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1. ©CIIOJIB3YEMBbBIE TEPMHUHbBI 1 COKPAIIEHUSA

1.1. Tepmunsl

B Tabnuue 1 npuBeneHbl TEPMUHBI U ONIpeIeTICHUS, UCTIONIb3yeMble B [lonoxenun.

Tabauya 1
Tepmun Onpenesienue
Aemo3zanonnenue ABTOMaTHUYECKOE 3alI0JTHEHUE M1a0I0HOB (ailyioB peKBU3UTAMU
ainos JIOKYMEHTA, K KOTOPOMY IpUKperisieTcs (aii.
Anvoom
COOpHUK YCTaHOBJICHHBIX K TPUMEHEHUIO YHU(DUIIMPOBAHHBIX (hOpM
YHUuyuposanuvix

dopm doxymenmoe

JOKYMCHTOB C YKa3aHHUAMM I10 UX 3alIOJTHCHUIO.

bnauk ookymenma

Jluct Gymaru Uiy 3JeKTPOHHBIN MIa0JI0H C PEKBU3UTAMU,
UACHTUDUIMPYIOUIMMH aBTOPa OPUIIMATBEHOTO JOKYMEHTA.

Buympennuii JlokyMeHT, He BeIXOAsmuii 3a npeaensl AY «Hedreroranckuii
0OKyMeHm MOJUTEXHUYECKUI KOJUIEIDK.
Bxooawui . N .
. JoxymenT, noctynuBimii B AY «Hedreroranckuii moauTeXHUUECKHIA
(nocmynueuiuii)
KOJUIEIK».
00KyMeHm
JIOKYMEHT WM COBOKYITHOCTh JJOKYMEHTOB, OTHOCSIIIUXCS K OTHOMY
Heno BOMPOCY WJIN YYACTKY JIEATEIBHOCTH, TOMEIIEHHBIX B OTACIHHYIO
00JIOKKY.
JesTenbHOCTh, 0OECTIeunBaroLas JOKYMEHTUPOBAHUE,
Jlenonpouzeoocmeo JOKYMEHTO00OPOT, OTIEPaTUBHOE XPAHEHHE U HCIIOJIb30BAHNE
JTOKYMEHTOB.
Tokymenm 3adukcupoBaHHas Ha HOcUTele HH(OPMAIHs C peKBU3UTaMH,
) MO3BOJISIONIMMU €€ WICHTU()UIIMPOBATS.
Joxymenmanvuwlii COBOKYITHOCTh TOKYMEHTOB, 00pa3yIOMIMXCS B ICATEIHLHOCTH AY
¢ono opzanuzayuu «Hedrerorancknii NOTUTEXHUYECKHUIA KOJUICIKY.
Hoxymenmuposanue 3anuck nH(MOpMAIMK HOCUTENE M0 YCTAHOBJICHHBIM IPaBUJIAM.
JIBm>KeHHEe JOKYMEHTOB B OpraHU3alli ¢ MOMEHTA UX CO3AaHUS WIH
Hoxymenmoobopom
MOJTYYEHUS! 10 3aBEPLIEHUS HCIIOJIHEHUS WK OTIIPABKHU.
Hupextop AY «Hedreroranckuii NOIMTEXHUYECKUI KOJUIEIK», €T0
Honxcnocmnoe nuyo o o
3aMECTUTEIH, TIIaBHBIN OyXranrep, pyKOBOJUTEIH MOIpa3IeIIeHU .
ybaukam .
[ToBTOPHBIHN 3K3EMIUISP NOJUIMHHUKA JJOKYMEHTA.
00KyMenma

3a6epenna}l Konus

Komms JAOKYMCHTA, Ha KOTOpOﬁ B COOTBCTCTBUH C YCTAHOBJICHHBIM
MOPAAKOM IMPOCTABJICHBI PCKBU3UTHI, O6€CHC‘{I/IB3.IOHII/IC €C PUANICCKYIO

00Kymenma
3HAYUMOCTb.
Hughopmayuonno-
cnpasounbiii Bun nuceMeHHOT0 JOKYMEHTa, B KOTOPOM (PUKCHUPYIOT CBEJCHUS,
MHUIMHUPYIOIINE YIIPaBICHYECKOE PEIlCHUE.
00OKyMeHm py ymp P
Hcxooawuii . . .
N Od¢unmanbHbIi TOKyMEHT, oTnpasisieMblil u3 AY «Hedreroranckuit
(omnpaensemotii) o
HNOJUTEXHUYECKUN KOJUICIK.
00KyMeHm
Konguoenyuanonvii | 3aduxcupoBaHHasi Ha MaTepUAIbHOM HOCUTENIE KOH(PHUAECHIMATbHAS
O0OKyMeHm nH(pOpMaIUs C pEKBU3UTAMHU, TIO3BOJISIOUIMMHU €€ UICHTU(UIMPOBATh.
Konguoenyuanvnoe JlestrenbHOCTD, 0OECIIeUnBAIOIIas CO3/IaHNe KOH(DUICHIINAIBHBIX
0e10npouU3600Ccmeo OoHUIMATHHBIX TOKYMEHTOB M OPTaHU3AINI0 pa0OTHI C HUMHU.
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Tepmun Onpenesienue
WNudopmarius ¢ orpaHUYICHHBIM TOCTYTIOM, HE COJIeprKalas CBEJICHUH,
Kounguoenyuanvnan COCTaBJISIFOIIUX TOCYJAPCTBEHHYIO TallHY, JOCTYN K KOTOPOH
uHpopmayun OTPaHUYMBAETCSI B COOTBETCTBUH C 3aKOHOJATENBCTBOM Poccuiickoi

denepanuu.

Konus ookymenma

DK3eMIUISIp JOKYMEHTA, TOTHOCTHIO BOCIIPOU3BOASIINN HHPOPMALIHIO
NOJUIMHHHUKA JOKYMEHTA.

Homenxnamypa oen

CucreMaTH3MPOBAaHHBIN IEPEUECHB 3aT0JIOBKOB JIEJ1, CO3JaBaeMbIX B AY
«Hedreroranckuii IOTUTEXHUICSCKHUIA KOJUIEIDK», C YKa3aHUEM CPOKOB HX
XpaHEHHUsI.

Oobvem KonmnuectBo noxkymenToB, noctynuBiux B AY «Hedteroranckuii

00KyMeHmoooopoma MOJINTEXHUYECKHUN KOJUIEIXK» U CO3JaHHBIX €10 3a ONpPEAEIICHHbIN EPUO],.

Onucs den, CnpaBoYHBIN U YYETHBIN JOKYMEHT, COAEPKALIUN CI/ICTeMaTI/ISI/IpOBaHHB{'f/'I

doxymenmos nepeyeHb eIMHUI] XPAHEHUs1/yueTa apXuBHOTO (HOHIa, IpeTHA3HAYCHHBIH
JUISL PACKPBITHUS MX COJEPKAHUS U yUeTa.

Opzanu3ayuonno- Bun nuceMeHHOT0 TOKYMEHTa, B KOTOPOM (PUKCHPYIOT MPaBOBbIE OCHOBBI

npagosoil 0OKyMeHm

nestenibHoCTH AY «HedTeroraHckuil MoJTMTeXHHYSCKUN KOJIIC K.

Bun nokymenra, B KOTOPOM (PUKCUPYIOTCSI TPEIHCAHUS [T PELICHUs

Opzanusayuonno- aJIMUHUCTPATHUBHBIX U OPTaHU3ALMOHHBIX BOIIPOCOB, BOIIPOCOB
pacnopaoumenbHblil yIpaBJIeHHs], B3aUMOJICHCTBUS, 00eCIeUeHHsI U PeryJInpOBaHUs
O0OKyMeHm nesrenbHOCTH AY «HedTeroranckuil MoJIUTeXHUYECKUH KOJUIEIDK», ee

CTPYKTYPHBIX NOJIpa3/I€JI€HUI U OTAEIbHBIX PAOOTHUKOB.
Oduyuanvuoiii JIOKyMEHT, co3aHHbII OpraHu3aluei, T0JKHOCTHBIM JIMLIOM WU
O0OKyMeHm rpaXIaHHHOM, 0()OPMIICHHBIH B YCTAHOBICHHOM ITOPSIJIKE.
Ogopmnenue dena [ToaroroBka nena Kk nepegaye Ha apXMBHOE XpaHEHHE.
Odropmnenue

[IpocTaBnenue Ha JOKyMEHTE HEOOXOAUMBIX PEKBU3UTOB.
00Kymenma
Iloonunnux . .

[lepBblil nIM € AMHCTBEHHBIN K3EMILIAP JOKYMEHTA.
00Kymenma

IlIpoexm ookymenma

HpC,I[BapI/ITCJ'IBHHﬁ HeHOI[HI/ICHHHHﬁ BapUaHT JOKYMCHTA,
npez[Ha3Haquan‘/'1 AJIs1 paCCMOTPCHHUA.

Pekeusum
DOnemMeHT 0hOpMIICHHS JOKYMEHTA.

00KymeHnma

Pexeusumut yuemnoi Habop noneit yueTHO-perucTpalilioOHHON KapTOUYKH JOKYMEHTa

Kapmouku p i p P P M )
[IpemycMOTpeHHOE MTATHBIM PAaCIIMCAHUEM OPTaHU3AIIMOHHO-()YHKITHO-

Cmpyxkmypnoe HaJbHOE 00pa30BaHue, CO3JaHHOE B COOTBETCTBUU C YCTAHOBJICHHBIM B

noopasoenenue AY «Hedreroranckuii MOMUTEXHUUECKUH KOS TIOPSIKOM C IIEITBI0
pelIeHys onpeAeseHHOro Kpyra 3aaay

Teppumopuanvnoe

ppumop JlonosiHuTeNNbHBIE O(UCHI, PUITHATBL.
noopaszoenenue

Yuemnasn Kapmouka

yquHO-peFI/ICTpaHI/IOHHaﬂ KapTO4Ka JOKYMCHTA, KOTOpasa 3aBOJUTCSA
B «1C: JlokyMeHTO0O0POT 8» IJIsl KaXKJIOTO IOKYMEHTA.

Dopmuposanue dena

prnHI/IpOBKa HUCIOJHCHHBIX JOKYMCHTOB B ZI€JIO B COOTBCTCTBHUU C
HOMCHKJ'IEITypOﬁ JACJT U NX CUCTEMATU3allrd BHYTPU ACJ1a.

Hlabnonws
00KYyMeHmMOo8

[[Ta6y10H y4eTHOM KapTOUKH BMECTE C MPUCOECTUHEHHBIM K HEel m1abaoHOM
¢aitna. [lpencrasnser cobolt yHuduuupoBanHsie GopMbl BUIOB
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Tepmun

OnpenesieHue

JIOKYMEHTOB, TpUMEHsIeMbIX B AY «Hedretoranckuii monuTeXHndecKuii
Kosute/k». O0s13aTebHbI U1 UCIIOIb30BaHMSL.

Hlabnonsl ghaiinos

["oToBBIH K 3amoyiHEHUIO (ailsl, IPUKPEIUICHHBIN K YYeTHON KapTOuKe
JIOKYMEHTA, C HACTPOCHHBIM (hOPMATHPOBAHHEM.

Ixcnepmusa W3ydeHne 1OKyMEHTOB B LENIX ONpPEIeTIeHHUsSI CPOKOB XpaHEHUS
yennocmu JOKYMEHTOB U 0TOOpa UX JJISl XpaHEHHs, a ITOCIIe UCTEUSHHS CPOKOB
00KYMeHm 08 XpaHEHUs] — HA YHUUTOXKECHHUE.
Inexkmponnasn Konus o

Konus noxymenra, co3ganHasi B 3JIeKTpPOHHOM popme.
00KyMeHnma

Inekmponnoe oeno

DJIEKTPOHHBIN TOKYMEHT WJIH COBOKYITHOCTh 3JIEKTPOHHBIX JOKYMEHTOB U
METa/IaHHbIX K HUM, C(POPMHUPOBAHHBIE B COOTBETCTBUU C HOMEHKJIATYpPOil
Je.

Jnexmponrlit JlokymeHT, nH(popManus KOTOPOro MpeacTaBiIeHa MIeKTPOHHOM hopme
dokymenm YMCEHT, p p p p pME.
DnekmpoHublii

JlokymeHT0060pOT ¢ ucnonab3oBaHueM «1C: JIokyMeHTO060pOT 8».
00KYMEHmMO000pom

Anexkmpounuiii 06pas

DJeKTpoHHas Komusi OyMaKHOTO JOKYMEHTA, [T0JTy4eHHas IyTeM
CKaHUPOBAHUS U 3aBEJICHHAS B CUCTEMY 3JIEKTPOHHOTO

00KyMenma
JIOKYMEHT0000poTa.
KOpuouueckasn N N
SHAUUMOCTD CBOICTBO TOKYMEHTOB BBICTYIIaTh B KAUE€CTBE ITOATBEPKIACHUS J1€II0BON
JeSITeIbHOCTH JINOO0 COOBITUH JINYHOTO XapaKTepa.
00KyMeHma
HOpuouueckan cuna N
CBoiicTBO 0pHUIMATBHOIO JOKYMEHTA BBI3bIBATh IPABOBBIE ITOCIIEACTBUS.
00KyMeHnma

1.2. Cokpamenus

B Ta6J'II/II_IC 2 MMPUBCACHLI COKpAICHUS, NCIIO0JIb3YCMELIC B ITonoxenun.

Tabruya 2

Cokpamenue

OnpenesieHue

«1C:
Jlokymenmoobopom 8»

Cuctema 31eKTPOHHOTO JOKYMEHT0000poTa (CHCTeMa YIpaBIeHUs
JIOKyMEHTaMH), obecriednBaroias coop JOKyMEHTOB (BKIIOUEHHE
JOKYMEHTOB B CUCTEMY), UX 00paboTKy, ypaBieHHE JOKYMEHTaMU U
noctyn K HuM Ha 6a3ze «1C: JIokyMeHTOo000pOT 8».

Paznen «HopmatuBHo-cripaBouHast uHpopmanus» B «1C:

HCH
JlokyMeHT0000pOT 8»

CoI «/AEJIO» Cucrema aBTOMaTM3allMM  JCJIONPOU3BOJACTBA U BJIEKTPOHHOTO
noKymMeHToobopora "Jleno", mpumeHsemass Ha TEppUTOPUM XaHTHI-
MaHcuiickoro aBTOHOMHOro okpyra — FOrpst

Opzanuzayusn AY «HedreroraHckuii TOTUTEXHUUESCKUIN KOS

JICIT JU1s ci1ye0HOro 1nosib30BaHus

1.3. Posin y4aCTHHKOB NPO1ECCOB PadOThI € JOKYMEHTAMH
B tabGnutne 3 mpuBeneHpl COKpalieHus, HCTob3yeMble B [lonoxeHunn.
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Tabauya 3
Cokpamenue OmnpenesieHue
Cexpemapn- PaGotHuk (rpymnmna paGOTHUKOB), OTBETCTBEHHBIN 3a paboTy ¢
0enonpou3eo0umeb nokymentamu B AY «Hedreroranckuii moJuTeXHHYECKUH KOJITISIKY.
Texnonos OTBeTCTBEHHBIH 32 HaCTPOUKY crnipaBounnkoB HCHU, dhopmupoBanue
111a0JIOHOB TPOLIECCOB M IOKYMEHTOB.

2. OBJACTb IPUMEHEHUSA

2.1. Tlonoxenue o nenornpousBojacTBe (nanee — I[lonoxkeHne) ycTaHABIMBACT CIUHBIC
IpaBuia paboThl C JOKYMEHTaMU, BKIIIOYasl X IOATOTOBKY, 0hOpMIIEHNE, PETUCTPALHIO, OPSIIOK U
KOHTPOJIb HUCTIOJIHEHUS, XpaHEHHE, a TaKkKe MOPAIAOK JTOKYyMEHTOOOOpOTa B aBTOHOMHOM
YUpEKACHNUH NpodheccHoHaIbHOro 00pa3oBaHusl XaHTbl-MaHCHIICKOro aBTOHOMHOT0 OKpyra-kOrpsl
«Hedreroranckuii MoJIMTEXHUUECKUN KOJUTEK» (naiee - Komnemx).

2.2. Ilonoxenue pa3paboOTaHO B COOTBETCTBHMM C HOPMATUBHBIMH U METOIMYECKUMHU
JOKYMEHTaMH B 00J1aCTH JETIOMPOU3BOICTBA M APXUBHOTO JIejIa:

2.2.1. IlepevyeHb THUIIOBBIX YIPABICHUECKUX APXMBHBIX JIOKYMEHTOB, 00pa3ylolIuXcs B
IIpOLECCe MAEATEIbHOCTH TOCYAApCTBEHHBIX OpPraHOB, OpPraHOB MECTHOTO CaMOYIpPaBJIEHUS
U OpraHu3alMid, ¢ YyKa3aHHeM CpPOKOB XpaHEHHWs, YTBEp)KICHHbIM mpukazom PocapxuBa ot
20.12.2019 Ne 236 (3apeructpupoBano B Muntocte Poccun 06.02.2020 Ne 57449),

2.2.2. IlpaBuna JenonpousBOACTBA B TOCYJapCTBEHHBIX OpraHax, OpraHaXx MECTHOIO
caMOYITIpaBJIEHHUs, YTBEPKICHHbBIE pUKa3zoM DeepanbHOro apXuBHOro areHTcTsa ot 22.05.2019 Ne
71 (3apeructpupoBanbsl B Muntocte Poccun 27.12.2019 Ne 57023),

2.2.3. VMHCTpyKIMS TIO JEIOTPOM3BOJACTBY B TOCYIApCTBEHHBIX OpraHax XaHTHI-
Mascuiickoro aBTOHOMHOT0 okpyra — KOrpbl ¥ HCIIOJTHUTENBHBIX OpraHax rocyJJapCTBEHHOM BlacTH
XaHTbI-MaHCHIICKOT0 aBTOHOMHOTO OKpyra — FOrpsl, yTBepxk1eHHas mocTaHoBieHneM [ 'yoepaaTopa
XaHTel-MaHcuiickoro aBToHoMHOro okpyra — Orpsr ot 30.12.2012 Ne 176,

2.2.4. Tlpuka3 MunuctepcrBa KyibTypbl P® ot 31.03.2015 1. Ne 526 «O0 yTBepkIeHUH
IIpaBWJI OPraHU3aLNUU XPaHEHU s, KOMIUIEKTOBAHHUS, YU€Ta U UCII0JI30BAHUS IOKYMEHTOB APXHBHOIO
¢onna Poccuiickoit denepannn U Ipyrux apXMBHBIX JIOKYMEHTOB B OpraHax IOCyJapCTBEHHOMN
BJIACTH, OpraHaxX MECTHOI'O CaMOYIIPABJICHUS U OPTaHU3ALUAX»;

2.2.5. TocymapcTBeHHass cHUCTeMa JIOKyYMEHTAIIHOHHOTO OOecreueHus]  YIpaBJICHUS,
yrBepxkacHHas [Ipukasom I'maBapxusa CCCP ot 23.05.1988 Ne 33,

226. TOCT P MHCO 15489-1-2007. Cucrema CTaHZapTOB 1O HWH(OPMAIHUH,
OUOIMOTEeYHOMY M M3/1aTeNIbCKOMY JleNly. YIpaBieHue JokyMeHTamu. Obiue TpedoBanus,

2.2.7. TOCT P 50922-2006. 3ammura nadopmaiui. OCHOBHBIE TEPMUHBI M OTIPEACITICHHUS,

2.2.8. TOCT P 7.0.8-2013. Jlenonpon3BOICTBO U apXUBHOE J1es10. TepMHUHBI 1 OIIpe/IesIeHus,

2.2.9. TOCT P 7.0.97-2016. HarmonanwHsiii cTanmapt Poccuiickoit @eneparuu. Cucrema
CTaHJApTOB MO uH(poOpManUK, OUOIMOTEYHOMY M H3JaTeNbCKOMY Jeny. OpraHu3alloHHO-
pacnopsauTenbHas JoKyMmMeHTauus. TpeOoBaHust K OQOPMIICHHIO JIOKYMEHTOB U JIpyrHe
HOPMAaTUBHBIE aKThl 1 METOAUUYECKNE JOKYMEHTBHI.

2.2.10. Meronnueckue pexomenmaruu no npumeHerno ['OCT P 7.0.97-2016 «Cucrema
CTaHJApTOB MO HWH(poOpMalNUK, OUOIMOTEUHOMY M H3JIaTeNbCKOMY Jneny. OpraHu3aloHHO-
pacnopsauTenbHas JOKyMeHTauusa. TpeboBaHusi K OQOPMIICHHIO JIOKYMEHTOB U JIpyrue
HOpPMAaTHBHBIE aKThl U MeToInYecKkue JoKyMeHTo» (Pocapxus, BHUM/IA/L, 2018 rox).

2.2.11. [TpumepHas HHCTPYKIHSI TIO IETOTPOU3BOJICTBY B TOCYAAPCTBEHHBIX OpTraHU3aINsX,
yTBEpKACHHAs TpuKa3oM PenepaibHOT0 apXxuBHOro areHTcTBa oT 11.04.2018 Ne 44.
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2.3. Tlonmoxenue pa3pabOTaHO B COOTBETCTBHUH C BHYTPEHHHUMH JOKyMEHTaMH AY
«Hedreroranckuii MOMUTEXHUYECKUN  KOJUICIK», PErVIAMEHTUPYIOUIUMHU  JI€ATEIbHOCTh  I10
JIOKYMEHTAITMOHHOMY OOECIICUCHHIO YITPABJICHUS:

2.3.1. nmoxymenTanueii k «1C: JJokyMeHTOOO0POT 8»;

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

24. TpeboBanus IlomoxkeHUsT pacpOCTPAHSIOTCS Ha BCE JOKYMEHTHI C YY4ETOM
O0COOCHHOCTEH, MAEMCTBYIOUMX NpU paboTe ¢ JAOKYMEHTaMH, COJEpKAIIUMH CIIY>KEOHYIO
WH(OPMAIIHIO OTPAaHUYEHHOTO PACIIPOCTPAHCHUSI.

2.5. TpeboBanus IlonoxkeHuss NMPUMEHSAIOTCS K OyXTaJTepCKOW, KaJpOBOM W JIpyroi
CIEIMAILHON JOKYMEHTAIlMd B YacTH OONIMX NPHUHIHUIIOB PaOOTHI C JTOKYMEHTAMH, a TaKkKe
MOJTOTOBKU JJOKYMEHTOB K Tepe/jaue Ha apXUBHOE XpaHEHHE.

2.6.  Tumbl JOKyMEHTOB, OPSIOK OPOPMIICHHS KOTOPHIX HE OTOBAPHBAETCS HACTOSIIIUM
[TonoxxenueM, oQOPMIIIOTCSI B COOTBETCTBHH C MpaBWIaMH (MHCTPYKUUSMHU, TOPSIAKOM H T.1.),
YTBEPKICHHBIMH HOPMAaTUBHBIMU IIPABOBBIMM akTaMu Poccuiickorn @enepannuy Wi aBTOHOMHOTO
OKpYyTa JUIsl JaHHOTO TUIIA JOKYMEHTOB, ¢ yuyeToM TpedoBanuii 'OCT P 7.0.97-2016.

2.7. Tlopsmok paboTsl ¢ OOpameHUsIMH TpaKAaH, OObeAUHEHHUI TPaKIAaH, B TOM YHCIE
FOPUINYECKUX JIULI, OCYLIECTBIIAECTCS B COOTBETCTBUU ¢ DenepanbHbIM 3akOHOM OT 2 Mast 2006 r. Ne
59-®3 «O nopsiake paccMOTpeHust oOpalieHnid rpaxaan Poccuiickoit Deneparum.

2.8.  Cobmonenue TpedoBanuii [lomoxkeHus: odecrieunBaeT:

2.8.1. IOpHIMYECKYI0 CWJIY BHYTPEHHHX M HCXOMSIMX O(UIHAIBHBIX TOKYMEHTOB,
CBOEBPEMEHHOE UX UCTIOJHEHHE U OTIePATUBHBIN MOUCK,

2.8.2. cBOEBpEMEHHOE UCTIOJTHEHUE BXOISIINX TOKYMEHTOB M X OIEPATHBHBIN MTOHCK.

2.9. Jlenmomnpous3BoAcTBO U JOKyMeHTO000poT B AY «Hedreroranckuii moiuTeXHuuecKuit
KOJUTIEIK» BeieTcs cTporo B cpeacTBax «1C: JJokymeHTO000pOT 8».

2.10. Opranuzanus BeA€HUS ACTOMPOM3BOACTBA, METOAUYECKAsl MOMOIIL CTPYKTYPHBIM
Mo/pa3IeNieHusiM B TIpoleccax padoThl ¢ JOKYMEHTAMHW W KOHTPOJb COONIOJCHHUS TpeOOBaHMI
[Tonoxkenus B AY «Hedreroranckuii NOTUTEXHUYECKUH KOJUIEK» BO3JaraeTcss Ha OTAEN
KaJIpOBOTO, IOKYMEHTAIIMOHHOTO U TIpaBoBoro obecrieueHus (qanee — OKIullO).

2.11. TIlepenaua pokymeHToB AY «HedretoraHckuii MOTUTEXHUYECKUI KOJUIEIHK», HX
KOMMUI TPEThUM JIMLAM, PETYIUPYETCS 3aKOHOIATENbHbIMU akTaMu Poccuiickoin denepanuu u
OpTraHU3aIMOHHO-PACTIOPSAUTENFHBIMU JOKyMeHTaMu AY «Hedreroranckuii moIUTEXHUYECKUN
KOJUIEIK.

2.12. OTBETCTBEHHOCTH 32 OPTaHU3ALIUIO AETOMPOU3BOICTBA, COOTIOCHIE YCTAHOBIEHHBIX
npaBusl paboOTBl C JOKYMEHTaMHM B CTPYKTYPHBIX TOJpa3/eleHHsX BO3Jaraercsi Ha HX
PYKOBOIUTENEH.

2.13. PykoBoAuTenb CTPYKTYPHOTO TOJpa3AeNeHUs OMpeeNseT U3 YUCla MOJYMHEHHBIX
pabOTHUKOB OTBETCTBEHHOTO 32 BEICHHE JICIIONPOU3BOCTBA, KOTOPHIH B «1C: JlIokyMeHTOO00pOT 8»
obOecrieunBaeT yd4eT M TPOXOXACHHE JIOKYMEHTOB B YCTAHOBIIGHHBIE CpPOKH, WH(MOpPMUPYET
PYKOBOJUTEIISI CTPYKTYPHOTO TIOJPA3/ICICHUS O COCTOSIHHMM WX BBITOJIHCHUS, COCTABIIICT M BEACT
HOMEHKJIATYPY JIe] MOApPa3IeICHHUS.

2.14. Tlpm yxome B OTIYCK, B Cily4yae YBOJbHEHHs WM TEPEMEIICHUSI IO CIIyKOe
COTPYIHUKH OOS3aHBI TIepeaTh HaXOSAIINecs Y HUX JTIOKYMEHTHI COTPYIHUKY, OTBETCTBEHHOMY 3a
JIETIOTIPOU3BOJICTBO CTPYKTYPHOTO TIOJAPA3NICTCHUS, W JAPYrOMY COTPYAHHKY TO YKa3aHHUIO
PYKOBOIMTES TIOIpa3eieHusI.

2.15. Tlepenava TOKyMEHTOB H JIeJ]I OCYIIECTBIISETCS MO aKTy, YTBEPIKIAEMOMY TUPEKTOPOM
Koyieka (mpunoxenue 1).
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3. OCOBEHHOCTH 2JIEKTPOHHOI'O JOKYMEHTOOBOPOTA

3.1. PaGora B cucremMe DJJIGKTPOHHOIO JOKyMeHTooOopora Ha 0Oaze «IC:
JIOKyMEHTO000POT 8.

3.1.1. Opranuzamus BeleT KakK MICKTPOHHBIN, TaK U OyMakKHBIA TOKYMEeHT0000poT. Cpoku
XpaHEeHHUs AIIEKTPOHHBIX U OyMaXHBIX JOKYMEHTOB HJICHTHYHBI.

3.1.2. DnexTpoHHBICE IOKYMEHTBHI CO3Mal0TCs, oOpabarbiBatoTcss W xpaHsatca B «1C:
JIOKyMEHTO000POT 8» 10 OOIIMM IpaBUIaM AEJIOMPOU3BOACTBA, YCTAHOBICHHBIM MOJIOKECHHUEM.

3.1.3. JloxymenTsl, co3naBaembie B AY «Hedreroranckuii MoaMTEXHUUECKHN KOJIIEIHK» U
nocrynatone B AY «Hedreroranckuii moIUTEXHUYECKUN KOJUIGIK» Ha OyMaKHOM HOCHTEINE,
Bmovaroress B «1C:  JIoKyMEHTOOOOpOT 8» IyTeM CKaHUPOBAaHHS. OJICKTPOHHBIE OOpPa3bI
JOKYMEHTOB TOJIeKaT Bepuukauuu (MOATBEPKACHUE COOTBETCTBHS 3JICKTPOHHOTO 00pasa
JOKYMEHTa TMOJUIMHHUKY  JIOKyMeHTa). Bepuduxamus  ocymectisiercss  «Cekperapem-
JIEJIONPOU3BOAUTETIEM.

3.1.4. TlpucBoeHue perucTpalOHHBIX HOMEPOB BXOJSIIMM, BHYTPEHHHM M HUCXOMSIIUM
nokyMeHTaMm ocyiuectisiercst B «1C: JlokymenToo0opoT 8» «CekperapeM-Ie0nporn3BOIUTEIEM)
(uckiroueHue — WH(OPMALMOHHO-CIIPABOYHBIE JOKYMEHTBHl U TEXHUYECKas JOKyMEHTAIHs; 3TUM
JIOKYMEHTaM PETHCTPALOHHbIE HOMEPA IPUCBAHBAIOTCS aBTOPaMH )™,

3.1.5. [leiictBusa, BbimonHsemble B «1C: JlokyMeHTOOOOpPOT 8» NpUpaBHUBAIOTCA K
AQHAJIOTUYHBIMU JIEUCTBHIM, COBEPIIAEMBIM B paMKax OYMa)KHOTO JOKYMEHTOO0OpOTa.

3.1.6. B otrnenbHBIX ciay4asx i JONOJHUTEIBHOIO MOATBEPXKIEHUS TMOJIMHHOCTH
AJIEKTPOHHBIX JOKYMEHTOB B AY «Hedreroranckuii NOMMTEXHUYECKHIA KOJUIEIK» MCIIONB3YIOTCS
aneKkTpoHHbIe ToAanucH. [lepedeHb NOKYMEHTOB, TPEOYIOUIMX TOMOJTHUTEIHHOTO MOATBEPIKICHUS
MOJUTMHHOCTH, YTBEP)KIACTCS COOTBETCTBYIOUIMM IpuKa3zoM aupektopa AY «Hedreroranckuii
MOJINTEXHUYECKUN KOJITIEIK.

3.1.7. Tlpu nomy4eHHUH dIEKTPOHHBIX JOKYMEHTOB, TOAMMCAHHBIX AIEKTPOHHOH IOAIHUCHIO,
OT OpraHoB BIACTH, HAQA30PHBIX OPraHOB WM JpYrux opraHum3zauuil  «Cekperapb-
JIeTOTIPOM3BOIUTENEY TPOBEPSET MOMTHHHOCTD JIEKTPOHHOM MOAMUCH?,

3.1.8. Enununeit yuera JIOKyMEHTa SBIISICTCS AJIEKTPOHHBIN JOKYMEHT,
3apeructpupoBanHbli B «1C: JlokymeHTtooOopoT 8». JIOKyMEHT, HMEIOMUNA TPUIIOKESHHUS,
PETUCTPUPYETCS KaK OJUH JOKYMEHT.

3.1.9. Cucremaruzanus B iejia HCIIOTHEHHBIX AJIEKTPOHHBIX JIOKYMEHTOB, UMEIOIINX aHAJIOT
Ha OyMa)XHOM HOCHTENE, OCYIIECTBISETCS B COOTBETCTBUM C HOMEHKJIAaTypoil pgen AY
«HedTerorancknii MOTUTEXHUYECKUH KOJUIEHK» IyTEM MPOCTABICHHUS COOTBETCTBYIOIIMX OTMETOK
B YYETHOI KapTOUKe JOKYMEHTA.

3.1.10. Cucremaruzaius B Jiesla MCIIOJHEHHBIX JIEKTPOHHBIX JOKYMEHTOB, HE HMEIOIINX
aHajora Ha OyMa)KHOM HOCHUTEIE, He TIPOU3BOIUTCS.

3.1.11. DnexTpoHHble OKyMeHTHl XpaHsircs B «1C:J/lokymeHTOOO0poTe 8» IOCTOSHHO.
Heo6xomuMocTs ynanenus 3JeKTpOHHBIX TOKyMeHTOB u3 «1C:JlokyMeHTo000poTa 8 onpenensiercs
B XOJI€ IPOBE/ICHUS €KETOTHOM HKCIIEPTH3bI IEHHOCTU JOKYMEHTOB.

! Cobmoienne 31oro TpeGOBAHMS TOCTUTAETCS MyTEM HACTPONKH TIPaB JOCTYIIA Ha PETUCTPALMIO OPraHM3aI[MOHHO-TIPa-
BOBOM, OPraHU3allMOHHO-PACTIOPSAUTENBHOM, PErIAaMEHTHONW U JOTOBOPHOW JOKYMEHTAIUH.

2 TlopsloK MCTIONB30BaHUs M TIPOBEPKH JIIEKTPOHHOM MOJITMCH ONPENEISETCS JOKYMEHTAIMEN K TOMY TEXHHUECKOMY
pemenmio, kotTopoe npuMensieTca B AY «HedreroraHcknii MONMNTEeXHIYECKUI KOJIISIK.
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3.1.12. lokymentsl B AY «HedTeroranckuii MOJUTEXHUYECKHH KOJUICIK» TOTOBSTCS C
MIOMOIIBIO MPOrpaMMHBIX cpeacTB Microsoft Office ¢ mcmonap30BaHKEM 3JIEKTPOHHBIX I1a0JIOHOB
0JIaHKOB JIOKYMEHTOB, pa3memnieHHbIXx B «1C:JlokymenToobopoTte 8». [[nsi co3maHusi OCHOBHOTO
TEKCTa JIOKYMEHTa JJOJKEH MCITOJIb30BaThCs TEKCTOBBIN peaakTop Microsoft Office Word.

3.2.  Pabora B cucteme 31EKTPOHHOTO Jo0KyMeHToo00opoTa «/IEJIO».

3.2.1. loctaBka ¥ OTIpaBKa JOKYMEHTOB YYaCTHHKOB CHCTEMBl 3JEKTPOHHOTO
nokymenroobopora (C3/1) Xantel-MaHcuiickoro aBTOHOMHOTO okpyra — FOrpsl ocymiecTBisercs
nocpeactsoM COJI «AEJIO».

3.2.2. DJNEKTPOHHBINA TOKYMEHTOOOOPOT Mex 1y ydyacTHUKaMu COJ] aBTOHOMHOTO OKpyra
OCYILECTBIISICTCS IOCPEACTBOM OOMEHA 3JIEKTPOHHBIMU PErMCTPALMOHHBIMU KapTodyKaMHu (najee -
OPK), 3apeructpupoBanHeiMu B CO/I.

3.2.3. DJNEKTPOHHBIH JTIOKYMEHTOOOOPOT MEXKIy BBIIIECTOSINCH OpraHu3alued |
KOJJISIDKEM,  OCYIIECTBISIETCS ~ IOCPEACTBOM  B3aWMOJICHCTBHS ~ CHCTEM  DIIEKTPOHHOTO
JOKYMEHTOO00pOTA C HCIOJIb30BAHUEM CHCTEMBI 3JICKTPOHHOTO B3aumoeiictaus (COB).

3.24. B »IeKTpOHHOM JOKYMEHT000OpoTe Mexnay ydactHukamu COJI co3marorcs u
UCIIOJIb3YIOTCS JIEKTPOHHBIE JJOKYMEHTBI, MOANNUCAHHBIE JIEKTPOHHON MOAMUCHI0. DIEKTPOHHBIN
JOKYMEHT, TOJMUCAHHBIA O3JEKTPOHHOH NOAMHCHI0, OGOpMIIIETCS 1O OOIMM IpaBUIIaM
JIeJIOTIPOU3BOICTBA U JIOJKEH UMETh PEKBU3UTHI, YCTAHOBIICHHBIE JUIsl aHAJIOTMYHOI'0 IOKyMEHTa Ha
OyMa)KHOM HOCHUTEIIE, 32 UCKIFOUEHUEM OTTHCKA TIEYaTH.

3.2.5. DAEKTpPOHHBIA JOKYMEHT, TOJIHCAHHBIA KBaTU(UIMPOBAHHOW SIEKTPOHHOU
MOJIIHMCHIO, TPUPABHUBAETCS K TOKYMEHTY, IIOANMMCAHHOMY COOCTBEHHOPYYHO, M HIMEET OJJHHAKOBYIO
C HUM IOPUIUYECKYIO CUITY IIPH 3JIEKTPOHHOM JJOKYMEHTO000poTe Mexay yuacTHukamu CO/.

3.2.6. IIpu pabore B CO/] ucronp3yroTes ciemyrone hopmarsl (paiaoB: s 3JEKTPOHHBIX
nokymentoB - Open Document, PDF/A-1, s snekTpoHHBIX 00pa30B mokymenToB - PDF, a Takke
uHBIE (OPMATHI, IPEABAPUTEIHHO COTTIacCOBaHHBIE yyacTHUKamu CO/.

3.2.7. JIOKyMEeHTHI, coeprkaliie HHPOPMALUI0 OrPaHMYEHHOI'O JI0CTYyNa, B TOM YHUCIE C
nomMeTkon «/lnst cimyxeOHOro monbp30BaHus», peructpupyorcs B COJ] 6e3 BIOKEHUS TeKCTa
JIOKYMEHTa WJIN €ro 3JeKTpoHHOro oOpas3a. HazBaHue Takux JTOKYMEHTOB HE JOJDKHO PacKpbIBaTh
MIOJTHOTO COZIEP)KaHUS IOKYMEHTA.

3.2.8. He nampasnstorcs mo C3J1 JOKYMEHTBI, IPOIIUTHIE U 3aBEPEHHbIE TeYaThio, a TAKKE
JIOKYMEHTBI, UMEIOIIIME MPUIIOKEHNUS, ITpeBbilIatonue gopmar iucra Oymaru A4, oovem 6osee 200
JMCTOB UM (paitiibl TOKYMEHTOB pa3MepoM Oosiee 15 mMerabaidr.

3.2.9. Pabora B CDOJ] ocHOBBIBaeTCS Ha MPUHIIMIIE OJHOKPATHOTO BBOAA MH(OPMAIUU B
CHCTEMY U MHOTOKPAaTHOTO €€ MCII0JIb30BaHMS.

[loBTOpHOI perucrpanuu He MOJJIEKAT MPAaBOBbIE aKThl AaBTOHOMHOTO  OKpYTa,
3apeructpupoBaHubie B COJl 0THUM U3 €€ YIaCTHHKOB, a TAK)KE JIOKYMEHTHI, 3apETrHCTPUPOBAHHBIC
VYnpaBieHneM JOKYMEHTAllMOHHOTO oOecreyeHus M HampaBieHHble yuyacTHUKy COJl B Buze
nopyueHuil ¢ pesonronusmMu ['yOepHatopa aBTOHOMHOIO OKpyra, 3amectutenei ['ybepnartopa
aBTOHOMHOTO OKpYTa, a TaKkXke JTOKyMEHTHI, 3aperucrpupoBannbie B COJl 01HUM U3 ee y4aCTHUKOB
U HanpasJieHHbIe ApyruM ydacTHuKam CO/I.

3.2.10. lokyMeHTBI, HampaBJeHHble OT ojHoro ydactHuka CDJ[ apyroMmy ydyacTHHKY,
nocrynatoT B manky "llocrynuBmue". JlokymeHTBI, HampaBiieHHble mocpenctsom COB
BBIILIECTOSIIEN opraHu3anuei nocrynatot B nanky "[1IT COB".

3.2.11. IIposepka Hammuust HoBbIX DPK B mamnke "[locTynuBmme", 3I€KTPOHHBIX COOOIIEHUH
B nanke «[II1 COB» ocymecrBisercs B Hadane pabodero IHs, B TeueHHe pabodero s (c
uHTepBajaoM He Oosiee 30 MUHYT) U B KOHIIE pabOYero JHs.
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3.2.12. Peructpauuss nokymeHtoB B CDJ]  ocymectBusercs co3manuem OJPK ¢
IPUKPEIUIEHUEM 3JIEKTPOHHBIX 00pa30B JOKYMEHTOB, ITOJIyY€HHBIX IIyTeM CKaHWpoBaHUs. Kaxplii
Gaiin >IeKTPOHHOTO TOKYMEHTa, MpuKpemieHHbl k DPK, monnuceiBaeTcs KBaau(pHUIUPOBaHHON
3JEKTPOHHOW MOANUCHIO ¢ noMomblo COJ[ wimM MHOro cpeacTBa 3JEKTPOHHOW MOIIUCH NpPHU
HEBO3MOXKHOCTH ucnop3oBanus COJI. B aTom ciydae 351eKTpOHHAsI IOJIUCH CO3AETCs OTIAEIBHO
OT NoAMNMChIBaeMoro (aiiina, HoAnuchIBaeéMbIi (haiiin Ipu ITOM U3MEHEHUIO HE MOJUIEKHUT.

3.213.B MomeHT mnoanucaHusi Tnojib3oBareneM CDJ]  3MEKTPOHHBIX JOKYMEHTOB
JIEKTPOHHON MOAINUCHIO CepTU(UKAT KIOYa IPOBEPKU 3JIEKTPOHHOM NOINMCU JIOJKEH OBbITh
JNEHCTBUTEIILHBIM.

4. IPABUJIA JEJOIIPOU3BOJACTBA

4.1. O0mme TpeOGOBaAHUA K MOATOTOBKE U 0POPMJIEHUIO IOKYMEHTOB.

[Tpu pa3zpaboTke TOKyMEHTa HCIIOJIL3YIOTCS CTUIH (POPMATUPOBAHUS (TTapaMeTPhl CTPAHHIIBI,
WHTEPBAJIbI, OTCTYIBI U IIPUQPTHI), HACTPOCHHBIE IS MIa0IOHOB (haiinoB, BKIOUEHHBIX B «1C:
JIOKyMEHTO000POT 8.

4.2. OgopmiieHHE PEKBU3UTOB J0KYMEHTOB.

Cpenu pEKBU3UTOB JOKYMEHTOB pa3jiMyalOT IIOCTOSIHHbIE (PEKBU3HUTHI
nepeMeHHble, 0opMiIsieMble HEMOCPEICTBEHHO MPHU MOJTOTOBKE JOKYMEHTOB.

[lepedyeHb NOCTOSHHBIX PEKBU3UTOB U MPaBUIiIa X 0POPMIICHHUS IPUBEICHBI B TaOIHIIE 4.

Tabnuya 4

OiaHka)

Onucanne u NpaBuJIa 0popMJICHHS] PEKBU3HTA
Bocnpoussoasres Ha 6iaHke ¢ coduroienneM tpedosanuii u. 4 'K PO.
N3o6paxenne sMOeMbl MOMEIAETCS TOCEPEANHE BEPXHETo Mo OaHKa
JIOKyMEHTa HaJl peKBU3UTAMU OpraHU3alliy - aBTOpa JJOKYMEHTa, Ha
paccrostHuu 10 MM OT BepXHero Kpas JiucTta. B O1aHkax ¢ yrioBbIM
pacnoIokeHHeM PEeKBU3UTOB H300paskeHNne SMOIeMbl IOMEIIaeTCs
NI0CEpEIMHE BEPXHETr0 OISl 30Hbl, 3aHATOM PEeKBU3UTaMu OJaHKa.
ITpocrasnstoT no OGImepoccuiickoMy Kiaaccu(pUKaTOpy ynpaBIeHIECKOH
nokyMmeHnTamu (OKY JI) B Tex ciydasx, €ciiu UCIOJIb3YIOTCS
yHH(HUIIpoBaHHBIE (OPMBI TOKYMEHTOB, BKiItoueHHbIe B OKVY /]
VYka3pIBaeTcsl HAMMEHOBaHWE OpPraHU3alliy, 3aKPEIUIEHHOE B €€
yUpeauTenbHbIX JoKyMeHTaX. CoKpalieHHOe HAMMEHOBAHUE, €CIIH OHO
3aKpEIICHO YYpEeIUTEeIbHBIMU JIOKYMEHTAMH, IOMEIIAETCS] HUKE MOJTHOTO B
CKOOKax

PexBu3ur

1. dmonema
opeanu3ayuu unu
moeapHlil 3HAK

2. Koo ¢popmur
00Kymenma

3. Haumenoeanue
opeanuzayuu

4. Haumenoeanue
00ICHOCIU TUHA —
agmopa 0OKymeHma

Bxuttouaercst B TODKHOCTHOM OJTaHK CTPOYHBIMU OyKBaMM HIDKE HAa3BaHUS
AY «Hedreroranckuii moOMUTEXHAYECKAN KOJIIISIK

Vka3pIBaroTCs B OJIAHKAX MHCEM H BKIIIOYAIOT:
MIOYTOBBIH a/Ipec OpraHu3aIny;
HoMep TeneoHa, pakca, anpec IMEKTPOHHON ITOUTHI, CETEBOH aIpec;

5. Cnpasounwie
oannwvle 00
opzanuzayuu

Koz opranu3zanuu no ObuiepoccuiickoMmy Kiaccu(pukaTopy NpeanpusTHi u
opraam3zanmii (OKIIO);

OCHOBHOM IrOCYJJapCTBEHHBIN PErMCTPALIMOHHBIA HOMEpP OpraHU3aluu
(OI'PH);

UACHTU(QUKALMOHHBIM HOMEP HAJIOrOIJIaTeNbIINKa/KO] IPUUUHbI
nocTaHoBKU Ha Hasorosblil yuetr (MHH/KIII).
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PexkBu3uT

Onucanne u npaBuJia oGpopMiIeHHsSI PpeKBH3UTA

[TouToBBIN agpec yKa3bIBaeTCA B COOTBETCTBHH C [IpaBuimaMu okazanus
YCJIYT OYTOBOM CBSI3U.

6. Haumenoeanue
euoa 0oKymenma

Vka3bIBaeTcsl Ha BCeX JOKYMEHTAaX, 38 UCKIIFOUEHUEM JIEIOBBIX (CITy>KEOHBIX)
nuceM. Pacnonaraercs oy peKBU3UTOM aBTOpa JOKYMEHTa
(HauMeHOBaHMEM OpraHU3aIMK) U TIeYaTaeTCsl MPOIMCHBIMU OYKBaMH.
HanmMenoBaHue BHIa TOKYMEHTA JIOIYCKAETCS MHCATh CITUTHO WM

Bpa3psaKYy.

7. Mecmo
COCMAsIeHUA UNU
u30anus
00Kymenma

Yka3bIBaeTcsi BO BCeX JTOKyMEHTaxX, KpOMe JEJIOBBIX (CIIy:KeOHBIX) MHCEM, a
TaKXe JOKJIaIHBIX, CITy’)KEOHBIX 3aIIHCOK M JPYTUX BHYTPEHHHUX
MH(OPMALIMOHHO-CIIPAaBOYHBIX JOKYMEHTOB. MecTo cocTaBiieHus (M3AaHus)
JIOKYMEHTA YKa3bIBA€TCSl B COOTBETCTBHH C PUHATHIM aIMUHUCTPATUBHO-
TE€PPUTOPUAIIBHBIM JI€JICHUEM.

Pacnonaraercst HUxe JaThl U perHCTPALIOHHOIO HOMEpa JOKYMEHTA.

[lepeyeHp nepeMeHHBIX PEKBU3UTOB M MPaBHiia UX 0(OPMIICHUS MIPUBEICHBI B TA0IHUIIE 5.

Tabnuya 5

PexBu3ut

Onucanue U npaBuja 0o(popMJIeHUSI PEKBU3UTA

1. /lama
00Kymenma

JlaTa mOKyMeHTa COOTBETCTBYET JaTe MOAMUCAHUS (YTBEPKICHHS)
JIOKyMeHTa (MIpHKa3, pacropsHKeHHe, MUChMO) WK AaTe COOBITHS,
3a(hUKCUPOBAHHOTO B JIOKYMEHTE (IIPOTOKOJI).

JlaTa aKTa MOXKET SIBISATHCS:

- 1aTO# COOBITHS, €CIIN aKT (PUKCUPYET OJHOMOMEHTHO COBEPIIAEMOE
neiictBue (Hampumep, nepeaady MaTepHaIbHbIX IIEHHOCTEH);

- IaTOH MOINHMCaHUs TOKYMEHTa, €CIIH COOBITHE OBLIO PACTSIHYTO BO
BpEMEHH (HampuMep, MPOBEPKa), a TEKCT aKTa ObUT IPUHSAT HA
3aKIIIOYUTEIILHOM 3aCelaHM KOMHCCUH. B 3TOM ciydae mepuo; mpoBepKu
yKa3bIBa€TCs B TEKCTE AKTa.

JlaTta 1oKyMeHTa 3aluChIBAaeTCs B IIOCIIEA0BATEILHOCTH: JCHb MecAla,
MECSIII, TOJT OJTHUM M3 JIBYX CITOCOOOB:

apabckumu udpamu, pasneneHabpiMu Toukoi: 05.06.2016;
CJIOBECHO-IIM(POBBIM CIIOCOO0M, Hanpumep: 5 uroHs 2016 r.

[Tpu ccpuike B TEKCTE HA KAaKOH-THO0 JOKYMEHT JlaTa 0pOopMIIseTCs
cienyromuM odpasom: IIpukas ot 12.03.2013 Ne 14

2.
Pezucmpavyuonnwiii
HOMeEp 00OKymenma

CocToUT U3 NOPSAAKOBOIO HOMEPA, KOTOPBI MOXKET ObITh 10NOJIHEH
MH/IEKCOM JieJla TI0 HOMEHKJIAType JIe.

Ornpegensiercst HACTPOiKoi HyMepaTopa B pazneine HCH.

Jns mpuka3oB, muceM U MHQOPMAIIMOHHO-CIIPABOYHBIX JIOKYMEHTOB BEJIETCS
CKBO3HAasi HyMepaluus B IpeJieax KaJeHIapHOro roa OTAEIbHO IS
Ka)KI0T0 BUA TOKyMEHTA. J[J1s1 TOKyMEHTOB 10 y4eOHOH NeATeTbHOCTH
BO3MOXHO BeJIeHHE CKBO3HON HyMepaluy B Ipejeax yueOHoro roaa.

3. Ccvinika na
pecucmpayuorHblil
HOMep u oamy
00KyMenma

Hcnonp3yeTcst TOJBKO B TEX JOKYMEHTAX, KOTOPbIE SBIISIOTCS OTBETAMU Ha
WHUIMATUBHBIN TOKyMeHT. CBEIEHUS B PEKBU3UT MEPEHOCATCS C
MOCTYMMBILETO JOKYMEHTa aBTOMaTHUECKU MIPU OTBETE HA MHUIIMATUBHBIH
nokyMeHT cpeactBamu «1C:JlokymeHnToo00poTa 8».

Hanmaue 3T0r0 pekBU3UTa UCKITIOYaeT HEOOXOIMMOCTh YITOMHUHAHHS HOMEpa
Y J1aThl IOCTYNUBIIETO JOKYMEHTA B TEKCTE MUChMa
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4. Aopecam

B kauecTBe anpecara MOryT BbICTYNaTh OPraHU3aLUU, UX CTPYKTYPHbIE
noJipa3iesieHusi, TOJKHOCTHBIE WK (PU3HUECKUe JIHILIA.
PexBu3uT «agpecar» npocTapisieTcs B MPaBOM BEPXHEW YaCTH JOKYMEHTa
(Ha GyIaHKe ¢ YIJIOBBIM PAcMOI0KEHHUEM PEKBU3UTOB) UJIH CIIpaBa Mo/
pexkBU3UTaMHU OJiaHKa (TIPY MPOJOIHHOM PACIIONIOKEHUU PEKBU3UTOB
0J1aHKa).
CTpOKH peKBU3HTA «aapecary» BEIPABHUBAIOTCS 10 JIEBOMY Kparo WIH
LEHTPUPYIOTCS OTHOCUTENBHO CaMOM JUIMHHOM CTPOKH.
[Tpu anpecoBaHny TOKyMEHTa PYKOBOJHMTENIO (3aMECTUTEIIO PYKOBOJAUTEIIS)
OpraHu3aly HAMMEHOBAaHUE JOLKHOCTH PYKOBOJIUTENS (3aMECTHTEIIS
PYKOBOIUTEIIS ), BKJIIOUAIOIIee HAUMEHOBAHUE OPraHU3aINU, PaMUIHs,
WHULKAJBI JOJKHOCTHOTO JIMLA, YKA3bIBAOTCS B AATEJILHOM NaJEKe.
Hupexropy BHUNJIA /]
Kynsesy H.H.
[Ipu agpecoBaHry MUCbMa B OPraHU3alMI0 YKA3bIBAETCS €€ MOIHOE WU
COKpallleHHOE HAUMEHOBaHUE
MUHHCTEPCTBO CENBCKOTO X0351CTBa
Poccuiickoit ®enepanyu
WIH
MuHcensxo3 Poccun

[Ipu agpecoBaHny JOKYMEHTa B CTPYKTYPHOE TMOpa3ieieHIe OpraHu3aliu
B PEKBU3HTE «aJpecary HaMMEHOBAHNE OPTAaHU3AIMU YKA3bIBACTCS B
MMEHUTEIILHOM TaJie)Ke, HIKE — HAMMEHOBAHHUE CTPYKTYPHOTO
noJipa3esieHusl.

