PaccMoTpeHO 1 pekOMEHI0BAaHO K YTBEPKACHUIO et YTBepxaaro
Ha 3aCe/IaHNU NEIarOTHYECKOTO COBETA

MBOY ManbkoBo-bepeszorckoii COILI

otT 25.06.2019r. Ne 15
HHCTPYKIUA

10 Be/JIeHHI0 1eJIONPOU3BOACTBA
1. O01mue MoJI0KeHu s

HNHcTpyKIius cocTaBieHa B cOOTBeTCTBUU ¢ ['ocynapcTBenHbIM cTangapToM PO I'OCT P6.30-2003
«YHU(MULIUPOBAHHBIE CUCTEMBI TOKYMEHTAIMU. Y HU(PHUIIMPOBAHHAS CUCTEMa OPraHU3allMOHHO-
pacnopsAUTEIbHON JoKyMeHTauu. TpeOoBaHus K 0OPMIICHUIO TOKYMEHTOB»(IIPUHSAT U BBEJICH B
neiicrsue nocranosiaeHueM ['occrannapra Poccuu ot 03.03.2003 Ne65-cT), npuMeEpHOI MHCTPYKIMEH I10
JeTOTIPOU3BOCTBY B TOCYJAPCTBEHHBIX OpraHax yIpaBiIeHus: 00pa3oBaHHeM CyObeKToB PD,
yrBepxaeHHON Muno6pasoBanueM Poccun 06.05.2002r.

1.1. OTBETCTBEHHOCTD 3a OPraHU3ALIMIO 10N POU3BO/ICTBA, CBOEBPEMEHHOE 1 KAUECTBEHHOE UCIIOJIHEHNE
JOKYMEHTOB M UX COXPaHHOCTh BO3JIAralOTCs Ha PYKOBOIMTENS 001Ie00pa30BaTEILHOTO YUPEKICHUSI.

1.2. HenocpeicTBEHHOE BeICHHE ACIOIPOU3BOICTBA B 00IIE00pa30BaTEIbHOM YUPEKICHUN BO3JIaraeTcst
Ha COTPpYAHHKA, HA3HAYCHHOI'0O OTBETCTBCHHBIM 3a BEACHUC JACJIOIIPONU3BO/CTBA, KOTOpBIﬁ obecrieunBaeT
YUCT U MTPOXOKACHUC TOKYMCHTOB B YCTAHOBJICHHBIC CPOKH, I/IH(i)OpMI/IpyeT PYKOBOACTBO O COCTOSAHHNU UX
HCIIOJIHCHUS, OCYHICCTBIIACT O3HAKOMIICHHUE COTPYAHUKOB C HOPMATHBHBIMU U MECTOAUYCCKUMU
JOKYMEHTaMH 10 JICIIOTPOU3BOJICTBY.

2. I_IOKyMeHTHpOBaHI/Ie ynpaB.nquecxoifl HEATECJIbHOCTH

2.1. Ilpu noaroToBKe, COrNIaCOBaHUM, MOANUCAHUN U YTBEPKICHUH IOKYMEHTOB, 00pa3yIOLIUXCs B
pe3ylbTaTe 1eATeNbHOCTH , HEOOX0IMMO CO0JII01aTh TPeOOBaHUs, 00eCIeunBalOIINEe IOPUANUECKYIO CHITY
AOKYMCHTOB X BO3MOKHOCTb UX 06pa60TKI/I C UCITIOJIb30BAHUCM CPEACTB BJ'IGKTpOHHO-BI:I'-IHCJ'IPITCJ'II:HOﬁ
TEXHUKHU.

2.2. CocraB TOKYMEHTOB, 00Pa3yIOLIUXCS B MPOIIECCE EATETLHOCTH , ONIPEACIACTCS: €r0 KOMIETEHIIUEH 1
GYHKIUSAMU; KPYTOM YIPaBICHUYECKUX AEHCTBUIA, TOPSAIKOM pa3pelieHrs BOIPOCOB (€AMHOHAYATbHBIN WU
KOJUIETHAJIbHBIN); XapaKTepOM B3aMMOCHCTBUS MEXKIY YUPEKICHUSIMU U IPYTUMH OpraHU3alUSIMU.

B coctaB 1oxkymMeHTOB 00111€00pa30BaTEIBHOTO YUPEXKIEHUS BXOIAT:

Opranu3aiioHHbIC TOKYMEHTHI (YCTaB yUPEKIACHUS; JOTOBOP C YUPEAUTEIEM; MTOT0KEHHS O
moapasaACIICHUAX ; JOJDKHOCTHBIC MHCTPYKIIMU COTPYAHUKOB, ITATHOC paClIMCAHUC, ITpaBHUJIa BHYTPCHHECTO
TPYIOBOTO PacopsiKa);

PacniopsigutenpHbie TOKYMEHTHI (MTPUKa3bl, HHCTPYKITUH ); HHOOPMAITMOHHO-CIIPABOYHBIE TOKYMEHTHI
(TIpOTOKOJIBI, TUTAHBI, OTYETHI, CIIPABKH, aKThI, TIOKJIAAHBIC U OOBSICHUTEIbHBIC 3aIMMCKU, TUChMA,
TeneQOHOrpaMMBbl, JOTOBOPHI, TPYIOBBIE COTJIAIICHUs, KOHTPAKTHI U Ip.).

