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HOJIO)KEHUE
0 TOKYMEeHTAIlMOHHOM o0ecrie4eHU! yNpaBJIeHust

1. O0mme nmoJ10KeHUs

1.1. TlonmoxxeHne O JOKYMEHTAIlAOHHOM OOCCIICUCHHH YIPABJICHUS TIOATOTOBICHO C IIEJIbIO
COBEpIICHCTBOBAHMS HAa €IMHOW OCHOBE JIOKYMEHTAIIMOHHOTO OOECICUCHUS YIPABIICHUS ITyTEM
MOBBIICHUST AP(PEKTUBHOCTH TEXHOJOTHMH PAbOThl ¢ JOKyMeHTaMu. [lojoKeHHe yCTaHaBIMBAET
obmue TpeboBaHMsS K pabOTe ¢ OPraHU3aIMOHHO-PACIOPSAUTEIBHBIMA JOKYMEHTAMH Ha OCHOBE
I'OCT P 6.30-97.

1.2. IlonoxxeHue 0 TOKyMEHTAIIMOHHOM OOECIIeUeHUH YIPaBICHUS yCTaHABIUBACT NPSIOK MpUeMa,
ydeTa, MOJATOTOBKH, O(OpMIIeHUS, pPa3MHOXKEHHUS (TUPAKUPOBAHMS), KOHTPOJS HCIOIHEHUS,
XPaHEHHS U UCIIOJIb30BaHUs JOKYMEHTOB.

1.3. IlonoxeHue O JOKYMEHTAllMOHHOM OOECIIEUEHUHU YIPABJICHUS PaACIpOCTPaHsAETCs Kak Ha
TPaJMLIMOHHOE JIeJIONpPOU3BOJICTBO, TaK M Ha OpraHu3anuio padoTbl € JOKYMEHTAaMH,
CO3JaBaCMbIMU  CPEACTBAMH  BBIYMCIMTEIBHOW TEXHUKHM, MAIIMHONEYAaTaEMbIMH U Jp.
KomnbroTrepHsle TexHOJIOTHH OOpaOOTKM JTOKYMEHTAIIMOHHOM HH(OpMAalWU JOKHBI OTBEYATh
TpeOOBaHUSAM IOJIOKEHUS O JOKYMEHTAI[MOHHOM O0€CIIeUYeHUH YIIPaBICHHUS.

1.4. OTBEeTCTBEHHOCTHh 3a paboTy C JOKYMEHTaMH BO3JIaraeTcs Ha 3aMECTUTENeW IHUpeKTopa,
CCKpPETapA U Y3KUX CIICHHUAIIMCTOB B COOTBETCTBUH C UX JOJKHOCTHBIMU 00SI3aHHOCTSIMH.

2. JlIokyMeHTauus OpraHu3aluu

JleaTenbHOCTh  KOJJIekKa O00ecrneunmBaeTcs CHUCTEMOM  B3aMMOCBS3aHHBIX  YIPaBIEHUYECKHX
JOKYMEHTOB, COCTaBIISIIOIIUX €€ JTOKyMEHTaUHOHHYI 6a3y. CocTaB JOKYMEHTAallMOHHON 0a3bl
OTIpesieNsieTCs] JTUPEKTOpPOM KoJulemka. M3matoTcss mnpukasbl, paclopsbKeHUs, WHCTPYKLHUU,
MIPOTOKOJIbI, TOCTAHOBJIEHUS, TTOJIO’KEHUS, aKThl, CMETHI 3aTpaT U PacxXo/0B, LITATHbIE PACIHCAHMUS,
TapU(pUKAMOHHBIE CIUCKH, pPACIHCaHUs YPOKOB U 3aHATUH, y4eOHbIE IUIaHBI, OTYETHI IIO
YCTAQHOBJICHHBIM (hopMamMm, aHalu3bl Pa0OTHI, IJIAHUPOBAHUS PAOOTHI; COCTABISIET JOTOBOPHI,
COTJIAIIEHUS; BEAET KJIACCHBbIE JKypHalbl, JIMYHbIE [eJla COTPYAHUKOB U OO0ydJaroluxcs,
asi(haBUTHBIC KHUTH, KaJICHIaPHO-TEMaTUYECKHE TIIaHBbI.

3. Ilpasuna noozomoexu u oghopmnenus 0OKymMeHnos
3.1. JOKYMEHTHUPOBAHUE YIIPABJIEHUECKOI JESITEJIbHOCTU

JIOKyMEHTUpOBaHUE YIPABIEHYECKOW AESITEIbHOCTU 3aKitoyaeTcsl B (UKcauuu Ha Oymare Wi
JOPYTUX HOCHUTENSAX IO YCTAHOBJICHHBIM IpaBWJIaM YIIPaBJICHUYECKUX ICHCTBHI, T.e. B CO3JaHUU
YIPaBICHUYECKUX TOKYMEHTOB.



[Ippu mnoxaroroBke u 0QOPMIICHHH JOKYMEHTOB COONIOAATh TMpaBmiia, OOECIICUHBAOIINE
IOPUINYECKYIO CHIIy IOKYMEHTOB, OIEPATUBHOEC M KAYECTBEHHOE WX HWCIIONHEHHE M TIOUCK,
BO3MOYKHOCTh 00paOOTKH JOKYMEHTOB C TIIOMOIIBIO BBIYUCIUTEIFHOW TEXHHUKH, KadyeCTBO
JOKYMEHTOB KaK HCTOYHUKOB HH()OPMAIHH.

JIOKyMEHT UMeeT IOpUANYECKYIO CHILY IIPU HAJIMYUHU PEKBU3UTOB JUISl JaHHOTO BUJIa JOKYMEHTOB.
3.2. BJIAHKU1 JOKYMEHTOB

JIOKYMEHTBI JTOJKHBI, KaK MPaBHII0, OPOPMIIATHCS Ha OJaHKAaX U UMETh YCTAaHOBJICHHBIH KOMIUIEKC
00s13aTeNbHBIX PEKBU3UTOB, pacmonoxeHHbIx cornacHo [OCT 6.30-97.

VYcranaBiIMBalOTCSA JIBa OCHOBHBIX (popmarta OnaHKOB IOKyMeHTOB - A4 u AS; nomyckaercs
ucnoib3oBanue 6mankoB ¢popmara A3 u A6 o 'OCT 9327.

brnaHky TOKyMEHTOB JIOJIKHBI UMETh IOJISI: JIEBOE U HUXKHEE - HE MeHee 20 MM, IpaBoe - HE MEHEE
10 mm, BepxHee -15 mm.

HOKYMGHTBI, COCTaBJIKICMbBIC OT UMCHU [IBYX HUJIN Ooiee OpraHI/I3aHI/II71, 0(1)0pMJ'I${IOTCH 0e3 OJIaHKOB.

brnank gokymeHTa JOKEH UMETh MpoaoibHOE pacnoiokeHue pekBu3utoB mo 'OCT 6.30-97 (cm.
npuioxenue 1).

3.3. OOOPMJIEHUME PEKBU3UTOB JIOKYMEHTOB

3.3.1. HammMeHOBaHMe OPraHM3aLMHU YKa3bIBAE€TCS HABEPXY JIUCTA C BBIPABHUBAHUEM 110 LIEHTPY B
MIOJTHOM COOTBETCTBHUH C TTOJIOKEHUEM O HEHl —

HEI'OCYJJAPCTBEHHOE OBPA30OBATEJIBHOE YACTHOE YYPEX/IEHUE
[TPO®ECCHUOHAJILHOT'O OBPA30BAHUS «I10J10JIbCKWM KOJIJIEJK «(ITAPYC»

3.3.2. CnpaBouHble JaHHbIe O KOJUIEJKE BKJIIOUAIOT aJipec, HoMep TenedoHa. YKa3bIBaloTCs MO
HAaNMMCHOBAHUCM OpraHU3allMi Ha BHCIIHUX OjaHKax HUCXOOAINX JOKYMCHTOB, KPOME IMPUKA30B U
pacropsKeHUH.

3.3.3. HanmeHoBaHue BHIAQ JOKYMEHTA JOJDKHO COOTBETCTBOBATH KOMIIETEHIIMU KOJUIIEIHKA, a
TAKXXEC BHUIaM I[OKyMeHTOB, Hpe)IYCMOTpeHHI)IM CHCTGMOfI ynpaBJ’IeH‘IGCKI/IX I[OKYMGHTOB.

3.3.4. laTa nokymeHnTa

JlaToil TOKyMEHTa SIBJISIETCA JaTa €ro IMOANKMCAaHWs WIM YTBEPXKACHUSA, Ui MPOTOKOJA - Jara
3acenanusl (MPUHSTHS PEIICHUs ), U aKTa - AaTa COOBITHS. ECiin aBTOpaMu TOKyMEHTA BBICTYIAIOT
HECKOJIbKO OpTraHu3aIii, TO JaTOW TOKYMEHTA SBIISIETCS HanOoJIee MO3IHsISI 1aTa MOAMUCaHuS.