CrnencTBEHHBIN KOMUTET

Poccuiickoit ®enepanyu

VYnpapieHue KOHTPOJIS

3a CJIEeICTBEHHBIMU OpraHaMu

ITpu anpecoBanun MUCbMa PyKOBOJIUTEIIO CTPYKTYPHOIO MOAPa3ACICHUS
HaMMEHOBAHUE OPraHU3aLUH YKa3bIBAETCSl B UMEHUTEIBHOM Ma/Iexke, HIKE —
B JIaTEJIbHOM M1a/IeXKe - HAUMEHOBaHHE JI0JKHOCTH PYKOBOAUTES,
BKJIIOYAIOII[ee HAUMEHOBAHUE CTPYKTYPHOTO MOApa3AeIeHUs, GaMUIns,
VMHHIINAJIBI.

MunuctepctBo ¢punancos Poccuiickoit

®denepanun

HupexTopy JlenapramMeHTa ynpasieHUs

JeaMu

U KOHTPOJIA

AdanacbeBy A.A.

[Ipu agpecoBanny MucbMa CIEIUATUCTY YKA3bIBACTCSI B UMEHUTEIHHOM
najie’xe HAMMEHOBAHUE OPTaHU3AIMH, HI)KE — HAMMEHOBAaHKE CTPYKTYPHOTO
MoApa3/iesieHrs, 3aTeM B IaTEJILHOM Ma/ie’Ke HANMEHOBAHUE JOJIKHOCTH
CHETMATTUCTA U — HIKE — (PaMUITHS, MHUITAATIBL.
Muncenpxo3 Poccun
AJIMUHHCTPATHUBHBIN JAeTapTaAMEHT
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['maBHOMY ciennanucTy
Upanosoii A.B.

[Tpu pacchuiKe JOKYMEHTA rPYIIIe OpraHu3aluid OJJHOrO THIIA HITH B
CTPYKTYpHBIC TIOJpa3Ie/ICHHs OJTHOW OpraHU3allly aJIpecaT YKa3bIBaeTCs
0000I11IeHHO.
PyxoBomuTenssM oOpa3oBaTeIbHBIX
YUpEXKACHUN

[Tpu pacchuiKe JOKYMEHTa HE BCEM OPTaHU3aIUsIM WIH CTPYKTYPHBIM
NOJpa3IeNICHISIM [0 PEKBU3UTOM «aJpecar» B CKOOKax yKa3bIBaeTCs: «(I10
CIIMCKY)».

B oHOM OKyMeHTe He TOJKHO OBITH O0JIee YeThIpeX aIpecaToB.

CnoBo «Komnusi» mepes BTOPBIM, TPETbUM, YETBEPTHIM aJipecaTaMy He
YKa3bIBAETCS.

B cocTaB pexBu3uTa «anpecar» MOKET BXOIUTh MOYTOBBIN ajipec. DIEeMEHTbI
IIOYTOBOI'O aJpeca YKa3bIBalOTCA B IIOCIIEN0BATEIbHOCTH, YCTAHOBICHHON
[IpaBrnamMu okazaHus yCIyT IOYTOBOM CBS3H.
Bcepoccuiickuii Hay4HO-
HCCIIEA0BATENbCKUI
HHCTUTYT JOKYMCHTOBCACHUA U
apXMBHOTO Jiefia
[Ipodcorosnas yi., 1. 82, Mockaa,
117393

[Ipu appecoBannu JOKyMeHTa (HU3NIECKOMY JIMIY YKa3bIBAIOTCS: (hamuus,
MHHIIMAIIBI, TOYTOBBIN aJipec.

Npanosy N.IL

yn. CanoBas, 1. 5, kB. 12,

r. JIroOepupl, MockoBckast 001.,

301264

ITpu oTnpaBke mUCbMa MO 3JIEKTPOHHON MOYTE WK 1O (PaKCUMUIBHOM CBA3U
(6e3 mochUIKM IO OYTE) MOYTOBBIH aapec He ykasbiBaercs. [Ipu
HEOOXOMMOCTH MOXET OBITh yKa3aH 3JIEKTPOHHBIN ajpec (HoMep
tenedona/dakca).
Bceepoccniickuii Hay4HO-
UCCIIE0BATEIbCKUI
MHCTUTYT JOKYMEHTOBEAEHUS U
apxuBHOTO Jena mail@vniidad.ru

B pexBu3uTe «aapecar» qOMyCcKaeTcs yrnoTpeoasTh 0003HaAUCHHE «T-HY»
(TrocTIONVMHY) WITH «T-3Ke» (TOCTIOKE).

r-Hy Kosnosy B.A.

r-xe Ceposoii FO /1.

B PEKBU3UTC «aApeCaT» HHUIHUAJIBI BCEraa CTaBiATCA IIOCJIC (baMI/IJ'II/II/I.
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5. I'pug
ymeepatcoeHus
00Kymenma

I'pud yTBep>kIeHUs IPOCTaBIIAETCS HA JIOKYMEHTE B CIIydae ero
YTBEPKACHUS AOJKHOCTHBIM JIMIIOM, PACIIOPSAUTEIIbHBIM TI0KYMEHTOM
(mocTaHOBICHUEM, PEILICHUEM, IPUKA30M, PACIIOPSKEHUEM ) WM PELICHUEM
KOJIJIETHAJIHOTO OpraHa.

I'pud yrBepxaeHus pa3MeLIaeTcs B IPaBOM BEPXHEM YLy IEPBOIO JINCTA
nokymeHTa. CTpOKH peKBU3UTa BBIPABHUBAIOTCS 110 JIEBOMY MU
LEHTPYIOTCS OTHOCUTEIBFHO CaMOW JUIMHHOM CTPOKHU.

ITpu Hanu4uK ABYX WM HECKOJBKUX IPU(OB YTBEPKAECHHUS OHU MOTYT
pacrosararhCsl CIipaBa U cjieBa OT HaMEHOBAaHUS BUJA JOKYMEHTa,
pa3MeIaemMoro o LeHTpy.

ITpu yTBEp)AeHUN TOKYMEHTA JOJKHOCTHBIM JIMLOM Ipud yTBEpKAECHUS
coctout U3 cinoBa «Y TBEPXKJIAIO» (nmponucHsiMu OykBamu),
HaMMEHOBAHUS I0JKHOCTH JIMIA, YTBEPKIAIOIIEr0 JOKYMEHT, €0 MOJIHCH,
MHHULKAJIOB, (paMMINU U JaThl YTBEP)KICHHUS.

YTBEPXIAIO
Hupexrop BHUMBK

[onnuce A.IL. IlerpoB
06.11.2020

[Tpu yTBep>)A€HUHN JOKYMEHTa PacCOPSIUTEIBHBIM JOKYMEHTOM Ipud
yrBepxkaenus Bkimoudaet cioBo Y TBEPXKIEH (YTBEPX/IEHA,
YTBEPXIEHbBI nnu YTBEPXJIEHO), cornacoBanHoe ¢

HaUMCHOBAHUEM BH/JId YTBECPKAACMOI'0 JOKYMCHTA.

Permament YTBEPXJIEH
[IpaBuna YTBEPXIEHbI
HucTpykius YTBEPXJIEHA

FpI/I(i) YTBCPIKACHUA BKIHOYACT TAKKC HAUMCHOBAHUC PACTIOPAAUTCIILHOTO
AOKYMCHTA B TBOPHUTCIBbHOM MAACKE, €TI0 AaTy U HOMEDP.

PermamenTt VYTBEPXJIEH
npukazom BHUNJAL
ot 06.05.2020 Ne 125

[Ipu yTBepx)aAeHUN JOKYMEHTa KOJUIETHAIbHBIM OPraHOM, PELICHHS
KOTOPOTO (PMKCHPYIOTCS B IPOTOKOJIE, B TpU(E YTBEPKACHHS YKa3bIBACTCS
HAaUMEHOBAHHE OpPraHa, PEIEHHUEM KOTOPOro YTBEPKACH JOKYMEHT, faTa U
HOMEp NPOTOKOJA (B CKOOKaXx).

[Monoxenne YTBEPXJAEHO
penreHrneM o01ero coopanus
akuonepos [TAO «CoepOaHk»
(mpotokoin ot 06.05.2020 Ne 12)

6. Pezonwoyusn

Pesomrorus oopmisieTcss Ha cBOOOAHOM MecTe paboUero mojs JOKyMEHTa,
Ha OJIaHKEe Pe30JIIOLUH WM BHOCUTCSI HEOCPEICTBEHHO B CHCTEMY
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AJEKTPOHHOTO IOKyMEHTOO0O0POTA TOJHKHOCTHBIM JIUIIOM B KAPTOUKY
JIOKyMEHTa Ha 3aKiajiKy «Pe3omonusy.

Pe3omronus BriIrouaeT hpaMUINIO, MHULMAIBI UCIIOJHUTEINS], COJepKaHUe
HOPYYEHUs], CPOK UCIIOJIHEHUS], TIOAMHUCH JIMIA BEIHECIIETO PE30JIIOLUI0 U
JaTy, HalpuMep:

Urymuory U.N.

[Tporry noaroTOBUTH IUIaH

MEPOIPUATHI

Cpox — 15.06.2020

Ioamce

Jlata
Ha noxymenrax, He TpeOyIOLIMX OMOJIHUTEIbHBIX YKa3aHUil 110
UCTIOJIHEHHIO U UMEIOIIUX TUIIOBBIE CPOKU UCIIOJIHEHUS, B PE3OJIIOIIUH
yKa3bIBa€TCsl UCIIOJIHUTEIIb, IOANUCH aBTOpA PE30JIIOIMH, 1aTa.
ITpu yka3aHUU HECKOJIBKUX UCIIOJTHUTEINIEH (paMuiIns OTBETCTBEHHOIO
UCIIOJIHUTENIS] YKA3bIBACTCs IEPBOM, MJIM IOJYEPKUBAETCSI.

7. 3azonoeok K
mekcmy

Cocrapnsercs Kk 11000My JOKYMEHTY U OTpa)kaeT KpaTKoe CoAep KaHUe.
3aroJ0BOK K TeKCTy opmyiupyetcs ¢ npeaioroM «O» («O0») u oTBedaeT
Ha BOIIPOC «O 4eM?»:

npukas (0 yeM?) o IpeMUpOBaHUU PaOOTHUKOB OpraHU3aIUH;

npukas (o yeM?) 00 yrBepxaeHur MHCTpYyKINY 110 1e10IpOU3BOICTBY;
nucbMo (0 yem?) 0 IpeioCcTaBIeHNU HH(OpMaIUU

3aroJ0BOK JI0JI’KEH COCTOSTh U3 OJHOM (pasbl.

3aroyioBOK K TEKCTY 0(hOpMIISETCS TI0J] pEKBU3UTaMU OJIaHKA OT TPaHUIIbI
JIeBOTO 1ouis. B pemenusx, npukasax u Ipyrux JOKyMEHTaX C MPOJ0IbHBIM
PAcHOI0KEHHEM PEKBU3UTOB 3ar0JIOBOK K TEKCTY MOXKET 0(OPMIISTHCS Hal
TEKCTOM MOCEPENHE paboyero noiis JOKyMEHTa U LIEHTPUPYETCH.
3aroj0BKH, COCTOSIINE U3 HECKOJIBKUX CTPOK, IEYATAIOT Yepe3 OAUH
MEKCTPOUYHBIN MHTEPBaAJ. B KOHIIE 3aroioBKa TO4Ka HE CTABUTCS.
3aroJ0BKH HE 3aKJIIOYAIOTCS B KaBBIYKU U HE MOUYEPKUBAIOTCA. Bo3MoxkHO
UX BBIJICJIEHHE MOTYKUPHBIM MIPUDTOM.

3aroJ0BOK K TEKCTY MOXET HE COCTABJISITHCS, €CIIM TEKCT JOKYMEHTa He
npesblmaeT 4-5 CTpok.

8. Ommemka o
KOHmpoae

[TpocraBmnsiercs B kKapTouke JokyMeHTa. B Oymaxknom dopmate —
npoctabisiercs ramnom «KoHTpoiib» Ha BEpXHEM M0JIE€ JOKYMEHTA.
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9. Texcm
00Kymenma

TekcT JoKyMeHTa TOJDKEH ObITh KPAaTKUM, YeTKUM U HE JOMYCKaTh
Pa3IMYHBIX TOJIKOBAHHIA.

TekcT nenuTcs Ha CMBICIIOBBIE YaCTH: BBEICHUE (KOHCTATUPYIOLAs 4acTb,
M3Jararolnas OCHOBaHUE Ul COCTABJICHHsI JOKYMEHTa), OCHOBHAs 4acTb
(1o0Ka3aTeNbCTBO) U 3aKIIOUYCHHE.

Bcerynnenue npennosnaraet BBeACHUE B TEMY M COJIEpKaHUE TEKCTA,
MpeICTaBICHUE MaTepraia, IOCTAHOBKY MPpoOsieMbl. B 3Toif yactu
YKa3bIBAIOTCSl OCHOBAHUS WJIM MPUYHUHBI COCTABICHUS JOKYMEHTA.

B 0cHOBHOI1 yacTu COAEPKUTCS KITI0YeBast HHPOPMAIUS: U3TIaraloTCs
pelIeHHs, PaCIOPSHKEHHS, TPEATIOKESHNSI, MHEHUS, BEIBOBI, TPOCHOBI.
BaxxHo BBIZIEpKaTh COOTHOIIEHNE OOLINX M YaCTHBIX BOIIPOCOB,
(haKTHUECKUX U CTATHUCTUUECKUX cBeneHuid. CoepKaHne OCHOBHOW YacTH
MOJKET BKIIFOYATh CBEICHHSI, HA OCHOBAaHUU KOTOPBIX MPHHUMAIOTCSI
peleH s, 37IeCh )K€ MOXKET ObITh ITPEJCTABIICH aHAJIM3 U OLIEHKA CUTYaIUH.
B 3akitoueHue moiBOAUTCS UTOT, (HOPMYITHPYIOTCS BBIBOJIBI, CYMMHPYETCS
CKa3aHHOE.

Ecnu TekeT 1oKyMeHTa COCTOUT U3 O/IHOM (hpasbl, TO B IEPBOM €€ YacTu
YKa3bIBa€TCSl OCHOBAHHE WJIM MPUYMHA COCTABJICHUS TOKYMEHTa, BO BTOPOI
— peleHue, pacopsbKeHHe, Mpockoa.

Ecnu xe copeprkanre JOKyMEHTa HE Hy)KJaeTcs B TIOSICHEHUH U
00OCHOBAaHUH, TEKCT MOKET COJIEPKATh OJTHY 3aKIIOUUTEIbHYIO YaCTh.

B TekcTe n1okyMeHTa, HOJArOTOBIEHHOM Ha OCHOBAHUH 3aKOHOIATEIbHBIX
WJIA UHBIX HOPMATUBHBIX [TPABOBBIX aKTOB, PaHEE M3JIaHHBIX
pacropsAUTENbHBIX TOKYMEHTOB, YKa3bIBACTCSl HAMMCHOBAHHE BU/IA
JTOKYMEHTA U 3ar0JIOBOK K TEKCTY, a TAK)KE UX PEKBU3UTHI:

— HaMMEHOBaHME OpPTraHU3allly - ABTOpa JOKYMEHTA, JlaTa JJIOKyMEeHTa,
pETUCTpaIMOHHBII HOMEP JOKYMEHTA, 3ar0JI0BOK K TEKCTY;

— HaMMEHOBaHHME OPTaHU3AIMU WU JIOJDKHOCTHOTO JIUIA, YTBEPAUBIIETO
JOKYMEHT, JaTa yTBEPXKACHUS TOKYMEHTA.

TeKcT JOKyMEHTa MOXKET CO/ICPIKaTh Pa3/ieibl, MOIPa3Iebl, MyHKTHI,
MOJTYHKTHI, HyMepyeMble apabckuMu 1udpamu. YpoBHEH pyOpuKaiu
TEKCTa He JI0JKHO OBITh OoJee YeThbIpex.

B Tekcrax moKyMeHTOB ynoTpeOISIOTCS TOIBKO OOIIENPUHSATHIE TEPMHUHEI, a
Takxke ab0peBHaTyphl ¥ rpadUuecKue COKpaIIeHus.

ITpu noaroroBke TekcTa TOKYMEHTA ClIeAyeT COOM0IaTh MTpaBUia
HaMHUCAHUsI OPUIIMATBHBIX HANMCHOBAHHIA, YUCITUTSIILHBIX U CIUHHIL
U3MEPEHUsL.

[Tpu ynorpeGnennu B TeKCTe HaMIITUIT ULl MHULIUAIIBI YKa3bIBAIOTCS TOCIIE
bamunmm.

10. Ommemka o
Hanuwuu
RPUOIHCEHUA

CrnoBo «[IpunoxxeHue» Bceraa ynotpeOisieTcst B €JMHCTBEHHOM YHUCIIE.
B conpoBouTEeNnpHBIX TUCHMaX U IPYTUX WHPOPMALMOHHO-CIIPABOYHBIX
JOKYMEHTaX OTMETKA O MPHII0KEHUN 0(OPMIIIETCS MOJT TEKCTOM OT
I'PaHMIIBI JIEBOTO TOJIS CIEAYIOIMINM 00pa3oMm:

— €CJIM NIPUIIOKEHUE HAa3BaHO B TEKCTE:
[Ipunosxxenue: Ha 2 1. B 1 3K3.
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- €CJIM TIPUJIO’KEHHE HEe HAa3BaHO B TEKCTE, MIIM MPUIIOKEHUH HECKOJIBKO:
[Tpunosxenue: 1. Ilonoxenune 06 YnpapiieHUH peruoHAILHOTO
KpeauToBaHus Ha 5 JI. B 1 3K3.
2. CmpaBka 0 KaJJpoBOM COCTaBe YIIpaBJIECHUS
PETrMOHANIBHOTO KpeuTOBaHus Ha 2 J1. B 1 3K3.

- €CJI TIPUJIOKEHHSI COPOLITIOPOBAHBI:
[Tpunoxenue: oruer 0 HUP B 2 3Kk3.

- €CJIM TOKYMEHT, SIBJIIOILUICS NPUIOKEHUEM, UMEET MPUIIOKEHHUE C

CaMOCTOSITEIbHON HyMepaIuen CTPaHHIL:

[Tpunosxxenue: nucbmo Pocapxusa ot 05.06.2018 Ne 02-6/172 u npunoxenus
K HEMY, BCEro Ha 5 JL.

— €CJIM IPUJIOKEHUEM SBIISIETCS 000COOJICHHBIN 3JIEKTPOHHBIN HOCUTEIh
(KOMITaKT-TUCK, usb-Qien-HaKOmUTeNb U JIp.):
[Tpunoxenue: CD B 1 3k3.

B pacnopsiauTenbHbIX JOKYMEHTaX (IIOCTAHOBJICHUSX, PEILIEHUX, IPUKa3aXx,
PacopsKEHUSAX ), 1OTOBOPAX, NOJIOKEHUAX, IPABUIIAX, UHCTPYKLMAX U
JPYrUX JOKyMEHTaxX OTMETKa O MPHIOKEHUH 0()hOPMIISETCS CIEAYIOIUM
obpa3zom:
— B TEKCTE JJOKYMEHTA B KOHIIE ITyHKTa, B KOTOPOM YIIOMUHAETCS JIOKYMEHT-
NpUIIOKEHHUE, B CKOOKaxX yKka3blBaeTcs: (mpuiioxkeHue 1) win (mpuioxeHue
Ne 1).
Ha nepBom nucte 10KyMeHTa-NPUIIOKEHUS B IPABOM BEPXHEM YTy
yKa3bIBaeTCs:

[punoxxenune Ne 2

k npukaszy ®I'bY

HHUU «Bocxom»

ot 15.08.2020 Ne 112

CTpOoKM peKBH3UTA BBIPABHUBAIOTCS 110 JIEBOMY KPAr0 WU LEHTPYIOTCA
OTHOCHUTEJIBHO CaMOM JUIMHHOM CTPOKH.
Ecnn npunoxxeHuem K pacopsiAUTEIbHOMY JOKYMEHTY SIBIISIETCS
HOPMaTHUBHBIN IPABOBOM aKT UM MHOHM TOKYMEHT, YTBEPKIAEMbIH JAHHBIM
pacopsAUTENbHBIM JTOKYMEHTOM, Ha IIEPBOM JIUCTE IPUIIOKEHHUS
IPOCTABJISIETCS OTMETKA O MPUII0KEHUH (0€3 CChIIIKU Ha PacIOpsIUTEIbHbIN
JOKYMEHT) U TpU( YTBEP)KICHUS, B KOTOPOM yKa3bIBAIOTCS JaHHBIE
PacIOpsAUTENBHOIO JOKYMEHTA, KOTOPBIM YTBEPKIEH JOKYMEHT-
IIPUIIOKEHHE.

[Tpunoxenue 1

YTBEPXXJIEHO
npukazom ®I'bY HUU
«Bocxomy»

ot 18.05.2020 Ne 65
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[Tpunoxenue sSBISETCS HEOTHEMIIEMOM YaCThIO YTBEPKIAIOIIETO eTo
pacnopsaUTEIbHOIO JOKYMEHTA.

11. IToonuco

IToanuck BkIItOYaeT: HAMMEHOBaHKUE JOJKHOCTH JIMLIA, ITOAMUCHIBAIOIIETO
JOKYMEHT, €ro COOCTBEHHOPYUYHYIO [TOJIIUCh, PACIIU(POBKY OAMUCH
(uHULMATBL, paMuIn).

I'enepanpHBIl qUpEKTOP Iloonucw ILIL
ITetpos

Ecnn nokymeHT oopmiieH Ha GilaHKe OpraHU3alMHi, B HANMEHOBAHHN
JOJDKHOCTH HAaMMEHOBaHHE OPTaHU3alluH HE YKa3bIBACTCS.

Ecnu noxymeHT oopmiieH He Ha OjaHKe, B HAUMEHOBaHHUE JOJKHOCTH
BKJIFOYACTCs HAMMCEHOBAHNUEC OpraHu3aliumn:

['enepanbHblil nUpEKTOP
AO «utenuaBecT» Tloonucwe I1.II.
[Terpos

[Tpu odopmieHHH JOKYMEHTa Ha OJIaHKE JODKHOCTHOTO JIMIA TOJDKHOCTh
3TOTO JIUIIA B MOAUCH HE YKa3bIBAETCS

Ha BHYTpeHHUX TOKyMEHTax Ha3BaHUE OpPraHU3aIUN HE yKa3bIBACTCH.

HpI/I IIoAIMMCaHn IIOKYMCHTa HCCKOJIBKUMU OOJIDKHOCTHBIMU JIMIIaAMU,
3aHUMAIOIIMMU PA3HOE MOJIOKEHHE, MX TIOIITUCH PACIOIaraloTcs OJIHa MO
JPYTOil B MOCJIEI0BATEILHOCTH, COOTBETCTBYIOIIEH HEPAPXUN 3aHUMAEMbBIX
JOJDKHOCTEH

I'enepanbHbIl TUPEKTOP Ioonucw ILIL
[Terpos
I'naBHbIi OyxranTep Tloonucw AH.
TuroBa

HpI/I noANnrMCaHnu NOKYMEHTA HCCKOJIbKUMMU JIMIIAMHA PaBHBIX JIOJI)KHOCTeﬁ
HX IMOANKXCHU pacIioIararoTCs Ha OAHOM YPOBHE!

3am. aupekTopa 3aMm. aupekTopa

1o (pMHAHCOBBIM BOTIPOCAM 0 aIMUHUCTPATUBHBIM
BOIIpOCaM

Ioonuce ATl TletpoB Iloonucs E.A.
Mapwmenanos

B AOKYMCHTAaX, COCTaBJICHHBIX KOMI/ICCI/ICI;'I, B IIOAIIMCHU YKA3bIBACTCA CTATYC
JIMIIa B COCTaBC KOMHUCCHMU:

[Ipencenarens komuccun Iloonucs ILIL
[Terpos
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YeHbI KOMHUCCHM: Toonuce M.M.
Mumnaa

Toonucw AE.
[Tonroparkas

JIOKyMEHT MOKEeT OBITh HOANUCAH TOJIBKO TEM JIULIOM, JOJIKHOCTb U
(aMuus KOTOporo ykasaHa Ha JJokyMmeHre. [loanucanne nokymMeHTa Apyrum
JMLIOM C IIPOCTaBJICHUEM KOCOM YePThl WIIM HAJIHCH «33» HEIAOIYCTHMO.
[Tpn noanucanuy JOKyMEHTA JHMLIOM, UMEIOIIUM IIPABO MOAINCH B CIIy4ae
BPEMEHHOI'O OTCYTCTBHSI PYKOBOAMTEIS, UCIIPABICHHUS B HAUMEHOBAaHHUE
JOJDKHOCTH U paciM(poBKyY (paMuiInuu yxe NOArOTOBIEHHOIO U
COIJIACOBAHHOT'O MPOEKTA JIOKYMEHTa BHOCATCS OT PYKH HJIH C
UCIIOJIb30BAaHHEM COOTBETCTBYIOIIMX IITAMIIOB.

Ecnu paOoTHUK OpraHu3aluy IpUKa30M Ha3HAUY€H UCIIOIHSIOIUM
00513aHHOCTH PYKOBOJUTEINS, HOAMHUCH OOPMIISIETCS CIIeLyIOLM 00pa3oM:

HN.0. renepaibHOrO JUPEKTOpa THoonuce C.H.
ApOy30B

nin

Hcnonustonuii 06s13aHHOCTH
TeHepaIbHOI'O TUPEKTOpa Ioonucw C.H.
ApOy30B

[Tpu opopmieHnn moANMCH HAMMEHOBAHUE JTOJKHOCTA HAYMHACTCS OT
JIEBOTO TI0JIA, a MocieIHss OykBa (paMuInu OKa3bIBaeTCsl Ha TPaHHILIE
MIPABOro MOJIS.

[Ipn HanMUMK HECKOJIBKUX MOAMKUCEN MO rPaHULE MPABOTO MO
pacrionaraeTcs camast JJIMHHAsE (aMIITUS, @ OCTaJIbHBIC BEIPABHUBAIOTCS T10
WHUIHATIaM.

JomyckaeTcsi HIeHTpUpOBaTh HANMEHOBAHKE JJOJDKHOCTH JIUIIA,
MOJIITUCABIIETO TOKYMEHT, OTHOCUTEIHHO CaMOM JUTMHHON CTPOKH.

[Tpr HanMEeHOBAaHNUY JOKHOCTH, 3aHUMAIOIIEM HECKOJIBKO CTPOK,
pacmudpoBKa MOANMKUCH NIEYATACTCS HA YPOBHE HUKHEH CTPOKH.

12. Ommemka 06
9/1eKMPOHHO
noonucu

Hcnonp3yeTcst mpu BU3yanu3aliy JIEKTPOHHOTO JOKYMEHTA, ITOIMUCAHHOTO
AIIEKTPOHHOH MOAIHUCHIO.

OTmeTKka 00 3JeKTPOHHOMU MOANUCH BKIIIOYAET:

¢bpasy «loKyMeHT MOAMUCaH AIIEKTPOHHOH MOIMTUCHION;

HOMEp cepTU(HKATa KIH0Ua dJICKTPOHHOU MOAIHUCH;

bamMmmio, UMs1, OTYECTBO BIIAJIENbIIa CepTU(UKATA;

CPOK JIEHCTBHsI cepTHdHKATA KIIF0Ya JICKTPOHHOM MTOIITHCH.
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Mpumep —

OwmbGne- AOKYMEHT NOANUCAH
Ma BNEKTPOHHOM NOANWUCHIO

HaumeHosaHue Opraxa
anactm H.H. Hukonaee
ROMKHOCTH Coprwdwxar 1a11122a000000000011

Bnageney Huxonaes Huconai Huxonaeens
Neacreurenes ¢ 01.12.2012 no 01.12.2017

OtMeTka 00 371€KTPOHHON MOANUCH MOXKET BKJIIOUaTh U300pakeHHUe
5MOJIeMBbI, TOBAPHOT'O 3HAKa (3HaKa 0OCIy>KHBaHUs) OpraHU3all1 B
COOTBETCTBHH C JIEHCTBYIOIINM 3aKOHO/1AaTEIILCTBOM.

OtMeTka 00 3J1€KTPOHHOMN MOANUCH, KaK IIPAaBUIIO, opopMIIseTcs 1
JOKYMEHTOB, TIOANUCAHHBIX YCUJICHHOH 3JIEKTPOHHOM MOIHCHIO.

[Tpu BHyTpeHHEM 0OMeHe JOKYMEHTaMH U IIPH 0OMEHE ¢ OpTraHu3aIHsIMU
napTHEpaMH, €CIIU 3TO MPEAYCMOTPEHO COTJIAIIEHUEM MEX,y CTOPOHAMH,
OpraHU3alMy MOTYT UCIIOJIb30BATh YCHJICHHbIE HEKBATH(DUITMPOBAHHBIC U
MIPOCTHIE ANEKTPOHHBIE TTOIMTUCH.

OtmeTka 00 37EKTPOHHON OJMUCH PacTojaraeTcsi Ha TPaIUIIMOHHOM MeCTe
COOCTBEHHOPYYHOU MOJIHMCH: MEKIY HAMMEHOBAaHUEM JOJKHOCTH
MOJIMMCHIBAIONIETO JIMIA U paciIuppoBKOK moanucH. Eciu 351eKTpOHHBIIHA
JOKYMEHT oopmIisieTcsl Ha OJIaHKe JJOJDKHOCTHOTO JIMIIA, YKa3aHHs Ha
HaMMEHOBAHUE JIOJDKHOCTH JIUIA, TOAMUCHIBAIOLIETO JOKYMEHT, He
TpeOyeTcs..

13. I'pugp
co2nacoeanus
00Kymenma

I'pud cornacoBanus JOKyMEHTOB NPOCTABISIETCS HA JIOKYMEHTAX,
COIJIACOBAaHHBIX OpPraHaMH BJIACTH, OpPraHU3aLUsIMHU, JOKHOCTHBIMU
JULAMH.
I'pud cornacoBanus B 3aBUCUMOCTH OT BHJIA JIOKYMEHTA MOXKET
IIPOCTABIIATHCA:
- Ha TIEPBOM JIMCTE JIOKyMEHTa (€I TOKYMEHT UMEET TUTYJIbHBIN JIUCT — Ha
TUTYJHHOM JIMCTE) B JICBOM BEPXHEM YTy Ha YpOBHE rpua yTBepKIeHUs
WM TI0JT HANMEHOBAaHUEM JIOKYMEHTA OJIMKE K HIKHEMY TIOJTIO;
- Ha NIOCJIEIHEM JIUCTE JOKYMEHTA MOJI TEKCTOM;
- Ha JINCTE COTJIACOBAHUS, SBJISIOIIEMCSI HEOTHEMIIEMON YacThiO IOKYMEHTA.
I'pudom cornacoBanust JOKyMeHTa 0OPMIISETCS:
- BHEILIHEE COIJIAaCOBAHUE JJOKYMEHTA — C OpraHaMH BJIACTH, OpraHU3alHsIMH,
JOJKHOCTHBIMU JINLAMU CTOPOHHUX OpPraHU3alNM;
- BHyTPEHHEE COTJIaCOBaHUE C KOJUIETHAIbHBIMU OpPraHaMH OpraHU3aluy -
aBTOPA JOKYMEHTA.
Cocrout u3 cinoBa COI'JTACOBAHO (6e3 kaBbIYeK), JOJDKHOCTH JINIIA,
KOTOPBIM COTJIaCOBAaH JOKYMEHT (BKJIIOYas HAMMEHOBAHUE OPTaHN3aINN) B
MMEHUTEJILHOM MaJIeXke, ero COOCTBEHHOPYYHOH MOAMUCH, PacIIN(POBKH
MOJANUCH (MHUIUAJIOB, (JaMIIIMK) U JaThl COITIACOBAHMS:

COI''TACOBAHO

[pencenarens nepBuYHOM NMPO(HCOO3HON

opranmzamu AY «Hedreroranckuit

MOJIUTEXHUYECKUI KOJUIEK

Iloonucw A.T'. Bypmucrposa

Jlata
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Ecnu cornmacoBanue oCyIiecTBIsIETCS! KOJUIETHAIbHBIM OPTaHOM, B rpuge
COTJIACOBAHUS YKa3bIBAIOTCS CBEACHHS 00 OpraHe, COraacoBaBIIEM
JOKYMEHT, JIaTe ¥ HOMepe MIPOTOKOJIa, B KOTOPOM 3a(UKCUPOBAHO PEIICHHE
0 cornacoBanud. Ecnu cornacoBaHue oCymecTBIsIeTCS JOKyMEHTOM,
YKa3bIBAIOTCS: BUJI JIOKYMEHTA, OPTaHU3allHs - aBTOP JIOKYMEHTA, J1aTa u
HOMEp JTOKYMEHTA.

HanmMeHoBaHue coriacyroIero oprana Wi J0KyMEHTa YKa3bIBaeTCs B
TBOPUTEIILHOM TaJIeKeE.

COI'JTACOBAHO

CoBeToM JUPEKTOPOB

AO «IIpodwb»

(poTOKOI OT No )

COI'JTACOBAHO

nucbMoM PocapxuBa

(ot Ne )

Ecnu rpudsr cornacoBanus oopMIIIOTCS Ha OTACIBHOM JIHCTE
COIIaCOBaHUs, Ha JJOKYMEHTE B TOM MECTE, € TOJKHbBI IIPOCTABIIATHCS
rpudBbl COTNIACOBAaHUS, MPOCTABIISIETCSI OTMETKA: «JIMCT cormacoBaHus
npuiaraercsy. JIuct cornacoBanust popmupyercs cpeacrsamu «1C:
JIoKyMeHTO060pOT 8».

14. Bu3swt
coz2nacoeanus
00KyMenma

BHyTpeHHee coriacoBaHue 10KyMeHTa 0(pOpMIISETCSl BU30M COITIaCOBaHMUS.
CBeneHus 0 BU3€ COTIIACOBAHUSI aBTOMATUYECKH PETUCTPUPYIOTCS B YU€THOM
KapTouKe JOKyMEHTa Ha 3akiajake «Buzay.

BHayTpeHnHee coryiacoBaHue NpeanosaraeT OJJ1H U3 TPEX Pe3yIbTaToB
COTJIACOBAHUSL: «CO2NACOBAHOY, KCO2NACOBAHO C 3AMEUAHUAMUY, KHE
CO2NACOBAHON.

PesynbTar «ne coenacosarnoy npennonaraeT HaIM4YMe NPUHLIMITAATBHBIX
pa3HorIacHii ¢ MO3ULMEN aBTOpa T0KyMEHTA.

PesynabTar «coenacosano c 3ameuanusmuy npeanogaraeT HaITu4Iue
3aMeuYaHuil, HOCSIIUX PEKOMEHIATENbHbIN XapakTep.

3aMedanust 0(pOPMIISIOTCS COTIIACYIOIIMM JIMIIOM B BUJIE OT/IEJIbHOTO (aiina,
C03/1aBaeMOro 10 madaoHy «3aMeyaHus», U MPUKPEIUIIOTCS K IIPOEKTY
JIOKYMEHTa, HaXO/SIIerocs Ha COTIaCOBaHUU.

ITpu nepenadye JOKyMEHTOB Ha OyMa)XHOM HOCHTEJIE, COTIACOBAHHBIX B
C3/1, B cTpyKTypHOE TI0JIpa3/iejieHUE, OTBETCTBEHHOE 33 apXUB, CBEACHHUS O
COIIACOBAaHUM PACIEUaThIBAIOTCS Ha JIUCTE COIVIACOBAHMS.

JIua, He corynacHble ¢ MPEASIOKEHUEM, U3JI0KEHHBIM B JOKYMEHTE, HE
MMEIOT IPaBa OTKa3bIBaThCs OT BU3UPOBAHUSI.

15. Ommuck
neuamu

Ha noxymeHTax, y1ocTOBEPSIONIMX MTPpaBa JInL, PUKCUPYIOMHKX (pakT
pacxo0BaHUs ICHEKHBIX CPEJCTB WIIM MaTePHUAIbHBIX IIEHHOCTEH, a TaKkKe
Ha WHBIX JOKYMEHTaX, IPeAyCMaTPUBAOIINX 3aBEPEHHUE MOIIICH IIeYaThiO B
COOTBETCTBUHU C 3aKOHOAaTenbcTBOM Poccuiickuit denepaiiu, noanuck
JIMIIA, TTOINHUCABIIETO JOKYMEHT, JI0JDKHA OBITh 3aBepeHa nevyarbio AY
«Hedreroranckuii MOJMTEXHUYECKUI KOJUTEKY.
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OTTuCK neyaTH IPOCTABISIETCS TAKUM 00pa3oM, 4TOOBI OH HE 3aXBaTHIBAI
COOCTBEHHOPYYHOH MOJMUCH JIUIA, TOANKUCABLIETO TOKYMEHT, HJIK B MECTE
0003HaueHHOM «M.IL.». OTTUCK NeYaTu AOJKEH ObITh XOPOIIO YUTAEM.

16. Ommemkxa o
3aeepeHuu Konuu

3aBepeHne COOTBETCTBUSA KOMUH IOKYMEHTA MOUIMHHUKY TPOU3BOAUTCS IS
NpUAAHUS €l FOPUANYECKON CUJIBL.
AY «Hedreroranckuit moMMTEXHUYECKUNA KOJUIEIK» MOXKET BbIIaBaTh
TPETHHUM JIMIAM KOIIUU TOJIBKO TE€X JOKYMEHTOB, KOTOpBIE CO3AaI0TCA B AY
«Hedrerorancknii MOTUTEXHUUECKHNA KOJUIEK» (32 NCKITIOYCHHEM
ApXUBHBIX CIIPABOK, COJCPIKAIIUX IIEPCOHAIBHBIC TAHHBIC).
OTtMeTKa 0 3aBEpEeHUH KOIHMH MPOCTABISIETCS] HA CBOOOJHOM OT TEKCTa MECTe
MOJ1 PEKBU3UTOM «IOJIHUCHY (OTMETKa 00 3JIEKTPOHHOM MOAINCH) WITH, IPU
OTCYTCTBMU CBOOOJJHOT'O MECTa Ha JIMLIEBOM CTOPOHE T0KYMEHTa, Ha 000poTe
JOKYMEHTA U BKJIIOYAET: CJI0BO "BepHO", HaNMEHOBaHUE TOJKHOCTH JINLA,
3aBEPHBILIETO KOIHIO; €r0 COOCTBEHHOPYUHYIO MTOJIITUChH; PacIN(ppPOBKY
NOJANMCH (MHULHMAJBI, (PaMUIINIO); ATy 3aBEpeHHs KOIUH (BBITUCKH U3
nokyMmeHTa). Hanpumep:

BepHo:

CexkpeTtapb-aenonpousBogutens  [loonuce DOUO

Hata
Ecnu konus BeIgaeTcs Ui MpeACTaBICHUsS B PYTYI0 OPraHU3altIo,
OTMECTKA O 3aBEePEHUHU KOIIUH JIOTIOJIHACTCS HAAIUChIO O MECTE XPaHEHHUs
JOKyMEHTa, ¢ KOTOporo 0bu1a u3rotoieHa konus («IloaaMHHUK 1OKyMeHTa
Haxoautcs B AY «HedreroraHckuii mOMUTEXHUUECKUN KOJIJIEIK» B JeIie
Ne....3a ... ro») 1 3aBepsieTcs MeYaThIO YUPEXKJICHHS, IS 3aBEPEHUs KOITNU
MOJKET IPUMEHSTHCS IITAMIT YUPEKICHUS.
Ecnu xomus 1oKkyMeHTa UMeeT HECKOJIBKO JIUCTOB, TO €€ MPOIIMBAIOT
HUTKaMH WM CKPEIUIEHHOTO HHBIM 00pa30M M Ha MOCIIEHEM JIUCTE (ero
00OpOTHOM CTOPOHE) ENAIOT HAKIIEHKY (TUIOMOY) C 3aBepUTEIHHON
Haanuchio: «IIpommro, MpOHYMEPOBAaHO U CKPEMJIEHO NEYAThIO
___KOIUYecmeo YUciom u nponuUcso auctoBy. Jlanee ykas3biBaeTcs
JOJDKHOCTH JIUIIA, 3aBEPUBIIETO KOTHIO, JINYHAS TIOAINUCH, paciuIndpoBKa
noanucy (MHUIMANbI, paMuius), nata, nedats. [leyaTs mpocraBuseTcs
TaKuM 00pa3oM, 4TOOBI €€ YacTH pacroyiarajiuch U Ha HaKJIeHKe, U 3a ee
rpaHuIaMHU.
Komun s1eKTpoHHBIX TOKYyMEHTOB, CO3/IJaHHbIC HAa OyMa)KHOM HOCHTETIE,
3aBEPSIOTCS B YCTAHOBJIIEHHOM TOPSIKE, C YKa3aHUEM, B KAKOH
MH(POPMALMOHHON CHCTEME XPAHHUTCS DJICKTPOHHBIN JTOKYMEHT.
Onepanuu no 3aBepeHHIo JOKYMEHTOB HE MOAJIEKAT YUETY U perucTpaiuu
B «1C: JIokyMeHTO0O0pOT 8»

17. Ommemxka 06
ucnosHumee

Brurodaet ¢pamMuiinio, UM B OTUECTBO (ITPH HAJTMYUH ) UCTIOTHUTEIIS, HOMEP
ero tenedoHa, Tak ke MOXKET JOMOTHITHCS HAMMEHOBAHHEM JIOJDKHOCTH,
CTPYKTYPHOTO TIOPA3/ICIICHHS U SJICKTPOHHBIM aIpECOM UCIIOTHUTEIIS.
Pacnionaraercst Ha JIMIIEBOW CTOPOHE MOCJIETHETO JIUCTA JOKYMEHTA OT
IPaHMIIBI JICBOTO TOJISL W, IPH OTCYTCTBUHM MECTA, - HA 00OPOTHOM CTOPOHE
JIMCTa BHU3Y CJIEBa, HAIIPUME:

HWnoun Unea Unvuy,

Omoen ynpaenenust nepcoHaIom, 8e0YUWULl CNeYUuaIucm
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+7(495) 924-45-67, llyin_lv@techno.ru
OtMmeTKa 00 UCTIOTHUTEIE MOKET OPOPMIIATHCS KaK HUKHUIA KOJIOHTHUTYI U
NevaTaThCsl MPUGPTOM MEHBIIIETO pa3Mepa.

18. Ommemka 06
ucnonnenuu
0OKyMeHma u
Hanpaenenuu e2o 6
oeno

WNudopmarius 0 HanpaBIeHUH B JIEJI0 OTPAKAETCS B KAPTOUKE JOKYMEHTA.
OTMeTKa 0 HalpaBJICHUN NOKYMEHTA B 1C€JI0 ONPCACIIACT MECTO XPaHCHU L
JIOKYMEHTA TI0CJIe 3aBeplIeHHs paboThl C HUM W BKITIOYaeT: ciosa "B meno",
MHJIEKC JieJ1a 110 HOMEHKJIAType Aell, B KOTOpOe MOMEIIAETCs JOKYMEHT Ha
XpaHEeHHe, ¢ yKa3aHWeM roja, J0DKHOCTH JIHIa, 0QOPMHBIIETO OTMETKY,
MoAmvcH, 1atel. Hampumep:

B nemo Ne 01-18 3a 2017 1.
3aB. OT/IEJIOM KOPIIOPATUBHBIX MPOCKTOB
Tloonuco Jlata

OTMeTKa 0 HAaNpaBJIEHUH JOKYMEHTA B J1€JI0 MOKET IOTIOTHATHCS
KpPaTKUMU CBEICHUSMU O XapaKTepe UCIIOJIHEHUS TIOKYMEHTa, HallpUMeED:
«Hanpasnen otsert (nara), (No)», «IIpoBeneHa KoHCyIbTaIMs 11O TeneOHy
(mata)», «YuTeHo npH pa3zpadoTke mpoekTa» u 1p. CBeaeHHs yKa3bIBAIOTCS
B Hayaje otMeTKu. Hanpumep:

Ortser Hanpasinen 04.05.2018 Ne 05-06/12
B neno Ne 05-06 3a 2018 r.
3aB. OTJEIOM KOPIIOPATHBHBIX IIPOCKTOB

IMToxmnuce
10.06.2018

ITpu ucnonpzoBanuu COJl OTMETKY JOMYCKAETCsl HE CTABUTh.

19. Ommemka o
nocmynjienuu
0okymenma ¢ AY
«Hegpmerozanckuii
nOUMEXHUYECKUIL
KOJ171e024C»

[TpocraBnsieTcs: B BUJIE MITaMIIa B IIPABOM HIDKHEM YTIIy JOKYMEHTA C
yKa3aHHEM BXOJSIIETO PErHCTPALIMOHHOTO HOMEPA M JaThl MOCTYTIICHUS
JOKYMEHTA.

HpI/I HeO6XOI[I/IMOCTI/I OTMETKA O MOCTYIUICHUU MOXKCT JONOJJHATHCA
yKa3aHHUEM BPEMEHH MTOCTYIUICHHS M CTIOC00a JI0CTaBKH JJOKyMEHTA.
HpI/I OTCYTCTBUU MECTA IJIA MPOCTABJICHUA OTMCTKHU O IMOCTYIUICHUU HA
JIMIIEBOM CTOPOHE MOCTYMHUBIIETO JOKYMEHTa OTMETKA CTABUTCS Ha
000pOTHOM CTOPOHE JINCTA.

4.3. bi1aHKHM 10KYMEHTOB
Hoxymentsl AY «HedreroraHckuii moJMTEXHUYECKUM KOJUTIEIK» OPOPMIISIOTCS Ha OJIaHKaX,
NPECTABIAIOMNX COO0O0M MIabIoH C 3apaHee HAHECEHHBIMH IOCTOSHHBIMH DPEKBH3UTAMHU U
OTBEJCHHBIMU MECTAMU JJIs IEPEMEHHBIX PEKBU3HUTOB.
bnanku nokymeHToB paspabatsiBaeT «Cekperapb-Ienonponu3BoauTenby. O0pasisl 01aHKOB

pasMEImaroTCd B  CIIPAaBOYHHKE

«llabmoHbr  ¢aiiIoB» u SBIASIOTCS  OOA3aTENHHBIMH IS

HCIIOJIB30BaHHA BCCMH pa60THI/IKaMI/I AY ((HC(I)TeIOFaHCKI/Iﬁ MOJIUTEXHUUYECKUM KOJIISIK npu

CO3JJTaHUU JJOKYMEHTOB.

Buner 6nankoB, mpuMeHsieMbix B AY «HedTeroranckuii NOITUTEXHUYECKUH KOJJIEMIK», U
npaBuiia uX 0popMIICHHUSI, TPUBEIEHBI B Ta0uIIE 6.

Tabauya 6
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Bua 61anka Onucanue 0J1aHKa M MpaBuUJIa opopmJiieHuUsI
—3mMOema uian ToBapHblil 3HaK AY «HedTeroranckuii moJTuTeXHUYECKUI
KOJUICIKY,

—nazBanue AY «Hedreroranckuii HOJUTEXHUUECKHUNA KOJUIEIK» (ITOJTHOE U
COKpaIlleHHOE),

— cripaBo4HbIe MaHHBIE 00 AY «HedTeroranckuii MOJTUTEXHUICCKUI
KOJUTEK».

Bnank nucoma Ha Gnanke nricbMa MpoOCTaBIISIOTCS. OTPAHUYUTEIBHBIE OTMETKH JIS
PEKBHU3UTOB:

— J1aTa JI0OKyMEHTa,

— perucTpanoHHbI HOMEP TOKYMEHTa,

— CChUIKA Ha PETMCTPALMOHHBIN HOMEP U 1aTy JOKYMEHTAa,

— azpecar,

— 3ar0JIOBOK K TEKCTY

bnank
CocraBnsercss Ha OCHOBE OJIaHKa MUChMa M COICP)KUT HAUMEHOBaHUE
O0JIHCHOCMHO020
JOTHDKHOCTH JIUIIA — aBTOpa IOKyMEHTa
auua
bnank o o
Copepxurt nosHoe HazBanue AY «HedTeroranckuil MoJMTeXHUISCKUI
KOHKPemHozo

KOJUIEZK», HAMMEHOBAHHUE COOTBETCTBYIOILLETO BU/IAa JOKYMEHTA, HallpUMeEp:
[TPUKA3, naty 10KyMeHTa, peTUCTPAIMOHHBIA HOMED IOKYMEHTA, MECTO
COCTaBJICHUS IOKYMEHTa

euda 0OKymenma
(3a uckniouenuem
nucoma)

bnaHku M3roTaBiIMBalOTCS HAa OCHOBE YIVIOBOTO WM IPOJOJIBHOIO PAaCIONIOKEHUS
pexBu3uTOB. [IpomonbpHOE pacmoNoKeHHe PEKBU3UTOB IMPHUMEHSIOT MpH O(GOpMIICHHUH OJaHKOB
KOHKPETHOTO BHJa JOKYMEHTa, a YIJIOBO€ — JJs OJIAaHKOB IHUCEM, T. K. IPaBblii BEpXHUH yroi
WCTIOJB3YeTCsl U yKa3aHUs ajpecara.

[TpomonbHBId OJaHK NpeAroyaraeT pacloyioKEHUE PEKBU3UTOB 3arojIOBOYHON YacTu
JOKYMEHTA BJIOJIb BEPXHEW YaCTH JIFCTa C X HEHTPOBKOH, T. €. PABHBIM yIaJICHUEM KaXKIOH CTPOKU
OT JIEBOT'O U IPABOTO MOJIS.

VYTI0BO€E pacronokeHue peKBU3UTOB MPEIOIaraeT uX pa3MelieHne B BEpXHEH JIEBOH YacTh
JHCTA.

PexkBU3NTHI «HaWMEHOBAaHWE OpPTAHM3ALWN», «CIPABOYHBIC JaHHBIE 00 OpTaHH3AIHUN»,
«HAaUMEHOBaHME BHUJA JIOKYMEHTa», «MECTO COCTAaBJIEHUS WM U3JaHUS JIOKYMEHTa» MOTYT ObITh
PAacIioyIoKeHbI OJJTHIM U3 CIIOCOOOB:

— (bnaHroBBIM, MPU KOTOPOM KaXKAas CTPOKAa PEKBHU3MTAa HAUMHACTCS OT I'PaHMIIBI JEBOTO
MOJIS1 U OKOHYAaHUS CTPOK HE BBIPABHUBAIOTCS;

— IEHTPOBAHHBIM, IIPH KOTOPOM HAYAJIO ¥ KOHEII K&KIOH CTPOKU PEKBU3UTA PABHO YAAJICHBI
OT TPAHMII 30HBI PACTIOIOKEHUS PEKBU3HUTOB.

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

JlokyMeHTBI AuTenbHbIX (cBbIme 10 j1eT) XpaHeHus T0JKHBI UMETh JieBoe 1oJie He MeHee 30
MM.

bnanku Moryt u3roraBiauBarbcs TUMOrpadckuM crocobom Ha Genoit Oymare minm Oymare
CBETJIBIX TOHOB KpacKaMH HACHIIIEHHOTO IBeTa. Takue ONaHKU WCTHOIB3YIOTCS Ui OYMasKHBIX
BEPCUI UCXOAIIUX JIOKYMEHTOB, KOTOpBIE MpecTaBisaioT AY «Hedreroranckuil moauTeXHu4ecKui
KOJIJIEIK» BO BHEIIHEH cpejie (MPUrTaieHns, TIO3ApaBIeHHUs, TIPEITIOKESHHS O COTPYAHHUYECTBE).
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4.4. Cocras 10kyMeHTOB Opranuzanmuu

B nearenbHoctn AY «Hedreroranckuil MOJUTEXHUYECKUH KOJUIEIK» 00paszyroTcs
CJIEYIOIIKE BUJIbI IOKYMEHTOB:

Oprasnu3anoHHO-NIPABOBbIe JOKYMEHTbI

- yupeuTenbHbIe JOKYMEHTBI® U COMYTCTBYIOMIAsA UM JOKYMEHTAIHs ",

- poTokoIibl HabmrogarensHOro COBETa, a TAKXKE YUPEAUTENEH H yIaCTHUKOB,

- MOJIOKEHUE O CTPYKTYPHOM MOAPA3/AC/ICHUH,

- JOJDKHOCTHAs! UHCTPYKIIUA.

Opranu3anoHHO-PaCHOPSIUTEIbHbIE JOKYMEHThI
- MpHKas,

- pelieHue,

- pacropshKeHue.

