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1. OBIIHE TIOJIOMKEHHA

1.1, Hacrosmas Hucrpyknms paspafotasa ¢  ywerom «OCHOBHMX ONORCHHE
FOCYAAPCTREHHOH CHCTEMEl DOKYMEHTAUHOHHONO ofecnmeYeHHA ynpaenesns. O6mme TpeboBanns K
foxymenty». (M., 1991), I'OCT P 6.30-2003 «Vendunmporanmas cHcrema OpraHH3AIHOHHO-
pacnopamHTentHOl  gokymenTaumd. TpeGosamma Kk odopmnenwio  gokymenTos, Tumopof
HHCTPYKIHY 10 JeNONpOHIBOACTRY B (eaepantHuIX Opramax HenonHuTensHol mracta (M., 2001),
01.04.2000r. MHcTpykuus onpeenser OCHOBHEIZ NPHHIMOL OprARHIIHH JENONpoHIBOMICTRA,
NOPLACK  AOKYMEHTHPOBAHHA  YNDABAEH4ECKOH MeATCTBHOCTH W oprasmsangmio  paborel o
AOKYMEHTAMH  oDuiccTRenHOr0  OObEAMHEHHS: TIpHEM, Y4YeT, TNOATOTOBKY,  odiopMuense,
THPAXHPOBAHKE, KOHTPO/Ib  MCOONHEHHA, XPAHCHHE H  HCOOMBIOBAHHE  JOKYMCHTOR B
AEMONPOHIBOJCTRE M MCPEAATa HX HA rOCYAAPCTEEHHDE XPaHEHHE.

1.2. Pafiota ¢ foOKYMEHTAMH peryaspyercs B COOTBETCTBHH ¢  JeHcTBYROMMME
saxkomofatensereami Pocemfickoit @egepansn, B Tom umcne Qegepansiid sakod «06 apxuBROM
Aene & POw» (2004), «llosomennem of Apxmenom domme Poccmiickoli ®enepammm» (M., 1994) n
HOPMATHBHO-METOIHYECKHME OKYMeHTaMK Pocapxmia,

1.3, ObOnmm#l KOHTPONL 3a cofmMofeHHeM YCTAHOBRNCHHEIX NPapwi, NOPAIKOM paboTe ¢
JAOKYMCHTAMA H 0DeCcHeueHHeM HX COXPAHHOCTH OCYIIECTEIAET Japenyiomuli Yupesieanem.

1.4, OreercrBeHHOCT: 33 COCTOAHHME NeNONpoWIBOfCcTEA W cobmomenme TpeGomammit
HACTOAMER HHCTPYKIHH BOMIATACTCA HA COTPYAHHKE, HAIHAYCHHOTOD NPHKA3OM JHpeKTOopa (OpH
OTCYTCTBHM CTARKH MENONPOHIBOIHTENA O IITATHOMY PACTHCAHWIO Bee OGE3AHHOCTH BOANArAKTCA
Ha [HPEKTOpa). 3TOT CcOTpyAHHK O0ecneuHBacT y4eT ©  [POXOKIEHHE [OKYMEHTOB B
YCTAHOBNEHHEIE CPOKH, WHQOPMHpYET PYKOBOACTBO O COCTONHHM HX HCHOJIHEHHA, OCYIIECTRAAET
CIHAKOMIACHHES ]J-HE'DTH.EK'DI] c HOpPMATHRHLIMEH H METOIHYSCEKHMHE AOEYMEHTAME il
genonpomisoacTey. [Ipm cMese cOTPYAHHKE, OTBETCTEEHHOID 3a NENONPOHIBGACTEO, JOKYMEHTEH
NEPeNAKTCA M0 AKTY NPHEMa-TISPEIatH,

1.5. Tpefopanua HHCTPYKUHE N0 AeN0lpoH3BoNcTEY ob0szarensum ana Becex. Ee nonoxernne
PACHpPOCTPAHAETCA HA OpPraHMlamdio paboTe, B TOM HGHCNE OCYIIECTEJIAEMYI) € MOMOMIIBE
aBTOMATHIHPOBEHHEIX TeXHomormH. DBHeCCHHE HIMCHCHHR B YTBODEICHHYID HECTPYRIHED
OCYIIECTBIACTCA TOMRKO HA OCHORAHHH NPHEAA THPEETOPA.

1.6. Tlepemaua JOKYMEHTOB, BEIAYE KOTHA CTOPOHHHM OPTaHHIAIMAM o [POKIAHAM
OCYIHECTBIACTCH HA OCHORE 3IAKOHOOATENRUTHEA B I]UP.H.DIC, CIDCICTEHROM PI'I'IETP}"K]!.EEﬁ oo
AENONPOHIBOACTRY.

4. JOKYMEHTALIMA YYPEATEHHA

2.1. JlesrennHocts  Yupesmmgenms  O0ecIedMBASTCH  CHCTEMOH  BIaHMOCBASANHBIX
YIPARTEA9ecKHX A0EVMCHTOR, COCTARMANIME €ro I0KYMOHTAHOHHYH Daay, !

2.2. B coOTBETCTRAN ¢ QCACTBYIONIHM 3aKOBONATENECTRBOM H KOMIETeHUMEH YUpERaeHHt
NpoLuecce  AERTENBHOCTH  COIMAET  CHENyIIHE  BHOM  JOKYMCHTOR. — OpTaHH3alHOHHD-
pACTIOPAANTELHER (NPOrpaMmMa, TMONOMKEHHE, NPOTOKOIL, PEMEHHA H T.J,), 00 JHYHOMY COCTaBY
{pacnopimeHHA N0 IHYHOMY COCTABY, 3AHBICHHA, XAPAKTEPHCTHEH, TPYAOBRIE KHIDEKH, [THYHEE
kaprogen T-2, muausie mema, TPYAOBBIE JOTOROPE H Ap.), HEGOPMAIHOHHO-COPABOYHEIE (MHCHMA,
CIIPABKH, OTHETHL, HHOPMAIHH H TL.).

2.3, [lpH NOArOTOBKE IOKYMEHTOR PEKOMEHIYSTCH MpAMESHSTs TexcToBsil pexaxrop Word
pepcun ot 6.0 ® BemE ¢ AcnomkiomamWeM wpadTor Times New Roman pasmepom Mell (ans
odpopmnerns TabmaHerx Matepuanos), 13, 14, 15 uepes 1-2 anrepbana.

3, TIPABHITA TIOATOTOBKH H OPOPMITEHMA JOKYMEHTOB
& VIpaBNeHYeCKod JesTeIRHOCTH
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3.1.1. Ooxyment odopmnserca s cooteerctand ¢ NOCT P6.30-2003 u ameer yeranormentbil
KOMINEKC PEKBHINTOR. HAHMEHORZHWE OpTAHH3IAUME, COPAaBOYHEIC IAHABIE, HAMMCHOBAHWE BHIA
NOKYMENTA, NATd AOKYMEHTE, PCTHCTPAUHONHBIR HOMEp MOKYMEHTA, AApPecar, rpd yTeepHAeHHS,
PEIOIOLUKA, JAMCA0BOK K TEKCTY, OTMETKA O KOHTPONE, TEKCT AOKYMCHTAE, NOATHCE, NEYATH, OTMETER O
JEAREREHHHE KOITHH,

HokyMenT JAOMKEH HMETE  CHemylomMe o0f3IaTenbHBIE DEKEHIHTEL  HAHMEHOBAHHE
OprAHMIAINA — ABTOpA JOKYMENTA, AATY, HWHAEKC, ANPEcaT, PerHCTPALMOHHEN HOMEp NOKYMEHTa,
TEKCT, BHILI, NOSONCE.

3.2, BnankH NOKYMEHTOR

TpeGopasna & ONAHKEM OPraHMIANNOHHO-PACHOPAIHTENEHEIN AOKYMCHTOR YCTAHORMEHE
nossM crangaprom OCT P 6.30-2003 u namenennem Nel TOCT P.6.30-97, peeleHHOE B NCHCTRHE
01.04.2000r,

3.2.1. B YupesneHHN YCTAHOBTEHE TPH BEAA GAAHKOB

- GNaHK OHChMA;
- oD Gnauy;
- GnaHK KORKPeTHOTO BHOA JOKYMEHTA, KpoMe MHChMA

3.2.2. Tnn ohopMncHH A0KYMEHTOR HCMONEIVIOTCA DNaHki ¢ YCTAHOBISHHRIM KOMILIERCOM
PEKBHINTOR.

3.2.3. bnaHk nHCHMA BEMOYAST PEKBEHIHTE HAHMEHOBAHWE YUPENHTCRH, HAHMCHOBAHHS
OPraHMAliK, COPABCYHKE JAHHWE 00 OprAHHIALME, QATA JIOKYMEHTA, PETHCTPAIMOHHENT HOMED
NOKYMEHTS, CCEUTKA Ha PErHCTDALMOHHBIR HOMEP W JIATY JOKYMCHTA, ANPECAT, TPH{ YTBCPHICHHA
AOKYMEHTS, PE30/IOLHA, 3arON0BOK K TERCTY, OTMETKA O KOHTPONE H TEKCT JOKYMEHTA.

3.2.4. Ofmmri Grans BEMOYACT HARMERORAHWE YUPeIHTE/NE, HAHMCHOBAHRE OPTaHHIaIIHH.

3.2.5. Bnank KOHKPETHOTD BHOA JOKYMCHTA YUpesIeHHS, KPOME NHCEMA, BKIKOYALT
HAHMEHOBAHWE YYPEIHTENA, HAHMCHOBAHHE OPraHIANNH, HAHMCHOBAHWE BHIA JOKYMEHTa, AaTa
NOKYMEHTA, PerHCTPALMOHRE HOMED OOKYMEHTA.

3.2.6. Bnasks A0KYMEHTOR HITOTABMHEAKITCH HA CTAHNAPTHRI MueTay Oymard dopsmaros: Ad
(210029 7pana), A5 (14821 0nam). BAaHKH JOKYMEHTOR JOTENHE HMETE TIOJE HE MEHee:

nesoe — 20nm, mpasoe — 10w, sepaee — 20bo, HirwHee — 20w,
JlokyMenTsI, CO3IABAEMEIR OT HMEHH JBYX Wik Gonee opranmiamnil odopmusiores Ges Gnanxa.

3.2.7. B YypemoeHus YCTAHOBNEH OJHH BAPHAHT PACTIONKEHHA PEKBHIHTOR Ha GIAHKAX —
MpOaOIbHEIH

3.2.8. BAaHKH [OKYMEHTOB JOMKHE HCOONEIOBATECA CTPOTO 1O HA3HAYEHM) W Des

COOTRETCTBYHOILEND paspeiliéHid He MOTYT NEPEIABATECH APYTHM OPTAHHIAINAM ¥ THILAM.