JIOKYMEHTBI, KaK MpaBuiIo, JOJKHBI 0(OpMIIATHCS Ha OlaHKaX Y4peskKIeHHs, COOTBETCTBYIONINX CTaHAAPTY
('OCT P 6.30-97 ¢ usmenenuem N 12000 r.), UMETh YCTaHOBJICHHBIM KOMIUIEKC 00s3aTEIPHBIX PEKBU3UTOB
U CTaOUJIbHBINA MOPSAJOK UX PACIIOJIOKEHHUS.



[Tpuka3 - mpaBOBOM aKT, U3aBaEMbIi PYKOBOAUTEIIEM ISl PELIEHHSI OCHOBHBIX M ONIEPATUBHBIX BOIPOCOB,
MEPOTIPUSITHI, BOPOCOB (PMHAHCOBO-XO3SICTBEHHOM ACATEIBHOCTH YUPEKICHUSI.

[Ipuka3 BcTymaer B CHILy C MOMEHTA €T0 MOANMCAHUS PYKOBOAUTENIEM YUPEKACHHUS, €CIIU B TEKCTE HE
yKa3aHo Apyroro cpoka. [loamnucanHblil mpukas3 perucTpupyercs 3aB. KaHIEIIpueil (cekperapeM).

O(bOpMJ'IerTCH IIPpHUKa3 Ha O1aHKe YUPEXKACHUA U NOJIKEH UMETH CIICAYIOINNEC PEKBU3UTHI: HA3BAHUC BU 1A
AOKYMCHTA, 1aTy, HOMCP IIpHUKa3a, MCCTO U3AaHHUs, 3ar0JIOBOK, TCKCT, ITOAIIUCH, BU3bI, COI'JIACOBAHHC.

TekcT mpuka3a COCTOUT U3 ABYX YaCTEW: KOHCTATUPYIOLIEH U PaCIIOPSIUTEIILHOM.

B KOHCTaTI/Ip}IIOH_[eﬁ YJaCTH OTPAKAKOTCA LCIIU U 3ada4U MPCAITNCBIBACMbIX I[ef/'ICTBI/II\/JI, MMPUYIKUHBI U3JJaHUA
IMpHKasa, 1acTcCs CChbIJIKAa Ha JOKYMCHT, HOCJIy)KI/IBH_II/Iﬁ OCHOBAHUCM JJid IMOATOTOBKH ITPpHKAa3a.

PacniopsimuTenbHas 4acTh COAEPKUT MPENNUChIBAEMbIE 1€UCTBUSA, (DaMUIUK TOJKHOCTHBIX JIULL,
OTBETCTBEHHBIX 32 UX BBIIIOJIHEHUE, U CPOKH UCIIOJHEHUS. PacniopsiiurenbHast 4acTh OTAENAETCS OT
KOHCTaTHPYIOIIEH CI0BOM "MpHKa3bIBal0', CTaBUTCS ABOETOUME. PacnopsauTenpHas 4acTh TEKCTa PUKas3a,
KaK IPaBUJIO, AEIUTCS HA MIYHKThI, KOTOPbIE HYMEPYIOTCA apaOCKUMH LU(pPaMU C TOUKaMHU.

Kaxx1p1i1 yHKT pacropsauTeNbHON YaCTH HAYMHAETCS C YKa3aHUsI KOHKPETHOTO IEUCTBUS, BBIPAKEHHOIO
IJIar0JIOM B HEOIIPEIEIIEHHON (opMe.

OtnenbHBIC 3a1aHUs (HAIIPUMED, 3aJaHMs, COICPIKAIUE IUPPOBLIC TaHHBIC) MOTYT O(DOPMIIATECS B BHJIE
MPUJIOKEHUS K TIPUKA3y CO CChUIKOM HAa HUX B COOTBETCTBYIOIIMX MYHKTAaxX MPUKa3a.

Ha nepBom nucre npusokeHust B IpaBOM BEPXHEM YIUIy JI€JaeTcs HaUCh:
[Ipunoxxenue
K mpukasy ot 11.02.2001 N 2
[Ipy HanMMUUK HECKOJIBKUX MPUIJIOKEHUH Ha KaXKJIOM U3 HUX IPOCTABIISIETCS MOPSAIKOBBIM HOME.

Ecnu B npritokeHUM K IPUKa3y JaHbl JOKYMEHTHI Ipyroil OpraHu3anyy, TO B IPABOM BEPXHEM YTIIy
JAHHOTO IIPHIIOKEHUS JEIIAETCs COOTBETCTBYIONIAs 3aIUCh!

[Ipunoxenne
K mpukasy ot 02.02.2001 N 12
Crpanuubl IprKas3a 1 NpUIOKEHUH HyMEPYIOTCS KaK €MHBIN JTOKYMEHT.

HpOHCCCLI NMPUMCHCHUS YIIPABJICHYCCKUX peH_ICHI/Iﬁ O6H.ICO6pa30BaTCJ'IBHOTO YUPCKACHUA U CaMU PCIICHU A
AOKYMCHTUPYIOTCA C IIOMOIIBIO ITPOTOKOJIOB KOH(I)CpCHLII/If/’I, COBCTOB HJIN CO6paHHﬁ.

