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1. ©CIIOJIB3YEMBbBIE TEPMHUHBI 1 COKPAIIEHUSA

1.1. Tepmunsbl
B TaGnuue 1 npuBeneHbl TEPMUHBI U OIIpEeNIeHHs, UCTIONb3yeMble B [lonoxenuu.

Tabauya 1
Tepmun OmnpenesieHue
Aemo3zanonunenue ABTOMAaTHUYECKOE  3alofHEHHWE II1a0JIOHOB  (aillIoB  pEeKBU3UTAMHU
aiinos JOKYMEHTa, K KOTOPOMY IpUKperisieTcs (aii.
Anvoom
COOpHUK YCTAHOBJIGHHBIX K NPUMEHEHUIO YHU(UIUPOBAHHBIX (OpM
YHUuyuposannvix

dopm doxymenmoe

JAOKYMCHTOB C YKA3aHHUAMM I10 UX 3aIlIOJIHCHUIO.

Jluct Oymarm MM DJNEKTPOHHBIM  AOJIOH €  PEKBU3UTAMH,
bnauk ookymenma UACHTUDUUUPYIOUIUMH  aBTOpa  JOKYMEHTa, pAaclOJOXEHHBIMH B
OIIpeJIeIEHHOM MOPSIIKE.
Buympennuii Jokyment, He BbIxomsammid 3a mnpenenst AY  «Hedreroranckuit
0OKyMeHm MOJIUTEXHUYECKUI KOJUIEIDK.
Bxooawuii N N N
. Hoxyment, mocrynuBmuii B AY «Hedreroranckuii monurexHHYECKUn
(nocmynueuiuii)
KOJUIEIK».
00KyMeHm
dusnuecku 000cO0JIeHHAass WM JIOTHYECKM OIpe/esIieHHass eIUHULA
KJaccuuKaMyM M CHUCTeMaTH3allud B  JOKYMEHTalIbHOM (OHIe
Heno OpraHu3alMy, BKJIIOYAIOIAs JOKYMEHT WM COBOKYIHOCTH JIOKYMEHTOB,
OTHOCSIIIIUXCS K OAHOMY BONPOCY MJIM YYACTKY J€ATEIbHOCTH, UMEIOIINX
OJIMHAKOBBIM CPOK XpPaHEHUSI.
COBOKYIHOCTh ~ NPOLECCOB  PabOTBl €  JOKYMEHTaMH, BKJIIOYas
Jlenonpouzeoocmeo JOKYMEHTUPOBaHHE, JOKYMEHTOOOOpOT, OIEpaTMBHOE XpaHCHHE U
HCIIOJIb30BAaHHUE JOKYMEHTOB B AEATEIbHOCTH OpPraHU3aluu
Toxymenm 3adukcupoBaHHas Ha HocuTele MH(pOpPMAlUs C PEKBU3UTAMM H/MIIH
METaJaHHbIMH, MIO3BOJISIOIIMMU €€ UACHTU(PHUINPOBATH
. COBOKYMHOCTh JOKYMEHTOB, CO3J@HHBIX M IIOJYYEHHBIX B Ipolecce
Jlokymenmanvhoii

¢ono opzanuzayuu

nesTenbHoCTH opraHm3anuu AY «HedTeroraHckuid MOJUTEXHUYCCKUI
KOJLIE K

CTa):[I/IH JKU3HCHHOT'O LHUKJIa JOKYMCHTA, Ha KOTOpOﬁ OCYHICCTBIIACTCA

Jokymenmuposanue 3amuch MHQPOpPMAIMK C PEKBU3UTAMU M METAJaHHBIMH Ha HOCHUTEIE IO

YCTaHOBJICHHBIM MPaBUJIAM B YCTAHOBJICHHOH opme

JBr>KeHne NOKYMEHTOB C MOMEHTa HUX CO3JaHUsl WM MOCTYIUIEHUS 0
JloKkymenmoobopom

3aBEPILICHUS UCIIOJHEHUs WK OTHPaBKU

Hupektop AY «HedTeroraHckuii MOJUTEXHUYSCKUH KOJUICIDK», €ro
Honxcnocmuoe nuyo o .

3aMECTUTEIIH, TJIAaBHBIA OyXrajaTep, pyKOBOIUTEIH MOAPA3ICIICHUN.
Ayonukam [ToBTOpHBIN K3EMIUISAP MOIMHHUKA JOKYMEHTA, CO3J]aBa€MbIil C ILIENIbIO
00KymMenma 3aMEHbI MOJJINHHUKA

3asepennasn Konus

Kormms JOKYMCHTA, Ha KOTOpOﬁ B COOTBETCTBUM C YCTAaHOBJICHHBIM
TMOPAAKOM IIPOCTABJICHBI PEKBU3UTHLI, OGGCHG‘II/IBaIOHII/Ie €€ IOPUIUICCKYIO

00Kymenma
CUITY
Hugpopmayuonno-
cnpasounbiii Bua mHCbMEHHOTO JIOKYMEHTa, B KOTOPOM (UKCHUPYIOT CBEICHUS,
UHHUIUUPYIOTIUEC aBJICHYECKOE pEIICHNE.
00KymMeHm P yip P
Hcexooawuii . N N
. OdunmanbHblii  TOKYMEHT, oTmpaBisieMmbii u3 AY «Hedreroranckuii
(omnpaensemoiir) .
MOJUTEXHUYECKUN KOJUICIKY.
00OKyMeHm
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Tepmun Onpenesienue
Konguoenyuanvnoin | 3aduxcupoBaHHass Ha MaTepUATbHOM HOCHTENE KOHQUACHIHAIbHAS
0OKYMeHm UH(QOPMAIUS ¢ PEKBU3UTAMH, MTO3BOJISIOMINME €€ NICHTH()UITNPOBATE.
Kounguoenyuanvnoe JestenpHOCTh,  OOccrieuMBaroas  co3fgaHue  KOHQPHUACHIIMATBHBIX
0e/10npou3800Ccmeo oUIMATLHBIX JOKYMEHTOB U OPTaHU3aIMI0 Pa0OThI C HUMHU.

WNndopmanus ¢ orpaHMueHHBIM JOCTYNIOM, HE COJEprKalias CBEICHUM,

Kounguoenyuanvnan COCTaBJISIIOIIUX ~ TOCYJIApCTBEHHYIO TalHYy, [JIOCTy K  KOTOpOH
uHpopmayus OTPAaHMYMBACTCA B COOTBETCTBHMHM C 3aKOHOAATENBCTBOM Poccuiickon

Denepannu.

Konusa ookymenma

JIOKyMEHT, MOJIHOCTBIO BOCTIPOM3BOASIINN MH(MOPMAIHMIO TTOATHHHUKA U
BCE €r0 BHEIIHUE IPU3HAKH WIH UX YaCTh

Homenxnamypa oen

JIoKyMeHT, colepKalluii CUCTEMAaTU3UPOBAHHBIN MEpEYEHb 3arojiOBKOB
nein, co3gaBaemMbix B AY «HedreroraHCckuii MOTUTEXHUYECKUI KOJLISIIKY,
C yKa3aHHEM CpPOKOB HMX XpaHEHHUs, O(GOPMIICHHBIH B YCTaHOBJICHHOM
MOPsIIKE

Oobvem
00KyMeHmootopoma

KomnyectBo nmokymentoB, mnoctynuBmux B AY «Hedretoranckuii
NOJIUTEXHUYECKUI KOJUIE[DK» M CO3JaHHbIX MM 33 ONPEEJICHHbIA NEPUOJ

Onuco

ApXHBHBIN CIPAaBOYHUK U YYETHBIN TOKYMEHT apXHBa, MPEICTABISIONINI
UH()OPMALIUIO HA YPOBHE OITUCAHUS SIUHUIBI XPAHCHHsI/€IMHULIBI ydeTa, a
TaK)K€ B YCTAHOBJICHHBIX CIIy4dasiX Ha ypOBHE JOKYMEHTa, €r0 CTPaxoBOU
KOIIHHU, CTPYKTYPHUPOBAHHBII B COOTBETCTBUH CO CXEMOM CHCTEMATHU3aIlUH
nen ponaa.

[Tpumedanue - onuch UMEET Pa3HOBUIHOCTH, CBSI3aHHBIE CO crelM(UKOI
yue€Ta OTACJIbHBIX KaTeFOpI/Iﬁ APXUBHBIX JOKYMCHTOB: OIIUCH ACJI, OIIUCH
CIVMHHI] XPAHEHHWS  HAYYHO-TEXHHYECKOM  JIOKYMEHTALUH,  OIHCh
(h0oTOATLOOMOB, OIUCH AIIEKTPOHHBIX TOKYMEHTOB H JIP.

Opzanusayuonno-
npagoeoli 0OKymeHm

By nmuceMeHHOTO IOKYyMEHTa, B KOTOPOM (PMKCUPYIOT TIPABOBBIC OCHOBBI
nesiteibHoCTH AY «HedTeroraHcKuil MoJIMTEXHUYSCKUN KOJIICIKY.

Bun nokymenra, B KOTOPOM (HUKCHPYIOTCSI NMPEANUCAHUS ISl PEIICHHS

Opzanuszayuonno- aJIMUHUCTPATUBHBIX M  OPraHM3ALMOHHBIX  BOIIPOCOB,  BOINPOCOB
pacnopaoumesbHblil yIpaBlIeHUs, B3aUMOJCIHCTBUS, OOEcCleYeHUs] U PEryIMPOBAHUS
O0OKyMeHm nesrenbHOCTH AY «Hedreroranckuil MOMMTEXHUYECKUN KOJUIEIDK», €€
CTPYKTYPHBIX NOJpa3AeIeHUH 1 OTIEeIbHBIX pAOOTHUKOB.
JIOKyMEHT, KOTOPBII CO3/1aeTcs, 3aBEPAETCA, BBIAAETCS B YCTAHOBICHHOM
3aKOHOM WJIM UWHBIM HOPMAaTHBHBIM aKTOM [OpPSAJKE OpPraHoM
Oduyuanvusiit rOCyJapCTBEHHOM BJIACTH, MHBIM T'OCYJapCTBEHHBIM OpPraHOM, OPraHOM
O0OKyMeHm MECTHOI'O CaMOYIPABICHHSI WIM WHOW YIOJIHOMOYEHHOW OpraHM3alMeH,

YIOJIHOMOYEHHBIM JOJDKHOCTHBIM JIMIIOM M YJOCTOBEPSIET IOPUINYECKU
3HaYMMBbI (DaKThI

Odghopmnenue oena

IlogroToBKa pema K AapXUBHOMY XPaHEHHIO B
YCTaHOBJICHHBIMU [IPaBUJIAMHU

COOTBCTCTBHH C

Od¢popmnenue Yacte mpouecca JAOKYMEHTHPOBAHUS, BKIIIOYANOLIAs MPOCTAaBICHHUE Ha
O00Kymenma JIOKYMEHTE PEKBU3UTOB
[lepBblil WM €IMHCTBEHHBIN 3K3eMIUIAP (B YCTAHOBIEHHBIX CIydasx -
OIMH W3 HECKOJBKHX OJHOBPEMEHHO CO3JaHHBIX JK3EMIUISIPOB)
Iloonunnux JIOKYMEHTA.
00Kymenma IIpumeuanne - [IoaTMHHENKOM 37IEKTPOHHOTO TOKYMEHTA SIBIISIETCS JIF000H

9K3EMIUISIP 3JIEKTPOHHOTO JIOKYMEHTa, B KOTOPBII C MOMEHTa €ro
HOJIHMCAHMSI U PETHCTPAIIMH HE BHOCHIINCH W3MEHEHUS
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Tepmun

OnpenesieHue

IIpoexm 0oxkymenma

[IpenBaputenbHBII HETIOIMUCAaHHBIN
IpeTHa3HaYEeHHbIN U151 PACCMOTPEHMS.

BapHaHT JIOKYMEHTA,

Pexeuzum CTpyKTypHas 4acTb U 3JeMEHT 0OpMIICHHUS JOKYMEHTA, CIyXKalluh s
00KyMenma uACHTU(UKAIMY JOKYMEHTA U coJieprKalieiics B JOKyMeHTe HH(opManuu
Pexeusumut yuemnoi HaGop moseli y4eTHO-peruCTpallmOHHON KapTOYKH JOKYMEHTA
Kapmouku
[IpenycMoTpeHHOE IITAaTHBIM DPACHHCAaHUEM OPTaHU3aIMOHHO-(YHKIHO-
CmpyxkmypHhoe HaJlbHOE 00pa30BaHue, CO3/1aHHOE B COOTBETCTBUH C YCTAHOBIICHHBIM B AY
noopasoenenue «Hedreroranckuil MONMUTEXHUYECKUH KOJUIEIDK» TOPAIKOM C LEJIbIO
peIIeHHsI OPEIeIIEHHOTO KpyTa 33134
Teppumopuanvnoe JlomosTHUTENbHBIE O(UCHI, (HUITHATTHI.
noopaszoenenue

Yuemmnas KapmouKka

VY4eTHO-perucTpanionHas KapTodyka JOKYMEHTa, KOTOpas 3aBOAMTCA
B «1C: JIokyMeHTOOOOPOT 8» AJIsl KaXK0T0 JOKYMEHTA.

Dopmuposanue dena

prrIHI/IpOBaHI/IC JOKYMCHTOB B ICJIO M UX CUCTCMATU3allUsA

Hlabnons
O0OKYMEHMmMO8

[ITab50H y4eTHON KapTOUYKK BMECTE C MPUCOECTUHEHHBIM K Hell I1a0JIOHOM
daima. IlpencraBnsier coOoii  yHH(HUIIMPOBaHHBIE (OPMBI  BHIIOB
JIOKYMEHTOB, TipuMeHseMbIX B AY «Hedreroranckuii monurexHUueCcKui
KoJuteK». O0s3aTeNIbHBI VISl HCIIOTb30BaHHUSI.

Hlabnonwl ¢haiinos

["'0TOBBII K 3aIIOJHEHUIO (aiiy, MPUKPEIUICHHBIN K yYeTHOM KapTouke
JIOKYMEHTa, C HACTPOCHHBIM (hOpMaTHPOBAHUEM.

IKkcnepmusa
uennocmu
O0OKYMEeHmMO8

JlesiTebHOCTD TI0 YCTaHOBIICHHIO CPOKOB XpaHEHHs JOKYMEHTOB, 0TOOpa
UX IS apXWBHOTO XPAaHEHWs WIM YHUYTOXXEHHS, BBIIBICHHUIO 0CO00
[EHHbIX W YHUKaJbHBIX JOKYMEHTOB Ha OCHOBAaHMHM TpeOOBaHUI
HOPMAaTHUBHBIX IPABOBBIX AKTOB W KPUTEPHEB HKCHEPTU3bI LEHHOCTU
JIOKYMEHTOB

Dnekmpounan Konus
00KyMenma

Komus nokymeHTa, co3anHasi B 3JISKTPOHHOM popme.

Onexkmponnoe oeno

®usuyeckn 000cOOJEHHAs WM JIOTHYECKH OIIpCACJICHHAs CaAUuHULa
KJIaCCH(bHKaIlPIH U CUCTCMATHU3allMM B  JOKYMCHTAJIbHOM (1)OHI[C
OpraHu3anuy, BKIOYarom@as JOKYMCHT WJIM COBOKYITHOCTb JOKYMCHTOB,
OTHOCAIIUXCA K OAHOMY BOIIPOCY UJIN YUYACTKY ACATCIBbHOCTHU, UMCHOIINX
O,Z[I/IHB.KOBBIﬁ CPOK XPAaHCHU

Inexmponnptii JlokymeHT, nH(popMaIrs KOTOPOTro MPeICTaBIeHa MIEKTPOHHOH hopme
00KyMeHm ’ ]
Inekmponnslii

JloxymeHnTo060poT ¢ ucnonbzoBanueM «1C: JlIokyMeHTO000pOT 8».
00KYMeHmoooopom

Onexkmpounwtii 0opaz

QHCKTpOHHaSI Konus GYMa)KHOFO AOKYMCHTA, IMOJIYUYCHHAA ITyTEM
CKaHUPOBAHUA U 3aB€ACHHASA B CUCTEMY JSJICKTPOHHOI'O

00KyMenma
JIOKYMEHT0000poTa.
3ammuch 0a3bl JaHHBIX CHCTEMblI aBTOMAaTHU3allMKU JCJIOIIPOU3BOJACTBA U
AJIEKTPOHHOTO JJOKYMEHTO00OpOTa, OToOpakaeMass B €€ BH3YaJbHBIX
YV dbopmax, cozjepxamas BCe PEKBU3WUTHI JTOKYMEHTa, HEOOXOIUMBIC IS
P OJTHO3HAYHOUN WICHTH(DHUKAIMHA JOKYMEHTA W ONPEICIISIONIAE dTAIbl €ro
pezucmpayuonnan
KapmouKa (QPK) JABMKCHUA B MNPOLECCE €ro IMOJAIOTOBKHM M HCIIOJHEHHUA, BKJIFOYArOUIas
P UHQOpPMALIMIO B  JJIGKTPOHHOM  BHJE, OJIEKTPOHHBIH  JOKYMEHT,
QNIEKTPOHHBI  00pa3 [OKYMEHTa WM OJCKTPOHHBIH  JOKYMEHT,

IO AITHC AHHBIN BHCKTpOHHOﬁ IOAIIMCHIO
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Tepmun Onpenenenue
HOpuouueckas N N
SHAUMOCTD CBOHCTBO TOKyMEHTOB BBICTYIIAaTh B KAYECTBE MMOATBEPKICHUS 1€TI0BOM
JESATENIbHOCTH JTH0O0 COOBITHI TMUYHOTO XapaKTepa.
00KyMeHma
HKOpuouueckaa cuna CBOICTBO JOKYMEHTA YCTaHABIIMBATh U MMOATBEPKIATh IPABOOTHOLICHHS],
0OKyMeHma (dbopMUpPOBaTH NPABOBBIE MOCIIEICTBHS

1.2. Coxpamenus
B tabimie 2 npuBeACHBI COKPAICHHS, UCIIOJIb3yeMbie B [10J10KeHHH.
Tabauya 2

Cokpamenue OnpenesieHue

Cucrema 3JIeKTPOHHOTO JOKYMEHTO000pOTa (CHCTeMa YIpaBiIeHUS

«IC: JOKYMEHTaMH), 00ecrieunBaromnias coop JOKyMEHTOB (BKJIIOUCHHE
Jlokymenmoo6opom 8» | NOKYMEHTOB B CUCTEMY), UX 00pabOTKy, yrnpaBiieHHue JOKYMEHTAMH U
noctyn K HuM Ha 0aze «1C: JlokyMeHT0060poT 8».

Paznen «HopmatuBHo-cipaBouHast uHpopmanus» B «1C:
JlokyMeHT0000pOT 8»

CJ «/IEJIO» Cucrema aBTOMaTM3allMM  JCJIONPOU3BOACTBA U BJIEKTPOHHOTO
nokymeHToobopora "Jlemo", mpumeHsiemas Ha TEPPUTOPUH XaHTHI-
Mancuiickoro aBTOHOMHOro okpyra — FOrpsl

Opzanuzayus AY «Hedreroranckuii HOMUTEXHUIECKUN KOJUICIK

JCIT Ji1s cimyke0HOTro 1MoJIb30BaHUS

HCH

1.3. Poimm Y4aCTHMKOB IIpoaeccoB paﬁoTbI C JOKYMEHTaMu
B T8.6J'II/II_[€ 3 MMPUBCACHBI COKPAIICHUS, UCITOJIb3YEMbIC B ITonoxxenumu.

Tabauya 3
Cokpamenue OnpenesieHue
Cekpemapo- PaboTHuK (rpynna paGOTHHUKOB), OTBETCTBEHHBIH 3a padoTy ¢
0enonpou3eoounens nokymentamu B AY «Hedreroranckuii moanTeXHUYIECKUA KOIITEIHKY.
Texnonos OtBeTcTBEHHBIH 32 HacTpoiiKy cnpaBounnkoB HCU, ¢popmupoBanue
11a0JIOHOB MPOLIECCOB U JOKYMEHTOB.

2. OBJIACTb IPUMEHEHUS

2.1. Tlonoxenue o aenompousBojacTBe (nanee — IlonokeHue) ycTaHaBIMBAaET €IUHBIC
IpaBmiia paboThI C JOKYMEHTaMHM, BKJIFOUasi UX MOATOTOBKY, O(hopMIIeHHE, PETUCTPALIMIO, TOPSJIOK U
KOHTPOJIb HCIOJHEHUS, XpaHEHHEe, a TaKkKe IMOPAIOK JIOKyMEHTOO0OpOoTa B aBTOHOMHOM
yapexkIeHUuU podeccrnonaabHOT0 00pa3oBaHus XaHTbI-MaHCUHCKOro aBTOHOMHOTO OKpyTa-tOrpsl
«HedTteroranckuit monuTeXHU4ecKuil Koyutepk» (aanee - Komnemxk).

2.2. Tlonoxenune pa3pabOTaHO B COOTBETCTBHH C HOPMATUBHBIMH W METOIUYCCKUMHU
JOKYMEHTaMH B 00J1aCTH JAEJIONPOU3BOICTBA U apXUBHOTIO JIejIa:

2.2.1. TlepevyeHb THITOBBIX YIPABICHUYECKUX APXHBHBIX TOKYMEHTOB, O0Opa3ylOIUXCs B
IIPOLIECCE AEATEIBbHOCTH TOCYAApCTBEHHBIX OpPraHOB, OpPraHOB MECTHOIO CaMOYIPABJICHUS
U OpraHu3aluii, ¢ YyKa3aHUEM CpPOKOB XpaHEHWs, YTBEpPXKICHHBbIM mnpukazoM PocapxmBa oT
20.12.2019 Ne 236 (3apeructpupoBano B Munrocte Poccuu 06.02.2020 Ne 57449);

2.2.2. lTlepeveHb TOKYMEHTOB, OOpa3yIOIIUXCS B TPOIECCE ACATEIHPHOCTH MHHHCTEPCTBA
npocsenieHus Poccuiickoit dexepanuy M MOABEIOMCTBEHHBIX €My OpraHU3allii, C YKa3aHHUEM
CPOKOB XpaHEeHHs'", YTBEpXKIEHHBIN MpukazoM MuHucrepcTBa mpocsemenus P® or 27.08.2025
Ne 624;
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2.2.3. IlpaBuna [enompou3BOACTBA B TOCYJAPCTBEHHBIX OpraHax, OpraHax MECTHOTO
CaMOYITpaBJICHUS, YTBEPKACHHbIE TpuKazoM DeepaibHOro apXuBHOTo areHTcTBa oT 22.05.2019 Ne
71 (3apeructpupoBanbsl B Muntocte Poccun 27.12.2019 Ne 57023);

2.2.4. VHCcTpyKIusT 1O JEJIONPOU3BOJACTBY B TOCYAApCTBEHHBIX OpraHax XaHThbI-
MaHcuiCKOTro aBTOHOMHOTO OKpyra — KOrpbl M HCTIOTHUTEIBHBIX OpraHax rocyJapCTBEHHOHN BIacTH
XaHTel-MaHCcHiIICKOro aBTOHOMHOT0 OKpyra — FOrpsbl, yTBepikieHHas mocTaHoBjieHueM [ 'yoepaaropa
Xantbi-Mancuiickoro aBToHoMHOro okpyra — FOrpst ot 30.12.2012 Ne 176;

2.2.5. Tlpukaz ®enepanbHoro apxupHoro areHtctBa oT 31.07.2023 r. Ne 77 «O6
YTBEPKACHUM TMPABUJI OpPraHU3allMyd XpaHEHHs, KOMIUJICKTOBaHHS, Y4€Tra U HCIOJIb30BAHUA
JNOKyMeHTOB ApxuBHoOro ¢onnga Poccuiickoir @enepanuu M APYrHX apXUBHBIX JOKYMEHTOB B
OopraHax TOCYAAapCTBEHHOM BJAacTH, OpraHax MECTHOTO CaMOYIpPaBJICHHS U OpraHU3aLusX»,
3aperuCTpUPOBAHHBIE MUHHUCTEPCTBOM IOCTULIMU Poccuiickoit ¢enepanuu perucTpanuoHHbINA
Ne 75119 o1 06.09.2023;

2.2.6. TOCT P UCO 15489-1-2019 Cucrema cTanmapToB 1o HHPOPMAIHH, OHOIHOTEIHOMY
U U3JaTeNbCKOMY JeNy. YTpaBjieHne JoKyMeHTaMu. [[oOHATHS U TpUHIUTIBI;

2.2.7. TOCT P 50922-2006. 3ammra uapopmanuu. TepMUHBI U ONIpeIeTICHIS;

2.2.8. TOCT P 7.0.8-2025. Cucrema craHmaptoB o uH(poOpMaIu, OUOIUOTEUHOMY U
U3JaTeIbCKOMY Aely. J{eTompon3BOACTBO U apXUBHOE JeN10. TepMUHBI B OTIPE/ICICHNUS;

2.29. TOCT P 7.0.97-2025. Cucrema crangapToB 1o uHbopMmanuu, OMOIMOTEYHOMY U
u3gareabckoMy neny. OpraHu3alMOHHO-PAcoOpsiIUTeNbHAs JOKyMEHTanus. TpeOoBaHus K
0(OPMIICHHUIO TOKYMEHTOB,

2.2.10. [IpumepHast HHCTPYKIHS TIO JICTONPOU3BOJICTBY B TOCYJAPCTBEHHBIX OpPTraHU3aINsX,
yTBepKIeHHas npukazoM PenepanbHoro apxuBHOro areHTcTBa oT 11.04.2018 Ne 44;

2.3. ITlonmoxxenme pa3pabOTaHO B COOTBETCTBHH C BHYTPEHHHUMH JOKyMEHTaMH AY
«Hedreroranckuii MOTUTEXHUYECKUN  KOJUIEIK», PErNIaMEHTUPYIOUIUMHU  JIeATEIbHOCTh  I10
JOKYMEHTAITMOHHOMY 00€CTIEUeHUIO YIIPABICHHS:

2.3.1. nokymenranuei k «1C: JIokyMeHTOOO0POT 8»;

2.3.2. BHYTPEHHUMH JIOKaJbHBIMH HOpMaTHBHBIMH akTamu AY «Hedreroranckuit
HOJUTEXHUYECKHH KOJITIE K.

2.4. TpeboBanusi [lomokeHHsI pPAaCHpPOCTPAHSIOTCS Ha BCE JOKYMEHTBI C y4YETOM
0cOOEHHOCTEH, JeHCTBYIOIIMX MpU paboTe ¢ JTOKYMEHTAMH, COJEpXKallUMH CIIy>KEOHYIO
UH(POPMALIHIO OTPAHUIEHHOTO PACIIPOCTPAHEHUSI.

2.5. TpeboBanus [lonoxkeHus NPUMEHSIOTCS K OyXraiaTepckoil, KaJpoBOW M Ipyrou
CHEeNHATbHON JOKYMEHTAIlMM B YacCTH OOIIMX NPUHIUIIOB pabOTHl C JOKYMEHTAMH, a TaKKe
MOJrOTOBKM JOKYMEHTOB K Ilepe/iaue Ha apXMBHOE XpaHEHHUE.

2.6. Tumbsl JOKyMEHTOB, OPSAOK OQOPMIICHHSI KOTOPHIX HE OTOBAPHBAETCS HACTOSIIIIUM
[TonoxenueMm, opopMIIIOTCS B COOTBETCTBUHU C IpaBHJIaMH (MHCTPYKLHUSMH, MOPSAIKOM M T.1.),
YTBEPKICHHBIMH HOPMAaTUBHBIMU IIPABOBBIMM akTaMu Poccuiickorn @enepannuy Wi aBTOHOMHOTO
OKpyTa JUlsl JaHHOTO THIIA IOKyMEHTOB, ¢ yueToM TpeboBanuii [OCT P 7.0.97-2016.

2.7. Tlopsmok paboThl ¢ OOpalIeHUsIMH TpaKAaH, OObEANHEHHUI TPAKIAH, B TOM YHCIIE
IOPUAMYECKUX JIUL, OCYILECTBIISIETCS B COOTBETCTBUU ¢ DenepanbHbIM 3aKOHOM 0T 2 Mast 2006 r. Ne
59-@3 «O mopsiike paccMOTpeHHs oOpareHnii rpaxaan Poccuiickoit Demxeparumy.

2.8.  Cobmoaenue TpeboBanuii [Tonoxxenus odecreunBaer:

2.8.1. IOpHIMYECKYIO0 CHJIy BHYTPEHHHUX M HCXOISIIMX O(HUIHAIBHBIX TOKYMEHTOB,
CBOEBPEMEHHOE UX UCIIOJIHEHUE U ONEePATUBHBIN MOUCK;

2.8.2. CBOEBPEMEHHOE UCTIOJTHEHUE BXOIAINX JJOKYMEHTOB U HX ONEPAaTHBHBIHN ITOHCK.

2.9.  Jlenonpou3BOACTBO U JOKYMEHTO000pOT B AY «Hedretoranckuii monmTex HUUeCKuit
KOJUTeIK» BeaeTcs cTporo B cpeacTBax «1C: JlokymeHTo000pOT 8.
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2.10. Opranuzanus BelEHUS JEIONPOU3BOACTBA, METOJMYECKAs MOMOIIb CTPYKTYPHBIM
MOJIpa3JelIeHUusIM B Ipoleccax padoTbl C JTOKYMEHTaMH W KOHTPOJIb COOJIOJeHHUS TpeOOoBaHUM
[Tonoxenus B AY «Hedreroranckuii MONUTEXHUYECKUN KOJJIEIXK» BO3JIAraeTcsi Ha OTHEN
KaJIpOBOTO, JIOKYMEHTAIIMOHHOTO 1 IIpaBoBoT0 obecreueHus (nanee — OKJ{ullO).

2.11. Tlepenmaua moxkymeHToB AY «HedreroraHckuii MOTUTEXHUYSCKUN KOJUICIK», HX
KOMUU TPETbUM JIMILIAM, PETYJIUPYETCs 3aKOHOAATENIbHbIMU akTamu Poccuiickoin dexpepainuu u
OpraHU3aIMOHHO-PACTIOPSANTEILHBIMA JOoKyMeHTaMu AY «Hedreroranckuii mOTUTEXHUYSCKUI
KOJUIEIDK.

2.12. OTBETCTBEHHOCTbH 32 OPTaHU3ALIUIO AETONPOU3BOICTBA, COOIIOICHIE YCTAHOBIEHHBIX
npaBuil paboOTBl € JOKYMEHTAaMHM B CTPYKTYPHBIX HOJpa3[elieHUsIX BO3JIaraercs Ha HX
PYKOBOJIUTEJICH.

2.13. PyxoBoauTenb CTPYKTYpHOTO TMOAPA3ACICHHUS ONpPECNseT U3 YUCIa MOTYMHEHHBIX
pabOTHUKOB OTBETCTBEHHOT'O 32 BE/ICHUE JICIIONPOU3BOCTBA, KOTOPHIH B «1C: JlokymMeHTOOO60pOT 8%
obecrieynBaeT ydeT M TIPOXOXKACHHWE JOKYMEHTOB B YCTAaHOBJICHHBIE CPOKH, WH(MOPMHPYET
PYKOBOIUTENSI CTPYKTYPHOI'O MOJpPAa3/IeiCHHs] O COCTOSIHUM MX BBIIIOJIHEHUS, COCTABISET U BEAET
HOMEHKJIATYPY J1€J MOApa3IeaeHHUs.

2.14. llpu yxome B OTIYCK, B CJly4yae YBOJIbHEHHUS WM TEpEeMEIIeHUs Mo Ciyx0e
COTPYAHUKH O0sI3aHBI NIEpeAaTh HAXOAIINECS Y HUX JOKYMEHTBI COTPYIHUKY, OTBETCTBEHHOMY 32
JIENIONPOU3BOJICTBO CTPYKTYPHOTO TMOAPA3JEICHHs, WM JPYrOMY COTPYAHHKY MO YKa3aHHIO
PYKOBOJUTENS OIpa3/IeIICHUS.

2.15. Tlepenaya TOKyMEHTOB U JIeJ OCYILIECTBISETCS MO aKTy, YTBEPKIAEMOMY TUPEKTOPOM
Kosieka (npusoxenue 1).

3. OCOBEHHOCTH 3JIEKTPOHHOI'O IOKYMEHTOOBOPOTA

3.1. PabGora B cHCTEeME OJIGKTPOHHOTO JIOKyMeHTooOOpoTa Ha 0Oaze «IC:
JIOKyMEHTO000POT 8.

3.1.1. Opranuzanms BeleT Kak 3JIEKTPOHHBIH, TaK U OyMaXkKHBIH TOKyMeHT0000poT. Cpoku
XpaHEHHUs AJIEKTPOHHBIX U OyMaXXHBIX JOKYMEHTOB HJIEHTHYHBI.

3.1.2. DnexTpoHHBIE IOKYMEHTHI CO3Jal0TCsi, oOpabarpiBaroTcst W xpanstcs B «l1C:
JIOKyMEeHTO000POT 8» 10 OOIIMM IpaBUiIaM AEIONPOU3BOACTBA, YCTAHOBIEHHBIM MOJIOXKEHHUEM.

3.1.3. JokymeHTtsl, co3naBaembie B AY «HedTeroraHckuil moTUTEXHHUECKUH KOJISIK» |
nocrynatone B AY «Hedreroranckuii moMUTEXHUYECKUN KOJUIEMK» Ha OyMa)KHOM HOCHTEINE,
Biioyatores B «1C:  JIokyMeHTOOOOpPOT 8» myTeM CKaHUpPOBaHMS. OJIEKTPOHHBIE OOpa3bl
JOKYMEHTOB MOAJIeXaT BepuduKauuu (MOATBEP)KACHUE COOTBETCTBHS 3JIEKTPOHHOTO o00pasa
JOKyMEHTa  TOJJWHHUKY  JOKyMeHTa). Bepudukamus  ocymiectBisercs  «Cekperapem-
JEJIOTIPOU3BOAUTETIEM.

3.1.4. TlpucBoeHHE PETUCTPAIIMOHHBIX HOMEPOB BXOMISIINM, BHYTPEHHHM H HCXOJSIIAM
nokymeHnTam ocyuiectisiercs B «1C: JlokymMmeHToo00poT 8» «CekperapeM-1e10npor3BOIUTEIEM»
(uckiroueHrne — WH(POPMALIMOHHO-CIIPABOYHBIE JOKYMEHTBHl M TEXHHUYECKas AOKYMEHTAIUs; 3TUM
JIOKYMEHTaM PErHCTPaliOHHbIE HOMEPA MPUCBAUBAIOTCS aBTOPaMH )™,

3.1.5. [eiicteusi, BemonaseMbie B «1C: JlokyMeHTOOOOpPOT 8» TpHUPaBHUBAIOTCS K
aHAJIOTMYHBIMU JIEHCTBHSIM, COBEPILIAEMBIM B paMKaX OyMa)kKHOTO JOKYMEHTOO0OpOTa.

! Cobmoienne 3Toro TpeGOBAHMUS TOCTUTAETCS MyTEM HACTPONKH TIPaB JOCTYIA Ha PETUCTPALMIO OPraHU3aI[MOHHO-TIPa-
BOBOM, OPraHU3allMOHHO-PACTIOPAAUTENBHOM, PErIAaMEHTHON U JOTOBOPHOW JOKYMEHTAIUH.
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3.1.6. B oraenpHBIX ciydasx Ui JOTOJHUTENIBHOTO TOATBEPIKICHHUS MOJUIMHHOCTH
3JICKTPOHHBIX JTOKYMEHTOB B AY «HedTeroranckuii moJIMTEXHUYECKUN KOJUICIK» HCIIOJIB3YIOTCS
AIIEKTPOHHBIE moAnucH. [lepedeHb JOKYMEHTOB, TPEOYIOUMX IOMOJHUTEIBHOTO MOATBEPKIACHUS
MOJJIMHHOCTH, YTBEP)KIAeTCsl COOTBETCTBYIOIIMM IpuKa3zoM aupekropa AY «Hedreroranckumii
MOJUTEXHUYECKUN KOJUIIEIK.

3.1.7. Ilpu nosyuyeHuu >IEKTPOHHBIX JOKYMEHTOB, OIMUCAHHBIX 3JIEKTPOHHOM MOANUCHIO,
OT OpraHoB BIJIACTH, HAA30PHBIX OPraHoB WM JApyrux opranm3anuii  «Cekperapb-
JIeTIOTIPOM3BOIUTEIBY HPOBEPSIET HOATHHHOCTD YNEKTPOHHOM MOMHCH?,

3.1.8. Enununeit yuera JIOKyMEHTa SBIISETCS ANEKTPOHHBIN JIOKYMEHT,
3apeructpupoBanubiii B «1C: JlokyMeHTOOO0pOT 8». JIOKyMEHT, HMEIOUIMA MPHIIOKEHUS,
pPErucTpUpyeTcs Kak OJUH JTOKYMEHT.

3.1.9. Cucremaruzanus B JieJ1a HCIIOTHEHHBIX JIEKTPOHHBIX JIOKYMEHTOB, UMEIOIINX aHAJIOT
Ha OyMa)XHOM HOCHUTENE, OCYIIECTBISETCS B COOTBETCTBMM C HOMEHKIATypol gnen AY
«Hedreroranckuii MOJTUTEXHUYECKUI KOJIIEIK» MyTEM MPOCTABICHHS] COOTBETCTBYIOINX OTMETOK
B YYETHOW KapTOUYKE JOKYMEHTA.

3.1.10. Cucremaruzamus B Jefla MCIOJHEHHBIX DJIEKTPOHHBIX JOKYMEHTOB, HE MMEIOIINX
aHasiora Ha OyMa)XHOM HOCHTEJIE, He TPOU3BOIUTCS.

3.1.11. DnexTponnbie MoKyMeHTH XpaHsircs B «1C:llokymMeHTO0O0poTe 8» IMOCTOSHHO.
HeobxonuMocTsb ynanenus 3JeKTpOHHBIX JoKyMeHTOB u3 «1C:JlokymenTo060poTa 8» onpenensercs
B X0/I€ IPOBE/ICHUS €KETOTHOM AKCIIEPTH3BI IEHHOCTH JOKYMEHTOB.

3.1.12. Toxymentsl B AY «HedTeroranckuii MoIUTEXHUYECKUN KOJUIEK» TOTOBATCS C
MOMOIIBIO TIPOTPaMMHBIX cpencTB Microsoft Office ¢ mcmonb30BaHHEM AIIEKTPOHHBIX MTA0JIOHOB
0JIaHKOB JIOKYMEHTOB, pa3meinieHHbIXx B «1C:Jlokymentoobopote 8». [lns co3maHusi OCHOBHOTO
TEKCTa JOKYMEHTA JIOJDKEH MCIIOIh30BaThCs TEKCTOBEIN peaakTop Microsoft Office Word.

3.2.  Pabora B cucTteMe 3NIeKTPOHHOTO JoKyMeHTooOopoTa «IEJIO».

3.2.1. loctaBka ¥ OTIpaBKa JOKYMEHTOB YyYaCTHUKOB CHCTEMBI O3JEKTPOHHOTO
nokymenroobopora (C3/1) Xantel-MaHcuiickoro aBToHOMHOro okpyra — IOrpsl ocymiecTBisercs
nocpenctsoM COJ1 «AEJIOx»;

3.2.2. DJEKTPOHHBINA TOKYyMEHTOO0OpOT Mex1y yyacTHUKaMu COJ] aBTOHOMHOTrO OKpyra
OCYIIECTBIISIETCS TIOCPEACTBOM OOMEHA AIIEKTPOHHBIMHU PErHCTPAMOHHBIMU KapTouykamu (jiajiee -
9PK), 3aperucrpupoansiMu B CO/1;

3.2.3. DNeKTpOHHBIA TOKyMEHTOOOOpOT MEXKIy OpraHaMH TOCYJapCTBEHHOH BJAacTH
ABTOHOMHOT'O OKpYTa M rocy/1apCTBEHHBIMHU YUPEXKIEHUSIMH aBTOHOMHOT'O OKPYTa OCYILECTBIISETCS
nocpeactsoM ooMeHa DPK, 3aperucrpupoBannsivu B CO/1;

3.24. B »1eKTpOHHOM JOKYMEHT0000poTe Mexay yudacTHukamu CDJI co3marorcs u
UCTIONB3YIOTCS DJIEKTPOHHBIE JJOKYMEHTBHI, TIOANMCAHHBIE AJIEKTPOHHOU MOAMUCHI0. DJIEKTPOHHBIN
JIOKYMEHT, TMOJIMHUCAHHBIM 3JEKTPOHHOM NOAMMChIo, odopMIseTcss MO OOLMM IpaBUIaM
JIeTTOTIPOU3BOICTBA U IOJKEH UMETh PEKBU3UTHI, YCTAHOBIICHHBIE JUUTSI aHAJIOTUYHOTO JIOKyMEHTa Ha
OyMa)kHOM HOCHUTEIIE, 32 UCKITIOUEHNEM OTTHCKA MeYaTH;

3.2.5. Tlpu pabote B CO/] ucnonb3yroTcs cieayrone Gopmarsl GailiioB: s 2JIEKTPOHHBIX
nokymeHToB - Open Document, PDF/A-1, nns snekTpoHHBIX 00pa30B qokyMeHTOB - PDF, a takxke
uHbIe (HOpPMATBHI, TPEABAPUTENIBHO COTIacOBaHHbIE yyacTHUKaMu CO/I;

3.2.6. JloKyMeHTHI, coeprkaliie HHPOPMALUI0 OrpaHUYEHHOIO JIOCTyMa, B TOM YHCIE C
nomMeTkon «/lms cimyxeOHOro mMonb30BaHUs», peructpupyorcs B COJ] 6e3 BiIOKeHUS TeKcTa

2 Tlops10K MCHOJB30BAHKS ¥ HPOBEPKH SIEKTPOHHON MOJMUCH ONpeaenseTcs JOKyMeHTaluell K TOMY TeEXHHUECKOMY
penieHuro, KoTopoe npuMmensieTcs B AY «HedTeroranckuil MOMUTEXHUISCKUAH KOJIIEIK.

Crtpanuna 9 u3 85



HEDTEIOr AHCKWIA
NOAUTEXHUMECKUA
KOAAEAX

"\

JOKYMEHTa WJIN ero »JeKTpoHHoro oOpasa. Ilome «Conepxkanue» DPK He HOMKHO pacKpbIBaTh
IIOJIHOTO COZIEP KaHUs IOKYMEHTA;

3.2.7. He nampasisitorcst mo C3J1 TOKYMEHTBHI, IPOIIUTHIC U 3aBEPEHHBIC MIEYaThIO, a TAKKE
JIOKYMEHTBI, UIMEIOIITUE TIPHIIOKEHHUS, NTpeBhIIaroniue Gopmat iucra Oymaru A4, oovem 6osee 200
JTUCTOB WJIH (Paiflyibl TOKYMEHTOB pa3mMepom Ooiee 15 meradaiir;

3.2.8. Pabora B COJl ocHOBBIBaeTCA Ha MPHUHIIMIIE OJHOKPATHOTO BBOJA MHGOpMAIMHU B
CUCTEMY M MHOT'OKPaTHOT'O €€ UCIIOJIb30BaHUS.

[ToBTOpHOW perucTpauMu He MOJUIekKAaT NPAaBOBbIE AaKThl AaBTOHOMHOI'O OKpYyra,
3apeructpupoBaHHble B COJ[ 0lHUM U3 €€ yUaCTHHUKOB, a TAKXKe JOKYMEHTbI, 3aperuCTPUPOBAHHbIE
VYnpaBieHneM JOKyMEHTAIlMOHHOTO oOOecredyeHusi W HampaBieHHble ydacTHUKY COJl B Buue
nopy4yeHuil ¢ pesomouusmu ['yOepHaropa aBTOHOMHOro OKpyra, 3amectuteneil ['ybepHaropa
aBTOHOMHOT'O OKpYTa, a TakKe JOKYMEHTBI, 3aperucrpupoBannbie B COJl oqHUM U3 €€ y4aCTHUKOB
U HalpaBJIeHHbIE IpyruM ydactHukam COJ1.

3.2.9. JlokyMmeHTHI, HampaBieHHbIe mocperncTBoM obOmeHa DPK, 3apermcrpupoBaHHBIE B
COJ1 opraHamMu TrOCYJapCTBEHHOH BJAacTH aBTOHOMHOTO OKpyra H TOCYIapCTBEHHBIMHU
YUpEXKJIEHUSMU aBTOHOMHOT'O OKpyra, noctynatot B nanky "[locrynusmue", "HoBbie";

3.2.10. [IpoBepka Hannuus HOBEIX DPK B manke "[loctynuBuine" ocyiiecTBiseTcs: B Hayae
pabodero mHs, B TeueHUE padbodero nHs (C MHTEpBAIOM HE Ooiiee 30 MHHYT) U B KOHIE pabodero
THS;

3.2.11. lokymenTsl, 3apeructpupoBanibie B COJ/] 1 10 CMBICITY B3aMMOCBSI3aHHBIC MEXTY
c0001, TaK)Ke JOJDKHBI ObITh cBsi3aHbl B COJI;

3.2.12. Peructpauuss mokymentoB B CDJ] ocymecrtBusercs co3manuem OPK ¢
IPUKPEIUIEHUEM 3JIEKTPOHHBIX 00pa30B JOKYMEHTOB, ITOJIyY€HHBIX IIyTeM CKaHWpoBaHUs. Kaxblii
Gaiin >IeKTPOHHOTO TOKYMeHTa, mpukperieHnbiid k OPK, moanuceiBaercs kBanuduunpoBaHHOM
JIEKTPOHHON MoAnuchio ¢ mnomouibto COJ] wim MHOro cpeiacTBa 3JEKTPOHHOM MOANUCH IpU
HEBO3MOXKHOCTH ucnosibzoBanus COJI. B aTom ciydae 3yieKTpoHHAsI HOIMUCH CO3A€TCs OTAEIBHO
OT MOJMMChIBaeMOro (aiiina, HoAMUChIBaeMBbIN (aiisl IpU ITOM U3MEHEHUIO HE TIOJUIEKHUT;

3.2.13.B ™MomenT monmucaHus Tmoib3oBareneM CDJ]  ANEKTPOHHBIX JTOKYMEHTOB
AJIEKTPOHHON TMOAIMUCHIO CepTU(UKAT KIOYa MPOBEPKU SJIEKTPOHHOM MNOANHMCH JOJIKEH ObITh
JICHCTBUTEIIHHEIM;

3.2.14. Peructpanus UCXOAALIETO JOKYMEHTA, HOArOTOBJICHHOTO B pe3yJbTaTe BHITIOJIHEHUS
nopyudeHusi (pes3oironuu), ocyuiectisercs nyrem co3ganus HoBod OPK B OPK Bxopsmero
(moctynuBiiero) fokymenta. [Ipu atom HoBast u noctynusmas DPK nomxHb! 66T cBsi3aHbl B CO/I;

3.2.15. OtnpaBKa »3JIEKTPOHHBIX O00pPa30B JIOKYMEHTOB M 3JIEKTPOHHBIX JOKYMEHTOB

nocpeactBoM COJl oCyIIecTBISAETCS COMIACHO JaHHBIM CIIPABOYHUKOB, coaepxkamuxcs B COJI, B
COCTaB KOTOPBIX BXOJIAT:

- CIPaBOYHMKHU BHYTPEHHUX aJpecaToB M OpraHusaluii, koropsie Bener onepatop COJl B
COOTBETCTBHH C MPEICTAaBICHHBIMU JAHHBIMH yuacTHUKamMu COJ1;

- CIIPaBOYHUK I'pax/1aH, KOTOPBIA BEYT OTBETCTBEHHBIE JTUIa y4acTHUKOB CO/I.

4. IPABUJIA JEJOITPOU3BO/JCTBA

4.1. O6mue TpeGoBaHus K MOATOTOBKE M 0(OPMJICHHIO JOKYMEHTOB.

[Ipu pa3paboTke JOKyMEHTa UCHIOIB3YIOTCS CTUIIM (OpMaTUPOBaHUs (TapaMeTphl CTPAHUIIbI,
MHTEPBAJIbI, OTCTYNBI U HIPUQTHI), HACTPOCHHbIE AJs 1Ia0JIOHOB (aiioB, BKIOYEHHBIX B «1C:
JIoKyMEeHTOOO0pOT 8».

JlokyMeHTBl OQOPMIISIOTCS ¢ ucnonb3oBaHueM MmpudTta Times New Roman wumm ero
OTEYECTBEHHOTO METPUIECKOTO aHasora pazmepoM Ne 12 (as1st oopmiteHust TAOTHMYHBIX MaTEPUATIOB
MoryT npuMeHsTbes WpU@PTh N 10-12, ¢ BO3MOXXHBIM UCTIOIB30BAHUEM TTEPEHOCOB).
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ITepBast cTpoka a63ama odopmisieTcst ¢ orctynmoM B 1,25 mMMm. TekcT BbIpaBHHUBAeTCs IO
HIMpUHE CTpaHUIbL. [lepeHocsl ClIoB He TOMyCKatoTCsl.

I'padpt u cTpokn TaOMUIBI JODKHBI HMMETh 3aroJIOBKH, BBIPQKEHHBIE HMEHEM
CYILIECTBUTENILHBIM B UMEHUTENBHOM Maziexe. [lo3aronoBku rpad u CTpok rpaMMaTUYECKU JOJKHBI
OBITH COTJIACOBAHBI C 3aroJI0BKaMu. J{71s TabIuIl BO3MOXKHO HCIIOIb30BaHNE MIPU(TA HHBIX pa3MEPOB
U YacTUYHOE OTCTYIUIGHHE OT YKa3aHHOro (opmarupoBaHus, B Cclydyasx HEOOXOIMMOCTU
pa3MeIneHusl 3HaAYUTEeIbHOIO KOJMYECTBA CTPOK M CTOJIOIOB WM OOJBIIOrO0 00BbeMa TEKCTa B
Aayeiikax, Korjga crporoe cobmoienue Gpopmara TeKcTa MPUBOAUT K UCKAKEHUIO WK 3aTPYIHEHUIO
BOCTIPUATHUS COJIEPKaHUsS IIPU MTEPeHOCe Ha OyMaXKHBIM HOCUTEIIb.

[Ipu co3nanum HOKyMeHTa Ha JIBYX U OoJjiee CTpPAaHHUIIAX BTOPYIO U MOCIEAYIOUINE CTPAHUIIBI
HyMmepyloT. Homepa cTpaHuil NpOCTaBISIOTCA MOCEPEAMHE BEPXHEro Mojis JOKyMEHTa Ha
paccrosiHuu 10 MM OT BEpXHEro Kpas JIMCTa.

JomyckaeTcsi co3naHue JOKYMEHTOB Ha JHUIEBOM U 00OpOTHOM cTopoHax nucrta. [lpum
JIBYCTOPOHHEM CO3JJaHUU JJOKYMEHTOB IIMPHHA JIEBOTO TOJISI HA JIMIIEBOM CTOPOHE JIMCTA M MPABOTO
10JIs Ha 0OOPOTHOM CTOPOHE JIMCTA IOJKHBI OBITH PABHBI.

3aroJ0BKH Pa3/eNioB U NOAPA3EIIOB MEYATAIOTCS ¢ a03aI[HBIM OTCTYIIOM WJIH HEHTPUPYIOTCS
0e3 ab3aIHoro OTCTYMA MO MIMPUHE TeKCTA.

MHOTrOCTpOUYHBIE PEKBU3UTHI TIEYATAIOTCS Yepe3 OAMH MEKCTPOUYHBIA WHTEPBAII, COCTABHBIC
YacTH PEKBU3UTOB OTAEISIOTCS AOMOIHUTEIBHBIM HHTEPBAIOM.

CTpOoKH MHOTOCTPOYHBIX PEKBH3HTOB BBIPABHHBAIOTCS IO JICBOMY Kparo 3aHUMAeMOl MMHU
30HBI WU [IEHTPUPYIOTCSI OTHOCUTENHFHO CaMOU JITTMHHON CTPOKH.

TekcT nokymeHTa nevaraercs yepes 1 - 1,5 MeXCTpOUHBIX MHTEpBaia.

TekcT ToKyMeHTa BEIpAaBHUBAETCS IO IMIMPUHE JTUCTA (110 TPaHUIaM JIEBOTO U MTPABOTo MoJiei
JIOKYMEHTA).

JlnuHa caMoil AJIMHHOM CTPOKU PEKBU3HTA MPHU YIJIOBOM PACIONONKEHHH PEKBU3UTOB - HE
6omee 8 cM.

JlnuHa camMoil JTMHHOMN CTPOKHM PEKBU3UTA TP MTPOAOIBHOM PACHOJI0KEHUN PEKBU3UTOB - HE
6onee 12 cm.

JlokanbHBIMM HOPMAaTUBHBIMHU aKTaMU MOKET OBbITh NMPETyCMOTPEHO BbIJIETIEHUE OTAEIbHBIX
PEKBU3HUTOB OJlaHKa, a TakKe (PParMEHTOB TEKCTA MOIYKUPHBIM MIPUPTOM.

MHorocTpaHu4Hble JOKYMEHTBI MOTYT O(hOPMIISITHCS C TUTYIBHBIM JIUCTOM.

[Ipu moAroTOBKE JOKYMEHTOB 0(GOPMIISIOTCS PeKBU3NUTHL. COCTaB PEKBU3UTOB KOHKPETHOTO
JIOKYMEHTa OIpeIeIIeTCs €r0 BUAOM M Ha3HAUEHUEM.

4.2. OopmiieHrE PEKBU3UTOB JOKYMEHTOB.
Cpeau pPEKBU3UTOB JOKYMEHTOB pa3jiMyaloT IIOCTOSIHHbIE (PEKBU3MTHI OlaHKa) |
nepeMeHHble, 0popMIIsieMble HEMOCPEICTBEHHO MPH MOATOTOBKE JOKYMEHTOB.
[lepeueHb NOCTOSTHHBIX PEKBU3UTOB U MpaBUIa X 0(OpMIICHUS PUBEIACHBI B TaOIHIIE 4.
Tabauya 4

PexBusur Onncanue 1 npaBuiIa 0popMIICHHS PEKBU3UTA
BocnpounsBoasarcs Ha Omanke c¢ cobmonenuem tpeboBanuii 4. 4 'K PO.
N300paxenne 3MOIeMbl MTOMEMIACTCS TIOCEpPEeIMHE BEPXHEro Mot OjaHka
JMIOKyMEHTa HaJl PEKBU3UTAMH OpTaHM3AIlMd - aBTOpa JOKYMEHTa, Ha
paccrosaun 10 MM OT BepxXHEro Kpas JuCTa. B OilaHKax c yriIoBBIM
pacrlojOKEHUEM  PEKBU3UTOB  HM300pakeHHME HMOJEMbl  MOMEIIAETCs
NOCEepEeAMHE BEPXHETO MOJIsI 30HbI, 3aHITON PEKBU3UTAMH OJIaHKA.
[IpocraBnsitor mo OOmEepoccuiickoMy Kiaccu(uKaTopy yrnpaBiIeHYECKOH
mokymentaiuu  (OKVYJI) B Tex choydasx, €ClIid  HMCHOJB3YIOTCS
yHHDUIIPOBaHHBIE (OPMBI TOKYMEHTOB, BKiItoueHHbIe B OKVY /]

1. Imonema
Op2aHU3aUUU UIU
mOoGapHblil 3HAK

2. Koo ¢popmur
00KymMenma
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3. Haumenoeanue
opzaHuzayuu

VYka3piBaeTCsi ~ HaMMEHOBAaHHE  OpraHM3allMK, 3aKpeIUICHHOE B €¢
YUPEIUTEIbHBIX JOKyMeHTaX. COKpalleHHOe HauMEHOBaHHE, €CIIH OHO
3aerHHeHO y‘lpeI[I/ITeJIBHLIMPI I[OKYMCHTaMI/I, IIoMemacTCdad HUXKE ITOJIHOTO B
CKOOKax

4. Haumenosanue
OO0ICHOCMU TUUA —
asmopa 0OKymenma

BxutrodaeTcs B TOMIKHOCTHOM OJTAaHK CTPOYHBIMY OYKBaMU HUKE Ha3BaHUS AY
«Hedrerorancknii MOTUTEXHUUSCKUN KOJIISIK

5. Cnpasounwvie
oanHble 00
opzanuzayuu

VYka3piBaroTcs B O1aHKaX MUCEM U BKJIIOYAIOT:

MIOYTOBBIN aIpeC OpraHu3aluy;

HoMep TenedoHa, Qakca, axpec dIEKTPOHHOW MOYTHI, aapec caliTa B CETH
«HTEepHETY;

KOJ opranuzanuu mno O01mepoccuiickoMy KiIacCUPHUKATOPy MPEeANPUITHIA U
opranuzammii (OKIIO);

OCHOBHOM TI'OCYJApCTBEHHBIM PpPErMCTPAlMOHHBIM HOMEp OpraHHU3aliH
(OI'PH);
UAEHTU(PUKALMOHHBIN HOMEp HaJIOTOILIATEeNIbIINKA/KOJ] IIPUYUHBI

MMOCTaHOBKHM Ha Hayoroswld yuet (MHH/KIIIT).
[TouToBsIii aipec yka3pIBaeTcs B COOTBETCTBUM ¢ [IpaBuiiamMu okasaHus yciayr
MIOYTOBOM CBSI3H.

6. Haumenoeanue
6U0a OOKymeHma

VKa3bIBaeTCs Ha BCEX JIOKYMEHTAX, 32 UCKIIIOUEHHEM JIEJIOBBIX (CITy/KEOHBIX)
nuceM. Pacrnomaraercss 10X PEKBU3UTOM — COCTAaBUTENS  JJOKyMEHTa
(HauMEHOBaHMEM OpraHM3allM{) M Ie4aTaeTcs IPONUCHBIMU OYyKBaMU.
HaumeHoBaHune BHJa JOKyMEHTa JIOIIYCKAaeTCsl MHUCAaTh CIUTHO WIH

Bpa3psIKy.

7. Mecmo
cocmaenenus
(u30anus)
00Kymenma

VKa3bIBaeTCsl BO BCEX JIOKYMEHTaX, KpOMe JENOBbIX (CIIyKeOHbIX) IUCEM, a
TaKKe JIOKJIAJHBIX, CIYKEOHBIX 3alHMCOK U JAPYIMX BHYTPEHHUX
MH()OPMALMOHHO-CIIPAaBOYHBIX JOKYMEHTOB.

Mecto cocraBieHus (M31aHMs) JOKYMEHTa HE YKa3bIBaeTCsi B TOM Clydae,
€ClIM B HAaIMEHOBAHUHU OPraHU3alMM NPUCYTCTBYET yKa3aHHE HAa MECTO €€
HaXO0XJICHUE.

Mecto coctaBieHus (M31aHMsI) TOKYMEHTA YKa3bIBae€TCs B COOTBETCTBUU C
MPUHATHIM aIMUHUCTPATUBHO-TEPPUTOPUAIBHBIM JETICHUEM.

[lepeueHb nepeMeHHBIX PEKBU3UTOB U MpaBuia UX 0(hOpMIIEHUS MPUBEICHBI B TaOIUIE 5.

Tabauya 5

PexBu3ur

Onucanue U npaBuiia 0()OpMIICHUSI PEKBU3UTA

1. lama
00Kymenma

JlaTtoif nOKyMeHTa sBISeTCA JAara IMOANUCAHUA (IIpHUKa3, paclopshKEeHUe,
MUCHbMO, JOKJIaHasl, CIy>KeOHas 3alnCKH, aKT), YTBEPKAECHUS (MHCTPYKIIHS,
MIOJIOXKEHHUE, TTPaBHiIa, PETJIAMEHT, TUIaH U Ap.), COObITHS, 3a(UKCHPOBAHHOTO
B JIOKYMEHT€ (IIPOTOKOI).

