METOJMYECKASA JOKYMEHTALMA B CTPOUTEJILCTBE
PEKOMEH/IALIMH MO BEAEHUIO JOKYMEHTOOBOPOTA B CTPOUTEJIBHON OPTAHU3ALINH
MJIC 12-37.2007

Pexomennanuy conepkar OCHOBHBIE IOJIOKEHUsI 10 O(GOPMIICHUIO JOKYMEHTOB M OpraHM3alMH JOKYMEHTOOOOpOTa B CTPOUTEIbHOU
OpraHH3alLuu.

Ha ocnoBe Hactosmero MJIC B cTpouTenbHOH OpraHM3allUd PEKOMEHIYETCsS yCTaHABIHBaTh €IUHblC yHH(UIUpPOBaHHBIE (GOPMBEI U
IpaBUIIa KOMIIBIOTEPHOTO O(QOPMICHUS JOKYMEHTOB.

Hacrosmuii JoOKkyMeHT MOXXET OBITh PEKOMEHIOBaH COTPYAHMKAM U PYKOBOIMUTEISIM BCEX CTPOUTEIBHBIX OpraHH3aIUii.
Hcnonpzoanue MJIC criocoOcTByeT Gosiee pallMoHaNbHOH OpraHu3auy paboThl ¢ JOKyMEHTAMU.

Hacrosmuit nokyment cocrasinen corpyanukamu [THUMOMTII (kanmunater Texs. Hayk B.I1. Bonmoaun m O.A. KopbiToB) Ha ocHOBe
u3y4yeHHuss ¥ 000OIIeHHS NPAKTUKH JOKYMEHTOOOOpOTa B CTPOUTENBHBIX OpraHu3auusx MOCkBbI U MOCKOBCKOI 00JIaCTH M C Y4eTOM
nonoxenud [TOCT P 51141-98, TOCT P 6.30-2003 u OK 011-93 (OKY D).

BBEJEHHUE

B crpoutensHoi opraHu3anuu BeneTcsl paboTa He TOJNBKO C NMPOEKTHO-CMETHOH M OpraHU3allMOHHO-TEXHOJIOTHYECKOW TOKyMEeHTaluen
(IpOEKTbl  OpPraHM3allMd  CTPOUTENBCTBA, MPOEKThl IPOM3BOACTBA pPA0OOT, TEXHOJOTHMYECKUE KapThl), HO M C OpPraHU3allMOHHO-
pacnopsauTeNIbHBIMU JOKyMeHTaMH. ClIa)KeHHOCTh U YeTKOCTh BBIIIOJIHEHHS CTPOUTEIbHO-MOHTAXXHBIX PAa00T BO MHOI'OM 3aBUCAT OT TOTO, KaK
MOCTaBJIeHa paboTa ¢ OpraHU3alMOHHO-PACIIOPSIUTEIILHBIMU JIOKYyMEHTaMU.

OpraHu3aloHHO-PaCcIOPSAIUTEIbHbIE JOKYMEHTHI COIIPOBOXKAAIOT yIpaBieHYeckue (HYHKIUM BHYTPH OPraHU3alUU H SBISIOTCA OAHUM
U3 KaHaJIOB CBSI3U C BHEITHUM MUPOM. O6BbeM paboT ¢ OyMaXKHBIMU JOKYMEHTaMHU IIPOJIOKAET OCTABAThCSA 3HAUMTEIbHBIM.

OpFaHI/I3aHI/IOHHO—paCHOpS{III/ITCHBHLIC JAOKYMCHTbBI OGCJ'Iy)KI/IBaIOT KOJUJICKTUB OpraHU3alluu B IIpoLecce ¢ CTpOHTCHBHOﬁ JACATCIIbHOCTH.

OTCyTCTBI/Ie HaBBIKOB W AOWCLHUIUIMHBI B pa60Te C JOKYMEHTaMH SBJIICTCA CYLICCTBEHHBIM HEIOCTATKOM B IIOATOTOBKEC CEKpETaps,
pe(l)epeHTa, CIICIIUAJIUCTOB U pyKOBOﬂHTeHCﬁ. YroObl TNpaBUJIBHO U 6BICTp0 NOATOTOBUTH NOKYMCHTHI, H606XOJII/IMO 3HaThb NPEABABIIAEMBIC K
HUM Tpe60BaHI/I$[. HesbimonHeHne 3Tux Tpe60BaHHﬁ MOXKET JINIINUTh JOKYMEHTBI IOpHZ[H‘IeCKOﬁ n HpaKTH‘IeCKOﬁ 3HAYUMOCTH.

OpraHu3allMOHHO-PACTIOPSIIUTENIBHBIE IOKYMEHTBI - 3TO KOMIUIEKC JOKYMEHTOB (aKThl, PACIIOPSDKEHUS], UCbMA U T.II.), OObEIMHEHHbIX
JIOTHYECKON CBA3BIO II0 TEMATUKE CTPOUTEIILHOM OpraHU3aluy, OTIIPABUTENAM U MOJIyYaTessIM, PyKOBOAUTEISAM U UCTIOIHUTEIISAM.

K 0cOOCHHOCTSM CTHIISL JOKYMEHTOB TEKYLIETO BPEMEHHM MOXXHO OTHECTH HOBbIC ()OpPMBI OOpAIlleHUs K afpecary, IPUMEHEHHE BMECTO
MMEHHBIX (BO3BEJCHHUE 3[aHUS) TJIAarojbHBIX (BO3BeCTH 3/1aHMe) (pas, YTO MPUAAET TEKCTY COBPEMEHHBIH, TO ecTh Ooyee JUHAMUYHBII
xapakrep. TEKCT COBPEMEHHOTO MOKYMEHTa OTJIMYAeTCS TOYHOCTHIO, HE IOMYCKAUIeH HECKONBKHX TOJKOBAHHU, OMHO3HAYHOCTH €TO
OPHOIIKACTCST K TEKCTY 3aKOHOAATENBHBIX JAOKYMEHTOB. OCHOBHBIM TpeOOBaHHEM K TEKCTY AOKYMEHTOB SIBISICTCS ero yHupukanws. [Ipu
YHUPHKALMH TEKCTOB JIOJDKHBI COOJIONATHCS CIIEAYIOIINE TIPHHIUITbL:

TOYHOE€ OTPAXCHUE B TEKCTE COACPKAHUA CUTYallUN,
COOTBETCTBUE COACPI)KAHUA BUY NOKYMEHTA,

HCIIOJIb30BaHUE YCTOWYUBBIX PEUEBBIX OOOPOTOB U CIIOBOCOYETAHHH, a TakKe TEPMHHOB, COKPAICHHH U YCIOBHBIX O0O3HAUCHUI,
YCTaHOBJIEHHBIX CTaHAAapTaMHu.

HacTosmue pexoMeHIAaIMU COCTaBICHBI HA OCHOBE H3y4eHHS U OOOOMIEHMS ONBITa JAOKyMEHTOOOOpPOTa M PabOTHI C JAOKyMEHTAMHU B
CTPOUTEBHBIX OpraHu3anusX MockBbl 1 MOCKOBCKOH 001aCTH H C Y4ETOM IOJI0XKCHUH HOPMATHBHBIX M MeToandecKux nokymeHTtoB 'OCT P
51141-98, 'OCT P 6.30-2003, OK 011-93 (OKVY [I).

1. OBJIACTb IPUMEHEHUA

Hacrosumii TOKyMEHT pacIpoCTpaHsSeTCs Ha OpraHU3al[MOHHO-PACIOPSIUTENIbHbIE JOKYMEHTHI B CTPOMTENIBHOI OpraHu3alud U
NpUMEHsIeTCsl 111 00ecredeHus eIUHBIX ISl JaHHOW OpraHu3aluM NpaBHJI BEACHHs JOKyMEHTO0OOpoTa (perucrpaius, yder, oopaboTka u
HOJrOTOBKA JIOKYMEHTOB, KOHTPOJIb HCIIOJHEHHMS, MOPSJOK THPAKHUPOBAHMUS, CUCTEMATU3ALMs, MOArOTOBKA Ul CIaud B apXuB U XpaHEHUe
JIOKYMEHTOB).

BreinonHeHne 3THx TIpaBUJI CHOCO6CTByeT CBOCBPEMCHHOMY U TOYHOMY HCHOJHEHHUIO NOKYMEHTOB B COOTBETCTBUHU C HeﬁCTByIOHIHM
3aKOHOJATCIbCTBOM.
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2. HOPMATHUBHBIE U METOAUYECKHUE JOKYMEHTbDI

T'OCT P 51141-98. Jlenonpon3BOACTBO U apXUBHOE J€70. TEPMUHBI U ONIPEEICHUS

I'OCT P 6.30-2003. YCJ/I. VYHudunmpoBaHHas CHCTEMa OpPraHH3ALMOHHO-PACIOPSIUTENBHON JIOKyMeHTamuu. TpeGoBaHUS K
oopMIICHHIO TOKYMEHTOB

OK 011-93 (OKY ). Obuiepoccuiickuii Ki1accu(pHUKaTOp yNpaBlIeHYECKO JOKYMEHTALIHH.

3. TEPMUHBbI 1 ONTIPEJIEJIEHUA

Huxe NPpUBOJATCA TEPMHUHBI U HX ONPCHACICHUSA B o0nacTi OpraHu3alluOHHO-PACHIOPAAUTECIIBHBIX JTOKYMEHTOB, Hanbosee HIUPOKO
HCIIO0JIB3YEMBIC B CTpOP[TCJ'[bHOﬁ opraHusaluu.

AKT - JIOKyMEHT, COCTaBJICHHbIH OpraHu3ausMu (JIMIAMH) ¥ OATBEPK QIO COOBITHA ((aKTbI).
JIoroBOp - OKyMEHT, TOATBEPIKAAIONIHI COTIIAICHHE MEXKIY CTOPOHAMH (OpraHU3alMusIMH, OPTaHU3AIUIMH U JTULAMH ).

ZlOJ'DKHOCTHaﬂ HUHCTPYKIUA - JOKYMCHT, yCTaHaBJ’IHBa}OH.II/II‘/'I IMOpAAOK BbITIIOJIHCHUS pa60T nu pernaMeHTpr}omm‘»’[ JOJI)KHOCTHBIC
065{33HHOCTH, OTBETCTBEHHOCTD, IIpaBa, B3aUMOOTHOUICHUS MEXY COTPYAHUKAMH OpraHUu3aliuu.

OTueT - AOKYMEHT, CONCPIKAIINI CBEACHUS O BBIMOJHECHUH 3aIaHHi, MOPYYCHHH, [UIAHOB M T.II. M MPEACTABISIEMBIN B BBILICCTOSIILYIO
OpraHu3auio (JOJHKHOCTHOMY JIUILLY).

IMucemo (memoBoe, ciyxeOHOE, HHPOPMAIHOHHOE, CONPOBOAUTENBHOE M T.I.) - JOKYMEHT, CIyXallUii CPeACTBOM OOLICHHS MEXKIY
OpraHU3AHAMH.

ITonoxxeHne - NOKYMEHT, YCTAQHABJIMBAIOLIMH OCHOBHBIE NPUHLMUIBI M CHCTEMHO CBS3aHHbIE MEXTy c000# mpaBmia AesATelIbHOCTH
opraHu3anuy (CTPYKTYpPHBIX OJpa3/ieNeHuit).

IIpuka3s - 1oKyMeHT, 00s3aTeIbHBIN IS BHIIOJIHEHUS OpraHu3alunei (JOKHOCTHBIM JIUIIOM).

IIpoToxon - DOKyMEHT, coAepXalluii 3amuch XO4a OOCYXKICHHSA BOIPOCOB M PEIICHHH, NMPUHATHIX HAa COBEIIAHUAX, 3aCCHAHHUAX U
coOpaHusIX.

PacniopskeHue - JOKyMeHT, 00sI3aTEIbHBIH IS BHIIIOIHEHUS YKa3aHHBIMU B HEM JIOJDKHOCTHBIMHY JIMIIAMU U B YCTAaHOBJICHHBIN CPOK.
Cry)xeOHasi 3a11cKa - IOKYMEHT, CIIy’)Kalluid CPEICTBOM OOIECHHS MEXY TOJKHOCTHBIMH JIMLAMH OJTHOW OpraHU3allvu.

CrpaBka - JOKyMEHT, COJIEPKAIIUN ONMUCAHUE CIy>KeOHBIX COOBITHIA ((haKTOB).

4. OBIIME MOJIOKEHUA

4.1. JIoKyMeHTBl OpTaHM3alliM SBIIAIOTCS €€ COOCTBEHHOCTBIO, BKJIIOYAIOTCA B MMYIIECTBO OPTaHU3AIMHU, HOPSJOK PadOThl ¢ HUMHU
peryJiupyercsi HOpMaTHBHO-METOJMYECKUMHU ToKyMeHTamu PoctexperynupoBanus u denepanbHol apXUBHOM cityx0b1 Poccun.

4.2, I[OKyMCHTLI, NOCTyNaroIINUe U3 BBIIIECTOAMINX opraHmauHﬁ, JAOBOJATCS N0 CTPYKTYPHBIX no;{pasnenem/lﬁ IIyTeM U3JaHus IIPUKa30B,
pacnopﬂxcel-mﬁ, yKa3aHHﬁ, B KOTOPBIX COACPIKUTCA CChbIIIKA Ha HOCTyHI/IBH_H/Iﬁ JAOKYMCHT, U3JIaracTcCs €ro COACpKaHueC U MpeAyCMaTpuBarOTCs
MCEPOIIPHUATHS, TOAJICIKAIINC BbITTIOJIHCHHUIO.

4.3. ObcysKeHe BOIPOCOB Ha COBEILAHUIX, 3aCCIaHMAX, COOPaHUIX HUKCHPYETCS B IPOTOKONIAX.
IIpunsTHIE penieHus JOBOIATCS O UCIOJHUTENEH TyTeM PAaCcChUIKUA COOTBETCTBYIOIUX JOKYMEHTOB.

44, HCpCHI/ICKa C BBIICCTOAIIMMU U JOPYTUMH OpraHu3anvssMy, a TaKXe C TrpaxlaHaMu OCYUICCTBIIACTCS CTPYKTYPHBIMH
roApa3aCICHUSIMU B IIpEaCIax CBOCH KOMIICTCHIIUU.

Ilepenucka ¢ opraHamMM BIacTH M TOCYJAPCTBEHHOTO HAA30pa BEAETCS PYKOBOJAUTEIEM OPraHM3alUU WM 3aMECTHTENSMH IO €ro
MIOPYYEHHIO.