3 EHHE HT

3.3.1. Hanmenopaune ¥ 9pemeHHd
Haumenonanue YupesJeHHs — SBTOPA NOKHO BCErAd COOTBETCTROBATE YCTAHORMEHHEIM
TpefoBaHiAM 3AKOHONATENRCTRL, HOPMATHBHBIX H YYPENHTEABHHX AOKYMEHTOR, T.2. NABATLCA C
YKA3AHHEM OPTaHN3alHOHHO-NpaBoBod (JOPMEL B COOTBETCTRAN C HAHMEHOBAHHEM, YCTAHORIEHHEIM
[PABOBEMH AKTAMH (YCTABOM, NONCIKEHHEM, VIPETHTELILIMA TOKYMEHTAMH).

3.3.2. Copasoussie JaREE 00 OpraHH3amH
Crpapovmsle JaRHEE BKMOYAIOT: MOYTORG anpec, nomep Tenedota, momep daxca, HOMep
cuerta B Ganxe. Jlanuki pEKBHIAT 00f3IaTENEH AN THCEM,

PexBuanT NOMeIaeTes Hiwe pexensnra «Hanvenonanne Yapemiennss

3.3.3, HammenoBanWe BH/2 JOKVMEHTR
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npenvemorpenre YCOPIL B muckse HAHMEHOBANHE BHIZ JOKYMEHTA HE YKASHBASTOR,
Pacnionaraercd B NeBOM BepXHeM VIIY HHKE HAHMCHOBAHHA YYPERKIEHAA, NMEYATAETCA MPOMHCHBIMH
(zarnapasIMK) GyRBAMA,

Hanpanep: [TPOTOKOI

JOKNATHAA 3ATTHCKA
ITPHKA3

3.3.4. Jlata noxymenTa

Jatoil goxyMeHTa ABAXCTCA JATA €r0 NOJNHCAHAA HIH YTBEPAKICHAS, TE NPOTORONA — J4Td
TACENAHHNA (IPHHATHA PELUISHHA), 1A AKTA — 1ATa CODRITHA,

Jara HOKYMEHT4 [NpOCTABARETCH  NOMKHOCTHRIM  [THUOM, NOMTHCEIBAIOUMM  HIH
YTREPHIAMOIIHM IOKYMEHT.

JloXyMeHT BCTYNEET B CHAY C MOMEHTE €ro NOJNHMCAHHS (YTBEpsIERHR), CCAH B TEXCTe HIH

FAKOHOJATENECTEOM HE NpeIyCMOTPEHA ApYTad JaTa.

Jing oTHpAaBAAeMETX JOKYMEHTOR aTa B GNaHKe OZHOBDEMEHHO ABAAETCA A4TOH NOIMHCAHHA
H OTTIPRBKH,

Mata moxymenta ofopMiserca apaGexiMn nndpaMi B cleayiomedi NOCICIOBATENEHOCTH:
JeHE MECHLIA, MECHL, MO,

TeHE Mecaua ¥ Mecax oopsiteTca TBYMS napass apabekiny mudip, PAsTENEHHEIMA TOUEOH:
rofl — SeTHpPEMA apabcrnme urdpamy,

Jlonycraercd ofOpMIEHHe IaThl B CENyKOmell NoCeloBATENLHOCTH: O/, MCCHL, OSHD

MECHIA.

B HODMATHBHMIX AOKYMEHTAX, 8 THKKE COMEPEKAMIMX CBEASHHS (QHUHAHCOBOTO XAapAKTCPd,

HCNONBIYETCH CIOBECHO-URPPoBOH cnocol odopMnens IaTH.

Hanpusmep: 27 oxradpa 2021 rona

3.1.5. PerucTpatinoHHENR HOMED JOKYMEHTA

PerncTpallioHHLI HOMEP COCTOMT H3 MOPAIKOBOIG HOMEpA, KOTOPEHE NPHCBAMBAETCR ©
AHBAPA 110 Aekalpe. PermcTpallHOHHER HOMED PAIMEIIacTCa B opuoii crpoxe ¢ aarofi. OGosnagacTci
FHaKoM Na.

3.3.6. Coplira Ha PErHCTPANHOHHEIR HOMED H JaTY AOKyMCHTA

Coplixa HA PErMCTPAIIACHHELN HOMED H JIATY JIOKYMCHTA BRIIOHaET PETHCTPALMOHHE HOMED
H OaTy NOKYMEHTE, HA KOTOPRIH AaSTCH OTBET, H PACAOMAracTCH HHMAE HHOCKCA W JATEl HCKOJAAIIErD
AOKYMENTA, JTOT PEKBHIKT IPHCYTCTBYET TONBKO HA GAHKE NS HCEM.

3.3.7. Agpecar

TokymenTs ANPECYIOT OPFAHHIAUEAM, HX CTPYKTYPHBIM MOJPAZIEACHHAM HIH KOHKPETHREIM
THLAM.

[Ipw anpecoBanHi NOKYMEHTA OPraHH3AlNH, 66 CTPYKTYPHOMY nofpasfencHKio De3 YRasanng

NOMAHOCTHOTO THIE HX HAWMEHOBANHA [THITYTCA B HMEHHTENRHOM [A0eHe.

[lps HanpaBneHHH [OKYMEHTE KOHKPETHOMY JOIGHHOCTHOMY NHLY HAHMCHORAHHE |
OpFAHHIAIMH W NOJPASNENEHNS YKAIHBACTCH B HMEHHTEIBHOM MAACKS, 4 ANDKHOCTE H tanmmnma B
NATENBHOM.

[IpH ajpecOBaHHM JOKYMEHTA PYKOBONWTEMO OpPraHHIAIHE Ee HAHMCHOBAHHE BXOOHT B
COCTAB HANMEHOBAHHA JO/DEHOCTH AIpecaTa.

[MpH agpecoBaHMM NOKYMeHTA (HINUECKOMY JHIY, YKESHIBAIOT HHHUIMAIE W paMBTHIO
monygaTens, sateM DouTosait apec. CocraBumie 9ACTH MOYTOBONO AIpECA YKAILBAKOTCA B

MOCHeI0BETENRHOCTH }"cTEHUB.’[ﬂHHUﬁ TIoyToBEIMH TPABAIAME. 1co0 00 yepes Iyanox 20.08.2026 08:58 GMT+03:00
bea89a61-d988-4a9a-89b9-088942a118e6

CrpaHuua 4 3 18



Ecnu fOKYMEHT OTHPABASIOT B HECKOMLKO OAHOPOAMKIX OPTAHMIALMA WM HECKOIBKD
CTPYKTYPHBIX mompasfenenwit ommofi opragmiaumu, To HX Cielyer ykammats ofofmewso (B
HMEHHTENEHOM MANEHE MHOMECTECHHOTD WHCA)

Ilpe agpecopanEl JOKYMEHTEZ pPYKOBOOHTEIAM OJHOPOAHEIX OpPraHHIalMil  PEKBRIHT
wAnpecary ykasspaeTes ob0GMEHHO (B ATEILHOM NANEKE, MHOKECTBCHHOTO YHCIA)

Ha ommom moxymente ofobmamnor He Honee d4-x agpecaros. Ecom wmx Gonbme, COCTARTAKT
CTIMCOK HA PACCHUTKY H HA KAMOOM NDKVMEHTE YKASbIBAIOT TONBKO OHH KoHEperHnil anpec. Cnxcox
HE PECCBUIKY COCTABIAET TO, KTO roTomMl goxyMedT. CNoBO ¢KOMMA® NEpe]l BTOPEIM, TPETEHM H
HETBCPTRIM ANDCCATOM HE NDOCTARMACTCA, YrazaHue Ha OOKYMEHTE HECKOMBKHX aOpecob NPeCelyeT
enk MHQOPMHPOBATE Kamaoro monmydarens of yupesmgenusx ¥ JHIAX, KOTOPHIM OQHOEDEMEHNO
HAIpABNeH JaHHEH JOKyMEHT.

[Moutopenl agpec He NpoOCTanmfeTcs Ha JOKYMCHTAX, HAMPARMAEMBIX B [PABHTEILCTBCHHBIC
OpraHel, BHINECTOMMIME OPraHHIANHH H MOOCTOAHHWM KOPPECNOHOCHTaM {B ITOM CHOYYac B
OpraHH3alHn H&TNDDGPMHD OpHMEHATEL COMCKH PACCHIIKH H KOHBEPTHI € 3apaHec HANnCMAaTAHHEIMH
ajtpecamu),

JlonyCcKaeTCR EHTPHPORATE KAXJIYIO CTPOKY PEKBHINTA ¢AJpEcar No OTHOMEHHID K CaMO#
JTHHHOH CTPOKE.

3.3.8. 'pad yreepwnenua N0KEVMeEHTa

JOKYMENT YTRSpHIASTCH 3AREAVIOMIHM. YTBCDKIACHHE OOKVMEHTA NPOH3IBOOHTCH [OBYMSA
cmocofame — rpudoM  YTBEDMIEHHA HIH pPAcIOpPANHTENBHEIM JOKYMEHTOM, KOIr7Zia BEEOCHHC
fgoxyMenTa TpefveT NonoNRHETENEHENX geficTeuil B npexnucaniit. Oba cnocola yTBepHOCHHA HMEHOT
OJAHAKOBNTO IOPHINTECKYID CHITY.

[pud yTeep#ileHRs PACTONATAETCH B NPABOM BEPKHEM YIAY AOKYMEHTE H BEMOUaeT B cebs
enoso YTBEPH]IAIO (Ge3 xassivex), HAMMEHOBAHHE NODKHOCTH JHIE, YTREPHIAOMIETD JOKYMEHT,
MHYHYIO TOAITHCE, ¢ pRciusdpoBKyY B AATY YTBEDEISHHA.

[lpy yTEEPEIEHHE JOKYMCGHTA MOCTAHORNEHHEM, PEIIEHHEM, NPHKAIOM, NPOTOKOMOM TpHd
yiBepiaenns cocTomt ®3 cnosa YTBEPNKIEH (VTBEPAKIEHA, YTBEPAIEHBI wm
YTBEPEJEHO), HanMeROBAHHE YTBEPRAAIOMIErC NOKYMENTA B TEOPHTEIEHOM NANEKE, €0 JaThl,
HoMEpa.

N Mps yTECPMICHAR AOKYMEHTA HOCKOMKHMA IODKHOCTHRIMHE NHITAME NOAMHCH PACTIONATAIOT
HA QJIHOM YPOBHE.

3.3.9. Pesoimonms

B ee cocTap BEXOAAT: GAMIIAA HCMOMHHTENH (HenommATenel), cofepanie NOPYIEHHA, CPOK
ACTIOIHEHMA, TOMHCE, JATA.

PeaomouHa paciioaracTcd B NPaBOM BEPXHEM YTy MEETY anpecoM H TEKCTOM.

Hanpumep; Heanon HIL

Pazpaborars N0MKHOCTHYIO
HHCTPYKITAED BOCTTHTATEILS

JIHvHaA NoAnHCE
01.03.2021

Ecmm B peso/monMH yEAIEHO HECKONBKO GaMHmMil, TO AHLD, YKa3aHHOE NMEpBEIM, SRISETCH
OTBCICTBCHHBLIM 32 HCOOMHEHHE JOKYMEHTa ® opramdsyer pabory ppyrex #noenonneTenes,
NpHENEKAEMEX 110 YKA3aHHIO JHPEKTOPE K PEIIeHHI0 BOMpoCa.