JlaTa aKTa MOXET SIBISATHCS:

- JaToil COOBITHS, €CcIM aKT (PUKCHPYeT OJHOMOMEHTHO COBEpLIAEMOE
JelicTBue (HanpuMmep, nepeaady MaTepuaibHbIX LIEHHOCTEH);

- IATOM NOANMCaHMsl JOKYMEHTa, €CJIU COObITHE OBLIO PaCTSAHYTO BO BpEMEHU
(HampuMmep, NMPOBEpKa), a TEKCT akTa ObLI MPUHAT Ha 3aKIHOYUTEILHOM
3aceaHuM KOMHCCHU. B 3TOM ciyuae mepuosa HMpOBEpKH YKa3bIBAaeTCsS B
TEKCTE aKTa.

JIOKyMEHTBI, U3JJaHHBIE IByMs WM OoJiee OpraHU3alMsIMH, JOJDKHBI UMETh
onHy (eOMHYI0) IaTy, COOTBETCTBYIOLIYIO JaTe€ MOIMHUCAHHUS JOKyMEHTa
MOCJIETHUM JIOJDKHOCTHBIM JIMIIOM.
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JlaTa JOKyMEHTa 3alMChIBACTCS B ITOCIICIOBATEIILHOCTH: IEHb MECAIIa, MECSII,
TOJT OJTHUM M3 JIBYX CIIOCOOOB:

apabckuMmu udpamu, pazaesieHHpIMU Toukoi: 05.06.2024,
cioBecHO-IM(PoBbIM criocoOom, Hanpumep: 05 uronst 2024 r.

[Mpu ccpUlKeE B TEKCTE HA KaKOW-THMOO JIOKYMEHT Jata oQopMIIseTcs
cienyromuM obpazom: IIpukaz ot 12.03.2025 Ne 14

2.Pecucmpauuon-
Hblil HOMeEp
00Kymenma

[MudpoBoe wmm OykBeHHO-IIM(PPOBOE 0003HAYCHHE, MPHCBANBAEMOE
JOKYMEHTY IpHU perucTpanuu. B coctaB perucTpannoOHHOT0 HOMepa BXOJUT
MOPSIAKOBBIM HOMEp, KOTOPBI MOXET IOMNOJHATHCA HMHIEKCOM Jefla IO
HOMEHKJIaType Jedl.

OmnpenenseTcst HacCTpoiikol HyMepartopa B pazaene HCU.

Jns npukasoB, muceM ¥ MHOOPMALMOHHO-CIIPABOYHBIX TOKYMEHTOB BEIETCS
CKBO3HAasi HyMepallysi B Ipe/iesiax KaJleHIapHOTo Tojia OTAEIBHO ISl KaXKI0TO
BUa JOKyMeHTa. [ MOKYMEHTOB MO y4eOHOW IesTeTbHOCTH BO3MOKHO
BEJICHUE CKBO3HOM HyMepaluy B mpezenax yu4eOHoro roja.

3. Ceviika na
pecucmpayuoHHbLl
HoMmep u oamy
nocmynueuiezo
00KyMeHnma

Bxurodaer perucTpaiioHHBI HOMEpP W JIaTy BXOMAIIETO WHHIIMATUBHOTO
JIOKyMEHTa, Ha KOTOPBIN JaeTCsl OTBET.

CBeneHusi B PEKBHU3HT TEPEHOCITCS C TOCTYNHUBIIETO JOKYMEHTa
ABTOMATHYECKHM TIPM OTBET€ HA HMHHUIMATUBHBIA JOKYMEHT CpEICTBaMH
«1C:JlokymeHTOO0OOpOTa 8» JIMOO OPopMIISIETCS O PEKBU3UTAMHU OJlaHKa
"lata nmoxkymenta" wu "PermcrpanuoHHBIE HOMEp JOKyMeHTa" C
UCTIONIb30BaHUeM MmpuQTa pazmepom Ne 12.

Hanuuune 3T0ro pekBU3nTa UCKII0YAET HE0OOX0AUMOCTh YIIOMUHAHUS HOMEPa
U JIaThl TIOCTYMHBIIETO JJOKYMEHTA B TEKCTE MUChMA.

4. Aopecam

Anpecar ucnosb3yercs Hpu oGOPMIICHHM JAETOBBIX (CIy)KEOHBIX) MHCEM,
BHYTPEHHUX MH(POPMAIMOHHO-CIIPABOYHBIX  JIOKYMEHTOB  (JIOKJIaJHBIX,
CITyeOHBIX 3aIIMCOK U 1p.)
B kauectBe azpecara MOTrYT BBICTYNaThb OpPraHU3aLUM, UX CTPYKTYpHbIE
HoApa3/ieNeHus, J0KHOCTHBIE Wi (PU3HYECKHE JTULA.
PexBu3ut «agpecar» npocTasisieTcs B IPaBoOil BEpXHEH 4acTH JOKyMEHTa (Ha
OmaHKe C YIJIOBBIM pACIOJIOKEHHEM pPEKBH3MTOB) WJIM CIpaBa 0]
peKBU3UTaMHU Oy1aHKa (P MIPOI0JIEHOM PaCIIOJIOKEHHH PEKBU3UTOB OJIaHKA).
CTpokn peKBHM3MTA «aJpecar» BBIPAaBHUBAIOTCA IO JIEBOMY Kpalo WX
LEHTPUPYIOTCS OTHOCUTEIBHO CaMOW JUIMHHOW CTPOKH.
ITpu agpecoBaHNM JOKYMEHTA PYKOBOAUTEIIO (3aMECTUTEIIIO PYKOBOJUTEIS)
OpraHu3allMd HAaMMEHOBAHUE JOJDKHOCTH PYKOBOJUTENS (3aMECTHUTEINs
PYKOBOJUTENS), BKJIIOUYAIOIIEE HAUMEHOBAHME OpraHM3aluM, (aMUIMIO,
MHMLUAJIbI JOJKHOCTHOTIO JIMIA, YKAa3bIBAIOTCS B JATEIBHOM MaJIEKe.
Hupexropy BHUNUJIA /]
Kynsesy H.H.

[Ipn anmpecoBaHMM mHChMa B OPraHU3AIMIO YKAa3bIBAETCS €€ TOJIHOE WU
COKpallleHHOe HAaNMEHOBaHNE

MHUHHCTEPCTBO CETBCKOTO XO35HCTBA

Poccuiickoii @enepannn
Wi

Muncenbsxo3 Poccun
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ITpu agpecoBaHuM TOKYMEHTa B CTPYKTYpHOE HOApa3/eiIeHHe OpraHu3aluu
B PEKBU3UTE «aJpecaT» HAUMEHOBAaHME OpraHU3allud YKa3blBaeTcsi B
UMEHUTEJIBHOM  MafieKe, HW)XKE€ —  HAUMEHOBAaHUE  CTPYKTYpHOIO
NOJPa3/ICJICHUS.

CrnencTBeHHBIH KOMUTET

Poccuiickoii @enepaunn

VYnpasieHue KOHTPOIIs

3a CJIEZICTBEHHBIMH OpraHaMH

IIpu anpecoBaHuu nUCbMa PYKOBOJUTENIO CTPYKTYPHOTO IOJPA3AEICHUS
HAaUMEHOBAHUE OPIaHU3ALNU YKA3bIBACTCS B UMEHUTEIIBHOM I1aJEXKe, HUXKE —
B JAaTCIIbBHOM MaJeXe - HAUMEHOBAHHE JOJDKHOCTH PYKOBOIUTEI,
BKJIIOYAIOII[Ee HAMMEHOBAHUE CTPYKTYPHOTO HOJpa3jeseHus, GaMuiIus,
WHULMAJIBL.

MunuctepctBo (punancoB Poccuiickoit

®denepanun

Hupexropy [enaprameHTa yNIpaBiICHUS

JiejamMu 1 KOHTPOJISt

AdanacbeBy A.A.

[Ipu pacceiike [IOKyMEHTa Tpyllle OpraHu3aldid OJHOTO THUMNA WIA B
CTPYKTYpHBIE TIOJpa3/ejeHUs OJHOW OpraHM3alMH aJpecaT yKa3bIBaeTCs
0000IIIEHHO.
PykoBomuTensiMm 00pa3oBaTeIbHBIX
YUpEKACHUN

Ilpu paccbulke JOKyMEHTa HE BCEM OpPraHU3alUsM MIH CTPYKTYPHBIM
HOJpa3/eNeHUsIM I10]] PEKBU3UTOM «aJpecary B CKOOKaX yKa3bIBaeTcs: «(Io
CIIHICKY )».

B oxgHOM nOKyMeHTe He TOJKHO OBITH O0JIee YEThIPEX allpecaToB.

CnoBo «Komnus» nepen BTOPBIM, TPETBUM, 4YETBEPTHIM aApecaTaMu He
YKa3bIBACTCH.

IIpu OGonpmIOM KOJIMYECTBE AAPECATOB COCTABISETCA CIUCOK (JIUCT,
yKasaTelb) pacChUIKM JOKYMEHTA, Ha Ka)KA0M JJOKyMEHTE yKa3bIBaeTCs OJUH
azipecat Wiy aapecar opopmisieTcs 0000IEHHO.

B cocTaB pexBu3uTa «anpecar» MOKET BXOJAUTh MOYTOBBIHN aJipec. DIEeMEHTbI

MOYTOBOIO aJpeca YyKa3bIBalOTCS B MOCIEI0BATEIILHOCTH, YCTAHOBIIEHHOM

IIpaBuiiaMu oka3aHuUs yCIIyT IOYTOBOU CBS3H.

PexBH3UTHI aipeca MUIIYTCS B CIEIYIOLIEM MOPSIKE:

Ha3BaHHE yJIHIIbI, HOMEp JOMa, HOMEp KBapTHPHI;

Ha3BaHHME HACEJIEHHOTO ITyHKTa (TOpO/Ia, MOCENKA U T.I1.);

Ha3BaHUE pailoHa;

Ha3BaHME pecnyOauKu, Kpast, 00JacTi, aBTOHOMHOIO OKpyTa (00iactn);

Ha3BaHME CTPaHBbI (I MEXTyYHAPOIHBIX MOYTOBBIX OTIIPABICHUN);

MIOYTOBBIN UHJAEKC.
Bcepoccuiickuii Hay4HO-
HCCIIeI0BATENbCKUNA UHCTUTYT
JOKYMEHTOBEJICHHS U apXUBHOTO JIeja
[Ipodcoroznas ym., n. 82, Mocksa,
117393
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IIpu agpecoBaHuM HOKYyMEHTa (PU3UUECKOMY JIMILYy yKa3bIBalOTCS: haMMIIMs,
MHHUIMAJbI, HOYTOBBIN azpec.

Wpanosy M.II.

yi. Cagosas, 1. 5, kB. 12,

r. JItoGep1ipl, MockoBckas 0011,

301264

[Tpu oTmpaBKe MUChbMa IO JICKTPOHHOU MOYTE WK N0 (HPaKCUMUILHOW CBSI3U
(6e3 MOCBHUIKM TIO TII0YTE) TOYTOBBIM aapec He YyKaspiBaercsa. [lpm
HEOOXOJMMOCTH MOXKET OBITh YKa3aH »JJCKTPOHHBIA ajpec (HOMeEp
tenedona/akca).
Bcepoccutickuii Hay4HO-
UCCIIEIOBATEIbCKHI HHCTUTYT
JIOKYMEHTOBEICHHUSI M apXUBHOTO JIeJia
mail@vniidad.ru

Ilepen damunuel JODKHOCTHOTO JMIA JIOIYCKAeTCs  yNoTpeOssTh
COKpallleHHe «T-Hy» (TOCHOIWHY), €CIH ajpecaT MYKUMHA, WIH «T-Ke»
(rocmoske), eciu agpecar KeHITHA.

r-uy Kosnosy B.A.

r-xke Cepooit 10./1.

B pekBu3uTe «aapecaT» HHULUAIBI BCET1a CTaBsITCS Mocie haMuInig.
HaumeHoBaHue opraHuzanuy, CTPYKTYpHOIO IOJPA3AEICHHS, JOJKHOCTD,
dbamMuiauss M MOYTOBBIM aapec OTAENAIOTCA JApPYr OT JApyra OJHUM
MEKCTPOUYHBIM MHTEPBAJIOM.

5. I'pugh
YymeepHcoeHus
00KyMenma

I'pud yTBepkIeHHS NMPOCTAaBIsAETCS HA JOKYMEHTE IPU €ro YTBEpPXKICHHU
JOJKHOCTHBIM JIULIOM, PAcIOPSAUTENBHBIM JOKYMEHTOM (IIOCTaHOBJIEHUEM,
pelIeHrEeM, MPHUKA30M, PACHOPSIKEHUEM) MM PELICHHEM KOJUIETMalbHOTO
oprasa.

I'pud yrBepkaeHHs pa3MellaeTcs B MPaBOM BEPXHEM yINIy IEPBOTO JIMCTA
JokyMeHTa. CTpOKM pPEKBU3UTA BBIPABHUBAIOTCA IO JIEBOMY  WJIHU
LEHTPUPYIOTCS OTHOCUTEIBHO CaMOW JUIMHHOW CTPOKH.

[Ipu  yTBepKIEHMM HECKOJIBKMMHU JOJDKHOCTHBIMH  JIMIAMH  TPUQBI
YTBEPKJCHHUS pacIojararoTcs Ha OJJHOM YpOBHe cipasa u cieBa. Ecin uucio
YTBEP)KJAIOIUX JTOKYMEHT JOJDKHOCTHBIX JIMI| TPEBBIIIAET JBa, T'PUQBI
YTBEPXKJICHUS Pa3MELIAIOTCS APYT MO IPYTOM.

[Ipu yTBepkIEeHUH NOKYMEHTa JOJDKHOCTHBIM JIMIIOM TpU} YTBEPKICHUS
coctout u3 ciosa «Y TBEPXK/IAIO» (nevyaraercs nponucHbIMU OyKkBaMu 6e3
KaBbIU€K), HAMMEHOBAHUS JIOJKHOCTH JIMLA, YTBEPKIAAIOIIETO JOKYMEHT, €T0
NOJIITMCH, MHUIHAJIOB, ()aMHUJIMH U IAThl YTBEPKICHHS.

YTBEPXIAIO
Hupexrop BHUNBK
[oanuce A.I1. Tletpos
06.11.2024

[Ipu yTBepXkIEHUH JOKYMEHTAa pacHOPSIUTEIbHBIM JIOKYMEHTOM rpud
yrBepxkaeHus coctrout wu3 cinoa YTBEPXJEHO, nanmenoBanus
pacIoOpsIANTENBFHOTO JOKYMEHTA B TBOPUTEJIPHOM NaJIEKe, Ero AaThl, HOMEpA.
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Cnoso YTBEPXKJIEHO nomyckaercst coriiacoBbIBaTh C HAMMEHOBAaHUEM BH/IA
yrBepxkaaemoro gokymenta (YTBEPX/IEHA, YTBEPXIEHbI wun
YTBEPXJEHO).

PermnameHnt YTBEPXIEH npukazom AO «IIpodunas» ot 15 anpens
2025 r. Ne 82
IIpaBuia YTBEPXIEHBI npukazom AO «IIpodunas» ot 15 ampens
2025 . Ne 83

Wuctpyxkius YTBEPXJIEHA npukazom AO «IIpodwmiby» ot 15.04.2025
Ne 84

I[1pu yTBEpKIeHNH JOKyMEHTa KOJUIETHAILHBIM OPTaHOM, PEIICHNS KOTOPOTO
¢buxcupyroTcs B HpPOTOKOJIE, B Trpude yTBEpKIACHUS yKa3bIBaeTCs
HaMMEHOBAHUE OpraHa, PelICHHEM KOTOPOrO YTBEP)KICH IOKYMEHT, JaTa U
HOMEp IIPOTOKOJIA (B CKOOKaX).

[Tonoxxenue YTBEPXJIEHO
peleHreM oo1ero coopanus

akroHepoB [TAO «Coepbank»
(mportokoin ot 06.05.2024 Ne 12)

6. Pezonroyus

Pezomtonust opopmisieTcst Ha cBOOOIHOM MecTe pabodero mosist JOKyMEeHTa,
Ha ONaHKe pEe3ONIIOUUH WM BHOCUTCA HEMOCPEICTBEHHO B CHCTEMY
AJIEKTPOHHOTO JTIOKYMEHTOO0OPOTa JOJDKHOCTHBIM JIMIIOM B KapTOYKY
TOKyMEHTA Ha 3aKJIAAKy «Pe3omonusy».

Pe3onrorus  BkitowaeT (haMWIMIO, WHUITHANBI HMCIIOJHUTENS, COJEp)KaHUe
MOPYYCHHUS, CPOK MCIIOJHEHHUsI, TIOAMUCH JIMIA, BBIHECIIETO PE3OJIIOLUI0 U
JaTy, HalpuMmep:

Urymnosy U.N.

[Ipoury noaroToBUTH Mi1aH

MEPONPHATHIA

Cpoxk — 15.06.2024

ITonnuce

Jara
Ha moxymenTax, He TpeOYIOMIMX JOTOJTHUTENBHBIX YKa3aHUHN 110 UCTIOTHEHHIO
M MMEIOIIUX THUIIOBbIE CPOKHA MCIOJHEHHUS, B PE30JIOLMH YKa3bIBAECTCS
HCIIOJIHUTEIIb, TOANKUCH aBTOPA PE30JIIOLIMH, JaTa.
[Mpr yKka3aHUM HECKOJBKHX WCHOJHUTENEH (aMHIusl OTBETCTBEHHOTO
WCIIOJIHUTENIS YKa3bIBAETCSI IEPBOM, WM MMOAYEPKUBAETCSI.

7. 3azonoeok k
mekcmy

CocraBisiercs K 1I000My JOKYMEHTY M OTpa)kaeT KpPAaTKOe COJIep KaHue.
3aroyioBOK K TeKCTy hopmynupyetcs ¢ npeatorom «O» («O0») i oTBeyaeT Ha
BOIIPOC «O YeM?»:

npuka3 (0 4em?) 0 MpeMHUpPOBAHUN PAOOTHUKOB OpTaHHU3AIIHH;

npuka3 (o uem?) 00 yrBepxkaeHur NHCTpyKLIMHU MO AeTONpPOU3BOICTBY;
mUChMO (0 yem?) O IPEeIOCTaBICHUU HH(POPMALINH.

3aroJIoBOK JI0JKEH COCTOATh U3 OJHOM (ppasbl.

3aroyioBOK K TEKCTY o(opmiisieTcss MoJ peKBU3UTaMH OJlaHKa clieBa OT
rpanunbel geBoro moms. Odopmisercs mox pekBusutamu Onanka "Jlata
nokymeHTa" u "PerucrpalimoHHbI HOMEP JOKYMEHTa" ¢ HCIMOIb30BaHHUEM
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mpudTa pazmepom Ne 12, HaunHACTCSI C IPONIMCHOM U II€YaTaeTCsl CTPOYHBIMHU
OykBaMu 0e3 KaBBIYEK M HE MOJYEPKUBAIOTCS. TOUKa B KOHIIE 3ar0JIOBKa HE
CTaBUTCS. 3aroJIOBKH, COCTOSIIME W3 HECKOJBKUX CTPOK, MEYaTaloT uepes
OJIMH MEXCTPOYHBIN MHTEPBAIL.

B pemenusx, mnpukazax u JAPYrUX JOKYMEHTaX C MPOJOJbHBIM
pacmoIoKEeHNEM PEKBU3UTOB 3arojIOBOK K TEKCTY MOXKET O(OpMIISTHCS HaJl
TEKCTOM TMocepeuHe pabodero IMoJisi JOKYMEHTa W IEHTPUPOBATHCS
OTHOCHUTEJIbHO CaMOU JJTMHHOW CTPOKH.

B03M0OXKHO HX BBIJEJICHHE TOIYKUPHBIM HIPUPTOM.

8. Ommemka o
KOHmpo/ie

[IpocraBisiercs B KapTOoyke JOKyMeHTa. B OymaxxHoM dQopmarte —
npocraisiercs: mramrnoM «KoHTpolby Ha BepXHEM MOJIe JOKYMEHTA.

9. Texcm
00KyMenma

TekcT JOKyMeHTa T0JKEH ObITh KPaTKUM, YETKUM U HE JIOTTYCKaTh Pa3IMYHbIX
TOJIKOBaHUHU.

TekcT menauTcs Ha CMBICIOBBIE YacTH: BBeJeHHE (KOHCTATHPYIOIIAsl YacTh,
U3jararolas OCHOBaHME JJIsi COCTaBJIEHUS JOKyMEHTAa), OCHOBHAs YacTb
(ToKa3aTeNnbCTBO) U 3aKIIOUYCHHE.

Berymienne mpenmonaraer BBeJIGHHE B TeMy M COJAEpXKAaHHUE TEKCTa,
NpeACTaBJICHUE MaTepuaia, IIOCTAaHOBKY mpobnembl. B 31Ol  wactu
YKa3bIBAIOTCSI OCHOBAHUSI WJIM IPUYHHBI COCTaBIICHUS JOKYMEHTA.

B OCHOBHOW wYacTH coOmEpKUTCA KiItoueBas HWH(pOpMAIMs: W3IararoTcs
PpeIIeHMs, paCTIOPSKEHHUS, TPEI0KEHUs], MHEHUS, BRIBOABI, TPOChOBI. BaxxHO
BBIIEP)KaTh COOTHOIIEHHE OOIIMX M YaCTHBIX BOIPOCOB, (PAKTUUYECKHX U
cratuctuyeckux ceegenuil. Comep:kaHrie OCHOBHOM YacTH MOKET BKIJIFOYATh
CBEJICHHSI, HA OCHOBAaHUH KOTOPBHIX MPUHUMAIOTCS PEIIEHUS, 31€Ch K€ MOKET
OBbITh NPEJCTABIICH AHAJIU3 U OLICHKA CUTYyalllu.

B 3akmoueHre moaBOAUTCS UTOT, (DOPMYIHPYIOTCS BBIBOJBI, CYMMHPYETCS
CKa3aHHOE.

Ecnmu TekcT MOKyMeHTa COCTOMT M3 OAHOHM (ppa3bl, TO B MEPBOW €€ 4yacTu
YKa3bIBAETCSl OCHOBAHME WJIM IPUYMHA COCTABIICHUS IOKYMEHTa, BO BTOPOM —
pelIeHue, pacropsbkeHHe, Ipockoa.

Eciu ke conmepkaHue JOKYMEHTa HE HYXKAA€TCd B TMOSCHEHUM U
000CHOBAHNH, TEKCT MOKET COZIEPKaTh OJIHY 3aKJIIOUNUTENIbHYIO YaCTh.

B TexcTe mokymeHTa, MOArOTOBICEHHOM HAa OCHOBAHUH 3aKOHOIATEIIbHBIX HITH
MHBIX HOPMATHUBHBIX MPABOBBIX aKTOB, paHEEe M3JaHHBIX PACHOPSIUTEIBHBIX
JIOKYMEHTOB, YKa3bIBAa€TCS HAaUMEHOBAaHHE BHU/A JIOKYMEHTa M 3aroJIoBOK K
TEKCTY, a TAK)KE UX PEKBU3UTHI:

— HaumeHoBaHue BHMJA JIOKyMEHTa, HAaWMEHOBAaHME OpraHM3allMM, Jara
JIOKYMEHTA, pErUCTPAllMOHHBI HOMEpP IOKYMEHTA, 3ar0JIOBOK K TEKCTY;

— HAaUMEHOBAaHWE OPraHM3alMKU WM JIOJDKHOCTHOTO JIMLA, YTBEPAMBILErO
JIOKYMEHT, JlaTa YTBEP>KICHHS TOKYMEHTA.

TekcT NOKyMEHTa MOXET COJEp)KaTh paslienbl, MOApa3Jeiibl, MYHKTHI,
HNOJIMYHKTBI, HyMepyemble apaOckumu Imdpamu. YpoBHEH pyOpuKanuu
TEKCTa He JIOJDKHO OBITh 00JIee YeThIpex.

B TexcTax HJOKyMEHTOB YMOTPEOSIOTCS TOIBKO OOIMENPHUHSATHIE TEPMUHBI U
rpaduyeckue CoKpamieHusl.

[Tpy moAroTOBKE TEKCTAa JOKYMEHTA CIEAYeT COONI0IaTh IPaBUIIa HATMCAHUS
O(pUIMATBLHBIX HAUMEHOBAHHUM, YUCTUTENbHBIX U €IUHUI] U3MEPEHUSL.

[Tpu ynotpebnenun B TekcTe paMUIMK ML MHULKAIbl YKa3bIBalOTCS TOCHE
bamunuu.
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B mpukazax TeKCT HW3maraercss OT HEepBOro JIMIA €JUHCTBEHHOTO YHCIa
(«TIpHUKa3bIBAIOY).

B nokymeHnTax KosiernaabHbIX U COBEIIATENIbHBIX OPTaHOB TEKCT U3JIaraeTcst
OT TPETHhEro JIMLA EJUHCTBEHHOTO 4YHcia («KOJJIETHs ... MMOCTAHOBIISETY,
«COOpaHUE ... PELLIUIION).

TexcT NMpoTOKONAa M3NAraercs OT TPEThEro JHIa MHOKECTBEHHOrO dYHCia
(«cimymanuy «BBICTYNHIINY», «IOCTAaHOBHINY», «pPELIWIN»). B mokymeHrax,
YCTaHABIMBAIOIIMX MpaBa U OOS3aHHOCTH OPraHU3alUd, UX CTPYKTYPHBIX
Nopa3iesieHui (T0JI0’KEeHHEe, MHCTPYKIIHS ), a TAK)KE COACPIKAIINX ONMCaHUe
cUTyauui aHanu3 (paKTOB WIM BBIBOJHI (aKT , CIIpaBKa ), UCTIONIb3yeTcs (popma
M3JI0KEHUS TEKCTa OT TPETHETO JINIA €AMHCTBEHHOTO WJIM MHOKECTBEHHOTO
qucaa («OTAeNl OCYIIECTBISAET (PYHKIHU ...», «B COCTAB YIPABICHUS BXOISAT
...», «KOMHUCCHUS TIPOBENA IPOBEPKY ...»).

B coBMecTHBIX JOKyMEHTax TEKCT WU3JaraeTcsi OT IMEepBOro JIinla
MHOECTBEHHOI'0 YNCJIa ((IIPUKA3bIBAEM», «PELIHIIN).

B nenoBbIx (cimykeOHBIX) TUChMaX UCTIOIB3YIOTCS (POPMBI U3TOKESHHS:

- OT TMEpBOrO JHUIlAa MHOXECTBEHHOTO 4HCia («IPOCHUM HAmpaBUTh...»,
«TIPEICTaBISIEM Ha PACCMOTPEHHUE ..»);

- OT TPETHETO JINIA SMHCTBEHHOTO YHCa («MUHHUCTEPCTBO HE BO3PAXKALT...»,
«OOIIECTBO CYUTAET BOZMOKHBIM...»);

- OT NEepBOro JHIA EIUHCTBEHHOTO YHUcia («CYUTAI0 HEOOXOIUMBIM...»,
«TIpeUIarald  pacCMOTPETh...»), €CIH THChMO MOJATOTOBICHO Ha OJlaHKe
JOJKHOCTHOT'O JIMLIA.

B nenoBbix (cimykeOHBIX) MTUChMaX MOKET HCIIOIb30BAThCS:

- BCTYIIUTENIbHOE OOpalleHue:

VYBaxxaeMblil TOCIIOJUH IIpeIceaaTeNb!

VYBaxaewmslii rocnogus [Ipoxopos!

YBaxkaemas rocrnoxxa 3axapona!

VBaxaembiit Huxonait [lerpoBuu!

VYBaxaemast Onsra Hukonaesna!

VYBaxaemble rocrnoza!

- 3aKJIIOYMTENbHAS dTUKETHAs Bpa3a :

C yBaxeHuewm,

B ofOpamennn mo QamMuiuu  WHUIMATB  JIMIA HE  YKa3bIBAIOTCH.
3axirounTeNbHAs ATUKETHas (pa3a HAaYMHAETCS C NPONMUCHOW OYKBBI U
3aKaHYMBAETCS 3aISATOM.

BerynurensHoe  oOpareHne W 3aKIIOUMTENBbHAs — dTUKETHas  (¢pasza
(meyaTaeTcs OT TPaHUIIBI JIEBOTO IOJISA) OTACISIOTCS OT TEKCTa UM OTMETKH O
MPUIIOKEHUU TOTIOTHUTEIbHBIM MEKCTPOUYHBIM HHTEPBAJIOM.

Mectoumenuss Bor u Baw numyTcs ¢ HponvcHOM OykBbl Kak ¢opma
BEXKJIMBOrO OOpalieHus K OJHOMY JHIy B O(UUIMAIbHBIX JOKYMEHTaXx,
TU4YHBIX TcbMax: [llpowy Bac...; Coobwaem Bam... Ilpu obOpameHun x
HECKOJIbKMM JIUI[aM 3TH MECTOMMEHMsI MUIIYTCS CO CTPOYHOM OYKBBI:
Yeaorcaemvie ronnecu, eawe nucvmo...; Yeasxcaemvie Aunna Ilemposna u
Cepeeti JIveosuu, yoosiemsopsis 6auty npocboy, NOCvLIa0 6aMm...

10. Ommemka o
npunoMHceHuU

OtmeTKa o MNPHUIIOKCHHUU COACPIKUT CBCIACHUSA O JOKYMCHTC (,[[OKYMCHTaX),
npujiaracMoM K OCHOBHOMY OOKYMCHTY (COHpOBOI[I/ITeJ'H:HOMy N1UCbMY,
NpCTCH3UN, AaKTy, CIHPaBKC W JPYIUuM I/IH(I)OpMaI_[I/IOHHO-CHpaBO'-IHLIM
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JIOKyMeHTaM). PacmopsautenbHble JTOKYMEHTBI, IIOJIOKEHHS IpaBHIIa,
MHCTPYKLUH, JOTOBOPBI, IIAHBI, OTYETHI OTMETKH O MPHJIOKEHUU HE UMEIOT.
B conpoBoauTenbHBIX MHCbMAaxX M APYruX HHGOPMAIMOHHO-CIPABOYHBIX
JIOKYMEHTaX OTMETKa O MPHJIOKEHUU 0(HOPMIISETCS MOJI TEKCTOM OT T'PaHUIIbI
JIEBOT'O 1OJIs CJIEAYIOIIUM 00pa3oM:

— €CIIM MIPUJIOKEHNE HAa3BAHO B TEKCTE:
[Tpunoxenue: Ha 2 1. B 1 3K3.

- €CJIM NPUJIOKCHUEC HE HAa3BAHO B TCKCTEC, UJIN €CJIU HpI/IJIO)KeHI/Iﬁ HECKOJIBKO,
YKa3bIBatOT Ha3BaAHUA I[OKyMeHTOB-HpI/IJ'IO)KeHI/II\/’I, KOJIHMYCCTBO JIMCTOB U
9K3CMILIIPOB KaXI0r0 NPHUIOKCHMS .

[Tpunoxxenus:

1. [Tonoxxenne 00 YnpaBneHHH PETHOHATLHOTO KPEIUTOBAHUS Ha 5 J1. B
1 7k3.

2. CrnpaBka O KaJpoBOM COCTaBe YMPAaBICHHS PETHOHAIBHOIO

KpeauToBaHus Ha 2 1. B 1 9K3.

- €CJIM TIPUIIOXKEeHUE (TIPUIIOKEHNs1) COPOLITIOPOBAHBI:
[Ipunoxenue: oruer o0 HUP B 2 3Kk3.

- €ClIM JOKYMEHT, SBISIIOIIMICA NPUIOKEHHEM, HMEET NPHUIOKEHUE C

CaMOCTOSITEJIBHON HyMEpalUel CTPaHULL:

[Tpunoxenue: nucsmo Pocapxua ot 15.04.2025 Ne 02-6/172 u npunoxeHus
K HEMY, BCEIro Ha 5 L.

- €CJIU IUCbMO HAIPABIISETCS HECKOJIBKUM ajipecaram, a MPUI0KEHHUE TOJIbKO
B IIEPBBIN aapec:
[Tpunosxenue: AKT IpOBEPKH ... Ha 5 J1. B 1 3K3. TOIBKO B IEPBBIN aJipec.

— €CIM TPUJIOKEHUEM SBISIETCSI 000COOJICHHBIA 3JIEKTPOHHBIA HOCHUTEIH
(KOMITaKT-TUCK, usb-¢Ien-HaKomnuTeNb U Jp.):

[Tpunoxenue: CD B 1 3k3.

[Ipu >TOM Ha BKianblme (KOHBEPTE), B KOTOPHI MOMEMIAETCS HOCHUTEINbD,
yKa3bIBAIOTCSl HAMMEHOBAHHUS JIOKYMEHTOB, 3alIMCAaHHBIX HA HOCUTEIh, UMEHA
¢aiinoB, ux 00beM B IMCTaxX U MerabaiTax (KuiaodanTax):

Otuer mo TtemMe «MOHMTOPHUHI MpPOLECCOB JOKYMEHTOOOpa3oBaHHs U
00BEMOB JJOKYMEHT0000pOTa B (peliepalbHbIX OpraHax HCIOJHUTEIbHON
Biactu» Ha 250 1., 91 Koaiir .

CrnoBo COPUIIOKCHUEC) MEHATACTCA B €AMHCTBCHHOM HJIM MHOXCCTBCHHOM
YHUCJIC B COOTBECTCTBHH C KOJIMYCCTBOM HpHHO)KeHHﬁ.

B pacnopsauTenbHBIX JOKyMEHTax (IIOCTAaHOBICHUSAX, PEIICHUSAX, TPHKAa3aXx,
pacropsiKEHUsX), JIOTOBOPAX, MOJOXKEHUAX, NpPAaBWIIAX, HHCTPYKLUUSAX U
JIPYruxX AOKYMEHTaX OTMETKa O HPWJIOKEHUH O(QOPMISETCS CIEIYIOIINM
obpazom:

— B TEKCTE JIOKYMEHTA MPH EPBOM YIOMUHAHUU JOKYMEHTA-IIPUIIOKEHUS, B
CKOOKax yKasbIBaeTcs: ...(MpWIoKeHue) win (...npunoxenue 1).; mepen
HOMEPOM IMPUIIOKEHHUS JIOMYyCKAETCsl CTABUTh 3HAK HOMepa: ... (IpUIoKeHHe
Ne 2).
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Ha nepBom ImCTe IOKYMEHTAa-IPUWIOKEHUS B IIPABOM BEPXHEM YTy
neuaraercs cioBo «IIpunoxenuey (Mpyu HaIUYUK YKa3bIBaeTCsA €ro HOMEP) U
IIPUBOJATCS HAMMEHOBAaHUE BHUJA, JAaTa U HOMEpP AOKYMEHTA, K KOTOPOMY
JOKYMEHT SIBJISIETCS IPUIIOKEHUEM

ITpunoxxenue Ne 2

k npukaszy ®I'bY

HUU «Bocxomy»

ot 15.08.2024 Ne 112

CTpoku pekBH3WTA BBIPABHUBAIOTCS I10 JIEBOMY Kpal WIH HEHTPUPYIOTCS
OTHOCHUTEIBHO CAMOW JTMHHON CTPOKH.

JlokymeHT  (MHCTPYKIHS,  perJIaMeHT ®  JIp.),  YTBEP)KICHHBII
pacToOpsAOUTENbHEIM ~ JOKYMEHTOM  SBISIETCS  HEOThEMJIEMOW  YacThIO
pacnopaauTe]IbHOr0O JOKYMEHTAa W HMEET B IIPABOM BEPXHEM  YIIIY
COOTBETCTBYIOIIYIO OTMETKY.

[Ipy KONMMPOBAHWUM YTBEPXKACHHOTO JOKYMEHTa JJIs JIOBEICHUS €ro [0
M0JIb30BaTENei CBEICHHUS O €ro CTaTyce 0(OPMIISIOTCS CIIETYIOIINM 00pa3oM:
- TIpU KOIMPOBAaHUH YTBEP)KIACHHOW MHCTPYKIIMHU, PETJIAMEHTA U TaK Jlajiee
BMECTE€ C IMPUKA30M, YTBEPXKIAIOMIMM OTOT JOKYMEHT, YTBEP>KICHHBIN
JOKYMEHT COJEPHUT OPOPMIICHHYIO B YCTAHOBJICHHOM MOPSIKE OTMETKY O
TOM, YTO OH SIBJISIETCS] IPUIIOKEHHUEM:

ITpunoxxenue Ne 1
k npukazy AO «IIpoduiby»
ot 15.05.2025 Ne 185

- eclIM MHCTPYKIMS, PerjaMeHT M Tak Jajee Komupyercs Oe3 INpHKasa,
YTBEPKJAIOILEr0 3TOT AOKYMEHT, NEPBbIM JIUCT YTBEPKACHHOIO JOKYMEHTA
NepeneyaTbIBAaeTCs C YKa3aHHEM TOJIBKO Iprda yTBEPKICHU:

(Pernmament) YTBEPXJIEH
npukazom AO «IIpodpuby
ot 15.04.2025 Ne 185

11. IToonucs

[Toanuck BKIIOYAET: HAaUMEHOBAHUE JIOJDKHOCTH JIMIA, TOANMCHIBAIOIIETO
JOKYMEHT, €ro COOCTBEHHOPYUYHYIO TIOJIHUCH, PAaCIIU(PPOBKY MOIIHCH
(uHUIMATBL, paMUINs).

B pacmmdpoBke noamucu Mexay HHHIMANaMU U GamMuiIued nenaercs
npoOen. Mexxay HHULaIaMu IPoOes OTCYTCTBYET.

I'enepanbHbIil 1TUPEKTOP Tloonucs ILIL ITeTpos

Ecnu noxymeHT odopmieH Ha OnaHKe oOpraHu3alli, B HaHMMEHOBAaHUU
JOJDKHOCTH HaMMEHOBAaHKME OpraHU3ally HE YKa3bIBAETCS.

Ecmu noxymeHTt odopmiieH He Ha OnaHKe, B HANMEHOBAHHE JOJDKHOCTH
BKJIFOYAETCS] HAMMEHOBAHHUE OpraHU3aliu:

['enepanbHbIil TUPEKTOP
AO «MHTenuHBECT» Tloonucs ILIL TletpoB
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[Tpu odopmiieHnH HOKyMEHTa Ha OJaHKE MOJKHOCTHOTO JIMIA JOKHOCTH
ATOTO JIMIIA B MTOJIUCH HE YKA3bIBACTCS.

Ha BHYTpeHHUX TOKyMEHTaX Ha3BaHUE OPraHU3alUHU HE YKa3bIBACTCS.

[Ipy noanucaHuM JOKyMEHTa HECKOJBKMMHU JIOJDKHOCTHBIMM JIMLIAMH,
3aHMMAIOIIMMHU Pa3HOE TMOJIOKEHHE, WX TOJMUCH PacIoiaraloTcsl OJHa MO
JIpYroil B MOCJEI0BaTEIbHOCTH, COOTBETCTBYIOIIEH HepapXUH 3aHUMAEMBIX
IOJKHOCTEM:

I'enepanpHBI AUpEKTOP Tloonucw ILIL ITeTpos
['maBHBII OyxTanTep Iloonucw A.H. TuroBa

HpI/I IMOANMCAaHUN JOKYMEHTA HECKOJIbKUMMU JIMIAMH PaBHBIX JOJDKHOCTEH UX
IMOANKMCHU pacoIararoTcs Ha OAHOM YPOBHC!

3am. 1upekTopa 3am. 1upeKTopa

10 (I)I/IHaHCOBI:IM BOIIpocamM M0 aAMUHHUCTPATUBHBIM
BOIIpOCaM

Ioonuce A.Il. TletpoB Iloonucs E.A. Mapmenanos

B JOKYMECHTAX, COCTaBJICHHBIX KOMHCCHeﬁ, B IIOAITMCH YKa3bIBA€TCA CTATyC
JIMa B COCTaBEC KOMHCCHH!

IIpencenarens komuccuu Ioonuce ILII. ITerpos
UneHsl KOMUCCHI Hoonuco M.M. Mummnaa
Iloonucs A.E. Tlonropankas

HpI/I noaAnmruCaHuu  JOKYMCHTa JIMIIOM, HCIHOJJHAOIIHUM 00513aHHOCTH
PYKOBOAUTCIIA, IOANNCH O(i)OpMJISIeTCH C YKa3aHHUEM CTaTyCa JOJIKHOCTHOI'O
JiMga B COOTBCTCTBHUU C ITPHUKA30M (pacnop;DKeHneM).

W.o. reHepabHOTO TUPEKTOpa Iloonucs C.H. Ap6y3oB
501058

Hcnonustonuii 00513aHHOCTH
TeHEpaJIbHOTO INPEKTOpa Ioonuce C.H. ApGy30B

ITpu noanucaHuy TOKyMEHTa JIMLOM, MMEIOIIUM IPaBO MOAIHMCH B ClIydae
BPEMEHHOI'0 OTCYTCTBUSI PYKOBOJUTENS, MCIPaBICHUS B HAUMEHOBaHHE
JNOJDKHOCTH W pacmudpoBky (aMuwimum  yxe MOArOTOBICHHOTO H
COIIACOBAaHHOTO TMPOEKTa JOKYMEHTa BHOCSTCS OT PYKHM WIH C
MCIOJb30BaHUEM COOTBETCTBYIOIIMX ILITAMIIOB.

He gomyckaercss cTaBUTh KOCYIO 4YepTy MM HAANUCh «3a» THepen
HAaUMEHOBAaHUEM JOJDKHOCTH JIMLA B OJIUCH, €CIIU JOKYMEHT ITOANNUCHIBAET
WHOE JOJDKHOCTHOE JIULO.

[Ipr odopmieHnH MOANUCH HAWMEHOBAaHHWE JOJDKHOCTH HAUYMHAETCS OT
JIEBOTO ITOJIs, & MocyeHsAsA OyKBa (haMMUIIMM OKa3bIBAeTCs HAa TPAHUIIEC TIPABOTO
OJIS.
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[Ipy Hamuuuu HECKOJBKMX MOANMCEH 10 TpaHMLEe [PaBOro IO
pacrionaraeTcst camasi AJMHHas (aMHIIHs, a OCTANbHbIE BHIPAaBHUBAIOTCS IO
HHUIMAIaM.

JlomyckaeTcst  IIEHTpUpOBaTh ~ HAaUMEHOBAaHWE  JOJDKHOCTH  JIMILA,
MOJMUCABIIETO TOKYMEHT, OTHOCUTEIBHO CAMOM JJTMHHON CTPOKH.

[Ipy HamMeHOBaHMM JOJDKHOCTH, 3aHUMAIOIIEM HECKOJIBKO  CTPOK,
pacmudpoBKa MOAMKCH NIEYATACTCS HA YPOBHE HUKHEH CTPOKH.

12. Ommemkxa 06
971eKMPOHHOU
noonucu

Wcnonp3yetcs npu BU3yanu3aliy 3J1€KTPOHHOIO JOKYMEHTA, MOANHCAHHOTO
3JIEKTPOHHOMU MOANKCHIO.

OtmeTKa 00 3JEKTPOHHON MOIMUCH BKJIIOYAET:

¢bpa3zy «/lokyMeHT moJnucaH 3JIeKTPOHHON MOMUCHION;

HOMep cepTU(HKATa KIH0Ua 3JIEKTPOHHON MOATHNCH;

(bamMumio, UMs1, OTYECTBO BiIaJIeNblia cepTudukara;

CPOK JIeHCTBHS cepTH(PHKATa KITF0Ua SJICKTPOHHON MOATHUCH.

Mpumep —

OwmbGne- AOKYMEHT NOANUCAH
nMa BNEKTPOHHOW NOANUCHIO

HaumeHonanme opraka
anacm™ H.H. Hukonaes
ROMKHOCTH Ceprwdwxar 1a11122a000000000011

Bnageney Huxonaes Huconad Huxonaesny
Aedcraurenes ¢ 01.12.2012 no 01.12.2017

OtmeTka 00 9J1E€KTPOHHOH MOANUCH MOXET BKIIOYATh H300pakeHHe
9MOJIeMBbl, TOBapHOIO 3HAaKa (3Haka OOCIYy)KMBaHUS) OpraHU3alM B
COOTBETCTBHH C JICHCTBYIOIIUM 3aKOHOJIATEIIbCTBOM.

Otmerka 00 DSJIEKTPOHHOW MOJNMCH, Kak MpaBwio, odopmiseTcs Uit
JTOKYMEHTOB, TIOAMMCAHHBIX YCHICHHOH JIEKTPOHHOH ITOJIIHCHIO.

[Tpn BHyTpeHHEM OOMEHEe NOKyMEHTaMH ¥ IpU OOMEHE C OpraHH3alUsIMU
HapTHEPaMH, €CIH 3TO IMPETYyCMOTPEHO COIJIAIICHUEM MEXIY CTOPOHAMH,
OpraHM3alMd MOTYT MCIHOJIb30BaTh YCHJIEHHBbIC HEKBAINM(UIMPOBAHHBIE U
MPOCTHIE 3TEKTPOHHBIE MOIHCH.

OtMmeTka 00 3JEKTPOHHOM MOANUCH PAacHoaraeTcs Ha TPAAULMOHHOM MeCTe
COOCTBEHHOPDYYHOM  TMOANHMCU: MEXIy HAaUMEHOBAaHUEM  JIOJDKHOCTH
MOANUCHIBAIOIIETO JIMIA M pacmupoBKoil nmoanucu. Eciam »>neKTpoHHBIH
JTOKYMEHT oopmisieTcss Ha OlaHKe MOJDKHOCTHOTO JIMIA, YKa3aHUS Ha
HAaMMEHOBAHWE JIOJDKHOCTH JIMIA, MOINHUCHIBAIONIETO JIOKYMEHT, HeE
TpebyeTcs.

13. I'pugp
co2nacosanus
00Kymenma

I'pu¢d cormacoBanuss [JOKYMEHTOB NPOCTAaBISETCS Ha JOKYMEHTax,
COTJIACOBaHHBIX OPraHaMU BJIACTH, OPraHU3ALUSIMU, TOJKHOCTHBIMU JINLAMHU.
I'pu cornacoBanust B 3aBUCUMOCTH OT BHJIa JOKYMEHTA U OCOOEHHOCTEH ero
o(opMIIeHNST MOXKET POCTABIISATHCS:

- IIPY COINIACOBaHHUM JJOKYMEHTA CTOPOHHEN OpraHu3alueil - Ha IEpBOM JINCTE
JOKYMEHTa (€CM TOKYMEHT UMEET TUTYJIBbHBIM JIUCT — HA TUTYJIHHOM JIMCTE)
B JIEBOM BEPXHEM YTIIy Ha ypOBHE rpru(a yTBEpKACHUS;

- MPU COIVIACOBAHMM JOKYMEHTA KOJUIETMAIBHBIM OPraHOM, BXOJSIIMM B
CTPYKTYpY OpPraHM3AlMU - HA MOCJIEIHEM JIUCTE JOKYMEHTA MOJ TEKCTOM OT
JIEBOTO TOJISL JOKYMEHTA,

- mpu OOJBIIOM YHUCIE COMIACYIOIIMX CTOPOH - Ha JIUCTE COTrJIacOBaHUS,
SIBJISIOIEMCS] HEOTHEMJIEMON YacThiO TOKYMEHTA.
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I'pudom cornmacoBanust JOKYMEHTa OOPMITSICTCS:
- BHEIIHEE COTJIACOBAHUE JOKYMEHTA — C OpraHaMH BJIACTH, OpPTaHU3alUsIMH,
JOJDKHOCTHBIMHY JIMIIAMU CTOPOHHUX OpraHu3alui;
- BHYTpPEHHEE COIJIaCOBaHHE C KOJUICTHAJbHBIMU OpraHaMU OpraHU3aluH -
aBTOpA JIOKYMEHTA.
Cocrour u3 cnosa COI'JTACOBAHO, HanucanHOro NpoONUCHBIMU OyKBaMu
0e3 KaBbIUCK, TOJDKHOCTH JIMIA, KOTOPBIM COTJIaCOBAaH JAOKYMEHT (BKJIIOYAs
HaUMEHOBaHME  OpraHU3allMd) B  HUMEHUTEIBHOM  MajieXe,  ero
COOCTBEHHOPYYHOM MMOIMUCH, MHUITUATIOB, ()aMIJIUH U IaThI COTJIACOBAHUS:
COI''TACOBAHO
[Ipencenarens nepBUIHON TPOPCOO3HOM
opraam3ammu AY «Hedreroranckuit
MOJTUTEXHUYECKUHN KO
Tloonuco C.J.Jannmosa
Jata
Cnoso COI'JTACOBAHO nonyckaercsi COracoBbIBaTh ¢ HAMMEHOBAHUEM
BU/Ia JOKYMEHTA:
Nuctpykmus — COI'JTACOBAHA
Pernament — COI'JTACOBAH
ITonoxxenne — COI'JTACOBAHO
Ecnu cormacoBaHue OCyIIECTBIISETCS KOJIJIETHAIBHBIM OpraHoM, B rpudge
COTJIACOBAHUSI YKa3bIBAIOTCS CBEICHHS 00 OpraHe, CorjacoBaBIIeM JOKYMEHT,
JaTe W HOMEpe TMpPOTOKOJa, B KOTOPOM 3a()UKCHPOBAHO pELICHHE O
cormacoBaHud.  Ecim  corylacoBaHume — OCYHIECTBIISICTCS — ITHCHMOM,
YKa3bIBalOTCS: BUJI JOKyMEHTa, HAUMEHOBAaHHE OpraHU3aLliH, COTJIacCOBABIIEH
JOKYMEHT, J1aTa ¥ HOMEp MHUChMA.
HanMeHoBaHHE COIJacyloLIero OpraHa WM JOKyMEHTa YyKas3bIBaeTcs B
TBOPUTEILHOM MaJIeXe.
COI'JTACOBAHO
CoBeToM JUPEKTOPOB
AO «IIpodpuns»
(TTIpOTOKOIT OT No )
COI'JTACOBAHO
nuceMoM Pocapxusa
0T Ne
[Ipn cormacoBaHuM JOKYMEHTa HECKOJBKUMH OpraHM3alusMU TpH}bI
COTJIACOBAaHUS PACIONAraloTCs Ha OJHOM ypoBHe. Ecim cormacyrommx
opraHm3anmii OONbIIe BYX WIU €CIH €CTh Tpu( YTBEpKICHUS, TPUQBI
COTJIACOBAHUSI PACHONAraloTCs APYT HOA APYTOM.
Eciu rpudsr  cormacoBanus oQopMISIOTCS Ha  OTACIBHOM  JIHCTE
COTJIaCOBAHUs, HAa JOKYMEHTE B TOM MECTE€, I/Ie JOJDKHBI MPOCTaBIATHCS
rpudbl CcorgacoBaHus, MNpOCTaBIseTcs OTMeTKa: «JIuct cormacoBaHus
npunaraercs». Jluer corsacoBanus Qgopmupyetcs cpeactBamu  «1C:
JlokyMeHTO000pOT 8».
14. Buzn BHyTpeHHee cornmacoBaHue JOKyMEHTa 0(GOpMIISIETCS BH30i COTIacOBaHMUS.
co2nacoeanus CBezeHMs 0 BU3€ COTIaCOBAaHMS aBTOMATHUECKH PETUCTPUPYIOTCS B yUETHOM
O00Kymenma KapTo4Ke JOKyMEHTA Ha 3aKyajike «Buszay.
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BHyTpeHHee coriacoBaHMe NpearoiaracT OAWH W3 TpeX pe3ylIbTaToB
COTJIACOBAHUSL:  «CO2NACOBAHO», «CONACOBAHO €  3AMEHAHUAMUY», «HE
CO2NIACOBAHON.

Pesynbrar «He coenacosano» TpenAnonaraeT HalIW4We NPHHIUITHAIBHBIX
pa3HOINIacHii C MO3UIMEH aBTOpa JOKYMEHTA.

Pesynbrar «coenacosano ¢ 3ameuanusmuy TpPEANoONaracT HaJIH4He
3aMeyaHui, HOCSIINX PeKOMEHIaTeNIbHBIN XapakTep.

3ameuanust 0pOpMIISIOTCS COTIACYIOIIUM JIMIIOM B BHJE OTAENBHOTO (aiina,
CO3/aBa€MOro MO IIa0JIOHY «3aMe4aHHs», W NPHKPEIUIIOTCS K IPOEKTY
JTOKYMEHTa, HaXO/ISIIEToCs Ha COrTTacOBaHMUH.

I[pu mepenave JOKYMEHTOB Ha OyMa)KHOM HOCHTEIIE, cOrJIacoBaHHBIX B CO/],
B CTPYKTYpHOE IIOJpa3/ielieHue, OTBETCTBEHHOE 3a apXUB, CBEICHUS O
COIJIaCOBAaHUM PACIEYaThIBAIOTCS Ha JINCTE COTNIACOBAHMUS.

Jluna, He cOTTIaCHBIE C MPEATIOKEHHEM, U3JI0KEHHBIM B IOKyMEHTE, HE IMEIOT
IpaBa OTKa3bIBATHCS OT BU3UPOBAHUSI.

IIpu pabGore ¢ nokymMeHTaMM Ha OyMaKHOM HOCHTENE BM3a BKIJIIOYAET
JOJDKHOCTB JIMIA, BU3UPYIOLIETO TOKYMEHT, MOJIUCH PaCIIU(PPOBKY HOAITUCH
(vHMLIKANB, (AaMIIINIO) U TATy BUSHPOBAHMS.

[Ipumep

PykoBoauTens 10OpuaANYECKOro oTaena
(mogmuce) U.O. Gamunus

Hata

IIpu Hanmuuuum 3amMeyaHUi K JTOKYMEHTY BH3Y O(OPMIISIOT CIEIYIOLIMM
oOpa3zom:

ITpumep

3amMeuaHus PUIIararTCs.
PykoBouTEIb FOPUAMYESCKOTO OT/ACIIA
(monmuce) N.0O. damunmst

Hata

B nokymeHTax, MOMIMHHUKK KOTOPBIX XpaHATCS B OPTaHU3AldW, BU3bI
MIPOCTABJISAIOT HA IOCJIEIHEM JINCTE JOKYMEHTa IO MOJIHNChI0, Ha 000poTe
MOCJIETHETO JIMCTa TMOAJIMHHUKA JIOKYMEHTa WJIM Ha JIMCTE COTJIacOBaHMS
(BU3MpOBaHUs), IPUIAra€MOM K JIOKYMEHTY.

B ucxomsmmx JOKyMEHTax BH3bl IHPOCTABISAIOTCA HA  JK3EMIUIIpax
JIOKYMEHTOB, TOMEIAEMBIX B JIEJIO.

[To yeMOTpeHHI0 OpraHn3aiyu MOXKeT IPUMEHSITHCS MOJMCTHOE BU3UPOBAHUE
JIOKYMEHTA U €ro NPUII0KEHHH.

15. Ommuck
neuamu

Ha nokymeHTax, ymOCTOBEpSIOMIMX TIpaBa JMI, (GUKCHPYOIMX (akT
pacXoJ0BaHUS NEHEKHBIX CPEJICTB WM MaTEPUATIBHBIX IIEHHOCTEN, a TaKkKe
Ha UHBIX IOKYMEHTaX, MPeIyCMaTPUBAIOIINX 3aBEPEHUE MOAMNUCH M€YaThIO B
COOTBETCTBUU C 3aKOHOJATeNbcTBOM Poccuiickuii ®denepanuu, MOAMUCH
JIMIa, TOMAMUCABIIEr0 JOKYMEHT, AODKHAa OBITh 3aBepeHa TmedaTbio AY
«HedreroraHcknii MOJTUTEXHUICCKUIN KOS .

[legatp mpocTaBisieTcsi HA CBOOOJHOM OT TEKCTa MECTE, WM 3aXBaThIBas
4acTh HAMMEHOBAHMUS JOKHOCTH, TAK YTOOBI OCTAaBAIMCEH BUIHEI UMEIOIIHUECS
Ha TIeYaTy HAJMKUCH U m3o0pakenus. [ledars nmpocraBisieTcs, He 3aXBaThIBast
COOCTBEHHOPYYHOHW TIOJITUCH JIUTIA, TTOANMCABIIETO TOKYMEHT.
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JomyckaeTcss 0003Ha4aTh MECTO IS IIeYaTH Ha TOKyMEHTe oTMeTKor "MIT"
("Mecto nedatu").

16. Ommemxa o
3aeepenuu Konuu

OTmeTKka O 3aBepeHMH Komuu OoQopMisieTcss IS  HOATBEPKICHHS
COOTBETCTBHUSI KONHU JOKYMEHTAa (BBITUCKH W3 JOKYMEHTA) HOIMHHUKY
JIOKYMEHTA.

AY «HedTteroraHckuii TMMOJUTEXHHYECKANW KOJUICIDK» MOJXKET BBIIAaBaTh
TPETHUM JIMIIAM KOIIMHU TOJIBKO T€X JOKYMEHTOB, KOTOpBIE co31alTcsa B AY
«Hedreroranckuii NoMUTEXHUUECKUI KOJUIEK» (38 MCKIIFOYSHUEM apXHBHBIX
CIIPABOK, COJCPIKAIINX TIEPCOHATBHBIC TAHHBIE).

OTMeTKa 0 3aBEpPEHUHU KOMHUH MPOCTABISETCS HA CBOOOHOM OT TEKCTa MECTe
MOJT PEKBU3UTOM «IIOAMHUCH» (OTMETKa 00 AJIEKTPOHHOM MOANUCH) WU, IPU
OTCYTCTBHH CBOOOHOTO MECTa Ha JIMIIEBOW CTOPOHE JOKYMEHTA, Ha 000pOTe
JIOKYMEHTa U BKJIIOUYAET: CJI0BO "BepHO", HauMeHOBaHUE JOJKHOCTH JIMLA,
3aBEpPHBILETO KOIUIO; €ro COOCTBEHHOPYYHYIO NOAIMMKCH; pacmudpoBKy
noanucy (MHUIMANGI, (paMWInIO); ATy 3aBepeHHs KONHU (BBIIHCKH W3

JIOKYMEHTA).

Hanpuwmep:
Bepno:
Cekperapb-aenonpousBoautesib  [loonuce DOUO
Jlara

Ecnu xonus BbiaeTcs JUIsl IPEICTaBICHHS B IPYTYIO OpPraHU3aIUI0, OTMECTKA
0 3aBEPEHUH KOIIUH JONOIHAETCS HAANUCHIO O MECTE XPaHEHUs IOKYMEHTa, ¢
KOTOporo Oblia mirorosieHa Konus («Ilo/yIMHHUK TOKyMEHTa HaXOJIUTCS B
AY «Hedreroranckuit moauTeXHUUECKUH KOJUIEDK» B fiene Ne.... 3a ... Toa»)
U 3aBepseTcsl IMeyaThlo yupekaeHus. /[[ns mnpocraBieHUsT OTMETKH O
3aBEPEHUHU KOMMMH MOKET MCIOIb30BAThCS IITAMII.

