpOU3BOJICTBA, pabore cekperapeii-pedepentoB. [lonpoOHo
paccMaTpUuBaceTCs JIEJIONPOU3BOICTBEHHBIN rporecc, BKJIFOYAKO LA
odopmieHune, JBUYKEHUE JIOKYMEHTOB, KOHTPOJIb WCIIOJTHEHUS,
MOMCKOBO-CIIPABOYHYIO U aHAJTUTHYECKyI0 paboTy. B mocobum mpuBoasTcs
pPa3BEpHYThIE XapAaKTEPUCTHUKU OCHOBHBIX HOPMATUBOB B 3TOM 00JACTH.
OtnenbHOM TeMOl J1aeTcsi BEICHUE HOMEHKJIATYphl [, IOJrOTOBKa
JIOKYMEHTOB JIJIs XpaHEHUSI B apXuBe — 3TO Haubolee cnaboe MecTo B pabore
OpraHu3alui.

VYyebHoe mnocobue «COBpEMEHHOE JEIONMPOU3BOACTBO» BKIIOYAET
BOCEMb TEM:

1. Opranuzanusi Ciry>x0 1eJI0mpOr3BOICTRA.

2. OcHoBHBIE TpeOOBaHHA K OGOPMIICHHIO  YHPaBICHUECKUX
(OpraHu3aIMOHHO-PACTIOPSIUTENBHBIX ) JIOKYMEHTOB.

3. Benenue 1enonpon3BoICTBA B OpraHU3alluy, YUPEKIECHUH.

4. 1enonpon3BOJCTBO MO JINYHOMY COCTABY.

5. Jlenonpou3BOACTBO MO MHUCbMEHHBIM W YCTHBIM OOpalieHUsIM
TPaK]IaH.

6. OdopmieHre W COCTAaBIICHWE OCHOBHBIX BHJIOB YIPABICHUYCCKUX
JIOKYMEHTOB.

7. Homenkmarypa nen. IlogroroBka ITOKYMEHTOB Il XpaHEHUs B
apXxuBe.

8. Hexortopble pexoMeHJAIMu MNpU TEYaTaHUH TEKCTOB CIIY>KEOHBIX
JIOKYMEHTOB.

B koHIE kaxaoW TeMbl IJs 3aKpEIUIEHUs HM3y4aeMOro Marepuaia

IpeIaraloTcsl MPakKTUYECKHUe 3aJlaHus, MpHIararoTcs o0pasibl 0popMIICHUS
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JIOKyMEHTOB. B KOHIIE yueOHOro 1MOCOOHs JaHbI UTOTOBBIC TECTOBBIC 33 aHUs
M0 Kypcy. DTOT Marepuan HaM TMPEACTABISACTCS OCOOCHHO BaKHBIM JIJIS
CaMOCTOSITEIHbHOTO ~ M3Y4YEHHUs Kypca cekpeTapsMmu-pedepeHtamu. Mbj
oOparjaeM BHUMAaHHME IIpeNojaBaTesie, MPUMEHSIONIMX JaHHOE YydyeOHOoe
nocobue B cBoeil paboTe, Ha TO, YTO I (POPMHUPOBAHMS Y CIyHIaTeNeH
YMEHH W HaBBIKOB B 00JIaCTH JIEJOMPOU3BOJICTBA MM HEOOXOJIUMO
BBITIOJTHUTh BCE 3aJlaHMs, TPHUBCICHHBIE B KOHIIE KaXJIOW TEMBI, U

HCIT0JIb30BaTh ITPUIIOKCHUA.

Tema 1.

OPI'AHM3ALIUA CJHYKB AEJTOINPOU3BOACTBA

1. Opranu3zaioHHOE MOCTPOEHUE CITYKOBI I€TTONPOU3BOICTBA
2. Paznenenue QyHKuIMI Mex Iy MoApa3IeICHUSIMHU JAITOMPON3BOACTBA
Y UCTIOJTHUTEISIMHU

3. Opranuzanus padoThl cekpeTaps-pedepeHTa

1. Opranmaunonnoc MOCTPOCHUE C.Ily)Kﬁbl ACJIONPON3BOICTBA

CymectByer Tpu  (OpMBI  OpraHu3alid  JIeJONPOU3BOJICTBA:
IIEHTPATM30BaHHAs, IEIEHTPATN30BaHHAS U CMEIIIaHHAas.

[lpu yenmpanusoeannou gpopme opraHu3aluu AETOMPOU3BOACTBA BCE
orepanuu 1o oopaboTke JOKYMEHTOB COCPE0TOUNBAIOTCA (IIEHTPAIU3YIOTCS )
B €IMHOM JIJI1 BCErO YUPEKICHUS IIEHTPE — KAHIIENSIPUH, O0IIEeM OTIeJe UITN
y cekperaps. [eyenmpanuzosanuas ¢popma NPeNnonaraeT paccpeioToueHue
JIEIIONTPOM3BOICTBEHHBIX OIEpaIiuii MEXTy CTPYKTYPHBIMH TTOAPA3ICICHUSIMU
YUPESKIECHUS, TIPU 3TOM B KaXJOM M3 HUX BBIMOJIHSIETCS OTHOCUTEIHHO
OJIHOPOAHBIA HabOp ENONpPOM3BOACTBEHHBIX omepanuii. He ciemnyer

CMENINBAaTh JICLIEHTPAIM30BAHHYIO (POPMY OpPTraHM3aIluu J1eJIONPOU3BOJICTBA,
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IpU KOTOPOH JEIOMPOU3BOICTBEHHBIC ONEPAIIMHU BBHITIOTHSIIOTCS B PA3IMIHBIX
CTPYKTYPHBIX TOJPA3EICHUSX YUPEKACHUS, C OPTaHU3aALUOHHON CTPYKTYpOil
CITYKOBI JIEJIOTPOU3BO/ICTBA, UMEIOIIeH CHEeMATN3UPOBAHHBIC
MOJIpa3IeJICHNsI: SKCIEAUIINHU, MAIIOpo, KOHTPOJIbHBIE Tpynmbl U T.4. [lpu
cMewaHHol  ¢opme OINEpallUd  BBHITOJHSIOT I[EHTPAIM30BAHHO (TIPHEM,
perucTpanus, KOHTPOJb, Pa3MHOKEHUE JTOKYMEHTOB) U JCLEHTPATU30BAHHO
(cripaBOYHO-MH(POPMAIIIOHHOE  OOCITY)KMBAaHUE, XpaHEHHE JTOKYMEHTOB,
dbopMupoBaHue 1em).

dopmy opraHU3allUU JEIOMPOU3BOJICTBA BEIOUPAIOT C YYETOM pa3Mepa
yUpeKIeHUs, o0beMa  JIOKYMEHTOOOOpOTa,  COCTaBa  CTPYKTYPHBIX
nojpazfenenuii. B menkux yupexaeHusx (Korja JTIOKYMEHTHPOBAaHUE
OCYIIECTBIISIETCS HETOCPEACTBEHHO B TMONPA3lCNCHUSIX), a TaKkke B
TEPPUTOPUATIHFHO PA300IIEHHBIX (PACIONI0KEHHBIX, HAPUMEp, B Pa3IMIHBIX
paifoHax OOJBIIOrO TOpoJa) BBIOMPAIOT LEHTPAIM30BaHHYIO (opmy. B
OONBIIMHCTBE K€ YUPEKICHUH M OpraHu3alfil MCIOJIB3YIOT CMEIIaHHYIO
¢dbopMy opranuzanuu JAeI0MpPOU3BOCTBA.

HaubGonee  panuonanbHOM  (opmol  OpraHu3alvi  OTICIbHBIX
JIEIONTPOU3BO/ICTBEHHBIX TPOIECCOB U OIMEpaIuil SBISETCS ICHTpaIn3aIus,
MIOCKOJIbKY OHA TO3BOJISIET:

* CHU3UTH CTOMMOCTb JIETOMPON3BOICTBEHHBIX OIEPAIINIA;

*  YAYYIIUTH OPTaHHU3AIMIO TPYy/a AETIOMPOMU3BOACTBEHHOTO MIEpCOHaNa
U, B YaCTHOCTH, BHEIPUTH €T0 HOPMUPOBAHUE;

* 00ecneunThb CrENUaIN3alNI0 U B3aHMO3aMEHIEMOCTh pAOOTHUKOB;

® HCITOJIb30BATh MPOIPCCCUBHLIC U ITPONU3BOJAUTCIBHBIC TCXHUYCCKHC

CpeJICTBA;
. 00€eCIeUnTh EIMHCTBO OPraHU3allMOHHOTO M METOJIUYECKOTO
PYKOBOJICTBA.
B COBPEMEHHBIX YCIIOBHUSX MMOJTHOCTBIO HEHTPAIN30BaTh

ACJIOIIPOU3BOACTBECHHOC 06CJ'IY)KI/IBaHI/IC MOXXHO TOJBKO B CPaBHUTCIBHO

HEOONBIINX YUPESKICHUSIX. B KPYMHBIX YUpEKACHUAX CIEAYET CTPEMUTHCS K
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1es1eco00pa3Hoi IEHTpATU3allui OTJACNbHBIX (DYHKIUN JeIOmpOon3BOICTBA,
TaKWX, KaK TMPUEM M OTIpaBKa JOKYMEHTOB, PETUCTpalUs U KOHTPOJb
UCTIOJHEHUSI JOKYMEHTOB, CTeHOrpadMpoBaHue U MeYaTaHHE JTOKYMEHTOB, UX
pa3sMHOKEHUE, METOIMUECKOE PYKOBOJICTBO JIEIOIPOU3BOICTBOM.

B HeOonpux yupexaeHusX, He UMEIOIIUX OOIIUX OTAENIOB, OT/ENOB
JIEJIONPOU3BOJICTBA, JEJIONPOU3BOJICTBEHHOE OOCIY)KHBAaHUE OCYLIECTBIISET
ceKpeTapb-pehepeHT pyKOBOIUTEIIS.

Ecnu opranuzaumss wWid yypexJIeHue UMEIT OoJblIoil  00beM
JOKYMEHTOB, TO BBOJHUTCS CTPYKTypHOE MOJpa3/elicHre, OTBEUarolee 3a
JEJIOTPOU3BOJCTBO: KaHUEIAPHUS, OOLIUI OT/EN, OTAEN JEIONPOU3BOJACTBA U
T.A. JlesSTenpHOCTh 3TOr0 CTPYKTYPHOTO TOAPA3JCICHUSI OTpakaeTcsl B
CHenuaibHO pa3padaThIBAEMOM MOJOKEHUHU (CM. TIpHIIoK. 1.1).

C menpl0  peryiaMeHTallMM  JIETIONPOM3BOJCTBEHHOIO  IMPOIlecca,
OTIpesIeNICHUs] TTPUEMOB U CIOCOOOB CO3/aHUsA M 0OpaOOTKU JTOKYMEHTOB B
OpraHu3alliy OTJENbI JEOMPOU3BOJCTBA Pa3padaThIBAIOT HHCTPYKIIUU TIO
JIENIOTPOU3BOJICTBY, KOTOpPbIE YUPESKIAIOTCS TMPUKA30M  PYKOBOIUTENS

yupexaeHus (cM. npuiiox. 1.2).

2. Pa3nenienue (pyHKIMIA MeKAy NOaApAa3aeJeHUsIMH 1eJI0NPON3BOACTBA U

HCITOJIHUTECJIAMHA

OcHOBOW oOpraHu3alid TpyZAa JEJONPOU3BOJCTBEHHOIO II€pCcCOHasa
SBJISIETCSI TIIYOOKOE M YETKOE pa3jiefieHne PyHKUUN MEXAY NOApa3ieIeHUSIMU
U HcnoiaHUTEeIsIMU. OHO OTpaXkaeTcsi B HOPMATHBHBIX JOKYMEHTax —
MOJIOKEHUAX O JEJIIONPOU3BOACTBEHHBIX IMOAPA3ACICHUAX U JOJKHOCTHBIX
UHCTPYKLHUSX UX pAaOOTHUKOB.

[lonoxenne 00  oTaene  JENOMPOM3BOJCTBA  pa3padarbiBacT
PYKOBOJIHUTEIb OTAENA U YTBEPKIAAET PYKOBOAUTEND yupexacHus. [lonoxenne

O CTPYKTYPHOM MOJpAa3Ae/IEHUN OTAeNa pa3pabaTbIBa€T PyKOBOAMUTEIL 3TOTO
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NOJIpa3JeieHusl COBMECTHO, C PYKOBOJMTENEM OTHAeNa, a YTBEpXKIaeT
PYKOBOAMTEIND OTHENA, YINPABISAIOIIMNA JAeIaMUA WM PYKOBOAMUTENb APYroro
NOJIpa3JIEJIeHUs], B COCTaB KOTOPOr0 BXOAUT OTAEN JEIOIMPOU3BOJICTBA.

[lonoxenue o0 oTAENE WIM €ro CTPYKTYpPHOM MOJpa3AeieHUH
BKJIFOYAET CJIEIYIOLINE Pa3Iebl:

*  00IIME ITOJOKCHMS,

* OCHOBHbIEC (DYHKLUHU U 3a/1a4U;

e 00s13aHHOCTH, MPaBa U OTBETCTBEHHOCTh PYKOBOAMTENS (3TOT MYHKT
UMEET MECTO B TOM CJly4yae, €ClIM He pa3pabaTbiBaeTcsi JOJKHOCTHAs
UHCTPYKLHSI pyKOBOJUTES);

* OpraHu3zauus padoThl;

*  yHOpaBJI€HUE NOAPA3JAECICHUEM.

[lonoxenue JOKHO  COIEp)KaTh 4YeTKHE  (HOPMYJIUPOBKH, HE
JOITYCKAIOIIKE PAa3HOIJIACUIM B BOIPOCE O TOM, KTO M YTO JIOJIKEH JI€aTh, KTO
KOMYy nogyuHeH ©  T.0. [IyHKTBl  TOJIOKEHHUSA,  OIpeAeNsionne
B3aMMOOTHOILIEHUS OTJeNa AEJIONPOU3BOJCTBA C APYTUMHU MOAPA3AEICHUSIMH,

JOJIDKHBI OBIThH COTJIACOBAHBI C dTUMH noapasacJICHUAMMU.
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[Ipu pa3paboTke TmONOXKEHUsT 00 OTAeNe JAeNONpPOU3BOACTBA
UCTOJB3YIOT THUIOBOE MoyiokeHue. Ero momonHsioT (mpu HEOOXOIUMOCTH —
COKpAIIIal0T) U KOPPEKTHPYIOT B COOTBETCTBUU C KOHKPETHBIMHU YCIOBUSMHU
paboOThl JTaHHOTO amnmapara YHOpaBiICHHS W €ro JeJIONpPON3BOJACTBEHHOU
CITYKOBI.

JUis kaxzaoro pabOTHHKa OT/eNa JeJIONpPOU3BOJICTBA pa3padaTbIiBacTCs
O0JIHCHOCMHASL UHCMPYKYUSA, KOTOpask OTpeieisieT OpraHu3alliOHHO-TIPABOBOE
MOJIOKEHUE PAa0OTHHKA B CTPYKTYPHOM TMOApa3AeieHUH U 00ecredrBacT
ycnoBus i ero 3P PexTuBHON paboThI (cM. priiokK. 1.3).

WHCTpYKLIMSI COCTOUT U3 CIAEAYIOIIMX Pa3/IeNoB.

Obwas yacme. YCTaHABIMBAIOTCS OCHOBHBIE 3aJauyd PaOOTHHUKA
(Hammpumep, OcH9BHas 3ajavya  JCNONPOU3BOIUTENSE —  PETUCTpAIUs
JOKYMEHTOB), TOPAIOK 3aMEIIeHUs JODKHOCTU (T.e. K€M Ha3HAdaeTcs H
OCBOOOKJaeTCS OT JOJKHOCTH JIaHHBIA pabOTHUK), TpodeccHnoHabHbIC
TpeOoBaHus K PaOOTHUKY (YpOBEHb 00pa3oBaHHUsA, CTaX pPaOOTHI, JOIKEH
3HATh..., JOJDKEH YMETh...), JHUI0, KOTOPOMY HEMOCPEACTBEHHO MOIYNHEH
paOOTHHK, OCHOBHBIC JOKYMEHTHI M MaTepHalibl, KOTOPHIMH 00s3aH
PYKOBOJICTBOBATHCSI PAOOTHHK B CBOECH JESITETHHOCTH.

Qyukyuu pabomuuxa. ONPEnENSIIOTCS NMPeAMET BEJICHUS W Y4aCTOK
paloThl, 3aKpPETICHHBIN 32 COTPYAHUKOM, [IEPEUEHb BUIOB padOT, U3 KOTOPBIX
CKJIa[IbIBACTCS  BBIMOJIHEHHWE  BO3NOXKEHHBIX  (QYHKOWA  (Hampumep,
perucTpanus J0KyMEHTOB MOXKET ClIaraTthbCs M3 TaKUX paboT, KaK 3aloTHEHHE
KapTO4Y€eK, BEICHUE KapTOTEKHU, BblJlaya CIIPABOK 110 TeaedoHy U T.1.).

Obsazannocmu pabomuuka. YKa3bIBalOTCI 00SI3aHHOCTH, CBS3aHHBIE C
MOJITOTOBKOM  JIOKYMEHTOB,  IOJy4€HHEM, O0OpaboTKoi W  BbIIayei
uHOpMaIH, Mpenoararonme o0s13aTenpHOe UCTIOJIb30BAHHE
onpeesieHHbIX (GOopM U MeToA0B paboThl (HampuMep, MNEePUOANYECKUI
KOHTPOJb 3a (OPMHUPOBAHHEM JEI B CTPYKTYPHBIX IOAPA3JCICHUSX,
IPOBEJCHUE WHCTPYKTaXEHW U T.A.), TpeOyrolue COOMIOACHUS CpPOKOB

BBIITOJIHCHUSA KOHKPCTHBIX HCﬁCTBHﬁ, OIIpCACIAIOIHNEC TTOPAJOK HMCIIOJIHCHHA
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MOPY4YEHUH, ITUYECKHE HOPMBI, KOTOpbIE HEOO0XOAUMO COOJII0AaTh B
KoJutekTuBe. MHOTZIa B ATOM pasnesie OMUCHIBAIOTCS AJIEMEHTHI TEXHOJIOTHH
BBITIOJTHSAEMBIX PaboT.

Ilpasa pabomnuka. OnpenenstoTcsi MpaBa pabOTHHUKA MO peaTn3aIuu
MOPYYEHHBIX eMY (PYHKITHH.

Bzaumoomnowenuss  (CBA3M 1O  JIOJDKHOCTH). Y Ka3bIBalOTCS
nojpa3fieiecHusT M PaOOTHUKU, OT KOTOPBIX HCIHOJHUTEIh TOJNy4yaeT U
KOTOpPBIM TIepenaeT HHQPOPMAIINI0, CPOKH Tepeaadyd, KTO IMPHUBJICKACTCA K
WCIIOJTHEHUIO T€X WJIM MHBIX JIOKYMEHTOB, C KEM OHH COTJIACOBBIBAFOTCS U T.I.

Oyenxa pabomul. IlepedncnsaioTcs KPUTEPHH, TO3BOJISIONINE OLIEHUTH
CTCTNICHb BBIMOJIHEHUS PAOOTHUKOM CBOMX (YHKIMHA U OO0sS3aHHOCTEH,
UCIOJIb30BaHUs TpaB U T.A. OCHOBHBIMU KPUTEPHUSIMU SIBIISIOTCSI Kau€CTBO
pabOThI U CBOEBPEMEHHOCTH €€ BBITTOJIHCHHSI.

JIOIKHOCTHYIO ~ MHCTPYKIIMIO  TOANHUCHIBACT HAaYaJIbHUK  OTHEsa
JICTIOTIPOU3BOJICTBA W YTBEPXKIACT PYKOBOAUTENh WIIM  3aMECTHTETb,

KypUPYIOLLUKA OT/AEN AeTIONPON3BOACTBA.

3. Opranusanus padotbl cekperaps-pedepenra

['naBHas ¢durypa JIEJI0NPOU3BOICTBEHHOT O nporecca —
cekperapb-pepepent.. Ero BakHe#IIas 3agauya, KOTopas peaju3yercs Ipu
BBIMIOJTHEHUM MHOTUX (PYHKIMH, — OKa3aHWe MaKCHUMaJIbHOW MOMOIIU
PYKOBOAMTEIO U S3KOHOMHUSI €r0 BPEMEHH.

CocTosiHME JeNONpOU3BOJACTBA M OOWIas KyJabTypa OOCITYXUBaHUS
PYKOBOAMTENEH, CHEUAINCTOB B 3HAUUTEIBHOM MEpe OMNpeaeNseTcs
Ka4ecTBOM TpyZa ceKperaps-pedepeHTa, KOTopoe, B CBOIO O4Yepe/ib, 3aBUCUT
OT ypOBHsI ero opranuzanuu. Ha mpakTuke cekperapb-pedepeHT audo Beaer
HOJHOCThIO (WM B 3HAUUTENBHOM Mepe) JAeNoNpOU3BOACTBO amnmapara
YIPaBICHUS WIM KPYHNHOILO CTPYKTYPHOI'O IIOAPA3JEICHUS B  LEJIOM,

BBITIOJIHSASA TPU 3TOM (PYHKIIMU CEKpeTaps PYKOBOJIUTENS, JUOO BBITOJHSAET
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TOJIbKO (YHKIMHM CceKpeTaps pykoBoauTens. Ilpeobiiamaer mnepBbIii THUIT
CeKpeTapcKo-pedepeHTCKON  aesTensHOCTU.  Tpya  cekperaps-pedepeHTta
XapakTepu3yeTcs LIUPOTOM U Pa3HOOOpa3HeM BBIMOIHAEMBIX (YHKIHH |
ornepauuii. Bo-nepBbIX, cekperapckas AeSITEIbHOCTh TPeOyeT yMeHus: ObICTPO
HNEpeKIIoYaTbCsl € OFHOrO BHAA pabOThl Ha JIpyroil: perucrpauus
JIOKyMEHTOB, Telle(OHHBIE MEPEroBOPhI, MAIMHONUCH, pabora ¢ dakcom,
npueM ImoceTutened U T.4. Bo-BTOpbIX, cekpeTapb-pedepeHT B TeueHHe
paboyero aHs 00IIAETCA ¢ OTHOCUTENILHO OOJIBIIMM KPYroM Juil. B-Tperbux,
CeKpeTapb-pepepeHT MOMUMO MOPYYEHUN HEMOCPEICTBEHHOI'O PYKOBOIUTENS
0 POy CBOEH JEATEIbHOCTH HEPENKO JOJDKEH BBIIOIHATh MOPYYEHUS
Opyrux Jul. Takoe NOJIOKEHHE CO3/1aeT JONOJHUTENbHbIE TPYJHOCTH B
pabote cekperapsi-pedepeHTa, U 0ITOMY €ro 00S3aHHOCTH U MpaBa JOHKHBI
OBITh OCOOEHHO CTPOrO ONpPENENEHbl W 3aKperyieHbl B JOHKHOCTHOM
UHCTPYKLHH.

Hanuune 1DOMKHOCTHOM MHCTPYKLIMU — BaXHEMIIas IPEANOChUIKA
palMOHAILHOM OpraHu3ali  CEeKpeTapcKol JesTenbHOCTU. PaccmoTpum
0COOEHHOCTH JTOJKHOCTHOM MHCTPYKIMU CeKpeTapsi-pedepeHTta (CM. MpUiIox.
1.4).

B paznene «O0uiue noaoxeHus» JOJKEH ObITh CTPOro OrPaHUYEH KPYyr
JWL, KOTOPBIM HEMOCPEICTBEHHO NOJYMHEH cekperapb. OnTumanbHOE
pellieHue — HEMOCPEICTBEHHOE MOAYMHEHUE CceKpeTaps-pedepeHTa OJHOMY
ouny.  JlomkeHn ObITh NpPUBEAEH MaKCUMAaJIbHO TIOJHBIA  NEpEeUYECHb
UHCTPYKTUBHO-METOJUYECKUX JTOKYMEHTOB, KOTOPBIMH PYKOBOJICTBYETCS
ceKpeTapb-peepeHT B CBOEH 1€ATETbHOCTH, CIIPABOYHBIX U MHBIX MOCOOU.

Cnenyer ompenenuTb TpeOOBaHUS HE TOJBKO K MPOPECCHOHATBHOM
TPaMOTHOCTH CekpeTapsi-pedepeHta, HO U K €ro MnpodeccCuoHaTLHOMY
YMEHHUIO (Hampumep, medararb, OQOPMISATH JOKYMEHTBI, IOJIb30BaThCS
MHOXXHUTEIbHONW TEXHUKOU, BIaJETh KOMIIBIOTEPOM H T.1.).

B paznene «®yHkuuu u 3agaun cekperaps-pedepeHra» HeoOX0IuMo B

O6HIGM I1J1aHC HN3JI0KUTb I'JIaBHBIC HaIlpaBJICHUA ACATCIIbHOCTHU
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cekpetaps-pepepenta. Hanpumep: TpueM U pETUCTpanusl JOKYMEHTOB;
MIPEABAPUTEIILHOE PACCMOTPEHUE JIOKYMEHTOB; KOHTPOJIb 32 WUCIIOJIHEHUEM
JIOKYMEHTOB; JOCTaBKa JOKYMEHTOB; OTIpPaBKa BCEX BHUIOB CIy>KEOHOMU
KOPPECHOHJACHIIUM; IIPUEM U Tepeada TeJIeTaurorpaMm; IIpueM U Iepenayda
TenedoHOrpaMM; Y4eT SBKHM COTPYJHHMKOB Ha pPalOOTy; BBINOJIHEHUE
MaITMHOMKMCHBIX pa0doT, OpraHu3aius TMpHeMa IOCETUTENCH; BeIeHUe
IIPOTOKOJIOB (CTEHOTPaMM) COBEIIAHUN Y PYKOBOIUTENS; 0OPMIICHUE JIFICTOB
BPEMEHHOU HETPYIOCTIOCOOHOCTH; oopmiienne 51 perucrpauus
KOMAaH/JMPOBOYHBIX YIOCTOBEPCHUM; KOHTPOIb 3a (HOpPMUpPOBAHUEM [T B
MO/IPa3ICNICHUSIX; KOHTPOJIb 32 COCTOSTHUEM pabouero MecTa PyKOBOJIUTEIS;
BBITIOJIHEHHUE TTIOPYYEHUN PYKOBOJMUTENS U T. .

C wucyepnbiBaroleld  MOJHOTOM  JOKHBI ~ OBITH  OMpEENICHBI
00s3aHHOCTU CEKpeTapsd IO KaXJAOW U3 BBINOJIHAEMBIX WM (PYHKIIUI
(1eonmpor3BOACTBO, MAaIIIMHOIIUCh, CBSI3b, IpUEM MOCETUTETIEH,
oOcIyXMBaHWE PYyKOBOAWTENIS W T.A.). llpu mepedunciennn oOs3aHHOCTEH,
KOTOpbIE  JIOJDKHBI ~ M3JIararbCs  SICHO, YETKO U  HEIBYCMBICICHHO,
11eJICCO00Pa3HO  YKa3bIBaTh JCHCTBUS, BBITCKAIOIIME W3 TEX WM HWHBIX
YCIIOBU WJIM PE3YJIbTATOB BBIMOJHEHUS YCTAHOBJICHHBIX 00sS3aHHOCTEH.

B paznene «OTBETCTBEHHOCTh cekpeTaps-pedepeHTay clieyeT yKa3aTh
OTBETCTBEHHOCTh, KOTOPYIO HECET CEKPETApPh 3a HEIOJIHOE UJIM HENPABUIIBHOE
BBITIOJIHEHUE CBOUX OO0S3aHHOCTEH, 3a HEMPaBWJIHHOE HCIIONb30BAaHUE WIIU
HEHCNOJIb30BAHUE CBOMX IpaB. I[Ipm 3TOM crenyer mMmeTs B BUIY, YTO B
amnrapare yIupaBJICHUSI He Ovigaem pabom, 3a GblNOJHEeHUe KOMOPbIX HUKMO
He Hecem 0MmEemcmeeHHOCb.

[Tomumo pabOTHI C TOKYMEHTaAMU CEKpETaph B OOJIBIIMHCTBE CITy4acB
BBITIOJIHSICT (DYHKIIMH, CBS3aHHBIC C OpraHu3allied mnpuemMa IOCETUTENCH,
IOJITOTOBKOM M y4aCTUEM B IPOBEIACHUU COBEIIAHWWA M 3aCCIaHU, BEIET
TerehOHHBIC [IEPETOBOPHI, 3aHUMACTCS MAaIlIMHOITUCBHIO u'
KCEPOKOIIMPOBAHUEM JJOKYMEHTOB.

Opranuzanus npueMa MoceTuTeNed — oaHa U3 BaXHEHIMX (QyHKUIUN
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cekperaps. [Ipu ee BBIMONHEHWU CEKpeTaph 00s3aH MPOSBIATh TAKTUYHOCTb,
YMEHHE BCTYyMaTh B KOHTAKT C TOCETUTENSMHU, CaMOCTOSTENLHO peIaTh
HEKOTOphIe BOMPOCHL. CleayeT pa3iuyaTh TPU TPYIIBI JUI, ¢ KOTOPHIMHU
PYKOBOAMTEIb TMOAJIEPKUBACT MOCTOSHHBIC WJIM Pa30Bble KOHTAKTHI, — ITO
COTPYJAHUKH YUPEKIACHUS, TPEICTABUTEIN NPYrUX OpraHU3alUi, TpakJaHe,
KOTOPBIX PYKOBOAUTEINb MPUHUMAET MPU PEIICHUU BOIIPOCOB, OTHOCSIIUXCS K
KOMIIETEHIINH BO3TJIABISIEMOTO UM YUPEKICHUS.

Opranu3ys mpueM COTPYJHUKOB, IEI€CO00pa3HO MPHICPKUBATHCS
CIEAYIOIINX PEKOMEH AN M.

PykoBomutens momxkeH uWHOOPMHUPOBATH ceKkperaps-pedepeHTta o
JauIax, KOTOpble MOTyT OBITh WM TIPUHATHEI B JI00OE Bpems 0e3
peBaApUTENbHON  JoroBopeHHOCTH. [IpreM  ocTanbHBIX  PaOOTHUKOB
PYKOBOAMTEINb, KaK MPAaBHIJIO, OCYHIECTBIISIET B YCTAHOBJICHHBIE 4Yachl, O
KOTOPBIX CEeKpeTapb-pedepeHT 0053aH MHPOPMUPOBATH COOTBETCTBYIOIIUI
KOHTHHTEHT COTPYIHUKOB. [0 KemaHuio pyKoBOAUTENST CEKpeTapb-pedepeHT
MOXKET BECTH TMPEABAPUTEILHYIO 3alHuCh pPAaOOTHUKOB, YTO IMO3BOJUT
COKpaTHUTh BpeMsI OXXHUJAAHUS MPHEMa; C 3TOH JKe IENbI0 CeKpeTapb-pedepeHt
MO>KET MPUTIIACUTH paOOTHUKA MO Tene(oHy.

Ecin paGoTHMK HacTauBaeT Ha HEOOXOAMMOCTH BCTPEUYH C
PYKOBOAMTENIEM B HE OTBEJIEHHOE /I MpUEMa BpeMs, CeKpeTapb-pedepeHt
0053aH JTOJIOXKUTH 00 3TOM PYKOBOJMTEIN0, COOOIUB (pamMmiiio paboTHUKA U
CYIIECTBO MHTEPECYIOIIETO €ro BOMPOCa; B JaJIbHEHIIIEM CeKpeTapb-pedepeHT
JIEHCTBYeT COTJIACHO YKa3aHWUSIM PYKOBOIAUTENSA, HHPOPMHUPYS O HHUX
COTPYIHHUKA.

Opranuzys npueM pabOTHHUKOB APYrux YUPESKICHUH,
cekperapb-pepepeHT 00s513aH BBISICHUTH, COTJIACOBAaHA JIM 3apaHee (MUChMEHHO
WK 1o TenedoHy) BCTpeya JaHHOTO JUIa ¢ pykoBoguteneM. Ecnu BcTpeua
COrJIacOBaHa, TO CeKpeTapb HWHOOPMHUPYET PYKOBOAMUTENS O MPUOBITUU
JAHHOTO JIUIA, TpU HEOOXOJUMOCTH HANOMHHAET eMy 00 3TOM U B

JaJpHENIIEM IIOCTYNAaeT B COOTBETCTBUM C €ro ykazaHusamu. Eciam
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IpeIBAPUTENBHON JOTOBOPEHHOCTH HE ObLIO, CEKPETAph BBISCHSET, U3 KaKOH
OpraHu3aluy TpuOBUIO JAaHHOE JHUIO, ero (haMuJIMIo, CYIIECTBO BOIPOCA H,
OLICHUB TIOJIyYEHHYI0O MH(OPMALIMIO, MOXET HampaBUTh JTO JHIO B
CTPYKTYpHOE mojapazfeneHue. Ecian ke BOIpOC MOXKET PEMIUTh TOJBKO
PYKOBOAMTEINb, CEKpeTapb-pedepeHT  JOKJIAIbIBACT PYKOBOJMUTENIO |
JICVCTBYET B JAJIbHEUIIIEM B COOTBETCTBUH C €0 YKA3aHUSMHU.

Hu npu kakux oOCTOSTENbCTBaX CeKpeTapb-peepeHT He AO0DKEH
HAlpaBJIATh MPHUOBIBIIMX JHUI K PYKOBOAUTENO 0€3 NpelBAPUTEIBHOIO
yBenomienus. [Ipencrapusiss moceTutens, cekpeTapb-peepeHT J0IKEH YETKO
Ha3BaTh €ro (paMuINIO, JOHKHOCTh, OPraHU3aLHUIo.

Bo Bpems mpuema cienyer NMepekitouduTh TeNe(POH PYyKOBOAUTENS Ha
cekpeTaps-pedepenTa.

Ecnu B 3apaHee Ha3zHayeHHOE [JIsl IMpUEMa BpeMsl PYKOBOJAUTEIb
OTCYTCTBYeT 10 TIPUYMHAM, W3BECTHBIM CEKpeTapro-pedepeHTy, TO
cekperapb-pepepeHT 00s3aH OT HMEHH PYKOBOJMUTENS HU3BUHUTHCH,
OOBSACHUTHh MPUYUHY €ro OTCYTCTBUS (3aJ€p>KKH) U COIJIacoBaThb BpeMms
CJIEYIOLIEH BCTPEYH.

CylleCTBEHHO OTIUYHBI OT U3JIOXKEHHBIX OOS3aHHOCTU CEKpeTaps IO
OpraHu3aluy OpueMa TrpaxkJaH. B OOJbIIMHCTBE CIy4aeB OH BBIIOJHSET
cienyromue QyHKIIm:

. BEJICT PErHCTPAIMIO TPAXKIAH, KETAIOUUX OBbITh MPUHATHIMU
PYKOBOAMTENIEM, TIpH OSTOM B perucTpanudoHHoi Qopme (KapTouke)
YKa3bIBaIOTCA CBEACHUS O TOCETUTENE W MPEJCTaBICHHbIE UM JIOKYMEHTHI.
OnbITHBIA CeKpeTapb-peepeHT MOKET yKa3aTh Ha OTCYTCTBHE JOKYMEHTOB,
HEOOXOAUMBIX JIJII pACCMOTPEHUS JIeTa;

* obecnieunBaeT NOPSAJOK B IPUEMHON BO BpeMsl TpremMa (peryamupyer
OYEPENHOCTh, TOA0UpPAaET MO TPEeOOBAHWUIO PYKOBOAUTENS HEOOXOIUMBIS

JIOKYMEHTBI, IIpUTJIaliaeT pabOTHUKOB anmnapara u T.1.);
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*  TIpH HEOOXOAWMOCTH BEJIET 3alUCh OECeIbl PYKOBOAUTENS C JIHIIOM,
npUOBIBAIOIIMM Ha TpPHUEM, JeJaeT OTMETKHM O XOJE€ PACCMOTPEHHS Jena B
KapTOUKe WU KypHAaJe.

3HAYUTENbHYIO YacTh pabouero AHS cekperaps-pedepeHta 3aHHMaroT
TenedoHHble TeperoBopbl. [Ipu 3TOM 1 SKOHOMHUM paboO4Yero BpeMEHU
PYKOBOJUTEIISL CEKPETAph-pePEPEHT JIOJIKEH MEPEaTpecOBbIBATh TeIS(HOHHbBIE
BBI30BBI, €CIIM ATO BO3MOXHO, JIPYTMM paOOTHUKAM ammapara YHpaBJICHHS.
Becbma  kuByda  TeHACHIMsS ~ oOpamaTbCsi K  PYKOBOAHUTEISIM  C
BTOPOCTENEHHBIMU Bompocamu. CekpeTapro-pedepeHTy TpeOyeTcsl OIbIT, TaKT
U aBTOPUTET, YTOOBI YETKO W, TJIABHOE, C TOJB30M ISl JIela PeryIupoBaTh
TesnehOHHBIE OOPAIICHHS K PYKOBOAHUTEIIIO.

[Ipu oOTCyTCTBUM PYKOBOJUTENS CEKpeTapb-pedepeHT 3alrChIBACT
JTOJKHOCTh,  (amuiuto, TeneoH abOHEHTa MW TMpPU  BO3MOXKHOCTH
MHTEPECYIOIINE €0 BOMPOCHI, a 3aTE€M JOKJIAAbIBAET PYKOBOIUTEIIO.

Cekperapb-pedepeHT 1o TenedoHy 0053aH JaTh HCUEPIBIBAIOLIYIO
UH(POPMAIMIO O Yacax MpHueMa, HaJIMYWW WU OTCYTCTBUU PYKOBOJIWTEINS HA
pabodyeM MecTe, a B HEKOTOPBIX CIIydasXx — O MECTe €ro mpeObIBaHHUS U
BPEMEHHU BO3BpAILICHUSI.

B kaxmom y4upexaeHHuH MOXET ObITh KpPYr CBEIEHUN, KOTOpBIE IO
Tenedony He coolmiatoTcs. B aTom ciydae cekperapb-pedepeHT peKOMEHIyeT
aOOHEHTY OOPaTUTHCS K PYKOBOJIUTEIIO MMCbMEHHO UJIH JINYHO.

Crtunp TeneoHHOTo pa3roBopa J0HKEeH ObITh KPATKUM M TAKTUYHBIM, a
COJepKaHWEe — MCUEPHBIBAIOIIUM, HE JOMYCKAIOUIMM JBOWHOTO WJIH
IIPEBPATHOTO TOJIKOBAHUSI.

[l[py ~ moAroToBKE W  TPOBEACHUM  COBEHIAHUS  (DYHKIHH
cekperaps-pedepeHTa MOryT OBbITh CIETYIOIUMU:

. UH(GOPMUPOBAHUE TPUTIIALIAEMBIX O MECTE, BPEMEHH, MOBECTKE
JHS, JOKJIQMYMKax U T.J. (C 2TOM IEJIbI0 MCHOJB3YIOTCS TenedoH, paauo,
JMYHBbIE KOHTAKTBI, TPOMKOTOBOPSIIAS CBSI3b, OOBSBICHUS, MpPUTIIAIICHUS,

JIUCT OMOBEIICHUS U T.IL.);
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*  TOJArOTOBKA CIHMCKA YYaCTHUKOB M OOECHEYEHHE MPUIIIAIEHHBIX
HEOOXOAMMBIMU MaTEpUaIaMU U MMCbMEHHBIMH MPUHAIICKHOCTIIMHU;

. opopmiieHHE  JOKJIala  PYKOBOJIMTENS, MOJArOTOBKA
WJUTIOCTPATUBHBIX MaTEPHAJIOB,;

*  perucTpanusi yYaCTHUKOB M JOKJIaJ PYKOBOJIUTENIO O KOJMYECTBE
Y4aCTHUKOB, OTO3/IaBIINUX, OTCYTCTBYIOIINX, TPUYMHAX HESBKHU U T.II.;

* BEJICHHE MMPOTOKOJIA U CTEHOIPAMMbI COBEIIAHMS;

* 1oAOOp MaTepuasoB JJIsl PYKOBOJIUTES;

*  BBINIOJTHEHHE OTIEPATUBHBIX MOPYUYCHUN PYKOBOJIUTENS, TOTYICHHBIX
B XOJI€ COBEILLAHUS;

. oopmiieHre TPOTOKONA (CTEHOTPaMMBbI), €r0 Pa3MHOKCHHE U
pacchlUlKa y4yacTHUKaM COBELIAHUS, KOHTPOJb 3a HCIOJHEHHEM NPUHSATHIX
pELICHUN.

KauecTtBo cekperapckoro o0CIyXKMBaHHUsI HPSIMO 3aBUCUT OT YPOBHS
NOJITOTOBKM cekpeTapsa-pedepenta. B Poccun co3gana u pa3BuBaercs CeThb
y4eOHBIX 3aBEJACHUN HAYaJbHOTO MPOQPECCHOHATIBLHOIO  00pa3oBaHUs,

OCYILIECTBISIOIIUX TTOJITOTOBKY 3TOM KaTeropuu pabOTHUKOB.

3aganusa
1. Pacckaxute o Tpex ¢dopmax OpraHu3alMH ACIONPOU3BOCTBA B
YUPEKACHUSX.
2. Pacckaxure 0 TEmIX W 3aJadax CIOyXKObl JIEJONMPOU3BOICTRA,

(GYHKIUSAX, TpaBax U OTBETCTBEHHOCTH.
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3. OO®BsCHHUTE, JUII YE€Tr0 HY)KHA HHCTPYKITUS T10 JCJIOTPON3BOCTBY B
opraam3anui. CocTaBpTe TIpHKa3 00 YTBEPKIECHUW WMHCTPYKIIUU II0
JIEIONTPOU3BOJICTBY B OPTraHU3AIIHH.

4. Kakue OCHOBHbBIE TpeOoBaHUsA MPEIBABISIOTCS
CeKpeTapro-peepeHTy B COBPEMEHHBIX YCIOBUSIX?

5. CocraBpTe  Qopmymnsip-oOpazell JOHKHOCTHOM  MHCTPYKIIHH,
pPacKpoiTe OCHOBHBIE pa3/ielbl MHCTPYKIIMHU, PAaCCKaKUTE 00 00S3aHHOCTAX

PYKOBOJUTEIIS CITY’KOBI 1EIONPOU3BOJICTBA.

Hpuiaoxenus
Ipunoowcenue 1.1
IIpuMepHOe MOJI0KEHNE 0 CTPYKTYPHOM NOAPAa3aeIeHuN

10 J1eJIONPOU3BOACTBY

I'ep6 PO YTBEPXIAIO
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(ecnu cocyoapcmeentoe yupexcoenue) JlupexTop opraHu3anuu
HaunmenoBanue opranuzanuu Ioonuce  WN.N. Iletpos
JlaTa
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JIoOKyMeHTallMOHHOE 00ecTIeYeHNE YITPaBICHUS

[TOJIOXKEHUME
00.00.0000 Ne

1. O0ue mosIoxKeHus

1.1. JlokyMeHTallmOHHOE OOECIEUCHUE YIPABIEHUS OCYIIECTBISIET
ciyxk6a  JlokymentanmonHoro — obecrieuenus — ympasinenus — (JIOY),
JEUCTBYIOIAas HA MPaBaX CaMOCTOSITENIBHOTO CTPYKTYPHOI'O MOAPA3ACIICHHUS,
MOJAYMHEHHOT'O HETIOCPEACTBEHHO PYKOBOJAUTEINIO.

1.2. B cocraB cayx6s1 JJOY, kak mpaBmiio, BKIIOYAIOTCS OTIEN
JIENIONPOU3BOJICTBA (MIPUEMHAs, CEKpeTapuaT PYKOBOAMTEIS, CEKpPETaphuaThl
3aMECTUTENIEN PYKOBOAMTENS, CEKpeTapuaT KOJUIETUH, MPOTOKOIbHOE OI0po),
KaHIIEJSIPUS (aKcrieuIus, MaIlMHOMUCHOE otopo,
KOMTUPOBATLHO-MHOKHUTEIbHOE OIOpO, TENeTallHas W Jp.), OTACN THCEM
TpaXKJlaH, OT/EJI COBEPIICHCTBOBAHUSA PA0OTHI C IOKYMEHTAMHU U BHEIPECHUS
TEXHUYECKUX CPEJICTB, LICHTPAIbHBINA apXHB.

1.3. Pabora cioyx0b1 JJOY permameHTHpyeTcss MOJOKEHUEM O HEH,
KOTOpO€  pa3pabaThiBaeTcs Ha  OCHOBe  Hactosmiero IlonoxeHwus.
JleaTenbHOCTh pabOTHUKOB CITY>KOBI A0Y periiaMeHTupyeTcs
JOJDKHOCTHBIMUA ~ MHCTPYKIUSIMM, KOTOpPbIE 3aKpEIUISIOT  PallMOHAIIbHOE
pasneneHue Tpyaa, MpeaycMaTpyuBalOT PaBHOMEPHYIO 3arpy3Ky paOOTHHUKOB,
pacupeneneHne paboOT IO CIOKHOCTA BBIIOJIHCHHUS] W KBaIM(pHUKAIIAN
ucnomHuTene. JIOMKHOCTHBIE WHCTPYKIIMU pa3pabaThiBAlOTCS  CIIYyXO0H
JOY wu yrBepkAaloTCs €€ PYyKOBOAMTENIEM WM €ro 3amectutenem. llpu
u3MeHeHUM (QyHKuui u 3amad ciayxO0bl JJOY n0omKHOCTHBIE WHCTPYKITUU
nepecMaTpUBatOTCSl.

1.4. Cnyx6a JOY B cBoeil A€ITEILHOCTH PYKOBOJCTBYETCS
3aKOHOJIATEIbHBIMM W WHBIMM HOPMAaTHUBHO-IIPABOBBIMM aKTaMU OPraHoB
rOCyIapCTBEHHOW BJIIAaCTU W ympasieHuss Poccuiickor  Depepaunu,

IMIpaBHUJIaMU, HHCTPYKIMUAMHA, MCTOAUICCKUMU PCKOMCHIAIIUAMUA yqpexcneHHﬁ
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['AC Poccuiickori @enepaunu U IpyruMH JIEUCTBYIOIIMMHA HOPMAaTUBaMU 110
BOIMPOCaM JOKYMEHTAIIMOHHOTO 00eCIeUeHUs YIPaBICHUS.

1.5. PykoBoactBo cimyk0b1 [IOY nomxHO 3ameniaThes CnenuanicTaMu
C BBICIIUM WJIM CPEAHUM CHEIHaIbHBIM OOPa30BaHUEM COOTBETCTBYIOIIETO
podus.

1.6. Caoyx6a JOY umeer Kpyriaywoo mnedaTbh ¢ 0003HaYE€HHUEM CBOETO
HAaUMEHOBAHUSI.

2. lesn u 3aga4u cayxos1 JOY

OcHoBHbIMM  1ensiMU ~ cinykObl  JIOY  sBnsitoTcss  opraHusanus,
PYKOBOJCTBO, KOOpAMHALIMS, KOHTPOJIb M  peanuzauus padoT 1o
JIOKyMEHTAIIMOHHOMY obecrieueHuto ympasinenus. Ciyx6a JJOY pemraer
CIEYIOIINE 3a1a4u:

* coBeplIeHCTBOBaHUE (POPM U METOOB pabOTHI C IOKYMEHTAMU;

¢ obecreyeHre eIUHOrO MOPSAIKAa JOKYMEHTHPOBAHMS, OpraHU3aIis
padoThI C TOKYyMEHTAMH, IOCTPOEHUE TOMCKOBBIX CUCTEM;

*  KOHTPOJb MCHOJHEHUS U MOArOTOBKH JOKYMEHTOB K I€penaye B
roCyJ1apCTBEHHBI apXUB B COOTBETCTBUU C IEUCTBYIOLIMMU HOPMATHBAMU;

* COKpalleHHE JOKYMEHTO000pOTa, KOIUYecTBa (POPM JIOKYMEHTOB;

. pa3paboTka M BHEAPEHUE HOPMATHUBHBIX U METOJIUYECKUX
JOKYMEHTOB 110 COBEPILIEHCTBOBAHUIO JOKYMEHTAllMOHHOTO oOecreyeHus
OpraHu3aluu;

*  yyacTue B pa3pabdOTKE U BHEIPEHUU IMPOTrPECCUBHBIX TEXHOJIOTHI
JOKYMEHTALIMOHHOTO OO0ECHEeYeHHs] YOpaBlIeHWs Ha 0a3e NpUMEHEHUS
BBIUMCIUTEIBHOM W OpPraHU3allMOHHOM  TEXHUKH,  IE€PCOHAIBHBIX

KOMITBIOTEPOB.

3. ®ynkunu cay:xosl 10Y
B cooTBeTCTBUU ¢ BO3NIOKEHHBIMU 33/1auaMu B QyHKIIUU cITy)Ob1 JJOY
BXOJIUT CIIEAYIOILIEE:

3.1. Pazpaborka, BHeIpeHHWEe U BeJeHUE Tabenss W anbboma
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YHU(UIIMPOBAHHBIX (OPM JTOKYMEHTOB OpraHu3allid, BHECEHHE B HUX
V3MCHEHUU.

3.2. OcymectBieHue o00pabOTKH, pPETUCTpallUM JOKYMEHTOB U
y4e0HO-CITPABOYHOM pabOThI MO JOKYMEHTAM.

3.3. Opranuzanusi CBOEBPEMEHHOTO PACCMOTPEHHUS M IMOATOTOBKH K
JOKJIaAy PYKOBOJICTBY MOCTYMAKOLIUX JOKYMEHTOB, OCYIIECTBIEHUE KOHTPOJIS
3a MPaBUIIBHOCTHIO OPOPMIIEHUSI JJOKYMEHTOB, MPEICTABISEMbIX HA MOIUCH
PYKOBOJZICTBY.

3.4. KoHTposb 3a MPOXOXKIECHUEM, HCIOJIHEHHEM U OQPOpPMIICHUEM
JOKYMEHTOB B YCTaHOBJICHHBIE CPOKH, OOOOIIEHHWE CBEOCHUH O XOAe H
pe3ybTaTtax HCIOJHEHHUS JOKYMEHTOB, CHCTeMaTHieckoe MH(GOPMUPOBAHUE
PYKOBOJICTBA MO 3TUM BOIIPOCAM.

3.5. Opranuzanusi MalIMHOMKCHOTO HW3TOTOBJICHUS, KOMUPOBAHUS H
OTEPAaTUBHOTO Pa3MHOKEHHSI JTOKYMEHTOB, pa3paboTkKa M MPOECKTHPOBAHUE
0JIaHKOB JJOKYMEHTOB.

3.6. Pa3paboTka HOMEHKJATyphl JeJI OpraHu3aluu, oOecredeHue
XpaHEHUs JIe] U ONEPaTUBHOTO UCTIONIb30BaHUS JOKYMEHTOB HH(pOpMaIiu.

3.7. Opranuzanusi pabOThI TIO TIPETIOKEHUSIM, 3asBIICHUASIM U jKajlo0aM
rpaxiaH.

3.8. Opranuzanust KOHTpOJds 3a paboTOM C JOKyMEHTaMu B
CTPYKTYPHBIX TOJIpa3AelICHUSX.

3.9. PazpaboTka (COBMECTHO C COOTBETCTBYIOIIMMH CTPYKTYPHBIMU
NOJIPA3JENICHUsIMU  OpPraHu3ali) MEPOINPUSATUNA 10 COBEPIIEHCTBOBAHUIO
dbopM U MeToNOB pabOThl C JOKYMEHTaMM, a TaKXe I10 IMOBBIIIECHUIO
UCIIOTHUTEIHCKON TUCIIUIIINHBI.

3.10. OcyiuecTBiaeHrE KOHTPOJIA 32 NPABHIBHOCTBIO O(OPMIICHUS H
(dhopMUPOBaHUS CTPYKTYPHBIMU MOAPA3ICTCHUSIMHA €T, TTOJISKAINUX Caue B
apXuB.

3.11.  Opranuzanuss  paboThl  apxMBa B COOTBETCTBUH  C

3aKOHOJAaTENIbCTBOM 110 apXuBHOMY gneny  Poccuiickon  @enepauuu,
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OpaBWIaMHM,  HMHCTPYKIUSMH M METOJUYECKUMH  PEKOMEHJalUUsIMHU
yupexennid I'AC Poccuiickoii deneparuu.

3.12. TloBbimienue kBamupukanuu padOTHUKOB ciayx0el IOV,
IIPOBEJICHUE COBELIAHUI U KOHCYJIbTUPOBAHUE 110 BOIIPOCAM, OTHOCSLIUMCS K
UX KOMIIETCHIIUH.

3.13. Opranuzanus pabo4nx MECT, B TOM YHCJIE aBTOMATH3aIIHS.

4. IIpaBa u 0OTBETCTBEHHOCTH CJIy:KO0bI JJOY

4.1. Cnyx6a 1OY umeer mpaBo:

4.1.1. OcymecTBIsITh KOHTPOJb 3a COKpAIICHHEM HU30bITOUHON
uH(GOpPMAIMU B OpraHU3alMi U MOJIBEJOMCTBEHHON CUCTEME U MPUHUMATH K
3TOMY COOTBETCTBYIOILINE MEPBHI.

4.1.2. TpeboBaTh OT PpPyKOBOAUTENEW CTPYKTYPHBIX MOAPA3IECICHUI
BBITIOJTHEHUSI YCTAHOBJICHHBIX MTPABMII pabOTHI C TIOKYMEHTAMU B OpraHU3aIuu
Y KOHTPOJIUPOBATH BBIINIOJIHEHUE 3TUX MTPaBUIL.

4.1.3. 3anpammuBaTh y CTPYKTYPHBIX MOJPA3JICICHUN U OpraHu3alun
CBeJIeHUsI, HEOOXOAUMBIE JJIs pa0OTHI.

4.1.4. [IpoBoaKUT, MNPOBEPKU OpPraHU3alUU JTOKYMEHTAIMOHHOIO
o0ecrieueHusi YNpaBlIEHUS B CTPYKTYPHBIX TMOJPA3JEICHUAX M JOBOAUTH
UTOTM TIPOBEPOK [0 PYKOBOAMTENEH CTPYKTYPHBIX MOAPA3IEICHUN s
OPUHATHUS COOTBETCTBYIOIIHUX MEP.

4.1.5. [IlpuBnekaTb B YCTAHOBJIEHHOM TIOPAJKE CHEHUAIUCTOB
CTPYKTYPHBIX IOApPA3AEICHUNA K IOJATOTOBKE IIPOEKTOB JOKYMEHTOB IO
NOPYYEHHUIO PYKOBOJICTBA.

4.1.6. BozBpamarb HCHOJHUTENSAM Ha JOpabOTKYy JOKYMEHTHI,
MOJICOTOBJIEHHBIE C HAPYIIEHUEM YCTAaHOBJIEHHBIX TPeOOBaHUH.

4.1.7. COBMECTHO C BBIYUCIUTEIBHBIM LIEHTPOM OIPENEIATH MTPOLIECCHI
JOKYMEHTALIHOHHOT O o0ecnieueHust yIIpaBJICHMS, HoJJIeXKAaIlne
aBTOMAaTHU3aLUH.

4.1.8. TloanuceiBaTh W BU3UPOBATh JIOKYMEHTHI B Ipejeiax CBOEH
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KOMITIETEHIIUH.

4.1.9. Pa3pabaTbiBaTh MOJOXKEHUS O CTPYKTYPHBIX MOAPA3IEICHUAX
ciryx6b1 IOY 1 TOMKHOCTHBIE HHCTPYKIIMHA PAaOOTHHKOB.

4.1.10. BHocHTb pYKOBOJACTBY NPEIJIOKEHUS O MNPUMEHEHUU
aJMUHUCTPATUBHBIX MEP BO BCEX CIydasX HApYLICHWH IMOAPA3JEICHUSAMU U
JOJDKHOCTHBIMU JIMLIAMU YCTAHOBJICHHBIX MTPaBHJI Pa0OThI C JOKYMEHTaMH.

4.1.11.  VYuactBOBaTh B OOCYXJEHUU PYKOBOJCTBOM BOIIPOCOB,
KACalOIIUXCS ~ COCTOSIHUA ~ paboThl € JIOKyMEHTaMHu, a  TaKxke
COBEpUIEHCTBOBaHUS ()OPM U METOAOB pabOThI C HUMHU.

4.1.12. BHOCHTb Ha pacCMOTPEHHE PYKOBOJCTBA NPEACTABICHUSA O
Ha3HAUYCHUHU, TEPEMEIIEHUU U YBOJbHEHHH pPaOOTHUKOB ciayxkOb1 JIOY, ux
IOOUIPEHNH U HAJIO)KEHUH HA HUX B3BICKAHMIA.

4.2. Cnyx06a J1OY HeceT OTBETCTBEHHOCTh 3a:

4.2.1. ObecrnieueHre YCTAaHOBIEHHOTO MOPsIKa PabOThI C TOKyMEHTAMHU
B OpraHu3aluu.

4.2.2. DBpinonHeHHWe yKa3aHWM W TOPYYEHUHW PYKOBOACTBA U

co0roiIeHue He0OXOJUMBIX YCIIOBUH Tpyia paOOTHUKOB.

5. BzaumoorHomenus cayx0n1 JJOY ¢ npyrumn
CTPYKTYPHBIMH NOAPA3AeJICHUAMHU

5.1. Co CTPYyKTypHBIMU TOAPA3JACICHUSIMU — MO BOIPOCAM
JOKYMEHTALIMOHHOTO 00eCIeYeHUSI.

5.2. C opuanyeckoit ciry>k00il — 1o MpaBOBbIM BOMPOCAM, CBSI3aHHBIM
C IOATOTOBKOM TOKYMEHTOB.

5.3. Co cayxbamu KaapoB, Tpyda H 3apabOTHOM TMIATBl U C
COOTBETCTBYIOIIMMHM HAY4YHO-HCCIIEOBATEIbCKUMU OpPraHU3alusIMU — 10
BOIpOCaM NOJ00pa U PACCTAaHOBKH KaJpOB U MOBBIIICHUS WX KBaIU(UKAIUU
B YCIJIOBUSIX IIMPOKOrO MCIOJIB30BaHUS BEIUUCIUTEIBHON U OPraHU3allMOHHON
TEXHUKHU, pa3pabOTKW U BHEAPEHUS MEPONPUSTHI, CBSI3aHHBIX C HAyYHOU

opraHuzaiued TpyJa, COBEPIICHCTBOBAHUEM CTUJII U METOJI0OB PabOTHI C
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JOKYMEHTAMH.

5.4. Co ciuyx0aMu XO034WCTBEHHOI'O OOCIIy’)KMBAaHHS — IO BOIPOCaM
o0ecrieueHusi CpeACTBAMHU OPTraHMU3ALMOHHOW M BBIYMCIUTENBHOM TEXHUKH,
OJlaHKaMU JIOKYMEHTOB, KaHLEISIPCKUMHU TNPUHAAICKHOCTSIMU, OBITOBOIO
oOcyxuBaHus paboTHUKOB ciyx0b1 IOV

5.5. C BBIYMCIHUTETBHBIM IEHTPOM — IO BOIIPOCaM pa3pabOTKH U
BHEJPEHUS] HOBBIX MH(OPMALIMOHHBIX TEXHOJOTMH U NPUMEHEHUs CPEICTB
BBIUMCIUTENbHOW TEXHUKH, ONEPATUBHOW 00paboTku uHOpMaluu u

coOJroieHus1 TpeOOBaHUM HOPMATUBHO-METOANYECKUX TOKYMEHTOB.

HauvansHuk ynpaineHnus Iloonuce I'.IL. IlerpoB

IIpunoscenuel .2
IIpyMepHasi HHCTPYKIMA 1O 1€JI0NPOU3BOACTBY

YTBEPXAIO
[lpuka3 nupexTopa (WM MOCTAHOBJICHHE
IJIaBbl aJIMUHUCTPALMHM 00JIACTH, paloHa
1 T.1.)
Or
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WucTpykuus o JEJI0NPOU3BOJICTBY B

Haumenosanue opeanuzayuu
1. O0mMe mosoKeHus

1.1. MuCcTpyKIIMS IO 1ETONPOU3BOACTBY IMOArOTOBIEHA

Haumenosanue omoena
OTIEIOM C  LEIbI0  COBEPIICHCTBOBAaHMA  HAa  €IMHOM  OCHOBE
JIOKYMEHTAIIMOHHOTO OOecreueHus yhpaBieHus myreM d3(PpGeKTUBHOCTH
TEXHOJIOTUM PabOThl C AOKyMEHTaMH. MHCTpyKIUs ycTaHaBJIMBaeT oOIIHe
TpeboBaHUs K paboTe OpPraHMU3allMOHHO-PACHIOPSAUTEIbHBIX JTOKYMEHTOB Ha
ocHose 'OCT P 6.30-97.

1.2.  HHcTpykiuss 1o JE€NONpPOM3BOJCTBY YCTAHABIMBAET MOPSIAOK
npuema, yuera, MoAroTOBKU, OPOPMIICHUS, PA3MHOXKEHHS (TUPAXKUPOBAHUS ),
KOHTPOJISI UICTIOJTHEHUS, XPAHEHUS U UCIIONb30BaHUS JOKYMEHTOB.

1.3.  TlonoxeHust  MHCTPYKLMU  PACHPOCTPAHSIOTCS  KaK  Ha
TPaJULIMOHHOE JIEJIONPOU3BOJICTBO, TaK W Ha OpraHu3aluio padoTbl C
JOKYMEHTAMHM, CO3JaBa€MbI€ CpPEACTBAMHU  BBIUMCIUTEIBHOW TEXHUKH,
MalIMHO-IIeYaTaeMbl€ U Jp., HE3aBUCUMO OT UX HOCUTEJIEH.

KoMmnbroTepHble TEXHONOTMH O0paOOTKM AOKYMEHTHOH HH(pOpMalUu
JOJKHBI OTBEYATh TPEOOBAHUSAM MHCTPYKILIMH MO JEIOIPOU3BOJICTBY.

1.4. Kontponp 3a coOmoieHHeM MNpaBUil pabOThl C JOKYMEHTaMU B

OpraHu3alvii BO3JIaracTcCsa Ha OTACII.

Haumenosanue omoena

2. IoKyMeHTAUusl OPraHu3alum
JlessTenbHOCTD OpraHu3aluu oOecrieunBaercs cCUCTEMOU

B3aMMOCBA3AHHBIX  YIPABJIICHYCCKUX  JOKYMCHTOB, COCTABJAIONIUX  €TO
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JOKyMEHTallMOHHYI0 0a3y. CocTaB JTOKYMEHTAIMOHHOW 0asbl OmpeaessieTcs
pykoBonuTeneM  opranuzanuu.  OpraHuzanusi  WU3AaeT  CIEAYIoLIue
pacnopsiANTENbHBIE JOKYMEHTBI: MOCTAHOBIICHUS, PACHOPSIKEHUS, MPUKA3bI,

YKa3aHUsl, UHCTPYKILIUU.

3. IIpaBui1a MOATOTOBKH U 0(pOPMJICHHS JOKYMEHTOB

3.1. /lokymenmuposanue ynpaeieH4ecKoil 0eamenbHocCmu

JIOKyMEHTHpOBAHHUE YIPABICHUYECKON NEATEILHOCTH 3aKII0YaeTCs B
dukcanmu Ha Oymare WA IPYruX HOCUTENSX IO YCTAHOBJICHHBIM IpaBUIAM
YIPaBIICHYECKUX JICUCTBUMN, T.€. CO3/IJaHUE YIIPABICHUYCCKUX JOKYMEHTOB.

ITpu moaroroBke M 0poOpMIICHUN JOKYMEHTOB HEOOXOIMMO COOJIIOAATh
npaBuja, o0ecreuyrnBarolie IOPUINIECKYI0 CHITY JTOKYMEHTOB, ONEepaTUBHOE
U KAueCTBEHHOE MX HCIIOJIHEHUE U TIOMCK, BO3MOXXHOCTb OOpPaOOTKH
JIOKYyMEHTOB C ITOMOIIBIO BBIYUCIMTEILHON TEXHUKH, Ka4eCTBO JOKYMCHTOB
KaK UICTOYHHUKOB HH(POPMAIIUH.

JIOKyMEHT MMeEeT IOPUIUYECCKYIO CHIy TPH HATWYUU PEKBU3HUTOB IS

JaHHOI'O BUJla JOKYMCHTOB.

3.2. bnanku 00OKymenmoes

JIOKYyMEHTBI JOJDKHBI, KaK TPaBUiIo, OPOPMIIATECS Ha OJaHKaX U UMETh
YCTAHOBJICHHBI KOMILJIEKC 0O0S3aTeIbHBIX PEKBU3UTOB, PACHOJIOKEHHBIX
corimacao ['OCT P 6.30-97.

Y cTaHaBIMBaIOTCS JIBa OCHOBHBIX (popmara OJaHKOB JOKYMEHTOB — A4
u AS; pomyckaercs ucnoib3oBanue 01ankoB ¢opmara A3 u A6 mo 'OCT
9327.

brnanku 10KyMEHTOB JIOJKHBI UMETH T0JII HE MEHEE: JIEBOE M HIKHEE —
20 MM, ipaBoe — 10 MM, BepxHee — 15 mM.

JIOKyMEHTBI, COCTaBJIIEMble OT UMEHHU JIBYX WM 0oJjiee OpraHu3aluii,
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opopmIsroTCs 0€3 OJIaHKOB.

3.3. Ogopmnenue pexeuzumos 00OKymenHmoes

3.3.1. Mzobpaxenue ['ocymapctBeHHoro repba  Poccuiickoii
@denepanuu  momeniaeTcss Ha BEpXHEM MOJe  JOKyMeHTa (IMChbMO,
MIOCTAHOBJICHUE, pACIIOPSKEHUE, TPOTOKOII U Ap.).

3.3.2. HamMeHnoBanue opraHu3anuy yKas3blBaeTCsi B ITOJHOM
COOTBETCTBUU C MOJIOKEHUEM O HEU (MJIU YCTaBOM).

3.3.3. CopaBouyHble AaHHBIE 00 OpraHU3alUH BKJIOYAIOT MOYTOBBIN
aapec, Homepa TeneOHOB U JApPyrue CBEleHUs. Y Ka3bIBAIOTCS Ha OJiaHKax
CITy’k€0OHOTO TUChMA, CITPABOK.

3.3.4. HaumeHoBaHue BHJA JOKYMEHTa JOJDKHO COOTBETCTBOBATh
KOMIIETEHIIMU OPTaHU3alllK, a TAK)Ke BUJaM JIOKYMEHTOB, MPEyCMOTPEHHBIM
YCOP/.

3.3.5. [lara nokymeHTa

JlaToil JOKyMeHTa SBJISIETCSl JlaTa €ro MOAMUCAHUS WM YTBEXKJICHMUS,
JUIsL TIPOTOKOJIa — Jara 3acefaHusl (MPUHATHS pEIIeHusd), Il aKkTa — Jara
coObITsi. Ecniu aBTOpamMu JOKyMEHTa SIBJISIOTCS HECKOJIBKO OpraHu3aluii, To
JATOW TOKYMEHTA SIBJISIETCSl HanboJiee MOo3/HSS 1aTa MOAMMCAHHUS.

JlaTa moanucaHusi, yTBEP)KICHUsSI, COTJIACOBAHUS JOKYMEHTa, a TaKXKe
JaThl, coiep Kalluecs B TEKCTE, JOKHBI OPOPMIIATHCSA HUPPOBBIM CIIOCOOOM.
Henp Mecsna, Mecan oQOpMISIIOT  IBYMSI THapaMu  apaOCckux mudp,
pa3eNneHHbIX TOYKaMHU, TOJl — YEThIpbMs apadbckumu uudpamu. Hanpumep:
05.01.2000. Homyckaercs odhopmiieHHE NaThl B TAaKOW IMOCJIEI0BATEIILHOCTH:
roji, mMecsil, JAeHb Mecsana. [Ipy MoAroroBke HOPMATUBHBIX U (DUHAHCOBBIX
JIOKYMEHTOB JIOIYCKaeTCs CJIOBECHO-IIM(PPOBOI crmocod odopmiIeHUS aaThl
(6e3 kaBbruek). Hanpumep: 8 anpens 1999r.

3.3.6. [loanuch JOKyMEHTa

JIOKyMEHTBI,  HampaBJiIeMble B  BBIIIECTOSIINE  OpraHU3aIlNH,

IMOANMCBIBAIOTCA PYKOBOAUTECIEM, a4 B €r0 OTCYTCTBUC — HCIIOJHAIOIIHUM
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00s3aHHOCTH  pyKoBoAuTeNsl. JlOKYMEHTBI, HampaBiisieMble CTOPOHHUM
OpraHu3anusM, NOANKCBHIBAIOTCA PYKOBOJIMTENIEM WM €ro 3aMecTtureneM. B
COCTaB MOIIMCH BXOJAT: HAMMEHOBAHHWE JOJUKHOCTH IOIMCHIBAIOIIETO

JIOKYMEHT, JIMYHAas TOJIMKCh U ee pacmudpoBka. Hanpumep:

HavansHuk ynpasieHus Iloonuce ['.B. Ilerpos

JIOKyMEHTBI KOJLJIETHAJIbHBIX OpraHoB MOAITHCHIBAIOTCS
MPEACENaTEeIbCTBYIOIUM  HA  3aCEJaHUM  KOJUIETMAJbHOIO OpraHa H
CEKpeTapeM.

B 1okyMeHTax, MOATOTOBIEHHBIX KOMHUCCHUEHM, YKa3bIBAIOTCS HE
JIOJPKHOCTH BOIIEAIINX B HEE JIMIL, a UX 00513aHHOCTH B COCTABE KOMUCCHH.

[Ipy moanmucaHuy JOKYMEHTa HECKOJIbKUMHU JOJKHOCTHBIMU JIMIIAMU
UX TIOJMMCH PACHOJIAral0T OJIHY IMOJT JAPYrod B TOCJIEAOBATEILHOCTH,
COOTBETCTBYIOIIECH 3aHUMAEMOM JOJDKHOCTU. [Ipum moamucaHuu TOKyMEHTa
HECKOJIbKUMHM JIMIIAMHU PABHBIX JOJDKHOCTEH WX MOAIUCHU PacIojaratorcs Ha
OJIHOM YpPOBHE.

Ecnu 1omkHOCTHOE U0, HOANUCH KOTOPOrO 3ar0TOBJIEHA HA MPOEKTE
JOKYMEHTa, OTCYTCTBYET, TO JOKYMEHT JOJKEH MOAMUCHIBATHCA JIUIIOM,
UCIIOJNHSIOMIMM  €ro O0OSI3aHHOCTH, WM ero 3amectureneM. llpu 3Tom
HEOOXOIMMO YKa3bIBaTh (DAKTUYECKYIO TOJDKHOCTH JIUIIA, TOMHCHIBAIOIIETO
JOKYMEHT, U ero damuiuio. He nomyckaercss moamuchiBaTh JOKYMEHTHI C
MPEJIOTOM «32» WJIM C MPOCTABJICHUEM KOCOM UepThl Mepe]] HAUMEHOBaHUEM
JIOJDKHOCTH.

3.3.7. CornacoBaHue JOKyMEHTA

[Ipy HeoO6XOaUMOCTH OLIEHKH OOOCHOBAaHHOCTH JOKYMEHTa U €ro
COOTBETCTBUS JECHUCTBYIOLIEMY 3aKOHOAATEIBCTBY MPOBOAUTCS COTJIACOBAHUE
nokymeHTa. CoriiacoBaHue€ MOXKET MPOBOAUTHCA KaK BHYTPU OpraHU3alluy,
TakK U BHE €€.

I'pud cormacoBanusi goKymMeHTa O(OPMIISIETCS HIKE TOAMHUCH
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JIOJDKHOCTHOTO JIMIIA, TOMAMUCABIIETO JOKYMEHT, W COCTOMT W3 CIIOBA
«COI'TACOBAHO»,  ykazaHuss  JODKHOCTM  JIMOA, C  KOTOPBIM
COTJIACOBBIBACTCS TIOKYMEHT (BKJIIOYAsi HAMMEHOBAHNE OPraHU3alNH ), TUUHOMI
NOJANMUCH, paciiuPpoBKU TOANKHCH (MHULMAIOB, (QaMwimu) W JaThl
COTJIACOBaHUSI.

Hanpumep:

COI'NTACOBAHO

I'maBa TeppuTOpHAIIBHON AIMUHUACTPALIAN

paiioHa
Haumenosanue pationa
Jluunas noonuco A. C. Cunopos
Jlara

[lpy BHemIHEM COTJACOBAaHWUM TIOJIUCH 3aBepseTcs medarbio. Ecim
COTJIACOBAHUE OCYILIECTBISIETCS IMHUCHMOM, NPOTOKOIAaMH H JIp., TpHP
COIJIacOBaHUs HEOOX0AUMO O(OPMUTDH CIEAYIOIIUM 00pa30M:

COI'NTACOBAHO

[Tucemo Cubupckoii akareMuu

rOCY/IapCTBEHHOM CITY>KOBI

ot 10.02.2000 Ne 305/10

WITN

COI'NTACOBAHO

[IpoTokoun 3aceganns yueHOTO COBETa

Cubupckoil akaJieMlu ToCcy1apCTBEHHOM

CITYKOBI

ot 15.03.2000 Nel2

3.3.8. CornacoBaHu€ NMPOEKTOB JOKYMEHTOB
Odopmiisiercss TMyTeM BHU3WPOBAHMS JIOJDKHOCTHBIM JIUIIOM. Buza

BKJIIOYAET B C€O0sl JIMYHYIO MOJINUCH BU3UPYIOLIETO, paciM(ppoBKY MOIAMNUCU
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(uHuIManbl, QamMwids) W JAary; NOpd  HEOOXOJUMOCTH — JIOJKHOCTh

BU3MpYyoLero. Hanpumep:

HavyanbHUK KOHTPOJIBHO-IIPABOBOT'O YIIPABJIECHUS

Jluunas noonuce B.A. Iletpos

20.01.2000

[Ipu HanuuuM 3amMe4aHUl K JOKYMEHTY BU3Y HEOOXOAUMO O(OPMHTH
CJIEIYIOIIUM 00pa3oM:

3amMeuaHus TPUIAraroTCs

Jluunas noonuce A.TL. AkceHoB

12.02.2000

WIH

3amMeuaHus TPUIIAraroTCs

HauvanbHuk (pHAHCOBOTO YIpaBIICHUS

Jluunas noonuce I'.B. IBanos

20.02.2000

Bu3sbl mpocTaBisIIOTCA HAa JK3EMIUIPAX JOKYMEHTOB, OCTAIOIIMXCS B
OpraHu3alnuy, HWXE IOANWCH Ha JMLEBOM CTOPOHE IIOCIEIHETO JHUCTa
NOKymMeHTa.  IIpOeKThl  NOCTAaHOBIEHWM,  pACHOPSDKEHUN, — PELICHUU
KOJUIETHAJIbHBIX OPraHOB BU3MPYIOTCS HA MEPBOM 3K3EMILIIPE HA 0OOPOTHOM

CTOPOHC ITOCJIICAHCTO JIUCTAa JOKYMCHTA.

3.3.9. Y1BepxkaeHuEe TOKyMEHTa

Oco0ObIM criocoOOM BBEJIEHUSI JOKYMEHTa B JICHCTBUE SIBISIETCS €ro
yIBepkacHHE. JIOKYMEHTBI YTBEPXKIAIOTCS PYKOBOJUTENEM WM €0
3aMECTUTEISIMU.

['pudb! yrBepkaeHuss 0QPOPMIIIOTCS CIEIYIOIUM 00pa3oM:
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YTBEPX/IAIO
['maBa agmMuHHCTpanuu

paiioHa
Haumenosanue
Jluunasa noonuce .. 3aBpsi10B

01.12.2000

1501051
YTBEPX/IEHO
IlocTtaHoBiieHuE TIIaBBI

aIMAHUCTPALIUA paiioHa
Haumenosanue
oT 20.01.2000 Ne45

3.3.10. AxgpecoBanue JOKyMeHTa

JIOKyMEHTBI ~ apecyloTcsi B  OpraHu3aluu, WX CTPYKTypHBIE
MOAPa3IeNICHUs UM KOHKPETHOMY JOJIKHOCTHOMY JIUILY.

[Ipu anpecoBaHUM JIOKYMEHTa B OpraHW3allii0 WM CTPYKTYpHOE
nojpasjesicHue 0e3 ykazaHus JOHKHOCTHOTO JIMIA UX HAMMEHOBAHUS MUIITYT
B- UMEHUTEJILHOM Tajiexe. Hanpumep:

AJIMUHUCTpAIUs obJacTu

Haumenosanue

KoHTposabpHO-TIpaBoBOE yIipaBieHHE

[Ipy HampaBiaeHUM JOKYMEHTa JOJDKHOCTHOMY JIMIY Ha3BaHUE
OpraHu3alMy yKa3bIBAETCSI B HMMEHMUTENBHOM TNAAEXKE, a JODKHOCTh H
dbamunus aapecata — B nareabHoM. Hanpumep:

MunuctepcTBo 006pazoBanus PO
YnpaBieHue aenaMmu

I'maBHOMY crienuanucry
I'puropreBy A.B.

IIpu  agpecoBaHMM  JOKyMEHTa  PYKOBOJIWTENIIO  OpraHU3ALUHU
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HAaMMEHOBAHUE €€ BXOJIUT B COCTaB HAMMEHOBAHMS JIOJHDKHOCTH aJipecara.
Hanpumep:
['maBe agMuHHMCTpanu

o0acTu

Haumenosanue

NBanosy 1.1.

[Ipu appecoBaHuM TOKYMEHTAa B HECKOJIBKO OJHOPOJHBIX OpraHU3aIui
WX Ha3BaHUsl HEOOXOJMMO YKa3bIBaTh 00001IeHHO. Hanpumep:
AJIMUHUCTpaUsM pailOHOB, TOPOJOB
HoBocubupckoit odmactu
[TonHBIN MOYTOBBIM aApPEC YKA3bIBACTCS MPU HAIPABICHUHU JOKYMEHTA
Pa30BBIM KOPPECMOHAEHTaM B COOTBETCTBMU C TIOYTOBBIMHU ITpaBUJIAMHU.
Hanpumep:
Penakuus razerst
«Cosetckast Cubupb»
630105, r. HoBocubupck
yi1. Hemuposuua-Jlanuenko, 102
JIOKyMEHT He JOJDKEH Cojep)KaTh Oosiee ueTbipex aapecaroB. [Ipu
HaIlpaBJIEHUU JIOKYMEHTa 0oJiee YeM B UEThIPE aJpeca COCTABIISIETCS CIHCOK
PACCBHUIKU U Ha KaXJOM JIOKYMEHTE NPOCTABISIETCA TOJIBKO OJUH ajpecar.
AJllpec He TPOCTaBIsI€TCS HA JIOKYMEHTaX B  BBIIIECTOSIIINE
OpraHu3alluy U MOCTOSTHHBIM KOPPECTTOHAEHTAM.
CnoBo «Konusi» B agpecare HE yKa3bIBA€TCH.
3.3.11. Pe3zomronus
B pe3ontonmnu naercs ykazaHvue Ha UCIIOJTHEHUE JOKYMEHTA.
B cocraB pe3ononuu  JOJDKHBI BXOAUTH CIHEAYIOUIUME JJIEMEHTHI:
dbamMunus UCTOTHUTENS (MCTIOTHUTENEH), COACpKAHUE TOPYYCHHS, CPOK
UCIIOJIHEHUSA, MOJNKUCh, AaTa. [Ipy HaIM4YuuM B PE30JIOIUU HECKOJIBKUX

HCIIOJIHUTEIICH YKa3bIBaCTCsA  OTBCTCTB CHHBI  MCIOJHUTEIb ) CI)aM 5010551
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KOTOPOTO, KaK MPaBUJIO, YKa3aHa B PE30JIIOIIUU TIEPBOH.
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Ha poxymenTax, He TpeOyrOIIUX OMOJHUTEIBHBIX YKa3aHUN I10
UCIIOJIHEHUIO, B PE30JIIOIMU YKa3bIBACTCSl HWCIOIHUTENb, MOAMUCH aBTOpa
PE30JIIOLINH, 1aTa.

3.3.12. OdopmieHue TpUIOKEHUN K JOKYMEHTY

Ecnu moxkyMeHT uMeeT MpuIoKeHHs, Ha3BaHHbIE B TEKCTE, TO OTMETKa
0 HUX oopmIsieTcs cieayromum oopazom: '[punoxkenue: Ha 12 1. B 4 3K3.

Ecnu npunoxeHus: B TEKCTE HE Ha3BaHbI, TO HEOOXOAUMO MEPEUUCITUTh
WX Ha3BaHMS, YKa3aTh KOJUYECTBO JIUCTOB MU JK3EMIUIIPOB KaxJOTO.
Hanpumep:

[Ipunoxenus: 1. TlonmoxkeHMe O KOMHUTETE IO HAYaIbHOMY
npodeccnoHaIbHOMY 00pa3oBanuio — Ha 6 J1. B 1 9K3.

2. TlonoxxeHnue 00 OTAENEe BOCHUTATEIHHOM PAOOThI M COLMATBHOM 3alUThI
KoMmutTeTa — Ha 4 1. B 1 3K3.

Ecmm mnpunoxeHus CcOpOIIIOPOBAaHBI, TO KOJMYECTBO JIMCTOB HE
YKa3bIBAETCS.

[Ipy HAIMYMY HECKOIBKUX MPUIIOKEHUN OHU HYMEPYIOTCA.

[Mpunoxxenust oQOpMIISIFOTCS Ha CTAHJAPTHBIX JIMCTaX M HMEIOT BCE
HEOOXOIMMbIE PEKBU3UTHI.

Ha npunoxkeHnu K pacnopsauTeIbHOMY JOKYMEHTY B MPAaBOM BEPXHEM
yIJIy ClIeyeT JeiaTh OTMETKY C YKa3aHUEeM Ha3BaHHS PaclopsIuTeIbHOIO
JTOKYMEHTAa, €ro JaThl U HoMepa. Hanpumep:

[Ipunoxenue 2
K MIOCTAHOBJICHUIO TJIaBbl
aIAMUHHUCTPALINT

ot 12.02.2000 Ne205

3.3.13. OtmeTKa 00 UcnoNHUTENE BKItOUaeT (haMuiinio (Uiau haMuiuio,
UMsl, OTYECTBO) UCIIOIHUTENS JOKYMEHTA U HOMEp ero TenedoHa. OTMeTKy 00
WCIIOJTHUTENE PACONaratoT Ha JUIEBOM WM 0OOPOTHOW CTOPOHE MOCIEIHETO
JMCTa IOKYMEHTA B JIECBOM HUXKHEM yriy. Hanpumep:

Kupcanosa unu Kupcanosa Mapus Biagumuposna
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Takasgs oTMeTKa oOs3aTelbHA B CJ'I}’)KC6HBIX nm1ucbMax, KpoOMC

WHUIOMUATHBHBIX IMMCCM, HAITPABJIICMbIX B BBIIICCTOAIINUC OPraHU3alnu.

3.4. Ilopsaook noozomoeku u oghopmaenus npoeKmoe OOKymMeHmoes

3.4.1. IIpoekTbl  IOCTAHOBJEHUW, PpACHOPSDKEHUN,  MPHUKA30B
pa3pabaThIBAIOTCS JOJDKHOCTHBIMU JIMI[JAMU B COOTBETCTBHM C MOPYYECHHEM
PYKOBOIUTEIA WM B HHULIMATUBHOM ITOPSIJIKE.

[lepBbIid 3K3EMIUISIP TPOEKTA BUBUPYETCS HOJDKHOCTHBIM  JIMIIOM,
pa3pa0oTaBIIMM  JAHHBIM  TPOEKT,  PYKOBOJUTEIEM  CTPYKTYpHOTO
MOJIPa3JICICHNs,  PYKOBOJUTEIIEM  IOPUIUYECKON  CIIy>KOBbI,  JIpYTUMU
CTPYKTYPHBIMHM TOJPA3ACICHUAMU, OPraHU3alMUsIMU C YYETOM BOIIPOCOB,
paccMaTpuBaeMbIX B IIPpOEKTe. lIpOEKThI ITOCTAHOBIIEHUM, PaCHOPSKEHUN
IJIaBbl QJIMUHUCTPALIUM OOJIACTH, Kpasi, TOpojia MOJATrOTaBIMBAIOTCS COTJIACHO
VHCTPYKIIMN YKA3aHHBIX aIMUHHUCTPALUN.

TexkcTpl TOCTAHOBIICHWM, NPUKA30B, KaK MPABUIIO, COCTOST W3
KOHCTAaTHPYIOLIEN W PaCHOPAAUTENIBHOW 4acTU. B KOHCTaTupyromen 4actu
W3J1araroTCA LEJIM W 3aJja4d MPEANUChIBAEMbIX JIeMCTBUNA. ECiim 0CHOBaHHEM
paclopsIANTENBHOTO  JIOKYMEHTAa  SABJISIETCS  3aKOHOJATEIbHBIA  aKT,
HOPMATHUBHBIA WJIM PACHOPSAUTEIbHBIM JOKYMEHT, TO B KOHCTAaTHPYIOLIECH
YaCTH YKA3bIBAIOTCS: aBTOP JOKYMEHTA, Ha3BAHUE JOKYMEHTA, J1aTa, HOMEpP U
3arojloBOK. B MyHKTax  pacnopsauTENbHOM  4YacTU  YKa3bIBAIOTCS:
VICTIOJIHUTENH, JEUCTBUS U CPOKU MCIOJHEHUS MPEIINOIaracMbIX IercTBhil. B
MOCJICTHEM IYHKTE PaCHOPSIAUTEIHHOTO JOKYMEHTa HEOO0XOJUMO YKa3aTh
JOJDKHOCTHOE JIMII0, HAa KOTOPOE BO3JIAracTcs KOHTPOJIb 33 HUCIIOJIHEHHEM
JIOKYMEHTA B LIEJIOM.

[IpoekThl pacnopsIUTENbHBIX JTOKYMEHTOB IEPENAIOTCA Ha MOJIINKCH
pykoBoauTeno dyepe3 ciayxk0y OV (moxkyMeHTalMOHHOTO oOOecrneueHus
yIpaBlIeHUs), KOTOpas HECET OTBETCTBEHHOCTh 3a MPABUJIBHOCTh HUX

oopMIIeHUS.
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PacniopsinurensHble JOKYMEHTBI HyMEPYIOTCSI TOPSIKOBBIMU HOMEpaMu
B IIpe/iesiax KaJIeHJapHOIo roja.

3.4.2. IIpoTOKON — TOKYMEHT, B KOTOPOM (pUKCHpYIOTCA 00CYX)IACHHE
BOIIPOCOB U MPUHSATHIE PELICHNUs Ha COOPAHUSIX, COBEIIAHUAX, KOHPEPEHIUAX
Y 3aCelaHuAX KOJUIETHAJIbHBIX OPraHoB.

TekcT mpOTOKOJIa COCTOUT U3 JIBYX YaCTEW: BBOJHOW U OCHOBHOM.

B BBOZHON YyacTH 3aIl0NHAKOTCS PEKBU3UTHI: NIPEJICENaTelb, CEKPETAph,
KOJIMYECTBO MPUCYTCTBOBABILIKX, TOBECTKA JIHS.

OcHOBHas 4acTh MPOTOKOJIA COCTOUT U3 Pa3fesioB, COOTBETCTBYIOLIUX
IyHKTaM TOBECTKM JHA. TEKCT KaXIOro pasjena CTPOUTCS IO CXEMeE:
CJIVIIAJIY, BBICTYTIWIN, TIOCTAHOBWJIA (PELLINIIN).

JIOKIa b1, pelIeHus TPUJIAraroTCsl K IPOTOKOIY.

3.4.3. TupaxupoBaHue JOKYMEHTOB

IIpy  onpeneneHUM  KOJNMYECTBA  SK3EMILIIPOB  THPAKHUPYEMBIX
JOKYMEHTOB CIE€AYeT HWCXOJUTh M3 HEOOXOAUMOCTH CBOEBPEMEHHOIO
JOBEIEHUSI UX JI0 OpraHu3alMil W JODKHOCTHBIX JIMI, KOTOPBIX JIaHHBIN
JOKYMEHT KacaeTcs. Tupax onpenensier OTBETCTBEHHBIM HCIIOJHUTEID,
corjacys ero ¢ pykopoautenem ciayxos JJOVY.

[Ipy MOATrOTOBKE AOKYMEHTOB C IMOMOIIBIO CPEICTB BBIYUCIUTEIBHOM

TCXHHUKHU O(i)OpMJIGHI/IG TAKKC OCYHICCTBILCTCA HAa OCHOBAHHNHN CAWHBIX ITPABUJI

corstacHo I'OCT P 6.30-97.

4. IlopsaaoK NPOXO0KIEHUS] JOKYMEHTOB BHYTPH OPraHU3alUH

4.1. Pecucmpayus 0oxymenmos

4.1.1. Peructpauusi TOKyMEHTOB — ¢ukcanus (pakTa CO3JaHUS WIH
IIOCTYIUICHUsT B OpraHU3alHI0 JOKYMEHTAa IIyTEM IIPOCTABJICHUS Ha HEM
MOPSAIKOBOTO HOMEpa (HauWHas C Hayalla KaJIeHJApHOTO Troja) U JaThl C
MOCHEAYIOMEH 3alliuCbl0  HEOOXOJUMBIX CBEIIEHUW O JIOKYMEHTE B
PETUCTPALIMOHHBIX KAPTOUKAX.

4.1.2. Peructpauuu mojjexar BCE TOKYMEHTBHI, TpeOyroIlue ydera,
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UCIIOJIHEHUS W MCIOJIb30BAaHUSI B CIIPABOYHBIX LENAX (pacmopsiauTeNbHbIE,
y4eTHBIC, CTaTUCTHUYECKHE, OyXTraJlTepcKue, KaJpoBble W JAp.), Kak
co37laBacMbl€ B OpraHU3allui, TaK U MOCTYHAIOIIUE U3 IPYTUX OpraHu3alui 1
OT YacCTHBIX JUI. Perucrpanuu moajiekar Kak NMCbMEHHBIE, TaK U M€YaTHBIE
JOKYMEHTHI.

4.1.3. JJOKyMEHTbl PETHCTPUPYIOTCA B KapTOYKaX ydera (WM IpHU
MOMOIIM TEXHUYECKUX CpeACTB). [Ipu perucrpaiuu 00s3aTeNIbHbI CISTYIOIINE
PEKBUBHUTHI: aBTOP JOKyMEHTa (KOPPECIIOHJICHT), Ha3BaHUE JIOKYMEHTa, J1aTa,
PErUCTPAIIMOHHBIA HOMEp, KPaTKOE COJEP)KaHUE, PE30JIIOIUS PYKOBOAUTES,
nata (PaKTUYECKOTO WCIOJNHEHUS OKYMEHTa, OTMETKAa O HampaBICHUU
JIOKYMEHTa B JEJIO, MOJNKHCh HCIOJHUTEINS, MOATBEPXKAAIOas yKa3aHUe O
HaJIMYUU MPUIIOKEHUHN, YKA3aHUE O TIPOMEKYTOUHBIX CPOKaX HCIOJHEHHUS, O
NIEPEHOCE CPOKOB MCIOJHEHHS, OTMETKA O MPOXOXKICHUU JTOKYMEHTA, OLEHKA
UCIIOJIHEHUS, CPOK XpPAHEHUS IOKYMEHTA.

4.1.4. JlokyMEHTBI B OpraHu3allUd PETUCTPYIOTCS OAWH  pas:
MOCTYIAIINE — B JIEHb MOCTYIUJICHUS, CO3/1aBa€MbI€ — B JICHb YTBEPKICHUS
WJIM TIOATIMCAHUSI, OTIIPABIIsieMble — B JICHb UX OTIIPABJICHUS.

OTnenbHO pEerucTPUPYIOTCS: MOCTAHOBIICHHUSI, PACTIOPSIKEHUS, TPUKA3bI
10 OCHOBHOU JEATEIHHOCTH, MO JIMIYHOMY COCTaBYy, MPOTOKOJBI, CITy>KeOHas
NepenucKa, peleHust KOJIErui u JIp.

Perucrpanusi 1OKyMeHTOB OCyIecTBiIsIeTCs ciryxk00it JJOY.

IIpy kapTO4yHOIl cHCTeMe YydyeTa I[Ie4araeTcs YeThIpe KapTOYKHU:
CIpaBOYHAas, KOHTPOJbHAs, MO BompocaM, o reorpaduu. [Ipu ydere nmucem
rpaxaH HeoOxoauma kaptoreka 1o andasuty. (Ecou peructpamus Beaercs

qepes3 HepCOHaJIBHBII)'I KOMIIBIOTEP, TO OJHA KapTO4dKa BBIBOAUTCA Ha

OyMaXHYIO OCHOBY.)

5. KOHTpO.]IL HUCIIOJTHCHUS TOKYMCHTOB
HGHI)IO KOHTPOJIAL ~ ABJIACTCS obOecreyeHme CBOCBPCMCHHOTO U

KaueCTBEHHOTO UCIOJHEHUS MOPY4YCHHUH, 3a()UKCUPOBAHHBIX B JIOKYMEHTAaX.
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KoHTposto mojie’xkar Bce 3aperucTpupoBaHHbIE JOKyMEHTHL. KoHTpoisb 3a
WCIIOJTHEHUEM JIOKYMEHTA BO3JIaraeTcsi Ha KOHTPOJIbHYIO0 cinyx0y JI0Y.

5./. Cpoxu ucnonnenusi 0OKymMeHmos

CpokH HCIOTHEHHUS JOKYMEHTa UCUYHUCISIOTCS B KaJCHAAPHBIX JTHSIX C
JaThl oAnucaHus (YTBEPXKICHUS ) JOKYMEHTA UJIU C AaThl MOCTYIUICHHUS.

JlaTa UCIIOJIHEHHS YKA3bIBAETCSl B TEKCTE JTOKYMEHTA WIIM B PE30JIIOLNU
pykoBoautensa. B ciiydae, korja cpok UCIOTHEHUS TOKYMEHTa HE yKa3aH, OH
JOJKEH OBITh UCTIOJHEH He 00Jiee YeM B MECSAYHBINA CPOK.

N3meHeHne cpoka UCIOJHEHUS YCTAHABIMBAETCA PYKOBOIUTEIIEM.
M3MeHeHurst BHOCATCSI B pETUCTPALIMOHHYIO KapTOUKY.

JIOKYMEHT CUYMTAETCS UCHOJHEHHBIM M CHHUMAETCSI C KOHTPOJSI IMOCIIe
BBITIOJIHEHUS 33JIaHUi, TPOPaObOTKU BOMPOCOB, MOATOTOBKH coobOmieHui. Ha
JOKYMEHTE TMPOCTABIsIeTCA OTMETKa OO0 WCIOJHEHUH, IMOJNUCh JIHIIA,
MOATBEPKIAOIIETO UCIIOTHEHUE, J1aTa.

5.2. Cucmema yuema KOHMPOIbHLIX OOKYMEHMOB

Kontposnb HCIIOJTHEHHUS JIOKYMEHTa CTPOUTCS Ha Oaze
PErUCTPAIIMOHHBIX JAHHBIX.

KonTtponbHasi KapToTeKa CHUCTEMATU3UPYETCSl MO0 CPOKaM MCIOJHEHHS,
M0 WCIOJIHUTEISAM M IO TpyInaMm JOKyMeHTOB. [IpoBepka xona HUCIOTHEHUS
OCYIIECTBJISIETCS JO HCTEUCHUS] CpOKa UCIONHEHUs (TpeaBapUTEIIbHBIMN
KOHTPOJIb) B CIIEIYIOUIEM MOPSAKE: MO 3aJaHUsIM IMOCIEAYIOIUX JIET — He
peXe OJHOrO pasza B I0j; MO 33JJaHUAM MOCJIECAYIOIMIMX MECSIEB TEKYIIETO
roja — HE PEXe OJHOTO pa3a B MeECAll, MO 3aJaHUSIM TEKYIIEro Mecsiiua —
KaX/IbI€ JIECATh JHEN U 3a MATh JHEN 10 UCTEUYECHUS CPOKA.

Ecnu nokyMeHT mepechuiaeTcsi Ha MCIOJHEHHE B MOJIBEIOMCTBEHHYIO
OpraHu3aIyio ¢ TOCIEAYIOIMM HUHGOPMHUPOBAHHEM O  pe3yJbTarax
pacCMOTpEHMSI, BMECTE C JIOKYMEHTOM II€PEChUIAIOTCS JBa SK3EeMILISIpa
perucTpaioHHon kapTouku. [locne ucnonmHeHus: ONH SK3EMILISIP KapTOUKU
BO3BPAIIAETCS C YKa3aHUEM JIaThl U COJICPIKAHUS UCTIOTTHEHUSI.

CHpaBKI/I O COCTOSIHUM HCIIOJIHHUTEIbCKOMN JUCHHIIIIMHBI COCTAaBIIATOTCA
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HE pEXKE OAHOro pasza B Mecsal. OTBETCTBEHHBIM HCIOJHHUTENND HECET
NEPCOHATILHYIO OTBETCTBEHHOCTH 3a MOJHOTY M JIOCTOBEPHOCTh MH(OpMALIUU
[0 WCIOJHEHUI0 JOKyMeHTa. [[is ymoOcTBa pabOThI MCHOTHUTETH MOTYT
3aBECTH NAIKH I UCIOJHEHUS TOKyMEHTOB «CpouHoy, «Ha moanucey, «Ha

OTIIPaBKY» (MJIM 3TO BBECTU B MPOTrpaMMy KOMITBIOTEPA).

6. CocTaBiieHre HOMEHKJIATYPBI A1

6.1. Kaxnplii oTAen, CTPYKTYpPHOE IMOJpa3ICIiCHUE OpraHu3alvu Ha
KOKIBIA TOJI COCTaBISIIOT CBOKO HOMeHkiatypy jaein. Cruyxb6a JOY
MPUCBAUBAECT CTPYKTYPHOMY TMOAPA3ACIICHUI0 UHIEKC, Hanpumep. NpUEeMHas
pykoBonurens — 02.

Homenknatypa gen  opraHu3anmu — cocTaBisieTcss 1o  (opwme,
onpeneneHHol ['ocymapcTBeHHOM apxuBHOU ciykOoii P®d, Ha ocHoBe
HOMEHKJIATYp JIel  CTPYKTYPHBIX  TOJpa3JiefieHud ¢  yTBEpKAaeTcs
PYKOBOAMTENIEM OpraHU3alUH.

6.2. Ilopamok pacmoyioKEHUsl 3aroJIOBKOB €l BHYTPHU DPAa3eloB M
MO/APA3/ICIOB HOMEHKJIATYpPhl JIeJI OMNPEACNSIETCS CTENEHbI0 BaXXHOCTH
JIOKyMEHTa. 3aroJIoBOK Jielia JIOJDKEH YETKO B 0000I1IeHHOM (hopMe oTpakaTh
OCHOBHOE COJIEp’KaHHE€ U COCTaB JIOKYMEHTOB Jena. He pomyckaercs
yIOTPeOIsATh HEKOHKpETHbIE (OpMYyIMpPOBKM TuIa «Pa3Hble Marepuanib,
«OO01as nepenucka» u T.1.

3aroyioBOK Jieia COCTOMT M3 CIEAYIOLIUMX 3JIEMEHTOB: Ha3BaHUS BUA
nena (Mepenucka, MPOTOKOJbI, MPUKa3bl M T.JA.), Ha3BaHUSI CTPYKTYPHOI'O
MO/Pa3/IeNICHNs U KPATKOTO COJIepKaHUs TOKYMEHTOB JIefia.

6.3. @opMupoBaHUE €I

Hena Qopmupytorcss B OpraHuzaluu  JCHEHTPATU30BaHHO, T.€. B
CTPYKTYpPHBIX  MOApa3ieneHusix. 3a (QopMupoBaHue 1€l OTBEYAIOT
PYKOBOJIUTENIM CTPYKTYPHBIX MoApaszzaeieHunil. KOHTpolb 3a MpaBUIbHOCTHIO
dbopmupoBanust nen ocymectrisier ciyxoa JIOY. [Ipu dbopmupoBanuu nen

HE00X0AMMO COOJII0IaTh CIICYIOIIUE MTPaBUJIa;
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. MoOMeIIaTh B JEJNO TOJBKO MCIOJIHEHHBIE JOKYMEHTHI B
COOTBETCTBHUHU C 3ar0JIOBKOM JI€JIa IT0 HOMEHKJIATYPE JIET;

*  IIOMeENaTh BMECTE BCE JOKYMEHTBI, OTHOCSIIUECS K Pa3pELICHUIO
OJIHOT'O BOIIPOCA;

*  IPYNOUPOBAThH B JIeJI€ JOKYMEHTBI OJTHOIO KaJ€HIAapHOIo roja, 3a
VICKJIIOUCHUEM NEPEXOIAIIMNX JIET;

. CPYIIUPOBATh OTAECIBHO JOKYMEHTHI MOCTOSSHHOTO XPaHEHUS U
BPEMEHHBIX CPOKOB XPAHEHUS.

B neno nomkHBI mMOMEIIAThCA TOKYMEHTHI, MOJJIEKAlIMe BO3BpATY,

JIMIIHUE YK3EMIULIPBI, YEPHOBUKH. /(€110 HE NOKHO npeBbIath 250 IucToB.
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Homep nena, B KOTOpO€ JAOKEH OBITh MOAIIUT JOKYMEHT, OMPEENsIeT
UCIIOJIHUTEb.

[Ipuka3zpl MO OCHOBHOM JESATENBHOCTU TPYNIHUPYIOTCS OTIAEIBHO OT
IIPUKA30B [0 JIMYHOMY cocTaBy. IIpukasbl onepaTMBHOro Xxapakrepa (O
KOMaH/IMpPOBKaX, OTITyCKaX, B3bICKaHUX) (POPMUPYIOTCS B OTAEIBHOE JEJI0.

IIpOTOKOJIBI pAaCIIONATAOTCS B XPOHOJIOTMYECKOM NOPSAJKE 110 HOMEPAM.

OOGpamieHust TpaxijaaH MO BompocaM pabOThl OpraHu3alid W BCE
JOKYMEHTBI M0 MX PAaCCMOTPEHUIO (POPMUPYIOTCA OTAEIBHO OT OOpalleHui
rpaxiaH Mo JUYHBIM BOIIPOCAM.

Ilepenucka rpynmupyercs, Kak NOpPaBWIO, 34 KaJEHOApPHBIM TOj M
CUCTEMATU3UPYETCS B XPOHOJIOTHYECKOM NOCJIE0BATEILHOCTH
JOKYMEHT-OTBET HyMEpyeTcs CIeA0OM 3a JIOKyMeHToM-3arpocoMm. llpu
BO300HOBJICHUM MEPENUCKU IO OMNpEAeIEHHOMY BOIPOCY, HayaBIIEWCs B
IOPEIbIAYIIEM IOy, JOKYMEHTBHl BKIIIOYAIOTCS B JEJO TEKYIIEro roja ¢
yKa3zaHUWEeM HHJIeKca JieJia MPEebIIyIEero roaa.

6.4. DKcrepTu3a IEHHOCTH JIOKYMEHTa, 0(pOpMJICHUE JIEJI, COCTABIICHUE
OMKCEH JeJ, OTepaTUBHOE XpaHEHUE JOKYMEHTOB U JIeJl, Tepeaava Jesl Ha
APXMBHOE XPAHEHUE OCYILECTBIISIOTCS COIVIACHO IpaBWJIAM, YTBEP)KIECHHBIM
["ocynapcTBeHHOM apxuBHOU cityx00ii PO.

Ilpumeuanue. IlpumepHas HMHCTPYKLHS MO JEJIONPOU3BOJCTBY JaHa 0Oe3 yuera
0COOEHHOCTEN KOHKpETHOM opraHm3anuu. Ho mpu coCTaBIeHUU KOHKPETHOW HWHCTPYKIUH
[IpumepHast MHCTPYKIMSL TOJDKHA CIIY>)KMTh OCHOBOM, TaK KaK OHA COCTABJIIEHA C Y4YETOM
TunoBoi MHCTPYKLIMHU IO JEJIONPOU3BOACTBY B MUHHCTEPCTBAX U BegoMcTBax PO u 'OCT
P 6.30-97.

K KOHKpeTHOM HMHCTPYKLHH HEOOXOIUMO MPHIIOKHUTH 00pa3lbl pPEerucTPalliOHHBIX
KapTOYEK BXOMAIIEH W OTIPABIAEMOM KOPPECIIOHACHIIMY, BHYTPEHHHUX JOKYMEHTOB
(mocTaHOBJIEHUH, pacoOpsHKEHUH, MPUKA30B, MPOTOKOJIOB M T.J.), OOpalieHUil Trpa)ia,
00pas3Iibl CIPaBOK O COCTOSIHUM PabOTHI C JOKyMEHTaMH, (JOpM HOMEHKJIATYpPHI JIell, aKTOB
00 YHMUYTOXXEHUHU JIOKYMEHTOB, a TaKXKe IepeuyeHb JIOKYMEHTOB, Ha KOTOPBIX CTaBHUTCS
nedatb. J[JI1 MOATOTOBKHM 3THUX NPUIOKEHUH MOXKHO HCIOJIb30BaTh O0Opasiibl, KOTOpHIE

IMPUBCACHBI B TAHHOM ITOCOOUH.
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I/IHCTpYKHI/IH YTBECPKAACTCA ITOCTAHOBJIICHHUEM TIJIaBbl aAAMUHHUCTPALIUH, ITPUKA30M
PYKOBOAUTECIIA OpraHHU3allv U OO POCIHUCH JACTCA KAXKIAOMY pa6OTHI/IKy I CO6J’H-OI[CHI/I}I

UM MpaBUjl paboThI C JOKyMEHTaMH.