Benenue mnepemucku ¢ NpeanpUSATHAMH M OpPTraHU3alUsAMH IO BONPOCAM, CBA3AHHBIM C BBINOJHEHUEM BO3JIOKEHHBIX HAa HHUX
00513aHHOCTEH, OCYIIECTBISIOT PYKOBOAUTEIH CTPYKTYPHBIX I10JIPA3ACICHHH.

TlonroroBka u o¢popMiIeHHE MOKYMEHTOB OCYILIECTBIISIOTCS B COOTBETCTBHM C INPHHATHIMU INpaBWIaMH OOpabOTKH BXOJSLICH H
HCXOJAIIEH KOPPECTIOHICHIINH.

Texcr JOKYMECHTA BBICBUIACTCS 10 IIOYTE, NIEPEAACTCA B BUAC TCJTC(bOHOFpaMMBI WM TCJIETPpaMMBI, 110 cbaKcy, SHCKTpOHHOﬁ o4Te.

4.5. OnepaTHBHOE PYKOBOICTBO M KOHTPOJIb 32 pabOTO ¢ IOKyMEHTaMH OCYIIECTBIISIET KaHLESPUS OpraHU3alluH.
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Kanuensipust naer ykasanust o nopsiike paboThl ¢ JIOKyMEHTaMH, 0Os3aTeNIbHBIMU VISl UCIIOJHEHUS! CTPYKTYPHBIMHU IOJpa3/ieeHUsIMU
OpraHHU3alUH, IPOBEPSIET COCTOSIHUE ITOH pabOTHI U OCYILECTBIISIET 00YUEHHE COTPYTHUKOB, pabOTAIOIUX C JOKYMEHTaMH.

4.6. OTBETCTBEHHOCTbH 32 COCTOSIHHE, IIPABUIBHOE BEJECHHUE JOKYMEHTOB U COXPAaHHOCTh JOKYMEHTOB B CTPYKTYPHBIX HOZApPa3/eNCHUAX (B
OTZeNIaX, y4acTKaxX M T.II.) BO3/IAracTcs Ha UX PYKOBOAUTEINCH.

4.7. PykoBoauTeNN CTPYKTYPHBIX TIOPA3ICIICHIN:

00ecIeYrBarOT CBOCBPEMCHHOE U IIPAaBUJIBHOC BBITIOJTHCHUE nopyqum‘fI U pacriopsAAUTEIIbHBIX JOKYMCHTOB BBILICCTOAIINX OPraHOB,
PYKOBOACTBA OpraHU3alllU,

JOKJIA[IBIBAIOT PYKOBOJACTBY O XOJI€ BBIIOJHCHHS JAHHBIX UM JOKYMEHTOB;
00ecneynBaoT COXPaHHOCTh JOKYMEHTOB JI0 CIIAYM UX B apXUB;

00ecre4YrnBaroT MPaBUIIbHOE UCIIOIb30BAHUE CPEJICTB OPITEXHUKH, YKOHOMHOE PAaCXOJ0BaHHUE CITy)KeOHbIX OJIAHKOB U Oymarw;
CMOCOOCTBYIOT COKPAILICHUIO NEPEITUCKH, HE IOMYCKasi €€, €CIIM MOXKHO PEIIUTh BOIPOC IyTEM MEPEroBOPOB.

4.8. HenocpenctBenHas paboTa ¢ HOKYMEHTaMH BO3JIaraeTcsi Ha COTPYIHMKOB KaHLENSPUH, CEKpeTapeil, a B CTPYKTYPHBIX
HOApa3IeNeHUsX, TI€ X AOJDKHOCTH HE MPEeIyCMOTPEHBI 110 LITATy, - HA COTPYIHUKOB, HA3HAUCHHBIX OTBETCTBEHHBIMH 3a 3Ty pabory.

4.9. BHOBb Ha3HaueHHBIC COTPYAHUKH, OTBETCTBEHHbIE 3a pPabOTy C JOKYMEHTaMH, JOJDKHBI OBITb O3HAKOMIIEHBI PYKOBOJICTBOM
COOTBETCTBYIOILETO IOJPa3/IeNICHUs] CO CTPYKTYpOIl OpraHU3allK, YCTAaHOBJIEHHBIM MOPSIAKOM paboThl C JOKYMEHTaMH, HOMEHKIATYpOH ned,
JIOJDKHOCTHBIMH OOSI3aHHOCTSIMU M JIOJKHBI IPOWTH MHCTPYKTAX B KAHLIEJISPUU.

4.10. Ilpu yxome B OTIYCK, OTbe3/l¢ B KOMAaHAUPOBKY HJIH YBOJIBHEHHHM COTPYIHHK OOf3aH CAaTh IO YKAa3aHHIO PYKOBOJCTBA BCE
YUCIISIIIMECS 32 HUM JOKYMEHTbI JPYTOMY COTPYIHUKY, HA3HAUCHHOMY OTBETCTBEHHBIM 3a PabOTy ¢ JOKyMEHTaMu, KOTOPBIH JOMKEH MPUHATH
MEpBI K HX CBOEBPEMEHHOMY MCIIOJHEHHUIO.

4.11. IIpu yBONIbHEHUH (TICPEMEICHUN) OTBETCTBEHHOTO 32 BeJieHHE PaOOTHI C JOKyMEHTaMU IIPOU3BOAUTCS Iepeada eI i JOKyMEHTOB,
0 4eM COCTaBJISIETCS IPUEMOCIATOUHBIH aKT, KOTOPBII yTBEP)KAAETCSI PyKOBOJUTEIEM CTPYKTYPHOTO MOAPa3AeIeHHUs.

4.12. CopnepxaHHe HOKYMEHTOB HE HOMISKHT omameHno. C HAMH MOTYT OBITh O3HAKOMIICHBI TOJBKO JIMIA, HMMEIOIIUE
HETIOCPEICTBEHHOE OTHOIICHHE K HCIIONHEHHIO 3THX JOKYMEHTOB. IIpHM MX yTpare HEOOXOIMMO HEMEUICHHO IOCTAaBUTh B H3BECTHOCTH
PYKOBOJHTENS CTPYKTYPHOTO MOAPA3/IeNCHUs U KaHIEISIPHIO OpraHU3aIiH.

IlepenaBath IOKYMEHTHl (MX KONWH) pabOTHHUKAM CTOPOHHHX OPraHH3alMil JOMyCKaeTcsi TOJNBKO C pa3pellieHHs PYKOBOJICTBA
OpraHU3aLHH.

4.13. JIoKkyMEHTBI COCTaBIISIIOTCSl HA OyMmare Win Ha IpyruX HOCHTEISX.

HpI/I IOATOTOBKE U Oq)OpMJ'IeHI/II/I JAOKYMCHTOB C06J'I}OZ[21K)TC5[ IpaBuiia, O6CCH€‘1IHB3.IOH.[PI€ OpUANYECKYIO CUITY JOKYMEHTOB, OIICPATUBHOC
HX UCIIOJTHCHUEC U IMOHUCK, BO3MOXHOCTH 06pa60T1<1/1 U TUPAXKUPOBAHUSA JOKYMEHTOB C IIOMOIIBIO KOMIIBIOTCPOB U KOHI/IpOBﬁHLHOﬁ arrapaTypsbl.

JloKyMEeHT MMEET IOPHANYECKYIO CHIIy NTPU HATMYUH PEKBU3UTOB, 00S3aTENBHBIX ULl JAHHOTO BHIA JOKyMEHTA (1. 4), 1 HPaBUIEHOM UX
0o OpMIICHHN.

IpaBuna odopmieHus IpUBEAEHHI B pa3ienax 5 U 6 HaCTOAIIETO JOKyMEHTA.

IIpu cocraBiieHHH JOKYMEHTOB ¢ MOMOIIBIO KOMITbIoTepa ucnosb3yercs mpudt Times New Roman N 13, 14 (uis moaroToBku Tadmuig
JIOITyCKaeTcsl HCTIoNb30BaTh mpHdT N 12).

4.14. KauecTBO MOJATOTOBKH JAOKYMCEHTa ONpeacisaeTCsa AOCTOBEPHOCTBIO U TOYHOCTHIO CO,Z[ep)KaH.[CfICS{ B HEM HH(bOpMaHHH, CTHJIEM
W3JI0KEHUS U COOJIOICHHEM TIpaBUJI Oq)OpMJTCHI/IS{.

OTBETCTBEHHOCTb 3a KauyeCTBO IOJArOTOBKHM JIOKYMEHTa BO3JIaraeTcsi Ha MCIOJHUTENS, a Talkke Ha JIMLQA, 3aBU3MPOBABIINE M
MOANUCABIIUE TOKYMEHT.

OTBETCTBEHHBIM 3a pPabOTy C JOKyMEHTaMU IPELOCTABIETCA IIPaBO BO3BPAIIATh MCIOIHHUTEIAM HENPABHIBHO OQOpPMICHHBIC
JOKYMEHTHI Ha TOPabOTKY.

4.15. He JOITyCKa€TCsl BHOCUTh Kakue-Tu00 N3MEHEHUS 1 I[OGaBJIeHHS{ B yTBep)KJICHHBIﬁ JAOKYMCHT 0e3 pa3peuieHus Juna, moAnrucaBmero
JAOKYMCHT.

5. TIPABUJIA PABOTBI C JOKYMEHTAMU

5.1. B1aHKH 10KYMEHTOB

ﬂOKyMCHTBI OCI)OPMJ'IPHOT Ha 6J1a1-n<ax, KOTOPBIC TOJDKHBI UMETH 00s13aTeNIbHBIC PCKBU3UTHI U yCTaHOBJ’IeHHLIﬁ TIOPAAOK UX PACIIOJIOKEHUS.

ITpumeHstoT, Kak MpaBHUiIo, CIEAYIONME ONaHKuU:
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00muii 01aHK 1 OJIAHK ITHCHMA;

0JaHK OJDKHOCTHOTO JINIIA M KOHKPETHOT'O BHAA JOKYMEHTa;

GJaHK CTPYKTYPHOTO HOJPA3AeICHHUSL.

branku JOKYMEHTOB H3TOTABIUBAIOT HA CBETIOH Oymare popmaroB A4 (210 x 297 mm) u AS (148 x 210 Mm).

Pexe ucnonsdytorcst popmar A3 (297 x 420 MM) Uit TOKyMEHTOB, o(OpPMIIEHHBIX B BuIe Tabuui, U ¢opmar A6 (105 x 148 mm) s
0JTaHKOB PE30ITIONHH.

VcTaHaBnMBaroTCs ABa BAPUAHTA PACIIONIOKEHHS PEKBU3UTOB Ha OJIaHKaX:

MIPOJOJIBHBIN - JUI U3TOTOBJIEHHS JOKYMEHTOB: IIPUKA3bl, PACHOPSIKCHUS, PEIICHHS, IPOTOKOIBL U T.1.;
YIJIOBOM - JUISl U3TOTOBJICHUS JOKYMEHTOB: CIIy)KEOHBIC 3aITHCKH, TMCEMa, aKThI, TOJOKECHHS, HHCTPYKIMH H T.II.
JlucT nOKyMeHTa I0JDKeH MMEThH IOJIsl He MeHee: JIeBoe - 25 MM, IpaBoe - 15 MM, BepxHee 1 HHxkHee - 20 MM.

JIOKyMEHTBI, OTIIpaBIIiEMblC U3 OpPTaHU3aLM M IIOJIIHCHIBACMBIC PYKOBOJICTBOM, O(GOPMILIOT Ha (UPMEHHBIX OJaHKaX (c 3MOieMoit
OpraHU3aIHN).

Ha sTHX 6naHKax mocie HAaMMEHOBAHHUS OPTaHU3aLMU IPUBOT CIPABOYHbBIC NaHHbIC, BKIIFOYAIOIHME IIOYTOBBIH H 3JIEKTPOHHEIN aapeca,
HOMepa Teae()OHOB M TesledaKCcoB M APYTHE CBEACHMUS 0 YCMOTPEHHIO OPTaHU3aIiH.

®dupmMeHHble OJIAHKW M3TOTABIMBAIOT THIOIPAQCKUM CIIOCOOOM. DTH OJIAaHKU SIBJISIOTCS JOKYMEHTaMH CTPOTOM OTYETHOCTH, YYeT U
BBIIaYy UX CTPYKTYPHBIM MOZPA3ACICHHAM NPOU3BOAUT KAHIEISAPUS OPraHU3aLiH.

VYuer 071aHKOB OCYLICCTBIIAIOT C MOMOUIBIO TTOPSAKOBBIX HOMEPOB, MPOCTABIISICMBIX Ha MOJISAX WK Ha 00pAaTHOM CTOPOHE JIUCTA.
Hcnosb30BaHne KCEpOKONHA GUPMEHHBIX OJJAHKOB HE PEKOMEH/TyETCS.

HaumenoBanue opranusaiuu Ha OJaHKe yKa3bIBaeTCsl B TOYHOM COOTBETCTBHUH C €€ Y CTaBOM.

HaumenoBaHnue neyaraercs:

Ha TIPOJIOJIBHOM OJIaHKE - TIPOTIMCHBIMU OYyKBaMHu;

Ha YIJIOBOM OJIaHKE - IPONUCHBIMH HJIM CTPOYHBIMH OYKBaMU; CTPOUHBIE OYKBBI BBIJIEIISIFOT ITOJIYKUPHBIM IIPUPTOM.

bnanku KOKHOCTHOTO JIMIIA UCTIONB3YIOT 3aMECTUTENN PyKOBOIUTENS I U3aHUS JOKYMEHTOB B IIpeJesiaX UX KOMIICTCHIINH.

Ha GnaHke MODKHOCTHOTO JIMIA NPHUBOAAT IMOJHOE HAHMEHOBAaHWE OPraHHM3allMd M JOJDKHOCTh, KOTOPHIC MEYATAIOT MPOMHCHBIMU
OyKBaMHU U BBIPABHHBAIOT B IPEAENax MOJeH 10 LEHTPY.

bnanku BHYTPECHHUX NJOKYMEHTOB U3rOTABJIMBAIOT HA KOMIIBIOTEPE HETIOCPEACTBEHHO IIPHU CO3JaHNN JOKYMEHTA.

Ha Omankax BHYTPEHHUX HOOKYMCHTOB (KpOMe CHy)KCGHOﬁ, L[OKJ'IaHHOﬁ, 00BACHUTENBHON 3aHI/ICOK) HaMMCHOBAHHUEC CTPYKTYPHOI'O
roAapasACICHUsI MPUBOJAT IMTOJIHOCTBIO, € YKAa3aHUEM BbILNICCTOAIINUX CTPYKTYDP.

