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Hocranosienne [IpaBurenscTBa Knipreizckoii Pecny6anku ot 23 urons 2012 roga Ne 517
O Tunopoii HHCTPYKIUHM 110 Aenonpon3BoacTBY B Kbiproizckoii Pecnydinke

B nensx coBepleHCTBOBaHHA OpraHU3alUH JEIONPOU3BOACTBA B yUPEKACHUAX U OpraHu3anuax Keiprezckon
PecrryGimku 1 obecrniedeHust JOKyMEHTO000pOTa ¢ UCTIOIb30BaHUEM COBPEMEHHBIX HH()OPMAIIMOHHBIX TEXHOJIOTHHA
[IpaButenscTBo Kbipresckoit Pecy0irky mocTaHoBsier:

1. VYrBepaute THIOBYIO MHCTPYKIMIO IO Aelonpous3BoAcTBY B Keipresckoit PecmyOmmke coriacHo
MPUIT0XKEHUIO.

2.  MuHuctepcTBaM, TOCYJapCTBEHHOMY KOMHTETYy, AaJMHHUCTPAaTUBHBIM  BEJOMCTBaM, MECTHBIM
TOCYapCTBEHHBIM aIMHHUCTpAIMSIM, OpraHaM MECTHOTO CaMOYIMpPaBIEHUs, OpPraHM3alUiAM U MNPEANPHITUAM,
HE3aBUCHMO OT ()OPMBI COOCTBEHHOCTH, OCYILICCTBIISTH BEICHHE JEIONPOU3BOJCTBA B COOTBETCTBUM C THITOBOH
WHCTPYKIHeH 1o nemonpon3BoAcTBy B Keiprerckoit PecmyOnmuke, yTBepKIeHHOH ITyHKTOM 1 HAacTOSIIETO
MOCTaHOBJICHUS.

3. ApXMBHOMY areHTCTBY IpH | 0CyZapCTBEHHOH perucTpannoHHON ciyxoe npu [IpaBurenscTBe Keipresckoit
PecyOnmkn ®m ero TeppUTOpPHANBHBIM OpraHaM OKa3blBaTh MHHHCTEPCTBAM, TOCYAAapPCTBEHHOMY KOMHTETY,
aIMUHUCTPATUBHBIM  BEJOMCTBAM, MECTHBIM TOCYJapCTBEHHBIM aJMHHUCTpAlMsM, OpPraHaM MECTHOIO
CaMOYIpAaBIICHUS, OPraHU3aLMsAM M MPEANPUATHAM, HE3aBUCHUMO OT (HOPMBI COOCTBEHHOCTH, METOANYECKYIO
MOMOIIlb 110 OpPraHM3alM{ JENONPOU3BOACTBA M TMPAKTHUECKOMY IPHUMEHEHHI0O THIOBOW HMHCTPYKIHUH IO
JenonpousBocTBy B Keipreizckoii Pecryommike.

4. IIpu3HaTh yTPaTUBIINMHU CHITY:

- mnocraHoBjenne [IpaBurensctBa Kbiproickoir PecnyOnukn «O  THHOBOW  WHCTPYKIMH 110
JOKyMEHTAI[HOHHOMY O0ECIEeUCHHUIO YIpaBiIeHHs (AEI0oNpou3BoAcTBY) B Kblpreisckoit Pecybnuke» ot 25 aBrycra
1995 roma Ne 370;

- nyHKT | mocranoBaenus [IpaBurensctBa Keipreckoii Pecrryonukn «O BHeCEeHUM M3MEHEHUI B HEKOTOPEIC
pemenns [IpaBurenscTBa Koipreckoit Pecrryomukm» ot 30 centsaops 2002 roga Ne 665.

5. Hacrosiiiee mocTaHOBJICHHE BCTYIIAET B CHITY CO IHS O(HUINAIBHOTO ONYOJIHKOBAHUS .

IIpeMbep-MUHUCTP O. babanos

ITpunoxxenue

YT1BepxkaeHa

nocraHosjeHueM [IpaBurenscTBa
Keipreizckoit Pecrry6mukn

ot 23 uroiist 2012 roga Ne 517

TunoBasi MHCTPYKIUSI
no aesionpousBoacTBy B Kuiproizckoii Pecnny0iinke

T'naBa 1
OBIIME MOJOKEHU ST

1. TunoBas MHCTPYKUHUS IO Jenonpou3BoAcTBY B Keiprerzckoit Pecry6nuke (manee - TunoBas MHCTpYKIHSA)
YCTaHaBIMBAaeT COBOKYIMHOCTh MPHHIWIIOB W MPaBWI, pPETIAMEHTUPYIOIIMX eIuHble TpeOoBaHHA K
JIOKYMEHTHPOBAHHIO YTIPABICHUECKONW NEATENIBHOCTH W OpraHM3alud paboThl C JOKYMEHTAMH B YUPEKICHHAX,
OpTaHM3aMAX U Ha NPEINPHATHSX (Hanee - yUpSKACHH).

2. YupexxIeHus OpraHu3yIoT U BEAYT AEJIONPOU3BOCTBO Ha OCHOBE HACTOSMIEH THIOBOH HHCTPYKIIUH.

3. OOmme TpeOOBaHMS, W3IOKEHHbIE B THUIIOBOM HMHCTPYKIMH, PAaCHPOCTPAHSAIOTCS Ha OPTaHU3aLMOHHO-
pacnopsauTeNbHyI0 JoKyMeHTanuio (nanee - OPJl), He3aBUCHMMO OT BHJa HOCHTENS, BKIIOYAsl IOJTrOTOBKY,
PETUCTpalMIO, Y4eT U KOHTPOJIb MCHOTHEHUS JOKYMEHTOB, OCYILECTBISEMBIE C IMOMOIIBIO aBTOMAaTU3HPOBAaHHBIX
MH()OPMAIMOHHBIX TEXHOJIOTHI.

ABTOMAaTH3UPOBAHHAS CHCTEMa JIOKYMEHTAI[MOHHOTO OO0ecleueHus yNpaBlieHUs (CHCTeMa 3JIEKTPOHHOTO
JIOKYMEHTOO0OpOTa), MpHMEHseMas B YUYpEXKICHWH, JOJDKHA OTBEYaTh TPEOOBAHMAM WHCTPYKIHMH IO
JETIONPOU3BOJICTBY 9TOTO OpPTaHa.

[opsimok paboTHI ¢ JOKyMEHTaMH, HUMEIOIIUMU TpH( OTpaHIMYCHHS JOCTYIIA, YCTAHABIMBACTCS CIICIIUATEHBIMU
WHCTPYKIHSMH.

4. OTBETCTBEHHOCTh 3a OPTraHM3ALUI0 U COCTOSIHHE JEJIONPOM3BOACTBA BO3JTAaraeTcs Ha PyKOBOIUTEINS
YUPEKICHUS, a B CTPYKTYPHBIX NTOJPA3AEIECHUSX - HA UX PyKOBOAUTEINEH.

5. IIpu cMeHe pyKOBOAWTENS WU JIUL, OTBETCTBEHHBIX 3a JEJNONPOU3BOACTBO M APXUB, COCTABISAETCS AKT
npueMa-nepeadd JOKYMEHTOB YUPEXAEHHs M JOKyMEHThl MEpeAaloTCs MpPaBONPEEMHUKY MO akTy. B ciydae
o0OHapy>KeHHsI HEJJOCTa4uX JIOKYMEHTOB IIPUHUMAIOTCS. MEPBI K X PO3BICKY.
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6. Ilpu peopraHmsanuy, NUKBUIALUM YUYPEKACHUS MOPSINOK IMepelaud U JAajbHEHIIEro HUCIOJIb30BaHUS
JIOKyMEHTOB yKa3bIBa€TCsI B IPUKa3e (PaclopspKeHUH) PyKOBOJUTEIIS YUPEKICHHUS.

[lepenaua TOKyMEHTOB JIMKBUIAMPOBAHHOTO YUPEXKICHUS BXOJUT B 00S3aHHOCTH KOMHCCUH, 00pa3yeMoil Juis
nepenauu nei. B cocraB komuccun 00s13aTeNIbHO BKITIOYAETCS IPEICTaBUTENb TOCY IapCTBEHHOTO apXHBa.

JIOKYMEHTBI OIUCBHIBAIOTCS U IEPEJAIOTCA B APXUB BBIIIECTOSILEIO YUYPEXKACHUS WUIU B COOTBETCTBYIOIIMH
roCyJapCTBEHHBIN apXUB.

ITpu peopranmsanmu y4IpexaeHUs ¢ nepenadei ero GpyHKOUH ApyroMy yUpexICHHIO MOCIEIHEEe MPUHUMACT
MO aKTy He 3aBEPUICHHBIE IEIOMPOU3BOICTBOM JENIa U apXHB PEOPTaHU30BAHHOTO YYPEKICHUS U HECET MOJIHYIO
OTBETCTBEHHOCTH 33 UX COXPAHHOCTb.

7. JIOIDKHOCTHBIE IIMIA, COBEPINMBIIWE XHINEHHE, IOpYY, COKPBITHE HIM HE3aKOHHOE YHUUYTOKEHHE
JOKYMEHTOB, a TaK)Ke JOIyCTUBIINE CBOMMH ACHCTBUSAMM WIN Oe3/eHCTBIEM yTpaTy NOKyMeHToB HarmonansHOTO
apxuBHOro (oHma Keipresckoit PecryOnmku, HeCyT OTBETCTBEHHOCTb, YCTAHOBJICHHYIO 3aKOHOJAaTEIbCTBOM
Keipreizckoit PecrryOnuku.

8. OpraHuzanusi, BEJA€HHE M COBEPILICHCTBOBAHUE JEJIONPOU3BOJACTBA HAa OCHOBE EJMHOI TEXHUYECKOM
NOJUTHKA M TPUMEHEHHS COBPEMEHHBIX TEXHHYECKHX CpEJCTB B pabOTe C JOKYMEHTaMH, METOJHYECKOe
PYKOBOJCTBO M KOHTPOJb 32 COOJIIOJICHHEM YCTaHOBJIEHHOTO TOpsAKa paboThl ¢ JOKYMEHTAMH B YYPEKICHHUU
OCYILIECTBIISIIOTCS.  CTPYKTYpHBIM — MOJpa3/ieliecHHEM, Ha KOTOpPOE BO3JIOKEHBI (YHKIMM IO  BEJICHHUIO
JENONpPON3BOACTBA (mamee - ciyx0a JEeIONpOM3BOJCTBA), WM JIMIAMH, OTBETCTBEHHBIMH 3a BEICHHE
JIENIONIPOU3BOACTBA.

I'naBa 2
MNOAIOTOBKA U O®OPMJIEHUE YIIPABJIEHYECKHUX JOKYMEHTOB

§ 1. CocTaB ynpaBiieHYeCKHX JIOKYMEHTOB

9. IOKyMEHTUpPOBaHUE YIIPABICHYECKUX IEHCTBUHN OCYyIIEeCTBIsAETCS mocpeacTBoM cucteMbl OP/I.

10. Bumel W pa3HOBHIHOCTH JOKYMCHTOB, HEOOXOJMMBIX H JIOCTATOYHBIX JJIS pabOThl YUPCSIKICHHUH,
OTMPENENAIOTC B COOTBETCTBUH C (DYHKIMOHAJIBHBIM HAa3HAYCHHEM KaXKJOTO JOKYMEHTa W JaHbl B IEPEUYHE
(mpusioxenue 1).

11. YopaBneHueckasi 1eATENbHOCTh YUPEKACHUS BbIpaXKaeTcs NOCPEACTBOM PACHOPSAAUTENBHBIX TOKYMEHTOB.
Hx cocTaB ompenemnseTcss KOMIICTCHINEH M QYHKIUAME YIPSKICHUS, TIOPSIIKOM PEIICHIsS BOIPOCOB, 00BEMOM H
XapaKTepOM B3aUMOCBSI3eH C APYTHMH yUpEKICHUSIMHU (MPHIIoKeHue 2).

12. Ha3Banme BUia TOKYMEHTa MUIIETCS MPOMMCHBIMU OYKBaMH ITOITY>KUPHBIM IIPH(TOM, BEIPAaBHUBACTCS IO
LEHTPY.

§ 2. PekBU3UTBI TOKYyMEHTa

13. Tlpu odopMICHUU JTOKYMEHTOB HEOOXOAUMO COOJIOAATh PEKBH3MTHI, 00ECICUNBAIONINE OPHIUUYCCKYIO
CHITy, KaUeCTBEHHOE M OTIEPATHBHOE MCIIOIHEHHE JOKYMEHTA.

O0s13aTeNIbHPIMU  PEKBU3UTAMU JIOKYMEHTOB SIBIISIIOTCS: HAUMEHOBaHHE YUPEKIEHHS - aBTOpa JOKYMEHTa,
HaVMEHOBAaHHUE BU/IA IOKYMEHTa, TEKCT, 3ar0JIOBOK K TEKCTY, 1aTa U PETHCTPALIMOHHBI HOMEp JIOKyMEHTA, MOJIIHCh
(anexkTpoHHast 1UQpOBas IMOJINCH), OTMETKAa 00 HCIOJHHUTENE, OTMETKa 00 MWCIIOJIHEHWH [OKyMEHTa, MECTO
CO3JJaHUSI WM M3JIaHMs TOKYMEHTA.

B mporecce moaroToBk 1 0(OpPMIICHUS TOKYMEHTOB COCTaB 00s3aTENbHBIX PEKBU3UTOB MPU HEOOXOANMOCTH
MOXeT OBITh JOTOJHEH APYTUMH PEKBU3UTAMHU.

