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1. ©CHHOJIB3YEMBbBIE TEPMUHBI 1 COKPAILIEHUA

1.1. TepmunsI

B Tabnuue 1 npuBeneHbl TEPMUHBI U ONIpeIeTIeHUs, UcTob3yeMble B [TonoxeHu.

Tabauya 1
Tepmun OmnpenesieHue
Aemo3anonnenue ABTOMaTHYECKOE  3amojiHeHue  Ma0JoHOB  (palijloB  peKBU3UTAMU
aiinos JIOKYMEHTa, K KOTOPOMY IpUKperisieTcs (aii.
Anvoom
COOpHUK YCTAaHOBJICHHBIX K NPHUMEHEHUIO0 YHU(PHUIHMPOBAHHBIX (HopM
YHUpuUUuUposannvix

¢dopm dokymenmos

JAOKYMECHTOB C YKA3aHHUAMM I10 UX 3alIOJIHCHUIO.

bnauk ookymenma

Jluecr Oymarm  WIM  DJIEKTPOHHBIM  mAabJIOH ¢
UICHTH(QULIMPYIOIUMH aBTOpa 0(HUIHATBHOIO JOKYMEHTA.

PEKBHU3UTAMU,

Buympennuii JlokymeHnt, He BbIxomamui 3a mnpeaensl AY  «Hedreroranckuit
O0OKyMeHm MOJIMTEXHUYECKUNA KOJUICIIHK.
Bxooawuii N N N
. Hoxyment, mocrynuBmuii B AY «Hedreroranckuii monurexHUYECKUn
(nocmynuseuiuii)
KOJUTEIIK.
00KyMeHm
JIOKyMEHT WJIH COBOKYIHOCTHh JOKYMEHTOB, OTHOCSIIUXCS K OJHOMY
Heno BONPOCY WJIM YYacTKy JESTEIbHOCTH, TOMEUICHHBIX B OTICIBbHYIO
00JIOKKY.
€SI TEIbHOCTh, 00ECTIeUnBAIOIIas TOKYMEHTHPOBAHHUE, JOKYMEHTOO00pOT
[enonpouszeoocmeo A ’ M P ’ M poT,
ONEPATUBHOE XPaHEHUE U UCII0JIb30BAHNUE JOKYMEHTOB.
Tokymenm 3adukcupoBaHHas Ha HOcHTene HMH(OpPMAIMs C  PEKBU3UTAMH,
Y MO3BOJISIFOIIMMH €€ HJICHTU(UIIMPOBATS.
JoKkymenmanvholit COBOKYMHOCTb JOKYMEHTOB, OOpa3ylomuxcs B JAesTenbHocTH AY
¢ono opzanuzayuu «Hedrerorancknii TOTUTEXHUYECKHIA KOJUICIKY.
Jlokymenmupoganue 3anuck nH(pOpMAIMK HOCUTENE [0 YCTAaHOBJIEHHBIM IPAaBUJIAM.
JIBmwkeHne IOKYMEHTOB B OpraHM3allid C MOMEHTAa HMX CO3JaHUS WU
Jokymenmoobopom
MOJTYYEHUS 10 3aBEPLIEHUS HCIIOJIHEHUS WK OTIIPABKH.
Hupektop AY «HedTeroranckuii MOJUTEXHUYCCKUH KOJUICIDK», €ro
Honscnocmuoe auyo o .
3aMECTHTEIH, TIaBHBIH OyXrajaTep, pyKOBOJIUTEIH MOIPA3ICICHUI.
yonuxkam N
[ToBTOpHBIHN 3K3EMIUISIP NOUIMHHUKA JJOKYMEHTA.
00KyMenma

3asepennasn Konus

Kormms JOKYMCHTA, Ha KOTOpOﬁ B COOTBCTCTBUM C YCTAaHOBJICHHBIM
TMOPAAKOM IIPOCTABJICHBI PEKBU3UTHI, OGGCHG‘II/IBaIOHII/Ie €€ IOPUIUICCKYIO

00Kymenma
3HAYUMOCTb.
Hngpopmayuonno-
cnpasounstii Bun muceMeHHOro JTOKyMEHTa, B KOTOPOM (DUKCHPYIOT CBEICHHSA,
WHUIAHPYIOIINE YIIPABICHYECKOE PEIICHUE.
00KyMeHm pyto yip p
Hcexooawui . . .
. Od¢unmanbHplii  10KyMeHT, oTtnpaBisiemblidi u3 AY «Hedreroranckuit
(omnpaensemotii) N
MOJIUTEXHUYECKUI KO,
0OKyMeHm
Konguoenyuanvnoin | 3aduxcupoBaHHas Ha MaTepUATbHOM HOCHTENE KOH(UACHIHAIbHAS
O0OKyMeHm nHGOpMaIUs C pEKBU3UTAMHU, TIO3BOJISIOUIMMHE €€ WICHTU(UIIUPOBATh.
Konguoenyuanvnoe HestenbHoCTh,  OOecrmeuuBaiouias  Co3JaHHe  KOH(PHUIECHIUAIbHBIX
0e10npou3600cmeo O(pUIMATBHBIX TOKYMEHTOB M OpraHU3aliI0 pabOThl C HUMHU.
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Tepmun Onpenesienue
WNudopmarnus ¢ orpaHMYEHHBIM JOCTYIIOM, HE COJEpIKallas CBEICHHUH,
Konguoenyuanvnan COCTaBISIIOUIMX  TOCYJapCTBEHHYIK0  TaiHy, JOCTyl K  KOTOpPOM
uHpopmayus OTPAaHMYMBACTCA B COOTBETCTBMHM C 3aKOHOAATENBCTBOM Poccuiickon

denepannu.

Konus ookymenma

DOK3eMIUISIp JTOKYMEHTa, MOJHOCTHIO BOCIPOMU3BOISALINM HHPOPMAIHIO
MOJUTMHHUKA TOKYMEHTA.

Homenxnamypa oen

CucremMaTU3UpOBaHHBIN NEpEYEHb 3arojIOBKOB JIE€J, CO3/1aBaeMbIX B AY
«Hedreroranckuii MOMUTEXHUUSCKUNA KOJIJICIKY», C YKA3aHUEM CPOKOB HX
XpaHEHUsl.

Oobvem KomnyectBo nmokymentoB, mnoctynuBmux B AY «Hedretoranckuit

00KyMenmoobopoma NOJUTEXHUYECKUI KOJUIE/DK» M CO3JaHHBIX €10 3a ONPEACICHHBIN NEPHO.

Onucs den, CripaBOYHBIN U YYETHBIN TOKYMEHT, COAEPKAILINN CI/ICTeMaTI/ISPIpOBaHHBII;;I

doxymenmos nepeveHb eMHUI] XpaHEeHUs1/yueTa apXUBHOTO (OHAA, NpeIHa3HAUYCHHBIH
JUISL PACKPBITHSL UX COJCPXKAHUS U yUeTa.

Opzanu3ayuonno- Bun nucbMeHHOro 10KyMEeHTa, B KOTOPOM (UKCHPYIOT IIPABOBbIE OCHOBBI

npagosoil 0OKyMeHm

nesteibHOCTH AY «HedTerorancKuil MoJIMTEXHUYSCKUH KOJIIC K.

Bun noxymeHnrta, B KOTOpOM (UKCHUPYIOTCS TPEANUCAHUS ISl PEHICHUS

Opzanu3ayuonno- aMUHUCTPATUBHBIX M  OPraHMU3AalMOHHBIX  BOIPOCOB,  BOIPOCOB
pacnopaoumenvHulil yIpaBlieHUs, B3aUMOJCIHCTBUS, OOECIIEYeHUS U  PErYIMPOBAHUS
O0OKyMeHm nesrenbHocT AY «Hedreroranckuil NOMMTEXHUYECKUH KOJUIEIDK», €€
CTPYKTYPHBIX NOJIPa3/I€JICHUI U OTAEIbHBIX PAOOTHUKOB.
Oguuyuanvuoii JIOKyMEHT, CO3JaHHBIM OpraHu3auvel, AOKHOCTHBIM JIMLIOM  WJIU
00Kymenm rpaXTaHUHOM, O()OPMIICHHBIN B YCTAHOBJICHHOM TIOPSIZIKE.
Ogopmnenue dena [loaroToBka gena K nepeaaye Ha apXUBHOE XpaHEHHUE.
Odhopmnenue
[IpocraBnenne Ha JOKyMEHTE HEOOXOAUMBIX PEKBU3UTOB.
00KyMeHma
Iloonunnux . .
[lepBrlii WM €JMHCTBEHHBIN SK3EMIUIAP TOKYMEHTA.
00Kymenma

IlIpoekm ooxkymenma

[IpeaBaputenbHbIi HEMOANMUCAHHBIN
MpeiHa3HAYEHHBIN JJIs1 pACCMOTPEHMSI.

BapuaHT JOKYMCHTA,

Pekeusum
DOnemeHT 0hOpMIICHHS JOKYMEHTA.
00KyMenma
Pexeuzumut yuemnoit N .
HaGop mnosneli y4eTHO-perucTpaiioOHHON KaPTOUKH JOKYMEHTA.
Kapmouku
[TpeaycMOTpeHHOE MITATHBIM PACHMCAHUEM OPTraHH3alMOHHO-(YHKIHO-
CmpyxkmypHhoe HaJIbHOE 00pa30BaHue, CO3/IaHHOE B COOTBETCTBUH C YCTAHOBJICHHBIM B AY
noopasoenenue «HedTeroraHCKuil MOJUTEXHUUECKUN KOJUIC/DK» TOPSKOM C  IEJIBIO
peLIeHHs OTIPENIEIICHHOTO KpyTa 3a1a4
Teppumopuanvnoe
ppumop JlonoaauTeNnbHbIe 0QUCH, PUITHATIBL.
noopaszoenenue

Yuemnasn Kapmouka

VY4yeTHO-perucTpaloHHas KapTouyka JOKYMEHTa, KOTOpas 3aBOAMTCA
B «1C: JIokyMeHTO000POT 8» IJIsl KaXKJI0TO JIOKYMEHTA.

Dopmuposanue oena

I'pynnupoBKa HCHOJHEHHBIX JIOKYMEHTOB B JIEJIO B COOTBETCTBHU C
HOMEHKJIATypOH JIeJI M MX CUCTEMATU3alllsl BHYTPH JIena.

Hlabnons
00KYMEHmMO08

[[Ta6y10H y4eTHOM KapTOUYKH BMECTE C MPUCOECTUHEHHBIM K HEll 1abIoHOM
daitna. IlpencraBiser cobod  yHuduuMpoBaHHbIE (OPMBI  BHJIOB
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Tepmun Onpenesienue

JIOKyMEHTOB, TIpuMeHsieMbIX B AY «Hedreroranckuii monmuTeXHHIeCcKuid
KoJie/K». O0sI3aTeIbHbI I CTIONb30BaHMUSL.

["oTOBBIH K 3aITOJTHEHUIO (ailyl, IPUKPETUICHHBIN K YIeTHOW KapTOUKe

Hlabnonsl ghaiinos
JIOKYMEHTA, C HACTPOCHHBIM (POPMATHPOBAHHEM.

IKkcnepmusa N3yuyeHnue 1OKYMEHTOB B LIEJISIX ONPEAEIICHHUsI CPOKOB XpPaHEHHUS
yennocmu JIOKYMEHTOB U 0TOOpa UX AJIS1 XPAHEHMUs], a I10CIIe UCTEUSHHs CPOKOB
0OKYMEHMmMOo§ XPaHEHUs — HA YHUYTOXKCHHUE.
Dnekmponunasn Konus o
Konus noxymeHTa, co31aHHas B 3JIEKTPOHHOM (opme.
00KyMeHma
DJEKTPOHHBIN TOKYMEHT WM COBOKYITHOCTH 3JIEKTPOHHBIX IOKYMEHTOB H
Inekmponnoe deno METaIaHHbIX K HUM, C(POPMHUPOBAHHBIE B COOTBETCTBUU C HOMEHKJIATYPOit
Jell.
Inexmponisii JlokymeHT, nH(popMaIus KOTOPOTro MpeCTaBIeHa MIEKTPOHHOH hopme
00KyMeHm ’ '
Inexmponrbi JoxymeHnToo60poT ¢ ucnonb3oBanueM «1C: JIokyMeHTO000pOT 8.
00KYMEHmMO0b0pom

SHGKTPOHHB.SI Koy GYMB_)KHOFO AOKYMCHTA, IMOJIYUYCHHAA ITYTEM

Onexkmponnwtii 0opaz
CKaHUPOBAHUS M 3aBEJICHHAS B CUCTEMY 3JIEKTPOHHOTO

00KyMenma
JIOKYyMEHT0000poTa.
HOpuouueckasn N N
SHAYUMOCTD CBOICTBO TOKYMEHTOB BBICTYIIATh B KAYE€CTBE IMOATBEPKACHUS JIEIIOBON
JEeSITeIbHOCTH JINOO COOBITHI JIMYHOTO XapaKTepa.
00KyMenma
HOpuouueckas cuna N
CBoi1CTBO O(UIMATBHOTO JOKYMEHTA BBI3BIBATH MIPABOBBIC IMOCIICICTBUSL.
00KyMeHma

1.2. Cokpamenust
B tabnure 2 npuBeneHbl COKpalleH s, HCTIob3yeMble B [looxeHun.
Tabnuya 2

Coxpanienue Onpenesenue

Cuctema 31eKTPOHHOTO JJOKYMEHT0000pOoTa (CHCTeMa yIpaBIeHUs
«1C: JIOKYMEHTamHM ), o0ecrieurBaromnas coop JOKyMEHTOB (BKITIOUCHHE
Jlokymenmoo6opom 8» | NOKyMEHTOB B CHCTEMY), UX 00pabOTKY, yrpaBlieHHE JOKYMEHTaMH U
noctyn K HuM Ha 6ase «1C: JJokyMeHT0060pOT 8».

Pa3znen «HopmaTtuBHO-cnipaBouHast unpopmanus» B «1C:

HCH JlokymeHTO000pOT 8%»

CIT «AEJIO» Cucrema aBTOMAaTH3alMU  JCJIONPOM3BOJACTBA U BJIEKTPOHHOIO
nokymeHToobopora "Jlemo", mpumeHsemass Ha TEPPUTOPHM XaHTHI-
MaHcuiickoro aBTOHOMHOro okpyra — FOrpet

Opzanuzayusn AY «HedreroraHckuit MOMUTEXHUYECKUNA KOJIIEIK

JICc Jj1s cmykeOHOTO0 1MOTh30BaHUS

1.3. Posin y4aCTHHKOB MPOIECCOB PadOTHI ¢ TOKYMEHTAMH
B Tabnuue 3 npuBeneHsl COKpalieHus, uCroiab3yemMbie B [lonoxenun.

Tabnuya 3
Coxkpanienue OmnpenesieHue
Cekpemapuo- PaGotHuk (rpymnmna pabOTHUKOB), OTBETCTBEHHBIN 3a paboTy ¢
0enonpou3eooumelty nokymeHTamMu B AY «HedTeroranckuii MoTUTEXHUUECKUN KOJIICIK.
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Coxpauenue Onpeaenenue
Texnonos OTBeTCTBEHHBIH 32 HaCTPOUKY crnipaBounnkoB HCHU, hopmupoBanue
11a0JIOHOB MPOLIECCOB M IOKYMEHTOB.

2. OBJACTb IPUMEHEHUSA

2.1. Tlonoxenue o npenomnpousBojacTBe (nanee — [lonoxkeHwe) ycTaHABIMBACT CIUHBIC
IpaBuia paboThl C JOKYMEHTaMH, BKIIIOYasi UX HOATOTOBKY, O(hOpMIIeHHE, pETUCTPALIHIO, IOPSIIOK U
KOHTPOJIb HUCTIOJIHEHUS, XpaHEHHE, a TaKkKe MOPSIAOK JTOKYyMEHTOOOOpOTa B aBTOHOMHOM
yUpeKAeHNH NpodeccuoHaIbHOro 00pa3oBaHus XaHTbl-MaHCHIICKOro aBTOHOMHOT0 OKpyra-kOrpsl
«Hedreroranckuii MoJIMTEXHUUECKUN KOJUTEK» (nanee - Komnemxk).

2.2. IlonoxeHue pa3pabOTaHO B COOTBETCTBHMM C HOPMATUBHBIMH U METOAMYECKUMHU
JOKYMEHTaMH B 00J1aCTH JEJIOMPOU3BOICTBA H ApPXUBHOTO JIejIa:

2.2.1. IlepevyeHb THUIIOBBIX YIPABIECHUYECKUX APXHUBHBIX JIOKYMEHTOB, 00pa3ymooluXxcs B
IIpOLIECCE MAEATEIbHOCTH TOCYAApCTBEHHBIX OpPraHOB, OpPraHOB MECTHOI'O CaMOYIpPAaBJICHUS
U OpraHu3alMid, ¢ YyKa3aHHeM CpPOKOB XpaHEHHWs, YTBEp)KICHHbIM mpukazom PocapxuBa ot
20.12.2019 Ne 236 (3apeructpupoBano B Muntocte Poccuu 06.02.2020 Ne 57449),

2.2.2. IlpaBuna JenonpousBOACTBA B TOCYJapCTBEHHBIX OpraHax, OpraHaXx MECTHOIO
caMOYITIpaBJIEHHUs, YTBEPKICHHbIE pUKa3oM DeepanbHOro apXuBHOro areHTcTBa ot 22.05.2019 Ne
71 (3apeructpupoBanbsl B Muntocte Poccun 27.12.2019 Ne 57023),

2.2.3. VWHCTpyKIHS TIO JEJIOTPOM3BOJICTBY B TOCYJApCTBEHHBIX OpraHax XaHTbI-
MaHcuiickoro aBTOHOMHOTO 0Kpyra — FOTpsl ¥ HCITOJIHUTENBHBIX OpraHax roCcyAapCTBEHHON BIaCTH
XaHTeI-MaHcuiicKoro aBTOHOMHOT0 okpyra — FOrpsl, yTBep:kieHHas noctaHoBiaeHrueM [ 'yOepHaTtopa
XaHTel-MaHcuiickoro aBToHoMHoOro okpyra — Orpsr ot 30.12.2012 Ne 176,

2.2.4. Tlpuka3z ®DenepanmpHoro apxuBHoro arenrctBa orT 31.07.2023 r. Ne 77 «O6
YTBEPKACHUM TPABUJI OPraHU3allMd XPAaHEHUs, KOMIUIEKTOBAaHUS, Y4€Ta M HCIOJb30BAHUSA
nokyMeHTOB ApxuBHoro ¢onaa Poccuiickoii @enepanuu M ApYyrux apXUBHBIX JOKYMEHTOB B
OpraHax TOCYJapCTBEHHOM BJIACTH, OpraHax MECTHOTO CaMOYIIPaBJICHHMsS W OpraHU3aLusax»,
3aperucTpupoBaHHbIl MuHuCTEpCTBOM 1ocTHIMM Poccuiickoil (denepanun perucTpanruoHHbIN
Ne 75119 ot 06.09.2023;

2.2.5. TOCT P UCO 15489-1-2019 Cuctema cTaHIapTOB 110 HHPOPMAITHH, OHOTHOTEIHOMY
U U3JaTEIbCKOMY JeNy. YTpaBieHue JokyMeHTamMu. [loHaTnsa n npuHounsl,

2.2.6. TOCT P 50922-2006. 3ammura nadopmarnui. OCHOBHBIE TEPMUHBI M ONIPEICTICHHUS,

2.2.7. TOCTP 7.0.8-2013. Jleonpon3BOACTBO 1 apXUBHOE J1eJ10. TepMHHBI U OTIIpeieNIeH s,

2.2.8. TOCT P 7.0.97-2016. HarmonaneHslid cTanmapt Poccuiickoit @eneparnuu. Cucrema
CTaHJApTOB MO HWH(poOpMaNUK, OUOIMOTEUHOMY M H3JaTeNbcKoMy Jaeny. OpraHu3anuoHHO-
pacnopsauTenbHas JOKyMeHTauusa. TpeboBaHus K OGOPMIICHHIO JIOKYMEHTOB U JIpyrHe
HOPMAaTUBHBIE aKThl 1 METOAMUYECKHUE JOKYMEHTHI.

2.2.9. Meroanueckue pexomernmaruu no npumeHerno ['OCT P 7.0.97-2016 «Cucrema
CTaHJApTOB MO HUH(poOpMaNUK, OUOIMOTEYHOMY M H3JaTeNbcKoMy Jaeny. OpraHu3anuoHHO-
pacnopsauTenbHas JOKyMeHTauusa. TpeboBaHus K OGOPMIIEHHIO JIOKYMEHTOB U JIpyrue
HOpPMAaTHBHBIEC aKThl U MeTon4eckue JoKkyMeHTo» (Pocapxus, BHUMN/IA/L, 2018 rox).

2.2.10. [TpumepHas HHCTPYKIHSI TIO IETOTPOM3BOJICTBY B TOCYAAPCTBEHHBIX OpPTraHU3aINsX,
yTBEpKACHHAs Tpuka3oM DenepabHOTo apxuBHOro areHTcTBa oT 11.04.2018 Ne 44.

2.3. Tlonoxxenue pa3pabOTaHO B COOTBETCTBHU C BHYTPCHHHMH JOKyMeHTamMu AY
«HedTeroranckuii  MOTUTEXHUUYECKUM  KOJUIEIDK», PETVIAMEHTUPYIOUIMMH  JIEATEIBHOCTh  T10
JOKYMEHTAI[MOHHOMY 00€CIIeUeHHIO YIPABICHUSA:
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2.3.1. nmoxymenranueii k «1C: JJokymeHTOO00POT 8»;

2.3.2. BHYTPEHHUMH JIOKaJbHBIMH HOpMaTHBHbIMH akTamu AY «Hedreroranckuit
MOJIMTEXHUYECKUN KOJLIEIK.

24. TpeboBanus IlomoxkeHUsT pacpOCTPAHSIOTCS Ha BCE JOKYMEHTHI C YY4ETOM
O0COOCHHOCTEH, MAEMCTBYIOUMX TpU paboTe ¢ JAOKYMEHTaMH, COJEpXKAIIUMH CIIy>KEOHYIO
UH(OPMAIIHIO OTPAaHUYEHHOTO PACTIPOCTPAHEHUSI.

2.5. TpeboBanus IlonoxkeHuss NMPUMEHSAIOTCS K OyXTalTepCKOW, KaJpOBOH W JIpyroi
CIEIUAILHON JOKYMEHTAIlMd B YacTH OONIMX NPHUHIUIIOB PabOThI C JMTOKYMEHTAMH, a TaKkKe
MOJTOTOBKU JJOKYMEHTOB K Tepejiaue Ha apXUBHOE XpaHEHHE.

2.6.  Tumbl JOKyMEHTOB, HOPSIOK O(POPMIICHHS KOTOPBHIX HE OTOBAPHBAETCS HACTOSIIIIUM
[TonoxxenueM, oQOPMIIIOTCSI B COOTBETCTBHH C MpaBWiIaMH (MHCTPYKLUUSIMH, MOPAIKOM U T.1.),
YTBEPKICHHBIMH HOPMAaTUBHBIMU IIPABOBBIMM akTaMu Poccuiickorn denepannuy Wi aBTOHOMHOTO
OKpYyTa JUIsl JaHHOTO TUIIA JOKYMEHTOB, ¢ yuyeToM TpedoBanuii OCT P 7.0.97-2016.

2.7. Tlopsmok paboTsl ¢ OOpalieHUsIMH TpaKAaH, OObEAUHEHHUI TPaKIAaH, B TOM YHCIE
FOPUIMYECKUX JIULL, OCYIIECTBIIAECTCS B COOTBETCTBUU ¢ DenepanbHbIM 3akOHOM OT 2 Mast 2006 r. Ne
59-®3 «O nopsiake paccMOTpeHust oOpalieHnid rpaxaan Poccuiickoit Deneparum.

2.8.  Cobmonenue TpedboBanuii [lomosxkeHus: odecrieunBaeT:

2.8.1. IOpHIMYECKYI0 CHJIY BHYTPEHHHUX M HCXOMSIIMX OQHUIMATBHBIX JOKYMEHTOB,
CBOEBPEMEHHOE UX UCTIOJHEHHE U OTIePATUBHBIN MOUCK,

2.8.2. cBOEBpEMEHHOE UCTIOJTHEHUE BXOISIIUX TOKYMEHTOB M X OIEPATHBHBIN MTOHCK.

2.9.  Jlenomnpou3BOACTBO U JOKYMEHTO000poT B AY «Hedretoranckuii monuTex HIUeCKuit
KOJUTeIK» BeeTcs cTporo B cpeacTBax «1C: JlokymMeHToo00poT 8.

2.10. Opranuzanus BeA€HUS ACTOMPOM3BOACTBA, METOAUYECKAs] MOMOIIL CTPYKTYPHBIM
Mo/pa3/ieNieHusiIM B TIpolieccax padoThl ¢ JOKYMEHTaMHU W KOHTPOJIb COONIOACHUSI TpeOOBaHMIA
[Tonoxkenus B AY «Hedreroranckuii NOTUTEXHUYECKUH KOJUIEK» BO3JaraeTcss Ha OTAEN
KaJIpOBOTO, IOKYMEHTAIIMOHHOTO U TIpaBoBoro odecreueHus (mpanee — OKJullO).

2.11. TIlepenaua nokymeHToB AY «HedretoraHckuii MOTUTEXHUYECKUN KOJUIEIK», HX
KOMUI TPEThUM JIMIAM, PETYIUPYETCS 3aKOHOIATENIbHbIMU akTaMu Poccuiickoin denepanuu u
OpTraHU3aIMOHHO-PACTIOPSAUTENFHBIME JJOKyMeHTaMu AY «He]Teroranckuili MmonuTeXHUYeCKun
KOJUIEIK.

2.12. OTBETCTBEHHOCTH 32 OPTaHU3AIINIO AETOMPOU3BOICTBA, COOTIOICHIE YCTAHOBIEHHBIX
mpaBua  pabOTBHl € JIOKYMEHTaMH B CTPYKTYPHBIX TOJpa3JeCHUSIX BO3JIaraeTcsi Ha UX
PYKOBOJIUTEIIEH.

2.13. PyKoOBOIHUTENb CTPYKTYPHOTO TOJpA3ACICHUS ONpEIeisieT U3 Yncia TOTIYHHCHHBIX
pabOTHUKOB OTBETCTBEHHOTO 32 BeJIEHUE JIEIONMPOU3BOICTBA, KOTOPHIH B «1C: JlokyMeHTOOO0pOT 8»
obecrieunBaeT ydeT W TMPOXOKICHHE JIOKYMEHTOB B YCTAHOBJIEHHBIE CPOKH, WH(OpMHUpYET
PYKOBOJUTENSA CTPYKTYPHOTO MOAPA3ACIECHUS O COCTOSSHUM UX BBITIOJIHEHUS, COCTaBISIET U BEIET
HOMEHKJIATYpYy J1e] MOApa3/IeIeHHUS.

2.14. Tlpu yxome B OTMYCK, B CIydyae YBOJIbHEHHS WM TIEpEMEIICHHUs MO0 CiIyx0e
COTPpYAHHUKH OOSI3aHBI TIEpEIaTh HAXOIANIUECS Y HUX JOKYMEHTHI COTPYJIHUKY, OTBETCTBEHHOMY 3a
JIEJIOTIPOU3BOJICTBO CTPYKTYPHOTO TOJpa3/IeJeHusl, WU APYrOMY COTPYAHHKY MO YKa3aHUIO
PYKOBOJUTES MOIpa3iesieHuUsI.

2.15. Tlepenava TOKyMEHTOB U JIeJ]I OCYIIECTBISIETCS MO aKTy, YTBEPKIAEMOMY TUPEKTOPOM
Koyeka (mpunoxenue 1).
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3. OCOBEHHOCTMU 2JIEKTPOHHOI'O JOKYMEHTOOBOPOTA

3.1. Pabora B cHCTeME OJIGKTPOHHOTO JIOKyMeHTOooOOpoTa Ha ©Oaze «I1C:
JIOKyMEHTOOO0pOT 8».

3.1.1. Opranuzanms BeneT Kak 3JICKTPOHHBIH, TaK U OyMaXkHbIH 10KyMeHT0000poT. Cpoku
XPaHEHHUs HJIEKTPOHHBIX U OyMaXKHbIX JOKYMEHTOB UJCHTUYHBI.

3.1.2. DnexTpoHHBIE JOKYMEHTHI CO3Jal0Tcsi, oOpabarbiBaroTcst W xpausatcs B «lC:
JIoKyMeHTO000pOT 8» 10 O0IIMM IIpaBUiIaM JEJ0NPOU3BOICTBA, YCTAHOBIEHHBIM IIOJIOXKEHHUEM.

3.1.3. JlokymenTsl, co3naBaeMbie B AY «HedTeroraHckuil MOJMTEXHHYECKUN KOJIISIK» U
noctynaromme B AY «HedreroraHckuii MOJUTEXHUYECKUN KOJUIECDK» Ha OyMa)KHOM HOCHTEIE,
Bkimovyaoress B «1C:  JlokymeHTOOOOpOT 8» TyTeM CKaHHpOBaHHs. OIEKTPOHHBIE 0Opa3bl
JOKYMEHTOB MOJJIeXaT Bepudukauuu (MOATBEP)KACHUE COOTBETCTBHS 3JIEKTPOHHOTO o00pasa
JIOKyMEHTa TMOJJIMHHUKY  JOKyMeHTa). Bepudukanms  ocymectBusercs — «Cekperapem-
JeTI0TIPOU3BOAUTEIIEM .

3.1.4. TlpucBoeHHE PETUCTPAIMOHHBIX HOMEPOB BXOASAIINM, BHYTPEHHHM M HCXOISIIAM
nokymeHTam ocyuiectisercs B «1C: JlokymeHToo00poT 8» «CekpeTapeM-1e10IpOr3BOIUTEIEM»
(uckmoYeHne — MHPOPMALMOHHO-CIIPABOYHBIC JOKYMEHTBI M TEXHHUYECKas TOKYMEHTALUsS; ITUM
JIOKYMEHTaM PErMCTPALliOHHbIE HOMEPA PUCBAMBAIOTCS aBTOPAMH )™,

3.1.5. [eiictBusi, Bemonasembie B «l1C: JlokymeHTOOOOpPOT 8» NpHUPaBHUBAIOTCS K
aHAJIOTMYHBIMU JIEHCTBHSIM, COBEPIIAEMbIM B paMKaX OyMa)kKHOTO JOKYMEHTOO0OpOTa.

3.1.6. B oTamenpHBIX ciydasx Ui JIOTIOJHHUTEIBHOTO TOATBEPXKIEHHUS IMOTMHHOCTH
AJIEKTPOHHBIX JOKYMEHTOB B AY «Hedretoranckuii NOMMTEXHUYECKUNA KOJUIGIK» HCIIONIb3YIOTCS
ANEeKTpoHHbIe ToanucH. [lepeyeHb NOKYMEHTOB, TPEOYIOUIMX OMOJIHUTEIBHOIO MOATBEPIKICHUS
MOJUIMHHOCTH, YTBEP)KJAEeTCs COOTBETCTBYIOLIMM IpHKa3zoM aupektopa AY «Hedreroranckuit
MHOJIUTEXHUYECKUN KOJIIEIK)).

3.1.7. Ilpu nomy4eHHUHU >IEKTPOHHBIX JOKYMEHTOB, OAMUCAHHBIX AIEKTPOHHON MOANKCHIO,
OT OpraHoB BJACTH, HAJ30pPHBIX OpPraHOB WJIM Jpyrux opraHuzamuii  «Cekperapb-
JIeNONMPOU3BOIUTENb)» IPOBEPSAET TIOITMHHOCTH YIEKTPOHHOM MOMICHZ,

3.1.8. Egununneit ydera JIOKYMEHTa SIBJIAETCS 3JIEKTPOHHBIN JIOKYMEHT,
3apeructpupoBaHHbiii B «1C: JlokymeHTO000pOT 8». JIOKYMEHT, MMEIOUMI NpUIIOKEHUs,
pEerucTpupyercs Kak OJuH JOKYMEHT.

3.1.9. Cucremarun3anus B Jiej1a UCIIOTHEHHBIX AIEKTPOHHBIX JTOKYMEHTOB, UMEIOIINX aHAJIOT
Ha OyMaXHOM HOCHUTENE, OCYIIECTBISETCS B COOTBETCTBMM C HOMEHKIATypo nen AY
«HedTreroranckuii MOMTUTEXHUYECKUHM KOJUIEDK» IyTEM MPOCTABICHUS COOTBETCTBYIOIIUX OTMETOK
B YUETHOW KapTOYKE JOKYMEHTA.

3.1.10. Cucremaruzaiusi B JieJla MCIIOJHEHHBIX JIEKTPOHHBIX JOKYMEHTOB, HE HMMEIOIINX
aHasiora Ha OyMa>XHOM HOCHTeEJE, HE TPONU3BOAUTCS.

3.1.11. DnexTpoHHble OKyMeHTH XpaHsrcs B «1C:J/lokymeHTOOO0poTe 8» IOCTOSHHO.
Heo6xoauMocTh yaneHus 3JIeKTPOHHBIX T0KyMEHTOB u3 «1C:JlokyMeHTO000pOTa 8 OnpenenseTcs
B XO/JI€ IPOBEACHUS €KETOAHON IKCIIEPTU3HI LIECHHOCTH IOKYMEHTOB.

! CobOmoenue 5T0oro Tpe6oBaHys JOCTHIAeTCs IlyTeM HACTPOMKH IIPpaB JOCTYINA HA PETUCTPALUIO OPraHU3allHOHHO-TIPa-
BOBOI1, OpraHU3alMOHHO-PACIIOPSINTENBHOMN, pErIaMEHTHON U IOTOBOPHOM TOKYMEHTALIUH.

2 TlopsAIOK MCIONB30BAHKS U IIPOBEPKHU 2JIEKTPOHHON HOMKICH OHpeAeIeTCs JOKyMEeHTallell K TOMy TeXHHIECKOMY
pemennto, kotopoe npumeHsieTcst B AY «HedTeroraHCKuii MONUTEXHAYECKAN KOJUIEIK.
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3.1.12. loxymentsl B AY «HedTeroraHckuii MOJMTEXHUYSCKUN KOJUICIK» TOTOBSATCS C
MOMOIIBIO0 TPOTPaMMHBIX cpencTB Microsoft Office ¢ mcmonp3oBaHMEM 3JIEKTPOHHBIX MIAOJIOHOB
OJIAaHKOB JTOKYMEHTOB, pa3MmenieHHbIX B «1C:JlokymeHToob0pote 8». [l co3maHuss OCHOBHOTO
TeKCTa JOKYMEHTA JIOJDKEH MCIIOIh30BaThCsl TEKCTOBBIN pepakTop Microsoft Office Word.

3.2.  Pabora B cucreMe 3IeKTPOHHOTO ToKyMeHToo0opoTa «IEJIO».

3.2.1. octaBka ¥ OTIpaBKa JOKYMEHTOB YyYaCTHHKOB CHCTEMBI DJIEKTPOHHOTO
nokymeHToobopota (COJ1) XanTel-MaHCHICKOTO aBTOHOMHOTO OKpyra — KOrpel ocymiecTBisieTcs
nocpenctsoM COJ1 «AEJIO».

3.2.2. DJEKTPOHHBIN TOKYMEHTOOOOPOT MKy ydacTHUKamu COJl aBTOHOMHOTO OKpyra
OCYIECTBIISICTCS TIOCPEACTBOM OOMEHA AIIEKTPOHHBIMU PErHCTPALMOHHBIMU KapTo4yKaMHu (1ajiee -
OPK), 3apeructpupoBanusiMu B CO/JI.

3.2.3. DNEeKTpOHHBIA JTOKYMEHTOOOOPOT MEXKIy OpraHaMH TOCYJapCTBEHHON BJIACTH
ABTOHOMHOTO OKpyra, B TOM YHCJE BBIIIECTOSAINIEH OpraHusalueii, opraHamMd MECTHOIO
CaMOYTIpaBJICHUs] MYHHIMNAIBHBIX 00pa30BaHUl aBTOHOMHOTO OKpYyra, TOCyIapCTBEHHBIMU
YUPEXKIEHUSMH, TIOJIBEOMCTBEHHBIMH OpraHaM T'OCYJapCTBEHHOH BJIacTH aBTOHOMHOTO OKpyra u
KOJJISIDKEM,  OCYIIECTBISIETCS  IOCPEACTBOM  B3aUMOJICHCTBHS ~ CHCTEM  DJIEKTPOHHOTO
JIOKYMEHTOO00POTa C UCIOJIb30BAaHUEM CHCTEMBI 3JIEKTPOHHOT0 B3aumozeictus (COB).

3.24. B »ieKTpOHHOM JOKYMEHT000OpoTe Mexnay ydactHukamu COJI co3marorcs u
UCIIONIB3YIOTCSl 3JICKTPOHHBIE JTOKYMEHTBI, MMOAMUCAHHBIE 3JIEKTPOHHON MOANUCHI0. DIIEKTPOHHBIH
JOKYMEHT, TMOJIMUCAHHBIA 3JEKTPOHHOH NOAMHCHI0, OQGOpMIIIETCS TO OOIMM TpaBUIaM
JIEIIONPOU3BOJICTBA U IOJKEH UMETh PEKBU3HUTHI, YCTAHOBIEHHBIC /U aHAJIOTHYHOTO JOKYMEHTa Ha
OyMa)KHOM HOCHUTEIIE, 32 UCKIIFOUEHUEM OTTHCKA TIEYaTH.

3.2.5. DAEKTpPOHHBIA JOKYMEHT, TMOJNHCAHHBIA KBaTU(PUIIMPOBAHHOW SIEKTPOHHOU
TIOJIIMCHIO, TPHUPABHUBAETCS K IOKYMEHTY, TIOAIMMCAHHOMY COOCTBEHHOPYYHO, H HIMEET OJTHHAKOBYIO
C HUM IOPUJIMYECKYIO CUITY PH 3JIEKTPOHHOM JIOKYMEHTO000poTe MexXay ydacTHukamu COJ1.

3.2.6. Tlpu pabote B COJ] ucnonb3yroTcs cieayrone Gopmarsl GailiioB: s 2IEKTPOHHBIX
nokymeHtoB - Open Document, PDF/A-1, anst anekTpoHHBIX 00pa30B qokyMeHTOB - PDF, a takxke
UHBIE (OPMATHI, IPEABAPUTEIHHO COTJIacCOBaHHBIE yaacTHUKamMu CO/.

3.2.7. JloxymeHTHI, coaepxaiine HHGOPMAIUI0 OTPAHUYEHHOTO JOCTYIa, B TOM YHUCIE C
noMmeTkon «Jlng ciyxeOHOro monb3oBaHUs», peructpupytorcss B COJl 6e3 BIOXKEHHS TEKcTa
JIOKYMEHTa WJIM €ro AJIEeKTPOHHOTro oOpa3a. Ha3zBaHue Takux JTOKYMEHTOB HE JIOJDKHO PacCKphIBAThH
MIOJTHOTO COZIEP)KaHUs IOKYMEHTA.

3.2.8. He nanpasmstorcs mo COJ] TOKyMEHTHI, TPOLTUTHIE U 3aBEPEHHBIE MEYaThI0, a TAKKE
JIOKYMEHTBI, IMEIOIINE TTPUIIOKEHNUS, TpeBbIatonue Gopmar gucta 6ymaru A4, oobem 6omee 200
JMCTOB UM (paiiiibl TOKYMEHTOB pa3MepoM Ooiiee 15 mMerabaidr.

3.2.9. Pabora B CDJ] ocHOBBIBaeTCS Ha TMPUHIIUIIE OJHOKPATHOTO BBOAA MH(OPMAIMU B
CHCTEMY U MHOTOKPAaTHOTO €€ MCIIOJIb30BaHMS.

[loBTOpHOW perucTpanmuu HE TMOJICKAT MPABOBBIE AaKThl aBTOHOMHOTO  OKpPYTa,
3apeructpupoBanHbie B COJ] ofHUM U3 e YYaCTHHKOB, a TAK)Ke JOKYMEHTBI, 3apETUCTPHUPOBAHHBIC
VYrpaBieHneM JOKYMEHTAllMOHHOTO oOecriedeHuss W HarpaBieHHble ydacTHHUKY COJ] B BuIe
nopydeHuil ¢ pesomonusamu ['ybepHaropa aBTOHOMHOTO OKpyra, 3amectuteneil ['ybepHaropa
ABTOHOMHOTO OKpYTa, a TaKXKe JTOKyMEHTHI, 3aperucTpupoBannbie B COJl oHUM U3 ee y4aCTHUKOB
U HanpasJieHHbIE ApyruM ydacTHUKam CO/I.

3.2.10. JloxymeHThI, HampaBjeHHbIE OT oaHoro ydactHuka CDJl apyroMmy y4yacTHUKY,
nocrynatoT B manky "llocrynuBmme". JloKyMeHTBI, HampaBieHHble mnocpeactsom COB
BBILIECTOSAILEH opranu3anueit nocrynatot B nanky "[1IT COB".
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3.2.11. IlpoBepka Hamuuus HOBeIX DPK B mamnke "IlocTynuBiime", 3JIeKTPOHHBIX COOOIIEHUI
B manke «[IIT COB» ocymecTBusiercs B Hawane pabodero aHsS, B TedueHue paboduero mHsA (c
HHTepBajoM He Oosiee 30 MUHYT) M B KOHIIE paOOYero JHs.

3.2.12. lokymeHTsl, 3apeructpupoBanibie B COJ/] 1 10 CMBICITY B3aMMOCBSI3aHHBIC MEXTY
€000, TaK)Ke JOJKHBI OBITh cBsizaHbl B CO/I.

3.2.13. Peructpauuss nokymentoB B CDJ]  ocymectBusercs co3manuem OJPK ¢
MPUKPEIJICHUEM 3JIEKTPOHHBIX 00pa30B TOKYMEHTOB, IIOJyYEHHBIX MyTeM cKaHUpoBaHUs. Kaxkbii
Gaiin >IeKTPOHHOTO TOKYMeHTa, mpukperyieHnblid k OPK, moanuceiBaercs kBanuduuupoBaHHOH
3JIEKTPOHHOW MNOANUCHIO ¢ noMomblo COJ[ wiM MHOro cpeacTBa 3JEKTPOHHOW MOIINUCH NpPU
HEBO3MOXKHOCTH ucnop3oBanust COJI. B aTom ciiydae 3jIeKTpOHHASI OJIUCH CO3JaeTCs OTIAEIBHO
OT MOJANKCHIBaeMOro (aiia, MoANUChIBaeMbIi (a1 MPU 3TOM U3MEHEHHUIO HE MOAJICHKHUT.

3.2.14.B wmomeHT mnonamucaHus monb3oBareneM CDJ]  ANEKTPOHHBIX JOKYMEHTOB
ANEKTPOHHOW MOJNHUCHIO CEPTHU(PHUKAT KII0Ya MPOBEPKU SJICKTPOHHOW MOJMUCU JOJKEH OBITh
JEACTBUTEIbHBIM.

3.2.15. Peructpaiius UCXOASIIEro JOKYMEHTa, TOJITOTOBICHHOTO B PE3yJIbTaTe BHIMOIHEHUS
nopyueHusi (pesoironuu), ocyuiectsisercs nyrem co3fganus HoBod OPK B OPK Bxopsiero
(moctynuBiiero) nokymenta. [lpu atom HoBas u noctynusmas IPK momxHb! Ob1Th cBsizanbl B CO/I.

3.2.16. OTnpaBka SJEKTPOHHBIX OOPa30B JOKYMEHTOB M DSIEKTPOHHBIX JOKYMEHTOB

nocpeactBoM COJl ocyIiecTBIsETCs] COTNIACHO JaHHBIM CIIPABOYHHUKOB, coaepxkamuxcs B CO/I, B
COCTaB KOTOPBIX BXOJAT:

- CIPAaBOYHHUK TojpasaeneHnid ydactHUKoB COJI, kotopsiii Beaetcs omneparopom COJl B
COOTBETCTBHUH C MPEICTABIEHHBIMU ydyacTHUKaMu COJl naHHBIMU;

- CIPaBOYHMKHU OpraHU3allMil M TpaxiaH, KOTOpble BEAYTCS OTBETCTBEHHBIMU JIMI[AMU
yuacTHUKOB CO/I.

4. MIPABUJIA JEJOIMPOU3BOACTBA

4.1. O61mue TpeGoBaHus K MOATOTOBKE M 0OPMJICHHIO JOKYMEHTOB.

ITpu pa3zpaboTke TOKYMEHTA HCIIOB3YIOTCSA CTUIIM (POPMATUPOBAHMS (TTapaMeTphbl CTPAHHIIbI,
MHTEPBaJIbl, OTCTYIbI U WIPUQPTHI), HACTPOCHHbIE ISl MIa0JIOHOB (paiiyioB, BKIOUEHHBIX B «1C:
JIOKyMEHTO000POT 8.

4.2. OgopmiieHHE PEKBU3UTOB J0KYMEHTOB.

Cpenu pEeKBU3UTOB JOKYMEHTOB pa3JIM4alOT IOCTOSHHBbIE (PEeKBU3UTHI OJaHKa) U
nepeMeHHbIe, 0pOpMIIIeMbIe HEMTOCPEICTBEHHO TPH IMTOATOTOBKE IOKYMEHTOB.

[lepedyeHb NOCTOSHHBIX PEKBU3UTOB U MpaBUiIa X 0pOpMIICHHUS IPUBEICHBI B TabIuIe 4.

Tabnuya 4

PexkBH3NT Onucanne U NpaBuJia oGpopMJIeHHS PEKBH3UTA
BocnpousBoastcs Ha Onanke c¢ coOmonenueM Tpeboanuii 4. 4 'K PO.
N300paxeHne 3MOIEMbl MOMEIIAeTCs MOCepeIMHe BEPXHEro mois OiaHka
JOKYMEHTa HaJ pPEKBH3MTAMH OpraHW3allid - aBTOpa JOKyMEHTa, Ha
paccrossHuu 10 MM OT BEpXHEro Kpas JucTa. B OnaHkax ¢ YrjaoBbIM
pacmojoKeHHEM  PEKBH3UTOB  HM300paskeHHE OSMOJEMBl  IOMEINaeTcs
1ocepeinHe BEPXHETo MOJIs 30HBl, 3aHATON peKBU3UTaMU OJIaHKa.
[TpocraBisror mo OOmepoccuiickoMy Kitaccu(uKaTopy yrpaBIeHUECKON
nokymentarmn  (OKYJ) B Tex cioydasx, €CId  HCHOJB3YIOTCS
yHAGUIIPOBaHHBIE (GOPMBI TOKYMEHTOB, BKIFoueHHbIe B OKY /]

1. Dmbnema
opeanu3ayuu Ul
moeapHlil 3HAK

2. Koo ¢popmur
0O0KymeHnma

Crtpannma 10 u3 82



HEDTEIOT AHCKWIA
NOAUTEXHUMECKUIA
KOAA

g

PexBu3urt

Onncanue M NpaBuJia 0popmMJaeHHs] pEKBU3HTA

3. Haumenosanue
opeanuzayuu

VYka3pIBaeTcsi  HaMMEHOBAaHHE  OpPraHM3allMK, 3aKpeIUIeCHHOE B  €¢
YUPEIUTEIbHBIX JOKyMeHTaX. COKpalleHHOe HAUMEHOBAHUE, €CIH OHO
3aKpEIICHO YUPEIUTEIbHBIMHU JOKYMEHTaAMH, MIOMEIIACTCsl HUXKE TOJTHOTO B
CKOOKax

4. Haumenoganue
O00JICHOCIU TUUA —
aemopa 00OKymeHma

BrutrrodaeTcst B TOIHKHOCTHOM OJIaHK CTPOYHBIMU OyKBaMU HYDKE Ha3BaHUS AY
«Hedreroranckuii TOTUTEXHUICSCKHIA KOJUTCIEK»

5. Cnpagounvie
oanmnvle 00
opzanuzayuu

VYka3pIBaroTcs B OJaHKAX NMUCEM U BKJIIOYAIOT:

MOYTOBBIN a/Ipec OpraHU3aIHH;

HOMep TenedoHa, (akca, aapec IEKTPOHHON MOYTHI, CETEBOI ajpec;

Koj opranuzauuu no OduiepoccuiickoMy Kiaccu(pUKaTopy NMpeanpUsITHNA U
opranuzanuii (OKIIO);

OCHOBHOM TOCYJapCTBEHHBIM pPETrUCTPALMOHHBIM HOMEp OpraHu3aluy
(OI'PH);
UIEHTU(PUKAIMOHHBIN HOMEp HaJIOTOIlIaTeNbIINKa/KO IIPUYUHBI

noctaHoBKY Ha Hanorossii yuet (MHH/KIIIT).
[ToutoBbIH asipec yka3biBaeTcsi B cOOTBETCTBUM ¢ [IpaBuiiaMu okazaHus yciuyr
ITOYTOBOM CBA3H.

6. Haumenoeanue
6uoa 0oKymenma

Vka3bIBaeTcCs Ha BCEX AOKYMCHTAX, 3@ UCKJIIFOUYCHUCM JCJIOBBIX (CJ'Iy>K€6HI>IX)
muceM. Pacnonaraercs oA pCKBHU3UTOM aBTOpa JOKYMCHTaA (HaHMeHOBaHI/IeM
opr aHI/I3aI_II/II/I) U 1nCeHYaTacTCs HPOIHMCHBIMU 6YKBaMI/I. HaunmenoBanue BHUJa
JOKYMCHTA JOIYCKACTCA MUCATh CJIMTHO WJIM BPA3pPAAKY.

7. Mecmo
cocmaenenus uil
u3zoanus
00KyMeHnma

VYka3bIBaeTcsi BO BCEX JIOKYMEHTaX, KPOME JEJIOBBIX (CIyKeOHBIX) MHCeM, a
TaKkKe JOKJIAIHBIX, CIYXKEOHbIX 3alMMCOK W JPYTUX BHYTPEHHHX
MH(GOPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB. MecTo cocTaBieHHs (M3IaHU)
JIOKYMEHTa YyKa3bIBa€TCA B COOTBETCTBUU C MPUHSATHIM aIMUHHCTPATHBHO-
TEPPUTOPHUAIIBHBIM JIEJICHUEM.

Pacnonaraercs HuKe JaThl M pETHCTPALIMOHHOIO HOMEpA JIOKYMEHTA.

HepequL INEPEMCHHBIX PCKBU3UTOB U IIpaBUJIa UX O(bOpMJ'ICHI/ISI IMPUBCJICHLI B Ta6J'II/IHe 5.

Tabnuya 5

PexBu3ur

Onucanne u NpaBuJia opopMJIeHHS] PeKBH3UTA

1. lama
00KyMenma

Jata JOKyMeHTa COOTBETCTBYEeT Jare MoAnucaHusi (yTBEp KIEHUS)
JOKyMeHTa (IpuKa3, paclopsbKeHue, MUChbMO) WM JaTre  CcoObITus,
3a(pMKCUPOBAHHOTO B JOKYMEHTE (ITPOTOKOI).

JlaTa aKTa MOXET SIBISATHCS:

- J1aroil COOBITHS, €clau akT (PUKCHPYEeT OJHOMOMEHTHO COBEpIIaeMoe
neicTBre (HampuMep, Tepeaqy MaTepraIbHBIX IICHHOCTEH);

- IaTOM MOJMMCAHUS JOKYMEHTA, €CIIU COOBITHE OBIJIO PACTIHYTO BO BpEMEHU
(Hampumep, TpOBEpKa), a TEKCT aKTa ObLI MPHHAT Ha 3aKIFOYUTEIHHOM
3acellaHuM KOMHCCcHU. B 3TOM ciyuae mepuon HMpoOBEpKH YKas3bIBAaeTCs B
TEKCTE aKTa.

Jlata ToKyMeHTa 3alUChIBAETCs B IOCIEA0BATEIbHOCTH: IEHb MECSIIIA, MECLI,
TOJT OTHUM M3 JIBYX CIIOCOOOB:

apaOckumu mudpamu, pasneneHubiMu Toukoit: 05.06.2016;
CJI0BECHO-IIM(POBBIM crioco00M, Hampumep: S utons 2016 r.
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IIpu ccepiike B TEKCTe Ha Kakoi-mHOO JOKYMEHT nata oQopMIseTCs
ciemyromuMm oopazom: [Ipukas ot 12.03.2013 Ne 14

2.
Pezucmpayuonnutii
HOMep 0OKymenma

CoctonT W3 MOPSAKOBOTO HOMEpPA, KOTOPBIH MOXKET OBITh JOIOJHEH
MHJIEKCOM JieJa 110 HOMEHKJIaType JIel.

Omnpenensercs: HacTpoiikol Hymepatopa B pazzaene HCH.

Ji ipuKa3oB, TUCeM U UH(OPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB BEJIETCS
CKBO3Hasi HyMepalys B Ipefieax KaJleHIapHOro rojia OTAEIbHO Ul KaX0r0
BHUJA JOKyMeHTa. /[ TOKyMEHTOB MO y4eOHOH AESITETbHOCTH BO3MOYKHO
BEJICHHE CKBO3HOI HyMEpaluy B Ipejesiax y4eOHoro roja.