Ipunoowcenue 1.3

IIpumepHasi 10JKHOCTHA UHCTPYKUMSA PYKOBOAUTEISA KaHIEJIAPUM,
o01ero oraesa, cekperapuara
YTBEPX/AIO
PykoBonurens

B.N.

Ilerpos
Haumenosanue opeanuzayuu Iloonuce

Jlata

JOJKHOCTHASA HHCTPYKIUA
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PYKOBOJIUTENIS KaHLIEeNsIpuu (0011Iero oTiesna, ceKkperaprara)
1. O6mme nosnoxeHust

Ha3nauenue 0onxcnocmu

JIOKyMEHTallMOHHOE O0ECIeueHUEe HECEKPETHOTO JENONPOU3BOJICTBA B
OpraHu3aIuu.

Cmpykmypa é3aumooeiicmeus

[lomuuHsAETCA HEMOCPEICTBEHHO PYKOBOUTENIO IPENIPUSATHU.

PykoBonmur  paboTOl  COTPYOHUKOB  KaHUEISPUHM:  BEAYLIETO
CHELUAINCTA, HUHCIIEKTOPA U YETHIPEX JETONMPOU3BOAUTEIECH.

B3anmonencTByeTr ¢ 3aMECTUTEISIMHM PYKOBOAMTENSA, IOMOIIHUKAMM,
HaYaJIbHUKaMU  OTJENOB,  CeKpeTapsiMu-pedepeHTaMu 1O  BOIpocam
OpraHu3aluy JEeJIONPOU3BOJCTBA, pabOThl HHMOPMALMOHHON TEXHUKH,
MaTepUAIIbHOIO OOeCTIeUeHUs] KaHUENIAPUH, MPUEMHBIX PYKOBOJIUTENS U €ro
3aMECTUTENEH.

Hopmamuenwvie 0oKymenmut

B cBoeir pgesarenbHOCTM pyKoBoAcTByeTrcs Konctutynmeinn PO,
3akoHaMu Poccuiickoit @enepanyy, HOPMATUBHBIMUA U PaCIOPAAUTEIBHBIMU
aktamu llpesugenta PO, denepanprHoro Cobpanus, I[IpaBurensctBa P,
3aKOHAMU W UWHBIMH HOPMATHBHBIMH U TIPAaBOBBIMH aKTaMH O0JIacTH,
HNHcTpykumen no 1enonpou3BoACTBY, 1lonoxenrnem o kaHUeIspuu.

Ha3snauenue u 0ceoboicoenue

Haznawaercss u  ocBOOOXJaeTcss OT JODKHOCTH B TOPSAJIKE,
YCTaHOBJICHHOM B OpraHu3alid B COOTBETCTBUH C  JICHCTBYIOLIUM
3aKOHOJATENIbCTBOM, PETYIUPYIOLIUM TPYAOBbIE OTHOILIECHHUS.

2. Ob6s13aHHOCTH

2.1. OOecneuywBaeT OpraHu3alil0 W  KOOPAMHUPYET  paboTy
COTPYJHUKOB KaHIIENSIPUH, pa3pabaThIBacT UX JIOJDKHOCTHBIE OOS3aHHOCTH,
OTpEEIAET CTENEHb OTBETCTBEHHOCTH.

2.2. VYyactByeT B pa3pabOTKe MPOCKTOB HOPMATHUBHBIX AaKTOB,
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BBIPA0OTKE MOpPsAKA pabOThl C JOKYMEHTAMH, BHOCUT MPEJIOKEHHUS O €ro
COBEpUICHCTBOBAHUIO B OpPraHU3ALINH.

2.3. VYwuactByer B (POPMHUpPOBAHUM 33jJiay, MOJITOTOBKE M OCBOCHUU
porpamm, o0ecreynBaroIux UCII0JIb30BaHHE COBPEMEHHBIX
TEXHOJOTHYECKUX CPEACTB 00PaOOTKU U HAKOILIEHUSI MH(OpMaIuu.

2.4. BzauMmoJeWCTBYeT TIO HaNpaBlIEHUAM CBOEHl pabOThI  CO
CHEUAIMCTAMU CTPYKTYPHBIX MOAPA3I€ICHUN OpraHu3aluu.

2.5 Okxa3pIBaeT METOJUYECKYIO IIOMOIIL M OpPTraHu3yeT OOy4YeHHue
cekpeTaper-peepeHTOB MO BEICHUIO JEIONPOU3BOJCTBA C HECEKPETHBIMU
JOKYMEHTAMH.

2.6. ObecrieynBacT CBOEBPEMEHHYIO PETUCTPAIIMI0 BHYTPEHHUX
JOKYMEHTOB, BXOJSIIEH M UCXOMSIIEH KOPPECIIOHACHIINY, €€ IIEPEAPECOBKY
U OTIPABKY.

2.7. OcymiecTBiIsIET KOHTPOJIb 32 CBOEBPEMEHHBIM UH(POPMHUPOBAHUEM
PYKOBOAMTEIEH O CPOKAX UCIIOJHEHHS TOKYMEHTOB.

2.8. [IpoBoguT aHamM3 JOKYMEHTOOOOpPOTa U COCTOSIHHS
UCIIOJIHUTENbCKON AUCIIUIUIUHBI.

2.9 Opranu3yeT NOANKUCKY Ha MEPUOJNYECKUE U3JaHUSI B OpraHU3aALHNH
U IIOJIyYeHHE HX pyKoBoAMTENsIMH opranuzanuu. 2.10. Opranusyer
apXUBHYIO pa0OTy B OpraHU3aIUu:

*  KOOPJAWMHHUPYET paboTy MO COCTABJIEHUIO CBOJHOW HOMEHKJIATYPhI
e,

* BeJIET apXMBHOE JIeJIO 10 JOKYMEHTaM PYKOBOJMTEIIS;

. KOOPAUHUPYET pabdoTy MO MOATOTOBKE M cllay€ JOKYMEHTOB
OpraHu3alMy Ha MOCTOSIHHOE XpaHEHUE B TOCYJapCTBEHHbIN apXUB.

2.11. TloBpimiaer cBO MPO(ECCHOHANBHBIN YPOBEHb C OTPHIBOM (WJIH
0€3 OTpBIBa) OT OCHOBHOM PabOTHI.

2.12. Cobmroiaer  yCTaHOBJICHHBIE B OpraHM3allMy  IpaBuja
BHYTPEHHEr0  TPYAOBOTO  paclopslika,  OOECIEUYMBACT  COXpaHEHUE

uH(dOpMAIINH, TTOCTYIUBIICH B KaHIIEIISIPUIO.
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3. IIpaBa

Nwmeet npaso:

3.1. OOpamarbcs K PyKOBOJUTENIO, €0 3aMECTUTENSIM, HayalbHUKAM
OTZIEJIOB TI0 BOIIPOCAM OpraHU3allMH JEJIONPOU3BOACTBA, MCIOJHUTEIbCKON
JTUCHUIUIMHBI, pa0OTHl OPTTEXHUKH.

3.2. IlpencraBnsTh KaHUEISPUIO B CTPYKTYPHBIX MOJpa3aeiICHUsX
OpraHu3aIuy MO0 BOIMPOCaM, OTHOCSAIIUMCS K KOMIIETCHIIMU KaHIEISIPUH.

3.3. Tlomy4aTh OT PYKOBOIUTENS, €ro 3aMecTuTenei uHpopmaruio,
HEOOXOJMMYIO JJIi HWCIIOJIHEHMS JIOJDKHOCTHBIX OOSI3aHHOCTEH M Pa30OBBIX
3a1aHUM.

3.4. BHOCHUTH MIPEAJIOKEHUS TI0 COBEPIIEHCTBOBAHUIO METO/IOB PaOOTHI
KaHIIEISIPUH.

3.5. BHOCUTB NpeSIOAKEHUS 110 BOIIPOCAM:

* U3MEHEHUS IITAaTHOI'O PACIIMCAHUS KAHIIEISIPUM;

* TOOUIPEHUS] COTPYAHUKOB KaHIICISPHUU;

*  moabopa M PAacCTAHOBKU KaJpOB B KAHIICJSIPUM, MOBBIIICHUS UX
KBTI (UKAITUH.

3.6. 3ampammBarh HH(POPMAIMIO OT CTPYKTYPHBIX MOJIpa3iesieHU
OpraHu3aIiy, OTHOCAILYIOCS K chepe NeITeTbHOCTH.

3.7. TlpoxoauTh MOJATOTOBKY M TOBBIIICHHE KBAIM(PUKAIIUU 32 CUET
CPEIICTB OpraHu3aIlMH.

3.8. 3HaKOMUThCS C MaTEpUaIaMU CBOETO JTUYHOTO JieJia U OT3bIBAMH O
CBOEi pabore.

4. OTBeTCTBEHHOCTH

3a HEUCIMOJIHEHUE WM HEHAJJIeKalllee HCIOJHEHUE OJDKHOCTHBIX
00s13aHHOCTEH, pa3riallieHue CBEJAEHUN, U3BECTHBIX B CBSI3U C HCIIOJHEHUEM
CIIy’k€OHBIX 00513aHHOCTEM, HECET OTBETCTBEHHOCTh coraacHo K30T PO.

5. IlpogeccuonaibHbIE KAYECTBA M 3HAHUS
3nanusn

1. OcuoBHble nonoxenusa Koncruryuu PO.
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2. Kopekc 3akoHoB o Tpyne PO.
3. VYcraB obmactw.
4. 3akoH obmactu «O rocymapcTBEHHOM CITy:KOe 00IacTmy.
5 EI'CA0Y, T'OCT P 6.30-97, tpeboBanus k OG(OpPMIICHHUIO
OpraHu3alMOHHO-PACIOPAIUTEIBHBIX JOKYMEHTOB.

6. HWucTtpykiuu mo pabore ¢ JOKyMEHTaMH B OpraHU3aIliu.
7. TlomoxkeHue, ycTaB OpraHu3alnu.
8. IlpaBuna BHYTpEHHETO pacmopsiaKa.
9. IlpaBuiia 3KCITyaTallid OPTTEXHUKMU.
Ymenue u kauecmea
1. IlpencraBuTenbCcKre Ka4eCTBa.

. OTBETCTBEHHOCTb.

HacroitunBocTs.

MNHunmaTuBHOCTD.

2
3
4
5. YMeHue OonepaTuBHO IPUHUMATh PELICHUS.
6. Hamuuue ombiTa pykoBoAsIIei pabOTHI.
7. Opranu3aTopcKkue CrocoOOHOCTH
8. YMmeHue co3naBaThb KOHCTPYKTHBHYIO pabO4yyi0 OOCTaHOBKY B
KOJJIEKTHBE.

9. DOmouunoHaNbHas yCTOMYUBOCTb.

6. Kpanupukanmonubie TpeOOBaAHUA

Oopa3zoeanue — BBICIIEE, XKEJIATEIBHO — BBICIIEE YIPABICHYECKOE.
Kpome TOro, mnosbliieHre KBaaupuKalud HE MEHEe OAHOrO pasza B MSTh JIET
N0 cHenuanbHOCTU  «Jlenmompou3BoACTBO» (HE MeHee 72 4Y) WiIH
NEPENOATrOTOBKA MO CHEeUaNbHOCTH «['0CyIapCcTBEHHOE M MYHHIMMNAIBHOE
ynpasienue» (500 ).

3aM. pyKOBOAUTES Iloonuco ..

Ilerpos

JlaTa



This document was created by Unregistered Version of Word to PDF Converter

Ipunoowcenue 1.4

IIpumMepHasi 7OMKHOCTHASI MHCTPYKIUS
cekperapsi-pedepenra
YTBEPXIAIO

PykoBonuTens

Haumenosanue opecaruzayuu

Iloonuce N.U. Tlerpos
Jlara

HanMenoBanue opranuzanuu
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JOJIKHOCTHASA HHCTPYKIUA
cekperapsi-peepenrta

JlaTa

1. O0mue moIoKeHus

1.1.  Cekperapb-pedepeHT OTHOCUTCS K KaTErOpUHU CIEIUATUCTOB
OPENNpUATUS, IPUHUMAETCS U YBOJBHAETCA JUPEKTOPOM.

1.2.  OcHOBHBIMH  3aJadaMH  ceKpeTaps-pedepeHTa  SBIAIOTCA
OpraHU3alMOHHOE U JIOKYMEHTAIlMOHHOE 00eCTIeYeHUE YIPaBICHYECKOM

NESATENBHOCTH.

1.3. Cexkperapb-pedepeHT MOAUUHSIETCS HEMOCPEACTBEHHO TUPEKTOPY
NpEANPUITHSA.

1.4. B cBoeli nesTeNbHOCTH CEKpeTapb-pePepeHT PyKOBOICTBYETCS:

3aKOHOJATEJIbHBEIMU akTaMu PO;

Y cTaBoM npeanpusATUs;

[onoxenneMm 0 QYHKIIMOHATIBHBIX CIYX0ax MPEANpUATHS; MPUKA3aMH
(YKa3aHHSIMH) PYKOBOJICTBA TMPEANPHUATHS, HOPMATHUBHO-METOIUYECKHUMU
MaTepHajlaMU 110 OPTaHU3al|u JAeJIONPOU3BOCTBA;

HACTOSIIEN JOJDKHOCTHON MHCTPYKIIUEH.

1.5. Ha nomxHOCTh cekperapsi-peepeHTa Ha3HAYAKOTCSA JIMIa C
BBICILIUM, CPEJHUM CIIELIMAIbHBIM 00pa30BaHUEM M CTaXKEeM PadOThl HE MEHee
1 roga wnu Oe3 craxka, HO IPHU YCIOBUU MPOXOXKJEHUSA O00y4eHUsl Ha Kypcax
cekperapen-peepeHTOB.

1.6. Cekperapb-pedepeHT TODKEH BIAJACTh BOMPOCAMU: IEPCIEKTUB
Pa3BUTHUSI TPEIIPUATHS, €r0 (PMHAHCOBO-XO3SIICTBEHHOM JIEATETLHOCTH;

opranu3ainuu paboThl ¢ JOKYMEHTAMH, COCTaBJICHHS TOKYMEHTAIUH;

OpraHu3alliy yIpaBJIEHYECKOro TPYyAa;

OPUMEHEHUS CPEJICTB BHIYUCIUTEIBLHON U OPraHU3aI[MOHHON TEXHUKU;

nepeBojia  CIy)KEOHOM  JOKYMEHTAallud Ha HWHOCTPAHHBIM  SI3BIK
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KOMMEpYECKOro NapTHEpa;
KYJIBTYPBI TPy/Ja U CIyKeOHOM 3THUKH;
OXpPaHbI TPY/1a, TEXHUKN 0€30IIaCHOCTU U MTPOTHUBOIOKAPHON 3aILHTHI.
2. OyHKINH

Ha cekperapsi-pedepenrta Boznararotcs cieayromue QyHKIuu:

2.1. HNuadopmMannoHHO-CIIPAaBOYHOE OOCTY)KMBAaHUE IO JTOKyMECHTaM
IPEIIPUATHS.

2.2. Meroauueckoe pPYKOBOACTBO M KOHTPOJb 3a OpraHu3alnuen
JIENIONPOU3BOJICTBA B CTPYKTYPHBIX  MOJpa3AelieHusax ¢ (uimanax
PENPUSATHUS.

2.3. JloKyMEHTHUpOBaHHME JEATEILHOCTH COBEIIATEIbHBIX OpPraHOB
TPEINPUATH.

2.4. OnepaTUBHO-OPraHU3AIIMOHHOE 00CITY’)KUBaHHE PYKOBOJICTRBA.

2.5. Benenue u odopmieHHe KaapoBOW JOKYMEHTallMd U ydeTa (B
CJlydae OTCYTCTBHSI MHCIIEKTOPA 10 IEPCOHAILY).

3. 10J12KHOCTHBIE 00SI3aHHOCTH

Cekperapb-pedepeHT JT0JIKEH:

3.1. ObecrnieunBaTh MpPUEM, YYET, PETUCTPAIUIO, KOHTPOIb
UCTIOJHEHUSI JTIOKyMEHTOB, HH(OPMAIIMOHHO-CIIPAaBOUYHOE OOCIYXKUBAaHUE U

XpaHeHHEe TOKYMEHTHOU HH(OpMaIuu.
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3.2. KoHTponupoBaTh  KayeCTBO  MOJATOTOBKH,  IPAaBHJIbHOCTb
COCTABJICHUSI, COTJIACOBAHUSI M YTBEPXKICHUS JTOKYMEHTOB, MPEICTaBISIEMbIX
Ha MOANUCH PYKOBOJICTBY MPEAIPUSITHUS.

3.3. OcyiecTBIsITh KOHTPOJIb UCIOJHEHUSI JTOKYMEHTOB U MOPYYECHUI
PYKOBOJACTBa, NPUHUMATh OINEpPaTUBHBIE MEpPbHI, HAIpPaBJICHHbIE HA
CBOEBPEMEHHOE U Ka4YeCTBEHHOE MX BBHITIOJHEHUE.

3.4. OcylecTBISATh OPraHU3ALMIO MOATOTOBKH, MPUHATUS PELICHUS U
JIOBEICHUSI UX JI0 HEMOCPEJICTBEHHbIX ucnonHuteneil. [IpoBoauts anamus
COPaBOK M JIOKJIAJOB, MPEJOCTABISEMbIX PYKOBOACTBY, JaBaTh IO HUM
KOMIIETEHTHBIE 3aKIFOYEHUS.

3.5. OcywmecTBiasTh  ONEPaTUBHYKD  CBSI3b  CO  CTOPOHHHUMH
opranm3anusMu (Kak KOMMEPYECKMMHU, TaK U TOCYJAapCTBEHHBIMHU) U
OTNICIPHBIMM ~ TpaXKJaHaMH IO  BOINpOcaM  TEKYIIeH  JesTeIbHOCTH
npennpusitus (tenedoH, dhakc u T.11.).

3.6. BecTu nipyuem moceTuTenei.

3.7. BpmonHATh paboTy MHO JOKYMEHTAIMOHHOMY OOECHEYEHUIO
KaJIpOBOM JEATEIBHOCTH MIPEATIPUITHUSA:

o(opmIIeHHE PUKA30B M0 JUYHOMY COCTaBY;

odopmiieHre TUIHBIX KapTouek Gopmbr T-2 WM JTMYHBIX JET,

oopmIiieHHE TPYJOBBIX KHUKEK;

oopmIieHNE U BeIEHUE TPYAOBBIX KOHTPAKTOB (JJOTOBOPOB);

oopmIiIeHrEe KOMaHIUPOBOYHBIX JOKYMEHTOB;

oopMJIEHHE JINCTOB HETPYIOCITIOCOOHOCTH;

BeJieHUE Ta0ensl yueTra pabouero BpeMeHu;

BbI/Iaya CIIPABOK O TPYAOBOM CTaXKe U 3apadOTHOM Iu1aTe.

3.8. OGecneunBaTh BHITIOJHEHNE MAITUHOMMCHBIX M KOMTUPOBATHHBIX

pabor.

3.9. Hcnomb3zoBars IIOBM  Kkak CcpeacTBO  aBTOMAaTH3alUuu
JIOKYMEHTAIIMOHHOTO 00eCTIeYeHUs TPEATPUATHS.

3.10. IlpoBomuTh €XEroAHbIi OTOOp JOKYMEHTOB Ha apXUBHOE
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XpaHEHUE WU YHUUYTOKEHHUE.

3.11. BBINONHATE OTHAENBHBIE NOPYYEHUS PYKOBOJACTBA, CBSI3AHHBIE C

(MHAHCOBO-X031CTBEHHON JEATENbHOCTHIO MPEATPUSITHUSI.
4. IIpaBa

Cekperapb-pedepeHT UMEET MPaBo:

4.1.  3anpammBaTh OT (YHKIMOHAJIBHBIX CIYy:KO HEOOXOIUMBIE
MaTepualbl, a TakXe OOBSICHEHHUA O MNPUYMHAX 3aJCPKKU BBIMOITHEHUS
3a1aHUH U NTOPYYEHUN PYKOBOJICTBA.

4.2. PaccMmarpuBaTh JOKYMEHTHI M HANpaBiATh UX HA HCIIOJHEHHE
PYKOBOAMTEISAM M CIIELMAIACTAM HPEATIPUATHS.

4.3. TpeboBarb 0T wuCHOTHUTENEW AOPAOOTKA JTOKYMEHTOB,
MOJITOTABIIMBAEMbIX C HAPYHIEHUEM YCTAHOBJICHHBIX MPABUJI UX COCTABJICHUS
u opopmienuss (I'OCT P 6.30-97), MexayHapOJHBIX MpaBUi OPOPMIICHUS
nokymeHToB (ISO).

4.4. Bu3upoBaTb JOKYMEHTHI YIIPABICHUYECKON NEATEIIBHOCTH B PAMKAX
CBOEH KOMIIETEHIINH.

4.5. BHOCUTP Ha pacCMOTPEHHE PYKOBOACTBA NPEMJIOKEHUS 10
YIAYYILIEHUIO JIOKYMEHTAMOHHOTO 00eCneueHUs AITEIbHOCTH MPENIPUSITHS,
COBEpILIEHCTBOBAHUSA ()OPM M METOJIOB YIPABJIEHYECKOTO TpyJa Ha OCHOBE
IPUMEHEHUS JIEKTPOHHON TEXHUKHU.

4.6. TpeboBaTh OT PYKOBOJCTBA CO3/JaHUSI HOPMAIbHBIX YCIOBUU JJIs
BBITIOJIHEHHUSI CIYKEOHBIX O00s3aHHOCTEHl M COXPAHHOCTH BCEX JTOKYMEHTOB,
00pa3yIoIINXCs B POIECCe ACSITENbHOCTU MPEATPUSITHSL.

4.7. Paborate ¢ AOKyMeHTaMH, UMemuMu rpud «ms ciayxe6HOTO
I10JIb30BAHUSI.

4.8. IlpuHMaTh peuieHus B Ipeeiax CBOE KOMIIETEHIUU.

4.9. BsaumopeiicTBOBaTb €O BCEMH CIyX0amu (COTpYTHUKAMHU)
OpEeNNpusiTAs MO BOINpPOCaM MPOBEPKU HUCIOJHEHHUS JOKYMEHTOB U
npesicTaBIeHUs] HeOOX0IUMON MH(OPMAIIUU PYKOBOJICTBY.

5. OTBeTCTBEeHHOCTH
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Cekperapb-pedepeHT HECET OTBETCTBEHHOCTb 3a:

5.1. KauecTBO OKYMEHTOB, MNpPEIOCTaBISAEMBIX Ha IIOAIMUCH
PYKOBOJICTBY MIPEATIPUSTHUS.

5.2. HebOpexxHoe, XalaTHOE OTHOIIEHHWE K PETUCTpalldd M BEJICHHIO
JIOKYMEHTOB.

5.3. CoxpaHHOCTb JIOKYMEHTAIIMH, Pa3rialllecHUEe CBEJICHUI, UMEIOIIUX
rpud «ls ciyxeOHOro Moiab30BaHUs».

5.4. HedeTkoe ¥ HECBOEBPEMEHHOE BBIMIOJIHEHHUE JOJKHOCTHBIX
00s13aHHOCTEH, MPEYCMOTPEHHBIX HACTOAIIEH HHCTPYKIIUEH.

3aMm. PykoBogutens Tloonuce A.IL

Cunopos
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Tema 2.
OCHOBHBIE TPEBOBAHUS K O®OPMJIEHUIO
YIIPABJIEHUYECKHUX
(OPTAHU3ALIMOHHO-PACHOPAAUTEJIBHBIX) JOKYMEHTOB

l. OCHOBHBIE TIOJIO)KEHUS IO JOKYMEHTHPOBAHUIO YIIPABICHUYECKON
NEeATENbHOCTU

2. VYHudukanus u craHaapTH3aIUs YIPaBICHUECKUX JOKYMEHTOB

3. Bubl JOKyMEHTOB U UX Kl1acCHUPUKaLUs

4. [IpaBuna oopmneHus YIIPaBICHYECKUX

(OpraHu3aIOHHO-PACTIOPSIUTENBHBIX ) JIOKYMEHTOB

1. OcHOBHBIE M0JIOKEHUS 110 JOKYMEHTUPOBAHUIO
yIIpaBJIeHYECKON AesITeJIbHOCTH

JIOKYyMEHTHpPOBAHHUE YIPABICHUYECKON NESITEIbHOCTH OXBATHIBAET BCE
MPOIIECChI, OTHOCSAIIMECS K 3anmucH ((hUKcanuu) Ha pa3IUuyHbIX HOCUTEISIX U
OoOPMIICHHIO TO YCTaHOBJIEHHBIM MpaBujiaM HHGOpPMAIUHA, HEOOXOTIUMOMN
JJI.  OCYIIECTBJIEHHUSI  YNPABICHYECKUX ACUCTBUU. J(OKyMEeHTHpOBaHUE
OCYIIECTBJISIETCS. HAa ECTECTBEHHOM S$3bIKE (PYKOMHUCHBIE, MAaIlMHOMUCHBIE
JIOKYMEHTBI, B TOM YHUCJIE TeJIerPaMMBbl, TeJle(hOHOTPaMMBbI, MAIITHHOTPAMMBI),
a TaKX€ Ha HMCKYCCTBEHHBIX S3bIKAaX C HMCIOJb30BAHUEM HOBBIX HOCHUTENEH
(mepdokapTsl, epPoaEHTHI, MATHUTHBIE JIEHTHI, KAPThI, TUCKETHI U JP.).

CocrtaB yrnpaBlIeHUECKUX JOKYMEHTOB OIPEIEIACTCS KOMIETECHIIUEH U
GYHKUMSIMUA  OpPTaHU3allMK, TOPSJAKOM pEIICHUs BOIMPOCOB, OOBEMOM H
XapaKTEpOM B3aMMOCBSA3€H C APYTMMHU OPraHU3alMSIMH U 3aKpEIUIsieTcs B
Tabeye JOKyMEHTOB. EMMHCTBO MpaBMJI JOKYMEHTHPOBAHUS YIPABICHUYCCKUX
JNEUCTBUII HA BCEX YPOBHSIX YIPABICHUS OOECIEUUBACTCS MPUMEHEHHEM
["ocynapcTBeHHOI CUCTEMBI TOKYMEHTAIMOHHOTO O0ECTICYeHUS YIIPABICHUEM

(FCHOY) u yaudunupoBanHsix cuctem aokymentaiuu (Y CJ).
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YHUPUIIUPOBAHHBIE CHUCTEMbl JOKYMEHTAallud — 3TO KOMIUIEKC
B3aMMOYBSI3aHHBIX JOKYMEHTOB, CO3/laHHBIX II0 €JUHBIM MpaBWIaM U
TpeOOBaHUAM, COAEPKAIIUX WH(OPMaIINI0, HEOOXOAUMYIO VISl YIIPABICHUS B
onpeneneHHoln  chepe  mearenbHoctH. YCJl  mpenHasHadeHbl IS
UCIIOJIb30BaHMS KaK C MOMOIIbIO CPEACTB BBIYMCIUTEILHOW TEXHUKH, TaK U
IpU TPAAUITMOHHBIX METO/IaX 00padoTKK MH(OpMaITUH.

VYrpaBieHueckre JOKYMEHThl 10 HAaWMMEHOBaHUIO, (OpME U COCTaBY
PEKBU3UTOB JOJDKHBI cooTBeTcTBOBaTh YCJI, tpeboBanusm ['CHOY,
NOJIOKEHUsIM ~ (ycTaBamM) 00  OpraHu3aluu, JIpyrMM  HOPMaTHUBHBIM
JOKYMEHTaM, COAEpKalluM IpaBuja JOKYMEHTUpPOBaHUS. B cooTBeTcTBUU C
JNEUCTBYIOIIMM 33aKOHOAATEIbCTBOM M KOMIIETEHLIMEW OpraHbl YIpPaBICHUS
U3IAI0T  CIEAYIOIIME  PacCHOpAIMUTENIbHbIE  JOKYMEHTBI:  PEIICHHS,
IIOCTAHOBJICHUS,  PACHOpPSDKEHUs,  MOpPHUKa3bl,  yKa3aHUsA, I[OPYYECHHS,
UHCTPYKIIUU.

Pewenus, nocmanosenenus U npuxasvl U3Ia10T BO BCEX CIIydasX, KOrmaa
HEOOXOAMMO TIPUHATH HOPMATUBHBIA WM WHAUBUIYAJIbHBIA aKT IO
OCHOBHBIM BOIIpOCAM KOMIETEHI[MU OpraHu3auuu. Pacnopsowcenus n
VKa3auusi W3JA0TCA MO ONEPaTMBHBIM BOIPOCaM M JJIsl  OpraHU3alHH
VICTIOJIHEHUS [IOCTAHOBJIEHUM, PELLIEHUNA U TTPUKA30B.

CoBMeCTHBIE pacOpPSAAUTEIbHBIE JOKYMEHThI OPraHU3alni, U31AI0IUX
OJIMHAKOBbIE MO (opMe MOKYMEHTHhI (TPHKa3bl, MOCTAHOBICHUS U Jp.),
opOpMIISIOTCS KaK coeMecmHoe peuienue, KOTOPOE UMEET MPaBOBYIO CHILY
pacnopsIANTENBHOTO TOKYMEHTA B KaXX0M OpraHu3alyy, TPUHUMAaBIIEH 3TOT
JOKYMEHT.

JloBeaeHue A0  CBEIOEHUS  MOJBEIOMCTBEHHBIX  OpraHU3alNi,
CTPYKTYPHBIX TOJpPA3AENE€HUN JTOKYMEHTOB BBIIIECTOAIIUX OpPraHOB WIIU
JOKYMEHTOB JIPYIMX OpraHu3aluil OCYIIEeCTBIAETCA B OpMeE, YCTaHOBICHHOM
aBTOpOoM JoKyMeHTa. Eciu cmoco® He ykas3aH, OpraHu3anus pemaeT 3TOT
BOIPOC CaMOCTOATENbHO. [IpOTOKOIBHBIE pelIeHUs] KOJUIETHAIbHBIX OPIaHOB

MOTYT JOBOJUTHCA 1O CBEACHUS HCIIONHUTENEH B (GopMme, YCTaHOBICHHOU



This document was created by Unregistered Version of Word to PDF Converter

MOJIO)KEHHEM 00 3THX OpraHax.

PacriopsinuTensHBIE  TOKYMEHT MOXET OBITh OTMEHEH (M3MEHEH)
pacHoOpSAUTEbHBIM JOKYMEHTOM CaMOW OpraHW3all¥l W BBIIIECTOSIICH.
JleficTBUE pacmopsAUTEILHOTO JIOKYMEHTa MOXET OBITh IMPHUOCTAHOBJICHO
COOTBETCTBYIOIIIUMH KOMIIETEHTHBIMHU OPTaHAMH.

[IpoexkTbl  JOKYMEHTOB,  3aTparuBalOlIUX  WHTEPECHl  APYruUx
OpraHw3aIiii, JOJ/DKHBI TPEABAPUTEIHLHO COTJIACOBBIBATHCS C  OTHMHU
opranuzanusMu. B ciaydae pa3sHOrIacHii K MPOEKTY MPUIIAraroTCsl 3aMedaHus
Wik GOpMYIUPOBKA CYTH Pa3HOIIIACUH.

Xona o0CykIeHHUsT BOPOCOB U PEIICHUS, MPUHUMAEMbIe Ha 3aCeIaHUsIX
KOJUIETHAILHBIX OPTaHOB, COBETaX, COOPaHUSX, COBEIIAHUSX, PUKCUPYIOTCS B
npomoxkosaax. lIpoTokonasl OQOPMIISIIOTCS Ha OCHOBAaHUM 3allMCH  XOJa
3acelaHuii, CTEHOTpaMM, 3BYKOBBIX  3amucedd  (TEKCTOB  JIOKJIAJIOB;
BBICTYIUICHHM, CIIPABOK, IMPOCKTOB MOCTAHOBICHUS WJIM PEIICHUN, TTOBECTKU
JHS, COUCKOB TpWIJAMIEHHBIX W  aAp.). Ecom  xom  3acemaHus
cTeHorpadupyercs, TEKCT CTEHOTpaMMbl pacmu(pOBBIBACTCS, IMEUaTACTC,
3aBepsICTCS U XPAHUTCA BMECTE C MPOTOKOJIOM.

B npemgenax cBoed KOMIIETEHIIMM OpraHW3allMd BCEX YPOBHEH
yIIPaBJICHUS MOTYT HANpaBISATh NuUCbMA TIPU OCYIIECTBICHUU OIEPATUBHBIX
CBSI3€ C BBIMICCTOSINIAMHU OTPACICBBIMA M (YHKITMOHATLHBIMU OpraHaMH,
MOJIBEIOMCTBEHHBIMH W JIPYTUMHU  OpPTaHW3allUsIMH ¥  OTICIHHBIMHU
rpaxaaHamu. [lucebMa, Kak TpaBUIIO, JOJDKHBI COCTaBISITECA B TOM CiIydae,
KOT'JIa HEBO3MOXKEH WIIM 3aTPYIHEH O€3J0KYMEHTHBIN 0OMeH WHbOpMaInei:
YCTHBIE  pPa3bICHECHHS, YyKa3aHUs (MMYHBIE WIM 1O  TeledoHy),
WHCTPYKTHPOBaHWE ¥ T.A. lIpu HEOOXOIMMOCTH CpPOYHOH Tepemadu
UH(GOpPMAIIUU COCTABJISIIOTCS menecpammsvl U meneq)oHocpammol, JOKYMEHT
nepe1aeTcsl Yepe3 MOJEMHYIO CBsI3b, MO (Pakcy uiu TenedoHy.

Opranuzan Ha OCHOBAaHWU TOJOXKEHUHW O HUX U JIPYTHMX aKTOB,
OTIPEICNAIONINX WX KOMIICTCHIINIO, W3Aal0T W WHBIE JOKYMEHTHI: NAAHbL

pabom, omuemvl, NPEUCKYPAHMbL, CMAHOAPMbL, YCMABLL, NOJONCEHUS,
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npasuna W J1p. IIpoekT ymnpaBIeHYECKOr0 JOKYMEHTAa [OJDKEH OBbITh
COrJIaCOBaH C MCHOJHUTEISIMU (aBTOpaMu TEKCTa), PYKOBOJIUTEISIMHU
3aMHTEPECOBAHHBIX CTPYKTYPHBIX MOJPA3ACICHUN UM OpraHu3aIuil.

BuyTtpenHee coriacoBaHue mpoekTa JOKYMEHTa JIODKHO MPOBOIUTHCS
B CJIIEAYIOILIEN OYEPENHOCTH:

. C OTpacieBbIMH, (YHKIIMOHATBHBIMH, TEPPUTOPUATHHBIMH
MOJIPA3ICICHUSIMU, COBEIIATCILHBIMU OpraHaMW W TPH HEOOXOJUMOCTH C
OOIIECTBEHHBIMU OPTaHHU3AIUSIMH;

. C paOOTHUKAMH, OTBETCTBEHHBIMH 3a  pa3pericHue
(YHKITMOHAILHBIX BOIIPOCOB (TJIABHBIMH, CTAPIIUMU CIEIUATUCTAMH U JIp.);

. C (puHAHCOBBIM TONIPA3JCIICHUEM WJIM TJaBHBIM OyXTajaTepom
(OyxranTepom);

*  C IOPUAMYECKON CITYKOOii;

*  CO CIyX00i JOKYMEHTAIlMOHHOTO 00eCTIeUeHUS,

. C 3aMeCTUTENeM IMpeAceaaTesis KOJIETHAaIbHOIO OpraHa WiH
3aMECTUTEIEM PYKOBOAMUTENSI OpraHu3alliy, BEJAIONIUMHU BOIIPOCAMH,
COJICPKAIIMMHUCS B TIPOEKTE JOKYMEHTA.

Bueminee corimacoBaHue B 3aBUCHUMOCTH OT COJEpXKaHUS JIOKyMEHTa
OCYILIECTBIISIIOT B CIEAYIONIEH OUepPETHOCTH:

. C TIOJYMHCHHBIMH OPTaHMU3AIUSIMH, a TAKXKE HEMOTYMHCHHBIMH,
KOorja IMOCJEeIHUE BBICTYNAlOT OOS3aHHOW CTOPOHOW B MPABOOTHOIICHUSX,
BO3HMKAIOIINX BCIEJCTBUE MU3IaHUSI TPABOBOTO aKTa, WJIM KOTJA COAEpKaHUE
JIOKYMEHTA 3aTParuBaeT UX HEMOCPEACTBEHHBIE HHTEPECHI;

* ¢ OpraHM3alusIMU U HAyYHO-MPOU3BOJICTBEHHBIMU O0OBEANHECHUSIMU,
3aHUMAIONIUMUCA HUCCJIEIOBAaHUSIMH B TOM 00J1acTH, K KOTOpPOW HMeEET
OTHOIIICHHUE COJIEPKaHUE JJOKYMEHTA;

* ¢ OOIIECTBEHHBIMU OPraHU3ALMIMU — MPU HEOOXOIUMOCTH WJIH B
CIIydasix, IpeIyCMOTPEHHBIX JOKYMEHTAMU 3TUX OPTraHOB;

. C OpraHamy, OCYHIIECTBISIOINIMMHU  TOCYAapCTBEHHBIM

HAJBEAOMTBEHHBI  KOHTPOJb  (HAA30p) B  ONpENeNeHHOW  00JyiacTu
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(CaHUTApHBIN, MPOTUBOMOXKAPHBIN U T.1.);

*  C BBILIECTOSIIMMH OpraHaMu OOIIEeH MM OTPaciieBOM KOMIIETEHIIUU
B Cllydae, KOIrJa 3aKOHOAATEIbCTBOM IIPELyCMaTpPUBACTCA BO3MOXKHOCTH
COBEPILEHMS YIIPABICHYECKUX IEUCTBUN TOJIBKO C PA3PELICHUS ITUX OPraHOB.

VYIIpaBieHYEeCKUH JOKYMEHT IOANMCBIBACTCS WM  YTBEPXKAACTCS
PYKOBOAUTEIIEM OPraHU3aluy WA 3aMEIIAIOIUM €TI0 JOJDKHOCTHBIM JIMIIOM B
COOTBETCTBUM C €r0 KOMIIETECHIIMEH, YCTAHOBJIEHHOW IIPABOBBIMU aKTaMM:
YCTaBOM WM TOJOXEHUEM 00 OpraHu3allid, CTPYKTYPHOM MOJpa3/iesieHuH,
JIOJDKHOCTHOM WHCTPYKIIMEH, MPUKA30M O pachpeqeseHud 00sI3aHHOCTEeH U
T.0. JIBe miam 6osee MOAMUCH CTaBsTCS B TOM CIydae, €ClH 3a COAEp)KaHHe

AOKYMCHTA OTBCTCTBCHHBI HCCKOJILKO JJOJZKHOCTHBIX JIUII.
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JIOKYMEHTBI JEHEKHOr0, MaTE€pUaJIbHOIO W KPEAUTHOTO XapakTepa,
CITyKamue OCHOBaHHUEM TSt npuemMa u BbIIA4YU JICHET,
TOBAPHO-MATE€PUATBHBIX M JIPYTUX I[IEHHOCTEH, a TaKXe HU3MEHSIONINe
KpEAUTHBIE W pacueTHble 0053aTeIbCTBA C JPYTUMU OpraHU3AlMIMH,
MOANUCHIBAIOT

PYKOBOAMTENb OpraHU3alluk W TJaBHBIM Oyxranrep (Oyxrantep).
CoBMecCTHBIE  JIOKYMEHTBHI ~ HECKOJBKHUX  OpraHu3alluii  MOJMHUCHIBAIOT
PYKOBOJIUTEININ BCEX OPraHU3alNMN.

JIOKYMEHTBI, COCTAaBJIEHHbIE KOMHUCCHEH, MOANMCHIBAIOT BCE YJICHBI
KoMHccuU.  PemieHust  (MOCTAHOBJICHUS])  KOJUJIETHAIBHBIX  OpPraHOB
MOAITHACHIBAIOTCS MIPEACEAATENIEM U CeKpeTapeM. PacriopsikeHus, n3gaBaemple
PYKOBOJIUTEJIEM KOJUJIETMAIBHOTO OpraHa B €JWHOHAYaJbHOM MOPSAKE,
UMEIOT OJIHY MOAIHCh.

[IpaBo moamucu pachopsAUTENbHBIX JOKYMEHTOB B (opMe YyKa3aHHii
UM PACHIOPSKEHUN MOXKET MPENOCTABIATHCA 3aMECTUTENI0 PYKOBOIMUTENS,
IJIaBHOMY MHXXEHEPY, PYKOBOJAUTEIAM CTPYKTYPHBIX MOJAPa3/ICICHUM.

Y TBepkaaeMble TOKYMEHTbl (MHCTPYKIIMH, TTOJIOKEHHUS, YCTaBbl U JP.)
MOAITHACHIBAET JOJKHOCTHOE JIMIO, OTBETCTBEHHOE 34 UX MOATOTOBKY.

[IpoTOoKON MOAMUCHIBAIOT NPEACEAATEIbCTBYIOIINN HA 3aCEIaHuu
KOJUIETHAJIbHOTO opraHa (CoBeTa, KOJUIETHMH, COOpaHus, COBEIIaHUs) U
CEKpeTapsb.

Jloknaapl, JOOKJIAAHBIE 3alMCKU, CIOpPaBKU M JAPYrU€ JTOKYMEHTHI
WH(OPMAIIMOHHOT0, CIPABOYHOTO WJIM AHAIMTUYECKOTO XapakTepa MOTYT
OBITh TOJMHMCAHBI HCIOJHUTENIEM, €CJId pa3peliaeMble B HUX BOIPOCHI HE
BBIXOJAT 3a TIpeAeNibl €ro IMpaB M KOMIIETCHIIUH, YCTAaHOBJICHHBIX
JIOJDKHOCTHOM MHCTPYKIUEH.

CyIecTBYIOT TaKXe JOKYMEHTHI-PUiIokeHuss. OHU MOTyT OBITh Tpex
BUJIOB: YTBEPKJAEMbI€ WJIM BBOJUMBIE B JCHCTBUE COOTBETCTBYIOLIUM
paclopsSIANTENBHBIM ~ JOKYMEHTOM  (IIPWJIOKEHUSI K TIPAaBOBBIM  aKTaM,

HUMCIOIHNC CaMOCTOATCIIBHOC 3Ha‘leHHC); MOACHAIOIIUEC HNJIN JOIIOJHAIOMINC
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CoJIepKaHU€ JPyroro JJOKYMEHTa; HalpaBisieMble C THUCbMOM B Jpyrue
OpraHu3aluu.

Ha npunoxxeHusix K pacnopsauTeIbHbIM JOKYMEHTaM U MPUIIOKEHUSX,
JOTIONHSIONMUX WJIM TOSACHSIONIMX COJAEpXaHUE JPYyroro JI0KyMEHTa, B

IIPABOM BEPXHEM YIJIy [I€YaTarOT:

IIpunoxenue

K
(yxkasvlieaemcsi 00KyMeHm)

Jlama

Ecnu npuitoxxeHUi HECKOIBKO, OHU HYMEPYIOTCA.

[Ipu pacceuike npuiokeHud 0e3 pacrnopsIUTEIbHBIX TOKYMEHTOB Ha
OPUTIOKEHHUSIX ~ MPOCTaBIsieTcss  rpud  YTBEpXKACHHS C  yKa3aHHEM
HAaUMEHOBAHUS PAcIOPSAUTENILHOIO JOKYMEHTA, €ro narel 1 Homepa. CocrtaB
PEKBU3UTOB M MOPAJOK O(GOPMIECHUS JOKYMEHTOB-IPUIIOKEHUN TOJHKHbBI
COOTBETCTBOBATh TPEOOBaHUSIM YHU(DUIMPOBAHHOW CUCTEMBI JOKYMEHTALIUH,
K KOTOpPOH OTHOCHUTCSI JOKYMEHT-IIPUIIOKEHHUE.

B nensix cokpamieHusi KoJu4yecTBa MpUMEHSEMbIX (GOpM JTOKYMEHTOB
MUHHUCTEPCTBA M  BEJOMCTBa  pa3padaThiBalOT  OTpaciieBble  Tabenu
JOKYMEHTOB, HEOOXOAMMBIX M JOCTATOUHBIX JUIA peanu3auuud (QyHKIUH U
3aja4 opranusainuii. B Tabenp BKIIIOUAIOTCS TOKYMEHTHI KaK TPaJuLlMOHHBIE,
TaK M CO3/1aBaéMble CpEACTBAMU BBIYUCIUTEIBHOM TEXHUKHU. Tabenb
IOJAINKCHIBAETCS OTBETCTBEHHBIM 3a €r0 COCTaBICHUE U YTBEP)KIAETCs
pYKOBOJIUTENIEM BeAoMCTBa. BeneHue Tabensi, BHECEHUE B HErO M3MEHEHH
OCYILECTBIISIETCS CIYK00i NOKyMeHTalMoHHOro obdecnedenus. CocraBieHue

JOKYMEHTOB, HE YKa3aHHBIX B Ta0eJe, 3alpeiaeTcs.

2. YHu(pUKAIUA ¥ CTAHAAPTU3ALMA YIPABJIEHYECKUX IOKYMEHTOB

YHudukanus  JOKYMEHTOB  3aKJIIOYaeTCsi B YCTAHOBJICHHUH



This document was created by Unregistered Version of Word to PDF Converter

enuHooOpa3ust coctraBa U (GOpM  YOPABIEHYECKUX  JOKYMEHTOB,
(UKCUPYIOIIMX OCYLIECTBICHUE OIHOTUIHBIX YIPABICHUECKUX (PYHKIIHMA.
Crangaptuzanusi JOKYMEHTOB — 3T0 (opMa IOPHAMYECKOTO 3aKperyICHHS
IPOBECHHON YHU(UKALMU U YPOBHS €€ 0053aTelIbHOCTH. Y CTaHOBIJIEHBI
CJIEAYIOLINE KaTerOpuu CTaHIApToB: rocyaapcrBeHHble cranaaptel (I'OCT),
orpacineBbie ctanaaptel (OCT), pecnyomukanckue crangaptel (PCT).
YHudukanus JOKYMEHTOB MPOBOJIUTCA B LENSAX COKpAIlEHUS KOJIMYECTBA
NPUMEHSEMBIX JTOKyMEHTOB, THUMH3AIMH WX (OpM, TOBBIIICHHUS Ka4yecTBa,
CHUKEHUSl TPYAOEMKOCTH HX OOpabOTKH, OCTHXKEHHsS WH(OPMAIMOHHON
COBMECTUMOCTH PAa3UYHBIX CHCTEM JOKYMEHTAIlMH IO OJHOMMEHHBIM U
CMEXHBIM (YHKIUSAM yrpaBieHus, Oonee 3(PGEKTUBHOTO HCMHOIb30BAHUS

BBIYHCJIUTEIILHON TEXHUKH.

Pabota no ynudukanuu BKIIOYAET:

* pa3paboTKy yHU(GUIIMPOBAHHOU cucTeMbl qokymeHToBeAeHus (Y C/),
KOTOpas OCYILIECTBIISIETCS MUHHCTEPCTBAMU u BEJIOMCTBaMH,
OTBETCTBEHHBIMH 32 COOTBETCTBYIOILIME CUCTEMBI JIOKYMEHTAIIUY;

*  BHEJIPEHUE MEXKOTpaciieBbIX (MexBeqoMcTBeHHBIX) Y CJl B paMkax
pecnyOnnkaHckux U orpacieBbix Y CJI;

. Begenue YCJ wu  OrtpacneBoro  kiaccudukaropa
TEXHUKO-3KOHOMUYecKoi jokyMmeHntanuu (OKTOUW) ¢ uenbio moanepkanus
JIOCTOBEPHOCTU MH(MOPMAIINH U €€ JTaJIbHEHIIIeTr0 pa3BUTHS;

. pa3paboTKy KOMILIEKCOB OTPACIEBbIX YHUMDUIMPOBAHHBIX (POpM
JOKYMEHTOB, OTpakarolux crneuuduxy orpacau u He Bomenmux B YC/I, a
TaK)K€ UX TOCYJapCTBEHHYIO PETUCTPALIHIO;

. pa3palboTKy OTpaciIeBbIX KJ1accu(pukaTopoB
TEXHUKO-9KOHOMHYECKON MHPOPMAINH, OTPAXKAIOIINX CIIEHU(PUKY OTpaCIIH.

Opranu3alioOHHOE M METOJUYECKOE PYKOBOJCTBO YHHU(UKAIMEH W
CTaHJapTU3alUEH JTOKYMEHTOB, KOOPAMHAIIMIO COOTBETCTBYIOIIUX DPAOOT U

KOHTPOJIb OCYHICCTBJILACT I'OJIOBHAA OpraHu3anud 110 KOOPpAWMHAIOIWKU BHCAPCHUA



This document was created by Unregistered Version of Word to PDF Converter

u Benenus YCJ| u OKTOU B pecniydnuke. Ha orpacieBom ypoBHE 3Ty paboTy
IPOBOAMT T'OJIOBHAsI OpraHu3aius no BHeApeHuro u Beaenuto Y CJ/l u OKTOU

B OTPACIIH.

3. Buabl 10KYMEHTOB M UX KJaccupuranus

Bce noKyMeHTBI 10 OTpaxaeMbIM B HUX BHJAaM AECSATEIbHOCTH ACISTCS
Ha JaBe Oonbiunve rpynnsl. [lepBas — 3TO JOKyMEHTHI IO OOIIMM U
aJMUHUCTPATUBHBIM BOIIpOCaM, T.€. MO BOOpocaM OOLIEro pyKOBOJCTBA
npeanpusTieM (OpraHu3alueil) U ero MpPOU3BOACTBEHHOM IEATEIbHOCTHIO.
OTU JOKYMEHTHI MOTYT COCTaBJIATh PAOOTHUKHU BCEX TMOApa3ACICHUN
npennpustuid. Bropas rpymnma — JOKyMEHThI 1O (DYHKUIUSM YIpPaBICHUS.
Takue JOKYMEHTHI COCTAaBJISIIOT PpaOOTHUKM (DMHAHCOBBIX  OPraHOB,
OyxranTepuu, OTIEJIOB IUIAHUPOBAHUS, CHAOXEHHS U CObITa, JPYTrUx
(YHKITMOHAILHBIX MTOAPA3ICTICHUH.

JIOKyMEHTBI KJacCU(PUUIUPYIOTCS MO0 HAWMEHOBAHMSIM: CITyKEOHBIE
MKCHhMa, MPUKA3bl, TPOTOKOJbI, aKThl, JOKJIAJAHbIC 3alUCKHU, IOTOBOPHI U T..
OdopmiieHne Bcex 3TUX JTOKYMEHTOB YHU(PHUIIMPOBAHO, HO MO COJIEPIKAHHIO
OHH MOTYT OBITh COBEPILIEHHO Pa3HBIMHU:

no mecmy COCMAaGleHus: BHYTPEHHUE (IIOKYMEHTBI, COCTaBIIsiEMbIE
pabOTHUKaMU  JAaHHOTO  MPEAUPHUATHS) W BHEWIHUE  (JIOKYMEHTHI,
MOCTYIAOIINE U3 IPYTUX MPEANPUSITUN, OpraHU3aluid U OT YACTHBIX JIUII);

no codepxcanuto: TPOCThie (TOCBAIIEHHBICE OJHOMY BOIPOCY) U
CJIOKHBIE (OXBaTHIBAIOLIME HECKOJIBKO BOIIPOCOB);

no ¢opme: VHANBUIAYATbHBIC, KOT/Ia COJIEPIKAHUE KAKOTO IOKYMEHTa
UMEET CBOM OCOOCHHOCTH (HampuMmep, MOKJIaJHbIE 3allUCKH), TpadapeTHbIE,
KOI'JIa 4acTh JOKYMEHTa OTIleyaTaHa, a YacTh 3aIO0JIHAETCS IIPU COCTABICHUH,
U TUIIOBBIE, CO3/JaHHBIC [JIsi TPYNIbl OJHOPOJHBIX mpeanpusaTuil. Kak
IpaBUJIO, BCE THUIOBbIE M TpadapeTHble JOKYMEHTBl Ie€4aTaroTCs
TUNIOTPa()CKUM CIIOCOOOM MJI HAa MHOXKUTEJIHHBIX alllaparax;

no cpokam ucnojinedus. CpPOYHBIC, Tpe6y}oume HUCIIOJIHCHUA B
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OMpEeJIeTICHHBI CPOK, M HECPOYHBbIE, JJISI KOTOPBIX CPOK HCIIOJIHEHHUS HE
YCTAHOBIIEH,;

nOo  NPOUCXOJHCOeHUto:  CIY)KEOHbIE, 3aTparuBarolINe HHTEPECHI
MPEINPUATHS, OpPTraHU3AlNK, W JIMIHBIC, KacaroIIMecs KOHKPETHOTO JIUIA U
SIBJISTFOIITECS] UMEHHBIMU;

no eudy ogopmienus: MONTUHHBIC, KOTIHH, BBITUCKHU, TyOJINKATHI;

no cpeocmeam Guxcayuu: MMICHMCHHEIC, rpadguyeckue,
(OTOKMHOJOKYMEHTHI U T.JI.

IHoonunnuk — HTO TOANUCAHHBIA M  HaIJIeKalmMM o0pazoM
o(opMIIEHHBIN HK3EMILISIP TOKYMEHTA, COCTaBICHHBIN B MEPBBIH pa3.

Konua — nmnoBTOpHOE, aOCONIOTHO TOYHOE BOCHPOM3BEIICHUE
NO/UIMHHUKA  (C  TIOMETKOM  «KONHUS»),  3aCBUJETEIHLCTBOBAHHOEC B
YCTAHOBJICHHOM TIOPSAJIKE COOTBETCTBYIOIIMM JIOJDKHOCTHBIM JuioM. Ha
KOMUSAX CIY>KEOHBIX JTOKYMEHTOB, TPeOYIOIHUX OCOOOT0 YIOCTOBEPEHHUS, B
00s13aTeTbHOM MOPSIKE CTABATCS MOJANUCH PYKOBOJAUTENS U TI€YaTh.

WNuorna nnst paboTel TpeOyeTcst He KOMUS C MOJJIMHHOIO JOKYMEHTA, a
8bINUCKA W3 TOTO WU MHOrOo ero paszzaena. llpu odopmieHHN BBINMUCKU
o0sA3aTeIbHO HAJI0 yKa3aTh, M3 KakKoro JIOKyMEHTa OHa CJeNaHa.
[TpaBMIIBHOCTh ~ COCTABJICHHSI  BBITUCKH  TOATBEPKAACTCS  MOAMHUCIMHU
JOJDKHOCTHBIX ~ JIMIT W medarbio. [lpeanpusTusiM ©  OpraHu3arusMm
MPEIOCTABJICHO MMPABO B Cllydyae YTepH BIAJEIbIIEM IMOJIMHHOTO JOKYMEHTa
BbIJJaBaTh €MY COOTBETCTBYIOIIHUUN Oybiuxam (C TOMETKON «TyOJIuKart.»),
UMEIOIINNA OAMHAKOBYIO IOPUAMYECKYIO CUITY C TIOJITTMHHUKOM.

4. IIpaBuaa oopMmieHust yIpaBJieHYeCKHX
(opraHuM3anMOHHO-PACIOPSIANTENbHBIX) TOKYMEHTOB

JIOKyMEHTBI COCTOSIT W3 OTACIBHBIX 3JIEMEHTOB, KOTOPBIC IPHHSTO
Ha3bIBaTh PEKBU3UTaMHM (OT JIATMHCKOro reguisitum — TpedyeMoe,
HeoOxoauMoe). COBOKYITHOCTh PEKBU3UTOB JIOKYMEHTa OTpaXkaeT ero ¢hopmy.

CJ'ICI[OB&TCJIBHO, YTOOBI AOKYMCHT OTBCYaAJI CBOCMY HAa3HAYCHUIO, OH OOJIKCH
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ObITh COCTaBJI€H B COOTBETCTBUU C (OPMOM, NPUHATOW HJisi JTaHHON
KaTeropuu JTOKyMEeHTOB. OT MOJHOTHI M KauecTBa O(POpMIICHUS JOKYMEHTOB
3aBUCUT HUX JIOKa3zaTeiabHas (FOpUAMYECKas) Cuja, TaK KAaK OHHU CIIyXKar
CBU/IETEIbCTBOM, IIOJATBEPKACHUEM KOHKPETHBIX (PAKTOB, SIBJICHUM, COOBITH.

ITocranoBnenunem I'occrannapra Poccun ot 31.07.97 Ne 273 npunst u
BBeneH B jaeiictBue ¢ 1 mronsg 1998 r. TOCT P 6-30.97 «YHudunupoBanHas
CUCTEMA OPraHU3aALMOHHO-PACTIOPSAUTENLHON TOKYMEHTAIMNY, U3MEHEHUS K
HEMY BHECEHbI II0CTaHOBJIeHUEM ['ocymapcrBeHHOro komurera PO 1o
cranaaptu3auuu u merposiorud ot 21.01.2000 Ne 9-ct u BBeA€HBI B I€ICTBUE
¢ 01.04.2000. Hacrosmuii cTasgapT OIpPEAEHseT COCTaB PEKBU3UTOB
OpraHU3alMOHHO-PACIIOPAIUTEIBHBIX TOKYMEHTOB, IIPaBHIIa UX O(QOPMIICHUS,
MECTO pACIIOJIOKEHUSI Ha JOKYMEHTaX, TpeOOBaHHUS K H3TOTOBJICHUIO
OnmaHkoB, TpeOOBaHMUS K  ydery OJaHKOB C  BOCIPOU3BEIACHUEM
lNocynapctBennoro repba Poccuiickoii ®enepanuu, repOoB CyOBEKTOB
®enepanuu. Ot ke npaBuia o(oOpMIIEHUS HU3NIOKEHbl B TumoBoi
UHCTPYKUMHM 1O  JEJONpPOM3BOACTBY B (elepalbHbIX  OpraHax
VICTIOJIHUTEJIBHOM BJIACTH, YTBEPXKIACHHOW pacnopspkeHueM [IpaBurenscrsa
P® or 31.10.2000 Ne 1547-p.

B rocynapcTBeHHOM cTaHaapTe onpenesneHo 29 pekBusuTos (Obu1o 31).

PacnonoxkeHue ux nokazaHo Ha cXxeMax B Npuiox. 2.1-2.2.

Od¢opmiieHne peKBU3UTOB IOKYMEHTOB

01. U3ob6paxenue I'ocyoapcmeennozo 2epoa Poccuiickoit @edepayuu
MOMEINAIOT Ha OJIaHKaX JIOKYMEHTOB B cooTBeTcTBUM C llonoxeHuem o
[NocynapctBenHoM repoe Poccuiickoit deaepanuu.

02. WBobpaxenue czepoa cyovekma Poccuiickon @Dedepayuu

IIOMCIIAT Ha OJaHKax JOKYMCHTOB B COOTBCTCTBHH C IIPABOBBIMU dKTaAMH
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cyowsekToB Poccuiickoii denepanuu.

03. Omoénemy opzanuzauyuu WIM mMOBAPHBIL 3HAK  (3HAK
odcyycusanus) NoMenialoT Ha OJaHKax OpraHu3aluil B COOTBETCTBUU C
ycTaBoM (IOJOKEHHEM 00 opraHuzaiuu). OMOJeMy He BOCHPOU3BOJAT Ha
OlaHke, ecaM Ha HeM noMmelleH [ocymapcTBeHHbI Tepd Poccuiickoit
®deneparuu unm repd, cyonrekra Poccutickoit @enepanuu.

04. Koo opeanuzayuu npoctaBmsitoT 1o  OOmepoccuiickomy
kiaccudukaropy npeanpustuii u opranuzanuii (OKIIO).

05. Koo ¢hopmur ooxymenma mpocrtapisioT no OOmepoccuiickoMmy

kiaccudukaropy ynpasienueckoi gokymentanuu (OKY ).
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06. Haumenosanue opzanu3ayuu, sBISIOUECHCIS aBTOPOM JOKYMEHTAa,
JOJDKHO ~ COOTBETCTBOBAaTh  HAMMEHOBAHMIO,  3aKpEIJICHHOMY B €€
YUpEIUTEIbHBIX TOKYMEHTAX.

Han HanmeHoBaHKMEM OpraHu3alii yKas3blBalOT COKpAILEHHOE, a TMpHU
€ro OTCYTCTBUM — MOJIHOE HAMMEHOBAHUE BBICIIECTOSIIIIECH OpraHu3aIliH.

HammenoBanust opranmsainuii cyobekToB Poccuiickoit denepannm,
UMEIOIIUX Hapsily C PYCCKUM SI3bIKOM B KadyeCTBE TOCYJapCTBEHHOTO
HallUOHAJILHBIA  SI3BIK, II€YaTaloT Ha JBYX S3bIKaX — PYCCKOM H
HaIlMOHAJLHOM.

CokpallleHHO€ HauMEHOBaHUE OpPraHU3allMM MPUBOJAT B TEX CIydasx,
KOrJla OHO 3aKpEIJIEHO B YYPEIUTENbHBIX JOKYMEHTaX OpraHu3alluu.
CoxkparieHHOe HaMMEHOBaHUE (B CKOOKAxX) MOMEMIAIOT HUKE TTOJTHOTO.

HanmenoBaHue Ha HTHOCTPAaHHOM $SI3bIKE BOCIIPOM3BOISAT B TEX CIydasx,
KOrJla OHO 3aKperyieHo B ycTaBe (TMOJOXKEHWHW 00 OpraHu3aluH).
HaumeHnoBanue Ha MHOCTPaHHOM SI3BIKE PACIIONIAaralOT HUXKE HAMMEHOBAHUS
Ha PYCCKOM SI3BIKE.

HanmenoBanue bunuana, TEPPUTOPUATHLHOTO OTJIeTICHUS,
MPEACTaBUTEILCTBA, CTPYKTYPHOI'O MOJpa3/ieieHUs OPraHu3alui YKa3bIBalOT
B TOM CJIy4yae, €Clii 3Ta CTPYKTypa SBIISETCS aBTOPOM JIOKYMEHTa, U
pacrnoyiaraloT HuKe HaMMEHOBAaHUsI OPraHU3allUH.

ABTOpPOM  JIOKyMEHTa  MOXET  OBITh  JOJDKHOCTHOE  JIUIIO,
IPEJICTaBIISIONIEe OPraHN3aIUIO.

07. Cnpasounvie oanunvie 00 opzanu3ayuu BKIIOYAIOT MOYTOBBIM
aapec; HoMmepa TenedOHOB U IPYrUe CBEJICHUS M0 YCMOTPEHHUIO OpraHu3aIuu
(HoMepa (hakcoB, TEIEKCOB, CUETOB B OaHKe, aJpec 3JIEKTPOHHOW MOYTHI U
Jp.).

08. Haumenosanue euoa 00KymeHma, COCTaBJICHHOIO UM U3IaHHOTO
opraHuzaluei, perJaMeHTHpPYeTCsl YCTaBOM (IOJIOKEHHWEM 00 OpraHu3ailiu)
U JOJDKHO COOTBETCTBOBaTh BHJAM JOKYMEHTOB, IPEAYCMOTPEHHBIM

YHupuumupoBaHHoOM CUCTEMOU OpraHu3alMOHHO-PACIOPAAUTEIbHBIX
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nokyMmeHnToB (YCOP/I) u OKVY I (xnacc 02 00000). B nricbme HauMeHOBaHue

BU/IA JOKYMEHTA HE YKa3bIBAIOT.

09. /Jlamout oOokymenmma SBISIETCA JaTa €ro IOANUCAHUS WU
YTBEPKJICHUS, IJI1 MPOTOKOJA — JaTa 3acefaHus (MPUHSITUS PELICHUs ), IS
akta — jgata coObiTusa. Ecim aBTOpamMu JOKyMEHTa SIBISIIOTCS HECKOJIbKO
OpraHm3anui, TO JaTOM JOKyMEHTa sBJseTcs HauOoyee TMO3MHsS JlaTa
MOJIMUCAHMUS.

Hata nokymeHTa odopmisieTcss apaOckumu IudpamMu B Takou
MOCIIEA0BATEIbHOCTH: JIEHb Mecdlla, Mecdl, roia. JleHb mecsiua U MecsIl
oQopMIISIIOTCSL ABYMS NapaMu apaOCKux mudp, pa3aeaeHHbBIMU TOUYKOM, o —
4eThlpbMs  apabckumu uudpamu. Hanpumep, naty 1 centadps 2000 r.
cienyer ohpopmisith: 01.09.2000. [Jomyckaercs cioBecHO-IIUGPOBOI CIIOCOO
opopmnenus: narel. Hanpumep: 1 centsops 2000 r., a Taxke odopMiIcHUE
JaThl B TAKOM MOCIEAOBATEIbHOCTH: TOJ, MECHL, N€Hb Mecsiua. Hanpumep:
2000.09.01.

10.  Pecucmpayuonnwviit nomep O0okymenma. COCTOUT H3 €ro
NOPSAJKOIO HOMEpa, KOTOPbIA MOXHO JOMOJHATH IO YCMOTPEHUIO
OpraHM3allui UHOEKCOM Oeld Nno HOMeHKlamype Oel, UHgopmayuel o
KOppecnoHoenme,  UCNOAHUMeENAX U  Op. PerucTpaldoHHBIM  HOMeEp
JOKYMEHTa, COCTaBJIEHHOIO COBMECTHO JBYMs M 0OoJjiee OpraHu3alusiMu,
COCTOUT U3 PETUCTPALUOHHBIX HOMEPOB, MPUCBAMBAEMBIX KaXIOW M3 ATUX
opraHu3aiui. JTH HOMEpPA MPOCTABISIOTCS 4YEpe3 KOCYIO YEPTY B MOPSJIKE
yYKa3aHHs aBTOPOB B JOKYMEHTE.

11. Ccbitka na pecucmpayuonuslii Homep u Oamy O0OKymMeHmA.
Bxuroyaer peructpallMOHHBIM HOMEp U JaTy JOKYMEHTA, Ha KOTOPBIN JaeTCs
OTBET.

12. Mecmo cocmagnenusn unu uzoanus OOKymenmad. YKa3blBalOT B
TOM ClIydae, €CId 3aTpyJHEHO €ero OIpeelieHHe IO PEKBU3UTaAM

«HanmenoBanue opranuzanuu» M «CrnpaBodHbIE JAHHBIE 00 OpraHU3ALHUN.
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Mecto cocTaBieHMs WIA H3JAaHUS YKa3blBAlOT C YYETOM IPUHATOIO
aJMUHUCTPATUBHO-TEPPUTOPHUAIIBHOTO JIEJIEHUSI, U OHO BKJIIOYAET TOJBKO
OOIIETIPUHSATHIE COKPAIICHHUS.

13.  TI'pu¢h ocpanuuenusn oocmyna K O0oKymenmy (CEKpPETHO,
KOHQUACHIMAIBLHO W Jp.) NPOCTaBISIIOT O€3 KaBblYEK HA IEPBOM JIUCTE
JOKyMEHTa. Ero MOXHO JONOJHATH JAHHBIMH, IPELyCMOTPEHHBIMU
3aKOHOJATENILCTBOM 00 MH(OpMAINU, OTHECEHHON K TOCYapCTBEHHOM TaliHe
U KOH(UIEHIUATBEHON MH(GOPMALIUH.

14. B kauectBe adpecama MOTyT OBITH OpraHU3ALUU, UX CTPYKTYpHBIC
noJipa3JeNieHusl, JAOLKHOCTHhIE Wid (uinueckue ymua. [Ipu aapecoBaHuun
JOKYMEHTA JI0JDKHOCTHOMY MJIM (PU3MYECKOMY JIMIY MHUIIHAIIBI YKa3bIBAIOTCA
nepen (Qamuiued. HanMeHoBaHWe oOpraHu3allii W €€ CTPYKTYpHOTO
NOJIPA3/IEICHUs] YKa3bIBAIOT B UMEHUTEIBHOM MaJIEXkKe.

Hanpumep:

Anmunuctpanus HoBocubupckoil o6nactu
KOHTpOaBbHO-TpaBOBOE yIIpaBICHHE

JIOJDKHOCTh  JIMLIa, KOTOPOMY aJIpECOBAaH JIOKYMEHT, YKa3bIBalOT B

JaTelbHOM manexe. Hanpumep:
Anmunuctpanus HoBocubupckoit oonactu
KoHTponbHO-IIpaBoOBOE yITpaBiIeHUE
I'maBromy cnenmanucty A. C. CunopoBy
unu
[Ipesunenty AO3T «Cubautmann»
N. U. BanoBy

Ecnu nokyMeHT OTHpaBisiOT B HECKOJIBKO OJHOPOIHBIX OpraHu3aiuil
WIK B HECKOJIBKO CTPYKTYPHBIX IMOAPA3AEICHUN OAHOW OpraHu3aluu, TO HX
cienyeT ykasbiBaTh 00001eHHo. Hanpumep:

AJIMUHHUCTpalii pailOHOB, TOPOJOB

HoBocubupckoit obnactu
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B cocraB pekBu3uTa «aapecar» TmpU HEOOXOAUMOCTH MOXKET
BKJIIOYAThCS  MOYTOBBIM  ajgpec. DJIEMEHTBl ajJpeca  yKa3blBalOT B
MOCJEA0BATEIbHOCTH, YCTAHOBIECHHOM [[0Y4TOBBIMM ITpaBHIIAMM.

JIOKyMEHT HE JOJDKEH cojepkaTh Oojee yeThIpex ajapecaToB. CloBO
«Konus» mepesr BTOPbIM, TPETbUM, YETBEPTHIM aJpecaTamMy HE YKa3bIBaIOT.
Kaxaplii 9K3eMIUIIp TaKOro JOKYMEHTa 00s3aTelIbHO MOJNHUCHIBatOT. [lpu
OOJIBIIIEM KOJIMYECTBE aJPEcaToOB COCTABIISIOT CIUCOK PAaCCHUIKUA JOKYMEHTA,
Y Ha KOKJIOM 3K3EMIUISIPE JOKYMEHTA YKa3bIBAETCS TOJIBKO OJIMH aJpec.

Ecnu nmucsMo aapecyercs opranusaiiy, yKa3blBalOT €€ HAMMEHOBAaHUE,
3aTeM MOYTOBBIN aapec. Hanpumep:

Penakuus xxypnana «HoBeiit Mup»

Manwrii [TyTuHKOBCKMH TIEpeynok, 1. 1/2
Ientp, Mocksa, 103006
JlonyckaeTcsi LIEHTPUPOBATh KAXAYIO CTPOKY PEKBU3UTA ajpecara Io

OTHOIIIEHUIO K CaMOW JUTMHHOM CTpoke. Hanpumep:

Hupextopy 3A0
«Kpucramnm
I'.B. CunopoBy
I[Ipu aapecoBaHun AOKyMeHTa (PU3UYECKOMY JIMIy YKa3bIBalOT

WHUIIAATBI U (PaMIITHIO, a 3aTeM TIOYTOBBIN aapec nonydarens. Hanpumep:
A.H. I'ynseBy
yi1. Mupa, a. 11, kB. 12
r. HoBocubupck,
630102
15. I'pugp ymeepowcoenun oOoxymenma. JIOKyMEHT YTBEPKIAETCA
JTOJDKHOCTHBIM ~ JIMIIOM  (JIOJDKHOCTHBIMM ~ JIMIIaMH) WJIHM  CHEHHATIBHO
U3/1aBa€MbIM JIOKYMEHTOM. lIpu yTBepkKIAEHUU NOKYMEHTa JOJIKHOCTHBIM
JUIOM Tpud YTBEPXKICHUS JOKYMEHTa JODKEH COCTOSTh U3  CJIOBa
YTBEPXJIAKO (6e3 kaBblYeK), HaWMMEHOBAaHUS JOJDKHOCTH  JIMIIA,
YTBEPKIAIOIIETO JOKYMEHT, €ro TMOJINUCH, WHHUIMAIOB, (paMmimu M JaThl
yTBepXKAeHUs. Hanpumep:

YTBEPXIAIO
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3aM. IJ1aBbl AIMUHUCTPALUN
Iloonucy A.A. IBanoBa
12.02.2000

[Ipu yTBEpKIEHUM NTOKYMEHTAa HECKOJIBKUMU JOKHOCTHBIMU JIMLIAMHU
YX TOJIKCH PACTIOIATatOTCA Ha OJJHOM YPOBHE.

IIpu  yTBEepKIEHMM  [TOKYMEHTA IIOCTAHOBJICHHEM, PELICHHEM,
IPUKa30M, IPOTOKOJIOM Tpu yTBepxkaeHUus cocTouT u3 ciaosa Y TBEPXK/IEH
(YTBEPXXJIEHO, VYTBEPXJIEHA, VYTBEPXIEHBI) (6e3 kaBbIuek),
HAaUMEHOBAHUsl YTBEPXKJAIOIIETO JTOKYMEHTAa B TBOPHUTEIBHOM IaJEkKe, €ro

natel 1 HoMepa. Hanpumep:

YTBEPX/IEHO

[IpoTtokonom ob1iero coopanus
aKI[OHEPOB

15.03.2000 Ne 12

uiu

YTBEPXJIEHBI
[Ipukasowm Ilpencenarens
[IpaBnenus Ganka
30.09.2000 Ne 82

unu
YTBEPXIEH
ITocTranoBieHHEM
aJIMUHHUCTPALIMH 00JIaCTH
12.03.2000 Ne375

I'pud yrBEepKIeHUS JOKYMEHTA pacrojiaraioT B MPaBOM BEPXHEM YTy

MEPBOIl CTPAHUIIBI TOKYMEHTA.
16. Pe3onwyua. B pe3omonuu JalOTCAd YKAa3aHHUS 1O HUCIOJTHEHUIO

pemicHuA IMOCTAHOBJICHHUA HW  T.II., Sa(I)I/IKCI/IPOBaHHOFO B JOKYMCHTC.
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Pesomrorusa  mumieTcs Ha JOKYMEHTE COOTBETCTBYIOIIUM JOJKHOCTHBIM
JMIIOM ¥ BKJTFOUYaeT (haMUJIMU WCIIOIHUTENICH, COJep)KaHue MOPYICHHsI, CPOK
UCIIOJIHEHU S, IOANUCH U Aaty. Hanpumep:

A.B. 3aiinieBon

I1.C. Huknutuny

[Ipormry moAroTOBUTH MPOEKT

TFE€HEPAIbHOT'O COTJIAIICHUS

¢ pupmoit «XUTIK» x 21.02.2000

lloonucw

05.02.2000

[lpy HanMuwK B PE3OJIONMN HECKOJBKUX (HaMHUIIMK  yKa3bIBaCTCS
OTBETCTBCHHBIN HCIIOHHUTENb, & €CIM TaKWX yKa3aHWUW HET, WCIIOJHUTETIEM
SBJISICTCS JIMIO, HAa3BaHHOE B PE30ONIONMU TepBbIM. Ha mokymeHTax, He
TPeOYIOMINX JIOMOJHUTENbHBIX YKa3aHUW 10 HCIOJHEHHWIO, B PE30JIIOIUU
yKa3bIBACTCSl MCIIOJIHUTENb, CTaBATCA MOJIUCH aBTOpa, PE30JIONMU M Jara.
JlonyckaeTcst 0ohOpMIICHHE PE30JIIOIIMU Ha OTACIBHOM JIUCTE.

17. 3azonosoxk k mekcmy. KpaTkoe U3IOXKEHHE COJEPKaHUS
JOKYMEHTa YKa3bIBalOT B 3arojoBke K TekcTy. OH JIOJDKEH OBITh
MaKCUMaJIbHO KpaTKUM W €MKHM, TOYHO TIepellaBaTb CMBICI TEKCTa.
3arojJoBOK JOJKEH TIpPaMMAaTUYECKU COTJIaCOBBIBAThCA C  HAa3BaHHEM
nokymenta. Hanpumep: tipukaz (o uem?) «O0 urorax paboThl 3a MEPBOE
nosnyrogue 2000 roma»; mporokon (uero?) «3acedaHus IeAaroru4eckoro
COBETaY.

JlomyckaeTcsi He JaBaTh 3arojIOBOK K TEKCTy Ha JOKyMeHTax dopmara
AS.

18. Ommemka o koumpose. CpOoK HCHOJHEHUS JIOKYMEHTOB
YKa3bIBACTCSI B PE30JIOIMU pPyKoBOAUTENs. Ecin OH He yKaszaH, CpOK
KOHTPOJIBHOTO JIOKYMEHTA OMpEENIeTcs B OJMH MECSI] WM KaK YKa3aHo B

JIOKyMEHTE. DTy OTMETKY 00o3HavaroT mramnoMm «KoHTpoib» uian OykBoOU

«K».
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19. Texcm. TexkcTbl NOKYMEHTOB IMHIILYT Ha PYCCKOM S3bIKE IIPH
HaIpPaBJICHUU UX

B (emepambHBIE  OpraHbl  TOCYJApPCTBEHHOW  BIACTH,  OPTaHbI
rocyiapCTBEHHOM BiacTu cyobekToB Poccuiickoit denepanuu;

Ha MPEANPUITHS, B OPraHU3aIUU U UX 00bEIUHEHHUS, HE HaXOAIINeCs
B BEJICHUM JJaHHOTO cyOBhekTa Poccuiickoit denepaiiuy Ui pacioioKeHHBIC
Ha TEPPUTOPHUU APYrux cyobekToB Poccuiickoii denepanui.

TekcThl TOKYMEHTOB MOTYT O(QOPMIISITECS B BUJE AHKETHI, TAOJUIIHI,
CBSI3HOTO TEKCTa WJIM B BUJIE X KOMOWHAIIUH.

IIpu coctaBneHHM TEKCTa B BUAE AHKEThl HAMMEHOBAHUS MPU3HAKOB
XapakTepu3yemMoro  OoOBEKTa  JOMKHBI  OBITh  BBIPAKEHBI  HMEHEM
CYIIECTBUTEIIbHBIM B HWMEHUTEIIBHOM TMAAECKe WA CIOBOCOYETAHUEM C
[JIaroJIOM  BTOPOTO JIMI@ MHOYKECTBEHHOTO 4YHCJIa HACTOSIIEro WIIU
MPOIIEIIETO BpEMEHHU («KHUMEETE», «BIIAJICETE» WU «ObUINY, «HAXOAWIUCH» U
T.J.). XapaKTEPUCTUKH, BHIPAKEHHBIE CIIOBECHO, JIOJDKHBI COTJIACOBBIBATHCS C
HAaMMEHOBAHUSAMHU MPU3HAKOB.

I'padpr u cTpoku TabIUIBI AOHKHBI UMETh 3aroJIOBKH, BBIPAYKEHHbIC
MMEHEM CYIIECTBUTEIBLHBIM B UMEHUTENIbHOM Tajiexe. [loazaronosku rpad u
CTPOK JOJIKHBI OBITh COTJIaCOBaHbI ¢ 3arojioBkamu. Ecnu Tabnuiia nedyaraercs
Oomee dYem Ha OHOW cTpaHuile, rpadbl TaOMUIBI JODKHBI  OBITH
IIPOHYMEPOBaHbI, U Ha CIEAYIOIINX CTPAaHUIAX NEYaTaroTCs TOJIbBKO HOMeEpa

ATUX Trpad.
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CBA3HBIA TEKCT, KAaK MPaBUJIO, COCTOUT M3 JBYX yacteil. B mepsoi
YaCTU YKa3bIBAIOT MPUYMHBI, OCHOBAHMUS, 1M COCTaBJICHUSI JTOKYMEHTA, BO
BTOPOM (3aKIIOYUTEILHON )—pEIICHUs, BBIBOABI, IMPOCHOBI, MPEIJIOKECHHUS,
pekoMeHaauu. TEeKCT MOXKET COAEpXKaTh TOJbKO 3aKIIOUUTEIBHYIO YacThb
(HampuMep, TMpUKa3bl — PACHOPSAUTEIBHYIO YacTh 0€3 KOHCTaTHPYIOIICH;
MUChMa, 3asBJICHUSI — MPOCHhOY O€3 MOSICHEHUS; CIIPABKH, TOKJIaIHbIE 3aUCKU
— OLICHKY (PAaKTOB, BBIBOJIbI).

B Ttekcte nokymeHTa, MOATOTOBJIEHHOIO Ha OCHOBAHMM JIOKYMEHTOB
JIPYrUX OpraHu3alliil WM paHee HU3JaHHBIX JOKYMEHTOB, YKa3bIBalOT HX
PEKBU3HUTHI: HAUMEHOBAHUE JOKYMEHTa, HANMEHOBAHUE OpraHU3alluu, aBTopa
JNOKYMEHTa, JaTy JOKYMEHTA, €ro PEerucTPallOHHBI HOMEp, 3arojioBOK K
TEKCTY.

Ecmu TekCcT comepKUT HECKOJIBKO PEUIEHUM, BBIBOJOB U T.JA., TO €ro
cienyeT pa3douBaTh Ha Pa3/ieNbl, MOAPA3JEbl, TyHKThI, KOTOPhIE HYMEPYIOT
apabckumu udpamu.

B pacnopsauTenbHbIX TOKYMEHTax (IpuKa3ax, pacrlopsiKEHUsIX U T.1.)
opraHuzaiui, JIeWCTBYIOIIUX Ha TMPUHLIMIAX €IUHOHAYANUsA, a TaKxke
JOKYMEHTaxX, aJpPECOBAHHBIX PYKOBOJACTBY OpraHU3allMM, TEKCT JOJIKEH
u3JaraThCd OT TMEPBOTO JHIA EAUHCTBEHHOrO 4YHCia («IPUKA3BIBAIOY,
«IPEIJIATaro», IPOILILY»).

B pacnopsiauTenbHbIX JOKYMEHTaX KOJUIETHAIBHBIX OpPraHOB TEKCT
U3NIATal0T OT TPEThEero JHIa E€IWHCTBEHHOIO 4YHcia («IOCTaHOBIISIETY,
«pemTnm).

B coBMecTHBIX pacnopsiaAUTENbHBIX JOKYMEHTaX TEKCT M3JIararoT OT
NIEPBOIO JUIA MHOXKECTBEHHOI'O YHCHa («IIPUKA3BIBAIOY, «PEILIUITN).

TexkcT mpoTOKOJa U3IaraloT OT TPETHETO JIMIA MHOKECTBEHHOTO YMCiIa
(«cimyIanmy, «BBICTYIHIN, KIIOCTAHOBHII).

B nmokymeHTax, yCTaHaBIMBAIOIIMX TMpaBa U  00SI3aHHOCTH
OopraHu3alui, UX CTPYKTYPHBIX MOAPA3AeIeHUN (I10J0KEHUE, MHCTPYKIHUS), a

TaK)Ke COJIEepIKAIlUX OMHMCAHME, OIEHKY ()aKTOB MJIM BBIBOJbI (KT, CIIPaBKa),



This document was created by Unregistered Version of Word to PDF Converter

UCIIONB3YIOT (DOPMY H3JIOKEHUSI TEKCTa OT TPEThEro JMIa €IMHCTBEHHOIO
VI MHOXXECTBEHHOTO 4Hciia («OTAEN OCYIIECTBIACT (PYHKIMH», «B COCTaB
00BEMHEHUS BXOIATY», KKOMHCCHS YCTAaHOBHIIAY).

B nuchmax ucnonb3yroT creayromue GopMbl U3I0KEHHUS:

*  OT MEPBOro JIUIIA MHOKECTBEHHOT'O 4YuCia («IPOCUM HAMpPaBUTHY,
«HAIpPaBJISIEM HA PACCMOTPEHHEY);

. OT TPEThEro JiMila €JUHCTBEHHOrO 4ucia («MUHHCTEPCTBO HE
Bo3paxkaeTy», « BHUMJIAJL cuntaeT BO3MOKHBIM).

20. Ommemka o Hanuuuu npuaoxicenusa. Eciu JOKYMEHT HMEET
NPUJIOKEHUsI, HA3BaHHBIE B TEKCTE, OTMETKA O HUX JIeJIAeTCA B CJCAYIOIICH
dbopme:

IIpunoxenne: Ha 10 1. B 3 3K3.

Ecnu npunosxeHus B TEKCTE HE Ha3BaHbI, HEOOXOAMMO MEPEUUCITUTD UX

Ha3BaHUs, KOJIMYECTBO JIMCTOB U SK3EMIUIIPOB KaXa0ro. Hanpumep:

[Ipunoxenns: 1. llltatHoe pacnucanue Ha 4 1. B 3 DK3.
2. CMmera pacxoz10B Ha 3 JI. B 3 3K3.

Ha npuioxeHun K pacnopsaAuTeIbHOMY JOKYMEHTY B IIPABOM BEPXHEM
yIIIy CIEAyeT clenaTb OTMETKY C YKa3aHMEM Ha3BaHUs pacHopsIUTEIbHOIO
JIOKYMEHTAa, €ro JaThl U HoMepa. Hanpumep:

[IpunokeHne K TOCTAHOBJIEHUIO aJMHUHUCTpAaUMid 00JacTH  OT
10.01.2000 Ne30

21. IHoonuce. B coctaB 3TOro peKBU3WTAa BXOAST HANMEHOBAHUE
JOJDKHOCTH JIMLIA, MOIMUCHIBAIOLIETO JOKYMEHT (IIOJIHOE, €CIM JOKYMEHT
oopmiieH He Ha OJaHKe, U COKpAIlEHHOE Ha JOKyMEHTe, 0()OpMJICHHOM Ha
OJiaHKe), JIMYHAas OANUCH U ee paciudpoBka. Hanpumep:

Hupexktop [IpoeKTHO-KOHCTPYKTOPCKOTO

Y TEXHOJIOTMYECKOI0 HHCTUTYTA

ABTOMATU3UPOBAHHBIX CUCTCM
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YIIPaBJIECHUS Iloonucy A.A. Ceprees
unu
JIMpeKTOp UHCTUTYTA Iloonuce A.A. Ceprees

[lpn moanucaHuu JOKYMEHTa HECKOJbKMMH JOJKHOCTHBIMH JIMIIAMU
UX TOJIMUCH pacHojiaraloT OJHY MOJ JPYrod B IOCJIEI0BaTEIbHOCTH,
COOTBETCTBYIOIIEH 3aHUMAEMOU TOJKHOCTU. Hanpumep:

JupexTop 3aBoaa lloonuces  B.B. Bonkon

I'maBHBIN Oyxranrep Iloonucs  B.M. CemeHoBa

[lpy nDoanmucaHUM JOKyMEHTAa HECKOJIbKMMHU JIMLIIAMHU  PaBHbIX

JOJDKHOCTEN MX MOJIKCH pacnojaraloTcsi Ha OJHOM YpoBHe. Hanpumep:

3amecTuTeNb MUHUCTPA 3aMecTUTeNIb MUHUCTPA
Tpancnopra PO cBs3u PO
lloonucy A.A. IletpoB lloonucy A.B. CmupHOB

B nokxymeHTax, COCTaBIIEHHBIX KOMUCCUEH, YKA3bIBAIOT HE JOJIKHOCTHU
JIVI], TIOAITUCKHIBAIOIITNX JOKYMEHT, a UX O00sS3aHHOCTH B COCTaBE KOMHUCCHU B.
COOTBETCTBUU C pacnpeneineHuem. Hanpumep:
IIpencenarens KoMuccun Iloonuce H.B. Kynukos
UieHbl KOMUCCUH: lloonuco K.M. AprembeBa
Iloonuce C.I1. MarBeeB
lloonuco B.A. ®unaton

JIOKyMEHT MOXET OBbITh MOANUCAH WCHOJHAIOIUM O0sS3aHHOCTH
JOJKHOCTHOTO JIMIIA C YKa3aHWeM ero (pakTUYeCKOW JODKHOCTH U (DaMUITUU.
IIpu 3TOM HE HOIyCKaeTcs CTaBUTh MPEIJIOT «3a», HAANUCh OT PYKH «3am»
WJIM KOCYIO YEPTY NEpe]l HAMMEHOBAHUEM JOJIKHOCTH.

22. T'pugp cozenacoeanua. Cocrour u3z cioa COI'JTACOBAHO,

HanMCHOBAHHUA JOJDKHOCTH JIMIA, € KOTOPBIM COI'JIACOBBIBACTCA AOKYMCHT



This document was created by Unregistered Version of Word to PDF Converter

(BKJIIIOYAsi HAMMEHOBAHUE OPraHU3allMM ), JIMYHON MOANUCH, €€ paciindpoOBKU
u natel. Hanpumep:
COI''TACOBAHO
Havanpauk Ynpasienus
HavYaJIbHOTO MPOo(ecCHOHaANBHOTO
oOpa3oBaHusi MuHHCTEpPCTBA
oOpazoBanusi PO

E.A. bytko

Tloonuce
12.03.2000

Ecnu cormacoBanwe MpoM3BOJAUTCS KOJUIETHAIBHBIM OPraHOM WJIU
IOCPEJICTBOM ~NHCbMa, TIpu( cOriaacoBaHUsl OQPOPMIISIOT  CIEAYIOIINM
o0OpazoM:

COTI'JTACOBAHO

[IpoTokon 3acenanus

MEJaroru4eckoro CoBeTa

ot 10.02.2000 Ne5

unu

COI''TACOBAHO

ITncemo I'maBapxusa PD

ot 10.02.2000 Ne01-4/270

['pudsl cormacoBanusi pacroiaraloT HUXKE PEKBU3UTA «IIOANKCHY WIH
Ha OTJEIBHOM JIMCTE COIVIACOBAHUS.

Ilpumeuanue. B pPEKBU3UTAX «IOAMUCHY, «TpU( YTBEPXKICHUS» U
«rpu( cormacoBaHMs» JAODKHBI yKa3blBaThcs (hakTUuecKas AODKHOCTD JIMIIA,
YTBEPAUBLIETO MM COIIACOBABIIErO JOKYMEHT, €ro MHUUMaibl, Gpamunus. He
JOITYCKAeTCsl CTaBUTh MPEMIIOT «3a» WM KOCYIO YEPTY Mepe]] HAMMEHOBAaHUEM
JOJDKHOCTH.

23. CornacoBanmne IOKyMEHTa O(GOPMIISIIOT 6U30il, BKIIOYAIOIICH

NOJNMUCh U JOJHKHOCTh JHIa, Bu3upytomero JlokymeHT, pacmmdpoBKy
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noAnucH (MHUIHAIBI, (aMUIHIO) U ATy moAnucanus. Hanpumep:

HauansHuk oO1miero oraena

Jluunas noonuco E.O. MarBeenko

19.09.2000

[Tpu Hamm4MyM 3aMedaHu K JOKYMEHTY BU3Y O(QOPMIISIOT CIIETYIOIINM
o0OpazoM:

3amMeuaHus TPUIIaraloTcs

HauvansHuk ropuauydeckoro oraena

Jluunas noonuce A.N. Bamyk

19.09.2000

3amMedaHusl UM3NAraloTcsli Ha OTJEIbHOM JIMCTE, TMOJIHUCHIBAIOTCA W
MPUJIATAIOTCS K JIOKYMEHTY.

JI1s1 MOKyMEeHTa, MOJUIMHHUK KOTOPOTO OTIPABIISAETCS U3 OpraHU3aIlu,
BU3bl TPOCTABJISIOTCS B HWJKHEM YacTU JIMIEBOM CTOPOHBI  KOIUH
OTMPABJIIEMOTO JOKYMEHTA.

JIns fOKyMeHTa, MOJJTMHHUK KOTOPOT'O0 OCTA€TCsl B OpraHu3alliu, BU3bI
MIPOCTABJISIIOTCS B HUKHEH YacTH OOOPOTHOWM CTOPOHBI TOCTEIHETO JIMCTa
MOJIJTMHHUKA JIOKYMEHTA.

Bo3moxHo odopmieHue BHU3 JIOKYMEHTAa Ha OTIEIHHOM JIMCTE
cornacoBaHusa. JlomyckaeTcsi MO YCMOTPEHUIO OpraHU3alMd IOMECTHOE
BU3UPOBAHUE JOKYMEHTA U €r0 MPUIIOKECHUS.

24. Ilewamp. Ha noxyMeHTaX, yJOCTOBEPSIONIMX IMpaBa JOJLKHOCTHBIX
aun,  QuKkcUpyromux — (GakT  pacxoAOBaHUS ~ JCHEKHBIX  CPEICTB U
MaTepuagbHbIX I[IEHHOCTEH, a TakXke CHIeHUaIbHO MPEIYCMOTPEHHBIX
IIPABOBBIMU aKTaMU, MOJMKUCH OTBETCTBEHHOTO JIMIIA JODKHA OBITH 3aBepeHa
nevyatbio (repOoBoii, Kpyrioif). OTTUCK NeYaTu cleAyeT MPOCTaBIATh TaKUM
o0pa3oMm, 4yTOOBI OH 3axBaThlBaJl YacTh HAMMEHOBAHUS JODKHOCTH JIUIIA,
MOJAMUCABIIET0 IOKYMEHT. Hanpumep:

Havanpauk

yIIPaBJICHUSA Ileyamv  Iloonucw I'.B. Cunopos
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25. Ommemka o 3aeepenuu Konuu O0okymenma. llpu 3aBepeHUU
KOIMUM  JIOKyMEeHTa  Huxke  pekBuszuta  «lloamuce»  mpOCTaBIAIOT
3aBEpUTENIbHYIO HaAnuch «BepHO», HauMeHOBaHUE JOJDKHOCTH JIMIIA,
3aBEPUBIIETO KOMHUIO, €ro JHWYHYI0 MOANHUCH, €€ pacmudpoBKY U JaTy
3aBepeHus. Hanpumep:

Bepno:

WNnxenep otnena kaapoB  Iloonuce  A.C. CMuUpHOB

10.02.2000

IIpu mnepechuUike KONMWU JIOKYMEHTOB B JAPYrHe€ OpraHu3aluu WU
BbIJIaU€ €€ Ha PYKU 3aBEPUTEIBHYIO MTOAMUCH YAOCTOBEPSIOT MEYaThIO.

26. @amunua wucnoanumena (cocmaeumens) u Homep €20
meneghona pacnoyiararoTcsl Ha JIMIIEBOM CTOPOHE WJIA MPU OTCYTCTBUM MECTa
Ha 000POTHOM CTOPOHE MOCJEIHETrO JINCTA TOKYMEHTA B JIEBOM HUKHEM YTIIy.
Hanpumep: AKCEHOB

22-50-32

unu
AxcenoB Opuit MuxainoBuy
22-50-32

27. Ommemka 00 ucnoiHeHuu OOKYMEHMmMa U HANPAGICHUU €20 6
0eJ/10 T0JKHA BKIIIOYATh CJENYIOLIUE JJaHHbIE:

. KpaTKUE CBEACHHWS 00 WCHOJHEHWW WM, TMPU HATUIUU
COOTBETCTBYIOIIETO JOKYMEHTA, CChUIKY Ha €ro J1aTy U HOMED;

* ciaoBa «B genoy;

*  HOMeEp Jiesia, B KOTOPOM OyJeT XpaHUThCs NOKyMeHT. OTMeTka 00
UCIIOJIHEHUU TJOKYMEHTA U HAPABJICHUH €T0 B JIEIO

JOJDKHA OBITH TOAINHKCAHA M JaTUPOBAaHA MCIOJHUTENIEM JOKyMEHTa
WM PYKOBOJUTENEM CTPYKTYPHOI'O MOJIpa3/iefieHHs, B KOTOPOM HCIIOJIHEH
JIOKYMEHT.

28. Ommemka o nocmynieHuu 0OKymMeHma pacronaraercs B HUKHen
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YacTH TMEPBOro JINCTA JOKYMEHTA W BKJIIOYAET COKPAIIEHHOEC HAaUMEHOBAHUE
OpraHu3aluy — MOJIydaTeNsl JOKYMEHTA, JaTy MOCTYIUJIEHUS! TOKYMEHTA, €ro
VHJICKC.

29. NneHTH(PUKATOPOM IJIEKTPOHHOM KONMH JOKYMEHTAa SIBJIACTCH
OTMeTKa (KOJIOHTHUTYJI), MPOCTABJISIEMAasl B JIEBOM HIKHEM YIUIy KaxJI0H
CTpaHHUIIBI JOKYMEHTa M COJeprKalasi HauMeHoBaHue ¢aiiia Ha MalluHHOM
HOCUTEJNIe, JaTy W JpYrue IIOMCKOBBIE JIaHHBIE, YCTAHABIMBAEMBIE B

OpraHu3aIuu.

TpeGoBaHus K 1OKYMEHTAM, H3r0TABJIMBAEMbIM € IOMOLIBIO MEYATHBIX
YCTPOMCTB

TekcT 10KyMeHTOB Ha OylaHKax (popmara A4 reyaTaeTcst 4yepes MmoiTropa
MEXKCTPOYHBIX HHTEpBajia, Ha OmaHkax ¢opmara A5 — wuyepe3 onaUH
MEXCTPOYHBIA HWHTEpBaJ. TEKCTbl JOKYMEHTOB, IOATOTaBIMBAEMBIX K
TUNOrpa)CKOMY M3JAHUIO, JOMYCKAeTCsl MevyaTaTb 4epe3 J[Ba MEKCTPOUHbIX
MHTEPBAJIA.

PexkBu3uThl (KpoMe TEKCTa), COCTOAILIME M3 HECKOJIbKUX CTPOK,
neyaTaroTcsl 4Yepe3 OJMH MEXKCTpOUYHbIM wuHTepBai. OcTajabHble YacTu
PEKBHU3UTOB «ajpecar», «Tpud YTBEpKIEHUS», «OTMETKa O HaJIMYUU
OPWIOKEHUS», «TpU(]  COMMACOBaHUSA»  OTAENSAIOT JApPYyr OT  Jpyra

IIOJIyTOpa-ABYMsI MEXKCTPOUHBIMU MHTEPBaNaMu. Hanpumep:
COI'NTACOBAHO
[1,5]
PykoBoauTens opranuzanuu
[1-2]
JLN. IlerpoBa
PexkBU3UTBI [TOKyMEHTa OTHACNSIOT Jpyr OT JApyra JIBYMSI-TPEMs
MEKCTPOUYHBIMU MHTEPBAJIAMHU.
Ha3zBanue Buia 1OKyMeHTa Me4aTaloT MPONUCHBIMU OYKBaAMHU.

PacundpoBKy nmoAanucu B peKBU3UTE «IOAMKUCHY MEYaTalOT Ha YPOBHE
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MOCJICTHEM CTPOKM HAMMEHOBaHMUS JOJDKHOCTH 0e€3 rmpobena Mexay
WHULIHATIAMU U (haMuITeH.

MakcuManibHast JJIMHA CTPOKM MHOTOCTPOYHBIX PEKBU3UTOB — 28
3HakoB. Ecnu 3aronoBok k Tekcty npesbimaer 150 3HakoB (AT CTPOK), €ro
JOMYCKAaeTCsl MPOAJIEBaTh [0 TPaHUIbBl MpaBoro mojss. TouKky B KOHILE
3aroJioBKa HE CTaBST.

[Ipy mnewyaTaHuM JOKYMEHTOB HCIOJIb3YIOTCS BOCEMb CTaHJIAPTHBIX
MOJIOXKEHUN TadynaTopa:

0 — OT rpaHMIIBI JIEBOTO TOJS IS EYaTaHUsl PEKBU3UTOB «3arojIOBOK K
TEKCTY», «TeKcT» (0e3 ab3ameB), «OTMETKA O HAIWYUUA TPUIOKCHUS,
«pamMunrs HCTIOTHUTENS U HOMED ero Tene(oHay, «0TMETKa 00 MCTIOTHEHUU
JOKYMEHTa W HalpaBJICHUU €ro B JIEJI0», HAaUMEHOBAHUS [OJKHOCTU B
PEKBHU3UTAX «IOJMUCH» M «TpU( COTIACOBAHUS», 3aBEPUTEILHON HAAMKCH
«BepHo», a Takxke cioB «CIIYIHAJIN», «BBICTYIINJ/INY», «PELLJIN,
«[IOCTAHOBW/IN», «ITPUKA3BIBAIO», «[IPEJIJIAT' AKO»;
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| — mocne nATH nevaTHbIX 3HAKOB JJIs Hayasa a03aleB B TEKCTE;

2 — mocine 16 1meyaTHBIX 3HAKOB [UIA COCTaBJIIEHUS TaOIWUIl U
TpadapeTHbIX TEKCTOB;

3 — mocie 24 1eyaTHBIX 3HAKOB JUIL COCTaBJIEHUS TaOIUIl U
TpadapeTHbIX TEKCTOB;

4 — nocne 32 ne4vaTHbIX 3HAKOB JJIsl PEKBU3UTA «aJIpecary;

5 — nocne 40 nevyaTHBIX 3HAKOB JIJIsl PEKBU3UTOB «IpU( yTBEPKICHUS
U «rpuQ OrpaHUYEHHUS TOCTYIA K TOKYMEHTY;

6 — mocne 48 mneyaTHBIX 3HAKOB JUIA paclIUPpPOBKH TOANUCH B
PEKBUBHUTE «IOIHUCHY;

7 — mociie 56 mnedaTHBIX 3HAKOB IS COCTABJIECHHUSA TaOIUI[ H
TpadapeTHbIX TEKCTOB, a Takxke s mpoctaBieHus koaoB no OKIIO u
OKV .

[Ipu HanTM4YMKM HECKOJILKUX TPU(POB YTBEPKIACHHUS U COIIACOBAHUS UX
pacrnojararoT Ha OJHOM YPOBHE BEPTHKAIbHBIMU psJlaMH, HaunuHas ¢ 0-ro wiu
5-ro MoJoXXeHUs TadyJsTopa.

Ecnu B Tekcre nOKyMeHTa MMEIOTCSA NMPUMEUaHUsl WU BbIJCIICHHAS B
CaMOCTOATEIbHBIN a03al] CChIJIKA HA JJOKYMEHT, MOCTYKUBIIUN OCHOBAaHUEM K
ero u3ganuto, cinoBa «lIpumeuanme» m «OcHoBaHue» mnedararoT OT 0-ro
MOJIOKEHUST TaOynaTopa, a OTHOCAIIMKMCS K HHUM TEKCT — 4epe3 OJuH
MEKCTPOUYHBIA UHTEPBAJL

[Tpu odopmiieHnn TOKYMEHTOB Ha JIByX M OOjee CTpaHuIlax BTOpas W
NOCIEAYIOIME CTPAHULbI JOJKHBI OBITH MpOHyMepoBaHbl. Homepa crpanuig
IPOCTABJISIIOT MOCEPEIMHE BEPXHEro MOojs JUcTa apaOCKumu nudpamu 06e3
CJIOBA «CTpaHUlla» («CTP.») U 3HAKOB MPETMHAHUS.

Kaxnplii mMCT JOKyMEHTa NOJDKEH MMETh MO He MeHee: 20 MM —
nesoe, HrxkHee; 10 mMm — npasoe; 15 Mm — BepxHee.

TpeOoBaHus Kk 0J1aHKaAM
CoctaB pPEKBU3UTOB M TMOPSAOK MX pACHOJIOKEHUs Ha OJlaHKe

ycranoBiensl ['OCT P 6.30-97.



This document was created by Unregistered Version of Word to PDF Converter

OOwuii 61aHK B 3aBUCUMOCTH OT JJOKYMEHTOB OPraHU3allH BKIIOYAET
pexBu3uThl: ['ocyaapctBeHHblt Tepd PD, repd cyObekra PD, smbOnemy
OpraHM3allid WM TOBAapHBIM 3HAK (3HAK OOCTY)XHBaHUS), HAaUMEHOBaHUE
OpraHu3aIny.

bnanx nucema BriO4aeT pekBU3HUTHL: ['ocynapcTBeHHbId repd PO,
rep6 cyObekra P®, sMmOnemMy opraHu3anuu WJIM TOBAapHBIM 3HAK, KOJI
OpraHu3alliy, HAauMEHOBAHME OpraHMU3alllMM, CIPaBOYHbIE JaHHbIE 00
opranusanuu. [Ipm HEOOXOAMMOCTH TMPOCTABIAIOTCS OTPAHUYUTEIILHBIC
OTMETKH [IJIsl 30H PACTOJIOXKECHHs] TaKUX PEKBU3HUTOB, KaK Jara JOKYMEHTa,
PETUCTPAIMOHHBI HOMEP JOKYMEHTA, CChIIIKA Ha PETUCTPAI[MOHHBIN HOMEp |
JaTy TOKyMEHTa, aJipecaT, 3ar0JIOBOK K TEKCTY.

bnank  konkpemmnozo 6uda OOoKyMenma BKIIOYAET  CJEIYIOLINE
oOs3aTenbHble pekBU3UTHE: ['ocynapcTBeHHsblil repd PD, repd cydnekra PO,
SMOJIeMy OpraHW3alliid WM TOBapHBI 3HAK, KOJ OpPTaHM3AIMH, MECTO
COCTaBJICHUS WU U3JaHUSI JTOKYMEHTa. MOXHO cIenaTh OTMETKH JAJIsl TPAHUIL
JOKYMEHTa, TIPOCTABJICHHE €r0 PErHCTPAallMOHHOIO HOMEpa, YKa3aHUs MecTa
COCTaBJICHUSI WM M3JaHMs JOKYMEHTa, 3arojoBKa K TEKCTY, OTMETKU O
KOHTpOJIE.