Ha nokymenTax, He TpeOyHOMMX JONONHATENEHEX YKA3AHHE M0 HCMOTHEHHID, B PEI0IIOLHH
YKAZLIBAETCH HCIOMHHTEL, CTABATCH NOANHCEH ABTOPA PEI0MOLHH, JATA.

Peaomouns NEPEHOCHTCA CCEPETAPEM B PETHCTDAIHOHYED hopMY M YACTO SRNAET
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M3 PEIOTHOLIHHA.
3.3.10. Jaronoeok K TEKCTY

JaronoBok AD/AEH KPaTKD W TOYHO OTPNATh COJIS[PKAHHE TEKCTA JOKYMEHTA. 3aronoBok
COTTACYETCA ¢ HAHMEHOBAHMEM BHAA NokymenTa, ToUka B KOHUE 3arofoBKA HE CTABHTCS. 3aronopok
MOMET OTBEYaTh HE BOTPOCE: 0 9emy («o komn)?, tueros (wxoron)?, - 4O BEIEneHHH...», #06
WIMCHCHHH. .. » H T.1.

Jaronmopok k goxkydentad, odopMieHHEM Ha GNaHKaX ¢ OPOJOIBHEIM PACTIOMOMEHHEM
pPEKRWINTOR, BEPABHMBACTCA N0 UEHTPY. K TexcTy noxymenTos, ofopMieHHEX Ha Braniax opmara
A5, 38ronoBOK HE COCTARMRETCH.

3aron0BOK NOMEIIASTCA OT MPAHNILE TCBOTOTIONA HITKE PEKBHIRTOB «CChUTKA HA
PErHCTPAIIHOHHET HOMED H JATY NoKyMeHTas H «MeCTo COCTARNEHNA HITH H3/IAHHA NOKYMEHTAR

3.3.11. OTMeTra 0 KOHTpONE

OTMeTKa 0 KOHTpONE — 3T0 OTMETKA O KOHTPOAE 38 HCTOMHEHWEM IOKYMEHTR, KOTCRYH
obosnasmor Gyrsol «Kn, caosom wim mrammom «Kortponss. OTMETKa CTARHTCE HA JIEBOM MONS
AOEVMEHTA 10 PEKBHIATOM «3aromoBoK K TEKCTYW, KouTpolk HCNOIHEHHS OOKYMEHTa
OCYIIECTRIAET 3aBeTyIOmHi.

3.3.12. Texcr noxyMeHTa

Teker JOKYMERTA COCTARINIOT HA PYCCKOM SIkIKE B COOTBETCTEHH C 3AKOHOMATENECTBOM

Poccriickofi Denepatnmn,

TexcThl QOKYMEHTOB 0OPMISIOT B BHIE AHKETH, TAOIHIE, CRAIANHOID TEKCTA WM B BHAC
COCOMHCHHA ITHX CTPYKTYP.

Mps cOCTABNEHHM TEKCT2 B BHAC @HKETH DOCTOAHHAA HRDOpMaNHE  BRPLKAETCH
CYMIECTEMTE/IBHEIME B HMENHTENEHOM TAISHE, HATPUMED: (amMuIHA, HMH#, OTYECTBO, HIH
CIOBOCOYETAHHAMH, OTIOPHEIM CHOBOM B KOTODHIX ABARETCA MMA CYIIECTBHTENLHOE, HANPHMED:

nocaefHee MECTo paboTel.

TekcTss B BHAe TAO/HIN TPHMEHAKOTCA B OTYCTHO-CTATHCTHYECKHX, OyXramTepokix,
OpraHA3AHOHHO-PACTIOPAHTENEHED IOKYMEHTAX (WTaTHOE pACTIMCANNE, TNaH paboTsl B Ap.), Tpadin
TafTHI HOERHE GHTE NPOHYMEPOBAHEL 3arOMOBKH MHITYTCH ¢ NPOMHCHBIX GYKER, 8 NOS3aTON0BKH -
co CTPOYHOI (B HMERMTENEHOM TANCKE eHHCTBEHHOID HHCHA), ECTH 0NN COCTARIMIOT ONHO Uenoe ¢
JArONOBKOM, T.€. TORCHTIOT ere. Ec/ii moasaroioBok HMEET CAMOCTONTE/IBHOE 3HAYEHHE, TO MHIIETCH
¢ nponucHol Gyxesl, TOUER B 3ATONOBKAX H NO/3Ar0NOBKAX rpad HE CTABATCR.

3.3.13. OTmeTxa 0 HUTHYHH TPEIOHKCHHA

PexpianT «OTMETEA 0 HATHMME [PHIOKEHHE) PACTIONAACTCH MOJ TEKCTOM W MONET OWTL

otopMien aByMi cliocobami.
Ecoe npunomeHds VIOMAHYTEL B TEKCTE JOKYMEHTA, TO OTMETER of HX HATHYHH

ohopMasercs no popme;
Hanpumep: Mpunosense: Ha 21, B 3 3K3.

EciH npuooHenHs B TEKCTE HE HA3BAHEL, WX HAHMCHOBAHWE [AcTCA B OTMETHE O
MPHNOKEHHAX C YKA3AHHEM KONHIECTEA IHCTOB H IKIEMIIAPOE B KWA0M MPHI0KEHHH,

Hanpamep: [panoxenne:

[lTatoe pacracanie Ha 2. 8 1 3K3.
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3.3.14. Tloanscs

JOKYMEHTE NONMACHBAIOTCH JEBEAYIOWIMM MAM N0 TNOPYHEHHIO DHPEKTOPA JIHIIOM,
Bﬁﬂﬁﬁﬂﬂll.ﬂ'lﬂ.! ero, E- COCTAR ODOOMHCH BXOAHT HAHMCEHOBAHHES JOJMDHHOCTH JIHIA, ﬁﬂjﬂ]ﬂmﬂﬂmﬂlﬂm
JOKYMEHT, ero nu4Has noanucs o ee pacwwdpopka. [logmuce pacrmonmaraeTcs Mo TEKCTOM
ﬂﬁ.ﬂ}"ﬁ[ﬂﬁl‘ﬂ. E JAOKYMEHTAX, HIMOTORIEHHEIX HA EIIH.I'IBEEJ[. B HA3BAHHC JOMHHOCTHE HE BXOOHT HA3BEHHE
ofmecTReHHOTO OOBeTHHEHNA.

Hanprmep:
JupexTop MHYHAA NOJNHCE b H.0.

B cAygae OTCYTCTBMA J0/DKHOCTHOTO JIHOA, NOANHCE KOTOPOT0 3aroTOBNCHA HE
DOKYMEHTE, eCTH AOKYMEHT NOANMCHIBAST Er0 JAMECTHTENE WIH HCNOTHAOMHEE 00A3aHHOCTH,
o0f3ATENbAO YKAILBACTCH (DAKTHYECKAR N0/KHOCTE NOANMHCHBAIOMIErD NOKYMCHT MYTEM BHECEHHA
HCMpannenwii (JONeYaTHIBACTCA €M) HIIN 4H.0.0) H YKAILBAETCA €10 (aMuTHi.

[IpocTasnenne kocolt 4epTel nepe) yxazamues NODKHOCTH HIM Mpeanora «3an SBIRCTCH
rpyGoft owmbxof. He nonmyckaeTcs Takse MOAMACE 0T pyxke «3amy.

3.3.15. llewats

[TesaTs 3apepReT NOATHHHOCTE NOANHCH  JOMKHOCTHOTG  JHIIA HA  JIOKYMEHTax,
NPeNYCMOTPEHHRX  CNEUMANLHLIMH = HOPMATHBHEIMH  OKTAMH, YOOCTOBEPRIONIMX Tpama JIHI,
fuxcrpyiomux  axTe, cERlaHHEE ¢ QUHAHCOBRIMM cpegcTsamy. B YupemneHWH onpeneneH
nepedeHt JOKYMEHTOB, H8 KOTOPBIX CTABHTCH Nevars oprammiamuu. OTTHCK Me4aT#t chemgyer
NpOCTABMAATE TakHM obpasom, wro0M OH JEXBATEIBAN 9ACTE HAHMEHOBAHWA JOMAHOCTH JIHILA,
noanHcaBmero NoKyMeHT. Ha jokymeHTax (pHHAHCOBOID XapakTepa Me4aTh NPOCTABIAETCH Ha
CHEUHATEHD OTBEICHHOM MeCTe, KoTopoe obosnauaeTcs cuMBonom «M.IL»

3.3.16. OrueTxa O 3ABEPEHHN KOTHE

[Mpr mechxoZMMOCTH 3aBEpEHHA COOTBETCTBHA DOKYMEHTA NOATHHHHKY HHKC PCKBHIMTA
«[logmMCE® OPOCTABAMIOT: 3ABEPHTENEHYIO Hammuck «BepHon, JoikHOCTE §WmA, 3aBEpHBIICrO
KOMHKY, THYHYH DOANHCE; paciind poBKY NOANKCH {MHMUMANL, aMEIHIO), JaTY 3aBCPCHHA,

Hanpumep:

Bepuo

Jupextop THYHAT NOANMHCE H.A HMsanora
10.01.2021

Ecnu KOMHA BREITAETCH HA PYKH HIH  NepechllaeTcd B JPYTOe YUPERICHHE,
TARSPHTEMBHYI) OTMETKY YAOCTOBEDANIT NEYaTHIO.

3.3.17. OrmeTra of HemonEATENE

Otmerka of HCOOMHATENS NPOCTABIACTCH B NICBOM HEKHEM YOy nuuescl  HiM
ofopoTHOli CTOpOHE! mocnegHerc nHcTa gokyMesTa. Ormerea of wcnonEWTene BKmodaeT
pammnEio (A QAMEITHA, HMA, OTYECTEO) HCMONHETENS JOKYMENTA H HOMED €0 TenedoHa.

Hanpumep:
Bacrm.era Haranea [Tarnosna HIH Bachncesa
14-12-35 34-12-35

3.3.18. OrMeTtra of HenoNMHeHHH JOKYMEHTA H HaIpPaRIeHwH &ro B 1en0
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Ormerka 06 HCOOMHEHHH JOKYMEHT2 M HaNpABNEHHH €r0 B [AEN0 BRICMACT CASIyIOuIHe
JAHHBIE: CCBUTKY HA JaTY W HOMED OOKYMEHT4, CEMJETENECTEYIOWErD O ero HCHOMHEHHH, WiH
Np# OTCYTCTBHA TAKOTO, KPaTkHe ceemenwd of menonsenmw; cnosa «B nenow; Homep menma, B
koTopoM Oyner XpasHTECR JOKYMeHT. OTmeTka o WCNONHEHHH M HANDARICHHH €10 B [0
A0kHA OBITE MOAMMCAHA H JATHPOBAHA HCMOIHHTEAEM JOKYMEHTE,

Hanpumep:

HMagan npuxas ot 13.03.2021 Ne 40 «O npopeneHHn MEPONPHATHI 10 YHCTKE KPORIH
snanwitn B peno Ne 01-05
Juumas

MAMHCE

13.03.2006

HITH

OTser Hanpasner
12.03.2021 Ne 20

B neno 01-18
JINYHAR DOMTHCE
15.03.2021

Otuerra 06 HCoOMHENHR H HATPARICHHH €10 B JE00 NOMEIIAETCA HA HIDKHEM MOMe NEPBOro
THCTA JIOKYMEHT.