Ecnu xomus NOKyMEHTa HMMEET HECKOJIBKO JIUCTOB, TO €€ MpPOIIMBAIOT
HUTKaMU WIH CKPEIUICHHOTO MHBIM 00pa3oM M Ha MOCJIEIHEM JucTe (ero
000OpOTHON CTOpPOHE) JenarT HakieWky (miomMOy) ¢ 3aBepUTENIbHOMN
Haamuchlo:  «[Ipommro, NPOHYMEpOBAaHO M CKPEIJICHO  I1€YaThI0
__KOIU4ecmeo 4uciom u nponucvbio nuctoBy. [lanee ykasbiBaeTcs
JOJDKHOCTB JIMIA, 3aBEPHUBILETrO KOIMMWIO, JIMYHAs MOJIHCH, pacuiMdpoBka
noanucy (MHUIMAIBL, pamMuius), 1arta, nedarb. [leqaTs mpocTaBiIsieTcss TaKUM
00pa3oM, 4TOOBI e YyacTu pacroiarajich U Ha HaKJIelKe, 1 3a ee TpaHuILlaMH.
Konuu »1eKTpOHHBIX JOKYMEHTOB, CO3/aHHBbIE HAa OYMa)KHOM HOCHTEINE,
3aBEpAIOTCS B YCTAaHOBJIEHHOM IMOpPSAJKE, C yKa3aHUEM, B Kakol
MH(QOPMALIMOHHON CHCTEME XPAHHUTCS dJICKTPOHHBIN JTOKYMEHT.

Onepanuu Mo 3aBepeHHI0 JOKYMEHTOB HE MOMAJEXKAT YUYETy U PErUCTpaluu
B «1C: JlokyMeHTOOO0POT 8%

17. Ommemra 06
UCnOJIHUmMeJ1e

Brurrodaet gpamunuio, vMs M 0T4eCTBO (TIpY HATMYHWH) MCTIOJTHUATEINS, HOMEP
ero teneQoHa, Tak K€ MOXKET JOMOJHATHCS HAUMEHOBAHHUEM JIOJIKHOCTH,
CTPYKTYpPHOTO TOJPA3/EACHUS M DJIEKTPOHHBIM aJPEeCcOM HCIOJHUTES.
Pacnonaraercs Ha JMUEBOM CTOpPOHE MOCHEAHErO JUCTa JOKYMEHTa OT
TPaHUIBI JIEBOTO MO WU, IPU OTCYTCTBUU MECTA, - HA 00OPOTHON CTOPOHE
JIMCTa BHU3Y CJIEBA, HATIPUMED:

Hnoun Unoa Hrvuy,

Omoen ynpasieHus nepcorHanom, 8e0Vuuli Cneyudiucm
+7(495) 924-45-67, llyin_lv@techno.ru
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OtmMeTka 00 UCTIONHUTENE MOXKET O(POPMIIATHCS KaK HIKHUI KOJIOHTUTYI U
revaTaTbes MPUQPTOM MEHBIIETO pa3mepa.

18. Ommemxa 06
UCROJIHEeHUU
0OKymenma u
HanpaeieHuu e2o 6
oeno

WNndopmanus o HanpaBieHUH B JIEJI0 OTPAKAETCs B KAPTOUKE JOKYMEHTA.
OTmeTKa 0 HampaBJIEHUHM AOKYMEHTA B JIEJ0 ONPEIENISET MECTO XPaHEHUs
JIOKYMEHTa TTOoCIIe 3aBepIeHus paboThl ¢ HUM U BKIIto4YaeT: cioBa "B gemo",
MHJEKC JieJ1a 0 HOMEHKJIAType e, B KOTOpOe MOMEIAaeTcs JOKYMEHT Ha
XpaHeHue, C yKa3aHWeM To/a, JOJDKHOCTH JIMIA, O(OPMHUBILETO OTMETKY,
MOAMUCH, NaTel. Hanpumep:

B nemo Ne 01-18 3a 2024 r.
3aB. OT/IeJIOM KOPIIOPATHBHBIX IPOSKTOB
Tloonucow Jara

OtTMmeTKa 0 HallpaBJIEHHH TOKYMEHTA B JI€JI0 MOXKET JIOMOIHATHCS KPATKUMHU
CBEICHUSAMM O pe3ylbTaTax HCIOJIHEHHA JIOKYMEHTa, HaIpuMep:
«Hampasnen orset (nata), (Ne)», «IIpoBeneHa KOHCYIbTalUsA MO TesehOHY
(maTa)», «YureHo npu pa3zpaboTke mpoekTa» u 1p. CBeleHHs yKa3bIBAIOTCS
B Hayajle OTMETKH.

Hanpumep:

Ortsert nanpasien 04.05.2024 Ne 05-06/12

B neno Ne 05-06 3a 2024 r.

3aB. OT/I€JIOM KOPIOPaTUBHBIX IIPOEKTOB

Toamuce

10.06.2024

[Ipu ucnonszoBanuu CIJ] OTMETKY 10ITyCKAETCA HE CTABUTb.

19. Ommemrka o
nocmynieHuu
0oKymenma ¢ AY
«Heghmerzanckuii
ROJIUMEXHUYECKU
KOJ171€09HC»

[MpocraBnsiercss B BUAE INTamMma B IMPAaBOM HW)KHEM YINIy TOKYMEHTa C
yKa3aHHEM BXOJSIIET0 PErUCTPAIIOHHOTO HOMepa M JaThl MOCTYIUICHHS
JOKYMEHTA.

[Ipy HEOOXOAMMOCTH OTMETKa O TMOCTYIUIGHHH MOKET JOIMOIHITHCS
YKa3zaHUuEM BPCMCHU NOCTYIUICHUA B HaCcaxX U MUHYTax U crocoda J0CTAaBKH
JTOKyMEHTA.

HpI/I OTCYTCTBHUU MECTa Jid IMPOCTABJIICHUA OTMETKHU O IOCTYIUICHHWU Ha
JIMIIEBOM CTOPOHE TMOCTYMHUBIIETO JOKYMEHTa OTMETKAa CTAaBHUTCS Ha
00OpOTHOM CTOPOHE JIUCTA.

20. I'pugh
(nomemka) 06
ozpanuuenuu
docmyna K
00Kymenmy

I'pud (momerka) xoHpuaeHnmambHOCTH "M Cay’)keOHOTO MONB30BaHUS"
MPOCTABIISIETCSA HA MIEPBOM JIUCTE KOH(PHUIEHIIMATFHOTO TOKYMEHTa B IIPAaBOM
BEPXHEM YTIIy Ha TPAHMIIC BEPXHETO IMOJISA, Ha 00J0XKKE M TUTYIHHOM JIUCTE
W3JIaHus, JIela, a TakKe Ha TIEPBOM CTPaHUIE COMPOBOIUTEIHLHOTO MHCHMA,
0e3 KaBBIUEK U COKPAIICHUH, TOTIOTHIEMAass HOMEPOM IK3eMILISIpa JOKYMEHTa
W IPYTUMH CBEJCHUSIMH B COOTBETCTBHH C 3aKOHOAATEIHCTBOM Poccuiickoit
®denepanuu:

Jlist cimy>keOHOTO TIOJIb30BaAHUS

Ok3. Ne 2

21. HImpuxkoo
(QR-k00)

00OKymenma

Pasmemaror B mpaBOM HMIYKHEM YINIy IEPBOrO JIMCTa JOKYMEHTa, a NpHU
OTCYTCTBHM CBOOOJHOTO MECTa - B NPABOM BEPXHEM YIIIy WIM HA APYroM
CBOOOJTHOM OT TEKCTa MeECTE€ JOKYMEHTa Ui aBTOMAaTH3alluU IIOMCKa
JOKYMEHTa B MH)OPMALIMOHHON CHCTEME.
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4.3. biiaHKHM 10KYMEHTOB

Joxymentsl AY «HedreroraHckuii MOJIMTEXHUYECKUIA KOJUTEIK» OPOPMIISIOTCS Ha OJIaHKaX,
NPEJCTABISIOMUX COOOM MIabJIoH C 3apaHee HAHECEHHBIMH TOCTOSHHBIMH PEKBH3UTAMU U
OTBEJICHHBIMH MECTaMH JJIsl IEPEMEHHBIX PEKBU3UTOB.

bnanku nokymeHnToB paspabatsiBaeT «CeKperapb-Aeonpon3BoauTenby. O0pasisl 01aHKOB
pa3MemiaioTcsi B crnpaBouHuke «lllaGnonbl (aiinoB» U ABIAAIOTCS  00A3aTENBHBIMH IS
UCTOJIb30BaHUsl BceMHu paboTHHKaMu AY «HedTeroranckuii MoJMTeXHUYECKUH KOJUIEDK» TPU
CO3/IaHUU JJOKYMEHTOB.

Bunapl 6mankoB, nmpumeHseMmblx B AY «HedTeroraHckuii OJUTEXHUYECKUN KOJUICIKY», U
npaBuia uX 0OpPMIICHHS, IPUBEICHBI B TAOIHIIE 6.

Tabnuya 6

Bup 01anka Onucanue 0J1aHKA ¥ MpaBuiIa oopmiieHUs

— sMmOnema Wi ToBapHbId 3HaK AY «HedTeroraHckuili MoMMTEXHUYSCKUAN
KOJUIEK»,

— Ha3BaHue AY «HedreroraHckuil MoJUTEXHUYECKHH KOJUIEK» (IIOJIHOE U
COKpAIIIEHHOE),

— cmopaBouHble JaHHble 00 AY «Hedretoranckuif nmomuTexXHUUYECKHUM
KOJUIEIK».

Brank nucoma Ha Onanke mnucbMa IPOCTABISIOTCS OIPAaHUYUTEIbHBIE OTMETKH IS
PEKBU3UTOB!

— J1aTa JOKyMEHTa,

— PeruCTpalMOHHbII HOMEp TOKYMEHTAa,

— CCBUIKA Ha PETUCTPALIMOHHBIN HOMED U AaTy JOKYMEHTa,

— ajpecar,

— 3ar0JIOBOK K TEKCTY

bnank
CocraBnsiercss Ha OCHOBE OJaHKa MHCbMa M COAEPXKHUT HAUMEHOBAaHUE
001)ICHOCMH 020
JOJKHOCTH JIUIIA — aBTOPA JOKYMEHTa
auua
bnanx . .
Conepxxut mnonHoe Ha3BaHue AY «Hedreroranckuii mNOIMTEXHUYECKUI
KOHKPEemHO20

KOJUIEZK», HAUMEHOBAHNE COOTBETCTBYIOLIETO BHJA JOKYMEHTa, HAIPUMED:
ITPUKA3, naty NOKyMEHTa, PErMCTPALMOHHBIA HOMEpP IOKYMEHTa, MECTO
COCTaBJICHUSI JOKyMEHTa

6uoa 0oKymenma
(3a ucknrouenuem
nucoma)

brnanky W3roTaBIMBaKOTCI HA OCHOBE YIVIOBOTO WM IPOJOJIBHOIO  PAaCHOJIOKEHHUS
pexBu3uTOB. [IpomonbHOE pAcCToONOXKEHUE PEKBU3UTOB IMPUMEHSIOT MpU O(QOpMIIEHUH OJIaHKOB
KOHKPETHOI'O BHJIa JJOKYMEHTa, a YIJIOBO€ — JJs OJIAaHKOB IMHUCEM, T. K. IPaBblii BEpXHUH Yroi
UCITONIB3YETCS IS YKa3aHUs ajpecara.

[IpomonbHbIi OnaHK MpeArnonaraeT pacloloKeHUe PEKBU3UTOB 3aroJIOBOYHON YacTu
JIOKYMEHTA BJI0JIb BEpXHEH YacTH JIMCTa C UX HEHTPOBKOMH, T. €. paBHBIM yAaJI€HHUEM KaKJ0U CTPOKU
OT JIEBOT'O U IIPABOTO MOJIS.

VYTI10BOE PACION0KEHNE PEKBU3UTOB MPEIIOIAracT UX pa3MeIEHUE B BEpXHEH JIEBOM 4acTH
JUCTA.

PexkBU3NTH «HAaMMEHOBAaHWE OPraHU3alUM», «CIPAaBOYHbIE JaHHblE 00 OpraHU3aLUN»,
«HaUMEHOBaHHE BUJA JIOKYMEHTa», «MECTO COCTABJICHUS WM W3JaHHUS JOKYMEHTa» MOTYT OBITh
PacroJoKeHbl OJHUM U3 CIIOCOOOB:

— (h7aHrOBBIM, NMPU KOTOPOM KaXKas CTPOKAa PEKBHU3MTAa HAUMHAETCS OT I'PAaHUIIBI JIEBOTO
T10JI1 U OKOHYaHMsI CTPOK HE BBIPAaBHUBAIOTCS,;

— LIEHTPOBAHHBIM, IPU KOTOPOM Hayallo M KOHEIl KaKJI0M CTPOKH pEKBU3UTA PABHO YAAJIEHBI
OT I'PaHUL] 30HbI PACTIONOKEHHSI PEKBU3UTOB.
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JokymenTsl, co3naBaeMble B AY «Hedreroranckuii MOMUTEXHUYCCKHA KOJUIEIKY,
odopmIIoTCs Ha O6JaHKax, Ha CTaHJAPTHBIX JucTax Oymaru gopmara A4 (210 x 297 mm) nubo B
BH/JIE JIEKTPOHHBIX JJOKYMEHTOB U JJOJIKHBI UMETh YCTAHOBJICHHBIN COCTAB PEKBU3UTOB.

brnanku nomkHBI UMeTh moJist (He MeHee): jgeBoe — 20 MM, npaBoe — 10 MM, BepxHee U
HxHee — 20 M.

JlokyMeHThI AuTeNbHbIX (cBbllIe 10 JeT) CpOKOB XpaHEHUS JOJKHBI UMETh JIEBOE I0JIE HE
MeHee 30 MMm.

bnaHkyu MOTryT M3roTaBiIMBAaTBHCS TUIOTPaPCKUM criocoOoM Ha Oenoit Oymare uiu Oymare
CBETJIBIX TOHOB KpacKaMH HACBIIIEHHOTO I[BeTa. Takue OJaHKW HCMONb3YIOTCS I OyMa)KHBIX
BEPCHI UCXOJSIINX IOKYMEHTOB, KOTOPBIC IPEACTaBISIOT AY «HedTeroranckuil moMTeXHuuecKuit
KOJIJIEIDK» BO BHEILIHEH cpezie (mpUriameHus, mo3IpaBieHus, IPeJI0OKEHHs O COTPYIHUYECTBE).

4.4. CocraB n1okymenToB Opranusanuu

B npesrenvHoct AY  «HedreroraHckuil MONMUTEXHUYECKHHA KOJUICIK» 00pa3yroTcs
CIEAYIOLIME BUABI JOKYMEHTOB:

Oprann3anuoHHO-IPABOBbIE JOKYMEHTHI

- yupeuTenbHbIe JOKYMEHTHI® U COMYTCTBYIOMAsA UM JOKYMEHTaIMs ",

- npoTtokoiibl HabmoaareapHOro coBeTa, a Takxke yUpeauTeneil i y4acTHUKOB,

- IIOJIO’KEHUE O CTPYKTYPHOM IOJAPa3ACIICHUH,

- JIOJDKHOCTHASI MHCTPYKIIUS.

Opranu3anoHHO-PaACHIOPSAUTEIbHbIE JOKYMEHThI
- IpUKa3,

- pelLIeHue,

- pacropsiKeHue.

IlnanoBo-y4ernbie fokyMmeHThI (ITY /1)

- TpynoBo# norosop,

- JlononHUTENBHOE COTJIAINIEHUE K TPYIOBOMY JI0TOBOPY,
- CoruiaiieHue o COTpyAHUYECTBE,

- JloroBop Haiima KHJIOTO TOMEIICHHUS.

Pernamentupyrommue 1okymentsl (P)

- npaBuia,

- HOJIOKEHHUS,

- perJlaMeHT,

- HOPSIOK,

- METO/INKA,

- paboyast MHCTPYKIIUS,

- porpaMMa pa3BHUTHS,

- KOJIJIEKTUBHBIIM JOTOBOP.
HNudopmannoHHO-CIPAaBOYHBbIE JOKYMEHTBI
- 3asBKa Ha BBIMIOJHEHHE pabOT/yciIyT (3aKylKka MaTeprana/OCHOBHBIX CPEJICTB),

% CocTaB yupeuTeNbHBIX JOKYMEHTOB 3aBUCUT OT OPraHM3alMOHHON (POPMBI FOPHAMYECKOTO JIMLA; COCTABJIAIOTCS MPH
CO3JIaHUU FOPUIMYECKOTO JINIIA.

4 CBUETENIBCTBO O FOCYIAPCTBEHHON perucTpanuu opuamdeckoro auna (OIPH), cBUAETENLCTBO 0 MOCTAHOBKE HA y4eT
B HayoroeoM oprane (MHH/KIIII), nokymenTsr, noareepxaarompue npasa AY «HedreroraHckuil moJuTeX HUYeCKHid
KOJUIEI?K» HA NIMYIIECTRBO.
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— 3asIBJICHUE,

— CITy>kKeOHBIC 3aIHICKH,

- CITy>K€OHBIE 3aMUCKU (CTUMYJIMPYIOIIHE BHIIJIATHI),

— JIOKJIaJ{Hasl 3aIMCKa,

— OOBSICHUTEINIbHAS 3aIHCKA.

4.4.1. Opranu3aniOHHO-NIPABOBbIE JOKYMEHTbI

Oprann3allOHHO-TIPABOBbIE JIOKYMEHTHI SIBISIFOTCSI IIPABOBOM OCHOBOM JAESTENbHOCTH AY
«HedTreroranckuii MOMUTEXHUIECKUN KOJUTEIDHKY.

OpraHu3alOHHO-TIPABOBbIE TOKYMEHTHI SIBJIIIOTCS OECCPOUYHBIMH, TO €CTh JEHCTBYIOT 10
IIOJIHOM OTMEHBI WM J0 YTBEPXKICHUSA HOBOW BepcuH. VCKIIOYEHME — IUTATHOE PAaCIUCAHUE
(pa3pabatbIBaeTcs M yTBEPXKIACTCS PYKOBOIUTEIEM OPraHU3ALUHU €KETO/IHO).

Xpanenue B «lC:  JlokyMeHTOOOOpPOT 8»: Tmamka BHYTPEHHHX JOKYMEHTOB
«Opranu3anioOHHO-TIPaBOBBIE IOKYMEHTBI».

4.4.1.1. YupenureabHble JOKYMEHTHI M COIIYTCTBYIONIASI UM JOKYMEHTAIIHS

VupenurenbHble TOKYMEHTHI® M COMYTCTBYIOMIAS MM JOKYMEHTAlUA® COCTABIAIOTCA MPHU
cosmannu AY «HedTeroranckuii TMOJMTEXHUYSCKUH KOJUICIK». B Xome AesITenbHOCTH B
yupeauTenbHble TOKYMEHThl MOT'YT BHOCUTBCS U3MEHEHUS U JIOTIOJHEHUS.

Xpanenue B OyMa)XHOM BHJE B 3alUpaeMbIX MKadax, 0OECHEUMBAIOMIMX HX MOJIHYIO
COXPaHHOCTb, IPEJOXPAHSIONINX JTOKYMEHTBI OT MbUIM U BO3JCHCTBUS COJTHEYHOI'O CBETA.

4.4.1.2. ITporoxonsl HabmonatensHoro CoBera

Cocramustores u3 nognanku «IIpoextsi» manku «lIpotokosnsl HaGmonaTensHOro coBera»
KaK BHYTPEHHHUI JJOKYMEHT 10 11abJI0oHy, BKIIOUeHHOMY B «1C: JJokyMeHTO000pOT 8».

IIponiecc cornacoBaHMs MPOTOKOJA CTAPTYET aBTOMATUYECKH IOCIE 3aKpbITHUS KapTOUYKU
JNOoKyMeHTa B mporpamme. CoriacoBaHHBIH TPOTOKON OyIeT aBTOMATHYECKH HANpaBiIeH Ha
YTBEP)KJICHHE.

[Iporokonom ¢ukcupyercs XoA OOCYXAECHHS BONPOCOB U TPUHATUS pEIICHUH Ha
COBELIAHUAX, COOpaHMIX U 3acenaHusx wieHoB HaGmonatensHoro cosera AY «Hedteroranckuit
MOJIUTEXHUYECCKUU KOJIIEK).

IIporokon  cocraBigerca  «CekpeTrapeM-IAeIONPOU3BOIUTENIEM» WIH  MHHLHAATOPOM
COBEILlaHUsl HA OCHOBAHMH 3aIMCel, TPOU3BOIMMBIX B X0/1€ 3aceaHtsl (COBEILIaHus), U MaTepUaoB,
MOJArOTOBJIEHHBIX JOKJIaJUUKaMHU.

[Tpotokon Gpopmupyercst B «1C: JJokymeHTOOOOPOT 8» Kak BHYTPEHHHUN JOKYMEHT B IaIKe
«[IpoTtokomns» no madnony «IIpoTokomn».

OTBETCTBEHHOCTh 3a OpPraHU3aIUI0 COTJIACOBAHMS, YTBEPKICHUS U UCIOJHEHHUS ITPOTOKOJIA
Bo3zjaraercs Ha «Cekperapsi-Ienopon3BOIUTENSD.

[Iporokonbl 3acemanuii uneHoB HaOmionarensHoro coBeta AY «Hedreroranckumii
HOJUTEXHUYECKUH KOJUIEDK» O(QOpMIISIOTCS B OyMaXHOM BUJE JJIS IMOCIEIYIOIIEro XpaHEHMS.
bymakHas Bepcusi IpOTOKOJIa MOANUCHIBAETCS MPECEIaTeeM U CEKpETapeM COOpaHHUs.

B kapTouke mpoToKOIa yKa3bIBaeTCs €710, B KOTOPOM OH OyJeT XpaHUThCA.

OpuruHansl  NPOTOKOJIOB  3acenaHuid  uieHoB  HaOmiogatenbHoro  coseta AY
«HedTreroranckuii MOJUTEXHUUECKUH KOJIEIK» XPAHATCS y AMPEKTOpa KOJUIeKa M TOIJIeXar
nepesaye Ha apXMBHOE XpaHEHHE HE MO3JHEe YeM uepe3 OJUH TOJ IOCle 3aBEepIICHHS] UX B

% CocTas yupeUTeNbHBIX JJOKYMEHTOB 3aBUCHT OT OPraHM3alMOHHON (OPMBI FOPHIMYECKOTO JIMLA.

® CBUIETENECTBO O TOCYIAPCTBEHHOM perncTpanuu opuaueckoro auia (OTPH), cBHETENBCTBO O MOCTAHOBKE HA yUeT
B HasloroBoM oprane (MHH/KIIIT), nokymenTsl, moarepskaatomue npasa AY «Hedrerorancknii momTeXHU4eCKHi KO-
JIeJIX» Ha UMYIIECTBO.
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JICIIOTIPOU3BOJICTBE B ycTaHOBIEHHOM B AY «HedreroraHckuii MOTUTEXHUYSCKUN KOJUICIHEK)
MOPSJIKE.

[To pacnopsixenuto aupexropa AY «HedTeroraHckuit MOTUTEXHUIESCKUA KOJUICIHKY» KOTIHH
MIPOTOKOJIOB 3acenannii wieHoB HabmonarensHoro coBera AY «HedTeroranckuii oMMTeX HIYECKUM
KOJUIE/IXK» MOT'YT MPEIOCTaBISATHCA Ay IUTOPaM, IPEACTABUTENSIM HaI30PHBIX, KOHTPOJIbHBIX U MHBIX
rocyJapCTBEHHBIX OPTaHOB. B 3TOM ciydae Konus mpoTokoa opopMisieTcss Ha 0yMa)KHOM HOCHUTETIE
U 3aBepsieTCs IpejiceiaTesIeM.

XpaHeHue B OyMa)XHOM BHJIC€ B 3alMpaeMbIX IIKadax, 0OCCHEUYMBAIONINX HMX IOJHYIO
COXPAaHHOCTh, TPEAOXPAHSIOIIUX JOKYMEHTBI OT MBUIM U BO3JIEMCTBUS COJIHEUHOT'O CBETA.

4.4.1.3. TlonoxeHHe 0 CTPYKTYPHOM IOJIPa3ICICHUN

CocraBnsiercs u3 noananku «lIpoexTb» nanku «OpraHu3alMOHHO-TIPABOBBIC JOKYMEHTHI
KaK BHYTpeHHHH NokyMmeHT «llomokeHue o mojpasiencHur» 1o mabdioHy, BKItoueHHOMY B «1C:
JIoKyMeHTO060pOT 8».

[TonoxxeHne O CTPYKTYpHOM TOAPA3ACIICHUM SIBISICTCS OCHOBHBIM JOKYMEHTOM, Ha
OCHOBAaHUU KOTOPOTO JIEHCTBYIOT CTPYKTypHble mnoapasnenenus AY  «Hedreroranckuit
MMOJTUTEXHUYCCKUN KOJIISIIK .

[TonokeHre NOJKHO COAEpKaTh YHHKAIbHBIA HaOOp 3ahay U (YHKIHHM, UCKIIOYAIOIINAN
OyONMUpoOBaHWS C  JPYTUMH  CTPYKTYpHBIMH  mogpasneneHussmu  AY  «Hedreroranckuii
MOJUTEXHUYECCKHUH KOJLICIK.

[Tonoxxenue cocTaBisieTCs HA OCHOBE IOJIOXKEHUSI O BBIMIECTOSIIEM TMozpaszaeieHun. He
JIOMyCKaeTcsl BKIOYeHHe uH(opmanuu, He cienyoomed u3 [lonokeHus o BBIIIECTOAEM
MOApa3ACIICHUH.

[TonoxkeHne JHOMKHO coOAepKaTh MONHYI0 wuHpopManuio 000 BCeX acmeKkTax ero
nesTenbHOCTH. M3 comepskaHust JTOMDKHO CIEAOBaTh OJHO3HAYHOE OMpPENETICHHUE POJIM U MecTa
nozpaszenenus B cTpykrype AY «HedreroraHckuii HOTUTEXHUYECKUI KOS,

B INonoxeHusx He TOMyCKalTCsl HEOTHO3HAUHbIE (DOPMYITHUPOBKHU, MO3BOJISIONINE PA3THIHOE
TOJIKOBAHUE UX COJIEPKaAHUSI.

[TonoxxeHnue o CTpYKTYpHOM MOAPA3ACICHUN COIEPKHUT CIASAYIONINE 00s3aTEbHBIEC Pa3ICIIbL:

— 00IIMe TOJOKEHHUS,

— 1IeNY U 3a7a4H,

— ¢yHKIUH,

— TIOJTHOMOYHS,

— B3aHWMOCBSI3H,

— OTBETCTBEHHOCTb.

3amaun, pemaeMble TMOJpa3JeieHHueM, OJDKHBI OTpaXkaThb BCE BHJBI JIESITEIBHOCTH
MOAPA3ACIIEHUSI U COOTHOCUTBHCS C TIOCTHKEHUEM TTOCTABJICHHBIX 1IEJIEH.

Crenenp JeTanu3allud MpU TEPEUMCICHUN 3a7ad TpeJroiaraeT JajbHenIee pacKphITHE
METOJIOB U CITIOCOOOB UX PELICHHS B BHJIE MOCIEI0BATEILHOTO N3NI0KEHUS (PYHKINN MTOApa3IeTIeHHs.

DOYHKIIUK TTOIpaA3/ICTICHUS TODKHBI B TIOJTHOM MEpe PacKphIBaTh KPyr 00S3aHHOCTEH B BHJIC
KOHKPETHBIX JIEHCTBUI paOOTHUKOB, 3aKPEIUISIEMBIX 32 HUMHU U CITYXKAIIUX CPEJACTBOM IS PEIICHUS
MTOCTaBJICHHBIX 3a7a4.

dopmynupoBka GYHKIIUH TOKHA 00€CTIEYNTh BOZMOKHOCTH OIIEHKH KOHEYHOTO pe3yIbTara
IeWCTBUS B €0 KauecTBa.

JanbHelimas pgeranu3anuss (QYHKIUHA pPAacKpbIBAETCSl B JODKHOCTHBIX MHCTPYKITUSIX
PabOTHHUKOB TIOIpa3ICTICHUSI.

4.4.1.4. JIomKHOCTHAS. MHCTPYKIIHS

CocraBnsercs Ha KaXIYI0 JODKHOCTh U3 nmoananku «lIpoexte» nanku «OpraHu3aiioHHO-
MPaBOBBIE JIOKYMEHTBI» KaK BHYTPEHHUH [OKyMEHT MO MmabloHy, BKIOYeHHOMY B «l1C:
JIoKyMEeHTOOO0pOT 8».
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JIOJDKHOCTHAsT MHCTPYKLHUSL SIBJISIETCSI OCHOBHBIM JOKYMEHTOM, B KOTOPOM OIPENEIIAeTCs
OpraHU3aIMOHHO-TIPABOBOE MOJIOKEHHE pa0OTHUKA U YCTAHABIUBAIOTCS TPAHUIIBI €T0 TOJKHOCTHBIX
00s13aHHOCTEH, PAB U OTBETCTBEHHOCTH.

JlomkHOCTHasT MHCTPYKIMS ¢opmupyercss Ha ocHoBe [lonokeHHss O CTPYKTypHOM
MOJpPA3/ICIEHUN U JETAIbHO DPACKPBIBACT COACp)KaHWE 3afad W (YHKIHHA, ONpEAETICHHBIX IS
JAHHOTO CTPYKTYPHOT'O MOJpa3AeNieHus], B BII€ JODKHOCTHBIX 00si3aHHOCTEN pabOTHHKA.

JIOJDKHOCTHASI MHCTPYKIHS COJIEPKHUT CIIEAYIONIHE 00s3aTebHbIC pa3aebl:

— 00IIHE TONOXKEHHUS,

— JIOJDKHOCTHBIE 00s13aHHOCTH,

— TpaBa pabOTHHKA,

— OTBETCTBEHHOCTh PaOOTHHKA,

— KBaTM(UKAIMOHHBIC TPEOOBAHUS,

— ycioBus paboThI.

4.4.2. Opranu3anMoOHHO-pacnopsiauTeabHbIe 1oKyMeHThI (OP/I)

Xpanenne B «l1C: JlokymMeHTOOOOpOT 8»: mamka BHYTPEHHUX JIOKyMEHTOB
«Opranu3amoHHO-pacnopsauTeNnbHble JoKyMeHThI (OP1)».

4.4.2.1. llpukas

CocraBnsercs u3 mnoananku «[IpoekTbl» Mamku COOTBETCTBYIOIIETO BHIAa MpHKa3a Kak
BHYTPEHHUH JIOKYMEHT 110 11a0JI0OHY, BKIt0OUeHHOMY B «1C: JlokyMeHTO000pOT 8».

[Ipuka3z u3gaerca pykoBomutenem AY «Hedreroranckuili MOTUTEXHUYECKUH KOJIIEIKY.
HeiictBue [Ipukasa pacrnpocrpansercst Ha aeareabHocTh AY «HedTeroranckuil momuTeXHnuecKui
KOJUTEK) B LIETIOM.

ITo conepxaHMIO BBIACISIOTCS MPUKA3BI:

— TI10 OCHOBHOM JI€STENIbHOCTH,

— aJIMUHUCTPAaTUBHO-XO35HUCTBEHHBIE,

— 10 JINYHOMY COCTaBY O MPEJOCTaBICHUH OTIYCKOB, J€KYPCTBAaX, KOMaHIUPOBKaX,

— 10 JINYHOMY COCTaBY O IpueMe, IepeMEIleHNH, YBOJIbHEHHH,

— O JIBIJKEHUU KOHTMHI€HTa 00y4aroImuxcs,

— 110 Y4eOHOIl 1eATeNbHOCTH.

[Ipuka3 BcTynmaer B CHJIy ¢ MOMEHTa €ro MOJNUCaHMs M perucrpauuu. Jlata npukasa
oTtoOpakaercs B nojie «PerucTpaiioHHbIi HOMEp» y4ETHON KapTOUKU JTOKyMEHTA.

O3HakOMJIEHHE C MPUKa3aMU MPOU3BOAUTCS MOJI MOAMKCH MOCPEACTBOM O(OPMIIEHUS BU3BI
O3HAKOMJICHHs, BKIIoUaromiel cioBa «C MpUKa3oM 03HAKOMJICH(bI)», HHUIMAJIOB, (aMUIINH JIHIIA,
JI0 CBEJICHUSI KOTOPOT'O JOBOAUTCS MPUKa3, TUUHOM MOAMKUCH, JaThl O3HAKOMIICHUSI.

Buza odopmnsercs Ha nuueBoil wiaM 00OpOTHOW cTOopoHe mpukaza. [Ipu Oosbiiom
KOJIMYECTBE JIUL], MOJIEKAIUX 03HAKOMIIEHHUIO, K IIPHUKa3y MOXKET NMPUJIaraThCsl JUCT 03HAKOMIICHHUS
C TIPUKA30M.

O3HakOMJIEHHE C MpPUKa3aMH BXOAWUT B KOMIIETEHIIMIO JIMIA, OTBETCTBEHHOI'O 3a BEACHHE
JIEJIONPOU3BOJICTBA B CTPYKTYPHOM IOJIPA3ACIEHUH KOJIJIEIKA.

O3HakOMJIEHHE C MPUKa3aMHU 10 JIMYHOMY COCTaBYy PaOOTHHUKOB OCYILECTBIISIETCS B CPOKH,
ycTaHOBJIEHHBIE TpynoBbIM KogekcoM Poccuiickont Penepanuu.

O3HakOMJIEHHE C TpUKa3aMH MO0 OCHOBHOM J€ATEIbHOCTH, O y4eOHOH AESTeNbHOCTH U O
JBIDKEHUM KOHTHMHTEHTAa OCYIIECTBISIETCS IyTeM HANpaBiICHUs HUX DJIEKTPOHHOM KOMUHM Ha
O3HaKOMJICHHE COTpyaHuKaMm koiemka depe3 «1C: Jlokymentoobopot 8». Ilocne momydenus u
O3HAKOMJICHHUS C AJIEKTpOHHON Komuel mpukaza B «1C: JlokymeHTO000pOT 8» pabOTHUK TOJKEH
MOJIONTH JUIsl 03HAKOMJIEHHSI C OPUTHHAJIOM IIpHUKa3a He Mo3Hee TpeX pabouux JTHEl ¢ MOMEHTa ero
nonydenus: B «1C: JlokymeHTOO000pOT 8» (HE cuMTas BpeMEHU OTCYTCTBHUS paOOTHHKA Ha padorte
(oTIycK, KOMaHIUPOBKA, BpPEMEHHAsI HETPYAOCIIOCOOHOCTH)).

Crpanuna 31 u3 85



HEDTEIOr AHCKUI
NOAUTEXHUMECKUA
KOAAEAX

g

B cnydae oTCyTCTBHSI BO3MOXKHOCTH TMOJIydeHHs] WH(POpPMAUKA PaOOTHHUKOM IOCPEICTBOM
«1C: 1okyMeHTOO00pOT 8», yBEIOMUTh pAOOTHUKOB O HEOOXOAUMOCTH 03HAKOMJIEHUS C IIPUKA3aMHU
JOJKEH PYKOBOJUTENb CTPYKTYPHOT'O IOAPa3IeICHUS KOJUIEIKA.

4.4.2.2. Peienue

CocraBnsierca u3 noananku «lIpoekTel» Hanku COOTBETCTBYIOLIEIO BUJA PELICHUs Kak
BHYTPEHHUH JOKYMEHT I10 11aboHy, BKIroUeHHOMY B «1C: JIoKyMeHTOO0O0pOT 8».

Pemenne npuHMaeTcst KoJuterHaabHbIM opraHoM AY «HedTeroranckuii moimTeX HHIecKuit
KOJUIEIDK.

KomrernanpHelil Opral NpMHUMAET PELICHUE B paMKax JEJIETMPOBAHHBIX €My IOJTHOMOYHH,
KOTOpBIE 3a(pUKCUPOBAHBI B MOJOKEHUH O KOJUIETHAJIbHOM OpraHe, MpHUKa3ax M MHBIX BHYTPEHHHUX
nokymeHTax AY «Hedreroranckuii MOTMTEXHUUSCKHN KOJIIEIHK.

Pemrenns 3aceganmnii unenos HaOmronatensaoro u [lemarornaeckoro coBera, a Takske 00IIEero
coOpanus koiuiekTuBa AY «HedTeroraHckuil MONMUTEXHUYECKUH KOJUIEK» BCTYMAIOT B CHIIY C
MOMEHTa  IOANMCAHHUA  COOTBETCTBYIOIIETO  MPOTOKOJA  MpeAcenaTesieM,  IPUCBOEHUS
PETUCTPALIMOHHOIO HOMEpa M NPOCTABJICHUS NaThl JOKyMeHTa. JlaTol pelieHus sBiseTcs Aara
MIPOBE/ICHUS 3aceIaHMsI KOJUIETHAIBHOTO OpraHa, Ha KOTOPOM OHO OBLIO MPUHSTO.

Pemenus komiernanpHeIX OpraHoB HE MOAJIEXKAT JalbHENIIEMY YTBEPIKIECHUIO TUPEKTOPOM
AY «HedTeroranckuil MoJTUTEXHUIECKUH KOJUICIK.

KoHTponb  WCHONHEHHS  PEIIEHUH  KOJUIETMAJbHOTO  OpraHa  OCYIIECTBISETCS B
YCTaHOBJICHHOM HOPSJIKE.

4.4.2.3. PactiopskeHue

Cocrasnsierca u3 noananku «IIpoekTb» nanku COOTBETCTBYIOLIETO BH/IAa PACIIOPSIKEHUS KaK
BHYTPEHHUH JTOKYMEHT 110 a0JI0Hy, BKI0UeHHOMY B «1C: JIOKyMeHTOO00pOT 8.

Pacnopspkenne  wm3maercs  3amectutenieM  gupektopa AY  «Hedreroranckmii
MOJUTEXHUUYECKUI KOJIEIXK» WK TJIaBHBIM OyXTaITepoM.

Pacniopsxenus 3amecturens aupexkropa AY «Hedreroranckuii MOMMTEXHUUECKUN KOJIIE I
U3JAI0TCd B paMKax IIOJJHOMOYHWM, YCTAaHOBJIEHHBIX COOTBETCTBYIOIIMMH JOBEPEHHOCTSMU,
MPUKa3aMU U MHBIMHU JIOKYMEHTAMU O €ro JIEATENbHOCTH M HE MOTYT IPOTHUBOPEUYUTH MPHUKA3aM
nupektopa AY «HedTeroraHckuil MoJMTEXHUYECKUN KOJUIEIKY.

Pacniopsbkenust riaBHoOro OyxrajaTepa HM3JAlOTCA IO BONpocaM OyXrajlaTepcKoro yyera,
MOpsiiKa HAIOTr000JI0KEHUS, OyXTranTepcKoi U HaIOrOBOW OTYETHOCTH.

IOpuanueckyro cuity pacnopspkeHrue MPUHUMAET MOCIIE €ro MOANUCAaHUS YTIOJTHOMOYEHHBIM
oM 1 peructpanuu B «1C: JlokymMeHTO000pOT 8».

4.4.3. Il1aHoOBO-y4YeTHbIE JOKYMEHTbI

Xpanenue B «l1C: JIokyMEHTOOOOPOT 8»: mamka BHYTpEHHHMX J0KyMeHTOB «llmaHoBo-
YUETHBIE JOKYMEHTBI».

CocTaBsroTCs U3 MANIKA COOTBETCTBYIOLIETO BUAA JOTOBOPA KAK BHYTPEHHUHN JOKYMEHT 110
ma0sony, BKItoueHHOMY B «1C: JlokyMeHT0000pOT 8.

JloroBopHasi OKyMEHTallUsl PEryJIupyeT XO3SICTBEHHBbIE M HWHBIE B3aHMMOOTHOLICHHUS
CyOBEKTOB SKOHOMHYECKOH JEITEeIbHOCTH.

K 10oroBOopHBIM TOKyMEHTaM OTHOCSITCSI:

— Ttunosas ¢popMma J0roBopa,

— JIOTOBOp, 3aKitoueHHbIN AY «HedTeroranckuil NOIUTEXHUYECKUH KOJUIEHK»,

— JIONIOJTHUTENIbHOE COTJIAllleHHe K JO0roBopy, 3akioueHHoMy AY «Hedreroranckuit
MOJINTEXHUUYECKUIN KOJLIIEIK»,

— JIpyrue JOKYMEHTBI, CONPOBOXKJAIOLIUE JOTroBOp (creuudukanusi, HakjIagHas, CyUeT-
(bakTypa, aKT BBIINOJIHEHHBIX paboT).
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4.4.4. Pernamentupyromue 10kymeHThl (P/1)

Xpanenne B «IC: JlokymMeHTOOOOpOT 8»: TMamka BHYTPEHHUX JIOKYMEHTOB
«Pernamentupyromue 1okyMeHTs (PL)».

Cocransrorcest u3 noananku «l[IpoekTer» manku «Permamentupyronue pokymeHtsl (PJ1)»
KaK BHYTPEHHHUH JTOKYMEHT 110 mabIoHy, BKI0UeHHOMY B «1C: JIOKyMeHTOOO0POT 8.

Pernamentupyromue nmokymentol (PI) ompenensior (yHKIHMOHAIBHOE COAEpIKAHUE
nesrenbHOCTH AY «Hedreroranckuil mOMMTEXHUYECKUN KOJUIE/DK» B IENIOM, €€ TOpa3/ieieHuil 1
PaOOTHHKOB.

4.4.4.1. llpaBuiia

[IpaBuna 3aKperuIsilOT yCJIOBUA W KPUTEPUM BBINOJHEHUS ONEpalvid. Y CTaHABIMBAIOT
TpeOOBaHUS K TOMEIIEHUSM, PEKUMY TPYAa, BHEIIHEMY BUTY, IIOBEJCHUIO U OOIICHUIO PAOOTHUKOB.

[TpumMepbl TOKYMEHTOB: npasuia mpyoo8o20 pacnopsaoKd, Npasuid 8e0eHusi meieg)oOHHbIX
nepe208opos, Npasuid 6edeHuss KACCO8bIX Onepayull, npasuia eedeHus 0yxeanmepckozo yyema,
npasuia NPOMUBONOACAPHO20 PEAHCUMA.

4.4.4.2. llonoxeHus

[Tonoxenne 00 0OBEKTE HEATETBHOCTH. B monokeHMH 00 0O0BEKTE IeATETHHOCTH
uHpopMalua 00 oOIMX MpaBHIIaX PErJaMeHTUPYEeMOro Ipoliecca npeoliaasaeT HajJ YaCTHBIMU
IIPaBUJIaMU UX BBIIIOJHEHUS.

B kauecTBe 00BbeKTa 1€ATEILHOCTH BBICTYAIOT:

— MPOJYKT WM yciyra,

— OI0JKEThI, TapUQBbL, TUMUTHI, PUCKHU U T. TI.

[Tonoxxenne 00 OOBEKTE MEATEIBHOCTH MOXET COJIEp)KaTh: Ha3HAuYeHHE, MapaMeTpbl
(XapakTepUCTHKH),  OTPAaHUYEHHUS, MOPAAOK  (HOPMUPOBAHHI/MCIIONB30BAHUS,  (YHKIHUU
COOTBETCTBYIOIIMX MMOAPA3ACICHUMN.

[TpumMepsl TOKYMEHTOB: MOIOJCEHUEe O O0elonpou3soocmee, NoaodiceHue o0 YnpasieHuu
0eoumopcKoll - 3a00JICEHHOCMbIO,  NOJOJdCeHUe 00 YNpaeieHUuu ONnepayuoHHbIMU  PUCKAMU,
Tlonoowcenue 06 opeanuzayuu 06paz0eamenbHO20 NPoyecca, NOI0NHCeHUe 0 Neda2o2uieckom cogeme
u m.o.

4.4.4.3. PernaMeHT

B mponenypax periaaMeHTHpyeMOro npoiiecca (onucaHue KOHKPETHbIX (QYyHKIMMA, onepanuit
U JICHCTBHIA €r0 YIaCTHHKOB) 00s3aTEBHBIX IS IPUMEHECHUS.

ITpumMepbl TOKYMEHTOB: nosoxcerue 0b oniame mpyoa pabomHuKo8 Kouneoxicd.

4.4.4.4. llopsanox

ITopsimox ycTaHaBIMBaeT MpaBHla OPraHU3aLUU U IPOBEJCH Ul MEPONIPUSATUH C IIEJIbIO
o0ecrnedeHnst TOCTYITHOCTH U OTKPBITOCTH HH(OPMAIINH O AESITENFHOCTH KOJUIEXa, a TAK)Ke
npUMEHEHus B pabore.

[Tpumeps! TOKYMEHTOB: nOPA0OK MOPAIbHO20 NOOWPEHUS, NOPAOOK OPaHUAYUU U
npogedeHUs 0eMOHCMPAYUOHHO20 IK3AMEHA U M.O.

4.4.4.5. Meronnka

Mertoauka packpbiBaeT MH(MOPMAIMIO O Coco0ax M CpeiCcTBaxX BBIMOJHEHHUS KaKOH-IHOO
byHKIMM (omepanuu) cTauy mpoliecca.

[Tpumepbl TOKYMEHTOB: MemoouKa paciema 4e2o-1ubo, Memoouxka oyeHKu 4e2o-1uoo.

4.4.4.6. PaGouas uHCTpYKIUS

B uwHcTpyknmu wH(OpMAanMs O YACTHBIX MPaBWIAX W TPOLEAypax periaMeHTHPYEMOTO
nporecca (onucaHue KOHKPETHBIX (YHKIUI, onepaluii 1 1eWCTBUN €ro Y4aCTHUKOB) MpeoliaiaeT
HaJ| OOITUMH TTPaBUIIAMHU.

ITpumMepbl JOKYMEHTOB: UHCMPYKYUs no 6600y 0okymenmos 6 «1C: JJokymenmoobopom 8,
UHCIMPYKYUSA NO UCNONIb30BAHUIO DNEKMPOHHOU NOONUCU.

Crpanuna 33 u3 85



HEDTEIOr AHCKWIA
NOAUTEXHUMECKUA
KOAAEAX

g

4.4.4.7. IlporpaMMa pa3BUTHS

[Tporpamma pa3BUTHSA - 3TO BKHEHIIWN CTPATErHUECKUI JTIOKYMEHT OOpa30oBaTeIbHOTO
YUPEKACHUS, NEPEXOISIIEro (Tepeneero) B MHHOBAIIMOHHBIN PEXUM KU3HEICSITEIbHOCTH U
MPHUHSBIIETO 32 OCHOBY IPOTPAMMHO-IIEJIEBYIO HJICOJIOTHIO Pa3BUTHSL.

4.4.5. UnpopManinoHHO-CIIPABOYHbIE JOKYMEHTbI

XpaHeHHe  BHYTPEHHMX  HWH(POPMAIMOHHO-CIIPABOYHBIX  JOKyMeHTOB B  «l1C:
JIOKyMEHTO000OpOT 8»: Tmamka BHYTPEHHUX JOKyMeHTOB «MH(}opManmoHHO-CIIpaBOYHBIC
JTOKYMEHTBI».

CocTaBisfOTCSI M3 TanKd COOTBETCTBYIOIIETO BHJA HWH(POPMAIMOHHO-CIIPABOYHOTO
JOKYMEHTa KaK BHYTPEHHUH TOKYMEHT 10 mabiaony, BKItoueHHOMY B «1C: JIokyMeHTOO00pOT 8.

4.4.5.1. 3asBKa Ha BBINOJHEHHUE PAOOT/YCIYT (3aKyIKa MaTepraia/OCHOBHBIX CPEJICTB)

3asiBKa Ha BBIIIOJIHEHUE PA0OT/YCIIYT_COACPKUT MPOCHOY pyKOBOIUTENO AY
«HedTeroranckuii MONMUTEXHUIESCKUAN KOJUISIDK» OT PYKOBOJUTEISI CTPYKTYPHOTO MOIPa3/ICiICHUs O
3aKyIKe MaTepHUaioB, 000PyAOBaHUs, 3aKIIFOYCHNAH JTOTOBOPOB, BhIJAUe CO CKJIaZa MaTepHATbHBIX
EHHOCTEH U T.1.

3asBKa Ha BBIIOJHEHHUE PA0OT/yCIYT OTHOCUTCS K JOKYMEHTAM I10 XO3SHCTBEHHON
JESTETPHOCTH KOJIICIDKA.

3asBKa Ha BBIITOJHEHHUE paboT/ yciayr (3aKyIKa MaTepuaia/OCHOBHBIX CPEICTB) 0(OPMIIIETCS
cocraButeieM B «1C: JIokyMeHTOOOOpPOT 8» Kak BHYTPCHHHUU JOKYMEHT B Tanke «3asBKa Ha
BBITIOJIHEHUE PabOoT/ycayr (3aKylKa MaTepuana/OCHOBHBIX CPEICTB» MO mabioHy «3asBKa HA ....»
BBIOPATh U3 MPEIIOKESHHOTO CITUCKA.

B yueTHOI KapTOUKE HEOOXOTUMO 3aNIOJTHHTH!

— noine «HanmeHnoBaHue,

— OmHcaTh MPOU3BOACTBEHHYIO HEOOXOIMMOCTh 3aKyIKH/YCIIYT,

— yKa3aTh CyMMY 3aKyIKH/yCITyTH

K 3asgBke HYKHO TPHUKPENUTh JOMOJIHUTENbHBIE (Daiiiapl, TEXHUYECKOE 3a/laHue,
XapaKTePUCTHKH U T.[.

[Tocne 3akpbITHS YUETHON KapTOYKH M BCEX MPHIIOKEHHBIX (PaiiyIoB 3asBKa HA BBHITOJHEHHE
3aKyNKy/yciyru OyeT aBTOMaTHUECKH HallpaBiieHa B 00paboTKy M Ha corjacoBaHHe B (PHAHCOBO-
HYKOHOMHYECKYIO CITYkO0y, 3aTeM Ha yTBEPKICHHUE U PETUCTPAIHIO.

4.4.5.2. 3asBneHue

3asBIeHUE COJEPKHUT MPOchOy pykoBomutento AY «Hedteroranckuii moauTEXHUYECKUN
KOJIJIEIK» OT UMEHHU paboTHUKA. OTHOCUTCS K IOKyMEHTaM I10 KaJpOBBIM BompocaM (0 mpreMe Ha
paboty, 00 YBOJIbHEHHH, O TIPEIOCTABICHUHN OTITYCKa).

3asBneHne Ha OTHycK ogopmisercs cocraButeneM B «1C: JIOKyMEHTOOOOPOT 8» Kak
BHYTPEHHUH JIOKyMEHT B Iamnke «3asBJIECHHsI HA OTITYCK» 10 MA0JIOHY «3asBICHHE Ha OTITYCK.

B yueTHOI KapTOUKe HEOOXOIUMO 3aIOTHUTH!

— mone «HamMmeHoOBaHMEY,

— TNpUIOKEHHBIN (aiin «3asBIeHue).

[lpr HEOOXOAMMOCTH K 3asBICHHUI0O MOXKHO TPHKPEIUTH OTOJHUTEIbHBIE (aitnbsl. Bce
JOTIOJTHUTENbHBIE (DaiiiIbl TOJKHBI OBITH OMUCAHbI B TeKcTe (aiina «3asBieHre Ha OTIIYCK» WIH B
nonie «Kparkoe coep:kaHue» YIeTHOW KapTOUKH.

[Tocne 3akpbITHS Y4ETHOW KapTOUYKU M BCEX NMPHUIIOKEHHBIX (DailIoB 3asBICHHME HA OTITYCK
OyleT aBTOMAaTHYECKH HAMpaBJIIEHO Ha COTJIACOBAaHWE JIMHEHHOMY pPYKOBOJIUTEINIO, 3aTeM Ha
yIBepXKJeHHE U peructpauuto. [locne perucrpannu 3asBieHust Oy1yT aBTOMaTHYECKH MOCTABIICHBI
3agaun Otaeny kaapoB u byxrantepuu 1 ydeTa OTITyCKa M BBITUIATHI IEHEKHBIX CPEJICTB.

4.4.5.3. CnyxeOHas 3amucka

CocraBnsercs Kak BHYTPEHHUH NOKyMEHT u3 manku «CiayxkeOHbIe 3amuCcKuy 1Mo MIabIoHy
«Crmy>xeOHas 3aITCKay.
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CayxeOHast 3anucka sBisieTcs: GopMOi BHYTPEHHEH MEPENUCKU U COACPKUT 00CTOSTEIbHOE
U3JI0KEHNE KaKoro-aubo BOIpOCca ¢ BBIBOJAMHU M IPEUIOKEHUSIMH cocTaBuTenss. Ha ocHoBaHuM
NpeCTaBICHHON HH(POPMALIMK MOTYT IPUHUMATHCS YIPABICHYECKHE PEIICHHUS.

B yueTHOIl kKapTOUKe HEOOXOIMMO 3aIIOJIHUTH!

— mnoiae «HaumeHoBaHue,

— mpuioxeHHbIH (aiin «CiyxeOHas 3aITuCcKa;

[Tpu HEOOXOIMMOCTH K CIYKEOHON 3alMCKe MOXKHO MPHUKPEIHUTD JOMOIHUTENbHBIC (Dalibl.
Bce nononnuTenbHble (Gaiibl 10KHBI ObITh OMMCaHbl B TeKCTe (haitna «CiayxeOHas 3anucKka» Win B
noisie «KpaTtkoe copepxaHue» yueTHOM KapTOUKH.

Tekcer cimyxeOHOM 3aIMCKH MOXKET COCTOSITh M3 JABYX YacTei. B mepBoi yactu m3mararotcs
(dakThl WM COOBITHS, TMOCITYKHUBIIME MOBOJOM K HAIMCAHHUIO 3aIHMCKH, BO BTOPOl — BBIBOJBI U
IPEUIOKEHUS] O KOHKPETHBIX JEeHCTBHUAX, KOTOpblE, IO MHEHHIO COCTaBHUTENs, HEOOXOIUMO
NPEINPUHATH B CBS3H C U3JI0)KEHHBIMH (PaKTaMu.

ITocne 3akpbITHA y4yeTHOM KapTOUKM W BCEX NPUIIOKEHHBIX (aillloB ciayxkeOHas 3amucka
OyJeT aBTOMAaTHMYECKM HAIpaBlieHA HA COIJIaCOBAaHUE JIMHEHHOMY PpYKOBOJWTENIO, 3aTéM Ha
PacCMOTPEHUE U PETUCTPALUIO.

4.4.5.4. Ciiy)xeOHas 3amucka (CTUMYJIAPVIOIME BBIILIATHI)

CocraBisieTcss Kak BHYTPEHHUH AOKYMEHT U3 nanku «Ciy:keOHble 3alMCKH» MO 1IabJIoHy
«CiryxeOHast 3anucKa (CTUMYJIHUPYIOIINE BBITLIATHI ).

CayxeOHast 3anucka sBisieTcs: GopMoil BHYTPEHHEH MEepernucKu U COAEPKUT 00CTOSITENbHOE
U3JI0’)KEHUE KaKoro-1u0o BOIpoca C BBIBOJAMH M INpEAJIOKEHUsIMU coctaButens. Ha ocHoBanuu
IPEeCTaBICHHON HH(pOpMALUK MOT'YT IPUHUMATHCS YIPABICHYECKHE PELLICHHUS.

B yueTHOI1 KapTOUKE HEOOXOIMMO 3aTIOTHUTE!

— none «HanmeHoBanue»,

— MpuIokeHHbIN Qaitn «CinyxeOHas 3aMnucKay;

ITpu HEOOXOIUMOCTH K CIyKeOHON 3amMCKe MOXKHO MPUKPENUTh JOMOIHUTENbHBIE (DaliIbl.
Bce nononnuTenbHbIe Qailiibl JOKHBI ObITh OMMCAHBI B TeKCTe (aitna «CiyxeOHas 3anucKay Wil B
nosie «KpaTtkoe conepxaHue) ydeTHOM KapTOUKH.

TekcT cayxeOHOM 3aMCKH MOXKET COCTOSATh U3 JIBYX 4yacTei. B mepBoii yactu uznaratorcs
(bakThl WM COOBITUS, MOCTYXHUBIINE MOBOJAOM K HAalMCAHHUIO 3alMCKH, BO BTOPOHl — BBIBOJBI U
NPEJUIOKEHUSI O KOHKPETHBIX JEHCTBUSX, KOTOpHIE, [0 MHEHHIO COCTAaBHUTENS, HEOOXOAMMO
HPEINPUHATD B CBA3U C U3JI0)KEHHBIMH (DaKTaMHu.

[Tocne 3akpbITHs y4EeTHOH KapTOUKM M BCEX IMPHIIOKEHHBIX (DailyioB ciry’keOHas 3amucka
OyzeT aBTOMAaTHYECKH HalpaBleHAa Ha COIJaCOBaHHE JIMHEHHOMY pPYKOBOJUTENIO, 3aTe€M Ha
paccMoTpeHHe B (PMHAHCOBO-3KOHOMMUECKYIO CIIYy:KOy M PErUCTpaltIo.

4.4.5.5. JloksagHas 3anmcka

CocraBnsercs Kak BHYTPEHHUIH JOKYMEHT M3 Manku «JloKianHble 3amucKu» Mo IabIoHY
«/loxnanHas 3anucka».

JloxnamHast 3anucka sBisieTcsi GOpMoil BHYTPEHHEH MEPETUCKU U COAEPIKUT 0OCTOSITEIIBHOE
U3JI0KEHNE KaKOro-InOo HapylIeHHs! C BBIBOJAMU U MPEUIOKEHUSIMH cocTaBuTend. Ha ocHoBaHuu
MpeJICTaBICHHON MH(OpPMAllMU MOTYT MPUHUMATHCS YIPABIEHYECKUE PEIICHHS O MPHUBIICYEHHH
BUHOBHBIX K AUCLUIIIIMHAPHON OTBETCTBEHHOCTH.

B ydeTHoi1 kapTOUKe HEOOXOIMMO 3aTIOTHUTD:

— none «HanmeHoBaHue»,

— TIpuIoXkeHHbIH (daitn «/lokiagHas 3anuckay;

ITpu HEOOXOIMMOCTH K JIOKJIAJHOM 3alMCKE MOXKHO MPUKPENHUTh JONOIHUTENbHbIE (hailbl.
Bce nononauTenbHbIe (haliibl TOJDKHBI OBITH OMMCAHBI B TEKCTE (aiina «JlokmaaHas 3amucka uim B
nosie «KpaTtkoe conepxaHue) yueTHOM KapTOUKH.
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TeKCT JOKIagHOM 3alMCKU MOXKET COCTOSITh M3 JABYX 4acTeil. B mepBoi yacTu u3nararoTcs
(bakThl WM COOBITUS, MOCIYKUBIIME IOBOJAOM K HAIMCAHUIO 3alIUCKU, BO BTOPOM — BBIBOJBI U
MPE/UIOKEHUSI O KOHKPETHBIX JIEHCTBHUAX, KOTOpPbIE, 1O MHEHHUIO COCTABUTENS, HEOOXOIMMO
HPEIPUHATD B CBA3U C U3JI0)KEHHBIMU (DAKTaMHU.

[Tocne 3aKkpbITHS y4eTHONW KapTOUKH M BCEX IMPHIIOKEHHBIX (DailIoB ciyxeOHas 3amucka
OyZeT aBTOMAaTUYECKM HalpaBleHAa Ha COIJIACOBAaHHE JIMHEHHOMY PpYKOBOJMTENIO, 3aTeM Ha
PacCMOTPEHME U PErUCTPALIMIO.

4.4.5.6. OObsicHUTENIbHAS 3alKCKa

CocraBisieTcss Kak BHYTPEHHHUH JOKYMEHT M3 mnanku «OOBACHUTEIbHBIE 3allUCKU» 110
mabnaony «OObsICHUTETbHAS 3aITUCKaY.