VYcranosneno nsa (opmara 6imankoB — A4 u AS mo 'OCT 9327.
bnanku Kaxaoro BHAA UW3rOTABIMBAIOTCS HA OCHOBE YIJIOBOTO WJIU
MPOJIONBHOTO PACIONIOKEHUSI PEKBU3UTOB. PacmonokeHrne peKBU3UTOB Ha
OJlaHKaX ¥ UX pa3Mephl MPUBEIEHBI B Ipuiioxk. 2.1 u 2.2.

Ha Onankax JOKyMEHTOB  PEKBU3WUTHI  3aroJIOBOYHOW  YacCTH
pacronaraioT IIEHTPOBAHHBIM (Hayajao M KOHEIl KaKJOW CTPOKH pPEKBH3UTA
yIdaJleHbl OT TPAHUILl IUIOIIAAN) WK (PIAHTOBBIM (KaXkJas CTpOKa PEKBH3UTA
HAYMHAETCS OT JICBOW IPAHMIIBI TIJIOMIAH) CIIOCOOOM.

N3o6paxenue ['ocymapctBeHHoro repba Ha OJaHKax C  YIJIOBBIM
pacIioio)KEHNEM PEKBU3UTOB IOMEIIAI0T Ha BEpXHEM IMoje OjaHkKa Haj
CepeIMHON CTPOK HAMMEHOBAHUS OPTaHM3AIlHiA, a Ha OJIaHKaxX C MPOAOIbHBIM

pacIOJIOKEHUEM PEKBU3UTOB — B IEHTpPE BepxHero nosd. [uamerp
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n300pakeHus HE JI0JDKEH MPEeBhImaTh 20 MM.

HaumeHnoBanue  opraHuszanuu  (IIOJHOE,  COKpPALIEHHOE  WJIH
ab0OpeBuarypa),  BBIIIECTOSAIIMX  OPraHoB, a TaKXe CTPYKTYPHOI'O
NOJIPa3JEJICHNs] JOJDKHO COOTBETCTBOBATh HAMMEHOBAHUSIM, YCTAaHOBJIEHHBIM
COOTBETCTBYIOIIMMM IPaBOBBIMM aKTaMHM. HaumMeHOBaHME CTPYKTYpHOTO
HOJpa3/IeJeHUsl JOMyCKaeTcs Mevyaratb U TUIOrpa@CKuM, U MallMHONUCHBIM
crioco0aMu.

[Ipuy mnedaranuu OJIAHKOB JOJDKHBI TNPUMEHATHCS TUIOTpadCKue
mpudTer pazmepom ot 6 10 16 kersis mo I'OCT 3489.2, 'OCT 3489.6, TOCT
3489.10 u I'OCT 3489.33. lna odopmueHus pexBusuta «HammeHoBanue
OpraHu3aluny» AOMYCKAeTCs MPUMEHSITh PUCOBaHHBIE WIpUPTHI oT 6 no 24
KETJIsl.

briaHKM TOKYMEHTOB JIOJDKHBI MMETH IOJIA: JIEBOE M HUXKHee — 20 MM,
BepxHee — He MeHee 15 MM, npaBoe — He meHee 10 mm.

[leyaTaTe OMaHKU TOKYMEHTOB ClielyeT Ha Oesoil Oymare uiu Oymare
CBETJIBIX TOHOB  KpacKaMHM  HACBIIEHHOTO  I[BE€Ta, MO3BOJIIOMIMMU
TUPAXKUPOBATH JOKYMEHTHI C IOMOILIbIO CPEJICTB ONEPATUBHOM NOIUTpaduH.

[lpy medaranum Ha OnaHKax TpadapeTHBIX YacTeld TEKCTa OCHOBAHUS
CMEXHBIX CTpPOK, B KOTOpble BHOCUTCS MAaIIMHONUCHBIA TEKCT, IOJKHBI
pacnonaratbCss Ha pAacCTOSHHMM, KPAaTHOM MEXKCTPOYHOMY HWHTEpBAIY
NUIITYIIMX MAIIUH.

OrpaHnuuTenbHblE OTMETKM JUIS IOJEHM M OTHENBbHBIX PEKBU3UTOB
HAHOCSTCA Ha OJaHK B BHJIE YIOJIKOB WM APYruX o0o3HaueHuil. Jlomyckaercs
HAHOCHUTb Ha OJIAaHKM OTMETKH ISl (aJIbLIOBKU WM JJIsl MPOOUBKU OTBEPCTUH
JBIPOKOJIAMU.

[lpu co3gannu AOKYMEHTa HAa HECKOJBbKUX SI3bIKAX PEKBU3UTHI OJaHKa

JOJDKHBI OBITh IPOAYOJIMPOBAHBI HA ATUX SI3bIKAX.

TpeﬁOBaHI/Iﬂ K H3IrOTOBJICHUI0, YUYETY, HCIIOJIB30BAHUIO U XPAHCHUIO

0JIaHKOB ¢ BocnpousBeaenneM I'ocynapcTBeHHOro repoa
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Poccuiickoii @exepanun, repoos cyobekToB Poccuiickoii @enepauun

Otu TpedoBanusi uznoxkeHol B ['OCT P 6.30-97 «Yuuduporannas
CUCTEMa OPraHU3aI[MOHHO-PACTIOPAIUTEIBLHON TOKYMEHTALII:

«5.1. bnaHku HOKYMEHTOB C BOCIpPOHU3BEIACHHEM [ 0CYIapCTBEHHOTO
rep0a Poccutickoit @enepanuu u repooB cyobekToB Poccuiickoit deaepanu
(manee — repOoBble ONAHKW) SBISIOTCS MOMUTPaQUUECKON MPOTYKIIHEH,
MOIEXKAIIEH YUETY.

5.2. T'epOoBbie OlaHKK H3TOTABIMBAIOT TOJBKO MOJUTPAPUUYECKUE U
HMITEeMIEIbHO-TPABEPHBIE  MPEANPHUATUS,  UMEIOIHUE  JIMIEH3UM  Ha
COOTBETCTBYIOIIMMA BHUJ JCSITEIILHOCTH U CEePTUPHUKATEI O HATUIUU
TEXHHYECKUX ¥ TEXHOJOTHYECKHX BO3MOKHOCTEH JUIsl HM3TOTOBIICHUS
yKa3aHHOTO BUJa IPOAYKIIMH Ha JIOJDKHOM KaueCTBEHHOM YpPOBHE.

5.3. UsrortoBnenune repOOBBIX OJAHKOB OCYIIECTBISIOT MO 3aKa3zam
OpPraHOB TOCYJAapPCTBEHHOW BJIACTH, HWHBIX TOCYAApCTBEHHBIX OPraHOB U
yupexxJIeHnd (mamee — opraHuzanuil), onpeneiaeHHbIX IlonoxeHuem o
lNocynapctBennom repbe Poccuiickoii ®denepaniuun, COOTBETCTBYIOIIUMHU
IIPABOBBIMU aKTaMH cyObekToB Poccuiickoii denepanum.

5.4. I'epOoBble OJIaHKK B OpraHu3aiuu nojJexar yuery. Ha repOoBbix
OmaHkax TunorpagCKUM CHOCOOOM WM  HYMEpPaTOpOM  IPOCTAaBIISIIOT
MOPSIIKOBBIE HOMEpa, a TpU HEOOXOIUMOCTH — U CEPUU ITHX HOMEPOB. YUeT
repOOBbIX  ONAHKOB  BEAETCS  pa3fedbHO MO BHAaM  OJIAHKOB B
pPETUCTPAITMOHHO-YIeTHOH  ¢dopMe (KapTouke, KypHAJE), TMPUA ITOM
WCTIOJIB3YIOTCS CICAYIONTUE PEKBU3HTHI:

U MOCTYTIJICHUHU OJIAHKOB

HaUMEHOBaHUE BUJIa TepOOBOro OJIaHKa;

JaTa MOCTYIJICHUS;

HOMEpP COMPOBOJIUTEIBHOIO TOKYMEHTA;

HAaUMEHOBaHWE OPTaHW3aAIlUN — ITOCTABIIMKA TepOOBBIX OJIAHKOB,;

KOJIMICCTBO 3K3CMILIISIPOB,
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cepusi U HoMepa TrepOOBBIX 0JIaHKOB;

IIpU BblJ1aye OJIAHKOB

HaWMEHOBaHWE BHJ1a TepOOBOTO OJIaHKA;

KOJIMYECTBO IK3EMILISPOB;

cepus 1 HoMepa repOoBbIX OJIaHKOB;

HAaUMEHOBAHUE CTPYKTYPHOTO MOAPA3/ICTCHUSI OpraHu3aiuu, GaMuims
Y MHUITUAJBI JOJDKHOCTHOTO JIUIA — TTOJTydaTelisi TepOOBBIX OJIAaHKOB;

pacnucka B MOJIy4YEHUH;

npuMedanue (0TMeTKa 00 YHUUYTOXEHUU U T.J.).

5.5. TepOoBbie OsaHKHM XpaHAT B HAJEKHO 3aMUPAEMBIX W
OIeYaThIBAEMBIX IIKadax.

5.6. YHuYTOXEHUE TepOOBBIX OJAHKOB OCYIIECTBISIETCS MO aKTy C
OTMETKOM B YUETHO-PErHUCTPAIlMOHHOM Qopme.

5.7. KOHTponb 3a U3rOTOBJIEHUEM, HCIOJIB30BAHUEM U XPAHEHUEM
repOOBbIX  OJAHKOB  BO3JIAralOT HAa  MOJApA3JElCHHEe  OpraHu3alluu,
OTBETCTBEHHOE 3a JEJIONPOM3BOJACTBO oOpraHuzauuu. Jluma, nepcoHabHO
OTBETCTBEHHBIE 32 YUYE€T, UCIIOJIb30BAHUE U XpaHEHUE OJIAHKOB, Ha3HAYAIOTCS
pacnopsAuTENbHBIM JTOKYMEHTOM PYKOBOAUTEIS OpraHU3ALHUH.

5.8. PerucrpannoHHo-ydeTHbIe (POPMBI BKIIOYAIOT B HOMEHKJIATYPY el
OpraHu3alluu.

5.9. IlpoBepky HaJM4us, WCIIOJb30BAHUS M XPaHEHHUS TepPOOBBIX
OJJaHKOB TPOBOJST HE PEXE OJTHOTO pa3a B TOJ] KOMHCCHEH, Ha3zHayaeMoil
paclopsiAuTENbHBIM  JIOKYMEHTOM  pyKoBoauTenss — opraHuzauuu. O
IPOBEJEHHBIX TPOBEPKaX JENal0T OTMETKH B YYETHO-PErHMCTPAllMOHHBIX
dopMax mocne nocneaHeu 3anucu. B ciyyae oOHapyxeHUs HapylIeHUH Tpu
W3TOTOBIICHUH, Yy4yeTe, XPaHCHHH U HCIOJIb30BaHUU T'epOOBBIX OJAaHKOB
KOMUCCHSI TPOBOJUT CIyXeOHOEe paccleloBaHUE, pe3yabTaTbl KOTOPOTO
OQOPMIISIIOT aKTOM U JIOBOJISIT JIO CBEJICHUS PYKOBOIUTEINS OPraHU3aIIHH.

5.10. Jlomyckaercsi THUpPaXUpPOBAaHUE CPEICTBAMU  OIEPATUBHOM

nonurpaguu  opraHu3zalMM  JIOKYMEHTOB ~ Ha  repOoBoM  OJaHKe,
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IpeHa3HAUYCHHbIX JJI PACCBUIKU, MPU YCIOBUU 3aBEPEHUS KaXIOW KOMUHU
JOKYMEHTA [€YaThI0 OPraHu3aLm».
3aganus

1. Pacckaxxute O  €OUHBIX  MpaBUJiaX  JIOKYMEHTHUPOBAHUS
yIOpaBIECHYECKUX AeUCTBUM, KOoTOpble onpeaenensl ['CIHOY, YCI.

2. [lepeuncnaure  BUABI OpPTraHHU3aLMOHHO-PACTIOPAIUTENBHBIX
JOKYMEHTOB, KOTOpBIE HW3JAIOTCSI B OpraHax YIpPaBJIE€HUS, U PACCKAXKHTE,
KaKOB OOIIHI MOPSIIOK UX 0POPMIICHUS.

3. Ormpenenute, B 4YeM 3aKiIiO4aloTcs oO0mme TpeOoBaHUA K
YHU(UKAIIUA TOKYMEHTOB.

4. HazoBute Bce BUABI TOKYMEHTOB M YKaXUTE, [0 KAaKUM IpPU3HAKAM
OHM KJIAaCCU(PUITUPYIOTCS.

5. PackpoiiTe Bce peKBU3UTHI CITY>KEOHBIX JOKyMeHTOB corjiacHo ['OCT
P 6.30-97. Pacckaxkute 00 UX pacroioXeHUU Ha JOKYMEHTE U 0(pOpMIICHUH.

6. Haiimute ommOku B opOopMIICHIH MPUBEACHHBIX HIDKE JOKYMEHTOB.

I[O6aBBTe HCAOCTAOIHNEC PCKBU3UTDBI, ITOKAKHUTC, KAK IIPABUJIbBHO OHW JOJIKHBI

oQopMITSTHCS.
Anpec: Haumenosanue opeanusayuu
Homep meneghona
['maBe agMuHHMCTpanu
®.1.0.
YBaxkacMblii

Cubupckass HWHXEHEpHO-TeXHMUYecKas KkommaHus «Cubuntek» (T.
HoBocubupck) mnpocutr Bac o3HakoMuThCs ¢ Kparkod wuH(opManuen o
HaMpaBJICHUSX JAEATEIbHOCTH (PUPMBI U OKa3aTh COACHCTBHE B PEIICHUU
BOMPOCOB, 3aTPYTHAIONINX JAEATEIHHOCTD (PUPMBI.
3apaHee OslarofjapHbl 3a OKa3aHHYIO IOMOIIb, [0 TMOPYYEHHUIO IUPEKIHUU
¢bupmbl «CUOMHTEK», TEHEPATbHBIA JUPEKTOP B.I.
HNuozemiieB

[Tpunoxenus:
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1. busnec-tutan pupmbl «CUOUMHTEK», KOIUYECTBO JUCTHOS.

2. 3asaBinenue ¢upmbl «CuOUHTEK» B MUHHUCTEPCTBO SKOHOMHUKH U
¢unancoB PCOCP o BbiaeneHnu KBOTH Ha 3kcoptT Ha 1990 r.

3. 3asBnenue pupmbl «CuOuHTEK» B KOMHUTET BHEITHEAKOHOMUYECKUX
cBsa3eit PCOCP ¢ mpock00il pa3pelinTh pa3oBble 3KCIOPTHBIE ONEpallyd Ha

1990r.

I'ep6
HanMenoBanue opranuzanuu
HupexTopy 3aBoja «Crerpkene300eToH»
B.A. bopucoBy
Komnus: rmaBe agmMmuHHCTpanuu
K.K. IIerpoBy
Komwus: Havanesauky ['HU o
TarnackoMy paiioHy
B.®. AnToHOBY

Texcm

I'enepanbHbIi AUPEKTOP Iloonuce  A.A. IleTpyHeHKOB

Ileuamo

I'ep6
HanMenoBanue opranuzanuu

Anpec
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JIupexTopy NpeanpusaTus «AJIpoH»
H.B. I'puropseBy

Texcm
I'enepasibHBIN TUPEKTOP
AO H3XK A N. benocoxos
I'epO
HammenoBanue oprannszanuu
IlerpoBy I'. 1.

Anpec
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Texcm

Hupextop OO0

«HauBH YD Tloonuce I'T. I'ycelinoB
Ilevamo

HanMenoBanue opranuzanuu

Anpec Ha 1755/2 B AnMuHucTpanuio

ot 03.03.98 HoBocubupckoii o61acTu

[Tpu »TOoM coobmraem criemyroriee: B3aumopacdeTsl ¢ OpeHOyprckum
KOMOWHATOM XJIeOOmpoaykTOB Ne 3 3a MOJydeHHOE ChIPhE MPOU3BOIUIUCH
CBOEBpeMEHHO. TekyIias 3aJ0/DKEHHOCTh Ha BpeMs Ipobera JOKyMEHTOB

10.03.98 cocrasnser 125 toic. pyo.

HupexTtop Iloonuce  W.A. Cunopos
['naBHbIN Oyxranarep lloonucy  E.A. Kpuoieesa
I'ep6

HanmenoBanue opranusanuu
IMPOTOKOJI
3acemanna KOMUCCHH IIO...

[Ipencenarens — Cmupuos C.C.
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Cexkperapb — AuToHoBa M.N.
IIpucyrcrBoBamu: 5 yenoBek

I[TOBECTKA JIHA:
1. O nopsizike MOATOTOBKU K KOH(PEPEHIIUH.
Joxknan Meanona I1.1.
1. Caymanm:
NBanosa I1.U. — TekCT moknaza nmpuiaracres.
Brictynunu:
ITerpos H.1. — 51 B cBOEM BBICTYILICHUM. ..
IIpencenarens lloonucs  C.C. CMupHOB
Cexkpetapb lloonuco  M.U. AnToHOBa
Haumenosanue opeanuzayuu
CIIPABKA
Hana IlerpoBy I'enHanuro MIBaHOBUYY B TOM, UTO €r0 MECSAYHBIN OKJIaJ]

cocrasisieT 400 pyouiei.

JlupekTop Iloonuce  W.H. Cunopon

['epO
Aopecam
B AnMuHucTpaiuio
HoBocubupckoit obmactu
Texcm
Hupexrop JloBosieHCKOM
HIIC Iloonuce  J1.C. MoBYaH
Haumenosanue opeanusayuu
ITPUKA3
No

006 utorax paboOTh KOMUCCUHU
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ITPUKA3BIBAIO:
1.
2.
3.
HupexTtop lloonucy  ILIL I'puropnen
Busbl
I'ep0
HanmenoBanue opranuzanuun 1. YTBEPXJIEHO
AKT JlomKxHOCTB
No Nunnuansl,
bammns
Tloonuce
3aconoeok akma
CocraBiieH KOMMCCHUEH:

[Ipencenarens:

(Honsxcnocmo, hamunus, uHuyuavl)

(Texcm)
CocraBieH B 3-X 3K3eMIUIIPAX:
1-i1 sx3eMIuLsp:
2-11 BK3EeMILIISIP:

3-i1 SK3EeMILIAP:
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Hpuiaoxenus
Ipunoocenue 2.1
I'OCT P 6.30-97
Pacnosioxkenne peKBM3MTOB JOKYMEHTOB H I'PAHULBI 30H Ha ¢popmate A4

yraosoro oaanka no 'OCT P 6.30-97
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Ilpunoocenue 2.2
Pacnososkenne peKBU3UTOB JOKYMEHTOB M TPaHUIIbI 30H HA (popmate A4

nponoabHoro duanka no 'OCT P 6.30-97
- [ ¢

Bl B
e

8
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ﬁjb..i@i--@ @ _
1'e & ® '
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35 =J_ 94 [ 1} -~

Ilpumeuanus x npunox. 2.1 m 2.2: 0l - T'ocymapctBennsiii rep0 Poccuiickoii
®enepanuu; 02 - repb cyonekra Poccniickont @enepannu; 03 - amOaemMa opraHu3auy Uim

TOBApHBIN 3HAK (3HAK 0OCTyKHuBaHUs); 04 - kox opranuzamuu; 05 - kox GopMbI TOKYMEHTA,
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06 - nmammeHoBaHWe opraHuzanuu; ()7 - crnpaBo4HbIC NaHHbIE 00 opranm3anuu; 08 -
HanMEHOBAaHHWE BHUAA JIOKyMeHTa; (9 - nata JAoKyMeHTa; /() - perucTpallMOHHBIA HOMEP
JOKyMEHTa; /] - cchUIKa Ha PErHCTPAllMOHHBIN HOMEp M JaTy JOKyMeHTa; /2 - MeCTo
COCTaBJICHUS] WJIM U3JIaHUs JOKyMeHTa; Y3 - rpu¢ orpanuuenus; /4 - aapecat; /5 - rpud
YTBEP)KICHUSI JOKYMEHTa; /6 - pe3omouus; /7 - 3aroJioBOK K TEKCTy; /8 - OTMETKa O
KOHTpOJIE; /9 - TEKCT JOKYMEHTa; 2() - OTMETKa O HAIMYUM TPHIOKEHUs; 2/ - MOANUCh; 22 -
rpud cormacoBaHus JOKyMEHTa; 23 - BHU3bl COIVIACOBAHUS JAOKyMeHTa; 24 - meyatb; 23 -
OTMETKa O 3aBEPEHHH KOMUU; 26 - OTMETKa 00 ucnoigHutene; 27 - OTMETKa 00 MCIIOJHEHUH
JIOKYMEHTa M HaIpaBJICHUM €ro B Jeno; 28 - OTMETKa O MOCTYIJICHWU JIOKyMEHTa B

opranuzanuio; 29 - uaeHTu(GuKaTop 3IEKTPOHHON KOMMUH JJOKYMEHTA.

Ilpunoswcenue 2.3
Pacnososkenne peKBU3UTOB M TPaHull 0JIAHKA C YIJI0BbIM

PaACHOJO0KEHHUEM IMOCTOAHHBIX PEKBU3UTOB
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Tema 3.
BEJAEHHUE JEJOITPOU3BOJICTBA
B OPI'TAHU3 AU, YUYPEXJIEHHNU

Opraau3zanus TOKyMeHTO00O0poTa (00IIIHe TTOJI0KEHHS)
Perucrpanus u yuer mocTynaronmx B OpraHu3aIuio JOKYMEHTOB
[ToaroToBKa M PErUCTpaNHsl OTIIPABIIIEMBIX JOKYMCHTOB
[TpoxoxkaeHre BHYTPEHHUX JOKYMEHTOB

VY4er o0beMa TOKyMEHTOO00pOoTa

AN

KoHTpoib 3a ncroiHenneM J0KyMEHTOB

1. Opranuzanusi 10KyMeHT0000poTa (00111e TMO0JI0KEHMST)

1. JIokyMEeHTOOOOpOT — 3TO ABUKEHUE JOKYMEHTOB B OpPraHU3ALMU C
MOMEHTa UX MOJYYEHHUS WM CO3JaHMS 1O 3aBEPLICHUS HCIOJHEHUS WU
otmpaBku. [lpaBunbHas opraHuzanus JOKYMEHTOOOOpPOTa CIIOCOOCTBYET
ONEPAaTUBHOMY NPOXOXKIACHUI0 JOKYMEHTOB B almapare yIpaBJEHUs,
PaBHOMEpHOM 3arpy3ke MNOApPa3ACICHU W JOHKHOCTHBIX JIMI[, OKa3bIBAET
00JIbIIIOE TTOJIOKUTETHLHOE BIUSHUE HA YIIPABICHYECKUI MPOIIECC B IIETIOM.

2. JlokyMeHTOOOOPOT B YUPEKIEHUU OCYIECTBIISIETCS B BUJIE IOTOKOB
JIOKYMEHTOB, IUPKYJIUPYIOMIMX MEXAY IMyHKTaMH 00paOOTKH HH(pOpMaIUu
(PyKOBOAMUTEISIMA ~ YUPSXKACHUS U CTPYKTYPHBIX  TOApPA3ICICHUH,
CHEIUAINCTAMH M KBAIM(DHUIIMPOBAHHBIMU  CIY)KAIIUMH) ¥  IyHKTaMH
TEXHUYECKOW 00pabOTKH COOCTBEHHO JOKYMEHTOB (MAIIMHOMHCHBIM OI0pO,

KOMHPOBAIbHO-MHOKUTEIBHOM CITYyKOOH U T.1I.).
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[lo oTHOIIEHUIO K ammapary yIpaBiIeHUs pPa3iMyaioT MOCTYMAarolIue,
OTIIPaBJIsIEMbIE M BHYTPEHHHUE JIOKYMEHTBHL. B yupexaeHuM MOCTynaroumue
JOKYMEHTHI, B CBOIO OY€pelb, ACIATCA Ha HANpPaBIsEMbIE PYKOBOJIUTEISAM, B
CTPYKTYpHBIE ITOAPA3JECICHNUs] U OTACIBHBIM HcCHOJHUATENIM. Kpome Toro, B
NOJIPA3JEIICHNUSIX CO3/IA0TCS JOKYMEHTBI, YaCTh U3 KOTOPBIX OTIPABIIAETCA 32
IpeeIibl YUPEKIEHUS, — OTIPABISIEMbIE IOKYMEHTBI, a Apyras [HUPKYJIUpyeT
BHYTPH YUPEKJIEHUS — BHYTPEHHSA IOKYMEHTAIIHSI.

3. llpm mNpOEKTUPOBAHUM U PAMOHATU3ALUU JOKYMEHTOO0OpOTa
PYKOBOJCTBYIOTCSA MOJIOXKEHUSIMU, BbIPa0OTaHHBIMU MPAKTUKON
JIEJIONPOU3BOJCTBA M COBEPIICHCTBOBAHMS OPraHMU3AlMU YIPABIEHYECKOIO
Tpyaa.

IIpn nBMKEHUU JOKYMEHTOB CIEAYET PYKOBOJACTBOBATHCS IPUHIUIIOM
OJTHOKPAaTHOro  MpeObIBaHUs  JIOKyMEHTa B  OJAHOM  CTPYKTYpPHOM
NOJIPA3JCJICHUH WM Yy OJTHOT'O UCIIOJIHUTEIIS.

Paznuunble onepanuu 1no oOpabOTKe IOKyMEHTa CIEAYET BBITOJIHATh
napajuiebHO, 4YTOObI COKpaTHTh BpeMs ero mnpeObiBaHus B cdepe
JIENIONPOU3BOJICTBA U TMOBBICUTH ONEPATUBHOCTh HCHOJIHEHUs. Hampumep,
KOIIMPOBAHHE JIOKYMEHTa, B MCIOJHEHUU KOTOPOTO JOJDKHBI NPHUHUMATh
y4acTUE€ HECKOJbKO JIMI, W OJHOBPEMEHHas Mepefadya KOIWWA BCEM
UCTIOJHUTEIISIM.

Komnu ¢  JOKyMeHTa CHUMAaroT IIOCIIE  PACCMOTPEHHsI  €ro
PYKOBOAMTENIEM U HaHeceHUs pe3osronuu. KoamyecTBo KoMl COOTBETCTBYET
KOJIMYECTBY HCIIOJIHUTENEH; TOJIMHHUK TMEepPeJacTcsl OTBETCTBEHHOMY
UCIIOJIHUTENIO (KaK MpaBuiio, (paMuiivsg €ro CTOMT B PE30JIIOLUU TEPBOM).
YyeTHo-uH(OpPMAIIMOHHBIE JTaHHBIE O XOJi€ MCIOJHEHUS JOKYMEHTa MOTYT
nepefaBarbcsi MO TeNepoHy WM JPYTMM IIyTeM, HO ©0€3 BO3BPAaTHOrO
JBUKEHUS TOKYMEHTA.

4. CxeMmbl [JBMXKEHUSI BCEX JIOKYMEHTOB B  OpraHu3allu
pa3palaTrhIBalOTCd PYKOBOJMUTENEM CIY>KOBI JEIONMPOU3BOJCTBA (0OIIETo

oTHeNa, KaHUEISpPUHU, CEeKpeTrapuarta MU T.JA.) [JIs Pa3IMYHbIX KaTEropuii
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JOKYMEHTOB: MOCTYNAIOIINX B OPraHU3ALMIO, OTIIPABISEMBIX U3 OpraHU3aluu
U BHYTPEHHHUX JOKYMEHTOB (IIpUKa3bl IO OCHOBHOM J€ATENbHOCTH, II0
JUYHOMY COCTaBy, MPOTOKOJIbI, aKThl, MHUCbMEHHBIC M YCTHBIE OOpaICHUS
rpaxaad v T.1.). JIBUKeHuEe TOKYyMEHTOB B OPraHU3aLMM, YYPEKIECHUHU, TIe
ecTb CiIy)x0a JIOKyMEHTAallMOHHOTO OOEcleyeHUs] YIpaBJIeHMs, HalpUMep

KaHIIeJApus, TIOKa3aHo Ha cxeme 3.1.

PykoBoncTBO Opranusanuu PykoBOICTBO CTPYKTYpHBIX
MoApa3ACICHUI
Cexperapb-pedepeHT Cexperapb-pedeperT O T ——
PYKOBOIUTENS CTPYKTYpPHOT'O
Kanuemsapus

Cxema 3.1. JIBUKE€HHE TOKYMEHTOB B YUPEXKICHUU
- MIOCTYTAIOIIUE JOKYMEHTHI,
- IOKYMEHTBI, OTTIPABJISIEMbIE U3 OpraHU3allluH,

- BHYTPEHHUE TOKYMEHTHI.

2. PerucTpanusi 4 y4yeT MOCTYNAKIIUX B OPraHU3AIMIO JOKYMEHTOB
Bce mnocrymaromue B OpraHu3anyio JTOKYMEHTHl HE3aBHCHUMO OT
cnocoba mocryruieHus (mouta, Tternerpad, (empacBs3b, CIENCBs3b, (axc,
CIPUHTCBS3b U T.JI.) MEPENAIOTCS KOHKPETHOMY JIOJKHOCTHOMY JIUILY CITYXKOBbI
JIEJIONTPOU3BOICTRA.
[Ipy mOCTyIJIECHUHW IOKYMEHTAa II0 IIOYTE JIO BCKPBHITHS KOHBEpTa

IMPOBEPAIOT PABUIBHOCTE UX JOCTABKH IO aJApCCy, HCIOCTHOCTh KOHBCPTOB,
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YIIAKOBKH, & TaK)Xe JOKYMEHTOB U BiOXeHHI. HempaBuibHO agpecoBaHHBIE
WIH MOBPEXKICHHBIE JOKYMEHTHI BO3BPAILAIOTCS OTIpaBUTENsIM. KOHBEpTHI €
KOPPECTIOH/ICHIINEH, TOCTYNUBIIEH B aapec KOHKPETHOrOo pPabOTHUKA C
MIOMETKOM «JTMYHOY, NepenatoTcs paboTHUKY 0e3 BCKpbITus. Ecnu B KoHBEpTE
CIIy’)K€OHBIN JIOKYMEHT, TO aJpecarT IOcjie MPOYTEHUS BO3BpalllaeT €ro B
KaHIIETSIPUIO ISl pEerucTpanuu. B oTnenpHBIX ciydasx (Ha JOKYMEHTE HET
JaThl, aJpeca OTIPABUTENSA) BMECTE C JOKYMEHTOM HEOOXOAMMO COXPaHSTh
KOHBepThl. KOHBEPTHI ¢ 00palieHUsIMU FpaXKaH COXPaHSIOTCS BCET/a.

[Ipexxne yem  3aperucTpupoBarb JOKYMEHT, HEOOXOAMMO €ro
IpeIBAPUTENBHO paccMOTpeTh. [IpeaBapurenbHoe pacCMOTpEHUE JOKYMEHTOB
pabOTHUKOM  CIyKOBI  JENONPOU3BOACTBA  CYIIECTBEHHO  IOBBIIIAET
3(h(HEKTUBHOCTh  YIPABJICHYECKOTO Ipollecca B IeJIOM. [ JaBHas 1elb
MPEABAPUTEIBHOTO PACCMOTPEHUSI JOKYMEHTA — YCTAHOBUTH MOAPA3IACICHUE
WIH JOJDKHOCTHOE JIMII0, KOTOPOMY HEOOXOIMMO HAmNpaBUTh JTOKYMEHT Ha
paccmotpenue. Hajgo Bcerna mMerb B BHJY, YTO HET HEOOXOAMMOCTH BCE
JOKYMEHTBl  IepefaBaThb  PYKOBOAMUTENIO  yupexaeHus. Bo  MHorux
yUpexKIeHUAX pykoBoauTenn mnoiaydaror 80-90% Bcex MmOCTyHmaroumumx
JOKYMEHTOB, a 3aTEM I1E€pPeaPECOBBIBAIOT UX CBOMM 3aMecTuteisaM. [Ipu atom
peumieHne npuHuMaerca 1no 2-3% nokymeHToB. [locnmepyromue pesomonuu
HUYEr0 HOBOIO HCIOJHUTENI0 HE JarT. Ha moamuch Takxke mepeaarorcs
90-95%  ornpaBisieMbIX ~ JTOKYMEHTOB.  Takoll  MHOpSAIOK  CHUXKAET
00OCHOBAaHHOCTh pEHICHUH U UX OINEpPaTUBHOCTh (BpeMsl OXUIAAHUS
paccMOTpeHus1 B 2-3 pasza MpeBbIIIAeT BpeMs padOThl HAJ JTOKYMEHTOM),
WHULIUATUBY U OTBETCTBEHHOCTh UCIOJIHUTENIEH.

[Ipu mnpeaBapUTENTHLHOM PACCMOTPEHHHM JIOKYMEHTa HEOOXOAMMO
YYUTBIBaTh BaXKHOCTh €r0 COAECPkKAHUS, CJI0KHOCTh U HOBU3HY ITOCTABIIEHHBIX
BOIPOCOB, aBTOPCTBO, BUJ JOKYMEHTA.

Hcxonst W3 OLIEHKM JOKYMEHTa M B COOTBETCTBUM C (YHKIUSIMH
CTPYKTYPHBIX MOAPA3ACIICHUI MPOU3BOAUTCS PACHpPENesIEHHE MOCTYHAOIINX

JOKYMCHTOB. J_IOKYM CHTBI, aAPCCOBAHHBLIC KOHKPCTHBIM JOJDKHOCTHBIM
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JULaM, KaK MpaBUIIO, MOCIE PErUCTPALIMMU NEpEeNaroTcs UM. Jlomyckaercs mpu
OTCYTCTBUM PYKOBOAUTENS TIepeaaBaThb JOKYMEHT [  UCHOJIHCHUS
JOJKHOCTHOMY JIMITY C TIOCTIEAYIoeH nH(OpMAaIel pyKOBOIUTENS.

[IpenBapuTennbHOE  PACCMOTPEHHE  JOKYMEHTOB  OCYILIECTBIISIOT
cekpeTapu-pedepeHTsl,  3aBEAYIOIIME  KaHIENSpHe, CeKperapuaTamu,
o0lMMU  OTHEeJaMHu, TIOMOIIHUKKA  pyKoBoautens u  T.4. llocne
NPEABAPUTEIILHOTO  PACCMOTPEHUs]  JOKYMEHThl ~ HANpaBJSIIOTCS  Ha
PETUCTPALNIO UIIA PETUCTPUPYIOTCS ITUM Ke JOJIKHOCTHBIM JIUIIOM.

Ha Bcex peructpupyembix JOKyMEHTaX B MPABOM HUKHEM YIIIy TIepBOi

Cro CTpaHMuIbl IIPOCTABJISICTCA pCFHCTpaHHOHHBIﬁ mTaMiII:

HanMenoBanue opranuzanuu
Bx. Ne
Ot
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[IpocTaBnenue mrama, JaThbl, pETUCTPALIMIOHHOIO HOMEPA (IT0 HOPSAKY
HOMEPOB HAYMHAsA C KAJIEHJAPHOIO r0/1a) MPOU3BOAUTCS B AEHb IMOCTYIUJICHUS
JIOKYMEHTA.

Perucrpanium  mogiexxar HE  Bce  JIOKyMeHTBHL..  Heobxommmo
PETUCTPUPOBATh JTOKYMEHTHI, IOCTYNAIOLIME W3 BBIILIECTOSIINX OpPraHoB,
OOLIECTBEHHBIX OpraHu3alui, BaKHbIE NHUCbMa JPYTHMX OpraHHU3alui,
oOpaiienust rpaxkgaH v 1p. He Hazmo perucrpupoBatrh: MO3ApaBUTENbHbBIE
TEJEerpaMMbl, MPOCIEKTHI, MPUTJIAIICHUSs, TPOTPAMMBI, W3BEIICHHS, a TaKXKe
JOKYMEHTBHI, ITOCTYNAIOIIME B KOMUAX JUJIS CBEIeHUs. B Kaxnoil opranuzanuu
NepeYeHb TAaKUX JOKYMEHTOB pa3padaThIBacTCs PYKOBOJIUTENEM CIYKOBI
JEJIONPOU3BOJCTBA M JAETCS B HHCTPYKLMHM 110 JE€JIOIPOU3BOJICTBY,
YTBEPKJICHHON PYKOBOJMTENIEM OpraHU3allUU.

Bce nokymeHThl (mocTymarouige, OTIpaBiiieMble, BHYTPEHHUE) B
OpraHu3allid PEruCTPUPYIOTCS LEHTPAIM30BaHHO. JleleHTpaIn3oBaHHas
perucrpaiusi JOKyYMEHTOB JOIYCKAaeTCs B YUPEXKACHHUSIX, KOTOPbIE HMEIOT
TEPPUTOPUATIBHO O00OCOOJICHHBIE CTPYKTYpHBIE TMOJpa3JielieHuss U 0coOble
YCIIOBHSI paOOTBHI.

B yupexnenusx ¢ TOAOBBIM JokymMeHTooOoporom 100  ThIC.
JOKYMEHTOB U 0oJjee, TI/€ HeNb3s OCYLIECTBISATh LEHTPAIM30BAHHYIO
pEerucTpanuio, BaKHEHUIINE JIOKYMEHTbl HEOOXOJUMO pPEruCTpUpOBaTh B
KaHIIEJISIPUH, OCTAIbHBIE — B CTPYKTYPHBIX IIOPA3ECICHUSIX.

JIOKyMEHTBI PETUCTPUPYIOTCS Ha KapToukax (cMm. mpuiok. 3.1-3.2).
(ITporpamma B KOMIIbIOTEPE IpEyCMAaTPUBAET BCE JaHHBIE, UMEIOIIMECS Ha
KapTOYKe. )

Ha mnepBoM »sTane perucTpaldy 3amnojHSIOT pa3felbl KapTOUYKH
(MaIIMHOMMCHBIM WM PYKOITUCHBIM CIIOCOOOM):

* BXOJAIIMA HOMEep U jAarta peructpaunu. Hanpumep: Ne 150 ot
15.01.2000 (Ne 150 — mOpSAOKOBBI HOMEp MOCTYMAIOIIETO JOKYMEHTA,

HaunHasg ¢ 1 sHBaps tekymero roga, 15.01.2000 — mara mnocrynieHus



This document was created by Unregistered Version of Word to PDF Converter

PErUCTPUPYEMOTO JOKYMEHTA). DTOT HOMEP U J1aTa JOJKHBI ObITh YKa3aHbI U
B PETMCTPALIMOHHOM LITaMII€ Ha JTOKYMEHTE;

0T Koro noctynui JokymeHT (KemepoBckoe o0beaunenne «OKcuay);

* KOJIMYECTBO JIMCTOB M IK3eMIUIIPOB (2 1. B 1 9K3.);

e JaTa TOJYYEHHOro JOKyMeHTa M ucxonasmuii Homep (20.12.2000
Ne259/10);

* KpaTKoe€ COJEp)KaHue JOKyMeHTa. Hanpumep: mpocb0a 3aKIOYUThH
JIOTOBOP Ha MOCTaBKY CTPOUTEIIbHBIX MaTEPUAJIOB.

Ilocne mnepBoro sTama perucTpalud JOKYMEHTHI NEpPENaroTcs Ha
pacCMOTpPEHHE  PYKOBOJMTENIO  YUPEKICHUS  WIM  PYKOBOIUTEISAM
CTPYKTYPHBIX ITOJIpa3AECICHUM.

KonndecTBo 3K3eMIUISIPOB PETUCTPALIMOHHON KapTOUYKU OMpPEeNsieTcs
YUCJIOM KapTOUY€K: KOHTPOJIbHBIX, CIIPABOYHBIX, [10 BOIPOCAM, IO reorpaduu
U T.a. {18 BU3yaJlbHOrO pas3idyusi KapTOYKU MOTYT HW3TOTaBIUBATHCS U3
Oymaru pazHOro IBeTa JUOO C IBETHBIMHU MOJOCAMHU MO BEPXHEMY IIOJIIO.
Hcnonp30BaTh UX MOXKHO CIEAYIOIIUM 00pa3oM: BXOJSIINE — OAMH IIBET,
OTHPABIIIEMBIE — IPYTOi, BHYTPEHHUE — TPETUW IBET; WJIM: MOCTYHAIOLINE Ha
UMsl TIEPBOTO PYKOBOJMTEIS — OJIMH LBET, B CTPYKTYPHBIE MOAPA3/ICIICHUS —
IpYrov, KOHTPOJIbHbIE — TPETHH, HEKOHTPOJBHBIE —  YETBEPTHIM,
OTIPABIISIEMBbIE — IIATHIM, BHYTPEHHHUE — IIECTOMN LIBET.

[Ipu mepengave NOKYMEHTOB PYKOBOJIUTEIIO KapTOUKHU IOCIE MEPBOrO
JTana PEerucTpaluy MOMEIIAIOTCS BPEMEHHO B CIPAaBOYHYKO KapTOTEKy B
paznen «J{oKyMeHThI Ha TOKJIal1e».

PykoBoguTens JOMKEH paccMaTpuBaTh JOKYMEHThI B JI€Hb HX
MOCTYIUIEHUS (KaK HEeXenaTeIbHOEe MCKIIOYEHHE — Ha CIEAYIOUUN JIeHb) U
BO3BpalllaTh CeKpeTapro-peepeHTy WM TMOMOIIHUKY C PE30JIOLHUEH.
[loctymath K pyKOBOJUTENIO M BO3BpAlIaThCs K CEKpeTapro-pedepeHTy
JOKYMEHTBI JOJDKHBI B CTPOTO OIPEACIIEHHOE BpeMs, PE30JIOLHMs JO0DKHA

OBITb KOHKpETHOU. Hanpumep:
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I'.B. lBaHOBY

IIpomry moaroToBUTH OTBET

Tloonuce
Jlara

PykoBonuTtens He AODKEH 3aJepKUBaTh JOKYMEHTBI, a TeM OoJee
OCTaBIIsITh WX y ce0d B KaOuHETe Ha ompeaeneHHoe Bpems. [lpu
HEO0OXOIMMOCTH HMCIOJL30BaHUS JIOKYMEHTa B OYAYIIEM IS PYKOBOIUTEIIS
JenaeTcsi KCepoKomusl TOKyMeHTa. Kpome Toro, pyKoBOAWTENbh HE IOJIKEH
caM TPUHUMATH JOKYMEHTBI OT IIOCETHTEJCH, MOMYMHEHHBIX, 3TO, Kak
paBWIIO, AenaeT pedepeHT (Wim KaHUeIapusi, OO OT/IeN, CeKpeTapuaT u
T.J.).

CornacHo pe30JIIOUHN TIOKYMEHT MepeacTCsl UCTIOTHUTEI0, €CU UX &
PE30IIIOIMHN HECKOJIBKO, TO MOJJUHHUK TEPelaeTcsl TJIaBHOMY HUCIIOJIHHUTEIIO
(ero (hamuiis B pe30JIONUU TIEpBasi), a KCEPOKOMUU—APYTUM UCIIOTHUTEISIM.
Tekct pe3omronuu cpasy *Ke Mpu BO3BPAIICHHH JOKYMEHTA OT PyKOBOAMTEIIS
MIEPEHOCUTCS B PETHUCTPAllMOHHYIO KapTouky B paszaen «Krto HampaBui

NOoKyMeHT. Pesomouunst». Hanpumep:

N.I1. Kupcanosy, I'.B. liBaHoBy

[Ipomry moaroToBUTH OTBET

Iloonucwe pyxosooumerns
JlaTa

3areM Ha OOOpPOTHOM CTOPOHE 3aMOJHSIOTCA CIEAYIOIIHE pPa3/Ieibl
kaprouku: «Jlata mnepemaunm Ha wucnonHenue» — 15.01.2000; «Komy
HarpasJyieH JoKyMeHT» — ['.B. lBaHOBYy; «Pacnucka B osry4eHum» — poCiuch
Hsanosa I'.B., nara.

B coorBerctBum ¢ I[lonoxxenuem PerucrpanimoHHON rocyn1apCTBEHHOU
cuctembl ~ gokymMeHtoB  (PI'CJ]) nmokymeHT mocie  pacCMOTpEHHs

PYKOBOJUTCIEIMU  HAIIPABJLCTCA B KaHLOCIAPUIO, KOTOpasd JIICPCHOCUT
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PE30JIIOLIMI0, a 3aTeM IIEpEeNacT JAOKYMEHT BMECTE C ONHOW KapTOYKOM B
MPUEMHYIO CTPYKTYPHOTO MOJpa3eiCHuUsl, OCTAIbHBIC SK3EMIUISIPbl KAPTOUEK
OCTAIOTCA B KaHUENSPUU B KapToTekax: l-s — cmpaBouHas (IO MOPSIKY
HOMEPOB); 2-s1 — KOHTPOJbHAs (IO CPOKaM HCIONHEHHS); 3-51 — OCHOBHBIC
BOIIPOCHI JIEATEIIBHOCTH OpraHu3anuu; 4-s1 — nepenucka ¢ OpraHu3auusiMu 1o
TEPPUTOPHUSIM WJIM IO KOHKPETHBIM YUYPEKICHUSM. ICmoJib30BaHUE TaKUX
KapTOTEK II03BOJIAET OBICTPO JaTh TOYHYIO HWHGOOpPMAIUIO IO JIFOOOMY
JIOKYMEHTY, TOCTYIIMBIIIEMY B OpPTraHU3aIii0. DTy MOUCKOBYIO CUCTEMY TaK»Ke
MOKHO MCIIOJI30BaTh MPHU COCTaBICHUN KOMIIBIOTEPHBIX ITPOrpamMM.

OT MOMEHTa MOCTYIUICHHS] K HCIOJHUTEIIO 10 3aBEpIICHUs pabOThI
JIOKYMEHT JIOJDKEH HaXOAWThCS B pabodueil mamke. B meno JokyMeHT u Bce
OTHOCSIIITUECS] K HEMY MaTepHalibl HAMPaBJIAIOTCS TOrJa, Koraa pabora Haj
HUMH TMOJHOCTBIO 3aBEpIICHA M HCIOJHUTEIb CUUTAET €r0 HCIOJHEHHBIM.
IIpy mnepemaue [OOKyMEHTa Ha TMOANUCh K HEMY CIEIyeT MpuilaraTh
MaTepHualibl, HA OCHOBAHMM KOTOPBIX OH TOTOBWJICA. DTO oOJierdaer padoTy
PYKOBOAMTEIISA, MO3BOJISIET U30€KATh BHI30BA UCIIOJIHUTENEH U T.1I.

[Tpu mocTyruieHUM TOKYMEHTa MOXET OBITh HECKOJIbKO BapUaHTOB UX
UCIIOJTHEHUSI.

1. Ha ocHOBaHMM TIOCTYNUBIIETO WHUIUATUBHOTO JIOKYMEHTa
cocrapisieTcs: oTBeT. Hanpumep.: mucbmMo MunuctepctBa oopazoBanus PO B
Komuter o HayaJbHOMY npodecCuOHATbHOMY 00pa3oBaHUIO
Anmunuctparuu HoBocuOupckoil 0651acTi 0 MperocTaBIeHHH HHPOpMAaIIH
00 OopraHu3anyy TOPSYETrO MUTAHUS YJaIIUXCs MPOPECCHOHATBHBIX YUHIIUII]
obnmactu. OtBer KoMutera sSBIsSETCS OCHOBAaHWUEM JJII CHATUS JOKYMEHTA C
KOHTPOJIA.

2. Ha ocHOBaHMM  TOCTYNMBIIETO  IIOCTAHOBJICHHSI  TJIABbI
Anvunuctpaiiuu  HoBocubOupcekoit  obmactu ot 20.01.2000 Ne 205
cocrapisieTcsi nporpamma Komurera mo HadyajlibHOMY MPOQPECCHOHATBHOMY
o0pa3zoBaHMIO, KOTOpasi yTBepkaaeTcs npukazom Komurera. JlaHHbIN npuKka3

ABJIACTCA OCHOBAHHUEM JIJIAI UCITOJIHCHHA JIOKYMCHTA.
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3. Ha ocHoBanuu nuceMa Munucrtepcta odpa3zoBanusi PO o nopsiake
¢unancupoBanus npodyunmnaumy B 1998 1. oOpraHM30BaHO COBEIIAHHE
JUPEKTOPOB MPOPYUMIHIL, HA KOTOPOM JAHO pa3bsICHEHUE, YKA3aHHOE B
JaHHOM IucbMe. [locTynuBIIMi JOKYMEHT CHUMAETCS C KOHTPOJISI CIIPABKOM.

4. JIokyMeHTbI, KOTOpbIE MMOCTYHAIOT JIJIsl UCIIOJIb30BaHUs B paboTe, He
SBIIIFOTCSL KOHTPOJBHBIMM M XPAHATCA Yy MCIHOJHUTENS, a 3aTeEM B JIEJe
CTPYKTYPHOTO MOAPA3/ACIEHUS WU B KAHLICIISIPUU.

Takum 00pa3oM, mocsiae UCHOJHEHUsI TOKyMEHTa HEOOXOJUMO 3aHECTU
B PETUCTPALMOHHBIE KApTOUYKU TMOCIEAHHE JaHHbIE, KOTOpPbIE BKIIOYAIOT B
cels:

* OTMETKYy O KOHTpOJ€ U UCHOJHEHUH ((UKCHUPYIOT KpaTKoe
coJiepXaHue, 1aTy U HOMEp OTBETHOI'O JIOKYMEHTa, JOJDKHOCTh U (PaMUITUIO
JMLa, TOANKCABIIEro ero. IIpu oTcyTcTBMM NMCBMEHHOIO OTBETA YKa3bIBAIOT,
KEM, KOI'Jla ¥ KaK pellieH BONpoc, U3JI0KEHHbIH B UHUIIUATUBHOM JJOKYMEHTE).

Hanpumep:

OtnpasiieHa crnpaBka 00 OpraHU3alMy TOPSYEro MUTAHUS YyYalluXcs
pohecCHOHAIBHBIX YUHIIUI 00JIaCTH;

*  YKa3aHME KOrJa M KEM JIOKYMEHT CHST C KOHTpPOJIA (yKa3bIBarOT
JOJDKHOCTb, (PAMUITUIO PYKOBOJUTENS U ATy CHATHUS C KOHTPOJIS).

Hanpumep:

IIpencenarens komurera f.5. bopreno 20.01.2000;

* 1aTy BO3BpaTa, paclucKy NPUHABLIETO JOKYMEHT. Hanpumep:

20.01.2000

Iloonucw
* HOMEp JieJa, B KOTOPOM XpAHUTCS JOKYMEHT, WJIH OTMETKa 00
YHUYTOKCHUH.
Hanpumep:
JI Ne 02-36.
[IpuBeneM mpumep MOJHOCTHIO 3aMOJHEHHOW KapTOYKU PErHCTpALU

IMoCTynaromux JOKYMCHTOB!:
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[Hara perucrpauuu u
BXOJISIIMN HOMEP

Or koro mnocTynui
JOKYMEHT

KomnuuectBo 1UCTOB 1
IK3EMILIIPOB

Jlatra  momy4eHHOro
JOKYMEHTa,
HCXOIALIMNA HOMEP

10.01.2000 Ne35

MuHHuCTEPCTBO
oOpa3zoBanus PO

2 1.8 1 dK3.

25.12.1999
2054-02/5

No

Kpatkoe conepkanne TOKyMeHTa:

[Ipockba HampaBuTh B axpec MuHuCTepcTBa HHGOpMAIMio 00 OpraHu3alnuu
TOpSTYETO MUTAHUS YIAIMXCS MPOQYIUIIHIL 00TaCTH.

Kto nanpasui nokymenT. Pe3omonus.

Kupcanosoit M.B. [loarorosuts orsert. 20.01.2000

O6opoTHas cTopoHa

Hara mnepenaun| Komy nanpasnieHn|Pacnncka B|[lata BO3BpaTta, Homep nena, B
Ha UCIOJHEHUE |AOKYMEHT MOTy4EHUH pPacOnuUCKaK oTOp oM
NPUHABIMIETOX paHMUTC A
JOKYMEHT JOKYMEHT,  WJIH
OTMETKa 00

YHUYTOXKEHUH

10.01.2000 Kupcanosoii [Tonmnuce 20.01.2000 JI Ne 02-36

H.B.

OTMmeTKa 0 KOHTPOJIE U UCIIOJTHEHUH:
3aka3HOMl MOYTOM OTIpaBiieHA clpaBKa 00 OpraHuW3alMd TOPSYEro MHUTAHMSL.
ITonmucai: npencenarens f.41. bopreno

Koraa u xeM JOKyMEHT CHAT ¢ KOHTPOJIA: IIpe/iceJaTeNb KOMUTETa
S1.4. bopreno 20.0 1.2000
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3. lloaroroBKa U perucTpamnus OTIPaABJIAEMbIX JOKYMEHTOB

JIOKyMEHTBI, OTHpPaBISIEMbIE OpPraHU3aAlMEN, MOPOXOASIT HECKOIBKO
3TANoOB: COCTABJICHUE MPOEKTA TOKYMEHTA, €r0 U3TOTOBJICHHUE, COTJIACOBAHUE,
BU3UpOBaHUE (B HEOOXOMUMBIX Cllydasx), noamnucaHue (yTBEpXKIEHUE),
PErUCTPaLMIO U OTIIPABKY.

B Hauasne cocraBiseTcs pyKOIMCHBIM BapUaHT IIPOEKTA, a 3aTeM
nevaTHbld. [loATOTOBNEHHBIM NPOEKT HOKYMEHTA IEPENArOT Ha IMOJINUCH
PYKOBOIUTENIO YUPEXKACHUS WA CTPYKTypHOro mnojapasaenenus. Jlo
nepeayd Ha MOANUCH MCIOJHUTENL MPOBEPSIET MPABUIBLHOCTh COAEPKAHUS,
cocTaBlieHUsT U O(DOPMIICHUS JOKYMEHTAa, HAJIMYHWE BU3 WU TPUIIOKEHUU, a
TaK)K€ MaTepUajoB, HA OCHOBAHUM KOTOPBIX OH FOTOBWJICS. DTU MaTepHallbl
MEPENAOT PYKOBOJIMUTENK) BMECTE C NPOCKTOM JTOKYMEHTAa WM K€ OHH
HaXOAATCS y MCIOJHUTENSI W NEPEHaroTCsl PYKOBOJAUTENIIO II0  €ro
TpeOoBanuto. Harmpumep, NHCHMO BBIMIECTOSINIECH OpraHU3alMi  BCEra
MpUJIAraeTcd K MPOEKTY OTBETa Ha HEro, MPEACTaBIsieMOMY Ha MOAMNHUCH
PYKOBOAUTENIO. B TO k€ BpeMs MPOEKT MUChMa BBILIECTOSAIIEMY YUPEKICHHUIO
C TMpOChOOW TOSCHUTH TOPSIOK BBIMOJHEHHUS TMPUKA3a MOXKET ObITh
MpE/ICTaBICH Ha MOANKUCH 0€3 MPUIIOKEHUS STOTO MPUKa3a.

[Tocne mnoanucaHust pPyKOBOAUTENIEM JOKYMEHTA, OTIPABIISIEMOIO
OopraHm3aiyeil, Ha TEPBOM JIMCTE€ JOKYMEHTa, KOTOPBIM odopMisieTcs Ha
OJlaHKe, CTaBUTCS Jara OTIpaBJIeHUs W peructpanroHHbii Homep. (IIpu
MMChMAax-0TBETaX Ha OJaHKE YKa3bIBAIOTCS TaKKe HOMEp W JaTa JOKYMEHTa,
Ha KOTOPBIN JlaeTcs OTBeT.) Hanpumep:

20.01.2000 Ne259-02/36

Ha Ne 2054-02/5 ot 05.01.2000

IlepBbIli 3K3EMIUIAp AOKYMEHTA OTIIPABILIETCS aJapecary, BTOPOM — C
BU3aMM COTJIACOBAHUS OCTAETCS B JIEJIE OPraHU3aLHUMU.

Ha otnpaBnsiemblil JOKYMEHT 3aBOAWTCS PETUCTPALIMOHHAS KapTOYKa

KOTOpasA  BKIIIOYACT B ceOs1 Takue DJIEMEHTHI ) KakK: HOpHI[KOBBIfI
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PETUCTPAIMOHHBIA HOMEP M JaTa; KOJIMYECTBO JUCTOB U IK3EMIUISIPOB; KOMY
HaIpaBJICH JOKYMEHT; PAacIlUCKa B ITOJIYYECHHHM WA HOMEP peecTpa- 1ara;
KpaTKOE€ COAEpKaHHUE JOKYMEHTA; KEM MOAMNUCAaH JOKYMEHT;, BXOASIIUN
HOMED M J1aTa MUCIOJIHEHHOIO JJOKYMEHTA; HOMEp Jela, B KOTOPOM ITOMEIlIEHA
KOIIUS OTIPABJISIEMOr0 JOKYMEHTA U NOJJIMHHUK UHULIMATUBHOIO JIOKYMEHTA,

KOJIMYCCTBO JIMCTOB, OTMCTKA O IIOJIYYCHHUH OTBCTA, A4Ta.

IIpuBenemM mnpumep NOPABUIBHOM  PETHCTPALIMM  OTIPABIISIEMOTO
JOKYMEHTA!
Hata u nopsiakoBbiii | KonmnuectBo nmuctoB u|  Komy HampaBiieH Pacniucka B

259-02/36

obpazoBanusi PO

PEruCTpaIIMOHHBIN 9K3EMILIIPOB JTIOKYMEHT MOJTyYE€HUN WITH
HOMED HOMEp peecTpa,
OTIpaBJICH, AaTa

20.01.2000 Ne 2 1. B 1 9K3. MuHuCTEPCTBO 3aka3zHoe Ne 36 ot

20.01. 2000

Kpatkoe conepkanne JOKyMEHTa:
Wndopmarus 06 opranuszaliiy rops4ero NTUTaHUs ydalumxcs npodyduiniy o0JacTy.
Kem noanucan JoKyMeHT: IpeaceaaTeb

S.4. bopreno
20.01.2000
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4. IlpoxoxaeHne BHYTPEHHHUX JOKYMEHTOB

1. IlpoxoxieHre BHYTPEHHHX JOKYMEHTOB Ha 3Tanax MX MOATOTOBKHU U
oopMIICHHST OPTaHU3YETCSI B COOTBETCTBUU C OOIIUM TOPSIKOM OOpaIieHus
UCXOASAIIMX, @ Ha JTane HCHOJHEHUs (MCIOJB30BaHUS) — BXOASIIMX
JOKYMEHTOB.  Perucrpupyrorcsi BHYTPEHHHE JIOKYMEHTBI IOCIE  HX
paccMoTpeHus (OAMUCaHNsI) PYKOBOJCTBOM.

2. Tlocne cormacoBaHusi C COOTBETCTBYIOUIMMHU CTPYKTYPHBIMH
NOJIPA3JEICHUSIMU U IOPUAMYECKON CIYKOOM NPOEKTHl pacnopsIUTEIbHBIX
JIOKYMEHTOB MOJIMHUCHIBAIOTCS PYKOBOJUTENEM YUPEKIECHUS u
PETUCTPUPYIOTCSA B KAaHIEIAPUU WM JPYrOM CTPYKTYPHOM IOJApA3JEICHHH,
KOIIMM JOKYMEHTOB 3aBEpSIOTCA JMOO TNOMJIMHHUK HAMpaBseTcss B
MHOXXHUTEJIbHYIO CIIy’KOy UIsl pa3MHOXEHUS. 3aBEpEHHbIE (Pa3MHOXKEHHBIE)
KONMM JOKYMEHTOB HAIIPaBJISIIOT B  COOTBETCTBYIOIIUME CTPYKTYPHBIE
HOJPa3/IEICHUs YUPEKICHUS, a B HEOOXOJUMBIX CITydasiX — 3a €ro Mpeiesbl.

3. TIporokosnbl, coaepkalue MOPYyYEHHUs OJDKHOCTHBIM JIMLAM HIIA
NOJIPA3JCICHUSIM YUPEKIEHUS, IEPEIaloT aapecaraM B BUJIE Pa3MHOKEHHBIX
AK3EMIUISIPOB MJIM 3aBEPEHHBIX BBIMHCOK U3 TPOTOKOJIA.

4. JloxymagHble 3alMCKA HAa WMsI PYKOBOJUTENS YUPEKACHUS WIH
CTPYKTYPHOTO MOJpPA3ACIEHUs, CBOAKH, CIPABKHM M JAPYrue aHaJOrM4HbIC
BHYTPEHHUE JTOKYMEHTBI PACCMATPUBAIOTCS TOJKHOCTHBIM JIMIIOM, KOTOPOMY
OHM HAIIpaBJIECHbI, M IEPEHAIOTCA B CTPYKTYPHBIC NOJIPA3ICIICHUS WU
IIOMEIAIOTCS] B COOTBETCTBYIOIIEE JEIIO.

[opsimok MpoOXOXKAECHUSI, pErUCTpalusl, YIET BHYTPEHHHUX JTOKYMEHTOB
onpeaenaoTcs HMHCTpykuued 1o JelIonpou3BOJACTBY OpraHu3aluil  (CM.
npuiox. 1.2).

[IpuBenemM nmpuMep pErvcTpaluy MOCTAHOBIICHUS WJIH PaCHOPSKEHUS
IJIaBbl Q/IMUHUCTPALIMK 00JIaCTH:

Kaprouka perucrpauuyd IOCTAaHOBJIEHUS TIJIaBbl aJMUHUCTPALUH

obnactu (paiioHa U T.1.)
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Jlama

Kmo enocun npoekm

ITo Bompocy

KeMm nmoanucano

D.1.0.

5. Y4er o0bema J0KyMeHT0000pOTa

O0beM  JOKYMEHTOO0OpOTa — 3TO  KOJWYECTBO  JIOKYMEHTOB,
MOCTYMUBIINX B OPraHU3aIMI0 M CO3JIaHHBIX €10 3a OMpPEICICHHBIN Mepuo,
O0BIYHO 3a TOJ. YdYer o0beMa JOKYMEHTOOOOpOTa B YUYPEKACHUU
OpraHu3yercss JUisl YCTAaHOBJIEHHUS YCJIOBHOTO oObeMa oOpabaTbiBaeMoit
uHGOpMAIIMU ¥ 3arpy3kd MOApa3feiieHud © OTAEIbHBIX pPabOTHHUKOB,
NONMYYeHHUs]  JaHHBIX Ui TPOCKTUPOBAHUS  MEPONPHATHH 0
COBEpIICHCTBOBAHUIO JIEJI0IPOU3BO/ICTBA U BbIOOpA HaubOosee
1eJIeCO00pa3HBIX TEXHUUECKUX CPEJCTB €r0 MEXaHU3AIHH.

[lpu ompenenenun o0beMa JOKYMEHTOOOOPOTa YYHUTHIBAIOT —BCE
JOKYMEHTBI, HE3aBUCMMO OT HX COJAEp)KaHUs, aBTOPCTBA, OOBEMa,
KOMUUHOCTH, (DaKTa perucTpaiyu, Yucia NHCTAHIIUN UX PAaCCMOTPEHUS U TIp.
Bxopsiimue, wucxondmMe W BHYTPEHHHE JIOKYMEHTBHI  IOJCUMTHIBAIOT
paznenbHO. Komnu HOKYMEHTOB, M3TOTOBJICHHBIE CPEACTBAMH ONEPATUBHOTO
pPa3MHOMKEHUS, TAK)KE YUUTHIBAIOTCS OTAEIHHO.

6. KonTposb 3a MCIOTHEHHEM I0KYMEHTOB

1. KoHTposb 3a MCIIOJHEHUEM JOKYMEHTOB U TMPHUHSTHIX PEIICHUA —
HeoThbeMJieMasi (YHKIUSI YIPaBJICHUS, HEOOXOIUMBIN JIEMEHT OpraHu3aIluu
yIpaBIEHYECKOW  JESITENbHOCTM W BaKHAas ~ COCTaBHAas  4acTh
JIEJIONIPOM3BOJICTBEHHOr0  mpouecca. lLlenmp  kOHTposs —  comercrBue
CBOCBPEMEHHOMY ¥ TMPAaBHJILHOMY HWCIIONHEHUIO pEIICHUU, 3aJaHuid W

MOpYyYEeHU  PYKOBOJACTBA,  oOOecleueHrWe  TONydyeHUus  HWHQOpMAaIuH,
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HEO0OXOAMMOM /ISl OLICHKH JESITEIbHOCTH MOIpa3/ieNIeHUd U UCTIOJIHUTEIICH.

2.  KoHTposbHass AEATENBbHOCTH IPEAIONIAracT, ¢ OJHOW CTOPOHBI,
KOHTPOJIb 32 MCHOJIHEHWEM JOKYMEHTOB I10 CYILECTBY IOCTABJIEHHBIX B HHUX
BOIIPOCOB, @ C JPYroil — 3a COOTBETCTBUEM (POPMBI CO3/1aBAEMBIX JOKYMEHTOB
UX COACPNKAHUIO WU 32 CBOEBPEMEHHOCTBIO HcCHoJHEeHus. IlepByro rpymmy
KOHTPOJIBHBIX ONEpPAldid BBITOIHIIOT PYKOBOAUTENIN BCEX PAHIOB, BTOPYIO —
JIEJIONPOU3BOJICTBEHHAsL CIy*)0a YUYpEKIEHUsT C BXOMSIIEH B €€ COCTaB
CITYK00M KOHTPOJISI UCTIOTHEHUS.

OcHOBHBIE 3a/layd KOHTPOJBHOM CIYyX Obl — KOHTPOJb 33 CPOKaMH
VCIIOJIHEHUS BXOASIIMX, UCXOIAIIMX M BHYTPEHHUX JOKYMEHTOB U YCTHBIX
yKa3aHU PyKOBOJACTBA; 0000IEHHE MAHHBIX, IMONyYaeMBIX B pPE3yJIbTaTe
KOHTPOJIBHOW JI€ATEIBbHOCTH, W JOBEJIEHUE WX JO0 CBEJIEHUS PYKOBOJICTBA;
pa3paboTka MPEeNJIoKEHUH MO  YCKOPEHHWI0O U COBEPLICHCTBOBAHUIO
JOKYMEHTOOOpaIleHus!, YKPEIIEHUIO CIIOTHUTENbCKON TUCHUIIINHBIL.

3. BaxubiM ycnoBueM 3((EKTUBHOCTH KOHTPOJS SBISIETCS €ro
neHTpanu3auus. KOHTpoJbHBIE Onepanuu CIeAyeT COCPEIOTOYUTh B OJHOM
CTPYKTYPHOM MOJApa3JeIeHUH JUO0 y OJHOro COTpyAHHKA. KOHTpoJibHbBIE
(GYHKIMM JOIDKHBI OBITh M3MOXKEHBI B MHCTPYKLIMU MO JEIONpPOU3BOJICTBY;
00s3aHHOCTH, TIpaBa M OTBETCTBEHHOCTh, CBSI3aHHBIE C KOHTPOJHHOU
NEATENBHOCTBIO, — B JIOJDKHOCTHOW MHCTPYKIIMH.

4. B y4ypexIeHUU B COOTBETCTBUU C JACUCTBYIOIIMMH HOPMATHBHBIMU
aKTaMHM U YKa3aHUSMM COCTABJISIETCS IEPEYEHb JTOKYMEHTOB, IOJIEXKAIINX
KOHTPOJIO HCHOJAHeHus. Hapsgy ¢ JOKyMEHTaMHM JUPEKTUBHBIX U
BBIIIECTOSIIIIMX OpPraHOB M PaCHOpPAIUTEIbHBIMU JOKYMEHTAaMU CaMOro
YUPEXKJICHUS B MEPEUYeHb BKIIIOUAIOTCS BaXKHbIE CHEU(UUECKHE TOKYMEHTHI,
CBOMCTBEHHBIE JaHHOW cucteMe yrnpasieHus. [lepedueHp pa3pabarbiBaeTCs
JETIOTIPOU3BOJICTBEHHON — CITy)KOOM  YUpeXJIEHHs C YJacTHEM IOPHUCTa,
BKJIFOYaeTcss B HWHCTPYKIHMIO 1O JEIONPOM3BOACTBY WM YTBEP)KIAETCS
PYKOBOAUTENIEM YUPEXKICHHUS.

5. Hudopmanust o pesyabTaTax KOHTPOJS MCIOJIHEHHUS JIOJDKHA
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MOCTYIaTh TeM PYKOBOAMTEISIM, KOTOpPbIE YCTaHABIMBAIOT HEOOXOIUMOCTH
KOHTpOJISI JOKYMEHTOB W CPOKM UX HCIOJHEHUs. ITO TpeOoBaHUE
HEOOXOUMO COONIOAAaTh HE3aBUCHMO OT MECTa KOHTPOJbHOM HHCTAHLIMHU B
CTpYKType yupexjaenus. Hamnpumep, wuHpopmanuio 00 HCHOJIHEHUU
JOKYMEHTOB ¥ IOpPYYEHUH  KOHTpOJbHAs  TIpylna  HalpasisieT

HEIIOCPEACTBEHHO PYKOBOJICTBY YUPEXKACHUS, XOTS IPYyIIa MOXET BXOAUTH B

COCTaB KaHLEISIPUH, a TNOCIEOHAS — B COCTaB CEKperapuara JIaHHOTO
YUPEKICHUS.
6. [ToBpimieHno  3(h(PEKTUBHOCTH  KOHTPOJII WCIIOJIHCHHUSI W

UCIIOJIHUTEIBCKOM  JIUCHHUIUIMHBI  CIIOCOOCTBYET TIJIyOOKO€ M YETKOe
paslienieHue Tpyna B ammapare, MPaBHUIbHO COCTABICHHBIE IOJIOXKEHUS O
NOJpa3JeNeHusIX M JOJDKHOCTHBIE — MHCTPYKUMH,  OOECHeuHrBarouiue
0003HAaYEHUE OTBETCTBEHHOI'O MCIOJIHUTENSA; YETKUE U OJHO3HAYHbIE
GOpMYITUPOBKU  perieHui, (PUKCUPYEMBIX B PE3ONIONUSAX, W CPOKOB
WCIIOJIHEHUSI, YCTAHOBJIECHHBIX B YUPEKICHUH; BICOKOE KAUYECTBO MOATOTOBKHU
JOKYMEHTOB.

Cpoku UCIIOJIHEHHUS IOKYMEHTOB OMPENIETSIOTCA CIASAYIONUM 00pazoM:

. Eciiu B [OKyMEHTE M pE30JIOUMH HE YKa3aHbl CPOKH, TO CPOK
UCIIOJIHEHUSI JTOKYMEHTa — | Mecdl co AHS TOCTYIUIEHHS JOKYMEHTa B
OpraHu3aluIo.

2. Ecnu B AOKYMEHTE yKa3aH CpPOK IpelCTaBlIeHUs WUHPOpMaALUHU, TO
IpU KOHTPOJIE YYMTBIBAETCSA ITOT CPOK. Hanpumep, mucebMo MuUHUCTEpCTBA
oOpazoBanusi P® mnocrynuino B opranuzanuio 20.01.2000, HO B mHcbhMe
yKa3zaHo: npenctaBuTh uHpopmaruio 15.03.2000, 3HaUUT, CPOK UCHIOJIHECHUS
— 1 mecsan 15 nHei.

3. B pe3onronnu ykas3aH CpoK UCHIOJNIHEHUS. Hanpumep:

I'.B. lBaHoBYy

JaTth uHdopMaIiio B TEYEHUE TPEX JTHEH.

lloonuce pyxosooumerns

JlaTa
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Ha koHTponbHBIE JOKYMEHTHI BEIETCA KapTOTeKa 10 CpOKaM |
ucnonHuTeNsIM. CHUMAIOTCSI C KOHTPOJISI TOJABKO MCIOJIHEHHBIE JOKYMEHTHI.
[IpoanuTh CpOK, HMCHOJHEHHS JOKYMEHTOB MOTYT TOJBKO PYKOBOJIMTEIH,
HAaIllMUCABIIME PE3OJIIOLUI0 [0 HUCIOJIHEHUIO JOKyMmMeHTa. B ciyuae
HEUCIIOJHEHUS JIOKYMEHTA B TEUEHHE OJHOTO-IBYX MECSIIEB PYKOBOIMUTEIIO
JAeTCsl MPABO MOCTAaBUTh JTOKYMEHT Ha JONOIHUTEIbHBINA KOHTPOJIb.

Cornacho I'OCT P 6.30-97 Ha Bcex IOKyMEHTaxX, IOJJIEKAIINX
KOHTPOJIIO, MpocTaBisieTcs mramn «KOHTpoJiby WM Ha JIEBOM I0JIE€ — 3HAK
koHTpoJia «K». KapTouku B KOHTPOJbHONU KapTOTEKE U B COOTBETCTBYIOIIEM
pasziene CHpaBOYHOM KapTOTEKU HYMEPYIOTCS IO CpPOKaM HCHOJHEHUS U
pacrnoyiararoTcsi Mo JaraM HCIOJIHEHUS JOKYMEHTOB, T.€. KaXJIOMy JIHIO
UCIIOJIHEHHUA (B TMpejesiax Mecsiia) COOTBETCTBYET siueiika kaproTeku. Cpok
UCIIOJIHEHUSI OTMEUYAETCS MO KaJIeHAApHOM IIKaJIE.

KoHTponbHyI0 KapTOTeKy IenecooOpa3Ho pa3fenuth Ha 33 suelku
(pyOpukm): 31 siueiika COOTBETCTBYET MAaKCUMAJIbHOMY YUCITY THEH B MECHIIE;
B 32-ii s4elike pa3MelaloT KapTOYKUM Ha JIOKYMEHTBHI, CPOK HCIIOJHEHUS
KOTOPBIX HACTYIUT, B cCleayloleM Mecsie; B 33-i sueiike — KapTOuKw,
COOTBETCTBYIOIIME HE HCIOIHEHHBIM B CPOK JIOKYMEHTAaM, HOBBIE CpPOKH
UCIIOJIHEHUSI KOTOPBIX IO TEM WM HUHBIM HOPUYMHAM CBOEBPEMEHHO HE
YCTAHOBJICHBI. YKa3aHHbIA NOPAJNOK pa3MEIICHUs KApTOUYEK B KapTOTEKE
UCIIONIb3YETCS B OOJNBIIMHCTBE YUPEXKJACHHM, XOTS M HE SBISETCA
€IMHCTBEHHO BO3MOXHBIM WJIA 00513aTEIbHBIM.

JIuo, OCyIECTBIAIONIEE KOHTPOJb, €XKEIHEBHO IMPOCMATPUBAET
KapTOYKHU, HAXOJISIINECS B COOTBETCTBYIOIIEM pa3zjiene kaproTeku. Kaprouku
WCIIOJTHEHHBIX JOKYMEHTOB IE€pPEeMENIaloT B COOTBETCTBYIOIIYIO KapTOTEKY.
OO0 ucreyeHUH CpOKa HUCIOIHEHUS OCTAIbHBIX JOKYMEHTOB HUCIIOJHUTENCH
OMOBEMIAIOT 1O TeleoHy. B KOHIIE JHS COOTBETCTBYIOIINE HE UCTIOJHEHHBIM
JOKYMEHTaM KapTOYKU NEPEMENIAlOT B SYEHKH, COOTBETCTBYIOLIUME HOBBIM
JaTaM MX HWCHOJHEHMS, WM pa3MEIalT B s4deilke «/[oKyMeHTbI, He

HCIIOJIHCHHBIC B CPOK».
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CoOOTBETCTBYIOUIUE HCIOJIHEHHBIM JOKYMEHTaM KapTOYKU HM3BJIEKAIOT
U3 KOHTPOJBbHBIX KapTOTEK U MOMEIIAIOT B €AUHYIO KapTOTEKY MCIOJHEHHBIX
JOKYMEHTOB, CUCTEMATU3UPOBAHHYIO IO MPEAMETHO-BOIPOCHOMY MpPU3HAKY,
MHOT/Ia 10 CTPYKTYPHOMY, WJIM 1O UCHOJHUTENsM. HanmeHoBanusi pyopuk
TAKOM KapTOTEKHM COOTBETCTBYIOT IpeAMeETaM (BOmpocam) AesTEIbHOCTH
OpraHu3allii, Ha3BaHUAM CTPYKTYPHBIX MOAPA3ACICHUN WIM (QaMHIUAM
OTBETCTBEHHBIX HUCIIOJHUTENEH.

B yupexneHusx 0o AaHHBIM KapTOYEeK, XpaHSAMIMXCAd B s4YeHKe
«/lokyMeHTBI, HE UCTIOTHEHHBIE B CPOK», neproanyecku (1-2 pasa B Henemro
WIM JIeKaay) 3allOJIHAIT NMEPEeYHH HE HMCIHOJHEHHBIX B CPOK JOKYMEHTOB,
HaIpaBJIIOT UX B CTPYKTYpPHBIE IMOAPA3JEICHUS M IOCIIE 3alOJHEHUS Tam
COOTBETCTBYIOIIMX I'pad BO3BpAILalOT B KOHTPOJIbHYIO CIyk0y. B HEeKoTOpBIX
CllydasX CBEACHMS O JOKYMEHTaX, HE€ MCIOJHEHHBIX B CpPOK, MOTYT
IIEPEIaBaTbCsd  HEMOCPEACTBEHHO PYKOBOJACTBY YUPEXKJIEHHs. PenieHus
PYKOBOJIUTEIIS 3aMUChIBatOT B rpade «lIpumedanner.

ExxenHeBHO cioy:x0aMy JEJIONPOU3BOJCTBA COCTABIISIETCSl CIPaBKA O

palboTe ¢ JOKYMEHTaMH Cienyrolel (opMbl:

Cnpaska o paboTe ¢ JOKyMEHTaMU

Haumenosanue opeaHuzayuu

10 COCTOSIHHUIO Ha 2000 r.
U3 aux Haxopgsarcs B TtoM uncie
BceroBcero Bcero
HUcnonmae B T.u. c|H alC H a
nepeiaH|moCTaBlIeH OTIIPABJICH
o o alH O|HapyIIeHneM [UCITOJTHEH U |HapyIIIeH | JOTTOTHUTEI o
cHadaja|Ccpoka u A € MBb H O M
JIOKYMEH | KOHTPOJIb p JTOKYMEHT
OB romaa CpoKa KOHTposE |
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IIpuBeneM npumep COCTaBICHUS TAaKOW CIPABKH ITOAPA3ACICHUEM

CIIy’KOBI 1€JIONPOU3BO/ICTBA:

Bcero
nepenaHo
JIOKyMEHTOB

Bcero N3 aux Haxonsarca
TIOCTAaBJICHO B T1.4. c|H a
H a|McromHeno [HapymeH |MCTIOTHCHUH

B ToMm uncie

Bcero

C H

a|OTIpaBiieHO

HapyueHH! | JONOJIHUTEN b |AOKYMCHTOB

KOHTPOJIb |c Havamau € M €M CpOKa |HOM KOHTpOJE
roja CpOKa
O 1 n e =
npodecCuOHaTbHON
ITOATOTOBKH
100 50 10 5 40 10 5 25
O 1 n e =n
BOCIIMTATEIbHOMU
paboThI 100 50 1 50 - 10 150
200
Otnen pa3BuTHUs 100 50 10 50 5 10 100
150
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[lo npaHHOMYy oOT4YeTy choyx0a JIOKYMEHTAalMOHHOIO OOECIeUeHHUs
YIIPaBJICHUS] MOXET HPOCIEINTh, KaK padOTaeT C JOKYMEHTaMHU KaxXa0e
CTPYKTYpHOE TozpazzeneHue. M korja pyKOBOAMUTENIO TPYIHO OINPENECIUTh
BKJIaJ] KOHKPETHBIX PabOOTHUKOB B pelieHHuEe OOIUX BOMPOCOB, OH MOXET
MOCMOTPETh  KauecTBO paboOThl C  JOKYMEHTaMH, HCIIOJHUTEIbCKYIO
IUCUMIUIMHY. Takue CBEIEeHHsT TMOMOTarT PYKOBOJIWUTENIO  IPUHSTH
IPABWJIbHBIE PELLIEHUS 110 OLIEHKE Tpy/ia paOOTHUKOB.

3ananus

1. TlokaxuTe ABMXKEHUE JOKYMEHTOB B OpraHu3anuu (MOCTYMAIONIuX,
BHYTPEHHUX, OTIPABIISIEMBIX ).

2. Ilopsitok perucrpanuy JOKyMEHTOB.

2.1. M0>XHO JI1 IPOTOKOJIbI PETUCTPUPOBATH BMECTE C MPUKA3AMU 7

2.2. IlpaBHUIBHO JM 3apPETUCTPUPOBAHBI MOCTYIUBIINE B OPraHU3ALIAI0
JNOKYMEHTBI:

1) Bx. Ne 980 o1 2.12.2000 2) BX. Ne 981 o1 06.01.2000

2.3. MOXHO JI1 perucTpupoBaTh MPUKa3bl 10 OCHOBHOW AESATEIbHOCTH
C IIPUKa3aMH I10 JIMYHOMY COCTaBy?

2.4. MOXHO I TIPUKa3bl PETUCTPUPOBATH CIEAYIOIIUM 00pazoM: OT
12.01.2000 Ne5, or 12.01.2000 Ne6, or 14.01.2000 Ne7, a 3arem oOT
12.01.2000 Ne5a?

2.5. Kakas nata ykas3blBaeTcCsl IPHU perucTpaluu npoTokosa’?

2.6. MOXHO M BHYTPHM OPraHU3ALMH OCYILECTBIISITH IEPEMUCKY
MEXly OT/IeJIaMHU, U €ClIU Ja, TO KaK BbI cede 3TO mpeacranisere?

2.7. JlomyckaeTcs WM HET PerucTpaius oOpalieHuil rpakjaH BMECTe
CO CITYKEOHBIMU JIOKYMEHTaMu?

3. Kakue cyliecTByIOT CpOKH HUCIIOJHEHHS JOKYMEHTOB?

4. Onpenenute 00bEM IOKYMEHTOB B OpraHU3alvu 3a 1 To/.

5. Ecoim Bel ormpamisere muchkMO B TpU aApeca Ha OJlaHKe ¢

nzoopaxenuem ['ocymapctBenHoro repb6a P®D, To MOXHO i BO BTOpPOW U
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TPETU aJipec OTIPABIIATH KOMUIO OaHKa?

6. OOBscHHTE TOPSAAOK BbIAUYM OJAHKOB JOJDKHOCTHBIM JIUIIAM

OpraHu3aluu.

Hpuiaoxenus

Ilpunoocenue 3.1

PerucrpanuoHHas KapTouka MocTynawineil KoppecrnoHaeH MU

Hata Ot Koro KommuectBo Harta n
perucrpanuu u TIOCTYITHJI JIucToB u HUCXOJISIIINN
BXOJISAIIHI HOMEP JIOKyMEHT 9K3EMILIIPOB HOMED MOJTYYEHHOTO
JIOKYMEHTa
Kparkoe colepKaHue JIOKyMEHTa

KTo nanpaBun nokymeHnt. Pezomonus

Oo6oporHas cTopoHa

Hara
nepeaavyu Ha
HCIIOJTHEHUE

Komy
HarpaBJieH
JIOKYMEHT

Pacrncka B Jata Bo3Bpara,
MOJTy4YEeHUN pacrnucka
MIPUHSBIIETO
JTIOKYMEHT

Howmep nena, B
KOTOpPOM
XpaHUTCS

JOKYMEHT, W

OTMETKa 00

VHUYTOKECHUHT
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OtMmeTKa 0) KOHTPOJIC n HCIIOJIHCHHUHN

Korna u KEM JIOKYMEHT CHAT C KOHTPOJISI

IIpunootcenue 3.2

PerucrtpanuoHHasi KApTOUKa OTNPABJIAEMOIl KOPPeCIOHIeHIINU

Jarta v nopsiAKoOBBIi Pacmiicka B

. |KomnuectBo muctoB u| Komy HanmpaBieH

PErUCTPallMOHHBIN MOTYYEHUU WIIH
AK3EMILISIPOB JIOKYMEHT

HOMED HOMEp peecTpa, 1ara
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Kpatkoe

COZIepIKaHue

JIOKYMEHTA

Kem

MO CaH

JOKYMEHT

OoboporHas cTopoHa

Bxogsmmii Homep
HCIIOJIHEHHOTO IOKYMEHTA

Howmep nena, B koTopoe
MOMCIICHA KOIMUA NOKYMCHTA,

1 HOMEpaA JIMCTOB

OTMeTKa 0 OJTYYEHHOM
OTBETE, JaTa

Ilpunoscenue 3.3

Cnpaska 0 pabore c AOKYMEHTAMH
B
Haumenosanue opeanuzayuu
10 COCTOSHHIO HA 2000 r.

Bcero Bcero U3 aux Haxomar B ToMm uncie Bcero
NepelaHo |MOCTaBleH | cnonne| B T.4.c csl Ha C Ha OTIIpaBjie
NOKYMCHT O Ha HO HapyIlIeHHu | ACHOJHE | HapyIICHH | JOIMOITHUTE HO

OB KOHTPOJIb | cHayalla | €M CpoKa HHAHA €M CpOKa bHOM AOKYMCH
rojga KOHTpOJIE TOB
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Tema 4.

AEJIOITPOU3BOACTBO 11O IMYHOMY COCTABY

PacniopsimurensHas J1€ATEIBHOCTh OpPraHoOB YIIPaBIEHUS BKJIHOYAET
TaK)Xe pelIeHue BOMPOCOB MOJ00pa U PACCTAHOBKM KaJpoOB, IpUEMa TpaxaaH
Ha paboTy, MepeBoja Ha JApPYryl0o pabOoTy MU YyBOJbHEHHE. JlOKyMEHTHI,
co3maBaeMbie TIpu OGOPMIIEHUM TIpHEMa, YBOJBLHCHUS W TEPEMEIICHUS
COTPYIHUKOB, MNPEIOCTABICHUS OTMYCKa, MOOIIPEHUS, COCTABIISIIOT TPYIIITY
JOKYMEHTOB IO JIMYHOMY COCTaBy. DTO — NPHUKAa3bl MO JIMYHOMY COCTaBY,
3as1BJICHUS, XapaKTEPUCTUKU, TPYIOBbIE KHUKKH, JINUHbIE KAPTOUKHU, & TAKKE
BCE€ JIOKYMEHTBI, BXOJISIIHNE B TUIHOE JIETIO.

3HayeHue KaJpOBBIX JOKYMEHTOB OMNpPEHENseTCS TeM, 4YTO B HHUX
(bUKCUPYIOTCS CBEJCHUS, HEOOXOAUMBIE [IJIi OCYIIECTBICHHUS Tpa)xiaaHAMU
paBa Ha TpyJ, 0Opa3oBaHHUE, IEHCHOHHOE O0ECIIEYEHHE U T. 1.

K coxanennto, B mocieaHee BpeMsl COXPAaHHOCTU JOKYMEHTOB IO
JUYHOMY  COCTaBy VyIENsAeTCS  HENOCTaTOYHOE€ BHUMaHHE. AHaN3,
npoBefeHHbI  KoMHuTeTOM  TOCyJapCTBEHHOW — apXWBHOM  CITY»KObI
HoBocubupckoit obmactu, mokasai, yto u3 1458 npoBepeHHBIX TPEeaNpUsTUN
TonbkO 20% UWMEIT CHEeUalbHOE TOMENIEHUE I XPAHCHUS TaKuxX
noKyMeHTOB. Kak mpaBuiio, JTOKYMEHTBI pacCpelOTOYEHbl II0 CTOJiaM,
mkadam, MOJCOOHBIM IMOMEIICHHUSM, HAXOJATCS B OECXO3HOM COCTOSIHHHU.
[Ipu 3TOM OTBETCTBEHHBIE 32 JAHHYIO pa0OTy JIMIla YacTO MEHSAIOTCS. TOIbKO
B 30 opraHuzanusix €CTh IITAaTHBIE €IMHUIIBI, OTBEUAIOIINE 33 COXPAHHOCTH
NOKYMEHTOB II0 JIMYHOMY coctaBy, a B 300 — He Ha3Ha4eHbl Jaxe
OTBETCTBEHHbIC. B pe3ynbrare B KaXKJIOW YETBEPTOM U3 NPOBEPEHHBIX
opraHmu3anuii OOHapy)K€Ha 4YacTH4YHAas WJIM IIOJIHAs YTpara JOKYMEHTOB.

[lpoBepka 20 yxke mnpuBaTU3MpoBaHHbIX mpeanpuaruii HoBocuOupcka
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MOKa3ajia, YTO OHM MPAKTUUYECKU OCTAIUCh O0€3 apXuBa.

Pacnopsxennem IlpaBurensctBa Poccniickon @enepanuu ot 23.04.92
Ne 381-p u mocranoBnenuem Anmunuctpauun HoBocuOupckoi obmactu OT
20.05.92 Ne 206 opranam HCHOJHUTEIBHOM BJIACTHM HA MeCTax ObUIO
PEKOMEH/I0BAHO PACCMOTPETH BOIIPOCHI O CO3JAaHUU apXWBOB ISl XpAaHEHUS U
UCIIOJIb30BaHMS TOKYMEHTOB MO JIMYHOMY COCTaBY M BBIIEJIECHUM ISl 3THUX
1eJIeil COOTBETCTBYIOIIMX MOMEIICHUHN, ITATHBIX €IUHUIl U (POHAA OILIATHI
Tpyaa paboTHHKOB. [IpuHATO TakXke TMOCTAaHOBJICHUE aIMHHUCTpAIlUU
obsactu ot 02.08.92 No 183 «O co3ganuu B ropojiax U pailoHax 00JacTu
ApPXMBOB MO JTUYHOMY COCTaBY».

PaGoTHuKH, OTBEeUaroIMe 3a JIeTONPOU3BOICTBO MO JIMYHOMY COCTAaBY,
o0s13aTeIbHO JIOJDKHBI 3HaTh TpymoBoi koaekc P®. Ha ocHoBanuu crareit
Konexkca wa mnpeanpusiTUM JODKEH OBITh YCTAHOBJICH EIWHBIM TOPSIOK
oopmIIeHHST TIpUE€Ma, YBOJBHEHHUS M TEPEBOAA COTPYAHHKOB (CM. MPUIIOK.
4.1-4.3).

K nokymeHTam 1o JMYHOMY COCTaBY OTHOCSITCS:

* 3a5BJICHUS O TIPUEME, YBOJILHEHHUH, TIEPEBOJIE, TPYIOBBIE TOTOBOPHI;

* IPUKA3BI 110 JUYHOMY COCTaBY (O MpUEMeE, YBOJIbHEHUH, NTIEPEBOJIE);

* TPY/OBbIC KHUXKKH;

* JINYHbIC JIENA;

* JINYHBIC KApTOYKH HopMbI T-2;

* JIMLIEBBIE CUETA 10 3apabOTHOM IJIaTe U JIp.

Ha ocHoBanuu ct. 65 HOBOro TpynoBoro kojekca P® npu 3akimodeHun
TPYAOBOIO JIOTOBOpa JIMIO, TOCTymaromiee Ha padoTy, MpEeabsBISET
paboTtoaaTento:

MacropT WIK UHOW TOKYMEHT, YAOCTOBEPSAIONINI TUYHOCTD;

TPYIOBYIO KHUKKY, 3a MCKIIOUEHHEM CIIydaeB, KOrja TpyAOBOH
JIOTOBOP 3aKJIIOYAETCSl BIIEPBBIC WM PAOOTHUK IMOCTYyMaeT Ha paboTy Ha
YCIIOBUSIX COBMECTUTEIIbCTBA;

CTpaxoBOC CBHICTCIILCTBO rocyaapCTBCHHOI'O IICHCHUOHHOI'O
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CTpaxOBaHUS;

JOKYMEHTBI BOMHCKOTO ydYeTa — 11 BOCHHOOOSI3aHHBIX U JIHII,
MOITISKAIINX TIPU3BIBY HA BOCHHYIO CITYXO0Y;

JOKYyMEHT 00 oOpa3oBaHWU, O KBaNU(UKAIUU WM HAIHMYUH
CHEIUAIbHBIX 3HAHUW — TIPU TOCTYIUIEHUW Ha padoTy, TpeOyrolyro
CIlelIMaJIbHBIX 3HAHUM WJIM CHEIMaIbHOU MOATOTOBKH.

B otaenbHBIX chaydasx ¢ yd4eToMm crenupuKd padOThl HACTOSIIIUM
Konekcom, wuHbIMU (QeneparbHBIMU 3aKOHaMH, Yyka3zamMu lIpe3uaeHta
Poccuiickon @enepanuu u nocraHoBieHUsIMH [IpaBurenbctBa Poccuiickon
depepaliii MOXKET NPelyCMaTPUBATHCS HEOOXOAUMOCTh MPEIbSIBICHUS MPU
3aKJIIOYEHHUH TPYAOBOIO JIOrOBOPA JOMOJHUTEIBHBIX IOKYMEHTOB.

3anpemaercsi TpeboBaTh OT JMIA, TOCTYMNAOIIETO Ha padorty,
JOKYMEHTBI TMOMHMO MPEAYCMOTPEHHBIX HacTosmuM KoaekcoM, HWHbIMU
denepanbHbIMU 3aKOHaMU, ykazamu lIpesunenta Poccuiickoit denepanuu u
nocranoBiieHusaAMHU [IpaBurenscTBa Poccuiickon denepanuu.

[Tpu 3akir0o4eHUU TPYAOBOTO JOTOBOPA BIEPBBIC TPYAOBas KHUKKA U
CTPaxoOBOE€ CBUAETEIBCTBO TOCYJAPCTBEHHOIO IIEHCHUOHHOIO CTpaxOBaHMS
odopmisitoTcst paboToIaTeNeM.

Cormacio cr. 67 TK P® TpynoBoil [0roBOp 3akirOyaercs B
MUCbMEHHON (DOpMe, COCTABIISIETCS B IBYX DK3EMILISIpaX, KaKbIM U3 KOTOPBIX
NOANUCKHIBAETCA cTOpoHaMH. OIHMH 3K3EMIUSIp TPYIAOBOTO JIOrOBOpa
nepenaercss paboTHUKY, IPYrod XpaHUTCA y paboToaarers.

TpynoBoit goroBop, He OG(OPMIIEHHBI HaJJIeXKalUM 00pa3oM,
CUMTAETCS 3aKJIIOUYCHHBIM, €CJIM PaO0OTHHK MPHUCTYNWI C BEIOMa WU IO
nopydyeHuto paboromarens Wi ero mnpeacraBurend. [lpu  daxTuueckom
JOMyIIeHnr paboTHUKA K pabore padoTomarenb 00si3aH OPOPMUTH C HUM
TPYAOBOH JOTOBOP B MHCHbMEHHOH ¢opMe HE TO3AHEe TPeX THEH CO THS
dakTUuecKkoro nonymieHus: pabotHuka K padote. [lpu 3akimoueHnn TpyI0BBIX
JIOTOBOPOB C OTJEJIbHBIMH KATErOpHsiMU PaOOTHUKOB 3aKOHAMU U HMHBIMU

HOPMAaTHBHBIMU  TPABOBBIMH  aKTaMU MOXET OBITh  MpPeaycCMOTpeHa
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HEOOXOAMMOCTh  COTJIACOBAHWST BO3MOXKHOCTH  3aKJIIOUEHHUS  TPYIOBBIX
JIOTOBOPOB JIMOO WX YCJIOBUU C COOTBETCTBYIONIUMH JIMIIAMH I OpPTaHaAMH,
HE SBJSIIOIIMMHUCS paboTOdATEeNsIMU O 3TUM JOTOBOPAaM, WJIM COCTABIICHHUE
TPYAOBBIX TOTOBOPOB B OOJIBIIIEM KOJIUYECTBE HK3EMIUISIPOB.

B tpynoBoM J1oroBope yKa3bIBaroTCs:

dbamunms, uMs, OTYECTBO pabOTHUKA M HAMMEHOBAHHWE paboTomaTess
(pamunus, wums, oryecTBO paboromarenss — (PU3MYECKOrO  JIMLA),
3aKJIFOYUBIINX TPYAOBOU JOTOBOP.

CylleCTBeHHBIMU YCIIOBUSIMU TPYIOBOTO JOTOBOPA SIBIISFOTCS:

MeCTO paboTHhI (C YKa3aHUEM CTPYKTYPHOI'O MOJAPa3ACiIcHus);

JaTa Hayaja padoThl;

HAaUMEHOBAHUE JIOJDKHOCTH, CHEIUAIbHOCTH, MPOPECCHuu C yKazaHUEM
KBaJIM(DUKAIIMK B COOTBETCTBUH CO IITATHBIM PACIUCAaHUEM OpPraHU3aIiy UK
KOHKpeTHasi TpyaoBas (QyHknus. Ecam B cooTBeTcTBUU C (enepaabHbIMU
3aKOHAMHU C BBIIOJHEHHEM pabOT TIO ONPEAeNeHHBIM JOJKHOCTSIM,
CHEIHMATBFHOCTAM WM TPO(GECCHsIM CBSI3aHO TPEJOCTaBICHUE JIIOT JIMOO
HAIMYWE  OTPpAaHWYCHWUH, TO  HAWMCHOBAaHHME  OTHUX  JOJ/DKHOCTEH,
cnenuanbHOCTeH Win mpodeccuii U KBaTuUKAIMOHHBIE TPEOOBAaHUS K HUM
JOJKHBI COOTBETCTBOBATh HAWMEHOBAHUSM M TPeOOBaHUSM, YKa3aHHBIM B
KBAIM(DUKAIMOHHBIX  CIPAaBOYHUKAX,  YTBEPXKIAEMBIX B  TOPSIKE,
ycranaBiuBaeMoM [IpaBurensctBoM Poccuiickon denepanuuy;

npaBa 1 0053aHHOCTU PAOOTHHUKA;

mpaBa U 00513aHHOCTU pabOTOIATEIs;

XapaKTePUCTUKH YCIOBUH Tpy/a, KOMIICHCAIIUN U JIbTOTHI paOOTHUKAM
3a pabOoTYy B TSDKEJIBIX, BPEIHBIX U (MJIM) OMACHBIX YCIOBUSIX;

PEXHUM TpyJa M OTAbIXa (€CTM OH B OTHOIIEHWW JAHHOTO pabOTHUKA
OTIUYACTCS OT OOIUX MPABUJI, YCTAHOBIICHHBIX B OPTraHU3AIINH );

yCJIOBHSI OIUIAThl TpyAa (B TOM YHCJE pa3Mep Tapu(pHOW CTaBKU WIIH
JOJKHOCTHOTO OKJIajia pabOTHHKA, JOIUIATHI, HaJA0aBKU U MOOIIPUTEIbHBIC

BBITLJIATHI);
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BUJbl U YCIOBHS COLMAJIBHOTO CTPaXOBaHUSA, HEMOCPEICTBEHHO
CBSI3aHHBIE C TPYIOBOM ESATEIbHOCTBIO.

B TpymoBomM [0roBope MOIYT MpEeAyCMaTpHBaThCsl YCIOBUS 00
VCIIBITAHUY, HepasIrialieHuu OXpaHsIEMOH 3aKOHOM TalHbI
(rocymapCTBEHHOM, CITy>KeOHOM, KOMMEpUEeCKOW U HMHOM), 00 00s3aHHOCTH
paboTHuka oTpaboTaTh TmOcie OOydeHHMs] HE MEHee YCTaHOBJICHHOIO
JIOTOBOPOM  CpOKa, €clIM OOy4yeHHuEe MPOU3BOAMIOCH 32 CYET CPEICTB
paboronarens, a TakKe HHBIE YCJIOBHS, HE YXYALIAIOUIUME MOJIOKEHHE
paboOTHUKA TO CpaBHEHUIO C HacrosuuM KojekcoM, 3aKOHaAMU U MHBIMU
HOPMATUBHBIMH  TPAaBOBBIMU  aKTaMH,  KOJJICKTUBHBIM  JIOTOBOPOM,
COTrJIAIICHUSIMHU.

VYcaoBust TPyAOBOTO JOrOBOpPa MOTYT OBITh W3MEHEHBI TOJBKO 10
COTJIAIIEHUIO CTOPOH U B MUCbMEHHOU opme.

B cnyyae 3akiioueHUss CPOYHOTO TPYAOBOIO JOrOBOpa B HEM
yKa3bIBalOTCA CPOK €ro JEHUCTBUS U  OOCTOATENbCTBO  (MPUYMHA),
MOCITYKUBILIEE OCHOBAHUEM JJIs 3aKIIOYEHHUS CPOYHOI'O TPYJOBOIO J10rOBOpPA
B COOTBETCTBUM C HactosmuM KoaexkcoM u  UWHBIMU  (eaepaabHbIMU
3aKOHAMM.

TpynoBbie JOrOBOPHI MOT'YT 3aKIHOYATHCS:

1) Ha HeompeneneHHbIN CPOK;

2) Ha ompelneNeHHBIM CPOK HE OoJiee MATH JET (CPOUYHBIM TPYIOBOM
JIOTOBOP), €CJIM MHOW CPOK HE YCTAaHOBJIEH HactosuuM KomekcoM U WHBIMU
dbenepaibHbIMU 3aKOHAMMU.

CpouHbIl TPYJOBOM JOrOBOP 3aKJIIOUAETCS B CIydasiX, KOr/ia TPYIOBbIE
OTHOIIEHUS] HE MOTYT OBbITh YCTaHOBJIEHBI HA HEOMPEEIECHHbBIN CPOK C YUETOM
XapakTepa IpeacTosileld paboThl WIIM YCIOBHUI €€ BBIMOIHEHHUS, €CJIM HHOE HE
peIycMOTPEeHO HacTosIuM KogekcoMm v mHBIME (heiepaTbHBIMU 3aKOHAMMU.

Ecmn B TpyZoBOM J0roBOpe HE OrOBOPEH CPOK €ro JEHUCTBUS, TO
JIOTOBOP CUMUTAETCS 3aKJIFOYEHHBIM HAa HEONIPEIEICHHBIN CPOK.

B cinydae ecnm HU OJHA W3 CTOPOH HE MOTpeOOBalia PACTOPKEHUS
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CPOYHOI0 TPYIOBOTO JOTOBOpA B CBSA3HM C UCTEUEHUEM €ro CpoKa, a pabOTHUK
OpoAopKaeT paboTy NociHe MCTEUEHHs TPYIAOBOIO JOroBopa, TPYAOBOU
JIOTOBOP CUHTAETCS 3aKJIFOYEHHBIM Ha HEONPEICIICHHBIN CPOK.

TpynoBor JOroBOp, 3aKJIIOUEHHBIA HA OIPENCIICHHBIM CpPOK IIpU
OTCYTCTBUU JOCTAaTOYHBIX K TOMY OCHOBAHHUM, YCTAHOBJICHHBIX OPIaHOM,
OCYILIECTBISIONIMM TOCYapCTBEHHBIN HAA30p M KOHTPOJIb 3a COOIIOACHUEM

TPYAOBOI'O 3aKOHOAATCIILCTBA.
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Od¢opmiienune npuema Ha padory (ct. 68 TK P®D)

[lpuem wHa pabory odopmisgercs NpUKa3oM (pacopsiHKEHUEM )
paboronmarens, M3JaHHBIM HA OCHOBAaHUM 3aKJIIOYEHHOTO JOrOBOpA.
Conepxxanue npuKasa (pacriopsieHust) pabotonaTens JTOJKHO
COOTBETCTBOBATH YCIOBHUSIM 3aKIFOYEHHOTO TPYJOBOTO JOTOBOpA.

[Ipuka3 (pacnopspkeHue) pabOoTomarenss O mOpuemMe Ha paboTy
00BsBIISICTCS PAOOTHUKY IIOA PACIHCKYy B TPEXJTHEBHBIM CPOK CO JHS
MOJIMMUCAHMSI TPYAOBOTO oroBopa. [o TpeboBanuto paboTHMKA pabOTOAATEIH
00s13aH BBIJIATh €My HaJUIekKaIlle 3aBEPEHHYIO0 KOMHUIO YKa3aHHOTO MpHKa3a
(pacriopsikeHus ).

[Tpu npueme Ha paboTy paboToaaTeNb 00513aH 03HAKOMUTH PAOOTHHUKA C
JNEHCTBYIOIIMMH B OpTraHW3alldd TIPaBWJIAMHU BHYTPEHHETO pachopsaka,
WHBIMU JIOKQJIHbHBIMH HOPMATHUBHBIMH aKTaMW, HMEIOIIMMH OTHOIICHUE K
TPyAOBOH (HYHKIIMU PabOTHUKA, KOJUIEKTUBHBIM JJOTOBOPOM.

3anenenue. Ilpu mocTyruieHMM Ha padOTy TpakaaHe TMOHAOT
NUCHbMEHHOE 3asBJICHHE, B KOTOPOM H3JIaraloT MpochOy O 3a4HMCICHUH Ha
OpeanpuaTie, B OpPraHU3allvio, YYpeXKICHHE, yKa3blBas CBOIO MpPOQeccuio,
KBaIM(PUKAIMIO, CHEIHAIBHOCTh, JOJDKHOCTb. B Hacrosimiee Bpems
OCHOBaHHUEM JIJIsl TpreMa Ha paboTy SBIISIETCS €111e U KOHTPAKT.