3.3.19. OrMeTra O MOCTYNAEHAH JOKYMEHTA B OPTalHIaiHD
OTMeTEa 0 NOCTYNIEHHH JOKYMEHTA B YYpea/IcHHe NPOCTARIAETCH OT PYKH B HHMKHEH JacTH

NMHUEEOH CTOPOHE! MEPEOTD JIMCTA NOKYMEHTA HNH Ha ero ofopote. COCTONT M3 NOPASHOID HOMEPA,
JAaTh NOCTYIIEHHA TOKYMEHTA B OPTAHHIEITHIR.

4, OCOBEHHOCTH [NIOATOTOBKH H O@OPMIIEHMA OTAENBHBIX
BHAOB JOKYMEHTOB

B cooTeeTcTBHM ¢ [NeHCTBYIOIMM 3AKOHOJATENECTEOM H KOMUETEHIMedl Yupemnenns |
COITALT CACYIOMHE BHIE AOKYMEHTOR!

4.1.1. YCTAB — 310 cBOJ NpaBHI, PErHCTPHPYIONHX JSATENLHOCTE YYpekAeHHS, ero
BIAMMOOTHOMIEHRA ¢ APYTHMH OPTAHH3ALHAME H TPAKIAHAMH, TPaBa 0 00SIAHHOCTH B ONpe/eTeHnoH
chepe rocymapeTeeHEON HIH X03aHCTBEHHON NESTeNEHOCTH.

Yeras odopsnserca Ha obmen Gnanxe dopmara A4, B ero dopMynap sxomar crenyiomme
PERBHIATH: HARMEHOBAHHE Y YpeAUIeHna, Bl JOKYMEHTA, JIATa, MECTO M3/IAHUS, IPHI] YTREPHICHAS,

B ycrape onpefenens:

1. HaiBaHKe, USIH, OPraHH3AROREO-NPpaBoBaR GopMa Y upemIeHuA;

2. cTpyxTYpa YYpemnenus, pyKOBOLALME H KOETPOIbHO-PERHIHOHHEE OPTaHkbl, TEPPHTOPHE, B
npefenax KoTopol YupesieHHe OCYIecTRIAET CBOK AEATENEHOCTE;

3. KoMTIeTeHIME H mopEnok (OPMHPOBANHS PYKOBONANIMX OPraHod YHpEemIeHHd, CPOKH
MOMHOMOMHI, MECTO HAXOXIEHAA MOCTOAHHO NeACTEYIONMIETD PYROBOAANIETD OPTaHa;

4, MOPAADE BHECEHHS H3IMEHEHNH W NONOTHCHHEA B YCTAR;

5. HCTOYHHKH (OPMEPOBAHHR JCHESHHEK CPEACTE H HHOTO HMYIIECTRa, npasa YUPEK/ISHNs no
YTIPABTEHHID HMYIIECTROM,

6. NOPAAOK PEOPTAHMIALHN H/IH THKBAIAMHN Y Spef/IeHHA.

B ycrape MOTYT NpeIyCMATPHBATLCH HHBIE TNOIOMEHHS, OTHOCAIIHECHE K JASATEMLHOCTH

VypemsIeHH, He MPOTHROPEYAITHE JAKOHOM.

W Hepeaar depes Ananok 20.08.2026 08:58 GMT+03:00
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NPHASTHE peiticnnit na sacenannax, cobpamaax. [Ipotoxon odopmuierca na ofmem Gnanke QopMara
A4. B ero dopmynsp pxogar cIeIyioline PCKBHIHTE: HAMMEHOBAHHE YUpPEKIEHHA, YRA3aHHE BHIA
AOKYMEHTA, JATa 3jace/ladHnd, HOMEp, MECTO 3acelamun, rpad yreepaiexus (B coydae, Koraa
MPOTOKON TOMMEHHT YIBCPAISHHIO), 3arof0BOK, TekcT, moanuck. [Jlata noporoxkona — 3To JaTa
NPOBEJSHHA COBCMANHA, Jaro0BOK — 2T0 HAIBAHHE MPOTOKOMHPYEMONO MEpOTIPHATHA (COBCIIAHME,
3acelaHMe, cofpanie) H HAMMEHOBaHHE KO/UMETHANEHOTO oprada. TexcT MpoTOKOIA COCTOHT H3 OBYX
gacTefl: mBogHOH ®  ocHomHOW. B meogHOfl wAacTH  IANONHAIOTCA CACOVIOLIHE PEKBHIHTHI
NPENceATE b, CeKpeTaps, NPHCYTCTBOBANM, NOBECTRA [HA. ()CHOBHAA 9ACTH MPOTOKONA COCTOHT M3
pPa3IEN0E, COOTBETCTRYIONIMM ITYHKTAM NORECTHH JHA.
Bonpock! B nopecTe JIHA HPOTOKOIE J0MKHE! BRITE CHhOPMHPOBAHE! B TPEANDMHOM TIAJEKE,

Hanpumep: «O6 yreepicaesnn nnana paGor na 2021 rogy

Qopmy H3nomenns (RRopMama, coodlleHwe, AOKIAL H T.L), QOMKHOCTE M damuno
MOKNATYHER CIeYeT HASRATh nocne GopMyNHPORKH BOMPOCE.

Tewer Ekamnoro pasmena crpowresa mo  cxeme:  CHVIIANH, BBICTYTIHIIH,
[IOCTAHOBHITH  (PELIHJIM). Chenom 33 nopangoBEIM HOMEPOM BONPOCAE MHINETCA CIOBO
«CHymanyy, 3areM ¢ HOBOH CTPORH — GAMHIHE H MEHUHATE Aoknamunks. OCHOBHOE BRICTYILIEHRE
OOKTMANOR H BREICTYTINCHHE DOMEHIASTCR B TCKCTE NpOTOEMIE HOH [OPEIAracTcd K - HEMY,
MOCTAHOBICHNE (penieHne) NeYaTASTCE NONHOCTRED,

MNoomucanusiid apTOpoM JOKIA] MOMeT OhTh OQOPMASH KAK NPHICKEHHE K NPOTOKONY, O
geM JOXKHO DRITH sanucano B npotoxone. Januck BRICTYMNEHHE HAYHHAETCH © YEAsaHHA GaMuiud 1
HHHITHANOE BERCTYTIAKIIETO.

3aTeM KOPOTKO HANAraeTCH CYyTh BRICTYIUIEHHS. 3amHch BMCTYIUICHHHA DOMAHA OPeOcTaRIsTE
KpaTKHil TEKCTOREIE OTHET peus.

[Noctanoptenne (pelicHie) B NPOTOKGIE TPHBOOHTCA MOMHOCTREO.

[TpoTOKOME HYMEPYIOTCE NOPAIKOEEIME HOMEPaMH B DpeIenay KATeHIapHOTO Mo,

[Tporokois opOpMARKOTCA HE NMOATHEE IATHANIATH [Hed nocne npoBegeHHA cobpaHHs.

[MpoTokon mogmicHBacTCH NPECEIATENLCTEYIOMMM HA 3aceflanH W cexperapem. Jaroi
NPOTOKONE ABNRCTCA JATA 3ACENANHA.

4,1.3. [TIPHKA3 — 3To npasoBofi axT, WigapaeMuil eIHHOMMMHO 3EBEYIOMAM UIH pelieHMs
ONMEPATHEHRIX BOMPOCOB. I]pﬂﬂu‘.[‘ NpHEA3E, E3K [PABHIG, HE COTMACOBRIBACETCA, Hp]u:a:q ECTYTIAET B
CHIY ¢ MOMEHT& erc NOJMHCAHHA WIH YRA3aHHEH B HeM CpoK. [lpukas odopmnserca Ha Gnaxxe
KOHKPETHOTO BHAA JoKyMenTa. B ero qopmyisp BxoosT crelyloulHe PEKBHIHTHE: HAHMEHOBAHHE
Vypemnenus — apTOpa NOKyMeHTa, Haspamme nokymenta ([IPHEA3), nara, persmcrpanmomssni
HOMED, MECTO COCTARNEHHH, JANMIOBOK K TEKCTY, TEKCT, NOANHCh, BH3ILI H rpHl COrTACOBAHMA.

4.1.4. CITPABKA - mokyMeHT, comep#ammili omucanne W MONTECPMICHHE TEX HIH MHLEIX
daxror w coberuii. Cnpasky OmBaloT ABYX BHACB: © HHbopMamdedl o dQakrax W CcoOBITHAX
cnyieOHOro XAPAKTEPA H BLLOABAEMEIC 3IAHHTEPECOBAHHEIM TPARJANAM H YIPSKICHHAM JUIR
VIOCTORCPEHHA TOTO HIH HHOMO IOPHAN9ECKOTo (daxta. ChNpaBks ETOPOrO BHOZ — ITO COPAaBEH O
nogTeeptennn  Mecta  yqebm W paboTe, o zammMMaeMoll nomxnocTH ® o T Cnpaeks,
NpefocTaRNReMble BHYTPH YupemIenna — oopMIRIOTCE HA YHCTOM NMHCTE GYMArH H HMEOT Te e
pexBusuTel,  CNpaBKy  OOAMMCHRIBAET COCTABHTENb, KOTODRHE HECET OTBETCTBEHHOCTH 34
npelcTARNEHHEE coeieHnn. Cipapka OpH AeoDXOIHMOCTH 3ABEPRETCA MIEYATHIC,

4.1.5. AKT - 310 D0oKyMeHT, NOITBEPRAAMOIIAH Kakoi-nubo woprmrdeckni dakr, cobermre,
neficrere. Mmeerca DONEMIOE KOMHYECTED PAIHOBHOHOCTEH AKTOB. aKTH NpHeMa-nepefadn (npH
CMEHE PYEOBOICTBA, MERCIAMC T, MATCPHAIBHEIX nenHocTell B r.a.); ob YHHYTOHEHHHE Aed ©
HCTEKIIHM CPOKOM XPaHCHHR, HABCHTAPHIANHE H Op,

CocTapneHHe aKTOR MOPYYAETCH KOMHCCHAM,

B axre YCTAHARMHBAITCH TONLED TE {I:ELKTLI, KOTOPRIE TOTHO YCTAHOBRACHBI THIIAMH,

NOANMACEREAIOIMHMHA JOKYVMEHTEL Mepenan yepes /lnagok 20.08.2026 08:58 GMT+03:00
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AKT ofopmnsercs Ha obwen Gnanke nnw Ha gucTom auere Gopmata Ad ¢ pacnonomeHHeM
PEKBHIHTOE o obpasuy obmero Onawka. Bee axkTsl JOMKHE COAEKETE CACOYIOIIHE COCTABHEIC
WEMERTH: HAHMEHOBAHHE VIPCHKACHHA, Halpanue Buaa goxymedta (AKT), aata, permcrpanmonHini
HOMEP, MECTO COCTEB/IEHHA, 3AMONOBOK, TEKCT, NOMANHCH, rpH yTeepiaenna. TexcT aKra cOCTONT H3
Tpex wuacTed: BEOJHOM, KoHCTpyWpywiue# ® BuBOAos. B BeogHoff wacTH gaeTcs  NepeveHb
JomxHoCTeR B GaMBIHH C HHHLHATAMH COCTABMTENCH, A TakKwe OCHOBAHWE [UIA COCTABMCHHA AKTA
@aMHIHE 4YIEHOER KOMMCCHH pacnonarawTes no andaswry. B xomcrampyiomeii wacTH Texcra
HITATSKTCH [IenH, 3A044H H CyUecTEO npogenannoft paboTel, peaynsTarel. B 3akmOYHTEIEHON 9aCTH
AKTA JEMalOTeA BRIBOAE] H JAIOTCA KOHKPETHEIS NpelIokeHns.