OObscHUTENbHAA 3amMcKa sBisAeTCs (OpPMON BHYTPEHHEH IEPENUCKU U COAEPKUT
00CTOSTENNFHOE U3JI0KEHNE KAKOT0-TH00 HapYIICHUs C pa3bsCHEHUEM (PaKTa HapyIICHHUsS KaKoro-
0o naedcTBUs MO0 Oe3nelcTBUs cocTaBuTens. Ha ocHoBaHMM mpejcTaBieHHOW HH(popManuu
MOTYT HPUHHUMATBHCS YIPABIECHUYECKHE PELIECHUS O NPHUBJICYEHUM BUHOBHBIX K JMCUUIUIMHAPHOU
OTBETCTBEHHOCTH.

B yueTHO# KapTOUKE HEOOXOIUMO 3aNOTHHTH!

— none «HanmenoBanue»,

— TpuIoXKeHHbIH (aiin «OOBsICHUTENbHAS 3aIHCKaY;

[Tocne 3akppITHS YYETHOM KapTOUKH M BCEX MPUIIOKEHHBIX (DailIoB 00BSICHUTEIbHAS 3AITHCKA
OyzeT aBTOMAaTUYECKM HalpaBlieHAa Ha COIJacOBaHHE JIMHEHHOMY PpYKOBOJMTENIO, 3aTeM Ha
PacCMOTpPEHME U PETUCTPALIMIO.

5. HOPAAOK PABOTHI C OTAEJIBHBIMU BUJAMU JTOKYMEHTOB
5.1. IloaAroToBKA OPraHU3aLMOHHO-PACTIOPSANTE/IBHBIX JOKYMEHTOB
5.1.1. Dransl noaroroBkM npoexktra OP/{

ITonroroBka nmpoekra OP/] BKIto4aeT cienyromye dTamnsl:

— M3y4YEHHE CYIIECTBA BOIpoca U cOOp HEOOXOAUMBIX CBEJICHUH,

— cocraBieHue Tekcrta mnpoekra OPJI u3 coorBercrBytomiero 1mabnoHa B «1C:
JlokyMmeHTO000pOT 8,

— corynacoBaHue u yrBepxkJeHue npoekta OPJl ¢ ucnonb3oBanuem npotecca «O0paboTka
IIPUKa3a».

IIpoextet OPJl Bcex BUIIOB, a TakXe W3MEHEHUS K HUM COCTABIISIIOTCS W3 TOAMAIKH
«IIpoexTel» manku coorBercTByIOmero Buaa OPJl kak BHYTpeHHUH JOKYMEHT IO MIa0JIOHY,
BKIIOUeHHOMY B «1C: JIokyMeHTOOO0pOT 8».

[Tocne 3akpeitust kaprouku OPJ] nokymeHT Oyner HampaBlieH Ha coryiacoBaHue (1o
3aJIaHHOMY MapIIpyTy, BKJIOYast JUHEHHOTO PYKOBOJUTENS ) M YTBEPHKACHUE JIUIY, OTBETCTBEHHOMY
3a €ro MOJIUCAaHUE.

Jlns HampaBieHus Ha COIVIACOBAHME NPHKa3a C IMPUIOKEHUEM YCTAaHOBUTE CBSI3b MEXKIY
MIPUKA30M U MPUIIOKEHUEM K HEMY U J00aBbTE B CIIMCOK IPEAMETOB HY>KHBI BaM JIOKYMEHT.

5.1.2. TpeGoBanus K cTpykType u coaep:xxanuio OP/[

Ob6s3arensubiME  pekBu3uTaMu OPJl siBisttorcsa: HauMeHoBanue AY «Hedteroranckuit
MTOJINTEXHUYECKUI KOJUIEK», HAMMEHOBAaHHE BUJA JOKYMEHTA, JaTa, PETMCTPAlMOHHBIA HOMED,
MECTO COCTaBJICHMS WIM HU3LAHUSA JOKYMEHTA, 3arOJOBOK K TEKCTY, TEKCT JOKYMEHTa, IOIHUCH,
OTMETKa 00 HCIOJIHUTEIE, IPUIIoKeHUE (TIPH €ro HaJN4UH ), TUCT O3HAKOMIICHHS C TPUKA30M.

Texct OPJl cocTouT U3 ABYX YacTei: KOHCTaTUPYIOWIEH U paCIOPAIUTEIbHOM.

B xoHcTaTupyromieit vactu gaetcsi 000CHOBaHUE PACTIOPSIIUTENBHBIX AeHCTBUN. B KauecTBe
000CHOBaHUS AEUCTBUI MOXKET BHICTYNATh:

- HOPMaTUBHBIN IIPaBOBOM aKT BBIIIECTOAIIEIO OPTaHA WIIW PACTIOPSAUTENBHBIN TOKYMEHT,
paHee U31aHHbINA OpraHUu3aLNel;
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- ¢opmynupoBKa menell M 3a7ad, CTOSANIUX Iepel OopraHu3anuei, onucaHue (akToB WIH
COOBITHIA, TOCTYKUBLINX MPUUMHON U3/1aHUs TPUKAa3a.

OHa MOXET HaUMHATbCSI CJIOBAMMU «8 YelsiXy», «8 COOMEEMCMBUUY, B0 UCNOHEHUEe» U T. 1.

Ecmu OPJ/I n3naercs Ha OCHOBaHUM APYTOro JOKYMEHTa, TO KOHCTaTHPYIOIIAs 4acTh OyaeT
coj/iepaTh HAMMEHOBAHUE ATOTO JIOKYMEHTA, €ro JaTy, HOMEpP U 3arojioBok. B yueTHo#l kapTouke
npoekta OPJ] nomkHa ObITh YCTaHOBJIEHA CBSI3b C IOKYMEHTOM-OCHOBAHHEM.

Koncratupyromyro dacte (mpeaMOyny) OMYyCKarOT, €CIIM COACpKAHHE JIOKYMECHTa HE
HY>KJaeTcs B MOSICHEHUH UM 000CHOBAaHHUH.

BBognas wacte npoektoB mnpuka3oB 3aBepmiaercs cioBoM INPUKA3BIBAIRO, kotopoe
MEeYaTaeTCsl C HOBOM CTPOKH MPOMHCHBIMU OyKBaMu 0€3 Pa3pslIKh C BBIICICHHEM IONYXHPHBIM
mpudTom uiu 6e3 BeIICIEeHUs OT ad3alia, ocae KOTOPOTro CTABUTCS IBOCTOYHE.

BBosHast yacTh NMPOEKTOB PEILICHUI 3aBEPIIACTCS HA3BaHUEM KOJUIETHAIBHOTO OpraHa, ero
npuHuMarotiero, u ciosa PEIITNJI.

BBonHass dYacTh MPOEKTOB  pacCHoOpsDKEHHE, KaK MPaBUIO, 3aBEPIIACTCS  CIOBOM
OBA3BIBAIO, HO B HEKOTOPBIX CIy4asiX B 3aBUCUMOCTH OT COJIEP>KaHUS pACHIOPSAAUTENLHON YacTu
nokymeHnTa ciioBo OBSA3BIBAIO MosxeT OBITh OITyIIEHO.

PacniopsimuTtenbHas 4acThb COCTOUT U3 MYHKTOB, B KOTOPBIX M3JIAraloOTCsl YIpaBICHUYECKUE
petieHusl.

Ecnu pemieHne sBIseTCS OpraHU3allMOHHBIM («YTBEPAUTHY, «CO3AATb»), B IIYHKTE
pactopsANTEIILHON YacTH MpuKaza GOpMYyIUPYETCs caMo pelieHre 0e3 yKa3aHUs UCIOHUTENCH
CpoKOB ucnoigHeHHus. OpraHu3alvoOHHBbIC PEHICHHS BCTYMAlOT B CHUIY C JaThl IMOANHUCAHUS U
pEerucTpalfy MpuKasa.

Ecnu nyHKT popMynupyeT nopydeHue, B HEeM yKa3bIBaeTCs:

- IOPYYECHUE;

- HCTIOJTHUTENh (MCIIOJTHUTEIH );

- CPOK UCIIOJTHEHUS TIOPYICHHS.

Ecim  ympaBneHueckoe — IE€WCTBME — MpEANoiaraeT  KOHKPETHOTO  WCIIOJHUTEN,
COOTBETCTBYIOIIMI MYHKT JIOJDKEH HAYMHATHCS C YKa3aHUsS JIOJDKHOCTH U (paMUJIUU HCTIOTHUTEIIS
(MHMIIMAJIBI B TEKCTE CTaBATCS MOcie (aMUINK) B 1aTEIHHOM MaJiexke sl IPUKA30B U POUTEIBHOM
— s pacniopsbkeHuii. Eciu B kadecTBe HMCTIOJNHUTENS yKa3bIBA€TCs MOJpa3eieHue, TO TOocie
Ha3BaHUS TOJpa3feNieHHus B CKOOKax ykaspiBaeTcs GaMuius PYKOBOAUTENS MOApa3elieHUus B
MMEHUTEIILHOM TaJIeKe, Hanpumep:

IMPUKA3BIBAIO:

1. 3aBenyromemy xo3siictBoM Paxmatymuny A.P. B cpok no 18.03.2024 mnposectu
MHBEHTApH3aLHUIO. ..

WIN

1. XossiictBennoit dactu (Paxmarymuny A.P.) B cpok mo 18.03.2024 mnposecTH
MHBEHTapHU3alHIo. . .

OBS3bIBAIO:

1. 3aBenyromemy xo3siicteoMm Paxmarynunay A.P. B cpok 1o 18.03.2024 pa3zpaborars. ..
WK

1. XozsiictBennoi yactu (Paxmarymunay A.P.) B cpok 1o 18.03.2024 pa3paboTarts...

B mpukazax no 1M4HOMY cocTaBy (paMMINU, UMEHA U OTUECTBA MUILYTCS MTOJTHOCTBIO.

Ecnmu B pacnopsauTenbHOM JIOKYMEHTE HEOJHOKPATHO YHOTpeOsseTcsi, TO WM HHOE
MOHSTHE, HAMMEHOBAaHUE WJIM IE€PEUMCIeHHE Yero-aubo, TO MpH MEPBOM YINOMUHAHUH OHO
NPUBOANUTCS LIEJIMKOM, a B CKOOKax YKa3blBaeTCsl COKpALCHHOE Ha3BaHUE, HaIpuMmep:
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Ipouszsoocmeennviii omoen (danee — I10), mocne 4ero ymoTpeOIseTcs TOIBKO COKPAIIEHHOE
Ha3BaHUE.

Ecau npoekT pacrnopsauTebHOrO JOKYMEHTa OTMEHSET IOJIHOCTHIO WIIM YaCTUYHO paHee
W3JIaHHBIC JIOKYMEHTBI, TO B TPEIIOCICAHEM IYHKTE MPOCKTa PACHOPSAUTEIBHOTO JOKYMEHTA
HE00XO0/MMO UX yKa3aTh.

Hanpumep:

3. [Ipu3Hath yTpaTUBIIUM CUJIY TIpUKa3 oT 25 ceHTs0ps 2021 r. Ne 555 «OO0 yTBep)aecHUU
[TpaBw1 BHYTPEHHETO TPYIOBOTO PACIIOPSIKAY.

B IMOCICAHEM IIYHKTEC pacrnopsaguTCIbHOI0 JOKYMCHTA YKa3bIBA€CTCsA HaWMCHOBAHHC
AOJDKHOCTH JIMIId, OTBCTCTBCHHOI'O 3a €TI0 MCIIOJIHCHUC, C YKA3aHUCM (1)aMI/IJII/II/I 1 MHUIaJIOB.

Hanpumep:

4. KoHTpoJ1b 32 UCIIOJIHEHUEM ITPUKA3a BO3JIOKHUTH HA 3aMECTUTEIISI TEHEPAIbHOTO JTUPEKTOpa
NBanosa A.A.

B mnpukazax 1o OCHOBHOW JESTENBHOCTH JIUCT O3HAKOMJIEHUS C IIPUKA30M JIOJDKEH
pacrojaraTscs ocje MPUIOKEHHS K MpUKa3y (IpU ero HaIUYuM).

5.1.3. CorsiacoBanue u yrBep:kaenue npoekros OP/[

CornacoBanne npoekta OPJ[ npousogutcs B «1C:J/lokymentoo6opote 8». [nst kaxxaoro
Buga OPJ] wHacTpoeH mIa0ioOH COTJIAaCOBAaHUS, KOTOPBIM COACPKUT CHHCOK O00s3aTeIbHBIX
COTJIACYIOIIMX JIMII.

O6s13aTeTFHBIME COTNACYIONMMHE JTHIaMHK rpoekTo OPJ] sBnsiorcs’:

— PYKOBOJUTEIb MOIpa3ieNieHus, B KOTOPOM MoAroToByeH mpoekt OP/I;

— PYKOBOIUTENU MOApa3JeNIeHNH, AEITeTbHOCTh KOTOPBIX 3aTparuBaeTcs COAep KaHHEM
npoekra cornacyemoro OP/I;

— IOpPHUCT (Ha IpEeIMET COOTBETCTBHS OJHOMOYMI U3/JAI0IIET0 JOKYMEHT JIMLA COIEPKAHUIO
OP/1, a Takke B 4aCTH OLIEHKH IIPABOBBIX BOIIPOCOB, BOZHUKAIOIINX B CBSI3U C U3/1aHUEM JIOKYMEHTA);

— «CexkpeTrapb-1eT0NPOU3BOIUTEIb) (Ha npeameT COOTBETCTBUS HOpMam
JIeJIONPOU3BO/ICTBA U TpeOoBaHUAM HacTosiero [lonoxenus);

— I'maBHbIt Oyxrantep (eciu conepxkaHue Mpoekra cornacyemoro OPJl cBs3aHo ¢
pacxoJ0BaHHWEM JIEHEKHBIX cpelcTB «OpraHuzauumm» win ecau npoekt OPJl comepxur
MIPEIICaHue O ICHEKHBIX BBITUIATAX);

— OTBETCTBEHHBIH 3a KapoBYI0 paboTy (AJ1s MPUKA30B MO JIMYHOMY COCTABY).

OTBeTCTBEHHOCTh 32 TMPAaBUIBHOCTh TOPSAKA COTJIACOBAHMS W TOJHOTY CIHCKa
COIVIACYIOIIMX JIMI] HECET PYKOBOAMTEIb CTPYKTYpPHOTO MOJpa3JieieHHs-pa3padoTyiKa MpOoeKTa
OPJI.

Cpok popabotku npoekta OPJl mocie OoKOHYAaHHS dTara COTrJIAaCOBaHUS OIpPEACISeTCs C
Y4eTOM KOHEYHOI'O CpOKa MOATOTOBKH JIOKYMEHTA.

KoppekTHoe ncnonbp3oBaHie roTOBbIX M1a0JOHOB JOKYMEHTOB U 11abJI0HOB MpotieccoB «1C:
JlokyMeHT0060poT 8» onTumMu3upyeT padoty ¢ OP /I, moBbIIIaeT KauecTBO JOKyMEHTOB U COKpAaIIaeT
BpeMs Ha UX pa3paboTKy.

YrBepxnenue npoekra OP/] npousBoautcs B «1C: JIokyMeHTOOO0POT 8» B paMKax Impoliecca
«O06paboTtka mpukazay 1st nanaoro suma OP/I.

bymaxnas Bepcus OPJ] moanexXuT BH3UPOBAHUIO YIOTHOMOYEHHBIM IuioM. [lepemauy
JIOKYMEHTA Ha MOANKCaHne ocyliecTBIseT «CekpeTapb-1eI0pOU3BOAUTENb.

T [epeuens co2nacyrowux auy modicem Obims CKOPPEKMUPOSAH NPU 6HEOPEHUU C YUEMOM OP2AHUSAYUOHHOL CIMPYK-
mMypbl NPOGeccuorHanbHoOU 00PA3068aMeNbHOU OP2AHUAYUU.
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Buecenue ucnpasnenuii B yrBepxkaeHHblii OP/] 3anpemaercs.

[IpucBoenue  peructpanmonHoro  Homepa OPJl  mpousBomgutca  «CekperapeM-
nenonpousoguteniem» B «1C:JlokymMmeHTO000pOTE 8% MOCHE €ro COTJIacOBaHUS U YTBEPKACHUS TI0
3apaHee HAaCTPOCHHBIM mpaBuiiaM Hymepauuu. s OP/] Benercs ckBo3Hasi HyMepalus B Ipeaenax
KaJIEHIApHOT0 I0J1a OTJAEJIBHO AJIs KaX10Tr0 BUJa TIOKYMEHTA.

5.1.4, llyoaukamnusi, xpanenue u gocryn k OPJI

OnextpoHHass Bepcust OPJl xpaHuTcs B Mamke JAHHOTO BHJAA JOKYMEHTa CIPAaBOYHMKA
«BuyTtpennune noxkymeHThl» mporpammbl «1C: JlokymeHTo000poT 8», Hampumep: «lIlpuxazvl no
OCHOBHOU 0esIMeNbHOCTNUY.

Opurunansubiii  sx3emmuisip OPJl  xpanutcs y «Cekperapsi-Aelonpou3BOAUTENS» B
COOTBETCTBUU C TpeboBaHUsAMU pa3zzaena 7.3 Hacrosiero [lonoxenus.

Hoctyn x anektponHod Bepcuu OPJl ocyiiecTBisieTcsi B COOTBETCTBUM C HACTPOMKaMU
noctyna B «1C: JIokyMeHTO000POT 8», MPUCBOCHHBIMH MAaIKe JaHHOTO BUJIA JTOKYMEHTA.

JloBenieHue yTBEPKIEHHOTO U 3apeructpupoBaHHoro OPJ] o cBeneHus 3aMHTEPECOBAHHBIX
aun,  ocyuiectBisgercs «CekperapeM-IeJoNnpou3BOIUTEIEM» B COOTBETCTBUHM C TOPYYCHHEM,
BBIIaBAEMBIM B paMKaX KOMIUICKCHOTO mpoiecca «O0paboTka npukaza» /«O0paboTka pemnieHus»/
«O06paboTka pacniopspkeHus» nporpaMmmsl «1C: JlIokyMeHTO0O0pOT 8».

[lyOnukanusi TOKyMEHTa 3aKJIOYaeTCsl B IMEPEHOCE 3aperMCTPUPOBAHHOIO JIOKYMEHTA W3
nanku «[IpoekTbl» B mamnky MaHHOTO BUAA AOKYMEHTa, Hampumep, [lpuxassi no OCHOBHOU
desmenvrocmu, Pacnopsiscenus enasnozo oyxearmepa, Il lpomokonvl Habniooamenvno2o cogema uiu
HUnempykyuu.

[Tpu myOnuKau JOKYMEHTA CIIeyeT OUMCTHTD «Pabouyro rpymiry» B KapTOUKe JOKYMEHTA.
B sToM cnyyae gocTynm K IOKYMEHTY MOJIy4aT T€ MOJIb30BaTENH, KOTOPHIM MPEIOCTaBIEH JOCTYI K
HAIKe C IaHHBIM BHUJIOM JIOKYMEHTOB.

5.1.5. KoHTpOJIb U 0TBETCTBEHHOCTH 32 ucnojHeHue OP/[

KonTposbs coctour B o0ecreyeHHMH KaueCTBEHHOTO M CBOEBPEMEHHOTO WCIIOIHEHHUS
nopy4eHuil. Bergensercs pakTuueckuii 1 CpoKOBBIA KOHTPOJIb.

@DaKTUYECKUI KOHTPOJIb HWCHOJHEHHUS BBIMOJIHSAET JIOJDKHOCTHOE JIMIO, YKa3aHHOE B
HOCJIEAHEM ITYHKTE pacHOPSAUTEIbHOTO JOKYMEHTa. JTO )K€ JIUIO JI0JKHO OBITh yKa3aHO B MOJE
«Ha xoHTposie» yueTHoW KapTouku rnpouecca «/cnomnenue». Kak npaBuio (HO He 00s13aTENbHO),
KOHTpOJIb BO3JIaraeTcsi Ha YINOJHOMOYeHHoe iuio, usgaromee OPJl, u odopmisercs ¢pasoii:
KOHMPOIb UCHOJIHEHUS OCMABTIAI0 3d COOOU.

KOHTpOib CpOKOB HCIIOJIHEHUS JOKYMEHTOB M TIPUHATBIX PEIICHUH OCYLIECTBIISAET
«CekpeTapb-/1eJI0NPOU3BOAUTENBY, KOTOPOMY JI€JIETHPOBAHbI MPaBa Ha OCYIIECTBICHUE KOHTPOJIS.

Bcem koHTponupyromum aunaM goctynHa popma «Ha kontpone» B «1C: JlIokyMeHTO000pOT
8», B KOTOpPOl OTpakeHa akTyaiabHasi HHQopMaIs 000 Bcex Mpolieccax, MpeMeTax U JOKyMEHTax,
MIOCTaBJIEHHBIX HA KOHTPOJIb.

JIOMKHOCTHOE JIUII0, OCYLIECTBIIAOIIEE (PAKTUUECKUIM KOHTPOJIb, YIIOJTHOMOUYEHO CHUMATD C
KOHTPOJISL Tpolecc, MpeaIMeT WM JOKYMEHT, a TakKe 3alpalinBaTh HHPOPMALMIO O XOJe
WCIIOJTHEHUSI.

KoHTpob CpOKOB MCTIOTHEHUS POBOAMUTCS MyTEM €XeTHEBHOro MOoHUTOpHHTra Gopmbl «Ha
koHTpoJie» B «1C: J[JokymMmeHTOO00pOT 8», B KOTOPOU BBIBOJSATCS 3a7a4d, UCTEKAIOIINE HA 33/ TaHHYIO
nary (ynpexJaroInii KOHTPOJIb), a TAKXKe Ha TEKYIIYIO JaTy.

KonTponupyromue via BIpaBe HAIpaBlATh HAIOMUHAHUS UCIOIHUTENSIM U3 popmbl «Ha
koHTposie» B «1C: JlokyMeHTO060pOT 8».

OTtBercTBeHHOCTH 3a HcnosiHeHue OP /] Bo3naraercs Ha pyKoBOUTENEH COOTBETCTBYIOIINX
NOJIpa3/iesIEHNH, KOTOPBIM MPEAIUCHIBAETCS COBEPIICHHE AeMCTBUI 110 ncnonHennto OP/I.

OTBETCTBEHHBIC MCTIOTHUTENHN ToMy4daroT 3anauy «Mcmomaute» B «1C: JlokymMmeHTOO00pOT
8» 1 00s13aHBI B JICHb MOCTYIIJICHUS 33]]a4d PUHATH €€ K UCTIOJHEHUIO, IPEANPUHATE BCE EUCTBUS
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JUIE KaueCTBEHHOTO KCIIOJIHEHHsI 3aadyd B CPOK M CBOEBPEMEHHO HH(OPMHUPOBATH JIUIIO,
KoHTponupymoimee ucnoiaHenue OPJ], o060 Bcex ciiydasgx ero BO3MOXHOTO HEHUCIIOJIHEHUS
(HEeMCIOJIHEHUSI B YCTAaHOBJIEHHBIN CPOK).

5.1.6. BHecenne usmMeHeHnii 1 orMmeHa aeiicreust OPJ{

OcHoBaHMeM JyIsl BHECEHUS U3MEHEHUH B AeiicTByromuii OP /I sBnsercs:

— M3MEHEHHE peryaupymomlei cpepl (BHEIMIHUX O(PUIIMATBHBIX HOPM),

— W3MEHEHHE BHYTPEHHUX O(UIUATBHBIX HOPM,

— W3MCHECHHE OPTraHM3aIMOHHOW CTPYKTYpel AY «HedretoraHckuii MOJUTEXHUYESCKUN
KOJIEIDK», TiepepaciipeiesieHie PyHKIUNA MeXay CTPYKTYPHBIMU MOIpa3/IesIeHUsIMU,

— pe3yJibTaThl TMPOBEJACHHBIX MPOBEPOK BHYTPEHHUMH W/WIM BHEIIHUMH HaJI30pHBIMHU
OpraHamu,

— HEO0OXOAUMOCTH aKTyaIH3alu PEeriiaMeHTHBIX TOKYMEHTOB.

W3menenus wu gomonHeHus B OPJ[ Moryr ObITh BHECEHBI YTBEPIUBIIUM €O
YIOJTHOMOYEHHBIM JIULIOM.

Jis nonHoM nin yactuyHoit ormensl OP /] TpeGyeTcs co31aTh HOBbIM BHYTPEHHUN JOKYMEHT,
cojiep KalIiii I3MEHEHUs U AonoiaHeHus B neictyrommii OP/l, u 3amyctuth nponecc «O6padboTka
MIPHKa3a 0 OCHOBHOM jearerabHocTu» B «1C: JIokyMeHTO000pOT 8».

OP/l, yrBepxnaromiyie uU3BMEHEHHUS U NONOIHEeHHs B AeicTByomue OP/] unu periiameHTHbIC
JOKYMEHTBI, B 0053aTE€IbHOM MOPSAIKE AOJDKHBI COAEpKAaTh MOPYYEHHUS HAa MOATOTOBKY HOBBIX
AJIEKTPOHHBIX BepCUH, M3MeHseMbIx/nononHseMbix OPJ] mnm permamMeHTHBIX JAOKYMEHTOB IS
pa3MelleHusT B COOTBETCTBYIOIIMX MamnKax crpaBouyHuKa «BHyTpeHHue pokymeHTsD» «l1C:
JlokyMeHTO060pOT 8» pazmena «JloKyMeHTHI U (haliiibDy».

N3menenus B reket OPl opopmitstrores myrem uzfanus HoBoro OPJI ¢ ykazaHueM Ha OTMEHY
NEeNCTBUS HEOOXOAMMOIO IIYHKTA U U3JI0’KEHUS €r0 B HOBOU pefaKIuy.

W3menenus B npunoxxkeHus: K OPJl odopMiIstoTcst OTAeNbHBIM TOKyMEeHTOM «/3MeHeHus B
OP/1» B Bune npunoxenus: kK OPJI, BBojseMy ero B JeiicTBuE.

N3menenus B OP/] unn ormena nevicteust OPJ] oTpakaercs B KapTOUKE COOTBETCTBYIOIIETO
OP/] co ccputkoit Ha OPJI, ero oTMEHSIONTUHA.

5.2. IToaAroToBKAa 10rOBOPHBIX TOKYMEHTOB

5.2.1. Pa3zpa6orka TunoBbix ¢opm aorosopos (TD/I)

Tumnossle GpopMBbl 10roBOpPOB pa3padaThiBatoTCs JJOroBOPHO-NIPABOBBIM OTJIEJIOM IO 3asiBKE
3aMHTEPECOBAHHOTO MOJPa3/IeieHUs C EeNbl0 YHU(UKAIIMY BUJIOB IOTOBOPHBIX JJOKYMEHTOB.

Pesynbrar yHudukanuu:

— COKpallleHHEe KOJMYECTBa NMPUMEHSIEMBIX (JOPM JIOTOBOPOB B paMKax OJHOTO MPOIyKTa/
YCIIYTH/BHUIa NEATEILHOCTH,

— CHIDKEHHUE PUCKOB HCIOJIb30BaHUS HEYTBEP)KJICHHBIX (POPM JI0TOBOPOB,

— aBTOMAaTH3alus NOJrOTOBKHU JOIOBOPOB,

— panMoHaJIbHAs OpraHu3alys yuyeTa U cucTeMaTu3anuu GopM J0roBOPOB,

— KOHTPOJIb COCTaBa MPUMEHAEMbIX (HOPM TOTOBOPOB.

ABTOMAaTH3aIUIO MOATOTOBKH JOTOBOPOB M0 yTBepkIeHHbIM Td/] obecrieunBaeT TeXHOIOT
nyTeM TIpoBefeHus cieayrommx onepanuii B «1C: JlokymeHTOOOOpOT 8» Ha OCHOBAaHUHU
CONPOBOAUTENBHON JOKYMEHTAMH, IPUIOKEHHON K yTBepxkaAeHHOU TD/I:

— CO3J@ET COOTBETCTBYIOIIMN BHJ JOTOBOPHOTO JIOKYMEHTa B CIPaBOYHUKE «Buniel
nokyMeHToB» pasaena HCU,

— cosznaet maboH Qaiina Ha ocHOBE TekcTa yTBepxkaeHHol TD/I,

— HacTpauBaeT yCJIOBUS MapLIpyTU3aLUH,

— co3JaeT maboH BHYTPEHHET0 JOKyMeHTa «JloroBopy,
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— Co3/1aeT MabJIOHBI TPOIIECCOB PAOOTHI, MPUBSI3aHHBIC K MA0JOHY BHYTPEHHETO JOKYMEHTA
«JloroBop» (coriiacoBanue, yTBepkJIeHHE, UCTIOJTHEHUE TOTOBOPHBIX 0053aTEIbCTB U AP.),

— HacTpauBaeT MpaBuUja aBTOMATUYECKOTO 3allyCKa CO3JIaHHBIX IPOLIECCOB pPAabOTHI ¢
JIOTOBOPHOM IOKYMEHTAIIUEH.

[[Tabnon noroBopa, co3AaHHbIN Ha OCHOBE yTBepkaAeHHON TD/I, ¢ npuokeHuem madioHOB
¢baitoB U MPOU3BEACHHBIMI HACTPONKaMU, IIOMEIIAETCS TEXHOJIOTOM B IMaIKy COOTBETCTBYIOUIETO
BUza goroBopa paszaena «llladmonsr nokymentosy cnpaBounuka HCU «1C: JIokymMeHTOO00pOT 8».

NudopmupoBanre monb3oBareneii 0 CO3JaHMM HOBOTO IIa0JoHa JOroBOpa MPOU3BOJIUT
TEXHOJIOT C UCII0JIb30BaHKEM Ipolecca «O3HaKOMIIEHUEY.

5.2.2. Co31aHne HOBOTO 10T0OBOpa

Jlnst paboThl HEOOXOAMMO HCIOJIB30BAaTh TOJBKO MIA0JIOHBI JOTOBOPOB, Pa3MEUICHHBIE B
pasznene «lllaGmonbr nokymentoB» «l1C: JlokymeHTOOOOpPOT 8» BO HM30€k)aHWUE HCIIOIH30BAHUS
HEaKTyaJlbHbIX, OTMEHEHHBIX ()OPM.

HoBplii 10oroBop co3naercs U3 Hy»KHOTO I1a0I0Ha TOTOBOPa TUIIOBOM (POPMBI, IIPU 3TOM (aiin
JoroBopa Oy/eT YaCTUYHO 3all0JIHEH PEKBU3UTAMU JJOKYMEHTA, K KOTOPOMY OH IpukperuieH. [locne
3aKpBITUS. KAapTOYKU JOTOBOpa JOKYMEHT OyAeT HampaBlieH Ha COIJIacOBaHHE IO 3aJaHHOMY
MapHIpyTy JUIsl JaHHOTO JIOTOBOpa B paMkax mporecca «O0paboTka JOroBopa THIIOBOH (OPMEI,
3aTeM YTBEPKACHUE JIHILY, OTBETCTBEHHOMY 3a €T0 MOITHUCAHHE.

Ecnmu npemnonaraercs pabora mo jgoroBopy, (opma koTtoporo ObUia IMONy4eHA OT
KOHTpareHTa, TaKOi JOTOBOP SBISETCS HETUNOBBIM. [lociie 3akphITHS KapTOYKHU I0TOBOPA IOKYMEHT
OyJeT HaIlpaBJIEH Ha COIVIACOBaHHWE I10 33JaHHOMY MapIIpyTy JUIsl JTAHHOTO BHJIa HETHIIOBOI'O
JnoroBopa B pamkax mporecca «O0paboTka JoroBopa HETHIOBOM (OpPMBI», 3aTEM yTBEpKICHUE
JIUILY, OTBETCTBEHHOMY 3a €r0 MOJAINUCAHUE.

5.2.3. OdopmiieHne OPUTHHAJIOB I0OTOBOPOB

OpurnHansl J0roBOpoB, ohopMIIEHHBIE 0ojee YeM Ha OJHOM JIMCTe, mpommBatoTcs. Ha
000pOTHOM CTOPOHE JOTOBOPA (B MECTE CIIMBKHU ) IPUKJICHUBACTCS TUIOMOUPYIOIINIA INCTOK, KOTOPBIN
COJIEPIKUT:

— HaJaNmuCh (HaMeyaTaHHYI0 WMIU COCTaBIEHHYIO OT pykH) «[IpomuTo u mpoHymepoBaHO
X MUCTOB (CTpaHHIL)»,

— ®UO 0TBETCTBEHHOTO COTPYAHUKA MPOGUIBHOTO NOIpa3AesieHUsl U €ro MOAINUCH,

— ®UO yrnomHOMOYEHHOTO JIUIIA U €TO MOJIIHUCh,

— ®UO yrnoaHOMOYEHHOTO JIMIAa KOHTPAreHTa U €ro MOJIUCh,

— OTTHUCK MeYaTy OpraHu3alum,

— OTTHUCK MeYaTu KOHTpareHTa (sl FOPUIUIECKUX JIUIT).

[Toanucy u OTTUCKHU TIeUaTel TOKHBI BBIXOIUTH 32 PAMKH IIOMOUPYIOIIETO JTUCTKA.

JlaTolt 3aK/I04eHus 10TOBOpa CYUTAETCS JlaTa MOANKUCAHUS MTOCIIEHEN U3 CTOPOH AOrOBOpa
WIH JJaTa TOCYAapCTBEHHOM PErUCTPaIMK JOTOBOpa (€CIIH JOTOBOP MOJICKUT TAKOW PETUCTPALIUHN).

JlaToll 3akiroueHus JOroBopa NMPUCOEAMHEHHUS CUUTAeTCs JlaTa, KOrja 3asBUTENEeM ObLIO
nepenaHo B «OpraHuzaiyioy» MOAMHUCAHHOE UM 3asBIICHHE (MHOW aHATOTUYHBIA JTOKYMEHT) O
MIPUCOCTUHEHUH K YTBEPXKIECHHBIM (OpMYIIsipaM, MpaBWJIaM M WHBIM CTaHIAPTHBIM (popmam, eciu
MHOE HE MPEelyCMOTPEHO 3aKOHOAATENbCTBOM Poccuiickoit deaepaniny Uiy yCIoBUSMHU JI0TOBOpA.

MecToM 3aKiII04eHHs T0TOBOPA CYUTAETCS MECTO €70 MOITUCAHUS YITOJTHOMOUYEHHBIM JIUIIOM.

5.2.4. lloagnucaHne OPUTHHAJIOB 10TOBOPOB

OpuruHansl 10roBopoB, ohopmiieHHbIE O0JIee YeM Ha OJTHOM JIMCTE, MOAJIEKAT MOANUCAHUIO
Ha K10l cTpaHUIle YIIOJTHOMOYCHHBIMH Ha MOANKUCAHUE TOTOBOPOB MPEICTABUTENISIMUA CTOPOH.

CoTpynHUK TNpPOQHIBHOTO TOApPA3AEiICHUs TMepeaaeT BCe OK3EMIUISIPbl  JI0roBOpa,
MOJMUCAHHOTO KOHTPAareHTOM, Ha MOJNHCAHUE YIOJIHOMOYEHHOMY JIUIY (IOTOBOP TaKXKe MOXKET
OBITH CHaYasIa MOANKUCaH YIIOJHOMOYEHHBIM JIMIIOM, a TIOTOM II€pe/iaH Ha MOANNCAHUE KOHTPATreHTy).
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[Tocne monmucanusi AOroBopa yMOJHOMOUYEHHBIM JIMIIOM Ha BCEX 3K3EMIUISIpax JOTrOBOpPa
MIPOCTABJISIETCS] OTTUCK NI€YaTH OpraHU3aliu, U HE00X0JUMO€E KOJIMYECTBO SK3EMIUISIPOB JJOTOBOPOB
nepeaaeTcsi KOHTPAreHTy, C KOTOPHIM OH 3aKJIHOYEH.

[lepenavya 3K3eMIUISIPOB JOrOBOpa Ha MOJIKCAHUE KOHTpAreHTy orpaxkaerca B JKypHaie
nepenaun «1C: JIokyMeHTOO00pOT 8».

PykoBoguTenu mnonpaszfeneHuil, Ha KOTOPBIX BO3JIOKEHbI (YHKIHMHU MO MOATOTOBKE,
COTJIaCOBAHUIO, PErHCTPAllUM U XPAHEHHUIO JOTOBOPOB, a TAKXKE YINOJHOMOYEHHOE JHUIO0 MpU
MOJANKCAHUU JIOTOBOPOB HECYT MEPCOHAIBHYIO OTBETCTBEHHOCTh 3a COOIIOZCHHE TpeOOBaHMUIA,
ycTaHoBJIeHHBIX [lomoxkeHneMm.

5.2.5. Perucrpanus 3aKkJIH04YeHHBIX JOTOBOPOB

[ToanmucaHHBIM BCEMH CTOpPOHAMH JOTOBOP MOMJICKHUT 00s3aTesbHON peructpanuu B «1C:
JlokymeHT0060poT 8». K KapTouke JOKYMEHTa JOJDKHBI OBITh MPHIOKEHBI CKAHUPOBAHHBIE (Daliiibl
dopmata PDF (mepBas u mnocneaHsisi CKaHHUPOBAaHHBIC CTPAaHHUIBI JOTOBOpa 00S3aTEIbHO).
Perucrparuss 10roBOpoB MPOM3BOMUTCS B paMmkax mporecca «OO0paboTka IOroBopa THUITOBOM
dbopMmby / «O6paboTKa 10roBOpa HETUIOBOK (HOPMBIY.

[IpucBoeHnue perucTpallMOHHOTO HOMEpa MOANMHCAHHOMY JOTOBOPY IPOU3BOIUTCS
cpenctBamu «1C: JIokymMeHTOO00OpOT 8» B MOpsiKe, OmpelneieHHOM MyHKToM 6.13. mo 3apanee
HAaCTPOCHHBIM MPABUIIaM HYMEPAILIMH U YUeTa.

5.2.6. YnpaBJ/ieHne 10roBopamMu

5.2.6.1. XpaHeHUE U WCIIOIh30BAHNE OPUTUHAIOB 3aKIFOUYEHHBIX JIOTOBOPOB

OpuruHanbl 3aKJIOYEHHBIX JOTOBOPOB C MPHIIOKEHUSMU M CBA3AHHBIMU JTOKYMEHTaMU
nepenaroTcs B JIOroBOpHOM OTAEN, T/i€ MOJIIMBAIOTCS B COOTBETCTBYIOIIME JENla U XPaHATCA B
COOTBETCTBHUH ¢ TpeOoBaHusiMU pazzaena 7 [lomoxenus.

HNudopmanus 0 MecTe XpaHEHUS OTPAKASTCS COTPYIHUKOM JIOTOBOPHOTO OT/EJIa BO BKJIAIKE
«XpaHeHne» KapTOYKu JOrOBOPA.

Brimaua opurmHamoB JOTOBOPOB MPOMUIBHBIM  MOAPA3ACICHUSIM TPOU3BOJIUTCA C
paspenieHusi pykoBoauTens JloroBopHoro oraena ¢ COOTBETCTBYMOIIEW oTmeTkoi B JKypHaie
nepenaun «1C: JIokyMeHTOOO0pOT 8».

OpurvHanbl  JTOTOBOPOB  BBIAAIOTCA BO BPEMEHHOE IOJb30BAHME OTBETCTBEHHBIM
COTpYAHHKaM TPO(WIBHBIX TOJPA3JACICHU Ha CPOK He Oojiee OJHOTO Mecsia M IOCJE €ro
MCTEUYEHUS MOAJIEKAT BO3BPATY.

5.2.6.2. XpaHeHue dJIEKTPOHHON BEPCHUU 3aKIIFOUEHHOTO JIOTOBOpa

DneKTpOHHas Bepcus 3akitoueHHoro aoroBopa xpanutcs B «1C: JlokymeHTOOOOpOT 8» B
BUJE KapTOUYKU JOKYMEHTa C IMPWIOKEHHbIMU K Heill Qaitnamu ¢opmara MS Word u PDF B
COOTBETCTBYIOIIEH BHJy AOrOBOpa MOJNanke mamku «JloroBopel» crhpaBo4yHHKA «BHYyTpeHHHE
JOKYMEHTBI» paszzena «JloKkyMeHTHI U (hailiTby.

OTBETCTBEHHOCTh 32 XpaHEHHE JIEKTPOHHBIX BEPCUI JOTOBOPOB M JEKTPOHHBIX 00pazoB
JIOTOBOPOB HECET OTBETCTBEHHBINA COTPYAHUK MPOPUIHLHOTO MOIpa3IeICHUsI.

JlocTyI K 371€KTPOHHOW BEPCUU 3aKJIFOYEHHOTO JIOTOBOPA OCYILECTBIISIETCS B COOTBETCTBUH C
HacTpoiikamu goctyna B «1C: JIokyMeHTO000pOT 8», MPUCBOCHHBIMU JJOKYMEHTY.

5.2.6.3. Yder cBA3aHHBIX JOKYMEHTOB

OTBETCTBEHHBIM COTPYAHUK TPOGUIBHOTO TOJPA3JACICHUS YYUTHIBACT CBS3aHHBIE C
3aKJIIOYEHHBIM JIOTOBOPOM JOKyMeHThl cpeactBamu «1C: JlokymeHTOOOOpOT 8» myTeM
MPOCTABJICHHUSI COOTBETCTBYIOIICH OTMETKM B KAapTOYKE 3aKIIOUEHHOTO JIOTOBOpa O HATMYHUH
CBSI3aHHBIX JOKYMEHTOB.

Bce cBsizanHBIE TOKYMEHTHI, 00pa3yIoIIuecs B MEPUO] ACHCTBUS JOTOBOPA, JOKHBI OBITH
MPUBSI3aHBI B KapTOUYKE 3aKIF0OUeHHOro aoroBopa cpeactBamu «1C: JIokymMeHTOOO0pOT 8» myTem
3arOJTHEHUS CIMCKA CBA3aHHBIX JJOKYMEHTOB B KAPTOUKE JIOTOBOpA.
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5.2.6.4. YupapieHue CpOKOM JACHWCTBUS JIOTOBOPA

OTBETCTBEHHBIN COTPYAHUK MPO(UIBHOTO MOApa3AeICHUs BENET Y4eT CpoKa AEeHCTBUS
3aKJIFOYEHHOTO JToroBopa cpeactBamu «1C: JJokymeHTO000pOT 8»:

— yKa3blBaeT JaTy Hayajua U 1aTy OKOHYaHUs ACHCTBUS JOrOBOpa WM PUCBAUBAET IPU3HAK
«beccpouHbIil» B KapTOUKe 3aKIF0UYEHHOIO J0r0BOPa;

— 3anosHsAeT peKBU3UT «IlOpsIOK MPOoIeHU», BapUaHTAMU KOTOPOTO MOTYT OBITh!

HE IpoAJIeBaeTCs (HalpuMep, MOKYIIKa HEJBUKUMOCTH);

JI0ITyCKAaeT MpoJyleHne (HapuMep, OKa3aHue YCIIyT CONIPOBOXKICHUS, apeH/1a);

aBTOMATHUYECKOE MTPOJIEHHE (JI0TOBOPBI, IPENYCMATPUBAIOIINE aBTOMAaTUYECKOE ITPOJVIEHNE
I10 COTJIAILICHUIO CTOPOH); aBTOMATUYECKOE MTPOAJICHUE MOXKET OBITh YCTAHOBJICHO HA ONPE/IEeIEHHBIN
CpPOK: TOJI, KBapTaj, MecsIl, 0€CCPOUHO U T. 1.

IIpu HacTpoiike mnpu3HaKa «ABTOMaTHYECKOE MPOUIEHUE» CPOK JEWCTBUS J0roBopa
ABTOMATUYECKU HM3MEHSETCS MPH 3aKII0UYEHUU JIOMOJHUTEIBbHOIO COTJIAllleHUs, MPU JTOCPOYHOM
pacTOpPKEHUH JI0TOBOPA, IPU UCTEUECHNUHU U3HAYAJIbHO YCTAaHOBJICHHOTO CPOKA AEHCTBUS.

OTBETCTBEHHBIN COTPYAHHUK MPOPHILHOTO TTOAPA3ACTCHHS TOTYIAET IO IIEKTPOHHOH 1MOUTE
aBTOMAaTHUYECKUE YBEIOMIICHUS O MPOJUIEHUH CPOKa I0roBOpa (/17151 3TOr0 OH JAOJIKEH OBITh YKa3aH B
nojie «OTBETCTBEHHBII» KapTOUKM JIOroBopa). Ecium A0roBop He MOMIEKUT JajbHEHIen
IPOJIOHTAIMH, TO CIIOCO0 MPOJUIEHUS 10roBopa n3MeHsercs Ha «He npoaneBaTby.

5.2.6.5. Yder cymMmBbI 1oTOBOpa

OTBeTCTBEHHBIN COTPYAHUK MPO(UIBHOIO MOJAPA3JEIEHUS BEAECT Y4eT CYMMBI JI0roBOpa
cpeactBamu  «1C: JlokymeHntoobGopor 8» myreM 3amonHeHuss mons «Cymma» B KapTOuyke
3aKJIFOYEHHOTO I0OTOBODA.

VY4er cymMMBbl JOroBOopa BEJETCS B BAIIOTE JI0IOBOPA, KOTOpas HACTPAaWBAETCS TEXHOJIOIOM
B pasaene «HopmatuHO-cripaBouHas uH(opMarus»®,

5.2.6.6. KOHTpOJIb MCTIOIHEHHSI TIOTOBOPHBIX 003aTEILCTB U aHAJIHM3 JIOTOBOPHOH pabOThI

VcnonHeHue JOrOBOPHBIX 0053aTENbCTB OCYLIECTBISAETCS C HCIOJIb30BAHUEM IPOLECCOB,
CO3/IaHHBIX BO MCIOJIHEHHE JOTOBOPA.

KoHTponb HCIOMHEHHS JOTOBOPHBIX 0053aTENbCTB BKJIIOYAET CPOKOBBIM KOHTPOJIb U
KOHTPOJIb KaueCTBA UCIIOTHEHHUS.

KoHTponb HCIONHEHUS JOTOBOPHBIX 0053aTENBLCTB OCYIECTBISAETCS B PAMKaX BBIMOJIHEHUS
3a/1a4, MOCTABJIEHHBIX UCIIOJHUTEISM JOrOBOpA.

Otuer «/loroBopsl» paznena «JokyMeHTHl U (ailiabl» COAEPKHUT CIEAYIOIINE BapHAHTHI
NPECTAaBICHNUS OTYETHBIX JaHHBIX:

— JMHaMHUKa KOJIMYECTBA 3aKJIIOUEHHBIX JJOTOBOPOB,

— JMHaMHUKa CyMM 3aKJIIOUEHHBIX JOIOBOPOB,

— JIOTOBOPBI C MCTEKAIOLIUM CPOKOM JeHcTBUS,

— PacTOPrHYTbIE JOTOBOPHI,

— COIIPOBOJIUTENIbHBIE JOKYMEHTHI IO JOTOBOPY,

— CHHCOK 3aKJIFOYEHHBIX JIOTOBOPOB.

Otuer «/luHaMUKa KOJMYECTBA 3aKJIIOUYEHHBIX JOTOBOPOB) IMOKA3bIBAET KOJIMYECTBEHHBIE
TEMITbI IPUPOCTA WIIM CHUKEHUSI 00beMa JI0TOBOPOB, 3aKII0UeHHBIX Opranusaiyeit 3a mepuo.

Otuer «/lMHaMHKa CyMM 3aKJIIOYEHHBIX JIOTOBOPOBY» MOKAa3bIBAET CYMMAapHBIN MPUPOCT WIIN
CHIDKEHHE 00BEMOB JI0TOBOPOB, 3aKII0YeHHBIX Opranu3amueil 3a nepuo/.

8 Jlpyrue crniocoObl HACTPOIKH BATIOT yKa3aHbl B JOKyMEHTAIMU K CHCTEME HJIEKTPOHHOTO J10KyMeHToobopoTa «1C:J{o-
KyMEHTO000pOT 8».
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OTuet «/IoroBOphI C HCTEKAIOIINUM CPOKOM JICHCTBUS» IIOKA3bIBAET IOTOBOPHI, CPOK KOTOPBIX
UCTEKaeT B 3aJaHHBIN nepuos (Onrkaiinas HeAens, ciaeayronas Heaens, cleayoUil Mecsl), YTo
MO3BOJISIET MTPU HEOOXOIMMOCTH CIUIAHUPOBATH MPOLEAYPY MPOJICHHS TOTOBOPOB.

Otuer «PacTopruyThie JOrOBOPHI» MOKA3bIBAET MEPEUCHb BCEX PACTOPTHYTHIX HA TEKYIIYIO
JaTy TOTOBOPOB.

Otuer «ConpoBOAUTENBHBIE TOKYMEHTHI 110 JOTOBOPY» IMOKa3bIBA€T CIHMCOK JIOTOBOPOB U
CBSI3aHHBIC C K&KIBIM M3 HUX JOKYMEHTHI C BBIBEJIEHHEM CYMMbI B BAJIIOTE JOrOBOpa. AHAIN3
HaJIM4YUs HEOOXOJMMBIX JIOKYMEHTOB M HMX CYMM I[IO3BOJISIET KOHTPOJMPOBATh HCIOJHEHHE
00513aTeILCTB MO JOTOBOPY.

Otuetr «CHUCOK 3aKIIIOYEHHBIX JJOTOBOPOB» IOKA3bIBACT, KaK BCE JCHCTBYIOIIUE TOTOBOPHI
Ha TeKYIYIO J1aTy, TaK U JOTOBOPbI, 3aKIIOYCHHBIE B YKa3aHHBIA MEPUOJ.

3aBepIICHHBIN JOTOBOpP IEPEMENIaeTCs OTBETCTBEHHBIM COTPYAHHUKOM MPO(UIBLHOTO
MOJIpa3JelieHusl B TOAMAINKY «3aBeplIeHHbIe)» Manku «JloroBope» crnpaBouHuka «BHyTpeHHue
JTOKYMEHTBI» pazzena «JlokymeHnTsl u daitnbs»y «1C: JJokyMeHTo000pOT 8%.

5.2.6.7. PacTopxeHue 10roBOpoB

OTBEeTCTBEHHBI COTPYAHUK MPOQWIBHOTO TMOJAPA3/ICICHUS OTPAKACT CBEIACHHUA O
pacTop:keHUu JoroBopa B moje «PacToprHyT» ydeTHOM KapTOYKM JOKYMEHTa C YKa3aHHeM
OCHOBAHUS PACTOPKEHUS IOTOBOPA (IOTIOIHUTENIFHOE COTJIAIICHUE, PELICHHE Cya U T. 1.).

5.3. [loaroroBka perjiaMeHTHBIX JOKYMEHTOB
[TpoeKThI perimaMeHTHBIX JOKYMEHTOB BCEX BHJIOB, @ TAK)KE M3MEHEHUS K HUM COCTaBIISFOTCS
KaK BHYTPEHHHE JOKYMEHTBI U3 COOTBETCTBYIOIIMX MIA0MIOHOB monananku «IIpoeKTsl JoKaIbHBIX
HOPMATHBHBIX aKTOBY» Manku «JIoKanbHbIE HOPMATHBHBIE AKThDY.

5.3.1. TpeGoBaHus K COAePKAHUIO PerIaMeHTHBIX JOKYMEHTOB

CopepxaTenpHasi 4YacTh PErJaMEHTHOTO JOKyMeHTa odopmisieTcs B Buae (ailios,
MIPUJIOKEHHBIX K YY€THBIM KapTOuKaM JOKyMeHTOB. Daiijibl co3/1at0TCs MO TOTOBBIM MIabJI0HaM U3
nanku «lllabmons! daitnoBy cnpaBounuka «Painei» mporpammsel «1C: JJokymMeHTOO00POT 8.

PernameHTHBIH NOKYMEHT JOJDKEH cozepKaThb HMH(GOpPMAIMIO O TOCIEJOBaTEeIbHOW Ienu
peanu3alyy mporecca, OCHOBAaHHON Ha MPHYUHHO-CIICICTBEHHOM CBSI3H, BKITIOYAS:

— pe3yibTaThl KaX/10i BbIIETIEHHON paboOTHI,

— IpHUMEHSeMble JJIi €€ BBINOJIHEHUS MaTepualbHble OOBEKTHI U HEOOXOJUMYIO
uH(popMaIuio,

— IpaBuiIa KOHTPOJIS (BXOHOTO, BHYTPEHHETO, BBIXOJIHOTO),

— KOHTPOJIUPYIOIIHUE JIUIIA,

— WX JeMCTBUS B Cllyyae HECOOTBETCTBUS YCTAHOBJIEHHBIM TPEOOBaHUM,

— OTBETCTBEHHbIE UCIOIHUTENH,

— 0a3a (TexHOJIOTHYECKasi, HOpPMaTHBHAs, METOINYECKas),

— TMoKa3aTenu (BXOJHbIE, BHYTPEHHUE, BBIXOJHBIE),

— JIOKYMEHTHI (BXOJIHbIE, BHYyTPEHHHUE, BHIXOIHEIE),

— HEO0OXOJHUMBIE PECYPCHI,

— KOMIIETEHIH ITepcoHara,

— TEPUOJUIHOCTb,

— CpPOKM Hayalsia ¥ 3aBepIIeHus paboT.

[Ipomeccer ciemyer OTAMYATh OT (YHKIUH OTAETBHBIX CTPYKTYPHBIX IOJIpa3/eicHUH,
KOTOPBIE OMHMCAHBI B OJIOKEHUSAX O MOAPA3ACTCHUAX U JOKHOCTHBIX HHCTPYKIHUAX pAaOOTHUKOB.

Kaxnas ¢yHknus momkHa OBITH ONMMCaHA B pa3pe3e €€ HWCIOIHHUTENS, BXOISMMINX U
UCXOJAIINX JOKYMEHTOB, HCIIOIB3YEMOr0 MPOrPaMMHOT0 00eceueH s, CPeICTB KOMMYHHUKAIUU U
WHBIX TAaHHBIX, HEOOXOJMMBIX JJIsl €€ BBITIOJTHEHUSI.
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[lpy onwcaHuM  aBTOMATU3UPOBAHHBIX  (YHKIUA  yKa3aHWE  COOTBETCTBYIOIIETO
IPOTrPaMMHOTO 00ECIICUCHHS SBISAETCS 0053aTEIbHBIM.

ConeprkaHue PEriIaMeHTHOTO JOKYMEHTA JIOJDKHO OBITh SICHBIM M OJJHO3HAYHBIM, UCKITIOYast
BO3MOXKHOCTH Pa3JIMYHOTO TOJIKOBAHUSI.

5.3.2. TpedoBaHus K CTPYKTYpPE pPerjaMeHTHbIX JOKYMEHTOB

CTpyKTYypHBIMH 3JIEMEHTaMHU PETIIAMEHTHOTO JTOKYMEHTA SBIISIOTCS:

1) TUTYNBHBIN JHUCT,

2) OrJjaBICHHE,

3) oOIIKe MOJ0XKECHHS, COAEPIKaIIIHeE:

— 001acTh NPUMEHEHUS,

— TEpPMUHBI U ONIPEICIICHNS,

— COKpaIIeHHS,

— TIepeYeHb PoJIeH, YIaCTHUKOB IIpoliecca U UX (pyHKINH,

4) OCHOBHBIC HOPMATHBHbIC MOJIOKEHUS (IPOLEAYPHI IpoIiecca),

5) 3aKIIOYUTEIbHBIC TOJIOKEHHS,

6) mepeucHb TOKYMEHTOB, Ha KOTOPBIC JAOTCS CChLIKH,

7) TepeyYeHb PeriaMeHTHBIX JJOKYMEHTOB, YTPAYMBAIOIIMX CHITY C IPUHITHEM HACTOSIIIETO
JOKYMEHTA,

8) mpuIOKEeHHS.

TpeOoBaHMsI K HANOJHEHUIO PpA3[eiOB COJAEPXKATCS B  COOTBETCTBYIOIIUX  BUIY
pEriIaMeHTHOTO JIOKyMeHTa mabiaoHax (ailioB BHYTPEHHHUX JTOKYMEHTOB.

5.3.3. CoriacoBaHue U yTBep:KIeHUE PerjiaMeHTHbIX JOKYMEHTOB

BBezenue B AeWCTBHE PETJIAMEHTHOTO JOKYMEHTA MMPOU3BOUTCS IPUKA30M PYKOBOIMUTEIIS.
[ToaToMy coriacoBaHHe M YTBEPIKACHHE MPOEKTa PErIIaMEHTHOTO JIOKYMEHTa MPOXOAUT B PaMKax
npornecca «O6padorka OP/] mo ocHOBHO# nesrenbHOCTH» B «1C: JIoOKyMeHTOO00POT 8.

OO0s13aTeTBPHBIMU COTIIACYIOLIMMH JIMIIAMH IPOEKTOB PETJIAMEHTHBIX IOKYMEHTOB SIBIISTIOTCS

— PYKOBOIUTENb MOJpa3eieHus], B KOTOPOM MOATOTOBJICH MTPOCKT JJOKYMEHTA;

— PYKOBOIWUTENH MOJPA3ACICHUM, JEATSILHOCTh KOTOPBIX 3aTParuBaeTCs COJCpIKAHUEM
MPOEKTa COTJIACYEMOT0 JOKYMEHTA;

— «Cexkperapb-/1eJIOTPONU3BOTUTEIb) (Ha npeaMeT COOTBETCTBUS HOpMaM
JITIONPOM3BOICTBA U TPEOOBaHUSIM HacTosiero [lonoxeHus).

OTBETCTBEHHOCTh 3a MPAaBWIBHOCTh TOPSJAKa COTJAaCOBaHMS W TOJHOTY CIIUCKa
COTJIACYIOIIUX JIMI[ HECET PYKOBOJHMTENb CTPYKTYPHOTO MOJpa3/eiCHUsA-pa3paboTuyhKa MPOCKTa
PErJIaMEHTHOTO IOKYMEHTA.

Cpox 10paboTKH MPOEKTa PETIIaMEHTHOTO JOKYMEHTA [TOCIIe OKOHYAHUS 3Tala COTJIACOBAHHS
OTIpEeIeTISICTCS. PYKOBOAMTENIEM Pa3pabOTYHMKa JOKYMEHTa ¢ y4eTOM KOHEYHOTO CPOKa MOATOTOBKH
JOKYMEHTA.

VY TBepKACHHUE MPOSKTA PErIIAMEHTHOT'O JOKYMeHTa nMpou3BoauTcs B «1C: JIokyMeHTO000pOT
8» TIyTeM HampaBJIeHHs COTJACOBAHHOIO TMPOEKTa JOKYMEHTa YIOJIHOMOUYEHHOMY JIHIly C
UCTIOJIB30BaHUEM TOTOBOTO MIA0JIOHA TTPOIIECCca YTBEPIKICHHS.

5.3.4. AKTyau3auus perjiaMeHTHbIX JOKYMEHTOB

AKXTyanu3aius periaMeHTHBIX JOKYMEHTOB IPOBOJUTCS IYTEM BHECEHHUS HEOOXOIMMBIX
W3MEHEHHI ¥ JIONIOJHEHHUH B PETJIAMEHTHBIN JOKYMEHT JIM0O ITyTEeM HM3JIaHWsl HOBOM TTOJTHON BEPCHUU
PErJIaMEHTHOTO IOKYMEHTA.

9.

