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1. O0mme moJ1oKeHHs!

1.1. HacrosIias MHCTPYKIHS 110 J€IONPOU3BOJCTBY (Hajee - MHCTpyKIH)
paspaboTaHa Ui YCTaHOBJICHHsS €MHOIO IOpAIKA COCTaBICHH:A NOKYMCHTOB H
OpraHu3aluu paboThl ¢ HUMU B MyHHUIHUIIATBEHOM OFOKETHOrO 00pa3oBaTe/bHOM
yupexaeHun  «JleTCKuil 3K0ioro-ouonoruyeckuii neHtTp «PocToK» ropoicKoro
okpyra ropon Yda Pecnybmukn bamxoprocran (nanee — YupexeHue), H
00s13aTenbHa U1 UCIIOJTHEHHUS] BCEMHU COTPYIHUKAMU Y YpeiIeHUs.

1.2. Hacrosimast HHCTpyKIHs paspaborana Ha ocHopanun 'OCT P 6.30-2003
"VHU(pUIUpOBaHHBIE CHCTEMbl MOKyMEHTALMH. YHUQUUUPOBAaHHAsS CHCTCMa
OpraHu3alHOHHO-PACHOPSAUTENBHOM JOKYMEHTALIMH. TpeboBanus K
oopMIIeHHIO TOKyMeHTOB", puHsATEIME [loctanopnennem [occranmapra PO oT
03.03.2003 N 65-cr.

1.3. Tonoxenust UHCTpyKIMHU PacHpOCTPAHAIOTCS HAa OpraHU3alHio paboThI C
JIOKYMEHTaMHM HE3aBUCHMO OT BHJa HOCHTeNs, BKIIOYas HX IOArOTOBKY,
PETUCTpalUIo, y4eT U KOHTPOJb HCIOJHEHUsS, OCYIIECTBIAEMBIC C IIOMOIIBIO
aBTOMAaTU3UPOBAHHBIX (KOMIBIOTEPHBIX ) TEXHOJIOTHA.

ABTOMaTH3UpPOBaHHbIC TEXHOJIOTHU 0OPabOTKH JOKYMEHTHON MH(pOpPMAIHH,
npuMeHseMble B YUPEKAEHHH, IOJDKHBI OTBeYaTh TPEOOBAHUAM HACTOSAIIEH
Huctpykuun.

1.4. OTBETCTBEHHOCTh 3a OpPraHU3ALHUIO AEJIONMPOU3BOACTBA, COOJIONCHUE
YCTaHOBJIEHHbIX HacTosmuedl WHCTpykuueldl mpaBmi ¥ mopsiika padOThl C
JOKyMEHTaMH  YUpeXJIeHHS BO3JIaraeTcs Ha CeKpeTaps TUpeKTopa U
JeJI0TTPOU3BOAUTENLS.

1.5. Hcnonp3oBanue B CpeACTBaX MacCoOBOH HH(oOpMaunuu, MyOIMYHBIX
BBICTYIIJIEHUSIX M T.II. MHQOpPMaLKH, ColepXalleiics B CIy)XeOHBIX JOKyMEHTaXx,
JIOIYCKaeTCcsl TOJIBKO C pa3peLleHdst pyKOBOIACTBA Y UpeKIeHHUS.

2. CocTaB PEKBH3HTOB JOKYMEHTOB

[Ipn moxaroroske u 0OGOpPMICHUH HOKYMEHTOB MCIIONB3YIOT CIEMYIOLIHE
PEKBU3UTHIL:

01 - I'ocynapcreennsiit rep6 Poccuiickoit @eneparnuy;

02 - rep6 PecnyOnuku bamkoprocran;

03 - oMOnema YupexxIeHus I TOBAPHBIN 3HAK (3HaK 00CITy)XUBaHMs);

04 - xon Yupexnenus,

05 - OCHOBHOH TIOCynapCTBEHHBIl perHCTpaLOHHBIN Homep (OI'PH)
FOPUINYECKOro JIHIIA,
06 - HICHTHQHMKALHOHHBIH HOMEp HAJIOrOMIATeNbIINKA/KOL IPUYHHBI

nocraHoBky Ha y4det (MHH/KIII);
07 - ko1 GOpPMBI TOKYMEHTA;
08 - HanuMeHOBaHNEe YUpeKIEHHS;



09 - cipaBouHbIe 1aHHBIE 00 YUpeKIeHHH;

10 - HaMeHOBaHUe BUIA TOKYMEHTA;

11 - nata noxymeHTa;

12 - peracTpanOHHBIN HOMEp JOKYMEHTA,;

13 - ccpuIKa Ha perucTpalMoOHHBIH HOMEp U IaTy JOKYMEHTa,
14 - MecTO cocTaBI€HHS UM H3/IaHUS JIOKYMEHTA;
15 - agpecar;

16 - rpud yTBEpKACHUS TOKYMEHTa,

17 - pezontonus;

18 - 3aroJI0BOK K TEKCTY;

19 - ormMeTKka 0 KOHTpOJIE;

20 - TeKCT MOKyMeHTa;

21 - oTMeTKa O HAIMYUHU NIPUIIOKEH U,

22 - moanuce;

23 - rpu coriacoBaHus JOKYMEHTA,

24 - BM3BI COTNIACOBAHUS JIOKYMEHTA;

25 - OTTHCK II€YaTH,

26 - OTMETKa O 3aBE€PEHHUH KOIIUU;

27 - otMeTKa 00 UCTIOJTHHUTEIIE;

28 - oTMeTKa 00 MCIIOHEHHUH JOKYMEHTA U HallpaBJIEHWUH ero B JeJI0;
29 - oTMETKa O MOCTYIIJICHUH JOKYMEHTA B YUpeKIeHHE;
30 - uneHTHOUKATOP IEKTPOHHON KOMUHU JTOKYMEHTA.

3. TpeGoBanusi K 0pOpMJIEHHIO PEKBH3HTOB I0KYMEHTOB

3.1. I'ep6 Pecniybnuku bamkoprocTan momemmaroT Ha O1aHKaX JOKYMEHTOB B
COOTBETCTBHUH C MPaBOBBIMU aKkTaMu Pecry6mnuku bamkoprocTas.

3.2. Kog Yupexnenus npocTaBiisitoT no ObmepoccuiickoMy kiaccubukatopy
npennpusitiit u opranu3anuit (OKIIO).

3.3. OcHOBHOW TIoOCyJapCTBEHHBIH perucTpanMoHHbIH Homep (OI'PH)
IOPUJMYECKOr0  JIMIAa IIPOCTaBISIIOT B COOTBETCTBHH C  JIOKYMEHTaMH,
BBI/IaBa€MbIMHU HaJIOTOBBIMH OpraHaMH.

3.4. VneHTuhUKalMOHHBIH HOMED HAJOrOIIATENBIINKA/KOX PHYHUHEI
nocranoBku Ha ydeT (MHH/KIIIT) mpocTaBastOT B COOTBETCTBHH C JOKYMEHTAMH,
BBI/IaBAEMbIMU HAJIOTOBBIMU OpraHaMH.

3.7. Kox dopmbl goxymenTa mpocraBisioT 1o O6mepoccuiickomy
kiaccudukaropy ynpasiaeHyeckoil joxkymenrtaruu (OKY J1).

3.8. HaumeHoBanue Y4pexk/eHus J0JDKHO COOTBETCTBOBATh HAUMEHOBAHHUIO,
3aKpErIeHHOMY B €€ yUpeJUTeIbHbIX JOKYMEeHTaX.

Han nanmeHOBaHWeM YYpeXIEHHS yKa3blBAaIOT COKpAIIEHHOE, a NpPH €ero
OTCYTCTBHM - ITOJIHOE HAHMEHOBAHWE BBIIIECTOsNIEH opraHusamuu (IpH ee
HaJTUIHH ).

HanMenoBaHMe VYupexieHus mMeyaTaroT Ha [BYX s3bIKAX: PYCCKOM |
OAIIKHPCKOM.



HayMmernoBanue YUpeXIeHHs Ha TOCYHapCTBEHHOM A3bIKE Pecry6nuku
Bamkoproctad (OamKupCKOM s3pIKE) pAacIoNiaraloT HIDKe HMIM  crmpaBa  OT
HAHMEHOBAHMsS HA TOCYIAapCTBEHHOM s3bIKe Poccuifckoi ®enepanuy (pycCKoM
S3BIKE).

CokpaleHHOe HauMeHOBaHHe YUYPEKICHUS IPUBOISAT B TEX CIydaiX, KoTJa
OHO 3aKpeIIeHO B yYpPeJUTENBHBIX IOKYMEHTaX YUPEeXICHHS. CoxpallieHHOe
HalMeHOoBaHHUe (B CKOOKax) IOMeLIaoT HIDKe ITOJIHOr0 MJIK 3a HUM.

3.9. CnpaBounble TaHHBIE 00 YUpEeXISHMM BKIOYAIOT B ce0s: IOYTOBBIN
anpec; Homep TelepoHA U JpPYrHe CBEJCHUS MO YCMOTPEHHIO VupexaeHus
(HoMepa (haKCcoB, TEIEKCOB, CUETOB B OaHKe, a/|pec dJIeKTPOHHOHN MOYTHI U ap.).

3.10. HauMeHoBaHWe BHIA JOKyMEHTa, COCTaBJIEHHOIO WJIM W31aHHOTO
VupexieHueM, JA0JDKHO OBITh OTpeneNeHo YCTaBoM M JOJIKHO COOTBETCTBOBATH
BU/IaM JOKYMEHTOB, npexycmorperHsM OKY /I (kmace 0200000).