Ilpu odopmiaeHHH Ciy)XeOHOW, IOKIAAHOH, OOBSCHUTEIBHON 3amUCOK YKa3bIBaCTCS TOJIbKO HAUMEHOBAHHE CTPYKTYPHOIO
HOJIpa3/ieNIeH s, KOTOPOE IeYaTaeTCsl HPOIMCHBIMU OyKBaMH.

JomyckaeTcs BbIAEIATh HAUMEHOBAHHE CTPYKTYPHOTO HMOAPa3ieNeH s N JOJDKHOCTHOTO JIUIA MONTYKUPHBIM MIPUGTOM.

Hcnonp3oBanue IIPOU3BOJIBHBIX OJIaHKOB HE PCKOMCHAYCTCH.

5.2. HaumeHOBaHHe J0OKYyMeEHTa

HanmenoBanne moxymenta: I[IPUKA3, CIIVIKEBHAS 3AIIMCKA u T.n. IOMKHO COOTBETCTBOBATH €TO COJCPIKAHWIO W TIEPEUHIO
MIPUHATHIX B OPTaHU3ALUHU JOKYMEHTOB.

HaumeHnoBanue JOKYMEHTa Iie4aTaroT IPOIMCHBIMHU 6yKBaMI/I, BBIACIIAOT IOJYXXUPHBIM I_HpI/I(bTOM U OTACIAIOT OT CICAYHOIIUX Jajiee
PEKBU3UTOB HBOﬁHBIM MEXKCTPOUYHBIM UHTEPBAJIOM.

HaumenoBanue JOKYMEHTOB MOJKET II€4YaTaThCs B PA3pAIAKY.

5.3. Pe3ouionusi Ha JIOKyMeHTe

Pesomronus nuiercs B BerHeﬁ qacTu nepBoi’[ CTpaHHUIbl JOKYMEHTA, B Hel YKa3bIBarOT q)aMI/IJ'II/I}O 1 MHULHAJIbI UCIIOJIHUTEIIA, KOTOPOMY
HamnpasJIA€TCA JOKYMCHT, COACPKAaHUE 3alaHus, ITIOPAIOK U CPOK UCIIOJITHEHUSA, CTABUTCA MOAINUCH PYKOBOAUTEIIA U AaTa.
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Ecnu ucnonauTenei HECKOJIBKO, TO HepBLIﬁ U3 YKa3aHHbIX B PE3OJIIOLUU SABJIACTCA OTBETCTBEHHBIM 3a HCIIOJIHCHUE BCEIrO JOKYMEHTA.
OTBETCTBEHHOCTD 3a CBOEBPEMEHHOC U IIPABUIIBHOC UCIIOJITHEHUE 3aJaHUs HECYT BCE YKAa3aHHbBIC B PE3OJIFOIIUHA UCTIOJIHUTEIN.

5.4. laTta 10KyMeHTa

Jlaroii nokymeHTa, B o0lIeM ciydae, SIBISETCS laTa ero MOANMCAHHUS MM yTBePXKACHMs, JUIS MPOTOKOJA - JaTa 3aceiaHus (MpHUHATUS
peleHus), A1 aKTa - JaTa COCTaBJICHUS.

Jlng HanucaHusA JaThl UCIONB3YIOT NH(POBOH U croBecHO-IM(ppoBoii criocodst: 01.03.2008 rox wmu 17 saBaps 2008 .

CroBecHo-1H(ppoBoii croco6 Hamucanus aat (Hampumep, 09 aBrycra 2008 r.) peKOMEHIyeTCsl NMPUMEHATh B IpPHKa3aX, akKTax,
MPOTOKOJIaX, (UHAHCOBBIX JOKYMEHTAX.

5.5. Anpecat 1oKyMeHTa

B kauectBe aZpecaToB JOKYMCHTOB MOTI'yT OBITE OopraHusanuny, X CTPYKTYPHBIC IIOAPAa3ACIICHUS, TOJDKHOCTHBIC U (IJI/I?;I/I‘{CCKI/Ie Jmna.

IIpu HammcaHuM ajapecaTa B Haudaje yKas3blBalOT HAUMEHOBAaHHE OPIaHM3alMU-TIONYyYaTells M €€ CTPYKTYPHOrO NOJApasficicHus B
UMEHUTENIBHOM MaJIeXkKe, 3aTeM, IPU He0OXOIMMOCTH, TOJDKHOCTE U (haMHIIMIO JIMLA, KOTOPOMY aJpecoBaH JOKYMEHT, B JaTEJIbHOM Hajexe, a
TaK)Ke MOYTOBBIN aJpec.

IIpu agpecoBaHMM AOKyMEHTa PYKOBOAMTENIO OPraHU3allMU MM CTPYKTYpPHOrO NOAPA3[eleHUs MX HaMMEHOBAHHE BXOIMT B COCTaB
HaMMEHOBAHUS JOJKHOCTH aJpecaTa.

I/IHI/II_[HEUILI JOJDKHOCTHOI'O HIJIN (1)I/I3I/I‘{€CKOI‘O JiMa YKa3bIBalOT IICpEa €ro q)aMHHHCﬁ U pu nevaTaHUuu OTACIIAOT OT HEE OAHUM
npoOeIoM.

HpOCTaBJ’IeHI/IC IIOYTOBOTO aZipeca HE ABJISACTCA 00513aTEIIBHBIM JIJIS1 IOCTOSTHHBIX aJpecaros.

Ilpu ampecoBaHMM JOKyMEHTa B HECKOJIBKO ajapecoB (HO He Oojee 4eThlpex) MOCIe MEepBOTO ajpecara M ero IOYTOBOrO ajpeca
MeYaTaloTCs CleAyOIHe agpecaThl U UX HOYTOBBIC ajpeca.

I[OKyMCHTLI, HaIrpaBJIIEMBIC B BBILICCTOAIINE OPTaHbl, a IPECYIOTCI 0e3 yKa3aH1/1171 HOJ’DKHOCTGﬁ u CI)aMHJ'IPIﬁ, a TaKXXe IOYTOBOI'O aJapeca.

Az[pecaT neyaraeTcsa 4epe3 OAUH Me)KCTpO‘IHBII‘/'I HUHTEpBAJ B BerHCP’I HpaBOﬁ YacCTH JIMCTa B IpeAeciax OrpaHUINUTEIIbHBIX YI'OJIKOB, a IIPpU
HX OTCYTCTBHUH - OTCTYIIUB 122 MM oT JieBOTO Kpas JINCTa U HE Hapyllast IpaBoro 1oJis.

CocraBHbIE YacTH ajpecara IeyaTaloT ¢ HOBOW CTPOKM yepe3 1,5 - 2 MeXCTPOUYHBIX MHTEpBaJla CTPOUYHBIMH OyKBaMH, KpOMe IE€pBOi
nponucHoi. Touka B KOHIIE afpecaTa He IPOCTaBIISETCS.

5.6. 3aro/10BOK K TEKCTY JOKYMEHTAa

ITepern TEKCTOM JOKYMEHTA IHILIETCS 3aT0JI0BOK, COCTOSIIMIT N3 HAUMEHOBAHNUS JOKYMEHTA M €r0 TEMATHKU.
3aroJ0BOK JOKEH OBITh KpaTKuM (He 6oiee 2 - 3 CTPOK).

3aroJ0BOK IMEYaTaroT OT JIEBOTO IOJIS Yepe3 OJUH MEXKCTPOUYHBIH WHTEpBaJl, IPHYEM KaK/las CTPOKa COJCPIKHT, Kak MpaBHIIO, He OoJiee
28 meyatHbIX 3HaKOB. Ecin 3aronoBok npessimaeT 150 3HaKOB, TO €ro MpOJUICBAIOT JI0 IPAHUIIBI IIPABOTO TIOJIS.

s 1OKyMeHTOB, 0(OpMIICHHBIX Ha MPOJOJBHBIX OllaHKax (IPHKA30B, PACIOPSDKEHHN H JIp.), 3aroioBOK, HpeBbimaronuii 150 3HaKoB,
CIIeyeT LIEHTPUPOBATh B IPeeNnax MoyeH.

3arooBoK mmeyararmoT 6e3 KaBBIYEK, HE NOAYEPKUBAIOT, TOUYKA B KOHIIC HE IPOCTABJIACTCA.
3aroJIOBOK HE MHINETCS HA TCJIe(bOHOI‘paMMaX, TCJICrpaMmMax, U3BCUICHUAX, a TAKIKEC Ha JOKYMCHTax q)opMaTa AS.

Ha nokymeHTax, He MIMCIOIMX 3aroI0BKa (IMChMax 1 HEKOTOPBIX APYTHX NOKYMEHTAX), 00beMoM Gollee 4eM OfiHa CTpaHuLa, HaOHpaeTes
Hepes TEKCTOM, y JIEBOTO Mo (pasa-aHHOTALMS C yKa3aHHEM TEMATUKH JTOKYMEHTA.

5.7. TekeT nOKyMeHTa

TexcT cocTaBisIOT, KaK MPaBWIIo, Mo o HOW TeMe. MH(opmanus 1omkHa OBITh MTOJIHOM, ICHOW M YETKOW, UCKITIoYaroneld Bompockl. Tekct
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crenyeT peAakTUpoBaTh. OObEM TEKCTa HE TOIDKEH COCTABIATh Ooee IBYX CTPaHHULL.

OT‘-ICTBI, IJIaHbl U APYTUE NOKYMECHTBI, COACPIKAIINE HECKOJIBKO B3aUMOCBSA3AHHBIX TEM, MOT'YT OBITH OOJIBIIIETO 06L€Ma, HO HE JOJIKHBI
IIPEeBBIIIATE CEMb-BOCEMb CTPAHULIL.

JloKyMeHTBI, COCTaBJIEHHBIC HA OCHOBAHHM M BO MCIIOJHEHHE JPYTHX JOKYMEHTOB (HAIpHMEp, BBILIECTOSMIUX OPraHOB WM OPraHOB
TOCKOHTPOJIS), AOJDKHBI COJIEPIKATh CCHUIKH HA HUX: HAMMCHOBAHUE BUJIA JOKYMEHTa, OPraHH3alMI0-aBTopa, IaTy H3IaHHs, HOMEp H T.II.

TexcT mOKyMeHTa COCTaBIIIOT, KaK IPaBUIO, U3 IBYX paslenoB. B mepBoM pasmene ykasplBaeTcss OCHOBaHHUE (IPUYMHA, MOTUB)
HOATOTOBKU JOKYMEHTA, BO BTOPOM Pa3fieNie U3JIaraeTcsi ero OCHOBHOE COZlepKaHue (paclopsDKeHNe, pelleHue, IPeaIokeHue, Ipockoa U T.11.).

TexcT NOKyMEHTa MOXET COJACp)KaTh TAKke ONMH pasfeN, HalmpuMep INpuka3 (PacIopsDKEHHE) - PacIOpSAUTENBHYI0 4acTh 0e3
npeaMOyIIbl, MHCHMO - IPOCK0Y 0e3 MOSCHEHUS.

JloKyMeHTBI, cozepakariue HHGOpMaIHIo 110 pa3InyHbIM BOIIPOCaM, JIENATCS Ha pasziensl (I71aBbl, MYHKTHI, HOAMYHKTHI). Kax bl u3 stux
pa3zaeNoB UMEET OJTHO-, IBYX- WM TPEX3HAUHbBIH HOMEp, HAaIIMCAHHBI apaOCKUMU LH(paMHu.

5.8. IIpnnoxkenne K 10KyMeHTY

Ecmu JOKYMCEHT HMMECT NPUIJIOKEHHUC, TO II0CJIE TEKCTa AOKYMCHTa II€4YaTacTCs CJIOBO HpI/IJIO)KeHHC - OT JICBOI'O IIOJIs, CTPOYHLBIMU
6yKBaMH, KpoMme HCpBOﬁ HpOHHCHOﬁ, C IBOCTOYHEM IIOCIIC HETO. HpHJ’IO)KCHHC MOXET COCTOATH M3 HECKOJBKHX CaMOCTOATCIBHBIX ‘IaCTCﬁ,
KOTOPBIC ITEPCUNCIISIIOTCS apaGCKI/IMI/I LII/I(bpaMI/I.

IMpunoxeHue cieayer yIoMsHYTh U Ha3BaTh B TEKCTE JOKYMEHTA, B 9TOM Cily4ae MHUIIYT, HapuMep, Tak: [IpuiokeHue: ynoMsHyToe Ha 5
JI. B 2 9K3.

Ecnu npuiioskeHHe HE Ha3BaHO B TEKCTE JOKYMEHTA, TO YKa3bIBACTCS €ro MOJHOE HaUMEHOBaHUe. Eciu mpuiioxeHne cOpOIIopoBaHo, TO
KOJIMYECTBO JIUCTOB HE yKa3bIBaeTCs. ECIM MPUIOKEHHEM SABISIETCS JOKYMEHT, TaKKe HMCIOLIHNI MPUIOKEHHE, 9TO 0QOPMIIETCS CIIEIYIOUIM
obpazom. [Ipunoxkenue: pacnopsbkenue Pocrexnanzopa ot 25.06.2007 N 81 u npunoxxkeHue Kk Hemy, Bcero Ha 12 1.

Ipunoxenue odpopmisgercs Ha CTAaHIAPTHHIX AHuCTaxX. Ha moxymeHTe, SBIIOIIEMCs NPUIIOKEHHEM, IedaTaeTcs cioBo llpunoxeHue B
IIPaBOM BEPXHEM YIIIy, OTCTyNuB 40 Me4aTHBIX 3HAKOB OT JIEBOTO TOJIA.

Ecnu npuiioyxeHne uMeeT HyMepaluio, To IU(psl yKa3bIBAIOT Mociie cioBa [IpunoxeHue.

5.9. CorsiacoBaHmne 10KyMeHTa

Jns OIEHKH COmep)XaHUS JOKyMEHTa M KadecTBa €ro O(OpPMIICHHS, €ro OOOCHOBAaHHOCTH, COOTBETCTBHS JCHCTBYIOILEMY
3aKOHOJATEeNILCTBY MPOBOJUTCS COIIacoBaHUE JOKyMeHTa. COrllacoBaHUE MOXKET MPOBOAUTHCS KaK BHYTPU OPraHU3alluy C MOApa3AeNICHUsIMU
U JJOJDKHOCTHBIMU JIMIIaMH (BHYTpPEHHEE COTJIAaCOBAHME), TAK H 3 €r0 Ipe/enaMy (BHEIIHEe COrTIacOBAHHE).