14. Ina OP/] ycranaBnuBaetcs 28 peKBU3NTOB (MpUJIokeHue 3):

1) N3o6paxkenue I'ocynapctBennoro rep6a Keipreizckoit Pecirybnuku momemniaeTcs Ha 6JaHKe B COOTBETCTBUU
¢ 3akonom Kripreickoii Pecniyoinku «O rocynapcTBeHHbIX cuMBojax Keipreisckoit PecyOmukuy. M3o0pakeHue
T'ocynmapctBennoro rep6a Keiprerzckoit PecryOimkn 10MKHO B TOYHOCTH COOTBETCTBOBATh IBETHOMY WIIM YEPHO-
Oemmomy m300pakeHuto dtanoHa ['ocynapcrBeHHoro rep6a Keipreisckoit PecnyOmmku. 3amperiaercs u3o0pakeHue
T'ocynmapctBernoro rep6a Keiprerzckoit PecyOnnky BeTHOM OTHOTOHHOW KPAacKOH.

N3zobpaxenne I'ocynapcrBeHHoro rep6a Keipreisckoit PecnyOnuku momemaercss B LEHTPE BEPXHEro OIS
JOKyMeHTa. [lnamerp u3o0pakeHus - He 6ostee 20 MM.

2) OMmbOeMa yupexkJIeHUs pacrojiaraeTcsi Ha ypoBHE HAMMEHOBaHHS yUpeXaeHus. OMOi1eMa He ynoTpeoisercs
Ha On1aHKe, eciii Ha HeM IoMelneHo n3oopaxenue I'ocynapcrseHnoro repba Keipreizckoii Pecrry Ok,

3) Kom yupexnenust mnpocrasisercss no OOmepecnyOimKkaHCKOMY KiacCU(HUKATOPY NPEeNIpUsITHH 1
opranmzanuii (OKIIO). On pacnomaraercst mon pekBusutamu «HanmeHoBanue yupexaeHus;» u «CrpaBodHbIE
JaHHBIE 00 yupexIeHun», pasmep mpudrta Ne 8, BEIpaBHUBAETCA O ICHTPY.

4) HamMmeHoBaHHE BBIMIECTOAIIETO YUYPEKACHUS HAOMpaeTcs CTPOUHBIMH OyKBaMHM, IIPH(T MOy KUPHBIH,
pa3mep mpudra Ne 10,5, BeIpaBHHBAETCS 110 IEHTPY B IIpeesiaX OTBEACHHOTO MOJIS.

5) HanmeHoBaHHWE yuYpexAeHHUs paclojlaraeTcsl MOJ HAaWMEHOBAHHEM BBIIIECTOSIIETO ydupexxaeHus. OHO
JIOJDKHO COOTBETCTBOBATH yUPEIUTEIHHOMY AOKYMEHTY. IIpHHSATOE COKpameHHOe HanMEHOBAaHHE yKa3bIBaeTCs Ha
CJIelyIolied CTPOKE IIoCiie IIOJIHOTO HamMEHOBaHHMS B ckoOkax. HaOupaercs cTpouHbIMH OyKBamH, MIPUQT
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HONY>XUpHBIH, pazmep mpudra Ne 10,5, ormensiercss OT HaWMEHOBAHHS BBILIECTOSILETO YUYPEKACHHUS JABYMs
MEKCTPOYHBIMHM MHTEPBAJIAMH, BHIPABHUBACTCS 110 LICHTPY B IpeJiesiaX OTBEJCHHOTO MOJIS.

6) HanmeHOBaHHE CTPYKTYPHOTO MOJApPAa3fClieHUs] YKa3pIBACTCS B TOM CIydae, €CIIH OHO SIBISICTCS aBTOPOM
JOKyMeHTa. Pacrnomaraercss HiKe HauMMEHOBaHWS yudpexiaeHus. HaOupaercs crpouHbiMH OykBamu, MIpHDT
MONY>XKUPHBIH, pasmep mpuprta Ne 10,5, oTnmensercss OT HANMEHOBAHMS YUPEXKICHUS JBYMS MEXKCTPOUYHBIMHU
MHTEPBAJIaMH, BBIPAaBHUBACTCS 110 LICHTPY B MPE/esiaX OTBEICHHOTO TOJIS.

7) CrpaBouHBIE JaHHBIE 00 YYpEKJCHWH BKIIIOYAIOT: MOYTOBBIA ajpec, HOMepa TenedoHOB, (akca, ampec
JJIEKTPOHHOH TOYTHI, anpec Beb-caifra, pacdeTHBIi cdeT B 0aHKe, WICHTH(PUKAIUOHHBIA HOMEpP
HaJIOTOIUIaTeNbINNKA. Pa3MemmaroTes o HanMEHOBAaHUEM YUPEXIeHNUs, pazmep mpudra Ne §, BEIpaBHUBAIOTCS 110
LEHTPY.

8) HamMmenoBaHme BHAa MOKYMEHTa II€4aTacTcs TPONUCHBIMH OyKBaMH, TONXY)XAPHBIM IIpH(TOM,
BBIPaBHUBAETCS MO LEHTPY. PasMep mpudra cooTBEeTCTBYET pazmepy prudra TeKcra JOKyMEHTA.

9) Jlata moKyMeHTa - 3TO JaTa €ro IOAINMCAHHS, YTBEPKICHUS HIM COOBITHSA, KOTOpOe 3a(MKCUPOBAaHO B
JoKyMmeHTe. Hampumep: naTtoll NMOCTaHOBJICHUS, pEIICHUs, NpPHKa3a, PacHOpsHKCHUs, NMHUCbMa SBISIETCS JaTa HX
MOANUCAHUS;, MPOTOKOJAa M aKTa - jJaTa COOBITHS; JATOM IIaHa, CMETHI, LITATHOTO PACHHMCaHHUS M JPYTHX
JIOKyMEHTOB, TPEOYIOIINX YTBEPKICHNUS, - 1aTa UX YTBEPKACHHUS.

Bce ciyxeOHBlE OTMETKM Ha JOKYMEHTE, CBS3aHHBIE C €ro IMPOXOXKACHHEM U HCIOJIHEHHEM, IOJDKHBI
JaTUPOBATHCS U MTOJIIHNCHIBATHCS.

JIOKyMEHTBI, M3JJaHHBIE COBMECTHO ABYMsI HUIM OOJIee YUpEXICHUAMH, IOJDKHBI IMETh OAHY (€IUHYIO) JIaTy.

JlaTel ToNNMCaHMA, YTBEPXKACHHS, COTJIACOBAHMS NOKYMEHTa, a TaKXe MJaThl, COJICpJKallhecss B TEKCTe,
odopmirsitoTess apabckumu dpaMu B CIEAYIOIIEH IOCIEAOBATENBHOCTH: YHCIO Mecsna, Mecsm, roj. Ywmcio
MecAla U MecsAl opOpMIIIOTCS IBYMs IapamMH apabckux mu¢p, pasAelIeHHBIMH TOYKOH; TOA - YETBIPBMS
apabckumu nudpamu. Hampumep: paty 20 mas 2009 roga cieayet ohopMiath ciaeayromum odpazom: 20.05.2009.
Jlomyckaetcst Takxke CI0BECHO-IH(POBOit criocod odopmieHus nathl, Hampumep: 25 mapra 2009 roxa.

IMpu odopmieHUN TPUKA30B, pACIOPSHKEHHH, PELICHUH, NPOTOKOJIOB W (UHAHCOBBIX JOKYMEHTOB
MPUMEHSETCS TOJBKO CIOBECHO-1LIM(poBoii criocob opopmitenus aat: 20 mas 2009 rona.

Z[aTa NUIICTCA Ha CrICUaJIbHO OTBCACHHOM MCCTC Ha 6naH1<e. HaanMep, Ha OJaHKe MMChMa MECTO JJIA JaThl
0003HaYaeTCs YepTOil U pacroaraeTcs OT JIEBOTO MOJIst JOKyMeHTa 0e3 oTcTymna:

Ne

10) PeructpannoHHbIil HOMEp JOKYMEHTa COCTOUT M3 €T0 IMOPSIAKOBOIO HOMEpa, KOTOPBIH MOXKHO IOMOJHATh
MHJIEKCOM JIea 110 HOMEHKJAType Hell. PerucTpanioHHBIH HOMEp HCXOAAIIEr0 JOKyMEHTa COCTOMT M3 HHAEKCA
CTPYKTYPHOTO TO/Ipa3/IeNeHNUs], HOMepa Jiejla 0 HOMEHKIIAType e ¥ HOPSJKOBOTr0 HOMEpa JOKYMEHTa.

PeructpanoHHbI HOMEp JOKyMEHTa, COCTABIEHHOTO COBMECTHO JIByMs M 0oJiee YUPexICHUIMH, COCTOUT U3
PETUCTPAIMOHHBIX HOMEPOB JOKYMEHTAa KaKIOTO U3 ITHX YUPEXKICHHH, MPOCTaBIAEMBIX Yepe3 KOCYI0 UepTy B
MOpPSI/IKE yKa3aHUS aBTOPOB JTOKYMEHTA.

PerucrpaiinoHHBI HOMEp JOKyMEHTA IIPOCTABIAETCA Ha CIEIMAIbHO OTBEIEHHOM MecTe Ha OJIaHKe.

11) Ccpuika Ha perucTPallMOHHBIA HOMEpP M JaTy JOKYMEHTa IpeaycMmarpuBaercsl Ha OmaHke mucbMa. OHa
BKJIIOYAeT B ce0sl PeTHCTPAllMOHHBIM HOMEp M JaTy JOKYMEHTa, Ha KOTOpBIM JaeTcss oTBeT. Pacmosaraercs moj
PEKBU3UTOM «PerucTpaiioHHBIN HOMEP» OT JIEBOTO Kpas 0e3 OTCTyIa:

Ha Ne oT

12) Mecto cocraBineHUs] WIM M3/1aHMS JOKYMEHTa YKa3bIBacTCsl B TOM CJydae, €CIIM 3aTPyJHEHO €ro
onpezieleHHe 1O pekBu3uTaM OmaHka. OHO yKa3plBaeTCsi € YYE€TOM NPHUHATOTO  aIMUHHCTPATUBHO-
TEePPUTOPUAIILHOTO AENEHHUS M BKJIIOYAET TOJBKO OOIIENpUHATHIC COKpamleHus: rop. bumkek. Pacnonaraercs nHa
OJIHOM YPOBHE C PEKBU3UTaMU «/laTa ¥ perucTpaliioOHHbIA HOMEP JOKYMEHTA)», BBIPABHUBAETCS 110 IIPABOMY KpPAIo0:

Ne rop. bumkex

13) AnpecaTtoM MOTYT OBITH YUPEXKICHHSA, UX CTPYKTYpHBIEC MOJIPa3/IeNeHus, JODKHOCTHBIC WU (PH3HUYECKHe
Juma. Afpecar MUMIETCs B MPABOM BEPXHEM YIUTy C OTCTYIOM OT JieBoro ot 100 MM, BEIpaBHUBAETCS 110 JIEBOMY
Kparo.

IIpu appecoBaHMM IHCBbMa B YUPEKICHUE UM CTPYKTYPHOE MOApAa3/elIeHHEe UX HAaVMEHOBAHUE IHUIIETCS B
UMEHHUTENIBHOM Najiexke:

ApXHMBHOE areHTCTBO MpU
I'ocynapcTBenHoOM
PEeTUCTpanMoOHHOI ciryx0e

npu [IpaButenscTae
Keipreizckoit Pecrry6mmkn
OpraHn3annoHHO-METOINIECKUI
otzaen



IIpu agpecoBaHMM MHHUCbMa B YUpeXAEHHE MOJDKHOCTHOMY JIMIly Ha3BaHHE YUPEXKACHHUsS IHIIETCS B
MMEHUTEIEHOM Ma/IeXKe, JOJDKHOCTD M ()aMMJIMs JIMLA - B 1aTEIBHOM Tajiexe:

MunucrepcTBo GpruHaHCOB

Keipreizckoit Pecrry6nuku

HavansHuUKY OpraHu3anMOHHO-

METOIUYECKOTO OTAEIa

A.P. KaceimanueBy

ITpu appecoBaHNM JOKyMEHTa PYKOBOAMTEIIO HANMECHOBAaHWME YUPEXKICHUS BXOAWT B COCTAB HANMEHOBaHMS
JOJDKHOCTH ajjpecarta:

MunucTpy 00pa3oBaHUs U HAYKH
Keipreizckoit Pecrry6nuku
N.0. ®damunus (B faT. majexe)

ITpu pacchiike JOKYMEHTOB B HECKOJIBKO OJHOPOAHBIX YUPEXKICHUH ajpecar 0003HauaeTcsi 0000IEHHO:
JupexTtopam 1Ko

JIOKyMEHT He JOJIDKEH colepkaTh Oouble 4eThlpex aapecos. ClIOBO «Komus» mepen 0003Ha4eHHEM BTOPOTO,
TPETHErO M YETBEPTOTO ajpecara HE YKA3bIBACTCS: KaXKABIH AK3EMIUIAP JOKyMEHTa JOJDKEH ObITh mojnucad. Ilpu
HaIpaBJIeHUH JOKyMEHTa OoJiee YeM B YETHIPE a/ipeca COCTABIISETCS CIIMCOK Ha PacChUIKY M HA KaXKIOM JIOKYMEHTE
MPOCTABISIETCS TOJIBKO OAMH ajpec.

B coctaB pexBu3nTa «AnpecaT» MOXKET BXOJUTh MOYTOBBIN aapec. DIeMEHTHI OYTOBOTO ajjpeca yKa3bIBaloT B
MOCJIEIOBATEIEHOCTH, YCTAHOBICHHOHN MpaBWJIaMH OKa3aHUS YCIyr Mo4yToBOM cBsa3u. Ilpu aapecoBaHuM mUCbMa B
YUpEKICHUE YKA3bIBAIOT €ro HAMMEHOBaHHUE, 3aTeM ITOYTOBBIN aapec.