3.11. JlaToif TOKyMEHTa sIBJISETCS JlaTa ero HOJIINUCAHUS MIM yTBEPKACHH,
JUISL IPOTOKOJIA - IaTa 3aceanus (IPUHATHS PEIeHus), JUIT aKkTa - aTa cOOBITHS.
JIOKyMEHTHI, H3/IaHHble JBYMs WM Gollee OpraHu3alisiMH, JODKHBI HMETh OLHY
(emuHy!0) OaTy.

JlaTy nokymeHTa ohOpMISIOT apabCKuMu Mu(ppamMu B MOCIEN0BATEIHHOCTH:
JeHb Mecsina, Mecsr, rof. JleHs Mecsmia U Mecsl OQOpMILTIOT IByMS TapaMi
apabckux nUdp, pasfeNeHHBIMI TOYKOM; TOJ - YETHIPbMS apaOCKUMHU U ppaMu.

Hanpumep, aaTy 5 urors 2003 r. cnenyer opopMiiTh 05.06.2003.

JlomycKaeTcsl clIoBeCHO-IU(POBOit crocod ohopmiIeHHs AaTbl, HAIPUMEDP 05
moHs 2003 r., a Takke ohOpMIIEHHE NaThl B MOCNEN0BATEIbHOCTH: TOM, MECHIL,
neHb Mecana, Hanpumep: 2003.06.05.

3.12. PerucTpal@OHHBI HOMEpP TOKyMEHTa COCTOMT H3 €ro IOpAAKOBOro
HOMepa, KOTOpPBIl MOXHO [ONOJNHATh MO yCMOTPEHUIO VapexxaeHuss HHASKCOM
lena 1o HOMEHKJIAaType Hel, HHpopmanyei 0 KOPPECIOHICHTE, UCIONHUTENIAX U
Iip.

PericTpaloOEHbI HOMEp TOKyMEHTa, COCTAaBJICHHOTO COBMECTHO IBYMs H
GoNee OpraHM3alMSAME, COCTOMT M3 PErHCTPAlMOHHBIX HOMEPOB IOKyMEHTa
Ka)KJIO M3 3TUX OpraHu3aluii, IPOCTaBJIAEMBIX depe3 KOCYI 4epTy B MOPSMKS
yKa3aHusl aBTOPOB B JIOKYMEHTE.

3.13. CchlIKa Ha pErMCTPAllMOHHBIN HOMEp U JaTy NOKYMEHTa BKIIOYaeT B
ceGst peruCTpalOHHbI HOMEp ¥ JaTy NOKYMEHTa, Ha KOTOPBIH JTODKEH OBITh AaH
OTBeT.

3.14. MecTo COCTaBJIEHHS UJIM U3IaHUs JOKYMEHTa YKa3bIBalOT B TOM Cily4ae,
eci  3aTpyIHEHO ero ompeneneHue 1o peksusutam 'HanmeHoBaue
Vupexaenus” u "CrpaBodHble JaHHBIE 00 VYupexnenuun". MecTo COCTaBIIEHHUS
JUIA ~ W3JAHUS  YKA3plBAlOT C  y4eTOM  INPUHATOrO  aIMHHHCTPATHBHO-

TeppHTOpHaﬂbHOFO JEeJIE€HUA, OHO BKIIIOYAacT B ce0s TOIBKO O6HlerI/IH5{TBIe
COKpalleHu:.



3.15. B kauecrBe aapecata MOTYT OBITb OpraHHM3allMd, HUX CTPYKTYDHbIE
MoJpasjeNenns, JODKHOCTHRIE WM ¢u3ndeckue muua. Ilpu agpecoBaHHH
JIOKYMEHTa JIOJDKHOCTHOMY IIMIy MHMIMATbl YKa3bIBAIOT Iepen (aMuitHed.
HaumeHoBaHHe opraHW3aliid W ee CTPYKTYPHOIO IOJpa3fielleHHs yKa3bIBalOT B
MMEHHMTEeNIbHOM Tanexe. Hampumep (3mech W Jajnee IpUMephl HaWMEHOBAHMSA
OpraHH3alyii, KX CIPaBOYHbIE JAHHBIE U JIP. SBIAIOTCS YCIOBHBIMH):

Mumntoct Poccun
JlenmaprameHT HHpOpMATH3ALIH
¥ HAyYHO-TEXHUIECKOTO 00ecreyeHus

JIOJDKHOCTE JTHIIa, KOTOPOMY aIpecoBaH JOKYMEHT, YKa3blBalOT B IaTeIbHOM
najexe, HalpuMep:

['eHepanbHOMY IUPEKTOPY
OAO "CesepHble peruoHb!"
B.A. Jlarynuny

VI
AO "DnexTporeHTpoMOoHTaX"
['maBHOMY Oyxrantepy
B.M. KouetoBy

Ecii IOKyMEHT OTIPABJIAIOT B HECKOJIBKO OJHOPOIHBIX OpraHU3allii HIH B
HECKOJIbKO CTPYKTYpPHBIX IHOApa3[eNeHUi ONHOM OpraHM3alid, TO HX CIEIyeT
yKa3bIBaTh 0000IEHHO, HAIIPUMED:

AJIMUHHCTpaIy paiiOHOB
MockoBckoii obnactu

JlomycKaeTcs IEHTPUPOBaTh K&yl CTPOKY pexBusuTa "Anpecar’ 1o

OTHOIIEHHUIO K caMoii IJIMHHON cTpoke. Hamprmep:
["naBHOMY penakTopy
3naTenbckoro nomMa

"Menuanom"
H.B. Cemunoii

JloKYMEHT He JIOJDKeH cofepiarh Gosee 4eTbipex aapecaros. C1oBo "Konus'

Mepell BTOPHIM, TPETbUM, 4eTBEPTHIM aJpecaTaMu He ykassiBaioT. IIpu Goibiiem

yycIle afpecaToB COCTABISIOT CIUCOK PAcChlIKU JOKYMEHTA.
B cocras pexsusuTa "Azpecar” MOKET BXOTUTh MOYTOBBIA afjpec. DIeMEHTEI
[OYTOBOrO  anpeca yKasplBAlOT B  IIOCIEIOBATENbHOCTH, YCTaHOBICHHOH
MpaBHIaMH OKa3aHHUs YCIIYT MOYTOBOH CBS3H.
IIpu anpecoBaHHM NHChMa B OPraHU3AlUIO yKa3bIBAIOT €€ HaWMEHOBAHHE,
3aTeM I10YTOBBIH axpec, HalpuMep:
[ocyaapcTBeHHOE yUpeKIeHHE
Bcepoccuiickuii Hay4HO-UCCIeN0BATEIbCKHMA
HHCTHTYT JOKYMEHTOBEIEHHS U apXUBHOTO Jela
[Tpodcoroznas yi., 1. 82, Mocksa, 117393



[Ipu agpecoBaHuy JOKyMeHTa DH3UYECKOMY JIALY YKa3bIBAIOT QaMHIMIO U
WHHIMAJIBI [T0JTyYaTens, 3aTeM [IOYTOBBIH afpec, HalpuMep:
O6pasuosy O.IL
yi. CamoBad, 1. 5, kB. 12,
r. Jlunku, Kupeesckuii p-H,
Tynbsckas 061., 301264
3.16. JloxyMeHT yTBepKIaeTcs pyKOBOAMTeNeM YupexaeHus. Ilpu
YTBEPXKACHUU TOKYMEHTa PYKOBOJHUTENEM IpU( YTBEPKICHHS JOKYMEHTa JOJDKEH
cocrosaTh u3 ciaoBa YTBEPXJIAIO (6e3 kaBbIuek), HAMMEHOBAHUS IODKHOCTH
LA, YTBEPXKIAIOIIEr0 NOKYMEHT, €ro MOANKCH, WHUIMAIOB, (GaMMUIAM ¥ JaTh
YTBEPKAEHHUS, HAPUMeED:
VTBEPXIAIO
ITpesunent 3A0 "PocrexcTuns"
JInynas noxmuce  B.A. Crenmanos

Hara

Homyckaercs B pexsusute "I'pud yTBepKIeHHS TOKYMeHTA" LEHTPHUPOBATH
3JIEMEHTBI OTHOCUTENBHO CaMO# INUHHOM CTPOKH, HAIIPHUMED:
YTBEPXJIAIO
I'eHepanbHEI qUpEKTOp
AQO "DneKkTpoHHBIE TEXHOIOIHH"
JImunas noanuce  JI.B. Kysuenos
Jlata

IIpy yTBepKAEHHM NOKYMEHTa HECKONBKMMM NODKHOCTHBIMH JIHIAMH HX
MOJIKMCHU PacIloyiaratoT Ha OTHOM YPOBHE.

Ilpn yTBepx/€HUH [OKYMEHTa IOCTaHOBICHHEM, DEIIEHHEM, IIPHKa30M,
IPOTOKOJIOM ~ TpU(  yTBepXHeHHs cocToMT u3 crmosa YTBEPXJEH
(YTBEPXIIEHA, VYTBEPXJEHBI wmu VTBEPXJIEHO), HaumeHoBaHuS
YTBEPXKNAIOWIEro [OKyMEHTa B TBOPHTENbHOM Tajexke, €ro xathl, HOMeEpa.
Hanpuwmep:

YTBEPXEH

peleHrueM oo1ero coopanus

axuosepos ot 05.04.2003 N 14
WITH

YTBEPXJIEHO

npukazom BHUMJIAJI

ot 05.04.2003 N 82

I'prd yTBepKAeHHS NOKyMEHTa paclonaraioT B IIPaBOM BEpPXHEM YTy
JIOKYMEHTA.