BHeniHee coryiacoBaHue B 3aBUCUMOCTH OT COACPIKaHUA JOKYMEHTA IIPOBOAUTCS:

C NOABEAOMCTBEHHBIMU OpraHu3alUsIMU U CTOPOHHUMH OpPraHu3alusMH, €CJIM OHU BCTYIAIOT B IIPaBOBbIE OTHOILICHUS, BOSHUKAIOILIUE
BCJICACTBUE U3JaHUA NOKYMEHTA, WA COACPKAHUE NOKYMEHTA 3aTPAaruBacT UX HHTEPECHI;

C OpraHaMu, OCYIIECTBIIAIOIINMHA FOCyL[apCTBCHHLIﬁ Haza30p;
C BBILICCTOAIIUMUA OpraHUu3alusIMu.

CinoBo COI'JTACOBAHO mneuyaTtaercs Ha JHIEBOH CTOPOHE NOKYMEHTA, CJIEBa, BbIIIE HAMMEHOBAHUS BUJA JOKYMEHTa, IPONHCHBIMU
OykBaMu (03 KaBbIYEK U IBOCTOUUS).

IIpu cornacoBanuu ¢ gomxHOCTHBIM JuioM moj cioBoM COIJTACOBAHO yka3biBaeTcs NOMKHOCTb, NPHUBOISATCS HAUMEHOBaHUE
OpraHU3alIK, HHUIUATIE! U (haMIIHs.

IIpu corizacoBaHMM JPYyrMM JIOKyMEHTOM (IIMCBMOM, MpoTOoKojoM u ap.) nox cinoBoM COI'NTACOBAHO mnpuBoasrcst HaMMEHOBaHHE
9TOr0 JOKyMEHTa, 1aTa €ro YTBEPXKJICHUS 1 HOMEp.

Ecnmu JOKYMEHT HMMEET [IBa COIVIaCOBaHMA, HUX pasMEIlalOT Ha OAHOM YPOBHE, HpHU 0OJIBIIEM KOJHUYECTBE - HX pasMeliarT ABYyMsA
BEPTHUKAJIBbHBIMU pAAaMHU.

CornacoBaHue MOXKET OQGOPMIAThCA HA OTACIBHOM JIMCTE, €CIH COJACPKAHHE JOKYMEHTA 3aTParMBaeT HHTEPEChl HECKOIBKUX
OpraHM3alLluii; MPU 3TOM Ha JOKyMEHTe JenaeTcs oTMeTka "JIucT cormacoBanus npuiaraercs'.

BHyTpCHHee COrJIaCOBaHUE OCYUICCTBJIACTCS ITYTEM BU3HUPOBAHUS NOKYMEHTA NJOJDKHOCTHBIMH JIMIIAMHU OpraHU3allnU. Busa Bkirogaer B
cebst JIMYHYIO IOAIHUCH, €€ paCHII/ICprBKy, JaTy BU3HUPOBAHUSA. B pane ciiydacB IIPUBOAUTCA JOJKHOCTh BUBHUPYIOIICTO.

Eciin uMeroTcs 3aMeyaHust 10 JOKYMEHTY, TO OHH M3J1araloTcs Ha OTICJIBbHOM JIMCTE, MOAMKCHIBAIOTCS U MPHIIAralnTcs K JoKyMmeHty. [Ipu
9TOM Ha JJOKYMEHTE BBIIIE BU3HI JIeNIacTCsl OTMETKa ""3aMeuaHus mpuiaratorcs'.
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B ciydae Hecornmacus IODKHOCTHOTO JIMIA C JOKYMEHTOM B IIGJIOM BBIIE BH3BI jAenaercs otMerka: "C JOKyMEHTOM HE COIJIAceH,
3aMeYaHusl IpUIaraTcs'.

I[J'lﬂ JOKYMEHTAa, IOUIMHHUK KOTOPOI'0 OCTA€TCS B OpraHu3aliuy, BU3bl IIPOCTABJIAOTCS Ha IOCJIIEAHEM JIUCTE NOMJIMHHUKA TOKYMEHTA.

I[IIS[ JIOKYMEHTA, IOUIMHHUK KOTOPOT'0 OTHPABISACTCA U3 OpraHu3aliii, BU3bI IIPOCTABIIAIOTCA Ha KOIIMUA OTIPABIIAEMOI0 JOKYMEHTA.

5.10. YTBepakaeHHe JOKYMEHTa

YTBepkaaeTcst JOKYMEHT, UMEIOLMI HOPMAaTUBHBIH WM IPaBOBOMN XapakTep.

JIOKyMEHTBI YTBEPKIArOTCSl PYKOBOAMTENIEM OpTraHu3aniy. [IOKyMeHTHI, TIOJUIeXKaIie YTBEPKICHNIO, TIPUOOPETAIOT IOPUANIECKYIO CHITY
C MOMEHTA WX YTBEP)KJICHUSI.

Cnoo YTBEPXJIAIO mneuartaercst Ha JUIIEBOH CTOPOHE IOKYMEHTa, CIpaBa, BBIIIC HAMMEHOBaHHs BHJA JOKYMEHTA, MPOMHCHBIMH
OykBamu (0e3 KaBbIUEK M JBOETOUMs), HA OAHOM ypoBHe co cioBom COT'JTACOBAHO.

Huxe cnoa YTBEPXKIIAIO meuaraercss HauMeHOBAaHME OJDKHOCTH JIMIA, YTBEPXKIAIOIIETO JAOKYMEHT, MPUBOJIATCS €ro IOJIHNCH,
WHHULMATBI U (aMUIIHS, AaTa YTBEPHKICHUSL.

5.11. HHoanuco

Ilpu MOAMUCH YKa3bIBAIOT JOKHOCTH JIMIIA, TIOIIMUCABIIEr0 JOKYMEHT (Ha JOJKHOCTHOM OJIaHKE HAUMEHOBAHUE [OJDKHOCTH JBAXKIBI HE
yKa3bIBaeTCsl), MHULMAIIBL U (haMUITHIO.

B moxymenTax, oopMIECHHBIX HE Ha OJIaHKE OPraHU3aliH, CIeIyeT yKa3bIBaTh HANMEHOBAHHE JOJDKHOCTH, BKIIIOUAIOIIee HANMCHOBaHHUE
OpraHM3alUH U CTPYKTYPHOT'O NOAPA3AETICHUS.

Ecnu nomxHoCcTHOE JIMO, MNOAIMUCH KOTOPOT'O 3aroToBJIEHA HAa JOKYMCEHTE, OTCYTCTBYET, TO AOKYMCHT ITOAIMUCHIBACT €I0 3aMECTUTCIIb
WA JIAIO, UCIIOJIHAKMICE €Tro 0053aHHOCTH. an/I 9TOM YKa3bIBaCTCsA (l)aKTH‘ICCKaH JOJDKHOCTb U q)aMHIII/ISI Jimga, noAnvcaBIIero JOKYMEHT.
HOHpaBKI/I MOJXHO BHECTU OT PYKH, HAIPpUMEP: 3aM. UJIN U.O.

CraButh: "32" HJIM IPOCTABIATH KOCYIO YePTy Iepel HAMMEHOBAaHUEM JIOJDKHOCTH HE PEKOMEH/TYeTCs.

IIpu mnoamucaHMu JOKYMEHTa HECKOJBKMMHU JOJDKHOCTHBIMH JIMIIAMH UX TOANMCH pacloiaraloT OJHy IOJ JApyroi B
MIOCJIEI0BATENbHOCTH, COOTBETCTBYIOIECH 3aHNMAEMOM JOIKHOCTH.

HOﬂHHCI/I JOKYMCHTA HECKOJIBKHUX JIMI] PaBHBIX JTIOJDKHOCTEH pacmosararorT Ha OAHOM YPOBHE.

B JOKYMEHTaXx, IMOAIKUCbIBACMbIX KOMUCCHEH, YKa3bIBalOT HE HOJDKHOCTH JIML, IMOANHCABIINX HOKYMCHT, a UX 00513aHHOCTH B COCTaBE
KOMHUCCHUH.

IToanuce oTaensercst OT MpeablayIIeii MOAMUCH IBYMSA-TPEMS MEKCTPOUYHBIMU HHTEPBAIAMH.

HaumenoBanne JAOJDKHOCTH IedaTacTCs CTPOUYHBIMH 6yKBaMI/I, Kpome HCpBOﬁ HpOHHCHOﬁ, OT JICBOI'O IIOJIA NOKYMEHTa 4€pe3 OAWH
Me)KCTpO‘IHLIﬁ HWHTEpBaJI U BBIPABHUBACTCA II0 JICBOMY IIOJIIO JOKYMCHTA, p'dCIlII/I(prBKa TIOANMCH BBIPABHUBACTCA 110 IIPABOMY IIOJIIO. HpH
HaJIMYUKU HECKOJIbKHUX HOHHHCCﬁ Ha JOKYMCHTC I10 IIPpaBOMY ITOJIIO BBIPABHUBACTCA CaMasl JUIMHHASA U3 HUX.

WNuunmans! u (1)aMI/I.]'II/IIO reyaTtaroT Ha YPOBHE nocneaHei CTPOKHU HAUMCHOBAHHA MOJIKHOCTH C HpO6eJ’IOM JUTA TIOAITHUCH.

5.12. Yka3aHue UCTIOJTHHUTEJISI

OtmeTka 00 HCIONHHTEE MPOCTaBIAETCS OT JIEBOTO MOJI B HUDKHEH 4acTH JIMLEBOH MM OOOPOTHOH CTOPOHBI MOCIIETHErO JIMCTa
HOJUIMHHHUKA JIOKYMEHTa ¥ BKJIIOYaeT (ammimio (paMuiInio, UMs, OTYECTBO) M HOMep TelieoHa HCHONHHTENS. [IpH 3TOM MOryT OBITH
ucronb3oBansl mpudTe N 10 - 11.

5.13. OT™MeTKa 00 HCIOJTHEHHH JOKYMEHTa

OrMmeTKa 00 UCIIOTHEHHH IIPOCTABJISICTCS HA IICPBOM JINCTEC NJOKYMEHTA B HIDKHEH €0 4acTu U COACPIKUT CIICAYIOIINC TaHHBIC:

JAaTy U HOMEp JOKYMEHTaA, CBUACTECILCTBYOLICTO 00 HCIIOJIHCHHWH, b0 KpaTKue€ CBCACHUS 00 HCIIOJTHCHUM
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cioBa "B neno" u HOMep Aena, B KOTOPOM OyZeT XpaHUThCS JOKYMEHT;

JIaTy ¥ MOAIUCH UCIIOMHUTENS (PyKOBOANUTEISI CTPYKTYPHOTO TOAPA3ICIICHIS).

5.14. OdopmiieHne TOKYMEHTOB

TexcThl JOKYMEHTOB IedararoT yepe3 1,5 MexcTpouHblx uMHTepBana. HoBblll ab3an mevyaraioT, OTCTYNHB 5 MEYaTHBIX 3HAKOB OT JIEBOTO
noss. [Ipu oopmileHHH 1OKyMEHTOB 006EeMOM cBBIIIE 10 CTPaHUI] HCIIONB3YIOT BTOPYIO CTOPOHY JIUCTA.

Bropyto 1 mocieayomue CTpaHULBl JOKYMEHTOB HyMepytoT. HoMepa cTpaHHIl IPOCTaBIAIOT apaOCKUMH L(ppaMu BBEpXy AOKYMEHTA, B
HeHTpe, 6e3 KaKUX-TM00 TOMOTHUTEIBHBIX 3HAKOB.

IIpu opopmnenun nokymeHToB Ha Onankax ¢opmata AS (148 x 210 MM), a TakKe OTAENBHBIX MHOTOCTPAHUYHBIX JJOKYMEHTOB
(MHCTPYKUMI, OJT0XKEHHMIT, IIPaBUIT), HEe NPeJHA3HAUYCHHBIX JUIS MOIUTPadUIecKoro BOCIPOU3BEICHHS, AOIMYCKAeTCsl NCHONb30BaTh mpudT N
12 gepe3 1 MeXCTPOYHBII HHTEPBAI.

TekcThl JIOKYMEHTOB, HAIIPABJIAEMBIX B BBIIIECTOAIIUE OPTaHbL, IEYATAIOT C OHHOﬁ CTOPOHBI JINCTA YEPE3 2 MEXCTPOYHBIX HHTEPBAJIA.
OT}ICJ’[BHHC BUAbI BHYTPEHHUX NJOKYMCEHTOB (3aHBJ’ICHI/Ie, 00BsICHUTEIbHAS 3a1'mcr<a) MMUIIYT OT PYKH.

PexBU3UTHI TOKYMEHTa, COCTOALIME U3 HECKOIBKHMX CTPOK, IeyaTaroT uepe3 | MeKCTpouHbIM MHTepBal. MakcuManbHas AJHHA CTPOKH
MHOTOCTPOYHBIX PEKBU3HUTOB - 28 MeYaTHbIX 3HAKOB.

CocraBHble YacTH PEKBU3UTOB: ajpecar, ciosa "YTBepxkpaaw", "Cornacosanue", "Ilpunoxkenue" oraenstor apyr or apyra 1,5 - 2
MEKCTPOUHBIMH HHTEPBAJIAMHU.

TexcT oTaensieTcs OT 3arojoBKa 2 MEXCTPOYHBIMI HHTEPBAIAMHU.
Jlpyrue pekBU3UTHI PA3eISIIOT MEXAY COO0H AByMSA-4ETHIPbMS MEXCTPOUHBIMU MHTEPBATIAMHU.

HaumenoBanmne Bupa noxymenra (IIPUKA3, CIIYXXEBHAS 3AIIMCKA u T.4.) BBIICNSIOT HOJNYXHPHBIM IIPUPTOM H MEYATAIOT IO
neHtpy. HanmenoBanue Buna joxymenta AKT MoskeT OBbITh HalleuaTaHO B Pa3psIKYy.

Eciim B TekcTe NOKyMeHTa HMMeeTcss IpuMedaHwe, To ciaoBo "[Ipumedanume" mewaraeTcs OT JIEBOTO Kpasi TEKCTa M IIOCIE HEro
MIPOCTABIISICTCS ABOCTOUHE.

IIpu opopmieHrn peKBU3UTOB JIOKYMEHTA PEKOMEHyeTCs cOOJI0IaTh OOIIENPUHSTHIE OTCTYIbI B IEYaTHBIX 3HAKaX OT KPaeB TEKCTOBOI'O
OJIS.

6. OCOBEHHOCTH PABOTBI C JOKYMEHTAMU

6.1. Ilpuka3 (pacnopsizkenune, ykasaHue)

IIpuka3ssl u3naeT pyKOBOAUTENb OPraHU3ALUY, PACIOPSIKEHHUS U YKa3aHHs MOTYT U3/1aBaTh 3aMECTUTEIH PYKOBOAUTENS U PYKOBOIUTEIIN
CTPYKTYPHBIX HOZIPA3/ieIeHUH B IIpeienax KOMIETeHIMH.