[Iporokoinbl oopmisitoTcs Ha OJaHKaX YUPEXKJIEHUS U COAEpKaT CIEAYIOIUE PEeKBU3UThI: HAMMEHOBAHHE
yUpeX/IeHus,, HAMMEHOBaHUE BUJIa TOKYMEHTA, JlaTa 3aceaHus, HOMep, MECTO 3aceianus, rpud
YTBEPXKACHHUS (€CIIM TPOTOKOJI OJIEKUT YTBEPKIEHHUIO), 3ar0JI0BOK, B34, TEKCT, MOAINCH, OTMETKA O
HanpasJieHuH B "1eno". Jlara mpoToKoJIa - 3TO JaTa MPOBEACHUS COBEILAHUS.

TekeT MpoTOKOJIa COCTOUT U3 IBYX YacTel: BBOJHON U OCHOBHOW. BBO/IHAsA 4acCTh CONEPKUT IOCTOSHHYIO
uHpopmanuto (cnoa: "IIpencenarens”, "Cekperaps", "IIpucyrcrBoBanu") u nepeMeHnyo (hamuius,
MHUIMAJIBI TIPeICEeAaTeNs, CeKpeTapsi ¥ MPUCYTCTBYIOMHNX ). [Ipn HEOOXOIUMOCTH YKa3bIBAIOTCS JOJKHOCTH
MPUCYTCTBYIONINX, a TAKKE MHUIMAIBI, (PaMUITUH, JOJDKHOCTH JIULI, TPUTJIAIIEHHBIX HA COBEIIAHUE.



[Ipu xonm4ecTBe y4aCTHUKOB coBenianus 6osiee 10 cocTaBisieTcsi CIUCOK MPUCYTCTBYIOMIMX, KOTOPBIT
MpHUJIaraeTcs K MpoToKOITy.

Cnosa "lIpencenarens", "Cekperaps", "[IpucyrcTBoBasin" nuirytes ot 0-HyJI€BOr0 MOJIOKEHUS
TadysATOpa, OT 2-TO MOJOKEHUS TaOyIATOpa CTABUTCS TUPE, UHULIUAIBI U (PAMUIIMU THUIYT B
MMEHUTEJILHOM najiexe. GaMIIny MPUCYTCTBYIONIUX PACIONAraloTcs B ajiaBUTHOM IMOPSJIKE U
neyaTaroTcs yepe3 | MeXCTpOUHbI HHTEPBA.

BBogHas yacth mpoTOKOJIa 3aKkaHYMBAETCs OBECTKOM JHA. CiioBa "moBecTka AHA" nevyaTaroT oT 0-HylIeBOro
MOJIOXKEHUS TaOyISITOpa, MOCiie HUX CTaBUTCS JBoeToune. Borpockl moBecTku MHS HyMepyroTes. Kaxabiit
HOBBII BONPOC MeYaTaroT OoT 1-To nosoxeHus Tadymnstopa. [locinenoBarenbHOCTh PACIOI0KEHHS BOIIPOCOB
OTIPEIEISETCS CTENEHBIO UX BAXKHOCTU. BOIIPOCKHI MepeyncisioTcs B MUMEHUTEIBHOM majexe. Jlokiasn
(otuer, coobmenue, nHGOpPMAIIHs ), HAMMECHOBAHUE JIOJDKHOCTH, MHUITUAIBI B (DAMHITUIO JOKJIAYHUKA ITHAIITYT
B poJUTENbHOM najexe. He pekoMeHyercs BKIItoUaTh B HOBECTKY AHs Borpoc "Pasnoe". Kaxablii Bonpoc
JOJKEeH OBITh KOHKPETU3UPOBaH.

OcHoOBHast 4acThb TEKCTa CTPOUTCA B COOTBCTCTBHUU C BOIIPOCAMH ITOBECTKU AHA. HOCTpOCHI/IC 3arIucu
00CYXIeHUS Ka)KJI0T0 BOIIPOCA MIOBECTKH JTHS OCYIIECTBIsieTcs o cxeme "Ciymand - BICTYIHIIH -
MOCTAaHOBWJIM (pelInin)", a TakKe MPOTOKOIUPYIOTCS BOIPOCHI U OTBETHI.

B npaktuke npumMensiercs Kkpatkas (opMa mpoToKoJIa, KOTra YKa3bIBaIOTCS TOIBKO CITUCOK
IIPUCYTCTBYIOIMX, pACCMAaTPUBAEMbI€ BOIIPOCH] U IPUHSITHIE PEILICHHUS.

Brimmucka u3 IMPOTOKOJIa COACPKUT CICAYIOIINC PCKBU3UTHI:

HAaUMEHOBAHME YUYPEKICHUS, Ha3BaHUE BU/IA JOKYMEHTA (BBITMCKA U3 IPOTOKOJIA), ATy (J1aTa 3aceqaHusl),
WHJIEKC, MECTO COCTABJICHUS, 3aT0JIOBOK K TEKCTY, TEKCT, IMIOANMCH, OTMETKY O 3aBEpEHHH KOIIHH, OTMETKY
00 MCIIOTHEHUH, HapaBJICHUH B "emno".

K uadopmanioHHO-CITpaBOYHBIM JOKYMEHTaM, 00Pa3yOIIUMCS B MIPOIIECCE JACSITEIILHOCTA YUPEKIACHUS,
OTHOCSATCSI: CIIPABKH, JOKJIAIHbIE 3alMMCKHU, TUChMA, TeJIETPaMMBI, TeJIe(hOHOTPAMMBI.