3. Ccblika Ha
pecucmpayuoHHblil
HOoMmep u oamy
00Kymenma

Hcnone3yeTcs TOIBKO B T€X JOKYMEHTaX, KOTOPBIE SBISIOTCS OTBETAMU Ha
WHULMATUBHBIM  JOKyMeHT. CBeleHUs B PEKBU3UT IEPEHOCATCS C
MOCTYIUBILEr0 JTOKYMEHTa aBTOMATHYECKH IIPU OTBETE HA MHUIUATHUBHBIN
nokyMeHT cpeactBamu «1C:JlokymeHT0000pOTa 8%.
Hannaue sToro PEKBU3UTA UCKIHOYACT HCO6XOI[I/IMOCTB YIIOMHUHAHWA HOMEPA
1 OaThbl NOCTYNIUBIICTO JOKYMECHTA B TCKCTC IMMCbMaA

4. Aopecam

B kauectBe azpecata MOryT BBICTYNATh OPIraHU3ALMU, UX CTPYKTYpHBIE
MOJpa3eNIeH s, JOLKHOCTHBIE WM (PU3NYECKUe JINIA.
PexBu3uT «agpecaT» npocTaBiseTcs B IpaBO BEpXHEH YacTH JOKyMeHTa (Ha
OnmaHKe ¢ YIJOBBIM pPAacIOJIOKEHHEM pPEKBH3HTOB) WIIM CIIpaBa IOJ
pexBu3nuTaMu OaHka (IpH MPOI0JIEHOM PaCIIONIOKEHHH PEKBU3UTOB OJIaHKa).
CTpokM peKBHM3MTa «ajapecar» BBIPABHUBAIOTCA MO JIEBOMY Kpari WIH
LEHTPUPYIOTCS OTHOCUTEIBHO CaMOM JUIMHHOM CTPOKH.
[Tpu anpecoBannym JOKYMEHTa PYKOBOJUTEIIO (3aMECTUTEIIO PYKOBOIUTEIIS)
OpraHM3alid HAaWMEHOBAHHME JIOJDKHOCTH PYKOBOIUTENS (3aMECTUTEIS
PYKOBOAMTENS), BKIIOYAIONIEe HAMMEHOBAaHUE OpraHM3aiuu, (Qamuims,
MHULMAJBI TOJKHOCTHOTO JIMIA, YKA3bIBAIOTCS B IATEILHOM Ma/IeKe.
Hupexropy BHUNIA /]
Kynsesy H.H.
[Ipn agpecoBaHMM NHCbMa B OPraHU3aLMIO YKa3bIBa€TCA €€ IMOJHOE WU
COKpallleHHOE HAUMEHOBaHUE
MUHHCTEPCTBO CEBCKOTO X0351CTBa
Poccuiickoit ®eneparu
WIH
Muncenbxo3 Poccun

[Tpu anpecoBaHnu JOKyMEHTa B CTPYKTYPHOE MOApa3ZesieHHe OpraHu3anuu
B PEKBHM3UTE «aJpecaTy» HAMMEHOBAHME OpraHU3alMH YKa3blBaeTcs B
MMEHUTEIbHOM  TaJeXke, HIKE —  HAaUMEHOBaHHE  CTPYKTYPHOIO
noJipa3iesieHusl.

CnencTBeHHBIN KOMUTET

Poccuiickoit ®enepanuu

YnpaBneHue KOHTPOIS

3a CJIEZICTBEHHBIMHU OpraHaMH

IIpn anmpecoBaHnM nUCbMa PYKOBOJUTENIO CTPYKTYPHOTO NOJPA3ACICHUS
HAaUMEHOBAHNE OPIaHM3ALNN YKA3bIBAETCS B UMEHUTEIBHOM IaJEXKe, HIKE —
B JATEJIbHOM TMaJie)Ke - HAWMEHOBAHME JOJHKHOCTH PYKOBOJUTES,
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BKJIIOYAIOII[ee HAMMEHOBAaHUE CTPYKTYPHOTO NOJIpa3feneHus, QaMuins,
WHULMAIIBL.
MunucrepcTBo ¢uHaHCOB Poccuiickoit
®denepannu
Hupexropy [enaprameHTa ynpaBlieHHs
JieaMu
U KOHTPOJIs
AcanacbeBy A.A.

IIpy angpecoBaHUM IHCbMa CIELMAIUCTY YKa3blBACTCA B HMEHHUTEIBLHOM
najie’xe HAaMMEHOBAHKME OPraHU3aluu, HUKE — HAMMEHOBAaHUE CTPYKTYPHOTO
NOJpA3AeleHusl, 3aTeM B JATEIbHOM IaJeKe HAMMEHOBAaHUE IOJLKHOCTH
CIeLHaINCTa U — HUKE — (aMUIIUS, MHULUAIIBI.
Mmuncensxo3 Poccun
AJMUHUCTPAaTUBHBIN AEIAPTAMEHT
I'maBHOMY cienManucTy
HBanosoii A.B.

[Ipu paccbulke MOKyMEHTa TpyIIe OpraHW3alMi OJHOTO THIA WIA B
CTPYKTYpHBIE TOJpa3AeieHUs] OJHON OpraHU3alUM aapecaT YKa3bIBAeTCs
0000111eHHO.
PykoBonuTensim o0pazoBaTesIbHbBIX
YUpEKICHUIN

IIpu paccbulke IOKYMEHTa HE BCEM OpraHM3alUsIM WIH CTPYKTYpPHBIM
HOZIpa3/IeIeHHsIM I10]] PEKBU3UTOM «ajjpecary B CKOOKax yKasbIBaeTcs: «(110
CITUCKY)».

B onHOM OKyMeHTe He TOJKHO OBITH O0JIee YeThIpeX apecaToB.

CnoBo «Komus» mnepex BTOpPBIM, TPETbUM, YETBEPTHIM aJpecaTaMy He
yKa3bIBaeTCsl.

B cocras PEKBHU3UTA «agpeCaT» MOXKET BXOAUTDH MOYTOBBII aJpec. DIeMEHTHI
IMOYTOBOI'0 aapecCa YKa3bIBAOTCA B IOCJIICAOBATCIIbHOCTH, YCTaHOBHeHHOﬁ
HpaBI/IJ'IaMI/I OKa3aHus yCiIyr IIOYTOBOH CBS3H.

Bcepoccuiickuii Hay4HO-
HACCIEA0BATEIHLCKIH
WHCTHTYT JIOKYMEHTOBEICHHUS u

apXMBHOTO Jeia
[Ipodcoroznas ym., a. 82, Mocksa,
117393

[Ipu agpecoBaHuM JOKyMEHTa (U3NYECKOMY JIMILY YKa3bIBAIOTCS: (haMHIIus,
WHUIIMAJIBI, TTIOYTOBBIN aJipec.

Npanosy N.IL

yn. CaznoBas, 1. 5, kB. 12,

r. JltoOGeprbr, MockoBckasi 0011.,

301264
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[Tpu oTnpaBKe NMHChMa 1O AJIEKTPOHHOM MOYTE WIIH IO (DaKCUMHIILHOU CBSI3U
(6e3 mOCHUIKM TIO TI0YTE) TOYTOBBIM ajapec He YyKasbiBaercsa. Ilpu
HEOOXOJUMOCTH MOXKET OBITh yKa3aH »JJEKTPOHHBIA anpec (HOMeEp
tenedona/pakca).
Bcepoccuiickuii HAy4HO-
HCCIEA0BaTEIbCKUI
UHCTUTYT JOKYMECHTOBEICHHSI u
apxuBHOTO Jesa mail@vniidad.ru

B pexBusuTe «agpecar» AOMyCKaeTcs ymoTpeOnsaTh 00O3HAYCHHE «T-HY»
(rocTIOIMHY) WK «T-3Ke» (TOCTIOKE).

r-1y Kosnosy B.A.

r-e Ceposoit 10./1.

B PCKBU3UTEC «agpecaT) MHUIHAJIbI BCCr/Id CTABATCS IOCJIC q)aMI/IJ'H/II/I.

5. I'pug
ymeepycoeHus
00Kymenma

I'pud yrBepxaeHus npocTaBiIseTcs Ha JOKYMEHTE B CIIy4ae €ro yTBEep:KICHUS
AOJKHOCTHBIM JIMIIOM, PACIIOPAAWUTCIbHBIM JOKYMEHTOM (HOCTaHOBJICHI/ICM,
pelIeHrEM, NPHUKA30M, PACHOPSKEHHEM) WM PEIICHHEM KOJUIErMaIbHOIO
oprasa.

I'pud yrBepkaeHus pa3meliaeTcs B MPaBOM BEPXHEM YNy MEPBOTO JIMCTA
nokymeHTa. CTpOKU pEeKBU3UTA BEIPAaBHUBAIOTCS 110 JIEBOMY WIIM LIEHTPYIOTCS
OTHOCHUTEJILHO CAMOM JUIMHHOM CTPOKHU.

IIpy HanuuuM 1IBYX MM HECKOIBKHX TI'pUGOB YTBEPXKAECHUS OHU MOTYT
pacroyiaraTteCsi CIpaBa ¥ cjleBa OT HAaUMEHOBAHMS BHAA JIOKYMEHTa,
pa3MeIaeMoro Mo LUeHTpy.

IIpu yTBepkIeHUM ITOKYMEHTa JOJDKHOCTHBIM JIMIIOM Ipud yTBEpP)KICHUS
cocroutr u3 cinosa «YTBEPXJIAIO» (mpomucHbiMM — OykBammu),
HaMMEHOBAHUS JOJKHOCTH JIMLA, YTBEP>KJAIOIIEr0 JOKYMEHT, €ro MOAINCH,
VHUIMAJIOB, GaMUINU U AAaThl YTBEP)KICHUSL.

YTBEPXIAIO
Hupexrop BHUNBK

[Moanuce A.IL. Tletpos
06.11.2024

[Ipy yTBepkaE€HWH NTOKYMEHTa pACIOPATUTEILHBIM JIOKYMEHTOM TpH}
yrBepkaeHus  Bkimodaer cnoBo  YTBEPXJIEH  (YTBEPXIEHA,
YTBEPXJIEHBI unu YTBEPXEHO), cornacoBanHoe ¢
HAaMMEHOBAHMEM BHUJA YTBEPKAAEMOI0 JOKYMEHTA.

PernamenTt YTBEPXIEH
[IpaBuna YTBEPXIEHBI
Uncrpykuus YTBEPXJIEHA

I'pud yTBepkaeHUs BKIIIOYAET TAK)Ke HAMMEHOBAHHE PACIOPSAUTEIHLHOTO
JOKYMEHTa B TBOPUTEIBLHOM IAJEKE, €r0 JaTy U HOMED.
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PernmamenT VTBEPXJIEH
npukazom BHUNJIAJL
ot 06.05.2024 Ne 125

I[Ipu yTBepKICHUU JOKYMEHTA KOJIIETHAIBHBIM OPTaHOM, PEILICHUS] KOTOPOTo
¢ukcupyroTcs B TPOTOKONE, B TpuUde YTBEPKICHUS YKa3bIBAETCS
HaVMEHOBAaHUE OpraHa, pelIeHHeM KOTOPOro yTBEp)KICH IOKYyMEHT, JaTa U
HOMEDp IPOTOKOJIA (B CKOOKax).

[Tonoxxenue YTBEPXJIEHO
pelieHreM o01ero coopanus
akroHepoB [TAO «Coepbank»
(mpotokoin ot 06.05.2024 Ne 12)

6. Pezonrouus

Pezomronust opopmisiercst Ha cBOOOIHOM MecTe pabouero mosisi J10KyMeHTa,
Ha OJaHKe pPE30JMIONUMH WIH BHOCHTCS HENOCPEACTBEHHO B CHCTEMY
AIIEKTPOHHOTO JOKYMEHTOOOOPOTa JOJDKHOCTHBIM JIMLIOM B KapTOYKY
JOKYMEHTa Ha 3aKIajKy «Pezomonus».

Pesonronnst BkIOYaeT (aMuIInIO, WHHUIUAIBI HCIIOJIHUTENS, COJepiKaHHe
HOPYUYCHHUS, CPOK HCIOJIHEHMs, MOANUCH JIMIA BBIHECIIETO DPEe3OJIOLUI0 U
J1aTy, HalIpUMeD:

Urymuosy U.N.

[Ipoury noaroToBUTH IIaH

MEPOIPUATHI

Cpox — 15.06.2024

[Hoanucs

Jlata
Ha noxymenTax, He TpeOyIOIIMX JOMOJHUTEIBHBIX YKa3aHUHN 10 UCTIOTHEHUIO
U HMEIOLUX THUIOBbIE CPOKM MCIIOJHEHHUS, B PE3OJIOLUU YKa3bIBAETCS
UCIIOJIHUTENb, MOAMNKUCH aBTOPA PE30IIOLUH, JaTa.
[Ipu yka3aHUM HECKOJBKUX WCHOJHUTENEH (aMHIUS OTBETCTBEHHOTO
WCIIOJTHUTENS YKa3bIBA€TCS NEPBOM, MITU MOAYEPKUBACTCS.

7. 3a20/1060K K
mekcmy

CocraBmsiercs K JII000MY JOKYMEHTY U OTPa)kaeT KPaTKOe COJIepKAaHNUE.
3aroyoBOK K TEKCTy opmyupyercs ¢ nmpeaiorom «O» («O06») u oTBeyaeT Ha
BOIPOC «O YeM?»:

npuka3 (0 uem?) 0 IPeMHUPOBAHUN PAOOTHUKOB OPTaHHU3AIIHH;

npuka3 (o uem?) 00 yTBepkaeHnr NHCTPYKIIUH 110 AETOTPOU3BOJICTBY;
nucpMo (0 yem?) o mperocTaBieHul HHopMaLun

3aroJ0BOK JIOJIKEH COCTOSITh U3 OJTHOU (hpasbl.

3aroJoBOK K TEKCTy O(GOpPMIISIETCS IMOJI PEKBU3MTAMH OJIaHKa OT TPAHHUIIBI
JIeBOTO MoJisi. B pemienusix, mprukasax U Ipyrux TOKYMEHTax ¢ MPOAOIbHBIM
pAacIoioKEHHEM PEKBU3HTOB 3ar0jIOBOK K TEKCTY MOXKET O0(OPMIIATHCS HAJI
TEKCTOM TOcepeinHe paboyero mois JOKyMEHTa U [EHTPUPYeTCs.
3arojoBKH, COCTOSIIME W3 HECKOJIBKUX CTPOK, I€YaTaloT dYepe3 OAWH
MEXXCTPOUYHBIA MHTEPBAJ. B KOHIIE 3aroioBKa TOUKa HE CTaBUTCS.

3aroJ0BKH HE 3aKJIIOYAIOTCS B KABBIYKH U HE TOAYEPKUBAIOTCS. Bo3MOXKHO MX
BBIJICJIEHHUE MTOTYKUPHBIM IIPUPTOM.
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3aroJoBOK K TEKCTY MOXET HE COCTABIIATBHCS, €CIM TEKCT JOKyMEHTa He
npeBbIaeT 4-5 CTPOK.

8. Ommemka o
KoHmpo.ne

[IpocraBisiercs B KapTouyke JOKyMeHTa. B OymaxkHoMm dopmate —
MMPOCTABJIACTCA IITAMIIOM «KOHTpOJ'IL» Ha BEPXHEM 110JIC JOKYMCHTA.

9. Texcm
00Kymenma

TekcT 1oKyMeHTa JJOJKeH ObITh KPaTKUM, YETKUM U HE J0IYCKaTh Pa3IMUHBIX
TOJKOBaHUH.

TekcT nenuTcs Ha CMBICIIOBBIE YacTU: BBEIEHHUE (KOHCTAaTHUPYHOIAs 4acTb,
u3Jararomas OCHOBAaHHME /JIsi COCTaBJICHHUS [TOKYMEHTa), OCHOBHAs YacTb
(moka3aTenbCTBO) U 3aKITIOYEHUE.

Berynnienune mnpeamonaraer BBeIEHHME B TEMY W COIEpXKaHHE TEKCTa,
NpeJCTaBJICHUE MaTepuala, IIOCTAaHOBKY MpobOiembl. B 3Toif wactu
YKa3bIBalOTCS OCHOBAHUS WM IPUYHMHBI COCTaBICHUS JOKYMEHTA.

B oCHOBHOW wYacTH coaepKUTCs KiroueBass HH(pOpMAIUs: H3JIararoTcs
peleHusl, paclopsKEeHNUs, IPEI0KEHHsI, MHEHUSI, BBIBOJIbI, TPOCKObI. BaxkHo
BbIJIEP’KaTh COOTHOIIEHHE OOLIMX M YaCTHBIX BONPOCOB, (PAKTUYECKUX U
cTaTucTuiyeckux cpeneHuidl. CopepkaHue OCHOBHOM YacTH MOKET BKIIFOYAThH
CBEJ/IEHUsI, HA OCHOBAaHMM KOTOPBIX IPUHUMAIOTCS PEIICHUs], 3/1€Ch K€ MOXKET
OBITH MTPE/ICTABJICH aHAJIM3 U OLIEHKA CHTYaIUH.

B 3akiroueHue moaBOAUTCS UTOT, (HOPMYITUPYIOTCS BBIBOJBI, CyMMHUPYETCS
CKa3aHHOE.

Ecnu TekcT HOKyMEHTa COCTOMT M3 OJHOM (pa3bl, TO B MEPBOH €€ 4acTH
YKa3bIBA€TCsl OCHOBAaHHME WM IPUYUHA COCTABIICHUS JOKYMEHTA, BO BTOPOH —
pelieHue, pacopsKeHue, Mpockoa.

Ecnmu ke conepxkaHue [OKyMEHTa HE HYXKJIAeTcs B IOSICHEHUH W
000CHOBAaHUH, TEKCT MOKET COJIEPXKATh OJJHY 3aKITIOUUTEIbHYIO YaCTh.

B Texcre 1okymMeHTa, OArOTOBIEHHOM Ha OCHOBAaHUH 3aKOHOAATEIbHBIX WIN
WMHBIX HOPMATHUBHBIX NPABOBBIX aKTOB, paHEE M3JaHHBIX PACMOPSIUTEIHHBIX
JOKYMEHTOB, YKa3bIBa€TCs HaUMEHOBaHHME BHUJA JIOKYMEHTa M 3arojOBOK K
TEKCTY, a TAKXKE UX PEKBU3UTHI:

— HaMMEHOBAaHME OpraHM3allUM - aBTOpa JOKYMEHTa, JaTa JOKYMEHTa,
pPErUCTpalMOHHBIM HOMEP JOKYMEHTA, 3ar0J0BOK K TEKCTY;

— HAMMEHOBAaHWE OPraHM3aAlMU WIH JIOJDKHOCTHOTO JIMIA, YTBEPAMBILIETO
JOKYMEHT, JaTa yTBEPKACHUS JOKYMEHTA.

TekcT mOKyMeHTa MOXET COAEp)KaTh pPa3lenbl, MOAPa3AEibl, ITyHKTHI,
MOJIMYHKTBI, HyMepyemble apaOckumu Imppamu. YpoBHEH pyOpuxanun
TEKCTa He JI0JKHO OBITh Ooee YeThIpex.

B Tekcrax 1OKyMEHTOB ynoTpeOsIoTCs TOJBKO OOIENPUHSATHIE TEPMHHBI, a
Takxe ab0OpeBHaTypbl U rpaduuecKrue COKpaIeHuUs.

ITpu noaroroBke TEKCTa JOKYMEHTA ClIeAyeT coOMI01aTh IPAaBUIa HATUCAHUS
o(uIMaTbHBIX HAUMEHOBAHUM, YUCIUTENbHBIX U €IUHUL] U3MEPEHUSI.

[Ipu ynorpebienun B TekcTe paMMWIMN ML MHULUAIB! YKa3bIBAOTCS MOCTE
dbamunuu.

10. Ommemka o
Hanuuuu
RPUIOIHCEHUA

CroBo «IIpunoxxenue» Bcerna ynorpeoiisieTcsi B €IMHCTBEHHOM YHCIIE.

B compoBoguTeNbHBIX NMHUCBMAaxX M JAPYTUX HHPOPMALMOHHO-CHPABOYHBIX
JTOKYMEHTaX OTMETKa O MPUIIOKEHUH 0(POPMIISIETCS IOJT TEKCTOM OT TPAHHUIIBI
JICBOTO TIOJIS CIEAYIOMINM 00pa3oMm:
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— €CIIM MIPUJIOKEHNE HAa3BAHO B TEKCTE:
[Tpunoxenue: Ha 2 1. B 1 3K3.

- €CIIY MIPUWJIOKEHUE HE HA3BaHO B TEKCTE, WIN NPUII0KEHUH HECKOJIBKO!
[Tpunoxenue: 1. ITonoxxenue 06 YnpaBieHUN peruoHaIbHOIO KPEAUTOBAHUS
Ha 5 1. B 1 oK3.
2. CpaBka 0 KaJIpOBOM COCTaBe YIpaBlIeHUs PETHOHAIBLHOIO
KpeAUTOBaHUs Ha 2 JI. B 1 3K3.

- ©CJIM TIPWIIOKCHUS COPOIIIIOPOBAHBI:
[Tpunoxenue: oruer 0 HUP B 2 3Kk3.

- eClIM JOKYMEHT, SBISIIOIIMNICA NPUIOKEHHEM, HMEET NPUIOKEHHE C

CaMOCTOSITEJIBHON HyMEpalUel CTPaHuULL:

[Tpunosxxenue: nucbmo Pocapxua ot 05.06.2018 Ne 02-6/172 n npunoxeHus
K HEMY, BCEero Ha 5 JL.

— €CIM TPUJIOKEHUEM SBISIETCSI 000COOJICHHBIA 3JIEKTPOHHBIA HOCHUTEIH
(KOMITaKT-TUCK, usb-Quien-HaKomUTelNb U JIp.):
[Tpunoxenue: CD B 1 3k3.

B pacnopsautenbHbIX JOKyMEHTaxX (IIOCTAHOBIIEHUSX, PEIICHUSX, IIPUKa3ax,
pacnopsiKEeHUsX), JO0roBOpax, MOJOKEHUSAX, NpPaBUIAX, HUHCTPYKLUAX U
JIPYruX JOKYMEHTaX OTMETKAa O HPHJIOKEHUH odopmiseTcs CcleryroIuMm
obpazom:
— B TEKCTE JJOKYMEHTa B KOHIIE ITyHKTa, B KOTOPOM YIIOMHHAETCSI JIOKyMEHT-
NpUIOKEHHUE, B CKOOKax ykasblBaeTcs: (mpuioxenue 1) wmu (mpunoxxerue Ne
1).
Ha nepBom nucre IOKyMEHTa-TPWIOKEHHs B IPAaBOM BEPXHEM YIIIy
yKa3bIBaeTCs:

[Ipunoxxenune Ne 2

K npukazy ®I'bY

HUU «Bocxon»

ot 15.08.2024 Ne 112

CTpokn peKBH3WTAa BHIPAaBHHUBAIOTCSA IO JICBOMY Kpai0 WIH LEHTPYIOTCS
OTHOCHUTENFHO CAMOW JTMHHOW CTPOKH.

Ecnmu mnpuwiokeHMEM K paclopsIuTelIbHOMY JOKYMEHTY  SIBISIETCS
HOPMATHBHBIM MPABOBOM aKT WM MHOW JOKYMEHT, YTBEP)K/IaeMbIi JaHHBIM
paclopsiAMTENbHBIM ~ JOKYMEHTOM, Ha TI€pBOM JIUCTE MPHUIOKEHUS
MPOCTABIISIETCA OTMETKA O NPUIIOKEHUH (0€3 CChUIKM Ha PacTopsIUTEIbHbII
JOKYMEHT) M Tpu( yTBEpKICHHsS, B KOTOPOM YKa3bIBalOTCA JaHHbIE
paclopsiANTENbHOIO  JOKYMEHTa, KOTOPBIM  YTBEPXKAEH  JIOKYMEHT-
MPUIIOKEHHE.

[Tpunosxenue 1

YTBEPXIAEHO
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npukazom OI'BY HUU
«Bocxom»
ot 18.05.2024 Ne 65

[TpunoxkeHne sBISIETCS HEOTHEMJIEMOM YacThIO YTBEPIKAAIOIIET0 €ro
PacHoOpsSIAUTENFHOTO JOKYMEHTA.

11. IToonuco

[Moanuch BKIIOYAET: HAUMEHOBAHUE JIOJDKHOCTH JIMIA, TOAMUCHIBAIOIICTO
JOKYMEHT, €ro COOCTBEHHOPYYHYIO TMOJAIMUCh, PACIIU(PPOBKY MOIIHCH
(vHUIMATBL, paMUITHS).

I'enepanbHbI TUPEKTOP Toonuce ILIL ITeTpos

Ecnu noxkymeHT odopmiieH Ha OjaHKe OpraHM3ally, B HaUMEHOBAaHHU
AOJKHOCTH HAMMEHOBAHHUC OpTaHU3allui HE YKA3bIBACTCH.

Ecnu nokymeHTt odopmiieH He Ha OjaHKe, B HaMMEHOBAaHHUE JIOJKHOCTU
BKJIFOYACTCs HAUMEHOBAHNUEC OpraHu3alium:

['enepanbHblil nUpEKTOP
AO «MHTenuHBeCT» Ioonuce ILIL ITeTpos

HpI/I O(i)OpMJ'IeHI/II/I JOKYMCHTA Ha OnaHKe JOJIZKHOCTHOI'O JIMIa JOJIPKHOCTb
OTOr0 JiMla B IOAIMNCH HC YKAa3bIBACTCs
Ha BHYTPCHHUX JOKYMCHTAX HA3BAHUC OpraHU3allMi HC YKA3bIBACTCH.

[Ipn mnoanmucaHMyM AOKYMEHTa HECKOJBKHUMH JIOJDKHOCTHBIMHM JIMI[AMH,
3aHUMAIOLMMU Pa3HOE MOJO0KEHUE, UX MOAMNUCH PACIOAratoTcs OJHa MOoJ
JIpYroil B MOCIEAOBATEIbHOCTH, COOTBETCTBYIOIIEH MEpapXuu 3aHUMAEMBbIX
JOJDKHOCTEH:

I'enepanbHbIl TUPEKTOP Ioonucw ILII ITeTpos

I'maBHbI OyxranTep Toonucw A.H. TutoBa

[Tpu moanucanny TOKyMEHTa HECKOJIBKUMH JIUIIAMH PABHBIX JOJDKHOCTEH X
TOAIUCH PACIIONIaraloTCs Ha OJJHOM ypPOBHE:

3am. nupekTopa 3am. TupeKTopa

10 (PMHAHCOBBIM BOIIPOCAM 10 a/IMUHUCTPATUBHBIM
BOIIPOCaM

Ioonucsy A.IL. TletpoB Iloonucs E.A. Mapmenanos

B AOKYMCHTAax, COCTAaBJICHHBIX KOMHCCHCﬁ, B MMOAIMNCH YKa3bIBACTCA CTATYC
JiMa B COCTaBEC KOMUCCHU:

[Ipencenarens komuccuu Iloonucs ILIL ITeTpos

YieHbI KOMUCCHH: Toonuce M.M. Mummnna
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Tloonucs A.E. Tlonropamnkas

I[OKYMCHT MOJKET OBITh IOAIMNCaH TOJIBKO TEM JIMIIOM, JOJIZKHOCTh 1 (1)aMI/IJ'II/I$I
KOTOpPOI'0 yKa3aHa Ha JOKYMCHTC. HOI[HI/IcaHI/IC JAOKYMEHTA APYI'MM JIMIIOM C
IMPOCTaBJICHUEM KOCOH YEPThI WJIN HAAIIMUCU «3a» HEAOITYCTUMO.

IIpu moanucaHuy TOKyMEHTa JIMLOM, UMEIOIIUM IpaBO MOJIHMCH B Clydae
BPEMEHHOI'O OTCYTCTBUSl PYKOBOJUTENS, HCIPABICHHUS B HANMEHOBaHHE
JOJDKHOCTH W pacmmdpoBky (aMwimm  yxe MOArOTOBICHHOTO H
COIIACOBAaHHOTO TNPOEKTa JOKYMEHTa BHOCATCS OT PYKH WIH C
MCIIOJIb30BAaHUEM COOTBETCTBYIOIIUX IITAMIIOB.

Ecin pa6OTHI/IK OpraHusanuvu MMpUKa3oM Ha3HA4YCH HUCIIOJIHAIITUM
00513aHHOCTH PYKOBOIHTEINSI, HOAMHUCH OHOPMIISIETCS CIeIyIonM 00pa3oM:

HN.o. reHepaibHOr0 TUPEKTOpa Ioonuce C.H. ApGy30B
WU

Hcnonustonuii 0053aHHOCTH
TeHEpaJIbHOTO INPEKTOpa Tloonuce C.H. ApOy30B

[Ipu odopmiieHnn MOANMCH HAWMEHOBAHHWE JOJDKHOCTH HAYMHAETCS OT
JICBOTO TIOJIs1, & TOCIeIHsAs OyKBa (haMUIINK OKa3bIBACTCSl Ha TPAHMIIC TIPABOTO
OJIA.

Ilpy HanmUuuM HECKONBKHWX MOJMNHWCEH MO TPaHUIE MPABOTO MOJA
pacrojaraeTcsl camasi JUIMHHAs (aMuIns, a OCTajlbHbIC BBIPABHUBAIOTCS I10
HHHIIHAJIaM.

Honyckaetcs LIEHTPUPOBATH HanuMEHOBaHHE JIOJDKHOCTH JIm1Ia,
MOJAMKUCABIIETO JOKYMEHT, OTHOCUTEIBHO CaAMOM JUITMHHON CTPOKH.

[Ipy HauMEHOBAaHMU JOJKHOCTH, 3aHUMAIOIEM HECKOJBKO  CTpOK,
pacmmdpoBKa MOANKUCH TIEYATACTCS HA YPOBHE HUKHEH CTPOKH.

12. Ommemka 06
9J1eKIMPOHHOI
noonucu

Hcnonp3yeTcst npu BU3yaln3aluy 3JIEKTPOHHOTO JOKYMEHTA, MOIMHUCAHHOTO
AIIEKTPOHHOH MOAIHUCHIO.

OtMmeTka 00 3JEKTPOHHOM MOANUCH BKIIIOYAET:

¢bpasy «loKyMeHT MOAMUCAH AIIEKTPOHHOH MOITHCHION;

HOMEp cepTU(HKATA KIH0Ua dJICKTPOHHOU MOAIHUCH;

bamumio, UMs1, OTYECTBO BIIAJIENbIIa cCepTU(UKATA;

CPOK JeHCTBHsI cepTrdHKaTa KIIF0Ya JIEKTPOHHOM TTOIITHCH.

Mpumep —

Ombne- AOKYMEHT NOANUCAH
ma BNEKTPOHHOW NOANMUCHIO

HaumeHosaHue opraxa
anacm H.H. Hukanaes
AOMXHOCTH Coprwdwxar 1a11122a000000000011

Bnageney Hwxonaes Huconai Hukonaesmy
Neacraurenes ¢ 01.12.2012 no 01.12.2017
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OTtMmeTka 00 DJIGKTPOHHOH TMOANMCH MOXET BKIIOYATh H300paKEHHE
SMOJIEMBI, TOBapHOTO 3HakKa (3HaKa OOCIYy)KWBAaHWs) OpPTaHHU3AINHA B
COOTBETCTBHUH C JICUCTBYIOIIUM 3aKOHO/IaTEIILCTBOM.

OtmeTKa 00 JEKTPOHHON TIOIUCH, KaK MPaBUIIO0, OQOPMIISETCS TS
JIOKYMEHTOB, MOJIMTMCAaHHBIX YCUJIEHHOM AJIEKTPOHHOU MOMHUCHIO.

[Ipu BHyTpeHHEM OoOMEHE JOKyMEHTaMU U MpU OOMEHE C OpraHU3alUsIMHU
MapTHEPAMH, €CJIM 3TO MPEIyCMOTPEHO COTJIAIIEHMEM MEXIy CTOpPOHaMH,
OpraHM3alMd MOTYT HCIOJIb30BaTh YCUJICHHbIE HEKBAJIH(PHUIMPOBAHHBIE U
HpOCTBIe SHGKTpOHHBIC IIOAITNUCH.

OtmeTKa 00 2JIEKTPOHHOM MOIKMCH pacrojaraeTcs Ha TPaJAUIIMOHHOM MECTe
COOCTBEHHOPYYHOH  TOJMUCH: MEXAY HAaUMEHOBAaHHWEM  JOJKHOCTH
MOJIMTMCHIBAIOIICTO JIMIA U pacmuppoBKOr moamucu. Ecim 31eKTpOHHBIN
JOKYMEHT odopmisieTcss Ha OJIaHKe JOJDKHOCTHOTO JIMIA, yKa3aHUS Ha
HAaMEHOBAaHHME JIOJDKHOCTH JIMIIA, TOAMUCHIBAIONIETO JOKYMEHT, HE
TpebyeTcsl.

13. I'pugp
co2nacosanus
00Kymenma

I'pud cormacoBaHuss [OKYMEHTOB IPOCTAaBJIETCS HA  JIOKYMEHTax,
COIIAaCOBAHHBIX OpraHaMu BJIACTH, OpraHu3aluiaMu, JOJLDKHOCTHBIMUA JIMIIAMU.
I'pud cormacoBanuss B 3aBUCUMOCTH OT BHAA JOKYMEHTa MOXKET
MIPOCTABIIATHCS:
- Ha MIEPBOM JIUCTE JOKYMEHTA (€CIM JOKYMEHT UMEET TUTYJIbHBIN JIUCT — Ha
TUTYJIBHOM JIUCTE) B JIEBOM BEPXHEM YTy Ha YpoBHE Trpuda yTBepKIeHHS
WM TIOJ] HAUMEHOBAHHUEM JIOKYMEHTa OJIMKE K HIDKHEMY I10JTIO;
- Ha MOCJICHEM JIUCTE JOKYMEHTA O] TEKCTOM;
- Ha JIUCTE COTJIACOBAHMUSI, SBJISIFOIIEMCS HEOTHEMJIEMOM YaCThIO JIOKYMEHTA.
I'pudom cornmacoBanus JOKyMEHTa 0(OPMIISETCS:
- BHEIIIHEE COTJIACOBAHUE JIOKYMEHTA — C OpraHaMH BJIACTH, OPTraHU3aIUSIMH,
AOJKHOCTHBIMU JIMITAMUW CTOPOHHUX OpFaHHSaHHﬁ;
- BHYTPECHHEE COIMIACOBAHUE C KOJUICTMAJIbHBIMUA OpraHaMy OpraHH3aluu -
aBTOpA JOKYMEHTA.
Cocroutr u3 cnoBa COI'JIACOBAHO (0e3 kaBblY€K), JODKHOCTH JIMIA,
KOTOPBIM COTJIACOBaH JOKYMEHT (BKJIIOYas HaWMMEHOBAaHHE OpraHH3aluHh) B
MMEHUTEIIEHOM TaJieXKe, ero COOCTBEHHOPYYHOH MOANMUCH, pacuIn(pOBKH
NOJNKUCH (MHUIMAJIOB, ()aMUJIMK) U AaThl COTJIACOBAHUS:

COI''TACOBAHO

[Ipencenarens mepBUYHON POPCOIO3HOM

opraam3armu AY «Hedreroranckuit

HNOJUTEXHUIECKUN KOJUIEIK

Ioonuce C.J. danumiosa

Jara
Ecnmu cormacoBaHue OCYIIECTBIISICTCS KOJUIETHAIBLHBIM OpraHoM, B rpuge
COTJIACOBaHMsI YKa3bIBAIOTCS CBEJICHHsI 00 OpraHe, COrlIacOBaBIIEM JIOKYMEHT,
JaTe ¥ HOMEpE NPOTOKOJAa, B KOTOPOM 3a(UKCUPOBAHO pEIICHHE O
cormacoBaHud. Ecnmm  cornacoBaHuMe — OCYHIECTBISIETCS — JOKYMEHTOM,
YKa3bIBAIOTCA: BHJ JOKYMEHTA, OpTaHU3alMs - aBTOp JOKyMEHTa, JaTa U
HOMEp JJOKYMEHTA.
HammeHoBaHue coriacyomero opraHa WIM JOKYMEHTa YKa3bIBaeTCs B
TBOPUTEIHLHOM ITaJIEKeE.
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COI'JTACOBAHO
CoBeToOM JUPEKTOPOB
AO «IIpodub»
(mpoToKoII OT No )
COI'TTACOBAHO
nucbMoM PocapxuBa
(ot Ne )
Ecnmu  rpudgsl cornacoBanuss oQOpMISIIOTCS HA  OTJACJIBHOM  JIMCTE
COIIACOBaHUS, Ha JOKYMEHTE B TOM MECTE, /i€ JOJKHBI MPOCTaBIATHCS
rpudsl COrJIacOBaHMs, IPOCTABIsAETCS OTMEeTKa: «JIMcT cormacoBaHus
npuiaraercs». Jluct cormacoBanusi ¢popmupyercs cpenctBamu  «1C:
JloxymeHT00060pOoT 8».
BHyTpeHHee coriiacoBaHue JTOKyMeHTa 0(OpMIIIETCsl BU30M COTIacOBaHMS.
CBenieHHs 0 BU3€ COTJIACOBAHUS aBTOMATUYECKU PETHCTPUPYIOTCS B YUETHON
KapTouKe JOKyMEHTa Ha 3akiajake «Buzay.
BuyTpennee cornmacoBaHue npeanosaraeT OIUMH M3 TpeX pe3ylbTaToB
COIJIACOBAHUSL:  (CO2NACOBAHO», — «CO2NACOBAHO C  3AMEUAHUAMU», «HE
CO2NACOBAHON.
Pesynbrar «mne coenacosano» mpeanonaraeT Haduuue MPUHLMIHAAIBHBIX

14. B pa3HorIacHii ¢ MO3HULKEN aBTOpa T0KyMEHTA.

- DU Pesynabrar «coenacosano ¢ 3ameyanusmuy TpenrnoNaraeT  HalU4He

co2nacoeanus . o
3aMeuYaHuil, HOCSIINX PEKOMEHIaTeNbHbIN XapakTep.

00KymMenma

3ameuanus opOpMIISIOTCS COIVIACYIOLIMM JIMLIOM B BUJIE OTAENIBHOIO (aiina,
CO3[aBaeMOro 1o mabyioHy «3aMedaHus», U NPHUKPEIUISIOTCS K IPOEKTY
JIOKyMEHTa, HaXOAILET0Cs Ha COTIaCOBaHHU.

ITpu nepenave 10KyMEHTOB Ha OyMa)XHOM HOCHTEIIE, COracoBaHHbIX B CO/l,
B CTPYKTYpHOE IIOApa3JelieHue, OTBETCTBEHHOE 3a apXHB, CBEAEHHA O
COIIACOBAHUM PACIIEYATBHIBAIOTCS HA JIUCTE COIIACOBAHUSL.

JIvua, He COrJIaCHBIE C NPEAJIOKEHUEM, U3JI0KEHHBIM B IOKYMEHTE, HE UMEIOT
1paBa OTKAa3bIBATHCS OT BU3UPOBAHUSI.

15. Ommuck
neuamu

Ha pokymeHTax, ymocToBepsromMX IpaBa Jul, (ukcupyromux ¢akr
pacxol0BaHUs JICHEKHBIX CPEACTB WIM MaTEpPHaIbHBIX LIEHHOCTEH, a TaKXKe
Ha UHBIX JJOKyMEHTaX, IPeyCMaTPUBAIOLINX 3aBEPEHHE MTOANNUCH IIEYATHIO B
COOTBETCTBUM C 3aKOHOAATENbCTBOM Poccuiickuii ®enepanuu, MOINUCH
JWIa, TOAMHMCABIIEr0 IOKYMEHT, JOJDKHA OBITh 3aBepeHa medarbio AY
«Hedreroranckuii MOJMTEXHUYECKUI KOJIIEIK.

OTTHCK TeyaTH MPOCTaBIAETCS TaKUM 00pa3oM, YTOObI OH HE 3aXBaThIBall
COOCTBEHHOPYYHOM MOJANUCH JIMLIA, MOANUCABILErO JOKYMEHT, WIA B MECTe
0003HaueHHOM «M.IL». OTTHCK Ne4aTu JOKEH ObITh XOPOILIO YUTAEM.

16. Ommemkxa o
3aeepenuu Konuu

3aBepeHHe COOTBETCTBHSI KOIUM JOKYMEHTA MOUIMHHUKY NPOU3BOIUTCS IS
IPUJIAHUS € FOPUINUECKON CHUIIBL.

AY «HedTteroranckuii TMOJUTEXHUYECKAH KOJUIEIK» MOXKET BBIJIABATh
TPETHUM JIMIIAM KOIIMHU TOJIBKO T€X JOKYMEHTOB, KOTOpBIE CO3AAI0TCS B AY
«Hedreroranckuii OMUTEXHUUECKUI KOJUTEDK» (38 MCKIIIOYSHUEM apXHBHBIX
CIIPaBOK, COJIEPIKAIINX IIEPCOHATBHBIC TAHHBIE).
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OTMeTKa 0 3aBepeHUHU KOIUHU MPOCTABIISAETCS Ha CBOOOTHOM OT TEKCTa MECTE
MOJ PEKBU3UTOM HOIMHUCHY» (OTMETKA 00 3JEKTPOHHOMU MOAIMCH) WIH, MPH
OTCYTCTBHH CBOOOJTHOTO MeCTa Ha JIMIIEBOM CTOPOHE TOKYMEHTa, Ha 000poTe
JIOKyMEHTa W BKJIIOYaeT: cloBo "BepHO", HauMeHOBaHWE JTOJDKHOCTH JIUIIA,
3aBEpUBLIETO KOIMHIO; €ro COOCTBEHHOPYUHYIO TOIIKCH, PacCHIN(PpPOBKY
MOANUCH (MHUIMANBI, (paMHUIIUIO); ATy 3aBepeHus KOMHM (BBIMHUCKH W3
nokymeHnTa). Hanpumep:

BepHo:

Cekperapb-genonpousBoaurens  [loonuce DUO

Hata
Ecnu xonus BelgaeTcs 1715 NpeICTaBICHUS B IPYTYI0 OPraHU3alHI0, OTMECTKA
0 3aBEPEHUM KOIUU JIOMOIHIETCS HAAMKUCHIO O MECTE XPAHEHUS IOKYMEHTa, C
KoToporo Obuia usroroniieHa Konus («IloAJMHHUK JOKYMEHTa HaXxOIUTCS B
AY «Hedreroranckuit MoJIMTEXHUYSCKUH KOJUTSDK» B fesie Ne. ... 3a ... TOI»)
W 3aBepseTCs IMeYaTblo YUPEKICHHUS, [UIsl 3aBEPEHUs KOMHH MOKET
MPUMEHATHCS IITAMIT YUPEIKICHHS.
Ecnu xomms mOKyMeHTa HMMEET HECKOJBKO JIMCTOB, TO €€ IPOLINBAIOT
HUTKaMU WIH CKPEIUICHHOTO MHBIM 00pa3oM M Ha MOCieIHeM JmcTe (ero
O00OpOTHOM CTOpOHE) JeNarT HakiIeHKy (mIoMO0y) C 3aBEpUTEIbHOM
Haanuchlo:  «lIpommro, NOPOHYMEpPOBAaHO M  CKPEIUIEHO  IEYaTbio
___KOIUYeCcmeo 4YUciom u Nponucsio nucToBy. Jlanee ykasbiBaercs
JIOJDKHOCTh JIMIA, 3aBEPHBILIETO KOIMWIO, JIMYHAS TOJMHCH, pacmmdpoBKa
noanucu (MHULMAIBL, paMuiIns), AaTa, nedaTh. [ledaTs npocTaBaseTcst TAKUM
00pa3om, 4ToOBI €€ YacTH pacroiaraiuch 1 Ha HAKJICHKe, U 3a €€ TPaHUIAMHU.
Komuu »1eKTpoHHBIX JOKYMEHTOB, CO3/laHHBIE Ha OyMa)KHOM HOCHTEIE,
3aBepAIOTCSA B YCTAaHOBJICHHOM TOpSAAKE, C YyKa3aHHMEM, B KakKoi
MH(POPMAITMOHHON CUCTEME XPAHUTCS AIIEKTPOHHBIN TOKYMEHT.
Omnepanuu 1o 3aBEPEHHIO JTOKYMEHTOB HE MOJJIEKAT YUETy M PerhcTpaIiu
B «1C: JlokymeHT0060pOT 8»

17. Ommemrka 06
ucnoanumee

Bxutoyaer gpaMuinnio, vMsi B OTYECTBO (MPH HAJMYWHU) UCTIOIHUTENS, HOMED
€ro Teﬂe(bOHa, TaK XK€ MOXCT JOIIOJHATBCA HAMMCHOBAHHUCM OOJIDKHOCTH,
CTPYKTYPHOTO MmOoApasACJICHUA W DJJICKTPOHHBIM aApECOM HCIIOJIHHUTCIIA.
Pacnionaraercs Ha HHHGBOﬁ CTOPOHE IMOCJICAHETO JIMCTa AJOKYMCHTa OT
TPaHMIIBI JIEBOTO MOJIS MJIH, IPU OTCYTCTBHM MECTa, - HA 000POTHOM CTOPOHE
JIMCTa BHU3Y CJICBA, HAIPUMED:

Hnoun Unvs Unbuuy,

Omoen ynpasieHusi nepcoHaiom, 8e0Vuull Cneyualucm

+7(495) 924-45-67, llyin_lv@techno.ru
OTMeTKa 00 HCIIOJIHUTENIE MOXKET O(bOpMJ'ISITI)CSI KaK HIDKHUU KOJIOHTHUTYII U
rneyaratrbCsa HIpI/I(I)TOM MCHBIICTO pa3Mepa.

18. Ommemka 06
UCnONHEeHUU
0OKymMeHnma u
HanpaeieHuu e2o 6

oeno

Wudopmanus o HarpaBiIeHUU B JIEJI0 OTPAXKAETCs B KAPTOUKE JOKYMEHTA.
OTMeTka O HampaBJICHUU JOKYMEHTa B JI€J0 ONPEAESeT MECTO XpaHEHHUs
JIOKyMEHTa I0CJe 3aBeplIeHus] paboThl C HUM M BKJIIOYaeT: ciosa "B neno",
MHJIEKC JleNla 110 HOMEHKIIAType JIeNl, B KOTOpO€ MOMEIAETCsl JOKYMEHT Ha
XpaHeHHe, C yKa3aHHEM TIojia, JOJDKHOCTH JIMLA, OGOPMUBILETO OTMETKY,
MOAINCH, NaTel. Hanmpumep:
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B nmemo Ne 01-18 32 2024 .
3aB. OTJEJIOM KOPIIOPATUBHBIX POEKTOB
Ioonuco Jata
OTMeTKa 0 HalpaBJIeHHH JOKYMEHTA B JEJI0 MOXKET JAOMOIHATHCS KPAaTKUMU
CBEJICHUSIMM O XapaKTepe UCIIOJIHEHHs JOKyMeHTa, Hanpumep: «Hampasien
oreer (nmata), (Ne)», «IIpoBenena koHcynbTauus no TtenedoHy (nata)»,
«YureHo npu pa3zpaboTke npoekTa» u 1p. CBeAeHUs yKa3blBalOTCs B Ha4aje
otmeTku. Hampumep:
Ortger HanpasiieH 04.05.2024 Ne 05-06/12
B memo Ne 05-06 3a 2024 1.
3aB. OTAEJIOM KOPIOPATUBHBIX IPOEKTOB
[Toamnuce
10.06.2024
ITpu ncnonpzoBanuu COJI OTMETKY JOIYCKAETCSl HE CTABUTh.
[TpocraBnsiercss B BujAE IUTamma B IIPAaBOM HIDKHEM YIIIy JOKYMEHTa ¢
19. Ommemkxa o yKa3aHMEM BXOZSILIETO PETUCTPALMOHHOTO HOMEpa M JaThl MOCTYIUICHHS
nocmynjienuu JOKyMEHTA.
0oKymenma 6 AY IIpu HEoOXOAMMOCTH OTMETKAa O MOCTYIUIECHUH MOXET JOHOJIHATHCS
«Hegpmerozanckuii | ykazaHueM BPEMEHU MOCTYILIEHUS U CII0OCO0a JOCTABKH JOKYMEHTA.
nonumexnuueckuyi | IIpu oTcyrcTBUM MecTa A IPOCTaBIECHUS OTMETKM O MHOCTYIUIEHHUM Ha
Koneose» JMIIEBOM CTOpOHE IOCTYIMBIIETO JOKYMEHTAa OTMETKa CTaBUTCS Ha
00OpOTHOM CTOPOHE JIUCTA.

4.3. biaHkH 10KYMEHTOB

Hoxymentsl AY «HedTeroranckuii HOTUTEXHUYECKUH KOJUIEHX» 0OpMIISIOTCS Ha ONaHKax,
MPEACTABISIIONIUX CcOO0M TIabJoH ¢ 3apaHee HAHECEHHBIMU TIOCTOSHHBIMU DPEKBU3UTAMHU H
OTBEJCHHBIMU MECTaMH JJI IEPEMEHHBIX PEKBU3HUTOB.

brnanku noxymeHTOB pazpadaTeiBaeT «CekpeTapb-IeIonporu3BoauTeNb». O0pa3ibl 0JaHKOB
pa3MemiaroTcsi B crnpaBouHuke «lllabGmonbl (aiimoB» W ABISIOTCS  00S3aTENbHBIMH IS
WCIIONTb30BaHus BceMu paboTtHuKamu AY «HedreroraHCkuil MOMMTEXHUYECKHH KOJUICIK» TPH
CO3JJaHUU JOKYMEHTOB.

Bunapr 6mankoB, mpumenseMmbix B AY «HedTeroranckuii OJIUTEXHUYECKUN KOJUISKY», U
npaBuiia uX 0pOopMIICHHUS, TPUBEACHBI B Ta0IHUIIE 6.

Tabnuya 6

Buj 61anka Onucanue 0JaHKA ¥ IpaBuJja oopmiieHUus

— sMmbnema win ToBapHbIA 3HaK AY «HedTeroranckuii monMTeXHUYECKUAN
KOJUIEK»,

— Ha3BaHue AY «Hedreroranckuil monuTeXHUYECKUH KOJIEIXK» (IOJHOE U
COKpaIleHHoe),

— cmpaBouHble gaHHble 00 AY «Hedreroranckuii MmonmMTEXHHYECKUN
KOJUIEIK».

Ha Onanke mnucbMa MPOCTABISIOTCS OTPAaHUYUTEIbHBIE OTMETKH IS
PEKBU3HTOB:

Bbnank nucema
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Bun 61anka Onucanue 0;1aHKa ¥ NPpaBuJIa 0popMIIeHHSs
— J1aTa JIOKyMEHTa,
— pPEruCTpaLOHHBIA HOMEP T0KYMEHTA,
— CChUIKA Ha PETUCTPALIMOHHBIN HOMEp U J1aTy JOKYMEHTAa,
— azpecar,
— 3ar0JIOBOK K TEKCTY
bnanx
CocraBnsercss Ha OCHOBE OJaHKa MHUChMa M COJEPKUT HaWMEHOBAHME
001ICHOCMH 020
JOJHKHOCTH JIUIIA — aBTOpa TIOKyMEHTa
auya
bnank . o
OHKDEMI020 Conepxutr mnonHoe Ha3BaHue AY «HedreroraHckuil mNonMUTEXHUYECKUI
P KOJUIEIK», HAMMEHOBAHUE COOTBETCTBYIOLIETO BUAA JOKYMEHTA, HapuUMep:
6uda Ooxymenma [TPUKA3, nmaty DOKyMmMeHTa, PETMCTPAlMOHHBIA HOMEpP JOKYMEHTa, MECTO
(3a ucknouenuem ’ ’ ?
COCTaBJICHUsSI IOKyMEHTa
nucoma)

biianku W3roTaBiIMBalOTCST HAa OCHOBE YIJIOBOTO WJIM TIPOJOJIBHOTO  PACIOJIOKEHUS
pexkBU3UTOB. [Ipo/osibHOE pPACMONOKEHHE PEKBU3UTOB MPUMEHSIOT IpU O(OpMIeHUH OJIaHKOB
KOHKPETHOTO BHJA JOKYMEHTa, a YIJoBOe — Ui OJaHKOB IMHCEM, T. K. MPaBbI BEPXHUU YTOJ
WCIIONB3YETCs JJIs YKa3aHUs aapecara.

[IpononpHbIl  OJaHK TpEAnojaraeT pacrojioKeHUE PEKBU3UTOB 3arojOBOYHOM YacTh
JIOKYMEHTA BJOJb BEPXHEH YaCTH JIMCTA C UX LIEHTPOBKOM, T. €. paBHBIM YAAJICHUEM KaXX10U CTPOKHU
OT JIEBOT'O U ITPABOTO ITOJIA.

VYrioBoe pacnoyioKeHre peKBU3UTOB MPEANOIAraeT UX pa3MeIleHUe B BEpXHEHN JI€BOM YacTu
JIUCTA.

PexBU3NUTHI «HaMEHOBAaHWE OpTraHM3AIMK», «CIPABOYHBIC JAHHBIE 00 OpraHu3aluny,
«HAMMEHOBaHUE BHUJA JIOKYMEHTa», «MECTO COCTABJICHHS WM W3JIaHUS JOKYMEHTa» MOTYT OBITh
PacmoI0KeHbl OTHUM U3 CITIOCOOOB:

— (IaHTOBBIM, MPU KOTOPOM KaxkJas CTPOKA PEKBU3UTA HAYMHAETCS OT TPAHUIIBI JIEBOTO
OJIsI 1 OKOHYAHUS CTPOK HE BHIPABHUBAIOTCS;

— IEHTPOBAHHBIM, IPU KOTOPOM HAYaJI0 U KOHEIl KaXXJI0W CTPOKH PEKBU3UTA PABHO yaJI€HBI
OT TPaHUI] 30HBI PACIIOJIOKEHUS PEKBU3UTOB.

brnanku momxHB UMETh oM (He MeHee): neBoe — 20 mwm, mpaBoe — 10 MM, BepxHee U
HwkHee — 20 MM.

JlokyMeHThI AnuTenbHBIX (CBBIIE 10 J1eT) XpaHeHHs JOHKHBI UMETh JIeBoe mosie He MeHee 30
MM.

bnaHkyu MOTryT M3roTaBiIMBaThCS TUIOTpapCKUM criocoOoM Ha Oenoit Oymare wiu Oymare
CBETJIBIX TOHOB KpackaMH HACBIIEHHOTO I[BeTa. Takue ONaHKW HCIONB3YIOTCS I OyMa)KHBIX
BEpPCUI UCXOANINX JOKYMEHTOB, KOTOpbIE npeacTaBisitoT AY «HedTeroranckuii momMTeX HHIECKU
KOJIJIE/K» BO BHEITHEH cpesie (MpUriameHus, o3IPaBIeHUs, TPEIJIOKEHHU O COTPYTHUIECTBE).

4.4. CocTaB 10kyMeHTOB Opranusauumn

B npearenvHoct AY «HedretoraHckuil MONMUTEXHUYECKHH KOIJIEIXK» 00pasyroTcs
CJIETYIOIINE BUJIBI IOKYMEHTOB:

Oprann3anuoHHO-IPaBOBbIE JOKYMEHTHI
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- y4peAUTEIbHbIC ,Z[OKYMGHTLI?’ U COIYTCTBYIOIIAsl UM I[OKyMeHTaI_[I/IH4,

- nporokosibl HabmogarenpsHOro coBeTa, a Takke yUpeauTeneil 1 y4aCTHUKOB,
— II0JIO)KEHHE O CTPYKTYPHOM IOJpa3AeieHUH,
— JOJHKHOCTHAS. HHCTPYKITHSL.

