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1. ©CIIOJIB3YEMBbBIE TEPMHUHBI 1 COKPAIIEHUSA

1.1. Tepmunsbl
B TaGnuue 1 npuBeneHbl TEPMUHBI U OIIpeeNIeHHs, UCTIONb3yeMble B [lonoxeHuu.

Tabauya 1
Tepmun OmnpenesieHue
Aemo3zanonunenue ABTOMAaTHUYECKOE  3alojHEHHWE IMIa0JIOHOB  (ailloB  peKBU3UTAMH
aiinos JIOKYMEHTa, K KOTOPOMY IpUKperisiercs (aii.
Anvoom
COOpHUK YCTAHOBJIGHHBIX K NPUMEHEHUIO YHU(DUIUPOBAHHBIX (QOpM
YHUuyuposannvix

dopm doxymenmoe

JAOKYMECHTOB C YKA3dHHUAMM I10 UX 3aIIOJIHCHUIO.

Jluct Oymarm MM DNEKTPOHHBIM  MA0JIOH €  PEKBU3UTAMH,
bnauk ookymenma UACHTUDUUUPYIOUIUMH  aBTOpa  JOKYMEHTa, pAaclOJOXEHHBIMH B
OIIpeJIeIEHHOM TOPSIIKE.
Buympennuii Jokyment, He Bbxomsmmid 3a mnpeaensl AY  «Hedreroranckuit
0OKyMeHm MOJUTEXHUYECKUI KOJUIEIDK.
Bxooawuii N N N
. Hoxyment, mocrynuBmuii B AY «Hedreroranckuii monurexHUYECKUn
(nocmynueuiuii)
KOJUIEIK».
00KyMeHm
Ousnuecku 000cOOJIeHHAass WM JIOTMYECKM OIpe/esIeHHasl eIUHULA
KjJaccuUKaMy M CHUCTeMaTH3allud B  JOKYMEHTalIbHOM  (OHIe
Heno OpraHu3ally, BKJIIOYAIOIIAs JOKYMEHT MM COBOKYIHOCTH JIOKYMEHTOB,
OTHOCSIIIIUXCS K OZJHOMY BOINPOCY MJIM YYaCTKY JI€ATEIbHOCTH, UMEIOIINX
OJIMHAKOBBIM CPOK XpaHEHUSI.
COBOKYIHOCTh ~ NPOLECCOB  PabOTBI €  JOKYMEHTaMH, BKJIIOYas
Jlenonpouzeoocmeo JOKYMEHTUPOBaHHE, JOKYMEHTOOOOpOT, OIEepaTUBHOE XpaHEHHE U
HCIIOJIb30BAaHUE JOKYMEHTOB B AEATEIbHOCTH OPraHU3aluu
Toxymenm 3adukcupoBaHHas Ha HocuTelne HMH(pOpPMAlUsS C PEKBU3UTAMM H/MIH
METaJaHHbIMH, TIO3BOJISIOIIMMU €€ UACHTU(PHUINPOBATH
. COBOKYMHOCTh JOKYMEHTOB, CO3J@HHBIX M IIOJYYEHHBIX B IIpoOIEcCe
Jlokymenmanvhuoii

¢ono opzanuzayuu

nesTenbHoCcTH opraHm3anuu AY «HedTeroraHckuid MOJUTEXHUYCCKUI
KOJLIE K

CTa):[I/IH JKU3HCHHOI'O LHUKJIa JOKYMCHTA, Ha KOTOpOﬁ OCYHICCTBIIACTCA

Jokymenmuposanue 3amuch MHQPOpPMAIMK C PEKBU3UTAMU M METAJaHHBIMH Ha HOCHUTEIE IO

YCTaHOBJICHHBIM MPaBWJIaM B YCTAHOBJICHHOH Gopme

JBr>keHne NOKYMEHTOB C MOMEHTa HMX CO3JaHUsl WM MOCTYIUIEHUS 0
JloKkymenmoobopom

3aBEPILICHUS UCIIOJHEHUs WK OTHPaBKU

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

3aMECTUTEIIH, TJIAaBHBIA OyXrajTep, pyKOBOIMTEIH MOAPA3ICIICHUN.
Aybnukam [ToBTOpHBIN K3EMIUISAP MOIMHHUKA JOKYMEHTA, CO3J]aBa€MbIil C ILIENIbIO
00KymMenma 3aMEHBI MOJJINHHUKA

3asepennasn Konus

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

00Kymenma
CHITY
Hugpopmayuonno-
cnpasounbiii Bua mHCbMEHHOTO JIOKYMEHTa, B KOTOPOM (UKCHUPYIOT CBEICHUS,
UHHULUUPYIOIIUEC aBJICHYECKOE pEIICHNE.
00KyMeHm P yip P
Hcexooawuii . N N
. OdunmanbHblii  TOKYMEHT, oTmpaBisieMmbii u3 AY «Hedreroranckuii
(omnpaensemoiir) .
MOJUTEXHUIECKUN KOJUICIK.
00OKyMeHm
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Tepmun OnpenesieHue

Konguoenyuanvnoin | 3aduxcupoBaHHass Ha MaTepUATbHOM HOCHTENE KOHQUACHIMAIbHAS

O0OKyMeHm nHGOPMAITUS C PEKBU3UTAMH, TIO3BOJISIONTIMHE €€ WICHTU(DUITNPOBATH.

Kounguoenyuanvnoe JlesrenpHOCTh,  OOccmeuMBaronias  co3fgaHUE  KOHQPHUIACHIIUATBHBIX

0e10npPou3800cneo oUIMATLHBIX JOKYMEHTOB M OPTaHU3aIMI0 PA0OTHI C HUMHU.
WNudopmanusi ¢ orpaHMueHHBIM JOCTYIIOM, HE COJEprKallas CBEICHUI,

Kounguoenyuanvnan COCTaBJISIIOIIUX ~ TOCYJApCTBEHHYIO TalHy, JIOCTYyl K  KOTOpOH

uHpopmayus OTPaHWYMBAECTCI B COOTBETCTBMHM C 3aKOHOAATENBCTBOM Poccuiickon

Denepannu.

Konusa ookymenma

JIOKyMEHT, MOJHOCTBIO BOCTIPOM3BOISIINN MH(OPMAIMIO TTOATHHHUKA U
BCE€ €r0 BHEIIHNE NPU3HAKH WM UX YaCTh

Homenxnamypa oen

JlokyMeHT, colepKaluii CUCTEMAaTU3UPOBAHHBIN MEpEeYEeHb 3arojiOBKOB
nein, co3naBaemMbix B AY «HedretoraHckuii OTUTEXHUIECKUI KOJIISIKY,
C YKa3aHHEM CpPOKOB HMX XpaHEHHUs, O(GOPMIICHHBI B YCTaHOBJICHHOM
MOpsIIKE

Oovem
00KyMeHmoobopoma

KomnuectBo nmokymenroB, mnoctynuBmmux B AY «Hedreroranckuit
MOJIMTEXHUYECKUI KOJUIE[DK» M CO3JaHHbIX MM 33 ONPEEJICHHbIA NEPUOJ

Onuco

APpXHBHBIN CIPAaBOYHUK U YYETHBII TOKYMEHT apXHBa, MPEICTABISIONINI
UH()OpPMALIMIO HA YPOBHE OITUCAHUS ¢IUHUIBI XPAHCHHsI/CIMHULIBI ydeTa, a
TaK)K€ B YCTAHOBJICHHBIX CIIy4asiX Ha ypOBHE JOKYMEHTa, €r0 CTPaxOBOU
KOIIMHU, CTPYKTYPUPOBAHHBII B COOTBETCTBUH CO CXEMOMN CHCTEMATHU3aIIUH
nen ponpa.

[Tpumedanue - onuCh UMEET Pa3HOBUIHOCTH, CBSI3aHHBIE CO crelM(UKOI
yu€Ta OTACJIbHBIX KaTeFOpI/Iﬁ APXUBHBIX JOKYMCHTOB: OIIUCH ACJ, OIIUCH
CIMHHL] XpPAaHEHHS HAYyYHO-TEXHHYECKOH  JIOKYMEHTAlUH,  OIHCh
(h0oTOAILOOMOB, OIUCH AIIEKTPOHHBIX TOKYMEHTOB H JIp.

Opzanusayuonno-
npagosoli 00OKymeHm

By nmuceMeHHOTO JIOKyMEHTa, B KOTOPOM (PMKCUPYIOT MIPABOBBIC OCHOBBI
nesiteibHoCTH AY «HedTeroraHcKuil MoJIMTeXHHYSCKUN KOJIIC K.

Bun nokymenra, B KOTOPOM (HUKCHPYIOTCS MPEANUCAHUS ISl PEIICHHS

Opzanuszayuonno- aIMUHHUCTPATUBHBIX M  OPraHM3ALMOHHBIX  BOIPOCOB,  BOIPOCOB
pacnopaoumesbHblil yIpaBlIeHUs, B3aUMOJEHCTBUS, OOECIEYeHUs U  PEryIMPOBAHUS
O0OKyMeHm nesrenbHOCTH AY  «Hedreroranckuil NOIMTEXHUYECKUN KOJUIEIDK», €€
CTPYKTYPHBIX NOJpa3AeIeHIH H OTAEeIbHBIX pAOOTHUKOB.
JIOKYMEHT, KOTOpBIN CO31a€eTCs, 3aBEPAETCS, BBIIACTCA B YCTAHOBICHHOM
3aKOHOM WM MHBIM HOPMATHUBHBIM aKTOM IIOpPSAJAKE  OPraHoM
Ocdpuyuanvusiii TrOCyapCTBEHHOM BJIACTH, MHBIM T'OCYJApPCTBEHHBIM OPraHOM, OpraHOM
O0OKyMeHm MECTHOTO CaMOYIPABICHHS WIM WHOW YIOJIHOMOYEHHOW OpraHM3alMeH,

YIOJIHOMOYEHHBIM JOJDKHOCTHBIM JIMIIOM U YJOCTOBEPSIET IOPUINYECKU
3HAYUMBI (DaKThI

Odghopmnenue oena

IlogroToBKa pema K ApXUBHOMY XPaHEHHIO B
YCTaHOBJICHHBIMU [IPaBUJIAMHU

COOTBCTCTBHH C

Od¢popmnenue Yacte mporecca JTOKYMEHTHPOBAHMs, BKJIIOYAIOLIAs IPOCTABICHUE Ha
00Kymenma JIOKYMEHTE PEKBU3HUTOB
[lepBblif MM €AMHCTBEHHBIM 3K3eMIUIAP (B YCTAHOBJIEHHBIX Cllydasx -
OIUH W3 HECKOJIBKHX OJHOBPEMEHHO CO3JaHHBIX HK3EMILISIPOB)
Iloonunnux JIOKYMEHTA.
O00Kymenma IIpumeyanne - [IoaTMHHENKOM 3JIEKTPOHHOTO TOKYMEHTA SIBIISIETCS JIF000H

9K3EMIUISIP 3JIEKTPOHHOTO JIOKYMEHTa, B KOTOPbII C MOMEHTa €ro
HOJIHMCAHMS] U PETHCTPAIIMH HE BHOCHINCH W3MEHEHUS
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Tepmun

OnpenesieHue

IIpoexm 0okymenma

[IpenBaputenbHBII HETIOIMUCAaHHBIN
IpeIHa3HAYEeHHbIN 17151 PACCMOTPEHMSI.

BapHaHT JIOKYMEHTA,

Pexeuzum CTpyKTypHas 4acTb U 3JeMeHT 0OpMIICHHUS JOKYMEHTA, CIyXKallui s
00KyMenma uACHTU(DUKAIMY JOKYMEHTA U coJieprKalieiics B JOKyMeHTe HH(opManuu
Pexeusumut yuemnoi HaGop moseli y4eTHO-peruCTpaIlMOHHON KapTOYKH JOKYMEHTA
Kapmouku
[IpenycMOTpeHHOE IITAaTHBIM PAaCHHCAaHUEM OPTaHU3aIMOHHO-(YHKIHO-
CmpyxkmypHhoe HaJlbHOE 00pa30BaHue, CO3/1aHHOE B COOTBETCTBUH C YCTAHOBIICHHBIM B AY
noopasoenenue «He¢Teroranckuil MONMUTEXHUYECKUH KOJUIEIDK» TOPSIKOM C LEJbIO
peIIeHHsI OTPEIeIIEHHOTO KpyTa 33134
Teppumopuanvnoe JlomostHUTENIbHBIE O(UCHI, (GUITHATTBI.
noopaszoenenue

Yuemmnas KapmouKka

VY4eTHO-perucTpanyionHas KapTodyka JOKYMEHTa, KOTOpas 3aBOAMTCA
B «1C: JIokyMeHTOOOOPOT 8» AJIsl KaK0T0 JOKYMEHTA.

Dopmuposanue dena

prrIHI/IpOBaHI/IC JAOKYMCHTOB B ICJIO U UX CUCTCMATU3allUA

Hlabnons
O0OKYMEHMmMO8

[ITab50H y4eTHON KapTOUYKKU BMECTE C MPUCOECTNHEHHBIM K HEl M1a0JIOHOM
¢daima. IlpencraBnsier coOoii  yHH(HUIIMPOBaHHBIE (OPMBI  BHIIOB
JIOKyMEHTOB, TipuMeHseMbIX B AY «Hedreroranckuii monurexHuuecKuii
KoJuteK». O0s3aTeNIbHBI VISl HCIIOIb30BaHMUSI.

Hlabnonwl ¢haiinos

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

IKkcnepmusa
yennocmu
O0OKYMEeHmMO8

JlesiTebHOCTD TI0 YCTaHOBIICHHIO CPOKOB XpaHEHHs JOKYMEHTOB, 0TOOpa
UX IS apXUBHOTO XPAaHEHWs WIM YHUYTOXXEHHS, BBIABICHHUIO 0CO00
IEHHbIX W YHUKaJIbHBIX JOKYMEHTOB Ha OCHOBaHMHM TpeOOBaHUI
HOPMAaTHUBHBIX [PABOBBIX AaKTOB W KPUTEPHEB HKCHEPTU3bI LEHHOCTU
JTOKYMEHTOB

Dnekmpounan Konus
00KyMenma

Komus tokymeHTa, co3ianHas B 3JISKTPOHHOU popme.

Onexkmponnoe oeno

®usuyeckn 000cOOJEHHAS WM JIOTHYECKH OIIpCACJICHHAs CaAUuHULa
KJIaCCH(bHKaIlPIH U CHUCTCMATHU3allUM B  JOKYMCHTAJIbHOM (1)OH):[C
OpraHu3anuy, BKIOYarom@as JOKYMCHT WJIM COBOKYITHOCTb JOKYMCHTOB,
OTHOCAIIUXCA K OAHOMY BOIIPOCY UJIKM YUYACTKY ACATCIBbHOCTHU, UMCHOIINX
O,Z[I/IHaKOBBII\/'I CPOK XPaHCHU

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

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

Onexkmpounwtii 0opaz

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

00KyMenma
JIOKYMEHT0000poTa.
3ammuch 0a3bl JaHHBIX CHCTEMblI aBTOMATHU3allMU JICJIOIIPOU3BOJCTBA U
AJIEKTPOHHOTO JIOKYMEHTO00OpOTa, OToOpaskaeMass B €€ BH3YaJIbHBIX
YV dbopmax, comepxkamas BCe PEKBU3WUTHI JTOKYMEHTa, HEOOXOIUMBIC IS
P OJTHO3HAYHOHN WICHTH(DHUKAIMHA JOKYMEHTA W ONPEICIISIONIAE 3TaNbl €ro
pezucmpayuonnan
KapmouKa (QPK) JABMKCHUA B MNPOLECCE €ro IMOJAIOTOBKHM M HCIIOJHEHHUA, BKJIOYAroUIas
P UHQOpPMALIMIO B  DJIEKTPOHHOM  BHJE, OJIEKTPOHHBIH  JOKYMEHT,
QNIEKTPOHHBI  00pa3 [OKYMEHTa WM OJCKTPOHHBIH  JJOKYMEHT,

IO AITHC AHHBIN BHCKTpOHHOﬁ IOAIIMCHIO
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Tepmun Onpenenenue
HOpuouueckasn

CBOMCTBO IOKYMEHTOB BBICTYIIATh B KAUE€CTBE MOATBEPKACHUS JETOBOM

3HAUUMOCHD S
JIEATEITLHOCTH JIN00 COOBITUH JTUYHOTO XapaKTepa.

00KyMeHma

HOpuouueckaa cuna CBOMCTBO IOKYMEHTa yCTaHABIUBATh U MOATBEPKIATh MPABOOTHOIIEHUS,

00Kymenma (hopMHUPOBAThH MTPABOBKIC MOCICACTBUS

1.2. Coxpamenusi
B Tabnuie 2 mpuBeICHBI COKpAIICHHS, UCIIOJIb3yeMbIe B [ToosxeHuN.
Tabauya 2

Cokpamenue OnpenesieHue

Cucrema 3JeKTPOHHOTO JOKYMEHTO000pOTa (CHCTEMA YIIPaBICHHUS

«1C: JOKYMEHTaMH), 00ecrieunBaonas coop JOKyMEHTOB (BKJIIOUSHHE
Jlokymenmoo6opom 8» | NOKYMEHTOB B CHCTEMY), UX 00pabOTKy, yrpaBlieHHE JJOKYMEHTaMH U
noctyn K HuM Ha 6aze «1C: JIokyMeHT0o060poT 8».

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

CIJ1 «IEJIO» Cucrema aBTOMaTM3allMM  JACJIONPOU3BOACTBA U 3JIEKTPOHHOTO
nokyMeHTooOopora "Jlemo", mpumeHsiemas Ha TEPPUTOPUM XaHTHI-
MancuicKoro aBTOHOMHOTO OKpyra — FOrpsl

Opzanuzayus AY «Hedreroranckuii MOJIMTEXHUUECKUI KOS

JICIT J1g cnyke0HOTr0 1MoJIb30BaHUS

HCH

1.3. Poim Y4aCTHHMKOB IIpoueccoB paﬁDTI)I C JOKYME€HTaMM
B Ta6J'II/IHe 3 MMPUBCACHBI COKpAICHUS, NCII0JIb3YCMBIC B ITonoxxenumu.

Tabauya 3
Coxkpauenue Onpenesienue
Cekpemapbo- PaboTHuk (rpynmna paGOTHHUKOB), OTBETCTBEHHBIH 3a padoTy ¢
0enonpou3eo0umens nokymeHntamu B AY «Hedreroranckuii monuTeXHNUeCKHA KOJIIEIK.
Texnonos OTBeTcTBEHHBIH 32 HacTpoiiKy cnpaBouHrkoB HCU, popmupoBanue
111a0JIOHOB MPOILIECCOB U IOKYMEHTOB.

2. OBJIACTb IPUMEHEHUA

2.1. Tlonoxenue o aenompousBojacTBe (nanee — IlonoxkeHue) ycTaHaBIMBAET €IUHbBIC
npaBuiia padoThI ¢ TOKYMEHTAMHM, BKIIFOUYas UX MOATOTOBKY, 0(hOpMIIEHUE, PETUCTPALINIO, TOPSAIOK U
KOHTPOJIb HCIIOJIHEHUS, XpaHEHHe, a Takke MOpSAAOK JOKYMEHTOOOOpOoTa B aBTOHOMHOM
yapexIeHUU MpodeccuoHaIbHOTO 00pa3oBaHus XaHThI-MaHCUHCKOTr0 aBTOHOMHOTO OKpyra-tOrpsl
«Hedreroranckuit nonuTeXHU4eCKUi Koyuex» (nanee - Komiemxk).

2.2. Tlonmoxxenme pa3pabOTaHO B COOTBETCTBHH C HOPMATHBHBIMH W METOJUYECKUMH
JOKYMEHTaMH B 00J1aCTH JAEJIONPOU3BOICTBA U APXUBHOTIO JIeNa:

2.2.1. TlepeyeHb THIIOBBIX YIPABICHUYECKAX APXHUBHBIX JIOKYMEHTOB, O0Opa3ymoIIUXCs B
IIPOLIECCE AEATEIBbHOCTU TOCYJapCTBEHHBIX OpPraHOB, OpPraHOB MECTHOTO CaMOYIPAaBJIEHUS
Y OpraHu3allvii, ¢ YyKa3aHUEM CpPOKOB XpaHEHWs, YTBEpPXKICHHBbIM IpukazoM PocapxmBa oT
20.12.2019 Ne 236 (3apeructpupoBano B Munrocte Poccun 06.02.2020 Ne 57449);

2.2.2. TlepeyeHb MOKYMEHTOB, OOpa3yIOIIUXCS B TPOIECCE IESITEIPHOCTH MHHHCTEPCTBA
npocsenieHust Poccuiickoit @enepanuu M MOJBEJOMCTBEHHBIX €My OpPraHM3alldi, C yKa3aHUEM
CPOKOB XpaHEHHus'", yTBEpKIAEHHbIM NpukazoM MuHucrepcrBa npocsenieHuss PO or 27.08.2025
Ne 624;
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2.2.3. IlpaBuna nenompouM3BOACTBA B TOCYJAPCTBEHHBIX OpraHax, OpraHax MECTHOTO
CaMOYIIpaBJICHUS, YTBEPKACHHbIE TpuKazoM DeepaibHOro apXuBHOTo areHTcTBa oT 22.05.2019 Ne
71 (3apeructpupoBanbsl B Muntocte Poccun 27.12.2019 Ne 57023);

2.2.4. VHCTpyKIus 1O JEJIONPOU3BOJACTBY B TOCYAApCTBEHHBIX OpraHax XaHThbI-
MaHcuicKOro aBTOHOMHOTO OKpyra — KOrpbl M HCTIOTHUTEIBHBIX OpraHax rocyJapCTBEHHOHN BIacTH
XaHTel-MaHCHIICKOro aBTOHOMHOT0 OKpyra — FOrpsl, yTBepik/ieHHas mocTaHoBjieHueM [ 'yoepaaropa
Xantbi-Mancuiickoro aBToHoMHOro okpyra — FOrpst ot 30.12.2012 Ne 176;

2.2.5. Tlpukaz ®enepanbHoro apxupHoro areHtctBa oT 31.07.2023 r. Ne 77 «O6
YTBEPKACHUM TMPaBUJI OpPraHU3alliy XpaHEHHs, KOMIUJICKTOBaHHS, Y4€Ta M HCIOJIb30BAHUA
NOKyMeHTOB ApxuBHOro ¢onnga Poccuiickoit ®enepauuu M APYrHX apXUBHBIX JTOKYMEHTOB B
OpraHax TOCYAAapCTBEHHOM BJAacTH, OpraHax MECTHOTO CaMOYIpPaBJICHHS U OpraHU3aLUsiX»,
3aperucTpUPOBAaHHBIE MUHHUCTEPCTBOM OCTULIMU Poccuiickoit ¢enepanuu perucTpanuoHHbINA
Ne 75119 o1 06.09.2023;

2.2.6. TOCT P UCO 15489-1-2019 Cucrema cTanmapToB 1o HHPOPMAIUH, OHOIHOTEIHOMY
U U3JaTeNbCKOMY JeNy. YTpaBjieHne JoKyMeHTaMu. [[oHATHS U IpUHIUTIBI;

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

2.2.8. TOCT P 7.0.8-2025. Cucrema craHmaptoB o uH(poOpMaIu, OUOIUOTEUHOMY U
U3JaTeIbCKOMY Aemy. J{eIonpon3BOACTBO U apXUBHOE JeN10. TepMUHBI B OTIPE/ICICHNUS;

2.29. TOCT P 7.0.97-2025. Cucrema crangaptoB 1o uHdoOpManuu, OMOIMOTEYHOMY U
u3gareabckoMy neny. OpraHu3alMOHHO-PAcOpsIIUTeNbHAs JOKyMEHTanus. TpeOoBaHus K
0(OPMIICHHUIO TOKYMEHTOB,

2.2.10. [IpumepHast HHCTPYKIHS 1O JCIONPOU3BOJICTBY B TOCYJApCTBEHHBIX OpPraHU3aINsiX,
yTBepKIeHHas npukazoM PenepanbHoro apxuBHOro areHTcTBa oT 11.04.2018 Ne 44;

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

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

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

2.4. TpeboBanusi [lomokeHHUsI pPAacHpPOCTPAHSIOTCS Ha BCE JOKYMEHTBI C y4YETOM
0coOeHHOCTEH, JeHCTByIOIIMX MpuU paboTe ¢ JIOKYMEHTaMH, COJEpXKallUMH CIIy>KEOHYIO
UH(POPMAIIHIO OTPAHUIEHHOTO PACIIPOCTPAHEHHUSI.

2.5. TpeboBanus [lonoxkeHus NPUMEHSIOTCS K OyXraiaTepckoil, KaJpoBOW M JIpyrou
CHEeNHATbHON JOKYMEHTAIlMM B YacTH OOIIMX NPUHIUIIOB pabOTHl C JOKyMEHTAMH, a TaKKe
MOJTrOTOBKM JOKYMEHTOB K Ilepe/laue Ha apXUBHOE XpaHEHHUE.

2.6. Tumbsl JOKyMEHTOB, OPSAOK OPOPMIICHHSI KOTOPHIX HE OTOBAPHBAETCS HACTOSIIIUM
[TonoxenueMm, opopMIIIIOTCS B COOTBETCTBUHU C INpaBHJIaMH (MHCTPYKLHUSAMH, MOPAIKOM M T.1.),
YTBEPKICHHBIMH HOPMAaTUBHBIMU IIPABOBBIMM akTaMu Poccuiickoii @enepanny WM aBTOHOMHOTO
OKpyra JUIsl JaHHOTO THIIA IOKyMEHTOB, ¢ yueToM TpeboBanuii [OCT P 7.0.97-2016.

2.7. Tlopsmok paboThl ¢ OOpamieHUsIMH TpaKAaH, OObeINHEHHUI TPAKIAaH, B TOM YHCIE
IOPUAMYECKUX JIUL, OCYILECTBIISIETCS B COOTBETCTBUU ¢ DenepanbHbIM 3aKOHOM 0T 2 Mast 2006 r. Ne
59-@3 «O mopsiike paccMOTpeHHs oOparieHnii rpaxaan Poccuiickoit Demxeparumy.

2.8. Cobmoaenue TpedboBanuii [Tonoxxenus odecreuynBaer:

2.8.1. IOpHIMYECKYI0 CHJIy BHYTPEHHHUX M HCXOISIINX O(PHUIMAIBHBIX TOKYMEHTOB,
CBOEBPEMEHHOE X UCIIOJIHEHUE U ONEePATUBHBIN MOUCK;

2.8.2. CBOEBPEMEHHOE UCTIOJTHEHUE BXOIAMINX JIOKYMEHTOB U MX ONEPAaTHBHBIHN ITOHCK.

2.9.  Jlenomnpou3BOACTBO M JOKYMEHTO000pOT B AY «Hedretoranckuii monuTexHUUeCKuit
KOJUTeIK» BeAeTcs cTporo B cpeacTBax «1C: JlokymeHTO000pOT 8)%.
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2.10. Opranuszanus BeACHUS JEIONPOU3BOJCTBA, METOJUYECKAss MOMOIIb CTPYKTYPHBIM
noJpa3fielieHusiM B Tpoleccax paboThl C JOKYMEHTaMHU U KOHTPOJIb COOMIOAeHHs] TpeOOBaHUI
[onoxennst B AY «Hedreroranckuii MONMUTEXHUYECKUN KOJJIEIXK» BO3JIAraeTcsi Ha OTHEN
KaJIpOBOTO, JIOKYMEHTAIIMOHHOTO U TTpaBoBoro obecrieuenus (nanee — OKIullO).

2.11. Tlepenaua nokymeHtoB AY «HedreroraHCcKkuii MOTUTEXHUYCCKUN KOJUICIDK», HX
KOMUN TPETbUM JIMIAM, PETYJIUPYyeTCs 3aKOHOJaTelbHbIMU akTaMu Poccuiickoin denepanuu u
OpTraHU3aIMOHHO-PACTIOPSANTENFHBIME JOoKyMeHTaMu AY «Hedreroranckuii mMOIUTEXHUYSCKUN
KOJUTEIK.

2.12. OTBETCTBEHHOCTh 32 OPTaHU3ALIUIO AETONPOU3BOICTBA, COOIIOCHIE YCTAHOBIEHHBIX
npaBuil  paboOTBl € JOKYMEHTAaMH B CTPYKTYPHBIX HOJpPAa3[elIieHUsIX BO3Jaraercs Ha HX
PYKOBOJIUTEIICH.

2.13. PyxoBoauTenb CTPYKTYpHOTO TOJPA3/CICHHs ONMPEAENIIeT U3 YMCIa MOAYMHEHHBIX
pabOTHUKOB OTBETCTBEHHOTO 32 BeJIEHUE JIEIONPOU3BOJICTBA, KOTOPHIH B «1C: JlokyMeHTOOO0pOT 8»
o0ecrieynBaeT ydeT M TPOXOXKIACHHWE JOKYMEHTOB B YCTAaHOBJICHHBIE CPOKH, WH(GOPMHPYET
PYKOBOIMTENSI CTPYKTYPHOT'O MOJPA3/EICHHs] O COCTOSIHUM MX BBIIIOJIHEHHUS, COCTABIIACT U BEACT
HOMEHKJIATypy J1e]1 OAPa3/ICIECHHUS.

2.14. Tlpu yxome B OTIYCK, B CIy4yae YBOJIbHEHHS WM TEpeMEIIeHus Mo Ciyx0e
COTPYAHUKH O0sI3aHBI MIEPEAaTh HAXOAIMINECS Y HUX JOKYMEHTBI COTPYIHUKY, OTBETCTBEHHOMY 3a
JEJIONPOU3BOJICTBO CTPYKTYPHOTO TMOJApa3AeiICHUs, WU JIPYrOMY COTPYAHHKY IO YKa3aHHIO
PYKOBOJUTENIS OIpa3eIICHUS.

2.15. Ilepenava TOKyMEHTOB U /i€ OCYIIECTBISETCS MO aKTy, YTBEPKIAEMOMY TUPEKTOPOM
Koyeka (mpunoxenue 1).

3. OCOBEHHOCTH 3JIEKTPOHHOI'O IOKYMEHTOOBOPOTA

3.1. PaGora B cHCTeME DJIGKTPOHHOTO JIOKyMeHTOOOOpoTa Ha 0Oaze «IC:
JlokyMeHTO060pOT 8.

3.1.1. Opranuzanus BeIeT KaK JIEKTPOHHBINA, TaK U OyMakHBIH TOKyMeHT0000poT. Cpoku
XpaHEHUS IEKTPOHHBIX U OYMaXKHBIX JOKYMEHTOB UIEHTHYHBI.

3.1.2. DnexTpoHHBIE MOKYMEHTHI CO3JAIOTCs, oOpadarbiBaroTcs M XpaHsarcs B «1C:
JlokyMeHTO060pOT 8» 1o 00IIMM IpaBUiIaM AEJIONPOU3BOICTBA, YCTAHOBIEHHBIM MOJOXKEHHUEM.

3.1.3. JloxymenTsl, co3naBaeMbiec B AY «Hedreroranckuii MOJMTEXHUYECKUN KOJIISK» U
nocrynatone B AY «Hedreroranckuif MoJIMTEXHUUECKUH KOJUIEIX» Ha OyMa)XXHOM HOCHUTEIIE,
Biitoyatorcss B «1C:  JIokyMeHTOOOOpOT 8» myTeM CKaHHPOBAaHMS. OJIEKTPOHHBIE 0O0pa3bl
JOKYMEHTOB TOJUIeKaT Bepupukanuu (MOATBEP)KICHUE COOTBETCTBUS SJIEKTPOHHOrO oOpasa
JOKYMEHTa  TOMJIWHHUKY  JOKymMeHTa). Bepuduxamus ocymectBisercs  «Cekperapem-
JEJIONIPOU3BOJUTEIIEM.

3.1.4. TlpucBoeHHE PETUCTPAIIMOHHBIX HOMEPOB BXOMSAILINM, BHYTPEHHHM W HCXOSIIAM
nokymeHnTam ocymiectsisiercs B «1C: JlokymeHnToo60opot 8» «CekperapeM-ae10npon3BOAUTEIIEM)
(uckiroueHne — MH(OPMALMOHHO-CIIPABOYHbIE JOKYMEHTBHl U TEXHUYECKas JOKYMEHTAIUs; 3TUM
JIOKYMEHTaM PericTpaloHHble HOMEpa MPHCBAMBAIOTCS aBTOPAMHM )™,

3.1.5. MeiictBus, BbmonaseMbie B «1C: JlokyMeHTOOOOPOT 8» NpHUPAaBHUBAIOTCS K
AQHAJIOTUYHBIMU JEHCTBUIM, COBEPILIAEMBIM B paMKaxX 0yMa)KHOTO JOKYMEHTOO0O0pOTa.

! Cobroienne 51oro TpeGoBaHUs JOCTUraeTCst MyTeM HACTPOWKHM IPaB JOCTYIA HA PETMCTPALIMIO OPTaHU3AIMOHHO-TIPa-
BOBOH, OPraHU3alluOHHO-PACIOPSAUTENBHOM, PErIaMeHTHON U JOTOBOPHON JOKYMEHTALIHU.
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3.1.6. B oraenpHBIX ciydasx Ui JOTOJHUTEIBHOTO TOATBEPIKICHHUS MOJUIMHHOCTH
AJICKTPOHHBIX JTOKYMEHTOB B AY «HedTeroranckuii moJMTEXHUYECKUA KOJUICIK» HCIIOJIB3YIOTCS
ANIEKTpOHHBIE moAnucH. [lepedeHb JOKYMEHTOB, TPEOYIOUMX IOMOJHUTEIBHOTO MOATBEPKIACHUS
MOJJIMHHOCTH, YTBEP)KIAeTCsl COOTBETCTBYIOIIMM IpuKa3oM aupekropa AY «Hedreroranckumii
MOJUTEXHUYECKUN KOJUIIEIK.

3.1.7. Ilpu nosyuyeHuu 3MEKTPOHHBIX JOKYMEHTOB, OIMUCAHHBIX 3JIEKTPOHHOM MMOANUCHIO,
OT OpraHoB BIJIACTH, HAA30PHBIX OpraHoB WM JApyrux opranm3anuid  «Cekperapb-
JIeTIOTPOM3BOIUTEIbY HPOBEPSIET HOATHHHOCTD YNEKTPOHHOM MOMHCH?,

3.1.8. Enununeit yuera JIOKyMEHTa SBIISETCS ANEKTPOHHBIN JIOKYMEHT,
3apeructpupoBaHubiii B «1C: JlokyMeHTOOO0pOT 8». JIOKyMEHT, HMEIOUINA TMPHIIOKEHUS,
pPErucCTpUpyeTcs Kak OJUH JTOKYMEHT.

3.1.9. Cucremaruzanus B J1eJ1a HCIIOTHEHHBIX JIEKTPOHHBIX JTOKYMEHTOB, UMEIOIINX aHAJIOT
Ha OyMa)XHOM HOCHUTENE, OCYIIECTBISIETCS B COOTBETCTBHM C HOMEHKIATypol gnen AY
«HedTreroranckuii MOJTUTEXHUYECKUI KOJIISIK» MyTEM MPOCTABICHHS] COOTBETCTBYIOIINX OTMETOK
B YYETHOW KapTOUYKE JOKYMEHTA.

3.1.10. Cucremaruzamus B Jefla MCIOJHEHHBIX DJIEKTPOHHBIX JOKYMEHTOB, HE MMEIOIINX
aHasiora Ha OyMa)XHOM HOCHTEJIE, HE TPOU3BOTUTCS.

3.1.11. DnexTponnbie MoKyMeHTH XpaHsircs B «1C:JlokyMeHTO0O0poTe 8» IMOCTOSHHO.
HeobxonumMocTsb ynanenus 3JeKTpOHHBIX JoKyMeHTOB u3 «1C:JlokymenTo060poTa 8» onpenensercs
B X0/I€ IPOBEICHUS €KETOTHOM IKCIIEPTH3BI IEHHOCTH JOKYMEHTOB.

3.1.12. Toxymentsl B AY «HedTeroranckuii MoJIUTEXHUYECKUN KOJUIEK» TOTOBATCS C
MOMOIIBIO TIPOTPaMMHBIX cpencTB Microsoft Office ¢ mcmonb30BaHMEM AJIEKTPOHHBIX MTA0JIOHOB
0JIaHKOB JIOKYMEHTOB, pa3memnieHHbIX B «1C:Jlokymentoobopote 8». [[ns co3maHusi OCHOBHOTO
TEKCTa JOKYMEHTA JIOJDKEH MCIIOIh30BaThCs TEKCTOBEIN peaakTop Microsoft Office Word.

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

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

3.2.2. DJEKTPOHHBINA TOKyMEHTOO0OpOT Mexay yyacTHUKaMu COJ] aBTOHOMHOTrO OKpyra
OCYIIECTBIISIETCS TIOCPEACTBOM OOMEHA AIIEKTPOHHBIMH PErHCTPAMOHHBIMU KapTouykaMHu (majiee -
9PK), 3aperucrpupoanasiMu B CO/1;

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

3.24. B »1eKTpOHHOM JOKYMEHT0000poTe Mexay yudacTHukamu COJl co3marorcs u
UCTIONB3YIOTCS DJIEKTPOHHBIE JJOKYMEHTBHI, TIOANMCAHHBIE AJIEKTPOHHOU MOAMUCHI0. DJIEKTPOHHBIN
JIOKYMEHT, TMOJIMHUCAHHBIM 3JEKTPOHHOM NOAMMChIo, odopMIsseTcss MO OOLMM IpaBUIaM
JIeTTOTIPOU3BOICTBA U JIOJKEH UMETh PEKBU3UTHI, YCTAHOBIICHHBIE JUUTsI aHAJIOTUYHOTO JIOKyMEHTa Ha
OyMa)KHOM HOCHUTEIIE, 32 UCKIIIOUEHNEM OTTHCKA NeYaTH;

3.2.5. Tlpu pabote B CO/] ucnonb3yroTcs cieayronie GopMarsl GailiioB: s 2IEKTPOHHBIX
nokymeHToB - Open Document, PDF/A-1, nns snekTpoHHBIX 00pa3oB qokyMeHTOB - PDF, a takxke
uHbIe (HOpPMATBHI, TPEABAPUTEIBHO COTIacOBaHHbIE yyacTHUKaMu CO/I;

3.2.6. JloKyMeHTHI, coeprkaliie HHPOPMALMI0 OrpaHMYEHHOI'O JOCTYMa, B TOM YHCIE C
nomMeTkon «/lns cmyxeOHOro mMonb30BaHUs», peructpupyorcs B COJ] 6e3 BIOKEHUS TeKCTa

2 Tlops10K MCHOJB30BAHKS ¥ HPOBEPKH SIEKTPOHHOH MOJMUCH ONpeenseTcs JOKyMEHTaluell K TOMY TEXHHUECKOMY
penieHuro, KoTopoe npuMmensieTcs B AY «Hedreroranckuil OMUTEXHUISCKUAH KOJIIEIK.
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JOKYMEHTa WJIH €ro sJjeKkTpoHHoro odpasa. Ilome «Copepxkanue» DPK He MOKHO pacKpbhIBaTh
IIOJIHOT'O COZIEP KAaHUs IOKyMEHTa;

3.2.7. He nampasnsitorcs mo C3J1 JOKYMEHTBI, IPOIIUTHIE U 3aBEPEHHBIE IIEYaThI0, a TAKKE
JIOKYMEHTBI, IMEIOIITUE MTPUIIOKEHHUS, MpeBbIaronue Gopmart aucta Oymaru A4, oovem 6osee 200
JUCTOB WM (Daiiibl JOKYMEHTOB paszmepom Ooliee 15 meradaidr;

3.2.8. Pabora B COJl ocHOBBIBAaeTCS Ha MPHUHIUIIE OJHOKPATHOTO BBOJA MHGOPMAIMHU B
CUCTEMY U MHOT'OKPATHOT'O €€ UCII0JIb30BaHUs.

IloBTOpHOI perucrpauuu He IMOJJIEKAT IPABOBbIE AaKThl ABTOHOMHOIO  OKpYTa,
3apeructpupoBaHHble B COJl 0THUM U3 €€ yYaCTHHUKOB, a TAKXKe JOKYMEHTHI, 3aperuCTpUPOBAHHbIE
VYipaBieHneM JOKYMEHTAallMOHHOTO oOeclieueHHs M HampaBieHHble ydyacTHUKY COJl B Buae
nopydeHuil ¢ pesomouusmu ['ybepHaropa aBTOHOMHOro oOkpyra, 3amectureneil ['ybepHaropa
ABTOHOMHOT'O OKpYTa, a TaK)Ke JOKYMEHTBI, 3aperucTpupoBannbie B COJl ogHUM U3 €€ yYaCTHUKOB
U HallpaBJlieHHbIE IpyruM ydactHukam COJ1.

3.2.9. JlokyMmeHTHI, HampaBieHHbIe mocpenctBoM obOmena DPK, 3apermcrpupoBaHHBIE B
CDJ] opraHamMu TroCyJapCTBEHHOM BIacTW aBTOHOMHOIO OKpyra M TOCYAapCTBEHHBIMU
YUPEXKJIEHUSIMU aBTOHOMHOT'O OKpyra, rnoctynatot B nanky "l[locrynusmmue", "HoBbie";

3.2.10. IIpoBepka Hannuus HOBeIX DPK B nanke "[loctynuBiimne" ocymecTBiseTcs B Hayane
pabodero nHs, B TeUueHUE pabodero IHs (C MHTEpBaJIOM HE Ooiee 30 MHHYT) U B KOHIIE pabodero
HS;

3.2.11. JToxymenTsl, 3apeructpupoBanabie B COJl M 0 CMBICITY B3aMMOCBSI3aHHBIC MEXTY
c0001, Tak)Ke JTOJKHBI OBITH cBsi3aHbl B CO/I;

3.2.12. Peructpauuss nokymentoB B CDJl  ocymectBusercs co3mannem OPK ¢
IPUKPEIUIEHUEM 3JIEKTPOHHBIX 00pa30B JOKYMEHTOB, ITOJIyYE€HHBIX IyTeM CKaHupoBaHMs. Kax bl
Gaiin >IeKTPOHHOTO TOKYMeHTa, NpuKperieHHslid kK JPK, noanuceiBaercss xBanuduuupoBaHHOMI
JIEKTPOHHON MOANUCHIO ¢ momoupto COJ] mnm nMHOro cpeincTBa 3JIEKTPOHHON MOANMUCU IpU
HEBO3MOKHOCTH ucnoib3oBanust COJI. B aTom ciydae 351eKTpOHHASI IOJMUCH CO3JaeTCs OTIAEIBHO
OT NOJNKChIBAEMOro (haiiia, moamuchIBaeMbli (haiiin mpu 3TOM U3MEHEHUIO He MOJUIEKUT;

3.2.13.B MomeHT mnomnucaHusi mnonb3oBarenieM CDOJ]  SNEKTPOHHBIX JIOKYMEHTOB
9JIEKTPOHHON MOANUCHI0 CepTU(UKAT KIIOYa MPOBEPKU DJIEKTPOHHON MOJMUCH JOJKEH OBbITH
JIEUCTBUTECIHLHBIM;

3.2.14. Perucrpanust UCXOIAIETO JOKYMEHTA, IOJTOTOBICHHOTO B PE3yJIbTaTe BHIMOIHEHUS
nopyueHusi (pe3onronuu), ocyuectsisercs myreM co3ganus HoBoil OPK B DOPK Bxoasimero
(moctynuBiIero) fokymenta. [Ipu atom HoBas u noctynusmas DPK nomxHb! 66Tk cBs3aHbl B CO/1;

3.2.15. OTnpaBka 5>JIEKTPOHHBIX OOpPa30B JIOKYMEHTOB M JJIEKTPOHHBIX JOKYMEHTOB

nocpeactsoM COJl oCymIecTBIsIETCS COMNIACHO JaHHBIM CIIPaBOYHUKOB, conepkamuxca B CO/I, B
COCTaB KOTOPBIX BXOJIAT:

- CIPaBOYHMKHU BHYTPEHHHUX aJpecaToB M OpraHM3aluii, kotropsle Bener oneparop CI/I B
COOTBETCTBUHU C MPEICTABICHHBIMU JaHHBIMU ydacTHUKamMu CO/1;

- CIIPaBOYHUK I'paXJaH, KOTOPBIA BEyT OTBETCTBEHHbIE JTUIa ydacTHUKOB CO/I.

4. IPABUJIA JEJOITPOU3BOACTBA

4.1. O0mue TpedGoBaHUs K OATOTOBKEe H 0)OPMJICHUIO JOKYMEHTOB.

[Tpu pa3paboTke TOKyMEHTa UCTIOIB3YIOTCS CTHIIM (pOpMaTHPOBaHUS (TapaMeTpbl CTPaHMIIbI,
UHTEPBAJIbI, OTCTYNHI U HIPUQTHI), HACTPOCHHbIE s MIa0JIOHOB (aiiaoB, BKIOYeHHBIX B «1C:
JloxymMeHTOOO0pOT 8».

JlokyMeHTBl O(QOpPMIISIOTCS ¢ ucrnonb3oBaHueM mipudpTa Times New Roman umu ero
OTEYECTBEHHOTO METPUIECKOT0 aHasora pazmepom Ne 12 (muist oopmiteHus TAaOJIHMYHBIX MaTepHaIoB
MoryT npumMeHaTbes WpU@Th N 10-12, ¢ BO3MOXXHBIM HCTIOIH30BAHUEM IIEPEHOCOB).
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ITepBast cTpoka a63ana odopmisieTcst ¢ orctynmoM B 1,25 mMM. TekcT BbIpaBHHUBAeTCs IO
HIMpUHE CTpaHUIbL. [lepeHocsl ClI0B HE TOMYyCKatOTCsl.

I'padpt u cTpokM TaOMUIBI JOKHBI HMMETh 3aroJIOBKH, BBIPQKEHHBIE HMEHEM
CYILIECTBUTENILHBIM B UMEHUTEIBHOM Mazesxe. [lon3aronoBku rpad u CTpok rpaMMaTUYECKU JOJKHBI
OBITH COTJIACOBAHBI C 3aroJI0BKaMu. J{J1st TabIuIl BO3MOXKHO HCIIOIb30BaHNE MIPU(Ta HHBIX pa3MEpPOB
U YacTUYHOE OTCTYIUIGHHE OT YKa3aHHOro (opmarupoBaHus, B clydyasx HEOOXOIMMOCTH
pa3MeIeHsl 3HaAYUTEeIbHOIO KOJMYECTBA CTPOK W CTOJIOIOB WM OOJBIIOrO0 00BbEMa TEKCTa B
Aa4eiikax, Korjga crporoe cobmoienue Gpopmara TeKCTa MPUBOAUT K UCKAKEHUIO WU 3aTPYIHEHUIO
BOCTIPUATHUS COJIEPKaHUS IIPU MEPeHOCce Ha OyMaXKHBIM HOCUTEIIb.

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

JomyckaeTcss co3naHue JOKYMEHTOB Ha JHUIEBOM M 00OpOTHOM cTopoHax nucrta. [lpum
JIBYCTOPOHHEM CO3JJaHUU JJOKYMEHTOB IIIMPHUHA JIEBOTO TOJISI HA JIMLIEBOM CTOPOHE JIMCTA M PABOTO
10JIs Ha OOOPOTHOM CTOPOHE JIMCTA TOJKHBI OBITH PaBHBI.

3aroJ0BKH Pa3/eNioB U NOAPA3ENIOB MEYATAIOTCS ¢ a03aI[HBIM OTCTYIIOM WJIH HEHTPUPYIOTCS
0e3 ab3aIHoro OTCTYMA M0 MIMPUHE TeKCTA.

MHOTrOCTpOUHBIE PEKBU3UTHI TIEYATAIOTCS Yepe3 OAMH MEKCTPOUYHBIA WHTEPBAI, COCTABHBIC
YacTH PEKBU3UTOB OTAECISIOTCS AOMOIHUTEIBHBIM HHTEPBATIOM.

CTpOoKH MHOTOCTPOYHBIX PEKBH3HTOB BBIPABHHBAIOTCS IO JICBOMY Kpalo 3aHUMAaeMOl MU
30HBI UJTH [IEHTPUPYIOTCSI OTHOCUTEIHFHO CaMOU JITTMHHON CTPOKH.

TekcT nokymeHTa nevaraercs yepes 1 - 1,5 MeXXCTpOUHBIX UHTEpBaa.

TekcT ToOKyMeHTa BEIpAaBHUBAETCS T10 MIMPUHE JTUCTA (110 TPaHUIaM JIEBOTO U IIPABOTO MoJiei
JIOKYMEHTA).

JlnrHa caMoil AJIMHHOM CTPOKM PEKBU3WTA MPHU YIIIOBOM PACIONOKEHUH PEKBU3UTOB - HE
6omee 8 cM.

JlnuHa caMoil JTMHHOMN CTPOKHM PEKBU3UTA P MTPOAOIBHOM PACHOJI0KEHUN PEKBU3UTOB - HE
6onee 12 cm.

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

MHorocTpaHu4Hble JOKYMEHTBI MOTYT O(hOPMIISTHCS C TUTYIBHBIM JIUCTOM.

[Ipu moAroTOBKE JOKYMEHTOB 0(GOPMIISIOTCS PeKBU3UTHL. COCTaB PEKBU3UTOB KOHKPETHOTO
JIOKYMEHTAa OIpeIeIIeTCs €r0 BUAOM M Ha3HAUEHUEM.

4.2. OopmiieHrE PEKBU3UTOB JOKYMEHTOB.
Cpeau pPEKBU3UTOB JOKYMEHTOB pa3iNyaloT IIOCTOSIHHbIE (PEKBU3MTHI OlaHKa) |
nepeMeHHble, 0popMIIsieMble HEMOCPEICTBEHHO MPH MOATOTOBKE JOKYMEHTOB.
[lepeueHb NOCTOSTHHBIX PEKBU3UTOB U MpaBUIIa X 0(OpMIICHUS PUBEIACHBI B TaOIuIIE 4.
Tabauya 4

PexBusur Onucanue 1 npaBuiIa 0popMIICHHS PEKBU3UTA
BocnpounsBoasarcs Ha Onanke c¢ cobmonenuem tpebosanuit 4. 4 'K PO.
N3o00paxenne 3MOIeMbl MTOMEMIASTCS TIOCEPEeIMHE BEPXHEro Mot OjaHka
MOKyMEHTa HaJl PEKBU3UTAMH OpTaHM3AIlMd - aBTOpa JOKYMEHTa, Ha
paccrosaun 10 MM OT BepxXHEro Kpas JMcCTa. B OiiaHKax c yrioBBIM
pacrlojOKEHUEM  PEKBU3UTOB  HM300pakeHHME HMOJEMBbl  MOMEIIAETCs
NOoCepeMHE BEPXHETO MOJIsI 30HbI, 3aHITON PEKBU3UTAMH OJIaHKA.
[IpocraBnsitor mo OOmEepoccuiickoMy Kiaccu(uKaTopy yrnpaBiIeHUYECKOH
mokymentaiuu  (OKVYJI) B Tex choydasx, €ClId  HCHOJB3YIOTCS
yHH(DUIIPOBaHHBIE (POPMBI TOKYMEHTOB, BKiItoueHHbIe B OKVY /]

1. Imonema
Op2aHU3auUU UIU
mOoGapHblil 3HAK

2. Koo ¢popmur
00KymMenma
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3. Haumenosanue
opzanusayuu

VYka3pIBaeTCsi  HAaMMCHOBAaHWUE  OpraHM3alldM, 3aKpeIUIeCHHOE B €¢
YUPEIUTEIbHBIX JOKyMeHTaX. COKpAalleHHOC HAUMEHOBAHUE, €CIH OHO
SaerHHCHO y‘lpeI[I/ITCJ'ILHBIMI/I I[OKYMCHTaMI/I, IIoMeImacTCsa HUXKE ITOJIHOTO B
CKOOKax

4. Haumenoganue
O00JICHOCIU TUUA —
aemopa 00OKymeHma

BrutrogaeTcs B JOIHKHOCTHOM OJIaHK CTPOYHBIME OyKBaMU HUOKE Ha3BaHUS AY
«Hedreroranckuii IOTUTEXHUICSCKHA KOJUTCIK»

5. Cnpagounsvie
oaHHble 00
opzanuzayuu

VYka3pIBaroTcs B OJaHKAX MUCEM U BKJIIOYAIOT:

MIOYTOBBIN a/IpeC OpraHu3aluy;

HOMep TenedoHa, (akca, axpec dIEKTPOHHOM MOYTHI, agpec callTa B CETH
«HTEepHETY);

KoJ opranuzauuu mno OOmepoccuiickoMy KiacCU(PHUKATOPY MPEeaNpHUsITHA U
opraam3anmii (OKIIO);

OCHOBHOM TOCYJapCTBEHHBIM pPETrUCTPAlMOHHBIM HOMEp OpraHu3aluu
(OI'PH);
UICeHTU(PUKALIMOHHBIN HOMEp HaJIOroIlJIaTeNbIINKa/KOT IIPUYUHbI

MOCTaHOBKHM Ha Hajorosbld yaet (MHH/KIIIT).
[TouToBBIN agpec yka3bIBaeTCs B COOTBETCTBHH C [IpaBuiiaMu oka3aHus yciayr
ITOYTOBOM CBA3H.

6. Haumenoeanue
euoa 0OKymenma

Yka3bIBaeTcs Ha BCEX IOKYMEHTaX, 32 UCKJIFOUCHUEM JICTIOBBIX (CITyKEOHBIX)
nuceMm. Pacnonmaraercss 1Moa  PEKBU3UTOM  COCTABHTENS  JOKYMEHTa
(HauMEHOBaHWEM OpraHHW3alMi) W Te4YaTaeTcs MPOMUCHBIMUA OYKBaMH.
HaumenoBanue BuAa JOKYMEHTa [IOMYCKaeTCs TMHCATh CIMTHO WJIH
Bpa3psKYy.

7. Mecmo
cocmagienus
(uz0anus)
00Kymenma

VYka3bIBaeTCsl BO BCEX JOKYMEHTaxX, KpOME JEJTOBbIX (CIyKEOHBIX) NMUCEM, a
TaKXKe JOKIAJHBIX, CIIy’)KEOHbIX 3alICOK UM JPyTUX BHYTPEHHUX
MH()OPMALIMOHHO-CIIPABOYHBIX JOKYMEHTOB.

Mecto cocraBieHus (U34aHus) NOKYMEHTAa HE YKa3blBaeTCs B TOM Cllyyae,
€CJIi B HaUMEHOBAHMUU OpPraHM3alluM MPUCYTCTBYET yKa3aHHE Ha MECTO €€
HaXO0XJICHUE.

Mecto coctaBneHus (M31aHMs) TOKYMEHTa YKa3bIBa€TCS B COOTBETCTBHUHU C
HPUHATHIM aIMHUHACTPATUBHO-TEPPUTOPUAIBHBIM JETICHUEM.

[lepeuenb nepeMeHHBIX PEKBU3UTOB U MpaBuia UX o(hopmIIeHUs IpUBEIEHBI B TabIuUIE 5.

Tabnuya 5

PexkBu3uT

Onucanue M npaBuia 0(popMIICHUSI PEKBU3UTA

1. /lama
00Kymenma

Jlatoil noxkymeHTa sBIsieTCs Jara IMOANUCAHMA (TIpHKa3, paclopsiKeHue,
NUCHbMO, JOKJIaaHasl, CIy»eOHas 3alUCKH, aKT), YTBepKIEHHs (MHCTPYKIHS,
MOJIOXKEHHUE, TIPaBHiIa, PETJIAMEHT, IUIaH U Jp.), COOBITHS, 3a(MKCHPOBAHHOTO
B JIOKyYMeHTE (IIPOTOKOIM).

Jlata akTa MOXeET SIBIATHCS:

- Jaroil coObITHS, €caM akT (PUKCHPYET OJHOMOMEHTHO COBEpIIAeMOe
JeiicTBue (Hanmpumep, nepeaady MaTepHaabHbIX LIEHHOCTEH);

- IaTOM NOJAMNMUCaHUsl JOKYMEHTA, €CJIU COObITHE OBIJIO PACTSHYTO BO BpEMEHU
(HampuMmep, MPOBEpKa), a TEKCT aKTa OblI HPUHAT HAa 3aKIHOUYUTEIIBHOM
3acellaHuM KOMHCCHU. B aTOM ciyuae mepuoa NMpoOBEpKH YyKas3bIBAaeTCsS B
TEKCTE aKTa.

JloKyMeHTBI, N3JaHHbIE ByMs WM Oojiee OpraHU3alMsIMU, JOJDKHBI UMETh
onHy (€OUHYI0) JaTy, COOTBETCTBYIOLIYIO JaTe€ MOANMMCAHHUS JOKyMEHTa
MOCJIETHUM JODKHOCTHBIM JIMIIOM.
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JlaTa JOKyMEHTa 3alMChIBACTCS B ITOCIICIOBATEIILHOCTH: IEHb MECAIIa, MECSII,
TOJT OJTHUM H3 JIBYX CIIOCOOOB:

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

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

2.Pecucmpauuon-
Hbll HOMep
00Kymenma

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

OmnpenenseTcst HacCTpoiikol HyMepartopa B pazaene HCU.