Ili1anoBo-y4erHsbie nokymenTsl (ITY )

- Tpynosoii norosop,

- JlonoJIHUTENIBHOE COTIAllIeHUE K TPYAOBOMY JOTOBOPY,
- Coryamenue o COTpyJHUYECTBE,

- JloroBop HaiiMa KHUJIOTO MOMEIICHUS.

Pernamentupyromue noxkymentsi (P/I)

- npaBua,

- TIOJIOKEHHS,

- periaMeHT,

- MOPSIOK,

- METO/HKA,

- pabouast HHCTPYKIIHS,

- porpamMMa pa3BHUTHS,

- KOJIJIEKTUBHBIHN JI0TOBOD.

NudopmanuoHHoO-cipaBOYHbIC JOKYMEHTbI

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

- 3asBIICHHE,

- CITy>KeOHBIE 3aITUCKH,

- CITy>Ke€OHBIE 3aMUCKU (CTUMYJIMPYIOIIIE BHIIATHI),

- JIOKJIa/IHas 3aMCcKa,

- OOBSICHUTENIbHAS 3aITHCKA.

4.4.1. Opranu3aliMOHHO-NIPABOBbIE JOKYMEHTbI

OpraHu3alOHHO-TIPABOBbIE JTIOKYMEHTHI SIBJISIOTCS MPABOBOM OCHOBOW JesTeNbHOCTH AY
«Hedreroranckuii MOJIMTEXHAYECKUN KOJIISK.

3 CocraB ydpeauTebHbIX JOKYMEHTOB 3aBUCUT OT OPraHU3alMOHHON (OPMBI FOPHAMYECKOTO JIMIA; COCTABISIOTCS NPH
CO3JJaHUH IOPUMIECKOTO JINIIA.

4 CBU/IETENLCTBO O TOCYIAPCTBEHHOM perucTpanuu ropuaudeckoro muna (OFPH), cBUIETENbCTBO O HOCTAHOBKE HA YYET
B HasoroBoM opraue (MHH/KIIII), nokymenTsl, noareepaatomue npasa AY «HedTeroranckuii NoJTUTeXHUIeCKUN
KOJUIEIK» Ha UMYILECTBO.
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Opranu3anuoHHO-TIPABOBEIE JOKYMEHTHI SIBISIOTCS O0€CCPOYHBIMHU, TO €CTh JIEHCTBYIOT 10
IIOJIHOW OTMEHBI WJIM A0 YTBEpPXKIACHUs HOBOW Bepcuu. VICKiIOYeHHE — IITATHOE pacClHUCAHHE
(pa3pabatbIBaeTcs U YTBEPKAACTCS PYKOBOIUTENIEM OPTaHU3aluU €KETr0/IHO).

Xpanenue B «l1C: JlokymeHTOOOOpPOT 8»: Tmamka BHYTPEHHUX JIOKYMEHTOB
«Opranu3alMoOHHO-TIPaBOBBIC IOKYMEHTBI.

4.4.1.1. YuypenurenpHble JOKYMEHTHI U CONYTCTBYIONIAA UM TOKYMEHTAIUs

YupeauTenbHble JOKYMEHTH® M COMYTCTBYIOIIAS MM JOKYMEHTAIHUA® COCTaBISAIOTCS IIPH
cozmanun  AY «Hedreroranckuii MOMMTEXHUUYECKHH KOJIEHK». B Xome AesITeNbHOCTH B
YUPEAUTENBHBIE JOKYMEHTBI MOTYT BHOCUTBCSI U3MEHEHHS U JOTIOJIHEHUSL.

Xpanenne B OyMa)XHOM BHJE B 3amupaeMbix MIKadax, 00ecrneyrBarolMX HX MOJHYIO
COXPaHHOCTb, IPEIOXPAHSAIOIIMNX JOKYMEHTBI OT IIbUIA U BO3JIEHCTBHS COJHEYHOI'O CBETA.

4.4.1.2. lIporokonsl Habntonarensnoro Coseta

Cocrapnstorest n3 nognanku «I[Ipoextsi» manku «lIpotokonsr HabGmomaTensHOro coBeta»
KaK BHYTPEHHUI JOKYMEHT 10 m1abioHy, BKIIOUeHHOMY B «1C: JJokyMeHTO000pOT 8.

[Iponiecc cormacoBaHus IIPOTOKOJA CTAPTYET aBTOMATUYECKU IIOCIE 3aKPBITHS KapTOUYKH
nokyMeHTa B mporpamme. CoriacoBaHHBIM MPOTOKON OyaeT aBTOMAaTHYECKH HalpaBieH Ha
YTBEPKJICHHE.

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

[Iporokon cocraBusierca  «CekperapeM-IeloNpoOru3BOIUTEIEM» WIH  HHHUIHAATOPOM
COBEII[aHUS HA OCHOBAHUU 3aIUCEHl, TPOU3BOIUMBIX B X0JI€ 3aceIaHus (COBEILaHMs ), U MAaTePHAIIOB,
MOJATrOTOBJICHHBIX JIOKJIATUUKAMH.

[Tporoxon popmupyercsa B «1C: JlokyMeHTOOO0pOT 8» Kak BHYTPEHHUIN JOKYMEHT B MaIllKe
«[Iporokosb mo mabdmony «I[IpoTokom.

OTBETCTBEHHOCTh 32 OPraHU3AIMI0 COTJIACOBaHUS, YTBEPKICHHS U UCIIOJIHEHHS TPOTOKOJIA
Bo3zjnaraercs Ha «Cekperapsi-1e’10pOu3BOIUTENSD).

[Tpotokonbl 3acenanmii  uneHoB HaOmomarensHoro coBeta AY  «Hedreroranckuit
MOJINTEXHUYECKUN KOJUIeK» O(opMIIsitoTcs B OyMa)kKHOM BMJIE€ JUISl MOCIIEAYIOLIEr0 XpaHEeHMs.
Bymaknast Bepcust mpoTOKoJIa MONUCHIBAETCS TPECeAaTeeM U CeKpeTapeM COOpaHHsL.

B kaprouke npoTokosa ykazbIBaeTCs /110, B KOTOPOM OH OyJIeT XpaHUTHCS.

OpuruHanbel  MPOTOKOJNOB  3acelaHuid  uieHoB  HaOmiomatenbHoro coBeta AY
«Hedreroranckuii NOTUTEXHUYECKUI KOJUIEDK» XpaHITCS y JUPEKTOpa KOJUIEIKa M IMOAJIEeXKaT
repelaye Ha apXMBHOE XPAaHEHHUE HE IIO3/IHEE YEeM 4YePE3 OJMH TOJ IIOCJIE 3aBEpUICHUsS UX B
JIENIONPOU3BOJICTBE B ycTaHOBIEHHOM B AY «Hedreroranckuii MOTUTEXHUYECKUN KOJUICIK)
MOPSIAKE.

[To pacnopsnkenuro nupektopa AY «Hedreroranckuii MONIUTEXHUUECKUN KOJJIEIK» KON
MPOTOKOJIOB 3acenannii wienoB HabmonarensHoro coBera AY «HedTeroranckuii moMTeX HUYECKUA
KOJUIE/IXK» MOT'YT MPEIOCTaBIATHCA ayIUTOPaM, IPEACTABUTENSIM HaI30PHBIX, KOHTPOJIbHBIX U UHBIX

® CocTaB yupenTeNbHBIX JJOKYMEHTOB 3aBUCHT OT OPraHU3alMOHHON (JOPMBI FOPHIMYECKOTO JIUIA.

® CeuzeTenbeTBO 0 TOCYIAPCTBERHOM perucTpanuu ropuandeckoro suna (OTPH), cBUETENLCTBO O MOCTAHOBKE Ha yueT
B HastoroBoM oprane (MHH/KIIII), noxymenTsI, monreepskaatomue npasa AY «HedreroraHcknii HONMMTEXHUYECKUHA KOJI-
JIe[K» HA UMYIIECTBO.
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roCyJapCTBEHHBIX OPraHoB. B aToM ciydae komus mpoTokosia oopmiiseTcst Ha OyMa>KHOM HOCHUTEIE
U 3aBEpsIETCS MpesIceqaTENEM.

Xpanenue B OyMa)XHOM BHJE B 3allUpaeMbIX MIKadax, 0OECHEUMBAIOMIUX HX IOJIHYIO
COXPAHHOCTb, NPEIOXPAHAIOIINX JOKYMEHTHI OT MbLJIX U BO3JEHCTBUS COJTHEYHOIO CBETA.

4.4.1.3. [losioxeHHE O CTPYKTYPHOM HOJAPA3ACICHUN

Cocransierca n3 nognanku «IIpoekTs» nanku «Opranu3aquoOHHO-IIPABOBBIE JOKYMEHTHI)
KaK BHYTpeHHHU NOKyMeHT «[loyojkeHue o mojpasaesieHur» 1o MadiioHy, BKIIoYeHHOMY B «1C:
JIokyMeHTOOOO0POT 8».

[lonoxxeHne 0 CTPYKTYpHOM IOAPA3JEIEHUU SIBJISETCS OCHOBHBIM JIOKYMEHTOM, Ha
OCHOBaHUU KOTOPOTO JACHCTBYIOT CTpYKTypHbie moapasaeneaus AY «Hedreroranckumii
MOJUTEXHUYECKUN KOJUIIEIK.

[TonoxxeHrne MOMKHO coaepkaTh YHUKAJIBbHBIA HAOOp 3amad ¥ (YHKIUN, HCKIIOYAIOIINN
OyOmMpoBaHWsI C  JOPYTUMH  CTPYKTYpHBIMH  monpazzaeneHusmu  AY  «Hedreroranckuii
MOJIMTEXHUYECKUM KOS,

[TonoxxeHne cocTaBisieTcss Ha OCHOBE IIOJIOKEHHUSl O BbILIECTOSIIEM monpazieneHuu. He
JOTYCKaeTcsl BKIIOUEHHE HHpopMaluu, He ciuenywoomed u3 [lonoxeHuss O BbIIIECTOSIEM
10JIpa3/iesICHUH.

[TonoxkxeHne MOMKHO cOAEpkKaTh MOJHYI0 HHPOpMAIUMI0O 000 BCeX AacheKTax ero
nesTesnbHOCTH. M3 cojepaHusl AOKHO CIIEOBAaTh OAHO3HAYHOE OMIPEIEIIEHHE POJIM M MecTa
nozpaszeneHus B cTpykrype AY «HedTeroraHckuii TOJTUTEXHUYESCKUI KOS,

B ITonoxxeHusix He JOMyCKAIOTCsl HEOJHO3HAYHBIE (POPMYIIHPOBKH, ITO3BOJISIONINE PA3IHIHOE
TOJIKOBAHUE UX COJEPKAHMUS.

[TonoxeHne o CTpyKTYPHOM IMTOAPA3/ACICHAN CONEPKUT CICAYIONIHNE 00s3aTeIbHbIE Pa3/Ieibl:

— 0011I1e NoJ0XKeHus,

— 1eJIU U 33/1a4H,

— (ynkuuu,

— TOJHOMOYHS,

— B3aMMOCBS3H,

— OTBETCTBEHHOCTD.

3amaum, pemaemble MOJpPa3AeICHUEM, JOKHBI OTpaXaTb BCE BHJIbI JIEATEIbHOCTH
NOJIPa3eNIEHUsI U COOTHOCUTBCS C JOCTUKEHUEM ITOCTABJICHHBIX LENIEH.

CreneHp JeTanu3alliy MpU MEPEUUCICHUM 3a7ad IpearoyiaraeT AajbHEHIIee pacKpbITHE
METO/I0B U CITIOCOOOB UX PEIIEHUs B BUJIE OCIEI0BATEIBHOTO U3I0KEHU (DYHKIMH oaApa3ieneHHs.

OyHKIMM TOJIpa3iesieHus TOJKHBI B ITOJIHOM Mepe pacKpbIBaTh KPyr 00S3aHHOCTEH B BHUJIE
KOHKPETHBIX JIEHCTBUI paOOTHUKOB, 3aKPEIUISIEMbIX 32 HUMH U CIYXKaIlIUX CPEACTBOM JJIs PEIICHUS
MOCTaBJIEHHBIX 33/1a4.

dopmynupoBka GYHKIUN JOKHA 00€CTIeYUTh BO3MOKHOCTH OIIEHKH KOHEYHOTO pe3yibTara
JIEUCTBHUS M €T0 KauecTBa.

HNanpHeiiimass neranu3anus (YHKIUH pacKpbiBaeTcss B JIODKHOCTHBIX HHCTPYKITHSX
pabOTHUKOB TO/Ipa3ICTICHUS.

4.4.1.4. 1oJoKHOCTHASI MHCTP YKITUS

CocrapinsieTcs Ha KaXyl0 TOKHOCTh U3 nognanku «lIpoekter» nanku «OpraHu3aioHHO-
MIPABOBbIE JIOKYMEHTB» KaK BHYTPEHHHH JOKyMEHT MO IIabjioHy, BKIOYeHHOMY B «lC:
JIoKyMeHTO000pOT 8.
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JloJKHOCTHAsT MHCTPYKLUS SIBISIETCSI OCHOBHBIM JJOKYMEHTOM, B KOTOPOM OIIpENeisieTcs
OpraHU3alOHHO-IIPABOBOE MOJIOKEHHE pa0OTHUKA U yCTAaHABJIMBAIOTCS T'PAHUILIBI €70 IOJKHOCTHBIX
00s13aHHOCTEH, ITPaB ¥ OTBETCTBEHHOCTH.

Jlo;kHOCTHAast MHCTpyKIMs (opmupyercss Ha ocHoBe IlonmoxkeHuss 0 CTPYKTYpHOM
MOJIPa3/IeIeHUH U JETAlIbHO DPACKPBIBACT COJEpKaHWE 3ajad W (DYHKIHHA, OMpEeAeTeHHbIX IS
JAHHOT'O CTPYKTYPHOTI'O MOApa3/ieseH s, B BUAE JOIKHOCTHBIX 00s3aHHOCTEN pabOTHHKA.

JloIKHOCTHAST MHCTPYKIIHS COIEPKUT CIEIYIONe 00s3aTenbHbIe pa3aebl:

— 0OIIHe MOJI0KEHHUS,

— JIOJDKHOCTHBIE 00S13aHHOCTH,

— TpaBa pabOTHHKA,

— OTBETCTBEHHOCTb Pa0OTHHKA,

— KBalM(UKAIMOHHBIC TPEOOBAHUS,

— ycJoBuUs pabOTHI.

4.4.2. Opranu3anuoHHO-pacnopsiAuTebHbIe 10KyMeHThI (OP/I)

Xpanenne B «l1C:  JlokyMeHTOOOOpPOT 8»: mamka BHYTPEHHMX JOKYMEHTOB
«OpranusanoHHO-pacnopsAuTeNbHbIe JOKyMeHThl (OPI)».

4.4.2.1. [lpuka3

CocraBnsierca u3 noananku «IIpoeKkTsl» NanmKu COOTBETCTBYIOLIETO BHJA IPHKa3a Kak
BHYTPEHHUH TOKYMEHT 110 11a0I0Hy, BKIt0UeHHOMY B «1C: JIokyMeHTOO00pOT 8».

[Ipuka3 wm3naercs pykoBomutenem AY «Hedreroranckuil MONMMTEXHUYECKUN KOJIICIKY.
HetictBue [Ipukasza pacrpoctpansercsa Ha aesrenbHocTb AY «Hedreroranckuil moauTexHu4ecKui
KOJUIEIDK) B LIEJIOM.

ITo conep:kaHUIO BBIAEIIAIOTCS PUKA3bI:

— II0 OCHOBHOM JICATCILHOCTH,

— aJIMUHUCTPATUBHO-XO351CTBEHHBIE,

— 10 JINYHOMY COCTaBY O MPEJOCTAaBICHUH OTIYCKOB, J€KYPCTBAaX, KOMAHIUPOBKaX,

— 10 JINYHOMY COCTaBy O MpUeME, IEPEMEIICHNHN, YBOJIbHEHHUH.

[Ipuka3 BcTymaer B CHIly ¢ MOMEHTA €ro IMOJIMCAaHUA W perucrpauuu. /laTtoil mpukasza
ABJISIETCA J1aTa ero nojanucanus. Jlara otobpaxaercs B nose «PerucTpanoHHbIii HOMEp» y4eTHOU
KapTOYKU JJOKYMEHTA.

4.4.2.2. Pemienue

CocraBnsierca u3 noananku «lIpoekTel» Hanku COOTBETCTBYIOIIErO BUJA PEHICHUS Kak
BHYTPEHHUH TOKYMEHT 110 1a0JI0Hy, BKIt0UeHHOMY B «1C: JIOKyMeHTOO00pOT 8.

Pemenne npuHuMaeTcs KoyeruaabHeIM opraHoM AY «HedTeroranckuil moauTeX HU4eCKHUit
KOJUIEIDK.

KomernanbHblil opran NpuHUMAET pelieHre B paMKax JIeJIeTHPOBAHHBIX €My ITOJTHOMOYHM,
KOTOpbIE 3a(pUKCUPOBAHBI B MOJIOKEHUH O KOJUIETHaJIbHOM OpraHe, MpHUKa3ax M MHBIX BHYTPEHHHUX
nokyMmeHTtax AY «Hedreroranckuii moJUTEXHUUECKUN KOJIIEIK.

Pemenus 3acenanuit unenoB HabmogarensHoro u [legarornueckoro coBera, a Takyke 00I1ero
coOpanusa koiwiektrBa AY «HedTeroraHckuii MOJUTEXHUYSCKUN KOJIJIEAK» BCTYIMAIOT B CHIIY C
MOMEHTa  IOANMCAHHUA  COOTBETCTBYIOIIETO  MPOTOKOJA  MpEACEeNareieM,  IPUCBOCHHUS
PETUCTPALIMOHHOTO HOMEpa M MPOCTABJIEHUs JaThl JOKyMeHTa. JlaToil pemieHus sBiseTcs Aara
MIPOBE/ICHUS 3ace/laHMsl KOJJIETHAIbHOTO OpraHa, Ha KOTOPOM OHO OBLIO MPHUHSTO.

Pemenus komernanpHeIX OpraHOB HE MOAJIEKAT JalbHEHIIEMy YTBEPXKIECHUIO TUPEKTOPOM
AY «Hedreroranckuii MOIUTEXHAUECKUN KOJUTEIK.
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KoHTponb  WCHONHEHMS  pelIeHHH  KOJUIETMAJbHOTO  OpraHa  OCYUIECTBIIETCS B
YCTaHOBJICHHOM IOPSIKE.

4.4.2.3. PactiopsixeHue

Cocrasisgercs u3 nognanku «IIpoexTe» manku cooTBETCTBYIOLIETO BUJIA PACIIOPSIKEHUS KaK
BHYTPEHHUH TOKYMEHT 110 mabiaony, BKIoYeHHOMY B «1C: JIoOKyMeHTOO00POT 8.

Pacnopspkenne  u3gaeTca  3amMecTuTenieM  aupekropa  AY «HedTreroranckuit
MOJUTEXHUYECKUH KOJIJISK» MU TIaBHBIM OyXTajaTepoM.

Pacniopsixenus 3amecturens qupekropa AY «Hedreroranckuii HOJUTEXHUYECKUH KOS
U3JIAIOTCS B paMKax IIOJHOMOYHWM, YCTAaHOBJEHHBIX COOTBETCTBYIOIIMMM JOBEPEHHOCTSAMHU,
IIPUKa3aMU U MHBIMH JOKYMEHTaMH O €ro ACSITEIbHOCTH M HE MOTYT IPOTHBOPEUYUTH IPHUKA3aM
nupektopa AY «HedTeroraHcKuil MONMUTEXHUIECKAN KOJUTISIDK.

Pacrniopspkenust riaBHoro Oyxraiarepa M3JalOTCs IO BOIpOcaM OyXTalTepecKoro ydera,
HOpsJIKa HAIOr000JI0KeHUs!, OyXraJITepcKO U HAJIOTOBOM OTYETHOCTH.

IOpuanueckyro cuiry pacnopsKeHUE IPUHUMAET IOCIIE €ro MOAIMCAHMS YIIOJIHOMOUYEHHBIM
muroM U peructpanuu B «1C: JlokyMeHTo000poT 8».

4.4.3. Il.1aHOBO-y4eTHbIE JOKYMEHTbI

Xpanenue B «1C: JlokyMeHTOOOOpOT 8»: mamka BHYTPEHHUX JOKyMeHTOB «IlimanoBo-
YYETHBIE JOKYMEHTBI.

CocTaBigroTCsl U3 NAIKU COOTBETCTBYIOIIETO BUIA JOTOBOPA KaK BHYTPEHHUH JOKYMEHT 110
111a0J10HY, BKJIIOUeHHOMY B «1C: JIokyMeHTO000pOT 8».

JloroBopHasi JOKYMEHTallUsl PEryJIUpyeT XO3SICTBEHHbIE M WHbBIE B3aUMOOTHOILICHUS
CyObEKTOB 3KOHOMUYECKOH /1€ TEIbHOCTH.

K 10roBOpHBIM JOKyMEHTaM OTHOCSITCSL:

— THUnoBas ¢popma JoroBopa,

— JI0roBOp, 3aKimtoueHHbI AY «HedTeroranckuil MoJIMTEXHUYECKUN KOJUIEIDK,

— JIONOJTHUTEIBbHOE COIJIAllleHue K JO0roBopy, 3akitoueHHoMy AY «Hedreroranckuit
MOJINTEXHUYECKUH KOJIIEIIK»,

— Jpyrue JTOKYMEHTBI, CONPOBOXKIAIOUINE JO0TroBOp (crmeuuduxanus, HakjiagHas, cyeT-
(dakTypa, aKT BBIIIOJIHEHHBIX paldoT).

4.4.4. Pernamentupyromue 10kymenTsl (P1)

Xpanenne B «1C: JlokyMeHTOOOOpOT 8»: mamka BHYTPEHHHX JIOKYMEHTOB
«Pernamentupyromnme 10kymMeHTsl (PL)».

Cocrasnstorest u3 noananku «IIpoexts» nanku «Pernamentupyromue nokymeHts! (P1)»
KaK BHYTPEHHUH TOKYMEHT 110 abaoHy, BKI0UeHHOMY B «1C: JIOKyMeHTOOO0POT 8.

Pernamentupytone noxkymentsl (PJl) ompenensior (yHKIMOHAIBHOE COJEpIKAHUE
nesrenbHOCTH AY «Hedreroranckuil MOMMTEXHUYECKUN KOJUIE/DK» B IEJIOM, €€ TOoJpa3iesieHuil u
pabOTHHKOB.

4.4.4.1. llpaBuia

[IpaBuia 3akperuisiOT YCIOBHSI W KPUTEPUHM BBIMOJIHEHMS olepainuil. YcTaHaBIUBAIOT
TpeOOBaHUS K IOMEIIEHUSIM, PeXKUMY TPY/1a, BHEIIIHEMY BH]TY, TIOBEICHUIO U OOIIEHUIO PaOOTHHUKOB.

ITpuMepbl TOKYMEHTOB: npasuia mpyoo8o20 pacnopsaoKka, npasuia 6e0eHus: meneg)oHHbIX
nepe2080pos, npasuna 6e0eHus KaccoGblX Onepayuli, npasuia eedeHus 0yxXeaimepcKoz2o yuemd,
npasuia nPOMuUEONONCAPHO2O PEHCUMA.
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4.4.4.2. llonoxeHus

[Momoxxenne 00 OOBEKTE HEATEIBHOCTA. B momoxkeHun o0 O0OBEKTe IeATEIbHOCTH
uHpopmanus o0 OOImMUX MpaBHIIAX PETIAMEHTHPYEMOTO Ipoiiecca mnpeodiaaaeT HaJ 4YaCTHBIMU
MpaBWJIaMU UX BBITIOJTHEHUS.

B kauecTBe 00bEKTA AEATEIBHOCTH BBICTYMAIOT:

— MPOJAYKT WU yCIyTa,

— OrOKETHI, TApUQBI, TUMUTHI, PUCKH U T. TI.

[Tonoxxenne 006 OOBEKTE IEATEIBHOCTH MOXET COJEp)KaTh: Ha3HauYeHUE, MapaMeTpbl
(XapakTepUCTUKH),  OTPAaHUYEHUS,  MOPAAOK  (HOPMHUPOBAHHS/MCIONB30BAHUSA,  (YHKLIUHU
COOTBETCTBYIOIIUX MOPA3/ICICHUA.

[IpumMepsl TOKYMEHTOB: MOIOJCEHUE O O0elonpou38oocmee, NonodiceHue o0 YnpasieHuu
0eOumopcKol  3a00JIHCEHHOCMbIO,  NON0JCEHUe 00 YNpaeleHUuu ONepayUOHHbLIMU  PUCKAMU,
Ilonoocenue 06 opeanuzayuu 06pa308ameIbHO20 NPOYECcd, NOLOHCEHUE O NeddA202ULeCKOM cogeme
u m.o.

4.4.4.3. Pernament

B nponenypax perinaMeHTHpYyeMOro mpoiiecca (OnrucaHue KOHKPETHBIX (QYHKIUH, oneparuii
U JICHCTBHIA €r0 Y4aCTHHKOB) 0053aTENbHBIX IS TPUMEHECHHUS.

[Tpumepsl TOKYMEHTOB: nOL0JCEHUE 00 Oniame mpyoa pabomHuKos KoJiedxicd.

4.4.4.4. llopsinok

[Topsimok ycTaHaBiIMBaeT MpaBUjia OPraHU3aIuU U IPOBEACHUS MEPONPUATUIN C LIETBIO
o0ecneYeHns JOCTYITHOCTH U OTKPBITOCTA WH(OPMALIUU O IEATEIHHOCTH KOJIJIE/IKA, a TAKKe
MpUMEeHeHus B paboTe.

[TpuMeps! TOKYMEHTOB: HOPAOOK MOPAILHO20 NOOWPEHUs, NOPAOOK OPeaAHUZAYUU U
nposedeHUst 0eMOHCMPAYUOHHO20 IK3AMEHA U M.O.

4.4.4.5. Metoniuka

MeTtonuka packpbiBaeT MHPOPMAIMIO O CIOCO0aX M CPeICTBax BBIMOIHEHHUS KaKOW-THO0
¢GbyHKIMM (onepaluun) cTaauu mnpoiecca.

[TpuMepbl TOKYMEHTOB: Memoouka paciema 4e2o-1ubo, Memoouxka oyeHKu 4e2o-1uoo.

4.4.4.6. PaGoyast MHCTPYKIIHS

B wuncTpyknmu wHpOpMAIMS O YACTHBIX MpaBUjaX M MPOILEAypax periaMeHTHPYeMOro
nporecca (onMcaHue KOHKpeTHBIX (YHKIU, onepalyii U AeWCTBUN €ro y4aCTHUKOB) Mpeoliaiaer
HaJ OOIIMMHU TIPaBUIIAMHU.

[IpumMepsl TOKYMEHTOB: uHCmpyKkyus no 6600y o0okymenmos 6 «1C: [lokymenmoobopom 8»,
UHCMPYKYUSL NO UCNOIb308AHUIO JJIeKMPOHHOU HOONUCU.

4.4.4.7. IlporpaMMa pa3BUTHS

[IporpaMma pa3BUTHS - ITO BaXXHEHIIMN CTPATETHUYECKH TOKYMEHT 00pa30BaTeIbHOTO
YUPESKACHUS, TMEPEXOIAMEro (Tepemenniero) B MHHOBAIIMOHHBIN PEeXUM JKU3HEICITEIbHOCTH U
MPUHSBIIETO 32 OCHOBY POrPaMMHO-1IETIEBYIO UJICOJIOTUIO PA3BUTHUS.

4.4.5. UH(popMaLIMOHHO-CIIPABOYHbIE JOKYMEHTbI

XpaHeHre  BHYTPEHHUX  HH(POPMAIIMOHHO-CIIPABOYHBIX  JOKyMeHTOB B  «1C:
JlokyMeHTOOOOpOT ~8»: mamka BHYTPEHHUX JOKyMeHToB «MH(popMannoHHO-CTIpaBOYHbIE
JTOKYMEHTBD».

CocTaBisrOTCSI W3 TManmKd COOTBETCTBYIOIIErO BHIA HH(OPMAIIMOHHO-CIIPABOYHOTO
JOKYMEHTa KaK BHYTPEHHUU JOKYMEHT 10 M1a0ioHy, BKiIroueHHOMY B «1C: JIokyMeHTOO00pOT 8.

4.4.5.1. 3asBKa Ha BBINOJIHEHHE PaOOT/YCIyT (3aKylKa MaTepralia/OCHOBHBIX CPEJICTB)
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3asiBKa Ha BBIMOJIHEHUE PA0OT/YCIIYT COACPKUT MPOCHOY pyKoBOIUTENO0 AY
«Hedreroranckuii moIUTeXHUYECKUN KOJUIEIHK» OT PYKOBOJIUTEINSI CTPYKTYPHOIO MOIpa3/IesIeHus O
3aKyIKe MaTepHuajIoB, 000PYAOBaHUs, 3aKIIOUYEHUN JOTOBOPOB, BhIJAaU€ CO CKJIa[ja MaTePUAIbHBIX
IEHHOCTEN U T.J.

3asBKa Ha BBIIIOJHEHHUE PAOOT/yCIyT OTHOCUTCS K JOKYMEHTAM I10 XO035SHCTBEHHOM
JESTEIIbHOCTH KOJUIE KA.

3asBKa Ha BBINIOJIHEHHE paboT/ ycayT (3aKylka MaTeprasia/OCHOBHBIX CPEACTB) OhOpMIIIETCS
coctaButeneM B «1C: JlokyMeHTOOOOpOT 8» Kak BHYTPEHHUH JOKYMEHT B TMamnke «3asBKa Ha
BBINOJIHEHHE PaboT/ycayr (3aKkylnka MaTepuasia/OCHOBHBIX CPEJCTBY IO MalioHy «3asBKa HA ....»
BbIOpaTh U3 MPEUIOKEHHOTO CIIHICKA.

B yueTHOi1 kKapTOUKE HEOOXOIMMO 3aTIOTHUTE!

— mnone «HanmeHoBanuey,

— omucaTh MPOU3BOICTBEHHYIO HEOOXOAUMOCTh 3aKyIKH/YCIIYT,

— yKa3aTb CyMMY 3aKyIKH/YCIYTH

K 3asBke HYXHO MpPHUKPENHUTh JONOJHUTENbHbIE (ailiibl, TEXHUYECKOEe 3aJaHue,
XapaKTEPUCTHKH U T.1I.

[Tocne 3aKpbITUSL YUETHON KapTOUYKH U BCEX MPHIIOKEHHBIX (ailioB 3asBKa HA BHIIOJHEHUE
3aKyIKy/yCIyrn Oy/ieT aBTOMaTHYECKH HaIpaBlieHa B 00pabOTKy M Ha COTJIaCOBaHKE B (PMHAHCOBO-
SKOHOMHUECKYIO CIIYkO0y, 3aTeM Ha YTBEPKACHUE U PETUCTPALIHUIO.

4.4.5.2. 3aaBnenue

3asBIeHUE COAEPKUT Mpochb0y pykoBoautento AY «HedTeroranckuili moiuTeXHUYECKUN
KOJIJIEIDK» OT MMEHU paboTHUKA. OTHOCHTCS K JTIOKyMEHTaM I10 KaJpOBBIM BOIpocaM (0 MpreMe Ha
paboTy, 00 YBOJIBHEHHH, O MPEAOCTABICHUN OTITYCKa).

3asBienne Ha oTIycKk odopmisercss coctaButeneM B «1C: JlokymMeHTOOOOpOT 8» Kak
BHYTPEHHUI JTOKYMEHT B Mallke «3asBICHUS Ha OTITYCK» MO MAOIOHY «3asiBICHUE HA OTITYCK».

B ydeTrHoi1 kapTOuKe HEOOXOIMMO 3aTIOTHUTD:

— none «HanmeHoBaHueEY,

— TPUIIOKEHHBIN (ailn «3asBIeHue».

IIpy HeoO6XOAMMOCTH K 3asBICHHMIO MOXKHO TNPHKPENUTHb JIONOJHUTENbHbIE (ailnbel. Bee
JIOTIOJTHUTEIbHBIE (Pailyibl JOJKHBI ObITH ONMHMCAHBI B TeKCTE (haina «3asBJICHHE HA OTIYCK» HIH B
nosue «Kparkoe conepkaHue» y4eTHOW KapTOUKH.

[Tocne 3akpbhITHS Y4ETHOW KapTOYKU M BCEX MPHIIOKEHHBIX (DaiIoB 3asBICHHE Ha OTITYCK
OyzeT aBTOMAaTUYECKM HANpaBJIEHO Ha COIJIACOBAHUE JMHEHHOMY pPYKOBOJIUTENIO, 3aTe€M Ha
yTBEpXKIeHHE U peructpanuio. [locae perucrpanuu 3asBieHus OyIyT aBTOMAaTUYECKH TTOCTABICHBI
3agaun Otneny kaJapoB U byxranrepun ais ydera OTIYCKa M BBIIUIATHI IEHEKHBIX CPEICTB.

4.4.5.3. Cny>xeOHas 3anucka

CocraBisieTcss Kak BHYTPEHHUI AOKYMEHT U3 nanku «CiykeOHble 3alHCKH» MO 1abIoHy
«CrnyxxeOHas 3amicKa.

CayxeOHast 3anucka sBisieTcs: GopMOi BHYTPEHHEH MEepenucKu U COAEPKUT 00CTOSTENbHOE
U3JI0KEHNE KaKOTO-THO0 BOMpOCa C BBIBOJIAMHU M TPEIUIOKEHUSIMH cOCTaBuTeNsl. Ha ocHOBaHHMM
NpeJCTaBICHHON HH(pOPMALIUK MOTYT IPUHUMATHCS YIPABICHYECKHE PEIICHMUS.

B ydeTHoi1 kapTOUKe HEOOXOIUMO 3aTIOTHUTD:

— mnone «HaumeHoBaHuEY,

— mpuioxeHHbIH (aitn «CiyxeOHas 3aITUCcKa;
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[Ipu HEOOXOIUMOCTH K CITYKeOHOW 3aIMCKe MOXKHO NMPUKPEIUTH JONOTHUTEIbHBIEC (aiiibl.
Bce nononuutenbHbie (Paiiibl JOHKHBI OBITH OMKMCaHbI B TeKCTe (aitna «CioyxxebHast 3amucka uid B
nosie «Kpartkoe conepkaHue) yueTHOM KapTOUKH.

Tekcr ciykeOHOM 3aMCKH MOXET COCTOSITh M3 JIBYX YacTeil. B mepBoi yacTu m3nararTcs
(bakThl WM COOBITHS, TOCITYKUBIINE MOBOJAOM K HAMCAHUIO 3aIMCKH, BO BTOPOH — BBIBOJBI U
MPEJIOKEHUSI O KOHKPETHBIX JEHCTBHUSX, KOTOpbIE, 10 MHEHHIO COCTaBUTENS, HEOOXOIUMO
NPEINPUHATH B CBS3H C M3JI0KEHHBIMHU (DaKTaMHU.

[Tocne 3akpbITHsI Y4EeTHOM KapTOYKU U BCEX NPUIIOKEHHBIX (haillloB ciyxeOHas 3amucKa
OyzZeT aBTOMAaTHYECKH HAampaBieHAa Ha COTJACOBAaHHE JIMHEHHOMY PpPYKOBOJHMTENIO, 3aTeM Ha
PacCMOTPEHHE U PETUCTPALIMIO.

4.4.5.4. CiiyxeOHas 3anucka (CTUMYIUPYIOIINE BBIILIATEI)

CocraBnsieTcs Kak BHYTPEHHHI JTOKYMEHT U3 nanku «CiykeOHble 3almuCcKu» M0 1abJoHy
«Cinyxe0OHas 3anucka (CTUMYIUPYIOLIUE BBIILIATHI ).

Crny>xeOHast 3anicKa siBisieTcst opMoii BHYTpEeHHEH MepenucKy U COAEP>KUT 00CTOATEIbHOE
M3JI0KEHHUE KaKOTO-THMO0 BOMpPOCAa C BBIBOJAMHU M TPEIUIOKECHUSMHU cocTaBuTelss. Ha ocHOBaHHMM
MpeICTaBICHHON NH(POPMAIIMN MOTYT PUHUMATHCS YIIPABICHYECKUE PELICHUS.

B yueTHOI KapTOUKE HEOOXOTUMO 3aNOTHHTH!

— mnoiue «HaumeHnoBanue,

— npuioxeHHbIN ¢aitn «CiyxeOHas 3aruckay;

[Tpu HEOOXOIUMOCTH K CIYKEOHOH 3alMMCKe MOKHO MPUKPEIUTH JOMOJIHUTEIbHBIC (PailiIbl.
Bce nononuTensHbIe Qaiiiibl TOKHBI OBITH OMMCAHBI B TeKCTe (haiina «CiyxeOHas 3amucKka» Win B
nosie «KpaTtkoe copepkaHue» y4eTHON KapTOUKH.

TekcT cmykeOHON 3alMCKA MOXKET COCTOATh U3 JABYX 4YacTeil. B mepBoii 4acTu m3nararorcs
(bakTbl WK COOBITHS, MOCIY)XHUBIIKME MOBOJIOM K HAMMCAaHHUIO 3alMCKH, BO BTOPOl — BBIBOIBI U
MPE/UIOKEHUSI O KOHKPETHBIX JIEHCTBHAX, KOTOpPBIE, 10 MHEHHUIO COCTAaBUTENS, HEOOXOIMMO
NPEINPUHATH B CBSA3H C M3JI0KEHHBIMHU (DAKTaMHU.

[Tocne 3akpbITHS y4yeTHOW KapTOYKH M BCEX INMPHIIOKEHHBIX (ailyioB city:keOHas 3amucka
OyzleT aBTOMAaTUYECKH HalpaBlieHAa Ha COIJacoBaHHE JIMHEHHOMY PpYKOBOJMTENIO, 3aTeM Ha
paccMOTpeHHe B (PMHAHCOBO-IKOHOMMUECKYIO CIIY>KOy M perucTpaluio.

4.4.5.5. JloknagHas 3aucKa

CocraBnsieTcs Kak BHYTPEHHUH TOKYMEHT M3 MHanku «J{oKjIajHble 3alMMCKU» MO MIa0JIOHYy
«JloknanHas 3anmmckay.

JloxiiagHas 3anucka siBisercs popMoi BHYTpEHHEH MEePEenucKd U COAEPKUT 00CTOSITEbHOE
M3JI0KEHHE KaKOTro-JINOO HapyIIeHHs C BbIBOJAMU U MPEUIOKEHUSAMH cocTaBuTens. Ha ocHoBaHuM
Mpe/ICTaBIeHHON MH(OpPMalMM MOTYT HNPUHHUMATHCS YIPABJIECHUYECKUE PEIICHHUS O IMPHUBICYCHHUU
BUHOBHBIX K JUCIMITIMHAPHON OTBETCTBEHHOCTH.

B yueTHO# kapTOuKe HEOOXOIUMO 3ATIOTHHUTD:

— none «HanmenoBaHue»,

— TpUIIOkKEeHHBIN aiin «/loknagHas 3anuckay;

[Ip1 HEOOXOIMMOCTH K JOKJIQJHOM 3alMCKe MOKHO MPHUKPENUTh JONOJHUTEIbHbIE (Hailiibl.
Bce mononautensHbie haiibl JOKHBI OBITH OMMCAHBI B TEKCTE (aitna «JlokmaaHas 3anmuckay Wik B
nosie «Kpartkoe conepkaHue) yueTHOM KapTOUKH.

TekCT NOKIaaHON 3alMCKU MOKET COCTOSITh M3 JBYX 4acTeil. B mepBoi yacTh u3nararoTcs
(bakTel WM COOBITUS, MOCITY>KUBIINE MOBOJAOM K HANHMCAHUIO 3alUCKH, BO BTOPOH — BBIBOJBI U
MPEJIOKEHNS! O KOHKPETHBIX JEHCTBHUSX, KOTOpbIE, [0 MHEHHUIO COCTAaBHUTENS, HEOOXOAMMO
NPEINPUHATH B CBSA3H C M3JI0KEHHBIMHU (DaKTaMHU.
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[Tocne 3aKkpbITHA YY4ETHOM KapTOUKHM M BCEX NMPUIIOKEHHBIX (ailloB ciyxkeOHas 3amucka
Oyzer aBTOMAaTUYECKM HAlpaBlI€HAa Ha COIJIAaCOBAaHHE JIMHEHHOMY pPYKOBOJUTENIO, 3aTe€M Ha
paccMOTpEHHE U PETUCTPALHIO.

4.4.5.6. OObsicHUTENBHAS 3alIUCKA

CocraBisieTcss Kak BHYTPEHHUH JOKYMEHT W3 manku «OOBsSCHHUTENbHBIE 3alUCKW» IO
mabnony «O0bsICHUTEIbHAS 3aTHCKaY.

OObsicHUTENbHASL 3amMCKa sBIsETCS (OPMON BHYTPEHHEH TMEPENUCKH W COJEPIKUT
0OCTOATENIBHOE U3JI0KEHHUE KAKOT0-TM00 HAPYIIEHUs C pa3bsiCHEHHEM (akTa HapylIEeHUs] KaKkoro-
0o nedcTBus MO0 Oe3neicTBHs cocTaBuTens. Ha ocHOBaHMM mpejacTaBIeHHOW HMH(pOpMAIMU
MOTYT HNPUHUMATbCS YIPABICHYECKHE PEIICHUS O NPUBJICYEHUHM BUHOBHBIX K JAUCLUUILIMHAPHON
OTBETCTBEHHOCTH.

B yueTHOl kKapTOUKE HEOOXOIMMO 3aIIOJIHUTH!

— mnoxae «HaumeHoBauue,

— TpuIoXKeHHBIH (aitn «OOBSICHUTEIbHAS 3aHCKaY;

[Tocne 3aKpbITHS yIETHOM KapTOUYKU U BCEX PUIIOKEHHBIX (DaillIoB 00BSICHUTEIbHAS 3aIHCKa
OyzeT aBTOMATHYECKM HAalpaBleHAa Ha COIJIaCOBAaHWE JIMHEHHOMY pPYKOBOJUTENIO, 3aTe€M Ha
paccMOTpEHHE U PETUCTPAIHIO.

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

ITonroroska npoekra OP/] BkiIroyaeT ciaenyronie dTamnsl:

— H3YyYEHHeE CYyILEeCTBa BOIpoca U cOOp HEOOXOAUMBIX CBEJCHUIA,

— cocraBienue Tekcra mnpoekra OPJ[ w3 coorBercrByromero mabimona B «lC:
JlokyMeHT0060pOT 8,

— coryiacoBaHue u yreepxkaeHue npoekta OPJl ¢ ucnonb3oBanuem mporecca «O6paboTka
IIPUKa3ay.

[Ipoexktsr OPJ] Bcex BUIOB, a TakKe€ M3MEHEHHMs] K HUM COCTABIIAIOTCS U3 IOJNANKU
«IIpoexTel» manku coorBercTBytomiero Buaa OPJl kak BHYTpeHHUH JOKYMEHT IO UIa0JIOHY,
BKiITOYeHHOMY B «1C: JIoOKyMEHTOOO0pOT 8».

ITocne 3akpbiTust kaprouku OPJ] nokymeHT Oyner HampaBlieH Ha coryiacoBaHue (1o
3a/laHHOMY MapIIpyTY, BKJIOYas IMHEHHOTO PYKOBOAUTENS) M YTBEPKACHUE JIUIY, OTBETCTBEHHOMY
3a €r0 MOAIHUCAHHUE.

JInst HampaBiIeHUS Ha COIVIACOBAHME NPHUKA3a C IPWIOKEHUEM YCTAaHOBUTE CBSI3b MEXIY
NPUKA30M U MIPUIIOKEHUEM K HEMY U J00aBbTE B CIIMCOK NPEAMETOB HY>KHBIA BaM JOKYMEHT.

5.1.2. TpeboBanus K cTpykType U coaep:xkanuio OP/{

Ob6s3arenbHbiMu  pekBu3uTamMu OPJl sBisttorcs: HaumeHoBanue AY «Hedreroranckuii
MIOJINTEXHUYECKUM KOJUIEK», HAUMEHOBAaHHWE BHUJAA JIOKYMEHTA, JaTa, PErUCTPALMOHHBIA HOMED,
MECTO COCTAaBJICHHUsI WJIM HU3JAHUSA JOKYMEHTA, 3arojJOBOK K TEKCTY, TEKCT JOKYMEHTa, IOMAIKCH,
OTMETKa 00 UCIOJIHUTEE.

Texct OP/l cocTouT U3 1ByX yacTel: KOHCTaTUPYIOLIEN U pacCOPSAUTEIbHOM.

B xoncTaTupyromei yactu gaetcsi 000CHOBaHUE PaCTOPSIUTEIBHBIX IeUCTBUI. B KadecTBe
000CHOBaHHUSA ACUCTBUI MOKET BHICTYIATh:

- HOPMaTUBHBIN ITPAaBOBOM aKT BBIIIECTOAIIEIO OPraHa WU PACTIOPSAUTENBHBIA TOKYMEHT,
paHee U3JaHHbIN OpraHU3alueH;
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- (bopmynupoBka 1eneil u 3amad, CTOSIMIMX IEpe] OpraHU3alyel, onucanue (aKTOB WIH
COOBITHH, NOCTYKUBIIMX IPUYMHON N31aHUS ITPUKaA3a.

OHa MOXET HAUYNHATBCS CIIOBAMHU «8 YEIsX», «8 COOMBEEMCMBUUY, 80 UCNOHEHUe» U T. [I.

Ecnmu OPJI u3naercs Ha OCHOBaHWHU APYTOro JOKYMEHTa, TO KOHCTaTUPYIOUIash 4acTh OyeT
coJiep’KaTh HAMMEHOBAaHUE 3TOT0 JIOKYMEHTA, €ro J1aTy, HOMEp U 3arojioBoK. B ydeTHON kapTouke
npoekta OP/] nomkHa ObITh YCTAaHOBJICHA CBA3b C JIOKYMEHTOM-OCHOBAHHUEM.

Koncrarupyromyro dacte (mpeamOyiy) OITyCKalOT, €CJIM COJEpKaHHE JOKYMEHTa He
HYK/1a€TCsl B IIOSICHEHUU UJIM 0OOCHOBAaHUH.

BBognas uacte npoektoB mnpuka3oB 3asepuiaerca cioBoMm ITPUKA3BIBAIO, koropoe
[Ie4aTaeTcss ¢ HOBOM CTPOKM IPONMCHBIMU OyKBaMu 0€3 pa3psAIKu C BbIJICIECHUEM IOJYKUPHBIM
mpudToM mim 0e3 BbIeeHus OT ad3alia, mocie KOTOPOro CTABUTCS IBOCTOYHE.

BBosHas 4acTh POEKTOB pEIIEHHH 3aBepIIaeTCs Ha3BaHUEM KOJUIEIHalbHOTO OpraHa, ero
npuHuMarolero, u caosa PEHINJL.

BBogHas 4YacTe IPOEKTOB pPACHOPSIKEHUHM, Kak TPaBWIIO, 3aBepIIaeTCcsl  CIOBOM
OBA3BIBAIO, HO B HEKOTOPBIX CIIy4asiX B 3aBUCUMOCTHU OT COJEPKaHUS paclOPsAUTEIbHON YacTh
nokyMenTa ciioBo OBA3BIBAIO mosxeT ObITh OIyIIEHO.

PacniopsiiutenbHas 4yacTb COCTOUT W3 IYHKTOB, B KOTOPBIX HM3JararoTcs YIpPaBJICHUECKUE
pereHus.

Ecin pemieHue sBISETCS OPraHU3alMOHHBIM («YTBEPAMTH», «CO3/aTh»), B IIYHKTE
pacropsUTeIbHON YacTH MpUKa3a GOpMYIHpYeTCs caMo pelieHre 0e3 yKa3aHus UCHOJHUTENEeH U
CpPOKOB HCHOJHEHMs. OpraHu3alliOHHbIE PELICHHs] BCTYHAlOT B CHUJIY C JaThl MOANHCAHUS U
perucTpanuy npukKasa.

Ecnu myHKT hopMynupyeT nopydeHue, B HeM yKa3bIBACTCSA:

- IOPYUYCHHUE;

- UCIIOJIHUTENb (MCIIOJHUTEIN);

- CPOK HMCIIOJIHEHHUS TOPYYEHUSI.

Ecin  ympaBieHueckoe — AecTBME — NpEANojaraeT  KOHKPETHOTO  HCIIOJIHUTEIS,
COOTBETCTBYIOLIUM IMyHKT JOJDKEH HAaYMHATHCSA C yKa3aHMUS JOJDKHOCTU U (aMHIIMU UCTIOIHUTENS
(MHMLIMAJIBI B TEKCTE CTaBATCS Mocie (paMUINK) B 1aTEIbHOM ajexkKe JUIsl IPUKA30B U POJUTEIHHOM
— nus pacnopsbkeHuil. Eciim B KadecTBe MCIOJHUTENS YKa3bIBacTCs IOAPA3JEICHHUE, TO IOCIE
Ha3BaHMs TOJpa3fiesieHus] B CKOOKax ykasbIBaeTcs (haMuius PYKOBOAMTENS MOJpa3/EieHUs B
UMEHUTENIBHOM NaleXe, Hanpumep:.

IMPUKA3BIBAIO:

1. 3aBemyromemy xossiictBom Paxmarynmuny A.P. B cpox mo 18.03.2017 mposectu
WHBEHTAPHU3AIIHIO. . .

WIn

1. XozsiictBenHoir uactu (Paxmatynmuny A.P.) B cpoxk no 18.03.2017 mposectu
WHBEHTAPHU3ALIHIO. . .

OBSI3BbIBAIO:

1. 3aBenyromemy xo3siictBom Paxmarynuny A.P. B cpok 10 18.03.2017 pa3paboraTs...

17001

1. XozsiictBenHoit yactu (Paxmarynuny A.P.) B cpok no 18.03.2017 pa3paborarts...

B mpukazax mo TM4HOMY COCTaBy (haMIIIMU, UMEHA U OTYECTBA IMHUITYTCS MTOJHOCTBIO.

Ecnmu B pacnopsauTensHOM JOKYMEHTE HEOJHOKPATHO YHOTpeOssercs, TO WM HHOE
MOHATHE, HAMMEHOBAHWE WM TIEPEUNCIIEHHUE Yero-mu0o, TO TpPHU TEPBOM YIOMHUHAHHH OHO
NPUBOANTCS 1IEJIMKOM, a B CKOOKaX YyKa3blBAe€TCS COKPALICHHOE Ha3BaHUE, HalpuMmep:
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Ilpouszsoocmeennviii omoen (Oaree — I10), mocne 4ero ymnorpeOdnsieTcss TOJIBKO COKpAIICHHOE
Ha3BaHUE.

Ecnu mpoekT pacnopsauTeNbHOTO JOKYMEHTa OTMEHSET MOJHOCTBIO WIIM YaCTUYHO paHee
U3JJAaHHBIC JIOKYMEHTBHI, TO B TPEAIOCICIHEM IYHKTE MPOEKTa PaCHOPSAUTEIILHOTO JIOKYMEHTA
HE00XO0/IMMO UX YKa3aTh.

Hanpumep:

3. Ilpu3HaTh yTpaTHBIIMM CHITY mpuka3 oT 25 centsops 2014 r. Ne 555 «O06 yrBepxkneHun
[TpaBu1 BHYyTPEHHETO TPYIOBOTO PACHIOPSIKAY.

B nocaennem IMIYHKTC pacrnopsauTCJIbHOr0 JOKYMCHTA YKAa3bIBACTCAd HAWMMCHOBAHUC
JOJDKHOCTH JIMIa, OTBETCTBCHHOI'O 3a €TI0 MUCIIOJIHEHUEC, C YKAa3aHUEM (baMI/IJ'II/II/I N MHHUIIUAJIOB.

Hanpumep:

4. KoHTpOJIb 32 CTIOTHEHHUEM MPUKA3a BO3JIOKUTH HA 3aMECTUTES T€HEPAIbHOTO AUPEKTOpa
NBanosa A.A.

5.1.3. CoriacoBanue u yrBep:xaenue npoekros OPJ[

CornacoBanue npoekta OPJ] nmpousBoautcsa B «1C:JokymenToob6opore 8». s Kaxaoro
Buga OPJ] HactpoeH mabioH COIVIACOBAHUS, KOTOPBIM COJCPIKUT CIUCOK 00S3aTeIbHBIX
COTJIACYIOUIUX JIMII.