Jaty noxymeHTta o(opMisoT apabckuMu nudpaMu B CIEAYIOMIEH MOCIeI0BaTEIbHOCTH: JEHB,
Mecsl, rof. JleHp mecana u mecsi oQOpMIIIOT ABYMs apaOCKuMu Ludpamu, TOA - YEThIpbMS
apabckumu rudpavu. Hanpumep, 05 urons 2002 roga cnexyet opopmisits: 05.06.2002.

CrnoBecHo-1I(POBOIi crtocoO oopmIIeHUs AATHI TOMYCKAETCs TOIBKO B JOTOBOPAX M 3asBICHHUSIX.

3.3.5. 3aroyi0BOK K TEKCTYy JOJDKEH OTpakaTb OCHOBHOM BOIIPOC, 3aTPOHYTHIM B JOKYMEHTE.
ConepxaHue JOKYMEHTa BBIpaXaeTcss B HEM (OPMOI MpEeasIoKHOro Majaexa C IMPeIoroM «Ooy,
«006». KaBplukaMu 3aroj0BOK HE BBIAEISETCS, MUIIETCSA C MPOMUCHON OYKBBI C IOJYEPKUBAHUEM U
HAuyMHAeTCcs cpasy OT JIEBOTO MOJIS JIUCTA.

3.3.6. Ilonnuces foKyMeHTa



JIOKyMEHTBI, HapaBJIIEMbIC B BBIIIIECTOSIIIINE OPTaHU3AIMH, TIOAMMUCHIBAIOTCS TUPEKTOPOM, a B €T0
OTCYTCTBHE - HCHOJIHSIONIUM OOS3aHHOCTH IUpEKTOpa. JIOKyMEHTHI, HalpaBisieMble CTOPOHHHUM
OpraHu3alysIM, MOAMKUCHIBAIOTCS TUPEKTOPOM HIIM €r0 3aMECTHUTENIEM, OTBEYAIOIIMM 3a JaHHBINA
Bompoc. B cocrtaB moamucu BXOIAT HAMMEHOBAHWE JIOJDKHOCTH TIOJIMCHIBAIONIETO JOKYMEHT,
JUYHAs TONUCh U €€ pacmr(poBKa ¢ yKazaHHEM MHHMIIMAIOB, a 3aTeM (aMUIUU JOJDKHOCTHOTO
JIMIa.

,HOKYMCHTBI KOJUICTHAJIBHBIX OPraHOB IMOAIIMCBIBAIOTCA IPEACEAATCIIECTBYIOIIMM Ha 3aCCIaHUuU
KOJUICTHAJIBHOT'O OpraHa U CCKPETapCM.

B JOKYMEHTAaX, NOATOTOBJICHHBIX KOMHCCHeﬁ, YKa3bIBarOTCA HE NOJIKHOCTH BOLICAIINX B HEC JIUII,
a UX 00S3aHHOCTH B COCTaBE KOMMCCHH.

[Ipy moamucaHWM AOKYMEHTA HECKOJBKHMH JIOJDKHOCTHBIMH JIMIIAMH WX TIOJIUCH PacIoJiararoT
OJIHY TIOJ JIPyroil B IMOCJIEIOBATEILHOCTH, COOTBETCTBYIOIICH 3aHMMaeMOW TOJDKHOCTH. Ilpm
MOATNMCAHUU IOKYMEHTA HECKOJbKUMU JIUIIAMU PAaBHBIX JOJDKHOCTEH WX MOJAIMKMCH PacrojiararoT Ha
OJIHOM YpOBHE.

Ecnu momxHOCTHOE JIMIIO, MOAIUCH KOTOPOTO 3arOTOBJIEHA HA MPOEKTE JOKYMEHTa, OTCYTCTBYET,
TO JOKYMEHT JOJDKEH IMOAMKMCHIBATHCS JIMIIOM, HCHONHSIOIIUM €ro O0OS3aHHOCTH, WM €ro
3amectureneM. [Ipu 3ToMm He00X0AUMO yKa3aTh (PAKTHUYECKYIO JOJDKHOCTD JIMIA, TTOIIHCHIBAIOIIETO
JOKYMEHT, 1 ero ¢amunuto. He momyckaeTcs moANMCHIBaTh TOKYMEHTHI C MPEIIOTroM «3a» HIH C
MIPOCTABJICHUEM KOCOM YepThI Mepe] HAMMEHOBAHUEM JTOJKHOCTH.

3.3.7. Tlewarhb cCTaBUTCS HAa JOKYMEHTaX, YIOCTOBEPSAIONIMX IpaBa JODKHOCTHBIX JIHII,
bukcupyromux ¢GakT pacxoJ0BaHHs JIEHEKHBIX CPEACTB M MaTEpUATbHBIX LEHHOCTEH, a TaKkKe
CliCUaJIbHO NPCAYCMOTPCHHBIX IIPAaBOBBIMU aKTaMH, I'I€ NOAINKWCH OTBECTCTBCHHOI'O JIMIA OOJIXKHA
OBITH 3aBEpeHa MevaThio (repooBO KPYTIIOH).

OTTHCK TIeYaTH CJIEyeT MPOCTaBIATh TakK, YTOOBI OH HE 3aXBaThIBAJl HAMMEHOBAHUS JIOJKHOCTH,
MOAMUCH U PpacmuPpOBKU TOAMUCH JTOJDKHOCTHOTO JIMIA, TOJIMUCHIBAIONIETO JOKYMEHT.
Hanpumep:

Jupexrop Ileuamyo Iloonucw E.B.JIoHOBEHKO

3.3.8. YTBep:kaeHne JOKyMEeHTa

Oco0bIM criocoOoM BBCIACHHUA NOKYMCHTA B JIEHCTBHUE SBJISETCS €ro YTBCPIKACHUC. I[OKYMCHTH
YTBCPKAAOTCA JUPCKTOPOM HJIN €TO 3aMCCTUTCIISIMU.

I'pudsl yrBepkacHHs OGOPMIISIFOTCS B TPAaBOM BEPXHEM YINIy HaJ HAMMEHOBAaHHUEM BHUJIA
JOKYMEHTA CIeAYIoIUM 00pa3om:



YTBEPXIAIO

Hupextop HOUY 110 «Ilogonbckui
kosemx «llapyc»
H.A. CeBocThsiHOBa

«_» 200 r.
unu MIPUKA30M JUPEKTOPA KOJUIEHKA
Hnu YTBEPXIEHO

ITegarornueckum CoBETOM

ITPOTOKOJI

[ara, HoMep

[Ipu yTBEp:KIE€HUU TOKYMEHTa COOpaHHMEM, KOMUTETOM, COBETOM C YKa3aHUEM JaThl U HOMEpa
MPOTOKOJa, puKa3zoM rpud yreepxkaeHus coctout u3 ciosa: Y TBEPXIIEH, YTBEPXJIEHA,
YTBEPXIEHBI, YTBEPXJIEHO (0e3 kaBblueK, IPONUCHBIMU OYKBAMH).

3.3.9. CoriiacoBanue JOKyMEHTA

[Tpr HEOOXOAMMOCTH OILEHKHM OOOCHOBAaHHOCTH TOKYMEHTA M €r0 COOTBETCTBHUS JCHCTBYIOLIEMY
3aKOHOJATEIbCTBY MMPOBOANUTCS COTIIACOBAHHE JOKYMEHTA.

CornacoBanne MOXeT IPOBOIUTHCS KaK BHYTPH KOJUIEIKA, TAK U BHE €rO.

I'pud cormacoBanms JOKyMEeHTa OQGOPMIIAETCS HWXKE TOJIMUCH JOJDKHOCTHOTO  JIWIIA,
MOAMMUCABIIET0 TOKyMeHT, U cocTtouT u3 cioBa COI'JTACOBAHO, ykazaHusi JOJDKHOCTH JIMIIA, C
KOTOPBIM COTJIaCOBBIBAETCS TOKYMEHT (BKJIHOYas HaMMEHOBAHHWE OpPraHU3allMM), JTUYHOW MOJINCH,
pacppoBKY MOANUCH (MHUIMATIOB, (JaMUIIMK) U TaThl COTJIaCOBAHMSL.

[Tpu BHeIIHEM corjacoBaHUM MOIIKCH 3aBEPSIETCS MeYaThio.

Bo3Mo3kHO coriiacoBanue, OCyIIeCTBIIEMOE MUCHbMOM, TPOTOKOJIAMHU U JIp.