Jns npukasoB, muceM ¥ MHOOPMALMOHHO-CIIPABOYHBIX JTOKYMEHTOB BEIETCS
CKBO3HAasi HyMepallysi B Ipe/iesiax KaJlleHIapHOTo Tojia OTACIBHO ISl KaXKI0TO
BUa JOKyMeHTa. J[1s TOKYMEHTOB MO y4eOHOW IesTeTbHOCTH BO3MOKHO
BEJICHUE CKBO3HOM HyMepaluu B mpezenax yu4eOHoro roja.

3. Ccviika na
pecucmpayuoHHbLl
HoMmep u oamy
nocmynueuiezo
00KyMenma

Bxurodaer perucTpanioHHBId HOMEpP W JIaTy BXOJAIIETO WHHIIMATUBHOTO
JIOKyMEHTa, Ha KOTOPBIN JaeTCsl OTBET.

CBeneHusi B PEKBHU3HT TEPEHOCITCS C TOCTYNHUBIIETO JOKYMEHTa
ABTOMATHYECKH TIPM OTBET€ HA HMHHUIMATUBHBIA JOKYMEHT CpEICTBaMH
«1C:JlokymeHToO00pOTa 8» JIMOO OPopMIISIETCS O PEKBU3UTAMHU OJlaHKa
"lata nmoxkymenta" wu "PermcrpanuoHHBIE HOMEp JOKyMeHTa" C
UCTIONIb30BaHUeM mpudTa pazmepom Ne 12.

Hanuuune 3T0ro pekBU3nTa UCKII0YAET HEOOXO0AUMOCTh YIIOMUHAHUS HOMEpa
U J1aThl TIOCTYIHBIIETO JJOKYMEHTA B TEKCTE MUChMA.

4. Aopecam

Anpecar ucnosb3yercs Hpu oGOPMIICHHM JAETOBBIX (CIy)KEOHBIX) IMHCEM,
BHYTPEHHUX MH(OPMAILMOHHO-CIIPABOYHBIX  JIOKYMEHTOB  (JIOKJIaJHBIX,
CITyKeOHBIX 3aIIMCOK U 1p.)
B kauectBe azpecara MOTrYT BBICTYNaThb OpPraHU3aLUM, UX CTPYKTYpHbIE
HoApa3/ieNeHus, J0KHOCTHBIE WK (DU3HUYECKHE JTULA.
PexBu3ut «agpecar» npocrasisieTcs B IPaBoOil BEpXHEH 4acTH JOKyMEHTa (Ha
OmaHKe C YIVIOBBIM pACIOJIOKEHHEM pPEKBH3MTOB) WJIM CIpaBa 0]
peKBU3UTaMHU Oy1aHKa (TP IPOI0JIEHOM PaCIIOJIOKEHHH PEKBU3UTOB OJIaHKA).
CTpokn peKBH3MTA «aJpecar» BBIPAaBHUBAIOTCA IO JIEBOMY Kpaloo WU
LEHTPUPYIOTCS OTHOCUTEIBHO CaMOW JUIMHHOW CTPOKH.
ITpu agpecoBaHNM JOKYMEHTA PYKOBOAUTEINIO (3aMECTUTEIIIO PYKOBOIUTEIS)
OpraHu3allid HAaMMEHOBAHUE JOJDKHOCTH PYKOBOIMUTENS (3aMECTHUTEINs
PYKOBOJUTENS), BKJIIOUAIOIIEE HAUMEHOBAHME OpraHM3aluM, (aMUIMIO,
MHMLUAJIBl JOJKHOCTHOTIO JINIA, YKAa3bIBAIOTCS B JATEIBHOM MaJIEKeE.
Hupexropy BHUNUJIA /]
Kynsesy H.H.

[Ipn anmpecoBaHMu mHChMa B OPraHU3AIMIO YKAa3bIBAETCS €€ TOJIHOE WU
COKpallleHHOE HAaNMEHOBaHNE

MHUHHCTEPCTBO CETBCKOTO XO35HCTBA

Poccuiickoii @enepannn
Wi

Muncenbxo3 Poccun
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IIpu agpecoBaHuM TOKYMEHTa B CTPYKTYpHOE IOApa3/ieieHHe OpraHu3aluu
B PEKBU3UTE «ajapecaT» HaHMMEHOBAaHME OpPraHU3allUd YKa3blBacTCs B
UMEHUTEIIBHOM  MaJieke, HWKEe —  HAUMEHOBAaHUE  CTPYKTYpPHOIO
HOJpa3IeIIeHHsL.

CrnencTBeHHBIH KOMUTET

Poccuiickoi ®@enepauun

VYpasiieHue KOHTPOJIS

3a CJIEZICTBEHHBIMHU OpraHaMu

IIpu agpecoBaHuMM NHCbMa PYKOBOIUTENIO CTPYKTYPHOTO MOJPA3AEICHUS
HalMEHOBAHUE OPraHU3aLuy YKa3bIBA€TCS B UMEHUTEIbHOM MaJIekKe, HUXKE —
B JaTeJbHOM IaJieKe - HaUMEHOBaHHE JOJDKHOCTH PYKOBOJUTEI,
BKJIIOYAIOII[ee HAMMEHOBAaHUE CTPYKTYPHOTO NOJpa3feneHus, QaMuius,
WHUIHAITBL.

MunuctepctBo ¢unancoB Poccuiickoit

®denepannu

Hupexropy [emaprameHTta ynpaBlIeHHS

JIellaMy U KOHTPOJIS

AdanacbeBy A.A.

IIpu paccbulke NOKyMEHTa TIpylIle OpraHU3alMil OJHOIO THUIIA WIH B
CTPYKTYpHBIE MOApa3AelieHuss OJHOM OpraHu3aluy aapecarT yKa3blBaeTcs
0000ILIEHHO.
PykoBomuTenssM oOpa3oBaTeIbHBIX
YUpEKICHUIN

IIpu pacchuike JOKyMEHTa HE BCEM OpPraHU3alMsAM WIH CTPYKTYPHBIM
HOApa3/ieNeHUsAM 0] PEKBU3UTOM «aJjpecary B CKOOKax ykas3bIBaeTcs: «(1o
CITUCKY)».

B ogHOM OKyMeHTe HE TOJKHO OBITH O0JIee YeThIpeX apecaToB.

CnoBo «Komus» mnepex BTOpPBIM, TPETbUM, YETBEPTHIM aJpecaTaMy He
YKa3bIBAETCS.

IIpu OGonbumIOM KONMYECTBE aApPECcaTOB COCTABISETCA CHHCOK (JIUCT,
yKa3arellb) pacChUIKM JOKYMEHTA, Ha KaXK0M JOKyMEHTE YKa3bIBaeTCs OJUH
ajzipecar Wiy agpecat opopmisieTcss 0000IIEeHHO.

B cocTaB pekBu3uTa «aapecar MOKET BXOAUTH OYTOBBIN aipec. DIeMEHTbI

MOYTOBOIO aJpeca YyKa3bIBalOTCS B IOCJIEI0BATEIbHOCTH, YCTAHOBIIEHHOM

[TpaBuiiaMu OKa3aHUs yCIIyT TOYTOBOM CBSA3H.

PexBH3UTHI aipeca NHUIIYTCS B CIEAYIOLIEM MOPSIIKE:

Ha3BaHHE YJIHIIbI, HOMEP JJ0Ma, HOMEP KBAPTHUPHI;

Ha3BaHME HACEJIEHHOTO MMyHKTa (TOpo/ia, MOCENKa U T.I1.);

Ha3BaHUE PaoOHA;

Ha3BaHUE PECMyOJIMKH, Kpasi, 001acTH, aBTOHOMHOTO OKpyTa (00J1acTH);

Ha3BaHUE CTPaHBI (I MEXTyHAPOIHBIX MOYTOBBIX OTIIPABICHUN);

MOYTOBBIN UHACKC.
Bcepoccuiickuii Hay4HO-
HCCIIEI0BATEIbCKUN UHCTUTYT
JOKYMEHTOBEJICHHS U apXHUBHOTO Jejia
[Ipodcoroznas ym., a. 82, Mocksa,
117393
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IIpu agpecoBaHuM HOKYyMEHTa (PU3UUECKOMY JIMILYy yKa3bIBalOTCS: haMMIIMs,
MHHUIMAJbI, HOYTOBBIN azpec.

Hpanosy M.II.

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

r. JItoGep1ipl, MockoBckas 0011,

301264

[Tpu oTmpaBke MUChbMA IO ICKTPOHHOU MOYTE WK 1O (PaKCUMUIILHOW CBSI3U
(6e3 MOCBHUIKM TIO TI0YTE) TOYTOBBIM aapec He YyKasbpiBaercsa. [lpwm
HEOOXOJMMOCTH MOXKET OBITh YKa3aH »JJCKTPOHHBIA ajpec (HOMEp
tenedona/pakca).
Bcepocculickuii Hay4HO-
UCCIIEIOBATEIbCKHIA HHCTUTYT
JIOKYMEHTOBEICHHUSI U apXUBHOTO JIeJia
mail@vniidad.ru

ITlepen damunueld JOHDKHOCTHOTO JMLA JIOIYCKAeTCs  yNoTpeOssTh
COKpallleHHe «Tr-Hy» (TOCHOIWHY), €CIH ajpecaT MYKUMHA, WIH «T-Ke»
(rocmoske), eciu agpecar KeHITIHA.

r-uy Kosnosy B.A.

r-xke Ceposoit 10./1.

B pekBu3uTe «aapecaT» HHULUAIBI BCET1a CTaBsITCS Mocie haMuInig.
HaumeHoBaHue opraHuzanuu, CTPYKTYpHOIO IOJPA3AEICHMS, JOJKHOCTD,
dbamMuiaMss M MOYTOBBIM aapec OTAENAIOTCA JApPYr OT JApyra OJHUM
MEKCTPOYHBIM MHTEPBAJIOM.

5. I'pugh
ymeepiHcoeHus
00KyMenma

I'pud yTBepkIeHHS NMPOCTAaBIsAETCS HA JOKYMEHTE IPU €ro YTBEpPXKICHHU
JOJPKHOCTHBIM JIULIOM, PAcIOpPSAUTENBHBIM JOKYMEHTOM (IIOCTaHOBJIECHUEM,
pelIeHreM, MPHUKA30M, PACHOPSKEHUEM) MM PELICHHEM KOJUIEITMalbHOTO
oprasa.

I'pud yrBepkaeHHs pa3meliaeTcs B MPaBOM BEPXHEM YINIy MEPBOTO JIMCTA
JokyMeHTa. CTpOKM pPEKBU3UTAa BBIPABHHUBAIOTCSA IO JIEBOMY  WJIU
LEHTPUPYIOTCS OTHOCUTEIBHO CaMOW JUIMHHOW CTPOKH.

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

[Ipu yTBepkIeHUH NOKYMEHTa JOJDKHOCTHBIM JIMIIOM TpU} YTBEPKICHHUS
coctout u3 ciosa «Y TBEPXK/IAIO» (nevyaraercs nponucHbIMU OyKkBaMu 6e3
KaBbIU€K), HAMMEHOBAHUS JOJKHOCTH JIMLA, YTBEPKIAAIOIIETO JOKYMEHT, €T0
NOJIITMCH, MHUIIMAJIOB, ()aMUJIMH U IAThl YTBEPKICHHS.

YTBEPXIAIO
Hupexrop BHUNBK
[oanuce A.I1. Tletpos
06.11.2024

[Ipu yTBepXkIEHUH JOKYMEHTAa pAacCHOPSIIUTEIbHBIM JIOKYMEHTOM rpud
yrBepxkaeHus coctrout u3 cinoa YTBEPXJEHO, nanmenoBanus
pacIoOpsIAUTENBFHOTO JOKYMEHTA B TBOPUTEJIPHOM NaJIeKe, Er0 AaThl, HOMEpA.
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Cnoso YTBEPXJIEHO nomyckaercs corinacoBbiBaTh C HAMMEHOBaHHUEM BUA
yrBepxkaaemoro gokymenra (YTBEPXJIEHA, YTBEPXIEHbI wm
YTBEPXIEHO).

Pernmament YTBEPXIEH npuxazom AO «IIpodune» ot 15 anpeins
2025 1. Ne 82
[TpaBuia YTBEPXIAEHDBI npukazom AO «IIpoduie» ot 15 anpens
2025 . Ne 83

WucTpykims YTBEPXJIEHA npukazom AO «IIpodume» ot 15.04.2025
Ne 84

[pu yTBepKICHNU JOKYMEHTA KOJUIETHAIBHBIM OPTaHOM, PEIICHUS] KOTOPOTO
¢uKcHpyloTCSI B TMPOTOKONE, B Trpude YTBEPKACHUS YKa3bIBACTCS
HaVMEHOBAaHUE OpraHa, PelIeHHEeM KOTOPOTO YTBEP)KACH JHOKYMEHT, JaTa U
HOMEp MPOTOKOJIA (B CKOOKaX).

[Tonoxxenue YTBEPXJIEHO
pelieHreM ob1ero coopanus

akuonepoB [TAO «Coepbank»
(mpotokoin ot 06.05.2024 Ne 12)

6. Pezonrouyus

Pe3omonust oopmitsiercst Ha cBOOOIHOM MecTe pabodero moss JOKyMEHTa,
Ha OJaHKe pe3ONIOUUH WM BHOCUTCA HEMOCPEICTBEHHO B CHCTEMY
AJIEKTPOHHOTO JTOKYMEHTOOOOpOTa JOJKHOCTHBIM JIMIIOM B KapTOYKY
JOKyMEHTa Ha 3aKiIaaKy «Pesomonusy.

Pesomonust BitOYaeT (aMHIMIO, WHHUIMAIBI HMCIOJIHUTEIS, COACPIKAHHE
MOPYYCHUS, CPOK MCIIOJHCHUS, TMOANUCH JIMIA, BBIHECIIETO PE3OJIOIHI0 U
Jlaty, HallpuMep:

Urymuosy U.N.

[Ipoury noaroToBUTH MIIaH

MEpONPUATHIA

Cpoxk — 15.06.2024

IMoanuce

Jlata
Ha noxymenTax, He TpeOyIOIIMX JOMOJIHUTENBHBIX YKa3aHUHN 10 UCTIOTHEHUIO
U HUMEIOIIUX THUIIOBbIE CPOKM MCIOJHEHUS, B PE30JIOLHUHU YKa3blBAETCA
WCIIOJIHUTEIb, TIOANKUCH aBTOPA PE30JIIOLIHNH, JaTa.
[Ipu yka3aHUM HECKOJBKUX HCHOJHUTENEH (aMHIUS OTBETCTBEHHOTO
WCIIOJIHUTENISL YKA3bIBAETCS IEPBOM, WIIM TOAYEPKUBAETCS.

7. 3azonoeoxk k
mexkcmy

CocraBmsiercs K JII000MY JOKYMEHTY U OTPaXkaeT KpPaTKOe COJIepKAaHNUE.
3aroyoBOK K TEKCTy opmynupyertcs ¢ npeaiorom «O» («O0») u oTBeyaeT Ha
BOIPOC «O YeM?»:

npuka3 (o0 uem?) 0 MPeMHUPOBAHNN PAOOTHUKOB OpTaHHU3AIIHH;

npuka3 (o uem?) 06 yrBepxkaeHn NHCTpyKIUU MO AETONPOU3BOJICTBY;
nUchbMO (0 yem?) 0 MPeIOCTaBICHUU HHPOPMALIHH.

3aroyIoBOK JIOJKEH COCTOSATh U3 OJTHOM (ppa3bl.

3aroloBoK K TEKCTy odopmisieTcss Mmoj pEeKBU3UTaMM OJlaHKa cjeBa OT
rpanuipl geBoro mnons. Ocdopmisercs moa pekBusuTtamu Onanka "Jlata
JokymeHTa" U "PeructpanimoHHbId HOMEp JOKYMEHTA" C MCMOJIb30BaHHUEM
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mpudTa pazmepom Ne 12, HaunHACTCSI C IPONMCHOM U TIeYaTaeTCsl CTPOYHBIMHU
OykBaMu 0e3 KaBBIYEK M HE MOJYEPKUBAIOTCS. TOUKa B KOHIIE 3ar0JIOBKa HE
CTaBUTCS. 3aroJIOBKH, COCTOSIIME W3 HECKOJBKUX CTPOK, MEYaTaloT uepes
OJIMH MEXCTPOYHBIN MHTEPBAIL.

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

B03M0OXKHO HX BBIJEJICHHE TONYKUPHBIM HIPUPTOM.

8. Ommemka o
KOHmpo.ie

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

9. Texcm
00KyMenma

TekcT JOKyMeHTa T0JKEH ObITh KPaTKUM, YETKUM U HE JIOTTYCKATh Pa3IMYHbIX
TOJIKOBaHUH.

TekcT menuTcs Ha CMBICIOBBIE YacTH: BBeJEHHE (KOHCTATHPYIOLIAsl YacTh,
U3Jararolas OCHOBaHME JJIsi COCTaBJIEHUS JOKyMEHTAa), OCHOBHAs 4acTb
(ToKa3aTeNnbCTBO) U 3aKIHOUYCHHE.

Berymienne mpenmonaraeT BBEJIGHHE B TeMy M COJACpXKAaHHUE TEKCTa,
NpeACTaBJICHUE MaTepuaia, IIOCTAaHOBKY mpobnembl. B 3TOif  wactu
YKa3bIBAlOTCSI OCHOBAHUS WJIM PUYHHBI COCTABIICHHS JOKYMEHTA.

B OCHOBHOW wYacTH cOmEpKUTCA KiItoueBas HWH(pOpMAIMs: W3IararoTcs
pelIeHMs, paCTIOPSKEHHUS, TPEI0KEHUs], MHEHUS, BRIBOABI, TPOCOBI. BaxxHO
BBIIEP)KaTh COOTHOIIEHHE OOIIMX M YaCTHBIX BOIPOCOB, (PAKTUUECKHX U
cratuctuyeckux ceepenuil. Copep:kaHie OCHOBHOM YacTH MOXKET BKIJIFOYATh
CBEJICHHSI, HA OCHOBAaHUH KOTOPHIX IPUHUMAIOTCS PEIICHUS, 31€Ch K€ MOKET
OBbITh NPEICTABIICH AHAJIU3 U OLICHKA CUTYyalllu.

B 3akmoueHre mOaBOAUTCS UTOT, (POPMYIHPYIOTCS BBIBOJBI, CYMMHPYETCS
CKa3aHHOE.

Ecnmu TekcT MOKyMeHTa COCTOMT M3 OAHOHM (ppa3bl, TO B MEPBOW €€ 4YacTu
YKa3bIBA€TCSl OCHOBAHME WJIM IPUYMHA COCTABIICHUS IOKYMEHTa, BO BTOPOM —
pelIeHue, pacropsbkeHHe, Ipockoa.

Eciu e conmepkaHue JOKYMEHTa HE HYXKAAeTCd B TMOSCHEHUM U
000CHOBAHNH, TEKCT MOKET COZIEPKaTh OJIHY 3aKJIIOUNUTENIbHYIO YaCTh.

B TekcTe mokymeHTa, moroTOBICHHOM HAa OCHOBAHUH 3aKOHOIATEIIbHBIX HITH
WHBIX HOPMATHBHBIX MPABOBBIX AKTOB, paHEEe M3JaHHBIX PACHOPSIUTEIBHBIX
JIOKYMEHTOB, YKa3bIBAa€TCS HAaUMEHOBAaHHE BU/A JIOKYMEHTa M 3aroJIoBOK K
TEKCTY, a TAK)KE UX PEKBU3UTHI:

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

— HAaUMEHOBAaHWE OPraHM3AlMU WM JIOJDKHOCTHOTO JIMLA, YTBEPAMBILErO
JIOKYMEHT, JlaTa YTBEP>KICHHS TOKYMEHTA.

TekcT IOKyMEHTa MOXET COJAEp)KaTh paslienbl, MOApa3Jeiibl, MYHKTHI,
HNOJIMYHKTHI, HyMepyemble apaOckumu Idpamu. YpoBHEH pyOpHuKanyu
TEKCTa He JIOJDKHO OBITH 00JIee YeThIpex.

B TexcTax HJOKYMEHTOB YMOTPEOISIOTCS TOIBKO OOIMENPHUHSATHIE TEPMUHBI U
rpaduyeckue CoKpamieHusl.

[Tpy moAroTOBKE TEKCTAa JOKYMEHTA CIIEAYeT COONI0IaTh IPaBUIa HATMCAHUS
O(pUIHMATBLHBIX HAUMEHOBAHHUM, YUCTUTENbHBIX U €UHUI] U3MEPEHUSL.

[Tpu ynotpebnenun B TekcTe paMUINK ML MHULKAIbl YKa3bIBalOTCS TOCHE
bamunuu.
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B mpukazax TeKCT H3maraercsi OT IEpBOro JIMIa €IMHCTBEHHOTO YHCIIA
(«TIpUKa3BIBAION).

B noxymeHTax KoJulernanbHbIX U COBEIIATENIbHBIX OPIaHOB TEKCT U3JIaraeTcs
OT TPEThEro JIMIA E€IUHCTBEHHOIO 4YUCIA («KOJUJIETUS ... MOCTaHOBIISIET»,
«CcoOpaHwue ... pemunoy).

Texkct nmpoTokosa M3IaraeTcst OT TPEThEro JIMLA MHOKECTBEHHOI'O 4HCIIa
(«cmymanuy «BBICTYIHINY», «IOCTAaHOBHIINY, «peUIMNIny»). B mokymeHTax,
YCTaHABIUBAIOUINX MpaBa M OOS3aHHOCTH OPTraHU3ALMN, UX CTPYKTYPHBIX
NoJpa3aesieHui (TI0JI0KEeHHe, MHCTPYKIHNSA ), a TAK)XKE COAEPIKAIINX OIMCAHHE
cUTyalui ananu3 (pakToB WM BHIBOJBI (KT , CIIpaBKa ), UCTIOIB3yeTCs opma
M3JI0KEHHUS TEKCTa OT TPETHETO JINIA €AMHCTBEHHOTO MJIM MHOKECTBEHHOTO
yrcaa («OTIEeN OCYIIECTBISAET (PYHKIHH ...», «B COCTAB yIPABICHUS BXOMIST
...», KKOMHCCHS TIPOBEJIA MPOBEPKY ...»).

B coBmMecTHBIX JOKyMEHTax TEKCT U3jJaraercsi OT IIepBOro JIMIa
MHOXECTBEHHOI'0 UUCIIa ((IIPUKA3bIBAEMY, «PELIHIIN).

B nenoBeix (cmy)eOHbBIX) THChMaX UCTIOIB3YIOTCS (DOPMBI U3TOKESHHUS:

- OT MEepBOr0 JIMIA MHOKECTBEHHOIO 4YHCia («IIPOCHUM HAaIpPaBUTh...»,
«TIPEJICTABIISIEM HA PACCMOTPEHHUE ..»);

- OT TPETHETO JINIA EAMHCTBEHHOTO YHCIIA («MHHUCTEPCTBO HE BO3PAXKAET...»,
«OOIIECTBO CYMTAET BOZMOXKHBIM...»);

- OT NepBOro JHIA EIUHCTBEHHOTO YHcia («CYUTAI0 HEOOXOIMMBIM...»,
«TpeJUIarard  pacCMOTPETh...»), €CIH MHCbMO IMOJIrOTOBJICHO Ha OJaHKe
JOJKHOCTHOTO JIUIIA.

B nenoBbix (cmy)eOHbBIX) TUChMaX MOKET HCIIOIb30BAThCS:

- BCTYIIUTEIbHOE OOpalleHue:

VBaxaeMblil TOCIIOJUH MIpeaceaaTeNs!

VBaxaewmslii rociogus [Ipoxopos!

YBaxkaemast rocnioxka 3axapona!

Veaxaembiit Hukonaii [lerposuu!

VBaxaemas Onbra Hukonaesna!

YBaxkaeMmsle rocrnona!

- 3aKIIIOYMTENbHAS dTUKETHAS (pa3a :

C yBaxkeHueM,

B oOpamennn mno ¢GamMwinm HMHUAIMANBl  JIMIA HE  YKa3bIBAIOTCA.
3akiounTeNbHAs ATHKETHAas (pa3a HAYMHAETCS C MPONUCHONH OYKBBI U
3aKaHYMBAETCS 3aISITOM.

BerynurenbHoe  oOpamieHue W 3aKiIIOUMTENbHAs JTHKETHas  (¢pasa
(megyaraeTcs OT IPaHUIIbI JIEBOTO 10JIs1) OTAENISIOTCS OT TEKCTa WIIM OTMETKH O
MPUIIOKEHUH JTOTIOTHUTEIBHBIM MEKCTPOUHBIM MHTEPBAJTIOM.

Mectoumenuss Bor m Baw numyTtcs ¢ mponucHOM OykBbl Kak ¢opma
BEXJIMBOrO OOpalieHus K OJHOMY JHUIy B O(HIMAIbHBIX JOKYMEHTAX,
JUYHbIX nuceMmax: [lpowy Bac...;, Coobowaem Bam... Ilpu obOpameHun k
HECKOJIbKMM JIMI[aM 3TH MECTOMMEHMS MUIIYTCS CO CTPOYHOM OYKBBI:
Yeaoicaemvie konnecu, eawe nucvmo...; Veaxcaemvie Auna Ilemposna u
Cepeeti JIbeosuy, yoosremsopsis 6auty npocb0y, HOCbLIAI0 6AM...

10. Ommemka o
npunodceHuu

OTmMmeTKa o MMPUITOKCHHUU COACPIKUT CBCACHUA O JOKYMCHTC (I[OKYMGHTaX),
npujiaracMoM K OCHOBHOMY HOOKYMCHTY (COHpOBOI[I/ITeJ'IBHOMy IMUCbMY,
MNPETCH3NH, AaKTy, CIHPABKC W JPYI'UM I/IH(I)OpMaI_II/IOHHO-CHpaBOT-IHBIM
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JIOKyMeHTaM). PacmopsautenbHble JTOKYMEHTBI, IIOJIOKEHHS IpaBHIIa,
MHCTPYKLUH, JOTOBOPBI, IIAHBI, OTYETHI OTMETKH O MPHJIOKEHUU HE UMEIOT.
B conpoBoauTeNnbHBIX MHCbMAaxX M APYruX HHGOPMAMOHHO-CIPABOYHBIX
JIOKYMEHTaX OTMETKa O MPHJIOKEHUU 0(HOPMIISETCS MOJI TEKCTOM OT T'PaHUIIbI
JIEBOT'O MOJIS CJIEAYIOIIUM 00pa3oM:

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

- €CJIM NPUJIOKCHUEC HE Ha3BAHO B TCKCTC, UJIN €CJIU HpI/IJIO)KeHI/Iﬁ HECKOJIBKO,
YKa3bIBatOT Ha3BAHUA I[OKyMeHTOB-HpI/IJ'IO)KeHI/II\/’I, KOJIMYCCTBO JIMCTOB U
9K3CMILIIPOB KAXI0I0 NPHUIIOKCHMS .

[Tpunoxxenus:

1. [Tonoxxenne 00 YnpaBineHHH PETHOHAILHOTO KPEIUTOBAHUS Ha 5 J1. B
1 7k3.

2. CrnpaBka O KaJpoBOM COCTaBe YTPABICHHS PETHOHAIBHOIO

KpeauToBaHus Ha 2 1. B 1 9K3.

- €CJIM TIPUIIOXKEeHUE (TIPUIIOKEHHsT) COPOILITIOPOBAHBI:
[Ipunoxenue: oruer o0 HUP B 2 3k3.

- €ClIM JOKYMEHT, SBISIIOIIMICA NPUIOKEHUEM, HMEET NIPHUIOKEHUE C

CaMOCTOSITEJIBHON HyMepaluel CTPaHuULL:

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

- €CJIU [IMChbMO HAIPABIISETCS HECKOJIBKUM ajjpecaram, a PUIOKEHHUE TOJIbKO
B IIEpPBBIN aapec:
[Tpunosxenue: AKT IpOBEPKH ... Ha 5 J1. B 1 3K3. TOIBKO B IEPBBIN aJipec.

— €CIM TPUJIOKEHUEM SBISIETCSI 000COOJICHHBIA 3JIEKTPOHHBIA HOCHUTEIh
(KOMITaKT-TUCK, usb-¢IenI-HaKomuTeNb U Ap.):

[Tpunosxenue: CD B 1 3k3.

[Ipu >TOoM Ha BKJIanblme (KOHBEPTE), B KOTOPHI MOMEMIAETCS HOCUTEINb,
yKa3bIBAIOTCSl HAMMEHOBAHHUS JIOKYMEHTOB, 3alIMCAaHHBIX HA HOCUTEIh, UMECHA
¢aiinoB, ux 00beM B IMCTaxX U MerabaiTax (KuiaodanTax):

Otuer mo TtemMe «MOHMTOPHUHI TMPOLECCOB JAOKYMEHTOOOpa3oBaHHs U
00BEMOB JOKYMEHT0000pOTa B (pellepalbHbIX OpraHax HUCIOJHUTEIbHON
Biactu» Ha 250 1., 91 Koaiir .

CrnoBo COPUIIOKECHUEC) MEYATACTCA B €AMHCTBCHHOM HJIM MHOXCCTBCHHOM
YHUCJIC B COOTBECTCTBUH C KOJIMYCCTBOM HpHHO)KeHHﬁ.

B pacnopsauTenbHBIX JOKyMEHTax (IIOCTAaHOBICHUSX, PEIICHUSAX, TPHKAa3aXx,
pacropsiKEeHUsX), JIOTOBOPAX, MOJOXKEHUAX, NpPAaBWIIAX, WHCTPYKLUHUSAX U
JIPYruxX JOKYMEHTaX OTMETKa O HPWJIOKEHUH O(QOPMISETCS CIETYIOIINM
obpazom:

— B TEKCTE JIOKYMEHTA MPH NEPBOM YIOMUHAHUU JOKYMEHTA-IIPUIIOKEHUS, B
CKOOKax yKasbIBaeTcs: ...(MpUIOKeHue) win (...npunoxenue 1).; mepen
HOMEPOM TMPUIIOKEHHUS JIOMYyCKAETCsl CTABUTh 3HAK HOMepa: ... (IpUIoKeHHe
Ne 2).
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Ha nepBoM ImcTe NOKYMEHTa-TPUIOKEHHS B IIPaBOM BEPXHEM YTy
neuaraercs cioBo «IIpunoxeHue» (Mpyu HaAIUMYUK YKa3bIBaeTCs €ro HOMEpP) U
IIPUBOJATCS HAMMEHOBAaHUE BUJA, JaTa U HOMEDP JOKYMEHTa, K KOTOPOMY
JOKYMEHT SIBJIICTCS IPUIIOKEHUEM .

ITpunoxxenue Ne 2

k npukaszy ®I'bY

HUU «Bocxon»

ot 15.08.2024 Ne 112

CTpokH peKBU3HUTA BBIPABHUBAIOTCS IO JIEBOMY KparO WU HEHTPUPYIOTCS
OTHOCUTEIBHO CaMOW IITUHHON CTPOKH.

JoxymeHT (mHCTpYKIIHS, periiaMeHT " Ip.), YTBEPKICHHBIN
pacHoOpSANTENbHBIM  JTOKYMEHTOM  SIBIIETCS  HEOThEMJIEMON  YacThIO
paCHOpHI[I/ITeJH:HOI‘O I[OKYMCHTa n HMEECT B HpaBOM BerHeM erIy
COOTBETCTBYIOIIYIO OTMETKY.

[Ipu KomMpoOBaHWUM YTBEPKACHHOIO JOKYMEHTa /Jis NOBEIEHHUS €ro [0
MOJIb30BAaTENICH CBEIEHUS O €T0 CTaTyce OPOPMIIIOTCS CIISIYIOIUM 00pa3oMm:
- [P KOMMPOBAHUHU YTBEPKIAECHHOM WHCTPYKIHUH, PErJlaMEHTa U TaK Jajee
BMECTE€ C TMPHUKA30M, YTBEPKIAIOIHNM OSTOT JOKYMEHT, YTBEpKICHHBINA
JIOKYMEHT COJICPKUT O(POPMIICHHYIO B YCTAHOBJICHHOM TOPSIKE OTMETKY O
TOM, YTO OH SIBISICTCS NPHUIIOKEHUEM:

ITpunosxxenue Ne 1
k npukaszy AO «IIpoduiby»
ot 15.05.2025 Ne 185

- €CIIM MHCTPYKLUs, perijaMeHT M Tak Jajee KomupyeTrcs Oe3 Ipukasa,
YTBEP)KJAIOILETr0 3TOT JOKYMEHT, IEPBbIM JIUCT YTBEPHKAECHHOIO JTOKYMEHTa
nepeneyaThIBaeTCs C yKa3aHUEM TOJIbKO Tprda yTBEpKACHUS:

(Permament) YTBEPXJIEH
npukazom AO «IIpodpuiby
ot 15.04.2025 Ne 185

11. IToonuce

[Toanuck BKIIOYAET: HAUMEHOBAHHE JIOJDKHOCTHU JIMIIA, TOANHUCHIBAIOIIETO
JOKYMEHT, €ro COOCTBEHHOPYUYHYIO IIOJAIHUCh, PAaCIIU(PPOBKY MOIIHCH
(uHUIMANBI, paMuIns).

B pacumdpoBke noamucu Mexay HHULMAIAMH U (GaMHIHed nenaercs
npo6esn. Mexay HHUIaTaMu IPoOe OTCYTCTBYET.

T'eHepanbHBIN TUPEKTOP Toonucw ILIL IletpoB

Ecmu noxymeHnT odopmiieH Ha OnaHKe OpraHu3alid, B HAaUMECHOBaHHU
JIOJDKHOCTH HAUMEHOBAaHKME OpraHU3allMK HE YKa3bIBAETCS.

Ecnmu noxyment odopmiieH He Ha OjaHKe, B HAMMEHOBAHHE JOJDKHOCTH
BKJIFOUAETCSl HAUMEHOBAHHUE OPraHU3ALMN:

['enepanbHbIi TUPEKTOP
AO «MHTenuHBECT» Toonucw ILIL IletpoB
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[Tpu odopmiieHnH HOKyMEHTa Ha OJaHKE MOJKHOCTHOTO JIMIA JOHKHOCTH
ATOTO JIMIIA B MOIIUCH HE YKA3bIBACTCS.

Ha BHYTpeHHUX TOKyMEHTaX Ha3BaHUE OPraHU3alMU HE YKa3bIBACTCS.

[Ipy noanmucaHuM AOKyMEHTa HECKOJBKMMHU JIOJDKHOCTHBIMM JIMLIAMH,
3aHMMAIOIIMMHU Pa3HOE TMOJIOKEHHE, WX TOJIMUCH PacIoiaraloTcsl OJHa MO
JIpYroil B MOCJEI0BaTEIbHOCTH, COOTBETCTBYIOIIEH HepapXUH 3aHUMAEMBIX
IOJKHOCTEN:

I'enepanpHBI AUpEKTOP Tloonuce ILIL ITeTpos
['maBHBII OyxTanrep Iloonucw A.H. TuroBa

HpI/I MOANMCAaHUN JOKYMEHTA HCCKOJIbKUMHU JIMIAMH PaBHBIX JOJDKHOCTEH uX
IMOANKMCHU pacoIararoTcs Ha OAHOM YPOBHC!

3am. 1upekTopa 3am. 1upeKTopa

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

Ioonuce A.I1. TlerpoB Iloonucs E.A. Mapmenanos

B JOKYMECHTAX, COCTaBJICHHBIX KOMHCCHeﬁ, B IIOAITMCH YKa3bIBA€TCA CTATyC
JMIa B COCTaBEC KOMHCCHH:

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

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

W.o. reHepabHOTO TUPEKTOpa Iloonucs C.H. ApGy3oB
501058

Hcnonustonuii 00513aHHOCTH
TeHEpaJIbHOTO INPEKTOpa Toonuce C.H. ApGy30B

ITpu noanucaHuy TOKyMEHTa JIMLOM, MMEIOIUM IPaBO MOJIHMCH B ClIydae
BPEMEHHOI'0 OTCYTCTBUSl PYKOBOJMUTENS, MCIPAaBICHUS B HAUMEHOBaHHE
JNOJDKHOCTH W pacmudpoBky (aMuwimm  yxe MOArOTOBICHHOTO H
COIIACOBAaHHOTO TMPOEKTa JOKYMEHTa BHOCSATCS OT PYKH WIH C
MCIOJIb30BaHUEM COOTBETCTBYIOIIMX ILITAMIIOB.

He pomyckaercss cTaBUTh KOCYIO 4YepTy MM HAANUCh «3a» Tepen
HaUMEHOBAaHUEM JOJDKHOCTH JIMIA B IIOJIUCH, €CIIU JOKYMEHT ITOANKUCHIBAET
MHOE JOJDKHOCTHOE JIULIO.

[Ipr odopmiaeHnH MOANUCH HAUMEHOBAaHHWE JIOJDKHOCTH HAYMHAETCS OT
JIEBOTO ITOJIs, a MocyeHssA OyKBa (haMHUIIMM OKa3bIBAeTCs HAa TPAHUIIEC TIPABOTO
OJIS.
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IIpy HanMuMM HECKONBKUX MOANKCEH IO TpaHMLE MPaBOro IOJIA
pacmonaraercsi camasi JJIMHHAS (aMIIIUS, a OCTaJIbHbIE BBHIPABHUBAIOTCA I10
VMHUIIHATIaM.

JlomyckaeTcsi ~ UEHTPUPOBATH  HAUMEHOBAHHWE  JIOJDKHOCTH  JIMIIA,
MOJIITUCABIIETO JOKYMEHT, OTHOCUTEIHHO CaMOM JJTMHHON CTPOKH.

[Ipy HauMEHOBAHMU JOJDKHOCTH, 3aHUMAIOIIEM HECKOJIBKO  CTPOK,
paciudpoBKa MOAMKUCH NIEYATACTCS HA YPOBHE HUKHEH CTPOKH.

12. Ommemka 06
9/1EKMPOHHOIL
noonucu

Hcnonp3yercs npu BU3yalnu3alMy 3JIEKTPOHHOIO JOKYMEHTA, MOANUCAHHOTO
3JIEKTPOHHOU MOJIUCHIO.

OtmeTKa 00 3IEKTPOHHOM MOMUCH BKJIFOYAET:

bpasy «/lokyMeHT moanucaH 3JeKTPOHHON OMUCHION;

HOMeEp cepTUdUKaTa KUY JIEKTPOHHOU MOAINCH;

bamunnio, UMs1, OTYECTBO BIIAENblIa cepTU(UKATA;

CPOK JEHCTBHS CEPTU(HKATA KIF0Ya dJIEKTPOHHOW MOIIHCH.

Mpumep —

Owmbne- AOKYMEHT NOANUCAH
ma ANEKTPOHHOM NOAMNUCHIO

Haumenosanme opraka
anacmm H.H. Hukonaes
ROMKHOCTU Ceprwdwxar 1a111a2a000000000011

Bnapeney Huxonaee Hucona# Hukonaeamy
AeAcreurenex ¢ 01.12.2012 no 01.12.2017

OTtmeTka 00 DIEKTPOHHOW TOANUCH MOXET BKJIIOYATh H300paKeHHe
9MOJeMbl, TOBApHOTO 3HAaKa (3Haka OOCIY)KMBaHH) OpraHU3alMd B
COOTBETCTBHH C JIEHCTBYIOIINM 3aKOHO/IaTEILCTBOM.

OtmeTka 00 SJIEKTPOHHOM TOMNUCH, KakK TMpaBWiIo, OGOpMIISETCS s
JIOKYMEHTOB, OJIIIMCAHHBIX YCUIEHHON 3JIEKTPOHHOM MOIHCHIO.

[Ipu BHyTpeHHEM OOMEHEe NOKyMEHTaMH U TpU OOMEHE C OpraHU3aIUsIMHU
napTHepamMH, €CJIM 3TO IMPETYCMOTPEHO COITIAIICHUEM MEXIy CTOPOHAMH,
OpraHu3ald MOTYT HCIIOJB30BAaTh YCWJICHHBIE HEKBAJTU(UIIMPOBAHHBIE H
MPOCTHIE AIIEKTPOHHBIE MMOJAIHUCH.

OtmeTKa 00 3JIEKTPOHHOM MOJNKUCH pacnojaraeTcs Ha TpaAULIMOHHOM MECTe
COOCTBEHHOPYYHOH  TOANMUCH: MEXIY HAMMEHOBAHUEM  JIOJDKHOCTH
MOJKCHIBAIONIETO JHIA M pacmupoBkord moamucu. Eciu >neKTpOHHBIN
JOKyMEHT odopmisiercs Ha OjaHKe OHDKHOCTHOTO JIMIA, YKa3aHUS Ha
HalMEHOBAHUE JOJDKHOCTH JIMIA, IOJMHUCHIBAIOIIETO JIOKYMEHT, HeE
TpebyeTcs.

13. I'pugp
co2nacoeanus
00Kymenma

I'pud cormacoBaHusi TOKYMEHTOB TMPOCTABISICTCS HA  JOKYMEHTaX,
COIJIACOBaHHBIX OpPraHaMu BJIACTH, OPraHU3ALHUSIMH, TOJDKHOCTHBIMU JIULIAMH.
['pud cornacoBanusi B 3aBUCUMOCTH OT BUJIa JIOKyMEHTa U OCOOEHHOCTEH ero
0 OpPMIICHUST MOKET TIPOCTABIISATHCS:

- TIPH COTITACOBAaHHUHU JOKYMEHTa CTOPOHHEH OpraHu3alyei - Ha IepBOM JINCTE
JIOKyMEHTa (€CIM JIOKYMEHT MMEET THTYJIbHBIH JIMCT — Ha TUTYJILHOM JIUCTE)
B JICBOM BEPXHEM YTy Ha ypOBHE rpuda yTBEp:KICHUS;

- IPHU COIJIACOBAaHUM JIOKYMEHTAa KOJUICTHAJBbHBIM OPTraHOM, BXOISIIMM B
CTPYKTYpPY OpPTraHU3aIMK - Ha TOCJIETHEM JIUCTE JOKYMEHTA MO TEKCTOM OT
JIEBOTO TIOJIS JOKYMEHTA,

- pu OOJNBIIOM YHCJIE COTJACYIOIIMX CTOPOH - HA JIUCTE COTJIACOBAHHA,
SIBJISTIOIIEMCS] HEOTBEMJIEMOH YacThIO JIOKYMEHTA.
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I'pudom cornmacoBanust JOKYMEHTa OOPMITSICTCS:
- BHEIIHEE COTJIACOBAHUE JOKYMEHTA — C OpraHaMH BJIACTH, OpPTaHU3ALMsIMH,
JOJDKHOCTHBIMHY JIMIIAMU CTOPOHHUX OpraHU3alui;
- BHYTpPEHHEE COIJIacOBaHHE C KOJUICTHAJbHBIMU OpraHaMU OpTraHU3aluH -
aBTOpA JIOKYMEHTA.
Cocrout u3 cnosa COI'JTACOBAHO, HanucanHOro NpONUCHBIMU OyKBaMu
0e3 KaBbIUCK, TOJDKHOCTH JIMIA, KOTOPBIM COTJIACOBAaH JAOKYMEHT (BKJIIOYAs
HaUMEHOBaHME  OpraHU3allMd) B  HMEHUTEIBHOM  MajeXe,  ero
COOCTBEHHOPYYHO MMOIMUCH, MHUITUATIOB, ()aMIJIUH U IaThI COTJIACOBAHUS:
COI''TACOBAHO
[Ipencenarens nepBUIHON TPOPCOO3HOM
opraam3ammu AY «Hedreroranckuit
MOJUTEXHUYECKHH KOJIIEHK
Tloonuco C.J.Jannmosa
Jata
Cnoso COI'JTACOBAHO nonyckaercsi COracoBbIBaTh ¢ HAMMEHOBAHUEM
BU/Ia JOKYMEHTA:
Nuctpykus — COI'JTACOBAHA
Pernament — COI'JTACOBAH
ITonoxxenne — COI'JTACOBAHO
Ecnu cormacoBaHue OCyIIECTBIISETCS KOJIJIETHAIBHBIM OpraHoM, B rpuge
COTJIACOBAHUS YKa3bIBAIOTCS CBEICHHS 00 OpraHe, COrjacoBaBIIeM JOKYMEHT,
Jate W HOMEpe IPOTOKOJa, B KOTOPOM 3a()UKCHPOBAHO pELICHHE O
cormacoBaHud.  Ecim  corylacoBaHume — OCYHIECTBIISICTCS — ITHCHMOM,
YKa3bIBaIOTCS: BUJI JOKyMEHTa, HAUMEHOBAaHHE OpraHU3aL1H, COTJIaCOBABIIEH
JOKYMEHT, J1aTa ¥ HOMep MHUChMA.
HanMeHoBaHHE COIJacyoLIero OpraHa WM JOKyMEHTa YyKas3bIBaeTCs B
TBOPUTEILHOM MaJIeXe.
COI'JTACOBAHO
CoBeToM JUPEKTOPOB
AO «IIpodpuns»
(TTIpOTOKOIT OT No )
COI'JTACOBAHO
nuceMoM Pocapxusa
0T Ne
IIpn cormacoBaHuM JOKYMEHTa HECKOJBKUMH OpraHM3alusMU TpH}bI
COIJIACOBAaHUS PACIONAraloTCs Ha OAHOM ypoBHe. Ecim cormacyrommx
opraHm3anuii OONbIIe BYX WIU €CIH €CTh Tpu( YTBEpKICHUS, TPUQBI
COTJIACOBAHUSI PACHONATraloTCs APYT HOA APYTOM.
Eciu rpudsr cormacoBanus oQopMISIOTCS Ha  OTACIBHOM  JIHCTE
COTJIaCOBAHUs, HAa JOKYMEHTE B TOM MECTE€, I/Ie JOJDKHBI MPOCTaBIATHCS
rpudbl CcorjgacoBaHus, MNpOCTaBIgeTcs OTMeTKa: «JIuct cormacoBaHus
npunaraercs». Jluer corsmacoBanus Qgopmupyetcs cpeactBamu  «1C:
JlokyMeHTO000pOT 8».
14. Buzn BHyTpeHHee cornmacoBaHue JOKyMEHTa 0GOpMIISIETCS BH30i COTIacOBaHMUS.
co2nacoeanus CBezeHMs 0 BU3€ COTIaCOBAaHMS aBTOMATHUECKH PETUCTPUPYIOTCS B yUETHOM
00KyMeHma KapTOYKe JOKyMEHTA Ha 3aKyajike «Buszay.
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BHyTpeHHee cornacoBaHMe MpEANojaraeT OIWMH W3 TpeX pe3yJbTaToB
COIJIACOBAHUS:  «CO2NACOBAHOY», «CO2NACOBAHO C  3AMEHUAHUAMUY, «He
C02NACOBAHON.

Pesynbrar «me cozcrnacoeano» mnpeamnosaraeT HalMYME€ MNPUHLUINHAAIBHBIX
pa3HOIIACHUM C IIO3ULIMEN aBTOpa JOKYMEHTA.

Pesynbrar «coenacoeano ¢ 3ameuanusamuy TPEAIONAraeT — HaIU4UE
3aMEUaHMM, HOCSIIINX PEKOMEHIaTEIbHBIN XapaKTep.

3ameuaHusi 0(OPMIISIFOTCS COTJIACYIOIIMM JIMIIOM B BHJIE OTAEIBHOrO (aiina,
CO3/1aBaeMOro 1O IIa0JIOHY «3aMedaHus», M TNPHUKPEIUIAIOTCS K IMPOEKTY
JIOKYMEHTA, HaXOJAIIErocs Ha COrNIaCOBaHHH.

[Tpu nepenave 1OKyMEHTOB Ha OyMa)XHOM HOCHUTEIIE, coryiacoBanHbIX B CO/I,
B CTPYKTYpHO€ HOJpAa3/IEJICHHE, OTBETCTBEHHOE 3a AapXMB, CBEACHHUSI O
COIIACOBAaHUM PACIEYaThIBAIOTCS HA JIUCTE COIVIACOBAHMS.

JIuua, He cornacHble ¢ MPEeA0KEHUEM, U3TI0KEHHBIM B JOKYMEHTE, HE UMEIOT
MpaBa OTKAa3bIBAThCS OT BUSUPOBAHUS.

[Ipu pabore ¢ nOKyMEeHTaMH Ha OyMa)KHOM HOCHTENIE BH3a BKIIIOYAET
JOJKHOCTB JIUI[A, BU3UPYIOLIETO JOKYMEHT, TOAMUCH PacInpOBKY MOANNUCH
(vHULMANBI, PAMIIIUIO) U ATy BUSUPOBAHHUS.

[Tpumep
PykxoBoauTenp I0OpUANYECKOro OTAEIa
(moamuck) N.0. Gamunus

Jarta

[Tpy Hamuuuy 3aMeyaHUd K JIOKYMEHTY BHM3Y O(OPMIISIOT CIIELYIOIIUM
obpa3zom:

[Tpumep

3aMeuaHus MPUITAraroTCs.
PykoBouTEIb FOPUAMYECKOTO OT/IEIIA
(moamuce) N.0. Gamunus

Jara

B nmoxymeHTax, MOATWHHHUKU KOTOPBIX XpAaHATCA B OPraHU3allid, BU3BI
IPOCTABJISIIOT HA TMOCJIEAHEM JINCTE JOKYMEHTA IOJ IOJIIHNChI0, Ha 000poTe
MOCJIETHEr0 JHMCTa TMOJJIMHHUKA JIOKYMEHTa WM Ha JIMCTE COTJIACOBAHUS
(BU3UpOBaHUs), IPUJIATra€MOM K JOKYMEHTY.

B ucxomdummx JOKyMEHTaX BH3bl HPOCTABIAIOTCA Ha AK3EMILISIpax
JIOKYMEHTOB, TIOMEILIAEMBIX B JIENO.

[To ycMOTpeHHUIO OpraHu3aluy MOXKET IPUMEHSTHCS TOJUCTHOE BU3UPOBAHUE
JIOKYMEHTA M €ro MPUIIOKEHUI.

15. Ommuck
neuamu

Ha noxymeHTax, yIOCTOBEpSIOIMIMX TMpaBa JHI, (UKCUPYONMX (aKT
pacxoJIoBaHUs JEHEKHBIX CPEJICTB WU MATEPHAIbHBIX IIEHHOCTEH, a TaKkKe
Ha WHBIX JJOKYMEHTaX, MPEAyCMaTPUBAIOIINX 3aBEPEHHE MOITUCH TIeYaThIO B
COOTBETCTBUU C 3aKOHONATENbCTBOM Poccuiickuii denepanuu, MNOINUCH
JUIa, TOJIMUCABIIETO JOKYMEHT, JOJDKHA ObITh 3aBepeHa medaTbio AY
«HedTeroranckuii MOJTUTEXHUISCKUIN KOJLIEIK.

[lewatp mpocTaBisieTcss Ha CBOOOJHOM OT TEKCTa MECTE, WIIM 3aXBaThIBas
YacTh HANMEHOBAHHUS TOJKHOCTH, TaK YTOOBI OCTABAIIMCH BUAHEBI MMEIOIINECS
Ha TIeYaTH HAAMKUCH U n300pakeHus. [ledaTs mpocTaBisieTcs, He 3aXBaThIBast
cOoOCTBEHHOPYYHOU TIOJIITUCH JIUTIA, TIOAMHUCABIIETO TOKYMEHT.
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JomyckaeTcst 0003Ha4aTh MECTO IS TIeYaTH Ha TOKyMEHTe oTMeTkor "MIT"
("Mecto negatu").

16. Ommemxa o
3aeepenuu Konuu

OTmeTKka O 3aBepeHHMH Komuu OoQopMisieTcss M  HOATBEPKICHHS
COOTBETCTBHUSI KONHU JOKYMEHTa (BBITUCKH W3 JOKYMEHTA) HOJIMHHUKY
JIOKYMEHTA.

AY «HedTteroraHckuii TMMOJUTEXHHYECKANA KOJUICIDK» MOJXKET BBIIAaBaTh
TPETHUM JIMIIAM KOIIMHU TOJIBKO T€X JOKYMEHTOB, KOTOpBIE co3alTcsa B AY
«Hedreroranckuii moMUTEXHUUECKUI KOJUTEDK» (38 MCKIIFOYSHUEM apXHBHBIX
CIIPABOK, COJCPIKAIINX TIEPCOHATBHBIC TAHHBIE).

OTMeTKa 0 3aBEpPEHUHU KOMHUH MPOCTABISETCS HA CBOOOJHOM OT TEKCTa MECTE
MOJT PEKBU3UTOM «IIOAMUCH» (OTMETKa 00 AJIEKTPOHHOM MOANUCH) WU, TIPU
OTCYTCTBHH CBOOOJHOTO MECTa Ha JIUIIEBOW CTOPOHE JOKYMEHTA, Ha 000pOTe
JIOKYMEHTa U BKJIIOUYAET: CJI0BO "BepHO", HanMeHOBaHUE NOJKHOCTH JIMLA,
3aBEpPUBILETO KOIUIO; €ro COOCTBEHHOPYYHYIO NOAIMKCH; pacmudpoBKy
noanucy (MHUIMANGI, (paMWInIO); ATy 3aBepeHHs KONMHU (BBIIHCKH W3

JIOKYMEHTA).

Hanpuwmep:
Bepno:
Cekperapb-aenonpousBoautesib  [loonuce DOUO
Jlara

Ecnu xonus BbiaeTcs JUIsl IPEICTaBICHHS B IPYTYI0 OpPraHU3aI1I0, OTMECTKA
0 3aBEpPEHUH KOIIUH JONOIHAETCS HAANUCHIO O MECTE XPaHEHUs IOKYMEHTa, ¢
KOTOporo Oblia mirorosieHa Konus («IloyIMHHUK TOKyMEHTa HaXOJIUTCS B
AY «Hedreroranckuit moauTeXHUYECKUH KOJUIEDK» B fiene Ne.... 3a ... Toa»)
W 3aBepseTcsl MeyaThlo yupexkaeHus. J[ns mpocraBieHUsT OTMETKH O
3aBEPEHUHU KOMMH MOKET MCIOJIb30BAThCS IITAMII.

Ecnu xomus [1OKyMEHTa HMMEET HECKOJIBKO JIUCTOB, TO €€ MPOIIMBAIOT
HUTKaMU WIH CKPEIUIEHHOTO MHBIM 00pa3oM M Ha MOCJIEIHEM JucTe (ero
000OpOTHON CTOpPOHE) JenarT HakIeWky (miomMOy) ¢ 3aBepUTENIbHOMN
Haamuchlo:  «[Ipommro, NPOHYMEpPOBAaHO M CKPEIJICHO  I1€YaThI0
__KOIU4ecmeo 4uciom u nponucsbio nauctoBy. [lanee ykaspiBaeTcs
JOJDKHOCTB JIMIA, 3aBEPHUBILETrO KOIMWIO, JIMYHAs MOJIHCH, pacuiudpoBka
noanucy (MHUIMAIBI, pamMuiTus), 1arta, nedarb. [leqaTs mpocTaBiIsieTcs TaKUM
00pa3oM, 4TOOBI e yacTu pacroiarajich U Ha HakJIelKe, 1 3a ee TpaHuIlaMH.
Konuu »1eKTpOHHBIX JOKYMEHTOB, CO3/IaHHBbIE HAa OYMaKHOM HOCHTEINE,
3aBEpAIOTCS B YCTAaHOBJIEHHOM IMOpPSAJKE, C yKa3aHUEM, B Kakol
MH(QOPMALIMOHHON CHCTEME XPAHHUTCS SJICKTPOHHBIN JTOKYMEHT.

Onepanuu Mo 3aBepeHHI0 JOKYMEHTOB HE MOMAJEXKAT YUYETy U PETUCTpalluu
B «1C: JlokymMeHTOOO0pOT 8%

17. Ommemra 06
UCnoJIHuUmes1e

Brurrodaer gpamunuio, vMs M 0T4eCTBO (TIPY HAJTMYHMH) MCTIOJTHUATEINS, HOMEP
ero teneQoHa, Tak K€ MOXKET JOMOJHATHCS HAUMEHOBAHHUEM JIOJIKHOCTH,
CTPYKTYpPHOTO TOJPA3/IEACHUS M DIEKTPOHHBIM aJpPEeCcOM HCIOJHUTES.
Pacnonaraercs Ha JMUEBOM CTOpPOHE MOCHEAHErO JIMCTa JOKYMEHTa OT
TPaHUIBI JIEBOTO MO WM, P OTCYTCTBUU MECTA, - HA 00OPOTHON CTOPOHE
JIMCTa BHU3Y CJIEBA, HAIPUMED:

Hnoun Unoa Hrvuy,

Omoen ynpagieHus nepcorHaniom, 8e0Vuuli Cneyuaiucm
+7(495) 924-45-67, llyin_Iv@techno.ru
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OTmeTka 00 MCTIOHUTENIE MOKET OPOPMIIATHCSA KaK HWKHUN KOJOHTHUTYJ U
neyaTaTbes Ipu(TOM MEHBIIETO pa3Mepa.