[Tucema opopmisaroTcs Ha OIaHKax, BKIIOYAIOT B ce0s CIEAYIONMIMN COCTaB PEKBU3UTOB: HAUMEHOBAHUE
YUpEXKACHUS, ATy, HHIAEKC, CChUIKY Ha MHAEKC M 1aTy BXOJAIIETO JOKYMEHTA, aIpecar, pe30JII0LUI0
PYKOBOJICTBA, 3aTOJIOBOK K TEKCTY, TEKCT, OTMETKY O HAJIMYUU MPHUIIOKEHHS, TIOIMTUCh, OTMETKY 00
WCIIOTHUTEIIE, OTMETKY 00 MCTIOJITHEHUH U HAMPABJIEHUH B JIEJI0, OTMETKY O MEPEHOCE TAHHBIX Ha
MAaITUHHBIA HOCUTEND.

TenerpaMMsbl eyaTaroT B ABYX 9K3eMIUISIpax Ha OJHOM CTOPOHE JIMCTa Yepe3 JBa MHTepBaia. TekcT
TeJIErpaMMbl COCTABIIIETCS 0€3 COI030B, MPEAJIOrOB U 3HAKOB MIPENNHAHMs, 0€3 IepeHoca CIIOB.

TenedoHorpamMmMa BKIHOYAET CIEIYIOIUE PEKBU3HUTHL:

HAauMEHOBAHME YUPEKIEHUS, aJIpec, AaTa, UHAEKC, TEKCT, IOJIUCh, OTMETKH O BpPEMEHU Iepeaadu U
yKa3zaHue JOHKHOCTEH U haMumuii (MK TobKo (paMuiIuil) JuLl, NPUHIBIIMX U MEPEAaBIINX
tenedoHorpamMmmy. B cimydae orcyTcTBHs OJaHKOB JJ1s1 TEIE(POHOTPAMM MIPUMEHSIOTCS JINCTHI OymMaru
¢dopmara AS. TenepoHOrpaMMBbl COCTABIIAIOTCSA B OJJHOM 3K3EMILIAPE, NOAMUCHIBAIOTCS PYKOBOIUTEIEM WIH
HETNOCPECTBEHHBIM HCIIOIIHUTEIEM.

Tekcr He nomxkeH BKiIo4ath 6osee 50 cioB. Tenedonorpamma gomkHa OBITH JaTUPOBAHA U MOITHMCAHA
JIUIIOM, OT UMEHH KOTOPOT'O OHA TIEPe1aeTCs,



Tenedonorpamma nepenaeTcss HECKOIBKUM apecaTaM Mo MpHIaraeMoMy CIUCKY YUPEKACHUH-aIpecaToB U
HOMEPOB TeNe(hOHOB.

3. IllpueM u perucrpanusi JOKyMeHTOB

3.1. B kaHuensapun ydpexaeHus Bce KOHBEPTHI C IOCTYNAIOLIEH KOppeCTIOHACHIIUEN (KpOME KOHBEPTOB C
Ha/IIUCBIO "JTMYHO'") BCKPBIBAIOTCS, IPOBEPSETCS HATTMYUE BIIOKEHHBIX B HUX JJOKYMEHTOB, IPaBUILHOCTh
JOCTaBKH U LIEJIOCTHOCTb KOHBEPTOB.

3.2. Perucrpanuu nojajexar Bce JOKyMEHTHI, TpeOyrolre y4eTa, UCIIOTHEHHS, UCTIOIb30BaHMs B
CIIPaBOYHBIX LEJISX, KaK MOCTYMAIOIINE U3 APYTUX OpraHU3alril U OT YAaCTHBIX JIMI, TaK U 00pa3yolrecs B
AEATENLHOCTH 00I1e00pa30BaTEILHOTO YUPEKICHHS.

He nmoJIC)KaT peruCTpaiu no3ApaBrUTCIbHBIC ITMCbMA, TCICTPAMMEBI, IPUTJIACUTCIIBHBIC 6I/IJIGTLI,
I/IH(bOpMaI_[I/IH JJ1 CBCACHUA, 6YXF3.J'ITepCKI/IC AOKYMCHTHI IICPBUYHOI'O YUCTA. I[J'IH HHUX COCTaBJIACTCA
MEpCUCHb HEPCTUCTPUPYCMBIX NOKYMCHTOB.

3.3. PGFI/ICTpaHI/IH JAOKYMCHTOB IIPOU3BOJUTCA B ICHb UX MOCTYIJICHUS.

3.4. PeructpalilnoHHbBIN IITaMII CTABUTCSI B IPAaBOM HUYKHEM YIUIy IOKYMEHTa U COCTOUT U3 HOMEpPA
JOKYMEHTA 10 MOPSAKY U 1aThl OCTYIUICHUS

3.5. Peructpanus Bcex KaTeropuil BXOJAIINX, UCXOIALINX U BHYTPEHHUX JOKYMEHTOB OCYLIECTBIISIETCS B
KypHajax perucTpanyy BXOJAIUX U HCXOJSIINX JOKYMEHTOB

4.KOHTpOJ’lL 3a CPOKaAMHU UCIIOJTHCHHUSA TOKYMEHTOB

4.1. OTBETCTBEHHOCTb 32 CBOEBPEMEHHOE M KAUECTBEHHOE MCIIOJHEHHUE JOKYMEHTOB HECYT PYKOBOJIUTEIb
YUPEKIEHUS, 3aB.KaHIIETSIPUEH, CEKPETapUaTOM.

