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MOJIO)KEHUE MO AEJOINPOU3BOACTBY.

1.061me noJI0KeHHs.

1.1.Hacrosee [Tonoxenue 1o JIEJIONPOU3BOICTBY B MBOY
«MmuoronpodunsHbli uueit Nel88» Kuposckoro paiona r. Kazanu (nanee -
MONIOYKEHHEe) YCTAaHABIMBACT EIMHYI0 CHCTEMY JeJONpPOM3BO/CTBA, TMOPALOK
MOArOTOBKH, O(GOPMIEHHUS, POXOXKIEHHs, KOHTPOJSA 33 HCIOJHEHHEM, yUCTOM,
XpaHeHHeM, [evaTaHWeM, KOMHUPOBAHMEM M THPaXHPOBAHHEM CIyeOHBIX
JIOKyMEHTOB.

[Tonoxxkenue pa3paboTaHO B COOTBETCTBMM C 3aKOHAMH Poccuiickoin

desiepauny, yKaaMd M pacropsiKeHHAMH [pe3unenta P®, mocTaHOBICHUAMH

[TpaButensctBa P®, rocy1apcTBEHHBIMM CTaHAapTaMH Ha YHU(DULIUPOBAHHYIO

CHCTEMY OpraHM3alMOHHO-PACTIOPSANUTEIBHOM JOKYMEHTAlUHH, HOPMAaTHBHBIMH
nokymentamu DezepanbHOl apXHBHOM ciyx0b1 Poccun.

[MofoKkeHHe COCTABIEHO HAa OCHOBE TNPHMEPHOW HMHCTPYKUMH  TIO
JIeJIONPOM3BO/ICTBY B IOCYapCTBEHHBIX OpraHu3alusX, yTBEPXKIEHHOMN MPHKa30M
denepalbHOr0 apXMBHOrO areHTcTBa OT 11.04.2018 Ned44. PyxoBOJICTBO H
KOHTpOIb 3@  BEeJeHHeM  JIeJIONPOW3BOJACTBA B JHMIee  OCYUICCTBIACT
JIEJIOTIPOU3BOAUTE]Ib.
1.2.OTBETCTBEHHOCTh 3a OPraHM3alMIO JIeJI0NPOU3BOJACTBA, CBOCBPEMEHHOE M
KaueCTBEHHOE WCIOJHEeHHe JIOKYMEHTOB, MX COXPaHHOCTb BO3Jlaraercs Ha
aMUHUCTPALIMIO JIHLIeS.
1.3.HerocpeacTBeHHOe  BeJeHWE  JJIONPOM3BOACTBA  BO3JIAracTes Ha
JIeNTONPOM3BOIUTENIS, HAa3HAYEHHOro OTBETCTBEHHBIM 33 OTy paboTy, KOTOpBbIi
obecriedMBaeT ydeT M MPOXOXKJEHHE IOKyMEHTOB B YCTaHOBJICHHBIC CpOKH,
uHGOPMHUPYET PYKOBOACTBO O COCTOAHMH HX HCIOIHEHUA, OCYLLUECTBJISAIOT
03HAKOMJIEHHE COTPY/IHHKOB C HOPMATHBHBIMH W METOAMYECKHMH JOKYMEHTaMH

10 JIeJIONPOU3BOJCTBY.

|.4. Jlenonpou3BOANTEb HECeT OTBETCTBEHHOCTh 3a BBINOJIHECHHE TpeGoBaHUH
MHCTPYKLMH, 32 COXPAHHOCTh HAXOIAIIMXCA Y HHUX cyxeGHbIX 10KymeHToB. OO0
yTpaTe J0KyMEHTOB HEME/JIEHHO JOKIIa/bIBAIOT PyKOBOAHTEITIO.

1.5.TTepenaya JOKyMEHTOB, MX KOMHi pabOTHMKaM CTOPOHHHMX OopraHu3alui

JIOTYCKaeTCsl TOJIBKO C pa3pelueHus IMpeKTopa JHLes.



1.6.1lpu yXoie JeJONPOU3BOAMTENS B OTIYCK, yOBITHM B KOMaHIMPOBKY
MMeEIOLIMeCs Y HEero JAOKYyMEHThbl 10 yKa3aHWIO JMPEKTOpa MepefaloTes Apyromy
paGOTHHKY, KOTOpbI 00513aH MPUHATH MEPbI K UX CBOEBPEMEHHOMY HCIIOTHEHHIO.
[py  yBOJNbHEHMH WJIM  TEpEMelIeHHH  OTBETCTBEHHOro  3a  BE/JCHHME
JeIONPON3BOCTBA POM3BOIMTCS repeaya Jein M JIOKyMEHTOB, O fIeM
COCTABISIETCS TPHEMO-CAATOYHBIH aKT, KOTOPBIH yTBEpXKAAETCs AMPEKTOPOM
HLes.

1.7.T1o0KeHNs PACTIPOCTPAHSIOTCS KaK Ha TPaJMUMOHHOE JeIOMpOM3BOACTBO,
TaK ¥ HA OpraHM3aluio paboThl C JOKyMEHTaMHM, CO3/1aBaeMBbIMH CpECTBAMHU
BBIYMCTUTEIbHON TEXHUKH.

2.JlokymMeHTBI JinLes.

2.1.JIuueit wW3gaeT creaylollMe IOKYMEHTBI: MPHKa3bl, MOJIOXKEHHs, MpaBHuia,
MHCTPYKLIHH.

2.2.B uensx 3¢G¢HeKTUBHOrO HMCIOJIb30BaAHHSA BpruricnuTenpHol Texuukn (BT) B
NHliee YCTAaHABIMBAIOTCS eIMHbIE MPaBuIa 0GOPMIIEHHS 10KYMEHTOB.

JIns  coKpalleHHsi KOJIM4YecTBa IMPHUMEHAEMbIX GopM JOKyMEHTOB B JIHLEE
pazpabaTbiBalOTCs  YHU(DULUMPOBAHHBIE bopmbl JIOKYMEHTOB (Yo ),
MpeJICTAB/ISIOIINe COBOKYTHOCTb PEKBU3UTOB, YCTAHOBICHHBIX B COOTBETCTBHH C
pelaeMbIMH B 3TOH cepe AesTeIbHOCTH 3a7adaMHy.