® [lepeyeHb COrIACyIONIMX JIMIL MOKET OBITH CKOPPEKTHPOBAH TPH BHEJPEHUH C YUETOM OPraHM3alMOHHON CTPYKTYphI
npodeccroHabHOI 00pa3oBaTeNIbHOM OpraHU3aLNH.
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OcHoBaHMEM JUIsl aKTyaIM3al11 PErJIAMEHTHBIX IOKYMEHTOB SIBJISIETCS:

— WM3MEHEHHE PEryJUPYIOIICH cpe/bl (BHEIIHUX OPHUITHATBLHBIX HOPM),

— W3MEHEHHE BHYTPEHHUX O(UIHATBHBIX HOPM,

— W3MCHECHHE OPTraHM3aIMOHHOW CTPYKTYypel AY «HedreroraHckuii MOJUTEXHUYESCKUN
KOJIIEIDK», TiepepaciipeiesieHie PyHKIUNA MeXIy CTPYKTYPHBIMU MOIpa3IesIeHUsIMU,

— pe3yNbTaThl TPOBEACHHBIX MPOBEPOK BHYTPCHHUMH W/WJIM BHEIIHUMH HAJA30PHBIMH
OpraHamu,

— M3MEHEHHE Ha3BaHWM MoApa3elIeHni — y4aCTHUKOB Ipolecca,

— M3MEHEHHE TMpoLeyp TMpollecca, BbI3BAHHOE ONTHUMH3AIMEH  TEXHOJOTHH U
aBTOMAaTHU3allUU IIpoLiecca.

[Tpu cormacoBaHMM W3MEHEHHUH COTJACYIOILIUE JIMIA BIIPaBE BBIIBUTATh 3aMEUaHUsl TOJIBKO
K aKTyaJH3UpyeMoil nH(popMamuu o mporecce.

Buecenne u3MeHEHHMHI B TEKCT PEIVIAMEHTHOTO JOKYMEHTa OCYILECTBISETCS IyTeM
no0aBiIeHNsI/3aMEeHBI/yIaleHUsI IIeTMKOM pasjiesia, MOoJpaslena, IyHKTa, MOANYHKTa, a03aia,
AJIEMEHTA CIHCKA, COKPAIICHHUS, OTIPEAeTICHUS] TEPMUHA.

[Ipy BHeceHMM H3MEHEHHIl B TEKCT PErIaMEHTHOTO JIOKYMEHTa HEOOXOJUMO OIICHHUTH
aKTyaJIbHOCTh CCBUIOYHBIX JOKYMEHTOB U, IPH HEOOXOJUMOCTH, BHECTH COOTBETCTBYIOIIWE
n3MeHnenus B «IlepeyeHb TOKyMEHTOB, HA KOTOPBIE AIOTCS CCHUIKMY.

[Ipu BHeceHMM M3MEHEHUH, CBSA3aHHBIX C NIEPEUMEHOBAHUEM IOJIPA3/ICICHNUs, HEOOXOJIMMO
OLICHUTH aKTyaJbHOCTb MepeuHs QYHKIUHN, pealn3yeMbIX MoIpa3aelieHueM U, pu He0OXOIUMOCTH,
BHECTH U3MEHEHHUS B 3TOT MIEPEUCHb.

Buecenuve n3MeneHuil B TaONHILY BBIOMHSIOT, KaK IPAaBUIIO, TyTEM 3aMEHBI CYIIECTBYIOLIEH
TabmuIpl. B 007b110# TabuIle JOMyCcKaeTCesi BHOCUTh M3MEHEHHS B OTACIBHYIO CTPOKY TaOJIHIIbL.

Brecenne u3MeHEeHHI B PUCYHOK, CXEMY, IMAarpaMMy BBITIOJTHSIOT TOJBKO IMyTEM 3aMEHbI
TaKOI'o JIEMEHTA.

5.3.5. IlyOoiukanus u J0CTYI K perjiaMeHTHBIM J0KYMeHTaM

ONEeKTpOHHAs BEpPCHUS PETJIAMEHTHOTO JOKYMEHTa XpaHHUTCS B IOJIANKE JaHHOTO BHJA
JOKyMeHTa mamnku <«JlokanbHble HOPMAaTHUBHBIE aKTh» CIPAaBOYHHUKA «BHYTpeHHHE JOKYMEHTBD)
nporpammsbl «1C: [JokymenT0000poT 8%, Hanpumep: «IIpasura» wiu « Mncmpykyuuy.

OpurvHaJibHBIA JK3EMIUISIP PErJaMEHTHOTO JIOKyMeHTa XxpaHutca y «Cekperapsi-
JIeJIONPOU3BOAUTENS» KaK MPUIIOKEHUE K TIPUKa3y, KOTOPHIM OH OBbLIT YTBEPK/IEH.

JlocTyI K 37I€eKTPOHHOM BEPCUU PETJIAMEHTHOIO IOKYMEHTA OCYLIECTBIISIETCS B COOTBETCTBUU
¢ Hactpoiikamu noctyna B «1C: JIokyMeHTOOOOpOT 8», MPUCBOCHHBIMHM TAIKe IaHHOTO BHA
JIOKYMEHTA.

JloBeneHue yTBEP)KIEHHOTO M 3apEeTrUCTPUPOBAHHOTO PEIVIAMEHTHOTO JIOKYMEHTa 10
CBEJICHUSI 3aMHTEPECOBAHHBIX JUI[ oOcylecTBisieTca «CekpeTapeM-aeIonpOU3BOAUTEIIEM» B
COOTBETCTBUHM C IOPYYEHHMEM, BBIIaBAEMbIM B paMKaxX KOMIUIEKCHOro mnporecca «OOpaboTka
MIPHKa3a 0 OCHOBHOM JieaTeabHOCTH» MporpaMMbl «1C: JIokyMeHTO000pOT 8».

[TyOnukanusi TOKyMEHTa 3aKJIOYaeTcsl B MEPEHOCE 3aperuCTPUPOBAHHOIO JOKYMEHTa U3
nanku «[IpoeKThI TOKaIbHBIX HOPMATHUBHBIX aKTOB» B MAIKY IaHHOTO BHJIA IOKYMEHTa, HapuMep,
«Ilpasuna» vma « Unempykyuuy.

[Tpu myOauKanuy TOKyMeHTa clieyeT OYUCTUTh «Pabouyro rpymnmy» B KapTOUKe JOKYMEHTA.
B sTOM ciyyae gocTyn K IOKYMEHTY IOJIy4daT T€ MOJIb30BAaTeNU, KOTOPBIM MPEAOCTaBIeH AOCTYII K
TarKe C JaHHBIM BUJIOM JIOKYMEHTOB.
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6. IPABUJIA JOKYMEHTOOBOPOTA

6.1. ABTOMaTH3a1[Usl JIOKYMEHT0000pOTA

ABTOMaTH3aIUsA JOKYMEHTOOOOPOTa MOAICPKHUBACTCS MYTEM HCIIOJIB30BAaHMS IPOILIECCOB,
MPEJICTABISIIOIIMX COOOM IIETOYKHM 3apaHee MOJTrOTOBIEHHBIX neicTBuil. Ilpomeccsl oTpaxaror
ATarbl MPOXOXKIACHUS JOKYMEHTOB U obecnieunBaroTcs cpeactBamu «1C: JlokyMeHTO000pOT 8».

6.1.1. Buabl aBTOMATH3HPOBAHHBIX MPOIECCOB

IIpouecc «IlopydyeHue» mnoO3BOJSET MOCTaBUTH 3ajady oOAHOMY wucnojHutemo. [locie
BBIIIOJIHEHUS] TOPYYEHHUE ABTOMATUYECKH IEPEChUIACTCA YKAa3aHHOMY IPOBEPSIOLIEMY, KOTOPBIH
MPUHUMAET PELICHUE O TOM, CUUTATh JIU TOPYyUYEHUE BHIIMOTHEHHBIM HIIM BEPHYTh Ha JOPAOOTKY.

IIpouecc «CornacoBaHue» — NPUIOKEHHBIH K IPOLECCY JOKYMEHT HallpaBisieTcs Ha
COTJIaCOBAHUE K YKa3aHHBIM I10JIb30BATEIISIM, TIOCIIE YErO BO3BPALIAETCS K MTHULIMATOPY ITpoliecca AJis
03HAKOMJIEHHUS C pe3y/IbTaTaMU COIJIACOBAHUS (COTJIACOBAH WM HE COIJIACOBAH).

[Iponecc «McronHeHne» MO3BOJIAET OPraHU30BaTh UCIOJHEHUE JOKYMEHTOB HECKOJIBKUMU
COTPYAHUKAMH, OJWH M3 KOTOPBIX MOXET OBITh yKa3aH KaK OTBETCTBCHHBIH WCIIOJIHUTEINb.
[TapamiensHO € HUCHOJHEHUEM MOXET OCYLIECTBISITbCS KOHTPOJIb paldOT HCIOJHUTENEH
KoHTposiepoM. [locne ucronHeHus Bcex MOPYYEHUH MPOIEcC MOMAJAET K MPOBEPSAIOLIEMY JIMILY,
KOTOPBI MOXKET 3aBEPIIUTh €r0 WM BEPHYTh HEKOTOPHIE 33]]a4l HA JOPAOOTKY MCTIOTHUTEISM.

[Tponecc «O3HaKOMIIEHHEY — MPHIIOKEHHBIN K MPOLIECCY JOKYMEHT WK (haisl MOCTynaeT Ha
03HAaKOMJIEHHE BCEM COTPYJIHUKAM IO CIIHCKY.

IIponecc «PaccMoTpeHne» — MPUIOKEHHBIM K IPOLECCY JTOKYMEHT IIOCTyHaeT Ha
pPacCMOTpPEHHE OTBETCTBEHHOMY JMIy. B 3aBUCMMOCTH OT pe3yibTara pacCMOTPEHMS IpOLEecC
BO3BPAIIAETCS K aBTOPY Mporecca it 00padOTKHU PE30TIONMH WIH OTIIPABISETCS HA MCIIOTHEHHE
WJIM O3HAKOMJIEHUE 110 CIIUCKY YKa3aHHBIX IPU PACCMOTPEHUU UCIIOJIHUTEIEH.

[Iponecc «YTBepkIeHHE» — IPUIOKEHHBIM K IIPOLECCY JAOKYMEHT IIOCTyNaeT Ha
YTBEPKJIEHHE OTBETCTBEHHOMY JIMIly, IIOCJ€ 4YEero BO3BpAILla€TCsi K aBTOpYy IHpouecca s
03HAKOMJIEHHUS C PE3YyJIbTaTOM YTBEpKIEHUs (YTBEPXKIEH WM HE YTBEPK/IEH).

IIpouecc «Peructpanus» — NPUIOKEHHBIA K TPOLECCY JOKYMEHT IOCTYINAET CEKPETAPIO JUIS
IIPUCBOEHUS PETUCTPALIMOHHOI'O HOMEPA M OTIPAaBKU KOPPECIIOHACHTY B Cllydae HEOOXOJUMOCTH.

ITponecchl «O6paboTKa BXOMALIETO JOKyMeHTa», «O0paboTka HCXOIAIIEro JOKYMEHTa»
n «O0paboTKa BHYTPEHHETO JOKYMEHTA) MO3BOJISIOT aBTOMATHYECKHU BBITIOJHUTD IIEMOYKY 0a30BbIX
IIPOLIECCOB.

6.1.2. Co3nanue aBTOMATH3MPOBAHHBIX NPOLECCOB

HoBeli1 nporiecc MoXxeT ObITh CO3aH KaK 10 MAa0JI0HY, TaK U ¢ HYJIS, €CIH JUI BHIIIOJIHEHUS
MOCTaBJIEHHON 3a/1a4l OTCYTCTBYET HEOOXOIMMBIH 11abJIOH Mpoliecca.

ITpu co3nanuu MporeccoB HEOOXOMMO PYKOBOACTBOBAThCS CIEAYIOUIMMHU MPAaBUIAMU:

— Ha3BaHHME IIpollecca JOJDKHO ONUCHIBATh JEMCTBHME W HAYMHATBCA C IJarojla MWId
OTIJIaroJIbHOTO CYIIECTBUTEILHOTO,

— Ha3BaHME NPOILIecca JOJKHO COAEPkKaTh YKa3aHUE Ha IPEIMET IEATEIbHOCTH,

— TEKCT MOPYUYEHUs AOJDKEH OBITh U3JI0’KEH KPAaTKO U KOHKPETHO,

— B KapTouKe Ipoliecca 00s3aTeIbHO JOJIKEH ObITh YKa3aH CPOK.

6.2. Ilpuem u nepBUYHAsE 00PA0OTKA MOCTYNAKIIUX IOKYMEHTOB

Kananamu noctrymienust 1okyMeHTOB B AY «HedTeroranckuii MOMMTEXHUYECKUN KOS
ABIIAIOTCS: AJIEKTPOHHAS MOYTa, Kypbepckas qocraBka, [loura Poccun, dhakc, COL «lemo».

ITpuem u nepBuyHast 00pabOTKa MOCTYNAIOLINX JTOKYMEHTOB IPOU3BOIATCS LIEHTPATU30BAHO
«CekpeTapeM-/1eJI0IPOU3BOIUTETIEM.

JIoKyMeHTBI, TOJIydeHHble moapazaencHusMu AY «HedreroraHckuil MONMUTEXHUYECKUN
KOJUTEIK», MUHYS «Cekperapsi-Ieiaonpou3BOIUTENS», JOKHBI OBITh MEpelaHbl eMy JUIs ydeTa u
pErUCTpaLyH.

[lepBuunas 00paboTKa NOCTyNAOMIMX JOKYMEHTOB BKJIIOUAET B ceOs:
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— TPOBEPKY IPABUIBHOCTH aJPECOBAHUS U IOCTABKHU MOCTYNAIOIUX JTOKYMEHTOB,

— TPOBEPKY KOMIUIEKTHOCTH U LIEJIOCTHOCTU JOKYMEHTOB,

— COPTHPOBKY JOKYMEHTOB Ha IOIEKAIME U HE TIOIeKAIIe perucTparuu >,

JlokyMeHT, omnO0o4yHO aapecoBanHblil AY «HedTeroranckuii TOTUTEXHUISCKUI KOJUIEIK,
MO3KET OBITh MepEeHANPAaBIICH MO MPUHAIICKHOCTH UM BO3BPAILEH OTIPABUTEIIIO.

Jlis mpoBEpKM KOMIUIEKTHOCTH M LIEJIOCTHOCTH JIOKYMEHTOB BCKpBIBAETCSI KOHBEPT H
MIPOBEPSIETCS HATMYKE B HEM JIOKYMEHTOB, BKIIIOUasi MPUIIOKEHUS, HATMYKE MOANUCH.

[Ipu orcyTrcTBUM B KOHBEPTE JNOKYMEHTOB WM MPUIOKEHUM K HUM, OTCYTCTBUU IOAIHUCH,
a Takke Ipu OOHAPYKEHHHM MOBPEXKACHUS JAOKYMEHTa WM KOHBEpPTA COCTaBISIETCS aKT B Tpex
sK3eMIuIsIpax (OJuH akT octaercs y «Cekperapsi-Ieonpou3BOIUTEN», BTOPOH MpuUodIIaeTcs K
MOCTYNHUBIIEMY JTIOKYMEHTY, TPETUI HampaBisieTcsl OTIpaBUTENIO JoKyMmeHTa). [Ipu perucrpanuu
TaKOIo JOKYMEHTa B KapTOUKYy JJOKYMEHTa 3aHOCUTCS COOTBETCTBYIOIINI KOMMEHTapUH.

He BckppIBatoTCSI KOHBEPTHI C JTOKYMEHTaMU, UMEIOMIMMH OTMETKY «KoH(uaeHIInaabHO»
i «JImaHo».

KouBepThl mojjiekaT yHHUYTOXKEHHUIO, 32 MCKIIIOUEHHUEM TeX CilIydaeB, KOrja TOJbKO IO
KOHBEPTY MOXET OBITh YCTAHOBJICH aJIpeC OTIIPABHUTEINS U aTa OTHPABKH.

6.3. Perucrpanus BXOASIIINX JOKYMEHTOB

Perucrpanus BXOAAMIMX TOKYMEHTOB MPOM3BOIUTCS HE3aBUCHUMO OT CIIOCO0a MX JOCTaBKU
neHTpanu3oBaHo «CekpeTapeM-AeNonpor3BOAUTEIEM» B CIIpaBOYHUKE «BXoasmine TOKyMEHTHI»
«1C: JokymMeHTOO0OpOT 8» IMyTeM CO3/1aHuUs KApTOUYKHU JTOKYMEHTA.

Peructpanus BXOZSIMIUX JOKYMEHTOB OCYIIECTBIISIETCS B JIGHb MX IOCTYIUICHUS WU HE
MI03/JHEE [IEPBOM MTOJIOBUHBI CIIEIYIOIIEr0 pabovyero JHs.

B kaprouke 1oOKyMeHTa P PETUCTPALIMU JOJKHBI OBITH 3aTIOTHEHBI CIETYIOIINE TTOJIS:

— OTHpaBUTENL (U3 cripaBouHUKA «KOppPECIOHIEHTHI»; €CIM TaKOrO0 KOPPECIIOH/IEHTA HET,
TpeOyeTcs co37jaHne HOBOTO KOPPECTIOHICHTA),

— noxnucan (PUO nuua, noAnMcaBIIero JOKYMEHT),

— Ne ornpaBuTens U Aara,

— B OTBET Ha (€ciM JOKYMEHT SBJS€TCS OTBETOM HAa MHUIIUATHUBHBIN),

— agpecar (OUO nuna, koMy ajipecoBaH JOKYMEHT),

— TojpaszeneHue (3aroyHAeTCsl aBTOMaTUYECKH MOCIIE YKa3aHus ajpecaTa),

— CpOK HCIIOJHEHHUS (€ClIU €CTh),

— rpud nocryna,

— BUJ (U3 cpaBOYHMKA «BUIBI TOKYMEHTOBY),

— T0JIy4eH (Crocol JOCTaBKH),

— COCTOSIHME (Ha perucTpanuu, OyaeT 3arnojiHeHO aBTOMaTHYECKH ),

— opraHu3anus (eciy BeAeTCs y4eT 0 OpraHu3alusam),

— HaMMEHOBaHME (3aroJIOBOK K JOKYMEHTY),

— TpeAMET NEPENHCKHU.

BymaxxHble JTOKYMEHTBI CKAHUPYIOTCSI U IPUKPETUIAIOTCS K YYETHON KapTouke. JJOKyMeHTHI,
MOCTYIUBIINE B AJEKTPOHHOM BU/JIE, IPUKPEIIAIOTCA K YIETHON KapTOUKe IMyTeM 3arpy3ku ¢aiina ¢
JHCKA.

WK noxymeHTam, He MOJIEKAIMM PETUCTPAIMH, OTHOCATCS JIOKYMEHTBI, HE TPEOYIOIIME UCTIONHEHHS M HE COJIEPIKAIINE
nHpopManuy, UCIOIL3yeMON B CIIPaBOYHBIX LEIAX, HAIIPUMEDP: NPHUIJIACHTENbHbIE, O3JpaBUTEIIbHbIE ITMChMa, Telle-
rpaMMBbl, OWJIETHI, IUIaHbL, TPOTPaMMbI CEMUHAPOB, KOH(PEPEHIMH, CUMITIO3MYMOB M APYTHX MOJOOHBIX MEpOIPUSITHH,
pEKJIaMHBbIE TOKYMEHTBI, KOMMEPUYECKHE PEATIOKEHHNS, TIeYaTHbIE U3AHUA U JP.
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Perucrpanuonnsiii HOMEp BXOJSIIETO JOKYMEHTa CO3JAaeTCsi aBTOMATHYECKH C Y4E€TOM
HacTpoek Hymeparopa B «1C: JJokymeHTO000pOT 8» 10 BUaM JOKYMEHTOB.

CocraB perucTpalliOHHOIO0 HOMEpa BXOJSIIETO JOKYMEHTA YCTAHOBJIEH aBTOMAaTHYECKHU
Hactpoiikamu «1C: JlokymenToo60poT 8». IIpu perucrpanuu 10KyMeHTa WHICKCHI MPOCTABIISIOTCS
ABTOMATUYECKU B 3aBHCHUMOCTH OT BBIOPAHHOTO BUJA IOKYMEHTA.

[Tocne peructpanuu JOKyMEHTa aBTOMaTHYECKH cTapTyeT npoiecc «O0paboTka BXOASIIErO
JIOKYMEHTa», KOTOPBINA BKJII0UaeT mpouecchl «Paccmorpenusi» u «Criucanust B 1€710Y.

6.4. [IpenBapureibHOE paCCMOTpPEeHHE TOKYMEHTOB

[IpenBapurenbHOe paccMoTpeHue JIOKYMEHTOB IIPOU3BOAUTCS «Cexkperapem-
JIETIONPOU3BOJIUTEIEM» B IEJISIX BBIACICHUS U3 BCErO MAacCHBa MOCTYMHBIICH KOPPECHOHACHIIMU
JIOKYMEHTOB, TPEOYIOUINX 00s13aTEIbHOTO PACCMOTPEHUS PYKOBOJCTBOM.

JIoKyMeHTBI ~TIO  BOmpocaMm, He  TPEOYIOIIMM  PACCMOTPEHHUS  PYKOBOJICTBOM,
NIEpEHANPABIISIIOTCA HEMTOCPEICTBEHHO B CTPYKTYPHBIE MTOAPA3ACIICHUS ¢ UCIIOJIb30BAaHUEM KOMaH/IbI
«[lepenanpaBuTh 3aa4y IPYroMY UCIIOTHUTEIION.

JlokyMeHTbI, TpeOyrolue paccMOTpeHus PykoBoauTeneM opraHusainu, epeHanpaBisioTCs
Ha wums PykoBoautens ¢ wucnosib3oBaHueM komaHabl «llepeHanmpaBuTh 3amady Apyromy
VCIIOJTHUTEIIION.

OcHoBaHueM JJI TPUHATHSL PEUICHUS B XOJI€ MPEIBAPUTEIHLHOTO PACCMOTPEHUS SIBISETCS
co/iepaHue JOKYMEHTa, a HE aJpeCOBaHUE JOKYMEHTA COOTBETCTBYIOLEMY JIOJ>KHOCTHOMY JIUILY.

Pesynbrarom mpenBapuUTENBHOTO PACCMOTPEHHUS SBIISCTCS HAMPAaBICHHE JOKYMEHTa
PykoBoguTento  opraHusanuM, €ro  3aMECTUTEISIM WA  PYKOBOIUTENSIM  CTPYKTYPHBIX
MOJIpa3/IeICcHUi B COOTBETCTBHH C YCTaHOBICHHBIM B AY «HedTeroraHckuil MmoimMTeXHHYECKUn
KOJUIEK)» pachpeieieHueM 00si3aHHOCTEH MEXy PYKOBOIHUTENEM, €ro 3aMECTUTENSIMU U HHBIMU
JIOJKHOCTHBIMHU JIMIIAMH JIJ1s1 BRIHECEHUST YKA3aHUS 110 UCTIOTHEHUIO TOKYMEHTA.

6.5. Ilopsiiok paccMOTPEeHUA JOKYMEHTOB I0KHOCTHBIMM JTMIIAMH U 10BeIeHUs
JOKYMEHTOB /10 UCIIOJTHUTeJIei

Nudopmanus 0 He0OX0IUMOCTH PACCMOTPETh TOKYMEHT MOCTYMAaeT JOHKHOCTHOMY JIMILY B
Bujie 3a1auu «1C: JJIokyMeHTO000pOT 8» CO CChUIKOM HA JOKYMEHT.

Pesynbrar paccmoTpenus pukcupyercs Ha 3aknajke «Pe3ynbraT pacCMOTpEHUs» U 3a/1aeT
JanbHENIIee IBIKCHUE TIOKYMEHTY. Pe3ynbTaToM pacCMOTPEHHS MOKET BBICTYIIATh:

— TEKCTOBAas PE30JIIOLUSA,

— HamnpaBJICHHE HA UCIIOJHEHUE,

— HallpaBJICHHUE Ha O3HAKOMJICHHE.

Bribop BapmanTa pe3ynbTaTa pPacCMOTPEHMS] 3aBUCUT OT COJEP)KAHHS M Ha3HAYCHUS
MOCTYNHUBIIUX JOKYMEHTOB:

— JIOKYMEHTBHI, TpeOyIoIIHe UCTIOTHEHHS, — PE30JIIOLHS ¢ IOPYYEHUEM U YKa3aHHEM CpoKa
WCIIOJTHUTEIISI WM OTIPaBKa HEMOCPEJACTBEHHOMY HCIOJHUTENO (WM HMCTOJHUTEISM POJIH) C
YKa3aHUEM CpPOKa UCIIOJIHEHHUS;

— JIOKYMEHTHI, He TpeOYIOIIie UCTIOJHEHUS, — OTIPAaBKa Ha O3HAKOMJICHUE.

B xauecTBe CToMHUTENST MOXKET OBITh BBIOPAaH KOHKPETHBIN PAOOTHHUK WJIU POJIb, 3aJaHHAs
3apanee B «1C: JlokyMeHTOOO0pOT 8».

Ponesas mapmpyTtuzanusi sBISETCS MPEANOUYTUTEIBLHON, MOCKOJIBKY MPU HCIOJIH30BAHUN
POJIEBOI afpecalii He TpedyeTCs epeHanpaBIeHus 3a/1a4 IPU CMEHE UCTIOTHUTENEH TOM Wi HHOM
pom — «1C: JlokyMeHTOOO0pOT 8» aBTOMaTH4YeCKH (POPMHUPYET CHUCOK 3a]ad IMOJIh30BATEISIM C
Y4eTOM aKTyallbHOM (TeKyIeil) nHPOpMaIUU O TOM, KaKhe POJIM OHU UCIIONHSIOT B JAHHBI MOMEHT.
Cepnenust 00 UCTIOTHEHUH poJiel paboTHUKaMu AY «HedTeroranckuil MoJMTEeXHUYECKHN KOJUIE K
conepskarcs B cnucke «McnonHurenu 3anay» pazaena «CoBMmecTHas paboTay.
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6.6. Ilopsi10K HCIIOJTHEHHUS JOKYMEHTOB

PaccMoTpeHHbIE [TOJDKHOCTHBIMH  JIMIIAMH JOKYMEHTBHI TOCTYNAalOT paOOTHHKAaM Ha
HCIIOJIHEHUE WJIM 03HAKOMJIEHHE B BMJIE 33]1a4, KOTOPHIE aBTOMAaTUYECKU CO3/AI0TCS IPU 3aIlyCKe
nporuecca «VcrnonHeHuey.

3anaua, nocrynusias B «1C: JIokyMeHTOOO0POT 8», AOIDKHA OBITh MPUHATA K UCTIOJHEHHIO
B JICHb MOCTYIIJICHUSI.

CrneuuanucTbl CTPYKTYPHBIX IOAPA3JENEHUH B TPOLECCE HCIOJHEHUS JIOKyMEHTa
OCYILIECTBJISIOT:

— cbop u 06paboTky He0OX0oAMMOM HHPOPMALIHNH,

— MOJTOTOBKY MPOEKTa JOKYMEHTa M BCEX HEOOXOTUMBIX MPHUIIOKEHUH C COOIIOACHUEM
MpaBWI JOKYMEHTHPOBAHHS, YCTaHOBICHHBIX B AY «He]Teroranckuii MOJUTEXHUYECKUN
KOJUIEIDKY,

— COIJIaCOBAHME MPOEKTA C 3aMHTEPECOBAHHBIMU JJODKHOCTHBIMU JIMLIAMU,

— JI0pabdOTKy MpOEKTa JOKyMEHTa IO 3aMEYaHHsM, IMOJYYEHHBIM B XOJI€ COIJIACOBAHMS
(B cimyyae Cepbe3HOM KOPPEKTUPOBKM IMPOEKTa JIOKYMEHTAa IMPOBOJUTCA €ro IOBTOPHOE
COTJIaCOBaHUE),

— TMpeACTaBJIEHUE MPOEKTA TIOKYMEHTA Ha IIOJIUCH (YTBEPKACHHUE) PYKOBOICTBY,

— OIpeJllelIeHNe MEeCTa XpaHEHUs] JOKYMEHTa (KOIUU JOKYMEHTA) IPOCTaBIEHUEM OTMETKHU
B KapTouke nokyMmeHTa B «1C: JJokyMeHTOO0OpOT 8» ¢ yKa3aHHeM HOMepa Jieja 10 HOMEHKJIaType
7iell, B KOTOPOE AOJKEH OBITh TOMEIIEH IOKYMEHT.

Ecnu ucnionHenue npoexkTa JOKyMEHTa NOPY4YE€HO HECKOJIBKUM JIMIaM, TO OJUH UCIIOJHUTEIb
HA3HAYaeTCsl OTBETCTBEHHBIM (COOTBETCTBYIOIIAsi OTMETKA MPOCTABISETCS B KapTOUKe Mpoliecca
«McnonHenney), Mociae 4Yero OH MOJy4YaeT ocoOylo 3ajgady — KOOPJAMHHPOBATh paboTy
COHUCIIOJIHUTENECH U OTBEUaTh 3a Pe3yJIbTaT BCEro Mpoliecca.

OTBETCTBEHHBI HCIOJHUTENb HAAENSAETCS IMPAaBOM CO3bIBaTh COUCIIOJHUTENEH s
BBIPAOOTKH COBMECTHOTO PEUICHHUS M ONPEAEIATh HOPSI0K U CPOKHU MPEACTABICHUS 3TAOB pabOTHI.

[lepen yBonbHEHUEM, YXOIOM B OTITYCK, BBIE3JI0M B KOMaHAWPOBKY WIIH MEPEMEIIEHUEM 10
JOJDKHOCTH paOOTHUKH MOJIpa3/ieIeHui 00sI3aHbI 110 YKAa3aHUIO PYKOBOAUTEINS MOIPa3/IeIeHuUs:

— TepelaTh HaXOIAIIMecs Yy HUX Ha HWCIOJHEHUH (Ha KOHTPOJIE) AOKYMEHTHI IPyroMy
paboTHUKY,

— mnepeanpecoBaTh B «1C: JIokyMeHTOOO0POT 8» HEHCIOTHEHHBIE 3a/1a4H,

— TIepeaspecoBaTh AEKTPOHHbIE TUChbMa, TPEOYIOIINE OTBETA.

Kpome Toro, B «1C: JIokyMeHTOOO0POT 8» TOJKHBI OBITH U3MEHEHBI:

— CBeZIeHUs 00 UCIIOTHUTENE POIIH,

— CBEJICHUS O JeJeTMPOBaHUM IPaB,

— HACTPOWKHM MpaB JocTyna (IpU Nepexoje B Apyroe noapaseseHue).

VcnonHuTeNnb 10JKEH NPeANpPUHATh BCe HEOOXOAUMBIE MephI JJIs UCIIOTHEHUS TOKyMEHTa
B YCTaHOBJICHHBIH CPOK. [Ipr HEBO3MOXHOCTH UCTIOTHEHHS JOKYMEHTA B yKa3aHHBIH CPOK ATOT CPOK
JOJDKeH OBITh 3apaHee MpoJUleH (C COOTBETCTBYIOIIMM OOOCHOBAHHEM, IPEJCTABISAEMBIM
pykoBojcTBY). Hanu4umne npocpoyeHHBIX 32/1a4 He 0IYCKAETCS.

[IpeBbllieHNe YCTaHOBIEHHBIX CPOKOB MWCIIONHEHUS SBJSIETCS HapyLUIeHHEM TpYyJOBOM
JTMCIUTUIAHBL. VICTIOTHHUTENb HECET OTBETCTBEHHOCTH 3a MCITOJHEHHE MTOPYYCHHUI B YCTAHOBJICHHBIC
CPOKH U CBOEBPEMEHHBIN MIEPEHOC CPOKOB UCIIOTHEHHUS.

HcrionHATENb HE JOJDKEH pasriiamiarh COAEp)KaHUE MOCTYMUBIIMX K HEMY TOKYMEHTOB H
MOJITOTOBJICHHBIX MPOEKTOB CIIY>KEOHBIX JOKYMEHTOB. C HUMHU MOTYT OBITh O3HAKOMJIEHBI TOJIBKO
JUIa, UMEIOIME OTHOIIEHUE K UX UCIIOJIHEHUIO.
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6.7. Coznanue 10KyMeHTOB

IIpoekT noKyMeHTa J10JKEH OBbITh CO3[aH ¢ MCIOJIb30BAHUEM COOTBETCTBYIOLIETO HI1al0ioHa
u3 cnpaBounuka «lllabnonsr daitnos» «1C: JJokyMeHTOOO0POT 8.

IIpu co3ganum JOKyMeHTa U3 HyKHOTO 1abaoHa (ail JokyMeHTa Oy1eT YaCTUYHO 3all0JIHEH
HEOOXOJMMBIMU PEKBU3UTAMH. J[Is1 3TOrO KapTouka JOKyMEHTa JOJDKHAa OBITh 3amlojHEHa
CJICAYIOLIMMU JaHHBIMU!

— nanka (u3 cupaBoyHuka «Ilanku BHYTpeHHUX I0OKyMEHTOB),

— TIOATOTOBUJI (3aIOIHIETCS aBTOMAaTHUECKH),

— IojpazJieneHue (3aroJIHAETCS aBTOMAaTUUYECKH ),

— JlaTa co3JaHus (3al0JHAETCS] aBTOMAaTHYECKH ),

— rpud nocryma,

— BuJ (U3 cupaBoYHUKA «BUIbI TOKYMEHTOBY),

— cocrosiHue (IIPOEeKT),

— oprasuzanus (eciiy BeeTCs y4eT [0 OpraHu3alusIM),

— BOIpocC (U3 cripaBOYHUKA «BOIpPOCH! 1EATEIBHOCTIY),

— HaMMEHOBaHME (3aroJIOBOK K JOKYMEHTY),

— pabouas rpynmna (eciau npeanoaaraeTcs COBMeCTHast paboTa ¢ IPOEKTOM JOKYMEHTA).

Ilocne mnOArOTOBKM IpOEKTa JOKYMEHTa CHCTeMa 3JEKTPOHHOIO JOKYMEHTOO0OpOTa
ABTOMATUYECKHU MPEAJIOKUT 3aIyCTUTh MPOILIECC €0 COINIACOBAHMS, YTBEPKACHUS U OTIPABKHU (11
UCXOJALIETO JOKYMEHTA).

CornacoBanue npoekrta qokymeHTa npousBoautcs B «1C:JlokymenToobopore 8».

B cnyuae camocrosdTenbHOR oTnpaBKu, 0e3 3amycka Iporecca, HeOOXOAMMO HaIpaBUTh
IPOEKT AOKYMEHTA (TIPUKa3 10 OCHOBHOM NI TEIbHOCTH, TMCbMO, CITy)eOHas U TOKJIaJHast 3aIHCKa)
Ha coriacoBaHue «CeKperapro-AesIONpOU3BOJUTENIO» JUIsl IPOBEPKU HAa IPEAMET COOTBETCTBHUS
HOpMaM JIeJIONPOU3BO/ICTBA U TpeOoBaHUIM HacTosiero [lonoxenus.

OTBETCTBEHHOCTh 3a COCTaBI€HHE M O(OpPMIICHME JOKYMEHTa B COOTBETCTBUU C
ycTaHOBJI€HHBIMU B AY «HedTeroranckuii NOMUTEXHUYECKUH KOJUIEIK» MpPaBUJIAMHU, a TaKXKe
COIJIACOBAHME IMIPOEKTa JOKYMEHTa C 3aWHTEPECOBAHHBIMU JOJDKHOCTHBIMU JHIaMu AY
«Hedreroranckuil MOIMTEXHUUECKUIM KOJUIEIK» BO3JIaraeTcs Ha CTPYKTYPHOE IOJApa3JelIeHHE —
COCTaBUTENS TOKYMEHTA.

6.8. PaGora ¢ ucxoasimmuMu 10KyMeHTaAM#

Hcxonpsamye JOKyMEHTBI CO3AAIOTCA M3  COOTBETCTBYIOLIMX IIAOJOHOB HMCXOJSIIMX
nokymMeHToB «1C: JlokymeHT0o000poT 8». Mcxonsmuii TOKyMEHT MOXKET ObITh CO3/1aH B OTBET Ha
BXOJISIIIUHI UM KaK MHUIMATUBHBINA JOKYMEHT.

OTBeTHBI TOKYMEHT CO3/aeTcsl MPHU MOMOIIM KOMaHJ MeHI0 «Co3/1aTh Ha OCHOBAaHUU» —
«Mcxomsmuii  TOKYMEHT», TpU 3TOM KapTOuKa MCXOJMIIEro JOKyMEHTa OyAeT 3arojHeHa
ABTOMATUYECKU TEMH JaHHBIMHU, KOTOPHIE €CTh B KAPTOUKE BXOASIIEr0 JOKYMEHTa. JlOMOIHUTENBHO
ClIeZlyeT yKazaTh CIO0CO0 TOCTaBKH.

[Ipu co3naHuy MHULIMATUBHOTO UCXOMSAIIETO JOKYMEHTA KapToUKa JOKYMEHTA 3aloIHseTCs
10 aHAJIOTHH C KapTOUYKOW BXOAAIIEro AoKyMeHTa (myHKT 6.3. [TonoxxeHus) ¢ ykazaHuem croco0a
JTIOCTaBKH.

ITocne 3aKkpbITUS YIETHOM KAPTOUKH U BCEX MPUIIOKEHHBIX (DailIoB UCXOIAIUN TOKYMEHT
OyIeT aBTOMAaTHMYECKH HAlpaBieH Ha COIJIaCOBAHHWE JMHEMHOMY PYKOBOJHUTENIO M CEKpeTapro-
JEJI0NPOU3BOJUTEIIO, 3aTEM Ha YTBEPKICHUE U PETUCTPALIUIO.

PerucrpanmonHslii HOMEp NOOKYMEHTa M JlaTa perucTpaluuu Ha OyMaKHBIX BEpCHSIX
JIOKYMEHTa MPOCTABJISIOTCS Ha MOATUHHUKAX JOKYMEHTa B PEKBU3UTaxX OJaHKa.

[MoaroroBka mpoekTa mokymMeHTa B ¢opmare Word ocymiecTBisieTcs paOOTHUKOM,
OTBETCTBEHHBIM 32 COOTBETCTBYIOLIEE HAIIPABICHUE AEATEIBLHOCTH, C OCIEAYIOLIEN OTIPAaBKON €ro
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PYKOBOJUTEIO BTOPOI'O WM TPETHETO YPOBHA JUISl CO3/IaHUS MCXOMSIIEr0 JOKYMEHTa (MHMChbMa) B
AL'Y. Ilpu cocraBieHuy NUcbMa B peKBU3HTE «VICIIONMHNATENBY yKa3bIBAIOTCS TOJIBKO PYKOBOJUTENIN
BTOPOTO WJIM TPEThEro YpOBHS KoJulepka. MHopmanumss o nuie, OTBETCTBEHHOM 32
COOTBETCTBYIOLIee HampasieHue nestenpbHoct (PHO, nomkHOCTh, HOMEp TenepoHa U ajapec
AJIEKTPOHHON IIOYTHI), YKa3bIBAETCSA B TEKCTE CAMOIrO IMHChbMa IIOCIE OCHOBHOI'O TEKCTa U IEpE]
OTMETKOM O HAaJIWYUU IPUTOKEHUS.

OpuruHan J0KyMEHTa ¢ BU3aMM U NPUIOKEHUSIMU B COOTBETCTBUM C HOMEHKJIATYpOH Ael
HOJIIIMBAETCS B €TI0 (BXOASIIUI JOKYMEHT IIOMEIAETCs Ha XPaHEHHE B JIEJI0 BMECTE C JOKYMEHTOM-
OTBETOM).

6.9. OTnpaBKa JOKYMEHTOB

OTnpaBKy UCXOIALIMX JJOKYMEHTOB IPOBOIUT «CeKkpeTapb-AeI0pOU3BOAUTEINLY CIIOCOO0M,
3asBJICHHBIM aBTOPOM JOKyMeHTa (Kypbep, [louta Poccum, daxc, snekrponnas moura, C3J]
«Jleno»). Crocob OCTaBKU yKa3bIBAETCSl B YUETHOM KapTOUYKE MCXOJSINEro JOKyMEHTa, B I0JIe
«Crioco0 1ocTaBKm».

«CeKkpeTapp-IeI0NpPOU3BOAUTEILY)  NIPOBEPAET HAIMYME YKa3aHHbBIX B JOKYMEHTE
MPUJIOKEHUH, COOTBETCTBUE KOJIMUYECTBA IK3EMIUISIPOB KOJIMYECTBY a/IpECcaToB, AAThl MOANMCAHNUSA,
IIPOU3BOJIUT COPTUPOBKY JOKYMEHTOB I10 CIIOCOOY TOCTaBKU KOPPECHOHCHLIUH apecaTy (1mpocTas,
3aKa3Has, MexayHaponHass u 1p.). [Ipu BbIABIEHMM HECOOTBETCTBUI JOKYMEHT K OTIpPaBKE HE
IIPUHUMAETCS U BO3BPAILAETCS] COCTABUTEINIO JUUIS X YCTPAHECHMS.

OTBETCTBEHHOCTH 32 MPABHIBHOCTH OPOPMIICHHS TOKYMEHTA (HAIWYHE TOYHOTO M TIOJTHOTO
azipeca, perucTpallMOHHOrO HOMEpa, MOJAIUCH, MPUIOKEHUH, OTMETKH 00 HCIOJHHUTENE, APYIHX
00s13aTeNbHBIX PEKBU3UTOB), a TAK)KE 32 MPABHJIBHOCTh 3aMOJHEHHUS ITOYTOBOTO KOHBEPTA, OMUCH
BJIO’KEHUH M YBEIOMJIEHHUS O BPYYCHUH HECET UCIIOIHUTEND JOKYMEHTA.

[Ipn nepenadye NOKYMEHTOB, 3allOJIHEHHBIX KOHBEPTOB M OJAHKOB K HUM JJISl OTIPABKHU
nouroi Poccum ucnonHWTEns OOMKEH YBENOMHUTH «CeKpeTapsi-IAesIONpOU3BOIUTEN» O THIIE
OTIIpaBiieHUs (TUCHbMO MIPOCTOE, 3aKa3HOE, C YBEOMIIEHUE, LIEHHOE, | Ki1accom).

JIOKyMEHTBI IO/IJIEKAT OTIIPABKE B IEHb UX PETUCTPALIMU UJIU HE NTO3AHEE NIEPBOM MOJIOBUHBI
cienymoero padoudero qHs. CpoyHast KOPPECTIOHAECHIINS OTIPABIISETCS B IEPBYIO OYEPEIb.

Koppecnonnenuus, ornpasnsemas [louroit Poccun mim Kypbepckoil JOCTaBKOW, MPOXOAUT
YIIaKOBKY, aJipecoBaHMe (IIPH HAIpaBJIEHUHU JOKyMeHTa Oosee ueM B 4 ajpeca B COOTBETCTBUHU C
yKazaTeleM CIHCKa pacChUIKH, KOTOPBIH COCTaBJs€TCs AaBTOPOM JOKYMEHTA), IpOCTaBJEHHE
CTOMMOCTH MTOYTOBBIX YCIIYT U Iepeavy Ha OTIPABKY B MECTHOE OTAEJIEHUE CBSI3U HIIN KYPhEPCKYIO
ciyk0y. O6paboTKa JOKYMEHTOB Ul OTIPAaBKH IOYTOBOM CBSI3bIO OCYLIECTBISETCS B COOTBETCTBUU
¢ pevctByrommmu lIpaBunamu okazaHus yciayr HOYTOBOM CBSI3U.

JIOKyMEHTBI, HampaBiseMble II0YTOBOM WM KypbEepCKOM CBA3BI0O B OJIMH aJpec,
BKJIQJIbIBAIOTCS B OJJMH KOHBEPT.

Hcxonsamas MOKyMEHTAalMsl, HampaBiaseMas IIOYTOBBIMH OTIPABICHUSMU B  CYJBI,
[IPaBOOXPAHUTENIbHbBIE OPTaHbl, MPETEH3MOHHO-UCKOBAs U JII00asi aHAJIOTUYHAas MepenucKa, a TakxKe
OTBETHl Ha OOpalleHHus TpaxJaH, OTHPABISAIOTCA 3aKa3HOW IMOYTOH, C COXpaHEHHEM
MOITBEPKIAIOIIUX KBUTAHIIMM 00 OTIpaBKe U BPyYEHUU TOKYMEHTOB.

Ha 3aka3Hyl0 KOppECHOHAEHLIMIO, Ha KOPPECHOHACHLHUIO, HANpPaBIsIEMYI0 B aJpec
WHOCTPAaHHBIX OpTraHU3allui, Ha JOKYMEHTHl C TNOMETKOM «Jlns ciaykeOHOro MoJIb30BaHUs)
COCTaBJISIETCSI PEECTp, KOTOpbI 3aTeM Bo3Bpamaercs «CekpeTapro-Iel0lpon3BOIUTENI» €
pacnuckoil pabOTHUKOB IMOYTOBOTO OTAEJIEHUS CBS3U, Kypbepa U HHOT'O JINIA, 00ECI€YHBAIOIIETO
OTIIPaBKY JOKYMEHTOB. OTBETCTBEHHOCTD 3a XpaHEHUE OPUTMHAIBHBIX peecTpoB HeceT «CeKpeTaph-
JIeJIONPOU3BOUTEIbY.

OdopmiieHHble ¢ HapylmieHHMeM TpeOoBaHui Hacrosimero IlojmoxkeHHs JTOKYMEHTHI,
KOHBEPTBHI, a TAK)KE KOPPECHIOHIEHIIUS HECTYKEOHOI0 XapakTepa K OTIpaBKe He MPUHUMAIOTCS.
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6.10. IlpaBuia corinacoBaHusi JOKYMEHTOB

IlososxeHHE yCTaHABIUBAET €IMHBIE [TPaBUJIa COTIACOBAaHUS JI BCEX BUIOB JOKYMEHTOB.

[Tpouenypa cormacoBaHusi MPOBOIUTCS TONBKO cpernctBamu «1C: JlokyMeHTOOOOpOT 8»
IIyTE€M MCIOJIb30BaHus npouecca «CorimacoBaHue».

PykoBoauTenu  coriacyromux — HOApa3[esieHU  00s3aHBl  OpraHM30BaTh  MPOIECC
3¢ (}EeKTUBHOIO COIVIACOBAHUS BHYTPU BO3MVIABSIEMBIX MOJpa3/eleHul, o00ecneunBaronui
BBINOJIHEHUE YCTAaHOBJICHHBIX TPEOOBAHHIMA.

[lomHOMOUMS ~ comacyloOUMX  JUI  MOIYT  ObITh  JAEJNEerupoBaHbl  pPabOTHUKAM
COOTBETCTBYIOLIMX MOJpa3/ieIeHUl MyTeM HcIoib30Banus GpyHkuu «llepeHanpaBuTe» B porecce
«CornacoBaHuey.

OTBETCTBEHHOCTh 3a JEJIECTUPOBAHHME M Iepenady IIOJHOMOYMH IO PACCMOTPEHHIO U
COIVIACOBAHUIO IPOEKTOB JOKYMEHTOB BO3JIaracTcs Ha COIVIACYIOLIUX JIML, YKa3aHHBIX B JIUCTE
coryiacoBaHus (3aknajka «Buza» yueTHON KapTOUKH).

OTBeTCTBEHHOCTh 3a JEMCTBHS 1O COIVIACOBAHUIO JIOKYMEHTOB, JI€JIETMPOBAaHHbBIE
COIVIaCYIOLIMMHM JIMLIAMH IyTeM HCIoyib30BaHus (yHkuuu «llepeHanpaBuTh», BO3Jaraercs Ha
pabotaukoB AY «Hedreroranckuii moMTeXHUIECKUH KOJIJIEIK», TOTYYHBIINX 33129y COTIIACOBATh
IIPOEKT JOKYMEHTA.

[TosioxxeHne ycTaHaBIMBAET CIEAYIOLIUE CTaTyChl COINIACOBAHUS:

— «COIJIACOBaHOY,

— «COIVIAaCOBAHO C 3aMEYaHUSIMM,

— «HE COIJIaCOBaHO».

TpeboBanust k popme U coepKaHHIO IMO1aBAEMBIX 3aMEYaAHUN:

— 3aMeyaHus MOJAKTCS B COOTBETCTBUU C KOMIIETEHIIMEN COTJIACYIOLIETrO MOAPA3ACICHUS,
ompenensgeMoil 3amadamMu U QyHKOMSIMHM noxpaszaeneHus (cogepxkarcs B [lomokeHun o
10JIpa3/iesICHUN ),

— BHE pPaMOK CBOEH KOMIIETEHIIMM COIVIACYIOIIEE JIMIO BIIPABE IOJABaThb TOJIBKO T€
3aMeuyaHus, KOTOpbIE HaIpaBJIEHbI, [0 €ro MHEHHMIO, Ha IIOBBIIIEHME KadecTBa Ipoliecca, Ha
3¢ (deKTUBHOE JOCTH)KEHHE LeJel Mpoliecca, a TakKe PEeNaKIMOHHBIE 3aMEyaHMs, YIydIlarolue
BOCIIpHATHE UHPOPMALIUH,

— 3aMeuaHus, MOJaHHbIE BHE PAMOK KOMIIETEHIIMH, HOCAT PEKOMEHIATEeNbHbIM XapakTep u
HE MOTYT CIY>KUTh OCHOBAaHUEM JJII OKOHYATEIbHOIO OTPUILIATEIBHOIO PE3yibTaTa COrJIacOBAHUS
JAHHBIM COIJIACYIOLIUM JIULIOM,

— 3aMeyaHusi He JOJDKHBI HOCHUTh JEKJIapaTUBHBIM XapakTep W IpPHU3BaHbl BCKPHIBATH
po0JieMy, BBISIBISTh PUCKH U IIpejIaraTh BO3MOXKHBIE ITyTH MOBBILLIEHUS] Ka4eCTBa MpoLiecca,

— 3aMedaHusi (KpoMe€ pEelaKkLMOHHBIX) JOJDKHBI CONPOBOXAATHCS COOTBETCTBYIOIIEH
apryMeHTaluen, mpe/noiaraonieil OCBeIeHe KOHKPETHON MP00OJIeMBbl, BBISIBIIEHHE ONIPECIICHHOTO
pHCKa, a TAKXKe CO/IepKaTh MPEATI0KEHNS IO MUHUMU3ALUN PUCKOB U PEIIEHUI0 Mpo0IieM,

— 3ampeniaercs MojiaBaTh 3aMeyaHus B popMe BOIpoca WiIH MPockO,

— 3aMeyaHusi HE MOTyT OBITh HallpaBJIEHbl Ha 3alllUTy WHTEPECOB OTIEIHHO B3SITOTO
MOJIpa3/iesieHus U IOJKHBI ITPEeCieIoBaTh LEIH MOBBIIEHUS Ka4ecTBa Mpoliecca B IIeJIOM,

— IIpH [10/1a4Y€ PENAKIIMOHHBIX 3aMEYaHUl, HE OTHOCSILUXCS K CYLIECTBY PaCCMaTpUBAEMOI0
npoiiecca, He0OOXOAMMO YUUTHIBATh O(UITHAIBHBIN CTAaTyC corylacoBaHus, 3pdeKT oT paccMoTpeHus
U 00pabOTKM 3aMeYaHus, a TaK)K€ BO3ZMOXHOCTh YpEryJIMpOBaHHs TaKUX 3aMeyaHuil B pabouem
(HeouIIMaTbHOM) TTOPSIZIKE,

— Ha O4Yepe/IHOM JTalle COIJIAaCOBAHMS MPOEKTa JOKYMEHTa COIJIacOBaHUE MPOU3BOIUTCA
TOJIbKO B paMKax II€pPBOHAYAJIBHO IOJIAHHBIX 3aMEUaHUN WM BO3HUKIIHUX B IOCJIEIYIOIIEM
BCJIEJICTBHE U3MEHEHMs KayecTBa mpoliecca (110 3aMeYaHHUsAM JAPYTUX COIIACYIONIUX JIMII); Tojada
HOBBIX 3aMEYaHUM HE JIOMYCKAETCs,
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— ©CJIM TIPU COTJIACOBAaHHMHM MPOIIECC/BONPOC MPETEPIEN U3MEHEHHs, KOTOPbIE KacaroTcs HE
TOJIBKO (DYHKITHI COTJIACYIOMIETO JIMIIA, HAMPABUBIIETO 3aMEUaHUs, HO U MHBIX COTJIACYIOIIUX JIHII,
KOTOPbIE K MOMEHTY TaKMX U3MEHEHHI YK€ COIIACOBAJIA IIPOEKT JOKYMEHTA, YKa3aHHbIE U3MEHEHUS
MOJJIEKAT UX JOMOJIHUTEILHOMY COINIACOBAHMUIO.

3aMmeuaHusi, MOJAHHBIE C HApYIICHHEM YCTAaHOBJIEHHBIX MpPaBWJI, MOTYT OBITh YUYTEHBI
pa3pabOTYMKOM JTIOKYMEHTA 110 €T0 YCMOTPEHHUIO.

[Ipouenypa coriacoBanus Npearonaraet Ciaeayolue CTaHJapTHbIE CPOKHU €€ TIPOBEICHHUS:

Opranu3aliOHHO-TIPABOBBIC JOKYMEHTBI ......................... 5 naen
OpraHu3aluOHHO-PACTIOPSAIUTEIbHBIC TOKYMEHTHI .......... 3 mHSA

PersmmaMeHTHBIE JOKYMEHTBI ..........ooooiiiiiiiiiiiiiiii 5 nueit
JIOrOBOpHAS HOKYMEHTALMS ... ..o 5 mHeH

TeueHue cpoka coriacoBaHusl HAUMHAETCS C MOMEHTA cTapTa rpouecca «CorinacoBaHue.

Eciu mpoekT gokymeHTa TpeOyeT CpOYHOrO COTJIacOBaHMsI, pa3pabOTUMK MOJIydaeT
IIPEIBAPUTENIBHOE pa3pelICHHE Ha COKPALLEHHUE YCTAHOBJIEHHOIO CpOKa COIJIaCOBaHMS Yy
PykoBonutens opranuzauuu/PykoBonutens Oioka. MHdopmanuss o0 moilydyeHHOM pa3pelieHun
3aHocuTcs B nosie «KommeHntapuii» kaptouku npouecca «CoriacoBaHue».

Cornacyroiiee mojpa3/JelieHde BIIpaBe COINIACOBaTh C Pa3padOTYMKOM YyBEITUYEHUE
YCTaHOBJIEHHOTO M CPOKa, HO HE 00Jiee 4eM B JIBa pasa.

[Tocne 3aBepiieHUs 3Tama COIVIACOBAHUS PYKOBOJIUTENb MOJApa3felieHus-pa3paboTurka
IIPOEKTa JOKyMEHTa IIPUHUMAET pEIICHNE O AaJbHEHIIEeM NIPOXO0KISHUH MPOIEcca COrJIaCOBaHUS B
3aBHCHMOCTH OT 3HAYMMOCTH M XapaKTepa MOCTYMHUBIIUX 3aMEYaHUH.

J1st IpOEKTOB OpraHU3alMOHHO-PACTIOPSAUTENbHBIX JokyMeHTOB (OPJl) momyckaercsi He
Oonee Tpex OJTamoB coriacoBaHus. Jlng Ipyrux BHAOB JOKYMEHTOB KOJHMYECTBO DTalloB
COIJIACOBAHUS HE IUMUTHPYETCS.

[Ipu nanuuuu 3amevanuii k npoekty OPJl mocie TpeTbero 3Tana CoriiacoBaHUs PELICHUE M0
pasHoOrjacusiM TpPUHUMAETCS JMIIOM, KOTOpPOE€ YTBEp)KIAeT MpPOeKT JoKyMeHTa. PasHormacus
opopmitsitoTcs [IpoTokooM pazHoTIIacuid.

Ha mo0om »sTame corinacoBaHusi (KpomMe IepBOro) pa3padOTUMK BIPaBE 3aBEPIINUTh
MPOLEAYPY COTIACOBAaHUS JJI MPUHITHS JAIbHEUIINX PEIICHUN U YTBEPKIECHUS JOKYMEHTA.

6.11. IIpoBepka npaBUILHOCTH 0(POPMIICHHS JOKYMEHTA

«CekpeTapb-/1eJ0TPOU3BOIUTENb IIpOBEPSIET MPABUJIBHOCTb oopmiIeHUs
BHYTPEHHEIO/UCXO/ALIET0  JOKYMEHTa TMepe]] YTBEPXKACHUEM  YIOJHOMOUYEHHBIM  JIUIIOM.
HenpasuibHo oopmiieHHbIE JOKYMEHTBI HE PETUCTPUPYIOTCS U BO3BPAILIAIOTCS UCIIOIHUTENIO.

[TpoBepka npaBMIILHOCTH OPOPMIIEHHS JOKYMEHTA IPOBOIUTCS ITyTEM CO3JJaHUs OTAEIBHOTIO
npouecca  «CorynacoBaHue»,  aJpecoBaHHOrO  «CeKpeTapro-IeIONpOU3BOJUTENIO»,  IOCIIe
3aBEpPUICHMSI IPOLIETyPhl COTIIACOBAHUS C 3aMHTEPECOBAHHBIMHU MOPA3EIICHUSMHU.

6.12. YTBep:KkaeHUE T0KYMEHTOB

ONEKTPOHHAsl BEPCHsI COTJIACOBAHHOIO IPOEKTA JOKYMEHTA HAIPaBIISIETCS PYKOBOIUTEIIO
AY «Hedreroranckuii MOJUTEXHUYECKUN KOJUTeK» Ha yTBepxkaeHHE B «1C: JlokyMeHTO000pOT 8»
B paMKaX aBTOMAaTHU3UPOBAHHBIX MPOLIECCOB.

bymaxkHas BepcHs COIVIaCOBAaHHOTO TIPOEKTa JOKYMEHTa, IOJUJIeKAlIero apXWBHOMY
XpaHeHHu1o, nepenaercs pykopoautento AY «HedreroraHckuii MOTUTEXHUYECKUH KOJIEIKY IS
MOJNKCAHUS MTOCIIE TIOTYyYEHUS MOJT0KHUTEIBHOTO 3aKII0UEHHUS, IOJIYYEHHOT0 B AJIEKTPOHHOU hopme
C HCHOJBb30BAaHUEM TIpoliecca «YTBepkAcHHE». llepenada 1OKyMEHTOB Ha IOANMCAHUE
npousBouTcs «CekperapeM-IaelI0npOnu3BOIUTEIEM.

I'pud yrBepxaeHUs 3IEKTPOHHOM BEPCHH IOKyMEHTa aBTOMAaTUYECKH OTPaXKaeTCs B yUeTHON
kapTouke, B moje «lloamucan (yTrBepAui)» IOCiE MOJOKUTEIBHOIO 3aBEpIICHUs Ipoliecca
«Y TBEpKICHUE.
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K OymakHO# BepcuH JTOKYMEHTA MPUKIAJABIBACTCS JHCT COTJIACOBAHMS, CPOPMUPOBAHHBIN
B «1C: JIokyMeHTOOO0pOT 8».

6.13. Perncrpanusi BHyTPeHHHX IOKYMEHTOB

Peructpanuss ~ JOKyMEHTOB  NIPOU3BOJAMUTCS  OTBETCTBEHHBIM  JIMIOM B paMKax
AaBTOMATHU3UPOBAHHBIX IPOIIECCOB.

[Ipu perucrpanuy BHYTPEHHErO JOKYMEHTA JIOJDKHBI OBITh 3aIllOJIHEHBI CIEIYIOIIME IMOJIS
KapTOUKHU:

— PpErucTpalMoOHHBIA HOMED,

— XpaHEHHUe.

PerucrpanmonHslii HOMEp BHYTPEHHETO JOKYMEHTA CO3/1a€TCsl aBTOMAaTHYECKH C Y4ETOM
HacTpoek Hymepatopa B «1C: JlokymMeHTO000pOT 8» MO BUaM IOKYMEHTOB.