4.2. Ilpu peructpaiuu 3aroiaHsIeTcsl perucTpaunoHHO-KoHTposibHas kapTtouka PKK. Ilpu xxypHansHoU
pPErucTpali PEKOMEHIYETCS 3aBOJIUTh KOHTPOJIbHbIE KapTouku 1o Tuiy PKK yist nokyMeHToB,
HaxOoJSIUXCs HAa KoHTpoJie. Ha koHTpoapHOi kapTouke B rpade "Cpok uCrosHeHHs" TPOCTABIISIETCS
COOTBETCTBYIOIIAs aAara. KapTouku pacnonaratorcs B KOHTPOIBHOM KapTOTEKE 1O UCIIOJTHUTEIISAM, 110
CpOKaM MCIOJIHEHHUS U T.]I.

4.3. Bes noctynaroniasi B yuYpexAeHUe TOKYMEHTAIUSI UCIIOTHSETCS B COOTBETCTBUU C TEMHU CPOKaMHU,
KOTOPBIC YKa3aHbl B PE30JIIONNH PyKOBOAUTENA. Ecii cpok He ykaszaH, TO JOKYMEHT JI0JDKEH ObITh
WCTIOJTHEH B CPOK - 1 MecsIT; ’KaIo0bl, 3asIBJICHUS - B TEUCHHE MECsIIIa; TeJIETpaMMBbI - He 0oJiee 4eM B
JIBYXHEJEIbHBINA CPOK.

4.4. JIOKyMEHT CUNTAETCS UCIIOJTHEHHBIM, €CIIU PA3PEIICHBI 110 CYLIECTBY BCE IIOCTABJICHHBIE B HEM
BOIIPOCHL, B JKypHaJlaX PErUCTPalUU JeIaeTcsi OTMETKa 00 MCIOJHEHUH, T.€. 3allCaHa JaTa OTIPaBKHU U
UCXOJAIINI HOMEp OTBETHOTO IOKYMEHTa, HAMMEHOBAHUE ajipecaTa, JOHKHOCTh U (paMIIINs UCTIOTHUTES,
MIOAIMCABIIETO OTBET.

Ecnu Bce, mocTaBiieHHBIE B JOKYMEHTE BOMPOCHI, PEIICHBI B ONIEPATHBHOM TOPsJIKE, 0€3 HalMCaHus OTBETA,
HCIIOJIHUTEIIb HA JOKYMEHTE JI€J1aeT KPaTKYIO 3alIMCh O PELICHUH BOIIPOCA, CTABUT ATy U MOAIHNCH, 10CIIE
4yero JTOKYMEHT IToOMeIaeTcs B Aen0. Eciu 1o paspenaeMomy BOIPOCY 0XKUIAETCS OTBET, TO C COTJIACHs
3aBEAYIOIIETO KaHLEeIsIpueH (CeKpeTapsi) MOCTYMHUBIINI OTBET BMECTE C KOMUENH OTBETA MOKET HaXOAUThCS
Y UCIIOJIHUTEIIA HAa KOHTPOJIE.

I[OKyMeHT CHUMACTCA C KOHTPOJIS TOCIIC €ro UCITOJTHCHU .



5. CocraBiieHre HOMEHKJIATYPbI U ()OPMHUPOBAHHUE €T
5.1. CocraBieHre HOMEHKJIATYPHI JIE]T.

5.1.1. B nensax npaBuiisHOTO (POPMHUPOBAHUS €T YIPEKACHHS, 00CCIICUHBAIONICTO OBICTPBINA MTOUCK
JOKYMEHTOB I10 UX COJICP’KaHUIO U BUJAM, IPOU3BOIUTCS KiIacCH(PHUKAIUSI TOKYMEHTOB.

5.1.2. Knaccudukanus JOKyMEHTOB 3aKpEIUIeTCS] B HOMEHKIIAType /e - CIICKe HAUMEHOBAaHHM e,
3aBOJMMBIX B JIEJIONIPOU3BOJICTBE YUPEKICHUSI C YKA3aHUEM CPOKOB UX XPaHEHUs

5.1.3. Homenkunarypa zien npeaHa3HadeHa JJis TpyHIIUPOBKU U pacipeiesICHUs] UCIIOTHEHHBIX JOKYMEHTOB
B JIeJ1a, MHJEKCAlUU JeJl, ONPEEICHUS CPOKOB UX XPAHCHHUSL.

5.2. ®opmupoBaHue Jell.

5.2.1. CDOpMI/IpOBaHI/Ie ACJI - TPYINIIMPOBKA UCIIOJIHEHHBIX TOKYMCEHTOB B I€JIa B COOTBETCTBUU C
HOMeHKJIaTypOﬁ ACII.

5.2.2. ®opmupoBaHHe JIe OCYIIECTBIIAETCS B KaHLEIIPUU 0011e00pa30BaTeIbHOTO YUPEKICHUS.