3.MpaBu/a NOArOTOBKH H 0popM/IeHHS J1OKYMEHTOB.

3.1. JIOKyMEeHTHpOBaHHe YIpaBlIeHYeCKOH e TeIbHOCTH.

JIOKyMEHTHpPOBaHHe yNpaBJeHYECKOH 1eATeIbHOCTH 3aK/II04aeTCs B bukcauuu Ha
Gymare MM APYrMX HOCHTENSX M0 YCTAHOBJICHHBIM INpaBH/aM yIrpaBIeHYECKUX

JIEUCTBUH, T. €. CO3/IaHUH YIIPaBJIE€HYECKHUX JOKYMEHTOB.

ﬂOKYMeHTHpOBaHMe OCYUIECTBJIAETCAH Ha €CTeCTBEHHOM SI3BIKE
(pyKOﬂMCHbIe, MAILIUHOMUCHBIE JOKYMEHTBI, H T. }1.), a TaK)kKe Ha MCKYCCTBEHHBIX
g3bIKaX C MCIOJIb30BaHHEM MAalIWHHBIX HOCHUTEJIEH. I—Ipl/l [MOArOTOBKE H
O(boprvmenun JJOKYMEHTOB He0OX0AUMO coboaaTh rpaBuJa, obecneyuBarone
IOPUIHYECKYIO CHITY JOKYMEHTOB, OrnepaTuBHOE H Ka4yeCTBEHHOE UX UCITOJIHEHHUE U
IMTOUCK, BO3MOXKHOCTb 06pa6OTKH JJOKYMEHTOB C IMTOMOLIBIO CpE€ACTB
BBIYUCIIUTEIBHON TEXHUKH.

JIOKyMEHT HMMeeT [OPHIMYECKyl0 CHIy MpH HAIW4YHH  PEKBHSUTOB,



oGs3aTeNbHBIX Ul JAHHOTO BHJA JIOKyMEHTa [HauMeHOBaHHME OopraHu3aluy -
aBTOpa JIOKYMEHTa, Ha3BaHWe BHU/A (yHupULUMPOBAHHOH GOPMBI JIOKyMEHTAa), /1aTa,
MHJIEKC, 3aroJIOBOK K TEKCTY, TeKCT, BHU3bI, noanuce]. B mporuecce nMoAroToBKH U
oOpMIIEHHS COCTAaB PEKBU3UTOB MOKET ObITH JOTMOJIHEH JAPYTHMH PEKBU3MTAMH,
eciii Toro TpebyeT Ha3Ha4YeHHe OKyMEHTa, €ro obpaboTka u T. 1.

3.2.binaHku JOKYMEHTOB.

JlokyMeHTbl JIOJDKHBI, KaK MpaBHIIoO, oopmiisiThcsi Ha OnaHKax Jjues H
MMEeTb YCTAHOBJEHHBIH KOMILIEKC oGs3aTeNbHBIX PEKBU3MTOB M CTAOHIIbHBIH
MOPAJOK WX  PacrookKeHHs (pacriofiokeHue — PEeKBU3MTOB  Ha OnaHKax
OpraHM3alHOHHO-PACTIOPSAUTEIbHBIX  IOKyMEHTOB JIOJDKHO ~ COOTBETCTBOBATh
TOCT P 6-30-97 "YHuduuupoBaHHbIE CHCTEMbI AOKYMEHTALNH. TpeGosanus K
0(hOPMIEHHUIO IOKyMEHTOB").

BiaHKK JOKYMEHTOB M3roTaBJIMBAlOTCA Ha Gymare popmatoB A4 (210 x 297
MMm), AS (148,5Mmx210Mm). BriGop ¢opmara 61aHKa MpH MOArOTOBKE JIOKyMEHTa
onpeie/IsieTcs B 3aBUCHMOCTH OT ob6bpema Tekcra. Kakapli JIMCT JOKYMEHTA,
odopmieHHBIH Kak Ha O1aHKe, TaK 1 6e3 Hero J0JKEH UMEeTh I10JIs He MEHEe, MM:
20 - neBoe;

10 - mpaBoe;

20 - BepxHee;

20 - HMKHEe.

Vnotpebienne 61aHKOB MPOM3BOIIbHOM (OPMBI HE pa3peracTcs. Jlomyckaercs

U3rOTOBJIEHHUE OJIaHKOB B MOJipa3/ie/IeHUAX Ha CpeacTBax MHO)KHTCHBHOﬁ U

BRIUMC/IUTEIbHOM TexHUKH. OOl 61aHK HCTIONB3yeTCs HA W3rOTOBJIEHUS
MH0OBIX BUIOB JIOKYMEHTOB, KPOME MMCbMa (cripaBKa, MPOTOKOJ, AKT).

3.3. OdopmiieHnEe PEKBHU3UTOB IOKYMEHTOB.

3.3.1. HanmeHOBaHHe OpraHu3allMy - aBTOpa 10KyMEHTa.

HaumeHOBaHME JIHIEs YKa3bIBaeTCsl B TOUHOM COOTBETCTBHH € YcTraBoMm.

3.3.2. Ha3BaHue BHU1a JOKYMEHTA.

HazBauue IOKYMEHTa, COCTABJIEHHOrO WJIM H3JaHHOTO YHUBEPCUTETOM JI0JKHO
COOTBETCTBOBATH COJIEPKAHHMIO JOKYMEHTHPYEMOTOo yIpaB/IeHYecKoro AeHCTBUS
(TpMKa3, MPOTOKOJ, aKT, WITaTHOE paclucaHne H T. 1.). HazBaHue JOKyMEHTa

[eyaTaeTcs MpONUCHbIMU OyKBaMH, MOy KHPHBLIM pUPTOM.



3.3.3. Jlara 10KyMeHTa.
Jlatoii JOKyMeHTa sBisiercs jarta €ro MOJANMUCAHUS; Ul JOKYMEHTa,

npanmaeMoro KoJulernaJibHbIM OpraHoMm, - jara ero npuHATHS, U1 JOKYMEHTa,

Tpebylolero ero yTBEpKAeHHs, - Jara ero yTBepKaeHus. Jlata JOKyMeHTa
MPOCTAB/AETCA JODKHOCTHBIM JTHIIOM, [TOMMCHIBAIOIIMM WM YTBEPKIAIOIUM
JIOKYMEHT.