IIpoexTs! mpuka3oB (pacmOpsDKEHHMil), IOANMUCHIBAEMBIX PYKOBOACTBOM  OpPTraHM3alluy, pa3paOaThIBAIOTCS  CTPYKTYPHBIMU
HOZpa3eNICHHAMH 110 HOPYYEHUIO PyKOBOJACTBA MM II0 COOCTBEHHOI HHUIINATHUBE.

3a Ka4ecTBO MOJArOTOBKH NPHUKA30B (pacropsHKeHU) U UX COIJacoBaHME C 3aUHTEPECOBAHHBIMM CTOPOHAMHU OTBEYAIOT PYKOBOIUTEIIH
CTPYKTYPHBIX NOAPA3AEIEHUHA, KOTOPBIE BHOCAT MPUKA3.

OdopmiteHHe MPUKa30B (PaCIOPHKEHUI) SBIISETCS 0053aHHOCTHIO KAHIICISPHH.

Ipuxassl (pacmopspKeHHs) BU3HPYIOTCA PYKOBOAHUTENEM CTPYKTYpPHOTO MHOApPAa3feNCHHs, MOATOTOBUBIIMM IIPUKA3, PYKOBOIUTEIAMU
HOApa3JeIeHUH, KOTOPBIM B IPUKA3€ MIPEyCMATPUBAIOTCA 3a/IaHUs U IIOPYYEHHs, a TAKKE IOPUCTOM U KaHIEIApHei.

3aMeyuaHus 110 NPOEKTy IpHKa3a (PacropsHKEHUs), BOSHUKAIONINE IIPH BH3MPOBAHUH, H3JIAraloTCs B CIPaBKe, KOTOpas INpuiaraercs K
TIPOEKTY.

[Tprkassl HyMEpYIOT B Ipeneiax KaJeHIapHOro roja; IPHKasbl MO OCHOBHOM NEATENBFHOCTH, IO INTATHOMY PACIHCAHUIO M JIMYHOMY
COCTaBy HyMEpPYIOT OTIEIBHO.

PacnopskeHns M ykazaHusl pyKOBOAHUTEINIEH CTPYKTYPHBIX 110/Ipa3/ieJIeHUH PEruCTPUPYIOT B CTPYKTYPHBIX IOAPA3EeTIECHHUAX.

Komun npuka3oB, pacnopsokeHHH WM MX PAa3MHOXXCHHBIE SK3EMIUIAPHI 3aBEPSAIOT IMEUaThi0 KAHIENSIPUH W HANPaBISIOT ajJpecaraM B
COOTBETCTBHH CO CIIMCKOM PACCBUIKH, KOTOPBIM COCTaBIAETCS M TOANMCHIBACTCA HCHONHMTENeM. Konmst HampaBiseTcs HCIOIHHUTENIO W B
KaHIEISAPHUIO.
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Texkcr mnpukaza (pacnopsbkeHHs, YyKa3aHMS) COCTOMT, Kak TpaBWiIoO, M3 [ByX 4dacTeil: KOHcTaTupymoouied (mpeamOynbsl)
pacnopsaUTeIbHON.

KOHCTaTI/IpyK)H_[aSI JacTb COHACPIKUT U3JIOKCHUEC mmesne u 3aaa4, q)aKTOB, CO6LITI/II71, TIOCITYKUBIINX OCHOBAaHUEM Ul U3J1aHUS IIpUKasa, n

MOXET HaYMHAThCSI clioBaMu: "B mensax"", "B COOTBETCTBUU", "BO HCIIONHEHHE" H T. 1.

PacnopsimutenbHass 4acth mnpukaza HaumHaercs cioBoM [IPMKA3BIBAIO (ykazanus, pacnopsbkenuss - cioBamu OBSI3BIBAIO,
[TPEJIJTAT'AIO). PacnopsiauTenbHas 4acTb COIEPXKUT MEPEUMCIEHHE IPEANUCHIBAEMBbIX IEHCTBUI € yKa3aHMEM HCIOJIHUTENS KaXKIoro
JICWCTBUSL U CPOKOB HCIOJMHEHHsA. Ecim mpenmnonaraioTcss HECKOJBKO HMCHOJIHUTENEH MM BBINOJHEHHE PAa3IMYHBIX AEHCTBUHM, TO TEKCT
pactopsAUTENIbHOM 4acTH JAENUTCS Ha IMTyHKTHI U TOJITYHKTBI.

Onucanue AeHCTBUS HauMHAETCsS C IJaroja B HeonpezaeneHHoH ¢opme. Ecinu 3amanue mpennonaraeT KOHKPETHOTO UCIOIHUTENS, TO
COOTBETCTBYIOLIHH ITyHKT HAUMHACTCS C yKa3aHUs JOJDKHOCTH, (paMMIMU U MHULHMAJIOB ATOTO MCIIOJIHUTENS B aTEILHOM HaJexkKe.

B mocnegnem IIYHKTE paCHOpﬂ[{HTeHLHOﬁ YaCTH YKa3bIBAKOTCA NOJI)KHOCTD, li)aMI/IJ'H/IH U MHUIHWAJIBI JOJDKHOCTHOTO JIMAa, HA KOTOPOE
BO3JIara€Tcs KOHTPOJIb 32 UCIIOJIHEHUEM [IPUKa3a.

Ecmu TIpyUKa3 U3MCHSCT, AOIIOJHACT WJIW OTMCHSCT paHEC HSHaHHLIﬁ JAOKYMEHT WJIA KAaKHC-TO €ro IOJIOKEHUSA, TO OAUH U3 ITYHKTOB
paCHOp}II[HTCIILHOﬁ YacTU JOJDKCH COACPIKATH CChUIKY Ha OTMEHSIEMBII JAOKYMCHT (I/IJ'II/I €ro HyHKT) C YKa3zaHUEM €ro AaTbl, HOMEpa, 3arojIoBKa.

Ecnu npuka3 BBOIMT B JeiicTBHE Kakue-IMOO JOKYMEHTHI (MHCTPYKLHH, rpaduKH, IpaBuia, MOJ0XKEHNUs), TO OHU 0GOPMIISIOTCS B BHAC
MPUIOKEHHUS] K OCHOBHOMY JIOKYMEHTY.

6.2. IoJ10:xeHNe, TOJKHOCTHAS HHCTPYKIMS

[Tonmoxenue u JAOJDKHOCTHAST MHCTPYKUUS ABJIAOTCA NJOKYMEHTAMHU JUIMTCIBHOI'O ITOJIB30BaHUA W IPUMEHAIOTCA A0 TEX IIOpP, ITOKa HE
YTBEPKAAIOTCS HOBBIC, 3aMCHSAIOIIUE UX JOKYMCHTBI.

Ionoxenue u MHCTPYKLUS 0GOPMIISIIOTCS Ha 00I1IEM IPOJOIBHOM HIIM YIJI0BOM OJIaHKE OpraHu3aiiu. TeKCT TOKyMEHTOB M3J1araeTcsi ot
TPETHEro JIMLA eJMHCTBEHHOTO MJIM MHOXKECTBEHHOT'O YMCJa, B HEM MCIOJIB3YIOTCS CIO0Ba: JOJDKEH, CIeayeT, He0OXOQUMO, 3alpelaercs, He
nonyckaercs. TekcT MoXeT JeIMThesl Ha pa3zielibl, MyHKThI U MOIYHKTBI, KOTOpble HyMepyloT apabckumMu nudpamu. Pa3nensl TODKHbI UIMETh
Ha3BaHMS.

Hanpumep, TekcT JOIKHOCTHON HHCTPYKIMU COAEPIKUT CIEIYIOIINE pa3/iebl:
1. O61He MoIOKEeHHMS,

2. OyHKIMH U T0JDKHOCTHBIE 0053aHHOCTH;

3. IlpaBa;

4. OTBETCTBEHHOCTb.

JlomKxHOCTHAsT MHCTPYKIIMSL COACPIKUT CIIOBA!

"C MHCTpYKIMEeH 03HaKOMIICH", KOTOpbIE eYaTaloTCA OT JIEBOTO IO CTPOYHBIMU OyKBaMH, KpOMeE IIE€PBOH MPOMHCHOM, HIKE IIOIIHUCH
PYKOBOZUTENS CTPYKTYpPHOTO IMoapasfencHus. Iloamuce COTpyIOHHKA CTaBUTCA HOcIe 3TUX cioB. [Ipum 3ToM yKa3bIBalOTCS HauMEHOBAHHE
JOJDKHOCTH, JTUYHAS HOAMNCH U paciu(pOBKa HOAMKCH.

6.3. IIpoToko.

[eKCT mpOTOKOJa COCTOUT M3 B yacTeu: BBOHHOﬁ 1 OCHOBHOM. BBOHH&}I 4acTb COACPIKHUT CJIOBa: " eﬂCCﬂaTeJlb" "cexpera b",
2
"HpI/ICyTCTBOBaJ'II/I", "[MoBeCTKa ,ZlHﬂ".

B cnoBax-pexBusurax "mpencenmatens” U "cekpeTaph" yKas3bIBalOT (paMUIMM, WHUIMAIBl IIPEACEAATENbCTBYIONIET0 Ha 3acelaHHU
(coBemanum) u cexperapsa. B pexsusure "mpucyrcTBoBanM" MpUBOAAT (aMIINH M WHUIMAIBI IPUCYTCTBOBABIINX. B pexBusure "moBecTka
JHA" Ka)Xblil BOIIPOC MOBECTKHU JHSI HyMepyeTcs apadckoit nudpoii.

TexcT mpoTokoyia COCTOMT M3 Pa3felioB, COOTBETCTBYIOIIMX ITYHKTaM MOBECTKU IHS. TEKCT KaXJOro pasjena CTPOUTCA IO CXeMe:
CJIYIIAJIM, BBICTYIIUIIN, TIOCTAHOBUJIN (PEILIWJIN), npuyeM 3TH cloBa MEYaTAlOTCS MPOMUCHBIMU OyKBaMH OT JICBOTO MOJS U
II0CJIe HUX CTaBUTCS JBOETOYHE.

CozepxaHue NOKJIAJ0B M BBICTYIUIGHMH H3JaraeTcsi B TEKCTe HMPOTOKONA MM HPHUJIAaraercs K HeMy, B IOCIEJHEM Cilydae B TEKCTe
Jenaercs nomerka "TeKcT BbICTYIUICHUs puiaraercs .

IlocranoBnenue (perieHue) nevaTaoT NOAHOCThI0. CoaepikaHue 0CO00r0 MHEHHMSI, BBICKQ3aHHOTO BO BpeMsi 00CY)KAEHHs, 3alIMCHIBAIOT B
TEKCTE IPOTOKOJIA MOCIIE COOTBETCTBYIOIIETO MOCTAHOBIICHUS (PEILCHHMS).

IIpoToxon MoOkeT HW3maraTe pemieHHe 00 YTBEPKACHUH KAaKOro-THOO JOKyMeHTa. B 3ToM ciaydae B TEKCTe NPOTOKONA JOJDKHA
COAEPHKATHCA CChUIKA HA 3TOT JOKYMEHT, a CaM JOKYMEHT IIPUJIaratoT K IPOTOKOIY.
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ITpOTOKO MOAMHCHIBACTCS MPEACEAATENbCTBYIOMNM Ha 3aCefaHuu U cekperapeM. IIpu odOpMICHHH MOAMUCH YKa3bIBACTCsl CIOBO
IIpencenarens (Cexperaps), IPOCTABISAETCS JINYHAS HOAIUCH U PACIIU(POBKA MOAIUCH.

Konuu IIPOTOKOJIOB PACCBUIAIOT 3aMHTCPECOBAHHBIM CTPYKTYPHBIM IOAPA3ACICHUAM W JOJDKHOCTHBIM JIMIAM IIO CIIMCKY PACCBbUIKH.
Crucok PACCBUIKH COCTABIIACT U IMMOANMUCHIBACT UCTIOJTHUTECIIb CTPYKTYPHOI'O ITOAPA3ACIICHU, TOTOBUBLICTO PACCMOTPEHNUE BOIIPOCA.

Koruu MPOTOKOJIOB 3aBEPAIOTCS NM€YAThIO KaHUCIISIPUU.

IpunsTHIE penieHus AOBOAATCA OO HCIOIHUTENEH B BUJIE BBIIUCOK U3 IPOTOKOJIOB, KOTOPbIe O(OPMIIAIOT HAa COOTBETCTBYIOIIEM OIaHKe
U 3aBEPAIOT NEYAThIO KaHLEIAPUU.

6.4. Cay:xedHOE MUCBMO

TIuceMO COCTOMT U3 CIENYIOUIMX YacTei: 0OpalleH s, BCTYIUICHHs, OCHOBHOTO COJICPKAaHUs, 3aKIIFOYCHUSI.

Obpamenue K ajgpecaTy PEKOMEHAYETCS IO HMMEHH-OTYECTBY MM IO (paMIIMM C IPEJIIECTBYIOIMM CJIOBOM - TOCHOAMH (WM
COKpAIlleHHbIM T-H). B mmcbMax, agpecoBaHHBIX Ipe3uaeHTaM (IpelceaTensiM) OOIIeCTB, PyKOBOJUTEIAM KOMIAHUH U (HPM, HPUHATO
obpaleHue ¢ ykasaHHeM JOJDKHOCTH 6e3 dammunun. OOpalieHne HEeHTpUpPYeTCsl B Ipeieaax MoNei U B KOHIIE €r0 CTaBUTCS BOCKIMIATEIbHBII
3HaK.

Bo BerymieHnn QopMmynupyercst TeMa IHChMa, 00BSICHSIOMas IPHYUHY ero HamucaHus. OCHOBHOE COJIEpKaHHE COCTaBILIOT ONHCAHUC
COOBITHS WM CHUTyallUd, WX aHalW3 WM IPUBOJMMBIC [OKA3aTENbCTBA. 3aKIIOUCHHE IPEICTABISAECT COOOH BEIBOJABI B BUJE IPEIOKEHHUI,
MHEHHH, OTKa30B, TpeOOBAaHMI, HANOMHUHAHWI. 3aKIIOUUTENbHAs 4acTh IMHChMAa MOXKET 3aKaHUMBAThCA (HOPMYJIOH BEXIMBOCTH, KOTOpas
nevaTaercs ¢ ab3ana U 3aBepLIacTCs 3amATOH.