IIpousBoacTBeHHOE
o0beanHenue «lllopoy
720020, r. bumkexk,
yi. Opo30ekoBa, 8

IIpn anmpecoBaHMM AOKYMEHTa TpaXJaHaM CHadajla yKas3bIBAIOT IMOYTOBBIM aapec, a 3aTeM HHUIMAIBl U
(hammnHIO IOy YaTEIs:

720009, r. bumikek-9,
yia. Oposbekosa, 105
N.0. ®amunus (B faT. majexe)

14) T'pud yTBepskIcHHS pacrojiaraeTcss B BEpXHEH MPaBOi 4acTH MEPBOTO JIUCTA JOKYMEHTA C OTCTYIOM OT
neBoro mojst 100 mm.

JIOKyMEeHT  yTBEp)KIaeTcs IODKHOCTHBIM JIMIIOM WM PaCIOPSIOUTENbHBEIM  JokyMeHTOM. CiioBa
«YTBEPXJIAO», «YTBEPXXAEHO» mumyTcst nponuCHBEIMA OyKBaMu 03 KaBBIYCK.

Ecimm  nmoxyMeHT yTBep)KmaeTrcs JOJDKHOCTHBIM — JIMIIOM, TpU( YTBEpXKICHHS COCTOMT U3 CIIOBa
«YTBEPXJIAIO», HauMeHOBaHHS TOJHKHOCTH, MOIICH, HHANHAIOB U (DaMIINH JINIA, YTBEPIUBIIECTO JOKYMEHT,
JIATHl YTBEPIKICHUS:

YTBEPXIAIO
MHUHHCTP 3paBOOXPAaHEHUS
Keipreizckoit Pecrry6nmkn

(mopmuce)  N.O. @amunus
00.00.0000

Ilpn yTBepXkIeHHM NOKyMEHTa pacIlOpsIUTENFHBIM JOKYMEHTOM TIpU( YTBEPXKICHHUS COCTOMUT M3 CIIOBa
«YTBEPXJIEHO» B cOOTBETCTBYIOIIEM POAE U YUCIIE, HA3BAHUsI PACIOPAIUTEIBHOIO JOKYMEHTA B TBOPUTEIBHOM
naziexe, ero JaTel 1 HoMepa:

YTBEPXKXIEHO
IIpHuKa3oM MuHucTepCcTBa
3paBOOXPaHECHUS
Keipreizckoit Pecrry6nmkn
ot 00.00.0000 Ne

[Ipu HaNMMYMK HECKONBKUX T'PU(OB YTBEP)KICHNUS OHU PACIIONAraioTcs Ha OJHOM YPOBHE, HAUMHAS OT JIEBOTO
nosst 6e3 oTcTymna:



YTBEPXXKIEHO YTBEPXKIEHO

IIPUKA30M IIOCTAHOBJICHUEM M3PHUH
MunucrepcTBa 34paBOOXpaHECHUS rop. bumkex
Keipreizckoit PecrryOnuku

ot 00.00.0000 Ne ot 00.00.0000 Ne

15) Pe3onronus mUImETCst COOTBETCTBYIOIINAM JOJKHOCTHBIM JIMIIOM Ha CBOOOHOM OT TEKCTa MECTE B BEpPXHEH
gacTd MokyMeHTa. OHa BKIIOYaeT B ce0s (haMMIINK WCHOJTHUTENEH, COMepKaHWe MOPYUYSHHsI, CPOK HCIOTHEHUS,
TIOJIIHCH, aTy:

K.M. Jlooponb6ekoBy.
[porry moArOTOBUTH MPOEKT
cornamenus k 00.00.0000.
Ilognuce

00.00.0000

B ciydasx, xorma mopydeHHe AaeTcs OBYM HIM HECKOJBKMM JIMIAM, PaBHBIM IO JIOJDKHOCTH, OCHOBHBIM
UCTIOJIHUTENIEM SIBISIETCSL JIMIO, YKA3aHHOE B IIOPYYEHHH TepBbIM. EMy mpemocTaBisieTcss IpaBO CO3bIBA
COUCTIONTHUTENCH M KOOPIUHAINS X PabOTHI.

OCHOBHOW WCHONHHUTENb M COWCIIONHWTENb BIIPAaBE [aBaTh IOPYYEHHWS B BHAE PE3OTIONMI JHIAM,
HETIOCPEJCTBEHHO UM MOYNHEHHBIM.

Ha noxymeHTax, He TpeOyIOLIMX yKa3aHWIl 1O HMCHOJIHEHHIO W WUMEIOIINX THUIIOBBIE CPOKU HCIIOJIHEHHS, B
PE30JIIOIMH YKa3bIBAIOTCS HCIIOJIHUTEIb, IIOANUCH aBTOPA PE30JIIOIUH, AaTa.

Pezonronnst MoxkeT OGOPMIISITBCS Ha OTAEIBHOM JIMCTE C YKa3aHWEM DPErMCTPAallMOHHOTO HOMEpa M JIaThl
JIOKYMEHTA, K KOTOPOMY PE30JIOIHs OTHOCUTCS.

16) 3aronoBok IOKyMeHTa muiieTcsl mepen TekctoM. OH JODKeH TpaMMaTHYeCKUd COTJIACOBBIBATHCS C
Ha3BaHUEM JoKyMeHTa. Hampumep: mpukasz (o uem?) - o0 yTBepKAeHHHM KoMuccuM; nHpopMmanus (0 4em?) - o
MPOBEICHUH PECITyOIMKaHCKOTO CMOTpA.

Ecnmn B nokyMmeHTe OTpakaeTcs HECKOJBKO BOIPOCOB, TO 3arojioBoK (opmymmpyercst o6obmienHo. K
JOKyMEHTaM OOJIBIIOro 00beMa WM OTPa’KaIOIIMM HECKOJBKO BOIPOCOB, HAapsAy C 3ar0JIOBKAMH COCTABIISIFOTCS
MO/I3arOJIOBKH.

3arooBKM K NMUChbMaM HHIIYTCS C MPOIUCHOW OYKBBI B CIICIHAIBLHO OTBEICHHOM IUISi HUX MeECTE, C JICBOH
CTOpPOHBI, 0e3 orcTyna. 3arojoBKH K ApyruM Bupam OPJl BblpaBHHMBAIOTCS 1O LIEHTPY, NMHUIIYTCS C MPONUCHOH
OYKBBI, BBIICIAIOTCS MOy KUPHBIM IIprupToM. Touka B KOHIIE 3ar0JIOBKA HE CTABUTCS. 3ar0JIOBOK, COCTOSIIMN M3
IBYX M Ooyiee CTpOK, medaraeTcd depe3 | MeXCTpO4HbIH HHTepBaj. PasMep mpu@Ta COOTBETCTBYET pa3sMepy
mpudTa TeKCTA.

JloKyMeHTBI, cocTaBlieHHbIE Ha OnaHKax Gopmara A4, JOJHKHBI UIMETh 3ar0JIOBKU.

3aroJioBKH He MUILIYTCS HAa TeJierpaMmMax, TejieoHOrpaMMax, U3BEIICHUSIX M Ha JOKYMEHTaX, COCTaBJICHHBIX
Ha Onankax ¢opmara A5, A6.

3aroI0BOK OTHEJNISETCS OT TEKCTa JIBYMSI MEXKCTPOUHBIMU HHTEpBaJIaMH.

17) OTmeTka 0 KOHTpOJIE NPOCTABISAETCS Ha JOKYMEHTaX, TPEOYIOINX HCIIOJHEHUSI M B3STHIX HA KOHTPOJIb.
3nak koHTpois (OykBa «K», cioBo mwimm mramn «KOHTPOJIb») craBuTcs Ha JICBOM IOJIe IOKYMEHTa Ha YpOBHE
3aroJIOBKA WJIH B CIICIIMAIEHO OTBEJICHHOE KOHTPOIBHOE OKHO.

18) Tekct nokymeHTa opOpMIISICTCSI B BUE AHKETHI, TaOJIHUIIBI, CBA3HOTO TEKCTA WIIM B BUJI€ COSINHEHUS 3THX
CTPYKTYP.

IIpu cocTaBieHHH TEKCTa B BHJEC aHKETHl HAMMEHOBAHUS NMPU3HAKOB XapaKTEPH3YeMOro OOBEKTa JIOJIKHBI
OBITH BBIPAXKEHBI IMEHEM CYIIIECTBUTEIHHBIM B IMEHUTEIFHOM Ma/Ie’Ke WK CJIOBOCOYETAaHHEM C TJIarojioM BTOPOTO
JIMIIa MHOKECTBEHHOTO YHMCIIa HACTOSIIETO MIIM MPOIIE/IIEro BpeMeHH (MMeeTe, ObUTH, HaXOHIINCE).

I'padpsl m cTpoknm TaOMUIBI JODKHBI HWMETHh 3aroJIOBKH, BBIPOKEHHBIE HMEHEM CYIIECTBUTEIBFHBIM B
MMEHHTENFHOM Tajexe. [loa3aronoBku rpad U CTPOK JODKHBI OBITH COTTIACOBAHBI ¢ 3arojoBkamMu. Ecimu Tabmuiy
neyararoT Oojee 4eM Ha OJHOM cTpaHMIe, rpadbl TaOIMIBI JOIDKHEI OBITH NMPOHYMEPOBAHBI W Ha CIEAYIOUIMX
CTpaHUIAX JIOJDKHBI OBITH HalleyaTaHbl TOJIBKO HOMEpa ATUX Tpad.

CBA3HBIN TEKCT COCTOUT U3 ABYX YacTel. B mepBoil yacTu yka3bIBarOTCs IPUYUHBL, LIEIH, OCHOBAHUS CO3JaHUs
JIOKyMEHTa; BO BTOPOM (3aKIIFOUUTEIBHON) - PEIICHHMS, BEIBOIBL, IPOCKOBI, peKOMEHIAUH. TEKCT MOXKET cCoaepKaTh
OJIHY 3aKJIIOUMTEIbHYI0O 4YacTh (Hampumep, NpHKas3bl (pacmopshKEeHHs) - pacHopSIUTENbHYI0 dYacTh 0e3
KOHCTAaTHPYIOIIEH, MMChbMa - pockOy 0e3 moscHeHus1). B Tekcre okyMeHTa, MOJroTOBJICHHOTO HA OCHOBAHUH HIIH
BO WCIIOJIHEHWE paHee M3/IaHHOTO JOKYMEHTa, YKAa3bIBAIOTCA €r0 DPEKBH3WTH: HAWUMEHOBAaHHE [IOKYMEHTa H
YUpEeXICHUA-aBTOPA, ATy, 3ar0JIOBOK K TEKCTY, PETHCTPALlMOHHBIN HOMED.

B pacnopsauTensHBIX JOKYMEHTaX YYpPEKICHHH, JEWCTBYIOIIMX HA NMPUHIMIAX €IUHOHAYAIHSA, a TaKXKe BO
BHYTPEHHHUX JOKYMEHTaxX, aAPECOBAHHBIX PyKOBOJACTBY, TEKCT M3JIaraeTcsi OT IEPBOTO JIMIAa €AMHCTBEHHOTO YHCIIA
(«TIpHUKa3BIBAIO, IIPEIIIATAI0Y, IIPOIITY» ).



B nokymMeHTax KOJJIETHAJIbHBIX OpPraHOB TEKCT H3Jaraercs OT TPEThEro JMLIA EJUHCTBEHHOTO 4YHCIIa
(«TIOCTaHOBIIACT», «PELLIIID).

B COBMECTHBIX JOKyMEHTaX TEKCT M3JIaraercst OT IEPBOTO JIMIA MHOXKECTBEHHOTO YHCNa («IIPUKa3bIBACM»,
PELININY).

TekcT mpoToKoNa wH3JIaraeTcss OT TPEThEro JIMIA MHOXKECTBEHHOTO 4YHCNa («CIyIIaln», «BBICTYIHIIN»,
«PEIINITN).

B nmceMax ncmonb3yoTes CIeayone GOpMbI H3JI0KECHUS:

- OT IIEPBOTO JIHMI[A MHOKECTBEHHOT'O YHCJIA (KIIPOCHM NIPEIOCTABUTE...», KHAIpaBisieM B Bamr anpecy);

- OT IIEPBOTO JIMIIA EANHCTBEHHOTO YUCIA (IPOIIY BBICIATEY, «CUUTAI0 HEOOXOIUMBIMY);

- OT TPETHETO JINIIA €ANHCTBEHHOTO YUCa («MHHUCTEPCTBO HE BO3PAXKACTY).

CrutoniHele CBSA3HBIE TEKCTBI MOTYT COCTOSITh W3 CTPYKTYPHBIX 3JEMEHTOB, MMEIONIMX B HEOOXOAMMBIX
Clly4asix 3aroJIOBKM M HyMmepaiuio. Hymepauusi CTpyKTYpHBIX 3JIEMEHTOB JPYTHX JOKYMEHTOB BEJETCS apaOCKUMHU
mdpamu. HazaHus CTPYKTYPHBIX 3JIEMEHTOB I1€YATAIOTCS TTOJIYKUPHBIM MIPU(TOM M BHIPAaBHUBAIOTCS MO LEHTPY,
TOYKa B KOHIIC 3arojioBKa He cTaBuTCs. Pasmep mpudra cooTBeTcTByeT pasMepy mpudpTa Tekcra. Ha3Banus
CTPYKTYPHBIX SJIEMEHTOB OT/IEIISIOTCS OT TEKCTA JABYMS MEXCTPOUHBIMH UHTEPBAJIAMH.

19) OT™MeTKa 0 HaJTMYHUU TIPUIIOKEHHS K JJOKYMEHTY MOXKET JeIaThCsl MOCIIE TEKCTa UM B TEKCTE.