Jlata MOAMMCAHNUS, YTBEPKACHHSA, COTIacOoBAHMNA JIOKYMEHTa, a TaKxkKe NaTl,
cojiepKalecs B TEKCTe, JOJIKHbI ohopMIATECA  LMPPOBBIM crocobom.
JneMeHTbl AaThl TPUBOAATCA —apabCKUMM uippamMp B OAHY CTPOKY B
[ocJieIoBaTeIbHOCTH: YUCII0, MECALL, TO. Harnpumep: 08.03.2001.

3.3.4. [Toanuch JOKyMEHTA.

JIOKyMeHTbI, ~Harpaslisemple JHLEEM B BBIILIECTOSALIME OpraHbl M
yIIpaBIeHNUs, OMACHIBAIOTCS AUPEKTOPOM.

JIOKYMEHTbI, HampapjseMble JHuLeeM B alpec JPyrMX OpraHu3alui,
yupeskIeHHii i NpeAnpHsTHH, MOTYT [TOJITMCHIBATBCS APYTMMH OTBETCTBEHHBIMH
sa 510 JMUaMH. B COCTaB TMOMMMCH BXOJAT: HAMMEHOBAHHME JIOJDKHOCTH
MOAMMCHIBAIOIIEr0 JOKYMEHT, JM4Has MOAMUCh H €€ pacwmdposka. Huxe
yKa3bIBaeTCsl UCIIONHUTENb H TenedOH UCTIOTHUTE]IS.

B nokymeHTax, MoJAroToBIEHHBIX KOMMCCHEH, YKa3bIBalOTCs HE T0JKHOCTH

MOANMUCABIIMX JIAL, & MX 00513aHHOCTH B COCTaBE KOMHUCCHUH. Hpu MOANMUCaHHUH

JIOKyMEHTa HEeCKOJIBKMMH JO0/KHOCTHBIMH JAUIIAMH MX TIOATMMCH pacroJiararor
oaHy mMoA JApYrodl B MOCIE10BATEILHOCTH, COOTBETCTBYIOMIEH 3aHMMaeMo#H
noKHOCTH. [lpM MoOANMCaHMM JIOKyMEHTa HECKOJIbKMMHU JIMI[aMH  PaBHBIX
JO/KHOCTEH, MX TOAMUCH PacroiaraloT Ha OAHOM yposHe. Ecin 10KHOCTHOE
/MO, MOAMKCH KOTOPOrO 3aroToBjeHa Ha MPOCKTE JIOKyMeHTa, OTCYTCTBYET, TO
JIOKYMEHT [0JKEH MOIMMCHIBATECA JTHIIOM, MCTIOJTHSIOLIMM €ro 00s3aHHOCTH HITH
ero 3aMecTHTelIeM.
3.3.5.YTBepxKaeHne JOKyMEHTA.

OcobbIM  criocoboM BBeJIeHHs JIOKYMEHTa B neiicTBUe SABIISETCA €ro
yTBepikaeHne. JIoKyMEHTbI yTBEpIKJAAIOTCS AMPEKTOPOM JIHLEH, BBILIECTOSALLIMMH
WIM MEeXBEJIOMCTBEHHbIMM OpraHaMH, 0611IeCTBEHHBIMU  OpraHu3alusamMu, B

KOMIIETEHLIUIO  KOTOPAIX BXOJMUT  pelICHHE BOIPOCOB, U3JI0)KEHHBIX B



yTBEPXKIaeMbIX JOKYMEHTaX.

YTBepXKieHHe  JOKYMEHTa  MPOM3BOAMTCA mpocTapieHieM  rpuda
yTBEpKAEHUS MM M3JaHHeM pacTiopsAHTeIbHOTO JOKyMeHTa (B TeX ciyvasx,
Kor/ia TpeOyIoTCs I0NOIHUTEIbHbIE MPEANHCaHNs U pa3bsACHEHHS).

ITpu oopmieHnHu rpuda yTBepKACHH HeoOXoaMMO co0II01aTh cllelytolee:
rpu¢ yTBEpKIACHHS MOMEIaeTcs B NpaBoii BepXHeH 4acTH J0KYMEHTa, COCTOHUT U3
cjoBa

VTBEPXJIAIO (6e3 kaBbluek), MOJHOr0 HaMMEHOBAHWA JIO/HDKHOCTH  JIMLIA,
YTBEPXKIAOIIEr0  JI0KYMEHT, JMYHOM TOJMMUCH, €€ paclMppOBKA M JaThl
yTBEPKIACHHUS.

3.3.6. AznpecoBaHue JOKyMEHTAa.

JIOKyMEHTBbI aJpecyioT B OpraHW3alliH, WX CTPYKTYpHbIC nojipasiesieHust Ui
KOHKPETHOMY J0JDKHOCTHOMY JIMLLY .

[lpy agpecoBaHMM JIOKyMEHTa B OpraHM3allHio WIM ee CTPYKTypHOE
noapaszesnexne Oe3 ykasaHus JO/DKHOCTHOTO JIMLA, HX HaMMEHOBaHHWE MUIIYT B

MMEHHUTEbHOM MaJACHKE.

[Tpu HampaBieHWH NOKyMEHTa JO0DKHOCTHOMY JIMILY Ha3BaHWE OpPraHu3aluu U €€
CTPYKTYPHOTO MOZIpa3/ie/ieHusi yKa3bIBatoT B HMCHUTEILHOM najexe, a 10JDKHOCTh
1 GpamMuiInio aapecara - B 1aTeJIbHOM.
3 4. OcoBeHHOCTH MOATOTOBKM ¥ 0GOPMIIEHHS OT/AEBHBIX BU/I0B JOKYMEHTOB.
3.4.1. Ilpukas.