5.2.3. Ilpu dhopmupoBanuu aen TpeOyeTcs CTPOro OomnpeAesiTh COCTaB JOKYMEHTOB, BKIIFOUEHHBIX B J€IIO.
Bxurouenue B €710 JOKYMEHTOB, HE OTHOCALIUXCS K HEMY, a TAK)KE YePHOBHKOB, BAPUAHTOB, KOIUH,
BBIPE30K U3 raszeT U KypHAJIOB U JJOKYMEHTOB, MOAJICKAIUX BO3BPATY, HE JOMYCKACTCS.

B mporiecce rpynnupoBKu JOKYMEHTOB B JIEJie TPOBEPSETCS MPABUIBLHOCTh UX 0OopMIIeHHS (HATHYUE
MOJTKCEH, 1aThl, UHAEKCA, 3aBEpUTEIbHON HAAMKUCHU U T.1.). HegoodopmieHHbIE 1 HEMTPaBUILHO
o opMIIeHHBIE TOKYMEHTHI BO3BPAIIAIOTCS UCTIOTHUTEIIO HA T0Pa0OTKY.

Z[OKyMeHTBI IMMOCTOSAHHOT'O U BpECMCHHOT'O CPOKa XPpaHCHUSA (I)OpMI/Ip}IIOTCH B pa3HbIC [CJI1a.

5.2.4. B nene rpynmupyroTcs JoOKyMeHThI ogHoro kanenaapHoro (01.01 - 31.12) roxa. UckimoueHue
COCTABIISIIOT TIEPEXO/IAIIHE Jefia (Jelia 1o BOIpocaM, KOTOPhIE PEIIaroTCs HECKOIBKO JIET).

5.2.5. PacnionokeHue TOKyMEHTOB BHYTPH /1€ IPOU3BOJAUTCS B XPOHOJIOTUYECKOM MOPSAJIKE, IPU KOTOPOM
HauOoJiee paHHHUE JOKYMEHTBI PACIOIAraloTCs B Ha4aje roja.

5.3. Cucremarusanust OTAEIbHBIX KaTETOPUN JOKYMEHTOB.

5.3.1. PaCHOpﬂ,[[I/ITeHLHBIe JAOKYMCHTBI T'PYHIIUPYROTCA B ACJIC 110 BUJaM U XPOHOJIOTUH C OTHOCAIIIUMHUCS K
HUM IIPUTTOKCHUSAMMU.

5.3.2. IIpuka3bl IO OCHOBHOM JIeATENLHOCTH (POPMUPYIOTCS OT/IEIBHO OT MPUKA30B M0 JUYHOMY COCTaBY
(Ha3Ha4yeHue, nepeMelleHre, YBOJIbHEHHE COTPYIHUKOB) U OT IPUKA30B 00 OTIyCKaX, KOMaHIUPOBKaX U
T.JI.

5.3.3. HpOTOKOHBI pacnojiararoTcd B ACJIaX B XPOHOJIOTHYCCKOM ITOPAAKE IO HOMEpaM .

5.3.4. IlnaHpl, OTYETHI, CMETHI TPYNIIUPYIOTCS OTAEIBHO OT POEKTOB U YEPHOBUKOB 3THUX JIOKYMEHTOB U
JOJKHBI XPAHUTBCS € J€JIaMU TOIO I'0J1a, Ha KOTOPBIN (32 KOTOPBIN) OHU COCTaBJICHBI.

5.3.5. IoKyMeHTHI B JINYHBIX Jie]aX pacroiaraloTcs B CIEAYIOIIEM MOpsJIKe:
3asBJICHUE O NMpUeMe Ha paboTy;

HaIpaBJICHHUEC UKW NPEACTABIICHUC,



aHKeTa,
JIMCTOK MO YYETY KaJpOB;

aBTOOHOTpadus;

JOKYMEHTBI 00 00pa3oBaHUY;

aTTeCTAIllMOHHBIN JIUCT;

BBIITUCKH U3 MIPUKA30B O HA3HAYCHUH, TIEPEMEIICHUH, YBOJIbHCHHU;

AONOJHCHHUE K JINYHOMY JIUCTKY IO YUYCTY KaJIpOB (B HETO BHOCATCA JAHHLIC O IMMOJIYYCHHUUN HpeMI/Iﬁ nimn
HaJIOXKCHHUHU BSBICKaHHfI, O HarpaXxacHuu u T.I[.).

B nnynoe n1eno He moMemaroTes KoMUY MPUKa30B O HAIOKEHUU B3bICKaHUH, CIIPABKU O COCTOSTHUU
3JIOPOBBSI U C MECTA KHUTEIHCTBA, 3asBJICHUS 00 OTITyCKaX, KOIUU MPUKA30B 00 OTITYCKaX U JIpyrue
JOKYMEHTBI BTOPOCTEIIEHHOT'O 3HAYCHUS.

5.3.6. JIuueBble cueTa COTPYAHUKOB IPYINIUPYIOTCS B CAMOCTOSITENIbHBIE JIeNa B [Ipe/ieiaxX KaJeHAapHoTro
rojJia ¥ pacrojaralTcs B HUX 10 aldaBuTy GpamMuiIni.

5.3.7. llepenucky cieayer rpynnupoBaTh B Aelia 3a Mepuoj KaJeHaapHoro roja. B nemno nepenucku
IMOMCIIAa0TCA BCC JOKYMCHTBI, BOSHUKIIME B XOJC PCIICHU A BOIIpPOCa. HepeHI/ICKa CUCTCMATU3UPYCTCA B
XPOHOJIOTUYECKON MOCIIE0BATENbHOCTH; JOKYMEHT-OTBET MOMEIIAETCS 32 JOKYMEHTOM-3aIIPOCOM.