4.2 Tlo EHHE JOKVMEHTOR 110 JH

PacnopaguTe/NbHas JEATENBHOCTE OPraHOB YIPEBENEHHA YYPERACHHS BEMOUAET TAIHE
pPElliEHHE BOIPOCOB MOAGOPA W PACCTAHOBKM KAUpPOR, MpHeMa rpamaa Ha paloTy ® yBOMBHEHHE.
HoxymenTsl, coijapacmbie npe ohOpMIEHHN NPHEMA, YEONRHEHHA W MEPEMENICHHA COTPYIHHKOH,
MPEAOCTABMCHAS OTMYCKA, TMOOMIPEHMA, COCTABIMIOT [PYNNY NOKYMEHTOB [0 ITHYHOMY COCTARY.
PafoTHHKH, OTBeYaOmyMe 34 JENONPOHIBONCTED MO NHYHOMY coCTasy, oOAIaTensHO JOMKHEL 3HATh
Tpynosodi kogmexc (TK) PO. K poxymentad mo THHHOMY COCTABY OTHOCATCH: MPHKAIE MO THTHOMY
COCTABY, 3ARBICHHA, XAPAKTEPHCTHKH, TPY/IOBKE KHIDKKH, THYHEeE Kaprodxd Qopws T-2, nHuesse
cueTa nmo 3apaboTHOM nnarte, TPYAOBLle KOHTPAKTHL (JOTOBOPSL), & TAKKE BCE JOKYMEHTEL, XOMRIIHE B
NMHYHOE DEN0.

421 ITpuxas - npaBoRofi axT, WIgABECMBL COMHOMHYHO [/ PEIIEHHE ONCPATHEHBIX
ponpocoR. [IpHKassl B YUpewIeHHH, B OCHOBHOM, W3JAIOTCA MO KafpoEmM Bompocad. [IpHkasame
obOpMIMOTCE; NpHEM, DEepes0d H YBOIBHeHWE paloTHHKOR, NpeIcTARICHHE WM OTOYCKOB H
KOMAHTHPOBOK; HIMEHEHHE NPH ONIATe TPY/AA; NPHCBOSHHE PAIPANOE H MIMCHCHHC AHKCTHI —
GuorpadHYeckHX SaHHEIN; NOOMIPEHHE W HAMCKEHHE RILICKAHHA W ap. [IprEasel mo THYHOMY COCTARY
oopMISIOTCHE W BEXYTCA OTAENLHO OT NPHKAI0E M0 OCHOBHOH geATensHOCTH. [IpHKasm o
MpefoCcTARIEHHH OTHyCcKoB (yueOHBIX, KPATKOCPOUHEIX) W KOMAHIHPOBAHWA COTPYIHHKOB HMERT
BpeMEHHEIH CPOK XpaHeHHA (3roia), B OTNHYHE OT APYTHX KAIPOBLIX NPHKAI0E, XPAHAUDHXCA (730eT),
H (POPMHPYIOTCE B OTOSMBHOE JEN0.

OdopansioT nprratel B ofmmx OMAHKAX H HMEOT CISIVIOUIHE PEKBHIMTEL HAMMEHOBANHE
VYpemIeHnd — apTopa JoKyMeHTa, Haseanne Buja noxymenta (TIPHKA3), nara, permerpanmoHAsi
HOMEP, MECTO COCTARIEHHA, 3AMOA0BOK K TEKCTY, TEKCT, MOJNHCH, BH3b ¥ rpud cormacosamus. B
IaronoBkax K TexcTy mumyT: «0 mpweme Ha paboryr, «0 nepemoge ma apyryio paborye, «06
VEOIBHCHHMY H ap. Kamieil OYHKT OPHKAIa HATHHAETCA INAronom, obosHawmommM AeHcTEHE:
MPHHATE (HA3HAYKMTE), TMEPEBECTH, YBOJMThH (OCBOBOIWTB) u 7o Davunmo
MEYATAT MOMHOCTEI0 NPONHCHBIME OYKBAME, 8 HMA H OTYECTBO — CTPOYHBIMH, 38TEM YKAILBAIOT
AQDKHOCTE, CONepARanHe AelicTRRA B OTHOIEHHH THIA, O KOTOPOM H3naeTca npakal. Kpome toro, B
MYHETE MPAKAIA 0 HAIHAYEHHH HA JO/DKHOCTH VEAIEIBAIOT HA KAKYIO JOMMHOCTS, ¢ Kakol DaTel H c
KAKHM ORIAN0M IPHHEMACTCA COTPYIHHE,

B npukae o© NpedoCTARNERHH OTHYCKA YKASRIBACTCH BHIO  OTIVCKA, KONHYECTBO
npefocTasiaeMen pafounx gHel | JaTh HAYANA B OKOHIAHKA OTIYCKA,

HadiopManua, conepsamadica B pacTopTKEHHEX N0 THYHOMY COCTABY (CBEJSHHA O paboTe M
NoOMpeHAx ), GUKCHPYIOTCH B TPYIOBRIX KHIKEAX paboTHHKOB.

422, Tpynosad KHMEKS HBUHETCH OCHOBHRIM fOKYMERTOM O TpygoBoR JeSTENLHOCTH
pafoTHREEA H oOpMIMOTCE TOYHO B COOTBETCTEMH C NPARHIEMH, HinomeHHeME B HHCTpYKIHH O
NOPANKE BEJCHAA TPYAOBEIX KHIDKEK HA MPEANPHATHAXR, YIPEKISHHAX H OpragHIalHeX.

TpyzoBele KHHEKKH BegyTca Ha Beex paloTHHxoB, npopafoTaBmikx cEHIE 3 AHed, 8 TOM
YHC/E HA CEIOHHEX H BPEMEHHEX pabOTHHKOR, 3 TAKHE HA HEIUTATHHIX paloTHHKOB IPH YCIOBHH,
ECIH OHH MOJNEXAT MOCYJAPCTEEHHOMY H CONHANEHOMY CTPaXOBAHHED,

JIgna, nocTymHBmHE Ha padory, OOA3AHL NpPeNEABNTE ATMHAHCTPAIEH Y 9pPEHOcHHS
TPYAOBYH) KHHMEKY, mI&DpMIIﬂHH}-'I-D B YCTAHOBNCHHOM TIOPSIK fepenst vepes [uagok 20,08, 2026 08:58 GMTF03:00
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KHHWEKH He momyexaercs. [lpe odopmnesmu Ha paGoTy N0 COBMECTHTENECTEY, [0 TPYHOBOMY
COTTIAMEHAI, 110 JOroBOpY NOAPHAA TPYA0BAH KHHAKA He NPeahABRIfcTCH.

Bee zan¥cH NpoMInoARTCA B TOYHOM COOTBETCTEMM © MPHKAIOM O MpHEeME, NEpeBone HIH
VBOIBHEHHH akKypatHo, 0e3 3avepkmpanuii W nomapox. EcnM eCTh  HCNpaRNeHHA, TO OHH
OrOBAPHBAKOTCH H 3ABEPAIOTCA HOAMHCKID JHPEKTOPA H MEYaThID,

B zanncy off yBoBHERHH YKAILIBAETEA cooTBeTeTByomas cratea TK P,

C xamaoil HOROH 3ANMECED B TPYAOBOH KHIKKe HeoOXOMHMO O3HAKOMHTE e¢ Bnagensua. C
uensio OOCCHEHEHME COXPAHHOCTH TPYVIOBKE KHWAKH xpansrca B cefipe. He poctpefopannbie
TPYAOBBIE KHIMKH XPAHATCA N0 socTpefomanus, mo we mexee 50 ner. [Ipw yBONBHEHHH TpYOOBas
KHHEKA BELIAETCA paloTHHEY B IEHL YBOILHEHHA.

4.2.3. Tpyocso#t moroBOp - 3TO ONMH HI JIOKYMEHTOB OTPENEHOIIHX YCHOBHA TPYAOBEIX
saHMOOTHOMEHRA. Tpynosolt kowtpakt (norosop) odopmnsercs Ha obmem Gnanxe jopmara Ad.
OH OQNTHEH HMETE CHCIYHIIIHE obfsaTeibHbIE PCEBHIMTEL HAIBAHHE BHIA JOKYMEHTA, O4T4,
HHIEKC, MECTO COCTABNEHHMSE, TEKCT, MOJMHCH, nedats. KonTpaxT cocTaBndeTcd B ABYX NOTHHHELX
FKIEMIUIAPEX, OMMH M3 KOTOPHIX OCTRETCH B YMpEmICHHM, Apyrofi XpanuTca y coTpyiHmka. B
MPHIOWERHH JaHa nprMepHas fopMa KoHTpaxTa (Joropopa), KoTOpad MOMCT OBITR HCMONLIOBaHA
B KAYECTBE OCHOBEI Jinf paspaboTKH KOHTPAKTOR.

424, Jlumuoe feno - 3T0 COROKYNHOCTE JIOKYMEHTOR COACPH#AMX HaHOomee NOMHbIE
cEefeHHs 0 paloTHHKE B €0 TPYAOBOH NeATensHOCTH. JInuHoe neno ofopMaseTca NOCae H3JAHHA
IpHEAza O NpueMe Ha pafoTy.

JNlugewii mHCTOK no y4eTy Kagpos (aHKera) coaepmHT OHOrpaguueckHe CBCACHHA ©
paforimke, ero ofpasopanun, eemonHAemol paoTe ¢ Wawana TpyAoBOM JACATENLHOCTH H AP
3anonHAeTCH OT PYKH caMmM paloTHHKOM IpH DOCTYINEHHH Ha pabory. llpH 3amonmenHs MHYHOIO
JIHCTER 110 YYETY Kanpoe (AHKETH) HCNonk3yeTes THNoTpadmaeckui GnanK.

Tps ero 3an0MHEHEH HCOOIBIYEOT. MACTOPT, TRYAOBY) KHHKKY, BOSHREI GHneT, A0KymMenT
of ofpazopaHms (HILIOM, CEPTHHHKEAT, YAOCTOBEPEHHEE, CBHOCTCABCTRO H ATTCCTAT).

B rpape «OOpasosaHHe» NWYHOTD THCTKA TIPHMEHAIOT QOPMYNTHPOBKH: «HAYATEHOEH,

GCpeHEes, CEBICIIEE) - B JABHCHMOCTH OT TOI0, KAKOC 00pEioBaHHe MMCCT paboTHHE.