[Ipuka3 - TMpaBOBOM aKT, W3JaBaeMblil JUPEKTOPOM JIMLes JUIs PeLIeHUS
OCHOBHBIX M OTIEpaTUBHBIX 3a/1a4, CTOALIMX TMEPEL y4eOHBIM 3aBeIeHUEM.
[Ipuka3 MoxeT ObITb W3JaH JIMLOM, HCHOJHAIOLIMM 0053aHHOCTH JIMPEKTOPa
nuues B caydae ero orcyrctsus. Ilepenava mpukasos, HX Konui paboTHUKAM
CTOPOHHMX OpraHM3alMi JIOMyCKaeTcs TOJIbKO € paspelleHus JAUPEKTOpa.
[TpoekThl MpHKa30B pa3paboTaroTcs aJIMUHMCTpalMel JuLes 10 MOpYy4eHHIO
PYKOBOJICTBA WJIM 1O COOCTBEHHOH MHULIMATHBE.

[ToaroToBKa MpMKa3a BKJKOYaeT B cebsi N3yueHHe CyLIecTBa BOMpoca 1 cbop
HeoBXOAMMBIX CBEJEHHIT; MOJArOTOBKY MPOEKTa MpHKasa; COrjiacoBaHHe MPOeKTa,
MOAMNKMCAHME AWPEKTOpOM, perucrpaumio. PacnopsantesbHbie  AOKYMEHTDI

JO/KHBI MMETh 3aroJIOBOK, KOTOPbIM HauMHaeTcs ¢ npeaaora "O (06)".



Hanpumep: O6 yTBepXkaeHHUH. .., O perucTpaluH. .., O co3naHuH...

OdopwmsieTcst prKa3 Ha GaHke W J0JDKEH UMEThb C/ICIYIOLIne PEKBU3HTBI:
Ha3BaHWe BHAA JOKYMEHTa, AaTy, HOMep MpHKa3a, 3arojoBOK, TEKCT, MOAIMHCE.
TekcT npuKasa, Kak MpaBuI0, COCTOUT M3 KOHCTAaTHpYIOLIEl U pacropsanTeTbHON
yacTeif. B KOHCTaTMpyIOLIEH YacTH KpaTKO M3Jaralores Hemd U 3aiadu
MpeIMUChIBAEMBIX JeHCTBUMH, (aKThl MM COOBITHS, TOCTYKHMBIIHE MPUYHHON
w3naHus TpuKkasa. KOHCTaTHpyloulas 4acTh MOXET OTCYTCTBOBAaTh, CCIH
MpeanucpBaeMble JIeHCTBUS He HYXKIAKOTCA B pasbACHCHHH. TexkcT npukKasoB B
TAaKMX CilydasX HayMHaeTcs co CjloBa [TPUKA3BIBAIO (rumercs BpaspsaaKy
ctpoubiMi OykBamu). [lpu Hanmu4uu ABYX yacTell MpuKasa pacropsauTebHas
yacTh oTaensercs oT koHcrarupyiomeit cioom ITPUKA3BIBAIO. [Tocne cioBa
[TPUKA3BIBAIO craButcsi aBoetoune. TeKCT pacrmopsauTebHOH 4acTH ACTHTCSA
Ha MyHKTbl, B KOTOPBIX YKa3bIBAIOTCS HCIOJHUTENH, KOHKPETHBIC JNeNUCTBUA H
CPOKM HCIIOJIHEHHMS TPEANMHChIBAEMbIX neitictBuit. Ecnu npuka3 [OMOJIHAET,
OTMEHSIeT WM M3MEeHseT paHee M3JaHHble MPUKA3bl WM MX OTACJBHBIC IMyHKTDI,
3TO oropapuBaeTcs B TekcTe. B mocneaHeM IyHKTE pacropsAnTeIbHON 4acTH
MpHKa3a yKa3biBaeTcs AOJKHOCTHOE JIMLO, Ha KOTOpOE BO3/IAracTcs KOHTPOJIb 32
HCTIONHeHHeM npHKasa B ueioM. Hanpumep, "KoHTpoIb 32 HCTIOTHEHHEM MpHKa3a
ocTaBnsio 3a coboil". Eciy npuka3s BBOJMT B JeHCTBHE Kakue-Tu00 JOKYMEHTBI
(MHCTPYKIMH, rpaduKH, TPaBUIa, MOJTOKEHHS), TO OHH oopmIIAOTCS B BHIE
MPUIOXKEHUs K NpHKasy. B mpaBom BepXHEM yrily TAKUX JOKYMEHTOB, OT MATOro
MojoKeHuss  Tabynsropa  IMULIYT  CJIOBO "Tlpunoxenue" ¢  yKa3aHHEM
HaMMEHOBAHUS PacrOPAIUTEIbHOrO JOKYMEHTa, €ro AaTel, HOMEPA.

[Ipu perucTpaluu MpUKasbl HyMepylOTCs MOPSAKOBBLIMM HOMEpaMH B npejenax

KaJIeH1apHOoro roja.

3.4.2. PacriopsikeHHe.
PacriopsikeHue - pacropsAMTe IbHbIH JOKYMEHT, M31aBaeMblii JMPEKTOPOM JIHLIes
Mo BOMpocaM MHGOPMALMOHHO-METOAMYECKOro XapakTepa, a Takke Mo BOMpocaM

OrepaTUBHOrO YIIPABICHUs JIEATeIbHOCTBIO JIMLes(COBeIaHus, KOH(pEepeHLIUH U T.

11.). Pacriopsikenue He JOJKHO COJIepXKaTh MpeAnucaHmi, HOCSIIMX HOPMATHUBHBIH
xapaktep. [loaroroBka u opopmieHue pacropsukeHUi MPOBOAUTCS M0 TEM Ke

rnpasujiaM, 4TO H [IpuKasa.



3.4.3. [Iporokoi.

[TpoTOKOJ - JOKYMEHT, B KOTOPOM dukcupyercs Xoa 00CYKICHHS BOMpPOCOB H
MPUHATHS peleHuii Ha coOpaHHsAX, COBELIAHHAX, KOH(EpeHUMAX M 3ace/laHusaX
KOJIJIErHalIbHbIX OPraHOB.

TexkcT MPOTOKOJA COCTOMT M3 JABYX yacTel: BBOAHON M OCHOBHOWM. B BBOAHOM
yacTH 3aroJIHAIOTCS CHeAylollHe PEeKBH3UTBIL "Ipencenatens", "Cekperaps,
"[MpucyrcrBoBanu", "TloecTka aHs". Ha GnaHke MPOTOKOJIa 3TH PEeKBU3UTBI MOTYT
MMETh THUIOrpadcKOe HCTIOIHEHHE.