6.IloaroroBKa JOKYMEHTOB K Iepeaaye B apXuB

6.1. [TogroroBka TOKyMEHTOB K Ilepe/iade B apXUB BKJIIOYAET IKCIEPTU3Y HAYUYHOU U MPAKTHUECKON
LIEHHOCTHU JOKYMEHTOB, 0(OpMJIEHHE JI€JI, COCTABJICHHE OIUCH.

6.2. DkcrepTH3a IIEHHOCTH IOKYMEHTOB.

6.2.1. BKCHepTI/ISa HEHHOCTU NOKYMCHTOB - OIIPEACIICHUC ICHHOCTHU JOKYMCHTOB C LCJIBIO 0T6opa HUX Ha
XpaHCHUEC U YCTAHOBJICHUC CPOKOB XpPAHCHU .

9KCH€pTH3y HEHHOCTH JOKYMCHTOB B O6H.I€O6pa3OBaTeJ'IBHOM YUYpCKACHUN OCYIICCTBIIAACT ITOCTOAHHO
,Z[CﬁCTByTOIJ.IB.SI 9KCIICPTHASA KOMHCCHS.

6.2.2. DKcriepTHasi KOMHCCHSI Ha3HAYaeTCsl MPUKa30M PYKOBOAUTENS 00111e00pa30BaTeIbHOTO YUPEKICHHS.
B cocraB OK BrimrouaroT He MeHee Tpex coTpyaHukoB. Cekperapem DK Ha3Ha4alOT cekperaps
00111€00pa30BaTENLHOTO YUPEKACHUS.

3KCHCpTHa${ KOMHCCHA Ha 3aCCAAHUAX PACCMATPUBACT: HOMCHKIIATYPY ACJI O6I.I.ICO6pa30BaTCJ'IBHOFO
YUYpCKACHUA, OTUCH ACJI ITOCTOAHHOTO XpaHCHUA U 110 IMYHOMY COCTAaBY, dKThbl HA TOKYMCHTHI,
BBLACIIACMBIC K YHUYTOKCHULO.

6.3. Odopmiienue aen.

6.3.1. [lena mocTOSTHHOTO XPaHEHUsI TOIIITMBAIOTCS B TBEPAYIO 00JIOKKY CYpOBBIMU HUTKaMH. JINCTHI
HYMEPYIOTCS B IPABOM BEPXHEM YIUIy POCTHIM KapaHamoM. KoindecTBo IMCTOB B KaXk/10M JIEJIE HE
AOJIDKHO IMPEBLINIATH 250.B KOHIIC [1cjIa Ha OTACIIBHOM JIMCTC COCTABJIACTCA 3aBCPUTCIIbHASA HAAINCh

6.3.2. O6a0xku aen opopmisitorcst B coorBeTcTBuu ¢ ['OCT 17914-72. Ha 0005kKe 1€71 TOCTOSTHHOTO
XpaHeHI/Iﬂ JOJIDKHBI 6I:ITI: HpOCTaBHCHBI CJICI[YIOH_II/IG peKBI/I3I/ITBIZ ITIOJIHOC HAa3BAHHC BBIIHGCTOSIH_[eﬁ



OpraHu3aIyy, Ha3BaHUE 00111e00pa30BaTEIILHOTO YUPEKIEHUS, HOMED (MHIEKC) JeNa M0 HOMEHKJIAType,
3aroJIOBOK JieJia, KOJIMYECTBO JIMCTOB, CPOK XPaHEHHSI I OTMETKA "XpaHUTh MOCTOSIHHO', HOMep (oHa,
oIucH, Aena

6.3.3. Ilo oxoHUaHUH JACJIIOIIPOU3BOJACTBCHHOI'O I'oa B O(bOpMJ'IeHHBIe 00J10KKH JECJI TIOCTOAHHOT'O XpaHCHUA
BHOCATCA HCO6XOI[I/IMBIG YTOYHCHUA:

B 3arOJIOBKH JIEJI, COJICPIKAIIUX PACTIOPSIUTEIbHBIC JOKYMEHTHI (IIPUKa3bl, TPOTOKOJIBI), BHOCATCS HOMEPA,
€CITU JIEJIO C TIEPEMUCKON COCTOUT M3 HECKOJIbKHX TOMOB, B K&KJIOM TOME YKa3bIBaeTCsl KOPPECIOH/ICHT,
aBTOP, TEPPUTOPHS U JP., U B KAXKIOM TOME YKa3bIBAETCA JaTa (YUCIIO, MECSII, TO) HayaJia U OKOHYAHUS
KaXXa0ro Toma. Tounrsie JAaThl IPOCTABJIAKOTCA HA OGJIO)I(KaX JJIS 6BICTpOFO IMOMCKa JOKYMCHTOB B
MOCJICAYIOIEM;

u3 SaBepHTCHBHOﬁ HaAIInMCHu Ha O6J'IO)KKy Jc€J1a BBIHOCHUTCA KOJIHYCCTBO JIMCTOB B JACJIC.