Ipaa «Bemonnsemas paboTa ¢ HAyana TPYOOBOH NEATENBHOCTHY 3AMONHACTCA HA
OCHOBAHHHE TPYAOROH KHEHRIM.

B rpape «CemeiiHoe monomeHHe» HCHOMBIYETCH Clelyriue GopMynHpoBKH: WKEHATSH
(«wsaMymems), «pasBENEn (2)n, aXonocTs (4HE JAMYMeMy), «BIOEAY, MOCHE YEr0 MEPESHCNNTCE BCE
QNeHEl CeMBH ¢ YKAIANHEM CTENEHH POJCTBA (OTEl, MaTh, WECHA, ChiH, Aouk). [IpH 3ToM yrazmBaoTCR
aMITHHE, HME, OTIECTBO, IOJ POMACHHA KEHA0I0 WISHA CEMBH.

Aprobuorpadui — ZOKYMEHT, KOTOPHH SBTOP COCTARNAET CAMOCTOATENLHO, B MPOHIBONEHOMN
dopue. Thamyr aprofmorpaduio oT pykH Ha jmucre OyMare gopMmatoM A4 HIH HA COCHHANEHOM
fnanke, DopMa HITOEEHHA TOBECTBOBATC/ILHAA — OT mepsoro jHua. Bee ceenenms naworcs B
xpoHonorEdeckoM nopamke. OcHOBHBIE PEKBHINTEI B AFTOOHOTPaQEN: HAIBANFE [OKYMEHTA
(ABTOBHOTPA®HA), mva, oriectso, GaMHIHd aBTOpa, SMCA0, MECHN H TOf PORISHAA; MECTO
POMIEHHA, CBENEHHA O poguTe]sx (hammims, BMA, oT9ecTeo, MecTo paborm), ofpasopamue
CHSNAATRHOCTE N0 00pasOBAHHIO; BHI TPYNOBOH JENTENBHOCTH, NoCnegHee Mecro paborm o
NOUDKHOCTE; HATPATH W Moompennd, yuactue B obmectoennoff pafiore; cemefinoe nonowende
COCTAR CEMbH; JATA H THIHAR NOAIHCH.

XapaxTepHcTara — OQHIMANEHEI AOKYMEHT, KOTOPHIA BRUMAET 3aBefylOmMil Yypemienus
CROEMY COTPYAHHKY B NET0oM pafe cHTyana#. B xapakTepHCTHEE MPOHIBORATCA OTIBE O cIyaelHO
B obmecTreHHOH OCHTENBHOCTH COTPYIHHES, OUCGHKA €0 JeA0BhIX H MOPATBHBIX Ka4YecTs,
otopmnseTca Ha obmen Gnanke popmara Ad.

XapakTepHCTHEA COCTOMT M3 CHEIVIOMHX pPEKBHINTOBR: HAIBAHWE BMOA OOKYMEHTA
(XAPAKTEPHCTHKA), yxasanme [O/DKHOCTH JHMIE, KOTOPOMY BEUTAETCH  XapaKTEPHCTHKE,
HEHMEHOBAHWE OPTAHHIAINN, BEVIAIOMER XapaKTEPHCTHEY, HMS, OTIECTBO W (QAMEIHA COTPYIHHKA;
TEKCT, MOMMHCE M Mewats. TexeT XApaKTepHCTHMKH COCTOMT n3 Hecknmuemx wactefi. [leppas
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thasMmmio, OMKHOCTE, YIeHYH0 CTENEHE H IBAHKE (EC/H OHH MMEIOTCH), Oj PORIEHH, obpasosanne
COTpYAHHEA. Bropas 9acTh TEKCTA XAPAKTEPHCTHRH — NAHHLIE O TPYA0BOH JeATENLHOCTH (CBEIENHS O
CHELHATEHOCTH, NPOICIKHTENEHOCTH paloTs B YupemJeHHH, NPOJIBMKENHe no coywbe n T.1.),
Tperes uacts — cofCTBEHHO XADAKTEPHCTHEA, T.€. OUCHKE MOPAARHO-NMCHXOJOTHYECKHX H QCTOBEIX
KAYECTE COTPYANHKA; Er0 OTHOMENRE K pafoTe, NOBMIIEHHE NPOdeCCHORANEHOrD YPORHS, NOBSEHHE
B ORITy, Yersepran, 3aKmOuHTENLHAR, YACTE CONEPHHT BEIBOJ, B KOTOPOM YKaikIBRETCH HAIHAYCHHE
XAPAKTEPHCTHRH. TeKCT XApaKTEpPHCTHKM WWIATAETCA OT TPETREr0o JHnoa.  [loanmucBaer
XapAKTEPHCTHEY IHPEKTOD Y upesIeHHA.

5. OPTAHM3ALIMA JOKYMEHTOOBOPOTA

dpiKeHre NOKYMEHTOR © MOMECHTA HX COIJAHHA HIH MOMVIEHHA [0 3&ABCPIICHME :
HCNONHCHHA, OTOPABKH HAH DOMEIIEHHA B JAeno ofpasylor AoxyMmeHTo0f0poT HCIONHHTENBHOTD
oprafa YupesaeHns.

Palora © MOKYMEHTEMH COCTOHT W3 CHENYIOMMX MNOCHENOBATENEHEX OTNEPAIMi: mpHEM
BXOAAMINX NOKYMEHTOB, NepBH4Has obpafoTka, nmpegpapHTentHOe pacnpeicieHHEe, PETHCTPALHA,
PacCMOTPEHHE JOKYMEHTOR JHPEKTOPOM YUpemIeHHA, HCIOTHEHHE,

5.1 IMopagox OTEE IMOCTYIIARD

5.1, Tlpwem ®  nepeuanas  ofpaloTka  KOpPPECTIOHOEHIMH  OCYINECTBASETCH
JeNOnpoH3IBOAHTENEM YYDOHRICHHS HIH HPEKTOPOM.

Bea ommbouH0 OOCTRRIEHHEN KOPPECOOHICHUMA NEPECEUTAETCA 00 HATHAYCHMIO, CCIH
HIBECTEH AJIpSCAT, HTH BOIEPAIIACTCA B OTICISHHE CRATN.

5.1.2. KoHBepTEl ¢ AOKYMEHTAMH BCKPHIBAIOTCA MOC/IE MPOBSPKH NPABHILHOCTH JTOCTABKH,
UENOCTHOCTH KOHBEPTOR WIH YIAKOBEH JOKYMCHTOB, KOHBCPTE © NOAMHCAME «ITHTHO, «IHIHOSH He
BCKPRIBANOTCA H MEPENAIOTCA HENOCPEACTBEHHD ANPECaTY.

5.1.3, llpenpapHTentHoe paccMOTpEHHE JOKYMEHTOR MPOBOAHTCA ¢ LENBIC paclpeteneHHA
MOCTYNHBIIMK JOKYMEHTOB Ha:

Tpefyiompe 084IaTeNLHOTO PACCMOTPEHRE PYKOBOICTEOM;

HAMPABRTACMBIC OTBETCTREHHBIM HCIMOIHHTEIEM,

Ha paccMoTpense pYKDBOACTEA NCPEAAIITCH ADKYMEHTH, CONSpEAlHe HHGOPMAIMIO IO
NPHHIENHAILHEIM BONPOCAM JIEATENEHOCTH Yupesmienns, Tpefylomme pemeHHs pYKOBOACTBA.
TEJIE-'['PﬂMHH CPOYHOD XAPAKTEPA TORTANMBANTCH HEMELICHEOD.

OfpaboTsa u mepeasa NOKYMEHTOR I0THHA OCYIIECTRIATECH B ASHE HX NOCTYIICHHA,

5.2, [Nopafok NpoOXOEIEHHA B HCNOAHEHHE JOKYMEHTOR

5.2.1, YraanmA pyROBOOCTBA Y9peRJEHHH, CPOK HCTMONHEHHA H NOMETEH O HANPABICHHH
NOKYMEHTA 3@HOCATCE B PCrMCTPALMOHHBIA YpHAN, NOCNE Wero [OKVMEHT HANpPAaBIAeTcA ATd
HCIIOTHEHHA.

5.2.2. Cpoxs HMCHONHEHMN [JOKYMCHTOE ONPENENSIOTCH IABEAVIONIMM, HCXOOA H3I CpOKE,
YCTAHOBMCHHOIO  OpTaHA3ANHed, HanpasHsiied  AOKYMCHT, HIH CPOKOB  YCTAHOBIEHHOR
TAKOHONATENBCTROM.

JOKyMERTE NOLTSKAT HCMONHEHHIO B CACHYIOMME CPOKH!

€ KOHEPETHON DaTofl MCNOVIHEHHS — B YKEZAHHEI CPOK;

Des ykazamma wonkpernoll JaThl MCHOMAHCHMH, HMMCIOUME B TEKCTE HOMETKY «CpodHOR -
MCIIONHAIOTCA B 3-IHEBHLIH; HMEIOIIHE MTOMETKY woneparHeaoy - 10-nuepneii cpok, OCTANEHEE — B
CpoK He HOMes MECAIA.

[lognucn 06 03HAKOMTEHHH C AOKYMEHTOM TNPOCTABIMIOTCA B NEBOM  HHKHEM YTy

nocneRed CTPaHULLM OPHTHHANA,
Qa0 BIAEMED CHTOB.
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3.3.1.  JloxymenTs! foupaHE IOCTYTATS HA OTNPABKY MPABKIEHD OHOPMICHHEIMH,

532, JlokyMenTs, OTpariseMLIe B OIHH AOpEC, BRIALLBAKTCA B OJTHH KORBEPT,

53.3, JloxymeHTH, NOCTYNHBMIMG [UIS OTTIPABKH, NOTENE obpabaTsiBarscd H OTNPERIATECA B
TOT ®e feHs WM He noigmee 10 wacom cnegyiomero axs. TenerpaMmel ¥ Ap. CpOYHAs
KOPPECIOHIEHIHA OTIPARNAKITE HEMENTEHHO,

54.1. Gaxcemunenad ceA3e (haxc) cnykuT AR MEpefayn CPOTHEIX NOKYMEHTOBR (TeKCTEL
CXEeMEl, rpafpHueckre H300paeHHn).

Mo dakey MOryT NEPELABATECH NOKYMEHTE], HCIOMHEHHBE THIOTPapCKHM, MATTHHOMHCHEIM
MM PYKOMHCHEIM cNocoboM depHbiM npeToM © MunMMansHo# semmamnod Oyxs 2 sM. Tomuxxa
nuEEH H3obpaxeHna JoiokHa Osite He Meree 0,15-0,20 v,

5.4.2. ina nepepaun no Gakcy NPEHAMAKOTEH JOKYMEHTE

€ 9ETEHM H300pakerneM (NOMMHANKH HIH MOJNHCAHHAR KOMHA),

Ha Genoit Gymare pasmepod ne Gonee dopmara Ad (210x297 mm);

B pasfpOLOPOBAHHOM BH/IE, MMEIOIEM OIS [0 NEPUMETPY MeHee 15 MM IIHPHHEL

5.4.3. Jloxyment, oTnpapnacssiit no daxcy, ofopMISETca cHeTylomMM 00pazoM: NPOCTEIM
rpadiuecknM KapaRmamoM lasegyvionmi YapempenweM HIH €ro 3aMeCTHTENER B NPABOM BEPXHEM
yriay aokysenta jJenaet ormetsy «DAKC ¢ gocenxoits win «PAKC Ges gocsinkms H CTABHT CBOK)
NoAnHck. B mamHeM yroy JHUerol CTOPOHE NOCASOHEND MHCTA JOXKYMEHTA CTARATCA OTMETEA ob
uenomHenun (P.H.0. 1 nomep ero Tenediona).