OpraHu3anoOHHO-PACHOPSIANTEIbHbIE JOKYMEHTbI
- MpHKas,

- pelieHue,

- pacropshKeHHe.

IlnanoBo-y4erHbie fokyMmeHThl (IIY /1)

- Tpynosoii norosop,

- JlonoynHUTENBHOE COTIAIlIEHHE K TPYAOBOMY JOTOBOPY,
- CornaieHue o COTpyAHUYECTBE,

- JloroBop Haiima >KHJIOr0 MOMENICHUSI.

Peraamentupyromme nokymentsl (PJI)

— MpaBuIIa,

- MIOJIOYKEHUS,

- perjameHT,

- MOPAJIOK,

— METOJIHKa,

- paboyast HHCTPYKILIHS,

- rporpamMma pa3BUTHS,

— KOJUIEKTUBHBIHN 10TOBOD.

NudopmanuoHHO-cipaBOYHbIC JOKYMEHTbI

- 3asiBKa Ha BBIMTOJHEHHE Pa0OT/yCiIyT (3aKylKa MaTeprana/OCHOBHBIX CPEJICTB),

- 3asiBJIICHUE,

- CIIy>keOHBIE 3aIHCKH,

- CIIy>kKeOHBIE 3aMUCKU (CTUMYITUPYIOLIUE BBITIIATHI),

- JOKJIaHasl 3aIMncKa,

- OO0BSICHUTENIbHAS 3aITUCKA.

4.4.1. Oprann3aniOHHO-NIPABOBbIE JOKYMEHTbI

Opranu3aliOHHO-TIPaBOBbIE JJOKYMEHTHI SIBJISIIOTCS MPaBOBOM OCHOBOM NeATENbHOCTH AY
«Hedreroranckuii MONIUTEXHUUECKUN KOJLIEIKY.

OpraHu3aliOHHO-TIPaBOBbIE JOKYMEHTHI SIBJISIOTCS OECCPOUYHBIMHU, TO €CTh JIEHCTBYIOT 0
MOJIHOM OTMEHbl WJIM J0 YTBEpPXKIACHUS HOBOW BepcuH. VCKiodeHHEe — IITaTHOE pacluCaHue
(pa3pabaThIBaeTCsl M yTBEPIKIACTCS PYKOBOAUTEIIEM OpTaHU3AIHU €KETOIHO).

Xpanenne B «l1C: JlokymMeHTOOOOpOT 8»: TmTamka BHYTPEHHUX JOKYMEHTOB
«Oprainu3aiOHHO-TIPAaBOBBIE JOKYMEHTBI.

% CocTaB y4penuTeNnbHBIX TOKYMEHTOB 3aBUCHT OT OPraHU3aIMOHHOM (JOPMBI FOPHIMYECKOTO JIMIIA; COCTABIISIOTCS TIPH
CO3aHMH I0PUANYECKOTO JIHIA.

4 CBUIETENLCTBO O TOCYIAPCTBEHHOM perucTpanuu opuaudeckoro nuna (OTPH), cBUAETENLCTBO O HOCTAHOBKE HA y4eT
B HanorosoM opraue (MHH/KIIII), nokymenTsl, noareepxaawomue npasa AY «HedTeroranckuil moquTeXHUIeCKHA
KOJUIEIK» Ha UMYILECTBO.
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4.4.1.1. YuypenurenpHble JOKYMEHTHI U COIYTCTBYIONIAA UM JTOKYMEHTAIUs

YupeauTenbHble JOKYMEHTH® M COMYTCTBYIOIIAS MM JOKYMEHTAIHUA® COCTABIAIOTCS IIPH
cozmanuun  AY «Hedreroranckuii MOMMTEXHUUYECKHH KOJUIEHK». B Xome AesATeNbHOCTH B
y4peIUTEIbHbIE IOKYMEHTBI MOTYT BHOCUTHCSI U3BMEHEHUS U JIOTIOJTHEHHUS.

XpaHenne B OyMa)XHOM BHJE B 3amupaeMbix MIKagdax, 00ecrneyrBarolMX HX MOJHYIO
COXPAaHHOCTh, IPEAOXPAHSIOIINX JOKYMEHTBI OT IbUIH U BO3JICVCTBHS COJIHEUHOT'O CBETA.

4.4.1.2. lIporokonsl Habmtonarensnoro CoBeta

Cocrasmsirorest u3 nognanku «lIpoexteny manku «IIporokosnsr HabmonaTenbHOTO coBETa
KaK BHYTPEHHHI JTOKYMEHT I10 11abJI0Hy, BKIFOUeHHOMY B «1C: JIOKyMEHTOOO0pOT 8».

IIpouecc coriacoBaHusi MPOTOKOJA CTAPTYET aBTOMATHUYECKHU IOCIE 3aKPBITUS KapTOUYKH
nokyMeHTa B mnporpamme. CoriacoBaHHBIM NPOTOKON OyaeT aBTOMAaTHYECKH HAmpaBlIeH Ha
YTBEPKJICHHE.

[Tporokonom ¢ukcupyercs XoJa OOCYXKICHHS BOIPOCOB U TMPHUHATUS pEIIeHUH Ha
COBEIIAHUAX, cOOpaHMsAX M 3acenaHusx wieHoB HaOmonarensHoro coBera AY «HedTteroranckuii
MOJIMTEXHUYECKHUI KOJIIIEIK.

[Ipotokon cocraBisercs  «CekperapeM-AeONpPOU3BOIUTEIEM»  WIH  HWHULUATOPOM
COBEII[aHUS HA OCHOBAHUU 3aIUCEHl, IPOU3BOIUMBIX B X0JI€ 3aceaHus (COBEIaHM ), U MAaTEPHAJIOB,
MOATOTOBJICHHBIX JOKJIATIYMKAMH.

[Tporoxon Gopmupyercs B «1C: JJokyMeHTOO00pOT 8» Kak BHYTPEHHUN TOKYMEHT B Mamke
«[Iporokob 1o mabdmony «I[IpoTokom.

OTBETCTBEHHOCTh 32 OPraHU3AIMIO COTJIaCOBaHMS, YTBEPKICHHS U UCIIOJIHEHHS TPOTOKOJIA
Boznaraetcsi Ha «Cekperapsi-IeonpOr3BOIUTES.

[Tpotokonbl 3acenanuii  uneHoB HaOmomarensHoro coBeta AY  «Hedreroranckuit
MOJIMTEXHUYECKUIN KOJUIEIK» O(QOPMIISIFOTCS B OyMa)KHOM BHJE JUIsl MOCJIEAYIOIIET0 XpaHEHUSI.
Bymaknast Bepcust mpoTOKoJIa MOMUCHIBAETCS TPECEAaTeeM U CeKpeTapeM COOpaHHsL.

B xapTouke npoToKoJia yKa3bpIBaeTCs €710, B KOTOPOM OH OyZIeT XPaHHUTHCS.

OpuruHanel  NPOTOKOJNIOB  3acenaHuid  uieHoB  HaOmiogatensHoro  coBeta AY
«Hedreroranckuili NOTUTEXHUYECKUI KOJUIEK» XpaHATCS y JUPEKTOpa KOJUIEIKa M IMOAJIeXKAT
nepefadye Ha apXMBHOE XPAaHEHHE HE MO3/HEE 4YeM 4Yepe3 OJMH TOJ MOCie 3aBEpIICHUS HX B
JIEJIOTIPOU3BOJICTBE B ycTaHOBIEHHOM B AY «HedTeroranckuil TOJUTEXHUYECKUN KOJUICIK)
MOPSIKE.

[To pacnopsuxenuto qupekropa AY «HedTeroraHCKni MOMUTEXHUUYECKUA KOJIJISK» KOTTUU
MIPOTOKOIIOB 3acenanuii uwieHoB HabmogatensHoro copeta AY «Hedreroranckuii moMuTeXHUUECKUN
KOJUIEIK» MOT'YT MPEIOCTABISATHCS Ay IATOPaM, TIPEACTABUTEISIM HaI30PHBIX, KOHTPOJIBHBIX M MHBIX
rOCy/IapCTBEHHBIX OpraHoB. B 3ToM ciyuyae konust mpoTokoia opopmiiseTcss Ha OyMa>KHOM HOCUTEE
Y 3aBEpAETCS MPEACEIATEIEM.

Xpanenne B OyMa)kXHOM BHJE B 3alupaeMbIX MKadax, 00ecrneynBaONIMX HX TMOJHYIO
COXPAaHHOCTh, TPEAOXPAHSIOMIUX JOKYMEHTBI OT MBUTH U BO3IEMCTBUS COJIHEUHOTO CBETA.

® CocTaB yupenTeNbHBIX IOKYMEHTOB 3aBUCUT OT OPraHU3alHOHHOM (JOPMBI FOPHIMYECKOTO JIMLA.

® CeuzeTenbCTBO 0 TOCYIAPCTBERHOM perucTpanuu ropuandeckoro guna (OTPH), cBUETENLCTBO O MOCTAHOBKE Ha yueT
B HastoroBoM oprane (MHH/KIIII), noxymenTsI, monrBepskaatomye npasa AY «HedreroraHckuii HoMMTeXHUYECKUH KO-
JIe[K» HA UMYILECTBO.
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4.4.1.3. [TosioxkeHUE 0 CTPYKTYPHOM HOJIPA3/ICIECHUN

Cocrasngercsa u3 noananku «IIpoexts» nanku «OpraHu3alMOHHO-TIPABOBBIE JOKYMEHTHI)
KaK BHYTpeHHUH NOKyMeHT «llojokeHre o moapa3feieHun» 1o mabdiiony, BKItoueHHOMY B «1C:
JIoKyMeHTO000POT 8.

[lonoxeHne o0 CTPYKTYpHOM TIOJAPA3JEICHUN SBIISIETCS. OCHOBHBIM JIOKYMEHTOM, Ha
OCHOBAaHMU KOTOPOTO JICHCTBYIOT CTPYKTypHble mnoapasfeneHuss AY «Hedreroranckuit
MOJIMTEXHUYECKUM KOJIIIEIK.

[TonoxxeHne IOMKHO COMAEPXKAaTh YHUKAJIBbHBIM HAOOp 3amad U (QYHKUUH, MCKIIOYAIOIINI
nyOonmupoBaHUST C  JAPYTMMH  CTPYKTYpHBIMH  mozapasneneHusmu  AY  «Hedreroranckumii
MOJINTEXHUYECKUN KOJIIEIK.

[TonoxeHne cocTaBisieTCsl HA OCHOBE IOJIOXKEHUSI O BBILIECTOSIIEM MoapasaeneHun. He
JIOITyCKaeTcsl BKJIIOUEeHHEe uH(popMmanmu, He ciuenyrouieid u3 [lomoxkeHus o BBIIIECTOSIIEM
MOApa3/eJICHUH.

[lonoxxeHne JIODKHO coOJAEpXKaTh TMOJNHYI HH(pOpMamuioo 000 BceX acmekTax ero
JesaTenbHOCTH. M3 conepikaHusi AOHKHO CIIE0BaTh OJHO3HAYHOE OIPENENICHHWE POJIM M MecTa
noapasneneHus B ctpykrype AY «HedTeroraHckuii moNMMTEXHUIECKUN KOJUTCIKY.

B IlonoxeHusix He 10MyCKarTCs HEOJHO3HAUHbIE (POPMYITUPOBKH, TIO3BOJISIOLINE PA3INYHOE
TOJIKOBAHUE UX COJACPIKAHMUSL.

[TonoxkeHue o CTpyKTYPHOM MOPa3AeICHIH COJIEPKUT CIeAYIoNIe 00s3aTeNbHbIE Pa3/IeTbl:

— 00IIHE IOJOKCHHUS,

— LIeJH U 3a/1a4H,

- q)yHKHI/H/Ia

— TIOJIHOMOYHH,

— B3aUMOCBSI3H,

— OTBETCTBEHHOCTD.

3amauy, pelmaemble IOAPA3AEICHUEM, JOJDKHBI OTpaXkaTb BCE BHJIBI JCSATEIBHOCTH
NOJIpa3/iesIeHUsl U COOTHOCUTHCS C TOCTUKEHUEM IOCTABICHHBIX LIETEH.

Crenenp JeTanu3aldy MpU MEPEUUCICHUM 337ad MPEAINoaracT AAJbHEHNIIee pacKpbITHE
METO/IOB U CITIOCOOOB MX PELIEHMSI B BUJIE ITOCIIE0BATEIBLHOTO U3TI0KEHUS (DYHKINHN MTOApa3/IeIeHHUS.

@OyHKIUY TOApa3esIeH s JODKHBI B IOJHOM Mepe pacKpbIBaTh Kpyr 00s3aHHOCTEH B BHJIE
KOHKPETHBIX JIEHCTBUI paOOTHUKOB, 3aKPEIUISIEMbIX 3a HUMH U CIYXaIlIUX CPEACTBOM JJIsl PELICHUS
MIOCTaBJIEHHBIX 3a/a4.

dopmynrpoBka GYHKIUHN T0JKHA 00€CIIeYUTh BO3MOKHOCTD OLIEHKH KOHEYHOI'O pe3yibTara
JENCTBHS U €r0 KauecTBa.

HNanpHeimass neranu3anuss (QYHKIUH pAacKpbIBAaeTCsl B JODKHOCTHBIX MHCTPYKIUSX
pabOTHUKOB MOAPA3ICTCHHUS.

4.4.1.4. 1oJoKHOCTHASI MHCTP YKITHS

CocraBisgercs Ha KaX1yl0 JOJDKHOCT U3 noananku «lIpoexTe» nanku «OpraHn3alnoHHO-
IIPABOBBIE JIOKYMEHTBI» KaK BHYTPEHHHH [OKYMEHT ©0 1abjoHy, BKIOYeHHOMY B «1C:
JIoKkyMeHTO000pOT 8.

JIOMKHOCTHAsT MHCTPYKLHMS SIBJISIETCSI OCHOBHBIM JIOKYMEHTOM, B KOTOPOM OIpENesieTcs
OpraHU3alMOHHO-TIPABOBOE MOJI0’KEHHE paOOTHHUKA U YCTAHABJIMBAIOTCS TPAHUIIBI €70 JIOJKHOCTHBIX
00s13aHHOCTEH, MTPaB U OTBETCTBEHHOCTH.

JloJoKHOCTHast WHCTpYKIMA (GopMmupyercss Ha oOcHOBe [lonmokeHHsT O CTPYKTYpHOM
MOJpa3ieIecHu U JIeTAIbHO PacKpbIBaeT cCoAepKaHME 3adad U (QYHKIMM, ONpeneiaeHHbIX s
JAHHOTO CTPYKTYPHOT'O MOJpa3esieHus], B BUAE JODKHOCTHBIX 00s13aHHOCTEH pabOTHHKA.
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JlomKHOCTHAS MHCTPYKIIUS COAEPKUT CIAEAYIOUINE 00s13aTeNbHbIE pPa3/eibl:

— 0O0IIMe TOJOKEHUS,

— JOJDKHOCTHBIE 00S3aHHOCTH,

— TpaBa pabOTHHKA,

— OTBETCTBEHHOCTh PaOOTHHUKA,

— KBaMM(UKAIMOHHBIC TPEOOBAHUS,

— ycJoBUs pabOTHI.

4.4.2. Opranu3anuoHHO-pacnopsiaAuTeIbHble J0OKyMeHThI (OP/I)

Xpanenue B «l1C: JlokyMeHTOOOOpPOT 8»: mamka BHYTPEHHHX JIOKYMEHTOB
«OpranuzaioHHO-pacnopsAuTenbHbIe JoOKyMeHThI (OPI)».

4.4.2.1. [lpukas

CocraBnsiercas u3 noananku «[IpoekThl» MamKW COOTBETCTBYIOIIETO BHIA IpPHKAa3a Kak
BHYTPEHHUH JTOKYMEHT 110 mabaoHy, BKIoUeHHOMY B «1C: JIoKyMeHTOO00POT 8.

[Tpuka3z uzmaerca pykoBomutesneM AY «HedreroraHckuili MOJUTEXHUYECKHH KOJIISIKY.
HeiictBue [Ipukasa pacrpocrpansiercs Ha aeaTenbHOCTh AY «HedTerorancKuil MoIMTeXHMYeCKui
KOJUICIDK) B IIETIOM.

[To conepxanuio BBIIEISIIOTCS IPUKA3bL:

— I10 OCHOBHOM JIeSITEIBHOCTH,

— aJIMUHUCTPATUBHO-XO3HUCTBEHHBIE,

— 10 JINYHOMY COCTaBY O MPEJOCTAaBICHUH OTIYCKOB, EXKYPCTBAX, KOMaHIMPOBKaX,

— 10 JINYHOMY COCTaBy O IpUeMe, IepeMEIIECHNH, YBOJIbHEHNUH,

— O JBIKEHUM KOHTUHTE€HTa 00yJaronuxcs,

— 110 y4eOHOM 1eTeIbHOCTH.

[Ipuka3 BcTynmaeT B CHiIy ¢ MOMEHTa €ro MHOJANUCaHUs M perucTpauuu. Jlara npukasa
oToOpaxaercs B moiie «PerucTpaioHHbI HOMEP) YU4eTHOM KapTOUKH TOKYMEHTA.

O3HakoMJIEHHE € MPUKa3aMHU POU3BOJUTCS MO/ MOJIUCH OCPEACTBOM O(POPMIIEHHUST BU3bI
O3HaKOMIICHUs, BKITIoUaromiei cioBa «C MpHUKa3oM O3HAKOMIIEH(bI)», HHUIIMANOB, (paMUIIUU NUIIA,
710 CBEJICHUS] KOTOPOT'O JOBOAMUTCS MPUKA3, TMUYHON MOANKUCH, AaThl O3HAKOMIICHHUSI.

Buza odopmisercs Ha JuIeBOd HUIM OOOPOTHOM CTOpoHe mpukasza. [Ipu Oonbiiom
KOJIMYECTBE JIULL, OJIEKAIUX 03HAKOMIICHHUIO, K TIPUKa3y MOKET MPUIIaraThCs JUCT 03HAKOMIICHHUS
C MPUKA30M.

O3HakoMJIEHHE C NpUKa3aMU BXOAMT B KOMIIETEHIIMIO JIMIAa, OTBETCTBEHHOI'O 3a BEJCHHE
JIEJIONPOU3BO/ICTBA B CTPYKTYPHOM MO/IPA3/I€NICHUN KOJUIeIKA.

O3HakoMJIEHHE C MPUKa3aMU 10 JIUYHOMY COCTaBy PaOOTHHKOB OCYILECTBIISIETCS B CPOKH,
ycTaHoBIJIeHHbIE TpynoBbIM KoekcoM Pocculickoit @enepanuu.

O3HakoMJIEHHE C IPUKa3aMHU MO OCHOBHOW JEATENbHOCTH, MO y4EOHON NEeATENbHOCTH U O
JIBUKCHUM KOHTUHTEHTA OCYIIECTBISIETCSl IyTeM HAIpaBJICHUS WX JJICKTPOHHOW KOMWUU Ha
O3HaKOMJICHHE COTpyAHHKaM koJuiemka depe3 «1C: Jlokymentoobopot 8». Ilocne momydenus u
O3HAKOMIICHUS C DJIEKTPOHHOU Komwmei mpukaza B «1C: JlokymMeHTO0060pOoT 8» pabOTHHUK JOIKEH
MOJIONTH JIsl 03HAKOMJICHHSI C OPUTMHAJIOM IIpHKa3a He Mo3Hee TpeX pabouux JHEH ¢ MOMEHTA ero
nonydeHus: B «1C: JlokyMeHTOO00pOT 8» (HEe cuuTasi BpeMEHU OTCYTCTBHUsI pabOTHHKA Ha padoTe
(OTImycK, KOMaHAMPOBKA, BpEMEHHAasI HETPYIOCIIOCOOHOCTB)).

B cnydae oTCyTCTBHSI BO3MOKHOCTH TMOJIy4eHHs] WH(POpPMAIMU PaOOTHUKOM IOCPEICTBOM
«1C: JoxkymeHTOO0O0POT 8», yBEAOMHUTH PAOOTHUKOB O HEOOXOIUMOCTH 03HAKOMIICHHSI C IIPUKA3aMHU
JOJKEH PYKOBOAMTENL CTPYKTYPHOTO MOAPA3IEIEHUs KOJUIEKA.
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4.4.2.2. Peluenue

CocraBngercs u3 noananku «lIpoekTel» Hanku COOTBETCTBYIOLIEIO BUJA PELICHUS Kak
BHYTPEHHHUH JOKYMEHT 110 11a00Hy, BKIFOYeHHOMY B «1C: JIOKyMeHTOOO0O0pOT 8».

Pemenue npuHrMaeTcst KoJulerHaabHbBIM opraHoM AY «HedTeroranckuii monmTeX HIUeCKui
KOJUIEIK.

KosernanbHplil opran NpuHUMAaeT pelIeHUE B paMKax J€JIeTMPOBaHHBIX EMY MOJIHOMOYHH,
KOTOpbIE 3a()MKCHPOBaHbI B IIOJOXKEHUN O KOJJIETHAIbHOM OpraHe, IPUKa3ax U MHBIX BHYTPEHHHUX
nokymeHnTax AY «HedTeroraHckuil moJIMTEeXHUUECKUI KOTITEIK.

Pemenus 3aceganunii uaeno Ha0momarensHoro u Ilenarornaeckoro coBera, a TakykKe 00Iero
coOpanust koyuiektuBa AY «HedTerorancKkuii OMUTEXHUYECKHIA KOJUIEIX» BCTYMAIOT B CHILY C
MOMEHTa  IOANMCAaHUSA  COOTBETCTBYIOILIEIO  IMPOTOKOJNA  IpeAcenaresieM,  IPUCBOCHUS
pPEerucTpaliOHHOT0 HOMEpa U NPOCTAaBJICHUS AaThl JOKyMeHTa. JlaToil pelieHus sBIsSeTCs JaTa
IPOBE/ICHUS 3aceJaHMsl KOJJIETHAIbHOTO OpraHa, Ha KOTOPOM OHO ObLIO MPHUHSTO.

Pemenus komnernaabHbIX OPraHOB HE MOAJIEXKAT JAlbHEUILIEMY YTBEPKIECHUIO TUPEKTOPOM
AY «HedTeroraHCKui MOJIMTEXHUYECKUA KOJIICIKY.

KoHTposb  MCHOJIHEHMsT  pPELICHHH  KOJUIETHAIBHOTO  OpraHa  OCYILECTBIIIETCS B
YCTaHOBJICHHOM IIOPSIKE.

4.4.2.3. PactiopshxeHne

Cocrasisercs u3 nognanku «IIpoexTen nanku coOOTBETCTBYIOLIETO BUJIA PACHIOPSKEHUS KaK
BHYTPEHHUH JIOKYMEHT 110 11a0JI0OHY, BKIOUeHHOMY B «1C: JlokyMeHTO000pOT 8».

Pacnopsbxkenne  um3pmaercs  3amectutesnieM  jaupekropa AY  «Hedreroranckuit
MOJIMTEXHUYECKUHN KOJIJIE/IXK» I TJIaBHBIM OYXTaJaTepoM.

Pacnopspxenus 3amectutens nupekropa AY «Hedreroranckuil MoJTUTEXHUUECKHH KO
U3JIAI0TCS B paMKax IIOJHOMOYHMH, YCTAaHOBJIEHHBIX COOTBETCTBYIOIIMMH JJOBEPEHHOCTSAMH,
IIPUKa3aMUd U MHBIMHU JIOKYMEHTAMH O €ro JESATEIIBHOCTH M HE MOTYT NPOTHBOPEYHUTH IPHUKA3aM
mupektopa AY «Hedreroranckuii MOJUTEXHUUECKUN KOJIIEIK.

Pacniopspkenust riaBHOro Oyxrajiarepa M3JalOTCs MO BOMNpocaM OyXTraJlTepcKOro ydera,
NOpsAJIKa HAIOr000JI0KeH!Us!, OyXraJTepcKO U HAJIOTOBOM OTYETHOCTH.

IOpuanueckyro cuiry pacnopsyKeHUE IPUHUMAET IOCIIE €ro MOAINMCAHMS YIIOJTHOMOUYEHHBIM
munoM u peructpanuu B «1C: JlIokyMeHT0000pOT 8».

4.4.3. IlnaHoOBO-y4eTHbIC JOKYMEHTBI

Xpanenne B «1C: JlokymMmeHTOOOOpOT 8»: mMmamka BHYTPEHHUX IOKyMeHTOB «lliaHoBo-
YUETHBIE JOKYMEHTBI.

CocTaBnsroTcsl U3 MAaKU COOTBETCTBYIOIIETO BUAA JOTOBOpPA KaK BHYTPEHHUH JOKYMEHT 110
1abJIoHy, BKIIIoUeHHOMY B «1C: JJokyMeHTO000pOT 8».

JloroBopHasi JOKYMEHTAallUsl PEryJIHpyeT XO3SICTBEHHbIE M HWHBIE B3aUMOOTHOIICHUS
CyObEKTOB SKOHOMUYECKOH J1eATeIbHOCTH.

K noroBopHbIM TOKyMEHTaM OTHOCSITCSI:

— THUMoBas ¢popma J0roBopa,

— JIOroBOp, 3aKioueHHbIH AY «HedTeroranckuil moJMTeXHUYECKUN KOJUTIEIDK,

— JIONIOJTHUTEIBHOE COrJIallleHue K JO0roBopy, 3akitoueHHoMy AY «Hedreroranckuit
MOJINTEXHUYECKUH KOJIIEIIK»,

— Jpyrue JOOKYMEHTBI, CONPOBOXKIAIOIIME JOTroBOp (creuuuKkanus, HakIajHas, CyeT-
(axTypa, aKT BHIIOJIHEHHBIX padoT).
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4.4.4. Pernamentupyrommue 1okymeHTsl (P/1)

Xpanenue B «l1C:  JlokyMeHTOOOOpPOT 8»: Tmamka BHYTPEHHHX JIOKYMEHTOB
«Pernamentupyromue 1okyMeHTtsl (P1)».

CocraBmstorest u3 noananku «lIpoexte» manku «Pernmamentupytomue noxkymeHTs (PJ1)»
KaK BHYTPEHHHH JOKYMEHT I10 11abJIoHy, BKIFOUeHHOMY B «1C: JIOKyMEeHTOOO0pOT 8».

Permamentupyromme nmokymentsl (PJl) ompepensior (QyHKIMOHAIBHOE COACPIKAHHE
nesitenbHOCTH AY «HedTeroraHcKkuid OJIMTEXHUYSCKUN KOJUISDK» B IIEJIOM, €€ MOApPa3ACICHU U
pabOTHUKOB.

4.4.4.1. TlpaBuna

[IpaBuna 3akpemysioT YCIOBUS W KPUTEPUHU BBIMOJHEHHS OIEpanuil. Y CTaHABIUBAIOT
TpeOOBaHUS K MOMEILIEHUSM, PEKUMY TPYZAa, BHEIIHEMY BUJTY, IOBECHUIO U OOIICHUIO PAOOTHHUKOB.

[IpumMepsl TOKYMEHTOB: npasuia mpyoosoco pacnopsaokd, Npasuid e0eHus meieQoHHbIX
nepe2o8opos, Npasuia 6e0eHuUsi KACCo8blX onepayutl, npasuia eedeHus 0yxeaimepckozo yyemad,
npasuia NPOMUBONONCAPHOSO PEAHCUMA.

4.4.4.2. llonoxeHus

[Tonmoxxenne 00 0OBEKTE neATENBPHOCTH. B monokeHUH 00 O0O0BEKTe AeATeIbHOCTH
uHpopmanug o0 oOIIMX MpaBWIIaX PErJaMeHTHPYEMOro Ipoliecca MpeodiagaeT HajJ YaCTHBIMU
MPaBUJIAMU UX BBITTOJHEHHS.

B kauecTBe 00BbEKTa AEATETFHOCTH BBHICTYIAIOT:

— TPOAYKT WU YCIIyTa,

— OrJIKeThl, TapUQBbl, TUMHUTHI, PUCKHU U T. II.

[Tonmoxxenne 00 o0OBEKTE MAEATEIHPHOCTH MOXKET COJepKaTh: Ha3HAa4eHHE, IapameTphl
(XapakTepUCTUKH),  OTPaHUYEHHUS,  MOPAJOK  (POPMHUPOBAHUA/MCIIONB30BAHUS,  (YHKIHUU
COOTBETCTBYIOIIMX TOPA3ICIICHHA.

[TpuMepbl JOKYMEHTOB: nosodiceHue o0 O0elonpoussoocmee, noaodicenue 00 ynpasienuu
0eOumopcKoll  3a00JHCEHHOCMbIO,  NOJN0JNHCEeHUe 00 YNpaeieHuu ONepayuoOHHbIMU  PUCKAMU,
Tlonooicenue 06 opeanuzayuu 06paz06amesbHO20 NPoYecca, NON0AHCEHUE 0 Neda202UYecKoM coseme
u m.o.

4.4.4.3. PernameHT

B npounenypax pernaMeHTHpYEeMOro npoiecca (OnMcaHue KOHKPETHBIX (QyHKIUH, onepanui
U JIEUCTBHI €ro y4acTHUKOB) 00513aTeNbHBIX I IPUMEHEHHUS.

[IpumMepsl TOKYMEHTOB: noI0XMCeHUe 00 onaame mpyoa pabomHUKO8 KOJLLe)H Cd.

4.4.4.4. Tlopsiok

[Topsimox ycTaHaBIMBAaeT MpaBHIia OpraHU3alluU U TIPOBEJCH U MEPOTIPUSATHH C IIENTBIO
o0ecneyeHns JOCTYITHOCTH U OTKPBITOCTH MH(OPMALIUU O I€ATEIbHOCTH KOJIIEKA, a TAaKKe
MpUMEHEeHHUs B paboTe.

[IpumMepsl TOKYMEHTOB: HOPAOOK MOPAILHO2O NOOWPEHUs, NOPAOOK OP2AHUZAYUU U
npogedeHUs: 0eMOHCMPAYUOHHO20 IK3AMEHA U M.O.

4.4.4.5. Meronuka

Mertonuka packpbiBaeT MHQOPMAIMIO O CIOCO0ax M CPeICTBaX BBIMOJHEHUS KaKOW-THMO0
¢byHKIMYU (omepaluu) CTaAuy Ipolecca.

[TprMepsl TOKYMEHTOB: MemoouKa pacuema 4e20-1ubo, Memoouxa oyeHKu 4e2o0-1uoo.

4.4.4.6. PaGoyas HHCTPYKIUS

B uHCcTpykumu uH(OpManus O YacTHBIX MpaBWIaX W MPOLEAypax perJaMeHTHPYEeMOro
nporecca (onMcaHue KOHKPETHBIX (DYHKIUH, OTepanuii ¥ AeWCTBUN €ro yYaCTHUKOB) MpeodiaaeT
HaJ| OOITUMH TTPaBUIIAMHU.
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[IpuMepsl TOKYMEHTOB: uHCmMpyKyus no 6600y 0okymenmos 6 «1C: [lokymenmoobopom 8»,
UHCMPYKYUA NO UCNOTb30BAHUIO DNEKMPOHHOU NOONUCH.

4.4.4.7. [IporpamMMa pa3BUTHUS

[Iporpamma pa3BUTHA - 3TO BaKHEHIIMN CTPATErHUECKUI TOKYMEHT 00pa3oBaTeIbHOTO
YUpEXKJIEHUS, MepexXoAsiero (mepemeanero) B MHHOBAIMOHHBIA PEXUM >KU3HEAEATEeIbHOCTU U
IPUHSIBILIETO 32 OCHOBY IPOrPaMMHO-LIENEBYIO UICOJIOTUIO Pa3BUTHS.

4.4.5. UudpopManiuoOHHO-CIIPABOYHbIE JOKYMEHTbI

XpaHeHue  BHYTPEHHHX  WH(POPMALMOHHO-CIIPABOYHBIX  JOKyMeHTOB B  «1C:
JokyMeHTOOOOpOT 8»: mamka BHYTpEHHUX JOKyMeHTOB «MHbopMannoHHO-CIIpaBOUHBIE
JIOKYMEHTBI.

CocTaBngrOTcsl W3 TMAanKd COOTBETCTBYIOLIEro BUAA HH(GOPMALMOHHO-CIIPABOYHOTO
JOKYMEHTa KaKk BHYTPEHHUH TOKYMEHT 110 mabiaoHy, BKIoueHHOMY B «1C: JIoKyMeHTO000pOT 8.

4.4.5.1. 3asBKa Ha BBINOJIHEHUE PAOOT/YCIYT (3aKyINKa MaTeprasia/OCHOBHBIX CPEJICTB)

3asiBKa Ha BBIOJIHCHUE PAOOT/YCIIYT COACPKUT MPOCHOY pyKOBOIUTENO0 AY
«Hedreroranckuii moMUTEXHUUECKUN KOIIEIK» OT PYKOBOJIUTEINSI CTPYKTYPHOTO MOIpa3/IesIeHus O
3aKyIKe MaTepHuajIoB, 000PYAOBaHUs, 3aKIFOUYCHNUH JTOTOBOPOB, BhIJJAUE CO CKJIaa MaTepUAIbHBIX
EHHOCTEH U T.1.

3asBKa Ha BBIIIOJHEHHE PA0OT/yCIyT OTHOCHTCS K JOKYMEHTaM I10 X035HCTBEHHON
JEeSITEIIbHOCTH KOJUIEKA.

3asBKa Ha BBIIIOJIHEHHE pabOT/ ycayr (3aKynKa MaTeprasia/OCHOBHBIX CPEICTB) OHOpMIISIETCS
cocraButeneM B «1C: JlokyMeHTOOOOpOT 8» Kak BHYTPEHHMH JOKYMEHT B Mamke «3asBKa Ha
BBINIOJIHEHHE paboT/yciyr (3aKylka MaTepHana/OCHOBHBIX CPEICTB» MO IabJoHy «3asBKa Ha ....»
BBIOPATh U3 MPEAJIOKEHHOTO CITUCKA.

B ydeTHo#1 kapTOUKe HEOOXOIUMO 3aTIOJTHUTD:

— mnone «HaunmeHoBaHueY,

— OMHucaTh MPOU3BOACTBEHHYIO HEOOXOIUMOCTh 3aKyIKH/YCIIYT,

— yKa3aTb CyMMY 3aKyIKH/yCIIyTH

K 3adBke HYXHO NpPHUKPENHUTh JONOJHUTENbHbIE (aiibl, TEXHUYECKOE 3aJaHue,
XapaKTePUCTHKH U T.[.

[Tocne 3akpbITUSl YIETHON KapTOUKHU M BCEX MPHIIOKEHHBIX (pailiioB 3asiBKa Ha BHIIIOJHEHUE
3aKynKy/ycinyru OyaeT aBTOMaTHUeCKH HarpaBiieHa B 00pabOTKy M Ha corjlacoBaHue B (PMHAHCOBO-
SKOHOMMUECKYIO CIIyKO0y, 3aTeM Ha YTBEPKACHUE U PETUCTPALIUIO.

4.4.5.2. 3asBneHue

3asBIEeHUE CONEPKHUT MPOCKOy pykoBomutento AY «HedreroraHckuii MOMUTEXHUIECKUN
KOJIJIEJK» OT UMEHHU paboTHUKA. OTHOCUTCS K TIOKyMEHTaM I10 KaJpOBBIM BOIpocaM (0 MpHeMe Ha
paboty, 00 YBOJIBHEHUH, O TIPEIOCTABICHUN OTITYCKA).

3agBneHne Ha oTmyck odopmisiercs cocrtaButeneM B «1C: JIokyMeHTOOOOpOT 8» Kak
BHYTPEHHUH TOKYMEHT B Manke «3asBICHUS Ha OTIYCK» MO mabjaoHy «3asiBICHNUE HAa OTITYCK.

B ydeTrHoi1 kapTOUKe HEOOXOIMMO 3aTIOTHUTD:

— mnone «HanmeHoBaHuEY,

— TPWIOKEHHBIN (ailn «3asBIeHue».

[Ipn HEOOXOAMMOCTH K 3asBICHHI0O MOXHO MPHUKPENHUTh OMOJHUTENIbHBIE (aiiibl. Bee
JIOTIOJTHUTENbHBIE (Daliiibl TOKHBI OBITH OMUCAHBI B TeKCTe (aiina «3asBieHHe Ha OTIIYCK» WIH B
nosne «KpaTkoe conepxaHue) y4eTHOM KapTOUKH.

[Tocne 3aKpbITHS Y4ETHOW KapTOUYKU M BCEX MPHIIOKEHHBIX (DaillioB 3asBiICHHE HA OTITYCK
OyIneT aBTOMAaTHMYECKH HANpPaBJIEHO Ha COIJIaCOBaHHE JIMHEHMHOMY pPYKOBOAMTENIO, 3aTeM Ha
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yTBepKAeHHE U peructpanuio. [locne perucrpanuu 3asBiaeHus OyyT aBTOMAaTUYECKH MTOCTABIICHBI
3amaun OTaeny KajapoB U byxrantepuu Jijisi yueTa OTIyCKa U BBIILIATHI IEHEKHBIX CPEJICTB.

4.4.5.3. Ciy>xeOHas 3anucka

CocraBisieTcss Kak BHYTPCHHHI JTOKYMEHT U3 nanku «Ciy:KeOHbICe 3aliCKu» 10 MIabIoHy
«CnyxeOHasi 3arucKa.

Crmy>xeOHast 3amucKa sSBisieTcst opMol BHYTpEHHEH EPEnUCKU U COJEPIKUT 00CTOATEIHHOE
U3JI0’KEHUE KaKoro-aubo BOIMpoca ¢ BBIBOJAMH M MPEAJIOKEHUAMU cocTtaButeis. Ha ocHoBanuu
MPEICTaBICHHON MH(POPMAITUN MOTYT IIPUHUMATECS YIIPABICHYECKUE PEIICHUS.

B ydeTHoii kapTOuKe HEOOXOAUMO 3aIIOTHUTH:

— mnone «HanmenoBanuey,

— mpuioxkeHHbIH (aiin «CiryxeOHas 3armmcKa;

[Tpu HEOOXOUMOCTH K CIYKEOHOH 3amMiCKe MOXHO MPUKPENUTH JOMOJHUTEIbHbBIC (DaitIIbI.
Bce nononauTensHbIe (Qaiiiibl TOMKHBI OBITH OMICAHBI B TeKCTe (haiina «CiyxeOHas 3amicKka» Win B
nose «Kpatkoe copepkaHue» y4eTHON KapTOUKH.

TekcT cmykeOHOU 3alMCKH MOXKET COCTOSATh U3 JABYX 4YacTeil. B mepBoi yacTu m3nararorcs
(bakTbl WK COOBITHS, MOCIY)XHUBIIKE MOBOJOM K HAMMCAaHUIO 3alMCKH, BO BTOPOl — BBIBOIBI U
MPEAJIOKEHUST O KOHKPETHBIX JCHCTBUAX, KOTOpBIE, MO MHEHHUIO COCTAaBHUTEINSA, HEOOXOIUMO
MPEANPUHSATH B CBSI3U C U3JI0KEHHBIMU (haKTaMHU.

[Tocne 3akpbITHS y4eTHOW KapTOYKH M BCEX INMPHIIOKEHHBIX (DAJIOB Ciy)xeOHas 3amucka
OyleT aBTOMATHYECKH HAlpaBliieHA Ha COTJACOBAaHHME JMHEHHOMY pPYKOBOIHMTENIO, 3aTeM Ha
PaccMOTPEHHE U PETUCTPALIUIO.

4.4.5.4. CnyxxeOHas 3anucka (CTUMYJIHPYIONINE BBIILIATEI)

CocraBnsieTcs Kak BHYTPEHHHI JTOKYMEHT U3 manku «CioykeOHble 3alMiCcKu» 1Mo abIoHy
«CnyxeOHast 3anmucKa (CTUMYJIHUPYIOITUE BBITUIATHI ).

Crny>xeOHast 3ammcKa sBisieTcst opMol BHYTpEeHHEH MepenucKu U COAEPKUT 00CTOATEIbHOE
U3JI0’KEHUE KaKoro-iu0o BOIpoca ¢ BBIBOJAMHU M MPEAJIOKEHUAMU cocTtaButens. Ha ocHoBanuu
MpeICTaBICHHON NH(POPMAIIUN MOTYT PUHUMATHCS YIIPABICHYECKUE PEIICHUS.

B yueTHoO# kapTOuKe HEOOXOIUMO 3ATIOTHHUTD:

— mnoine «HaumeHnoBanue,

— npuiokeHHbIN ¢aiin «CinyxeOHas 3arnucKay;

[Tpu HEOOXOMUMOCTH K CITY’)KE€OHOM 3alHMCKE MOXKHO MPUKPETUTH JOTOTHUTEIbHBIC (halIbI.
Bce nononuuTenbHbie (Gaitibl JOMKHBI OBITH OMHMCaHbI B TEKCTE (aiina «CoyxkeOHast 3amucKay i B
nosie «Kpartkoe copepkaHne» y4eTHON KapTOUKH.

TekcT cmy:keOHON 3alMCKU MOXKET COCTOATh U3 ABYX yacTeil. B mepBoii yacTu m3nararorcs
(bakThl WKW COOBITHSI, TIOCTY)KUBIIIUE TMOBOJOM K HAMHMCAHHWIO 3aIUCKH, BO BTOPOH — BBIBOJIBI H
MPEIOKEHUSI O KOHKPETHBIX IEHCTBHUSAX, KOTOPHIE, MO MHEHHUIO COCTABHUTENS, HEOOXOAMMO
MPEATNPUHSTE B CBSA3U C U3JI0’)KEHHBIMHU (DaKTaMHu.

[Tocne 3akpbITHS y4eTHOW KapTOYKH M BCEX MPIIIOKEHHBIX (aiyoB ciry:keOHas 3amucka
OyZeT aBTOMAaTMYECKHd HAlpaBlieHa Ha COIJIACOBAaHWE JIMHEHHOMY pYKOBOJIMTENIO, 3aTeéM Ha
paccMoTpeHre B (PMHAHCOBO-9KOHOMHUYECKYIO CIIYKOY M PETUCTPAIIHIO.

4.4.5.5. JloksiajHas 3aucKa

CocraBnsieTcss Kak BHYTPEHHUH TOKYMEHT M3 Manku «J{OKJIaJHble 3alMHUCKI» IO MA0IOHY
«JlokmaaHas 3amucKa.

JloknanHas 3anmucka sBisercs: GopMoi BHYTPEHHEH MEPENUCKH U CONEPKUT 00CTOSTEIHbHOE
U3JI0’KEHUE KaKOro-Tu00 HapyUIeHHs ¢ BBIBOJIAMU U MPEAJIOKEHUAMU cocTaBuTelnss. Ha ocHoBaHuu

Crtpanuma 32 u3 82



HEDTEIOT AHCKWIA
NOAUTEXHUMECKUIA
KOAA

g

Mpe/ICTaBICHHON MH(OpPMAlMU MOTYT MPUHUMATHCSA YIPABICHYECKUE PEIICHUS O MPHUBICYCHHUH
BUHOBHBIX K JUCLUIUIMHAPHON OTBETCTBEHHOCTH.

B ydeTHO# KapTOUKEe HEOOXOIUMO 3aIIOJTHUTD:

— mnoiae «HaumeHoBaHue,

— TpUIIOXKeHHBIN (aitn «/lokagHas 3amuckay;

[Ipn HEOOXOIMMOCTH K JOKJIATHOM 3alKiCKe MOXKHO MPUKPENUTh JOMOIHUTEIbHbIE (halibl.
Bce nononauTensHbIe (haliiibl TOJDKHBI OBITH OMMCAHBI B TeKCTe (haiina «JlokmaaHast 3ancKa Win B
nosne «KpaTkoe cosepxanue) ydeTHOM KapTOUKH.

TekcT HOKIagHOM 3alMCKU MOKET COCTOSITh M3 JBYX 4acTeil. B mepBoi yacTu u3araroTcs
(dakThl WM COOBITHS, MOCIYKUBILIKME MOBOJOM K HAMUCAHHMIO 3allUCKHU, BO BTOPOM — BBIBOABI U
NPEUIOKEHUSI O KOHKPETHBIX JEHCTBHUAX, KOTOpPbIE, 10 MHEHHUIO COCTAaBUTEINsA, HEOOXOIMMO
MPEINPUHSTH B CBSI3U C U3JI0)KEHHBIMU (haKTaMHU.

[Tocne 3aKkpbITHA y4eTHOH KapTOUYKH M BCEX IMPHUIIOKEHHBIX (DaiioB ciry>keOHas 3ammcka
OyIneT aBTOMAaTHYECKH HAaIpaBlieHA Ha COrJacOBaHWE JIMHEHHOMY PYKOBOJUTENIO, 3aTeéM Ha
PacCMOTPEHHUE U PETUCTPALIMIO.

4.4.5.6. OObsicHUTENBHAS 3alUCKA

CocraBnsercs Kak BHYTPEHHMM JOKyMEHT W3 mnanku «OOBSCHUTENbHBIE 3alUCKU» I10
mrabiaony «OObsICHUTEbHAS 3aMTUCKaY.

OOmpsicHUTENbHAS 3amMCKa sBISIETCS (OPMONW BHYTPEHHEW TMEPENUCKH U COACPIKUT
0OCTOSTENIEHOE M3JIOKEHNE KAaKOTO-TH00 HAPYIICHUs C pa3bsiCHEHHEM (akTa HapyIIEHUS KaKoro-
aubo nedcTBus MO0 Oe3neicTBUs cocTaBuTens. Ha ocHOBaHMM mpejacTaBieHHOW HH(pOpMaIuu
MOTYT NPUHHUMATHCS YIPABICHYECKUE PEIICHUS O INPUBICYECHUH BUHOBHBIX K JUCHUIIIIMHAPHOU
OTBETCTBEHHOCTHU.

B ydeTHoi1 kapTOuKe HEOOXOIUMO 3aTIOJTHUTD:

— mnoiue «HaumenoBanuey,

— MpUIOKEeHHBIN Qailn «OObACHUTENbHAS 3alIUCKaY;

[Tocne 3akpbITHS yU€THOM KapTOUYKHU U BCEX NMPHIIOKEHHBIX (aillioB 00bSICHUTEIbHAS 3aMKicKa
OyzeT aBTOMATHYECKH HalpaBleHAa Ha COIJIaCOBaHHE JIMHEHHOMY pPYKOBOJUTENIO, 3aTe€M Ha
PacCMOTPEHHUE U PETUCTPALIMIO.

5. HOPAAOK PABOTHI C OTAEJIBHBIMU BUJAMHU JOKYMEHTOB
5.1. IToaroroBka OpraHu3anMOHHO-PACNIOPSIANTENbHBIX JOKYMEHTOB
5.1.1. Oransl noaroroBku npoexkra OP/{

ITonroroBka npoexkra OP/] BkiItoyaeT ciaenyronie dTamnsl:

— H3yYeHHeE CyIlecTBa BOmpoca U cOOp HEOOXOAUMBIX CBEJCHUI,

— cocraBiieHue Tekcta mnpoekta OPJl u3 coorBercTByromiero mabnoHa B «1C:
JoxymeHTO0000pOT 8,

— corylacoBanue u yrepxkaeHue npoekta OPJl ¢ ucnons3oBanueM nporecca «O6padoTka
IIpHUKa3ay.

[Ipoexktsr OPJ] Bcex BUIOB, a TakKe M3MEHEHHMs] K HUM COCTABIIAIOTCS U3 IOJNANK{
«[IpoexTel» manku coorBercTByIOHiero Buaa OPJl kak BHYTpeHHUH JTOKYMEHT IO MIa0JIOHY,
BKIIOYeHHOMY B «1C: JIoKyMeHTOOO0pOT 8».

ITocne 3akpeiTust kaprouku OPJ] nokymeHT Oyner HampaBiieH Ha corjiacoBaHue (1o
3aJJaHHOMY MaplLIpyTy, BKJIIOYast INHEHHOT0 pyKOBOJUTENS) U YTBEPKACHUE JIHILY, OTBETCTBEHHOMY
3a ero MOANNUCaHUE.
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s HampaBieHUsT HAa COIVIACOBAHME NpPHKa3a C MPUJIOKEHUEM YCTAaHOBHUTE CBSI3b MEKIY
MIPUKA30M M MIPUIIOKEHUEM K HEMY U J00aBbTE B CIIMCOK MPEJAMETOB HYKHBIN BaM JJOKYMEHT.

5.1.2. TpeboBaHusi K CTPYKTYpe U coaep:kanuio OPJ]

Oo6s3arenpabiMu pekBm3uTamu OPJl sBisitorcs: HammenoBanue AY «Hedreroranckuii
MOJIMTEXHUYECKUI KOJUIEK», HAMMEHOBAHME BUJA JOKYMEHTA, J1aTa, PErHCTPAalMOHHBIM HOMEp,
MECTO COCTaBJICHUS WJIM W3/laHUsl JOKYMEHTa, 3aroJIOBOK K TEKCTY, TEKCT JOKYMEHTA, MOAIMMKCH,
OTMETKa 00 HCITOJIHUTEE.

Texctr OP/l cocTouT U3 ABYX 4acTeil: KOHCTATUPYIOIIEH U pacopsIAUTEIILHOM.

B xoHcTaTupyromei yactu gaeTcsi 000CHOBAaHUE PACIOPSIUTEIbHBIX IeUCTBUI. B kauecTBe
000CHOBaHUS ACUCTBUI MOXKET BHICTYIIATh:

- HOPMaTUBHBIM NIPaBOBOM aKT BBIIIECTOALLEIO OPraHa WM PACHOPSAIUTENbHBIN TOKYMEHT,
paHee U31aHHbIA OpraHu3alKel;

- GopmynupoBKa Leneil U 3adad, CTOSAUIMX IEepell OpraHu3aluel, onucaHue (akToB HIU
COOBITHI, TOCTY)KUBIINX NPUIMHON W3IAaHUS MTPHUKA3a.

OHa MOXET HaUYNHATBCSI CIOBAMMU «6 YelsiXy», «8 COOMEEMCMBUUY, «80 UCNOIHEHUe» N T. 1.

Ecnun OP/l u3znaercst Ha OCHOBAaHUHU JIPYroro AOKYMEHTa, TO KOHCTaTHPYIOIIasi 4acTb OyAeT
coJiepKaTh HAUMEHOBAHUE ATOr0 JIOKYMEHTa, €ro JAaTy, HOMEpP U 3arojioBoK. B ydueTHo# kapTouke
npoekta OP/] moypkHa OBITH YCTAaHOBIIEHA CBSI3b C JJOKYMEHTOM-OCHOBAHHEM.

Kouncratupyromyto yacte (mpeamMOyiy) OMYCKAalOT, €ClU COJAEp)KaHHWE [OKYMEHTa He
HY)KJAeTCsl B IOSICHEHUH UM OOOCHOBAaHUHU.

BBognas wacte npoektoB mpuka3oB 3asepuiaerca cioBom ITPUKA3BIBAIO, xoropoe
[e4aTaeTcss ¢ HOBOM CTPOKHU NMPOMMCHBIMU OyKBaMU 0€3 pa3ps]KU C BBIJIEICHHEM IOJIY>KHUPHBIM
mpudToM mim 0e3 BblJleNeHus oT ad3ala, mocie KOTOpOro CTABUTCS ABOETOUHE.

BBojHas yacTh NPOEKTOB pELICHHH 3aBepIIaeTCsl Ha3BaHUEM KOJIJIETHAIbHOIO OpraHa, ero
npuHUMarolero, u ciosa PEHTNJL.

BBogHas yacTb NpPOEKTOB  pacHOpsKEHUM, Kak MpaBUiIO, 3aBeplUIaeTcs  CIOBOM
OBA3BIBAIO, HO B HEKOTOPBIX CIIy4asX B 3aBUCUMOCTHU OT COAEPKAHUS paCOPSAUTEIbHON 4acTh
nokymeHTa ciioBo OBA3BIBAIO MoxeT ObITh OIMyIIeHO.

PacniopsuTenbHas 4acTb COCTOUT M3 IYHKTOB, B KOTOPBIX M3J1araroTCs yNpaBICHUECKHE
pelIeHus.

Ecnun pemienue sBisieTCsl OpPraHU3allMOHHBIM  («YTBEPAMTB», «CO3/1aTh»), B IIYHKTE
pacnopsAMTEILHON YacTH MpHKaza GopMyIUpyeTcsl caMo pelieHue 0e3 yKa3aHHs UCIIOJHUTeNeH 1
CPOKOB HCHOJHEHMs. OpraHu3aliOHHBIE PEUIEHHWS BCTYNAlOT B CHJy C JaThl IMOANMCAHUA U
perucTpanuu npuKasa.

Ecnu nyHKT popMynupyeT nopyyeHue, B HEM yKa3bIBAaCTCA:

- IOPYYEHUE;

- UCTIOJIHUTENH (MCTIONTHUTEIN );

- CPOK HCIIOJIHEHHUS TOPYUYEHUSI.

Ecin  ynpaBieHueckoe — AE€WCTBME — NpPENAIOJaraeT  KOHKPETHOTO  HCIIOJIHUTENS,
COOTBETCTBYIOIIUN MYHKT JODKEH HAaYMHATHCS C yKa3aHUs JODKHOCTH M (aMUIMM HCTIOTHUTENS
(MHUIMAIIBI B TEKCTE CTaBATCS Mocie (paMIIIMKU) B 1aTEIbHOM Ta/IekKe IS IPUKA30B U POJIUTEIEHOM
— Ui pacnopsbkeHui. Eciu B kadecTBE MCHOJIHUTENS YKa3bIBaeTCs MOJpa3JeieHue, TO IOocie
Ha3BaHUS MOJpPA3JEICHUs] B CKOOKaX YKasbIBaeTcs (paMuimMs pyKOBOAMTENS TMOApA3ICICHHS B
MMEHHTEIIBHOM NaJeXKe, Hanpumep:
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IMPUKA3BIBAIO:

1. 3aBemyromemy xo3siictBoMm Paxmarymuny A.P. B cpok mo 18.03.2024 mnpoectu
WHBEHTAPH3AIIHIO. . .

W

1. XoszsiictBenHoit uwactu (Paxmarynmuny A.P.) B cpoxk mo 18.03.2024 mnposectu
WHBEHTAPH3AIIHIO. . .

OBS3bIBAIO:

1. 3aBenyrouiemy xo3siiicteom Paxmatynuny A.P. B cpok 1o 18.03.2024 pa3paborars...
WIH

1. Xo3zsiicrBenHoit yactu (Paxmatynuny A.P.) B cpok 10 18.03.2024 pa3zpaborars...

B npukasax no Ju4HOMy cocTaBy (paMHJIMU, UMEHA U OTYECTBA MULIYTCS OJIHOCTHIO.