6.34. Hannucu Ha 0010KKaxX ACII TOCTOSIHHOT'O U JOJITOBPEMCHHOI'O XpaHCHU S CICAYCT IPOU3BOJAUTDH
YCTKO, CBETOCTOMKHUMU YCpHUJIaAMH.

6.3.5. Jlns ydyera KoaudecTBa JIMCTOB B Jiefie U (pUKcaIi 0cCOOEHHOCTEN UX HyMEpaluu Ha OTAEITbHOM
JINCTE COCTABJISICTCS 3aBEpUTEIIbHAS HAJIITHCh.

B 3aBepuTenbHON HAAMKUCH yKa3bIBACTCS KOJIUYECTBO JIMCTOB (LIU(paMH U IIPOTHCHIO) B JIEIE.
[ToanuckIBaeTCst COCTaBUTENEM C YKa3aHHEM €ro JOJHKHOCTHU M JIaThl COCTABIICHUSI.

6.3.6. BHyTpeHH:s ONKCh COCTaBISAETCS K JIeJIaM IIOCTOSIHHOTO U BpeMeHHOro (cBbiiie 10 jeT) cpoka
XpaHeHus, CQOPMUPOBAHHBIX MO0 PA3HOBUIHOCTSIM JOKYMEHTOB, 3ar0JIOBKH KOTOPBIX HE PACKPBIBAIOT
KOHKPETHOE COJIepKaHue IOKyMEHTOB (0c000 IIEHHbIE, TUYHBIE JIeNa U JIp.).

6.3.7. [lena BpeMEeHHOTO XpaHeHHUsI 0(OPMIISIOTCS YIIPOIICHHO:

OHHU HE NOAUIMBAIOTCH, JIUCThI B HUX HEC HYMCPYIOTCA, YTOUHCHHEC Ha 00JI0KKaX HE MMPOU3BOANTCA, OIIMCHU HA
AcJia HC COCTABIAIOTCA, YUCT BEACTCA [0 HOMCHKJIATYypE ACII.

6.4. Onucanue J0KyMEHTOB [TOCTOSIHHOTO CPOKa XpaHEHHUS.

6.4.1. Ilo oxOHUaHUU EJONPOU3BOJICTBEHHOTO rojla B TeX 00I1e00pa30BaTeIbHBIX YUPEKACHUAX, KOTOPHIE
SABJIIFOTCA UCTOYHHUKAMU KOMITJICKTOBAHUA TOCYJAPCTBEHHBIX AapXHWBOB, IIPOU3BOAUTCA OT60p JOKYMCEHTOB
IMOCTOAHHOI'O CPOKa XpaHCHUSA JJIA BKIIFOYCHUS UX B OITHCh. Onuce COCTOUT U3 rOAOBBIX Pa3aCjiOB, BHYTPU
rojia Jieja pacrojaratloTcs 1o CTeIeH! 3HAYMMOCTH C YI€TOM HOMUHAIBHOTO ITPHHIIHIIA (TaK TIOCTPOSHA H
puMepHasi HOMEHKJIaTypa 00111e00pa30BaTeIbHOTO YUpeKaeHus). ['010BOM pa3aen onmucHu Ha ena
MOCTOSIHHOTO XPaHEHUs, IpeHa3HaYCHHBIE IJIs1 TIOCTIEIYIOIICH Mepeiad B TOCYJapCTBEHHBIN apXuB,
noanexxut yreepxkaeHuto DK (9KcmopTHO-TIpOBEPOYHON KOMUCCHEH) ATOTO apX1Ba HE MO3/IHEE YeM depe3
JIBA TO/1a MTOCIIE 3aBEPIICHUS JIEN B JIEIIONPOU3BOICTBE.

6.4.2. Onrcu coCTaBISIOTCS pa3acIbHO Ha J€jia MTOCTOAHHOI'O XpAaHCHUA 110 OCHOBHOI JI€ITEILHOCTH U Ha
AcJia IO JINYHOMY COCTaBY.

6.4.3. OnucH cCoCTaBJISIOTCS CEKPETAPEM.

6.4.4. Onuce BeneTcs B €AMHON BAJIOBOM HyMEpPAIlMU B TEUEHUE HECKOJIBKHX JIET U 3aKaHYMBAETCS 110
COTJIaCOBAHUIO C TOCYJAPCTBEHHBIM apXHWBOM, KyZa MOCTYIAIOT JOKYMEHThI Y4EOHOTO 3aBEICHUS
(npunoxenue 21).

6.4.5. Ha nema BpeMEHHOTO CpOKa XpaHEHUS COCTABIISIETCS aKT 00 YHUUTOKEHUHU (TIpHIIOxKeHue 22).



7. Ob0ecneyeHre COXPAHHOCTH JeJI

7.1. OTBETCTBEHHOCTD 32 COXPAHHOCTH IOKYMEHTOB 00111€00pa30BaTeIIbHOTO YUPEIKICHUS HECET
PYKOBOJUTEIb.

7.2. Jlena NOKHBI XPAaHUTHCS B 3aKPBIBAIOIIMXCS MIKadax, MPeI0XPaHIIONUX UX OT IbUIH, BO3ACHCTBHA
COJIHEYHOT'O CBETA.

7.3. U3bsiTHE U BbIIaya JOKYMEHTOB U3 J€J IOCTOSTHHOTO CPOKa XPAHEHHUS HE pa3pelIaeTcs.