3.16.1.TTomexar  yTBEPXKICHUIO TUPEKTOPOM YUPEKIeHHS CleNyIOLie
JIOKYMEHTBI:

- TapU(PUKALHSL:



IITAaTHOE PaCIUCAHUE
- IUTaHBl paboThl YUpexIeHus;
- Y4eOHBI 1naH YupexneHus;
- pacmnucaHue 3aHATHII;

- JIOKaJIbHBIE HOPMATUBHBIE aKTHI (TIOJIOKEHHUS);

- MHCTPYKIHMH [0 OXpaHe TPy/a;

- JOJDKHOCTHBIE MHCTPYKIUH;

- rpadHKH IeXYpCTB.

3.17.  Pesomoums, HamucaHHas Ha  JOKYMEHTE COOTBETCTBYIOLIMM
AODKHOCTHBIM JIMLIOM, BKJIIOYaeT B ceOs (paMuIIMK, WHMLMANB] UCIOJHUTENEH,
CONEpXaHHe MOpyueHHs (IIpH HEOOXOJMMOCTH), CPOK HCIOJIHEHHs, MOAMHUCH U
IaTy, HallpuMep:

Mopo3ogoii H.B.
®enoceesoit H.A.

[Tpomy moaroToBUTH MpOEKT
noroBopa ¢ KoHcanTHHTOBO# rpymmoit
"TEPMUKA" k 05.10.2003

JInuHas moanucey

Hata

Homyckaetrcst ohopMIIeHHE PE30IONMH Ha OTIEIFHOM JIHCTE.

3.18. 3aroyoBoK K TEKCTy BKIIOUAeT B Ce0si KpaTKOe CoepKaHKue JOKYMEHTA.
3aroyI0BOK JOJDKEH OBITh COTTIACOBAH C HAMEHOBAHMEM BHIA JOKYMEHTA.

3aroJI0BOK MOXKET OTBEYATh Ha BOIPOCHL:

o yeM (o kom)? Hampumep:

[Ipuka3 o co3naHuU aTTeCTallMOHHON KOMUCCHH,

gero (xoro)? Hanmpumep:

JIOIDKHOCTHAS MHCTPYKIUS BEAYIIEro 9KCIepTa.

K TekcTy mokyMeHTOB, 0(OpMIICHHBIX Ha OnaHkax QopmaTa A5, 3aroJoBok
JI0IIyCKaeTCs He YKa3bIBaTh.

3.19. OTMeTKy 0 KOHTpOJIE 3a HCIIOJHEHHEM JIOKyMEHTa 0003HAYar0T OYKBOI
"K", cmoBom miu mrammnoM "KoHTpodns".

3.20. TekcT MOKyMeHTa COCTaBJISIFOT HAa FOCYIapCTBEHHOM s3blke Poccuiickoi
Denepanuy WM Ha TOCYAapCcTBEHHOM s3blke PecnmyOnukn bamkoproctan B
COOTBETCTBUM C 3akoHomarelbcTBoM Poccuiickoit ®enepanuu u Pecnybmuku
bamrkoprocraH.

TeKkcThl JOKYMEHTOB O(QOPMIISIOT B BU/I€ AHKETHI, TAOJHIBI, CBA3HOTO TEKCTA
HJIA B BUJIE COEIMHEHUS 3TUX CTPYKTYP.

[Ipy cocTaBIeHMM TeKCTa B BHIE AHKEThl HAMMEHOBAHWsS IPH3HAKOB
XapaKTepu3yeMOoro 00BbeKTa JOJKHBI ObITh BHIPAKEHbI HMEHEM CYIIECTBUTEIbHBIM
B MMEHHTEIbHOM IIaJIe)Ke WJIM CJIOBOCOYETAaHMEM C TJIaroJioM BTOPOTO JIMIA
MHOYKECTBEHHOI'0 UYMCJIa HACTOSIIEro WM Ipoueamero BpeMeHn ("umeere",



"Bmaneere” wmn "6bumd", "HaXOMMIACH" W T.I.). XapaKTEpHCTHKH, BHIPAXKCHHbIE
CIIOBECHO, IOJDKHBI OBITH COTrTIACOBAHBI C HANMEHOBAHHMAMH [IPU3HAKOB.

I'padsl ¥ cTpoKy TaGNUIBI TODKHBI HMETh 3aroJIOBKH, BBIPAXKEHHbIE HMEHEM
CYHICCTBAUTENIBHBIM B MMEHHTeNbHOM mnazexe. [loxsaronosku rpad u cTpok
JIOJDKHBI OBITH COTTaCOBAHBI ¢ 3aroyioBkamMu. Eciu TabNuIly reyararoT 6oliee Yyem
Ha OIHOH cTpanuue, rpadbl TaOIULBI JOKHBI OBITh MPOHYMEpPOBaHbI U Ha
CIENYIOMHNX CTPAaHUTIAX IOJDKHBI OBITH HaneyaTaHbl TOJNLKO HOMEpa 3TUX rpad.

CBs3HBII TeKCT, Kak NMPaBUJIO, COCTOMT M3 ABYX uacTeil. B TIepBOM 4acTH
YKasbIBAIOT IMPUYMHBI, OCHOBAaHWs, LIEJIM COCTaBJEHUs JOKYMEHTAa, BO BTOPOM
(3aKITFOUHTEILHOM ) - pelIeH st, BBIBOJIbI, IPOCHODI, MPEUTOKEHUS, PEKOMEH IALIH.
TexcT MOXeT colepXaTh OJHY 3aKIIOUMTENBHYIO 4acTh (HArpuMep, PUKA3bI -
PacIOPSIUTENbHYIO 4acTh 0€3 KOHCTATUPYIOWIEl; NuCcbMa, 3asBJIeHHs - NPOCOy
0e3 MosiCHeHus ).

B Tekcre n0KyMeHTa, MOArOTOBIEHHOrO Ha OCHOBAHWM HOKYMEHTOB APYTHX
OpraHM3allii WM paHee H3NaHHBIX NOKYMEHTOB, YKA3BIBAIOT X PEKBU3UTHI:
HaNMCHOBAaHUE JOKyMEHTa, HAMMEHOBAaHWE OPraHW3aAlHd - ABTOpa JIOKYMEHTa,
JaTy NOKYMEHTa, PErUCTPAlHOHHBIA HOMEp JOKYMEHTA, 3arojIoBOK K TEKCTY.

Ecii TEKCT cOmEpXKUT HECKOJNBKO peIleHHil, BHIBOLOB U T.HA., TO €r0 MOXKHO
pa3OMBaTh Ha pPa3fieNbl, NMOAPA3NENBI, MyHKTHI, KOTOPHE HYMEDPYIOT apabCKUMH
udpamu.

B nokymenTax (mpukas, pacHOpsDKeHHE X T.I.), B T.4. aJpEcOBAHHBIX
PYKOBOJCTBY YUpEXIEHHs, TEKCT U3JararoT OT IIEPBOr0 JHIA €IAHCTBEHHOIO
gucna ("mpukassiBaro”, "mpemarar”, "nporry").

B nmoxymeHTax KoJIerdajbHBIX OPraHOB TEKCT M3JIaraloT OT TPETHEro JIMIa
eIMHCTBeHHOro urcna ('mocranoBiseT", "pemun").

B coBMecTHBIX HOKYMEHTax TEKCT H3IaraloT OT MepPBOro
MHOKeCTBeHHOTO0 uncia ("mpukassiBaeM", "pemmnn").

JIAIA

TekcT mpoToKoJia W3MAraloT OT TPEThEro JMIa MHOXXECTBEHHOIO YHCIia
("cmymanu", "BeicTynuin", "mocTaHoBUIX", "permunu").

B nokymeHTax, yCTaHaBIMBAIOIIMX IpaBa M OOS3aHHOCTH OpTaHU3aLlMH, X
CTPYKTYPHBIX ITIOJpa3/efeHuii (MoN0oXKeHne, HHCTPYKIHKSA), a TaKXKe CONEepPIKaIUX
ONMCaHWe, OlEHKY (AKTOB WM BBIBOJBI (AKT, CIPaBKa), MCIOJB3YIOT (Gopmy
M3JI0’)KEHUS TEKCTA OT TPETHErO JINIA eTMHCTBEHHOTO MJIM MHOXXECTBEHHOTO YHCIIa
("otmen ocymectisteT GyHKuuH", "B COCTaB 00BENAMHEHHS BXOAAT", "KOMHCCHUS
ycraHoBuia").

B nucpMax UCIob3YIOT CleAyIoNye (GOpMbI H3JI0KEHHS:

- OT TepBOro JIMI[@ MHOXECTBEHHOro uucia ("IpocuM HampaBuTh'",
"HampagisieM Ha paccMOTpeHue");

- OT MEPBOTO JIMIA EUHCTBEHHOTO YicIa ("cunraro HeoOXoMUMBIM", "oy
BBIIETHUTD");

- OT TpEThEro JIMla eIMHCTBEHHOI0 4YHCIa ("MHHMCTEPCTBO HE BO3paxkaer”,



"BHUMIIA cunraer BO3MOXHBIM").