I'pudsl cornacoBanust 0pOPMIISIOTCS CIETYIOIUM 00pa3oMm:

COI'NTACOBAHO
Hupexrop HOUY I10 «Ilogonsckuii

komek «Ilapyc»

H.A. CeBoCThsIHOBA

Jlama

3.3.10. BuzupoBaHnue 10KyMeHTA

CornacoBaHue MPOEKTOB JOKYMEHTOB O(OpMIISIETCSl BU30M, BKIIIOYAIOIIEH MOAMUCH U JOJKHOCTD
BU3HUPYIOIIETO JTOKYMEHT, pacimiu(poBKY MOAMUCH (MHUIMATBI, (aMHUINI0) U JaTy MOAMHUCAHUS.
Hanpumep:

3am. 1upekTopa B.JI. OctpoBckas

Jlama
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3aMeuaHus puiIararoTcs
3aM. qupeKTopa
B.JI.OctpoBckas

Jama

3aMcuaHus U3IaraloTcsa Ha OTACJIIBHOM JIMCTC, IMOAINMUCBIBAIOTCA U IPUJIATralOTCA K JOKYMCHTY.

Ha IMPOCKTaX paCrnopAaUuTEIIbHBIX JOKYMCHTOB BH3bl IIPOCTABJIAOTCA B HWOKHEH Y9acTH O60p0THOfI
CTOPOHBI IIOCJIICAHETO JIMACTA. I[J'IH JOKYMCHTA, IIOAJIMHHHUK KOTOpPOIro OTIIPaBJIACTCA U3
OopraHu3anuu, BU3bI IIPOCTABJIAIOTCA B HWOKHEH YacTH JIMICBOMU CTOPOHBI KOIIMH OTIIPABJIACMOI'O
JAOKYMCHTA.

3.3.11. 3aBepeHne KONUM JOKYMEHTA

[IpaBo 3aBepeHUsT KONMUI TOKYMEHTOB MMEET CEKpeTaph, AUPEKTOP M 3aM.JUPEKTOpa. 3aBEPEHUIO
MOJIEXkKAT TOJBKO TOKYMEHTBI, COCTaBJICHHBIC B KOJUICIIKE.

Konust nokymeHTa cuuTaercs IOPUIMYECKH JEHCTBUTEIbHOM MpH HAIWYMM IPABUIBHOIO
oopmienus. [Ipy KonMpoBaHUU TOKYMEHTA YKa3bIBAIOTCS BCE MPUCYTCTBYIOILIME Ha MOJUIMHHUKE
PEKBU3UTHI, HO I'pU(bl YTBEPKIEHH, COTIaCOBaHMsI, BU3UPOBAHUS, a TaKXKe MOANUCh JOKYMEHTa
oopmisiroTcst 6€3 MOJIMHHBIX POCIHCEH JOKHOCTHBIX JIML W Tedatu opraHuzauuu. Ilop
MOJIKMCHIO JIOKyMEHTa CTaBUTCS OTMETKa O 3aBEPEHHH KOMHMU C YKa3aHUEM JIOJDKHOCTH
3aBEPSIIOIETrOCs, MOIMUCH, PACIIM(POBKY MMOIMUCH U IaThl 3aBepeHus. Hanpumep:

BepHao

Cexperapp  W.N. MBanoBa

Jlama

ITpu KomupoBaHMM JTOKYMEHTAa Ha MHOXKUTEJIbHOM MalllMHE, CKaHepe M JIp. HEOOXOJMMO 3aKpBITh
pPOCHUCH JTOJDKHOCTHOTO JIMIIA, MOJNMCABLIETO0 JOKYMEHT W IledaThb OpraHu3allM, HNOCTaBUTh
PYKOIHMCHYIO OTMETKY O 3aBEPEHUU KOIUH.

3.3.12. Pe3omonnst
B pe3omtonnu naetcs ykazanue 00 UCMOTHEHUH TOKYMEHTA.

B cocraB pe3onronuu  JOMKHBI BXOAWTH CIEAYIOIIME DSJIEMEHTHI: (aMHIInsS HCTOIHUTENS
(ucnosmHUTENEN), COACp)KAaHUE TMOPYUYEHHUs, CPOK HMCIOJHEHMs, MOJNUCH, jaara. [Ipu Hamuuuu B
PE30JIONUA  HECKOJIBKUX HCIIOJHUTENCH yKa3blBA€TCSI OTBETCTBEHHBIM HCIOJHUTENb; €T0
(haMuITHIO, KaK MPaBUIIO, IPUBOIAT B PE3OJIIOIIUH TIepBoid. Hanpumep:

H.A. CeBocTbsiHOBa

C.C. Cunoposoii

[Ipomry moaAroToBUTH aHAU3 PaboTHI K

Hama

Jluunas noonuce

Jlama

Ha noxymeHTtax, He TpeOyronuX JAOMOJHUTEIBHBIX YKa3aHUW IO HCIOJHEHUIO, B PE30JIOIHNH
coJiepkaTcs paMIITHUS UCTIOIHUTENS, TOAMKCH aBTOpa PE30JIOIUH, J1aTa.

3.3.13. OdopMiieHHe NPUITIOKEHUI K TOKYMEHTY



Ecnu noxymMeHT uMeeT NpUJIOKEHHs, Ha3BaHHbIE B TEKCTe, TO OTMETKa O HHUX odopmisercs
CJIEIYIOIIM 00pa3oM:

[Ipunoxenue: Ha  J1.B __ DK3.

Ecnu npusnoxeHuss B TeKCTe HE HA3BaHbI, TO HEOOXOAMMO MEPEUMCIUTh MX Ha3BaHUA, YKazaTb
KOJIMYECTBO JINCTOB U HK3EMIUISIPOB KaXI0I0.

Ecnu npuioskeHus COpOIIIOpOBaHbI, TO KOJTMYECTBO JIUCTOB HE YKA3bIBACTCS.

[Ipy HAIMYKMK HECKOJIBKUX MPUIIOKEHUN OHU HYMEPYIOTCS.

[Tpunosxxenust 0hOPMIISIFOTCS Ha CTAHAAPTHBIX JIMCTAX U UMEIOT BCE HEOOXOIUMBIE PEKBH3UTHI.

Ha mpunokeHud K pacrnopsiAMTEIbHOMY JOKYMEHTY B IPaBOM BEPXHEM YINIy CJEAyeT eNaTh
OTMETKY C YKa3aHHWEM Ha3BaHUs PacCHOPSIUTEILHOTO JOKYMEHTA, €ro 1aThl U HoMepa. Hanpumep:

Ilpunoswcenue 1

YuudumupoBannas popma T-1 YTBepkaeHa nmocranosiaeHueM ['ockomcrara Poccuu ot 06.04.01
Ne26

[Ipunoxenus opopmistoTcs MPU(TOM C HAYEpPTaHUEM - MOJNYKUPHBIH KYpCUB MalleHbKMMHU
OyKBaMHU IOCJIE TEKCTa.

3.3.14. AxpecoBaHue JOKYMEHTa

JIOKyMEHTBI a/IpECyIOTCSl B OpraHU3aIlMM, MX CTPYKTYPHBIC IOJAPA3JCICHUS WIN KOHKPETHOMY
JOJDKHOCTHOMY JIUILY.

[Tpu agpecoBaHMU TOKYMEHTa B OPTaHU3AIMIO WM €€ CTPYKTYpHOE MOoJpa3esicHne 0e3 yKa3zaHus
JOJDKHOCTHOTO JIMIA MX HANMEHOBAHUE MUITYT B UMEHUTEIHHOM IaJIeKe.

[Ipu HampaBneHMHM TOKYMEHTa JOJDKHOCTHOMY JIMIy Ha3BaHHWE OpPTaHM3ALUU YKa3bIBAaeTCA B
MMEHHTEIBHOM MAJEKe, a TOJDKHOCTh U (haMIITUS ajipecaTa - B IaTeIbHOM.

[Tpu appecoBaHMM TOKYMEHTa PYKOBOIHMTEIIO OpPraHW3allMd HAaMMEHOBAHWE €€ BXOJHUT B COCTaB
HalMEHOBaHMUS JOJKHOCTH ajjpecara.

ITpu angpecoBaHMM JOKYMEHTa B HECKOJIBKO OJJHOPOIHBIX OPraHU3allMil UX Ha3BaHUS HEOOXOJUMO
yKa3bIBaTh 0000ILEHHO.

[TonHBIN MOYTOBBIHM ajipec yKa3bIBaeTCs NMPH HANpaBIEHUU JOKYMEHTA Pa30BbIM KOPPECIOHICHTaM
B COOTBETCTBHHM C TMOYTOBBIMU TpaBWIaMHu. JIOKYMEHT He IOJDKEH COJepKaTh Ooyiee YeThIpex
anpecaroB. I[Ipu HampaBieHWM HOKyMeHTa Oojiee 4eM B YeThIpe aJpeca COCTABIISACTCS CIHMCOK
PaCChUTKU M Ha KaXKJIOM JJOKYMEHTE TPOCTABIISIETCS TOJIBKO OJIMH aJpecar.

Anpec He TpPOCTaBIseTCS Ha JOKYMEHTaX B BBIIECTOSIINE OPraHW3allMd ¥ TOCTOSHHBIM
KOPPECTIOHICHTAM.

CnoBo «Komnus» B agpecare He yKa3bIBaeTCs.