3asBieHre 0 mpueMe Ha paboTy COCTaBISIETCS B IPOU3BOJILHOM (hopme,
numercss or pyku. Ilucare ero pexomenayercs Ha Oymare ¢opmara A4 —
dopmaTr ITUCTOB JOKYMEHTOB JIMYHOTO Jejla, B KOTOpPOE MOIIIMBACTCA U
3asiBJICHHUE O TIpUEME Ha padoTy.

B 3asBneHn#m He TPUHATO YMOTPEONSATh apXau3Mbl W KaHIIEITSPU3MBI
(«BecbMa yOCIMHUTETHLHO», «3apaHee MPU3HATEIICH», IIPOIIy HE OTKa3aTb» U
T.IL.).

Jnst 3asBieHHUsT O TIpUEeME Ha paboTy XapaKTepHBI CIEIYIOIIHE
PEKBHM3UTHI:  ajgpecar  (KOMYy  aJpecyeTcsi  3asBJICHHE),  3asgBUTEIIb,
HaMEHOBaHWE BHJAa JOKYMEHTa (3asBJICHHE), TEKCT, TMOAMKCh, JaTa

COCTaBJICHHUA.
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3asiBJI€HHE MOXKET BBITJISAETh CIEAYIOIIUM 00pa3oM:

OAO «Craitmuury Jupekropy
N.N. IletpoBy
3ASBJIEHUE
18.06.2000

[Ipoury npuHATH Ha pabOTy CTAPIIUM HHKEHEPOM.
Jluunas noonuce I'.B.

CBupuoB

3asBiieHUE O MpHEeMe Ha paboTy MOCJE €ro pacCMOTPEHUSs, a TaKKe
O3HAKOMJICHUSI C OCT&JIbHBIMHU HEOOXOJUMBIMH JOKYMEHTaMH, SIBIISETCS
OCHOBaHMEM I U3JaHMsI IIpHUKa3a o IpueMe Ha padoty. B ciydyae npunarus
OTPHIIATEIHHOTO PEIICHUS 3asBUTEIIO COOOIIAIOT O HEM YCTHO WJIM MUCHMOM
(0 yKa3aHHOMY B 3asIBIICHHUH aJIpecy).

3asBieHHEe O TIEPEeBOIE Ha JAPYryl0 JODKHOCTH O(OpMIISETCS

CIIETYIOIIIM 00pa3oM:

Haumenosanue cmpykmyphozo Aopecam
lloopazoenenus Pezonoyus
3ASBJIIEHUE

01.02.2000

[porry TIEPEeBECTH MEHS Ha JOJHKHOCTD

Haumenosanue oonxxcrnocmu

Haumenosanue cmpyxmypnozo noopaszoeinenust
B CBSI3U

Ilpuuuna nepesooa
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lloonucy pabomuuxa Pacwugpposka
noonucu
Takoe 3asiBNIEHHME MOXET OBITh HANKCAaHO Ha O0IIeM OJaHKEe WM Ha
cTaHJapTHOM Jucte Oymaru gopmara AS. B agpecate 3asBieHHUsS O IEPEBOAC
Ha JIPYTYIO JOJDKHOCTD 3asBUTENb YKa3bIBACT 3aHUMAEMYIO UM
JOJKHOCTb.
3asgBieHHEe O TPEIOCTABICHWU OTITyCKAa HA KPYMHBIX MNPEANPUITHIX
opopmiisieTcs Ha TpadapeTHOM OJIaHKE, BBIIIOJIHEHHOM THUIIOTpadCKUM
criocoOoM (cMm. mpwioxk. 4.4), a B HEOONBIIUX OpPraHU3aIUsIX COCTABIISIETCS,
HaIpuMep, CICAYIOIUM 00pa3oM:
Jnpexropy npeanpusaTus
«Anpon»
H.N. KppuioBy
3ASBJIIEHUE
10.05.2000
[Ipomy npenocraButh ouepennou otiyck ¢ 12.05.2000.
HavanpHuk nexa Iloonuce I.C.

dunmMoHOB

Takue Bubl 3adBJICHUN, KaK 3asBJICHUE O MPEIOCTABICHUU y4e€OHOTO
OTMyCKa, 0 OEPEeMEHHOCTH W pojJaM U T.M., JAOJKHBI COJIEPkKaTh B TEKCTE
yKa3aHUe Ha HaJIMYUe HEOOXOIUMBIX JIOKYMEHTOB (OOJbHUYHOTO JIMCTA,
COpaBKM C MecTa y4eObl M T.I.), 0€3 KOTOpBIX pElIeHHe BOImpoca O
MPEIOCTABICHUH OTIIyCKa HEBO3MOXXHO. B 3THX ciydasX COOTBETCTBYIOIIUE
JIOKYMEHTBI IIPE/ICTABIISIIOTCA HAa PACCMOTPEHUE BMECTE C 3asBICHUEM.

[lpuem ©Ha paboTy, TmepeMelIeHne Mo CiIyx0e, YBOJbHEHHE,
MPEIOCTABIICHUE OTIYCKOB, OOBSBICHUE TMOOUIPEHUM, MPUMEHEHUE MeEp
BO3/ICUCTBUS K HAPYIIUTESAM JTUCIHUIUIMHBI U T.1. 0QOPMIISIIOTCS npuKazamu
no auuyHomy cocmaey. Ha KpymHBIX TPEINPUATUSAX 3TU KE MPABOOTHOIICHUS

HHOrga pEryjavupyroTcsa MPHUEMHBIMHU, YBOJIbHUTCIbHBIMH, IICPEBOJAHBIMHU U
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OTMYCKHBIMU 3amuckaMu. BcTpeuaercss u cMemanHas gopMma, Korja Mmpuem,
nepemMenieHue u YBOJIbHEHUE PYKOBOJISIIIIETO cocTaBa u
WHXEHEPHO-TEXHUIECKOTO TMepcoHana opOpMIISIOTCS TPUKa3aMu, a pabodmx
MacCOBBIX MPOdEeCcCuil — 3aITUCKaAMH.

OdopMIsaOT mpuKasbl MO JUYHOMY COCTaBy Ha oOmux OnaHkax. B
3arojIoBK€ K TEKCTy Takoro mpukaza numyT: «O mpueme Ha pabory», «O
nepeBojic Ha Jpyryr padoty», «OO0 yBoabHeHHH», «O TMpeAoCTaBICHUU
ornycka», «O moompenun», «O  HapymeHun», «O  HAIOKECHUU
QIMUHUCTPATUBHOTO B3bICKAHUSI» U T.II.

B npukazax mo JHMYHOMY COCTaBYy KOHCTaTHUPYIOIIAs 4acTh MOXKET
OTCYTCTBOBAaTh. PacnopsiaurenbHas YacTb AEIUTCA Ha MOYHKTHL Kaxablil
MYHKT MpYKa3a Mo JUYHOMY COCTaBy HAUMHAETCSI IJ1aroyioM, 0003HAYaroIIM
nercreue: HASHAYUTD, IIEPEBECTU, ITPEJOCTABUTDH, OB BbABUTDH
BJIATOAAPHOCTDH, OCBOBOAUTD wu T1.n. DTU riarojbl MNe4aTaroT
IpONUCHBIMU OykBamMH OT 0-ro mojoxkeHus tadyisTopa. Ot 1-ro nonoxeHus
Ta0yJsTOpa HAYMHAIOT TeYaTaTh COJEpP)KAHUE TEKCTa PaclopsauTeIbHON
yactu. Gamuiauio mevyaTaroT MOJHOCTHIO MPOMUCHBIMU OykBamu, a umsa U
OTYECTBO — CTPOYHBIMH, 3aT€M VYKa3bIBAIOT JIOJDKHOCTb, CTPYKTYpHOE
NO/Apa3/ieliCHUe, COJIepKaHUE JCUCTBUS B OTHOUIEHUWU JIMI[A, O KOTOPOM
uznaercs npukas. Kpome TOoro, B MyHKTE€ IIpUKa3a O HA3HAYCHUU Ha
JOJDKHOCTh YKa3bIBalOT, HAa KaKyl JOJDKHOCTb, C KaKOM JaThl U C KaKuM
OKJIaJIOM IPUHUMAETCS COTPYAHHMK. B mpukaze o MpeaocTaBieHUU OTIIyCKa
YKa3bIBaIOT BUJI OTMYCKa, KOJMYECTBO MPEIOCTABISIEMBIX pabouux AHEH U
JaThl HAYaJIa U OKOHYAHUS OTITyCKa.

[TpuBenem npumep oopmIICHUS TTpUKa3a;

3A0 «Psbuna»

I[TPUKA3

12.04.2000 Ne36-k

HoBocubupck

O npueme Ha paboTy
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I'puropsesoint B.1.
I'PUT'OPBLEBY  Banentuny  MBaHOBHY  HpUHATH  CTaplIUM
skoHOMHUCTOM € 14.04.2000 ¢ OKJIaIOM COIJIACHO IITATHOMY PAaCIHCAHUIO.

OcHoBaHMeE: TPYAOBOM J10IOBOP.

HupexTtop lloonucs  H.W. Iletpos

Buzwer Ons Oonowcnocmmuwix  nuy (Ha OOOpOTHOM cTOpoHE) Buza
03HAKOMIEHUS HOCMYnawe20 Ha pabomy

Tpyoosas knuscka. TpynoBas IesTETbHOCTh TpaxaaH (GUKCUPYETCs B
TPYAOBBIX KHUKKAX, KOTOPBIE BEAYTCS HA BCEX MPEANPUITUSIX HE3ABUCUMO OT
(dbopMBbI COOCTBEHHOCTH.

TpynoBasi KHWXKa SBJISETCS OCHOBHBIM JOKYMEHTOM O TpPYIOBOM
NEeATeNIbHOCTU U TPYJIOBOM cTaxke paboTHuka (ct. 66 TK PD).

[Ipu mpueme Ha pabOTy TPYAOBYIO KHIDKKY TIPEICTABISIIOT JIHILY,
BEAYIIEMY JTOKYMEHTAITUIO TI0 TIEPCOHAITY TTPEITPHSITHSL.

Ha paGotHuka, moctynaromiero Ha padoTy BIIEpBbIE U MPOPaOOTaBIIETO
B OpraHuW3alliyd CBBINIC MSTH JHEW, OQOPMISIETCS TpPyHOBas KHIDKKA U
CTPaxoOBOE€ CBUJETEILCTBO TOCYJAPCTBEHHOI'O TEHCHOHHOTO CTPaxOBaHUS.
3anucu B TPYAOBOM KHUIXKKE MPOU3BOMATCA HAa OCHOBAaHWM Macrlopra u
JIOKYMEHTOB, TTOATBEPKAAIOIINX 00pazoBaHue U mpodeccuro.

Ha TuTynbHOM JTUCTE TPYIOBOW KHMKKH YKa3bIBAIOTCS (haMUITUS, UMSI
OTYECTBO PAOOTHUKA TMOJIHOCThIO, 0€3 cokpaiieHus. Jlara poxaeHus B
TPYIOBOW KHIDKKE JTOJKHA COIEPKATh YUCIIO, MECSAIl U TOJ.

CBenenust 00 oOpa3oBaHMm (CpefHee, CpeaHee CIelUaIbHOE WIIN
BBICIIICE) M CHEHHATBLHOCTH MU MPO(ECcCHH YKa3bIBalOTCS HA OCHOBAHUU
JIOKyMEHTOB:  aTTECTaToOB, JIUIUIOMOB, CEepTU(HUKATOB, CIpaBOK (eciu

o0pa3oBaHUE HE3aKOHYEHHOE BBICIIIEE).
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OdopmiieHre TUTYIBHOTO JINCTA BBITTIIIUT CIEAYIOIINM 00pa3oMm:

TPYJOBAS KHIKKA
No

damunus HBanosa
Nwms Caetrnana
OTtuecTBO CeMmeHOBHA
Jara poxxnenus 12 mag 1971 1.
Ob6pazoBanue Briciee
ITpodeccust, cnenuaibHOCTh Menemxkep
JlaTa 3amonHeHus 7 oxTs1Opst 1998r.

IMoanuce Bragenbla KHUKKH HBanosa
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M.IL [Toanucek nuia, OTBETCTBEHHOI'O

3a BbIJIa4y TPYIOBBIX KHHKEK IlerpoBa

(pa30opuuBO)

Ha TtutynbHOM JucTe 0053aT€IbHO CTABUTCS MOJIUCH JIMIIA,
BBIJIABIIEr0 TPYAOBYIO KHIKKY, W Te4aTh NPEANPHUATHS, TIe OHa Oblia
BIIEPBBIC 3aM0JIHEHA.

3anuch Ha MOCIEAYIOIIUX CTPAHULAX TPYAOBOM KHHM)KKM HAUMHAETCS C
MOCTAHOBKH IITaMIa MPEANPUSATHAS] WA HAlUCAHUSI OT PYKHM HAMMEHOBaHMS
npennpusitua. Hanpumep: OAO «OpOuta». Eciu npennpusitue u3MeHUIIo
CBOE Ha3BaHWE, TO JEJAeTCs 3almuch OTAENIbHOU cTpokoil. Hanpumep: AO
«T'E3» ¢ 01.01.1999 nepeumenoBano B 3A0 «['E3 u Co». B rpade 1
IPOCTABJISIETCSl TIOPSAKOBBIA HOMEpP 3amucu, B rpade 2 — mara mnpuema
(09.10.1994), B rpade 3 —ykazaHue ACHCTBUS U JIOJDKHOCTH (NPUHSTA HA
JOJKHOCTh MEHEJIPKepa; YBOJIEHA IO COOCTBEHHOMY >KeJIaHUI0; TIEpeBe/IeHa Ha
JOJDKHOCTh HayalbHUKAa oTnaena), B rpadge 4 — ocHoBaHue (IIpHUKa3 OT
07.10.1999 Ne 12-x).

Bce 3ammcu mpou3BOJSATCS B TOYHOM COOTBETCTBUU C IPUKA30M O
npueMe, TepeBOJie WM YBOJIBHEHWU aKKypaTHO, ©0e3 3auepKuBaHUN WU
nomapok. Eciu Bce e BO3HMKAEeT HEOOXOIMMOCTh HWCIPABICHUN, TO OHU
OrOBapUBAIOTCS U 3aBEPSAIOTCS MOANUCHIO JOKHOCTHOTO JIMIA U TIEYaThIO.

IIpuMmep 3ar10HEHNs TPYIOBOM KHUKKU:

CBEJEHMUSA O PABOTE

No Jara Ceenenust o mpueme Ha paboty, o| Ha ocHoBaHum
3aucu nepeBofax Ha APYyrylo paboTry um 00| dYero BHECEHA

YBOJIbHEHUU (C YKa3aHHEM MPUYHH U 3anmch
CO CCBUIKOM Ha CTaTblo, IYHKT| (JOKYMEHT, €ro
YHCIIO [MECALl  |TOJ 3aKOHa) JaTa U HOMep)

1 2 3 4
OAO "Opbura"
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1 09 10 1994 | IlpuHsTa Ha AOIHKHOCTH MEHEIKepa [Ipuka3s or
B OTJEJI MAPKETUHTA 07.10.94 Nel2-x
2 03 03 1995 IlepeBeneHa Ha 1OHKHOCTD ITpukas ot O1.
Ha4daJIbHUKA OT/IeJIa MAPKETUHT A 03.95 Ne8-k
3 07 03 2002 YBoeHa 110 HCTEYEHUH CPOKa IIpuka3s ot
TPYJOBOTO A0OTOBOpA, 1. 2 CT. 07.03.2002 Ne
58TKP® 8-k
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HNHcnekTop 1o nepcoHairy Iloonuce ..

[TerpoBa
[Teuats

B 3anucu 00 yBOJbHEHHH yKa3bIBaeTCsl COOTBETCTBYRoHIas crarbhs TK
P® (Hanpumep: «YBOJEH B CBSI3U C PACTOPKEHUEM TPYIOBOIO JIOTOBOpaA MO
uHunuaTuBe padotnuka, ct. 80 TK P®dy), ctaBuTcs moanuchk J0IKHOCTHOTO
JUIa U eYatb GUpMBI.

C xaxaoW 3amuchi0 B TPYJAOBOM KHUXKKE HEOOXOJUMO O3HAKOMUTH €€
BJIAJIETbLIA.

B ToM ciydae, ecnm B TpyIOBOM KHMJKKE HE OCTaeTCs MeCTa IS
3ammceit B rpade «CBeaeHus: o paboTey, 3aBOIUTCS BKJIAIBIIT K HEH.

[Ipy yBONBHEHMM TpPYAOBas KHM)KKA BbIIAETCS PAaOOTHUKY B JIEHb
yBosbHeHus (cT. 80 TK PD).

C menbro oOecrieueHHs] COXPaAaHHOCTU TPY/IOBbIE KHIDKKH XPaHSTCS B
ceiipax. HeBocTpeOoBaHHbBIE TPY/IOBbIE KHIKKU XPAHATCSA O BOCTPEOOBAHUS
He meHee 50 ner (cT. 358 «llepeynst TUMOBBIX yNPaBIECHUYECKUX JOKYMEHTOB,
o0pa3ylomuxcsi B JCSATEIbHOCTH OpraHU3allMi C yKa3aHUEM CpPOKOB
XpaHEHUs», YTBEpXKIEeHHOro @enepanbHOW apXWBHOW  CIyKOOH  OT
06.10.2000).

JIuunaa kapmouka. OCHOBHBIM JOKYMEHTOM IO Y4Y€Ty Ie€pcoHaja
NpeanpUATUs SBJSIETCA JTUYHas KapTouka ¢popmbl T-2, KOTOpast 3aBOAUTCS HA
BCEX PaOOTHUKOB MPEAIPUITHS, IPUHIATHIX HA TOCTOSHHYIO WJIM BPEMEHHYIO
paboty (cMm. mpuiiox. 4.5).

Bce 3anucu B KapTroukax JAeNaloTcd Ha OCHOBAaHUU JIOKYMEHTOB,
pelocTaBleHHbIX paboTHUKOM. Ha ocHoBanum mnacnopra B pazgene |
«O01mmume cBeleHUs» YKa3bIBalOTCA (aMMIMsi, UMs, OTYECTBO, TOJ U MECHIl
pPOKIEHUs, HOMEp, Cepus Macnopra, KOraa U KeM BblIaH, JOMAIIHUNA aJpec.
Jlanaple 00 o00meM © HEmpephlBHOM CTaxe paboThl, a TaKke o

MEPEMEIICHUSX COTPYAHUKA YKa3bIBAlOT HA OCHOBAaHHMM 3AIUCEN B TPYIOBOU



This document was created by Unregistered Version of Word to PDF Converter

kHmkke. Jist 3anonunenust pasaena Il «CBeneHust 0 BOMHCKOM y4eTe» JaHHbIE
OepyTcst U3 BOGHHOT0 OumiieTa paboOTHUKA.

B HOBOM BapumaHTe JMYHOM KapTOYKH HCKIIOYEHBI YCTapeBIINE
NO3UIMK  (HAIIMOHAJLHOCTh, MApTUHHOCTh, WieHCTBO B BJIIKCM w
npodcoroze).

B o0s3arenbHOM TOpSIKE MPOCTABISETCS JaTa 3allOJIHEHUS JIMYHOM
KapTOYKHU U JINYHASI TOAMKUCH PaOOTHHKA.

Ha oGopotHoii cTopoHe kapTouku coaepkarcs pasnensl 1l «Ilpuem Ha
paboTy u TmiepeBOoAbl Ha JApyryto padoty», IV — «Atrectanmus», V -
«lloBpiienne  kBamupukamum» u VI —  «lIpodeccrnonanbHas
nepenoarotoBkay u Ap. B paszgene X «/lONMOTHUTENBHBIE CBEICHUS»
3aMKCHIBAIOTCS IAHHBIE O MOBBIIICHUH KBaTU(UKAIINU, 3HAHUU UHOCTPAHHOTO
A3bIKa, BTOPOU CNEUATbHOCTH, MHBAJIUIHOCTHU U T.II.

HaunbGonee BaXHBIMU SIBIISIFOTCSL pa3zelibl, Kacaloluecss Ha3HAYCHUS U
nepeMenieHrss U JaThl U MPUYUHBl YBOJBHEHMS. 3allUCH B ATUX pasjeiiax
JOJDKHBI COJIepKaTh CChUIKM Ha JIaThl M HOMEpa MPHUKA30B O Ha3HAUYCHUH,
nepeMelIeHn WK YBOJIBHEHUM paboTHUKA. B pasnmene o Ha3HAuYeHHH H
NepEMEIICHUH B KOHIIE KaXO0W 3aluCH JOJIKHA CTOSITh MOANUCH PAOOTHUKA,
Ha KOTOPOTO 3aBeeHa KapTOUKa.

[Ipu yBONbHEHHH PAOOTHUKA B KAPTOUKE MPOCTABJISIOTCS J]aTa U HOMEP
NpUKAa3a, YKA3bIBAIOTCS MPUYMHBI YBOJbHEHUS. ODTH CBEACHUS JOJIKHBI
3aMoNHATBCSA C OCOOOM THIATENBHOCTHIO, TaK KaK OHHM HEPEAKO CIyXar
ocHoBaHueM 115 [ToaTBEpKICHUS TPYJOBOTO CTaka paOOTHHUKA.

3anoyHSIOTCA JIMYHbIE KAPTOYKU PYKOMUCHBIM WM MAIIUHOIMHUCHBIM
CIIOCOOOM JIMIIOM, OTBETCTBEHHBIM 3a PabOTy C MEPCOHATIOM (UPMBI, WU
cekpetapeM-pepepenTom. Bce 3ammcu JomKHBI OBITH 0€3 COKpaIeHUH.
JInynas kapTouKa 3aBOJUTCS HAa PaOOTHHUKA B OJTHOM SK3EMIUISIPE, XPAaHUTCA B
ceiide B OTIETHLHOM KapTOTEKE, COCTABICHHOM MO aji(aBuTy.

Ha MHOrux mnpeanpusTusix JUYHBbIE KApTOYKA PAOOTHHKOB BEIYT C

nmomoinbio 11K.
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JIluunoe oOeno npexacraBiasieT CcOOONW COBOKYHNHOCTh JIOKYMEHTOB,
COJIEpP)KAIUX CBEJEHUs1 O paboTHUKE. JIMuHBIE Jena MOTYT 3aBOJUTHCA Ha
BCEX PAOOTHUKOB NPEIANPHUATHSA, HO Yallle BCEro — Ha PYKOBOJAUTENEH M
BEAYIIUX CIEHUATUCTOB (IIPH 3TOM Ha OCTAIBHBIX COTPYAHUKOB O(POPMIIIOT
JUYHBIE KapTOuKH opmbl T-2).

[Ipeanpustue BrpaBe caMO PELIUTh BOIPOC O TOM, KaKH€ JIOKYMEHTBI
(JIMYHBIE KAPTOYKHU WJIM JIMYHBIE JIeIa) 3aBOJIUTh HA COTPYITHUKOB.

B cocTaB nmuuHOro Aena JoMKHbBI BXOJAUTH CIEAYIONINE JOKYMEHTHI:

* BHYTPEHHSISI OTHCH IOKYyMEHTOB, UMEIOIINXCS B TIUTHOM JIEIIE;

* QaHKETa WJIM JJUYHBIA JIMCTOK IO YUETy KaJIpOB;

* aBToOMOrpadus Win pe3roMe;

* KOIUU JJOKYMEHTOB 00 00pa3oBaHuu;

* KOITUU JJOKYMEHTOB 00 YTBEP)K/IEHUU B JOJKHOCTH;

* KO XapaKTEPUCTHK;

* TPYZAOBOM JIOIOBOD;

* KOMUU PUKA30B O HA3HAYEHUH, IEPEMELIEHUH, YBOIbHEHUU;

* IONOJIHEHUE K JINYHOMY JIUCTKY IO YUYETy KaJpOB;

* CIPaBKU U APYyrue JOKYMEHTHI, OTHOCSIIHECS K JAHHOMY Pa0OTHUKY.

Buympenusa onuce 0okymenmos, HUMEIONIMXCA B JIMYHOM JeJe,
COJICP’KUT CBEJCHHS O TOPSAIKOBBIX HOMEpax JOKYMEHTOB B Jielie, HX
VHJIEKCAX, 3arojIOBKax, AaTax. JIMCThI TMYHOrO Aena U ero BHYTPEHHEN ONMCH
HYMEPYIOTCS OTJENbHO. BHYTpEeHHSIs1 ONUCh MOANUCHIBAETCS €€ COCTABUTENIEM
C YKa3zaHueM JOJDKHOCTH, pacuInpoBKU MOAMKUCH U AAThl COCTABICHUS.

Aukema WM JUYHBIA JIMCTOK TIO YYeTy KaJIpOB COJECPIKUT
ouorpaduueckue cBeleHUs O PabOTHUKE, €ro 0Opa30BaHUU, BBHIMOIHIEMOM
paboTte ¢ Hauajga TPYAOBOU JEATEIbHOCTU, CEMEHHOM ToJIokKeHUU U Jip. OHa
3aMoNHSETCS OT PYKH cCaMUM pabOTHUKOM IpH MOCTYIUIEHUH Ha padorty. [lpu
€€ 3all0JHEHUU UCIIOJIb3YIOTCS

* 1acropT;

* TPyZAOBasi KHUXKKA;
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* BOCHHBIN OUJIET;

* JIOKyMEHT 00 00pa3oBaHWU (IUIUIOM, yIOCTOBEpEHHE, CepTU(UKAT,
CBUJIETENILCTBO, aTTeCcTarT), JOKyMEHThl BhIcilield aTTeCTallMOHHON KOMHUCCUU
(BAK) o mpucyxneHuu yd4eHOH CTENeHH W O MPUCBOCHUU YYEHOTO 3BaHUS
(IMIUIOM M aTTecTar);

* IOKYMEHTBI 00 UMEIOIIUXCSI N300pETECHUSX.

B rpade «OO6pa3oBaHue» aHKETbl WJIM JTUYHOTO JIUCTKA MPUMEHSIOT
bopMyIMpPOBKHU: «cpeaHee (MOJHOE, O0O0Iee)», «HEMOJIHOe HadaabHOE
npodeccuoHallbHOEY», «cpeiHee NPo(ecCHOHATLHOEY, «HE3aKOHUYEHHOE
BhICIIIEE TTPO(HECCHOHAIIBHOE)» — B 3aBUCHUMOCTH OT TOTO, KaKOH JOKYMEHT 00
00pa30BaHUU UMEETCS Y pabOTHHKA.

I'pada «Boimonnsemas pabota ¢ Havala TPYAOBOM JEATEIHLHOCTH
3aIMoHIETCS Ha OCHOBAaHHWM TPYAOBOM KHWXKHU. B 3T0it rpade ukcupyercs
Takke oOydyeHHe B Y4YeOHOM 3aBEJEHHUM, IMPEIIICCTBYIOIIEE TPYAOBOH
NEeSTeIbLHOCTH.

B rpade «CemeitHoe TOJNIOKEHHE» MCHOJB3YIOTCS — CIEIYIOIIHE
(bOpMYIMPOBKH: «OKEHAT» («3aMyXeM»), «pa3BelieH(a)» «BIOBEI» («BIOBAY),
«X0JOCTY» («HE 3aMYX’EM»), TOCJIE YEero MEPEUUCISIOTCS BCE WICHBI CEMBbU C
yKa3aHUEM CTENEHU POJICTBa (OTEl, MaTh, ®KEHA, MYXK, CbIH, 104b). [Ipu 3TOM
yKasbpIBaloTCsad GaMuiausi, UMs, OTYECTBO, T'OJl POXKICHUS KaXKIOTO 4YJeHa
CEMbH.

Huxe nmnpuBenen oOpaszell BHYTpEHHEW  OMNUCH  JIOKYMEHTOB,
UMEIOITUXCS B IMYHOM JIEJie:

BHYTPEHHAA OINCH

00.00.0000

TOKYMEHTOB fena Ne

Ne n/m WNunexe [ara 3aroyioBok Nejmcros | IIpumeuanue
JIOKyMEHTa | JOKyMEHTa | JIOKyMEHTa nena
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Xapaxmepucmuka — 3T0 OQUIHAIBHBIN JOKYMEHT, KOTOPBIM BbIJAET
QIMUHUCTpAIMSL  YUPSXKICHHS, OpraHWU3alluHd, NPEINPHUSATHS  CBOEMY
COTPYIHUKY B IIEJIOM psijie CUTyalnii. B xapakTepucTuke NpuBOASTCS OT3bIB O
CIIy’)KeOHOM © OOIIECTBEHHON NEATeTbHOCTH COTPYIHUKA, OIICHKA €ro
JICIIOBBIX U MOPAJIbHBIX KaueCTB.

XapakTepucTuka MoKeT ObITh oopmIiieHa Ha oliiemM OsaHnke Gopmara
A4. Ona wuMmeeT CcHeayloUIMe pPEeKBU3WUTHI: Ha3BaHWE BHUJA JOKYMEHTA
(XapakTepucTUKa); YyKa3aHWE JIODKHOCTH JIMIA, KOTOPOMY  BBIJIaeTCs
XapaKTEePUCTUKA; HAMMEHOBaHUE OpraHU3allMU, BBIJIAIOIICH XapaKTePUCTHKY;
UMsI, OTYECTBO U (haMUJTUsI COTPYTHUKA; TEKCT; MOAIMICH; TIeHaTh.

B TekcTte  XapaKTepUCTUKH  MOXKHO  BBIJCIUTH  JIOTHYECKH
B3aMMOCBSI3aHHbIE COCTaBHble 4acTH. llepBass — 3TO aHKETHbIE JaHHBIE,
CIIEyIOINE 32 Ha3BaHWEM JOKYMEHTa, TJ€ YKa3bIBAlOT MMs, OTYECTBO U
dbamMunmnio, JOHKHOCTh, YIEHYIO CTENEHb U 3BaHME (€CIU OHU MUMEIOTCS), TO1
pOXKJIeHUs, 00pa30BaHUE COTPYAHHKA. B HEKOTOPBIX BHIAX XapaKTEPUCTHK
9TU JaHHBIE pacHoyiaraloT OT 4-TO TMOJOXKEHHS TaOyisIiTopa, CTOJIOMKAMH,
yepe3 OJMH MEXKCTpOUHbIM wuHTepBal. OjHako, eciu 5TO TpeboBaHHUE
CHEHIHUAIbHO HE OrOBOPEHO B MHCTPYKLMH IO BEACHUIO JIEJIOMPOU3BOJICTBA
YUPEKICHUS, TIEpBas 4acThb MOXET OBITh O(popMIiIeHa KaKk OOBIYHBIN TEKCT,
T.€. OT 1-ro nonoxeHus TadysATOpa U yepe3 1,5 MeKCTPOUHOr0 HHTEPBAIA.

Bropass wacte TekcTa XapakKTEpUCTHUKH — JaHHBIE O TPYIOBOU
JESITENbHOCTU (CBEICHHS O CHEIUAIBHOCTH, MPOJAOKUTEILHOCTH paboThl Ha
JTAHHOM TIPENPUATUM WIM B OpraHU3aIluu, MPOJABUKEHUHN 110 CIYXK0e, ypOBHE
po(hecCHOHaIbHOIO MacTEPCTBA U T.I1.).

Tperbsi dYacTh — COOCTBEHHO XapaKTEpPUCTHKA, T.€. OIIEHKa
MOPJIbHO-TICUXOJIOTUYECKUX U JIETIOBBIX KayeCTB COTPYAHUKA: €ro
OTHOIICHUS K paboTe, MOBBIICHUS TPO()ECCHOHATBHOTO YPOBHS, TTIOBEICHUSI B
OBITY.

quBCpTaﬁ, 3aKJIIOYUTCIIbHAA, YdCThb COACPKHUT BBIBOIA, B KOTOPOM
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yKa3bIBACTCSl HA3HAYCHHUE XaPaKTEPUCTUKU.

TekcT xapakTepUCTUKH U3JIaraeTcsl OT TPETHEro JINIIA.

[lognuceiBaeT  XapakTEpUCTHKY, KaKk MPaBWIO, PYKOBOAMUTEND
YUPEKIACHHUSL.

Asmobuoepaguss  —  JOKYMEHT, KOTOPBIM  aBTOP  COCTaBIISIET
camocToATeNbHO. TUmoBoro gopmysnspa aas aBToOMorpaguu He CyIIECTBYET
U COCTaBIISIETCSI OHA B MPOU3BONIbHON popme. OAHAKO OTJENbHBIE COCTaBHBIC
YacTU W PEKBU3UTHI JOJDKHBI COAEpKAaThcsd B aBTOOHMOTpaduu 00s3aTENBHO.
[Tumyt aBTOOMOrpaduio or pyku Ha jucre Oymaru gopmatrom A4 b0 Ha
crenuaibHOM OJlaHKe (MpW TMOCTYIUIGHHH Ha padoTy miam y4eOy). dopma
U3JI0’KEHUS — MTOBECTBOBATENIbHASI, OT TIEPBOIo Jiniia. Bee cBenenust narorcs B
XPOHOJIOTUYECKOM TIOpSAKE H TakK, YTOOBI MOXXHO OBLIO COCTaBHUTH
OpeACTaBIEHUE O IKU3HEHHOM IyTH, JEJIOBOM  KBaIM(UKAIMH U
0O0IIEeCTBEHHO-MTOJUTHYECKOMN JAESITeTbHOCTH JAHHOTO YEJIOBEKA.

OcHOBHBIE PEKBU3UTHI B aBTOOMOrpaduu: Ha3BaHHE JOKYMEHTa
(aBTOOMOTpadus); UM, OTYECTBO, (aMIIIMsS aBTOpa; YMCIO, MECSI] U TOJ
POXKIEHUSI; MECTO POXKJEHHUS, CBeIACHUS O poautensx (pamwmmms, wums,
OTUYECTBO, MECTO PabOThI); 0Opa30BaHUE U CIEIHUAIBLHOCTh IO 00Pa30BaAHMUIO;
BUJl TPYIOBON NEATENHLHOCTH; TIOCIEAHEE MECTO pabdOThl M JIOJKHOCTH;
Harpajpl W TOOUIPEHHUs; ydacTHe B OOILECTBEHHOM paboTte; ceMelHoe
MOJIOKEHNE W COCTaB CEMBbH; JOMAIIHWKA aapec W TenedoH; Aara; JUYHas
HOJIITHUCH.

3aganus

1. Hamumure mnpuka3z TEeHEpaJbHOTO AUPEKTOpa  3aKPBITOTO
akuoHepHoro obmectBa «/J| u O» o mpueme Bac Ha pabOTy OyXranaTepom.

2. CocraBbTe mnpuka3z o0 OCBOOOXKJIEHHM Bac OT pabOThl B (upme
«Opbutay» B CBSI3U C MEPEE30M Ha HOBOE MECTOKUTEIIHCTBO.

3. CocraBbTe IpHUKA3bL: a) O MpueMe Ha paboTy Oyxrantepom MBaHOBOM
WN.I1.; 6) 00 yBOJILHEHHH TEPEBOJIOM B JIpYr'yio opranuzaiuoo. Hegocraromue

PEKBU3UTHI YKAKUTEC CaMOCTOATCIILHO.
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4. CocTaBbTe XapaKTEPUCTUKY-PEKOMEHAAIIMIO Ha pabOTHUKA BaIIero
OpeAnpusaTUs JJisl TOCTYIUIeHUsT ero B acnupanTypy HoBocuOupckoi
aKaJIeMUU SKOHOMHUKH U YIIPABJICHUS.

5. Hanumwure 3asBieHHME O MpUEME Bac Ha pabOTy SKOHOMHUCTOM B
roCyJ1apCTBEHHOE peAnpusiTUe o CBSI3U u uHpopMaTHKe
«PoccBsi3p-uHbOpMY.

6. Hanumure 3asBieHue 0 MPEJOCTABICHUN BaM aMUHUCTPATUBHOIO
OTIyCKa MO CEMEUHBIM 00CTOSITENbCTBAM. OCTalnbHbIE PEKBU3UTHI YKAKHUTE
CaMOCTOSITENIBHO.

7. Hanumwure aBrobuorpaduio, HeoOXOAUMYIO sl  O(OpMIIEHHUS
JIOKYMEHTOB TIPH TIOCTYIJICHUU Ha padoTy.

8. OdopmuTte 3anuch B TPYIOBOM KHMKKE 00 YBOJBHEHHUU Bac: a) IO
COOCTBEHHOMY JK€JIaHWI0; 0) B CBSI3M C JIMKBUAAIIMEH MNPEANPUSATUS; B) B
CBA3M C HECOOTBETCTBHUEM  BBHIMOJNHSIEMON PAOOThl  MPEIbABISIEMbIM
TpeOOBaHUSAM BCJICICTBUE HEOCTATOUYHON KBaTU()UKAIIUH.

9. CoctaBbTe MPOEKT TPYAOBOrO JOrOBOpa IO HAMy, oOmare u
YBOJIbHEHUIO Bac. OCTalbHbIE PEKBU3UTHI YKAKHUTE CAMOCTOSATENBHO.

10. CocraBbTe npuka3 o rnepeBojie Ha padoTy BHYTPH OPraHU3AIUH.

11. CocraBpTe mpHuKa3 00 yBOJbHEHUU pPAOOTHUKA B CBA3U C
JUKBUIALUUEH IPEIPUATHS.

Ipunioxenus
Ipunoocenue 4.1
Cxema cocTaBiieHHsl JOKYMEHTOB O NpUeMe Ha padoTty
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Amnkera

3asBienne

NN

TpynoBoii torosop

[Ipuka3s o npueme

3amnmce B JIngynoe neno wim

. JInuesoii cuer
TPyIOBOU JInynast kapTouka

1o 3apaboTHOM

Ilpunooicenue 4.2
CxeMa cocTaBJ/IeHHSI IOKYMEHTOB O IlepeBojie Ha JIPYIYI0 padoTy BHYTPH
OpraHu3auuu

Ipuka3 o nepeBone

3anuch B IMYHOU KapTOUKe

3anuce B JTUIEBOM
¢. T-2 unm xomus MpUKas3a B

cyere 1o 3apaboTHON

3anucs B
TPYIOBOU

Ilpunooswcenue 4.3

Cxema cocTaBJieHHsI JOKYMEHTOB 00 YBOJIbHEHUHM PA0OTHHKA

3asBiienne 00
YBOJIBHEHUH

3anuce B

. 3anuch B IMYHOHU
TPYIOBOM KHUXKE

kaptouke ¢. T-2
Wi xonus npukasa
B JIMYHOE JIENI0

[Ipuka3 06 yBoIbHEHHH

Ilpunoorcenue 4.4

YHI/Iq)I/I]_ll/IpOBaHHaﬂ q)opMa 3asABJICHUA 0 MIPEIOCTABJICHUN OTIIYCKA

Haumenosanue  Pazpemaro OTIIyCK (paboumx JHEN KaIeHOapHbiX)
CMPYKIMYPHO20
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noopaszoeeHusl Pykogodumens yupesicoenus.
3 A s B JI E H 41 E

oT Jlama Iloonuce

Mecmo uzoanus

010 YuerHsbIi1 HOMED 010

020 TabenbHBIN HOMED 020

O npenocraBiIeHNN OTITYCKa

030 ®amunms 030
040 Ums 040
050 OtuectBO 050
060 J1oIKHOCTD 060
070 CtpykTypHOE IOApa3IeiIeHNuE .070
080 Bun otmycka 080
090 [lata yxoma B OTIyCK 090
100 KonuuecTBO JOMOMHATENLHBIX JHEH 100
110 MoTHB 1ONIOJIHUTENBHOIO OTITYCKa 110
120 OcHoBaHue 120
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Iloonuce

Pacwughposxa noonucu
CornaceH npenoCcTaBUTh OTITYCK

c
Jlama
Buza pyxosooumens cmpykmyproco noopazoenenus
OuepenHoii OTITYCK OBLIT UCITIOJIb30BaH
o
Jlama
OdepenHO OTITYCK MOXET OBITh TMPEIOCTaBICH Ha paboumnx
JTHEU C 10
P a 0 0 T a e T
c
Hauvanpauk oTaena KaJpOB
JlaTa
Iloonuco
Nudopmarius [IepeHeceHa Ha MAaILIMHHBINA
HOCHUTEb
Iloonucw, oama
Ipunoocenue 4.5
Yuupunupoannas ¢popma Ne T-2
YTBepKIeHa MocTaHoBIEHMEM ['ockoMceTara
KOJI
0301002

Poccuu ot 06.04.2001 Ne 26

dhopma o OKVY /]
HalMEHOBAaHME OpraHU3aluu o OKIIO

Howmep Hata
JOKyMEHTa
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Harta | TabenbH | Unentuduka Howmep Andasur | Xapaxrep Bun [Ton
COCTaBII|  bIi IIUOHHBIM | CTPaxoBOro paboThl | paboThl |(MYMKCKOH,
SHHUSl | HOMEp HOMED CBUJICTEIIHLCTB (ocHOBHas,|  KeH-
HaJoromare a 10 COBMEC-|  CKHUH)
JBIIUKA  |TOCYIapCTBEH TUTEITh-
HOTO CTBY)
MIEHCUOHHOTO
CTpaxoBaHUs
JIMYHASA KAPTOUYKA PABOTHUKA
1. OBHIUE CBEJEHUA
HOMED
nara
TpynoBoii 1oroBop (KOHTPaKT)
1 . ®amunms Nms OTtuecTBO

Kon
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2. Jlata poxxaeHus

3. Mecto pokieHus

JICHb, MECSII, TOJI

4. I'paxx1aHCTBO

5. 3HaHUE MHOCTPAHHOIO SI3bIKa

6. O6pa3oBaHue

o OKH
no OKHNH
o OKNH
HaMEHOBaHUE CTEleHb 3HAHUS
mo OKNH
HaNMEHOBAaHUE CTEleHb 3HAHUSI
nmo OKNH

cpenHee (moaHoE) od1Iee, HayallbHOE MPOodecCHOHANBHOE, CpeHee TPOPECCHOHATBHOE,

BBICIIIEE TPohecCHOHANIBEHOE

HaunmenoBanue Jurom, cepusi, HOMep I'ong oxoHuaHus
00pa3oBaTeNLHOTO
YUPEXKICHUS
Kpaympukanus no|HampagsiieHre mimm crienuanbHOCTh 110 JUTLIOMY
TUTUIOMY
Kom o OKCO
HaumenoBanue Jurmnom, cepusi, HoMep I'ong oxoHuaHus
00pa3oBaTeNLHOTO
YUPEXKACHUS
Kpamudukanus no|Hampasnenue unu cnenuaibHOCTh 10 TUTIIOMY
JTUTIIIOMY
Kom o OKCO
6.1. [TocneBy30BcKOE MTpoheccnoHanbHOE
o0OpaszoBaHHe Kox mo OKMH

aCIUpPAHTYpa, ABIOHKTYPA, JOKTOPAHTYpa
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HanmMenoBanme o0pa3oBaTeLHOTO, Y nocroBepeHue, HoMep,
HAY4YHOI'O YUYPCKIACHHA JaTa BblJadyu

T'on okoHYaHMs

CrnennaibHOCTh
Kox mo OKCO
Kon
7. llpodeccus o OKII/ITP
OCHOBHas
o OKIIJITP
Apyras
2-s crpanuna ¢popmbl Ne T-2
8. Ctaxk paboThI (110 COCTOSIHUIO HA «__ » 20 rona):
OO0 JTHEN MECSIIEB JIET
HenpepsiBHbIi JTHEN MECSLIEB JIeT
Jlaromuii mpaBo Ha HaJA0ABKY 3a
BBICIIYTY JIET JHEN MeCsLEB JeT
THEU

MECSIIIEB JIeT

9. Cocrosinue B 6pake

Kox mo OKNH
10. CocraB cembu:
Crenens poncra (Ommkaimme|  DaMumms, UMs, OTYECTBO lNon poxnenus
POJICTBEHHUKH )
1 2
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n

1'1. ITacnopr: Ne Jlata Bergaumn"
roja

Brinan

HaVMEHOBAHUE OPraHa, BbIJABIIErO MaclopT
12. Anpec mecTa )KUTENbCTBA:

T1oyTOBBIN UHIEKC

Ilo macnopty

ITouToBEIA MHAEKC

dakTuueckuit

Jlata perucTpanuu 1o yKa3aHHOMY MECTY )KMTEIbCTBA «__ » roga
Howmep Tenedona

II. CBEJAEHUSA O BOUHCKOM YYETE

1. Kareropus 3amaca 6. HauMeHoBaHMe BOGHHOr0 KOMuUccaprara
M0 MECTY KUTEIbCTBA
2. BouHcKkoe 3BaHNE 7. CocTouT HAa BOMHCKOM yU€Te:
3. Cocras (mmpoduib) a) o01ieM (HoMep KOMaH/bl, MapTUH)
4. Ilomnoe xomoBoe oOo3HaueHue BYC 0) crenuanbHoM
8.

5. Kareropuss TOOHOCTM K BOEHHOHM OTMETKA O CHATHHU C BOMHCKOI'O y4eTa
ciyxoe
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PaGoTHUK KaapOBOH CITYKOBI

JOJDKHOCTh  TIOATIHCH pacumdpoBKa MOAMUCH
PaGoTHux
TOJITHCh
" " FOI[a
3-s ctpanuia ¢popmbl Ne T-2
III. IPUEM HA PABOTY
N INIEPEBO/IbI HA IPYT'YIO PABOTY
Hara CprKeTypHO [Ipodeccus Oxnan (tapuduas | OcnoBanue | [Toanuck Bianenbiia
nofpasene (1OJHKHOCTB), CTaBKa), TPY1OBON KHUXKKU
pas3psn, Kjiacc Has0aBKa, pyo.
HUE
(xaTeropmsi)
KB (DUKALINH
1 2 3 4 5 6
IV. ATTECTAIIUA
Hara Pemenue xomuccun Jloiyment (mpotokon) OcHoBaHue
aTTecTaluu HOMEp naTa
1 2 3 4 5
V. HOBBIINEHUE KBAJIM®UKAIIUU
Jlata Bu Haumenosanue | [lokymeHT (yaocroBepeHue,
Hayaja | OKOHYaH A o0pa3oBaTensHO CBHJICTEIIECTBO)
OyueH wa | OBPHUEHITL YUPEXKICHHUS, | HAUMEHOBA | CepHs Ocronarn
0byH KBaMpuKa ’ PHA, nara €
us | o0yueHu T MECTO €r0 HUE HOMED
s HaXOXJICHUS
1 2 3 4 5 6 7 8

VI. IPO®PECCHUOHAJIBHAS HEPEITIOAI'OTOBKA
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JlaTa CrnenuaabHOCTh JokymeHT (numioM, |QOcHoBa
Hayasa okoHuaHus | (HampaBieHUE, Tpodeccrs) CBUJIETENBCTBO) HHE
HaMMEHO
IEPEIOoAroTo |HePernoaAroTOBK nomep| mara
BKH u BaHHE
1 2 3 4 5 6 7

4-s ctpanuna ¢popmsl Ne T-2
VII. HOOILIPEHUSA N HATPA/IbI

JlokyMeHT
HaumenoBanue Harpasl HauMEHOBaHME [HOMEp | JaTa
1 2 3 4
VIIIL. OTITYCK

Bun ormrycka [Tepuon paboTsl KomnuectBo [ara OcHoBaHue
(©XKeroaHbIH, C o JIHEW OTIYCKAa | Hayalla | OKOHYaHHS
yueOHbIH, 0e3

COXpaHEHHS

3apaboTHOI

IIJIaThI U Ap.)

1 2 3 4 5 6 7

IX. COIIMAJIBHBIE JIBI'OThI, HA KOTOPBIE PABOTHUK UMEET
ITPABO B COOTBETCTBHUU C 3BAKOHOJATEJIBCTBOM

HaumenoBanue abroTel

JIOKyMeHT

HOMED

JaTa BeIIAYn

OcHoBaume

2

3

4




This document was created by Unregistered Version of Word to PDF Converter

X. JOINOJIHUTEJIBHBIE CBEJIEHUSA

XI. OcHoBanue

YBOJAbHCHUSA

Jlata yBOJIBHEHUS «_ » 20 ronma
[Tpuka3 (pacnopsixenue) No OT«__ » 20 ropa
PaGoTHUK KaapOBOl CITYKOBI
JOJIKHOCTh MOAHUCH pacmudpoBka
NOAIUCH
PaGoTHux
NOJAMKUCH
Ipunoorcenue 4.6.
Yuupunupoannas ¢gopma Ne T-2 I'C
Y TBepKIeHa MocTaHoBIEeHNEM ['ockoMmcTara
Poccuu ot 06.04.2001 Ne 26
Kon
0301016

®opma no OKY /]
o OKIIO
HanMMCHOBAHUC OpraHru3alu
Hara | Tabens | Unentuduka | Homep ctpaxoBoro | Andasut | Xapakrep | Bun [Ton
COCTaBJI€ | HBIU LIMOHHBIN CBUJIETEIHCTBA paboThl | paboThI |(MyXkKCK
HUS HOMED HOMED roCyIapCTBEHHOTO (ocHOBHa| Oif,
HaJIororJiaTe MIEHCUOHHOT'O s, IO | KEHCKH
TIbIUKA CTpaxoBaHUs COBMeCT | )
WUTENbCTB
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y)

JIMYHASA KAPTOYKA
I'OCYJAPCTBEHHOTI'O CJIY/XKAHIIEI'O
I. OBIIME CBEJAEHUA

HOME
p
JaTa
TpynoBoii 10roBop (KOHTPAKT)
1. damunus Nwms
OTt4uecTBO
Kon

2. Jlata poxaeHus

J€Hb, MECSIL, O]l
3. Mecto poxneHus

4. I'paxxnaHcTBO

5. 3HaHH€ NHOCTPAaHHOTO S3bIKA

HAanMCHOBAaHHC CTCIICHb

HalMEHOBaHUE CTETIEHb

6. ObpazoBaHue

MIOJTHOE CpeiHEe, HayallbHOE MPOo(hecCHOHaNbHOE, CPEIHEE
npodeccuoHalibHOE, BhICIIee TPO(hecCHOHAIbHOE
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HaumeHnoBanue Jumiom, cepus, I'on okoHUaHMs
00pa30BaTEILHOTO HOMEpP
YUpEKIACHUS
Kpammukanus mo Hanpasnenue wim crieuaibHOCTb 110 AUIIIIOMY
JIATLIIOMY
Kox no OKCO
HaumenoBanue Jumiom, cepus, I'ox oxkoHuaHMS
00pa3oBaTENHLHOTO HOMEp
YUPEKICHUS
Kpammukanus mo Hanpasnenue wim crieuaibHOCTb 110 AUIIIIOMY
JIATLIIOMY
Kox mo OKCO

6.1. ITocneBy30BcKOe MpodeccCHoHaTEHOE
obpa3zoBaHue Kox mo OKMH
acrHpaHTypa, aIBIOHKTYpa, TOKTOPAHTYpa

Hanmenosanune VY nocroBepenue, T'on oxonyanus
00pa3oBaTeNbHOTO | HOMEp, AaTa BhIAAYU
Hay4YHOT'O YUPESIKICHUS

CroennaibHOCTh
Kox mo OKCO
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7. Y4eHas creneHb Kox mo OKMH
KaHIUJIAT HAYK, JIOKTOP HAYK

8. Ctaxx paboThI (IT0 COCTOSTHUIO HA « » 20  roma):
OO0mmit THEN MECSIIEB JIET
HenpepbiBHBII JHEH MeCSIIEB JeT
Craxk ToCcy1apCTBEHHOM CITY>KOBI:
JUIs Ha10aBKH 3a BBICIIYTY JIET JTHEN MECSLEB JeT
JUTSL TOTTATHI K TIEHCU U TTHEH MECSIICB JeT

9. Cocrosinue B Opake Kox mo OKMH

10. CocraB ceMbu:

CrerieHb pPOACTBa

damMuans, UMsl, OTYECTBO

I'ox poxxnenus

1

2

3

11. ITacmopr:

No Harta Bplaun « _ »

Brigan

roga

HanMCHOBAHHUC OpraHa, BbIAABLUICTO IMACIIOPT

12. Anpec MecTa KHUTEIbCTBA!

ITouTOBEIN MHIEKC

[TouToBEIN MHACKC
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[To macnopry

daxkTuueckuii

JlaTa perucrpanuu o ykazaHHOMY MECTY JKUTEIbCTBA «

Howmep tenedona

»

roga

II. CBEAEHUMA 0 BOMHCKOM VYETE

1. Kareropus 3anaca
2. BonHCKOE 3BaHME
3.CocraB (mpoduiin)
4. TTonHoe K0qoBOE
ob6o3nauenue BYC

6.HanmenoBanue
BOCHHOI'O KOMHCCapHaTa
10 MECTy

KHUTCIbCTBA

7. CocTOMT HAa BOMHCKOM yU€Te:

a) oOmieM (HOMep KOMaH/Ibl,

5. Kareropus rogaocTH K HapTUn)
BOCHHOM CITyk0e 0)criennaiTbLHOM
8.
OTMETKA O CHSATHH C BOMHCKOTO y4eTa
PabotHHK KaJIpoBOM CITY>KOBI
JOJDKHOCTh ~ TTOJIITUCH pacumdpoBKa MOAUCH
PabotHuk
TIOJIITHCh
« » 20 roma
II1. ITIPUEM HA PABOTY
N ITEPEBO/IbBI HA IPYI'YIO PABOTY
Han0OaBska IToxnuce
Tlata Crpykryproe | Jlomx | OKIaz, | HauMeHOB | pasMep, | oyopanne | B1AACTBLA
MoJipa3ieiieHrue | HoCcTh | pyo. aHue pyo. TPYJIOBOH
KHIKKA
1 2 3 4 5 6 7 8
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IV. IPUCBOEHHUE KBAJIM®OUKALIMOHHOI'O PA3PSJIA,
KJIACCHOI'O YUHA, JUITJIOMATHUYECKOI'O PAHT A,

BOMHCKOI'O 3BAHUA
N [Toanuck
KBaympukannoHHBIN pa3psi,
. . Pa3mep BIIAJICITbIIA
JlaTa| KJIacCHBIN YMH, TUTIIIOMATHYCCKUI OcHoBaHue N
Haa0aBKH, pyo. TPYyZOBOH
paHT, BOMHCKOE 3BaHHE
KHIDKKH
1 2 3 4 5
V. ATTECTANUSI
OKYMEHT (TIPOTOKOJI
Hlata Pemenne komuccumn Jlokyment (np ) OcHoBaHue
aTTecTalluu HOMED naTta
1 2 3 4 5
VI. HIOBBIHIEHUE KBAJITM®OUKAILIUU
Jlata Bun | HammenoBanue JlokyMeHT OcHoBaHue
U p— 0 2 00pa3oBaTELHO (ymocroBepeHue,
0OyeH g HUS | TO YUPEKICHUS, CBUJICTEITLCTBO)
us | obydeHus KBasuu MECTO €T0 HAUMEHOB | CepHs,
KAl HaXOXKICHUS aHue HOMep
1 2 3 4 5 6 8

VII. IPO®ECCHOHAJIBHASA NNEPENNOATOTOBKA

Hata CrennanbHOCTh JlokymeHT (aumiom,
Hayana okoH4aHHs | (HampaBJeHHE) CBUJIETEIBCTBO) Octionatiite
TIEPENOIro |IIePErorOTOBK HaMMEHOBAHHE |HOMED
TOBKH u
1 2 3 4 5 6 7
VIII. IOOIIPEHUSI, TOCYJAAPCTBEHHBIE U

BEJOMCTBEHHBIE HAI'PAIbI

HanmeHnoBaHue Harpaab! (ITOOIIPEHNS) JlOKyMeHT

HaMMEHOBaHHE HOMeEp JaTta

1 2 3 4
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IX. OTIIYCK
Bun ormycka (exxeronusrid, | Ilepuo aTa OcHoBauue
A uy ( ! > proz KomuuectBo A
y4ueOHBIH, Oe3 coxpaHeHus: | paboTbI . OKOHYaHM
o AHCH OTIIYCKA | Hayaja
3apabOTHOM TJIATHI U AP.) o
¢ | 1mo
1 21 3 4 5 6

X. COOMAJBHBIE JbI'OTBI, HA KOTOPBIE PABOTHUK UMEET
ITPABO B COOTBETCTBHUU C 3AKOHOJATEJIBCTBOM

HaumenoBanue abroTel

JloxymeHT

HOMCD ‘ JaTa Bblaadu

OcHoBauue

2 3
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XI. JONOJHUTEJBHBIE CBEJAEHUS

XII. OcHoBaHMe YBOJIbHEHHSA

Jlara yBoinbHEeHUS " " 20 ronma

[Tpuka3 (pacnopsixenue) No OT«__ » 20 roma

PaGotHuk  kagpoBOoll  CIyxOBI

JNOJDKHOCTh ~ MOANUCH pacmidpoBka
MOATUCH
PabotHuk
MTOATHUCH

Ilpunoowcenue 4.7

Yuupunuposannas ¢popma Ne T-3

Y TBepkeHa nmocraHoBiIeHueM ['ockoMcTara

Poccuu ot 06.04.2001 Ne 26
Kon

0301017

®opma o OKVY /]
no OKIIO

HaMMCHOBAHUC OpraHru3aluu
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IHITATHOE PACITUCAHUE | Howmep Hara | YTBEPXKJIEHO
ma" " 20 10 na AOKymenTa IIpukazom or «_ » 20 roza Ne
- ITaTt B komnyecTBe CIMHHUIL
¢ MecsuHbIM (pOHIOM 3apabOTHOI IIaThI
pyOueit
CrpykTypHOE [Tpodeccus | Kommuec | Oxuan Han6aBka, Mecsianpiii | [Ipumeuanue
nojpaszieneHue | (10DKHOCTB) | TBO  |(TapudHas pyo. oz
HalMEHOBA | KOJ LITaTHBIX | CTaBKa), 3apaboTHOM
HUE €IMHULL pyo. IIaTHI, pyo.
1 2 3 4 5 71 8 9 10
U T.J.
Uroro no nucry
Hroro no
JIOKYMEHTY
PykxoBoauTenu CTpyKTypHBIX TOJpa3IeleHui
JOJKHOCTh HOJIUCH pacimppoBka
MOJIMTUCH
JOJKHOCTh MOJINUCH pacugpoBka
MOJIINCU
JOJPKHOCTh HOJIUCH pacimppoBka
MOJIMTUCH
['maBHBIN OyxTanTep
ITOJITHCH pacumdpoBka
MOJIMTUCH

Ilpunoowcenue 4.8

Yuupuuuposannas ¢popma Ne T-4
YTBepxkaeHa nocranosieHueM ['ockomcrara

Poccun ot 06.04.2001 Ne 26
Kon
0301003

®opma o OKY
no OKHO
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HAUMCHOBAHHUC OpTraHU3alnN

YYETHASA KAPTOUKA HAYYHOI O,
HAYYHO-IIEJAT'OT'HYECKOI'O

Homep Harta
JIOKYMEHTA | COCTaBJICHUS

PABOTHUKA
CrpyxrypHoe | omxk | TaGenbHbIH Andasur Bun pabotsl (ocHoBHas, | Ilom (My»xckoH,
MOAPA3IAEICHHUE | HOCTh | HOMEpP 110 COBMECTUTENBCTRY) YKEHCKHUM )
1. ®amunusa Nwms OtuectBO

2. JlaTa poxxaeHuUs

JICHb, MECSII, I'0/I

3.Briciee npodeccuoHalibHOE

oOpaszoBaHue

HaMMEHOBaHUE 00Pa30BATEIILHOTO YUPEKICHUS, TOJl OKOHUYAHUS
4.TTocneBy30Bckoe TpodhecCHOHATBHOE

o0OpaszoBaHHue

Kox mo OKMH

acIMpaHTypa, aAbIOHKTYpa, JOKTOPAHTYpa

HanmeHnoBanue VY nocroBepenue, Homep, | Jlara okoOHUaHMS
00pa30BaTeIbHOT0, HAYYHOT'O JlaTa BbIAAYN
YUPEXKICHUS

CroenuaisHOCTh

Kog mo OKCO
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5. YueHas creneHb Koxg mo OKMH
KaHJIMJAaT HayK, JIOKTOP HAyK

Otpacnb Hayku

JlaTta npuUCy>XI€HUSI YUECHOHN CTEIEHU «__ » roaa

JluccepTanOHHbBIN COBET

HAMMEHOBAHWE OpraHu3alllu, MPU KOTOPOU
CO3/1aH JIUCCEPTALMOHHBIN COBET

Ji| 51 3| hj 0 M

HOMED, cepusl, aara

HaMMCHOBAHUC OpraHMU3alluu, BBI]IaBH_Ief/'I JUIIIIOM
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6. YueHoe 3BaHHE Kona no OKMH
CTaplIni, HAyYHbIH COTPYIHUK,
JIOTIeHT, TIpodeccop u Jp.

Arrecrar Ne [ara IIPUCBOCHUS Y4EHOT O 3BaHUs

« » rojaa

HaMMCHOBAHHC OpraHMU3alluu, HpI/ICBOI/IBH_ICﬁ YUYC€HOC 3BaAHUC

Hayunas cnenmansHOCTh (HarnpaBieHue, kadeapa) Kon mo OKCO

Oo6oporHas cropoHa popmbl Ne T-4
7. OO0mmii Hay4YHO-I1€JarOrn4eCKui CTax

paboTHI:

B TOM YHCJIE TIeJJarOTHYECKUI CTaX PabOThI

Hayunbie Tpyabl UMEET, HE UMEET
HEHY)XHOE 3a4ePKHYTh

N300peTeHns uMeer, HE UMEeT
HEHY)KHOE 3a4E€pPKHYThH

Crnucok Hay4HbIX TPYAOB IPHUJIAracTCs

Hayunbiit  paGoTHHK Homep  Tenmedona
MOJIITUCH
PaboTtHuk KaJpoOBOM CITy’KOBI
JTOJKHOCTD MOJIMTUCH pacungpoBka
HOJITUCH

[Ipucyxnenue yueHo# cTeneHu, NPUCBOCHUE YUEHOI O 3BaHUSI 1 U3MEHEHNE HAy4YHON
CIIELMAIIBHOCTH I1OCJIE 3aII0JIHEHNS] YUETHON KapTOYKU

JOKYMCHT y4€Has CTEICHb, YICHOC 3BaHUE,
cepus, HoMep | HaMMCHOBAaHUE OpraHu3aluu, Hay4Has CIICHHUaJIbHOCTh
BbIIABLIEH TOKYMEHT

nara

1 2 3 1




This document was created by Unregistered Version of Word to PDF Converter

Ipunoowcenue 4.9
YuupuuupoBannas ¢gopma Ne T-5
Y TBepKIeHa MocTaHoBIEeHNEM ['ockoMmcTara
Poccum ot 06.04.2001 Ne 26
Kon
®opma no OKV/ (0301004
no OKHO

HAaMMCHOBAHUC OpraHrn3aIliun

Homep JHara
JIOKyMEHTa
INPUKA3
(pacnopsixkeHue)
0 nepesojie padlOTHUKA HA APYIyI0 padoTy
Harta
(¢
110

IlepeBecTu Ha apyryro padory

TaGenbHbBIN HOMEP

(baMuITHS, UMS1, OTIECTBO

BU/JI TIepeBo/ia (ITIOCTOSIHHO, BPEMEHHO)
[Ipexnee

MECTO paboThI HAaMMCEHOBAHHUE CTPYKTYPHOI'O MOJApa3ICiICHU

HauMEHOBaHUe Tpodeccun (TOMKHOCTH), Pa3psl, KJIacc
(xaTeropusi) KBaau(puKaIuu
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npnqﬁﬂa nepeBoja
HOBOE MECTO pabOThI

HalMEHOBAaHUE CTPYKTYPHOT'O MOAPA3/ICIICHUS

HaMMEHOBaHue npodeccun (JOKHOCTH), Pa3psi,
KJacc (Kareropus) KBaqupuKaluu

okjaj (TapudHas cTaBka) pyo. KOII.
Hag0aBKa pyo. KOIL.
OcHoBaHmue:
U3MEHEHHE K TPYJI0BOMY JOTOBOPY (KOHTPAKTY) OT «__ » 20 roma Ne
PykoBoauTenn OpraHu3aiuu
JNOJDKHOCTh ~ IIOAINCH pacimdpoBKa MOANUCH
C IIPUKA30M (pacriopsiKEHUEM ) O03HAKOMIJICH
IHOAIINCH pa6OTHI/IKa
« _» 20
roya
Ilpunoscenue 4.10
Yuupunuposannas ¢popma Ne T-Sa
YTBepxkIeHa NOCTaHOBJIEHHEM ['ocKOMcTaTa
Poccun ot 06.04.2001 Ne 26
Kon
®opma no OKVY/[ (0301018
o OKHO

HAaNMMCHOBAHUC OpraHn3anunu

Howmep [ara
JOKYMCHTA
ITPUKA3
(pacnopsikenue)

0 nepeBoje padOTHUKOB HA APYryI0 padory
[lepeBectu Ha paboTty
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C . Ipodeccus OcHoBaHue: c
Tpyxty (TOIKHOCTB ), Oxan Bunx nepeBoga| wu3MeHeHHE K TIpHKasOM
pHOE (pactiopspxeHrEM
Damunus, a6 . | nompasn paspsz, Knace | (tapudmas | (OCTOAHHO, TPYZOBOMY
M abC/IbHBIN P (xaTeropus) CTaBKa) BPEMEHHO) JIOrOBOPY ) O3HaKOMJIEH.
’ HOMEp CJIeHHuEe > IMoamnuce
OTYECTBO KBAIU(UKALNA | Han6aBKa, (KOHTPAKTY)
paboTHHUKA.
peKHEe TPSKHSASA pyo. c | o | HOMep ’ nara Jlaa
HOBOE HOBasI
1 2 3 4 5 6 7 8 9 10
PykoBoaurens Opra’u3anuu
JOJKHOCTh IIOJITUCH pacmudpoBka
MOJIIHMCH
Ipunooswcenue 4.11
Yuupunupoannas ¢popma Ne T-6
Y TBepkIeHa MOCTaHOBIEHUEM [ ockoMcTara
Poccun ot 06.04.2001 Ne 26
Kog
®opma o OKV][ (0301018
no OKHO

HAMMCHOBAHHC OPIraHU3alhnnu
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Howmep [ara
JOKyMEHTa

INPUKA3
(pacnopsixkeHue)
0 MPEeJI0CTABJIEHNH OTIIYCKA PA0OTHHKY

TaGenbHBIN HOMEP

IIpenocraButhb

dbaMunsl, ©MsI, OTYECTBO

HavMeHOBaHUe npodeccuu (OHKHOCTH)

HAaNMCHOBAHUEC CTPYKTYPHOI'O IMOAPA3aACIICHUS

BU/JI OTITYCKa (€KEroAHbIN OIIaYNBAEMBbIH, Y4EOHBIN, 0€3 COXpaHEHUS
3apabOTHOM MIIaThl U IPYTHE)
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Ha KQJIEHIIAPHEIX JTHEU
paboumux
C « » 20 roma mo « » 20
roaa
PykoBoaurens OpraHu3aluu

JNOJDKHOCTh MOAMMUCH  paciiM(ppoBKa NOANUCH

C npukazom (pacnopsixK€HueM) 03HAKOMJIEH

MOANUCH pAaOOTHUKA

« » 20
roja
Ipunooscenue 4.12
Yuupunupoannas ¢popma Ne T- 6a
Y TBepKIeHa MocTaHoBIeHNEM ['ockoMmcTara
Poccuu ot 06.04.2001 Ne 26
Kon
®opma o OKVYJ[ {0301019
no OKHO
HAaWMEHOBAHUE OpPraHU3aluN
Homep JHara
JIOKyMEHTa

IIPUKA3
(pacnopsixkeHue)
0 NPeJ0CTABJICHUH OTIIyCKA pa0OTHHKaM
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OTtmyck C
BUJ 3a nara MPHUKA30
(e>xeromHbIl | IEpHOA Haq | oKoHY M
Crpyxry |IIpodecc| , yueGusiif, | paGoTsi oqHect (pacmopst
Damuins ’ ’ BO jHel | & | aHus
MSL TabGenbHbl |  pHOE Hs 6e3 ¢ |mo OCHOB | )XeHUEM)
’ ’ i HoMep |moapasze | (JOKHO | coxpaHeHus (kanenna aHUE | 03HAKOM
OTYECTBO . PHBIX
JICHUE CTB) 33.pa6OTHOI/I 6 ’ ) JICH.
JIaThl U Pabotux Ilognuce
;[pyrne) pa60THI/I
ka. JlaTa
1 2 3 4 5 6 |7 8 9 10 11 12
PykoBoaurens
JOJKHOCTh ITOJITUCH pacmu(poBKa MOAMUCH
Ipunoowcenue 4.13
YuupuuupoBannas ¢gopma Ne T-7
VYTBepxkneHa nocraHosyieHueM ['ockomcrara
Poccum ot 29.12.2000 Ne 26
Kog
®opma no OKV/ 0301020

no OKHO
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HaMMCHOBAHUC OpraHn3alunu

COI'JTACOBAHO Howmep Jlara roj YTBEPXIAIO
HpeI[CCI[aTCJ'IB JOKYMEHTA | COCTaBJICHUS PyKOBOI[I/ITeJ'IB
pocor03HOr0 opraHa
JTOJDKHOCTh
MOJIITHCh
MOJINUCH
pacimdpoBKa MOAMUCH
[Ipotokon 3acenanus IT'PA®UK OTIIYCKOB
OT«_ » 20 roga pacumdpoBka
Ne MOJIIHUCH
« » 20
roja
C T [Tpodeccus OTIIVCK
TPYKTYp| 1IP @amunus, | Tabens| konnyecTso naTa repeHeceHne
HOE (1OIDKHOCTB) . - [Ipume
M, HBII JTHEH OTITyCKa
TOAPASAC IO MITATHOMY |\ yocrpo | HoMe (xanmeHgapH HHe
JeHHe | pACTIHCAHMIO P JApH (3arutaHUpo | pakTHY | OCHOB | J1aTa
bIX, BaHHAas €CKasl | aHue | IIpeanoin
pabouux) araeMoro
OTITyCKa
1 2 3 4 5 6 7 8 9 10
U T.10.
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PykoBogurens KaJIpOBOI CITY>KOBI

JOJDKHOCTh IIOAIIMUCH pacmn(prBKa IoAIncCHu
PykoBoguTenu CTpyKTypHBIX
NIOAPA3IECIICHAN

JOJDKHOCTh IIOAIIMCH pacmn(prBKa IoAIInCHu

JOJDKHOCTh  ITOZITHCH pacum@poBKa MOANKUCH

JOJDKHOCTb  ITOJIIHCH pacimdpoBKa MOANUCH

IHpunoswcenue 4.14

YuupuuupoBannas ¢gopma Ne T-8

Y TBepKIeHa MocTaHOBIEHNEM ['ockoMcTara
Poccun ot 06.04.2001 Ne 26

HAUMEHOBAHUE OpraHu3auu  1py0os6oii 002080p (KOHMpAaxm)

Kon
®opma o OKVYJ[ {0301006

no OKHO
HOMEpP

nara

Howmep [Hara
JOKYMCHTA
IIPUKA3
(pacnopsikenue)
0 NpeKpalleHuN AeiiCTBUA TPYA0BOI0 10roBoOpa (KOHTPAKTA) C
PadOTHUKOM

TaGenbHbBIN HOMEP
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VYBOIUTE «  » 20 ronma

bamumnus, UM, OTYECTBO paOOTHHUKA

HAaNMCHOBAHUEC CTPYKTYPHOI'O IMOAPA3aACIICHUS

HanMEHOBaHUeE Tpodeccu (AOHKHOCTH), pa3psij, Kiacc (KaTeropusi)
KBTI UKAIUU

OCHOBaHHWE YBOJIbHEHUS
OcHoBaHUe:

Pemenue
po(CO3HOT0 Oprana
0 COTJIAaCHH Ha YBOJIbHCHHE

OT« » 20 roma Ne
PykoBoaurens Opra’u3anuu
JOJDKHOCTD OAIINCH pach/I(prBKa IOAIINCH
C npukazoMm (pacrnopsiKE€HHEM) O3HAKOMJICH « » 20
roja

OAIINCH pa6OTHI/IKa

Ilpunoocenue 4.15

Yuupunupoannas ¢gopma Ne T-8a
Y TBepkeHa nmocraHoBiIeHueM ['ockoMcTara
Poccum ot 06.04.2001 Ne 26

Kon
®opma no OKV/[ (0301021
no OKHO
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HaMMCHOBAHUC OpraHn3aiunu

Howmep [Hara
JOKYMCHTaA
IIpukas
(pacnopsizkeHue)

0 MpeKpalleHuy 1eiicTBUsSI TPYA0BOr0
A0roBOpa (KOHTPAKTAa) ¢ padOTHUKAMM

Oamunmus, | Tabenmsubl |CTpykTyp| I[Ipodeccus Tpynosoii Hata |OcnoBa| Homepwu |C mpukas
um4, 1 HOMEp HOE (MOKHOCTBD), JIOTOBOp |YBOJIbHEH | HHUE JiaTa (pacmops
OTYECTBO mojapasae | paspan, kiaacc | (KOHTPaKT) us YBOJIBHE | PELICHUS reM)
TeHue (xaTeropwsi) HUA | TpodCOIO3HO | 03HAKOMIT
KBaJIM(PUKALIUH HOMep | 1aTa ro opraHa o | Ilommuc
corylacuu Ha | paboTHHU
YBOJIbHEHHUE Hara
1 2 3 4 5 6 7 8 9 10




This document was created by Unregistered Version of Word to PDF Converter

P YKOBOAUTCIIb opraHmn3anuin

JOJDKHOCTD IIOAIINCH pacmn(prBKa IoAIINCH

Ilpunoocenue 4.16

Yuupuuuposannas ¢popma Ne T-9

Y TBepkIeHa MOCTaHOBIEHUEM [ ockoMcTara
Poccun ot 06.04.2001 Ne 26

\ Kon \
®opma o OKVYJ[ {0301022
no OKHO

HanMCHOBAHUEC OpraHru3alnuun

Howmep [Hara
JOKyMEHTa

IIPUKA3
(pacnopsikenue)
0 HAIIPABJICHUH PA0OTHHUKA B KOMAHAUPOBKY

HanpaButh B KOMAHAUPOBKY:
TabenbpHBIN HOMED
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bamunus, uMs, 0TYECTBO PAOOTHUKA

HaMEHOBaHUU Tpodeccuu (JOHKHOCTH)

CTPYKTYPHOI'O HOAPA3ACICHUS

MECTO Ha3Ha4YeHHs (CTpaHa, TOPO, OPraHu3aIlKs)
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CPOKOM Ha KJICHJAPHBIX JTHEW

c« » 20 romamo «__ » 20 roma
C IIEJIBIO

KomanaupoBka 3a cuer cpencrs

OcHoBaHue:

ciIy:keOHOe 3a7aHue, Ipyroe OCHOBaHue (HOMeEp, JaTa)

PyxoBonuTens OpraHu3aluu

JOJDKHOCTD IIOAITINCH pacmn(prBKa IIOAIINCH

C npuxazoM (pacropsiKEHUEM )
03HaAKOMIJIEH « » 20 roga
IIOAIINCH pa6OTHI/IKa

Ilpunoswcenue 4.17

Yuupunuposannas ¢popma Ne T-9a
Y TBepkIeHa MOCTaHOBIEHUEM [ ockoMcTara
Poccun ot 06.04.2001 Ne 26

\ Kon ‘

®opma o OKVY/[ 0301023
no OKHO
HAMMCHOBAHNC OPIraHU3alhun

Howmep [Hara
JIOKyMEHTa

INPUKA3
(pacnopsizkeHue)
0 HANIpaBJICHUH PA0OTHUKOB B KOMAHJAUPOBKY

HamnpaButh B KOMaHIUPOBKY:
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®damMunus, uMsl, OTYECTBO

TabenbHbII HOMED

CrtpykTypHOE ITO/Ipa3ieieHue
ITpodeccus JIOJKHOCTB )
Komann | mecro CTpaHa, ropox
HUpPOBKa | HA3HA4 opraHusanys
eHUs
nata Hayaa
OKOHYaHHMS
CpOK (KaJeH1apHbIE JHH)
()13

KomanaupoBka 3a cuer cpeacts

C npuka3zoM (pacropsHKEHUEM )
o3HakomJieH. [loanuck paboTHUKA.

Jara
O c H 0 B a H 151 e
ciIy’keOHOe 3a/1aHue, IPYroe OCHOBaHUE (HOMED, JaTa)
PykoBoautens OpraHu3aluu
JIIOIDKHOCTh IIOJITHUCH pacugpoBKa MOANKUCH
Ilpunoscenue 4.18
Yuupuuuposannas ¢gopma Ne T-10
YTBepkIeHa NOCTaHOBJIEHHEM ['ockoMcTara
Poccum ot 06.04.2001 Ne 26
Kon
®opma o OKVY]I [0301024

no OKHO

HAMMCHOBAHHNC OPIr'aHU3alhnH

Howmep [Hara
JOKyMEHTa
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KOMAHAUPOBOYHOE YIOCTOBEPEHUE

TaGenbHbII HOMEP
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PaGoTHuxk
dbamumnusi, UMs, OTYECTBO PAOOTHUKA

HauMeHOBaHue npodeccuu (A0HKHOCTH)

HaNMCHOBAHUEC CTPYKTYPHOI'O IMOAPA3aACIICHUS

KOMAaHIUPYETCs B

MECTO HAa3HAUYCHUS (CTpaHa, ropon, OpFaHI/ISaHI/IH)
pi | i | s

CJIb KOMaHIUPOBKHU

Ha IHEH (He cunuTas BpEMEHU HAaXOKIEHUS B ITyTH)

C«_» 20 romamo «__ » 20 roma

JIeHCTBUATENIBHO N0 IPEABSABICHUY I1ACIIOPTA

PykoBoaurens

JOJKHOCTh NOJNMUCh  paciiu(poBKa MOAMUCH

OTMeTKHM O BBIOBITUM B KOMAaHAUPOBKY, HPHUOBITUM B ITYHKTHI

HA3HAYEHUs, BBIOBITUM U3 HUX U MPUOBITUA B MECTO MTOCTOSIHHON Pa0OTHI:

Br10ObLT 13 Br1ObLT U3

« » 20 roma « » 20 ronma
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JIOJDKHOCTD MMOJIIHNCH

JIOJDKHOCTD MOJIITHCH

pacmnpoBKa MOAMUCH

pacmipoBKa MOAMKICH

M.IL M.IL
BriOb1T U3 Br10Ob1T U3
«_» 20 roma «_» 20 roma
JOIHKHOCTD MOJIITUCH JTOJIKHOCTh MOJIIHCh
pacimudpoBKa MOAMUCH pacmu@poBKa MOJAIUCH
M.IL M.IL

Ilpunoscenue 4.19

Yuupunupoannas ¢popma Ne T-10a

YTBepkIeHa NOCTaHOBJIEHHEM ['ockoMcTara

Poccum ot 06.04.2001 Ne 26
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®opma no OKV][ (0301025
no OKHO

Kon

HaMMCHOBAHUC OpraHn3alunu

Homep
JIOKYMEHTa

Jlata

CJIYKEBHOE 3AJIAHUE
JJIS HANIPaBJI€HUs B KOMAHINPOBKY
U OTYET 0 ero BLINOJTHEHNHU

TaGenbHBIN HOMEP

dbamMums, UM, OTIECTBO

Crpykryproe | Ilpodeccus KomananpoBka OcHo
nojpasfieneH | (IOHKHOCTh), | MECTO Ha3HAaYeHUs Jarta CpPOK OpraHu3anus
ue paspsj, KJIacc | ctpaHa, | OpraHu3alys | Hadaia | OKOHYa | (KaJeHaap | -TIaTeTbIK
(xateropusi) | roposx HUS | HBIC JTHH)
KBaJIM(PUKALIUU
1 2 3 4 5 6 7 8

Conepxanue 3agaHus (11eJb)

KpaTkuii oTueT 0 BBINOIHEHUH 3aJaHUs

10

11

PykoBoauTes CTpyKTYpHOTO Mojipa3aeeHus

JOJDKHOCTb

IOAIINCH

pacimgpoBKa MOANUCH

PabGorHuk

OAIINCH

3aKkr0ueHe O BBIIOJHEHUH 3aJaHus1

PYKOBO}II/ITGHI) OopraHv3alvun

JOJDKHOCTD

IOAIINCH

PykoBoauTens CTpyKTYpHOT0 OApa3AeacHUs

pacudppoBKa MOAMHCH




This document was created by Unregistered Version of Word to PDF Converter

JOJDKHOCTD IMOIIHNCH pacimmdpoBKa MOAMUCH ‘ « » 20 rox

Ipunoswcenue 4.20

Yuudunuposannasa popma Ne T-11
YTBepkaeHa nmocraHoBieHueM ['ockomcrara
Poccum ot 06.04.2001 Ne 26

’ Kog ‘
®opma o OKVYJ[ {0301026
no OKHO

HAMMCHOBAHNC OPIraHU3alhun
Howmep [ara
JOKyMEHTa

INPUKA3
(pacnopsizxenue)
0 MOOLIPEeHUN PA0OTHUKA

TaGenbHBIN HOMEP




This document was created by Unregistered Version of Word to PDF Converter

dbamunms, UM, 0TYECTBO PAOOTHUKA

HauMeHOBaHue podeccuu (JOHKHOCTH)

HalMEHOBAaHUE CTPYKTYPHOT'O MOAPA3/ICIICHUS

MOTHUB Harpa>x aICHUA

BU/J TOOUIpeHUsI (0OBSIBUTH 0J1aro1apHOCTb, HATPAJIUTH LIEHHBIM MOAAPKOM
niu [loueTHol rpaMoTOi, BBIAATh IPEMUIO U JP.)
B CyMME pyo. KOIL.
CyMMa MPONKCHIO
OcHoBaHMeE: IPEACTABICHUE

PYKOBOI[I/ITC.HB opraHnmnsanmuu

JTOJKHOCTh MOAMKUCH  paciIM(poBKa MOJIUCH

C MIPUKA30M (pacriopsiKeHUEM ) O03HAKOMIJICH

MOJMKUCHh paOOTHHUKA

« » 20 roxma

Hpunooscenue 4.21

Yuupunupoannas ¢popma Ne T-11a
Y TBepkeHa nmocraHoBiIeHueM ['ockoMcTara
Poccum ot 06.04.2001 Ne 26

®opma no OKVY /]
no OKHO

Kon

0301027

HAMMCHOBAHHC OPIraHU3alhunu



This document was created by Unregistered Version of Word to PDF Converter

Howmep [ara
JOKyMEHTa

IIPUKA3
(pacnopsizxenue)
0 MOOIIPEeHUN PA0OTHNUKOB

MOTHB HarpaxacHus

BU/I TOONIpeHUs (0O0BABUTH 0JaroJapHOCTh, HArPAIUTh LIEHHBIM MOAAPU WIH
[ToueTHoi1 rpamMOTOM, BBIIATH MPEMUIO U JIP.)

®damumus, | Tabempnbiid | CtpykTypHOe | IIpodeccus CymmMma,
WMsI, OTYECTBO | HOMEpP To/Ipa3ieeHu | (I0IDKHOCTD) pyo.
e

C npukazom
(pacnopspKeHHEM )
O3HAKOMJICH.
[Moamnuck paboTHUKA.
JlaTa

1 2 3 4 5 6




This document was created by Unregistered Version of Word to PDF Converter

OcHoBaHue: peICTaBIeHUE

PYKOBOI[I/ITG.HB opraHu3aliiun

TNOJKHOCTh MTOANUCH pacuidpoBka
NOATIUCH

Ilpunoscenue 4.22
IIpumepHbI TPYAOBOH 10r0BOP
00.00.00 HoBocubupck Ne
OTKpbITOE aKIIMOHEPHOE OOIIECTBO (OpraHu3aIus)
Haumenosanue
B
JMLe
Jlonorcnocms, D.U.O.
MMEHYEMOE B IalIbHEHIIEM OAOQO,
U
D.U.0.

MMEHYeMbld B JanbHeieM «PabOTHUKY», 3aKIIOYWIIN HACTOSIIUI
JIOTOBOP O HUXKECIIEAYIOIIEM

1. PaGorHuk

D.1.0.
MPUHUMAETCS Ha pabory

Haumenosanue cmpykmypHno2o noopazoeieHus
o npodeccuu, JOJKHOCTH

llonnoe naumenosanue npogheccuu, 00NHCHOCMU

K B a hj 51 )} u K a 11 5 5




This document was created by Unregistered Version of Word to PDF Converter

Paspso, keanuguxkayuonnas kamezopus

2. J1oroBop ABISIETCS: JIOTOBOPOM 10 OCHOBHOM padoTe

3. Bug gorosopa:

A0OroBOPOM I1O COBMECTUTCIILCTBY

- Ha HEOIpeeICHHBIN CpOK (O0ecCpOUHbIit)

- Ha ONpEIEIEHHBIN
CPOK

Vkasame  npuuuny  3axnouenus  cpouHo2o
002060pa
- Ha BpeMsI BBITIOJIHCHUS orpeeIeHHON
paboThI

Ykazamo, xakou
4. Cpok neiicTBuUs 10roBOpa: Ha4aJio paboThI

5. Cpok UCHIBITaHHUS:
a) 6€3 UCIIbITaHUsI

0)

OKOHYaHUE paboThI

HpOaOﬂJfCMmefleOCmb ucnosimameilbHoco CpoKa

5. PaboTHHK JOJKEH BBIMOJIHATH CIIEAYIONTUE 00sI3aHHOCTHU

YKa3bIBalOTCS OCHOBHBIC XapaKTEPUCTUKH PaOOTHI U

TpeOOBaHMS K YPOBHIO WX BBITIOJHEHHS: MO 00bEMY

npousBojcTBa  (paboT),  Ka4ecTBy  BBHIMYCKaeMOU
MPOAYKIMU (KAa4ecTBY OOCTYKHBaHUs), COOIIOJCHUIO
paBUII M0 OXpaHe TPY/a, BHITTOJIHEHUIO CMEKHBIX
paboT B 1eNsIX oOecrieyeHusl B3aMMO3aMEHIIEMOCTH
WM JIeJIAeTCS CChIIKAa Ha COOTBETCTBYIOIIUE ITyHKTBI
JIOJKHOCTHOM VHCTPYKLIHU. [Tpu COBMEIICHUHU
npodeccuit (paboT), BHIMOJHEHUU CMEXHBIX OIepariuii

JlaeTcs MepeyeHb ITHX padoT U UX 0OBEMBI.
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7. OAO 00s13aHO OpraHu30BaTh TPyl paOOTHUKA, CO3AaTh YCIOBUS AJIS
oe3omacHoro u 3(QPEeKTUBHOTO Tpyda, OOOpyIoBaTh pabodee MeECTO B
COOTBETCTBUM C TIpaBHJIAMH OXpaHbl TpPylAa M TEXHUKU OE30MacHOCTH,
CBOCBPEMECHHO BBHIIUIAYMBATh OOYCIOBJICHHYIO KOHTPAaKTOM 3apa0OTHYIO

IJ1aTy.

VYKa3bIBAIOTCA KOHKPETHBIE MEpBI 110 OPraHU3alnH

IPOU3BOACTBEHHOIO Mpolecca, 000pyJ0BaHUIO PaboYero

MECTa, IIOATOTOBKE M  IIOBBIINICHUIO KBa.HI/I(l)I/IKaHI/II/I

pabOTHUKA B CO3/IAaHUIO IPYTUX YCIOBUH TPy/a.
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8. O6s3anHocTr OAO 1o obecredeHuto yciaoBuil paboThl Ha paboyem
MECTE€ C YKa3aHHEM JOCTOBEPHBIX XapaKTEPUCTHK, KOMIICHCAIM M JbroT

pabOTHUKY 3a TSKENbIe, 0CO00 TsDKeNbie paboThl U PabOThl C BPEIHBIMU,

0c000 BPEIHBIMU WIH OTIACHBIMU YCIIOBUSIMU
Tpyaa
9. I"apanTun COTJIACHO TK
P®
10. OcobenHocTr pexknuma paboyero BpeMeHu:
- HETOJIHBIH pabouuit
JIEHb
- HEToTHAas pabouas
Heaens
- oYacoBas
pabota
11. PaboTHUKY ycTaHaBIUBAETCS:
- TOJDKHOCTHOM OKJIajl (TapudHasi CTaBKa) pyo.
B MECSII WU py0. 3a 1 gac paboThI;
- Haj0aBKa (Jo1iaTa ¥ APyrue BITLIATHI)
Yrkasameo 8U0 oonaam,
Ha0basox
pyo. (B % Kk craBke,
OKJIaJy).
12. PaGOTHUKY yCTaHABIIUBACTCS €XKETOJTHBINA OTIYCK
MIPOIOJDKUTEILHOCTHIO:

- OCHOBHOM pabouux Hen

- IOIIOJTHUTEIbHBIN pabouux gHen
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13. JIpyrue yciioBusi 10roBOpa, CBSI3aHHbBIE CO celu(PUKON Tpyaa

14. Bunsr u YCJIOBUSI COIIMAJILHOT'O CTpaxOBaHUS

15. FOpuanueckue anpeca U NOANUCH CTOPOH

OAO PaGorauk

Anpec

Ilacnopmnvie Oannvle
JomxHocts  Iloonuce  WHumammi, P

bamunus Tenedon

M.IL

Ioonuce Nnnnmansl, pamMumms

Ilpunoswcenue 4.23
OO0pa3ubl 3asiBJIeHU
Ilex 23
3ASBJIEHHUE | Tapudno-kBanuduranmoHHas
02.08.2000r. KOMHUCCHS 00LeIMHEHNS
HoBoMocKOBCK
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O nosbitieHuun Tapuduoro paspsaa 1. ['ynkoBy A.A.

[Ipormy aTTecToBaTh MEHS Ha MOBBIIICHUE Tapu(PHOTO paspsiia ciecaps

10 peMOHTY U o0ciyxuBanuto kotios JJKBII 2,5 x 13 ¢ 4-ro Ha 5-i1 pa3psz.

Crnecapp

pazpsiza.

Iloonuce
B moBsiieHnn paspsia HeT He0OXOJUMOCTH, TaK Kak Bce PabOTHI MO
oO0ciyxuBanuto kotia JIKBII 2,5 x 13 rtapuduuupyrorcs He Bbllie 3-T0O

A.A. I'ynkoB

HauanpHukK 1exa
3ASBJIEHUE
20.09.2000

Tloonuce

A.Il. MiBaHoB

Pexropy HoBocubupckoii
rOCYJIapCTBEHHOW aKaJIEMUU
SKOHOMMKHU U YIIPaBICHUS
npocdeccopy Lllemerony I1.B.
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[Tpomry ocBOOOIUTh MEHS OT JOHKHOCTH CTApIIEro WHXKEHEpa B CBSI3U
C YXO0JIOM Ha MEHCHIO.
Iloonuco N.H. Iletpos
B neno 502-1. U3pan npukas Ne 304 ot 21.09.2000

K.II. CemenoB
HammenoBanue cTpyKTypHOTO Anpecar
[OIpa3ICICHUs Pe3oaronus
3ASBJIEHUE
00.00.2000
[pomry nepeBecTu MCHS Ha JIOJKHOCTh

Haumenosanue oonorcrnocmu

Haumenosanue cmpykmypnozo noopasoeneHus
B CBSI3U c

Ilpuuuna nepesooa

Iloonuce pabomnuka Pacuugpposrka noonucu

Ilpunoscenue 4.24

OO0pa3ubl NPUKA30B 110 JUYHOMY COCTABY

3A0 «A30T»
[TPUKA3
17.08.2000 Ne 121-k
r. HoBocubupck

O BpeMEHHOM 3aMEIlICHUU

PYKOBOJIUTENSE OOBEAMHEHUS

IMPUKA3BIBAIO:

Ha nepuon moeil ciayxeOHOM KOMaHAMPOBKH BPEMEHHOE HCIIOIHEHHE
o0si3aHHOCTEW TeHepalnbHOro aupekTopa oo0wbeawmHeHuss ¢ 20.08.2000 mo

07.09.2000 BO3MOXXKHUTH Ha TJIABHOTO HMH)KEHEpa mnpeanpuatus BopoObesa
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['enepanbubiil nupexktop [loonuce A.A. 3yeB

3aBoj1 HECTaHAAPTHOTO 00OPYAOBAHUS

I[TIPUKA3

17.09.2000 Ne 106-k

r. HoBocuOupck

ITo nuyHOMY cocTaBy

HA3HAUYUTD:

1. HBanoBy Hwuny IlerpoBHy Ha HOOKHOCTH Kaccwpa TIJIaBHOM
Oyxranrepuu ¢ 15 HOSOpS C.T. C IBYXHEIACIbHBIM UCIBITATEILHBIM CPOKOM, C
OKJIaJIOM COIJIaCHO IITaTHOMY PaclUCAHUIO.

OcuoBanue: 3aasienue MBanosoit H.II. ¢ Bu3amMu HavainbHUKA OTIENA
KaJIpOB U TJIABHOTO OyXTraiuTepa.

2. KpacnoBa MHUrops HuxomaeBuya Ha BpeMmMeHHYIO paboOTy Ha
JIOJDKHOCTh CTOPO’Ka B aIMUHHUCTPATUBHO-XO35UCTBEHHBIN OT/1el ¢ 15 HOoAOps
C.T. CPOKOM Ha JIBa MECSIIA, C OKJIAJ0M COTJIACHO IITATHOMY PACHUCAHUIO.

OcHoBanue: 3asaBieHue Kpacnora M.H. ¢ Bu3amu HadallbHUKa OTEJIa

KaJpOB U aI[MI/IHI/ICTpaTHBHO—XOSHﬁCTBeHHOFO oTAacia.

I[MEPEBECTHU:
3. AnyeBa Cepres MBanoBuua, mMactepa nexa Ne 3, Ha IOCTOSHHYIO
paboTy Ha JOHKHOCTH CTapIIIEro MacTepa Toro ke 1exa ¢ 18 Hosops c.r.

OcHoBaHue: TOK/IaaHasd 3alucKa HadajabHUKa mexa Ne 3.

I[TPEJOCTABUTD:
4. IletpoBy Bukropy BimagumupoBudy, crapimemy 3KOHOMUCTY
.OTJIeNIa TpyJa W 3apruiaTtel, ouepeaHon ornyck ¢ 16 asrycra 2000 r. mo 11

cents0pst 2000 r. Ha 24 nHa, 3a nepuof padotsl ¢ 10 urons 1999 r. mo 2000
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T.

OCBOBOJUTh:
5. T'epacumoBa MBana AmHnpeeBuua, uHxkeHepa uexa Ne 1 or
3aHUMaeMoMn JTOJDKHOCTH ¢ 15 Hos06ps 2000 1. B CBSI3M C YXOJIOM Ha MEHCHIO.

OcHoBanue: 3aaBinenue I'epacumona 1. A.

JupexTop Iloonuce C.N. Konb1os

Tema S.
AEJIONMPOU3BOACTBO
O IMCBMEHHBIM U YCTHBIM
OBPAIIIEHUAM T'PAKJIAH

B coorBerctBun ¢ Koncrutynuuen P® Bce rpaxnmane Poccuiickon
depepanii UMEIOT MPABO HAIMPABIISATH JIMYHBIE U KOJUIEKTUBHBIE OOpaIeHus
B F'OCYIApPCTBEHHBIE OpPraHbl W JOKHOCTHBIM JIMIIAM, KOTOPBIE B IMpenesiax
CBOCH KOMIIETEHITUN 00sI3aHbI pACCMOTPETH ATU OOpaIIeHHs, TPUHSITH TT0 HUM

PECIICHUS U 1aTh MOTHBHpOBaHHBIﬁ OTBCT B YCTaHOBHeHHBIﬁ CpPOK.
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CyiiecTByeT TpU OCHOBHBIX BHAAa OOpallleHUs: MPEAJIOKEHHE,
3asBJICHUE, KaJI00a.

Ilpeonoswcenue — Buja oOpanieHus, IeJlb KOTOPOro, BO-NEPBBIX,
0o0paTuTh BHUMAaHHE Ha HEOOXOAMMOCTh COBEPIIEHCTBOBAHMS PaOOTHI TEX
WIM WHBIX TOCYJApPCTBEHHBIX OPraHoB, MPEINPHUSATUN, YUPESKICHUNU WU
OOIIIECTBEHHBIX OpraHM3alllii, a BO-BTOPBIX, PEKOMEH/I0BaThb KOHKPETHBIE
IYTH U CIIOCOOBI PELLIEHUS TOCTABICHHBIX 3a/1au.

3asenenue — BUI OOpallleHUs, HAMPABICHHBIA Ha peaTu3aluio
IPEIOCTABICHHBIX 3aKOHOM CYOBEKTHUBHBIX IIpaB U HWHTEPECOB TI'pak/aH.
Bripaxkas mpocbOy JIMYHOrO WM OOILECTBEHHOIO XapakTepa, 3asBIICHUE
MOXKET CUTHAJIU3UPOBATh U 00 OMPEJENCHHBIX HEAOCTaTKaX B JESITEIbHOCTH
rOCYJapCTBEHHBIX OpPTaHOB, NPEANPUATUN, YUPEXKIECHUN, OOIIECTBEHHBIX
oprau3anuid. B otanune oT mpensoKeHrus B HEM HE PACKPBIBAIOTCS MYTH U
HE MPEATNOIaraTcs ClIOCO0bl PelIeHUs TIOCTaBIEHHBIX 3ajau.

/Kanoba — Bun oOpaiieHHsi, B KOTOPOM HAET peYb O HapyLIEHUU
CYOBEKTUBHBIX IIpaB M OXpPaHAEMbIX 3aKOHOM HHTEpecoB rpaxaaH. Kak
IpaBWwIo, B kKajloOe cojaepxkarcss HE TOJIbKO WHGOpMAIMs O HapyUIEHUU
CyOBEKTUBHBIX MpaB U Mpoch0a 00 MX BOCCTAHOBJICHUHU, HO M KPUTHUKA B
aJpec TrOCYAapCTBEHHBIX WM OOIIECTBEHHBIX OPraHoOB, MPEINPUSTUH,
YUPEXKJICHUW, OpraHu3alMi, OJDKHOCTHBIX JIMI U OTACNbHBIX TpakJaH, B
pe3ynbTare HEOOOCHOBAHHBIX JEHCTBHM KOTOPBIX JUOO HEOOOCHOBAHHOIO
0TKa3a B COBEPIIEHUU MPEIYCMOTPEHHBIX 3aKOHOM JIEUCTBHI MPOU30LLIO, 110
MHEHUIO 3asBUTEIS], HAPYIIEHNUE €r0 CyObEKTUBHBIX ITPAaB.

Bo MHorux ciydasx npenjioxeHus!, 3asBJICHHUsI, Kalo0bl BbICTYNAIOT B
YUCTOM BHJIE, T.€. B CAMOM HUX COJICpKAaHUU UMEIOTCS MPU3HAKK OOpaIieHus
TOJIbKO OJHOTO OIpeAeNieHHOro Buaa. Tak, Hampumep, 3asBICHHE O
HAa3HAYEHUU TEHCHM SBJIETCA 3asBJICHUEM B YUCTOM BHUJE, Xajnoba Ha
rpy0oCcTh pabOTHUKA OTHEeNa MHCEM aAMUHUCTpAlMU OOJACTH TaKkKe
SIBJISIETCSL KaJIoOOM B 4YMCTOM BUJEe M T.M. OJHAKO 4YACTO BCTPEUAIOTCS

oOpallieHus, HOCSIIHWE CMEIIaHHBIA XapakTep. Tak, B OZHOM OOpalleHUH
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MOXET OBITh 3asBiI€HHE 00 OCBOOOXKIEHUM OT Hajgora W sxagoda Ha
HENPaBIIbHBIC JCHCTBUS pabOTHUKA (PUHAHCOBOTO OpraHa | T.]I.

Pabora ¢ oOpamieHUsIMU TpakJaH BEIETCS Ha OCHOBAaHUM THIIOBOTO
MOJIOKEHUS O BEJICHUU JICJIIONPOU3BOACTBA MO MPEAJIOKEHUAM, 3asBICHUSIM U
kKajmobaMm TpakJaaH B TOCYJApPCTBEHHBIX OpraHax, Ha MPEANpHUSITHSAX U B
OpraHM3alusiaXx M 3aKOHOB KpaeB, oOisacted. TakoW 3akoH, MNPUHSATHIA B
HoBocubupckoit obsactu, npuBeieH B Ipwioxk. S5.1.

HopmatuB ycranaBiauBaeT MOPSAOK, B COOTBETCTBUM C KOTOPBHIM
oOpalieHust TpaxxJaH IOJAIOTCS B OpPraHbl, KOMIIETEHTHBIC B Pa3pEIICHUU
naHHOTO Bompoca. KamoObl MOJaroTCs B T€ OpraHbl M TEM JOKHOCTHBIM
JUIaM, KOTOPbIM MOJYMHEHBI OpPraHbl U JIMIA, YbU JACHCTBUS O0XKaTyHOTCS.
['ocynapcTBeHHBIE U OOIIIECTBEHHBIC OPraHbl U JIMIA, K BEACHUIO KOTOPBIX HE
OTHOCSITCSL BOIIPOCHI, TTOCTABJIEHHBIE B OOpaIlICHUSX, JODKHBI HE TIO3KE YeM B
nsATUAHEBHBIH CpOK HANpaBUTh WX MO MPUHAAJICKHOCTH, U3BECTUB 00 ITOM
3asiBUTEINA. 3apeniaeTcsi HapaBiIATh KaJIoObl Tpak/iaH JJIsl pa3pelieHusl TeEM
JUIaM WIHM B T€ OpPraHbl, Ha KOTOPbIE M0J1aHa kanooa.

JIOJDKHOCTHBIE JIMIIa TOCYJApPCTBEHHBIX M OOIIECTBEHHBIX OpPraHOB
00s3aHBI  TaK)K€ TMPOBOJAUTHL JIMYHBIA TIpueM TpaxnaH. Jlns a3toro
YCTaHABJIMBAIOTCS JHU M 4Yachl, B TOM YHUCJE€ M B BEUEpHEE BpEMs, KakK MO
MecCTy pabOoThl, TaK U 10 MECTY KUTEIbCTBA IPaXK/IaH.

PykoBomutenn ydpexiaeHUN JODKHBI COOOIIATh TIpak/laHaM B
MUCbMEHHOW WJIM YCTHOM (pOpME O PEIIeHUsIX, TPUHATHIX 0 UX 00paIeHUSIM.
3aKOH yCTaHABIMBAET, YTO €CJIM IPAKJAHUH HE COTJIACEH C PELIEHUEM IO €ro
BOMNPOCY, OH UMEET MPaBO 00KaJoBaTh 3TO PELIEHUE TOMY OPraHy WM TOMY
JTOJDKHOCTHOMY  JIMILY, KOTOPOMY TOJYMHEHBI TOCYJAapCTBEHHBIA WJIU
OOIIECTBEHHBIM OpraH JUOO AOKHOCTHOE JIMIIO, MPHUHSBIINE O0XKaTyeMoe
pemenne. OOpallleHHs pa3pelarTcss B CPOK JI0 OJHOIO Mecsla CO JIHS
peructpanuu, a He TpeOylolHe 3aKOHOAATENbHOTO  M3YYCHUS  —
Oe3oTiarareiabHO, HO HE To3aHee yeM uepe3 15 aneit. Cpoku paccMOTpeHUs

XKamoOd MOryT TMpoOJJIeBaThCsA, €CIM Ta WIM HWHag kajmoba Tpelyer
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CHEUATbHOTO U3YyYEHUS U JOTOIHUTENbHBIX MPOBEPOK.

Jlenonpous3BOACTBO MO OOpALIEHUSIM TpakJaH B TOCYJapCTBEHHBIX
OpraHax, Ha MpPEANpPUATHIX, B YUPEKICHUSAX, OPraHU3aLUsAX BEIETCS
OTJIETIHLHO OT 00PabOTKU JPYTHX BUJIOB JOKYMEHTOB.

CorymacHO ynoMsiHyromMy THIOBOMY IIOJOKEHUIO YCTaHABJIMBACTCS
CJICAYIOUINH MOPSIIOK AEIONPOU3BOJICTBA 110 OOPAILIEHUSIM TPaK/aH.

Bce oOpatenust perucTpupyroTcst B IeHb MOCTYIJIEHUS! U YUUTBIBAIOTCS
HAa PErUCTPALlMOHHOM KapTOYKe, 3alojHSIETCS aHHOTAUMOHHBIM JIMCT
(mpunox. 5.2-5.4). MHuekc mpocTaBisieTCs Ha OMNPEACIICHHOM MECTE II0
I'OCT P 6.30-97. OH cocTouT U3 Ha4allbHOM OYKBBI (paMHIIMK aBTOpa MHCbMa
U TOPSIAKOBOIO HOMEpa NOCTYNHUBIIEro AokymeHTa. Hanpumep: K-187 or
12.06.97.