18. Ommemka 06
ucnoHenuu
00OKymenma u
Hanpaenenuu ezo 6
oeno

WNudopmarius 0 HanpaBIeHUH B JIEJI0 OTPAKAETCS B KAPTOUKE JOKYMEHTA.
OTMeTKa O HaIpaBJIEHUU JOKYMEHTa B JI€JIO OINpENesieT MECTO XPaHEHUs
JIOKYMEHTA TT0CJIe 3aBepIieHusI paboThl ¢ HUM W BKIItoYaeT: cioBa "B gemo",
MHJIEKC JieJla 10 HOMEHKJIAType JIell, B KOTOpOe MOMELaeTcs JOKYMEHT Ha
XpaHEeHHE, C yKa3aHHeM Tofa, NOJDKHOCTU JIHIA, O(OPMHUBIIETO OTMETKY,
noAmnuvcHy, natel. Hanmpumep:

B nemo Ne 01-18 3a 2024 r.
3aB. OT/IEJIOM KOPIIOPATUBHBIX MPOCKTOB
Tloonuco Jlata

OtMeTKa 0 HaNpaBJIEHUH JOKYMEHTA B €10 MOXKET JONOIHATHCS KPATKUMU
CBEIICHMAMH O pe3ylbTaTax HCIOJIHEHHsS JOKYMEHTa, HalpuMep:
«Hamnpasnen otset (nata), (Ne)», «IIpoBeneHa KoHCyIbTaIMsA 11O TeNedOHY
(maTa)», «YureHo npu pa3zpaboTke mpoekTa» u 1p. CBeleHHs yKa3bIBalOTCA
B HayaJle OTMETKH.

Hanpuwmep:

Ortsert Hanpasiied 04.05.2024 Ne 05-06/12

B neno Ne 05-06 3a 2024 r.

3aB. OT/IEJIOM KOPIOPATUBHBIX IIPOEKTOB

Ioamuce

10.06.2024

[Ipu ucnonszoBanuu CIJ] 0TMETKY TONyCKAETCSl HE CTABUTb.

19. Ommemxa o
nocmynJjieHuu
0okymenma ¢ AY
«Hegmernzanckuii
nOIUMEXHUYECKUIL
KOJ71€02#C»

[IpoctaBnsercs B BHAE ILITaMIa B MPaBOM HIDKHEM YIUIy AOKyMEHTa C
yKa3aHHEM BXOJSINEro PErHCTPAlMOHHOIO HOMEpa W JaThl MOCTYIUICHHS
JOKyMEHTA.

IIpy HEOOXOAMMOCTH OTMETKAa O THOCTYIUIGHHM MOXET JOHOJHATHCS
YKa3aHUEM BPCMCHU NOCTYIUUICHUA B YacaxX U MHUHYTax U crocoba JOCTaBKH
JOKYMEHTA.

HpI/I OTCYTCTBUU MECTa I MPOCTABJIICHUSA OTMCTKU O IOCTYIIJICHUM Ha
HHHCBOﬁ CTOpPOHEC TMOCTYNMBHICTO JOKYMCHTA OTMCTKAa CTAaBHUTCSA Ha
000OpOTHOM CTOPOHE JIUCTA.

20. I'pugp
(nomemka) 06
ozpanuuenuu
docmyna K
O0OKymenmy

I'pud (momerka) koHpuneHmambHOCTH "J[s City’)keOHOTO TMONIB30BaHUS"
MPOCTABIISIETCS HA TIEPBOM JIUCTE KOH(DUISHIIMATFHOTO IOKYMEHTA B PAaBOM
BEpPXHEM YTJTy Ha TPAHUIIE BEPXHETO TOJISA, HA 00J0XKKE W TUTYJIHHOM JIUCTE
W3JIaHMs, J1e1a, a TakKe Ha TIepBOI CTpaHUIIE COMPOBOAMTEIHLHOTO MHACHMA,
0e3 KaBbIUEK U COKpAIICHNH, TOTIOTHSIEMAasi HOMEPOM SK3eMILIApa TOKyMEHTa
U IPYTHMH CBEICHUAMU B COOTBETCTBUU C 3aKOHOIATENBCTBOM Poccniickon
®denepauuu:

s ciayxeOHOro noiab30BaHUs

OKk3. Ne 2

21. IHImpuxkoo
(QR-x00)

00KyMenma

PasmemaoT B ImpaBOM HHXKHEM YIUNIy MEpPBOTO JIMCTA JOKYMEHTa, a IpU
OTCYTCTBHM CBOOOJHOTO MECTa - B TMPABOM BEPXHEM YIUIy WM Ha APYroM
CBOOOJTHOM OT TEKCTa MeCTe JOKYMEHTa Uil aBTOMAaTH3allMd IOWCKa
JIOKYMEHTa B MH(OPMALIMOHHOM CUCTEME.

Crpanuna 26 u3 85




HEDTEIOr AHCKHIA
MOAWTEXHUHECKUA
KOMEAX

%

4.3. biiaHKHM 10KYMEHTOB

Joxymentsl AY «HedreroraHckuii MOJIMTEXHUYECKUIA KOJUTIEIK» OPOPMIISIOTCS Ha OJIaHKaX,
NPECTABISIOMNX COOOM IIabNIOH C 3apaHee HAHECEHHBIMH TIOCTOSHHBIMH DPEKBH3UTAMH U
OTBEJICHHBIMH MECTaMH JJIsl IEPEMEHHBIX PEKBU3UTOB.

bnanku nokymeHToB paspabatsiBaeT «CeKperapb-Aenonpon3BoauTenby. O0pasisl 01aHKOB
pa3memiaioTcsi B crnpaBouHuke «lllaGmonbl (aiinoB» U ABIASAIOTCS  00A3aTENBHBIMH IS
UCTONIBb30BaHUsl BceMHu paboTHukamMu AY «HedTeroranckuii MoJMTEeXHUYECKUH KOJUIEDK» TPU
CO3/IaHUU JJOKYMEHTOB.

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

Tabnuya 6

Bup 01anka Onucanue 0JIaHKA ¥ MpaBujIa oGopmiIeHUs

— sMmOnema Wi ToBapHbId 3HaK AY «HedTeroraHckuii momMTeXHUYSCKUAN
KOJUIEK»,

— Ha3BaHue AY «HedreroraHckuil MoJUTEXHUYECKUH KOJUIEK» (IIOJIHOE U
COKpaAIIIEHHOE),

— cmopaBouHble JaHHble 00 AY «Hedreroranckuif nmomuTexXHUUYECKHUM
KOJUIEIK».

Brank nucoma Ha Onanke mnucbMa MPOCTABISAIOTCS OIPAaHUYUTEIbHBIE OTMETKH IS
PEKBU3UTOB!

— J1aTa J0KyMEHTa,

— PerucCTpalMOHHbII HOMEp TOKYMEHTAa,

— CCBUIKA Ha PETUCTPALIMOHHBIN HOMED U AaTy TOKYMEHTa,

— ajpecar,

— 3ar0JIOBOK K TEKCTY

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

KOJUIEZ’K», HAUMEHOBAHNE COOTBETCTBYIOLIETO BHJA JAOKYMEHTA, HAIpUMED:
ITPUKA3, naTy NOKyMEHTa, PErMCTPALMOHHBIA HOMEpP IOKYMEHTa, MECTO
COCTaBJICHUSI JOKyMEHTa

6uoa 0oKymenma
(3a ucknrouenuem
nucoma)

brnanky W3roTaBIMBaKOTCI HA OCHOBE YIVIOBOTO MWIIM IPOJOJIBHOIO  PAaCHOJIOKEHHUS
pexBu3uTOB. [IpomonbHOE pAcNoONOXKEHHUE PEKBU3UTOB MPUMEHSIOT MpU O(QOpMIIEHUH OJIaHKOB
KOHKPETHOI'O BHJIa JJOKYMEHTa, a YIJIOBOE€ — JJs OJIAaHKOB IHUCEM, T. K. IPaBblii BEpXHUH Yroi
WCIIONIB3YETCS IS YKa3aHUs ajpecara.

[IpomonbHbI OnaHK MpeAnonaraeT paclolioKeHUE PEKBU3UTOB 3aroJIOBOYHON YacTu
JIOKYMEHTA BJI0JIb BEpPXHEH YacTH JIMCTa C UX HEHTPOBKOMH, T. €. paBHBIM yAaJI€HUEM KaKJ0W CTPOKU
OT JIEBOTO U IIPABOTO MOJIS.

VYTI10BOE PACON0KEHNE PEKBU3UTOB MPEIIOIAracT UX pa3MEIICHUE B BEpXHEH JIEBOM 4acTH
JUCTA.

PexkBU3NTH «HAaMMEHOBAaHWE OPraHU3AlUM», «CIPAaBOYHbIE JaHHblE 00 OpraHU3aLUN»,
«HaUMEHOBaHHE BUJA JIOKYMEHTa», «MECTO COCTABJICHUS WM W3JaHHUS JOKYMEHTa» MOTYT OBITh
PacrosoKeHbl OJHUM U3 CIIOCOOOB:

— (hIaHrOBBIM, NMPU KOTOPOM KaXlas CTPOKAa PEKBHU3MTAa HAUMHAETCS OT I'PAHUIIBI JIEBOTO
T10JI1 U OKOHYaHMsI CTPOK HE BBIPAaBHUBAIOTCS,

— LIEHTPOBAHHBIM, IPU KOTOPOM Hayallo M KOHEIl KaXKJI0M CTPOKH pEKBU3UTA PABHO YAAJIEHBI
OT I'PaHULl 30HbI PACTIONOKEHHSI PEKBU3UTOB.
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JokymeHnTsl, co3maBaemMbie B AY «HedreroraHckuii MONMUTEXHUYECKUNU KOJIICIK,
obopmIArOTCS Ha OJlaHKaX, HA CTaHAAPTHBIX JucTax Oymaru ¢opmara A4 (210 x 297 mm) nu60 B
BUJIE AJIEKTPOHHBIX JIOKYMEHTOB U JIOJKHBI UMETh YCTAHOBJICHHBIN COCTaB PEKBU3HUTOB.

brnanku nomxHBI ©METh ToJia (He MeHee): jJeBoe — 20 mMm, mpaBoe — 10 MM, BepxHee U
HxHee — 20 MM.

JIOKyMeHTBI IUTeNbHbIX (cBbIlIe 10 JeT) CpOKOB XpaHEHHUS JOJKHBI UMETh JIEBOE I0JI€ HE
Menee 30 M.

brianku MOryT M3roTaBiIMBaThCsS TUIIOTPpaCKUM criocoOoMm Ha Oenoi Oymare miau Oymare
CBETJIBIX TOHOB KpacKaMH HAaCBIIIEHHOTO IBeTa. Takue OJaHKU HCHOJBb3YIOTCS Ui OyMa)KHBIX
BEPCHI UCXOSAIINX TOKYMEHTOB, KOTOPBIC PeACTaBIAIOT AY «HedTeroranckuii moJIMTeXHUIeCKU i
KOJUIEK» BO BHELIHEH cpese (IpUriaieHus, mo3apaBieHus, IpeIoKeHHs O COTPYAHHUYECTBE).

4.4. CocraB 10kyMeHTOB Opranuszanmuu

B nmearensHOcTH AY «HedTeroraHCKui IMOJMTEXHHYSCKUN KOJUICIK» 00pa3yroTcs
CJIEAYIOLINE BUIBI JOKYMEHTOB:

Oprasan3anoHHO-NIPABOBbIE JOKYMEHTbI

- y4peuTeNbHbIe JOKYMEHTHI M COMYTCTBYIOIIAs UM JOKyMEHTALMS ",

- npoTokosbl HabnonaTensHOro coBeTa, a Takke yupeauTesneil 1 ydyacTHUKOB,

- IIOJIOXKEHUE O CTPYKTYPHOM ITOAPA3ACIICHUH,

- JOJDKHOCTHAs! UHCTPYKIIU.

OpraHu3anoHHO-PaCHOPSIANTEbHbIE JOKYMEHThI
- IpUKas,

- pelenue,

- pacropsiKeHue.

IlnanoBo-y4erHbie fokyMeHThI (ITY /1)

- Tpynosoii norosop,

- JlononHUTENBHOE COTIAIlIEeHHE K TPYAOBOMY JOTOBOPY,
- CornaieHue o COTpyJAHHUYECTBE,

- JloroBop Haiima >KHJIOrO MOMENICHUSI.

Pernamentupyromme 1oxkymenrsol (PI)

- IpaBuia,

- MIOJIOKEHMS,

- periaMeHT,

- MOPSOK,

- METO/MKA,

- paboyast HHCTPYKLIHS,

- IIporpamMMa pa3BHUTHS,

- KOJIJIEKTUBHBII IOTOBOP.
NudopmanuoHHO-CIPaBOYHBIE IOKYMEHTBI
- 3asBKa Ha BBIMIOJHEHHE pabOT/yciyT (3aKylka MaTeprana/OCHOBHBIX CPEJICTB),

3 CocraB ydpeauTebHbIX JOKYMEHTOB 3aBUCUT OT OPraHU3alMOHHOMN (OPMBI FOPHAMYECKOTO JIMIA; COCTABISIOTCS NPH
CO3JJaHUH IOPUMIECKOTO JINIIA.

4 CBU/IETENLCTBO O TOCYIAPCTBEHHOM perucTpanuu ropuaudeckoro muna (OFPH), cBUIETENbCTBO O HOCTAHOBKE HA yYET
B HanoroeoM oprane (MHH/KIIII), nokymenTsl, noareepxaarommue npasa AY «HedTeroranckuit moJuTeX HUIeCKUM
KOJUIEJI’K» HAa HMYIIECTBO.
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— 3asIBJICHUE,

— CITy>keOHBIC 3aIHCKH,

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

— JIOKJIaJ{Hasl 3aIIMCKa,

— OOBSICHUTENIbHAS 3aIHCKA.

4.4.1. Opranu3aniOHHO-NIPABOBbIE JOKYMEHTbI

Oprann3alliOHHO-TIPABOBbIE JIOKYMEHTHI SIBISIFOTCSI IPABOBOM OCHOBOM JAeSTENbHOCTH AY
«HedTreroranckuii MOMUTEXHUIECKUN KOJUIEIDHKY.

OpraHu3alOHHO-TIPABOBbIE TOKYMEHTBI SIBJISIOTCS OECCPOUYHBIMH, TO €CTh JEHCTBYIOT 10
IIOJIHOM OTMEHBI WM J0 YTBEPXKICHUS HOBOW BepcuH. VICKIIIOYEHME — IUTATHOE PAaCIHCAHUE
(pa3pabatbIBaeTcs M YTBEPXKIACTCS PYKOBOIUTEIEM OPraHU3aALUU €KETO/IHO).

Xpanenue B «lC: JIokyMeHTOOOOpPOT 8»: Tmamka BHYTPEHHHX JOKYMEHTOB
«Opranu3aliOHHO-TIPABOBBIE IOKYMEHTBI».

4.4.1.1. YupenureabHble JOKYMEHTHI M COIIYTCTBYIONIASI M JOKYMEHTAIIHS

VupenurenbHble TOKYMEHTBI® M COMYTCTBYIOMIAS MM JOKYMEHTAlUA® COCTABIAIOTCA MPHU
cosmannu AY «HedTeroraHckuii TMOJMTEXHUYECKUH KOJUICIK». B Xome AesITenbHOCTH B
yupeauTenbHble TOKYMEHThl MOT'YT BHOCUTBCS U3MEHEHMS U JIOTIOJTHEHUS.

Xpanenue B OyMa)XHOM BHJE B 3alUpaeMbIX MKadax, 00ECHEUMBAIOMIMX HX MOJIHYIO
COXPaHHOCTb, IPEJOXPAHSIONINX JTOKYMEHTHI OT MbUIM U BO3JCHCTBUS COJTHEYHOI'O CBETA.

4.4.1.2. ITporoxonsl HabmronatensHoro CoBera

Cocramustores u3 nognanku «IIpoextsi» manku «lIpotokossl HaGmonaTensHOro coBera»
KaK BHYTPEHHUI JJOKYMEHT 110 11a0JIoHY, BKIIOUeHHOMY B «1C: JJokyMeHTO000pOT 8».

IIponiecc cornacoBaHus MPOTOKOJA CTAPTYET aBTOMATUYECKH IIOCIE 3aKpbITHUS KapTOUYKU
JNOoKyMeHTa B mporpamme. CoriacoBaHHBI TPOTOKON OyIeT aBTOMATHYECKH HAlpaBiIeH Ha
YTBEP)KJICHHE.

[Iporokonom ¢ukcupyercs Xoa OOCYXAEHHS BONPOCOB U TPUHATUS pEIICHUH Ha
COBEUIAHUAX, COOpaHMIX U 3acenaHusx wieHoB HaGmonatensHoro cosera AY «Hedteroranckuit
MHOJUTEXHUYECCKUU KOJIEIK).

IIporokon cocraBigerca  «CekperapeM-IAeIONpPOU3BOIUTENIEM» WJIH  MHHLIHAATOPOM
COBEILlaHUsl HA OCHOBAHMH 3aIMCel, TPOU3BOIMMBIX B X0/1€ 3aceaHusl (COBEIaHus), U MaTepUaoB,
MOATOTOBJIEHHBIX JOKJIaJUUKaMHU.

[Tpotokon Gpopmupyercst B «1C: JokymeHTOOOOPOT 8» Kak BHYTPEHHUN JTOKYMEHT B IaIKe
«[IpoTtokomns» no madnony «IIpoTokomn».

OTBETCTBEHHOCTh 32 OpPraHU3aIMI0 COIJIACOBAHMS, YTBEPKICHUS U UCIOJHEHHUS MIPOTOKOJIA
Bo3zjaraercs Ha «Cekperapsi-Ienonpon3BOIUTENSD.

[Iporokonbl 3acemanuii uneHoB HaOmionarensHoro coBeta AY «Hedreroranckumii
HOJUTEXHUYECKUH KOJUIEDK» O(QOpMIISIOTCS B OYMaKHOM BUJAE JJIS IMOCIEIYIOIIEro XpaHEHMS.
bymakHas Bepcusi IpOTOKOJIa MOANUCHIBAETCS MPECENAaTENEM U CEKPETapeM COOpaHHUS.

B kapTouke mpoToKo1a yKa3bpIBaeTcs €710, B KOTOPOM OH OyJeT XpaHUThCA.

OpuruHansl  NPOTOKOJIOB  3acenaHuid  uieHoB  HaOmiogatenbHoro coBeta AY
«HedTreroranckuii MOJUTEXHUUECKUH KOJJIEIK» XPAHATCS y AMPEKTOpa KOJUIeKa M TOIJIeXkaT
nepesaye Ha apXMBHOE XpaHEHHE HE MO3JHEe YeM uepe3 OJUH TOJ IOCle 3aBEepIIeHHs] UX B

% CocTas yupeMTeNbHBIX JJOKYMEHTOB 3aBUCHT OT OPraHM3alMOHHON (JOPMBI FOPHIMYECKOTO JINIA.

® CBUIETENBECTBO O TOCYIAPCTBEHHOM perncTpanuu ropuaueckoro auia (OTPH), cBHETENBCTBO O MOCTAHOBKE HA yUeT
B HastoroBoM oprane (MHH/KIIIT), nokymenTsl, moarepskaatoimue npasa AY «Hedreroranckunii moimTeXHU4ecKHi KoJl-
JeJ» Ha UMYIIECTBO.
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JIEJIONPOU3BOJICTBE B YyCTaHOBICHHOM B AY «He]Teroranckuii MOJMTEXHUYECKUN KOJUIICIIK)
HOPSIZIKE.

[To pacnopsikennro nupektopa AY «HedTeroranckuil MoOMUTEXHUYIESCKHA KOJIIEHK» KOITHH
MIPOTOKOJIOB 3acenanuii wieHoB HabmonarensHoro coBera AY «HedTeroranckuii oJMTeX HHYECKUMA
KOJUIEIXK» MOT'YT MPEOCTaBISATHCS Ay IMTOPaM, TPEACTABUTENSIM HaI30PHBIX, KOHTPOIBHBIX U MHBIX
roCcyIapCTBEHHBIX OpraHoB. B aToM ciyuae komnus npoTtokoia opopmiisercs Ha OyMa)kHOM HOCUTEJIe
U 3aBepsieTCs MpeJiceIaTeIeM.

Xpanenne B OyMakHOM BHJE B 3amupaeMbiX Mikadax, 00eCneuyMBalOIIUX HX IOJIHYIO
COXPAHHOCTb, IPEIOXPAHAIOIINX JOKYMEHTHI OT MBI U BO3JIEHCTBHS COJHEYHOTO CBETA.

4.4.1.3. TlosioxeHUE 0 CTPYKTYPHOM HOJIpa3/IeICHUN

Cocransierca n3 nognanku «lIpoekTs» nanku «Opranu3aquoOHHO-IPABOBbIE JOKYMEHTB)
KaK BHYTpeHHHU NOKyMeHT «[loyojkeHue o mojpasaesieHur» 1o MadiioHy, BKIIoYeHHOMY B «1C:
JlokyMeHTO060pOT 8».

[TonoxxeHne 0O CTPYKTYpHOM TIOJAPA3JICICHUN SBJISICTCS OCHOBHBIM JOKYMEHTOM, Ha
OCHOBAaHMUU KOTOPOTrO JIEHCTBYIOT CTPYKTypHble mozpasnenenus AY «Hedreroranckuit
MOJIMTEXHUYECKUM KOJLIISIK.

[TonoxkeHrne MOMKHO CONEpKaTh YHUKaIbHBIA HAaOOp 3ahad U (GYHKIUH, UCKIHOYAIOIIUN
OyOmMpoBaHUsl C  JOPYTUMH  CTPYKTYpHBIMH  monpaszneneHusimu  AY  «Hedreroranckuii
MOJIMTEXHUYECKUM KOS,

[TonoxxeHre cocTaBisIETCS HA OCHOBE IOJIOXKEHUSI O BBIIECTOSIIEM Mojapazaenenun. He
JOTyCKaeTcsl BKIIOUEHHE HHpopMaluy, He ciuenywoomed u3 [lonoxkeHuss O BBIIIECTOSIEM
MOApa3/ICIICHUH.

[TonoxkeHue MOMKHO coAepkaTh TMOJHYIH0 HHpOpMAIMI0 000 BceX acmekTax ero
nesaTenbHOCTH. M3 comepskaHusi AOMKHO CIIEOBaTh OJAHO3HAYHOE OIpPEAENICHHE POJIM M MecTa
nonpaszeneHus B cTpykrype AY «HedreroranHckuit OJTUTEXHUYESCKUI KOS,

B INonoxeHusix He TOMyCKal0TCsl HEOTHO3HAUHBIE (DOPMYITHUPOBKHU, IIO3BOJISIFOIINE PA3TUIHOE
TOJIKOBAHUE UX COJIEP KaHUSI.

[TonosxeHune o CTPYKTYpPHOM MOAPA3ACICHUN COJIEPKUT CIAEAYIOMNE 00s3aTeIbHbIE Pa3 bl

— 0OIIKE MOJIOKEHHS,

— 1IeJIU U 33/1a4H,

— (¢yHKIUH,

— TIOJTHOMOYHS,

— B3aMMOCBSI3H,

— OTBETCTBEHHOCTb.

3ajaun, pelaeMble MOJpa3JeieHUEM, OJDKHBI OTpakaThb BCE BHJBI JICATEIBHOCTH
MO/Pa3/IeNIEHUs U COOTHOCUTBHCS C JOCTH>KEHUEM MOCTABIICHHBIX LIEJIECH.

Crenenp neTanu3alvy MpU TMEPEUUCICHUN 3a7ad MPEIoyiaraeT najbHEnIee pacKpbhITHE
METOJIOB U CITOCOOOB MX PEIICHHSI B BUJIE MTOCIIEOBATEILHOTO U3T0KEHUS (DYHKINHN MOApa3ICICHHUS.

DYHKIIUU TIOIpa3IeJICHUs TOJDKHBI B IMIOJTHOM MEpe PacKphIBAaTh KPYr O00sS3aHHOCTEH B BUJIE
KOHKPETHBIX JIEHCTBUI paOOTHUKOB, 3aKPEIUISIEMbIX 32 HUMU U CIYXKAIIUX CPEACTBOM JJIs PEIICHUS
MOCTaBJICHHBIX 3a]1a4.

dopmynupoBka GYHKIIUH TOKHA 00€CTIEYHTh BO3MOKHOCTH OIIEHKH KOHEYHOTO pe3ysibTara
JNEUCTBHUS M €T0 KauecTBa.

HNanpHeiiimass geranu3anuss (YHKIUH pPACKphIBAeTCSI B JODKHOCTHBIX HHCTPYKITUSX
pabOTHUKOB TO/Ipa3ICTICHUS.

4.4.1.4. lomKHOCTHAS MHCTPYKITUS

CocraBnsieTcs Ha KOKIYIO TODKHOCTD U3 moananku «lIpoexkter» manku «OpraHu3airoHHO-
MPAaBOBBIE JIOKYMEHTB» KaK BHYTPEHHHH [OKyMEHT MO MabloHy, BKIOYeHHOMY B «l1C:
JlokymMeHTOOO0pOT 8».
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JIOJDKHOCTHAsT MHCTPYKLHUSL SIBJISIETCSI OCHOBHBIM JOKYMEHTOM, B KOTOPOM OIPENEIIIeTCs
OpraHU3aI[MOHHO-TIPABOBOE MOJIOKEHHE pa0OOTHUKA U YCTAHABIUBAIOTCS TPAHUIIBI €70 TOJKHOCTHBIX
00s13aHHOCTEH, IPAB U OTBETCTBEHHOCTH.

JlomkHOCTHasT MHCTPYKIMS ¢opmupyercss Ha ocHoBe [lonokeHHss O CTPYKTypHOM
MOJpPA3/ICICHUN ¥ JETAIbHO DPACKPBIBACT COAEp)KaHUE 3afad W (YHKIHHA, ONpEAETICHHBIX IS
JAHHOTO CTPYKTYPHOT'O MOJpa3AeNieHus], B BUI€ JOHKHOCTHBIX 00si3aHHOCTEN pabOTHHKA.

JIOJDKHOCTHASI MHCTPYKIHS COJIEPKHUT CIIEAYIONIHE 00s3aTebHbIC pa3iebl:

— 00IIHE TONOXKEHHUS,

— JIOJDKHOCTHBIE 00s13aHHOCTH,

— TpaBa pabOTHHKA,

— OTBETCTBEHHOCTh PaOOTHHKA,

— KBaTM(UKAIMOHHBIC TPEOOBAHUS,

— ycioBus paboThI.

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

Xpanenne B «l1C: JlokymMeHTOOOOpOT 8»: mamka BHYTPEHHUX JIOKyMEHTOB
«Opranu3amoHHO-pacnopsauTenbHbie JokyMeHThl (OP])».

4.4.2.1. llpukas

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

[Ipuka3z u3gaerca pykoBomutenem AY «Hedreroranckuili MOTUTEXHUYECKUH KOJIIEIKY.
HeiictBue [Ipukasa pacrnpocrpansercst Ha aeareabHocTh AY «HedTeroranckuil monuTeXHnuecKui
KOJUIEK)» B LIETIOM.

ITo copepxaHMIO BBIACISIIOTCS PUKA3BI:

— 10 OCHOBHOM JI€SITENIbHOCTH,

— aJIMUHUCTPAaTUBHO-XO35HUCTBEHHBIE,

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

— 10 JINYHOMY COCTaBYy O IpueMe, IepeMEeIleHNH, YBOJIbHEHHH,

— O JIBIJKEHUU KOHTMHI€HTa 00y4aroIuxcs,

— 110 Y4eOHOIl 1eATeNbHOCTH.

[Ipuka3 BcTymaer B CHJIy ¢ MOMEHTa €ro MNOJNUCaHHWs M perucrpauuu. Jlara npukasa
oTtoOpakaercs B nojie «PerucTpaiioHHbIi HOMEp» y4ETHON KapTOUKU JTOKyMEHTA.

O3HakOMJIEHHE C NMPUKa3aMU MPOU3BOAUTCS MOJI MOAMKUCH MOCPEACTBOM O(OPMIIEHUS BU3BI
O3HaKOMJICHHs, BKIIoUaromien cioBa «C MpUKa3oM 03HAKOMJIEH(bI)», HHUIMAJIOB, (aMUINH JIHIIA,
JI0 CBEJICHUSI KOTOPOT'O JOBOAUTCS MPUKA3, TUUHOM MOAMKUCH, JaThl O3HAKOMIICHUSI.

Buza odopmnsercs Ha nuueBoid wiaM 00OpOTHOW cTopoHe mpukaza. [Ipu Oosbiiom
KOJIMYECTBE JIUL], MOJIEKALUX 03HAKOMIIEHHUIO, K IIPHUKa3y MOXKET MPUJIaraThCsl JUCT 03HAKOMIICHHUS
C IIPUKA30M.

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

O3HakOMJIEHHE C MPUKa3aMU 10 JIMYHOMY COCTaBYy PaOOTHHUKOB OCYILECTBIISIETCS B CPOKH,
ycTaHOBJIEHHBIE TpynoBbIM KoAekcoM Poccuiickont Penepanuu.

O3HakOMJIEHHE C TpUKa3aMH MO0 OCHOBHOM J€ATENbHOCTH, O Y4eOHOH AESITeNTbHOCTH U O
JBIDKEHUM KOHTHMHTEHTAa OCYIIECTBISIETCS IyTeM HANpaBiICHUs HUX DJIEKTPOHHOM KOMUHM Ha
O3HaKOMJICHHE COTpyAaHuKaMm koiemka depe3 «1C: Jlokymentoobopot 8». Ilocne momydenus u
O3HAKOMJICHHUS C AJIEKTpOHHON Komuel mpukaza B «1C: JlokymeHTO000pOT 8» pabOTHUK OJKEH
MOJIOMTH JUIsl 03HAKOMJICHHSI C OPUTHHAJIOM IIpHUKa3a He Mo3Hee TpeX pabouux JTHEell ¢ MOMEHTa ero
nonydenus: B «1C: JlokymeHTOO00pOT 8» (HE cuMTas BpeMEHU OTCYTCTBHUS paOOTHHKA Ha padorte
(oTIycK, KOMaHIUPOBKA, BpEMEHHAsI HETPYAOCIIOCOOHOCTH)).
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B ciiydae oTCyTCTBHSI BO3MOKHOCTH IOJIydeHHs] WH(pOpMAIMKA PaOOTHHUKOM TOCPEICTBOM
«1C: lTokymMmeHTO000pOT 8», yBEIOMUTh pAOOTHUKOB O HEOOXOAUMOCTH 03HAKOMJICHUS C IIPUKAa3aMHU
JIOJKEH PYKOBOJHUTEIb CTPYKTYPHOT'O IIOApa3IeIeHUs KOJUIEIKA.

4.4.2.2. Peluenue

CocraBngercs u3 noananku «lIpoekTel» MHanku COOTBETCTBYIOLIErO BUJA PEIICHUS Kak
BHYTPEHHHUH JOKYMEHT 110 11a00HYy, BKIFOYeHHOMY B «1C: JIOKyMeHTOOO0O0pOT 8».

Pemenue npuHuMaeTcst KOJUIeTHaabHBIM opraHoM AY «HedTeroranckuii monmTeX HIUeCKui
KOJUIEIK.

KosuternanbHblil OpraH IPUHUMAET PELICHUE B PAMKaX JEJIETUPOBAHHBIX €My IIOJHOMOYMMH,
KOTOpbIE 3a(h)MKCHPOBAHBI B TIOJIOKEHUU O KOJUICTHAIBHOM OpraHe, MpHUKa3ax U MHBIX BHYTPEHHHX
nokymeHtax AY «HedreroraHckuii MOIUTEXHUUESCKUN KOJUISIHK.

Pemrenns 3acegannii uwienos HaoOmronarensuoro u Ilemarornueckoro coBera, a TakKe 00IIEro
cobpanus koyuiektuBa AY «HedTeroraHckuil NOIMTEXHUYECKUH KOJUIEIX» BCTYIMAIOT B CHILY C
MOMEHTa  IIOJAIMCAaHUs  COOTBETCTBYIOIIETO  IIPOTOKOJA  IpEeACEeNaTesieM,  IPUCBOCHUs
PETUCTPALIMOHHOTO HOMEpa W NPOCTABJICHUS NaThl AOKyMeHTa. J[aToil pelieHus sBisieTcs Aara
NIPOBEICHUS 3aCeJaHMsI KOJUIETHAIBHOTO OpraHa, Ha KOTOPOM OHO OBLIO MPUHSITO.

Pemenus xosiernanbHbpIX OpraHoOB HE MOAJIEXKAT JAIbHEUILIEMY YTBEPKIAECHUIO TUPEKTOPOM
AY «HedTteroranckuii MOTUTEXHUUECKUI KOS

KoHTponb  WCHONHEHHMA  PEIIEHHH  KOJUIETMAJBHOTO  OpraHa  OCYUIECTBISIETCA B
YCTaHOBJICHHOM ITOPSIKE.

4.4.2.3. PactiopskeHue

Cocransercs 3 nognanku «I[IpoexkTe» nanku cOOTBETCTBYIOLIETO BUJIA PACHIOPSKEHUS KaK
BHYTPEHHUH TOKYMEHT 110 11a0i0Hy, BKIt0UeHHOMY B «1C: JIoKyMeHTOOO0POT 8.

Pacnopspkenme  umsmaercss  3amectutenieM  gupekropa AY  «Hedreroranckuit
HOJUTEXHUYECKUH KOJIJIEK» WU TIIaBHBIM OyXTajaTepoM.

Pacniopsxenus 3amecturens aupexropa AY «HedreroraHckuii MOMUTEXHUUECKUN KO
U3JAI0TCS B paMKax IIOJJHOMOYHUM, YCTAaHOBJIEHHBIX COOTBETCTBYIOIIMMH JOBEPEHHOCTSAMH,
NpUKa3aMUd U MHBIMH JIOKYMEHTaMU O €ro JEeSTeJIbHOCTH U HE MOTYT HPOTHUBOPEYMUTH MpPHKA3aM
mupektopa AY «HedTeroraHckuil MOJMTEXHUYECKUN KOJUIEIDK.

Pacniopsbkenust riiaBHOro Oyxrajirepa HU3JAlOTCS IO BOMpocaM OyXralTepcKoro yd4era,
HOpsi/IKa HAIOT000JI0KEHUS, OyXTralTepCKON M HAJIOrOBOM OTYETHOCTH.

IOpuanueckyto cumy pacnopsbkeHue MPUHUMAET MOCIIE €ro MOJIUCAHUS YTIOJTHOMOUYEHHBIM
aunoM u peructpanuu B «1C: JJokyMeHTO000pOT 8».

4.4.3. IlnaHoBO-y4eTHbIE JOKYMEHTbI

Xpanenue B «1C: JIokyMeHTOOOOPOT 8»: mamka BHYTPEHHUX J0KyMeHTOB «llmaHoBo-
YU€THBIE JOKYMEHTBI».

CocTaBirOTCS U3 AIIKA COOTBETCTBYIOLIETO BUA IOTOBOPA KAK BHYTPEHHUMN JOKYMEHT 110
mabnony, BkmrodeHHOMY B «1C: JIokyMeHTOO00pOT 8».

JloroBopHasi JOKYMEHTAallUsl PEryJIMpPYeT XO3SICTBEHHBIE M HWHBIE B3aUMOOTHOIICHHUS
CyOBEKTOB 3KOHOMUYECKON JESITEIbHOCTH.

K 10roBOpHBIM JOKYMEHTaM OTHOCSITCSL:

— Tumnosas ¢popMma JI0roBopa,

— JI0TOBOp, 3aKiatoueHHbIH AY «HedTeroranckuili moMMTeXHUYECKUH KOJUIEHK»,

— JIONOJTHUTEIBHOE COrJIallleHue K JO0roBopy, 3akitoueHHoMy AY «Hedreroranckuit
MOJINTEXHUYECKU I KOJIIEIIK»,

— Jpyrue JTOKYMEHTBI, CONpPOBOXKIAIOUIME JIO0ToBOp (crmeuuduxaius, HakjiagHas, cuer-
¢dakTypa, aKT BBIIIOJIHEHHBIX paldoT).
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4.4.4. Pernamentupyromue 10kymeHThl (P/)

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

Cocransrotcess u3 noananku «[Ipoekter» manku «Permamentupyrone gokymeHtsl (PJ1)»
KaK BHYTPEHHHUH JTOKYMEHT 110 mabJoHy, BKI0UeHHOMY B «1C: JIOKyMeHTOO00POT 8.

Pernamentupyromue nmoxkymentol (PI) ompenenstor (yHKIHMOHAIBHOE COAEpIKAHUE
nesrenbHOCTH AY «Hedreroranckuil mOMMTEXHUYECKUN KOJUIE/DK» B IEJIOM, €€ TOpa3/ieieHuil 1
PaOOTHHKOB.

4.4.4.1. llpaBuiia

[IpaBuna 3aKperuIsilOT yCIOBUA W KPUTEPUM BBINOJHEHUS ONEpalvid. Y CTaHABIMBAIOT
TpeOOBaHUS K MOMEILEHUSIM, PEKUMY TPy, BHEIIHEMY BUY, IIOBEJCHUIO U OOIICHUIO PAOOTHUKOB.

[TpumMepbl TOKYMEHTOB: npasuia mpyoo8o20 pacnopsaoKd, Npasuida 8e0eHus: meieg)oOHHbIX
nepe208opos, Npasuia 6edeHuss KACCO8bIX onepayull, npasuia eedeHus 0yxeanmepckozo yyemad,
npasuia NPOMUBONOACAPHO20 PeAHCUMA.

4.4.4.2. llonoxeHus

[Tonoxenne 00 0OBEKTE HEATETBHOCTH. B monokeHMH 00 O0O0BEKTE MeATETBHOCTH
uHpopMalua 00 oOIMX MpaBHIIaX PErjJaMeHTUPYEeMOTro Ipoliecca npeoliaasaeT HaJ YaCTHBIMU
IIPaBUJIaMU UX BBIIIOJHEHUS.

B kauecTtBe 00beKTa 1€ATEILHOCTH BBICTYMAIOT:

— MPOJYKT WM yciyra,

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

[Tonoxxenne 00 OOBEKTE MEATEIBHOCTH MOXET COJIEep)KaTh: Ha3HAuYeHHUE, MapaMeTpbl
(XapakTepUCTHKH),  OTPAaHUYEHUS, MOPSAAOK  (HOPMHUPOBAHH/MCIIONB30BAHUS,  (YHKIUU
COOTBETCTBYIOIIMX MMOAPA3ACICHUMN.

[TpumMepsl TOKYMEHTOB: MOIOJMCEHUEe O O0elonpou3soocmee, noaodiceHue ob YnpasieHuu
0eoumopcKoll - 3a00JICEHHOCMbIO,  NOJOJdCeHUe 00 YNpagieHuu ONnepayuoHHbIMU PUCKAMU,
Tlonoowcenue 06 opeanuzayuu 06paz0eamenbHO20 NPoyecca, NOI0NHCeHUe 0 Neda2o2uieckom cogeme
u m.o.

4.4.4.3. PernaMeHT

B mponenypax periaaMeHTHpYeMOro npoiiecca (onucaHue KOHKPETHbIX (QYHKIMMA, orepanuit
U JICHCTBHIA €r0 YIaCTHHKOB) 00s3aTENBHBIX [T IPUMEHECHUSI.

ITpumMepbl TOKYMEHTOB: nosoxcerue 0b oniame mpyoa pabomHuKo8 Kouneoxicd.

4.4.4.4. llopsanox

ITopsimox ycTaHaBIMBaeT MpaBHla OPraHU3ALKUU U IPOBEJCH Ul MEPONIPUSATUH C IEJIbIO
oOecredyeHnst TOCTYITHOCTH U OTKPBITOCTH HH(OPMAIIHK O AESITENFHOCTH KOJUIEKA, a TAK)Ke
npUMEHEHUs B pabore.

[Tpumeps! TOKYMEHTOB: nOPA0OK MOPAIbHO20 NOOWPEHUS, NOPAOOK OPaHU3AYUU U
npogedeHUs: 0eMOHCMPAYUOHHO20 IK3AMEHA U M.O.

4.4.4.5. Meronnka

Mertoauka packpbiBaeT MH(MOPMAIMIO O Coco0ax M CpPeiCTBaxX BBIMOJHEHHS KaKOH-IHOO
GbyHKIMM (omepanuu) cTauu mpoliecca.

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

4.4.4.6. PaGouas HHCTpYKIUS

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

ITpumMepbl JOKYMEHTOB: UHCMPYKYUs no 6600y 0okymenmos 6 «1C: JJokymenmoobopom 8,
UHCIPYKYUSA NO UCNONIb30BAHUIO DNIEKMPOHHOU NOONUCU.
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4.4.4.7. IIporpaMma pa3BUTHUS

[Iporpamma pa3BUTHS - 3TO BaKHEHIIUMN CTPATErHUECKUI JIOKYMEHT 0O0pa30oBaTEIbHOTO
YUPEKACHUS, NEPEXOASIIero (Iepenie/iero) B MHHOBAIMOHHBIN PEeXUM JKU3HEACATEIbHOCTH U
NPUHSBIIETO 32 OCHOBY MPOTPAMMHO-IIEIIEBYIO UJICOJIOTHIO Pa3BUTHSL.

4.4.5. Uu(popmaninoHHO-CNIPABOYHbIE JOKYMEHTbI

XpaHeHWe ~ BHYTPEHHHX  WH(QOPMAIMOHHO-CIPAaBOYHBIX  JOKyMeHToB B  «IC:
JlokyMeHTOOOOpOT 8»: mamka BHYTPEHHUX JOKYMEHTOB «/H(pOpMaLMOHHO-CIIPABOYHbIC
JIOKYMEHTBI.

CocTaBisIFOTCS M3 TAlKd COOTBETCTBYIOIIETO BHIa HWH(POPMAIMOHHO-CIIPABOYHOTO
JOKYMEHTa KaK BHYTPEHHUH TOKYMEHT 110 mabaony, BKIoueHHOMY B «1C: JIokyMeHTOOO0pOT 8.

4.4.5.1. 3asBKa Ha BBINOJIHEHUE PAOOT/YCIYT (3aKylKa MaTepraia/OCHOBHbBIX CPE/ICTB)

3asiBKa Ha BBIMOJIHEHUE PA0OT/YCIIYT_COACPKUT MPOCHOY pyKoBOIUTENO0 AY
«Hedreroranckuii MOMUTEXHUISCKUN KOJUISIDK» OT PYKOBOJIUTEISI CTPYKTYPHOTO MOJIPA3ICICHUS O
3aKyIKe MaTepHuajIoB, 000PYAOBaHUS, 3aKIIOUYSHUHN JTOTOBOPOB, BhIJAaU€ CO CKJIaJa MaTepHUAIbHBIX
EHHOCTEH U T.1.

3asBKa Ha BBIIIOJHEHHE PA0OT/yCIyT OTHOCHTCS K JOKYMEHTaM I10 X035HCTBEHHON
JeSITeIIbHOCTH KOJIJISIDKA.

3asBKa Ha BBINIOJIHEHHE paboT/ ycyT (3aKynKa MaTeprasia/OCHOBHBIX CPEICTB) OhOpMIIETCS
cocraButeneM B «1C: JokyMeHTOOOOpPOT 8» Kak BHYTPEHHHH JOKYMEHT B Mamnke «3asBKa Ha
BBITIOJIHEHHE Pa0OoT/ycayr (3aKkylnka MaTepralia/OCHOBHBIX CPEJCTBY IO MalioHy «3asBKa HA ....»
BBIOPATh U3 MPEAIOKEHHOTO CITUCKA.

B ydeTHo#1 kKapTOUKEe HEOOXOIUMO 3aTIOTHUTH:

— none «HaumeHoBaHueY,

— OMHCaTh MPOU3BOACTBEHHYIO HEOOXOIMMOCTh 3aKyIKH/YCIIYT,

— yKazaTh CyMMY 3aKyIKH/yCITyTH

K 3asgBKke HYXHO TMPHUKPENUTHh JIOMOJIHUTENbHBIE (aiinbl, TEXHHUECKOE 3aJlaHHe,
XapaKTePUCTUKU U T.1.

[Tocne 3aKkphITHS yYETHON KapTOUKH M BCEX MPHIIJIOKEHHBIX (ailjIoB 3asBKA HA BBHITIOJHEHHE
3aKyNKy/yciyru OyAeT aBTOMaTHUeCKH HalpaBlieHa B 00pabOTKy U Ha corjlacoBaHue B (prHaHCOBO-
HYKOHOMHUECKYIO CITYKO0Y, 3aTeM Ha YTBEPKIACHUE M PETUCTPAIIHIO.

4.4.5.2. 3asBneHue

3asiBieHUE CONEPKHUT MPOCchOy pykoBomutento AY «Hedreroranckuii MOTUTEXHUYECKUN
KOJIJIEJK» OT UMEHHU paboTHUKA. OTHOCUTCS K TOKyMEHTaM I10 KaJpOBBIM BompocaM (0 MpHeMe Ha
paboty, 00 YBOJIbHEHUH, O TIPEIOCTABICHUN OTITYCKA).

3agBneHne Ha oTmyck odopmisiercss cocraButeneM B «1C: JIokyMeHTOOOOpOT 8» Kak
BHYTPEHHUH JTOKYMEHT B TManke «3asBICHHUS HA OTITYCK» IO MabIoHy «3asBICHNAE Ha OTITYCKY.

B yuetHoI1 kapTOUKe HEOOXOIMMO 3aTOJIHUTH!

— tonne «HamMmeHoBanme»,

— TMPWIOKEHHBIN (ailn «3asBIeHue».

[Tpr HEOOXOAMMOCTH K 3asBICHHIO MOXXHO TNPHKPENUTH JIOTOJHUTENbHBIE (aiiibel. Bee
JIOTIOJTHUTEIbHBIE (PaliiIbl TOJKHBI OBITH ONMHUCAHBI B TeKCTE (aiina «3asBieHre Ha OTIYCK» WM B
nosie «Kpartkoe comepkaHue)» YIeTHOW KapTOUKH.

ITocne 3akpbITHsS Y4ETHOW KapTOUYKM M BCEX MPHUIIOKEHHBIX (DailioB 3asBiIeHHE Ha OTITYCK
OyZeT aBTOMATWYECKH HANpaBJICHO HA COTJIACOBAHWE JIMHEHHOMY pPYKOBOJIUTENIO, 3aTeM Ha
yTIBEepXKJIeHHEe U peructpauuto. [locae perucrpanuu 3aspieHus Oy1yT aBTOMAaTHYECKH MOCTABICHBI
3amaun Otneny kaapoB U byxranrepun ams ydera OTIyCKa M BBITUIATHI JICHE)KHBIX CPE/ICTB.

4.4.5.3. Cny>xeOHast 3amucka

CocraBnsieTcs Kak BHYTPEHHUN MOKyMEHT 3 manku «CiaykeOHbIe 3amuCKuy» MO Ma0IoHy
«CrnyxeOHas 3aITuCcKa.
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CayxeOHast 3anucka sBisieTcs: GopMOi BHYTPEHHEH MEPENnncKy U COAEPKUT 00CTOSTETbHOE
U3JI0KEHNE KaKOro-aubo BOIpOca ¢ BBIBOJAMHU M IPEUIOKEHUsIMH cocTaBuTelss. Ha ocHoBaHuu
NpeCTaBICHHON HH(POPMALIUK MOTYT IPUHUMATHCS YIPABICHYECKHE PEIICHHUS.

B yueTHOIl kKapTOUKe HEOOXOIMMO 3aIIOJIHUTH!

— mnoiae «HaumeHoBaHue,

— mpuioxeHHbI (aiin «CiyxeOHast 3aITuCcKa;

[Tpu HEOOXOAMMOCTH K CIYKEOHON 3alMCKe MOXKHO MPHUKPENUTD JOMOIHUTENbHBIC (Daiiibl.
Bce nononnuTenbHble (Gaiibl 10KHBI ObITh OMMCaHbI B TeKCTe (haitna «CiayxeOHas 3anucKa» Win B
noisie «KpaTtkoe copepxaHue» yueTHOM KapTOUKH.

Tekcer cimyxeOHOM 3aIMCKH MOXKET COCTOSITh M3 JABYX YacTei. B mepBoi yactu u3mararotcs
(dakThl WM COOBITHS, TOCITYKHUBIINE MOBOJAOM K HAIMCAHHUIO 3aIHMCKH, BO BTOPOHl — BBIBOJBI U
IPEUIOKEHUST O KOHKPETHBIX JEeHCTBHUAX, KOTOpblE, 10 MHEHHIO COCTaBHUTENs, HEOOXOIUMO
NPEINPUHSTH B CBS3H C U3JI0)KEHHBIMH (PaKTaMu.

Ilocne 3akpbITHA y4yeTHOM KapTOUKHM W BCEX NPUIIOKEHHBIX (aillloB ciayxkeOHas 3amucka
OyJeT aBTOMAaTHMYECKM HAIpaBlieHA HA COIJIaCOBAaHUE JIMHEHHOMY PYKOBOJWTENIO, 3aTéM Ha
pPacCMOTPEHHE U PETUCTPALUIO.

4.4.5.4. Ciiy)xeOHas 3amucka (CTUMYJIAPVIOIME BBIILIATHI)

CocraBisieTcss Kak BHYTPEHHUH HOKYMEHT U3 nanku «Ciy:keOHble 3alMCKH» MO 1abJIoHy
«CiyxeOHas 3aniucKa (CTUMYJIHUPYIOINE BBITLIATHI ).

CayxeOHast 3anucka sBisieTcss GopMoii BHYTPEHHEH MepernucKu U COAEPKUT 00CTOSITENbHOE
U3JI0’)KEHUE KaKoro-1u0o BOIpoca C BBIBOJAMH M NpEAJIOKEHUsIMU cocTaButens. Ha ocHoBanuu
IPEeCTaBICHHON HH(pOPMALUK MOT'YT IPUHUMATHCS YIPABICHYECKHE PELICHHUS.

B yueTHOI1 kKapTOUKE HEOOXOIMMO 3aTIOJTHUTH!

— none «HanmeHoBanue»,

— MpuIoKeHHbIN Qaitn «CiyxeOHas 3aMucKay;

ITpu HEOOXOIUMOCTH K CIyKeOHON 3amMCKe MOXKHO MPUKPENUTh JOMOJIHUTENbHbIE (Dalibl.
Bce nononnuTenbHbIe Qailiibl JOMKHBI ObITh OMMCAHBI B TeKCTe (aitna «CiyxeOHas 3anicKay Wil B
noisie «KpaTtkoe conepxaHue) yueTHOM KapTOUKH.

TekcT cayxeOHOM 3aMCKH MOXET COCTOSATh U3 JBYX 4yacTei. B mepBoii yactu u3nararorcs
(bakThl WM COOBITHS, MOCTYXHUBIIME MOBOJOM K HalMCAHHWIO 3alMCKH, BO BTOPOMl — BBIBOJBI U
IPEJJIOKEHUSI O KOHKPETHBIX JEHCTBUSX, KOTOpHIE, [0 MHEHHIO COCTAaBHUTENS, HEOOXOAMMO
NPEANPUHATH B CBSA3U C U3JI0)KEHHBIMH (DaKTaMu.

[Tocne 3akpbITHsT y4ETHOH KapTOUKM M BCEX IMPHIIOKEHHBIX (DaiyioB ciry’keOHas 3amucka
OyzeT aBTOMATHYECKH HalpaBleHAa Ha COIJaCOBaHHE JIMHEHHOMY pPYKOBOJUTENIO, 3aTeéM Ha
paccMoTpeHHe B (PMHAHCOBO-3KOHOMMUECKYIO CIIY>KOy M PErUCTpaltIo.

4.4.5.5. JloksagHas 3anmcka

CocraBnsercs Kak BHYTPEHHUI JOKYMEHT M3 Manku «J{oKianHble 3alucKu» Mo IabIoHY
«/loxnanHas 3anucka».

JloxnamHast 3anucka sBisieTcsi GOpMoil BHYTPEHHEH MEPETUCKU U COAEPKUT 0OCTOSITEIIBHOE
U3JI0KEHHE KaKOro-InO0o HapylIeHHs! C BBIBOJIAMU U MPEJIOKEHUSAMH cocTaBuTend. Ha ocHoBaHuu
MpeJICTaBICHHON MH(OpPMAllMU MOTYT MPUHHUMATHCS YIPABIEHYECKUE PEIICHHS O IPHUBIICYEHHH
BUHOBHBIX K AUCLUIIIIMHAPHON OTBETCTBEHHOCTH.

B ydeTHoi1 kapTOUKe HEOOXOIMMO 3aTIOTHUTD:

— none «HanmeHoBaHue»,

— TpuIoXKeHHbIH (daitn «/lokiagHas 3anuckay;

ITpu HEOOXOIMMOCTH K JIOKJIAJHOM 3alMCKe MOXKHO MPUKPENHUTh JONOJHUTENbHbIE (haibl.
Bce nononauTenbHbIe (haliiel TOJDKHBI OBITH OMMCAHBI B TEKCTE daiina «JlokmaaHas 3amuckay uim B
nosie «KpaTtkoe conepxaHue) yueTHOM KapTOUKH.
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TekcT AOKIagHOM 3alMMCKU MOKET COCTOSITh M3 JIBYX 4acTeil. B mepBoi yacTu W3iararorcs
(bakThl WK COOBITUS, MOCTYXHUBIINE MOBOAOM K HAalMCaHUIO 3aIMCKH, BO BTOPOH — BBIBOJBI U
NPEUIOKEHUS] O KOHKPETHBIX JEHCTBUAX, KOTOpPbIE, 10 MHEHHUIO COCTaBUTEINs, HEOOXOIMMO
HPEINPUHATD B CBA3U C U3JI0)KEHHBIMH (DaKTaMHu.

[Tocne 3aKkpbITHA YY4ETHOM KapTOUYKM W BCEX MPUIIOKEHHBIX (aillloB ciayxkeOHas 3amucka
Oyzer aBTOMAaTHYECKM HAlpaBlI€HA Ha COIJIaCOBAaHHE JIMHEHHOMY pPYKOBOJUTENIO, 3aTe€M Ha
PacCMOTPEHHUE U PETUCTPALIMIO.

4.4.5.6. OObsicHUTENBHAS 3alIUCKA

CocraBisieTcss Kak BHYTPEHHUH JOKYMEHT H3 nanku «OObsCHUTENbHbBIE 3alUCKU» IO
mrabaony «OObSICHUTETbHAS 3aITUCKaY.

OOpsicHUTENbHAS 3amMcKa sBiseTCsl (OPMON BHYTPEHHEH IEPENUCKH U COJIEPIKUT
00CTOSATENILHOE M3JIOKEHNE KAaKOTO-TM00 HAPYIICHHUS C Pa3bsCHEHHEM (aKTa HapyIIEHUs] KaKoro-
au0o nedcTBust MO0 Oe3zneiicTBUs cocTaBuTens. Ha ocHOBaHMM mpejacTaBieHHONW HH(pOpMaluu
MOTYT NPUHUMATBHCS YIPABICHUYECKHE PELICHUS O NPUBJICYEHUM BUHOBHBIX K JUCUUIUIMHAPHON
OTBETCTBEHHOCTH.

B yueTHOI1 KapTOUKE HEOOXOIMMO 3aTIOJTHUTH!

— none «HanmeHoBanue»,

— TpuoXKeHHbIH (aitn «OObSICHUTENbHAS 3aIHCKaY,

[Tocne 3aKpbITHS YIETHOM KapTOUYKU U BCEX PUIIOKEHHBIX (DaillIoB 00BSICHUTEIbHAS 3aIIHCKA
OyzeT aBTOMAaTHYECKM HalpaBlI€HA Ha COIJIaCOBAaHHE JIMHEHHOMY pPYKOBOJUTENIO, 3aTe€M Ha
PacCMOTPEHHUE U PETUCTPALIMIO.

5. HOPAAOK PABOTHI C OTAEJIBHBIMU BUJAMHU JTOKYMEHTOB
5.1. IToaroroBka OpraHu3aMOHHO-PACNIOPSAUTEIbHBIX JOKYMEHTOB
5.1.1. Oransl noaroroBku npoexra OP/{

ITonroroska npoekra OP/] BkiItoyaeT ciaenyroniye dTamnsl:

— H3YyYeHHeE CYyILeCTBa BOMpoca U cOOp HEOOXOAUMBIX CBEJCHUI,

— cocraBiieHue Tekcta mnpoekta OPJl wu3 coorBercTByromiero mabnoHa B «1C:
JoxymMeHTO000pOT 8»,

— coryiacoBaHue u yrBepxkaeHue npoekta OPJl ¢ ucnonb3oBanuem nporecca «O6paboTka
IIPUKa3ay.

[Ipoexktsr OPJ] Bcex BUIOB, a TakKe€ M3MEHEHMs] K HUM COCTABIIAIOTCS W3 IOJNANKU
«IIpoexTel» manku coorBercTByIOHiero Buaa OPJl kak BHYTpeHHUH JIOKYMEHT IO MIa0JIOHY,
BKIITOYeHHOMY B «1C: JIOKyMEHTOOO0pOT 8».