Ecnu oTMeTKa O HaM4YMM MPUIOKEHUS K JOKYMEHTY JAENaeTcs MOCie TeKCTa, TO OHa pacliojaraercs Iepej
pexBuzutoM «llogmuce». CnoBo «IIpumoskeHne» NHINETCS BCerAa B E€AMHCTBCHHOM YHCIE, HECMOTPS Ha
KOJIMYECTBO NPHIIOKEHHUH, OT JIEBOTO Kpas JOKyMEHTa 0e3 OTCTyIa.

Ecnu okyMeHT MMeeT MpHIIOKeHHUE, NTOJTHOE HAaUMEHOBaHHE KOTOPOTO MPUBOIMTCS B TEKCTE, TO OTMETKA O
HaJIMYNH PHII0XKEHUs oopmirsieTcs o opme:

IIpunoxenue: Ha 5 1. B 2 3K3.

Ecin monHoe HamMeHOBaHUE MPpUIIOKCHUA B TCEKCTC HC Ha3dBaHO, TO OTMCTKAa O HAJIWYUM MPHUIIOKCHUA
0(hOpMIIETCSI CITEIYIONIIM 00pa3oM:

IMpunoxenue: CMera pacxoJ0B Ha KallUTAILHOE CTPOUTEIILCTBO Ha 5 JI. B 2 9K3.
[1py HATMYUKM HECKONBKUX MPUIIOKEHHH K JOKYMEHTY ITHILIETCSL:

[Ipunoxenue:
1. CnpaBka 0 HeocTaye TOKYMEHTOB Ha 1 J1. B 2 9K3.
2. Brinucka 13 MpoToKoJia 3aceqaHusl SKCIepTHOM KoMuccuu Ha 1 1. B 1 3K3.

Ecnu k nokyMeHTy mpuiaraercst Apyrod JOKYMEHT C MPHUJIOKEHHEM, TO OTMETKa O HAJIWYUU MPUIIOKEHUS
odopmisiercs o Gpopme:

[Ipunoxenune: 3akmoueHue 6anancoBoit komuccuu oT 25.03.2009 Ne 2 u npuiokeHne K Hemy, Bcero Ha 21 1.
B 2 9K3.

Eciu npuioxeHue HaNpaBIsieTcsl He BO BCE YKa3aHHbIE B IOKYMEHTE afipeca, OTMETKY O HAJIUYUH IPHIIOKCHUS
odopmisIoT 1Mo hopme:

[Ipuinoxxenue: Ha 5 1. B 2 3K3. B IEPBBIil ajipec.

Ecnu npunosxeHust cOpOLIIOPOBAHEI, TO KOJIWYECTBO JHCTOB HE YKa3hIBACTCS.

Ecnu Hannuue npuiioKeHUs] K TOKYMEHTY yKa3bIBaeTcs B TEKCTE, OHO O(QOPMIISIETCS CIEAYIOUUM 00pa3oMm:
«JloroBop cocTaBiseTcs Ha cChenuanbHOM OnaHke (mpuio:keHue 1).» wmm «JloroBop cocTaBisieTcss Ha
CHenranbHOM OJIaHKe COTJIacHO TMpriiokeHwu:o 1.». Ilepen mopsaxkoBEIM HOMEpPOM NPWIOKEHHS 3HaK «No» He
CTaBHTCA.

[Mpuoxxenns: opopMIIIIOTCS Ha OTIENBHBIX JHucTax Oymaru. CioBo «[IpunokeHne» pacrionaraercs B MpaBoM
BEPXHEM YTJIy IIE€pBOTO JICTa JOKYMEHTa C OTCTYIIOM OT JIeBOro Kpas JokymeHTa 100 M. Pasmep mpudra Ne 10-
12:

[punoxenue 1

K IIpuKa3y MuHucTepcTBa

¢uHAHCOB

Keipreizckoit Pecriy6imkn
oT Ne

20) IMommmcek. JIOKyMEHTHI, HamlpaBiII€Mble B BBIIIECTOSIINE OPraHbl, OPTaHBl T'OCYJapCTBEHHOH BIACTH,
HOJAIHUCBHIBAKOTCS PyKOBOIUTENIEM YUPEXKIECHUS UIIH, 110 €r0 IIOPYYEHUIO, 3aMECTUTEIEM PYKOBOIUTEILA.


jl:31232052.1%20

JIOKyMEHTBI, HanpasisieMble IOJYUHEHHBIM U JPYIMM YUYPEXICHUSM U TpakAaHaM IOJIHCHIBAIOTCS
PYKOBOAUTEJIEM, €r0 3aMECTUTEISIMH WJIM PYKOBOAUTEISIMUA CTPYKTYPHBIX ITOJPa3JelICHUl B COOTBETCTBHU C HMX
KOMIIETCHIIUEH.

Bce sk3eMIUIsIphl CiTy>KeOHBIX JJOKyMEHTOB, B TOM YHCJE WX KOIHH, JOJDKHBI OBITH NMOJIIHCAHBL. J[OKyMEHTHI
JIOJDKHBI COZIEPIKaTh TO/IMHHBIE OANUCH JOJDKHOCTHBIX JHLL. [Ipn GoJbIIOM KOJMMUYECTBE KOMMH JIOMYCKAeTCsl UX
3aBEPEHHE HCIIOJIHUTENIEM MM IPOCTaBICHHE (paKCUMMIIE MOAMHUCH PYyKOBOAWUTENS. JJOKYMEHTHI MOANNCHIBAIOTCS
TaKXKe SJICKTPOHHOW HMU(PPOBON MOINICHEI0O B COOTBETCTBHU ¢ HOpMaMu 3akoHa Keipremckort PecmyOmuku «O06
3JIEKTPOHHOM JIOKyMEHTE M 3JEeKTpOHHON nu¢poBoi mommucw». [Ipm 3ToM oba BapmaHTa JOKyMEHTa HMEIOT
OJIMTHAKOBYIO IOPHIMIECKYIO CHITY.

PexBusut «Iloanuce» COCTOUT M3 HAMMEHOBAHMS JOJDKHOCTH JIMIA, TOJIIHCHIBAIOIIETO JOKYMEHT, €T0 JINIHON
NOANMCH WM €€ pacmm(pOBKH, B KOTOPOH yKasplBalOTCA WHHUOWANsl W (pamumma. HamMeHoBaHHE HOIKHOCTH
MUIIETCS] OT JICBOTO Kpasi AoKyMeHTa 0e3 orcryna. Pacmmdposka noamicu odopmisieTcss ¢ OTCTYIIOM OT JIEBOTO
nonst 120 MM, Ha ypOBHE IOCIIEAHE CTPOKM HAUMEHOBAHHUS JOJDKHOCTH.

B noxymeHTax, cocTaBiIeHHBIX Ha OJlaHKaX, B HA3BaHHE JIOJDKHOCTU HE BXOJHUT Ha3BaHHUE YUPESIKACHHS .

Jupekrop (moamucse) N.0. ®amunus
WITH:
3amMecTUTENb MUHHUCTPA (oammcp) N.0. ®amunus

HpI/I 0(1)OpMJ'I€HI/II/I JOKYMCHTOB HC Ha OJlaHKax Ha3BaHHE JAOJDKHOCTH JIMIa, MOAMHCBIBAOLICTIO AOKYMCHT,
BKJIFOYACT MOJIHOC HAMMCHOBAHUC YUPCIKACHUA:

Hupexrop LlenTpanbHoro
rOCyJJapCTBEHHOT'O apXUBa
Keipreizckoii Pecriy6nuku (moamuce) N.0. ®amunus

Ha JOKYMCHTAx, 3a COACPIKAHUC KOTOPBIX OTBEYAIOT HECKOJIBKO JIMIL, CTABATCA ABE WUJIN Ooiee IMOAITHCH. OHu
pacnoojaratorcss OAHa MOQ prFOI}‘I B IIOCJICA0OBATCIBHOCTH, COOTBCTCTByIOH.[eﬁ 3aHIMaeMOM JTOJIKHOCTH. HpI/I
HaJIMYUH B JOKYMCHTAaX HECKOJbKHUX HOI[HHCGﬁ HauMMCHOBaHUA HOH)KHOCTeﬁ u pacum(bpomcy HOI[HI/IC@ﬁ Pa3aACiIA0T
MOJYTOPHBIM MCKCTPOYHBIM MHTEPBAJIOM:

HdupexTop (moarmch) N.0. Gamumnus
['maBHbII OyxTanTep (moarmce) N.0. Gamuus

I[Ipu mnonmucaHuM JAOKYMEHTa HECKOJbKHUMH JOJDKHOCTHBIMH JIMIIAMH OJHOTO paHra WX MOAMNHCH
pacrioyiaratoTcsi Ha OJHOM YPOBHE:

HavanpHHK ITaHOBOTO OTAETA HavaneHuk ¢uHaHCOBOrO OTAETA
(moamuce) N.0. ®amumnus (moamuce) N.0. ®amumnus

JIOKyMEHTBI, OAJIEkKAIIE TTOJINCAHNI0 PYKOBOJUTEISAMH JIBYX YUPeXIECHHH, oopMIIIOTCS He Ha OJaHKe.
PexBusut «[loanuce» pacronaraercs B AByX IMapajyieIbHBIX KOJIOHKAX:

Munuctp puHaHCOB MuHHCTp 31paBOOXpaHEHUS
Keipreisckoii Pecy6muku Keipreizckoii PecriyOuinku
(moamnucs) N.0. ®amunus (Tmoamnuce) N.0. ®amumnus

Ecnu nomxHOCTHOE U0, (paMIIIHs KOTOPOTO 3ar0TOBJIEHA HAa MPOEKTE JOKYMEHTa, OTCYTCTBYET, TO JOKYMEHT
MOJIIICHIBAETCS JINIIOM, HCITOHSIOIINM €Tr0 003aHHOCTH, WIH 3aMecTuTesieM. [Ipu 3ToM 00s3aTeIbHO YKa3hIBaeTC s
(hakTHUECKas TOKHOCTD JIMIIA, TIOANMCABIIETO TOKYMEHT, €Tr0 HHUIMAJB! M (paMunus (MCIIpaBIeHUS MOKHO BHECTH
OT PYKH, HallpUMEp: «H.0.», «3aM.», WHUIMaNbl ¥ Qammins). He nomyckaercss MOJNMCHIBATH JOKYMEHTHI C
MPEJIOTOM «3a» WU NMPOCTABIEHHEM KOCOH UepThl IIepel HAUMEHOBAHUEM JJOJDKHOCTH.

IIpu moamucaHuu AOKYMEHTOB, COCTABIEHHBIX KOMUCCHEW, yKa3bIBAalOTCS HE JOJKHOCTU JIMIL, COCTABUBILIUX
JIOKyMEHT, a pacrpeJielieHne 00s3aHHOCTEH B COCTaBe KOMHUCCHH:

[Ipencenatens koMuccun (moarmce) N.0. Gamunus
HJieHbl KOMUCCHUU: (moamuch) N.0. ®amumms
(B anhaBUTHOM TOPSIZIKE) N.0. ®amunust

21) T'pud cornmacoBanus mokymeHTa. [loaroToBneHHBIE MPOEKTH JOKYMEHTOB Mepexa MOIMCAHUEM, B P
ClIly4aeB, COIJACOBBIBAIOTCS C 3aMHTEPECOBAHHBIMHM  YUPEXKAEHHUSIMH, CTPYKTYpHBIMU IOJAPA3AEICHUSIMH,



OTJCNBHBIMU JOJDKHOCTHBIMM JIHIIAMU. OTO JefnaeTcs Uil MOATBEPKICHHUS HMX COIJIaCHsl C COAEp KaHHEM
JIOKYMEHTA.

CornacoBaHue MOXeT OBITh 0(OPMIIEHO TPH(OM COTITACOBAHHS HITH JIUCTOM COTJIACOBAHUSI.

I'pud cormacoBanmst cocrout u3 cinoBa «COI'JIACOBAHO» (6e3 u3MeHeHMs MO pojaM M YHUCIaM),
HaMMEHOBAHUsl JIOJDKHOCTH JIMIA, C KOTOPHIM COTJIACOBBIBAETCS JOKYMEHT, JIMYHOM ITOJIKCH, €€ paciIn(poBKU H
natel. ['pud cormacoBanus pacnonaraercs nocie peksuznTa «Iloammce» ¢ 1eBoit cTOpoHBI 0€3 OTCTyma:

COT'JIACOBAHO

Ipencenatens LK npodcoroza
pabOTHHUKOB arpONPOMBIIIIICHHOTO
KOMIIIEKCa

_ (moamuce) N.0. ®amunus
00.00.0000

Ecnu cornmacoBaHue MNPOU3BOAUTCS KOJUIETHAJIBHBIM OPraHOM, TO TpPHU(] COrNIACOBAHUS OPOPMIISETCS
CIIeIYIOIIM 00pa3oM:

COI''TACOBAHO
[IpoTokoun 3acenanus mpopromMa
oT Ne

Ecmn comepxaHne DOKyMEHTa 3aTparmBaeT WHTEPECHl HECKOJBKUX YUPESKACHUH, TO TPU(] COTIACOBAHHS
odopmisiercs Ha otaebHOM JsucTe ([lpuaoskenue 4).

Jluct cornacoBaHMs MOAMUCHIBACTCS TAKKE JJICKTPOHHON IU(ppoBOW moamuchio. IIpu 3ToM 00a BapHaHTa
JIUCTA COTTIAaCOBAHMS UMEIOT OJIMHAKOBYIO IOPUINUYECKYIO CUILY.