OcHOBHasi 4acTh MPOTOKOJA COCTOMT M3 pa3/e/ioB, COOTBETCTBYIOLIMX™ MyHKTaM
noBecTkM JHs TeKeT KakAoro pasjeja CTPOUTCA IO CXEME: CJIYILIAJIA,

BBICTYITWJIU, TIOCTAHOBWJIH, PEILLIMJIK. OcHOBHOE  CoOJIep)KaHHE

JIOKJIAZI0OB H BblCTyﬂ.ﬂeHMﬁ roMelaeTcs B TEKCTe IMpOTOKOJIa HITH npujaraeTcs K

HeMy; TOCTaHOBIeHMe (pelueHWe) —meyaraercs — MOTHOCTRIO. JIOKyMeHT,
yTBEpPXKJAeMbIi  KOJUIErHaIbHBIM  OPraHoM, — MpHUjiaraeTed K NpoOMoKony.
Cozepxkanne  oco0oro  MHEHHMs  3alHCHIBACTCHA B MPOTOKOJIE  Tocie
COOTBETCTBYIOLIEr0  MPOTOKOJIBHOrO  PELICHHS. [TpoToKON  MOAMKMCHIBACTCH
MpeiceaTe bCTBYIOIIMM Ha 3aCelaHuH 1 CeKPETapEM.

[TpoTOKO/BI HYMEpYIOTCs MOPAAKOBBIMM HOMEpaMu B npejenax KajeHIapHOro
roja.

3.5. CiyxeOGHoe MHChMO.

Bce 1ei0Bble MHCbMa MOXHO  pa3jeldTh Ha  KOHCTAaTHPYIOLUME
cBepuIMBIIMiics (AKT M MpeaBapsiollHe BO3MOXKHOCTb €ro cBepIUeHUs. ITO
MUChbMa-MOATBEPXKACHHUs,  MMHUCbMa-HANOMUHAHHKA, nucbMa-npeynpexaeHus,
nMchMa-M3BelieHus. OHM He TpeOylOT OTBeTa, HO WX HalMque HUMEeT
JOpUANYEecKoe 3HaYeHHe.

EcThb MUCbMa, KOTOpble COMPOBOKIAIOT MarephalbHbie LEHHOCTH HIH
Jipyrue J0KyMEHTbI, TaK Ha3blBaeMble "ConpoBOAUTE bHbIE".

OGecreunBasi MpeaBapUTeIbHbIH 0OMEH uHpopMalue, MMCbMO MOMOraeT
CTOPOHAM BBIACHUTH BO3MOXKHOCTH JUISl 3aKJIIOUCHUSA PasHOTO poja J0roBOpoB M
akToB. I109TOMY B COBPEMEHHOM JeJIONpPOU3BOACTBE IMHCHMO BBICTYIAeT Kak
J1eJI0BOM JOKYMEHT, S3bIK KOTOPOro NpeACTaBiseT H3BECTHLIC TPYAHOCTH TIpH

craHjapTu3alinu.




Bce mMchMa MOKHO pasaeuTh 0 (yHKUMOHAIBHOMY MpPH3HAKY Ha JBE rpynibl:
a) nucbMa, Tpedyioume MUCbMa-OTBETa; 6) nucbMma, He Tpelyolue MmuckMa-
OTBETA.

Jlist cocTapyieHust C1y’KeOHBIX TTHCEM HCTIOB3YIOTCH 6rnanku aunes Gopmato A4.
3.6. Coaepkanue ¥ CTpYKTypa TeKCT.

3.6.1.Comepxanue M CTPYKTypa TeKCTa CTpOATCH B 3aBUCMMOCTH OT €ro

(yHKUHOHATIBHOTO HAa3HAYECHNS (BHa).

TekcT JOKyMeHTa JOMKeH ObiTh  SICHBIM,  KpaTKHM, 060CHOBaHHBIM,
obecreydBalOlIMM TOYHOE W OJIHO3HAYHOE BOCIPHUATHE M3JI0)KEHHOW B HEM
uH(pOpMaLHH.

TekeT HOMKEH GbITh M3J0KEH B OQUUMATBHO-AETIOBOM CTHIC B COOTBETCTBUH C

JeHCTBYIOILMMH MpaBUIaMH ophorpadguu ¥ MyHKTYaLHH.

3.6.2.JlonyckaeTcsi HayWHATh TEKCT TMHChMA € yBaKMTEJIBHOrO OOpalieHus K
azpecary, KOTOpoe rne4araercs LeHTPUPOBAHHBIM CIIOCOOOM.

3.6.3.TekcTbl JOKYMEHTOB O(GOPMIISIOT B BHAC AHKETHI, TabUIIbI, CIIJIOIIHOTO
TeKCcTa WM B BUJIE COEAMHEHMS ITUX CTPYKTYP.

['padbl ¥ CTPOKM TAGIHLbI AOKHBI HMMETH 3aroJJOBKM W TOJ3arojIOBKH,
cornacoBaHHble Mexkay coboii. Ecnu Tabnuia rnevaractcs Gonee uem Ha OJHOM
cTpaHule, epagel mabauiybl NOTKHBI GBITH TPOHYMEpPOBaHbl M HACIEAYIOUIHX
CTpaHMLAX NeYaTaloTCs TONbKO HOMEpa CTPOK

3.6.4.Coepkanne WM3/1aBaeMbIX pacropsauTEIbHBIX JIOKYMEHTOB He JIOJDKHO
MPOTHBOPEUMTDH W3JIaHHBIM paHee i nyOaupoBaTh UX.

3.6.5.TekcT JOKYMeHTa JETHTCsA, KaK MpaBuio, Ha JBE yacTH: B TIEPBON BBOJHOM
(KOHCTATHpYIOLIEH) - U3/1araeTcs MpuiKuHa, Uelb coCTaBJIeHMs JTOKYMEHTa, 1aloTCs
CCBUIKM Ha OCHOBOTOJIAraloime A0KyMEHTbI, BO BTOPOM - cojepiKarcs BbIBO/bI,
MpeUToKEeHNs, MPOCHOBI, PacTopsKEHHUS.