OO6s13aTebHBIME COTJIACYIONMMHE JHIAMHK rpoekToB OPJ] sBnsiorcs’:

— PYKOBOIMTEINb MOJIpa3eNieHus, B KOTOPOM HoarotosiieH npoekt OP/l;

— PYKOBOIMTENH TOJpa3JeieHul, AEATEIbHOCTh KOTOPBIX 3aTParuBacTCs CoJepKaHUEM
npoekTa corinacyemoro OP/;

— OpUCT (Ha IpeaMET COOTBETCTBHS OTHOMOYHM U3AIOIIETO TOKYMEHT JIUIA COJIePKaHUIO
OP/1, a Take B 4aCTH OLIEHKH ITPABOBBIX BOIIPOCOB, BOSHUKAIOIIMX B CBSI3U C U3JaHUEM JIOKYMEHTA);

— «CexkpeTapb-1eT0npPON3BOIUTEIb) (Ha peaMeT COOTBETCTBUS HOpMaM
JIeTIOTIPOU3BOJICTBA U TpeOOBaHUAM HacTosIero [lomoxeHus);

— I'maBubiit Oyxrantep (ecnm conepkaHue mnpoekTa cormacyemoro OPJl cBszano ¢
pacxoJoBaHHWEM JEHEXKHBIX cpeacTB «Opranmzammu» win eciu npoekt OPJl  comepxkur
MPEITMCaHUe O JCHEKHBIX BBIIIATAX);

— OTBETCTBEHHBIN 32 KaJpOBYIO pabOTy (sl MPUKA30B MO JTUYHOMY COCTaBY).

OTBETCTBEHHOCTh 3a MPABWIBHOCTh TMOPSAKAa COTJACOBAaHUA U TOJHOTY CIHCKa
COTJIACYIONIUX JIMII HECET PYKOBOIUTENHh CTPYKTYPHOTO TMOJApa3/elieHus-pa3padoTunKka MPOeKTa
OP/.

Cpox popabotku mpoekta OPJl mocie OKOHYAaHHS dTara COTJIACOBAHHS OMpPEAEIseTCs C
Y4€TOM KOHEYHOTO CPOKa MOATOTOBKH JIOKYMEHTA.

KoppekTHoe ucrnosib3oBaHue TOTOBBIX 11a0J0HOB JOKYMEHTOB U 11a0JI0HOB TporieccoB «1C:
JoxymeHnToo60poT 8» ontuMusupyet padboty ¢ OP /I, moBbImaeT KayeCcTBO JOKYMEHTOB M COKpaIaeT
BpeMs Ha UX pa3paboTKy.

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

T [epeuens coanacyiowjux auy Modicem 6blmb CKOPPEKMUPOSaAn Npu 6HEOPEHUU C Y4emoM Op2aHUAYUOHHOT CIPYK-
mypsl nPOPeCcCUOHATLHOU 00PA308AMENbHOU OP2AHUZAYUU.

Crpanwnma 35 u3 81



bymaxknas Bepcusi OPJ] mojiexxutr BU3UPOBAHUIO YIIOJIHOMOYEHHBIM JnioM. [lepenauy
JOKYMEHTA Ha MOANKCaHKe ocyllecTBIseT «CekpeTapb-1eI0pOU3BOAUTEb.

Buecenne ucnpasnenuii B yreepxkaeHHblii OP/] 3anpemaercs.

[IpucBoenue  peructparmonHoro  Homepa OPJI  mpousBoautcs — «CekperapeM-
nenonpouspoaurenem» B «1C:JlokymMmeHTO000pOTE 8» MOCHIE €ro COTrJIacoBaHUS M YTBEPKACHUS 110
3apaHee HACTPOCHHBIM IpaBmiiaM Hymepauuu. s OP/] BeneTcs ckBo3Hast HyMepauus B peienax
KaJIEHJAApHOT'0 IoJ1a OTJAEJIBHO IS KaX/10Tr0 BUJa JTOKYMEHTA.

[Tocne perucTpauuu MpuKa3 JOJKEH ObITh HaAmpaBlieH Ha wucnonHeHue. «Cekperapb-
JeTOTIPOU3BOANTENb» BBOAUT JaHHBIE 00 HMCHOJHHUTESX U CPOKH HCIIOJHEHHS B aBTOMATUYECKU
OTKPBIBIIYIOCSA KapTOUKY Mpoliecca «VcroaHenue.

5.1.4. Ily6umkanus, xpanenue u gocryn k OP/{

OnektponHas Bepcusi OPJl xpaHuTcs B Manke JaHHOTO BUAA JIOKyMEHTa CIPaBOYHHUKA
«Buyrpennue aokymeHTb» mnporpamMmbl «1C: JlokymeHToo0opoT 8», Hampumep: «llpukaser no
OCHOBHOU 0esIMeNbHOCTNUY.

Opurunansabil  sk3emiuilp OPJl xpanutcs y «Cekperapsi-Ieonponu3BOAUTENS» B
COOTBETCTBHUH ¢ TpeOoBaHUsIMU pazjena 7.3 Hactosiero [lomoxenus.

Hoctyn x anektponHou Bepcuu OPJ] ocymiecTBisieTcsi B COOTBETCTBHHM C HACTPOMKaMu
noctyma B «1C: JJokyMeHTO000pOT 8», MPUCBOCHHBIMH IalKe JaHHOTO BHUJIA JOKYMEHTA.

JloBenieHue yTBepkKAEHHOTO U 3apeructpupoBanHoro OPJ 1o cBeneHus 3aMHTEPECOBAHHBIX
mun,  ocymectBigerca «CekpeTapeM-AeNonpou3BOAUTEIIEM» B COOTBETCTBHH C TIOPYYCHHEM,
BBIIABACMBIM B paMKaX KOMILIEKCHOTO mporecca «O0paboTka mpukaza» /«O0paboTka perieHus»/
«O6paboTka pacnopsikeHus» mporpaMmsl «1C: JlokyMeHTO000pOT 8».

[TyOnukanuss TOKyMEHTa 3aKJIIOYaeTCsi B MEPEHOCE 3aperuCTPUPOBAHHOTO JTOKYMEHTa M3
nanku «[IpoekTbl» B mamKy MJaHHOTO BUAA JOKYMEHTa, Hampumep, [Ipuxazsi no OCHO8HOU
OdesamenvHocmu, Pacnopscenus enasnoeo oyxeanmepa, [Ipomokonvt Habniooamenvrnozo cogema unu
Hnempykyuu.

[Ipn nyOnaukanuu 10KyMeHTa clieyeT OUMCcTUTh «Pabouyto rpynmy» B KapTOUKe JOKYMEHTA.
B 3TOM ciywae g0OCTyn K TOKYMEHTY IOJIy4daT T€ MOJIb30BaTENIN, KOTOPBIM IIPEIOCTABIEH JOCTYII K
ManKe ¢ JIaHHBIM BU/IOM JIOKYMEHTOB.

5.1.5. KoHTpO/1b M 0TBETCTBEHHOCTH 32 ucnosiHeHue OP /]

KoHnTposib cocTouT B 00€cledeHMH KaueCTBEHHOTO M CBOEBPEMEHHOI'O HCIIOJIHEHUS
nopy4yeHuil. Beigensercs pakTuueckuil 1 CpoKOBBIA KOHTPOJIb.

@akTUYEeCKUl KOHTPOJIb WCIIOJIHEHUS BBINNOJHSAET JOJDKHOCTHOE JIMIO, YyKa3aHHOE B
MOCIEAHEM IMYHKTE pPacHoOpsAIUTENbHOrO JOKYMEHTA. JTO )K€ JIMIO J0JDKHO OBITh yKa3aHO B IOJe
«Ha koHTpone» ydyeTHol kapTouku mporecca «Mcrnonnenue». Kak nmpasuio (Ho He 00s3aTeIbHO),
KOHTPOJIb BO3JIaraeTcsi Ha YMOJHOMOYEHHoe Juio, u3patoniee OPJl, u odopmisercs ¢pa3oii:
KOHMPOJIb UCHOJIHEHUs OCABIIAI0 3d COOOU.

KoHTpoab CpOKOB HCIONHEHHS JOKYMEHTOB M TPUHATHIX PpEMIEHUH OCYIIECTBIISIET
«CekpeTapb-1€I0IPOU3BOIUTENBY, KOTOPOMY JIEIIETUPOBAHBI IPAaBa Ha OCYIIECTBICHUE KOHTPOJIS.

Bcewm korTponmpyronuM uiam goctymnHa popma «Ha koutpose» B «1C: [JokymeHTO000pOT
8», B KOTOPOIl oTpakeHa akTyasibHas HH(opMaIrus 060 Bcex mpolieccax, npeaMeTax U JOKyMEHTax,
MTOCTABJIEHHBIX HA KOHTPOJIb.

JloJKHOCTHOE JIMII0, OCYIIeCTBIsIoNmee (PaKTHUeCKU KOHTPOJIb, YIOJTHOMOYEHO CHUMATH C
KOHTpPOJISI TpoLecc, MpeIMeT WM JOKYMEHT, a TakKe 3alpaliuBaTh HH(OpMalMio o XoJe
WCIIOJIHEHUS.
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KoHTpOIb CPOKOB HCIIOTHEHUS IPOBOIUTCS ITYyTEM €KEIHEBHOTO MOHUTOpUHTA (hopmbl «Ha
KoHTposie» B «1C: JIokyMeHTO000pOT 8», B KOTOPOU BBIBOJSATCS 3a7jau, UCTEKAIONINE Ha 3aJaHHYIO
naTy (yOpexIarolnii KOHTPOJIb), a TAK)Ke Ha TEKYILYIO J1aTy.

KonTponupyromuye via BrpaBe HApaBlATh HAIOMUHAHUS UCIOIHUTENSIM U3 popmbl «Ha
koHTposie» B «1C: JlokyMeHTOOO0pOT 8».

OTBeTcTBEHHOCTH 32 ncnojHenue OPJ[ Bo3naraercst Ha pyKOBOJUTENEH COOTBETCTBYIOIIUX
Mo/ipa3/iesieHu, KOTOPBIM MIPEANKUCHIBACTCS COBEpIIEHUE AeHCTBUMN 10 ucnoiHenuto OPJI.

OTBETCTBEHHBIC MCIIOJHUTENM ToMy4daroT 3anauy «Mcmomaute» B «1C: JlokyMeHTOO00pOT
8» 1 00s13aHBI B JICHb TIOCTYIUICHUS 33J]a4H MPUHATH €€ K UCIIOTHCHHIO, IPEANPUHSATE BCE NCHCTBUS
JUIsE KayeCTBEHHOI'O MCIOJIHEHHUsI 3aJaud B CPOK U CBOEBPEMEHHO HH(POPMHUPOBATH JIHUIIO,
KoHTponmpytomee ucnoiaaenne OPJ], 000 Bcex ciaydasx ero BO3MOXHOTO HEUCIOJTHEHUS
(HEeUCIIOJIHEHUS B YCTAaHOBJICHHBIHN CPOK).

5.1.6. Buecenune u3menenuii u ormena aeiicrsusi OP/]

OcHoBaHueM 151 BHECEHUsI U3MEHEeHU B nericTByrommii OPJ1 sBisiercs:

— HM3MCHCHHE PETYJIUPYIONIEH cpebl (BHEIIHUX O(DHUIMATBHBIX HOPM),

— HM3MCHCHHE BHYTPEHHUX O(QHUIIUATBHBIX HOPM,

— W3MEHEHHE OpraHu3alMOHHON CTPYKTYpbl AY «Hedreroranckuii MoNMTeXHUYECKUI
KOJUIEIDKY, Tepepacipeneicane GyHKINNH MeX Ty CTPYKTYPHBIMHU TIOIpa3AcICHUsIMH,

— pe3ynbTaThl MPOBEACHHBIX MPOBEPOK BHYTPEHHUMM W/WIIM BHEUITHUMH HaJ30pHBIMU
opraHamu,

— HEOO0XOJWMOCTh aKTYaIH3allMH PErJIAMEHTHBIX JIOKYMEHTOB.

W3menenus wu gomonHenus B OPJ[ Moryr ObITh BHECEHBI YTBEPAUBIIUM €O
YIOJIHOMOYEHHBIM JIUL[OM.

Jlnist monHOM mim yactuaHo# orMersl OP /] TpeGyeTcst co3aTh HOBBIM BHYTPEHHHUHN JJOKYMEHT,
coJieprKaliii u3MeHeHus U nonoiaHenus B aeiictByromuit OP/l, u 3amyctuth nponecc «O6padoTka
MpHUKa3a Mo OCHOBHOM nearenbHOCTH» B «1C: JJokymMeHTO000pOT 8».

OP/I, yrBepkaaromire u3MEHEeHHs U 10noJiHeHus B aeictByromue OP/] unu pernamMeHTHble
JIOKYMEHTBI, B 0053aT€IbHOM TOPSJIKE JIOJDKHBI COJIEpKaTh TMOPYYEHHS] Ha TMOJATOTOBKY HOBBIX
ANIEKTPOHHBIX BepcHUil, M3MeHseMbIX/nononHsemMbrx OPJ] unm perjamMeHTHBIX JOKYMEHTOB st
pa3MelIeHus B COOTBETCTBYIOIMX TMamkax crpaBovyHuka «BHyTpeHHue pokymeHtsD» «1C:
JokymeHnToo60poT 8» pazaena «JlokyMeHTHI U (halibl».

N3menenus B texkct OPJ] opopmitsrorest myrem uznanust HoBoro OPJI ¢ yka3aHreMm Ha OTMEHY
JENCTBUS HEOOXOAMMOTO YHKTA U U3JI0KEHUS €r0 B HOBOM peaKIuu.

N3menenus B npunoxkenus k OPJl odpopMistoTcss oTAeNbHBIM T0KyMEHTOM «M3MeHeHus B
OP/1» B Bune npunoxenust kK OPJl, BBozsiieMy ero B 1eicTBHE.

N3menenus B OP/] unu ormena peiictBust OPJ] oTpaskaercst B KapTOUYKe COOTBETCTBYIOIIETO
OP/J] co ccpuikoit Ha OPJI, ero oTMeHSIOIIui.

5.2. [ToAroTOBKA JOTOBOPHBIX TOKYMEHTOB

5.2.1. Pa3pa6orka THNOBBIX (popM 10roBopos (TD)

Tunossie GpopMbI TOrOBOPOB pazpabdaTbiBatoTCs JOroBOPHO-TIPABOBBIM OTACIIOM IO 3asBKE
3aMHTEPECOBAHHOTO TOPA3ACTCHUS C 1IebI0 YHU(DHUKAIIMH BHIOB JOTOBOPHBIX TOKYMEHTOB.

Pesynbrar yHudukanuu:

— COKpallleHHue KOJMYeCTBa MPUMEHSIeMbIX (OPM IOTOBOPOB B paMKax OJHOTO MPOIYKTa/
YCIyTH/BHUIA ACSITENEHOCTH,

— CHIKCHHE PUCKOB MCTIOJIB30BaHUS HEYTBEPIKIAECHHBIX (DOPM JOTOBOPOB,

— aBTOMAaTHU3allMsl MOJATOTOBKH JIOTOBOPOB,
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— pauMoOHaJbHAs OPraHU3aLMs YUeTa U CUCTeMaTH3aluu (hOpM JT0TOBOPOB,

— KOHTPOJIb COCTaBa NPUMEHIEMbIX ()OPM TIOTOBOPOB.

ABTOMAaTH3aIMIO TOJTOTOBKH JIOTOBOPOB 10 yTBepkAeHHBIM TD/] obecreunBaeT TEXHOIOT
nmyTeM TnpoBeneHus cienyronux omnepanuid B «1C: JokymeHToOoOOpOT 8» Ha OCHOBaHUH
CONPOBOJAUTENBHON JOKYMEHTAIUH, TPUII0KEHHON K yTBEep)KIeHHOU TD/1:

— CO3[Ia€T COOTBETCTBYIOLIMH BHJ JOTOBOPHOTO JIOKYMEHTa B CIpaBOYHUKE «Bumisl
nokyMeHToB» pazaena HCU,

— co3zaet mabioH ¢aiina Ha ocHOBe TeKcTa yrBepxkaeHHONH TD/L,

— HacTpauBaeT yCJIOBUS MapLIpyTU3aLUU,

— cos3JaeT mabIoH BHYTPEHHETO JOKyMeHTa «JloroBopy,

— co3faeT malI0HbI MPOLECCOB pabOThI, MPUBSI3aHHBIC K 1A0JIOHY BHYTPEHHETO JOKYMEHTA
«JloroBop» (cornacoBanue, yTBEp:KJIECHUE, UCIIOJIHEHUE TOTOBOPHBIX 0043aTENBCTB U JIp.),

— HaACTpaWBaeT IpaBWJa aBTOMATHYECKOTO 3allyCKa CO3/IaHHBIX IIPOIECCOB pabOTHI C
JIOTOBOPHOU TOKYMEHTALUEH.

[[Ta6yi0H HOTOBOPA, CO3/IaHHBIN HA OCHOBE yTBepkIeHHOM TD/I, ¢ mpuioxeHneM mabioHOB
(baitioB U MPOM3BEICHHBIMHA HACTPOHKAaMH, TIOMEIIAETCS TEXHOJIOTOM B MANKy COOTBETCTBYIOIIETO
BUJA 1oroBopa pazzaena «lla6nonsr nokymentoB» crnpaBounuka HCU «1C: JJokyMeHTO000pOT 8.

WndpopmupoBanne mosip3oBareneld 0 CO3MaHWU HOBOTO MA0JOHA JOTOBOpA MPOU3BOIUT
TEXHOJIOT C UCII0JIb30BaHUEM Tporiecca «O3HaAKOMIICHUEY.

5.2.2. Co3n1aHue HOBOTO I0rOBOpa

Jns paboThl HEOOXOAMMO HCIIONB30BAaTh TOJBKO IMIAOIOHBI TIOTOBOPOB, Pa3MEIICHHBIE B
pasnene «lllabmonsr gokymeHnToB» «1C: JlokymMeHTOOOOpPOT 8» BO M30€kKAHHE HCIIOJIb30BAHUS
HEaKTyaJIbHbIX, OTMEHEHHBIX (OPM.

Hogsrii 10oroBop co3maercst U3 Hy>KHOTO IabJI0HA IOTOBOPA TUITOBOM (DOPMBI, TIPH 3TOM (haiii
JoroBopa Oy/eT YaCTUYHO 3aMOJIHEH PEKBU3UTAMU JJOKYMEHTA, K KOTOpOMY OH npukperuieH. [locie
3aKpBITHSl KapTOYKH JIOrOBOpa JOKYMEHT Oy/leT HampaBlieH Ha COIJIaCOBaHHWE M0 33JaHHOMY
MapuIpyTy A JaHHOTO JIOTOBOpa B pamkax mpoiecca «O0paboTka JOroBOpa THIOBOM (hOPMBI»,
3aTeM yTBEpXKIECHUE JIUIlY, OTBETCTBEHHOMY 3a €T0 MONNCAHUE.

Ecnu mnpennonaraercs pabora mo a0oroBopy, (opma KoToporo Obla IMOJIydeHa OT
KOHTpareHTa, TaKoi JOroBOp SBJsETCS HETUNOBBIM. [lociie 3aKphITHS KapTOUKHU JIOTOBOPA TOKYMEHT
OyZeT HampaBlIeH Ha COTJIACOBAHHE IO 33JaHHOMY MapIIpyTy JUIsl JTaHHOTO BHJAa HETHIIOBOTO
JIOTOBOpa B pamkax mporecca «O0paboTka JOTOBOpa HETHIOBOUM (POPMBI», 3aTEM YTBEPXKICHUE
JIUIly, OTBETCTBEHHOMY 3a €r0 MOJIHUCAHHE.

5.2.3. OopmiieHre OPUTHHAJIOB I0OTOBOPOB

OpuruHansl 1OroBOpoB, oopMIileHHBIE Oojiee YeM Ha OJHOM JHCTe, MmpoinuBatoTcsa. Ha
000pPOTHOM CTOPOHE AOTOBOPA (B MECTE CIIMBKH ) MPUKIICUBACTCS MIIOMOUPYIOIIUN JINCTOK, KOTOPBIHA
COJIEPIKUT:

— HaJINuCh (HarmeyaTaHHYI0 WJIM COCTaBJIEHHYIO OT pykH) «IIpommTo U mpoHymMepoBaHO
X TUCTOB (CTpaHUIL)»,

— ®UO oTBETCTBEHHOTO COTPYIHUKA TPOGUIHHOTO MOAPA3/IEICHUS U €T0 MOAMHCH,

— ®UO ynoaHOMOYEHHOTO JIUI[A U €T0 MOJIHUCH,

— ®UO ynoaHOMOYEHHOTO JIMI[a KOHTPAareHTa u €ro NOANKCH,

— OTTHCK TI€YaTH OpPTaHU3aINH,

— OTTHCK TI€YaTH KOHTpAreHTa (15 FOPUINICCKUX JIUIT).

[Toamucu u OTTHUCKY TIeYaTel JOKHBI BRIXOAUTH 33 PAMKHU TIJIOMOUPYIOIIETO JTUCTKA.
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JlaTol 3aKiro4eHus 10roBOpa CYMTAETCS JlaTa NOANKUCAHUS MTOCIEHEN U3 CTOPOH AOrOBOpa
WIN JaTa rOCYy1apCTBEHHON PErucTpalyu 10roBopa (€ciu 10roBop MoAIeKUT TAKOH perucTparum).

JlaToii 3aKiIIOueHHs] TOTOBOpA MPHCOSIAWHEHHSI CYMTAETCS J1aTa, KOrja 3asBUTENEM OBLIO
nepeaaHo B «OpraHuzanuio» IMOANUCAHHOE UM 3asiBiCHUE (MHOM aHAJOIMYHBIA JOKYMEHT) O
NPUCOCTUHEHNHU K YTBEPXKIECHHBIM (OpMYIIspaM, MpaBUjlaM U MHBIM CTaHAAPTHBIM (hopMmam, eciiu
MHOE He IIPEeyCMOTPEHO 3aKoHOoAaTeNIbcTBOM Poccuiickoil denepanuy M ycaoBUSAMH J10TOBOpA.

MecToM 3aKiIr04eHHs 1I0T0BOPa CYUTAETCS MECTO €T0 IIOAIMCAHUS YIIOJTHOMOUYEHHBIM JIULIOM.

5.2.4. llonnucanue OPUTHHAJIOB J10TOBOPOB

OpuruHaibl 10roBOpoB, 0(opMIIEHHBIE O0JIee UeM Ha OJJHOM JIUCTE, TIOUICKAT MOITHCAHUIO
Ha KaXJ0M CTpaHULE YIIOJHOMOYEHHBIMH Ha MOANKCAHUE JOTOBOPOB MPEICTABUTEISIMUA CTOPOH.

CorpynHuK mNpO(UIBHOTO TMOJpPA3NENeHUs] TMepeJaeT BCE HK3EMIULIPhl  JOTOBOpa,
HOJNMCAHHOTO KOHTPAreHTOM, Ha MOANUCAHHE YIOJHOMOUYEHHOMY JIMIY (JIOTOBOP TAKXKE MOXKET
OBITH CHaYaJIa MOANKUCAH YIIOJHOMOYEHHBIM JIMIIOM, a IOTOM II€PE/IaH Ha MOAINCAHUE KOHTPATreHTY).

ITocne moxmucanus AOroBopa YHOJIHOMOYEHHBIM JIMIIOM Ha BCEX 3K3EMIUIIpax I0roBopa
IPOCTABIISIETCS OTTUCK TI€YaTH OPraHU3alUH, U HEOOXO0IUMOE KOJMYECTBO IK3EMILISIPOB JIOTOBOPOB
HepeaaeTcsi KOHTPAreHTy, ¢ KOTOPhIM OH 3aKJIFOYEH.

[lepenaya 3K3eMIUISIPOB JOroBOpa Ha MOJIMCAHUE KOHTpareHty orpaxaercs B JKypHaie
nepenaun «1C: JJokyMeHTO000pOT 8».

PykoBopuTenu moppasneneHuii, Ha KOTOPBIX BO3JIOXKEHBI (YHKIMH TIO TOATOTOBKE,
COIJIACOBAHUIO, PETUCTPAllMM M XPAHEHUIO JIOTOBOPOB, a TAKXKE YIOJHOMOUYEHHOE JIUIO MpHU
MOJNMCAaHUU JOTOBOPOB HECYT TEPCOHAIBHYIO OTBETCTBEHHOCTH 3a COOJIIOJICHHE TpeOOBaHMH,
ycraHoBJIeHHbIX [TonoxeHnnem.

5.2.5. Perncrpanus 3aK/J1104eHHBIX J0T0BOPOB

[TonnucanHblif BCeMU CTOPOHAMHU JOTOBOP MOMJISKUT 00sA3aTenbHOM perucrpauuu B «1C:
JokymeHTo060poT 8». K kapTouke 1OKyMeHTa TOJKHBI OBITh MPUIIOKEHBI CKAHUPOBAHHbIE (DaiiiIbl
dopmara PDF (mepBas W mocieiHsAs CKaHUPOBAHHBIE CTPAHMIIBI JOTOBOpAa OO0S3aTENBHO).
Perucrpamnus 10roBOpOB MpPOM3BOAUTCS B pamkax Tmpoiecca «OO0paboTka JOroBOopa THUIIOBON
bopmbl» / «O6paboTKa T0roBOpa HETUIOBOH (HhOPMBD».

[IpucBoeHHE pPETUCTPAllMOHHOIO HOMEpa TMOJIUCAHHOMY JIOTOBOPY IPOU3BOAUTCS
cpeactBamMu «1C: JIokyMeHTOOOOPOT 8» B MOpsIKE, ONpeleleHHOM IMyHKTOM 6.13. mo 3apanee
HAaCTPOEHHBIM IIPaBHJIaM HyMepaliu U yyeTa.

5.2.6. YnpaBJjeHue 10roBopaMu

5.2.6.1. XpaHeHHUE U UCTIONH30BaHUE OPUTHHAIOB 3aKIFOYEHHBIX IOTOBOPOB

OpuruHanbsl 3aKIOYEHHBIX JOTOBOPOB C IPHWJIOKEHUSMH M CBS3aHHBIMH JOKYMEHTaMHU
nepenarorcs B J[oroBopHoO# OTAelN, Ile MOALIMBAIOTCA B COOTBETCTBYIOLIME JENIa U XPAHATCS B
COOTBETCTBUU € TpeOoBaHUsAMU pazzena 7 [lonoxenus.

WNudopmanus o MecTe XpaHEHHUs OTPaXKaeTcsi COTPYIHUKOM JIOTOBOPHOTO OTJIeNIa BO BKIJIAJIKE
«XpaHeHue» KapTOYKU JOroBopa.

Bbinaua opuruHamoB J0TOBOPOB MPOQMIBHBIM MOJPA3/IEICHUSAM TMPOU3BOJIUTCA C
paspenieHus pykoBoauTens [[oroBopHOro otraena ¢ COOTBETCTBYHOHIIEH oOTMeTKoil B JKypnaie
nepenaun «1C: JIokyMeHTOO00pOT 8.

OpuruHansl JOTOBOPOB  BBIJAIOTCS BO BPEMEHHOE IOJIb30BAHHE OTBETCTBEHHBIM
COTPYAHUKaM TNpOo(UIBHBIX MOApa3feeHU Ha CpPOK He Ooyiee OJHOrO Mecsla M IOCe €ro
MCTEUEHUs MO/ITIeXKaT BO3BpaTy.

5.2.6.2. XpaHeHue 3IeKTPOHHOM BEPCHUU 3aKIFOUEHHOr0 JIOTOBOpa

DneKTpoHHas BEPCHS 3aKIIOYEHHOTo foroBopa xpanutcs B «1C: JlokymeHTo0o00pOT 8» B
BUJEC KApPTOUKH JIOKYMEHTa C NPHIOKEHHBIMH K Hel daitmamu ¢opmata MS Word u PDF B
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COOTBETCTBYIOIIEM BHJY [OTOBOpa IOANANKE MNankuh «J/loroBopsl» crpaBoyHuka «BHyTpeHHHE
JOKYMEHTBD» paznena «J{okyMeHTbI u hailiby.

OTBETCTBEHHOCTh 32 XPaHEHUE DJICKTPOHHBIX BEPCHI TOTOBOPOB U JIEKTPOHHBIX 00pa3oB
JIOTOBOPOB HECET OTBETCTBEHHBIN COTPYIHUK MPO(PUIBLHOTO MOAPa3ICICHHUS.

JlocTyn K 371€KTPOHHON BEPCUH 3aKJIFOUEHHOTO JIOTOBOPA OCYILIECTBIISIETCS. B COOTBETCTBUU C
HacTpoiikamu goctyna B «1C: JIokyMeHTO000pOT 8», MPUCBOCHHBIMU JJOKYMEHTY.

5.2.6.3. Yder CBA3aHHBIX TJOKYMEHTOB

OTBeTCTBEHHBIH COTPYAHUK NPOMUIBHOIO TMOAPA3/EICHHUS] YYUTHIBAET CBS3aHHBIE C
3aKJIIOYCHHBIM JIOTOBOPOM JIOKyMeHTBl cpeactBamu  «1C: JlokymeHTOOOOpOoT 8» myTeM
MIPOCTaBJICHUSI COOTBETCTBYIOLEH OTMETKM B KapTOYKE 3aKIIOYEHHOIO JOroBOpa O HaJIUYUU
CBSI3aHHBIX JOKYMEHTOB.

Bce cBs3anHble JOKYMEHTHI, 00pa3yoluecs B MEepHOJ ACUCTBUS JOTOBOPA, TOJIKHBI OBITH
MIPUBSI3aHBI B KapTOYKE 3aKIOYEHHOro joroBopa cpenctBamu «1C: JIokyMeHTOOOO0POT 8» myTem
3aMOIHEHUS CIIUCKA CBA3AHHBIX JOKYMEHTOB B KAPTOYKE JI0rOBOPA.

5.2.6.4. YupaBieHre CPOKOM JICHCTBHS JIOTOBOPA

OTBeTCTBEHHBI COTPYAHUK NPOGUIBHOIO IMOAPA3JCICHUS BEIET yYeT CpoKa JIeHCTBUS
3aKJII0YEHHOTO AoroBopa cpeactBamu «1C: JlokyMeHTO000poT 8»:

— yKa3bIBaeT JlaTy Hayaja u JaTy OKOHYaHUsI ACMCTBUSI JOTOBOPA MIIM MPUCBAUBAET MPU3HAK
«beccpounblii» B KapTOUYKe 3aKJIF0OUEHHOTO IOTOBOPA;

— 3amosHsAeT peKBU3UT «IlopsAIoK MpoATIeHNs», BApHaHTAMH KOTOPOT'O MOTYT OBITh:

HE Mpo/JieBaeTcs (HalpuMep, MOKyIKa HEABMKUMOCTH);

JOITYCKaeT Mpo/aJieHue (HalpuMep, OKazaHUE YCIYT COMPOBOXKICHUS, apeHIa);

AaBTOMATUYECKOE MPOJIIEHHE (JI0rOBOPBI, IPEAYCMATPUBAIOIINE aBTOMAaTUYECKOE IIPOJIEHNE
IO COTJIALIIEHUIO CTOPOH ); aBTOMAaTUYECKOE MPOAJICHUE MOKET OBITh YCTAHOBJICHO HA OMPEIeIICHHBIH
CpOK: T0Jl, KBapTaJl, Mecsll, 0ECCPOYHO U T. 1.

[Ipu HacTpoiike mnpu3HaKa «ABTOMATHUECKOE IIPOJJIEHHE» CpPOK JAEMCTBUS JI0roBOpa
aBTOMATUYECKU M3MEHSETCS MpPH 3aKIIOUYEHUHU JIOTOJHUTEIBLHOTO COTJAlleHus, NMPH JTOCPOUYHOM
PacTOpPKEHUHU JOTOBOPA, IPU UCTEUECHUHN U3HAYAIBHO YCTAHOBJIEHHOTO CPOKA JEHCTBHUS.

OTBETCTBEHHBIN COTPYAHUK MTPOPHILHOTO TTOAPA3ICTECHUS TOJIYYaeT MO AIEKTPOHHON TTOUTe
aBTOMATHUYECKUE YBEOMIICHUS O MIPOJUICHUU CPOKa JOTOBOpPa (AJIs1 3TOTO OH JOJKEH OBITh yKa3aH B
none «OTBETCTBEHHBIN» KapTOUKH JoroBopa). Eciaum 70roBop HE MOMNEKUT JaTbHEHIICH
MIPOJIOHTAIIMH, TO CIIOCOO MPOJUIEHUS 10roBopa nu3MeHsiercs Ha «He mpoaneBaTby.

5.2.6.5. Yder cymMMBl IoTOBOpa

OTBeTCTBEHHBIN COTPYAHUK MPO(UIBLHOIO MOJPA3/EIEHUs] BEAET y4eT CYMMBI JIOrOBOpa
cpenctBamu  «1C: Jlokymentoobopor 8» myrem 3anonHeHuss mons «CyMma» B KapTOyke
3aKJIFOYEHHOTO JI0T0BODA.

VY4er cymMMBl IOroBOpa BEIETCSl B BAJIOTE JOrOBOpa, KOTOpas HACTPauBAaeTCs TEXHOJIOTOM
B paszene «HopmaTHBHO-cIpaBouHas HHYOPMAIHA»S,

5.2.6.6. KOHTPOJIb HCIIOTHEHUS JJOTOBOPHBIX 00SA3aTEIIbCTB U aHAIH3 JIOTOBOPHOUN PaOOTHI

HcnonHeHne A0TOBOPHBIX 00s3aTENbCTB OCYIIECTBIISETCS C HMCHOJIB30BAHUEM IPOLIECCOB,
CO3/IaHHBIX BO HCIIOJHEHHE JOrOBOpA.

8 Jlpyrue cnocoObl HACTPONKH BAOT yKa3aHbl B JIOKYMEHTAIIMU K CHCTEME 3JIEKTPOHHOTO JoKyMeHToobopoTa «1C:J{o-
KyMEHTO000POT 8».
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KoHTponb HCIONHEHHS JIOTOBOPHBIX 0053aTENbCTB BKIIOYACT CPOKOBBIA KOHTPOJIb M
KOHTPOJIb KaueCTBA UCTIOJHEHUS.

KoHTponbs uCoNHEeHUs JOrOBOPHBIX 0053aTENILCTB OCYIIECTBISICTCS B PAMKaX BBITIOJTHEHUS
3ajiay, IOCTABJIEHHBIX UCIIOJIHUTEISAM JI0TOBOPA.

Otuer «/loroBopbl» pasgena «/{okyMeHTHl U (ailibl» COACPKHUT CIEAYIOIINE BaPHUAHTHI
IPEJCTaBICHNUS OTYETHBIX JaHHBIX:

— JMHaMHUKa KOJIMYECTBA 3aKJIOYEHHBIX JOTOBOPOB,

— JMHaMHUKa CyMM 3aKJIFOYEHHBIX JJOTOBOPOB,

— JIOTOBOPBI C UCTEKAIOLIUM CPOKOM JIEHCTBUS,

— PpacTOPrHYyTbIE 10TOBOPHI,

— CONPOBOJUTENIbHBIE JOKYMEHTBI IO JOTOBOPY,

— CIMCOK 3aKJIIOYEHHBIX JIOTOBOPOB.

Otuer «/lMHaAMMKa KOJMYECTBA 3aKJIIOUEHHBIX JJOTOBOPOB)» IOKA3bIBAET KOJUYECTBEHHBIC
TEMITBI IPUPOCTA WM CHUKEHUS 00BheMa JJOTOBOPOB, 3aKIF0YeHHBIX OpraHu3aiuei 3a Iepuo/.

Otuer «/IlMHaMUKa CyMM 3aKJIIOUYEHHBIX JJOTOBOPOBY MOKA3bIBAET CYyMMApPHBIM MPUPOCT UIIH
CHU)KEHHE 00BEMOB JIOTOBOPOB, 3aKI0UEHHbIX Opranusanuei 3a nepuo.

Otuet «/loroBopbl ¢ HCTEKAIOIUM CPOKOM JCHCTBUS» IOKA3bIBAET IOTOBOPHI, CPOK KOTOPBIX
UCTEKAaeT B 3aJJaHHbIN nepuos (Onmkaiiias Heaems, ciaeayrolas Helels, CIeaAyoUil Mecsl), 4To
HO3BOJISIET IPU HEOOXOIMMOCTH CIUIAHUPOBATH MIPOLIEYPY MPOAJICHHS JOTOBOPOB.

Otuer «PacTOopruyThie 10roBOphI» MOKA3bIBAET NEPEUEHb BCEX PACTOPTHYTHIX HA TEKYIIYIO
JlaTy IOTOBOPOB.

Otuer «ConpoBOAUTEIbHBIE TOKYMEHTHI 110 JOTOBOPY» MOKA3bIBAET CIUCOK JOTOBOPOB U
CBSI3aHHBIE C K&XJbIM U3 HUX JOKYMEHTBHI C BBIBEJIEHHEM CyMMBbl B BalIOTE€ JOIOBOpa. AHaiu3
HaJIM4YUsl HEOOXOIMMBIX JOKYMEHTOB M HMX CyMM IIO3BOJISIET KOHTPOJMPOBATH HCIOJIHEHHE
00513aTeJIbCTB 110 10rOBOPY.

Otuer «CHHUCOK 3aKJIIOYEHHBIX JOIOBOPOB)» MOKa3bIBAET, KaK BCE JIEHCTBYIOIIME JOTOBOPHI
Ha TEKYIIYIO J1aTy, TaK ¥ JOTOBOPHI, 3aKJIIOYCHHBIE B YKa3aHHBIN IEPUO.

3aBepUICHHBIA JIOTOBOp INE€pEMENIAeTCsl OTBETCTBEHHBIM COTPYAHUKOM HPOQUIBHOIO
NOJpa3ielIeHusl B IOAMNAIKY «3aBEpIICHHbIE» Manku «JloroBopb» clipaBouHUKa «BHyTpeHHUHE
TOKYMEHTBI» pazaena «JlokymeHTsl U daitnb «1C: JIokyMeHTO000pOT 8».

5.2.6.7. PacTopkeHHe TOTOBOPOB

OTBeTCTBEHHBI COTPYAHUK NPOGUIBHOIO MOAPA3JCIECHUS OTPAKaeT CBEACHUS O
pacTOpKeHUU Jorosopa B moie «PacToprHyT» ydeTHOM KapTOYKM JOKYMEHTa C YKa3aHHUEM
OCHOBAaHUS PACTOPKEHUS 10rOBOPa (JONMOJHUTEIBHOE COTTIAIIEHHUE, PEIeHUE Cy/1a U T. I1.).

5.3. IToaroroBka perjiaMeHTHBIX JOKYMEHTOB
[IpoeKkThl perimaMeHTHBIX TOKYMEHTOB BCEX BHUJOB, a TAK)XKE M3MEHEHHUS K HUM COCTaBISIOTCS
KaK BHYTPEHHHE TOKYMEHTHI U3 COOTBETCTBYIOIIMX I1a0JIOHOB moAnanku «IIpoeKkTsl JTOKalbHBIX
HOPMAaTUBHBIX aKTOB» NManku «JIokanbHbIe HOpPMATUBHBIE AKThI.

5.3.1. TpeOoBaHusl K CO/IeP:KAHUIO PerJIaMeHTHBIX TOKYMEHTOB

CopepxarenpHasi 4acThb PpErVIAMEHTHOTO JOKyMeHTa odopmisiercs B Buie (aisos,
MPUIOKEHHBIX K YUETHBIM KapTOuKaM JTOKyMeHTOB. Dailjibl CO3/1al0TCS MO TOTOBBIM IIa0JI0HaM M3
nanku «[1labnoub! paitnosy cnpaBounmka «Painsn» nporpammsl «1C: JIokyMeHTOO00POT 8».

PernaMeHTHBIN AOKYMEHT JIOJDKEH COJAEpKaThb MH(OPMALIMIO O IMOCIEAOBATEIbHON IIEMH
peanu3anuy mpouecca, OCHOBAHHON Ha IPUYMHHO-CIIEACTBEHHOMN CBS3H, BKIIIOUAS:

— Ppe3yabTaThl KaXJI0U BBIJICTICHHOW PaOOTHI,
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— TpPUMCHSEMbIC JUIi €€ BBINOJHCHHUS MaTepHajbHbIe OOBEKTHI M  HEOOXOIUMYIO
uH(pOpMaIHIO,
— TpaBujIa KOHTPOJIS (BXOIHOTO, BHYTPEHHETO, BEIXOIHOTO),
— KOHTPOJUPYIOIIHUE JTUIIA,
— WX JCWCTBUS B ClTydae HECOOTBETCTBUS YCTAHOBJICHHBIM TPEOOBaHUSM,
— OTBETCTBEHHBIC UCIIOTHUTEIIH,
— 0as3a (TexHOJIOTHYECKasi, HOpPMAaTHBHAS, METOINYECKas),
— T0Ka3areu (BXOJIHbIE, BHYTPEHHUE, BHIXOJIHBIE),
— JIOKyMEHTHI (BXOIHbIC, BHYTPEHHHUE, BHIXO/IHBIC),
— Heo0XOAUMBIE PECYPCHI,
— KOMIIETEHIH IepcoHara,
— TEPUOAMYHOCTH,
— CpOKHM Hayasia ¥ 3aBepIIeHHs padoT.
[Ipoueccrl cnenyer oTnuyYaTh OT (YHKUUH OTIAEIBHBIX CTPYKTYPHBIX IIOJpa3JIelICHHH,
KOTOPBIC OMKCAHbI B IMOJOKECHUSIX O TTO/IPA3ICIICHUSX U JIOJDKHOCTHBIX HHCTPYKIUSAX PAOOTHUKOB.
Kaxnas ¢yHKums nomkHa OBITH ONMMCaHa B pa3pe3e €€ HCHONHUTENS, BXOJSIIMX U
UCXOJAIINX JOKYMEHTOB, HCIIOJIB3YEMOTO MPOTPAMMHOTO 00eCieueH s, CPEICTB KOMMYHHKAIIUH U
WHBIX JIaHHBIX, HEOOXOIMMBIX JUIS €€ BHIITOJHECHUSI.
[lpy  omucaHuM  aBTOMATU3UPOBAHHBIX  (YHKIMH  yKa3aHHE  COOTBETCTBYIOIIETO
IPOrpaMMHOT0 00ecTIeUeHH s SBISIETCS 0053aTeIbHBIM.
CopneprkaHue perjiaMeHTHOTO JOKYMEHTA JOJDKHO OBITh SICHBIM M OJHO3HAYHBIM, UCKITIOUYAst
BO3MO)KHOCTh Pa3JIMYHOTO TOJIKOBAHUSI.
5.3.2. TpeGoBaHus K CTPYKTYype perjiaMeHTHBIX JOKYMEHTOB
CTpyKTYpHBIMH 3JIEMEHTAaMH PErJIaMEHTHOTO JOKYMEHTA SIBIISIOTCS:
1) TUTYNBHBIH JHCT,
2) OriaBlicHHE,
3) oO1IHe MOJOKEHHMSI, COJCPIKAIITHE:
— o0yacTe MpUMEHEeHNS,
— TEPMHUHBI U OTIpeIeIICHHS,
— COKpaIlleHus,
— TIepeYeHb POJIeH, YIaCTHUKOB IpoIiecca U UX (YHKIIHH,
4) OCHOBHBIC HOPMATHBHbIC MOJIOKEHUS (TIPOLIEAYPHI TIpoIiecca),
5) 3aKIIOYUTETBHBIC TOJIOKEHUS,
6) mepeyeHb TOKYMEHTOB, HA KOTOPBIE JAIOTCS CChUIKH,
7) TepeyYeHb PeriJaMeHTHBIX JIOKYMEHTOB, YTPAYUBAIOIINX CHITY C TIPUHITHEM HACTOSIIETO
JIOKyMEHTa,
8) mnpuIoKEHMS.
TpeOoBanus K HANOJHEHHUIO pa3JeliOB COAEPXKATCS B  COOTBETCTBYIOIIMX BHUIY
perIaMeHTHOTO IOKyMeHTa mabioHax (aillioB BHYTPEHHHUX JOKYMEHTOB.
5.3.3. CorsnacoBaHue U yTBep:KaeHUE perjIaMeHTHBIX JOKYMEHTOB
BBenenne B neiicTBHE PETIaMEHTHOTO JOKYMEHTA IMPOU3BOJNUTCS MTPUKA30M PYKOBOJIUTEIIS.
[TosTOMy coritacoBaHHE U YTBEP)KACHUE MPOCKTa PErIaMEHTHOTO JOKYMEHTa MPOXOAUT B PaMKax
nporecca «O6padotka OPJl mo ocHoBHOM nesarenbHOCTH» B «1C: [JokymMmeHTO000POT 8».
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OO6s3aTeNbHBIME COTVIACYIONIUMH JIMIIAMH IIPOEKTOB PErJIAMEHTHBIX JOKYMEHTOB SBIAIOTCA’:

— PYKOBOIMTEIb MOJIpa3eNieH s, B KOTOPOM MOJTOTOBIIEH IPOEKT JOKYMEHTA;

— PYKOBOJMTENW MOJApa3JesieHuH, AeATeIbHOCTh KOTOPBIX 3aTparuBaeTcs COJep KaHheM
MIPOEKTa COTJIaCyeMOro JOKYMEHTa;

— «CekpeTapb-1eJI0IPOU3BOJUTEID) (Ha IpeIMeT COOTBETCTBUS HOpMam
JIeTIOTIPOU3BOICTBA M TpeOoBaHUAM HacTosero [lonoxeHus).

OTBETCTBEHHOCTh 32 MPABWIBHOCTh MOpPSAKAa COTJIACOBAaHMS W TOJHOTY CIIMCKa
COIJIACYIOLIUX JIMIl HECET PYKOBOIHMTEIb CTPYKTYPHOTO MOJpa3eseHUs-pa3paboTuhKa MpPOEKTa
PErJaMeHTHOTO JOKYMEHTA.

Cpok 10paboTKH IPOEKTa PErJaMeHTHOTO TJOKYMEHTA ITOCIIe OKOHYaHUS 3Tara COTJIacoBaHMs
OTpeieNIIeTCsl PyKOBOAUTEIEM pa3paboTurKa TOKYMEHTa C Y4ETOM KOHEYHOI'O CpOKa MOJTOTOBKU
JIOKYMEHTA.

YTBepkaeHNe MPOeKTa peraIaMeHTHOTro ToKyMeHTa npou3Boautcs B «1C: JlokyMeHTo000pOT
8» IyTeM HalpaBiI€HHUs] COIJIACOBAHHOI'O IIPOEKTa JOKYMEHTa YIIOJIHOMOUYEHHOMY JIMIY C
MCIOJIb30BaHMEM TOTOBOTO MIa0JI0Ha MpoIecca YTBEPKICHUS.

5.3.4. AkTyanu3anusi perjiaMeHTHBIX TOKYMEHTOB

AKTyanu3anusi periiaMeHTHBIX JOKYMEHTOB MPOBOJUTCS IyTE€M BHECEHHUS HEOOXOIMMBIX
W3MEHEHHUH M TOTIOJIHEHUH B PErJIaMEHTHBIN JOKYMEHT JIMOO0 IyTeM U3/JaHusI HOBOH MOJIHOW BEPCUU
pPEerJaMeHTHOTO JOKYMEHTA.

OcHoBaHMEM [T aKTyaJIM3alUK PETJIAMEHTHBIX JOKYMEHTOB SIBJISIETCS:

— H3MEHEHHE Peryaupyrolei cpepl (BHEIHUX 0(QUIIHaIbHBIX HOPM),

— H3MEHEHHE BHYTPEHHUX O(QUIIUAIBHBIX HOPM,

— W3MEHEHHE OpraHMu3alMOHHOW CTPYKTypel AY «HedTteroranckuii monuTeXxHUUYECKUn
KOJIJIEIK», TIepepacipeneicHne GyHKIUH MeXAy CTPYKTYPHBIMHU MOAPA3IeICHISIMH,

— pe3ynbTaThl MPOBEACHHBIX MPOBEPOK BHYTPEHHUMM W/WIIM BHEUTHUMH HaJ30PHBIMU
opraHamu,

— H3MEHEHME Ha3BaHM MoJpa3/iesIeHni — y4aCTHUKOB IIpoliecca,

— H3MEHEHHME IMpoLeAyp TIpoliecca, BBI3BAHHOE ONTUMH3ALMEH  TEXHOJOTMH U
aBTOMAaTH3AIMH MTPOLIECcCa.

[Ipu cornacoBaHuMM M3MEHEHUI COTJIACYIOUIUE JIMIIA BIIPaBE BBIABUTATh 3aMEUaHUS TOJIBKO
K aKTyaJIn3upyeMoi HH(GOpMaIuu o MpoLecce.

BHeceHne W3MEHEHHMH B TEKCT PEMNIAMEHTHOIO JIOKYMEHTAa OCYILECTBISETCS ITyTeM
n00aBIICHHS/3aMEeHBI/ YIAICHHUsT 1IEJIMKOM pasfiena, TMojApasjenia, MyHKTa, TMOJIMyHKTa, ab3arna,
3JIEMEHTA CIIUCKA, COKpPAIEHUSs, OTPEAEICHUS TEPMUHA.

[Ipn BHeceHMHM HW3MEHEHUH B TEKCT PErIaMEHTHOTO JIOKYMEHTa HEOOXOJUMO OILIEHUTh
AKTyaJIbHOCTh CCBUIOYHBIX JOKYMEHTOB M, TMPH HEOOXOIMMOCTH, BHECTH COOTBETCTBYIOIIHE
u3MeHeHus B «IlepedyeHb JOKYMEHTOB, HA KOTOPbIE JAIOTCS CCHUIKM.

[Ipu BHECEHUU W3MEHEHUH, CBSI3aHHBIX C MIEPEUMEHOBAHHEM MOAPA3/eIeHUs, HEO0XOIUMO
OLICHUTh aKTyaJIbHOCTb NepeyuHs QyHKIUHN, peann3yeMbIX MOIpa3IeIeHueM U, IPU HEOOXOIUMOCTH,
BHECTH U3MEHEHUS B 3TOT I1€PEUECHb.

® [lepedeHb COINACYIOMIMUX JIUL MOYKET OBITH CKOPPEKTHPOBAH IIPU BHEAPEHUH C YYETOM OPTaHM3aMUOHHOM CTPYKTYpPBI
npodeccnoHamsHOM 00pa30BaTEILHON OPTaHU3AIIHH.
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BHecenne u3MeHeHni B TaOJIUITy BBITOJIHSIOT, KaK MPaBUIIO, TyTEM 3aMEHBI CYLIECTBYIOIIEH
Tabnuubl. B Gonbiioii Tabnuie 10nycKaeTcs BHOCUTh U3MEHEHHSI B OTACIBHYIO CTPOKY TaOIHUIIBI.

Bnecenue u3MeHeHU B PUCYHOK, CXE€MY, JMarpamMmy BBITIOJHSIIOT TOJbKO MYTEM 3aMEHbI
TaKoro 3JIEMEHTA.

5.3.5. Ily6ankanus v J0CTYN K perjiaMeHTHbIM IOKYMeHTaM

OJIEKTPOHHAsA BEPCHUSl PErJaMEHTHOTO JOKYMEHTa XPAaHWUTCS B IMOJINANKE JAHHOTO BHUIA
JNOoKyMeHTa manku «JlokajabHble HOPMATHBHBIE aKThD» CIPAaBOYHUKA «BHYTpeHHHE TOKYMEHTBI»
nporpammsbl «1C: [JokymenToo00poT 8», Hanpumep: «IIpasura» wiu « Mncmpyxkyuuy.

OpurvHaJbHBIA JK3EMIUISIp PErJaMEHTHOTO JIoOKyMeHTa XxpaHutca y «Cekperapsi-
JEJIONPOU3BOAUTENS» KaK MPUIIOKEHUE K TPUKa3y, KOTOPHIM OH OBbLIT YTBEPIKJICH.

JlocTyn K 371€KTPOHHOM BEPCUU PErJIAMEHTHOTO IOKYMEHTA OCYILIECTBISIETCS B COOTBETCTBUU
¢ Hactpoiikamu goctyna B «1C: JlokyMeHTOOOOpOT 8», MPHCBOCHHBIMH TANKe TaHHOTO BHJIA
JIOKYMEHTA.

JloBegeHue yTBEPKIEHHOIO M 3apErHCTPUPOBAHHOIO PETJIAMEHTHOTO JOKYMEHTa [0
CBEJICHUS 3aUMHTEPECOBAHHBIX JIMI[ ocyluecTBiseTcss «CekperapeM-/1eI0Npou3BOIUTENEM» B
COOTBETCTBUHM C IOPYYCHHEM, BBIIaBa€MbIM B paMKaX KOMILUIEKCHOro mporecca «O0paboTka
MpHKa3a [0 OCHOBHOMU AeATeNbHOCTHY porpaMmMbl «1C: JIokyMeHTO000pOT 8».

[TyOnukamusi TOKyMEHTa 3aKII0YaeTcsl B MEPEHOCE 3aperuCTPUPOBAHHOIO JOKYMEHTa U3
nanku «IIpoeKThI JTOKaIbHBIX HOPMATUBHBIX aKTOB»» B MAIKY JAHHOTO BHIa JOKYMEHTA, HAlpUMED,
«Ilpasunay nma « Mncmpykyuuy.

[Tpu myOauKanuy TOKyMEHTa CIIeAyeT OYUCTUTh «Pabouyro rpymnmy» B KapTOUKe JOKYMEHTA.
B sTOM ciiyyae nocTyn K JOKYMEHTY IOJIy4aT T€ MOJIb30BaTeNId, KOTOPBIM IIPEIOCTABIEH JTOCTYII K
TarKe ¢ JaHHBIM BUJIOM JIOKYMEHTOB.