Ecmu B pacmopsauTensHOM JTOKYMEHTE HEOJHOKPATHO YHOTPEONseTcs, TO WM HHOE
IOHATHE, HAUMEHOBAHUE WJIM IEPEUUCIIEHUEe Yero-inbo, TO HpU IEPBOM YINOMHUHAHUU OHO
NPUBOAMUTCS IEJIMKOM, a B CKOOKaX YKa3bIBACTCS COKPALICHHOE Ha3BaHWE, HaIpuMep:
IIpoussoocmeennwiti omoen (daree — I10), mocine 4ero ymnorpedseTcss TOJIbKO COKpaleHHOE
Ha3BaHUE.

Ecnu mpoekT pacnopsauTeNnbHOr0 JOKYMEHTa OTMEHSIET MOJHOCTBIO WIIM YaCTUYHO paHee
U3JJaHHbIE JIOKYMEHTBHI, TO B MPEIIOCICIHEM IYHKTE MPOEKTa PACHOPSAUTEIHHOTO JOKYMEHTA
HE00XO0/IMMO UX yKa3aTb.

Hanpumep:

3. IIpu3HaTh yTpaTUBIIMM CHUIY MpHuKa3 oT 25 ceHTsaops 2021 r. Ne 555 «O0 yTBepxaeHun
ITpaBu1 BHYTPEHHETO TPYIOBOTO PACHOPSIIKa.

B MMOCJICAHEM ITYHKTC pacClopAAUTCIIBHOIO JOKYMCHTA YKa3bIBACTCAd HANMCHOBAHUC
JOJDKHOCTH JIMIA, OTBETCTBCHHOI'O 3a €TI0 MUCITIOJIHCHUEC, C YKa3aHUEM (l)aMI/IJ'H/II/I 1 MHUIUAJIOB.

Hanpumep:

4. KoHTpoOJIb 32 UCTIOTHEHHUEM TMPUKA3a BO3JIOKHUTH HA 3aMECTUTES T€HEPAIbHOTO AUPEKTOpa
NBanoa A.A.

5.1.3. CoranacoBanue u yrBepxaeHue npoekros OPJ]

CornacoBanue npoekta OPJ] mpousBogutcs B «1C:/JokymenTtoo6opore 8». s kaxmaoro
Buna OPJ] HacTpoeH mabJIOH COTJIaCOBaHUS, KOTOPBIM COJEPKHUT CIHCOK 00S3aTeIbHBIX
COTJIACYIOUTUX JIUII.

O0s3aTebHBIMU COTIIACYIONTUMU JHIIaMu TTpoekToB OPJI siBisitoTes

— PYKOBOIUTEIb MOIpa3ieNieHus, B KOTOPOM MoAroToByieH mpoekt OP/l;

— PYKOBOIHUTENW MOJpa3JelieHui, AeATeIbHOCTh KOTOPBIX 3aTparuBaeTcs COJEp:KaHueM
npoekTta corinacyemoro OP/;

— OPUCT (Ha IpeaMET COOTBETCTBHS OJTHOMOYHM U3AI0IIET0 TIOKYMEHT JINIA COJIEPKaHUIO
OP/1, a Tak»e B 4aCTH OLIEHKH ITPaBOBBIX BOIPOCOB, BOSHUKAIOUIHMX B CBS3U C U3JJaHHEM JIOKYMEHTA);

7

" I[lepeuens coznacyiowux nuy modxcem Goinb CKOPPEKMUPOSAH RPU BHEOPEHUU C YHEemMOM OP2AHUSAYUOHHOU CIMPYK-
mypuvl npoPdeccuoHanbHOU 00PA308aMeENbHOL OPAHUIAYULL.
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— «Cekperapb-A€I0IPOU3BOAUTEND) (Ha peamer COOTBETCTBUS HOpMaM
JIeJI0NIPOU3BOACTBA U TpeOoBaHUAM HacToswero [lonoxenus);

— I'maBHbIii Oyxrantep (eciu conepkaHue mnpoekra cormacyemoro OPJl cBs3aHo ¢
pacxoJ0oBaHUEM JIEHEKHBIX cpelncTB «OpraHuzauumm» win ecau npoekt OPJl coxpepxur
IIPEAIMCAHUE O JEHEKHBIX BBIIIATaX);

— OTBETCTBEHHBIH 3a KaJIpoBYI0 paboTy (1JI NPUKA30B 10 JINYHOMY COCTaBY).

OTBETCTBEHHOCTh 3a MPABWIBHOCTh IOpSAJKA COIVIACOBAHUS U IOJIHOTY CIHCKa
COTJIaCYIOUIMX JIMI[ HECET PYKOBOAMTENb CTPYKTYPHOTO MOJpa3esieHUs-pa3paboTyiKa MpPOEKTa
OP/I.

Cpok nmopabotku mpoekta OPJ] mocie OKOHYaHHWS dTama COTJACOBAHHS OIPEIENSETCS C
Y4€TOM KOHEYHOI'O CpOKa MOATOTOBKH JIOKYMEHTA.

KoppekTHoe ucrosib30BaHre TOTOBBIX NIA0JIOHOB JOKYMEHTOB U 11a010HOB mporeccoB «1C:
JlokyMeHT0060poT 8» onTumusupyet padoty ¢ OP /I, moBbIiaeT Ka4ecTBO JOKyMEHTOB U COKPALIAeT
BpEeMS Ha UX pa3padoTKy.

YrBepxnenue npoekra OP/] npousBoautcs B «1C: JIokyMeHTOOO0pOT 8» B paMKax Ipolecca
«O6paboTka npukaszay» 1id qanHoro sujga OPJI.

bymaxknas Bepcust OPJ] mouiexuT BHU3MPOBAaHUIO YHOJHOMOYEHHBIM JUIOM. llepenauy
JIOKYMEHTA Ha MOANKCaHNE ocyllecTBIseT «CeKpeTapb-1eI0IpOU3BOAUTENb.

Buecenue ucnpasnenuii B yreepakieHHb1i OP/] 3anpermaercs.

[IpucBoenue  peructpammonHoro  Homepa OPJl  mpomsBomutcs  «Cekperapem-
nenornpousoautenem» B «1C:JlokyMeHTo000poTe 8» Mmocie ero CorjiacoBaHus U YTBEPXKICHUS 110
3apaHee HAaCTPOEHHBIM IpaBuiiaM Hymepauuu. s OP/] BeneTcs ckBo3Hast HyMepauusl B mpejienax
KaJIEHAAPHOTO IoJ1a OTAEJBHO IS KaXI0T0 BUAA JOKYMEHTA.

[Tocne perucrpanuu npuka3 JOJDKEH OBITh HampaBieH Ha ucnojgHeHue. «Cekperapb-
JIeTIOTIPOU3BOANTENb» BBOAUT JaHHbIE 00 MCHOJHMUTENSIX U CPOKM MCIIOJHEHHS B aBTOMAaTHYECKU
OTKPBIBIIYIOCSA KapTOUKY mpolecca «VcnoaHenue».

5.1.4. lly6mkauus, xpaHeHue u aoctyn k OPJI

OnektpoHHas Bepcusi OPJl XxpaHuTcs B Manke JaHHOTO BUJA JOKYMEHTa CIIPaBOYHUKA
«BHyTpennue nokymeHTh» mporpammbl «1C: JlokymeHTooOopoT 8», Hampumep: «lIpuxazvl no
OCHOBHOU 0€sMeNbHOCIUY.

Opurunansebii dk3emmuslp OPJl xpanutcs y «Cekperaps-Aesonponu3BOAUTENS» B
COOTBETCTBHUH C TpeOOBaHUAMH pasnena 7.3 Hactosiiero [lomoxxenus.

Hoctyn x snextponHoi Bepcuu OPJl ocymiecTBisieTcss B COOTBETCTBUM C HACTpOMKaMu
noctyna B «1C: JIokyMeHTOO0O0pOT 8», MPUCBOCHHBIMU TIAIIKE TAHHOTO BHJIa JOKYMEHTA.

JloBeneHue yTBEpkKAEHHOTO U 3apeructpupoBanHoro OPJl 1o cBeneHus 3aMHTEPECOBAHHBIX
mun  ocymecTBisierca  «CekpeTapeM-AeJoNpOU3BOAUTEIEM» B COOTBETCTBHM C IOPYYEHHEM,
BBIJIaBAEMBIM B paMKaxX KOMIUIEKCHOTO mporecca «O0paboTka npukasza» /«O0paboTka pereHus»/
«O6paboTka pacniopspkeHus» nporpaMMel «1C: JIokyMeHTO060pOT 8.

[TyOnukanusi TOKyMEHTa 3aKJI04YaeTcss B MEPEHOCE 3aperuCTPUPOBAHHOIO JOKYMEHTa U3
nanku «IIpoekTsl» B mamky AaHHOrO BUAA AOKYMEHTa, Hampumep, [lpuxazvi no OCHO8HOU
oeamenvrocmu, Pacnopsiocenus enagnozo oyxeanmepa, [Ipomokonvt Habniooamenvrnozo cogema unu
Hnempykyuu.

[Tpu myOnaukanyuy 10KyMeHTa clleyeT OUUCTUTh «Pabodyto rpymniy» B KapTOUKe JOKYMEHTA.
B 3TOM ciyyae A0CTyn K TOKYMEHTY IIOJIydaT T€ M0JIb30BaTENU, KOTOPBIM MPEAOCTaBIEH AOCTYII K
Harnke ¢ JaHHBIM BUJOM JIOKYMEHTOB.
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5.1.5. KoHTpOJIb ¥ 0TBETCTBEHHOCTDH 3a ucnojiHeHue OP/{

KonTposbs coctour B 00€creuyeHUM KAa4eCTBEHHOIO U CBOEBPEMEHHOI'O HCIIOJHEHMS
nopydeHuii. Beiiensercs GpakTuueckuii U CPOKOBBIN KOHTPOIb.

@aKTUYECKUM KOHTPOJIb MWCIIOJHEHUS BBIIOJHAECT JOJDKHOCTHOE JIMIO, YKa3aHHOE B
HOCJIEAHEM ITYHKTE pPacHOPSAUTEIbHOrO JOKYMEHTA. DTO K€ JIUIO JO0JIKHO OBITh YKa3aHO B MOJIE
«Ha xonTpone» yduerHoii kaprouku nporecca «Mcnonnenue». Kak npasmiio (Ho He 00s3aTenbHO),
KOHTpOJIb BO3JIaraeTcsi Ha YINOJIHOMOYeHHoe juuo, usgawromee OPJl, u odopmisercs ¢pasoii:
KOHMPOJIb UCNOTIHEHUs. OCIABIAI0 3A COOOII.

KOHTpOIb CPOKOB HCIIOJIHEHUS JOKYMEHTOB M IIPUHATBIX PEIIEHUN OCYLIECTBIISET
«CekpeTapp-/1€JI0IPOU3BOIUTENBY, KOTOPOMY JI€JIETHPOBAHBI IPaBa Ha OCYILECTBICHUE KOHTPOJIS.

Bcem konTponupyromum aunaMm goctynsa popma «Ha konrpone» B «1C: JlIokyMeHTO000pOT
8», B KOTOPOI OTpakeHa akTyasibHas nH(opMaIys 000 BcexX Mmporeccax, MpeaMeTax u JOKYMEeHTax,
IIOCTABJICHHBIX HA KOHTPOJIb.

JIOJDKHOCTHOE JIMIIO, OCYHIECTBIIsIIoIIee (PaKTHIECKUH KOHTPOJIb, YIIOJTHOMOYEHO CHUMATh C
KOHTPOJISL Ipolecc, MpeaIMeT WIM JOKYMEHT, a TaKkKe 3alpalinBaTh HH(POpPMALMI0O O XOJe
MCIIOJTHEHHUSI.

KoHTposb CpOKOB MCIIOTHEHUS IPOBOAMUTCS IIyTEM €XeIHEBHOI'0 MOHUTOpUHTa (opMbl «Ha
KoHTposie» B «1C: JIokyMeHTO000pOT 8», B KOTOPO BBIBOJSATCS 3a7au, UCTEKAIOIINE Ha 331aHHYIO0
nary (ynpexJaarolinii KOHTPOJIb), a TAKXKe Ha TEKYIYIO JaTy.

KonTtponupyromue nuna BrpaBe HAIPaBIATh HAIIOMUHAHUS HCIIOTHUTEISM U3 Gopmbl «Ha
koHTpoJe» B «1C: JJokyMeHTO000pOT 8.

OtBercTBeHHOCTH 32 HcnosiHeHue OPJ] Bo3naraercs Ha pyKoBOUTENIEH COOTBETCTBYIOIIMX
NOJIpa3ieJIEHNI, KOTOPBIM MPEAIICBIBAETCS COBEPLICHHE NeMCTBHI 110 ucnonHeHnto OP/I.

OTBETCTBEHHBIE MCTIOTHUTENHN ToydaroT 3anauy «Mcnomaute» B «1C: JlokymMeHTOOO00pOT
8» 1 00s13aHBbI B JICHb MOCTYIIJICHUS 33]]a4d IIPUHATH €€ K UCIIOJIHEHUIO, IPEANIPUHATE BCe IeHCTBUS
JUIsl KayeCTBEHHOI'O MCIOJIHEHMUsI 3aJaud B CPOK U CBOEBPEMEHHO HH(POPMHUPOBATH JIUIIO,
KoHTpoaupytonee ucnoiaHenue OPJ], 000 Bcex ciaydasx ero BO3MOXHOIO HEUCIHOJIHEHUS
(HEeUCIIOIHEHUS B YCTaHOBJIEHHBIN CPOK).

5.1.6. BHecenue nsMeHeHunii m ormeHa aeiicreus OPJ]

OcHoBaHueM JJ1s1 BHeCEHUsI i3MEeHeHU B neicTByrommii OPJ1 siBisiercst:

— HW3MEHEHME PErylupyrouei cpes! (BHEUIHUX O(QUIIHATBHBIX HOPM),

— W3MEHEHHE BHYTPEHHUX O(PUIMAIBHBIX HOPM,

— U3MEHEHHME OpraHM3allMOHHON CTPYKTypbl AY «Hedretoranckuil MoiMTEeXHUYECKUH
KOJUIEIDK», TiepepacipeeneHie GyHKIni Mex 1y CTpyKTYPHBIMU TOJIpa3AesieHUsIMH,

— pe3ynbTaThl IMPOBEACHHBIX MPOBEPOK BHYTPEHHUMH W/WIM BHEIIHUMHM HaJ30pHBIMU
OpraHami,

— HE0OXO0JMMOCTb aKTyaJIU3alK PErJIaMEHTHBIX IOKYMEHTOB.

W3menenus u jomnonHenus B OPJ[ Moryr ObIThb BHECEHBI YTBEPIMBIIUM €O
YIIOJTHOMOYEHHBIM JIULIOM.

Jliis nonHoM niu yactuuHoi otMensl OPJ] TpeGyeTcs co31aTh HOBBIN BHYTPEHHUI JOKYMEHT,
coJiepKalliii U3MEHEeHus U JonoaHeHus B aeicTBytoumii OP/l, u 3amyctuth npouecc «O6paboTka
MpHUKa3a Mo OCHOBHOM aearenbHOCTH» B «1C: JJokymMeHTO000pOT 8».

OP/I, yrBepknaroiire U3MEHEeHHs U JIonojiHeHus B neictBytomue OPJl niam pernmaMeHTHbIE
JOKYMEHTBI, B 00S3aTEIbHOM IOPSJIKE JOJDKHBI COAEP’KaTh MOPYYEHHs] Ha IMOATOTOBKY HOBBIX
AIIEKTPOHHBIX Bepcuil, M3MeHseMbIx/nononaHseMbix OPJ] mnm periaMeHTHBIX JOKYMEHTOB IS
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pa3MenieHusi B COOTBETCTBYIOIIMX TMamkax CopaBo4yHHKa «BHyTpeHHHe mokymMeHTb» «1C:
JlokyMeHT0000pOT 8» pazaena «JloKyMeHTHI U (hailiabDy».

N3menenus B reket OP I opopmisitorest myrem uznanus Hoporo OPJ] ¢ ykazaHueM Ha OTMEHY
JEeWCTBUS HEOOXOIMMOTO ITYHKTA U U3JI0KEHHUS €r0 B HOBOM peIaKIIMU.

N3menenus B npunoxenus k OPJl ohopmisiroTcs OTAEIBHBIM JTOKYMEHTOM «VI3MeHEeHHS B
OP/1» B Bune npuioxenus: kK OP/l, BBojsiieMy ero B JeiicTBuE.

N3menenus B OP/l wnu ormena neiictBust OPJ] oTpaxkaercst B KapTOUKe COOTBETCTBYIOIIETO
OP/] co ccbuikoit Ha OP/], ero oTMEHSIOLIUH.

5.2. IloATr0oTOBKA 10TOBOPHBIX TOKYMEHTOB

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

Tunossle GpopMbl JOTOBOPOB pa3zpadarhiBatoTCsi JOroBOpHO-MPABOBBIM OT/AEIIOM I10 3asiBKE
3aWHTEPECOBAHHOTO MOPA3/ICIICHUS C IENbI0 YHU(UKAIIUN BHIOB JOTOBOPHBIX JOKYMEHTOB.

Pesynbrar yaudukanuu:

— COKpaIIeHHE KOJIMYECTBA MPUMEHSIEMBIX (JOpM JOrOBOPOB B paMKax OJIHOTO MPOIYKTa/
YCIIYTH/BHIA ACSITEILHOCTH,

— CHIKEHHUE PUCKOB UCMOJIb30BAHUS HEYTBEPKICHHBIX (JOPM JI0TOBOPOB,
aBTOMAaTH3alMsI IOATOTOBKH JIOTOBOPOB,

— panuoHaJbHAs OPraHM3aLMs y9eTa H CUCTeMaTH3aIlH (JOpM JT0TOBOPOB,

— KOHTPOJIb COCTaBa MPUMEHSIEMBIX (HOPM JTOTOBOPOB.

ABTOMAaTH3aIMIO TOJITOTOBKH JIOTOBOPOB 10 yTBepkAeHHBIM TD/] obecreunBaeT TeXHOIOT
nyTeM TpoBefeHus creayrommx onepamuii B «1C: JlokymMeHTOOOOpOT 8» Ha OCHOBAaHUHU
CONPOBOAUTENBHON JOKYMEHTALMH, IIPWIIOKEHHON K yTrBepxkAecHHOU TD/I:

— CO3JACT COOTBETCTBYIOLIMM BHJ JOTOBOPHOIO JOKYMEHTa B CIIpaBOYHUKE «Buisl
noKyMeHTOB» pasaena HCU,

— coszfaet maboH (aiina Ha ocCHOBE TekcTa yTBepxkaeHHoH TD/I,

— HacTpauBaeT yCJIOBUSI MapLIpyTU3aLUH,

— co31aeT aboH BHYTPEHHET0 JOKyMeHTa «JloroBop»,

— C€03/1aeT 1a0JIOHBI MTPOLECCOB PAOOTHI, MPUBSI3aHHbBIE K MIA0JOHY BHYTPEHHETO JOKYMEHTA
«JloroBop» (coriacoBaHue, yTBep>kKJ1eHHe, UCIIOJIHEHHE JJOTOBOPHBIX 00s13aT€IbCTB U JIp.),

— HacTpaMBaeT IpaBUJia aBTOMAaTMYECKOIO 3alyCKa CO3/aHHBIX IPOILIECCOB padOThl C
JIOTOBOPHOW TOKYMEHTAIUEH.

[ITabm0H KoroBoOpa, co31aHHbIN Ha OcHOBE yTBepkIeHHON TD/I, c mpuioxeHneM madbIoHOB
(aitioB U NMPOU3BEACHHBIMU HACTPOHKAMHU, IIOMEIIAETCS TEXHOJIIOTOM B IAIlKy COOTBETCTBYIOLIETO
BUa norosopa pasaena «lllabmonsr nokymentosy cupaBounuka HCU «1C: JlokymeHTO000pOT 8».

WudopmupoBanue Moib3oBareieil o Co3JaHUM HOBOTO I1a0JOHa JOroBOpa MPOU3BOAMT
TEXHOJIOT C UCIIOJIb30BAaHUEM ITpoliecca «O3HaAKOMIIEHUE.

5.2.2. Co3nanune HOBOTO 10TOBOPA

Jns paboTsl HEOOXOAMMO HCMOJIb30BATh TOJBKO IIA0JIOHBI JOTOBOPOB, Pa3MELICHHbIE B
paznene «llla6monbr goxymenTtoB» «l1C: JlokymMeHTOOOOpOT 8» BO M30€KaHWE HCIIOIb30BAHMS
HEaKTyaJIbHbIX, OTMEHEHHBIX (OPM.

HoBerit 1oroBOp co3maercs u3 Hy)KHOTO Ia0JI0HA IOTOBOPa TUIIOBOW (POPMBI, TIPH 3TOM (pait
7oroBopa OyzeT YaCTUYHO 3al0JHEH PEKBU3UTAMU JTOKYMEHTa, K KOTOpOMY OH npHKperuieH. [locie
3aKpBITHSl KapTOYKH JIOrOBOpa JOKYMEHT OyleT HampaBlieH Ha COTJacOBaHHE IO 3aJlaHHOMY
MapuIpyTy Jjsl JaHHOTO JOTOBOpa B paMmkax mporecca «O0paboTka JoroBopa TUIOBOH (OPMBI»,
3aTeM yTBEpXKACHHUE JIUIlY, OTBETCTBEHHOMY 3a €r0 MONHCAHUE.
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Ecnu mnpennonaraercs pabota mo AoroBopy, (opma KoToporo Oblla MOMy4YeHa OT
KOHTpareHTa, Takoi JJOroBOp SBIISICTCS HETUITOBBIM. [locie 3aKphITHS KapTOUKH JOTOBOpa JOKYMEHT
OyIeT HaIlpaBJIeH Ha COIJIaCOBaHHE IO 33JaHHOMY MapuIpyTy JUIsl TaHHOTO BHJa HETHIIOBOTO
JIOrOBOpa B paMKax mpomecca «O0paboTka TOroBopa HETHIIOBOW (POPMBI», 3aTeM YTBEPKICHHE
JIUILY, OTBETCTBEHHOMY 3a €ro MOJIIHMCaHUE.

5.2.3. OdopmiieHne OPUTHHAJIOB IOTOBOPOB

OpuruHansl J0oroBopoB, odopmiieHHBIE Oojiee YeM Ha OJHOM JIMCTe, MmpoiuBaioTcs. Ha
000pOTHOI CTOPOHE TOTOBOPA (B MECTE CIIMBKH ) IPUKJICUBACTCS TNIOMOUPYIOIINI JTUCTOK, KOTOPBIN
COJICPIKUT:

— HAANMUCH (HaNEYaTaHHYIO WM COCTaBJICHHYIO OT pykH) «lIpommuTo M mpoHymMepoBaHO
X 1UCTOB (CTpaHUIL)»,

— ®UO 0TBETCTBEHHOTO COTPYAHUKA MPOGUIBHOTO MOIpa3AeNieHUs U €T0 MOAINUCH,

— ®UO ynonHOMOYEHHOTO JUIA U €ro MOAIHUCH,

— ®UO yrnonHOMOUYEHHOT0 JUIa KOHTPAreHTa 1 €ro MojAIuCh,

OTTHUCK TI€YaTH OPTaHU3aIUH,

— OTTHUCK TeYaTH KOHTpareHTa (s FOpUIMYECKUX JINIT).

[Tommucy 1 OTTHCKH MeYaTe JOIHKHBI BEIXOIUTH 38 PAMKH IDIOMOHMPYIOLIETO JIHCTKA.

JlaToit 3aKiIr04eHus TOrOBOpa CYMTAETCS JaTa MOANKUCAHUS MTOCIIEeHEN U3 CTOPOH AOTOBOpa
WJIU J1aTa TOCYJApCTBEHHOM PEerucTpaliiu J0roBopa (€Ciiu JOTOBOP MOICKHUT TAKOW PErUCTPALIIH ).

JlaToit 3akiroueHus JOroBopa MPHUCOEAMHEHHUS CUMTAeTCs JlaTa, KOrJa 3asBUTENEM ObLIO
nepenano B «OpraHuzanuio» IOANMCAHHOE UM 3asBJICHHWE (MHOW aHAIOTUYHBIA JOKYMEHT) O
NPUCOETUHEHNHU K YTBEPXKIEHHBIM (OpMyIsgpaM, MpaBUiIaM U MHBIM CTaHJIApTHBIM (opMaM, ecliu
MHOE HE MPElyCMOTPEHO 3aKOHOAATENBCTBOM Poccuiickoi denepannuy Uiy yCIOBUSIMH JIOTOBOPA.

MecToM 3aKiTI0UeHHs T0T0BOPa CUUTAETCSI MECTO €T0 MOANMCAHHSI YIOTHOMOUYEHHBIM JIUIIOM.

5.2.4. Iloagnucanne OPUTHHAJIOB 10TOBOPOB

OpuruHaibl 10roBopoB, 0(opMIIeHHBIE O0JIee UeM Ha OJJHOM JIUCTE, TOJUIEXKAT MOAMMCAHUIO
Ha KKIO0W CTpaHMIIE YIOTHOMOUYSHHBIMH Ha TIOANKICAHKE JOTOBOPOB MPEICTABUTEISIMHA CTOPOH.

CotpynHuKk MNpo(UIBHOTO MOJpPA3/eNeHUs IepelaeT BCe OSK3EMIUIPbl  JJOroBOpa,
MOJIMCAaHHOTO KOHTPAreHTOM, Ha TOANKMCAHUE YITOJIHOMOYEHHOMY JIUITY (IOTOBOP TAaKKE MOXKET
OBbITh CHaYaJla MOJIMUCAH YIIOJHOMOYEHHBIM JIUIIOM, a TOTOM Iepe/laH Ha MOANHUCAaHNe KOHTPAreHTy).

[Tocne moxmucanus AOTOBOpA YHOJHOMOYEHHBIM JIMIIOM Ha BCEX JK3EMIUISpax JIOTOBOPA
IPOCTABISETCSA OTTUCK TI€YaTH OPraHU3alUH, U HEOOX0IMMOE KOJIMYECTBO HK3EMIUISIPOB IOTOBOPOB
nepeaaeTcsi KOHTPAreHTy, ¢ KOTOPBIM OH 3aKITIOYCH.

Ilepenaua 5K3eMIUIIPOB JOTOBOpa Ha MOJMMCAHUE KOHTPAareHTy oTpaxaercs B JKypHane
nepenaun «1C: JIokyMeHTOOO00pOT 8».

PykoBoauTenu mopapasfeneHuii, Ha KOTOPHIX BO3JOXKEHbI (YHKIMM MO TOATOTOBKE,
COTJIACOBAHUWIO, PETUCTPAIlMM W XPAaHEHUIO JIOTOBOPOB, a TAKXKE YIMOJHOMOUYEHHOE IHUI0 TIPU
MOJNMCAaHUU JOTOBOPOB HECYT NEpPCOHAIBHYIO OTBETCTBEHHOCTH 3a COOJIIOJIEHHE TpeOOBaHMH,
ycTraHOBIIeHHBIX [Tonoxennem.

5.2.5. Perncrpanus 3aK/J1104€HHBIX J0T0BOPOB

[ToanucanHbIil BCEMH CTOPOHAMH JOTOBOP TOJICKHUT 00s3aTeNbHON peructpanuu B «1C:
JlokymeHTo060poT 8». K kapTouke 1OKyMeHTa JTOJKHBI ObITh NPHIIOKEHBI CKAHUPOBaHHbIE (aiiiibl
dbopmara PDF (mepBas m mocnenHsiss CKaHUPOBAHHBIC CTPAHUIIBI JIOTOBOpa 00s3aTEIBHO).
Perucrpanuss 10roBOpoB MpPOM3BOAUTCS B paMkax mpomecca «OO0paboTka IOroBopa THIIOBOM
dbopmbl» / «OOpaboTKa T0roBOopa HETUTIOBOM (hOPMBD».
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[IpricBoeHnEe PETUCTPAMOHHOIO HOMEpa MOJIUCAHHOMY JOTOBOPY IPOU3BOJAUTCS
cpenctBamu «1C: JIokyMeHTOOO0OpOT 8» B MOpSIIKE, ONMpPEIeIeHHOM MyHKTOM 6.13. mo 3apaHee
HACTPOEHHBIM IIPaBHJIaM HyMepaliuy U yJeTa.

5.2.6. YnpaBjeHue 10roBopamMu

5.2.6.1. XpaHeHue U UCHOIb30BaHUE OPUTHHAIOB 3aKJIIOUYEHHBIX JOTOBOPOB

OpurvHaibl 3aKJIIOUEHHBIX JIOTOBOPOB C NPHJIOKEHUSMU U CBS3aHHBIMH JOKYMEHTaMU
nepenarorcs B J[oroBopHo#l oTeln, rie MOALIMBAIOTCA B COOTBETCTBYIOLIUE Jeia M XpaHATCS B
COOTBETCTBHH ¢ TpeboBaHUsAMHU paszaena 7 [lomoxxeHwus.

Hndopmarins o Mmecte XpaHEHHS OTPaxkaeTcsi COTPYIHUKOM JOTOBOPHOTO OT/iejIa BO BKIIAIKE
«XpaHeHHe» KapTOUYKHU JOroBopa.

Boigaua opuruHamoB JOTOBOPOB MPOQHMIBHBIM — MOAPA3ACTICHUSM POU3ZBOJUTCS C
paspelieHuss pykoBoautTens J[oroBOpHOro OTaena ¢ COOTBETCTBYIOLIEH oTmeTkoi B JKypHaie
nepenaun «1C: JJokyMeHTO000pOT 8.

OpuruHansl JOrOBOPOB  BBIJAIOTCS BO BPEMEHHOE I0JIb30BAHME OTBETCTBEHHBIM
COTpYOHUKaM NPOGMIbHBIX TOJpa3felieHuii Ha CpOK He Oojiee OJHOrO0 Mecslla W IOCIe €ro
UCTEUEHHUS MTO/IEKAT BO3BPATY.

5.2.6.2. XpaHeHue IeKTPOHHON BEPCHH 3aKJIFOUYEHHOTO JIOTOBOpa

OJNeKTpOHHasl Bepcus 3aKioueHHoro aorosopa xpaHutcs B «1C: JlokymenToo60poT 8» B
BUJE KapTOYKU JOKYMEHTa C MPWIOKEHHBIMH K Heil Qaitnamu ¢opmara MS Word u PDF B
COOTBETCTBYIOLIEH BHJly JIOrOBOpa IMOJIANKE Nanku «J{oroBopbl» crpaBouyHuka «BHyTpeHHHE
JTOKYMEHTBD» pazzena «J{okyMeHThI U daitiby.

OTBETCTBEHHOCTh 3a XpaHEHHE 3JEKTPOHHBIX BEPCHIl JOIOBOPOB U 3JEKTPOHHBIX 00pa30B
JIOTOBOPOB HECET OTBETCTBEHHBIN COTPYIHHUK NMPO(UIBHOTO MOAPa3ACICHHUS.

JlocTym K 31€KTPOHHON BEPCUH 3aKJIFOUEHHOTO JIOTOBOPA OCYILIECTBISIETCS B COOTBETCTBUU C
HacTpoitkamu goctymna B «1C: JJokyMeHTO000pOT 8», MPUCBOEHHBIMU JJOKYMEHTY.

5.2.6.3. Yder CBA3aHHBIX IOKYMEHTOB

OTBETCTBEHHBI COTPYAHUK TPOGUIBLHOTO TMOAPA3/IEICHHUS] YYUTHIBACT CBS3aHHBIE C
3aKJIIOYEHHBIM JIOTOBOPOM JOKYMeHTHhl cpeactBamu «1C: JlokymeHToOOOpOT 8» myTem
MIPOCTABJICHUS] COOTBETCTBYIOIIEH OTMETKM B KAapTOYKE 3aKJIIOUEHHOI'O JI0rOBOpa O HAJIMYHUU
CBSI3aHHBIX JOKYMEHTOB.

Bce cBsi3anHBIE JOKYMEHTHI, 00pa3yroIrecs B MEPUOJ ASHCTBHS T0TOBOPA, TOJDKHBI OBITH
MPUBSI3aHbI B KapTOUKE 3aKIIOYEHHOTO noroBopa cpeactBamu «1C: JlokymMeHTOOO0pOT 8» myTem
3ar0JIHEHUS CIIMCKA CBA3aHHBIX JJOKYMEHTOB B KAPTOUKE JI0r0OBOpA.

5.2.6.4. YupapieH#ne CpPOKOM JCHCTBUS JIOTOBOPA

OTBETCTBEHHBI COTPYAHUK TPOGUIHHOTO MOAPA3JCICHUS BEIET y4eT CpOoKa JEHCTBUS
3aKJTI0YEHHOTO AoroBopa cpeactBamu «1C: JlokyMeHTO000poT 8»:

— YKa3bIBaeT JIaTy Hauaja U 1aTy OKOHYaHUs JICUCTBUS 10r0BOpa UIIM MPUCBAUBAET MPU3HAK
«beccpouHblil» B KapTOUYKE 3aKIIFOUEHHOTO JOTOBOPA;

— 3anojHseT pekBU3UT «llopsanok npoaneHus», BapuaHTaMyu KOTOPOTO MOT'YT OBITh:

He Mpo/JieBaeTcs (HarpuMep, MOKyIKa HeABMKUMOCTH);

JOITYCKaeT Mpo/JieHue (HallpuMep, OKa3aHUE YCIYT COMPOBOXKICHUS, apeHa);

AaBTOMATHUYECKOE MPOJIIEHHE (JI0rOBOPBI, TPEIyCMaTPUBAOIINE aBTOMATUYECKOE MTPOJJIEHNE
T10 COTJIAILICHHUIO CTOPOH ); aBTOMATUYECKOE MPOAJICHHE MOXKET OBITh YCTAHOBJICHO HA OTIPEIETICHHBIN
CpPOK: T'0Jl, KBapTajl, Mecsll, 0eCCPOYHO U T. [I.
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[Ipu HacTpoiike mnpu3HaKa «ABTOMATUYECKOE MPOJJIEHHUE» CPOK JIEUCTBUS JOTOBOpA
ABTOMATUYECKU HM3MEHSETCS INPU 3aKIIOYEHHUH JIONOJHHUTENIBHOTO COIJIAIIECHUS, NpPU JTOCPOYHOM
pPacTOp>KEHUU JAOTOBOPA, MPHU UCTEUCHUH W3HAYAIBHO YCTAaHOBIEHHOTO CPOKa JICHCTBUSL.

OTBETCTBEHHBIN COTPYAHUK MPOPHILHOTO MOAPA3ACTCHHS OTYIAET M0 IIEKTPOHHOH 1MOUTe
ABTOMATUYECKUE YBEIOMJICHUS O MPOJJICHUH CPOKa JOTOBOpPa (AJIs 3TOr0 OH JOJIKEH OBITh yKa3aH B
nojie «OTBETCTBEHHBII» KapTOUKM JOroBopa). Eciaum A0roBop He MOMIEKUT JajbHEHIIen
MPOJIOHTAIMH, TO CIIOCO0 MPOAJICHUS 10roBOpa u3MeHsercs Ha «He npoaneBatey.

5.2.6.5. Yyer cyMMbI I0oTOBOpa

OTBeTCTBEHHBI COTPYAHUK MPO(UIBLHOTO MOApPA3AeiCHHs] BEAET y4eT CyMMbI JOTOBOpa
cpeactBamu  «1C: Jlokymentoob6opor 8» myreM 3amonHeHuss monsa «Cymma» B KapTOUKe
3aKJIFOYEHHOTO JIOrOBOPA.

VY4er cymMMBbl JOroBOpa BEJETCSI B BAIIOTE JI0rOBOPA, KOTOpask HACTPAWBAETCS TEXHOJIOIOM
B paszene «HopMaTuBHO-cpaBouHas HHGOPMAIHI»®.

5.2.6.6. KOHTpOJIb HCIIOJIHEHUS JOTOBOPHBIX 00sI3aTEIILCTB U aHAIIU3 TIOTOBOPHOU PabOTHI

HcnonHneHnue AOTOBOPHBIX 00S3aTENBbCTB OCYLIECTBISIETCS C KCIIOJIB30BAHUEM IPOLIECCOB,
CO3/1aHHBIX BO MCIOJIHEHUE JOIOBOPA.

KoHTponb wucronHeHus AOTOBOPHBIX O0S3aTENbCTB BKIIOYAET CPOKOBBIM KOHTPOJbL H
KOHTPOJIb KaueCTBA UCIIOTHEHHUSL.

KoHTponb ucnomHeHust JOTOBOPHBIX 0053aTEIBCTB OCYIIECTBIISECTCS B PAMKAX BBIMOJTHEHUS
3a/1a4, MOCTABJIEHHBIX UCIIOJHUTEISM JOrOBOpA.

Otuer «JloroBopsl» paznena «JlokyMeHTHI W (aillib» COAEPKUT CIEAYIOUINE BapUaHTHI
MPEJICTaBICHNUS OTYETHBIX JAHHBIX:

— JHMHAMHUKA KOJMYECTBA 3aKIIOYEHHBIX JOTOBOPOB,

— JMHAMHMKa CYMM 3aKJIIOUEHHBIX JOTOBOPOB,

— JIOTOBOPBI C UCTEKAIOLIUM CPOKOM JIEHCTBUS,

— PpacTOprHYyTbIE 10TOBODPHI,

— CONPOBOJAUTEIbHBIE JOKYMEHTHI IO JOTOBOPY,

— CIIMCOK 3aKJIFOUEHHBIX JI0TOBOPOB.

Otuer «/luHaMUKa KOJMYECTBA 3aKJIIOUYEHHBIX JOTOBOPOB) IOKA3bIBAET KOJIMYECTBEHHBIE
TEMIIbI IPUPOCTA WIIM CHUKEHUSI 00beMa JI0TOBOPOB, 3aKII0UeHHBIX Opranusamuei 3a mepuo.

Otuer «/lMHaMHKa CyMM 3aKJIIOYEHHBIX JI0OTOBOPOB» MOKa3bIBA€T CYMMAapPHbBIN MPUPOCT WIIN
CHIDKEHHE 00BEMOB JI0TOBOPOB, 3aKITI0YeHHBIX Opranu3zaiyeil 3a nepuo/.

Otuer «JloroBOpHI C UCTEKAIOUINM CPOKOM JIEHCTBUS» IOKA3bIBAET JOTOBOPHI, CPOK KOTOPBIX
UCTEKAeT B 3aJaHHBINA nepuoy (Omrkaiimas Heaems, cleayromas Heelns, CIeIyoni Mecsll), 4To
MO3BOJIIET IPU HEOOXOIUMOCTHU CIUIAHUPOBAThH MPOLEAYPY MPOJIEHUS TOTOBOPOB.

Otuer «PacTOpruHyThle 10rOBOPHI» MOKA3bIBAET MEPEYEHb BCEX PACTOPTHYTHIX HAa TEKYLLIYIO
JaTy J0TOBOPOB.

Otuer «ConpoBOANUTENBHBIE TOKYMEHTHI 110 JOTOBOPY» ITOKA3bIBAET CIUCOK JOTOBOPOB U
CBS3aHHBIE C Ka)JbIM U3 HHUX JOKYMEHTHI C BBIBEJCHHEM CYMMBbI B BaJlOT€ JOTroBopa. AHAIU3
HaJIMYUg HEOOXOAMMBIX JOKYMEHTOB M HUX CYMM II03BOJIA€T KOHTPOJHMPOBATH MCIOJIHEHHE
00513aTeILCTB TI0 JIOTOBOPY.

8 Jlpyrue cnocoObl HACTPOMKH BAKOT yKa3aHbl B IOKYMEHTAIIMU K CHCTEME JIEKTPOHHOTO JI0KyMeHToo6opoTa «1C:[lo-
KYMEHT0000pOT 8».
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Otuer «CHHUCOK 3aKIIOYEHHBIX JOTOBOPOB) MOKa3bIBAET, KaK BCE JIEHCTBYIOIIHNE JOTOBOPHI
Ha TEKYILYIO JaTy, TaK U JIOTOBOPHI, 3aKIIOUCHHBIC B YKa3aHHBIN TIEPUO/.

3aBeplIeHHbI JIOTOBOP TEpEeMEIIaeTCs OTBETCTBEHHBIM COTPYIHUKOM MPOGUIBHOTO
MOJIpa3/ieieHusl B TOJMAIKY «3aBeplIeHHbIe» Manku «JloroBopel» crnpaBouHuKa «BHyTpeHHHE
JTOKYMEHTBI» pazzena «JlokymeHTsl U daiinbs» «1C: JIokyMeHTO000pOoT 8.

5.2.6.7. PacToprkeHHe JOTOBOPOB

OTBeTCTBEHHBI COTPYAHUK NPOGUIBHOTO MOAPA3JEICHUS OTpPakaeT CBEACHHUS O
pacTopKeHHu J0roBopa B moiie «PacToprHyT» y4eTHOW KapTOYKM JOKYMEHTa C yKa3aHHEM
OCHOBAHUS PACTOPKEHUS 10TOBOPa (JIOMOJHUTEIBHOE COTTIAIEHHE, PeICHUE CyAa U T. I1.).

5.3. [loaroroBKa perjiaMeHTHBIX JOKYMEHTOB
[IpoekThl pernaMeHTHBIX TOKYMEHTOB BCEX BUJOB, & TAK)XKE M3MEHEHHUS K HUM COCTABIISIFOTCS

KaK BHYTPEHHHE OKYMEHTHI M3 COOTBETCTBYIOIIMX MIA0IOHOB MOAMANKu «IIpOeKTHI JIOKAIbHBIX
HOPMAaTUBHBIX aKTOB» Manku «JIokanbHbIE HOPMATUBHBIE AKThDY.

5.3.1. TpeGoBaHus K CO/IeP:KAHUIO PerjiaMeHTHBIX JOKYMEHTOB

CopepxarenpHasi 4acThb pETJIAMEHTHOTO JOKyMeHTa odopmisiercs B Buue (aiios,
MPUIIOKEHHBIX K YYETHBIM KapTOUYKaM JTOKyMEHTOB. Dailsibl CO3MaI0TCs IO TOTOBBIM IIa0JI0OHAM U3
nanku «I1labnons! ¢aitnoBy» cripaBounuka «Daiiinsn»y nporpammsl «1C: JJlokyMeHTO000pOT 8.

PernmamMeHTHBIN JTOKYMEHT JOJDKEH COAEpKaTh MH(GOPMAIMIO O TOCIEJOBATEILHOW IIeTH
pealM3anuu mpolecca, OCHOBAaHHON Ha MPUYMHHO-CIIEACTBEHHOMN CBSI3M, BKITIOUAS:

— Ppe3yNbTaThl K&XKIOW BBIJCICHHON PabOTHI,

— TpHUMEHSEMBbIE JUIi €€ BBHINOJIHEHUS MaTepualbHble OOBEKTHI M  HEOOXOIUMYIO
uH(popMaIuio,

— IpaBuiIa KOHTPOJIS (BXOJIHOTO, BHYTPEHHETO, BEIXOJIHOTO),

— KOHTPOJUPYIOIIUE JINIIA,

— WX JEWCTBUS B CITydae HECOOTBETCTBUS YCTAHOBJICHHBIM TPEOOBaHUSM,

— OTBETCTBEHHBIE UCIIOTHHUTEIH,

— 0aza (TexHosiornyeckas, HopMaTHUBHAs!, METOAMYECKas),

— TI0Ka3aTenu (BXO/HbIE, BHYTPEHHUE, BBIXOIHBIE),

— JIOKYMEHTHI (BXOJHbIE, BHYyTPEHHHUE, BHIXOIHEIE),

— HEOOXOJUMEBIE PECYPCHI,

— KOMIIETEHIHs MepcoHara,

— TEPUOJUYHOCTb,

— CpPOKH HayaJjia ¥ 3aBepIleHus paboT.

[Iponiecebl cnenyer OTIMYaTh OT (YHKIMHA OTIENBHBIX CTPYKTYPHBIX IOApa3eNeHUH,
KOTOPBIE OMHICAHBI B TIOJIOKECHUSAX O TMTOAPA3ACICHUSX U JODKHOCTHBIX HHCTPYKIHUAX PAaOOTHUKOB.

Kaxnas QyHkius nomkHa OBITH ONMCaHa B pa3pe3e €€ HCHOJIHMUTENS, BXOIAMIHUX U
UCXOJAIINX JOKYMEHTOB, HCIIOJIB3YEMOTO MPOTPAMMHOTO 00eCTIeUeHHs, CPEICTB KOMMYHHUKAIIMHA U
MHBIX TaHHBIX, HEOOXOJMMBIX JJIsl €€ BBIMOJIHEHUS.

[lpy  ommMcaHWMM  aBTOMATHM3MPOBAHHBIX  (QYHKIWH  yKa3aHWE  COOTBETCTBYIOIIETO
IPOrPaMMHOT0 00ecrieueHUs SIBIIETCS 003aTeIbHbIM.

ConeprkaHue perflaMeHTHOTO JOKYMEHTA JOJDKHO OBITh SICHBIM M OJIHO3HAYHBIM, UCKITFOUast
BO3MOYKHOCTh Pa3JIMYHOTO TOJIKOBAHUSI.

5.3.2. Tpe6oBaHuUs K CTPYKTYpPe perjiaMeHTHbIX JOKYMEHTOB

CTpyKTypHBIMH 3JIEMEHTaMH PETJIAMEHTHOTO IOKYMEHTA SIBJISIFOTCSL:

1) THUTYIBHBIN JIUCT,

2) OrJaBlcHHE,
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3) oOIIKe MOJ0KECHHS, COAEPIKaIIIHE:
— 001acTh MPUMEHEHUS,
— TEpMUHBI U ONPEACTICHHS,
— COKpallleHUs,
— IepedeHb poJiel, yYaCTHUKOB IIpolecca U ux (pyHKIHH,

4) OCHOBHBIE HOPMATHUBHBIE MOJO0XKEHHUS (TIPOLIEAYPHI IPoILecca),

5) 3aKIIOYHUTEIbHBIC [TOJIOKEHHUS,

6) mnepeucHb TOKYMEHTOB, Ha KOTOPBIC JAFOTCS CCHLIKH,

7) TepeyYeHb PeriaMeHTHBIX JJOKYMEHTOB, yTPAYMBAIOIIMX CHITY C IPUHITHEM HACTOSIIIETO
JIOKYMEHTA,

8) mpuIOKEeHHUS.

TpeGoBaHusi K HANOJHEHMIO pa3feioB COJEpXKaTcd B  COOTBETCTBYIOIIUX — BHIY
pErIaMeHTHOrO JIOKyMeHTa mabiaoHax (ailiioB BHYTPEHHHX JTOKYMEHTOB.

5.3.3. CoriiacoBaHue 1 yTBep:KJAeHUe perJIaMeHTHbIX I0KYMEHTOB

BBenenne B feiicTBUE PETIAMEHTHOTO JOKYMEHTA MTPOU3BOIUTCS MPUKA30M PYKOBOIUTEIIS.
[TosTOMy cornacoBaHue U yTBEpXKJIEHHE ITPOEKTa PErjJaMEeHTHOI0 JOKYMEHTa MPOXOJIUT B paMKax
nporecca «O6padorka OP/] mo ocHOBHO# aesrenpHOCTH» B «1C: JIoOKyMeHTOO00POT 8».

O06s3aTenbHBIMH COTVIACYIOLIMMHU JIMIAMH IIPOEKTOB PETIAMEHTHBIX JIOKYMEHTOB SBIISIOTCS

— PYKOBOJUTENb MMOAPA3ACICHUS, B KOTOPOM IOJITOTOBJICH MTPOEKT TIOKYMEHTA;

— PYKOBOIUTENH TOAPA3IACICHUNA, AEATEIBHOCTh KOTOPBIX 3aTpParuBacTCs COJCpKAHUEM
MPOEKTa COTJIACYEMOT0 JJOKYMEHTA;

— «CexkpeTapb-A€I0IPOU3BOIUTENb) (Ha npeaMer COOTBETCTBUS HOpMaMm
JIeJIOTIPOU3BOICTBA U TpeOoBaHUAM HacTosero [Tonoxenus).

OTBETCTBEHHOCTh 3a TMPABWJIBHOCTh TMOPSAKA COTJIACOBAHMS W TIOJNHOTY CITHCKA
COIVIACYIOLUX JIMIl HECET PYKOBOJMTEIb CTPYKTYPHOIO MOJpa3JiesieHUs-pa3paboTunKa MpPOEKTa
PETIaMEeHTHOTO JIOKyMEHTA.

Cpok 10pabOTKH MIPOEKTa PErJaMeHTHOrO JOKYMEHTA I0CIe OKOHYaHUS 3Tara CorjacoBaHUs
OTIpeNIeNsIeTCsl PYKOBOAUTENEM pa3paboTuiKa JTOKYMEHTa C y4EeTOM KOHEYHOTO CPOKa MOJTrOTOBKU
JIOKYMEHTA.

VY TBepkaeHNe NPOeKTa peraaMeHTHOIro TIoKyMeHTa npou3Boautcs B «1C: JlokyMeHT00O60pOT
8» myTeM HaIpaBleHHsl COIIACOBAHHOTO IPOEKTa JIOKyMEHTa YIOJIHOMOYEHHOMY JIHIY C
UCTIOJI30BaHUEM TOTOBOTO MIA0JIOHA TTPOIIECCca YTBEPIKICHHS.

5.3.4. AKTyau3auus perJiaMeHTHbIX JOKYMEHTOB

AxTyanu3anusi periaMeHTHBIX JTOKYMEHTOB IPOBOJMTCSI ITyT€M BHECEHHUS HEOOXOIMMBIX
U3MEHEHUH U TOTIOJIHEHUH B PErflaMeHTHBINA JOKYMEHT MO0 IyTeM U3/IaHusl HOBOI MOJIHOW BEpCUU
PETIaMEeHTHOTO IOKyMEHTA.

OcHOBaHHMEM JJIsl aKTYAJIU3alluU PErilaMeHTHBIX TOKYMEHTOB SIBJISIETCSI:

— H3MEHEHHE peryaupyrollei cpesl (BHEMHUX 0(QUIIHaIbHBIX HOPM),

— W3MEHEHHE BHYTPEHHUX O(PHUIIMATBHBIX HOPM,

— W3MEHEHHME OpraHu3allMOHHON CTPYKTYpbl AY «Hedretoranckuii MONMTEXHUYECKUN
KOJIJIEJK», TiepepacipeielieHne GyHKIUN MeX1y CTPYKTYPHBIMU MOApPa3eICHUSIMH,

9.

® [lepedeHb COINACYIOMIUX JIUL MOYKET OBITH CKOPPEKTUPOBAH IIPU BHEAPEHUHU C YYETOM OPTraHM3aLUOHHOM CTPYKTYpPBI
npodeccrnoHaTEHOM 00pa30BaTENbHON OPTaHU3AIIHH.
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— pe3ysibTaThl NPOBEACHHBIX MPOBEPOK BHYTPEHHUMH W/WIM BHEIIHUMH HAA30PHBIMU
OpraHamu,

— W3MEHEHME Ha3BaHWM [10/Ipa3IelIeHni — y4aCTHUKOB IIpolecca,

— M3MEHEHHE TMpoLeyp TMpolecca, BbI3BAHHOE ONTHUMH3AIMEH  TEXHOJOTHH U
aBTOMATH3AllMU [TpoLiecca.

[Ipu cornacoBaHuM U3MEHEHUM COIJIACYIOLIME JIMLA BIIPABE BBIIBUIaTh 3aMEYaHUs TOJIBKO
K aKTyalu3upyemMoi nHhopMaluu o rmpoiecce.

BHeceHne un3MEHEHHMH B TEKCT PEIVIAMEHTHOIO JOKYMEHTa OCYILECTBISETCS IIyTeM
no0aBjeHMsI/3aMEHbl/yIalleHusl LIeTMKOM pas3jienia, Mojpasliena, IMyHKTa, IOANYyHKTa, ab3alla,
AJIEMEHTA CIMCKA, COKPAIEHHUs, OTIPEAEICHUSI TEPMUHA.

[Ipy BHeceHMM H3MEHEHHIl B TEKCT PErIaMEHTHOTO JIOKYMEHTa HEOOXOJUMO OIICHHUTH
aKTyaJIbHOCTh CCBUIOYHBIX JIOKYMEHTOB U, IpPU HEOOXOAUMOCTH, BHECTH COOTBETCTBYIOILIUE
n3MeHnenus B «IlepedyeHb TOKyMEHTOB, HA KOTOPBIE TAIOTCS CCHUIKMY.

[Ipu BHEceHMH M3MEHEHUH, CBSA3aHHBIX C NIEPEUMEHOBAHUEM IOJIPA3/ICICHNUs, HEOOXOIMMO
OLICHUTH aKTyaJbHOCTb MepeuHs QYHKIUH, pealn3yeMbIX M0Ipa3aelieHueM U, pu He0OXOIUMOCTH,
BHECTU U3MEHEHUS B 3TOT I1EPEUYEHb.

Buecenune n3MeHneHuil B TaONHILY BBIONHSIOT, KaK IPAaBUIIO, TyTEM 3aMEHBI CYIIECTBYIOLIEH
Tabmupl. B 60mb110# TabauIe J0MmycKaeTcsi BHOCUTh M3MEHEHHS B OTACIBHYIO CTPOKY TaOJIHIIbL.

Buecenve u3MeHEHHMI B PUCYHOK, CXEMY, IMAarpaMMy BBITIOJTHSIOT TOJBKO MyTEM 3aMEHbI
TaKOI'o JIEMEHTA.

5.3.5. Ily6oiukanus 1 J0CTYI K perjiaMeHTHBIM J0KYMeHTaM

ONEeKTPOHHAs BEpPCHUSl PETJIAMEHTHOTO JOKYMEHTa XpaHHUTCS B IOJIANKE JaHHOTO BHJA
JOKyMeHTa mamnku <«JlokanbHble HOPMAaTHUBHBIE aKTh» CIPAaBOYHHUKA «BHYTpeHHHE JOKYMEHTBD)
nporpammsbl «1C: [JokymenTo000poT 8%, Hanpumep: «IIpasunra» wiu « Mncmpyxkyuuy.