VY CTaHOBJIEHO, YTO MOBTOPHBIM 3asBICHUSAM MPU HUX MOCTYIUICHUH
IIPUCBANBACTCS OUEPETHON PErUCTPALMOHHBIN NHIIEKC, & B COOTBETCTBYIOIIEH
rpadpe peructpanuonHoil KoHTpoibHOW KapTouku (PKK) yka3piBaercs
PErUCTPALMOHHBIA MHAEKC NEPBOrO MPEIJIOKEHUS, 3adBIICHUS, *KanoObl. B
IIPAaBOM BEPXHEM YIJy IOBTOPHBIX 3asBieHuMid U Ha PKK nemaercs ormerka
«IToBTOpHO». [IOBTOPHBIMHU CUMTAIOTCS MPEAJIOKEHUS, 3aBICHUS U KaJIOObI
rpaxkJiad, MOCTYIMBIIME OT OJAHOIO M TOTO K€ JIMLA MO0 OJHOMY M TOMY K€
BOMNPOCY, €CIIM CO BPEMEHM IMOJauyd [EepPBOrO 3asBIIEHUS MHCTEK CPOK,
YCTAHOBJICHHBIA JIJIi pPAacCMOTPEHUs, WJIM 3asBUTEIb HE YJOBIIETBOPEH
JAHHBIM €MY OTBETOM.

[lpennoxkenus, 3asBIEHUS U >KAIOOBI TpaxkJaH, MOCTYNUBIINE OT
OJIHOTO M TOTO JK€ JINLA U MO OJHOMY M TOMY € BOIIPOCY, HaIllpaBJICHHbIE
pa3IMYHBIM  ajgpecaTaM W [OCTYNHUBIIME JUIsi PEIIEHUS B  OOUH
rOCYapCTBEHHBIN OpraH, YYMTBIBAIOTCS MOJ PETUCTPAUMOHHBIM HHJIIEKCOM
IEPBOTO JIOKYMEHTa C J100aBJIEHHMEM MOPSIKOBOIO HOMEpa 4epe3 JpoOb.
Hanpumep: K-187/1, K-187/2.

Kaproreku u3 PKK wmoryr ¢opmupoBarbcs 1o andaBUTHOMY,

reorpapuueckoMy U TeMaTHYECKOMY Mpu3HaKaM. KoHTposb 3a pasperieHuem
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NPEUIOKCHNN, 3asABICHUNA M Kalo0 TpakJaH B TOCYAApCTBEHHBIX OpraHax
BO3JIaraeTcsi Ha JIOJDKHOCTHBIX JIMII, KOTOpble O0s3aHbI 00eCHeuuTh
CBOEBPEMEHHOE U MOJHOE PACCMOTPEHUE MUCEM U MCIIOJIHEHUE MPUHITHIX IO
NPEUIOKEHUSAM, 3asiBIICHUSM U kKajlo0aM peleHui.

Ecnu ToT unu uHON agpecaT HanpaisieT MOCTYNUBIIME K HEMY MTHChMa
rpax/laH B IOCyJapCTBEHHbIE OpPraHbl U TPeOyeT COOOIIUTH PE3YNbTaThl UX
paccMOTpeHusl, TakKue TucbMa Oepyrcs Ha OCOOBIA  KOHTPOJb C
IpOCTaBIEHUEM B YCTAaHOBJICHHOM Ha JIOKyMeHTe Mecre 3Haka «K».
[lpennokeHusi, 3asBICHUS W JKATOOBI TpaXKAaH, HA KOTOpBIC dAIOTCA
IPOMEXYTOUHBIE OTBETHI, C KOHTPOJS HE CHUMalwTci. B sTom ciydae
KOHTPOJIb 3aBEpIIACTCS TOJBKO MOCJE MPUHATUS HMCUEPIBIBAIOIINX MEp IO
paspenieHuio Bompoca. PemieHMe o0 CHATHHM C  KOHTPOJIS MPUHUMAIOT
PYKOBOJUTENN FOCYJapPCTBEHHBIX OPraHOB, OTBETCTBEHHBIE 32 CBOEBPEMEHHOE

U TIPABWJIBHOE PACCMOTPEHHE MHCEM TPaXK]IaH.
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OTBeTbl Ha TPEJIOKEHUS, 3asIBICHUS U >KaloObl TpaxkaaH JaloT
PYKOBOOWTENIA M CIHENUAIIBHO YIOJHOMOYEHHBIE HAa TO JIMIA W3
roCyapCTBEHHBIX OpraHoB. OTBET MOXKET ObITh JIaH KaK B MUCbMEHHOM, TaK U
B ycTHOM ¢Qopme mnpu InuyHOM Tpueme. B aToM ciydae nmenmaercs
coorBercTByromas 3anuck B PKK. Ilpu »TOoM mHIekc orBera cOCTOUT uU3
PErMCTPallMOHHOTO MHJEKCa M HOMeEpa Jena 110 HOMEHKJIaType Jiell.
[IpennoxkeHusi, 3asBJIECHUS] U KaJOObI TPAXKJIaH CUUTAIOTCA Pa3pelICHHBIMH,
€CIIM  PACCMOTPEHbI BCE TMOCTABJICHHBIE B HHUX BOIPOCHI U  JIaHBI
MCUEPIIBIBAIOIIIAE OTBETHI B COOTBETCTBUU c JNEUCTBYIOLIAM
3aKOHOJATEIbCTBOM.

PykoBoauTenu rocymapCTBEHHBIX OPraHOB JOJDKHBI CHUCTEMATHYECKH
aHAJIM3UPOBATh U 0000IIATh MPENIOKEHUS, 3aABJICHUS U KaJo0bl Tpa)KjaH,
coAep)KalMecs B HUX 3aMEYaHMUsl C LEJIbI0 CBOEBPEMEHHOIO YCTPAaHEHUS
MOPOXKJAIONIMX UX TPUYUH. Marepuanbl JJs aHanu3a M 0000IIeHHS
TFOTOBSITCSI JOJDKHOCTHBIMHU  JIUIIAMH, BEIYIIMMH AEJIOMPOU3BOACTBO IO
NpEeIOKEHUAM, 3aME€UaHusIM U >KajmobaMm rpaxaaH. OHu 0000IIal0T UX B
BUJIC aHAJIMTUYECKUX CHPABOK (MPUIOXK. 5.5-5.9) U npeacTaBisitoT X CBOUM
PYKOBOJUTEIISAM.

[IpennoxxeHus, 3aMeyaHusi U *KajaoObl TpaKJaH BO3BpAIAlOTCA MOCIE
UX pa3peuieHus] JOJDKHOCTHBIM JIMLAM, BEAYIIUM HX JEJIONPOU3BOJCTBO B
YUPEKJIEHUU, CO BCeMU conyrcTByromumu Marepuaniamu u PKK s
IEHTPATU30BaHHOTO (hopMHUpOBaHUs Jesl. XpaHEHUE el y HCIOIHHUTENeH
3anpeniaerca. JJOKyMeHTBI B Jenax pacrnojiaraloTcsi B XpOHOJOTMUYECKOM MU
an(paBUTHOM TMOPSJKE, MPU ATOM KaXKIOE 3asBJICHUE U TMPEIJIOKEHUE CO
BCEMHU OTHOCAIIMMHUCS K HUM MaTepuajlaMU COCTABJISIOT €IUHYIO TPYyIIly,
KyJa TMOJIIABAIOTCSA TAKXKE IMOBTOPHBIC 3asBJICHUS M BHOBbH IOCTYNAKOLIME
Marepuaibl. OTBETCTBEHHOCTh 3a COXPAaHHOCTh JOKYMEHTOB ATOTO BHUJIa B
YUPEKJICHUN HECYT PYKOBOJMWTEIb YUPEKICHUS U JIMLO, OTBETCTBEHHOE 3a
BEJICHUE JIETIONPOU3BOJICTBA MO MPEUIOKEHUSIM, 3aMEUaHUSIM M Kajnodam

TpaKJIaH.
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YCTaHOBJIEH NATWIETHUU CPOK XPAaHEHUs IPEIIIOKEHUN, 3aMEYaHUuu,
*Kajno0 TrpaxJaH W BCEX JOKYMEHTOB IO uX pazpemieHuto. [lo mepe
HEOOXOJMMOCTH 3KCIEPTHAsI KOMMCCHS MOXET HPOMJIATH 3TOT CPOK HIIU
YCTAHOBUTH IIOCTOSIHHBIM CpPOK XpaHEHWUs. Takoe peleHHE 3SKCIEPTHOU
KOMHUCCUU JIOJDKHO OBITh YTBEPXKIACHO PYKOBOAMUTENEM yupexaenus. Jlema
IIOCTOSSHHOTO CpPOKa XpAHEHUs W BPEMEHHOro (CBBIIIE JECATU JIET)
NepelaloTcs B apXUB TOCYAApCTBEHHOI'O YUPEXKACHHUS 4yepe3 roj IMocie HUX
3aBepuIeHUsl Jenonpou3BoJcTBOM. llocne necatu ner XpaHeHUs Jena
nepealTcs B apXUB M0 PEHICHUIO pYKOBOJCTBA yupexaeHus. [lo ncreueHun
CpOKa XpaHEHHUs JieJia MOJJIeKaT YHUUTOKEHHUIO B YCTAHOBICHHOM IOPSIJIKE.

[Ipu aBTOMAaTHU3MPOBAHHOW OOPAOOTKE NPENJIOKEHUN, 3aMEYaHHU U
K00 rpakKJaH MOTYT OBITh MCIOJIB30BaHbI MMPUCIIOCOOJIEHHBIE K MAIIMHHON
o0pabotke popmbl, B Tom unciie 1 PKK, ¢ coxpanenrem Bcex yCTaHOBICHHBIX
HOpPMaTUBaMH PEKBU3UTOB B MAIIMHHO-OPHUEHTUPOBAHHOM BapUaHTE.

3ananue

CocTtaBpTe€ HTOrOBYIO CIpaBKy O paccMorpeHuu mnucbma (P.M1.0O.

aBTOpa, BUJ OOpAIIEHUS YKaXXKUTE CAMOCTOSTEIBHO).

Hpuiaoxenus

Ilpunootcenue 5.1
HoBocudupckas 06s1actb
3akon
OO0 oOpameHusiX rpaxaaH K JenyraTam, J0JKHOCTHBIM JIMLIAM

rocyiapCrB€HHbBIX OPraHoB, OpraHoB MECTHOI'0 CaMOylipaBJICHUS,
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PYKOBOAMTEJAM NpeaNpusaTuili 1 opranusanuii B Hopocnoupckoi

odjiacTu

[TpunsT obnactaeiM CoBeToM nenytatoB 31 mas 1995 rona

Hacrosimuii 3akoH peryiaupyeT MNpaBOOTHOILICHHS, BO3HUKAIOIIUE B
CBA3M C OOpallleHHeM TpaxkJIaH K JeryraraMm, JOJDKHOCTHBIM —JIUIaM
FOCYJapCTBEHHBIX  OPraHOB,  OpPraHOB  MECTHOIO  CaMOYIIPaBJICHHUS,
PYKOBOAMTENSAM MpeanpusTuii u opranusanuii B HoBocuOupckoit obnactu

HE3aBHCHUMO OT MX OpraHU3allMOHHO-TTPABOBOM (HOPMBI.

I. Oo01mue nojoKeHus

CTATBHS 1. 3AKOHOJIATEJILCTBO HOBOCUBMPCKOM OBJIACTH
Ob OBPAILIEHUAX TPAXIAH
3akonogatenbcTBO HoBocuOupcekoil obsactu 00 oOpallleHusX Tpaxaan
ocHoBaHO Ha Koncturynum Poccuiickoi ®enepaniuu ©W COCTOMT U3
3aKOHOMATENbHBIX akToB P®, HoBocubupckoit 00jacTh W HACTOSIIETO
3aKkoHa.
CTATHA 2 OCHOBHBIE IMTPUHIIAIIBI B PABOTE
T[IOPACCMOTPEHUIO OFPAIIIEHUI I'PAXKJIAH
OCHOBHBIMM TPUHIIMIIAMHA B paboTe C OOpaleHUusIMH TpaxaaH
ABJISIIOTCS ~ AE€MOKPATUYHOCTh,  JIOCTYIHOCTb, TJIACHOCTh, 3aKOHHOCTb,
IIUPOKU I Kpyr paccMaTprUBaeMbIX BOIIPOCOB, KOHTPOJIb 3a
CBOEBPEMEHHOCTBIO U MOJHOTON paccMOTpPEHUs 0OpallieHui TpaxaaH.
CTATbHA 3. HOPMATUBHBIE AKThI OPTAHOB
I'OCYJJAPCTBEHHOM BJIACTH, MECTHOI'O CAMOYIIPABJIEHMS,
IIPEJIIIPUSATUI 1 OPT AHU3AITMN OF OFPAIIEHUSX TPAXKJIAH
JIOJDKHOCTHBIE JIMIIA W PYKOBOAMUTENIH TOCYJApPCTBEHHBIX OpPraHOB,
OpraHOB MECTHOTO CaMOYIIPABIICHUS, PYKOBOAUTEIM MNPEANPUATAA U [

opraHuzanui (majzee — JIODKHOCTHBIE JIMIA@ U PYKOBOAMUTENIH) B
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HoBocubupckoil 00iacti HE3aBUCUMO OT HMX OpraHU3allMOHHO-TIPaBOBOM
(GOpMBI B COOTBETCTBHH C TpeOOBaHUSAMU (PeepaabHOro 3aKOHOJATENBCTBA U
HACTOAILET0 3aKOHA BBOAAT B JeiicTBUE coOcTBeHHbIE llonoxeHus o0
OpraHu3aldyd JMYHOIO IMpHEeMa M TMOpPSJAKE PacCMOTPEHMsI OOpalIeHUM
rpaxJaH, HECYT IE€PCOHAIbHYIO OTBETCTBEHHOCTh 3a MX HCIOJHEHHE B
NOJYMHEHHBIX ~ UM OpraHax,  OpraHu3auusix, OpeJupuaTusx U

0JIpa3/ICCHHSIX.

CTATBA 4. OCHOBHBIE TEPMUWHGI, ITIPUMEHAEMBIE B
HACTOSIIEM 3AKOHE
Obpawenus epaxcoarn — yCTHbIC (M3TI0KEHHBIE HA JIMYHOM IpUEME) U
IMUCbMCHHBIC KAIOOBI, 3asBICHHS, NPEIJIOXKEHUS TPaKJIaH, HaIlpPaBICHHBIC

AcnyTraraM, JOJDKHOCTHBIM JIMIaM U PYKOBOJUTCIIAM.

JlonoxcnocmHoe AUYO— CITyXKallnid, 00J1aTarO A
rOCy1apCTBEHHO-BIACTHBIMU IIOJIHOMOYUSAMU 1o PYKOBOJICTBY
XO3MCTBEHHOM, COLIMAJILHO-KYJIbTYPHOU, aIMHUHUCTPATUBHOMN 51

MOJIMTUYECKOHN JEATEIbHOCTBIO.

I1. IIpaBo rpaxaan na odpamieHne u 00SI3aHHOCTH JACIYTATOB,
JTOJIZKHOCTHBIX JIMIl M PYKOBOJAMTEJIel paccMaTPUBaTh UX

CTATBA 5. TTPABO I'PAXKIAH HA OBPAIIIEHUE C ITMCHEMOM WJIN
JIMYHBIN [IPUEM

JIro0o#t rpakaHvH BMOpaBe OOpaTUTHCS K AenmyTaraM, JOJKHOCTHBIM
JUIAM U PYKOBOJUTENSIM C WMHAUBUIYAIbHBIM, KOJUJIEKTUBHBIM IHCHMOM,
XKajaoOoH, 3adBICHUEM, MPEAJIOKEHUEM, MNPUUTH HA JIMYHBIA MpPUEM K
JENyTary, TOKHOCTHOMY JIMILY WJIM PYKOBOJIUTEIIO HEMOCPEACTBEHHO WM K
BBIIIECTOSIIIIEMY B MOPSAJIKE OJUUHEHHOCTH PYKOBOJIUTEIIO.

AHOHUMHBIE TIMCbMa He  paccMarpuBaiorca.  CooOmieHuss o

COBCPHICHHOM HWJIM TOTOBAMICMCA  IIPCCTYIUICHUMU  HAIIPABJAIOTCA  JIA
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ITPOBCPKHU B IIPABOOXPAHUTCIILHBIC OPraHbI.

CTATBA 6. OBA3AHHOCTD JEITYTATOB, JOJDKHOCTHBIX JIUIT U
PYKOBOJIUTEJIEYM PACCMATPUBATH OBPAIIIEHUS I'PAXKIAH

JlomkHOCTHBIE JMIIa W pykoBonutenun B HoBocubupckoi obmacTu
00s13aHbI BECTH JMYHBIA MPUEM B YCTaHOBJICHHBbIC Tpa)uKOM M JOBEJICHHbBIE
70 CBEIEHUs TpaXJaH JHM W dYackl, B yHOOHOE I HUX BpeMs a B
HEOOXOMUMBIX CIydasx M TI0 MECTy JKHTEIbCTBA, IPUHUMATh K
PacCMOTPEHUIO YCTHBIE M MTUChbMEHHBIE OOpalleHus TpaKaaH, JaBaTh Ha HUX
MCYEPITBIBAIONINE OTBETHI.

JIOMKHOCTHOE JUII0 HE MOXKET MEPENOPYYHTh MOJYMHEHHOMY BECTH
IpUEM TPakJ1aH BMECTO ceOsl.

JlenmyTaThl TPECTaBUTEIBHBIX OPraHOB TOCYAApCTBEHHON BIIACTH H
MECTHOTO CaMOYIIPaBJICHUsI BEIYyT MpHEM u30upaTreneil B COOTBETCTBHUU C

HaCTOsAIIHUM 3aKOHOM H YCTAaHOBJICHHBIM UMH Fpa(bI/IKOM.

CTATBA 7. OTYETHI AEITYTATOB, JOJDKHOCTHBIX JIML]
OPI'AHOB I'OCYJJAPCTBEHHO! BJIACTHU Y1 MECTHOI'O
CAMOYVIIPABJIEHUA TIEPE] HACEJIEHUEM

JIOJDKHOCTHBIE JIMIIa OpPraHoOB T'OCYJAPCTBEHHOM BJIACTH, MECTHOIO
CaMOYIIPaBJICHUS U JEIyTaThl BCEX YPOBHEU HE PEXKE OJHOI0 pasa B MOJIroaa
IIPOBOAAT OTYETHI IIEPE]l HACEJIECHUEM COOTBETCTBYIOLIUX TEPPUTOPUH H
n30MpaTesbHbIX OKPYrOB O CBOEH JESITENIbHOCTH MO pa3pelieHHIo ' BOIIPOCOB
COLIMANILHOTO  o0ecnevyeHus:  TpakJaH, OSKOHOMHUYECKOTO  pa3BUTHS
TEPPUTOPUH, PACCMOTPEHHUIO MHUCEM U OOpallleHUi TpaxaaH. DJIEKTPOHHbIE U
IeYaTHbIE CpEACTBAa MAacCOBOW WH(GOpPMAIUU, YUPEXKIECHHBIE OpraHaMu
rOCylapCTBEHHOM BJIAaCTM W  MECTHOIO  CaMOYIpAaBJICHUS, OOsS3aHBbI

OecrpensiTCTBEHHO 00eCeYUTh MyOIMKAIIMI0 TAKUX MAaTepUAIOB.

III. OcHoBHBbIE TPEOOBAHUS K OPTraHU3ALMHU PACCMOTPEHHS 00palleHUM
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rpamjaaHn

CTATB 8. TIOJABEJOMCTBEHHOCTH PACCMOTPEHUS
OBPAILEHNN I'PAXIAH

JIOJDKHOCTHBIE JIMI]Ja W PYKOBOJIUTENIM PACCMATPUBAIOT  JIHOOBIE
oOpaleHus] TpakJaH ¢ TNPUHUMAIOT pelIeHHs B TMpeaenax CBOeH
KOMIETEHIIMH JTUO0O0 B MATUIAHEBHBIA CPOK HAIMPABIAIOT OOpalleHusi APYruM
JOJKHOCTHBIM JIMODAM H pyKOBOI[I/ITeJ'DIM, K KOMIICTCHIIUU KOTOprX
OTHOCHUTCS PEIlIEHNE MTOCTABJIEHHBIX B 0OpaIlleHUU BOIIPOCOB.

O mnampaBieHuu oOpalieHUusT Ha PACCMOTPEHHE B HHBIC OpraHbl

COOOIITAETCs 3aBUTEIIIO B IIATHIHEBHBIN CPOK.

CTATBS 9. TIPEJEJIBI PACCMOTPEHNS OBPAILIEHMI I'PAXKIAH
OOparieHust rpaXxaaH He MOTYT I1epeapecoBbIBATLCS HA PACCMOTPEHHE
JOJDKHOCTHBIM JIMLIAM M PYKOBOJIMTENSAM, JelcTBHE (WM Oe3lelicTBHE)

KOTOPBIX 00XKamyercsl.

CTATBA 10. OBA3AHHOCTDH AOJDKHOCTHBIX JIUL] I110
PA3PEIIEHNIO BOITPOCOB, ITIOCTABJIEHHBIX B OBPAILIEHUAX
['PAXIAH
JIOJDKHOCTHBIE  JIMIIa W PYKOBOAMTENM, KOTOPBIM  OpraHaMu

rOCy/lapCTBEHHOM BJACTH, MECTHOIO CaMOYNpaBJIE€HUS U JenmyraTaMu
HalpaBIeHbl Ha PAacCMOTPEHHE OOpallleHusl IpaxJaH, B Ipeleiax CBOEH
KOMIIETEHUMH NPUHUMAIOT BCE HCYEPIBIBAIOIINE MEPHI IO Pa3pEIICHHUI0
MOCTaBJICHHBIX B OOpAaIlllEHUH BOMPOCOB U YCTPAHSIOT BBISBICHHBIC |

HapyLIEHUs.

CTATBS 11. CPOKM PACCMOTPEHUS OBPAIIIEHNI T'PAXIAH
Cpoku paccMOTpeHusi OOpallleHHi TpakJaH HE MOTYT IPEBbIIIATH
onHoro wMecsamna. Ilpy HEOOXOAUMOCTH TPOBEICHUS JOMOJHUTEIbHBIX
MIPOBEPOK, BBIACHEHUS BHOBb BO3HUKIIUX OOCTOSITEILCTB PYKOBOJIUTEIb

opraHa FOCYI[&pCTBCHHOfI BJIaCTU WJIX MCCTHOI'O CaMOYIIPABJICHUA BIIPAaBC
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IPOJIUTH CPOKU PACCMOTPEHHsI OOpaIlleHHsi, HO He 0oJiee 4eM Ha OJIMH MeCSIl
C coobIeHneM 00 3TOM aBTOPY OOpAIECHUS.

OOpaiieHrss BOCHHOCHIYXKAIIMX M WICHOB HMX CEMEH pa3peraroTcs
Oe3oTiarareiabHO, HE TMO3/Hee 7 AHEH cO JHA MOCTYIUIEHUS OOpalieHHs B
opras, OOSi3aHHBIA Pa3pelIUTh BOIPOC IO CYIIECTBY. PyKOBOIUTENh MOMKET
IPOJUIUTh CPOKHU pasperieHus: oOpaileHus, Ho He Oosiee yem Ha 15 mHew ¢
COO00I1IEeHHEM 00 3TOM aBTOPY OOpPALIEHUS.

OOGpartieHust TpakjaaH, MOCTYIUBIINE U3 PEIAKIMU CPEACTB MACCOBOU
uHQopMaMK, a TakKe BBICTYIUICHUS W TyOJIMKAllUM, CBS3aHHBIC C
00palIeHUSIMU TPaKJIaH, pACCMATPUBAIOTCS B OOIIEM MOPSIKE.

CTATDBA 12. [IPABO I'PAXKIAH HA THOOPMAILUIO I10
PACCMOTPEHUIO NUX OBPAIIIEHNI
JIOJDKHOCTHBIE JMIIAa W PYKOBOAMTENIM 10 TPEOOBAaHUIO TIpaxaaH

00s13aHbI 3HAKOMHUTh UX C MaTepuajgaMH, pe3ylbTaTaMu MPOBEPOK, COOOIIATh
rpakiaHaM yCTHO WJIM MHCbMEHHO 00 MTOrax pacCMOTPEHMS MX OOpalICHHI

Y MIPUHSATHIX MEpax.

CTATDBA 13. PEIIEHUA 110 PE3YJIBTATAM PACCMOTPEHUA
OBPAIIEHUN I'PAXKIAH

[Ipu3HaB M3I0KEHHBIE B OOpAIlIEeHNH TpaxaaH (paKkTbl 000CHOBAHHBIMU,
JOJDKHOCTHOE JIMIIO WJIM PYKOBOJAUTENb NMPUHUMAET MEphI MO Pa3perIeHHI0
MIOCTABJIEHHBIX BOIIPOCOB M YCTPAHEHUIO BBISBICHHBIX HAPYLIECHUH.

['paxknanam OTKa3bIBaeTCs B YIOBICTBOPEHUM WX TMPOCHOBI, €CIH
dbakThl He HAIIM TOATBEPXKIEHUS JMOO TPOCKOBI HE MPU3HAHBI
000CHOBAaHHBIMH.

B caywasx, mpenycMOTpPEHHBIX 3aKOHOM, JEMyTaThl, JOHKHOCTHBIE
JUIla M PYKOBOJUTENM MOTYT PEKOMEHAOBATh TpakJlaHaM pa3pelarhb
BOMPOCHI B Cy/I€OHOM TOPSIIKE.

I'pakianvH, HE COIJIaCHBIM C PEIIEHWEM, IMPUHATBIM IO €r0

oOpaleH’I0, MMEET IMpaBO O0KaJoOBaTh €ro BBIIIECTOSIIEMY B TOpPSIKE
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MOAYMHEHHOCTH JIOJHKHOCTHOMY JIMILY WJIM PYKOBOJMUTEIIO.
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CTATHA 14. DUHAHCHUPOBAHUE
Pacxonpl, CBA3aHHBIE C PACCMOTPEHHEM OOpalleHUN TpakJaH Ha
BBITNIOJIHEHUE 3KCIEPTU3 M IPUBJICYCHHE CIELUUAINCTOB, IPOU3BOJATCSA 32
CUYET CpPEJCTB COOTBETCTBYIOIIUX OrO/KETOB (00JacTv, ropoja, paiioHa),
IMPEAIPUATUNA U OPraHU3aALIHM.
He pnomyckaercs B3uMaHWe IJaThl C TpaxiaH, OOpaTUBLIMXCS K
JNOJDKHOCTHBIM JIMI[AM M PYKOBOJAMTENSIM, 32 JESITENbHOCTb, CBS3AHHYIO C

paccMOTpEHUEM UX OOpaIeHUM.

IV. Kontpoas 3a paccMorpenuem o0palieHui rpaxiaaH
CTATDBA 15. KOHTPOJIb 3A PACCMOTPEHHMEM
OFBPAILIEHUI T'PAXKJIAH

Bolecrosiue JIOMKHOCTHBIE JIMIIA W PYKOBOJIUTEIM  0O0sI3aHbI
CUCTEMAaTHYECKH IMPOBEPATH COCTOSIHUE JEN MO PAaCCMOTPEHHUIO OOpalieHui
rpaxziaH, COOJIFOICHHIO CPOKOB X PACCMOTPEHHs, 0OOCHOBaHHOCTh OTKA30B,
OPUHUMATh MEpbl K YCTPAHEHHMIO NPUYMH W YCJIOBHW, MNOPOXKIAIOIINX
HapYILLIECHUS IPaB U OXPaHSAEMbIX 3aKOHOM HUHTEPECOB IPAXK/IAH.

Opranbl rocyaapCTBEHHOM BJIAaCTM M MECTHOIO CaMOYIIPABIICHHUS
OCYIIECTBIISIIOT KOHTPOJIb 32 COCTOSIHUEM JI€J1 TI0O PACCMOTPEHHIO O0OpallieHui
rpaxiaaH Ha OPEANpPUATHIX, B  YUPESKIEHUAX W  OpraHU3alMsiX,
pacrnoyioKeHHbIX Ha Tepputopuu HoBocubupckoit oGiaactu aub0 B TpaHUIlaxX
JESTENbHOCTH COOTBETCTBYIOIIMX OPraHOB MECTHOTO CaMOYIPaBJICHHUS;
pe3yapTaThl MPOBEPOK B HEOOXOAMMBIX CIydasX paccCMaTpUBAlOTCA Ha
CECCHSIX MPEICTaBUTEIbHBIX U 3aCEIaHUSIX UCIIOJHUTENBHBIX OPraHOB BJIACTH

N MCCTHOI'O CaMOYIIpaBJICHUA.
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Hanzop 3a ucnonnenuem 3akoHojatensctBa HoBocubupckoit odiactu o
paboTte ¢ oOpameHusIMU TPaKIaH OCYIIECTBISIETCS OpPraHaMH OOJACTHOW U

PaiOHHBIX IPOKYPATYDP.

V. OTBeTCTBEHHOCTD 32 HEMCIOJIHEHHE 3aK0HO01aTe/IbCTBA 110

PaccMOTPEHUI0 00paLeHuil IPaKkAaH

CTATBA 16. OTBETCTBEHHOCTS 3A HAPYIUIEHUE
3AKOHOJIATEJIbCTBA IIP1 PACCMOTPEHNU OBPAILEHUN
I'PAXKJIIAH

Hapyiienuss 1OJKHOCTHBIMA JIMIAMU M PYKOBOJIHUTEISIMA HACTOSIIETO
3akoHa, BOJIOKHTA, MPECIECAOBAHUE 32 KPUTUKY BJIEKYT ITUCIHUIUIMHAPHYIO
MO0 aIMUHUCTPATUBHYIO OTBETCTBEHHOCTh B BHUJE IITpada B pa3Mepe OT
JBYKpPaTHOM /0 JBaJIATUKPATHOM BEIMYMHBI MHUHHMMAJIbHON 3apabOTHOM
IUJIaThl, HAJIaraéMoro B CyA€OHOM TMOpSJKE MO TMPEJICTaBICHUIO OpraHa
roCyJlapCTBEHHOM  BjacTM  OOJacTM W MECTHOIO  CaMOYIpaBJIEHUs
(IpencTaBUTENBHBIX M WCIOJHUTEIBHBIX) WM TOCTAHOBJIEHHUEM
MPOKYPATYPBHI.

HeiicTBue (nnu Oe3neicTBUE) JOKHOCTHBIX JIUIl U PYKOBOJIUTENEH 1O
PacCCMOTPEHUIO W Pa3pPEIICHHIO BOMPOCOB, TOCTAaBICHHBIX B OOpaIeHUSIX
rpaxJaH, B CIIy4asix, MPEeIyCMOTPEHHBIX JEHUCTBYIOIIUM 3aKOHOAATEIbCTBOM
¥ HACTOSAIIUM 3aKOHOM, MOTYT OBbITh 00KaJIOBaHbI B CYJICOHOM IMOPSIIKE.

OOparmeHusi  rpakJaH B KJICBETHHUYECKUX  IIEJIAX  BIEKYT

OTBCTCTBCHHOCTH COI'JIACHO ,Z[GﬁCTByTOI.HCMy 3aKOHOAATCIILCTBY.

VI. 3aKJII0YUTEIbHDbIC MOJ0XKEHUS

CTATHA 17. BCTYIUIEHME B CWJIY HACTOAILETI'O 3AKOHA
Hacrosimuii  3akoH BcTymaeT B CHIy CO JHS €ro o(QUIIMaIbHOTO

OMyOJIMKOBaHMSI.
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Ilpunoocenue 5.2

PerucrtpanuonHasi KapTO4Ka NMUceM rpaxaaH

Bxogsammuit Ne

U JlaTa perucTpanuu

3asiBUTEIb

(®.1.0.)

Anpec

U MECTO pabOThI




This document was created by Unregistered Version of Word to PDF Converter

Kpartkoe conepxanue nucema

Cpok UCIIOJTHEHUS
O6opoTHas cTopoHa
[ara nepenauun Komy Pacmicka B No nena, B
Ha UCIIOJIHEHHE HArpaBJICHO HOTyYECHUH, KOTOPOM XPaHUTCS
MUCHMO Jata MUCHMO, HJTH OTMETKA
00
YHUYTOKCHUU
mUcbMa
OtMeTKa 0 KOHTPOJIC U UCITOJITHCHHUN
Paccmotpeno Pemeno JlonosHuTENbHBIN
Pa6oraukom | C BBIE3IOM DaxThI TTOJIOKUTETIHHO KOHTPOJIb
opraHa HAa MECTO | MOATBEPAUIIUCH
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Kem n Koraga IIMCBbMO CHATO C KOHTPOJIAA

Ilpunoswcenue 5.3

PerncrpannonHasi KapTo4Ka yCTHBIX 00pallieHuil rpaKkIaH

Jara, Ne nokymeHTa
damuns, UMs, OTYECTBO 3asBUTES

U 3aHuMaeMast
JIOJDKHOCTD
A hi p e C
Kpatkoe COIEpHKAHUE 3asIBJICHUSA

damunus BEAYLIEro IIPUeM

ObopoTHast ctopoHa

Komy u uTo nopyueno, nara
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Pesynberar

pPaccMOTpEeHUs

3aABJICHUA

I_<orz(a

KEM

IaH

OTBCT

AHHOTANMOHHBIN JIUCT

Ilpunoorcenue 5.4

200 r.
Lama nocmynnenus nucoma
()] n (0]
Mecto padoThI
P a 71 H
Axapec NPOKUBAHUSA
Conepixanne oOpaieHust
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Kyna odopamasncst panee

Ne o kiaccupuxkaropy

bl | 0 Ja 0 K e H 0
Hanpasieno Ha HCIIOJITHEHH e
Xapakrep 3alaHus
200 r.
Mama
IToonuce

Ilpunoorcenue 5.5

CnpaBka o padore ¢ MUCbMaMHU T'PAXKIAH B 10 COCTOSIHUIO

HA 200 1.
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Uroro:

Iloonucw dondcnocmuozo auya

Ilpunoscenue 5.6

CnpaBka 0 mpueMe TpaxkaaH B M0 COCTOSIHUIO

HA 200 1.
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Hroro:

Iloonucwe 0ondcnocmuozo auya

Ilpunoowcenue 5.7

CnpaBka 0 moCTyIJIEHHH MTUCEM TPAXKIAH

B U3 PailOHOB U rOpPoOIOB 00J1aCTH
Ha3Banue 3a a
palioHOB n200 . Bcero ¢ Havana .
— COOTBETCTBYIOIIHI
rOpOJIOB rojaa

nepuon 200 T.
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Iloonucw dondcnocmuozo auya

Ipunoorcenue 5.8

Cupagska o pe3yibTaTax pacCMOTPeHUs NMpeai0KeHui,

3asiBJICHUI M 7KaJ100 rpax/aaH, NOCTYNUBIIUX

Haumenosanue opecaruzayuu

3a_ 200r

Bcero c
Hayaja roga

3a
COOTBETCTBYIOIIHI
IEpUOLT

1 . OOmee KOIMYECTBO IMOCTYIHBIINX
rceM

B ToMm uncie:

MPEJIOKEHUU

3a9BJICHUN

JKaJI00

2. Bcero mnocTynuiao MHCEM TpakIaH
Yyepe3 BBIIIECTOSIINE OPTaHbl

B ToMm uncie:

n3 Anmunucrtpanuu [Ipesuaenta PO

n3 Komurera BeTepaHoOB BOHHBI

3. KomnyectBO  MOBTOPHBIX  IHCEM
rpakaaH

B Tom 4ucne MNOCTYyIMBIINX  YCPE3
BBIIICCTOAIINE OpraHbl
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Iloonucw dondcnocmuozo auya

Ipunoscenue 5.9

CnpaBka o TemaTnke o0panieHuii rpaxkaaH,

MOCTYIIUBIIHUX B

Haumenosanue opcarnuzayuu

200 1.

No [ XapakTep nucem rpaxiaaH KonuuecTtBo nucem

/1

1.  |DunHaHCOBBIE BOPOCHI

2 Bomnpockl, cBsi3aHHBIE C TPOXOXKICHUEM CITY>KOBI
B BoopyxenHbix Cunax

3. |Bompockl mpOMBIIIIIEHHOCTH, CTPOUTENIHCTBA,
TPaHCIOPTa U OPTraHOB CBS3U

4.  |Bompocsl cenbCKOro Xo3sicTBa 1 3aroToBOK,
opraHu3aiuu (HepMepcKux X03siCcTB

5. |Bonpocel opranusaiiiy TOproBiu B yCIOBUSAX
PBIHOYHON YKOHOMUKU

6. |Bompocel 00pa3oBanusi, pabOThI AETCKUX
JIOLIKOJIbHBIX YUPEXKIEHUH U 31paBOOXPaHEHUS
B YCJIOBUSIX MIEPEX0/ia K PhIHKY

7.  |Bompocsl, Kacaroumecst paboThl OpraHOB IOCTHIIMU
Y OPraHOB BHYTPEHHUX e

8.  |Bompochl peMOHTa U AKCILTyaTalluy KUIOro GoHaa

9. | ’KunuiHble 1 KOMMYHAIbHO-OBITOBBIE BOPOCHL,
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BOMPOCKHI TPUBATU3AINH KUJIOTO (POHAA

10. |O HapyleHHsIX B YUETe U PaCHpeAeICHUN Kb
11. |Bompocsl AeSITETLHOCTH OPraHOB
roCyJapCTBEHHO BJIACTU U YIIPaBJIEHUS pabOThI
PYKOBOZSIINX KaJpOB

12. |Bompocsl Tpyaa 1 3apabOoTHOM TIIaThl

13. |IleHcrOHHBIE U APYTUE BOMPOCHI COIUAITILHOTO
obecnieueHust pabovIuX, CITy>KaIlnX,
KOJIXO3HUKOB, apeHIaTOPOB U (pepMepoB

14. |[lucema mo Apyrum Bompocam

Bcero nocrynuno nucem

B tom uncne:

MTOBTOPHBIX

MHOTOKpPaTHBIX

KOJJIEKTUBHBIX
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Iloonucw dondcnocmuozo auya

Tema 6.
O®OPMJIEHUE U COCTABJIEHUE
OCHOBHBbBIX BUJIOB YIIPABJIEHYECKHUX
JOKYMEHTOB

1. Cospementoe 0enosoe nucbmo
2. OpeanuzayuuOHHO-pACnopsaoumenbHble O0OKYMeHNbl

3. oxymenmul onepamusHoti uHgopmayuu

1. CoBpemMeHHOe /1€JI0BO€E MMCHLMO

OdunmanpHOE THUCBMO — OIWH W3 BAXHEHIINX KaHAJIOB CBSI3H
NpEeANpPUITUS, OpPraHU3alluU, YUPEKICHHS C BHEIIHUM MUPOM. Uepes nucbma
BEJyTCSI TIPENJIOTOBOPHBIE TEPETOBOPHI, BBISICHSIOTCS OTHOLIEHUS MEXIY
NpEANpPUATUAMHU,  H3JAraloTcss  npereHsuu. [lucbMa  cOmpoBOXKIAIOT
MaTepuaIbHbIE HEHHOCTH B IYTH U T.1.

HecmoTpss Ha Hamuuue coBpeMeHHBIX (opMm cBs3u: TenedoHa,
tenerpada, dakca, MOJEMHOU CBSA3U MU T.Ml., — OOBEM IMEPENUCKU JTaKe Ha
HEOOJBIIIOM MPEANPHUATHN BecbMa BeluK. O HAKO AUANa30H YIIPaBICHYECKIX
CUTyallMi, JAlIINX MOBOJ JIi COCTaBJICHUS JEIOBBIX IHUCEM, JAJEKO HeE
OecrpeziesieH 1 MOAAETCA CPAaBHUTEIBHO YETKOU Kiaccupukanuu. OrpoMHoe
KOJMYECTBO IMHCEM TNPU OAHOTUIHOCTH YIPABICHUYECKUX CHUTYalH,
TpeOYIOIIMX MX COCTaBJCHUS, BBI3BIBAET OCTPYID HEOOXOAUMOCTh B
yHU(UKAIUA JeloBoro mucbMma. K coxajaeHuio, aHajau3 COBPEMEHHOMN
JIeJIOBOM TEPENMUCKH TOKa3bIBAET OTCYTCTBHE Y MHOTHUX YIPABICHUYECKUX

pa6OTHI/IKOB HABBIKOB COCTAaBJICHHUS IIHMCEM. Memﬂy TEM HCIPABUIIBHOC
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oopmiIeHHe NUCbMa 3aTPyAHSET pabdoTy C HUM. DKCIEPThl €IUHOAYIIHBI B
TOM, YTO JIEJIOBOE MHCHMO JOJDKHO 3aHUMaTh HE Oojiee CTpaHMIIbI. ABTOPHI
nznanHoro B 70-e roasl B CIIIA mop pykoBoACTBOM KaHuensipuu benoro
nomMa coopHuka «IIpocTble mTUChMay CYUTAIOT, YTO PACTOYUTENBCTBO B CJIOBAX
BEJET K pacTOYMTENbCTBY B Joiuiapax. Henb3s He yduTBIBATH M TOIO
00CTOSATENbCTBA, YTO JIETOBBIE JIOKYMEHThI BOBCE HE MaTEepUal JJIsl «UTEHUS»,
a uHdopMalMsl, KOTOpas J0KHA MOOYXKAAaTh K OMPEEICHHBIM MTOCTYIIKAM.

OdyeHb BaXXHO, YTOOBI TEKCT O(GUIMAIBLHOTO MUChMA HE JAOIYyCKal
HECKOJIbKMX TOJKOBaHWWA. BBUIy mMpaBoBOM 3aBUCUMOCTH OQUIHAIBHBIX
IIUCEM HX S3bIK M CTHJIb JIOJKHBI YJIOBJIETBOPSITh TEM K€ TPEOOBAaHUSAM, UTO U
A3bIK 3aKOHOB. «Bceraa, Bo Bce BeKa OJJHO3HAYHOCTh SI3bIKA JEJIOBOW Oymard,
cTporasi ero (hpopMaaM30BaHHOCTh PACCMATPUBAINCH JIFOJbMU KaK CPENICTBO
OTpaHHYEHHs MPOou3Boia BiacTu. Eimie B V B. 10 H.3. ApeBHEPUMCKHI T1€0C
TpebOBasm ~ BBEAEHUS  YETKUX  «IHUCAHBIX»  3aKOHOB. Coznanue
3a()UKCUPOBAHHBIX Ha OyMare yCTaHOBJICHUH U MPaBUJI OBLIO TAK)KE TJIABHBIM
TpeOOBaHMEM MHOI'MX CPEIHEBEKOBBIX BoccTaHWM. Korja ke Takue 3aKOHbI
NOSIBUJIMCH, OT JEJONPOM3BOJAUTENEH TPeOOBATUCH aOCOIIOTHAS TOYHOCTh
(bopMyIHPOBOK, TOCKOHAIBHOE coOmoieHne Gpopmbl. Haue TOKyMEHT Tepsit
IOPUINYECKYIO CHITY».

CerogHss BO MHOTMX CTpaHax aKTUBHO HJET Mpolecc YHU(UKALUU
7esoBoro nucbMa. Tak, B AHIIIMM pa3pabdoTaH KoAU(PUUUPOBAHHBIA CTUIIb
opunraTbHOr0 OOIIECHMS, W3BECTHBIM Tmoa Ha3BaHuem Zip-Cole, 4Tto B
OyKBaJIbHOM TIEPEBOJE O3HAuaeT «koia-MoiHus». Ho ocobeHHo cuiabHa
TeHAeHIMs K yHudukauuu nenornpousBoactsa B CIIIA, uro oOycnoBieHo
MIMPOKON aBTOMAaTU3alMe WHOOPMAIIMOHHBIX MPOLECCOB B YIPABICHUU.
Ceityac, Korja KOMIIbIOTEpHU3allMsl OXBAaThIBAET BCE HOBBIE M HOBBIE Cephl
UH(GOPMAIIMOHHOMN NEATEeNbHOCTH YUPEXKICHUHN, TPEANPUIATANA, OpraHU3alni,
(akT npegHaMepeHHON BOJIIOLIMHY aMEPUKAHCKOIO JIEJI0BOTO MUChMa CITYKHUT
yOenuTeNbHBIM J0BOJIOM B IOJIb3Y TOTO, YTO BECh COCTaB HMH(OpManuu B

CIIy’)KeOHOM JTOKyMEHTAIlMM HACTOJIbKO CTaHAApTEH, YTO €ro BbIpaXKEHUE
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yepe3 WHAWBUAYATbHYIO HCIOJHUTEIBCKYIO TEXHHUKY COBEPIICHHO HE
OIpaB/IaHHO.

YHudukanus 3aTparuBaeT BCE YPOBHH U aCMEKTHl S3bIKA: €r0
CJIOBapHBIA COCTaB, MOP(QOJOTHUI0, CHUHTAKCUC, TpapuKy, MyHKTYyallHMIO U
CTWIb. B yacTHOCTH, MOCKOJIbKY JIEIOBBIE MUChbMa OTPaXKalOT B OCHOBHOM HE
WHJUBU/IyalbHbIE, a TPYIOBbIE MHTEPECHl — WHTEPECHI TOCYIAPCTBEHHBIX
yUpEeKICHUH, PUpM, KOMIAHUH U T.J., TIPAKTHICCKH BO BCEX CTpaHaX MHChMa
CETONIHA COCTABJIAIOTCS dYallle BCEr0 OT MMEHH KOJUIEKTHBHOTO CyOBEKTa.
WHpIMM  crtoBaMH, YHU(DUIIMPOBAHHBIA CTHUJIb M3JOKEHUS B JIEJIOBOMH
nepenucke B chepe MPOMBINTUICHHOCTH W TOPTOBIIM MMEET CBOIO COIMAIILHYIO
0azy — KOJUIGKTUBHBI  XapaKTep TMPOW3BOJCTBCHHBIX  OTHOIICHUH.

Texuuueckoi ero 6a30ii SIBISIETCS, KaK YK€ OTMEYAIOCh, KOMITBIOTEPU3ALIHSL.

IIpaBuia opopmireHus 1e10BOro NMCbMa

OdunmanpHple MHChbMa THUINYTCS HAa  CHENHANbHBIX  OJIaHKaX,
COOTBETCTBYIOIIUX CTaHAApPTy. J[Isi Takux OJIAHKOB YCTAHOBJICH KOMILIEKC
00s13aTebHBIX JIEMEHTOB (PEKBU3UTOB), KOTOPBIC JOJHKHBI PACIIOyiaraTbes B
OTIPEICTICHHOM TIOPSIIKE.

brnank odunmaneHOro nucbma mpencTaBisieT co0OM JUCT Oymaru c
BOCITPOM3BEICHHBIMU TUIIOTPAQCKUM CIIOCOOOM MOCTOSTHHBIMU 3JIEMEHTAMU.
MosxHO cKa3aTh, 9YTO O(UIIMATHHOE MHCHMO COCTOUT M3 «pPaMb» MUChMa H
OCHOBHOT'O TEKCTa M COAEPKUT MOMHUMO OCHOBHOTO TeKCTa MHGOpMAIHIO 00
aJipecaHTe: MOJHOE M COKpAIICHHOE HAa3BaHHE OpraHU3allMU-OTIIPaBUTENS, €€
MOYTOBBIN M TenerpadHblii aapeca, Homepa TenedoHa, (akca U TeneTaiina,
HOMEp TOT'O MHCHhMa HJIU TEJIETPAaMMBbI, KOTOpPbIC TOCTYKUIM TTOBOJAOM JIJIsI
NIEPENUCKA, U MHOTOE Jpyroe. bjaHKu MOTyT OBITh KaK C YIJIOBBIM, TaK H C
IIPOJIOJIBHBIM PACIIONIOKEHUEM PEKBH3UTOB.

Odopmnenue OaHKa, COOTBETCTBYIOIIEE MNPUHIIUIIAM TEXHUYECKOM
ACTETUKH, TIOJOXKHUTEIHbHO BIMSAET HA BOCIPHUSITHE €ro COACpPKAHMS.

Hanpumep, yuuThiBasg CBOICTBO YeNOBEYECKOrO IJia3a Jerde (PUKCUPOBATH
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BEPXHIOK YacCTh JIIOOOTr0 00BheKTa, IpH 0(hOPMIICHUHU JTOKYMEHTOB CIEAYET UX
BEPXHIOKD 4YacThb [enarh OoJjee HaChIIEHHOW, a HWXKHIOK — Ooree
«YCTOMYHMBOW.

Cranpaptel Ha (GOpPMYISIPEI-00pa3Ibl YCTAaHABIUBAIOT (GOpMaThl H
pasMepsl TOJEH JOKYMEHTOB, BXO/SIIMX B COCTaB YHUDUIIMPOBAHHOM
CUCTEMBbI  JIOKYMEHTAIluM, a TakkKe TpeOoBaHUS K  MOCTPOCHHIO
KOHCTPYKLMOHHOM ceTku (GopMylisipa-o0pasiia, PeKBU3UTHI U MpaBuia HX
pacnomnoxxeHus. JJOKyMeHTbI, BXOSIIUE B COCTaB YHU(DUIIMPOBAHHBIX CUCTEM
JOKYMEHTAllUM, COCTOST M3 TPEX OCHOBHBIX YacTed, KOTOpbIE pac-.
[OJIATal0TCSl B MPEJENax YETKO pa3rpaHUYEeHHBIX 30H. Takas «reoMeTpusd)
JOKyMEHTa obecriednBaeT HeOOXOJUMYIO OBICTPOTY .BOCIIPHSTHSI €T0 TEKCTA.

PexBu3uTHl — 3TO 00s3aTENIbHBIC MPU3HAKK, YCTAHOBJICHHBIE 3aKOHOM
WIA TOJOXEHUSMH JJIi OTAENbHBIX BHJIOB JOKyMeHTOB. CoctaB wu
pacmnooKeHrne peKBU3UTOB Ha OJIaHKaX OpraHU3allMOHHO-PACTIOPSANTENbHBIX
JTOKYMEHTOB JOJKHBI cooTBeTcTBOBaTH ['OCT P 6.30-97.

VYcranoBnenue crangapra Ha (opmyssp-oOpasell, KOTOphI, B CBOIO
ouepeib, ornpeessieT TpeboBaHus K 0JJaHKy O(UITMATBLHOTO MUChMa, BBI3BAHO
HEOOXOAMMOCTBIO  YHH(PHUIIMPOBATH Tporecc ero opOpMICHHUS, UTO
MO3BOJISIET:

* OPraHMU30BaTh IICHTPATHN3OBAHHOE U3TOTOBIICHNE OJIAHKOB JIJISl TIMCEM;

* YMEHBIIIUTh CTOMMOCTb MAIIMHOMUCHBIX PaboT;

* COKpATUTh TPYA03aTpaThl HA COCTABICHNE U OPOPMIICHHUE MTHCEM;

* 00JIETYUTH BU3YaJIbHBINA MOMCK HEOOXOAUMOWU UHPOPMALUK;

*  pacHIMpUTh BO3MOXKHOCTH TIPUMEHEHHUS BBIYUCIUTEIBHON U
OpraHU3aIMOHHON TEXHUKH MPU 00pabOTKe MHUCEM.

®opmynsip-oOpaser]  SBISIETCS  OCHOBOM ISl  KOHCTPYMPOBAHHS
dopmyIsipoB M OJIAHKOB BCEX BHJOB YIPABICHYECKOW TOKYMEHTAIIHH.
[Tnomanp, orBogMMas GopmymsipaM-o0pasiaM JJis pacHoSIOKEHUS] KaXK0ro
PEKBHU3UTA, COOTBETCTBYET ONTHUMAIbHOMY OOBEMY J3TOrO pEKBU3UTA B

IICYaTHBIX 3HAKax.
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Cornmacho I'OCT P 6.30-97 noKkyMeHTBI MOTYT COJEpKaTh (B
3aBUCHUMOCTH OT Ha3HA4Y€HUsA) 10 29 peKBU3UTOB, OJHAKO HU OJHH JOKYMEHT
He odopmisieTcss MOJMHBIM UX HabopoMm. [l KaxAoro BHJa JOKYMEHTa
ONpEJIETIEH COCTAaB PEKBU3UTOB B 3aBUCHUMOCTH OT Ha3HAUEHUS JOKYMEHTA.
Tak, nmns oduIMAIBHOrO THUChMa PEKOMEHIYETCS CISAYIONIMH COCTaB
PEKBU3HUTOB:

1) TocymapctBennbiii 1epd Poccuiickoit ®enepauuu wunu repod
cyobekTa Penepanuu (A1 rocyIapCTBEHHBIX MPEANPUATUN);

2) ambema opraHu3aiuu (€ciau He TOCYapCTBEHHOE);

3) kon mnpenmpustus 1o OKIIO (mns BHyTpUpecyOJUKaHCKOM
MEPENUCKH ), €CJIA OH €CTh;

4) xon noxkymenTa o OKVY/I (ecnu ectb);

5) HAaMMEHOBaHKE OPraHU3aLMH (TIOJIHOE U COKPAIIEHHOE);

6) cripaBOYHBIE TaHHBIE 00 OpraHU3allNY;

7) nara;

8) perucTpalOHHbI HOMEP JOKYMEHTA;

9) ccbuika Ha MHAEKC U AaTy BXOASIIETrO TOKYMEHTA;

10) anpecar;

11) 3aronoBok K TeKCTy; 12)TeKcT;

13) noanuce;

14) damunus (unu haMuiusi, UMsi, OTYECTBO) U TesIe(POH UCTIOIHUTEIIS;

15) unentuduxkaTop 3JIEKTPOHHON KOMHUH JIOKYMEHTA.

Moryr ObITh YyKa3aHbl HMHUIHMAIBI MAIIUHUCTKA W KOJUYECTBO
AK3EMIUISIPOB, HO OHU HE BXOJIAT B COCTAaB 0053aTEbHBIX PEKBU3UTOB.

COBOKYNMHOCTh ~ PEKBU3UTOB O(PUIMATBHOTO TUChMa HAa3bIBACTCA
dbopmysipom. PexBu3utsr (1) — (6) medararoTcs, Kak MpaBUiIo, TUTTOTPadCKUM
CIIOCOOOM.

OdunmansHOe THUCHMO SIBISIETCSI €AUHCTBEHHBIM JOKYMEHTOM, Ha
KOTOPOM HE CTAaBUTCS Ha3BaHUE €ro Buja. Bce ocTanbHble JOKYMEHTHI UMEIOT

Ha3BaHudA. Hanpumep: «llpukas», «Akt», «Pemenuey, «/lokiagHas 3anucka»
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U T.1.

Cornacao I'OCT P 6.30-97 uzo6paxenue I'ocyoapcmeennozo zepoa
P® niomeraercs Ha OJIaHKaX MUCEM TOCYAAPCTBEHHBIX YUPEKICHUM.

Haumenosanue opcanuzayuu—anpecanta JOKyMEHTa Jaercsd B
IIOJIHOM " COKPAILLICHHOM Bune.  Hanpuwmep: Bceepoccutickuii
Hay4YHO-UCCJIEI0BATENbCKUI NHCTUTYT JOKYMEHTUPOBAHUSI U apXUBHOTO JIE€ia
— BHUWUJIAA.

Crnenyer TNOMHHTB, 4YTO COKpallaTh Ha3BaHUS  OpraHU3alludi
npou3BOLHO  Henb3sd.  CoKpallleHHble  HAaWMEHOBAaHUSI  OpraHu3alui

00pa3yroTCst TpeMs CIIOCO0aMH:



This document was created by Unregistered Version of Word to PDF Converter

* [0 IEepBbIM OyKBaMm CJIOB, BXOJSIIMX B HaUMEHOBaHUs. Hanpumep:
MB/I (MunucTepcTBO BHYTpEHHHX Jei). AOOpeBUaTyphl MUIITYTCS CIUTHO U
OYKBBI B HUX HE Pa3JIEsIOTCA TOUKAMU;

* [0 HayalbHBIM cJioraM OYKB, BXOJSIIUX B HaUMEHOBAHUS.
Hanpumep: Ypanmain (Y panbCKkuil MalllMHOCTPOUTENIbHBINA 3aBOJ);

* CMEIIaHHBIM CIIOCOO0M, KOT/Ia CJIO’KHOCOKPAIIEHHbIE HAMMEHOBaHUS
00pa3yloTCsl YaCTUYHO M3 HAYaJIbHBIX OYKB, YACTUYHO U3 YCEUCHHBIX CIIOB U
MUIIYTCSl B TIEPBOM YacTH MPOMUCHBIMU OyKBamMu, BO BTOPOH — CTPOUYHBIMH.
Hanpumep: BHUWnopmam. Takue ciioBa nUIIyTcst TOXKE CIUTHO.

Ha3Banus yupekJIeHHUIl COKpAllaloTCs TOJBKO B TOM CcClly4yae, €Ciu
COKpAIlIEHHOE Ha3BaHUE yKa3aHO B O(DUIIMAIILHOM JJOKYMEHTE.

K o0s3arensHbIM  pekBU3UTaAM OQPUIIMATIBHOTO THChbMa OTHOCATCS
noumoewlit u menezpaghustii aopeca. llopsinox u ¢popma 3anucu CBEICHUMN O
MOYTOBOM M TeJnerpadHoOM ajapecax OpraHu3aluy JOJHKHBI COOTBETCTBOBATh
[ToutoBeiM mpaBunam. Ha Onanke muchbMa HEOOXOIMMO YKa3bIBaTh TaKKe
HoMepa TenedoHna, gakca, HOMep cueTa B OaHKe.

OO0s3aTenbHBIM ~ PEKBU3UTOM MHCbMa SBISACTCA Oama, KOTOpPas
IPOCTABJISIETCS. B JIEBOM BEpXHEM yriy. Jaroil muceMa cuuTaercs J1ata ero
noanucanus. OHa CIYKUT TMOUCKOBBIM IPU3HAKOM M MCHOJIB3YETCS MpH
CChUIKE Ha mucbMo. JlaTel B mHUChbME JOMKHBI OGOPMISATHCS MUGPOBBIM
CrocoOOM. DJIEeMEHTHl JaThl MPHUBOJAATCS B OJHOM CTpOKE apaOCKUMU
nudpamMu B TaKOW MOCTIEA0BATEIBLHOCTU: YUCIO, MecsIl, Toj. Yucio, Mecdil u
roJl 3alMCHIBAIOTCS TpeMs ABy3HauHbIMU Iubpamu. Hanpumep, natry 25
okTsi0pst 1998 roma crnenyer 3ammcarh Tak: 25.10.98 (momyckaercs w wHas
3anuck: 25.10.1998). Eciu yucio wiam mecsir 0003Ha4ar0TCs OJHOU ITU(POH,
TO Tmepen Hel craBuTca Houb. Hanpumep, naty 12 sguBapa 1998 ropa
3allMChIBAIOT  cienyromuMm  obpazom: 12.01.98. Tlocne nByx uudp,
0003HAUAOIIUX YHCIO U MECAl, CTaBsITCI TOYKH, Iocie ABYX Ludp,

0603Haqa101u1/1x roa, To4ka HEC CTaBHUTCA.
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Pezucmpayuonnstii Homep VCXOISIIETO JOKYMEHTa—HOMED MHUChMA U
€ro yCJIOBHOE 0003HAauye€HHE — OOBIYHO COCTOUT U3 HECKOJbKUX YacTei.
ChHavaia MOXET OBITh 3alKMCaH WHIEKC CTPYKTYPHOTO TMOAPA3ACIICHHUS,
WHJEKC 110 HOMEHKJAType Jen Kiaccudukaropa KOPPECIOHICHTOB,
WCITOTHUTENCH, a TIOCIIeTHEH YacThio Oy/IeT MOPSAKOBBI HOMEP MCXOSIIETO
nucoma. Hanpumep: Ne 2/16-2955 nmm 18/275.

Ccolnika Ha HOMmep u oOamy 6x00Auie20 OOKYMEHMA BKIIOYACT
PErUCTPAIIMOHHBIM HOMEP M JaTy NUCbMa, Ha KOTOPOE JAeTcs OTBET, U
pacroyiaraeTcs HHXKE HHJIEKCa M JaThl HCXOASIIEr0 JOKYMEHTa. OTOT
PEKBH3UT MPHUCYTCTBYET TOJIHKO Ha Omanke nyisi mriceM. COIOCTaBJICHHUE AatT
OTOPAaBKU M TIOJY4YEHUS TIHCEM JaeT MPEJACTAaBIECHUE O CTEIEHU
OTEPATUBHOCTH Pa0OTHI YUPEKICHUS C KOPPECITIOHICHIIHEH.

I[Ipu cchulke Ha BXOASAIIMH JOKYMEHT CJIOBA «HAID), «BaIl»
ynoTpeossiTh He pekomeHayercs. Haubonee panmonanbHa ciaeayromas Gopma
3TOTO PEKBU3UTA:

Ha Ne oT

Hu B xoeM ciydae He cnenyeT MOMeIarh 3TU JaHHBIE B CAMOM TEKCTE
nucbMa. Buj aToro pekBusuTa B MucbMe JOJDKEH ObITh crneayromuM: «Ha Ne
4520/144 ot 17.05.98».

AOpecam — HauMEHOBaHHME W  aJpec MOJyyaTelss IUCbMa
(HAaMMEHOBAaHWE W aJpEC OpraHu3alMM, CTPYKTYPHOW YacTH OpraHu3alui,
¢upMbl UM GaMuIMs U aJpec JIMLA, KOTOPOMY HaNpaBisieTcs MUCbMO) —
yKa3bIBaeTCsl HAa BEPXHEH MpaBoi CTOpOHE OJlaHKa MHCbMa. JTO BHYTPEHHUMN
aapec nucbMa. B aapecare HazBaHHWE OpraHU3AMU-TIONYYATENs MUIIETCS B
UMeHUTeNbHOM nianexe. Hanpumep: 3A0 «Okcuny.

OtyacTd 3TO JenaeTcs C y4eTOM MaIIMHHOM o0paboTku. B memsax
YCKOPEHUSI WCIIOJHEHMs] MUChbMA, €CIM U3BECTHA (PaMWiIMs JIMIA, KOTOPOe
OyleT ero paccMmaTpuBaTh, PEKOMEHAYETCS yKa3blBaTh M ATy (PamMuiIHIoO.

Cornacao I'OCT P 6.30-97 npu HanpaBieHUU MHUCbMa JOJKHOCTHOMY JIAILY
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Ha3BaHME OpraHU3allU YKa3bIBA€TCSI B UMEHUTEIBLHOM MaJIeXKeE, & TOKHOCTh
U pamMuIns — B AaTEIbHOM.

Hanpumep:

Kemeposckoe OAO «I'panuT»
A.H. CmupHOBY

Ecim ke 1nuceMO ajpecyercs  PYKOBOJIWTEIK  OpraHU3allMH,
HAaUMEHOBAaHUE OpraHM3alUy JOHDKHO BXOJIWUTH B COCTAaB HAMMEHOBAHMS
JOJDKHOCTH anpecara. Hanpumep:

PexTopy HoBocubupckoii

rOCYJIApCTBEHHOW aKaJAEMUU

SKOHOMUKH H YIPABICHUS

npod. FO.B. I'yceBy

3HAaKU TpPENUHAaHUS BO BHYTPEHHEM aJipece MOTYT OBITh OIYILEHBI.

HaumenoBanue opranuzanuu, uMs U (amMWIdIO JIMLA, KOTOPOMY IHCBMO

aJpecoBaHoO, CIENyeT NUCaTh TaK, KaK OHU JaHbl HA MCXOMSAIIEH OT 3TOH
OpraHu3aluy KOPPECIOHACHIIMYN WA KaK B CIIPAaBOYHHUKE.

B cocrtaB pekBu3HTa «aapecaT» MOXKET BXOAUTH IOUYTOBBIM ajpec.
[TouToBBIA ajpec HE NPOCTABISIETCS Ha JOKYMEHTax, HalpaBiisieMbIX B
[PABUTEIIbCTBEHHBIE OPraHU3alMMd U TOCTOSIHHBIM KOPPECIOHJEHTaM — B
3TUX  CHOy4asx LeJecooOpa3HO NPHUMEHSATh KOHBEPTBI C  3apaHee
HaneyaTaHHbIMH aJIpECaMHu.

Ecnu nuceMo anpecyercs opuIMaibHOMY JIMIlY, CHadyalla YKa3bIBaeTCsl

JOJKHOCTD, 3aTeM (paMUJIMs U MHULMAJIbL, afpec opranu3auuu. Hanpumep:

JlupekTopy akKIIMOHEPHOro 00IIeCTBa
«Kpucramm

I'.H. HekpacoBy

CkarepTHblii niep., 1. 22,

Mocksa, 103030

Ecim mmcemo aIpeCyCTCd YaCTHOMY IJIMIy, CHa4dalla YKa3bIBalOTC:
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UHUIHAIB 1 (paMuiusl Toimydaress, a 3aTeM aJpec M TOYTOBBIM HHIEKC.
Hanpumep:
IL.U. I'puropseBy
yi. Kupoga, 1. 76, kB. 12,
r. HoBocubupck, 630102
Cornacao I'OCT P 6.30-97 ununuansl cTaBsTcs mocie (HaMuUInd BO
BCEX CIIyyasiX, KpOME€ IMOJMUCH. B TOANUCH HMHHUIMAIBI TPEIIIECTBYIOT
bamuuu.
Ecnu nuio, Ha ¥Msi KOTOPOTO MHUIIETCS TUChMO, UMEET Y4E€HOE 3BaHUE
(YdeHyro CTeIeHb), ero clielyeT yKa3bIBaTh nepes dhamuiueit. Hanpumep:
akan. A.I'. IBaHoBy
npod. H.I'. Kupcanoy
TekcToBOE COKpallleHHe «rp.» (OT CJIOBAa «TPaXIaHWHY») MPUMEHSIETCS
TOrJa, KOT/a JIMIO, KOTOPOMY aJpecyercss MUChMO, pacCMaTpUBAETCs Kak
CYOBEKT IpakKJaHCKHX MPABOOTHOIICHHUH. B mepenucke ¢ opraHuzanusiMu u
¢upMaMu JIpyTUX CTpaH CIIOBA «TOCHOJUH», «TOCIOAMHY» IepeIatoTcs
COKPAIICHUSAMH «T.», «T-HY.
3azonoeok K mexkcmy JIOJDKEH OTpaXkaTb OCHOBHOM  BOIIPOC,
3aTPOHYTHI B MHUChbME, U OBITh KPAaTKHUM U €MKHUM, CHOPMYITHPOBAaHHBIM B
OoIHOU (ppaze. 3aro’o0BOK MmomeniaeTcs nepej TekecroM nucbMa. Copepikanue
NUChMa BBIpaXaeTcs B HeM (POPMOI MPEenIoxKHOro maexa ¢ nmpeaiorom «O»
(«O0»). KaBblukamu 3arojOBOK HE BBIJEISAETCS, MUIIETCS C MNPOHNUCHOMN
OyKBBI 1 HAYMHAETCS Cpa3y OT JIEBOTO Mo aucta. Hanpumep:
OO0 opranuzaiuu Bbl€3HOW TOPrOBIIU
O mocraBke yriis mo KoHTpakTy Ne 33-02/567
O 3aKynke KUpIUYHOIO 3aBOJa
3aroyioBOK He JOJDKEH MPEBBIIATH JIBYX CTPOK.
3aroyioBOK JIOJKEH COCTaBIIATh HEMOCPEJACTBEHHBIA HCIOIHUTEIND,
KOTOPBIA JIydllle, 4YeM KTO-TMOO Jpyrou, 3HAaeT cojaepKaHUe JIOKYMEHTa.

CotpynHuky, paz0uparoiieMy MmouTy, AOHKHO OBITh JOCTATOYHO MPOUYUTATH
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3aroJIOBOK, YTOOBI OMpPEAEINTh, K KAaKOW KaTeropuu MUCEM OTHOCHUTCS JaHHOE
NUCBMO U KyJIa €ro CJIeAyeT HalPaBUTh, YTO OCOOCHHO Ba)XXKHO B TEX CIIydasX,
KOIZla B aJpece HE YKa3bIBA€TCS KOHKPETHOE JIMLO, KOTOPOMY aJpPECOBAHO
nuceMo. Kpome Toro, Oermbpiii B3IV Ha 3arojlOBOK MOXET H30aBUTh
COTPYJHUKA OT HEOOXOJUMOCTH MPOUYHUTHIBATH MUCHMO MOJTHOCTHIO.

He pexomengyercss B 3arojioBke yrmoTpeOssTh CIIOBa «KacaTelIbHOY,
«kacaercsi». Takxke He cleayer MNHUCaTh «IO Jely», TaK KakK JIaHHOe
BBIpQXEHUE MPHUHATO B IOPUIUMYECKON MpakThke. OHO BIOJIHE YMECTHO,
HaIpyMep B MUCbME, aIPECOBAHHOM B OTAEICHUE MUJIMLIUU:

HavanbHuky oTAEICHUS MUJIALINI
Kuposckoro paiiona
r. HoBocubupcka I'.B.
CunopoBy
ITo nemy rp. Kpyrnosa A.A.

OCHOBHOWM pPEKBHU3UT [E€JIOBOIO MNHUCbMa — mekcm. MakcuMmaibHas
JUIMHA CTaHJAAPTHOM CTPOKH O(PHUIIMAIBHOIO MUChbMa paBHa 64 MedaTHBIM
3HaKaM, 4TO COCTaBjsieT 0koio 17 cM. OObIUHO cTpoka BMeriaeT 60-62 3Haka.
Bribop Takoil UIMHBI CTPOKM OOBSCHSETCS Haubosee YyrnoTpeOUMbIM
dopmatom A4, a TakKe T€M, YTO, YUTasg TEKCT, Mbl, KaK MPABUIO, JEPKUM
ero Ha paccrogauu 30-35 cm OT a3, a yYroja CEeKTOpa HAWIy4dlleu
BOCIIPUMMMYHBOCTH YEJIOBEYECKOIO0 ria3a paBeH 30 rpaaycam.

OmmemKka o0 Haluuuu RNPUNONCEHUA JEINACTCA, €CIU K MHUCbMY
MPUIOKEHBI Kakue-Tu00 TOKyMEHThl. B JI€eBOM HIKHEM YIIy MHChbMa Cpasy
oT moJisi craBuTcs cnoBo «lIpunoxkeHue», 3aTeM IOMEIIAIOTCS Ha3BaHUS
IpujiaraéMbiX JOKYMEHTOB B LM(POBOW MOCIENOBATENHHOCTU C YKAa3aHUEM
KOJIMYECTBA SK3EMIUIIPOB M JIMCTOB. Kaxknoe Ha3BaHue pacrojaraercss Ha
otaenbHOM cTpoke. lloxm cinoBom «llpunmoxkeHue» HUKAKas 3amuch HeE
npousBoautcs. Hanpumep:

[Mpunoxxenue: Konus konTpakra ¢ pupmont «Kemiep» Ha 3 1. B 1 3K3.

VKka3zaHue Ha HaJIM4ue IMPUIIOKCHUA, YIIOMHUHACMOI'0 B TCKCTC IMHUCbMa,
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MOJKET OBITH CACJIaHO B TAKOM BHJIC:

IIpunoxenne: Ha 1. B JK3.

OTOT pEKBU3UT MOXKET ObITh 3aroTOBJEH Ha OJaHKe mHuchbMma. B
COpOLIIOPOBAaHHOM MPUJIOKEHUH KOJMYECTBO JIMCTOB HE YKa3bIBaeTCsl.
Hanpumep:

[Mpunoxenne: WMHpopMannoHHBI MaTepuan O MEXIYHAPOIHON
BoicTaBke «CHB-98» B 3 3k3.

CaMM TOKyMEHTBI, BXOASUIUE B COCTaB MPUIIOKEHUSA, JOJKHBI UMETh
BCE HEOOXOJMMBbIE PEKBU3UTHI: HAMMEHOBAHUE BHJIAa JIOKYMEHTA, 3aroJjiOBOK,
naty, noxanucb. Kpome TOro, Ha NIpPHIIOKEHHSX B BEPXHEM YIJIy CIpaBa
JieaeTcss OTMETKa, yKa3bplBarollas Ha CBSA3b IPUIOKEHUS C OCHOBHBIM
NOKyMeHTOM. Ecnu npunoxeHue sBISETCS CaMOCTOSITENbHBIM JIOKYMEHTOM,
OHO HaIpaBJIIETCA C COMPOBOJAUTENBHBIM MTUCHMOM.

Pexeuzum «noonuce» NOMEIACTCS CJEBA M0J TEKCTOM MUCbMa Cpasy
or mnoyidi. B cocraB moanucu BXOASAT HAMMEHOBAHUE JIOJKHOCTH JIMLA,
MOJIMUCHIBAIOIIETO MUCbMO, JTUYHAS MOANMUCH U ee pacuindpoBka. [lockombky
JIEJIOBbIE MUChbMa MUINYTCA HA OJaHKax YUYpexXIACHUH, Ha3BAHHE YUPEKICHUS
B MOJNKCH HE YKa3blBaeTcs. Hanpumep:

JIUpeKTOp IIKOJIbI Iloonucy K. K. Cugopos

JIBE TIOJIUCH CTaBSITCA B TOM Clydae, KOrja HeoOX0AUMO MOATBEPAUTD
JNEUCTBUTENBHOCTh MEPBOM MOAMMCH, a TakXe B 0CO00 OTBETCTBEHHBIX
JOKYMEHTAax, HallpuMep, B MUCbMax MO (PUHAHCOBO-KPEIUTHBIM BOIIPOCAM,
HaIpaBJIIeMbIM (PUHAHCOBO-OAHKOBCKUM YUPEXJICHUSIM. B Takux mnucbmax
BCEr/la CTAaBUTCA MOAMUCH TJIABHOTO (CTapuiero) Oyxrajirepa npeanpusiTUs.

[Ipy moanucaHuy MHUCbMa HECKOJIBKUMH JOKHOCTHBIMH JIMIIAMHU UX
NOJANKUCH  paclojaraloT OJHYy IOA Jpyrod B  IOCJIEI0BaTEIbHOCTH,
COOTBETCTBYIOIIEH 3aHUMAEMOM JIOJIKHOCTH:

JIMpEKTOP UHCTUTYTA lloonucy  A. C. MapueHko

I'maBHBIN Oyxrairep Iloonucy  1O.I1. Bonkos

HpI/I IMoAIMMCaHu IIMCbMaA HCCKOJbBKHMMHU JIMODAMH, 3aHHMMAarOIIIMMH
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OJIMHAKOBBIE JTOJKHOCTH, X MOAMKUCH PACIIONATalOTCA Ha OJJHOM YPOBHE:
Hupextop OAO «Kapenus» Hupextop 3A0 «Kopcap»
Iloonucy W.B. Iletpos Iloonuce T.A. ®Domun

Bce sk3eMIisippl MceM, OCTAIOIIMECS B JIeNlaX OpraHU3alUi, TOJKHBI
COJIEPKATh MOJIMHHBIEC TOANKUCH JTOJPKHOCTHBIX JIULI.

Ecnu 10/mKHOCTHOE JIMIO, MOAIUCH KOTOPOro 3aroTOBJIEHA HA MPOEKTE
UCbMa, OTCYTCTBYET, MHHCbMO TOJIKCHIBAET JIMLO, HCHOJHSIOIIEE €ro
00513aHHOCTH, WJIHM €ro 3amectutenb. [Ipu 3ToM 00s3aTeNbHO yKa3bIBaeTCs
(akTuyeckass JOHKHOCTH JIMLA, MOANMCABLIET0 MUCHMO (HANpUMED, «H.O»,
«3aMm.») 1 ero pamuinus. Henb3s noanuceBaTh NUChbMa C MPEAJIOTOM «32a» UIIH
C IIPOCTABJICHUEM KOCOM YEPTHI MEpe]] HAMMEHOBAaHUEM JOJKHOCTH.

[lonnucanue AOKYMEHTa SIBJISIETCS OAHUM M3 CIOCOOOB YJOCTOBEPEHHUS

ero. OdurmansHoe MucbMO 0€3 MOAMUCH HE UMEET IOPUINUECKOM CHIIBI.
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OtMeTka 00 HcnoJHUTENE (COCTaBUTENE MUChMa) BKIIIOYAET (PaMUITUIO
WCTIOJTHUTEJIS, TIOTHOCTBHIO UMSI 1 OTYECTBO, HOMEP €T0 CIIy’keOHOTOo Tenedona
Y TIOMEIIAeTCS Ha JIMIIEBOW CTOPOHE MUCHMA.

[IpuBenem oOpazenr OoQOpMICHHS CIY)KEOHOTO MHUCbMa C YIJIOBBIM

PaCIIOIIOKCHUCM PCKBU3HUTOB!

['ep6 PD

HaumenoBanue opranuszauuu
HanmeHnoBaHMe CTPyKTYpHOIO ITOApa3IEIECHUs Az[pecaT

(umm GJ1aHK KOHKPETHOTO JIOJDKHOCTHOT'O JIUIIA.
Hanpumep, 3am, MuHHCTpA)

CnpaBoyHbIE JaHHBIE OpraHU3aluu

3aroJIoBOK M1uchma

(maumHaetcs ¢ npeaaoroB «O» wim «O0»)

Tekcr
HomwkHocts  [loonuce  Vuunmansl, hamMuims
Gamunust ucnonuutens (wi ©.1.0. u Homep TenedoHa)
2. Opranu3alMOHHO-PACIIOPSAAUTEIbHbIE JOKYMEHTHI

JlesiTenbHOCTh BCEX YUPEKIEHUW (PUKCUpPYETCs B Ppa3HOTO BHUA
nokymeHTax. IlombITka ompenelieHHs BHAOB JAOKYMEHTOB, B TOM YHUCIE U
OpraHu3allMOHHO-PACIOPAIUTENBHBIX, C/IeJIaHa B MPUJIOKEHUSIX K OCHOBHBIM
MOJIOKEHUAM EIMHON TOCyTapCTBEHHOM CUCTEMBI JIEJIONPOU3BOICTBA, & BUIbI
paclopsiIUTENbHBIX  JIOKYMEHTOB  paccMoTpeHbl B HOpuauueckom
SHIMKJIONEANYECKOM  cioBape. B cBoell  AEATENbHOCTH  YUPEKICHUS
PYKOBOACTBYIOTCSL Hapsily C aKTaMH OpPraHOB T'OCYJApCTBEHHOM BJIACTU U
FOCYJapCTBEHHOI'O  YIPABJICHUS IOJOXXEHUSIMH, YCTAaBAMH, IPABUIIAMMU.
CornacHo AEHCTBYIOLIEMY 3aKOHOAATENBCTBY OpPraHbl 3aKOHOJATEIbHOU H
VCIIOJIHUTENBHOM Biactu Poccuiickor @enepauuu H3JAIOT  CICAYIOLINE
JOKYMEHTBI: PEIICHUs, YKa3bl, PACIOPSAKEHUS, MOCTAHOBJICHUS, IPUKA3HI,
yKazaHusi, MHCTpykuuu. Ha Ttepputopusix KpaeB u oOjacTteld H3IaI0TCs

IMOCTAHOBJICHM:, PACIIOPSIKCHUA I'JIaBbl A/IMUHHUCTPALMU U €TI0 3aMECTUTEIICH.
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Takue xe TOKYMEHTBI U3/Ial0TCSl B palOHHBIX (TOPOJICKUX) aIMUHUCTpAITUSIX.
Oprasbl peCTaBUTEIILHON BIACTH MPUHUMAIOT PEILICHHUS.

Oprann3zanuoHHasi JOKyMeHTaIusl

Bce rocymapctBeHHbIE, MYHUIIMIAIbHBIE, YAaCTHBIC MPEANPUSITHUS,
00111eCTBEHHbIE O0BEUHEHUS JEHCTBYIOT Ha OCHOBE yCTaBa.

Yemae — 510 CcBON  TpaBWI, PErMCTPUPYIOLIUX JEATEIBHOCTH
OopraHu3alui, YYpekJIeHHI, OOIIECTB M IPaK/aH, UX B3aUMOOTHOIICHUS C
JPYTUMH OpTaHM3aIUsIMH W TpaKIaHAMU, TpaBa HW OOS3aHHOCTH B
oTpesieieHHON cdepe TOCyIapCTBEHHOW WM XO3SMCTBEHHOU JESTEIHHOCTH.
CymiecTByroT, Hampumep, YcTaB J0OPOBOJIBHOTO CIIOPTHUBHOTO OOIIECTBA,
VYcraB aknMOHEpPHOTO OOIIECTBA, YCTaB TOBAPHUIIECTBA C OrPAHHMYECHHOMN
OTBETCTBEHHOCTbIO W T.A4. OTAenbHO cleAyeT BbIACIWTh  YCTaBBhl,
OMpENESAIONINE OpraHu3ali0 TOW WJIM HWHOW cdepbl AeSITeIbHOCTH
Boopyxennbix Cun PO (Ctpoeoii ycTas, JlucuiinHapHbIid yCTaB U T.1.).

OOmme ycTaBbl YTBEPXKIAIOTCS BBICIIIMMHU OpraHAMU TOCYapCTBEHHOU
BJIACTU W YIPABJICHUS, a YCTaBbl OOIIECTBEHHBIX OpPraHU3aliii MIPUHUMAIOTCS
Y YTBEPKIAKOTCA UX ChE3JAaMH. Y CTaBbl TOCYJAPCTBEHHBIX NPEANPUATHH H
YUPEKICHUN YTBEPKIAAIOTCS 170, BBILLIECTOAILIMMHU opraHamu
(MUHHCTEpCTBAMH, BEIOMCTBAMH). Y CTaBbl MYHULIMNAIbHBIX MPEAIPUATHIA
YTBEPXKIAIOTCS PAlOHHBIMU (TOPOJCKUMU) aIMUHHUCTPAIUSIMH, YACTHBIX —
COOTBETCTBYIOIIIUMM  BJIQJCNbIAMH, KOJUICKTUBAMH, PETUCTPUPYIOTCS B
00JIaCTHBIX, KPAaeBbIX, TOPOJACKUX U PAHOHHBIX aIMUHUCTPAIIUIX.

B odopmiennn ycTaBOB JOMKHBI MPUCYTCTBOBATH  CIEAYIONTUE
PEKBU3UTHI: HANMEHOBAHNE MUHHUCTEPCTBA, HAMMEHOBAHUE OPTraHU3AIMU, BU/T
JIOKyMEHTa, WHJEKC, JaTa, MECTO W3JaHus, Tpud yTrBepxkacHHUS (B Ciydae
YaCTHOTO TPEIINPUSATUS yKa3aTh, KEM OHO 3aperuCTpUpOBaHO). B pekBusute
«TEKCT» HEOOXOAMMO TPENyCMOTPETh TaKhe pa3jieNibl, Kak oOiue
MOJIOKEHUSI, OCHOBHbIE (DYHKIIMHM, TIpaBa U OOS3aHHOCTH, PYKOBOJCTBO,
B3aMMOOTHOIICHUS u CBSI3H, -IIPOX3BOJCTBEHHO-X035IHCTBEHHAS,

KOMMCEpUECCKaA ACATCIbHOCTb, UMYIICCTBO U CPCACTBA, KOHTPOJIb, ITPOBCPKa U
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peBU3Ms, peopraHu3alus WM JUKBUAauus. B 3aBUcMMOCTH OT (OpPMBI
4aCTHOMN COOCTBEHHOCTH (TOBapHILIECTBO c OTpaHUYEHHOU
OTBETCTBEHHOCTBIO, AKIIMOHEPHOE OOIIECTBO 3aKPBITOTO JHUOO OTKPBITOTO
TUTIA U T.J.) pa3lieJbl B TEKCT€ M3MEHSIOTCS, N00aBisAroTcsa. Briouarores,
HaAIpUMeEp, TaKUe pa3Jiesibl, KaK YCTaBHBIA KalUTall, aKI[MU U [IEHHbIE OyMmard,
pacnpenenenne npubbu, dopmupoBanue GougoB u T1.1. Ilocie Tekcra
CTaBUTCS MOANKCH pykoBoauTenst. Odpazern; ohopMIIEHUSI YCTaBOB ITPUBEAECH B
npuiox. 6.1.

Ilonoscenue — 370 HOPMATUBHBIA AKT, YCTAHABJIUBAIOLIANA MOPSAOK
oOpazoBaHus, CTPYKTYpYy, (YHKIHIO, KOMIIETEHIIUIO, OOSI3aHHOCTH U
OpraHu3alMi0 padOThl CHUCTEMBI TOCYJAapCTBEHHBIX OPraHOB (TaKOBBI OOLIME
noJIOkKEeHUs 0 MuHucTepcTBax PD), onHoro oprana (Hanpumep, [lonoxenue o
rOCy/IapCTBEHHOW aBTOMOOWIBHOM uHcnekuu, llonoxenne 00 oOeM
oTJIeIe aAMUHHUCTPAIMU 00JacTH U T.J.) JUOO0 CTPYKTYPHOTO MOAPA3/ICTICHUS
(komuccuu, rpynnsl). B oTnensHyto rpynmy cieayeT BbIAEIUTH MOJOXKEHUS,
PEryJMpYIOLIME COBOKYIMHOCTh OPraHU3allMOHHBIX, TPYIOBBIX M JAPYTUX
OTHOLIEHUI MO KOHKPETHOMY BOIIpocy (Hampumep, THUIIOBOE MOJOKEHUE O
BEJICHUU JEJIONPOU3BOACTBA MO MPENJIOKEHUSM, 3asBICHUSM U Kanodam
rpakJiaH B TOCYJapCTBEHHBIX OpPraHax, Ha NPEINPUATUAX, B YUPEKICHUAX;
Han0oJee MHOIOYMCICHHBI PAa3HOBHJIHOCTH IIOJOXKEHUHA O NPOBEACHUHU
KOHKYpPCOB, CMOTPOB U T.[I.).

[lonoxxeHust OBIBAIOT THUIIOBbIE W HMHAWBUAYyaIbHbIC. THIIOBBIC
pa3pabarbIBalOTCA JJII CUCTEMBI YUYPEXKIEHUW W mnpeanpustuii. B Tekcr
MOJIO)KEHHUSI HEOOXOJMMO BKIIOUMTH TaKWe pasfenbl, Kak oOlas YacTh
(nmpeamOyna), OCHOBHBIE (YHKIIMU, TIpaBa, TMOPSAJOK OOpa3oBaHUs U
opranu3anuu paboThl U JIp. B 3aBUCUMOCTH OT XapaKTepa MOJI0KEHHUS.

B dopmynsap-oOpazen; MmonoxeHus: BXOASAT CIEAYIOUIUE PEKBU3UTHI:
HAaUMEHOBAaHWE MHUHUCTEPCTBA, BEJOMCTBA, HAWMEHOBAaHWE OpraHHM3aLMUH,
HaVMEHOBaHUE CTPYKTYPHOTO MOAPA3IECICHUs, J1aTa, UHAEKC, HAUMEHOBAHUE

BUJIa JOKyMEHTa, MECTO M3JlaHus, TPU( YTBEPKICHUS,, 3ar0JIOBOK K TEKCTY,
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TEKCT, MOAMHUCh, OTMETKa O corjacoBaHuu. OOpa3lbl MOJOKEHUS [1aHbl B
IpUIOK. 6.2.

VYceTaBpl M MONOXKEHUS SIBISIIOTCSA  CIOKHBIMU - JIOKyMeHTamu. HMx
CTpYyKTypa U COJIEp)KaHHE, KaK IIPABUIIO, OIIPEAEIIAIOTCS
YUPEKICHUSIMU-PA3PAOOTINKAMH.

Hucmpykyusa — DSTO TIPaBOBOM  aKT, M3JAaBa€MbId  OpPraHoM
rOCyJapCTBEHHOI'O YIpaBiIeHUs (WM YTBEPXKIAAEMbI €ro pyKOBOJIUTENIEM) B
HEeSIX ~ YCTAHOBJIIGHMSI  MPAaBUJI,  PETYIMPYIOIIMX  OpraHU3alMOHHBIE,
HAyYHO-TEXHUYECKHUE, TEXHOJOTnYecKrue, ((MHAHCOBbIE U WHBIE ClelMaIbHbIE
CTOPOHBI JICATEIIbHOCTH YUPEXKIEHUM, OpraHu3aldii, NpeanpusTu (ux
NOJpa3ieieHnii W CIyx0), MOHKHOCTHBIX JMI[ W TpaxaaH. WHCTpyKIHH
U3JIAI0TCS TaKXKe B LEJSAX Pa3bsICHEHUS U ONPEAEIICHNS OPAAKAa MPUMEHEHUS
3aKOHOJIaTEJIbHBIX AaKTOB W PacloOpsAIUTENbHBIX JOKYMEHTOB (HaIlpuMep,
MIPUKA30B).

3aroJIoBOK MHCTPYKIMHU JOJDKEH YETKO O4YepYMBaTh KpPYr BOIIPOCOB,
00OBEKTOB U JIMI, HA KOTOPbIE PACHPOCTPAHAIOTCS ee TpeOoBaHus (Hampumep,
«MHCTpYKLIMST O BEIEHUU JEIONPOM3BOJCTBA B ammapare AJIMUHHUCTpaIUU
HoBocubupckoit obOnactu», «JlODKHOCTHAsE HMHCTPYKIUS HMHCHEKTOpPY IO
KOHTPOJIIO...»).

TekcT MHCTPYKUHMH pa3OMBaeTCA MO ONPEAEICHHON JIOTUYECKON CXEeMe
Ha pa3felibl, IyHKTHl U MOANMYHKTHI. Kak nmpaBHUiio, MHCTPYKLMS HAYMHAETCS C
pazznena «OO1IMe MONOXKEHU», B KOTOPOM YKa3bIBAIOTCS 1I€JIM €€ U3JaHMs,
001acTh PACHpOCTpaHEHUs, MOPSAOK MPUMEHEHHMs] M JIpyTHe CBEACHMS
obmero xapakrepa. MHCTpyKLHMs SIBIASIETCS JOKYMEHTOM IMOCTOSIHHOTO WIIU
JUTUTENTLHOTO AEUCTBUS (10 3aMEHbI €€ HOBOM).

[lockonbKy TEKCT HMHCTPYKLIMH HOCHUT XapakKTep yKa3aHus, B Hel
PEKOMEHIYIOTCA ~ YEeTKHuE (POPMYIHUPOBKHM CO  CIOBAMH, HMEIOLIUMU
pacropsAIuTENIbHOE 3HAYEHHUE, THMA «JIOJDKEHY», «CIEAYeT», «HEOOXOIUMOy,
«MMEET IIPABO», «HE JOITYCKAETCA», KPEKOMEHIYETC», «3alpeIaeTcs» u ...

TexkcT MHCTPYKIIUU U3JIaraeTcsl OT TPEThEro Jimiia (Harpumep, «PykoBonuresnu
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WIM 10 UX TOPYYEHUIO JApPYyrue JTOJDKHOCTHBIE JIMIA TOCYIapCTBEHHBIX
OpraHoOB,  MPEANPHUATHM,  YUPEKACHUW M OpPraHM3alud  JOJDKHBI
CHUCTEMaTHYEeCKH aHAIM3UpPOBaTh, 00O0OIIATh TPEIOKEHHUS, 3asBICHUA,
XKaJloObl TpaXkJlaH, CoJIepKaIINecs B HUX MPAKTUUECKUE 3aMEUaHMsl...») WIU B
oe3nmuuHOi (Qopme (Hanpumep, «IIOBTOPHBIM NpEASIOKEHUSM, 3asBICHUSAM,
xKamo0aM TpaxJaH NpU MX MOCTYIUICHMM IPUCBAUBAETCS OUYEPEIHOM
pErucTpaluoOHHbINA UHJIEKC, B COOTBETCTBYIOILIEH rpade
PErUCTPAIMOHHO-KOHTPOJIIBHOW KAapTOUKU YKa3bIBAIOTCS PETUCTPALIMOHHBIE
MHJIEKCHI TIEPBOTO MPEAIOKEHNUS, 3asIBJICHUS, )KAJIOOBL...»).

Wuctpykuust odopmnsiercss Ha oOmiem Onmanke. OHa yTBEp)KIaeTCS
CHEUUAIbHBIM  PACHOPSAUTENbHBIM ~ aKTOM WM HENOCPEICTBEHHO
pykoBoauTesnieM. Ha MHCTpyKIMM MOXET ObITh CleJaHa IMOMETKa O TOM, YTO
OHAa SBIIETCA IPWIOKEHUEM K PpacHOpAIUTEIbHOMY JOKyMeHTy. llpu
YTBEPXKJACHUM WHCTPYKIMHU PaCHOPSAUTENBHBIM JOKYMEHTOM (IIPUKA30M,
pachopsiKEHUEM U T.J.) B HEM YCTAaHABIMBAECTCS CPOK BBEJICHUS MHCTPYKLIUH,
HEePEUYUCISAI0OTCA HEO0OXO0IUMBbIE OpraHU3alMOHHbIE MEpPOIPUATHS,
yKa3bIBalOTCA  OTBETCTBEHHbIE  HCHONHUTENUW. Ecim B Tekcrte
pacnopsAUTENIbHOIO JOKYMEHTAa HE YyKa3aH CpPOK BBEIEHUS WHCTPYKLHH,
TAaKOBBIM CUMTAETCS JI€Hb MOAIUCAHUS U PETUCTPAIIMU JOKYMEHTA.

Hanpumep: B pacniopspkeHun riaaBbl Agmunuctpanuun HoBocubupckoi
oomactu ot 01.03.93 Ne 90-p «O06 yrBepxknenun WHCTpyKIMu 10
JEJIONPOU3BOJCTBY» IPUCYTCTBYET TAKOM TEKCT:

«B nensx ynopsagoueHus padoThl ¢ JOKYMEHTaMH, COBEPILIEHCTBOBAHHUS
JICIIOTIPOU3BO/ICTBA B allllapaTe aAMUHUCTPAIIMHA 00JIaCTH:

. VYrtBepaute WMHCTpYKIMIO MO [EJIONPOM3BOACTBY B ammapare
QIMUHHUCTPAIIMHU 00JIACTH.

2. Obmemy otneny Anmunuctparnuu (Kupcanosa M.B.) obecrnieuntsb
METOJIMYECKOE PYKOBOJICTBO OpraHu3aldeld Je’OoMpou3BOJICTBA B ammapare
QAMUHUCTPALIMM M YCTAaHOBUTHb KOHTPOJb 3a COOJIOJEHUEM TpeOOoBaHUMI

Nuctpykimm».
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Pacnopsiiure/ibHbIC JOKYMEHTBI

Omna u3 ¢GopM HCIOTHUTEILHO-PACHOPSIUTEIBHONU JI€ATETbHOCTH
OpraHu3alui, YUYPEeKIACHUU, NPEANPUATHN — HW3AAHUE PACHOPAAUTEIbHBIX
JOKYMEHTOB, TMOCPEACTBOM KOTOPBIX PEMIAIOTCA BaXKHEWMIIME BOIPOCHI
yhnpaBiieHHs. B COOTBETCTBMM C JACUCTBYIOLIMM 33aKOHOJIATEIBCTBOM U
KOMIIETEHIIMEW OPraHbl YIPABICHUs U3JAI0T CICAYIOIIUE PACIIOPSIUTEIbHBIE
JNOKYMEHTBI: TIPUKa3bl, WHCTPYKLMH, YKa3aHUS; DPELICHUS; IOCTAHOBIICHHS,
pacnopsKEHUS.

Pemenust, nOCTaHOBIIEHUS U NMPUKA3bl U31AKOT BO BCEX CIIydasix, KOraa
HEOOXOJMMO TPUHATH HOPMATUBHBIM WIM WHAUBUAYAIbHBIA aKT IO
OCHOBHBIM BOITPOCaM KOMIIETEHLIMM OpraHu3auuu. PacnopsokeHusi, yKa3aHus
W3IAI0TCSA IO OINEpPaTUBHBIM BOMNPOCAM M JJII OpPraHU3allMU HCIIOJHEHUS
IIOCTAHOBJICHUH, PELICHUHN U IIPUKA30B.

IlocraHoBieHME TPUHATO  ONPEAEISTH KaK  «IIPABOBOM  aKT»,
MPUHUMAEMBbIA  BBICIIMMH M HEKOTOPBIMM  LIEHTPAJIbHBIMH  OpraHaMH
KOJJIETHAIIBHOTO YIPABICHHS B LEISAX pa3pelieHuss Hanbojiee BaXKHBIX H
NPUHUUNHUAIBHBIX 3a/ad, CTOSAIIMX TNepel JaHHbIMU OpraHaMH, H
YCTAHOBJICHHS CTAOUIILHBIX HOPM IpaBui noseneHus. OaHako B 3akoHax «O
KpacBOM OOJIACTHOM COBETE M KpaeBOW 00JacTHOW aaMHUHHUCTpanum» u «O
MECTHOM CaMOYIIPaBJIEHUW» IOCTAHOBJIEHUE OINPENEICHO KaK MPAaBOBOM aKT,
W3/1aBaEMbIi IJ1aBOM aJMUHHUCTpAIMU (HA MpaBax eIMHOHAdalvs). DTO cama
KU3Hb BHECJIA KOPPEKTHUBBI B OIPEACIICHWE CYTH W BHJIOB JAHHOIO
JNOKYMEHTA.

OOpasibl MOCTAaHOBJIEHUS M BBIMMCKH W3 TOCTAHOBICHHUS [IaHBI B
npuiox. 6.3 u 6.4.

Pewienue xaxk pacropsiAUTENbHBIA JTOKYMEHT SIBIIETCS NPABOBBIM
aKTOM, MPUHUMAEMbIM KOJUIETME MHHUCTEPCTBA WJIM BEIOMCTBA, HAYYHBIM
COBETOM H T.J.

Pacnopasxcenue — axt ynpasieHUs T'OCYyJapCTBEHHOIO Oprasa,

VMEIOIMN  BIIACTHBIM  XapakTep, W3JaHHbIH B paMKax IPUCBOCHHOU
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JOJDKHOCTHOMY JIMIY, TOCYJAPCTBEHHOMY OpraHy KOMIIETEHIIUM, WMEIOIIUN
00s3aTeNbHYI0 CWJIy JUIA TPaXIaH W OpraHu3aluid, KOTOPhIM 3TO
pacIopsDKEHUE  aapecoBaHO. PacnopsikeHHs  SBISIFOTCS  MOJA3aKOHHBIMU
aKTaMH M JIEJSTCS Ha JIBE TPYMIBI: PacHopsDKEHUs OOINero, JIMTEIbHOTO
JICUCTBUSI U PACIIOPSIKEHUS, KaCaroLMeCs] KOHKPETHOTO BOIIPOCa, OTEIIBHOTO
cinyyas. PacnopsbkeHus M31ar0T MPaBUTEIBLCTBO, MUHUCTEPCTBA, BEIOMCTBA,
aIMUHHUCTpPALIMM KpaeB, o0JacTedl, TropojoB, pPalOHOB, aJIMUHUCTPALIUU
NPEANPUATUNA, YUYPEKICHUN B TMpelesax IpaB, MPEJIOCTABICHHBIX UM

3akoHamu Poccutrickon denepanumu.
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OO0pa3ipl pacropssKeHUs] U BBITUCKU U3 PACTIOPSDKEHUS] MPUBENICHBI B
npuiIoK. 6.5 1 6.6.

Ykazanue —  pacnopsaUTENbHBIN JIOKYMEHT, M3aBaEMbI
MHWHUCTEPCTBAMH, BEIOMCTBAMH, OpraHU3ALUSIMU IPEUMYILECTBEHHO II0
BOINpOCaM HH(OPMaLMOHHO-METOIMYECKOT0 XapaKTepa, a TAKKe BOIPOCAM,
CBSI3aHHBIM C OpPraHU3alMed MCIIOJHEHUS MPUKA30B, UHCTPYKLUUU U JIPYrUx
akToB. [IpaBOo moanucu ykasaHUW JEIErUPYeTCs PYKOBOAUTEIEM CBOUM
3aMECTUTENSIM WA PYKOBOAMUTENSAM IIOAPA3ACIICHUNM B IIpefenax Hux
komrereHuuu. IlonroroBka u odopmieHue YyKa3aHUH TPOBOASTCS B
COOTBETCTBUU C YCTAHOBJCHHBIM MOPSAJIKOM IOATOTOBKH M OQOpPMIICHUS
IIPUKA30B.

PacnopsaurensHass ~ 4yacTb  yKa3aHMS ~ HA4YMHAETCA  CJIOBAMH
«IIpennarato» («O0s3bIBatO»). VYKazaHUsT HYMEPYIOTCS 10 TIOPSAIKY B
npeaenax KajleHIapHoro roja.

Ilpuka3—1paBOBOM AaKT, W34ABAEMbIi PYKOBOAUTEISIMA MUHHMCTEPCTB,
BEJIOMCTB, OT/IEJIOB, YIIPABJICHUH, YUPEKIACHUM, 00bETMHEHU, OpraHU3aIUH,
NPEANPUATUN, NEUCTBYIOIIMMU Ha OCHOBE enuHoHadanus. [Ipuka3 uznaercs
JUIsl PELIECHHsS] OCHOBHBIX OIIEPAaTUBHBIX 3a7ad, CTOSAIIMX IMEPEN JaHHBIM
opranoM. [lo ropunnueckoi NpupoAe MpPUKa3 MOXKET ObITh HOPMATUBHBIM
aKTOM  YIpaBJICHUA, COAEpKAllUM  HOpPMBI  IIpaBa,  peaausyrolue
orpeneyeHHble chepbl OOIIECTBEHHBIX .OTHOIIEHUH, U aKTOM MPHUMEHEHUS
HOpM IpaBa (HampuMep, IpHUKa3 0 Ha3HAYEHUU Ha JOJKHOCTH).

[Ipukas SABJISICTCS CaMbIM pacrpoCTpaHEHHBIM BUJIOM
pactopsIANTENBHOTO JOKYMEHTA, IPUMEHSEMOr0 B MPAaKTUKE yrpasieHus. OH
U31AaEeTCsA 110 BOIIPOCaM CO3JaHUs, JIMKBUIALIMU, PEOPraHU3aLUU YUPEKACHUN
WIM WX CTPYKTYPHBIX IIOAPA3ACIICHHUM, YTBEPKICHHUS  IOJOKECHUH,
UHCTPYKLUMMA, TpaBWiI ©U TOMY THOJOOHBIX JIOKYMEHTOB, TpeOyrOIIUX
YTBEPXKIAEHHUs!, OpraHU3aliu, IPEAIPUATHSA, a TAK)KE 10 KaJpPOBBIM BOIIpOCaM
npuema, MepeMelieHus, yBOJbHEHUs paboTHukoB u T.4. llocpencTtBom

pHUKa3a PYKOBOJIUTENb CTaBUT TMepes pPaOOTHUKAMH OCHOBHBIC 3ajlayH,
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YKa3bIBa€T IMYTH PEIIeHUs MPUHIMIUAIBHBIX BONPocoB. [Ipuka3 obs3areneH
JUIsl BCeX paOOTHUKOB JAHHOW OpraHu3alvy WKW oTpaciu. B oTaenbHbIX
Cly4asix TMpUKa3 MOXKET KacaTbCsi UIMPOKOrO Kpyra oOpraHu3anui u
JOJKHOCTHBIX ~ JIMII HE3aBUCHUMO OT HMX MNOJYUHEHHOCTH. O0pasiibl
oopmiieHHs] TIpUKa3za JaHbl B npuiiok. 6.7 u 6.8. Bce pacnopsutenbHbie
JIOKYMEHTBI JOJKHBI CTPOTO COOTBETCTBOBATh 3aKOHY, HM OJWH W3 HUX HE
MOXKET COJIepkKaTh MOJI0KEHUM, TPOTUBOPEUAIINX 3aKOHY.

OcHOBHBIE BUJIBI PACHOPSAIUTEILHBIX JOKYMEHTOB MOJATOTaBIMBAIOTCS
B LIEJIOM aHAJIOTMYHO. DTO JOCTATOYHO CIOXHBIA MPOIECC, Pa3IUuUus *Ke
BO3HUKAIOT Ha KOHEYHON cTaguu OQOPMIICHHS ITOKYMEHTOB, OTpa)karomiei
pe3ysbTaT KOJUIETUAILHOW JIESITENbHOCTH (B Cllydae IIOCTAHOBJICHHH U
pelieHnii) U enuHoHadyaus (B cCllydyae IOCTaHOBJICHHUH, pacClOpsKEHUM,
MIPUKA30B, YKa3aHUI1).

MOXHO BBIACIUTH TPHU CTAAUM MOATOTOBKH PACIOPSIUTEILHOIO
JOKYMEHTa. JTO H3y4€HUE CyIIeCTBa BOINpPOCa M MOATrOTOBKAa IPOEKTa
JIOKYMEHTA: CTaaus OOCYXIEHUS U TPUHATHS JOKYMEHTa Ha 3acelaHusIx
KOJUIETHaJIbHOTO OpraHa (B cilyyae MOCTAaHOBJIEHUH, PEILICHUI); COrJIacOBaHUE
JIOKYMEHTA U €ro MOJIIH1CAHUE.

[Mportenypa cocraBieHuss u  OQOPMIICHHUS  PACIOPSAUTEIHLHOTO
JIOKyMEHTa KOHKPETHOTO YUPEXKJICHHUS] MOXET ObITh ONMHCaHA B MHCTPYKIIUU
10 JEJONPOU3BOJACTBY WJIM B HMHCTPYKIMU, YCTAaHABIMBAIOUIEH MOPSIOK
paboThI C TOKyMEHTAMH.