6. MOHCKOBAA CHCTEMA NOKYMEHTOB

6.1. PerscTpaiius JOKVMEHTOR

6.1.1. Ocropolt MOCTPOSHNA MONCKOBRIX CHCTEM SENSETCH PETHCTPAMA JOKYMCHTOR — 3aIMHCE
YHCTHRIX JEHHBIX O JOKYMEHTE N0 yoraHornennol dopwme, dwkcHpyiomas (akT ero co3gaHus,
OTTIPARTEHHS HITH MOMYSCHHA.

6.1.2. PergcTpanMm TMOANERAT BCE JOKYMCHTEL, Tpe(ylomme vyueta, HCHOMHEHMA WM
HCIIONEIOBAHAA B CHPABOMHEIY [ensx. PErdHCTpHpYIOTCR MOKVMEHTE, [OCTYNSIOIIHE W3 APYIHX
oprasEanuil § OT (HINHECKHX JHI, 8 TAKKE CO3JABACMBIC — BHYTPEHHHAE B OTIPARNACMEIE.

6.1.3, JloxyMeHTEl PErHCTPHPYIOTCA ONHH pai MOCTYNAKNHE — B AEHE NOCTYILIEHHSR,
COYIARASMEIE — B NEHE NOITHCAHHA HIH YyTBSDHICHHA.

6.1.4, JlokysenTnl perMCcTPHPYIOTCA B TPATHIIMORHEX EypHanax. Bxogsmpe ¥ HexoLimme
NOKYMEHTE PETHCTPHPYIOTCA OTASIEHO

6.1.5. TIucema, TpeanOMeH:s, JAABICHHA, IPLKIAH PETHCTPHPYIOTCE OTIENEHO.

6.1.6. PermcTparmu He MOLMEXAT: NO3APABMTCABHEIE — TENETPAMMEL, TPOCHEKTEL,
NPUITIANCHAA, IPOTPAMMEL, HIBENIEHAA, A TAKKE AOKYMEHTEHL, NOCTYTIAOMAE B KONHAX /14 CREACHHA,

6.1.7. PerncTpaunoRHeli HOMEP JOKYMEHTE OQOpMAfeTCd, Kaxk viasawo B 11.3.3.5, gannoi
Hucrpyxumn.

% KOHTPOJIL HCTIONHEHHA NOKYMEHTOR

7.1. Llensio kouTpons asmgeTed obecneueHne CROCBPEMERHOND H KAYSCTEEHHODD HCMNOIHEHHR
nopyucHui, 1abHKCHPOBAHHED! B AOKYMeRTaX. KONTPONO NOMMERAT BCE 3apPErHCTPHPOBAHHEIC
JOKYMEHTEL

Kourpone — HCOOMHEWHS — AokyMenToR  ofecnedmBasT  JMpexTop  YupemaeHus
JefonpOH3BOIHTENE H OTBETCTREHHELE HCTTOTHHTEMH,

7.2, Ilpy HCNONHEHHH NOKYMEHTOB 00 CYHIECTRY BONPOCA KOHTPOAE OCYINECTRIAET
OTBETCTREHHEN HCOOIHHTENE,

HlokyMeHTH, TpedyIOMHAe CPOTHOTD HCNOMHEHNRA, IEPEIAKTCE HEMEICHHD,

7.3. Hcoonuenwe DOCTYTIHBIIErO [JOKYMeHTa mnpegvoMaTpErasT: cfop n obpaBorxy

O HH@Q‘F“EJ,IHH NOOroToOBRK l',l' ]]FH WEKTA JOKYMEHT fepesar vepes Ananek 20:0812026 08:58/GMT +03100
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YTREpRJISHHE (noAMACcaHne), NOArUTOBKY K NEPEChUIKE aapecary.

7.4, Konus OTHpEBICHHOID AOKYMEHTA BMECTS ¢ HCTIONHEHHHIM JOKYMEHTOM XpAHHTCA B
COOTBETCTBYIOMIEM Jene,

7.5. CpoEH MCTONHEHHS JOKYMEHTOB HCHMCNAIOTCH B KANEHIAPHIX JIHAX © NATHL WX
MOCTYTINIEHHA (VTREPKISHAA) NOKYMEHTA, 8 MOCTYIMBIIHX M3 APYTHX OpraHMsamydi — ¢ JaTel HX
NOCTYNNEHAA. JIOKYMEHTE MOANEKAT HCMONMHEHHI B CCOYIONHE CPOKH:

- C KOHKpeTHOR NaTol HCTIOTHEHNA — B YKASAHKKIH cpok;

- fe3 yKRIGHHMA KOHKPCTHOR DaTel WCTIONHEHHA, WMEIOMIHE B TEKCTE MOMETKY «CpOYHO»
HCOOMHAIOTCH B TPEXAHERARH CPOK, HMCHIME NOMETKY «oneparHeHo» - B 10-gHesHbll, ocTanbHbE
AOKYMCHTRE — B MECHMHBH CpPOK.

[Mucema, ve tpebyronme pasfuparenscTra (JANPOCOR B APYTHE OPraHM3alHy), HCIOIHAIOTCH
B 10-mennusii cpok,

[IpoAnATE CPOK MCNOJHEHHA HOKYMEHTOB MOMET TONLKO AHPEKTOP Y9PERIEHHA.
Hamenenne noKYMEHTHPYETCA — NPOCTARNAETCA HOBLIE CPOK, JATA HIMEHCHHA M NOJITHCE.

8. PABOTA C ITHChbMAMM, ITPEVTIOREHMAMH, 3AABIEHHAMH,
HAJIOBAMM I'PARIAH

8.1, OMBETCTBEHHOCTE %2 NPARAIEHYI0 OPrAHMIANMG paboThl ¢ [HCEMAMH, TPEINOKEHHAME,
JARBNEHAAMHE, MATOOAMH IPEHUIAH HECET IMPEKTOp Y upesieHu,

8.2. Pafora ¢ mEchMamu, NpeToHeNHAME, IATRNEHEIME, wanofaMl TPasiaH BEfeTcE Ha
OCHOBAHAH THNOBOTD MONOMEHHA O BEJCHHH JeAONpOHIBONACTEE N0 NPeANomeHHAM, JATBICHHAM H
WATOGAM IPRELAH B MOCYIAPCTECHHEX OPraHax, HA NPCINPHATHAX M B opragrzamuax (1981)

8.3, Pervcrpammio nNHceM, TPENTOKEHHIE, sasmneHHH, manol rpaMIAH OCYIIECTBAAET
AETONPORIBONNTENE H JABCAVIOMMA B AYPHAAS PErHCTPALMK miceM. PerMcrpanms mpoHSBOINTCA B
JCHB NOCTYIACHHA,

He mogfesdT PerdHCTPALMH M PACCMOTPEHHI) NHCEMA, OPENIOMEHHA, 3asBICHHA, Hamobk
rpasnas Ges yeasanns QaMENHH 3A9BHTENE, JAHHLIX O €r0 MECTe KATeNsCTRa, pafoTel Wi ywel, a
TAKKE HE CONSPMANIEE [OPCAIOMEHHSE, JAFANCHHA HTH ®anolil. YEaaHHRIC BHIR JOKYMECHTOR
opMHPYIOTCS B JEN0 BPEMERHOTD CPOKS XPAHCHHA.

JanpemasTca HAMPABNATE HANOGE TPANIAE A8 PACCMOTPEHRA TeM JTOMEHOCTHRIM JHIAM,
NefCTEHA KOTOPEX O0ARATYIOTC.

8.4, TMucema rpaxiad WCMONHAIOTCA B CPOK OMHOMO MECALA CO JHA PETHCTPRINH, & He
TpefyiomHe A0NOTHATEIRHOH NPOBEPKA H HIYIEHRA — He noagHee |5 gHed.

Ecni nocnegHufl ASHE CPOKE HCTIONHEHHA JOKYMEHTE NPHXOIHTCA HA Hepabouui Deus, TO
AOKYMEHT NOMIEAHT HCTIOUTHCHHED HE Mo3gHee pabovero [IHA, NPEIUecTRYIMErD Hepadotdesy THI.

8.5, TexcT oTEeTa NOUDKEH [ABATH MCYEPNHBAINIYE HEGOPMAIHI) Ha BCE NOCTABICHHBIC B
MHCEME BOMPOCH M CBENEHHA O Pe3ynbTarTax erc paccmorpeHis. [lpn NOATREPWICHHH CheneHEdH,
HIMO#CHHEIX B wanole, B OTBETE CHCAyeT YKA3BIBATH, KAKHE Mephl NpHHEATH K BHHOBHEIM
DOITAHOCTHEIM THIAM.

9.  OPTAHMBALIMA JOKYMEHTOOBOPOTA B JIEJIONPOU3BO/ICTBE

Oprasusanyi JOKYMEHTOR B JeNonpOWIBOACTRE TPEOCTABNACT OO0 COBOKYNHOCTE BMAOB
pafor, ofecieHBAIONMX COXPAHHOCTE, YHCT, CHCTCMATHIAUHID AOKYMCHTOR, opMHpOBAHHE H
oOpMASHEE ZIEn B AENONpOHSBOLCTES M NEPeJady MX HA XDAHEHHE B rOCYASPCTREHHEIN apXHB, B
COOTBETCTEHE ¢ TpeDOBAHMAME, YCTAHOBICHHBIME TOCYIAPCTBCHHSIMH CTAHNAPTAMA HA JOKYMCHTRL,
HOPMATHEHO-METOMHYECKHME JokymerTamu DenepanbHoll apxusnolt caymbu Poccun.

OcuopHME BHZamy palor, ofecHeTHBAIONHMH MPARKIBHYH0 OPraHA3AUHI0 JOKYMEHTOS B
OenONpoHIBOACTEE YapewIenHa, SB/IAKTCA COCTABNEHEE HOMEHKIATYPH JEN W HAYTHO-TEXHHYCCKAR

ofpafoTka fen.
Q.1 CTABACHEE HOM
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9.1.1. Homenknarypa men — CHCTEMATRIHPORAHHE MepeueHs JAr0N0BKOB OC, JAB0THMEIX B
ACTMONPOHIBOACTEE, C YRATAHHEM CPOKOB XPaHEHMA,

HoMenxnatypa men cocrasimercd AN NPaBHIBHOTO (QOPMHPOBAHMA NOKYMEHTOB B AEna,
CHCTCMATHIAIMH W Y9eTa JIEN W ONPEfeNeHHA CPOKOB MX XPaHEHHA. Ona senfeTcA OCHOBOH Ans
COCTABNICHHA OOHCER [¢N NOCTORHHOMD XPAHEHHA W MO NHYHOMY COCTABY H OCHOBHBIM YYETHBIM

OOEYMEHTOM B JCTONPOHIBOACTRE,

9.2. DopMpposatne gen

9.2.1. B npouecce aestensuoctn Yupeszienna obpazyiotes fena DOCTOSHAOID H BPEMEHHOrD
CPOKA XPAHEHHA.

Jlena hopMEPYIOTCR COTPYARRKAMH HCMOMHHTENLHOTO OPraHa YSPEHIeHHA B COOTRETCTREH
¢ nefcTryromed HoMeHKIaTYPOo# fen B TpeboRaHHEMHE HACTOAIMER HHCTPYKIIHH.