22) Buzbl. BHyTpenHee coriacoBanue OQGOpMIISIETCS BH30M, COCTOSLIEH M3 JODKHOCTH BU3HPYIOLIETO,
MOAIHUCH, €€ PacIIUPpPOBKH (MHULIKAIBI U (GaMuiIus) M JaTbl. BU3UPYIOTCS SK3EMIULIPHI JOKYMEHTOB, KOTOPBIE
OCTaIOTCSI B YUpEXICHUH. BH3BI TPOCTaBISIOTCA HIKe pekBu3uTa «[loAMUCH» OT JeBOrO Kpas JOKyMeHTa 0e3
oTCTyna:

Hupekrop N.0. ®amunus
HavanbpHuK IJ1aHOBOTO OTAEIA (TomHCh) 1.0. ®amunus
00.00.0000

HpI/I HECOrj1aCun ¢ TCKCTOM JOKYMCHTA, HAJIMYHUU 3aMeYaHu U [[OHOJ'IHCHI/Iﬁ OHH H3JIarar0TCA Ha OTACIIBHOM
nucte. Buza B aTOM ciydae oopmiisieTcs ciieayromumM oopa3om:

HavasbHUK IIIaHOBOTO OTENA (moamuce) N.0. ®amumnus
3aMeuaHus PUIIAraroTCs.
00.00.0000

23) I'epboBas medaTh CTaBUTCA Ha JOKyMEHTaX, TPEOYIOIIMX 0COOOTO YAOCTOBEPEHHS MX MHOMIMHHOCTH, a
TaKke Ha (PMHAHCOBBIX TOKyMeHTax. [IpuMepHBIii epeueHb JOKYMEHTOB, Ha KOTOPBIX CTaBHTCS TepOoBast mevars,
JIaeTCsl B HPUJIOKEHHUH S.

OTTHCK Te4aTH Ha JOKyMEHTE JOJDKEH 3aXBaThIBaTh YaCTh HAUMEHOBAHMSA JOJDKHOCTH JIMILA, MOJIHCABIIETO
JIOKYMEHT, ¥ MOJUTMHHYIO MOJIHCE.

24) OtmeTka o0 3aBepeHHH Komuu. Komus TOKyMeHTa - BOCIIPOM3BEICHNE BCEX PEKBU3UTOB AOKyMmeHTa. OHa
BBIJIACTCS M0 PE3OJIONUH PYKOBOIUTEIS YUPESKICHHUS HIM PYKOBOIHTEIS COOTBETCTBYIOIIETO CTPYKTYpPHOTO
HOApa3IeNCHNUS.

VYupexJieHne MOXKeT 3aBEpUTh KOITMH TOJILKO TEX JIOKYMEHTOB, KOTOPBIE CO3/IaI0TCS B CAMOM YUpEeXJIeHUH (3TO
MIOJIOKEHHE HE PacIpOCTpaHseTcs Ha apXHMBHBIE YUPEKAEHHS W HOTapuar). Bmecre ¢ Tem, pu paspemieHuu Jiel,
Kacaloluxcsl IpueMa rpaxjaH Ha padoTy, yueOy, yJIOBJIETBOPEHHS WX TPYJOBBIX, KWIMIIHBIX M JPYTHX IIPaB,
YUPEKICHUIO Pa3pelIaeTcs 3aBepATh KOIMUY BBIAAHHBIX APYTUMH YUPEXKIEHUAMHU JOKYMEHTOB (KOIMUH AUIIOMOB U
CBHACTEJBCTB O POXKICHHN).

B »oaroM ciydae Kkomus [JOKyMEHTa 3aBepseTcd MOANUCHI JOJDKHOCTHOTO JIMLA, YIOCTOBEPSIOLIETO
COOTBETCTBHE €€ COACPKAHUS MTOTHHHUKY.

B mpaBom BepxHeM yriy mokymeHTa mmmiercs cnoBo «Kommsy». Ilpn 3aBepeHMH KOTHMH JOKYMEHTa, HHXKE
pexBu3uta «Ilomnmce», 0Oe3 OTCTyma OT JIEBOTO Kpas, TPOCTAaBISETCA 3aBepUTENbHAas Haamuch «BepHoy,
HaNMEHOBAHNE JOJDKHOCTH JIMIA, 3aBEPHUBINETO KOIHUIO, €r0 JMYHAs MOJINCH, pacmudpoBKa MOIMNCH U JaTa
3aBEPEHHUS:
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Bepno
HHucnektop oTnena kaapos (moamuck) N.0. Gamunus
00.00.0000

ITpu mepechiIKe KONMMM B JpyrHe YUpeKICHUS WM BbIaye Ha PYKH OTAEIBbHBIM JIMIAM Ha HEW cleayer
IPOCTABIIATH [1€YaTh, ONPEALISEMYIO [0 YCMOTPEHHUIO YUPESIKACHUSL.

25) OtMeTrka 00 HCIIONHUTENE COCTOMT W3 (haMHJINH HCIOJIHHUTEN, HoMepa ero tenedona, ¢akca, aapeca
JIEKTPOHHOI MOYTHL. DTy OTMETKY UMEIOT TOJBKO MCXOIAIINe NOKyMeHThl. OHa pacrojiaraercsi Ha JHLEBOH HIIH
IPH OTCYTCTBUH MeCTa Ha 000POTHOI CTOPOHE MOCIICTHETo JUCTA JOKYMEHTA B JIGBOM HIDKHEM YyIily 6e3 oTcTyma:

Oamuus uctionaUTENs, 22-40-60, dakc 62-45-30, agpec AMEKTPOHHON MTOYTHI

Ha AOKYMCHTEC, MNOATOTOBJICHHOM II0 IMOPYYCHUIO PYKOBOIUTECIIA prHHOﬁ HCHOHHHTeHeﬁ, B OTMETKE 00
HCIOJIHUTEJIC YKA3bIBACTCA (baMI/IJ'II/ISI OCHOBHOI'O MCITOJTHUTCIIA.

26) OtMeTKa 00 MCIOJHEHUN JOKYMCHTA U HAIlPaBJICHUU €TI0 B JCJIO MPOCTABIIACTCA CPpa3y KE IMOCIIC PCUHICHUA
BOIIpoCa U OTIIPABJICHUSA TOKYMCHTA. OHa mumieTcs Ha CBOGOJJHOM OT TEKCTa MECTE B HMXKHEH 4acTU MOCJIEIHETO
JIMCTa JOKYMCHTAa U COCTOUT U3 CJIOB «B ACJIO», HOMEpaA JCjia, B KOTOPOC HJOKYMCHT 6yz[eT NOAUINT, KpaTKUX
CBEACHUM 00 MCIOJHEHUH JOKYMEHTA, ITIOANUCH U OaThI:

B neno 01-2/115
OTBeT Ha 3a1poc OT
00.00.0000

(moamuce) N.O. damumnus
00.00.0000

27) OTMeTKa 0 HOCTYIUIEHHH JOKYMEHTa B YUpPEXJEHHE COJCPKHUT OYEepelHON MOPSIKOBBI HOMEp U ATy
MOCTYIICHUS. TOKYMEHTa (Ipu HEeOOXOIMMOCTH - BpeMs mocTyiuieHus). OHa MPOCTaBISIETCS B MPaBOM HIKHEM
yIIy TepBOro JHCTa JOoKyMeHTta. Jlmsg odopmieHuss 3TOro peKBH3MTa HCIIONB3YeTCS  CIEIHaIbHbIN
PErHCTPAIIMOHHBIN ITaMIT (HPUJIoKeHHE 6).

28) OTMeTKa Ayl aBTOMAaTU3MPOBAHHOTO TIOMCKA JOKYMEHTA BKIIIOYAeT UM (aiiiaa Ha MallMHHOM HOCHTEIE,
KOJI omeparopa, AaTy ¥ JpyTHe IOMCKOBBIC JaHHBIC, YCTAHOBICHHBIC B yupexxaeHUH. [ledaraercs HIbke GpaMuInm
UCTIONIHUTENS 03 OTCTyIa OT JICBOTO Kpast JOKYMEHTa:

Oruer 3a 2008 ron, Kaasipos, 00.00.0000
§ 3. BaaHk fokymMeHTa

15. JIokyMeHTBI y4YpexIeHus JOJDKHBI O(OpMIISITECS Ha OJIaHKaX M WMETh YCTaHOBJICHHBIH KOMILIEKC
0053aTeNbHBIX PEKBU3UTOB U MOPAJOK UX PACIIOIOKECHHUS.

CityxeOHble TOKYMEHTBI COCTaBJISAIOTCS Ha OnaHkax (opmaroB A4 (210 x 297) u AS (148 x 210), pexe
ucnonezyercs Gopmat A6 (105 x 148). 11 OTOeTBHBIX BUIOB TOKYMEHTOB JOIyCKaeTcs MpuMeHeHne popmara A3
(297 x 420).

16. CocraB BuoB U (OPMBI OJIAHKOB, IPUMEHSIEMBIX B YUPEKACHUHN, YTBEPKAAIOTCS €r0 PyKOBOJIHUTENIEM MO
TIPE/ICTABIICHUIO CITY>KOBI JIEJIONPOU3BO/ICTBA. B yupexIeHusAX NPUMEHSIOTCS cleaytomue OnaHku: oOmuii OsaHk,
6naHK nchbMa, O1aHK KOHKPETHOTO BH/IA JIOKYMEHTA.

1) B oOmem OnaHke HEOOXOAMMBI CIICAYIOIIAE PEKBU3UTHL: H300pakeHHEe [ 0CyaapcTBEHHOro repba
Keiprerzckoit Pecrybnmuku mnm sMOiiema ydpekAeHHS; HaUMEHOBaHHME BEIOMCTBA, HAaUMEHOBAHHME YUPEKICHHS
(npuaoxenue 7).

2) brnank mrchbMa COCTOUT W3 CIEAYIONMX PEKBU3UTOB: M300pakenne I'ocynapcTBeHHoro repda Keipreizckoit
PecnyOummkn  wimm  smOiemMa  yupexIeHHsS; HANMEHOBAaHHWE MHHHCTEPCTBA WM BEIOMCTBAa, HAaWMEHOBaHHE
YUpEeXIACHUS, HANMEHOBAaHUE CTPYKTYPHOTO ITOAPAa3ACICHUS; HHACKC NPEATPUSATHS CBA3H, TOUYTOBEIHN afpec, HoMep
tenedakca, TenedoHa, azpec SIEKTPOHHOM MOYTH; HAaUMEHOBaHWE OaHKa M HOMep cyera (YKa3bIBAIOTCS 10
YCMOTPEHHIO YUPEKAEHH); KO YUPESKAEHHs (YKa3bIBaeTCs MO0 YCMOTPEHUIO YUPEXKICHUS), HACHTH(HUKAIMOHHBIN
HOMEp HaJIOroIUIaTeNbInKa (YKa3bIBaeTCs 10 YCMOTPEHHUIO YUPEXKICHUs), aTa U HOMEp JOKyMEHTA, CChlIKa Ha
UCXOAIIMN TOKYMEHT, KOHTPOJIbHOE OKHO (HpHJIo:KeHue §).

3) BnaHk KOHKpETHOTO BHJA JIOKYMEHTa COJAEpXHT n3oOpaxeHue [ocynapcrBenHoro rep6a KeIproizckoit
PeciyOnmkn  wim  smOneMy  yupekJeHUs; HaMMEHOBAaHHE MHHHCTEPCTBA WIJIM BEJIOMCTBA, HaMMEHOBAaHUE
YUpEeXICHUS, HAUMEHOBAaHIE CTPYKTYPHOTO HOpa3eNieHNs; Ha3BaHUe BUIA JOKyMEHTa, JaTy ¥ HOMep AOKyMEHTa,
MECTO COCTaBJICHHUSI WITH U3/IaHUS JOKYMEHTa (Mpujaoxkenue 9).

17. B 3aBHCHUMOCTH OT PacIOJIOKEHHUSI PEKBH3UTOB YCTAHABIHMBAIOT [[BAa BapHaHTa ONAHKOB - MPOJOJIBHBINA U
yraoBoif. IIpu mpomoIbHOM PacloIoKEeHNN PEKBU3UTOB HANMEHOBAHIE YUPEKACHUS pa3MEIIaeTCs BIOJIb BEPXHETO
moJtst JOKyMeHTa (mpujoxenue 8). [Ipu yriioBoM - y TpaHHIIBI JICBOTO TIOJIS B BEpXHEM yrity (mpujoxkenue 10).
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18. HaumeHoBaHWE W ajpec YUPEKACHHS IE4aTaroTCsi HAa roCyJapCTBEHHOM M oduIuaibHOM si3bikax. [Ipn
MPOJIOJIBHOM PacIoiOKEHHH PEKBU3UTOB CJI€Ba IE€YATAIOTCsl PEKBU3UTHI HA TOCYApCTBEHHOM S3bIKE, CIIpaBa - Ha
odunmansHoM si3bike. [Ipy yriioBoM pacrosioKeHUH CHaydasa MevaTaloTcs PeKBU3UTHI HA TOCYAapPCTBEHHOM SI3BIKE,
HIDKE - Ha OQUUMAIBLHOM s3bIke. [Ipym HeoOXoauMoCTH Ha OJlaHKaxX JOIYCKAaeTcsl IedaTaTh PEKBU3UTHI Ha
WHOCTPaHHOM sI3bIKE. B 93TOM ciy4yae TOpSAOK SI3BIKOB JOJDKEH OBITh CIEAYIOIIMM: TI'OCYAapCTBEHHBIH,
oduIHaTBEHBINA, HHOCTPAHHBIA. YTIOTpeOIeHNE TOCY TapCTBEHHOTO B O(PUIINAIIEHOTO S3BIKOB 0053aTEIBHO.

19. bnaHk M3roTaBIUBAETCS B OJHY KPACKy, IPEINOYTUTENRHO YEPHYI0, Ha OymMare Oenoro Isera.

ITpu oTcyTcTBHM OMAHKOB HAa JOKYMEHTAaX MPOCTABIACTCS IITAMIT YIPEKICHHUS.