3.21. Ot™etky o Hamm9um TIPUTIOKEHHS, HA3BAHHOTO B TEKCTE IHChMA,
obopmisoT CICAYIOINM 00pa3oM:
Ipunoxenue: ua 5 1. B 2 K3,

Ecimu mucemo umeer IIPHJIOKEHHE, HE HAa3BaHHOE B TEKCTE, TO YKA3BIBAIOT €0
HANMCHOBAHHE, YMCIIO JIMCTOB M YHCIO 5K3EMILISPOB; IPH HAJIMYUU HECKOJIBKHX
NPHIOKEHHH UX HyMepyIoT, Hanpumep:

Hpunoxenue: 1. Ionoxenne 06 VIpaBieHHH  peruoHanbHOTro
KPEIUTOBaHUS Ha S 11. B | 3K3.
2. TlpaBnna nonroroskn u obOpMIIeHHS  JIOKyMEHTOB
YTIpaBIeHUs PerHOHANLHOTO KpeHTOBAHHS HA 7 JI. B
2 9K3.

Ecmi mprnoxenns cOpounopoBanbl, To HCI0 THCTOB He YKa3bIBaIOT.

Ecimn k  nokymenty mnpunararor APYroil JIOKyMEHT, TakKe HMEFOIIHi
NPHIMKEHHC,  OTMETKY O HAIMYHM NPUIOKEHHS O(OPMISIOT — CIIELYIOAM
oOpazom:

Ipunoxenne: nmucbmo Pocapxusa ot 05.06.2003 N 02-6/172 i IPUIIOKEHHE K
HEMY, BCEro Ha 3 J1.

Ecin npunoxenie Hanpasisior He Bo Bce YKa3aHHBIE B JOKYMEHTE ajpeca,
TO OTMETKY O €ro HalMYiK 0YOPMIISIOT CIIETYIOMMM 00pasoM:

IMpunoxenye: va 3 J1. B 5 3K3. TONBKO B MePBbIii aznpec.

B npunoxenun x  pacnopsaurensHomy JTOKYMEHTY  (ITOCTaHOBJIEHHS,
NPUKA3DbL,  PaCHOPSDKEHUS, NpaBUNA, WHCTPYKLUMH, IIONOXEHHs, pelIeHHs) Ha
HIEPBOM €ro JIMCTE B NPaBOM BepxHeM yriry nuimyT "IIpunoxenue N" ¢ ykazaHHeM
HAUMCHOBAHUA PACTOPSAUTEIPHOTO NOKYMEHTA, €r0 DaThl M PErHCTPAIlHOHHOTO
HOMepa, Harpumep:

[Tpunoxenune N 2
K npukaszy PocapxuBa
o1 05.06.2003 N 319

Honyckaercs Beipaxenue "IPUJIOKEHME N" newartars nponmcHsiMu
OykBamy, a Takike [IEHTPUPOBATH 3TO BHIPAKCHHE, HAUMEHOBaHHE TOKYMEHTA, ero
Jaty M PErHCTPAllMOHHBIA HOMEP OTHOCHTEIBHO CaMOW JUTHHHON CTPOKH,
HanpuMep:

ITPUJIOXKEHME N 2
K pukazy Munzapasa Poccun
ot 05.06.2003 N 251

3.22. B cocras peksuzuta "lToamuce” BXOAAT: HAHMCHOBAHME JIOJDKHOCTH
JMIa, TOTHCABIIEro JOKYMEHT (TOJTHOe, e/l JOKYMEHT 0(opMmIIeH He Ha OaHke
JOKyMeHTa, W COKpALEeHHOE - Ha JOKyMeHTe, 0OpPMICHHOM Ha Olanke); muyHas
NOAMCE; pacippoBKa MOANUCH (WHHLHMATBL, GaMuIIis), HapuMep:

Bune-npesunent Accounanmu



PeTHOHAIILHBIX PN PUATHI Jnynag mogmuce  A.A. Bopucos
WK Ha OJaHKe:

Bune-npesunent JInynag noanuce A.A. bopucos

Homnyckaercs B pexusure "Iloanuch" LIEHTPHUPOBAaTh HAUMEHOBaHHE

AODKHOCTH JIMNa, TOANUCABIIEro TOKYMEHT, OTHOCHTEIbHO caMoil AJHMHHOMN
crpoku. Hampumep:

VICTIONTHATENBHBIH THpEeKTOp Jlnunas noanuce  H.A. denopos
3A0 "[TaptHep"

[Ipu opopmnennn nokymeHnTa Ha GJaHKe I0HKHOCTHOrO JIMI@ JOJIKHOCTD
3TOrO JIMIA B IIOANUCH HE YKa3bIBAIOT.

HpI/I IIOATIMCAaHNN MOOKYMEHTa HECKOJIbKMMHU OOJDKHOCTHBIMHU JIMIIAMUA UX

MOAIMKUCH ~ pACIOJIaraloT  OAHY IO  JAPYrod B  TOCTENOBaTEIbHOCTH,
COOTBETCTBYIOIIECH 3aHUMAEMOH TOJDKHOCTH, HApHMeED:

JIMpeKTOp MHCTUTYTA JInynas momgmuce M.B. Jlapun

['maBHBIN Oyxranrep JInunas moaIKuCh 3.B. Mappsm
ITpy noanucanuy NOKyMEHTa HECKOJNBKMMHE JIMIAMH PaBHBIX JODKHOCTEH UX
MOATNKCHU PacIlojaratoT Ha OJHOM ypOBHE, HallpuMep:

3aMeCTUTENb AUPEKTOpa 3aMecTUTeNb AUPEKTOpa
0 Hay4YHOH padoTe 10 Hay4YHO# paboTe

JTugnas monmuce  IO.I'. Jemuno Jlvunas nognuce K.M. Urnatees

IIpy MOJAMMCAHMN COBMECTHOTO OKYMEHTa NEePBBIM JIUCT ohOpMIISIFOT He Ha
OnmaHke.

B 10KyMEHTaX, COCTABICHHBIX KOMHCCHEHl, YKa3bIBalOT HE JOJDKHOCTH JIMII,
NMOMMUCHIBAIONIMX JOKYMEHT, a HX OO0f3aHHOCTH B COCTaBE KOMHCCHH B
COOTBETCTBUM C paclipeielleHueM, HallpuMep:

[Ipencenarenb KOMUCCHH JInyHas IOoaIKUCh B./l. banacroxeBuu
YneHsl KOMUCCUH JIuuHas OANKChH A.H. CoxoBa

Jwynas nogmuck  A.C. KpacaBuH

JInyHas MOAINHKCH O.U. PrickoB

3.23. T'pu¢ cormacoBaHHA JIOKyMEHTa COCTOHUT U3 CJIOBa COI''TACOBAHO,

JOIDKHOCTH JIMIA, C KOTOPBIM COrIacoBaH IOKyMEHT (BKJIIOYAs HaUMEHOBaHHe
2



OpraHW3alliH), IMYHOH IOANKUCH, PACIINDPOBKY TOAIHCH (MHMIMATOB, hamMuIKH)
Y 1aTBI COTJIACOBAHMSI, HATIPHMED:

COT'JTACOBAHO

PexTop ®unaHCOBOI akanemun
npu IIpaButensctee Poccuiickoi Denepaunu

JInunas nongnucek A.T. I'psasnoBa

Harta

Ecnu cormacoBanue OCYIECTBIIAIOT IUCbMOM, INPOTOKOJIOM M Jp., rpud
COTJIACOBaHHUS 0DOPMIISIOT ClIeAyromum o0pa3om:
COI''TACOBAHO

ITucemo Poccuiickoii akagemuu
MEIUIIUHCKHAX HayK
ot 05.06.2003 N 430-162
HITH
COI''TACOBAHO

[Ipotokoun 3acenanus [IpaBnenus
Poccuiickoyt rocynapcTBeHHOU
CTpaxoBoi koMmnaHuM "Pocroccrpax”
ot 05.06.2003 N 10

3.24. CornacoBaHue JOKyMeHTa OQOPMIISIIOT BU30H COrIacOBaHUs JOKYMEHTa
(namee - Bu3a), BKJIOUaroIledl B ceOs MOANUCH M JIODKHOCTh BU3HPYIOIIETO
JIOKYMeHT, paciui(poBKy MOIIHCH (MHULHMANbI, (aMIINI0) U ATy MOANKCAHUSL.
Hanpumep:

PykoBoauTens FopiuaAMYECKOTO OTAENA
JIMuHas moanuch, A.C. OpnosB
Hata
[Ipn Hamuuuu 3aMedaHuil K JIOKyMEHTy BH3Y 0OPMIISIFOT  CIIEAYIOLIUM
obpazomM:
3aMeyaHwust IPUJIATar0TCA

PYKOBO,[[I/ITGJII) IOpI/II[I/I‘—IeCKOI"O oTaclia

JInynas nopmnuch A.C. OpnoB




Hata

3aMeYaHus M3TaraloT Ha OTAENHHOM JIMCTE, NMOIMUCHIBAIOT npuiIararmT K
JTOKYMEHTY.

JIist TOKyMeHTa, IT0IHHHWK KOTOpPOro OCTa€TCd B OpraHu3aluu, BH3bI
MPOCTaBJIAIOT B  HUXHEH 4YacTh OOOPOTHOW CTOPOHBI IIOCJAEIHEro JIMCTa
MOJUTMHHHAKA TOKYMEHTa.

J1s IOKYyMEHTa, MOUIMHHUK KOTOPOTO OTHPABJSAIOT U3 OpraHM3aliiH, BU3bI
MPOCTABJIAIOT B HI)KHEH 4YacTH JIMIIEBOM CTOPOHBI KOIMUHM OTIPaBJIIEMOrO
JIOKyMEHTA.

Bo3MOXHO oopMIIeHHe BU3 10OKyMEHTa Ha OTIeIbHOM JIMCTE COrJTaCOBAHMU,

JlomycKaeTcst, 1O YCMOTPEHHIO OpraHM3alldH, I[OJUCTHOE BU3UPOBAHME
JOKYMEHTa ¥ €r0 IPHIIOKEHHUS.