6. IPABUJIA JOKYMEHTOOBOPOTA

6.1. ABTOoOMaTH3anusi JOKYMEHTO000poTa

ABTOMaTH3a1Usl JOKYMEHTOO0OpOTa MOJAEPKUBAETCA IYTEM HCIIOJIb30BaHUS IPOLIECCOB,
MPEJCTABIAIOMINX COOOM LENOYKH 3apaHee MOJATrOTOBJIEHHBIX aAeWcTBuil. [Ipoleccsl oTpakaroT
ATaIbl MPOXOXKIACHUS JOKYMEHTOB U obecnieunBatoTcs cpeactBamu «1C: JlokymeHTO000pOT 8».

6.1.1. Buabl aBTOMaTH3HPOBAHHBIX NIPOLIECCOB

[Iponecc «IlopydeHne» nO3BOISAET NOCTABUTH 3ajJady OAHOMY wucnonHuTenoo. Ilocme
BBITNIOJTHEHUS TOPYYEHHE aBTOMATUYECKU IEPECBUIACTCS YKAa3aHHOMY IIPOBEPSIOLIEMY, KOTOPBIN
MPUHUMACT PCIICHUC O TOM, CHHUTATD JIM ITOPYUCHHUEC BBIITOJHCHHBIM UJIM BCPHYTH Ha JIOpa6OTKy.

[Tpouecc «CormnacoBaHue» — TPUIOKEHHBIH K IPOLECCY AOKYMEHT HaIpaBiIIeTCs Ha
COIJIACOBAHUE K YKa3aHHBIM I10JIb30BATENIAM, IIOCIIE YETO BO3BPAILAETCS K MHULIMATOPY Mpoliecca I
03HAaKOMJIEHUS C pe3y/IbTaTaMU COTJIACOBaHUs (COIIacOBaH MJIM HE COIJIAaCOBaH).

ITpouecc «McnomHeHne» N03BOJIAET OPraHU30BATh UCIIOJHEHHE JOKYMEHTOB HECKOJIbKUMU
COTpyYAHUKaMHU, OAWH H3 KOTOPBIX MOKET OLITH YKa3aH Kak OTBETCTBEHHBIM WCIOJIHUTED.
[TapannensHO ¢ MCIOJHEHHMEM MOXET OCYLIECTBIATHCS KOHTPOJIb pabOT HCHOJHHUTENEH
KoHTposiepoM. [locne ucnonHeHus Bcex MOPYYEHUH MpoIecc MOMajaeT K MPOBEPAIOIIEMY JIHILY,
KOTOPBII MOXKET 3aBEPIINTD €r0 UM BEPHYTh HEKOTOPBIE 3a/1a4M Ha JOPabOTKY MCTIOIHUTEISM.

[Tpouecc «O3HaKoMIIEHUE)» — MPUIIOKEHHBIN K MpoLIecCy TOKYMEHT UiU (ailsl mocTynaeTr Ha
03HaKOMJIEHHE BCEM COTPYAHMKAM I10 CIIUCKY.

IIpouecc «PaccmoTpeHHe» — TMPUIOKEHHBIM K IIPOLlecCY JOKYMEHT IIOCTYNAeT Ha
paccMOTpEHHE OTBETCTBEHHOMY JIMIY. B 3aBHCHMMOCTM OT pe3ynbTaTa pacCMOTPEHHs INPOLECC
BO3BpaIlaeTCs K aBTOpY Ipoluecca Juisi 00pabOTKH PE30IIOIMH WM OTIIPABIISETCS HA MCIOJIHEHHE
WM 03HAaKOMJIEHHE I10 CIIUCKY YKa3aHHBIX IIPU PACCMOTPEHUHU UCIIOTHUTENEH.
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IIponecc «YTBepKIEeHHE» — IPUIOKEHHBIM K IIPOLECCY JAOKYMEHT IIOCTyNaeT Ha
YTBEPKJI€HHE OTBETCTBEHHOMY JIMIly, IIOCJ€ 4YEero BO3BpALla€TCs K aBTOpYy IHpouecca s
03HAKOMJIEHHUS C PE3YyJIbTATOM YTBEPKIAEHUS (YTBEPIKIIEH I HE YTBEP)K/IEH).

[Ipouecc «Perucrpanus» — NPUIOKEHHBIN K IPOLECCY JOKYMEHT MOCTYMAET CEKPETAPIO s
IIPUCBOEHUS PETUCTPALIMOHHOI'O HOMEPA U OTIPABKU KOPPECIIOHACHTY B Cllydae HEOOXOUMOCTH.

[Ipoueccer «OOpaboTKa BXOZSIIET0 AOKYMeHTa», «O0paboTka MCXOISIIET0 JOKYMEHTa»
1 «O6paboTKa BHyTPEHHET0 JOKYMEHTay MO3BOJISIOT aBTOMAaTHUECKH BBITIOJIHUTH LIETTOYKY 0a30BbIX
IIPOLIECCOB.

6.1.2. Co3nanue aBTOMATH3MPOBAHHBIX NIPOLECCOB

HoBpslii mpotiecc MokeT ObITh CO3/1aH Kak MO MAOJIOHY, TaK U C HYJIS, €CIIH JIJIsl BHITOJTHEHUS
MOCTaBJICHHOW 3aJ]aué OTCYTCTBYET HEOOXOAMMBI IIa0JIOH Mpolecca.

[Ipu cozpanum npoieccoB HEOOXOAMMO PYKOBOACTBOBATHCS CIEAYIOIIUMHU MTPaBUIIaMU:

— Ha3BaHME Ipouecca AODKHO OIMCHIBaTh JEHCTBHE M HAYMHATBCA C IJIaroyia Wi
OTTJIArOJILHOTO CYIECTBUTENIBHOIO,

— Ha3BaHME MPOoLECcca JOHKHO COAEPKATh YKa3aHUE Ha MPEeIMET AeATEIbHOCTH,

— TEKCT MOpPYUYEHUs AOJDKEH OBITh U3JI0KEH KPATKO U KOHKPETHO,

— B KapTOUKe Ipoiiecca 00s3aTeNbHO JOJIKEH ObITh YKa3aH CPOK.

6.2. Ilpuem u nepBuYHasi 00padOTKa MOCTYNAIIUX IOKYMEHTOB

Kananamu mocryrienust TokyMeHTOB B AY «HedTeroranckuii OJTUTEXHUISCKUN KOS
ABIISIOTCS: SJIEKTPOHHAS TMOYTa, Kypbepckas qoctaBka, [loura Poccun, dhakc, CO «lemo».

[Tpuem 1 nepBruYHast 00pabOTKa MOCTYMAIOLINX JTOKYMEHTOB IPOU3BOISATCS IIEHTPATN30BAHO
«CekperapeM-AesI0nPOU3BOIUTEIIEM.

JIOKyMEeHTBI, TOJIy9eHHBIE moapazaencHusMu AY «Hedreroranckuil MOJUTEXHAYSCKUAN
KOJUTEIK», MUHYs «Cekperapsi-Ieaonpou3BOIUTENS», JOKHBI OBITh MEpelaHbl eMy IS yueTa u
perucTpanyu.

IlepBruynas 00paboTKa MOCTYMAOLIMX JTOKYMEHTOB BKIIIOYAET B CeO0sI:

— TNPOBEPKY IPABUIBHOCTH aIPECOBAHUS U JOCTABKH MTOCTYIAKOIINX JOKYMEHTOB,

— NPOBEPKY KOMIUIEKTHOCTHU U LIEJTOCTHOCTH JOKYMEHTOB,

— COPTHPOBKY JIOKyMEHTOB Ha TIOUIEKAIME U He MoJIexKaniue peructparun’’,

JlokyMeHT, omu604HO anpecoBanHblil AY «HedTeroranckuii MOITUTEXHUIECKUI KOJIEIK,
MOJKET OBbITh MEpEeHANPABIIEH MO MPUHAJJIEKHOCTH UM BO3BPAILEH OTIPABUTEIIIO.

JUis TpOBEPKU KOMIUIEKTHOCTH M ILIEJIOCTHOCTH JOKYMEHTOB BCKDBIBA€TCA KOHBEPT U
IIPOBEPSIETCS] HAJIMYME B HEM JJOKYMEHTOB, BKIIFOUYasl IPUJIOKEHUS], HATMYUE TTOITHACH.

IIpu oTcyTcTBMM B KOHBEpPTE JOKYMEHTOB WIM NPUIOKEHUA K HUM, OTCYTCTBUU IOAIMNCH,
a TaKke Npu OOHapYyKEHUH MOBPEXKIACHHSI JOKYMEHTAa MM KOHBEpPTA COCTaBISETCS aKT B TPEX
9K3eMIUIsIpax (oIuH akT ocTtaercss y «Cekperapsi-Ienonpou3BOIUTENS», BTOPONH MpHoOIIaeTcs K
MOCTYNUBIIEMY JTOKYMEHTY, TPETUH HampaBisieTcsl OTIpPaBUTENIO JoKyMeHTa). [Ipu perucrpauuu
TaKoOr'o JIOKYMEHTa B KapTOYKY JOKYMEHTA 3aHOCUTCS COOTBETCTBYIOLIUNA KOMMEHTAPHM.

He BckpbIBalOTCSI KOHBEPTHI C JIOKYMEHTaMHU, UMEIOMUMU OTMETKY «KoHpuneHnmanbHo»
i «JInaHo».

0K nokymeHTaM, He TOUIEKAITUM PETUCTPALMH, OTHOCATCS JIOKYMEHTBI, HE TPEOYIONIUE MCTIOJHEHHS U HE COJIEPKAIIIHE
nH(OpMaLUK, UCTIONB3YEMOH B CIIPABOYHBIX LENSAX, HAPUMEp: MPHUIJIACUTENbHbIE, 03/paBUTEIIbHbIE TUChMA, Telle-
rpaMMbl, OWJIETHI, TUIAHBI, IPOTPaMMbI CEMHHAPOB, KOH(EPEHINH, CUMIIO3UYMOB M JPYTHX MOJOOHBIX MEPOIPHATHH,
peKIaMHBIe TOKYMEHTHI, KOMMEPYECKHE PEATI0KECHNS, IIeYaTHBIC U3AaHUS U JP.
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KoHBepThl mojuiexar yHHUTOXKEHHIO, 33 HCKIIOUEHHEM TeX CIIydaeB, KOTAa TOJBKO II0
KOHBEPTY MOKET ObITh YCTAHOBIICH a/IpEC OTIPABUTENS U 1aTa OTIIPABKHU.

6.3. Peructpanusi BXOASIIUX IOKYMEHTOB

Perucrpanus BXOASIMIUX TOKYMEHTOB IMPOU3BOIUTCS HE3aBUCHUMO OT CIIOCO0a MX JOCTaBKU
HEHTpaIn30BaHO «CeKpeTapeM-IeNIONPOU3BOUTEIEM» B CIIPABOYHUKE «BXoadine JOKYMEHTHI»
«1C: JIokyMeHTO000pOT 8» IMyTeM CO3JaHus KapTOYKU JOKYMEHTA.

Perucrpanust BXOIAMIMX IOKYMEHTOB OCYILECTBIISCTCS B JIGHb WX IOCTYIUICHUS WM HE
MO3/IHEE MEPBOI MOJIOBUHBI CIIEIYIOIIET0 pabovyero JH.

B kapTouke qOKyMEHTa IPU PErHCTPALUH TOJIKHBI OBITh 3aTI0JHEHBI CIEIYIOLIHE MOJIS:

— OTHpaBUTENb (U3 crpaBouHUKa «KOppECOHIEHTHI»; €ClM TaKOro KOPPECIIOHAEHTa HET,
TpeOyeTcs co3JTaHue HOBOTO KOPPECTIOHEHTA),

— mnoanucan (OGHO nuia, moanucaBIero JOKyMeHT),

— Ne ornpaBurens u nara,

— B OTBET Ha (€CJIM JJOKYMEHT SIBJISICTCS] OTBETOM Ha MHUITMATHBHBIN ),

— azxpecar (OUO nuna, KoMy ajipecoBaH JOKYMEHT),

— mofpasneneHue (3arnoyHAeTCs aBTOMAaTHYECKH MOCIe YKa3aHus ajpecaTa),

— CPOK HCIIOJHEHUS (€CIIH €CTh),

— rpud nocryna,

— BUJ (U3 cipaBOYHHKA «BHUIBI TOKYMEHTOBY),

— moiydeH (crnocod JOCTaBKM),

— CcOCTOsiHUE (Ha peructpamuu, OyJeT 3ar0oJTHEHO aBTOMAaTUYECKN ),

— opraHu3anus (eciy BEAETCS yUeT 10 OPraHu3alusIM),

— HaWMEHOBAaHHE (3aroJIOBOK K JOKYMEHTY),

— MpeaMeT MEePernucKy.

BymakHbIE TOKYMEHTBI CKAaHUPYIOTCS M IPUKPEIUISIOTCS K YISTHON KapTouke. JlOKyMeHTHI,
MOCTYHBIINE B AJEKTPOHHOM BHUJIE, IPUKPEIIIAIOTCA K YIETHON KapTOUKe IMyTeM 3arpy3ku ¢aiina ¢
IIFCKA.

PeructpaiinoHHblii HOMEp BXOJSIIETO JOKYMEHTa CO3JaeTCs aBTOMATUYECKH C Y4YETOM
HacTpoek Hymeparopa B «1C: JlokyMeHTo000pOT 8» 10 BUaM JOKYMEHTOB.

CocTaB pEruCTPallMOHHOTO HOMEpa BXOJAIIET0 JOKYMEHTa YCTAaHOBIIEH aBTOMATHYECKH
Hactpoiikamu «1C: Jlokymentoobopot 8». [Ipu perucrpaium 10KyMeHTa UHIEKCHI MPOCTABIISIOTCS
aBTOMATHUYECKHU B 3aBUCHMOCTH OT BHIOPAHHOTO BUIA JOKYMEHTA.

[Tocne peructpanuu JOKyMeHTa aBTOMaTHYECKU CTapTyeT mporecc «O6padoTka BXOSAIIETO
JOKYMEHTa», KOTOPBIN BKIIOUaeT nporiecchl «PaccMoTpenus» u «Criucanus B 1€7I0».

6.4. IlpenBapure/ibHOE pacCMOTPEHUE TOKYMEHTOB

[IpenBaputensHOE  PacCMOTPEHHE  JTOKYMEHTOB MIPOU3BOJIUTCS «Cekperapem-
JETOTIPON3BOANTENIEM» B TENSAX BBIACICHUS U3 BCETO MAcCHBA MOCTYMHUBIIEH KOPPECIIOHICHIINN
JTOKYMEHTOB, TPEOYIOLINX 0053aTEIbHOTO PACCMOTPEHHUSI PYKOBOACTBOM.

JIOKyMeHTBI 10  BOTpocaM, He  TpPeOYIOIMM  PAacCMOTPEHHS  PYKOBOJCTBOM,
MIePEHATIPABIISIFOTCS HETIOCPEACTBEHHO B CTPYKTYPHBIE MOPA3ICTICHHS C UCTIOIh30BAaHNEM KOMaH/IbI
«[lepenanpaButh 3a1a4y APYroMy UCHOTHUTEIION.

JlokyMeHTBI, TpeOyroIIre paccMOTpeHus PykoBoauTenemM opranu3aiui, IepeHanpaBIsioTCs
Ha wMsa PykoBoamTens ¢ WCmoib30BaHHMEM KoMaHIbel «llepeHanmpaBuTh 3amady Apyromy
HCTIOJTHUTEITIOY.

OcHOBaHMEM ISl IPUHATHS PEIICHUS] B XOJI€ MPEABAPUTEIHLHOTO PACCMOTPEHHUSI SIBIISIETCS
cojiepKaHue IOKyMEHTa, a He a/IpecoOBaHMe JJOKYMEHTa COOTBETCTBYIOLIEMY JIOJKHOCTHOMY JIMILY.
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Pe3ynbrarom mpenBapuUTENBbHOIO PAcCMOTPEHHUS SBIISICTCS HAMPABICHHE JOKYMEHTa
PykoBoguTento  opraHuzanuy, €ro  3aMEeCTUTENSIM WU PYKOBOJMTENAM  CTPYKTYPHBIX
MoJIpa3JiciecHuii B COOTBETCTBHH C YCTaHOBICHHBIM B AY «HedTeroraHckuil moiuTeXHMYeCKun
KOJUIEDK» pacipeielieHueM 00si3aHHOCTEH MEXy PYKOBOJHUTENEM, €ro 3aMECTUTEISIMU U UHBIMU
JIOJKHOCTHBIMHU JIMLIAMH JIJ1s1 BRIHECEHUS YKA3aHUS 110 UCTIOJTHEHUIO TOKYMEHTA.

6.5. Ilopsinok paccMOTpeHMsI JOKYMEHTOB J0/LKHOCTHBIMMY JIMIIAMH U 10BeIeHUs
JOKYMEHTOB /10 UCIIOJTHUTe el

Nudopmanus o He0OX0IUMOCTH PACCMOTPETh IOKYMEHT MOCTYIAeT JOHKHOCTHOMY JIMILY B
Buje 3a1auu «1C: JIokyMeHTO0O0pOT 8» CO CCHUTKOM Ha IOKYMEHT.

Pesynbrar paccmoTpenus pukcupyercs Ha 3akiajke «Pe3ynbraT paccMOTpeHUs» U 3a/1aeT
JanbHENIee IBIKCHUE IOKYMEHTY. Pe3ynbTaToM pacCMOTPEHHS MOKET BBICTYIIATh:

— TEKCTOBAas PE30JIFOLUSA,

— HAamnpaBJICHHE HA UCIIOJIHEHUE,

— HampaBJICHHE HA 03HAKOMIICHHE.

Breibop BapumaHTa pe3yibTaTa pPacCMOTPEHHS 3aBUCHUT OT COACpKAHMS W Ha3HAUYCHUS
MOCTYIHUBIINX JOKYMEHTOB:

— JIOKYMEHTBI, TpeOyIoIle UCTIOTHEHHS, — PE30IIONHS C TIOPYYCHHEM U YKa3aHHEM CpOKa
UCIIOJTHUTEII WU OTIpaBKa HEMOCPEICTBEHHOMY HCIOJHUTENIO (WU HCHOIHUTENSM POJIU) C
YKa3aHHUEM CPOKA UCIIOJIHEHUS;

— JIOKyMEHTBI, He TpeOyIollue UCTIOTHEHHS, — OTIIPaBKa Ha O3HAKOMIICHUE.

B kadecTBe HCIIOTHUTEIS MOXKET OBITh BEIOpaH KOHKPETHBINH PAOOTHHK WJIM POJIb, 3aaHHAS
3apanee B «1C: JlokymMeHTO000pOT 8».

PoneBas mapuipyrtuzauus sBJIsSieTCSl NPEANOYTUTEIBHOM, MOCKOJIBKY MPU HUCIOJIb30BAHUU
POJIEBOII afpecaluu He TpeOyeTCs MepeHanpaBICHUs 3a/1a4 IPU CMEHE UCIIOJTHUTEIICH TON WU HHON
pomu — «1C: JIokymMeHTOOO0OpOT 8» aBTOMaTH4eCKH (POPMHUPYET CHUCOK 3a/iad IMOJIb30BATENSIM C
Y4€TOM aKTyaJIbHOMU (TeKyIIel ) HHPOPMAIIHH O TOM, KaKHUE€ POJIM OHHU UCTIOJIHSIOT B JAHHBIM MOMEHT.
Caenenus 06 ucnonHeHuu posiei pabotaukamu AY «HedTeroranckuil moIMTEXHUYECKUN KOS
cozepkarcs B cnucke «Vcnonnurenu 3anau» pasaena «CoBMmecTHas paboTay.

6.6. ITopsAI0K HCIIOJTHEHHUS JOKYMEHTOB

PaccmoTpeHHble  OJDKHOCTHBIMH — JIMIIAMHU  JJOKYMEHTBI TIOCTYIMAlOT pabOTHUKAM Ha
WCIIOJIHEHUE WJIM O3HAaKOMJIEHHE B BHJE 337a4, KOTOPhIE aBTOMAaTHYECKH CO3JIAl0TCS TIPHU 3aIyCKe
npouecca «McnomHeHue».

3anaya, noctynusmias B «1C: JJokyMeHTO000pOT 8», T0KHA OBITh MPUHATA K UCIIOJIHEHUIO
B JIEHb MTOCTYIIJICHUSI.

Cnenuanuctsl CTPYKTYPHBIX TMOApA3AEEHUd B TMPOIECCE MCHOJHEHUS JTOKYMEHTa
OCYIIIECTBIISIOT:

— cOop u 00paboTky HE0OX0AUMOM HH(pOPMAIIUH,

— TOJIFOTOBKY NMPOEKTa TOKYMEHTAa UM BCEX HEOOXOIUMBIX NMPHUIIOKEHUNU C COONIOJCHUEM
MpaBUi JIOKYMEHTHPOBAHHUsS, YCTaHOBIEHHBIX B AY «HedTeoranckuii MOIUTEXHUYECKUN
KOJUIEIK»,

— COIJIACOBAaHME MPOEKTA C 3aMHTEPECOBAHHBIMU JOIKHOCTHBIMH JIUIIAMU,

— J0paboOTKy MpOeKTa JOKYMEHTa MO 3aMe4yaHHsIM, MOJIyYEHHBIM B XOJE COIJIAaCOBaHMS
(B cmyyae Ccepbe3HOM KOPPEKTUPOBKM MpPOEKTa JIOKYMEHTa IPOBOJUTCS €ro IMOBTOPHOE
COTJIACOBaHUE),

— TMpejAcTaBIeHHUE NMPOEKTa TOKYMEHTa Ha MOJIUCH (YTBEPKACHHUE) PYKOBOJICTBY,
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— OIpe/eeHrne MECTa XpaHEeHUsl TJOKYMEHTa (KOIMH JOKYMEHTa) MPOCTABICHUEM OTMETKU
B KapTouke okyMmeHTa B «1C: JJokyMeHTOO0O0pOT 8» ¢ yKa3aHueM HOMepa Jiea 0 HOMEHKJIaType
7IeJ1, B KOTOPOE JI0JIKEH ObITh MIOMEIEH JOKYMEHT.

Ecnu ncnonnenue npoekTa JOKyMEHTa MOPYYEHO HECKOIBKUM JIMIIaM, TO OJIH HCIIOJIHUTEIh
HAa3HA4aeTCsl OTBETCTBEHHBIM (COOTBETCTBYIOIIAs OTMETKA IPOCTABIAETCS B KapTOUukKe Ipolecca
«McnonHeHnuey), Mociae 4Yero OH NOJy4YaeT ocoOylo 3ajadyy — KOOPAMHHUPOBAaTh paboTy
COUCIIOJIHUTEJIEH M OTBEUYaTh 3a Pe3ysbTaT BCEro Mmpolecca.

OTBETCTBEHHBIN HCIOMHUTEIb HAACISCTCS TPABOM CO3bIBAaTh COWUCHOJIHHUTENCH st
BBIPAOOTKH COBMECTHOI'O PELICHUS M ONPEAEIATh HOPSI0K U CPOKHU MPEACTaBICHUS 3TAOB pabOTHI.

[lepen yBonbHEHHEM, YXOIOM B OTITYCK, BBIE37I0M B KOMaHAWPOBKY WM MEPEMEIEHUEM 10
JOJPKHOCTU paOOTHUKH OJIPpa3/ieleHUH 00s3aHbl 110 YKa3aHUIO PYKOBOAMUTEIS [TOIPA3/IEICHHUS:

— mepefaTh HaxXoMsAUIMecs Yy HUX Ha HUCIOJHEHUHM (Ha KOHTPOJE) AOKYMEHTHI IPYroMy
paboTHUKY,

— nepeaapecoBath B «1C: JIokyMEeHTOOO0POT 8%» HEUCIIOIHEHHbIE 3a/1a4H,

— IepeajpecoBaTh JIEKTPOHHbIE MUCbMA, TPEOYIOIIHUE OTBETA.

Kpowme Toro, B «1C: JIokyMeHTOO00pOT 8» MOMKHBI OBITH U3MEHEHBI:

— cBeJleHUs 00 UCTIOJHUTEIIE POJIH,

— CBEJICHUS O JeJIeTMPOBAaHUM I1PaB,

— HACTPOWKHM IpaB JocTyna (IIpU Nepexoe B APYyroe NoapasaesieHue).

VcnonHuTenp 10JKEH NPeANpUHATh Bce HE0OXO0AUMBIE MephI JJIsl UCIIOJHEHUS T0KyMEHTa
B YCTaHOBJICHHBIH CPOK. IIpn HEBO3MOKHOCTH UCIIOIHEHUS JOKYMEHTA B yKa3aHHBIN CPOK STOT CPOK
JOJDKeH OBITh 3apaHee MpoJuleH (C COOTBETCTBYIOIIMM OOOCHOBAHHEM, IPEJCTABIAEMBIM
pykoBoACTBY). Hanu4me npocpoyeHHBIX 32/1a4 He 0IyCKAETCH.

[TpeBbllIeHHE YCTAHOBJICHHBIX CPOKOB HCIOJHEHHUS SBISIETCS HapyLIEHHEM TpYyJOBOM
JIMCUUIUIAHBL. VICTIOJTHHUTENb HECET OTBETCTBEHHOCTH 3a MCIIOJHEHHE MTOPYYCHHUI B YCTAHOBJICHHBIC
CPOKH U CBOEBPEMEHHBIN EPEHOC CPOKOB UCTIOTHEHUS.

Hcnonaurens He AODKEH pasriamarh COJepKaHWEe MOCTYIMHBIINX K HEMY JOKYMEHTOB U
MOJITOTOBJICHHBIX MPOEKTOB CIIY>K€OHBIX JOKYMEHTOB. C HUMHU MOTYT OBITh 03HAKOMJIEHBI TOJIBKO
JIMIIa, IMEIOIIE OTHOIIIEHUE K UX UCTIOJTHEHUIO.

6.7. Co3znanue 10KyMEHTOB

[IpoekT nokyMeHTa J10JIeH OBITh CO3/1aH C MCIOJB30BAHUEM COOTBETCTBYIOLIETO 1IabIOHA
u3 cnpaBouHuka «lllabmaonsl daitnos» «1C: JlokyMeHTOOO0POT 8.

[Ipu co3panuu 1oKyMeHTa U3 HY>KHOTO 111a010Ha (paiia JoKyMeHTa Oy1eT YaCTUYHO 3all0JTHEH
HEOOXOAUMBIMU pEKBHU3UTaMH. JlJs1 3TOro KapTouyka JOKyMEHTa JIOJDKHAa OBbITh 3aloJHEHa
CIIEAYIOIIMMH JTaHHBIMU:

— manka (13 cnpaBouHuka «Ilanku BHYTpeHHUX JOKYMEHTOB),

— MOJTOTOBMII (3aIIOJHAETCS aBTOMaTHUYECKH),

— MoJIpa3/ieieHue (3aroyHsAeTCs aBTOMAaTHUECKN ),

— J1aTa co3JlaHusl (3aroHAeTCs aBTOMaTUYECKH ),

— rpu gocryna,

— BuUJ (M3 CpaBOYHUKA «BUIBI TOKYMEHTOBY),

— cocTosiHUE (TIPOEKT),

— opraHu3anus (eciy BEAETCS yUeT 10 OPraHu3aIusIM),

— BoIpoc (U3 cipaBoYHMKA «BOmpock! AesTeNbHOCTHY),

— HauMEHOBaHHE (3aroJIOBOK K JOKYMEHTY),
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— pabouast rpymnma (eciau MpeArnoIaraeTcsi COBMECTHasi paboTa ¢ MPOSKTOM JOKYMEHTA).

[Tocne mMOATOTOBKHM MpOEKTa JOKYMEHTa CHCTEMa 3JEKTPOHHOTO JOKYMEHTOOO0OpoTa
ABTOMATUYECKU MPEAJIOKUT 3aIyCTUTh MPOIIECC €r0 COrJIACOBaHUS, YTBEPKACHUS U OTIIPABKU (1
MCXOJISIIET0 IOKYMEHTA).

OTBETCTBEHHOCTh 3a COCTaBlieHHE M O(OopMIIeHHE JOKYMEHTa B COOTBETCTBHHM C
ycraHoBNeHHBIME B AY «Hedreroranckuii MOJUTEXHUUYECKUM KOJUICIK» IMpaBHIAMH, a TaKKe
COIJJacOBaHME INIPOEKTa JOKYMEHTa C 3aUHTEPECOBAaHHBIMHM JIOJDKHOCTHBIMM JiMIaMu AY
«Hedreroranckuii MOMUTEXHUYECKHIA KOJUICIK» BO3JIAaraeTCs Ha CTPYKTYPHOE IMOJApa3CIiCHUe —
COCTaBUTENS JIOKYMEHTA.

6.8. PaGoTa ¢ ucxoasiimyMu 10KyMeHTAM#

Hcxonsmue AOKYMEHTBl CO3/al0TCd U3 COOTBETCTBYIOIIUX IIA0JOHOB HMCXOJSIIUX
nokyMeHToB «1C: JlokymenToo60opoT 8». Mcxonsmmii JTOKyMEHT MOKET OBITh CO3/1aH B OTBET Ha
BXOJSIIMMA WJIM KAK UHULMATUBHBIA JJOKYMEHT.

OTBeTHBI TOKYMEHT CO3/aeTCsl MPHU MOMOILIM KOMaHJ MeHI0 «Co3/1aTh Ha OCHOBaHUM» —
«Mcxonammii TOKyMEHT», MPU O5TOM KapTOuKa HCXOJSIIEr0 TOKyMEHTa OyAeT 3alloJIHeHa
ABTOMATUYECKU TEMH JaHHBIMHU, KOTOPbIE €CTh B KAPTOUKE BXOSAIIEr0 JOKYMeHTa. JlOMOJIHUTENbHO
CIIeTyeT yKa3aTh C0CO0 TOCTAaBKH.

[Ipu co3nanuy HHULIMATUBHOTO UCXOMSILEr0 TOKYMEHTa KapTouKa JOKYMEHTA 3aIl0JIHAETCS
[0 aHAJIOTHH C KapTOYKOW BXojsmiero qokymenta (myHKT 6.3. TlonoxeHus) ¢ ykazanueMm crocoba
JTIOCTaBKH.

[Tocne 3akpbITUS YY€THON KapTOYKH U BCEX MPUIOKEHHBIX (DAMIOB UCXOISAIINI TOKYMEHT
OyJeT aBTOMATUYECKH HAIlpaBJIEH HA COIVIACOBAaHUE JIMHEWHOMY pYKOBOJIUTENIO, 3aTEM Ha
YTBEPKJICHUE U PErUCTPALIMIO.

PerucrpanmonHelii HOMEp JOKYMEHTa M Jara pETUCTpalMd Ha OyMaXHBIX BEPCHSIX
JIOKYMEHTa MPOCTABJIAIOTCS Ha MOATMHHUKAX IOKYyMEHTAa B PEKBU3UTAX OJaHKa.

OpuruHan JOKyMEHTa ¢ BU3aMM U MPHIOKEHUSIMU B COOTBETCTBHM C HOMEHKJIATYpOH el
MOJIIINBACTCS B 1710 (BXOAALIMHI TOKYMEHT MOMEIAETCs Ha XpaHEHHE B JIEJI0 BMECTE C JOKYMEHTOM-
OTBETOM).

6.9. OTnpaBKa JOKYMEHTOB

OTnpaBKy UCXOASIINX JOKYMEHTOB IPOBOAUT «CeKpeTapb-/1€I0IPOU3BOIUTENBY CIIOCOOOM,
3asBJICHHBIM aBTOPOM JOKyMeHTa (kypbep, [louta Poccum, dakc, snextponHas modura, C3JI
«/lemo»). Coco6 MOCTaBKM YKa3bIBAa€TCS B YUETHOM KapTOUKE HCXOJSIIETO JOKYMEHTa, B TOJIE
«Croco0 10CTaBKM».

«CekpeTapb-/1eJ0NPOU3BOIUTENbY  MPOBEPSAET HAJIMYME YKa3aHHBIX B  JIOKYMEHTE
IIPWIOKEHUH, COOTBETCTBUE KOJIMUYECTBA IK3EMIUISIPOB KOJIMYECTBY aJpPECATOB, AATHI MOANMCAHHUSA,
IIPOU3BOJIUT COPTUPOBKY JOKYMEHTOB I10 CIIOCO0Y IOCTaBKU KOPPECTIOHACHIINU ajipecaTy (mpocTas,
3aKa3Hasi, MEXAyHapoaHass U Ap.). [Ipu BbISBIEHMH HECOOTBETCTBUH JIOKYMEHT K OTIPaBKE He
MIPUHUMAETCS U BO3BPAILIAETCS] COCTABUTEIIO JIUISl X YCTPAHEHHUS.

JIOKYMEHTBI IIOJJIEKAT OTIPABKE B IEHb UX PETMCTPALMH WU HE T03/IHEE IEPBOi1 TOJIOBUHBI
cienyrouero padouero nHs. CpoyHasi KOPPECTIOHACHIIMS OTHPABISETCS B IEPBYIO OYEPEIb.

Koppecnonnennus, ornpasnsiemasi [loutoit Poccun nnu kypbepckoil 1oCTaBKOM, TPOXOJIUAT
YIIaKOBKY, a/ipecoBaHue (IIpU HamNpaBlIeHUH AOKyMeHTa Oosee ueM B 4 ajpeca B COOTBETCTBUU C
yKa3aTeJaeM CIIMCKA PACCBUIKM, KOTOPBIM COCTaBISAETCS aBTOPOM JOKYMEHTA), IPOCTaBICHUE
CTOMMOCTH MTOYTOBBIX YCIIYT U Mepefady Ha OTIPaBKY B MECTHOE OT/IEJIEHUE CBSI3U WU KYPbEPCKYIO
ciy0y. O6paboTKa TOKYMEHTOB JUIs OTIIPABKHM MOYTOBOM CBSA3bIO OCYIIECTBIISETCS B COOTBETCTBUU
¢ aevctByrommu IIpaBunamu okazaHus yciayr HOYTOBOM CBSA3H.
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JIOKyMEHTBI, HampasisieMble II0YTOBOM WM KYypbEepCKOM CBSA3BIO B OJHMH ajpec,
BKJIA/IBIBAIOTCS B OJTUH KOHBEPT.

Ha 3aka3Hyl0 KOppECIOHAEHLIMIO, Ha KOPPECIOHACHLMIO, HANpPaBIseMyl0 B aJpec
MHOCTPAaHHBIX OpraHM3alui, Ha JOKYMEHTbl C MOMETKOH «Jlis ciyKeOHOro I0JIb30BaHMS»
COCTaBJISIETCSI PEECTp, KOTOpbI 3aTeM Bo3Bpamaercss «CekpeTapro-1el0lponu3BOIUTENI0» C
pacnuckoil pabOTHUKOB ITOYTOBOI'O OTAEIEHUS CBSA3U, Kypbepa UM HHOTO JIMLA, 00E€CIeUNBAIOIIETO
OTIIPaBKY JOKYMEHTOB. OTBETCTBEHHOCTD 3a XpaHEHUE OPUTMHAIIBHBIX peecTpoB HeceT «CeKpeTaph-
JeJI0TIPOU3BOAUTEIBY.

6.10. IIpaBu1a cor;iacoBaHUsl JOKYMEHTOB

[TonoxeHue ycTaHaBIUBAET €AMHbIE IPABUJIA COTIIACOBAHUS AJIS BCEX BUJIOB IOKYMEHTOB.

[Ipouenypa cormnacoBaHusi MPOBOAUTCS TOIBKO cpenctBamu «1C: JJokyMeHTOOOOpOT 8»
IIyTeM HUCI0JIb30BaHus Iporecca «CoraacoBaHUe».

PykoBoauTenn  coriacyrommx — HOApa3leNeHU  00s3aHBl  OpraHM30BaTh  IpoOIecC
3G (GEKTUBHOIO COIJIACOBAHUS BHYTPU BO3IVIABJISIEMBIX IOJpa3lesieHuil, obOecreunBaromui
BBITIOJIHEHUE YCTAaHOBIICHHBIX TPEOOBAHUIA.

[TorHOMOUYMS ~ coOIVIaCyIOLIUX  JIMII  MOTYT  OBbITb  JEJEeTUpOBaHbl  PaOOTHUKAM
COOTBETCTBYIOILINX MOpa3IeNICHHH ITyTeM HCIoib30Banus GyHkun «llepeHanpaBuTh» B mporecce
«CornacoBaHue.

OTBETCTBEHHOCTh 3@ JIE€JIETMPOBAHME M Ieperady IOJHOMOYMHM IO PAcCMOTPEHUIO U
COIJIACOBAHUIO MPOEKTOB JOKYMEHTOB BO3JIaraeTCsi Ha COIVIACYIOIIMX JIML, YKa3aHHbBIX B JIMUCTE
coryiacoBaHus (3akiaaka «Buzay yuyeTHoH KapTOUKH).

OTBETCTBEHHOCTh 3a JEWCTBUS IO COIVIACOBAaHMIO JIOKYMEHTOB, JEJIETMPOBAaHHbIE
COTJIaCYIOUIMMH JIMLIAMH ITyTeM HcIoib30Banus (yHkuun «llepeHanpaBuThy», BO3jaraercs Ha
paboTHHKOB AY «Hedreroranckuii moJMTeXHUUECKUH KOJIIe K>, OTYYMBIIUX 3a/1a4y COIJIacoBaTh
MIPOEKT JOKYMEHTA.

IToso’keHNE yCTaHABIMBAET CIAEAYIOIIUE CTATyChl COTJIACOBAHUS:

— «COTJaCOBaHO»,

— «COTJacoOBaHO C 3aMEYaHUAMU»,

— «HE COIIaCOBAHOM.

TpeboBanus k popMme U cofiepKaHUIO MOJaBAEMbIX 3aMEYaHUMN:

— 3aMeyaHus MOJAITCSA B COOTBETCTBUU C KOMIIETEHIIMEN COIIACcyIOUIETro MOApa3ieIcHMs,
ompenenseMoi 3amadamMu U QyHKIMSIMH 1ojpaszeneHus (cogepkarcss B [lomoxkeHun o
MOAPAa3ACIICHUN ),

— BHE pPaMOK CBOEH KOMIIETEHIIMM COIJIACYIOIIEE JIMLO BIIPaBE II0JaBaTh TOJIBKO T€
3aMeYaHus, KOTOpbIE HAIpaBJeHbl, M0 €ro MHEHHIO, Ha TOBBIIIEHHE KadecTBa Ipolecca, Ha
3¢ (deKTUBHOE AOCTHKEHUE Leel IMpoliecca, a TaKKe PEeNaKIMOHHbIE 3aMeuyaHus, YIydllaloline
BOCIIpHUATHE UH(DOPMAIUH,

— 3aMmeyaHus, MoJaHHbIe BHE PAMOK KOMIIETEHIIMH, HOCST PEKOMEHIATENIbHbII XapakTep U
HE MOTYT CIIYy’KUTb OCHOBAaHUEM I OKOHYATEIbHOTO OTPUILIATEIBHOIO PE3YJIbTAaTa COIVIACOBAHUS
JAHHBIM COTJIACYIOLIUM JIUIIOM,

— 3aMeyaHusi He JOJDKHBI HOCHUTH JIeKJIapaTUBHBIM XapakTep M MPU3BAHbI BCKPHIBATH
po6JeMy, BBIBIIST PUCKU U MpeAaraTb BO3MOXKHBIE ITYTH MOBBIIICHUS KauecTBa IpoLecca,

— 3amedaHusi (KpoMe€ peJaKIMOHHBIX) JOJKHBI COMPOBOXKIATHCS COOTBETCTBYIOIIEH
apryMeHTaluen, mpeanoaramoIei ocBeleHrne KOHKPETHOM MPOOIIeMbI, BBISIBIIEHUE ONPEEIIEHHOTO
pHCKa, a TAKXKe CO/IePIKATh MPEATIOKEHHUS 0 MUHUMHU3ALMU PUCKOB U PELICHUIO IPoOiIeM,

— 3anpenaercs MojaBaTh 3aMeyaHus B GopMe BOpoca Uil MpockhO,
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— 3aMeuyaHusi HE MOTYT OBITh HAIPABJICHBI HA 3allUTy HWHTEPECOB OTIEIHHO B3ATOTO
NOJpAa3IeICHUs M JOJDKHBI IPECIIeI0BATh 1M MOBBIIICHUS Ka4eCTBa IPOLECcca B IEJIOM,

— TIpH MOoAa4Ye PEIAKIIMOHHBIX 3aMEYaHUH, HE OTHOCSIIMXCS K CYIIECTBY PACCMaTPUBAECMOT'O
nporiecca, HeoOXOAMMO YUUTHIBATh O(QUIIMABHBINA CTATyC COrIacoBaHus, 3QdeKT oT paccMoTpeHus
U 00pabOTKM 3aMEYaHHs, a TAK)KE BO3MOXKHOCTh YPETYIHPOBAHHUS TAKUX 3aMEUaHU B paboyem
(HeodurmanbHOM) MOPSIZIKE,

— Ha OYepeIHOM JTale COIIACOBAHUS MPOEKTa TOKYMEHTa COTJacOBAaHHE MPOM3BOAUTCS
TOJILKO B paMKaxX II€PBOHAYAILHO TOJAHHBIX 3aMEUaHWH WM BO3HUKIIMX B IOCIEAYIOIIEM
BCJICJICTBHE U3MEHEHHs KayecTBa Mporiecca (10 3aMEYaHHUsIM JPYTUX COTIACYIONIUX JIMII); Tojada
HOBBIX 3aMEYaHUI HE JIOITYCKAETCH,

— €CII TP COTJIIACOBAHHMHU TPOIIECC/BONPOC MPETEPIEeT H3MEHEHHS, KOTOPhIC KacaroTCs HE
TOJILKO (DYHKIIMH COTJIACYFOILETO JIMIIA, HAIIPABUBIIETO 3aMEYaHMsI, HO U MHBIX COTJIACYIOIIUX JIUII,
KOTOPBIC K MOMEHTY TaKHX H3MEHCHHI YK€ COTJIACOBAIM IIPOEKT IOKYMEHTA, YKa3aHHbIC U3MCHCHUS
MOJIeXKAT UX JOMOJHUTEIBHOMY COTJIACOBAaHUIO.

3ameuaHus, MOJNAHHBIC C HAPYNICHHUEM YCTAaHOBJIGHHBIX IPABWI, MOTYT OBITh YYTCHBI
pa3pabOTYUKOM JIOKYMEHTA 10 €r0 YCMOTPECHHUIO.

[Iponerypa coriacoBaHusI IPEANOIAraeT CIEAYyIOIIe CTAaHIapPTHBIE CPOKH €€ TIPOBEICHHS:

Opranu3aliOHHO-TIPABOBBIE JOKYMEHTBL.......................... 5 mHen
Opranu3anoHHO-PACTIOPSIAUTEIbHBIE JOKYMEHTHI ... 3 nus

PermaMeHTHBIE JOKYMEHTBI ..o, 5 mHen
JIOTOBOPHAS! AOKYMEHTALMS ..o 5 nuen

Teuenue cpoka coryiacoBaHusl HAUMHAETCS C MOMEHTA cTapTa npouecca «CorinacoBaHue).

Eciu mpoekr JokymMeHTa TpeOyeT CpOYHOrO COIJIacOBaHMs, pa3pabOTUMK IOJIy4aeT
IIPEIBAPUTEIIBHOE DPA3PELICHUE Ha COKPALEHUE YCTAHOBJIEHHOIO CpOKa COIVIACOBaHUA Y
PykoBogurens opranmsauuu/PykoBonutens Onoka. WHbopmanus o MOTy4EeHHOM pa3pelieHUd
3a”HocuTCs B nojie «KommeHTapuin» kKapTouku mpouecca «CorjiacoBaHue».

Cornacyroniee mojpa3fielieHue BIIpaBe COIJIAaCOBaTh C Pa3padOTUMKOM YBEIMYEHUE
YCTAHOBJIEHHOT'O MM CPOKa, HO He OoJiee ueM B JIBa pasa.

[locne 3aBepiieHUs 3Tama COIJIACOBAaHUS PYKOBOAWUTENb MOApa3JeleHUus-pazpaboTurKa
IIPOEKTa JOKYMEHTAa IPUHUMAET PEIICHUE O JATBHEHIIEM NTPOXOKIECHUH MPOLIEcca COTJIaCOBAHUS B
3aBHUCHUMOCTHU OT 3HAYMMOCTHU M XapaKTEpa MOCTYIIHBIINX 3aMeYaHUM.

JU1sl IPOEKTOB OpPraHU3alMOHHO-PACHOPSAAUTENbHBIX JoKyMeHToB (OPJl) nomyckaercs He
Oonee Tpex OJTanoB corjacoBaHus. Jlyig JIpyrux BHAOB JOKYMEHTOB KOJIMYECTBO 3TaloB
COIIACOBAHUS HE IMMUTUPYETCS.

[Ipu Hanuuuu 3ameuyanuii k npoexkty OP/] mocne TpeTsero 3Tamna corjaacoBaHus pelIeHue Mo
pasHOIIacusM IPUHUMAETCA JIMIIOM, KOTOPOE YTBEP)KIAET IPOEKT NOKyMeHTa. PasHornacus
odpopmitsrotTcst [IpoTokosaom pasHoriacHii.

Ha mo0Oom »srane corimacoBaHusi (Kpome IEpBOro) pa3padOTUYHMK BIpPaBE 3aBEPILIUTh
IIPOLIEIYPY COTJACOBAHUS JUIsl IPUHATHUS JATBHEUIINX PEIICHUN U YTBEPKICHUSI TOKYMEHTA.

6.11. IIpoBepka npaBUIbHOCTH 0(pOPMIICHHS JOKYMEHTA

«CekpeTapb-/1eJ0IPOU3BOIUTENb poBepsieT MPaBUWJIbHOCTh odopmiIeHUs
BHYTPEHHETO/UCXO/ALIETO  JOKYMEHTa TMepell YTBEPXKACHUEM  YHOJHOMOYEHHBIM  JIUIIOM.
HenpasuibHo oopmiieHHBIE JOKYMEHTBI HE PETUCTPUPYIOTCS U BO3BPAIIAIOTCS UCTIOIHUTENIO.

ITpoBepka npaBWIbHOCTH OGOPMIICHHS JOKYMEHTA IPOBOIUTCS IYTEM CO3JJaHUs OTAEIHHOTO
nporecca  «CormacoBaHue»,  aapecoBaHHOro  «Cekperapro-Ielonpor3BOIUTENO»,  TOCHE
3aBEPLIEHUS MPOLIETYPhl COTTIACOBAHMSI C 3aMHTEPECOBAHHBIMU MTOAPA3IEICHUSAMH.
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6.12. YTBep:kaeHne 10KyMeHTOB

DNEeKTpOHHAs BEPCHsl COTJIACOBAHHOTO IMPOEKTa JOKYMEHTa HaIpaBisIeTCsl PYKOBOIUTEIIO
AY «Hedreroranckuii MOJIMTEXHUUECKUN KOJUIEIK» Ha yTBepxkaeHue B «1C: JJokyMeHTO000pOT 8»
B paMKaX aBTOMaTHU3UPOBAHHBIX MTPOLIECCOB.

Bbymaxnast BepcHsl COINIACOBAaHHOIO NPOEKTAa JOKYMEHTA, IOJJIEXKAIIEr0 apXHUBHOMY
XpaHeHHIo, nepenaercs pykoBoauteno AY «HedreroraHCKui MONMUTEXHUYECKUA KOJIIEIHK» IS
MOJITMCAHUS TTOCIIE MTOTYYSHHSI OJI0KHUTEIBHOTO 3aKIIFOYCHHUS, TIOJIYYEHHOT'O B JIEKTPOHHOH popme
C HCHOJb30BaHUEM Tpolrecca «YTBepxkaeHue». llepemaua OKyMEHTOB Ha MOANHUCAHUE
npousBoauTcs «CekperapeM-IaeI0IpOru3BOIUTEIIEM.

['pud yrBepKaeHMs 2IEKTPOHHON BEPCHH TOKYMEHTa aBTOMAaTUYECKU OTPAXKAETCS B yUETHOU
kapTouke, B mnoje «lloamucan (yrBepAwin)» IOCIIE IOJOKUTEIBHOIO 3aBEPIICHUs IIpoliecca
«YTBEpKICHUECY.

K OymakHOH Bepcuy JOKYMEHTA MPUKIIAIBIBACTCS JUCT COTJIACOBAHUS, C(HOPMUPOBAHHBIN
B «1C: JlokymMeHTO00O0pOT 8».

6.13. Perncrpauusi BHyTpeHHHX IOKYMEHTOB

Peructpanus  IOKyMEHTOB  MPOU3BOJUTCS ~ OTBETCTBEHHBIM  JIMIIOM B  paMKax
aBTOMATU3HPOBAHHBIX IPOLIECCOB.

[Tpu peructpanu BHYTPEHHETO JOKYMEHTA JOJIKHBI OBITH 3aMOJHEHBI CICAYIOIIHE IMOJIS
KApTOYKHU:

— PperucTpaioHHbII HOMED,

— XpaHEHHe.

PeructpanmonHblii HOMEp BHYTPEHHErO JOKYMEHTa CO3/1aeTCs aBTOMATHYECKH C y4eTOM
HacTpoek Hymeparopa B «1C: JlokyMeHTo000pOT 8» 10 BUaM JOKYMEHTOB.

6.14. Yuer 1 ana1u3 00beMOB JOKYMEHT0000pOTA

VYder n aHanu3 00bEMOB JOKYMEHTOOOOPOTa MPOU3BOJIATCS B LENAX COBEPIICHCTBOBAHUS
OpraHm3aiuu padoThl C JOKYMEHTaMH, DPAlMOHATBHOTO paCHpeleleHusl JIOKYMEHTOIIOTOKOB,
MOBBILIEHHUS UCIIOJHUTENBCKON JUCHMILIMHBI U pacueTa ONTHUMAaJbHOM YHCIEHHOCTH PaOOTHHUKOB,
3aHATHIX B JEJIONPOU3BOICTBE.

VYuer u ananu3 00beMOB T0KyMeHTO0OO0poTa BenyTcst B «1C: JlIokyMeHTO0O0pOoT 8» myTemM
¢dopmupoBanus CrpaBku 00 oObeMe JOKYMEHTOOOOpoTa M3 KoMaHAbl «Bce oTdeTsl» paszgena
«lokymeHnTsl u aitnb». B coorBerctBUM ¢ HacTpodkod ortder «CnpaBka 00 oObeme
JOKYMEHTO00OopoTa»  (GopMHpyeTcss  eXeHenenbHO M HampaBigercs — «CekperapeMm-
JIEONIPOU3BOIUTENIEM» pykoBoautento AY «Hedreroranckuii MOMMTEXHUYECKUM KOJIIEK.

7. TEKYILEE XPAHEHUE JOKYMEHTOB

7.1. Pa3zpaGoTka U BeJeHNE HOMEHKJIATYPbI Ae

Homenknarypa nen Beaercs B «1C: JIokyMeHTOOO0OPOT 8» MyTeM 3amoHEHUs CIIPaBOYHUKA
«Homenknarypa nemn» pasnena HCH.

Homenknarypa nen coctaBisieTcsi JUisi TPYNIHUPOBKU HCIIOJHEHHBIX JOKYMEHTOB B Jiefa,
CUCTEMaTHU3alluHU U y4eTa JIeJl, ONPEeICHUS] CPOKOB UX XPAHEHHS U MIOUCKA TOKYMEHTOB.

HomeHnkmarypa nen sBiIseTCs OCHOBOM JUISi COCTABJIEHMS OIMCEM i€ MOCTOSHHOIO W
BpeMeHHoro (cBbiine 10 jer) xpaHeHus], B TOM YUCJIe M0 JTUYHOMY COCTaBY, aKTOB O BBIIEICHHUH K
YHUUYTOKEHUIO JOKYMEHTOB, HE MOJUIekKAIINX XPAHEHUIO, a TaKKe JJI yyeTa JeJl BpeMEHHOTo (10
10 neT BKJIIOYUTETHHO) XPaHEHHS.

CocTaBisitoTcsi HOMEHKJIATYpPhI A€l oIpa3iesieHui U CBOJHAsI HOMEHKJIaTypa Jel.

Crpanurna 52 u3 81



Exeronno B navane IV kBaprana «Cekperapb-AeONpPOU3BOIUTENBY 3allyCKaeT MpOIece
(GopMHpOBaHHS HOMEHKIATYpbl JAel — cTapTyeT mnpouecchl «llopyueHue» st paOOTHHMKOB,
OTBETCTBEHHBIX 32 BEJICHUE JIEIONPOU3BOJICTBA B CTPYKTYPHBIX IOPA3ACICHUAX.

PaboTHMKM, OTBETCTBEHHBIE 32 BEJICHUE JIEJIONPOU3BOCTBA, GOPMHUPYIOT HOMEHKIIATYPBI A€
noapasiesieHuil B Buje (pailiioB ¥ MPUKPEIUIAIOT K KAPTOUKE 3aJauu.