AnpecoBanue MoxeT ObITh opopmiero o I'OCT 6.30 - 97:

JomkHOCTHOMY JTHILY
B OpraHM3aIII0

HOYY I10 «Iloponsckuii komnemx «Ilapyc»
3aMm. gupeKTopa

B.JI. OctpoBckas

142100, MockoBckast 06macTs, T. ITomgobck,
yin. @eBpanbckas, 65
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Hupexropy HOUYVY I10 «llomonbckuii Komnemx
«ITapyc»

CeBocthsiHOBOM H.A.

142100, MockoBckast 001acTh,



r. [Togonsck, yn. @espanbekast, 65

uiau

Du3nIecKOMY JTHILY 630102, r. HoBocubupck-102, yim.
Kupoga, 76, kB. 12

r-ny I'puropseBy I1.1.

AnpecoBanue MoxkeT ObITh opopmiieHo no [IpaBunam okazaHusi MOYTOBBIX ycayr Pd:
MOY rumnuaszus No2
3am. qupektopa U.M. MBanoBoit
yi. HlkonbHas, 1. 3,
r. JKenesHnonopoxxusiii, MockoBckas
o0Oiacts, 143920
[Ipu odopmicHHH aapecOBaHHsS WHUIMAIBI agpecata craBarcs nepen (amwnued. Ecnm
aZpecoBaHMe C OOpallleHueM: r-Hy, T-Xe, TOB., MHUIHAJIbl YKa3bIBAIOTCS IOCie (hamMuminu
azpecara.
3.3.15. OTmMeTKa 0 KOHTPOJIe YKa3bIBAECTCS B JIEBOM I0JI€ JOKYMEHTA Ha YPOBHE 3arojloBKa
TEKCTa, €CJIM HE YKa3aH CPOK HCIIOJIHEHUs JOKYMEHTa B pe30ytonuu. CpoK HCHOJIHEHUS
JIOKYMEHTa C OTMETKOM O KOHTpPOJIE - 1 Mecsll, €CIu HET €ro yKa3aHus B JOKYMEHTE.

3.3.16. OTrmMeTrka 00 HCIOJIHEHHMH pAaCIOJAracTcs B HIDKHEM JIEBOM YINIy JIMCTa U
BKJIIOYAET CJEIYyIOLUe JaHHbIe: KPAaTKUe CBEACHUS 00 HMCIOIHEHUM WIIM, MPU HAIWYUU
COOTBETCTBYIOLLIETO JAOKYMEHTA, CChUIKY Ha €ro IaTy W HoMep; cioBa «B nemno»; Homep
7ien1a, B KOTOPOM OyJleT XpaHUThCS JOKYMEHT.

OtmeTka 00 UCHOJIHEHUH JTOKYMEHTA M HAalpaBJICHUH €r0 B JIEJI0 JOJKHA ObITh MOANKCAHA
U JaTHPOBAHA UCIIOJIHUTENIEM JOKYMEHTA UM PYKOBOJIUTEIIEM.

3.3.17. Ormerka 00 HCHOJHHUTeNE BKIIOYACT (PaMUIHIO, UMs, OTUYECTBO HCIIOTHUTEIS
JTOKyMeHTa U Homep ero TenedoHa. OTMETKY 00 MCHOTHHUTENE PacloiaraloT Ha JTUIEBOU
WM 000OPOTHOM CTOPOHE MOCIETHETO JIUCTA JOKYMEHTA B IEBOM HUYKHEM YTIIY.

Takas oTmeTka oOs3aTenbHa B CIYXEOHBIX MHCbMAax, KpOME HWHHUIIMATUBHBIX ITHCEM,
HaMpPaBIIIEMbIX B BHIIIECTOSIINE OPTaHU3AIIHH.

3.4. IIOPALOK ITOAT'OTOBKN O®OPMIJIEHMA ITPOEKTOB IOKYMEHTOB

3.4.1. IlpoexkTbl pacnopsiKeHWi, TPHKa30B pa3pabaTHIBAIOTCS  KOHKPETHBIMH
JNOJDKHOCTHBIMM  JIMIAMU B COOTBETCTBMM C IIOPYYEHHEM pPYKOBOAUTENS WIH B
VHHUIIMATUBHOM MOPSJIKE.

[lepBrIii SK3eMILIAP MPOEKTa BUZUPYETCS AOHKHOCTHBIM JIMIIOM, pa3padOTaBIIUM JaHHBIN
MPOEKT. TeKCThI pacropsLKEHUH, MPUKA30B, KAK IMPABUIIO, COCTOAT U3 KOHCTAaTUPYIOIIEH U
pacmopsAIUTeNIbHOM YacTH. B KOHCTAaTHpyIOImIe 4YacTH H3JaratoTcs LeNMd H  3aaqyu
MIPEANUCHIBAEMBIX ACUCTBUN. ECiM OCHOBaHMEM PACIOPAAUTENBHOIO JOKYMEHTA SIBIISECTCA
3aKOHOJATEIbHBI aKT, HOPMATUBHBIA WM pPACHOPSAOUTENBHBIM JTOKYMEHT, TO B
KOHCTATUPYIOLIEH YacTU YKa3bIBAIOTCS aBTOpP JOKYMEHTA, Ha3BaHUE JIOKYMEHTa, Jara,
HOMEP U 3arojIOBOK. B IyHKTax paclopsAUTENIbHONW YacTH YKa3bIBAIOTCS HUCIIOJIHUTEINH,
JNEUCTBHS M CPOKM HCIOJIHEHMs IIPEANojiaraeMblX ACUCTBUU. B mocienHeM IyHKTe
pacrnopsauTeIbHON YacTH JOKYMEHTa HEOOXOJMMO yKa3aTh JAOJDKHOCTHOE JIMIO, Ha



KOTOPOE BO3JIaraeTcsi KOHTPOJIb 3a UCIIOJHECHUEM JIOKYMEHTA B LIEJIOM.
IIpukassl gensTcs Ha 3 BUAA: MPUKa3 110 JJMYHOMY COCTaBY, 10 OCHOBHOM JI€ATEIBHOCTH, 110
oOyJaronmmcs.

K npuKazaM 1o JIMYHOMY COCTABY OTHOCATCA IMPUKA3bl IO MNPUEMY, YBOJIbBHCHUIO U

MEPEMEIICHUIO  COTPYAHUKOB. Os3aTenieH rpud O3HAKOMIICHUS  COTPYIHHKA C
JOKYMEHTOM. MeXy JaToi MprKa3a ¥ 03HAKOMJICHHS COTPYIHHMKA C HUM MOXET IPOHTH
He OoJiee 5 mHEN.

K npukazam 1mo oOydaromuMcsi OTHOCATCS TPUKa3bl O MPUOBITHH, BBIOBITHH, OTUYHCICHHH,

MepeMEeIIeHNN, CMEHE (aMIIid, IOMYyCKe A0 IEePEBOJHON aTTecTaluu, NEepeBOAC IO
WTOraM IEPEBOJHOM aTTECTalMM, JOMYCKE IO TOCYHAPCTBEHHOM MTOTrOBOM aTTECTaLMH,
OTYUCIICHUHU TI0 UTOTaM TOCYJapCTBEHHON UTOTOBOM aTTECTAIIMH 00YJarOIIUXCSI.

K npukazam no 0OCHOBHOM JI€SITENBHOCTUA OTHOCSATCS BCE OCTAJIbHbBIC PUKA3BI.

[IpoeKThl pacropsiANTENBHBIX TOKYMEHTOB NEPEAAIOTCS HA MOANKNCH PYKOBOIAUTEIIO Yepes3
CeKpeTapsi, KOTOPbI HECET OTBETCTBEHHOCTH 3a MPAaBHJIBHOCTh MX odopmieHus. Kaxbrii
COCTABUTENb PACHOPAIUTEIBLHOTO TOKYMEHTA JI0JKEH MPEACTABUTh TUPEKTOPY €0 MPOEKT
3a 1 geHp A0 nmoAnucaHusl.

[Ipuka3er mo ocuHoBHoO# aestenbHocTH HOVY Tlomonbekuit komnemk «llapyc» mumyres
COTJIaCHO ycTaHOBJIeHHOU (hopme (cm. TTpunosicenue NeT).

Homepa npuka3zoB nuiryTcst HOpsAKOBBIMA HOMEpaMU B TIpeieiax KajJeHIapHOIro roja.

B BepxHeM 1€BOM yri1y MUUIETCS HAMMEHOBAHUE MPUKa3a, CIpaBa - HOMEP IpUKa3a.
[Ipuka3pl NOANUCHIBAIOTCS TUPEKTOPOM KOJLIEKA.

3.4.2. IIpotokos - JOKYMEHT, B KOTOPOM (UKCUPYIOTCS OOCYKIEHUE BOIPOCOB U
MPUHATBHIE peHIeHUsT Ha COOpaHMsX, COBELIAHUSAX, KOH(MEpeHIMSIX U 3acelaHusix
KOJUIETUAJIbHBIX OPTaHOB.