6.14. Yuer n aHau3 00beMOB JIOKYMEHT0000poTa

VYder u aHaim3 00bEMOB JOKYMEHTOOOOPOTa MPOHU3BOJIATCS B LEISAX COBEPIICHCTBOBAHUS
OopraHu3any padoThl € JOKYMEHTaMH, pPallMOHAJIBHOTO paclpeleieHus] JOKYMEHTOIIOTOKOB,
MOBBIIIEHUS MCTIOJIHUTEILCKOW TUCIMIUIMHBI U pacyeTa ONTHMAaJIbHON YMCIEHHOCTH PabOTHUKOB,
3aHATHIX B JIE€JIOIPOU3BOJICTBE.

VYder u aHanu3 00beMOB JOKyMeHTooOopoTa BexyTest B «1C: JIokyMeHTOO00pOT 8» myTem
dopmupoBanus CrpaBku 00 o0beMe TOKYMEHTOOOOpOTa M3 KOMaHIbl «Bce oTueTwl» pasnena
«dokymentsl u ¢aiine»y. B coorBercTBUM ¢ HacTpoiikod otuer «CrnpaBka 00 oObeme
JTOKyMEeHTOoOOOpoTa»  ¢dopMupyercs  exeHeaenbHo W HampaBisercs — «Cekperapem-
JEJIONPOU3BOIUTENIEM» pykoBoauTelto AY «Hedreroranckuii MOJTUTEXHUICCKUI KOJIICIK.

7. TEKYIIEE XPAHEHUE JOKYMEHTOB

7.1. Pa3paboTKa u BeJleHHMe HOMEHKJIATYPbI e

Howmenknarypa aen Beaercs B «1C: JIokyMeHTOOO0POT 8» MyTeM 3alOTHEHHUS CIIPAaBOYHUKA
«Homenknatypa nen» pasaena HCH.

Homenknarypa nen cocraBisieTcsl Ui TPYNIHUPOBKU HCIOJHEHHBIX JOKYMEHTOB B Jiena,
CUCTEMATH3aLMK U ydyeTa JIeJ, OIPEAECIICHNS CPOKOB UX XPAHEHUS U TIOUCKA JOKYMEHTOB.

HomeHnkiatypa nen sBiasieTcs OCHOBOM [UISi COCTABJICHMS OIHMCEW €1 MOCTOSHHOTO M
BpeMeHHoro (cBbime 10 j1eT) XpaHeHus, B TOM YHUCIIE 110 JMYHOMY COCTaBY, aKTOB O BBIACICHUU K
YHUUYTOKEHHUIO JJOKYMEHTOB, HE MOJIekKAIINX XPAHEHHUIO, a TaKkKe JJIs ydyeTa JeJl BpeMEHHOTo (110
10 neT BKJIIOYUTEITHHO) XpaHEHHUS.

CocTaBigroTCsl HOMEHKJIATYphI 1€ OApa3AeIeHUl U CBOAHAsI HOMEHKJIATypa Jell.

Exeronno B Hauane IV kBaprana «Cekperapb-I€I0NpOU3BOAUTEND) 3allyCKaeT INpOLEce
(bopMUpOBaHHS HOMEHKJIATYpbl A€l — crapTyeT npouecchl «llopyueHue» g paOOTHUKOB,
OTBETCTBEHHBIX 33 BEJICHHUE JIEIONPONU3BOJICTBA B CTPYKTYPHBIX MOAPA3ACTICHUIX.

PabGoTHHKM, OTBETCTBEHHBIE 3a BEICHUE JIEIIONPOU3BO/ICTBA, POPMUPYIOT HOMEHKIATYPHI A€l
noJpasjiesieHuil B Buje (paitiioB ¥ MPUKPEIUIAIOT K KApTOUKE 3a/Jauu.

[Ipn cocrtaBieHMH HOMEHKJIATYpbl JAel pPaOOTHUK PYKOBOACTBYETCS IOJIOKEHHUEM O
NOJIpa3/ieJIEHNH, TOKyMEHTaMHU, PErJIAMEHTUPYIOLIUMHU JEATEIBHOCTD MOAPA3IEICHNS U TIOPSAA0K €€
JIOKYMEHTHUPOBAHHUS, HOMEHKJIATYpOU JIeJ oApa3IesIeHus 3a MpeAbI YL o/, BETOMCTBEHHBIMH U
TUIIOBBIMU NIEPEYHSAMU JTOKYMEHTOB C YKa3aHUEM CPOKOB UX XPAHEHUS.

B HomeHknaTypy [nen BKJIIOYAIOTCS 3aroJIOBKM  JIeNl, OTpaXKalllue JAesITeIbHOCTh
CTPYKTYPHBIX TOAPA3JEICHUN TOCYAapCTBEHHOIO OpraHa, OpraHa MECTHOTO CaMOYIpPaBIEHUS
MOCTOSIHHO ¥ BPEMEHHO JIEHCTBYIOIINX COBEIIATEIbHBIX U KOOPIMHAIIMOHHBIX OPraHoB (KOJJIETUH,
COBETOB, KOMHUCCHM U J1p.), B TOM UHCJIE JTOKYMEHTBI, COJAEp)Kalllie CBEACHUS OrPaHUYEHHOTO
JIOCTYTA, PETUCTPAIIMOHHBIE W YYETHBIE >KypHaJbl, KapTOTeKH, 0a3bl JaHHBIX, B HEOOXOIMMBIX
CIIy4asiX - KOIIMU JJOKYMEHTOB.
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3aroJIOBKU 3JIEKTPOHHBIX JI€J1 BKIKOYAOTCSI B HOMEHKIIATYpy A€l [0 TEM XK€ ITpaBUIaM, 4To U
3aroJI0BKH JieJ1 Ha OyMa>KHOM HOCHTEIIE.

He BruitoyaroTcst B HOMEHKIIATYPY JI€JT 3ar0JIOBKH MEYATHBIX W3JaHUH (COOPHUKH, OpOIIIOPHI,
CIPAaBOYHMKH, OIOJIJIETEHH, pe(epaTUBHbIEC KYPHAJIBI U IpyTHUe NOA00HbIE MaTEPUAIIbI).

Bo3Hukime B TeueHue rojaa, He MPeLyCMOTPEHHbIE HOMEHKIIATYpOU Jela, JONOJIHUTEIBHO
BHOCATCS] B COOTBETCTBYIOLIMH pa3/ie]l HOMEHKJIATYPBI JIe1 C 0U4ePEIHBIM MOPSIKOBBIM HOMEPOM.

OTBETCTBEHHOCTh 3a IIOJHOTY OTPaXX€HUS B HOMEHKJIAType [JeJI HMEIoLUXci B
MOJIPa3/IeIeHUH BO3JIaraeTcs Ha PyKOBOJMTENS IMoJpas3jeieHus. B ciydae peopranuzanuu wim
JMKBUAALNY [TO/Ipa3/AEICHHUs, a TAKKE B CIIy4ae YBOJIbHEHHs, PyKOBOAUTEb IOPa3/ieeHus 00s3aH
Iepe1aTh 110 aKTy (OIMCH) YNUCIISIIIUECS 110 HOMEHKIIAType J€J1 IOKYMEHTBI CBOEMY IPABOIPEEMHUKY
unu «CekpeTapro-ea0IPOU3BOAUTEIIION.

CBomnass HoMmeHnkmarypa gen AY «Hedreroranckuil MONMUTEXHUYECKHH — KOJUISIHE
coctaBisieTcst  «CekperapeM-IeloNpou3BOIUTENEM» HAa  OCHOBAaHMM  HOMEHKJIATyp  Jel
noapasnenenuii u 3anocutcs B «1C: JIokyMeHTOOO0pOT 8.

VYTBepxk/ieHHasT HOMEHKJIaTypa A€l BBOJAUTCS B JEHCTBHE C 1-TO sHBaps CIEAYHOILEro
KaJIEHJAapHOT0 rojia.

Howmenknartypa nies ouH pa3 B 5 et (B ciiyyae U3MeHeHUs GYHKLUUN U CTPYKTYpbl KOJUIEaKa
HOMEHKJIATypa /el MOJUIEKUT IEePECOCTaBICHHUIO, COIJIACOBAHHUIO U YTBEP)KJIEHUIO paHblle
YKa3aHHOT'O NE€PHOAA) MPEJICTABIAETCS Ha PACCMOTPEHUE DKCIEPTHO-TIPOBEPOYHON METOJUUECKOM
komuccuu CirykOBbI 110 JiesiaM apXuBOB XaHThI-MaHCHHCKOTO aBTOHOMHOTO OKpyra — FOrper.

[To OKOHUaHMM JAEJIONPOU3BOACTBEHHOIO TIOJa COCTABISAETCS MTOroBas  3aIlUCh
HOMEHKJIATYPBI JIEJ1 O KOJIMYECTBE 3aBEIEHHBIX /1€ (TOMOB JI€]1) IOCTOSIHHOI'O M BPEMEHHOI'O CPOKOB
XpaHeHHs1 Ha OyMa)KHOM HOCHUTENIE U O KOJUYECTBE 3aBEJCHHBIX JIEKTPOHHBIX €] MOCTOSHHOIO
BPEMEHHOI'O CPOKOB XPaHEHHUSI.

3anonHeHHbIH paznen «HomeHkiaTypa nen» HCHOJdb3yeTcsl NpU aBTOMAaTH3UPOBAHHOM
CO3/1aHUU JieJT (TOMOB) JUIsl CIIUCAHUSI B HUX UCIIOJHEHHBIX IOKYMEHTOB.

7.2. ®opmupoBaHue e

®dopmupoBanue aen obecrneunBaercs cpeactBamu «1C: JIokyMeHTOOOOpOT 8» myTem
BeJICHUs crnpaBouHuKa «Jlema (Toma)» B COOTBETCTBMM C HOMEHKJIatypoil nen. Ilapamerpsl,
3aJlaHHBIE 3apaHee UId KaXJOro pasjena HOMEHKJIATYphl, OMNPENENSIIOT MOPSAOK CIHCAHUA
UCIIOJIHEHHBIX IOKYMEHTOB B JI€JIa.

Jlena cumTaroTcsl 3aBEIEHHBIMH C MOMEHTa BKJIOYEHHS B HUX IEPBOrO HCIOJHEHHOTO
nokymeHTa. Ilocie MCHOIHEHHs JOKYMEHTOB M OKOHYaHHUS pabOThl ¢ HUMH OyMaXKHbIE BEpCUU
JIOKYMEHTOB, MO/JIeXKAalle apXUBHOMY XpaHEHUIO, TOMeIatoTes (OIMIMBAtOTCs ) U1 00ecedeH s
¢u3nyeckoil COXpaHHOCTH B TBEpAble OOJOXKKU MM TAalKU-PETHCTPATOPBl, a 3JIEKTPOHHBIE
JOKYMEHTBI CITUCBIBatOTCS B fiea cpeactBaMu «1C: JlokyMeHToo00poT 8».

ONEKTPOHHAs KapTOUKa AeJla COACPKUT CIAEAYIOLINE CBENCHHUS:

— HaWMEHOBaHHE 110 HOMEHKJIaType Jie,

— HOMEp ToMa,

— TMEepUoJ, 3a KOTOPBIA COOpaHbl JOKYMEHTHI, XpaHsIuecs B Jele,

— KOJIMYECTBO JIUCTOB,

— MECTO XpaHEHHS.

3aKOHYEHHBIE JIEIONPOU3BOJCTBOM (HCIOJHEHHBIE) JOKYMEHTHI (POPMHUPYIOTCS B Jefa M0
HOMEHKJIAaType Jedl.

JIOKyMEHTBI Jiella CTaHOBATCA apXUBHBIMHM ¢ | sHBaps roja, CIEIYIOIIEro 3a IOJOM, B
KOTOPOM OHU ObUIM 3aKOHYEHBI AeONPOU3BOACTBOM.

IIpu ¢opmupoBanun nen pabOTHUKK 00s3aHbIl COONIONATH CJIEAYIOIIME OCHOBHBIC
TpeOoBaHUS:
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- B JIeNI0 BKJIOYAIOTCS MCIOJIHEHHbIE JOKYMEHTBI, COOTBETCTBYIOIIME 10 CBOEMY
COJIEpKaHUIO 3aroJIOBKY JieJia 0 HOMEHKIIAType JIeT;

- IPUJIOKEHUS BKITFOUAIOTCS B JIEJI0 BMECTE C OCHOBHBIM JJOKYMEHTOM (TIPUIIOKEHHS 00 BEMOM
cBbimie 150 TUCTOB MOTYT BBIICIATHCS B OTIICIBHBIN TOM JIena);

- B JI€JI0 BKJIKOYAIOTCS JOKYMEHTHl OJHOIO KAJIEHJAPHOIO T0/a, 32 MCKIIOUYEHUEM
NEePEeXOIALINX Jell, CyAeOHbIX Jell, IUYHBIX eI

- JIOKYMEHTBI TMOCTOSSHHOIO W BPEMEHHBIX CpPOKOB XpPaHEHMs TPYNIHUPYIOTCA B Jela
pa3enbHo;

- B JIEJIO BKIIOYAETCSI 110 OJJTHOMY 3K3EMILISIPY KaxXJA0ro JOKYMEHTa;

- (hakcorpammel, TenerpamMmbl, TeeHOHOTPAMMBI TIOMEIIAIOTCS B JIeTia C ePETHCKOI;

- B JICJIO MOMEMIAIOTCA JOKYMEHThI IPAaBUJIBHO U TMOJHOCTHIO OPOPMIICHHBIE (JOKYMEHTHI
JIOJKHBI UMETH 1Ty, IOJMUCH U IPYrUe HEOOXOUMBIE PEKBU3UTHI);

- B JIEI0O HE BKJIIOYAIOTCS JTOKYMEHTHI, MOMAJEKAIUE BO3BPATY, JHIIHUE SK3EMIULIPHI U
YEPHOBHUKHU (32 HMCKJIIOYEHHUEM 0C000 IIEHHBIX); MO O0BEMY JEJ0, BKIIOYAIOIIEe JOKYMEHTHI Ha
OyMa)XHOM HOCHUTeEJNe, He JOJKHO MpeBbIaTh 250 TUCTOB Npu ToNIMHE He Oosiee 4 cM (TOIIMHA
Jien co cpokamu xpaHenus A0 10 ser He noymxHa npesbimaTh 10 cM). [lpu npeBbllieHUH JaHHOTO
o0Bbema 3aBOJIMTCS BTOPOH U mocneaytoiie Toma. [Ipu Hanuuuu B fesie HECKOJIBKUX TOMOB, MHJIEKC
M 3aroJIOBOK JIeJia MPOCTABIIIOTCS HAa KaXKJOM TOME C J00aBlieHHeM 0003HaYeHHs HOMEpa TOMa H,
Ipu HEOOXOIMMOCTHU, 3ar0JIOBKA TOMA;

- JIOKYMEHTBI BHYTPHU JI€Jla PacIoararoTcsi B XpOHOJIOTHYECKOM (CBEpXY BHHU3), BOIIPOCHO-
JIOTUYECKON MOCIE0BATEIbHOCTH WM UX COUETaHUH.

JIOKyMEHTBI BHYTPH J€Jla paclojaraioTcs B XpOHOJOTMYECKOW MOCIEI0BATENILHOCTH U T10
TEMaTH4eCKOMY (IIPEAMETHO-BONPOCHOMY) MPHU3HAKY: B OJHO €0 MOJIIMBAIOTCS JOKYMEHTHI O
OTpeNIeJICHHON TeMe (BOIMpOoCy), MO BHAAM JOKYMEHTOB («IIPUKa3bl», <«IUIAHBD), «OTUETHI»,
«IIPOTOKOJIBI» U T. I1.) WIX 110 KOPPECTIOHAECHTCKOMY IIPU3HAKY, IPU KOTOPOM B AeN0 popMUpyeTcs
MepPEenucKa ¢ OJJHUM WJIM HECKOJIbKUMHU KOPPECTIOHCHTaAMHU.

VYka3aHHbIE MPU3HAKU MOTYT OBITH TOTIOJTHEHBI U COYETATHCS MEXKAY COOOM.

Opranu3anoOHHO-PACTIOPSIIUTENbHBIE JTOKYMEHTHl TPYNIUPYIOTCS B Jiefla MO BHAAM U
XPOHOJIOTUH C OTHOCALIUMUCA K HUM IPUIIOKEHUSIMHU.

Opranu3anoHHO-TIPABOBHIE JIOKYMEHTHI, YTBEPKJICHHbBIC OpraHU3aI[MOHHO-
pacnopsIUTENbHBIMU JOKYMEHTAMHU, OJIINBAIOTCS B JieJla BMecTe ¢ HUMU. [Ipu ux yTBEepKIeHUH B
KaueCTBE CaMOCTOSITEIBHBIX JOKYMEHTOB OHU TPYIIITUPYIOTCS B CAMOCTOSITEIIBHBIC JEa.

PernamenTHble JOKYMEHTHI MOJIIMBAIOTCSA B Jiela BMECTE C NPUKa3aMH, KOTOPbIMU OHHU
BBOJISITCS B JICUCTBUE.

[IpoTrokonbl hopMuUpyrOTCA B I€Ta IO BUAaM 3ace/laHui, COBEIaHui, COOpaHHmii (10 Kaxa0My
BUJ1y OTJICIIFHO) U 110 XPOHOJIOTHH.

[Ipuka3pl MO OCHOBHOM JAEATENBHOCTU TPYNIIUPYIOTCA OTAEIBHO OT MPUKA30B MO JINYHOMY
COCTaBy.

[Ipuka3bl 0 JIMYHOMY COCTaBY IPYNIUPYIOTCS B Jiea B COOTBETCTBUU C YCTAHOBJIEHHBIMU
CpPOKaMH WX XpaHEHUS:

— MOpUKa3bl IO JUYHOMY COCTaBy, Kacarouuecs TMpueMa, MepeBoJia, YBOJIbHEHUS,
MOOMIPEHUs, TIPEMUPOBAHUS COTPYIHUKOB, CO CPOKOM XpaHeHus S0 yert;

— TPUKa3bl O MPEIOCTABICHUU OTITYCKOB, B3BICKAHUSIX, KOMaHIUPOBKAX PAOOTHUKOB CO
CPOKOM XpaHEHHS OT 3 JI0 5 JeT.

JIOKyMEHTBI B JIMYHBIX JIeJIaX PAacIoararoTcsi B XPOHOJOTHYECKOM MOPSIKE MO MEpPe HX
MOCTYTIJICHUS.

JlunieBsie cuera mo 3apaboTHOI MmaTe pabOTHUKOB TPYIIUPYIOTCS B CAMOCTOSITENBHBIE AeTa
U pacroyiaratoTcsi B HUX B OpsKe andaBuTa 1o GamMuiInsM.
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[Tepenucka rpynnupyercs 3a OJUH KaJeHAAPHBINA ol U CUCTEMATU3UPYETCS BHYTPHU Jiea
B XpOHOJIOTUYECKOM  TOpSAKE: JOKYMEHT-OTBET IMOMeNlaerca 3a  JOKYMEHTOM-IPOCHOOit
(oOpamennem, 3ampocom). [Ipy BO30OHOBICHHHM TEPENUCKH IO OINPEACICHHOMY BOMPOCY,
HayaBILEHCs B MPEIbIAYIIEM IOy, JOKYMEHThI BKIIOYAIOTCS B JI€JIO TEKYIIEro rojia ¢ yKazaHUEM
MHJIEKCA Jiea MpeAbLIYIIEro roja.

byxrantepckue DOKYMEHTHI TPYNIUPYIOTCS B Jiela B COOTBETCTBUU C TpeOOBaHUAMU
3aKkoHozarenscTBa Poccuiickon @enepanyuy U OpraHU3alMOHHO-PACIIOPSAAUTENBHBIX JOKYMEHTOB
AY «HedreroraHCKui MOJUTEXHUYECKHA KOJIIEIKY.

OTBeTcTBEHHOCTh 32 (HOPMUPOBAHME JEJI BO3JAraeTcsi Ha PYKOBOJUTENIEH CTPYKTYpPHBIX
noapaszaenenuii. KoHTpons hopMupoBaHus e ocymecTBIsieT «CeKpeTaph-AeI0onpOn3BOUTEIh.

7.3. Tekyuee XxpaHeHue aeJl HA OyMaKHbIX HOCHTEJSIX

Hena co nHs uX 3aBelleHUs /0 Mepefadyd Ha apXWBHOE XpaHEHUE WJIM HA YHUYTOXEHUE
XpaHATCS 0 MECTy UX (OPMUPOBAHUSL.

Jlist obecniedeHus COXpPaHHOCTH M y4eTa JOKYMEHTOB W JIeN, JIOCTyIa K HUM IMPOBOIUTCS
KOMIUIEKC paborT:
CO3/IaHHE ONTUMAIBHBIX TEXHHUYECKUX ((U3MUYECKUX) YCIOBHHA XpaHEHUS JOKYMECHTOB

U JIe,

pasMmelleHue aell,
IIPOBEPKA HAIMYUS U COCTOSIHUSI IOKYMEHTOB U JIE,
COOJTFOICHHE TIOPSITKA BBIIAYH JICI.

Jlena pasMemaioT B paboumx KOMHATax WIIM CIEHUAIBHO OTBEIEHHBIX JUIS STOW IEeNU
MIOMEIICHUAX B 3anMparoiyecs mkadol, celbl U T. ., YTOOBI 00ECIIEYUTh UX COXPAHHOCTb U 3aLUTY
OT BO3JICHCTBUS MbLIM U COJTHEYHOT'O CBETA.

Jena B mkagax 11 UX yueTa 1 ObICTPOro IMOMCKA PacliolaratloTcsi BEpTUKAIbHO, KOPEILIKaMHU
Hapy)Xy U B COOTBETCTBHHM C HOMEHKJIATypol naen. Ha kopemkax oOJOXKEeK el yKa3bIBaloTCs
MHJEKCBl IO HOMEHKJIarype nein. HoMeHkiaTypa 1eia Wiau BBIIMCKA W3 Hee INOMeNlaeTrcs Ha
BHYTPEHHEH CTOpOHE mKada.

[Tpu noucke kakoro-au00 JOKyYMEHTa BHauaie cleyeT HalTH HY)KHBIA 3aroJIoBOK Jiena, a
3aTeM M0 MHJEKCY JieJla — COOTBETCTBYIOIIYIO MaNKy Ha MOJIKE.

Jena, Haxopsmuecs Ha TEKyIEM XpaHEHUH, mojuiexkar yuery. Ilepen mepenmadeir Ha
apXUMBHOE XpaHEHHE IPOBOJUTCS NMPOBEpKA HAIWYMS U COCTOSHHUSA JTIOKYMEHTOB U JI€J B IEJNAX
yCTaHOBJIEHHUS (DAaKTUYECKOTO HAJIMYMs Jel U COOTBETCTBUS MX KOJHMUYECTBY, YHCIAIIEMYCS IO
HOMEHKJIaType /€.

ITpoBepka HanM4Ks U COCTOSTHUS JOKYMEHTOB U JI€JI IPOBOUTCS IIPU IIEPEMEILICHUH JIE]1, TIPU
CMEHE PYKOBOJIUTENSI CTPYKTypHOro mojpasaeneHusi, «Cekperapsi-Aelonponu3BOIUTENA», IMpU
peopranuzanmu U JukBugauuu AY «HedreroraHckuili MOJUTEXHMYECKHM KOJIEIK» WIH
CTPYKTYpPHOTO MOAPAa3/IEICHHUS.

ITpoBepka Hamu4Msi IPOBOAUTCS IIyTEM CBEPKHM CTATEH HOMEHKJIATYPHI €1 U KapTOYeK el
(tomoB) B «1C: JIokyMeHTOOOO0POT 8» ¢ onucaHueM el Ha 00JI0KKe, a PU3NIECKOe COCTOSTHUE J1eT
OTIpeJIeNIAETCs MMyTeM UX BU3YaIIbHOTO TpocMoTpa. Bee oOHapy eHHbIE HEAOCTATKU (PUKCUPYIOTCS B
aKTe MPOBEPKHU HAJIMYMSI U COCTOSTHUS JIETI.

[Ipu oOHapyXeHUU OTCYTCTBHA JIeJ, YUCIISALIMXCS 10 HOMEHKJIAType JIeN, PYKOBOICTBOM
MO/Ipa3JieIeHnii TMPUHUMAIOTCS MeEpbl MO HMX PO3bICKy. B ciydae eciau pos3picK Jen He JdaeT
pe3ysipTaTa, COCTABJIAETCA CIpaBKa O IMPUYMHAX HUX OTCYTCTBHS, KOTOpas HOJAINUCHIBAECTCA
PYKOBOJUTEINEM NTO/Ipa3ieieHus U npeacTasisercs «CekpeTapro-1e0npou3BOIUTEIION.

@akt yrpathl Jena (xen) (UKCHUPYETCs B aKkTe, COCTABIsIEMOM M MOJIINHCHIBAEMOM
«CexpeTapemM-Ie/IONpPOU3BOJUTENEM» M PYKOBOAMTENEM  CTPYKTYPHOIO  MOJpPa3/eleHus
(YNOJTHOMOYEHHBIM UM JIMIIOM) B JIBYX 3K3eMIULIpax (IIpu yTpare Aena BpeMeHHbIX (1o 10 jer
BKJIIOUMTENBHO) CPOKOB XPaHEHUsI) MJIU B TPEX dK3eMIUIsipax (IIpH yTpaTe Jejl BpeMEHHBIX (CBBILIE
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10 neT) cpokoB XpaHEHHs WM IOCTOSIHHOrO XpaHeHus ). I1o oqHOMY PK3eMIUIIpy aKTa XpaHUTCS B
CTPYKTYPHOM IOoZpa3felIeHnu U y «CeKpeTaps-AesIoNpOU3BOAUTEI»; IPU yTpaTe AC] BPEMEHHBIX
(cBbiie 10 y1€T) CPOKOB XpaHEHMsI WIIM IOCTOSIHHOI'O XPAHEHUS SK3EMILISAP aKTa MpPEJCTAaBIAETCS B
apXuB KOJUIEIDKA IIPU IIepeiadye ANl CTPYKTYPHOIO OApa3AciICHUs Ha apXUBHOE XPaHEHUE.

OAHOBPEMEHHO € ATUM NPUHUMAIOTCS MEPHI MO 3aMEILEHUI0 YTPAYEeHHOI'O JOKYMEHTa €ro
KOIHUEH.

B cnywae yrtpaThl JOKYMEHTOB W Jell IMPOBOJAUTCS CIIy>)KEOHOE pacciieoBaHUE, I10
pe3yspTaTaM KOTOpPOIO JIMIIO, BUHOBHOE B YTpaTe, HECET OTBETCTBEHHOCTHh B YCTAHOBICHHOM
HOpsIIKE.

Beimaua nen apyruMm  nojpasienieHusM Npou3BoaMTcs C  paspemeHus «Cekperapsi-
JIeJIOTIPOU3BOAMUTENSD) C COOTBETCTBYIOIEH oTMeTKOoN B KHure Beljaun aen U J0KkyMeHToB (B KHure
yKa3bIBaeTcs (akT mepeaayl KOHKPETHBIX TOKYMEHTOB, Haxoasmxcs B aene). Ha BeijanHoe neno
3aBOJUTCSl KapTa-3aMECTUTENb, IOMEIlaeMas Ha MECTO BblIaHHOro nena. Kapra-zamecturens
(dopmMHpyeTCcsi aBTOMAaTUYECKH.

Jlena BbIIAIOTCSl BO BPEMEHHOE ITOJIB30BAHUE COTPYAHUKAM CTPYKTYPHBIX ITOAPA3IEICHUN Ha
CpOK He 0oJiee 0JTHOTO MECSIIA U TOCIIE eT0 UCTEUSHHS MTOIJIeKaT BO3BpaTy.

W3bpaTHEe NOKYMEHTOB U3 €] IOCTOSHHOIO XPAaHEHMs JOIYCKAeTCsl B MCKIIOYUTEIBHBIX
CIIy4asiX U MPOU3BOJIUTCS C pazpenicHus pykoBoautenst AY «HedTeroraHCKkuii OJTUTEXHUISCKUI
KOJIJIEJK» C OCTABJICHUEM B JIeJie 3aBEPEHHON KOMUHU TOKyMEHTa, Ha 000pOTe KOTOPOM YKa3bIBaeTcs
OCHOBaHME M3BATHUS MOMITUHHUKA, CPOK BO3BpaTa, aTa W MOANUCH paOOTHHUKA, OTBETCTBEHHOTO 32
dopmupoBaHue u/uau xpaHeHue nena. [loaIMHHUK TOKyMEHTa, M3bATHIM W3 Jena ([eso) mocie
PacCMOTPEHMS U PELEHHUs] BOIIPOCa, BO3BPAILAETCS B JIEJI0, IPU 3TOM KOIUs, [IOMEIICHHAs B JEJIO0
BMECTO ITOJJIMHHUKA, U3bIMAETCSI.

8. APXUBHOE XPAHEHUE JOKYMEHTOB

8.1. [ToaroroBka GyMaKHbIX JOKYMEHTOB H /eI K Mepeaye HA apXHBHOE XpaHEeHHe H
HA YHHYTOKEeHHe

HOI[FOTOBKa JOKYMCHTOB M JCJI K NCpeaadyc Ha ApXMBHOC XPAHCHUC M HAa YHUUTOXKCHUC
peycMaTpUBaeT:

— OKCHCPTHU3Y HCHHOCTU NJOKYMCHTOB,

— odopmienue gen,

— COCTaBJIEHUE ONMCEH /e 10 pe3yabTaTaM 3KCIEePTU3bl UX [IEHHOCTH,

— COCTaBJICHHE AaKTOB HAa YHHUYTOXEHHE JOKYMEHTOB M JIell C UCTEKIIMMH CpPOKaMHU Xpa-
HEHMUS.

8.2. DkcnepTH3a IEHHOCTH JOKYMEHTOB

DKcrnepTu3a eHHOCTH I0KYMEHTOB TPOBOIUTCSL:

B JICIIOTIPOU3BO/ICTBE - IPH COCTABJICHUH HOMEHKJIATYPHI JIeJT OpraHU3aIMH U ITPH TIOATOTOBKE
JIell K Tiepesiadye B apXUB;

B apXHBE KOJUIE/DKA - B TPOIIECCEe MOATOTOBKH JeJ K Iepeade Ha MOCTOSTHHOE XpaHEHHE B
MYHUIUTIATbHBIN apXUB, a TAK)KE PH BBIICICHUH K YHUUTOKESHHUIO JIE]1, HE TMOAJISKAIINX XPAaHEHHUIO.

DKcnepTr3a IMEHHOCTH JIOKYMEHTOB ITPOBOJIUTCS €KETOJTHO.

Ilo pe3ynpTaTaM SKCIEPTU3BI LEHHOCTH B CTPYKTYPHBIX MOJPA3/EICHUSAX COCTABISIOTCS
OMKCHU JIel CTPYKTYPHBIX TOJpa3AeNieHHil: MOCTOSIHHOrO, BpeMeHHbIX (cBbimie 10 seT) cpokoB
XpaHEeHHUs, 110 JUYHOMY COCTaBy, HA OCHOBE KOTOPBIX B apXMBE KOJJIEIXKa COCTABISIIOTCS TO/I0BbIE
pasaciibl COOTBETCTBYIOIIHUX CBOJIHBIX orucen ACII, JOKYMCHTOB.

Ha nena ¢ ucTeKmuMu cpoKaMu XpaHEHHs B CTPYKTYPHBIX MOJIPA3/IEICHUAX COCTaBIISIOTCS
MPEATOKEHUA K aKTY O BBIACIICHUN K YHUUTOXCHUIO JOKYMCHTOB, HC IMOJIC)KAIIUX XPAHCHHUIO.

Ha ocHoBe npeioskeHuil CTPYKTYpHBIX nojpasaeieHuil «CekpeTapb-aeI0npoU3BOIUTEb
COCTaBJIACT AKT O BBIACICHUU K YHUYTOXCHHUIO JOKYMCHTOB, HC MMOAJICKAIINX XPAHCHUIO.
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Jlena u JOKYMEHTHI BKJIIOYAIOTCSI B KT O BBIJEICHMM K YHUUYTOXEHHIO JOKYMEHTOB, HE
HOJUIekKAIUX XPaHEHHIO, €CIIN MIPETyCMOTPEHHBIN JUIsl HUX CPOK XpaHEHUs UCTeK K 1 siHBaps roja,
B KOTOPOM COCTAaBJIEH aKT.

Hena, umeronue ocoOyro 3HaumMocTh misi AY «HedreroraHckuil MOJIUTEXHUYECKUN
KOJIJIE K, IOMevaroTcs creruainbHoi otMeTkoit « ITK» cpenctBamu «1C: JlokyMeHTOOO0POT 8» B
HacTpoHKax KapTouku Jena. K Takum Jenam OTHOCSTCS OpraHU3alOHHO-PACIOPSAAUTENbHbIE
nokymMeHTl AY «Hedreroranckuii MOMTUTEXHUUYECKUH KOJUIE/DK» M HAJ30PHBIX OPraHoOB Kak
Han0oJIee TIOJIHO OTPAKAIOIINE OCHOBHYIO AesATenbHOCTh AY «HedTeroraHckuii moJIMTeXHUYECKUMA
koyutemk». Jlema ¢ ormerkoi «OIIK» moasepratorcs Oojiee TIIATEIBLHOM IMPOBEPKE M HUMEIOT
IIPUOPUTET IIPU IIepeiade Ha apXUBHOE XpaHEHHUE.

Hena ¢ ormerkor "OIIK" mnoanexar NOJMMCTHOMY MPOCMOTPY B ILENSAX BBISIBICHUS
JOKYMEHTOB, IMOJJIEXKALIUX MNOCTOSSHHOMY XpAaHEHUIO. BBISBIEHHbIE B TakuUX J€lax JIOKYMEHTbI
MIOCTOSIHHOTO XPAaHEHMsI BBIJICJIAIOTCS M IPUCOEIUHSIOTCS K OJTHOPOIHBIM JIe1aM WK (GOpMHUPYIOTCS
B CAMOCTOSITEJIbHBIE JIENa.

OcranbHble 1oKkyMeHThI ¢ oTMeTKoM "OIIK" Briltouarores B akT Ha yHMuTOXeHue. [Ipu aTom
ormetka "JIIK" B akTe He yka3bIBaeTcs.

Onucu Ha Jena, JOKYMEHTbl IMOCTOSHHOIO XpPaHEHUs M IO JUYHOMY COCTaBy M aKThl Ha
YHUUYTOKEHHE JOKYMEHTOB pacCMaTpUBAIOTCS Ha 3acefaHuu OkcnepTtHol komuccuu (OK)
onHoBpeMmeHHO. Ilo wurtoram paccmorpenus DK corimacoBbIBalOTCS ONUCH /1€, JOKYMEHTOB
IIOCTOSIHHOT'O XPAHEHUS U 110 JINYHOMY COCTaBY U aKThl O BBIJECJIEHUU K YHUUYTOKEHHUIO JOKYMEHTOB.

[To pesyabratam 53KCHepTH3bl LEHHOCTH JOKYMEHTOB B «1C: JloKyMeHTOOOO0pOT 8»
COCTaBJISIIOTCSL OMMCH JIEN MIOCTOSIHHOTO, BpeMEHHOT O (cBbIlIe 10 j1eT) XpaHeHus U Jel 110 JIUYHOMY
COCTaBY, a TAKX€e aKThl O BBIACICHUHU A€ K YHUUTOXKECHHUIO.

CornacoBansble DK kosuie1a onucH Jell J0KyMEHTOB (T0/10BbIE Pa3/ieiibl) PEACTABISAIOTCA
Ha PAacCMOTpEHUE ODKCIEPTHO-NPOBEPOYHOM KOMHCCHU DKCHEPTHO-IPOBEPOYHOM METOIMUYECKOU
komuccueil CiayxObl Mo JenaM apXWBOB XaHThI-MaHCUICKOTO aBTOHOMHOro okpyra — IOrpel
(JIIK).

OIIK yTBepkaaeT onucH Jie MOCTOSTHHOTO XPaHEHUs M OHMCH JIeJT IO IMYHOMY COCTaBY.

[Tocne yrBepxkneHus u coriacoanus OIIK ommcell nen, AOKYMEHTOB, ONMCH M aKT O
BBIJIEJICHUH K YHUUYTOKEHUIO JOKYMEHTOB, HE TIOJIIEKAINX XPAaHEHHIO, YTBEPKAAIOTCS JUPEKTOPOM
KOJIJIeJXKa, TI0CJIe Yero Jefa, BbIIEICHHbIE 0 aKTy K YHUYTO)XKEHHUIO, MOTYT OBbITh YHUUTOXKEHBI.

[To 3aBepiieHNM 1€IONPOU3BOJCTBEHHOIO TOJa U MO pe3ylbTaTaM 3KCHEPTU3bl IEHHOCTH
JOKYMEHTOB JieJla TOJJIeKaT O(OpMIIEHHI0O B COOTBETCTBUHU C MpaBuWiIaMu o(opMieHus Aed U
MOJITOTOBKH JIEJT K Ilepe/iaye Ha apXUBHOE XpaHEHHUE.

8.3. Ogopmienue nen

Jlena opopmiroTCs pU UX 3aBECHUM U O 3aBeplieHnu rojga. OgopmiieHue e BKIJaeT
KOMIUIEKC paboT 1Mo UX TeXHHYeckoil oOpaborke u  mpoBogurcs  «Cekperapem-
nenorpousBoutenemy. [lpu 3aBenennn nen opopmitsitoTcs 00s10xku Aen B «1C: JlokyMeHTo000poT
&».

B 3aBucumocT 0T CpOKOB XpaHEHUsI IPOBOAUTCS MOJHOE UM YaCTHYHOE 0(hOpMIIEHUE JIE.

Jena BpemenHoro (ot 5 10 10 neT) cpoka XpaHEeHHUs MOAJTIEKAT YACTUIYHOMY O(OPMIICHUIO:
Jena JIOMYCKaeTcsl XpaHUTh B TalKkaXx Ha KOJbl[aX WM CKOPOCIIMBATENSX, HE MPOBOJIUTH
IIEpECUCTEMATH3ALMIO JOKYMEHTOB B JIENIE, JINCTHI 1€]1a HE HyMEPOBAaTh, 3aBEPUTEIIbHBIE HAIIIUCHU HE
COCTaBJISITh.

Jlena mMOCTOSIHHOTO, JOJATrOBpeMeHHOro (cBhbimie 10 JeT) CpoKOB XpaHEHUs M MO JIMYHOMY
cocTaBy (mpueMm, NepeMelieHHe, YBOJIbHEHHE, MOOUIPEHHE W MpEeMHpPOBaHHE U IIp.) MOAJIexar
MOJTHOMY O(OPMIICHHIO, KOTOPOE MpeyCMaTPUBALT:

— MOAIMBKY (meperuier) nena (HedopMaTHbIE JOKYMEHTBI XPAHATCS B 3aKPBITHIX TBEPIBIX
Mankax win Kopookax);
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— HYMEpALHIO JIMCTOB JIeNa,

— COCTaBJICHUE JIUCTA-3aBEPUTEIS JIENa;

— COCTaBJICHUE BHYTPEHHEH ONMMCH TOKyMEHTOB JIeTIa;

— odopMIeHHE 00JIOKKH JIena.

8.3.1. lonmuBka (nepemnJer) gejaa

JIOKYMEHTBI, COCTABIISIOIIME €0 Ha OyMa)XHOM HOCHUTENEe, IMOALIMBAIOTCA Ha YEThIpe
npokosia (Ha TPH MpOKoJa - s Malo(OpMaTHBIX Jel1) B TBEPAYIO OOJOXKKY WM MSTKYIO
(ckopociuBaTeb) 00JI0KKY U3 KapTOHA, MU MEPEIIETal0TCs C Y4E€TOM BO3MOKHOCTH CBOOOJIHOTO
YTCHUSA BCCX MNOKYMCHTOB, 14T, BU3 U p€3OHIOHHﬁ Ha HHUX, MCTAJUIMYCCKUC CKPCIIJICHHUA H3
JIOKYMEHTOB YJaJISIOTCS.

B nawane nena Ha OyMaXKHOM HOCHTENE IPH HEOOXOJUMOCTH TOALIMBAIOTCS JIUCTHI
BHYTpPEHHEH OMUCH JOKYMEHTOB JieJia, B KOHIIE Ka)KI0T0 JIeja - JINCT-3aBEPUTEIIb Jela.

8.3.2. Hymepanus JUCTOB B JeJie

B nensx obecrieueHus: COXpaHHOCTU U 3aKpPEIUICHHsI MOPsIIKa PACIONOKEHUsI JOKYMEHTOB,
BKJTIOYCHHBIX B JIEJI0O Ha OyMa)XKHOM HOCHTENE, BCE €r0 JIUCTHI (KpOME JIMCTa-3aBEpHUTENs Jeiia U
BHYTpEHHEH ONHUCH) HYMEpYIOTCS B BAJIOBOM IMOpsJKEe apaOCKUMU IH(paMuU, KOTOPHIE
IPOCTABISIOTCS B IPAaBOM BEPXHEM YTIy JIMCTA JOKYMEHTa MPOCTHIM IpaUTHBIM KapaHIAIIOM.
YnotpebiieHne YepHUI M IBETHBIX KapaHJalleld A HyMepaluu JIMCTOB 3amperiaercs. JIucTe
BHYTPEHHEH ONUCH JJOKYMEHTOB JIeJIa HyMEPYIOTCS OTJEIBHO.

JlucTsl nen, cocTosAMX U3 HECKOJIBKUX TOMOB HITM YacTel, HyMEpPYIOTCS MO KaXA0MYy TOMY
WJIN 9aCTH OTIEIBHO.

dororpaduu, UEpTEkKH, OUATPAaMMBl U JPyrUe€  WIUIIOCTPATUBHBIE  JOKYMEHTHI,
NPEJCTABIISIONINE CAMOCTOSATENBHBIN JIUCT B JA€Jie, HyMEpYIOTCsS Ha 00OpPOTHOH CTOpPOHE B JIEBOM
BEpPXHEM YTIIy.

CnoxeHHBIH JTUCT pa3BOpaunBaeTCs U HyMepyeTcs B IpaBOM BepxHeM yriy. [Ipu aTom nuct
moboro Qgopmara, MOAIIUTHIA 32 OAWH Kpail, HyMepyeTcs KaK OJMH JIUCT; JIUCT, CIIOKCHHBIN H
HO]IHII/ITI)II;'I 3a CEPCANHY, NOMJICIKUT NCPCIIMBKE U HYMCPYETCA KaK OJUH JIMCT.

JlucT ¢ Haryxo HakJI€eHHBIMU JOKYMEHTaMH (BBIpE3KaMH, BBIMHUCKaMH, (HoTorpadusimu)
HyMepyeTcs KakK OJMH JIUCT. EciaM K JTOKYMEHTY IOJAKJIEEHBI OJHUM Kpaem APYrue JOKYMEHTBI
(BBIPE3KH, BCTABKU TEKCTA, MEPEBOJIBI), TO KaX/IbIi JOKYMEHT HyMepyeTcs OTJIENIbHO.

HOI[HII/ITI)IG B ICJI0O KOHBCPTHI C BJIOXKCHUAMU HYMEPYIOTCS,; IIPHU 5TOM BHA4YaJI€C HYMCPYCTCA
KOHBEPT, a 3aTeM OUePEHBIM HOMEPOM KaX/10€ BIIOKEHHE B KOHBEPTE.

[TonmuTeie B J1€710 TOKYMEHTHI C COOCTBEHHON HyMmepaluuel JIMCTOB (BKJItOYas MeyaTHbIE
U3JJaHKs1) MOTYT HyMEpOBAaThCs B OOIIEM MOPSIKE WIIM COXPAHATh COOCTBEHHYIO HYMEPAILUIO, €CITU
OHAa COOTBETCTBYET IOPSTIKOBOMY PACIIOJIOKEHUIO JIUCTOB B JIEIIE.

B cnydasx oOHapyskeHHs! O0JIBLIOrO YKciaa OUIMOOK B HyMEpaluy JUCTOB JieNla MPOBOAUTCS
nepenymepauus. [Ipy Hanuuum OTAENBHBIX OIIMOOK B HYMEpAlMU JIMCTOB Jejia JOIMYCKaeTcs
ynoTpebeHHe TUTEPHBIX HOMEPOB JIUCTOB.

8.3.3. CocragiieHue JUCTA-3aBEePUTEJIA J1eJ1a

Jluct-3aBeputenp Jena cOCTaBisieTcs A ydeTa KOJMYECTBA JIMCTOB U OCOOCHHOCTEH MX
HYMEpaIluu Ha OTJEIIHOM JINCTE, & B KHUTaX — Ha 00OPOTHOW CTOPOHE MOCIIEIHETO YUCTOTO JIUCTA.

Jluct-3aBepurens popmupyercs B «1C: JlokyMeHTOO00pOT 8».

3ampemaercss BBIHOCUTH JINCT-3aBEPUTENh HA OOJIOKKY JeNla WIIM YUCTBI 00OpOT JmcTa
MOCJETHET0 JOKYMEHTA.

Ecnu nemo moammTo vk meperieTeHo 0e3 OJaHKa JIMcTa-3aBepUTeNsi, OH HaKJIEUBaeTCs 3a
BEPXHIOIO YaCTh JIUCTAa HA BHYTPEHHIOIO CTOPOHY OOJIOKKH JeIa.

Jluct-3aBepuTENb MOMMUCHIBACTCS €€ COCTABUTEIEM C YKa3aHHEeM paciIu(pOBKU TMOJIIHCH,
JIOJDKHOCTH M JJAThI COCTABJICHUS.
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Bce mnocnenyroomue HM3MEHEHHS B COCTaBE M COCTOSIHMM Jieia (IIOBPEXICHMsS, 3aMeHa
MOAJUHHBIX JOKYMEHTOB KOMHSIMH, NPUCOCIUHEHHE HOBBIX JOKYMEHTOB), MPOUCHICIIINE B
IpoIecce e€ro apXMBHOTO XPAaHEHMS, TPAHCIOPTHPOBKH WIIM HCIIOJIB30BAaHHS B IMOAPA3ICICHHH,
OTMEYAIOTCS B JINCTE-3aBEPUTEINIC CO CCHUIKOW HA COOTBETCTBYIOIUIN aKT, COCTaBJICHHbBIN paboueit
Komuccueil. VIckiroueHHe COCTaBiIsIeT TMOBPEXICHHE OONBIIOro oObeMa Jel B CBSI3U C
00CTOSTETLCTBAMH HEIIPEOJ0IUMOM cHiTbl. B 3TOM ciyuae akT noBpexaeHus Gukcupyercs TOIbKO
aKTOM 0€3 BHECEHHS U3MEHEHMI B JINCT-3aBEPUTEIh KAKI0TO OBPEXKICHHOTO JIENa.

8.3.4. CocTraBjieHHe BHYTPEHHeH ONUCH JOKYMEHTOB JeJia

Jlis yueta TOKYMEHTOB OIPEJICIICHHBIX KaTeropHii MOCTOSHHOTO U BpeMeHHOro (cBbime 10
JIeT) CPOKOB XpaHEHHUs, Y4€T KOTOPHIX BBI3BAH CHEIM(PUKON TOKYMEHTALMH, BKJIIOUYEHHOH B IO,
COCTaBJISIETCS] BHYTPEHHSISI OMUCH JOKYMEHTOB JIeJia, IoMelaeMas B ero Hayao.

BHyTpeHHSISI ONUCHh BKIIOYAETCS B JIeNla, MMEIOIIHE OCOOYI0 3HAYMMOCTh, a TaKXke JIelna,
chopMUPOBaHHbIE O BUIAM JOKYMEHTOB, 3arOJIOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOTO
COJIep’KaHus JOKYMEHTOB.

BuyTpeHHss onuch JOKYMEHTOB COCTaBIIIETCS TakKe Ha 0ObEeMHBIE Jella MOCTOSTHHOTO U
BpeMeHHOTO (cBhIiIe 10 JIeT) CPOKOB XpaHEHUS B IEJIAX y4eTa U OBICTPOro HaX0XKICHUS JOKYMEHTOB
B JICIIe.

BuyTtpennsist onuch J0KyMeHTOB fena ¢popmupyrorces B «1C: JJokyMeHTO000pOT 8».

K BHYTpeHHe# onucu JOKYMEHTOB COCTAaBIISIETCSI UTOTOBAs 3alKCh, B KOTOPOU YKa3bIBaeTCs
muppaMd M TMPONKHCHIO KOJIMYECTBO BKIIOUEHHBIX B HEE JOKYMEHTOB M KOJWYECTBO JIMCTOB
BHYTPEHHEH OMUCH.

BHyTpeHHSII ONHMCH JOKYMEHTOB Je€jia IIOANMCHIBAETCS COCTABUTEIEM C YKa3aHHUEM
paciupoBKY MOAMUCH, TOJKHOCTH U 1aThl COCTABJICHUS OMHCH.

Ecin neno Ha OyMa)KHOM HOCHTEJE MEPEIUICTCHO WM MOIIINATO O0e3 OJaHKa BHYTpECHHEH
OIHCHU JOKYMEHTOB, TO COCTaBJICHHAs M0 YCTAaHOBJICHHON (JOpME BHYTPEHHSS OMKCH MOIKJICUBACTCS
K BHYTPEHHEH CTOpPOHE JINIIEBOM OOJI0KKH Aena.

V3MmeHeHUs cocTaBa JIOKYMEHTOB Jena (U3bATHS, BKIIOYEHHUS JOKYMEHTOB, 3aMeEHa
JIOKYMEHTOB KOMUSIMH) oTpaxaroTcst B rpade "[Ipumeuanue” BHyTpeHHEH ONMCHU CO CChUIKAMU Ha
COOTBETCTBYIOIIME aKThl. [Ipy HEOOXOIUMOCTH MOTYT OBITh COCTaBJIEHBI HOBAsi HTOIOBas 3alMCh K
BHYTPECHHEH OIUCH U JINCT-3aBEPHUTEH JIEIa.

8.3.5. OdopmiieHue 00J107KKH J1e1a

O6noxka nena popmupyetcs B «1C: JIokyMeHTOOO0pOT 8».

Ha o6no0Kke 1e1 MOCTOSHHOTO XpaHEHUs MpelycMaTpUBAeTCsl MECTO JJIsi HaMMEHOBaHUS
rOCYJapCTBEHHOTO (MyHHIIMIIAIILHOTO) apXHBa, B KOTOPBIH Jiesia opraHu3auu OyayT npuHsTH [Ipu
opopmiieHHH OOJNOKKM JielNa HaMMEHOBAaHWE OpraHu3allid YKa3blBae€TCs TMOJHOCTHIO, B
MMEHHUTEIBHOM Tanexe. [loiHoe HauMeHOBaHWE BBIMIECTOSIIEH OpraHW3allui yKa3bIBAeTCS Hall
HAaUMEHOBAHHEM OpTraHM3AIMH - UCTOYHHKA KOMIUIEKTOBAHUS (TakK€ B MMEHHUTEIHLHOM MaJIEeXkKe).
Ecnu opranmzaiiusi Wi BBIIIECTOSIIAs OpraHU3aIHsi KIMEIOT COKPAIICHHbIE HANMEHOBAHMSI, TO OHU
YKa3bIBAIOTCS B CKOOKAX IOCTIE MMOJIHOTO HAUMEHOBAHUS.

[lpy W3MEHEHWW HAWMEHOBAHHS OpTaHW3allM B TEYCHHE IIEPHOMAA, OXBATHIBAEMOTO
JOKyMEHTaMH Jlefla, WIM Tpu TIepegaue Jela B APYryl0 OpraHM3aluio, Ha OOJOXKKe [ena
JOMUCHIBAETCS HOBOE HAMMEHOBAHHME JTOW OpPTaHW3aIlMH WM OpraHW3alWU-TIPAaBOTIPEEMHUKA, a
MpeXHee 3aKI0YaeTCs] B CKOOKH.

Ha o6noxke nema yka3pIBaroTCs:

- HANMEHOBaHME OPTaHU3AIMH U €€ HEMOCPEICTBEHHAs TOAYNHEHHOCTb;

- HHJIEKC JIeNa;

- HOMep ToMa (JacTu);

- 3aTOJIOBOK JieJia (ToMa, 4acTH);

- KpaifHue 1athl jena (Toma, 4acTH);
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- KOJIMYECTBO JINCTOB B Jiejie (TOME, 4acTH);

- CPOK XpaHeHHs Jiena;

- apXUBHBIN HU(p aerna.

3aroyioBOK Jiea Ha OyMa)KHOM HOCHTENE U 3arojOBOK AJIEKTPOHHOIO Jiejia EPEHOCITCS Ha
00JIOKKY Jena (JIEKTPOHHOTO JieJla) M3 HOMEHKJIATYphl el KOJUIeIKa. 3arojoBOK JIOJDKEH
COOTBETCTBOBATh COJICP)KAHUIO IOKYMEHTOB B JIETIC.

B Tex ciydasix, Koraa €10 COCTOUT M3 HECKOJIbKUX TOMOB (YacTeil), Ha OOJIOKKY KaXKI0TO
TOMa (4acTu) BBIHOCUTCS OOIIHI 3arojI0OBOK JIeNa, a MPH He0OXOJUMOCTH - 3ar0JIOBOK Ka)KJI0T0 TOMa
(dactn).

B 3arosnoBkax nen, coaepamux KOIMHH JOKYMEHTOB, YKa3bIBA€TCS Ha KOJIMYECTBO KOIHUH.
[TonnMHHOCTH JOKYMEHTOB JI€JIa B 3ar0JIOBKE HE OrOBApUBAETCSI.

Jlena, BHECEHHBIE B TOJIOBBIC Pa3/IeNibl CBOJHBIX ONMHUCEH, MUMPYIOTCS MOCIE YTBEPKICHUS
rojoBoro paszzgena cBoaHoi onucu DIIK apXuBHOro yupexIeHus U YTBEPKICHUS PYKOBOJIUTEIEM
OpTraHu3aIy (0 TOT0 APXUBHBIN MU(P MPOCTABIISIETCS KapaHIalIoM).

Ha o6noxkke nema ykaspiBaeTcsi nata jena - rof(bl) 3aBeleHHS W OKOHYAHHUA Jeja B
JIEJIONIPOU3BO/ICTBE.

Ecnu B neno BKIIIOYEHBI JOKYMEHTHI (HalpuMep, MPUII0KEHHUs ), 1aTa KOTOPBIX HE COBIAIaeT
C JIaTOW Jena, TO TOJ JIaTOW C HOBOW CTPOYKH JenaeTcs o0 3ToM 3amuch: "B geme mMmeroTcs
JIOKYMEHTHI 34 ... roji(b1)".

Jlata nenma MOXET He YKa3bIBaThCs TOJIBKO Ha OOJIOKKAX eI, COACPIKAIINX TOAOBbIC IIaHbBI
Y OTYETHI U IPYTHe JOKYMEHTHI, IaThl KOTOPBIX OTPAXKAIOTCS B 3ar0JIOBKAx JIed.

JlaToii nein, colaepXalmux pachnopsAUTENIbHYI, TBOPYECKYI0O W HMHYIO JIOKYMEHTAILIMIO
(oxanpl, MUChMA, CTEHOTPaMMBbl), /Ul KOTOPOM TOYHAas AAaTUPOBKAa MMEET Ba)XHOE 3HA4YCHHE, a
TaKKe JIJIS1 JIEJ, COCTOSIIIINX U3 HECKOJIBKUX TOMOB (4YacTei), SBISIOTCS AaThl (YUCIIO, MECSI, TOJ)
peructpanuu (COCTaBIEHUS, MOCTYIUIEHHUSI) CAMOTO0 PaHHEro W CaMOro MO3JAHEr0 JOKYMEHTOB,
BKITFOUEHHBIX B JIeJI0 (KpaifHue ATkl JelT, JOKYMEHTOB).

Jlatoit nena, copeprkaliero mpoTOKOIbI 3aceJaHui, SIBISIOTCS JaThl yTBEPKACHUS (€CIIU OHU
YTBEPKAAOTCS) WM J1aThl IEPBOTO U MOCIEAHETO MPOTOKOJIA, COCTABIISIOLINX JEII0.

JlaTtoit muuHOTO N1eNa SIBISIFOTCS 1aThl MOAMMCAHUS IPUKA30B O MprUeMe U YBOJIbHEHHUH JUIIA,
Ha KOTOPOE OHO 3aBEJICHO.

[Tpu 0603HaUeHNH JaThl TOKYMEHTA CHauajla yKa3bIBAeTCs YUCIIO, 3aTeM MECSI] U ToJ1. Yuco
1 1071 0003HaYaI0TCs apaOCKUMU I paMu, Ha3BaHUE MECSIIA - CIIOBOM.

Ecnu nara nmoxkymeHTa WM OTJENbHBIE €€ DJIEMEHTHI OMpPEAeSIOTCS MPUOIU3UTETHHO, Ha
OCHOBaHUU aHAJIM3a COACPKAHMS TOKYMEHTa, TO 1aTa WK OT/EIbHbIE €€ DJIEMEHTHI, HE a0COJIFOTHO
JIOCTOBEPHBIE, 3aKITI0YAIOTCS B KBaJpaTHBIE CKOOKHU.

OO0s3aTenbHBIMA PEKBU3UTAMH OOJIOXKKH JIeNa SBISIFOTCS yKa3aHHWE KOJWYECTBA JINCTOB B
nene (IpoCTaBisIeTCs HA OCHOBAaHWU JIMCTa-3aBEPUTENS JieNla) M CPOK XpaHEeHHs Jaena (Ha Jenax
MOCTOSTHHOTO XpaHeHus numiercs: "XpaHUuTh MOCTOSIHHO").

8.4. CocraBiienne onuceii xeJ

Jlena mepemaroTcss B apXHMB KOJUIE/)KA IO OIHUCSAM, COCTaBJICHHBIM B CTPYKTYPHBIX
nonpazaenenusx. Omucu Jen CTPYKTYPHBIX TMOAPA3JIEICHU COCTABISIOTCS MO YCTaHOBJICHHOMN
dbopMe B ABYX 3K3EMIUISIPAX U MPEICTABIAIOTCS B apXHUB KOJUIE/XKa HE MMO3/JHEE YeM Yepe3 OJIUH I'oJ
1I0CJI€ 3aBEPILEHUS JIE] B A€TIONPOU3BO/ICTRE.

Omnwcr coCTaBISIOTCS OTIIENBHO Ha JIeNia TOCTOSTHHOTO XPaHEHUs; Jejla BPEMEHHBIX (CBBIIIE
10 neT) cpoKOB XpaHEHHs, B TOM YHKCIE M0 JIMYHOMY COCTaBY, U JieJia, COCTOSIINE U3 TOKYMEHTOB,
XapaKTePHBIX TOJBKO JUISL TaHHOW opraHu3anuu. OTIeNbHBIC ONMHUCH COCTABJISIOTCS Ha €IUHHUIIBI
XPaHEHUs JIEKTPOHHBIX JOKYMEHTOB MTOCTOSTHHOTO XpaHEeHHsI; BpeMeHHbIX (cBbIie 10 jieT) cpokoB
XPaHEHUs, B TOM YHCJIIE TI0 ITHYHOMY COCTaBY.
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Omnwucu ¢popmupyrores B «1C: JJokyMeHTO000OpOT 8» M3 KapTOUYKH JIea IMyTeM BHIOOpA MEHIO
«Co3nate Ha ocHOBaHUM» — «llepenaua nen B apxuBy.