OpurvHanbHBIA OSK3EMIUISP PErJaMEeHTHOTO JokyMeHTa xpaHutcs y «Cekperaps-
JIeJIONPOU3BOUTENS» KaK MPUIIOKEHUE K TIPUKa3y, KOTOPHIM OH OBbLIT YTBEPK/IEH.

JlocTym K 27IEKTPOHHOM BEPCHH PErTIAMEHTHOTO IOKYMEHTA OCYILECTBISETCS B COOTBETCTBUH
¢ Hactpoiikamu noctyna B «1C: JIokyMeHTOOOOpOT 8», MPUCBOCHHBIMH TArKe IaHHOTO BHIA
JOKYMEHTA.

JloBeneHue yTBEP)KIEHHOTO M 3apEerUCTPUPOBAHHOTO PErVIAMEHTHOTO JIOKYMEHTa 10
CBEICHHs 3aMHTEPECOBAHHBIX JIMI[ OcCyllecTBIseTcs «CeKperapeM-IeIoNpOU3BOAUTEIEM» B
COOTBETCTBUHM C IOPYYEHHMEM, BbIIaBAEMbIM B paMKaxX KOMILUIEKCHOro mnporecca «OOpaboTka
IpHKa3a [0 OCHOBHOMU AeATeNbHOCT» IporpamMMbl «1C: JIokyMeHTO000pOT 8».

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

[Tpu myOauKanuy TOKyMeHTa clieyeT OYUCTUTh «Pabouyro rpymnmy» B KapTOUKe JOKYMEHTA.
B 3TOM ciydae goCTyn K TOKyMEHTY IIOJIydaT T€ M0JIb30BAaTENU, KOTOPBIM MPEAOCTaBIEH AOCTYI K
ManKe ¢ JIaHHBIM BHJIOM JIOKYMEHTOB.

6. IPABUJIA JOKYMEHTOOBOPOTA
6.1. ABTOMaTH3anusi JOKYMEHTO000poTa
ABTOMaTH3aIUsl JOKYMEHTOO00pOTa MOJAEPKUBAETCSA IYTEM HCIOJIb30BaHUS MPOLIECCOB,
MPEJCTABISAIOMNX COOOM LENOYKH 3apaHee MOATrOTOBJICHHBIX AeWcTBUil. [Ipomeccsl oTpakaioT
ATaIbl MPOXOXKIACHUS JOKYMEHTOB U oOecnieunBatoTcs cpeactBamMu «1C: JIokyMeHTOO00pOT 8».
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6.1.1. Buabl aBTOMATH3HPOBAHHBIX MPOIECCOB

IIpouecc «IlopydyeHue» mnoO3BOJSET MOCTaBUTH 3ajady oOAHOMY wucnojHutemo. [locie
BBIIIOJIHEHUS] TOPYYEHHUE ABTOMATUYECKH IEPEChUIACTCA YKAa3aHHOMY IPOBEPSIOLIEMY, KOTOPBIH
NPUHUMAET PELICHUE O TOM, CYMTATH JIM TIOPYUYCHUE BBHITIOJTHEHHBIM WIIM BEPHYThH Ha JOPabOTKY.

[Iponecc «CormacoBaHue» — MPUIIOKEHHBIA K MPOLECCY ITOKYMEHT HalpaBisIeTCsl Ha
COIIACOBaHMUE K YKa3aHHBIM I10JIb30BATENSAM, IIOCIIE YETO BO3BPALLAETCS K MHULIMATOPY Mpoliecca s
03HAKOMJICHHUS C pe3y/bTaTaMU COTJIaCOBAHUS (COTIIACOBAH WJIM HE COIJIACOBAH).

IIpouecc «VMcnomHeHue» M03BOJIIET OPraHU30BATh UCIIOJHEHUE JOKYMEHTOB HECKOJIbKUMU
COTPYIHUKAMHU, OJUH M3 KOTOPBIX MOXKET OBITh YKa3aH KaK OTBETCTBEHHBIH HCIOIHUTEb.
[MapannenbHO € WCIONHEHHEM MOXET OCYIIECTBIISITHCS KOHTPOJb paboOT  HMCIOTHUTEEH
KoHTpoJiepoM. [locie ucnonHeHus: Bcex MOPYUEHHUM MPOLECC MOMAJaeT K MPOBEPAIOIIEMY JIHILY,
KOTOPBII MOXKET 3aBEPIINTh €r0 WM BEPHYTh HEKOTOPHIE 3a/1a4i Ha JOPaOOTKY HCIIOIHUTEISIM.

[Ipouecc «O3HaKOMIIEHUE)» — TPUTIOKEHHBIN K MPOLIECCY TOKYMEHT U (ailll mocTymnaer Ha
03HAKOMJIEHHE BCEM COTPYAHHUKAM IO CIIUCKY.

[Iponecc «PaccMoTpeHne» — MPUIIOKEHHBIA K MpOLECcCY JOKYMEHT IOCTyHaeT Ha
paccMOTpeHHe OTBETCTBEHHOMY JMIy. B 3aBucumocTu OT pe3yibTara pacCMOTPEHMs IPOLECC
BO3BpalllaeTcsi K aBTOpy Mpoliecca Ui 00pabOTKHU PEe30IOLHUU WM OTIPABIIAETCS Ha HCIIOTHEHHE
WJIM 03HAKOMJIEHHE I10 CIIUCKY YKa3aHHBIX IPU PACCMOTPEHUU UCIIOIHUTENEH.

[Iponecc «YTBepkaeHHE» — MPUIOKEHHBIM K TMPOLECCY MAOKYMEHT IIOCTyNaeT Ha
YTBEPXkKACHHE OTBETCTBEHHOMY JIMIly, IIOCJI€ 4Yero BO3BpallaeTcs K aBTOpy MHpolecca A
O3HAKOMJICHHUS C pe3yJIbTaTOM YTBEpKJIEHHs (YTBEP)KICH WM HE YTBEPIKJICH).

[Ipouecc «Peructpanus» — NpUI0KEHHBIA K MPOLIECCY JOKYMEHT MOCTYNAET CEKPETAPIO JUIS
IPUCBOCHHUS PETMCTPALIMOHHOTO HOMEpa U OTIIPABKH KOPPECTIOHIEHTY B Cllydyae HEOOXOJUMOCTH.

[Tponeccrt «OOpaboTKa BXOIAIIETO JOKyMeHTa», «OOpaboTka HCXOJAIIETO JTOKYMEHTa)
u «O06paboTKa BHYTPEHHET 0 JOKYMEHTa» MO3BOJISIOT AaBTOMAaTHUECKH BBITIOJIHUTH LIETTOUKY 0a30BbIX
IIPOLIECCOB.

6.1.2. Co3nanne aBTOMaTU3HPOBAHHBIX MIPOLIECCOB

HoBrlii potiecc MokeT ObITh CO3/1aH Kak IO MA0JIOHY, TaK U C HYJIS, €CIIH JUIsl BBITIOJTHEHUS
MOCTaBJIEHHOW 3aJ]auil OTCYTCTBYET HEOOXOAMMBIH 11a0JIOH Mpolecca.

[Ipu cozpanum nporeccoB HEOOXOAUMO PYKOBOICTBOBATHCS CIEAYIOIIMMHU MTPaBUIIaMU:

— Ha3BaHME IIpoliecca JIOJDKHO OINUCHIBATh JCMCTBHME W HAYMHATBCA C IJIAaroja WIN
OTIJIAr0JILHOTO CYIIECTBUTEILHOTO,

— Ha3BaHMe Ipoliecca JOHKHO COAepKaTh YKa3aHHe Ha IPeIMET 1eATeIbHOCTH,

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

— B KapTouKe Ipolecca 0053aTeNIbHO JJOKEH ObITh YKa3aH CPOK.

6.2. IIpuem n nepBuyHas 00padoTKa NOCTYNAOIIMX JOKYMEHTOB

Kananamu noctymienust 1okymeHToB B AY «HedTeroranckuil OJTUTEXHUYECKUN KOJIIEIK»
SBJISIIOTCS: AJIEKTPOHHAS 1104Ta, Kypbepckas foctaBka, [loura Poccun, dake, COI «Jleno».

[Ipuem u nepBuyHas 06pabOTKa MOCTYMAIOIIKX TOKYMEHTOB MPOU3BOASTCS HEHTPATU30BAHO
«CekperapeM-/1eI0IPOU3BOIUTEIIEM.

JlokyMeHTBI, TMoaydeHHble mnoapazaeneHusMu AY «Hedreroranckuii moIuTEXHUYECKUN
KOJIJIeK», MUHYST «CekpeTraps-AeIonpOru3BOAUTEINS», TOJKHBI ObITh MepelaHbl eMy JUlsl ydera U
perucTpanuu.

[lepuynas 00paboTKa MOCTYMAOMIMX JTOKYMEHTOB BKIIIOYAET B ceOsl:

— MPOBEPKY NPABUIBHOCTH aIPECOBAHUS U JOCTABKU MMOCTYMAKOIINX JOKYMEHTOB,

— MPOBEPKY KOMIUIEKTHOCTU U LEJIOCTHOCTH JOKYMEHTOB,
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— COPTUPOBKY JIOKYMEHTOB Ha IMOJIC)KAITUE U HE TMOJIC)KAIINE perHCTpaupmlo.

JoxymeHT, ommbO04HO aapecoBaHHbIl AY «HedTeroranckuil MOJIMTEXHUISCKUN KOJUICTK,
MOKET OBITh TIEpEHAIIPABIICH 110 MPUHAJICKHOCTH WIH BO3BPAILEH OTIIPABUTEIIIO.

Jlis mpoBepKM KOMIUIEKTHOCTH M ILIEIOCTHOCTH JIOKYMEHTOB BCKpBIBAETCS KOHBEPT H
IIPOBEPSETCS HATMYKME B HEM JIOKYMEHTOB, BKJIIOUasl IPUIIOKEHUS, HAIMYKME MTOAIHCH.

[Tpu OTCYTCTBMU B KOHBEPTE JOKYMEHTOB WJIM MPHJIOKEHUNA K HUM, OTCYTCTBUU IMOJIHUCH,
a TakKe MpU OOHAPYKEHUU TOBPEXKACHUS TOKYMEHTAa WM KOHBEPTA COCTABIIAETCS aKT B TPEX
sK3eMIuIsApax (oAMH akT octaercs y «Cekperapsi-Ieiaonpou3BOIUTENS», BTOPOM MpUoOIIaeTes K
IIOCTYIUBIIEMY JIOKYMEHTY, TPETUH HampaBisieTCcsl OTIPABUTENIO JOKyMeHTa). IIpu perucrpauuu
TaKoro JOKYMEHTa B KapTOUKY JJOKYMEHTa 3aHOCHTCS COOTBETCTBYIOIINI KOMMEHTaPHIA.

He BckpbIBaroTCs KOHBEPTHI C JOKYMEHTaMH, UMEIOIUMH OTMETKY «KoH(uaeHIInanbpH0»
niu «JInauoy.

KonBepThl moanexar yHHYTOXKEHHIO, 3a HCKJIIOYEHHEM TeX CIy4yaeB, KOIJa TOJBKO IIO
KOHBEPTY MOKET ObITh YCTAHOBIICH a/IpEC OTIPABUTENS U 1aTa OTIPABKHU.

6.3. Peructpanusi BXOASIIMX IOKYMEHTOB

Peructpanus BXOOAIMIMX JOKYMEHTOB MPOU3BOJIUTCS HE3ABUCUMO OT CIOCO0a MX JOCTABKH
HeHTpanu3oBaHo «CekpeTapeM-AeIoNPOU3BOAUTENIEM» B CIIpaBOUYHUKE «Bxonsuiue TOKyMEHTbI»
«1C: TokyMeHTOO00pOT 8» myTeM CO3AaHMsI KAPTOUKH JIOKYMEHTA.

Peructpanus BXOASIIMX JOKYMEHTOB OCYILIECTBIISIETCS B JIEHb MX IOCTYIJICHUS WM HE
MO3/IHEE MEPBOIA MOJIOBUHBI CIIEIYIOIIETr0 pabovero JHs.

B kaprouke 1oOKyMeHTa IPU PETUCTPALIMU JOJKHBI ObITh 3aII0JHEHBI CIETYIOIINE TOJIA:

— oTnpaBuTeNb (M3 crpaBoyHHKa «KOppeCOHAEHTHI»; €CIIM TaKOro KOPPECHOHIEHTa HET,
TpeOyeTcs co37jaHie HOBOTO KOPPECTIOHIEHTA),

— noanucan (PO nuua, noanucaBIIero JOKyMeHT),

— Ne ornpaBurens u gara,

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

— agpecar (OUO nuna, KoMy aApecoBaH TOKYMEHT),

— MoJipa3/ieieHne (3aroyHAeTCs aBTOMAaTHUECKH TI0CIIe YKa3aHUs ajipecara),

— CpOK HCTOJHEHHUS (€CIU €CTh),

— rpu nocrymna,

— BUJ (U3 cupaBOYHMKA «BUIBI TOKYMEHTOBY),

— ToJIy4eH (Crocol JOCTaBKH),

— cocTosiHue (Ha perucTpaiuu, OyJeT 3armoTHEHO aBTOMATUYECKH ),

— opraHuzauus (eciu BeAeTcs yueT 0 OpraHu3alusim),

— HauMEHOBaHHE (3aroJIOBOK K JOKYMEHTY),

— TpeAMET MEePenucKH.

BymakHble JOKYMEHTBI CKAHUPYIOTCS M PUKPETIISIOTCS K YIETHOM KapTouke. JJOKyMeHTHI,
MOCTYIHBIINE B AJIEKTPOHHOM BH/IE, IPUKPEIIAIOTCA K YIETHON KapTOUKe IMyTeM 3arpy3ku ¢aiiia ¢
JCKa.

WK noxkymeHTaM, He MOJUIEKAIMM PETUCTPALMH, OTHOCATCS JIOKYMEHTBI, HE TPEGYIONINE UCTIOJIHEHHUS U HE COJIEPIKAILUE
nHpopManum, UCIOIL3yeMOH B CIIPaBOYHBIX LEIAX, HAIPUMEDP: NPHUIIIACUTENbHbIE, O3paBUTEIIbHBIE TUChMa, Telle-
rpaMMBbl, OWJIETHI, TUIAHbL, IPOTPAMMbI CEMHUHAPOB, KOH(QEPEHIMH, CUMITIO3MYMOB M APYT'HX MOJAOOHBIX MEpOIPUSTHH,
pEKJIaMHBIE JOKYMEHTBI, KOMMEPUYECKHE MPETI0KEHHS, Ie9aTHbIC H3AaHNs U AP.
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PeructpanmoHHbiii HOMEp BXOZSIIErO JOKYMEHTa CO3JAa€TCSd aBTOMAaTUYECKH C Y4YETOM
HacTpoek HymepaTopa B «1C: JlokymMeHTO000pOT 8» MO BUaM IOKYMEHTOB.

CocTaB perucTpalliOHHOIO HOMEpa BXOJSIIET0 JOKYMEHTAa YCTaHOBJIEH aBTOMATHYECKU
Hactpoiikamu «1C: JlokymeHT0000pOT 8». [IpH perucrparuu JOKyMEHTa HHICKCHI TPOCTABIISIFOTCS
ABTOMATUYECKU B 3aBUCUMOCTH OT BBIOPAHHOT'O BUJa IOKYMEHTA.

[Tocne peructpanuu JOKyMEHTa aBTOMaTHYECKH cTapTyeT mporecce «O0padoTka BXOIAIIEro
JIOKYMEHTa», KOTOPBIH BKIo4aeT npouecchl «Pacemorpenus» u «Crincanus B A€70».

6.4. IlpenBapurteibHOE pACCMOTPEHUE JOKYMEHTOB

[IpenBaputenbHoe  paccMOTpEHUE JIOKYMEHTOB IPOU3BOJUTCS «Cekperapem-
JIEJIOTPOU3BOIUTEIIEM» B IIEJISIX BBIJACICHUS M3 BCETO MAacCHBa MOCTYMHBIICH KOPPECIOHACHIIMI
JIOKYMEHTOB, TPEOYIOUINX 00s13aTeIbHOTO PACCMOTPEHHS PYKOBOJCTBOM.

JIoKkyMeHTBI IO  BOMNpocaM, HE  TpPeOyIOUIUM  pPAacCMOTPEHUS  PYKOBOJICTBOM,
MIEPEHAIPABIISIFOTCS] HETTOCPEACTBEHHO B CTPYKTYPHBIE MOPa3IeTICHHs C HCIIOIb30BaHHEM KOMaHIbI
«[lepenanpaBuTh 3324y IPYroMy UCIIOTHUTEITION.

JlokyMeHTbI, TpeOyrolue paccMOTpeHus PykoBoauTenemM opraHuzaiuu, epeHanpaBisioTCs
Ha wums PykoBoautens ¢ wucnosib3oBaHueM komaHabl «llepeHanmpaBuTh 3amady Apyromy
HCIIOJTHUTEITION.

OcHoBaHueM JI TPUHATHSL PEUICHUS B XOJI€ MPEIBAPUTEIHLHOTO PACCMOTPEHUS SIBISETCS
coJlep)KaHue TOKYMEHTa, a He aJIpeCOBaHUE JOKYMEHTAa COOTBETCTBYIOLIEMY JOKHOCTHOMY JIUILY.

Pesynbrarom mpenBapuUTENBHOTO PACCMOTPEHHUS SBIISCTCS HAMPAaBICHHE JOKYMEHTa
PykoBomuTento  opraHu3and, €ro 3aMeCTUTENIIM WIM  PYKOBOAMTENSIM  CTPYKTYPHBIX
MO/Ipa3/iefIiecHd B COOTBETCTBUM C YCTaHOBJICHHBIM B AY «HedTeroraHckuil momMTeXHUYECKUMA
KOJUIEK» pachpeieieHneM 00si3aHHOCTEH MEXy PYKOBOJHUTENEM, €r0 3aMECTHTENSIMU U HHBIMU
JIOJDKHOCTHBIMH JIMIIAMH JIJ1S1 BRIHECEHUST YKA3aHUS TI0 UCTIOJTHEHUIO TJOKYMEHTA.

6.5. Ilopsiok paccMOTpeHNsl IOKYMEHTOB J10/IKHOCTHBIMH JIMIAMH U /10Be/IeHUsl
JOKYMEHTOB /10 UCIIOJTHUTeJIel

Nudopmanus o He0OX0IUMOCTH PACCMOTPETh TIOKYMEHT MOCTYIMAaeT JOHKHOCTHOMY JIMILY B
Bujie 3a1auu «1C: JIokyMeHTO000pOT 8» CO CCHUIKOM Ha JOKYMEHT.

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

— TEKCTOBas PE30JIIOLUA,

— HalpaBJICHHE Ha UCTIOJTHEHHE,

— HaIlpaBJICHHUE Ha O3HAKOMJICHHE.

Bribop BapmanTa pe3ynbTaTa pPacCMOTPEHHs] 3aBHCHT OT COJEPKAHHS W Ha3HAYCHUS
MOCTYMHUBIIUX JOKYMEHTOB:

— JIOKyMEHTBbI, TpeOyIoIe UCTIOTHEHHS, — PE30IIONHS ¢ IOPYYEHHEM U YKa3aHHUEM CpOoKa
WCIIOJTHUTEIISI WM OTIPaBKa HEMOCPEJACTBEHHOMY HCIOJHUTEN0 (WM HMCTIOJHUTEISIM POJIH) C
yKa3aHUEM CPOKa UCIIOTHEHUS;

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

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

PoneBas mapmpyTtuzanusi sBISETCS MPEANOUYTUTETLHON, MOCKOJIBKY MPU HCIOJIH30BAHUN
pOJIeBOII afpecaluu He TpeOyeTCs MepeHanpaBIeHus 3a/1a4 IPH CMEHE UCTIOTHUTEINEH TOM WIH WHOM
pomu — «1C: JlokyMeHTOOOO0pOT 8» aBTOMaTH4YeCKH (POPMHUPYET CHHUCOK 3a]ad IMOJIh30BATEISAM C
Y4eTOM aKTyallbHOMH (TeKyIei) MHPOpMAIUU O TOM, KAaKUEe POJIM OHU UCIIONHSIOT B JAHHBIA MOMEHT.
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Caenenus 00 ucnoiHeHUH poJjieit paboTHukamu AY «HedTeroraHckuii OJIMTEXHUYECKUIA KOJUIC K
comepkarcs B criucke «Vcnomaurenu 3agau» paznena «CoBMecTHas paboTay.

6.6. [lopsiIOK UCIIOJIHEHUSA TOKYMEHTOB

PaccmoTpeHHBIe  JODKHOCTHBIMH — JIMIIAMH  JTOKYMEHTBI TOCTYMAlOT paOOTHUKaM Ha
WCIIOJIHEHUE WJIM 03HAKOMJICHHE B BHJIE 33]1a4, KOTOPbIE aBTOMAaTUYECKU CO3/AI0TCS MPHU 3aIlyCcKe
npouecca «McrnosHeHue.

3amaua, moctynusias B «1C: JIokyMeHTOOOOPOT 8», AOKHA OBITh MPUHATA K UCITOJTHCHHUIO
B JIEHb OCTYIIJICHUSI.

CrneuuanucTbl CTPYKTYPHBIX TMOApA3JIeIeHUd B TPOIECCe HCHOIHEHUS JTOKyMEHTa
OCYILIECTBIISIOT:

— cOop u 00paboTKy HeoOX0auMOI HH(OPMALINH,

— MOATOTOBKY IMPOEKTa JOKYMEHTa U BCEX HEOOXOAMMBIX MPHIOKEHUH C COOIIOICHHEM
MpaBWI JOKYMCHTHPOBAHHS, YCTaHOBICHHBIX B AY «He]TeroraHckuil MOJIMTEXHUYSCKUN
KOJUIEIDK,

— COIJIaCOBAHME MPOEKTA C 3aMHTEPECOBAHHBIMU JJODKHOCTHBIMU JIMLIAMU,

— JI0pabdOTKy MpOEKTa JOKyMEHTa IO 3aMEYaHHsM, IMOJYYEHHBIM B XOJI€ COIJIACOBAHUS
(B ciyyae Ccepbe3HOM KOPPEKTUPOBKM IPOEKTa JIOKYMEHTa IPOBOJUTCA €ro IOBTOPHOE
COTJIacCOBaHUE),

— TMpeACTaBJIEHUE MPOEKTA TIOKYMEHTA Ha IIOJIUCH (YTBEPKACHHUE) PYKOBOICTBY,

— OIpeJllelIeHNe MEeCTa XpaHEHUs! JOKYMEHTa (KOIUU JOKYMEHTA) IPOCTaBIEHUEM OTMETKHU
B KapTouke nokyMeHTa B «1C: JIokyMeHTOOO0pOT 8» ¢ yKa3zaHHEM HOMepa Jiejia 10 HOMEHKJIAType
7IeJ1, B KOTOPOE JI0JIKEeH OBITh MOMEIEH JOKYMEHT.

Ecnu ucnionHenue npoexTa JOKyMEHTa OPY4YE€HO HECKOJIBKUM JIMIaM, TO OJNH UCIIOJTHUTEIb
Ha3HAYaeTCsl OTBETCTBEHHBIM (COOTBETCTBYIOIIAsi OTMETKA MPOCTABISETCS B KapTOUKe Mpoliecca
«WcnonHeHney»), mociae YEro OH IMOJIydaeT oOcoOyro 3ajady — KOOPAMHUPOBaTh paboTy
COHCITOJIHATENIEH U OTBEUYATh 3a PE3YyJIbTaT BCErO MpoLecca.

OTBETCTBEHHBI HUCIOJHUTENb HAJAENSAETCS MPAaBOM CO3bIBaTh COUCIIOJHUTENEH st
BBIPAOOTKH COBMECTHOTO PEIICHUS M OMPEIEISITh MOPSIOK M CPOKH MPEACTABICHHS 3TAllOB paOOTHI.

[lepen yBosIbHEHHEM, YXO/I0M B OTIYCK, BBI€3/I0M B KOMAaHJMPOBKY WUJIM NEPEMEUICHHEM 10
JOJHKHOCTH paOOTHUKHU TMOIpa3/ieNieHnit 00s3aHbI 10 YKa3aHUIO PYKOBOJUTEINS MOAPa3IeICHHUS:

— IepefaTh HaxoJsIIMecs y HUX Ha HCIOJIHEHUH (Ha KOHTPOJIE) JAOKYMEHTHI APYyromy
paboTHUKY,

— mnepeaapecoBaTh B «1C: JIokyMeHTOOO0POT 8%» HEUCTIONIHEHHBIE 3a/1a4H,

— TepeasipecoBaTh ANEKTPOHHBIC TUChMa, TPEOYIOIINE OTBETA.

Kpowme Toro, B «1C: JIokymMeHTOO00POT 8» JOIKHBI OBITH U3MEHEHBI:

— CBeZIeHUs 00 UCIIOIHUTENE POJIH,

— CBEICHUS O JIETIETMPOBAHUH TIPaB,

— HACTPOWKHM MpaB J0ocTyna (Ipu Nepexoje B APYyroe nojapaseseHue).

HcnonuuTens NOMKEH MPEINPHHITh BCe HEOOXOAMMBIE MEPHI /IS UCTIOTHEHUS TOKYMEHTa
B YCTaHOBJIEHHBIN CpOK. [Ip1 HEBO3MOKHOCTH HCTIOTHEHUS JOKYMEHTA B YKa3aHHBIM CPOK 3TOT CPOK
JOJKeH OBITh 3apaHee MpOANieH (C COOTBETCTBYIOIIMM OOOCHOBAaHHMEM, MPEICTABISIEMBIM
pykoBoAcTBY). Hanu4umne npocpoyeHHBIX 32124 He 10y CKAETCS.

[IpeBbllieHNE yCTAHOBJIEHHBIX CPOKOB MCIOJHEHUS SIBISIETCS HapYyLIEHUWEM TPYI0BOM
OUCHUIUTUHEL. VICTIONHNUTENb HECET OTBETCTBEHHOCTD 32 MCIOJHEHUE OPYUYEHUIl B YCTaHOBJICHHBIE
CPOKH U CBOEBPEMEHHBIN MIEPEHOC CPOKOB UCIIOTHEHHUS.
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HcnonuuTens HE MOJKEH pasriialiarh COJIep)KaHue MOCTYMUBIIUX K HEMY JOKYMEHTOB U
MOJTrOTOBJICHHBIX MPOEKTOB CIIY>KEOHBIX JOKYMEHTOB. C HUMU MOTYT OBITh O3HAKOMIICHBI TOJBKO
JUIa, UMEIOIUE OTHOLIEHUE K MX UCTIOTHEHHUIO.

6.7. Coznanue 10KyMeHTOB

[IpoekT nokymMeHTa JOJKEeH OBITh CO3/1aH C UCIOJIb30BAaHUEM COOTBETCTBYIOIIETO I1a0jI0Ha
u3 cnpaBounuka «lllabmonsr daitnos» «1C: JJokyMeHTOOO0POT 8.

[Ipu cozmanum TOKyMEHTa 13 HY>KHOTO 11abs10oHa (haiist fokyMeHTa OyeT YaCTHYHO 3ar0JTHEeH
HEOOXOJMMBIMU PEKBU3UTAMH. J[Is1 3TOrO KapToyka JOKyMEHTa JOJDKHAa OBITh 3amlojHEHa
CIIEYIOIIUMHU JaHHBIMU!

— mnanka (u3 cupaBoyHuKa «llanku BHYTpeHHUX IOKyMEHTOB),

— MOATOTOBUJI (3aIOJHIETCS aBTOMATHUECKH),

— mnojpasJieneHue (3amnoyHsAeTCsl aBTOMAaTHYECKH ),

— JaTa co3JaHus (3amOJIHSAETCS aBTOMATHYECKH ),

— rpud nocryna,

— BHJ (U3 cIpaBOYHMKA «BUIBI TOKYMEHTOBY),

— cocrosiHue (IIPOEeKT),

— opraHu3zanus (eciu BeAeTCs yueT 0 OpraHu3alusim),

— Bompoc (U3 crpaBOYHUKA «BOMPOCH EeATETEHOCTHY),

— HavuMEHOBaHHE (3aroJIOBOK K JOKYMEHTY),

— pabouas rpyrmrma (eciau Mpe/noiaraeTcs COBMECTHast padoTa ¢ MMPOEKTOM JIOKYMEHTA).

[locne mNOArOTOBKM MpOEKTa JOKYMEHTa CHCTEMa »3JIEKTPOHHOTO JIOKyMEHTOO0OpOoTa
ABTOMATHUYECKH MPEAJIOKUT 3aIyCTUTh MIPOLECC €r0 COTIaCOBAHUSA, YTBEPXKACHHUS U OTIPABKH (U1
HCXOJISIIETO IOKYMEHTA).

OTBETCTBEHHOCTh 3a COCTaBI€HHWE M O(GOpPMIICHHE JOKYMEHTa B COOTBETCTBUU C
ycTaHoBJI€HHBIMU B AY «HedTeroranckuil NOIMTEXHUYECKUI KOJIJIEAK» TMpaBUIIaMH, a TaKKe
COIJIACOBAHME IIPOEKTa JOKYMEHTa C 3aWHTEPECOBAHHBIMU JOJDKHOCTHBIMU JHUIaMH AY
«Hedreroranckuil MOIMTEXHUYECKUM KOJUIEIXK» BO3JIaraeTcs Ha CTPYKTYPHOE IMOApa3JeNeHUe —
COCTaBUTENS TOKYMEHTA.

6.8. PaGora c ucxoasimuMu 10KyMeHTAM#

Hcxopsame MOKYMEHTBI CO3AAOTCA M3 COOTBETCTBYIOUIMX IIAOJOHOB HMCXOJSIIMX
nokymMeHToB «1C: JlokymeHTo000poT 8». Mcxomamuii TOKyMEHT MOXKET OBITh CO3/1aH B OTBET Ha
BXOJISIIUHI MM KaK MHUIIMATUBHBINA JOKYMEHT.

OTBeTHBI TOKYMEHT CO3/aeTcsl MpHU MOMOIIM KoMaH[ MeHI0 «Co3aTh Ha OCHOBaHUM» —
«Mcxomsmuii  TOKYMEHT», TpU 3TOM KapTOuKa MCXOJMIIEro JOKyMEHTa OyAeT 3arojHeHa
ABTOMATUYECKU TEMH JaHHBIMHU, KOTOPbIE €CTh B KAPTOUKE BXOSAIIET0 JOKYMeHTa. Jl0moNMHUTEIbHO
CJIeZlyeT yKazaTh CIO0CO0 TOCTaBKH.

[Ipu co3nanuy MHULMATUBHOTO UCXOMSILEr0 TOKyMEHTa KapTouKa JOKYMEHTa 3aIl0JIHAETCS
110 aHAJIOTHH C KapTOUYKOW BXOAAIIEro AokyMeHTa (myHKT 6.3. IlonoxkeHus) ¢ ykazaHuem crocoba
JTIOCTaBKH.

ITocne 3akphITUS YIETHOM KAPTOUKH U BCEX MPUIIOKEHHBIX (DaiIoB MCXOIAIUN TOKYMEHT
OyIeT aBTOMATHYECKH HaIlpaBJIeH Ha COIJIaCOBaHWE JIMHEWHOMY pYKOBOJIUTENIO, 3aTeM Ha
YTBEPKACHHUE U PETUCTPALIUIO.

Peructpanmonnsiii HOMEp MOOKYMEHTa M Jara perucTrpaiuy Ha OYMaXXHbIX BEpPCHUAX
JOKYMEHTa MPOCTABJISIOTCS Ha MOATUHHUKAX JOKyMEHTa B PEKBU3UTaxX OJaHKa.
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OpuruHan I0OKyMEHTa ¢ BU3aMM W NPUWIOKECHUSIMH B COOTBETCTBUM C HOMEHKJIATYPOH AEI
IIO/ILIMBAETCS B JI€J10 (BXOASAIINN TOKYMEHT ITIOMEIIAETCSl HA XpaHEHUE B JIEJI0 BMECTE C JOKYMEHTOM-
OTBETOM).

6.9. OTnpaBKa JOKYMEHTOB

OTnpaBKy UCXOIALIMX JOKYMEHTOB IPOBOIUT «CeKkpeTapb-AeI0IPOU3BOAUTEINBY CIIOCOO0M,
3asBICHHBIM aBTOPOM JOKyMeHTa (Kypbep, [louta Poccum, daxc, snekrponnas moura, C3J]
«Jleno»). Crocob OCTaBKM yKa3blBAETCSl B YUETHOH KapTOUKE MCXOJSIIEro AOKYMEHTa, B IOJIE
«Criocob 1ocTaBKm».

«CeKkpeTapp-IeI0NPOU3BOAUTEILY)  NIPOBEPAET HAIMYME YKAa3aHHBIX B JOKYMEHTE
MIPUJIOKEHUH, COOTBETCTBUE KOJIMUYECTBA SK3EMIUISIPOB KOJIMYECTBY a/IpECaTOB, AAThl MOANMCAHUSA,
IIPOM3BOJIUT COPTUPOBKY JOKYMEHTOB I10 CIIOCOOY TOCTaBKU KOPPECHOHEHIIMHU ajipecaTy (1pocTas,
3aKa3Has, MexayHaponHass u 1p.). [Ipu BbIBIEHMM HECOOTBETCTBUI JOKYMEHT K OTIpPaBKE HE
IIPUHUMAETCS U BO3BPAILAETCS] COCTABUTEINIO ISl X YCTPAHECHMSL.

OTBETCTBEHHOCTH 32 MPABHIBHOCTH OPOPMIICHHS TOKYMEHTA (HAIWYHE TOYHOTO M TIOJTHOTO
azipeca, perucTpallMOHHOT0 HOMEpa, MOJAIUCH, NPUIIOKEHUH, OTMETKH 00 HCHOJHHUTENE, APYIHX
00s13aTeNbHBIX PEKBU3UTOB), a TAK)KE 32 MPABHJIBHOCTh 3aMOJHEHHUS TTOYTOBOTO KOHBEPTA, OMUCH
BJIO’KEHUH M YBEIOMJIEHHUS O BPYYEHUH HECET UCIIOIHUTEND JOKYMEHTA.

[Ipu mepenavye HOKyMEHTOB, 3allOJHEHHBIX KOHBEPTOB M OJAHKOB K HUM Ui OTHPABKU
nouroi Poccum ucnonHWTENns JOMKEH YBEIOMHUTH «CeKpeTapsi-AelIONPOU3BOIUTEN» O THIIE
OTIIpaBiieHUs (TUCHbMO MIPOCTOE, 3aKa3HOE, C YBEOMIICHUE, LIEHHOE, | Ki1accom).

JIOKyMEHTBI IOJIJIEKAT OTIIPABKE B IEHb MX PETUCTPALIMU UJIU HE NTO3HEE IEPBOM MOJIOBUHBI
cienyroero padoudero qHs. CpoyHast KOppPECIIOHACHIINS OTIPABIISETCS B IEPBYIO OYEPEIb.

Koppecnonnenuus, ornpasnsemas [louroit Poccun mim Kypbepckoil JOCTaBKOW, MPOXOAUT
YIIaKOBKY, aJipecoBaHMe (IIpH HAIpaBJIEHUHM JOKyMeHTa Oosee ueM B 4 ajpeca B COOTBETCTBUHU C
yKa3aTeleM CIHCKa pacChUIKH, KOTOPBIH COCTaBJs€TCSs aBTOPOM JOKYMEHTA), IpOCTaBJIEHHE
CTOMMOCTH MTOYTOBBIX YCIIYT U I€peavy Ha OTIPABKY B MECTHOE OTAEJIEHUE CBSI3U HIIN KYPhEPCKYIO
ciyk0y. O6paboTKa JOKYMEHTOB Ul OTIPABKH IOYTOBOM CBSI3bIO OCYILIECTBISETCS B COOTBETCTBUU
¢ pevctByrommmu lIpaBunamu okazaHus yciayr HOYTOBOM CBSI3U.

JIOKyMEHTBI, HampaBisieMble II0YTOBOM WM KYypbEpCKOM CBA3BI0O B OJMH aJpec,
BKJIQJIbIBAIOTCS B OJJMH KOHBEPT.

Hcxonsamas MOKyMEHTAalMs, HamnpaBiseMas IIOYTOBBIMH OTIPABICHUSMU B  CY[BI,
MIPaBOOXPAHUTENIbHbIE OPTaHbl, MPETEH3MOHHO-UCKOBAs U JI00as aHAJIOTUYHAs MEepenucKa, a TaKkxKe
OTBETHl Ha OOpalleHHus TpaxJaH, OTHPABISAIOTCA 3aKa3HOW IMOYTOH, C COXpaHEHHEM
MOITBEPKIAIOIIUX KBUTAHIIMM 00 OTIpaBKe U BPyYEHUU TOKYMEHTOB.

Ha 3aka3Hyl0 KOppECHOHAEHLIMIO, Ha KOPPECIOHACHIMIO, HANpPaBIsIEMYI0 B aJpec
WHOCTPAHHBIX OpTraHU3allui, Ha JOKYMEHTHl C TNOMETKON «Jlnsg ciayXeOHOro MoJIb30BaHUsD)
COCTaBJISIETCSI PEECTp, KOTOpbIM 3aTeM Bo3Bpamaercs «CekpeTapro-Iei0pou3BOIUTENIO» C
pacnuckoil pabOTHUKOB IMMOYTOBOTO OTAENIEHUS CBS3U, Kypbepa UM HHOT0 JIUIla, 00eCIeYrBaIOIIEeTO
OTIIPaBKY JOKYMEHTOB. OTBETCTBEHHOCTD 3a XpaHEHUE OPUTMHAIIBHBIX peecTpoB HeceT «CeKpeTaph-
JIeJIONPOU3BOUTEIbY.

OdopmiieHHble ¢ HapylmieHHMeM TpeOoBaHui Hacrosimero IlojmoxkeHHs JTOKYMEHTHI,
KOHBEPTBHI, a TAK)KE KOPPECHIOHIEHIINS HECTY>KEOHOr0 XapakTepa K OTIIpaBKe He MPUHUMAIOTCS.

6.10. IIpaBu1a coriiacoBaHUsl JOKYMEHTOB

[Toso’keHME yCTaHABIMBACT €IMHBIC ITPABHIIA COTVIACOBAHUS U BCEX BUIOB JOKYMEHTOB.

[Iponienypa cornmacoBaHusi MpoBoAUTCS ToibKO cpenactBamu «1C: JlokymeHTOOOOpOT 8»
IIyTE€M MCIOJIb30BaHusA mmpouecca «CoriiacoBaHue».
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PykoBomuTenu cornacyrommx — HoAapa3ieNeHuil  o0s3aHbl  OpraHu3oBaTh  IMpoOILEcC
3¢ (EeKTUBHOTO COTJIACOBAHMS BHYTPH BO3TJIABISEMBIX TOJpa3AciieHUul, O0ecTeunBarOIIni
BBIMIOJTHEHHE YCTAHOBJICHHBIX TPEOOBAaHUH.

[TomHOMOYHMST ~ COMNIACYIOIIUMX  JIUI[  MOTYT  OBITh  JEJETUPOBaHBl  PaOOTHUKAM
COOTBETCTBYIOIIUX MOJpa3IeIeHU myTeM ucnoiib3oBanus GyHkuuu «llepenanpaBute» B mpoiecce
«CormnacoBaHuey.

OTBETCTBEHHOCTh 3a JICJIETUPOBAHHME M Ieperady IOJHOMOYHMM IO PAacCMOTPEHUIO U
COI'JIACOBAHUIO TPOEKTOB JOKYMEHTOB BO3JIaraeTcss Ha COTJIACYIOIIMX JIML, YKa3aHHBIX B JIMCTE
coriacoBaHus (3akiaaka «Buzay yueTHo KapTOuKH).

OTBETCTBEHHOCTh 32 JCUCTBUS TI0 COTJIACOBAHMIO JIOKYMEHTOB, JEJCTUPOBAHHBIC
COTJIACYIOUIMMH JIMIIAMH IyTeM wucnonb3oBanus (Gynkuuu «llepeHanpaButh», BO3Naraercs Ha
pabotaukoB AY «Hedreroranckuii MoJMTEeXHUUIECKUH KOJIJISK», OTyYUBIINX 337ady COTIacoBaTh
MPOEKT JJOKYMEHTA.

[TonoxxeHne ycTaHABIUBACT CIEAYIOUINE CTATYChl COTJIaCOBAHMUS:

— «COTIJIACOBaHOY,

— «COIJIACOBAHO C 3aMEYaHUSIMI,

— «HE COTJIACOBAHOY.

TpeboBanust k popme U coepKaHHIO IMO1aBAEMBIX 3aMEUaAHUN:

— 3aMeuaHus MOJAIOTCS B COOTBETCTBUU C KOMIIETEHIIUEH COTIacyIOLIEro Mmoapa3aeicHus,
ompezenseMoil 3amadamu M QYHKIOUSMHU monapasfeneHus (coxepkarcs B [lomoxkeHuun o
MoApa3/IeNICHNuN ),

— BHE DPaMOK CBOEH KOMIETEHIMH COIJIacylollee JMIIO BIPaBe IM0JaBaThb TOJIBKO TeE
3aMeYaHus, KOTOpbIE HAaIpaBJEeHbI, IO €ro MHEHMIO, Ha IOBBIINIEHHWE KayecTBa Ipoliecca, Ha
3 PEeKTUBHOE TOCTHIKEHUE IIeTIeH IMpolecca, a TakKe PelaKIMOHHBIE 3aMeYaHUs, YIIydlIaroliue
BOCIIpHATHE UHPOPMALIUH,

— 3aMeyYaHusi, MOJJaHHbIE BHE PaMOK KOMIIETEHIIMH, HOCSIT PEKOMEHIATeNIbHBIA XapakTep U
HE MOTYT CIYXXHTh OCHOBAaHHEM JUIsi OKOHYATEIHHOTO OTPHIIATEIEHOTO pe3ybTaTa COTJIACOBAHUS
JTAHHBIM COTJIACYIOIUM JIUIIOM,

— 3aMedYaHusi He OJDKHBI HOCHTH JEKJIApaTUBHBIA XapakTep W TPU3BaHBI BCKPBIBATH
npo0JeMy, BBISBIATh PUCKU U TpesIaraTh BO3MOXKHBIE TYTH MTOBBIIICHUS KA4eCTBa MPOIecca,

— 3aMedaHusi (KpoMe€ pEeNaKklMOHHBIX) JOJDKHBI COMPOBOXKAATHCS COOTBETCTBYIOIIEH
apryMeHTaluei, mpeanoaraoiiei ocBeleHne KOHKPETHON MpoOIeMbl, BBISABICHHE ONPEICICHHOTO
pHCKa, a TAK)KEe COACPIKATH MPETOKEHHSI IT0 MUHIMH3AIUN PUCKOB M PEIICHUIO TPOOIIeM,

— 3ampenraercs MoAaBaTh 3aMeuaHus B popMe BoIrpoca UK Mpocko,

— 3aMeYaHusi He MOTYT OBITh HAIPaBICHBl HA 3alIUTy WHTEPECOB OTIECIHHO B3SITOTO
TIOIpa3IeIICHUs M JJOJDKHBI TIPECIIeIOBATH IIEITH MOBBIIICHHUS Ka4eCTBa MPOIecca B IEIIOM,

— IpHU NoAaye PeJaKIMOHHBIX 3aMEUYaHul, HE OTHOCAIINXCS K CYIIECTBY PaCCMaTpUBAEMOT0
npoiiecca, He0OXOAMMO YUUTHIBATh OPUIIMANBHBIN CTaTyC coryiacoBaHus, 3pdeKT oT paccMoTpeHus
U 00pabOTKH 3aMEUaHHs, a TAKXKE BO3MOXKHOCTh YPETYJIHPOBAHHS TaKUX 3aMedaHUil B pabouem
(HeouIIMaTbHOM) TTOPSIZIKE,

— Ha OYepeIHOM dTale COTIACOBAHMS MPOEKTa TOKYMEHTa COTJIACOBAaHHME IMPOW3BOIUTCS
TOJIbKO B paMKax IE€pPBOHAYAJIBHO IOJAHHBIX 3aMEUaHUN WM BO3HUKIIUX B IOCIETYIOIIEM
BCJICJICTBHE U3MEHEHUS KayecTBa mpoliecca (10 3aMeYaHHUsIM APYTUX COTNIACYIONIIUX JIMII); Tojada
HOBBIX 3aMEYaHU HE JI0MyCKaeTcs,

— €CIIU TPH COTJIACOBAaHMUHU MPOLIECC/BONPOC MPETEPIET U3MEHEHHs, KOTOpbIE KacaroTcs He
TOJBKO (DYHKIMH COTIIACYIOIETo JIMIIA, HAIPABUBIIIETO 3aMEYaHUs, HO U MHBIX COTJIACYIOUIHMX JIHIL,
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KOTOPBIE K MOMEHTY TaKMX U3MEHEHHI YK€ COTIIaCOBAIIN MPOEKT JOKYMEHTA, YKa3aHHbIC U3MEHCHHUS
MOJISKAT UX JOTOJHUTEIBHOMY COTJIACOBAHHMIO.

3aMeuaHus, TOJaHHBIC C HApPYIICHHEM YCTAHOBIICHHBIX IPAaBHJ, MOTYT OBITH YUYTCHBI
pa3paboTYMKOM JJOKYMEHTA IO €r0 YCMOTPEHHIO.

[poremypa coriacoBaHus MpeaIoIaracT CICAYIONIHE CTAHIAPTHBIE CPOKH €€ TIPOBEICHHS:

Opranu3anvoHHO-IIPABOBBIE TOKYMEHTBI ......................... 5 nHen
OpraHu3aluOHHO-PACTIOPSAAUTEIbHBIC TOKYMEHTHI . ......... 3 mHSA

PersmmaMeHTHBIE JOKYMEHTBI ..........ooooiiiiiiiiiiiiiiii 5 nHeu
JIOrOBOpHAS HOKYMEHTALMS ... oo 5 mHeH

TeueHue cpoka coriacoBaHusi HAUMHAETCS C MOMEHTA cTapTa rnpoiecca «CorinacoBaHUE.

Ecnun mpoekt nokymeHTa TpeOyeT CpPOYHOTO COIJIacOBaHMs, pa3pabOTUUK IOIydaeT
[IPEIBAPUTENIBHOE Pa3pelICHHE Ha COKpPALEHHUE YCTAHOBJIEHHOI'O CpOKa COIJIAaCOBAHUS Y
PykoBoautens opranuzaunuu/PykoBonutens Onoka. MHpopmauus o NMOJYy4EeHHOM pa3pelieHun
3aHocuTcs B nosie «KommeHntapuii» kapTouku npouecca «CoriacoBaHue.

Cornacyromee mnojpasJelieHHe BIIpaBe COINIacoBaTh C pa3pabOTYMKOM yBEJIHMYEHHE
YCTaHOBJICHHOTO MM CPOKa, HO HE OoJiee YeM B JIBa pasa.

[Tocne 3aBepuieHMs] 3Tama COIJIACOBaHMS PYKOBOJUTEb IOJpa3/ieieHus-pa3paboTunKa
IIPOEKTa JOKyMEHTa IIPUHUMAET pPEIICHNE O AaJbHEHIIEeM NPOX0KISHUH MPOIecca COrJIaCOBaHUs B
3aBHCUMOCTH OT 3HAYMMOCTH U XapaKkTepa MOCTYHMBIIUX 3aMe4aHui.

st IpOEKTOB OpraHU3alMOHHO-PACTIOPSAUTENBHBIX JokyMeHTOB (OPJl) momyckaercsi He
Oosee Tpex OJTamoB coryiacoBaHus. JIs Ipyrux BUAOB JOKYMEHTOB KOJMYECTBO HTaIlOB
COTJIACOBAHUS HE TUMUTHPYETCS.

[Tpu Hanumunu 3ameuyanuii k npoexty OP/] nocne TpeTpero srTamna corjaacoBaHMsl pEICHHE 10
pasHoOrjacusiM TpPUHUMAETCS JIMIIOM, KOTOpPOE€ YTBEp)KIAeT MpOeKT JoKyMeHTa. PasHormacus
oopmisirorest [IpoTokonom pazHoriacuii.

Ha nio0Gom »tame cornacoBaHusi (KpoMe IEpBOTr0O) pa3pabOTYMK BIPaBE 3aBEPIIUTH
IIPOLEAYPY COIIACOBAaHUs I IPUHATHS JAIbHEUIINX PELICHUN U YTBEP)KIEHUS JOKYMEHTA.

6.11. IIpoBepka npaBUIbHOCTH 0(POPMIICHHS JOKYMEHTA

«CekpeTapp-1eI0IpPOU3BOAUTEIb) IIPOBEPSIET IIPABUJIBHOCTD oopmienus
BHYTPEHHEIO/UCXOAIIET0 JIOKYMEHTa Tepel] YTBEPXKJACHHUEM  YIOJHOMOYEHHBIM  JIMIIOM.
HenpaBunbHo odopMIIeHHBIE TOKYMEHTHI HE PETUCTPUPYIOTCS U BO3BPAILAIOTCS UCTIOIHUTEITIO.

[TpoBepka npaBuIbLHOCTH 0GOPMIIEHHS JOKYMEHTA IPOBOAUTCS IYTEM CO3aHUsI OT/IEIBHOTO
npouecca  «CoriacoBaHue»,  aapecoBaHHOTO  «CeKpeTapro-AesIONpOU3BOJUTENO»,  I1OCIIE
3aBeplIeHMsI IPOLIETypPhl COTIIACOBAHUS C 3aMHTEPECOBAHHBIMHU MOAPA3/ICTCHUSIMH.

6.12. YTBep:kaeHne 10KyMeHTOB

ONEeKTpOHHAas BEPCHsI COTJIACOBAHHOIO MPOEKTa JOKYMEHTa HaIlpaBiisieTCsl PYKOBOIUTEIIO
AY «HedTeroranckuil moaTuTeXHUUECKUH Kotemk» Ha yrBepkaeHue B «1C: JlokyMeHTo000poT 8»
B paMKaxX aBTOMaTHU3MPOBAHHBIX MTPOLIECCOB.

bymaxHast BepcHsl COIIACOBAaHHOIO IIPOEKTAa JOKYMEHTA, IOAJIEXKAIIET0 apXHUBHOMY
XpaHeHulo, nepenaercs pykopogutento AY «HedTeroranckuil MoMUTEXHUUECKUNH KOJIIEIK IS
MOJITMCAHUS TTOCIIE MOTYYSHHSI OJI0KHUTEIBHOTO 3aKIIFOUSHHUS, TIOJIyY€HHOT'O B 3JIEKTPOHHOH (popme
C HCHOJb30BaHUEM Tporiecca «YTBepkaeHue». Ilepemaua TOKyMEHTOB Ha MOJANKCAaHUE
npousBoauTcs «CekperapeM-aeI0npOu3BOIUTEIIEM.

['pud yrBepKaeHUs JIEKTPOHHON BEpCHHU IOKYMEHTA aBTOMATHYECKH OTPAXKACTCS B YIETHOU
kaprouke, B mone «[loxmucan (yTBepAui)» IOCIE TMOJIOKUTEIBHOTO 3aBEPIICHHUS Mpolecca
«YTBEpKICHUECY.
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K OymaxHOH BepcuM JTOKyMEHTa MPUKIAIbIBACTCS JIUCT COIJIacOBaHMs, chOPMUPOBAHHBII
B «1C: JlIokyMeHTOO00pOT 8.

6.13. PerucTpanusi BHyTPEHHHUX JIOKYMEHTOB

Perucrpanusi ~ TOKYMEHTOB  MPOM3BOAMUTCS  OTBETCTBEHHBIM  JIMIIOM B  PaMKax
aBTOMAaTU3UPOBAHHBIX IPOLIECCOB.

[Ipu perucrpanuu BHYTPEHHETO JOKYMEHTAa JIOJDKHBI OBITh 3alOJHEHBI CIEIYIOUINE MO
KapTOUKH:

— PpEerucTpanuoHHBIA HOMED,

— XpaHEHHE.

PerucrpaninoHHblii HOMEp BHYTPEHHEIO JOKYMEHTa CO3[AeTCsl aBTOMAaTHUYECKH C Yy4eTOM
HacTpoek HymepaTopa B «1C: JlokyMeHTO000pOT 8)» 1m0 BUIaM IOKYMEHTOB.

6.14. Yyer n anau3 00beMOB JOKYMEHTO000pOTa

VYder u aHaim3 00bEMOB JOKYMEHTOOOOPOTa MPOHU3BOJATCS B LEISAX COBEPIICHCTBOBAHUS
opraHu3aiu paboThl € JOKYMEHTaMH, PpalOHAJIBHOIO pacCHpeieieHuss JOKYMEHTOIOTOKOB,
MIOBBIIIICHUS MCTIOJIHUTEIBCKOW MUCIUIUIMHBI M pacyeTa ONTHMAaJIbHON YHCICHHOCTH PaOOTHUKOB,
3aHATHIX B IEJIONPOU3BOCTBE.

VYder u aHanmu3 00beMOB JOKyMeHTooOopoTa BexyTest B «1C: JIokyMeHTOO00pOT 8» myTem
dopmupoBanus CrpaBku 00 o0beMe IOKyMEHTOOOOpoTa M3 KoMaHabl «Bce oTueTsl» paszzmena
«dokymentsl u ¢aiine»y. B coorBercTBUM ¢ HacTpoiikoi otuer «CmpaBka 00 oObeme
JOKYMEHTOO0OpoTa»  ¢GopMHpyeTcss  exeHenenbHO  u  HampaBmsiercs — «Cekperapem-
JIeNIONIPOU3BOAUTENEM» pyKoBoauTeno AY «Hedrerorancknii HOIUTEXHUYECKUHA KOJITIE K.

7. TEKYIIEE XPAHEHUE JOKYMEHTOB

7.1. Pa3paGoTKa u BeJeHHe HOMEHKJIATYPbI AeJ

Homenknarypa nen Benercs B «1C: JJokyMeHTOO0OpPOT 8» MyTeM 3aloTHEHUs CTIPAaBOYHUKA
«Howmenknatypa aem» pazaena HCH.

Homenknarypa gen cocraBisieTcst [Uisl TPYNIIMPOBKH HCIOJHEHHBIX JOKYMEHTOB B Jiena,
CUCTEMAaTH3allMK U y4yeTa JIeJ, OIPEeIICHNs CPOKOB UX XPAHEHHUS U MTOMCKA IOKYMEHTOB.