IIpu cocraBieHMH HOMEHKJIATYpbl Jei1 pabOTHUK PYKOBOJCTBYETCS IIOJIOKEHHUEM O
10JIpa3/ieJIEHNH, TOKYMEHTaMHU, PErVIAMEHTUPYIOLIUMU JI€ATENbHOCTh MOAPA3IEICHNS U TIOPSAA0K €
JIOKYMEHTUPOBAHHUS, HOMEHKJIATYPOU J1eJ1 OAPAa3AeJICHUs 3a IPEAbIAYIINI I0Jl, BEJOMCTBEHHBIMH U
TUIIOBBIMU NIEPEYHSAMU JTOKYMEHTOB C YKa3aHUEM CPOKOB UX XPAHEHUS.

B HOMEHKIaTypy [nen BKJIIOYAOTCS 3aroJIOBKH  JIeJ, OTpaXkarollMe JIESTEIbHOCTD
CTPYKTYPHBIX TOAPA3JEIEHUN TOCYAapCTBEHHOIO OpraHa, OpraHa MECTHOIO CaMOYIpPaBIEHUS
IIOCTOSIHHO M BPEMEHHO JEHCTBYIOIMX COBEIIATENbHBIX U KOOPAMHALMOHHBIX OPraHOB (KOJUIETnH,
COBETOB, KOMHUCCUM U Jp.), B TOM YHCJIE JOKYMEHTBI, COJAEp)Kalllu€ CBEJCHHUS OrPaHUYEHHOIO
JIOCTYIA, PETUCTPALIMOHHBIE W YYETHBIE >KypHalbl, KapTOTEKH, 0a3bl JaHHBIX, B HEOOXOIMMBIX
CIIy4asiX - KOIIUU JJOKYMEHTOB.

3aroJIOBKM IEKTPOHHBIX JEJI BKIOYAKTCS B HOMEHKJIATYPY JEJI 110 TEM XK€ NpaBuiiaMm, 4To U
3aroJIOBKH JeJ1 Ha OyMa>KHOM HOCHTEJIE.

He Brito4yaroTcs B HOMEHKJIATYPY €)1 3ar0JI0OBKH [€YaTHBIX N3JaHUN (COOPHUKH, OPOILIIOPHI,
CIPaBOYHUKH, OIOJIICTEHH, pedepaTHBHBIEC KyPHAIIBI U IPYTHe OJOOHBIE MaTEPUAIIbI).

Bo3HukIMe B TeueHue rojua, He NpelyCMOTPEHHbBIE HOMEHKIIATYPOH Jieja, JOIIOJIHUTEIbHO
BHOCSITCSI B COOTBETCTBYIOLIMI pa3/ie’ HOMEHKJIATYPhI 1€ C OUEPEAHBIM MOPSIAKOBBIM HOMEPOM.

OTBETCTBEHHOCTh 3a IIOJHOTY OTPaXEHUs B HOMEHKJIAType JeJI HUMEIUMXci B
NOJIpa3/IeJICHUU BO3JIaraeTcss Ha PYKOBOJMTENS MoOjpasjelieHus. B ciiydyae peopraHuzanuu Wiu
JMKBUAALMY [TOJIPA3/IEIECHNUS, a TAKXKE B CIIy4ae YBOJIbHEHUSI, pyKOBOAMUTENb Opa3/iesIeHus 00s3aH
nepesaTh M0 akTy (OIMMCH) YUCIISIIIUECS 110 HOMEHKIIATYpE JIe1 IOKYMEHTBI CBOEMY IIPaBOIIPEEMHUKY
nn «CekpeTapro-ae10IpOU3BOIUTEIION.

CBognass HoMeHknatypa nen1 AY  «Hedreroranckuil MOJUTEXHUYECKHM  KOJUIEIIAK»
cocraBisieTcss  «CekperapeM-IAeONpOM3BOJUTENIEM» HAa  OCHOBAaHMM  HOMEHKJIATyp A€l
nojapasaenenuid u 3anocutces B «1C: JlokymMmeHTO000pOT 8».

VYTBepkaeHHas HOMEHKJIATypa JeJd BBOJAUTCS B JEUCTBHE C 1-ro sSHBaps CIEIYIOIIETO
KaJICHIapHOTO roJia.

3anonHeHHbIM pasgen «HoMeHkiaTypa [em» HCHOJIb3yeTcs NP aBTOMAaTHU3MPOBAHHOM
CO3aHMHU JieJ1 (TOMOB) JUIsl CIIUCAHUS B HUX UCIIOJIHEHHBIX JIOKYMEHTOB.

7.2. ®opmupoBaHHe a1

®opmupoBanue aen obecmeunBaercs cpenctBamu «1C: JlokymeHTooOopoT 8» myTem
BeJIeHUs] crnpaBovyHHMKa «Jlema (Toma)» B COOTBETCTBUM € HOMEHKIarypoil aen. [lapamerpsl,
3alaHHbIe 3apaHee Ul KakIOro pas3jiesla HOMEHKIATYphl, ONPEENSIOT MNOPSAIOK CIHCAHUSA
VCIIOJTHEHHBIX IOKYMEHTOB B JIefa.

Jlena cyuTarOTCsl 3aBEJCHHBIMH C MOMEHTA BKJIKOYEHHMS B HHUX IIEPBOTO HCIIOJHEHHOIO
nokyMmeHnTa. Ilocne mcnomHeHUs JOKYMEHTOB M OKOHYaHUS paOOThl ¢ HUMHM OyMaskHblE BEpCHUU
JIOKYMEHTOB, ITOJUIeKalllie apXUBHOMY XpaHEHHIO, TOMEUIAI0TCs (TIOAUIMBAIOTCA) I 00eCTieueHUs
bu3NYeCKOl COXpaHHOCTH B TBEpAble OOJIOKKH MM NaNKU-PETUCTPATOPBI, a AIIEKTPOHHbIE
JIOKYMEHTBI CITUCBIBAIOTCS B Jena cpeactBamMu «1C: JIokyMeHTo000poT 8».

DneKTpoHHAas KapToyKa Jieia COACPKUT CIEAYIOLINE CBEICHUS:

— HanMEHOBAaHHE I10 HOMEHKJIAType Je,

— HOMeEp TOMa,
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— TEepUoJ, 32 KOTOPBIA COOpaHbl JOKYMEHTBI, XpaHsIUecs B Aee,

— KOJIMYECTBO JIUCTOB,

— MECTO XpaHEHHS.

I[Ipu ¢opmupoBanun nen pabOTHUKK O00s3aHBI  COOJIOAATH  CIEIYIOIIME OCHOBHBIC
TpeOOBaHUS:

- B JEJN0 BKJIIOYAIOTCS HCIIOJIHEHHBIE JOKYMEHTBI, COOTBETCTBYIOIME IO CBOEMY
COJIEp>KaHUIO 3ar0JIOBKY JieJla 10 HOMEHKJIAaType JIel;

- IPUJIO’KEHUSI BKITFOUAIOTCS B €TI0 BMECTE C OCHOBHBIM JIOKYMEHTOM (TIPHIIOKEHUS] 00HEMOM
cBbIie 150 TUCTOB MOTYT BBIICIATHCS B OTJCIBHBIN TOM JIeNa);

- B JEJ0 BKJIKOYAIOTCA JOKYMEHTHl OJHOIO KAaJIEHJApPHOIO T0/a, 32 MCKIIOYEHHUEM
HepexosIuX Jell, Cy1eOHbIX A€, TUUHBIX JIel.

- JOKYMEHTBbl IIOCTOSSHHOTO M BPEMEHHBIX CPOKOB XpaHEHUs TpYHIUPYIOTCS B Jela
pa3aebHo;

- B JIEJIO BKJIIOYAETCS 110 OJHOMY 3K3EMIUISPY KaX/10r0 JOKYMEHTA;

- (hakcorpaMMBel, TeerpamMMsl, Tesie()OHOrpaMMbl IIOMEILAIOTCS B Jiela C NEePENUCKOM;

- B JIJI0 MTOMEUIAIOTCS JOKYMEHTHI MPABHIIBHO U MOJHOCTHIO O(OpMIIEHHBIE (JOKYMEHTHI
JIOJKHBI UMETh JaTy, HOJIUCH U IpYrHe HE0OX0AUMbIe PEKBU3HTHI);

- B JIEJI0O HE BKJIIOYAIOTCS JIOKYMEHTHI, IMOJJIEKAIUE BO3BPATY, JIMIIHUE SK3EMIULIPHI U
YEpHOBUKM (32 MCKIIIOYEHHEM 0Cc000 IEHHBIX); 0 00bEeMy J1e/10, BKJIIOYAOLIee JTOKYMEHThl Ha
OyMa)KHOM HOCHTEJIE, HE JIOJDKHO MpeBbImaTh 250 MUCTOB IpH ToJIKHE HE Oojee 4 cM (ToimuHa
7en co cpokamu xpaHeHus 10 10 sier He powkHa npesbimath 10 cm). Ilpu npeBblieHUn AaHHOTO
o0beMa 3aBOJTUTCS BTOPO U mociieayromue Toma. [Ipu Hamuunuy B 1e1e HECKOIBKUX TOMOB, HH/IEKC
Y 3aroJIOBOK JieJ1a MPOCTAaBIIAIOTCSA HAa KaXXJJOM TOME C Jj00aBiieHueM 0003HaYeHHUs HoMepa ToMa U,
pHu HEOOXOIMMOCTH, 3aroJI0BKa TOMA;

- JOKYMEHTbI BHYTPH JleJIa PaclojaraoTcsi B XpOHOJIOIHYEeCKOi (CBEpXYy BHHU3), BOIIPOCHO-
JIOTUYECKON MOCIeA0BATEIbHOCTH WM UX COUETAaHUH.

JIOKyMEHTBI BHYTPH J€lla pacIojaratlorcs B XpOHOJOTHYECKOW MOCIEN0BATEIIBHOCTH U 110
TEMaTU4YECKOMY (IIPEAMETHO-BONPOCHOMY) MPU3HAKY: B OJIHO JI€J0 MOJIIMBAIOTCSA JOKYMEHTHI 110
OIpe/ieIeHHOW Teme (BOMpocy), MO BHJAM JIOKYMEHTOB («IIPHKa3bl», <«IUIAHBI», «OTYETHI,
«IIPOTOKOJIBI» U T. I1.) WJIK 110 KOPPECTIOHJAEHTCKOMY IIPU3HAKY, TP KOTOPOM B JI€TI0 GOpMUpPYETCS
IIepeNnncKa ¢ OJJHUM MM HECKOJIBKUMHU KOPPECIIOHACHTAMHU.

VYka3aHHbIE IPU3HAKU MOT'YT OBITh IOIOJHEHBI U COYETATHCA MEXKAY COOOM.

OpraHu3alnvoOHHO-pacoOpAIUTEIbHbIE JOKYMEHTBl TPYNIUPYIOTCS B Jeda [0 BHUAAM U
XPOHOJIOTUU C OTHOCSAILIUMHUCS K HUM MPUITOKEHUSIMHU.

OprannzannoHHO-IIPABOBbIE JOKYMEHTHI, YTBEPXKICHHbIE OpraHMU3alMOHHO-
pacnopsAUTEIbHBIMUA JOKYMEHTaMU, MOAIINBAIOTCA B JiejIa BMecTe ¢ HUMU. [Ipu ux yTBep>KIeHUH B
KAaueCTBE CAMOCTOATEIBHBIX JOKYMEHTOB OHH IPYIIIUPYIOTCS B CAMOCTOSITENIBHBIE JIENA.

PernameHTHBIE TOKYMEHTHI MOAIIMBAIOTCS B JIela BMECTE C MPHUKA3aMH, KOTOPHIMH OHH
BBOJISITCS B JIEHCTBUE.

[TpoToxosibl popMuUpPyIOTCS B JIeja IO BUIaM 3ace/laHui, COBEIlaHu M, COOpaHuii (1o KaxaoMy
BUJY OTAEIHHO) U MO0 XPOHOJIOTUH.

[Tpuka3bl MO OCHOBHOMH N€ATENbHOCTH TPYMIUPYIOTCS OTAEIBHO OT MPHUKA30B MO JTUYHOMY
COCTaBYy.

[Tpuka3bl M0 TUYHOMY COCTaBY IPYIIUPYIOTCA B JIeJia B COOTBETCTBUM C YCTAHOBJIEHHBIMU
CPOKaMHM UX XpaHEHHUS:
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— IpUKa3bl 10 JIMYHOMY COCTaBy, Kacarolliecsi IpHeMa, IIE€pPeBOJa, YBOJIbHEHMS,
MOOIPEHHUsI, IPEMUPOBAHUS COTPYIHUKOB, CO CPOKOM xpaneHust 50 jer;

— IpUKa3bl O HPEJOCTABIEHUHM OTIYCKOB, B3bICKAHMIX, KOMaHIUPOBKAaX PAOOTHUKOB CO
CPOKOM XpaHEeHUs OT 3 10 5 JIeT.

JIOKYMEHTBI B JIMYHBIX JI€J1aX PACIIOJIaraloTCsl B XPOHOJOTMYECKOM IOPSAJKE IO MEpe HMX
HOCTYIUIEHUS.

JluueBsle cyera o 3apaboTHOM T1aTe paOOTHUKOB IPYIIUPYIOTCS B CAMOCTOSITETIBHBIE JIeNIa
U pacroJaratoTcs B HUX B MOpsiIKe ajihaBuTa 10 (paMUIIHsM.

Ilepenucka rpynnupyercs 3a OJWH KaJIEHJAPHBIM I'OJ U CUCTEMATU3UPYETCS] BHYTPH Jeiia
B XPOHOJIOTUYECKOM  IOpsIIKE:  JOKYMEHT-OTBET  IIOMEINaeTcsi 3a  JIOKyMEHTOM-TIpOochOon
(oOpamenuem, 3ampocoM). IIpm BO30OHOBIEHHWM TEPENHCKH 110 OIpPEAeTICHHOMY BOIPOCY,
HauyaBUICHCS B NPEAbIAYILEM IOy, JOKYMEHTHI BKJIKOYAIOTCS B JIEJI0 TEKYIIEro rofa ¢ yKa3aHHeM
MHJEKCca Jiesa MpeAbLAYIIEero roja.

byxrantepckue AOKYMEHTHl TPYNIHUPYIOTCS B Jiejla B COOTBETCTBUU C TPeOOBAHUAMHU
3aKoHoAarenbcTBa Poccuiickoit Penepanyy U OpraHU3alMOHHO-PACTIOPAAUTENBHBIX JTOKYMEHTOB
AY «HedTeroraHCKU MOJIMTEXHUYECKHA KOJIIEIKY.

OTBEeTCTBEHHOCTHh 3a (HOPMUPOBAHME M€ BO3JAraeTcs Ha PYKOBOIUTENCH CTPYKTYpPHBIX
noapasnenenuil. Konrpons GpopmupoBanus nen ocyuiectsisieT «Cekperapb-1eJ0IpOU3BOIUTEbY.

7.3. Texyuee xpaHeHnue j1eJ1 Ha OYMasKHbIX HOCUTEJISIX

Jlena co AHSA WX 3aBeEHUS 10 Mepellaud Ha apXMBHOE XpaHEHUE MM Ha YHUYTO)KEHUE
XPaHATCS [0 MECTY X ()OPMHUPOBAHUSI.

Jlns obecrieueHHs] COXpPAaHHOCTH M y4deTa JOKYMEHTOB M JieN, JOCTyla K HUM IPOBOAUTCS
KOMILJIEKC paboT:

— CO3/1aHUE ONTUMAJIBHBIX TEXHUYECKUX ((PU3MUECKUX) YCIOBMH XpaHEHUs JOKYMEHTOB
U Jiell,

— pasMeuieHue Jen,

IIPOBEPKA HAIUYUS U COCTOSHUSI TOKYMEHTOB U e,
cOOJTI0IeHHE TTOPSIIKA BBIA4H JIET.

Jlena pa3MemaroT B paOouyuMX KOMHATax MM CIEUUAIBHO OTBEIEHHBIX U 3TOW LENn
MOMEILEHUSX B 3anuparoiuecs mkadol, ce@sl U T. ., 4TOOBI 00€CIIEUNUTh UX COXPAHHOCTh U 3aLTUTY
OT BO3JICHCTBUS IBIJIM U COJIHEYHOI'O CBETA.

Jena B mkagax st uX yyeTra u ObICTpOro MOMCKa paciojaraloTcs BEpTUKAIbHO, KOPEIKaMH
Hapy’Xy U B COOTBETCTBMM C HOMEHKJATypoi nen. Ha kopemikax oONOXKeK Jell yKa3bIBAaIOTCS
MHJIEKChl MO0 HOMEHKIarype zein. HoMeHkiaTypa aen Wiu BBIIMCKAa W3 HEE IOMELIAeTcsl Ha
BHYTPEHHEH cTOpoHe MIKada.

[Ipu moucke kakoro-nubo JOKyMEHTa BHAJalle CIeAyeT HaWTHU HYXHBIM 3arojOBOK Jela, a
3aTeM I10 UHJIEKCY JIeJIa — COOTBETCTBYIOIIYIO MANKY Ha TOJIKE.

Jlena, Haxopsmuecs Ha TEKYyLIEM XpaHEHWH, noainexar ydery. Ilepex mepenmaued Ha
apXMBHOE XPAaHEHHUE IPOBOAMTCA MPOBEPKA HAIMUYUSA U COCTOSHMS JOKYMEHTOB M €N B LENAX
YCTaHOBJIECHUS (PAKTUUECKOTO HAJIWYMS JI€1 U COOTBETCTBHS MX KOJHWYECTBY, UUCISAIIEMYCS IO
HOMEHKJIaType JIedl.

IIpoBepka HamM4MsI M COCTOSTHUSA JOKYMEHTOB U JIEJI IPOBOAUTCS P NIEPEMELLIEHUH A€, TPH
CMEHE pPYKOBOJAMTENS CTPYKTypHOro mnojpasznenenus, «Cekperaps-aenonporu3BOIUTENS», MpU
peopranmzanuu U JukBugauun AY «Hedreroranckuil NOJUTEXHUYECKHH KOJUIEIK» WIN
CTPYKTYPHOTO MOJpa3ieaeHusl.
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[IpoBepka HaIM4YMs IPOBOJUTCS MYTEM CBEPKU CTaT€ll HOMEHKJIATYpPBI JI€] U KapTOYeK e
(tomoB) B «1C: [JTokymeHTOOOOPOT 8» ¢ omucaHueM Jiei Ha 00JI0KKe, a PU3NMIEeCKOe COCTOSTHUE JIeIT
OTIpEeIeNIACTCS MyTEeM HX BU3YAIIbHOTO TPOCMOTpa. Bee 0OHapyKeHHbIE HETOCTATKU (PUKCHPYIOTCS B
aKTe MPOBEPKU HAIMYHS U COCTOSHUS eIl

[Ipu oOHapyXeHUM OTCYTCTBHSA JeJl, YUCIALIMXCS 10 HOMEHKJIATYpE JIeN, PYKOBOICTBOM
MOJIpa3JelIeHUi TMPUHUMAIOTCS MeEpbl MO HMX PO3bICKY. B ciydae eciau pos3picK [en He daeT
pe3ysibTaTa, COCTABJIAETCA CIpaBKa O IMPUYMHAX HUX OTCYTCTBHS, KOTOpas IOJANUCHIBAETCS
PYKOBOJUTENEM Hopa3aesieHus 1 npeacrasisercs «CexpeTrapio-Aaeaonporn3BOAUTEITION.

@akt yrtpatel nena (men) (UKCHPYETCs B aKTe, COCTAaBISIEMOM M MOJINHCHIBAEMOM
«CekperapeM-/IeJIONPOU3BOIUTEIEM» W PYKOBOJIUTENEM  CTPYKTYPHOrO  MOJpa3AeicHUs
(YIIOJTHOMOYEHHBIM MM JIMIIOM) B JIBYX SK3eMIUIsipax (Ipu yTpare Jena BpeMeHHbIX (1o 10 et
BKJIIOUMTENBHO) CPOKOB XPaHEHHUsSI) MU B TPeX dK3eMIUIsipax (IIpH yTpate Jell BpeMEHHBIX (CBBILIE
10 5eT) cpoKOB XpaHEHMsI WM OCTOSTHHOTO XpaHeHus ). I1o oqHOMY SK3eMILIApYy aKkTa XpaHUTCS B
CTPYKTYpHOM ToJipa3zesieHuu u 'y «Cekperapsi-AeTonporu3BOAUTENS»; IPU yTpaTe Jell BpEeMEHHBIX
(cBbiiie 10 y1eT) CPOKOB XpaHEHMS WM IOCTOSTHHOTO XPAaHEHUS SK3EMIUIAP aKTa MpPeACTaBiIsIeTCs B
apXuB KOJUIEKa MIPU Mepeiade e CTPYKTYPHOTO ToIpa3AesieHusl Ha apXUBHOE XpaHEHHE.

OOHOBPEMEHHO € 3TUM MPUHUMAIOTCS MEpbI MO 3aMEILEHUI0 YTPAYE€HHOTO JIOKYMEHTa €ro
KOIIHEH.

B cnywyae yrtpaTel MOKYMEHTOB M JIeJI TPOBOJAUTCS CIIY’)KEOHOE paccieoBaHUE, II0
pe3ynbTataM KOTOpPOTO JHIIO, BUHOBHOE B YTpaTe, HECET OTBETCTBEHHOCTh B YCTaHOBIECHHOM
MOPSJIKE.

Boigaua nen apyrum  mojpasfelieHusM TPOM3BOAMTCA C  pazpemieHus «Cekperapsi-
JIEJIOTIPOU3BOIUTEINS» C COOTBETCTBYIOIIECH 0TMEeTKOM B KHUTe BhIaun 1e71 U JokyMeHToB (B Kuure
yKa3bIBaeTcs (hakT mepeaaun KOHKPETHBIX JOKYMEHTOB, HAXOAIuXcs B Aene). Ha BeimanHOe /1€710
3aBOJUTCS KapTa-3aMECTUTENb, IOMEIlaeMas Ha MeCTO BblJaHHoOro jnena. Kapra-zamectutenb
dbopMupyeTcsi aBTOMAaTHYECKH.

Jlena BpIIAIOTCS BO BPEMEHHOE M0JIb30BaHUE COTPYJHUKAM CTPYKTYPHBIX MOApa3IeiIeHHU Ha
CpOK He 0oJiee OJJHOr0 Mecslia U Mociie ero UCTeYeHUs MoJIexkaT BO3Bpary.

W3bsTHEe NOKYMEHTOB M3 JeNl MOCTOSIHHOI'O XPAHEHHs JIOMYCKaeTCs B HCKIIIOUUTENIbHBIX
Cllydasix ¥ MPOU3BOJUTCS C pasperieHust pykoBoautenst AY «HedreroraHckuit moITUTEXHUYECKUT
KOJUIEJ[K» C OCTABJICHUEM B JI€JIE 3aBEPEHHOM KOMHUH JOKYMEHTa, Ha 000pOTe KOTOPOH yKa3bIBaeTCs
OCHOBaHUE U3bTH MOATUHHUKA, CPOK BO3BpATa, J1aTa M MOANUCH paOOTHHKA, OTBETCTBEHHOTO 32
dbopmupoBanre w/unu xpaHeHue nena. [oJIMHHUK TOKYMEHTa, U3BATBHIA U3 Jena (Ie0) Mmocie
PAacCMOTpPEHHMS U pEelIeHHs] BOIPOCa, BO3BPAIIAETCS B €0, IPU 3TOM KOIHUS, TOMEIICHHAs B JI€JI0
BMECTO MOJJIMHHHUKA, U3bIMAETCHI.

8. APXUBHOE XPAHEHHUE JOKYMEHTOB

8.1. IToaroroBKa GymMaKHBIX JOKYMEHTOB U JIe]1 K Mepeiaye HA apXHBHOE XpaHEHUeE U
HA YHHYTOKEHUE

HO}IFOTOBK& JOKYMCHTOB M ACJI K Iepc€aadc Ha apXHMBHOC XPaHCHHWEC W HA YHHUUYTOXKCHHUC
npeaycMaTpUBaeT:

— OKCIEPTHU3Y IECHHOCTH JOKYMCHTOB,

— odopmiieHue aei,

— COCTaBJICHHUE OIMCEH e M0 Pe3yJabTaTaM IKCIePTU3bI X IIEHHOCTH,

— COCTaBJICHHE aKTOB HAa YHHUYTO)KEHUE JTOKYMEHTOB W JIeJI C UCTEKIIMMHU CPOKaMH Xpa-
HEHUSI.
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8.2. DkcnepTH3a HEHHOCTH JOKYMEHTOB

DKcrnepTu3a HEHHOCTH TI0KYMEHTOB IIPOBOIUTCSL:

B JIEJIONIPOU3BOJICTBE - IPU COCTaBICHUHM HOMEHKJIATYPBI J1€J1 OPraHUu3aluy U IIPU IOATOTOBKE
JIe]l K Tiepesiadye B apXUB;

B apXMB€ KOJUIEPKA - B IPOLIECCE NOATOTOBKHU JI€JI K IIepeiade Ha IOCTOSHHOE XpaHEHUE.

OKcnepTu3a EHHOCTU I0KYMEHTOB IIPOBOJUTCS €XKETOJHO.

Ilo pe3ynpTaTam 3KCHEPTHU3BI LIEHHOCTH B CTPYKTYPHBIX IOJpa3felIEHUSIX COCTABISIOTCS
ONHUCHU JI€] CTPYKTYPHBIX IOApa3AeICHUN: MOCTOSHHOIO, BpeMeHHBIX (cBbimie 10 jeT) cpokoB
XpaHEHUs, 110 JINYHOMY COCTaBY, HA OCHOBE KOTOPBIX B apXUBE KOJIJIEAKA COCTAaBIISIOTCS TOJIOBBIE
pasziesnsl COOTBETCTBYIOLINX CBOJHBIX OMUCEH 1€, JOKYMEHTOB.

Ha nena ¢ ucrekimmmu cpokaMu XpaHEHUsl B CTPYKTYPHBIX IOJpa3AeiCHUsX COCTABISAIOTCA
IPEUIOKEHUS K aKTY O BBIJIEICHUM K YHUUYTO)KEHHUIO JJOKYMEHTOB, HE MOJIEKAIINX XPAHEHHIO.

Ha ocHoBe npeioxeHuil CTpyKTypHbIX noapasaeneHuil «Cekperapb-1ei10IpOnu3BOIUTEND)
COCTaBJIIET AKT O BBIAEICHUN K YHUUTOKEHUIO IOKYMEHTOB, HE MOUIEXKAIUX XPAHEHHUIO.

Jlena BKJIIOYAIOTCSI B aKT O BBIIEICHUM K YHHYTOXKEHHMIO JOKYMEHTOB, HE MOMJIEKAIINUX
XPaHEHMIO, €CJIM MPETYCMOTPEHHBIN JUIsl HUX CPOK XpaHEHWs MCTeK K 1 sHBaps roga, B KOTOpOM
COCTaBJIEH aKT.

Hena, umeromue ocoOyroo 3HauuUMOCTh 1id AY «HedTeroraHckuil MmoinTeXHUYECKU
KOJIJIEIK», TIOMeYaroTcs crenuanbHoi otMeTkoi « 1Ky cpenctBamu «1C: JlokyMeHTOO60pOT 8» B
HAcTpOMKax KapTouku jena. K TakuMm jgemamM OTHOCATCS OpraHU3allMOHHO-PACHOPSAUTENbHBIE
nokyMeHThl AY «Hedretoranckuii MOMUTEXHUYECKUN KOJUIEDK» M HAJ30pHBIX OPraHOB Kak
Haun0oJiee OJTHO OTPaKaIOLIMe OCHOBHYIO JeATesIbHOCTh AY «Hedreroranckuii momTeXHu4ecKui
kotemk». Jlena ¢ ormerkoil «OIIK» monBepraroTcst Oojee TIIATENbHONW NPOBEPKE U HUMEIOT
IPUOPUTET IIPU Iepeiade Ha AapXUBHOE XpaHEHHUE.

Hena ¢ ormerkoit "OIIK" mnojnexaT MOJUCTHOMY IPOCMOTPY B LENSAX BBISBICHUS
JIOKYMEHTOB, MOJJIEXKAIUX OCTOSHHOMY XPaHEHHIO. BBIABICHHBIE B TaKUX Je€laX JOKYMEHTBI
MOCTOSTHHOTO XPAaHEHUS BBIIEISIIOTCS U IPUCOETUHSIOTCS K OJTHOPOIHBIM JieiaM Uil (OPMUPYIOTCS
B CAMOCTOSITEJIBHBIE JIENa.

OctanbHble ToKyMeHThI ¢ oTMeTKoM "OIIK" BkitouaroTes B akT Ha yHUUYTOXKeHue. [Ipu aTom
orMetka "JIIK" B akTe He yka3bIBaeTCs.

Onucu Ha 1ena, TOKYMEHThI MMOCTOSHHOTO XpaHEHUs U MO JUYHOMY COCTaBy M akThl Ha
YHUYTOXKEHHE JIOKYMEHTOB pacCMaTpUBAIOTCS Ha 3acefaHuu OkcnepTHoi komuccuun (OK)
onHoBpeMeHHO. [lo wmrToram paccMmoTpenuss DK coriacoBbIBalOTCS OMHMCH Ji€d, JTOKYMEHTOB
MIOCTOSIHHOT'O XPAHEHUS U I10 JINYHOMY COCTaBY M aKThI O BBIJICIIEHUN K YHUUTOKEHUIO JOKYMEHTOB.

ITo pesynabTataM H3KCHEpPTH3bl LEHHOCTH JOKYMEHTOB B «1C: JIOKyMEHTOOO0pOT 8»
COCTaBJISIFOTCS OMMCH 1€ TTOCTOSIHHOTO, BpeMeHHOTro (cBbie 10 j1eT) XxpaHeHus U Jel 10 JINYHOMY
COCTaBY, a TAK)KE€ aKThl O BBIJIEJIICHUH JE]l K YHUUTOKEHHUIO.

CornacoBannble DK kosuteka onucH Aei JOKyMEHTOB (T0JI0BbIE pa3/ieibl) MPEACTaBISIOTCS
Ha paccMoTpeHue DKcnepTHo-TipoBepouHas komuccus (DI1K):

- IOCTOSIHHOT'O CPOKa XpaHEHHUs - Ha YTBEPKJICHUE;

- 110 JINYHOMY COCTaBY - Ha COIJIACOBAHMUE;

OIIK yTBepkaaeT OmucH Jied MOCTOSHHOIO XPaHEHWsS M COTJIaCOBBIBAET OIMCH JEJ IO
JMYHOMY COCTaBY.

[Tocne yrtBepxknenuss u cornmacoBanmst DOIIK ommceit nem, TOKYMEHTOB, OMHCH U aKT O
BBIJIEJIEHUH K YHUUTOKEHUIO JIOKYMEHTOB, HE TIOJUJIEKALINX XPAaHEHHIO, YTBEPKAAIOTCS TUPEKTOPOM
KOJUIEJKa, TIOCTIe Yero JieJia, BhIJCJIEHHBIE 110 aKTy K YHUUTOKEHUIO, MOTYT ObITh YHUUTOKEHBI.
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[To 3aBepmieHNH AEIONPOM3BOJICTBEHHOTO I'OJla M MO PE3yJIbTaTaM KCIEPTH3bl IIEHHOCTH
JOKYMEHTOB Jiefa Mojsiexar opOpMIICHHIO B COOTBETCTBHHM C MMpaBWIaMU O(GOPMIICHHUS Tl U
MOJITOTOBKH JIeJI K TIepe/iaue Ha apXMBHOE XpaHEHHUE.

8.3. Ogopmiienue ae

Jlena opopMIISIOTCS IPU UX 3aBEICHUH U 110 3aBepliieHuu rojga. OdopmiieHue 1e BKII0YaeT
KOMIUIEKC paboT 1Mo MX TexHU4Yeckol o0pabotke u  mpoBoautcs  «CekperapeM-
nenonpousBoauTenemy. [Ipu 3aBeaenun aen opopmisitorcst 0010xku aein B «1C: JlokyMeHTo000poT
.

B 3aBucHMOCTH OT CPOKOB XpaHEHUs IPOBOJAUTCS TOJTHOE UM YACTUYHOE O(OPMIICHHE el

Hena Bpemennoro (ot 5 g0 10 yiet) cpoka XpaHEHHS MOJISKAT YACTUHIHOMY O(OPMIICHHIO:
Jena JIOMYCKAaeTCs XpaHUTh B ManKax Ha KOJbIAX WM CKOPOCIIMBATENSAX, HE IPOBOAMUTH
nepecucTeMaTH3aluio JOKYMEHTOB B JIejie, JIUCTHI Jiejia HE HyMepOBaTh, 3aBEPUTENbHbIC HAAMNUCH HE
COCTABIISATH.

Jlena mocTosiHHOTO, AOJATOBpPeMEHHOTO (cBbiiie 10 JieT) CpOKOB XpaHEHUS U MO JTUYHOMY
cocTaBy (TpueM, NepeMelieHue, YBOJIbHEHHE, MOOIIPEHHWE M TPEMHPOBAHWE W Tp.) TOIJIEXKAT
MOJIHOMY 0()OPMIIEHHIO, KOTOPOE MPEeAyCMaTPUBAET:

— moammMBKY (meperuier) aena (HeopMaTHbIE JOKYMEHTBI XPAHSTCS B 3aKPBITHIX TBEPABIX
nanKax Wi KOpoOKkax);

— HYMEpALHUIO JTUCTOB JIeNa;

— COCTaBJICHHUE JINCTA-3aBEPUTEIA JeNia;

— COCTaBJICHHE BHYTPEHHEH OMUCH TOKYMEHTOB JIeJia;

— odopmieHue 00J0KKH Jena.

8.3.1. [lonmmBKa (MepenJier) aeJia

JIOKyMEHTBI, COCTaBJISIONIME JeJI0 Ha OyMaXKHOM HOCHTENE, IMOANIMBAIOTCS Ha YeThIpe
mpokoja (Ha TpU TpoOKoia - A ManodOpMaTHBIX Jel) B TBEPAYIO OOJOXKKY WIM MATKYIO
(ckopociuBatenb) 00JI0KKY U3 KapTOHA, MJTU NEPEIIETAI0TCS C YIETOM BO3MOKHOCTH CBOOOHOIO
YTEHUS BCEX JOKYMEHTOB, JaT, BU3 U PE30JIIOUMH HAa HUX, METANIMYECKUEe CKpPEIUIeHUs U3
JTOKYMEHTOB YIAJISFOTCS.

B nauane nena Ha OyMaKHOM HOCHUTENE MPH HEOOXOJUMOCTH TOALIMBAIOTCS JIUCTHI
BHYTPEHHEH OIMUCH TOKYMEHTOB JIeJIa, B KOHIIE KaKI0TO JeJia - JINCT-3aBepUTENh JIena.

8.3.2. Hymepanus JHCTOB B jese

B nemsx oGecriedeHnsi COXpaHHOCTH W 3aKPETJICHHUS MOPSIKA PACIIOIOKEHHS TOKYMEHTOB,
BKJIFOYEHHBIX B JIEJI0 Ha OyMa)KHOM HOCHTENE, BCE €ro JIMCThI (KpOME JIMCTa-3aBepUTeNs Jefla U
BHYTPEHHEH ONUCH) HYMEPYIOTCS B BaJOBOM TMOpsAKe apabckumu Ludpamu, KOTOpbIE
IIPOCTABIISIOTCS B MIPABOM BEPXHEM YIUy JIMCTA JOKYMEHTa MPOCTBIM IpaUTHBIM KapaHIallOM.
YnorpebiieHue YepHWJ W MBETHBIX KapaHIalled Ui HyMepaliH JIMCTOB 3ampemniaercs. JIucTs
BHYTPEHHEH OMUCH JJOKYMEHTOB JIeJ1a HyMEPYIOTCSI OT/IENIbHO.

JIMCTBI [1eI1, COCTOSIINX U3 HECKOJIBKUX TOMOB HMJIM YacTel, HyMEPYIOTCS TI0 KaXKIOMY TOMY
WA 9aCTH OT/AEIBHO.

dororpaduu, YEpTEKH, AUATPaMMBI M JPyTrU€  WUTIOCTPATHUBHBIE  JTOKYMEHTEI,
MPEJCTABIAIONINE CAMOCTOATENbHBIN JIUCT B JieNie, HyMEpYIOTCS Ha 0OOPOTHOM CTOpPOHE B JIEBOM
BEPXHEM YTITy.

CnoXeHHBIH JHCT pa3BOpaynBaeTCs U HyMEpyeTcs B IPaBOM BepxHeM yrity. [Ipu aTom suct
moboro ¢opmara, TOAMMUTHIN 32 OAWH Kpail, HyMepyeTcs KaK OIHWH JIHCT; JIUCT, CIOXCHHBIH W
MOJIIIUTHIN 32 CepeIuHy, MOAJICKUT MEepPEIINBKE U HyMEpPYETCs KaK OJIMH JIUCT.
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Jluct ¢ HarylyXo HakKJIECHHBIMH JOKYMEHTaMH (BBIpE3KaMH, BBITUCKaMH, (HoTorpadusiMu)
HyMepyeTcs Kak OJuH JUCT. Eciu K JOKYMEHTY MOJAKJIECHbl OJHUM KpaeM JIpYyrue JOKYMEHTbI
(BBIpE3KH, BCTABKH TEKCTA, IIEPEBO/IbI), TO KaXKIbIi TOKYMEHT HyMEPYETCsl OTIEIbHO.

[lonmuTele B A€70 KOHBEPTHI C BIOKEHUSIMU HYMEPYIOTCS; IIPU 3TOM BHayalle HyMepyeTcs
KOHBEPT, a 3aTEM OYEPEHBIM HOMEPOM Ka)KJI0€ BJIO)KEHUE B KOHBEPTE.

[Tonmutele B 10 JOKYMEHTHI ¢ COOCTBEHHON Hymepauuel JIUCTOB (BKJIIOYasl NEYaTHbIE
U3JJaHKs) MOTYT HyMEpOBAaThCs B OOIIEM MOPSIKE WIM COXPAHATH COOCTBEHHYIO HYMEPAIUIO, €CITU
OHa COOTBETCTBYET MOPSIKOBOMY PACIIOJIOKEHUIO JIUCTOB B JIEIIE.

B cnydasx oOHapykeHHs! OOIBLIOrO YKcia OMHMOOK B HyMEpalluy JIUCTOB JIeJa MPOBOAUTCS
nepenymepanus. Ilpn HaiuuuuM OTHENBHBIX OIIMOOK B HyMepalMM JIMCTOB Jejia JOIYCKaeTcs
yInoTpebIeHHE TUTEPHBIX HOMEPOB JINCTOB.

8.3.3. CocragBiieHHe JTUCTA-3aBePHUTEJIA J1eJ1a

JlucT-3aBepurenp aena cocTaBisleTCs Ul y4eTa KOJIMYECTBA JIMCTOB U OCOOEHHOCTEW HX
HYMEpAaLuU Ha OTJEJILHOM JIUCTE, @ B KHUraX — Ha 00OPOTHON CTOPOHE MOCIIEIHEr0 YUCTOTO JIUCTA.

Jluct-3aBepurens popmupyercs B «1C: JlokymMmeHTO000pOT 8».

3ampenaercss BHIHOCUTH JIUCT-3aBEpUTENb Ha OOJIOKKY Jiefla WIM YUCThIM 00OpoT jaMcra
MOCJIEAHETO TOKYMEHTA.

Ecnu neno noamuTo uiu neperuiereHo 0e3 OjaHKa JIMCTa-3aBepUTeNis, OH HaKJIEeuBaeTcs 3a
BEPXHIOIO YaCTh JINCTAa HA BHYTPEHHIOIO CTOPOHY OOJIOKKH JIeTIa.

Jluct-3aBepuTeb MOAMUCHIBACTCS €€ COCTAaBUTEIEM C yKa3aHHEM paclIu(pOBKU MOJIHCH,
JIOJIKHOCTH M J1aThl COCTABJICHUSI.

Bce mocnenyroniye M3MEHEHHMs B COCTaBE M COCTOSHMM Jienia (MOBPEXJEHHs, 3aMeHa
HNOJJIMHHBIX JOKYMEHTOB KONMSIMM, INPUCOECIUHEHHE HOBBIX JOKYMEHTOB), IPOUCLIEININE B
Ipolecce €ro apXMBHOTO XpaHEHHs, TPAHCHOPTHPOBKH WIIM MCIIOJIb30BaHMS B I0Jpa3/ieieHUN,
OTMEYAIOTCSl B JIMCTE-3aBEPUTEIIE CO CCHUIKOW HAa COOTBETCTBYIOIIMI aKT, COCTABICHHBIN paboueit
komuccueil. VckimroueHue cocTaBiseT MOBpeXAeHUE OonbIIoro obbemMa Jel B CBA3M C
00CTOSITENECTBAMU HETIPEOJ0JIMMOM cHilbl. B 3TOM ciiyuae pakT noBpexxaeHus: pUKCUpyeTcs TOIbKO
aKToM 0e3 BHECEHHs U3MEHEHHH B JMCT-3aBEPUTEIb KaXJI0T0 MOBPEXKIEHHOTO JIea.

8.3.4. CocTaByieHne BHYTPEHHeEl ONMUCH JOKYMEHTOB J1eJia

Jlnst ydueta JOKYMEHTOB ONpEAETICHHbIX KaTerOpHi MOCTOSHHOTO M BpeMeHHoro (cBbime 10
JIET) CPOKOB XpaHEHUS, yUeT KOTOPBIX BbI3BAH CHEHU(PUKON TOKYMEHTAlluU, BKJIOYEHHOH B JIETIO,
COCTaBIISIETCS] BHYTPEHHSIS ONNCH JOKYMEHTOB JI€J1a, IOMEIaeMasi B €ro Havyao.

BHyTpeHHsS onuch BKIIIOYAeTCsl B JeJla, UMEIOLUE O0COOYI0 3HAUYMMOCTb, a TaKXke Jena,
cOpMHpOBAaHHBIE 1O BUIAM JIOKYMEHTOB, 3arojIOBKM KOTOPBIX HE pAaCKpbIBAIOT KOHKPETHOIO
COJIep’KaHusl JOKYMEHTOB.

BHyTpeHHsd onuch JOKYMEHTOB COCTaBJISieTCSl Takke Ha OOBbEMHBIE JieJla MOCTOSHHOTO U
BpeMeHHOr o (cBbiiIe 10 JeT) CpOKOB XpaHEHHs B LIEJSIX yueTa U OBICTPOro HaX0XKJICHUS IOKyMEHTOB
B JIETIE.

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

K BHyTpeHHEN OnMCH JOKYMEHTOB COCTABJISETCS UTOrOBAs 3alIMCh, B KOTOPOM YKa3bIBaeTCs
muppaMd U MPONKHCHIO KOJIWYECTBO BKIIOUEHHBIX B HEE JOKYMEHTOB M KOJWYECTBO JIMCTOB
BHYTPEHHEH OIKCH.

BHyTpeHHs1 OnuCh JOKYMEHTOB Ji€jla IIOJIMCBIBAETCS COCTABUTENIEM C YKa3aHUEM
pacmu@poBKU MOANKCH, TOJKHOCTU U 1aThl COCTABJICHUS OMKCH.

Ecnu neno Ha OyMa)kHOM HOCHUTENE MEpPEeIuIeTeHO WM MOoJmuTo Oe3 OJaHKa BHYTpEHHEH
OIKCH JOKYMEHTOB, TO COCTaBJICHHAs [10 YCTAHOBJIEHHOW (hopMe BHYTPEHHSISI OIIUCH MOAKJIEUBAETCS
K BHYTPEHHEH CTOPOHE JIMLIEBOM 00JI0KKH Jiena.
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N3meHeHnst cocTaBa JOKYMEHTOB Jiena (M3bATHS, BKIIOYEHHUS JOKYMEHTOB, 3aMeHa
JIOKYMEHTOB KONHUSMH) OTpaxkaroTcs B rpade "[Ipumeuanue” BHyTpEHHEW OMUCH CO CChLIIKAMHU Ha
COOTBETCTBYIOIINE aKThI. [Ipy HEOOXOIUMOCTH MOTYT OBITH COCTaBJICHBI HOBAsi HTOTOBAas 3aMUCh K
BHYTpPEHHEH OIKCH U JIUCT-3aBEPUTEh JIeTIa.

8.3.5. Odopmienne 00/10:KKH geJ1a

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

Ha 00610%Ke Jel MOCTOSHHOTO XPAaHEHUS MPEAyCMaTPUBACTCS MECTO JJIsi HAUMEHOBAHHUS
roCy/1IapCTBEHHOTO (MYHHIIMIIAJILHOTO) apXUBa, B KOTOPBIN Jiesia opranu3auu OynyT npuHsatel [Ipu
opopmiieHHH OOJIOKKM JIela HAMMEHOBAaHWE OpraHW3allid  YKa3bIBaeTCS IOJTHOCTHIO, B
MMEHUTENIbHOM TMajexe. [loaHoe HauMeHOBaHUE BBHIIIECTOSINEH OpraHU3allMM yKa3blBaeTcs Haj
HAaUMEHOBAHHEM OPTraHM3AIMH - UCTOYHHKA KOMIUICKTOBAHUS (TaK)K€ B MMECHHUTEIHLHOM MAJICKE).
Ecnu opranuzanys wiv BHIIECTOSIIAs OPraHU3allis UMEIOT COKPAIlleHHbIE HAUMEHOBAHMUSI, TO OHU
YKa3bIBAIOTCS B CKOOKAX ITOCJIC TIOJTHOTO HANMEHOBAHHUS.

[Ipy wW3MeHeHMH HAUMEHOBAaHUS OpPTraHHW3alMM B TEYEHHE IIEPUOJA, OXBaTHIBAEMOIO
JOKYMEHTaMH Jiela, WIM IOpU Iepejade Jejla B JPYryl0 OpraHu3aluio, Ha OOJOXKKe jena
JIOTIACHIBAETCSI HOBO€ HAaMMEHOBAHME ATON OpraHU3allid WM OpTraHU3alluU-TIPaBONpEeEeMHUKA, a
MPEXHEE 3aKII0YAETCS B CKOOKH.

Ha o6moxKke ngena yka3bIBaroOTCs:

- HAMMEHOBAHKE OPTraHU3aIMHU M €€ HETIOCPEICTBEHHAS MO TYNHCHHOCTH;

- UHJEKC JIena;

- HOMep ToMa (JacTu);

- 3aT0JIOBOK JieJia (ToMa, 4acTH);

- KpaiiHue 1athl Jiena (ToMa, 4acTu);

- KOJIMYECTBO JIUCTOB B JIeNie (TOME, 4acTH);

- CPOK XpaHCHHS JIeIa;

- apxuBHBIN mUdp aena.

3aroyioBOK Jiea Ha OyMa)KHOM HOCHTEJIE U 3ar0JIOBOK 3JIEKTPOHHOTIO JIea IMEePEeHOCsTCs Ha
000Ky JAena (RJIIEKTPOHHOTO Jiela) W3 HOMEHKIATYphl el KOJIekKa. 3aroJioBOK JTOJKEH
COOTBETCTBOBATH COJIEP>KAHUIO JOKYMEHTOB B JIETIC.

B Tex cnydasx, korjaa 1eI0 COCTOMT U3 HECKOIBKUX TOMOB (YacTeil), Ha 00J0KKY KasKI0TOo
TOMa (Y4acTH) BEIHOCUTCS OOIIUIA 3ar0JIOBOK JeNa, a P He0OXOUMOCTH - 3aT0JI0BOK KaXJI0T0 TOMa
(uacTm).

B 3aroioBkax jen, cojepKanux KOMUU JOKYMEHTOB, YKa3bIBAETCS HA KOJWYCCTBO KOIHUH.
[TonnmuHHOCTH JOKYMEHTOB JieJia B 3ar0JIOBKE HE OTOBapHUBAETCS.

Jlena, BHeceHHBIE B TOJOBBIE pa3leNbl CBOAHBIX OMNUCeH, MmMUGPYOTCS TMOCIe
YTBEPKACHUI/COTIacOBaHUsl TOA0BOro paszzaena cBojgHoi onmucu JIIK apXuBHOro yupexiaeHus u
VTBEPKACHHUS PYKOBOAMUTEIEM OpraHM3alii (10 JTOro apXWBHBIA MIHUGP MPOCTABISAETCS
KapaHJ1alioMm).

Ha o6noxke nema ykaspiBaeTcs narta nena - Tof(bl) 3aBeJeHUS W OKOHYAHHS Jelia B
JIeJIOTPON3BOICTBE.

Ecnu B 1emo BKIIOYEHBI TIOKYMEHTHI (HallpuMep, MPUIIOKEHHS ), JaTa KOTOPHIX HE COBIAIacT
C JlaTo¥l nena, TO TMOJ JaTOM C HOBOM CTPOYKH nenaeTcs o0 3ToM 3amuck: "B nmene mmerorcs
JOKYMEHTHI 34 ... ToJI(b1)".

Jlata ena MOKET HE YKa3bIBaThCs TOJIBKO HAa OOJIOXKKAX JeJ, COJEPIKAIINX T'OJIOBBIC TUIAHBI
Y OTYETHI U IPYTHe TOKYMEHTHI, IaThl KOTOPHIX OTPAXKAIOTCS B 3ar0JIOBKAX JIeT.

Haroii nen, coaepKallMX pacHoOpSIAUTENbHYIO, TBOPYECKYH) W HMHYIO JOKYMEHTAIUIO
(mokmaapl, MUChMa, CTEHOTPaMMBI), JUIsi KOTOPOI TOYHAs JAaTHPOBKA MMEET BAXKHOE 3HAYCHHE, a
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TaKKe JIJISl JIEJ, COCTOSIIINX U3 HECKOJIBKUX TOMOB (4YacTel), sIBISIOTCS AaThl (UUCIIO, MECSI, TON)
peructpauuu (COCTaBJICHUS, MOCTYIUIEHHS) CaMOT0 PaHHEro0 U CaMOro IMO3/IHEro JOKYMEHTOB,
BKJIIOUEHHBIX B J1€J10 (KpailHue 1aThl Aell, JOKYMEHTOB).

Jlatoit nena, copepikaliero mpoToKOJIbI 3aceJaHui, SBIAIOTCS JaThl yTBEPKACHUA (€CIIN OHU
YTBEPKAAOTCS) WM J1aThl IEPBOTO U MOCIEAHETO IPOTOKOJIA, COCTABIISIOLINX JEII0.

JlaTtoit mUYHOTO J1ena SBJISIOTCS aThl MOAMUCAHUS IPUKA30B O MpUEMe U YBOJIbHEHHUH JIUIIA,
Ha KOTOPOE OHO 3aBEJICHO.

[Ipu 0603HaYeHNH JaThl TOKYMEHTA CHauaia yKa3bIBAeTCs YUCIIO, 3aTeM MecsI U rof. Yucio
U 1o 0003HAYAIOTCS apaOCKUMU ITUpaMu, Ha3BaHUE MECSIIA - CJIOBOM.

Ecnu nara noxkymeHTa WM OTIENbHBIE €€ 3JIEMEHThI ONPEAESIOTCS MPUOIM3UTEIBHO, Ha
OCHOBAHMU aHAJIN3a COACPIKaHUS JTOKYMEHTA, TO J]aTa WK OTJCIIbHBIC €€ 3JIEMEHTHI, HE a0COIIOTHO
JIOCTOBEPHBIE, 3aKII0YAIOTCS B KBaJpaTHBIE CKOOKHU.

OO0s3aTenbHBIMA PEKBU3UTAMH OOJIOXKKH JIeNa SBISIFOTCA yKa3aHHE KOJWYECTBA JIUCTOB B
nene (IpoCTaBiIsIeTCS HA OCHOBAaHUU JIMCTa-3aBEPUTENS JIeNla) U CPOK XpaHEHHs Jena (Ha Jenax
MOCTOSIHHOT'O XpaHeHus nuiiercs: "XpaHUuTh MOCTOSIHHO").

8.4. CocraBienune onucei gena

Jlena mnepenaroTcs B apXMB KOJUIE)KA IO OIUCSAM, COCTaBJIEHHBIM B CTPYKTYPHBIX
nonpazaenenusx. Omucu Jen CTPYKTYPHBIX MOAPA3/ICICHUM COCTABISIOTCS MO YCTaHOBJICHHOMN
dopmMe B IBYX IK3EMIUISIPAX M MPEICTABISIOTCS B apXUB KOJIJISKa HE TI03JHEE YeM Yepe3 OJIUH ToJ
MocJie 3aBepIleHus el B AeTONPON3BOICTBE.

OnucH cocTaBiIsIOTCS OTAEIBHO Ha JIeN1a MOCTOSTHHOIO XPAaHEHUs; Jiejla BpEMEHHBIX (CBBIILIE
10 neT) cpoKOB XpaHEHHUs, B TOM YKCJE MO JIMYHOMY COCTaBY, U JieJia, COCTOSIINE U3 TOKYMEHTOB,
XapaKTEpHBIX TOJBKO JUIS aHHOW opraHuzauuu. OTAeNbHbIE ONUCU COCTaBJISIOTCS Ha €IUHUIIBI
XPaHEHUs JEKTPOHHBIX JOKYMEHTOB MTOCTOSTHHOTO XpaHEeHHsI; BpeMeHHbIX (cBbilie 10 JeT) cpokoB
XpaHEHUs, B TOM YHCJIE 110 JIUYHOMY COCTaBY.