ITocne 3akpeiTust kaprouku OPJ] nokymeHT Oyner HampaBiieH Ha coryacoBaHue (1o
3a/laHHOMY MapIIpyTY, BKJIIOYas INHEHHOTO PYKOBOAUTENS ) M YTBEPAKACHUE JIUIY, OTBETCTBEHHOMY
3a €ro MOJAIHUCAHHUE.

JInst HampaBJIeHUS Ha COIVIACOBAHME NPHUKA3a C IPWIOKEHUEM YCTAaHOBUTE CBSI3b MEXIY
IPUKA30M U MIPUIIOKEHUEM K HEMY U 100aBbTE B CIIMCOK MPEAMETOB HYKHBIN BaM JJOKYMEHT.

5.1.2. TpeboBanus K cTpyKkType u coaep:xkanuio OP/{

Obs3arenpubiMu  pekBu3uTamMu OPJl sBistiorcs: HaumeHoBanue AY «Hedrteroranckuit
MTOJINTEXHUYECKUM KOJIIEK», HAUMEHOBAaHHWE BHUJAA JIOKYMEHTA, JaTa, PErUCTPALMOHHBIA HOMED,
MECTO COCTaBJIEHUS WJIM W3JIaHUS JOKYMEHTA, 3arojIOBOK K TEKCTY, TEKCT JOKYMEHTA, MOJIHCH,
OTMETKa 00 UCIIOJIHUTEINE, IPUII0KEeHUE (TIPU €ro HaJIUMYKH ), TUCT O3HAKOMIICHHSI C TPUKA30M.

Texct OP/] cocTouT U3 1ByX yacTei: KOHCTaTUPYIOLIEN U paCOPSAUTEIbHOM.

B xoncTaTupyromeit vactu gaetcsi 000CHOBaHUE PACIIOPSIIUTENBHBIX AeHCTBUN. B KauecTBe
000CHOBaHHUSA ACUCTBUI MOKET BBICTYIATh:

- HOPMATHBHBIN MPAaBOBOM aKT BBIIIECTOSIIETO0 OpraHa WM paclopsIUTeNIbHbIN TOKYMEHT,
paHee U3JaHHbIN OpraHU3alueH;
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- ¢opmynupoBKa menell M 3amad, CTOSANIUX Iepel OopraHu3anuei, onucaHue (akToB WIH
COOBITHIA, TOCTYKUBLINX MPUUMHON U3/1aHUs TPUKA3a.

OHa MOXET HaUMHATbCSI CJIOBAMMU «8 YelsiXy», «8 COOMBEMCMBUUY, 80 UCNOHEHUEe» U T. [I.

Ecmu OPJ/I n3naercs Ha OCHOBaHUM APYTOro JOKYMEHTa, TO KOHCTaTHPYIOIIas 4acTh OyaeT
coj/iepaTh HAUMEHOBAHUE ATOTO JIOKYMEHTa, €ro JaTy, HOMEpP U 3arojioBok. B yueTHo#l kapTouke
npoekta OPJ] nomkHa ObITh YCTaHOBJIEHA CBSI3b C JOKYMEHTOM-OCHOBAHUEM.

Koncratupyromyro dacte (mpeaMOyny) ONYyCKarOT, €CId COACpKAHHE JIOKYMECHTa HE
HY>KJaeTcs B MOSICHEHUH UM 00OCHOBAaHUH.

BBognas wacte npoektoB mnpuka3oB 3aBepuiaerca cioBoM INPUKA3BIBAIRO, kotopoe
MEeYaTaeTCsl C HOBOM CTPOKH MPOMHCHBIMU OyKBaMu 0€3 pa3psIKH C BBIICICHHEM IOYXHPHBIM
mpudTom uiu 6e3 BeIICIEeHUs OT a03alia, ocjae KOTOPOTO CTABUTCS IBOCTOUHE.

BBojHast yacTh MPOEKTOB PEILICHUI 3aBEPIIACTCS HA3BaHUEM KOJUIETHAIBHOTO OpraHa, ero
npuHuMarotiero, u ciosa PEIITNJL.

BBonHass dYacTh MPOEKTOB  pacCHoOpsDKEHHE, Kak MPaBUIIO, 3aBEPIIACTCS  CIOBOM
OBSA3BIBAIO, HO B HEKOTOPBIX CIyYasX B 3aBUCUMOCTH OT COJIEP>KaHUS pACHIOPSAAUTENHLHON YacTu
nokymeHnTa ciioBo OBSA3BIBAIO MosxeT OBITh OITyIIEHO.

PacniopsimutenbHas 4acTh COCTOUT U3 IYHKTOB, B KOTOPBIX M3JIAraloTCsl YIpaBJICHUYECKUE
petieHusl.

Ecnu pemieHne sBIseTCS OpraHU3allMOHHBIM («YTBEPAHUTHY, «CO3AATb»), B IYHKTE
pactopsANTEIILHON YacTH MpuKaza GOpMYyIUPYETCs caMo pelieHre 0e3 yKa3aHUs UCIIOHUTENCH U
CpoKOB ucnoigHeHHs. OpraHu3aldOHHBbIC PEHICHHS BCTYMAlOT B CHUIY C JaThl MOANUCAHUS U
perucTpalfy MpuKasa.

Ecnu nyHKT QpopMynupyeT nopydeHue, B HEeM yKa3bIBaeTCs:

- IOPYYECHUE;

- HCTIOJTHUTENh (MCTIOJTHUTEIH );

- CPOK HCIIOJTHEHUS IOPYUCHHS.

Ecim  ympaBneHueckoe — JIE€WCTBME — MpenAnoiaraeT  KOHKPETHOIO  HCIOJHUTEN,
COOTBETCTBYIOIIMI MYHKT JIOJDKEH HAYMHATHCS C YKa3aHUsS JIOJDKHOCTH U (paMUJIUU HCTIOTHUTEIIS
(MHMIIMAJIBI B TEKCTE CTaBATCS MOcie (aMUINK) B 1aTEIHbHOM MaJiexke sl IPUKA30B U POIUTEIHHOM
— s pacniopsbkeHuit. Eciu B kadecTBe HCTIOJNHUTENS yKa3bIBA€TCs IMOJpa3eieHue, TO Tocie
Ha3BaHUS TOJpa3feNieHHus] B CKOOKaxX ykas3bpiBaeTcs (GaMuius PYKOBOJUTENS MOApA3JelieHUus B
WMEHUTEIILHOM TaJIeKe, Hanpumep:

IMPUKA3BIBAIO:

1. 3aBenyromemy xo3siictBoM Paxmatymuny A.P. B cpok no 18.03.2024 mnposectu
MHBEHTApH3ALHIO. ..

WIN

1. XossiictBennoit dactu (Paxmarymuny A.P.) B cpok mo 18.03.2024 mnposecTH
MHBEHTapHU3alHuIo. . .

OBS3bIBAIO:

1. 3aBenyromemy xo3siicteoMm Paxmatynunay A.P. B cpok o 18.03.2024 pa3paborars. ..
WK

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

B mpukazax no 1M4HOMY cocTaBy (paMIINU, UMEHA U OTUECTBA MUILYTCS MTOJTHOCTHIO.

Ecnmu B pacnopsauTenbHOM JIOKYMEHTE€ HEOJHOKPATHO YHOTpeOsseTcsi, TO WM HHOE
MOHSTHE, HAMMEHOBAaHUE WJIU IE€PEUHCIeHHE Yero-aubo, TO MpPH MEPBOM YINOMUHAHUH OHO
IOPUBOANUTCS LIEJIMKOM, a B CKOOKaX YKa3blBaeTCs COKpALICHHOE Ha3BaHUE, HaIpuMmep:
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Ilpouszsoocmeennviii omoen (Oaree — I10), mocne 4ero ymorpeOnseTcss TOJIBKO COKpAIICHHOE
Ha3BaHUE.

Ecnu mpoekT pacnopsauTeNIbHOrO AOKYMEHTa OTMEHSIET MOJHOCTBIO WIIM YaCTHYHO paHee
U3JJaHHBIC JOKYMEHTBI, TO B TPEAINOCICAHEM ITYHKTE MPOEKTa PaCHOPSAUTEILHOTO IOKYMEHTA
HE00XO0/IMMO UX YKa3aTh.

Hanpumep:

3. [Ipu3Hath yTpaTUBIIMM CUJTy TIpUKa3 oT 25 ceHTs0ps 2021 r. Ne 555 «O06 yTBepx)aecHUU
[IpaBuit BHYTpPEHHETO TPYAOBOTO PACIIOPSIKAY.

B MMOCICAHEM IIYHKTE pacClnopsaguTCIIbHOIO JOKYMCHTA YKa3bIBACTCA HAWMMCHOBAHHC
AOJDKHOCTH JIMLa, OTBCTCTBCHHOI'O 3a €TI0 MCITIOJIHCHUC, C YKa3aHUCM (I)aMI/IJII/II/I 1 MHUIHUAJIOB.

Hanpumep:

4. KoHTpOJIb 32 UCIIOTHEHHUEM MPUKA3a BO3JIOKUTH HA 3aMECTUTEIS TEHEPAIbHOTO AUPEKTOpa
HBanoBa A.A.

B mnpukazax mo OCHOBHOM [EATEIbHOCTH JHUCT O3HAKOMJICHUS C TPUKA30M JOJDKEH
pacrmoiaraThcs mocje NPUIOKEeHHsI K PUKa3y (MpU ero HaTU4HH).

5.1.3. CoriacoBanue u yrBep:xaenue npoekros OPJ[

CornacoBanue npoekta OPJ] nmpousBoautcs B «1C:/Jokymentoo6opore 8». s kaxaoro
Buga OPJ] HacTpoeH miabIoH COIVIACOBAHUS, KOTOPBIM COJIEPKUT CIUCOK O00S3aTEIbHBIX
COTJIACYIOUIUX JIMII.

OO6s13aTebHBIME COTJIACYIONMMHE JHIAMHK ripoekToB OPJ] sBnsiorcs’:

— PYKOBOIMTEINb MOJIpa3eNieH s, B KOTOPOM HoarotosiieH npoekt OP/l;

— PYKOBOIHUTENW MOJpa3JelieHul, AeATeIbHOCTh KOTOPBIX 3aTparuBaeTcs COJEp:KaHueM
npoekra cornacyemoro OP/I;

— IOpUCT (Ha IPEMET COOTBETCTBHS MTOJTHOMOYHI U3/IaI0IIET0 JOKYMEHT JIUIIA COJICP KAHUIO
OP/1, a Take B 4aCTH OLIEHKH ITPABOBHIX BOIPOCOB, BOSHUKAIOIINX B CBSI3U C H3JAHUEM JIOKYMEHTA);

— «CexkpeTapb-1eT0TPOU3BOJIUTEIb) (Ha peaMET COOTBETCTBUSA HOpMam
JIeTIOTPOU3BOJICTBA U TpeOOBaHUSAM HacTosIIero [lomoxenus);

— I'maBubiit Oyxrantep (ecnm conepkaHue mnpoekTa cormacyemoro OPJl cBszano ¢
pacxo/JioBaHHWEM JEHEXKHBIX cpeacTB «Opranmzammu» win eciau  npoekt OPJl  comepxkur
MIpEANUCaHUE O IEHEKHBIX BHITIIATaX );

— OTBETCTBEHHBIH 3a KaJpOBYIO pa0bOTY (sl MPUKA30B MO JINYHOMY COCTaBY).

OTBETCTBEHHOCTh 3a MPABWIBHOCTh TMOpPSAKAa COTJACOBAaHUA U TOJHOTY CIHCKa
COIIACYIOUINX JIMI] HECET PYKOBOAMTENb CTPYKTYPHOTO MOJpa3jieieHUs-pa3padoTynKa MpOeKTa
OP/.

Cpox npopabotku mpoekta OPJl mocie OKOHYAaHHS HSTara COrJIaCOBaHUSI OMpPEIENsIeTCs ¢
Y4€TOM KOHEYHOTO CPOKa MOJATOTOBKHU JOKYMEHTA.

KoppekTHoe ucnosib3oBaHue TOTOBBIX MA0JI0HOB JOKYMEHTOB U 11ab0HOB TiporieccoB «1C:
JoxymeHnToo60poT 8» ontuMusupyet padoty ¢ OP ]I, moBbIaeT kaueCTBO JOKYMEHTOB M COKpaIaeT
BpeMsI Ha UX pa3paboTKy.

Yrepxkaenue npoekra OP/] mpousBoautcs B «1C: JlokyMeHTOO00pOT 8» B paMKax mporecca
«O0bpaboTka mpukaza» i gaaHoro suga OPJI.

bymaxnas Bepcus OPJ] moanexutT BHU3HPOBAHHUIO YIOJTHOMOUYEHHBIM NuIoM. [lepemauy
JIOKYMEHTa Ha MoAMNNCcaHue ocyliecTBisieT «CekpeTapb-1eI0npOr3BOAUTEIb.

T [epeuens coznacyrowux nuy modicem bvims CKOPPEKMUPOSAH NPU 6HEOPEHUU C YUEMOM OP2AHUZAYUOHHOL CIPYK-
mypbl RPOPeccuoHanbHol 06pa306amMenbHOU OPSAHUIAYUU.
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Buecenue ucnpasnenuii B yrBepxkaeHHblii OP/] 3anpemaercs.

[IpucBoenue  peructpanmonHoro  Homepa OPJl  mpousBomgutca — «CekperapeM-
nenonpouspogutenem» B «1C:JlokymMmeHTO000pOTE 8% MOCHE €ro COTJIacOBaHUS U YTBEPKACHUS TI0
3apaHee HACTPOCHHBIM mpaBuiiaM Hymepanuu. s OP/] Benercs ckBo3Hasi HyMepalus B Ipeaenax
KaJIEHIApHOTO I0J1a OTJAEJIBHO AJIs KaX 100 BUJa TIOKYMEHTA.

5.1.4, llyoaukamnusi, xpanenue u gocryn k OPJI

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

Opurunansubii  sx3emmusip OPJl  xpanutcs y «Cekperapsi-Aelonpou3BOAUTENS» B
COOTBETCTBUU C TpeboBaHUsAMU pazzena 7.3 Hacrosiero [lonoxenus.

Hoctyn x anektponHod Bepcuu OPJl ocyiiecTBiisieTcsi B COOTBETCTBUM C HACTPOMKaMU
noctyna B «1C: JIokyMeHTO000pOT 8», MPUCBOCHHBIMH IaIKe JAaHHOTO BUJIA JOKYMEHTA.

JloBenieHue yTBEPKIEHHOTO U 3apeructpupoBaHHoro OPJ] o cBeneHus 3aMHTEPECOBAHHBIX
aun,  ocyuiectisgercs «CekperapeM-IeJoNpOou3BOIUTENEM» B COOTBETCTBUHM C TOPYYCHHEM,
BBIIABAEMBIM B paMKaX KOMIUICKCHOTO mpoiecca «O0padoTka npukaza» /«O0paboTka pernieHus»/
«O06paboTka pacriopspkeHus» nporpaMmmsl «1C: JIokyMeHTO000pOT 8».

[lyOnukanusi TOKyMEHTa 3aKJIIOYaeTCsl B MEPEHOCE 3aperMCTPUPOBAHHOIO JIOKYMEHTA W3
nanku «[IpoekTbl» B mamnky MJaHHOTO BUAA AOKYMEHTa, Hampumep, [Ipuxassi no OCHOBHOLU
desmenvrocmu, Pacnopsiscenus enasnoeo oyxeanrmepa, Ilpomokonvl Habniooamenvno2o cogema uu
Unempykyuu.

[Tpu myOnuKau JOKYMEHTA CIIeIyeT OUUCTHTD «Pabouyro rpymiy» B KapTOUKe JOKYMEHTA.
B sTOM cnyyae qocTynm K IOKYMEHTY MOJIy4aT T€ MOJIb30BaTENH, KOTOPBIM MPEIOCTaBIEH JOCTY K
IAIKe C IaHHBIM BHUJIOM JIOKYMEHTOB.

5.1.5. KoHTpOJ/Ib U 0TBETCTBEHHOCTH 32 ucnojHeHue OP/[

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

@DaKTUYECKUI KOHTPOJIb HWCHOJHEHHUS BBINOJIHSAET JIOJDKHOCTHOE JIUIO, YKa3aHHOE B
HOCJIEAHEM ITYHKTE pacOPSAUTEIbHOTO JOKYMEHTa. DTO )K€ JIUIO JI0JKHO OBITh yKa3aHO B MOJE
«Ha xoHTposie» yueTHoW KapTouku mnpouecca «cnomnenune». Kak npaBuio (HO He 00s13aTENbHO),
KOHTPOJIb BO3JIaraeTcsi Ha YIMOJIHOMOYeHHoe nuio, usgaromee OPJl, u odopmisercs ¢pasoii:
KOHMPOIb UCHOJIHEHUS OCABTIAI0 3a COOOU.

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

Bcem koHTponupyomum aunaM goctynsa popma «Ha kontpone» B «1C: JlIokyMeHTO000pOT
8», B KOTOpPOIl OTpakeHa akTyaiabHasi HHQopMaIs 000 Bcex mpolieccax, MpeMeTax U JOKyMEHTax,
MIOCTABJIEHHBIX HA KOHTPOJIb.

JIOKHOCTHOE JIUII0, OCYLIECTBIIAOIIEE (PAKTUUECKUIM KOHTPOJIb, YIIOJTHOMOUYEHO CHUMATD C
KOHTPOJISL Tpolecc, MpeaIMeT WIM JOKYMEHT, a TaKkKe 3alpalinBaTh HHGPOPMALHI0O O XOJe
HCIIOJTHEHUSI.

KoHTpob CpOKOB MCTIOTHEHUS TPOBOAUTCS MyTEM €XKeTHEBHOr0 MOHUTOpHHTa Gopmbl «Ha
koHTpoJie» B «1C: JIokymMeHTOOO00pOT 8», B KOTOPOU BBIBOJSATCS 3aa4d, UCTEKAIOIINE HA 3aTaHHYIO
nary (ynpexJarolnii KOHTPOJIb), a TAKXKe Ha TeKYIYIO JaTy.

KonTponupyromuye via BIpaBe HapaBlATh HAIOMUHAHUS UCIOIHUTENSM U3 popmbl «Ha
koHTposie» B «1C: JlokyMeHTO060pOT 8».

OTtBercTBeHHOCTH 3a HcnosiHeHue OP /] Bo3naraercs Ha pyKOBOUTENEH COOTBETCTBYIOIINX
NOJIpa3/ieJIEHNH, KOTOPBIM MPEANUCHIBAETCS COBEPLICHNE AeMCTBUI 110 ncnonHennto OP/I.

OTBETCTBEHHBIC MCTIOTHUTENHN ToMy4daroT 3anauy «Mcmomaute» B «1C: JlokymMmeHTOO00pOT
8» 1 00s13aHBI B JICHb MOCTYIIJICHUS 33]]a4d PUHATH €€ K UCTIIOJHEHUIO, IPEANPUHATE BCe eUCTBUS
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JUIS KAueCTBEHHOTO WCIIOJIHEHHUS 3aJjayd B CPOK M CBOEBPEMEHHO HH()OPMHUPOBATH JIHIIO,
KoHTpoupymomee ucnoiaHenue OPJ[, o060 Bcex ciydasx ero BO3MOXHOTO HEHCIOJIHEHUS
(HEUCIIOJIHEHUS B YCTAaHOBJIEHHBIHN CPOK).

5.1.6. BHecenue usmMeHeHunii 1 ormeHa aeiicreus OPJ]

OcHoBaHMeEM JUIsl BHECEHUS U3MEHEHUH B AeiicTByromuii OPJI saBisercs:

— H3MEHEHHE pPeryaupyrolei cpepl (BHEMHUX 0(QULIHaIbHBIX HOPM),

— H3MEHEHHE BHYTPEHHUX O(QUIUAIBHBIX HOPM,

— W3MCHEHHE OpPraHMU3aIMOHHOW CTPYKTYypel AY «HedreroraHckuii MOJUTEXHUYCCKUN
KOJUIEIK», TepepacipeeneHie GyHKIni Mex a1y CTpYKTYPHBIMU TOJIpa3AesieHUsIMH,

— pe3yibTaThl MPOBEACHHBIX MPOBEPOK BHYTPCHHUMH W/WIIM BHEIIHUMH HAJ30pHBIMHU
OopraHami,

— HE00XOJMMOCTb aKTyaJIU3alMK PErJIaMEHTHBIX IOKYMEHTOB.

N3menenus wu gomonHenus B OPJ[ Moryr ObITh BHECEHBI YTBEPAUBLIUM  €rO
YIIOJTHOMOYEHHBIM JIUL[OM.

Jlnst nosHoM minn yactuaHoi ortmensl OP /I TpeGyeTcst co3aTh HOBBIM BHYTPEHHUMN JJOKYMEHT,
coJep KAl I3MEHEHUs U JonoiHeHus B aercTBytommii OP/l, u 3amyctuth npouecc «O0padboTka
MpHUKa3a o0 OCHOBHOM aeaTenbHocT» B «1C: JIokyMeHTO000pOT 8».

OP/I, yrBepknaronire u3MEHEHHs U onoyiHeHus B nerictByromme OP/] unu pernaMmeHTHbIC
JIOKYMEHTBI, B 00s3aT€NFHOM MOPSJIKE IODKHBI COAEpkaTh MOPYUYEHHUsS] HA TOJATOTOBKY HOBBIX
DIIEKTPOHHBIX BepCcUil, M3MeHseMbIx/nononaHseMbix OPJ/] mnm pernamMeHTHBIX JOKYMEHTOB JIJIst
pa3MeIleHUsT B COOTBETCTBYIOIMX IalKax CHpaBouyHHKa «BHyTpeHHHe pokyMmeHTb» «1C:
JlokyMeHnTo000poT 8» pazaena «JloKyMeHTHI U (hariiIbDy».

N3menenus B rekct OP/] opopmitsitores myrem nzganus HoBoro OP/] ¢ ykazaHuem Ha OTMEHY
JeCcTBUSL HEOOXOTUMOTO ITYHKTA U U3JI0KEHHUS €r0 B HOBOW PEIaKIIHH.

N3menenus B npunoxkenuss kK OPJl odopMistoTess oTaenbHBIM T0KyMeHTOM «3MeHeHus B
OP/1» B Bune npuinoxenust kK OPJl, BBoaseMy ero B eicTBHE.

N3menenusa B OP/] unu ormena npeiicteust OPJl oTpakaercst B KapTOUYKe COOTBETCTBYIOIIETO
OPJI co cceunkoit Ha OP/I, ero oTMEHSIOIIHIA.

5.2. [ToAroTOBKA JOrOBOPHBIX JOKYMEHTOB

5.2.1. Pa3pa6orka TunoBsix ¢opm aorosopos (TD/I)

Tumnossle popMbI 10roOBOpOB pazpadaThiBalOTCs JJOrOBOPHO-TIPABOBBIM OTJIEJIOM IO 3asiBKE
3aMHTEPECOBAHHOTO MOPA3/AEICHUS C LIEIbI0 YHU(DUKAIIMY BUIOB 1OTOBOPHBIX TOKYMEHTOB.

Pesynbrat yHHUKanUU:

— COKpallleHHue KOJMYECTBa MPUMEHSIEMbIX (OpM JIOTOBOPOB B paMKax OJHOTO MPOJYKTa/
YCIIYTH/BUJIA JESTETHLHOCTH,

— CHIDKEHHE PHCKOB UCIIOJIb30BaHUS HEYTBEPKICHHBIX ()OPM JI0TOBOPOB,

— aBTOMAaTH3alus NOATOTOBKU JOIOBOPOB,

— paloHaJbHas OpraHu3alys yuyeTa ¥ cucteMaTu3anuu GopM J0rOBOPOB,

— KOHTPOJIb COCTaBa MPUMEHsEMBIX (HOPM JJOTOBOPOB.

ABTOMaTH3aIUIO MOATOTOBKH JOrOBOPOB MO yTBep:kIeHHbIM Td/] obecrieunBaeT TeXHOIOT
nyTeM TmpoBeAeHus creaytomux onepanuii B «1C: JlokymeHToO0OpOT 8» Ha OCHOBaHUH
CONPOBOAUTENBHON TOKYMEHTALNN, TPWIOKEHHON K yTBepx)AeHHON TD/I:

— CO3Ja€T COOTBETCTBYIOLIMM BHJ JOTOBOPHOIO JOKYMEHTa B CIpaBOYHUKE «Buasl
JIoKyMeHTOB» pazaena HCH,

— cosnaet mabioH (aiina Ha OCHOBE TekcTa yTBepxkaeHHo TO/I,

— HacTpaMBaeT yCJIOBHUS MapLIpyTH3aluH,

— co3aaeT maboH BHYTPEHHETO JOKyMeHTa «JloroBop»,
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— Co3/1aeT MabJIOHBI TPOIIECCOB PA0OTHI, MPUBSI3aHHBIC K MA0JOHY BHYTPEHHETO JOKYMEHTA
«JloroBop» (coriacoBanue, yTBepKJIeHHE, UCTIOJTHEHUE TOTOBOPHBIX 0053aTEIBCTB U AP.),

— HacTpauBaeT MpaBuUja aBTOMATUYECKOTO 3allyCKa CO3JIaHHBIX IPOLIECCOB PalbOTHI ¢
JIOTOBOPHOM IOKYMEHTAIIUECH.

[[TabnoH noroBopa, co3AaHHbIN Ha OcHOBE yTBepkAeHHON TD/I, ¢ npunokeHuem madioHOB
¢baiioB U MPOU3BEACHHBIMI HACTPONKAaMU, IIOMEIIAETCS TEXHOJIOTOM B IMAIKy COOTBETCTBYIOUIETO
BUza goroBopa pasaena «llladmonsr nokymentosy cnpaBounuka HCU «1C: J1IokymMeHTOO00pOT 8».

NudopmupoBanue monb3oBareneii 0 Co3JaHUM HOBOTO IIa0JoHA JOroBOpa MPOU3BOIUT
TEXHOJIOT C UCII0JIb30BaHKEM Ipolecca «O3HaKOMIIEHUEY.

5.2.2. Co31aHne HOBOTO 10T0OBOpa

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

HoBplii 10oroBop co3naercs U3 HyKHOTO I1a0JI0Ha TOTOBOPa TUIIOBOM (POPMBI, IIPU 3TOM (aiii
JoroBopa Oy/IeT YaCTUYHO 3all0JHEH PEKBU3UTAMU JOKYMEHTA, K KOTOPOMY OH IpukperuieH. [locie
3aKpBITUS. KAapTOYKU JOTOBOpa JOKYMEHT OyAeT HampaBlieH Ha COIJIacOBaHHE M0 3aJaHHOMY
MapUIpyTy JUIsl IJaHHOTO JIOTOBOpa B paMkax mporecca «O0paboTka JOroBopa THIIOBOH (OPMEI,
3aTeM YTBEPKACHUE JIHILY, OTBETCTBEHHOMY 3a €T0 MOITHUCAHHE.

Ecimu npemnonaraercs pabora mo jgoroBopy, (opma kKoToporo Oblia IMONy4eHAa OT
KOHTpareHTa, TAaKOi JOTOBOP SBISETCS HETUNOBBIM. [lociie 3aKphITHS KapTOYKHU I0TOBOPA IOKYMEHT
OyJeT HallpaBJIEH Ha COIVIACOBaHHWE I0 33JaHHOMY MapIIpyTy JUIsl JJAHHOTO BHJIa HETHIIOBOI'O
JIoroBopa B pamkax mporecca «O0paboTka JoroBopa HETHIOBOM (OpPMBI», 3aTEM yTBEpIKICHUE
JIMILY, OTBETCTBEHHOMY 3a €r0 MOJAINUCAHUE.

5.2.3. OdopmiieHne OPUTHHAJIOB I0OTOBOPOB

OpurnHansl J0roBopoB, ohopMIIEHHBIE 0ojiee YeM Ha OJHOM JIMCTe, mpommBatoTcs. Ha
000pOTHOM CTOPOHE JOTOBOPA (B MECTE CIIMBKHU ) IPUKJICHBACTCS TUIOMOUPYIOIINIA INCTOK, KOTOPBIN
COJIEPIKUT:

— HaJaNmuCh (HaMeYaTaHHYI0 WMIU COCTaBIEHHYIO OT pykH) «[Ipomuto u mpoHymMepoBaHO
X MUCTOB (CTpaHHIL)»,

— ®UO 0TBETCTBEHHOTO COTPYAHUKA MPOGUIBHOIO MOIpa3esieHusl U €ro MOAINUCH,

— ®UO yrnomHOMOYEHHOTO JIMIIA U €TO MOJIIHUCh,

— ®UO yrnomHOMOYEHHOTO JIMIAa KOHTPAreHTa U €ro MOIUCh,

— OTTHUCK MeYaTy OpraHu3alum,

— OTTHUCK MeYaTu KOHTpareHTa (sl FOPUINIECKUX JIUIT).

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

JlaTolt 3aK/I04eHns 10TOBOpa CYMTAETCS JlaTa MOANKUCAHUS MTOCIIEHEN U3 CTOPOH AOrOBOpa
WM JJaTa TOCYAapCTBEHHOM PErUCTpaIK JOTOBOpa (€CIH JOTOBOP MOJJICKUT TAKOW PETUCTPALIUHN).

JlaToll 3akiroueHus JOroBopa MPUCOEAMHEHHUS CUUTAeTCs JlaTa, KOrja 3asBUTENEeM ObLIO
nepenaHo B «OpraHuzainyiooy» MOAMHUCAHHOE UM 3asBlIeHHWE (MHOW aHATOTUYHBIA JIOKYMEHT) O
MIPUCOCTMHEHUH K YTBEPXKIECHHBIM (OpMYJIsipaM, MpaBWJIaM M WHBIM CTaHIAPTHBIM (popmam, eciu
MHOE HE MPEelyCMOTPEHO 3aKOHOAATENbCTBOM Poccuiickoit depepaniuy Uiu yCIoBUSMH JIOTOBOpA.

MecToM 3aKII04eHHs T0TOBOPA CYMTAETCS MECTO €T0 MOIITUCAHUS YITOJTHOMOUYEHHBIM JIUIIOM.

5.2.4. lloagnucanne OPUTHHAJIOB 10TOBOPOB

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

CoTpynHUK TNpPOQWIBHOTO TOJpPA3AEICHUs TepeaaeT BCe OK3EMIUISIPbl  JI0roBOpa,
MOJMMCAHHOTO KOHTPAareHTOM, Ha MOJNHCAHUE YIMOJIHOMOYEHHOMY JIUIY (IOTOBOP TaKXKe MOXKET
OBITH CHaYasIa MOANKUCAH YIIOJTHOMOYEHHBIM JIMIIOM, a TIOTOM II€pe/iaH Ha MOANNCAHNE KOHTPATreHTY).
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[Tocne moamucanusi 1OroBopa yMOJIHOMOYEHHBIM JIMIIOM Ha BCEX JK3EMIUIApax JOroBopa
MIPOCTABIISIETCS OTTUCK TeYaTH OPraHU3aluy, U HEOOXOAMMOE KOJIMUECTBO IK3EMIUISIPOB JOTOBOPOB
nepeaaeTcsi KOHTPAreHTY, C KOTOPHIM OH 3aKJIFOYEH.

[lepenaya 3K3eMIUISIPOB OTOBOpa Ha MOJIMKCAHUE KOHTpareHty orpaxkaercs B JKypHaie
nepenaun «1C: JIokyMeHTOO00pOT 8.

PykoBonuTenu mnonpasiesieHuid, Ha KOTOPBHIX BO3JIOXKEHbI (PYHKIHMH IO IOJIrOTOBKE,
COTJIACOBAHUIO, PETUCTPAllMM M XPAHEHUIO JOTOBOPOB, a TAaKXKE YIOJIHOMOYEHHOE JMIO MpH
MOJMUCAaHUU JIOTOBOPOB HECYT IMEPCOHAIBHYIO OTBETCTBEHHOCTh 3a COOJIIOZCHHE TpeOOBaHMIA,
ycTaHoBJIeHHBIX [lonoxeHneMm.

5.2.5. Peructpauus 3aKk/J04Y€eHHBIX J0TOBOPOB

[ToanucanHbIl BCEMH CTOPOHAMH JOTOBOP TMOMJICKHUT 00s3aTesibHON peructparuu B «1C:
JoxymenToobopot 8». K kapTouke JOKyMEHTa JOJIKHBI OBITH MPUIIOKEHBI CKAHUPOBAHHBIE (haiIbl
dopmara PDF (mepBas u mocnenHssi CKaHHUPOBaHHBIE CTPAaHUIBI JOTOBOpa 0053aTElIbHO).
Peructpariuss 10roBOopoB IMPOM3BOAUTCS B paMmkax mporecca «OO0paboTka JOroBopa THUITOBOM
dbopMmbD / «O6paboTKa 10roBOpa HETUIOBON (OPMBIY.

[IpucBoeHre perucTpallMOHHOTO HOMEpa MOANHCAHHOMY JOTOBOPY IPOU3BOJIUTCS
cpenctBamu «1C: JlokymMeHTOO00pOT 8» B MOpsiiKe, OmpeneieHHOM MyHKToM 6.13. mo 3apanee
HAaCTPOCHHBIM ITPaBUJIaM HyMEPAILUH U YU€Ta.

5.2.6. YnpaBJ/ieHue 10roBOpamMu

5.2.6.1. XpaHEeHHE U UCTIOIH30BAHUE OPUTHHAIOB 3aKJIFOUCHHBIX JIOTOBOPOB

OpuruHanbl 3aKIIOYEHHBIX JOTOBOPOB C NPUIOKEHUSMU M CBS3aHHBIMH JOKYMEHTaMU
nepeaaroTcss B JIOroBOpHOUM OTAEN, T/I€ MOIIMBAIOTCS B COOTBETCTBYIOIIME JI€Nia W XPAHSTCS B
COOTBETCTBUU ¢ TpeboBaHusMU pazjaena 7 [lomoxxenus.

WNudopmanus o MecTe XpaHSHHUS OTPAKACTCSI COTPYTHUKOM JIOTOBOPHOTO OT/IeTIa BO BKJIAJIKE
«XpaHeHue» KapTOYKu JOroBOpa.

Brimaua opurumHajioB J0TOBOPOB MPOQUIBHBIM  TMOAPA3ACICHUSIM TPOU3BOAUTCS C
paspenieHus pykoBoauTens J[oroBopHOro otAena ¢ COOTBETCTBYMOIIEH OTMETKOM B JKypHaie
nepenaun «1C: JIokyMeHTOO00pOT 8».

OpurvHajibl  JOTOBOPOB  BBLAAIOTCA BO BPEMEHHOE IOJb30BAHME OTBETCTBEHHBIM
COTpYAHUKAM TpPOQPMIBHBIX TMOJpa3JeiICHUl Ha CPOK He 0Oojiee OJHOTO Mecsila M TOCJIE €ro
MCTEUYEHUS MOJIEkKAT BO3BpATY.

5.2.6.2. XpaHeHHUEe IEKTPOHHOM BEPCHUU 3aKITFOUYEHHOTO JIOTOBOPa

DneKTpoHHasl BepcHusl 3aKI0YeHHOro jaoroBopa xpanutcs B «1C: JlokymeHTOOO0pOT 8» B
BUJE KapTOUKU JOKYMEHTa C MPWIOKEHHbIMM K Hell ¢aitmamu ¢opmata MS Word u PDF B
COOTBETCTBYIONIEH BHAY JOTOBOpa mnoAamnanke nanku «J/loroBopsl» crpaBouHuka «BHyTpeHHHe
JIOKYMEHTBI» pazfena «JloKkyMeHThI u (pailiiby.

OTBETCTBEHHOCTh 32 XpaHEHHE SJEKTPOHHBIX BEPCHIl JOTOBOPOB M 3JEKTPOHHBIX 00pazoB
JIOTOBOPOB HECET OTBETCTBEHHBIN COTPYAHUK MPOPUIHLHOTO MOIpa3IeTIeHUsI.

JlocTyn K 3I€KTPOHHON BEPCUU 3aKJIFOUEHHOTO JJOTOBOPA OCYILECTBIIAETCS B COOTBETCTBUH C
HacTpoiikamu goctyna B «1C: JIokyMeHTO000pOT 8», MPUCBOCHHBIMU JOKYMEHTY.

5.2.6.3. Yder CBA3aHHBIX TJOKYMEHTOB

OTBETCTBEHHBIM COTPYAHUK MPOGUIBLHOTO TMOAPA3ACICHNUS] YYUTHIBACT CBS3aHHBIE C
3aKJTIOYEHHBIM JIOTOBOPOM JOKYMeHTHl cpeactBamu  «1C: JlokymMeHTOOOOpOT 8» myTeM
MIPOCTABJICHUS] COOTBETCTBYIOIIEH OTMETKM B KAapTOYKE 3aKIIOUYEHHOTO JOTOBOpa O HAIMYUU
CBSI3aHHBIX JIOKYMEHTOB.

Bce cBsi3anHBIE TOKYMEHTHI, O0pa3yrolIuecs: B MEpUOJ ACUCTBUS JOTOBOPA, JOJDKHBI OBITH
MPUBS3aHbI B KapTOUKe 3aKItoueHHOTro jJoroBopa cpeactBamu «1C: JIokyMeHTO000pOT 8» myTem
3aTOJTHEHHUS CTIMCKA CBA3aHHBIX JOKYMEHTOB B KAPTOUKE JIOTOBOPA.
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5.2.6.4. YupapieHue CpOKOM JCHWCTBUS JIOTOBOPA

OTBETCTBEHHBIN COTPYAHUK MPO(UIBHOTO MOApa3AeIeHUs BENET Y4eT CpoKa AeHCTBUS
3aKIJIFOYEHHOTO JToroBopa cpeactBamu «1C: JJokymeHTO000pOT 8»:

— yKa3blBaeT JaTy Hayajua U 1aTy OKOHYaHUs AEHCTBUS JOrOBOpA WM IPUCBAUBAET IPU3HAK
«beccpouHbIil» B KapTOUKe 3aKIF0UYEHHOIO J0r0BOPa;

— 3anoyHsAeT peKBU3UT «IlOpsIOK MPOICHUS», BapUaHTAMU KOTOPOT'O MOTYT OBITh!

HE IpoAJieBaeTcs (HalpuMep, MOKYIIKa HEBUKUMOCTH);

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

aBTOMATHUYECKOE MTPOJIEHHE (JI0TOBOPBI, IPENYCMATPUBAIOIINE aBTOMAaTUYECKOE ITPOJVIEHNE
I10 COTJIAILICHUIO CTOPOH); aBTOMATHYECKOE ITPOAJICHHE MOXKET OBITh YCTAHOBJICHO HA ONPE/IEeIEHHBIN
CPOK: TOJ1, KBapTaj, MecsIl, 0€CCPOYHO U T. 1.

IIpu HacTpoiike mnpu3HaKa «ABTOMaTHYECKOE IPOUIEHUE» CPOK IEUCTBUS J0roBopa
ABTOMATUYECKU HM3MEHSETCS MPH 3aKII0UYEHUU JIOMOJHUTEIBbHOIO COTJIAllleHUs, MPU JTOCPOYHOM
pacTOpKEHUH JI0rOBOPA, IPU UCTEUEHUHU U3HAYAJIbHO YCTAaHOBJICHHOTO CPOKA ACHCTBUS.

OTBETCTBEHHBIN COTPYAHHUK MPOPHILHOTO MTOAPA3ACTCHHS TOTYIAET IO IIEKTPOHHOM 1MOUTE
aBTOMAaTHUYECKUE YBEIOMIICHUS O MPOJUIEHUH CPOKa I0roBOpa (/17151 3TOr0 OH JAOJIKEH OBITh YKa3aH B
nojie «OTBETCTBEHHBII» KapTOUKM JIOroBopa). Ecium A0roBop He MOMIEKUT JajbHEHIen
IPOJIOHTAIMH, TO CIIOCO0 MPOJUIEHUS 10roBopa u3MeHsercs Ha «He npoaneBaTby.

5.2.6.5. Yder cymMmBbI 1oTOBOpa

OTBeTCTBEHHBIN COTPYAHUK MPO(UIBHOIO MOAPA3JEIEHUS BEAECT y4eT CYMMBI JI0rOBOpa
cpeactBamu  «1C: JlokymeHtoobGopor 8» myreM 3amoiHeHuss mons «Cymmay B KapTOuyke
3aKJIFOYEHHOTO OTOBOPA.

VY4er cymMMBbl JOroBOopa BEJETCSI B BAIIOTE JI0rOBOPA, KOTOpask HACTPAaWBAETCS TEXHOJIOTOM
B pasaene «HopmatuHO-cripaBouHas uH(opMarus»®,

5.2.6.6. KOHTpOJIb MCTIOIHEHHSI TIOTOBOPHBIX 003aTEIbCTB U aHAIHN3 JIOTOBOPHOH pabOThI

VcnonHeHue OrOBOPHBIX 0053aTENbCTB OCYLIECTBISAETCS C MCMOJIb30BAHUEM IPOLIECCOB,
CO3/IaHHBIX BO MCIOJIHEHUE JOTOBOpA.

KoHTponb HCIOMHEHHS JOTOBOPHBIX 0053aTENbCTB BKJIIOYAET CPOKOBBIM KOHTPOJIb M
KOHTPOJIb KaueCTBA UCIIOTHEHHUSL.

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

Otuer «/loroBopsl» pazaena «JokyMeHTBl U (ailibl» COAEPKHUT CIEAYIOIINE BapHUAHTHI
NIPEJICTAaBICHNUS OTYETHBIX JaHHBIX:

— JMHaMHUKa KOJIMYECTBA 3aKJIIOUYEHHBIX JJOTOBOPOB,

— JMHaMHUKa CyMM 3aKJIIOUEHHBIX JOIOBOPOB,

— JIOTOBOPBI C MCTEKAIOLIUM CPOKOM JeHcTBUS,

— PacTOPTHYTbIE JOTOBOPHI,

— COIIPOBOJIUTENIbHBIE JOKYMEHTHI IO JOTOBOPY,

— CIHCOK 3aKJIIOYEHHBIX JIOTOBOPOB.

Otuer «/luHaMUKa KOJMYECTBA 3aKJIIOUYEHHBIX JOTOBOPOB) IMOKA3bIBAET KOJIMYECTBEHHBIE
TEMITbI PUPOCTA WIIM CHUKEHUSI 00beMa JI0TOBOPOB, 3aKII0UeHHBIX Opranu3saiyeit 3a mepuo.

Otuer «/I[MHaMHKa CyMM 3aKJIIOYEHHBIX JIOTOBOPOBY» MOKa3bIBAE€T CYMMAapHBIN MPUPOCT WIIN
CHIDKEHHE 00BEMOB JI0TOBOPOB, 3aKII0YeHHBIX Opranu3amueil 3a nepuo/.

8 Jlpyrue crniocoObl HACTPOIKH BATIOT yKa3aHbl B JOKyMEHTAIMU K CHCTEME HJIEKTPOHHOTO J10KyMeHToobopoTa «1C:/{o-
KyMEHTO0000pOT 8».
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Otuet «/l0roBOphI C HCTEKAIOIIUM CPOKOM JCHCTBUS» MOKA3bIBAET IOTOBOPHI, CPOK KOTOPBIX
UCTEKaeT B 3aJJaHHBIN nepuos (Omkaiiias HeAens, ciaeayromas Helels, CIeayoUil Mecs), 4YTo
MO3BOJISIET IPU HEOOXOIUMOCTH CIUTAHUPOBATH MPOLEAYPY MPOAICHHS JOTOBOPOB.

Otuer «PacTopruyThie 10roBOphI» MOKA3bIBAET MEPEYCHb BCEX PACTOPTHYTHIX HA TEKYIIYIO
JIaTy IOTOBOPOB.

Otuer «ConpoBoauTEIbHBIE TOKYMEHTHI [0 JOTOBOPY» MOKA3bIBAET CIUCOK JOTOBOPOB U
CBSI3aHHBIE C KaXIbIM M3 HUX JOKYMEHTBHI C BBIBEJICHHEM CYMMBI B BaIIOTE JOTOBOpa. AHAIH3
HAIU4YUsl HEOOXOIMMBIX JIOKYMEHTOB M HMX CYMM IIO3BOJISIET KOHTPOJHUPOBATH HCIOJIHEHHE
0053aTeNBCTB IO JOTOBOPY.

Otuer «CHHCOK 3aKIIOUYEHHBIX JOTOBOPOBY IOKA3hIBACT, KAK BCE ACHCTBYIOIIUE JJOTOBOPHI
Ha TEeKYIIYIO J1aTy, TaK U JOTOBOPHI, 3aKII0YCHHbIE B YKa3aHHBINA IEPUO.

3aBepIIeHHBI JOTOBOP TIEPEMELIACTCs OTBETCTBEHHBIM COTPYIHHKOM MPO(HILHOTO
nojipa3jielieHusi B MOAMAIKY «3aBepIllIeHHbIe» Manku «J{oroBope» crpaBouHuka «BHyTpeHHUHE
JOKYMEHTBI» pazfena «JlokymeHTsl u daitneny «1C: JJokymMeHTo0000poT 8».

5.2.6.7. PacTopykeHue JOroOBOPOB

OTBETCTBEHHBIN COTPYIHUK NTPOPHIBHOTO MOJPA3NEICHUSI OTPAKAeT CBEACHUSA O
pacTopkeHuu JoroBopa B moie «PacToprHyT» ydyeTHOW KapTOYKH JOKYMEHTa C YKa3aHUeM
OCHOBAHHUS PACTOPKEHUS TOTOBOPA (JIOTIOTHUTENBHOE COTJIANICHUE, PeIICHHE Cy1a U T. II.).

5.3. [ToaroroBka perjiaMeHTHBIX JOKYMEHTOB
[TpoeKThl permaMeHTHBIX JOKYMEHTOB BCEX BHJIOB, a TAKXKE M3MEHEHHS K HUM COCTaBIISIFOTCS
KaK BHYTPEHHHE JOKYMEHTHI U3 COOTBETCTBYIOIIMX IMaOMIOHOB monnanku «lIpoeKThl JIoKaabHBIX
HOPMATUBHBIX aKTOB» MaNKu «JI0KaJbHBIE HOPMATHBHBIC aKTh.

5.3.1. TpeGoBaHus K COiePKAHUIO PerIaMEHTHBIX JIOKYMEHTOB

ConepxatenbHasi 4YacTh pErJaMEHTHOTO JIOKyMeHTa odopmisieTcs B Buae (Hailiios,
MPUJIOKEHHBIX K YUETHBIM KapTOuKaM JTOKyMEeHTOB. Daiijibl CO3/1al0TCS MO TOTOBBIM Ia0JI0HaM M3
nanku «llabmons! daitnoB» cnpaBounuka «Daitae» mporpammsel «1C: JJokyMeHTOO00POT 8».

PernaMeHTHBINM AOKYMEHT MOJDKEH COJAEpKaTh MH(OPMALUIO O MOCIEAOBATEIHHOU IIETH
peanu3aium mporecca, OCHOBaHHOW Ha MPHYUHHO-CIICICTBEHHOHN CBSI3U, BKITIOYAS:

— Ppe3yNbTaThl K&KIOW BBIACIEHHON paboThI,

— MpUMEHSeMble i €€ BBINOJHEHUS MaTepualbHble OOBEKTHI U HEOOXOIUMYIO
uH(pOpMalHIO,

— TMpaBUJIa KOHTPOJIS (BXOJIHOTO, BHYTPEHHETO, BEIXOHOTO),

— KOHTPOJHUPYIOIINE JHIIA,

— UX JIEUCTBUSA B CIIy4ae HECOOTBETCTBHUS YCTAHOBJICHHBIM TPEOOBAHUSAM,

— OTBETCTBEHHbBIE UCTIOJTHUTENH,

— 0a3a (TexHOIIOTUYECKasi, HOpMATUBHAsI, METOIUYECKas),

— TMOKa3aTenu (BXOJHbIe, BHYTPEHHUE, BBIXOHBIE),

— JIOKYMEHTHI (BXOJIHbIC, BHYTPEHHUE, BBIXOTHBIC),

— HEOOXO0UMBIE PECYPCHI,

— KOMIIETEHIH ITepcoHara,

— TIEPUOJUIHOCTb,

— CpOKM Hayalla M 3aBepIIeHus padoT.

[Ipomecchl ciemyer OTAMYaTh OT (GYHKIHUK OTIACTBHBIX CTPYKTYPHBIX ITO/pa3ieieHHH,
KOTOPBIE OTHCAHBI B TIOJIOKEHUSAX O MOPa3ICICHHUSIX U JOJDKHOCTHBIX HHCTPYKIIUSAX paOOTHUKOB.

Kaxnmas ¢yHkmus momwkHa OBITH ONMCaHa B pa3pe3e €€ HWCIOJIHHUTENS, BXOIANIHX U
UCXOJALIMX JOKYMEHTOB, UCIOJIB3yEMOT0 MPOrpaMMHOI0 00eceueH s, CPeICTB KOMMYHHUKALIUU U
WHBIX JIAHHBIX, HEOOXOMMBIX TSI €€ BHITIOTHCHHSI.
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[lpy onwcaHuM  aBTOMATU3UPOBAHHBIX  (YHKIUA  yKa3aHWE  COOTBETCTBYIOIIETO
POTrPaMMHOTO 00ECIICUCHHS SBISAETCS 0053aTEIbHBIM.

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

5.3.2. TpedoBaHus K CTPYKTYpPe pPerjaMeHTHbIX JOKYMEHTOB

CTpyKTYypHBIMH 3JIEMEHTaMHU PETIIaMEHTHOTO JTOKYMEHTA SBIISIOTCS:

1) TUTYNBHBIN JHUCT,

2) OrJjaBICHHE,

3) oOIIKe MOJ0XKECHHS, COAEPIKaIIIHeE:

— 001acTh NPUMEHEHUS,

— TEpPMUHBI U ONIPECIICHN,

— COKpaIIeHHS,

— TIepeYeHb PoJIeH, YIaCTHUKOB Ipoliecca U uX (pyHKIUH,

4) OCHOBHBIC HOPMATHBHbIC MOJIOKEHUS (IPOLEAYPHI IpoIiecca),

5) 3aKIIOYUTEIbHBIC TOJIOKEHHS,

6) mepeucHb TOKYMEHTOB, Ha KOTOPBIC JAOTCS CChLIKH,

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

8) mpuIOKEeHHS.

TpeOoBaHMsI K HANOJHEHUIO PpA3leiOB COJAEPXKATCS B  COOTBETCTBYIOIIUX BUIY
pEerIaMeHTHOrO JIOKyMeHTa mabiaoHax (ailioB BHYTPEHHHUX JTOKYMEHTOB.

5.3.3. CoriacoBanue U yTBep:KIeHUE PerjiaMeHTHbIX JOKYMEHTOB

BBezenue B JelCTBHE PETJIAMEHTHOTO JOKYMEHTA MPOU3BOUTCS IPUKA30M PYKOBOIMUTEIIS.
[ToaToMy cornacoBaHHe M YTBEPIKACHHE MPOEKTa PErIIAMEHTHOTO JIOKYMEHTA MPOXOAUT B PaMKax
nporecca «O6padorka OP/] mo ocHOBHO# aesrensHOCTH» B «1C: JIoOKyMeHTOO00POT 8.

OO0s13aTeTbHBIMU COTIIACYIONIMMH JIMIIAMH IPOEKTOB PETJIAMEHTHBIX IOKYMEHTOB SIBIISTIOTCS

— PYKOBOIUTENb MOJpa3eieHus], B KOTOPOM MOATOTOBJICH MTPOCKT JJOKYMEHTA;

— PYKOBOIWUTENH MOJPAa3ACICHUM, JEATSIbHOCTh KOTOPBIX 3aTParuBacTcs COJCpIKAHUEM
MPOEKTa COTJIACYEMOTO JOKYMEHTA;

— «Cexkperapb-/1eJI0PONU3BOTUTEIb) (Ha npeaMeT COOTBETCTBUS HOpMaM
JICTIONPOM3BOICTBA U TPEOOBaHUSIM HacTosIero [lomoxeHus).

OTBETCTBEHHOCTh 3a MPAaBWIBHOCTh TOPSJAKAa COTJACOBaHMS W TOJHOTY CIIHMCKA
COTJIACYIOIIUX JIMI[ HECET PYKOBOJHMTENb CTPYKTYPHOTO MOJpa3JeiCHUsI-pa3paboTuyhKa MPOCKTa
PErJIaMEHTHOTO IOKYMEHTA.

Cpox 10paboTKH MPOEKTa PETIIaMEHTHOTO JOKYMEHTA ITOCIIe OKOHYAHUS 3Tala COTJIACOBAHHS
OTIpeIeTISIETCS. PYKOBOAMTENIEM Pa3paboTYHMKa JOKYMEHTa ¢ y4eTOM KOHEYHOTO CPOKa MOATOTOBKH
JOKYMEHTA.

VY TBepKACHHUE MPOEKTA PErIIAMEHTHOTO JOKYMEHTa npou3BoauTcs B «1C: JJokyMeHTO000pOT
8» TIyTeM HampaBJIeHHs COTJACOBAHHOIO TMPOEKTa JOKYMEHTa YIOJIHOMOUYEHHOMY JHILy C
UCTIOJI30BaHUEM TOTOBOTO MIA0JIOHA TTPOIIECCca YTBEPIKICHHS.

5.3.4. AKTyau3auus perJiaMeHTHbIX JOKYMEHTOB

AKXTyanu3aiys perjiaMeHTHBIX JOKYMEHTOB IPOBOJUTCS IYTEM BHECEHHUS HEOOXOIMMBIX
W3MEHEHHI ¥ JIONIOJHEHHUH B PETJIAMEHTHBIN JOKYMEHT JIM0O ITyTeM HM3JIaHWsl HOBOU ITOJTHON BEPCHUU
PErJIaMEHTHOTO IOKYMEHTA.

9.

® [lepeyeHb COrIACYIONIMX JIMIL MOKET OBITH CKOPPEKTHPOBAH TPH BHEJPEHUH C YUETOM OPraHM3alMOHHON CTPYKTYphI
npodeccroHabHOI 00pa30BaTeNIbHOI OpraHU3aLNH.
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OcHOBaHHEM JJIsl aKTYAJIM3alUU PErJaMeHTHBIX TOKYMEHTOB SIBJISIETCSI:

— W3MCEHEHHE PEryJIUPYIONIeH cpeibl (BHEITHUX OPHUITUATBHBIX HOPM),

— H3MEHEHHE BHYTPEHHUX OQUIUAIBHBIX HOPM,

— W3MCHEHHE OpPraHMU3aIMOHHOW CTPYKTYypel AY «HedreroraHckuii MOJUTEXHUYCCKUN
KOJUIEIK», IiepepacipeieieHie GyHKIUi MeXy CTPYKTYPHBIMU MOJIpa3esieHUsIMH,

— pe3yNbTaThl MPOBEACHHBIX TMPOBEPOK BHYTPCHHHMH W/WIIM BHEITHUMH HaJI30PHBIMU
opraHamd,

— M3MEHEHHE Ha3BaHMI MOJpa3/iesieHuii — y9aCTHUKOB IIpolecca,

— H3MEHEHHE TMpoUeAyp Ipolecca, BbI3BAHHOE ONTUMH3AIMEH  TEXHOJOTHMH U
aBTOMATH3aIMU IPOIIecca.

[Ipu cornacoBaHuy MU3MEHEHHI COTJIACYIOILIUE JIMIIAa BIIPaBEe BBIIBUTaTh 3aMEYaHUs TOJBKO
K aKTyaJIH3upyeMoil nH(pOpMAaIMK O MpoIiecce.

BHecenne u3MeHEHHMH B TEKCT pErVIAMEHTHOTO JIOKYMEHTAa OCYILIECTBISETCS IyTeM
no0aBICHMS/3aMEHBI/yIAJICHUST TICIMKOM pasJieNia, IMojpasjena, IyHKTa, TMOJIIYHKTa, ab3ara,
3JIEeMEHTa CIHUCKa, COKPAIICHUS, OTPEeNICHUs] TePMUHA.

[Ipn BHeceHMHM W3MEHEHUH B TEKCT PErIaMEHTHOTO JIOKYMEHTa HEOOXOJUMO OIIEHUTh
aKTyaJIbHOCTh CCBUIOYHBIX JOKYMEHTOB U, IPH HEOOXOJMMOCTH, BHECTH COOTBETCTBYIOIIUE
u3MeHenus B «IlepedyeHb JOKYMEHTOB, Ha KOTOPBIE JAIOTCS CCHUIKM.

[Ipu BHECEHNU M3MEHEHUH, CBA3aHHBIX C MEPEMMEHOBAHUEM Opa3/ICICHuUs, HEOOXOANMO
OILICHUTD aKTYyaJIbHOCTb MepeyuHs QYyHKIUHN, peann3yeMbIX MoApa3aeIeHueM U, IPU HEOOXOIMMOCTH,
BHECTH U3MEHEHHUS B TOT MIEPEUCHb.

Baecenue n3MeHeHuil B TaOIUIly BBIIOJIHSIOT, KaK MPaBUIIO, TyTEeM 3aMEHbI CYIIECTBYIOMICH
Tabmuipl. B 607b1110# TabwIe JOMyCKaeTCst BHOCHTD U3MEHEHHUS B OTACIBHYIO CTPOKY TaOJIHIIBL.