Homenknatrypa nen siBasieTcss OCHOBOM [JIsl COCTABJICHMSI ONMCEH €1 MOCTOSSHHOTO U
BpeMeHHOTO (cBhimie 10 jeT) XpaHeHus, B TOM YHCIIe TI0 JUYHOMY COCTaBY, aKTOB O BBIJICIICHUH K
YHUUTOKEHHUIO JOKYMEHTOB, HE MOJIeKAIINX XPAHEHHUIO, a TaKkKe JJIs ydeTa Jell BpeMEeHHOTO (10
10 51eT BKIIFOUUTENBHO) XPAHEHUS.

CocTaBistOTCS: HOMEHKIIATYPHI JIe] T0Ipa3/ieJIeHu U CBOAHAs HOMEHKJIATypa Jell.

Exeronno B Hauane IV kBaprana «Cekperapb-IeJI0NpoU3BOIUTENBY 3allyCKaeT IMpoliecc
dbopMUpOBaHUS HOMEHKJIATYpHl Jen — crapTyeT mporecchl «llopydeHue» st paOOTHUKOB,
OTBETCTBEHHBIX 32 BEJICHHUE JIEIOMPOU3BOJICTBA B CTPYKTYPHBIX MOAPA3ACTCHUSIX.

PaGoTHUKY, OTBETCTBEHHBIE 32 BEICHUE JIEIOMPOU3BOJICTBA, POPMUPYIOT HOMEHKIIATYPHI JeI
nosipa3ziesieHui B Buje (paidyioB U MPUKPEIUIAIOT K KAPTOUKE 3aJIauH.

[Ipn coctaBieHMM HOMEHKJIATYphl el pabOTHUK PYKOBOJACTBYETCS TOJOKEHHUEM O
NoJipa3/ieNieHnH, TOKyMEHTaMH, PerJIaMEHTUPYIOLUIUMHU e TEIbHOCTh MOAPA3ICIeHUs U TIOPSA0K e
JIOKYMEHTUPOBaHUs, HOMEHKJIATYPOU A€l oApa3/IeieHus 3a MPeIbI YN r0/1, BEJOMCTBEHHBIMU U
TUTIOBBIMHU TIEPEYHSIMHU JIOKYMEHTOB C YKa3aHHUEM CPOKOB UX XpaHEHUSI.

B HoMmeHknaTypy [nenl BKJIIOYAOTCS 3aroJIOBKM €N, OTPaKalollue JAEATEeIbHOCTb
CTPYKTYPHBIX TOAPA3/EICHU TOCYJapCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYHpaBICHUS
MOCTOSIHHO ¥ BPEMEHHO JIEUCTBYIOIIUX COBEIIATEIbHBIX U KOOPAUHAIIMOHHBIX OPTraHOB (KOJIJIETHH,
COBETOB, KOMHUCCHH U Jp.), B TOM UHCJIE OKYMEHTBI, COJAEp)Kalllie CBEACHUS OTPaHUUYECHHOTO
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JOCTyTa, PETUCTPALMOHHBIE M YYETHBIE XYpHalbl, KApTOTEKH, 0a3bl JAaHHBIX, B HEOOXOIUMBIX
Cllydasx - KOIUU JOKYMEHTOB.

3aroyioBKU 3JIEKTPOHHBIX /1€ BKIIOYAIOTCS B HOMEHKIIATYpy el 0 TeM XK€ MpaBuiiaM, 4To U
3aroJOBKH Jiesl Ha OyMaKHOM HOCHTEIIE.

He BKi1t04aroTCsi B HOMEHKIIATYpy el 3ar0JIOBKH MeYaTHBIX U3aHui (COOpHUKH, OpOIIIOPHI,
CIPAaBOYHHKH, OIOJIJICTEHH, peepaTUBHBIC KYPHAIIBI U IPYTHE TMOA00HBIE MaTEPUAIIBI).

BosHukine B TeueHue rojia, He MpeyCMOTPEHHbIE HOMEHKIATYpO# Jeja, JOTOIHUTEIbHO
BHOCSITCSI B COOTBETCTBYIOILIMI pa3/ie] HOMEHKJIATYPHI 1€ C OUEPEAHBIM MOPSAKOBBIM HOMEPOM.

OTBETCTBEHHOCTh 32 IIOJHOTY OTPaXE€HUS B HOMEHKJIAType [eJ HUMEIoIUXcs B
MO/Ipa3/ICJICHNH BO3JIAracTcsl Ha PYKOBOJAWTENS IOApasjeneHus. B ciydae peopraHusanuu win
JUKBUJIAIUY TTOAPA3/ICICHHs], a TAK)KE B ClIyuae YBOJIbHEHHUsI, PYKOBOAUTENb MOAPA3IeIeHUs 00s3aH
nepeaTh M0 akTy (OIMCH) YUCIISIIIMECS 110 HOMEHKIIAType J€J1 IOKYMEHTBI CBOEMY IPABOIPEEMHUKY
mn «CekpeTapro-ea0IPOU3BOAUTEIION.

Ceomnass HoMmeHnkmarypa gen AY «HedreroraHckuii TMONMUTEXHUYECKHHA  KOJIICIE
cocraBisieTcst  «CekperapeM-IeIONpOU3BOAUTENIEM» HAa  OCHOBAaHHMM  HOMEHKJIATyp  Jel
noapasnenenuii u 3anocutcs B «1C: JIokyMeHTOOO0POT 8.

VYTBepxk/IeHHasT HOMEHKJIaTypa el BBOAWUTCS B JEHCTBHE C 1-ro siHBaps CIlEAYHOIIEro
KaJIEHAApHOTO rojia.

Howmenxknarypa nen ogus pa3 B 5 j1eT (B ciaydae u3MeHeHus: GYHKIIMI U CTPYKTYPbI KOJUIeKa
HOMEHKJIATypa JeJl TMOJUIEKUT TIEPECOCTaBICHHUIO, COIJIACOBAHUIO U YTBEP)KJIEHUIO paHblle
YKa3aHHOT'O NEepHO/a) MPEICTABIsAETCS Ha PACCMOTPEHNE DKCIIEPTHO-TIPOBEPOYHON METOUUECKOM
komuccuu CTy»KOBbI 110 JieflaM apXHUBOB XaHThI-MaHCUICKOT0 aBTOHOMHOTO OKpyra — FOrpsr.

[To OKOHUaHMM JAETONPOU3BOJACTBEHHOIO TIOJa COCTABISAETCS HMTOroBas  3aIlucCh
HOMEHKJIATYpPHI JIeJ1 0 KOJIMYECTBE 3aBE/IEHHBIX /1€ (TOMOB J1€]1) TOCTOSIHHOI'O M BPEMEHHOI'O CPOKOB
XpaHeHHs Ha OyMa)KHOM HOCHUTENE U O KOJUYECTBE 3aBEACHHBIX JIEKTPOHHBIX €] MOCTOSHHOTO
BPEMEHHOI'O CPOKOB XPaHEHHUSI.

3anonHeHHbI paznen «HomeHkiaTypa nen» HCHONb3yeTcsl NMpU aBTOMATH3UPOBAHHOM
CO3JIaHHH JIeJ (TOMOB) JUISI CIICAHUS B HUX MCIIOJHEHHBIX JTOKYMEHTOB.

7.2. ®opmupoBaHue e

®dopmupoBanue aen obecrneunBaercs cpeactBamu «1C: JIokyMeHTOOOOpOT 8» myTem
BeJICHUsl crhpaBouHuKa «Jlema (Toma)» B COOTBETCTBMM C HOMEHKJIartypoil nen. Ilapamerpsl,
3aJlaHHBIe 3apaHee i1 KaKJIOro pasjeia HOMEHKJIATyphl, OMNPENENSIOT TMOPSAOK CIIHCAaHUs
MCTIOJTHEHHBIX TOKYMEHTOB B JIeJa.

Jlena cuuTarOTCS 3aBEICHHBIMH C MOMEHTa BKJIIOYEHHUS B HHUX IEPBOTO HCIIOJIHEHHOTO
nokymeHTa. Ilocie HMCHOTHEHHs JOKYMEHTOB M OKOHYAaHHUS pabOThl ¢ HUMH OyMaXKHbIE BEpCUU
JIOKYMEHTOB, MO/JIeXKAallie apXUBHOMY XpaHEHUIO, TOMEIatoTes (OAIIMBAIOTCS) U1 00ecredeHUsI
¢u3nyeckoil COXpaHHOCTH B TBepAble OOJOXKKH WM TAlKU-PETHCTPATOPBl, a 3JIEKTPOHHBIC
JIOKYMEHTBI CITUCHIBAIOTCS B fiena cpeacTBaMu «1C: JIokyMeHTO000pOT 8».

DJEeKTpOHHAs KapTOUKa Jejia CONEPKUT CIETYIOINE CBEICHUS:

— HauMEHOBaHHE 110 HOMEHKJIaType Jie,

— HOMEp ToMa,

— TIepHO/I, 32 KOTOPBIH COOpAHbI TOKYMEHTHI, XpaHsIIecs B Jele,

— KOJIMYECTBO JIUCTOB,

— MECTO XpaHEHHS.

3aKOHYEHHBIE JICIOMPOU3BOJACTBOM (HCIIOIHEHHBIE) JOKYMEHTHI (POPMHUPYIOTCS B Jea I0
HOMEHKJIaType Jedl.

Crtpanuia 54 u3 82



HEDTEIOT AHCKWIA
NOAUTEXHUMECKUIA
KOAA

g

JIOKyMeHTBI Jella CTaHOBATCA apXMBHBIMH ¢ | sHBaps Toja, CIEIYIOIIEro 3a IOJOM, B
KOTOPOM OHH OBLIIH 3aKOHYEHBI JIeTOTNPOU3BOCTBOM.

I[Ipu dopmupoBanuu ngen pabOTHUKH O0sA3aHBI COOJIOAATH CIEAYIOIIME OCHOBHBIC
TpeOOBaHUS:

- B JIeJI0 BKJIIOYAIOTCS HCIIOJIHEHHBIE JOKYMEHTBI, COOTBETCTBYIOIIME IO CBOEMY
COJIEP’KaHUIO 3aroJIOBKY Jiejia 10 HOMEHKJIAType J1e;

- IPUJIOKEHUS BKIIIOYAIOTCS B JI€JI0 BMECTE C OCHOBHBIM JJOKYMEHTOM (TIPUIOKEHHUS 00BEMOM
cBbile 150 TMCTOB MOTYT BBIIAENATHCA B OT/AEIbHBIN TOM JI€J1a);

- B JI€JI0 BKJIIOYAIOTCS JOKYMEHThI OJHOTO KaJEHJApPHOTO TOJAa, 3a HCKIIOYEHHEM
NEePeXOISIIUX e, CyAeOHbIX e, THIHBIX JEIl.

- JOKYMEHTBHI TOCTOSHHOTO M BPEMEHHBIX CPOKOB XpaHEHHUs TPYNIUPYIOTCS B Jena
pa3aenbHo;

- B JIEJIO BKIIFOYAETCSI 110 OJJHOMY IK3EMILISIPY KaxXJA0ro JOKYMEHTa;

- (hakcorpaMMBel, TeerpamMmebl, Tere(OHOrpaMMBbI TIOMEIIAIOTCS B JIeJIa C MIEPEIUCKOI;

- B JIENIO MOMEMIAIOTCA JOKYMEHThI IPAaBUJIBHO U TMOJHOCTHIO OPOPMIICHHBIE (JOKYMEHTHI
JOJDKHBI UMETh JIaTy, IOJITUCH U APYTHe HEOOXOAUMBIE PEKBH3HUTHI);

- B JIEI0O HE BKJIIOYAIOTCS JTOKYMEHTHI, MOMAJEKAIUE BO3BPATY, JHIIHUE SK3EMIULIPHI U
YEPHOBHUKHU (32 HMCKIIOYEHHUEM 0CO000 IIEHHBIX); MO O0BEMY JEJI0, BKIIOYAIOIIEE JOKYMEHTHI Ha
OyMaXHOM HOCHUTeEJNe, He JOJKHO MpeBbIaTh 250 TUCTOB Mpu ToNIKHE He Oosiee 4 cM (TOMIIMHA
Jien co cpokamu xpaHenus A0 10 ser He noyxHa npesbimaTh 10 cM). [lpu npeBbllieHUH JaHHOTO
o0beMa 3aBOJIUTCS BTOPOi U nocneayromue Toma. [Ipu Hanmuuuu B 1e1e HeCKOJIbKUX TOMOB, HHJIEKC
Y 3aroJIOBOK Jiejia MPOCTABIISIFOTCS Ha KaXKJI0M TOME ¢ J100aBlieHneM 0003HaueHusi HoMepa ToMa H,
pU HEOOXOIMMOCTH, 3aroJ0BKa TOMA;

- JOKYMEHTBI BHYTPH JIeJIa PACIOJaraloTcs B XpOHOJIOTHYECKOH (CBEPXY BHHU3), BOIIPOCHO-
JIOTMYECKON TOCIEI0BATENIbHOCTH WM UX COYETAaHHH.

JIOKyMEHTBI BHYTPH JeJjla pacrlojaraiTcs B XpOHOJOTHYECKOW MOCIEeI0BATEIbHOCTH U IO
TeMaTU4ecKoMy (IpeAMETHO-BOIPOCHOMY) MPHU3HAKY: B OJJHO JEJO MOJIIMBAIOTCS JTOKYMEHTHI O
onpezeNieHHON TeMme (BOmpocy), MO BUAAM JOKYMEHTOB («IpPUKa3bl», «ILJIAHBDY, «OTYETHD»,
«IIPOTOKOJBI» U T. 1.) WK MO KOPPECTIOHAECHTCKOMY MPU3HAKY, IIPU KOTOPOM B JIesI0 GOopMHUpYyeTCs
nepenucKa ¢ OJJHIM WM HECKOJIBKUMH KOPPECTIOHICHTAMHU.

YKkazaHHbIE MPU3HAKU MOTYT OBITh IOTIOJIHEHBI U COUETAThCS MEXY COOOH.

OpraHn3annoOHHO-PACTIOPSIUTEIbHBIE JTOKYMEHTB TPYIIUPYIOTCS B Jiea IO BHIAM H
XPOHOJIOTUHU C OTHOCSIIIUMHCS K HUM NPHIIOKEHUSIMH.

OpraHn3anroHHO-TIPaBOBEIC JIOKYMEHTHI, YTBEPKICHHBIC OpraHu3aIMOHHO-
pacropsAUTEIbHBIME JOKYMEHTAMU, MTOJIIIMBAIOTCS B JleNia BMecTe ¢ HUMU. [IpH UX yTBEep)KIeHUU B
Ka4eCTBE CAMOCTOSTEILHBIX JOKYMEHTOB OHU TPYIITHPYIOTCS B CAMOCTOSITEIIHHBIE JIENa.

PernameHTHBIE JOKYMEHTHI MOJIIMBAIOTCSA B Jiella BMECTE€ C MPUKa3aMu, KOTOPHIMH OHHU
BBOJISITCS B IEMCTBHE.

ITpoTokombl popMHUpYIOTCS B [IeN1a O BUJIaM 3acelaHui, COBEeIaHMi, coOpaHuii (110 Kax1oMy
BUY OT/ICTHHO) U TIO XPOHOJIOTHH.

[Tpuka3sl O OCHOBHOM JEATENBHOCTU TPYHNIHUPYIOTCA OTIACIBHO OT MPUKA30B M0 JINYHOMY
COCTaBy.

[Ipukassl MO TUYHOMY COCTaBY TPYNITUPYIOTCS B JieJa B COOTBETCTBHH C YCTaHOBJICHHBIMHU
CPOKaMHU UX XpPaHECHUS:

— TIpUKa3bl 1O JMYHOMY COCTaBy, Kacaiouluecs IpueMa, IepeBOa, YBOJIbHEHUS,
MOOILPEHHUs, IPEMUPOBAHUS COTPYIHUKOB, CO CPOKOM xpaHeHus 50 jer;
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— MpUKa3bl O MPEAOCTABICHUM OTITYCKOB, B3bICKAHUAX, KOMaHAMPOBKaX PaOOTHHUKOB CO
CPOKOM XpaHeHHs OT 3 70 5 JIeT.

JIOKyMEHTBI B JIMUHBIX JI€JIaX PacIojaraloTcsi B XPOHOJOTHYECKOM MOPSIKE MO MEpe UX
MOCTYTUICHUSI.

Jlunessie cuera 1o 3apaboTHOM I1aTe pabOTHUKOB IPYIITUPYIOTCS B CAMOCTOSITEIBHBIE JIea
U PAacIoyIararoTcsl B HUX B MOpsAJIKe andaBuTa 1Mo GamMuiInsM.

[Tepenucka rpynnupyercs 3a OJUH KaJeHAApHBINA O U CUCTEMATU3UPYETCS BHYTPHU Jiea
B XpOHOJIOTUYECKOM  TOpsSAKE: JOKYMEHT-OTBET IMOMeNlaeTca 3a  JOKYMEHTOM-IIPOCHOOit
(oOpamenuem, 3ampocom). [Ipu BO300OHOBJICHHMH TMEPEHUCKH IO OIPEICICHHOMY BOIIPOCY,
HAYaBIIEHCS B MPEAbIAYIIEM IOy, JOKYMEHThI BKIIOYAIOTCS B JI€JIO0 TEKYIIETo rojia ¢ yKazaHUEM
MHJIEKCa JIeJia MPEeIbIAYIIEero Tro/a.

Byxranrepckue MOKYMEHTHI TPYNIHUPYIOTCS B Jieda B COOTBETCTBUU C TpeOOBaHUAMU
3aKkoHoarenscTBa Poccniickon @enepanny U OpraHU3alMOHHO-PACIIOPSAAUTENBHBIX JOKYMEHTOB
AY «HedTreroraHckuii MOJMTEXHUYECKHA KOJIIEIKY.

OTBeTCTBEHHOCTh 32 (HOPMHUPOBAHHE JEJI BO3JIAraeTcsi Ha PYKOBOJIUTENICH CTPYKTYPHBIX
noapaszaenenuil. Kontpons hopMupoBanus e ocymectBisieT «Cekperaph-AeTonporn3BOAUTEIbY.

7.3. Tekyiee xpaHeHue /el HA OYMaKHbBIX HOCUTEJISIX

Jena co nHA UX 3aBeleHUs 10 Iepeladd Ha apXMBHOE XPAaHEHHWE WIM Ha YHHUUYTOKEHHUE
XPaHATCS IO MECTy UX (OPMUPOBAHUSI.

Jlns obGecniedueHus COXpAaHHOCTH M y4eTa JOKYMEHTOB W JIeN, JIOCTyIa K HUM MPOBOAUTCS
KOMILIEKC padoT:

— CO3[JaHUE ONTHMAIILHBIX TEXHUYECKHX ((PU3MUecKHX) YyCIOBUI XpaHEHHUS JOKYMEHTOB
U Jen,

pa3MenieHue ed,
— TpOBEpKa HAJIMYUS U COCTOSIHUSI JOKYMEHTOB U e,
COOJTIOICHNE TIOPSIKA BbIIAYH JIE.

Jena pa3memniaroT B pabouMx KOMHATaX WM CHEIHATbHO OTBEICHHBIX A JTOM Ienu
MTOMENICHUSX B 3aITUPArOIINecs MKa(bl, CeU(bI U T. 1., YTOOBI 00ECTICUUTH UX COXPAHHOCTD U 3aLTUTY
OT BO3JICHCTBHS ITBLIA M COJTHEYHOI'O CBETA.

Hena B mkadax a1 ux ydera u ObICTPOro MOKMCKa pacroiaratoTcsl BEpTUKAIbHO, KOPEIIKaMU
HapyXXy U B COOTBETCTBHMHM C HOMEHKIAaTypod gen. Ha kopemkax oOIOKeK JeN YKa3bIBAIOTCS
WHJIEKCHl TI0 HOMEHKJIaType naei. HomeHknaTypa 1en Wid BBIMUCKA W3 HEE TOMEIIAeTCs Ha
BHYTpEHHEH CTOpoHe mmKada.

[Ipu mowncke kakoro-mub0 JOKYMEHTAa BHa4ajie CIeAyeT HAaWTH HY)KHBIA 3aroj0OBOK Jena, a
3aTeM MO MHJIEKCY JeJla — COOTBETCTBYIOIIYIO MAMNKy Ha MOJIKE.

[ena, Haxopsmyecs Ha TEKyIIeM XpaHEHUHW, noanexar ydery. llepenm mepemadeit Ha
apXUBHOE XPAaHEHHUE NPOBOJUTCS MPOBEPKA HAIMYUS U COCTOSHUS JOKYMEHTOB M €1 B IEJSX
YCTaHOBJICHUST (PaKTHYECKOTO HAIMYUSA JI€T U COOTBETCTBUSA WX KOJIMYECTBY, UYHUCISAIMIEMYCS TI0
HOMEHKJIaType Jel.

[IpoBepka HaTUYMS U COCTOSIHUSI JOKYMEHTOB U JIEJI TPOBOIUTCS MIPH TIEPEMEIIICHUH ACIT, IPU
CMEHE pPYKOBOAMTENSI CTPYKTYPHOro mnojpaszaeneHus, «Cekperapsi-Aeiaonponu3BOIUTENS», MNpU
peopranuzanuu W JukBuganuu  AY «HedTeroraHCkuii TOJUTEXHUYECKUN KOJJIEHK» WU
CTPYKTYPHOTO TOJIpa3/IeJICHUs.

[IpoBepka HaIM4Ks MPOBOAMUTCS TYTEM CBEPKHM CTaTE€ HOMEHKJIATYphI JIe]T U KapTOYeK I
(tomoB) B «1C: JlokyMeHTOOOOPOT 8» C onmucaHueM Jel Ha O0JI0KKe, a PU3NIeCKoe COCTOSHUE eI
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oIpeieNseTcs MyTeM MX BU3YyalbHOI'0 IpocMOTpa. Bece oO0HapykeHHbIE HEAOCTATKH (UKCUPYIOTCS B
aKTe IPOBEPKU HAJIUYMS U COCTOSHUS JEIl.

IIpu oOHapyXeHUM OTCYTCTBHA JEJ, YUCIALIMXCS 110 HOMEHKJIAType e, PyKOBOACTBOM
NOJIpa3/ielICHuil NPUHUMAIOTCS MEpbl 10 MX pO3bICKY. B ciydae ecnm posbick 1€ HE JaeT
pe3yibTaTa, COCTABJIACTCA CIpaBKa O IPUYMHAX HUX OTCYTCTBHS, KOTOpas IOAIUCHIBACTCA
PYKOBOJUTENIEM HOJpa3AesieHus U npeacTasisiercs «Cekperapro-Aea0nporn3BOAUTEIION.

@aktr yrpathl Jena (#en) (QUKCHpPYETCss B aKTe, COCTaBIIEMOM M IOJIHMCHIBAEMOM
«CekperapeM-IeJI0NPOU3BOIUTENEM» U PYKOBOAUTEIEM  CTPYKTYpHOIO  IOJApa3felieHus
(YIOJTHOMOYEHHBIM UM JIMLOM) B JIBYX 3K3eMIUIgpax (mpu yTpaTe Jesa BpeMeHHbIX (10 10 net
BKJIFOUUTENIBHO) CPOKOB XpPaHEHHUS) UM B TPEX AK3EMIUIsIpax (IIpU yTpare /€] BpEMEHHBIX (CBBILIE
10 1eT) cpOKOB XpaHEHMs WM MOCTOSIHHOTO XpaHeHus). [1o oHOMY 3K3eMIUIsipy akTa XpaHUTCS B
CTPYKTYpPHOM Iozipa3fiesieHnu U y «CeKpeTapsi-AesIoNpOru3BOAUTENSD»; IPU yTpaTe A€l BPEMEHHBIX
(cBbime 10 1€T) CPOKOB XpaHEHUs WM NOCTOSTHHOI'O XPaHEHMs 3K3EMIUIP aKTa IpeACTaBisIeTcs B
apXuB KOJUIEIDKA IIPU Ilepesiade el CTPYKTYPHOIO oIpa3iesieHusl Ha apXUBHOE XpaHEHHE.

OAHOBPEMEHHO € ATUM NPUHUMAIOTCSA MEPHI IO 3aMEILEHUI0 YTPAYEHHOIO JOKYMEHTa €ro
KOITUEN.

B cnywae yrtpaThl JOKYMEHTOB W Jell IPOBOJAUTCS CIIy)KEOHOE pacciieZloBaHUE, 110
pe3yibTataM KOTOPOI'O JIMIIO0, BUHOBHOE B YTpaTe, HECET OTBETCTBEHHOCTh B YCTAHOBJIEHHOM
HIOpsIIKE.

Boigaua nen apyruMm  nojpasieneHusiM Npou3BoaMTcs C  paspemeHust «Cekperapsi-
JIeNTOTIPOU3BOMTENS) C COOTBETCTBYIOIIEH oTMeTKoN B KHure Beigaun aen U J0KkyMeHToB (B Kuure
yKa3bIBaeTcs (pakT rnepeaaun KOHKPETHBIX JOKYMEHTOB, Haxoasmuxcs B faene). Ha BeinanHoe aeno
3aBOJUTCSl KapTa-3aMECTUTENb, IOMENIaeMas Ha MECTO BblIaHHOro naena. Kapra-zamecturens
dopMupyeTcsi aBTOMAaTUYECKHU.

Jlena BBIIAIOTCS BO BPEMEHHOE MT0JIB30BAHKME COTPYIHUKAM CTPYKTYPHBIX ITOApA3IEICHUN Ha
CPOK He 00Jjiee 0IHOTrO MecsIia U MocJie €ro UCTeUEHUs Mo IeKaT BO3Bpary.

W3paTre NOKYMEHTOB U3 J€N NOCTOSHHOIO XPAaHEHMs JOIYCKAeTCsl B MCKIIOUUTENBHBIX
CIy4asix W MPOU3BOJUTCS ¢ paspenieHus pykoBoautens AY «Hedreroranckuii moJMTEXHAYECKUMA
KOJIJIEJK» C OCTABJICHUEM B JIeJie 3aBEPEHHON KOMUHU TI0KyMEHTa, Ha 000pOTe KOTOPOH YKa3bIBaeTcs
OCHOBaHUE U3BATHS MOMAJIMHHUKA, CPOK BO3BpATa, Jara M MOANUCH paOOTHHKA, OTBETCTBEHHOI'O 3a
dopmupoBaHue W/HIM XpaHeHUe nena. [ToATMHHMK TOKYMEHTa, M3bATHIM M3 Jena (J1es10) mocie
PacCMOTpEHMs U PELIeHHs BOIIPOCca, BO3BPAILAETCS B JIEJI0, IIPH 3TOM KOIUS, ITOMEIIEHHAs B JeJO0
BMECTO MOJIMHHUKA, U3bIMAETCSI.

8. APXUBHOE XPAHEHHME JOKYMEHTOB

8.1. IToaroroBka 0yMaKHBIX JOKYMEHTOB U /ie]1 K IepeAadye HA apXMBHOE XPAaHEHHUE U
HA YHUYTOKEHHE

[ToaroToBka NOKYMEHTOB M JI€N K Iepeade Ha apXWBHOE XpPaHEHUE W HA YHUYTOXKEHUE
IIPElyCMAaTPUBAET:

— DJKCHEPTU3Y LEHHOCTH IOKYMEHTOB,

— ohopmienue gen,

— COCTaBJIEHHE ONMCEN eI 110 Pe3yJbTaTaM SKCIEPTU3bl UX IEHHOCTH,

— COCTABJICHUE aKTOB HA YHMYTOJKECHHE JOKYMEHTOB M JEJ C MCTEKIIMMHU CPOKaMH Xpa-
HEHUS.

8.2. JkcnepTN3a HEHHOCTH TOKYMEHTOB

OKcnepTu3a HEHHOCTU JOKYMEHTOB ITPOBOIUTCS:
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B JICJIONIPOU3BOJICTBE - IIPU COCTABJIICHUN HOMEHKJIATYPbI J€JI OPraHU3aLUN U IIPU IOATOTOBKE
JIeJ1 K [Iepesiaye B apXUB;

B apXUBE KOJUIEIKA - B MPOLECCE TIOArOTOBKHU JIE] K IIepeiade Ha MOCTOSIHHOE XPaHEHHE B
MYHMIIMIIAJIBHBIA apXUB, @ TAK)KE ITPU BbACIECHUU K YHUUTOXKEHUIO JIE1, HE TIOIEKAIINX XPAHEHUIO.

DKcrepTu3a HEHHOCTU JOKYMEHTOB ITPOBOJUTCS €KETOIHO.

[To pesynpTaTam SKCIEpPTU3bl LIEHHOCTH B CTPYKTYPHBIX IOJAPA3JECICHUSAX COCTaBISAIOTCA
ONUCHU JIell CTPYKTYPHBIX IOJApa3AeiIeHUN: MOCTOSHHOrO, BpeMeHHBIX (cBbimie 10 jieT) cpokoB
XpaHEeHus, 110 JUYHOMY COCTaBY, Ha OCHOBE KOTOPBIX B apXUBE KOJUIEJa COCTAaBIISIOTCS TOJIOBBIE
pa3felibl COOTBETCTBYIOIUX CBOAHBIX OIMCEH J1€1, JOKYMEHTOB.

Ha nena ¢ ucrekimmmu cpokaMu XpaHEHUs B CTPYKTYPHBIX MOJPa3/eNIEHUsX COCTABIISAIOTCS
IIPEJIOKEHUS K aKTy O BBIICJICHUH K YHUUTOKEHUIO TOKYMEHTOB, HE IIOJIEKALIUX XPAHEHUIO.

Ha ocHoBe npennoxeHuil CTpyKTypHbIX nojipasaeneHuil «Cekperapb-1e10IpOru3BOIUTEND)
COCTABJISIET AKT O BBIJIECIICHUH K YHUUTOKEHUIO IOKYMEHTOB, HE ITOJIEKALUX XPAHEHUIO.

Jlena u JOKYMEHTHI BKJIIOYAIOTCSl B QKT O BBIJEICHUM K YHMUYTOXKEHHUIO JOKYMEHTOB, HE
MOAJIEKALUX XPAHEHHIO, €CIIU IIPEyCMOTPEHHBIHN AJI1 HUX CPOK XPaHEHUs UCTEK K | sHBaps roxa,
B KOTOPOM COCTAaBJIEH aKT.

Hena, umeromue ocoOyioo 3HauuMocTb g AY «HedTeroraHckuil MmoauTexXHUYECKU
KOJUIEIDK», IoMedaroTces crienuanbHoi otMeTkol «1IK» cpencrBamu «1C: JJokymeHnToo00poT 8» B
HACTpoMKax KapTouku fnena. K TakuMm nenaMm OTHOCATCS OpPraHU3allMOHHO-PacCHOpSIUTEIIbHBIC
nokymMeHTel AY «Hedreroranckuii MOTUTEXHUUYECKUH KOJUIEDK» M HAI30pHBIX OPTraHOB Kak
HaunboJiee MOJTHO OTpaXKaIOLINe OCHOBHYIO AeATeNbHOCTh AY «Hedretoranckuil monurexHndeckui
komtepk». Jlenma ¢ ormerkoit «OIIK» monBepratroTcst Oojee TIIATEIbHOW MNPOBEPKE M HMEIOT
IIPUOPUTET IIPH IIepeiade Ha apXUBHOE XPaHEHHUE.

Hena ¢ ormerkoit "OIIK" mnoanexar MNONMCTHOMY MPOCMOTPY B IE€NAX BbISBICHUS
JOKYMEHTOB, IMOJIJIEKAIIUX MOCTOSSHHOMY XpaHEHHIO. BBIABIEHHBIE B TaKMX JelIaxX JAOKYMEHTBI
MTOCTOSIHHOTO XPAHEHHUS BBIIEISIOTCS ¥ PUCOETUHSIOTCS K OJTHOPOAHBIM JiejaM Uil GOPMUPYIOTCS
B CAMOCTOSITEJIBHBIE JIENA.

OcranbHble oKyMeHThI ¢ oTMeTKoM "OIIK" BkitouaroTes B akT Ha yHUuYTOXKeHue. [Ipu aTom
orMetka "JIIK" B akTe He yka3bIBaeTCsl.

Onucu Ha Jena, JOKYMEHThI MOCTOSSHHOTO XpaHEHUs W MO JUYHOMY COCTaBy M akThl Ha
YHUYTOXKEHHE JIOKYMEHTOB pacCMaTpUBAlOTCA Ha 3acefdaHuu OkcnepTtHod komuccuu (OK)
onHoBpeMeHHO. [lo wmToram paccmoTpenuss DK coriacoBbIBarOTCS OMNHMCH JIed, JOKYMEHTOB
IIOCTOSIHHOT'O XPAHEHHUS U 110 JINYHOMY COCTaBY U aKThl O BBIJEJIEHUN K YHUUTOKEHUIO JOKYMEHTOB.

[To pe3ynbrataM SKcrepTH3bl IIEHHOCTH A0KyMeHTOB B «1C: JlokymeHTOOOOpOT 8»
COCTABJISIFOTCS OIUCH JIEJ MIOCTOSTHHOTO, BpeMEHHOTO (CBbIIe 10 s1eT) XpaHeHHsI U el IO IMYHOMY
COCTaBY, a TAaKXKe aKThl O BBIJCIICHUH A€l K YHUUTOKEHUIO.

CornacoBannblie DK kosuieka OMUCH A€ JOKYMEHTOB (TO/10BbIE pa3zesibl) MPEICTaBISIOTCS
Ha PacCMOTpEeHHE DKCIEPTHO-TIPOBEPOYHOM KOMHUCCHHM DKCIEPTHO-IIPOBEPOYHON METOIUIECKOM
komuccueil CiyxObl MO JenaM apXuWBOB XaHThl-MaHCHHCKOTO aBTOHOMHOTO okpyra — FOrpsl
(3IIK).

OIIK yTBepKaaeT onucH 1€ MOCTOSHHOTO XPaHEHHSI M OIMCH JIEJ1 IO IMYHOMY COCTaBY.

[Tocne yrBepxaeHust u cornacoBanust DIIK omuceit aen, TOKyMEHTOB, OMHCH M aKT O
BBI/IEJICHUH K YHUUTOXKEHUIO IOKYMEHTOB, HE TIOJUIEKAINX XPAaHEHHIO, YTBEPKAAIOTCS JUPEKTOPOM
KOJIJIeJIKa, TI0CJIe Yero Jelia, BbIIEIEHHBIE 10 aKTy K YHUYTOKEHHUI0, MOTYT OBbITh YHUUTOKECHBI.
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[To 3aBepuieHNH JEIONPOU3BOACTBEHHOIO T'0/Ia M MO pe3yJibTaTaM SKCIEPTU3bl LIEHHOCTU
JOKYMEHTOB JleJla TOoJuIekaT O(OpMIICHHI0O B COOTBETCTBMHU C NpaBWiIaMud O(opMiIeHHS AeT U
MOJIFOTOBKH JIeJI K [lepe/iaye Ha apXUBHOE XpaHEHUE.

8.3. Odopmienue aen

Jena oopmitsatoTes MpH UX 3aBEJICHUH U 10 3aBepiieHuu roga. OdopmiieHue e BKIYaeT
KOMIUIGKC ~ padoT 1O WX TeXHWYeckoi oOpabotke u  mpoBoautcs  «CekperapeM-
nenornpousoauTenaemy. [lpu 3apeaennu aen ohopmirsirorest 00:10KkH 1en B «1C: JlokymMmeHT0000poT
&».

B 3aBucuMocTu 0T CpOKOB XpaHEHUs MPOBOAUTCS MOTHOE WM YaCTHUHOE O0(OPMIICHHE JIEI.

Hena Bpemennoro (ot 5 go 10 ner) cpoka XpaHEHUS TOJICKAT YACTHIHOMY O(DOPMIICHUIO:
JieNa JOMYCKaeTcsl XpaHUTh B TMANKax Ha KONbIAX WJIM CKOPOCHIMBATENSAX, HE IPOBOIUTH
NepeCcrCTEMaTH3aIHIO JOKYMEHTOB B JIEJIe, JIMCTHI Jiea He HyMEpOBaTh, 3aBEPUTEIIbHBIC HAJIICH HE
COCTaBIISITh.

Jlena MOCTOSIHHOTO, J0JTOBpeMEHHOro (cBbiiie 10 JIeT) CpOKOB XpaHEHUS U IO JUYHOMY
coctaBy (mpueM, mepeMeleHUe, YBOJbHEHHE, MOOILIPEHHE U MPEMUPOBAHUE U TMp.) MOAJEXKAT
MOJTHOMY 0()OPMIICHHIO, KOTOPOE MPeyCMaTpUBaLT:

— MOAIIUBKY (meperuier) aena (HegopMaTHbIe JOKYMEHTBI XPaHATCS B 3aKPBITHIX TBEPABIX
narkax Mim KopoOkax);

— HYMEpALHIO JIUCTOB JIeNa,

— COCTAaBJICHUE JINCTA-3aBEPUTEIIS JIEIIa;

— COCTaBJIEHUE BHYTPEHHEH ONHCHU IOKYMEHTOB JIeIa;

— odopMmieHre 00JI0XKKH Jiena.

8.3.1. lonmuBka (nmepenJer) geja

JIOKYMEHTBI, COCTaBJISIIOIIME JeI0 Ha OyMa)KHOM HOCHTENE, MOJIIMBAIOTCS Ha YEThIpe
npokojia (Ha TpW MpoKosa - s MajloopMaTHBIX Jiel1) B TBEPAYIO OOJOXKKY WIH MSTKYIO
(cxopocimBareb) 00J0KKY U3 KapTOHA, HIIH MEPEIICTAIOTCS ¢ YIeTOM BO3MOXKHOCTH CBOOOTHOTO
YTEHUs BCEX JOKYMEHTOB, JaT, BU3 W PE30JIOLUMH Ha HUX, METAUIMYECKUE CKpEMJIeHUs U3
JOKYMEHTOB YAAJISIOTCS.

B Hawane nena Ha OyMaKHOM HOCHUTENE IPH HEOOXOJUMOCTH TOAIIMBAIOTCS JIUCTHI
BHYTPEHHEH OMUCH JOKYMEHTOB JIeJIa, B KOHIIE Ka)KJ0T0 JIeJIa - JINCT-3aBEPUTEIh JIea.

8.3.2. Hymepanus JTUCTOB B J1es1e

B nemsx obecrieueHusi COXpaHHOCTH M 3aKPETICHUS TIOPSI/IKA PACIIONIOKEHHS IOKYMEHTOB,
BKJIIOYEHHBIX B JIeJI0 Ha OyMa)XHOM HOCHTENE, BCE €ro JIUCThI (KpOME JIMCTa-3aBepUTeNs Jena U
BHYTpEHHEIl OmMCH) HYMEpYyITCcs B BaJIOBOM IMOpsJKE apaOCKUMU IHppaMu, KOTOpPbIE
IPOCTABISAIOTCS B MPABOM BEPXHEM YIIy JHMCTa JOKYMEHTa MPOCTHIM IpaUTHBIM KapaHIAIIOM.
YnorpeOieHne YepHWI W IBETHBIX KapaHIAIIed Ui HyMepaluH JINCTOB 3amperiaercs. JIMCTe
BHYTPEHHEH ONUCH JJOKYMEHTOB JIeJ1a HyMEPYIOTCS OTJEIBHO.

JIMCTHI 1en, COCTOSIIUX U3 HECKOJIIBKUX TOMOB HIJTH YacTeid, HyMEPYIOTCS TI0 K&KIOMY TOMY
WIN YaCTH OTJENBHO.

dotorpaduu, YEpPTEKH, AWATPaMMBl W ApyrHe  WLTIOCTPATHBHBIE  JOKYMEHTEI,
NPEJCTABIISIOIINE CAMOCTOATENbHBIN JIUCT B Jiefie, HyMEPYIOTCS Ha 0OOpPOTHOH CTOpPOHE B JIEBOM
BEPXHEM YTIIy.

CH0XeHHBIH JMCT pa3BOPAYMBACTCS M HyMepyeTcsl B IPaBOM BepxHeM yray. Ilpu aTom nuct
moboro ¢gopmara, MOAIIUTHIA 32 OAMH Kpail, HyMepyeTcs KaK OJIMH JIMCT; JIUCT, CIOKEHHBIH U
MOJIINTHIN 32 CepelnHy, MOAJICKUT TEPEIINBKE U HyMEpYyeTCsl KaK OJJUH JIHCT.
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Jlvcr ¢ HarilyXxo HakJIEeHHbIMHU JOKYMEHTaMH (BbIpE3KaMH, BBIIUCKaMHM, (oTorpadusiMu)
HyMepyeTcs Kak OAMH JIMCT. Ecau K JOKYMEHTY MOJKJIEEHbl OJHHUM KpaeM JPYrHe JOKYMEHTHI
(BBIpPE3KH, BCTABKU TEKCTA, IEPEBO/IbI), TO KaX bl JOKYMEHT HyMEpYETCsl OT/IENIbHO.

[loammuTeie B €10 KOHBEPTHI C BIOKEHUSMU HYMEPYIOTCS; IIPU 3TOM BHauyajle HyMepyercs
KOHBEPT, a 3aT€M OYEPEJIHBIM HOMEPOM KaXKJ10€ BIIO)KECHUE B KOHBEPTE.

[Monmmteie B Ae510 JOKYMEHTHI ¢ COOCTBEHHOM Hymepamuen JTUCTOB (BKIIFOYasl MedaTHBIC
U3JIaHKs) MOTYT HyMEpOBATHCS B OOLIEM MOPSJIKE WIM COXPAHITh COOCTBEHHYIO HyMEpAaLUIO, €ClIn
OHAa COOTBETCTBYET MOPSAIKOBOMY PACIIONIOKEHHIO JIUCTOB B JIENIE.

B ciydasx oOHapyskeHHs O0JIBLIOrO YyKciaa OMMOOK B HyMEpaluy JIUCTOB JIeJla IPOBOJANUTCS
nepenymepanus. [Ipy Hanuyum OTAEIBHBIX OIMMOOK B HYMEPALUMU JIHMCTOB JieNa JIOIYCKAaeTCs
ynoTpebsieH!e TUTEPHBIX HOMEPOB JINCTOB.

8.3.3. CocTaBiieHne JUCTA-3aBEePUTEJIS 1€

Jlucr-3aBepuTelib Aeia COCTABISIETCS s ydyeTa KOJMYeCTBa JIMCTOB M OCOOEHHOCTEH MX
HyMEpalnu Ha OTJEIFHOM JIUCTE, a B KHUTaX — Ha 00OPOTHON CTOPOHE MOCIIEIHETO YUCTOTO JIUCTA.

Jlucr-3aBeputeins popmupyercs B «1C: JlokyMeHTO000pOT 8».

3anpemiaercss BBIHOCUTH JINCT-3aBEPUTENIb Ha OOJIOKKY Jejla WM YUCTbI 000pOT jHcTa
IIOCJICHETO TOKYMEHTA.

Ecnu neno moamumTo wiy neperuieTeHo 0e3 OiaHKa JIMCTa-3aBepUTEeNsl, OH HaKJIEUBAeTCs 3a
BEPXHIOIO YaCTh JINCTA HA BHYTPEHHIOK CTOPOHY OOJIOKKH Jea.

Jlucr-3aBepuUTENb MOIIMUCHIBACTCS €€ COCTAaBUTEIEM C YKa3aHHEM paciu(pOBKU MOJIIHUCH,
JOJDKHOCTH M IaThl COCTABIICHUS.

Bce mnocnenyromue H3MEHEHHS B COCTaBE M COCTOSIHMM Jieda (IOBPEXKICHMsS, 3aMeHa
MOJUIMHHBIX JIOKYMEHTOB KOIUSMH, TPHCOEINHEHHE HOBBIX JIOKYMEHTOB), INPOUCHIEIIINE B
MIPOLIECCE €r0 apXMBHOTO XPAaHEHHUs, TPAHCHOPTHUPOBKHM WM HCIOJB30BAaHUS B IOAPA3/EICHUH,
OTMEYAIOTCS B JINCTE-3aBEPUTENE CO CCHIIKOM HAa COOTBETCTBYIOUIMH aKT, COCTABICHHbIN paboueit
koMuccueil. HckitoueHue cocTaBisieT MOBpEXIeHUE Oosplioro odbeMa Jel B CBA3M C
00CTOSATENBCTBAMU HETIPEOAOTUMOM CHITBL. B 3TOM citydae GpakT noBpexaeHUst GUKCUPYETCS TOJIBKO
aKTOM 0e3 BHECEHUSI U3MEHEHUH B JINCT-3aBEPUTEIb KAXKIOr0 MOBPEKICHHOIO Aea.

8.3.4. CocTaBiieHHe BHYTPEHHEH ONMCH JOKYMEHTOB JeJia

Jlns yyeta TOKYMEHTOB OIPEJIEICHHBIX KaTeropuii MOCTOSSHHOTO U BpeMeHHoro (cBaime 10
JIET) CPOKOB XpaHEHHUs, Y4eT KOTOPBIX BbI3BaH CHENM(PUKON TOKYMEHTAllMH, BKJIIOUYEHHOH B eI,
COCTaBJISIETCS] BHYTPEHHSISI OMUCH IOKYMEHTOB JleJia, IOMelaeMasi B €ro Hayalio.

BHyTpeHHSIsI OnHUCh BKIIOYAeTCs B JeNla, MMEIOIHEe OCOO0YI0 3HAYMMOCTh, a TaKXke Jiena,
cOpMUPOBAaHHbIE MO BUJAM JOKYMEHTOB, 3arOJIOBKM KOTOPBIX HE PACKpPBIBAIOT KOHKPETHOTO
COJIEp/KaHUs JOKYMEHTOB.

BHyTpeHHss onKch JOKYMEHTOB COCTaBIISIETCSl TakKe Ha OOBEMHBIE JieNla MOCTOSHHOTO U
BpeMeHHOro (cBbiiIe 10 JeT) CpOKOB XpaHEHHs B LIEJSIX yueTa U OBICTPOro HaXOKICHUS TOKYMEHTOB
B JIeTI€.

Buytpennsist onuch J0KyMeHTOB Jena popmupyrores B «1C: JlokymeHTO000pOT 8».

K BHyTpeHHEN ONUCH JOKYMEHTOB COCTABIISIETCS UTOIOBAsl 3allMCh, B KOTOPOM YKa3bIBAECTCS
muppaMd M MPONHCHIO KOJIMYECTBO BKIIOUEHHBIX B HEE JOKYMEHTOB M KOJWYECTBO JIMCTOB
BHYTPEHHEHN OIHCH.

BHyTpeHHSAsT oOmuch JOKYMEHTOB Jejla IOJIHUCBHIBAETCA COCTaBUTENIEM C YKa3aHHUEM
pacippoBKU MOANUCH, JODKHOCTU U JaThl COCTABICHUS OIUCH.
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Ecam neno Ha OyMaKHOM HOCHTEJIE MEPEIIETEHO WJIM TOMIMUTO O0e3 OJlaHKa BHYTpPEHHEH
OTIHMCH JOKYMEHTOB, TO COCTaBJICHHAS [10 YCTAHOBJICHHOW (hopMe BHYTPEHHSISI OIIMCH MOIKJICUBACTCS
K BHYTPEHHEH CTOPOHE JIMIIEBOI 00JI0KKH JIeTa.

W3meHeHuss cocTaBa JOKYMEHTOB Jena (U3BATHS, BKIIOYCHHUS JOKYMEHTOB, 3aMEHa
JIOKYMEHTOB KOMHUSAMH) OTpakaroTcs B rpade "[IpuMeuanue" BHYTpEHHEH OINMKCHU CO CChIIKAMH Ha
COOTBETCTBYIOIIKE aKThl. [Ipy HEOOXOIMMOCTH MOTYT OBITh COCTABIICHBI HOBAst UTOTOBAsI 3aIUCh K
BHYTpPEHHEH OIMUCH U JTUCT-3aBEPUTEH JIea.

8.3.5. Odopmiienne 00/10:KKHU Ae1a

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

Ha o06noxKke aenm MOCTOSHHOTO XPaHEHHUs MPEIyCMaTPUBACTCSI MECTO Ui HAMMCHOBAHUS
roCcy/IapCTBEHHOr0 (MyHHIIMIIATLHOTO) apXMBa, B KOTOPBIi [iea opraHu3anuu OyayT npuHatel [Ipu
opopMIICHHH OOJIOKKH Jiella HAMMCHOBAHWE OPTaHM3AIMH yKa3bIBacTCS IOJHOCTHIO, B
UMEHUTENbHOM Tmajexe. [lonHoe HanMeHOBaHHE BBIIICCTOSAIICH OpraHU3allMU YKa3bIBAETCS HaJ
HAUMEHOBAHHEM OPTaHM3AIMH - UCTOYHHWKA KOMIUICKTOBAHUS (TaKKe B MMCHUTEIBHOM ITaJICKeE).
Ecnu opranuzanys wiv BHIIECTOSINAs OPraHU3alKs UMEIOT COKpAaIlleHHbIE HAMMEHOBAHUS, TO OHH
YKa3bIBAIOTCS B CKOOKAX IMOCJIC TTOJTHOTO HAMMECHOBAHUSI.

[Ipy wu3MeHeHMM HAUMEHOBAHUS OpraHW3alMd B TEYEHHE NIEPHUOJa, OXBAaTHIBAEMOIO
JOKYMEHTaMHu Jiefla, WIM TIpu Tepejgade Jena B APYryl OpraHu3aluio, Ha OOJOXKe Jerna
JOTIMCHIBAETCSI HOBOE HAUMEHOBAHME ITOM OpraHM3allMd WIM OpraHU3al[MU-NPAaBONpPEEMHUKA, a
IpeXHEe 3aKIF0YACTCS B CKOOKH.

Ha oGnoxke aena yka3pIBaroTCs:

- HANMEHOBAHHUE OPTraHU3aIliy U €€ HEMOCPEACTBCHHAS MO TYNHEHHOCTB;

- UHJIEKC JIena;

- HOMep ToMa (J4acTu);

- 3ar0JIOBOK Jiefia (ToMa, YacTH);

- KpaliHue AaThl ena (ToMa, 4acTh);

- KOJTMYECTBO JIUCTOB B Jiejie (TOME, YacTH);

- CPOK XpaHeHHUs Jiena;

- apxuBHBIN QP Aena.

3aroyioBOK Jieia Ha OyMa)KHOM HOCHTEJIE U 3arojOBOK AJIEKTPOHHOIO Jieja MEPEHOCITCS Ha
00JI0KKY Jena (dMEeKTPOHHOTO Jela) M3 HOMEHKIATYphl AeN KOJUIeKa. 3arojoBOK JIOJDKEH
COOTBETCTBOBATh COJIEP)KAHUIO IOKYMEHTOB B JIETIE.

B Tex crmyuasix, Korjaa J1eJ10 COCTOUT M3 HECKOJIbKUX TOMOB (4acTeii), Ha OOJIOKKY KaXI0ro
TOMa (4acTH) BEIHOCUTCS OOIIMI 3ar0JIOBOK JIENIa, a P HE0OXOAMMOCTH - 3aT0JI0BOK Ka)JI0T0 TOMa
(uacTm).

B 3arosioBkax jen, coaepiKamx KOIMUHU JOKYMEHTOB, YKa3bIBAeTCS Ha KOJMYSCTBO KOIHUH.
[MoanuHHOCTH TOKYMEHTOB Jiejia B 3ar0JIOBKE HE OTOBapUBAETCS.

Jlena, BHECEHHBIE B TOJIOBBIC Pa3JielIbl CBOJIHBIX OIMUCEH, MUGPYIOTCS MOCIE YTBEPIKICHUS
roJoBoro paszzaena cBoaHoi onucu DIIK apXUBHOTO yupekIeHUS U YTBEPKICHHUS PYKOBOJIUTEIEM
OpraHu3aiyy (0 TOT0 apXUBHBIN MNP MPOCTABIAETCS KapaH/IallloM).

Ha oG6moxke mema ykaspiBaeTcsi naTa jena - roj(bl) 3aBeleHHS W OKOHYAHHUS Jelia B
JIEJIONPOU3BO/ICTBE.

Ecnu B neno BKIIOYEHBI TOKYMEHTHI (HapUMEp, IPUIIOKEHUS ), TaTa KOTOPBIX HE COBMAIAET
C JaTo nena, TO TOJ JAaTod C HOBOM CTPOYKHM jAenaercs o0 »ToMm 3amuck: "B nmene mmerorcs
JIOKYMEHTHI 32 ... To1(b1)".
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Jlata nena MOKET He yKa3bIBaThbCs TOJIBKO Ha OOJIOXKKAX JeJl, COAEP KALIUX I'OJI0BbIE IJIaHbI
Y OTYETHI U IPYrUe TOKYMEHTHI, 1aThl KOTOPBIX OTPa)KalOTCS B 3ar0JIOBKAxX /€.

Jaroil nen, conepXkalux pacnopsAUTENbHYI0, TBOPYECKYI0 U HHYIO JOKYMEHTALUIO
(oknazpl, MUCbMA, CTEHOTPaMMBbl), JUIsl KOTOPOI TOYHAas JaTUPOBKAa MMEET BAXKHOE 3HAYECHHE, a
TaKXe JUIs JIeJl, COCTOSIIIMX U3 HECKOJIBKMX TOMOB (YacTeil), sIBJIAIOTCS AaThl (YMCIIO, MECSL], I'OJ)
peructpauuu (COCTaBJICHUS, IOCTYIUIEHHS) CaMOr0 PAaHHErO0 U CaMOI0 IO3JHETr0 JOKYMEHTOB,
BKJIFOYEHHBIX B JIeJI0 (KpaiiHUe JaThl Aell, JOKYMEHTOB).

Hatoii nena, coaepikaiiero npoTOKOJIbI 3aCeJaHUH, IBIISIFOTCS 1aThl YTBEPKACHUS (€CIIM OHU
YTBEP>KJAKOTCsI) WK AaThl IEPBOTO U MOCIEIHEr0 MIPOTOKOJIA, COCTABIIAIOIUX AEIO.

JlaToii TMYHOrO /iena SIBJISIFOTCS 1aThl MOANKMCAHUS [IPUKA30B O MPUEME U YBOJIbHEHUH JIUIIA,
Ha KOTOPOE OHO 3aBEJIEHO.

[Ipu 0603HaueHNN 1aTHI TOKYMEHTA CHavYalla YKa3bIBaeTCsl YMCII0, 3aTEM MECSII U roJl. Ynciio
U roJl 0003HayaroTCsa apadCKUMK LU paMu, Ha3BaHUE MeCALA - CIIOBOM.