[Ipu cocTtaBneHUH OMUCH JeN CTPYKTYPHOTO IMOJPAa3/ieiCHUs COOMIOIAIOTCS CIEAYIOIIne
TpeOOBaHUS:

- 3ar0JIOBKHU JIEJI BHOCSITCS B OIIUCh B COOTBETCTBUU C IIPUHATON CXEMOM CUCTEMATU3alUU Ha
OCHOBE HOMEHKJIATypHI [T,

- KaXJ0€ JEJ0 BHOCUTCS B ONUCH IO IOPSIAKOBBIM HOMEPOM (E€CIM €10 COCTOMT W3
HECKOJIbKUX TOMOB WJIM YacTei, TO KaKJblii TOM WJIM YacTh BHOCSTCS B OIKUCH IO MOPSAKOBBIM
HOMEPOM);

- Tpadbl ONMKCH 3aMOJHAIOTCS B TOYHOM COOTBETCTBUHU CO CBEIEHHUSIMH, KOTOPBIC BHIHECEHBI
Ha 00JIOXKKY J1enIa;

- rpada onucu "llpumedanue" UCHONB3YETCS JJISI OTMETOK O MpHEME Jell, 0COOEHHOCTIX
(U3MYECKOTO COCTOSIHUSA, O Tiepeaayde AeN IPYruM CTPYKTYPHBIM MOJpa3AeIeHUSIM CO CCHUIKOW Ha
HEOOXOJAMMBIH aKT, 0 HAJTUYUH KOIIHH.

B xoHI1e onucu Beien 3a mociaeaHel OnucaTeNbHOM CTaThel 3aoIHsIeTCs HTOTOBAasl 3aIucCh,
B KOTOpPO# yKa3bpIBalOTCs (LM(ppaMu ¥ MPONKUCHI0) KOJUYECTBO /e, EPBIA U MOCIEAHUN HOMEpa
JIell 10 OMUCH JIeNl, a TaKKe€ OrOBApUBAIOTCS OCOOCHHOCTH HyMEpalHuH el B OMUCH (Hajdudue
JUTEPHBIX U NPOIMYIIEHHBIX HOMEPOB).

[lepen BHeceHHMEM 3aroJIOBKOB JIel B OMNKHCHh IPOBEPSIIOTCS KauyecTBO (OPMUPOBAHUSA U
oopmieHHs A€T, COOTBETCTBUE KOJIMYECTBA €I, BHOCHMBIX B OITUCH, KOJIWYECTBY 3aBEICHHBIX JEI
110 HOMEHKJIAType Jell.

[Ipu npocMoTpe z1e1 MPOBEPSIOTCS: COOTBETCTBUE 3ar0JI0OBKA Jieja COJIEPKaHUIO JOKYMEHTOB
B JIeJie; MPaBUILHOCTh OOPMIICHHS U TPYIIUPOBKU JTOKYMEHTOB, BKIIOYCHHBIX B JIEJI0; KAYECTBO
MOJAIIMBKYA WIM MEpeIvieTa Jiela; MPaBWIbHOCTh HYMEpPALUU JIMCTOB J€ja; Halu4yhe B Jele, B
HEOOXOIUMBIX CIy4asiX, BHyTPEHHEH OMKCH JieNia U MPaBUIBHOCTh €€ COCTABIEHUS; MPAaBUIBHOCTh
opopmiieHHs OOJIOKKM JIeNia;, HalMYue W TPaBWIBHOCTH JIMCTa-3aBepuTelisa aena. B cmydae
oOHapyKeHMsI HAPYIICHUs] YCTaHOBJICHHBIX MPaBMI GOPMUPOBAHUS U OPOPMIICHHUS JIE] OHU JTOJIKHBI
OBITh YCTPAHEHBI.

B ciiydae o6HapyXeHUs OTCYTCTBUS JI€J1, YUCIALIMXCS 10 HOMEHKIIAType A€, CTPYKTYPHBIM
MO/Ipa3/JIeJIeHUeM MPUHUMAIOTCS MEphI MO po3bicKy. OOHapyKeHHbIE Jiea BKIIOYAIOTCS B OIMMCH.
Ecnu npuHsATEIE Mephl HE Al pe3yJibTaTOB, TO HA HEOOHApPYXKEHHBIE JieJla COCTaBISETCs akT 00
yTpaTe JTOKYMEHTOB, KOTOPBIM IMOANUCHIBAETCS PYKOBOJUTENIEM CTPYKTYPHOTO MOJpAa3AeieHUs U
IIEPEIAeTCsl BMECTE € OMMCHIO 1€ CTPYKTYPHOIO MOIPAa3/ICIICHUs B apXUB KOJUIEKA.

B nensx obecnieueHusi COXpaHHOCTH, CBOEBPEMEHHOIO OTOOpA U ydeTa M CUCTeMAaTHU3allU
7eJ1, TOJIeKAINX MOCTOSIHHOMY M BpeMeHHOMY (cBbiiie 10 JieT) CpoKOB XpaHEHHMs, B KOJUIEIKE
COCTaBJISIIOTCSI CBOJIHBIE OITUCH JI€]1, TOKYMEHTOB.

Onucu cocTaBIIAIOTCS OTIENBHO Ha J€Jla, JTOKYMEHTBI: IOCTOSHHOTO CpOKa XPaHEHUS;
BpeMeHHbIX (cBbIEe 10 J1€T) CpOKOB XpaHEHUs; MO JINYHOMY COCTaBY; XapaKTEpHbIE TOJIbKO JJIs
JAHHOW OpraHu3alvy. AHAJIOTMUYHBIE OIIMCH COCTABIIIOTCS HA DJIEKTPOHHBIE J1€71a, JOKYMEHTBI.

CBoJHBIE OMHCH 1€, TOKYMEHTOB KOJIJIEAKa COCTOSIT U3 FOJIOBBIX Pa3/ieloB, COCTABIISEMbIX
Ha OCHOBE IEPEIAHHBIX B apXUB KOJUIEAKA ONUCEH JEN €ro CTPYKTYPHBIX IOApa3JeIeHUN 3a
oTpesiefieHHble TOJIbl, U CHCTEMAaTH3MPOBAHHBIX B MpefesiaX KaXJ0ro roja B COOTBETCTBUHU C
YTBEPKACHHON CTPYKTYpPOU KOJUIEa Ha ITOT TOJ.

Onucu nen, JOKYMEHTOB COCTAaBJISIFOTCS 1O YCTAHOBJIEHHOM QopMe M COCTOAT U3
ONHCATENbHBIX CTaTeW €IMHHULl XpaHEHMs, UTOrOBOM 3alMCH, JIMCTA-3aBEPUTENS U CIPAaBOYHOIO
ammapara K OIHCH.

CBo/iHbIE OIUCH eI TOCTOSIHHOTO XpaHEeH!s1, BpeMEHHBIX (cBbiiIe 10 JeT) CpOKOB XpaHEHHUH,
B TOM YHCJE€ MO JUYHOMY COCTaBy COTJIACOBBIBAIOTCS SKCIIEPTHOW KOMHCCHEH KOJemka u
HaMpaBJISIIOTCA Ha YTBEP)KJICHHE/COTIacOBaHNUE B SKCIIEPTHO-NIPOBEPOUHYIO KoMHCccHIO0 CiryKObI IO
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Jies1aM apXuBOB XaHTbI-MaHCUICKOrOo aBTOHOMHOTO okpyra — FOrpsl, mociie 4ero yTepikaarorcs
JUPEKTOPOM KOJUIEIKA.

8.5. CocTaB/ieHMe aKTOB HAa YHHUYTOKeHHE JOKYMEHTOB M JieJl ¢ HCTeKIIHMH CPOKaMH
XpaHeHus

Ha pena ¢ ucTekmmMu CpOoKaMu XpaHEHHs B CTPYKTYPHBIX ITOAPA3ACICHUAX KOJUIEIKA
COCTaBIIAIOTCSA MPEUIOKECHHSI K aKTy O BBIIEICHUM K YHUUYTOKEHHUIO TOKYMEHTOB, HE MOMJIEKAIUX
XpaHEHHIO (110 popMe COOTBETCTBYIOILETO aKTa).

Ha ocHoBe mnpenioxeHHH CTPYKTYpHBIX IOJpa3/ieleHul ciayx0a [el0npou3BOJICTBA
OpraHM3alMy COCTAaBJISIET aKT O BBIIEICHMM K YHUYTOXKCHHIO JIOKYMEHTOB, HE IIOJUICIKAIIUX

XpaHEHHUIO.
Akt hopmupyercs B «1C: JIokyMeHTOOOOPOT 8» M3 KApTOYKH Jieja MyTeM BBIOOpa MEHIO
«Co3math Ha OCHOBaHUW» — «YHHUYTOXKEeHHE Jem». AKT ¢opmupyercs «Cekperapem-

JIeNIOTIPOU3BOJMTENEM» M TOJUICKUT YTBepXKIeHHIO pykoBoauteneM AY «Hedreroranckuit
MOJIMTEXHUYECKUIN KOJLIIEIK.

Jlena BKJIIOYAIOTCS B aKT O BBLACICHUUM K YHHYTOXKEHUIO JOKYMEHTOB, HE IOJUIEKALIMX
XPaHEHUIO, €CJIM MPEAYCMOTPEHHBIN JIJIsl HUX CPOK XpaHEHMs UCTEK K 1 sSHBaps roaa, B KOTOPOM
COCTaBJIEH aKT.

Hena ¢ ormerkoit "OIIK" mnojnexaT MOJUCTHOMY IPOCMOTPY B LENSAX BBISBICHUS
JOKYMEHTOB, HOJUIeXKAIUX IOCTOSHHOMY XpaHEHHIO. BbIsABICHHblE B TakUX JellaX JOKYMEHThI
MOCTOSTHHOTO XPAaHEHUS BBIJCIISIOTCS M IPUCOCTUHSIIOTCS K OJTHOPOTHBIM JIeJIaM MM (POPMHUPYIOTCS
B CAMOCTOSITEJIbHBIE JIe1a.

OcranbHble ToKyMeHThI ¢ oTMeTKoM "OIIK" Britouarores B akT Ha yHUUYTOXeHue. [Ipu aToM
orMetka "JIIK" B akTe He yka3bIBaeTCsl.

AKTBl Ha YHUYTOXXEHHE JIOKYMEHTOB paccMmarpuBatorcs Ha 3acenanuu OK. Ilo urtoram
paccmotpenus DK cornacoBblBaeT akTbl O BBLACICHMHM K YHHYTOXKEHHUIO JIOKYMEHTOB. AKTHI
YTBEPKAAIOTCS TUPEKTOPOM KOJUIEXka, [10CJIe Yero Jiena, BbIAEJIEHHbIE N0 aKTy K YHUUYTOXKEHHUIO,
MOTYT OBbITh YHUYTO)KEHBI.

8.6. Ilepenaua es1 Ha apXMBHOE XpaHeHHe

Ilepenaya nenm Ha apXMBHOE XpaHEHHME IPOM3BOAMTCS C MCIONb30BaHMEM cpelcTB «lC:
HoxymeHnTo000poT 8». CBeneHus 0O mepeaadye Ha apXUBHOE XPAaHEHHE OTOOPAKAIOTCS B KapTOUKE
nena (Toma).

[lepenaua nen B apxuB KOJUIEKa OCYIIECTBISETCS MO TpaduKy, COIIaCOBaHHOMY C
PYKOBOJIUTENSIMU  CTPYKTYPHBIX MOJpPA3JeIeHUl, TMepelalolux JOKYMEHThl B apXWB, H
YTBEPKACHHOMY TUPEKTOPOM KOJUIEKA.

B nepuon moarotoBku gen Ha OyMaXXHOM HOCHUTENE CTPYKTYPHBIM MOJpa3/elIeHUeM K
nepenade B apxuB kosieaka «CekperapeM-1en0nponu3BOIUTENIEM» IPOBEPSIETCS] TPABUIBHOCTD X
dbopmupoBaHus, 0pOpMIIEHUS U COOTBETCTBHE KOJIMYECTBA JIeJl, BKIIOUEHHBIX B OMHUCH, KOJIUYECTBY
nel1, chOpMUPOBAHHBIX B COOTBETCTBUU C HOMEHKJIATYpOH Jies1 opranu3anuu. Bee BbIsiBIEHHBIE TPU
NPOBEpKE HENOCTaTKU B (QOPMHPOBAHUM M OQOPMIECHHHM Jell PaOOTHUKH CTPYKTYPHOT'O
noJipasziesieHus: 00s3aHbl YCTPAHUTb.

IIpuem-nepenaya nmen B apXMB  Kouleka  mpousBoautTcss  «Cekperapem-
JIEJIONPOU3BOIUTENIEM» B IPUCYTCTBUU pabOTHHKA CTPYKTYpHOro nojipasaeneHus. Ha sk3emruisapax
OIMCH J€JI, TOKYMEHTOB IIPOCTABIISAETCSI OTMETKA O HAIMYUM Jie]a. B KOHIE KaXI0ro 3K3eMIULIpa
OMKCHU YKa3bIBaIOTCS LU(paMU U MPONHUCHIO KOJMYECTBO (DAaKTHUECKU MPUHATHIX B apXWB e,
HOMEpa OTCYTCTBYIOLIUX J€, 1aTa IpueMa-Tepeaayn A€, a TAaKKe MOIUCH JIUIa, OTBETCTBEHHOTO
3a apXuB, U JIULIA, TIEpEAaBIIEro Jea.

Ilepenaya >IEKTPOHHBIX JOKYMEHTOB B apXWB KOJUIE[Ka NMPOU3BOAMTCS HAa OCHOBAaHUU
OmnHCceld JIEKTPOHHBIX [, JOKYMEHTOB CTPYKTYpHBIX THOJpa3felieHud Ha (QU3NYECKU
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000COOJIEHHBIX MAaTepUABHBIX HOCUTENSNX, KOTOPBIE MPEICTABISAIOTCS B JBYX WIACHTHYHBIX
IK3EMILIApax.

Hena Bpemennoro (mo 10 yer) cpoka XpaHeHHs Iiepelaye Ha apXMBHOE XpaHEHUE HE
nojyiexar (OHM XpaHATCS B CTPYKTYPHBIX MOApA3JeNeHHUsX U [0 MUCTEYEHUU CPOKOB XpPaHEHHUs
MO/JIEXKAT YHUUYTOKEHUIO B YCTAHOBJIIEHHOM MOPSAKE).

8.7. Ucnosib30BaHMe apXUBHBIX JOKYMEHTOB

OcHOBHBIMU (POPMaMHU UCTIOIB30BAHUS TOKYMEHTOB apXHBa OPraHU3aLUH SBIISIOTCS:

- nHpOpMaLMOHHOE obecnieueHre pabOTHUKOB OpraHU3ally;

- MCIOJHEHHME 3allpOCOB II0JIb30BATEIECH, B TOM YHCIE 3alPOCOB TI'PAXKIAH COLMAIBHO-
[IPaBOBOI'O XapaKTepa;

- BbIJ1aya JJOKYMEHTOB U JI€JI BO BpEMEHHOE T10JIb30BaHUE, TPEIOCTABICHNE KON apXUBHBIX
JOKYMEHTOB I10 3aIpocaM I0JIb30BaTelei, B TOM YHCie B (hOpME FIEKTPOHHBIX TOKYMEHTOB.

JIOKYMEHTBI BBINAIOTCA U3 apXUMBOXPAHWIMINA HAa OCHOBAHWH MHCbMEHHOI'O pa3pelleHHus
JTUPEKTOpa KOJUIEKa UM PYKOBOJUTENIS CTPYKTYPHOI'O IOJIpa3AesieHUs KOJLIeIkKa:

- pabOTHUKAM CTPYKTYPHBIX MOApa3ACICHUN KOJUIEKA;

- CyeOHBIM, TPABOOXPAHUTEIHHBIM U UHBIM YIIOJTHOMOYEHHBIM OpTaHaM B COOTBETCTBHU C
3aKkoHozAarenscTBOM Poccuiickoit denepanuuy;

- HHBIM I10JIb30BATENSAM 10 TMCbMEHHOMY 3asIBJICHUIO.

JIOKYMEHTBI BBIAAKOTCS U3 apXMBOXPAHWIIUIL Ha CPOK HE IIPEBBIIIAFOIINN:

- OIHOTO Mecsa - JJIs WCIOJNBb30BaHUS PAOOTHUKAMHU OpTaHU3alMH ¥ HHBIMH
I10JIb30BATEIISIMU;

- IECTH MECSIEB - CyJeOHBIM, TIPABOOXPAHUTEIHHBIM U MHBIM YIIOJTHOMOYECHHBIM OpTaHaM.

[Tpo/uieHnEe YCTAHOBJIEHHBIX CPOKOB BBIIAYM JIOKYMEHTOB JOIIYCKA€TCSl C pa3pelleHHUs
PYKOBOJMTENS OpraHu3allid Ha OCHOBAaHMM IHCHbMEHHOI'O MOATBEPXACHUS II0Jb30BaTENL O
COXpaHEHUN/00eCIeYeHUH COXPAHHOCTH JOKYMEHTOB.

B cinyuyae BO3HMKHOBEHMS IPOU3BOICTBEHHON HEOOXOIMMOCTH PaOOTHUKH MOApa3/IeIeHHUN
MMEIOT MPaABO JIOCTYIIA K apXUBHBIM J0KyMeHTaM. C 3TOH 11e1b0 0popMIISeTCs 3apocC Ha MOTyYyeHHe
apXUBHOTO Jiena. 3ampochl Ha Bblayy JAOKYMEHTOB BpeMeHHoro (1o 10 yeT) cpoka XpaHeHUs
MIOJINNCHIBAIOTCS PYKOBOAMUTEIIEM CTPYKTYPHOI'O MOAPA3AEIEHHs. 3allpOChl Ha Bblady TOKYMEHTOB
MIOCTOSIHHOTO CpPOKa XpaHEHUs, a TaKXe MPEJCTABIEHUS JTOKYMEHTOB IPYIroro IMojApa3JeleHus
BpeMeHHoro (cBbiie 10 eT) XxpaHeHus, MOANUCHIBAIOTCS TUPEKTOPOM KOJIIeIXkKa.

Uckmouenune cocraBnsaoT [Ipukasbl Mo OCHOBHOM J1€ATENbHOCTH HE KOH(PUACHIIMAIBLHOTO
HopsiiKa, KOIHMU C KOTOPBIX NMPEIOCTABISAIOTCS 0€3 COCTaBICHMS 3aIpoca.

Buewnue 3anpockl Ha mpenocrasieHue WHGopManuu (IIpaBoOXpPaHUTENbHBIM, HaJOTOBBIM
U Ip. TOCYIapCTBEHHBIM OpraHaM) COIJIACOBBIBAIOTCS C IOPUIMYECKON ciykx00if B wyactu
YCTaHOBJIEHUS IPAaBOMEPHOCTH 3ampoca.

Bblgaua QOKYMEHTOB W3 apXMBOXPAHMIMILA PETUCTPUPYETCS B KHUIE BBIJAYM JEI U
odopmIIsieTCs:

- 3aKa30M (ciy»eOHOMW 3aIMCKO) Ha BbIIAUy JIEIT;

- aKTOM O BbIJIa4€ JIeJI BO BPEMEHHOE I10JIb30BAHUE - IIPU BbIJJau€ B CTOPOHHUE OpraHU3alliH.

Brinaua nokymenToB u3 apxuBa ¢pukcupyercs B XKXypnane nepenaun «1C: JlokyMeHTO000pOT
.

Brinauy 1oxkymMeHTOB Ha OyMa)XHOM HOCHTENE U3 apXUBOXPaHWJIHILA U TIPUEM UX 00paTHO, B
TOM YHUCIJIE B Cllydae HEOOXOIUMOCTH MOJUCTHYIO MPOBEPKY HAJMYUS U COCTOSIHHMSI TOKYMEHTOB
nepel BbAAUed W3 apXMBOXPAHWIMINA M Ipu  Bo3Bpare, mnpousBoaur «CekperapeM-
JIeJIONPOU3BOUTENIEM» B IPUCYTCTBUY JIULIA, MTOTYYaroIero (BO3BpaIllaiolIero) Aea.

[Ipu o6HapyX)eHUn HeOCTaYH eI WK OT/AETIbHBIX JIUCTOB B HHX, a TAK)XKE MOBPEXKACHUH 1em
U IOKyMeHTOB «CeKpeTapb-/1eJI0MPOU3BOIUTENBY COCTABIISIET aKT O PU3NYECKOM OBPEXKACHUN WIIH
0 HejocTade el WIM JOKYMEHTOB B JIBYX dK3eMIuiipax. OAMH SK3eMIUIIp aKTa MpEeAbABIAETCS
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PYKOBOJUTENIO MOJAPA3IE/ICHUs, MCIIOIb30BABILIEIO JOKYMEHTBI, U JOBOAMUTCS O CBEACHHUS
pykoBoautens AY «HedTeroraHCKui MOJUTEXHUYESCKUN KOJUISKY ISl TPUBJICYCHHUS BHHOBHBIX K
OTBETCTBEHHOCTH, BTOPON — XpaHUTCSI B HOMEHKJIATYPHOM JI€JI€ apXUBa.

OTBETCTBEHHOCTh 3a COXPAaHHOCTh U (PU3MYECKOE COCTOSHUE BCEX JIOKYMEHTOB Jelia,
IIOJIyUEHHOT0 BO BPEMEHHOE II0JIb30BAHME M3 apXUBa, HECET PYKOBOAMUTEIb CTPYKTYPHOIO
noapaszaeneHus. Kareropuuecku 3arnpemaercss npu BPEMEHHOM I0JIb30BaHUM PACIIMBATH Ji€]a U
CKOPOCIIMBATENH, a TAKKE U3bIMATh JOKYMEHTHI.

Brigaua gen Bo BpeMeHHOE M0JIb30BaHUE B JIPYrHe OpraHu3anui (B T. 4. ahGpuinpoBaHHbIe)
OCYIIECTBIISIETCSl IO MHCbMEHHOMY 3ampocy Ha uMsa pykoBoautens AY «Hedreroranckuit
HNOJUTEXHUYECKUH KOJUISK» M O(OPMIISIETCS COOTBETCTBYIOIIMM aKTOM. B 3TOM ciydae akT
MOANKCHIBAETCS JUPEKTOPOM KOJUIEIA C OJHOW CTOPOHBI M PYKOBOJMTENIEM OpraHU3aLMH-
1oJIyyaTelis, ¢ Apyroil croponsl. [loanucu cKperigoTcs: KpyriaplMU Me4aTsIMU OpraHu3auui. AKT
odopmisieTcs B JBYX 3K3EMIUISIpax, OJMH U3 KOTOPBIX OCTAETCsA B apXuBe, IPYrod — mepenaercs
nonyuatento. [lociie Bo3BpalieHus Jesn B 000MX SK3EMIUIIpax akTa JENaeTcsl COOTBETCTBYIOLIAS
OTMETKA.

W3paTve NOKYMEHTOB M3 apXuBa JOINYCKAEeTCs JIMLIb B HCKIIOYMTEIbHBIX ClIydasx aJs
WCIIOJIHEHMS 3alPOCOB U MPEANUCAHUN TOCYIApCTBEHHBIX OPraHOB.

JIOKYMEHTBI U3 apXUBOXPAHUIIMILA, KaK [IPaBUIIO, HE BbIIAIOTCS:

- IpU HANTMYUK (POHA MMOJIb30BAHMS,

- HaXOASIIMecs B HEYOBICTBOPUTEIEHOM (PU3UMYECKOM COCTOSTHUH.

3anpockl 1OJIb30BATENEH, MOCTYyHAlOLIME B AaAPXUB KOJUIEJKA, MOAPA3ACIAIOTCS Ha
TEMaTHYECKHE U COLUAIbHO-IIPABOBbIE. ApXUB KOJUIEIKa JOJDKEH paccMaTpUBaThb M HUCIOIHSTH
3aMpockl, MOCTYMUBIIUE B MUCbMEHHON (opMe.

3anpoc JOKeH OBITh 3apeTUCTPHPOBAH B TEUEHHE TpeX paboumMx AHEH C MOMEHTa ero
MOCTYIJICHUS.

3anpoc, HE OTHOCSALIMHCA K COCTaBy XpaHSIIUXCS B OpraHU3aluu JIOKYMEHTOB
(HempoUIIBHBIN 3ampoc), B Te4eHWe 7 AHEH cO [HS PEerucTpaluu 3ampoca HampaBlseTcs B
OpraHM3aIfIo, TJ€ MOTYyT XPaHUThCS HEOOXOJMMBbIE IOKYMEHTHl C YBEAOMJIEHHEM 00 3TOM
MOJI30BATENS.

3anpoc, MOCTYNUBIIMH B apXWB KOJUIEAKA, pPAcCMAaTPUBAETCSI B COOTBETCTBUU C
TpeOOBaHUSIMU 3aKOHOAATENIBHBIX W WHBIX HOPMATHUBHBIX TMPABOBBIX AaKTOB MO paboTe cC
oOpallleHUsIMU TpaXk/1aH U MPeJOCTAaBICHUIO TOCYJapCTBEHHBIX (MYHULIUIIANBHBIX) YCIIYT.

OTBeT Ha MOCTYNUBLIMHM B apXUB OpPraHu3aliy 3a1poc npenocTasisercs B Teuenue 30 gHei
co aHs ero peructpanuu. C paspernieHusi pykoBOACTBA KOJIJIEAKA 3TOT CPOK MOKET OBITh MPOJJIEH
He Oosee yeM Ha 30 JHEH, ¢ yBe1oMIIEHHEM 00 3TOM 3asiBUTENS.

8.8. YHuuToXeHue 10KyMEeHTOB U /ieJl ¢ HCTeKIIMMH CPOKAMHU XPaHEeHHUs

«Cekperapb-1eI0nPOU3BOAUTENBY MEPUOIUUECKH TPOBOJIUT BBIAEICHUE K YHUUYTOKEHUIO
JIOKYMEHTOB C UCTEKIIUMHK cpokamu Xpanenus'!, cpenctamu «1C: JIokyMeHTOOG0POT 8», a TakKe
OKa3bIBa€T METOJMYECKYI0 TIOMOILb CTPYKTYPHBIM M TEPPUTOPUAIBHBIM TOJPA3IACICHUSIM B
YHUYTOXXEHUU JTOKYMEHTOB C UCTEKITUMU CPOKAMH XPAHEHHUS, CPOKOB XPAHEHHUS «JI0 MUHOBAHUS
HagobHoct» (IMH), «1o0 3amenst HOBeIMU» ([I3H), a Takke 4epHOBBIX U KOMUHHBIX TOKYMEHTOB.

OT60p NOKYMEHTOB K YHHUTOKEHHUIO MPOU3BOAUTCS IOCJIE COCTABIIEHUS CBOIHBIX ONMHCEN
JIeNT TIOCTOSTHHOTO XpaHEHHUs 3a JTOT K€ Mepuoj]l (OMUCH U aKThl O BBIICICHHH JTIOKYMEHTOB Ha

1 Yicumcnenne cpoka XpaHeHHs 11 M JOKYMEHTOB OCYLIECTBIAETCS C | sSHBAps Toia, CIeIyIOLEro 3a rojoM HX
okoHuaHus. Harmpumep: 5-neTHHI CpOK XpaHEHHMs Jiell, OKOHUeHHBIX | stHBaps, 20 nions u 31 nekabpst 2013 rona BHe
3aBUCHUMOCTH OT KOHKPETHOIO 4YMCJa M MecAlla MX OKOH4YaHusi, ucuucisercs ¢ 1 sHBaps 2014 roga. IlpaBo ux
YHUUTOXKEHUS Bo3HUKaeT ¢ | auBaps 2019 rona.
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YHUUYTOXKEHHUE  paccMaTpUBAIOTCS «CekperapeM-J1eJ0IIPOU3BOIUTENIEM»  COBMECTHO  C
pykoBoauteneM AY «Hedreroranckuii MOMMTEXHUUECKHI KOJIIEHK» OJTHOBPEMEHHO ).

JloxkymenTel cpoka xpaHeHus JMH, xonuiiHble TOKYMEHTbI HOPMAaTHBHO-METOJUYECKOIO
Xapakrepa, uMmeromue cpok xpanenus J[3H, uepHoOBbIe M KONMIHBIE TOKYMEHTHI (HE MOJALIUTHIC B
Jienia), epelaHHble CTPYKTYPHBIM IOAPA3/IEICHUEM B apXUB Ha YHUYTO)KEHUE, YHUUTOXKAIOTCS 110
aKTy ¢ o0s3aTenbHOM (hUKcalMel KOJIMUeCcTBa MEIIKOB U KOHTEHHEPOB, MPUHSITHIX OT CTPYKTYPHOTO
MOJIpa3IeNIeHus, a TaKKe (aMIITUU paOOTHHKA, OCYIIECTBIISIONMIETO AKCIEPTH3Y (0TOOP) TOKYMEHTOB
Ha YHUYTOXeHHE. Takue JTOKYMEHTbl MOTYT ObITh YHHUTOXKEHBl B CTPYKTYPHOM MOJpa3esieHun
CaMOCTOSITENIbHO, 0€3 COCTaBJIICHUS aKTa, C MCIOJIb30BAaHUEM IIpeaepa IO COIIACOBAaHUIO C
pykoBonutenem. [Ipum 3ToM B HOMeHKiarype aen (B BepTHKanbHOU rpade 5 «lIpumedanuer)
JIemaeTcsl 3auch 00 YHUYTOXKEHHH Jiena: «YHHuUTokeHo. CM. akT No oT . Ilogmnucse,
WHUIUABI, (PaMUITUS».

Jlena Ha GyMa)KHOM HOCHUTEJIE, BIIETICHHBIE K YHUUYTOXKEHUIO, IEPEAAIOTCS HA YHUUTOKCHHE
(YTHUIM3alMI0) 110 aKTY O BBIIEIEHUM K YHUUTOKEHUIO JOKYMEHTOB, a TaK)K€ HA OCHOBAaHUM MHBIX
JOKYMEHTOB, MOATBEPKAAIOIMUX (PaKT CAaYl TOKYMEHTOB HAa YHUUTOXKEHHE (YTUIU3ALIHUIO).

ONEeKTPOHHbIE Jejla € MWCTEeKIIMMHU CpPOKaMHM XpAHEHWsS MOJJEXKAT BBIICIECHUIO K
YHUUYTOKEHUIO Ha OOIIMX OCHOBAHUAX, IIOCTIE YETO MPOBOAUTCS UX (PU3MUYECKOE YHUUYTONKEHUE WU
YHUUYTOKEHHUE MPOrPaMMHO-TEXHUUYECKUMHU CPEJICTBAMHU C COOTBETCTBYIOIIEH OTMETKOM B aKTe O
BBIJICJICHUH K YHUUTOKEHUIO TOKYMEHTOB.

Crioco® yHMYTOXKEHHS JTOKYMEHTOB KOJUIC/DK ONPEACINSET CaMOCTOSTENBHO (XMMHUYECKOE
YHUUTOKEHUE, U3MebueHue (IIpeIupOBaHUE)).

[Tocne yHuuTOXEHUS €N B KapTouke «/leno» nmpocraBisieTcst OTMETKA «Y HUYTOKEHOY.

9. UI3rOTOBJIEHUE, YUET, UCITIOJIb3OBAHUE I XPAHEHHUE ITEYATEM,
IITAMIIOB 1 BJIAHKOB JOKYMEHTOB

s ynocToBepeHHs MOJIMHHOCTH JTOKYMEHTOB MJIM COOTBETCTBHS KOIMM IOJJIMHHHUKAM B
KOJIJIEJKE UCIOJIb3YIOTCS COOTBETCTBEHHO TpeOyeMOMYy JIOKYMEHTY repOoBasi M Jpyrue nedaTu, B
TOM 4MCJIE JUISl OTJEIBHBIX KATETOPUM TOKYMEHTOB.

J1s mpocTaBiaeHUsA OTMETOK O IOJYYEHHMH, PETUCTPALMU, MPOXOXKAECHUU U HCIOIHEHUU
JOKYMEHTOB, JPYIrMX OTMETOK CIPAaBOYHOI'O XapakTepa IPUMEHSIOTCS COOTBETCTBYIOINE
MaCTHYHBIE IITaMIIBI.

[IpaBo nonp30BaHus neyaThio ¢ repoboM XaHTbI-MaHCHHCKOTO aBTOHOMHOTO OKpyra — FOrpbl
Y UHBIMU TI€YaTSIMH U IITaMIIAMHU YCTAHOBJICHO Y CTaBOM KOJIIEKA.

9.1. U3roroBJ/ieHne neyareil ¥ IITAMIIOB

[TeyaTn M3roTaBIMBalOTCA B COOTBETCTBHM C TpeOOBaHMAMHU ['0CcynapcTBEHHOIO CTaHIapTa
Poccuiickoit ®enepanuun 'OCT P 51511-2001 "[lewatu ¢ BocmpousseaeHueM ['ocynapcTBeHHOTO
rep6a Poccuiickoii @eneparun. @opma, pazMepsl U TEXHUYECKHE TpeOoBaHMs".

Ecnu medars koyuiempka MCIOJIB3YETCS B HECKOJIBKHX JK3EMIULIPAX, HOMEP SK3eMILIIpa
[IeYaTH YKa3bIBACTCA B KIIMILIE [1I€YaTH IIPU €€ U3TOTOBICHUU.

CrpykrypHble noapaznenenus AY «HedTeroranckuil NOJTUTEXHUYECKUN KOJUIEK» MOTYT
VMMETH II€YaTH U IITaMIIbI CIIELUAJIbHOTO COACPKaHUsL, KaK JUIsl BHYTPEHHETO I10JIb30BAHMS, TaK U IS
BHEIIIHUX JOKYMEHTOB.

Ileyatn WM3rOTaBIMBAIOTCA B CTPOrO OrPAHMYEHHOM KOJMYECTBE U HCKIKOYUTEIBHO
B CIIyXeOHbIX wLeNsiX. PemeHne o HEOOXOAMMOCTH H3rOTOBJIICHHS IeyaTe M HMX KOJMYECTBE
npuHUMaeT pykooautenb AY «HedTeroraHckuii MOTUTEXHUUECKUI KOS,

3asiBKa Ha M3rOTOBJICHHE II€4aTH U €€ O3CKU3 O(OpPMIIIOTCS B COOTBETCTBYIOIIMX
MO/Ipa3JeNICHUSAX U HanpaBisitoTcs «CeKpeTapro-Aea0pon3BOAUTENIO», KOTOPBIM pa3MeIlaeT 3aKa3
Ha IMPEANPUITHHA — U3TOTOBUTEIIE ITEYaTEN.
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[Itamibl, KITUIIE, TUIOMOUPHI, HEOOXOUMBIC ISl (PYHKIIMOHUPOBAHUS TOJIpa3aeiiecHuil AY
«Hedreroranckuii MOMUTEXHUYECKUN  KOJUIEIDK», 3aKyHNAlOTCS WM  M3TOTaBIMBAIOTCS B
CIEIUAIM3UPOBAHHBIX OPTaHMU3AIMIX B HEOOXOJMMBIX KOJIMYECTBAX IO 3asBKaM CTPYKTYPHBIX
noipa3/iesieHui. 3asBKU CTPYKTYPHBIX MOpa3ie]IeHII Ha U3rOTOBJICHUE U IPUOOPETEHHE ITAMIIOB,
KJIMILE W TUIOMOUPOB COCTABIISIOTCS M BUBHPYIOTCS aHAJOTMYHO 3asBKaM Ha MeYaTH.

9.2. Yuer ¥ BbI1a4ya nevyarTeil U IITAMIIOB

Yder u peructpaius TedaTei, IMTamIoB, KIUIIe W TUIOMOMpPOB BemyTcs «Cekperapem-
nenonpousBogutenem» B JKypHane yuera meuateil, mramnoB (nanee — JKypHanm yuera) c
IIPOCTABIIEHUEM UX OTTHCKOB C LIEJIbIO UCKIIIOUEHUSI BOBMOKHOCTH MX YTPAThl MJIK HETPABOMEPHOTO
MCIIOJIb30BaHUS.

XKypnan ydera nokeH OBITh MPOLIHYPOBAaH, IPOHYMEPOBAH, 3aBEPEH IOJIUCHIO
«Cekperapsi-AeoNpOU3BOAUTENS», CKpPEIUIEH [eYaTbl0  OpraHu3allud W XPAaHUTHCS B
METAIIIMYECKOM IIKady.

Beigaua mewarted, mTammoB, KIWIIE W IUIOMOUMPOB mpou3Bomutcs «Cekperapem-
JIETIONPOU3BOIUTENEM» O] MOANKUCH C MPOCTABICHUEM COOTBETCTBYIOIIEH OTMETKH B JKypHaie
yuera.

9.3. XpaHneHue nevareii 1 IITAMIIOB

XpaHeHue nedaTei OCyIECTBISIETCS B OeYaThIBaeMbIX cerax (MeTamnueckux mkadax),
MCKJIFOYAIOIINX JOMYCK K HUM ITOCTOPOHHUX JIMI. 3alpellaeTcs XpaHUTh NeYaTH, IITaMIIbl, KIUIIE
Y TJIOMOMPEI B CTOJIAX U SIIIUKAX, MEPeaBaTh UX HA XpaHEHHUE JIUIaM, HE UMEIOIINM Ha 3TO MPaBo,
HOCHUTD B KapMaHax OJIeXk/Ibl (KpOMe JOJKHOCTHBIX TeuaTell, MpeiHa3HaueHHBIX 7S OlleYaThIBAaHUS
nBepeit u mkagoB).

[lepenaya meyareld W IITaMIOB MOCTOPOHHUM JIMIIAaM M HMX BBIHOC W3 IOMEIIEHUH, 0e3
MUCBbMEHHOTO pa3pellieHUs] PyKOBOJIUTENS KOJUIEHKA HE JOIYCKAeTCsl.

[Ipu cMeHe JOMKHOCTHBIX JIMI], a TAKXKE B Cllydae OTIIYCKA WJIM YBOJIBHEHUS COTPYIHUKOB
Ne4yaTd W IITaMIbl OT OJHOTO JIOJDKHOCTHOTO JIMIa JApyroMmy nepenatorcs depes3 «Cekperaps-
JIE€JOTPOU3BOIUTENS» MO TIOJHUCH.

[lITammbel, B KOTOPBIX OTCYTCTBYIOT Kakue-muOo maHHbie 00 AY «Hedreroranckuit
MOJIUTEXHUYECKUH KOIJIEIK» (HApUMEp, «BETXHE, «IIPOBEICHO», «Kacca» U T. 1I.), IepeqaroTcs OT
COTPpYAHHUKA COTPYAHUKY BHYTPHU IOJPA3CICHHUS B YCTAHOBJIEHHOM TMOPSJIKE M OTMEYAIOTCS B
Kypnane yuera.

9.4. Ucnonib30BaHue nevaTteil U IITAMIIOB

3aBepeHUEe  JOKYMEHTOB  Ie€uaTbl0  opraHu3auuu  ocymectBisier  «Cekperapb-
JIEJIONPOU3BOIUTEIBY.

OTTHCK TIe4aTd MPOCTABISETCS HAa JIOKYMEHTE B YCTAHOBIEHHOM MECTE€ TaKHM 00pa3oM,
yTOOBI OTTHUCK W JIMYHAs MOANUCH ObuTH uuTaembl. OTTHCK JOJHKEH 3aXBaThIBaTh OKOHYAHHE
HAaMMEHOBAHMS JOJDKHOCTHU JIMLIA, MOANMCABUIET0 JOKYMEHT. B TOKyMeHTaxX, MOJArOTOBIEHHBIX HA
OCHOBE YHU(DHUIIUPOBAHHBIX (OpPM, TI€YaTh CTABUTCS B MecCTe, o0o3HaueHHOM oTMmeTkoi "MII". He
3aBEPAIOTCS OTTHUCKOM IEYaTH MOAMUCH JOKHOCTHBIX JIUI] HA CITYKEOHBIX MUChMaX.

OTTHCK TIeYaTH CTAaBUTCS HA HanOoJIee BaKHBIX JOKYMEHTAX, MIOJATBEPK/1ast X MOJTMHHOCTD.
[Teuarpro 3aBepsieTcs moanuck pykopoautens AY «HedTeroraHckuii MOTUTEXHUIESCKUN KOJIIEIKY,
€ro 3aMecCTHTeJIsl, TJIaBHOro OyXrajirepa, a TakKe JPYTUX JOKHOCTHBIX JIMI], KOTOPBIM MPUKa30M
pykoBogutenss AY «HedreroraHCckuii TOMUTEXHUYECKUH KOJJIEMK» WM  JIOBEPEHHOCTHIO
MIPEIOCTABIEHBl COOTBETCTBYIOIINE MTOJIHOMOYHSI.

OTTHUCK MeYaTu «evyaTrb OpraHu3alun» CTaBUTCS:

— Ha JIOKYMEHTBI, YAOCTOBEpSAIOIIME IpaBa JHI, B TOM YHCIE JTOBEPEHHOCTH (Ha
npeacraBieHne wHTEpecoB AY «Hedreroranckuii MOIMTEXHUYECKUH KOJUICTX» B CTOPOHHHUX
OpraHMU3aIMsIX, BEJICHUE JIe] B apOUTpaxke, Ha MOTyYSHHE TOBAPHO-MATePUAIBHBIX IIEHHOCTEH U T.

1.);
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— yupenutenbHble TOKyMeHTHl AY «HedTeroranckuii HOMMTEXHUIECKHH KOJIIeIK»;

— JIOrOBOpHI (0 MaTepHUaIbHOW OTBETCTBEHHOCTH, apEHJE IOMEIIEHUH, O IPOU3BOJICTBE
paboT ¥ yCIIyT, COBMECTHOM JACSITETLHOCTH U T. 11.);

— aKThl CIaYU-TIpUeMa 3aKOHYEHHBIX paboT;

— TIOJIO)KEHHS O TEPPUTOPUANIBHBIX U APYTUX CTPYKTYPHBIX MOAPA3ACIICHUSX;

— KOMaHJMPOBOYHBIE YIOCTOBEPEHHS;

— KapTouku 00pasnoB noanucerd pykoBoauteneid AY «HedTeroraHckuii moJUTEXHUISCKUN
KOJUIEIDK», UIMEIOIIUX MPABO COBEPICHUS (PMHAHCOBO-XO3SHCTBEHHBIX ONEpPaIlnii;

— TapaHTUHHBIE TUCHMA;

— pacueTHO-(PpUHAHCOBBIC TOKYMEHTHI AY «HedTeroranckuii MoJUTEXHUYECKUN KOJUICIIK),

— CMEThl pAacxolloB (Ha Mpou3BeleHHE paboOT MO PEKOHCTPYKIHMH M KalUTAIbHOMY
CTPOUTENLCTBY 3/JaHUN U TOMEIICHH, Ha KaIbKYJISALHUIO K TOTOBOPY U T. 11.);

— crpaBkd (JIMMUTHBIC, O BBIIATE CTPAXOBBIX CYMM, HCIOJb30BAHUN OFOJKETHBIX
ACCUTHOBAaHMUH, O HAYUCJIICHHOW Y MIPUYMUTAIOICICS 3apIiiaTe u T. 11.);

— IITAaTHOE pacHUCaHue U U3MEHEHUS K HEMY;

— Jpyrue JOKYMEHTbI, HaJIM4h€ OTTUCKA T[eYaTh Ha KOTOPBIX MPEAyCMOTPEHO
COOTBETCTBYIOIIMMH MPABOBBIMH U HOPMATUBHBIMU aKTaMH.

3aBepeHHUe IeYaThl0 OpPraHu3aluy MOJANUCEW JOJKHOCTHBIX JIML HAa HUCXOASAMMX u3 AY
«Hedreroranckuii TOJUTEXHUYSCKUN KOJUIC/DK» THChMAaX M JOKYMEHTaX IPOU3BOIUTCS IPHU
HAIMYUU Y HA3BaHHBIX JIUI] COOTBETCTBYIOUIMX IOJHOMOYHUH, OQGOPMIICHHBIX IPUKA30M
pykoBomutenss AY «HedTeroraHCKWil TMONMTEXHUYECKHA KOJUICIDK» WJIH HAa OCHOBAaHHH
JIOBEPEHHOCTH.

9.5. OTBeTCTBEHHOCTH 32 Y4eT M XpPaHEeHHe NeYyaTeil H ITaMIoB

OTBETCTBEHHOCTh 3a 3aKOHHOCTH HCIIOJB30BAHUS W HAJCKHOCTh XPaHEHUs TI€4aTH C
n3o0paxxeHneMm repb6a XaHThI-MaHCHUICKOTO aBTOHOMHOTO oOkpyra — HOrpel Bo3znaraercs Ha
IUpeKTopa Kojuiemka. OTBETCTBEHHOCTh 3a HAJEKHOCTb XPaHEHMs, 3aKOHHOCTh HCIIOJIb30BAHUS
JpYTUX TedaTedl M ITaMIOB, KJIHIIE U TIOMOMPOB BO3JIaraeTcss Ha PyKOBOJIUTENEH CTPYKTYPHBIX
nozpazaeneHnii. OOLMI KOHTPOJIb YydeTa, XpaHEHUS U UCIHOJb30BaHUS Iedared, IITaMIIOB
ocymecTBiseTcs «CekpeTapemM-IeI0pOU3BOIUTEIIEM.

IIpoBepka (WMHBEHTapU3allMsA) HAJIWYKMs I[€YaTeH W IITAMIIOB, KIHWIIE W IUIOMOHUPOB
MPOU3BOJUTCS HE peke | pa3a B roJ KOMUCCHEH, Ha3HAUYaeMOH pPYKOBOJUTEIEM KOJUIEIKa, C
opopmiienneM akrta (mpusiokeHue 2). OTMETKa O TMPOBEACHHBIX MPOBEPKAX NPOCTABIACTCS B
JKypHaJe y4yeTa U BblIaud [eyaTel U MITAMIIOB MOCJE MOCIEIHEN 3aMKCH.

Bpemst u cpoku MpoBe[CHHS MPOBEPKH (MHBEHTAPU3AIMK) IE€YaTeH, MITAMIIOB, KIIUIIEC U
TJIOMOUPOB yCTaHABIMBAIOTCS MpUKa3oM pykooautens AY «Hedreroranckuii moIuTeXHUYECKUN
KOJUIEIDK» B paMKax MpoBeieHus o011e HHBEHTapU3alii MaTepUAIbHBIX LIEHHOCTEN U pacyeToB 3a
HCTEKIINN FOJ.

[Tpu yrepe meuaTH KoJUleAka MPUHUMAIOTCS BCE BO3MOXKHBIE MEPHI K €€ OOHapYyXEHHIO C
He3aMeUIUTEIbHBIM yBeoMIIeHHEM pykoBoguTens AY «HedTeroraHckuil MOTUTEXHUYECKUIN
KOJUIEIDK» U HaZ30pHOTO opraHa. [Ipu 3ToMm yka3piBaeTcs JaTa yTepu MeuaTd OpraHu3alliy, a TaKkxKe
€€ TIONHBIA TEKCT, T. €. UJCHTUYHO TMOBTOPSIOTCS CIOBA M COKpAIIEHHS CIIOB, a Takke HUPHI,
oT/ieTbHbIE OYKBBI M 3HAKW TIPENUHAHUS, N300pKEHHbBIE HA YTEPSHHON TIEYaTH.

Jluuia, BUHOBHBIE B yTpaTe NevyaTH, MPUBIEKAIOTCS K OTBETCTBEHHOCTH B 3aBUCHUMOCTU OT
XapakTepa M BaXXHOCTH OOCTOSTENHCTB Aena. C BUHOBHBIX COTPYIHHKOB B3BICKUBAIOTCS CYMMBI
npuunHeHHOTO AY «Hedretoranckuil MONMUTEXHUYECKHH KOJUIEDK» yIiepda B TOPSIKE,
YCTaHOBJICHHOM JE€HCTBYIOIIMM 3aKOHOIaTeNbcTBOM Poccuiickoit denepanmu.

Crtpanuma 70 u3 85



HEDTEIOT AHCKUIA
NOAUTEXHUYECKWA
KOAAEAX

s

BHOBb M3roTOBJIIEHHAs TMeYaTh JOJDKHA O0O0SA3aTENbHO HMETh Kakue-Tu0o JeTaiH,
OTJIMYAIOIINE €€ OT YTPaueHHOU (HarpuMep, M3MEHEH PUCYHOK MeYaTH, YMEHbBIIEH JTU00 yBEIUYeH
mpudT U T. 1.).

[Ipn yrepe uHBIX nedaTeil M IITAMIIOB NPUHUMAIOTCS BCE BO3MOXKHBIE MEphl K UX
OOHApY)KEHHIO C HEe3aMEIUTENbHBIM yBeAOMiIeHHeM pykoBoautens AY «Hedreroranckuit
MOJIMTEXHUYECKUH KoJulek». Jluia, BUHOBHbBIE B yTpaTe MedaTell M IITaMIIOB, NMPUBJICKAIOTCSA K
OTBETCTBEHHOCTH B 3aBUCHMOCTH OT XapaKTepa M BaXXHOCTU 0OCTOSTENbCTB Aena. C BUHOBHBIX
COTPYAHHUKOB B3BICKUBAIOTCS CyMMbl IpuUUYMHEHHOTo AY «HedTeroraHckuii MoJuTEXHUUYECKHH
KOJUIEIDK» yliepOa B MOpSIKE, YCTAaHOBJIEHHOM JIEHCTBYIOIIMM 3aKOHOJATENbLCTBOM Poccuiickoit
®denepauuu.

9.6. YHMUTOKEHHE MTeYaTeid U IITAMIIOB

[locne MuHOBaHMS HaAAOOHOCTH (B Cllydyae peOpraHU3allH, CMEHBl HaWMEHOBAaHUS,
OpraHU3aI[MOHHO-KAIPOBBIX U3MEHEHUH), a Tak)Ke MPUILIEIINe B HETOJHOCTb MeYaTH U IITAMIIBL,
KIUIIE W IUIOMOMpBl aHHYJIHMPYIOTCS W chalTcs Uit yHuutokeHHs  «Cekperapro-
JIEJIONPOU3BOIUTEINIOY T/I€ OHU YHHUUTOXKAIOTCA 10 aKTy C COOTBETCTBYIOIIEH OTMETKOM B yKypHaJe
yuera.

YHUUYTOXKEHHE NTeYaTel U MITaMIIOB MPEIoiaraeT MOJIHOE pa3pylIeHUE UX NevyaTaroniei
MIOBEPXHOCTHU M (POPMBI, HE OITyCKAOIIee BOZMOKHOCTH X BOCCTAHOBJICHHUS U TAJIbHEHIIIEro
UCIIOJIb30BaHUs. MacTUYHbBIE TIeYaTH U IITAMIIbl Pa3pe3aroTcsl Ha MEJIKHE YaCTH WIH CXKUTAI0TCA,
METAJJIMYECKUE OMMINBAIOTCS IBYMS IEPEKPECTHBIMU JTMHUSIMH.

OtmeTka 00 YHUYTOKEHHUH MeYaTH UM IITaMia npocrasisercs B rpade "[Ipumedanue”
JKypHaJla yyeTa U BblJaud [e4aTeil U IITaMIIoB.

9.7. U3roToBJieHHE U y4eT OJIAHKOB JOKYMEHTOB

Oprannzanust pabOTHI TIO0 WM3TOTOBIICHUIO M y4eTy OJIAHKOB JOKYMEHTOB BO3JIaraercsi Ha
«Cekperapsi-Ae0por3BOIUTEIS.

«CekpeTapb-/1eJ0IPOU3BOIUTENbY) OPraHU3yeT H3TOTOBJIEHHE THHOrpadCKUM CHOCOO0OM
OJ1aHKOB JIJIs1 OYMaKHBIX BEPCUIA HCXOIAIIUX IOKYMEHTOB, KOTOPBIE MPEACTABIAIOT «OpraHu3ainiy
BO BHEIIIHEH CpeJIe.

[lepenaya G:1aHKOB IPYTHM OpPTraHU3ALMSAM U JIULIAM HE JTOMYCKaeTCsl.

HcnopyenHble, HE MPUTOAHBIE JJISl WUCIIOJIb30BAHUS OJIAHKU, YTPAaTUBILINE IOPUINYECKYIO
CHIly B CBA3M C YTBEP)KICHHMEM OJaHKOB HOBOro oOpasua, Bo3Bpamarorcs «Cekperapro-
JEJIONPOU3BOAUTENO». Takue ONaHKU TOJUIeKaT YHUYTOKEHHIO IIyTeM H3MEJIbYEHUs C
NPUMEHEHUEM  MpPEAHA3HAYEHHOM NI 3TOr0  TEXHUKHM, HCKIIOYAIOMIEH  BO3MOXHOCTD
BOCCTAHOBJIEHMSI IEPBOHAYAIBHOIO BU/Ia OJIaHKa.

10. MOPSITOK OBPAIIIEHUSI C KOHOUJIEHIIUAJTBHOM NHO®OPMAILIUEN

10.1. Ilpuem, peructpauus U y4eT KOHOPUACHIHATIBHBIX JTOKYMEHTOB OCYIIECTBISETCS
OTAEJNBHO OT MHOW IOKYMEHTALIUH.

Pa3memnienue (omybnukoBaHue) JOKYMEHTOB ¢ MOMeTKO# "[[71s1 cimy)ebHoro nonbp3oBanus" (B
TOM YHCJIC UX TIPOSKTOB) HAa O(PUITMAIEHOM CaliTe KOJUIEKa, MHBIX caiiTax ceTu MIHTepHeT, a Takxke
B CPEJICTBAX MAacCOBOM MH(OpMAIIMK 3ampeniaeTcs.

10.2. KonduaeHnuaipHble JOKYMEHTBI TIEPEIArOTCs IS UCTIOTHEHUS TOJBKO pabOTHHKAM,
KOTOPBIM OHHM OTHHCAHBI JAUPEKTOPOM KOJUIEIXa, MOJA TMOJAMNUCH B COOTBETCTBYIOIIUX YYETHBIX
dbopmax.

10.3. Ocobennoctu opopmiIeHUs KOHPHUIECHIINATIBHBIX JOKYMEHTOB.

10.3.1. KoudwuaeHnanbHble JOKYMEHTBHI, HE3aBUCUMO OT HX (OpPMBI IMpeaAcTaBICHUS,
JOJIKHBI BKITFOUATh CIEAYIONUE PEKBU3UTHI:

nomMeTka KoHpuaeHImanpbHoCcTH "1 ciy>ke0HOTO TTOJIh30BaHuA";

HOMEp IK3EMILISPA;
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pErUCTpAIMOHHBII HOMED, TPHUCBOSHHBIH 110 XKYpHAJTy y4eTa B CUCTeMe KOH(PHUACHIIUATEHOTO
JEJIONPOU3BO/ICTBA;

CBE/ICHUS 00 UCIIOJTHUTEIE.

[TomeTka koHDHUAeHIMATEHOCTH "J1J1s CITy»KE€OHOTO MOJIH30BaHUs" MIPOCTABIISETCS HAa IEPBOM
JIUCTEC KOH(l)I/IIIGHLII/IaJIBHOFO AOKYMCHTA B IIPaBOM BCPXHCM YTy, Ha O6JIO)KKC " TUTYJIBHOM JINCTC
W3JlaHusl, JleNa, a TaKKe Ha IEepBOM CTpaHMIIE CONPOBOJUTENILHOTO MHCHbMa, 0€3 KaBbIUEK U
COKpAILECHHI:

st cnyxeOHOro nojab30BaHus

Ecin B TEKCTE CONMPOBOAMTENHHOTO MUChMa K KOHQUACHIMATHHBIM JOKYMEHTaM HeE
COJIEPKUTCS KOHpUACHUUAIbHAas uH(OpManus, Ha HeM nona nometrkod "Ilig ciyxeOHOrO
MOJIb30BaHUA" B CKOOKAxX yKa3biBaeTcs: "be3 nMpuiiokeHust He KOHQUICHIIMAIBHO'", HAPpUMEp:

Jli1g ciny»eOHOro nojb30BaHus
(6e3 mpunoxenus 1 He
KOH(UIEHITHATBHO)

Ok3. Ne

10.3.2. Ha BxopmsmeM (TIOCTYNMUBIIEM) KOH(PHUICHINATHHOM JTOKYMEHTE PEruCTPalliOHHBIC
JAHHBIE O ITOCTYIUIEHUHU B KOJUIEIDK COZIEPIKaT:
naackc "Bx";
HOPSAKOBBIM y4eTHBIN HOMEp, IPUCBOECHHBIN 110 XKypHAITY y4yeTa BXOJAIIUX (IOCTYIMUBLIMX )
KOH(HICHIINATBHBIX JOKYMEHTOB;
HOMETKY KOH(uAeHMansHocTH "7 ciykeGHoro noiap3oBanus";
JIaTy NOCTYIUIEHUSI U KOJIMYECTBO JIMUCTOB.
[Ipn HaIMYMK CONTPOBOAMUTEIBLHOIO MUCbMA YKa3bIBAETCSl OTIAEIBHO KOJIMYECTBO €TI0 JIMCTOB,
a Takxke 3HakoM "+" o0l11iee KOJIMYECTBO JINCTOB B MpHIoKeHUH. KoanuecTBo TMCTOB MPUIIOKEHNUS,
HE coJepiKallero KOoH(UIEHIUANbHOM WHPOpPMaLuU, yKa3blBaeTCs OTHeNnbHO. OTMETKH O
MOCTYIUIEHUU JIaHHBIX JIOKYMEHTOB IPOCTABIISIOTCSI B IPAaBOM HIKHEM YIJIy MEpBOro JIHCTA,
HaIpumep:
Bx. Ne 123 ncn
00.00.0000
1+22+
13n/k,
rae 1 - KOJM4YecTBO JIMCTOB CONPOBOAMTEIBHOTO TOKYMEHTa, 22 - KOJUYECTBO JINCTOB
NpUIIOKEeHUs, 13H/K - KOJIMYECTBO JIMCTOB NPUIOXKEHHUS, HE COJEprKallero KOoH(UIACHIUAIbHON
nH(pOpMaLINH.
B mpunoxxeHusx B NpaBOM HU)KHEM YINIy JIOKyMEHTa IEpPBOrO JIMCTa MPOCTaBISIETCS
LITAMIIOM WJIA OT PYKH OTMETKa:!

MPUJIOKEHHE K BX. No oT
20,

C YKa3aHHEM HOMepa, MPUCBOCHHOTO KOH(UISHIIMATEHOMY TOKYMEHTY, ¥ AaThl PETUCTPALlUN
TOKYMEHTA.

10.3.3. PeructpaiioHHBIII HOMEP HCXOJIALIETO (OTMPABISAEMOr0) KOH(UIECHIIHAIEHOTO
JIOKyMEHTa TIPOCTaBIIIETCSI B PEKBU3WTE OJlaHKa JOKyMEeHTa M B pekBuszute "OTMmeTrka 00
ucnonaHuTene".

10.3.4. Homep 3K3eMInIsIpa KOH(DUISHITHATEHOTO IOKYMEHTA.

Homep »sx3emmiisipa KOH(PHUACHIIMATHHOTO JOKyMeHTa odopmisieTcss 0e3 KaBblUeK W
YKa3bIBAETCS Ha TIEPBOM JIUCTE JOKYMEHTA HIKE MMOMETKH KOHPHICHIIMATHbHOCTH, HAIIPUMED:

st ciy»keOHoro
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IIOJIb30BAaHUs

Ok3. Ne

Ha xoH(puaeHnnanbHOM JOKYMEHTE, TIOATOTOBIEHHOM B OJJHOM 3K3EMILISPE, YKa3bIBACTCA:
OK3. eIMHCTBEHHBIN

IIpu noaroroBke KOH(PUIEHINATBHOTO JOKYMEHTA B HECKOJIBKHUX 3K3EMIUIIpaX Ha KaXa0M
U3 HUX MPOCTABISAETCS IEPCOHAIbHBIM (O4YepeqHON) MOPSAIKOBbII HOMEpP B COOTBETCTBUHU C
KOJINYECTBOM IK3EMIUISIPOB MTOJATOTOBICHHOTO KOH(UICHIMAIBHOTO JJOKYMEHTA.