TekcT u3nmaraeTcst OT MEPBOTO JIMIIA MHOXKECTBEHHOTO uycna. J[oMmycKaeTcsl H3JI0KEeHHe OT HepBOro JIMIA €JUHCTBEHHOTO YHCIA, SCIIH
NUCHMO O(OPMIIEHO Ha OJIAHKE JOJDKHOCTHOTO JIMIA, HOCHUT KOHGHICHIUANBHBIA XapaKkTep WM COJICPXKHT IePCOHANbHOE oOpamieHHe K
azpecary.

TekcT nmucbMa He JI0JKEH NPEBLIIIATE ABYX CTPAHUII.

6.5. AKT

TekcT aKTa COCTOUT U3 JABYX yacteil. B BBOJHON yacTu YKa3bIBa€TCsI MOTHUB (,Z[OKyMeHT), Ha OCHOBaHHUH KOTOPOI'O0 COCTABJIACTCA aKT, €ro
Jara 1 HOMEp. HpI/I NEPEUUCIICHUH JIML], Y4aCTBOBABIINX B COCTABJICHUHU aKTa, YKa3bIBalOT UX JOJDKHOCTU C YKa3aHUEM OpraHU3allnu, (baMI/IJ'II/II/I
1 MHUIHAJIOB (B HUMCHUTCIBHOM Hane)f(e).

daMuINK 4IEHOB KOMUCCUH PACIIONaraioT B aj(haBUTHOM HOPSIKE.

TekcT akTa 3aKaHUYMBACTCA CBEACHHAMU O KOJIMYECTBE HK3EMIUIIPOB aKTa M WX MECTOHAXOXJCHWH, HPUBOJSAIIMMUCS MOCIE CIOBa
"CocraBneH", KOTOpoe neyaraercs ¢ abzana. AKT MOJNHUCHIBACTCS YWICHAMHU KOMHCCHH H ITPEICEIATENIEM.

6.6. Ciysxe0Hasl 3aNIMCKa, CIIPABKA

JloKkyMeHTBI 0(OPMIISIOT, KaK MpaBuilo, Ha Jucte popmara AS. Eciu Tekct npeBbliaeT 7 CTPOK, UCTIONB3YIOT Gpopmar A4.
Hcnonb3yercs yriloBOil BapHAaHT PACIIOIOKEHHS PEKBU3UTOB Ha OJIaHKE.

CryxebHasi 3amucKa MevyaTaeTcsi B JBYX JK3eMIUIApax. IIepBblif dK3eMIULIp HaNpaBisieTcs B CTPYKTYpHOE MOIpasieicHHE aapecarty,
BTOPOU 9K3EMILISIP OCTACTCS B MOAPA3ACICHHHI, COCTABUBIIEM CITY)KEOHYIO 3AITUCKY.

CrnpaBkH BBIIAIOTCS, KaK MPaBHJIO, JUIS NPEJOCTABICHUS B CTOPOHHHE OpPraHU3alMM B LENSX IOATBEPIKACHHS Kakux-Tu0o ¢(akTos,
KacaloIIUXCsl COTPYIHUKOB opranu3anuu. He pekoMeHyeTcss HauMHATh TEKCT cIpaBku ciioBamu: "Hacrosimas cnpaBka BbIaHa B TOM, 4ToO...".

6.7. Teserpammsl, Tejie(poHOrPaMMBI, aKCOrpaMMBbl, 3J1eKTPOHHAs 10YTA

TenerpaMMbl COCTaBIIOT IO YCTAHOBJIEHHBIM ()OpMaM M HOCBUIAIOT (IEPefaroT) B TeX CIydasX, KOrga APYTHMM CHOCOOOM IepenaTsh
uabopMmalmo HeueaecoodpasHo. TekcT TemerpaMM H3JaraloT KpaTko, SICHO, 110 BO3MOXKHOCTH Oe3 IpeIsIoroB, COX030B, MECTOUMEHHH H
3HAKOB NIpeNuHaHus, [U(POBbIC TaHHBIC B TEJErPaMMaX PEKOMEHIYEeTCs HCATh CIOBAMH.

TekcT meyaTaeTcs Ha OJHOM CTOpPOHE JMCTA Yepe3 2 MHTepBala MIPONHCHBIMU OykBaMu, Oe3 mepeHocoB, Oe3 ab3aneB, Oe3 HCIPaBICHUI B
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JIBYX 9K3EMIULAIpaX, U3 KOTOPBIX NEPBbIH NepenaeTcsa B KaHUEISAPHIO, a BTOPOH MOJIIMBAETCA B JIEJ0 CTPYKTYpHOTO mojpasaeneHus. Ilepsblii
9K3EMIULIp MOCIIe epeaadu Ha Tenerpad ¢ OTMETKOI 00 3TOM XpaHHUTCA B KaHIETAPUH.

TenerpaMMbl OT UMEHH OpPTaHU3AIMHU TTOAMKCHIBAIOT PYKOBOJMTENIEM MM 3aMECTHTEISIMA U PETUCTPUPYIOTCSI KaK OOBIYHAS MCXOJSIIast
KOPPECIIOHACHINL.

Zl.]'[ﬂ OICPAaTUBHOI'O0 PCUICHUS CJ'Iy)Ke6HBIX BOIIPOCOB INPUMEHSCTCA Iepeaadya TCHC(bOHOFpaMM. B tekcre TeHe(bOHOFpaMMLI HC TOJIKHO
OBITH TPYAHOIIPOU3HOCUMBIX CJIOB, CJIOBOCOYETAHUN U PEUCBLIX OGOpOTOB.

Hcxonsmme TtenedoHOrpaMMbl  COCTAaBISIIOTCS B OJHOM 9K3EMIUIApPE, PErHCTPUPYIOTCS Kak HcXolsumias KoppecrnonieHius. Ha
Tesie)OHOrpaMMe OTMEUAIOT BpeMsl IepeaadH, JODKHOCTh, (haMHIIMIO JINNA, epeaaBIIero teaedoHorpaMMy MU IIPUHSBILETO ee.

Bxopsamas tenepoHorpaMma opopmisieTcs Ha OTAENbHOM JcTe Oymaru. IIpu mpueme TenedoHOrpaMMBl yKa3bIBalOT HAHMEHOBAHUE
3agBHUTENA, TOYHOS BpeMs IpHeMa, JOJDKHOCTh U (paMIIIHIO JIMIA, HepeiaBLIero Tene(oHorpaMMy, HoMep TenedoHa, OTKyAa IepeiaHa, a
TaKKe NOJDKHOCTh M (haMIJIMIO JINNA, IPUHABIIETO TenedoHorpamMMy. Bxompsmue TeneOHOrpaMMBbl PETHCTPUPYIOT U XPAaHAT KaK OOBIYHYIO
BXOJIAIIYI0 KOPPECTIOHEHIIHIO.

Hepe;{a‘{a JAOKYMEHTOB I10 (baKCHMHHLHOﬁ CBsA3H U 3H€KTpOHHOﬁ T104YTE OCYLIECTBJISICTCS paﬁOTHI/IKaMI/I, CIINCOK KOTOPBIX YTBEPIKAACTCS
PYKOBOAUTEIIEM OpraHU3aliniu.

OpI/IFI/IHaJ'ILI JAOKYMEHTOB, INCPECAAHHBIX IO (baKCI/IMI/IJ'IBHOI‘/’I CBsA3H, NOAIINBAIOT B A€JI0, XpaHALIEECSH y COTPYAHHKA, OTBETCTBEHHOI'O 3a
q)aKCI/IMI/IJ'[LHyIO CBsA3b, C YKa3aHUEM BPEMCHU U JAThl NIEpeAavn, a KOIMMU BO3BpAIlatOT B COOTBETCTBYIOIINEC CTPYKTYPHBIC IOAPA3ACIICHUS.

IomydenHble M0 (haKCUMUIBHON CBSA3M M IEKTPOHHOU MOYTE JOKYMEHTHl HEMEIJICHHO IEpefaloT Ha PETMCTPAlUI0 B KAHLEIAPHIO U
3aTeM aJipecary.

PGI‘I/ICTpaHI/IH B CTPYKTYPHBIX NOAPA3ACICHUAX TOKYMEHTOB, IEPENABAEMBIX U MOJYYa€MBIX 110 qlaKCHMHJ’ILHOﬁ CBS3U, NTIPOU3BOAUTCS B
o01em nopsixe.

7. OPTAHM3AIUA UCITOJTHEHUA TOKYMEHTOB

7.1. Ilopsiiok padoThl ¢ BXOAAUIMMHU JOKYMEHTaMHU

Ilpem n mepBoHadambHAs 0OpabOTKAa OKYMEHTOB OCYIICCTBIAIOTCS KAaHIE/PHCH U BKIIOYAIOT B ceOs IPOBEPKY NOCTaBKH H
LENOCTHOCTH BIIOXKEHUH, PErHCTPALUIO M MOATOTOBKY AOKYMEHTa K Iepefade MO Ha3HaueHHIO. JIOKYMEHTBI, MOTyYEHHBIE COTPYAHHKAMH
OpraHU3alUK NPU JUYHOM IIpHEMe I[OCETHTENeH WM IMOCCIMIEHUH APYTUX YYPeXKICHHH, JODKHBI OBITh IEpefaHbl B KAHMEILIPHIO JULL
COOTBETCTBYIOLIETO yueTa U 0(pOPMIICHHUS HE TIO3JHEE CIIELYIOLIEro pabo4ero IHs.

IIpn npueme 1OKYMEHTOB MPOBEPSIIOTCS COXPAHHOCTb YIAKOBKM U MPaBHIBHOCTH ajpeca. OmMO04YHO JOCTaBIEHHAs! KOPPECHIOHACHIIMS
BO3BPAILAETCS IOYTOBOMY OT/EJIEHUIO UIIH NIEPECHIIAETCS 110 HA3HAYEHHIO.

B KaHLCJIApUU  BCKPBIBAOT TOCTYNUBIIYH KOPPECIOHACHIWIO, 3a HCKIHOYCHUEM nonyqaeMoﬁ C HaAIIUCBIO "J'II/I‘IHO"; oTa
KOPPECIIOHACHIUS IIEPEAACTC apecaTy B YIIaKOBKE.

B ciyyae OTCYTCTBHSI MPUIIOKEHHH, YKA3aHHBIX B JOKYMEHTE, WIIH HECOOTBETCTBHSI PAa3MYHBIX IOMETOK Ha KOHBepTe (HOMEpOB,
MHJEKCOB U T.I.) 00 9TOM JIeNaloT 3alKich Ha 000pOTE MEPBOTO JIUCTA.

3amnpoc 0 BBICBUIKE HEJOCTAIOMNX JJOKYMEHTOB, €CIIM OHH HEOOXOMUMBI, JIe/IaeT HCIIOIHUTEIb.
KoHBepThI mociie npoBepku KOPPECTIOHACHIIMN YHUUYTOXKAIOT 38 UCKIIOYEHUEM:!

€clHM JjaTa OTIIPAaBKH MM OOpaTHBI afpec yKa3aHbI TOJIBKO Ha KOHBEPTE;

€CJIM JaThl MOAIIMCAHNUS JOKYMEHTa | €r0 OTIIPaBKH HMEIOT OOJIBIIOE PACXOXKICHHUE BO BPEMEHH;
eciIM KOHBepT He0OX01UM B KauecTBe 000CHOBAHHA K PacxXo/iaM IO OIlIaTe KOPPECIOHICHIIUH.

Ipu mocTynueHn: AOKyMEHTOB Ha MarHUTHBIX HOCHTEISIX 00pabaThIBAacTCA CONPOBOMUTENbHAS NOKYMEHTAIMS, 3 MAIINHHBIC HOCHTEIN
HepearoT 110 Ha3HAYEHUIO 0€3 BCKPBITHS yIAKOBKU.

HonyquHaﬂ KaHHCJ’[SIpHeﬁ KOPPECTIOHACHIUA OOJDKHA 3a6I/IpaTI>CH pa60THI/IKaMI/I JCIIOTIPOU3BOACTBA CTPYKTYPHBIX HO[(paSHCIICHHI?I
CKCITHEBHO.

CpO‘IHLIe JAOKYMEHTBI Bpy4aroT aJipecaTaM HEMCJICHHO C YKa3aHUEM JaTbl U BPEMCHU BPYUCHUS.
PaCCMOTPEHHbIe PYKOBOACTBOM OpraHU3alMN JOKYMEHTBI BO3BPAIAOTCA B KAHUCIAPHUIO I NIEPENAYN UX UCTIOJTHUTEIISM.

Ecmm JOKYMCHT HaIIpaBJIsICTCS HECKOJIbKUM HCIIOJIHUTEIIAM, TO JWLO, YKAa3aHHOC B PE30JIIOLUH TICPBBLIM, SBISCTCA OTBECTCTBECHHBIM
HUCIIOJIHUTECIIEM, KOTOpLIﬁ 00s13aH B TOT XK€ JAC€Hb O3HAKOMHTH C JOKYMEHTOM JpYyIrux HCIIOJHUTENICH | OpraHu3oBaTtb B yKaSaHHHﬁ CpOK
HCITIOJTHEHUEC NOKYMCHTA.

Hepez[aqa JAOKYMCHTOB OT OAHOT'O HCIOJIHUTCIA K APYroMy IMPOU3BOAUTCA 4YEPE3 JIMIO, OTBCTCTBCHHOE 3a JCJIOIIPOU3BOACTBO B
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CTPYKTYPHOM HOAPAa3/ieICHHU.

Hepeuaqa JAOKYMCEHTOB B ITPOLIECCE UCIIOJIHCHUS U3 OJJHOI'O CTPYKTYPHOI'O IOAPa3ACIICHUS B APYTroC MPOU3BOAUTCS Y€PE3 KaHUCIIAPULO.

7.2. CpOKH HCNIOTHEHUS BXOASIIIUX TOKYMEHTOB

CpOoKH UCTIOJIHEHHS YKa3bIBAlOT B CAMUX JOKYMEHTaX MJIH B PE30JIIOIUAX PYKOBOACTBA.
Ecnu cpokn HCIONHEHHs TIOKYMEHTOB HE YKa3aHbI, TO IPUHUMAIOTCS CIEAYIOIIHE CPOKH:
110 BOIIPOCAM, PEIIaEMBIM B OJHOM CTPYKTYPHOM HoJpa3zeneHuu, 10 10 aueii;

10 BOIIPOCAM, PEeIIaeéMbIM B HECKOJIBKHX CTPYKTYPHBIX MOJpa3JIeNIeHUsIX, 10 15 aHe.

OtcyTcrBHe HcnoNHUTENs (KOMaHAMPOBKA, OTIIYCK, 0OJ€3Hb U T.J.) HE CHUMAET C MOAPa3JeNeHus] OTBETCTBEHHOCTH 32 CBOEBPEMEHHOE
HCIOJTHEHHUE JOKYMEHTOB.