Ecnu nara 1oKymMeHTa WM OTIEJIbHBIE €€ 3JIEMEHTbl ONPENEISIIOTCS MPUOIUZUTEIBHO, Ha
OCHOBAHUU aHAJIM3a COAEP)KAaHUs TIOKYMEHTa, TO JlaTa WK OTJE/IbHbIE €€ 3JIEMEHTbI, He aOCOJIFOTHO
JOCTOBEPHBIE, 3aKITFOYAI0TCS B KBAAPATHBIE CKOOKH.

OO0s3aTenbHBIME PEKBU3UTAMH OOJIOKKHU Jiea SBJSIOTCS yKa3aHUE KOJIMYECTBA JHMCTOB B
nene (IpoCTaBIII€TCS HAa OCHOBAHUM JIMCTA-3aBEPUTENsS J€Jla) U CPOK XpaHEHMs Jena (Ha jaenax
MTOCTOSITHHOTO XpaHEHUs MUIIEeTCs: "XPaHUTh OCTOSHHO").

8.4. CocraBiienne onmuceii e

Jena mnepenaroTcs B apXWB KOJUIE[Ka IIO OIHUCSAM, COCTABIEHHBIM B CTPYKTYPHBIX
nozpazaenenusax. Onucu Jien CTPYKTYPHBIX MOApPa3/IeieHU COCTaBISIFOTCS O YCTaHOBJICHHOMU
(dopme B IBYX 3K3EMILUIAPAX U MPEJCTABIAIOTCS B apXUB KOJUIEIKa HE TO3/IHEE YeM Yepe3 OJIUH ToJl
IOCJIe 3aBEPILEHNUs Jell B JeIONPON3BOICTBE.

Onucu cocTaBiIsAIOTCS OT/AEIBHO Ha JieNla MOCTOSIHHOTO XpaHEeHus; Jiejla BpeMEHHbIX (CBBIIIE
10 neT) cpoKoB XpaHEHHUs, B TOM YKCJIE MO JIMYHOMY COCTaBY, U JI€a, COCTOSIIINE U3 TIOKYMEHTOB,
XapaKTEepHBIX TOJIBKO JUIsl JaHHOW opraHu3auuu. OTIENBbHBIE ONUCH COCTAaBIISIFOTCS HA €IUHUIIBI
XpaHEHUs 3JIEKTPOHHBIX JOKYMEHTOB MOCTOSIHHOTO XpaHEHUs; BpeMEeHHbIX (cBbime 10 j1eT) cpokoB
XpaHEHUs, B TOM YHCJIE 110 JINYHOMY COCTaBYy.

Onucu gpopmupytorcs B «1C: JIokyMeHTOOOOpOT 8» U3 KApTOUKHU JeJ1a TyTeM BbIOOpa MEHIO
«Co3nate Ha ocHOBaHUW» — «llepenava nen B apxus».

[Ipu cocTaBieHUM OMUCH JEJI CTPYKTYPHOTO MOJpa3fesieHus COONIOAAI0TCS CIEayIolne
TpeGoBaHus:

- 3ar0JIOBKHU JIEJT BHOCSITCS B OIKUCh B COOTBETCTBUU C MPUHATON CXEMOM CUCTEMaTU3allu1 Ha
OCHOBE HOMEHKJIaTypHl JIET;

- KaXJ0€ JeN0 BHOCUTCS B ONHUCHh IOJ MOPSIKOBBIM HOMEpPOM (€CIH JEJI0 COCTOMUT U3
HECKOJIbKUX TOMOB WJIM YacTEH, TO KaKJIbli TOM WJIM YacTb BHOCATCS B OIHUCH IOJ MOPSAKOBBIM
HOMEpOM);

- Tpadbl ONMUCH 3aMOJHAIOTCS B TOYHOM COOTBETCTBUHU CO CBEIEHUSIMH, KOTOPbIE BHIHECEHBI
Ha 00JIOKKY J1ena;

- Tpada onucu "llpumedanue" ucnoab3yercs ISl OTMETOK O MpHEMeE JIesl, OCOOCHHOCTAX
(U3MYECKOTO COCTOSIHUSA, O Tiepeaade Aes IPYyruM CTPYKTYPHBIM MOJpa3AeeHUSIM CO CChUIKOW Ha
HEOOXOJMMBIH aKT, 0 HAJTUYUH KOIIHI.

B koHIIe ommcH Beie 3a IMOCIEIHEN ONUCATENbLHON CTaTheH 3aIl0IHACTCS HTOI0BasI 3aIHCh,
B KOTOPO yka3pIBatoTCs (LM(ppaMu U MPOMUCHIO) KOJTUYECTBO /e, NEPBbIi U MOCIeAHUNH HOMepa
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JIeJl TI0 OIMUCH JIeNl, a TaKKe OrOBapUBAIOTCA OCOOCHHOCTH HyMEpalMH JAell B ONMHCHU (Haaudue
JUTEPHBIX U MPOMYIICHHBIX HOMEPOB).

[lepen BHeceHHMEM 3aroJIOBKOB JieJ B ONKUCH HPOBEPSIIOTCS KauyecTBO (OPMUPOBAHUSA U
oopmIeHHs JeT1, COOTBETCTBUE KOJUYECTBA /eI, BHOCUMBIX B ONKCH, KOJMYECTBY 3aBEICHHBIX €T
110 HOMEHKJIaType Jell.

IIpu mpocMoTpe J1e1 NPOBEPSIIOTCS: COOTBETCTBUE 3ar0JI0BKA JIENA COJAEPKAHUIO JTOKYMEHTOB
B JieJie; MPaBUIBHOCTh OPOPMIICHHUS U TPYIIIUPOBKH TOKYMEHTOB, BKIIOYEHHBIX B JIEJI0; KAYECTBO
NOALIMBKYA WIM MeEpeIvieTa Jenla; MpaBWIbHOCTh HYMEpPALMU JIMCTOB J€ja; Halu4ue B Jele, B
HEOOXOUMBIX Cy4asiX, BHyTPEHHEH OMMCHU JieNia U MPAaBUIBHOCTh €€ COCTaBJICHHUS; MPaBUIbHOCTh
oopmieHns OOJNOXKKH Jeja; HaIMYhe M MPaBWIBHOCTH JIMCTa-3aBepuTeNsi nena. B ciydae
oOHapyXeHHs HApYIICHUS YCTAaHOBIIEHHBIX MPaBUJI POPMUPOBAHUS K OPOPMIICHUS JIE]T OHU JTOJIKHBI
OBITh YCTPaHEHBI.

B ciyyae obHapyskeHUs: OTCYTCTBHS JIe, YUCISIINXCS [0 HOMEHKJIAType e, CTPYKTYPHBIM
MOJpa3/IeICHUEM TPUHUMAIOTCS MEphI 10 po3bicKy. OOHapy)KeHHBIE Jiella BKIIIOYAIOTCS B OIKCH.
Ecnu npunHsThie MEpbl HE Jalld PE3yJIbTAaTOB, TO Ha HEOOHAapYKEHHBIE JIeJIa COCTABISAETCS aKT 00
yTpaTe JOKYMEHTOB, KOTOPBIH IMOANUCHIBAETCS PYKOBOJUTEIEM CTPYKTYPHOIO IMOAPA3JIEICHUS U
nepesaeTcsi BMECTE C OMUCHIO JIe CTPYKTYPHOTO TOIpa3AesieHus] B apXUB KOJIJISIKA.

B nemsx oGecriedeHns COXpaHHOCTH, CBOEBPEMEHHOTO OTOOpa M y4eTa M CHCTEMaTHU3aluu
JIeIT, TOAJIeKAIIUX MOCTOSSHHOMY U BpeMeHHoMY (cBbimie 10 JIeT) CpOKOB XpaHEHHUS, B KOJUIEIKE
COCTaBJISIFOTCS CBOJIHBIE OIIUCH JIET, TOKYMEHTOB.

Onucu coCTaBIIAIOTCS OTIENBHO HA J€Na, JOKYMEHTBI: IOCTOSHHOIO CpOKa XpaHEHHS;
BpeMeHHbIX (cBbIle 10 j1eT) CpOKOB XpaHEHUSs; MO JUYHOMY COCTaBY; XapaKTEPHbIE TOJBKO IS
JTAaHHOW OpraHMu3ali. AHAJIOIMYHBIE OIIUCH COCTABIIIOTCS HA JJIEKTPOHHBIE JI€1a, JOKYMEHTHI.

CBojHbBIE OMKCH JIeN1, JOKYMEHTOB KOJIJIE/XKA COCTOSIT U3 TOJIOBBIX PA3/I€TIOB, COCTABIIIEMbIX
Ha OCHOBE IIEPENAHHBIX B apXUB KOJUIEHKA ONUCEH NIeJ €ro CTPYKTYPHBIX IOApa3JeJIeHuH 3a
OTpefieNIieHHbIE TOJlbl, U CHUCTEMaTHU3WPOBAHHBIX B MpeJesiax Ka)XJo0ro roja B COOTBETCTBUHU C
YTBEPKACHHON CTPYKTYpPOU KOJUIeKa Ha ITOT TOJ.

Onucu nen, JOKYMEHTOB COCTAaBJISIIOTCS 1O YCTAHOBJIEHHON QopMe M COCTOAT U3
ONMCATEIbHBIX CTAaTEW €AMHUIl XPAaHEHMs, UTOIOBOM 3alMCH, JIMCTa-3aBEPUTEN M CIPABOYHOIO
anmnapara K OIHCH.

CBo/iHbIE OITUCH 1€ TOCTOSIHHOTO XpaHeHus1, BpeMeHHbIX (cBbiie 10 j1eT) CpoKOB XpaHEeHus,
B TOM YHCJIE MO JHUYHOMY COCTaBy COIJIACOBBIBAIOTCS 3KCIEPTHOM KOMHMCCHEW KoJule[ka U
HaIMpaBJIAIOTCSA Ha YTBEPXKJICHHE/COTIacOBaHUE B 3KCIIEPTHO-TIPOBEPOUHYIO KoMHccHI0 Ciry>KObI 1O
JienaM apXuBoB XaHTbI-MaHCHUHCKOro aBTOHOMHOTO okpyra — FOrpsl, mocne 4ero yTBep:kaaroTcs
JUPEKTOPOM KOJUIEKA.

8.5. CocTaBiieHHE aKTOB HA YHHUTOKeHHE IOKYMEHTOB M /el ¢ HCTEeKIINMH CPOKAMHU
XpaHeHus!

Ha nena ¢ ucrekmuMu cpokaMu XpaHEHHs] B CTPYKTYpPHBIX MOJpPAa3AeieHHUSX KoJulemka
COCTaBIISIOTCS MPEUIOKEHHSI K aKTy O BBIIECICHUM K YHUUYTOKEHHUIO JOKYMEHTOB, HE MOUIEKAIINX
XpaHeHHIO (110 (hopMe COOTBETCTBYIOIIETO aKTa).

Ha ocHOBe mnpeniokeHHi CTPYKTYpHBIX IOJpa3/ieleHuil ciayx0a J1el0npou3BOJICTBA
OpraHM3alMi COCTABIISIET aKT O BBIJEICHUM K YHUYTOXKEHHUIO JIOKYMEHTOB, HE IOJUIekKAIIUX
XPaHEHUIO.

Akt dhopmupyercs B «1C: JlokymMeHTOOOOPOT 8» M3 KapTOUKH Jieia IMyTeM BbIOOpa MEHIO
«Co3matb Ha OCHOBaHUU» — «YHHUYTOXKEeHHE Jnem». AKT ¢opmupyercs «Cekperapem-
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JeJIONIPOU3BOAUTENIEM» M TMOMJIEKUT YTBEPKICHUIO pykoBoautesneM AY «Hedreroranckuit
ITOJIMTEXHUYECKHUU KOJLIIEIK.

Jlena BKJIIOYAIOTCSA B aKT O BBLACICHMUM K YHHYTOXKEHHUIO JOKYMEHTOB, HE MOAJIEXKAIIUX
XPaHEHUIO, €CJIM MPEIYCMOTPEHHBINH Ui HUX CPOK XpaHEHHs MCTEK K 1 sHBaps roaa, B KOTOPOM
COCTAaBJIEH aKT.

Hena ¢ ormerkoit "OIIK" mnoanexar MNONMCTHOMY IPOCMOTPY B IENAX BbISBICHUS
JOKYMEHTOB, IOJUIeKALIUX MOCTOSHHOMY XpaHEHUIO. BbIABIEHHBIE B Takux Aeiax IOKYMEHTbI
MOCTOSTHHOTO XPaHEHHSI BBIJICJIAIOTCS M IPUCOSIUHSIOTCS K OJTHOPOIHBIM JIeIaM WK (OPMHUPYIOTCS
B CAMOCTOSTEJIbHBIE JI€TIa.

OcranbHble 1oKyMeHThI ¢ oTMeTKoM "OIIK" Britouatores B akT Ha yHUuTOXKeHue. [Ipu aTom
orMerka "JIIK" B akTe He yka3bIBaeTcs.

AKTBl Ha YHUYTOXEHHE JIOKYMEHTOB paccMmarpuBaroTcs Ha 3acenaHuu OK. Ilo mrtoram
paccmoTperuss DK cornacoBblBaeT akTbl O BBLACICHMHM K YHHYTOXKEHUIO JIOKYMEHTOB. AKTBI
YTBEPKAAIOTCS AUPEKTOPOM KOJIJIE/IXKA, ITOCJIE YEro /€A, BBIJCIEHHBIE 110 aKTy K YHUYTOKEHHUIO,
MOTYT OBbITh YHUUYTOKEHBI.

8.6. Ilepenaua ey Ha apXMBHOE XpaHEeHHe

Ilepenaua nen Ha apXMBHOE XpaHEHUE IMPOU3BOJAUTCS C MCHOJb30BaHHEM cpelcTB «1C:
JokymenToo60opoT 8». CBeneHus o0 mepeade Ha apXMBHOE XpaHEHHE OTOOPaKalOTCS B KapTOYKE
nena (Toma).

[lepenaua men B apxuB KOJIeIXa OCYHIECTBISETCS IO TpaduKy, COTIIACOBAHHOMY C
PYKOBOJIUTENSAMU  CTPYKTYPHBIX MOJpAa3JieieHUll, Mepelalolux JOKYMEHThl B apXWB, U
YTBEPKIACHHOMY JTUPEKTOPOM KOJUIE KA.

B mepuox moarotoBku Jen Ha OyMa)KHOM HOCHUTENE CTPYKTYPHBIM MOJpa3/ieleHUueM K
nepenade B apxuB Kosiemka «CekperapeM-ae10porn3BOIUTEIEM» TPOBEPSETCS PaBUIBHOCTh X
¢dbopmupoBaHus, 0pOPMIICHUS U COOTBETCTBUE KOJIMUYECTBA JIEJl, BKJIFOUYEHHBIX B OMHUCH, KOJIUUYECTBY
nen, choOpMUPOBAHHBIX B COOTBETCTBUH C HOMEHKJIATYPOM JIell OpraHu3aiii. Bee BBISBICHHBIC IPU
IIPOBEPKE HENOCTaTKHU B (OPMHUPOBAHUM M OQOPMIEHHM JeNl PpabOTHUKH CTPYKTYpHOI'O
nosipasz/iesieHus: 00s3aHbl YCTPAHUTb.

[lpuem-nepenaua  jen B apXuB  Koulemka — mpousBoautcss — «Cekperapem-
JIeJIONPOU3BOUTENIEM» B IPUCYTCTBUU pabOTHUKA CTPYKTYpHOTO noapaszaeneHus. Ha sxk3emmisipax
OIUCH JIeJI, IOKYyMEHTOB MPOCTABJISIETC OTMETKAa O HAIMYMHM Jiefia. B KOHIle KaXKa0ro sK3emIuisipa
OIMMCH YKa3bIBAIOTCS MU(PPAMU M TIPONHUCHI0 KOJIHYECTBO (DAaKTUUECKH TPUHSTHIX B apXuB eI,
HOMEpa OTCYTCTBYIOIIUX J€T, JaTa MpueMa-rnepeadu /e, a TakKe MOAMUCH JIUIA, OTBETCTBEHHOTO
3a apXuB, U JIMLIA, IepeaBIlIero Jena.

[lepenaua >MEKTPOHHBIX JAOKYMEHTOB B apXHMB KOJUIEKAa MPOM3BOJUTCA HAa OCHOBAHUU
ONMCEH DJIEKTPOHHBIX JeNl, JOKYMEHTOB CTPYKTYPHBIX TOApasJelieHHid Ha (QHU3HUECKH
000COOJIEHHBIX MAaTepHABHBIX HOCUTENSAX, KOTOpBIE MPEICTABISIOTCS B JBYX HWACHTHYHBIX
AK3EMILIApax.

Jena BpemenHoro (mo 10 ner) cpoka XpaHEHHUs Nepefaye Ha apXHWBHOE XpaHEHHE He
moJyIekar (OHM XPaHATCS B CTPYKTYPHBIX TOIpA3JCNEHHUsIX W MO0 MCTEYCHHUH CPOKOB XpPaHCHUS
MOJyIeXKAT YHUUYTOXKEHUIO B YCTAHOBJIIEHHOM TOPSIZIKE).

8.7. Ucnosib30BaHuE apXMBHBIX JOKYMEHTOB

OcHOBHBIMU (hOPMaAMHU UCTIOIB30BAHUS TOKYMEHTOB apX1Ba OpPraHU3aIMU SBISIIOTCA:

- nHpOpMaIMOHHOE o0ecrieueHrne pabOTHUKOB OPraHU3allNH;

- MCIOJHEHHE 3alpOCOB II0JIb30BATENE, B TOM YHCJE 3allpOCOB TIPaKAaH COLUAIbHO-
IIPaBOBOTO XapaKTepa;

Crtpanuia 64 u3 82



HEDTEIOT AHCKWIA

> NOAUTEXHUMECKUIA
KOAAEAX

- BbIJIa4a JJOKYMEHTOB M JI€J1 BO BPEMEHHOE M0JIb30BAHUE, TPEOCTABICHUE KOMTUA apXUBHBIX
JIOKYMEHTOB TIO 3aIpOcaM TOJIb30BaTeNICH, B TOM YUCIie B (hOpME DJIEKTPOHHBIX IOKYMEHTOB.

JIOKYMEHTBI BBIJIAIOTCA W3 apXUBOXPAHWIMINA HAa OCHOBAHMU MHUCBMEHHOI'O Pa3pelICHUS
JUPEKTOPA KOJIJIEIKA UITM PYKOBOJUTENS CTPYKTYPHOTO TOJIpa3/IeJICHUs KOJUIEkKa:

- pabOTHHKAM CTPYKTYPHBIX MOJIpa3IeIeHUN KOJIeKa,;

- CyJeOHBIM, MPABOOXPAHUTEIHHBIM U MHBIM YIIOJHOMOYCHHBIM OpPraHaM B COOTBETCTBHUH C
3aKoHOJaTeabCcTBOM Poccuiickoit denepannu;

- UHBIM I10JIH30BATEIISIM 110 TUCEMEHHOMY 3asIBJICHHUIO.

JIOKYMEHTBI BBIIAIOTCS U3 apXUBOXPAHUJIUII HA CPOK HE MPEBBIIIAFOIINN:

- OJHOTO Mecsila - JUIsl HCIOJB30BaHHUS pPAOOTHHUKAMHU OpPraHU3alMd W HWHBIMHU
I1OJIL30BATEIISIMMU;

- IIECTH MECAILIEB - CYJACOHBIM, TPABOOXPAHUTEIHHBIM U UHBIM YIIOJTHOMOUYEHHBIM OpraHaM.

[Iponnenne yCTaHOBIIEHHBIX CPOKOB BBbIJIaYM JOKYMEHTOB JIONYCKAaeTCs C pa3peuieHust
PYKOBOAMTENSI OpraHW3allMd Ha OCHOBAHUM IMHCHbMEHHOTO TMOJTBEPXKICHUS II0JIb30BATENS O
COXpaHEeHUH/00eCTIeYeHUH COXPAHHOCTU JOKYMEHTOB.

B ciydae BOSHMKHOBEHHSI ITPOU3BOJICTBEHHOW HEOOXOIUMOCTH PAOOTHHUKH IOAPA3ICICHUN
MMEIOT [IPaBo JIOCTYIA K apXUBHBIM IoOKyMeHTaM. C 3TOH 11e/1bI0 0popMIISIETCS 3aIPOC Ha OTyUYeHUE
apXMBHOT'O Jieda. 3amnpochl Ha BbAAYy JOKYMEHTOB BpeMeHHoro (1o 10 iier) cpoka XpaHEHMs
MOANKUCHIBAIOTCS PYKOBOAUTENIEM CTPYKTYPHOTO MOJApa3/IeJeHus. 3apochl HAa BblIayy JOKYMEHTOB
MOCTOSIHHOTO CPOKa XpaHEHHUs, a TakKe MPEACTaBICHHUS TOKYMEHTOB IPYroro MoApa3/ielieHus
BpeMeHHOTO (cBbimie 10 neT) XpaHeHus, OMUCHIBAIOTCS TUPEKTOPOM KOJIIEIKA.

Uckmouenne coctaBisitoT [Ipuka3bl MO OCHOBHOW AESTENHHOCTH HE KOH(MUICHIIMATBHOTO
MOPsIKA, KOMHH ¢ KOTOPBIX MPEJOCTaBISIOTCS O€3 COCTaBICHUS 3ampoca.

Buemnue 3amnpockl Ha npenocTaBieHrue MHGopMaluu (IpaBOOXpPaHUTEIbHBIM, HAaJOTOBBIM
U Ip. TOCYIapCTBEHHBIM OpraHaM) COTJAcOBBIBAIOTCS C IOPUAMYECKON Ciyxk00i B dactu
YCTaHOBJICHHS TIPABOMEPHOCTH 3arpoca.

Beimaua JOKYMEHTOB W3 apXMBOXPAHWIMIIA PETUCTPUPYETCS B KHUTE BbIIAYU JEN U
odopmIiseTcs:

- 3aKa30M (cImy>KeOHOM 3aMuCKON) Ha BBIAAYY JIE;

- aKTOM O BbIJIaue JIeJl BO BPEMEHHOE MMOJIb30BAHKE - TIPH BbIJIaY€ B CTOPOHHUE OPTaHHU3AIUH.

Brigaua moxkymeHToB u3 apxuBa gukcupyetcs B XKypnaine nepenauu «1C: JlokymeHTOOO0pOT
8».

Brigauy 1okyMeHTOB Ha OyMa)KHOM HOCHUTEIE M3 apXMUBOXPAHUIIUIIA U IIPUEM HX 00PaTHO, B
TOM YHCJIe B Clydae HEOOXOAMMOCTH TMOJUCTHYIO MPOBEPKY HAIMYUS U COCTOSIHUSI JOKYMEHTOB
nepea  BbIaueld M3 apXMBOXpAaHWIMIIA W NOpU  BO3Bpare, MNpou3BoauT «Cekperapem-
JIETIOTPOU3BOIUTEIEM» B MIPUCYTCTBUH JIUIA, MOTYYaOIIETo (BO3BPAIIAIOIIETO) JAea.

[Tpu oOHapy)eHUH HEAOCTAUH JIe WIH OTJENIbHBIX JINCTOB B HUX, & TAK)KE MOBPEXKICHUH Je
1 TOKYMEHTOB «CeKpeTapb-AeIONPOU3BOIUTENbY COCTABIISIET aKT O (PU3NIECKOM MOBPEKICHUN W
0 HeIocTaye JieJd WIA JOKYMEHTOB B ABYX dK3eMIUIsipax. OOuH 3K3EMIUISIp aKTa MpPEIbsBISIETCS
PYKOBOAMTENIO TOJPa3JeCHUs, WCIOIb30BABIIECTO JOKYMEHTBI, W JOBOJMUTCS JI0 CBEACHUS
pykoBoautens AY «HedTeroraHckuii MOJIUTEXHUUECKUN KOJUTISIK JUTsl IPUBIICYCHHS] BHHOBHBIX K
OTBETCTBEHHOCTH, BTOPOH — XPAaHUTCSI B HOMEHKJIATYPHOM JI€JIe apXHUBa.

OTBETCTBEHHOCTh 33 COXPAaHHOCTh WU (PU3UYECKOE COCTOSHUE BCEX JIOKYMEHTOB JIelia,
MOJYYEHHOT0 BO BPEMEHHOE TOJIb30BAaHUE M3 apXMBa, HECET PYKOBOJIUTENIb CTPYKTYPHOTO
nojapaszaenenus. Kareropuuecku 3arnpemniaercsi npu BPEMEHHOM IOJIb30BAaHUU PACIIMBATH JIe€]a U
CKOpOCIIMBATENH, a TAK)KE U3bIMATh IOKYMEHTHI.

Crpanuna 65 u3 82



HEDTEIOT AHCKWIA
NOAUTEXHUMECKUA
KOAAEAX

g

Beitaua e Bo BpeMEHHOE 110JIb30BaHUE B IPYTHe OpraHu3aluy (B T. 4. adGUINpOBaHHbIC)
OCYIIECTBISICTCA IO MHUCBMEHHOMY 3ampocy Ha ums pykoogutens AY «Hedteroranckuit
MOJUTEXHUUYECKUI KOJUIEDK» M O(OpMIISIETCs COOTBETCTBYIOIIMM aKTOM. B 3ToMm ciiydae akt
IIOATMCBIBACTCS TUPEKTOPOM KOJUIEIKA C OJHOW CTOPOHBI M PYKOBOAMUTEJIEM OpraHU3alUM-
IIoJIydaTens, ¢ Apyroi cTopoHsl. [loanucu cKperuaroTcs: KpyribIMH NeYaTsIMU OpTaHU3alnund. AKT
oopmsieTcss B IBYX 3K3EMIUISIPaX, OJMH M3 KOTOPBIX OCTAETCS B apXUBE, JPYroil — mepemaercs
noayyarento. Ilocine Bo3BpaleHus eyl B 000UX SK3eMIUISIpax akTa JeJIaeTcsi COOTBETCTBYHOILAS
OTMETKA.

W3pATHEe NOKYMEHTOB M3 apXuBa JAOIYCKAcTCs JIMIIb B UCKIKOYMTEIBHBIX CIIydasx MAJIs
VICIIOJTHEHUS 3aIIPOCOB U IPEAIMCAHNN FOCYAAPCTBEHHBIX OPraHOB.

JIOKyMEHTBI U3 apXUBOXPAaHUIIMUILA, KaK IPAaBUIIO, HE BBIAAIOTCS:

- Ipu HAIMYKUX (OHJA TTOJIE30BAHMS,

- HaXO/d1Iecs B HEY10BIETBOPUTEILHOM (PU3NYECKOM COCTOSTHHUH.

3anpochl TOJb30BaTENEl, IOCTYNAIOIIME B apXWUB KOJUIEIKa, IOAPA3JCIAI0TCS Ha
TEMaTU4YECKHE M COLUAIbHO-IIPABOBBIE. ApXUB KOJUIEAKA JOJDKEH paccMaTpUBaTh M MCIIOIHSTH
3aIpoChl, IOCTYIHBILINE B MUCEMEHHOH (hopme.

3anpoc J0KeH ObITh 3aperMCTpUpPOBAaH B TeUEHHE TpeX pabouux JHEH ¢ MOMEHTa ero
ITOCTYILJICHUS.

3anpoc, HE OTHOCAIIMMHCA K COCTaBy XpaHSIIUXCS B OpraHU3alud JTOKYMEHTOB
(HeTTpOWIBHBIN 3ampoc), B TeYCHHWE 7 JHEH CO IHS PErucTpalyy 3ampoca HanpaBIsIeTCs B
OpraHu3aIMio, TJ€ MOTYT XPaHUTbCS HEOOXOIUMBIE JOKYMEHTHI C YBEIOMJIEHHEM 00 3TOM
IIOJIB30BATENS.

3anpoc, TOCTYNMBIIMI B apXWB KOJUIEAXKA, pPACCMATpPUBAECTCS B COOTBETCTBUU C
TpeOOBaHUSAMHU 3aKOHOJATENbHBIX W MHBIX HOPMAaTHBHBIX IPaBOBBIX AakKTOB IO padoTe cC
o0paleHUs MU TPaXKAaH U MPEIOCTABICHUIO TOCYAapCTBEHHBIX (MyHULIUIAIBHBIX) YCIYT.

OTBeT Ha NOCTYNUBILUN B apXUB OpPraHU3alliy 3alpoc MpenocTasisercs B Teuenue 30 nuei
co JHs ero peructpanuu. C paspelieHus pyKoBOJICTBa KOJIJIeIKa 3TOT CPOK MOXKET ObITh MPOJIIEH
He Oosiee yem Ha 30 1HEH, ¢ YBEJOMIICHHEM 00 3TOM 3asBUTEIIS.

8.8. YHuuTOKCHHE JOKYMEHTOB H /1e]1 ¢ HCTeKIINMH CPOKAMHU XPAHEHHSA

«CekpeTapb-/1eJI0NPOU3BOUTENBY MEPUOJUUECKH MPOBOJIUT BbIIEICHUE K YHUUYTOXKEHHUIO
JIOKYMEHTOB C UCTEKIIMMHU cpokamu xpanenus't, cpenctsamu «1C: JIokyMeHTOOGOPOT 8%, a Takwke
OKa3bIBaeT METOAMYECKYIO0 ITOMOLIb CTPYKTYPHBIM M TEPPUTOPHAIBHBIM MOApPA3/ICICHUSIM B
YHUUYTOKEHUU TOKYMEHTOB C MCTEKIIMMHU CPOKAMHU XPAHEHHUS, CPOKOB XPAHEHMsI «JJ0O MMUHOBAHUS
Hago6HocTt» (AMH), «10 3amens! HoBbIMU» (/I3H), a Takke 4epHOBBIX U KOMUNHHBIX JOKYMEHTOB.

OT00p JOKYMEHTOB K YHHUTOXEHHIO NMPOU3BOAUTCS MOCIE COCTABICHUS CBOJIHBIX ONMHUCEH
JIe]l TIOCTOSIHHOTO XpaHEHUs 3a 3TOT K€ Mepuoj] (OMUCH U aKThl O BBIJIEICHUM JIOKYMEHTOB Ha
YHUUYTOXKEHHUE  pacCcMaTpHUBAIOTCS «CekperapeM-/1eJ0IIPOU3BOIUTENIEM»  COBMECTHO  C
pykoBoauteneM AY «HedreroraHckuii HOJTUTEXHUYECKUI KOJIIEIXK» OJTHOBPEMEHHO).

JlokymeHnTsl cpoka xpaHeHus JIMH, komnuiiHple JOKyMEHTbl HOPMAaTHMBHO-METOINYECKOTO
XapakTepa, UMeronue cpok xpanenus [[3H, uepHOBbIe U KOMMITHBIE TOKYMEHTHI (HE TOJIIUTHIC B

1 Ycuncnenne CpOKa XpaHEHHUs JeJl U JOKYMEHTOB OCYIIECTBIsieTcsl ¢ 1 siHBapsl rofa, CIEAYIOUIero 3a TOJOM HX
okoHuaHus. Harmpumep: 5-netHuid cpok xpaHeHHs Jiei, okoHUeHHBIX | stuBaps, 20 uioHs u 31 nexadpst 2013 rozna BHe
3aBUCUMOCTH OT KOHKPETHOI'O0 YHMClIa U Mecsia MX OKOHuYaHusi, ucuucisercss ¢ 1 suBaps 2014 roga. IIpaBo ux
YHUYTOXEHHS Bo3HHUKAET ¢ 1 saBaps 2019 roxa.
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Jiena), nepeilanHble CTPYKTYPHBIM MOJpa3/ieJIeHHeM B apXUB Ha YHUUTOKCHHUE, YHUUTOXKAIOTCS 10
aKTy ¢ 00s3aTenbHON (PUKCaIHel KOIMYeCTBa MEIIKOB U KOHTEHHEPOB, IPUHSTHIX OT CTPYKTYPHOTO
nojipas3ziesieHus, a Takxke paMuiInyu paboOTHUKA, OCYIIECTBRIISIONIETO SKCIIepTH3y (0TOOpP) TOKYMEHTOB
HA YHUYTOXKCHHE. Takue NTOKYMEHTBI MOTYT OBITh YHHYTOXKCHBI B CTPYKTYPHOM MOJIpa3felieHUH
CaMOCTOSITENIbHO, 0€3 COCTaBJICHMSI aKTa, C HCIOJIb30BaHUEM IIpelepa MO COrJIacOBaHUIO C
pykoBonutenem. IIpu 3ToM B HOMeHKJIarype Aen (B BepTukanbHOU Tpade 5 «IIpumeuanuer)
JienaeTcs 3aluch 00 YHUUYTOXKCHHH Jelia: «YHHYTOXReHO. CM. akT Ne oT . Iommucse,
WHUIHAITBI, (paMUITus.

Jlena Ha GyMa)XHOM HOCUTEJIE, BbIIEJICHHbIC K YHUUTOXKEHHIO, IEPEeIaloTCsa Ha YHUUTOKEHUE
(YTUIIM3aLMIO) 110 aKTy O BBIACIICHUHM K YHHYTOXKEHUIO JIOKYMEHTOB, a TaK)KE Ha OCHOBAaHWUU WHBIX
JIOKYMEHTOB, MOATBEPKAAOIMIUX (aKT CAaYU JOKYMEHTOB HAa YHUUTOXEHHE (YTUIU3ALIUIO).

DONEeKTpOHHBIE Jela € MCTeKIIMMU CpPOKaMH XpaHEHWs TMOJJIeKaT BBIACICHUIO K
YHUUYTOXKEHHUIO Ha OOIIMX OCHOBAHUSAX, MOCJIE YEeTO MPOBOJIUTCS UX (U3UYECKOE YHUUTOKECHHUE WU
YHUYTOXXEHHUE MPOrPaMMHO-TEXHUUYECKHUMHU CPEJICTBAMU C COOTBETCTBYIOIICH OTMETKOW B aKTE O
BBIJICTICHUH K YHUUTOXXCHHUIO JTOKYMEHTOB.

Croco6 yHHYTOXKEHUSI JOKYMEHTOB KOJUICIK OIpPEACNISIET CaMOCTOSTEIbHO (XMMUYECKOe
YHUUTOKEHUE, N3MeTbueHue (IIpeIupOBaHUe)).

[Tocne ynuuTokeHuUs 1e71 B KapTOUKe «/[em10» mpocTaBiIsieTcst OTMETKA «Y HUYTOXKEHOY.

9. UI3rOTOBJIEHUE, YUET, HCIIOJIb30BAHUE 1 XPAHEHUE ITEYATEM,
ITAMIIOB U BJIAHKOB JOKYMEHTOB

JInst ynoCTOBEpEHHUsI IMOJUIMHHOCTH TOKYMEHTOB WJIM COOTBETCTBHS KONUM IOJJIMHHUKAM B
KOJIJIEJKE MCIOJIb3YIOTCS COOTBETCTBEHHO TpeOyeMOMY JIOKYMEHTY repOoBast U JIpyrue mneuyaTy, B
TOM YMCJIE JUISl OTJAEIbHBIX KATETOPUIA TOKYMEHTOB.

Jns mpocTaBiIeHUS OTMETOK O IOJNYYEHHM, PETHCTPALMU, MPOXOKAECHUU U HCIIOJHEHUU
JIOKYMEHTOB, JIPyTUX OTMETOK CIPaBOYHOIO XapakTepa IPUMEHSIOTCS COOTBETCTBYIOIIHE
MaCTHYHBIE IITaMIIBI.

[IpaBo nonp30BaHus nevaThio ¢ repooM XaHTbI-MaHCHICKOT0 aBTOHOMHOTO OKpyra — FOrpbl
Y UHBIMU TI€4aTSIMH U IITaMIIAMH YCTaHOBJIEHO Y CTaBOM KOJLIEKA.

9.1. U3roroBJ/ieHne neyaTe M ITAMIIOB

[TedyaTn U3roTaBIMBaIOTCA B COOTBETCTBUH C TpeOOBaHUSIMHU [ OCy1apCTBEHHOrO CTaHIapTa
Poccuiickoit ®enepaunu 'OCT P 51511-2001 "Ileyatu ¢ BocrpousBeaeHueM ['ocynapcTBeHHOTO
rep6a Poccuiickoii @enepanuu. @opma, pasmMepsl U TEXHUYECKHE TpeOOBaHU'".

Ecin medars kosutepka HMCHOJB3YETCS B HECKOJIBKHX DK3EMIUISIPAX, HOMEP SK3eMILIspa
1e4YaTy YKa3bIBaeTCs B KIIMILIE [I€YaTH IIPU €€ U3TOTOBJICHUU.

Crpykrypable noapaznenenus AY «HedTeroranckuil moJTUTEXHUYECKUN KOJUIEIK» MOTYT
MMETB II€YaTH U IITaMIIbl CIIEUATIbHOTO COACPKAHUS, KaK JUIsl BHYTPEHHETO IT0JIb30BAHMUS, TaK U JJIs
BHEIIIHUX JOKYMEHTOB.

Ileyatn W3rOTaBIMBAIOTCA B CTPOrO OIPAHUYEHHOM KOJIUYECTBE U HCKIHOYUTEIBHO
B CIIyKeOHbIX 1ensix. PemeHne o HEOOXOAWMOCTH H3rOTOBJICHUS Ie4aTed M HMX KOJIMYECTBE
npuHUMaeT pykooautenb AY «HedTeroraHckuil moJTuTEeXHUUECKU KOJIIEIK.

3asiBKa Ha M3rOTOBJIEHHME I€YaTH U €€ 3CKU3 O(OpPMIAIOTCS B COOTBETCTBYIOIIMX
NoJipa3ieNIeHUsAX U HanpasisoTcs «Cekperapro-1ea0poU3BOAUTEN0», KOTOPBIM pa3MellaeT 3aKa3
Ha NPEINPUATAN — U3TOTOBUTEIIE MTEYATEH.

[Tammel, KIuIIe, IIOMOUPB], HEOOXOAUMBIE A (PYHKIIMOHUPOBAHUS MOJpa3aesieHuil AY
«Hedreroranckuil  MOJUTEXHUYECKUH  KOJJIEIK», 3aKyNalOTCs WM  M3TOTAaBIMBAIOTCA B
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CHEIHATM3UPOBAHHBIX OPTraHU3AlUAX B HEOOXOJMMBIX KOJMYECTBAaX IO 3asiBKAM CTPYKTYPHBIX
noipa3iesiecHni. 3asiBKY CTPYKTYPHBIX MOpa3IeTICHII Ha M3TOTOBJICHHUE U MPUOOPETEHUE ITAMIIOB,
KJIMIIE U TUIOMOMPOB COCTABJISIOTCS M BU3UPYIOTCS aHAIOTMYHO 3asBKaM Ha TeyaTH.

9.2. Yuer U BbI1a4ya nevyarteil U IITAMIIOB

Y4yer u perucrpanusi medyaTeil, MTaMIoB, Kiuile U 1iomMoupoB Benytcs «Cekperapem-
nenornpousBogutenem» B JKypHane ydera mnedaredd, mramnoB (manee — KypHan ywera) C
MIPOCTaBJICHUEM UX OTTHCKOB C I[€JIbIO UCKIIFOUEHHUS BO3MOXKHOCTH UX YTPaThl WIM HEITPABOMEPHOTO
WCIIO0JIb30BAHMUS.

Kypnan yyera nomkeH ObITh MPOIIHYPOBAaH, IPOHYMEPOBAH, 3aBEPEH MOJIHUCHIO
«Cekperapsi-IeJIONPOU3BOAUTENS», CKPEIUICH  IE€YaThl0  OpraHu3alldd W XPAaHUThCA B
METAITUYECKOM IIKady.

Brimaua mnedareit, mTammnoB, KIUIIE U IUIOMOUPOB mpousBoautTcs «Cekperapem-
JENIONPOU3BOAUTENEM» IO/ MOANUCH C MPOCTABICHUEM COOTBETCTBYMOIIEH OTMETKH B JKypHame
yuera.

9.3. XpaHeHue nevyareil U IITAMIIOB

XpaHeHue nevaTeil OCyIEeCTBISETCS B OTleUaThIBaeMbIX ceriax (MeTammmueckux mkadax),
MCKITIOYAIONINX JIOMYCK K HUM MOCTOPOHHMX JIUII. 3amperniaeTcs XpaHUTh Ne4aTy, TaMIIbl, KIUIIIe
Y TUIOMOUPEI B CTOJIAX | SIIIUKAX, TIepeaBaTh X Ha XpaHCHUE JIMIIaM, HE UMEIOIUM Ha 3TO MPaBo,
HOCHUTb B KapMaHaX OJIeXk /bl (KpOME TOKHOCTHBIX NIedaTel, MpeAHa3HaueHHBIX JJIsl OlleYaThIBaHUS
nBepeit u mkados).

[lepenaya mewareld W MITAMIOB MOCTOPOHHHM JIMIIaM M WX BBIHOC W3 TMOMEIIEHUM, 0e3
MMCBMEHHOTO pa3pellieHusl PyKOBOJUTENS KOJUIEka HE JOMYCKaeTCsl.

[Ipu cmeHe AOMKHOCTHBIX JIMII, a TAKXKE B CIydae OTIYCKa WM YBOJIBHEHHUS! COTPYAHUKOB
MevyaTd W IITaMIlbl OT OJHOrO JIOJDKHOCTHOTO JIMLA Apyromy mnepenatorcs depe3 «Cekperaps-
JEJIONPOU3BOIUTENS MO MOIHUCH.

[[Itammpl, B KOTOPBIX OTCYTCTBYIOT Kakue-muOo maHHeie 00 AY «Hedreroranckuit
MOJIMTEXHUYECKUN KOIJIEK» (HApUMeEp, «BETXHE», «IIPOBEICHO», «Kacca» U T. [I.), IEPeaaroTcs OT
COTPY/JHHKA COTPYAHHKY BHYTPU MOAPA3ACIICHUS B YCTAHOBJIEHHOM TIOPSJIKE M OTMEYAIOTCS B
Kypnane yudera.

9.4. Ucnosb30BaHue neyaTeil U IITAMIIOB

3aBepeHHE  JOKYMEHTOB  I€YaTbl0  opraHu3auuu  ocymectsisier  «Cekperapsb-
JIeJIONPOU3BOUTEIbY.

OTTHCK TIeYaTH MPOCTaBISETCS HA JIOKYMEHTE B YCTAHOBJICHHOM MECTE€ TaKHUM 00pa3oM,
9TOOBI OTTHUCK W JUYHAs TMOANUCh Obut YuTaeMmbl. OTTHCK MOJDKEH 3aXBaThbIBaTh OKOHYAHHE
HAaMMEHOBAHMS JOJKHOCTH JIMLIA, MOANUCABUIETO JOKYMEHT. B TOKyMEHTax, MOJrOTOBIEHHBIX HA
OCHOBE YHU(DHUIIMPOBAHHBIX (POpPM, TI€YaTh CTABUTCS B MeCTe, 00o3HadueHHOM oTMeTkoi "MII". He
3aBepsIOTCS OTTHCKOM TMEYaTH MOANUCH JOKHOCTHBIX JIMI Ha CITY)KEOHBIX MUChMaX.

OTTHCK TTeYaTH CTAaBUTCS HAa HAOO0JIee BAKHBIX JOKYMEHTAX, MOTBEPKIast UX MOAJIMHHOCTb.
[Tewatrbto 3aBepsieTcst moanuch pykoBoautens AY «Hedreroranckuii momuTeXHUUECKUNA KOJUTIEIIK,
€r0 3aMECTHTEJIS, TJIAaBHOTO OyXrajuTepa, a TakKe IPYTruX JOHKHOCTHBIX JIMI, KOTOPHIM MPUKa30M
pykoBogutens AY «Hedreroranckuii MONMUTEXHUYECKUH KOJUIEMK» WU JIOBEPEHHOCTHIO
MIPEIOCTABIIEHBl COOTBETCTBYIOIIHNE TOJTHOMOYUSI.

OTTHUCK MeYaTu «1e4aTh OPraHU3aLUN» CTABUTCS:

— Ha JOKYMEHTHI, YIOCTOBEpSIOIIME TpaBa JHI, B TOM YHCJIE JOBEPEHHOCTH (Ha
npeactaBieHrue uHTEpecoB AY «Hedreroranckuil MOIMTEXHUUYECKHH KOJUICIX» B CTOPOHHHX
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OpraHu3alusaX, BeJACHUE J1e] B apOuTpaxke, Ha MOJTyYeHHEe TOBApHO-MAaTePUAIbHBIX [IEHHOCTEH U T.
1.);

— ydpenuTtenbHble TOKyMeHThl AY «HedTeroranckuii oJuTeXHUIECKUM KOJIICIK;

— JIOroBOpHI (0 MaTepuaibHOW OTBETCTBEHHOCTH, apeHJe IMOMEIIEHUN, O MPOU3BOJACTBE
paboT u yciIyr, COBMECTHOM JIEATEILHOCTH U T. 11.);

— aKThI cIaYu-TIpueMa 3aKOHYEHHBIX paloT;

— TOJIOKEHHS O TEPPUTOPHAIBHBIX U IPYTUX CTPYKTYPHBIX MTOAPA3IAEICHUSX;

— KOMaHIUPOBOYHBIE Y OCTOBEPEHNUS;

— KapTouku oOpasnoB noanucei pykoBoauteneid AY «HedTeroraHckuii moJMTEXHUYSCKUN
KOJUIEK», UMEIOIIUX MPaBO COBEPIICHUSI (PMHAHCOBO-XO3SIIICTBEHHBIX OMepaIuii;

— TapaHTUHHBIE IUCbMA;

— pacdeTHO-(hrHAHCOBBIE JOKYMEHTHI AY «HedTeroraHcKuii MOTUTEXHHYECKUI KOS,

— CMeThl pacxoJoB (Ha Mpou3BeleHHE pabOT MO PEKOHCTPYKIMH M KalUTaIbHOMY
CTPOUTENLCTBY 3[aHHUM U TOMELIECHHH, Ha KaJbKYJIALUIO K IOTOBOPY U T. 11.);

— CIOpaBKU (JIMMUTHBIE, O BBIILJIATE CTPAaxOBBIX CYMM, HCIOJb30BaHUU OOJKETHBIX
ACCUTHOBAHUM, O HAYMCICHHOW U MPUUYUTAIOLIEHCS 3apIiaTe u T. 11.);

— IITAaTHOE paclUCaHUe U U3MEHEHHUS K HEMY;

— Jpyru€ JOKYMEHTbI, HaJIM4he OTTUCKA I[I€4aTH Ha KOTOPBIX IPELyCMOTPEHO
COOTBETCTBYIOIIMMU IIPABOBBIMU 1 HOPMAaTUBHBIMU aKTaMH.

3aBepeHue IMeyaThl0 OpPraHU3alMK MOANUCEN JOHKHOCTHBIX JIMII HAa HUCXOAUMX u3 AY
«Hedreroranckuii MOMUTEXHUYECKUN KOJUIEK» MHUChbMaxX M JOKYMEHTaX MPOU3BOJIUTCS MPHU
HAJIMYUU Y Ha3BaHHBIX JIMI[ COOTBETCTBYIOUIMX IOJHOMOYHMM, OQOPMIEHHBIX IPUKA30M
pykoBogutenss AY «Hedreroranckuii MONMUTEXHUYECKUH KOJUIEHK» WJIM Ha OCHOBAaHUU
JIOBEPEHHOCTH.

9.5. OTBeTCTBEHHOCTD 32 YYeT M XpPAHEHHE NMeYaTe U ITAMIIOB

OTBETCTBEHHOCTh 3@ 3aKOHHOCTb HCIIOJB30BAaHUS M HA/EKHOCTh XpaHEHUs IIeYaTu C
nzo0paxenneM repba XaHThI-MaHCUICKOTO aBTOHOMHOTO okpyra — HOrpsl Bo3maraercss Ha
JUpeKkTopa Koyuiemka. OTBETCTBEHHOCTh 332 HaJEKHOCTh XpPAaHEHUS, 3aKOHHOCTb HCIIOJIb30BaHMS
JIpYTUX TedaTedl U MITaMIIOB, KJIHIIE U TUIOMOMPOB BO3JIAraeTcsl Ha PyKOBOJIUTENEH CTPYKTYPHBIX
nonpazaeneHuil. OOLMIT KOHTPOJIb ydeTa, XpaHEHUS U UCIOJIb30BAaHUS Iedarei, IITaMIIOB
ocyecTBisieTcs: «CekpeTapeM-I1eI0IpPOU3BOAUTEIEM.

[IpoBepka (WHBEHTapu3amus) HAIWYWS T€YaTed W INTaMIIOB, KJIHWIIE W TJIOMOMPOB
IIPOU3BOJIUTCS HE peke | pasa B roj KOMHUCCHEW, Ha3Ha4yaeMOM PYKOBOJIMTENIEM KOJUIEIKA, C
obopmiieHneM akta (mpwiokeHue 2). OTMeTKa O MPOBEACHHBIX MPOBEPKaxX MPOCTABISICTCS B
JKypHaJie yuyeTa U BbIauM MevaTeld U ITaMIIoB MOCIe MOCIIeIHEN 3auCH.

BpeMmst 1 cpoku TpoOBe[CHUS MPOBEPKH (MHBEHTAPH3ALMH) IMeyaTei, MTAMIOB, KIHIIE U
TUIOMOMPOB yCTaHABIMBAIOTCS MpUKa3zoM pykoBogutens AY «Hedreroranckuii MOTUTEXHUYECKUIT
KOJUIEIK» B paMKax MpoBeieHus o0111ei MHBEHTapU3alui MaTepUaIbHBIX LIEHHOCTEH U pacyeToB 3a
HCTEKIIUN O/,

[Ipu yrepe medatu Kojulepka MPUHUMAIOTCS BCE BO3MOXKHBIE MEpHI K €€ OOHAPY>KEHUIO C
He3aMe/UIUTeIbHBIM yBeqoMIIeHuEM pykoBoautens AY «HedreroraHckuii MOTUTEXHUYECKUI
KOJUIEIIK» U HaJ30pHOTro oprana. [Ipm 3ToM yka3pIBaeTcs 1arta yTepH IedaTty OpraHu3aliy, a TakkKe
€e TOJHBIM TEKCT, T. €. MIEHTHYHO IMOBTOPSIOTCSA CJIOBAa M COKPAIEHHUS CIIOB, a TakXke IHUQpHI,
OTJIebHBIE OYKBBI M 3HAKU IIPETMHAHUS, N300pakeHHbIE Ha yTEPSIHHOW MeYaTy.

Jluna, BUHOBHBIE B yTpaTe MeyaTH, IPUBJIEKAIOTCSI K OTBETCTBEHHOCTH B 3aBUCHUMOCTH OT
XapakTepa M BaXKHOCTH OOCTOATENBCTB jeja. C BUHOBHBIX COTPYAHHMKOB B3bICKUBAIOTCS CYMMBbI

Crpanuna 69 u3 82



HEDTEIOr AHCKWI
NOAUTEXHUMECKUA
KOAAEAX

g

npuunHeHHOTO AY «HedTeroranckuii TMOJMTEXHUYECKUH KOJUISIDK» yiiepda B TOpSIKE,
YCTaHOBJICHHOM JIEHCTBYIOIIMM 3aKOHOAATENIbCTBOM Poccuiickon denepannu.

BHOBb HM3roToBieHHas Ie4aTh JOJDKHA O00sA3aTeNbHO HMETh Kakue-a1u0o  JeTaiw,
OTJIMYAIOIIKE €€ OT yTPaueHHOH (HarpuMep, U3MEHEH PUCYHOK TeYaTH, YMEHBIICH 00 yBeIUYeH
mpudT U T. 1.).

[Ipn yrepe uHBIX neyareil M ILITAMIIOB IPUHUMAIOTCS BCE BO3MOXHBIE MEpPhl K HX
OOHApyKEHMIO C He3aMeJJIUTEIbHBIM YyBeZoMieHHeM pykosoautens AY «Hedreroranckuii
MOJINTEXHUYECKUI KOJUIeIk». JInulla, BUHOBHbBIE B yTpaTe Iedareil M LITaMIIOB, NPUBJIEKAIOTCA K
OTBETCTBEHHOCTU B 3aBUCHUMOCTH OT XapakTepa U BaKHOCTU 0OCTOATENbCTB Jiesia. C BUHOBHBIX
COTPY/ZIHUKOB B3BICKHBAIOTCS CyMMbI npuunHEHHOro AY «HedTeroraHckuil MOTUTEXHUYECKUHA
KOJIJIeK» yuiepba B MOpSAAKE, YCTaHOBJIECHHOM JIEHCTBYIOUIMM 3aKOHOJATENIbCTBOM Poccuiickoit
denepanuu.

9.6. YHHUYTOKEHHE NevaTeil U ITaMII0OB

[locne MuHOBaHUS HagoOHOCTH (B ciy4yae peopraHU3allid, CMEHbl HaWMEHOBaHMS,
OpraHU3alIOHHO-KAJAPOBBIX U3MEHEHHI), a TaKk)Ke MPUILEIINE B HETOJHOCTh IeYaTH U LITaMIIbI,
KIUIIE W IUIOMOMpBl aHHYJIHMPYIOTCS W cHaloTcs s yHH4TokeHust  «Cekperapro-
JEJIONPOU3BOJAUTEIIO» TI€ OHU YHUUYTOKAIOTCA IO aKTy C COOTBETCTBYIOLEH OTMETKOU B XKypHaJIe
yuera.

YHUYTOXKEHHE NTeYaTel U IITaMIIOB IPEAIOoJIaraeT IoJHOE Pa3pylIeHNE UX NeYaTarolen
MOBEPXHOCTHU M (POPMBI, HE TOMTYCKAOIIEee BOSMOKHOCTH MX BOCCTAHOBJICHUS U JTAIIbHEHIIIEr O
UCIOJIb30BaHUs. MacTUUHBIE IIEYaTH U IITAMIIBl Pa3pe3atoTcsl Ha MEJIKHAE YaCTU WM CKUTAIOTCA,
METAJINYECKHE ONUINBAIOTCS IBYMS IEPEKPECTHBIMU JTHHUSIMH.

OTmeTka 00 YHHUTOKEHHUH [T€YaTH WU ITamIia npocrasisiercs B rpade "IIpumeuanne”
KypHaJla yyeTa Y BblJaud Nevyarel U ITaMIIoB.

9.7. U3rorosjieHne U y4eT 0JIaHKOB JOKYMEHTOB

Opranuzanys paboThl MO M3TOTOBJIEHUIO M y4eTy OJaHKOB JOKYMEHTOB BO3JIaraercsi Ha
«CekpeTtapsi-1ea0IpOU3BOIUTENS.