3.6.6.B 10KyMeHTaX MCTOJIb3YeTCs Ceayomlas dopma U3I0KEHHS:

OT MepBOTro JIMIA B ¢IMHCTBEHHOM YHMC/IE - TEKCT [PUKA30B, PACTIOPSKEHUH U T.

I, a TaKXKe JOKYMEHTbI, HCXO/ISIIINEe OT KOHKPETHBIX JIHI (3asBIEHUS, JOKJIAHBIE
3aNMCKM): IPUKA3bIBAI0, TPOLLY BbIACIUTH, CHUTAIO HEeO0OXO0AMMBIM;

OT TMepBOro Jvua MHOKECTBEHHOIro 4ucja (nepermcxa): IMpOCUM HaIrpaBHTh,

HarpasJjseM Ha paCCMOTpeHHe;



OT TPETHEro Jikua MHO>KECTBEHHOI0 4Yucja - HOPMATUBHO-ITPABOBBIC aKThbI

(MPOTOKOJIBI): CITyILAIH, BBICTYITHIIN, PELLIHIIH.

3.6.7.B JIOKYMEHTax JOIMyCKarTCs COKpAILeHMs, yCTAHOBICHHbIC JIEUCTBYIOLLIMMH
npaBuiamMi  opdorpadum, WIM KOrja COKpaIIeHHs SABIAIOTCA opuLHaTbHBIMUA
HA3BAHUAMH YUPEKICHHUS, MPEANPHATHs, OpraHu3aluH, HarlpuMep: I'UB L,
C6epbank, "Xakacsnepro".
3.7.TTopsA10K CHATHSA ¥ BbIa4YM KOIMHUH C IOKYMEHTOB.
3.7.1.Konuu ¢ J0KYMEHTOB BbIJAIOTCA C pa3pelleHus aMMHACTPALNH U TOJIBKO €
TeX JOKyMEHTOB, KOTOpbIe ObIJIM M3J1aHbI B JIULIEE U KOTOPBIC KacarTCACITyKeOHOM
NeATEeIbHOCTH JAHHOTO CTPYKTYPHOIO MoaApa3/ie/IeHUs.
3.7.2.T1pu Bbizaue KOMUM JOKYMEHT BOCIPOM3BOIMTCS MOTHOCTBIO (Obnank nuues,
HOMep, JlaTa, COlepKaHhe U T. JL.).
B npaBom BepxHeM YIJy KOMHH MUILETCS CJIOBO "Konus". [Ipu BbIa4e KOMHUH C
Koruu cneayet nucath "Konus ¢ konuu".
3.7.3.T1pu 3aBepeHHH KOMHUHM JOKyMEHTA BHM3Y MOC/E MOIHOT0 BOCIPOU3BEACHHA
TekcTa mumercs "BepHo", cTaBUTCA JO/DKHOCTH, MOAMMCH JIMLA, 3aBEPAIOLIETro
KOTIMIO, €ro HHUIIMAJBI U paMuiIus, 1aTa 3aBepeHHs.
[Ipu mepechliKe KOMUH B APYTHe YYPeKJAEHHs WM BblIade Ha PyKH OTACIBHBIM
JIMIIAM Ha HeM ciie/lyeT MpoCTaBlisATh Mevarh.
4. KoHTpOJIb 32 HCNOJIHEHHEM I0KYMEHTOB.
4.1.Opranusaims KOHTPOJIS.
4.1.1.Bce mocTynaioue Ha WMs JMpeKTOpa M B aipec JHUes J0KyMEHTBI,
TpebylolKre HCTOTHEHHs ¥ TIOArOTOBKH OTBETA, MOIEKAT KOHTPOIIIO.
4.1.2.KoHTponb 3a WCMONHEHHEM JOKYMEHTOB yCTaHaBIMBAaeTCA B LEJAX
obecrieyeHnsi UX CBOEBPEMEHHOrO M Ka4yeCTBEHHOro HMCIOJHEHHS, MOBBIIICHH
YPOBHS OPraHM3aTOPCKO# paboThl U MCTIOJIHUTEILCKOW JUCLMITJINHBI.
4.1.3.JIOKyMEHT CYMTAeTCsi MCMOJHEHHbIM, KOIrJa peLICHbl OKOHYATEIbHO BCE
HOCTaBJIEHHbIE B HEM BOTIPOCH] M COOJIIOIEHBI ClIeIyIOLIHE CPOKHU .
eclM B JIOKYMEHTE MOCTaBJIeH CPOK UCTIOJIHEHHS - B yKa3aHHBIH CPOK;
JIOKYMeHTBI 6e3 yKa3aHHusi CPOKa UCTIOJTHEHHMS - B MECSYHBIN CPOK;
eC/Ii B IOKyMEHTe HMeeTCsi ToMeTKa "cpovHo", - TO B TpeX/AHEeBHbIN CPOK;

nopyueHus 6e3 ykazaHus KOHKPETHOH 1aThl UCTIOJIHEHHS - B MECSYHBIH CPOK.



CpOK MCYHUCIISIETCS B KaJIEHAAPHBIX JHAX C AaThl NOATMCAHHUA JOKYMEHTA.

5.ITops/10K NPOXOKAEHHSI H HCTIOJTHEHHS! NOCTYNAOIIEH KOPPeclOH1eHIUHH.
5.1.Bcs KOppecrnoHJeHLHs, TOCTynawu@as B IIKOJYy, TpHHAMaeTcs H

peructpupyercsi  Aenonpouspoautesnem. Ilpp  mpueme  KOppecrnoHACHLHMH
MpoBepsieTcs 11eJJOCTHOCTh KOHBEPTOB, JPYro# YNMakoOBKM M MPaBHUIbHOCTD
anpecoanus. OmmbOYHO J0CTaBIEHHAs KOPPECTOHIACHLMS BO3BpAIACTCH B
otaenenue cpsa3u. KoppecnoHaeHuus, nojiyvaeMas mnoJ pacrucKy (C HapOYHBIM,
3aKa3Has M T. I1.), PerUCTPUPYETCs B XKypHalle.