[ToaroToBka mpoekTa pacmopsAUTEIHLHOTO JTOKYMEHTa MOXET OBITh
NMopy4yeHa OJHOMY WJIM HECKOJBKUM CTPYKTYPHBIM TOJAPA3ICICHUSIM WU
OTJIEJIbHBIM JOJDKHOCTHBIM JinniaMm. [Ipu pa3paOoTke MPOEKTOB CIOXKHBIX U
OONBIIMX PACTIOPSIANTEIHLHBIX JOKYMEHTOB MOTYT CO3/laBaThcs paboume
rpynmnsl. ['1aBHOE ycinoBHe, 00€CIIEUnBAIOIIEEe BEICOKOE KaYEeCTBO JOKYMEHTA,
— JIOCTaTOYHAsI KOMIIETEHTHOCTh JIMI], €ro rOTOBSIIMX. YeM BbIlIE YPOBEHb
COCTaBJISIEMOT0 JIOKyMEHTA, TEM BBIIIE TPEOOBAaHUSI, TPEIBSIBISIEMbIE K €TI0

cocraButensiM  (mpodeccnoHaliv3M, TyOMHA 3HAHUA BOIpPOca, OOIIUH
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KYJIbTYpHBIM YpOBEHb, yYMEHHE 4YETKO wu3jiaratb Mmeiciu). MOpuamdeckum
OCHOBaHHWEM Ppa3pabdOTKH pPACTIOPSAUTEILHOTO JOKYMEHTa MOTYT OBITh
U3JIaHUE JOKYMEHTa OpraHaMu BJIACTU U YIPaBJICHUS, KOHKPETHOE MOPYyYCHHE
BBIIIECTOSIIETO OpraHa, He0OXOJUMOCTh OCYIIECTBICHUS] UCTIOTHUTEIILHON U
PacCHOpSIANTENBHON JIESITEIbHOCTH Il PEIICHUsS] 3a/lad, BO3JIOKEHHBIX Ha
yUpEXKICHUE.

[loaroToBka mpoekTa pacnopsauTeILHOTO JOKYMEHTa TpedyeT cOopa
HeoOXxoauMoN HWHGOpPMAIUU TI0 CYIIECTBY MOCTABJICHHOrO Borpoca. s
ATOTO HCIOJB3YIOT pa3IuyHble WH()OPMAIIMOHHO-CIPABOYHbBIE JOKYMEHTHI:
OTUETHl, CHPABKU, JOKJIAJHBIE M OOBSCHUTENbHBbIC 3alUCKU, AaKThI,
cnyxeOHyro mepernricky. CoOpaB W M3y4MB HEOOXOAMMBIC MAaTEpPHUAIbI,
MOJIyYMB TOJIHYIO SICHOCTh IO CYIIECTBY BOIIPOCA, YETKO OINPEIEIUB LIEIb
U3JIaHUSL PACIIOPSIAUTENBHOTO JTOKYMEHTA, MPUCTYNAIOT K COCTABICHHUIO €ro
npoekta. BHUMaHMe clieqyeT CKOHIIEHTPUPOBATh TIPEXKJE BCEro Ha
(bopMyIMpPOBAaHUN OCHOBHBIX MOJIOXKEHUW KOHKpEeTHOro pemieHus. CHauana
3TO JeNaroT BYEPHE, a 3aTeM PEJAaKTHUPYIOT M YTOUHSIOT YacTH B TOPSJIKE
COTJIAaCOBAHUSI.

TekcT pacnopsauTEeNTsHOrO0 JOKYMEHTA Yallle BCEro COCTOMT M3 JABYX
B3aMMO3aBUCUMBIX YACTEW: KOHCTATUPYIOLIEN U PACIIOPAIUTEIIBHOMN.

Koncrarupyromass 4acte  ABJISIETCS  BBEJEHUEM B CYLIECTBO
paccMaTprMBaeMoOro BOMPOCa M MpeAHa3zHaYeHa JUIsi TOTO, YTOObI OOBSCHUTD,
YeM BBI3BaHO pacropsokeHue. B Heill mMoryr ObITh NepedyucieHbl (haKThl,
coObITHS, AaHa UX oOleHka. Hepeako B KOHCTaTHUPYIOIIEH YacTh JaeTcs
NepecKa3 akTa BBIIIECTOSIIEr0 OpraHa, BO HCIOJHEHHE KOTOPOrO H3/1aeTCs
JAHHBIA PACTIOPSAAUTENBHBIN JOKYMEHT. B 3TOM cilydae yKa3blBarOTCS BU/I
aKTa, €ro amBTOp, IIOJIHOE€ Ha3BaHHWE (3arojoBOK), HOMEp U Jara, T.e.
NPUBOASTCSA BCE MOUCKOBBIE (CChUTIOUHBIC) MaHHBIE. KoHcTaTupyomas 4actb
He oO0s3aTelibHa, OHA MOXXET M OTCYTCTBOBaTh, €CIM HET HEOOXOIUMOCTH
JaBaTh Pa3bsSICHEHUS.

OCHOBHYI0 Harpy3ky B paclopsiauTEIbHbIX JOKYMEHTaX HECET
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pacnopsiguTeNbHasl 4acTh, KOTOpas U3J1araeTcsl B MOBECTBOBATENbHON (hopMe.
B 3aBucumoctH OT BHAAa JOKYMEHTa OHa HAUWHAETCA  CIIOBaMU
«IOCTAHOBJIAET» B KOJUIETHAIBHOM IMOCTAHOBIIEHUH, «PEIIAeT) («pemuin) — B
pPEUIEHUH, «IIPEAJIara» — B paCOPSIKEHUH, «IIPUKA3bIBAIO» — B IPUKA3E.

Bua pacnopsautenbHOro AOKYMEHTa MPEAONpPENENsieT U XapakTep
U3NIOKEHUS ero Tekcta. CloBa «IOCTAaHOBISECT», «pemacTy («pemun),
«TpejJiarato», «IpUKa3blBal0» [E€YaTalTcs MPONUCHBIMU OyKBaMU WIU
CTPOYHBIMHU Bpa3psiAKy, OHH 3pUTEIbHO BBIACISAIOTCS U TakUM 00pazom
OTJIESIIOT KOHCTAaTHPYIOIIYK0 YacTh JOKYMEHTa OT pachopsauTeNbHOM.
Pacnonararorcs 3TH ci0Ba B OTAEIBHOM CTPOKE, HAayuMHas OT HYJIEBOIO
MOJIOKEHUS Tal0yIsITOpa. B MOCTAaHOBICHUSIX WM PEHICHUSX KOJUIETHAILHOTO
oprasa Inepej CJI0BaMHu «IIOCTaHOBIISIET», «PEIIAET» YKa3bIBAIOT €r0 Ha3BaHUE.
Hanpumep:

Komnerusa PEINAET

[TpaButenscto IOCTAHOBJISIET

3aTeM C HOBOM CTpPOKM C a03ala cleayeT TEKCT IMOCTaHOBJISIOIICH
gactu. K ¢popmynupoBkam 3Toi 4acTu JOKYMEHTa MPEAbSBISIOTCS OCOOCHHO
xecTkue TpeboBanusi. DOpMyIHPOBKH JOMKHBI OBITh KOHKPETHBIMH, HE
IPOTUBOPEYUTh IO CMBICIY paHEe W3JAaHHbIM  PaCHOPSAUTEIbHBIM
JOKYMEHTaM, YETKUMH, SICHBIMH, HE JONYCKAIOIIUMHU  Pa3IU4YHBIX
TOJIKOBaHW. B Hux cregyer um3berarb HEKOHKPETHBIX BBIPAKEHUW THUIIA
MOJHATHY», «IOBBICUTBY», «YCUIUTHY», «YIyYLUIUTH», «IPUHATH MEPB),
«aKTUBU3HUPOBATH» U T.l., MOCKOJbKY CHOPMYIMpPOBAaHHBIE TaKuM 0Opazom
NOPYYEHUsl pacIUIbIBYATHI, POBEPKA UX BBINOJHEHUS 3aTpyqHUTENbHA. Ecmm
pacnopsauTeNbHas 4acTh MPEAINONAaraeT pa3IMyHbIe M0 XapakTepy AEHCTBUS
U HECKOJbKUX HWCIOJHUTENEH, OHAa [JEIUTCA Ha MYHKTHI, KOTOpPBIE
HyMepytoTcst apabckumu| mudpamu. B KaxIoM MyHKTE YKa3bIBarOTCS
UCTOJHUTENb (OpraHu3anusi, CTPYKTYpPHOE MOApa3JeieHue, KOHKPETHOE
JOJKHOCTHOE JIMIO — HalpUMep, B MpUKa3ax), IpearnuchiBaeMoe JeHCTBUE U

CpPOK HCIIOJTHCHHUA. Hcnonnurenn YKa3bIBACTCA B JATCIIbHOM ITaJICIKEC. MoxHO
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yKa3plBaTh M OOOOIIEHHO,  HalNpuMep:  «IUPEKTOpaM  3aBOIOBY,
«PYKOBOAMTENSIM  apxuBOB». lIpenamuceiBaemoe AEHCTBHE  BbIpaXkaeTcs
[JIar0JIOM B HEOMpPEAeNeHHOW (opMe «IOATOTOBHUTHY, «3aUUCIUTHY,
«OPraHu30BaThY», «OOECIEUHUTHY, «BO3JIOKHUTHY», «pa3zpadoTarb» U T.1. Cpok
UCIIOJIHEHUS  JOJDKeH  OBITb  peajbHbIM, COOTBETCTBOBaTh  OOBEMY
MPEJINoIaraeMbIX padoT.

Crnenyer y4uThIBaTH BpeMs AOBeAcHUs MHGOPMAIMU 10 KOHKPETHBIX
ucnosHuTene. PacnopsauTenbHbI JOKYMEHT MOXET HWMETh OOIIMM st
BCEX IYHKTOB CpOK ucHoiHeHus. OJIHaKo 4Yalle CpoK MCIOIHEHUS
YCTaHABJIMBAETCA UIsl KaKJIOrO 3aJaHusl B OTAENbHOCTU. B KOHIE Tekcra
pacnopsAUTENIbHOIO  JTOKYMEHTa IOMEMIAETCSl NEepeYeHb JIOKYMEHTOB,
YTPaTUBIIKMX CUJTYy WJIM MOMJIEKANUX U3MEHEHUIO C U3JaHUEM JTaHHOIO aKTa.
[locnenHUM MYHKTOM B MPUKA3aX, PEUICHUSX, PACHIOPSIKEHUSAX YKa3bIBACTCS
JUIO, HAa KOTOPOE BO3JAraercsi KOHTPOJb 3a MCIOJIHEHUEM JOKYMEHTA.
PacnopsimutenbHble JIOKYMEHTBI MOTYT HMMETh NPWIOKEHHUS, CChUIKM Ha
KOTOpbIE JAIOTCSI B COOTBETCTBYIOIIMX IMYHKTaX TEKCTa, PEKBU3UT
TPUIIOKEHUE nociie TEKCTa  paCHOPSAUTENbHBIX  JOKYMEHTOB
CaMOCTOATEIBHO HEe oopMIIsieTcs.

TekcT pacnopsauTENbHOrO JOKYMEHTa JIOKEH HMETh 3arojlIOBOK.
3aronoBok HaumHaetcs ¢ mpeniiora «O» («O6») u hopMupyeTcs Mpu MOMOIIN
OTTJIArOJIbHBIX CYIIECTBUTENbHBIX (Hampumep, «O HazHaueHuu...», «0O0
YTIBEpXKACHHM...», «O BBeJEHUU...», «O CO3AaHUMU...») UIH CYIIECTBUTEIbHbIX,
yKa3bIBaIOIIUX Ha mpeameT (Hampumep, «O0 urtorax...», «O Mmepax....»). s
TUIOBBIX YIPABICHYECKUX CUTyalluid, TPEOYIOIIMX W3JaHUs TMpHKa3a o
CO3IaHUM, PEOpPraHU3aluy, JMUKBUIAAUUU YUYPEKICHUN, OpraHu3alud U
OpEeNNpUATUNA, O pacnpeneieHud OOA3aHHOCTEH MEXIy PYKOBOACTBOM, O
BHECCHUM W3MEHEHHM B TMOJOXKeHHe (ycTaB), CTPYKTYpy, IITaTHYIO
YUCJIEHHOCTh U IITATHOE PAaCIMCaHUE aIllapaTa yIpaBJiIeHUs, B JOJKHOCTHbIE
WHCTPYKLIUM, O TIepexojJe Ha HOBBIA pexuM (paboThl), CO3/IaHbI

YHU(PUIIUPOBAHHBIE (POPMBI JOKYMEHTOB, B KOTOPBIX MPEAOIpPENETeH He
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TOBKO  COCTaB, HO W  TOPANOK  pACIONOXKEHUS  MHGPOPMAIIIH.
YuuuuupoBanuyo GopMy HUMEIOT TaKKe KaJpOBbIE MPUKa3bl O MpHEMe Ha
paboTy, mepeMelieHur, MepeBoAe Ha JAPYryro paboTy, OCBOOOXKIEHHH OT
JOJDKHOCTH,  BBIHECEHUM  IMOOIIPEHUH, HAJIOKEHUU JHUCUUIUIMHAPHBIX
B3bICKaHUI, U3MEHEHUH (PaMUITUU.

[ToaroToBUB TEKCT pacropsIUTENIbHOIO TOKYMEHTA, IPUCTYNAIOT K €ro
oopmiennto. PacnopsauTenbHble JOKYMEHTHI O(QOPMIISIIOTCS Ha 0OOLIEM
onanke popmara A4. B coctaB pekBu3nuTOB BXoauT ['ep6 PD, HannmeHoOBaHUe
BEJIOMCTBA, HAUMEHOBAHNE YUPEKIEHUS, Ha3BaHHWE BHUAA JOKYMEHTa, 1aTa,
MHJIEKC (HOMEp), MECTO COCTaBIICHHUSI, 3aT0JI0BOK, TEKCT, MOANUCH (TTOAIUCH),
OTMETKH O COTJIACOBAHUHU.

3aBeplIaomM 3TaroM paboThl C MPOEKTaMU PaclopsIUTENbHbBIX
JIOKYMEHTOB SIBJSIETCS HMX COIVIacOBaHME U mnoanucanue. IIpoekt 10
HOJTUCAHUS HOJIEKUT COI'JIACOBAHUIO C 3aMHTEPECOBAHHBIMU
YIPSKACHUSIMU, a TakKe CO CTPYKTYPHBIMH TOAPA3ACICHUSIMHA WJIH
JIOJDKHOCTHBIMU ~ JIMIIAaMHM,  KOTOPBIX  OH  Kacaercs.  CorjacoBaHue
OCYIIIECTBIISIETCS  MyTeM  BU3MPOBAHWUA WJIM  TPOCTAaBIEHUS  rpuda
coryiacoBaHus. Tak, IPOEKT MpHKas3a, PEIICHUs, PACTIOPSIKEHUS BUIUPYETCS
COCTaBUTENIEM IMPOEKTa U PYKOBOAMUTEIEM CTPYKTYPHOTO TOJpa3/eieHuUs,
BHOCAILEIO IPOEKT, BCEMHU YKAa3aHHBIMU B IPOEKTE HCIIOJIHUTEISMH,
JOJDKHOCTHBIMU JIMIIAMM, OTBETCTBEHHBIMHM 3@ MCIOJIHEHHE JOKYMEHTa B
LEJIOM, IOPUCKOHCYIbTOM. IIpOEKThI JTOKYMEHTOB, MCIIOJIHEHHUE KOTOPBIX
TpeOyer (¢uHaHCOBOro oOecreyeHus, 00s3aTebHO COTJIaCOBBIBAIOTCS C
(GUHAHCOBBIMM ~ OpraHamMud WiIM  ciayxOamu. Buza  1opuckoHcynbTa
CBUJICTEIBCTBYET O COOTBETCTBHHM JIOKYMEHTa 3aKOHOAATEIbHBIM U
HOPMAaTHBHBIM aKTaM, a TaKX€ O COOTBETCTBUHM OTACIBHBIX (HOPMYIHPOBOK
CHEMATbHBIM  TpeOOBAaHUSAM HEKOTOPHIX OpPraHoB (Hampumep, Cyaa,

MIPOKYPATYPBI, OPTaHOB 37PABOOXPAHCHHS).
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CornacoBaHue MPOBOAUT CTPYKTYpPHOE IMOApA3JEICHUE WM JIMIO,
TOTOBMBILIEE TPOCKT PACHOPSAUTEIBHOTO JOKyMeHTa. Busel wumm rpud
COTJIACOBAHHUA, KaK IMPaBHJIO, MPOCTABISIOTCA HA TEPBOM HK3EMILIIpE
npoekta. B cimywae Hecornacus ¢ TMPOEKTOM MHITYT MOTHBHUPOBAHHOE
3aknmoueHue. llepea moanucanueM MPOEKT €lle pa3 TIIATEIbHO BBIBEPSETCS.
[Ipu »TOM OCOOO€ BHMMaHUE cleayeT OOpaTUTh Ha MPOBEPKY IUGPOBBIX
JTAHHBIX, (haMUJIUH, UMEH, OTYECTB.

[TpoexTsl pacmopsIuTeTbHBIX JTIOKYMEHTOB, MPUHUMAEMBIX
KOJIJIETHATBHBIMU OpraHaMu (ITOCTaHOBJICHUH W pelIeHu ), 00CYKIaloTCs U:
NPUHUMAIOTCA Ha 3acefaHusx. B xome oOCyXIeHuss B HUX MOXHO BHOCHUTH
HOMpaBKu W JomonHeHus. JlopaOoTaHHbIE TPOEKTHl BBIHOCATCS Ha
YTBEpKJICHHE Ha CIEAYIONIEE 3aceIaHue.

[TomHOCTBIO MOATOTOBICHHBIE MPOEKTHI TOKyMeHTOB "[Ipencrapmnsitorcs
Ha ToANKCh. [Ipukaszpl M pacmopsKEHHUsS MOAMMCHIBAIOTCS PYKOBOJMUTENEM
WIA ero 3amecTtureneM. [locTaHOBIIEHUS W pEIICHUs OJDKHBI MMETH JIBE
NOAMUCH:  TIpeAceAaresis U cekperaps  (YNpaBisiONIEro  JeIaMM)
KOJUIETMaJIbHOro oprasa. lloamuceiBaeTcss INEpBbIM JK3EMIUIAP AOKYMEHTA,
M3TOTOBIICHHBIN Ha OnaHke. PacnopsauTensHbie JOKYMEHTHI BCTYNAIOT B CHITY
C MOMEHTa WX MOAMHCAHMS WM JOBEICHUS JO CBEACHHUS UCHOJIHHUTENS. B
psizie ciy4aeB CpOK BCTYIUICHHUSI B CHJIy M CPOK JICWCTBUSI aKTa YIpaBlICHUS
yKa3bIBAIOTCS B CAMOM JIOKYMEHTE.

Ilpomokon —  OpraHU3allMOHHO-PACTIOPSAUTEIBHBIA  «IOKYMEHT,
bukcupyommii  Xon O0O0CYXIEHHs BOMPOCOB W TPUHATUS pPEIICHUS Ha
COOpaHUsAX, COBEHIAHMSX, KOH(MEPEeHIUAX W 3aCeHaHMsIX KOJUIETHaTbHBIX
opraHoB». bosnee 000011eHHOE onpeiesieHne MTPOTOKOIa JAeTCs B TOJKOBBIX
CIIOBApSAX PYCCKOTO SI3bIKA, TPAKTYIOIINUX €T0 KaK «IOKYMEHT C 3alHChI0 BCETO
MPOUCXOJIAIIETO HA 3aCEIaHUH, COOPaAHUI.

[IpoTokoin, kak mpaBuiIO, BEAETCA BO BpeMs 3aceiaHusd. B Tex ciydasx,
KOrja 3acefjaHue creHorpadupyercss WM TPOU3BOJUTCS 3aluCh Ha

MarHuTHYIO JIEHTY, MMPOTOKOJI MOXET COCTaBISATHCS MOCIE UX PACHIU(POBKHU.
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Bectu mpoTokoi 10KEH CeKpeTaph WM ClelHallbHO Ha3HaueHHoe Juio. Ot
ero KBaTH(PHUKAIIUU, YMEHUSI BHUKHYTh B CYLIECTBO O0CYXIa€MbIX BOIIPOCOB
3aBUCUT KayeCTBO MPOTOKOJBHOM 3amucu  BbICTymieHHs. [IpoToxon
opopmisiercss Ha O6miem Onanke dopmara A4. B ero dopmymnsap Bxonsr
CIIEAYIOUIME  PEKBU3UTHL: HAUMEHOBAaHWE  BEJOMCTBA, HAWMEHOBaHHE
OopraHuzauuu (CTPYKTYpHOTO IMOJApa3zefieHus), yKa3aHUE BHUAA JOKYMEHTa
(MpOTOKOI), 1aTa 3acejaHusl, HOMEpP, MECTO 3aceaHus, rpud yrBepkaeHus (B
cllydyae, KOIJla MPOTOKOJN TMOMJIEKUT YTBEPXKIECHUIO), 3aroioBOK, TEKCT,
MIOJIITUCH.

Ha mnporokone mnpocTaBisieTcss HWMEHHO Jara 3acelaHus, a He
OKOHYATEeNIbHOTO0 O(QOPMIICHUS HJIM TMOJNUCAHMS MPOTOKoJda. B ciyuae eciu
3acelaHue TPOJOJDKACTCS HECKOJBKO JIHEH, YKa3bIBalOTCsl JaTra Hadaja
3aceaHus ¥ yepe3 TUpe Aata okoHuanus. Hanpumep: 12-14.03.97.

Homep mnporokona sBiseTcs NOPAAKOBBIM HOMEpPOM  3aCEIaHUM
KOJUIETUAJILHOIO OpraHa B T€YeHUe rojaa (B yueOHOM 3aBeCHUU — y4eOHOro
roja). B pekBusnure «MecTo 3aceqaHus» yKa3blBa€TCs TOPOJ, IJI€ COCTOSIIOCH
3aceqlaHue.

3aroji0BOK MPOTOKOJIA COEPIKUT yKa3aHHE Ha BUJ| KOJUIETHAIbHOM

nesTeNbHOCTH (3acefaHue, coOpaHue, COBEIIaHWE) KW Ha3BaHUE
KOJUIETHAJIbHOIO OpraHa B POAMTENIbHOM NaJeKe, HampUMEp: «3aceIaHus
KOMUCCUWY», «COOpaHHsl TpYyAOBOro KoJulekTuBa». I[locne odopmieHus
3aroJIOBOYHOM 4acTH (3TO MOXHO CIIeNaTh 10 Hayalla 3aceJaHusl) IPUCTYIat0T
K COCTaBJICHHIO TEKCTa. TEeKCT MpOTOKOoJa MOJApa3AesisieTcs Ha JIBE YacTH:
BBOAHYIO, TJ€  YKa3bIBAIOTCS  NPEACEAATENIbCTBYIOIINI,  CEKpETapsb,
IPUCYTCTBYIOIIME M IOBECTKAa JHS, U OCHOBHYIO, I'le (PUKCUpPYETCS XOA
3acefganus. CIOBOM «IpejcesiaTeNlby HadyMHAIT MpoToKod. OHO medaraercs
yepe3 JBa HMHTEpBajla IOCIE 3arojioBKa, NpSAMO OT IOJIeH C HYJIEBOro
NOJIOKEHUsI TaOynsiTopa ¢ mponucHOM OykBbl. [locnme Tupe yka3bpiBaroT
damunuio mnpeacenarens, UWHULMAIBL. Tak ke 0QOpMISieTCs CJIOBO

«cexperapby. Hanpumep:
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[Ipencenarens — Xapuenko B.1.

Cexkpetapp — Ounumonos C.b.

[Ipy mpoBeneHHWH ONEpPAaTUBHBIX COBEIIAHWK 3Ta YacTh MPOTOKOJA
onyckaercs.  Jlamee — mepeuuncisiroress  npucyrcrByromme.  Iopsaox
odopMmIIeHHS 3TOTO pasfena cieayronmid. B mpoTokone 3aceganus MOCTOSHHO
JEHUCTBYIOILIETO PEAJbHOTO OpraHa MPUCYTCTBYIOIIME IOCTOSIHHBIE YJICHBI
yKa3bIBaloTCs B ajidaBuTHOM mnopsiake. [locne sToro 3anuceiBarotrcs haMuiiuu
INPUTJAIIEHHBIX C YKa3aHUEM UX JOJLKHOCTU. Ha pacmmpeHHbIX coOpaHusx u
3aceJaHUsAX C OOJBIIMM YHUCJIOM IMPUCYTCTBYIOIIMX HUX COCTaB YKa3bIBAETCS
KOJIMYECTBEHHO, a MO(paMIIbHBIN CIUCOK MPHUJIAraeTcsl K MPOTOKOIY, O YeM
JI€IaeTCsl COOTBETCTBYIOIIAS 3alMCh B CAMOM MpOTOKoe. Hanpumep:

[IpucyrcrBoBanu: 43 yen. (CIUCOK MPUIATAETCH ).

Ha coOpanusix, koHdepeHUUAX, Cbe3Aax, IN€ MPUHATHE PElICHUs
TpeOyeT  ompeneneHHoro KBopyma, B pasgene  «lIpucyrcrBoBamm»
YKa3bIBAECTCsl, CKOJILKO YEJIOBEK JOJKHO IMPHUCYTCTBOBATH M CKOJIBKO MPHIILIO
Ha 3acenaHue. Hanpumep: B TPOTOKOJIE COOpaHUs YJICHOB aKIMOHEPHOTO
obmiectBa ykazano «Bcero unenoB OAO 135 yen., mpucyrctBytoT 117».

Jlamee cnepyer moBecTka JOHA. B 3TOM  4YacTh  IPOTOKOJIA
NEPEYUCISIOTCA BONPOCHI, BBIHECEHHBIE HA PACCMOTPEHUE KOJUIETHAILHOIO
opra4 Ha. Kaxnawlii Bompoc HymepyeTrcss WU HaduHaeTcss ¢ mnpemiora «O»
(«O0»).

Hanpumep:

1. O mepcnektuBax pa3BuTHs 3aBoAa. [loknan qupekropa... (hamuins,
WHUITAAIIBI).

2. OO0 wrorax COLHMOJOrMYECKOro ompoca pabounx. Jlokiazg
HaYaJIbHUKA COIIMOJIOTUYECKOUN CITYXKOBI... ((haMuiusi, MHULIUAIIBI).

B psape cnydaeB, HanpuMep IpUd NPOTOKOJIUPOBAHUU 3aCENaHUU
KOJUIETUA MHWHUCTEPCTB, KOMHUTETOB, MOBECTKA JHS MOYKET IpUJIArarbCcsi K
npoTokoiry. Torga oHa He BHOCUTCS B TEKCT MPOTOKOJIA, a JENAETCs JUIIb

OTChIJIOYHAad 3anuch: «IloBecTka AHs 3aCCaHus IPUIaracTcs».
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OcHOBHasi 4YacThb TEKCTa MPOTOKOJIA CTPOUTCS IO  pazjeiam,
COOTBETCTBYIOIIMM MYHKTaM MOBECTKH JHS. B KaxJq0oM MyHKTE MOTYT OBIThH
takue yactu: CIIYIIAJIU, BBICTYIIWIN, PEIINIIN (ITOCTAHOBWJIN).
DTH CJI0Ba MUIIYTCS MPOMUCHBIMU OYKBaMu, KaXJ10€ C HOBOM CTPOKH, MOCIE
HUX CTaBUTCS IBOETOUME — TAKUM O00Pa30M OHU 3PUTEIBHO Pa30MBAIOT TEKCT.

CioBo «ciymanw» HayMHAET pa3lie]l MO KaXJOMY IYHKTY ITOBECTKH
nHs. OHO TUIIETCS Ha OJHOM CTpOKe Bciien 3a IudpaMu, 0003HAYAIOIIUMHU
IOPSAIKOBBIM HOMEDP BOIIPOCA.

daMuiidsi U HUHUIUATBL JOKJIAAYMKa U BBICTYMAIONIUX B MPEHUSIX
yKa3pIBalOTCI B HOBOW cTpoke ¢ a63ama. Conep)kaHue BBICTYIICHUS
U3JIaraeTcsi OT TPEThEro JIMIa €AMHCTBEHHOro uKcia. Eciu uMerTcs TeKCThI
(MJIM TE3UCHI) JOKJIAJIOB U BHICTYIUICHUM, OHM HE 3aIllMChIBAIOTCS B MPOTOKOII,
a yepe3 tupe nociue GaMuiInuu JOKJIaTIUKa WM BBICTYIUBIIETO YKA3bIBAETCS
«Tekcr noknaga (BeICTyIUIEHUS, coOOIeHUs) npuiaraercs». llocne 3amucu
KaXJIOT0 BBICTYIUICHUSI MPUBOJATCS BOIPOCHl U OTBETHl HAa HUX B IMOPSJIKE
nocrymienus. Hanpumep:

CwmupnoB B.K.: «bbuti 11 OpUHATHI MEPHI JIJIS1 JIMKBUIALIMU aBapyu HA
CTpOUKE?»

JIeicukoB K.II.: «K 8 wacam yrpa ciemyromero aHS Boja Oblia
MOJIHOCThIO OTKayaHa U MOCEACTBUS aBapUH JIMKBUIUPOBAHBDY.

3aBepiaronias 4acTh pasjesia Mo KakKJIOMY IYHKTY MOBECTKUA JHS —
3aMCh MPUHSITOTO MO O0CYKIAEMOMY BOIPOCY PEIICHUs (TTOCTAHOBIICHUS).
Pemiennsi 1Mo HECKOJBKMM BOMpPOCAaM MOAPA3NCISAIOTCS Ha MYHKTHl U
MOJIMYHKTHI, HymMepyembie apaOckumu 1mudpamu. [locTaHoBISAIOMAsS YacTh
pEIICHN, KaK U pacropsiAUTEIbHbIE JOKYMEHTHI, TOJDKHA ObITh KOHKPETHOU
U COJIepKaTh COCTABHBIE YacTHU: KOMY, YTO CHENAaTh M K KaKOMY CpOKY.
Hanpumep:

CJIVIIAJIA: ®pososa E.H. — TekCcT q0KIa1a MpuiiaraeTcs.

BBICTYTIWJIN:

Crapoctun E.B. — kpamkas 3anucey évicmynienus.
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Kyszuenos T.I'. — kpamkas 3anucs evicmynienus.

PEINJIA:

1.1. CnenuanbabiM KadeapaM MPOBECTH COBMECTHOE

3aceJlaHne, MOCBAIIeHHOE .... 10 15.05.2000r.

1.2. WmumzapoBy Bb.C. OpranuzoBarb Ha Kadeape BBICTaBKY... K
11.05.2000 r.

2. CJIVIIAJIMA:

BBICTYIIWJIN:

PEINJIA:

[Ipencenarens  Iloonuce  B.A. Cumopos

Cexkperapb Iloonuce  E.M. KpbioBa

[Ipu BBIOOpPAX JOMKHOCTHBIX JIMIl B MPOTOKOJE YKa3bIBAKOTCS
pe3yJIbTaThl FOJIOCOBAHUS 1O KaXKI0U KaHIUIaType OTACNIbHO.

ITo monmHoTe OCBeleHus Xoja OOCYXJACHHUs BOMPOCOB Ha 3aceIaHUsIX
NPOTOKOJIBI JIETISITCA Ha TMOJHBIE M Kparkue. B kpaTkoM mnpoTokoiie
yKa3bIBAIOT (aMUJIUU JOKJIAIYHNKa, TEMY JOKIaaa, (paMuiiid BHICTYNABIIHUX.
[TonyunTh mnOpencTaBICHHE O XapakTepe 3aMeyaHuil, XoJe OOCYXKICHHUS,
MHEHHUSX, BBICKA3aHHBIX B MPEHHSX, MO TAKOMY IPOTOKOIY HEBO3MOXKHO.
Kpatkuii mpoToKos JOMyCTHUM TOJBKO MPU HAJUYUHU CTEHOPAMM WJIHM KOTJa
TEKCThl JIOKJIAJIOB M BBICTYIUIGHUN TMpuiaramTcs K mporokony. Kparko
MPOTOKOJUPYIOTCS TAK)KE ONEpaTUBHbBIC COBEIIAHNS.

Bo Bcex ocranmpHBIX Ciydasx HPOTOKOJ JOJKEH COAEP)KaTh 3alKCcH
BCEX BBICTYIUICHUH, MOKa3aTh BHIPAOOTKY pellIeHUs] B CTOJIKHOBEHUH MHEHUH,
IUCKyccusix. B xome 3acemaHusi MOXHO COCTaBUTh JIMIIb YEPHOBUK
NpOTOKOJa. B NSATUIHEBHBI CPOK MPOTOKON YTOYHSAETCS, J00aBIsieTcs,
BbIBepsieTcss U odopmisiercs. Ecnm kK mporokoiry Oyaer TIpuIloKeHa
CTEeHOrpamMma, 00 ATOM JelaeTcs 3alucCh IOCNe TMEePBOM YacTH MPOTOKOJA:
«3aceneHre  y4€HOrO0  COBeTa  CTeHOrpaupoBajoch,  CTEHOTpamMma
npuiaraercs». [loJHOCTBIO TMOATOTOBJIEHHBIA MPOTOKOJ TMOJMKUCHIBACTCS

npeaceaarciicM U CEKpETapeEM.
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O6pa3siibl opopMIIeHUs] TPOTOKOIA MPUBEAEH B MPUIIOK. 6.9.

3. JIOKyMeHTBbI ONepaTUBHOM HH(OPM AU

[lomapmsitoniee  OOJIBIIMHCTBO ~ JIOKYMEHTOB,  CO3/1aBa€MbIX B
OpraHu3aluyd M TOCTYIAIIMX B HEE HU3BHE, cojaepKaT HHEGOPMAIUIO O
(dakTUYeCKOM TOJOXKEHUW Jel B JaHHOW WM JPYTMX OpraHU3aIUsX,
CIIy’Kalllyl0 OCHOBAHMEM [JIi M3YyUYEHHS PaCHOPSAUTENIbHBIX TOKYMEHTOB. K
WH(OPMAIIMOHHO-CIIPABOYHBIM JTOKYMEHTAM OTHOCSITCSI CITPaBKHU, TOKJIATHBIC
U OOBSICHUTENbHBIC 3aMTUCKH, CBOJKHU, 0030PbI, aKThl, TEJIErPAMMBbI, MUChMa U
T.A. (cM. npuiioxk. 6.10-6.15). OHM HOCAT BCIIOMOTraTeNbHBIA XapakTep IO
OTHOILIEHUID K OPraHU3allMOHHO-PACIIOPSAIUTEIbHBIM JOKYMEHTAaM M B
OTJIMYUE OT TOCIEIHUX HE SBISIOTCS 0053aTeIbHBIMU K HCIOJHEHUIO.
Nudopmanusi, coaepxkaiascs B HHGOPMAIMOHHO-CIIPABOYHBIX MaTepHaliax,
MOJXKET MOOYXIaTh K JCHCTBUIO UM MOXKET OBITH JIUIIH MIPUHATA K CBEJICHUIO.

Cnpagka — >TO JOKYMEHT, COJIepKallliii ONMCAaHUE U MOJTBEPKICHUE
TeX WiIM HUHBIX (akToB u coObituil. CrpaBKku OBIBAIOT JBYX BHJOB: C
nHpopmanmeit o hakTax U COOBITHIX CIYKEOHOTO XapaKTepa M BbIIaBaCMbIC
3aMHTEPECOBAHHBIM TPaXKJaHAM M YUYPESKICHUSM I YAOCTOBEPEHUS TOIO
WIM WHOro Iopuaudeckoro ¢akra. boiee MHOTOYMCICHHYIO TPYyMILy
COCTABJISIIOT CIPaBKM BTOporo BuAa. OHU BBIAIOTCS E€XKEIHEBHO. OJTO —
CIIpaBKM O TIOATBEPXKJICHUU MecTa y4ueObl U padoThl, O 3aHUMAEMOMU
JOJDKHOCTH, 3apabO0THOM IJ1aTe, MECTE MPOKUBAHUS, HATMYUU WXKIUBEHIICB U
T.11. Hanpumep:

HoBoMOCKOBCKOE MPOU3BOJICTBEHHOE

00benuHeHne «A30T» Jerckuii cag No 2

CIIPABKA

10.08.2000 Ne 113

r. HoBocuOupck

Tos. BACIOKEBNY Oxkcana CranucnaBoBHa pabotaet

TEXHUKOM-KOHCTPYKTOPOM IIPOEKTHO-KOHCTPYKTOPCKOTO ornena
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00beIMHEHUS.

Oxunan — 600 pyOuieii B Mmecil.

HavansHuk otaena xkaapoB Iloonuce  A.B. lBanos

/Jloknaonaa 3anucka — JIOKYMEHT, aJpECOBAHHBIM PYKOBOJIUTEIIO
JAHHOTO WJIM BBIIIECTOSAIIETO YUPEXKACHUS W HUHOOPMUPYIOIIUN €ro o
CIIOXKUBIIICHCS CUTyallud, WMEBIIEM MeECTO sBJIeHUM win’ daxkre, o
BBITIOJIHEHHOW paloTe, a TakKe COAEP)KAIIUM BBIBOABI W MPEIIOKECHUS
coctaBuTens. JlokianHas 3ammMcKka TOTOBUTCSA KakK IO WHUIIMATHUBE CaMOro
pabOTHMKAa, TaK M MO YKa3aHUIO pyKoBOACTBAa. llenp WHHULIMATHBHOU
JIOKJIaJIHOM 3amuCKU — MOOYAWTh PYKOBOAMUTENS NPUHATH OMpPEIeICHHOE
pewenue. IloaTOMy TEKCT ee 4YeTKO JENuTCs Ha JBe 4acThu. B mepBow,
KOHCTaTUPYIOIICH (ONMucaTeIbHON), U3IaraloTcsi UMEBIINE MECTO (DaKThl UITU
OMUCBHIBAETCSl CUTYyallMsi, BO BTOPOM M3JIAraroTCs MPEJIoKEeHUs, MPOCHOBI.
JIoKIagHBIMU 3alMUCKaMKU UH(POPMUPYIOT PYKOBOAUTENS 0 xojae pabor. Takue

3aIMCKU IPEICTABIISIIOTCS PETYISPHO.
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TexkcTy MOKIaIHOM 3amMCKU 00s53aTeNbHO MPEIIIECTBYET 3arojlOBOK,
HaunHatomuica ¢ npemyora «O» («O0»). Kak m odopmieHue cropaBok,
oopmiieHre 3TOro BUAA JOKYMEHTa 3aBUCHUT OT afipecara. JlokimanHble
3allMCKM, T10/1aBAEMbIE PYKOBOAMUTENIO CTPYKTYPHOTO IOAPA3JACICHUS WU
PYKOBOAMTEINIO YUPESXKACHUS, O(OPMIISIOTCS HAa MPOCTOM JIMCTE Oymarw.
MamuvHONUCHBIM ~ CIIOCOOOM ~ BOCIIPOM3BOJATCS  PEKBU3MTHI  OJlaHKa:
HAaUMEHOBAaHUE CTPYKTYPHOI'O MOJpa3eNeHus, BUJI JOKYMEHTa (IOKJIaaHas
3anMcka), garta. lloanmuchiBaeT  BHYTPEHHIOIO  JIOKJIQJHYIO — 3alMCKYy
COoCTaBUTENb. BHEIIHAS NOKIaaHas 3alucKa, ajpecyemMasi B BbIIIECTOSIUE
MHCTaHLIUU, opopmiIsieTcst Ha oOmIeM OJaHKe YUpEeKICHHUS M MOANUCHIBACTCA
€ro pyKOBOJUTEIIEM.

[Tpumep opopmieHUss BHYTpEHHEHN JOKIIATHON 3aITUCKHU:

OO6mwmit otaen I'enepanbHOMY TUPEKTOPY
JTOKJIAJJHA A 3AIIMCKA 00beTMHCHUS
10.05.2000 Ne36 H.K. lBanoBy

r. HoBocuOupck

O 3aMeHe NUIIYIIUX MaIlIHH

JHoBoxy nmo Barero cBeneHusi, yTo MamoOmOpO B HACTOSIIEE BpeMs
OCHAIIIEHO TMHUINYIMMHA MAIIMHKaAMU YCTapeBIero oOpasia, MHOTHE W3
KOTOPBIX UMEIOT HEHAIEKHBIE IKCILTyaTal[MOHHbIC Ka4eCTBa.

[Ipomry paccMoTpeTh BOIPOC O MPUOOPETEHHUH 1IECTU HOBBIX MAIIMHOK
Y OJHOT'O KOMITBIOTEPA C IPUHTEPOM.

3aB. mamdpo Iloonuce I'.H. Konbuna

[Tpumep opopmieHHsT BHEITHEN JOKIJIATHOM 3aTUCKHU:

MuHucTepcTBO ['enepanbHOMY TUPEKTOPY

obpazoBanus PD 3aBoj1a TOYHOTO
HoBocubupckoe o6actHoe MaITHHOCTPOCHUS
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yIIpaBJICHUE HAPOIHOIO N.N. IlerpoBy
o0paszoBaHMs

OKTs6pBhCKU OT/IEI

HapOJHOTO 00pa30BaHUS

JOKJIAZIHAA 3AIINCKA

19.05.2000 Ne 15

r. HoBocuOupck

O npoBepke TEXHUYECKOTO

COCTOSIHUS KUJIBIX TTIOMEILEHUN

0a3bl, OTAbIXa I JeTeH

CornacHo NOpy4YeHUIO TiaBbl aAMUHUCTpaLMK OKTSIOpbCKOro paiioHa o
IPOBEPKE TOTOBHOCTU 0a3 OTAbIXa IS JI€T€d M ONpeneseHUus KOJIMYeCTBa
IIKOJIBHUKOB, KOTOPBIE CMOTYT OTIOXHYTh JeToM 1998 r., mHOI0O 13 M™mas c.r.
OBbLT MPOBEIEH OCMOTP KUJIbIX IOMELIEHUI 0a3bl OTAbIXxa Bamero 3aBoza.

Bce xuiple Koplyca B yJIOBJIETBOPUTEIBHOM COCTOSSHMM, OJHAKO B
koprmyce Ne 1 HeoOX0oauMO BCTaBUTH CTeKJa, Kopryc Ne 2 Hyxmaercsa B
PEMOHTE.

[Ipomry B35Th Ha KOHTPOJb MOJATrOTOBKY 0a3bl K MpHEMY JeTed Ha
OTJIBIX.

3aB. paliloHO lloonuce  H.N. Iluporosa

Obdvacnumenvnan 3anucKka—3To JOKYMEHT, MOSCHAIOIIMI COAepKaHne
OTJEJIbHBIX TMOJOXKEHUH OCHOBHOIO JIOKyMEHTa (IUlaHa, OTYeTa, MpOeKTa U
T.I1.) WU OOBSICHSIOMIMN MPUYUHBI KaKOTO-IMOO COOBITHA, (paKTa, MOCTYIIKA.
COOTBETCTBEHHO OOBSICHUTENbHBIE 3allUCKU MOXXHO pa3JeNuTh Ha JABE
rpynnbl. K mepBoil OTHOCATCA JAOKYMEHTBI, Yallle BCEro COMPOBOXKAOIINE
OCHOBHOM JOKYMEHT U IOSCHAIOIIME COJEPKAHHE €ro  OTAEJbHBIX

nonokernit. OHn oopmisiroTcss Ha 0oOmeM OliaHKe ydpexnaeHus. Bropyro
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TPYNIy COCTaBJISIOT OOBSCHUTENbHBIC 3alMCKU [0 TOBOMY KaKUX-THOO
MPOUCIIECTBUM, CIOKUBIIMXCS CUTYyallMii, TOCTYIIKOB U  IOBEJICHUS
OTJICTTHHBIX PAOOTHUKOB. TEKCT TaKUX 3aIUCOK JOJIKEH OBITh YOSTUTEIHHBIM,
COIepXaTh  HEONPOBEPKUMBIE  JIOKAa3aTelNbCTBA. Kak W BHYTpPEHHHUE
JOKJIaJIHBIE 3alUCKU, OHM O(OPMIIIOTCS HA YHUCTHIX JHMCTax Oymaru ¢
BOCITPOU3BEJICHUEM TEX K€ PEKBU3UTOB M MOJMKUCHIBAIOTCS COCTABUTEIIEM.

[IpuBenem 06pa3iibl 0popMIIeHUST O0BICHUTEIbHBIX 3aMHCOK:

OBBACHUTEJIBHAA 3AITMCKA JupexTopy uenrtpa
10.04.2000 Ne34 «Kanpem»
H.N. IBaHOBY

O cpbIBe 3aHATHIA B TpyIIIIE

cekpeTapei-pedepeHToB

09.04.2000 nHa 3aHATUSA TO AEIONPOU3BOJACTBY IMPHULLIO TOJIBKO TPOE
CIIylLIaTeNIed U3 cocTaBa Ipynnsl 19 yenosexk.

B pe3ynbTaTe 3TOro 3aHATUSA OPUILIOCH OTMEHHUT.

IIpenogasarens Iloonuce  T'.W. I'puropnena
Haumenosanue opeanuzayuu ['eHepanbHOMY TUPEKTOPY
[TIpon3BOICTBEHHBIN OT/IEIN 00BEINHEHNS

A.A.3yeBy

OB BbACHUTEJIbBHAA 3AIIMCKA

12.01.2000 Ned46

CBomHBIM OTUeT 00 YyCTaHOBKE OOOpYyIOBaHUS JJisi TPOU3BOJCTBA
amMuaka 3a 1999 r. He ObUT mpelncTaBieH B yKa3aHHBIM CPOK B CBS3H C

OTCYTCTBUCM IIOATBCPIKACHUS OT TPCX ILICXOB.

Havannuuk otnena Tloonuce IO.I1. Enkun
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[TpousBoaCTBEHHOE OOBETUHEHHE HavanpHuky maxrel
10 A0OBIYE KEJIE3HOU Pybl K.E. MarBeeBy
«KppimuepmeT»

maxrta «HO30Bckas»

OBBACHUTEJIbHAA 3AIIMCKA
24.01.2000 Ne87

O HapylieHU# TpOU3BOICTBEHHOMN

TUACIUATUINHEBI

11 saBapst 2000 1. BO BTOpPOH CMEHE BO BpEMsI MOETO JEKYpCTBa ObLI
pa3opBaH CUJIOBOM KaOelb, MUTAIONIUN OCBEIICHHUE IITPEKOB.

BcenencrBue ninoxoi 3aKperieHHOCTH MEPEIBUKHON ycTaHOBKU MA-45
IPOM30LIENI €€ OTPhIB OT HECYIIed KOHCTPYKLMH W Hae3[ Ha Kabenb, 4To
OpuBeNo K pa3pbiBy. OTBETCTBEHHBIA 3a TEXHUKY O€30MACHOCTH MpHU
AKCIUTyaTalluy MepeBUKHON ycTaHOBKH — pabounii Eropos C.K.

EropoB C.K. panee Takyke Hapymai mpaBuja TEXHUKH OE€30MacHOCTH,
32 YTO MMEJI B3bICKAHMS.

CuuTato HEOOXOAMMBIM HPUHATH CTPOTHE MEpPbl JUCLUIIIMHAPHOTO
BozericTBus K EropoBy C.K.

I'opHb11 MacTep lloonucy  ILT'. IloTanos

AKmM—JOKYMEHT,  COCTAaBJICHHbIH  HECKOJbKUMHU  JIMIAMH U
MOJTBEPXKAAIOMINNA yCTaHOBIEHHBINH (hakT, coObITHe, AeiicTBue. Yarne Bcero
AKTbl COCTAaBJISIIOTCS KOMMCCHSIMHM, KaK IOCTOSIHHO JEHCTBYIOIIMMH, TaK M
HA3HAYa€MbIMU PACHOPSAUTEIbHBIM JOKYMEHTOM (OOBIYHO MPHKA30M) IO
YKa3aHUIO BBILIECTOSIIEH OpraHW3aluy WM PYKOBOAMUTENA. B OTAENbHBIX
CllydyasX akT MOXeT ObITb COCTaBJI€H OJHUM WJIM HECKOJbKUMU

JOJDKHOCTHBIMU JIMITaMH.
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[ToBoabI At COCTaBIEHUSI aKTa MOTYT OBITh Pa3IMYHBIMH, OTCIOAA U
OONbIIIOE YHCIIO PA3HOBUIHOCTEH AaKTOB: aKThl JUKBUIAIMH (YUPEKIACHUH,
OpeaNpUsATUNA, OpraHu3aluii); mpueMa-nepenadn (Ipu CMEHE PYKOBOJICTBA,
nepegade Jied, MaTepUabHbIX LEHHOCTEW M T.JA.); JAEryCTalluM; IpHeMa
OOBEKTOB; IPOBEJACHUS MCIBITAHUM; YHUUYTOXKEHUS JI€J, HCIOPUYEHHBIX
TOBAPOB U T.II.; UHBEHTAPU3aI[M1, HECYACTHBIX CIIy4aeB, aBapuil u Jp.

HezaBrucumo OT pa3HOBUAHOCTU AKThl COCTABIISIIOTCS 1O €UHOM CXeMe.
[Ipexkne Bcero YiI€HBI KOMHMCCHHU JIOJDKHBI H3YUWUTh CYIIECTBO BOIPOCA,
NOJJIEKAIIET0 OTPAKEHWIO B aKTe, a TakkKe 3aKOHOJATEIbHbIE U
HOpPMAaTHBHBIC JOKYMEHTBI, PEryIUpyIOIlUe AaHHBIN Borpoc. Hampumep, B
YUPEXKACHUM TPOBOAUTCA MpPOBEpKa OpraHu3aluy paboThl C MHCbMaMmH,
xKamo0aMu M 3asABICHUAMM TpaxJaH. YJEeHbl KOMHUCCHM  JOJKHBI
O3HAKOMUTHCA C TUIMOBBIM TOJOXKEHHEM O BEIECHUHU JEJIONPOU3BOJCTBA IO
IOPE/UIOKEHUAM, 3asBJICHUSIM U jKajgo0aM TIpaxJaH B TOCYJapCTBEHHBIX
opraHax, Ha TMPENNPHUATHIX, B YUPSKICHUSIX M OpraHu3alusax (Ipyrux
HOPMATHBHBIX JOKYMEHTOB IIOKa HET, MPOEKT HOBOTO 3aKOHA e€IIe Ha
paccMoOTpeHuu). 3HaHHUE ATOr0 JOKYMEHTA MOMOXKET KOMHUCCUU OIpEAeNUTh
CBOEBPEMEHHOCTh PACCMOTPEHHs ’Kajo0, HAMETHTh KPYr BOIPOCOB IS
IPOBEPKH.

B akre oTpaxaroTcst TOJIBKO T€ (PaKThl, KOTOPbIE TOYHO YCTAHOBJICHBI
JMILIAMHM, TIOAMKUCHIBAIOUIUME JOKYMEHTHI. [lepBoHauanbHO BEYTCS YEpPHOBbBIE
3aIucH, GUKCUPYIOIINE KOJIMUECTBEHHbBIE JaHHBIE.

AKT odopmisieTcss Ha obOmieM OnaHke. JlaTa W MECTO COCTaBJICHUS,
npocTaBisieMble B OJaHKE akTa, JOJDKHBI COOTBETCTBOBATH JAT€ U MECTY
aKTUPYeMOro coObITHS. [l 3HAYMTENHPHOTO KOJWYECTBA MOBTOPSIOIIAXCS
CUTyallMi HUMEIOTCS YHHU(PHUIIMPOBaHHBIE (DOPMBI aKTOB O JIHMKBUIAINH
YUPEeKACHUS,  OObEAUHEHHs,  MPEANPHUSNTHS,  aKTOB,  COCTaBISIEMBIX
apXUBHBIMU YUPEKIACHUSIMHU MPU MPOBEPKE HAJIMUUS U COCTOSIHUS apXUBHBIX
JeJ1 ¥ T.11.

TekcT akTa ACIIUTCA HA TpU YaCTHU: BBCACHHUC, KOHCTATUPYIOIIYIO YaCTh
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U BBIBOJABL. TeKCT BBeJEHUS BO BceX akrtax ¢opMmaiu3oBaH. B Hem
YKa3bIBAE€TCSI OCHOBAaHHME [JIsl COCTaBIICHMSI AaKTa, NEPEUMCIAIOTCA JIHIA,
COCTaBIISIIONINAE aKT (MOTYT OBITh YKa3aHbl U TMPUCYTCTBYIOIIWE TPU ITOM
muua), Hauwmnaercs 3ta yacte akrta cioBoM «OCHOBaHUE», KOTOPOE
neyaTraeTcs 4depe3 JBa-TpU HMHTEpBaja IMocje 3arojoBka, ¢ ab3zama. [locre
cinoBa «OCHOBaHHE» CTaBUTCS JIBOETOYME M YKa3bIBAIOTCSI HAaUMEHOBAHUE
pactopsiANTENHLHOTO JOKYMEHTA B UMEHUTEIHHOM IaJIeKe, €ro gata, HoMep 1
3aroJioBoK. Hanpumep:

OcHoBanue: mnpukaz aupekropa 3aBoma oT 24.05.2000 Ne 89 «O
MIPOBEICHUY MHBEHTAPU3allU1 MAaTEPUAIbHBIX LIEHHOCTEW HA CKIIAAEM.

C HOBOIi CTPOKH TPSIMO OT TIOJIEH C MPOMUCHON OYKBBI MHIIETCS CIOBO
«CocraBieH» M Jajee NEPEUUCIAOTCS (paMuauu ¢ WHULNWAIAMHU
COCTaBUTENCH aKTa MO0 MPUBOJUTCS COCTaB KOMUCCHU. Hanpumep:

CocrabiieH:

[Ipencenarenp

Jonocnocmo, hamunus, uHUYUATbL

Yj1eHbl KOMUCCHUMU:

YsieHb! KOMUCCHH: 1.

Jlonoicnocms, hamunus, uHUYUATbL

[IpucyrcrBoBain: 1.

Jlonoicnocmo, hamunus, uHUYUATbL

daMuIMy WICHOB KOMUCCUU W MPUCYTCTBYIOIIMX PACIIONAraroTcs IO
andasuty. B Ha3BaHWE NOHKHOCTH BXOJUT U HA3BAHUE YUPEKICHHUS.

Koncrarupyromas yacte HauumHaeTcs ¢ ab3ama. B Hell wu3mararoTcs
1eIM, 33Ja4¥ U CYIIECTBO PpabOThI, MPOJEIAaHHON COCTABUTEIISIMH aKTa, €€

pe3ynbTaThl. Pe3ynbraThl paOOThl MOTYT OBITh MPEACTABICHBI B BHUJC
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TAOJIUIIEL.

B 3akmrounTensHON YacTHM aKTa JICNAIOTCS BBIBOJABI WIIU  JTAIOTCS
peKoMeHJanMu. OJTa dYacThb TEKCTa He oO0s3aTellbHa — aKT MOXKET
3aKaHYMBATHCS U KOHCTaTanuen (pakTos..

[locne Tekcra meped MOANMMUCSIMHU TMPU HEOOXOAMMOCTH YKa3bIBAIOT
KOJIMYECTBO COCTABJICHHBIX SK3EMIUISIPOB aKTa U MX MECTOHAXOXJEHHue (9Ta
4acTh aKTa Takke He o0s3aTenbHa). Hanpumep:

CocraBieH B 3-X 3K3eMIUIIPAX:

1-i1 5K3. HanpaBieH B MuH3koHoMuKkHu Poccun

2-ii 3k3. HanpasiieH B MIIC Poccun

3-1 9K3. — B geio 05-24.

3aBepmIaloT TEKCT aKTa IMOANMUCH. AKT IOAMKMCHIBAIOT TMpeEIceaareib
KOMHUCCHM W BCE COCTaBHTENW. lIpM TOANMHMCAHWM JOJDKHOCTH TIEpes

damunuaMu He yKa3bIBatoTca. Hanpumep:

[Ipencenarens komuccuun Iloonucwe K 4. Jlakun
YJieHbl KOMUCCHMU: B.H. Knupumios
Iloonucw
N.H. Iloramnos
Iloonuce

H.H. Jlamiriina

Tloonuce

Kak # BO BCAKOM JOKYMEHTE, B aKT€ Iepes TEKCTOM HMEETCs
3arojIoBOK, HauMHamomuiica ¢ npeanora «O» («O6») u dopMynupyemblit ¢
IOMOIIBIO  OTTJIAroJIbHOro  cymectBuTesnbHOro  «O  mposepke», «O
npueme-tiepenauey, «O cnucanumn», «O0 yHUUTOXKESHUN» U T.11.

HekoTtopeie Buabl akToB TpeOyrOT yTBepxkaAeHHs. Hampumep, akt o
JUKBUJIALMM  YUYPEXKACHUS YTBEPKAAECTCA PYKOBOIUTENIEM BBILIECTOSAIIETO
BEJOMCTBa (MUHUCTPOM), aKT O BBIJEICHUH K YHUUYTOXEHHUIO JTOKYMEHTOB U
JIeNl — PYKOBOAMTENEM YUpexKAeHHs. Y TBepxKaeHue odopmisieTrcss rpudom B

cootBercTBUU ¢ TpeboBanusimu ['OCT P 6.30-97.
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[IpuBenem npumep oPOpMIICHHS aKTa:

MunucTepcTBo KynbTyphl Poccun YTBEPXIAIO
Komurer no kynbType NpeacenaTeiib
KOMHUTETA
AJIMUHHUCTpaluu lloonuces H.W. TlerpoB
Haumenosanue oonacmu Jlama
AKT

18.05.2000 Ne 12
r. HoBocuOupck
O npoBepke COXPaHHOCTU JOKYMEHTOB B KOMUTETE

OcHoBanue: npuka3 npeacenarens komurera ot 20.04.2000 Ne 102 «O
IIPOBEPKE COXPAHHOCTH YIPABIEHYECKUX IOKYMEHTOB.

CocTaBiieH KOMHUCCHEN B COCTaBE:

[Ipencenarens: 3am. nmpeacenarens komurera Cugopos ['.B.

Unens! komuccuu: 1. 3aB. o6mum otaenom ['puropresa H.1.

2. Mucnekrop ornena kaapoB Muxannosa I'.I.
3. 3aMm. rmaBHoro Oyxranrepa Mepikuna C.1.
4. Pedepenrt IIpokynuna M.B.

B mnepuon ¢ 16 mo 18 mas 2000 roma xomuccus mpoBepuia
OpraHU3alMIo0 U YCIOBUS XPAHEHUs YIIPABICHYECKUX IOKYMEHTOB B KOMUTETE
KYJIbTYphl. JJOKYMEHTBI XpaHSTCS B CTPYKTYPHBIX MOAPA3ACICHUSIX U B 00IIIEM
oTJIeTIe.

Homenknarypa nen exeromHo coriacoBbiBaeTcsi ¢ HoBocuOupckum
obOnmacTHpIM apxuBoM. (DakTOB THOENTH, yTpaThl, MOPYU WM HE3aKOHHOTO
YHUYTOXKEHUS JJOKYMEHTOB HE YCTAHOBIICHO.

Komuccust pekoMeHayeT BBIIETUTh U O00OpYyI0BaTh CIEHUATBLHOE
MOMEUIEHUE JIJISl apXUBa KOMUTETA.

CocragiieH B 2-X 3K3eMIUISIpax:



This document was created by Unregistered Version of Word to PDF Converter
1-i1 — B neno Ne 1-23
2-ii — B 00JTaCTHOM apXWUB.
[Ipencenarens komuccuu  Iloonuce I'.B. Cumopos
UieHbl KOMUCCHH: lloonucy H.W. I'puropreBa
Iloonuce T'T. MuxaiiinoBa
Iloonuce C.W. MpImikuna

lloonuce M.B. Ilpokynuna

Tenecpamma — NOKyMEHT, TepelaBaeMblii MO KaHajgaMm TejerpadHoi
cBsi3u. OT CBOEBPEMEHHOCTH Iiepellaydl M TONy4deHHs HHGOpMAIMU BO
MHOTOM 3aBHUCST CBOCBPEMEHHOCTh U MPaBUJILHOCTh MPUHATHUS PEIICHHUS.
[TosTomy uTOOBI oOO€CIEYuTh CpPOYHOE TMOJdy4YeHHE WHGOpMAIMK, OHa
nepenaercs mo tenerpady. s nepenaun pakCUMUIBLHON KOMUU JOKYMEHTA,
a TaKXKe CXEM, YePTEKEeH U PUCYHKOB UCIOJIb3YIOTCA (POTOTENErpaMMBbl.

B 3aBUCHMMOCTH OT TOro, HacKoJbKO OBICTPO HEOOXOIMMO IepeaaTh
nH(pOpMaIHIO, COCTaBUTENIb TEJIErpaMMbl YKa3bIBae€T CTEMEHb €€ CPOUYHOCTU:
«BHEOUEpEHAs», «IIPaBUTEILCTBEHHAs», «cpouHas» u T.J. Kareropus
TEJErpaMMbl YKa3bIBAETCS MEepe] aApecaToM.

B Ttenerpamme paercs TOYHBIM agpec Oe3 HMHIEKCAa: TFOpOJA, HOMEP
MIOYTOBOTO OTJEJICHUSI, YJIHIlA, IOM, HAMMEHOBAHUE YUPESKICHUsS, (haMUIIIs
nonmyyatens. Jlus ynemeBieHHs TeJerpaMM M YIOPOIIEHHs UX 00paboTKu
NPaBUTEIbCTBEHHBIE  YUPEXKACHUS W  MHOTHE  OpraHu3alud  UMEKT

3aperucCTpUPOBAaHHbIA Ha Tenerpade yCIOBHBIM WM COKpAlIEHHBIM ajapec:

Hanpumep:
KEMEPOBO KOJIOC I[IETPOBY
KPACHOAPCK KOBPA MAXHWHY
TOMCK I'PAHUT [TAXOMOBY

B Ttenerpamme, HampaBiIsIEeMOM B HECKOJIBKO aIAPECOB, KAXKIBIA aapec
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yKa3bIBaeTCs WHIWBHIyalbHO. [ledaraercs ampecar MPONMUCHBIMU OyKBaMHU.
TekcT TemerpaMMbl Tie4aTaeTcs Ha YUCTOM JIMCTE OymMaru Ha OJHOU CTOPOHE
4yepe3 JBa UHTEpPBaIa MPOMUCHBIMU OyKBaMu. MeXy CIIOBaMHU B TeJerpaMmMme
JieNaeTcs MpomycK B JBa ynapa. Hauanmo tekcrta mevaraercs c ab3ana, jaiee
ab3a1pl HE JOMyCKalTca. AJpec U TEKCT MedaTaroTcsi 0e3 mepeHoca CIIOB.
Wznaraercs Texker mpenenbHo cxkato. OH JODKEH COCTOSTh M3 OJTHOTO
JIOTHYECKOTO 3JIEMEHTa — 3aKJIFOUCHHUs. JIUIIh B MCKIIOUYHUTEIBHBIX CIydasx
JIOIMTYCKAIOT KPAaTKOE JI0Ka3aTeNbCTBO.

Bonpiroe 3Ha4YeHHE TIPU COCTABJICHUH TEJIETPAMMBI CIICTyeT MPU/1aBaTh
BBIOOPY CIJIOB, 0Ojiee TOYHO MNepeAarouux cmbici. Ilumercs Ttenerpamma
0CcoOBIM TenerpadHBIM SI36IKOM, 1O BO3MOXHOCTH 0€3 TMPEIIOrOB, COIO30B,
3HaKOB TpenuHaHusi. CMBICTIOBBIE OTTEHKH CJIOB M UX CBSI3b IEPEIalOTCA
MOPSJIKOM PACIOJIOKEHHUSI CIIOB B MPEIOKEHUH M MX OKOHYaHUsMH. Eciu
3HAKW TIPENUHAHUS BCE JKE€ HEOOXOAMMBI, TaK KaK HMEIOT CMBICIOBOE
3HAYCHHUE, OHW THIIYTCS COKPAIICHHO CTPOYHBIMU OyKBaMH: TOYKa — TUK,
3arsiTasi — 30T, TBOETOYNE — JABTY, KABBIYKH — KBY, CKOOKH — CKO.

CroBaMu B TellerpaMMe BCET/1a MUIITYTCs TaKue 3HaKU, Kak Ne (Homep),
- (Munyc), + (roc), ! (BoCKIMIATeNbHBIN 3HAK), ? (BONPOCUTEIHHBIN 3HAK),
% (miporieHThl), : (nenenue) u ap. Jlatel o6o3HavaroTcst apabckumu mupamu:
YUCII0, MECAII, TOA. Mexay nudpamMu pa3IeaIuTeNIbHbIC 3HaKH HE CTaBSITCS.

[IpuBenem nmpuMep TeIerpaMMBbl:

TOMCK 25
OBFBEJIMHEHUE OKCU]]
[MTPOCUM YCKOPUTH OTT'PY3KY IMTMJIIOMATEPHAJIOB tuk
JUPEKTOP ITPEATIPUATUA AHAPOH IIETPOB

630012, HoBocubupck-12, yin. Kpsiiosa, 5.
Ten. 24-02-83.

P/cuer
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Jupekrop H.N. Iletpos
Hcx. Ne

JlaTa

[Tpumep mmppoBaHHON TEIETPAMMBI:
KEMEPOBO AT'AT
I'PY3 CTPOUTEJIBCTBA OFBEKTA OTIIPABJIEH CAMOJIE- TOM
BTOPOI'O ®EBPAJIA tuk IIOATBEPAUTE TTIOJIYVUEHUE JUPEKTOP
KACKAJ COMOB

630070, r. HoBocubupck-70, yn. ['opekoro, 24.
Kackan. Ten. 24 02 50 P/cuer

JupexTop K.I1. ComoB
Hcex. Ne

JlaTa

3apanus

1. CocraBbTe TMpuKa3 MO OTKPHITOMY AaKIIMOHEPHOMY OOIIECTBY
«HoBocubupckuii 3aBoJi XUMKOHLEHTPATOB» 00 YTBEPKIACHUM HHCTPYKIMH
10 JIEJIONPOU3BOJICTBY Ha 3aBojie. B KOHCTaTHpyroIIel 4acTh yKaXUTe, 4YTO B
COOTBETCTBUM ¢ THUIIOBOM MHCTPYKLUMEHM 110  JCJIONPOU3BOACTBY B
MHHHUCTEPCTBAX, BeaomcTBax Poccuiickonn @enepanuu, yTBEPKICHHOU
pacniopsbkenueM [IpaButensctBa Poccuiickonn @enepannu ot 24.06.92 Ne
1118-p npencenarenem Komurera no nenam apxusoB npu lIpaBurensctee PO
[Muxos ILT., u ¢ TOCT P 6.30-97 xanuenspueir 3aBoja pa3paOoTaHbl
HIOPSIJIOK IIPOXOXKIACHUS JIOKyMEHTOB " CTaH/IAPThI Ha
OpPraHU3alMOHHO-PACIIOPAIUTEIBHYIO TOKYMEHTAMIO. B pacnopsauTensHon
YaCTU YTBEPAUTE HHCTPYKLUMIO U IOPYUYUTE 3aBEAYIOLIECH KaHLEIsIpUeH
00€ecreyuTh METOAMYECKOE PYKOBOJACTBO OpraHU3alUdel Jel0MpOr3BOJICTBA

Ha TPEANPUSTAA U YCTAHOBUTH KOHTPOJIb 3a COONIOJEHHUEM TpeOOBaHUIA
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UHCTPYKITUU.
2. CocraBbTe NPOEKT MpHKa3a MO IJIEKTPOBAKYYMHOMY 3aBOJy OO0
YCTAHOBJIEHHH €OUHOr0 peXuma padOThl LEHTPAJIBHBIX CKJIaa0B. B
KOHCTATUPYIOUIEH YacTU OTMEThTE, YTO OTIYCK I€XaM MAaTepuaigoB Co
CKJIQJIOB TIPEANPUATHUS B TE€UEHHWE DPAOOYero JHA HapyliaeT HOPMAaJIbHYIO
paboTy ckiaackoro ammapara. B pacnopsIuTenbHOM YacTH  YKaXKHUTeE
KOHKPETHBIE Yachl OTIIyCKa MaTEpUajOB CO CKJIAJOB, Ha30BUTE€ KOHKPETHBIX
JOJDKHOCTHBIX JUI (B JUPEKUMU U 1I€XaX), KOTOpble OTBEYAIOT 3a MEpPEBOJ
CKJIaJIOB Ha OoJiee palMOHAIbHBIM pexkuM padoThl. OcTanbHbIE MYyHKTHI B
pacnopsAUTEIbHON YaCTH U IPYTrUe€ PEKBU3HUTHI YKAKUTE CAMOCTOATEIBHO.

3. Hanmummre mnpoekt mnpukaza no OAO «Oxkcup» 00 wuTOorax
JIOKYMEHTaNbHON peBu3un paborel mnpennpusitus ¢ 01.02.2000 1o
01.09.2000. B akte peBu3uM 3apUKCHUPOBAHBI CIEIYIONINE HEAOCTATKU: HE
YIHOPSAJO0UYEH YUET JIMYHOIO COCTaBa, HEKOTOpPbIE JInuHble Aena UTP Haxonsarcs
B 3aIyILIEHHOM COCTOSIHWM; Y 3aBEIYIOLIEro ckiaaaoM MetamuioB [lerposa JI.H.
OKa3aJIMCh U3IMILKYU JIMCTOBOM cTanu (320 Kr) U HelocTaya CTAIbHOW JIEHTHI
(185 kr); momyckaeTcss HEOOOCHOBAaHHOE CIMCAaHUE YIIAKOBOYHOM Oymarw,
IBO3/IEM M 3allacHbIX 4YacTed I pEMOHTa O0O0OpYIOBAaHMS; B MEXaHUYECKOM
exXe JMOIMyLIEH Nepepacxo] npumos B KoaudecTBe 60 Kr; 3aBeAyrOlIuM
cknanackum  xo3sauctBom ILHM. SIKOBIEBBIM HECBOEBPEMEHHO OTIPYKEHA
MOCTaBIIIMKaM BO3BpaTHas Tapa, 3a YTO 3aBOJIOM yIuiadeH mrpad B cymme 1,5
ThIC. py0. JIpyrue pekBU3UTHI YKAKUTE CAMOCTOATEIHHO.

4. CocraBbTe MNpUKa3 MO CTPOUTEIBLHOMY KOONEPATUBY «3AIyCK» O
HENPABWJIBHOM HMCIOJIb30BAHUM CTPOMUTENBHBIX OTXOI0B. B BBOIHOHN yacTu
YKa)XHUTE, 4TO MPHU MPOBEpPKE pabOThI CKIIaJa MUIOMATEPUAIOB YCTAHOBJICHbI
(dakTel OTHyCKa B KOTENbHYIO MJSl CXKHUTaHUS OTXOAOB MUJIOMAaTepuaioB
IMHOM cBbime 20 cM. B 3aKiIOYMTENBbHOM YacTH CHERYET NPEMIOKUTH
3aBEeYIOIIEMY CKJIaJIOM OpraHuM3oBaTh pPadOTy M0 pead3alii OTXO/0B
YACTHBIM JIULIAM.

5. CocraBbTe npuka3s no npeanpustuto «Caim» o0 uTorax peBU3uu 1Mo
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npoBepke (PUHAHCOBOTO yduera. B KOHCTatupylomeid 4acTu YKaXKHUTE, 4YTO
peBu3ueil oOHapyxeHbl (akThl rpyOOro HapylieHus (PUHAHCOBOTO Y4erTa,
[OJIHOE OTCYTCTBHUE y4€Ta M OTYETHOCTH MO KOMAHJHUPOBKaM, OTCYTCTBHUE
JKypHaja yyera JOBEPEHHOCTEM.

6. CocraBbTe mpHKa3 00 uTorax padoThl ¢ JokyMeHTamu B 1998 r. B
OAO «Poaguna». B KoOHCTaTupylolledd 4YacTH YKaXUTE€ HA HU3KYIO
TpeOOBaTENbHOCTh PYKOBOAMUTENECH MOApPA3IECICHUN K KayecTBY MOATOTOBKHU
JOKYMEHTOB M KOHTpPOJIS 3a MX WCIOJHEHHEeM. B pacnopsautensHoil yactu
oOpaTuTe BHMMAaHHE PYKOBOJUTENEW Ha MOBBILIEHUE TPEOOBATEIBHOCTH K
paOoTHMKAM B 4acTu paboOThl ¢ JokyMeHTamu. JlaiiTe 3agaHue COTPYIHUKY,
OTBEYAIOIIEMY 3a JENIONPOU3BOJCTBO, pa3paboTaTb MeEphl MO YIyYIICHUIO
3TOU pabOTHI.

7. Hanumure nOpoekT TMpuKa3za JIUpeKTopa 3aBoja TOYHOrO
MaIIMHOCTPOCHUSI O MPEMUPOBAHUH PAOOTHUKOB IJIAHOBO-YKOHOMUYECKOTO
oTJIeNa 3a JOCPOUYHYIO0 pa3paboTky TexnpoM@uHIiuiana. [Ipemus Bbiaerca us
doHga MaTepuaTbHOrO TooIIpeHUus B pazmepe 60% MecsuHOro OkKJaja.
Jlpyrue naHHbIe B TEKCTE U PEKBU3UTHI YKAKUTE CAaMOCTOSITEIILHO.

8. CocraBpTe AOKIAAHYIO 3anucky Oyxranrepa Tumommnon WM. IL
rnaBHoMmy Oyxrantepy ¢upmbr «PyOun» babuuey ILIL. ot 15.09.1998 o
npousBeeHHo Tumommuon WM. II. mpoBepke BBINOJHEHUS IpUKa3a
nupektopa ¢upmbr ot 12.01.2000 No 92 «O cocTossHMM OyXTranTepcKoro
ydeTa Ha CTPOUTENhCTBE 0a3bl OT/bIXa B paiione OOckoro mopsi». B mpuxaze
ObLTM  yKa3aHbl  KOHKPETHBIE  CPOKM  JUKBUJALUM  HEJAOCTATKOB,
oOHapyxeHHbIX B sHBape 2000 r. B mokmanHoM 3amucke TOJDKHO OBITh
OTMEUEHO BBINIOJIHEHHE BCEX MYHKTOB MPHKAa3a, 3a UCKIIOUYEHUEM ITYHKTOB 00
OpraHM3allid pPaBHOMEPHOM €XEAHEBHOM cJadyn pabdOYMMH  HapsJI0B
oyxranrepy. Beisiiaero, uto 25 despans 1998 r. 6su10 cniano tombko 35,2%
Bcex HapsjoB. OcranbHble Hapsabl caanbl 1 mapra. [lo rpaduky cpok cnaum
NOCJIIEIHUX HapsJ0B 3a NPOUUIbIA MeCAl] YCTAHOBIIEH IIEPBOrO 4YHCIa

CICAYIOLICIO MECAla. OcranbHbIe JaHHBIC YKA)KUTC CaMOCTOATCIIbHO.



This document was created by Unregistered Version of Word to PDF Converter

9. CocraBbTe NOKJIAAHYIO 3alUCKY IJIaBHOTO OyxranTepa IUpPEKTopy 00
uTOrax padoThl MO IEHTPAIU3alUNA PACUETOB C paOOYMMHU U CIYKAILUMH B
BIL[ 3aBoma. LleHTpamu3anus pacyeTroB Oajla BO3MOYKHOCTh IEPEBECTH Ha
JPYTyI0 paboTy MATh OyXrajaTepoB I1€XOB, YMEHBIIIUTh OMIMOKK B pacuerax ¢
paboyuMu U CIy>KallUMHU, YCWJIUTh KOHTPOJb 3a pacxojoBaHUEM (DOHIOB
3apaboTHOM maThl. B 3akiodeHne HEOOXOIWMO TOCTaBUTH BOIPOC O
IpeMUpPOBaHUU pabOTHUKOB Oyxranrtepuu u BLl, oGecneunBarommx nepexos
Ha LEHTPAJU30BaHHBIM pacyeT 3apabOTHOW mMmiaThl Mo 3aBoay. OcTalibHbIE
JAHHBIE YKAKUTE CAMOCTOSITENILHO.

10.  CocraBpTe  JOKIAJAHYIO  3alUCKy  CceKperaps-pedepeHrta
PYKOBOIUTENIO MpeAnpusitus o0 yrepe pabotHukoMm CremanoBeiM [.1.

NI CbMa-3apoca, MOCTYNUBILETO B aJIpeC NPEAIPUITHS JIBa MECSLA HA3a/I.
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11. CocraBere u odopmute Ttenerpammy ¢upmbl  «HOHHCHOY»
Kemeposckomy npennpusaruio «Kpucramny o MOJTHOM OTKa3e OT OIUIAThI 3a
MOCTYIHUBIIYIO MPOAYKIMIO B CBSI3M C TEM, UTO 3Ta MPOAYKIUS HE ObLia
3aka3zaHa. OCTalbHbIE PEKBU3UTHI YKAKHUTE CAMOCTOATENIBHO.

12. CoctaBbTe JOKJIAHYIO 3aMMCKY HaYaJIbHUKA OT/EIa PYKOBOAUTEIO
npennpusitTis o (akTe HEBBINOJHEHUS PACIOPSDKEHHMS O  MOHTaXe
o0OpyJI0OBaHUS HA Yy4YacTKe IO MPUYMHE CIabOro KOHTPOJSL CO CTOPOHBI
IJIABHOTO MEXaHHUKa.

13. CocraBbTe JOKJIAAHYIO 3alUCKy TIJIaBHOTO Oyxrairepa
PYKOBOJIUTEIIO MPEANPUSATUSI O HEOOXOJUMOCTH LEHTPATU3ALNU PACUETOB C
paboTHUKaMu mnpeanpuatus. B 00sS3aHHOCTH y4eTHBIX PAOOTHHKOB IIEXOB
JOJKHO BXOJMTH JIMIIL OGOPMIICHUE TEPBUYHBIX JOKYMEHTOB IO Y4YETy
BbIpaOoTKU. B noknagHOW 3amucke HEOOXOIMMO TMOJATh MPEIIOKEHUE O
MEPECMOTPE MITATOB OTUYETHBIX PAOOTHUKOB B II€XaX U TJIABHOW OyXraiarepuu
U3 pacuera oOIIEero COKpalleHus mTaToB He MeHee yeM Ha 20%.

14. CocraBpTe NOKJIAIHYIO 3aMMCKYy O MPUYMHAX HECBOEBPEMEHHOCTH
npejacTaBieHuss UHGOpPMAIMM O  BBINIOJIHEHUWH TMpUKaza  JIUPEKTopa.
OcranbHble PEKBU3UTHI YKAKUTE CAMOCTOSITENIBHO.

15. CocraBbTe JTOKJIAHYIO 3aMUCKY HayaJbHUKA
IUTAHOBO-KOHOMHUYECKOTO  OTJeNia  PYKOBOAMTENIO  HPENNpusitus 00
oOecreyeHun OTJeNa YeThIpbMsi KoMIbioTepaMu. OcCTalbHbIE PEKBUZUTHI
YKaXUTE CAMOCTOSITENBHO.

16. CocrtaBbTe MPOTOKOJ 3aceAaHUs] MHBEHTAPU3ALMOHHON KOMHUCCUU
3aBOJIa Ta30BOM ammaparypbl, Ha KOTOPOM pacCMaTpuBaJICI BOIPOC O
pe3yibTaTax HHBEHTapu3aluMu 1o ckiagy Ne 2 BcrmoMoraTenbHBIX
maTepuanoB. Ha 3acenannu ObUIO MPUHATO MOCTAHOBJICHUE 00 YTBEPKIACHUU
pEe3yJIbTATOB MHBEHTAPU3AIlUM U OTHECEHHUS 3a CYET 3aBEIYIOLIErO CKJIaJIoM
HEJ0CTa4M BCIIOMOTaTEIbHBIX MaTepuaioB B cymme 365 miH pyO., a Takxke
3a4MTaHbl CIMYHUTENbHAsS BEIOMOCTh MO ckiagy Ne 2 u oOBsicHUTENbHas

3dlIMCKa 3aBCAYIOIICIO CKJIAIOM. OcranbHbIC JaHHBIC OIIPCACIINTC IO CBOCMY
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YCMOTPEHHUIO.

17. CocraBbTe TMONHBI MPOTOKOA OOIIEro coOpaHus pabdoyux
IIPOM3BOJICTBEHHOTO0 KOOMepaThBa «3alyck», Ha KOTOPOM OOCYXaajcs
BOIIPOC O CO3J@HUM IPOU3BOACTBA CTPOUTENBbHBIX MAaTEPUANOB IS
CTPOMTENLCTBA KWIbIX JO0MOB. Ha coOpanuu Oblna 3aciyiiana uHdopmarius
npescenaress 0 BO3MOXHOCTH CO3/IaHUsl TAKOTO Ie€Xa M MNEepCHEKTUBAX €ro
pabotel. Ilocne oOcyxneHuss ObUIO MPUHATO PEIICHHE MOPYYUTh
peceaTeli0o U ero 3aMECTUTEINIO MO CTPOUTENbCTBY B T€UEHHUE ,0 MecsIeB
pa3BepHyTh pabOTy M BBLACIUTH IS 3TUX Leieit 315 muH pyo.

18. CocraBbTe KpaTKHil MPOTOKOJ MNPOU3BOACTBEHHOIO COBEILAHUS
pabOTHUKOB IJIAHOBO-)KOHOMHUYECKOr0 OTJEda 3aBOJa MEANpENnaparoB, Ha
KOTOpOM  ObUI ~ pacCMOTPEH  BOIPOC O  JOCPOYHOM  pa3paboTke
texnpombunmiana Ha 1998 r. Ilocne oOcyxneHus MPOU3BOACTBEHHOE
COBELIaHHWE NPUHAJIO pelIeHHE pa3padoTarh TEXNPOMQUHIUIAH HA TPU JIHSA
paHblIe  YCTaHOBJIEHHOro  cpoka.  OcTajibHble  J@HHBIE  YKaXHUTe

CaMOCTOATCIIBHO.

Hpuiaoxenus
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Ipunoorcenue 6.

Oopa3sen opopmiieHus1 yctaBa

(YrimoBoe pacnoioXeHUue PEeKBU3UTOB)

1

YTBEPX/IAIO
Mecmo pecucmpayuu
Jlonorcnocmo
~ HNuewvwngwumansr,
bammms
Iloonucwo
Jlama
VCTAB
- Haumenosanue npeonpusamus
IO p u hi§ u q e c K u %1
aJipec:

1. Obmue mooKeHMs

2. IlpenMer u nenu AesTenbHOCTH, IIpaBa

3. Oprassl ynpaBlIeHHUs] U KOHTPOJISL, UX KOMIIETEHIIHS

4. Topsimok pacnpeneneHus: npuObUIH U popMupoBanus GOHIOB
5. lNapantun paboTHUKAM TIPEINPUATUS

6. YcnoBus peopraHu3aliy U JUKBUIAIUN

JIOMKHOCTD PYKOBOAUTEIIA lloonucw WNuutmans, hamMumis
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Ilpumeuanue: pa3iensl ycTraBa MOT'YT ObITh JJOTIOJHEHHBI.

IIpunooicenue 6.2

Oo6pa3zen opopmiieHUS TOT0KEHUS

(YrioBoe pacroioXeHUue PEeKBU3UTOB)

['ep6 PD
HanmenoBanue opranusanuu YTBEPXIAIO

HaumeHoBaHue CTPyKTYpHOIO Honocrnocmyo
HOJpa3/ieleHus

Muaunuans,

bammms

[TOJIOXKEHUE
No

Jlama

1. OO01Ire noI0KEeHN
2. llenu u 3apaun
3. ®yHKIMHU

4. IIpaBa 1 OTBETCTBEHHOCTH
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5. B3auMOOTHOWIEHNUS C IPYTUMH CTPYKTYPHBIMH NOAPA3IECICHUSIMU

JIOIKHOCTE PYKOBOAMTEIIS Iloonuce Nuunmanel, haMmunms

Ipunoscenue 6.3
Oo0pasen opopmMiIeHUS MOCTAHOBJICHUSA

(C IpOJOJILHBIM PACIIOIOKEHUEM PEKBU3UTOB)

I'ep6 PO
HanMenoBanue opranuzanuu

ITOCTAHOBJIEHUE

Lama Pecucmpayuonnuiii Homep 0okymenma

Mecmo uzoanus 0okymenma

3A20]1060K K meKcmy noCmaHoe6J/IeHUA

Texcm

[KoHcTaTupyomas 4acrpb
Berynnenue (ykasplBalOT IPUYMHY U3JaHUS TOKYMEHTA)
JlokazaTenbCTBO (M3JIarar0T OCHOBHBIC (PaKThI)
3akimoueHue (0OTMEYaroT e U3AaHus TOCTAaHOBIICHUS )

PacnopsiauresibHas 4acTh

(COCTOUT M3 MYHKTOB, TPU HEOOXOAMMOCTH U3 MOJIITYHKTOB)
1. JleficTBre, KOTOpOE HEOOXOAMMO MPEAITPUHSITH

2. Cpok UCTOTHEHUS
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3. OtBercTBeHHBIE 3a HCMOJIHEHUE ((pamMuaus, UHUIUATIL JTOHKHOCTHOTO

JMIA, HA KOTOPOE BO3JIOKEH KOHTPOJIb 38 UCIIOJTHEHUEM ) |

JIOIKHOCTE PYKOBOAMTEIIS Iloonuce Nuunmanel, hamMunms
Bu3zwvl coenacoeanus 0013cHoCmubIX AUy

(6K1I0UASL UCNOSIHUMENS, TOPUOUYECKUEe CTYHCObL,

@uHancosvle opeansl u m.d.) — Ha 0OOPOTHOM CTOPOHE JIUCTA.

Ilpunooswcenue 6.4

Oo0pa3sen BBITUCKH U3 MOCTAHOBJIEHUS

(C IPOJOJILHBIM PACIIOIOKEHUEM PEKBU3UTOB)

Haumenosanue opeaHuzayuu

BBIITMCKA U3 [IOCTAHOBJIEHHA

oT No

Mecmo uzoanus

3az01060K nocmano6IeHUs

Texcm

[[IoBTOpEHME BCEl KOHCTATHPYIOLIE YaCTH JOKYMEHTAa

(cM. mpusoxk. 6.3) ¢ BEIMUCKON HY)KHOTO MTYHKTA]

JIOMKHOCTD PYKOBOAUTEA Iloonucw Nuunmanel, hamunms
Bepno:

JlomxHOCTh paboOTHUKA,

MOATOTOBUBILIETO BBIMTUCKY

U3 IOCTaHOBJIEHUS Iloonuce Wuunumans, hamMunus
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JlaTa
[Teuats
IIpunoocenue 6.5
Oopasen opopmiieHUs1 pacOPsIKEeHHSI
(C IpOJOJILHBIM PACIIOIOKEHUEM PEKBU3UTOB)
I'ep6 PD
Haumenosanue opeanusayuu
PACITIOPAXEHUE

Llama Pecucmpayuonnwiii nomep

00OKyMeHma

Mecmo uzoanus 0okymenma

3a201080K K mexKcmy pacnopAsiCeHus

Texcm

[KoHcTaTupyoumas 4acrb
Berymiienne (ykasplBaloT NPUYMHY U3JaHUA JTIOKyMeHTa) Jloka3arenbcTBO
(M35araroT OCHOBHBIE (PAKTHI)

3akimoueHue (OTMEYArOT LEb U3AaHus TOCTAaHOBIICHHUS )

PacnopsiauresbHas 4acTb
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(COCTOUT U3 MYHKTOB, IPU HEOOXOAUMOCTH U3 MOJITYHKTOB)
1. [eficTBUEe, KOTOpPOE HEOOXOAMMO MPEATPUHSITh

1.1. |

1.2. | KoHkpeTHble nopydyeHus

U T.]1. |

2. Cpok UCTOTHEHUS

3. OTBeTCTBEHHbIE 3a UCHOJMHEHHE ((paMuius, HWHULKAIBI

JOJKHOCTHOTO JIMIIA, HA KOTOPOE BO3JIOKEH KOHTPOJIb 38 UCIIOJTHEHUEM ) |
JIOMmKHOCTD PyKOBOAUTEIIA Ioonuce Nantmansl, haMumus

Bus3vl coenacosarnus 001cHOCMHBIX TUY
(Ha 00OPOTHOM CTOPOHE JIUCTA)

IIpunoscenue 6.6

OO0pa3zen BBIIUCKH U3 PACHOPSAKEHUSA

(C IPOOJILHBIM PACIIOIOKEHUEM PEKBU3UTOB)

Haumenosanue opecaruzauuu

BBLITITMCKA N3 PACIIOPSKEHUA
Ot No

Mecmo uzoanus

3azonosox PACRODPAINCERUA

Texcm

[[loBTOpEHHE BCEW KOHCTAaTHUPYIOLIEH YacTH TOKYMEHTAa C BBIIHCKOM

HYKHOT'O ITYHKTA]

JIOIKHOCTD PYKOBOAUTENA Iloonucw Nuunmanel, hamunms
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Bepno:

JlomxHOCTh paboOTHUKA,

IMOATIOTOBHUBIICTO BBIIINCKY

U3 pacClOpsKEHUS Iloonucw Nuunuanel, haMmuims

Jlara

Ileuarn

Oo6pa3zen opopmiieHHUs1 IPUKA3A

IIpunootcenue 6.7

(C MPOIOTBHBIM PACTIONIOKEHUEM PEKBU3UTOB)

I'epb6 PD, 2epb pecnybuxu
(ecrm rocy1apCTBEHHOE MTPEANIPUATHE)
Haumenosanue munucmepcmaea
(ecnu rocyiapcTBEHHOE TIPETPHSITHE)
Haumenosanue opeanuzayuu
[TPUKA3
Ot

Jlama

Mecmo uzoanus 0okymenma
3azono60k k mexcmy npukasa
Texcm
[KoncTraTupyomas 4yacrb

Otnensiercss OT pacnopsAUTETLHON YaCTH CJIOBOM
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ITPUKA3BIBAIO:

PacnopsiauresibHas 4acTh

(cocToUT U3 MYHKTOB, MTPU HEOOXOJUMOCTH U3 TTOAIMTYHKTOB)

1. JleficTBHe, KOTOpOE HEOOXOAUMO MPEATPUHSATH

1.1. |

1.2. | KoHKkpeTHbIe opy4ueHus

U T.J. |

2. OrtBercTBEHHBIE 3a  HWCHONHEHWE  (daMUIMs, WHUIHAIGI
JOJIKHOCTHOTO JIMIIA, HA KOTOPOE BO3JIOKEH KOHTPOJIb 32 UCTIOJTHEHUEM ). |

JIOIKHOCTh PyKOBOAUTES Iloonucw Nuunmanel, hamunms

Bu3zwbl coenacosanus 0onxcHocmubix auy

(Ha 0OOPOTHOM CTOPOHE JTUCTA)

Ipunoowcenue 6.8

Oopa3sen opopmiieHUs1 MPUKA3a

(C YIJIOBBIM Pacmnoyio)KEHUEM PEKBU3UTOB)

T'ep6 PO
Haumenosanue opeanuzayuu
ITPUKA3
oT No
Jlama

Mecmo uzoanus dokymenma

O BHECEHNHM U3MEHECHUIH

B JIOJDKHOCTHYIO HHCTPYKIIHUEO

Haumenosanue kamezopuu
pabomuukos omoena

B CBSI3U C



This document was created by Unregistered Version of Word to PDF Converter

Ocnoesanue

ITPUKA3BIBAIO:

Buectun B JIOJKHOCTHYIO UHCTPYKIIUIO

(Haumenosanue kxamezopuu pabomnuxos omoeia)
CIICAYIOIINE U3MEHEHHUS:

l.

J1OmKHOCTD pyKOBOAUTEIA Ioonucs Nuunmanel, hamunms

Bu3zwbi coenacosanus (Ha 0OOPOTHOM CTOPOHE JTUCTA)
Ipunoscenue 6.9

Oopasen opopmiieHUs POTOKOJIA
(C MPOIOTBHBIM PACTIONIOKEHUEM PEKBU3UTOB)

l'ep6 PO
Haumenosanue opeanuzayuu
I[MTPOTOKOJI
Ne
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Jlama

Mecmo uzoanus

3aroJIoBOK:

3acenaHus KOMUCCHU IIO...

[Tpenacenarens — CmupHoB C.C.

Cexperapb — AnToHoBa M.N.

[TpucyrcrBoBanu: 30 yenoBek (CIHMCOK MpUIaraeTcs)
(ecmu 10 15 yenoBek, TO B MPOTOKOJIE
yKa3bIBAIOTCA (PaMIIINK ¢ UHUITHATIAMA
B aJI(paBUTHOM TIOPSITIKE Yepe3 3arsATyio)

TIOBECTKA JTHS:

1. O nopsiike MOArOTOBKU K KOH(PEPEHIIHUH.
Jlokiiaz 3aBe1yrOIIero. ..

2.0...

1. CJIVIIAJIA:

CokomnoBy A.W. — TEKCT IOKIIa/ia MpUIaraeTcsl.
BBICTYIIAJIN:

NBanoB M.N. — kpaTkast 3an1uch BBICTYIJIEHUS (OT TPETHETO JINLA).
INOCTAHOBMJIN:

1.1. Omo6puTs...

1.2....

2. CJIVIIAJIA:

BBICTYIIWJIN:

[TOCTAHOBWJIA:

[Ipencenarens Iloonuce C.C. CmupHOB
Cexkperapb Iloonuce M.A.
AHTOHOBa

Ipunooswcenue 6.10

Oopa3zen opopmiieHUs1 CIPABKH

HammenoBanue oprannszanuu AJnipec opraHusanuu,
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KOTOPOM HaIIPaBIISETCS

CTIpaBKa

CIIPABKA

Jlama

Mecmo uzoanus

D.U.O. nornocmoio

paboraer B JOJDKHOCTH

Ee MECSIYHBIN OKJIaJg
pyo.

JIOIKHOCTE PYKOBOAUTEIS Iloonuce Nuunmanel, hamMunms

Ipunoocenue 6.11
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Oopasen opopmMiIeHU TOKIATHOH 3aNIUCKH

HanmeHnoBanue opranusanuu

JOKJIA/THASA 3AIINCKA

Ne Anpecar

Jlama

Mecmo uzoanus

Texcm
(ComepxuT OOCTOSITENIPHOE H3JI0KEHHE KaKoro-mubo Bompoca ¢

BBIBOJIAMU U MPEJJIOKEHUSIMU COCTABUTEIIA).

JIOIKHOCTE PYKOBOAUTEIIS Iloonuce Nunnmanel, hamunms

Ipunoocenue 6.12
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Oopa3zen opopmiieHHs1 00bICHUTEIBLHOM 3aNMCKH

[lonpasnenenue, oTaen PykoBonutento opranuzanuu

oTAciia, moApa3acCiICHUA

CDaMI/IJII/Iﬂ, HMHUIIUAJIbI

OBBACHUTEJIBHAA 3AIIMCKA

No

Jlama

3aronoBok («O» mwmm «O06»)

Texcm

(ComepxuT OOBSICHEHWE NPUYMHBI HEBBIIOJHEHUS KaKOro-Jmoo

pacnopsKeHus, MpUKasa, YCTHOTO YKa3aHUs ).

JIOIKHOCTh PyKOBOAUTES Iloonucw Nuunmanel, hamunms

Ipunoocenue 6.13
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Oo0pa3sen opopmiIeHUS aKTa

I'ep6 PO 1. YTBEPXXJIEHO
HanmenoBanue oprannszanuu IIpukas pykoBoguTens
AKT oT Ne
Ne Jlama
Jlama 1583071

2. YTBEPXKJIAIO

Mecmo U30AHUA
J1OJIKHOCTB
Unuyuanaw,
damunus
Iloonuce
Jlama
(Haopumep. "O0 yvanuToxkeHuu...")
3aconosox akma
OcHoBaHue: IpUKA3 PYKOBOJHUTENS
oT Ne

«

»
CocraBiieH KOMUCCUEN:
[Ipencenarens:

Jlondcnocmo, pamunus, uHUYUATDL
YsieHpl KOMUCCHUU: 1.

Jondcnocmo, pamunus, uHUYUATDL
2.

Honxcnocmo, hamunus, unuyuansl
Texcm
CocrabiieH B 3-X 3K3eMIUISpax:
1-i1 sx3eMIuIsp:
2-i1 HK3EMILIAP:

3-i DK3EMIULIP:

[Ipencenarens komuccuu lloonucw Nunimanel,
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bammns
YjieHbl KOMUCCHUH Tloonucwe Nuannmansi,

bammns

Ipunoscenue 6.14

Oo0pa3zen opopmiieHHA TeJlerpaMMbl

(OcraBnsaTh MECTO IS
HITaMmIa OpraHu3alum)

Anpecar

Henax peanu3auuMyd TOCYJApCTBEHHOW IPOrpaMMbl  YIYYIIECHHS
JIEKapCTBEHHOr0  obOecreueHus 30T  pa3BuUTUA  (papMalieBTUUeCKOn
npomeiiuieHHocT 1999 — 2000 romax Aamunucrtpanust HoBocubupckoi
001acTH TPOCUT COOOLIUTH OCHOBHBIE MOKA3aTeIM YKa3aHHOW IMPOrpaMMbI
TEPPUTOPUHU 30T B TOM UHCIE MPEAYCMOTPEHHBIE CTPOUTENIHCTBY OOBEKTOB
30T 00beMbl (PUHAHCHUPOBAHUSA U3 PECHyOJUKAHCKOro OmoKeTa TYK

JlomxHOCTh U (pamMuust

Tonuwiii aopec omnpagumers

JIOIKHOCTE PYKOBOAUTEIIS Iloonuce Nunnmanel, haMunms
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Ileuatnp

JlaTa
daMUIKSA UCITOJTHUTES

u ero TenedoH

Hcx. Ne oT

Ilpunootcenue 6.15

Oo6pa3zen opopmiieHHs CIYyKeOHOr0 MUCHLMA

(C MPOIOTBHBIM PACIONIOKEHUEM PEKBU3UTOB)

I'ep6 PO

Haumenosanue opecaruzayuu

Cnpagounvle OanHble Opeanu3ayuu

Ne Anpecat

Jlama

Ha Ne oT

3aroJIoBOK M1uchma
(HauMHaeTCs ¢ MPeJJIoroB
"O" Win "06")

Texcm

JIOMKHOCTD PYKOBOAUTEIIA Iloonucw WNuautmanst, hamMumis
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damMuIKs UCIOTHUTEINS
Y HOMED €ero TenedoHa
(mu @.1.0. ucnonHUTENS

U HOMeEp ero TenedoHa) .

[Mpumeuanne. Ecam mucemMo Ha nucte dopmara A4 — obOsizaresneH

3aroyioBoK, ( popmara A5 — 3aroioBoK He oOsi3aTesIeH.

Ilpunoscenue 6.16

Oobpa3sen opopmiieHus MJIaHA

YTBEPXJIAIO

Jlonocnocmo

WNuunmane, hamumus

Tloonuce

Jlama

IUTIAH

Yero

1. IIpoBectu coBenianue pabodyeid rpynimsl.
Cpok 12.01.2000
Ots. Kpyrnoe U.1.



This document was created by Unregistered Version of Word to PDF Converter
3.

nT.AO.

JIOJDKHOCTh Tloonuce Nuunuanel, haMmuims

Ilpunootcenue 6.17

Oo6pa3zen Tadnu4yHOi GopMBbI IIAHA

(YriaoBoe pacrosioKeHUEe PEKBU3UTOB)

1. YTBEPX/JAIO

Jlonocnocmo

Hnuyuanel, pamunus

Iloonucw
Jlama
17810
2. YTBEPXJIEH
[Tpukaszom Ne
Jlama
IUIAH

Yero
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Ne i/t

Hanmenosanue

CpOK HUCITOJIHCHU A

OTBETCTBEHHBII
33 UCIOJIHEHNE
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JomwxkHocts [loonuce  Wuunmansl, hamMuims

Ilpunoscenue 6.18

Pacnoso:xxenue PEKBU3UTOB INUCbMa

(IpoONBHBIN BapUaHT)



This document was created by Unregistered Version of Word to PDF Converter

&
fd
= s
-4
b4 .
g "
g L
s o«
2 8 o bl .
- oW O
— v vt
S B
‘l:)
(2]
a2
& =




This document was created by Unregistered Version of Word to PDF Converter

Ipunoswcenue 6.19
Pacnosno:kenne peKBU3UTOB MUCHhMA

(YrsioBoii BapuaHT)
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Ilpunoscenue 6.20

PacnosioikeHue 0CHOBHBIX PEKBU3UTOB cnymeﬁnoro nmucomMa
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Ipunoowcenue 5.21

IIpumep opopmiieHHs CIYyKeOHOT0 MICHbMA



This document was created by Unregistered Version of Word to PDF Converter

AIMUHHCTPALUA T
HOBOCUEHPCKOH OBJTACTH _Ll—[”ipcnccnmcnm Hosocnbupekero
{ un. 06nacTHoro Comera nenyratos |

63001, r. HosocnBapek-114, T
Kpacuwit npocnexr, |8, B.B. Jlconony 2 wnm,
Ten: 22-25-15, 23.72-14, T

dakc: 23-69-72

29102002 Ne 125-00/
Ha Ne oT

Q nepenaue TpenNpHATHA
b B CORCTREMHOCT S 0OIACTH

$ wren. 1
Veawaemuli Brxrop Bacuascesun! F unm.
_\L 125 cu T
2 uninit. B COOTBCTCTBHH C MoAmKeHHeM "O6 ynparncHun v pac-

TH NOPBKCHHI COBCTREHROCTRIO 0BNACTH, 3akpericHAOI 30 O0RACT-  ne stence
HEIMH APSANPHATHAMY K yUpeaieHitami" Hanpasnslo Bam anaco- LU em
de MeNCE TNacOBANHA HOKYMCHTRL O Mepelade nIeMeHHOTO PRIGOBOIISCKO-
20¢cM  rg comxoaa "Mpuranse"”, HaxogsmWerocd B BCACHRH
Muticemxosnpona Poccuitckoif Gepepaimn, wa denepansHoi cob-
e CTBCHHOCTH B TOCYAAPCTECHHY O CO3CTRCHHOCTE HoBOCHOHDCKOH

obracTi.
2-3 wwm.

T Mpraoxenne: 1. Macemo Mincensxonnpona PO or 10.04. 99 Ne 8-33/225
Hal n e 1 2k3.
2. Mepesicun npeanpuATHii Ha § 4. B 1 DK3.
3. MncsMo YRPaBACHHA CENBCKOTO XO3ANCTBA
_\L apMuHucTpaiteyn obnacti o1 29.04.99 Ne 4-9/363
Ha i s | ok,
3w,

T  Inaea aAMURHCTPAUNH B.A. Tonokoncknii

HukIrrun
237597
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Tema 7.
HOMEHKJUIATYPA JIEJL
HOATI'OTOBKA JOKYMEHTOB
JJIs1 XPAHEHUS B APXUBE

1. OOmue nonoKeHus
2. ®opMHUpOBaHUE JIET
3. ITloaroroBka JOKYMEHTOB K TMOCHEAYIOIIEMY XpaHCHHIO |

HCIIOJIBb30BaHUIO

1. O6mme nosnoxeHust
Homenknamypa 0en1—3T0 YTBEPKICHHBIM CHCTEMATH3UPOBAHHBIN
nepeveHb Jiell, 3aBOJAMMBIX B YUPEKJICHUH, C YKa3aHUEM CPOKOB UX XpaHEHUS
B YCTaHOBJIEHHOM mopsiake. HomeHkmarypa gen HUCHONb3yeTcs Kak cxema
pacrnpesiesieHus] U TPYNIUPOBKH HCIOJHEHHBIX JOKYMEHTOB B Jiena (cxema
KJaccuUKaIm), yKazaTelb HWHICKCAIIMU JTOKYMEHTOB W JeJN, CPOKOB HX
XpaHEHUS, a TaKKe KaK CXeMa IMOCTPOCHUSI CIPaBOYHOM KapTOTEKH HE
UCIIOJIHEHHBIX  JIOKYMEHTOB. Kpome TOro, oHa SBISIETCA  YYETHBIM
JOKYMEHTOM B JICJIONPOU3BOJACTBE W AaApPXUBE YUPEKIAEHUS I el
BpeMeHHOro (710 10 jileT BKIOYUTENBHO) XpPAHEHHUS.
Homenkimarypa nen HeoOxoauma AJisi ObICTPOTO MOMCKa JOKYMEHTOB T10
uX cojiepaHuio U BujgaM. OT TOTro, HACKOJIbKO Ka4eCTBEHHO OHA COCTAaBJICHA,

3aBUCAT OIICPATUBHOCTD pa6OTBI C IOKYMCHTAaMHU N UX COXPAaHHOCTD. Hamuuue
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HOMEHKJIATYpbl A€ B KaXJAOM YYPEKICHUH, OpPTaHU3allUuH, MNPEANPUITHH
00513aTeNNbHO.

OCHOBHBIE MOJOKEHHUS TI0 COCTABJICHUIO HOMEHKJIIATYPHI J1€JT U3JI0KEHBI
B Enqunoit rocynapctennoit cucreme nenonpousBojactsa (EI'CJI).

Homenkmarypa fen MOXeT ObITh KOHKPETHOM, MPUMEPHONM U THUIIOBOM.
Kpome Toro, paznuyaroT HOMEHKIATYpPbI JI€JI CTPYKTYPHOI'O MOAPA3/ICIECHUs U
YUPEXKICHUS.