3.25. OTTUCK nedaTH 3aBepsieT MOIJIMHHOCTH MOIMCH JOJKHOCTHOTO JIMIa
Ha TOKYMEHTaX, yl0CTOBEPSIOIMX IpaBa JIKI, GUKCUPYIOIHUX (HaKThl, CBI3aHHEIE
¢ (UHAHCOBBIMM  CpEeICTBaMH, a TakKe Ha WHBIX JIOKyMEHTax,
MpelyCMaTPUBAIOIIUX 3aBEPEHUE MTOIIMHHON TOAIKMCH.

JIOKyMEHTBI 3aBEPSAIOT N€YATHI0 OPraHU3aI[UH.

3.26. IIpu 3aBepeHHH COOTBETCTBHS KOIMH JOKyMEHTa IOMIMHHUKY HHXKE
pekBu3uTa "Tlommmce" MpPOCTaBiSIOT 3aBepUTENbHY0 Haanmuch: "BepHo";
JOJDKHOCTh  JIUIIA, 3aBEPUBIIEr0 KONHWIO; JIMYHYIO IIOAMNKCH, PacIIH(PPOBKY
NOANUCH (MHULAAIBI, (DaMUITUIO); NaTy 3aBEpPEeHHUs, HallpUMep:

Bepuo

MucmexTop ciry>x0bI KaIpoB Jlnunast nonnuce  T.C. JIeB4eHKO

Jlata
JlomyckaeTcs KOIMHMIO JOKyMEHTa 3aBepsTh IEeYaThiO, OIPEee/sieMOd IO

YCMOTPEHHIO OpraHu3alkH.
3.27. OTMeTKa 00 MCIIOJHHUTENE BKIIOYaeT B ceOs WHUIMANBI U (HaMUIIHIO

MCTIONHUTENST JIOKYMEHTa W HOMEp €ro tenedona. OTMETKY 00 HCIOJHHUTEIE

pPACIONararoT Ha JMIEBOM UM 00OPOTHOH CTOPOHE IIOCICIHETO JIKCTA TOKYMEHTa

B JICBOM HMIKHEM YTIIY, HallpAMep:

B.A. Xyxos

924 45 67
3.28. OrmeTka 00 FWCIIONHEHHM JOKyMEHTa M HAINPABICHHU €ro B eI

BKITIOYaeT B ceOs Cleylollue JaHHbIC: CCHUIKY Ha JIATy M HOMEp JOKyMeHTa,

CBU/IETEIECTBYIOIIErO O €r0 UCIIOTHEHHH, HITH IIpA OTCYTCTBUHU TAKOI'0 TOKYMEHTA
" ",

Kpatkue cemeHus 00 MCIIOJHEHHH; CJIOBA B nmeno”; Homep nena, B KOTOpOM

Oyner xpaHnThCS TOKYMEHT.



OtMetka 06 wucmonHeHUU NOKYMCHTa W HamOpaBJIEHUX €ro B JEJ0
MOATHCBIBACTCA M NaTUPyeTCs] UCIONHHUTEIEM MOKYMEHTa HJIM DPYKOBOJHUTEIIEM
CTPYKTYPHOT'O IIofipa3neneHus, B KOTOPOM HUCIIOJIHEH TOKYMEHT.

3.29. Ormerka o TIOCTYIICHWM TOKYMEHTa B OpPTraHH3alUI0 COMEPIKHT

O4YCPCHOU  IIOPSANKOBBI HOMEp M [maTy MOCTYIUIEHHS I0OKyMeHTa (mpH
HEOOXOIMMOCTH - Yacpl i MHUHYTHI).

Hormyckaercst OTMETKY O TOCTYIUICHMHM JOKYMEHTa B OpraHu3aluIo
IIPOCTABJIATEL B BHJIE LIITAMITY,

3.30. Upentuduxaropom SJICKTPOHHOM KONMHM JIOKYMEHTA SBISETCS OTMETKa
(KOTOHTHTYJI), TPOCTAaBAseMas B Jepom HUOKHEM  yIily KaXIOW CTpaHHIIbI
AOKYMEHTA M CONepXkalllas HauMeHoBaHue (aiia Ha MalHHHOM HOCHTENE, 1aTy U
ApYT'H€ IIOUCKOBBIC NaHHBIE, YCTaHABIMBAEMEIE B OpraHu3aluy.

4. TpeGoBanus k 61ankam AOKYMEHTOB
4.1. JIoKyMeHTBI H3rOTaBIMBAIOT Ha OaHKax.

YCTaHaBIMBAIOT 1IBA CTAHAAPTHEIX opmara GIaHKOB MOKyMeHTOB - A4 (210
x297 MM) u A5 (148 x 210 MM).

Kaxnerii mucr noxymenta, OQOpMITeHHBI Kak Ha GnaHKe, Tak U 6e3 Hero,
IOJDKEH MMETH I10JI HE MeHee:

20 MM - nteBoe;

10 MM - ipaBoe;

20 MM - BepxHee;

20 MM - HUKHEe.

4.2. BaHKM IOKYMEHTOB CNEIyeT W3rOTaBIMBATH Ha Geloii Oymare wuim
Oymare CBETJIBIX TOHOB.

4.3. bnaHku TOKyMEHTOB O(QOPMIISIOT B COOTBETCTBHH C Ipunoxenuem 1.
OpHeHTHPOBOYHBIE TpPAaHHUIBI 30H PACIONOKEHHS PEKBU3HUTOB 0003HAYEHBI
MyHKTUpoM. Kaxkmas 30HA oOIpenensercs COBOKYHNHOCTBIO BXONSINNX B Hee
PEKBH3HUTOB.

4.4. B 3aBHCHMOCTH OT pACIONIOXKEHHS DPEKBH3HTOB YCTAHABIIMBAIOT nBa
Bapnanta Gnankos - yriosoi (Ilpunoxenne 1 pucyHok A.1) ¥ mpomonbHEI (
Mpunoxenue 1pucynox A.2).

4.5. Pexsuzutr 01 (02 mam 03) pacronaraioT Hal CepelvHON pekBu3uTa 08,
Pexsusur 03 JOIYCKaeTCsl pacroiaraTb Ha ypoBHe pekBu3uTa 08.

Pexsusuter 08, 09, 10, 14, orpaHHYUTENbHbIE OTMETKH ISl PEKBH3UTOB 11,
12,13 8 Tpefiesiax rpaHyll 30H PacrojIokKeHHs PEKBU3UTOB Pa3MEIIAIOT OMHUM W3
CIoco0oBR:

- HEHTPUPOBAHHLIM (HAYalo M KOHEN KaXIOH CTPOKM DPEKBH3MTOB PaBHO
YI&IeHb! OT rpaHMI 30HBI PACTIOIOKEHHA PEKBU3HTOB); ]

- (naroBeIM (kaXkmas CTPOKA PEKBU3MTOB HAYMHACTCS OT JIEBOH IpaHHUEI

SOHbI pacromOKeHH s pEKBUSHTOB).

-



4.6. [lns opraHusauuu, ee CTPYKTYpPHOTO [oJpa3JieieHus], IOJDKHOCTHOTO
yuna yCTaHaBIUBAIOT CIEAYIOIHE BUbI ONaHKOB JOKYMEHTOB!

- 001IMit G1aHK;

- OI1aHK MHCbMa;

- OJIaHK KOHKDPETHOTO BH/Ia JOKYMEHTA.

4.7. OOmwmA OnMaHK WCIONB3YIOT [ M3rOTOBJEHHS JIOGBIX BHIOB
JOKYMEHTOB, KPOME TTHChbMA.

O61uii OaHK B 3aBHCHMOCTH OT YupeaHTe bHbIX JIOKYMEHTOB OpraHu3aluu
BKJIIOYAET B ce0s pexBu3nTh 01 (02 wmm 03), 08, 11, 14.

biaHK mHCkMa B 3aBHCHMOCTH OT y4pejuTeNbHbIX JOKYMEHTOB OpraHu3alyuy
BKIo4aeT B ceOst pexBusutel 01 (02 wmmm 03), 04, 05, 06, 08, 09 wu, npu
HEOOXONMMOCTH, OTPaHUYUTENbHbIE OTMETKM Ui BEPXHMX TPAHMIl 30H
pacrosioKeHus pekBusuTos 11, 12, 13, 14, 15, 17, 18, 19, 20.

briaHk KOHKPETHOro BMIa MOKYMEHTa, KpOMe NHChbMa, B 3aBMCHMOCTH OT
YYpeAUTEIbHBIX TOKYMEHTOB OpraHU3aluy BKio4daeT B ce0s pekBu3uthl 01 (02
um 03), 08, 10, 14 u, npu HEOOGXOAUMOCTH, OrpaHHYMTENbHBIE OTMETKH IS
T'paHHUIl 30H pacIoJIOXKeHUs pekBu3uToB 11, 12, 13, 18, 19.

4.8. Jlna opraHuzammii cyGbexkToB Poccuiickoii ®emepanuy, HMEIOIINAX
HapsAay C roCyIapCTBEHHBIM s3bIKOM Poccuiickoit denepannu rocynapCTBEHHBIN
s3pIKk  cyObekTa Poccumiickoit ®emepanuu, 1e1ecooOpas’HO  MCIONIb30BaHHE
MPOAONBbHOrO OyanKa; mpu 3ToM pekBu3uThl 08, 09, 14 meuaTaroT Ha ABYX S3BIKAX:
pyccKoM (ciieBa) ¥ HallMOHAJIFHOM (CIpaBa) Ha OJTHOM YPOBHE.