Brmankn ¢ m3o0paxenuem [ocymapctBenHoro repba KrIpreckoit PecnmyOnukm — M3roTaBIMBaroTCA
TUHOTPadCKUM CIIOCOOOM TIO 3aKa3aM yUpeKACHUH. braHkn TOKyMEHTOB momajexaT ydeTy. Ha repOoBbeix OmaHKax
Ha 000pOTHOI CTOpPOHE JIFCTa B JIEBOM HIDKHEM YTIIy THIOTPAa(CKUM CHOCOOOM HIIM HyMEpaTOpPOM MPOCTABIISIOTCS
MOPSIKOBBIE HOMEPA.

bnanku HOKYMEHTOB JJOJDKHBI HCIOJIB30BATHCSI CTPOTO 10 HA3HAYEHUIO U 0€3 COOTBETCTBYIOIIETO pa3pelieHus
HE MOT'YT IepelaBaThCs APYTHM YUPEKACHHUIM H JIUIaM.

BBenenne B oOpamieHue Mo Mepe HEOOXOJMMOCTHM HOBBIX OJIAHKOB JOKYMEHTOB OCYIIECTBISICTCS MO
paspemieHnto  (MOpy4YeHHUIO) pykKoBomurenss — yupexkiaeHus. COOTBETCTBYIONIME — MPEAJIOKEHHS  BHOCATCS
PYKOBOAUTEJIEM CIIy KOBI JISJIONPOM3BOACTBA BMECTE C 00pa3liaMy NpeiaraeMbIX OJaHKOB.

§ 4. IleyaTanue u opopmiieHHe JOKYMEHTOB

20. Ileuaranme u odopmicHHE OKyMEHTOB B YUYPEXKICHHSIX OCYIIECTBISIETCSI IO YCTAHOBJICHHBIM B
KOMITBIOTEpaX MIa0JI0HaM CO CIEAYIOINMH ITapaMeTpaMu HaCTPOHKH B pepakTope Microsoft Word:

- mpu¢t rapautypsl Times New Roman (Times New Roman Cyr), oObrunbiii, pazmep 12-14. B Tabmunax
Jiorryckaercst yMeHbleHue 10 10 (koraa TekcT He BMeIaeTcs);

- MEXCTPOYHBIA MHTepBaX: s popmara A4 - oauHapusblif; aist popmara AS - Toyno 14 nr, B Tabmuuax
JIoITycKaeTcsl yMeHbleHue 10 11 0T (koraa TeKCT He BMellaeTcs);

- IepBas CTpOKa B ab3arie ¢ oTcTynoMm 1,25 cm;

- BBIPAaBHUBAaHHE MO MIMPHHE M 0Oe3 MEepeHOCOB CIOB (B TabiMLaX BHIPAaBHHBAaHHE MO HEOOXOAMMOCTH, C
MIEPEHOCOM CJIOB);

- HOMEpa CTPaHMI[ MPOCTAaBIAIOTCA C MPAaBOH CTOPOHBI HW)KHETO KOJIOHTHTYyNa (TIepBas CTpaHWIA HE
HyMEpYeTCsI).

Kaxmprii muct moxkyMeHTa, opOpMIICHHBIH KaK Ha OJIaHKe, Tak U 0e3 Hero, JOJDKeH UMeTh nos: eBoe - 20-35
MM, IpaBoe - He MeHee 10 MM, BepxHee 1 HikHee - He MeHee 20 MM. Il JOKyMEHTOB, MOJISKANNX [UTUTEIBHOMY
XPpaHEHHIO, PEKOMEH IyeTcs JIEBOE IT0JIe He MeHee 35 MM JUIsl ITOIIMBKY U IeperieTa 1 o0ecrieueHus: KOIMPOBaHUs
Y CKaHHPOBAHHS TEKCTA.

21. PexBU3UTHI JAOKyMEHTa OTAEISIOT Jpyr OT Jpyra JBOHHBIM HHTepBajioM. CocCTaBHBIE YacCTH
MHOT'OCTPOUYHBIX PEKBU3UTOB («Anpecaty, «['pud yrBepxaenus», «I'pud cormacoBanus», «OTMeTKa O HaIHIUU
MPWIOKEHU) OTACISIOT PYT OT APYra MOJyTOPHBIM HHTEPBAJIOM.

MaxkcuManbHas JJTUHA CTPOKH MHOTOCTPOYHBIX PEKBHU3UTOB - 70 MM.

OT rpaHuUIB! JIeBoro mojs 0e3 OTCTyma IMeYaTaroTcs: 3arojloBOK K TEKCTy NHChbMa, TeKcT (0e3 ab3ames),
OTMETKa O HAJW4YM{ IIPWIOKCHHS, HAMMEHOBAaHHE JOJDKHOCTH, TPH() COTIIaCOBaHMS, 3aBEpUTENbHAsl HAIINChH
«BepHo», a Ttakke cmoBa «CIIYIHAJIN», «BBICTYIIUIIN», «PEIIWIIN», «[IOCTAHOBWINY»; dammmms
WCTIOJIHUTENS. ¥ HOMeEp ero TenedoHa; JaTa JOKYMEHTa; CChUIKA Ha PETHMCTPAlMOHHBIN HOMEp W JaTy JOKyMEHTa;
BU3BI; OTMETKA ISl aBTOMaTHYECKOTO TIOMCKa IOKYMEHTA.

T'naBa 3
MHOJAIOTOBKA U O®OPMUIEHHME OTJAEJBbHBIX BUJIOB OP/]

§ 1. IIpuka3s, pacnopsizkeHue

22. IlpukazamMu ¥ PpacCHOPSDKECHHSAMH O(QOPMISIOTCS PpEIIeHHs OpraHW3alMOHHO-PACHOPSIIUTEIHLHOTO
XapakTepa, a TakXKe 110 OIIepaTUBHBIM, OPraHU3alMOHHBIM, KaJJpOBBIM U JIPyTUM BOIIPOCAM pabOoThl yUPEKACHHS.

ITpoekTsl TpHKa30B (pacHOpsHKEHWH) TOTOBAT M BHOCAT IIO/APA3JeleHNUs] HAa OCHOBAHUHM MOPYYEHHH
PYKOBOAUTENS YUPEKACHUSI, €r0 3aMECTHTENS JIMOO B MHUIIMATHBHOM IOPSIJIKE.

ITpoekTsl TpHKa30B (pacHOpsHKEHHUH) 1O KaJpOBBIM BOIPOCaM TOTOBUT KaJpoBas ciyk0a Ha OCHOBaHUH
COOTBETCTBYIOLINX MPEACTABICHHIH.

OOecrieueHre Ka4yeCTBEHHOW IIOJrOTOBKM NPOEKTOB IIPHKA30B (paclopspKeHMH) M WX COIVIACOBaHME C
3aMHTEPECOBAHHBIMH CTOPOHAMH BO3JIaraeTcsi Ha PYKOBOAMTENEH ITOApa3AeieHUi, KOTOPHIE TOTOBST M BHOCST
MIPOEKT.

KonTponb 3a mpaBUIBHOCTBIO OGOPMIICHHUS NMPOEKTOB IIPHKA30B (PACHOPSKEHUH) OCYILIECTBISET CiIy:k0Oa
JIETIONPOU3BOICTBA.

23. IIpoeKThl IpUKa30B (PacIoOpsHKEHUH) U MPHIIOKEHNAS K HUIM BU3UPYIOTCS MCTIOJIHUTEIIEM B PYKOBOJIUTEIIEM
HOJpa3JeNIeHNs], BHECIIETO MPOEKT, PyKOBOAUTENAMHU MOAPA3JEICHUNA, KOTOPBIM B MPOEKTE MpeayCMaTpUBAIOTCA



3aJaHus U MOPYYCHUsI, PyKOBOJUTEIIIMHA NOAPA3/IeICHUH, 3aMHTEPECOBAaHHBIX B PELIEHHMH BHOCHMBIX BOIIPOCOB, a
TaKKe PYKOBOAUTEIIEM CITYKOBI JICIONPOU3BOACTBA U FOPHIUUECKOI CITy>KOBI.

Ecnu B mpouecce cornacoBaHust B MPOEKT BHOCSATCS W3MEHEHHS IPUHIUIIMAIBLHOTO XapaKkTepa, TO OH C YU4eTOM
M3MEHEHHH BHOCUTCSI Ha TIOBTOPHOE COTJIACOBaHME.

Ecnu B mpomecce coriacoBaHus BO3paKeHUs IO MPOEKTY INpHKasa (pacropspkeHHs) He ObUIM yYTEHBI, OHU
W3JIaraloTcsi B CIPaBKE, KOTOPas IOAIMKCHIBACTCS PYKOBOJHUTENIEM MOAPA3ACICHUs, BHECIIEIO NMPOEKT MNpHKa3a
(pacnopspKeHHS ), ¥ IPUIAraeTcs K IIPOEKTY.

ITpoekTsl mpuKa3oB (pacmoOpsDKEHHWH), MPEACTABISIEMbIE PYKOBOJHUTENIO HAa IOANNCh, BHU3HPYIOTCA
3aMECTUTEIIIMU PYKOBOAUTEISI B COOTBETCTBHH C PACTIPENICIICHUEM 00S3aHHOCTEH.

24. TIpoeKThl MpHKa30B (pacrmopsDKEHHUI) MedaTaroTcs Ha CTAaHAAPTHRIX OJIAHKAaX YCTaHOBICHHOW (OPMBI U
JOKJIAIbIBAIOTCS. [UI TIOAIMCH, HPH HEOOXOAMMOCTH, CO CIPaBKOH, KOTOpas [O/DKHA COAEP’KaTh KpaTKoe
M3JIOKEHHE CYTH MpuKasa (paclopspkeHHs), 0OOCHOBAHHE €ro HEOOXOAMMOCTH, a TaKKe CBEACHHS O TOM, Ha
OCHOBaHHMHM 4Yero IOJTrOTOBJICH IMPOEKT, C KEM COIVIacOBaH M Kakue HMEIOTcs pasHoriacus. Jlaroil mpukasa
(pacmiopspkeHus) SBIISETCA 1aTa €ro MOANUCAHUSL.

[pukassl (pacnopsHKeHUs) HyMepYIOTCs TOPSAKOBOWH HyMepalueld B Mpeaeiax KaleHAapHOro roja; MpuKasbl
(pacmiopspkeHusT) IO OCHOBHOH JIEATENILHOCTH M 110 JINYHOMY COCTaBY HyMEpYIOTCSl OTIENBHO.

25. Ilpukassl (pacnopspKeHHs) M3Jal0TCs Ha JBYX SI3bIKaX - FOCYJapCTBEHHOM M O(UIMAIBHOM, JTOIYCKaeTCs
neyaraTh 00a BapHaHTa Ha OZHOM OiaHKe. BHawane pacmomaraercss TEKCT Ha TOCYAapCTBEHHOM SI3BIKE, 3aT€M Ha
opHUIHATEHOM.

26. Kommu mpuka3oB (pacropspkeHMi) WIM MX Pa3MHOXKEHHBIE 3K3EMIULIPHI 3aBEpPSIOT I€YaThIO CIyXKOBI
JIETIONPON3BOICTBA M HAIPABIAIOT apecaTaM B COOTBETCTBHH C yKa3aTeNeM PACCHUIKH, KOTOPBIH COCTaBJIAETCA U
MOANUCHIBaeTCS HcronHuTeneM. Komms o00s3aTenbHO HAmpaBiseTcss TakXkKe HCIOIHUTENI0 W B CIyXOy
JIeTIONPOU3BO/ICTBA.

27. Ilpuka3 (pacnopspKeHHe) UMEET CIeAYIONUe PEKBU3UTHL:

1) HaumeHoBaHue BUJa TOKYMEHTA.

2) Jlata u HoMmep mpukasza (pacnopsbkeHus). [lara odopmiisercs clioBeCHO-IM(PPOBBIM CHOCOOOM, HOMEp
COCTOMT M3 3HaKa»Ne»H MOPSIKOBOrO HOMEpa.

3) 3arosioBoK mpuKasza (pactopsbKeHUs) AOJKEH KPaTKO M TOYHO OTpaXkaTh €ro cojepraHue. Touka B KOHIIE
3aroJIoBKa HE CTaBHTCS. 3aroJIOBOK II€YaTaeTCs MOIY)KUPHBIM MIPUPTOM dUepe3 | MEeXCTPOUHBIH HHTEpBal,
BBIpaBHUBAETCS N0 neHTpY. Hanpumep:

00 yrBep:xkaenun UHcTpykuuu no aenonpoussoacrsy Bepxosnoro cyna Keipreidckoii Pecny0iimku

PacnopsixeHyst 3aroJoBka HE UMEIOT.

4) TekcT oTAEsIeTCS OT 3arojioBKa JIByMsl MEXKCTPOUYHBIMU HHTEpBAJIAMHU M NleyaTaeTcsi pugpTom pazmepom No
12-14 yepe3 oiuH UHTEPBAJI OT JIEBOM TPAHUIIBI TEKCTOBOTO IOJIS U BEIPABHUBAETCSI 110 HIMPUHE.

TekcT mpukasa (pacHOpsDKEHHS) MOXKET COCTOATh W3 JIByX 4YacTed: KOHCTaTHpYHoUeH (mpeaMOynbl) H
pacrnopsiAUTENIbHON.

B xoHCTaTHpyOmeil yacTH KpaTKo U3NararoTcs HeNd U 3a1a4d, GakThl ¥ COOBITHS, MTOCTY>KUBIINE OCHOBAaHHUEM
JUId M3JaHus npukasza (pacnopspkeHus). OHa MOXKET HAUMHATHCA CIOBAMH «B IIEJISIX», «BO HCHOJHEHHe». Ecim
npuKa3 (pacropspkeHHe) U3AaeTcs Ha OCHOBAHUH APYTOro JOKYMEHTa, TO B KOHCTATHPYIOLIEH YacTH yKa3bIBaeTCs
HaMMEHOBAHHUE 3TOTO JOKYMEHTA B POJUTENBHOM MaJIeXKe, Er0 aBTOP, JaTa, HOMED U 3ar0JIOBOK.