BHecenue u3MeHEHHII B PUCYHOK, CXEMY, MAarpaMMy BBITOJIHSIOT TOJIBKO MyTE€M 3aMEHbI
TaKOTO AJIEMEHTA.

5.3.5. IlyGuamkanus v J0CTYI K perJiaMeHTHbIM IOKYyMeHTaM

DJNEeKTpOHHAsT BEPCUSl PETJIAMEHTHOTO JTOKYMEHTa XpaHUTCS B IOAMANKE JaHHOTO BHIA
JIOKyMEHTa Mamnku «JIokanbHble HOPMATHUBHBIE aKTh» CIpPaBOYHHKA «BHYTpEHHUE TOKYMEHTHI»
nporpammsel «1C: JlokymeHTO000pOT 8», Hanpumep: «lIpasunra» unu « Mncmpykyuuy.

OpuruHanbHBI DK3EMIUISIP PErJIaMeHTHOTO JOoKyMeHTa xpaHutcs y «Cekperaps-
JIeITOTIPOU3BOIUTENS KaK MPUIIOKEHHUE K MPHKa3y, KOTOPBIM OH OBLIT YTBEPIKJICH.

JIOCTYI K 37I€KTPOHHOM BEPCUH PErTIAMEHTHOT'O IOKYMEHTA OCYILECTBISIETCS B COOTBETCTBUU
¢ Hactpoiikamu noctyna B «1C: JIokyMeHTOOOOpOT 8», MPUCBOCHHBIMH TANKe JIaHHOTO BHUIA
JIOKYMEHTA.

JloBesieHNEe YTBEPKAEHHOTO W 3aperHCTPUPOBAHHOTO PETJIAMEHTHOTO JOKYMEHTa JI0
CBEJICHUS 3aMHTEPECOBAHHBIX JHMI[ ocymiecTBisercd «CekperapeM-AeIoponu3BOAUTEIEM» B
COOTBETCTBUU C IOPYYEHHEM, BbIIABAEMbIM B paMKax KOMIUIEKCHOro mporecca «O0paboTka
IpHKa3a o OCHOBHOM JieATeNIbHOCTUY TporpaMMsbl «1C: JIokyMeHTOO00pOT 8.

[TyOnukanust TOKyMEHTa 3aKII0YaeTcss B MEPEHOCE 3aperHCTPUPOBAHHOTO JTOKYMEHTa W3
nanku «[IpoeKThI TOKaIbHBIX HOPMATHBHBIX aKTOB» B MAIKy TaHHOTO BUJIA IOKYMEHTa, HApUMeED,
«IIpasuna» v « Mncmpykyuuy .

[Tpu myOauKanuu TOKyMEHTa clieAyeT OUUCTUTh «Pabouyro rpymnmy» B KapTOouKe TOKYMEHTA.
B sToM ciryyae 1ocTyn K TOKYMEHTY MOJTy4ar Te IMOJIb30BaTell, KOTOPBIM MPEIOCTABIICH JTOCTYII K
MankKe ¢ IaHHBIM BUJIOM JIOKYMEHTOB.
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6. IPABUJIA JOKYMEHTOOBOPOTA

6.1. ABTOMaTH3a1[Usl JIOKYMEHT0000pOTA

ABTOMaTH3aIUsA JOKYMEHTO0O0POTa MOAICPKHUBACTCS MYTEM HCIIOJIB30BAaHHS MPOILIECCOB,
MPEJICTABIISIIOIIMX COOOM IIEMOYKHM 3apaHee MOJATrOTOBIEHHBIX neicTBuil. Ilpomeccsl oTpaxaror
STarbl MPOXOXKIACHUS JOKYMEHTOB U obecnieunBaroTcs cpeactBamu «1C: JlokyMeHTO000pOT 8».

6.1.1. Buabl aBTOMATH3HPOBAHHBIX MPOIECCOB

IIpouecc «IlopydyeHue» mnoO3BOJSET MOCTaBUTH 3ajaudy oOAHOMY wucnojHutemo. [locie
BBIIIOJIHEHHS] MOPYYEHHUE AaBTOMATUYECKHU IEPEChUIACTCA YKAa3aHHOMY IPOBEPSIOLIEMY, KOTOPBIH
MPUHUMAET PELICHUE O TOM, CUUTATh JIU TOPYUYEHUE BHIMOTHEHHBIM HIIM BEPHYTh Ha JOPAOOTKY.

IIpouecc «CornacoBaHue» — MNPUIOKEHHBIH K IPOLECCY JOKYMEHT HallpaBisieTcs Ha
COTJIaCOBAHUE K YKa3aHHBIM I10JIb30BATEIISIM, TIOCIIE YErO BO3BPALIAETCS K MHULIMATOPY ITpoliecca AJis
03HAKOMJIEHHUS C Pe3y/IbTaTaMU COIJIaCOBAHUS (COTJIACOBAH WM HE COIJIACOBAH).

[Iponecc «McronHeHne» Mo3BOJIAET OPraHU30BaTh UCIOJHEHUE JOKYMEHTOB HECKOJIBKUMU
COTPYAHHMKAMH, OJWH M3 KOTOPBIX MOXET OBITh yKa3aH KaK OTBETCTBEHHBIH HWCIIOJIHUTEINb.
[TapamnensHO € HUCHOJHEHUEM MOXET OCYLIECTBISITbCS KOHTPOJIb paldOT HCIOJHUTENEH
KoHTposiepoM. [locne ucronHeHus Bcex MOPYYEHUH MpOIecC MOMAJAeT K MPOBEPAIOLIEMY JIMILY,
KOTOPBI MOXKET 3aBEPIIUTH €r0 WM BEPHYTh HEKOTOPHIE 33]]a4l HA JOPAOOTKY UCIOTHUTEIISM.

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

IIponecc «PaccMoTpeHHMe» — MPUIOKEHHBIM K IPOLECCY JTOKYMEHT IIOCTyNHaeT Ha
pPacCMOTpPEHHE OTBETCTBEHHOMY JIMIy. B 3aBUCMMOCTH OT pe3yibTaTra pacCMOTPEHHS IPOLEeCC
BO3BpAIIAETCS K aBTOPY Mporecca it 00padOTKH PE30TIONHMH WIH OTIIPABISETCS HA MCIIOTHEHHE
WJIM O3HAKOMJIEHUE 110 CIIUCKY YKa3aHHBIX IIPU PACCMOTPEHUU UCIIOJIHUTEIEH.

[Iponecc «YTBepkIeHHE» — IPUIOKEHHBIM K IIPOLECCY JAOKYMEHT IIOCTyNaeT Ha
YTBEPKJIEHHE OTBETCTBEHHOMY JIMIly, IIOCJ€ 4YEero BO3BpALla€TCs K aBTOpYy Ipouecca s
03HAKOMJIEHHUS C PE3YyJIbTaTOM YTBEPKIEHUs (YTBEPXKJIEH WIIM HE YTBEPK/IEH).

IIpouecc «Peructpanus» — NPUIOKEHHBINA K TPOLECCY JOKYMEHT IOCTYINAET CEKPETAPIO IS
MPUCBOEHUS PETUCTPALIMOHHOIO HOMEPA M OTIPABKU KOPPECIIOHACHTY B Cllydae HEOOXOIUMOCTH.

ITponecchl «O6paboTKa BXOMALIETO JOKyMeHTa», «O0paboTka HCXOIAIIEro JOKYMEHTa»
n «O0paboTKa BHYTPEHHETO JOKYMEHTA MO3BOJISIOT aBTOMATUYECKHU BBITIOJHUTD IIEMOYKY 0a30BBIX
IIPOLIECCOB.

6.1.2. Co3nanue aBTOMATH3MPOBAHHBIX NPOLECCOB

HoBpli1 nporiecc MoXxeT ObITh CO3aH KaK 0 MAabI0Hy, TaK U ¢ HYJIS, €CIIH JUIs BHIIIOJIHEHUS
MOCTaBJIEHHON 3a/1a4l OTCYTCTBYET HEOOXO0IMMBIH 11abJIOH Ipoliecca.

ITpu co3nanum MporeccoB HEOOXOMMO PYKOBOACTBOBAThCS CIEAYIOUIMMHU PABUIAMU:

— Ha3BaHHME IIpollecca JOJDKHO ONHUCHIBATh JEMCTBME W HAYMHATBCA C IJlarojla WId
OTIJIaroJIbHOTO CYIIECTBUTEILHOTO,

— Ha3BaHME NpoILecca JOJKHO COAEPkKaTh YKa3aHUE Ha IPEIMET IEATEIbHOCTH,

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

— B KapTouKe Ipoliecca 00s3aTeIbHO JOJIKEH ObITh YKa3aH CPOK.

6.2. Ilpuem u nepBUYHAsE 00PA0OTKA MOCTYNAKIIUX IOKYMEHTOB

Kananamu noctrymienust 1okyMeHTOB B AY «HedTeroranckuii MOMMTEXHUYECKUN KOS
ABIIAIOTCS: AJIEKTPOHHAs MOYTa, Kypbepckas qocraBka, [loura Poccun, dakc, CO «lemo».

ITpuem u nepBuyHast 00pabOTKa MOCTYMAIOLINX JTOKYMEHTOB IPOU3BOAATCS LIEHTPATU30BAHO
«CekpeTapeM-/1eJI0IPOU3BOIUTEIEM).

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

[lepBuunas 00paboTKa NOCTyNAOIMIMX JOKYMEHTOB BKJIIOYAET B ceOs:
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— IPOBEPKY NPAaBUIBHOCTH aJAPECOBAHUS U JOCTABKH MOCTYMAIOLIUX TOKYMEHTOB,

— IPOBEPKY KOMIUIEKTHOCTH U LIETIOCTHOCTH JJOKYMEHTOB,

— COPTHMPOBKY JIOKYMEHTOB Ha TOUIEKAIIUE U He TIoIeKalue peructpanuu ’,

JlokyMeHT, omu0049HO anpecoBanHblil AY «HedTeroranckuii MOTUTEXHUIESCKUI KOJLIEIK,
MO>KET OBbITh MepeHanpaBIeH MO MPUHAJJISKHOCTH WM BO3BPAILEH OTIPABUTEIIIO.

JUis TpOBEpKH KOMIUIEKTHOCTH M LIEJOCTHOCTH JIOKYMEHTOB BCKPBIBA€TCSI KOHBEPT HU
IIPOBEPSETCS HATMUKE B HEM JIOKYMEHTOB, BKIIIOUasi IPUIIOKEHUS, HATMYHE TTOIIHCH.

[Ipu oTCyTCTBHMM B KOHBEPTE MOKYMEHTOB WM MPWIOKCHUH K HAM, OTCYTCTBUHU IOJIIUCH,
a TaKke Ipu OOHapYyKEHUH MOBPEKIACHHS JOKYMEHTAa MM KOHBEpPTA COCTaBIISIETCS aKT B TPEX
sK3eMIuIApax (OguH akT ocraercs y «Cekperaps-IeloNnporu3BOAUTENS», BTOPOH HpuoOIIaeTcs K
MOCTYNHBIIEMY JTOKYMEHTY, TPETUH HampaBisieTCsl OTIpPaBUTENIO JokyMeHTa). [Ipu perucrpauuu
TaKOIo JOKYMEHTa B KapTOUKY JOKYMEHTa 3aHOCUTCS COOTBETCTBYIOIINNA KOMMEHTapUH.

He BckpbIBalOTCSI KOHBEPTHI C TOKYMEHTAMHU, UMEIOIUMU OTMETKY «KoHpumeHuanbHo»
i «JImaHo».

KouBepThl mojanexar yHHUYTOXKEHHIO, 32 HMCKIIOUEHHEM TeX Cly4aeB, KOrja TOJbKO IO
KOHBEPTY MOXET OBITh YCTAHOBJICH aJ[peC OTIPABUTEIS U JIaTa OTIIPABKHU.

6.3. PerucTpanus BXOASIIIMX JOKYMEHTOB

Perucrpanus BXOASMIMX TOKYMEHTOB IIPOU3BOJIUTCS HE3aBUCUMO OT CIIOCO0a MX JAOCTaBKU
neHTpann3oBaHo «CekpeTapeM-AeNonpor3BOAUTEIEM» B CIPaBOYHUKE «BXozsmine JOKyMEHTHI»
«1C: JokyMeHTOO00pOT 8» MyTeM CO3AaHUSI KAPTOUKH TOKYMEHTA.

Peructparusi BXOASIIMX JOKYMEHTOB OCYIIECTBIISETCA B JI€Hb MX TMOCTYIJICHUS WU HE
MI03/IHEE MTEPBOM TMOJIOBUHBI CIEAYIOIIEro pabovero JHs.

B kapTouke qoKkyMeHTa U PETUCTPALIMU JOHKHBI ObITh 3alIOJTHEHBI CIICAYIOIINE TOJIS:

— OTHpaBUTENb (U3 crpaBouHUKA «KOppPECIOHJEHTHI»; €CIM TaAKOTO KOPPECIIOHAECHTA HET,
TpedyeTcs Co3/1aHne HOBOTO KOPPECTIOH ICHTA),

— mnoamucan (PUO nuia, moamucaBIIeTo0 JOKYMEHT),

— Ne ormpaBuTens u aara,

— B OTBET Ha (€CNIM JOKYMEHT SIBJISIETCSI OTBETOM HA MHUIIMATUBHBIN),

— agapecat (PUO nuna, KoMy agpecoBaH JOKYMEHT),

— TmojpazJienieHne (3anoHsAeTcsl aBTOMaTHYECKH 110CIIe YKa3aHus ajpecaTa),

— CPOK MCIIOJIHEHHUS (€CIIU €CTh),

— rpud nocryna,

— BUJ (U3 cipaBOYHMKA «BUJIbI TOKYMEHTOBY),

— moJydeH (crocol J0CTaBKH),

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

— oprasuzanus (eciy BeeTCs YUeT M0 OpraHu3aIusIM),

— HaMMEHOBaHME (3arojI0OBOK K JJOKYMEHTY),

— IpEeAMET NEPENUCKH.

BymakHble JOKYMEHTBI CKAHUPYIOTCS U MIPUKPETIISIOTCS K YI4EeTHON KapTouke. JIOKyMEeHTHI,
MOCTYMNUBIINE B AJIEKTPOHHOM BU/JIE, IPUKPEIUIAIOTCA K YUETHOM KapTOUKe IyTeM 3arpy3ku ¢aiina ¢
JTUCKA.

10 K JOKYMCEHTaM, HC MMOAJICIKAIIUM PErucTpanum, OTHOCATCA JOKYMCHTDBI, HE Ipe6y101m/le HCIIOJHCHHS U HE COACpIKallIue
I/IH(I)OpMaIII/II/I, I/ICHOJ'II:3YCMOI>1 B CIIPAaBOYHBIX HCJAX, HAIIPUMEDP: MPUITIACUTCIbHBIC, MMO3APABUTCIIbHBIC IMMUCbMaA, TEJIC-
I'paMMBblI, 6I/I.]'I€TH, IIaHbI, IPpOTpaMMbl CEMUHAPOB, KOH(I)CPGHIII/II‘/'I, CUMIIO3UYMOB U APYIrUux HOZ[OGHLIX MCpOHpHHTHﬁ,
PEKIaMHbIC TOKYMCHTbBI, KOMMCPUCCKUE NPECAJIOKCHMS, IICUATHBIC U3JaHUA U [IP.
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Perucrpanuonnsiii HOMEp BXOJSIIETO JOKYMEHTa CO3JAaeTCsi aBTOMATHYECKH C Y4E€TOM
HacTpoek Hymeparopa B «1C: JJokymeHTO000pOT 8» 10 BUaM JOKYMEHTOB.

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

[Tocne peructpanuu JOKyMEHTa aBTOMaTHYECKH cTapTyeT npoiecc «O0paboTka BXOASIIETO
JIOKYMEHTa», KOTOPBINA BKJIt0UaeT mpouecchl «Paccmorpenusi» u «Criucanust B 1€710Y.

6.4. [IpenBapureibHOE paCCMOTpPEeHHE TOKYMEHTOB

[IpenBapurenbHOe paccMoTpeHue JIOKYMEHTOB IIPOU3BOAUTCS «Cexkperapem-
JIETIONPOU3BOJIUTEIEM» B IIEJISIX BBIJACICHUS M3 BCEr0 MAacCHBa MOCTYMHBIICH KOPPECHOHACHIIMU
JIOKYMEHTOB, TPEOYIOUINX 00s13aTEIbHOTO PACCMOTPEHUS PYKOBOJCTBOM.

JIoKyMeHTBI ~TIO  BOMpocaMm, He  TPEOYIOIIMM  PACCMOTPEHHUS  PYKOBOJICTBOM,
NEPEHANPABIISIIOTCA HEMTOCPEICTBEHHO B CTPYKTYPHBIE MTOAPA3/ACIICHUS ¢ UCIIOJIb30BAaHUEM KOMaH/IbI
«[lepenanpaBuTh 3324y IPYroMy UCIIOTHUTEIION.

JlokyMeHTbI, TpeOyrolue paccMOTpeHus PykoBoauTeneM opraHuzainu, epeHanpaBisioTCs
Ha ums PykoBoauTens ¢ wucnosib3oBaHueM komaHabl «llepeHanmpaBuTh 3amady Apyromy
VCIIOJTHUTEITION.

OcHoBaHueM JJI TPUHATHSL PEUICHUS B XOJI€ MPEIBAPUTEITHLHOTO PACCMOTPEHUS SIBISETCS
cojiepXaHue JOKYMEHTa, a HE aJpeCOBaHUE JJOKYMEHTA COOTBETCTBYIOLLEMY JIOJXKHOCTHOMY JIUILY.

PesynbraroMm mpenBapuUTENBHOTO PACCMOTPEHHUS SBIISCTCS HAMPAaBICHHE JOKYMEHTa
PykoBoguTento  opraHusanuM, €ro  3aMEeCTUTEISIM WA  PYKOBOIUTENSIM  CTPYKTYPHBIX
MOJIpa3/IeICHUi B COOTBETCTBHH C YCTaHOBICHHBIM B AY «HedTeroraHckuil MmoimMTeXHHYECKUN
KOJUIEK)» pachpeieieHueM 00sI3aHHOCTEH MEXy PYKOBOIUTENEM, ero 3aMECTUTEISIMU U HHBIMU
JIOJKHOCTHBIMHU JIMIIAMH JIJ1s1 BRIHECEHUST YKA3aHUS 110 UCTIOJTHEHUIO TOKYMEHTA.

6.5. Ilopsiiok paccCMOTPEeHUS JOKYMEHTOB 10GKHOCTHBIMM JTHIIAMH U 10BeIeHUs
JOKYMEHTOB /10 UCIIOJTHUTeJIel

Nudopmanns 0 He0OX0IUMOCTH PACCMOTPETh TOKYMEHT MOCTYTMAaeT JOHKHOCTHOMY JIMILY B
Bujie 3a1auu «1C: JJokyMeHTO000pOT 8» CO CCHUIKOM Ha JOKYMEHT.

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

— TEKCTOBas PE30JIIOLUSA,

— HamnpaBJICHHE HA UCIIOJIHEHUE,

— HaIlpaBJICHHE Ha O3HAKOMJICHHE.

Bribop BapmanTa pe3yinbTaTa PacCMOTPEHMS] 3aBUCUT OT COJEpKAHHS W Ha3HAYCHUS
MOCTYNHUBIIUX JOKYMEHTOB:

— JIOKYMEHTBHI, TpeOyIoIIe UCIIOTHEHHS, — PE30JIIOLHS ¢ IOPYYEHUEM U YKa3aHHEM CpoKa
WCIIOJTHUTEIISI WM OTIPaBKa HEMOCPEJACTBEHHOMY HCIOJHUTENO (WM HCTOJHUTEISIM POJIH) C
YKa3aHUEM CPOKa UCIIOJIHEHHUS;

— JIOKYMEHTHI, He TpeOyIOIIie UCTIOJHEHUS, — OTIIPAaBKa Ha O3HAKOMJICHHE.

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

Ponesas mapmpyTtuzanusi sBISIETCS MPEANOUYTUTETLHON, MOCKOJIBKY MPU HCIOJIH30BAHUN
POJIEBOI afpecali He TpedyeTCs epeHanpaBiIeHHs 3a/1a4 IPU CMEHE UCTIOTHUTENEH TOM Wi HHOU
pom — «1C: JlokyMeHTOOO0pOT 8» aBTOMaTH4YeCKH (POPMHUPYET CHUCOK 3aj]ad IMOJIh30BATEISM C
YUETOM aKTyallbHOM (TeKyIeil) nHPOpMaIuU 0 TOM, KaKUe POJIM OHU UCIIONHSIOT B JAHHBIA MOMEHT.
Cepnenust 00 UCTIOTHEHUH poJiel paboTHUKaMu AY «HedTeroranckuil MoJMTEeXHUYECKHA KOJUIE K
conepkarcs B cnucke «McnonHurenu 3anay» pazaena «CoBMmecTHas paboTay.
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6.6. IlopsA10K HCIIOJTHEHHUS JOKYMEHTOB

PaccMoTpeHHBIE TOJDKHOCTHBIMU — JIUIIAMHM  JJOKYMEHTHI IOCTYHarOT pabOTHUKaM Ha
VCIIOJIHEHUE WJIM O3HAKOMJIEHHE B BMJIE 33]1a4, KOTOPbIE aBTOMAaTUYECKH CO3/1al0TCA NP 3aIlyCcKe
npouecca «crnomHeHue».

3anaua, noctynusias B «1C: JIokyMeHTO000pOT 8», NOKHA OBITh MPUHATA K UCTIOTHEHUIO
B JICHb MOCTYIUJICHHUS.

Creunanuctsl CTPYKTYPHBIX IOJpA3JE€IEHUH B IPOLECCE MCIOIHEHMS] JOKYMEHTa
OCYIIECTBIISIOT:

— cbop u 06paboTky HeoOX0aAMMOM HH(pOpPMAIUH,

— TOJTrOTOBKY NPOEKTa JOKYMEHTa M BCEX HEOOXOIMMBIX MPUIIOKEHUH C COOIIOACHUEM
OpaBWJI JIOKYMCHTHPOBAHHS, YCTaHOBICHHBIX B AY «Hedreroranckuii MOIUTEXHUYECKUN
KOJUIEIDKY,

— COTIJIaCOBAHME MIPOEKTA C 3aMHTEPECOBAHHBIMU JOKHOCTHBIMU JINLIAMH,

— J0paboTKy IMpOeKTa JOKYMEHTa 10 3aMEYaHHSM, TOJTYYEHHBIM B XOJE COTJIACOBAHUS
(B cimyyae Ccepbe3HOM KOPPEKTUPOBKM MPOEKTa JIOKYMEHTa IPOBOJUTCS €ro IMOBTOPHOE
COTJIaCOBaHUE),

— Ipe/ACTaBICHUE NPOEKTa JOKYMEHTA Ha MOJIUCH (YTBEPKACHHUE) PYKOBOJICTBY,

— OIpeJeNeHHe MecTa XpaHeHUs JOKYMEeHTa (KOIUU JOKYMEHTA) MIPOCTaBIEHUEM OTMETKHU
B KapTouke oKyMeHTa B «1C: JIokyMeHTO0O0pOT 8» ¢ yKazaHHEM HOMeEpa Jieja 0 HOMEHKIIaType
JieJ1, B KOTOPOE JOJHKEH OBITh MOMEIEH TOKYMEHT.

Ecnu ucnonHenne npoexkTa JOKyMEHTa IOPYYEHO HECKOIbKUM JIUIaM, TO OJJUH UCIIOJIHUTEIb
Ha3Ha4yaeTcs OTBETCTBEHHBIM (COOTBETCTBYIOIIAsi OTMETKA MPOCTaBISETCS B KapTOUKe Mpoliecca
«McnonHenney), Tmocie YEro OH Moiy4aeT ocoOyl 3agady — KOOPAMHHPOBATH padoTy
COMCIIOJIHUTENEeH U OTBeUaTh 3a pe3ysIbTaT BCEro Mpoliecca.

OTBETCTBEHHBI HUCIOJHUTENb HAJAEISAETCSl IPaBOM CO3bIBaThb COUCIOJHUTENEH JJIs
BBIPAOOTKH COBMECTHOTO PELICHHUS M ONPEAETATh NOPSAA0K U CPOKU MPEACTABIECHUS 3TAllOB PaOOTHI.

[lepen yBoibHEHHEM, YXOJIOM B OTIYCK, BBIE3/I0M B KOMaHIUPOBKY HIIM TIEPEMEIICHHEM I10
JOJDKHOCTU paOOTHUKH OJIpa3/ieleHuit 00s13aHbI 10 YKa3aHUIO PYKOBOAMTEINS MOIPa3/IeIeHuUs:

— TiepeAaTh HaxXOISIIMeCs Y HHUX Ha WCIIOJHEHHH (Ha KOHTPOJIE) JOKYMEHTHI JAPYroMy
pabOTHUKY,

— mnepeaapecoBaTh B «1C: JIokyMeHTOOO0POT 8» HEUCTIOTHEHHBIE 3aa4H,

— IepeasipecoBaTh AIEKTPOHHbIE MHUChbMa, TPEOYIOIINE OTBETA.

Kpome Toro, B «1C: JIokyMeHTOO00POT 8» OJKHBI OBITh U3MEHEHBI:

— CBe/IeHUs 00 UCIOJHUTENE POJIH,

— CBEJICHUS O JIeJIETUPOBAHUM IPaB,

— HAcTpPOWKHM IpaB AOCTyNa (IpU Iepexoie B ApYyroe noapaszencHue).

VcnonHuTens A0KEH NpeANpUHATh Bce HEOOXOAUMBIE MEpHhI ISl UCIIOJIHEHUS TOKyMEHTa
B YCTaHOBJICHHBIH CPOK. [Ipy HEBO3MOKHOCTH MCIIOJIHEHHSI IOKYMEHTA B YKa3aHHBIH CPOK ATOT CPOK
JOJbKeH OBITh 3apaHee MpoJuleH (C COOTBETCTBYIOUIMM OOOCHOBaHMEM, IPEICTaBIIIEMbIM
pykoBoacTBY). Hanu4ume npocpoyeHHBIX 32124 He I0IYCKACTCS.

[IpeBbllieHNE YCTAaHOBIEHHBIX CPOKOB MCIIONHEHUS SBJSIETCS HapylIIeHHEM TpYyJI0BOMH
JTVCIIATUTHHBL. VICTIOJTHUTEh HECET OTBETCTBEHHOCTD 32 MCIIOJIHEHHE MTOPYUCHHU B YCTAHOBJICHHBIC
CPOKH M CBOEBPEMEHHBIH MEPEHOC CPOKOB UCIIOTHEHUS.

VcnonauTeNns HE JODKEH pasriamarh COAep)KaHWE MOCTYNHBIINX K HEMY JOKYMEHTOB M
MOJTrOTOBJICHHBIX MPOEKTOB CIY>KEOHBIX JOKYMEHTOB. C HUMHU MOTYT OBITh 03HAKOMJICHBI TOJBKO
JUIa, UMEIOIUE OTHOLLIEHUE K UX UCTIOTHEHHUIO.
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6.7. Coznanue 10KyMeHTOB

IIpoekT noKyMeHTa JI0JKEH OBbITh CO3[aH ¢ UCIOJIb30BAHUEM COOTBETCTBYIOLIETO LI1a0ioHa
u3 cnpaBounuka «lllabnonsr daitnos» «1C: JJokyMeHTOOO0POT 8.

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

— nanka (u3 cupaBoyHuKa «llanku BHYTpEHHUX I0OKyMEHTOB),

— TIOATOTOBUJI (3aIOIHIETCS aBTOMaTHUECKH),

— IojpazJieneHue (3aroJIHAETCS aBTOMAaTUUYECKH ),

— JlaTa co3JaHus (3al0JHAETCS] aBTOMAaTHYECKH ),

— rpud nocryma,

— BuJ (U3 cupaBoYHUKA «BUIbI TOKYMEHTOBY),

— cocrosiHue (IIPOEeKT),

— oprasu3zanus (eciiy BeeTCs yU4eT [0 OpraHu3alusIM),

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

— HaMMEHOBaHME (3aroJIOBOK K JOKYMEHTY),

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

Ilocne mnOArOTOBKM IpOEKTa JOKYMEHTa CHCTeMa 3JEKTPOHHOIO JOKYMEHTOO0OpOTa
ABTOMATUYECKHU MPEAJIOKUT 3aIyCTUTh MPOILIECC €T0 COINIACOBAHMS, YTBEPKIAECHUS U OTIPABKHU (11
UCXOJALIETO JOKYMEHTA).

CornacoBanue npoekrta qokymeHTa npousBoautcs B «1C:J/lokymenToobopore 8».

B cnyuae camocrosdTenbHOR oTnpaBKu, 0e3 3amycka mporecca, He0OOXOAMMO HaIpaBUTh
IPOEKT AOKYMEHTA (TIPUKa3 10 OCHOBHOM NI TEIbHOCTH, TMCbMO, CITy)eOHas U TOKJIaJHast 3aIHCKa)
Ha coriacoBaHue «CeKperapro-AesIONpPOU3BOJUTENIO» JUIsl IPOBEPKU HAa MIPEAMET COOTBETCTBHUS
HOpMaM JIeJIONPOU3BOICTBA U TpeOoBaHUIM HacTosiero [lonoxenus.

OTBETCTBEHHOCTh 3a COCTaBlI€HHE M O(OpPMIICHME JOKYMEHTa B COOTBETCTBUU C
ycTaHoOBJI€HHBIMU B AY «HedTeroranckuii NOJUTEXHUYECKUH KOJUIEIK» MpPaBUJIAMHU, a TaKXKe
COIJIACOBAHME IIPOEKTa JOKYMEHTa C 3aWHTEPECOBAHHBIMU JOJDKHOCTHBIMU JHUIaMH AY
«Hedreroranckuil MOIMTEXHUUECKUM KOJUIEIK» BO3JIaraeTcs Ha CTPYKTYPHOE IMOJApa3JelIeHHue —
COCTaBUTENS TOKYMEHTA.

6.8. PaGora c ucxoasiimuMu 10KyMeHTaM#

Hcxonsamye JOKyMEHTBI CO3AAIOTCA M3 COOTBETCTBYIOLIMX IIAOJOHOB HCXOJSIIMX
nokymMeHToB «1C: JlokymeHT0o000pOoT 8». Mcxonsdmuii TOKyMEHT MOXKET ObITh CO3/1aH B OTBET Ha
BXOJISIIUI MM KaK MHUIMATUBHBINA JOKYMEHT.

OTBeTHBI TOKYMEHT CO3/aeTcsl MPHU MOMOIIM KOoMaHJ MeHI0 «Co3/1aTh Ha OCHOBAaHUU» —
«Mcxomsmuii  TOKYMEHT», TpU 3TOM KapTOuKa MCXOJAIIEro JOKyMEHTa OyAeT 3arojHeHa
ABTOMATUYECKU TEMH JaHHBIMHU, KOTOPBIE €CTh B KAPTOUKE BXOASIIEr0 JOKYMEHTa. JlOMOIHUTEIbHO
ClIeZlyeT yKazaTh CIOCO0 TOCTaBKU.

[Ipu co3naHuy MHULIMATUBHOTO UCXOMSIIETO JOKYMEHTa KapToUKa JOKYMEHTA 3aloIHseTCs
[0 aHAJIOTHH C KapTOUYKOW BXOAAIIEro AOKyMeHTa (myHKT 6.3. [TonoxxeHus) ¢ ykazaHuem croco0a
JTIOCTaBKH.

ITocne 3aKkphITUS YIETHOM KAPTOUKH U BCEX MPUIIOKEHHBIX (DaiIoB MCXOIAIUN TOKYMEHT
OyIeT aBTOMAaTHMYECKH HAalpaBieH Ha COIJIaCOBAHHWE JMHEMHOMY PYKOBOJHUTENIO M CEKpeTapro-
JEJIONPOU3BOJUTENIO, 3aTEM Ha YTBEPKIEHUE U PETUCTPALIUIO.

PerucrtpanmonHslii HOMep NOOKYMEHTa U JlaTa pEerucTpaluu Ha OyMaKHBIX BEpCHSIX
JIOKYMEHTa MPOCTABJISIOTCS Ha MOATUHHUKAX JOKYMEHTa B PeKBU3UTaxX OJaHKa.

[MoaroroBka mpoekTa mokymMeHTa B ¢opmare Word ocymiecTBisieTcs paOOTHHUKOM,
OTBETCTBEHHBIM 32 COOTBETCTBYIOLIEE HAIIPABIICHUE AEATEIBHOCTH, C OCIEAYIOLIEN OTIPABKON €ro
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PYKOBOJUTEIIO BTOPOI'O MJIM TPETHETO YPOBHSI JUISl CO3/IaHUS UCXOJSIIETO JTOKyMEHTa (IMchbMa) B
ALY Ilpu cocraBneHuH MUCbMa B PEKBU3UTE «ICIIOTHUTENBY YKa3bIBAIOTCSA TOJIBKO PYKOBOIUTEIH
BTOPOTO WJIM TPEThEro YpOBHS Kojulemka. MHdopmamus o nume, OTBETCTBEHHOM 32
COOTBETCTBYMOLIee HarpapiieHue nestenpbHoctd (PHO, nomxHOCTb, HOMEp TenedoHa U aapec
AJIEKTPOHHOM IOYTHI), YKa3bIBAE€TCS B TEKCTE CAMOIO IMCbMA IIOCIE OCHOBHOI'O TEKCTa M IEPEN
OTMETKOW O HAJIM4YNHU IIPUIIOKEHUS.

OpuruHan TOKyMEHTa ¢ BU3aMM U NPUWIOKEHUSIMU B COOTBETCTBUM C HOMEHKJIATYpOH el
HOJIIMBACTCS B €710 (BXOAALIMMI TOKYMEHT IOMEILAETCS Ha XPaHEHHE B JIEJI0 BMECTE C JOKYMEHTOM-
OTBETOM).

6.9. OTnpaBKa JOKYMEHTOB

OTnpaBKy UCXOJAIIMX JOKYMEHTOB IPOBOIUT «CeKpeTapb-1e10IpON3BOAUTEINDY CIIOCOO0M,
3asBICHHBIM aBTOPOM JOKyMeHTa (Kypbep, [loura Poccum, dakc, snextponnas moura, C3OJI
«Jleno»). Cocob 1OCTaBKM yKa3bIBAE€TCS B YUETHOH KapTOUKe MCXOJAIIEro JAOKYMEHTa, B I0JIE
«Crocob 10CTaBKM.

«CeKkpeTapp-eI0NPOU3BOIUTEBLY)  NIPOBEPAET HAIMYME YKa3aHHBIX B JIOKyMEHTE
IPUIOKEHUH, COOTBETCTBUE KOJIMUYECTBA IK3EMIUISIPOB KOJIMYECTBY a/pECATOB, AAThI MOANNCAHUSA,
IPOM3BOJIUT COPTUPOBKY JOKYMEHTOB I10 CIIOCO0Y JOCTaBKU KOPPECHOHACHLIMY ajjpecaTy (1pocTas,
3aKa3Has, MEXIyHapoJHasi U Jp.). IIpu BbIABIEHUM HECOOTBETCTBUN JTOKYMEHT K OTIpaBKE HE
IIPUHUMAETCS ¥ BO3BPAILAETCS COCTABUTEIIO JUISl X YCTPAHECHHUS.

OTBETCTBEHHOCTH 3a MPABUIBHOCTH O(POPMIICHUS JOKYMEHTA (HAIMYHE TOYHOTO M TIOJHOTO
ajipeca, PEerucTPaLlMOHHOTO HOMepa, MOAINUCH, MPUIOKEHUH, OTMETKH 00 HCHOJHMTENE, APYIHX
00s3aTeNbHBIX PEKBU3UTOB), @ TAK)KE€ 3a IPABWJIBHOCTb 3aIlOJIHEHUS I1OYTOBOTO KOHBEPTA, OIUCHU
BJIO’KEHUH U YBEJAOMIICHHS O BPYYEHHH HECET UCIIOIIHUTENb TIOKYMEHTA.

[Ipu mepenave ITOKYMEHTOB, 3allOJHEHHBIX KOHBEPTOB M OJAHKOB K HUM IS OTIPABKU
nouro Poccun ucCHoOnNHUTENs JOKEH YBENOMHUTb «CeKpeTapsi-AeIONPOU3BOAUTENN» O THIIE
OTIpaBjeHUs (TMCbMO MPOCTOE, 3aKa3HOE, C YBEIOMIIEHHUE, IIEHHOE, 1 KiIaccom).

JIOKYMEHTBI IIOJIJI€KAaT OTIIPABKE B IEHb MX PETUCTPALIMHU WU HE NI03/IHEE TIEPBOM ITOJIOBUHBI
cienyrouero padouero nHs. CpouHasi KOPPECTIOHACHIIMS OTHPABISAETCS B IEPBYIO OYEPEb.

Koppecnonnenuus, ornpasnsemas [louroit Poccnn mnn Kypbepckoil 10CTaBKOW, IPOXOAUT
YIIaKOBKY, a/ipecoBaHME (IIPH HANpaBJIE€HUHU JOKyMeHTa Oosee ueM B 4 ajpeca B COOTBETCTBHUHU C
yKazaTeJleM CIHUCKa pacChUIKH, KOTOPBIA COCTaBISIETCS aBTOPOM JOKYMEHTa), IpPOCTaBICHHE
CTOMMOCTH MTOYTOBBIX YCIIYT U Mepeaady Ha OTIPaBKY B MECTHOE OTJEJIEHUE CBSI3U WIH KYPbEPCKYIO
ciy0y. O6paboTKa TOKYMEHTOB Il OTIPABKH OYTOBOM CBSI3bIO OCYLIECTBISETCS B COOTBETCTBUU
¢ aevictByronumu IIpaBunamu okazaHus yciayr HOYTOBOM CBA3H.

JIOKyMEHTBI, HalpaBJIsIEMbIE IIOYTOBOM WM KypbEPCKOM CBS3bIO B OJIMH aJpec,
BKJIQJIIBAIOTCSI B OIUH KOHBEPT.

Hcxonsamas AOKyMEHTalMs, HamnpasiseMass IIOYTOBBIMHM OTIPAaBICHUAMH B  CYJBI,
IIPaBOOXPAHUTENbHbIE OPTaHbl, IPETEH3NOHHO-UCKOBAs U JH00asi aHAJIOTHYHAs IEPENNCKa, a TAKKe
OTBEThl Ha oOOpalleHMs TpaXKJaH, OTHPABISAIOTCS 3aKa3HOM TIOYTOHW, C COXpaHEHHEM
MOJTBEPKIAIOLINX KBUTAHIIMNA 00 OTIIpaBKE U BPYYEHHUH JIOKYMEHTOB.

Ha 3aka3Hyl0 KOppECHOHJIEHIMIO, Ha KOPPECHOHJEHIMIO, HANpaBlIseMyl0 B aJpec
WHOCTPaHHBIX OpraHu3alui, Ha JOKYMEHTbI C TMOMETKON «Jljig ciayKeOHOro MoJIb30BAHUS»
COCTaBIISIETCSl PEECTp, KOTOPbIM 3areM Bo3Bpamaercs «CekpeTapro-IeI0poU3BOIUTENIO» C
pacnucKoil paboTHUKOB MOYTOBOTO OTAENIEHHUS CBS3H, Kypbepa WM HHOTO JIMIIA, 00eCIeYHBAIOIIETOo
OTNPaBKY JOKYMEHTOB. OTBETCTBEHHOCTD 32 XpaHEHUE OPUTMHAIIBHBIX peecTpoB HeceT «CekpeTapb-
JIEJIONIPOU3BOIUTEIBY.

OdopmiienHsle ¢ HapyumieHHMeM TpeOoBaHui Hacrosimero IlomoxeHus TOKYMEHTHI,
KOHBEPTBHI, a TAK)K€ KOPPECTIOHSHIINS HECTYKEOHOT0 XapakTepa K OTIPaBKe HE MPUHUMAIOTCS.
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6.10. IlpaBuia corinacoBaHusi JOKYMEHTOB

ITososxeHHE yCTaHABIUBAET €IMHBIE [TPaBUJIa COTIACOBAaHUS JJI BCEX BUIOB JOKYMEHTOB.

[Tpouenypa cormacoBaHusi MPOBOIUTCS TONbKO cpernctBamMu «1C: JlokyMeHTOOOOpOT 8»
IIyTE€M MCIO0JIb30BaHus nmpouecca «CorimacoBaHue».

PykoBoauTenu  coriacyromux — HOApa3JeNeHU  00s3aHbl  OpraHM30BaTh  IPOIECC
3¢ (}EeKTUBHOIO COIVIACOBAHUS BHYTPU BO3MVIABSIEMBIX MOJpa3/eleHul, o0ecneunBaronui
BBINOJIHEHUE YCTAaHOBJICHHBIX TPEOOBAHHIMA.

[lomHOMOUMS  comlacyloUMX  JUI  MOIYT  ObITh  JAEJIEerupoBaHbl  pPabOTHUKAM
COOTBETCTBYIOLIMX MOJpa3/ieIeHUl yTeM Hcroib30Banus GpyHkuu «llepeHanpaBuTe» B mporecce
«CornacoBaHuey.

OTBETCTBEHHOCTh 3a JEJIECTUPOBAHME M Ieperady IIOJHOMOYMM IO PAacCMOTPEHHIO U
COIVIACOBAaHHUIO IPOEKTOB JOKYMEHTOB BO3JIaracTcs Ha COIVIACYIOLIUX JIML, YKa3aHHbBIX B JIUCTE
coryiacoBaHus (3aknajnka «Buza» yueTHON KapTOUKH).

OTBeTCTBEHHOCTh 3a JEMCTBHSI IO COIVIACOBAHUIO JIOKYMEHTOB, JI€JIETMPOBAaHHbBIE
COIVIaCYIOLIMMM JIMLIAMH IyTeM HCIoyib30BaHus (yHkuuu «llepeHanpaBuTh», BO3jaraercs Ha
pabotaukoB AY «Hedreroranckuii momMTeXHUIECKUH KOJIIEIK», TOTYYHBIINX 33129y COTIIACOBATh
IIPOEKT JOKYMEHTA.

[TosioxxeHne ycTaHaBIMBAET CIEAYIOLIUE CTaTyChl COINIACOBAHUS:

— «COIJIACOBaHOY,

— «COIVIACOBAHO C 3aMEYaHUSIMU,

— «HE COIJIaCOBaHO».

TpeboBanust k popme U coepKaHHIO MMO1aBAEMBIX 3aMEYaHUN:

— 3aMeyaHus MOJAKTCS B COOTBETCTBUU C KOMIIETEHIIMEW COTJIACYIOLIETrO MOAPA3ACICHUS,
ompenenseMoil 3amadamMu U QyHKOMSIMHM noxapaszaeneHus (cogepxkarcs B [lomokeHun o
10JIpa3/iesICHUN ),

— BHE pPaMOK CBOEH KOMIIETEHIIMM COIJIACYIOIIEE JIMIO BIPABE IOJAaBaTh TOJIBKO T€
3aMeuyaHus, KOTOpbIE HaIpaBJIEHbI, IO €ro MHEHHMIO, Ha IIOBBIIIEHME KadecTBa Ipoliecca, Ha
3¢ (deKTUBHOE JOCTH)KEHHE LEJel IMpoliecca, a TakKKe PEelaKIMOHHBIE 3aMeyaHMs, YITydIlarolue
BOCIIpHATHE UHPOPMALIUH,

— 3aMeuaHus, MOJaHHbIE BHE PAMOK KOMIIETEHIIMH, HOCAT PEKOMEHATeNbHbIM XapakTep 1
HE MOTYT CIY>KUThb OCHOBAaHUEM JJII OKOHYATEIbHOIO OTPULIATEIBHOIO PEe3yNbTaTa COrJIacOBAHUS
JAHHBIM COTJIACYIOLIUM JIULIOM,

— 3aMeyaHusi He JOJDKHBI HOCHUTh JEKJIapaTUBHBIM XapakTep W MpPHU3BaHbl BCKPHIBATH
po0JieMy, BBISIBISITh PUCKH U IIpejIaraTh BO3MOXKHBIE ITyTH MTOBBILLIEHUS] Ka4eCTBa MpolLiecca,

— 3aMedaHusi (KpoMe€ pEelaKkLMOHHBIX) JOJDKHBI CONPOBOXAATHCS COOTBETCTBYIOIIEH
apryMeHTaluen, mpe/noiaranleil OCBeIeHne KOHKPETHON MPOOJIeMBbl, BBISIBIIEHHE ONIPECIICHHOTO
pHCKa, a TAKXKe CO/IepKaTh MPEATI0KEHNUS IO MUHUMHU3ALUN PUCKOB U PEIIEHUI0 MpolIieM,

— 3ampeniaercs MojiaBaTh 3aMeyaHus B popMe BOIpoca UK MPOCkO,

— 3aMeyaHusi He MOTyT OBITh HallpaBJIEHbl Ha 3alllUTy WHTEPECOB OTIEIbHO B3SITOTO
MoJIpa3/iesieHus ¥ IOJKHBI ITPEeCeIOBATh LEIH MOBBILIEHUS Ka4ecTBa Mpoliecca B I1eJIOM,

— IIpH [10/1a4Y€ PENAKIIMOHHBIX 3aMEYaHNl, HE OTHOCSILUXCS K CYLIECTBY PACCMaTpUBAEMOIO
npoiiecca, He0OXOAMMO YUUTHIBATh O(UITHAIBHBIN CTAaTyC corylacoBaHus, 3pdeKT oT paccMoTpeHus
1 00pabOTKM 3aMeYaHus, a TaKK€ BO3MOXHOCTh YpEryJIMpOBaHHs TaKUX 3aMeyaHuil B pabouem
(HeouIIMaTbHOM) TTOPSIZIKE,

— Ha O4Yepe/IHOM JTalle COIJIaCOBAHMS MPOEKTa JOKYMEHTa COIJIacOBaHUE MPOU3BOIUTCA
TOJIbKO B paMKax II€pPBOHAYAJIBHO IOJIAHHBIX 3aMEUaHUN WM BO3HUKIIHUX B IOCJIEIYIOIIEM
BCJIEJICTBHE U3MEHEHMs KayecTBa mpoliecca (10 3aMeYaHHUsIM JAPYTUX COIIACYIONIUX JIMII); Tojadya
HOBBIX 3aMEYaHUM HE JIOMYCKAETCs,

Crpanuna 53 u3 85



HEDTEIOT AHCKWA

> MOAWTEXHUHECKUA
KOMEAX

— €CIIU TIPH COTJIACOBAaHMHU MPOIIECC/BONPOC MPETEPIEN U3MEHEHHs, KOTOPbIE KacaloTcs He
TOJIEKO (DYHKIIMI COTJIACYIOIIETO JIMIIA, HAPABUBIIETO 3aMEUYaHMsl, HO M MHBIX COTJIACYIOIIUX JIHII,
KOTOpBIE K MOMEHTY TaKMX U3MEHEHUH YK€ COrIacOBaIM IPOEKT TOKYMEHTA, YKa3aHHbIC H3MEHEHUS
MOJJIEXKAT UX JOTIOJHUTEIBHOMY COIJIACOBAHMIO.

3ameuaHusi, MOJAHHBIE C HApyUICHHUEM YCTAHOBJIEHHBIX MPaBWJI, MOTYT OBITh YYTEHBI
pa3paboTYMKOM JOKYMEHTA 110 €T0 YCMOTPEHHIO.

[Ipouenypa cornacoBaHusi MpeAnoIaraeT cleAyoIUe CTaHJapTHbIE CPOKH €€ TPOBEICHUS:

Oprann3alOHHO-TIPABOBBIE TOKYMEHTBI.......................... S nHen
Opranu3aiOHHO-PaCIOPSAAUTEIbHBIC TOKYMEHTHI .......... 3 nHA

PermaMeHTHBIE JOKYMEHTBI ...........ooooiiiiiiiiiiiiiiiiii 5 nuen
JIOTOBOPHASL AOKYMEHTALTMS - 5 mHen

Teuenue cpoka coryiacoBaHusl HAUMHAETCS C MOMEHTA cTapTa Ipouecca «CoriacoBaHue.

Ecnu mpoekt nokymeHTa TpeOyeT CpOYHOTO COTJIAaCOBaHMs, pa3pabOTUMK MOIydaeT
IIPEJIBAPUTEILHOE DPA3pElIeHHE Ha COKpALIEHHE YCTAHOBJIEHHOTO CpOKa COIJIaCOBAHUA Y
PykoBonutenss opranuzauuu/PykoBomurtens Onoka. Mudopmaruss o MOTy4eHHOM pa3pelieHun
3aHocuTcs B noje «KommeHTapuin» kapTouku npouecca «CorjiacoBaHue».

Cornacyromiee mojpa3jielieHue BIIpaBE COIVIACOBaTh C Pa3padOTYMKOM YBEIMYEHUE
YCTaHOBJIEHHOI'O UM CPOKa, HO He OoJiee YeM B J1Ba pasa.

[Tocne 3aBepieHUs 3Tama COIJIACOBAaHUS PYKOBOAUTENb MOApa3eieHUus-pa3paboTunka
IIPOEKTa JOKYMEHTAa IPUHUMAET PEIICHUE O AAJbHEHIIEM TPOXO0KICHUH MPOIiecca COTJIacOBaHUS B
3aBUCHUMOCTH OT 3HAYMMOCTH M XapaKTepa NOCTYMHUBIINX 3aMEYaHUN.

JIJ1si IpOEKTOB OpraHU3alMOHHO-PACTIOPAAUTENBHBIX HoKyMeHTOB (OPJl) momyckaercst He
Oonee Tpex OJTamnoB corjacoBaHusA. g Ipyrux BHAOB JOKYMEHTOB KOJMYECTBO 3TaroB
COIJIACOBAHUS HE IMMUTUPYETCSL.

[Ipu Hannmuuu 3amevyanuit k npoekty OPJl mocne TpeTbero sTamna coriacoBaHUs PELICHHE 110
pa3HOIJacusiM TMPUHUMAETCS JIMIIOM, KOTOpPO€ YTBEp)KIAeT MPOEKT JOoKyMeHTa. PasHornacus
odpopmisrotcst [IpoTokosaom pasHoriacuii.

Ha mo0om »srTane corimacoBaHusi (Kpome IEpBOro) pa3padOTUYHMK BIpaBE 3aBEPILUTh
MPOLEAYPY COTIACOBaHUs JJIs MPUHSITHS JAIbHEUIINX PEIICHUN U YTBEPKJIEHUS JOKYMEHTA.

6.11. IlpoBepka npaBUILHOCTH 0(POPMIICHHS TOKYMEHTA

«CekpeTapb-/1eJ0IPOU3BOIUTENbY poBepsieT MPaBWJIbHOCTh odopmieHUs
BHYTPEHHEIO/UCXO/ALIETO  JOKYMEHTa TMepel] YTBEPXKAECHUEM  YHOJHOMOYEHHBIM  JIUIOM.
HenpasuibHo oopmiieHHBIE JOKYMEHTBI HE PETUCTPUPYIOTCS U BO3BPAIIAIOTCS UCTIOIHUTENIO.

ITpoBepka npaBUIbHOCTH 0OPMIICHUS JOKYMEHTA IPOBOIUTCS IMYTEM CO3JJaHHsI OTAEIBLHOTO
npouecca  «CornmacoBaHue»,  aJpecoBaHHOTO  «CeKpeTapro-AeIONPON3BOAUTENIO»,  IOCIIe
3aBEpLIEHUS NPOLIETYPhI COTTIACOBAHMSI C 3aMHTEPECOBAHHBIMU MTOAPA3IEICHUSAMH.

6.12. YTBep:KkaeHUEe T0OKYMEHTOB

ONEeKTpOHHAsl BEPCHUs COTJIACOBAHHOTO MPOEKTA JOKYMEHTA HAIPaBIIETCA PYKOBOAMTEIIO
AY «HedTteroraHCkuii MOJUTEXHUYECKUHA KOJIJIEK» Ha yTBepxkAeHUE B «1C: JIokyMeHTO0O0pOT 8»
B pPaMKaX aBTOMaTH3UPOBAaHHBIX IIPOLIECCOB.

Bbymaxnast Bepcusl COIVIACOBAaHHOTO TIPOEKTa JOKYMEHTa, MOJJIEXKAIIEro apXUBHOMY
XpaHeHMI0, nepenaercsi pykooauteno AY «HedTeroraHCKuil MOMUTEXHUUECKUH KOJUICIK» IS
MOJMUCAHUS TTOCIIE TOTYYEHUS MOJI0KUTEILHOTO 3aKIII0UEHNs, TIOJTYY€HHOTO B JJIEKTPOHHOU opme
C UCIOJB30BaHMEM Ipouecca «YTBepxkaeHue». llepenaya MOKyMEHTOB Ha MOANKMCAHHE
npousBoauTcs «CekperapeM-IeIonporu3BOIUTEIEM.

I'pud yTBEpKAEHUS FINEKTPOHHON BEPCHU TJOKYMEHTA aBTOMATUYECKU OTPAKAETCsI B yUETHON
kaptouke, B mone «[loamucan (yTBepAui)» IOC/E€ MOJOKUTEIBHOIO 3aBEpIICHUs Ipoliecca
«YTBEpKIECHUED.
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K OymakHO# BepcuH JTOKYMEHTA MPUKIAJABIBACTCS JHCT COTJIACOBAHMS, CPOPMUPOBAHHBIN
B «1C: JIokyMeHTOOO0pOT 8».

6.13. Perncrpanust BHyTPEeHHHX IOKYMEHTOB

Peructpanuss ~ JOKyMEHTOB  NIPOU3BOJMUTCS  OTBETCTBEHHBIM  JIMIIOM B paMKax
aBTOMATHU3UPOBAHHBIX IPOIIECCOB.

[Ipu perucrpanuy BHYTPEHHErO JOKYMEHTA JIOJDKHBI OBITh 3aIlOJIHEHBI CIENYIOIIME MOJIS
KapTOYKHU:

— PpErucTpalMoOHHBIA HOMED,

— XpaHEHHUe.

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

6.14. Yuer n aHau3 00beMOB JIOKYMEHT0000poTa

VYder u aHaim3 00bEMOB JOKYMEHTOOOOPOTa MPOHU3BOIATCS B LEISAX COBEPIICHCTBOBAHUS
OpraHu3any padoThl C JOKYMEHTaMH, pPallMOHAJIBHOTO paclpeleleHus] JOKYMEHTOIIOTOKOB,
MOBBIIIEHUS MCTIOJIHUTEILCKOW TUCIMIUIMHBI H pacyeTa ONTHMAaJIbHON YMCIEHHOCTH PaOOTHUKOB,
3aHATHIX B JIE€JIONPOU3BOJICTBE.

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

7. TEKYIIEE XPAHEHUE JOKYMEHTOB

7.1. Pa3paGoTKa u BeJleHHMe HOMEHKJIATYPbI e

Howmenknarypa aen Beaercs B «1C: JIokyMeHTOOO0POT 8» MyTEM 3alOTHEHHUS CIIPAaBOYHUKA
«Howmenknatypa nen» paszagena HCH.

Homenknarypa nen cocraBisieTcsl Ui TPYNIHAPOBKU HCIOJHEHHBIX JOKYMEHTOB B Jiena,
CUCTEMATH3alMK U yueTa JIeJ, OIPEAECIICHNS CPOKOB UX XPAHEHUS U TIOUCKA JOKYMEHTOB.

HomeHnkiatypa nen sBiaseTcs OCHOBOW [UISi COCTABJICHMS OIMCEW €1 IMOCTOSHHOTO M
BpeMeHHoro (cBbiie 10 j1eT) XpaHeHus, B TOM YHUCIIE 110 JUYHOMY COCTaBy, aKTOB O BBIACICHUU K
YHUUYTOXKEHHUIO JJOKYMEHTOB, HE MOJIeKAIINX XPAHEHHUI0, a TaKkKe JAJI ydyeTa JieJl BpeMEHHOTro (110
10 neT BKJIIOYUTENTHHO) XpaHEHHUS.

CocTaBngroTcsl HOMEHKJIATYphI 1€ OApa3AeIeHUIl U CBOJAHAsI HOMEHKJIAaTypa Jell.

Exeronno B Hauane IV kBaprana «Cekperapb-I€I0NpOU3BOAUTENDY 3aIlyCKaeT INpOLEce
dbopMHUpOBaHUS HOMEHKJIATYpbl A€l — crapTyeT npouecchl «llopyuenue» g paOOTHUKOB,
OTBETCTBEHHBIX 33 BEJICHUE JIEIONPONU3BOJICTBA B CTPYKTYPHBIX MOAPA3ACTICHUIX.

PabGoTHHKY, OTBETCTBEHHBIE 3a BEICHUE JIEIIONPOU3BO/ICTBA, POPMUPYIOT HOMEHKIATYPHI A€l
nojapasjiesieHuil B Buje (paitioB ¥ MPUKPEIUIAIOT K KAPTOUKE 3a/Jauu.