4.9. Tlpu W3TOTOBJIEHUH JOKYMEHTOB Ha JBYX M Oojee cTpaHHLaX BTOPYIO U
NOCJIENyIOLIMEe CTPaHULbI HyMEPYIOT.

Homepa cTpaHuI] IPOCTABIIAIOT IIOCEPEIUHE BEPXHETO I10JIs JIUCTA.

5. [opsiiok MOArOTOBKH MPOEKTOB J0KYMEHTOB
5.1. TIpoekTel pacmOpsDKeHHH, IIPUKa30B pPa3spabaThIBAaOTCS KOHKPETHBIMH
NOJKHOCTHBIMHM JIAIIAMU B COOTBETCTBHHM C IOPYYEHUEM PYKOBOJIUTENS HIH B
VHULIMATHBHOM TOpPSIKE.

5.2. TlepBelii 9K3eMIUIAp IIPOEKTA BHU3UPYETCS  JOJDKHOCTHBIM  JIHIIOM,
pa3paboTaBIIMM JaHHBIN IIPOEKT.
5.3, TekcTel pacmopsDK€HHMH, INPHKa30B, KaK MpaBHJIO, COCTOAT W3
KOHCTaTHPYIOIIEH M pacloOpsAUTENbHOM YacTd. B KOHCTaTHpyOIleH 4YacTH
M3JaraloTcs IeNd M 3aJa4yd TMpedNUChIBaeMbIX AeHCTBHH. Eciu ocHOBaHHEM
pacnopsaUTENLHOrO JHOKYMEHTa ABJISETCS 3aKOHOMATENbHBIH aKT, HOPMaTHBHBIH
WM PaCIOpANUTENbHBIH JOKYMEHT, TO B KOHCTATHPYIOIIEH YacTH YKa3bIBAaeTCs
aBTOp JOKyMEHTa, Ha3BaHHE JOKYMEHTa, Jlara, HOMep W 3arojioBoK. B myHkrax
PacHoOpsIUTENbHON YacTH YKa3bIBAIOTCS HCIOJHUTENH, HCHCTBHA M CPOKH
UCITOJTHEHUS IpeIoIaracMbIX JIEACTBUM. B IOCIIEIHEM IIyHKTE
pacIopsIUTENbHOM YacTH TOKYMEHTa HEOOXOMMMO yKa3aTh [NOJDKHOCTHOE JIAIO,
Ha KOTOpOE BO3JIaraeTcsi KOHTPOJIb 32 HCIIOJHEHHEM TOKYMEHTA B LIEJIOM.
5.4. Tlpuka3spl AeNsATCS HA TpU BUJA:

— [PUKa3 110 JINYHOMY COCTaBY,



— II0 OCHOBHOM JIeSITeNbHOCTH,
— IO JIETAM.

5.4.1. K npukasam 1o JMYHOMY COCTaBY OTHOCSTCS IIPUKa3bl 110 MpPUEMY,
YBOJIBHEHHUIO,  NEPEMEIUEHHI0  (COBMEILIEHUIO  JODKHOCTEH)  COTPYIHHKOB,
MPEIOCTaBIEHHIO JIFOOBIX BHIIOB OTITYCKOB, [IPUCBOEHHIO KATETOPHIl B Pe3yNIbTaTe
aTTecTaury. K naHHBIM mpuKasaM ciefyeT OTHEeCTH BCe MPHKa3bl, BIMSIOLIME Ha
YCTaHOBJICHHE CPOKOB HAYMCIIEHHs U pa3Mmepa MeHcHil Jirodboro Buga. O6s3areneH
rpuQ O03HAKOMIIEHHs COTPYIHHKA C JIOKYMEHTOM. Mexny nparoit mpukaza H
O3HAaKOMJICHHS COTPY/THUKA C HUM MOJXET IPoiTH He boJsiee 5 Hei.

5.4.2. K npuKasaM 110 1eTsIM OTHOCATCS:

— [IPHKa3bl O 3aYMCIICHHH, [IEPEBOJI, BOCCTAHOBJIEHUE, OTYUCIICHUHY;
— cMeHe haMuInu;

— BBIE3];

— BBIXO/I.

5.4.3. K mpukasaM 10 OCHOBHOI AESTENBHOCTH OTHOCATCS BCE OCTaIbHBIE
PUKa3bI.

5.5 TIpoeKTsl pacmopsITUTENBHBIX NOKYMEHTOB IepejaloTCs Ha IOIIHCH

PYKOBOOHMTEIIIO  4YCpE3  CeKpeTaps, KOTOPbIi HeCceT OTBETCTBEHHOCTh 3a

MPaBUIIBHOCTE  UX OQopmienus. Kaxmblifl CcOCTaBHTENTs pacIOPSAUTETHHOTO

AOKYMEHTa HNOJDKEH IPENCTaBUTh OUPEKTOPY €ro IpPOeKT 3a OAMH JEeHb J0

NOANKUCAHUSL.

5.6. PacriopsiutenbHple TOKYMEHTH HyMepYIOTCS MTODSIKOBBIME HOMEpaMH B

Tnpefenax KajJeHIapHoro roja.

5.7. IIpoTOKOJ — OKyMEHT, B KOTOPOM (GHUKCHPYIOTCS 00CYXIEHHE BOIIPOCOB U

NPUHATBIE PELIEHUsI HA COOpaHHUAX, COBELIAHHUSX, KOHPEPEHIMAX U 3aceqaHHsIX

KOJTerHabHbIX OpraHoB. lIpotokon opopmisercs Ha obuiem 6rnamke. Jlata u

MECTO COCTaBIIEHHS JIOJDKHBI COOTBETCTBOBATH JAaT€ M MECTY HPOTOKOJHPYEMOTro

coObitus. Ecitu poToKoIHpyeMoe COObITHE AMUIOCh Ha IIPOTSDKEHHH HECKOIBKHX

IHEH, ToO BO3MOXHO yKa3aHHe HaThl CIeAyIomuM obpasoM: 12-15.07.2004. Texcr

IIPOTOKOJIa COCTOUT U3 ABYX YacTei:

— BBOJHOH
— OCHOBHOH.

5.7.1. B BBOIHO# 4YacTH yKa3bIBAaIOTCSA IIpeCeNaTes, CEKpeTapb, KOJHYECTBO
NPUCYTCTBYIOIIMX, IPUIVIALICHHBIX C YKa3aHHEM JOJDKHOCTH M MecTa
paboTel, moBecTka qHs. Ha pacimpeHHBIX 3acelaHusIX ¢ GOJBIIMM YHCIOM
NPUCYTCTBYIOIIMX MX COCTaB  YKa3bIBAETCS KOJHYECTBEHHO, a O
bamMuNIBHBIA  CHMCOK MpHiAaraeTcss K MPOTOKOTY, O YeM JelaeTcs
COOTBETCTBYIOIIAsl momeTka. Hampumep:

[IpucyrcrBoBanu: 43 yesnoBeka (CIUCOK MpHIaraercs).

5.7.2. OcHOBHas YacTh MPOTOKOJA COCTOMT H3 pa3feioB, COOTBETCTBYIOLINX
MyHKTaM MOBECTKU JHsA. TEKCT KaXI0ro M3 paslesioB CTPOUTCS IO CXeMe:
CJIVIIAJIH, BBICTYITUJIN, IOCTAHOBWIIN (PEUIWIIN).

Jloknanel, pemenns npunararOTcs kK NpoTokony. IIpoTokon mogmuckBaetcs

NpencenaTeneM U ceKpeTapeM.

38. AKT -  JJOKyMeHT, COCTABIEHHBI  HECKONBKHMH  JHIaMu u
MOATBEPKAAIOMIMA YCTaHOBJIEHHBIH (akT, coObITHE, NelicTBHe. AKT MOXKET



5.8.1.

5.8.2.

5.8.3.

5.8.4.

5.8.5.

5.9.

5.10.

OBITH COCTABJIEH KaK KOMHCCHSIMM, TaK U HECKOJbKMMH IOJDKHOCTHBIMH
JIULIaMU.
AKTBI OBIBAIOT HECKOJIBKUX BHJIOB:

— 0 HapyIIEHHUX TPYA0BOM U (PUHAHCOBOW AUCLUTIINHbI

— 0 HapyIIeHUAX TpeOOBaHMUN OXpaHbl TPY/a;

— 00 y4eTe ¥ XpaHEHHUH MaTepHaIbHBIX IEHHOCTEH;

— I10 JIEJIOTIPOU3BOICTBY

— " 1p.
AKT odopmisiercs Ha obuiem Onanke. Jlara u MecTo COCTaBJICHUA,
mpocTaBJisieMble B OJaHKe akTa JOJDKHBI COOTBETCTBOBATh Jare M MECTY
akTUpyeMoro coobiTus. TexcT akra feiuTcs Ha TPY 4acTH:

— BBenenue;

— KoHcTatupyromias 4acTsb;