[IpeamOyna B mpoekTax NPUKA30B 3aBEpIIAETCs CIOBOM IPHKA3bIBAal0, KOTOPOE IEYaTaeTCs IOJYXHPHBIM
mIpuUpTOM.

PacriopsimnTenbHas 4acTh OTAENAETCS OT MpeaMOyJbl JBYMSI MEXKCTPOYHBIMH nHTepBanamu. OHa JOJDKHA
COJIepXKaTh IEepPEeUUCIICHHE MPEANNCHIBAEMBIX JIEHCTBUI C yKa3aHHEM HCIONHUTENS KaKIOro NEHCTBHSA M CPOKOB
UCTIONIHEHHs. PacnopsianTensHas 9acTh MOXET JENUThCS HAa IYHKTHI M TOJIMYHKTHI, KOTOPbIE HYyMepyrOTCs
apabckumu nuppamu. Kaxaeiii myHKT (MIOAMYHKT) medyaTaeTcs ¢ ad3aa u OTAESETCS OT MPEIbIAYIIETO ABYMS
MEXCTPOYHBIMU HHTEpBaJaMH. JeficTBHS OJHOPOAHOrO XapakTepa MOTYT OBITh IEPEUHCICHBI B OHOM IyHKTE. B
KadecTBE WCIIONHUTENEH YKa3bIBAIOTCS CTPYKTypHBIE MOMPA3/eICHUsI I KOHKPETHBIE JOJDKHOCTHBIC JTHIIA.
[Tocnennuil MyHKT pacHOPSIUTEIHFHON YacTH MOXKET COIEpKaTh CBEACHUS O IOJPAa3/eNeHUH WIH JOJDKHOCTHOM
JHLe, Ha KOTOPOE BO3/1araeTcsi KOHTPOJIb 3a UCIIOJTHEHUEM TIPUKa3a.

Ecnu npuka3 (pacrnopspkeHHe) W3MEHSET WM OTMEHSET JPYrod JOKYMEHT, €rO OTJENIbHBIE HOJIOKEHHUS, TO
OJIH M3 ITyHKTOB PaclopsIUTEIFHOIM YacTH TeKCTa JOJDKEH COAEpKaTh CCHUIKY Ha OTMEHSEMBIH JTOKYMEHT (IIyHKT
JIOKyMEHTa) C YKa3aHHEM €ro JaThl, HOMEpa M 3arojoBKa. TeKCT IyHKTa JJOJDKEH HaunHAThCs ciaoBaMH «lIpu3HATH
YTPaTUBILIUM CHUILY...».

5) Ioamuche cocToWT M3 HAMMEHOBAHUS JOJDKHOCTH JIMIA, TTOAIMCABINETO JOKYMEHT, JIMYHOM MOAIUCH U
pacnpoBKH MOAMUCH (MHUAIIHAAIBI, (aMUIIH).

[Ipukassl (pacrmopsiKeHUs]) MOJNHCHIBAET PYKOBOAWTENh YUPEXKICHHS, a B €ro OTCYTCTBHE - JIMIO, €ro
3aMeNIAolIEee.

28. IlpunoxkeHns K HpuKazy (pacrnopsHKeHHI0) BU3HPYIOTCS PYKOBOAWTENEM CTPYKTYPHOTO IOJpa3/ieieHus,
MOArOTOBUBLIET0 NMPOEKT. IIpM HamMuuM HECKOJIBKMX IPUIIOKEHUH OHU HyMepyloTcs. BHeceHue u3MeHeHuil B
MOJMMCAaHHBIN PHKA3, PACIOPSIKEHUE, a TAK)KE B COITIACOBAHHBIM MPOEKT JTOKYMEHTa HE JOITyCKaeTCsl.
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29. CoBMeCTHBIE NIPHUKA3bl yUPEKICHUH IIeYaTaroTCsl Ha CTaHAPTHBIX JincTax Oymaru gopmara A4.

[Tpu odopmiIeHNH COBMECTHOTO MpUKa3a:

- Ha3BaHUs YUPEXKICHUN pacronararoTcs Ha OHOM ypOBHE;

- JaTa COBMECTHOT'O ITPHKa3a - eIMHas, COOTBETCTBYET Jare OoJjiee Mo3/IHeH NOAUCH;

- PETHCTPAIIMOHHBIN HOMEpP IOKYMEHTa, COCTABICHHOTO COBMECTHO IIBYMS M OOJee YUpExICHHUSIMH, COCTOUT
U3 PETHCTPAIIOHHBIX HOMEPOB JAOKYMEHTA KaXXJOTO M3 3THUX YUPEKACHHUH, IPOCTABIAEMBIX Yepe3 KOCYI0 4epTy B
MOPSJKE yKa3aHUs aBTOPOB B TOKYMEHTE;

- MOJNMCH PYKOBOJHUTENEH yUPEKACHUH PaclonaraoTcs HIKe TEKCTa Ha OJTHOM YPOBHE.

§ 2. [To10:xeHne, IpaBUJIa, HHCTPYKIHSA

30. Tlopsimok TOATOTOBKHM INPOEKTA MOJOXKEHHs (IpaBHi, WHCTPYKIMH) COOTBETCTBYET OOIIEMY HOPSIKY
noAroToBku mpoexktoB OPJI.

Texcr npoekTa NooKeHUs (MIpaBWJl, MHCTPYKIMHN) NevaTaeTcs Ha CTaHAapTHOM Jiucre Oymaru ¢opmara A4.
Teker u3naraercst OT TPETHETO JIMLA SANHCTBEHHOI'O WJIM MHOKECTBEHHOTO Yuciia. B TekcTe MCHob3yIoTCs CiloBa:
«JIOIDKEH», «CIIETYET», KHE0OOX0IUMOY, «3aMpeNIaeTCs, «HE JOIYyCKaeTCD».

3arooBOK K TEKCTY MOJOKEHUS (MpaBWI, WHCTPYKIMH) OTBe4aeT Ha Bompoc «O deM?»; 3arolloBOK K
UHCTPYKIHMY, COAEPXKAIICH TODKHOCTHBIE TPEOOBAHHS U MOPSAOK NPOBEICHUS PadOT (IOKHOCTHAS MHCTPYKIHS),
oTBevaeT Ha Bonpoc «Koro?» (JoyKHOCTHAsE MHCTPYKIHMS TTIABHOTO CIICLHAITICTA).

KoHcratupyromeil 4acTblo HOJIOKEHHS (TMPaBHJI, WHCTPYKLHMH) CIYXKHT pasnen «OOIpe MONOKEeHHS», B
KOTOPOM YKa3bIBAIOTCS OCHOBaHWS pPa3paOOTKH, OCHOBHOE Ha3HAuYCHUE JAHHOTO IOKyMeHTa M cdepa ero
pacnopocCcTpaHCHNA, OTBETCTBCHHOCTD 3a HAPYIICHNUE YCTAHOBJICHHBIX ITPABUIT U TEXHOJIOTHM.

OCHOBHOM TEKCT MOJOXKEHHs (MPaBWJI, UHCTPYKIIMH) MOXKET JENUTHCS Ha pasfelibl, MOApa3delbl, TJaBbl,
ITYHKTbI 1 IOAITY HKTBI. I'maBb1 JOJIKHBI UMCTh Ha3BaHUS.

Hywmepanus riaB 1 MyHKTOB TPOM3BOAUTCS apaOCKUMU LA pamMH.

Ob6paser; oopMIICHHS MTOJIOKCHHUS IPUBEICH B MPHJIOKeHNH 12.

HpI/I BCACHUU OCJIONPOU3BOJACTBA HA TOCYAapCTBCHHOM H O(bI/IIlI/IaJ'H)HOM SA3BIKaxX IMe4YaTaroTCd JBa BapuaHTa
JOKYMEHTAa, KQKABIA M3 KOTOPBIX HMEET OMHAKOBYIO FOPUANICCKYIO CHITY.

§ 3. IIporokoa

31. IIpoTokon coCTaBisAeTCS HAa OCHOBAHHM 3alliCel, MPOM3BEACHHBIX BO BPEMs COBEINAHMS (3acelaHus),
TPE/ICTABICHHBIX TE3HCOB JIOKJIA/IOB U BBICTYIUICHHH, CIIPABOK, IIPOEKTOB PEIICHUI.

TekcT IpoTOKOIa COCTOUT U3 ABYX 4acTEl: BBOAHON U OCHOBHOM.

Bo BBOAHOW uacTM yKa3bIBalOTCA: Ipenacenarens (MpeicenaTelbCTBYIOMINI), CEeKpeTapb, CIHCOK
MPUCYTCTBOBABIINX FJIM OTCHUIKA K MPUJIAraeMoOMYy CIIMCKY IPHUCYTCTBOBABIIHX, €CIIM UX KOJWYECTBO IPEBBIMIACT
15 genoBek, ¥ IOBECTKA JIHS - IEPEUYEHb PACCMATPUBAEMBIX BOIIPOCOB, IIEPEUUCICHHBIX B IOPAIKE UX 3HAYUMOCTH C
yKa3aHHEM JOKJIaT9MKa MO KaXIOMY ITyHKTY OBECTKH JTHSI.

CroBo «IIpucyTcTBOBaNIN) MeYaTaeTCs OT IPAaHHIBI JEBOTO IO, B KOHIIE CJIOBAa CTAaBUTCS ABoeToune. Hmxe
YKa3bIBAIOTCSl HAMMEHOBAHMS IOJDKHOCTEH, MHUIIMAIIBI ¥ (paMIIINK IPUCYTCTBOBABIIHNX.

Kaxaplit Bonpoc moBecTKH JTHS HyMepyeTcst apaOdckoi nngpoi, 1 ero HaMMeHOBAaHHE HAauMHACTCS C MPeasIora
«O» («O0»), KoTOpoe IevaTaeTcs OT TPAHHIIBI JIEBOTO OIS,

OcHOBHas 4aCTh MPOTOKOJIA COCTOUT M3 IIPOHYMEPOBAHHBIX PA3JIENIOB, COOTBETCTBYIOMINX IIYHKTaM MOBECTKU
mas. Texet kaxmoro paszaena ctpoutcs no cxeme: CJIVIIIAJIN - BRICTYIIUIIU - TIOCTAHOBWIJIA (PELLNJIN).

OCHOBHOE coJiepKaHKe AOKJIAI0B U BBHICTYIUICHUH MOMEIIAeTCs B TEKCTE IMPOTOKOJIA WK MPUIIATaeTcs K HeMy;
B IIOCJIETHEM CITydae B TEKCTe JenaeTcs 3anuch « TeKkcT BRICTYIUIeHUS npuiaraeTcs». [locraHoBIeHNE (penieHne) - B
TEKCTe NIPOTOKOJIA TIeYaTaeTCsl MOJHOCTHIO; MPU HEOOXOAUMOCTH MPUBOSTCA UTOTH TOJIOCOBAHMUS.

Copnepkanre 0co00T0 MHEHHS, BBICKa3aHHOTO BO BpeMsl OOCYXKIEHUS, 3alMCHIBAETCS B TEKCTE IPOTOKOJIA
MI0CJIE COOTBETCTBYIONIETO ITOCTAHOBIICHUS (PEIICHUS).

32. TIpOTOKOIBI MOTYT M3JABAThCS B KPAaTKOHW (hopMme, MpH KOTOPOIl OmycKaeTcs Xoa 00CyKICHUS BOIpOca H
(uKcHpyeTcss TONBKO NPHHATOE MO HEMy pelieHHe. B 3ToMm ciydyae mNOBecTKa [HS HE IHUIIEeTCs; CHHCOK
MPUCYTCTBOBABLINX OTAEISIETCSA OT OCHOBHOM YacTH MPOTOKOJIA CIIONIHOM 4epTOi.

OcHOBHasl 4acTb NPOTOKOIA BKJIIOUAET PACCMATPUBAEMBbIE BOMNPOCHI M INPHUHATBIE IO HHUM PEIIEHHS.
HaumenoBanne Bompoca Hymepyercsi apabckod 1mppoil m HaumHaercss c¢ mnpemiora «O» («O06»), 3atem
YKa3bIBAIOTCS MHHULMAIBl M (aMWINK JOJDKHOCTHBIX JIMI, BBICTYNHUBINUX IPH OOCYKAEHHM JAHHOTO BOIPOCA.
daMuIMK IeYaTaoTCs Yepe3 | MEeKCTPOUHBIM HHTEepBall. 3aTeM yKa3bIBa€TCs MIPUHATOE 10 BOIPOCY PELICHUE.

33. TIpoTOKOI MOINHCHIBACTCS MpEACeNaTeIbCTBYIONINM Ha 3aceJaHnu M cekperapeM. Iloammcu oTaensroTcs
OT TEKCTa U JIPYT OT Apyra AByMs MEXCTPOUYHBIMU HHTEPBaJIaMU.

Haroit mpoTokona sBisieTcs AaTa 3aceaHus.

[IpoTokomam MpHUCBaUBAIOTCS TOPSIKOBBIE HOMEpa B MpeAesax KaJeHJapHOTO rojia OTACNBHO IO KaXIou
TpyTIIe IPOTOKOJIOB: IPOTOKOJIBI 3aCEAAHNI KOJUIETHH, IPOTOKOJIBI TEXHUIECKHUX, HAYYHBIX M 3KCIIEPTHBIX COBETOB
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u apyrue. IIpoTOKo/bl COBMECTHBIX 3acelaHUi HMEIT COCTABHbIE HOMEpA, BKIIIOYAIOIUE MOPSIKOBBIE HOMEpA
MPOTOKOJIOB YUPEKACHUHN, IPUHUMABIINX yYacCTHE B 3aCEJaHUU.