IIpn cocrtaBieHHMH HOMEHKJIATYpbl JAel pPaOOTHUK pPYKOBOACTBYETCS IOJIOKEHHUEM O
NOJIpa3/ielIEHNH, TOKyMEHTaMH, PErJIAMEHTUPYIOLIUMHU JEATEIBHOCTD TOAPA3IEICHNS U TIOPSAA0K €€
JIOKYMEHTHUPOBAHUS, HOMEHKJIATYpOU JIeJ oApa3IeNIeHus 3a MpeAbI YN 0/, BETOMCTBEHHBIMH U
TUIIOBBIMU NIEPEYHSAMU JTOKYMEHTOB C YKa3aHUEM CPOKOB UX XPAHEHUS.

B HomeHknaTypy [en BKJIIOYArOTCS 3aroJIOBKM  JIeNl, OTpaXKalllue JAesITeIbHOCThb
CTPYKTYPHBIX TOAPA3JEICHUH TOCYAapCTBEHHOIO OpraHa, OpraHa MECTHOTO CaMOYIpPaBIEHUS
MOCTOSIHHO ¥ BPEMEHHO JIEHCTBYIOIINX COBEIIATEIbHBIX U KOOPIMHAIIMOHHBIX OPraHOB (KOJUIETUi,
COBETOB, KOMHUCCHM U J1p.), B TOM UHCJIE JTOKYMEHTBI, COJAEp)Kalllie CBEACHHUS OrPaHUYEHHOTO
JIOCTYTA, PETUCTPAIIMOHHBIE U YYETHBIE >KypHAJbl, KapTOTeKH, 0a3bl JaHHBIX, B HEOOXOIMMBIX
CIIy4asiX - KOIIMU JJOKYMEHTOB.
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3aroJIoBKM IEKTPOHHBIX J€J1 BKIIOYAIOTCS B HOMEHKIIATYPY J€J1 110 TEM K€ MpaBuiiaMm, 4To U
3aroJIOBKH JieJ1 Ha OyMa)KHOM HOCHUTEJIE.

He BrII09aroTCS B HOMEHKJIATYPY J€JT 3ar0JIOBKH MEYAaTHBIX W3JaHUN (COOPHUKH, OPOIIIOPHI,
CIPAaBOYHUKH, OIOJICTEHH, pedepaTUBHbIC KypHAJIbI U IpYrHe NOJOOHbIE MaTEePUAIIbI).

Bo3Hukiye B TeueHue roja, He MpelyCMOTPEHHbIE HOMEHKIIATYPOH J€fia, J0NOJHUTEIBHO
BHOCATCS] B COOTBETCTBYIOILIMH Pa3/ie]l HOMEHKJIATYPBI A€l C OUePEHBIM IOPSIKOBBIM HOMEPOM.

OTBETCTBEHHOCTh 3@ IIOJHOTY OTpPaXXEHUs B HOMEHKJIAType JeJl HUMEIOUMXci B
HOJpa3/IeIEHUN BO3JaraeTcs Ha PYKOBOAMTENS MoOJpaszeneHus. B ciyudae peopraHuzanuu Wiu
JMKBUAALMY [TOJIPA3/IEICHNUS, a TAK)KE B CIIydae YBOJIbHEHMSI, pyKOBOAUTEIb IOJpa3iesieHus 00s3aH
nepeaTh M0 aKTy (OIMCH) YUCIISIIIMECS 110 HOMEHKIIATYpE JIE]1 IOKYMEHTBI CBOEMY IIPAaBOIIPEEMHUKY
i «CekpeTapro-/1e710IPOU3BOAUTEIIION.

CBomnass HomeHkmatypa gen AY «HedreroraHckuil MONUTEXHUYECKUNA  KOJUIEIDK»
cocraBisiercsi  «CekperapeM-/IeJI0NpOU3BOIUTENIEM)» HAa  OCHOBAaHMM  HOMEHKJIATyp  Jell
noapasnenenuit u 3anocutcs B «1C: JIokyMeHTO000pOT 8.

VYTBep:k/eHHas HOMEHKJIaTypa el BBOAUTCS B JieficTBUe ¢ 1-To sHBaps CIeayrOILEero
KaJICHIapHOTO roJia.

Homenknarypa nen oauH pas B 5 j1eT (B ciiyyae U3MEHEHUs: PYHKIUI U CTPYKTYpPbI KOJLIeIKa
HOMEHKJIaTypa /€] TMOJIEKUT IE€PECOCTaBICHHUIO, COIJIACOBAHUIO U YTBEP)KJIEHHUIO DPAaHbIIE
yKa3aHHOT'O NE€pHO0/1a) MPEACTABISAETCA Ha pPaCCMOTPEHUE DKCIEPTHO-TIPOBEPOYHON METOAMUYECKON
komuccuu CirykOBblI 110 JiesiaM apXuBOB XaHThI-MaHCHHCKOTO aBTOHOMHOTO OKpyra — FOrper.

I[lo OKOHYaHUM JEJONPOU3BOACTBEHHOIO TIOJia COCTABJIAETCS HUTOroBas  3alluCh
HOMEHKJIATYpHI J€J1 O KOJINYECTBE 3aBEJIEHHBIX /1€ (TOMOB J1€]1) IOCTOSIHHOI'O M BPEMEHHOI'O CPOKOB
XpaHeHHUs Ha OyMaKHOM HOCHUTENIE U O KOJUYECTBE 3aBEJCHHBIX 3JIEKTPOHHBIX €] HOCTOSHHOTO
BPEMEHHOI'O CPOKOB XpaHEHUSI.

3anonHeHHbI paznen «HomeHkiaTypa nem» HCHONb3yeTcsl NMpPU aBTOMATHU3UPOBAHHOM
CO3aHMHU JieJT (TOMOB) JUIsl CIIUCAHUS B HUX UCIIOJIHEHHBIX JIOKYMEHTOB.

7.2. ®opmupoBaHHe g€

®opmupoBanue jen obecrneunBaercs cpenactBamu «1C: JIokyMeHTOOOOpOT 8» myTem
BeICHUsl crnpaBouHMKa «Jlema (Toma)» B COOTBETCTBMM C HOMEHKJIaTtypoil nen. Ilapamerpsl,
3a/laHHble 3apaHee Ul KaXJIOro pas3jesia HOMEHKIIATYphbl, ONpPEIENSIIOT MHOPSAIOK CIHHCAHUS
VICIIOJIHEHHBIX IOKYMEHTOB B JI€Ja.

Jlena cyuTarOTCs 3aBEJCHHBIMU C MOMEHTAa BKJIOYEHHMS B HUX MEPBOIO HCIOJHEHHOTO
nokymeHTa. Ilocie ucnomHeHHs TOKYMEHTOB M OKOHYaHHUS pabOThl ¢ HUMH OyMaKHbIe BEpPCUU
JIOKYMEHTOB, MOJIeXKAalllie apXUBHOMY XpaHEHUIO, TOMeIatoTes (OMIMBAIOTCs ) 1)1 00ecneYeHus
¢u3nuecKkoil COXpaHHOCTH B TBepAble OOJOXKKH WM MANKU-PErHCTPAaTOpPhl, a 3JIEKTPOHHBIE
JIOKYMEHTHI CIIMChIBatoOTCs B Aena cpeactBamu «1C: JlokyMeHTO000poT 8».

DneKTpOHHAs KapTO4Ka JIejia COACPKUT CIENYIOLIUE CBEIECHU:

— HavMEHOBaHHE 110 HOMEHKJIAaType /e,

— HOMeEp TOMa,

— TEepuoJ, 3a KOTOPBIA COOpaHbl JOKYMEHTHI, XpaHsIiecs B Jee,

— KOJIMYECTBO JINCTOB,

— MECTO XpaHEHHS.

3aKOHYEHHBIE JIeTONPOU3BOJICTBOM (MCIOIHEHHBIE) JOKYMEHTHI (JOPMUPYIOTCS B JieNa 110
HOMEHKJIaType JIedl.

JIOKyMEHTBI Jella CTaHOBATCS apXUBHBIMHM ¢ | sHBaps roja, CIEIYIOIIET0 3a IOJOM, B
KOTOPOM OHH ObUIN 3aKOHYEHBI JeJIONPOU3BOICTBOM.

IIpu ¢opmupoBaHun Jen pabOTHUKH 00s3aHBI COOMIONATH CIIEAYIONINE OCHOBHBIE
TpeOOBaHUS:
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- B JIeNI0 BKJIOYAIOTCS MCIOJIHEHHbIE JOKYMEHTBI, COOTBETCTBYIOIIME II0 CBOEMY
COJIEPKaHUIO 3aroJIOBKY Jiejia 0 HOMEHKIIAType JIeT;

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

- B JIEJI0 BKJIKOYAIOTCS JOKYMEHTHl OJHOIO KAJIEHJApPHOIO T0/a, 3a MCKIIOUYEHUEM
NEePEeXOIALINX Jell, CyAeOHbIX Jell, IUYHBIX JIe]I.

- JIOKYMEHTBI TOCTOSSHHOIO W BPEMEHHBIX CpPOKOB XpPaHEHMsI TPYNIHUPYIOTCS B Jela
pa3enbHo;

- B JIEJIO BKIIFOYAETCSI 110 OJJTHOMY 3K3EMILISIPY KaxXJA0ro JOKYMEHTa;

- (hakcorpamMmel, TenerpamMmbl, Tee(HOHOTPAMMBI TTIOMEIIAIOTCS B JIeTia C MEePETHCKOI;

- B JICJIO MOMEMIAI0TCA JOKYMEHThI IMPAaBUJIBHO U MOJHOCTHIO OPOPMIICHHBIE (JOKYMEHTHI
JIOJIKHBI UMETH JIaTy, TIOJMUCH U IPYrUe HEOOXOUMBIE PEKBU3UTHI);

- B JIEI0O HE BKJIIOYAIOTCS JTOKYMEHTHI, MOMAJIEKAIUE BO3BPATY, JMIIHUE SK3EMIULIPHI U
YEPHOBHUKHU (32 MCKJIIOYEHHEM 0C000 IIEHHBIX); MO O0BEMY JEJ0, BKIIOYAIOIIEe JOKYMEHTHI Ha
OyMa)XHOM HOCHUTEJNe, He JOJKHO MpeBbIaTh 250 TUCTOB Mpu ToNIKHE He Oosiee 4 cM (TOIIMHA
Jien co cpokamu xpaHeHus A0 10 ser He noymxHa npesbimaTh 10 cM). [lpu npeBblieHUH JaHHOTO
o0BbeMa 3aBOJIUTCS BTOPOU U mocneaytomire Toma. [Ipu Hanuuuu B fesie HECKOJIBKUX TOMOB, MHJIEKC
¥ 3aroJIOBOK JIeJia MPOCTABIIIOTCS HAa KaXKJOM TOME C J00aBlieHHeM 0003HaYeHHs HOMEpa ToMa H,
Ipu HEOOXOIMMOCTH, 3ar0JIOBKA TOMA;

- JIOKYMEHTBI BHYTPHU JI€JIa PacIioiararoTcsi B XpOHOJIOTHYECKOHN (CBEpXY BHHU3), BOIIPOCHO-
JIOTUYECKON MOCIE0BATEIHbHOCTH WM UX COUETaHUH.

JIOKyMEHTBI BHYTPH J€Jla paclojaraioTcs B XpOHOJOTMYECKOW MOCIEI0BATEIIbHOCTU U T10
TEMaTH4eCKOMY (IIPEIMETHO-BONPOCHOMY) MPU3HAKY: B OJJHO J€JI0 MOJIIMBAIOTCS JOKYMEHTHI O
OTpeNIeJICHHON TeMe (BOIMpOCy), MO BHAAM JOKYMEHTOB («IIPUKa3bl», <«IUIAHBD), «OTUETHI»,
«IIPOTOKOJIBI» U T. I1.) WIX 110 KOPPECTIOHAEHTCKOMY IIPU3HAKY, IPU KOTOPOM B AeN0 popMUpyeTcs
MepEenucKa ¢ OJJHUM WJIH HECKOJIbKUMHU KOPPECTIOHIEHTAMHU.

VYka3aHHbIE TPU3HAKU MOTYT OBITH TOTIOTHEHBI U COYETATHCS MEXKAY COOOM.

Opranu3anoOHHO-PACTIOPSIIUTENbHBIE JTOKYMEHTHl TPYNIUPYIOTCS B Jiefla MO0 BHAAM U
XPOHOJIOTUU C OTHOCSALIUMUCS K HUM IPUIIOKEHUSIMHU.

Opranu3aioHHO-TIPABOBHIE JIOKYMEHTHI, YTBEPKJICHHBIC OpraHU3aI[MOHHO-
pacnopsIUTENbHBIMU JOKYMEHTAMHU, OJIINBAIOTCS B JieJla BMecTe ¢ HUMU. [Ipu ux yTBEepKIeHUH B
KaueCTBE CAMOCTOSITEIHHBIX JOKYMEHTOB OHU TPYIIIIUPYIOTCS B CAMOCTOSITEJIBHBIC JIEa.

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

[IpoTokoinbl hopMuUpyrOTCA B I€Ta IO BUAaM 3acelaHui, COBEIaHui, COOpaHuii (10 KaxaoMy
BUJ1y OTJIEIILHO) U 110 XPOHOJIOTHH.

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

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

— MOpUKa3bl MO JMYHOMY COCTaBy, Kacarouuecs TMpueMa, MepeBoJia, YBOJIbHEHUS,
MOOMIPEHUs, TPEMUPOBAHUS COTPYIHUKOB, CO CPOKOM XpaHeHus S0 yert;

— TPUKa3bl O MPEIOCTABICHUU OTITYCKOB, B3BICKAHHUSIX, KOMaHJIUPOBKAX PAOOTHHKOB CO
CPOKOM XpaHEHHS OT 3 JI0 5 JeT.

JIOKyMEHTBI B JIMYHBIX JIeJIaX PacIoararoTcs B XPOHOJOTHYECKOM MOPSIKE MO MEPe HX
MOCTYTIJICHUS.

JluneBsie cuera mo 3apaboTHOI MmaTe pabOTHUKOB TPYIIUPYIOTCS B CAMOCTOSITENIBHBIE el
U pacroyiaratoTcsi B HUX B OpsAKe andaBuTa 1o GamMuiInsM.
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[lepenucka rpynnupyercs 3a OJUH KaJCHAAPHBINA TOJl U CUCTEMATU3UPYETCS BHYTPHU Jieja
B XpOHOJIOTHYECKOM  TOpSiAKE:  JOKYMEHT-OTBET IOMENIaeTcs 3a  JOKYMEHTOM-IIPOChOOi
(oOpamennem, 3ampocom). Ilpu BO30OHOBJIIGHHWH TMEPEMUCKH IO OIPEICICHHOMY BOIIPOCY,
HAyYaBILIEHCS B MPEIbIAyIIeM IOy, JOKYMEHThI BKIIOYAIOTCS B JI€JI0 TEKYILEro rojia ¢ ykazaHueM
MHJEKCa Jiesa MpeAbLAYIIEro roja.

Byxranrepckue OOKYMEHTHI TPYNIUPYIOTCS B Jiela B COOTBETCTBUU C TpeOOBaHUSAMU
3aKoHoAarenbcTBa Poccuiickoit denepanyu U OpraHU3alMOHHO-PACIIOPSAAUTEIBHBIX JTOKYMEHTOB
AY «HedTeroraHCKui MOJIMTEXHUYECKUHA KOJIICIKY.

OTBeTCTBEHHOCTh 3a (HOPMUPOBAHME J€JI BO3JAraeTcsi Ha PYKOBOJIUTENEH CTPYKTYpPHBIX
nonpaszaenenuii. Konrpons ¢popmupoBanus aein ocymecTBiseT «Cekperapb-1eI0npOon3BOIUTENbY.

7.3. Texkylee XxpaHeHue jJejl HaA OyMaKHbIX HOCUTEJISIX

Jlena co nHA MX 3aBEJEHHUS 10 TEpelaud HAa apXMBHOE XPaHEHHE WIM Ha YHUUYTOXXCHUE
XPaHATCA M0 MECTY UX (POPMUPOBAHUS.

st obecrieueHusi COXpaHHOCTH U y4yeTa JIOKYMEHTOB M JIeJ, AOCTyHa K HUM IPOBOJIUTCS
KOMIUIEKC paboT:

CO3/IaHHE ONTHUMAIBHBIX TEXHHUYECKUX ((U3MUYECKUX) YCIOBHHA XpaHEHHUS JOKYMEHTOB

u Jiel,

— pa3MelIeHHE A€,

NPOBEPKA HAIMYHS U COCTOSHUS IOKYMEHTOB U JIEI,
cOOJTI0IeHHE TTOPSIIKA BBIA4H JIE].

Jlena pa3MemaroT B paboumMX KOMHATaX WIIM CIEHUAIBHO OTBEIEHHBIX JUIS STOW IENn
HOMEIIECHUSX B 3anMparoiuecs mkadol, cei(pl U T. 1., YTOObI 00ECTIEYUTh UX COXPAHHOCTD U 3aLUTY
OT BO3/ICUCTBHS MUK M COJTHEYHOTO CBETA.

Jlena B mkadax A UX ydeTa u ObICTPOro MOMCKA PacIioaratoTcsi BEpTUKAIbHO, KOPEILIKaMHU
Hapy)Xy U B COOTBETCTBHHM C HOMEHKJIATypoi naen. Ha kopemkax oONOXKEK el YKa3bIBaroTCs
MHJIEKChl [0 HOMEHKJaType Jnen. HomeHkmaTypa 1en WM BbIIMCKA W3 Hee IOMeEIlaeTcs Ha
BHYTpEHHEN cTopoHe mKada.

ITpu noucke kakoro-mudo JTOKyMEHTa BHayaje cielyeT HalTH HY)KHBIM 3arojoBOK jefa, a
3aTeM 110 HHJIEKCY JieJla — COOTBETCTBYIONIYIO MANKY Ha MOJIKE.

Jlena, Haxopsluecs Ha TEKyIleM XpaHEHUH, mojanexar ydery. Ilepen mepenaueit Ha
apXMBHOE XpaHEHHE IMPOBOJUTCS TPOBEPKAa HAIWYHS M COCTOSHHUS JOKYMEHTOB M JEJ B LENIX
yCTAHOBJIEHUs (PaKTUYECKOTO HAIWYMS JIel U COOTBETCTBUS MX KOJMYECTBY, YHCIAIIEMYCS IO
HOMEHKJIaType JIe.

ITpoBepka HaIMYUSA U COCTOSIHUS IOKYMEHTOB U JIeJ IPOBOIUTCS IIPHU MEPEMEIIEHUH e, IPU
CMEHE PYKOBOIUTENS CTPYKTYPHOTO TmozapasieneHus, «Cexperaps-Ielonpou3BOIUTENS», TpU
peopranmzanuu U JukBugauun AY «HedreroraHckuil NOIMTEXHUYECKMH KOJJIEIK» MU
CTPYKTYPHOTO TTOJIpa3/IeTICHHUS.

ITpoBepka HamU4Msl MPOBOAMTCS MYTEM CBEPKU CTaTe HOMEHKIATYpPHI JIel U KapTodeK Ael
(TomoB) B «1C: JIokyMeHTOOO0POT 8» C onrcaHueM Jie] Ha 00JI0KKe, a pU3NIecKoe COCTOSTHUE JIET
OTIpeNieNIeTCs MMyTeM MX BU3YyalbHOTO MTPOcMOTpa. Bece oOHapykeHHbIE HEAOCTaTKH (PUKCUPYIOTCS B
aKTe MPOBEPKHU HAJMYHUS U COCTOSTHUS JETI.

IIpu oOHapyXeHUH OTCYTCTBHSA €N, YUCIAIIMXCS 10 HOMEHKJIAType e, PyKOBOACTBOM
MOJpa3/IeIecHuil MPHUHUMAIOTCS MEpPhl MO0 WX PO3BICKY. B cilydae eciaw po3bICK Jen HE JaeT
pe3yibTara, COCTaBIAETCS CIpaBKa O MPUYMHAX MX OTCYTCTBHUS, KOTOpas MOJIUCHIBACTCS
PYKOBOUTEIEM NOApa3AeIeHUs U npeacTaBisercs «CekpeTapro-1e10Iporn3BOIUTEION.

@akt yrtpathl gena (#en) (QUKCHpPYETCss B aKTe, COCTaBIIEMOM M IOJIHCHIBAEMOM
«CekpeTrapeM-JIeJIONPOU3BOUTENIEM» U PYKOBOJUTEIEM  CTPYKTYPHOIO  IOJpAa3/eieHus
(YIOJTHOMOYEHHBIM UM JIMIIOM) B JIBYX JK3eMIUIgpax (Mpu yTpaTe Jena BpeMeHHbIX (10 10 met
BKJIFOUMTENBHO) CPOKOB XpPaHEHHUS) UM B TpeX AK3eMIUIsipax (IIpHU yTpare el BPEMEHHBIX (CBBILIE
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10 neT) cpokoB XpaHEHHs WM IOCTOSIHHOTO XpaHeHus ). I1o oqHOMY AK3eMIUIspy aKTa XpaHUTCS B
CTPYKTYPHOM IOozpa3feiIeHuu U y «CeKpeTaps-AesIoNpOU3BOAUTEI»; IPU yTpaTe AC] BPEMEHHBIX
(cBbiie 10 y1€T) CPOKOB XpaHEHMsI WIIM IIOCTOSIHHOI'O XPAHEHUS SK3EMILIAP aKTa MpPEJCTaBIAETCS B
apXuB KOJUIEIDKA IIPU IIepeiadye ANl CTPYKTYPHOIO OApa3AciICHUsl Ha apXUBHOE XpPaHEHUE.

OAHOBPEMEHHO € ATUM NPUHUMAIOTCS MEPHI MO 3aMEILEHUI0 YTPAYEHHOI'O JOKYMEHTa €ro
KOIHEH.

B caywae yrtpaThl JOKYMEHTOB W Jell IMPOBOJAUTCS CIIy>KEOHOE pacciiefjoBaHUE, I10
pe3yspTaTaM KOTOpPOIO JIMIIO, BUHOBHOE B YTpaTe, HECET OTBETCTBEHHOCTb B YCTAHOBICHHOM
HOpsIIKE.

Beimaua nen apyruMm  nojpasienieHusM Npou3BoaMTcs C  paspemeHus «Cekperapsi-
JIeJIOTIPOU3BOAMTENS) C COOTBETCTBYIOIEH oTMeTKON B KHure Beljaun aen U J0KyMeHToB (B KHure
yKa3bIBaeTcs (hakT nepeaayl KOHKPETHBIX TOKYMEHTOB, Haxoasamxcs B aene). Ha BeiganHoe neno
3aBOJUTCSl KapTa-3aMECTUTENb, IOMEIlaeMas Ha MECTO BblIaHHOro nena. Kapra-zamecturens
(dopmMHpyeTCcsi aBTOMAaTHYECKH.

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

W3bpaTHEe NOKYMEHTOB U3 J€] IOCTOSHHOIO XPAaHEHMs JOIYCKAeTCsl B MCKIIIOYUTEIIBHBIX
CIIy4asiX U MPOU3BOJIUTCS C pazpemicHus pykoBoautenst AY «HedrTeroraHCKkuii OJTUTEXHIYSCKUI
KOJIJIEJK» C OCTABJICHHUEM B JIeJie 3aBEPEHHON KOMUHU T0KyMEHTa, Ha 000pOTe KOTOPOM YKa3bIBaeTcs
OCHOBAaHME M3BATHUS MOITUHHNKA, CPOK BO3BpaTa, aTa W MOANUCH paOOTHHUKA, OTBETCTBEHHOTO 32
dopmupoBaHue u/uiau xpaHeHue nena. [loaaMHHUK TOKyMEHTa, M3bATHIM W3 Jena ([eno) mocie
PacCMOTPEHMS U PELIEHUs] BOIIPOCa, BO3BPAILAETCS B JIEJI0, IPU 3TOM KOIUs, [IOMEIICHHAs B JEJI0
BMECTO ITOJJIMHHUKA, U3bIMAETCSI.

8. APXUBHOE XPAHEHUE JOKYMEHTOB

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

HOI[FOTOBKa JOKYMCHTOB M JCJI K IEpeaadyc Ha ApXMBHOC XPAHCHUC W HAa YHUUTOXCHUC
npeaycMaTpUBaeT:

— OKCHECPTHU3Y HCHHOCTU NJOKYMCHTOB,

— odopmienue gen,

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

— COCTaBJICHUE AaKTOB HAa YHHYTOKEHHE JOKYMEHTOB M JIeJl C UCTEKIIMMH CpPOKaMHU Xpa-
HEHMUS.

8.2. DkcnepTH3a IEHHOCTH JOKYMEHTOB

DKclnepTu3a eHHOCTH IOKYMEHTOB TPOBOIUTCS:

B JICJIOTIPOU3BO/ICTBE - IPH COCTABJICHUH HOMEHKJIATYPHI JI€JT OPraHU3aIMH U ITPH TIOATOTOBKE
JIell K Tiepesiadye B apXUB;

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

DKcnepTr3a IMEHHOCTH JTOKYMEHTOB ITPOBOJIUTCS €KETOJTHO.

Ilo pe3ynpTaTaM SKCIEPTU3bI LEHHOCTH B CTPYKTYPHBIX MOJPA3/EICHUSAX COCTABISIOTCS
OMKCHU JIel CTPYKTYPHBIX TOJpa3AeNieHHil: MOCTOSIHHOrO, BpeMeHHbIX (cBbimie 10 5eT) cpokoB
XpaHEeHHUs, 110 JJUYHOMY COCTaBy, HA OCHOBE KOTOPBIX B apXUBE KOJJIEIKa COCTABIISIIOTCS TO/I0BbIE
pasacibl COOTBETCTBYIOIIHUX CBOJHBIX ormcen AT, JOKYMCHTOB.

Ha nena ¢ ucTeKmuMu cpokaMu XpaHEHHs! B CTPYKTYPHBIX MOJIPA3/IEICHUAX COCTaBIISIOTCS
MPEATOXKECHUA K aKTY O BBIACIICHUN K YHUUTOXCHUIO JOKYMCHTOB, HC IMOJIC)KAIIUX XPAHCHUIO.

Ha ocHoBe npe/ioskeHuil CTPYKTYpHBIX nojpasaeieHuil «CekpeTapb-1eI0npOU3BOIUTEb
COCTAaBJIACT AKT O BBIACICHUU K YHUYTOXCHHUIO JTOKYMCHTOB, HC MMOAJICKAIINX XPAHCHUIO.
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Jlena ¥ JOKYMEHTBl BKJIHOYAIOTCS B aKT O BBIJEICHUM K YHUYTOXKEHHIO JOKYMEHTOB, HE
HOJUIeKALUX XPAaHEHHIO, €CIIN MIPETyCMOTPEHHBIN JUIsl HUX CPOK XpaHEHUs UCTeK K 1 sHBaps rona,
B KOTOPOM COCTABJIEH aKT.

Jlena, umeronue ocoOyro 3HaunmMmocTh st AY «Hedreroranckuii MOJUTEXHUYECKUN
KOJIJIEIK», TIOMeYaroTcs cnenuanbHoi otMeTkoit « AITK» cpenctBamu «1C: JlokyMeHTO060pOT 8» B
HAcTpoMKax KapTouku jena. K TakuMm jgemam OTHOCSTCS OpraHU3allMOHHO-PACHOPSAUTENbHBIE
nokyMeHTl AY «Hedretoranckuii MOJMTEXHUYECKUH KOJUIEHK» M HAJI30PHBIX OpPraHOB Kak
Han0oJiee TIOJHO OTPAKAIOIINE OCHOBHYIO JesATeNbHOCTh AY «HedTeroraHckuil moMTeX HUYECKHUMA
kotek». Jlenma ¢ ormerkon «OIIK» moasepratorcs Oojiee THIATEIHHOW IPOBEPKE W HUMEIOT
IIPUOPUTET IIPU IIEpelade Ha apXUBHOE XPAHEHUE.

Hena ¢ ormerkor "OIIK" mnoanexar MHOJMCTHOMY MPOCMOTPY B MLEJSIX BBISIBJICHUS
JIOKYMEHTOB, IMOJJIEXKAIIUX ITOCTOSHHOMY XpaHEHWIO. BBISBICHHBIE B TaKUX JejaX JOKYMEHTBI
HOCTOSIHHOT'O XpaHEHUS BBIJCIIAIOTCS U IPUCOCTUHSIIOTCS K OJTHOPOIHBIM JieJIaM MM (POPMHUPYIOTCS
B CaMOCTOSITEJIbHBIE JIeNa.

OcranbHble ToKyMeHTHI ¢ oTMeTKoM "OIIK" BKiltouarores B akT Ha yHHuTOKeHuE. [Ipu aToM
ormetka "JIIK" B akTe HE yKa3bIBaeTCH.

Omnucu Ha Jena, JOKYMEHTHI ITOCTOSSHHOI'O XPAaHEHUS M MO JMYHOMY COCTaBY W aKThl Ha
YHUUYTOXXEHUE JOKYMEHTOB paccMaTpUBalOTCSl Ha 3acefaHuu OxcrnepTHo komuccuu (OK)
onHoBpeMeHHO. [lo wuroram paccmorpenuss DK cornacoBbIBarOTCS ONMCH J€J, JOKYMEHTOB
MIOCTOSIHHOT'O XPAaHEHUs U 10 JINYHOMY COCTABY M aKThl O BbIACJICHUHU K YHUUTOXKEHHUIO JIOKYMEHTOB.

Ilo pesynbTataM 53KCHEpTH3bl LEHHOCTH JOKYMEHTOB B «1C: JIOKyMEHTOOO0pOT &»
COCTaBJISIFOTCS OIMCH 1€ TIOCTOSIHHOTO, BpeMEHHOro (cBbliie 10 JeT) XpaHeHus U JIeN 110 JUYHOMY
COCTaBY, a TAKXKE aKThbl O BBIACICHUHU A€ K YHUUTOKEHHUIO.

Cornacosannble DK kosuieka onucH Aeil JOKyMEHTOB (T0JI0BbIE pa3/ieibl) IPEACTABISIOTCS
Ha PAacCMOTPEHUE DKCIEPTHO-NPOBEPOYHON KOMHMCCUU DKCIEPTHO-NPOBEPOUYHON METOAMYECKON
komuccueit CiykObl Mo JenaM apXuWBOB XaHThI-MaHCHUICKOTO aBTOHOMHOro okpyra — IOrpsl
(OIIK).

OIIK yTBepkKaaeT onucH /i MOCTOSTHHOTO XPaHEHUs U OIMCH JIeJT [0 INYHOMY COCTaBY.

Ilocne yrBepxknenus u cornacoanus OIIK ommceld nen, JOKYMEHTOB, ONUCH M aKT O
BbIJIEJICHUH K YHUUYTOXKEHUIO JJOKYMEHTOB, HE TIOJIIEKAINX XPAaHEHHIO, YTBEPKAAIOTCS TUPEKTOPOM
KOJIJIeJXKa, TIOCJIe Yero Jiefia, BbIJIENIEHHBIE M0 aKTy K YHUUTOKEHUI0, MOTYT OBITh YHUUTOXEHBI.

[To 3aBepuieHNM JEIONPOU3BOACTBEHHOIO T'0/1a M MO pe3ysibTaTaM 3KCIEPTH3bl LIEHHOCTU
JIOKYMEHTOB Jiesla TOoJuIekaT O(GOpMIIEHHI0O B COOTBETCTBUHU C NpaBWiIaMu O(OpMIIEHHUS A€l U
MOJIFOTOBKH JIeJI K [Iepe/laye Ha apXUBHOE XpaHEHUE.

8.3. Ogopmienue aen

Jena oopmiisitoTes MpH UX 3aBEJCHUM U 110 3aBeplieHnH rojga. OdopmiieHue e BKIYaeT
KOMIUIEKC paboT 1Mo WX TeXHU4ecko oOpabotke u  mpoBoautcs  «CekperapeMm-
nenornpousBoautenaemy. [lpu 3aBeaernu nen opopmisaroTcs: 00moxkn aen B «1C: JIokyMeHTo000poT
&».

B 3aBucuMocTH OT CPOKOB XpaHEHUs POBOJAUTCS MOJTHOE WM YaCTHUHOE 0(OpMIICHHE JIe.

Jlena BpemenHoro (ot 5 10 10 neT) cpoka XpaHeHus MoAJIeKaT YaCTUYHOMY O(OPMIICHHIO:
JieNia  JIOTYCKaeTcsl XpaHUTh B TANKax Ha KOJbIAX MM CKOPOCIIMBATENSX, HE IPOBOAUTH
NEpPECUCTEMATU3ALUIO IOKYMEHTOB B JIENIE, JINCTHI 1€]1a HE HyMEPOBAaTh, 3aBEPUTEIIbHBIC HAIITUCHU HE
COCTaBJISITh.

Jlena MOCTOSIHHOTO, JAOJTrOBpeMEeHHOro (cBblimie 10 JeT) CpoKOB XpaHEHUS M MO JINYHOMY
coctaBy (mpueM, NepeMelleHre, YBOJIbHEHHE, MOOUIPEHHE W IMPEeMHpPOBaHHE U Ip.) MOAJEXKAT
MOJTHOMY 0()OPMIICHHIO, KOTOPOE MpelyCMaTpUBaeT:

— TOMIUBKY (meperuier) nena (HeopMaTHBIE TOKYMEHTBI XPAHATCS B 3aKPBITHIX TBEPIIBIX
nankax Mim Kopookax);
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— HYMEpALHIO JIMCTOB JIeNa,

— COCTaBJICHUE JTUCTA-3aBEPUTEIS JIENa;

— COCTaBJICHUE BHYTPEHHEH OMMCH TIOKyMEHTOB JIeTIa;

— odopMIeHHE 00JIOKKH JIena.

8.3.1. lonmuBka (nepemnJer) gejaa

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

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

8.3.2. Hymepanus JUCTOB B JeJie

B nensx obecrieueHus: COXpaHHOCTU U 3aKPEIUICHHSI TOPSIIKA PACHON0KEHUsI JOKYMEHTOB,
BKJTIOYCHHBIX B JIEJI0O Ha OyMa)XKHOM HOCHTEJE, BCE €r0 JIUCTHI (KpOME JIMCTa-3aBEpUTENs Jeiia U
BHYTpEHHEH ONUCH) HYMEpPYIOTCS B BAJIOBOM IMOpsJKE apaOCKUMU IH(paMuU, KOTOPbHIE
MPOCTABISIOTCS B NIPAaBOM BEPXHEM YIIy JIMCTA JOKYMEHTa MPOCTBHIM IpaUTHBIM KapaHIAIIOM.
YrnotpebiieHne YepHUI M IBETHBIX KapaHJalleld A HyMepaluu JIMCTOB 3amperiaercs. JIucTel
BHYTPEHHEH ONUCH JOKYMEHTOB JIeJIa HyMEPYIOTCS OT/IEIBHO.

JlucTsl nen, cocTosAMX U3 HECKOJIBKUX TOMOB HIIM YacTel, HyMEpPYIOTCS MO KaXA0My TOMY
WJIN 9aCTH OTIEIBHO.

dororpaduu, UEpTEkKH, OUATPaMMbl U JPyrUe€  WIUIIOCTPATUBHBIE  JOKYMEHTHI,
NPEJCTABIISIIOIINE CAMOCTOSATENBHBIN JIUCT B JA€Jie, HyMEepYyIOTCsS Ha 000OpPOTHOH CTOpPOHE B JIEBOM
BEpPXHEM YTIIy.

Cno’xeHHBIN JUCT pa3BOpaunBaeTCs U HyMepyeTcs B IpaBOM BepxHeM yriy. [Ipu aTom nuct
moboro Qgopmara, MOAIIUTHIA 32 OAWH Kpaii, HyMepyeTcs KaK OJMH JIUCT; JIUCT, CIIOKEHHBIN H
HO]IHII/ITI)II;'I 3a CEPCANHY, NOMJICIKUT NCPCIIMBKE 1 HYMCPYETCA KaK OJUH JIMCT.

JIucT ¢ Harnyxo HakJI€eHHBIMU JOKYMEHTaMH (BBIPE3KaMH, BBIMHUCKaMH, (HoTorpadusimu)
HyMepyeTcs KakK OJMH JIMCT. Eciau K JTOKYMEHTY IOJAKJIEEHBI OJHUM Kpaem APYrue JOKYMEHTBI
(BBIpE3KH, BCTABKU TEKCTA, MEPEBO/IbI), TO KaX/IbIi TOKYMEHT HyMepyeTcs OTJIENIbHO.

HOI[HII/ITI)IG B ACJI0O KOHBCPTHI C BJIOXKCHUAMU HYMEPYIOTCS,; IIPHU 5TOM BHA4YaJIC HYMCPYCTCA
KOHBEPT, a 3aTeM OUEPEIHBIM HOMEPOM KaX/10€ BIIOKEHHE B KOHBEPTE.

[TonmmuTeie B J1€10 TOKYMEHTBI C COOCTBEHHON Hymepauuel JIMCTOB (BKJItOYas MeyaTHbIE
U3JJaHKs1) MOTYT HyMEpOBAaThCs B OOIIEM MOPSIKE WIIM COXPAHATh COOCTBEHHYIO HYMEPAIUIO, €CITU
OHAa COOTBETCTBYET IOPSTIKOBOMY PACIIOJIOKEHUIO JIUCTOB B JIEIIE.

B cnydasx oOHapyskeHHs! O0JIBLIOrO YKciaa OUIMOOK B HyMEpaluy JUCTOB JieNa MPOBOAUTCS
nepenymepauus. [Ipy Hanuuum OTAENBHBIX OIIMOOK B HYMEpAlUU JIMCTOB Jejia JOIMYCKaeTcs
ynoTpebieHHe TUTEPHBIX HOMEPOB JIUCTOB.

8.3.3. CocragiieHue JTUCTA-3aBEePUTEJIA J1eJ1a

Jluct-3aBeputenp Jena cOCTaBisieTcs A ydeTa KOJMYECTBA JIMCTOB U OCOOCHHOCTEH MX
HYMEpaIuu Ha OTJEIIEHOM JINCTE, a B KHUTaX — Ha 00OPOTHOW CTOPOHE MOCIIETHETO YUCTOTO JIUCTA.

Jluct-3aBepurens popmupyercs B «1C: JJokyMeHTOO00pOT 8».

3ampemaercss BHIHOCUTH JINCT-3aBEPUTENh HA OOJIOKKY JeNla WIIM YUCTBI 00OpOT JHcTa
MOCJETHET0 JOKYMEHTA.

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

Jluct-3aBepuTENb MOMMUCHIBACTCS €€ COCTABUTEIEM C YKa3aHHEM paciIu(pOBKU TOJIHCH,
JIOJDKHOCTH M JJAThI COCTABJICHUS.
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Bce mnocnenyromue HM3MEHEHUS B COCTaBE M COCTOSIHMM Jeia (IOBPEXKICHMs, 3aMeHa
MNOJJIMHHBIX JOKYMEHTOB KOMHSIMH, TNPUCOCTUHEHHE HOBBIX JOKYMEHTOB), HPOUCIIEIIINE B
IpoIecce ero apxXWBHOTO XPAHEHHWs, TPAHCHOPTHPOBKH WIIM HCIIOJB30BAaHMSA B IOJpa3/ieiCHUU,
OTMEYAIOTCSl B JIMCTE-3aBEPUTENIC CO CCHUIKOW Ha COOTBETCTBYIOIIMN aKT, COCTABICHHBINA paboueit
Komuccueil. VckimoueHne CoCTaBiIseT IMOBpEXACHUE OONbIIOro oObeMa Jel B CBA3H C
00CTOSITENILCTBAMU HETIPEOJOIUMOM CHITbL. B 3TOM ciiydae pakT nmoBpexaeHus pUukcupyercs TOIbKO
aKToM 0€3 BHECEHHs N3MEHEHH B JIMCT-3aBEPUTEIb KaXKIOTO MOBPEXKICHHOTO JIea.

8.3.4. CocTraBiieHue BHYTPEHHeH OMUCHU JOKYMEHTOB J1eJia

Jljig yyeTa JOKYMEHTOB OIPEEICHHBIX KaTeropHii MOCTOSTHHOTO U BpeMeHHoro (cBbiiie 10
JIeT) CPOKOB XpPAHEHHsI, YU€T KOTOPBIX BBI3BAH CHENU(PUKON TOKYMEHTALlMH, BKIIIOYCHHOH B JIETO,
COCTaBJISIeTCS] BHYTPEHHSIS OMUCH JJOKYMEHTOB Jejia, ToMellaeMasi B €ro Hauasio.

BHyTpeHHSS OnKCh BKIIIOYAETCs B JieNla, UMEIOIINEe OCOOYI0 3HAYMMOCTh, a TaKXkKe Jela,
c(OpMUPOBAaHHBIE IO BUJAM JOKYMEHTOB, 3arOoJIOBKM KOTOPBIX HE PACKPHIBAIOT KOHKPETHOTO
CoJIep’KaHusl JOKYMEHTOB.

BHyTpeHHss onuch JOKYMEHTOB COCTaBIISIETCSl TakK€ Ha OOBEMHBIE Jella MOCTOSHHOTO U
BpeMEeHHOTO (CBBIIIe 10 JIeT) CPOKOB XpaHEHUS B LIEJSX y4eTa M OBICTPOTO HAXOXKICHUS TOKYMEHTOB
B JIeTie.

BuyTtpennss onuchk 10KyMeHTOB Jena popmupyrorcs B «1C: JlokyMeHTO000pOT 8».

K BHyTpeHHe# onucu JOKYMEHTOB COCTABIISETCS UTOTOBas 3alKCh, B KOTOPOW YKa3bIBaeTCs
muppaMd U TPOMHCHI0 KOJWYECTBO BKIIIOUYEHHBIX B HEE JOKYMEHTOB M KOJMYECTBO JIMCTOB
BHYTpPEHHEH OIKUCH.

BHyTpeHHAS OmNHMCHh JOKYMEHTOB J€la IIOJANUCHIBAETCS COCTABUTEIIEM C YKa3aHHUEM
pacuupoBKY MOJMUCH, TOTKHOCTU U JIaThl COCTABIICHUS OIHCH.

Ecnmu nemo Ha OymMa)kHOM HOCHUTENE MEpPEeIUIeTeHO WM NoqmuTo 0e3 OJaHKa BHYTpEHHEH
OIKCH JOKYMEHTOB, TO COCTaBJICHHAsI [10 YCTAHOBJICHHON (hopMe BHYTPEHHSISI OMKCH MOIKJICUBACTCS
K BHYTPEHHEH CTOPOHE JINLIEBOM OOJIOKKH JIeTa.

W3meHeHus coctaBa JOKYMEHTOB Jeia (M3bATHSA, BKIIOUEHHUS JOKYMEHTOB, 3aMeHa
JIOKYMEHTOB KOMUSIMH) oTpaxarorcs B rpade "[Ipumedanue" BHYTpeHHEH ONMKMCH CO CChUIKAMM Ha
COOTBETCTBYIOLIME aKThl. [Ipy HEOOXOIMMOCTH MOTYT OBITH COCTaBJIEHBI HOBAasi UTOTOBAs 3aIKCh K
BHYTpPEHHEH OIUCH U JIUCT-3aBEPUTENH JIeNa.

8.3.5. OdgopmiieHHe 00/10:KKH 1e1a

O6noxka nena popmupyetcs B «1C: JlIokyMeHTOOO0pOT 8».

Ha o06noxke aen MOCTOSHHOTO XpaHEHHUs MpelyCMaTpUBAEeTCsl MECTO NJisi HAaMMEHOBaHUS
rOCYJapCTBEHHOTO (MYHHIIMIIAIBHOTO) apX¥Ba, B KOTOPHIH JIea opraHu3aiu 0yayT npuHsaTs [lpn
opopMiIeHUH OOJOXKKM Jlela HaMMEHOBAaHWE OpraHU3allud YKa3blBae€TCA TOJHOCTHIO, B
UMEHHUTENBHOM Tanexe. [lorHoe HanMeHOBaHWE BBIIECTOSIICH OpPTaHU3aAIlMH YKa3bIBACTCS HaJ
HAUMEHOBAHMEM OPTraHM3AlMH - UCTOYHHWKA KOMIUIEKTOBAaHUS (TaKKe B MMEHUTEIHHOM IMaJlexke).
Ecnu opranu3zaiiust WM BBIIIECTOSIIAS OpraHU3aIHs UMEIOT COKpAIIeHHbIe HANMEHOBAHHMS, TO OHU
yKa3bIBAIOTCS B CKOOKAX IMOCIIE MOJIHOTO HAUMEHOBAHMS.

[Ipy W3MEHEHWM HAaUMEHOBAHWs OpraHW3allM B TEUYCHHWE IIEPHOMA, OXBATHIBAEMOTO
JOKyMEHTaMHu Jiela, WIM TpH I[epenade Jena B JAPYryld OpraHu3alvio, Ha OOJIOKKe Jerna
JIOTIMCBHIBAETCSI HOBOE HAMMEHOBAHHME JTOW OpraHW3alliil WA OpraHU3alHU-TIPABONPEEMHHKA, a
IpeXHee 3aKI0YaeTCs] B CKOOKH.

Ha o6moxke femna yka3pIBaroTCs:

- HAUMEHOBaHME OPTaHU3aIMH U €€ HEMOCPECTBEHHAs TOAUYNHEHHOCTb;

- UHJIEKC JIeNia;

- HoMep Toma (J4acTu);

- 3aTOJIOBOK Jieyia (ToMa, 4acTH);

- KpaliHue JaThl iena (ToMa, 4acTu);
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- KOJIMYECTBO JINCTOB B JieJie (TOME, YacTH);

- CPOK XpaHeHHs Jiena;

- apXUBHBIN HU(p aena.

3aroyioBOK Jiea Ha OyMa)KHOM HOCHTENIE U 3arojOBOK AJIEKTPOHHOIO Jieia MEPEHOCITCS Ha
00JIOKKY Jiena (JIEKTPOHHOTO JieJla) W3 HOMEHKJIATYphl el KOJUIeIKa. 3arojoBOK JIOJDKEH
COOTBETCTBOBATh COJCPKAHUIO IOKYMEHTOB B JIETIC.

B Tex ciydasix, Koraa 1ei10 COCTOMT M3 HECKOJIbKUX TOMOB (YacTeil), Ha OOJIOKKY KaXKI0TO
TOMa (4acTu) BBIHOCUTCS OOIIHI 3ar0JI0OBOK J1eNa, a PU He0OXOJUMOCTH - 3ar0JIOBOK Ka)KJI0T0 TOMa
(dactn).

B 3arosnoBkax nen, coaepamux KOIMHH JOKYMEHTOB, YKA3bIBA€TCS Ha KOJIMYECTBO KOIHUH.
[TonnMHHOCTH JOKYMEHTOB JIeNIa B 3ar0JIOBKE HE OrOBApUBAETCSI.

Jlena, BHECEHHBIE B TOJIOBBIC Pa3/IeNibl CBOJHBIX ONMHUCEH, MUMPYIOTCS MOCIE YTBEPKICHUS
roJoBoro paszzena cBoaHoi onucu DIIK apXuBHOro yupexIeHus U YTBEPKICHUS PYKOBOJIUTEIEM
OpTraHu3aIH (0 TOT0 APXUBHBIN UMD MPOCTABIISIETCS KapaHIallIoM).

Ha o6noxkke nema ykas3piBaeTcsi nata jena - rof(bl) 3aBeleHHS W OKOHYAHHUA Jeja B
JIEJIONIPOU3BO/ICTBE.

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

Jlata nema MOXET He YKa3bIBaThCs TOJILKO Ha OOJIOKKAX e, COACPIKAIINX TOAO0BbIC IJIaHbI
Y OTYETHI U IPYTHe JOKYMEHTHI, IaThl KOTOPBIX OTPAXKAIOTCS B 3ar0JIOBKAX JIedl.

JlaToii nein, colaepXalux paclopsIUTENIbHYI, TBOPYECKYI0O W HMHYIO JIOKYMEHTAILIMIO
(oxampl, MUChMa, CTEHOTPaMMBbl), /Ul KOTOPOM TOYHAas AAaTHUPOBKAa MMEET Ba)XHOE 3HA4YCHHE, a
TaKKe JIJIS1 JIEJ, COCTOSIIINX U3 HECKOJIBKUX TOMOB (4YacTei), sIBISIOTCS AaThl (YUCIIO, MECSL, TOJ)
peructpanuu (COCTaBIEHUS, MOCTYIUIEHHUSI) CAaMOTO0 PaHHEro W CaMOro MO3AHEr0 JOKYMEHTOB,
BKITFOUEHHBIX B JIeJI0 (KpaifHUe ATkl Jel, JOKYMEHTOB).

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

JlaTtoit muyHOTO N1eMa SIBISIFOTCS 1aThl MOAMMCAHUS TPUKA30B O MprUeMe U YBOJIbHEHHUH JUIIA,
Ha KOTOPOE OHO 3aBEJICHO.

[Tpu 0603HaUeHNH JaThl TOKYMEHTA CHauajla YKa3bIBAeTCs YUCIIO, 3aTeM MECSI U ToJ. Yucmo
1 1071 0003HaUaI0TCs apaOCKUMU I paMu, Ha3BaHUE MECSIIA - CIIOBOM.

Ecnu nara nmokymeHTa WM OTJENbHBIE €€ DJIEMEHTHI ONMpPEAeSIOTCS MPUOIU3UTETBHO, Ha
OCHOBaHUU aHAJIM3a COAEPKaHUs TOKYMEHTA, TO aTa WK OT/EIbHbIE €€ DJIEMEHTHI, HE a0COJIIOTHO
JIOCTOBEPHBIE, 3aKITI0YAIOTCS B KBaJpaTHbIE CKOOKHU.

OO0s3aTenbHBIMA PEKBU3UTAMH OOJIOKKH JIeNia SBISIFOTCS yKa3aHHE KOJWYECTBA JINCTOB B
nene (IpoCTaBisSIeTCs HA OCHOBAaHWU JIMCTa-3aBEPUTENS JieNla) U CPOK XpaHEeHHs Jena (Ha Jenax
MOCTOSIHHOTO XpaHeHus numiercs: "XpaHUuTh MOCTOSIHHO").

8.4. CocraBiienne onuceii e

Jlena mepemaroTcss B apXHMB KOJUIE/P)KA IO OIHUCSM, COCTaBJICHHBIM B CTPYKTYPHBIX
nonpazaenenusx. Omucu Jen CTPYKTYPHBIX TMOAPA3NIENCHU COCTABISIOTCS MO YCTaHOBJICHHOMN
dbopMe B ABYX 3K3EMIUISPAX U MPEICTABIAIOTCS B apXHUB KOJUIE/XKa HE MMO3/JHEE YeM Yepe3 OJIUH I'oj
1I0CJI€ 3aBEPILEHUS JIeT B A€TIONPOU3BO/ICTBE.

Omnwcr coCTaBISIOTCS OTIIENBHO Ha JIeNia MOCTOSTHHOTO XPaHEHUS; Jejla BPEMEHHBIX (CBBIIIE
10 neT) cpoKOB XpaHEHHs, B TOM YHKCIE TI0 JIMYHOMY COCTaBY, U JieJia, COCTOSIINE U3 TOKYMEHTOB,
XapaKTePHBIX TOJBKO JUIS TaHHOW opraHu3anuu. OTIelNbHBIC OIMHUCH COCTABJISIOTCS Ha €IUHHUIIBI
XPaHEHUs JIEKTPOHHBIX JOKYMEHTOB MIOCTOSTHHOTO XpaHEeHHsI; BpeMeHHbIX (cBbIie 10 jieT) cpokoB
XPaHEHUs, B TOM YHCJIIE TI0 ITHYHOMY COCTaBY.
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Omnucu popmupyrores B «1C: JJokyMeHTO000pOT 8» U3 KApTOUKH JIejIa MyTeM BEIOOpa MEHIO
«Co3znate Ha ocHoBaHUM» — «llepenaya nen B apxuBy.

[Ipu cocTtaBieHUH OMUCH AEN CTPYKTYPHOTO MOJpPA3/AEiCHUsT COOIMIOMAIOTCS CIIEIYIOIINe
TpeOOBaHUS:

- 3ar0JIOBKHM JI€JI BHOCSITCS B OIIUCh B COOTBETCTBUU C INIPUHATON CXEMON CUCTEMATH3allMM Ha
OCHOBE HOMEHKJIATYpPhl J€1;

- KaXJ0€ JEJI0 BHOCUTCS B ONUCH IO IOPSIKOBBIM HOMEPOM (€CIM [0 COCTOUT U3
HECKOJIBKMX TOMOB WJIM 4YacT€l, TO KaXKIbld TOM WJIM YacThb BHOCSITCS B OIMCh IOJ MOPSAIKOBBIM
HOMEPOM);

- Tpadbl OMKCH 3aMOJHSAIOTCS B TOYHOM COOTBETCTBHHU CO CBEICHUSIMH, KOTOPHIE BHIHECEHBI
Ha 00JIOKKY Jena;

- rpada omucu "[lpumedanue" UCHONB3YETCS JJISI OTMETOK O MpHEMe JeN, 0COOSHHOCTIX
(bU3UYECKOr0 COCTOSIHUSA, O Tepeaaye Aea IPYruM CTPYKTYPHBIM MOJpa3IeieHHUsIM CO CChUIKOW Ha
HEOOXOJIMMBIN aKT, O HAIMYMH KOIIHH.

B xoHue onucu Beiien 3a NOCHIeIHEN ONUCAaTENbHOM CTaTheN 3al0JIHAETCS UTOTOBAsI 3aIUCh,
B KOTOPOH yKa3biBatoTCs (LM(ppaMu M MPOMKCHI0) KOJMYECTBO JIEN, TIEPBbIA U MOCIEAHUN HOMepa
JIeNl TI0 OIMUCHU JIeNI, a TaKK€ OrOBApUBAIOTCA OCOOCHHOCTH HyMEpaluu JAell B OMHUCH (Haaudue
JUTEPHBIX U MPOIYIICHHBIX HOMEPOB).

Ilepen BHeceHHWEM 3aroJIOBKOB JieJ B ONHUCh IMPOBEPSIOTCS KauecTBO (HOPMUPOBAHHS M
oopmIIeHHS JeTT, COOTBETCTBUE KOJUYECTBA JIE]I, BHOCUMBIX B OIHCH, KOJMYECTBY 3aBEICHHBIX JEIT
110 HOMEHKJIaType Jell.

[Ipu mpocMoTpe J1en NpOBEPSIIOTCS: COOTBETCTBUE 3ar0JI0BKA JIENa COJEPKAHUIO TOKYMEHTOB
B JieJie; MPaBUIBHOCTh OPOPMIICHUS U TPYIIIUPOBKHU TIOKYMEHTOB, BKJIIOYCHHBIX B JIEJI0; KAYECTBO
NOJAUIMBKYA WIM MeEpeIvieTa Jena; MpaBWIbHOCTh HYMEpPALMU JIMCTOB J€ja; HaJu4yue B Jele, B
HEOOXOUMBIX CIy4asiX, BHyTPEHHEH OMHCHU JieNia U MPAaBUILHOCTh €€ COCTaBJICHHUS; MPAaBUIbHOCTh
obopmiieHUsT OOJIOKKM Jiejla;, HAJMYWe W TPaBWIBHOCTH JIMCTa-3aBepuTeNs nena. B ciydae
oOHapyXeHHs HApYIICHUS YCTAaHOBIIEHHBIX MPaBUI OPMUPOBAHUS B OPOPMIICHUS JIET OHU JTOJIKHBI
OBITH YCTPAHEHBI.

B ciydae o6HapyskeHUs: OTCYTCTBHS JIe], YUCISIINXCS [0 HOMEHKJIAType e, CTPYKTYPHBIM
noJipa3/ielieHueM MPUHUMAIOTCS Mephl 1O po3bIcKy. OOHApyKEHHbIE Jiella BKIIOYAIOTCS B OIHUCH.
Ecnu npunsThie MEphl HE Jalld PE3yNbTaTOB, TO Ha HEOOHapYyKEHHBIE JieJla COCTABISAETCS aKT 00
yTpaTe JTOKYMEHTOB, KOTOPBIH MOJANUCHIBAETCS PYKOBOIUTENEM CTPYKTYPHOTO MOAPA3JEICHUS U
NIEPEAETCSI BMECTE C ONUCHIO NI CTPYKTYPHOIO OJIPA3ACIICHUS B apXUB KOJIJIE/IKA.

B nensx obecrnieueHus COXpaHHOCTH, CBOEBPEMEHHOI'O OTOOpa M ydyeTa M CHUCTEMaTU3alluu
JIeJT, TOAJIeKAIIUX TMOCTOSHHOMY U BpeMeHHoMY (cBbimie 10 JeT) CpOKOB XpaHEHHUS, B KOJUIEIKE
COCTaBJISIFOTCS CBOJIHBIE ONUCH /1T, TOKYMEHTOB.

Onucu CcOCTaBISIIOTCA OTAEIBHO Ha Jela, JOKYMEHTBI: IMOCTOSIHHOTO CpOKa XpaHEHWS;
BpeMeHHbIX (cBbIlIe 10 j1eT) CpOKOB XpaHEHUSs; MO JMYHOMY COCTaBY; XapaKTEPHbIE TOJBKO IS
JTAHHOM OpraHu3aliKi. AHAJIOTUYHBIE OMKUCH COCTABIISIOTCS HA SJIEKTPOHHBIE J1e1a, IOKYMEHTHI.