52.1Tpu  BCKpbITHM  KOHBepTa  (YNAKOBKH) TIPOBEPAIOTCS  MPABHIBHOCTD
aJ[pecoBaHusi W HaJM4Me BJIOKEHHBIX JIOKYMEHTOB. [Tpu oOHapyKeHUH
MOBPEX/EHUs, OTCYTCTBUsS  JIOKyMEHTa WM MPUIOKEHUS K HEMy, a TaKxke
HECOOTBETCTBMs HOMeEpa, yKa3aHHOro  Ha KOHBEpTe, HOMEpY BIIOXKEHHOTO
JIOKYMEHTa, COCTaBIsieTcsi akT B JBYX OK3eMIUIfpaxX, OJHMH M3 KOTOPBIX
rnpuaraeTcs K rojy4eHHOMY JOKYMEHTY, a JAPYroii HarpasJisieTcsi OTIPABUTEIIO.
Bce mocTynuBIIKe JOKYMEHTBI JOJDKHBI IOK/IA/bIBATHCSA PYKOBOACTBY B JICHB HX
MOCTYTIJICHHUS.

5.3.TTosy4uB JOKYMEHTbI Ha HCIIOJIHEHHE, COTPYIHHUK JIMLES 0/DKEH HEMEIEHHO
03HAKOMUTBCS C MX COJep)KaHHEM, BbIAEINB JIOKYMEHTbI, TpeOyIolIle CPOIHOro
UCTIOJTHEHUS.

5.4.Kaxzapli  COTpYAHMK JMles oOecrieyrBaeT — OMNepaTHBHOCTb, —KaueCTBO
MCITOJTHEHHUS! U COXPAHHOCTh JIOKYMEHTOB.

6.ITopsiioK TMOATOTOBKH M NPOXOXKIAEHHSl HCXOAALWMX H  BHYTPEHHHX
JAOKYMEHTOB.

6.1.TTopsA0K MOArOTOBKM MCXOISIIMX JOKYMEHTOB BKIIOYaeT B cebs paboty 10
COCTABJIEHHIO MPOEKTa JOKYMEHTa, COrIacoOBaHUIO, MOAMHCAHUIO (yTBEpXkIEHHMIO),
TUPAXKUPOBAHHUIO U OTIIPABKe.

6.2.J1o mepeaa4yu JOKYyMEHTa Ha MOAMKCH MCIOJHUTENb JO/DKEH MPOBEPHUTH €TI0
cojepKaHue, TpPaBWIBHOCT O(GOPMIIECHUS, HATHIHE HEOOXOAUMBIX BH3 H
MPHUIIOKEHHUH.

JIOKyMEHT TIpe/CTaB/IseTcss Ha MOAMMCh BMECTe ¢ MaTepvajaMH, Ha OCHOBaHMH

KOTOPbIX OH 'OTOBHJICH.

6.3. JJOKyMEHTBI, MOJMKUCAHHbIE JUPEKTOPOM H OOKyMeHmbl, TOANHCAHHBIC



aJIMUHUCTpALIMEH, aJlpecoBaHHbIE B BBILLIECTOSIIIHE OpraHu3alluH,
perucTpupyroTCs.

6.4. BHyTpeHHHE JOKYMEHTbl O(OPMISIIOTCS M HCHOTHAOTCS (ucrionb3yroTes) B
npezesax JuLes.

6.5.BHyTpeHHHE [JOKYMEHTBI (JOK/aJHble 3alMCKH, CMPaBKH, CBOAKH H ap.)
paccMaTpUBAIOTCS TEMHM JI0JDKHOCTHBIMM JIMLIAMH, KOMY OHHM HalpaBjICHbI.

7.Y4eT ¥ XpaHeHHe nevyaTeii, ITAMNOB H 6JIAHKOB.

7.1.O6s3aTeIbHOMY yueTy MOJJIeKaT BCe BU/bI IMeyaTed W IITamIIOB, TPYAOBbIC
KHUKKH.

7.2.TleyaTd M IITaMMbl AOKHBI XPAHWUThCs B celidax HIM  MeTaNIMYECKHX
lllKagl)aX.

7.3.OTBETCTBEHHOCT 3@ XPaHEHWE M MCIOJIb30BAHME MevaTed, MTaMIoB HeCceT
JIMIIO0 OTBETCTBEHHOE 3a JIeJIONPOU3BOICTBO.

[TeuaTh cieyeT MPOCTABIATh TAKUM 00pa3oM, 4TOObI OTTUCK 3aXBaTHII 4acTh CJIOB
Ha¥MMEHOBaHHUS JOKHOCTHOTO JIMIA, TMOJAMUCHIBAIOLIEro AOKYMEHT, M Ha4dajlo
JTMYHOM MOJIHMCH.

7.4.TTeyaTu ¥ WITAaMIbl YHHYTOXKAKOTCA T10 AKTY.

7.5.TIpoBepka Hanuuus redaTeil, WTaMNoB W ONAHKOB, a TaKkKe MOpAAKA HX
XpaHeHUs U MCTIOb30BAHUS POM3BOIMTCS KOMUCCHEH He pexe OZHOro pasa B roll
OJIHOBPEMEHHO C MPOBEPKO# COCTOSIHUS J1e/IONPOU3BOACTBA.

8.@opmupoBaHue el

8.1.MopMupoBaHKHe el - TIPYNIMPOBKA MCIOJHEHHBIX JOKyMEHTOB B J€J1aX
COOTBETCTBHM C HOMEHKJIATYpOW JeNl ¥ CHCTeMaTH3alhed JOKYMEHTOB BHYTPH
aell.

8.2. JlokyMeHTbl  BHYTpM JieJla  pacriojiaralorcs B XPOHOJIOTHYECKOM
MocJe0BaTeIbHOCTH.

PacriopsiMTesnbHble  JIOKYMEHTBl — IPYNIMPYIOTCs B JAeda 1o BHIaM B

XPOHOJIOTHYECKOM MOPAIKE C OTHOCSALIMMHUCS K HUM MPUJTIOKEHUAMHA.

YcTassl, [TOJIOKEHHS, HHCTPYKIHH, YTBEPKACHHBIC pacnopsAaAuTEeIbHBIMHA
JIOKYMEHTaMH, SBJIAIOTCAH MPUJIOKEHUAMU K HHUM H rpyNIupyroTcss BMECTE C
YKa3zaHHbIMM  JIOKYMCHTAMH. Ecnm ke OHM  yTBEpXKJACHbl B  Ka4yeCTBC

CaAMOCTOSITEJIBHOI'O JJOKYMEHTA, TO UX IPYNIHUPYIOT B CaMOCTOSATEJIbHBIC J€JIa.