MeTomsHeckyio W npaKTHYecKy:o noMoits B QOPMHPORANHH A6 OKAILIBAKT COTPYIHHKHR
ofnenmnentoro apxwea, [Tpu dopMuposaHiy nen Heofxoamso cobmonars cAeAyIONIHE OCHOBHLIE
TpeboBanmns:

- B JEN0 NOMEWAKTCH TONBKD HCNOMHCHHBIE NOKYMEHTH (MOAMHHHHEH HIH 33BEDEHHEIS
KOMHH) B COOTBETCTEHM © JArCNOBKAMH Je/ 110 HOMEHKIETYpE:

- OOKYMEHTEl [OOCTOMHHOIC H BPEMEHHOMO XpapeHHs neo0XOOHMO TPYONHPOBATE B
OTHeIEHEE H2Ta;

- BCE JOKVMEHTE, OTHOCKIIHECA K PAIPSIMEHHI) OJHOTC BONPOCA, TOMEIUIAHITCA B OAHO 1C10,

- B fenNa TPYNIHPYIOTCS AOKYMEHTH OHOTO AeNOTpom3BoACTBeHHOTD roga. Hermodenns
COCTARANIOT MEPEXOANMINE U cyAeOHEE Nena; MHIHAIE Jea, KOTOpPEE POPMHPYIOTCA B TETEHHE BCED
nepoLa paboTe JAHHOTD MHIA B Y 9peHICHHH;

- IOMEINATE B JLNE KCePOROMHH (axcorpamm, TenehoHorpam Ha oDIHX CCHOBAHHRAX,

- B eN0 He JOMMKHE] TOMEMETECH AOKYMEHTEL, TONEKAIHNE BOIBPATY, THIITHHE IKICMILIADH,
HEePHOBHKH,

- Deno He N0/KHO npessmats Gonee 250 mHeTos;

- [IpH HATHYHHE B JeNe HECKOMEKEX TOMOR (HacTeli) HEIEKC H JAFQIOBOK 1613 MpOCTARIARTCR

Ha KaaoM TosMe ¢ Jobapnermen ot ]y, «T.20 B T.0
9.2.2, Joxysentsl BHYTPH Jela PACIOATAKTCE B XPOHOAOTHYECKOH, BOMPOCHONOIHYeckol

MOCACOOBEATEMEHOCTH HITH HX COMETAHHH.
PacmopanMTeNEHEIE JOKYMEHTH [PYOIHPYIOTCE B Jend Mo BHAAM H XPOHOTOMHH ©

OTHOCATIAMHECH K HHM MPHIOMEHHAMH,
IMonokenns, HHCTPYKUHH, YTBEPWROCHHBIC PACNOPRIHMTENRHEIMH MOKYMEHTAMH, ARMAIOTCA
NPANOEEHHAMH K HHM M TPYNIMHPYIOTCA BMECTE C YKAIAHHRIME JOKYMCHTAMH. Ecnn xe OHH
yTBEpIKIEHE B Ka9ECTBE CAMOCTOATENBHOTO AOKYMEHT4, TO IPYTIIHPYIOTCA B CAMOCTORTENEHEIC AEna.
TNpuKassl 0 OCHOBHOHN NEATENBHOCTH IPYTNHPYIOTCA OTAENEHO OT MPHXAIOR MO JMHTHOMY
COCTARY.
}rnp.:.mmm B [ene PACNOAArAKOTCA B XPOHOIOTHUECKOM NOPAAKE N0 HoMepad. [loxymenTs
NPOTOKONAM, CIPYIMHPOBAHHEE B OTASTLHEE Oeid, CHCTEMATHIHDYIOTCH M0 HOMEPAM IPOTOKOMOE.
VrpepikIeHHblE [UTAHE], OTHETH], CMETEl, [MMWTRl, THTYMRHEIE COMCKH M [p. JOKYMEHTE

FPYTITHPYIOTEA OTAENBHO OT HPOCKTOR.
JloKyMeHTSl B MEUHBX JENaX PACTIOMArAiITCA N0 MEPE HX NOCTYNNEHNA, B coctae fHqHOMD

Iesid BXOAAT CNEIyIIHe JOKYMEHTRL
o BHyTpeHHAA OMHCE AOKYMEHTOR NEIa,
o Jlunpii THCTOK N0 Y9ETY KaOpos (AHKETA);
» ApTofHorpadns,
o Komus goxyMeaToR 00 o0pasoBanimg,
o Komnst JOKYMEHTA (HITH BRITHCKA H3 Hero) 0f YTREpUROcHHH B IOTDKHOCTH;
e XapaKTePHCTHR HIH PEKOMERIATENEHOC THCEM,
» JaABRNCHHE HITH TPYA0BOH KOHTPAKT;

ATHATCHIH EIEHHH OMBRHEHWH
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* Nonomenue k anxere;
* Cnipasky u Apyrie Q0KYMeHTSl, OTHOCAITHECA K JaHHOMY paboTHRKY.

JIuuHLie nena umetor gonroepeMentsil (75 1eT) CPOK XPaHEHHA.

Ilepenucra rpynnmpyercs B Aeno 3a NMEpHOJ KAICHIADHOTO TOd2 A CHCTEMATHIHDYETCH B
XPOHONOrHYeCKOH MOCTEIOBATEMEHOCTH CACAVIONIHM OOpAIOM: MHCLMO — OTBET NOMCIACTCA 38
OHCEMOM — 3anpocom. TIpe so300HOBNEHHH TIEPEIHCKH MO ONPEJENEHHOMY BONPOCY, Hawapmelica B
NpeasOyieM rogy, MOKYMERTH BEMIOMANOTCH B JEN0 TEKYUIEro rojia ¢ yEajaHHeM HWHOEKCa oeaa

MPEALUIVINErD roga.
9.3 [EHHE

9.3.1, Jena Vupexnenns nognexar ofopmnennio, [TomnoMy oQOPMISHHID MOJANERKAT OE0a
NOCTOAHHOID, ZoarospeMeRsoro (ceenme 10 net) XpaHeHns H N0 THYHOMY COCTARY.

lMonkoe odopuienne fen NPEIyCMATPHBAST: TOMNMHBKY WA NEpellieT Aeft; HYMEpALHIO
NHCTOR B fiefe; COCTARNSHRE JABCPHTENBRON HANMHCH Aea; ofopMierke obI0KEH Aena.

932, Jlena ppemensoro (o 10 meT BEMOMHTENEHO) XPAHCHHA NOLTEWAT HACTHIHOMY
odopMaeEro; Aena JONYCKEETCA XPAHHTE B CKOPOCIIMBATENAX, HE NPOBOIHTE MepeCHCTEMATHIALMED
NOKYMEHTOB B fiene, TUCTE J2id He HYyMEepOBaTh, 3ABEPHTENLHEIC HANTHCH HE COCTARIATE.

933, Jlena nocrosmsoro, Aonroppemennoro (cesmme 10 mer) W MmO JIHTHOMY COCTamY
NOANIHBAIOTCA HA 9ETHIPE MPOTOKONA B TREPIYI0 OGNOHEY H3 KAPTOHA KM NEPEIIcTATCH.

IMepen noamMEKG# 13 Aena YIANAIOTCH BCE METALTHYECKHE CRPEMKH.

9.3.4. B KOHIE KOKIOTO NeNa NoNIHBAETCH YHCTbI JIHCT UTA J2BEPHTENBHOH HANACH.

Bce MHCTH, KPOME THCT2 C JABEPHTE/BHOH HAINACHI, HyMepyloTcs apaGokumu LH{panm
BANOBOR HyMmepanuell B [paBoM BEPXHEM YOy, He 3aJeRaf TEKCTA JOKYMEHTA, MPOCTRIM

rpadH4eCcKHM KapanIamom.
9.3.5. Tpr odopmieHnn OGNOKER 08T MOCTONHHOTD XPAHEHHS YEA3HBAIOTCE CACAYROLINE

PEEBMIHTEL

- MOAHCE HAsBaHKHE O0MECTREHAOTO OOLEIMHEHHA B HMEHHTETRHOM MaeHe;

- HHAEKC e,

= SATTDIIOBOK JIENA,

- OATA Jena;

- KOTHIECTBO ICTOR B JIENE;

- CpOK XPAHSHHA CNa,

- apXHRHEL mmdp nena.

Kpome toro, Ha ofQomKax Jen MOCTOAHHOMD XPRHEHHA NPENyCMATPHBASTCA MECTO AnE
HAMMCHOBAHHA APXHEA, B KoTopoH GynyT Mepelaparsca AOKYMEHTEL AHATOTHYHO OQOPMAAHOTCA
ofnoRKH fen BpeserHoro (cBbme) 10 ner cpoka xpaneHHA.

Bee pexsnInTE 06 N0#KKR Jefia NPOCTARINKOTC SEPHEME TePIHTAME HITH TYIIEEO.

0.4, £ OIH

9.4.1. Ha sakoHYeHHEe DeAONPOHIBONCTEOM [eld NOCTONHHOIO XPAHEHHA H DO MHUHOMY
COCTARY, NPOMENIUHE OJKCTIEPTHIY NEHHOCTH, OGOpMICHHBIC B COOTBETCTEHH C HACTOATIHME
TpefioBanmaMH, ewerogHc cocTamnmorcs ommcd. Ha nena spemensoro xpasemms (me 10 ner)

XpaHeHHA OMHCH HE COCTARITAKITCH,
0.4.2, B VypewOeHHH ONHCH Ha Jejd NOCTOAHHOIC XPAHENHS H N0 JHYHOMY COCTaBy

COCTABMIOTCH SMEro/HO M0A METOMWYECKHM PYKOBOICTROM COTPYIHHKOB OOBEIHHCHHOIO ApNHBA.
[Mo raM omHesM TOKYMEHRTH TepelaloTed B ApXHE HA MOCYIapCTREHHOS XPaHeHHE,

9.5, On og £

0.5.1. C MomeRTa cO3MAHNA H J0 nepeaads & ofbeaoMHeHHnA apXHe Nena XpaHATes 0o MecTy
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10. MOPANOK MEPENAYM NOKYMEHTOR HA TOCYJIAPCTBEHHOE XPAHEHHE

10.1. HMoxymentst Yupemaenus cOrfacHo JOroBOpa O COTPYAHHYECTBE, MEPENAOTCA Ha
NOCTORHHOS NpaHeHHe B APXHA,
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