Konxkpemnass ~ HOMEHKIAaTypa  OTpakaeT  JOKYMEHTbl  OJHOIO
KOHKPETHOT'O YUPEKICHUS WU CTPYKTYPHOT'O MOJIpa3/ICICHUS.

lIpumepHnvie 1 munogvie HOMEHKJIATYPbl NI€Jl OTPAXKarOT HOKYMEHTBI
OMpEJIETICHHON KaTeropuu YYPEKICHUM C OJHOTHIHBIM  XapaKTEepOM
NEeSTENbHOCTH W COCTaBOM  JOKyMeHTauuu. Kpome Toro, TumoBas
HOMEHKJIATypa  yCTAHABJIMBAET  CAMHYI  HMHACKCAMI  JAel  JJIs
COOTBETCTBYIOIIUX  YUPEKICHUM CHUCTEMBI (BEIOMCTBA) U  SIBISIETCS
oOs3aTenbHOM. [IpruMepHas HOMEHKIIATypa JIeT SIBISETCS PeKOMEH/IaTeIbHOM.

CocTaBieHMI0O HOMEHKJIATyp [e€ld B OpraHu3alud MpeAllecTBYeT
NOATOTOBUTEIbHAA paboTa, Ieldb KOTOpOM — oOecrnmeunTh Y4eT Jied,
3aBOJJUMBIX B JIEJIONPOM3BOJCTBE, UX COOTBETCTBUE BUAAM M COJIEPKAHHIO
OTKJIAJIbIBAEMBIX  JIOKYMEHTOB, TMPAaBUJIBHYID WX KIaCCH(PUKAINHNIO B
COOTBETCTBUM C y4yacTKaMH pabOTBl M  BOIPOCAMH  JAESITEIBHOCTH
OpraHu3aluu.

PaGora 1o cocraBneHUI0O HOMEHKJIATYp JeJll, KaK CTPYKTYPHBIX
NOApA3CIICHU, TaK W  YYPEXKICHHUS B  LEJIOM, KOOPJIAUHHUPYETCS
JIEJIONPOU3BOJICTBEHHON CIy)KO0M M, Kak MpPaBUJIO, BKIIOYAET M3YHYEHHE HUX
OpPraHU3allMOHHOW CTPYKTYpbl M HamlpaBlIe€HUM, a TakkKe KOMIUIeKca
JOKYMEHTOB, = Ha  OCHOBAaHMM  KOTOPbIX  OyayT  (opMyIupoBaThCs
HAUMEHOBAHUS JIeT W ONPENesAThCA NPUHOUNBI uUX (opMmupoBaHus. B
HOMEHKJIATYpbl JIeJI BKJIIOYAIOTCSI 3arojlOBKM J€d JJIsl TPYNIUPOBKHU
JOKyMEHTOB C rpudoM «JlJis CcaykeOHOrO TOJB30BAaHUS», CHPABOYHBIC

KapTOTEKH.
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VYTBEep)KICHHbIE  JK3EMIUIAPhl ~ HOMEHKJIATyp  Jed  SIBISIOTCS
JOKYMEHTaMH TOCTOSIHHOTO XPAaHEHHUS U BKIIIOYAIOTCSA B COCTaB JIEN CIY>KOBI
JEJIONPOU3BOJCTBAa Opranu3anuu. Ecinu Takas ciyk0a OTCYTCTBYET, OHHU
BKJIIOYAIOTCS B COCTaB JIeJ CeKpeTapsi-pedepeHTa.

Ilocne yTBEpKAEHUST HOMEHKIIATYPBI A€)I CTPYKTYPHBIE NOPa3AECICHHUS
U OOILECTBEHHBIEC OpPraHU3alH MOJIy4aloT BBIITUCKUA U3 COOTBETCTBYIOLIUX €€
pa3enoB Ui UCIOIb30BaHUs B padboTe.

Homenknatypa nen yudpexaeHus, He Mepefarouiero JAOKYMEHThl Ha
roCyIapCTBEHHOE XpaHEHHE, OJ00peHHas »sKcrnepTHoM komuccuen (DK),
€KETOOHO  yTBEpXKAAacTcs ee  pykoBomutenem. llepBelid  3K3emMIusap
HOMEHKJIATYpbI XpaHUTCs He MeHee 10 mer.

Homenknarypa e B CTPYKTYPHBIX MOJAPA3ACIICHUAX COCTaBIISIETCS IS
obecrieueHusi mopsiaka (OpMUPOBaHUS M ydyeTa el B JEJIONpPOU3BOJCTBE
nozapasfeneHuii. CBoJIHasE HOMEHKJIATypa JeJl COCTaBJIETCS Ha OCHOBaHUU
HOMEHKJIATYp JI€] CTPYKTYPHBIX MOAPa3IeICHUN.

Homenknatypa gen  yupeXJeHHMs [e4aTaeTcsi B HECKOJIbKUX
sk3eMIUIIpax. [lepBolil AK3EMIUISP XpaHUTCA B CIy»KOE J1eJI0MpOU3BOJICTBA,
BTOPOW — HCIONB3YETCsl ATOM CIyk00i1 B KadecTBe pabOYero »K3eMIuIsipa,
TPETU — HAXOAUTCS B BEAOMCTBEHHOM apxuBe (y JIMLA, OTBETCTBEHHOIO 3a
apXuB) B KayeCTBE YYETHOIO JOKYMEHTA, YETBEPTHIA — B IOCYAAPCTBEHHOM
apxXuBe, B KOTOPBIN NEPENatoTCs JOKYMEHTBI JaHHOTO YUPEKACHUS.

Homenknarypa Jen yupeKIeHUs MEepecMaTpUBACTCSI HE PEXKE OIHOIO
pa3a B mATh JieT. B ciiyyae KOpeHHOro uM3MeHeHUs (PYHKUHMI U CTPYKTYpHI
YUPEXKJICHUS OHA COCTABIISIETCS, COTJIACOBBIBAETCSI M YTBEPKIAETCS 3aHOBO.

CornacoBaHHasi ¢ COOTBETCTBYIOIIUM YUPEXICHUEM TOCYIapCTBEHHOM
apXUBHOU CITy’KObI HOMEHKJIATypa JeNl YUYpPEKIEHUS B KOHIIE KaXIOro Toja
YTOUHSIETCS, YTBEP)KIAETCS PYKOBOJMUTEIEM OpraHU3aldd W BBOJUTCSA B
necTBiue ¢ | siHBapsh HOBOIO KaJieHJapHOro roja. B TedyeHue roma B
YTBEPXKACHHYI0O HOMEHKJIATYPY JI€J BHOCATCSA CBEIACHUS O 3aBEICHHUM €I, O

BKJIFOUEHUH HOBBIX Jied W T.a1. OOpaszerny opopmieHHs HOMEHKIATYphl el
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IIPEACTABJIEH B IPUIOK. 7.1.

2. ®opMupoOBaHuUe JeJl

dopMupoBaHHE JI€1 — 3TO OTHECEHHWE JOKYMEHTOB K OINpEACIIEHHOMY
Jely U CHCTeMAaTu3alusl JTOKYMEHTOB BHYTpU Hero. Jleno — COBOKYIMHOCTh
JIOKYMEHTOB (WJIM JOKYMEHT), OTHOCSIIUXCS K OJTHOMY BOTIPOCY HJIA YIaCTKY
NESITETPHOCTH Y TTIOMEIICHHBIX B OTJEIHHYIO O0JIOKKY.

dopmMupoBaHHE H€7T JODKHO OTBEYATh CIEAYIOIAM OCHOBHBIM
TpeOOBaHUSAM:  OMNEPATUBHOCTh OOpabOTKM U  TIOMCKA JOKYMEHTOB;
HAJEKHOCTh IOKYMEHTAIIMOHHOTO 00CITYKUBAaHUSI; COXPAHHOCTh TOKYMEHTOB.
B neno momemiaroT TOJNBKO HMCIOJHEHHBIE JTOKYMEHTHI (MOIJIMHHUKU WA
3aBEpPEHHBbIC KOMHH), O(OPMIICHHBIE B COOTBETCTBUHM C TpeOOBaHUIMU
['OCToB u EI'CH. JlokymMeHTBI, HE COOTBETCTBYIOIIHME 3arojIOBKy Jena,
HEMPaBIIBHO 0(hOpMIICHHBIE (BO3BPAIIAIOTCS UCIIOIHUTENIO I JOPaOOTKH),
MOJITISKAIE BO3BPATy, YSPHOBUKH, BAPUAHTHI, PA3MHOKEHHBIE KOITUU B JIEJI0
HE TOMEILAOT.

Hena  GopMupyroTCsi  IEHTpaJM30BaHHO (B KaHIENSpUH) |
JIEIEHTPATN30BaHHO (B CTPYKTYPHBIX Mojpa3zzaeneHusx). llpu cocraBneHuun
CBOJIHOM HOMEHKJATYpPhl J€l1 KaKJIOMY CTPYKTYPHOMY MOAPA3/ICICHHUIO
IpHUCBauBaeTCsl HHAEKC. Hanpumep, TpUEMHas OTIENa BOCHUTATEIbHON
paboTel M comuasbHOM  3amuThl  KomuTera 1o HavyaubHOMY
npodeccnoHalIbHOMY 00pa3oBaHui0 — uHAeKc 03, oTaen crparerud u
pazButusi npododpazoBanus Komurera — 02, Oyxranrepus — 04 u T.1.
Koutpons 3a QopmupoBaHueM Jel B CTPYKTYPHBIX MOJApA3JIEICHUIX
OCYILIECTBIISIET 3aBEAYIOIIUI apXUBOM YUPEKIACHUS WU JTUIO, OTBETCTBEHHOE
3a apXuB.

JIOKyMEHTBI TIOCTOSSHHOTO ¥ BPEMEHHOTO XpaHCHHS TPYNIHUPYIOT B
OTIIeIbHBIC Jiena (OTIASIbHO OPUTHHAIIBI M KOIWU, TOJOBBIC, KBApPTAIbHBIC,
MECSYHBIC TUIAHBI, OTYETHI U T.J.). B UCKITIOUNTEIBHBIX CITydasX JOKYMEHTHI

IMOCTOAHHOI'O U BPCMCHHOI'O XpaHCHUA, CBA3aHHBIC C PACCMOTPCHUCM OOHOI'O



This document was created by Unregistered Version of Word to PDF Converter

BOMpOCa, TPYIIUPYIOT B OJHOM JIeJI€ — PETUCTPATOPE UM CKOPOCUIMBATENE.
[locne 3aBepHIeHUS] paCCMOTPEHUS 3TUX JOKYMEHTOB, MPUHATHS PELICHUS U
3aKpBITUSL  JIela JOKYMEHTBl IIOCTOSHHOI'O XPaHEHUsS M3bIMAIOTCA U
NEPEHOCSTCS B JEJIO MOCTOSIHHOTO XpaHeHus. Eciu pa3zneneHue aena Ha aBa
MPEelyCMOTPEHO HOMEHKJIATypoil, 00 »TOM Jemaercs 3amuch B rpade
HOMEHKIATypbl «l Ipumedanuey.

B nena rpynmupyroT JOKYMEHTBI OJHOIO JE€JIONPOM3BOJCTBEHHOTO
roja. VckirodeHus: COCTaBISAIOT MEpeXonsiliue U CyAeOHbIe Jelna; JUYHbIe
nena, KoTopsle (GOpPMHUPYIOTCS B T€UEHUE BCEro IMepuojia padoThl JAHHOTO
JMIIa B YYPEXKACHUU; ydeOHas MOKyMEHTAlUs, CO3JAoIIasics B Y4eOHBIX
yupexaeHusx (popMupyercs 3a yueOHbIH roxu).

B nene nmomxHO comepkarbcsi He Oosnee 250 JIMCTOB MpU TOJIIMHE
30-40 mm. Ilpu OGONBIIOM KOJIMYECTBE JOKYMEHTOB W3 HUX (POPMUPYIOT
CaMOCTOSITENbHBIE JIeJa MO XPOHOJIOTUM WIIM Y3KMM Bompocam. Hanpumep:
neno «llepenucka o mocTaBKe MeETaIay MOMKHO pa3feldTh Ha TPH:
«Ilepenucka o mnocTtaBke JMThs», «llepenncka o moOcCTaBKe IpoKaTay,
«lIepenuncka 0 MOCTaBKE apMaTypbl U MTPOBOJIOKM.

JIOKyMEHTBI K 3acelJaHusiM, CrpPYNIMUPOBAHHBIE B OTHAEIBHOE €O,
CUCTEMATH3UPYIOT N0 HOMEpPAM MPOTOKOJOB 3acedaHuil. BHyTpu rpyniibl
JOKYMEHTOB, OTHOCSILIUXCS K OJIHOMY IMPOTOKOJIY, HX pacroyiaraioT B
NOCJIEA0BATEILHOCTH PEUIEHUSI BOIIPOCOB; B IPYMIE JOKYMEHTOB MO OJHOMY
BOMNPOCY NEPBBIM MOAIINBAECTCSI HHULMATUBHBIN, a 3aTEM JAPYrue JOKYMEHTHI.

[lopyyeHuss BBIIIECTOAIIMX OPraHOB TPYNIUPYIOT B Jejla 10
HalpaBJICHUAM JEATEIbHOCTH Yy4ypekJeHusa. JlOKyMEHTbl BHYTpU Jeia
pacrnoiararoT B XpOHOJIOTMYECKOM MOCIIEI0BATEIbHOCTH.

JIOKyMEeHTBI B  JIMYHBIX JEJNax pasMEIaloT B CICAYIOLIEH
MOCJIEIOBATEIbHOCTU: BHYTPEHHSISI OIUCh JOKYMEHTOB, HMEIOLIUXCA B
JUYHOM Jiefie; 3asiBI€HHE O TMpueMe Ha paboTy, HanpaBlI€HUE WU
Ipe/CTaBICeHUE; aHKeTa, JHUCTOK II0 Y4YeTy KaapoB; aBToOMorpadus,

JAOKYMCHTBI 00 06pa3013aH1/H/1, BBIIIMCKAa H3 IIPHUKAa30B O HA3HAYCHUMH,
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NepeMEILeHUH, YBOJIbHEHUH (KOIMU 3alIMCOK O MpUeMe Ha padoTy, MepeBo/Ie,
YBOJIbHEHUH ); TOMOJHEHUE K JINYHOMY JIMCTKY MO YUYETY KaJIpOB; JOIOTHEHHE
K JINYHOMY JIUCTKY O ydery noouipeHnid. CrpaBKH ¢ MeCTa JKUTEIbCTBA, O
COCTOSHUM 3JI0POBbSl MU JPyru€ JOKYMEHTHI BTOPOCTEIIEHHOI'O 3HA4YEHMs
IPYNIUPYIOTCS OTAENBHO OT JIMYHBIX Jel. B mpenenax 3Tux rpymm
JOKYMEHTBI pacroJiararoT 0 XpoHosIoruu. Komuu mpukasoB O HalOKEHUU
B3bICKAHMM, O TOONIPEHUsX, H3MEHEHWH (amMmwiuu W T.A. B CBSI3U C
BHECEHHEM JTHUX 3alMCEN B JOMOJHEHUE K JIMYHOMY JIMCTKY MO YYETY KaJIpOB
B JIMYHOE JIEJIO HE TOMEMIAIOT.
3. IloaroroBKa J0KyMEHTOB K MOCJeAYIOIEeMY XPAHCHUIO 1
HCIO0JIBb30BAHUIO

3aBeplIarolMM ~ 3TalloM  Ipolecca  JEJONPOU3BOACTBA  SIBISIETCS
IIOATOTOBKA HCIIOJHEHHBIX JOKYMEHTOB K XPAaHEHUIO U HCIIOJIb30BAHHUIO.
OcHOBHas LENb YNOPSJAOYEHUS W XPAHEHMS HWCIHOJIHEHHBIX JTOKYMEHTOB —
CO3/laHME€ YCJIOBUW JJIi MX HCIIOJIIB30BaHUS B CIPAaBOYHOM paboTte
yupexJieHuid u nonosHenue ['ocynapcrBeHHoro apxusHoro gonja PO.

[lonrotoBka  MCIOJHEHHBIX  JOKYMEHTOB K  XPaHEHUIO U
VICIIOJIb30BaHHIO BKJIKOYAET:

* o9KchepTu3y (OLEHKY) HAy4yHOM U MNPAKTUYECKOM IIEHHOCTH
JNOKYMEHTOB;

* opopmIieHUE J1ET;

* OIMCAHUE JOKYMEHTOB IIOCTOSIHHOIO U JIOJITOBPEMEHHOI'O XPAHECHU S,

* obecrieueHre uX COXPaHHOCTH;

* Iepenady el B apXHB YUPEXKICHUS, T.€. B BEIOMCTBEHHBIN apXWB.
(BenoMcTBeHHBIM Ha3bIBA€TCSl ApXUB, HAXOISAIIMUCA B HENOCPEACTBEHHOM
NOAYMHEHNH COOTBETCTBYIOIIEH OpraHu3alllid, HE BXOIALIEH CHUCTEMY
rOCyJapCTBEHHONW apXWBHOW CIYKObI, WM SBISIOUIUICS CTPYKTYPHBIM
NOJIpAa3JeJICHUEM OpraHu3aluu.) BeJoMCTBEHHBIM apXHB OCYILECTBISET
XpaHEHUE AOKYMEHTOB OpraHW3alud W NPENIPUATHM 10 INepefadyd Ux Ha

roCyJIapCTBEHHOE XpaHEHUE.
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DKcIepTu3a 1EHHOCTH JOKYMEHTOB B JICJIONPOU3BOACTBE MPOBOIUTCS
IIpU COCTaBJIECHUU HOMEHKJIATYPHI JIeN, uxX GpopmupoBanuu. s opranuzanuu
Y TIPOBEJICHUS HKCHEPTU3bI LICHHOCTH IOKYMEHTOB, OTOOpa M MOJTOTOBKU UX
JUIsL TIEpelaud Ha TOCYAapCTBEHHOE XpaHEHWE, a TakKe Il KOHTPOJA 3a
MPaBWIHLHOCTHI0 OTHECEHUSI JIOKYMEHTOB K Pa3JIMYHBIM JIeJlaM M OKa3aHUs
METOAUYECKONW TTOMOIIM B) MPOBEACHUU JKCIIEPTU3BI IIEHHOCTH JOKYMEHTA
CO37AI0TCSI  TIOCTOSIHHO — JIeMcTByronue dkcnepTHeie kKomuccuun (DI1K).
PazpabarbiBaeTcsi moJI0KEHUE, B KOTOPOM OIpPEIENSIoTCs €€ (PyHKIuHU, IpaBa

U TIOPSAZIOK PaOOTHI.
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Ha skcnepTHble KOMHCCHMU KpOME OpraHu3alliy €XKEroJIHOro oTdopa
JOKYMEHTOB Ha XpaHEHHE BO3Jaraercsi: pacCMOTPEHUE TOJIOBBIX Pa3feiioB
JieJla TIOCTOSIHHOT0, JOJroBpeMeHHOro (cBbime 10 jer) XpaHeHHs, B TOM
YUCJ€ W MO JMYHOMY COCTaBy, aKTOB O BBIJCICEHUH K YHUUYTOXKCHHIO
JOKYMEHTOB H JIeJI, HE MOMJIeKAIIMX JajJbHEHIIEMy XpaHEHHUIO, O
HEUCIIPABUMOM TIOBPEXICHUU JOKYMEHTOB IIOCTOSSHHOTO XpaHEHUS H O
HEOOHApYXEHUU JIeJ, MOAJIekKAIINX Mepeade Ha roOCyIapCTBEHHOE XPaHEHHUE;
BOIIPOCOB O TIpUEME Ha BEJOMCTBEHHOE XpaHEHUE JOKYMEHTOB JIMYHOTO
MPOMCXOXKJICHUSA; MOATrOTOBKA M BHeceHue Ha paccmorpenue OIIK
NpEeNJIoKeHN 00 YCTAaHOBIEHMM W W3MEHEHHWHW CPOKOB  XPaHCHUS
JOKYMEHTOB; PpPacCMOTpPEHUE TMepeyHeld JIOKYMEHTOB, HOMEHKJATyp Jied,
WHCTPYKIIUM 110 JACIONPOU3BOJCTBY U T.II.

Odopmiienue fnena — 9TO KOMIUIEKC paboOT MO €ro mnepeydery,
HyMEpalluu JIMCTOB, COCTABJICHUIO 3aBEPUTENHLHON HAJIUCH, BHYTPEHHEH
OMHUCH JIOKYMEHTOB; HAUMHAETCS OHO C MOMEHTa 3aBepeHus Jeja B
JIENIONPOU3BOJICTBE U 3aBEpIIAETCs B MPOLECCE MOATOTOBKHU €ro K repeaaye B
BEJIOMCTBEHHBIM apXWB IOCJIC€ OKOHYAHMS KaJeHAApHOrO Tojia, B TEUCHHUE
KOTOpOro 1eno Obu10 3aBeneHo. OdopmiieHne e mpoBOAUTCS pabOTHUKAMU
CIykOBbl  JECNONPOU3BOACTBA. B 3aBUCUMOCTH OT CpPOKOB XpaHEHHS
MPOU3BOJUTCS TOJHOE WM 4acTuyHoe odopmiienue nen. [lomHomy
Oo(QOPMIICHHIO TOJUIEKAT JieJia MOCTOSHHOIO, JOJAroBpeMeHHoro (cBwime 10
JeT) XpaHEeHWs W 1O JUYHOMY cocTtaBy. Jlema Bpemennoro (mo 10 ner
BKJIFOYUTEIBLHO) XpaHEHUs] TOMJIekKAT YacCTUYHOMY O(OPMIICHHIO, HX
JOMYCKAaeTCsl XpaHUTh B CKOPOCIHIMBATENsAX, O€3 BHYTpEHHEW mepe
CHUCTEMAaTH3allui JIOKYMEHTOB, 0€3 HyMepalluu JIMCTOB, a Takke 0e3
COCTABJICHUS 3aBEPUTEIILHON HAJAIUCH.

[Ipu odopmieHun OOJOXKEK €1 IMOCTOSTHHOTO, IOJTOBPEMEHHOTO
(cBpimie 10 7eT) XpaHEeHUS U 1O JIMYHOMY COCTaBY JIOJDKHBI YKa3bIBaThCS
CIEIYIOINE  PEKBU3UTHI: HAaUMEHOBAaHUE  YUPEXKIECHHUS U €ro

HCTIOCPCACTBCHHAA IHOJYMNHCHHOCTD, HanMCHOBaHHC CTPYKTYPHOT'O
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NOJIpa3JieNieHns, MHJEKC Jelia; aHHOTaluus K JOKYMEHTaM Jena (s Jen
NOCTOSIHHOT'O XPaHEHHUs, COJEPKaUX 0CO00 LIEHHbIE TOKYMEHTHI); aTa Jela
(TOMa, 4acTH); KOJIMYECTBO JUCTOB B JIENE; CPOK XPAHEHMS JENa; apXUBHBIMI
mmdp nena. Kpome Toro, Ha o0O0JOXKKax Jesl TOCTOSHHOTO XpaHEHUs
pelycCMaTpuBaeTCss MECTO I HaMMEHOBAaHUS T'OCY/IapCTBEHHOTO apXvBa U
YUPEXKICHHUS.

Cnenyer 0cob0 OTMETHTh, YTO apXUBHBIM IMHMGpP HA OO0JOKKAX €7
MOCTOSIHHOTO XpaHEHUs MPOCTABIISIETCA YEPHUIAMH B BEJJOMCTBEHHOM apXHUBE
TOJILKO TIOCJIE BKJIIOYEHHUS /i€l B T'OJOBBIE pa3/ieiibl CBOIHBIX OMHCEH e,
yrBepkaAeHHBIX OIIK COOTBETCTBYIOIIErO YUpEXAEHUS TIOCYIapCTBEHHOU
ApPXUBHOM CIYyXOBbI (O 3TOrO0 OH MPOCTABIIAECTCA KapaHAAIIOM). ApPXUBHbIE
mudpbl Ha 00JI0KKaX JIeI T0ITOBpeMEeHHOTo (cBbiie 10 jeT) XpaHeHus U 1o
JUYHOMY COCTaBY IPOCTABISIOTCA YEPHUJIAMHU TOCJIE BKIIOUECHHS el B
TOJIOBBIC paslielbl CBOAHBIX onucedt gmen, oxo0penHsix [OK (DK)
yupexaeHus, corinacoBaHHbix ¢ OIIK cooTBeTcTByrOWIETrO  yUpekICHUS
roCy/IapCTBEHHOW apXMBHOM CITY>KOBI (IJ1s1 OMUCEH J1eJ M0 JINYHOMY COCTaBY)
U YTBEPXKJICHHBIX PYKOBOAUTENIEM YUPEXKICHHUS.

[Ipu 3amonHeHUU PEeKBU3UTOB OOJIOKKH Jejla HE0OXOAUMO COOII0AATh
cremyiouie TpeOOBaHUS: Ha3BaHUE YUPEXKICHUS MUIIYT TOJTHOCTHIO C
yKa3aHWeM MOJYMHEHHOCTH B MMEHUTEIBHOM TMaJIeKe WM YKa3bIBAIOT €ro
oQUITMATBHO TPHUHATOE COKPAIIEHHOE HAaUMEHOBAHUWE; 3arojIOBOK M HOMeEp
JieNia MepeHocaT Ha O0J0XKKY M3 HOMEHKIIATYphl (MOCIETHUN 11eIeCO00pa3HO
OpPOCTaBIsATh W Ha KOpEelIKe Jena s ynoOcTBa TMoUcKa Jell  IpHu
BEPTUKAIBHOM CIIOCO0E UX XpaHEHHS).

B KoHIIe A€m10npon3BOACTBEHHOTO rofa B 0pOopMIIEHHE OOJOKKU Jiea
NOCTOSSHHOTO WJIM JIOJTOBpeMEHHOro (cBblimie 10 JjieT) XpaHeHusi BHOCATCSA
HeoOXoauMble yTOuHeHHusA. Ecnu Ha3BaHUE YUpexACHHUS (BBILIECTOSALIEIO
BEJIOMCTBA, CTPYKTYPHOT'O MOJPA3ACIEHUs) U3MEHUIOCh WK IO MepPeIaHo
B JIpyroe YydpexjaeHue (CTpyKTypHOE TMOApa3JeieHrne), Ha OOJIOKKe

JIOTIMCHIBAIOT HA3BAHUE ITOTO YUPEXKJECHUS (CTPYKTYPHOTO MOJpa3zieiiCHus).
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3arosioBOK Jena Ha OOJOXKY TI€PEHOCUTCS W3 HOMEHKJIATyphl Jel
opranu3anuu, coryacoBanHod ¢ OIIK COOTBETCTBYIOLIEro y4pexAcHHUsS
roCyJapCTBEHHON apXMBHOM CiTy:kObl. B HEoOXoauMbIX ciydasx (Hampumep,
€CJIM 3aroJIOBOK Ha O0JIOKKE HE OTPa)KaeT COJIEp KaHMs JOKYMEHTOB B JIeTi€) B
HEro BHOCSITCSl JOMOJHUTEIIbHBIE CBEICHUSI U YTOYHEHHUS.

B 3aronoBkax jen, coaepXalmux KONUU JOKYMEHTOB, JOJDKHA
YKa3bIBaTbCSl UX KOMUUHOCTH. [IOUIMHHOCTH JOKYMEHTOB J€Jla B 3arOoJjOBKE
He oroBapuBaercs. Eciu gaHHbIE O KONMHHOCTH JTOKYMEHTOB OTHOCSITCSA KO
BCEM JIOKYMEHTaM Jieja, TO MX MOMEIIAIOT 3a 3aroJIOBKOM (B CTPOKY, MOCIE
TOYKHU, C MMPOMUCHOI OYKBBI), a €CJIU JaHHBIE OTHOCSITCS K YaCTH JOKYMEHTOB
WM K OJTHOMY U3 HUX, TO UX MHIIYT MOCJIE ONMUCAHUS IOKYMEHTOB (B CKOOKax
co ctpouHoi OykBbl). [lpyn Hamuyuu B Jelie HECKOIBKUX TOMOB (4YacTeil) Ha
O0JIOKKY KaXJ0ro ToMa (YacTh) BBIHOCATCA OOIMKA 3arojlOBOK Jeia u
3aroJIOBOK Ka)KJ10ro ToMa (4acT).

BaxxHbIM peKBU3UTOM OOJIOKKH Jeia SBIISE€TCA JlaTa Jena, T.€. TOJbl
3aBeICHUsI M OKOHYaHusd JieJa B Jenonpou3BoacTBe. [lpaBuibHoe
JaTUpOBaHUE JeJl 3aBUCUT OT BCECTOPOHHEr0 ydeTa XapakTepa U BUJA
JOKYMEHTOB, KOTOpble B HHUX copMmMupoBaHbl. JlaToil jaena, comepikamiero
paclopsAUTENbHYIO, TBOPYECKYHO M JPYTYI0 JOKYMEHTALMIO (JOKIaJbl,
CTEHOTpaMMbl, NUCbMa W T.A.), AJISI KOTOPBIX TOYHAsl NATHPOBKA HMEET
BaKHOE 3HAYEHUE, a TAKXKE JEJa, COCTOSIME U3 HECKOIBKUX TOMOB (4acTeil),
ABJISIIOTCS KpalHUE JaThl JOKYMEHTOB, T.€. YMCIJIO, MECSL, T'OJ PErUCTpALINU
(cocTaBiieHHs]) C€aMOro paHHEr0 M CaMOro IIO3JIHET0 W3 JOKYMEHTOB,
BKJIFOUEHHBIX B JIETIO.

Jlaron nmema, comep:Kamero MNPOTOKOJbI 3aCENaHUM KOJUICTHAIbHBIX
OpraHoB, KOMHMCCUW W T.M., SIBIIOTCA JaThl COCTaBJICHUSA TIEPBOTO U
MOCJICTHETO MPOTOKOJIOB WIM JaThl WX YTBEpXKIEHUS (€cld  OHH
yTBEpKIat0Tcs). [laToil TMYHOro aena sSBJISAITCSA AaThl MOJMNUCAHUS IPUKA30B
0 MPUEME U YBOJBLHEHHH JIMIIA, HA KOTOPOE OHO 3aBEAECHO.

B koHIe kaxmoro jena MOCTOSHHOTO, JOJTOBpeMeHHOTo (cBbimie 10
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JIET) XpaHEHHUs 1JIs1 yueTa KOJIMYecTBa U (puKcaluu 0COOCHHOCTEN HyMepaluu
JUCTOB HAa OTHENBHOM JIUCTE COCTABIIETCS 3aBEpUTENbHAs HAAIKCh, B
KOTOpOH Iu()pamMu U MPONUCHIO YKA3bIBAETCS KOJIMYECTBO MPOHYMEPOBAHHBIX
JMCTOB U OT/AEIBHO Yepe3 3HAK «+» (IUIH0C) — KOJIMYECTBO JIUCTOB BHYTPEHHEH
onucu (IpU ee HAIWYUM). 3aBepUTENbHAs HAIUCh MULIETCS pa300puyHuBoO, C
yKa3aHUEM JOJDKHOCTH COCTaBUTEINS, AAThl COCTABICHMS WU IOJIHCHIBACTCS
cocraButeneM c pacmudpoBkoi noamnucu. [locnemyronue u3MEHEHHUS B
COCTaB€ U COCTOSIHUM JieNia (HeocTadya JOKYMEHTOB, PUCOEIMHEHHE HOBBIX,
3aMe€Ha TMOJJMHHBIX JOKYMEHTOB KONMSMHU U T.1.) OTMEYalTCi B
3aBEPUTEIIBHON HAAIUCHU CO CCBUIKOW HA COOTBETCTBYIOLNHN AKT.

JIist onpeneNneHHbIX KaTeropuil el MOCTOSIHHOTO M JOJTOBPEMEHHOTO
(cBpimie 10 7eT) CpOKOB XpaHEHUSs, y4e€T KOTOPBIX BBI3BaH CIEIUPUKON
coJiepxKallieiicss B HUX JOKyMEHTaluu (0co00 LIEHHBIE, JUYHbIE, CyAeOHbIE U
CJICICTBEHHBIE JIeJIa, JIeJIa O MPUCYKICHUU YYEHBIX CTENEHEH U ITPUCBOCHHUU
YYEHBIX 3BaHUM, Jiea Ha aBTOPCKUE CBUJIETENbCTBA W IATEHTHbIE
u300peTeHus W T.1.), a Takke CGHOPMUPOBAHHBIX IO PA3HOBUHOCTIM
JOKYMEHTOB, 3aroJIOBKM KOTOPBIX HE pPAaCKpPbIBAIOT HMX KOHKPETHOIO
COJIEP’KAaHMSI, COCTABIISIETCS BHYTPEHHSS ONMHMCHh JOKYMEHTOB. [lo okoH4YaHUM
JEJIONPOU3BOJCTBEHHOTO TOJa BCE 3aBEPIICHHBIE J€JIa IOCTOSHHOIO U
BPEMEHHOIO XPAaHEHMS, NPOLICAIINE HKCIIEPTU3y LIEHHOCTH, BHOCITCS B
ornucu. Onuch Jien MpencTaBiseT CoOOW CUCTEMATU3MPOBAHHBIN MEpEUEHb
3aroJIOBKOB JI€JI, PACKPBIBAIOIINN MX COCTaB M COJEP)KAHME, 3aKPEIUIIFOLIUI
cUCTeMaTH3alui0 el B mpenenax gouHga v ux yder. Kpome 3toro, onuch
SABJISETCS OJHOBPEMEHHO YUYETHBIM JOKYMEHTOM W OCHOBHBIM BHJOM
HAy4YHO-CITPABOYHOI'0 CTaHJapTa, 00ECHeUrBaIOLIMM ONEPAaTUBHBIN ydeT aen
Y OIIUCEN.

C MoMmeHTa 3aBeleHUs M JO0 Clladyd B BEJOMCTBEHHBIA apXHB JeNa
XpaHATCs B pabOyuMX KOMHATaxX WM B CHEUMATIbHO OTBEIACHHBIX AJIS 3TOM
e MOoMeIleHusAX. Jlena moMenarT B 3aKkpblBaroIIuecs MKadbl, KOTOpPbIE

JOJIDKHBI o0OecIeynBaTh COXPaHHOCTb MJOKYMCHTOB, M CTaBAT KOPCIIKAMHU
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Hapyxy.

N3piMaTe W BBIIABaTh JOKYMEHTHI W3 JEN NOCTOSHHOIO XPaHEHMS
MOXKHO JIMIIb B HUCKJIIOUHMTEIBHBIX CIydasx (Hampumep, Mo TpeOOBaHHUIO
CyA€OHO-CIIE/ICTBEHHBIX OPIaHOB) C pa3pelleHUs] PyKOBOAUTENS YUPEKICHHUS.
IIpu 3TOM B 11€710 0053aTENILHO BKJIAJBIBAIOT TOYHYIO 3aBEPEHHYIO KOIMIO
JOKYMEHTa U aKT O NPUYMHAX U3BATHS NOUIMHHUKA. KONUU U BBITUCKU U3
JOKYMEHTOB JJI1 MCIIOJIb30BaHUS B paboTe YUPEKIEHUs WM B HHTEpecax
OTZCJBHBIX T'PAXIAH JIEJIAI0T C pa3pelleHUs] PyKOBOACTBA WM JTOJKHOCTHBIX
JML, KOTOPBIM  Tako€ MpPaBO  IPEIOCTABICHO  COOTBETCTBYIOLLUMU
BEIOMCTBEHHBIMU UHCTPYKLIUSAMU.

B TeuyeHme nenonpoMs3BOACTBEHHOIO TOJA W3 Jela pa3pemacTcs
BbIJIaBaTh JJOKYMEHTHI JJisi pabOThl COTpyIHUKaM yupexjeHus. [Ipu Beinaue
NOKYMEHTa Ha €ro MeECTO IIOMELIAI0T JIMCT-3aMECTUTENb, HAa KOTOPOM
YKa3bIBalOT, KAKOM JOKYMEHT, KOMY M Ha Kakoe Bpems Bblaad. llocie
3aBEPLICHUS J1€JIONPOU3BOJICTBEHHOIO I'0Ja JOKYMEHTHI U3 JI€JI HE BBIJAIOTCH.
[Ipyu HEOOXOAMMOCTH BBIJAIOT JEJI0, B KOTOPOM HaxoauTcsi JOKymMeHT. Ha
BBIJJAHHOE J€J10 3allOJIHAKOT KapTOYKYy-3aMECTUTENNb, B HEM YKa3bIBAaIOT
CTPYKTYpHOE IOApa3JIeIeHUe, B KOTOPOE BBIAAHO AE€J10, HOMEpP Jela, nary
BBIJIaYH ¥ BO3BpAIICHUA, (DaMUTINIO U JOJDKHOCTD JIMIIA, MOJIYYUBIIETO J1E710, a
TaKXe MpelycMaTpuBalOTCs Ipadpl A PaclUCOK B MOJYYCHUH U IMpPUEME
Jena.

3a  COXpaHHOCTb  JOKYMEHTOB,  HaxoAsAUMXcd B  CTaJHH
JEJIONIPOU3BOJICTBA, HECYT OTBETCTBEHHOCTb 3aBEAYIOIIUN KaHLEISPUEH,
CEKpeTaphp, EJIONPOU3BOAUTEND U T.1. OHU JOJHKHBI OOECTIeurBaTh KOHTPOJIb
3@ COXPaHHOCTBIO JIOKYMEHTOB B CTPYKTYPHBIX MOAPA3LAECICHUAX U Y
OTHENIbHBIX MWCIIOJHUTENEW, CBOEBPEMEHHO JOKJIAAbIBATh PYKOBOJICTBY
YUPEKJIECHUS 00 UMEIOIINXCS] HAPYILIEHUAX.

CrpyKTypHBIE IO pa3IeJICHUA YUpEKIACHUS [epearoT B
BEJIOMCTBEHHBI apXWB J€jla MOCTOSIHHOIO, JOJTrOBpeMeHHOro (csbiuie 10

JIeT) XpaHEHHUs U T0 JIMYHOMY cocTaBy. [lepemaya gen mpousBOIUTCS TOJIBKO
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o OTHCSIM. Bwmecre C  Jenamu B apxuB nepenarTcs
PETUCTPAIIMOHHO-KOHTPOJIbHBIE KapTOUKH JIEJOMPOU3BOACTBEHHON CITyXKObI
yupexaeHus (KaHIeasIpum, ceKperapuara, oOIIero oTAeNa u T.1.). 3arojJoBOK
KQKJIOM KapTOTEKH BKIIFOYAETCS B OIKUChH.

Ilepenaua nen B BEAOMCTBEHHBIN apXUB OCYILECTBIISIETCS, KaK MPaBUIIO,
no rpaduKy, COCTaBICHHOMY 3aBEAYIOIIUM BEIOMCTBEHHBIM apXWBOM (MJIU
JMIIOM, OTBETCTBEHHBIM 32 apXuB), MIPEIBAPUTEIBHO COIJIACOBAHHOMY C
PYKOBOAMTENSIMH  CTPYKTYPHBIX  MOJAPA3JEICHUM U yTBEPKIACHHOMY
PYKOBOAUTENIEM YUPEXKICHUS.

Hena BpemeHHoro (1o 10 jmeT BKIIIOUMTENBHO) XpAaHEHHs Meperade B
BEJOMCTBEHHBIA apXHUB HE MOJJIEKAT U JIOJKHBI XPAaHUTHCS LIEHTPAIN30BAHHO
B KaHIEJSIpUM, CEeKpeTrapuare WM Jpyro ciyxOe Jenonpou3BOACTBa
YUPEXKIAEHUS WM B CTPYKTYPHBIX NOJApA3JENEHUsIX. B HCKIIIOUMTENbHBIX
cllyyasix IO PEHICHUIO PYKOBOJUTENS OpraHu3alud OHM MOTyT OBbITh
nepeilaHbl B BEIOMCTBEHHBIA apXUB IO OMUCSM WJIM HOMEHKJIAType Jell, 4TO
ONPENEIIAET BEAOMCTBEHHBIN APXUB.

[IpaBuiibHOCTE (hOopMHUpOBaHUA U O(DOPMIIEHHUS JI€N, COOTBETCTBUE HX
KOJIMYECTBA OMKUCH M HOMEHKJIAType AENl MPOBEPSETCS COTPYJHUKOM apXuBa
IPEBAPUTENBHO, HAa CTAJANMU MOJTOTOBKH JI€J K Mepeaade B BEIOMCTBEHHBII
apXuB CTPYKTYpHBIMH mojapazaeneHusmMu. Ecnu B ¢dopMupoBaHuu u
oQOpMIICHHHM JIe7T YCTAaHOBJIEHBI HEJOCTATKH, PAOOTHUKU CTPYKTYPHBIX

MOJIpa3IeIeHU 00s3aHbl UX YCTPAHUTb.
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Jlena ~ mpuHUMaeT  3aBEAYIOIIMA  BEJOMCTBEHHBIM  apXHBOM
(cmeMabHBIA COTPYAHUK apXuBa) WJIM JIMLO, OTBETCTBEHHOE 33 apXuB, B
IPUCYTCTBUU PaOOTHHKA CAAIOIIETO CTPYKTYpHOro noapasnaenenus. [lepenaua
JIeJT TIPOU3BOJIUTCS IO OMUCH, U B 00OMX €€ DK3EMIUIIpax MPOTUB KaXkI0TO
NepeaBaeMoro Jieja AeNaeTcss OTMETKA O €ro HaJMYMU. B KOHIE omucu B
KOKJIOM €€ JSK3eMIUIsipe IudpaMu U TPOMUCHI0 YKAa3bIBACTCS KOJIHMYECTBO
(dakTUUECKH MPUHATHIX B apXWB Jell, JaTa MpueMa-nepesadyu JAell, a TaKxKe
CTaBATCA TMOAMNUCH COTPYJHUKA BEIOMCTBEHHOIO apXuMBa M JIMIA,
nepenasmero gena. Ilpu mnpueme o0co00 I[EHHBIX Jell  MpOoBepseTcs

KOJINYCCTBO JIUCTOB B ACJIC.

3ananus

1. JlaiiTe omnpenesnieHMEe HOMEHKJIATYpbl jein. YTo Takoe CBOJHAs
HOMEHKJIaTypa JieJl, Kak oHa cocTaBiisieTcsa? Kak Bbl MOHMMAaETe WHICKCALUIO
nen? KTo cocraBisieT HOMEHKIIATYpy J1€Jl, KEM OHA YTBEpKAaeTcsi?

2. Kak dopmupyrotrcs 1okymMeHTHI B jena? [louemy He peKOMEHIyeTcs
dbopMuUpOBaHUE ¥ XPAHCHUE 1€ Y UCTIOTHUTEIS ?

3. JlaiiTe NOHATHE IPUMEPHON U TUIIOBOKM HOMEHKJIATYPHI €]

4. Kakyto paboty ocymectpisier IITK?

5. KakoB nopsiiok opopmieHus aena’?

6. CocTaBbTe OIUCH JI€jIA.

7. O0BsicHUTE HEOOXOIUMOCTh 3aBEPUTEILHON HAJIIKCH.

8. Kak odopmisiercst o6noxka nena?
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9. CocraBbTe aKT 00 YHMYTOXEHUU JOKYMEHTOB 32 KOHKPETHBIN
HEPUOJ.
10. CocraBbTe hopMyIsap-oOpazenr CBOAHOW HOMEHKJIATYPHI e,

HOMEHKJIATYPBI JI€JI CTPYKTYPHOT'O TTOAPA3AECIICHUS.

HMpuiaoxenus

Ilpunoowcenue 7.1

Oopasen opopmMiIeHUSI HOMEHKJIATYPbI A

HanmenoBanue opranusanuu YTBEPXIAIO

JIOJDKHOCTE PYKOBOAMTEIIS

HOMEHKIJIATYPA JJEJI

Iloonuce  Hnuyuansi, hamunus

Jlama Pecucm. nomep Jlama
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Ha rox
Wnanexc 3aroaoBoK KomuectBo Cpok [Ipumeuanue
Jiena nena (Toma) Jien (TOMOB) XpaHEHUS
nena (Toma),
HOMEDp cTaTei
0 TIEPEYHIO
1 2 3 4 5

Haumenosanue cmpykmypnozo noopasoeieHus op2aHu3ayuu

01-01 (Yka3biBaeTcs 3arojoBOK

nena)

01-02 1 T.1.

(Yxa3bIBaeTcst CpoK

XpaHEHUs)

Haumenosanue cmpykmyprno2o noopa3zoeieHus opeaHu3ayuu

02-01
02-02 u T.1.

JIOKHOCTH PYKOBOIUTEIIA,

OTBCYAIOIICTO 3a COCTAaBJIICHHUEC

HOMCHKJIATYpPbI ACJI

bamrs

Toonuce

Hrorosas 3anuce o KaTeropmsax U KOJIM4eCcrBe aeJ1,

3aBeieHHbIX B 1999 roay

ITo cpoxam xpaHeHUs

Bcero

B Ttom uucie

TIePEXOAIINX

Nuunmaresl,

¢ ormeTkoi DIIK
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[TocTostHHOTO
Bpemennoro
(cBbime 10 mer)
Bpemennoro
(mo 10 met

BKJIFOYUTEIIHHO)

UTOI'O:

JIOIKHOCTD PYKOBOAUTEA lloonuce  VInunumansl, pamunus

JIOIKHOCTD PYKOBOAUTEIIS,
OTBEYAIOLIEIr0 33 COCTABIICHUE

HOMEHKJIATYPbI J1eJ1 Iloonucw Nuunuanel, hamuims

COI''TACOBAHO:
3aB. rOCapX1uBOM

pationa  [loonuce  VIHunumansl, pamunus

Ipunoorcenue 7.2

I[IpumepHasi HOMeHKJIATYypa JeJl TepPUTOPUATILHOMN
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aIMUHUCTPAIUH paiioHa

AJIMAHUCTPALUS

VYupanenue nenamu (0OIIUN OTAEI)

HOMEHKIJIATYPA

30.12.99 Ne01-00

(paiioHa, ropoja)

YTBEPXAIO

I'maBa AamMunucrpauuu

paiioHa, ropoja

WNuunnmane, hamMumus

Tloonuce
JEJ

Jlama

Ha 2000 r.
Nupnexc KomuectBo Cpox xpaneHis aena
3arosioBoK jena (Toma) (Toma), HOpMa crateil | [Ipumedanns
nena nest (TOMOB)
0 TIEPEUHIO
1 2 3 4 5
01-01 |IIocraHOBJIEHHE aIMUHUCTPALIUI Jlo MuHOBaHUSA
o0acTu (MPpUHU TOPOJA) - KOTTHH HaJIOOHOCTH
01-02 |PacriopskeHust aJAMHHUCTPALUH To xe
obnacte (MPpUU TOPOJIA) - KON
01-03 ITocTaHOBIEHUHSH [TocrostHHO
aIMUHUCTPALIUU parioHa
(ropoma) o OCHOBHOM
NESTEIIbHOCTH M JOKYMEHTBI K
HUM
01-04 |PacnopspkeHuss aJIMUHUCTpaLUU ITocrostHHO
paiiona (ropoja) Mo OCHOBHOM
NESTEIIbHOCTH M JOKYMEHTBI K
HUM
01-05 [TocTaHOBIEHUSH 75 ner (OIIK)
aIMUHUCTPALIUA pariona
(ropoma) MO JUYHOMY COCTaBY
(mpuewm, YBOJIbHEHUE,
MepeMeIleHHE) -TOJUTMHHUKH
01-06 |PacnopspkeHus aJIMUHUCTpaLUU 75 ner (OIIK)
paiiona (ropoma) Mo JUYHOMY
cocraBy (IpueM, YBOJIbHEHHUE,
MepeMEILEHNE) ~-I0JUIMHHUKH
01-07 |lepenucka C BBIIIECTOSIIIIUMH Cratbu Mo NepeyHIo, 5
OpraHu3alysMU 110 OCHOBHOH aet (O11K)
JeSITeNIbHOCTH
01-08 |[lepenncka ¢ OpraHu3alUsIMH, 5 ner (OIIK)

YUPEXKICHUAMH, IIPEATIPUATUIMHA
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obnacTtu
01-09 |’Kypnan (KapTOYKH) 3 rona (JIIK)
pPETHCTpaliil  TIOCTaHOBIICHUI
aIMUHUCTPALII obOnactu
(Mapuu TOposa)
01-10 |>’Kypnan (KapTOUYKH) 3 rona
perucrpanuu MTOCTAHOBJICHU I
aJIMUHUCTPAIIUU obnactu
(Mapuu Topoza)
01-11 >Kypnan (KapTOYKH) [TocrostHHO

perucrpauuu ITOCTAHOBJICHU I
aJIMMHHCTpallUU paiioHa (MdIpuu

ropoja)

01-12  [’Kypnan (KapTOYKN) [TocrosinHO, cT. 1062
perucTparuu pacropsbkeHun
aJMMHMCTpallUy paiioHa (MIpuun
roposa) o OCHOBHOM
NeSITENIbHOCTU

01-13 |’Kypnan (KapTOYKH) 3 rona, ct. 1066
perucrpauuu BXOJISIIICH

KOPPECHNOHIEHIUU
aIMUHHCTpAUU (MIPUU TOPOAA)

01-14 |>’Kypnan (KapTOYKH) 3 rona, ct. 1066
perucrpanuu HCXOAILIEN
KOpPpPECHNOHAEHIHUHU
aIMUHUCTPALIUU paiioHa
(ropoma)

01-15 |(IlpemnoxeHus, 3adBICHUS U 3 roga, cT. 35
Ka00bI TpaXxKaaH

01-16 |Kaprouku perucTpanuu 3 roga
ITACbMEHHBIX oOpauieHui
rpaxaaH

01-17 |Kaprouku saM4YHOro mpueMa 3 rona, ct. 103
rpaxaaH PYKOBOJTUTEISIMU
aIMUHUCTpPALIMU paiioHa

01-18 |Homenknatypa nen 5 mer

01-19 |Ilonoxenue 00 oTIese ITocTossHHO
(ynpaBieHUH)

01-20 |J10JKHOCTHBIC 00s13aHHOCTH ITocrosinHO
pabOTHHUKOB oTaena
(ynpaBiieHuUs1)

01-21 |CnpaBouHO-MH(pOPMAIIMOHHBIE 3 roga

MaTepuajbl [0  y4ery u
UCIIOJIHEHUIO TOKYMEHTOB

01-22 |Marepuansl  (IPOTOKOJIBI U [TocTosiHHO
JOKYMEHTBI K HHUM) 3aceJaHuid
KOJIJIer vt BO riiaBe
aIMUHUCTPAILIMU PailoHa, ropoaa
(Mapun)

01-23  |AKTBI O BBIAETICHUN JOKYMEHTOB ITocrostHHO
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" €I K YHUUYTOXCHHUIO

01-24 |Omuce Ne 1 nmem mOCTOAHHOrO TlocTostHHO
CpOKa XpaHEeHUSs

YrpaBisironuii AenaMmu
(3aB. OOIIMM OTIEIOM) Iloonuce  ViHunumansel, paMunus
HToroBasi 3anuch 0 KATeropusix U KoJaIu4ecTne e,

3aBeieHHbIX B 1999 roay

ITo cpokam xpaHeHus Bcero B toMm uucne

nepexoaanmx  |c ormerkoit DIK

[TocrostHHOTO
Bpemennoro
(cBbrie 10 ner)
Bpemennoro
(mo 10 net
BKJIFOUUTEIIHLHO)
UTOI'O:

YnpaBiasonun 1eiamMmu

(3aB. OOIIMM OTIEIOM) Iloonucoy Nuunmanel, hpamuims
COI''TACOBAHO
3aB. rOCapX1uBOM Iloonucs Nuunmanel, hamumms
paiioHa Jlama
AIMUHNUCTPALIA YTBEPXJIAIO
panioHa, TopoJia, MApPHUH I'maBa
aIMUHUCTPALITU
_____ paoHa,
roponaa
__ _HNHumunwmanm,
bamrs
Iloonuce
CBOJHAA
HOMEHKIJIATYPA JEJ Jlama

30.12.1999 Ne0O1-00
Ha 2000 T.
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Ne i/m HanmeHnoBanue CTpyKTYpHBIX IIOAPA3AEICHUM, OTIENOB,
KOMHUTETOB, aIMUHUCTPALIMU paiioHa (ropoza), Mapuu

Nupekcrl oTenoB

MApUH)

1. |Ynpaienue nenamu (00U OT/IENT) 01
2. |KonTponsHoe ynpaBiieHue (0TIeN) 02
3. |Jpyrue oTnesnpl, KOMUTETH aIMUHHUCTpAIIUU paiioHa (Topoaa, 03,04...

Ilpunoscenue 7.3

Hrorosas 3anuch o KaTeropmsx u KOJIHYECTBE 1€J1, 3aBCICHHbIX

B roay B OpraHu3auuu

ITo cpokam xpaneHus Bceero

B Tom uncie

MEPEXOISIINX ‘ ¢ otmetkon DIIK

1 2 3

4

ITocTostHHOTO

Bpemennoro (cBeire 10 ser)

Bpemennoro (10 10 ner BKIIIOUUTENBHO)

UTOI'O

JIOMKHOCTD PYKOBOIUTEINS CITYXKOBI

JOKYyMEHTAIIMOHHOTO oOecniedenuss [loonuce VHuimansl, pamumus

JlaTa
HroroBeie cBeICHUS IEPEIAHBI B ADXUB

JloipkHOCTB nepenasiiero ceeaeHuss Iloonuce Waunumansl, pamumus

Ilpunoowcenue 7.4

HTrorosas 3anmuch o KaTeropmsax u KOJIH4Y€CTBE /1€J1, 3aBC/ICHHBIX
B roay B CTPYKTYPHOM NOoApa3acJICHUN

ITo cpokam xpaHeHust Bcero

B toMm uncne

nepexoasamux | ¢ ormerkoit DK

1 2 3

4

ITocTostHHOTO

Bpemennoro (cbie 10 ner)

Bpemennoro (10 10 net BKIIIOUUTENHHO)

NTOI'O
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I[OJDKHOCTB OTBCTCTBCHHOI'O
3a ACIOIIPOU3BOJACTBO

JlaTa

Hrorossie CBCIACHHA IICPCAAHbI

Ioonuce

Nunnmanel, hamMunms

B ciyxk0y JlOKyMeHTaluoOHHOTO

o0OecIeyeHus YIIpaBJICHUSA MUHHUCTCPCTBA, BCIOMCTBA.

JomxHocTh nepeaasiiero ceenenus Iloonuce Waunmansl, pamunus Jlara

Ilpunoowcenue 7.5

Oﬁpa3eu (l)OpMLI aKTa 0 BbIACJICHUHA K YHHUYTOKCHUI0 TOKYMEHTOB, HE

MNOAJICKAIUX XPAHCHHUIO

HammenoBanue oprannszanuu

JOJDKHOCTH

AKT
Nunnuansl,

No

MecTo cocTaBieHUs

O BBIJIENEHNN K YHUUTOKEHUIO
JOKYMEHTOB, HE TOJUJIEKAINX
XpaHEHUIO

Ha

YTBEPXIAIO

HaumMeHnoBaHUuE

PYKOBOAUTEIS

Tloonuce

Jlama dOamunus

OCHOBaHHU

Hazeanue u evixoonwvie oaunvie nepedr:
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OOKYMEHMO8 C YKA3aHUEeM CPOKOS8 UX XPAHEHUS

OTO6paHBI K YHHUYTOXCHHUIO KaK HC HMCIOIIHUC H&y‘lHO—HCTOpH‘lCCKOﬁ

ICHHOCTHU U YTPAaTUBHINUEC ITPAKTUICCKOC 3HAYCHUC JOKYMCHTDI (1)OHI[a

Ne
Haszeanue ¢ponoa
Ne | 3aronoBok aena Jara Homepa %0801 (D Koin-Bo Cpokn  |[Ipumeua
/T | WUIK TPYTIIIOBOM | JieNia Wik | omuceil | nemna (Toma, nen XpaHEHUS HUE
3aroJIoBOK KpailHue | (HOMEHK | 4acTH) I0 (TomoB, | nena (Toma,
JTaThl  |JIaTyp) 32| HOMEHKJIAType | yacTei) |4dactu) u No
rof(bl) WJIH cTaTey 1o
Ne nerna mo MIEPEYHIO
OITUCH
1 2 3 4 5 6 7 8
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HUtoro nen 3a
TOJIBI
Hugpamu u nponucero
Onucu fgen  MOCTOSHHOIO — XpaHEHHs  3a TOJIbI,

YTBEPKJICHBI, a IO JINYHOMY COCTaBy corsacoBanbl ¢ JIIK

Haumenosanue apxusnozo yupescoenus

(IpoTOKOIM OT No )

I[OJDKHOCTI: Jjna, IMpoOBOAUBIICTO

AKCIEPTU3Y LICHHOCTH TOKYMEHTOB  [loonuce WHunmansl, pamummus

JlaTa

COI'NTACOBAHO

[Tporokon LIDK
Ne

JIOKYMEHTBI B KOJINUECTBE JieJ, BECOM KT

Lugpamu u nponucwro
CIaHbI B

Haumenosanue opeanuzayuu
Ha repepaboTKy Mo MPUEMO-CIATOYHOM HAKIIAIHOM OT

No

JlomxHOCTh paboOTHUKA,

CIaBIIETO JOKYMEHTBI Tloonuce Wuunmanel, hamunms

HN3meHenus B YUYETHBIC NOKYMCHTBI BHCCCHBI.

JIOTKHOCTD pabOTHHKA IIEHTPAILHOTO
apxuBa (ciyx0b! JIoOKyMeHTallMOHHOTO

oOecreyeHus yrpaBJieHUs ), BHECIIETO
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W3MEHEHUSA B YYETHBIE JOKYMEHTHI Iloonuco

bamrs

Nuunumanel,

Ipunoocenue 7.6

Oo0pa3zen JmcTa — 3aBepuTesif 1ejaa

JIMCT — BABEPUTEJIb JEJIA Ne
B neno noammto (B10XeHO) U MPOHYMEPOBAHO
Hugpamu u nponucwvio

nucTa(oB)
B TOM umncie: 1MTepHbIE JIUCTBI
[Iponyiiennsie HOMepa
BHYTPEHHEHN ONMUCHU

+ JIMCTOB

OcobeHHOCTH (PU3HUECKOTO COCTOSIHUS Homepa mctoB

1 GopMHUPOBAHHUS JeNa

1 2

JIOJKHOCTB JIMIIA, COCTABUBIIETO

3aBEPUTEIIbHYIO HAIIIUCh Iloonuce  VHunmansel, pamuims

Ilpunoowcenue 7.7

Oo0pa3zen ¢popMbI BHYTPEHHEH ONUCH JOKYMEHTOB J1eJ1a

BHYTPEHHJI OITMCH
JTOKYMEHTOB fesa No
Ne Nunexc 3aroJyoBoK Homepa nucroB
JlaTta nokymeHTa [Ipumeuanue
/11 JIOKyMEHTA JIOKyMEHTa neiaa
1 2 3 4 5 6
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Hroro JIOKYMEHTOB
Lugpamu u nponucwvio
KosmuecTBo 1MCTOB BHYTPEHHEN ONIUCH

Hugppamu u nponucwio
JIOJDKHOCTB JIM1A, COCTABUBILIETO
BHYTPEHHIOIO OIUCH TOKYMEHTOB
nena lloonuce  VIHuumanel, pamMunus

Jlama

Ipunoowcenue 7.8

dopMma 00/10:KKH 1eJIa OCTOSTHHOT0 U BPEMEHHOI 0
(cBbime 10 JieT) XxpaneHusi

®.1N.0.
Om. Ne
I1. No

Haumenosanue yupestcoenus u cmpyKmypHo2o noopa3oenenus

JIEJIO Ne TOM Ne
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3aroJyioBOK aena

JIUCT

Jlama
Ha
XpaHUTH
®.1.0.
Om. Ne
J. Ne
YTBEPXJIAIO
HaumenoBanue JOKHOCTH
PYKOBOJUTENS OpraHu3aluu
Ioonuce  VIHmumaiel,
bamums
Jlama
dong Ne
Omnuce No

ACJI ITOCTOSAHHOTO XpaHCHUA

3a

roa

Ilpunoscenue 7.9

Ha3zeanue pazdena cmpyxmypno2o noopazoeneHus MUHUCIepCcmaa, 6e00MCmed

Komn-Bo ncroB

Ne Nunekc 3aroJyIoBOK feja Hata gena
B nene (tome, | [Ipumeuanue
/1 nena (ToMma, yactu) (Toma, yactu)
4acTu)
1 2 3 4 5 6
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B JTAaHHBIN pasznen onucu BHECEHO
e

Lugpamu u nponucwvio

¢ No mo Ne , B TOM 4YHCIIE:

JUTEPHBIC HOMEpa:

MIPOITYIIIEHHBIE HOMEpa:

J1OJIKHOCTh

COCTaBUTEIISI OITUCHU Toonuce Nuunmansl, hpamumms
3aBenyIoIMi apXuBOM

(11110, OTBETCTBEHHOE 3a apxuB) [loonuce WNuunmanst, hamunis

Jlama
COI''TACOBAHO YTBEPXJIEHO
[IpoTokon DK IIpoTokon DTIK
HaunmeHoBaHue opranusanuu ApPXUBHOT'O YUPEKICHUS
Ne Ne
IHpunoscenue 7.10
IIpumepHasi HOMeHKJIATYpPAa a1
Npo(hecCHOHATIBLHOI0 YYWINIIA, JTUIes
KomuteT no HauaJibHOMY YTBEPXKIAIO
npodeccuoHAIbHOMY 00pa30BaHUIO JupekTop npodheccnoHaIbHOIO
Anmunuctpaiuu HoBocubGupckoit yuunuiia (umes) Ne
obnactu

lloonuce  Hnuyuanei, pamunus

[IpodeccunonanbHoe yuumnuiie
(ymreit) Ne
CBogHasi HOMEHKJIATypa Jiell
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Ha 1998-2003 rr.

é\/{i HaumeHnoBanue CTpyKTypHOTO IOApa3AeIICHUS Nunexc
1 |dnpexuns 1

2 | Y4eOHO-TIPOM3BOJICTBEHHAS paboTa 2

3 |YueOHo-BocniuTaTenbHas pabora 3

4 |O6meo0Opa3oBaTelbHasK MOATOTOBKA 4

5 |IIpon3BoacTBEeHHOE 0OyUEHUE 5

6 |byxrantepus 6

7 |ADMHHHMCTPaTHBHO-XO3siCTBeHHAs paboTa 7

COI''TACOBAHO
IIpoTOKOI KCIIEPTHOM KOMHUCCUU

npodeccrnoHanbHOro yunaunia (Jauuest) Ne

OT « » r. Ne

COI''TACOBAHO

IIporokoun LlenTpanbHOM SKCIIEPTHOU
komuccuu Komurera rno HauaibHOMY
npodecCuoHaAIbHOMY 00pa30BaHUIO

Anmvunnctparnun HoBocnOupckoit oomactu

otT 29 okts10ps 1998 1. Ne 2

Ileuamo
KomuteT no HauaJibHOMY YTBEPXKIAIO
npodeccuoHaIbHOMY 00pa30BaHUIO [Ipencenarens komMuTeTa MO
Anmvunnctparuu HoBocuGupckoit HaYaJIbHOMY MPOGECCHOHATTLHOMY
obnactu 00pa30BaHUIO
S.4. bopreno
Iloonucwo
Jlama

IIpumepHasi HOMEHKJIATYpa el

Npo(hecCHOHATILHBIX YUYW U JUIleeB
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Nunexc
nena

HaumeHnoBaHMe CTPYyKTypHOTO
noJipa3ieneHus (HamnpaBieHun
JIeSITeTbHOCTH ), 3aT 0JIOBOK J1€J1a

Koin-Bo
TOMOB

Cpok xpaHeHus Jiena
(Toma, yactu), Ne
CTaTbU MO IEPEUHIO

[Ipumeuanue

2

4|

Jupexyus -01

01-01

[Tpukasel, MeTOTUYECKHE
PEKOMEHIalluK U MHCbMa
MunucrepcTBa oopazoanus PO,
Komurera no
HaYaJIbHOMY
podoOpa3oBaHUIO

TIMH

19"6"
21"6"2

He menee
51

01-02

VYcraB yunnuia, amues u
CBHUJIETEIILCTBO 00
aKKpeIuTaIuu

Tlocrt.

37"a"

01-03

J1OJDKHOCTHBIE HHCTPYKIUU
COTPYJIHUKOB

56

Tlocie 3amensl
HOBBIMHU

01-04

IIpuka3sl gupexTopa
YUHJIMILA 110 OCHOBHOM
JIeSTEIIbHOCTU

Ilocrt.

19Hall

01-05

[Tpukassl qupexTopa
YUUJIMILA 110 JINYHOMY
coctaBy (TpHeM, IepeMelIeHue,
YBOJIbHEHUE, aTTeCTaIlHs)

75mn.

19"6"

01-06

[Ipuka3el qupeKTopa yuyuiniia o
IIPEIOCTaBIEHUH OTIIYCKOB,
B3bICKaHUI, KOMaHIUPOBOK

19HB"

01-07

OcHoBaHHSA K IIprUKa3aM

3r.

492

01-08

KypHuan perucrpaiuu npruKas3oB 1o
OCHOBHOH J€SITEILHOCTH

Ilocrt.

106||a"

01-09

XKypHan perucrpanuu npukasoB 110
JUYHOMY COCTaBY

75m.

508

01-10

[Tepenucka ¢ Komurerom no
HavyaJIbHOMY IPOo(eCcCHOHATIBHOMY
00pa30BaHMUIO MO BOIIPOCAM
NeATeNTbHOCTH YUMIIHIIA

495

01-11

Kaprouku perucrpanyu Bxoasen
KOPPECIIOHICHIINH

106"6"

01-12

Kaprouku perucrpanuu Ucxoasen
KOPPECIIOHACHIINU

106"6"

01-13

ATTecTallnOHHBIE 3aKITIOUEHUS
YUUITHLL]

51.

Tlocne
aTTeCTalluu
YAUITUIIA

01-14

Crincku npenojaBatesieil 1 MacTepoB
YUUJIMILA

75m.

511
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METOIMYECKHUX KOMHCCHH 110
OOILIETEXHUYECKUM, CIICI{UATBLHBIM
JUCHUTUIAHAM M IPOU3BOACTBEHHOMY
00y4YCHHIO

01-15 T'onoBrIe OTYETHI O YUCIEHHOCTH U 51 294
COCTaBe KaJpoB YUHIIUIIIA
01-16 [TpoTokomnbl 3acenanuii [Tocr. 16 [Toctymnarot Ha
[1€1arOrNYeCKOro COBETa U JIOKYMEHThI XpaHEHUE B
K HUM rocapxuB B
donme
Komurera
01-17 | Jluunble nena paOOTHUKOB YUUIIHINA 51 498"s" | IToce BeLmaun
(3asByIEHUS, aHKETHI, aBTOOMOTpadun, JIMYHBIX
KOIUU MIPUKA30B U Jp. JTOKYMEHTOB
01-18 Kypnan perucrpaniyu Bbigaqu 505 526
TPYAOBBIX KHIKEK
01-19 | IluceMenHbIe OOpaIlCHNS, 3asIBICHHS 5n. 31 Conepxaree
PabOTHUKOB YUUJTUII] YUAIUXCA U UX MIPETIOKCHUS
poauTenel, Ipyrux rpaxxiaH 00 yJydIeHun
paboThI
CUCTEMBI
01-20 AKTBI ITIPOBEPKHU COCTOSIHUS SIL. 118,119
JIeNIONTPOM3BO/ICTBA U MEPEIHCKa O
BOIPOCaM OpraHu3alnuu
JIENOTIPOM3BOICTBA. AKTHI O TPOBEPKE
YCIIOBUY XpaHEHUs JOKYMEHTOB, B
yuuiuiie 1 nepenucka ¢ [[OK
Komurera
01-21 [TpremMo-caTOYHbIE aKThI, [Tocr. 61
COCTaBJISIEMbIE TIPU CMEHE
PYKOBOAMTENEHN yUMIINILIA
01-22 | [TonoxxeHne 00 FIKCIEPTHON KOMUCCHU XpaHArcs B 115 ITocne
YUMJIMILL, IPOTOKOJIBI 3aCeIaHUM Opra"u3aiu JTUKBUAAITUN
9KCIEPTHON KOMUCCHH, aKThI O C/1aue u nepenaTes B
JIOKYMEHTOB B TOCapXUB OB/]
01-23 CBomHas yTBep)KI€HHAS [Tocr. 95"a"
HOMEHKJIaTypa Ael
01-24
01-25
01-26
Yuebno-npoussoocmeennas paboma-02
02-01 |KHura npukasoB 10 JINYHOMY COCTaBY 751. OIIK | 19"6"
yyaumxcst (0 3a4UCIICHUH, BBITYCKE U
OTYUCIICHUHU yUaIUXCsl)
02-02 [TonoxxeHust U UHCTPYKLIUHU I10 JAMH 21"6" |Ilnan HE MeHee
METOUYECKON paboTe, TIaHbl padOTHI 5., 166"a"
02-03 IIpoToKOmBI 3aceaHUN U OTYETHI ITocr. 571
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02-04 | TIpoTokoJibl 3aceaHUN BBITYCKHBIX 755 592
KBaJTM(PUKALIMOHHBIX
HK3aMEHALMOHHBIX KOMUCCUI
02-05 [1nanbl paboOTHI yUUIIHMILA HA TOJT Sn. 166"a"
02-06 | Otyersl MO yueOHO-BOCHHUTATEIHHOM SIL.

pabote 3a roa u o ¢popmam 10 HK
(mpodrex), 11 HK (mpodrex)

02-07 VY4eOHbIe MII1aHbl, TPOrPaMMBI 10 Si. 166"a"
MIPOM3BOJICTBEHHOMY O0YUYECHHIO,
OOIIETEXHMYECKUM U CIeI[HaTbHBIM
TUCIUTLINHAM

02-08 Pacrincanust yueOHBIX 3aHATHIA lr. 602
YUMJIMIL, TOKYMEHTBI [10 UX
W3MEHEHUIO U JIONOJIHEHHUIO.

Pacnimcanust 1omoMTHUTEIBHBIX

3aHSITUU C OTCTAIOIIUMHU

02-09 | [1nanbl, rpaduKky U aHAINU3 KOHTPOJIS Sn. 572"a"
3a y4eOHO-BOCTTUTATEIHLHBIM
MIPOIIECCOM
02-10 I1nadb! MOBEIIEHUS KBATU(DUKALIIN 5. 572"a"
I

pabOTHUKOB YUMUITUIIA, CTAXKHUPOBKU
MacTepOB MPOU3BOACTBEHHOI'O
00y4YeHHs, OTYETHI 00 UX BBHITIOJTHCHUH

02-11 JIOKyMEHTBHI 0 ITepeI0BOM IOn. OIIK 579
MeIarOrMuecKOM OITbITE 3a00ThI
npernojaBaTeneid 00IEeTeXHNYECKUX U
CTIEIUATBHBIX JUCIUTUINH, TIEPETTUCKa
10 3TOMY BOIIPOCY

02-12 [Tnanb1 paboTHI ¥ TPOTOKOJIBI Sn. 574 577
3acelaHuil coBETa MacCTEPOB, OTUETHI
MacTepOB IIPOU3BOACTBEHHOTO
0o0ydeHus 1Mo y4eOHO-BOCITUTATEIILHOM
pabote

02-13 Kypnauns! ananu3za padboTb Sn. 577
npernoaBarteneil OOMIeTeXHHYECKUX 1
CII€uaJIbHBIX TUCIHUIIIINH

02-14 | JlokyMeHTHI Ie1aroru4eckKux YTeHun I[Tocr. 571
(TOKJIa /11 BBICTYTTAFOIITHX )

02-15 [1nans! paboOTHI 3aBEAYIOLIMX Sn. 572"a"
y4eOHBIMH KAOMHETAMH M OTYETHI 00
UX BBINIOJHEHUHU

02-16 I"'onoBBIE IUIAHEI, CTATUCTUYECKHUE IOm. 548
OTYETHI O MOJTOTOBKE
KBaJIM(ULIMPOBAHHBIX pabOYMX MO
YCTaHOBJICHHBIM (hopMaM
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02-17

[Tnanel pabOTHI KPY>KKOB
TEXHUYECKOrO TBOPYECTBA YUAIIUXCS
10 OOIIETEXHUYECKUM U
CIEIUAILHBIM JTUCHMIIMHAM, OTUETHI
00 MX BBEIIOIHEHUH

3r.

573

02-18

KonTponbHbIe paboThI (TO0BBIE)
YYAIIUXCsl 110 OOIIETEXHUYECKUM U
CrHeHUaTbHBIM IUCHUTUTMHAM, UX
aHaIM3 U TpaduKA TPOBEICHUS

588Haﬂ

02-19

JIOKyMEHTBI KOHKYPCOB
podhecCHOHATHFHOTO MacTEPCTBA

YYaIUXCs

10n. DK

66"a"

Bo3smoxken
otoop,
nepeaava B
I'AHO B ¢donne

02-20

[TucerMeHHBIC PK3aMEHAIIMOHHBIE
(xBayM(pUKAITMOHHBIC, BHITYCKHBIC)
paboTHI yUanwxcs, UX aHaJIn3,
BBIBOJIBI U TIPEIIOKEHHSI

1r.

587

02-21

Kypnanb! perucrpanuu Bslaauu
JIUIIJIOMOB, aTTECTATOB

75m.

528

*02-22

ITonmenHBIE KHUTH ydalmuxcsa

75m.

19"6"

02-23

Jlnuynble nena yyamuxcs (3asBiIeHus,
CHPaBKH, XapaKTEPUCTUKHU )

75n. OIIK

499"

OTtunciaeHue ¢
Kypca -SI1.

02-24

Hokymentsl o HOT:
panroHaNIU3aTOPCKUE MPEJIOKEHUS U
aKThl 00 UX BHEAPEHUU

3r.

614

02-25

Benomoctu y4era ycrieBaeMOCTH
yuamuxcs. Tabenu ycrieBaemoctu
y4almxcs

51

597

02-26

JlokyMeHTbI 00 OTUHCIICHUN
yUYalIMXCsl U3 yUYUIMIIA (JOKIIa HbIe,
00BACHHUTEIIBLHBIE, TICPETTHCKA)

613

02-27

Kypnan ydyera TeopeTHYECKUX
3aHATHN yYaluXcst

51.

605

02-28

[1nanbl MepONIPUATHIA TTO
poOopUEHTALMOHHOM 3a00Te
KOMIUIEKTOBAHUS YUMIIHIIA U

COXpaHEHUsI KOHTUHIE€HTA yJaluXcsl

51.

572Ha||

02-29

02-30

02-31

Yuebno-socnumamenvnas paboma - 03

03-01

[lepcriekTHBHBIC TUTAHBI
BOCITUTATEILHOMN
paboThI yunMILa Ha
BECh IIEPUOT OOYUCHHS
H T'OJl, OTYETEI 00 UX
BBIITOJTHCHU T

511

572"3",
"g"
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03-02 [1maHbl BOCIUTATENb- 3r. 272"6"
HOI pabOoThI yUHIIHIIA
Ha MECSII]
03-03 [Tnanbr pabOTHI KPYIKKOB 3r. 573

10 OOIIECTBEHHBIM JUCLHHUILIMHAM U
KPY>KKOB XYJI0’)KECTBEHHOU
CaMOJIEITEIBHOCTH, OTYETHI 00 UX

BBITNIOJIHEHU U
03-04 | JIokymeHTBI 0 paboOTe POAUTETHCKOTO Si. 577
KOMUTETA (TOJIOBBIC TUIAHBI, OTUETHI,
TIPOTOKOJIBI)
03-05 [Tnaner pabOTHI M OTYETHI COBETA 3r. 167
OOIIEKUTHS
03-06 JIOKyMEHTBI O IIepeIoBOM On. 579
MEearoru4ecKoOM OITbITE OIIK

BOCITUTATENILHON pabOThI KIACCHBIX
PYKOBOAMTENEH, MaCTEPOB
MIPOU3BOJICTBEHHOT O
00ydeHuUsl, BOCTTUTATENCH 1
paboTHHKOB OMOIMOTEKH (pa3paboTKU
KJIACCHBIX YaCOB, OOIICYIMITUIIIHBIX
MEpPONPUATHH U Ap.)

03-07 JIOKyMeHTBI 00 yJ9acTuu Omn. 66"a" Bo3moken
YUWJIMILA B CMOTPAX U oK oToop,
KOHKYypcax (CIpaBKH, nepejaya B
JIOKJIQIHBIE O BBICTABKaX, UTOTH) PAHO
B (oA
Komurera
03-08 JIOKyMEHTBI 110 IPO(hMITAKTHKE 3r.

MIPaBOHAPYILICHUH CPEeH yUalXCs
(n1aHbl, MPOTOKOJIBI, CITUCKU
YUaIUXCsl, COCTOSIIUX Ha Y4eTe B
opraHax BHYTPEHHHUX JIE],
HapKOMCIIaHCepax)

03-09 | JIokyMeHTBI O MPAaBOBOM BOCIIMTAHWUU JAMH
yqaImumxcst (JJOKJIA b, JICKITHH )

03-10 | Ilepenucka c opraHaMyd MUJIALIUH, Si. 73

MIPOKYPATYpPhl, KOMUTETOM TI0 JejiaM

HECOBEPIICHHOJETHUX IO MTPABOBBIM
BOIpOcaM

03-11 | JokyMeHThI 00 OpraHU3aIuy JETHUX 3r.
Y 3UMHUX KaHUKYI (3aBKH,
nepenucKa, OTYEThI)
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03-12

JIOKyMEHTBI 110 BOIIPOCaM COLIMAJIBHON
3aIUTHl Y9aIUXCs (CIUCKU YJaluxcs
13 YKCIIa JETCH, OCTaBIINUXCS 0€3
TIOTICYSHU S POAUTENEH, U3
MHOTOZIETHBIX CeMeH, ceMel OeKeHIIEB
Y BBIHY)KJICHHBIX TI€PECETICHIIEB,
JI€TEH, IIOCTPAJaBIINX OT aBapUU HA
YeproObutbckoit ADC, u 1ip.)

Sn. OIIK

03-13

JIOKYMEHTHI IO BOIPOCaM
MEIUITUTHCKOT O 00CITYKHBAHHS
ydarmxcs (CIpaBKH, OTYETHI, AKTHI
yri1y0JI€HHOT O MEAULIUHCKOTO
O0CMOTpa)

03-14

03-15

03-16

Obweobpazosamenvras noocomoska - 04

04-01

[TonoxeHust U UHCTPYKLIUU 110
METOIMYECKOl paboTe; MiIaHbl paboTHI,
IIPOTOKOJIBI 3aCEAAHUN U OTYETHI
METOJUYECKUX KOMUCCUH 110
00111e00pa30BaTENbHBIM AUCIUILIMHAM

JIMH

IInaner 5 1.,
572"a", oT4eThl
S5m., 575"a"

04-02

VY4eOHble M1aHbl, IPOrpaMMBI IO
0011e00pa3oBaTeNbHBIM AUCIUILINHAM

55

572""

04-03

KonTtponbHble paboThl (Tro10BbIE) 110
0011e00pazoBaTeIbHBIM
JTUCIUIUIANHAM, UX aHAJIN3 U TPaQuKu
MIPOBEICHUS

588"a"

04-04

IInceMeHHEBIC OK3aMCHAIIUOHHBIC
paboThI 110 0011IE00Pa30BATENLHBIM
JUCUUIUIMHAM , MX aHAJIW3 U rpaduku
[IPOBEICHUS

1r.

587

04-05

OK3aMeHAIMOHHBIC OUJICTHI,
pacrucaHus 9K3aMEHOB U
KOHCYJIbTaI[u|

1r.

566

04-06

CBo/IHBIE BEJOMOCTH YCIIEBAEMOCTH H
TIOBE/ICHUS YUaIIUXCsl, TPOTOKOJIBI
9K3aMEHOB, JJOKYMEHTHI 00
OCBOOOXICHHH y4aIIUXCS OT
9K3aMEHOB

55

597
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04-07 JIOKyMEHTBI O ITPOBEACHUIO Sn. OIK
OJIMMITHA/I TIO Y4EOHBIM TUCIUTUIMHAM
(3amaHus, UHCTPYKIUHU 10
MIPOBEJICHUIO, CIUCKN YYaCTHUKOB,
MIPOTOKOJIbI 3aCE€AAHUN KOMHUCCHIA)

04-08 | XKypnanbl aHalm3a paboThI Si. 577
I penojgasBarteleHu
00111e00pa30BaTENbHBIX JUCIUILTIH

04-09 |IImaner  paboOTBI  KPY)KKOB o 3r. 573
obmeoOpa3zoBaTENbHB M
OUCLMILUTIHAM,  OT4YeThl 00  UX
BBITIOJTHEHU T

04-10 |JdoxyMeHTbI 0 MepeI0BOM Or. OIIK  |579
MEIaroru4eckoM  OmbITe  paboThHI
npemnoJagaBartedndnei
00111e00pa30BaTENBHBIX TUCIUIUIMH U
IepenucKa 1o 3ToMy BOIpocy

04-11 |’Kypnamel yderta  TEOPETHYECKOTO Sn. 605
o0ydJeHus

04-12

04-13

04-14

IIpouzeoocmeennoe obyuenue - 05

05-01 [TnaHbl TPOM3BOACTBEHHOM 3r. 573
JESTeTFHOCTH YUUIIMINA Ha TOJ U
OTYETHI 00 UX BBIMOIHEHUN

05-02 [1nan mpon3BOICTBEHHOM 3r. 573
JIESTeTbHOCTH YUUJIUIIA Ha KBapTajl U
OTYETHI 00 UX BBIIMOIHEHUN

05-03 |Ilmanbl TPOM3BOJACTBEHHOTO OOYICHMS 3r. 573
TPYIIT Ha MECSI] M OTYETHI 00 UX
BBITIOJIHCHU N
05-04 Y4eOHbIe MporpaMmbl O Si. 609-610

MIPOM3BO/ICTBEHHOMN MPAKTUKE, CIIUCKU
MPAKTUKAHTOB 10 00bEKTaM, KOITUHU
MPUKa30B 0a30BBIX MPEANPUITHH TTO

MIPAKTUKE, OTYETHI MACTEPOB
MPOU3BOJICTBEHHOT'O O0Y4YEHHUS O

MIPaKTUKE

05-05 | Ilepeunu yueOHO-IPOU3BOACTBEHHBIX 3r. 267
pabor no nmpodeccusm

05-06 [Tepeunn KOHTPOIBHBIX U 0. 578

MPOBEPOYHBIX PaboOT Mo mpodeccusim,
rpaduKy ¥ IPOTOKOJIbI POBEACHUS
MIPOBEPOUYHBIX paboT, X aHANHU3,
BBIBOIBI ¥ TIPEIIOKECHUSI

05-07 Knura ydera nHCTpyKTaXxa 1o IOmn. 436
0e30MmacHOCTH TpyAa
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05-08

XKypnans! ananusa paboTbl MaCTEPOB
IIPOU3BOACTBEHHOI0 00y4YeHUs

55

577

05-09

JIOKYMEHTBI O I1epeI0BOM
IeJJarOrYeCKOM OIBITE PAOOTHI
MacTepoB IIPOU3BOACTBEHHOIO
00y4eHUS U IeperncKa 1o 3ToMy
BOIIPOCY

IOn. DIIK

579

05-10

TexHuueckue nmacrnopra Ha
00opyoBaHue, TUNIAHBI-TPA(UKU €ro
PEMOHTA, aKThl Ha CIITMCAHUC
MpUumeaAmero B HCroaHoCTb
000pyTOBaHUS

TI3H

1670"6"

05-11

3asBKU HA 00OPYIOBaHUE,
MHCTPYMEHT, MaTepHUaJIbl, YUET U
OTYETHOCTB 110 UX PACXOTY

988Ha!|

05-12

JXypHaisl yuera npou3BOACTBEHHOTO
o0y4eHHs

55.

605

05-13

05-14

05-15

byxeanmepus - 06

06-01

[Ipukassl 1 pacropsKeHuUs
MunucrepctBa oopazoBanusi PO u
Komutera. UHCTpYKTHBHBIE YKa3aHUS
110 (pMHAHCOBBIM BOIIPOCAM OPraHOB
npodTexodbpa3zoBaHus, (GPUHAHCOBBIX
opranoB ['ocbanka u Crpoiibanka PO
(xomun)

TIMH

19"6" 21
"6"

06-02

ITpuxa3zel qupekTopa yuniamma. Konuun

TIMH

06-03

YTBEpKAECHHOE IITaTHOE PACIIHCAHUE
npodTeXyunnIa, JOKyMEHTHI 00 €ro
W3MEHEHU N

3r.

52"a"

XpaHuTcs 1o
MECTY
YTBEPIKICHMUS,
B Komurere

06-04

JlutieBble cuera paOOTHHKOB YUMJIHINA

75m.
OIIK

31Ta"

06-05

CMeTsl pacxoJ10B Ha COIEp/KaHNE
YUWJIMILA, [IJIaHBI IOXOJI0B U PacXo0J10B
10 ITPOM3BO/ICTBEHHOM AEATENLHOCTH,
CMETHI CIEeIUATIbHBIX ACCUTHOBAaHUH Ha
coziepKaHUe arnrapara yrnpaBJieHUs U

W3MEHEHUS K HUM

55

229"a"

06-06

OT4eTs! yunImIa no
(MHAHCUPOBAHHUIO -TOJIOBBIE

ITocr.

303"6"

[Tepenaercs B
Komurer

06-07

OTueTs! yunimina no
(MHAHCUPOBAHHUIO -KBapTaJIbHbIC

303HBH

06-08

I'naBHag kHUTA

55

316

IIpu ycnosuun
3aBEpIICHUS
pEBU3UHU
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06-09

BcrnomorarensHble KHUTH U KaPTOTEKH
CHCTEMHOT'0 ¥ BHECUCTEMHOT'0 y4deTa
(Oyxranrepckue MpOBOIKH)

55

317

IIpu ycnosuun
3aBEpIICHUS
pEBU3UHU

06-10

JlokyMmeHT®I 110 Tapudukanuu
npernoaaBaTenen

2551

06-11

Kuuru u xxypHansl perucrpanuu
CYETOB, OCHOBHBIX OPJIEPOB,
HacaJHbIX, IUITATEXHBIX BEAOMOCTEH,
JIOBEPEHHOCTEHN, TOPYUYCHUH,
MaTepHaJIbHBIX CYETOB

55

319

06-12

KaccoBbie kHUTH

55

317

3aBEpIICHUS
pEeBH3UU

06-13

OOGOpPOTHBIEC U HAKOMTUTEIILHBIC
BEJIOMOCTH 10 CHHTETUYECKUM U
AHAIMTUYECKUM OAJIAHCOBBIM CYETaM

55

3aBEpLICHUS
pEBU3UU

06-14

OmnpaBnartesbHble pacXOIHbIE
JIOKYMEHTHI (KacCOBBIE,
MeMOopHaJIbHbIe, 0aHKOBCKHE, 1O
HAYMCIIEHUIO 3apIlaThl)

55

317

3aBEpIICHUS
pEeBH3UU

06-15

Pemenus cynoB, HCMIOTHUTEBHBIC
JIMCTHI, BEIOMOCTH U MEPEMUCKa MO
yACP)KaHUSAM U3 .3apaO0THOM IJIATHI

51

22

06-16

Marepuaisl 10 TOCy1apCTBEHHOMY
COLIMAJIBHOMY CTPaXOBAaHHUIO U
JIOKyMEHTBI 00 OIIaTe 3a CYET CPEACTB
COLIMAJIBHOTO CTpaxoBaHus GOHITY
3aHATOCTH, IEHCUOHHOMY (DOHTY

55

322

06-17

ABaHCOBBIE OTYETHI

4.

309

3aBEPIICHUS
peBU3HU

06-18

Hapsiip1, akThl Ha BBITOJTHEHHBIE
paboTsel, Tabemn paboyero BpeMeH! 1
Jpyrue JOKYMEHTHI TI0 3apa0O0THOM
TiaTe

55.

310

[Ipu ycnoBuu
3aBEPIICHUS

06-19

I/IHBeHTapHBIe OIMMCH UMYHICCTBA,
CJIIMIUTCIIBHBIC BCIOMOCTH, ITPOTOKOJIBL
3aCCAaHUU MHBCHTAPU3AIIMOHHBIX
KOMHCCHUH

3r.

323

06-20

AKTBI U TIEPETHCH O TIPOBEICHUN
WHBEHTAPU3AINH, YI€Ta U TIEPEOIICHKH
HMMYIIIECTBA U TOBAPHO-MATEPUATIBHBIX

LIEHHOCTEN

323

06-21

AKTBI TOKyMEHTAJIbHBIX PEBU3UHN
(hMHAHCOBO-X03MCTBEHHOM
JIeSITEIbHOCTU YUUJIUINA U JJOKYMEHTBI
K HUM

55

334

IIpu ycnosuun
3aBEpIICHUS

06-22

ZIOFOBOpBI C MaTCpruaJIbHO
OTBCTCTBCHHBIMH JIMLIaMH

337

IMocne
UCTEYECHUSA

06-23

06-24
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| 06-25 |

|

Hrorosas 3anuce 0o KaTeropusax U KOJIH4Y€CTBE 1671,

3aBC¢CHHBIX B

rogy

B podecCHOHAIBLHOM yumimine (Jaumee) Ne

ITo cpokam xpaHeHust Bcero B ToM uucne
T C OTMETKOM
OIIK
1 2 3 4

ITocrostHHOTO

Bpemennoro

(cbie 10 ger)

Bpemennoro

(o 10 5eT BKIIOYUTENBHO)

UTOI'O
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Cekpetapp podecCHOHAIBHOTO
yuniunia (uuest) Ne
COI''TACOBAHO

IIpoTOKOIMI 3KCIIEPTHON KOMUCCUH

Or « » No

Ipunoowcenue 7.11

YTBEPXJIEHO
IIpuxasom Pocapxusa

Ot 19.01.1995 Ne 2

INPUMEPHOE IIOJIOKEHUE
0 MOCTOSIHHO JIeMCTBYIOILIEH IKCIIEPTHON KOMUCCUH

opraHusanuu

1. O0mue mooxKeHus

1.1. [Ins opranuzanuu v npoBeAeHUs: pabOThI MO SKCHEPTU3E LIEHHOCTU
JOKYMEHTOB (OIIpEeNIeJICHUIO CPOKOB UX XPaHEHUs), OTOOPY Jied Ha XpaHEHHE
Y YHHUUYTOXEHHE CO3/1a€TCs IEUCTBYIONIAs HA MOCTOSHHONW OCHOBE HKCIIEPTHAs
komuccus (9K) opranuszanuu.

1.2. DkcnepTHas KOMUCCHS SBJISIETCS COBEIIATENIbHBIM OPraHoM IpU
PYKOBOJIUTEJIE OpraHU3allMy, KOTOPbIA YTBEP)KIAE€T MPUHSATHIE KOMUCCUEH
pelIeHuUs.

1.3. B cBoeit pabote DK pyKoBOACTBYETCSI 3aKOHO/IaTETLHBIMUA aKTaMH
Poccuiickoit apXuBHOW CIyObl, MEPEYHSIMU JOKYMEHTOB CO CpOKaMHU
XpaHEHUS U HACTOSIIIUM MOJIOKEHHUEM.

1.4. [IpencenareneM SKCIEPTHOW KOMHUCCUU SIBISIETCS OJUH W3
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3aMECTUTENEH PYKOBOIUTENS OpraHu3allid, CEKpeTapeM — 3aBEAYHOLIMI
apXuBOM (JIMLIO, OTBETCTBEHHOE 32 apXUB).

Ilepconanbubiii coctaB DK Ha3HauaeTcs NPHKa30M pPYKOBOJIUTENS
OpraHu3aludyd W3 4Yucia Haubojee KBATU(PUIUPOBAHHBIX COTPYIHHUKOB
BEAYUIUX  CTPYKTYPHBIX  IOAPA3ACICHUN  OpraHu3alndH,  BKIOYas
IPEJCTABUTENS AEIONPOU3BOJACTBEHHOMN CIIy»KObI (KaHLEISpUs, CEeKpeTapuar,

001Ut OTAET U T.I1.).

2. OcHoBHbIe 3a1a4u DK

OcHoBHBIMH 3anadaMu DK gaBisAroTCS:

2.1. OpraHuzanusi ¥ IPOBEACHUE SKCIEPTU3bI LIEHHOCTH JOKYMEHTOB
Ha CTaJuu JEJONPOU3BOJICTBA, OMPEACICHUE CPOKOB XPaHECHHS JOKYMEHTOB
IIPU COCTABJICHUH HOMEHKJIATYphl U (POPMUPOBAHUU JIE]I.

2.2. Opranuzaius 1 MpOBEACHUE SKCIEPTU3bI IIEHHOCTH JOKYMEHTOB
Ha CTaJINM MOJTOTOBKU UX K apXUBHOMY XPaHCHHIO.

2.3. PaccMmoTpeHue pe3ylbTaToB OTOOpa Jed Ha XpaHeHHE U
YHUUTOXKCHHE, YTBEpKJeHUuEe (0/100peHrne) MPOEKTOB COOTBETCTBYIOIINX
JIOKyMEHTOB, COCTaBIISIEMBIX ITOCJIE 3aBEPIICHUS ITOU paObOTHI.

2.4. Koutponb 3a obOecrieueHHeM COXPAHHOCTH, (OPMUPOBAHHEM U

YIOpAAOYCHHNEM JOKYMCHTOB B CTPYKTYPHBIX IMOAPA3ACIICHUAX OpraHu3alnu.

3. OcHoBHbIe pyHkunu IK

B coorBercTBUM € BO3JIOXEHHBIMH Ha Hee 3agadamu OK BbeIosHsET
cienyomue QyHKIIm:

3.1. OcylecTBIIET METOJAMYECKOE PYKOBOJCTBO pabOTON IO
AKCIEPTU3€E HEHHOCTH JOKYMEHTOB, IOJITOTOBKE UX K apXMBHOMY XpaHEHUIO,
a  Takke o  pa3padOTKeE  HOMEHKJIaTyp  JAedl W Jpyrux
HOPMAaTHUBHO-METOJUYECKUX JOKYMEHTOB, PErJIaMEHTUPYIOLIUX AESITEIbHOCTh

apxXuBa U JEJIONPOU3BOJACTBEHHOM CITyKOBI OpraHU3aLIUH.
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3.2. OpraHuzyeT eXeroJiHbIi 0TO0p JOKYMEHTOB HA XpaHEHHUE U
YHUUYTOXECHHE.

3.3. PaccmarpuBaer u TOpUHMMAET pelieHus 00 o0A00peHuu

(YTBEpKIEHUN):

MPOEKTOB HOMEHKJATyp Jei (CBOJHOM M MO CTPYKTYPHBIM
NO/APAa3ICIICHUSIM OpPraHu3alllH );

- ONHKCEH Ha JIeJ1a TOCTOSTHHOTO XpPaHEHHM S, Ha JOKYMEHTBHI 10 INYHOMY
COCTaBy, a TakXe Ha jena BpeMmeHHoro (ceime 10 ner) XxpaHeHwus,
NOJJIeXKAIME Nepeaade B apXruB OPraHU3alNg;

- OIHCEeW Ha Jena, MOMJIEXKAIIMe Iepetade Ha TOCyIapCTBEHHOE
XpaHEHUE B COOTBETCTBUU C JOTOBOPOM, 3aKIIOYAEMBIM C YYPEKICHHEM
[NocynapcTBeHHOM apXWUBHOUM CIYXObl (3TH ONMUCH 3aT€M HAIPABIAIOTCS Ha
YTBEPKJICHUE SKCIIEPTHO-NPOBEPOYHON KOMHMCCHUU YKa3aHHOTO APXUBHOI'O
YUPEKJICHUA );

- aKTOB O BBIJCICHUM K YHHUYTOXKEHHIO J€JI, HE MOIJIEKAIINX
JaJbHENIIEMY XPAHEHHUIO;

- OpeJioKeHuss 00 HM3MEHEHHHM CPOKOB XpaHEHUS OTHEJIbHBIX
Kareropud  (BHJIOB)  JOKYMEHTOB, YCTaHOBJEHHBIX  JIEWCTBYIOUIUMU
nepeyHsaMH, U 00 OIpEeAeICHUH CPOKOB XpaHEHUS JIOKYMEHTOB, HE
NPEAYCMOTPEHHBIX NEPEUHSIMH (MPEJIOKEHUSI B YCTAHOBICHHOM TOPSJIKE
HaIlpaBJSIFOTCS.  HAa  PAacCCMOTPEHHE  COOTBETCTBYIOUIETO  YUPEKICHHS
["ocynapcTBeHHOM apXUBHOM CITYXKObI).

3.4. CoBMECTHO CO CIy»KO0OW eIOnmpou3BOACTBA M 3aBEAYIOIIUM
apXxuBOM  (OTBETCTBEHHBIM  JIMIIOM)  OCYILECTBISIET  KOHTPOJb 32
dbopMupoBaHHEM e B ACIONPOU3BOACTBE CTPYKTYPHBIX MOAPA3JIEICHUN U
Ka4eCTBOM IOJATOTOBKH TOKYMEHTOB K II€peade B apXuUB OPraHU3aLHAH.

3.5. Opranusyet WHCTPYKTaX, OKa3bIBACT
KOHCYJIbTaTUBHO-METOIMYECKYI0O M TPAKTUYECKYI0 TOMOIIb pabOTHUKAM
OpraHu3alui W T[OJBEJOMCTBEHHBIX €U YUpPEXKIEHUW IO BOIPOCAM

AKCIEPTU3bl IEHHOCTU JOKYMEHTOB, ITOJATOTOBKA HOMEHKJIATYp JIEJI, OIUCEM,
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aKTOB M T.II.

4. IIpaBa JOK

DKcIepTHAsE KOMUCCUSI UMEET MPaBo:

4.1. B nmnpenmenax CBO€H KOMIETEHIIMM JaBaThb PEKOMEHAAIUU
CTPYKTYPHBIM MOAPA3ACICHUSIM U OTJIEIbHBIM COTPYIHUKAM OPraHu3alluu o
BOMpOcaM pa3pabOTKM HOMEHKJIATyp Jel u (OPMHUpPOBaHHS el B
JEJIONPON3BOJICTBE,  DKCHEPTHU3bl  ILEHHOCTU  JOKYMEHTOB,  PO3bICKA
HEJOCTAIOIMX JEJ1 TMOCTOSHHOTO XpPAaHEHHS] W 10 JIMYHOMY COCTaBy,
yIopsiiodeHus: 1 0OpMIICHUS JOKYMEHTOB.

4.2. 3aciymirBaTh Ha CBOMX 3aC€IaHUSIX PYKOBOJAUTEIEH CTPYKTYPHBIX
NOJpa3JeNeHuii O COCTOSSHUM PadOThl MO OTOOPY W TMOJATOTOBKE JAeN K
apXMBHOMY XpaHEHHUIO, OOECIEUECHUI0 HX COXPaHHOCTHU M y4yera, O
BBITIOJIHCHUU JICUCTBYIOIIUX TPeOOBAaHUN MO OQPOPMIICHHUIO JTOKYMEHTOB M
(hOpMHUPOBAHUIO JIENT B JIETOMIPOU3BOJICTBE.

4.3. [lpurnamaTh Ha 3acelaHus] KOMUCCUU B KaueCTBE KOHCYJIbTAaHTOB
U DKCIEPTOB CHEIUATMCTOB CTPYKTYPHBIX MOAPA3/IEIICHUM, MPEICTaBUTENEH
[NocynapcTBeHHOI apXUBHOMW CITYKOBI U JPYTUX OPraHU3aIUH.

4.4. OK B smIe ee npejacenaresis U CEKpeTapss KOMUCCUU UMEET MPABO
HE TMPUHUMAaTh K PACCMOTPEHHUIO U  BO3BpalllaTh JJis  JOpPaOOTKH
HEKA4YEeCTBEHHO U HEOPEXKHO MOJTOTOBJICHHBIE JJOKYMEHTHI.

4.5. HWudopmupoBaTh PyKOBOJACTBO OpraHU3allMd IO BOIpPOCaM,
OTHOCSIIIIUMCS K KOMIETEHIIUU KOMUCCHH.

Ilpunoocenue 7.12

NPUMEPHBIN NEPEYEHL JOKYMEHTOB,
HA KOTOPBIX ITPOCTABJIAETCA I'PUD
YTBEPXJIEHUA

AKTBI (MIPOBEPOK M PEBU3UI; NMpPUEMa 3aKOHUYEHHBIX CTPOUTEIHCTBOM

00BbEeKTOB, 00OpYJIOBaHUSA;, OKCIEPTU3BI; TEepeaaud JAeN;, JIMKBUAAILMU
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OpraHu3alui, yYpexJIeHUn, NPeANnpUiITHA U T.11.);

3aganus (Ha NMPOEKTUPOBAaHHE OOBEKTOB, TEXHUUYECKUX COOPYKEHMIH,
KalIUTAJIbHOE CTPOUTENBCTBO; HA IPOBEACHUE HAYYHO-HCCIEAO0BATEIbCKHUX,
POEKTHO-KOHCTPYKTOPCKUX M TEXHOJIOTUYECKHUX PaloT;

TEXHUYECKHUE U T.]I.);

NucTpykuun (mpaBuia) — (JOJDKHOCTHBIE; MO JE€JIONPOU3BOJICTBY;
TEXHUKE O€30MACHOCTH; BHYTPEHHEro TPYJIOBOrO pachopsiaka U T.a.);
Hopmatusbl (pacxona CBIPBS, MaTEepHaJIOB, AIIEKTPOIHEPIUH;
TEXHOJIOTUYECKOTO TPOEKTUPOBAHUS; YUCIIEHHOCTH PA0OOTHUKOB U T.J1.);

Ot4yersl (0O TPOU3ZBOACTBEHHOM JIESITEIBHOCTH, KOMaHIUPOBKAX,
HAY4YHO-HMCCIIEI0BATEIbCKUX paboTax u T.1.);

Iepeunn (HomkHOCTEH PAOOTHUKOB C HEHOPMHPOBAHHBIM pPabOUYUM
JHEM; MPEANPUITHI, HA KOTOPbIE PaCIIPOCTPAHSIOTCS ONpPENEIEHHBIE JIbIOThI;
TUIIOBBIX JIOKyMEHTAJIbHBIX MAaTEpHUaoB, 00pa3yloIUuXcsi B JACATEIbHOCTH
MUHHCTEPCTB, BEIOMCTB M JIpYTMX OpraHu3alliid C YKa3aHUEM CpPOKOB
XpaHEHHUs MaTepuasioB U T.1.);

ITnansl (pOU3BOJCTBEHHBIE; CTPOMUTEILHO-MOHTAXHBIX,
IPOEKTHO-U3bICKATEIbCKUX, HAyYHO-HCCIIEI0BATEIbCKUX padOT; BHEIPEHUS
HOBOW TEXHUKH; MO KalUTaJIbHOMY pEMOHTY; pabOoThl  KOJUIETHUH,
HAy4YHO-TEXHHUYECKOr0 COBETA, YUYEHOI'O COBETA U T.[1.);

[onoxenuss (00 opraHuszaluu; CTPYKTYPHOM  TOJpa3felieHUU;
IPEMUPOBAHUU U T.1.);

IIporpammsbl (poBeAcHUS PAOOT U MEPONPUSITHI, KOMAHIUPOBOK

U T.J.);

Pacuienku Ha IpOM3BOJCTBO padoT;

CmMmetnl (pacxo/loB Ha cojepKaHHME anmapaTa YIpaBleHUs, 3/aHuH,
MOMEIIEHUH, COOPYKEHUH, UCIONb30BAHUS CPEACTB POHIA MPEANPUATHS; HA
NOJTOTOBKY M OCBOEHHE IPOU3BOJICTBA HOBBIX M3/EIMI; Ha KamUTaIbHOE
CTPOUTENBCTBO U T.[1.);

Cranaaprsl (rocy1apcTBEHHbIE, OTPACIIEBbIE, TEXHUYECKHUE YCIOBUS);

CtpyKTypa 1 mTaTHasi YUCIEHHOCTD;

Tapudnsie cTaBku;

Y cTaBbl OpraHu3anuii;
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®opmbl YHUDUITMPOBAHHBIX JOKYMEHTOB,;

HITaTHble pacniucaHus ¥ U3MEHEHHUS K HUM.