«CekpeTapb-/1eJ0NPOU3BOAUTELY) OPraHU3yeT H3TOTOBIEHUE TUIOTPA(PCKUM CIOCOOOM
0J1aHKOB JUIsI OyMaXKHBIX BEPCUI HCXOJIAIINX JOKYMEHTOB, KOTOPBIE MPEACTABIAIOT «OpraHu3alifioy
BO BHEUIHEN Cpee.

[Tepenaya GaHKOB APYTMM OPraHU3ALMUSAM U JIMLAM HE JOIMYCKAeTCsl.

HcnopyeHHble, HE MPUTOAHBIE ISl UCIIOJIb30BaHUS OJIAHKU, YTPATUBIIUE IOPUIUYECKYIO
CHJly B CBS3M C YTBEpXKICHHEM OJaHKOB HOBOro o0Opasua, Bo3Bpamarorcs «Cekperapro-
NeNIONPOU3BOAUTENIO». Takue OJIaHKM TMOJUIekKaT YHUYTOXKEHHUIO IIyTEM H3MENbUeHUs C
IIPUMEHEHUEM  NPEJHA3HAYEHHOM JUIsI OTOr0  TEXHUKH, MCKIIOYAKOUEd  BO3MOYKHOCTb
BOCCTAHOBJICHHSI IEPBOHAYAILHOTO BH/JI1a OJIaHKA.

10. IOPSITOK OBPAIIIEHUS C KOHOUJIEHIIMAJIBHON UTH®OPMALIMEN

10.1. IIpuem, peructpanus W y4eT KOH(PHUACHIUATHHBIX TOKYMEHTOB OCYIIECTBISETCS
OT/EJIBHO OT MHOM IOKYMEHTALIHNH.

Pazmemenue (omyOnMkoBaHre) JOKYMEHTOB ¢ TOMeTKOH " {75t cmy»kebHoro moinp3oBaHus" (B
TOM YHCJI€ UX TTPOCKTOB) Ha O(PHUIIMAIIBHOM CaliTe KOJIJIEKa, MHBIX cailTax ceTH MIHTepHEeT, a TaKkxke
B CPEIICTBAX MAacCOBOW MH(OpMAIINH 3aIpeniaeTcs.

10.2. KonduaeHnuanpHble JOKYMEHTHI MEPEAAtOTCs Il UCIIOJIHEHHS TOJIBKO pabOTHHKaM,
KOTOPbIM OHHU OTIHCAHbl JUPEKTOPOM KOJUIEIXKA, MOJ MOANHCh B COOTBETCTBYIOIIMX YUETHBIX
dhopmax.
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10.3. Ocobennoctu odopmiieHus: KOHPUACHIUATBHBIX TOKYMEHTOB.

10.3.1. KonduneHumaibHble JOKYMEHTHI, HE3aBUCHMO OT HX (OPMBI Ipe/CTaBICHUS,
JOJIKHBI BKITIOUATh CIEAYIOIUE PEKBU3UTHI:

MOMeTKa KOHPUACHIIMATBHOCTH "J1J1s1 CITy’>ke0HOTO MOIh30BaHus";

HOMeEp IK3EeMILISPA;

pEeruCTpaOHHBII HOMEp, TPUCBOCHHBIH 110 KYypHATY yueTa B CUCTeMe KOH(PHICHIINATLHOTO
JIEJIONPOU3BO/ICTBA;

CBelleHUs 00 NCIIOJTHHTEIIE.

[TomeTka koH(puaeHIATBHOCTH "[T5 CITy»KE€OHOTO MOIh30BaHUs " IPOCTABIIACTCS HA IEPBOM
JucTe KOHQUACHIIMAIFHOTO TOKYMEHTa B MPAaBOM BEPXHEM YTy, Ha O00JI0KKE W TUTYJIHHOM JIUCTE
U3JJaHUA, JleNa, a TaKKe Ha IEepBOM CTpaHMIE COINPOBOIUTEIBHOIO MHUChbMa, 0€3 KaBbIYEK U
COKpAILICHU:

J1st ciry>keOHOT0 M0JIb30BaHMS

Eciu B TeKCTe CONPOBOAMUTENBHOTO MUCbMAa K KOH(UICHLIMAIbHBIM JOKYMEHTaM He
conepxurcs KoH(uAeHNManbHas wuHoOpManus, Ha HeM noj mnomerkod " ciyxeOHOTO
N0JIb30BaHUA" B CKOOKax ykasbiBaercs: "be3 npuiioskeHus: He KOHQUIEHIMAIbHO", HAIPpUMeEp:

st city»keOHOr0 MOJIb30BaHMS
(6e3 mpunoxxenus 1 He
KOH(HICHIIHATIHHO)

Ok3. Ne

10.3.2. Ha BxoxsmieM (IOCTYNMUBIIEM) KOH(PHIEHIMAIBHOM JOKYMEHTE PErucTpaluiOHHbIE
JTAHHBIE O MOCTYIJICHUH B KOJIJIEIIK COJIEPIKAT:
nHaekc "Bx";
MOPSAKOBBIN YU9ETHBIN HOMED, IPUCBOCHHBIN 0 XKYPHATY y4eTa BXOIIIMINX (ITOCTYIHBIIHX )
KOH(HIEHIINATBHBIX JJOKYMEHTOB;
MOMETKY KOH(puaeHIHaIbHOCTH "J{7151 CiTy»KeOHOT0 MoJIb30BaHus";
JaTy MOCTYIUICHUSI U KOJIMYECTBO JIMCTOB.
[Tpu HaMUYMK COPOBOAUTENHEHOTO MUChMa YKA3bIBACTCS OTACIHFHO KOJIMYECTBO €T0 JIFCTOB,
a TaKKe 3HaKoM "+" o0Iee KOJIMYEeCTBO JIMCTOB B NMPHIIOKeHUH. KoMuecTBO TMCTOB MPHIIOKEHHUS,
HE cojepxamiero KoH(uaeHnuanibHOW WH(OpMaIuu, yKasbpiBaeTcs OTAenbHO. OTMETKH O
MOCTYIUIGHUM JaHHBIX JIOKYMEHTOB IPOCTAaBIAIOTCS B IPABOM HIDKHEM YINIy MEpBOTO JIHCTA,
HanpuMep:
Bx. Ne 123 acn
00.00.0000
1+22+
13u/k,
rae 1 - KOJIMYecTBO JIUCTOB COMPOBOJUTENBHOIO JOKYMEHTa, 22 - KOJMYECTBO JIMCTOB
NpWIOKeHUs, 13H/K - KOJMYECTBO JIMCTOB NPWIOKEHHS, HE COAEpKallero KOH(PUACHIHaIbLHON
uHpOpMaLIUH.
B mnpunoxeHusx B NpaBOM HIKHEM YIJIy JOKYMEHTa MEPBOrO JIUCTa MPOCTABISETCS
IITaMIIOM HJIM OT PYKH OTMETKa:

MpUIIOKEHUE K BX. No or" "

20,
C yKa3zaHueM HOMepa, TPUCBOCHHOTO KOH(MUICHIIMATLHOMY JJOKYMEHTY, U 1aThl PETUCTpALlUU

Crpanwuna 71 u3 82



HEDTEIOr AHCKWI
NOAUTEXHUMECKUA
KOAAEAX

g

JTOKYMEHTA.
10.3.3. PerucrpauMOHHBI HOMEp HCXOASIIET0 (OTHPABISAEMOro) KOH(HUACHIIUAIHEHOTO
JOKYMEHTa NpPOCTaBISIETCd B pEKBU3UTE OJlaHKa JOKyMEeHTa W B pekBu3uTe "OTmeTka 00
ucroiaHuTene".
10.3.4. Homep sx3emIuIsipa KOHGUIESHIINATLHOTO JOKYMEHTA.
Homep »sk3emmsipa KOH(UISHIMANBHOTO JOKyMEHTa odopmisercss 0e3 KaBblueK |
YKa3bIBACTCS HA TIEPBOM JIUCTE JJOKYMEHTA HUXKE MOMETKHA KOH(PHICHIIMATBHOCTH, HAIIPHUMED:
st cmyxebHoro
MOJIb30BAHHS
Ok3. Ne

Ha xoH(uaeHnnanbHOM JOKYMEHTE, IOATOTOBIEHHOM B OJJHOM 3K3EMILISPE, YKa3bIBaeTCs:
DK3. eIMHCTBEHHBIN

[Ipu noaroToBke KOHPUICHIUATBHOTO JOKYMEHTA B HECKOJIBKMX 3K3EMIUIIpax Ha KaXKaoM
U3 HUX IHPOCTABIIAETCS MEPCOHAIBHBIM (O4YepeqHOM) IMOPSAKOBBIH HOMEP B COOTBETCTBUU C
KOJINYECTBOM 3K3EMILISIPOB MTOATOTOBIEHHOIO KOH()UICHIIMAIBHOTO JOKYMEHTA.

10.3.5. Ecnu ¥ KOH(UACHIIHAIEHOMY JTOKYMEHTY MPHJIAraloTCsl JPYyrue JOKYMEHTBI, TO OHU
NEPEeUYUCISIIOTCS B KOHIE TEKCTa COIpPOBOJIUTENBHOro mHucbMa B pekBusute "llpunoxkenus" c
yKa3aHHEM KpaTKOTO HAaWMEHOBaHUS, HOMEpa, HOMepa HK3eMIUIIpa, KOJIUYECTBa JIMCTOB (TIO
KaX/0My HPUIOKEHHUIO OTAENbHO, B TOM YMCIE€ M HE coJepxalieMy KOoH(QUACHIUATIbHON
nHpOpMaNNN), HaIpUMep:

[Ipunoxenus:

1. CBenenus o 3amacax..., yu. No ot
M0JIb30BaHUS.

2. CropaBka..., k3. No  , Ha 2 7.

B Tex cnydasx, Korja NpuiIOXKEeHHWE HampaBisercss 0e3 OCTaBiIeHHs KONMM B Jele
OTIPABUTEIISA, TIOCIIE TIEPEUUCIICHUS PEKBU3UTOB NPUIIOKEHHUs YKas3bIBaeTcs: "TOJNBKO B ajapec',
Hanpumep:

[Ipunoxenue:

Ceenenus o 3amacax..., yu. Ne ot
MOJIb30BaHMUS, TOJIBKO B aJIpec.

10.3.6. Ortmerka 00 UCHOJHMUTENE MPOCTABISETCS HAa  MOCIEAHEH  CTpaHHIE
KOH(PHUACHITMAIBHOTO IOKYMEHTA B JIEBOM HUKHEM YTy JTUOO Ha 0OOPOTHOM CTOPOHE.

VYka3zaHHas OTMETKa BKIIIOYAET B ceOsl:

YYETHBIA HOMED;

KOJINYECTBO U3TOTOBJIEHHBIX SK3EMILISIPOB C YKa3aHUEM KPAaTKOI'oO MEePEeyuHs pacChUIKH;

OTMETKY 00 YHUUYTOXXEHUHN YEPHOBOT'O JIOKYMEHTA;

nomkHocTh, DUO, KoHTakTHBIHN TenedoH pabOTHHKA, HCIIOTHUBIIETO TOKYMEHT;

T0JDKHOCTE, PO, KOHTaKTHBIN TenePoH pabOTHHUKA, OTIIEUYATABIIETO JOKYMEHT;

JlaTy MOATOTOBKH IOKYMEHTA, HalpuMep:

V4. N 173 acn
HCIIOJIHEHO 2 3K3.

Ok3. N 1 - B aapec,

9k3. N 2 - B gemno

Y/M - YHUUYTOXKEH.
Hcnonnun:

nomxkHocTh, DO, Tei. -

o 20 ,9x3. Ne Ha4 ., mist cmy:ke0HOTO

" n

20 ,09k3. No , Ha 4 1., U1 CIIy>)keOHOrO
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Ortneuaran:

noipkaocts, DHO, Ter. -
00.00.0000

Wnu

VYu. N 173 acn

HCIIOJTHEHO 23 2K3.

9k3. N 1 - B meno,

9K3. N 2 - 23 - B aIMUHUCTPALUY MYHUIIUITAIbHBIX
00pa3oBaHUii aBTOHOMHOT'O OKpyTa
COTJIACHO PACCHUIKE,

Y/M - YHUUTOKEH.

Hcnionumn:

JomkHocTh, ®UO, Te. -
Ortnevarai:

JomkHocTh, ®UO, Te. -
00.00.0000

B ciyuae ecnu koHpUACHIINATBHBIA JOKYMEHT MOATOTOBIIEH U OTIEYaTaH OJJHUM
pabOTHUKOM, B OTMETKE 00 UCTIOJTHHUTEIE YKA3bIBACTCS:
VYu. N 173acn
HCITOJTHEHO 23 2K3.
9xk3. N 1 - B geno,
9k3. N 2 - 23 - B a/IMUHUCTpAIA MYHUITUTTATBHBIX
o0pa3oBaHUil aBTOHOMHOT'O OKpYyTa
COTJIACHO PACCHUIKE
Y/M - YHUUTOXKEH.

Hcn. u orm.:
JomkHocTh, ®UO, Te. -
00.00.0000

10.3.7. Cusatue nomerku "J[ns ciayxkeOHOrO IMOJB30BaHMS" OCYLIECTBISETCS AUPEKTOPOM
KOJIJIS[KA WJTH JIUIIOM, €TI0 3aMEIIafOIIHM.

CHuatue nomeTku "J{ns ciay)eOHOTO MOJBb30BaHUS" OCYIIECTBISCTCS MyTEM 3auepKUBaHUS
JTAHHOM TTOMETKHU Ha MOJTMHHUKE KOH(MUIECHITNATBFHOTO JOKYMEHTA, C YKa3aHUEM JaThl, JOKHOCTH
1 (aMUINHU JIHIA, CHSIBIIETO MOMETKY KOH(PHICHIIMATHHOCTH, HA[PUMED:

ITomertka " Ist

CIIy’KeOHOTO
MOJIL30BaHMA" CHSTA,
JTIOJDKHOCTh

0)5(0)
00.00.0000

O cusTun momeTku " /{7151 ciry>keOHOTO 1MoThb30BaHus" Ha KOH(MUIEHIIMATBHBIX JOKYMEHTAX, a
TaKXe B YUETHBIX (hopMax JIelaeTcsi COOTBETCTBYIOIIAS 3alUCh, U UH(OPMHUPYIOTCS BCE aJipecaThl,
KOTOPBIM 3TH KOH(HUACHIIUATFHBIE TOKYMEHTHI HAIIPABIISITHCE.

10.3.8. VYcranosnenne mnomerku "/lyig cayxeOHOro mOJIb30BaHUA" A JOKYMEHTOB,
MIOJITOTOBJICHHBIX B KOJUICIKE, OCYIIECTBIISICTCS] UCTIOTHUTEIIEM (Ha dTare MOJrOTOBKH IOKYMEHTA)
WINA TUPEKTOPOM KOJUIEKa (PYKOBOIHMTEIEM COOTBETCTBYIOIIETO CTPYKTYPHOTO IMOAPA3ICICHHS)
(Ha 7Tare nmoANnucaHus JOKyMEHTA).
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Ycranosienue nometku " ciay:keOHOTO MONIB30BaHUS" ISl MOCTYMHUBIIUX B KOJUJICK
JOKYMEHTOB, HE MWMEIOUIMX MOMETKY KOH(UICHINAIBHOCTH, OCYILECTBISCTCS JAUPEKTOPOM
KOJUIe/pKa (Ha 9Tarne pacCMOTPEHUS TOKYMEHTA).

10.4. Yuer koH(pUICHINAIBHBIX JTOKYMEHTOB.

10.4.1. Bxopmsmue (IMOCTYNMBIIKME) W HCXOIANTHE (OTHPABISIEMbIe) KOH(MUICHIIUATBHbIE
JOKYMEHTHI TOJICKAT y4YeTy MyTeM HPUCBOCHHUA M TPOCTABICHUS HA HHUX PETHCTPALMOHHBIX
HOMEPOB, a TAK)KE BHECEHHsI YUETHBIX JAHHBIX B KYpPHAJIbl yueTa KOH(PUICHIIMATBHBIX TOKYMEHTOB.

10.4.2. XXypHansl HyMepyIOTCs, MPOIIHYPOBBIBAIOTCS U ONIEUATHIBAIOTCS ME€YATHIO KOJUIEKA.

Perucrpanus koH(GUIECHINATBHBIX JOKYMEHTOB HAUMHAETCS B )KypHajaxX Cc IepBOro Homepa
€XKEroJIHO, a IO OKOHYAaHUU KaJICHIapHOTr0 rojia IeJaeTcs NTOroBasi 3aluch.

B yuerHbix opMax oTpaxkaroTcsl JaHHBIC O JBM)KEHUU KOH(PUACHUIUATIBHBIX JOKYMEHTOB C
MOMEHTA MX TOJY4eHHUs (CO3aHus) 0 3aBEPLICHHUS WCIOJHEHUS W TOJIIMBKU B JIENI0, OTIIPABKU
ajipecataM, YHUUTOXKEHUS WIH NIEPEPETUCTPALIHH.

10.4.3. B ¢dopmax ydyera KOH(PHICHIIUAIBHBIX JOKYMEHTOB 3alpelIacTCs] OCYIIECTBIISTH
UCIPABIICHUsI C MPUMEHEHHEM KOPPEKTHpYoIen xuakoctu. OmmbouHas 3aluch 3a4epKUBACTCS
OJIHOM yepToi. BHOCHMBIE HCIIpaBIIEHUS 3aBEPAIOTCS MOANKCHIO JIMIA, OTBETCTBEHHOI'O 3a BEJCHUE
KOH(UIEHINAIBEHOTO JIeTOMPOU3BO/ICTRA.

KypHaisl 3armonHs0TCs: pPa300PUUBBIM MOYEPKOM C PACIIU(PPOBKON MOANMCEH paOOTHUKOB,
KOTOpBIM ObUI MepeiaH KOH(UIEHIMANbHBIN AOKyMEHT. McnpaBieHust B KypHallaX 3aBepsIlOTCS
MOJINHCHIO JIUIA, OTBETCTBEHHOTO 32 BEJICHNE KOH(PHICHIIMATHHOTO IETONPON3BOICTBA, U MIEYATHIO
KOJIJIe KA.

Ha 06opoTHO#1 cTopoHe MoCIeAHEro JKCTa )KypHajla IPOCTaBIsAETCs 3aBepUTEIbHAas HAAIKUCh
C YKa3aHHEM KOJMYEeCTBAa JIMCTOB, IOJNHUCHIBaeéMas JMIIOM, OTBETCTBEHHBIM 3a BEICHUE

KOH(PHUACHIIMAIIBHOTO JIEJIOTPOU3BO/ICTBA, HATIPUMED:
B HacrosmeM XypHaJjle INPOHYMEpOBaHO,
NPOWHYPOBAHO M OII€YaTaHO

JIMCTOB

(mpomnmcoso)

(momnmmcek, wMHMLMAJB, OGaMuiIMs, IOJDKHOCTL JIuila,
oQOpPMMBIIETO 3aBEPUTEJIbHYI NOIONMCH, IaTa) .

10.4.4. KonduaeHuuanpsHbple JOKYMEHTBI YUUTHIBAIOTCS 10 KOJMYECTBY JMCTOB, M3/IaHUS -
nosk3emIusipHo. Hocurenun koHduneHmmanbHoi wuHpopmaimu (PoTo-, KHHO-, BHIEO- H
ayJTUOIIJICHKN), MAIIMHHBIE HOCUTEIN KOH(PHUACHUUATbHON MHGOpManuu (BUHYECTEPHI, JUCKETHI,
DVD (CD) nucku, USB-}asm HakonmuTenun) - MOmTy4YHO.

10.4.5. Tlpu perucTpanuy KOHPHICHIUATBHBIX JOKyMEHTOB B CDJI B 2JIEKTPOHHBIX
PETUCTPALIMOHHBIX KapToukax JAokymeHToB B none "ConepikaHue" nenaercd IOMETKa
koHpuaeHmuansuoctu "JICII", cogepkanue TeKcTa He yKa3bIBaeTCsl.

10.4.6. CkanupoBaHue KOH(PpUICHIHUATBHBIX JOKYMEHTOB U NMPHUCOEAUHEHHE JIEKTPOHHBIX
00pa3oB KOH(PUIIEHIUAIBHBIX JOKYMEHTOB K JJIEKTPOHHBIM DPETUCTPALMOHHBIM KapTO4YKam
3aIperaercs.

10.5. HUcxomsmue (oTmpaBisieMble) KOH(PHICHIMATbHBIE JIOKYMEHTHI YYHUTBHIBAIOTCS B
KypHaJe yuyeTa UCXOASIIUX (OTHPaBIsieMbIX) KOH(UACHIHAIBHBIX JOKYMEHTOB.

10.6. IlocTynuBiye B KOJJIEIX JOKYMEHTBI, MMEIOLIUME NMOMETKY KOH(HIECHIMAIbHOCTH
"Ilns cmykebHOro mosib3oBaHus", B ToM uucie "Kommepueckas TtaitHa", "CmyxeOHas TaiiHa',
"Konduaenmumanpao", "CTporo KoHGpHIACHIHAIBHO" MOICKAT yUETy B )KypHAJIC ydeTa BXOAIIUX
(mocTynuBIINX) KOH(PUICHIUAIBHBIX TOKYMEHTOB.

10.7. Tlocme BCKpBITHS KOHBEpTA M TMPOBEPKU MPABUIBLHOCTH BIIOKEHUN BXOJAIIEMY
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(mocTynuBIIeMY) KOH(DUIEHIIMATBHOMY JTOKYMEHTY MPUCBAUBACTCS OYEPEIHON BXOISAIIMI HOMEp
0 )KYpHaIy y4eTa BXOAAIHNX (MOCTYMHUBIINX ) KOH(DUICHINAIBHBIX TOKYMEHTOB.

[Ipu peructpanuu KoHPHUIESHIUAIBHOIO JOKYMEHTa 3amofHsoTcsa rpadel 1 - 7 xypHana
ydeTa BXOAAIMX (MOCTYNMUBIINX) KOH(UICHIMAIBHBIX JOKYMEHTOB. B rpade 1 mpocraisercs
ouepeHOM MOPSAIKOBbIM HOMEp, IPUCBOCHHBIN KOH(UICHIINATILHOMY IOKYMEHTY, ¢ a00peBHaTypoit
KoHpuIeHmaapbHocTH AokymeHnta ("mcn"). B rpade 5 ykaspiBaioTCs HOMEp, NPUCBOCHHBIN
KOH(QUICHIIMATFHOMY  JOKYMEHTY B  OpraHe TOCyJapCTBEHHOM  BJIACTH,  M3/aBILEM
KOH(HICHIIMATBHBIN JOKYMEHT, U ]aTa €ro MOoANucaHus (YTBEPKIACHU).

Ecnu xoHuIeHIMaNbHBIN TOKYMEHT MpUCIaH 0e3 COMpPOBOIUTENBHOIO MUChMa, TO B rpade
6 IPOCTAaBIISETCS KOJIMYECTBO €ro JIMCTOB, a B Tpade 7 IenaeTcs mpoyepK.

[Ipn Hanuuuu B KOH(QUICHIMATHLHOM JOKYMEHTE COMPOBOJIUTENBHOIO MHUChMa, B Tpade 6
MPOCTABIISIETCS KOJIMYECTBO €r0 JINCTOB, a B Tpade 7 - KOIMYECTBO JTUCTOB MPUIIOKEHUI.

[Ipu 3TOM, ecnu Bce MPHUIOKEHUS HMEIOT NMOMETKY KOH(HIECHIIMAIbHOCTH, YKa3bIBae€TCS
o011ee KOJIMYECTBO JINCTOB BCEX MPHIIOKEHUH, B CIIydae €CIM YacTh IPUIIOKEHUI HE UMEET TOMETKU
KOH(UICHIIMATEHOCTH, TO KOJIMYECTBO UX JIMCTOB MPOCTABIIAETCS 3HAKOM "+" OTAENBHO, HATPUMED:

Bx. N

123 ncm
11.10.2013
1+22+
13n/k,

rae | - KOJIM4YecTBO JIMCTOB CONPOBOAMUTEIBHOTO NOKYMEHTa, 22 - KOJUYECTBO JINCTOB
NpWIOKEHUsT U 13H/K - KOJIMYECTBO JIMCTOB MPUIIOKEHHUS, HE COJIEp)KaIIero KOH(PUICHITUATHHOMU
UHpOpMaLUH.

[Ipn mnocTymieHnn KOH(QUACHLUMAIBHOIO JOKYMEHTa B JBYX U 0Oojee »K3eMIuisipax
IIPOCTABIISIETCSA KOJIMYECTBO JIMCTOB Ka)KI0T0 dK3EMIUIAPA.

[Ipu yuere KOHPUAEHIUATBHBIX JOKYMEHTOB, IPUCIAHHBIX JIJIS1 COITIACOBAHMSI, IOITUCAHUS,
YTBEPXKACHMSI, O3HAKOMJIEHUS M NOJJIEKAlIMX BO3BpaTy ajpecary, OTMETKa O IOCTYIUIEHUU
IpoCTaBisieTcss Ha O0OpOTE MOCIEIHEro JUCTa OCHOBHOTO KOH(UIEHIMAIBHOTO JAOKYMEHTa M
KaX/10T0 MPHIIOKEHHS.

I'pada 8 »xypHana ydera BXOASIIMX (IMOCTYNMBIIMX) KOH(UICHIMAIbHBIX JIOKYMEHTOB
3aroJIHAETCs OCje BO3BpaTa KOH(UACHIIMAIBLHOTO IOKYMEHTA C PE30JII0IUeH TUpeKTopa KoJleaKa
JUILY, OTBETCTBEHHOMY 32 BeJIeHHE KOH(PHIEHIIMAIBHOTO AETONPOU3BO/ICTBA.

10.10. OtmpaBka KOH(UAESHIIUAIBHBIX TOKYMEHTOB.

Kondunenmnuanbuple JTOKYMEHTHI JIOJKHBI OBITH 3aperucTpUpOBaHbl B JKypHajle Yydera
UCXOAUIMX (ITOATOTOBICHHBIX) KOH(UIACHIIUAIBHBIX IOKYMEHTOB.

OtnpaBka KOHQUACHIMATIBHBIX JOKYMEHTOB OCYIIECTBISETCS B 3aKOHBEPTOBAaHHOM BHJIE
(enbaberepcKoii CBA3bI0, 3aKa3HBIMH WM EHHBIMH TOYTOBBIMU OTIIPABICHUSIMH.

Jlomyckaetcst oTmpaBka (mepenaya) KOHQUACHITUATHHBIX JTOKYMEHTOB B 3aKOHBEPTOBAHHOM
BUJIE HEMOCPEJICTBEHHO ajpecary (IIPeICTaBUTENIO ajgpecaTa) ¢ perucrpanuei ¢akra mepenayu-
MOJIyYEHUS B )KypHaJe yyeTa UCXOIAUINX KOH(UICHIIMATbHBIX JOKYMEHTOB.

Ilepechika KOHPHUIESHIIMATBHBIX TOKYMEHTOB C HCHOJIb30BaHUEM CPEICTB (PaKCUMMIBLHON
CBSI3M WJIU MIOCPENICTBOM 3JIEKTPOHHBIX TOYTOBBIX CIYXKO OTKPBITOTO JTOCTYIA 3aIPEIAeTCsl.

Ilepenaya kKOH(UICHINAIBHBIX TOKYMEHTOB UCIIOJIHUTENSAM OCYIECTBISETCS MO TIOIHCH.

10.11. KonmupoBanue u TUpaKUpOBaHUE KOH(DHUICHIIMAILHBIX TOKYMEHTOB.

KondunennuanbHble TOKyMEHTHI He MMOJIeKAT pacpoCTpaHeHUIo (1epeaaue) 0e3 coryiacus
JTUPEKTOpa KoJuIeka.
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KonupoBanue ¥ TUpakupoBaHME€  KOH(QUIACHUMAIBHBIX  JOKYMEHTOB  JIOJDKHO
OCYIIECTBISATHCS C COOIIOICHIEM JACHCTBYIOLINX TPEOOBAaHUI 10 3amuTe HHPOPMALIUH.

KonupoBanue u TMpaxupoBaHue KOH(PHUAECHIHAIBHBIX JOKYMEHTOB B CBSI3U CO CIIYKEOHOM
HEOOXO/MMOCTBIO, @ TaKXKe HM3TOTOBJICHHE BBIMHMCOK W3 HUX OCYLIECTBISETCS C IMHCbMEHHOTO
paspelleHnss AUPEKTopa KOJUIeAXka, B aApec KOTOPOro MOCTYNWIM JaHHbIE JOKYMEHTBI, WM
YIOJJHOMOYEHHOTO UM DPYKOBOJAWTENS CTPYKTYPHOIO IOAPA3JEICHUs, B aJpec KOTOPOro OHH
HOCTYIWIN JJIS1 UCTIOJIHEHMSL.

B sTOM ciyyae Ha cBOOOJHOM MecTe (WM HAa OOOPOTHOM CTOPOHE) CONMPOBOIMTEIHHOTO
MHUChMa WA Ha CBOOOTHOM MecTe (MJIM Ha 000POTHON CTOPOHE) TUTYJIHHOTO (MIJIH TIOCIISTHETO) JTUCTA
KOH(QHIECHIIMATHHOTO JIOKyMEHTa CTaBUTCA BH3a JUPEKTOpa KOJUIEMKa C MOpYyYCHHEM
YIIOJIHOMOYEHHOMY JIUILY:

CHSTH KOIIMH WJIM C/IETATh BHIIUCKHU (C yKa3aHWEM KOHKPETHBIX MyHKTOB JOKYMEHTA);

BBINOJIHUTH KOITUPOBaHUE (TUPAKUPOBAHKE) B HEOOXOMMOM KOJIMUYECTBE;

yKazarh ajpeca nojayyaTesel u 1aTy, HalpuMep:

NBanosoii O.A.

1. CHATB 1BE KONIMU ¥ HATIPABUTh B aIMHHUCTPAIIH

Benosipckoro paiiona, bepezoBckoro paiioHa.

2. Cnenatb BBIIUCKY ITYHKTOB 1 - 4, 7 1 HanpaBUTh B

JlenapTaMeHT KyJlbTypbl aBBTOHOMHOI'O OKpYTa.

[Monmuce (pacmmdpoBKa MOAMUCH) PYKOBOAUTEIS U IaTa.

[Tocne xomupoBaHus  (THPXUPOBAaHUS) KOH(PUIACHLIMAIBHBIX JTOKYMEHTOB  JIMIIO,
OTBETCTBEHHOE 32 BEJCHNE KOH(PHUIECHINATBHOIO JEJIONPOU3BO/ICTBA, YUUTHIBAET KOMHUH (BBITUCKHN)
1 Ha 000POTHOM CTOPOHE OPUTHHAIBHOIO JOKYMEHTA (COMPOBOAUTEIBHOIO MMUChMa) OCYIIECTBIISET
3aITUCh O KOJIMYECTBE CHATHIX KOTHH MIIM CIEITaHHBIX BBIMTUCOK (C YKa3aHUEM KOHKPETHBIX TyHKTOB
JIOKYMEHTA), 32 KAKUMU HOMEpaMH OHH YYTEHBI, U yKa3bIBaeT JaTy, HallpUMep:

JloTIOTHUTENBHO Pa3MHOMXKEHO 2 3K3.

VYu. N 173acn (3x3. N 3/1) - B agmunuctpanuio benosipckoro p-Ha,

yu. N 173 ncn (k3. N 3/2) - B anmunuctpanuto bepezoBckoro p-Ha.

Crenana o/iHa BBIMKCKA C MyHKTOB 1 - 4, 7.

Vu. N 251 acn (3x3. N 1) - B /lenapraMeHT KyJIbTYyphl

ABTOHOMHOTO OKpYTa,

NOANUCH (pacn@poBKa MOANKCH) UCTIOTHUTENS U 1aTa

B ydeTHBIX XypHaJax KOH(UIEHIHUATBHBIX JOKYMEHTOB BHOCHUTCS OTMETKAa O KOJINYECTBE
BBITTOJIHEHHBIX KOTIHIA, HAPHIMED:

JIOTIONHUTENBHO PA3MHOKEHO  JK3.

JlononHUTENBHO pa3MHOKEHHbIE KOH(PHIEHIIHAIbHBIE TOKYMEHTHI, paHee MOATr0TOBIEHHbIE
B KOJUJIEIKE, YUYHUTBIBAIOTCSA 3a OTHUM JK€ YUETHBIM HOMEpPOM. JIOMOIHUTENHHO pa3sMHOKEHHBIE
KOH(HICHIIMATbHBIE JOKYMEHTHI, MOCTYIUBIINE B KOJUIEK, YIUTHIBAIOTCS 32 HOBBIM YYETHBIM
HoMepoM. IIpu 3TOM MOpsAIKOBBIM HOMEDP NOJYYEHHOW KOIUH NPOCTABISAETCS YEPE3 KOCYIO YepTy,
HaInpumep:

sk3. N 3/1,
rae 3 - HOMEp DK3eMIUIIpa Pa3MHOXKAEMOTO KOH(PHUIACHIIMAIBHOTO JOKYMEHTa, a 1 -
IIOPSIAKOBBIM HOMEP Pa3MHOKEHHOU KOIIHMH.

Beimuckn u3 KOH(QUIEHLIMANBHBIX [IOKYMEHTOB YYHMTHIBAIOTCS 33 HOBBIMHM YUYETHBIMU
HOMEpaMH.

Ha xonusix KOHQUAEHIHAIBHBIX JOKYMEHTOB B IIPABOM BEPXHEM YIUIy NEPBOMl CTpaHMIIbI
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npocTasigercs otmerka "Konus".

Ha Beimuckax w3 KOHQUACHIHMAIBHBIX JOKYMEHTOB IIOCIIE HAaUMEHOBAHHS JIOKyMEHTa
MpOCTaBJIAEeTCS OTMETKa "Bpimucka".

10.12. ®opmupoBaHre KOHPHUICHINAIBHBIX JOKYMEHTOB B JIefa.

Kondunennuanbable 10KyMEHTbI OPMUPYIOTCS B JieN1a OTAEIBHO OT APYrUX JOKYMEHTOB.

B HOMEHKIIaTypy /1en oprana rocy1apCTBEHHOM BIACTH BKIIOUAIOTCs Aena "J{ist cirysxeOHoro
H0JIb30BaHUA" U )KypHaJIbl yueTa KOH(UACHIUAIBHBIX JOKYMEHTOB.

B Homenknatype nen B rpade "Munekc nena" nodasisiercs momMeTka KOH(UACHINAIBHOCTH
"Jlo1st cITy>keOHOTO MOJIb30BaHUs".

Jleny ¢ KOHHUAESHIMATBHBIMU JOKYMEHTaMH IpHCBauBaeTcst momerka "Jlsi ciry:xeOHOro
HOJIb30BaHUA", KOTOPAst MPOCTABISAETCS B IPABOM BEPXHEM YTy OOJIOKKH.

Jlara Hayasna jena JODKHA COOTBETCTBOBAaTh JaTe€ IIEPBOrO IMOAIIMTOTO B JIEJTO
KOH(QHIEHIIMAJIBHOIO JOKYMEHTa, JaTa OKOHYaHUs JejJa - JaTe MOCIEIHEro MOIIINUTOro
KOH(HICHIIMATHHOTO TOKYMEHTA.

Ha noamutelie B €10 KOHGUAECHIHATbHBIE JOKYMEHTBI COCTABISAETCS BHYTPEHHSS OIUCH.
JIucThl BHYTPEHHEN OMUCH JI€J1a HYMEPYIOTCS OTIIEIIBHO.

JIucTel 03HaKOMIIEHUS ¢ KOH(UCHIIMAIbHBIMUA JOKYMEHTaMH IO/IINBAIOTCS B Jejla BMECTe
C JIaHHBIMH JIOKYMEHTaMH, BHOCSITCSI BO BHYTPEHHIOIO OIIMCh U HYMEPYIOTCSL.

[Tonmmutele B Ae10 KOH(PUICHIMATbHbBIE JOKYMEHTHl HYMEPYIOTCS MPOCThIM KapaHAalIoM B
IIPAaBOM BEPXHEM YTy KaXKJ0I0 JIHUCTA.

Ilo oxoHuaHMM [esa B KOHIIE BHYTpEHHEW OMMCH yKa3blBaeTcs (LU(ppaMyd U HPOMHCHIO)
KOJIMYECTBO BHECEHHBIX B He€ KOH(PUACHIMAIbHBIX JOKYMEHTOB, JIOJDKHOCTh U (pamMuiIus JHIA,
OTBETCTBEHHOTO 3a BeJIeHHE KOH(PUICHIIMATBHOTO JeIONPOU3BO/ICTBA.

Ha o6GopoTHOI CTOpOHE MOCIEAHEro JUCTA Jiejia IPOCTAaBISIeTCs 3aBepUTEIbHAs HAJAIUCh C
yKa3aHHEM KOJIMYeCTBa JIUCTOB, IOJMKMCHIBa€Mas JIMLIOM, OTBETCTBEHHBIM 3a BEJCHHE

KOH(HUICHIIMAIIBHOTO JIEJIOTPOU3BO/ICTBA, HAIIPUMED:
B HacToOsAmeM nejyie NpOHYMEPOBAHO,
IMIPOIIHYPOBaAHO M OII€edYaTaHO IIedYaThIo

JILCTOB
(mponuckeo)
JucTer 16 — 30 M3BATH,
IoOmmTa omHa cripaBka-—
3aMeCTUTeJb

Monnucek (pacumdpoBKa MNOANMUCHU), IOJDKHOCTL JIMlla,
obOpPMMBIIETO 3aBEPUTEJIbHYIO MNONNMUCH, IaTa)

N3pstne w3 gena KOHPUACHIIMATHHOTO JOKYMEHTA OCYIIECTBISIETCS C MHCHhMEHHOTO
COTJIACUS PYKOBOJUTEISL KOJUIEIKA.

[Ipn u3bsITHM KOH(MUIESHIIMATHLHOTO JOKYMEHTa Ha €ro MECTO IOJIIMBAETCS CIpaBKa-
3aMeCTUTENb, KOTOpasi MOJIMUCHIBACTCS PYKOBOAHUTENEM CIY>KOBI JEIOMPOU3BOCTBA WU JIUIIOM,
OTBETCTBEHHBIM 3a BeEJCHHE KOH(MUICHIIMATBLHOTO JENONPON3BOACTBA. McmpaBieHue oO1mero
KOJINYECTBA JINCTOB B 3TOM CIIy4ae HE OCYLIECTBJISIETCS, HAa MOCJIEAHEM JIUCTE JIeJla YKa3bIBAETCs
KOJIMYECTBO JINCTOB, M3BATHIX M3 Jeia, 00 U3BITHU KOH(PHICHIMAIBHBIX JOKYMEHTOB JIENIAeTCs
OTMETKAa BO BHYTPEHHEHW OmucH nena. BpemMeHHOe U3bATHE KOH(PHUICHIUAIBHBIX TOKYMEHTOB W3
TEKYIIUX JIeNl OCYIIECTBJISETCS JIMIIOM, OTBETCTBEHHBIM 3a BEJACHHE KOHQPHUICHIINATHLHOTO
nenonpousBoacTBa. [lo Bo3BpamieHWHM KOH(QUACHIIMATHLHOTO JIOKYMEHTa B JIEJI0 CIpaBKa-
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3aMECTUTENb YHUUTOKAETCS.

10.13. Xpanenue KOH(pUICHINATBHBIX JTOKYMEHTOB.

Konduaenuuansupie JOKYMEHTBI XPAHATCS B CIYKEOHBIX 3alHPAEMBIX MOMEHICHUSX WU
apXxuBe KOJUIe/KA.

[Tomerenusi, B KOTOPBIX BeleTCs KOH(GUICHIIMAIBLHOE J1€JIO0MPOU3BOJICTBO U HAXOAATCSA Ha
XpaHEeHUU KOH(UICHIMATBLHBIC JOKYMEHTBI, TOJKHBI ObITh 000PYIOBAaHBI CUCTEMaMHU TIOXKAPHOU U
OXpaHHOM CUTHAIM3AIIH.

3a COXPaHHOCTh KOH(UACHIIMAIBHBIX JOKYMEHTOB, HAaXOISAIIMXCS B KOH(UICHIIMATEHOM
JICNIONPOU3BOJICTBE, OTBEYAET JIMIIO, OTBETCTBEHHOE 32 BeleHUE KOH(PHUACHUIUAIHHOTO
JIeJIONPOU3BOICTBA.

3a coxpaHHOCTh KOH(MUIEHIMAIBHBIX JOKYMEHTOB, MEPEAaHHBIX ISl paboThl, OTBEYAET
pabOTHUK, TIOTYYUBIIHHA UX TIO]] IIOIIHCH.

[lepenaya koH(UIEHIIUAIBHBIX JOKYMEHTOB OT OJIHOTO pa0OTHUKA JPYTOMY B CTPYKTYPHOM
MO/IPA3JCJICHNN  KOJUIEJKAa OCYILECTBISIETCS 4Yepe3 JIMLO, OTBETCTBEHHOE 3a BEJCHHE
KOH(UIEHINAIBFHOTO AETONPOU3BOICTBA B KOJIEIKE, C 0053aTeIbHOM OTMETKOM B *KypHalle yuyera
BXOJIAIIUX KOH(DUICHITNATBHBIX JOKYMEHTOB.

[Ipy cMeHe WM YBOJIBHEHUHU IIMIA, OTBETCTBEHHOIO 3a BeJIeHHWE KOH(HICHIUATBHOTO
JICIIOTIPOU3BOJICTBA, COCTABIISICTCS AaKT TpUeMa-Tiepefaud KOH(UICHIMAIBHBIX JIOKYMEHTOB,
YTBEPKAAeMbIi PYKOBOJUTEIEM KOJUIEKA.

BeiHOC  KOH(MUIEHIMATBHBIX JOKYMEHTOB 33 TIPEIENbl  CIY)KEOHBIX  TOMEIICHHIA
aJIMMHHUCTPATUBHBIX 3IaHUN OCYIIECTBISETCS C COTTIaCUsl AUPEKTOPA KOJIIEIKA.

10.14. YHuutOXKeHHE KOH(DHICHIIUAIBHBIX JOKYMEHTOB, B TOM YHCIIE WX MarHUTHBIX
HOCHUTETIEH U YEPHOBUKOB.

KouunenmanbHple TOKYMEHTHI (YEpPHOBUKH M BapUAHTHI), YTPATUBIINE MPAKTUICCKOEC
3HaYEHHUE U HE UMEIOIINE UCTOPHUYECKON MM HAYYHOH LIEHHOCTH, a TaKXKe C UCTEKIIMMHU CPOKaAMU
XpaHEHUs, YHUUITOXKAFOTCS ITyTEM X MEXaHHUYECKOW MmepepadOTKH Ha MIpeaepax MO0 CKUTAIOTCS.

MarauTHble, ONTUYECKHWE HOCUTENH KOHPUACHIHMATBLHOW WHGOPMAIUU YHHUYTOXKAIOTCS
MEeXaHUUYECKUM IyTeM (pa3OuBaroTCs WM pa3pe3aroTcsl Ha 4acTu pasmepoM He 6osee 1 x 1 cm), a
KECTKHE MarHUTHbIe Nucku (BuHUecTepbl) U USB-dmdm HakonmuTenu - myreM MeXaHHYecKOTo
BO3JICHCTBUS JI0 TIOJTHOTO PA3PYIICHUS WIIH B CIICITUATM3UPOBAHHBIX YCTPONCTBAX JIJISl YHUUTOXKCHUS
nH(pOpMaIIUU, TyTEM BO3ACHCTBUS SJIEKTPOMArHUTHOTO TOJIS.

VYka3aHHBIC YEPHOBHKH W BapHWAHTHI UCIOJHUTENh YHHYTOXKAECT C OTPAXKECHUEM JTaHHOTO
¢dakTa B KOHUICHIIMATFHOM JOKYMEHTE.

YHU4TOXKaTh KOH(DHICHITUAIBHBIC JTOKYMEHTHI (WX MAarHUTHBIC HOCHTEIH M YCPHOBUKH)
KaKUM-ITH0O WHBIM CITIOCOOOM, a TaK)Ke MCMONB30BaTh UX JUISI IPYTHX IIeJIel 3arperiaercs.

10.15. KoHTpOoIb cOCTOSIHUS KOH(UICHIIMATLHOTO JISIIONPOU3BOICTRA.

KoHTponbs coxpaHHOCTH KOH(GUACHIHUATIBHBIX JOKYMEHTOB OCYIIECTBISETCS KOMHUCCHEH,
CO3JIaHHOM MO pacHopsDKEHUIO (MpUKa3y) TUpeKTopa Koyutemka (nanee - Komuccus).

[Tepconanpublit coctaB Komuccun (He MeHee 3 4eloBeK) OnpeeNsieT TUPEKTOP KOJJIeIKa.

B cocraB Komuiccnn BKITIOUArOTCST 3aMECTUTENb JAUPEKTOPA KOJUIEDKA, OTBETCTBEHHBIN 32
opranmzanuio pabor mo Oe3omacHocTH UWHPOpPMAIMM B KOJUIEMKE, a Takke Haubonee
KBaJIM(ULIMPOBAHHBIE PAOOTHUKHU CITY>KObI JI€JIOMPOU3BOJICTBA U JIUI0, OTBETCTBEHHOE 3a BEJIEHUE
KOH(HIEHIINATIHHOTO JIETONPOU3BOJICTBA.

[TpoBepka Hanuuus KOH(OUIESHIIMAIBHBIX JOKYMEHTOB OCYIIECTBISETCS €KETOIHO B IEPBOM
KBapTajie roja, CIeIYIOLEero 3a OTYECTHBIM.

B apxuBe, r1ie XpaHsTCs U3aHus, AeNia U APYTHe TOKYMEHTHI ¢ moMeTkoi "Jlis cimykeOHoro
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MOJIB30BaHUA ", IPOBEPKA HATMYMS OCYIIIECTBIISIETCS HE PEXE OJTHOTO pa3a B 5 JeT.

[TpoBepka Hamuuus KOH(HUIECHIIMAIBHBIX JOKYMEHTOB OCYIIECTBISIETCS IYyTEM CBEPKH
3anucei B y4eTHBIX JKypHaiax ¢ (pakTHUeCKUM HaTMYHeM KOH(HIEHIUAIbHBIX TOKYMEHTOB, a TAKXKe
OTMETOK 00 YHHYTOXXEHUHM WIIU OTIpPaBKe KOHPHUICHIMATHHBIX TOKYMEHTOB B 3THX JKypHamax C
COOTBETCTBYIOIIMMHU aKTaMU Ha YHUUTOXKECHHE.

B xypHamax Bce OTMETKH 00 OTIpPaBKE, YHHUTOKEHUU M TepeydeTe KOH(PUACHIINATBHBIX
JIOKYMEHTOB 3aBEPAIOTCS ITpocTaBiieHneM 3anucu "[IpoBepeHo" ¢ 1aToil 1 NOAMUCHIO IpeIceaaTeNs
Komuccum.

[To pesynbratam pabotsl KoMuccum coctaBisieTcsi akT IMPOBEPKU HAIUUUS U COCTOSTHUS
KOH(UICHIIMATBHBIX JIOKYMEHTOB, KOTOPBIH YTBEpXKIAeTCS PYKOBOAMTEIEM KoJulemka. B
YKa3aHHOM aKT€ COJepXKaTcsl pPe3yNbTaThl MPOBEPKH KOH(PHUIACHIUAIBHOTO IEIOMPOU3BOACTBA,
OTMEYEHHBIC HEJIOCTATKH W MPEJIOKECHUS MO YIYUIICHHIO COCTOSHUSA JIEJ 1O BOMPOCaM 3alUThI
KOH(pHIeHIIMATbHON UH(OpMAIIH.

B cirydae ycranoBneHus (hakta yrparhl KOHOUICHIHATBHBIX JOKYMEHTOB JIHOO0 pa3riialicHUs
COoZIepXKalMXCsl B HUX CBEICHUM HEMEMJICHHO CTaBATCS B M3BECTHOCTh HEMOCPEICTBEHHBIN
PYKOBOJUTEIIb CTPYKTYPHOTO MOJpA3JelieHUs, B KOTOPOM JIONYIICH 3TOT (aKT U PYKOBOJHUTEITH
KOJUIEIKa.

[To dakTy yrpaThl KOHPHUIESHITUATHHBIX JOKYMEHTOB HIIH Pa3TJIAIICHIS COJICPIKAIIIMXCS B HUX
cBeZieHH KoiemkeM B TedeHue 30 aHel ¢ MOMeHTa OOHApYKEHHs OCYILECTBIISETCS CIIy:KeOHas
MIPOBEPKA, MO PE3YJIbTaTaM KOTOPOI COCTABIIACTCS 3aKIIIOUCHHE.

B yueTHBIX XKypHalax JenaeTcss OTMETKa O CHUCAaHWHM YTPAue€HHBIX KOH(HIEHIIMATbHBIX
JIOKYMEHTOB CO CCBUTKOM Ha COOTBETCTBYIOIIEE 3aKIFOUCHHE 10 pe3yIbTaTaM CIIy)KeOHOU TTPOBEPKH.

11. SAKJITIOYUTEJIBHBIE TOJIOKEHUA
11.1. B cnyyae u3MeHEHHWI 3aKOHOJATENBbHBIX U WHBIX HOPMAaTUBHBIX akTOB Poccuiickoit
Oenepannn, a takke YcraBa AY «HedreroraHckuil MOTUTEXHUYECKUN KOJUICIK» HACTOSIIIUMA
JOKYMEHT, a TaKK€ H3MEHEHUsi K HEMy IPUMEHSIOTCS B 4YacTH, HE NPOTHUBOpEYAIlell BHOBb
MIPUHSATHIM 3aKOHOIATEILHBIM U MHBIM HOPMaTUBHBIM akTaM Poccuiickoit deneparuu, u Ycrapy AY
«Hedreroranckuii MONMUTEXHUYECKUN KOJITEIKY.
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[Tpunoxenue 1

YTBEPXIAIO
Hupextop AY «HedTteroranckuit
MIOJINTEXHUYECKUN KOJIIEIK»

M.B.I'pebenen
« _» 20 1.

AKT
npuemMa-tepeadu aei (I0KyMEeHTOB)

N | Homep u nata nokymeHTa 3aro0BOK JIOKyMeHTa (J1e11a) KonnuectBo nuctos

n/m | (MHICKC M KpaiiHUEe AaThl JIOKyMeHTa (zemna)
nena)

1 2 3 4

Bcero JIOKYMEHTOB ([1eJ1)

(KONMM4eCTBO JOKYMEHTOB LU(paMy U IPOIHUCHIO)

[lepenan (TOMKHOCTD, (haMuUJTHsl, UMS, OTYECTBO)

[Ipunsan (momKHOCTD, (haMuUJIHSL, UMS, OTYECTBO)

n " 20 T.
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[Tpunoxenue 2

YTBEPXIAIO
Hupexrop AY «HedTteroranckuit
MIOJINTEXHUYECKUN KOJUIEIK»

M.B.I'pebenent
«_» 20 1.

AKT

MPOBEPKHU HAJIMYMS [1€YATEN U IITAMIIOB

Jara nauana mpoepku: " " T.

[laTa 3aBepiieHus npoBepku: " I.

Hacrosimuii akt cocTaBieH 1o pe3ynbTaTaM IPOBEPKH HAIMYHKA [€YaTed U IITaMIioB B AY
«Hedreroranckuii MOMUTEXHUISCKUN KOJUITSIDK»

HpOBGI[CHHOﬁ B COOTBECTCTBHHU C ,
(HauMEHOBaHME M PEKBU3UTHI PEIICHHS O MPOBEICHUH IPOBEPKH)

B XO0J1€ ITPOBEPKH YCTAHOBJICHO!

N n/m Perucrpanuonsslii Homep HanmenoBanue OTMeTKa O HaTUIUU IIpumeuanue
nevarty (mTamia) 1o XypHay rieyard (mrtamna) | (OTCYTCTBUM) medaren
ydera (1TamMmnoB)
1 2 3 4 5

Hacrosiuit akT cocTaBiieH B ABYX IK3EMIUISIpaxX, UMEIOIINX PAaBHYIO FOPUIUUYECKYIO CUTTY.

IIpencenarens koMuccuu

(moamuce) (pacmudpoBKa MOMAMUCH)
UneHsl KOMHCCHH
(moamuce) (pacmmudpoBKa MOAHUCH)
(monnuce) (pacum¢poBka nonucH)
C akToM IMPOBCPKHU O3HAKOMIJICHBI:
(HanMeHOBaHWE JOJKHOCTH OTBETCTBEHHOTO JIOHKHOCTHOTO (moammch) (pacmdpoBKa MOANNCH)

JIMLIA, YIIOJTHOMOYEHHOTO XPaHUTh U HCIIOIb30BaTh OTTUCKU
TevyaTei U IMTaMIToB)

M.IL
" n 20_ r.

Bo3zpaxenus no akty npoBepku Ha " " 1. mpunaratotest. ' " 20 1.
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KOAAEAX
JUCT COT'JIACOBAHMUSA
JlomKHOCTD damuis, THAIAAJIBI [ara Iloamuce
HavaigpHuk otneira kaapoBoro
A P ’ EBceena Jlrommuia
JIOKYMEHTAIlMOHHOTO U 02.12.2024 CoracoBano
T'ennanneBHa
MIPaBOBOTO 00OECIICUEHUS
aMECTUTENDL JUPEKTOPA IO
3 P pa 1o Mussip Onbra
y4eOHO-TIPON3BOCTBEHHON 02.12.2024 CornacoBaHo
AHaTolILeBHA
pabote
K K M
3amecTuTeNnb Aupe TOPa o oTtoBa Mapus 02.12.2024 COMIACOBAHO
yueOHO-MeToInYeCcKOoi paboTe Hukonaesna
K B B
3amecTuTeNnb Aupe Topet o axpameeBa BaxTanr 02.12.2024 COMIACOBAHO
yueOHO-BocUTaTenbHOM padoTe | Hukomnaepuu
. Iunenko Tarbsana
[lepBelii 3amecTUTEND TUPEKTOPA 02.12.2024 CornacoBaHo
BrnagumupoBHa
. kounHa FOmus
I'maBHbI# Oyxrantep Cro f0 02.12.2024 CoracoBaHo
BrnagumupoBHa
AxunmoBa TaresiHa
PykoBonurens L{OII 02.12.2024 CornacoBaHo
CepreeBHa
Kypasckast ara
IOpuckoncynpT P 02.12.2024 CornacoBaHo

AnekcaHIpoBHa
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