CBojHBIE OMKCH JIE]1, TOKYMEHTOB KOJIJIEAKA COCTOSIT U3 FOJIOBBIX Pa3JIeloB, COCTABISEMbIX
Ha OCHOBE MEpPEJaHHBIX B apXHUB KOJUIEKA OMHUCEH €] €ro CTPYKTYPHBIX MOJApa3JeleHUuN 3a
oTpefiefieHHbIe TOJlbl, U CHCTEMaTHU3WPOBAHHBIX B TMpeJeNiax Ka)XJo0ro roja B COOTBETCTBUHU C
YTBEPKJIEHHOU CTPYKTYpPOH KOJIeIXa Ha 3TOT TOJ.

Onucu nen, JOKYMEHTOB COCTAaBIISIFOTCS 1O YCTAHOBJIEHHON ¢opMe M COCTOAT U3
ONUCATENbHBIX CTATEH €AMHUI] XpPaHEHUs, UTOTOBOM 3alMCH, JHCTA-3aBEPUTENST M CIIPABOYHOTO
anmapara K OMHCH.

CBoJHBIE OTTUCH JIEN TIOCTOSIHHOTO XPaHEeHHUsI, BpeMEHHBIX (cBbImie 10 J1eT) CPOKOB XpaHEeHHS,
B TOM YHCJ€ IO JHUYHOMY COCTaBYy COTJIACOBBIBAIOTCS SKCIIEPTHOW KOMHUCCHEH KoJiemka u
HaIMpaBJIAIOTCS Ha YTBEP)KJICHHUE/COTIaCOBaHNE B SKCIIEPTHO-TIPOBEPOUHYIO KoMHccHI0 CiryKObI 1O
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Jies1aM apXuBOB XaHTbI-MaHCUICKOrOo aBTOHOMHOT0 okpyra — FOrpsl, mmocie 4ero yTepikaarorcs
JUPEKTOPOM KOJUIEIKA.

8.5. CocTaB/ieHMe aKTOB HAa YHHUUYTOKeHHE JOKYMEHTOB M JieJl ¢ HCTeKIIMMH CPOKaMH
XpaHeHust

Ha pena ¢ ucTekmmMu CpoKaMu XpaHEHHs B CTPYKTYPHBIX ITOAPA3ACICHUAX KOJUIEIKA
COCTaBIIAIOTCSA MPEUIOKECHHSI K aKTy O BBIIEICHUM K YHUUYTOKEHHUIO TOKYMEHTOB, HE MOMJIEKAIUX
XpaHEHHIo (110 popMe COOTBETCTBYIOILETO aKTa).

Ha ocHoBe mnpenioxeHHH CTPYKTYpHBIX IOJpa3/ieleHull ciayx0a [1el0npou3BOJICTBA
OpraHM3alMy COCTAaBJISIET aKT O BBIIEICHHMM K YHUYTOXXCHHIO JTOKYMEHTOB, HE IIOJUICKAIIUX

XpaHEHHUIO.
Akt hopmupyercs B «1C: JIokyMeHTOOOOPOT 8» M3 KapTOYKH Jieja MyTeM BBIOOpa MEHIO
«Co3math Ha OCHOBaHWUW» — «YHHUYTOXKEeHHE Jem». AKT ¢opmupyercs «Cekperapem-

JIeNIOTIPOU3BOJMTENEM» M TOJUICKUT yTBepKIeHHIO pykoBoauteneM AY «Hedreroranckuit
MOJIMTEXHUYECKUN KOJLIIEIK.

Jlena BKJIIOYAIOTCS B aKT O BBLAEICHUH K YHHYTOXKEHHUIO JOKYMEHTOB, HE IOJUIEXKALINX
XPAaHEHUIO, €CJIM MPEAYCMOTPEHHBIN NIl HUX CPOK XpaHEHMs UCTEK K 1 sSHBaps roaa, B KOTOPOM
COCTaBJIEH aKT.

Hena ¢ ormerkoit "OIIK" mnojnexaT MOJMCTHOMY IPOCMOTPY B LENSAX BBISBICHUS
JOKYMEHTOB, HOJUIeXKAIUX TOCTOSHHOMY XpaHEHHIO. BbIABICHHblE B TakUX JefaX JOKYMEHTHI
MIOCTOSTHHOTO XPAaHEHHS BBIJCIISIOTCS M IPUCOCTUHSIIOTCS K OJTHOPOTHBIM JIeJIaM HIIH (POPMHUPYIOTCS
B CAMOCTOSITEJIbHBIE JIe1a.

OcranbHble ToKyMeHThI ¢ oTMeTKoM "OIIK" Briltouarores B akT Ha yHUUTOXeHue. [Ipu aTom
orMetka "JIIK" B akTe He yka3bIBaeTCsl.

AKTBI Ha YHHUYTOXXEHHE JIOKYMEHTOB paccMmarpuBatorcs Ha 3acenanuu OK. Ilo urtoram
paccmoTpenus OK cornacoBblBaeT akThl O BBIACICHMHM K YHHYTOXKEHUIO JIOKYMEHTOB. AKTHI
YTBEPAKAAIOTCS TUPEKTOPOM KOJUIEXkKa, [10CJIe YEero Jiela, BbIICJIECHHbIE N0 aKTy K YHUUYTOXKEHHUIO,
MOTYT OBbITh YHUYTO)KEHBI.

8.6. Ilepenaua es1 Ha apXMBHOE XpaHeHHe

Ilepenaya nen Ha apXMBHOE XpaHEHHME IPOM3BOAMTCS C MCIONb30BaHHEM cpelcTB «1C:
HoxymeHnToo60poT 8». CBeneHus 0O mepeaadye Ha apXUBHOE XPAHEHHE OTOOPAKAIOTCS B KapTOUKE
nena (Toma).

[lepenaua nen B apxuB KOJUIE)KA OCYIIECTBISETCS MO TpaduKy, COIIaCOBaHHOMY C
PYKOBOJIUTENSIMH  CTPYKTYPHBIX TOJpPA3JeNeHUl, Mepelalolux JOKYMEHThl B apXWB, H
YTBEPKACHHOMY TUPEKTOPOM KOJUIE KA.

B nepuon moarotoBku gen Ha OyMaXXHOM HOCHUTENE CTPYKTYpHBIM MOJpa3/ieIeHUeM K
nepenave B apxuB kKosiemaka «CekperapeM-aenonpon3BoIUTENIEM» IPOBEPSIETCS] TPABUIBHOCTD UX
dopmupoBanus, 0pOpMIEHUS U COOTBETCTBHE KOJIMYECTBA JI€Jl, BKIIOUEHHBIX B OMHUCH, KOJIUYECTBY
nein, chOpMUPOBAHHBIX B COOTBETCTBUU C HOMEHKJIATYpOH Jies1 opranu3anuu. Bee BbIsiBIEHHBIE TPU
NPOBEpKE HENOCTaTKU B (QOPMHPOBAHUM M OQOPMIECHHHM Jiel PaOOTHUKH CTPYKTYPHOT'O
nojipasziesieHus: 00s3aHbl YCTPAHUTb.

IIpuem-nepenaya nmen B apXMB  Kouleka  mpousBoautrcs — «Cekperapem-
JIEIIONPOU3BOIUTENIEM» B IPUCYTCTBUU pabOTHHKA CTPYKTYPHOro nojipasaeneHus. Ha sk3zemrmuisapax
OIMCH J€JI, TOKYMEHTOB IIPOCTABIISAETCSI OTMETKA O HAIMYUM Jie]a. B KOHIE KaXI0ro 3K3eMIULIpa
ONKCHU YKa3bIBaIOTCS LU(paMU U MPOMHUCHIO KOJMYECTBO (DAaKTHUECKU MPUHATHIX B apXWB eI,
HOMEpa OTCYTCTBYIOLIUX A€, 1aTa IpueMa-Tepeaadn A€, a TaKKe MOINCH JIUIa, OTBETCTBEHHOTO
3a apXuB, U JIMLIA, IEpeAaBIIEro Jea.

Ilepenaya >IEKTPOHHBIX JOKYMEHTOB B apXWB KOJUIE[Ka MPOU3BOAMTCS Ha OCHOBAaHUU
ONMHCeNd JJIEKTPOHHBIX JI€d, JOKYMEHTOB CTPYKTYpHBIX THOJpa3felieHud Ha (QU3NYeCKu
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000COOJICHHBIX MAaTepUAIBHBIX HOCUTEISAX, KOTOpBIE TMPEICTABISAIOTCS B JIBYX HICHTUYHBIX
JK3EMIUIApax.

Hena Bpemennoro (mo 10 yer) cpoka XpaHeHHUs TMepelade Ha ApXUBHOE XpaHEHUE He
nojuiexar (OHM XpaHATCS B CTPYKTYPHBIX MOAPA3ACICHUSX W IO MCTEYEHUH CPOKOB XPaHEHUS
MOJJIEKAT YHUUYTOXKEHHUIO B YCTAHOBJIIEHHOM IOPSIZIKE).

8.7. Ucnonb30BaHMe AapXUBHBIX JOKYMEHTOB

OcHOBHBIMHU (pOPMAMU UCIIONIB30BAHUS JOKYMEHTOB apXHBa OPraHU3aLUH SIBISIOTCS:

- nH(pOpMaLMOHHOE oOecrieueHnue pabOTHUKOB OpraHU3aliH;

- HUCIIOJHEHHME 3allpOCOB II0JIB30BATENECH, B TOM YHCJE 3alPOCOB TI'PAXKIAH COLUAIBHO-
IIPAaBOBOI'0 XapaKTepa,

- BbIJIa4Ya JOKYMEHTOB U JI€JI BO BPEMEHHOE I10JIb30BaHUE, IPEAOCTaBICHUE KO apXUBHBIX
JIOKYMEHTOB T10 3aIpocaM I0JIb30BaTeNei, B TOM YHcie B (hoOpMe 3JEKTPOHHBIX JTOKYMEHTOB.

JIOKYMEHTBI BBIIAIOTCA M3 apXMBOXPAHWJIMILA HA OCHOBAHUU INHMCBMEHHOIO pa3pelleHus
JTUPEKTOpa KOJUIEeKa UM PYKOBOJUTENS CTPYKTYPHOI'O IOIpa3AeeHUs KOJUIeIxkKa:

- paOOTHUKAM CTPYKTYPHBIX MOAPA3ACICHUNA KOJIIEKA;

- CyJ1eOHBIM, IPAaBOOXPAHUTEIBHBIM U UHBIM YIIOJHOMOYEHHBIM OpraHaM B COOTBETCTBHUH C
3aKkoHogarenbcTBoM Poccuiickont denepannn;

- UHBIM I10JIb30BATEISIM 10 MMCbMEHHOMY 3asIBJICHUIO.

JIOKYMEHTBI BBIIAIOTCS U3 ApXUBOXPAHUIIUIL HA CPOK HE IPEBBIIIAIOIINII:

- OJIHOro Mecslla - /I MCIOJb30BaHUS paOOTHUKAMU OpraHu3alud W HHBIMU
I10JIb30BATEIISIMU;

- IIECTH MECALIEB - CYJCOHBIM, IPABOOXPAHUTEIBHBIM U UHBIM YIIOJIHOMOUYEHHBIM OpraHaM.

[IpoyieHne yCTaHOBJIEHHBIX CPOKOB BbIAAUM JOKYMEHTOB JOIYCKAaeTCs C pa3pelIcHUs
PYKOBOJUTENS OpraHu3allud HAa OCHOBAaHUM NUCBMEHHOIO TMOJTBEPXKACHMSI IOJB30BaTENsl O
COXpaHEHMH/00ecrIeueHMH COXPAHHOCTH IOKYMEHTOB.

B ciydyae BOZBHMKHOBEHHMSI ITPOU3BOJICTBEHHOW HEOOXOIUMOCTH PaOOTHUKH MOApA3IEICHUN
UMEIOT MPaBo JIOCTYIA K apXUBHBIM ToKyMeHTaM. C 3Toil 11e11bI0 0popMIIsieTCs 3apoc Ha MOTyYeHHe
apXMBHOTO Jiena. 3amnpochl Ha BbIaYy JOKYMEHTOB BpeMeHHoro (1o 10 yer) cpoka XpaHEHHUs
MOJIHUCHIBAIOTCS. PYKOBOJUTEEM CTPYKTYPHOTO MOAPAa3AeIeHMs. 3alIpoCchl Ha BbIJa4y JOKYMEHTOB
MIOCTOSIHHOTO CpOKa XpaHEHUs, a TaKXKe MPEeACTABIECHUS JTOKYMEHTOB IPYIroro IMojapa3JesieHus
BpeMeHHoro (cBbiie 10 jeT) XpaHeHus, MOAMUCHIBAIOTCS TUPEKTOPOM KOJIIekKa.

Wckmouenne coctapisitoT [Iprka3bl 10 OCHOBHOHM JI€ATENBHOCTH HE KOH(PHUAECHLIHATBHOIO
Hopsi/iKa, KOMMU C KOTOPBIX MPEIOCTaBISIIOTCA 03 COCTaBIeHUS 3aIpoca.

Buemnue 3amnpockl Ha npenoctaBieHrue MHGopMaluu (IpaBOOXpPaHUTEIbHBIM, HaJOTOBBIM
U JIp. TOCYIapCTBEHHBIM OpraHaM) COIJIACOBBIBAIOTCS C IOPUIMYECKON Ciy’k00H B wyacTu
YCTaHOBJIEHUS IPAaBOMEPHOCTH 3arpoca.

Bblgaua JOKYMEHTOB W3 apXMBOXPAaHWJIMILA PETUCTPUPYETCS B KHUIE BbIAAYM J€1 U
odopmIIseTcs:

- 3aKa30M (cy»eOHOW 3aIuCKOii) Ha BbIauy Jel;

- aKTOM O BblJIaye JIeJI BO BPEMEHHOE I10JIb30BaHKE - IPU BbIJJa4€ B CTOPOHHHUE OpraHHU3aI1H.

Beinaua noxkymenToB u3 apxuBa ¢pukcupyercs B XKypnane nepenaun «1C: JlokyMeHTOO00pOT
&».

Beinauy 10kyMeHTOB Ha OyMa)XHOM HOCHUTEINE U3 apXUBOXPAHWIMILA U TIPUEM UX 00paTHO, B
TOM YHCII€ B Cllydae HEOOXOJUMOCTU MOJUCTHYIO MPOBEPKY HAJIM4YUS U COCTOSIHHUSI JOKYMEHTOB
nepel BbIauedl U3 apXMBOXPAaHWIMIIA W IpU  Bo3BpaTre, mnpousBoaur «CekperapeM-
JIEJIONPOU3BOIUTENIEM» B IPUCYTCTBUY JIULIA, MTOTyYaroiero (BO3BpaIlaiolIero) Aena.

ITpu oOHapyKEeHNU HEAOCTAYH €T WK OT/AETbHBIX JIUCTOB B HUX, a TAK)KE MOBPEXKACHUH e
U IOKyMEHTOB «CeKpeTapb-/1eJ0IIPOU3BOIUTEND) COCTABIISIET aKT O (PU3NYECKOM MOBPEKICHUN WIIN
0 HeJocTaye Jesl WIM JOKYMEHTOB B JIBYX dK3eMIuripax. OQuH dK3eMIUIIp aKkTa MpPeabsBISIETCA
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PYKOBOJUTENIO MOJAPA3IE/ICHUs, MCIIOIb30BABILIEIO JOKYMEHTBI, U JOBOAMUTCS O CBEACHHUS
pykoBoautens AY «HedTeroraHCKui MOJUTEXHUUESCKUH KOJUISKY ISl TPUBJICYCHHUS BHHOBHBIX K
OTBETCTBEHHOCTH, BTOPON — XpaHUTCSI B HOMEHKJIATYPHOM JI€JI€ apXUBa.

OTBETCTBEHHOCTh 3a COXPAaHHOCTh U (PU3MYECKOE COCTOSHUE BCEX JIOKYMEHTOB Jelia,
IIOJIyUEHHOI0 BO BPEMEHHOE II0JIb30BAHME M3 apXHBa, HECET PYKOBOAMUTEIb CTPYKTYPHOIO
noapaszaenenus. Kareropuuecku 3ampemaercsl npu BPEMEHHOM I0JIb30BAaHUM PACIIMBATH Ji€]a U
CKOPOCIIMBATENH, a TAKKE U3bIMATh JOKYMEHTHI.

Brigaua gen Bo BpeMeHHOE M0JIb30BaHUE B JIpYrHe OpraHu3anui (B T. 4. ahGuinpoBaHHbIe)
OCYIIECTBIISIETCSl IO MHUCbMEHHOMY 3ampocy Ha uMsa pykoBoautens AY «Hedreroranckuit
MNOJUTEXHUYECKUH KOJUISK» M O(OPMIISIETCS COOTBETCTBYIOIIMM aKTOM. B 3TOM ciydae akT
MOANKCHIBAECTCS JUPEKTOPOM KOJUIEIA C OJHOM CTOPOHBI M PYKOBOJMTENIEM OpraHU3ALMH-
1oJIyyaTesis, ¢ Apyroil croponsl. [loanucu ckperuigroTcst KpyriaplMU Me4aTsIMU OpraHu3anui. AKT
odopmisieTcs B JBYX 3K3EeMIUISIpax, OJMH U3 KOTOPBIX OCTAETCsA B apXuBe, IPYrod — mepenaercs
nonyuyatemo. [lociie Bo3BpalieHus Jesn B 000MX SK3EMIUIIpax akTa AENaeTcsl COOTBETCTBYIOLIAS
OTMETKA.

W3paTve NOKYMEHTOB M3 apXuBa JAOINYCKAEeTCs JIMLIb B HCKIIOYMTEIbHBIX CIydasx aJs
WCIIOJIHEHMS 3alPOCOB U MPEANUCAHUN TOCYIApCTBEHHBIX OPraHOB.

JIOKYMEHTBI U3 apXUBOXPAHUIIMILA, KaK [IPaBUIIO, HE BbIIAIOTCS:

- IpU HANTMYUK (POHA MOJIb30BAHMS,

- HaXOASIIMeCsS B HEYOBICTBOPUTEIEHOM (PU3UYECKOM COCTOSTHUH.

3anpochl 1OJIB30BATENEH, MOCTYyHAKOLIME B AaApXUB KOJUIEHKA, MOAPA3ACIAIOTCS Ha
TEMaTHYECKHE M COLUAIbHO-IIPABOBbIE. ApXUB KOJUIEIKa JOJDKEH paccMaTpUBaTb M HUCIOIHSTH
3ampockl, MOCTYMUBIIUE B MUCbMEHHOHN (opMe.

3anpoc JOobKeH OBITh 3apeTUCTPHPOBAH B TEUEHUE TpeX paboumMx AHEH C MOMEHTa ero
MOCTYIJICHUS.

3anpoc, HE OTHOCSALIMHCA K COCTaBy XpaHSIIUXCS B OpraHU3aluu JIOKYMEHTOB
(HempoUIIBHBIN 3ampoc), B Te4eHWe 7 AHEH cO JHS pPerucTpaluu 3ampoca HampaBlseTcs B
OpraHM3aIfIo, TJ€ MOTYT XPAaHUThCS HEOOXOJMMBbIE IOKYMEHThl C YBEAOMJIEHHEM 00 3TOM
MOJI30BATENS.

3anpoc, MOCTYNUBIIMN B apXWB KOJUIEAKA, pAcCMAaTPUBAETCSI B COOTBETCTBUU C
TpeOOBaHUSIMU 3aKOHOAATENIBHBIX W WHBIX HOPMATHUBHBIX TMPABOBBIX AaKTOB MO padoTe cC
oOpallleHUsIMU TpaXk/1aH U MPeJOCTAaBICHUIO TOCYJapCTBEHHBIX (MYHULIUIIANBHBIX ) YCIYT.

OTBeT Ha MOCTYNUBLIMK B apXUB OpPraHu3aliy 3a1poc npeaocTasisercs B Teuenne 30 gHei
co aHs ero peructpanuu. C paspernieHusi pykoBOACTBa KOJIJIEAKA 3TOT CPOK MOKET OBITh MPOJJIEH
He Oosee yeM Ha 30 JHEH, ¢ yBe1oMIIEHHEM 00 3TOM 3asiBUTENS.

8.8. YHuuToXeHue 10KYMEHTOB H /ieJl ¢ HCTeKIIMMH CPOKAMHU XPaHEeHHUs

«CekpeTrapb-1eI0nPOU3BOAUTENBY MEPUOIUUECKH MPOBOJIUT BBIACICHUE K YHUUYTOKEHUIO
JIOKYMEHTOB C HCTEKIIMMHM cpokamu Xpanenus'!, cpenctamu «1C: JIokyMeHTOOG0POT 8», a TakKe
OKa3bIBa€T METOJMYECKYI0 TIOMOILb CTPYKTYPHBIM M TEPPUTOPHAIBHBIM TOJPA3IACICHUSIM B
YHUYTOXXEHUU JTOKYMEHTOB C MUCTEKITMMU CPOKAMH XPAaHEHHUS, CPOKOB XPaHEHUS «JI0 MUHOBAHUS
HagoOoHocT» (IMH), «10 3amenst HoBeIMIY ([I3H), a Takke 4epHOBBIX U KOMUHHBIX TOKYMEHTOB.

OT60p NOKYMEHTOB K YHHUUYTOKEHHUIO NMPOU3BOAUTCS IOCJIE COCTABIIEHUS CBOJHBIX ONMHCEN
JIeNT TIOCTOSTHHOTO XpaHEHHUs 3a 3TOT K€ Mepuoj]l (OMUCHU U aKThl O BBIICICHHHM JTOKYMEHTOB Ha

1 Ycumcnenne cpoka XpaHeHHs 1 M JOKYMEHTOB OCYLIECTBIAETCS C | sSHBAps Toa, CIeIyIOLEro 3a rojoM HX
okoHuaHus. Harmpumep: 5-1eTHHI CpOK XpaHEHHMs Jiell, OKOHUeHHBIX | stHBaps, 20 nions u 31 nekadpst 2013 rona BHe
3aBUCHUMOCTH OT KOHKPETHOIO 4YMCJa M MecAlla MX OKOH4YaHusi, ucuucisercs ¢ 1 sHBaps 2014 roga. IlpaBo ux
YHUUTOXKEHUS Bo3HUKaeT ¢ | auBaps 2019 rona.
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YHUUTOXXE€HUE  paccMmaTpuBaroTcst  «CekperapeM-AelONpOU3BOAUTENIEM»  COBMECTHO  C
pykoBoauteneM AY «Hedreroranckuii MOMMTEXHUYECKUN KOJIIEHK» OJTHOBPEMEHHO).

JlokymeHnTsl cpoka xpaHeHus /JIMH, konwuiiHble TOKYMEHTbI HOPMAaTHBHO-METOAUYECKOIO
Xapaktepa, UMeroIue cpok xpanenus JI3H, yepHoBbIle M KOMMITHBIE TOKYMEHTHI (HE MOALIUTHIC B
Jien1a), epelaHHble CTPYKTYPHBIM MOAPa3/IeI€HUEM B apXUB HAa YHUYTO)KEHHUE, YHUUTOXKAOTCS I10
aKTy ¢ o0s3aTenpHON (puKcalyei KoaruuecTBa MEIIKOB U KOHTEHHEPOB, MPUHSTHIX OT CTPYKTYPHOTO
MOJpa3IeNIeHus, a TaKkKe haMHUITUHN paOOTHHKA, OCYIIECTBIISIONIETO KCTIEPTH3Y (0TOODP) TOKYMEHTOB
Ha YHUYTOXXEeHHE. Takue OKYMEHTHI MOTYT ObITh YHHYTOXEHBI B CTPYKTYPHOM IOJIpa3iesieHuu
CaMOCTOSITENIbHO, 0€3 COCTaBJCHMSI aKTa, C HCIOJIb30BaHUEM IIpelepa MO COrJIacOBaHUIO C
pykoBonutenem. IIpu 3ToM B HOMeHKJIarype Aen (B BepTukanbHOU Tpade 5 «IIpumeuanuer)
JienaeTcs 3amuch 00 YHUUYTOXXCHHH Jelia: «YHHYTOXReHO. CM. akT Ne oT . Hommucse,
WHUIHAITBI, (haMUITus.

Jlena Ha GyMa)XHOM HOCUTEJIE, BbIICJICHHbIEC K YHUUYTOXKEHHIO, IEPEIatoTCa HA YHUUTOXKECHUE
(YTHIIM3alMIo) M0 aKTy O BBIJIEICHUM K YHUUYTOXKEHUIO JOKYMEHTOB, a TaK)K€ HA OCHOBAaHMU MHBIX
JIOKYMEHTOB, MOATBEPKAAOIMIUX (aKT CAaYU JOKYMEHTOB HAa YHUUTOXKEHHE (YTUIU3ALIHUIO).

ONEeKTpPOHHBIE Ji€Jla C HCTEeKIIMMH CpPOKaMM XpaHEHMsI MOJJIEKaT BBIACIEHUIO K
YHUUYTOKEHHUIO Ha OOIIMX OCHOBAHUSAX, MOCJIE YEro MPOBOJIUTCS UX (PU3UYECKOE YHUUTOKECHHUE WU
YHUUYTOXKEHUE MPOrPaMMHO-TEXHUUYECKUMHU CPEJCTBAMHM C COOTBETCTBYIOILEH OTMETKOH B aKTe O
BBIJICTICHUH K YHUUTOXXCHHUIO JIOKYMEHTOB.

Crioco0 yHMUTOXKEHHUSI JTOKYMEHTOB KOJUIEK ONPENENSET CAMOCTOATEIbHO (XMMHUYECKOE
YHUUTOKEHUE, U3MeIbueHue (IIpeIupOBaHUe)).

[Tocne yHuuTOXEHUS 1€7 B KapTOUKe «Jles10» mpocTaBiIseTcsi OTMETKA «Y HUYTOXKEHO.

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

JInst ynoCTOBEpEHHUsI MMOJUIMHHOCTH TOKYMEHTOB WJIM COOTBETCTBHS KOIUM MOJJIMHHUKAM B
KOJIJIEJKE MCMOJIb3YIOTCS COOTBETCTBEHHO TpeOyeMOMY JIOKYMEHTY repOoBast U Apyrue mneuyaTu, B
TOM YMCJIE JUISI OTJAEIBHBIX KATETOPUMA TOKYMEHTOB.

Jis mpocTaBiaeHUS OTMETOK O IIOJNYYEHHM, PETUCTPALUU, MPOXOKAECHUU U MCIIOJIHEHUU
JIOKYMEHTOB, JIPYTMX OTMETOK CIPaBOYHOIO XapakTepa MPUMEHSIOTCS COOTBETCTBYIOIIHE
MaCTHYHBIE IITAMIIBI.

[IpaBo nonp30BaHus neyaThio ¢ repooM XaHTbI-MaHCHICKOT0 aBTOHOMHOTO OKpyra — FOrpbl
Y UHBIMU TI€YaTSIMH U IITaMIIAMH YCTAHOBJIEHO Y CTaBOM KOJLIEKA.

9.1. U3roroBJ/ieHne neyaTe M ITAMIIOB

[TedyaTn U3roTaBIMBaIOTCA B COOTBETCTBUM C TpeOOBaHUSIMHU [ OCy1apcTBEHHOr0 CTaHIapTa
Poccuiickoit ®enepaunu 'OCT P 51511-2001 "Ilewatu ¢ BocripousBeaeHueM ['ocynapcTBeHHOTO
rep6a Poccuiickoit @enepanuu. Popma, pasmMepsl U TEXHUYECKHE TpeOOBaHU".

Ecnu medars kosutepka MCHOJB3YETCS B HECKOJIBKHX DK3EMIULIPAX, HOMEP SK3eMIUIIpa
IeYaTH YKa3bIBaeTCs B KIIMILIE [I€YaTH IIPU €€ U3TOTOBJICHUU.

Crpykrypable noapaznenenus AY «HedTeroranckuil NOJTUTEXHUYECKUN KOJUIEIIK» MOTYT
MMETB II€YaTH U IITaMIIbl CIIEUATIbHOTO COACPIKAHUS, KaK [UIsl BHYTPEHHETO IT0JIb30BAHMUS, TaK U JJIs
BHEIIIHHUX JOKYMEHTOB.

IleyaTn W3rOTaBIMBAIOTCA B CTPOrO OIPAHUYEHHOM KOJIUYECTBE U HCKIHOYUTEIBHO
B CIIyKeOHbIX 1ensix. PemeHne o HEOOXOAWMOCTH H3rOTOBJIEHUS Ie4aTed M HMX KOJIMYECTBE
npuHUMaeT pykooautenb AY «HedTeroraHckuii moJTuTEeXHUUECKUH KOJIIEIK.

3asiBKa Ha M3rOTOBJIEHHME I€YaTH U €€ 3CKU3 O(OpPMIAIOTCS B COOTBETCTBYIOIIMX
NoJpa3ieNIEHUsAX U HanpabistoTcs «CeKkperapro-1ea0pou3BOANUTEN0», KOTOPBIM pa3MelIaeT 3aKa3
Ha IPEANPUATHHA — U3TOTOBUTEIIE ITeYaTei.
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[Itamibl, KITUIIE, TUIOMOUPBI, HEOOXOUMBIC /ISl (PYHKIIMOHUPOBAHUS TOJIpa3aeiieHuit AY
«Hedreroranckuii MOMUTEXHUYECKUH  KOJUIEIK», 3aKyHalOTCS WJIM  HM3TOTaBIMBAIOTCS B
CIEIUAIM3UPOBAHHBIX OPTaHMU3AIMIX B HEOOXOJMMBIX KOJIMYECTBAX IO 3asBKaM CTPYKTYPHBIX
noJipa3jiesieHui. 3asBKU CTPYKTYPHBIX MOpa3/ie]IeHII Ha U3rOTOBJICHNE U IPUOOPETEHHE ITAMIIOB,
KJIMILE W TUIOMOUPOB COCTABIISIOTCS M BUSHPYIOTCS aHAJOIMYHO 3asBKaM Ha MeYaTH.

9.2. Yuer ¥ BbI1a4ya neyarTei U IITAMIIOB

Yder u peructpaius TedaTei, MTamIoB, KIUIIe W TUIOMOMpPOB BemyTcs «Cekperapem-
nenonpousBogutenem» B JKypHane yuera meuarteil, mrtamnoB (nanee — JKypHanm yuera) c
IIPOCTABIIEHUEM UX OTTHCKOB C LIEJIbIO UCKIIIOUEHUSI BO3MOKHOCTH MX YTPAThl WJIK HETPABOMEPHOTO
MCIIOJIb30BaAHUS.

XKypnan ydera nokeH OBITh MPOLIHYPOBAaH, IPOHYMEPOBAH, 3aBEPEH IOJIHUCHIO
«Cekperapsi-AeOoNpOU3BOAUTENS», CKpPEIUIEH [eYaTbl0  OpraHu3allud W XPAaHUTHCS B
METAIITMYECKOM IIKady.

Beigaua mewarted, mTammoB, KIWIIE W IUIOMOWMPOB mpomsBomutcs —«Cekperapem-
JIETIONPOU3BOIUTENEM» T1OJ MOANKUCH C MPOCTABIECHUEM COOTBETCTBYIOIIEH OTMETKH B JKypHaie
yuera.

9.3. XpaHneHue nevareii 1 IITAMIIOB

XpaHeHue nedaTeil OCyIECTBISIETCS B ONeYaThIBaeMbIX ceriax (MeTamnueckux mkadax),
MCKJIFOYAIOIIMX JOMYCK K HUM ITOCTOPOHHUX JIMI. 3alpellaeTcs XpaHUTh NIeYaTH, MITaMIIbl, KIUIIE
Y TJIOMOMPEI B CTOJIAX U SIIIUKAX, MEPeaBaTh UX HA XpaHEHHUE JIUIaM, HE UMEIOIINM Ha 3TO MPaBo,
HOCHUTDH B KapMaHax OJIeXk/Ibl (KpOMe JOJIKHOCTHBIX TeuaTell, MpeHa3HaueHHBIX JIJIs OlleYaThIBAaHUS
nBepeit u mKagoB).

[lepenaya meyareld W IITaMIOB MOCTOPOHHUM JIMIIAaM M HMX BBIHOC W3 IOMEIIEHUH, 0e3
MUCbMEHHOTO pa3pellieHUs] PyKOBOJIUTENS KOJUIEHKA HE JOIYCKAeTCsl.

[Ipu cMeHe JOMKHOCTHBIX JIMI], a TAKXKE B Cllydae OTIIYCKA WJIM YBOJIbHEHUSI COTPYIHUKOB
Ne4YaTh W IITaMIbl OT OJHOTO JIOJDKHOCTHOTO JIMIA JApyroMmy nepenatorcs depes3 «Cekperaps-
JIETOTPOU3BOIUTENS» MO TIOJIHUCH.

[lITammbel, B KOTOPBIX OTCYTCTBYIOT Kakue-uOo maHHbie 00 AY «Hedreroranckuit
MOJIUTEXHUYECKUHN KOIISIK» (HApUMEp, «BETXHE, «IIPOBEICHO», «Kacca» U T. 1I.), IepeqaroTcs OT
COTPpYAHUKA COTPYAHUKY BHYTPHU IOJPA3CICHHUS B YCTAHOBJIEHHOM TMOPSJIKE M OTMEYAIOTCS B
Kypnane yuera.

9.4. Ucnoib30BaHue nevaTeil U IITAMIIOB

3aBepeHUEe  JOKYMEHTOB  Ie€uaTbl0  opraHu3auuu  ocymectsisier  «Cekperapb-
JIEJIONPOU3BOIUTEIBY.

OTTHCK TIe4aTd MPOCTABISETCS HAa JIOKYMEHTE B YCTAHOBIEHHOM MECTE€ TaKHM 00pa3oM,
yTOOBI OTTHUCK W JIMYHAs MOANUCH ObuTH uuTaembl. OTTHCK JOJDKEH 3aXBaThlBaTh OKOHYAHHE
HAaMMEHOBAHMS JOJKHOCTHU JIMLA, MOANKMCABUIET0 JOKYMEHT. B TOKyMEeHTaxX, MOJArOTOBIEHHBIX HA
OCHOBE YHU(DHUIIUPOBAHHBIX (OPM, TIeYaTh CTABUTCS B MecCTe, o0o3HaueHHOM oTMmeTkoi "MII". He
3aBEPAIOTCS OTTHUCKOM IMEYaTH MOAMUCH JOKHOCTHBIX JIUI] HA CITYKEOHBIX MUChMaX.

OTTHCK TIeYaTH CTAaBUTCS HA HanOoJIee BaKHBIX JOKYMEHTAX, MOJTBEPK/1ast X MOJTMHHOCTD.
[Teuarpro 3aBepsieTcs moanuck pykopoautens AY «HedTeroraHckuil MOTUTEXHUIECKUN KOJIIEIKY,
€ro 3aMecTHTeJIs, TJIaBHOro OyXrajurepa, a TakKe JPYTUX JOKHOCTHBIX JIMI], KOTOPBIM MPUKa30M
pykoBogutenss AY «HedreroraHCckuii TMOMUTEXHUYECKUH KOJJIEMK» WIH  JIOBEPEHHOCTHIO
MIPEIOCTABIIEHbI COOTBETCTBYIOIINE MTOJIHOMOYHSI.

OTTHUCK MeYaTu «evyaTrb OpraHu3alun» CTaBUTCS:

— Ha JIOKYMEHTBI, YJOCTOBEpSAIOIIME IpaBa JHI, B TOM YHCIE JOBEPEHHOCTH (Ha
npeacraBieHne uHTEpecoB AY «Hedreroranckuii MOTUTEXHUUECKUH KOJUICIX» B CTOPOHHHUX
OpraHMu3aIMsIX, BEJACHUE JIe] B apOUTpaxke, Ha MOTYyYSHHE TOBAPHO-MATEPUAIBHBIX IIEHHOCTEH U T.

1.);
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— yupenutenbHble TOKyMeHTHl AY «HeTerorancKkuii MOMUTEXHUIECKHH KOJLISIK;

— JI0roBOphl (0 MaTepuaibHOW OTBETCTBEHHOCTH, apeHJE IOMEIIECHUN, O MPOU3BOJACTBE
paboT U yciyr, COBMECTHOM JIEATEILHOCTH U T. 11.);

— aKThI CIaYu-TIpueMa 3aKOHYEHHBIX paloT;

— TOJIOKEHHS O TEPPUTOPHAIBHBIX U IPYTUX CTPYKTYPHBIX MTOAPA3ACICHUSAX;

— KOMAaHIUPOBOYHBIE Y OCTOBEPEHNUS;

— KapTouku oOpa3noB noanucei pykoBoauteneid AY «HedTeroraHckuii moJIMTEXHUYSCKUAN
KOJUIEK)», UIMEIOIIUX MPABO COBEPIICHUST (PMHAHCOBO-XO3SIICTBEHHBIX OTCpaIuii;

— rapaHTUHHBIE IHUChMA;

— pacueTHO-puHAHCOBBIE TOKYMEHTHI AY «HedTeroranckuii moJuTEXHUYECKUN KOIICIK);

— CMeThl pacxoJoB (Ha mpou3BeneHUE pabOT MO PEKOHCTPYKIMH M KallUTaIbHOMY
CTPOUTENIbCTBY 3aHHUI U TOMELIECHHH, Ha KaJbKYJIALUIO K IOTOBOPY U T. [1.);

— chnpaBkd (JIMMHUTHBIC, O BBIIJIATE CTPAXOBBIX CYMM, HCIIOJIB30BAHUM OIOJKETHBIX
ACCUTHOBAHUM, O HAYMCIICHHOW U MPUYUTAIOLIEHCS 3apIUiaTe u T. 11.);

— IITAaTHOE paclUCaHUe U U3MEHEHHUS K HEMY;

— JIpyru€ JOKYMEHTbI, HaJIM4he OTTUCKA I[I€4aTH Ha KOTOPBIX IPELyCMOTPEHO
COOTBETCTBYIOIIMMH IIPABOBBIMU M HOPMATUBHBIMU aKTaMH.

3aBepeHUe MeyYaTbl0 OPraHU3alMy MOANHUCEH NOJKHOCTHBIX JIMI HAa HCXOASMMX u3 AY
«Hedreroranckuii MOMMTEXHUYSCKUH KOJUICIDK» NHUChbMaxX M JIOKYMEHTaX IPOU3BOJIUTCS IPHU
HAIMYUU Y Ha3BaHHBIX JIMI[ COOTBETCTBYIOUIMX MOJHOMOYHM, OQGOPMICHHBIX MPUKA30M
pykoBogutenss AY «HedTeroraHCKMil TMOJTUTEXHUYECKHH KOJUICIDK» WJIM HAa OCHOBAHHH
JIOBEPEHHOCTH.

9.5. OTBeTCTBEHHOCTH 32 Y4eT M XpPAHECHHE NeYaTeH U TaMIIOB

OTBETCTBEHHOCTh 3a 3aKOHHOCTh WCIIOJIb30BAaHUA W HAJIEKHOCTh XpaHEHUs TMeYaTu C
nzo0paxenneM repba XaHThI-MaHCUICKOTO aBTOHOMHOTO okpyra — HOrpsl Bo3maraercss Ha
JupeKkTopa Koyuiemka. OTBETCTBEHHOCTh 33 HAJ€KHOCTb XPAHEHHS, 3aKOHHOCTb HCIIOJIb30BAHMS
JIpYTUX TedaTedl U IITaMIIOB, KJIHIIE U TUIOMOMPOB BO3JIAraeTcsl Ha PyKOBOJIUTENEH CTPYKTYPHBIX
nonpazaeneHuil. OOLMII KOHTPOJIb ydeTa, XpaHEHUs U UCIOJb30BAaHUS Iedared, IITaMIIOB
ocyecTBisieTcs: «CekpeTapeM-I1eI0pPOU3BOIUTEIEM.

ITpoBepka (WMHBEHTapW3allMs) HAIWYMS T[I€YaTeH W IITAMIIOB, KIHIIE W TUIOMOUPOB
MPOU3BOJUTCS HE peke | pa3a B roj KOMHUCCHEH, Ha3HAYaeMOH pPYKOBOJUTEIEM KOJUIEIKaA, C
obopmiieHneM akta (mpuwiokeHue 2). OTMeTKa O MPOBEACHHBIX MPOBEPKaxX MPOCTABISIETCS B
JKypHaJie yuyeTa U BbAauM MevaTell U MTaMIoB MOCIe MOCIEIHEN 3alucH.

Bpemst u cpoku mpoBefeHHs MPOBEPKU (MHBEHTAPHU3AIMK) IEYATEH, IITAMIIOB, KIHUIIC U
TUIOMOMPOB yCTaHABJIMBAIOTCS MpUKa3zoM pykoBogutens AY «Hedreroranckuil MOTUTEXHUYECKUI
KOJUIEIDK» B paMKax MpoBeieHus o01ei MHBEHTapU3alMi MaTepUaIbHBIX LIEHHOCTEH U pacyeToB 3a
WCTEKIIUN O/,

[Ipu yrepe meuaTu KoJuleka MPUHUMAIOTCS BCE BO3MOXKHBIE MEpHI K €€ OOHAPYKEHUIO C
He3aMe/UIUTEIbHBIM yBeqoMIIeHueM pykoBoautens AY «HedreroraHckuili MOTUTEXHUYECKUI
KOJUTIEIDK» U HaZ30pHOTO opraHa. [Ipu 3Tom ykas3biBaeTcs AaTa yTepu eyaTH OpraHu3allii, a TaKkxKe
€€ TIOJHBIMA TEKCT, T. €. WICHTUYHO IMOBTOPSIOTCS CIOBA M COKpAIIEHHS CIIOB, a Takke HUPHI,
OT/IeNIbHBIE OYKBBI U 3HAKU MPEMUHAHUS, N300paKCHHBIC HA YTEPSHHON TTeYaTH.

JIuua, BUHOBHBIE B yTpaTe Me4yaTH, MPUBJIEKAIOTCS K OTBETCTBEHHOCTH B 3aBUCHUMOCTHU OT
XapakTepa M BaXXHOCTH OOCTOSTENHCTB Aena. C BUHOBHBIX COTPYIHHMKOB B3BICKHBAIOTCS CYMMBI
npuunHeHHOTO AY «HedretoraHckuil MONMUTEXHUYECKUN KOJUIEDK» yiuepda B TOpsIKe,
YCTaHOBJICHHOM JEHCTBYIOIIMM 3aKOHOIaTeNIbcTBOM Poccuiickoit denepanum.
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BHOBb M3roTOBJIEHHAs TMeYaTh JOJDKHA OO0SA3aTeNbHO HMETh Kakue-Tu0o JeTaiH,
OTJIMYAIOIIKE €€ OT YTPaueHHOU (HarpuMep, U3MEHEH PUCYHOK IMeYaTH, YMEHbBIIEH JTU00 yBEIUYeH
mpudT U T. 1.).

[Ipn yrepe uHBIX nedaTell M IITAMIIOB NPUHUMAIOTCS BCE BO3MOXKHBIE MEpPhl K UX
OOHApY)KEHHIO C HE3aMEeIUTENbHBIM yBeAOMiIeHHeM pykoBoautens AY «Hedreroranckuit
MOJIMTEXHUYECKUH KoJute[k». Jluia, BUHOBHbBIE B yTpaTe IedaTeil M IITaMIIOB, NMPUBJICKAIOTCS K
OTBETCTBEHHOCTH B 3aBUCHMOCTH OT XapaKTepa M BaXXHOCTU 0OcCTosTENbCTB Aena. C BUHOBHBIX
COTPYAHHUKOB B3BICKUBAIOTCS CyMMbl HpHUYMHEHHOT0 AY «HedTeroraHckuii MoJUTEXHUYECKHM
KOJUIEIDK» yliepOa B MOpSIKE, YCTAaHOBJIEHHOM JIEHCTBYIOIIMM 3aKOHOJATENbLCTBOM Poccuiickoit
®denepauuu.

9.6. YHMUTOKEHHE NTeYaTeid U IITAMIIOB

[locne MuHOBaHMS HaAAOOHOCTH (B Cllydyae peOpraHU3alH, CMEHBl HAaWMEHOBAHUS,
OpraHU3aI[MOHHO-KAIPOBBIX U3MEHEHU), a Tak)Ke MPUILIEIINe B HETOJHOCTb MeYaTH U IITAMIIBL,
KIUIIE W IUIOMOMpBl aHHYJIHMPYIOTCS W cHalTcsa Uit yHuuTokeHHs  «Cekperapro-
JIEJIIONPOU3BOIUTEINIOY T/I€ OHU YHHUUTOXKAIOTCA 10 aKTy C COOTBETCTBYIOIIEH OTMETKOM B yKypHaie
yuera.

YHUUTOXKEHHE NeYaTel U MITaMIIOB MPEIoaraeT OJIHOE Pa3pylIeHUE UX NevyaTaroniei
MIOBEPXHOCTHU M (POPMBI, HE OITyCKAOIIee BO3MOKHOCTH MX BOCCTAHOBJICHHUS U JTAIbHEHIIIEro
UCIOJIb30BaHus. MacTUYHbBIE TIeYaTH U IITAMIIbl Pa3pe3aroTcsl Ha MEJIKHE YaCTH W CKUTAI0TCA,
METAJJINYECKUE ONMINBAIOTCS IBYMS IEPEKPECTHBIMU JIMHUSIMH.

OtmeTka 00 YHUYTOXKEHHUH MeYaTH U IITaMIa npocrasisercs B rpade "[Ipumedanue”
JKypHaJla yyeTa U BblJaud [e4aTell U IITaMIIoB.

9.7. U3roToBJieHHE U y4eT OJIAHKOB JOKYMEHTOB

Oprannzanust paOOTHI TIO HM3TOTOBIICHUIO M y4eTy OJIAHKOB JOKYMEHTOB BO3JIaraercsi Ha
«Cekperapsi-Ae0pon3BOIUTEIS.

«CekpeTapb-/1eJI0IPOU3BOIUTENbY) OPraHU3yeT H3TOTOBJIEHHE THHOrpadCKUM CHOCOO0M
OJ1aHKOB JIJIs1 OYMaXKHBIX BEPCHUIA HCXOIAIIUX IOKYMEHTOB, KOTOPBIE MPEACTABIAIOT «OpraHu3ainioy
BO BHEIIIHEH CpejIe.

[lepenaya G1aHKOB IPYTHM OpPTraHU3ALMSAM U JIULIAM HE JTOMYCKaeTCsl.

HcnopyenHsle, HE MPUTOAHBIE JJISl WUCIIOJIb30BAHUS OJIAHKU, YTPAaTUBIINE IOPUIUMYECKYIO
CHIly B CBA3M C YTBEPXKICHHMEM OJaHKOB HOBOro oOpasua, Bo3Bpamaiorcs «Cekperapro-
JEJIONPOU3BOAUTENO». Takue ONaHKU TOUIeKaT YHUYTOXKEHHIO IIyTeM H3MEJIbYEHUs C
NPUMEHEHUEM  MPEAHA3HAYEHHOM NI  3TOr0  TEXHUKHM, HCKIIOYAIOMIEH  BO3MOXHOCTH
BOCCTAHOBJIEHMSI IEPBOHAYATIBLHOIO BHUJIa OJaHKa.

10. MOPSITOK OBPAIIIEHUSI C KOHOUJIEHIIUAJTBHOM NHO®OPMAILIUEN

10.1. Ilpuem, peructpauus U ydeT KOHOPUIACHIHATIBHBIX JOKYMEHTOB OCYIIECTBISETCS
OTAEJIBHO OT MHOW TOKYMEHTALIUH.

Pa3memnienue (omybnukoBaHue) JOKYMEHTOB ¢ TOMeTKO# "[[71s1 cimy)ebHoro nonp3oBanus" (B
TOM YHCJIC UX TIPOCKTOB) Ha O(PUITMATIEHOM CaliTe KOJUIEKa, MHBIX caiiTax ceTu MIHTepHeT, a Takxke
B CPEJICTBAX MAacCOBOM MH(OpMAIINK 3ampeniaeTcs.

10.2. KonduaeHnuaapHble JOKYMEHTBI TIEPEIArOTCs I UCTIOJHEHHUS TOJBKO pabOTHHKAM,
KOTOPBIM OHHM OTHHCAHBI JAUPEKTOPOM KOJUIEIXa, MOJ TMOJAMNUCH B COOTBETCTBYIOIIUX YYETHBIX
dbopmax.

10.3. Ocobennoctu opopmiIeHU KOHPHIECHIINATIBHBIX JOKYMEHTOB.

10.3.1. KoudwuaeHnanbHble JOKYMEHTBHI, HE3aBUCUMO OT HX (OpPMBI IpeaACcTaBICHUS,
JOJIKHBI BKITFOUATh CIEAYIONUE PEKBU3UTHI:

nmomMeTka KoHpuaeHIManpbHoCcTH "I cIy>ke0HOTO TTOJIh30BaHuA";

HOMEp IK3EMILISPA;
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pEeTUCTpaIMOHHBII HOMED, TPUCBOCHHBIH 110 KYypHATY yueTa B CUCTeMe KOH(PHICHIIHATLHOTO
JIEIONPOU3BOJICTBA;

CBelleHUs 00 NCIIOJTHHTEIE.

[TomeTka koH(puaeHIMATBHOCTH " 1151 CITy»KEeOHOTO MOIh30BaHUs" ITPOCTABIIACTCS HA IEPBOM
JIUCTEC KOH(l)I/II[eHI_[I/IaJIBHOF O JJOKYMCHTA B IIPaBOM BCPXHEM YI'JTy, Ha 06JIO)KK8 " TUTYJIBHOM JIUCTC
U3JIaHus, JleNa, a TakKe Ha IepBOM CTpaHUIIE COMPOBOJUTENILHOTO MHUCHbMa, 0€3 KaBbIYEK U
COKpAILICHUM:

Jisg ciyxeOHOro nojib30BaHus

Ecnmu B TekcTe COMPOBOAMTENHHOTO MHUChMa K KOHQUIACHIHATHHBIM JOKYMEHTaM HE
colepkuTcs KoH(puaeHIHaibHas wHPOpMalusa, Ha HeM 1oj noMmeTkod "Ilms ciyxeOHOro
MOJIb30BaHUA" B CKOOKAxX yka3wiBaeTcs: ""be3 mpuiokeHust He KOH(QUICHIINATBHO'", HAPUMED:

st cnyxeOHOro nojab30BaHus
(6e3 mpuiioxkeHust 1 ve
KOH(HICHIIUATIBHO)

Ox3. Ne

10.3.2. Ha BxomsmeM (IIOCTYNMUBIIEM) KOH(PHICHIIMATHHOM JOKYMEHTE PEruCTPaluOHHBIC
JTaHHBIE O MTOCTYIUIEHUH B KOJUIEJDK COEPIKAT:
uHaekc "Bx";
MOPSAAKOBBIM YUeTHBIH HOMEP, IPUCBOCHHBIN MO KYPHATY y4eTa BXOAIMIHUX (TOCTYNHBIIMX )
KOH(HICHIINATBHBIX JOKYMEHTOB;
MIOMETKY KOH¢uAeHmanpsHocTH "5 ciyxeOHoro rnojap30BaHus";
JaTy TIOCTYILIEHUS! U KOJIMYECTBO JIUCTOB.
IIpn HaMM4YMKM COIPOBOAUTEIBHOTO MHCHMA YKa3bIBAETCSI OTAEIIBHO KOJIMYECTBO €r0 JUCTOB,
a TakXe 3HakoM "+" o0Ilee KOJIMYeCTBO JIUCTOB B NMpUIoKeHHH. KomudyecTBo TMCTOB MPHIIOKEHNUS,
HE coJepiKallero KoH(QUACHIUAIbHOW HMH(pOpMaIUK, YyKa3blBaeTcs oOTAenbHO. OTMeTKH o
MOCTYIUIEHUU JIaHHBIX JIOKYMEHTOB IPOCTABIISIOTCS B IPABOM HIDKHEM YIUIy MEpPBOrO JIMCTA,
HanpuMep:
Bx. Ne 123 ncn
00.00.0000
1+22+
130/k,
rae 1 - KOJIMYecTBO JIMCTOB CONPOBOAMUTEIBHOTO JOKYMEHTa, 22 - KOJHYECTBO JINCTOB
OpUIokKeHus, 13H/K - KOJMYECTBO JIUCTOB NPUIOXKEHUS, HE COJEprKallero KoH(UACHIUAIbHON
uH(pOpMaLIUH.
B npunoxeHusx B NpaBOM HMKHEM YIJIy JOKYMEHTa IEPBOrO JIMCTa MPOCTABIISAETCS
HITAMIIOM WJIM OT PYKH OTMETKa!

MPHUIIOKEHUE K BX. No oT
20,

C yKa3aHHWEeM HOMepa, TPUCBOCHHOTO KOH(UICHIIMATLHOMY JJOKYMEHTY, B IaThl PETUCTPAIlUN
JOKYMEHTA.

10.3.3. PeructpaiuoHHBIII HOMEp HMCXOMAIIETO (OTHPABIsAEMOr0) KOH(HIECHIIHAIBHOTO
JIOKYMEHTa TIPOCTABIISIETCS B PEKBU3WTE OJIaHKa JOKyMEHTa M B pekBu3uTe "OTMeTKa 00
ucroiHuTene".

10.3.4. Homep ax3eMInisipa KOH(DHICHITHAITBHOTO JIOKYMEHTA.

Homep »sx3emmisipa KOH(HIEHIIMANIBHOTO JOKyMEeHTa odopMiseTcss 0e3 KaBblUeK U
yKa3bIBAETCS HAa TIEPBOM JIHCTE JIOKYMEHTA HIUXKE MOMETKH KOH(PHUICHIINATHHOCTH, HAIIPUMEP:

st ciry>kebHoro
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IIOJIb30BAaHU

Ok3. Ne

Ha xoH(puaeHnnanbHOM JOKYMEHTE, IOATOTOBIEHHOM B OJJHOM 3K3EMILISPE, YKa3bIBACTCS:
OK3. eIMHCTBEHHBIN

IIpu noaroroBke KOH(PUIEHINATBHOTO JOKYMEHTA B HECKOJIBKUX 3K3EMIUIIpaX Ha KaXa0M
U3 HUX IPOCTABISAETCS IEPCOHAIBHBIA (O4YepeqHON) MOPSAIKOBbII HOMEpP B COOTBETCTBUHU C
KOJINYECTBOM IK3EMIUISIPOB MTOATOTOBICHHOTO KOH(UACHIMAIBHOTO JJOKYMEHTA.

10.3.5. Ecnu k KoH(UACHINAILHOMY JOKYMEHTY MPHJIATalOTCs IPyrue JOKYMEHTHI, TO OHU
MEPEUUCTIAIOTCA B KOHIIE TEKCTa COMPOBOAMTEIBLHOrO muchMa B pekBusute "llpuiioxenus" c
YKa3aHWEM KpaTKOro HAaWMEHOBaHHUS, HOMEpa, HOMEpa HK3EeMIUIIpa, KOJMWYECTBA JIUCTOB (IO
KaX/I0My NPUIOKEHUIO OTIENbHO, B TOM YHCIE€ U HE coJepxauieMy KOH(pHICHIHAIbHON
uHpOpMaLnN), HaIpUMep:

IIpunoxxenns:

1. CBenenus o 3amacax..., yu. No ot
I10JIb30BAHUS.

2. Cmpaska..., 9k3. No Ha 2 1.

B Tex cmydasx, Korza NpuiIOKEHUE HampaBisieTcss 0€3 OCTaBIE€HUs KOMMM B Jiele
OTIPABUTEJSI, NOCIE MEPEUUCICHUSI PEKBU3UTOB IMPHIIOKEHUS yKa3bIBaeTcs: "TOJNBKO B ajpec',
Harpumep:

[Ipunoxenue:

Ceenenus o 3amacax..., yd. No ot
I10JIb30BAHNUS, TOJIBKO B aJipec.

10.3.6. Otmerka 00 HCHOJHMUTENE MPOCTABIAETCS HAa  IOCIEAHEH  CTpaHUIe
KOH(HICHIIMATIHHOTO JIOKyMEHTA B JIEBOM HIDKHEM YTy JINOO Ha 000POTHOM CTOPOHE.

VYkazaHHas OTMETKA BKIIIOYAET B ce0sl:

Y4ETHBIA HOMED;

KOJIMYECTBO U3TOTOBJIEHHBIX K3EMILISIPOB € YKa3aHUEM KPATKOIO MIEPEUHS PACCHUIKY;

OTMETKY 00 YHHYTOKEHHH YEPHOBOTO IOKYMEHTA;

nowkHocTh, DUO, KOHTAKTHBIHN TenedoH pabOTHUKA, UCIIOTHUBILETO JOKYMEHT;

nomwkHocTh, DO, KOHTAKTHEIHN TeneoH pabOTHUKA, OTIIEYATABIIETO JOKYMEHT;

JaTy TIOArOTOBKU JOKYMEHTA, HallpUMep:

VYu. N 173 acn

HCIIOJIHEHO 2 3K3.