[TpyKa3bl 10 OCHOBHO JI€ATENbHOCTH IPYMIHUPYIOTCA OTACJIBHO OT NMPUKa3oB MO
JIMYHOMY COCTaBY.
[IpoTOKONBI B Jejie PACMoJaraloTcsi B XPOHOJNOrHYECKOM MOpsAke MO HOMEPAM.
JIOKyMeHTBI K MPOTOKONAM, — CrpYNMHUpPOBaHHbIE B OTACIBHBIE  ACTA,
CHCTEMATHU3UPYIOTCA 110 HOMEPaM MPOTOKOJIOB.
VTBepyK/IeHHbIE TUIAHBI, OTYET, ¥ APYrHe A0OKYMEHTbI IPYNIHPYIOTCA OTACIBHO OT
MPOEKTOB.
JIOKyMEHTBI B JIMYHBIX JleJlaX pacriosiaraloTcs no Mepe X mocTyrieHH.
[lepenucka TpyNMMpyeTcs, Kak [MpaBHiIo, 3a MEPUOL KaleHJapHOro roia H
CHCTEMATH3MPYeTCs B XPOHOJOrMYECKOH M0C/Ie0BaTeIbHOCTH; JOKYMEHT-OTBET
MoMelnaeTcsi 3a J0KyMeHToM-3armpocoM. [Ipu BO30OHOBJICHHH TEPEMHUCKH 0
oTpe/iesleHHOMY BOTpOCY, HauaBlueiics B MpPEeAbIAyLIeM TOZY, JIOKYMEHTBI
BKJIIOYAIOTCA B JIEN0 TeKyIIero roja ¢ yka3aHWeM HMHJeKca jeja Mpe/blayliero
roja.
9.0¢dopmaenne ae.
9.1. Jlena nuies noanekar oGOPMIICHHIO MPH WX 3aBEACHWH M TI0 3aBEPLICHNH
roaa. OdopmieHue el BKIIOYaeT KOMILIEKe paboT o TexHU4YeCcKoit 06paboTke 1
MPOBOANTCS J1€I0NPOU3BOIUTETIEM.
9.2.B 3aBUCMMOCTH OT CPOKOB XpaHEHMsl MPOBOAMTCA TOJHOE WM HaCTHHHOC
odopmiieHune JIe.
[MosHOMY O(GOPMIEHHIO MOJJIeKAT jesia TMOCTOAHHOro, BPEMEHHOTO (ceie 10
net) xpaHeHus W 1o JuyHomy cocrasy. [lonnoe ohopmieHne aena
rpeaycMaTpHBaeT:

MOAIIMBKY WM TIeperuieT ae/a; HyMepaluio JIMCTOB B 1eJI¢;

cocTaB/IeHHe 3aBepUTeIbHON HAANUCH JIe]1a.
Jlena BpemeHHOro (210 10 neT BKJIIOYUTEIBHO) XpaHEHHUs MOJJIeXaTr YacTUIHOMY

oOpMIIEHHIO; Jena JOMyCKaeTesi XpaHWTh B CKOPOCIIMBATEIIAX, HE TPOBOJUTH
repecucTeMaTu3almio JOKyMEHTOB B Jese, JMCThl Jeja  He HyMepOBaTh,
3aBepHUTe/IbHbIE HAIITKUCH He COCTAB/IATS.

B uensix obecriedeHHs COXPAHHOCTH M 3aKperieHHs MNopsaka pacrolokeHHs
JIOKYMEHTOB, BKJIIOYEHHBIX B J1€JI0, BCE JHCTbI HyMEpyIOTCs apaGckuMu LUdpamu

BANOBOI HyMepalMi B NPaBOM BEPXHEM YIIly, He 3ajeBas TeKCTa JA0KyMEHTa,



MPOCTBIM rpapuyecKuM KapaH/JaIlioM WK HyMepaToOpoM.

10.OnepaTHBHOE XpaHeHHE T0KYMEHTOB u e

10.1.C MOMEHTa 3aBe/IeHHs U 10 mepe]ain B apxuB fena XpaHsATcs 1Mo MecTy MX
GbopmupoBaHU.

Jlenonpou3BOANTENb HECET OTBETCTBEHHOCTD 32 COXPAHHOCTb IOKyMEHTOB 1 nel.
Jlena, HaxoAATCs B MpUEMHOMN, WM B OTBEJICHHBIX JUISE HUX TTOMELICHUSAX,
pacrojiaraloTcs B mkadax, odecrneyrBaoLInX HX MOJIHY0 COXPaHHOCTb. B uensax
[TOBBIILIEHNS OMEPaTUBHOCTH TOUCKA JOKYMEHTOB  Jie/1a pacrniojiaraloTcsi B
COOTBETCTBUHM C HOMEHKJIATYpOH Jell. Ha xopeiikax 00JIOKeK Ael yKa3bIBalOTCs
WHJEKChI 1T0 HOMEHKIAType eI

10.2.Bpiiaua el CTOPOHHHM OpraHu3aluiaM NpoU3BOAUTCSA € paspeleHHs
PYKOBOJCTBA MPH HATHYHH Y 3arpalMBaiolleil CTOPOHb COIPOBOAUTENIBHOTO
MCbMa WJIM JOKYMEHTa, MOATBEPXKAAIOLIETO 3aKOHHOEe OCHOBaHWE U1 BbIAAYH
nena. Ha BblgaHHOe Jelo  3aBOJMTCAH kapra -  3aMecTHTelb - JeJa.
CTOpOHHMM OpraHM3alHsiM JAe/1a BbIJIAIOTCS 110 AKTaM.

U3psaTHe JIOKYMEHTOB M3 ]I [IOCTOSIHHOTO ~ XpaHeHus ~Jomyckaercs B
MCKITIOYNTEBHBIX CIydasX M TMPOM3BOAUTCA € paspeleHns PyKOBOAMTENA €
0bsi3aTebHBIM OCTaBjJIeHHEM B JICJIC 3aBepEeHHOM KOMHUH JOKyMEHTa H aKra o

NnpUYrHax BbI1a4Y Y MOUTMHHHUKA.