— BbIBOJBI.
TekcT BBENEHHS BO BCeX akTax (opmain3oBaH. B HeM yKa3bIBa€TCiH
OCHOBAHHE JUISi COCTaBIICHHE aKTa, NMEPEYHCIIAIOTCS JIHIA, COCTaBJIAMONINC
akT (MOryT OBITH YyKa3aHBl M TPUCYTCTBYIOLIIHME IpHU 3TOM JUIA).
HauuHaeTcs 3Ta 9acTh ciioBoM « OCHOBaHME» C yKazaHHeM 4epe3 JBOCTOMHE
paCIIOPSAMUTENBLHOTO TOKYMEHTa B UMCHUTETIBHOM MalexKe, €To zaTa, HOMeD,
3aronoBok. Janee mumetrcs «CocTaBieH» M MEpeHHCIIAIOTCA bamunmuu C
WHALHATAMH COCTaBHTENel akTa IHb60 MPUBOAUTCS COCTaB KOMHUCCHH M
IPUCYTCTBYIOIIUX B ah)aBUTHOM IOPsIKE.
B KOHCTaTHPYIONIEH YaCTH M3NaraoTcs UeiH, 3a/jaui 1 CYIECTBO paboTel,
IPOJETaHHON COCTABUTEISIMA aKTa, ee pesyIbTaTbl. PesynpTaTsl paboThI
MOTYT OBITBH IIPEJCTABIICHbI B BUIC TaOTUIBL.
3aKIIOUMTeNbHAS YacTh He 00s3aTeNbHA. B Hel JenaioTCs BRIBOIBL HJIH
natorcs  pekomenpmammu. Ilocnme  TekcTa  TEpen MOAIUCAMUA  IIpH
HeOGXOMIMOCTH YKa3bIBalOT KOJMYECTBO COCTABJICHHBIX SK3EMIUIAPOB akTa
U ux MecToHaxoxaeHrne. HexoTopble BUABI aKTOB TpeOYIOT yTBEPKICHHUS.
HanpuMep, akT O BbIISICHUA K yHHHUTOXCHHIO JIOKYMEHTOB H Jell. AKT
[1O/ITACHIBAETCA MPEJCENATENIEM i BCEMU ICHAMU KOMUCCHA.
BoinuckH M3 IPHKA30B, pacHopsDKEHHH, MPOTOKONOB, aKTOB M Jp.
ohopMIAIOTCA  Ha 00X ONaHKaX TOKYMEHTOB C YKa3saHHCM BCEX
HEOOXOIMMBIX PEKBU3UTOB. V3MEHAETCA HAaUMCHOBAHWE BUIA JIOKyMEHTA:
«BplnucKa W3 NpuKasa, pacrlopsiKeHus U Ip.» Ecnu B pacrnopsIuTeIbHOM
JOKyMeHTe IIpUCYTCTBOBAJA KOHCTaTHpYyIOllas 4acTh, TO €€ HEe00X0IUMO
yka3aTb M B BBIIHCKE. B pacrops/iuTeIbHOA HYacTH MHUIUETCS TOJBKO
HeoGXOIMMBIH MYHKT JOKyMEHTa C yKa3aHHeM IOps/KOBOIO HoMmepa. B
IPOTOKOJIE MM AKTe yKasbIBaeTCs moBecTKa OHS ¥ HEOOXOIUMBIM IyHKT
IPOTOKOJA, aKTa C TOPAAKOBbIM HOMEpOM. BBINMCKH U3 IpHUKa3a,
pacropsDKeHHs, NPOTOKoNa, aKTa He [OMUCBIBAIOTCA IpeceaaTeseM,
cexpeTapeM HJIM  ICHAMH KOMHCCHH, a 3aBepsAIOTCsS CEKpeTapeM,
JIMPEKTOPOM HIIH MO mupekrTopa.

oKJ1a/IHAsl 3aMMCKa — JIOKYMEHT, a/IpeCOBaHHbIN PYKOBOJUTEIIO TAHHOTO

JUTH BBIIIIECTOSIIEr0 YIPeKACHHUS U 1H(GOPMUPYIOIIHHA €ro O CIIOXKHBILEUCS
CHTyalli{, UMEBLIEM MECTO SBJICHIH HJTH haxTe, 0 BHIIOTHEHHOH padoTe, a



TaKXkKe cojepKalledl BBIBOABI M IPEIIOKEHHs COCTaBHTENA. TekcT

JOKJIaJHOM 3aIMCKH IENUTCS Ha IBE YaCTH.

— B mepBo#i, KoHCTaTHpYyIOIIEH WM ONKMCATENBHOM, OIKCHIBACTCA
CHUTYyaIus,
— BO BTOPOH HM3JIararoTcst MpeasioxNKeHus!, IpOChObI.

TekcTy noxnamHOW 3amucku 00s3aTeNBHO IIPEIIIECTBYET 3aroJOBOK,
HAYMHAIOIIMICA ¢ Ipeajora «o», «o0». BHyTpeHHsAs [OKJaJHas 3amucKa
o(opMIIsIETCSA Ha IIPOCTOM JIMCTE OyMaru ¢ BOCIpPOM3BeeHIeM PeKBU3HUTA OJIaHKa.
BHeIIHHE JOKJIafHble 3amickd  odopmisiiorcs Ha o0mux OmaHkax |
[OAMHUCHIBAIOTCS TUPEKTOPOM.

5.11. O0bsicHHTENbHASI 3amHCKa — JIOKYMEHT, MOSCHAIONMA COJACpKAHUE
OTHETBHBIX TMOJIOKEHUIH OCHOBHOIO JOKyMEHTa WM OOBACHAIOUINN
IPUYMHBI KaKOro-MOo coObiTHs, (akra, noctynka. OObACHUTETbHbBIE
3allUCKHU, IOSCHSIOLINE COJIep)KaHWe OTHEIbHBIX IOJOXKEHUH OCHOBHOIO
IOKyMEHTa, OQOpPMIAIOTCS Ha  obmeM  OngaHKe — YYpeKIACHHUA.
OObsACHUTENbHBIE 3alMCKA MO MOBOAY KaKUX-TMOO IPOMCLIECTBHH,
CJIOXKHBIIMXCS CUTYAIMii, IIOCTYIIKOB U IIOBEIEHHS OTACIbHBIX PaOOTHHKOB
0(OPMIIAIOTCS Ha YHCTHIX JIMCTaX OyMaru ¢ BOCIIpOU3BeI€HHEM PEKBU3UTOB
OnaHKa ¥ MOAMKUCHIBAIOTCS COCTABUTENIEM.

5.12. 3asBiaenust oQOPMIIIOTCS B PyKOIUCHOM (opMe cleaylonmm 00pasoM: B
JIEBOM BEpXHEM YINly YKa3blBaeTCs IOJDKHOCTb, MHHIHAIBl M (QaMuIIus
YeJI0BEKA, KOTOPOMY aqpecOBaHO 3asBlIeHHE. 3asgBIEHHE MUIICTCS Ha MMA
TOTO IOJDKHOCTHOTO JIMIIA, KOTOPOE OTBeYaeT 3a JAaHHBIH BONPOC B JAHHBIH
MOMEHT BpeMeHH. Eciu 3asBlieHre MOCTYIIaeT OT COTPYAHUKA YIPEKACHU,
YKa3bIBAETCsL MMsI, GaMUIIHS, OTYECTBO MOJHOCTBIO, JODKHOCTE COTPYIHHKA
B POIIMTENLHOM Iafiexe Oe3 mpemora «om». Eciu 3asBiIeHHe MOCTyNaeT OT
bU3MUECKOro JMI@, YKa3hbIBAETCS €ro HMs, OTYEeCTBO, (baMuims, anpec,
tenedon. Jlanee NHUINETCS HAUMEHOBaHHE NOKYMeHTa 0e3 KaBBIYEK C
IIPOMHMCHOM GYKBBI C TOUKOH. TEKCT 3asBIICHMS MOXKET ObITh POU3BOJIBHBI.
[Tociie TekcTa B JIEBOM YINIy YKa3pIBaeTCs JaTa HAlMCAHUA 3asBIECHUSA, B
TIPaBOM YTy CTaBUTCS [IOJNHUCH COCTABUTEIS.

3asgBieHUs Ha OTIrYJbl, OTIYCK 0e3 coxpaHeHHs 3apaOOTHOH IIIaTHI
BH3UPYIOTCS JUPEKTOPOM Y UPEKICHHS.
6. [lopsiIoK MPOXO0XK/AeHHsl A0KYMEHTOB BHYTPH y4pek/IeH s

6.1. Pernctpauus 1oKyMeHTOB

6.1.1. Peructpanus nOKyMeHTa — (QUKCAIHs (akTa co3JaHus MM IOCTYIIJIEHUS B

yUpekaeHHe NOKYMEHTa IIyTeM MPOCTAaBJICHHA HA HEM IIOPSIKOBOrO Homepa

(HayuHas ¢ Hayaja KaJleHIapHOro roga) ¥ AaTbl C IOCJENYIOLIEH 3aluChiO

HEOOXOMUMBIX CBEIEHHH O HOKyMEHTE B PErMCTPAallMOHHBIX J>KypHamax I

HCXONAIIEH TOKYMEHTAIME WM B PErHCTPALMOHHBIX KapTOUKaX JUls BXOMIIeH

NOKyMeHTaIMH. B YapeskieHHH PasiiyaloTcs TpH N0TOKa J0KYMEHTOB:

- JIOKyMeHTBI, IOCTYaroLne U3 Ipyrux opraHu3anui (BXxoasumue);

- JIOKyMEHTBI, OTIIPaBIIseMbIe B IPYTHe OpraHHU3allui (ucxomsuiue);

- JIoKyMeHTbI, CO3/1aBacMbI€ B VupexaeHHH U HCIOJb3yeMBIE B
YIIpaBeHYeckoM Ipoiecce (BHYTPEHHHE).

6.1.2. PerrcTpanuy MoJuIekar Bce IOKyMCHTEL, TpedyIoIKe y4eTa, UCIOIHEHNS U

HCIONB30BAHMSl B CIpPAaBOYHBIX  LEJAX (pacmopsiiMTENbHBIE,  YYETHEIE,



CTaTUCTUYECKHe, OyXTralTepCcKHe, KaJpOoBBIE H Ip.), Kak wH3IaBaeMble B
YYPEeXIEHUH, TaK ¥ MOCTyNalollie M3 APYTMX OpraHM3alliid U OT JacTHBIX JIMLI.
Perucrparuu nognexar xak nMcbMEHHBIE, TaK U IIeYaTHbIE JOKYMEHTHI.