[Iporokon odopmasiercss Ha oOmem Onanke. JlatTa W MecTO COCTaBIEHHS IOJKHBI
COOTBETCTBOBATh JaT€ U MECTY MPOTOKOJIMPYEMOro coObiThsA. Ecnmu mpoTokonupyemoe
cOoOBITHE JUTHJIOCH Ha MPOTSIKEHUU HECKOJbKUX JHEW, TO BO3MOXKHO YyKa3aHUE JaThl
CJIEIYIOIIUM 00pa3oMm:

12-15.07.2019

TekcT mpoToKONa COCTOMT MX JBYX YacTel: BBOJAHOM M OCHOBHOW. B BBOAHOM yacTu
YKa3bIBAKOTCS MPENICENATENb, CEKPETAPh, KOJUYECTBO MPUCYTCTBYIOIIUX, NPUTIIAICHHBIX C
yKa3aHUEM JOJDKHOCTH M MecTa paboThl, MmoBecTKa JHA. Ha pacmmpeHHbIX coOpaHUsX U
3acelaHusiX ¢ OOJBIIMM  YHCIOM TMPHUCYTCTBYIOIIMX HMX COCTaB  yKa3bIBaeTCA
KOJIMYECTBEHHO, a MOGaMUIBHBIN CIHUCOK TMPUJIAraeTcss K MPOTOKONY, O YeM JellaeTCs
COOTBETCTBYIOLIAs MOMETKA. Hanpumep:

[IpucyrcrBoBanm: 43 den. (CIUCOK MpHIIaraeTcs).

OcCHOBHas 4acTh MPOTOKOJIA COCTOUT UX PA3JEIOB, COOTBETCTBYIOIIUX IMYHKTaM MOBECTKH
nHa. Tekct kaxporo u3 pasnenoB crpoutcs no cxeme: CJIIVIIAJIN, BBICTYIIUJIN,
ITOCTAHOBWJIA (PELINJIN).

JlokJanpl, peeHus NpuaaraTcs K mMpoTOKOy.

[IpoTokoa moAnMCHIBAETCS NPEACENATENEM U CEKPETAPEM.

3.4.3. AKT - JOKYMEHT, COCTABJICHHBI HECKOJIBKHMHU JIMIIAMHA M ITOJTBEPKIAFOIINI
YCTaHOBJICHHBIN (DaKT, COOBITHE, NEUCTBUE. AKT MOXKET OBITh COCTaBJIEH KaK KOMHUCCHSIMH,
TaK U HECKOJBbKUMHU JOKHOCTHBIMH JIUI[AMH.



AKTELI OBIBAIOT TPEX BUJAOB. O HAPYHICHUAX TDVI[OBOI‘/JI n d)I/IHaHCOBOﬁ AJUCTTUITIIIMHBI U

TDGGOBaHI/Iﬁ OXpaHbl Tpvada. 00 VUeTe M XPaHCHHU MATECPHANLHBIX IIEHHOCTEH; 10

JEIONPOU3BOICTBY.
AxT odopmisiercs Ha obOmem Onanke. Jlata ¥ MECTO COCTaBJICHHUS, IPOCTABIsIEMbIC B

OJlaHKe aKTa, JOJKHBI COOTBETCTBOBAThH J1aT€ U MECTY aKTHpyeMoro coObITus. TekcT akta
JCJINTCS Ha TPU YacTU: BBEACHHUE, KOHCTATUPYIOIAsl YacTh U BHIBOJBI.

Texkcr BBeneHuss BO Bcex akTax (opmanu3oBaH. B HeM yka3biBaeTcs OCHOBaHUE ISt
COCTABJICHUs aKTa, MEPEUUCIIAIOTCS JIMLA, COCTABJSIOIIME aKT (MOryT OaTh yKa3aHbl U
IIPUCYTCTBYIOIME IpU 3TOM Juua). Haumnaercs 3ta yacth cinoBoM «OCHOBaHUE» C
yKa3aHHUEM 4Yepe3 JABOETOYME PACHOPSAUTEIBHOIO JOKYMEHTa B MMEHUTEIIBHOM MaJEiKe,
€ro J1aTa, HoMep U 3arojoBok. Jlanee mumercs cioBo «COCTaBIEH» C MPONUCHON OYKBBI U
NEPEeYHCISIOTCS (aMUINK C MHHUIMATAMU COCTAaBUTENCH akTa MO0 NMPHBOJUTCS COCTaB
KOMMCCHH U ITPUCYTCTBOBABILUE B all(paBUTHOM MOPSTIKE.

B koncraTupyromei 4acTi uU3IararoTcs 1ed, 3aJa4d U CYHIECTBO pabOThI, IPOJIEIaHHOM
COCTaBUTEISIMH aKTa, €€ pe3yibTarbl. Pe3ynpTaTsl paboThl MOTYT OBITh HPEICTABJICHBI B
BU/JI€ TAOJIUIIBL.

3akiroudTeNbHasT 4acTh He oOs3aTenpbHa. B Hell geimaroTcs BBIBOALI MM TAIOTCS

PEKOMEH/IalNH.

[locne Texcra mepex MOANUCAMHU TPU HEOOXOAUMOCTH  YKa3bIBAIOT KOJIMYECTBO
COCTaBJICHHBIX 3K3EMIUISIPOB aKTa U UX MECTOHaXoxaeHue. Hanpumep:

CocrasiieH B 3 3Kk3eMIUIsIpax:

1-i1 k3. HanpaBieH B MunskoHoMuKH Poccun

2-11 k3. HanpasieH B MIIC Poccun

3-11 k3. - B geno 05-24

Hekotopbie Buabl akTOB TpeOyroT yTBepxkaAeHUsA. Hampumep, akT o BBbIIEIEHUH K
YHUUTOXKEHUIO TOKYMEHTOB U JIEJ.

AKT IOJITACHIBAETCSA

3.4.4. BoInuCcKH U3 NPUKA30B, PACNOPSIKEHN I, IPOTOKOJIOB, AKTOB H JP.

Odopmisitorcss Ha oOmMX ONaHKax JOKYMEHTOB C YKa3aHHMEM BCEeX HEOOXOIMMBIX
pEKBU3UTOB. l3MeHseTcs HaMMEHOBaHME BMJA JOKyMeHTa: «Bpimucka W3 mpukasa,
pacropsKeHUs U Ap.».

Eciu B pacnnopsaAguTCIbHOM OOKYMCHTC IPUCYTCTBOBAJIa KOHCTATUpPYROIIAad 4aCTb, TO €€
HCO6XO,Z[I/IMO YKa3aTb U B BBIIIUCKC. B paCHOPHHHTCHLHOﬁ JaCcTu IHUIICTCA TOJIBKO
HCO6XO,Z[I/IMBII7I IMYHKT JOKYMCHTA C YKa3aHUECM IMOPAJAKOBOI0 HOMEpA.

B IMPOTOKOJIC WJIM AKTC YKa3bIBACTCA IMOBCCTKA JHA U HCO6XOHHMLII>'I IIYHKT IIPOTOKOJIA,
aKTa C MOPAAKOBBIM HOMEPOM.

Beimuckun M3 mpuKasza, pacHoOpsDKEHMs, IPOTOKONA, AakTa He  IOAIUCHIBAIOTCS
IpecenareneM, CeKpeTapeM Uil YIeHaMU KOMUCCHUH, @ CTABUTCS 3aBEPSIOTCS CEKPETapeM,
nupexkropoM mi BPUO nupexropa.

3.4.5. [dokiaagHasi 3amMcKa - JIOKYMEHT, aJpECOBAaHHBIA JUPEKTOpPY KOJUIeIkKa
MHGOPMHUPYIOLIUI €ro O CIOKUBIICHCS CUTYallMH, UMEBIIIEM MECTO SIBICHUH Win (akrte, o
BBITTOJIHEHHOHN paboTe, a TAKXKe CO/AEPKAIUN BBIBOABI M MTPEIIOKEHUS COCTABUTEIIS.



TexkeT MOKIIagHOM 3alMCKU JEIUTCA Ha JIBE 4acTU. B mepBoM, KOHCTaTUPYIOLIEH WIH
OIKCaTEIbHOM, OMICHIBACTCS CUTYAllUs, BO BTOPOU U3J1araroTcs MpeUIosKeHUs, TPOCHObI.
IIPEICENATEIEM U BCEMH WICHAMU KOMUCCHH.

Texcry noxkiagHON 3amMCKH 00sA3aTENBHO IPEIIIECTBYET 3aroJIOBOK, HAaUMHAIOIIMICS C
npeuiora «o», «o0». BHyTpeHHss NokiagHas 3amucka oGopMIISIETCs Ha MPOCTOM JIUCTE
Oymaru C BOCIPOU3BEIACHHEM pEKBU3UTOB OjaHKa. BHelmHue nokiajHble 3aluCKu
oopMIIIOTCS HA 00IMX OJIaHKAX U MOANUCHIBAIOTCS AUPEKTOPOM.