Ok3. N 1 - B anpec,

3k3. N 2 - B IeJI0

Y/M - YHUYTOXKEH.

Wcnonnnn:

noikHOCTh, ®UO, Te. -
Orneyaran:

noikHOCTh, ®UO, Te. -
00.00.0000

N

Yu. N 173acn

UCTIOJIHEHO 23 3K3.

9k3. N 1 - B nero,

9k3. N 2 - 23 - B aIMUHUCTPAITUN MYHUITUTIATBHBIX
00pa30BaHUil aBBTOHOMHOI'O OKpyTa
COIVIACHO PAacCChUIKE,

4/M - YHUUYTOXEH.

20 ,9x3.Ne ,Ha4 ., aus ciiy)keGHOro

20 ,9k3. No  , Ha 4 1., U1 CiIy>)kKeOHOTO
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Hcenonnnn:
noipkHocth, DUO, Ten. -
Ortneuaran:
noipkHocth, DUO, Te. -
00.00.0000

B citydae ecnu KoH(pUACHIMAIBHBIA JOKYMEHT IOATOTOBJIEH U OTIIEYAaTaH OAHUM
pabOTHHUKOM, B OTMETKE 00 MCIIOTHHUTENE YKa3bIBACTCS:
VYu. N 173 acn
WCIIOJIHEHO 23 3K3.
9k3. N 1 - B zero,
9k3. N 2 - 23 - B /IMUHUCTPAIIMH MYHUIIUTTATBHBIX
00pa3oBaHUIl aBTOHOMHOI'O OKpyra
COIJIACHO PACChLIKE
Y/M - YHUYTOXKEH.

Hcn. u otr.:
nojpkaocts, DHO, Tei. -
00.00.0000

10.3.7. Custue nmometku "J[inst cay)eOHOTO IMOJB30BAHUS" OCYIIECTBISICTCS AUPEKTOPOM
KOJIJIeJKA MJIM JIMLIOM, €0 3aMELIAIOIIIM.

Cuarue nometku "Jlns ciayx’eOHOro Mosib30BaHUs" OCYLIECTBIIAETCS IYyTEM 3au€pKUBaHUS
JTAHHOM NMOMETKM Ha MOAJMHHUKE KOH(PHIEHIIMAIbHOIO TOKYMEHTA, C YKa3aHUEeM JIaThl, TOJDKHOCTH
¥ (paMUIIMH JIMLIA, CHSBIIETO MOMETKY KOH(UACHINAILHOCTH, HAIIPUMED:

Ilometka "Ins

CITyeOHOTO
MOJL30BaHMA" CHATA,
JIOJKHOCTh

dHO
00.00.0000

O cusaTum nometku "Jlns ciayke0HOro noabp30BaHus" Ha KOH(QUISHIIMATbHBIX JOKYMEHTaX, a
TaK)K€ B YUETHBIX (pOopMax JeJaeTcsi COOTBETCTBYIOIIAs 3allUCh, U MHPOPMHUPYIOTCS BCE aJpecaThl,
KOTOPBIM 3TH KOH(UAECHIIMABHBIE TOKYMEHTBI HAlIPaBIIsIIUCh.

10.3.8. VYcranomnenue momerku "I[Is Ciy)keOHOTO MONB30BaHUA" I JIOKYMEHTOB,
HOJTrOTOBJIEHHBIX B KOJIJIEJKE, OCYIIECTBIISIETCS UCTIOIHUTENIEM (Ha JTare MoJroTOBKH JIOKYMEHTa)
WIM JUPEKTOPOM KOJUIEIKa (PYKOBOIUTENEM COOTBETCTBYIOUIETO CTPYKTYPHOTO IMOJApA3EICHNUs)
(Ha »Tamne NoANUCaHus JOKYMEHTA).

Ycranosnenue noMetku "l ciy:keOHOro mosib30BaHUS" Ui MOCTYHNUBIIMX B KOJUIEIIK
JOKYMEHTOB, HE MMEIOIIMX IOMETKY KOH(PHUIECHIMAIbHOCTH, OCYIIECTBIAETCS JUPEKTOPOM
KoJIJIeJKa (Ha dTare pacCMOTPEHUS IOKYMEHTA).

10.4. Yuer koH(pUIECHINAIBHBIX TOKYMEHTOB.

10.4.1. Bxopnsmue (MOCTYNHBINKE) M HCXOAAIIME (OTIpaBisieMble) KOH(HICHINATbHBIE
JIOKYMEHTBI TIOJUIEKaT y4YeTy IIyTeM IPUCBOECHMSI M IIPOCTaBICHMS] Ha HUX PErHMCTPALMOHHBIX
HOMEpPOB, a TAK)KE BHECEHMSI YUETHBIX JaHHBIX B KYpHaJIbl yueTa KOH(UICHIIMATbHBIX JOKYMEHTOB.

10.4.2. XKypHansl HyMepyOTcs, IPOIIHYPOBBIBAIOTCS U ONEYATHIBAIOTCS ME€YATHIO KOJUIEKA.

Perucrpanus kKoHUIEHIIMATBHBIX JOKYMEHTOB HAUMHAETCS B )KypHaJlaX ¢ IIEpBOro HOMeEpa
€XET0/IHO, a IO OKOHYAHNUHU KaJIEHAAPHOT0 Io/1a AEJIAeTCsl UTOT0Bas 3aIlnCh.

B yueTHBIX popMax oTpakaroTcsl JaHHBIE O JBM)KEHUU KOH(PHUACHLIHUAIbHBIX JOKYMEHTOB C
MOMEHTa UX MOJYy4eHHUs (CO3[aHHus) 10 3aBEPLICHUS HWCIOJIHEHUS U TMOIIIUBKU B JIEN0, OTIIPABKU
ajZipecaTam, YHUUTOKEHHUS WIH MepeperucTparim.

10.4.3. B ¢opmax yuera KOH(UACHUIHUAIBHBIX JOKYMEHTOB 3aIpEIIAeTCs] OCYIIECTBIAThH
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UCTIPABJICHUSI C IPUMEHEHHEM KOPPEKTUPYIOIeH >kuakocTd. OmubouHas 3amuch 3a4epKUBaCTCS
OZIHOM 4epToi. BHOCHMBIE NCIIPABIICHUS 3aBEPSAIOTCA MOANKCHIO JINLA, OTBETCTBEHHOT'O 33 BEJCHUE
KOH(HICHIIMATIHHOTO ICTIONPOU3BOJICTBA.

XKypHaibl 3a10yHA0TCS pa300pPUKBBIM IIOYEPKOM € paclIM(pPOBKON moanuceid paboTHUKOB,
KOTOPBIM ObUT NepeAaH KOH(HUICHIMATbHBIA HOKYMEHT. VcrpaBieHHs B JKypHaJIaX 3aBEpPSIOTCS
HOJIKCHIO JIUIA, OTBETCTBEHHOI'O 3 BE/I€HUE KOH(PUICHIIMAIBHOTO 1EIO0IPOU3BOJICTBA, U NI€YATHIO
KOJUIEIKA.

Ha 000poTHOI1 CTOpOHE NOCIEIHEr0 JIUCTA XKYPHAIa IPOCTABIISIETCS 3aBEepUTEIbHAs HAAIIUCh
C YKa3aHuMEM KOJIMYECTBA JIUCTOB, IIOANMCHIBAEMasi JIMIIOM, OTBETCTBEHHBIM 3a BEJICHHE

KOH(UICHIIMATLHOTO JISIOMPOU3BOICTBA, HAIPUMED:
B HacToOdAmEM XypHajie NPOHYMEPOBAHO,
NPOWHYPOBAHO ¥ OlMeYaTaHoO

JUCTOB

(nponmuceo)

(noponmmce, wWMHMLMAJE, OGaMuims, IOJDKHOCTBL Jiulia,
obopMMBIIETO BaBEPUTEJIBHYID NOIONMCH, IaTa) .

10.4.4. KonduaeHumanbHple JOKYMEHTBI YUUTBHIBAIOTCS TI0 KOJIMYECTBY JIUCTOB, M3/IaHUS -
nosk3eMIusipHo. Hocurenn xonpuueHnmanbHoil uHpopmanuu ((poro-, KHHO-, BHIEO- U
ayJMOIUICHKH), MAIIMHHBIE HOCUTEIH KOH(UACHIIMAILHOW MH(POPMALUU (BUHYECTEPHI, THUCKETHI,
DVD (CD) nucku, USB-}uis11 HakomuTeNn) - MOMTYYHO.

10.4.5. Ilpu peructpanuu KOHPHUACHIUATHHBIX TOKyMEHTOB B CDJ] B 3JIEKTPOHHBIX
pPErUCTpallMOHHBIX ~KapTouykax JoKymeHToB B nose "CopaepkaHue" genmaercs IOMETKa
koHpuaeHmuansHoctu "JICII", cogepxaHue TeKCTa HE YKa3bIBACTCS.

10.4.6. CxanupoBaHue KOH(PUJIECHIHMAIBHBIX JTOKYMEHTOB U NMPUCOEAMHEHUE AIIEKTPOHHBIX
00pa3oB KOH(PUICHIMATBHBIX JIOKYMEHTOB K JJIEKTPOHHBIM PErHCTPAlMOHHBIM KapTOYKaM
3anpeniaercs.

10.5. Hcxonsmue (oTmpaBisieMble) KOH(HUACHIHAIbHBIE IOKYMEHTHI YYHUTBIBAIOTCS B
XKypHaJe yuyera UCXOAAMUX (OTHpaBiIsieMbIX) KOH(UACHIMAIBHBIX TOKYMEHTOB.

10.6. IlocTynuBimme B KOJUIEMK JOKYMEHTBHI, MMEIOIINE MOMETKY KOH(HICHIHNATLHOCTH
"Ilns cimyxkebHoro mnoisp3oBanus", B Tom umcie "Kommepueckas Taitna", "CiyxeOHas TaiiHa",
"Kongpunenmuansno", "Ctporo koH(UACHIMAIBHO" MOJIEkKAT YUETy B KypHaJEe yuyeTa BXOASIINX
(mocTynuBIINX) KOH(UICHIIMATBHBIX TOKYMEHTOB.

10.7. Tlocme BCKpBHITHS KOHBEPTa M TIPOBEPKH MPABHIBHOCTH BIIOXKECHUH BXOJSIIEMY
(moctynuBIIEMY) KOH(PHIEHIIMAILHOMY TOKYMEHTY IPHUCBAUBAETCS OYEpEeTHONW BXOIAIIMNA HOMEp
10 KypHaILy y4eTa BXOAAIMX (MOCTYNUBIINX) KOH(PHUIEHIHUAIBHBIX JTOKYMEHTOB.

IIpu peructpanuu KOHPUIECHIMATIBHOIO JOKYMEHTa 3amoyHsAoTes rpader 1 - 7 xypHana
yueTa BXOASIIUX (MOCTYNUBIIMX) KOH(QHUAECHUUANbHBIX JOKyMEHTOB. B rpade 1 mpocrasnsercs
ouyepeHOI MOPSAAKOBBII HOMEp, MPUCBOECHHBIN KOH(UACHIINATIEHOMY JOKYMEHTY, ¢ a00peBHuaTypoit
KoH(puaeHIManpHOCTH JokyMeHTa ("acn"). B rpade 5 ykaspiBaroTcsi HOMEp, NPUCBOCHHBIN
KOH(QHIEHIIMAIPHOMY  JIOKYMEHTY B  OpraHe TIoOCyJapCTBEHHOHW  BIAcTH,  H3JIaBIIEM
KOH(HICHIIMAIbHBINA JOKYMEHT, U JIaTa €ro MOANKUCAHUS (YTBEPKIACHU).

Ecnu xoH(pUIeHINaTbHBIN TOKYMEHT MpHCIaH 0e3 COMPOBOAUTENLHOTO MTUChbMA, TO B Ipade
6 mpocTaBiIsieTcsl KOJTUYECTBO €ro JIMCTOB, a B rpade 7 JaenaeTcs NpovepK.

[Tpu HanMuuu B KOH(MUACHIUAIBHOM JIOKYMEHTE CONPOBOJIUTENBHOIO MUChMa, B Tpade 6
MIPOCTABJISIETCS KOJIMYECTBO €T0 JIUCTOB, a B Trpade 7 - KOJIMYECTBO JIMCTOB IPUIIOKEHUH.

IIpu sToM, eciu Bce MPUIIOKEHHUS MMEIOT MOMETKY KOH(HIEHIMAIbHOCTH, YKa3bIBAETCS
oO11ee KOJIMYECTBO JINCTOB BCEX MPHIIOKEHUH, B ClTydae €M YacTh IPUII0KEHUH HE UMEEeT MOMETKU

KOH(UICHIIMATEHOCTH, TO KOJIMYECTBO UX JIMCTOB MPOCTABIISAETCS 3HAKOM "+" OTAENbHO, HATPUMeED:
Bx. N
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11.10.2013
1+22+

13u/k,

rae 1 - KOJIMYecTBO JIMCTOB CONPOBOAUTEIBHOTO JOKYMEHTA, 22 - KOJUYECTBO JINCTOB
OpUIokKeHNus U 13H/K - KOJUYECTBO JIMCTOB NPWIIOXKEHUS, HE COJIEprKallero KOH(pUACHIUAIbHON
uHpOpMaLnH.

IIpy mnocTymieHuM KOH(PHUIEHIMAIBHOIO [JOKYMEHTa B JBYX M 0ojee 3K3eMIUIIpax
IPOCTABIISAETCSA KOJIMYECTBO JUCTOB KaXKI0I0 3K3EMILIAPA.

[Tpu y4yere KOH(UICHINANBHBIX TOKYMEHTOB, IPUCIAHHBIX JIJIsl COTJIACOBAHUS, TOMTUCAHNS,
YTBEP)KJCHMsI, O3HAKOMJICHHMs U IOJUIeXkalllMX BO3BpaTy ajpecaTy, OTMETKa O IOCTYIJIEHUU
NpOCTaBisieTcss Ha 000OpOTE IMOCIEIHEro JIMCTAa OCHOBHOTO KOH(HIEHIMAIBHOTO IOKYMEHTa W
KaX/10T0 MPHIIOKEHHS.

I'pada 8 xypHasa ydera BXOIAMMX (TIOCTYNHBIINX) KOH()HICHIMAIBHBIX JOKYMEHTOB
3aI0JIHAETCS OCie BO3BpaTa KOH(UACHIMAIBLHOTO IOKYMEHTA C PE30JII0LUeH JUpeKTopa KoJleaKa
JIMILY, OTBETCTBEHHOMY 3a Be/ICHUE KOH(UICHIINAILHOTO JeIONPON3BOICTBA.

10.10. OtmpaBka KOHGUACHIUATHHBIX TOKYMEHTOB.

Kondunennmanpaple TOKYMEHTHI JTOJDKHBI OBITH 3apEeTHCTPHPOBAHBI B KypHAJe ydeTa
UCXOAUIMX (ITOArOTOBJICHHBIX) KOH(UACHIUAIBHBIX JOKYMEHTOB.

OTtnpaBka KOH(QUIECHIMAIHHBIX JOKYMEHTOB OCYIIECTBIISICTCS B 3aKOHBEPTOBAHHOM BHJIE
(enpaberepcKoil CBA3bI0, 3aKa3HBIMH WM HEHHBIMH [TOYTOBBIMU OTIIPABIICHUSIMH.

JlomyckaeTcsi oTrpaBka (Tiepeaada) KOH(GHISHITMAIBHBIX TJOKYMCHTOB B 3aKOHBEPTOBAHHOM
BUJIE HENOCPEJICTBEHHO ajpecary (IIPeICTaBUTENIO ajgpecaTra) ¢ peructpanueil ¢akra nepenayu-
MOJIyYEHUs B )KypHAJIC y4eTa UCXOAAIINX KOH(DUICHIINATBHBIX JOKYMEHTOB.

Ilepechinka KOHPHUIESHIMATIBHBIX JTOKYMEHTOB C UCHOJIb30BaHUEM CPEICTB (PaKCUMMIbHON
CBSI3M WJIU TIOCPENICTBOM 3JIEKTPOHHBIX TOYTOBBIX CIYXKO OTKPBITOrO JTOCTYIA 3alPEIaeTCsl.

Ilepenaua koH(pUACHINAIBHBIX TOKYMEHTOB UCTIOJIHUTENSM OCYILECTBISAETCS MO OMUCH.

10.11. KonmpoBanue u THpa)KMpOBaHNE KOHPUACHIINATBHBIX JOKYMEHTOB.

KondunennuanbHble TOKyMEHTBI He MOJIeKaT pacpoCcTpaHeHUIo (1epeaayde) 0e3 coryiacus
JTUPEKTOpa KoJuleka.

KonupoBanne W  THpaXupoBaHHE  KOH(UIEHLIMAIbHBIX  JOKYMEHTOB  JIOJKHO
OCYIIIECTBIISITHCS C COOJIIO/IEHNEM AEUCTBYIOIINX TpeOOBaHUI! MO 3aluTe HH(OPMALINH.

KonupoBanue u THpaxupoBaHUue KOH(QUACHIUAIBHBIX JOKYMEHTOB B CBS3H CO CIIy>K€OHOM
HEOOXOUMOCThIO, a TaKXe H3TOTOBJIEHHE BBIMHCOK M3 HUX OCYIIECTBISETCS C MHUCbMEHHOTO
paspeleHuss AUPEKTOpa KOJule[kKa, B agpec KOTOPOro IOCTYNWIM JAHHBIE JOKYMEHTBI, WIH
YIIOJHOMOYEHHOTO UM PYKOBOJUTENSI CTPYKTYPHOTO MOAPA3JIEICHUs, B aapec KOTOPOTro OHHU
NOCTYIWIN JJI UCIIOJIHEHUS.

B stom cinyuyae Ha cBOOOJHOM MecTe (MM Ha OOOPOTHOH CTOPOHE) COMPOBOJUTEIHHOIO
NUCbMa UM Ha CBOOOIHOM MecTe (MJIM Ha 000POTHOM CTOPOHE) TUTYIILHOTO (MJIM ITOCIIEIHEr0) JIUCTA
KOH(QUICHIMAIBHOTO JIOKYMEHTa CTaBUTCS BH3a JMPEKTOpa KOJUIEIKa C MOpy4YEeHHEM
YIOJTHOMOYEHHOMY JIUILY:

CHSITh KOTIMU WJIM CIEJIaTh BBIMHUCKY (C yKa3aHUEM KOHKPETHBIX MYHKTOB JOKYMEHTA);

BBINOJIHUTH KOMMPOBaHKE (THPaKUPOBaHKE) B HEOOXOMMOM KOJIMYECTBE;

yKa3aTh ajjpeca nojyyaTesell u 1aty, HalpuMmep:

NBanosoii O.A.

1. CHATb 1B KOUM U HAIIPaBUTh B aIMUHUCTPALIUU

benosipckoro paitona, bepezosckoro panona.

2. Cnenatb BBIUCKY MYHKTOB | - 4, 7 1 HanpaBUTh B

JlemapTaMeHT KyJIbTypbl aBBTOHOMHOT'O OKpYTa.
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[Moamuck (pactmdpoBKa MOAMKUCH) PYKOBOIUTENS U JaTa.

[locne komupoBaHUS (TUPAKUPOBAHUS) KOHPUACHIMAIBHBIX  JIOKYMEHTOB  JIMLIO,
OTBETCTBEHHOE 3a BeJIeHNE KOH(UACHIMAIBHOTO JEIONPOU3BO/ICTBA, YUUTHIBAET KOMUH (BBIMUCKH)
¥ Ha 00OPOTHOI CTOPOHE OPUTHHATILHOTO JIOKYMEHTa (COMPOBOIUTEIBHOIO MUChMA) OCYLIECTBIISET
3aMKch O KOJIMYECTBE CHATHIX KOIUI MIIM CIEIaHHBIX BBIIUCOK (C yKa3aHUEM KOHKPETHBIX ITYHKTOB
JIOKYMEHTA), 38 KAKUMU HOMEpaMH OHU YUYTEHBI, U YKa3bIBaeT J1aTy, HallpUMep:

JIOTIOJIHUTENBHO PAa3MHOMKEHO 2 3K3.

V4. N 173 nc (3x3. N 3/1) - B axmuHucTpanuto benospckoro p-Ha,

ya. N 173 acn (3x3. N 3/2) - B agmunuctpanuto bepe3oBckoro p-Ha.

CnenaHa osiHa BbINKMCKA ¢ MyHKTOB 1 - 4, 7.

V4. N 251 ncn (3x3. N 1) - B /lemapTamMeHT KyiabTyphl

aBTOHOMHOT'O OKpYyTa,

noAnuck (pacmu@poBKa MOANKUCH ) UCTIOTHUTENS U aTa

B ydeTHBIX XypHaJlaX KOH()UICHIMAIBHBIX JOKYMEHTOB BHOCHUTCS OTMETKA O KOJINYECTBE
BBITIOJTHEHHBIX KOIUH, HAIPUMED:

JIONOTHUTENBPHO PAa3MHOKEHO _ 3K3.

JIOTIOJTHUTENBHO Pa3MHOKEHHbIE KOH(UIEHIINAIbHBIE JOKYMEHTBI, paHee MOArOTOBICHHbBIE
B KOJUIEJDKE, YUYUTHIBAIOTCS 32 3THUM K€ YYETHbIM HOMEpPOM. JlONOJHUTEIBHO pa3MHOKEHHBIE
KOH(UICHIIMABHBIE JOKYMEHTHI, MOCTYMHUBIINE B KOJUICIXK, YYUTHIBAIOTCS 32 HOBBIM YUETHBIM
HOoMEpPOM. [Ipu 3TOM NOpAIKOBBIA HOMED IOJIYYEHHON KOIMUU MPOCTABIAETCS 4epe3 KOCYI0 4epTy,
HaIpUMep:

9k3. N 3/1,
rae 3 - HOMEp SK3eMIUIsIpa pa3MHOXKaeMOro KOH(UICHIMAIbHOTO JOKyMeHTa, a | -
IIOPSIIKOBBIM HOMEP Pa3MHOKEHHOW KOIIHH.

Boimuckn w3 KOH(QUICHIHMATBHBIX JOKYMEHTOB YUUTBHIBAIOTCS 32 HOBBIMH YUYETHBIMHU
HOMEpamH.

Ha xonmsx koH(QUAEHIHATBHBIX JOKYMEHTOB B IPAaBOM BEPXHEM YTy MEPBOI CTpaHUIIBI
npocrasisiercs otmerka "Konus".

Ha Bbimuckax w3 KOHOUAEHIMAIBHBIX JOKYMEHTOB II0C/I€ HAaUMEHOBaHMS JIOKyMEHTa
npocTasisieTcs oTMeTka "Boimucka'.

10.12. ®dopmupoBaHre KOHPHIECHIMAIBHBIX JOKYMEHTOB B JIeNa.

Kondunenmnuanbtpie TOKyMEHTHI (POPMHUPYIOTCS B Ji€Ia OTAEIBHO OT APYrUX JOKYMEHTOB.

B HOMeHKIaTypy /1en1 oprana rocy1apcTBEHHOH BJIACTH BKJIOYaroTes fena "J{is ciyxe6Horo
M0JIb30BAaHUA" U KypHAIIbI y4eTa KOH(UIECHIINAIBbHBIX JOKYMEHTOB.

B HomenknaType nen B rpade "Muuaekc nena" nobasisercs moMeTka KOH(UACHINAIbHOCTH
"Jly1st ciry>keOHOTO MOIB30BaHUs".

Jleny ¢ KOHUAEHIMAIbHBIMU JOKYMEHTaMM IpHCBauBaeTcs momerka "Jis ciy:xeOHOro
M0JIb30BaHUA", KOTOpasi MPOCTABIISIETCS B IPAaBOM BEPXHEM YTITy OOJIOKKH.

Jlata Havasna pena JODKHA COOTBETCTBOBATh JaTe€ IEPBOrO IMOAIIUTOTO B JIETO
KOH(QUICHIMAIBHOTO JOKYMEHTa, JaTa OKOHYaHUs Jeja - Jare IOCIEAHEro MOAUINTOro
KOH(HICHIIMATBHOTO IOKYMEHTA.

Ha nmoamuTeie B 1emno KoHGUIEHIMATbHBIE JOKYMEHTBl COCTABIISETCS BHYTPEHHSSI OIUCH.
JIucThl BHYTpEHHEN ONUCH JIE€1a HyMEPYIOTCS OTIENBHO.

JlucTsl 03HaKOMIIEHHSI C KOH(PHUICHIIUAIbHBIMU TOKYMEHTAMU MOJIINBAIOTCS B JIeJa BMECTe
C IaHHBIMH JIOKYMEHTaMH, BHOCSTCS BO BHYTPEHHIOIO OIMCh U HYMEPYIOTCSL.

[ToamuTeie B 1e510 KOHPUIEHIIMAIbHBIE JOKYMEHTHI HyMEPYIOTCS IPOCTHIM KapaHAAllloM B
IIPAaBOM BEPXHEM YTy Ka)KA0I0 JIHUCTA.

ITo oxoHuaHuuM Jena B KOHIIE BHYTPEHHEW OMHCH yKa3biBaeTcs (MudpamMu U MPOMHUCHIO)
KOJINYECTBO BHECEHHBIX B HEE KOH(HICHIMAIBHBIX TOKYMEHTOB, JOJDKHOCTh M (paMmius JuLa,
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OTBCTCTBCHHOI'O 3a BCACHHUC KOH(l)I/II[eHHI/IaJIBHOFO ACIJIOIMMPOU3BOACTBA.
Ha O60p0THOI>i CTOPOHE MOCICAHETO JIUCTa ACjia IMPOCTABIACTCA 3aBCPUTCIIbHAsA HAAIINCH C
YKazaHueM KOJIMYECTBA JIMCTOB, IIOANMCBIBaACMas JIMIIOM, OTBCTCTBCHHBIM 3a BCACHUC

KOH(bI/LHCHI_II/IaJ'II)HOFO ACIIOIMPOMU3BOACTBA, HAIIPHUMED:
B HacToOAmEM [ejie MPOHYMEpOBaHO,
NPOUHYPOBAHO M ONEYaTaHO IMeyaThbio
JIUCTOB

(mponmuckeo)
JucTer 16 - 30 MB3BATH,
IoOmMTa OJHAa CHpaBKa-3aMeCcTUTENb

Nonnucek (pacumdpoBKa MNOIONMCHU), IOOJDKHOCTL JIMlla,
ObOPMMBIIETO 3aBEPUTEJILHY MNONNNUCEH, IaTa)

W3bsaTe n3 pena KOH(PUACHIMANIBHOTO JIOKYMEHTAa OCYIIECTBIISETCS C INHCbMEHHOIO
corJlacHsi pyKOBOJIUTEIS KOJIIEKA.

IIpy u3bATUM KOH(PUIEHIMAIBHOIO JOKYMEHTa Ha €ro MECTO IOAIIMBAETCS CIpaBKa-
3aMECTHUTENb, KOTOPAs MOJIMCHIBAETCS PYKOBOAMTEIEM CIIy:KOBI JEIOIPOM3BOJICTBA MM JIHLIOM,
OTBETCTBEHHBIM 3a BeJE€HUE KOH(UACHUHUAIBHOIO JAeJI0npou3BojacTBa. VcnpasieHue o01ero
KOJINYECTBA JIMCTOB B 3TOM CIIy4ae HE OCYILECTBIISIETCS, HA MOCIEIHEM JIUCTE /€A YKa3bIBacTCs
KOJINYECTBO JIUCTOB, U3BATHIX U3 Jefla, 00 M3bATUU KOH(PUICHIMAIbHBIX JOKYMEHTOB J€1aeTCs
OTMETKa BO BHYTPEHHEH ommcu nena. BpemMeHHOe m3bATHE KOH(QUACHIMAIBHBIX JOKYMEHTOB W3
TEKYIIUX JIe]1 OCYLIECTBISAETCS JIMLOM, OTBETCTBEHHBIM 3a BeAE€HHE KOH(UIACHIUAIBHOTO
nenonpousBoacTBa. Ilo Bo3BpamieHMM KOH(UAEGHIMATBHOIO JOKYMEHTa B JIENO CIpaBKa-
3aMEeCTUTENb YHUUYTOXKAETCS.

10.13. Xpanenue KOH(PpUICHINATBHBIX TOKYMEHTOB.

Kondunennuanbuble JOKYMEHTbI XPaHATCS B CIYKEOHBIX 3alMpacMbIX MOMEIIEHUSIX WU
apXxuBeE KOJUIeXKa.

ITomernienus, B KOTOPBIX BeJeTCs KOH(PUAECHIMATBLHOE AEIONPOU3BOICTBO U HAXOAATCS Ha
XPaHEHUHU KOH(UIEHIIMAIbHbBIE JOKYMEHTHI, TOJKHBI ObITh 000PY/I0BaHbl CUCTEMAMH MOKAPHOU U
OXpaHHOU CUTHAJIU3aLUH.

3a COXpaHHOCTh KOH(MUIECHIMAIBHBIX TOKYMEHTOB, HaXOJSAIIMXCA B KOH(QUIACHIIMAIBHOM
JIeNIOTIPOU3BOJICTBE,  OTBEYAeT JIMIO, OTBETCTBEHHOE 3a BeJCHHE KOH(UIACHLIUAIBHOTO
JIEJIONIPOU3BOICTBA.

3a COXpaHHOCTh KOH(PMICHIMAIbHBIX JAOKYMEHTOB, MEPEJaHHBbIX AN pabOThl, OTBEYAET
PpabOTHUK, TOTYYUBIIMM UX MO MOAMHCH.

Ilepenaua KOH(pUACHINAIBHBIX JOKYMEHTOB OT OJJTHOTO paOOTHUKA APYrOMY B CTPYKTYPHOM
NOJPA3/IeIEHUN  KOJUIEIXa OCYILECTBJIAETCS 4epe3 JIMLO, OTBETCTBEHHOE 3a BEJCHHE
KOH(HIEHIIMATIBHOI'O AEJIONPOU3BOJICTBA B KOJIJIEKe, C 0053aTeIbHOM OTMETKOM B XKypHase ydera
BXOJALINX KOH(UICHIIMATIBHBIX TOKYMEHTOB.

IIpy cMmeHe WM YBOJIBHEHUM JIMIA, OTBETCTBEHHOTO 3a BeJeHHE KOH(UIECHIMAIBHOTO
JIEJIONPOU3BOJICTBA, COCTABIAETCS AaKT NpHUeMa-liepesaud KOH(UIEHIMAIbHBIX JOKYMEHTOB,
YTBEPKAAEMBIN PYKOBOIUTEIEM KOJUIEKA.

BoiHOC  KOH(UIEHIMANBHBIX JOKYMEHTOB 3a TPENeNbl CIy>KeOHBIX IOMEIIeHUN
aJMMHHMCTPATUBHBIX 34aHUM OCYIIECTBIISIETCS C COIJIACUS JUPEKTOPA KOJUIEIKA.

10.14. VHmutO)XeHHE KOH(MUICHIMAIBHBIX JOKYMEHTOB, B TOM YHCIIE€ WX MarHUTHBIX
HOCHUTEJIEN U YEPHOBUKOB.

Koudunenmnuanbuple TOKyMEHTHI (YEpHOBUKM W BapHaHTHI), YTPATUBIINE MPAKTUYECKOE
3HAUEHUE U HE UMEIOLINE UCTOPUYECKON WJIM HAYYHOH LIEHHOCTH, a TaKXKE C UCTEKIIMMU CPOKaMHU
XPaHEHUs, YHUUTOXKAIOTCS MyTEeM UX MEXaHUUYECKOH nmepepaboTKH Ha HIpeiepax Ju0o CKUTatoTCA.

MarHuTHbIe, ONTHYECKHUE HOCUTENIN KOH(QUICHIUAIbHOW HH(POPMAIMK YHUYTOXKAIOTCS
MEXaHUYECKUM IyTeM (pa30uBaroTCA WM pa3pe3aroTcsl Ha 4acTu pa3mepoM He 6osee 1 x 1 cm), a
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KECTKHE MAarHUTHbIe AUCKU (BuHYecTepbl) U USB-¢umdimn HakomuTenm - MyTeM MeXaHHYeCKOTO
BO3/ICHCTBUS IO TIOJTHOTO Pa3pyIICHUs UK B CHIEIUAIM3UPOBAHHBIX YCTPOMCTBAX JIJIsl YHUUTOKEHUS
UH(OPMALINH, TYTEM BO3ACHCTBHS SJIEKTPOMArHUTHOTO TIOJISL.

VYka3aHHbIE YEPHOBUKH U BapUaHThl MCIOJHHUTEIh YHHUYTOXKAET C OTPAKEHHEM IJaHHOIO
¢axTa B KOHPHUACHIINATLHOM JTIOKYMEHTE.

YHuutoKath KOH(MUIEHIMAIbHBIE JOKYMEHTHl (MX MarHUTHBIE HOCHUTEIM U YEPHOBHKH)
KaKUM-JIMOO MHBIM CIIOCOOOM, a TAK)KE MCIIOJIb30BaTh UX JUISL JPYTUX EJIeH 3anperiaeTcs.

10.15. KoHTposb cocTosHUS KOH(DUIEHIIMATBEHOTO J1eT0IPOU3BOICTBA.

KoHTponb coxpaHHOCTH KOH(HUACHLIMAIBHBIX IOKYMEHTOB OCYILECTBISIETCS KOMHUCCHUEH,
CO3JIJaHHOM MO pacnopsKeHUIO (MpUKa3y) IUpeKTopa Kosuiemxa (nainee - Komuccus).

[lepconanbublit coctaB Komuccun (He MmeHee 3 4enoBeK) OnpeesiseT JUPEKTOp KoJuleKa.

B cocraB Komuccun BKIIIOUAIOTCS 3aMECTUTENL JAUPEKTOpPA KOJUIEIXA, OTBETCTBEHHBIN 3a
opramzanio pabotr 1o Oe3omacHOCTH uUHPOPMAMM B KOJJIEMKE, a Takke Hauboiee
KB (HUIUPOBaHHBIE pAOOTHUKH CITY>KOBI JIEJTONPOU3BOICTBA M JIMIIO, OTBETCTBEHHOE 32 BEJICHUE
KOH(UICHIIMATBEHOTO JIETOMPOU3BOICTBA.

[TpoBepka HanmMums KOHQUICHINATBHBIX JOKYMEHTOB OCYIIECTBIISIETCSI €KETOJHO B IEPBOM
KBapTaye roja, CIeaykolero 3a OTYCTHBIM.

B apxwuBe, rie XpaHATCs M3/1aHUs, JeNla U Apyriue JOKYMEHTHI ¢ moMeTKoi "/l ciry>xe6HOoro
MOJIb30BaHUA", MPOBEPKA HATMUKS OCYIIECTBISIETCS HE PEXKE OJHOTO pas3a B 5 JeT.

[IpoBepka Hanmuuusi KOH(MUICHIMAIBHBIX JOKYMEHTOB OCYIIECTBIISIETCS ITyTEM CBEPKH
3amnucel B yYeTHBIX )KypHaiaxX ¢ aKTUYECKUM HallnYreM KOH(PUACHIINAIbHBIX JOKYMEHTOB, a TAKKe
OTMETOK 00 YHUYTOKEHHH WM OTIpPaBKe KOH(PHUACHIHAIHHBIX JOKYMEHTOB B ITHX JKypHajlaX C
COOTBETCTBYIOIIMMHU aKTaMU Ha YHUUTOXKECHHE.

B xypHasiax Bce OTMETKH 00 OTIpaBKe, YHHUTOXCHHH H TepeydyeTe KOH(HICHIHATbHBIX
JIOKYMEHTOB 3aBepsIOTCS pocTaBieHueM 3anucu "[IpoBepeno"” ¢ 1aToil u moAnuchIo npeaceaTeNs
Komuccun.

ITo pesynpraram pabGoTbl Komuccum cocTaBisieTcsi akT MPOBEPKH HAJIMYUS U COCTOSIHUS
KOH(QUICHIMATBHBIX JIOKYMEHTOB, KOTOpBI yTBEpXKAAaeTcsd pPYKOBOAMUTEIEM Kojuleqxka. B
yKa3aHHOM aKTe CcoJiepXKaTcs pPe3ylbTaThl MPOBEPKH KOH(PHIEHIMAIBHOIO JIEIONPOU3BOJICTBA,
OTMEUEHHbIE HEJJOCTATKU M MPENJIOKEHHS MO YIYUYIIEHUIO COCTOSHUS JIeJl 10 BOMPOCAM 3aIIMUThI
KOH(pHIEHIIMATBbHON HH(OpMAIIH.

B ciyuae ycranoBnenus pakrta yrparbl KOHQUACHIIHATHHBIX JOKYMEHTOB JTUOO pa3riianieHus
COJepXKalMXCsl B HHUX CBEIEHUM HEMEIJIEHHO CTaBATCS B M3BECTHOCTb HEMOCPEICTBEHHBIN
PYKOBOJUTENb CTPYKTYPHOIO MOJpa3fesieHHs, B KOTOPOM JONYLIEH 3TOT (akT U PYKOBOAUTEIH
KOJIIEKA.

[To daxTy yrpaThl KOHQHUIESHINATHHBIX IOKYMEHTOB UJIH Pa3TIIAIICHUS COJIEPKAITUXCS B HIX
cBe/leHUll KoyutepkeM B TeueHue 30 aHel ¢ MOMEHTa OOHapy)KEHUS! OCYILECTBIISIETCS CIyKeOHas
IIPOBEPKA, MO pe3yabTaTaM KOTOPOI COCTaBIISIETCS 3aKII0YECHHUE.

B yueTHBIX KypHalax Jenaercss OTMETKa O CHUCAaHWHM YTPAue€HHBIX KOH(HICHIIMATbHBIX
JIOKYMEHTOB CO CChUIKOW Ha COOTBETCTBYIOIIIEE 3aKIIOUEHHE M0 Pe3yIbTaTaM CIIyKeOHOH MPOBEPKH.

11. MPABHJIA JIEJIOBOM NEPENIUCKNA

11.1. Bes nenmoBast 27€KTpOHHAS TIEPETHCKA JETUTCS Ha JIBa HAIPABIICHUS :

* BHEIIIHEE — MEpPEenucKa ¢ KJIMEHTaMH, NapTHEPaMU, KOHTPAareHTaMu U IPYTUMHU JIMLAMU;

* BHYTpPEHHEE — IMEePEnucKa ¢ KOJIJICTaMH.

JlenoBasi mepenucka JOJKHA HUCXOJUTh MPEUMYILIECTBEHHO C aJpecoB KOPHOpPATUBHOMU
nmouThl. He pekoMeHIyeTcst NCIoIhb30BaTh B JIEJOBBIX IEJSIX aapeca JUYHON dJIEKTPOHHOM MOYTHI.

JlenoBoe NucbMO AOIKHO UMETh CIEAYIOUIYIO CTPYKTYPY:
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* TeMa IHCHhMa;

* MPUBETCTBUE;

* TEKCT COOOMIeHHS (CoZepKaHue MUChMA);

* 3aKJIIOUMTEIbHASE POpMa BEKIMBOCTH, MPOIIAHUE;

* mabJIOH AMEKTPOHHOU TIOIITUCH.

Jljisa BIOKEHMI JIydllle MCIOJIb30BaTh CaMble paclpocTpaHeHHbIe (OpPMATHI JOKYMEHTOB,
Hanpumep, .doc wimm .xls, 94TOOBI y coOeceqHrKa HE BO3HHUKIIO CIOXHOCTEH C UX TPOCMOTPOM.
HaspiBaiiTe ¢aiinbl corsmacHo couepkumomy. Eciam mpuKperuieHHBIX (GaiaoB OOJbINE TISATH,
JKeJaTeIbHO BOCIOIb30BaTHCS O0JIaYHbIM XPaHUJIHMILEM U IIPUCTIATh COOECETHUKY CCHUIKY Ha HETO.

YrtoObI coOOIIEHNE JOIUIO 0 HY>KHBIX JIFOACH, CIeIyeT MOCTENEHHO U aKKypaTHO J00aBIATh
KaXKIbIH 3JIEKTPOHHBIN ajpec. [ TaBHBIX Y4aCTHUKOB 00CYKIEHUS JIydllle CTaBUTh B nojie «Komy», a
octanbHbIX — B rpady «Komusi». Anpeca sydiie CKOMMpPOBATh M3 MCTOYHUKA, a HE BBOIMTH
BPYYHYIO, YTOOBI HE OLTUOUTHCS.

Tekct mnmceMa HE JOIDKEH COAEPKaTh TpaMMaTHYecKuX, opdorpaduyeckux u
MyHKTYaIMOHHBIX OMMOOK. [lepes oTnpaBieHnemM aBTopy ciaeayeT mepeunTarh MMChbMO Ha MpeIMeT
OTIEYATOK, a €CJIM OH HEe 00J1a/1aeT JOHKHOM KOMIIETEHTHOCTBIO — IIPOBEPUTH TEKCT IO CIICIUAIEHBIM
pecypcam, 1100 00paTUTHCS 32 TOMOIIBIO K HEMOCPEICTBEHHOMY PYKOBOAUTEIIIO.

Coo0rmieane HY>KHO 0pOPMIISITh B AMHOM cTHiIe. [IMChbMO JOKHO OBITh HAITMCAHO SAMHBIM
mpudrom, 6e3 ucnonszoBanus Caps Lock u npyrux BuioB BeiaeneHus HHOOPMALIUU — €CIH TOJIBKO
Ha 9TO HET KpaitHel HeoOXoMuMOCTH. TeKCT xKenaTeabHO pa30uBaTh Ha CMBICIIOBBIE a03allbl.

Bo Bpemst 06cyxaenust pabodrx BOIPOCOB HEYMECTHO SIPKO MPOSIBIATH dSMounu. Hanpumep,
YBJIEKAThCSl CMaillIKaMK WA OOJIBIIMM KOJIMYECTBOM BOCKJIMLIATEIbHBIX 3HAKOB. TOH pa3roBopa
JOJI’KEH OCTaBaThCsl CIEPKaHHBIM U HEHTPATBLHBIM.

Cpoku otBeta. Ha anexkTpoHHOE COOOIIEHNE HEOOXOJMMO OTBEYATh OBICTPO, B TeUCHHE 24—
48 uacoB. Ecnu oTBeT He MOXET OBITh BBICIAH B YKa3aHHbBIE CPOKH, TO 00 STOM HEOOXOIMMO
COOOIIUTH OTIPABUTEITIO.

DEeKTPOHHOE COOOIIEHNE TOHKHO UCXOANTH C 3all0JHEHHBIM NojieM «Temay, nHaue MMCbMO
MOJKET OKa3aThcs B nanke «Cramy».

Cpenu mo100HBIX COOOIIEHHI MOTYT OKa3aThCs U OYEHb BakHbIe MHcbMa. [ToaToMy mpaBuia
JIEJI0BOM 3JIEKTPOHHOMN NEPENNUCKH aKIIEHTUPYIOT BHUMaHUE Ha HE0O0X0IMMOCTHU ITPOCMAaTPUBATh BCIO
HOYTY LEIMKOM M YJalATh YacTh COOOIIEHWH JHIIb IOCH€ JMYHOIO O3HAKOMIIEHHS C MX
CoJIepyKaHuEM.

JlenoBoe MUCbMO HE JOJKHO OKa3aThCsl Y CIydalfHOTO ajipecara, Tak Kak MoJo0Hast omuoka
MOYKET MPHUBECTH K CEPHE3HBIM PEMYTAIIMOHHBIM ITOCIIEACTBUSAM JUTSl YUPEIKICHUS.

B nenoBoii KOpropaTUBHOM 3JIEKTPOHHOM MEPENHUCKE HE PEKOMEHAYETCS:

* OTIIPABIIATH OQHIMATBHBIE U MMEIONIHE 00S3aTeNbHYI0 IOPUINYECKYI0 CHIIy MUChMa IO
3JIEKTPOHHOU TOYTE;

* 00CcyXIaTh ¥ KOMMEHTHPOBATh HH(OPMAIIHIO JTUYHOTO XapakTepa (CeMeHbIe OTHOIICHHS,
JMYHYIO JKU3Hb, 3/I0POBbE, PEIUTHO3HBIE U HALMOHAIbHbBIE BO33PEHUS), KACaThCs JPYTUX CIIOPHBIX
BOIIPOCOB;

* BBIIENATH KaKUM-IH00 00pa3oM (Harpumep, Mo J4epKUBAaHUEM WIIH BbIICICHUEM KUPHBIM
mpudToOM) B TEKCTE COOOIIEHUS IIaBHYIO MBICIb. ITO MOXKET ObITh HAMEKOM Ha TO, YTO YUTATEIh
He 00J1a/1aeT aHAIUTUYECKUM CKJIAZIOM YMa U HE MOXKET BBIWIECHUTH B TEKCTE TJIAaBHYIO MBICIIb;

*  COCTaBISATh NMHChbMa C WCIOJNB30BAHUEM PA3IUYHBIX MPHU(TOB, TPOMUCHBIX OYKB,
KypCUBHOTO (hopMara, JaTHHULBI (32 UCKITI0UeHHEM 00BEKTUBHOTO MCIIOIB30BaHU, HAPUMED, IPU
HaIMCaHUM UMEH COOCTBEHHBIX) U IrpadUyecKuX N300paKeHUil;

* COKpalllaTh CJIOBA WJIM UCIIOJIb30BaTh MHOCTPAHHBIE CIIOBA, OYKBBHI;

* WCNOJB30BaTh B JICJIOBOW TMEPENMUCKE pa3IMYHbIE CHMBOJIBI W 3HAKW (TaK Ha3bIBacMEbIC
CMaMJIUKH );
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* MPUMEHSTH B JICJIOBOM Mepenucke nociecnoBusi — nocrckpuntym (P.S.);

* mpuberatb K pa3IMYHBIM LIyTKaM, HaMeKaM C JBOSKHM TOJKOBaHHEM, OCOOEHHO C
HallMOHAIBHBIM MOJITEKCTOM;

* TepechlIaTh, IeperneyaThiBaTh, paclevyaTbiBaTh HA IPUHTEPE AIEKTPOHHBIE COOOIEeHHS 0e3
COTJIacus aBTOPA;

* IPUHMMATH U MEPEChlIaTh Pa3HOTO POJA «ITUChMA CYACThS» KaK KOMIIPOMETUPYIOILIUE O
CBOCH CYTH KOPIIOPATUBHBIC MICKTPOHHBIC COOOIIEHUS U pa3pylIaloie pabouyro atMochepy;

* [P BO3HUKHOBEHHUHU MPOOJIEMHBIX / KOH(QJIUKTHBIX CUTyalluii B paboTe ¢ KOHTpareHTaMu
(CTOpPOHHUMH OpraHM3alMsSIMH) pelaTh BOIPOCHl CaMOCTOSITENBHO (cleayeT oOpaTHTbCS K
BBIIIECTOAIIEMY PYKOBOJIUTEIIIO).

11.2. KopriopaTuBHbI# 11a0J0H 3JIEKTPOHHOM moanucu paboTHUKOB AY «HedTeroranckuit
MOJIMTEXHUYECKUM KOJUISIXK» JIOJDKEH pa3MEeIlaThbesl MOJ TEKCTOM MHChbMa M MOXET COCTOSITh U3
CIIEYIOIINUX KOMIIOHEHTOB:

* nuHas noanuck: Umst, OtuectBo, @amumnus — aiist pykooautess; Mms, OtuecTBo — 11t
PSAIOBOTO COTPYIHHUKA;

* 3aHUMaeMas JJOJDKHOCTb;

* Ha3BaHue npeanpusatus: AY «HedTeroranckuii MOJIUTEXHUYECKUI KOS,

* KOHTaKTBI: HOMEp TenedoHa (BHYTPCHHUMU, €CIU MEPENUCKa HJIET BHYTPH YUPESIKICHUSI
MEXIYy COTPYIHUKAMHM KOJUIEAKA, WJIU BHEIIHUNA (TOPOJICKOM), €Clid Tepenucka BeaeTcs
C BHEUTHUMHU KOHTpPAreHTamu);

* KOHTaKThI: (pakc;

* KOHTAKTHI: AJICKTPOHHBIN anpec (e-mail);

* ccbuIKa Ha caiT AY «HedTeroranckuii MOJTUTEXHUYSCKUN KOJUICIIK.

B cnydae ecnum muceMO OTIpaBisieTCs BHEIIHEMY ajpecary, B MOAMHCH HE CIeAyeT
YKa3bIBaTh CIY>KeOHBIN Tene(OHHBIH HOMEP, a TAKXKE a/IpeC AIEKTPOHHOM MOUTHI U CaliTa KOMITAHUU
B MHTEpHETE (0€3 OKOHYAHUS «.ITU»).

B cnydae ecnu mucekMo OTIpaBiseTcs 3apyOeKHOMY MapTHEpPY, HOMEp TenedoHa cleayeT
YKa3bIBaTh C MEXIYHAPOIHBIM TPEUKCOM CTPAHBI.

s pykoBoauTeneil B mabliOHE ASIEKTPOHHOW MOMMUCH HE TMPHHITO YyKa3blBaTh HOMEDP
MoOmibHOTO Tenedona. OgHaKo, €clid PYKOBOJUTENb CUYUTAET IEIeCO00pa3HbIM OTOOpPa3UTh CBOU
KOHTaKTHBIC JaHHBIE, TO HOMEpP MOOWIBHOTO TenedoHa MOXKET OBITh TOMEIIeH B I1a0JIoH
KOPIOPAaTUBHOW 3JIEKTPOHHOU MOIIHUCH.

Hamnpumep:

C yBaxenuem, lIBan MIBanoBruy VIBaHOB, pyKOBOAMTENL CEKTOPA yUeTa OT/ENa YIPABICHUS
nepcoHasioM AY «HedTeroranckuit moIUTEXHUYECKUHI KO

Ten.: +7(......) 262-99-01 dakc: +7(......) 262-99-01 Mo6. ten.: +7(985) 568-71-78 E-mail:
ivanovii@crimearw.ru CaifT: crimearw.ru

11.3. DTuker 00IICHHS B COLIMAIBHBIX MEIMApECypcax.

Benenue 610roB, )KypHAJIOB, JIMYHBIX CTPAHUI] CITYXKUT HE TOJBKO JUIS BRIPAKEHUS YaCTHOTO
MHEHHsI TpaXJaH, HO M CIOCOOCTBYeT aKTHBHOMY U 3a4acTyl0 HEKOHTPOJIHUPYEMOMY
pacmpocTpaHeHHI0 WHGOPMAIUU. YUUTHIBass OOIIEJOCTYMHOCTh M TJACHOCTh yKa3aHHBIX (OpM
001IeHUsI, COTPYAHUKHA KOJUIEKA JOJKHBI BHUMATEIHHO U OTBETCTBEHHO OTHOCHUTHCS K CBOEMY
«TOBEJICHUIO» B COLMANBHBIX MeIuapecypcax, coOmoaas B 00s3aTeIbHOM MOpSAIKe TpeOOoBaHUS
JI€JIOBOW ITUKH.

3ampeTsl B MpaBuiiaX OOIICHHS B COLMATBHBIX MeAHapecypcax i COTPYIHUKOB AY
«HedTreroranckuii TOTMTEXHUISCKUN KOJUITSIK»:

*  pacmpoCTpaHSATh BHYTPHKOJIICIKHYIO MH(OPMALIUIO U CBEIEHUS 00 yUPEeKIECHUH, IO
MOMEHTA UX O(PHIIMATIBHOTO OMyOJIUKOBAHUS;
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* KOMMEHTHPOBATH OPHUIHATBHYIO HH(POPMAIUIO O IEATEIbHOCTH KOMIIAaHUH 0€3 yKa3zaHWUs,
YTO ATO SABJSETCS YACTHBIM MHEHUEM;

* KpPUTHKOBAThH JIEATEILHOCTh KOMIAHUU M €€ COTPYAHUKOB, NMAPTHEPOB M KOHKYPEHTOB,
OpraHoOB IOCY/IapCTBEHHOW BJIACTH B IpyOOi U HEYBaXHUTEIbHOH QopMme;

* MyOJIMKOBATH COOOIICHUS, KOMMEHTapHH, GOTO-, BUACO-, Ay JTUOMATEPHAIIBI U rpadrueckue
M300pakeHHS TI0 BOTIPOCaM, CBSI3aHHBIM € TPO(ECCHOHAIBHON JIEATEeILHOCTHIO, 0€3 0(DUIIMATIBHOTO
pa3peuIeHns: CBOET0 HeTOCPEACTBEHHOTO PYKOBOAUTEIIS;

* MyOJIMKOBATh COOOIIEHUS, KOMMEHTapHH, GOTO, BUICO, ayTUO, MAaTepUaIIbl U rpaduyecKkue
U300paXKeHMs, OTHOCSIIUECS K BHYTPUKOJUICIKHBIM COOBITHSIM, 0€3 coryiacus CBOUX KOJIJIEer
(mapTHEPOB), KOTOPBIX 3Ta HHPOPMALIUI MOXKET KacaThCs.

12. BAKJIIOYUTEJIBHBIE ITOJOKEHUSA

12.1. B cny4yae m3MeHEHHi 3aKOHOJATEIbHBIX W HMHBIX HOPMATHBHBIX akTOB Poccuiickoii
Oenepanun, a Takke YcraBa AY «HedTeroranckuil MOJUTEXHUYECKHM KOJUIEIK» HACTOSAILIUI
JIOKYMEHT, a TaKKe€ W3MEHEHHUsI K HEMYy IPUMEHSIIOTCS B YacTH, HE MNPOTHUBOpPEUAIleii BHOBBb
MIPUHSATHIM 3aKOHO/IATENIbHBIM U MHBIM HOpMaTUBHBIM akTaM Poccuiickoit denepanuu, u Ycrapy AY
«Hedrerorancknii MOMUTEXHUIESCKUN KOJUTSIDKY.
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[Tpunoxxenue 1

VYTBEPXIAIO
Hupexrop AY «Hedreroranckuii
HOJIMTEXHUYECKUN KOJIIEIKY

M.B.I'pebenen
«_» 20 1.

AKT
npuemMa-tepeiadu e (J0KyMEHTOB)

N | Homep u gara nokymenra 3aro0BOK JIOKyMeHTa (j1ema) KonuuecTBo nucToB

n/n | (MHICKC ¥ KpailHUEe AaThl JIOKyMEHTa (J1e71a)
Jiena)

1 2 3 4

Bcero JIOKYMEHTOB (J1e1)
(KONMM4ecTBO JOKyMEHTOB M (paMu U IPOITHCHIO)

[Tepenan (MoIKHOCTD, (haMUITHS, UMSI, OTUYECTBO)
[Tpunsin (TOJDKHOCTD, (haMUITHSI, UMSI, OTYECTBO)

"o 20 .
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[Tpunoxenue 2

VYTBEPXIAIO
Hupexrop AY «Hedreroranckuii
HOJIMTEXHUYECKUN KOJIIEIKY

M.B.I'pebenen
«_» 20 1.

AKT

MPOBEPKHU HAJMYUS [1€YATEN U IITAMIIOB

Jara navana mpoepku: " " T.

n

[laTa 3aBepiieHus npoBepku: " I.

Hacrosimuii akt coctaBieH 1o pe3yibTaTaM IPOBEPKU HAIMYHKS [eYaTed U ITaMnoB B AY
«HedTreroranckuii MOMUTEXHUICSCKUN KOJUIISIDK»

HpOBGI[CHHOﬁ B COOTBECTCTBHHU C ,
(HauMeHOBaHME W PEKBU3UTHI PELICHUS O MIPOBEICHUH IPOBEPKH)

B XO0JI€ ITPOBCPKH YCTAHOBJICHO:

N /o Perucrpanuonsslii Homep HanmenoBanue OTMeTKa O HaTUYuU IIpumeuanue
mevarty (MTamIa) 1o XypHay revary (mrammna) | (OTCYTCTBUM) medaTen
ydera (mrrammoB)
1 2 3 4 5

Hacrosiuit akT cocTaBieH B ABYX IK3EMIUISIpax, UMEIOIINX PaBHYIO IOPUIUYECKYIO CHITY.

IIpencenarens koMuccuu

(oamuce) (pacumgpoBka noanucH)
YjieHbl KOMMCCHU
(monnuce) (pacmmdpoBka moaIMcH)
(moxnmce) (pacum¢poBka nomMcH)
C akTOoM IMPOBCPKHU O3HAKOMIJICHBI:
(HanMeHOBaHWE JOKHOCTH OTBETCTBEHHOTO JJOHKHOCTHOTO (moammch) (pacmdpoBKa MOANNCH)

JIMLIA, YIIOJTHOMOYEHHOTO XPaHUTh U HCIIOJIb30BaTh OTTUCKU
nevyaTel U mTaMIIOB)

M.IL
" n 20 T.

Bo3spaxenust no akTy npoBepku Ha " " 1. mpunaratorest. ' " 20 1.
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KOAAEAN
JIUCT COI'”IACOBAHUA
IToJyio)keHNE 0 JICTOIPOU3BOJICTBE
JIOKHOCTh damunms, THAITAAIBI Jara Iloamuce

Hauvaneauk otaena kaapoBoro,
ILOKYMCHTaI_[I/IOHHOF onu
MPaBOBOTO 00ECTICUCHUSI

EBceeBa Jlrogmuna
T'ennanneBHa
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