6.1.3. JIOKyMeHTHl pErucTpUpPYIOTCA OJAMH pa3: IOCTymalpolue — B J€Hb
IOCTYIUIEHHS], CO3/1aBaeMble — B JIeHb yTBEPKIeHUs WM rmoanucanus. OTaensHoO
PErUCTPUPYIOTCS  pacnmopspDKEHWs, IpUKasbl, IPOTOKOJBI, aKThl, CIPaBKH
COTPYAHHKAM, y4YalllMMCs, CIpPaBKU KOHTPOJISI MO OCHOBHOW JE€ATEIbHOCTH H
JIOTOBOPBEI Ha IUIaTHBIe oOpa3zoBaTelibHble YCIyrd. Perucrtpanus HCXOIALIAX

JIOKYMEHTOB OCYILECTBIISICTCS CeKpeTapeM. Perucrpauus BXOAsIICU
JOKYMEHTALUH (B T.4. 3asiBJIEHUS, IPOTOKOJIBI) OCYLIECTBSETCS AUPEKTOPOM HIIH
CeKpeTapeM.

IIpu peructpanuu B KapToykax yuyeTa o0s3aTe/bHbl CleIyrolie peKBU3HUTHI:
aBTOp IOKYMEHTA, Ha3BaHue, JlaTa, perucTpalMOHHbIH HOMEp, KOJIMYECTBO JTUCTOB
AOKYMEHTA, yKa3aHWE O HATMYMHM NPUIIOKEHUH, KpaTKoe Co/iepKaHue, Pe30JIIOLIH
AMPEKTOPA, TOANHUCH HCHOJIHUTENS, MOATBEPXKAAIOIIas MoJydeHHe IOKYMEHTa,
YKa3aHHC O TIPOMEXYTOYHBIX CpOKax HCIIOJIHEHUs, O IIepeHOCe CpPOKOB
HCIIOJIHCHHA, JaTra (baKTquCKoro HCIIOJIHEHUSI JOKYyMEHTa, OTMETKa O
HalIPaBJICHHU NTOKYMEHTA B J€JI0, CPOK XpaHEHHSI JIOKYMEHTa.

JloKyMeHTEI B VYuapexnenuu TPYNIUPYIOTCSA 10 BUIAM, XPaHITCs B ITallKax C
OTHOCAIIMMHUCS K HUM IPHIIOKEHUSIMH.

5. KoHTpoaIb HCnoIHEeH s AOKYMeHTOB

[lenbr0 KOHTPONIS ABIAETCS OGecTedeHne CBOCBPEMEHHOIO M KAYeCTBEHHOTO
HCIIOJIHEHNS IOPYYeHHH, 3aUKCHPOBAHHBIX B JOKyMeHTaX. KOHTpOIIO moeskar
BCE 3apErUCTPUPOBAHHBIE NOKYMEHTHI. KOHTponmb 3a HcHoiHeHWeM NOKyMeHTa
BO3J1araeTCs Ha YKa3aHHOTO B PE30IIOLUH COTPYAHHKA.

CpoKH HCIIONHEHHS TOKYMEHTOB HCHHCISIOTCS B KaJEHIAPHBIX THAX C JATHI
MX HoAnucaHus (YTBEPKIAEHHS) WIM C IaThl MOCTYIUIEHHS. JlaTa HCIONHEHHS
YKa3bIBA€TCA B TEKCTE JIOKYMEHTA HIIM B PE3OJIONHMH IUpeKTopa. B ciyuae, korna
CPOK HCIIOJIHEHHUS JOKYMEHTa He yKa3aH, OH JOJDKEH OBITh WCIIOJHEH B TEUCHHE
Mecsua.  MsMeHeHHe  CpOKa  HCIOJHEHWS — IPOU3BOJUTCS  ITHPEKTOPOM,
YCTaHABIMBAIOIIMM 3TOT CPOK. VI3MeHEHHS BHOCATCS B PErHCTPAlMOHHYIO
KapTouky. JIOKyMEHT CYHMTAETCsS UCIONHEHHBIM M CHHMAETCS C KOHTPOIS IIOCIe
BBITIOJTHEHUST 3alaHui, IpopabOTKH BONpOCa, IOArOTOBKH cooOmeHus. Ha
AOKYMEHTE MpOCTABIAIOTCA OTMETKa 00 HCIOJIHEHWH, MOANMCh JIHIIA,
TOATBEPKJAIOLIEro UCIIOJHEHUE, 1aTa.

Cucrema ydyera  KOHTPOJBHBIX JOKYMEHTOB CTPOMTCS Ha 0ase
PerucTpannoHHbIX JaHHBIX. KOHTpOJbHAs KapToTeKa CHCTEMAaTH3HPYETCS II0
Cpokam ucronHeHus. [IpoBepka Xo/1a UCIIOJHEHUS OCYILIECTBIIAETCS IO UCTEYEHHUS
CpOKa MCTOJHEHHUs (MpenBapUTEeNbHBIH KOHTPOJIb) B CIEAYIOLIEM HOPSIKE: II0
3alaHUsAM TIOCIIeIYIOIIMX MECSLEB TEKyLIEro roja — HE pexXe OIHOro pasa B
MecsIl, o 3aaHusAM TEKYIIEero Mecsla — KaxIble NeCATh JHeH U 3a IATh AHEH 1o
HCTeyeHust cpoka. CrpaBKH KOHTPOJS O COCTOSHMH — MCIIOJHHTEIbCKOM
AUCUMIUIMHBEl COCTABJISIIOTCS HE peXe OJHOTO0 pa3a B 4YETBEPTH AMPEKTOPOM.
OTBeTcTBEHHBIH HCMOMHUTEND HECET IEPCOHATBHYIO OTBETCTBEHHOCTD 32 MONHOTY
U noctoBepHOCTs MH(OPMALMU IO HCMONHEHHIO JoKyMmeHTa. Jlnsg ynobcrsa



paboThl HCMOMHMTENM MOTYT 3aBECTH MaNKU JUI HCIOJHEHHsS JOKYMEHTOB
«Cpounoy, «Ha noanucey, «Ha oTmpasky».

6. CocTaB/ieHHe HOMEHKJIATYPbI AeJl
6.1. Knaccudukauus JOKYMEHTOB  3aKpersercs B  HOMEHKJIaType el
Vupexzaenus. Homenxnarypa jgen VYupexieHus CcOCTaBisieTcss 10 (GopMme,
onpeneneHHon ['ocymapcTBeHHOW apxuBHOM ciyx6oii P®, u yrBepxkmaercs
JUPEKTOPOM HIKOJIBI.
6.2. ®opmuposanue nen. CoTpyiHuKH OTBedaroT 3a (OpMUpOBaHHE JeTl B
COOTBETCTBUHU C HOJDKHOCTHBIMU 00s3aHHOCTAMH. KOHTpOJIb 3a NpaBUIbHOCTBIO
(GOpPMHUPOBAHUS €Nl M apXUBAllMKM OCYIUECTBISET AMPEKTOP M cekperapb. IIpu
(GOpMHPOBAHUH J1e]l HEOOXOAUMO COOJIIOAATE CIIEAYIOLINE [IPaBHIa:
— IloMemars B A€N0 TOJBKO WMCIOJHEHHBIE TOKYMEHTBI B COOTBETCTBHM C
3aroJIOBKOM Jiejla 10 HOMEHKJIaType 1el,;
— IomermaTe BMecTe BCe JOKYMEHTEHI, OTHOCSIIMECS K PaspelleHuIo OTHOTO
BOIIPOCA;
— I'pynnupoBats B Jeie JOKYMEHTHl OJHOIO KaJeHAapHOro roza, 3a
UCKJIFOUEHHUEM NEePEXOISIInX e,
— I'pynnupoBaTh B Jelie JOKyMEHTHI IIOCTOSHHOIO XpaHeHUs M BPEMCHHBIX
CPOKOB XpaHEHU;
— B geno He OO/DKHBI IIOMEIIAThCS JOKYMEHTHI, IIOJJIekKalue BO3BPATY,
JUIIHUE 3K3eMILISPhL, YePHOBUKH.
— Jleno He JOKHO TpeBbImaTh 250 JTHCTOB;
— Homep neno, B KOTOpOe A0JDKEH OBITH IIOMEIIEH JOKYMEHT, OIpeesieTCs B
COOTBETCTBUU C HOMEHKJIATYpOH.
6.3. TIo OKOHYAHUMU KaJIeHIapHOIro roja IMpOU3BOAMTCH 0TOOp MOKYMEHTOB JUIs
TOCTOSIHHOTO, BPEMEHHOI0 XpaHEHHs, KOTOPBIC obopmistoTCs B Jlena U

nepenarTes B apxuB quem{eﬁm.



[Tpunoxenue 1

CXEMA PACIIOJIOKEHWSI PEKBU3UTOB JOKYMEHTOB

CXEMbI PACMONOXEHWSA PEKBU3UTOB OOKYMEHTOB
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Pucynok A.1. Pacronioxenue peKBU3UTOB
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¥ TpaHUIBI 30H Ha opmare A4 yrioBoro 6raHka
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Pucynox A.2. PacmoioxeHue peKBU3UTOB

¥ rpaHULBl 30H Ha dopmare A4 IpOOJILHOTO OnaHka
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