3.4.6. O0bsicHUTeJbHASI 3aNMUCKA - JIOKYMEHT, MOSCHSIOMIMN COAECPKAHUE OTIEIbHBIX
MOJIOKEHUH OCHOBHOTO JTIOKYMEHTA WJIM OOBSCHSIOIMMA MPUYMHBI KAKOTO-THOO0 COOBITHSA,
(hakTa, mocrymnka.

OOBsICHUTEIBHBIE 3aIMCKHU, OACHAIOIHNUE COACPKAHUC OTACIbHBIX ITOJIOKEHUH OCHOBHOT'O
AOKYMCHTa, O(I)OpMJ'ISIIOTCH Ha O6H.I€M OaHKe KOJLICo2Ka.

OOBbsCHUTEIbHBIE 3aIIMCKH 10 noBoay KaKux-1100 HpOHCIH@CTBHﬁ, CJIOKMBIINXCA
CHTyaHHﬁ, MOCTYIIKOB M IMOBCACHHUA OTACIBbHBIX pa6OTHI/IKOB O(I)OPMHHIOTCSI Ha YHCTBIX
JIUCTax 6YMaFI/I C BOCIHPOHU3BCACHHUCM TEX IKC PCKBU3UTOB MW IIOAIHMCBIBAOTCA
COCTaBHUTCIICM.

3.4.7. lllTaTHOe pacnMcaHue M NIPUKAa3 0 MpUeMe pa0OTHUKOB Ha padoTy

opopMIsIFOTCI B COOTBETCTBMM C yHUHUIMpoBaHHBIMH Qopmamu T-3 u  T-1,
yTBEpXJACHHBIMU TlocTaHOBieHHe [ockomctata Poccum ot 26.04.2001 No26 (cm.
npuiioxenue 8,9).

3.4.8. 3asBiaenns ohopMISIIOTCS B PYKOMHMCHOM (popme creayromuM oOpa3oM: B JIEBOM
BEPXHEM YNy YKa3bIBaeTcs AOJDKHOCTb, MHHUIMAIBI M (aMWIUS YeIOBEKa, KOTOPOMY
aZipecoBaHO 3asBJICHME. 3asBJICHUE MUUIETCS HA MMs TOrO JOJDKHOCTHOIO JIMIA, KOTOPOE
OTBEUAET 3a JaHHBI BOIIPOC B JJAHHBIM MOMEHT BpeMeHH. Ecnu 3asBieHHE NOCTYNAeT OT
COTPY/HUKA KOJUIEJKA, yKa3blBaeTcsl (haMuivs, UMs, OTUECTBO IOJIHOCTBIO, JOJDKHOCTb
COTPY/IHUKA B POJAMTEIbHOM Hajexe 0e3 mpeiora «ot». Ecinu 3asBieHus MOCTymaeTr oT

(u3MUecKoro JMIla, YKa3blBaeTCs €ro MMsl, OTYeCTBO, (aMmius, aapec u TenedoH. [lanee
MUIIETCS HAMMEHOBAHKE BUIA JIOKYMEHTA «3asiBIeHUE)» 0€3 KaBBIYEK C MPOMHUCHON OYKBHI C

TOYKOH. TeKkcT 3asiBiIeHUST MOKET ObITh TPOU3BOJIbHBIN. [l0oCie TekcTa B MpaBoOM yriTy JUCTa
YKa3bIBAECTCS JlaTa HaIlMCaHUs 3asBICHUS, B JIEBOM YIJIy JMCTAa CTaBUTCS IIOJIKCH
cocrasurens. Hanpumep:

Hupexropy Ilogonasckoro
komtemka «[lapye»

H.A. CeBocTbsiHOBOM
3aM. qupekropa no YBP
B.JI. OctpoBckas

3asiBJICHHC.
uiau

Hupexktopy HOUY I10 «Ilomonbckuii
kosemx «llapyc»



H.A. CeBoCTbIHOBOM,
MPOKUBAKOLLIEH 10 aJIPECY: T.
YL , 0. ,KB.

3asdABJICHHUC.

TexkcT 3aaBeHU

Hara IMoamnuce
4. Ilopsaook npoxosrcoenus 00OKyMeHN 08 6HYMPU KOJ11e04cd.
4 1. PETUCTPALIA JOKYMEHTOB

4.1.1. Peructpauusi JoOKyMeHTa - ¢ukcanus Gpakra co3qaHus WU MOCTYIUICHUS B KOJIJIEIK
JOKYMEHTa IyTeM MpPOCTaBJICHHUS HAa HEM MOPSAKOBOrO Homepa (HauMHas C Hadyala
KaJICHIApHOTO TOfa) W JaThl C TMOCJIENYIOUIEH 3aluchl0 HEOOXOAMMBIX CBEICHUU O
JOKYMEHTE B PErUCTPAIIMOHHBIX JKypHalaxX [UIsi MCXOISIICH JTOKYMEHTallud WJIH B
PErUCTPALIMOHHBIX KaPTOUYKAX JJISI BXOSIICH TOKYMEHTAIIUH.

4.1.2. Peructpauuu mnoasexar BC€ JOKYMEHTBI, TpeOYIOLIUEe ydera, HCIOJHEHUs u
HCIOJIb30BaHUsl B CIIPABOYHBIX LENAX (pacHopsAMTENIbHBIE, YYETHbBIE, CTATHCTUYECKUE,
OyXxrainTepckue, KaJapoBble U JIp.), KaKk H3/1aBaeMble B KOJUIEIKE, TaK M IOCTYIAIOIINE MX
JPYTUX OpTaHM3alMid M OT YacTHBIX JUL. Perucrpanuu nojjiexar Kak NUCbMEHHbIE, TaK U
MI€YaTHBIE JOKYMEHTHI.

4.1.3. JIOKyMEHTBl PErUCTPUPYIOTCS OIWH pa3: MOCTYNAIIUe - B JIEHb MOCTYIUICHHUS,
CO3J]aBa€Mble - B JI€Hb YTBEPXKJIEHUsS WM noanucanus. OTAETbHO PErUCTPUPYIOTCA
pacrlopsiKeHHsI, MPHUKa3bl, MPOTOKOJBI, aKThl, CIPAaBKH COTPYAHHUKAM, OOYYaroIIMMCS,
CIIPABKM KOHTPOJIS 10 OCHOBHOM JIESITENBHOCTU U JOTOBOPHI HA IJIATHBIE JOIMOJHUTEIIbHBIE
o0pa3oBaTeNnbHbIE YCIYTH.

Perucrpanusa ucxomsmmx HJOKYMEHTOB M BXOIALIEH JOKYMEHTAlMU OCYIIECTBISAETCA
CEeKpeTapEM KOJUIEIKA.

4.1.4. Ilpu peructpali B pPETHUCTPALMOHHBIX >KypHajlaX o00s3aTeIbHbl CIEIYIOLIHE
PEKBU3UTHI: aBTOP AOKYMEHTA, Ha3BaHHE JJOKYMEHTa, €ro JaTa,

pPErUCTpPallMOHHBIM HOMEp, KOJMYECTBO JIMCTOB JOKYMEHTa, yKa3aHWe O HaJIUu4uu
MPWIOKEHNUH, KpaTKOEe COJep)KaHUe, pE30JIOUUs TUPEKTOopa, MOJANUCh HCIOTHUTENS,
MOATBEp)KAAIONIasl TOJTy4eHHE JOKYMEHTa, YyKa3aHusi O TMPOMEXKYTOUHBIX CpOKax
UCIIOJIHEHUS, O TIEPEHOCE CpPOKOB HCIIOJIHEHHUS, JaTa (aKTHUECKOTO HCIOJHEHUS
JOKYMEHTa, OTMETKA O HAIIPABJIEHUU JIOKYMEHTA B JIENI0, CPOK XPAaHEHUS IOKYMEHTA.

5. Konmpons ucnonnenun 0oKkymenmoe

enbto KOHTpOIS sBIsieTCs] 00ecreyeHne CBOEBPEMEHHOTO0 M KayeCTBEHHOI'O MCIIOHEHUS
nopydyeHui, 3apUKCHPOBAHHBIX B  JOKyMeHTax. KoHTpomto  mojjexar  Bce
3aperucTpupoBaHHbIE JOKYMEHThl. KOHTpOIIb 3a HCIOTHEHHEM JOKYMEHTa BO3Jlaraercs Ha
YKa3aHHOTO B PE30JII0LUU COTPYAHHKA.

5.1. CPOKHM UCIIOJIHEHHWA JOKYMEHTOB



CpoKu HCIIOJIHEHUS TOKYMEHTA UCUHUCISIOTCS B KAJICHJAPHBIX JHSIX C JaThl MOJIMCAHMS
(YTBepkaeHHS) TOKYMEHTA WIH C AAaThl OCTYIIJICHUS.

Jlara uCHOJMHEHUS YKa3bIBA€TCS B TEKCTE JOKYMEHTa WJIM B PE30JIIOLUH JupekTopa. B
Cllyyae, KOrjJa CpOK HCIOJIHEHHUs JOKYMEHTa HE yKa3aH, OH JOJKEH OBbITh UCIIONHEH HE
[I03/IHEE YeM B TEUEHUE MecsIa.