10.3.5. Ecnu k KoH(UACHINAILHOMY JOKYMEHTY MPHJIATalOTCs IPyrue JOKYMEHTBI, TO OHU
MEPEUUCIIAIOTCA B KOHIIE TEKCTa CONPOBOAMTEIBLHOrO mHuchMa B pekBusute "llpuiioxenus" c
YKa3aHWEM KpaTKOro HAaWMEHOBaHHUS, HOMEpa, HOMEepa HK3EeMIUIpa, KOJWYECTBA JIUCTOB (IO
KaX/I0My HpPUJIOKEHUIO OTIENbHO, B TOM YHCIE€ U HE coJepxkauieMy KOH(pHIECHIHAIbHON
uHpOpMaILnN), HaIpuMep:

IIpunoxxenns:

1. CBenenus o 3amacax..., yu. No ot
I10JIb30BAHUS.

2. Cmpaska..., 9k3. No Ha 2 1.

B Tex cmydasx, Korza NpuIOKEHUE HampaBisieTcss 0€3 OCTaBIECHUs KOMHMM B Jiele
OTIPABUTEISI, MOCE MEPEUUCICHUSI PEKBU3UTOB IPHIOKEHUS yKa3bIBaeTcs: "TOJNBKO B ajpec',
Harpumep:

[Ipunoxenue:

Ceenenus o 3anacax..., yd. No ot
10JIb30BAHNUS, TOJIBKO B aJipec.

10.3.6. Otmerka 00 HCHOJNHMUTENE MPOCTABIAETCS HAa  IOCIEAHEH  CTpaHUIe
KOH(HICHIIMATHHOTO JIOKyMEHTA B JIEBOM HIDKHEM YTy JINOO Ha 000POTHOM CTOpOHE.

VYkazaHHas OTMETKA BKIIIOYAET B ceOsl:

Y4ETHBIA HOMED;

KOJIMYECTBO M3TOTOBJIEHHBIX K3EMILISIPOB € YKa3aHUEM KPATKOIO IIEPEUHS PACCHUIKY;

OTMETKY 00 YHHYTOKEHHH YEPHOBOTO IOKYMEHTA;

nowkHocTh, DUO, KOHTAKTHBIHN TenedoH pabOTHUKA, UCIIOTHUBILETO JOKYMEHT;

nomwkHocTh, DO, KOHTAKTHEIHN TeneoH pabOTHUKA, OTIIEYATABIIETO JOKYMEHT;

JaTy TIOArOTOBKU JOKYMEHTA, HallpUMep:

VYu. N 173 acn

HCIIOJIHEHO 2 3K3.

Ok3. N 1 - B anpec,

3k3. N 2 - B AeJI0

Y/M - YHUYTOXKEH.

Wcnonnnn:

noikHOCTh, ®UO, Te. -
Orneyaran:

noikHOCTh, DUO, Te. -
00.00.0000

N

Yu. N 173acn

UCTIOJIIHEHO 23 3K3.

9k3. N 1 - B zero,

9Kk3. N 2 - 23 - B aIMUHUCTPAITUTN MYHUITUTIATBHBIX
00pa30BaHUil aBBTOHOMHOI'O OKpyTa
COIVIACHO PAacCChLIKE,

4/M - YHUUYTOXEH.

20 ,9k3.Ne ,Ha4 ., aus ciiy)keGHOro

20 ,9k3. No  , Ha 4 1., U1 CIIy>KeOHOTO
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Hcnonnun:
noipkHocTh, DO, Terr. -
Otneuarain:
noipkHocTh, DO, Ter. -
00.00.0000

B ciyuae ecinu koHuUACHIMATBHBINA JOKYMEHT ITOATOTOBIIEH U OTIIEYaTaH OJAHUM
pabOTHHUKOM, B OTMETKE 00 MCIIOJTHUTENE YKAa3bIBACTCS:
Vu. N 173aco
UCIIOJIHEHO 23 9K3.

Ok3. N 1 - B geno,

9k3. N 2 - 23 - B a/IMUHUCTPAIIMH MYHUIIUITATBHBIX
00pa3oBaHMi1 aBBTOHOMHOT'O OKpYTa

COI'JIACHO PacChUIKE

9/M - YHUUTOXKEH.

Hcn. u orm.:

noipkaocts, DO, Teir. -

00.00.0000

10.3.7. Cusatue nmometku "J[ns ciaykeOHOTO MOJIB30BaHHA" OCYHIECTBISETCS JUPEKTOPOM
KOJIJIeJKa WM JIMLIOM, €0 3aMeLaroIuM.

Cusatue mometku "It cy)keOHOTO MOJIb30BAaHMS" OCYILECTBIISICTCS MyTEM 3a4epKHUBAHUS
JAHHOM MMOMETKHU Ha MOIMHHUKE KOH(PUICHIIMATIbHOTO IOKYMEHTA, C YKa3aHUEM JaThl, JODKHOCTU
1 (paMHIINH JIMIIA, CHABIIETO MOMETKY KOH(UICHINAIBHOCTH, HAIPUMED:

[Tomerka " s

CITy’)KeOHOTO
MMOJIL30BaHUA" CHATA,
JIOTKHOCTD

)5(0)
00.00.0000

O cusaTum nometku "J1jis ciyx’eOHOro nojab30BaHusA" Ha KOH(UACHIUAIBHBIX JOKYMEHTaX, a
TaK)X€ B YUETHBIX (popMax JAeNaeTcsl COOTBETCTBYIOIIAs 3alliCh, U NHPOPMUPYIOTCS BCE aApecaThl,
KOTOPBIM 3TH KOH(UACHIIMAIbHBIE TOKYMEHTHI HAIPaBIISIHCh.

10.3.8. VYcranomnenne mometku "I Ciry’)keOHOTO TMONB30BaHMS" JUJIST JIOKYMEHTOB,
MOJITOTOBJICHHBIX B KOJUIE/XKE, OCYIIECTBIISIETCS] UCIIOJIHUTENEM (Ha 3Tare MOJArOTOBKH TOKYMEHTA)
WIN AUPEKTOPOM KOJuleKa (PYKOBOJUTENIEM COOTBETCTBYIOLIETO CTPYKTYPHOI'O NMOAPA3/IECICHMUS)
(Ha ATamne MOAMUCAHUS JOKYMEHTA).

VYcranosnenue noMmetku "l ciiy:keOHOro Mosb30BaHMs" U MOCTYNHUBIIMX B KOJUIEIK
JOKYMEHTOB, HE HMEIOUIMX MOMETKY KOH(UICHINAIbHOCTH, OCYILECTBISACTCS JAUPEKTOPOM
KOJUIE/PKa (Ha 3Tarne pacCMOTPEHUS TOKYMEHTA).

10.4. Yder xoH(pUIECHINAIBHBIX TOKYMEHTOB.

10.4.1. Bxopsmue (MOCTYNHMBIINE) W HUCXOMANIME (OTIpaBIIsieMble) KOH(HICHIIMATbHEIC
JOKYMEHTBI TOJUIeKaT ydeTy MYyTEM IPUCBOCHMSI M IPOCTABIECHHUS HAa HUX PErHMCTPallMOHHBIX
HOMEPOB, a TAK)KE BHECEHHS YUETHBIX JAaHHBIX B KYpPHAJIbl ydeTa KOH(UICHIIMATbHBIX JOKYMEHTOB.

10.4.2. XXypHaibl HyMepyIOTCs, IPOIIHYPOBBIBAIOTCS U ONIEUaTHIBAIOTCS MEUaThIO KOJUIEIKA.

Peructpanus koHpuIEeHIIMAIBHBIX TOKYMEHTOB HaUMHAETCS B XKypHaJlaXx ¢ EpBOro HOMepa
€KEroJIHO, a 10 OKOHYAaHUH KaJIEHIapHOTO rojia IeJaeTCs NTOroBasi 3aluch.

B yderHbIx ¢opMmax oTpaxkaroTCsl JaHHBIE O JBM)KEHUU KOH(QUACHUHAIbHBIX JOKYMEHTOB C
MOMEHTa MX TMOJY4YeHHus (CO37aHus) 10 3aBEPLICHHUs WCIOJHEHUS W MOJIIUBKU B JIENI0, OTIIPABKU
ajzipecataM, YHUUTOKEHUS WIN NepeperucTparui.

10.4.3. B ¢opmax yuera KOHOHUAECHIMATBHBIX JOKYMEHTOB 3alpellaeTcsl OCYIIECTBIAThH
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UCTIPABJICHUSI C IPUMEHEHHEM KOPPEKTUPYIOIEeH >kuakocTd. OmubouHas 3amuch 3a4epKUBaeTCS
OZIHOH 4epToi. BHOCHMBIE NCIIPABIICHUS 3aBEPSAIOTCA MOANKCHIO JINLA, OTBETCTBEHHOT'O 33 BEJCHUE
KOH(HICHIIMATIHHOTO ICTTONPOU3BOJICTBA.

XKypHaibl 3am0yHA0TCS pa300pPUKBBIM IOYEPKOM € paclIM(pPOBKON noanuceid paboTHUKOB,
KOTOPBIM OBbUT NepeAaH KOH(HUICHIUATbHBIA HOKYMEHT. VcrpaBieHHsl B JKypHaJIaX 3aBEpPSIOTCS
HOJIKCHIO JIUIA, OTBETCTBEHHOI'O 3a BEI€HUE KOH(PUICHIIMATBHOTO 1EI0IPOU3BOJICTBA, U NI€YATHIO
KOJUIEIKA.

Ha 000poTHOI1 CTOpOHE OCIEIHEr0 JIUCTA XKYPHAIA IPOCTABIISIETCS 3aBEepUTEIbHAs HAAIUCh
C YyKa3aHuMEM KOJIMYECTBA JINCTOB, IIOANMCHIBAEMasi JIMIIOM, OTBETCTBEHHBIM 3a BEJICHHE

KOH(UICHIIMATLHOTO JISIOMPOU3BOICTBA, HAIIPUMED:
B HacToOdAmEM XypHajie NPOHYMEPOBAHO,
NPOWHYPOBAHO ¥ OlMeYaTaHoO

JUCTOB

(nponmuceo)

(noponmmce, wWMHMLMAJE, OGaMuims, IOJDKHOCTBL Jiulia,
obopMMBIIETO BaBEPUTEJIBHYID NOIONMCH, IaTa) .

10.4.4. KonduaeHumanbHple JOKYMEHTBI YUUTBIBAIOTCS TI0 KOJIMYECTBY JUCTOB, M3/IaHUS -
nosk3eMIsipHo. Hocurenn xonpuueHnmanbHoil uHpopmanuu (poro-, KHHO-, BHIEO- U
ayJMOIUICHKH), MAIlIMHHBIE HOCUTEIH KOH(UACHIIUAILHOW MH(POPMALUU (BUHYECTEPHI, THUCKETHI,
DVD (CD) nucku, USB-uis11 HakomuTeNn) - MOMTYYHO.

10.4.5. Ilpu peructpanuu KOHPHUACHIUATHHBIX TOKyMEHTOB B CDJ] B 3JIEKTPOHHBIX
pPETrUCTpallMOHHBIX ~KapTodykax JoKymMeHToB B nose "CopgepkaHue" jenmaercs IOMETKa
koHpuaeHmuansHoctu "JICII", cogepxaHue TeKCTa HE YKa3bIBACTCA.

10.4.6. CxanupoBaHue KOH(PUJIECHIHMAIBHBIX JTOKYMEHTOB U NMPUCOEAMHEHHUE HIIEKTPOHHBIX
00pa3oB KOH(PUICHIUATBHBIX JIOKYMEHTOB K JJIEKTPOHHBIM PErHCTPAlMOHHBIM KapTOYKaM
3arpeniaercs.

10.5. Hcxonsmue (oTmpaBisieMble) KOH(HUACHIMAIbHBIE IOKYMEHTHI YYHUTBIBAIOTCS B
XKypHaJe yuyera UCXOAAMUX (OTHpaBisieMbIX) KOH(UACHIMAIBHBIX TOKYMEHTOB.

10.6. IlocTynuBimme B KOJUIEMK JOKYMEHTBHI, MMEIOIINE MOMETKY KOH(HICHIHATLHOCTH
"Ilns cimyxkebHoro mosb3oBaHus", B Tom umcie "Kommepueckas Taitna", "CiyxeOHas TaiiHa",
"Kongpunenmuansno", "Ctporo koH(UACHIMAIBHO" MOJIEkKAT YUETy B KypHaJEe ydyeTa BXOASIINX
(mocTynuBIINX) KOH(UICHIIMATBEHBIX TOKYMEHTOB.

10.7. Tlocme BCKpBHITHS KOHBEPTa M TIPOBEPKH MPABHIBHOCTH BIIOXECHUH BXOJSIIEMY
(moctynuBILIEMY) KOH(PUIECHIIMAILHOMY TOKYMEHTY IPHUCBAUBAETCS OYEpETHOW BXOJIAIIMNA HOMEp
10 KypHaILy y4eTa BXOASIUX (MOCTYNUBIINX ) KOH(PHUIEHIUAIBHBIX JOKYMEHTOB.

[Ipu peructpanuu KOHGUIECHIMATIBHOIO JOKYMEHTa 3amoyiHsAtoTes rpader 1 - 7 xypHana
yueTa BXOASIIUX (MOCTYNUBIIMX) KOH(QHUAECHUUANbHBIX JOKyMEHTOB. B rpade 1 mpocrasnsercs
OuyepeHON MOPSAAKOBBII HOMEp, MPUCBOEHHBIN KOH(UACHIINATIEHOMY JOKYMEHTY, ¢ a00peBHUaTypoi
KoH(uAeHIManpHOCTH JokyMeHTa ("acn"). B rpade 5 ykaspiBaroTcsi HOMEp, NPUCBOCHHBIN
KOH(QHIEHIIMAIPHOMY  JIOKYMEHTY B  OpraHeé TIOCyJapCTBEHHOW  BIAcTH,  H3JIaBIIEM
KOH(HICHIIMATbHBINA JOKYMEHT, U JIaTa €ro MOANHUCAHUS (YTBEPKIACHU).

Ecnu xoH(pUIeHINATbHBIN TOKYMEHT MpHCIaH 0e3 COMPOBOAUTENLHOTO MTUChbMA, TO B Ipade
6 mpocTaBiIsieTcsl KOJTUYECTBO €ro JIUCTOB, a B rpade 7 JenaeTcs NpovepK.

[Tpu HamMuuM B KOH(MUACHIUAIBHOM JIOKYMEHTE CONPOBOJIUTENBHOIO MUChMa, B Tpade 6
MIPOCTABIISIETCS KOJIMYECTBO €T0 JIUCTOB, a B rpade 7 - KOJIMYECTBO JIMCTOB IPUIIOKEHUH.

IIpu sToM, eciu Bce MPUIIOKEHHUS MMEIOT MOMETKY KOH(HIECHIMAIbHOCTH, YKa3bIBAETCS
oO11ee KOJIMYECTBO JINCTOB BCEX MPHIIOKEHUH, B ClTydae €CIi YacTh IPUII0KEHUI HE UMEeT MOMETKU

KOH(UICHIIMATEHOCTH, TO KOJIMYECTBO UX JIMCTOB MPOCTABIIAETCS 3HAKOM "+" OTAENBHO, HATPUMED:
Bx. N
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13u/k,

rae 1 - KOJMYECTBO JIMCTOB COMPOBOJUTEIBHOTO JOKYMEHTa, 22 - KOJIMYECTBO JIMCTOB
MPWIOKEHU U 13H/K - KOJIMYECTBO JIMCTOB MPUIIOKEHHS, HE coAepkaliero KoHQUICHINATbHOM!
uHpopMaLuu.

[Ipu mnocryruieHnn KOH(PHUACHUUATBHOTO JOKYyMEHTa B JBYX U 0ojiee 3K3eMILIspax
MIPOCTABJISIETCS] KOJTMYECTBO JIMCTOB KAXKI0TO IK3EMILISIpA.

[Ipu ydere KOHPUACHIUATHHBIX JOKYMEHTOB, IPUCIAHHBIX JIJISl COTJIACOBAHMUS, TIOITUCAHMS,
YTBEPKACHUS, O3HAKOMIIEHUS M MOJJEKAlIMX BO3BparTy ajpecary, OTMETKa O MOCTYIUIEHUU
MPOCTaBIsiETCA Ha 00OpPOTE IMOCIEAHEro JHMCTAa OCHOBHOTO KOH(HACHIMAIBHOTO JOKYMEHTa WU
Ka)KIOTO MPHUIIOKEHUS.

I'padba 8 xypHanma ydera BXOASIIMX (ITOCTYMHBIIHMX) KOH(HICHIMAIBHBIX JOKYMCHTOB
3aIoHSIEeTCS MOCTe BO3BpaTa KOHPHUACHIIMATBHOTO IOKYMEHTA C PE30JIIOINEH TUPEeKTopa KoJuieKa
JIMILY, OTBETCTBEHHOMY 32 BeIeHHE KOH(UICHIIMAIBHOTO JIEJIONPOU3BOICTBA.

10.10. OtnpaBka KOHGHUACHIUATBHBIX TOKYMEHTOB.

KoudunennmanbHple TOKYMEHTHI JIOJDKHBI OBITH 3aperHCTPUPOBAaHBI B JKypHAJe ydera
UCXOJSAMIMX (TIOATOTOBIEHHBIX ) KOH(MUIEHIINAIBHBIX JOKYMEHTOB.

OTtnpaBka KOH(PUICHIMATIBHBIX TOKYMEHTOB OCYIIECTBIIIETCSI B 3aKOHBEPTOBAHHOM BHJIE
(benbaberepckoil CBA3bI0, 3aKa3HBIMH WU [IECHHBIMHU MTOYTOBBIMH OTIIPABIICHUSMHU.

JomyckaeTcs oTnpaBka (Tiepenada) KOH(GHICHITUAIBHBIX JOKYMEHTOB B 3aKOHBEPTOBAHHOM
BUJIE HETMOCPEJICTBEHHO ajpecary (IIPeACTaBUTENIO ajpecara) ¢ perucrpauueit ¢akra nepenadu-
MOJIYYCHUS B )KypHAJIC yueTa HCXOIAIUX KOH(DUICHITNATEHBIX JOKYMEHTOB.

[Tepecbuika KOHGUIACHIIMATHHBIX JOKYMEHTOB C HCIOJIb30BAHUEM CPEACTB (paKCUMUIBHON
CBSI3M UJIM TIOCPEJICTBOM 3JIEKTPOHHBIX MOYTOBBIX CIIYkKO OTKPBITOTO JOCTYyIa 3alpeLiaeTcs.

[Tepenaya koH(UIEHITHATBHBIX JOKYMEHTOB HCIIOJHUTEISM OCYIIIECTBISETCS MO/ MOAMHCH.

10.11. KonmpoBaHue 1 THpa)KUPOBAHHE KOHPHIECHIINATHHBIX JOKYMEHTOB.

KonduaennuansHupie JOKyMEHTHI HE MOAJNIEXKAT pacipocTpaHeHuIo (Tiepeaaue) 6e3 cormacus
JTUPEKTOpa KoJuleKa.

KonupoBanne u  TUpaxkupoBaHHE  KOHQUIACHIMATBHBIX  JOKYMEHTOB  JOJIKHO
OCYILIECTBIATHCS C COOJIOJIEHUEM JIEHCTBYIOMIMX TPeOOBaHUH 110 3amuTe HHPOPMaIUK.

KonupoBanue u TupaxkupoBaHue KOH(GUICHIINATBHBIX JTOKYMEHTOB B CBSI3H CO CIY>KEOHOU
HEO0OXOJIMMOCThIO, a TaKXe€ H3TOTOBJIEHHE BBIMHMCOK M3 HUX OCYIIECTBISETCS C NMHCbMEHHOIO
paspelnieHus IUpEeKTopa KOJUleIXa, B agpec KOTOPOIrO MOCTYNHWJIW JaHHbIE JOKYMEHTHI, WU
YIOJHOMOYEHHOTO UM DPYKOBOJAWTENS CTPYKTYPHOTO MOJpAa3JeieHUsl, B aJpec KOTOPOro OHH
MOCTYIHJIIN JUIsl UICTIOJTHEHUS.

B srom cnyyae Ha cBOOOIHOM MecTe (MJIM HA OOOPOTHOM CTOPOHE) CONPOBOAMTEIHLHOTO
MMChMa WJIM Ha CBOOOTHOM MecTe (MJIi Ha OOOPOTHOM CTOPOHE) TUTYABHOTO (MU MTOCIEAHETO) TUCTA
KOH(MUIEHIMATIBHOTO JIOKYMEHTa CTaBUTCS BH3a JUPEKTOpa KoOJule[pka C IOpYYEHHEM
YIOJIHOMOYEHHOMY JIMILY:

CHSATH KOIIMH WJIM CJENIaTh BBIMUCKH (C YKa3aHWEM KOHKPETHBIX ITyHKTOB JIOKYMEHTA);

BBITIOJTHUTH KOMUPOBaHUE (THPAKUPOBAHUE) B HEOOXOIUMOM KOJIUYECTBE;

yKazath ajpeca nojayyaTenei 1 1aTy, HalpuMep:

HBanogoii O.A.

1. CHATB ABE KOMUU W HANIPaBUTh B aIMUHUCTPAITUN

benosipckoro paiona, bepezosckoro paiona.

2. Cnenatb BHINUCKY MMYHKTOB | - 4, 7 1 HanpaBUTh B

JenapTamMeHT KyJIbTYpbl aBTOHOMHOI'O OKpYTa.

Crtpanuma 76 u3 85



HEDTEIOT AHCKUIA
NOAUTEXHUYECKWA
KOAAEAX

g

[Moamucek (pactmdpoBKa MOAMKUCH) PYKOBOIUTENSI U JaTa.

[locne komupoBaHUS (TUPAKUPOBAHUS) KOHPUACHIMAIBHBIX JIOKYMEHTOB  JIMLIO,
OTBETCTBEHHOE 3a BeJleHNE KOH(UACHIMAIBHOTO JEIONPOU3BO/ICTBA, YUYUTHIBAET KOMUH (BBIMUCKN)
¥ Ha 00OPOTHOI CTOPOHE OPUTHHAILHOTO IOKYMEHTa (CONMPOBOIUTEIBHOIO MUChMA) OCYLIECTBIISET
3alMCh O KOJIMYECTBE CHSATHIX KOIUI MIIM CIEIAHHBIX BBIIUCOK (C yKa3aHUEM KOHKPETHBIX ITYHKTOB
JIOKYMEHTA), 32 KAKUMU HOMEpaMH OHU YUYTEHBI, U YKa3bIBaeT J1aTy, HallpUMep:

JIOTIOJIHUTENBHO PAa3MHOMKEHO 2 3K3.

V4. N 173 nc (3x3. N 3/1) - B agmuHucTpanuto benospckoro p-Ha,

ya. N 173 acn (3x3. N 3/2) - B agmunuctpanuto bepe3osckoro p-Ha.

CnenaHa o/iHa BbINKMCKA ¢ MyHKTOB 1 - 4, 7.

V4. N 251 nci (3x3. N 1) - B /lemapTamMeHT KyIbTyphl

aBTOHOMHOT'O OKpYyTa,

noAnuch (pacmu@poBKa MOANKUCH ) UCTIOTHUTENS U aTa

B ydeTHBIX XypHaJlaX KOH()UICHIMAIBHBIX JOKYMEHTOB BHOCHUTCS OTMETKA O KOJINYECTBE
BBITIOJTHEHHBIX KOIUH, HAIPUMED:

JIONOTHUTENBPHO PAa3MHOKEHO _ 3K3.

JIOTIOJTHUTENBHO Pa3MHOKEHHbIE KOH(UIEHIINAIbHBIE JOKYMEHTBI, paHee MOArOTOBICHHbBIS
B KOJUIEJDKE, YUYUTHIBAIOTCS 32 3THUM K€ YYETHbIM HOMEpPOM. JlONOJHUTEIBHO pa3MHOKEHHBIE
KOH(UICHIMABHBIE JOKYMEHTHI, MOCTYIHUBIINE B KOJUICIXK, YYUTHIBAIOTCS 32 HOBBIM YUETHBIM
HOMEPOM. [Ipu 3TOM NOpAIKOBBIA HOMED IOJTYYEHHON KOIMUU MPOCTABIAETCS 4epe3 KOCYI0 4epTy,
HaIpuMep:

9k3. N 3/1,
rae 3 - HOMEp SK3eMIUIspa pa3MHOXKaeMOro KOH(GUICHIIMAIbHOTO JOKyMeHTa, a | -
IIOPSIAKOBBIM HOMEP Pa3MHOKEHHOW KOIIHH.

Boimuckn w3 KOH(QUICHIHATBHBIX JOKYMEHTOB YUUTBHIBAIOTCS 32 HOBBIMU YUYETHBIMHU
HOMEpamH.

Ha xonmsx koH(UAEHIHATBHBIX JOKYMEHTOB B IPAaBOM BEPXHEM YTy MEPBOI CTpaHUIIBI
npocrasisierca otmerka "Konus".

Ha Bbimuckax w3 KOHOUAEHIMAIBHBIX JOKYMEHTOB II0C/I€ HAaUMEHOBaHMS JIOKyMEHTa
npocTaBisieTcs oTMeTka "Boinucka".

10.12. dopmupoBaHre KOHPHIECHIIMAIBHBIX JOKYMEHTOB B JIeNa.

KondunenmnuansHpie TOKyMEHTHI (POPMHUPYIOTCS B Ji€a OTAEIBHO OT APYrUX JOKYMEHTOB.

B HOMeHKIaTypy /1e1 oprana rocy1apcTBEHHOH BJIACTH BKJIOYaroTcs fena "J{is ciyxe6Horo
M0JIb30BAaHUA" U KypHAIIbl y4eTa KOH(UIECHIINAIBHBIX JOKYMEHTOB.

B Homenkinatype nen B rpade "MHuekc nena" nobaisiercs moMeTka KOH(UACHINAIbHOCTH
"Jly1st ciy>keOHOTO MOIB30BaHUs".

Jleny ¢ KOHUAEHIMATbHBIMU JOKYMEHTaMM IpHCBauBaeTcs momerka "Jlis ciy:xeOHOro
M0JIb30BaHUA", KOTOpasi MPOCTABIISIETCS B IPABOM BEPXHEM YTITy OOJIOKKH.

Jlata Havasna gena JODKHA COOTBETCTBOBAaTh JaTe€ IIEPBOrO IMOAIIUTOTO B JIEJTO
KOH(QUICHIIMATBHOTO JTOKYMEHTa, JaTa OKOHYaHWs Jeja - JaTre IOCIEAHEro MOAUINTOro
KOH(HICHIIMATIBHOTO IOKYMEHTA.

Ha nmoamuTeie B 1emno KoHGUIEHIMATbHBIE JOKYMEHTBI COCTABIISETCS BHYTPEHHSSI OIUCH.
JIucThl BHYTpEHHEN ONUCH JI€1a HyMEPYIOTCS OTAENBHO.

JlucTsl 03HaKOMIIEHHSI C KOH(QHUACHIINAIbHBIMU JOKYMEHTAMU MOJIINBAIOTCS B JIeJla BMECTE
C IaHHBIMM TOKYMEHTaMHU, BHOCSTCS BO BHYTPEHHIOIO OIMCh U HYyMEPYIOTCSL.

[ToamuTeie B 1e510 KOH(PUIEHIIMAIbHBIE JOKYMEHTHI HyMEPYIOTCS IPOCTHIM KapaHAAlloM B
IIPAaBOM BEPXHEM YTy Ka)KA0I0 JIHUCTA.

ITo oxoHuaHWM Jena B KOHIIE BHYTPEHHEW OMHCH yKa3biBaeTcs (MudpamMu U MPOMHUCHIO)
KOJINYECTBO BHECEHHBIX B HEE KOH(HICHIMATIBHBIX TOKYMEHTOB, JOJDKHOCTh M (paMmius JuLa,
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OTBCTCTBCHHOI'O 3a BEACHUC KOH(bI/II[eHLII/IaJIBHOI‘O ACJIOMPOU3BOJACTBA.
Ha O60pOTHOI71 CTOPOHE IOCJICAHETO JIUCTA ACJIa IPOCTAaBIACTCA 3aBCPUTCIIbHAA HAAINCH C
YKa3aHueM KOJIMYECTBa JIMCTOB, NOANUCBIBACMas JIMOOM, OTBCTCTBCHHBLIM 34 BCIACHHUC

KOH(l)I/I,Z[CHHI/IaJ'ILHOFO ACIOIIPOU3BOACTBA, HAITPUMED:
B HacToAmeM mejyie NPOHYyMEpPOBAaHO,
NPOWHYPOBAHO M ONEeYaTaHO IMeUYaThio
JIMCTOB

(mponmceo)
Jmcrer 16 - 30 MBBATH,
NoOmMTa OIHAa CHIpaBKa-3aMeCcTUTeNb

[Noonuch (pacumdpoBKa MNOAONMCHU), IOOJDKHOCTL JIMla,
obOPMMBIIETO 3aBEPUTEJILHYI IIOIONMUCH, HaTa)

N3pstne n3 nena KOHMUACHIMAIBHOTO JOKYMEHTA OCYIIECTBISIETCS C HHCBMEHHOTO
corjacusi pyKOBOAMTEIIS KOJUIEIXKA.

[lpn u3BATHH KOHQUIECHIMAILHOTO JOKYMEHTa Ha €ro MeECTO MOJIIMBAETCS CIIpaBKa-
3aMECTHUTENb, KOTOpasi MOANUCHIBAETCS PYKOBOAMUTENIEM CIIyKObI AEIONPOM3BOACTBA WM JIUILIOM,
OTBETCTBEHHBIM 3a BeJCHHE KOH(MUACHIMAIBHOTO JENIONPOU3BOACTBa. VcmpaBnenue o0O1iero
KOJINYECTBA JIMCTOB B 3TOM ClIy4ae HE OCYIIECTBIISIETCS, HA IOCIEIHEM JIMCTE Jefla yKa3bIBAeTCs
KOJIMYECTBO JIMCTOB, U3BATHIX M3 JieNla, 00 MU3BbATUN KOH(HICHIUAIBHBIX JOKYMEHTOB JENAcTCs
OTMETKa BO BHYTpEHHEW ommcu Jena. BpemeHHOEe M3bATHE KOHOHUACHIHMAIBHBIX JOKYMEHTOB U3
TEKYIIMX JelT OCYIIECTBISETCS JIMIOM, OTBETCTBEHHBIM 3a BEJCHHE KOH(PHICHIUAIBLHOTO
nenonpousBoacTBa. Ilo Bo3BpameHMH KOH(MUIEGHIMAIBHOIO JIOKYMEHTa B JIEJI0 CIIpaBKa-
3aMECTUTEIb YHUYTOKACTCS.

10.13. Xpanenue KOH(pUICHINATBHBIX JTOKYMEHTOB.

KoHndunennmanbHpie TOKYMEHTBI XPAHITCS B CIY)KEOHBIX 3alIMPAEMbIX MOMELICHUSX HIIH
apXuBe KOJUIEIKA.

[Tomerienus, B KOTOPBIX BeAETCS KOH(PHICHIIMAILHOE AEIONPOU3BOICTBO U HAXOAATCS Ha
XpaHeHWH KOH(QUICHIINATEHBIE TOKYMEHTHI, TOJKHBI OBITH 000pYJOBaHBI CHCTEMAaMH TTOKAPHOU U
OXPaHHOW CHTHAJIM3aIUH.

3a COXpaHHOCTHh KOH(WACHIMAIBHBIX JOKYMEHTOB, HAXOJSAIINXCA B KOH(HICHIHATEHOM
JeNIOTIPOU3BO/ICTBE, OTBEYAeT JIMIO, OTBETCTBEHHOE 3a BEJCHHE KOH(UACHIUAIBLHOTO
JETONPOU3BOACTBA.

3a COXpaHHOCTh KOH(UICHIMATBbHBIX JAOKYMEHTOB, NMEPEJaHHbIX A pabOThl, OTBEYAET
pabOTHUK, TOTYYIUBIINHA UX TTOJT TIOATIHCH.

[Tepenaya KoH(UACHINAIBHBIX JOKYMEHTOB OT OJTHOTO pa0OTHUKA APYTOMY B CTPYKTYPHOM
HOJpa3fAeieHUN  KOJUIe/Ka  OCYIIECTBISETCS d4epe3 JIMIO, OTBETCTBEHHOE 3a BEICHHE
KOH(HIEHIIMATIBHOTO JeJIONPOU3BOICTBA B KOJUIEIXKE, ¢ 003aTeIbHON OTMETKOM B KypHaje ydyera
BXOJISIINX KOH(PHUICHIINATHHBIX JOKYMEHTOB.

[Ipy cMeHe WM YBOJIBHEHUM JIMIA, OTBETCTBEHHOTO 3a BeleHHE KOH(HIECHIIMAIBLHOIO
JETOTIPON3BOICTBA, COCTaBJSIETCS AaKT MpHeMa-Tiepenayn  KOH(HIECHIHAIbHBIX JOKYMEHTOB,
YTBEp)KIaeMblIil pyKOBOJIUTENIEM KOJUIEKA.

BeiHOC  KOHOQUACHIIMATBHBIX JOKYMEHTOB 3a TIpPENeNbl CIY)XKeOHBIX OMEIICHUH
aJIMUHUCTPATHUBHBIX 37aHUI OCYIIECTBISIETCS C COTIacus JUPEKTOpa KOoJIeIxKa.

10.14. YHuutoxxeHHWe KOH(QUACHIIMAIBHBIX JTOKYMEHTOB, B TOM YHCIE MX MarHUTHBIX
HOCHUTEJIEH Y YepHOBUKOB.

KondunennuanpHple TOKYMEHTH (YEpHOBHKH W BapUaHTHI), YTPATHUBIIME MPAKTUIECKOE
3HAa4YeHUE U HE MMEIOLINe HCTOPUUECKOM MIIM HayYHOU LIEHHOCTH, a TaKXKe C UCTEKIIUMH CPOKaMH
XpaHEeHUs, YHUUTOXKAIOTCS IyTeM X MEXaHHYECKOW NMepepadOTKH Ha IIpeaepax MO0 CHKUTAFOTCS.

MarHuTHblE, ONTHYECKUE HOCHUTENH KOH(MUICHIMANbHOM HH(POPMAIMM YHUYTOXKAIOTCS
MEeXaHHUYECKUM IyTeM (pa30uBaroTCs WM pa3pe3aroTcsl Ha 4acTu pasmepoM He Ooree 1 x 1 cm), a
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KECTKHE MarHWTHbIe AUCKU (BuHYecTepbl) U USB-¢umdm HakomuTenm - mMyTeM MeXaHHYeCKOTO
BO3/ICHICTBUS 1O TIOJTHOTO Pa3pyIICHUs UK B CHIEIUATIM3UPOBAHHBIX YCTPOMCTBAX JIJIsl YHUUTOKEHUS
UH(OPMALINH, TyTEM BO3JACHCTBHSI SJIEKTPOMArHUTHOTO TIOJISL.

VYka3aHHbIE YEPHOBUKH U BApUaHThl UCIOJHHUTEIh YHHUYTOXKAET C OTPAKEHHEM IJaHHOIO
¢axTa B KOHPUACHIINATLHOM JTOKYMEHTE.

YHuuTOXKath KOH(MUICHIMATbHBIE TOKYMEHTHl (MX MarHUTHbIE HOCHUTEIH U YEPHOBHKH)
KaKMM-JIMOO MHBIM CIIOCOOOM, a TAK)KE MCIIOJIb30BaTh UX JUIS JPYTUX LEJIeH 3anperiaeTcs.

10.15. KoHTpoib cocTosHUS KOH(DUIEHIIMATIBLHOTO JIEI0MPOU3BOJICTBA.

KoHTponb coxpaHHOCTH KOH(HUACHLIUAIBHBIX IOKYMEHTOB OCYILECTBISIETCS KOMHUCCHEH,
CO3JIJaHHOM MO pacnopsKeHUIo (MpUKa3y) IUpeKTopa Kosuiemxa (nainee - Komuccus).

[lepconanbublii coctaB Komuccuu (He MmeHee 3 4eaoBeK) OnpeesiseT JUPEKTOp KoJuieKa.

B cocraB Komuccun BKIIIOUAIOTCS 3aMECTUTENDL JUPEKTOpPA KOJUIEIXA, OTBETCTBEHHBIN 3a
opranmzanio pabotr 1o Oe3omacHOoCTH UHPOPMAMKM B KOJIEMKE, a Takke Hauboiee
KB (HUIUPOBaHHBIE pAOOTHUKH CITY>KOBI JIEJTONPOU3BOICTBA U JIMIIO, OTBETCTBEHHOE 32 BEICHUE
KOH(UICHIIMATBEHOTO JIETOMPOU3BOICTBA.

[TpoBepka HanmMumsi KOHQUICHINATBHBIX JOKYMEHTOB OCYIIECTBIISIETCSI €KETOJHO B IEPBOM
KBapTaye roja, CIeAaykoero 3a OTYCTHBIM.

B apxwuBe, re XpaHATCs M3/1aHUs, Jefla U Apyriue JOKYMEHTHI ¢ moMeTKoi "/l ciry>xe6HOoro
MOJIb30BaHUA", MPOBEPKA HATMUHMS OCYIIECTBISIETCS HE PEXe OJHOT0 pas3a B 5 JeT.

[IpoBepka Hamuuusi KOH(MUIACHIMAIBHBIX JOKYMEHTOB OCYIIECTBIISIETCS ITyTEM CBEPKH
3amnucel B yYeTHBIX )KypHaiaxX ¢ JaKTUYECKUM HalInYreM KOH(PUACHIINAIbHBIX JOKYMEHTOB, a TAKKe
OTMETOK 00 YHHUYTOKEHHH WM OTIpPaBKe KOH(PHUICHIHAIBHBIX JOKYMEHTOB B ITHX JKypHajlaX C
COOTBETCTBYIOIIMMHU aKTaMU Ha YHUUTOXKECHHE.

B xypHasiax Bce OTMETKH 00 OTIpaBKe, YHHUTOXCHHH H TepeydeTe KOH(HICHIHATbHBIX
JIOKYMEHTOB 3aBepsIOTCS pocTaBieHrueM 3anucu "[IpoBepeHo"” ¢ 1aToil u moAnucho npeaceraTens
Komuccun.

ITo pesynpratam pabGoTbl Komuccum cocTaBisieTcsi akT MPOBEPKH HAJIMYUS U COCTOSIHUS
KOH(QUICHIMATBHBIX JIOKYMEHTOB, KOTOpBI yTBEpXKAAeTcsd pPYKOBOAMUTEIEM Kojuleqka. B
yKa3aHHOM aKTe coJiepXKarcs pPe3ylbTaThl MPOBEPKH KOH(PHIEHIMAIBHOIO JIEIONPOU3BOJICTBA,
OTMEUYEHHBIE HEJJOCTATKU M MPENJIOKEHHS MO YIYUYIIEHUIO COCTOSHUS JIeNl 10 BOMPOCAM 3aIUThI
KOH(pHIeHIIMATBbHON HH(OpMAIIH.

B ciyuae ycranoBnenus pakrta yrpatbl KOHQUACHIIHATHHBIX JOKYMEHTOB JTUOO0 pa3TiianieHus
COJepXKAlMXCsl B HHUX CBEIEHUM HEMEIJIEHHO CTaBATCS B M3BECTHOCTb HEMOCPEICTBEHHBIN
PYKOBOJUTENb CTPYKTYPHOIO MOJpa3fesieHHs, B KOTOPOM JONYLIEH 3TOT ()akT U PYKOBOAUTEIH
KOJITEKA.

[To daxTy yrpaThl KOHPHUIESHIINATHHBIX IOKYMEHTOB WJIH Pa3TIIAIICHUS COJIEPKAITUXCS B HIX
cBesleHull KoyutepkeM B TedeHue 30 aHel ¢ MOMEHTa OOHapy)KEHHUS! OCYILECTBIISETCS CIyKeOHas
IIPOBEPKA, MO pe3yabTaTaM KOTOPOI COCTaBIISIETCS 3aKII0YECHHUE.

B yueTHBIX KypHalax Jenaercss OTMETKa O CHUCAaHWHM YTPAueHHBIX KOH(HICHIMATbHBIX
JIOKYMEHTOB CO CChUIKOM Ha COOTBETCTBYIOIIIEE 3aKIIOUEHHE 0 Pe3yIbTaTaM CIIyKeOHOH MPOBEPKH.

11. MPABHWJIA JIEJIOBOM NEPENIUCKN

11.1. Bes nenmoBast eKTpOHHAS TIEPETHCKA JSTUTCS Ha JIBa HAIPABIICHUS :

* BHEIIIHEE — MEpPenucKa ¢ KJIMEHTaMH, NapTHEpPaMU, KOHTPAareHTaMu U IPYTUMHU JIMLAMU;

* BHYTpPEHHEE — IMEePEnucKa ¢ KOJIJICTaMH.

JlenoBasi mepenucka JOJKHA HUCXOJUTh MPEUMYILIECTBEHHO C aJpecOoB KOPHOpPATUBHOMU
nmouThl. He pekoMeH1yeTcst UCIoIhb30BaTh B JIEJOBBIX IEJSIX aapeca JUUHON dJIEKTPOHHOM MOYTHI.

JlenoBoe NuCbMO AOIKHO UMETh CIEAYIOUIYIO CTPYKTYPY:
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* TeMa MHCbMa;

* IIPUBETCTBHUE;

* TEKCT COOOIIEHHs (CoJepKaHNe MHChMA);

* 3aKJII0YMTENbHas (opMa BEXKIUBOCTH, IPOLIAHNUE;

* 11a0JIOH 3JEKTPOHHOU MOAMKCH.

JUis BIOXKEHMH Jydllle MCIOJIb30BAaTh CaMble PACIPOCTPAHEHHbIE (OPMATHI TOKYMEHTOB,
Hanpumep, .doc wimm .xIs, 4TOOBI y coOeceHNKa HE BO3HUKIIO CIOXKHOCTEH C HUX TPOCMOTPOM.
HazwiBaiiTe ¢aiinbel cormacHo couaepxkumomy. Eciam mpukperuieHHbIX (GaiaoB OOJbIIE TISTH,
XKeJIaTeJIbHO BOCIIOJIb30BaThCs 00IaYHbIM XPAHWIMIIEM U IPUCIATh COOECEAHUKY CCBUIKY Ha HETO.

Uto0b1 coOOIIEeHNE TONUIO JI0 HYKHBIX JIFOJICH, CIIeIyeT MOCTENEHHO U aKKypaTHO T00aBIATh
KaX/1bIi 2JIeKTPOHHBIHN ajpec. [ 1aBHBIX yUaCTHUKOB 00CYXICHMS JTy4llle CTaBUTh B nosie «Komy», a
octalibHIX — B Tpady «Komus». Anpeca jydine CKOMMPOBAaTh M3 MCTOYHMKA, a HE BBOAMTH
BPYUYHYIO, YTOOBI HE OIIUOUTHCS.

Tekct mmcbMa HE JIOJDKEH COAEP)KaTh TpaMMaTHYeCKHX, opdorpadpuveckux U
IYHKTYallMOHHBIX omKOoK. I[lepen oTnpaBieHreM aBTOPY CleAyeT epeYrTaTh MUCbMO Ha IPEAMET
OTIEYATOK, a €CJIM OH He 00J1a/1aeT JODKHONW KOMITIETEHTHOCTBIO — IIPOBEPUTH TEKCT IO CIICIIHATEHBIM
pecypcam, 1100 00paTUTHCS 3a MOMOIIBIO K HEOCPEACTBEHHOMY PYKOBOAUTEIIO.

Coobmenne Hy)kHO 0GOpMIIATh B €AMHOM cThje. [IMChMO MOKHO OBITh HAIIMCAHO €TUHBIM
mpudToM, 6e3 ucnonbzoBanus Caps Lock u apyrux BusioB BelieeHUs] HHOOPMAIIMK — €CJIN TOJIBKO
Ha 9TO HET KpaitHel HeoOXoMuMOCTH. TeKCT xKenaTenbHO pa30uBaTh Ha CMBICIIOBBIE a03allbl.

Bo Bpems 06cyxieHnst pabounx BOIPOCOB HEYMECTHO SIPKO MPOSABIATH 3Mouuu. Hanpumep,
YBIIEKATHCSI CMAMIMKAMH HJIM OOJBIINM KOJMYECTBOM BOCKJIMIIATENIBHBIX 3HAKOB. TOH pasroBopa
JIOJKEH OCTaBAThCS CHEPYKAHHBIM U HEUTpaIbHBIM.

Cpoku oTBeTa. Ha anexTpoHHOE co00IEeHrne He00X0IMMO OTBEYaTh OBICTPO, B TEUCHHE 24—
48 gacoB. Ecau oTBeT He MOXKET OBITh BBICIAH B YKa3aHHBIE CPOKM, TO 00 3TOM HEOOXOIUMO
COOONIUTH OTIPABUTEITIO.

DJEeKTPOHHOE COOOIIEHNE JIOKHO UCXOAMUTH C 3all0JIHEHHBIM NojieM «Temay, nHaye MHMCbMO
MOJKET OKa3aThcs B nanke «Cram.

Cpenu nogoOHBIX COOOIEHUI MOTYT OKa3aThCsl U OYEHb BakHbIE MHcbMa. [ToaToMy nmpaBuia
JIEJIOBOM 3JIEKTPOHHOM NEPENUCKH aKIIEHTUPYIOT BHUMaHUE HAa HEOOXOJMMOCTH ITPOCMaTPUBATh BCIO
MOYTY LEIMKOM M YJAJIATh YacTb COOOLICHHWH JHUIIb IOC/e JUYHOTO O3HAKOMIIEHHS C HX
COJIep’KaHUEM.

JlenoBoe MMCbMO HE JIOJKHO OKa3aThCsl y CIIydaifHOTrO ajpecara, Tak Kak moJo0Has ommoka
MO>KET IPUBECTHU K CEPbE3HBIM PEMYTAI[MOHHBIM MOCIEICTBUAM AJIs1 yUPEKIACHUS.

B nenoBoii KOpIopaTUBHOM 3JIEKTPOHHOM NEPENUCKE HE PEKOMEHIYETCH:

* OTHPABIATH O(UIIMATBHBIE U UMEIOLIUE 00s3aTENIbHYI0 IOPUINYECKYIO CUJTy IHUChbMa IO
AJIEKTPOHHOM IIOYTE;

* 00CyXIaTh U KOMMEHTHPOBATh HH()OPMALIHIO JMYHOTO XapaKTepa (CeMelHble OTHOIICHHUS,
JUYHYIO JKU3Hb, 3J0POBbE, PEIUTNO3HbIE U HALMOHAJIbHBIE BO33PEHMS), KacaTbCsl APYTUX CHOPHBIX
BOIIPOCOB;

* BBLIEJATH KAKMM-IH00 00pa3oM (Harpumep, MoJ4epKuBaHUEM WM BbIIETICHUEM KUPHBIM
mprudToM) B TEKCTE COOOIIEHUS TIIaBHYIO MBICIb. DTO MOKET ObITh HAMEKOM Ha TO, YTO YUTaTelb
He 00J1a/1aeT aHATUTUYECKUM CKJIAJIOM YMa M HE MOXKET BBIWIEHUTH B TEKCTE TJIABHYIO MBICIIb;

*  COCTaBIfTh MHCbMA C HCIOJNB30BAHUEM PA3IMYHBIX MIPUPTOB, MPOMUCHBIX OYKB,
KypCUBHOTO (hopMaTa, JATHHULIBI (32 UCKITIOYEHHEM 00BEKTUBHOIO HCIIOJIb30BaHMSI, HAIPUMED, TPU
HaIMCaHUHM UMEH COOCTBEHHBIX) U IpadUueCcKuX U300pakeHull;

* COKpAIllaTh CJIOBA WJIM UCIIOJIb30BaTh MHOCTPAHHBIE CIIOBA, OYKBHI;

* HCIIOJIb30BaTh B JIEJIOBOM MEpEenucKe pa3ivuyHble CUMBOJIBI M 3HAKU (TaKk Ha3bIBacMble
CMaMIINKH);
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* MPUMEHSTH B JICJIOBOM Mepenucke nociecnoBusi — nocrckpuntym (P.S.);

* mpuberatb K pa3IMYHBIM LIyTKaM, HaMeKaM C JBOSKHM TOJKOBaHHEM, OCOOEHHO C
HallMOHAIBHBIM MOJATEKCTOM;

* TepechlIaTh, IeperneyaThiBaTh, paclevyaTbiBaTh HA IPUHTEPE AIEKTPOHHBIE COOOIIECHHS 0e3
COTJIacus aBTOPA;

* IPUHMMATH U MEPEChUIaTh Pa3HOTO POJA «ITUChMA CYACThS» KaK KOMIIPOMETUPYIOLIUE O
CBOCH CYTH KOPIIOPATUBHBIC MIEKTPOHHBIC COOOIIEHUS U pa3pylIaoie pabouyro atMochepy;

* [P BO3HUKHOBEHHH MPOOJIEMHBIX / KOH(QJIUKTHBIX CUTyalluii B paboTe ¢ KOHTpareHTaMu
(CTOpPOHHUMH OpraHM3alMsIMH) pellaTh BOMPOCHl CaMOCTOSITENBHO (cleayeT oOpaTHTbCS K
BBIIIECTOAIIEMY PYKOBOJIUTEIIIO).

11.2. KopriopaTuBHbI# 11a0J0H 3JIEKTPOHHOM moanucu paboTHUKOB AY «HedTeroranckuit
MOJIMTEXHUYECKUM KOJUISIXK» JIOJDKEH pa3MEeIlaThbesl MOJ TEKCTOM MUChbMa M MOXET COCTOSITh U3
CIIEYIOIINUX KOMIIOHEHTOB:

* iuHas noanuck: Umst, OtuectBo, @amumnus — aiist pykooautess; Mms, OtuecTBo — 11t
PSIOBOTO COTPYIHHUKA;

* 3aHUMaeMas JJOJDKHOCTh;

* Ha3BaHue npeanpusatus: AY «HedTeroranckuii MOIUTEXHUYECKUI KOS,

* KOHTaKTBI: HOMEp TenedoHa (BHYTPCHHUMU, €CIU TEPENUCKa HJICT BHYTPH YUPESKICHUSI
MEXIYy COTPYIHUKAMHM KOJUIEAKA, WJIU BHEIIHUNA (TOPOJICKOM), €Clid Tepenucka BeAeTcs
C BHEUTHUMHU KOHTpPAreHTamu);

* KOHTaKThI: (pakc;

* KOHTAKTHI: AJICKTPOHHBIN anpec (e-mail);

* ccbuIKa Ha calT AY «HedTeroranckuii MOJUTEXHUYSCKUN KOJUICIIK.

B cnydae ecnm muceMO OTIpaBisieTCs BHEIIHEMY ajpecary, B MOJAMHCH HE CIeAyeT
YKa3bIBaTh CIY>KeOHBIN Tene(OHHBIH HOMEP, a TAKXKE a/IpeC AIEKTPOHHOM MOUTHI U caliTa KOMITAHUU
B MHTEpHETE (0€3 OKOHYAHUS «.ITU»).

B cnydae ecnu muceMo OTIpaBiseTcs 3apyOeKHOMY MapTHEpPY, HOMep TenedoHa cleayeT
YKa3bIBaTh C MEXIYHAPOIHBIM TPEHUKCOM CTPAHBI.

s pykoBoauTeneil B mablioHE AIEKTPOHHOW MOMMUCH HE MPHHITO YyKa3blBaTh HOMEDP
MobOmibHOTO Tenedona. OgHaKo, €clid PYKOBOJUTENb CUUTAET 1EIeCO00pa3HbIM OTOOPa3UTh CBOU
KOHTaKTHBIC JaHHBIE, TO HOMEpP MOOWIBHOTO TenedoHa MOXKeT OBITh TOMEIIeH B I1a0JoH
KOPIOPAaTUBHOW 3JIEKTPOHHOU MOIIHUCH.

Hamnpumep:

C yBaxenuem, liBan MIBanoBruy VIBaHOB, pyKOBOAMTENH CEKTOPA yUeTa OT/ENa YIPABICHUS
nepcoHasioM AY «HedTeroranckuil moIUTEXHUYECKHI KO

Ten.: +7(......) 262-99-01 dakc: +7(......) 262-99-01 Mo6. ten.: +7(985) 568-71-78 E-mail:
ivanovii@crimearw.ru CaifT: crimearw.ru

11.3. DTuker 00IIEHHS B COLIMATIBHBIX MEIMApECypcax.

Benenue 610roB, )KypHAJIOB, JIMYHBIX CTPAHUI] CITYXKUT HE TOJIBKO JUIS BRIPAKEHUS YaCTHOTO
MHEHHsI TpaXJaH, HO M CIOCOOCTBYeT aKTHBHOMY U 3a4acTyl0 HEKOHTPOJIHUPYEMOMY
pactpocTpaHeHHI0 WHGOPMAIMU. YUUTHIBass OOIIEJOCTYMHOCTh M TJIACHOCTh yKa3aHHBIX (OopM
001IeHNsI, COTPYAHUKHA KOJUIEKA JOJKHBI BHUMATEIHHO U OTBETCTBEHHO OTHOCHUTHCS K CBOEMY
«TOBEJICHUIO» B COLMATBHBIX MeIuapecypcax, coOmoaas B 00s3aTeIbHOM MOpSAIKe TpeOOBaHUS
JIEJIOBOW ITUKH.

3ampeTsl B MpaBuiiaX OOMICHHS B COLMATBHBIX MeAHapecypcax s COTPYAHUKOB AY
«HedTreroranckuii TOTUTEXHUISCKUN KOJUTCIK»:

*  pacmpoCTpaHSATh BHYTPHKOJIICIKHYIO MH(OPMALIUIO U CBEJIEHUS 00 yUpEeKISCHUH, IO
MOMEHTA UX O(PHIIMATIBHOTO OMyOJIUKOBAHUS;
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* KOMMEHTHPOBATh O(YHUHAIBHYIO HH(POPMALIHIO O AESTENLHOCTH KOMNAHHK Ge3 ykasauud,

_YTO 3TO ABNAETCSH YACTHBIM MHEHUEM;
+ KPHTHUKOBATH HEATEJbHOCTH KOMMAHHM H €€ COTPYRHMKOB, TAPTHEPOB M KOHKYPEHTOB,

OpraHoB rocyapCTBEHHOi BiacTu B rpyGoii n HeyBaXUTENLHOM popMme;
* NyONHKOBaTL cOOBIEHHUs], KOMMEHTAPUH, (JOTO=, BUAEO-, Ay/INOMATepHabl U rpadHuecKue

U300 paXKeHus 110 BONPOCaM, CBA3AHHBIM C HPO{ECCHOHANLHOM JEITENBHOCTRIO, 03 OhHLMANLHOTO

pa3pelleHus CBOEro HeMOCPENCTBEHHOIO PYKOBOIUTES;
* nybmukoBaTs COOOIIEHHS, KOMMEHTAPHH, (JOTO, BHACO, ayAHO, MATEPHANLI U FpadHyYecKre

u30bpaietus, OTHOCAIIMECS] K BHYTPHKOMICIKHbIM COOBITHAM, §€3 COrJacHs CBOMX KOJIer
(napTHepoB), KOTOPBIX 3T2 MH(MOPMALIUA MOMKET KACATHCA,

12. SAKJHOYHUTEJDbHBIE ITOJIOXKEHHS

12.1. B cnyuae u3MeHeHHMil 3aKOHOZATENLHBIX M HHBIX HOPMAaTHBHBIX akTOB Poccuiickoit
Depepanuy, a tTawke Ycrapa AY «HedreroraHckuil NOMATEXHHYECKHA KOMIEHN HACTOHAMIMH
JOKYMEHT, a TaK)XKe WM3MEHEHUA K HEMYy NpHMEHAIOTCA B 4YacTH, HE NpOTHBOpevalleH BHOBE
NPHHSTHIM 3aKOHOJATEBHBIM ¥ MHBIM HOPMATUBHEIM akTam Poccuiickoli Denepauun, u Yerasy AY

((HC(iJTelOI'aHCKHf:I [OJUTEX HUYECKUE KO,
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[Tpunoxxenue 1

VYTBEPXIAIO
Hupexrop AY «Hedreroranckuii
HOJIMTEXHUYECKUN KOJUIEIKY

M.B.I'pebenen
«_» 20 1.

AKT
npuemMa-tepeiadu el (J0KyMEHTOB)

N | Homep u gara nokymeHra 3aro0BOK JIOKyMeHTa (j1ema) KonuuecTBo nucToB

n/n | (MHICKC M KpailHUEe AaThl JIOKyMEHTa (J1e71a)
Jiena)

1 2 3 4

Bcero JIOKYMEHTOB (J1e1)
(KONM4ecTBO JOKyMEHTOB M (paMu U IPOITHCHIO)

[Tepenan (MOIDKHOCTD, (haMUITHSL, UMSI, OTYECTBO)
ITpunsin (TOJDKHOCTD, (haMUITHSI, UMSI, OTYECTBO)

"o 20 .
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[Ipunoxenue 2

YTBEPXIAIO
Hupexrop AY «Hedreroranckuii
NOJIMTEXHUYECKUN KOJIIEIK)

M.B.I'pebenen
« _» 20 r.

AKT

MIPOBEPKHU HAJWYUs [1€YATEN U IITAaMIIOB

Jara navana mpoepku: " " r.

[ata 3aBepiieHus NpoBepKU: " T.

Hacrosiuuii akT cocTaBieH no pe3ynbTaTaM NPOBEPKH HAIMYHUA [1€YaTel U IITaMIioB B AY

«HedTeroranckuii MONMUTEXHUIESCKUN KOJUTEIHK»

MIPOBEJCHHON B COOTBETCTBUH C ,
(HaMeHOBaHNE U PEKBU3UTHI PEIICHUS O TIPOBEICHIH IPOBEPKH)

B X0/JI€ MMPOBEPKHU YCTAHOBJICHO:

N/ Perucrpanuonssiii Homep HanmenoBanue OTMeTKa 0 HaTUYUU IIpumeuanue
nevaty (ITamira) 1o KypHaiTy nevaty (mramma) | (OTCYTCTBUM) Iedaren
ydera (mrrammoB)
1 2 3 4 5

Hacrosimuit akT cocTaBieH B ABYX K3EMIUISIPaX, UMEIOIIUX PABHYIO IOPUIUUYECKYIO CHITY.

[Ipencenarens koMuccun

(moamuce) (pacumdpoBka moanucH)
YjreHbl KOMMCCUHU
(moarmICh) (pacmmdpoBKa OAITNCH)
(moxnuce) (pacmmdpoBKa moaIMcH)
C akToM IPOBCPKU O3HAKOMIJICHBI:
(HaMMeHOBaHUE TOJDKHOCTH OTBETCTBEHHOTO JOKHOCTHOTO (moamuce) (pacmudpoBKa MOMMUCH)

JIMIA, YIIOJTHOMOYEHHOTO XPaHUTh U UCIIOJIb30BaTh OTTHCKU
reJarei v IMTaMIToB)

M.IL
" " 20 T.

Bo3zpaxxeHnus 1o akTy npoBepKu Ha " " 51. npunaratores. "' " 20 1.
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JJUCT COTJIACOBAHHA

[TonoxeHue 0 ACJIOTIPOU3BOACTBE

JIOmKHOCTE DaMunus, HHHIHAIE! Jlata ITopmucs

HavanbHuK oTAENA KaAPOBOTO, Enceena JioaMHmia
JNOKYMEHTALHOHHOTO H |25 2F LALE ﬁy/

I'eHHaReBHA
NpaBoBOro obecrneyeHus
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