Ipunoowcenue 7.13

INPUMEPHbBIN IEPEYEHD JJIOKYMEHTOB,
HA KOTOPBIX CTABUTCSA I'EPBOBAS IIEYATD

AKTBl  (IIpUeMa  3aKOHYEHHBIX  CTPOUTEIHCTBOM  OOBEKTOB,
000pyIOBaHMs, BBITIOJIHEHHBIX Pa0OT; CIIUCAHUS; SKCIIEPTU3HI U T.11.);

ApXUBHBIE CIIPaBKH;

ApXUBHBIE KOIINH;

JloBepeHHOCTH (HA TOJy4€HHUE TOBAPHO-MATEPUATLHBIX IIEHHOCTEH,
BEJICHUE JIe]l B apOUTpaKe U T.1.);

JloroBopsl (0 MaTepHaIbHOW OTBETCTBEHHOCTH, NTOCTaBKaX, MOApsAax,
Hay4YHO-TEXHHUYECKOM COTPYJHUYECTBE, aPEHE MOMEILIECHUI; O MPOU3BOJICTBE
pabot u T.1.);

3aganusa (Ha NPOEKTUPOBAHHE OOBEKTOB, TEXHUUYECKHX COOPYKEHHIA,
KaUTaJIbHOE CTPOUTEIBCTBO; TEXHUYECKHUE U T.1.);

3aki1l0ueHMsi 4 OT3bIBbI;

3asiBjieHUs (Ha aKKPEIUTHB; 00 OTKa3e OT aKienTa u T.1.);

HcnonHuTENbHBIE JIUCTHI;

KomanaupoBo4yHbIE yIOCTOBEPEHUS;

Hopmbl pacxona;

OO0pa3ubl OTTHUCKOB IeuaTed M MOANUceld paOOTHUKOB, HWMEIOIIUX
paBo coBeplieHUs] PMHAHCOBO-XO3SIICTBEHHBIX OMEpPaIIHii;

Iucbma rapanTuiinbie (Ha BBITOJIHEHUE paboT, YCIyT U T.1.);

Ilopy4yenusi (OrokeTHbIE; OAHKOBCKHE; IEHCHOHHBIC, ILJIATEXKHBIE
(cBOmHBIC, B 0aHK; HA TIOJyYEHUE U TIEPEBO/] BATIOTHI, HA UMIIOPT | T.1I.);

IMosoxkeHusn 00 opraHu3aIusX;
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IlpencraBiaenuss u xopaTaiictBa (0 HarpakJICHHM OpJCHAMH U
MEJAISIMU, TPEMUSIMU U T.11.);

PeecTpbl (UeKOB; OOIKETHBIX MMOPYYEHUH, IPEICTABIISIEMbIC B

0aHK);

CMeTbl pacxofoB (Ha coJep)KaHHWE anmapara YIpaBJICHUs; Ha
KQJIbKYJISIIHUIO K JOTOBOPY U T.1.);

CoruameHnus;

CnpaBku (JTUMUTHBIC;, O BBIIUIATE CTPAXOBBIX CYMM; HCIOJIb30BAaHUU
OFOPKETHBIX ACCUTHOBAHMI Ha 3apIUIaTy; O HAYMCIEHHON U NPUYHUTAIOIIECHCS
3aprujiaTe u T.1.);

Cnenuduxanuu (U3SIUN, TPOIYKIIUU U T.11.);

TuryJbHbBIE CIMCKH;

VY nocrosepenus;

Y cTaBbl OpraHu3anuii;

IllTaTHble pacnucaHus.

Ilpunoscenue 7.14

IIpaBuTenbcTBO Poccuiickoit Menepanun
IHOCTAHOBJIEHHUE
27 oexabps 1995 2. Ne 1268
2. Mockea
Ob YIIOPAJOYEHUU N3I'OTOBJIEHMUSI,
NCHOJIb30BAHUS, XPAHEHUA U YHUYTOXKEHUSA
IEYATEM U BJIAHKOB C BOCITPOU3BEJIEHUEM
T'OCYAAPCTBEHHOI'O I'EPBA
POCCHUMCKOM ®EJEPAIIUN
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B cootBerctBuM ¢ Ykazom IIpesuaenta Poccuiickoit @enepamuu ot 30
HOsiOps 1993 1. Ne 2050 «O TocynapctBenHoM repbe Poccuiickoit
®enepanun» (CoOpanue aktoB Ilpesunenta u [IpaButenbcrBa Poccuiickoit
®deneparuu, 1993, Ne 49, cr. 4761) IlpaBurensctBo Poccutickoit deneparuu
MIOCTaHOBJISIET:

1. VYcranoBuTb, 4YTO U3TOTOBJICHHE TIIcyarei MW OJIAHKOB C
BocnpousBeqeHueM ['ocynapctBeHHoro repba Poccuiickoit ®Dexnepanuu
OCYIIECTBJISIOT ~ TOJBKO TMOJUrpadUyeckue MW  IITEeMIEIbHO-TPaBEPHbIC
npeanpusaTus, uMmeromue BeiiaHubie Komurerom Poccuiickoin Denepanuu mo
nevyaT JUIEH3UA Ha CYIIECTBYIONINN B JCATEIHHOCTH M CEPTHU(PUKATHI O
HAJIMYUM  TEXHUYECKUX M TEXHOJIOTMYECKUX  BO3MOXKHOCTEM  JJIS
W3rOTOBJICHUSl YKa3aHHOTO BHJA NPOAYKIMH Ha JIOJDKHOM Kauye€CTBEHHOM
YPOBHE.

Wsrotopnenne  mewyated u  OJAHKOB € BOCIPOHM3BEICHHEM
[NocynapctBenHoro rep06a Poccuiickoit denepainiiu  OCYIIECTBIAECTCS T10
3akazaM  (¢efiepalibHBIX ~ OPraHOB  TIOCYJApCTBEHHOM  BJIACTH,  MHBIX
dbenepalibHBIX TOCYJAPCTBEHHBIX OpPraHOB W YUYPEKICHHM, OMpPEaesIeHHBIX
VYkazom IIpesunenta Poccuiickoii @eaepannu ot 30 HosiOps 1993 1. Ne 2050
U YTBEeP)KICHHBIM ATUM Yka3zom [lonmoxxennem o ['ocymapcTBeHHOM TepOe
Poccuiickoint @enepannm.

2. Komurery Poccuiickoit ®epepanuu 1O  CTaHJIapTU3ALINH,
MeTposiorn W cepTudurkanuu coBmectHo ¢ KomwureTrom Poccutickoit
depepanyiu Mo neyaTu 00eCIeUUTh B YCTAHOBIIGHHOM TOPSIAKE pa3paboTKy U
NPUHATHE TOCYJApCTBEHHOIO0 CTaHJIapTa Ha TeyaTd W OJaHKH ¢

BocnpoussenenrneM ['ocynapctBenHoro repoa Poccuiickoii denepanuu.
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3. Komurery Poccuiickoii denepannu no rnevaru:

CoBMECTHO €  3aWHTEPECOBAHHBIMH  (PefiepalbHBIMH  OpraHaMu
WCIIOJTHUTENBHOM BIIACTU pa3pabOTaTh W YTBEPJAUTH MOJIOKEHUE O MOPSJIKE
ceprudukanuu noaurpad@uueckux U MITEMIEIbHO-TPABEPHBIX MPEANPUSTHH,
OCYUIIECTBJISIIOIIMX  M3TOTOBJIICHHE  MPOAYKIIMM C  BOCIPOHM3BEICHHEM
IN'ocynapcrBennoro rep6a Poccuiickoit deneparuu;

0o0€CIeunTh  COCTABJICHHME U BEJACHUE  €AUMHOTO  TEpPEeuHs
noymrpaduuecKux u HITEMIETLHO-TPABEPHBIX NpEeANPUITUH,
OCYLIECTBJISIFOIIMX ~ M3FOTOBJIEHUWE  MNPOAYKIHMM C  BOCHPOM3BEACHUEM
INocynmapctBennoro rep6a Poccutickort @enepanum;

COBMECTHO C 3aWHTEPECOBAHHBIMH  (PelepalbHBIMH  OpraHaMu
UCIIOJIHUTEIBHOM  BJIACTH  YCKOPUTH  pa3paboOTKy U  MPEACTaBUTh B
[IpaButenbcTBO Poccuiickont @Denepanuu  NPEIOKEHUS O TIOPSAIKE U
YCTIOBHSIX XpaHEHUsl, MCIOJIb30BaHUS U YHUYTOXEHUS Tedareid U OJaHKOB C
BOocrpousBenieHneM ['ocynapctBenHoro repoa Poccutickoit denepannu;

COBMECTHO C 3auMHTEPECOBAaHHBIMU  (efepaIbHBIMU  OpraHaMH
UCIIOJTHUTEIHHOM BJIACTH pa3paboTaTh U YTBEPAUTH TOPSAJIOK U YCIIOBUS
XpaHEHUS!, UCTIOJIb30BAaHUS U YHUYTOKEHUSI OCHACTKH ((hopm, MaTpull, KIUIIE
W T.I.) JUIsl U3COTOBJICHUSl Teyared W OJIAaHKOB C BOCIPOU3BEICHHUEM
INocynapcrBennoro rep6a Poccuiickoit denepanuu.

[Ipencenarens IIpaBuTenscrBa
Poccuiickoit @enepanumn

B. YepHoMBbIpauH

Tema 8.
HEKOTOPBIE PEKOMEH/JAIIUN
INPU IIEYATAHUU TEKCTOB
CJHYXEBHbBIX JOKYMEHTOB
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1. OcobenHoctTH opUITMATHEHO-IETOBOTO CTHIIS
2. YnorpebieHue IpONUCHBIX U CTPOYHBIX OYKB
3. HaubGonee ynorpeOisieMble COKpaIEHUsI CIIOB
4. OdopmieHUe 1aT U YUCEN B TOKYMEHTaX

1. OcobeHHOCTH OPUIIHATBHO-1€JI0BOT0 CTHJISA

Kak menoctHass cTpykTypa J000M JOKYMEHT JO/DKEH OTBEYaTh
OTpeeNIEHHBIM TPeOOBaHUSAM. DTO:

* KpPaTKOCTh M KOMIIAKTHOCTh U3JI0KE€HUS O(DUIIMAILHOTO MaTepHaa;

* TOYHOCTh U OIPEACIEHHOCTh (POPMYIUPOBOK, OJHO3HAYHOCTb H
eIMHO00pa3re TEPMUHOB;

*  [OCJIEOBATEIbHOCTh  HCIOJb30BAaHUS TEXHUYECKHX IPHUEMOB
IPaBOTBOPYECTBA.

OdunuanbHO-1€I0BOMY CTUIIIO MPHUCYILE HUCIIOJIB30BAaHUE CIIOB TOJIBKO
B TE€X 3HAYEHUSX, KOTOpBIE IPHU3HAIOTCS HOPMOW OOILEIUTEPATYPHOTO
CIIOBOYNOTpEOJIEHUS, a TAaKKE€ B 3HAYEHUSX, TPAJAULMOHHBIX HUMEHHO JJIs
JIENOBbIX JOKYMEHTOB, KOTOpbIE HE HapyllaloT MX CTHJIMCTUYECKOIO
eIMHOO00pa3uss M COOTBETCTBYIOT OOIIEd TEHJAEHUMH CTaHAapTU3ALUU
JIEJIOBOTO SI3bIKA.

OTOOp JNEeKCHKM MpearnoyiaraéT BHHUMATEIbHOE  OTHOIIEHHE K
JIEKCUYECKOMY 3HAU€HHUIO CJIoB. He3HaHue JIeKCMYeCKOro 3Ha4eHHs
OTJEJIbHBIX CJIOB MPUBOAMUT K OIIMOKAM THUMA: «HEOOXOJUMO YIIyYLIUTh
300T€XHUYECKOE M BETEPUHAPHOE OOCITy)KUBAHUE KUBOTHOBOJCTBA» (MOYKHO
yAYYIIUTh OOCITY)KMBaHUE CKOTa, HO HE >KUBOTHOBOJICTBA), «YIELIEBUTH
cebectouMocTb»  (yOEHIeBUTh MOXXHO  TOBapbl, MPOAYKTbI, HO HE
ce0eCcTOMMOCTb; BO3MOXKHBIN BAPUAHT: «CHU3UThH CEOECTOMMOCTBY).

He pomyckaercst ucnosib30BaHHE HEOJIOTU3MOB, Jaxe 00pa30BaHHBIX 110
TPAIULIMOHHBIM MOJENSIM, HAIPUMEP «KOHCTPYKTOPAT», «II€PEOPraHu3aLus»,
a TaKXe CIJIOB, OTHOCSIIMXCA K pa3rOBOPHOM JIEKCHKE, HampUMep

«ceKperapiiay, «J1abopaHTKay.
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Ecnu HenmpaBuiabHO BBIOpPaTh CIOBO U3  psifa OJHOKOPEHHBIX,
pa3IMYAOIINXCA 3HAYEHUEM, MOKHO MCKa3uTh cMbIch. Hampumep, Hepenko
MyTalOT CJIOBA «IPEACTABUTHY M «IIPEAOCTaBUTH». [Ipeocmasumv — 1)
IPEIbABUTH, COOOIINUTD («IIPEICTABUTh CIIUCOK COTPYTHUKOBY, «IIPEIACTABUTh
JI0KA3aTeNbCTBa»); 2) MO3HAKOMUTh C KEM-THOO («IpelCcTaBUTh KOJUIEKTUBY
HOBOTO paOOTHHKA»); 3) XoJaTrailcTBOBaTh (O TMOBBIIIEHUWHU, O Harpajie)
(«IpeIcTaBUTh K OYEPEAHOMY 3BAaHUIO», «IPEICTABUTh K OpACHY»); 4)
COCTaBUTh, OOHAPYKHUTH («IIPEACTABUTH (COOOI) 3HAUUTEITHHYIO IIEHHOCTHY);
5) MbICIEHHO BOOOpa3uTh («mpencTaBuTh (cebe) KapTuHy ©00s»); 6)
n300pa3uTh, MOKa3aTh («IPEACTaBUTh B CMEIIHOM BUE»). [Ipedocmasumob —
1) ormatp B uYbe-TMOO pacHmoOpsKEHHE, TOJNb30BaHUE («IIPEIOCTABUTH
KBApTHPY», «IPEIOCTaBUTH TPAHCHOPTHBIE CPENCTBa»); 2) 1aTh MpaBo,
BO3MOXXHOCTb CJI€NaTh, OCYLIECTBUTh YTO-THOO («IIPEAOCTAaBUTH OTIYCK»,
«TPEJOCTaBUTh CJIOBOY); 3) pa3peliuTh JEUCTBOBATH CAMOCTOATEIHHO WIIU
OCTaBUTh 03 TpHUcMoTpa («IIPEJOCTaBUTh CaMOMYy cebe», «IpeloCTaBUTh
JIEJI0 CITy4aroy).

Heymenune BbIpa3uTh MBICTP TOYHO M JIAKOHWUYHO TPUBOAHUT K
CIEIYIOIIMM OLIMOKaM: «B ampene Mecdie» (ampeiab — UMEHHO Mecsl, U
HUYTO WHOE), «MH(POpPMAITMOHHOE COOOTIeHHE» (JTF000e COOOIICHHE COACPIKUT
uHbOpMAIMIO) U T.A. 3aTPyOHSIOT BOCHPUATHE TEKCTa TMOBTOPHI THIIA:
«T0JIb3a OT HCIOJb30BAHUM», «CIEAYeT YYHUTHIBATh CIEAYIOUINE (PaKThb»,
«JITaHHOE SIBJICHUE MOJHOCTHIO MPOSIBIISIETCS B YCIOBHSIX...»

Hnst  TekcToB  OMQUIMANBHBIX  JOKYMEHTOB  HE  XapaKTEpHO
UCIIONIb30BaHUEe oOpa3HOM  (pazeonorur, OOOPOTOB CO  CHMIKEHHOM
CTUJIMCTUYECKON OKPACKOM.

CranpapTHble 00OpPOTHI pEUM THIMA: «B CBSI3M C PaCHOpPSKEHUEM
IIPAaBUTEIBCTBA», «B MOPAJIKE OKa3aHUS MATEPHAIBLHOM MOMOIINY, «B CBSI3U C
TSKEIIBIM TIOJIOKEHHEM, CIIOKUBLIUMCS...» — MOCTOSIHHO BOCIPOHM3BOJATCS B
CITy’)K€OHBIX JTOKyMEHTaX, MPHOOPETAIOT yCTOWYMBBIM XapakTep M IO CBOEH

ponu cOmmkalTcs ¢ (pazeonoru3amMaMu. B si3pIke JTOKYMEHTOB OHH
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BBITIOJHSIOT TY )K€ (DYHKILHIO, YTO U YCTOMYMBBIE COUETAHMS TUIA: CIIPUHSTh
BO BHUMaHUE», «I0BECTU A0 cBeAeHUs». Ho ecau HOpMBI HapylIaroTcsl U3-3a
HE3HAHUS OCOOEHHOCTEH yMOTpeOJIeHUsI TOr0 WM WHOTO (hpa3eosorusma,
BO3HHMKalOT omuOku. Hampumep, rnaron «aomyckaTrb» («IOIYyCTUTH») B
.3HAUEHUU «CJAeNaTh YTO-JIMOO, COBEPILINTHY IPUHATO COUETaTh CO CIOBAMHU
«HapyILIEHUE», «OIINOKa», «IIpOCYeT» M HEKOTOPbIMU APYrUMU HMEHAMHU
CYLIECTBUTENIbHBIMU, XAPAaKTEPU3YIOMIMMU OTpHUIATENIbHbIE SIBJICHUS, HO HE
HA3bIBAIOIMMHU KOHKPETHOI'O MOCTYIKA: «JOMYCTUTh T'PyOOCTb, UBAHCTBOM.
HenpaBuibHbl coueTaHus THUMa: «JIOMYCKaTh JAe(exkTsl (Opak, MOJIOMKH,
XUILEHHS )», B KOTOPBIX CYIIECTBUTEIbHBIE YKA3bIBAIOT HA PE3YJIbTAT OLINOOK,

IIpOCUCTOB U T.A.

2. Ynorpe0ieHue NpPONMCHBIX M CTPOYHBIX OYKB

B HasBanmsax opranoB npu Ilpesmnenre Poccuiickonn ®enepanun ¢
OPONUCHOM OyKBBI MHIIYTCS TEPBOE CIOBO U HMMEHAa COOCTBEHHBIE.
Hanpumep: @enepaibHOE areHTCTBO MPABUTEILCTBEHHOW CBSI3U W
uHdopmaru npu [Ipesunente Poccuiickoit deneparuu.

Bce cnoBa ¢ nponucHON OyKBBI MUIIYTCS B CAEAYIOIINUX HA3BaHUSX:

IIpaButenscTBO Poccuiickon denepanuu;

Komerus/ [IpaButensctBa Poccuiickoit @enepannm;

CoBer MunuctpoB Pecniyonuku bamkoproctan u T.1.

B Ha3BaHUSAX MUHHCTEPCTB, NOCYAAPCTBEHHBIX KOMHUTETOB U APYTUX
LIEHTPAJIbHBIX ~ OPraHOB  TIOCYAAapCTBEHHOro  ympasieHus Poccuiickoit
®denepanuu 1 peciyOIMK B €€ COCTaBe ¢ MPONUCHOM OYKBBI MUIIETCS MEPBOE
cnoBo. Ecinn B cnoBocodeTaHue BXOJAT MMEHA COOCTBEHHbBIE WIIM Ha3BaHUS
JOPYTUX YUYPEXKACHUI, 3T UMEHa COOCTBEHHBIE U Ha3BaHMS MUIILYTCS TaK XK€,
KaK IpU CaMOCTOATEIbHOM YNOTpeOJieHnn. Bo MHOXXKECTBEHHOM 4HCIE WU
HE B KQU€CTBE NMEHHM COOCTBEHHOI'O Ha3BaHMS YKAa3aHHOI'O THIIA MUIIYTCS CO

CTPOYHOU OYKBBI: «IPABUTEIHCTBO», «MUHHCTEPCTBOY», «PECIYOIUKAHCKUE
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MHHUCTEPCTBA»,  «TOCYJAPCTBEHHBIA  KOMHUTET»,  «TOCYIJApPCTBEHHBIE
KOMUTETBD.

HazBanus opranoB cyieOHOM BIaCTU NPUHATO MUCATh TaK:

Koncturynuonnsiii Cyn Poccuiickoit @enepanuu;

Bepxosusiit Cyn Poccuiickoit @enepannu;

Boicimit Apourtpaxssiii Cyn Poccuiickoit deneparuu.

AHaJIOTUYHBIM ~ O00pa3oM TMHUIIYTCS Ha3BaHUS  COOTBETCTBYIOIIUX
OpraHoB U JIOJDKHOCTEW B pecnyOnnkax B coctaBe Poccuiickoit @enepanuu:

Bepxosubiit Cya Pecniyonuku bamkoprocran;

Bricimii Apoutpaxusiii Cyn Y nmyprckoit PecryOmmku.

Bo Bcex oCcTanbHBIX CIIydasiX CIIOBA «CYI», «CYIbs», «TOCYAAPCTBEHHBIN
apOUTpP» MUIITYTCS CO CTPOUYHON OYKBBHI.

B Ha3BaHUAX AaKTOB BBICIIMX OPraHOB TOCYJApCTBEHHOM BIIACTH U
ynpasienus Poccuiickoit ®enepaniuu MmponucHbie OYKBBI YIMOTPEOJISIOTCS
CJIEIYIOIIUM 00pa3oM:

Koncrurynus Poccuiickoit @enepanuu;

Koncturynuus (1o: KOHCTUTYLIMM PECITYOIIHK);

Jlexnapaniust mpaB ¥ CBOOO/] YEIIOBEKA U TPAXKIAHUHA;

®denepaTUBHBINA JOTOBOD;

OcHoBsl 3akoHOAaTeNbCTBAa Poccuiickori dexnepanuu;

3akoH Poccuiickoii ®enepaunn  «O mpokyparype Poccuiickoit
denepaniny (Ho. 3aKOHBI);

Konekc Poccuiickon denepanuu 00 aIMUHUCTPATHUBHBIX
MIPaBOHAPYIIEHUSIX;

Vka3 Ilpesunenta Poccuiickoit ®enepanuu (Ho: ykaswel lIpesuaenta
Poccuiickoit @enepaninn);

pacniopsbkenue IIpesuaenta Poccuiickon @enepanuu; NOCTaHOBJIEHUE
[IpaButenbcTBa Poccuiickoit denepanuu;

Pacniopsixenue IpasurensctBa Poccuiickon denepanum.

C mnpornucHOil OyKBbl MUINYTCS HA3BaHMUS JOJDKHOCTEH B CHCTEME
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rOCyIapCTBEHHOU BJIACTH U yrpaBieHus Poccuiickon denepanuu:

IIpesunent Poccniickon @enepanuy;

PykoBogutens Anmunuctpanuu [Ipesunenta Poccuiickoin denepanuu;

CoBetnuk Ilpesugenta Poccuiickoit ®enepamnuu; IIpencenarens
[IpaButenbcTBa Poccuiickoit denepanuu;

Ilepeoiii  3amecturens Ilpencenarenss IlpaBurensctBa Poccuiickon
Qdenepanuu;

3amectutens [Ipencenarens [pasurensctBa Poccuiickon @enepanuy;

IIpencenarens KoucturynmonHoro Cyna Poccuiickoit ®enepanuu;
[Ipencenarens BepxoBuoro Cyna Poccuiickoit @enepaiuu;

[Ipencenarens  Beiciero — ApoutpaxkHoro Cyma — Poccuiickoit
denepanuu;

Munuctp dunancoB Poccuiickoit denepariy;

[Ipencenarens ['ocymapctBeHHOro komutera Poccuiickon Penepanuu
10 BOIIPOCaM ApXUTEKTYPbI U CTPOUTEIbCTBA;

PykoBogurens Annapara [IpaBurensctBa Poccuiickorn ®enepannu.

AHaQJOTMYHO  MUIIYTCS  HAa3BaHUA  JIOJDKHOCTEM B CHCTEME
NPEICTABUTEIbHONW, HWCIOMHUTENPHOM M CyleOHOW BIacTd CyOBEKTOB
Poccuiickon @enepanum.

Co cTpouHOl OyKBBI UIITYTCS] HA3BaHUS CIEAYIOIINX JIOJDKHOCTECH

HayaJlbHUK  ['ocymapcTBEHHO-IIpaBOBOro  yrpasiieHus: [Ipe3uaeHra
Poccuiickoit @enepanum;

HadyanbHUK KOHTponbHOro yrnpasienuss AamuHuctpauuu IIpesnaeHra
Poccuiickon @enepaunu;

TEHEPAIbHBIA AUPEKTOP PenepaibHOr0 areHTCTBa MPABUTEIBCTBEHHON
cBsi3u 1 nHGopmanmu nipu [Ipesuaente Poccuiickont denepanum;

IIEpBBIM  3amecTuTens MuHHcTpa BHYTpeHHHUX Jen  Poccuniickon
denepanuu;

3amectuTenb MuHucTpa 3apaBooxpanenus: Poccurickon denepanuu;

3amecturens IIpencenarens I'ocynapcrBeHHOro komurera Poccuiickon



This document was created by Unregistered Version of Word to PDF Converter

denepanyu N0 yIpaBiIeHUIO TOCYJapCTBEHHBIM HMYILECTBOM;

npeacenarens Komurera Poccuiickon ®denepanuu mo T'EOJIOTHM |
U CITOJIb30BaHMIO HEJIP;

FEHEPAIbHBIN JUPEKTOP POCCMUCKOr0 KOCMHUYECKOTO areHTCTBA;

rJ1aBa aAMUHHUCTpaunu KpacHosipckoro kpas;

ryoepHarop CaxaiMHCKOM 00y1acTu;

Map Cankrt-IletepOypra;

IPEMbEP NIPaBUTEIBCTBA MOCKBBI;

npeacenarens BoenHon komtermn BepxoBHoro Cypa Poccuiickoit
denepannu;

YJIEH KOJUIETUHU [ eHepaIbHON MTPOKYPATYPHI.

HazBanust mommkHOCTEH PYyKOBOAMTENEH OOIIECTBEHHBIX OpraHU3aIMMA
MUIITYTCSl CO CTPOYHOM OYKBBI:

npezncenaresnp degepai HE3aBUCUMBIX MPOPECCHOHATBHBIX COIO30B
Poccuu;

npe3uaeHT Coro3a apeHIaTopoB U NpeanpuHuMareneit Poccuu.

C nponucHoil OyKBbI NMUILYTCA Takue 3BaHUs, Kak ['epoit Poccuiickoit
@enepauuun. Ilouetneie 3Banmss Poccmiickon @exepanuu OUIIyTCS B
KaBblUKaX M C MPONUCHOW OYKBBI, B JPYTrUX CIIydasx IOYETHbIC 3BAHUS
nuIIyTcsi 0e3 KaBblUeK M CO CTPOYHOM OyKBbl. Hanpumep: «yCTaHOBUTh
noyetHoe 3BaHue "'Hapomnwiii aptuct Poccuiickoir  Depeparuu'y,
«IpUCBOUTH MoveTHoe 3BaHue "HapomHbiii xyaoxHuk Poccuiickoit
@epepauun'»y  (HO:  «HArpaJuThb  HApPOAHOro  aprucra Pocculickoii
denepanun).

BouHckue 3BaHUsI, y4€HBIE CTEIIEHU M 3BAHMS MUIIYTCS CO CTPOYHOM
OYKBBI:

MapIuai aptuiuiepuu (Ho: ['maBHbIA Mapiial aBUalnH);
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reHepasn apMuH;

aaMUpAL,

aKaJEMUK;

JIEVUCTBUTEIIbHBIN WIeH POCCHIICKON akaJleMUH HaYyK;

JOKTOP TEXHUYECKUX HAYK; ,

YJIEH-KOPPECHOHAEHT POCCUICKON akaeMUH HAyK;

nmaypeat ['ocynapCcTBEHHOW ITPEMUU.

CymiecTByIOT Tak Ha3blBa€Mble YCIOBHbIE HMEHa COOCTBeHHbIe. B
0COOOM CTHJIMCTUYECKOM YIOTPEOJIEHUU € MPOMUCHOM OYKBbI MUIIYTCS CIOBA
«Ponunay, «Otunznay, «HenoBek» u np.

Co crpouyHoil OyKBbl MHIIETCS TIEPBOE CIOBO B  CIEIYIOLIUX
CJIOBOCOUYETAHUSAX:

rocynapctseHHas rpanuna Poccuiickoin denepanuu; rocygapCTBEHHAs
Harpana Poccuiickoit @enepanuu. CinoBo «l'ocyaapCTBEHHBIN» MHILETCS C
MPONMKUCHOM OYKBBI B CJICTYIOIITUX CIIOBOCOUETAHUSX:

I'ocynapctBennsiii repd Poccuiickoit @enepanuu; ['ocynapcTBeHHBIM
ruMH  Poccuiickoit ®enepanuu; ['ocymapctBeHHbit (duar Poccuiickoit

®enepanuy; ['ocynapcTBeHHas mporpaMma...
3. HauGosee ynorpediasieMbie COKpaLIeHUs CJI0B
Bce cokpamieHuss cioB M HAaMMEHOBAHMM  JIOJDKHBI  OBITh

oOme-npuHATEIMUA.  Hampumep, COKpameHHO 3amuCBhIBAIOTCS  Ha3BaHUE

eIMHULl U3MEpeHHs (TP HUPppax):

amrep - A METp - M
atMocdepa — aTMm MUJTUMETP - MM
reKTap — ra CEKyH/JIa - C
rpaMM — T TOHHA - T

KHJIOI'paMM — KT’ LOCHTHED — IO



This document was created by Unregistered Version of Word to PDF Converter

Cy1iecTBYIOT U ApYyTrue OOUIECPUHATHIC COKPAIICHHUS:

rOJl, TOABI — T. , TT. (TIpH mudpax) 007acTh — 00JI.

ropoj —T. MOCEJIOK — TOC.

JIOM — ]I. npouee — mp.

Ipyrue — Jp. MYHKT — II.

U TaK jajee — u T.1. paiioH — p-H (IIpy Ha3BaHUU)
U TOMY MMOJJ00HOE — U T.II. pyoas — p., pyo.
KETE3HOOPOKHBIN — XK. . ceJo — C. (Ipu Ha3BaHUN)
KOIIEHKA — K., KOIL. CMOTpPHU — CM.

MUJLTUAP] — MIIPJ TO €CTh — T.€.

MUJUTHOH — MITH THICSIYA — THIC.

O¢unuanbHO y3aKOHEHO MHOKECTBO COKpAlllEHHBIX HAaUMEHOBAHUN
yUpEXKJIeHU, opranu3anuii. HekoTopble U3 HUX MO NMEPBBIM OYKBaM MOJIHOTO
HauMeHoBaHus (OykBeHHble a00peBuaTypbl), Hapumep MI'Y (MockoBckuit
rOCy/IapCTBEHHBI YHUBEPCUTET); IO CJIOrOBOMY MPUHIUITY, HampUMEp
MunsapaB (MUHUCTEPCTBO 3/IpaBOOXPAHEHHUA); IO CMEUIAHHOMY MPUHIUITY,
Hanpumep ['unpoxonon (I'ocyaapCTBEHHBII MHCTUTYT MO MPOEKTUPOBAHHIO
XOJIOJUIBHUKOB, (paOpUK MOpPOKEHOI'0, 3aBOJIOB CYXOrO M BOJHOIO JIbJIa U
KUIAKON yriekuciotsl). [Ipu sToMm OykBeHHBIE aOOpEeBHATYpHI, YUTAEMbIE 10
clloraM, CKJIOHSIFOTCSI Kak OObIuHbIE ciloBa. VICKIIIOYeHHE COCTaBIAIOT CJIOBO
I'DC u noobHbIe, KOTOPBIE HE CKIIOHSIOTCS.

CokpalieHHasi 3aluch CJIOB IOJHOCTBIO OTBEYAET CTPEMIICHUIO
YMECTUTh MaKCUMaJIbHOE KOJIMYECTBO MHPOpPMAIIMKM B MUHUMAIbHOM 00beMe
Tekcta. Ho cokpallleHHble HanMCaHusl JOKHBI ObITh MOHSATHBI YMTAIOIIEMY,
HampuUMep COKpalieHusi «OyK.», «OyX.» HM3BECTHBI TOJBKO CIEIHATHCTaM
(«Oyk.» — Oykcup, «Oyx.» — Oyxrta). OgHaKoO JOKYMEHT, B KOTOpPOM
yIOTPeOJIEHO CJIOBO B COKPAILEHHOM BHJI€, MOXKET ObITh NpEIHAa3HAYEH IS
OYeHb HIMPOKOro Kpyra Jul. B 3ToMm ciiyyae cokpaileHue AO0KHO ObITh

3aMCHCHO IIOJHBIM HAaIIMCAHUCM. H€06XOI[I/IMO YUUTBIBATH WM TO, YTO
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HACBIIEHHOCTh ~TEKCTa COKPAILEHUSAMH CHUXAeT O(UIMAIbHBIA  TOH
JTOKYMEHTA.

Hanucanune ~ cokpamieHuii  JOMKHO ~ OBITh  YHHU(UIIMPOBAHO.
Henomnyctumo, Harpumep, B OJTHOM TEKCTE COKPAILATh CJIOBO «PAWOH» U «P.»,
u «p-H». Henb3s cokpamarh 0003HaYeHHUs €IMHULl (PU3UYECKUX BEJIUYMH,
ecii OHU ymnoTpeOssitorcs 0e3 mudp. MckimodeHne COCTaBisSIOT €IUHUIIBI
¢u3nueckux BeTUYMH B TabMuMUAax M B pacmiMppoBKax OYKBEHHBIX
0003HaYeHUM, BXOJAIUX B (POPMYIIBI.

B odumnumanbHbIx TekcTax HE JOHKHO OBITH Pa3HOO0s B HAINMCAHUU
UMEH, reorpapuuecKkux Ha3BaHWU, TEPMUHOB, TOJDKHOCTEW, YUpPEKIACHUN U
T.4. Tak, ecau opHaxabl (aMUIUs HaNucaHa C JIByMS HWHULHAAJIAMU,
Hanpumep «MBanos B.B.» nnu «B.B.VMiBaHOB», OHa 1 B nanpHenmeM JlomkHa

IMUCaTbCs TaK KC.

4. OdopmJiienne 1aT 1 YUceJ B JOKYMEHTAX

JlaTbl ¥ KaJleHJapHble CpPOKM B TEKCTE€ MPOEKTOB PpELICHUM
PEKOMEHIyeTCsl mUcaTh B OAHOM CTpoke TakuM oOpaszom: 15 mas 1993 1., B
Mae 1993 r., no: 3a 8 mecaneB 1993 roga, B 1993 rony, mian Ha 1993 rog, ¢
1988 o 1995 rox, B 1992 — 1993 ronax; B nepom nosyroguu 1991 r., no: B
I kBaprase 1993 1.

B Ha3BaHusAX Mpa3aHUKOB M 3HAMEHATENbHBIX JAaT C MPOMUCHON OYKBBI
MUIITYTCS TIEPBOE YMCIIO U UMEHa coOcTBeHHbIe: BocbMmoe maprta, HoBslil rof,
Jlens meramnypra, [leHs poccuiickou mnedaru, PoxaectBo XpucroBo, Ho:
Henp IloOenpl. Ecim HayanbHOE TMOPSAKOBOE YHUCIUTEIBHOE B TaKOM
Ha3BaHUU HAMUCAHO IUGPOH, ¢ MPOMUCHON OYKBBI MUILIETCS CIETYIOIIEe 3a
HUM cJ10BO. [IopsiAKOBOE YMCIIMTENBHOE IIPU 3TOM HE MMEET HapamieHus: |
Mas, 8 Mapra.

[TopsiakoBO€ YUCINTENBHOE MUIIETCS CIOBAMU U CO CTPOYHOM OYKBBI B

CJIOBOCOYETAaHMM THUMNa: «rnpencrasurenu Poccuiickon dexepaunu Ha
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ceMbJiecsIT epBoM 3acenanuu I 'enepansaoit Accamb6iien OOH.

[lopsinkoBble UYHMCITUTENbHBIC, O0003HAYaeMble apaOCKUMH IHQPPAMH,
NUIIYTCs ¢ HapameHuem: 8-i psa, 80-e roxel. IlopsanKoBele YUCIUTENBHBIE,
o0o3HayaeMble pUMCKUMH Ludpamu, unrytcs 0e3 HapamieHnus: padouue 11
paszpsna, Il ouepens crpouTensCTBa, CIENUAIUCT | KaTeropuu.

JleHe)xHbie BhIpaKeHUs, 0003HAYAIONIME CYyMMBbI 0OJIee OHOU THICSIYH,
B TEKCTE MPOEKTa PEIICHUs PeKOMEHIyeTcs MucaTth NudpamMu U cioBamu: S5
ThIC. pyOnel, 1 muH pyOneil. JleHekHbIe BbIpaXXEHHUS B PYyOIsIX claeayer
nucath Tak: 108 pyo.

HasBanusa eauHull uU3MepeHHs] B TEKCTax YKa30B, MOCTAHOBICHUU U
pacnopsKeHUM peKOMEHIYEeTCsl MUCaTh CIASAYIOIMUM 00pa3oM: 5 ThIC. METPOB,
16 tonn, 120 kB. meTpoB, 60 ky0. MeTpoB, 20 MIIH TOHH; B MPUIIOKEHUIX —
CokpatieHHo: 5 Teic. M, 120 kB. M, 60 ky0. M, 20 MJIH T.

CyiiecTBUTENBHOE MOCIE JPOOHOTO Yrcia COTJIacyeTcsi C IPOOHOM ero
YacThl0O M CTaBUTCS B POJMUTEIBHOM TNaJEKe€ €AUHCTBEHHOrO 4ucia: 28,5
MeTpa, 28,5 KB. MmeTpa, Ho: 28,5 ThIC. METPOB.

[Tpu 0603HaYEHNH KOJIMYECTBA MPEAMETOB, a TAKXKE KOJIMYECTBA JIFOCH
HE yMOTPEOISIOTCS CIIOBa «IITYK», «denoBek»: 10 aBTomobmeit, 50 pabouux,
a He 50 uyenoBexk pabouux. Ho: 100 ronoB ckora (mTuilbl). ClOXHBIE
CYLIECTBUTENIbHbIE W TMpUJarareibHble, HMEIOIIME B CBOEM COCTaBe
YUCIIUTENbHBIE, NUIIyTcs Tak: 150-nmetme, 3-mecauHblil, 25-NPOUEHTHBIN,
3-1HEBHBIN, 1-, 2- 1 3-CEKIIMOHHBIMN.

Heo0x01uMo MOMHUTD, YTO OKPYTJICHUE YMCIIOBBIX 3HAUYCHUN BEIHMYHI
JI0 TIEPBOTO, BTOPOTO, TPETHEro M T.A. ACCATUYHOIO 3HAKa JUIs Pa3IudHBIX
TUIIOPa3MepPOB, BUIOB, MApOK MPOIYKIIUM OJHOTO Ha3BaHUs, KaK IPaBUJIO,
JIOJKHO OBITh OJIMHAKOBBIM.

HenonyctuMo ucnonb3oBath B TEKCTE MAaTEMAaTUUECKUU 3HAK MUHYC
nepea OTPUUATEIbHBIMU 3HAYEHUSIMU BEJIIMYMH. 3HAK MHUHYC CJIEAYeT

3aMCHATH CIIOBOM «MHHYC). Henw3s YHOTpe6J'I$ITB 3HAKHW HOMCpPA U IPOLCHTA

oe3 mudp.
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3ananus
1. Ykaxure, B 4eM OTIMYUS OPUIIMATIBHO-AEIOBOTO CTHJIS OT JPYrux
CTHUJICH.
2. Ilepeunciure 4acTo BCTpeyaromuecs abOpeBraTypbl CIIOB.

[Tpunoxenus

Ipunoocenue 8.1

Kparkuii cioBapb TepMHHOB U3 00,1aCTH 1€JIONPOU3BOACTBA

Hawu6osee yacTo npuMeHsieMble TEPMHUHBI,
MOJIyYMBIIHE OTPAKEHHe B rOCYAapCTBEHHBIX CTaHAAPTAaX,
PeKOMEeHAUUAX MeKIYHAPOAHONH OPraHM3aluM M0 CTAHAAPTU3ALIUH,

HOPMATUBHO-TEXHUYICCKHUX pa3pa60TKax

AJpecart — N0JIy4aTesb.

AJIpecaHT — OTIIPaBUTEIb.

AKT—/I0KYMEHT, COCTaBJICHHBIM  HECKOJbKUMHU  JHUIAMU U
MOITBEP K TAFOIINI YCTAaHOBIICHHBIE (DaKThI UTH COOBITHAL.

AKIIeNT — CcorJiache Ha MPEAJIOKEHNE BCTYIHUTh B CHEJKY, 3aKIIOUYUTh
JIOTOBOP Ha YCIIOBUSX, YKa3aHHBIX B MPEITIOKCHHIH.

AHKeTa—JI0KYMEHT, MpEACTABIAIONINI €000l TpadapeTHbI TEKCT,
COJIEpIKAIIMK BOMPOCHI 1O OMPEICICHHON TEME W MECTO il OTBETOB (MJIH
OTBETHI) HA HUX.

AHHOTaNMUS — KPAaTKOE U3JI0KCHUE TIEPBOMCTOYHHUKA.

ApXHBHasi BBINUCKA — JIOCIOBHOE BOCIPOM3BEACHHE YaCTH TEKCTa

AOKYMCHTA, XPaHAIICTOCA B ApXUBEC, 3aBCPCHHOC B YCTAHOBJICHHOM ITOPAAKE.
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ApXMBHAs cIpaBKa — clpaBKa 00 MMEIOIUXCS B JTOKYMEHTAIbHBIX
MaTepHajiaXx apXuBa CBEJIECHUAX 10 ONPEIEICHHOMY BOIIPOCY, TEME, MPEeAMETE
Wiy 6uorpaduyecKux CBEJECHUSX, 3aBEPEHHAs] B YCTAHOBJIEHHOM IOPSIJIKE.

ACHeKT — TOYKa 3pEHHUs], ¢ KOTOPOU NMPOU3BOAUTCA NMOMCK JOKYMEHTA
WJIM U3BJIEYEHHE U3 HETO HEOOXOJUMBIX CBEJICHUN.

buaank — Oenblii JUCT € YacTUYHO HAamleyaTaHHbBIM TEKCTOM H
npoOenaMu, KOTOpBIE 3arlOJHAIOTCA aKTyaJlbHOM WH(oOpManueit (Hampumep,
aHKeTHBIN b.).

Benomocth — mepedeHb  Kakux-IMOO  JaHHBIX  (CBeACHUM),
pPacroJIOKEHHBIX B ONpeIesIeHHOM Topsjke (rnatexHas B., oboporHas B. u
T.IL.).

Busza — noanuce, mnoaTBepkaaromas  (GakT  O3HAKOMIICHHS
JOJDKHOCTHOTO JIMIA C JOKYMEHTOM.

BHyTpenHuil agpec nmucbMa — HaMEHOBAHUE U aapec OpraHu3aluu
Wi (haMuIHs U aJipec JMia, KOTOPOMY HaIllpaBiIeHO MUCHMO.

BHyTpeHHUII JOKYMEHT — JIOKyMEHT, IpPEJHAa3HAYCHHBbIN I
VCIIOJIb30BAaHMS TEM YUPEKIECHUEM, B KOTOPOM OH CO3/IaH.

Bxoasmuii JOKYMEHT — JOKYMEHT, NOCTYIIMBIINM B yUPEKACHUE.

BpInucka — Konus 4acTy TEKCTOBOTO JIOKYMEHTA.

I'papuk—TeKCcTOBOM JOKYMEHT, OTPAXKAIOLIWM, KAaK IPaBUIO, ILUIAH
palboThI C TOUHBIMU NIOKA3aTEIIMU HOPM U BPEMEHU BBITOJIHEHUS.

I'pu¢d — nomerka, ykasbIBaroiiasi Ha OCOOBIA XapakTep WJIH OCOOBIA
CHoco0 MEepPEeChUTKH JI€JI0BOM KOPPECHIOHIEHIUH («CEKPETHO», «CPOUHO», «HE
HOJVIEKUT OTJIAIIEHUIOY, «JIUUHOY).

JaTa — yncno, Mecsll ¥ ToJl COCTABIICHUS WM MTOANMCAHNS JOKYMEHTA,
yKa3aHHbIC Ha HEM apaOCcKuMu nudpamu.

JleJ1o-— enuHMIA XPaHEHHsI IHCbMEHHBIX JIOKYMEHTOB B apXUBE,
IIOMEUIEHHBIX B OTJIEJBHYIO IAIKY.

JejioBoe MUCbMO — JOKYMEHT, IIPUMEHSAEMBIM Ui CBSA3M, NEpeladu



This document was created by Unregistered Version of Word to PDF Converter

uH(pOpMaIIMK Ha PACCTOSHHE MEXIY IBYMS KOPPECHOHJIEHTaMU, KOTOPhIMU
MOTYT OBITh U IOPUANYECKUE, U HU3HUECKHUE JINIIA.

JleJIonpoOM3BOACTBO — BEJICHHE KAHIEISIPCKUX JEJI, COBOKYINHOCTh
paboT Mo JOKYMEHTUPOBAHUIO JIEATEIbHOCTH YUPEKIECHUN U 10 OpraHUu3aluu
JIOKYMEHTOB B HUX.

JIMpeKTUBHBINA TOKYMEHT — TIOKYMEHT, COIepKaIlluil 00s13aTeNbHbIE K
VCIIOJIHEHUIO YKA3aHUS BBILIECTOSAIINX OPraHOB.

J/loBepeHHOCTb — TOKYMEHT, JAOIIHUM ITOJTHOMOYHS €r0 IPEXbSIBUTEIIO
Ha BBITIOJIHEHUE KaKUX-JIMOO ACHCTBUM OT UMEHU JOBEPUTEIIA.

JIoroBOpeHHOCTh — JOKYMEHT, (PMKCUPYIOIIN COTJIAIIEHUE JIBYX WJIU
HECKOJIBKUX CTOPOH.

JoxkyiagHas 3anMcKa — JOKYMEHT, aJpECOBAHHBIM PYKOBOACTBY, B
KOTOPOM H3J1araeTcsi Kakou-1ub0 BOMPOC C BBIBOJAMHU U MPEIIOKEHUSIMU
COCTABUTES.

JlokyMeHT — uH(pOpMaIMs Ha MaTepHaIbHOM HOCHTEJE, HMEIoIIas
IOPUIUYECKYIO CUITY.

JlokymeHTO0000pOT — 1) IBM)KEHHE JIOKYMEHTOB B YUPEKICHHH C
MOMEHTa WX TOJYYEHUS WA CO3JAaHMS J10 3aBEPIICHUS WCIIOJIHEHUS WIIN
OTHPABKHU; 2) KOJTUYECTBO BXOMSIIINX, BHYTPEHHUX U UCXOJAIINX IOKYMEHTOB
YUPEXKIAECHUS 34 ONPEIEICHHBIN IIEPUOJ BPEMEHMU.

Jlocbe — TOKYMEHTBI, OTHOCAIIUECS K KAKOMY-THOO0 Aey.

A yO0nuKaT—3>K3eMILIIp JIIOKYMEHTA, COCTaBJICHHBIN B3aMEH
OTCYTCTBYIOUIEIO MOJJIMHHUKA M UMEIOIIMH  OJMHAKOBYID C HUM
IOPUIUYECKYIO CUITY.

3asiBjieHMe — JOKYMEHT, COAEPXKAIIMM MPOChOy WM MPEITIOKEHUE
auna (JIUI) YYPExKIECHUIO WM JOJBKHOCTHOMY NIy (Hampumep, 3. o mpueme

Ha paboTy, 3. 0 MPeOCTaBICHUH OTITYCKa U T.J.).
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N3Benmenne — JOKyMEHT, WHOOPMHUPYIOIIHA O TIPEACTOSIIEM
MEpOIpUsATUU  (3acelaHny, CcoOpaHuM, KOH(EepeHIMH) U CoAepKalIui
IIPEJIOKEHUE IIPUHATH y4aCTUE.

Nupgexke — ycioBHOEe 0003HAYEHUE, NPHCBAMBAEMOE JOKYMEHTY B
npoiiecce yueTa (perucTpaiuu) U UCTIOJTHEHUS.

Nupexcanusi — IpoCTaBICHUE UHIEKCA.

NHpexke fgesa — TOPSAKOBBIM HOMEp Jena IO HOMEHKIATYPE H
YCIIOBHOE 0003HAUYECHHE CTPYKTYPHOU YaCTU YUPEKICHUM, MPOCTABIIIEMbIE HaA
00JIOKKE JieTa.

NHnumMaTUBHBIA  JOKYMEHT—IOKYMEHT, IIOCIYKUBIIMKA  HA4aJIoOM
PacCMOTPEHUS ONPEECICHHOTO BOIIPOCA.

Hcexoasiiumii JOKYyMEHT— JJOKYMEHT, OTIIPABIICHHBIN U3 YUPEKICHUS.

Kaaccupukanmonnsplii mHAeKe — yclioBHoe o0o3HaueHue (1udposoe,
OYKBEHHOE, CMEIIaHHOE), MPUCBAUBAEMOE KIACCHU(UKAIIMOHHBIM [IEJICHHEM
CXeMbl KJIacCU(UKAIMU U TPOCTABISIEMOE Ha KAPTOYKAX CUCTEMATHYECKOTO U
JIPYTUX KaTajaoroB. MoXKeT MpOCTaBIATHCA U HA JOKYMEHTAaX, U Ha JIeJax.

KoHcepBanusi [0KyMeHTa — [OpPEIOXPaHECHHE JOKYMEHTa OT
pa3pyLIAOIIETO JICHCTBUSI BHEIIHEN CPEJIbI.

Koutpakr — goroBop 00 YCTaHOBJICHUH, W3MEHEHUU WJIHU
MPEKPALLCHUN IPABOOTHOLICHUH.

KOHTPOIbHBIN JIMCT — TAJIOH Ui WHIAWBUIYAJIbHOM PETHCTpPALIUU
JIOKYMEHTOB, BKJIFOUAIOIINI PE30OIIOUIO U TEMY MUChMa.

KoppecnonaeHT — yudpexIeHUE WA OTIACIbHOE JIUIO, C KOTOPBIM
BEJIETCS MEPEIUCKa.

Kpeaur — BKIIOUEHHAsA B CMETY CyMMa, B IIpeeaax KOTOPOU pa3penieH
pacxoa Ha ONPEICTICHHYIO MOTPEOHOCTD.

JIMMUT —  JIOKyMEHT, OIpEICISIOIINUN  MpPEAeIbHbI  pa3Mep
ACCUTHOBAaHUM JEHEXKHBIX CpPEIACTB, OTIYCKa MaTepuaioB © T.A. U3

roCy/1IapCTBEHHBIX (POH/IOB.
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JIuneBoil cuer — OyXTaJTepCKUNl JOKYMEHT, OTPAKAIONIUN Tepenavy
KaKoro-mubo KOHKPETHOTO BHJA CPEICTB (MarepuanoB, HHCTPYMEHTOB,
OPOAYKIIMHM, 3JaHUA M T.JI.) ONPENCICHHOW OpraHu3alui WIA JIMIY |
COAEPKALLIUHN JICHEKHBIE PACUETHI C HUM.

JIuuHoe 1es10 — J1e710, BKIIIOYAIOee JOKYMEHTHI 0 KaKOM-TTM00 Juile (0
ero ouorpadun, 06pa3oBaHUM, TPYAOBON WM OOIIECTBEHHOW JIEATEILHOCTH).

MamvHOYUTACMBbId TEKCT — JOKYMEHT, HCIOJIb30BAHUE KOTOPOTO
TpeOyeT MPUMEHEHUS CIIEINAIBHO MPeTHa3HAYEHHBIX TEXHUUECKUX CPEJICTB.

Hapsin — noxkymeHT, comepKamiuii CBEJIEHUSI O paclpeiesieHund padoT
MEXy pabOurMU-CACNIbIINKAMH, YUET BHIPAOOTKHU U pacdeT MPUYUTAIOIICHCS
UM 3apaOOTHOM TIaTHI.

Hapsin-3aka3 — IUIAHOBOE 3aJaHUE PYKOBOAMUTENS YUPEKIACHUSA
IIOJYMHEHHOMY IPEAINPUATUIO WM PYKOBOIAWUTENS MPENIPUATHS LEXY O
BBITIOJIHEHUU OMpPEIeNIEHHON paboThI.

Homenkiiatypa — nepeyeHb HauMEHOBAHUM.

HomenkiaTrypa aen — CUCTEMaTU3UPOBAHHBIN MEPEUYEHb WIIA CITMCOK
HAaWMMEHOBAHUU JI€JI, 3aBOJMMBIX B JECJIONPOU3BOACTBE YUPEKIACHUS.

Homep Bxoasimero nmucbMa — pPEruCTPAllMOHHBIM HOMEP HOKYMEHTA,
IIPOCTABIISIEMBIN aIPECATOM.

Homep wucxoasimero gena — perucTpallMOHHBIA HOMEpP JOKYMEHTA,
MIPOCTABIISIEMBIN OTITPABUTEIIEM.

HopmaTuBHbIE  JOKYMEHTBI  —  JIOKYMEHTBl, B  KOTOPBIX
YCTaHABJIMBAIOTCS KaKUE-T1M00 MpaBuiia, HOPMBI.

HopMaTuBbl — TOKYMEHTBI, COAEPKAIIUE ITOKA3ATENH 3aTPAT BPEMEHHU,
MAaTEpUAIIBHBIX WJIA JEHEXKHBIX PECYpPCOB, IMOKA3aTEIM HU3rOTOBISIEMON
MPOJIYKIIMH, IPUXOJISIIIMECS Ha KaKyI0-THM00 eAuHUIly (U3/e/ue, Onepaluio u
T.J.).

Hopmbl — 1OKyMEHT, cojepiKamiuii CBeACHHS 00 YCTaHOBJICHHBIX

BenuuuHax yero-moo (H. Beipabotku, H. Beigaun yero-imbo).
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O0bsicHUTeIbHAS 3alIUCKA— 1) TOKYMEHT, MOSCHSIONINN COAepKaHue
OTJICJILHBIX TOJIOKEHWH OCHOBHOT'O JIOKYMEHTa (IJIaHa, OT4YeTa, MPOEKTa); 2)
COOOIIIEHNE JTIOJDKHOCTHOTO JIMIIA, MOSCHSIONIEe KaKoe-Tu0o JelcTBue, (aKT,
IIPOUCIIECTBHUE, MPEJCTABISIEMOE BBIIIIECTOAIIEMY TOJDKHOCTHOMY JIUITY.

Onucek — ropuanYecKy 0(POPMIIEHHBIN IEPEYEHb TOKYMEHTOB.

OpurnHaja aoKkyMeHTa — 1) MmepBOHAYAIBHBIN K3EMIUIIP JOKYMEHTA;
2) DOK3eMIUIIp JOKYMEHTA, SIBJISIIONIUHACA HWCXOJHBIM MaTepuaaoM IS
KOITUPOBAHMSI.

Oco0ble 0TMETKH — OTMETKH O CTENEHU CEKPETHOCTH M CPOYHOCTH
WCIIOJTHEHUS IOKYMEHTOB.

OTyer — JOKYMEHT, COJEp)KallUii CBEICHUS O TOJATOTOBKE W
MIPOBEJICHUHU PadoOT, 00 UTOTraX BBHIMOJIHEHHUS TUIAHOB, 3aJJaHU, KOMaHIUPOBOK
U JIPYTUX MEPOIPHUATHH, MPECTABISIEMbINA BBIIIECTOSIIEMY YIPSKICHUIO KaK
JOJKHOCTHOMY JIMITY.

Odepra — cMm. lpemnioxenue.

OdunuaiabHbie JTOKYMEHTBbI —JTOKYMEHTHI, COCTaBJICHHBIC
YUPESKICHUEM WM JTOJPKHOCTHBIM JIMIIOM M O0(hOpMJICHHBIC B YCTAaHOBJICHHOM
TIOPSITIKE.

IMucbmo — 00001IEHHOE HAUMEHOBAHUE PA3JIMUHBIX IO COJIEPIKAHUIO
JOKYMEHTOB, CIY)KAIIUX CPEJICTBOM OOIIECHUS MEXKIY YIPEKICHUIMH,
YaCTHBIMH JUILIAMH.

IloBecTka — odwunuanbHOE COOOMIEHWE YAaCTHOMY JIMIY C

MPEIJIOKEHUEM KyAa-Tu00 TPUUTH WM YYPEKIEHUIO — BBICIATh CBOETO

pEACTaBUTETIS.
HopanHHUK  gOoKymMeHTa — 1)  JOKyMEHT  O(UIMAIBHOTO
NPOUCXOXKACHUST B OKOHYATEIbHOM  pENakiuu,  YAOCTOBEPEHHBIN

COOTBETCTBYIOIIUM 00pa3oM; 2) PyKOIHUCh.
IMoanuch Ha JOKYMeHTe — TMONKCH JOKHOCTHOTO JIMIA UM aBTOpa

AOKYMCHTA, YJIOCTOBCpAOIIAd C€ro IOAJIMHHOCTbL HWJIW 3aBCPAROIIAA KOIIHIO



This document was created by Unregistered Version of Word to PDF Converter

JTOKYMEHTA.

IHosoxkenune— 1) mpaBoOBOIl aKT, yCTAHABIMBAIOIINI OCHOBHBIE ITpaBUiIa
OpraHu3alud M JESATEIbHOCTH TOCYJApPCTBEHHBIX OpPraHOB, CTPYKTYPHBIX
IIOJpa3JeJICHUI OpraHa, a TaK)Ke HUKECTOSALINX YUPEKIACHNUM, OpraHu3alui u
OpeNnpusTaid; 2) CBOJI MPaBWJI, PETYIUPYIOLIUX OMNPEEICHHYIO OTpacib
TrOCYIapCTBEHHOT'O YIPABIIEHUS, OJUTUYECKOM, OOLIECTBEHHOU, KYJIbTYpPHOU
VIV XO3MCTBEHHOM KU3HU.

IlpensioskeHne — NUCBMEHHOE 3aBJICHUE OT HMEHU MNPEINPUATHS,
aZpPECOBAHHOE JIPYrOMYy MPEANPUATHIO, O TOTOBHOCTH 3aKJIIOUHUTh C HUM
JIOTOBOP Ha OIpPEAENIEHHbIX YCIOBUX; odepTa.

IIpeaMeTHBIN KaTaJOr — KaTajor JOKYMEHTAJIbHBIX MAaTEPUAOB,
coJlepKaluid cBelleHus o npeameTax ((akrax, coObITUSAX, TeorpaduyecKux
HAaMEHOBAHUAX) W JIMIAX, KOTOpbIE YIOMHHAIOTCI B JIOKYMEHTaX,
Pacrlo0KEHHBIX B aj()aBUTHOM MOPSJIKE.

IIpenMeTHBI  yKa3aTe/lb—yKa3aTeldb  OCHOBHBIX  IPEAMETHBIX
(Temarnuecknx) 0003HaYEHUH, PACTIONOKEHHBIX B alI(aBUTHOM MOPSIIKE.

IIpeacraBieHue — JIOKYMEHT, COAEpXKAILIMK IPEIJIOKEHUE O
HAa3HAYCHUU, TEPEMENICHUN WM MOOUIPEHUU JIMYHOTO COCTaBa, a4 TaK¥Ke
PEKOMEHAAIMIO ONPENEIICHHBIX IEUCTBUM M MEPOIPHUATHM 110 BOIpPOCaM
NEATENbHOCTU YUPEKICHUS.

IpeiickypaHT — niepeyeHb BUJOB paboT, YCIyT, NPOAYKLIIUA TOBApOB U
T.J. C YKa3aHUEM LIEH U PACLICHOK.

IIpereH3MOHHOE MNHMCbBMO — TIMCBMO, OTIPAaBICHHOE BUHOBHOM
CTOPOHOU B CIIyda€ HEBBINOJHEHUS €H0 3aKIIOYEHHBIX paHee JOTrOBOPOB U
pa3HOro BUa 00s3aTEIbCTB.

Ilpuka3 — 1) mpaBoBOil akT, HM37aBacMblii PYKOBOAMTEIEM OpraHa
rOCYJapCTBEHHOTO  YIpaBi€HUA (€ro CTPYKTYpPHOIO  IOJpa3JeicHus),
JNEHCTBYIOIINM HAa OCHOBE €IMHOHAYAIMS, B LEISAX Pa3pelIeHUsI OCHOBHBIX U

OIICPAaTUBHBIX 3aAa4d, CTOAIONMX IIEPC]d MdaHHBIM OpPraHOM. B OTACJIBHBIX
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CIIy4yasX MOXET KacaThCsl IIUPOKOIr0 Kpyra OpraHu3aiid U JOJKHOCTHBIX JIUI
HE3aBUCUMO OT TOJYMHEHHOCTH;, 2) JOKYMEHT, BbIJJABAEMBIM OpraHaMu
rOCyAapCTBEHHOTO M  BEAOMCTBEHHOIO apOUTpaka Ha 00s3aTelbHOe
VICTIOJIHEHUE €r0 PELICHUS.

IIporpaMmMa — JOKYMEHT, W3JAraroliMii OCHOBHBIC HAaIPABJICHUSA
paboThl YUPEKICHUS WU MPEANPUATUS HA ONPEACICHHBIM NEePUOJl BPEMEHU
(mpouzBoactBeHHas Il.) wim 3Tanbl U CPOKU OCYIIECTBICHUS KPYITHBIX paboT,
HCIIBITAaHUM.

IIpoekT [OOKyMeHTa — TIpPEABapUTENIbHBIM BapuaHT JOKYMEHTA,
IIPEAHA3HAYCHHBIN JJIs1 PACCMOTPEHUS.

IIporoko — JOKYMEHT, COAEPH AU TTOCIEIOBATEIBbHYIO 3alUCh X0a
0O0CYXKJIEHUsI BOIIPOCOB W TPUHATHS PEUICHUN Ha COOpaHUSAX, COBEIIAHUSX,
KOH(MEPEHITUAX U 3aCETAHMSIX KOJUIETHATBHBIX OPTaHOB.

PacnopsiiuresibHbIe  JOKYMEHTBI — JIOKYMEHTBl, B  KOTOPBIX
buKcupyeTcs penieHne aIMUHUCTPATUBHBIX U OPTraHU3aIIMOHHBIX BOITPOCOB.

Pacnucanme — 00bsIBIEHUE O BPEMEHH, MECTE U MOCIEI0BATEIHLHOCTH
COBEpIIICHUS Yero-Tr0o0.

Pacnopsizkene — 1paBOBOM  AKT, M3JABAEMbIM  €IUHOJIMYHO
PYKOBOIUTEIIEM, TJIaBHBIM o0OpazoM KOJUJIETMaIbHOTO opraHa
FOCYJapCTBEHHOI'O  YNPABJIECHUS, B LEISX pPa3pelICHUs ONEPaTUBHBIX
BorpocoB. Kak mpaBuiio, UMEET OrpaHUYEHHBIM CPOK JEHUCTBUS U Kacaercs
Y3KOr'0 Kpyra JOJDKHOCTHBIX JIMIL U TPAK/IaH.

PerucrpanuonHasi KapToyka — KapTO4yKa, MNpeIHa3HA4Y€HHAs s
perucTpanru JOKYMEHTOB B JIEJIONPOU3BOJICTBE YUPEIKICHUA.

PerucrpaniuoOHHbIA HOMEP [JOKYMEHTAa — IIOPSAKOBBIM HOMED,
MPUCBAaMBAEMBbIA  BXOISIIEMY WA HUCXOASALIEMY JIOKYMEHTY TIIpU €ro
pEerucTpanvu, SBIAIOIINANCA YacThIO JAEJIOMPOU3BOACTBEHHOIO WHJIEKCA WIIU
3aMEHSIOIIUH €rO0.

PerucrpanmuoHHbIii ITAMII — IOTaMIl, COACPXKAIIUKA HAa3BaHUE
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YUPEXKJICHUS, AaTy PETUCTPALMK, PETUCTPALMOHHBIN WHJIEKC, HOMEp Jiena, B
KOTOpoe Oy/ieT MOMEIIeH TOKYMEHT.

Perucrpanusi JOKyMeHTOB — 3allUCh B Y4€THBIX dopMmax (KypHaax,
KapTOyKax M T.N.) KPaTKUX CBEJECHUUA O JOKYMEHTE€ U MPOCTABICHHUE Ha
JOKYMEHTE JIe0MPOU3BOJICTBEHHOIO MHJEKCA U JaThl pErUCTpaIiu.

Peectp — nmepedeHb (COMCOK) 4ero-nubo, MPUMEHSIEMBId B
OyXraJTepcKoOM y4eTe U IeJONpou3BOACTBe (Hampumep, P. onuceit).

Pesomonusi —  pelieHWe, NOPUHATOE  COBELIAHUEM,  ChE3/I0M,
KoH(pepeHIuel u T.11. Mo 00CyK/1aeMOMY BOITPOCY.

Pe3osonusi Ha JOKyMEHTe — MHCbMEHHOE YKa3aHHE PYKOBOJIUTEIS
VCIIOJIHUTENIO O XapaKTepe U CPOKAX UCIOJHEHUS JOKYMEHTA.

PekBM3MTBI — 00513aT€IbHBIE AJIEMEHTHI CITYKEOHOIO JOKYMEHTA.

PekBU3NT 0KyMeHTa — 00s3aTelbHBbIH MH(GOPMAIIMOHHBIN 371EMEHT
(aBTOp, dara W T.M.), TMPUCYIIUHA TOMY WJIM WHOMY BHUJIY NHCHbMEHHOTO
JIOKYMEHTA.

Pek1amanuoHHoe NMUCHLMO — 3asiBIeHHE 00 OOHApY)KEHHUU HEJOCTauH,
Ne(EeKTOB B MMOJIYYEHHON MTPOIYKIIMU WK B BBIIIOJIHEHHOU padoTe.

Pegepar — kpaTkoe NMCbMEHHOE U3JI0KEHUE TTEPBOMCTOYHUKA.

Pemenne — 1) mpaBoBoi akT, npUHUMAaeMblil ucrnonkomamu CoBETOB
HApOJHBIX JICYyTaTOB B KOJUIETHAIBHOM IMOPSAKE B IENAX pPa3perieHus
Haubosiee BaXKHBIX BOIPOCOB MX KOMIETEHUMH. PeleHusiMH HMEHYITCs
TAaK)K€ COBMECTHBIE aKThl, HW3[aBa€Mbl€ 'HECKOJbKHUMHU HEOJAHOPOIHBIMU
OpraHamM — KOJUIETHAJIbHBIMH U JIEHCTBYIOIIMMHU HAa OCHOBE €IMHOHAYaJMs,
roCy/lapCTBEHHbIMM OpPraHaMH M OOILECTBEHHBIMH OPraHU3ALMIMU U T.J.; 2)
JOKYMEHT, COZepXallliii 3aKII0UEeHUEe Cy/la WM apOuTpaxa Mo pe3yabTaraMm
pa3z0opa rpakIaHCKOro Jejia B Cy/ie WM CIIOPHOIO BOIIpoca B apOuTpaxe; 3)
pE30ITIOIIHS COOpaHUsl, COBEIAHUS U T.1I.

Cro0OogHOe mpensioKeHue — TpeaiokeHue 0e3 o0s3arenbeTB. Eciu

3dKa3uuK IMPUMECT YCIOBUA TaKOro IMmpceJIOKCHUs, CACIKA CUHHUTACTCA
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3aKJIFOYEHHOU.

CnarouHasi onuch (pasr.) — OMNHUCh JOKYMEHTAJIbHBIX MaTepuajoB,
COCTaBJICHHAsl YUPEKICHUEM MIPH MEpeIave 1€ B apXUB.

Cucrema MOKYMEHTHMPOBAHUSI — MPUHSTHIA B YUPEKICHUH MOPSIOK
co3ganus, opopMICHUS U UCTIOJIHEHHS JOKYMEHTOB.

CayxeOHasi 3aIMCKA — 3aMKCKa O BBIOJHEHUHU KaKOW-THO0 paboThl,
HampasJisieMasi 10KHOCTHBIM JIULIOM JPYrOMY JOJKHOCTHOMY JIUILY.

CocraB yaocToBepeHusi — MOJIKCH U NI€YaTh.

Cneuuduxanust — TOKYMEHT, COJIepKallui MoApoOHOE MePEUUCICHUE
y3JI0B M JIeTalled KaKoro-auoo H37enusi, KOHCTPYKIMHU, YCTAHOBKH M T.II.,
BXO/SIIMX B COCTAaB COOPOYHOI0 MJIM MOHTaXHOI'O YEPTEXKA.

Cnmcok — mMepevyuclieHue JIMI WM TMPEeIMETOB B ONpeleIeHHOM
NOpsJIKE, COCTaBICHHOE B LESIX HHPOPMAIUU UIIN PETUCTPALIUU.

CnpaBka — 1) IOKyMEHT, COAep Kalliil OlrMCcaHue U TOJTBEPXKICHUE
TeX WIA UHBIX (DAKTOB U COOBITUH; 2) TOKYMEHT, MOATBEPKIAAOIINI (HaKThI
ouorpadruuecKkoro win CiIy>keOHOro xapakrepa.

CnpaBo4yHO-MHGOPMALMOHHBIT donn — COBOKYITHOCTb
CUCTEMATU3UPOBAHHBIX TPOM3BEICHUM TI€4aTH ©  HEOMyOJUKOBaHHOMN
HAy4YHOW W TEXHUYECKOM JIOKYMEHTAIlMW, WCHOJIb3YIOIIMXCS B  LEIX

0TpaciieBOro HHMOPMAIIMOHHOTO 0OCITYKUBAHUS.
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CranaapT — HOpMaTUBHO-TEXHUYECKUH TOKYMEHT, YCTAHABIIMBAIOIIHIA
TpeOOBaHUs K IrpylnaM OZHOPOAHOW MPOAYKLUUU U B HEOOXOAUMBIX CIydasx
TpeOOBaHUS K KOHKPETHOW MPOIYKIMH, IpaBuia, OOECIEUUBAIOLIUE €€
pa3paboTKy, MPOU3BOACTBO M IMPUMEHEHHUE, a TaKke TpeOOBaHUS K HMHBIM
o0beKTaM CTaHJapTU3alluu, ycTaHaBiauBaeMmble ['occranmaprom  PO..
Cranpaptuzanusi JTOKYMEHTOB, IIPUMEHSEMBIX B OpPraHU3allMOHHOM U
JKOHOMMYECKOM  YIPABJICHUHM, IPOBOJMUTCS HAa OCHOBE CIIELUAIbHBIX
nocranosyneHun [Ipasurenscrea PO.

CreHorpaMmMa — JOCJIOBHAs 3amuch JOKJIAQAOB, PEUYE U JAPYrux
BBICTYIUICHMM Ha COOpaHMsX, COBEIIAHUAX M 3acCelaHUsX KOJJIErHMabHbIX
OpraHoB, OCYIIECTBIIEHHAs METOAOM CTEHOTpauu.

Cuyer — JOKYMEHT, B KOTOPOM YKa3aHa MPUYMUTAIOLIASCS 32 YTO-JIMOO
JIEHEXKHAs CyMMa.

TaGeabr — mepedeHb KaKMX-JIMOO TIOKA3aTEeNel, COCTABJICHHBIA B
omnpezeneHHoM nopsjke (Hanpumep, T. oruetHoctu, T. ycneBaemocTH).

Tabauma—10KyMeHT, COAEpXKALIUN TEKCTOBbIE WM  IU(PPOBBIC
CBE/ICHHUS, pa3MEIlleHHbIE 110 rpadam.

Tabyasarpamma — Ta0nuia, cocTaBieHHas TaOyJIsITOPOM Ha OCHOBE
aBTOMAaTHUYECKOT0 BOCTIPUSTHUS JaHHBIX ¢ IepdokapT, nepdoyieHT u T.1.

Tasion o0paTHOW CBA3M — JIOKYMEHT, YBEIOMJISIOIIMI O MOJy4EHUHU
4yero-nmmoo (MHpopmaluu, MaTepuabHbIX LIEHHOCTEH, TOKYMEHTOB).

TBepaoe mnpeasoxkeHne — mpeasiokeHue, opopmIsIeMOe JHIIb IS
OJIHOTO BO3MOKHOI'O 3aKa34MKa (MOKYyNaTessd) C YKa3aHUEM CpPOKa, B TEUEHUE
KOTOpOTO IMOCTaBUIMK CBSI3aH ATUM IPEIOKEHUEM.

Te3aypyc — cioBapb-CIIpaBOYHMK, B KOTOPOM IEPEUYUCISIOTCS BCE
JEKCUYECKHE €AMHUIIBI MHPOPMAIIMOHHO-TIOUCKOBOTO SI3bIKA (JI€CKPUIITOPHI)
C X CBSI3SMM, a TAK)KE CHUHOHMMUYECKHE JIECKPUIITOPHI U KIIFOUEBBIE CIIOBA U
CJIOBOCOYETAHUS ECTECTBEHHOIO S3BIKA.

Te3uchl — KpaTKOC MU3JIOKCHUC TCKCTA NOKYMCHTA MJIM BBICTYILJICHUSI.
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Teserpamma — 0000ILIEHHOE Ha3BaHUE PA3IMYHBIX 10 COAECPHKAHUIO
JIOKYMEHTOB, NIEpEJaHHbIX 110 Teaerpady.

TeJiekc — TenerpaMma, OCIaHHAsA IO TEJIETANUIY.

Teneraiin — TenerpadHbpIii anmapar ¢ KJIaBUATYpOW THMA MHIIYIIEH
MalIuHKH.

TekcToBOl TOKYMEHT — JOKYMEHT, COAECPKAHUE KOTOPOIrO HM3JI0KEHO
MIOCPECTBOM JIFOOOT0 BUJIA TUChMA.

TexHuueckasi JOKyMeHTalusA — 00001IalOIIee HA3BaHUE JTOKYMEHTOB,
OTpaKarOIINX pe3yabTaT CTPOUTEIBHOIO U TEXHOJIOTUYECKOT 0
IPOEKTUPOBAHUS, KOHCTPYWPOBAHUS, WH)KEHEPHBIX M3BICKAHUH W JIPYTHX
paboT MO CTPOUTENLCTBY 3JIaHUM U COOPYKEHUH U HU3TOTOBJICHUIO
IIPOMBIIIUIEHHOT O IIPOU3BOJCTBA.

TexHosiornueckasi JOKyMeHTamusi — o00oOIarpIiiee Ha3BaHUE
JOKYMEHTOB (uepTexeil, cnenu@ukanuii, KapT, HWHCTPYKIHHA U T.1I.),
NpeJHAa3HAYCHHBIX [UJIsI ONUCAaHUS W OQOPMIICHUS TEXHOJIOTHYECKUX
IIPOLIECCOB.

TunoBble JOKYMeHTbI (TEKCThI-aHAJIOTM) — 1)  JTOKYMEHTHI,
OTpaXarolIMe OJHOPOJAHBIE BOMNPOCHI M COCTABIIIEMBIE IO OJUHAKOBBIM
oOpasmaM; 2) HOPMATHUBHbIE M  PACHOPSAUTENbHBIE  JTIOKYMEHTHI,
omnpezensonre nopsaok padorsl yupexnaenuii (T. ycras, T. ctpykTypa) unu
ornenbHeIX ee ctopoH (T. moroBop) u sBisromivecss oOpa3uaMu ISt
COCTABJICHUSl  YUPEKIEHUSAMU OAHOMMEHHBIX JOKYMEHTOB C  Y4YE€TOM
cnenu@UKu uX IesTeIbHOCTH.

Tpadapernslii JO0KyMEHT — JIOKyMEHT, UMCIOIIMN 3apaHee
OTIIEYaTaHHBII CTAaHIAPTHBIA TEKCT (YacTb TEKCTa) U JOMOJHSIOLIEE €ro
KOHKPETHOE COZIepKaHUE.

Ykazanue — 1) mpaBoBOM  aKT, U3JAaBa€Mbli  OpraHOM
rOCyJlapCTBEHHOTO  YNpPAaBJIEHUS  MPEUMYIIECTBEHHO 1O  BOIpOcaM

UH(POPMAITMOHHO-METOJUYECKOTO  XapakTepa, a TakXke [0 BOMpPOCaM,
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CBSI3aHHBIM C OpraHU3aLMEN MCIOTHEHHUS NMPUKA30B, UHCTPYKUUNA U JPYTHX
AKTOB JAHHOTO OPraHa M BBIIIECTOSIIMX OPraHOB YIPABIIECHUSA; 2) JOKYMEHT,
cofepxamuid TpeOOBaHUS U HEOOXOIMMBIE PAa3bIACHEHHUS IO OTAEIHHBIM
BOIIPOCAM MPOEKTUPOBAHUS U CTPOUTENIHCTBA.

Yka3zarejib — CHCTEMAaTHU3UPOBAHHOE IMEPEUUCICHUE HAWUMEHOBAHUM,
MMEH, MIPEIMETOB CO CIIPABOYHBIMH JIAHHBIMU O HUX.

®akcumuie — 1) BOCHPOU3BEIEHHE TEXHUYECKUMH CPEIACTBAMHU
TOYHOIO M300paKEHHs] TMOANUCH, TEKCTa, CAETAHHOTO OT PYKH, KOMHS
JOKYMEHTOB, MOJy4YaeMblX Mo (¢akcy; 2) KiuIle, NedyaTka, MO3BOJSIoIas
MHOTOKpPaTHO BOCIPOU3BOAUTH COOCTBEHHOPYUHYIO MOAMUCH Ha JE€JI0BOM
JOKYMEHTE.

dusnuyeckoe JHUIO — TPAKIAAHWH, SBJISIONIUANCA  Y4aCTHHUKOM
IpaXIAaHCKUX  TPABOOTHOIICHUM (HOCHTENEM TpaXIaHCKUX TpaB U
00s13aHHOCTE ).

®opMyJssip JIOKyMEHTa — COBOKYIHOCTb pAaCIOJIOKEHHBIX B
YCTaHOBJICHHOM IOCIIEI0BAaTEIbHOCTH PEKBU3UTOB JOKYMEHTa (aBTOp, ajpec,
JlaTa, 3arojoBOK, COAEpKaHUE U T.I1.).

HupkyasipHoe NHMCbMO — TMHMCbMO, HANPABIEHHOE U3 OJHOIrO
MCTOYHHKA B HECKOJIBKO aJIPECOB.

JKcHequuMsa — CHENUAlbHBIA anmapar y4YpexIeHUs i MpueMa
JIOKYMEHTOB.

IOpuanyeckoe MO — yUpEXICHHUE, IPEANPUATHE WM OpraHU3aLus,
BBICTYIAIOLIEE B KAYECTBE CAMOCTOATEILHOIO HOCUTEIS TPAXKIAHCKUX IIPAB U
00s3aHHOCTEH.

SA3pikoBast ¢Qopmyna (JOKyMEHTa) — CIIOBO, CJIOBOCOYETAHUE,
IpeUIoKEHNE WK cBepX(pa3oBOE €IMHCTBO, OPraHU3YIOLIEe OCHOBHOM TEKCT
(TOKyMEHTa) U 3aKPEIUIEHHOE 32 KOHKPETHBIM BUOM JIOKYMEHTA. SI3BIKOBOI
dbopMysIOif  TrapaHTUMHOTO THUCbMA  CHY)KUT  KOHCTpykuus: «Omarta

rapantupyercs. Ham pacuerHelii cuer Ne... B... OTAENCHUM... OaHKay;
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conpoBoauTenbHoro — «Hampasnsto...», «Bbicbuiaro...» U T.1I.
KoppekTypHble 3HaKH U NPaBUJIa UX NPUMeEHEHUs

IIpu odopmieHUH oOpuUrMHaNa JOKyMEHTa HEPEIKO JOIMyCKaroTCs
OLIMOKH, a TAK)KE€ MOKET BOSHUKHYTh HEOOXOJIMMOCTh B U3MEHEHUU MOPSIIKA
CJIOB, BO BKJIIOUEHHH B TEKCT JOMOJHUTENIbHBIX 0B WiIu Ppa3. Kpome toro,
BO3MOYKHO, MIOTpeOyeTCsl cAeNaTh yKa3aHUsl J1Ji MAllMHUCTKU, KOoTopasi Oyaer
neyararb JOKYMEHT, O BBIJCICHUH 3JIEMEHTOB TEKCTa IIEYaTaHUEM BPa3PAJIKY,
NOJYEPKUBAHUEM U T.1I. JIJsl 3TOM 1eNH UCTOIb3YIOTCS KOPPEKTYPHBIE 3HAKH.

KoppekTypHble 3HaKu — 3TO cucTeMa rpapMuecKiX 3HAKOB, CIYKaILUX
JUISL  yKa3aHUsl MeCTa M XapakTepa HCIpaBI€HUS OMHUOOK B TEKCTE.
['paduueckre Hauepranust >Tux 3HaKoB mnpuseneHsl B ['OCT 16347-76
«3HaKU KOpPPEKTYpHbIE», KOTOphIi BBeaeH B jaedcreue c¢ 01.01.77 (B
HACTOSIIEE BPEMS OH HE OTMEHEH).

KoppekTypHble 3Haku MNOAPA3EISIOTCS Ha ClEAyrolMe Tpynmnsl: 1)
3HAKM 3aMEHBI, BBIKMAKA W BCTaBKM; 2) 3HAKW INEPECTAHOBKU I€YaTHBIX
3HAKOB; 3) 3HAaKM H3MEHEHUs NpoOesoB; 4) 3HAKM abd3alHOIO OTCTYIA,
KpacHOM CTPOKH; 5) 3HAKU UCTIPABICHUS TEXHUUECKUX Ne(eKTOB Habopa.

Haznauenue [IpumeHneHue B TEKCTE

Koppexkryp
HEIA 3HAK

Cremars a03ar. 3HaK CTaBsT
B TOM MCECTC, A€ OOJDKCH

B yupexneHusax
JEJIONIPOU3BOICTBA:

7 CYIIECTBYET  TpH

OpraHu3aIu
LIEHTPAJIM30BAHHAS,

OBITH cIeilaH ad3arg

ACOCHTpAIM30BaHHas, CMCIIaHHAA

[leuatats Texct Oe3 ab3ama
(B moxbop)

3arHyThIMM ~ KOHLAMHM  JIMHUM  COEAMHSIOT
INPEIbIAYIIEH W HA4aJlo ITOCIEAYIOLIEH CTPOK.
O3Hayaer revyaraTh TEKCT -B 10100p

KOHEI[
910

Briximrounts
nocepenuue  (opmara (B
KpacHyl0  CTpPOKy).  3HaK
CTaBUTCS B Hayajle U B KOHIIE
BBIKIIFOYAEMOU CTPOKHU

CTPOKY

3aronoBok, (GopMynbl MHIIYT TocepeauHe Qopmara.
Hanpumep: HomeHknatypa nen

Hanucats cioBo Bpaspsaky

OTHUM 3HAKOM IMOJYEPKUBAIOT CJIOBA, B KOTOPBIX HANO
ClIenatTh paspsaKy.

A

YOpate paspsaKy BHYTpH
CJIOB

OTUM 3HAKOM MOAYEPKHUBAIOT CJIOBA, B KOTOPBIX CIEAYET
YHUYTOXKUTH pa3psaKy

[TomeHsATH MeCTaMH
coceqHue OYKBBI, CIIOBA WJIH
TPYIIIbI CIIOB

[TonoBuHO# 3HaKa OyKBY OXBAaTHIBAIOT O/IHY WJIM TPYIIITY
OyKke (CII0B), APYTOil MOJIOBUHOM 3HAKa — IPYTYIO

[IepecraBuTh cioBa

Haxg  cmoBamm  crtaBiT  ckoOku, ¢  nudpamu,
MOKa3bIBAIONIMMH, B IOPS/IKE KAKOM CJIOBA ITEPECTaBUTh
CIEIyeT

CJI0Ba
u3

WA
OJTHOM

ITepecraButhb
TpyIIy  CIIOB

[Topnexarmuii mepecTaHOBKE TEKCT OOBOJISAT KPY>KKOM, OT
KOTOPOI'O TPOBOJIUTCS K MECTY IIEPECTAHOBKH CTPEIKa
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CTPOKHU B JPYTYIO
- ITonBUHYTH TEKCT Jlunelika, B KOTOPYIO YIHPAETCsl CTPENKA, MOKa3bIBaeT,
- JI0 KaKoro npejiena CABUHYTh TEKCT
1 Cnenatp mpoOensl  Mexay|DTHM 3HAKOM pa3fesisiioT cJI0Ba, OUIMO0YHO HareyaTaHbl
CIIOBaMH CIIUTHO
LTT YHUUYTOXKUTH MPOOET B CIIOBE|3HAKOM TOJNB3YIOTCS Ui  YHUUYTOXKEHHUS MPoOeroB

WIM  YMEHBLIMTh  MEXKAY|MEXIy OyKBaMH WM YMEHBUICHHUS IPOOEIOB MEKIY
CJIOBaMH CJIOBaMH
YHUYTOXKUTH JIMIIHIOK [DTUM 3HAKOM BBIYEPKHMBAIOT JIMIIHKE OYKBBI B CEpPEHHE

OyKBY B CJIOBE

CJIOB

z

Hckimrounts OLIMO0YHO

HaIrmMCaHHOC CJIO0OBO

OmmboYHO  HameyaTaHHbIE  CJIOBA  3a4EPKUBAIOT
TOPU3OHTAJIBHOM 4EPTOM C MONEPEYHBIMU YEPTOUKAMU U
XBOCTUKAMH Ha KOHIIAX

YOpate  JMIMHUH  TEKCT,
3HAKOM MEePEYEPKUBAIOT
HEeMpaBUIBLHO HamleuyaTaHHBIN
TEKCT

JlumHMi  TEKCT, HameyaTaHHBIH Ha JBYX M Oojee
CTPOKaXx MepeYepKUBAIOT U OOBOAT 3aMKHYTOW JTMHUEH

Boccranosuth OIIM00YHO
3a4EpPKHYTOE CIOBO

IIpu oT™MeHe ncpaBiIeHUs 0] 3aUYE€PKHYTEIM CJIIOBOM
CTaBsAT TOUYKH

T

BcraBute OykBYy B CIIOBO,
3aMEHHUTH OYKBY

DTHUM 3HAKOM 3a4EPKHUBAIOT HEMPABUILHO HANMCAHHYIO
OYKBY M CBEpXY MUILYT Ty, KOTOPYIO HAIO

OAOOHBIM 3HAKOM

—vv~— |BcraButs CJIOBO Wi |3HaK CTaBAT B MECT€ IIPONyCKa M Haa HHUM
HECKOJILKO CJIOB Ha/NMCBIBAIOT HEAOCTAIOIIIEE CIIOBO

3aMEHUTh HECKOJIBKO PAAOM|3HAKOM IEepedepKUBAIOT HENPaBUIIBHO HAIMCAaHHBIE
CTOSIIMX OYKB WJIU CJIOB CJIOBA U CBEPXY MUILYT PaBUJIbHbBIE

s B 3amMeHUTh CTpOuHYI0 OykBy|B mepBom ciyyae OykBY HOAYEPKHMBAIOT JIBYMs
IPONUCHON W MPOMHUCHYIO |UYEePTOUYKAMHU CHHU3Y, BO BTOPOM Ciydae JIB€ YEPTOUKH
CTPOYHOMN CTaBST HaJ| OyKBOI

Cnenatb BCTaBKy TekcTa c|PsoM ¢ JaHHBIM 3HAaKOM JIOJDKHO CTOATh YKa3aHHE,

OTKy/a Oepercsi BCTaBKa — CTPAHUIIA UM TIOMETKA «CM.
Ha 000poTe»
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HToroBnie TecTOBbIE 3aJaHUS 110 KYPCY
«CoBpeMeHHOe 1eJI0NPON3BOACTBO»

(Ha KaXIbpI BOITPOC OJIMH MPABUIILHBIN OTBET)

1. 3akoHuyuTe HayaToe NMpeNJIOKEeHHe OJHUM U3 TpexX BAPHAHTOB
oTBeTa:

JIOKyMEHTOOOOpOT — JABM)KEHHE JOKYMEHTOB B OpraHU3alUH C
MOMEHTA UX CO3JaHus J0:

1.1. mnepenaum Ha UCHIOJHEHHE

1.2. mommuBKH B A€70

1.3. 3aBeplieHUsI UCIOJHEHHUS WUIH OTIIPABKU

2. IlonuepkHUTE NPABUJIBHBIN OTBET

JIOJbKHa M MHCTPYKIMS 10  JEJIONPOM3BOJACTBY  OpraHU3AlUU
YCTAaHOBUTb  TEXHOJIOTMIO  BCEX  JCJIONPOM3BOACTBEHHBIX  OIEpALUH,
BBITIOJIHSAEMBIX B OPraHn3aIuu?

2.1. na 2.2. Her

3. Kem ycraHaBIMBaKTCsi HWHAMBHUAYAJIbHbIC CPOKHM HCIOJHEHUS
AOKYMEHTOB?

3.1. pyKOBOAMTEIEM CTPYKTYPHOTO MOJPA3ACICHUS, I]I€ UCIIOTHAETCS
JOKYMEHT

3.2. KaHuemspueu

3.3. PYKOBOAMTEIEM OpPraHU3ALUH

4. Kakue ¢opmbl perucrpanum 10KymeHToB B Poccun?
4.1. xypHaibHas

4.2. xaprouHas
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4.3. aBTOMaTU3MPOBAHHAS

4.4. Bce BBIIIENEPEUYNCIICHHBIC

S. Ilpu permcrpanyu KakKuX JTOKYMEHTOB BMeCTe C IOPSAKOBBIM
PEerucTPALMOHHBIM HOMEpPOM MNPOCTABJIAETCS HOMeEp Aeja, B KOTOPOM
XPAHUTCH KONUS JOKyMeHTa?

5.1. mpukaszbl

5.2. TpOTOKOJIBI

5.3.  aKThHI

5.4. muceMma

6. B Kakux [JOKYMEHTAX PS/AOM C PerucTpalHOHHbIM HOMeEpPOM
ykaspiBaercs OykBa «JD» m «K»?

6.1. axTtbI

6.2. HOKJIQIHBIE 3alIUCKHU

6.3. mpuKa3bl 10 OCHOBHOM JIESITEILHOCTH

6.4. mpuKaszbpl IO JIUYHOMY COCTABY

6.5. crmpaBku

7. Ilpu perucrpamMd KakKoro JAOKYMEHTAa [aTy perucrpauuu
YKa3bIBAKOT HE B /IeHb €ro NOANUCAHUA?

7.1. mnpukas

7.2. TNPOTOKOI

7.3. peuieHue

7.4. TOCTAaHOBJICHUE

8. Ecam J0KyMeHT oTmpaBJ/isieTcs B JBa ajapeca IO Io04YTe, TO
CKOJIbKO He00X0IMMO NMOAT0TOBUTH IK3eMILISAPOB 3TOr0 JOKyMeHTa?
8.1. uetripe

8.2. nBa
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8.3.

TpHU

9. Kakue MOryT ObITb HOMEHKJIATYPBI JAeJ1?

9.1.
9.2.
9.3.
9.4.

KOHKpPETHAast
IpUMeEpHas
THTIOBAst

BCC BLIICTICPCUNCIICHHBIC

10. B HomeHKk1aType AeJI JOKYMEHTbl CHCTEMATH3MPYIOTCH:

10.1.
10.2.
10.3.
10.4.

11.

10 BUJaM JIOKYMEHTOB
M0 COJIEP’KaHUIO0
M0 CPOKAM XpaHEHUS

BCC BLIIICTICPCUNCIICHHBIC

Kto moxer paGorarb ¢ JAOKyMEHTaMH, HMEKOIIUMHU

KOMMEP4€eCKYI0 Taiiny?

11.1.
11.2.
11.3.
11.4.

TOJIbKO PYKOBOJUTENb
BCE pa0OTHUKU OpraHU3aLHUU
PYKOBOJUTENN CTPYKTYPHBIX TIOJpa3/IeIeHUN, OpraHu3alni

pa6OTHI/IKI/I, OIIPCACIICHHBIC PYKOBOJIUTCIIEM

12. PexkBH3UT JOKyMeHTa — ITO:

12.1.
12.2.
12.3.

€r0 OTACIIbHBIA DJIEMEHT
4acTh CIIy’)K€OHOr0 MMChMa

bupMeHHBIH OJIaHK

13. B xakom ciy4ae npaBuibHO 0)OPMJIEH PEKBH3HUT «Aapecar»?

13.1.

Jupexropy mkomnsl Ne 269

MarseeBoii Tamape [lerpoBHe
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13.2. JIupekrtopy mkoisl Ne 269
Marseesoit T.I1

13.3. 129128, Mocksa, yn. Pocronnnckas, 7
Jupekropy mikoisl Ne 269
r-xe Marseeson T.IL

13.4. dupexktopy MockoBckoi mkoisl Ne 269

T.I1.MarBeeBou

14. B pexBu3suTe «Agpecar» HHUIHAIbI CTABAT:
14.1. nepen dbamunueit agpecara

14.2. nocne dhamunuu aapecara

15. B xakoM ciyyae npaBWJIbHO 0(popMJIeH peKBU3UT «OTMETKA 0
HAJTMYUM NPUHIIOKEHUSD», €CI B TEKCTe CONMPOBOAMTEIBHOr0 MUChbMA He
YIOMUHAJIOCH O IPUJIOKEeHUH ?

15.1. Tlpunoxenne: 1. CrpaBka o0 COrIaCOBaHMM ITPOEKTA

Ha 4 1. B | 3K3.
2. OT3bIB O NMPOEKTY Ha 2 JI. B 1 3K3.

15.2. Tlpunoxenue: Ha 6 1. B 1 3K3.

16. C kakoii HeJIbI0 HA CJIYKeOHOM NMHCbMeE YKA3bIBAKT (PaMUIIUI0
U Tejie)OH UCIIOJTHHUTEIs ?
16.1. nnst omepaTUBHOM CBSI3U C UCIIOJIHUTEIIEM

16.2. nns npuanus TOKYMEHTY IOPUIUYECKON CHUIIbI

17. B kakom ciay4yae npaBuibHO oopmien pexkBusut «Ilognmuce»
Ha OJ1aHKe JOKyMeHTa?

17.1. Jupexrop mkomnsl Ne 25 B.A. IletpoBa

17.2. IupeKTOp MIKOIBI IleTpoBa B.A.
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17.3. Iupekrop B.A.IletpoBa

18. Ilnan padorel mkoabl HA 20012002 y4yeOHBbIH roJ yTBEp:KACH
pellleHeM TMeJAroru4eckoro cosera. B kakoM ciydyae NpPaBUJIBLHO
opopmiieH pekBU3UT «I'pud yrBepkIeHUs1 JTOKYMEHTa)?
18.1. YTBEPXIAIO
Pemenue nemaroruyeckoro coBeTa
ot 12.08.2001 r. Ne 14

18.2. YTBEPXJEH
Peliennem nenarornueckoro cCoBeTa
or 12.08.2001 Ne 14

18.3. YTBEPXJEH
Pemenue nemaroruyeckoro coBera

or 12.08.2001 r. Ne 14

19. PexBu3uT corjacoBanust 0pOPpMIIAIOT CJIeTYIONIAM 00pa3oMm:
19.1. COI''TACOBAHO

[Iporokoisiom 3acenanus

IIpaBieHus crpaxoBoi

kommanuu «llnanera»

o1 21.06.2001 Nel10

19.2. H.1.Opnos
noonucy
19.3. HayanbHUK IOPUIAYECKOTO OT/IeNIa

JIMYHas MOAIHUCH I'"'". Cunopos

21.12.2001

20. Jass  [aOKyMeHTa, MNOMJIUHHMK KOTOPOro OCTaercss B
OpPraHu3alMu, BU3bI POCTABJISIIOTCS:

20.1. HMXe NOANKCH PYKOBOJIMUTENS, MOAMUCABIIETO JOKYMEHT
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20.2. B HWXHEW YacTh OOOPOTHOM CTOPOHBI IOCJIEIAHErOo JHCTa
NOJJIMHHUKA IOKYMEHTa

20.3. Ha nepBOM JIMCTE JOKYMEHTa Ha €ro 0OOPOTHON CTOPOHE

21. s JAO0KyMeHTa, MOAJMHHMK KOTOPOr0 OTHPAaBJSIETCA W3
OpPraHM3aluMu, BU3bI IPOCTABJIAITCS:

21.1. B HWXHEW YacTW JIMIIEBOH CTOPOHBI MOCJIEIAHErO JIUCTa KOIHHU
JIOKYMEHTA, HaXOASICHUCs B OpraHu3aluu

21.2. B HMXKHEHW yacTu OOOPOTHOM CTOPOHBI MOCIEIHETO JUCTa KOIHUH
JIOKYMEHTA, HaxOISIIIIEeICsl B OpraHu3aluu

21.3. Ha nepBOM JIUCTE OOOPOTHON CTOPOHBI JOKYMEHTA

22. B orcyrcTBHMe PYKOBOAUTENS MOANMCAHHE JOKYMEHTA
3aMeCcTUTeIeM WM UCTIOJIHSIOIIUM 00SI3AHHOCTH PYKOBOJIMUTEJIA:

22.1. 3a pupekTopa A.N. Ilerpos
(moamucek ero 3ama CujopoBa)
22.2. JIupexrop A.N. Ilerpos
(moamuck ero 3ama CugopoBa)
22.3. N.O. nupekropa ['.B. Cunopos
(JIMyHas MOATHCH)

23. Ilonsitue «/leionpon3BoaACTBO» — ITO:
23.1. cucrema XpaHeHUs JOKYMEHTOB
23.2. COCTaBJICHHE TOKYMEHTOB

23.3. IOKYMEHTHPOBAHHE U.OpraHu3aius padoThl C JOKYMEHTaMU

24. C nomMombI KaKoro peKBU3UTa odopmisieTcsi BHeEIIHee
COrJIaCOBAHUE JOKyMeHTa?
24.1. BH3BI, COTJIAaCOBAHUS

24.2. rpuda coriiacoBaHus

25. EcJiu 1Be OpraHM3ainum COCTABJIAIT COBMECTHBIN JOKYMEHT, TO

OH opopmuIsieTcs:
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25.1. Ha GnaHKe NepBOM OpraHu3aluu
25.2. Ha G1aHKe BTOPOIl OpraHu3anuu

25.3. na nucte 6ymaru opmara A4

26. KeM noanmuchIBalOTCA JOKYMEHTbI, COCTaABJIsieMble KOMUCCHe?
26.1. pykoBOJIUTENIEM OpPraHU3alUH

26.2. npencenareinem

26.3. mpencenaresieM U 4jie€HaMU KOMUCCHU

26.4. npencenareiem U CEKpeTapeM

27. Ha KakoMm cJIy:;Ke0HOM NHCbMe MPOCTABJSIETCH PEKBU3MUT
«CchblIKa HA perucTpPaIMOHHBbIN HOMeEP M ATy 10KyMeHTa»?

27.1. mpocbOax

27.2. conpoBOAUTEIBHBIX

27.3. uH(pOpMAIMOHHBIX

27.4. orBerax

28. ABasiercst M 00513aTEJIbHBIM VISl PErHCTPANMHA OPTraHU3ALNH,
yupe:xaeHusi Haiuuue Ycrapa?

28.1. na 28.2. HeT

29. Kakue opranu3anmoHHble [JOKYMEHTbI YTBEpPKAAKTCHA
PYKOBOAHUTEIEM OPraHM3anum?

29.1. NOMKHOCTHBIE NHCTPYKIIUH

29.2. noM0KEHU O CTPYKTYPHBIX NOIPA3IEIECHUSX

29.3. mraTHOE pacnucaHue

29.4. npaBuia BHYTPEHHETO pacnopsiaka

29.5. BCe NEPEUUCIICHHBIE BBIIIE JOKYMEHTHI
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30. B kakoM JOKyMeHTe MOIYT ObITb OIrOBOPEHBI YCJIOBHSA
peopraHu3anuy 1 JUKBUAAUMU OPraHu3auuu?

30.1. B YcraBe opranusanuu

30.2. B llonoxxeHuun o0 CTPYKTYpHOM MOAPA3ACICHUN

30.3. B IOMKHOCTHOW MHCTPYKLIMHU

31. C kakuMHM JOKYMEHTAMH NPH NOCTYIVICHUH I'PAXKIAH HA padoTy
B OPraHU3alMI0 UX J0JKHbI IO3HAKOMHUTD?

31.1. YcraBom opranuzaiuu

31.2. TlonokeHHEM O CTPYKTYpPHOM NOJAPA3JEIECHUH, Ky[a MOCTYNaeT
Ha paboTy rpakIaHUH

31.3. TOJKHOCTHOM MHCTPYKLIHUEN

31.4. co BceMM NEPEUNCIICHHBIMU BBIIIE JOKYMEHTAMU

32. Kakue pacnopsiiuTe/ibHble JOKYMEHTbI M3JAI0TCS HA OCHOBE

eMHOHAYAINA?
32.1. Peurenus

32.2. npukasbl

33. K10 HeceT 0TBeTCTBEHHOCTH 32 U3/1aHNe NpuKa3a?
33.1. HOJKHOCTHOE JIMIIO, HOATOTOBUBLIEE MMPOEKT MPUKa3a
33.2. pyKOBOJHMTEIIb OPraHU3aLUU

33.3. JOJDKHOCTHOE JIMITO, TTOANHMCABIIEE MTPUKa3

34. Kapoii peKBH3UT He BXOAUT B cocTaB (opmyasipa-odpa3una
npukasza?

34.1. Jlen nokymeHTa

34.2. nara qOKyMeHTa

34.3. apgpecar

34.4. HauMMEHOBaHHWE OPTAHU3ALUU
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34.5. moamuch
34.6. TEKCT

34.7. 3arojgoBOK K TEKCTYy

35. Kakasi yacThb TeKCTa NMPUKA3a SIBJISAETCH 00513aTeJIbHOM?
35.1. KoHCTaTHpyromas

35.2. pacnopsiauTenbHas

36. 3aBepsiercsi JiM MOANMCH PYKOBOAUTEJISI HA NIPUKAa3e Me4YaTbio?

36.1. na 36.2. HeT

37. B kakoMm ciy4dae mpaBuibHO 0gopMJieH peKBH3UT «OTMeETKa 0

3aBe€peHNN KOnum» ?

37.1. Bepno:

HNucnekTop oTaena kaapoB JIMYHAs N.N.. IlerpoBa
IIOITUCH

37.2. BepHo

HNHucnekTop oraena xaapoB JIMYHAs N. N. Ilerposa
MTOAUCH

37.3. Bepno

WNHucniekTop oTaena KaapoB  JIUYHAas N.N. Iletposa
ITOAINCH

16.03.2002

38. UTo 03HavaeT BU3a OPHUCTA HA IPUKa3e?

38.1. BHyTpeHHee corjacoBaHUE, IOATBEPXKIAIOIIEE, YTO NPUKA3 HE
IPOTUBOPEUYUT 3aKOHY

38.2. 00s13aTeNbHBIN  PEKBU3UT MpUKa3a, MNPUAAIHNA  emy

IOPUINYECKYIO CHITY
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39. YUro siBasieTcs1 AaTOM NMPOTOKOJIa?
39.1. para moamnucaHus MPOTOKOJIA
39.2. nmara 3acemaHus

39.3. nmara perucrtpanuu OpoToKoJa

40. CTtaBUTCH JIM HA MOoAIIMCH B IPOTOKOJIE neyarn?

40.1. na 40.2. HeT

41. Kakoili HOPMATHUBHBIN JOKYMEHT B OPraHM3alMU Olpeaeser
NMOPSIAOK PadoOThI ¢ JOKyMEHTaMHu?
41.1. MHCTPYKUMSA MO AENONPOU3BOJACTBY

41.2. pernameHT paOOTbI

42. KeM yTBep:k/1aeTCsl CBOAHAS HOMEHKJIATYpa JAeJl OpraHu3anum’?
42.1. pyKOBOAUTEIEM CTPYKTYPHOTO MOJAPA3/ICIICHUS OPraHU3aluu
42.2. pyKOBOAUTEISIMU CIY>KObI 1€IONPOU3BOICTBA

42.3. pyKOBOIMTEISIMU OpraHU3alUN

42.4. 3amecTUTENEM PYKOBOJIMTENS OpPraHW3alldM, OTBEYAIOIINM 32

ciryk0y J1eJI0IPOU3BOICTBA

43. Ilpuka3bl 0 NpUeMY, YBOJbHEHUIO PA0OTHUKOB MOMELIAIOTCH:
43.1. B ;ene BMecCTe ¢ IPUKa3aMu O KOMaHJIUPOBAaHUU PAOOTHUKOB
43.2. OTHEenbHO OT NPUKA30B O KOMAHIUPOBAHUU

43.3. BMecTe ¢ MpUKa3aMH 110 OCHOBHOM JI€SITEILHOCTH

44. TIporokosbl COOpaHMH KOJJIEKTHBA W 3aCeJaHUil KOJJIeruu

PErUCTPUPYIOTCS:
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44.1. BMecTe

44.2. oTHeabHO

45. Cpok HCIOTHeHUSI JOKYMEHTAa UCHHCISIeTCS:

45.1. co gHA NOCTYIUICHUS IOKYMEHTa

45.2. co gHA HaNKUCaHUs PYKOBOJIUTEIEM PE30OIIOLUN

46. Kakoii Mo:keT ObITh O0LIUIT PACTIOPSIANTEIbHBIH JOKYMEHT JABYX
OpraHu3aumMi, B OJAHOM M3 KOTOPbIX M3JaeTcsl NPHKa3, B JAPyrom —
pacnopskeHue?

46.1. mpukas

46.2. TOCTAaHOBJICHUE

46.3. pemenue

46.4. ykaszaHue

47. CoBMeCcTHOE MUCHMO ABYX Opranu3anui opopmisiercs:
47.1. Ha OJlaHKe OJTHOW OpraHu3alluU
47.2. Ha GnaHKe IPYroil opraHu3anuu

47.3. na mucre Oymaru opmara A4 umu AS

48. Kakoii rocyiapcTBeHHbI CTAHAAPT onpeaesaeT TpeOOBaHuUs 110
opopMIIEHHI0 [OKYMEHTOB 001lIero aIMHHUCTPATHBHOIO YIPAaBJICHUS
(OP1)?

48.1. TOCT P 51141-98

48.2. T'OCT 6.10.5-87

48.3. TOCT P 6.30-97
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