N3menenue cpoka MCIOTHEHUS TPOU3BOIUTCS JUPEKTOPOM, YCTAHABIUBAIOIIUM 3TOT CPOK.
W3MeHeHus BHOCSTCS B perUCTPAIlMOHHBIN JKypHAa.

JIOKyMEHT CYMTaeTcsi HCIIOJIHEHHBIM M CHHMMAETCS C KOHTPOJS IOCJ€ BBINOJHEHUS
3a/laHul, MPopabOTKU BOMPOCOB, MOJATOTOBKU cooOIeHnil. Ha mokymMeHTe mpocTaBisitoTCs
OTMETKa 00 MCIIOJIHEHUH, TOAMHKCH JIUIA, TOATBEPKIA0IIET0 UCIIOIHEHHE, 1aTa.

5.2. CUCTEMA YYETA KOHTPOJIbHBIX JOKYMEHTOB

Kontponb wucnonmHeHuss OOKyMEHTa CTPOMTCS Ha 0a3e pEerucTpalMoOHHBIX JJIaHHBIX.
[IpoBepka xola WCIIOJIHEHUS OCYHISCTBISCTCS IO MCTEYCHUS CpPOKA HCIIOJHCHHUSI
(MpenBapuUTENbHBI KOHTPOJb) B CIEAYIONIEM MOPSAKE: IO 3aJaHUSM MOCICIYHOIUX
MECSIIIEB TEKYIIEro rojia - He peXke OJHOTO paza B MECAII, M0 3a/IaHUsIM TEKYIIero Mecsa -
KaXKJIple AEeCATh THEH U 3a MATh JHEH 10 ucteueHus cpoka. CrpaBKu KOHTPOIIS O COCTOSIHUU
HCIOJIHUTEILHOU JAUCHUIINIMHBL COCTaBJIAKOTCA HCE PEXKE OJHOIO pasa B UYCTBEPTH
JTUPEKTOPOM

OTBETCTBEHHBIA MCIIOJHUTEIL HECET NEPCOHATIbHYIO OTBCTCTBCHHOCTL 3a IIOJIHOTY H
JOCTOBEPHOCTh HWH(GOpMAIMU 10 WCIOJHCHHIO JoKyMeHTa. Jlns ymoOctBa paboThI
WHCIEKTOp JOJDKEH 3aBeCTH NAamnKd [UIsl WCHOJMHEHUs JoKyMeHTOB «CpouHo», «Ha
noanuck», «Ha otrpaBky».

6. Cocmaenenue HOMEHKIAMypbl 0ell

6.1. HomenkiaTypa Jen KoJulelXka cocTaBisieTcsi 1o (GopMe, ONpeaeseHHON
I'ocynapcTBeHHOM apxuBHOM ciayx00i PD, u yrBepkaaercs JUPEKTOPOM.

6.2. ®opMupoBaHue Jei
CoTpynHUKH OTBEeYalOT 3a (OPMHPOBAHHUE €1 B COOTBETCTBUM C JOJKHOCTHBIMH
00513aHHOCTSIMHU. KonTpons  3a  mpaBUIBHOCTHIO (GOPMUPOBAHUS JI€J U apXUBAIMU
OCYIIECTBJISIET JUPEKTOP M HAYaIbHUK oOTaena kKaapoB. [lpu dopmupoBanuum nen
HE00X0IMMO COOMI0IaTh CIEAYIOLIUE MPaBUIa;
L HOMGHIaTI) B J1€JI0 TOJIBKO MCIIOJTHEHHBIEC JOKYMCHTBI B COOTBETCTBHUH C 3aroJIOBKOM
JieTia o0 HOMEHKIIAType Jel;
e [lomemarh BMeCTe BCe JOKYMEHTBI, OTHOCSIIIHECS K Pa3peIIeHH 0 OJTHOTO BOIIPOCaA;
e [’ pynmupoBarb B Jele  JOKYMEHThl  OAHOTO  KalleHAapHOTO  Tofda, 3a
UCKITIOUEHHUEM TMEePEXOISIINX JIeT,
e [ pynmupoBaTh OTAETBHO JIOKYMEHTHI TIOCTOSIHHOTO XPaHEHUsS U BPEMEHHBIX
CPOKOB XpaHEHHUS;

B neno He AOMKHBI IOMEIIATHCSA JOKYMEHTHI, IIOJUIEKAIME BO3BpAaTy, JHUIIHUE
9K3EMILISAPBI, YEPHOBUKU. [[es10 He 1o/KHO npeBbiarh 250 JIUCTOB.

Homep nena, B KoTOpoe JOJDKEH OBITH MOMEIIEH JIOKYMEHT, ONpeaelisieTcs B
COOTBETCTBUH C HOMEHKJIATYPOU.

[Tpunoxenus:



1. O6pa3zen pacmoaoKeHUsI peKBU3UTOB HA MPO0ILHOM Onanke Ha 1 1. B 1 7K3.

2. Obpa3zen opopmiteHus nprukaza Ha 1 1. B 1 9K3.

3. O6pazen odopMIIeHHS MPOTOKOIA HA 2 J1. B 1 3K3.

4. O6pazer oopmieHus akta Ha 1 1. B 1 9K3.

5. O6pa3zen odopmiieHUs BBITUCKHU U3 TIpuka3a Ha 1 1. B 1 9k3.

6 O6paszen ohopmiIeHUS BHYTPEHHEH JTOKJIAIHOM 3anmucku Ha 1 1. B 1 9K3.

7. O6pasen oopMIICHHs BHEITHEH TOKIJIATHOM 3anmucku Ha 1 1. B 1 3K3.

8. O6pazern opopmiieHUs OOBSICHUTEIHHOM 3aTUCKH Ha 1 JI. B 1 3K3.

9. Yaudumuposannas ¢popma T-3 odpopmienus mrarHoro pacnucanus Ha 1 1. B 1 3k3.
10. Yauduuuposannas ¢popma T-1 odopmiieHus npukasza o npueme paboTHHKA Ha padoTy
Ha 1 1. B 1 3Kk3



Ilpunosicenue 1

Pacnonoxenue peKBHU3UTOB JOKYMEHTOB M I'paHHUIIBI 30H Ha (hopmaTe A4 mpooapHOrO OJlaHKa

no 'OCT P 6.30-97

01 - HauMeHOBaHME OpraHU3alUY;

02 - cnpaBouHbBIE TaHHBIE 00 OpPraHU3aIHH;

03 - rpud yTBEpKICHUS TOKYMEHTA;

04 - naumeHoOBaHKE BU/IA JIOKYMEHTA,

05 - mata moxymenTta; Q6 - peruCTPAIMOHHBIA HOMEP JTOKYMEHTA,
07 - MecTo cocTaBJIeHUs WK U3/1aHUS JOKYMEHTA;

08 - anpecar;

09 - 3aroyI0BOK K TEKCTY;

10- tekcr;

11 -oTmeTKa 0 HAJIMYMK PUIIOKEHUH;

12 - monmucs;

13 - neyats;

14 - rpu¢ cornacoBaHusi JOKYMEHTa;

15 - Bu3a cornmacoBaHus JOKYMEHTA,;

16 - oTMeTKa 0 3aBEpeHHUH KOIUU JOKYMEHTA,

17 - otmMeTka 00 UCMIOIHEHUH JTOKYMEHTA U HAIIPABIEHUU €T0 B JIEN0;
18 - upentudukaTop 3IEKTPOHHOMU KOMUU TOKYMEHTA,

19 - oTMeTKa 0 KOHTpOJIC.



Ilpunoscenue 2
HET'OCYJAPCTBEHHOE OBPA30OBATEJIBHOE HACTHOE YUYPEXJIEHUE
[MPOD®ECCHUOHAJIBHOI'O OBPA3OBAHUA
«ITOJJOJIbCKHUI KOJIJIE/K «ITAPYC»»

ITPUKA3
13.04.2019 Ned45 -  OJf

00 M3MEHEHNH IPOTHUBOIIOKAPHOMN

0€30aCHOCTHA U VCUJIEHHUH OXPaHBbI

KOJJICA KA B MMPpa3JHUYHbIC AHHU

B coorBerctBum ¢ mpukazom wmuHHCTpa OT 04.04.2019 Ne 115 «O6 obecrieueHum
MIPOTUBOMIOXKAPHOH 0€30MaCHOCTH U YCWJICHUH OXPAaHbBI B TICPUO/I MTPA3JHIUYHBIX JHEH)

I[TPUKA3BIBAIO:

1. Onextpuky WU.W. MBaHOBY NpOBEPUTH COCTOSIHUE 3JIEKTPONPOBOAKH, dIEKTPOOOOPYAOBAHNUS,

curHanuzauuu. OOecneunTh OTKIIOYEHHE JJIEKTPOSHEPIrMU B 3/1aHUM HE Mo3aHee 15 4vacoB
29.04.2019.