Ilpy HEBO3MOXXHOCTH HCIONHUTH JOKYMEHT B YCTaHOBICHHBI CPOK HCIONHHUTENb JMODKCH OOpaTUTBCI K pYKOBOACTBY C
MOTHBHPOBAaHHOM MPOCHOOH O MPOIEHUH CPOKA.

7.3. llopsiiok padoThl ¢ MCXOAAIMMH T0KYMEHTAMHU

PaGoTa ¢ 3TMMHM HOKyMEHTaMU BKIIOYaeT B ceOs CIENYIOIIME STalbl: COCTABICHHE IIPOEKTa JOKYMEHTa, €ro COITAaCOBAHHE H
BU3HPOBaHHeE, NoANKcaHue (YTBEp)KACHUE), PETUCTPALIMIO U OTIPABKY.

B muceMax pekoMeHIyeTcs yKa3blBaTh 0XKUAAEMBbIH CPOK MOJTyYEHHsI OTBETA.

JIOKyMEHT Npe/ICTaBIAeTCs Ha IOANKMCh BMECTE C MaTepUaJaMy, Ha OCHOBAaHMH KOTOPBIX OH MOATOTOBJIECH.

Hcxonsmue JOKyMEHTBI OPraHU3allid PETUCTPUPYIOTCS B XKypHaJaX yueTa HCXOAAMIMX JOKYMEHTOB U OTIPABIISIOTCS Yepe3 KaHUEISPHIO.
Perucrparys npouzBoguTcs B JeHb MOAMUCAHNS JOKYMEHTA.

JlokyMeHTbI, HalpaBiieMble OpraHH3allMedl B afpec IPYruX OpraHU3aLUi, y4YpeKAeHHH M INpeAnpHATHH, MOTYT IOJIIUCHIBATHCS
PYKOBOZUTEISIMH CTPYKTYPHBIX [MOApa3JeiacHUi. DTa KOPPECHOHACHIMS O(QOPMISCTCS HA YHCTBIX JIHCTAaX OyMard, perucTpupyercss B
CTPYKTYPHBIX ITOJPA3JICICHUSX, 4 B KAHICISIPHU Ha Hee MPOCTABILICTCS YIJIOBOM IITAMIT OpPraHU3aLHUH.

B ucxopsmem nmucbMe-oTBETE YKa3blBAalOTCA HMCXOISLIUI HOMEp M JaTa MUCbMa KOPPECHOHIEHTa, Ha KOTopoe aaercs oreer. Komus
OTNPABJIIEMOT0 JOKYMEHTA NOIINBAETCS B JICJIO IO MECTY PETUCTPALMU JOKYMEHTA.

T'oToBEIH JOKYMEHT B HE3aIll€4YaTaHHOM KOHBEPTE CHACTCA B KAaHUCIIAPUIO JJIA ITOCIIEAYIOMIETO Oq)OpMJ'ICHI/IH 1 OTIIPABKH Y€PE3 MOYTOBOEC
OTACIICHUEC CBS3U.

COprI[HI/IKI/I, OTBETCTBEHHBIC 3a ACJIOINPOU3BOACTBO, MPOBEPAIOT IMPABUIBHOCTH Oq)OpMJ'IeHI/Iﬂ HUCXOAAIINX NTOKYMEHTOB (HaJ'IH'—IHC BU3,
TIIOATINCH, 1aThl, HOMEpaA, agpecaTa, CCbJIKU Ha BXOI[HHII/Iﬁ JAOKYMCHT, OTMETKHU 00 HCITOJIHEHUN 1 HamnpaBJICHUHU B 1€J10, (baMHJII/II/I HUCIIOJTHUTCIIA,
HOMEpa €ro TCHC(I)OHa), 3aBEPAIOT UX KOIIMU U BHOCAT H€06XO[[HMI>IC 3allUCHU B PETUCTPALITUOHHBIC )XYPHAJIbI.

Hcxonsmme tenerpamMmsl, Gakchl U TeneOHOrpaMMbl PETUCTPUPYIOTCS B OTAENBHBIX JKypHAJIaX.
Koppecnonaenuus, angpecoBanHasi OAZHOMY M TOMY )K€ YUPEXKACHHUIO, TOJDKHA OBITh BIOXKEHA B OJIMH KOHBEPT.

Ha KOHBEPTE NOJIKHBI OBITH YKa3aHbl BUJ OTIIPABKH: 3aKa3HOE ITMCbMO, HEHHOC, C YBCAOMIICHUEM U APYTIU€ PEKBU3SUTHI B COOTBETCTBUU C
HCﬁCTBy}O]J.IHMH IIOYTOBBIMHU IIPpaBUJIIAMHU.

7.4. Tlopsiaok paboThl ¢ BHYTPEHHUMH JOKYMEHTaMH

K BHYTPCHHUM JIOKYMCHTAM OTHOCATCS IIPpUKa3bl, PpaCHOPsKCHUS, CIIy)KC6HI>IC 3allMCKH, aKThI, CIIpaBKHU W JpYyTHUC. OHu TOTOBATCA,
Oq)OpMHHIOTCSI 1 UCTOJHAKOTCA TEMHU JOJKHOCTHBIMU JIMIIAMHU, KOTOPBIM HAIIPABJICHBI, B IIPEACTIaX OpraHA3allun.

HpaBHna pa6OTI>I C BHYTPEHHUMH JOKYMCHTaMH Ha 3TallaX IOATrOTOBKH U O(bOpMJ'IeHI/ISI TaKHUEC K€, KaK U C UCXOJAIIMMHU, a Ha dTallc
HCITIOJTHEHUS - TAKHUEC K€, KaK U C BXOAAIIUMU JTOKYMEHTaMU.

IIpoexTsl JOKYMEHTOB HOCJE MOATOTOBKH M COINIACOBAHUSA C 3aMHTEPECOBAHHBIMU CTPYKTYPHBIMHU NMOJAPA3AEIECHUSIMH U JAOJKHOCTHBIMHU
JIUIIAMU NEePEAI0TCs FOPUCTY JUIs IPOBEPKU UX COOTBETCTBUS ACHCTBYIOIEMY 3aKOHOJATEIbCTBY.
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7.5. KoHTpo.1b HCIIOJTHEHHS] JOKYMEHTOB

Iocrynaromye Ha UM PyKOBOAUTEIIS OPraHU3AIMH U B apec OPraHU3aluK JOKYMEHTBI, TPeOyIOIe UCIIOTHEHHUS U HOATOTOBKY OTBETA,
HOZJIEkKAT KOHTPOIIIO.

KonTpomo noanexar:

MIOCTaHOBJICHUS, PACIIOPSHKEHUS U MIPUKA3bl BHIIIECTOSAIINX OPraHOB U PYTUe JOKYMEHTBI, Ha KOTOpbIE TpeOyeTcs OTBET;
TOPYYEHHUS U 33/1aHUS CTPYKTYPHBIM MOAPA3IEIEHUIM;

JIOKYMEHTBI, I0CTaBJICHHbIE HA KOHTPOJIb PYKOBOACTBOM OpraHU3aLUH WU CTPYKTYPHBIX MOAPA3AEICHUM.

OTBETCTBEHHOCTh 32 OpPraHM3alMI0 CBOCBPEMEHHOIO M MNPABHJIBHOIO HCIONHEHHS JOKYMEHTOB BO3JaracTcsi Ha pPyKOBOIUTENCH
CTPYKTYPHBIX MTOAPA3ACICHHUM.

Kannenspueil exxeIHEBHO COCTABIISIETCS IEPEYEHb KOHTPOIUPYEMBIX JJOKYMEHTOB, CPOK UCIIOIHEHHS KOTOPBIX UCTEK.
KoHTposb 3a HCIIOMHEHHEM TOKYMEHTOB BO3J1araeTcs JUls:

JAOKYMEHTOB, IOCTYNHUBIIUX OT BBIIIECTOALIUX OPraHOB U IOCTABJICHHBIX Ha KOHTPOJIb PYKOBOJACTBOM OpraHu3alliy, - Ha CEKpeTapuar u
KaHICJISAPULO,

JIOKyMEHTOB, IIOCTYIHUBIIMX B CTPYKTYPHBIE NOAPA3EIEHNUs, 1 MOPYUYEHUI PYKOBOACTBA 3TUX IOAPA3AEICHUI - Ha JIHLI, HA3HAUESHHBIX IS
3TOM pabOThl B CTPYKTYPHBIX IIOAPA3ACTICHUAX.

Ha nonsx mepBoii CTpaHHUIbl JOKYMEHTA, B3STOIO HAa KOHTPOJb, ¥ B )KypHAJIe PErHCTPALUH, COOTBETCTBEHHO, MTPOCTABISIETCS MITAMI H
JienaeTcs OTMETKa - "KOHTPOIb'.

I[J'Iﬂ OCYLICCTBJICHHUSA KOHTPOJIA 3a MCIIOJJHCHUEM OpPraHu3alluOHHO-PACTIOPAAUTEIIbHBIX JOKYMCHTOB BEICTCA OTJEIbHBII KypHaJ.
KOHTpOJ'IB 3a UCIIOJIHEHHUEM OCYILICCTBIIACTCA IIYTEM €KECAHECBHOI'O ITPOCMOTpPA XKXKypHajla U HallTOMUHAHUS UCIIOJTHUTEIIAM O CPOKaX HCIIOJIHEHUA.

JIOKYMEHTBI CUMTAIOTCS UCIIOJHEHHBIMU B CPOK, €CJIM PELICHbI BCE MOCTABICHHBIE B HUX BONPOCHI U COOJIOJIEHBI CPOKU HCIIOJIHEHHMSI.
CpOK MCUHCIISIETCS] B KAJICHIAPHBIX JAHSX C JAaThl OJANUCAHUS JOKYMEHTA.

I[OKyMCHTLI CHHUMArOTCA C KOHTPOJIsSE COTPYAHUKAMHU, TIOCTaBUBIINMMHU UX HAa KOHTPOJIb.

7.6. IlleuaTanue, THPAKUPOBAHUE H PACCHLIKA JOKYMEHTOB

Ileuaranne JIOKYMEHTOB, HaIPaBJISIEMBIX B BBILICCTOAIIUE OpPraHbl, a TaKXKE MPUKA30B II0 OCHOBHO# JICATEIIBHOCTH OCYIIECTBIISIECTCA B
KaHUCIAPUU.

ITpuxassl Mo IMYHOMY COCTaBY COTPYJHHUKOB IIEYATAIOTCS B OTAENE KaJIpOB.
OcrasibHble JOKYMEHTbI IEeYaTaroT B CTPYKTYPHBIX MOJPa3/IeNeHUsIX OpraHU3aLum.

TupaxupoBaHue JOKYMEHTOB IPOU3BOJUTCS B KAHLEIAPUH, a TAKKE B CTPYKTYPHBIX MOAPA3/eNCHUX, Ha almapaTax Julsd ONepaTHBHOTO
konupoBaHus. KOHTpoIIb 32 THPaXXUPOBAHUEM JOKYMEHTOB B CTPYKTYPHBIX MOAPA3AEIEHUIX BO3JIAraeTCs Ha UX PyKOBOAUTENEH.

7.7. PerucTpanus 1 MHIEKCALHS JOKYMEHTOB

Pexomenayercs enuHas cuCTeMa PErucTpaluu J0KyMeHTOB. CTPYKTYPHBIM NOJApPa3AeiIeHHSIM IPUCBAUBAIOT PETUCTPALIMOHHBIE HHIEKCHI.
B kaHuenspun perucTpupyercsl BCsl KOPPECIIOHACHIMS, apEcOBaHHAas OpraHu3aluH. BXoadmuil JOKYMEHT MOJIy4yaeT PerucTpaliOHHbIH
UHJEKC, KOTOPBIH 0oJiee He MOBTOPSAETC.

PGI‘I/ICTpaI_[HSI U 3a11MCh B KOMHBIOTepHLIﬁ JKypHall yueTa IIpOrU3BOJATCA B JCHDb IOCTYIVICHUSI TOKYMCHTA.

PerucTpanioHHBI MHIEKC CTABUTCS B HUJKHEM IIPAaBOMY YIUIy JIOKYMEHTA U SBIISIETCS MOPSIKOBBIM HOMEPOM MOCTYIHBIIETO JOKYMEHTa
0 XypHaiy ydera. I[Tocie perucTparmoHHOTO HOMEpa yKa3bIBaeTCs JaTa MOCTYILICHHS JOKYMEHTA.

Munexe ucxonsiero nucbMa COCTOMT U3 MHJEKCA CTPYKTYPHOTO MOJpa3zieieHHs, HoMepa Jieda, B KOTOPOe MOJIINBACTCS JOKYMEHT, U
MOPSIIKOBOTO HOMEpA JOKYMEHTA 110 XKypHAJLy y4erTa.

BHyTpeHHUE JOKYMEHTBI CTPYKTYPHBIX IOAPA3AEIeHUN PETUCTPUPYIOT U XPAHAT B 3TUX NOAPA3AEICHUSIX.

7.8. IlouCK 10KYMEHTOB
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B KaHICJIIPpUU NOJIKHBI OBITH HCUCPIIBIBAIOIIHNE CBEACHUS O MECTC HAXOXKACHUSA U COCTOSTHUN UCITIOJTHEHUST TOKYMEHTOB.

ITonck nokymeHTa, HaOJIOJICHHE 3a MCIOJHEHHEM JIOKyMEHTa W 0030p wuH(pOpMalMu, 3aKIIOUEHHOH B HeEM, O00EClevHuBarOT
KOMIIBIOTEPHBIC JKYPHAJIBI PETHCTPALIMU U y4eTa.

Pa3nmensl u pyOpHKH JKypHAIOB PETHCTpAalMM M ydeTa JOJDKHBI COOTBETCTBOBATh pasfieliaM U pyOpHKaM 3apaHee COCTAaBICHHOIO
K1accH(UKaTOpa BOIIPOCOB M TEMATHKU JEATENbHOCTH OpPraHU3alUH.

8. YYUET U XPAHEHME MMEYATEM, ITAMITOB A BJIAHKOB

Y‘iETy noJJIC)KAT BCC BUIbBI nevarei u ITaMIIOB, OJIaHKH C YIJI0BBIM U IPOAOJBHBIM IITAMIIaMU OpraHU3alluu, YOIOCTOBEPEHUA JTUYHOCTH,
TPYHAOBBIE KHUKKH.