Omnucu Gopmupytorcs B «1C: JlokyMeHTOOO0POT 8» U3 KapTOUKHU JeNia MyTeM BhIOOpa MEHIO
«Co3natp Ha ocHOBaHUM» — «Ilepenaya nemn B apXusy.

IIpu cocTtaBneHUM OMUCH JAEN CTPYKTYPHOTO MOJpa3/eNeHusi COOII0AAI0TCs CIEeAyIoIue
TpeOOBaHUSI:

- 3arOJIOBKH JI€J BHOCSITCSL B OITUCh B COOTBETCTBUU C IPUHATON CXEMOM CUCTEMaTU3alluu Ha
OCHOBE HOMEHKJIaTyphl JIET;

- KaXJ/0e JeJI0 BHOCUTCS B OIUChH IOJ TOPSIKOBBIM HOMEPOM (€CiaH Jel0 COCTOUT W3
HECKOJBKMX TOMOB WJIM YacTeW, TO KaXKIbIH TOM WJIM YacTh BHOCSITCS B OMHUCH IO TMOPSIAKOBBIM
HOMEPOM);

- Tpadbl ONMKCH 3ATOTHSIOTCS B TOYHOM COOTBETCTBUH CO CBEACHUSIMH, KOTOPHIE BHIHECEHBI
Ha 00JIOKKY Jena;

- rpada onucu "llpumedanue" ucnonabzyercs JUIsl OTMETOK O IpUeMe Jesl, 0COOEHHOCTAX
(U3NYECKOr0 COCTOSIHUSA, O Tepeaayde Aell IPYyruM CTPYKTYPHBIM MOJpa3AeNeHUsIM CO CCbUIKOW Ha
HEOOXOJMMBII aKT, 0 HAJTUYUU KOIIHI.

B xoHIIEe ommcH BCiIe 3a MOCIEIHEH ONMMCATEILHON CTaTheH 3al0IHSICTCS HTOr0Bas 3aIlHCh,
B KOTOPO# yKa3bIBalOTCs (LU(paMu U MPOIMHUCHI0) KOJIWYECTBO A€M, MEePBbI U MOCIEAHUN HOMepa
JIeJl TI0 OIMHUCH JIeNl, a TaK)K€ OroBapUBAIOTCA OCOOCHHOCTH HYMEpalMH JAesl B ONHMCHU (Hajaudue
JUTEPHBIX U MPOMYIICHHBIX HOMEPOB).

[lepen BHeceHHEM 3aroJIOBKOB JieJ B ONKUCh IPOBEPSIIOTCS KayecTBO (OPMUPOBAHUA U
o(OpMIICHHUS JIEN, COOTBETCTBHE KOTUYECTBA eI, BHOCUMBIX B OMHCH, KOJTMYECTBY 3aBEACHHBIX T
110 HOMEHKJIaType Jell.
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IIpu mpocMoTpe A€l MPOBEPSIIOTCA: COOTBETCTBHE 3ar0JIOBKA JIEJIa COAEPKAHUI0 JOKYMEHTOB
B JieJie; IPAaBUIBHOCTb OQPOPMIICHHS U TPYIIHUPOBKH JOKYMEHTOB, BKIIOUEHHBIX B JI€JI0; KAUECTBO
MOJAIIMBKA WIM IEpemieTa Jiena; MpaBUIbHOCTh HYMEpalUM JIMCTOB JI€Nla; HaJIW4Yue B Jiele, B
HEOOXOAMMBIX ClIydasiX, BHYTPEHHEH ONUCH Jiefla U MPaBUILHOCTh €€ COCTABJICHUS; IPaBUIIBHOCTh
oopmiieHHs OOJOXKKM JieJla; HAJIMYMe U IPaBWIBHOCTh JIMCTa-3aBepuTens jaena. B cioydae
oOHapy>KeHMsI HAPYLIEHUs YCTaHOBIIEHHBIX MPaBUII OPMUPOBAHUS U 0OPMIICHUSI 1€ OHU JJOJKHBI
OBITh YCTPAHEHHBI.

B ciiyuae oOHapyKeHus: OTCYTCTBHS €)1, YUCIIALIMXCS 10 HOMEHKIIATYpe A€, CTPYKTYPHBIM
MOJIpa3/IeIeHUEM PUHUMAIOTCS MEPHI M0 po3bIcKy. OOHapyKEHHBIC J1eJIa BKJIIOYAIOTCS B OIHCh.
Ecnu npuHsATbIe Mephl HE Jald pe3ysbTaTOB, TO Ha HEOOHApy>KEHHbIE Jie]a COCTaBIsEeTCA akT 00
yTpaTe JIOKYMEHTOB, KOTOPBIM IMOANUCHIBAETCS PYKOBOJUTENIEM CTPYKTYPHOTO MOJpPA3AEICHUS U
NepeaaeTcsi BMECTE C OMMCHIO JIe]l CTPYKTYPHOI'O OPA3/IeIEHUs B ApXUB KOJUIEKA.

B nensx obecrieueHust COXpaHHOCTH, CBOEBPEMEHHOT0 OTOOpa M y4eTa U CHCTEMaTH3alluu
7ieJ1, TOJIeKALIUX MTOCTOSIHHOMY M BpeMeHHOMY (cBbliie 10 JIeT) CpoKOB XpaHEHHMs, B KOJUIEIKE
COCTABJISIIOTCS CBOAHBIE OIIMCH €], JOKYMEHTOB.

Onucu COCTaBIAIOTCS OTIENIBHO Ha Jeja, JOKYMEHTHI: IOCTOSIHHOI'O CPOKa XpaHEHMs;
BpeMeHHbIX (cBbIlE 10 J1€T) CPOKOB XpaHEHHUS; MO JIMYHOMY COCTaBY; XapaKTEPHbIE TOJIBKO JJIs
JAHHOM OpraHM3aluu. AHAJIOTUYHbIE OIUCU COCTABIISIOTCS Ha 3JIEKTPOHHbIE JIe1a, TOKYMEHTBHI.

CBopHble onMcH el TOKYMEHTOB KOJIIEIKa COCTOST U3 FOJIOBBIX Pa3feiioB, COCTABIIEMBIX
Ha OCHOBE IEpEJaHHbIX B ApXMB KOJUJIEIKa OMUCEH [Jell ero CTPYKTYPHBIX HOJpa3JesieHUH 3a
OIlpe/ieJIEHHbIE TOJIbl, U CHCTEMAaTHU3UPOBAHHBIX B MpefesiaX KaXJ0ro roja B COOTBETCTBUHU C
YTBEP)KJIEHHOM CTPYKTYpPOM KOJIIe1a Ha 3TOT I'OJ.

Onucu 71en, AOKYMEHTOB COCTaBJISIFOTCS 110 YCTAHOBICHHOW (OpME M COCTOAT W3
OIUCATENbHBIX CTAaTeHl eIMHUI] XpaHEeHUs, UTOrOBOM 3amMCH, JIMCTA-3aBEPUTENSI M CIPABOYHOIO
anrnapara K OIHUCH.

CBopiHbIE OIUCH €T TOCTOSIHHOTO XpaHEeH!Us1, BpeMeHHBIX (cBbiie 10 j1eT) CpokoB XpaHEeHus,
B TOM 4HCJIE IO JUYHOMY COCTaBY COIVIACOBBIBAIOTCS 3KCIIEPTHON KOMHUCCHEW KOoJleaka H
HaMpaBJSIIOTCSA Ha YTBEP)KJICHHE/COTIacoBaHUE B 3KCIIEPTHO-IIPOBEPOUHYIO KoMHCcCHIO0 CiryKObI 1O
7ienaM apXuBOB XaHTbI-MaHCUICKOrO aBTOHOMHOTO okpyra — FOrpsl, mocie 4ero yTBepikaarorcs
TUPEKTOPOM KOJIEIDKA.

8.5. CocraB/ieHMe aKTOB Ha YHUUYTOKeHHE IOKYMEHTOB M JieJl ¢ HCTEeKIIMMH CPOKaMH
XpaHeHHs

Ha nena ¢ ucrekmmMu cpokaMu XpaHEHHUsS B CTPYKTYPHBIX HOJpa3feNieHUsX KoJuIelka
COCTaBJISIOTCS NMPEMAJIOKEHNS K aKTy O BBIIEICHUH K YHUUYTOXKECHHUIO JTOKYMEHTOB, HE MOJIEKAIINX
XpaHeHuto (110 GopMe COOTBETCTBYIOIIETO aKTa).

Ha ocHoBe mnpennoxeHWi CTPYKTYpHBIX MOApA3[eICHUN Cily:k0a Ielolnponu3BOACTBA
OpPraHM3alM COCTABJIIET AKT O BBIJCIECHWHM K YHHUYTOXKEHHIO JTOKYMEHTOB, HE IOJIEKAIINUX
XpaHEHHUIO.

Akt popmupyercs B «1C: JIokyMEeHTOOOOPOT 8» M3 KapTOUKH Jieja IMyTeM BbIOOpa MEHIO
«Co31ath Ha OCHOBaHUM» — «YHHUTOXXKEeHUE Jien». AKT ¢opmupyercs «CekperapeM-
JIeTIOTIPOU3BOANTENIEM» M TOMJISKUT YTBEpXKICHHI0 pykoBoautesneM AY «Hedreroranckuit
MOJINTEXHUYECKUN KOJITIEIK.

Jlena BKJIIOYAIOTCSI B aKT O BBIAEICHUM K YHHYTOXXEHHMIO JOKYMEHTOB, HE IMOJIEKALIUX
XpaHEHUIO, €CJIM MPEeAYCMOTPEHHBIN ISl HUX CPOK XpaHEHMsI UCTeK K | siHBaps roja, B KOTOPOM
COCTaBJIEH AKT.

Hena c¢ ormerkoit "OIIK" mnoanexar MOMMCTHOMY MPOCMOTPY B II€NISAX BBISBICHUS
JOKYMEHTOB, MOJJIEXKALIUX MOCTOSSHHOMY XPAaHEHHIO. BBISBICHHBIE B TakuUX J€lax JTOKYMEHTHI
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MOCTOSTHHOTO XPAaHEHUS BBIJCIISIOTCS M MIPUCOCTUHSIIOTCS K OJTHOPOIHBIM JIeJIaM HIId (POPMHUPYIOTCS
B CAMOCTOSITEJIbHBIE JIEA.

OcranbHble ToKyMeHThI ¢ oTMeTKoM "OIIK" BritouaroTces B akT Ha yHUUTOXKeHue. [Ipu aTom
otMetka "OITK" B akTe HE yKa3bIBaeTcs.

AKTBI Ha YHHUYTOXXEHHE JIOKYMEHTOB paccMmarpuBarorcs Ha 3acenanuu OK. Ilo urtoram
paccmoTpeHus OK cornacoBbIBaeT akTbl O BBLACICHMHM K YHHYTOXKEHUIO JIOKYMEHTOB. AKTBI
YTBEPKAAIOTCS TUPEKTOPOM KOJUIEXkaA, I10CJIE YETO Jieja, BbIACIECHHBIE 110 aKTY K YHUUTOKEHHUIO,
MOTYT OBbITh YHUYTO>KEHBI.

8.6. Ilepenaua es1 Ha apXMBHOE XpaHEeHHe

Ilepenaua nen Ha apXMBHOE XpaHEHHE INPOU3BOAUTCS C MCIOJIb30BaHMEM cpeactB «1C:
JoxymenToobopot 8». CBefeHUs O Tiepeadye Ha apXUBHOE XpaHEHUE OTOOPaKAIOTCS B KapTOUKE
nena (toma).

[lepeqaua nmen B apxuB KOJUIeKAa OCYHIECTBISETCA MO TpaduKy, COTIIACOBAHHOMY C
PYKOBOJIUTENSIMH  CTPYKTYPHBIX HOJpa3JeIeHUl, MepelaloIiux JOKYMEHThl B apxuB, H
YTBEPKACHHOMY TUPEKTOPOM KOJUIEKA.

B nepuon moarotoBku Jen Ha OyMaXHOM HOCHUTENE CTPYKTYPHBIM IOJpa3/eIeHUEM K
nepegade B apxuB Kosiemka «CekperapeM-eI0nporu3BOIUTENIEM» IPOBEPSAETCS IPABUIIBHOCTD X
dbopmupoBaHus, 0pOpMIIEHUS U COOTBETCTBUE KOJIMUYECTBA €)1, BKJIIOUYEHHBIX B OIUCH, KOJUUYECTBY
nen, copMUpOBaHHBIX B COOTBETCTBUHU C HOMEHKJIATYPOM Jiell OpraHu3aiiy. Bee BBISIBICHHBIC TIPU
IPOBEpKE HENOCTaTKU B (OPMHUPOBAHUU M OQOPMICHHM Jell PpabOTHUKH CTPYKTYPHOI'O
MIOIpa3IeIeHUs 00sI3aHbI YCTPAHUTb.

[Ipuem-nepenaua  ngen B apXuB  Kojulepka  mpousBoaurcss  «CekperapeM-
JIEJIONPOU3BOIUTENIEM» B IPUCYTCTBUU pabOTHUKA CTPYKTYPHOro nojpaszaenenus. Ha sk3zemiuisgpax
OIUCH JIeJ1, TOKYMEHTOB IIPOCTABJISIETCS OTMETKA O HAIMYMM Jiena. B KoHIle Kax10oro sK3eMIuisipa
OIMCH YKa3bIBAIOTCS HU(PaMU M TPOMHUCHI0 KOJMYECTBO (PAKTHUYECKH NPUHATHIX B apXuB JEll,
HOMeEpa OTCYTCTBYIOLIUX /€T, AaTa MpueMa-nepeaayu Jiel, a Takxke MOJIMUCH JIMLA, OTBETCTBEHHOTO
3a apXMB, U JINLIA, IEPEJaBIIETO Jea.

Ilepenaua >7IEKTPOHHBIX JAOKYMEHTOB B apXMB KOJUIEAXKa MPOU3BOJUTCS HAa OCHOBAHUU
ONMMCEeHd ANEKTPOHHBIX JIeJ, JOKYMEHTOB CTPYKTYpHBIX MOJApa3JelieHnid Ha (U3NYECKU
000COOJIEHHBIX MAaTepUAIbHBIX HOCUTEINSAX, KOTOphIE IMPEJCTABIAIOTCS B JIBYX HICHTUYHBIX
AK3EeMILIspax.

Jlena BpemeHHoro (no 10 yieT) cpoka XpaHEHHUs Iepefade Ha apXUBHOE XpaHEHHE He
NoJJIeXKaT (OHM XPAHATCS B CTPYKTYPHBIX IMOAPA3JENCHUSX U MO MCTEUEHUHU CPOKOB XpaHEHUs
HOJyIeXKAT YHUUTOKEHUIO B YCTAHOBJIEHHOM TOPSIIIKE).

8.7. Ucnonb30BaHuE apXMBHBIX 1OKYMEHTOB

OcHoBHBIMU (hOpMaMU UCTOIb30BAaHUS TOKYMEHTOB apX1Ba OpPraHU3aUH SIBIISIOTCS:

- nH(pOopMaIMOHHOE obecrieueHrue pabOTHUKOB OpraHu3aIiiy;

- HUCIIOJHEHHE 3allpOCOB I0JIb30BATENEH, B TOM YHCJE 3alpPOCOB TIpaKIaH COLUAIbHO-
IPaBOBOI'0 XapaKTepa,

- BbIJIaya JIOKYMEHTOB U JIeJI BO BpEMEHHOE TI0JIb30BaHUE, ITPEIOCTABIICHNE KOTTMIA apXUBHBIX
JIOKYMEHTOB T10 3aIpocaM M0JIb30BaTeNei, B TOM 4Hcie B (hopMe 3JeKTPOHHBIX JOKYMEHTOB.

JIOKyMEHTBI BBIAIOTCA M3 apXMBOXPAHWUJIMINA Ha OCHOBAHWHU IMHCbMEHHOTO pa3pelieHus
JUPEKTOpa KOJUIeKa UM PYKOBOJIUTEINS CTPYKTYPHOIO OIPa3AeIICHUs KOJIJIEIKA!

- pabOTHUKAM CTPYKTYPHBIX MO/Ipa3/iesieHui KOJIJIe1kKa;

- CyAeOHBIM, MTPABOOXPAHUTENBHBIM U UHBIM YIOJHOMOUYEHHBIM OpraHaM B COOTBETCTBUH C
3aKkoHO1aTesbcTBOM Poccuniickoit denepanuy;

- HHBIM TI0JIH30BATENISIM IO MUCHMEHHOMY 3asIBIICHUIO.
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JIOKYMEHTBI BBLAAIOTCS U3 apXUBOXPAHUJIUIL HA CPOK HE MPEBbIIIAIOIINII:

- OJHOrO Mecsla - [ UCIOJNb30BaHUS PAOOTHUKAMHM OpraHU3alMM M HHBIMU
I10JIb30BATEIISIMU;

- IIECTH MECALEB - CyJeOHBIM, IIPABOOXPAHUTEIBHBIM U MHBIM YIIOJTHOMOYEHHBIM OpraHaM.

[Ipoanenne ycTaHOBJIEHHBIX CPOKOB BbIAAuM JOKYMEHTOB [OITYCKAa€TCs C pa3pelieHus
PYKOBOJIUTENS OpPraHM3allMd Ha OCHOBAHWU IIMCbMEHHOI'O IIOATBEPXKAEHHUS IM0Jb30BaTEIs O
COXpaHEHUN/00eCTIeYeHHH COXPAaHHOCTH TOKYMEHTOB.

B ciiyuae BO3HUKHOBEHMs IIPOM3BOJICTBEHHON HEOOXOAMMOCTH PaOOTHUKH MOJpa3/ieleHuit
MMEIOT MPABO JIOCTYIIA K apXUBHBIM JoKyMeHTaM. C 3TOi 1eTbI0 0pOpMIISIETCS 3aIpocC Ha OTyYeHHE
apXMBHOIO Jesa. 3ampochl Ha BblIady JOKYMEHTOB BpeMeHHoro (1o 10 jer) cpoka XpaHeHus
IIO/INUCHIBAIOTCS PYKOBOAUTEIIEM CTPYKTYPHOI'O MOJApPA3AeaeHus. 3apochl Ha Bbllady JOKYMEHTOB
IIOCTOSIHHOTO CPOKa XpPaHEHMs, a TaKKe IPEJCTaBICHHUsS JOKYMEHTOB APYroro IMoJpa3/ieieHus
BpeMeHHOro (cBbie 10 j1eT) XpaHeHUs, OIUCHIBAIOTCS TUPEKTOPOM KOJUIEXKaA.

Hckmouenne coctaBiisitoT IIpukasbl 10 OCHOBHOH J€SITEIbHOCTH HE KOH(HIECHIIMAIBHOIO
MOPsAJIKA, KOIIMH C KOTOPBIX IPEJOCTABISAIOTCS O€3 COCTaBICHUs 3ampoca.

BHennue 3anpocsl Ha mpegocTaBieHue MHPOpMaLuu (IpaBOOXPAHUTEIBHBIM, HAJIOTOBBIM
U Ap. TOCYJapCTBEHHBIM OpraHaM) COIJIaCOBBIBAIOTCA C IOPUAMYECKON CIykOoiH B dYacTu
YCTAHOBJICHHI TIPABOMEPHOCTH 3aIpoca.

Bblgaua 1OKYMEHTOB M3 apXMBOXPAHWJIMILA PETUCTPUPYETCS B KHUTE BBIJAYU JE€T U
odopmIIseTcs:

- 3aKa30M (CITy)KeOHOH 3aIMCKOi ) Ha BbIIavdy JeIT;

- aKTOM O BblJIaue JieJ1 BO BpPEMEHHOE [10JIb30BaHUE - IPU BblJJaue B CTOPOHHUE OpraHU3alLllu.

Brinaua nokymenToB u3 apxuBa ¢pukcupyercs B XKypnane nepenaun «1C: JJokymeHTO000pOT
.

Briauy noxymMeHTOB Ha OyMa)XKHOM HOCHTENE U3 apXMBOXPAHWJIHILA U TIPUEM UX 00paTHO, B
TOM 4YMCJ€ B cllydyae HEOOXOAMMOCTU MOJMCTHYIO MPOBEPKY HAIWYMS U COCTOSHUS JTOKYMEHTOB
nepel BbIaued U3  apXMBOXpPAaHWIMINA M TpU  Bo3BpaTe, mnpousBoautr «Cekperapem-
JIeTIOTIPOU3BOAUTENIEM» B IPUCYTCTBUM JIUIIA, TIOTY4AIOLIET0 (BO3BPALIAIOIIETo) Jea.

[Ipu oOHapyx)eHUN HeAOCTauH /1€ WM OTJENbHBIX JINCTOB B HUX, a TAK)KE MOBPEXKICHUH J1eN
U TOKYMEHTOB «CeKpeTapb-/1eI0NpPOU3BOIUTENBY COCTABISAET aKT O (PU3NYECKOM MOBPEKIECHUH WIH
0 HejocTaye Jesl WIM JOKYMEHTOB B JIBYX fK3emIuigpax. OAMH 3K3eMIUIIp aKTa NMpeabsBIsSeTCS
PYKOBOIUTENO NOAPA3ACICHUs, HCIOJIB30BABILIEIO JOKYMEHTBI, M JOBOAMTCS 1O CBEACHHUS
pykoBogutens AY «HedreroraHckuil MoJIUTEXHUUECKUN KOJUIEIK» JUIsl IPUBIICUEHHS] BUHOBHBIX K
OTBETCTBEHHOCTH, BTOPOI — XpaHUTCS] B HOMEHKJIaTYPHOM JIEJIE€ apXUBa.

OTBETCTBEHHOCTh 32 COXPAHHOCTb U (IU3WYECKOE COCTOSHHE BCEX JIOKYMEHTOB Jena,
MIOJIYyYUEHHOT0 3KBO BPEMEHHOE IIOJIb30BaHUWE M3 apXUBa, HECET PYKOBOJIUTENb CTPYKTYPHOI'O
nozpaszaeneHus. Kareropuueckn 3ampemaercss Npu BPEMEHHOM IOJIB30BAHUM PACIIMBATh Jiela U
CKOPOCIIIHMBATENH, a TAKKE U3bIMATh JOKYMEHTHI.

Brinaua nien Bo BpeMeHHOE MO0JIb30BaHUE B ApYrHe opranu3anuu (B T. 4. adhGuinpoBaHHbIE)
OCYIIECTBJISIETCS 1O MHCHhbMEHHOMY 3ampocy Ha wuMms pykoBogutens AY «Hedreroranckuii
MOJTUTEXHUUYECKUI KOJUIEK» M O(opMIIsieTcss COOTBETCTBYIOIIMM aKTOM. B 3Tom ciydae akt
MOJINKCKHIBAETCS JAUPEKTOPOM KOJUIEIKa C OJHONM CTOPOHBI M PYKOBOJWUTEIEM OpraHU3alNH-
IoJIyyaTens, ¢ Apyroil ctopoHnsl. [loanucu cKpersroTcs: KpyriaplMH N€YaTsIMU OpraHu3alui. AKT
odopmisieTcs B ABYX JK3EMIUISIpax, OJUH U3 KOTOPBIX OCTAETCS B apXuBe, JPYroll — mepeaaercs
nony4arento. [Tocine Bo3BpaiieHus eyl B 000UX SK3eMIUISIpax akTa JeNaeTcsi COOTBETCTBYOILAS
OTMETKA.
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N3bsTHe NOKYMEHTOB M3 apXuBa JOIYCKACTCsS JIMIIb B HCKIIOYMTEIBHBIX CIy4asX Ui
VCIIOJIHEHMS 3alIPOCOB U MPEANUCAHUN TOCYIApCTBEHHBIX OPraHOB.

JIOKyMEHTBI U3 apXUBOXPAHUWIINILA, KaK IPABUJIO, HE BBIJAIOTCS:

- IpU HATMYUK (POHA MOJIb30BAHMUS,

- HaXOASIIMecs B HEYOBICTBOPUTEILHOM (PU3UYECKOM COCTOSTHUH.

3anpockl TOJIB30BATENEH, MOCTYyHAKOLIME B APXUB KOJUIEIKA, MOAPA3ACIAIOTCS Ha
TEMaTHYECKHE M COLMAIbHO-IIPABOBbIE. ApXUB KOJUIEIKAa JOJDKEH paccMaTpUBaTb M HUCIOJIHSATH
3aIrpochkl, MOCTYMUBIINE B MUCBMEHHON (opMme.

3anpoc JOKeH OBITh 3apeTUCTPUPOBAH B TEUEHHE TpeX paboumMx AHEH C MOMEHTa ero
MOCTYIJICHUS.

3anpoc, HE OTHOCSALIMHCA K COCTAaBy XpAaHSIIUXCS B OpraHU3aluu JIOKYMEHTOB
(HenpoUIIbHBIN 3ampoc), B TeYeHHe 7 JHEHl cOo [HS perucTpanuu 3amnpoca HampaBlseTcs B
OpraHu3alfio, TJI€ MOTYT XPAaHUTHCS HEOOXOAWMBIE ITOKYMEHTHI C YBEIOMIIEHHEM OO0 3STOM
M10JI30BATENS.

3anpoc, MOCTYNUBIIMH B apXWB KOJUIEAKA, pAcCMAaTPUBAETCSI B COOTBETCTBUU C
TpeOOBaHUSIMU 3aKOHOJATENBHBIX W MHBIX HOPMATHBHBIX I[IPaBOBBIX AaKTOB IO paboTe cC
oOpallleHUsIMU TpaXk/1aH U MPEJOCTABICHUIO TOCYJapCTBEHHBIX (MYHULIUIIAIbHBIX) YCIYT.

OTBeT Ha NOCTYNUBLIMI B apXUB OpPraHu3aliy 3a1poc npenocTapisercs B Teuenue 30 guei
co aus ero peructpanuu. C paspenieHusi pykoBOACTBA KOJIJIEAXKA 3TOT CPOK MOKET ObITh MPOJIIEH
He Oonee yem Ha 30 aHEl, ¢ yBeJOMIIEHHEM 00 3TOM 3asBUTEIIS.

8.8. YHuuTOX€eHne 10KYMEHTOB U /ieJl ¢ HCTeKIIMMH CPOKAMHU XPaHEeHHUs

«CekpeTrapb-1eI00POU3BOAUTEINBY MEPUOJIUUECKH IMPOBOJIUT BBIACICHUE K YHUUYTOKEHUIO
JIOKYMEHTOB C UCTEKIIUMHM cpokamu Xxpanenus'l, cpenctamu «1C: JIokyMeHTOOG0POT 8», a TaKkiKe
OKa3bIBA€T METOJMYECKYI0 IIOMOIIb CTPYKTYPHBIM M TEPPUTOPUAIBHBIM IOAPA3IACICHUSIM B
YHUYTOXXEHUH JTOKYMEHTOB C UCTEKIIMMH CPOKAMH XPAHEHHs, CPOKOB XPAHEHUS «JO0 MUHOBAHUs
HagooHoct» (AMH), «1o0 3amens! HoBeIMU» ([I3H), a Tak)ke 4UepHOBBIX U KOMUHHBIX TOKYMEHTOB.

OT0Op NOKYMEHTOB K YHHUTOKEHHUIO IMPOU3BOAUTCS IOCIIE COCTABIIEHUS CBOIHBIX ONMHCEN
Jiell IOCTOSIHHOTO XPaHEHUs 3a 3TOT K€ Nepuoji (OMMCH U aKThl O BBIJICJIEHUHM JIOKYyMEHTOB Ha
YHUYTOXXEHUE  PacCMaTpPUBAIOTCS «CexperapemM-/1eI0NPOU3BOUTEIEM COBMECTHO c
pykoBogutenem AY «HedTeroranckuil MoJMTEXHUYECKUH KOJUIEDK» OTHOBPEMEHHO).

JlokymeHnTsl cpoka xpaHeHus /JIMH, konmiiHble TOKYMEHTBI HOPMAaTHBHO-METOIUYECKOTO
XapakTepa, uMeronie cpok xpaHenus J[3H, yepHOBbIe U KOMMIiHBIE JOKYMEHTHI (HE MOJALIMTHIEC B
Jiena), epelaHHble CTPYKTYPHBIM MOApPa3/IeIeHUEM B apXUB Ha YHUUTO)KEHHUE, YHUUTOXKAIOTCS 10
aKTy ¢ 00s3aTe’abHON (PUKcanueil KoJIMyecTBa MEIIKOB U KOHTEHHEPOB, IPUHATHIX OT CTPYKTYPHOTO
HOJpa3JieNIeH s, a TakKe paMUIUN pabOTHHUKA, OCYIECTBIISIONIET0 SKCIIEPTH3Y (0TOODP) TOKYMEHTOB
Ha YHUYTOXXEHHE. Takue TOKYMEHTHI MOT'YT ObITh YHHYTO)KEHBI B CTPYKTYPHOM IOJIpa3fesieHuU
CaMOCTOSITENIbHO, 0€3 COCTaBJEHMsI aKTa, C HCIOJb30BAHHMEM MIpelepa IO COTJacoBaHHUIO C
pykoBoauteneM. Ilpu 3TomM B HOMeHkiatype aen (B BepTukanbHOM Tpade S5 «lIpumeuanuer)
Jenaercs 3anuch 00 YHHUTOXKEHUU Jena: «YHHUTOkeHOo. CM. akT Ne oT . Iloanucs,
MHUIHAIIBL, (paMUIus».

1 Ycuucnenne CpoKa XpaHEHMs Jel U JOKYMEHTOB OCYIIECTBIsieTCS ¢ 1 sHBaps roja, CIEAYIOLIEro 3a TOJOM HX
okoHuaHus. Harmpumep: S-ineTHHi CpOK XpaHEHHMs Jiell, OKOHUeHHBIX | stHBaps, 20 nions u 31 nekabpst 2013 rona BHe
3aBUCHUMOCTH OT KOHKPETHOI'O YHClla M Mecsila MX OKOHuYaHus, ucuucisercs ¢ 1 suBaps 2014 roma. IlpaBo ux
YHUUTOXXEeHUS Bo3HUKaAeT ¢ | ssHBaps 2019 roxa.
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Jlena Ha OyMa)KHOM HOCHTEJIE, BEICTICHHBIC K YHUUYTOXKEHUIO, IEPEAAFOTCS HA YHUUITOKCHHE
(YTHIIU3aIMI0) TIO aKTy O BBIJCICHHH K YHUYTOKCHHIO TOKYMEHTOB, & TaK)KE€ Ha OCHOBaHUM WHBIX
JOKYMEHTOB, IMMOATBEPXKAAOIINX (PaKT CIaYM TOKYMEHTOB HA YHUUTOXKECHHE (YTUIU3AIHUIO).

DJIGKTpPOHHBIC Jlella C HWCTCKIIMMHU CPOKaMH XPaHEHUs TOJUIekAT BBIICICHUIO K
VHUYTOXKECHUIO Ha OOIIMX OCHOBAHUSX, TIOCIIE YETO MPOBOJUTCS UX (PU3MUECKOES YHUUYTOKEHUE WIIH
YHUYTOXKCHUE MPOTPAMMHO-TEXHHUYECKUMH CPEJCTBAMU C COOTBETCTBYIOIIEH OTMETKOH B aKTe O
BBIJICTICHUH K YHUYTOKCHHUIO JIOKYMECHTOB.

Crioco0 YHHYTOXKEHHS JTOKYMEHTOB KOJUIS/DK OMPEIEIISeT CaMOCTOSTENFHO (XHMHYECKOE
YHUYTOXKEHUE, CXKUTAHUE, U3METbUCHHE (ILIPEAUPOBAHUE)).

[Tocie yHUYTOXKEHUS Jie B KapTOUKe «J[e10» MpoCcTaBIIseTCsl OTMETKA «Y HHYTOKEHOY.

9. U3BATOTOBJIEHUE, YYET, UCIIOJIb3OBAHUE U XPAHEHUE INEYATEMN,
INTAMITIOB U BJIAHKOB TOKYMEHTOB

s ynoctoBepeHUs: MOJUIMHHOCTH TOKYMEHTOB WJIM COOTBETCTBUSI KOMHMM MOJTMHHUKAM B
KOJUISJKE MCIOJIB3YIOTCS COOTBETCTBEHHO TPeOyeMOMy IOKYMEHTY TepOoBas M IpYyrue IeyaTH, B
TOM UHUCJIE JUIsl OTAETBHBIX KaTErOpHii TOKYMEHTOB.

st mpocTaBieHUsT OTMETOK O TOJYUYEHHH, PETUCTPAllMU, MPOXOKIECHUU W HCTIOJHEHUU
JOKYMEHTOB, JAPYTUX OTMETOK CIpPaBOYHOTO XapakTepa MPUMEHSIOTCS COOTBETCTBYIOIIUE
MAaCTHYHBIC IITAMIILI.

[TpaBo nmonbp30BaHus MeyaThio ¢ repooM XaHThI-MaHCHHCKOTO aBTOHOMHOTO OKpyra — FOrpel
Y MHBIMU TI€YATSIMHU U IITAMIIAMH YCTAHOBJICHO Y CTaBOM KOJIJIEKA.

9.1. M3roToBJjieHNe nevyaTed U IITAMIIOB

[TeuaTn M3roTaBIMBAIOTCS B COOTBETCTBUU C TpeOOBaHUAMH [ OCYyIapCTBEHHOTO CTaHIapTa
Poccuiickoit ®enepauuu 'OCT P 51511-2001 "Ileuatn ¢ BocnpousBeaeHuem ['ocynapcTBEHHOTO
rep6a Poccuiickoii @eneparun. @opma, pazMepsl 1 TEXHUYECKHE TpeOoBaHMs".

Ecnu medars koiemka MCHOJB3YETCS B HECKOJBKUX JK3EMIUISIpax, HOMEp SK3eMIUIsipa
MevyaTH yKa3bIBAeTCS B KJIMIIE [T€YaTH TIPHU €€ M3TOTOBJICHUHU.

Crpykrypable noapaznenenus AY «HedTeroranckuii MOTUTEXHUYECKUN KOJUIEK» MOTYT
HMMETh TIEYaTH U IITAMIIBI CIISIIUATILHOTO COIEP>KaHMsl, KaK JUIsl BHYTPEHHETO MMOJIb30BaHMS, TaK U JJIS
BHEILIHUX JOKYMEHTOB.

[leyatn W3rOTAaBIMBAIOTCS B CTPOTO OrPAHMYEHHOM KOJUYECTBE W HCKIIOUYUTEIHHO
B CTyXKEeOHBIX MemnsX. PemeHue o HEOOXOAMMOCTH M3TOTOBJICHUS IeyaTe M HMX KOJHUYECTBE
pUHUMAET pykoBoautenb AY «HedTeroranckuil monuTEXHUUECKUH KOIIEIHK.

3asiBKa Ha M3TOTOBJICHHWE T€YaTH W €€ OCKU3 O(OpPMIAIOTCS B COOTBETCTBYIOIIMX
MOAPa3ACNICHUSIX U HAanpaBsitoTcs «CeKkpeTapro-AeIoNPOU3BOAUTEN0», KOTOPBIM pa3MeNIaeT 3aKas3
Ha MIPEANPUITUHA — U3TOTOBUTEIIE TIeUaTEH.

[tamMmel, KIUIIE, IOMOUPBI, HEOOXOAUMBIE 7S PYHKIIMOHUPOBAHUS MOapa3aencHuil AY
«HedTreroranckuii  MOJUTEXHUYECKUN  KOJUICIDK», 3aKyMaloTCs WJIM  U3TOTaBIMBAIOTCS B
CHEINATM3UPOBAHHBIX OPTraHU3alUAX B HEOOXOIMMBIX KOJMYECTBAaX MO 3asABKAM CTPYKTYPHBIX
oApa3AesieHnid. 3asBKH CTPYKTYPHBIX TTO/Ipa3/ieJIeHUd Ha U3rOTOBJICHNE U IPUOOPETEHHE IIITAMIIOB,
KITUIIIE U TUIOMOMPOB COCTABJISIOTCS M BU3UPYIOTCS aHAIOTMYHO 3asBKaM Ha TeUaTH.

9.2. Yuer 4 BbIJIaua NeyaTed U TAMIIOB

Y4er u peructpaius medarei, MTaMIoB, KIWIIE U TUIOMOMpPOB BemyTcs «Cekperapem-
nenornpousBoguTenemM» B JKypHanme ydera medaredd, mTammnoB (mamee — JKypHam ydera) C
MIPOCTABJIIEHUEM UX OTTHCKOB C LI€JIbI0 UCKIIIOUEHUSI BO3MOKHOCTH MX yYTPaThl UJIK HETPABOMEPHOTO
HCIIOIL30BaHUA.
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Kypnan yuera nomKkeH OBITH TPOUIHYPOBaH, MPOHYMEPOBAH, 3aBEPEH IOAIMHUCHIO
«Cekperaps-IeloNpOU3BOAUTENS», CKPEIUICH I€4aTbl0  OpraHu3alud W XpPaHWUTbCA B
METATMYECKOM IIKady.

Bblnaua mneuatell, TaMnoB, KiIUIIE M IUIOMOMpPOB mpousBoautcs «Cekperapem-
JIETIONIPOU3BOUTEEM» 10 IOAIKCH C IPOCTABICHUEM COOTBETCTBYIOLIEH OTMETKU B JKypHaie
ydera.

9.3. XpaHeHue nevyareii 1 ITAMIIOB

XpaHeHHe neyaTel OCYLIECTBISIETCS B OleyaThiBaeMbIX celax (MeTalImueckux mkadax),
MCKJIIOYAIOIIMX JIOIYCK K HUM IIOCTOPOHHHUX JIMII. 3alpeliaeTcss XpaHUTh eYaTH, MITaMIIbl, KIUILEe
U TUIOMOUPBI B CTOJIAX U ALIMKaX, IIepelaBaTh UX HA XpaHEHHUE JIMLaM, He UMEIOILUM Ha 3TO IIpaBo,
HOCHUTb B KapMaHax OJIeXk/1bl (KpOME JOJKHOCTHBIX IIedaTel, IpeAHa3Haue€HHBIX JJIs OlleYaThIBaHUS
nBepel u mkadoB).

[lepenaua mevareil W INTAMIIOB TOCTOPOHHHM JIMLIAM M HMX BBIHOC M3 IMOMEUICHHH, Oe3
IIMCBbMEHHOTO Pa3pellICHUsI PYKOBOIUTENS KOJUIENKA HE JOIIyCKaeTCs.

[Ipy cMeHe NOKHOCTHBIX JIMI, a TAK)XKE B ClIydae OTIIYCKA WJIA YBOJIBHEHUS COTPYAHUKOB
Ie4aTd W IITaMIbl OT OJHOIO JOJDKHOCTHOIO JIML@ ApyroMmy nepenarorcs depes3 «Cekperaps-
JIEJTIOTIPOU3BOIUTENS» MO TIOAIINCH.

Iltamnbl, B KOTOPBIX OTCYTCTBYIOT Kakue-nmubo naHHele 00 AY «Hedreroranckuit
MOJIMTEXHUYECKUHN KOJUIEIK» (HAIlpUMED, «BETXUE», KIIPOBEJIEHO», «KAacca» U T. [1.), IepeatoTcs OT
COTPYJHHUKA COTPYJHUKY BHYTPHM IOAPA3JEICHHUS B YCTAHOBICHHOM IIOPSAAKE M OTMEYAIOTCA B
Kypnaie yuera.

9.4. Ucnoib30BaHue NevaTeil U ITaMIIOB

3aBepeHUE  JIOKYMEHTOB  IledaTbl0  opraHmzanuu  ocymectsiseT  «Cekperapb-
JEJIOIIPOU3BOIUTEIIDY.

OTTHCK TeYaTH MPOCTABISIETCS Ha JOKYMEHTE B YCTAaHOBIIEHHOM MECTE TaKuM 00pazom,
YTOOBl OTTUCK W JMYHas MOANUCH ObUIM uyuTaeMbl. OTTHCK JOJDKEH 3aXBaThIBaTh OKOHYAHHE
HaVMEHOBAHMS JOJDKHOCTH JIMLA, ITOANMCABUIETO JOKYMEHT. B TOKyMEHTaxX, MOArOTOBIECHHBIX HA
OCHOBE YHH(UIMPOBAHHBIX (OpPM, IIeUaTh CTABUTCA B MecTe, 0003HaueHHOM oTMeTkoi "MII". He
3aBEepPAIOTCS OTTUCKOM I€4YaTH MOANUCH JOKHOCTHBIX JIUI] HA CITYKEOHBIX MUChMaX.

OTTuHCK eyaTu cTaBUTCS Ha HanOoJiee BaKHBIX JOKYMEHTAaX, MOJTBEP K Aasi UX NOUIMHHOCTb.
[Teuarsto 3aBepsieTcs noanuck pykopoaurens AY «Hedreroranckuil MOIUTEXHUUECKUHN KOJIIEIK,
€ro 3aMeCTHUTEJIs, [JIABHOTO OyXrajirepa, a Takke APYTruX JAOKHOCTHBIX JIMIL, KOTOPBIM MPUKAa30M
pykoBogutenss AY «HedreroraHckuil MOIUTEXHUYECKUH KOJUIEIK» WU JOBEPEHHOCTBIO
IIPEAOCTABIIEHBI COOTBETCTBYIOIINE ITOJTHOMOYUS.

OTTHCK IIeYaTy «I1e4aTb OpraHu3alun» CTaBUTCH:

— Ha JIOKYMEHTBI, YJOCTOBEpSAIOIIME IpaBa JHI, B TOM YHCIE JTOBEPEHHOCTH (Ha
npezcraBieHue uHTEepecoB AY «HedTeroraHckuil MOMUTEXHUUECKUI KOJIEIK» B CTOPOHHMX
OpraHM3alusIX, BeJCHUE J1e] B apOuTpaXke, Ha MOJIyYeHHE TOBApHO-MATEPUAIbHBIX [IEHHOCTEHN U T.
1.);

— ydpeauTenbHble JOKYMeHTHl AY «Hedreroranckuii moiuTeXHUUeCKUi KOIEIK»;

— JI0roBOpHl (0 MaTepuaibHOW OTBETCTBEHHOCTH, apeHJe MOMEIIEHUN, O MPOU3BOJACTBE
paboT U yCIIyr, COBMECTHOM AESTEIbHOCTU U T. 11.);

— aKThI CIAYM-TIpHEeMa 3aKOHUEHHBIX PadoT;

— TOJIOKEHHS O TEPPUTOPUAIBHBIX U APYTUX CTPYKTYPHBIX ITOAPA3ACICHUAX;

— KOMaHIUPOBOYHBIE Y OCTOBEPEHNS,
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— KapTO4YKH 00pa3ioB mojmnucei pykopoauteneil AY «Hedreroranckuii MOIUTEXHUICCKHIA
KOJUIEIDK», UIMEIOIIUX MPABO COBEPIICHUS (PMHAHCOBO-XO3SHCTBEHHBIX ONEPaIlnii;

— TapaHTUHHBIE TUCHMA;

— pacueTHO-(PUHAHCOBBIC TOKYMEHTHI AY «HedTeroranckuii MoJUTEXHUYECKUH KOJUICIIK),

— CMEThl pPAacxolloB (Ha Mpou3BeAeHHE paboOT MO PEKOHCTPYKIHMHU M KalUTAIbHOMY
CTPOUTENLCTBY 3JaHUN U TTOMEIICHH, Ha KaIbKYJSALHUIO K JOTOBOPY U T. 11.);

— chpaBkd (JIMMUTHBIC, O BBIJIATE CTPAXOBBIX CYMM, HCIOJB30BAHUN OFOJKETHBIX
ACCUTHOBAaHMI, 0 HAYMCIIEHHOM U MpUYUTAIOUIeICs 3apIiaTe U T. [1.);

— IUTAaTHOE PacCIUCAHUE U U3MEHEHUS K HEMY;

— Jpyrue JOKYMEHTBHI, HAJIMYME€ OTTHUCKA IIe4YaTH Ha KOTOPBIX HPEAYCMOTPEHO
COOTBETCTBYIOIIMMH MPABOBBIMH U HOPMATUBHBIMU aKTaMH.

3aBepeHHUE IeYaThl0 OPraHU3aluy MOANUCEW IOJKHOCTHBIX JIML Ha HUCXOASAIMMX U3 AY
«Hedreroranckuii TOJUTEXHUYCCKUN KOJUIC/DK» THChMAaX M JOKYMEHTaX IPOU3BOIUTCS IPHU
HAIMYUU Y HA3BaHHBIX JIUI] COOTBETCTBYIOUIMX IMOJHOMOYHUH, OQGOPMIICHHBIX IPUKA30M
pykoBomutenss AY «HedTeroraHCKWil IMONMTEXHUYECKHA KOJUICIK» WJIH HAa OCHOBAHHH
JIOBEPEHHOCTH.

9.5. OTBEeTCTBEHHOCTD 32 y4eT U XpaHeHHe NnevyaTeid U TaMIoB

OTBETCTBEHHOCTh 3a 3aKOHHOCTb HCIIOJb30BAHUS W HAJAECKHOCTh XPAaHEHUs Ie4aTh C
n3o0paxxeHneM repba XaHThI-MaHCHUHCKOTO aBTOHOMHOTO oOkpyra — HOrpel Bo3znaraercs Ha
TUpEeKTopa Kosuiemka. OTBETCTBEHHOCTh 32 HAJE€XKHOCTh XPAaHEHMs, 3aKOHHOCTb HCIIOJIb30BaHUS
JPYTHUX TIeYaTed M IITaMIIOB, KJIMIIE ¥ TUIOMOHPOB BO3JIAaracTCss Ha PYKOBOJIUTEIICH CTPYKTYPHBIX
nozapazaeneHuid. OOmUI KOHTPOJb YydeTa, XpaHEHUS U UCIHOJIb30BaHUS TMedared, IITaMIIOB
ocytectBisercs: «CekperapeM-ea0pOU3BOIUTEIEM.

[IpoBepka (MHBEHTapu3allks) HAIWYHMS T[e4yaTel M IITaMIoB, KJIHWIIE M IJIOMOUPOB
IIPOM3BOJUTCS HE pexe | pa3a B roJg KOMHUCCHEH, Ha3HayaeMOW DPYKOBOJIWTENEM KOJUIEKA, C
odpopmiienneM akta (mpuioxkeHue 2). OTMeTKa O MPOBEACHHBIX NPOBEPKaX MPOCTABISIETC B
YKypHaJIe y4eTa U BbIIa4M MevYaTedl U IITAMIIOB MOCJIE MOCIETHEN 3aMiCH.

BpeMst u cpoku TpOBEJCHUS MPOBEPKH (MHBEHTApPH3AIMH) IeYaTei, MTaMIOB, KJIHIIEe U
MJIOMOMPOB YCTaHABIMBAIOTCS MpUKazoM pykooautensi AY «HedreroraHckuil MOIUTEXHUYECKUN
KOJIJIE/DK» B paMKax MpoBeIeHUs 00Ieil MHBEHTapU3allii MaTepPUaTbHBIX IICHHOCTEH U pacyeToB 3a
HCTEKIINN rof.

[Tpu yrepe meuaTH KoJIeAka MPUHUMAIOTCS BCE BO3MOXKHBIE MEPBI K €€ OOHapYKEHHIO C
HE3aMeJIUTENLHBIM yBeoMJieHueM pykoBogutTenss AY «Hedreroranckuili moONMMTEXHUYECKHUMA
KOJUIEIXK» U HaJI30pHOTO opraHa. [Ipu 3ToMm yka3pIBaeTcs AaTa yTepH MevaTtu OpraHu3aliu, a TakxKe
€€ TIOJHBIA TEKCT, T. €. UIACHTUYHO IOBTOPSIOTCS CJIOBA M COKpAICHHUS CJIOB, a TakXke IUpHI,
OTJeNbHbIE OYKBHI M 3HAKU MPEMUHAHUS, H300payKEHHbIC HA YTEPSTHHON TIeUaTH.

JIviia, BUHOBHBIE B yTpaTe MEYaTH, MPUBJIEKAOTCA K OTBETCTBEHHOCTH B 3aBUCHMOCTH OT
XapakTepa M BaXKHOCTH OOCTOATENbCTB Jiefna. C BUHOBHBIX COTPYAHUKOB B3BICKHBAIOTCS CYyMMBI
npuunHeHHOTO AY «HedTeroranckuii MOJMTEXHUYECKUH KOJUICIDK» yiiepda B TOpSIKE,
YCTaHOBJIEHHOM JENCTBYIOLIMM 3aKOHO1aTeNbcTBOM Poccuniickoit denepanuu.

BHOBs wuW3rOTOBNECHHAS TEYaTh JOJDKHA OOS3aTENhbHO WMMETh KaKue-THuO0  JIeTaiw,
OTIUYAIOIIKE €€ OT YTPaueHHOW (HarpuMep, U3MEHEH PUCYHOK TMeYaTH, YMEHBIICH TU00 YBEIUYeH
mpudT U T. 1.).

IIpu yrepe uWHBIX mHe4are M IITAMIOB MNPUHHUMAIOTCS BCE BO3MOXHBIE MEphl K HX
OoOHapyKeHHMIO C He3aMeJITENbHBIM YyBeloMiIeHHeM pykoBogutens AY «Hedreroranckuit
MOJIMTEXHUYECKUI KoJulemk». Jlula, BUHOBHBIE B yTpaTe nevyaTeil U ImTamIoB, MPUBIIEKAIOTCA K
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OTBETCTBEHHOCTH B 3aBUCHMOCTH OT XapaKTepa U BaXXHOCTU 0OCTOSATENbCTB nena. C BHHOBHBIX
COTPYAHUKOB B3BICKUBAIOTCS CyMMbI HpuUYHHEHHOTro AY «HedTeroranckuii MOJUTEXHUYECKUN
KOJUIE/DK» yliepOa B MOpPSIKE, YCTAHOBJICHHOM JICHCTBYIOIIMM 3aKOHOJATEILCTBOM Poccuiickoit
®denepanuu.

9.6. YHHUTOXKeHHE NeYaTeid M IITAMIIOB

[locne MuHOBaHMS HaAOOHOCTHM (B Ciy4yae peopraHU3alud, CMEHbl HAUMEHOBAHMS,
OpraHU3aIlMOHHO-KAIPOBBIX MU3MEHEHHUI), a TAK)KE MPUILIEAIINE B HETOJHOCTh MEeYaTH U LITaMIIbI,
KIUIIe W [JIOMOUPBl  aHHYIUPYIOTCS M chaloTcs ans  yHuutoxkeHus — «Cekperapro-
JIETIONPOU3BOJIUTENIO» T/I€ OHU YHUYTOXKAIOTCS MO aKTy C COOTBETCTBYIOIIEH OTMETKOM B KypHaje
yuera.

YHUUYTOXKEHHE ITeYaTel U MITAaMIIOB MPE/IoJIaraeT MoJIHOE Pa3pylIeHUE UX MevaTarolen
MOBEPXHOCTU U (POPMBI, HE TOMYCKAaOIee BO3MOKHOCTH UX BOCCTAHOBJICHUS U AaJIbHEHIIIETO
MCIIOJIb30BaHUs. MacTUYHBIC M€YaTH U MITaMIIbl pa3pe3atoTcs Ha MEJKUE YaCTH MU COKUTAIOTCH,
METAJJIMYECKHUE OMIIUBAIOTCS IBYMS IEPEKPECTHBIMU JTMHUSIMH.

OtmeTka 00 YHUYTOXKCHHUH IeYaTH WM IITamIa mpocrapisercs B rpade "[Ipumedanue”
JKypHaJla yuyeTa M BblJaud MevyaTel U ITaMIIoB.

9.7. UzroroBJjieHne U y4eT 0JIAaHKOB JOKYMEHTOB

Opranuzaius paboThl MO HM3TOTOBIEHUIO M YYeTy OJIAaHKOB JOKYMEHTOB BO3Jaraercsl Ha
«Cekperapsi-AeI0npPOU3BOIUTESI.

«CekpeTapb-/1eJ0NPOU3BOIUTENbY) OPraHU3yeT HW3TOTOBIEHHE THUHOrPadCKUM CIOCOO0OM
0JIaHKOB /151 OyMa)KHBIX BEPCUHN UCXOJISIINX TOKYMEHTOB, KOTOPBIE MPECTABIAIOT «OpraHu3ainio»
BO BHEILIHEH cpejie.

[Tepenaua 61aHKOB APYTrUM OpraHU3AIMAM U JIUIIAM HE TOTYCKAETCsl.

Hcnopyennsle, He MPUTOAHBIC U1 WCIOJIb30BAHUSA OJIAHKU, YTPATUBIIUE IOPUIUYECKYIO
CHJIy B CBSI3U C YTBEpPXKJCHHEM OJIAHKOB HOBOTro o00pasiia, Bo3BpamarTcs «Cekperapro-
JENONPOU3BOIUTENO». Takue ONaHKU TOUIeKaT YHUUTOKEHHIO TyTeM UW3MEJIbUYCHUS C
NpUMEHEHUEM  TIpeAHA3HAYeHHOW  JJii  ITOr0  TEXHUKH, HCKIIOYAIONIE  BO3MOXXHOCTH
BOCCTAHOBJICHHsI IEPBOHAYATHHOTO BHU/Ia OIaHKa.