2. KoHTposib 3a NMpOBEACHUEM MPOBEPKU COCTOSHUS DIICKTPOIIPOBOJIKH, IIIEKTPOOOOPYTOBAHNUS,
CUTHAJIN3alI U OTKJIIFOYCHUA BJIGKTPOBHepFI/II/I BO3JIOKHUTH HA 3aMCCTUTCIIA I[I/IpeKTOpa 10 AXP
H.b.Konecunuenko

Jupekrop H.A.CeBoctbsiHOBa
O3HaKOMJIEHBI N.N. BanoB
14.04.2002
0.0. Ocunos

14.04.2002



Ilpunoscenue 3

HEI'OCYJJAPCTBEHHOE OBPA3OBATEJIbHOE YACTHOE YYPEXX/IEHUE
I[TPOPECCHUOHAJIBHOI'O ObPA3OBAHIA
«ITOJTIOJIbCKUI KOJIJIEJIK (ITAPYC»

MMPOTOKOJI
13.04.2019 Ne _18
IIEarorn4eckoro coBeTa KOJIIeKa
[Ipencenarens H.A. CeBoctbsiHOBa
Cexkpertapb C.H. YexoBuu
ITpucyrcTBOBaIN 45 4genoBex (CIUCOK MPHIIAraeTcs)
IIpurnameHst IIpencenatens Komurera no odpazosanuto H.B. @ponosa

IIpencenarens Komuccuu mo aenam HECOBEPIIEHHOJIETHUX
H.A. JlanmipunkoBa

I[TOBECTKA JIHA:

1. O gomycke oOywaronuxcs 1-3 KypcoB K IMepeBOJHBIM dSk3ameHaMm. [lokman 3amecTutens
IUpeKTopa 1mo Meroandeckoi padore T.B. [TanTeneeBoii.

2. O monycke obyuaromuxcs 3 u 4 xKypcoB Kk MToroBoit rocygapcTBeHHo# arrectanuu. Jloknan
3amectutens qupekropa no YBP B.JI. OctpoBckoii.

1. CJIYIIAJIN:
T.B. IlanTeneeBy - TEKCT JOKJIaAa MIPUIIATAETCA.

BBICTYIINJIA:
B.B.ITonos - 0 HeBo3moxkHOCTH fonycka MiBanosa MBana, o6yuatonierocs 1 kypca rpynnst 9-11
K TEepPEBOJIHBIM 3K3aMeHaM 3a OO0JIbIIoe KOJMYECTBO MPOTYJIOB M HEYCBOCHHE Mporpammsl 3a 1

Kypc.



[TOCTAHOBUJIN:
JlonmycTuTthb K nepeBoIHBIM SK3aMeHaM oOydarommxcs 1-3 kypcos, kpome MBanosa MBana.

2. CJIVIIAJIA:
B.JI. OctpoBcKast - TEKCT JIOKJIa/ia MpUIaraeTcsl.

BBICTYIINJIA:

B.B. IlonoB - o mnepeHoce CPOKOB CJlauyd TNEpPEeBOJHBIX 53K3aMeHOB JluxaueBou HOmuwm,
obyuaromeiics 2 kypca B rpymme F0-21 na 25.08.2019 mo mpuyuHE MOJy4YeHHUS CEPhE3HOU
YeperHO-MO3TOBOW TPaBMBI.

[TOCTAHOBUJIN:

2.1. Honyctuth k MITOroBOW rocymapCTBEHHOW arrecTaniuu oOydaromuxcs 3 U 4 KypcoB
(criCOK TpHITaraeTcs).

2.2. llepeHectu CpoKH Cllaud TEPEBOJIHBIX dK3amMeHOB Jluxadesoit KOmum, oOywaromeiics 2
Kypca rpynmsl F0-21.

[Tpunoxxenus: 1. Criicok mpHCYTCTBOBABILIMX HA MEJArornyecKOM COBETE
KoJUIe/[pKa Ha 2 1. B 1 DK3.

2. Jloxnan 3amectutens gupekropa T.B. IlanteneeBoit
Ha 5 1. B 1 3K3.

3. Hoxnan 3amectutens aupekropa no YBP B.JI. Octposckoii Ha 3 1. B 1 3K3.

[Ipeacenarens H.A. CeBocThaHOBA

Cexpertapb C.H. YexoBuu



Ilpunoswcenue 4

HET'OCYJJAPCTBEHHOE OBPA30OBATEJIBHOE YACTHOE YYPEX/IEHUE
[MTPOPECCHUOHAJIBHOI'O OBPA3OBAHUA
«ITOJOJIbCKHI KOJUIEK «ITAPYC»

AKT

13.04.2019 Ne 12

O 1poBepKe COXPAaHHOCTH

YIIPaABJICHYCCKUX NJOKYMCHTOB B KOJUICIXKC

OcHoBanue: mnpuka3z gupekTopa kowemka oT 12.05.2019 Ne 45 «O mpoBepke COXpaHHOCTH
yIPaBICHUYECKUX JOKYMEHTOBY.

CocraBiieH KOMHCCHEN B COCTaBE:

IIpeacenarens 3am. nupekropa o YBP B.JI. OctpoBckoii

HiieHbl KOMHCCHH 3am. nqupekropa o kaapam C.H. Yexosuy;
cekperapp A.A. KynukoBa,
npenoaasarens B.B. [1onos

B nepuon ¢ 16 mo 18 mas 2019 roga xoMuccust mpoBepuia OpraHU3aMUI0 U YCIOBUS XpaHEHUS
YIPaBIEHUYECKUX JOKYMEHTOB B KOJUIEIIKE.

Homenknatypa Jen €XerogHo COIJIACOBBIBAETCS C  apXHUBOM.

@aktoB rulenu, yTpaThl, MNOPYM WM YHUUTOXKEHUS TOKYMEHTOB HE YCTaHOBIIEHO.

Komuccus PCKOMEHAYCT BBIACIHUTL U O60py2[OBaTL NOMCHICHUEC JIA apXWBa KOJIJICI KA.

CocraBiieH B 2 3K3eMIUIIpax:
1-u-B gemo Ne 123
2-i1 - B apxuB koyuemxka «Ilapyc»



[Ipencenarenp koMuccumn H.A. CeBocThsiHOBA

YjieHbI KOMUCCUH C.H. YexoBuu
A.A. Kynukosa
B.B. Ilomos



Ilpunoscenue 5

HEI'OCYJAPCTBEHHOE OBPA30OBATEJIbBHOE YACTHOE YYPEX/IEHUE
[NPO®ECCHUOHAJIBHOI'O OFPA3OBAHUA
«ITOJTIOJIbCKHI KOJIJIEJK (ITAPYC»

BBIIINCKA U3 ITPUKA3A

13.05.2019 Ne 43- OX

OO0 wu3MEHEHHH IIPOTHUBOMHOXKAPHON OE30IaCHOCTH M YCWICHHHW OXpPaHbl KOJUIEIHKA B

OpasaHU4YHbIC J1HU

B coorBerctBum ¢ mpukazom wMuHHCcTpa OT 04.04.2019 Ne 115 «O06 obecnevueHun
MIPOTUBOMIOXKAPHOH 0€30MaCHOCTH U YCWJICHUH OXPAaHbBI B TICPUO/I TPA3THIUYHBIX JHEH)

[TPUKA3BIBAIO:

2. KoHTpoib 3a MpoBeZicHHEM MPOBEPKU COCTOSIHUS JIEKTPOIIPOBOJIKH, HIEKTPOOOOPYI0BAHUS,
CUTHAJIM3allUU U OTKJIFOUYEHUS 3JIEKTPOIHEPTUU BO3JIOKHUTH Ha 3aMecTUTeNs nupekTopa no AXP
A.E.

Bepno

Cexkperapb AA. Kynukosa

14.05.2019



Vriosoe PpacIoIoKEHNE PEKBU3UTOB

Otaen 10KyMEHTallMOHHOTO
oOecrnieueHus ynpaBiIeHUs

I[OKJ'IaI[HaH 3aIIucKa

10.05.2019 Ne 36

O 3aMeHe KOMITbIOTEPOB

JoBoxy no Bamero -cBenenus,

Ilpunoostcenue 6

Hupexropy HOUVY 110 «Ilononbckuit
komemx «llapyc»
H.A. CeBocTbsiHOBOMI

qTo  OTACH JOKYMCHTAIMOHHOI'O obecrieyeHus

yrpaBJICHUA B HACTOAIICEC BPEMS OCHAIICH KOMIIBIOTECpAMHU YCTAPCBILICTO o6pa3ua, MHOI'HEC U3

KOTOPBIX UMCIOT HCHAZICKHBIC SKCINTYaTAllHOHHBIC KauCCTBA.

[Tpomry paccMOTpeTh BOMPOC O MPUOOPETEHUH JIBYX HOBBIX KOMITBIOTEPOB.

3am.upeKTopa

B.JI. OctpoBckas