Vuer meuareit, mTamMmnoB, GJIaHKOB BEIETCS B CIEIUATBHBIX JKYPHAIAX B KAHICISIPUH; TPYIOBBIX KHIDKEK U YIOCTOBEPEHHIT INYHOCTH - B
OTZeNe KaJIpoB.

Hopﬂnox NPUMCHCHUSI U XpaHCHHUSA rnevyareil W IITaMIIOB PCKOMEHAYETCS YCTAHOBUTH IIPHUKA30M IIO0O OpraHU3alyu. 3aka3pl Ha
HU3TrOTOBJICHUEC ne'{a’reﬁ, MITAMIIOB U OJIAHKOB OCYLIECTBJISIFOTCS UCPE3 KaHUCJIIPULO.

Briaua 6;1aHKOB MPOU3BOAMTCS O] PACIIUCKY B COOTBETCTBYIOIMX JKypHAJIaX ydeTa ¢ yKa3aHHeM y4eTHbIX HOMEpoB OaHKoB. XKypHaibl
yueTa BKJIIOYAIOTCS B HOMEHKJIATYpy Jiel. Y cTapeBIue UK UCTIOpYEHHbIE OIaHKH NMUCEM CHAIOTCS B KaHLEIAPHUIO JUIsl yHUUTOXeHHUs. [leuatn u

LITaMIIbl YHUYTOXKAIOTCA 110 aKTy C OTMETKOU B COOTBETCTBYIOILIUX XYpHAJIax y4ycTa.

IIpoBepka Hanuuus mevaTell, INTaMIIOB U OJAHKOB, a TaKKe MOPSAIKA UX XPAHEHHS U HCIOIb30BAHHA B CTPYKTYPHBIX IOJPA3IENCHHAX
IPOBOAUTCS KaHLEIsIpHUel He pexe 1 pasa B roJ], 0OJHOBPEMEHHO C IIPOBEPKON COCTOSIHUS AENIOMPOU3BOACTBA.

9. OPTAHU3AIIUA JEJOIPOU3BOJCTBA

9.1. Homenknartypa gen

Homenknatypy nen (CHCTeMaTH3UPOBaHHBIH IePEUCHb 3aT0JIOBKOB JIeT) CIEAYeT COCTABUTH UL IPYIIIHPOBKU UCIOIHEHHBIX JOKYMECHTOB
B JIeNa, CUCTEMATHU3allMu U y4eTa JOKyMEHTOB, HHIEKCAIUU JIE] U ONPENEIEHUs CPOKOB UX XPaHEHHUSI.

HomeHnkiarypa e ciy>KUT OCHOBO# JUIsi COCTABJICHHS OIKCEH JIe] TIOCTOSIHHOTO U oJAroBpeMeHHoro (cBbiie 10 sier) xpaHenus. B nee
JIOJDKHBI OBITh BKJTIOYEHBI BCE JIeTIa U JKYPHAIIbI PETHCTPALIUH.

HOMCHKJ’IaTypa JCJI OpraHu3allii COCTOUT U3 pa3ACiioB, COACPKAUIUX TAKKE JOKYMEHTAIUIO CTPYKTYPHBIX noz[pameneHHﬁ.

IlepBBIM pa3aenoM HOMEHKIATYPHI SBISETCS KaHLENAPHs, Jajee CeqyIoT ApyrHe CTPYKTypHbIE IIOAPa3eIeHus 110 CTENEHN 3HAUUMOCTH.

BuyTpH pa3nenos nena pacrosaraioT B MOPSIIKE UX BaXKHOCTH, TIOCIETHUMH TIPUBOJATCS JKyPHAIBI PerucTpanuu. B HoMeHKIaTypy MOryT
BHOCHUTBCS 3aT'0OJIOBKH HOBBIX JIEJI, I03TOMY B KOHIIE Ka)KIOTO pa3zielia OCTaBIIAIOT CBOOOJHBIC CTPOKH.

Kaxxnoe JCJ10, BKJIOYEHHOC B HOMCHKIIATYPY, AOJDKHO HUMETb HHICKC, COCTOSILIMA M3 MHJIEKCa CTPYKTYPHOI'O IOApa3ACIICHUA U
TIIOPAAKOBOI0 HOMEpa J€Jia 10 HOMEHKJIaTypeE.

HomeHnknatypy nen pekoMeHIyeTcsl IepecMaTpuBaTh U KOPPEKTHPOBATh KaXKABIH I'OJ, YTBEP)KAATh PYKOBOIUTENIEM OpTaHHU3alMU U
BBOJIUTH B JIeHcTBHE ¢ | sHBaps.

CTpyKTypHBIE OAPA3AEIEHNUS NOIYYaloT B BU/E BBIIMMCOK COOTBETCTBYIOLINE Pa3/iesibl HOMEHKIIATYPBI U 3aBOJST 110 HUM JIENa.
9.2. ®opmupoBaHHe A

‘DOpMHpOBaHHCM A€ - 3aHECEHUEM B HHUX HCIOJHCHHBIX HNOKYMEHTOB B COOTBETCTBUH C HOMCHKJ'IaTypOfI 3aHUMAaKTCAd JIHIa,
OTBETCTBEHHBIC 3a JACIOIIPOU3BOACTBO.

ITpu popMHUPOBAHHH JEJT CIEAYIOT IIPAaBHIIAM:
MOMEIIATh B AEJI0 UCIIOJHEHHbIE JOKYMEHTBI B COOTBETCTBHH C 3ar0JOBKAMHU JEI;

TIOMENIaTh B A€JI0 JOKYMEHTBI OTHOTO KaJIEHAapHOTO roJa;

He sBisiercs opuunanbHBIM H3IaHUEM IPEHA3HAUYCHO I 03HAKOMUTENBHBIX Iiesiel. becriatHo mpenocrapiseTcs: KIMEHTaM KOMITaHUH
«/lpeBrpany - 1epeBsiHHbIE IOMa.



pasaensHo HOPMHPOBATH JOKYMEHTHI IOCTOSIHHOTO XPAHEHHUSI M BDEMEHHOTO XPaHCHHSL.
KonngectBo cTpanui nena He TOJDKHO peBbImarh 250, 9TO COOTBETCTBYET TONIIMHE He Oojiee 4 cM.

Ilepenucka rpynnupyercs Tak: JOKYMEHT-OTBET OMEIIAeTCs 3a JOKYMEHTOM-3alipocoM. PacnopsiiuTenbHble JOKYMEHThI Pa3MeIlaloT Mo
BUJ]AM BMECTE C NPHIIOKEHHUSAMH.

YcTaBbl, NONOKEHUS, MHCTPYKLHHU, YTBEPKACHHBIE DPACHOPAAUTENbHBIMH JOKYMEHTAMHU M SBJISIOLIMECS INPUIOKEHUSAMU K HHUM,
TPYNNUPYIOTCS BMECTE C YKa3aHHBIMH JOKyMeHTaMH. IIpukassl O OCHOBHOM [JEATENbHOCTH, NPHUKA3bl MO JMYHOMY COCTaBYy M IPHKA3bl
OIIEpaTHBHOTO XapaKkTepa (0 KOMaHAUPOBKAX, OTIIYCKaX, B3bICKAHUAX) (OPMUPYIOT B CAMOCTOSTEIbHBIC AEa.

I[OKyMCHTLI BHYTpPH A€J1a pacnojiararoT B XpOHOJ’IOI‘H‘ICCKOﬁ oCJI€I0BATCIIbBHOCTH.

9.3. OdopmiieHue aeJ

OdopmineHre fea MPOBOAMUTCA COTPYAHHKAMH JIEJNONPOU3BOACTBA. B 3aBHCHMOCTH OT CPOKOB XPaHEHHUS IIPOBOJUTCS MOJHOE HIN
4acTu4HOE 0(OpMIICHHE Aell.

[TomHOoMy odopmiIeHHIO MOJIIEXKAT Jiena MOCTOSHHOTO, JOITOBPEMEHHOTO XpaHeHHs H 10 JIMIHOMY cocTaBy. IloaHoe odopmienue men
TIpelyCMaTpPHBAET: MOAIIMBKY JIe1a; HyMEPAIUIO JUCTOB B JIENE; COCTABICHHE 3aBEPUTEIFHON HAIINCH JIENa; COCTABICHNE BHYTPEHHEH OMMCH
JOKYMEHTOB; 0(OpMIICHHE PEKBH3UTOB OOJIOKKH JIeIa.

YactuyHOMY O(OpPMIICHUIO MOUIEKAT Iena BpeMeHHoro (mo 10 mer) xpaHeHus. VX XpaHAT B CKOPOCIIMBATENsAX, JUCTHI Jena He
HYMEPYIOT, 3aBEPUTCIIbHBIC HAJIHCH HE COCTABIISIOT.

JloKyMeHTBI, COCTaBILIOIIME AENO0, MOAMIMBAIOT HA YeThIpe MPOKOIA B TBEPAYIO OONOXKKY H3 KapTOHAa MM IIEPEILICTAOT C y4eToM
BO3MO>KHOCTH YTE€HHsl PEKBU3UTOB JOKYMEHTOB: TE€KCTa, 14T, BU3, PE3OTIOLUM.

9.4. OdecnieyeHue COXPAHHOCTH IOKYMEHTOB

Jlena xpaHsat mo Mmecty uX (OPMUPOBAaHUS, B CIELHAIbHO OTBEJICHHBIX MIKadax, OOECleuMBAIOUIMX UX COXPAHHOCTb OT IBUIM U
COJIHEYHOTO CBETA.

}Iena pacoojararorT B COOTBETCTBUHU C HOMeHKHaTypOfI JI€JI, B BEPTUKAJIBbHOM IIOJIOXKCHUU, KOPCIIKAMU HapyxXKy. Ha KOpeuikax e
YKa3bIBalOT MHACKCHI 10 HOMEHKJIATYpE.

3aBeplIeHHbIE Jiea MOCTOSIHHOTO, JOJroBpeMeHHOro (cBeimie 10 JieT) XpaHeHHS W 10 JMYHOMY COCTaBY XPAHSTCS 110 MECTy HUX
(opMHUpOBaHUS B TEUEHHE NIEPBOTO T'O/1a, a 3aTEM CIAIOTCS B APXHB.

Tlocne 3aBCpUICHUA IroJa BblAa4a OTACIBbHBIX JOKYMEHTOB U3 Ji€jla HE PCKOMEHIYCTCA. HpI/I HEOOXOJIUMOCTH JCJI0 BBITACTCS LIETHKOM C
paspeui€Hus pyYKOBOAUTEIA CTPYKTYPHOI'O OAPA3ACICHHUS Ha CPOK 0 OJHOI'0 MEcCsla, a Ha €ro MECTO IMOMEIIACTCA KapTa-3aMECTUTEIIb.

10. OPTAHU3ALUSA XPAHEHUSA JOKYMEHTOB

10.1. DkcnepTH3a IEHHOCTH IOKYMEHTOB

OKcnepTu3a HEHHOCTH JIOKYMEHTOB IPOBOJMUTCS € LIEJIbI0 YCTAHOBIICHUSI CPOKOB XPaHEHHUSI.

DOKcnepTu3a HEHHOCTH JOKYMEHTOB IIPOBOAUTCS IIPH COCTABICHUHM HOMEHKIATYp JAel, pU o(GOpMICHHH JeT U NPOBEPKe MPaBUIBHOCTH
OTHECCHHs JOKYMEHTOB K JejaM, IPH MOArOTOBKe jei. Jisi OpraHu3aluy U MPOBEACHHUS SKCHEPTU3bI LEHHOCTH JOKYMEHTOB MOXET ObITh
coznana skcneptHas komuccus (OK). dynkumm u mpasa OK, a Taike opraHuzanusi ee pabOThl ONPENEISIOTCS IMOJOXKEHHEM, KOTOpoe
YTBEIKJAeT PYKOBOIUTEIb OPraHH3alNH.

OT60p JAOKYMCHTOB IJI51 IOCTOSSHHOI'O XpaHCHUS IPOU3BOAUTCS B COOTBETCTBUHU C HOMCHKJ’IaTypOﬁ JCJI C YKa3aHUEM CPOKOB UX XpaHCHUS.

ITo pe3ysibTaTaM 3KCICPTU3bI HEHHOCTHU JOKYMCHTOB COCTABJIAIOTCA OIMKUCHU ACJ ITIOCTOAHHOT'O, JOJIIOBPEMEHHOT'O XpaHEHUA U 110 JIUYHOMY
COCTaBYy, a TaK)K€ aKThI O BbIACJICHUHN €JI K YHUYTOXKCHHIO.

AKT 0 BBIZICIICHHH JE] K YHHUYTOXKEHUIO, COCTaBJICHHBIN 3KCHepTH0171 KOMHCCHeﬁ, YTBEPKAACTCA U CIIYKUT OCHOBAHUEM JI1 YHUUITOKECHUA
JOKYMEHTOB, HE UMEIOLIUX MPAKTHUYECKOTI'O0 3HAYCHU .

He sBisiercs opuunanbHBIM H3IaHUEM IPEHA3HAUYCHO I 03HAKOMUTENBHBIX Iiesiel. becriatHo mpenocrapiseTcs: KIMEHTaM KOMITaHUH
«/lpeBrpany - 1epeBsiHHbIE IOMa.



10.2. CocraBiieHHe onuceii e

Ha 3aBCPLICHHBIE A€a IMOCTOSHHOTO, AOJTOBPEMEHHOI'0 XpaHEHUSA U IO JUYHOMY COCTaBy €XETOAHO COCTABJIAIOT ONUCH. Ha nena
BPEMEHHOI'O XpaHECHUS ONIUCHU HE COCTABJIAIOT.

I[ena IIOCTOSTHHOI'O, JOJITOBPEMEHHOT'O XpaHCHUSI W I10 JIMYHOMY COCTaBy IICpEAAOT B apXHUB 4YEpPE3 I'0J IIOCJIC 3aBCPHICHUSI UX B
JACTIONPOU3BOACTBE CTPYKTYPHBIX HOZ[pa3Z[€J'ICHHﬁ.

Jena BpemenHoro (o 10 1er) XpaHeHHs B apXuB HE MEPENAIOTCSA ¥ 10 MCTCYCHUH CPOKOB XPAHCHHUS YHUUYTOXKAIOTCS IO aKTy, KOTOPBIH
COCTAaBJISICTCS B XO/I€ SKCIIEPTU3bI LIEHHOCTH JIOKYMEHTOB.

He sBisiercs opuunanbHBIM H3IaHUEM IPEHA3HAUYCHO I 03HAKOMUTENBHBIX Iiesiel. becriatHo mpenocrapiseTcs: KIMEHTaM KOMITaHUH
«/lpeBrpany - 1epeBsiHHbIE IOMa.