10. TOPAJIOK OBPAIIIEHUSI C KOH®UJIEHIIUMAJIbHON MHOOPMAIIUENA

10.1. Tlpmem, peructpanus ¥ y4eT KOH(HICHIIMAIBHBIX JOKYMEHTOB OCYIIECTBISCTCS
OTJIENIBHO OT MHOW JOKYMEHTAIUH.

Pazmernienue (ony0auKkoBaHue) JOKYMEHTOB ¢ moMeTkoi " {71 cimyskeOHoro nosb3oBanus" (B
TOM YHCJIE€ UX MPOEKTOB) Ha OPHUIIMATEHOM CaliTe KOJIJIEIKa, HHBIX caiiTax ceTu HTepHeT, a Takxke
B Cpe/ICTBAaX MacCOBOM MH(pOpMaIMK 3aIperaercs.

10.2. KonduaeHnuaapHple TOKYMEHTHI TIEPENAlOTCs UTsl UCIIOTHEHUS TOIBKO PabOTHUKAM,
KOTOpPBIM OHM OTIHMCAaHbl JAUPEKTOPOM KOJUIEIkKa, MOJ IMOANUCH B COOTBETCTBYIOIIMX YYETHBIX
dbopmax.

10.3. OcobennocTu opopmiIeHHUs KOHPHUICHIIMATBHBIX JOKYMEHTOB.

10.3.1. KoudwuaeHnanbHble JOKYMEHTBHI, HE3aBUCUMO OT HX (OpPMBI IMpeaAcTaBICHUS,
JOJIKHBI BKITFOUATh CIEAYIOIUE PEKBU3UTHI:

nomMeTka KoHpuaeHImanbHoCcTH "1 ciy>ke0HOTO TTOJIh30BaHuA";

HOMEp IK3EMILIAPA;

perucTpaloOHHbII HOMEp, MPUCBOSHHBIH 110 )KYpHAIly yyeTa B cucTeMe KOH(UIEHIIHAIbHOTO
JIEJIONIPOU3BO/ICTBA;

CBEICHMSI 00 UCIIOIHUTENE.

ITometka koHpuAeHIIMATEHOCTH "[[115 ciy»)eOHOT0 NOIb30BaHUsA" MPOCTABISIETCS HA IEPBOM

Crpanwuma 69 u3 81



JIUCTEC KOH(l)I/IIIGHLII/IaJILHOFO AOKYMCHTA B IIPaBOM BCPXHCM YTJ1y, Ha O6JIO)KKG " TUTYJIBHOM JINCTC
W3JlaHus, Jiela, a TaKKe Ha IEepBOMl CTpaHMIIE CONPOBOJUTENIBHOIO MHCHbMA, 0€3 KaBbIUEK U
COKpAILECHHI:

st cayxeOHOro nojab30BaHus

Ecin B TekcTe CONPOBOAMTEIBLHOTO MUChMA K KOH(HUACHLUAIbHBIM JOKYMEHTaM He
colepkUTCs KOH(pUAeHIManbHas WHGOpMaIMsi, Ha HeM noj mnomerkoil "Jlns ciyxeGHOTrO
MoJIb30BaHUA" B CKOOKax yka3piBaeTcs: "be3 npuiioxkenust He KOHQUICHIIMAIBHO'", HAIpUMED:

Jist cmy)eOHOTO TOJIb30BaHUS
(6e3 mpmtoxenus 1 He
KOH(HICHIHATIHHO)

OKk3. Ne

10.3.2. Ha Bxoasmem (mocTynuBIiieM) KOH(OUICHIIMAILHOM JOKYMEHTE PEeruCcCTpalliOHHbBIE
JaHHBIE O MOCTYIJICHUH B KOJIJIEIDK COJIEPIKAT:
uaaekc "Bx";
MOPSIIKOBBIA YYETHBIN HOMEp, MPUCBOCHHBIHN 110 KypHAITY y4eTa BXOASIINX (TIOCTYMHBIIUX )
KOH(UICHIMATBHBIX JOKYMEHTOB;
NOMETKY KOHuAeHansHocTH "7 cmyke0HOoro noiap3oBanus';
JaTy MOCTYIUICHUS U KOJIMYECTBO JIUCTOB.
[Ipu HanmMUMK COMPOBOAMTENBHOTO MUChMA YKa3bIBACTCS OTJCIBHO KOJIMYECTBO €T0 JIUCTOB,
a Takxe 3HakoM "+" o0Ilee KOJIMYeCTBO JIUCTOB B MPUIOkKeHUH. KoIrMuecTBO IMCTOB MPHUIIOKEHUS,
HE CcoJepKallero KOH(MUICHIMAIbHOW WHPOpPMAaIUU, yKa3blBaeTCsl OTHeNbHO. OTMETKH O
MOCTYIUIGHUU JaHHBIX JOKYMEHTOB IPOCTABIISIIOTCS B MPAaBOM HIDKHEM YIUIy MEPBOrO JIHCTA,
Harpumep:
Bx. Ne 123 1cnn
00.00.0000
1+22+
13n/k,
rae 1 - KOJIMYecTBO JIMCTOB COIMPOBOJUTENBHOIO JOKYMEHTa, 22 - KOJMYECTBO JIUCTOB
NPUIIOXKEHUs, 13H/K - KOJMYECTBO JINCTOB MPWIOKEHHUS, HE COJEpIKallero KOH(GUIACHINAILHON
uHpOpMalnu.
B mpunoxxeHWsIXx B TpaBOM HW)KHEM YINIy JTOKyMEHTa IEPBOTO JIMCTA IPOCTABISAETCS
IITAMIIOM WJIA OT PYKH OTMETKA!

MPUIIOKEHHE K BX. No oT
20,

C yKa3aHHWEM HOMepa, MPUCBOCHHOTO KOH(MUISHIINATLHOMY TOKYMEHTY, U JaThl PErUCTPaIiH
JOKYMEHTA.

10.3.3. PeructpaiioHHBIII HOMEP HCXOJIALIETO (OTMPABISAEMOr0) KOH(UIECHIIHAIEHOTO
JIOKyMEHTa TIPOCTABIIIETCS B PEKBU3HWTE OJlaHKa JOKyMEHTa M B pekBuszute "OTMeTka 00
ucnonaHurene".

10.3.4. Homep 3K3eMInIspa KOH(DUICHITHATEHOTO IOKYMEHTA.

Homep »sx3emmiiipa KOH(PHUACHIMATBHOTO JOKyMeHTa odopmisieTcss ©0e3 KaBblueK W
YKa3bIBAETCS HA TIEPBOM JIMCTE JJOKYMEHTA HIKE MMOMETKH KOH(PHICHIINATBHOCTH, HAIIPAMEP:

st ciy»keOHoro
MOJTE30BAHHS
Ok3. Ne
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Ha xoH(uaeHnanbHOM JOKYMEHTE, TOATOTOBICHHOM B OJHOM 9K3eMIUISIpE, YKa3bIBACTCS:
OK3. eTUHCTBEHHBIH

[Tpu noaroToBke KOH(PUICHINATBHOTO JOKYMEHTA B HECKOJIBKHUX SK3EMIUIIpaX Ha KaXJI0M
W3 HUX TPOCTABJISAETCS TEPCOHAIBHBIN (OYEepeTHOM) MOPSAKOBBIA HOMEP B COOTBETCTBUHU C
KOJINYECTBOM IK3EMIUISIPOB MOATOTOBICHHOTO KOH(UACHIIMAIBHOTO JJOKYMEHTA.

10.3.5. Ecnu k koHGUACHIHAILHOMY JOKYMEHTY IpPUJIaraloTcs APyrue JOKYMEHTHI, TO OHU
NEPEUUCIIAIOTCS. B KOHIE TEKCTa COINPOBOJUTENBHOTO NuchMa B pekBusute "llpunoxkenus" c
yKa3aHHEeM KpaTKOro HAaUMEHOBAHHUS, HOMEpa, HOMepa OHK3eMIUIspa, KOJWYecTBa JIMCTOB (IO
KaXIOMY NpPUIOKEHHUIO OTAEIbHO, B TOM YHCIE€ M HE CoAepXkameMmMy KOH(HUACHIUAILHON
nHpopMaIun), Hanpumep:

[Ipunoxenus:

1. CBenenus o 3amacax..., ya. No ot
[10JIb30BAHUS.

2. Cmpaska..., 3k3. No Ha 2 5.

B Tex ciydasx, korma HpWIOKEHHE HalpaBisgercs 0€3 OCTaBJIEHUs KOIHUU B JIeNe
OTIIPABUTEINS, MOCJIE MEPEUUCIICHUs] PEKBU3UTOB NPUIIOKEHHUs YKas3bIBaeTcs: "TOJIBKO B ajapec",
Hanpumep:

[Ipunoxxenue:

Ceenenus o 3anacax..., yd. No ot
I0JIb30BaHMUs, TOJIBKO B aJipec.

10.3.6. Otmerka 00 WCHOJMHHUTENE TMPOCTABISACTCS HA  TOCIEAHEH  CTpaHUIIE
KOH(HICHIIMATIBHOIO IOKyMEHTA B JIEBOM HUXKHEM YTy MO0 Ha 000POTHOM CTOpOHE.

VYkazaHHas OTMETKA BKIIIOYAET B ceOsl:

YUETHBIN HOMED;

KOJIMYECTBO U3TOTOBJIEHHBIX 3K3EMIUISIPOB C YKa3aHHUEM KPaTKOIro MEPEUHs PACChUIKH;

OTMETKY 00 YHHYTOKEHHH YEPHOBOTO IOKYMEHTA;

nowkHocTh, DUO, KOHTAKTHBIHN TenedoH pabOTHUKA, UCIIOTHUBILETO JOKYMEHT;

nomwkHocTh, DO, KOHTAKTHEIHN TeneoH pabOTHUKA, OTIIEYATABIIETO JOKYMEHT;

JaTy MOATOTOBKH JIOKYMEHTa, HallpHUMep:

VYu. N 173 acn

HCIIOJIHEHO 2 3K3.

Ok3. N 1 - B anpec,

9k3. N 2 - B fieno

Y/M - YHUYTOXKEH.

Ucnonnun:

IoikHOCTL, DUO, Tei. -
Ortneyvaran:

IokHOCTh, DUO, Te. -
00.00.0000

N

V4. N 173 ncn

UCIIOJTHEHO 23 7K3.

9k3. N 1 - B zero,

9k3. N 2 - 23 - B aIMUHUCTPAITUN MYHUITUTIATBHBIX
00pa30BaHUil aBBTOHOMHOI'O OKpyTa
COTJIACHO PACChLIKE,

20 ,ok3. N, Ha4 ., ams ciiy)keGHOro

" "

20 ,o9k3. No  , Ha 4 ., U CITy’)KeOHOTO
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9/M - YHUUTOXKEH.
Ucnonnun:

noipkHocth, DO, Teir. -
Otnevarai:

nojpkHocth, DO, Teir. -
00.00.0000

B ciydae ecnu koH(UACHINAIBHBIA JOKYMEHT ITOATOTOBIICH M OTIIEYAaTaH OJHUM
pabOTHHKOM, B OTMETKE 00 HCITOJTHUTEIIC YKa3bIBACTC:
V4. N 173 ncn
WCIIOJIHEHO 23 3K3.

Ok3. N 1 - B geno,

9k3. N 2 - 23 - B a/IMUHUCTPAIIMH MYHUIIUITATBHBIX
00pa3oBaHMi1 aBTOHOMHOTO OKPYTa

COI'JIACHO PacChUIKe

9/M - YHUUTOXKEH.

Hcn. n otn.:

noipkaocts, ®UO, Teit. -

00.00.0000

10.3.7. Cusatue nmometku "Jlns ciaykeOHOTO IMOJIB30BAaHUS" OCYIIECTBISICTCS JTUPEKTOPOM
KOJIJIeJKa WM JIMLIOM, €0 3aMelLIaroIuM.

Cusatne nmometku " cy)keOHOTO MOJIb30BaHM" OCYIIECTBIISICTCS TyTEM 3a4epPKUBAHU
JAHHOM MMOMETKHU Ha MOIMHHUKE KOH(PUICHIIMATIBHOTO IOKYMEHTA, C YKa3aHUEM JaThl, JODKHOCTU
1 (paMHIINH JIMIIA, CHABIIETO MOMETKY KOH(UICHIIMAIBHOCTH, HAlIPUMED:

[Tometka "Jlist

CITy’)KeOHOTO
MOJIb30BaHUs" CHATA,
JIOTHKHOCTD

)50
00.00.0000

O cusaTun nometku "Jjis ciayx’eOHOro nojab30BaHusA" Ha KOH(UACHIUAIBHBIX JOKYMEHTaX, a
TaK)X€ B YUETHBIX (popMax JAeNaeTcsi COOTBETCTBYIOLIAs 3alHUCh, 1 HH(POPMUPYIOTCS BCE aJpecarThl,
KOTOPBIM 3TU KOH(PHUACHIIUATbHBIE JOKYMEHTHI HAIPABIISIIHCH.

10.3.8. VYcranoBnenme mometrku "Iy ciayxkeOHOTO TONB30BaHUSA" IS JIOKYMEHTOB,
MOATOTOBJICHHBIX B KOJUIEIKE, OCYIIECTBISETCS UCTIONHUTENEM (Ha dTare MOATOTOBKH JOKYMEHTA)
WIN AUPEKTOPOM KOJUIeKa (PYKOBOJUTENIEM COOTBETCTBYIOLIETO CTPYKTYPHOTO MOAPA3/ICICHHUS)
(Ha 7Tarne MoANMMCcaHus JOKYMEHTA).

Ycranosnenue nometku "J{is cimykeOHOTO Monb30BaHMS" A MOCTYMHUBIIMX B KOJUIEIK
JIOKYMEHTOB, HE MMEIOIMUX TOMETKY KOH()HUICHIIMATIBHOCTH, OCYIIECTBIISETCS JTUPEKTOPOM
KoJIIeka (Ha dTare pacCMOTPEHUs TOKYMEHTA).

10.4. YyeT KOHPUICHIUATBHBIX IOKYMEHTOR.

10.4.1. Bxopasmue (MOCTYNUBIINE) M HUCXOJISIIME (OTHpaBlsieMble) KOH(HUICHIIUATHHBIE
JOKYMEHTBI TMOJUIekKaT y4yeTy IMyTeM MPHUCBOCHUS M NPOCTABJICHHUS Ha HHUX PEruCcTPallMOHHBIX
HOMEPOB, a TAK)KE BHECEHHS YUETHBIX JAHHBIX B KYpPHAIIbI y4eTa KOH(UICHIINATBHBIX JOKYMEHTOB.

10.4.2. XXypHaisl HyMepyIOTCS, POITHYPOBBIBAIOTCS U OTIEYATHIBAIOTCS TIEUaThIO KOJUIEKA.

Peructparus koH(pUIEHIIMAIBHBIX TOKYMEHTOB HAYMHAETCS B KypHAllaX ¢ MEPBOro HOMEpa
€XKEroJIHO, a IO OKOHYAaHUH KaJICHJIapHOTO rojia IeJaeTcs UTOroBasi 3amuch.

B ydetHbIx dopMax oTpaxkaroTCsl JaHHBIC O JBM)KCHUU KOH(PUACHIIUATBHBIX JOKYMEHTOB C
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MOMEHTA UX MOJYy4eHHUs (CO3AaHus) 0 3aBEPUICHUS WCIOJIHEHUS U TOIIIUBKU B JIEN0, OTIIPABKU
ajzipecaraM, YHUUTOXKECHUS WIN IIepeperucTpaLuy.

10.4.3. B dopmax yuera KOH(PUACHIMATHHBIX JOKYMEHTOB 3alpEIIaeTCs] OCYIIECTBIISITH
UCIIPABJIEHUS] C IPUMEHEHUEM KOppPEKTUpYroIlen >kuakoctu. OmmboyHas 3aluch 3a4epKUBAETCS
OJIHOM uepTol. BHOCHMBIE HCIIPABIICHUS 3aBEPSAIOTCS MOAIMCHIO JINLA, OTBETCTBEHHOIO 34 BEJICHUE
KOH(HIEHIIMATIBHOT'O 1€T0IPOU3BOJICTBA.

KypHaisl 3amonHsA0TCs pa300pUUBBHIM OYEPKOM C pacIuppOBKOM MOANUCEH pabOTHUKOB,
KOTOPBIM ObLI NepeAaH KOHQHUIACHIHMAIbHBIA JHOKyMeHT. McnpaBieHus B jKypHallaX 3aBepsIIOTCS
MOJIKCHIO JIUIIA, OTBETCTBEHHOTO 32 BEICHUE KOH(PHICHIIMATHHOTO JIETONPON3BOACTBA, U IE€YaThIO
KOJIJIe KA.

Ha 000poTHO#1 CTOpOHE OCIETHETO JIUCTA KypPHAIa IPOCTABISIETCS 3aBepUTENIbHAs HAAMUCh
C YKa3aHuWeM KOJMYEeCTBAa JIMCTOB, IOJNMCHIBAEéMas JIMIIOM, OTBETCTBEHHbIM 3a BEICHUE

KOH(UICHIIMAILHOTO JISIIONPOU3BO/ICTBA, HAIIPUMED:
B HacTosAmeM XypHalle IPOHYMEPOBAaHO,
NPOWHYPOBAHO M OIledaTaHO

JMUCTOB

(mponmcso)

(momonmmce, WMHMLIMAJE, QaMuiIMs, IOJIKHOCTBL JIula,
oQOPMMBIIETO 3aBEPUTEJIBHYK [IOIANMCH, IaTa) .

10.4.4. KonduaeHunanbHple JOKYMEHTBI YUUTBHIBAIOTCS TI0 KOJIMYECTBY JINCTOB, U3IAAHUS -
nosk3eMIuisipHo. Hocurenn konduneHnmanpHoii wuHpopmammu (porto-, KHHO-, BHICO- U
ayJMOIUIEHKH), MAIIMHHbIE HOCUTEIN KOH(UAECHIHAIbHOH MH(pOpMauKu (BUHYECTEPHI, TUCKETHI,
DVD (CD) nucku, USB-}ua1 HaKomuTeN ) - MOMmTYYHO.

10.4.5. Ilpu perucrpauuu KoH(UACHUUAIBHBIX IOKYMEHTOB B CDJ] B 3JIE€KTPOHHBIX
pEerucTpaliOHHBIX ~KapToukax JokyMeHToB B 1mose "CopepkaHue" fenaeTcss IOMETKa
koHpuaenmuansHoctu "JICIT", comepxkanue TeKcTa HE YKa3bIBAETCA.

10.4.6. CxanupoBanue KOH(HICHIMAIHHBIX JTOKYMEHTOB M TMPUCOCAMHEHUE DIIEKTPOHHBIX
00pa30B KOH(UICHIMANBHBIX JIOKyMEHTOB K 3JEKTPOHHBIM PEruCTPALMOHHBIM KapTOYKaM
3anpeniaercs.

10.5. Hcxopsmue (oTnpariseMble) KOHOGUACHIMAIbHbIE JOKYMEHTHl YYHUTBIBAIOTCS B
JKypHaJIe yuyeTa UCXOASIUX (OTIpaBIsieMbIX) KOH(DUIEHIUAIbHBIX TOKYMEHTOB.

10.6. IlocTynuBiiMe B KOJJIEAX JOKYMEHTBI, UMEIOIIUE MOMETKY KOH(HICHIHAIbHOCTH
"Ilnst cmyxebHOro moJsib3oBaHuA", B ToM uucie "Kommepueckas TtaitHa", "CmyxeOHas TaitHa",
"Kongpunenmuansuo", "Ctporo koH(MUASHIHATBFHO" MOIEkKAT YUETY B KypHAJIE yueTa BXOISIINUX
(mocTynuBIINX) KOH(UICHIIMATBHBIX TOKYMEHTOB.

10.7. Ilocne BCKpBITHS KOHBEPTa M TPOBEPKU IPABHIBHOCTH BJIOXKEHUH BXOJAIEMY
(mocTynuBIIeMY) KOH(pUIEHIIMATBHOMY JTOKYMEHTY MPUCBAUBACTCSI OUEPETHON BXOIALIMI HOMEp
0 )KypHaTy y4eTa BXOASIMX (MMOCTYNMHUBIINX ) KOH()UICHIINATBHBIX T0KYMEHTOB.

[Ipu peructpanuu KOHPUIEHIUAIBHOIO JOKYMEHTa 3amofHstoTcsa rpadel 1 - 7 xypHana
ydeTa BXOAAIMX (MOCTYNMUBIIMX) KOH(UIEHIMAIBHBIX JOKYMEHTOB. B rpade 1 mpocraisercs
ouepeHOM MOPSAIKOBbIM HOMEp, IPUCBOCHHBIN KOH(UIEHIUAIBHOMY TOKYMEHTY, ¢ ab0peBHaTypoit
KoHpuIeHMaabHOCTH AokymeHTa ("mcn"). B rpade 5 ykasbiBatoTCs HOMEp, NPUCBOEHHBIN
KOH(QUICHIMATLHOMY  JIOKYMEHTY B  OpraiHé TIOCYJapCTBEHHON  BJIaCTH,  W3/IaBLIEM
KOH(HICHIIMATIBHBIN JOKYMEHT, U JaTa €ro MoAnucaHus (yTBEp>KACHUs).

Ecnu koHuIeHIMaNbHbIN TOKYMEHT NMpUCIaH 0e3 COMpOBOIUTENBHOIO MUChbMa, TO B rpade
6 IpOCTaBIIseTCs KOJIMYECTBO €ro JIMCTOB, a B Tpade 7 enaercs mpovepk.

[Ipn Hanuuuu B KOH(QUIACHIMAILHOM JOKYMEHTE COMPOBOJUTENBHOIO MUChMa, B rpade 6
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MIPOCTABIISIETCS. KOJTMYECTBO €T0 JTUCTOB, a B Tpade 7 - KOJIMYESCTBO JIMCTOB TIPUITOKEHUH.

[Tpu 5TOM, eciu Bce MPUIIOKEHUS MMEIOT MOMETKY KOH(UIEHIIMAIbHOCTH, YKa3bIBa€TCs
o0111ee KOJIMYECTBO JIMCTOB BCEX MPHIIOKEHUH, B CITydae €CiIM 9acTh MPUIIOKEHUH HE UMEET TOMETKH
KOH(UIEHIINATBHOCTH, TO KOJIMYECTBO UX JIMCTOB MPOCTABIIsIeTCS 3HaKOM "+" OTJIebHO, HApUMED:

Bx. N

123 ncn
11.10.2013
1+22+
130/k,

rae 1 - KOJM4YecTBO JIMCTOB COMPOBOAMTEIHHOTO TOKYMEHTa, 22 - KOJUYECTBO JIUCTOB
MPUIOKEHUS U 13H/K - KOJMYECTBO JIMCTOB MPWIIOKCHHS, HE COACPKAMIETO KOHPUACHIIMATHEHON
nHpopMaIuu.

[Ipn mnoctymieHnn KOHPUACHIMATLHOTO JOKYMEHTa B JBYX H 0ojiee dK3eMIUIIpax
MIPOCTABISIETCS] KOJTUYECTBO JIMCTOB KAXKIOTO IK3EMIUISIpa.

[Tpu ydere KOHPUICHIUATHHBIX JOKYMEHTOB, TPUCIAHHBIX JIJIS COTJIACOBAHMUS, TIOIITUCAHMS,
YTBEPKACHHS, O3HAKOMIICHUS M TMOMAJEKAIIUX BO3BpaTy ajapecary, OTMETKa O MOCTYIUJICHUH
MPOCTABISIETC Ha 00OpPOTE IMOCIEIHEro JIMCTa OCHOBHOTO KOH(HUACHIMAIBHOTO JOKYMEHTa W
KaXKIOT0 MPHUIIOKEHUS.

I'padba 8 xypHanma ydera BXOASIIMX (MTOCTYMHBIIHMX) KOH(HICHIIHAIBHBIX JOKYMCHTOB
3aIoHsIeTCs MOCIe BO3BpaTa KOHPHUACHIIMATBHOTO JOKYMEHTA C PE30IIOIUEH TUpeKTopa KoJuieKa
JIUITy, OTBETCTBEHHOMY 32 BeJIHUE KOH(PHUICHITMATBHOTO JCIOTPON3BOJICTBA.

10.10. OtnpaBka KOHGUACHIUATIBHBIX TOKYMEHTOB.

KoudunennmanbHple TOKYMEHTHI JIOJDKHBI OBITH 3aperMCTPUPOBAHBI B JKypHAJlC ydeTa
UCXOJSAMIMX (TIOATOTOBIEHHBIX ) KOH(DUIEHIIUAIBHBIX JOKYMEHTOB.

OtnpaBka KOH(QUICHIMAIBHBIX JOKYMEHTOB OCYIIECTBIISCTCS B 3aKOHBEPTOBAaHHOM BHJIC
(benbpaberepckoil CBA3bI0, 3aKa3HBIMH WU IIEHHBIMH TOYTOBBIMH OTIPABICHUSIMHU.

Homyckaetcst oTripaBka (nepenayda) KOHUIECHIIUATBHBIX JTOKYMEHTOB B 3aKOHBEPTOBAHHOM
BUJIE HETOCPEJICTBEHHO ajpecary (IIPEeACTaBUTENIO ajpecara) ¢ peructpanueit ¢akra nepenadu-
MOJTYYEHUS B )KypHAJIC ydeTa HCXOIANUX KOH(DUICHITHATBHBIX JOKYMEHTOB.

[Tepecbuika KOHGUIACHIMATHHBIX JOKYMEHTOB C HCIOJIb30BAHUEM CPEACTB (paKCUMUIHHON
CBSI3U WJIM TMIOCPEACTBOM DJIEKTPOHHBIX MOYTOBBIX CIIYKO OTKPBITOTO JIOCTYTIA 3aIPEIIaeTCs.

[lepenaya koH(UIEHITHATBHBIX JOKYMEHTOB HCIIOJHUTEISM OCYIIECTBISETCS MO/ MOAMKCH.

10.11. KonmpoBaHue 1 THpa)KUPOBaHHE KOHPHIECHIINATBHBIX JOKYMEHTOB.

KonduaennuansHueie JOKyMEHTHI HE MOAJIEXKAT pacpOoCTpaHeHuIo (Tiepeaayue) 6e3 cormacus
JTUPEKTOpa KOJUIeKa.

KomupoBanne w  TuUpaxupoBaHWE  KOH(MDUICHIHUATBHBIX  JOKYMEHTOB  JIOJDKHO
OCYIIIECTBISATHCS C COOIOIEHNEM ICUCTBYIONINX TPeOOBaHUI MO 3auTe HHHOPMAIUH.

KonupoBanue n TupaxkupoBanue KOHPHUACHIIMAIBHBIX TOKYMEHTOB B CBSI3U CO CITY>)KEOHOMU
HEOOXOIMMOCThIO, a TaK)K€ H3TOTOBIECHHE BBIMHCOK M3 HHUX OCYIIECTBISAETCS C MHCHbMEHHOTO
paspenieHus TUpPEKTOpa KOJUIeIXa, B aapec KOTOPOTO MOCTYNMHWIW JaHHbIE JIOKYMEHTBHI, HWJIH
YIOJIHOMOYEHHOTO MM PYKOBOJHUTENSI CTPYKTYPHOIO TMOAPA3ACICHHS, B apec KOTOPOTO OHHU
MOCTYITHJIN TSI HCTIOJTHEHHUS.

B srom cnyuae Ha cBOOOIHOM MecTe (MM HA OOOPOTHON CTOPOHE) COMPOBOAMTEIHLHOTO
MHAChMa WA Ha CBOOOTHOM MecTe (MJTH Ha 00OPOTHOM CTOPOHE) TUTYJIHHOTO (WJIH TIOCIIETHETO) JTUCTA
KOH(MUISHIIMATFHOTO JOKYMEHTa CTaBUTCS BH3a JUPEKTOpa KOJUIeIKa C TMOPYYCHHEM
YIOJTHOMOYEHHOMY JIUILY:

CHSITh KOTIMH WUJIM CIIENaTh BBIMUCKH (C YKa3aHWEM KOHKPETHBIX MYHKTOB IOKYMEHTA);
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BBINOJIHUTH KOMTMPOBaHKE (TUPAKUPOBAHKE) B HEOOXOAMMOM KOJIHYECTBE;

yKa3aTh aJpeca rosydaTesieil ¥ aaty, Hanpumep:

NBanosoii O.A.

1. CHATB 1BE KONIMU ¥ HAIIPABUTh B aIMUHUCTPALIUU

benosipckoro paitona, bepezoBckoro paiona.

2. Cnenatb BBIMUCKY MYHKTOB 1 - 4, 7 1 HanpaBuUTh B

JlenmapTaMeHT KyJIbTypbl aBBTOHOMHOT'O OKpYTa.

[Toanucek (pacumdpoBKa MOAMUCH) PYKOBOAUTEIIS M J1aTa.

[locne xommpoBaHusi (THPAXUPOBAHUS) KOH(PHUICHIMAIBHBIX JIOKYMEHTOB  JIHIIO,
OTBETCTBEHHOE 3a BeJIeHNE KOH(UACHIMAIBHOTO JeIONPOU3BO/ICTBA, YUUTHIBAET KOIIUH (BBIIUCKH)
¥ Ha 000POTHOM CTOPOHE OPUTHHAIBHOTO JOKYMEHTA (COMPOBOAUTEIBHOTO MUChMa) OCYIIECTBIISIET
3aIIUCh O KOJIMYECTBE CHATBIX KOMUI WM CIETAHHBIX BBITUCOK (C YKa3aHUEM KOHKPETHBIX TyHKTOB
JIOKYMEHTA), 34 KAKUMU HOMEpaMH OHU YUYTEHBbI, U YKa3bIBaeT J1aTy, HallpuMep:

JIONOJTHUTENBHO PA3MHOMKEHO 2 3K3.

V4. N 173 ncn (3x3. N 3/1) - B anmuaucTpanuto bemospckoro p-Ha,

yu. N 173 ncn (9k3. N 3/2) - B anmunuctpanuto bepezoBckoro p-Ha.

Cnenana o/iHa BbINKMCKA ¢ MyHKTOB 1 - 4, 7.

VYu. N 251 ncn (3x3. N 1) - B JlemapTtaMeHT KyJIbTyphI

aBTOHOMHOT'O OKpYTa,

noJanuch (pacmndpoBKa MOIIMCH) UCIIOIHUTENS U aTa

B ydeTHBIX XypHaJlaX KOH()UICHIHUAIBHBIX JOKYMEHTOB BHOCHUTCS OTMETKA O KOJINYECTBE
BBINOJIHEHHBIX KOIHI, HAaIpuMep:

JIONOTHUTENBHO PAa3MHOXKEHO  JK3.

JIONOJHUTENBHO pa3sMHOKEHHbIE KOH(UIEHIIMAIbHBIE TOKYMEHTBI, paHee MOATrOTOBIICHHbIE
B KOJUIEJKE, YUYUTHIBAIOTCA 32 ITHUM K€ YYETHBIM HOMEpPOM. JIOMOJHUTENBHO PAa3MHOXKEHHbBIE
KOH(HIEHIIMAJbHBIE JOKYMEHTHI, MOCTYIUBIINE B KOJJIEIXK, YUUTHIBAIOTCA 32 HOBBIM YYETHBIM
HOoMepOM. [Ipu 3TOM NOpAIKOBBIA HOMED MOJTYYEHHON KOIMUU MPOCTABISAETCSA 4epe3 KOCYI0 4epTy,
HanpuMep:

9K3. N 3/1,
rre 3 - HOMep HK3eMIUIsipa pPa3MHOXKAaeMOro KOH(HIEHIMAIbHOTO JOKyMeHTa, a 1 -
MOPSIIKOBBIM HOMEP pa3MHOKEHHOW KOIIHH.

Beimuckn w3 KOH(PUICHIMANBbHBIX JOKYMEHTOB YUUTBIBAIOTCS 3a HOBBIMH YYETHBIMHU
HOMEpamH.

Ha xonmsax KoH(UAEHIMATBHBIX JOKYMEHTOB B IPaBOM BEPXHEM YTy MEPBOI CTpaHUIIbI
npocrasisiercd otMeTka "Konus".

Ha Bbinuckax u3 KOHOQUACHIMATIBHBIX JOKYMEHTOB IIOCII€ HAaMMEHOBAaHUS JIOKYMEHTa
IIPOCTaBIIsIeTCA OTMETKa "Boinucka'.

10.12. ®opmupoBaHue KOHPHUIESHIHATHHBIX JOKYMEHTOB B JIelia.

Kondunennuanbable T0KyMEHTHI OPMUPYIOTCS B JieNIa OTACIBHO OT APYTUX JOKYMEHTOB.

B HOMEHKIIaTypy Jies1 oprana rocyJapCTBEHHOM BJIaCTH BKIItoyaroTces aena "J{is cimyxe6Horo
NOJIb30BaHUA" U )KYpHAJIbI yueTa KOH(UACHIUAIBHBIX JTOKYMEHTOB.

B nHomenknatype aen B rpade "Munekc nena" nodapnsercs moMeTka KOHGUICHIMATEHOCTH
"Jns1 cimy»’eOHOro Mob30BaHusA".

Heny ¢ xKoHQUIESHIIMATFHBIMU JOKYMEHTAMHU TpHUCBauBaeTcs momeTrka "J[is cmykeOHOTO
NOJIb30BaHUA", KOTOPAst MPOCTABISAETCSA B IPABOM BEPXHEM YTy OOJI0KKH.

Jlata Hayana Jena JODKHA COOTBETCTBOBATh JaTe€ IMEpPBOro MOAIIMTOTO B JIEJIO
KOH(HIEHIIMATBHOTO JOKYMEHTa, JaTa OKOHYaHUS Jela - JaTe MOCIEIHEro MOIIINUTOrOo
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KOH(HICHIINATIHLHOTO JTOKyMEHTA.

Ha nmoamuTeie B 750 KOH(GUICHIMAIBHBIE JOKYMEHTBI COCTABIIACTCS BHYTPEHHSISI OMUCH.
JIMCTBI BHYTPEHHEN ONUCH JI€J1a HYMEPYIOTCS OTAEIBHO.

JIucTbl 03HAKOMIICHUS ¢ KOH(PUICHIIUAIBHBIMU JOKYMEHTAMH TO/IIMBAIOTCS B JIeJia BMECTE
C JaHHBIMH JOKYMCHTAMH, BHOCATCS BO BHYTPCHHIOIO OITMCh U HYMCPYIOTCA.

[TonmmTeie B €510 KOH(PUIEHIIMAIBHBIE JOKYMEHTHl HyMEPYIOTCSI TPOCTHIM KapaHJalloM B
MIPaBOM BEPXHEM YTy Ka)/I0TO JIUCTA.

[To oxoH4YaHWM Jeina B KOHIIE BHYTPEHHEW OINUCH YKa3biBaeTcs (Iu(pamMu U MPOIHCHIO)
KOJIMYECTBO BHCCCHHBLIX B HEC KOH(l)I/II[eHLII/IaJIBHbIX AOKYMCHTOB, HOJDKHOCTb U d)aMI/IJH/ISI Jmna,
OTBETCTBEHHOTO 32 BeICHHE KOH(UICHIINATIBLHOTO JIEIOMPOU3BOJICTRA.

Ha 060poTHO# cTOpoHE TOCIIEHEro JHMCTA JIeNia MPOCTABISIETCsl 3aBEPUTENIbHAS HAIHICh C
yKa3aHWeM KOJHM4YeCTBa JIMCTOB, MOJINHKCHIBaeMasi JIMLIOM, OTBETCTBEHHBIM 3a BEICHUE

KOH(UICHITMATLHOTO JISTIONPOU3BOJICTBA, HAIPUMED:
B HacTosAmeM Oejyie NPOHYMEPOBAHO,
IIPOULIHYPOBAHO M OlledaTaHO IIedaTbio

JUCTOB
(mponmcho)
JmcTer 16 = 30 mMB3BATH,
nommrTa omHa crpaBka-—
3aMeCcTUTENb

[Noonuce (pacumdpoBKa MNOAONMCH), IOOJDKHOCTHL JIMlia,
0QOPMMBLIETO 3aABEPUTEJIbHYO NONNMCH, OaTa)

W3bsaTne w3 nena KOH(PHUICHIMATIHHOTO JOKYMEHTAa OCYIIECTBISIETCS C IHChMEHHOTO
COIJIacHsl pyKOBOJIUTEIS KOJLIEKA.

[Tpy u3bATMH KOHPUICHIMATILHOTO JOKYMEHTa HA €ro MeECTO MOAIIMBAETCS CIpaBKa-
3aMEeCTHUTENb, KOTOPas NOJMHMCHIBAETCS PYKOBOAMTENIEM CIIYKOBI JIEIONPOU3BOJCTBA WM JIUIIOM,
OTBETCTBEHHBIM 3a BeJleHHE KOH(UAECHIMAIBHOIO JeJI0Npon3BojcTBa. lcmnpaBnenue o01ero
KOJINYECTBA JIMCTOB B 3TOM CJIy4ae HE OCYIIECTBIISIETCS, HA MOCIEIHEM JIUCTE JIeNla YKa3bIBAeTCs
KOJINYECTBO JIMCTOB, U3BATHIX U3 JeNla, 00 M3bATUU KOH(PUICHIMATIBHBIX JOKYMEHTOB JI€IaeTcs
OTMETKa BO BHYTpPEHHEW omucH Jena. BpemeHHOe u3bsATHE KOH(PUIEHIUAIbHBIX JOKYMEHTOB M3
TEKYIIUX /€1 OCYLIECTBISAETCS JIMLOM, OTBETCTBEHHBIM 3a BeACHUE KOH(UAECHIMAIBEHOIO
nenonpousBoacTsa. [lo Bo3BpalieHUM KOH(QUAECHIMAIBLHOIO JOKYMEHTa B [EJI0 CIpaBKa-
3aMECTUTENb YHUUTOKAETCS.

10.13. XpaneHnue KoH(pUICHINATBHBIX JTOKYMEHTOB.

KondunennmanbHble JOKYMEHTBI XPaHATCS B CIYXEOHBIX 3alMpaeMbIX MOMEIIEHUSIX MU
apXxHBe KOJLIe/IXKa.

[TomerieHus, B KOTOPBIX BeAETCS KOH(PHIAECHIIMAILHOE AEIONPOU3BOICTBO U HAXOAATCS Ha
XpaHEeHUU KOH(UIEHIMATIbHbIE JOKYMEHTBI, I0JKHBI ObITh 000PYA0BAaHbI CUCTEMAMH MOKapHOU U
OXpaHHOM CUTHAIM3aLIH.

3a COXpaHHOCTh KOH(UACHIMAIBHBIX JOKYMEHTOB, HaXOSIIMUXCS B KOH(HIACHUUATHLHOM
JIeTOTIPOU3BOICTBE, OTBEYAeT JIMIO, OTBETCTBEHHOE 3a BEJCHHE KOH(UACHIUAIBLHOTO
JeJI0TIPOU3BOICTBA.

3a COXpaHHOCTh KOH(PHUICHIMATBbHBIX JOKYMEHTOB, MEPEIaHHBIX A paboOThl, OTBEYAET
PpabOTHUK, TOTYYUBIIMHA UX MO MOIIKCH.

[lepenaua koH(UIECHIIUATBHBIX TOKYMEHTOB OT OJIHOTO PaOOTHUKA APYTOMY B CTPYKTYPHOM
MOJPA3/IeNIeHUN  KOJUIe[XKa OCYILECTBJIAETCS 4epe3 JIMIO, OTBETCTBEHHOE 3a BEJCHHE
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KOH(HICHIIMATIBHOTO AEJIOMPOU3BOICTBA B KOJJIEKE, C 0053aTEIbHON OTMETKOM B XKypHaJe ydera
BXOJIAIINX KOH(UICHIIMATbHBIX TOKYMEHTOB.

[Ipu cmeHe WM YBOJBHEHUM JIMIA, OTBETCTBEHHOTO 32 BelIEHHE KOH(HICHIMAIHLHOTO
JIEJIONPOU3BOJICTBA, COCTABIIAETCS AaKT MpuUeMa-liepesaud KOH(UIEHIIMAIbHBIX JOKYMEHTOB,
YTBEPXKAAEMbIH PYKOBOJIUTEIEM KOJUIEKA.

BoiHOC  KOH(UIEHIMANBHBIX JOKYMEHTOB 3a TpPENeNbl CIY>KEOHBIX IOMEIIeHUN
aJMMHHMCTPATUBHBIX 3aHUH OCYIIECTBIISIETCS C COIJIACUs JUPEKTOPA KOJUIEIKA.

10.14. YHuutoxeHHEe KOH(PHUIECHIUANBHBIX TOKYMEHTOB, B TOM YHCII€ WX MarHUTHBIX
HOCHUTEJIEW U YEPHOBUKOB.

Kondunenmnuansuple TOKyMEHTHl (YEpHOBUKM W BapHAHThI), YTPATHBIIME MPAKTUUYECKOE
3HAYEHUE U HE UMEIOLINE UCTOPUUECKON MJIM HAYYHOH LIEHHOCTH, a TaKXKE C UCTEKIIMMU CPOKaMHU
XPaHEHUs, YHUUTOXKAIOTCS MyTEM UX MEXaHUUYECKOH rnmepepaboTKH Ha HIpeaepax JIM0O0 CKUTAIOTCS.

MarHuTHbIE, ONTHYECKHE HOCUTENN KOH(MOUACHIUAIGHOW HH()OpPMAIMH YHUYTOKAIOTCS
MEXaHMYECKUM TyTeM (pa30MBaloTCA WM pa3pe3aroTcs Ha 4acTu pa3mepoM He Ooree 1 x 1 cm), a
KECTKHE MarHWTHbIe AuUCKU (BuHYecTepbl) u USB-¢umm HakomuTenu - myTeM MeXaHHYeCKOTro
BO3/ICHCTBUS IO TIOJTHOTO Pa3pylIEHUs UK B CHIEIIMATM3UPOBAHHBIX YCTPOUCTBAX LIS YHUUYTOXKEHUS
UH(POPMALINH, ITyTEM BO3JACHCTBHSI SJIEKTPOMArHUTHOTO TIOJISL.

VYka3aHHbIE YEPHOBUKH U BApUAHThl MCIOJIHHUTENIh YHUYTOXXKAET C OTPAXKEHHEM IJaHHOTO
¢axTa B KOHPUACHIINATLHOM JTOKYMEHTE.

YHu4TOKaTh KOH(MUIEHIIMATbHBIE JOKYMEHTHl (MX MAarHUTHBIE HOCUTEIN U UYEPHOBUKH)
KaKUM-JTM00 MHBIM CIIOCOOOM, a TaK)K€ UCIIOIB30BATh UX ISl IPYTUX IIEJIeH 3ampeiiaeTcs.

10.15. KoHTposb cocTosHUS KOH(DUIEHIIMATBEHOTO JIET0MPOU3BOJICTBA.

KoHTponb cOXpaHHOCTH KOH(HICHIMAIBHBIX JOKYMEHTOB OCYIIECTBIISIETCS KOMHCCHEH,
CO3/IaHHOM MO pacropsbKeHuto (TprKa3y) AMpeKTopa Kosuiemka (aanee - Komuccus).

[Tepconanbubiii coctaB Komuccuu (He MeHee 3 4eoBeK) onpeessieT JUPEKTOp KOJUIeKa.

B coctaB Komuccuu BkIIIOYaroTCsS 3aMECTUTENb JUPEKTOPA KOJUIEKA, OTBETCTBEHHBIHN 3a
OopraHu3anuio paboT 1o Oe30macHOCTH UHPOpPMAUMU B KOJUIEIKE, a Takke Haubosee
KBAJTM(HUIUPOBAHHBIE pAOOTHUKH CITYKOBI 1€J0NPOU3BOICTBA U JIMLIO, OTBETCTBEHHOE 32 BEJIECHUE
KOH(HICHIIMAIIBHOTO JIEJIOTPOU3BOJICTBA.

ITpoBepka HanUuKsi KOHQUICHINAIBHBIX JOKYMEHTOB OCYIIECTBIISIETCS €KETOJHO B IEPBOM
KBapTaJe roja, CIeayIoLero 3a OTYETHBIM.

B apxuBe, rie XpaHarcs U3/1aHus, Jefla U Apyrue JOKYMEHThI ¢ moMeTKoi "/{ns ciyxe6Horo
MOJIb30BaHUA", MPOBEPKA HATMYMS OCYIIECTBIISETCS HE PEKE OJHOTO pasa B S JieT.

IIpoBepka Hanmuuus KOH(MUICHLUHAIBHBIX JOKYMEHTOB OCYIIECTBIISETCS IyTeM CBEPKHU
3anucel B y4eTHBIX )KypHaiaxX ¢ PaKkTHYeCKUM HallnYieM KOH(PUACHIINATbHBIX JOKYMEHTOB, a TAKKe
OTMETOK 00 YHWYTOKEHHH WJIHM OTIpPaBKe KOHQHUICHIMAIBHBIX JOKYMEHTOB B ITHX JKypHajlaX C
COOTBETCTBYIOLIMMH aKTaMH Ha YHUUTOKEHHE.

B xypHaiax Bce OTMETKH 00 OTIpaBKe, YHHUTOXEHHH W TepeydeTe KOH(UICHIINATbHBIX
JIOKYMEHTOB 3aBepsIIOTCS MpocTaBienueM 3anucu "[IpoBepeHo” ¢ natoil u moamuchio npejaceaaTens
Komuccun.

ITo pesynpraram pabGoTbl KomuccuM cOCTaBisieTCsl akKT MPOBEPKH HAJIMYUS U COCTOSHUS
KOH(HICHIIMATBHBIX JTOKYMEHTOB, KOTOPBIH YTBEpXKIAeTCS PYKOBOAWTENEM KOJUleka. B
yKa3aHHOM aKTe CoJiepXKaTcs pPe3ylbTaThl MPOBEPKH KOH(PHIEHIMATIBHOTO JEIONPOU3BOJICTBA,
OTMEUYEHHbIE HEJOCTATKU U MPENJIOKEHUS M0 YIYYLUICHUIO COCTOSHHUS /1] MO BOMpPOCaM 3allUThl
KOH(pHICHIIMATBHON HH(OpMAITIH.

B ciyuae ycranoBnenus (hakta yrpatbl KOHQUACHITHATHHBIX JOKYMEHTOB JTUOO pa3TiianieHus
CoJepXKalMXcsi B HHUX CBEIEHUM HEMEIJCHHO CTaBATCS B M3BECTHOCTh HEMOCPEICTBEHHBIN
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PYKOBOJUTENb CTPYKTYPHOTO MOJpa3ieiieHus, B KOTOPOM JIOMYIIEH 3TOT (PaKT U PYKOBOIUTENb
KOJIIE KA.

[To daxTy yTpaThl KOHPHUIESHIINATBHBIX TOKYMEHTOB WJIH Pa3TJIAICHUS COJEPKAIUXCS B HUX
CBeIeHMI KoJutemkeM B TedeHue 30 nHel ¢ MOMeHTa OOHApYKEHUS OCYILECTBISIETCS CIy:KeOHas
MPOBEPKA, MO pe3ybTaTaM KOTOPOM COCTABIISIETCS 3aKIIOYCHUE.

B yueTHBIX XKypHayax JeiaeTcsi OTMETKa O CHUCAaHUHM YTPAuE€HHBIX KOH(HICHIUAIbHBIX
JIOKyMEHTOB CO CCBUIKOW Ha COOTBETCTBYIOIIEE 3aKIIFOUEHUE 0 Pe3yJIbTaTaM CITYKEOHOH MPOBEPKH.

11. BAKTIOYUTEJIBHBIE TOJOXEHUSA
11.1. B ciyyae u3MEHEHHMI 3aKOHOJATENIbHBIX W WHBIX HOPMATUBHBIX akTOB Poccuiickoit
Oenepannu, a Takxke YcraBa AY «HedTeroraHCKuil MOMMTEXHUYECKHA KOJUICIK» HACTOSIIUI
JIOKYMEHT, a TaKK€ H3MEHEHUs K HEMy IMPUMEHSIOTCA B 4YacTH, HE IPOTUBOpEYallled BHOBb
MIPUHSATHIM 3aKOHOIATEIILHBIM U MHBIM HOpMaTUBHBIM akTaM Poccuiickoit deneparuu, u Ycrapy AY
«Hedreroranckuii moIMTEXHUYECKUN KOJLTEIK.
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[Tpunoxxenue 1

YTBEPXIAIO
Hupexrop AY «Hedreroranckuii
HOJIUTEXHUYECKUN KOJUIEIKY

M.B.I'pebenen
«_» 20 1.

AKT
npuema-nepesauu jien (J0KyMEHTOB)

N | Homep u gara nokymeHra 3arooBOK JIOKyMeHTa (j1e1a) KonuuecTBo nucToB

n/n | (MHICKC ¥ KpailHUEe AaThl JIOKyMEHTa (JZ1e71a)
Jiena)

1 2 3 4

Bcero JIOKYMEHTOB (J1e1)
(KOnM4ecTBO JOKyMEHTOB IH(paMu U IPOITHCHIO)

[Tepenan (MOIDKHOCTD, (haMUITHSI, UMSI, OTYECTBO)
ITpunsin (TOJDKHOCTD, (haMUITHSI, UMsI, OTYECTBO)

" n 20 T.
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[Ipunoxenue 2

YTBEPXIAIO
Hupekrop AY «Hedreroranckuii
NOJIMTEXHUYECKUU KOJIIEIK)

M.B.I'pebenen
« _» 20 r.

AKT
MIPOBEPKU HAIMYUS TIedaTei U ITaMIIOB

[ara Hayana npoBepku: " I.

[ara 3aBepiienus nposepku: " " T.

Hacrosmuii akT cocTaBieH 0 pe3ysbTaTaM IPOBEPKU HAIMYUS eyaTeil 1 mTamnoB B AY
«Hedreroranckuii moJIMTEXHUYECKUN KOS

MPOBEJICHHON B COOTBETCTBUU C ,
(HaI/IMeHOBaHI/Ie 1 PpEKBU3UTHLI PCUICHUA O IMTPOBEACHUN HpOBepKI/I)

B X0€ IMPOBCPKH YCTAHOBJICHO:

N/ Perucrpanuonssiii Homep HanmenoBanue OTMeTKa 0 HaTUYuU IIpumeuanue
neyaTd (IITaMIia) 1o )XypHainy | nedard (mTammna) | (OTCYTCTBHH) medyaTen
ydera (mrrammoB)
1 2 3 4 5

Hacrosiuit akT cocTaBieH B ABYX K3EMIUISIpaxX, UMEIOIINX PaBHYIO IOPUIUYECKYIO CHITY.

[Ipencenarens koMmuccumn

(moamuce) (pacmmdpoBka moanucH)
LIJ'ICH]E»I KOMHUCCHHN
(moxnuce) (pacum¢poBKa MoMMCH)
(moamuce) (pacmmdpoBka moanucH)
C akTOM MPOBEPKU 03HAKOMIICHBI:
(HauMeHOBaHME JODKHOCTH OTBETCTBEHHOTO JTOJDKHOCTHOTO (moarmuck) (pacmmdpoBKa MOAIUCH)

JIMIIA, YIIOJTHOMOYEHHOTO XPAHUTh U UCIIOJIb30BaTh OTTHCKU
reJarei v IMTaMIToB)

M.IL
" n 20 r
Bo3spaxxenus mo akty mpoBepku Ha " " 1. mpunararpoTcs. " " 20 T
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JIMCT COI'JIACOBAHUSA
JIO>KHOCTH damuis, THAIUAJIBI [ara Iloamuce
HauvanbHuk otnena kaapoBoro,
EBceeBa Jlronmmia
TOKYMEHTAIMOHHOTO U TIPAaBOBOTO 19.11.2021 CornacoBano
['eHHabEBHA
obecrieueHus
3aMEeCTUTENb IUPEKTOPA MO
y4eOHO-TIPON3BOCTBEHHON Hunenko Tatbsxa 19.11.2021 CornacoBaHo
BragumupoBHa
pabote
3amecTuTe N, AMp CTOpa 170 Muwsip Onbra AnaronseBna | 19.11.2021 CornacoBano
yueOHO-MEeTOInYeCcKOi paboTe
3aMecCTUTENb TUPEKTOpa 110 HaymoB Makcum
. 19.11.2021 CornacoBaHo
yueOHO-BOCIIMTATeNIbHOM pabore |HukomaeBuy
[lepBr1ii 3amectutens qupekropa [Mrymuos MBan MBaHoBuY 19.11.2021 CornacoBano
['naBHBIN Oyxranrep [ oot FOmms 19.11.2021 CornacoBano
BiiagumupoBHa
PykoBoautens MOIL] Axumosa Tarbsna 19.11.2021 CoriacoBaHo
CepreeBHa
IOpurckoHCYIBT Kypasckas Hura 19.11.2021 CornacoBaHo

AJleKCaHIpOBHA
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