Homepa mocraHoBneHuil (pelieHuit), NpUHATBIX Ha 3acelaHUAX, COCTOST U3 HOMeEpa MPOTOKOJIa U HOMepa
paccMaTpUBaEMOro BOIIpOca B TOBECTKE JHS.

34. Komuu TmpPOTOKONOB, MNpPU HEOOXOJMUMOCTH, pPAaCCBUIAIOTCS 3aHMHTEPECOBAHHBIM YUPEXKICHUSIM U
JOJDKHOCTHBIM JIMIIAaM B COOTBETCTBHM C YKa3aTeNeM pAacChUIKH; YKa3aTeldb COCTABISIET W MOINMUCHIBAET
OTBETCTBCHHBII WCIONHUTENb MOAPA3JCNCHNs, TOTOBUBIIETO pPACCMOTPEHHE Bompoca. Kommm mpoTOKOIOB
3aBEPAIOTCS MEYaThIO CIYKOBI IEJIONIPOU3BOICTBA.

[TpunATHIE pemeHHs AOBOAATCS IO HCIOJTHUTENIECH B BHIC BBINMCOK M3 IPOTOKOJIOB, KOTOPHIE 3aBEPSIOTCS
MIEYaThI0 CIyKOBI ICIIONPOU3BOACTBA.

35. IpoTtokomsl medyaTaroTcs Ha ONaHKE MPOTOKONA WM Ha obOmiem OnmaHke yupexaeHus Qopmara A4
pasmepom mpudTa Ne 12-14 1 UIMEIOT CIIEAYIOMINUE PEKBUBHUTHI:

HaumenoBanue nokymeHTa - cinoBo «[IPOTOKOJI» mewyaTtaeTcst OT IpaHUIBI BEPXHETO MOJS MPONUCHBIMU
OyKBaMH TOJTY)KHPHBIM IIPU(TOM U BHIPABHUBACTCS 110 LIEHTPY.

Bun 3acenanus, coBemlaHus, Ha3BaHUE KOJUIETHAJIBHOTO OpraHa OTAENseTcs OT HaUMEHOBAaHHUsS JOKYMEHTa
JBYMSI MEKCTPOUHBIMH MHTEpBaJlaMH, II€4aTaeTCsl OIYKUPHBIM IPUPTOM Yepe3 OJMH MEKCTPOUYHBIH HHTEPBAT U
BBIPABHUBAETCS 110 LIEHTPY.

Jlata 1 HOMEp IMPOTOKOJIA MEYATAIOTCA Yepe3 2 MEXCTPOUHBIX HHTEPBAJIa HIKE MPEIbIAYIIET0 peKBU3HTa 03
OoTCTyma OT JeBoro mois. Jlata odopmisiercs clioBecHO-IM(POBbIM crocoboM. Homep mpoTokona medaraercs
apabCKUMHK IU(PAMHU U COCTOUT M3 3HaKa «Ne» M OPSIKOBOTO HOMEpa MPOTOKOIA.

MecTto TpoBeAEHHs 3aceJaHus, COBEIIAHMS yKas3bIBaeTcs (IPH HEOOXOAMMOCTH) Ha TOH ke CTPOKE, YTO H
MpeABIAYIINI PEKBU3HUT, U BEIPAaBHUBACTCS 110 PABOM I'PaHMIIE JOKYMEHTA.

OcHOBHas dYacTh HPOTOKOJIa TmieyaTaeTcss depe3 1 MexcTpounelii wuHTepBan. Cmoa «CJIVIIIAJINY,
«BBICTYIINJIN», «IIOCTAHOBUJIN» («PELLINJINY) nuiryTcst MpONUCHBIMU OyKBaMH OT JICBOM T'PaHULIBI OIS,
MOCJIe HUX CTaBUTCA JABoeroure. MHuiuansl M (pamMuiIny BBICTYNAIOMIMX NHUIIYTCs O€3 OTCTyIa OT JIEBOrO Kpas,
rocje HUX cTaBUTCA ABoeToune. CoaepikaHue BBICTYIUICHHH MedaraeTcst ¢ OTCTYIIOM OT JIEBOTO Kpas Ha IIUPUHY
WHHIMAJIOB U ()aMUIINI1 BBICTYHAIOLIHX.

Hymepanus pemeHui Mo Ka)JIoMy BOIPOCY COCTOUT U3 MOPSAKOBOTO HOMEpa BOMIpOCa IO IOBECTKE AHA U
MOAITYHKTa PELICHHUs B IIpeiesiaX OJHOTO BOIPOCa.

O06pazen opopMIICHHS IPOTOKOJIA TIPUBEICH B MPUJI0:KeHnu 13.

36. Ilporokon odopmisieTcss Ha OJHOM SI3BIKE - MM Ha TOCYAapCTBEHHOM, WIM Ha OQHUIHAILHOM.
BelcTyIuleHHs] yIacTHUKOB M3JIaraloTcs Ha S3bIKE BHICTYIIICHUSL.

I'nasa 4
OPIAHMU3ANUA PABOTHI C JIOKYMEHTAMHU

§ 1. Opranuszanus 10KyMeHT0000poTA

37. JIBwkeHHE IOKyMEHTOB B YYPESKICHHHM C MOMEHTa MX IOJNyYeHHsS WIM CO3JaHHS [0 3aBEpIICHHS
UCIIOJIHEHNS, OTIPABKH U CJIauH B JIEJI0 00pa3yeT JOKyMEHTO000POT.

[TpoxoxeHne TOKyMEHTOB B YUPEKIECHUHN JTOJDKHO OBITH ONEPAaTHBHBIM M IEJICHATIPABICHHO PETYJINPOBATHCS.
Crenyer HCKIIOYMTh HMHCTAHIMM TPOXOXICHUS M JEHCTBHS C JOKyMEHTaMH, He OOYCIIOBJIEHHBIE JIEIOBOH
HEOOXOIMMOCTEIO.

[Tpn ucnonb30BaHUM aBTOMATH3MPOBAHHBIX WH(POPMAIIMOHHBIX TEXHOJIOTHH B CXEMBI JIBI)KCHHS JIOKYMEHTOB
JIOJDKHBI OBITH BKITIOYEHBI BCE ITYHKTHI HX 00pabOTKN ¢ TOMOIIIBIO KOMIIBIOTEPHBIX CPEACTB U OPITEXHUKH.

38. JloctaBKka [IOKYMEHTOB B YUpEXIEHHE OCYIIECTBISETCS HApOYHBIM WM CPEACTBAMH IIOYTOBOIA,
(enpabErepcKoit U MEKTPUIECKON CBS3H.

C moMomp0 HOYTOBOH M (pelbABETePCKON CBA3M JIOCTABISIETCS IMHUCHMEHHAs KOPPECIOHJACHIHS B BHUAE
MPOCTBIX M PErHCTPHUPYEMBIX INHCEM, MOYTOBBIX KapToueK, OaHIepoJie W MENKHX TaKeTOB, a TaKXKe IeYaTHBIC
W3JaHUS.

[lo xaHamaMm DJEKTPUYECKOM CBS3M HANpPABISIOT: TeJETpaMMBbl, (akcorpaMMbl, TelaepOHOTpaMMEI,
SNEKTPOHHBIE JOKYMEHTHI.

39. O6paboTKa MOCTYNAIOMINX B yUPEKACHHE JOKYMEHTOB Ha OyMa)KHBIX HOCHTENISIX BKIIIOYAET B ceOsl: IpHeMm,
NEepBUYHYI0 00pabOTKy, pEerucTpanuio, MpeABapUTEIbHOE PAacCMOTPEHHE, PACCMOTPEHHE PYKOBOJACTBOM H
HaINpaBJIEHUE UCIIOTHUTEISM C PE3OIIOIHEH.

1) Ilpriem 1 nepBuvHas 06pabOTKa JOKYMEHTOB OCYIIECTBIISIOTCS PAOOTHUKAMU CITy>KOBI JIeIONPOU3BO/ICTBA.

Bce koHBepTHI, 3a HCKIIOYEHHEM JIMYHOM KOPPECHOHAEHIMM, BCKPBIBAIOTCS, MPOBEPSETCS LEIOCTHOCTD
KOHBEPTOB M HAIWYHE BIIOKEHHBIX B HUX JOKYMeHTOB. [Ipu oOHapyKeHUH TOBPEKACHUS, OTCYTCTBHS TOKYMEHTOB
WA TIPAWIOXKEHHWS K HUM HEoOXOIMMO COOOIIMTH 00 3TOM OTHIpaBHTENI0. KOHBEPTHI YHHYTOXAIOTCS, KpOMeE
ClIydaeB, KOT/Ia TOJBKO 10 KOHBEPTY MOXKHO YCTAaHOBUTH aJIpeC OTIIPABHUTENS WM BPEMs OTHPABKH M MOIYUICHHUS
JIOKyMEHTA.

OmunOoYHO [OCTaBICHHAs KOPPECIOHICHIMA MepechlaeTcs MO0 MNPHHANICKHOCTH WIH BO3BPAIACTCS
OTIIPABUTEIIO.
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2) JIOKyMEHTBI COPTHPYIOTCS Ha MOAJICIKAIINE PETUCTPAIUH U HE TIOJUICHKAIIIE PETUCTPALIHH.

JIOKyMEHTBI, TIOJUICKAIINE PETUCTPALIMH, PETHCTPUPYIOTCS B PErHCTPAIMOHHO-KOHTPOJIBHON (Gopme (manee -
PK®). Ha noyueHHOM TOKYMEHTE MPOCTABISICTCS PErHCTPANMOHHBIN I TAMIL.

JIOKyMEHTBI, HE MOJUICKANIUEC PETHUCTPaluU (PEKJIaMHBIC H3BCIICHHS, IJIAKATHI, MPOrPaMMbl COBCIIAHHH,
KOH(epeHIIMM, MO3ApaBUTCIbHBIC MHUChMAa WM IMPHUIVIACUTEIbHBIC OWIICTHI, TCYATHBIC W3JAHHS), U JOKYMCHTHI C
TTOMETKOM «JIMYHO» HEMOCPEICTBEHHO MEPEAAlOTCs TI0 Ha3HAYCHHUIO.

3) IlpenBapurenbHOE pPAacCMOTPEHHE IOKYMEHTOB IIPOBOIUTCA C LENBI0 PACHpPEACNCHHUS MOCTYMUBIINX
JIOKYMEHTOB Ha TpeOyIOIIHe 00s3aTeIbHOTO PACCMOTPEHHUS PYKOBOJCTBOM W HAaIpaBiIsIeMble HETIOCPEICTBEHHO B
CTPYKTYpPHBIE IOAPA3CIICHHIS U OTBETCTBEHHBIM HCIIOTHUTEIISIM.

[IpenBapuTensHOE PAacCMOTPEHHE OCYIIECTBIICTCS, HMCXOAS W3 ONCHKH WX COAEP)KaHHUSA, HAa OCHOBAaHWHU
YCTaHOBJICHHOTO B YUPEIKACHUH paclpeeeHus 00s13aHHOCTEH.

JIOKyMEHTBI, aapecOBaHHBIC PYKOBOJCTBY YUPCKICHHS, a TaKkke Oe3 YKa3aHWs KOHKPETHOTO JIMIA WIJIH
CTPYKTYPHOTO TOJApa3iCiCHUs, NPCABAPUTEIHHO PACCMATPUBAIOTCS B CHOykO€ JCIONMpPOM3BOICTBA, a 3aTeM
HAIPABJISIOTCS PYKOBOJCTBY WM B TO/Ipa3iCiCHHUE.

Be3 paccMoTpeHus pyKOBOJICTBOM MEPEAAIOTCS MO HA3HAUYCHUIO JOKYMEHTHI, aIpECOBAaHHBIC HEMOCPEICTBCHHO
CTPYKTYPHBIM MOJPA3ICIICHUSIM WIH JOJDKHOCTHBIM JIHIIAM.

[pemnoxxenusi, 3asBICHUS W KalOOBl IpakJaH MEPEAAlOTCS B TOJpA3JCICHHE MO PACCMOTPEHHIO MUCEM
TpaXk[IaH 10 PE30JIFOIIH PYKOBOICTBA.

JIOKyMEHTBI IOJDKHBI TIepelaBaThCS PYKOBOJCTBY WM HEMOCPEICTBCHHBIM HCIIONHUTEISIM B JI€Hb HX
MOCTYIUICHUSI.

4) PaccMOTpeHHBIE PYKOBOICTBOM JOKYMEHTHI BO3BPANIAIOTCA B CIYXKOy Iemompou3BoicTBa, rae B PKD
BHOCHTCS COZIEp)KaHHUE PE30TFOLNH.

5) JOKyMeHT nepeaaeTcs Ha UCTIOJIHEHHE B COOTBETCTBUU C PE3OIOIMEH.

ITopnuHHUK NOKyMEHTA, KOTOPBIM UCIIOJIHSAETCS HECKOIBKUMU CTPYKTYPHBIMH IOAPA3CIICHUSIMU, I10JIy4aeT
OTBETCTBEHHBIN HCIOJHUTEb, OCTAIbHBIM UCIIOJTHUTEIIAM NEPEAAI0OTCA KON HU.

40. IlocTynuBuIne TelerpaMMBbl IPUHUMAIOTCS TOJ PAaCIUCKy C MPOCTAaBICHHEM JaThl U BPEMEHM IpHeMa,
PETHCTPUPYIOTCSI, @ 3aTeM MePEJal0TCs Ha paCCMOTPEHUE PYKOBOJCTBY U HCIIOJIHEHHE.

Tekcr mnoctynuBLIel TeneOHOrpaMMBI 3alUChIBaeTCs (TedaTaeTcs) IMoJydaTeseM, PEerducTpupyercs |
OTIepPaTUBHO MepefaeTCs PYKOBOIUTEIIO, KOTOPOMY OHa aJipecOoBaHa.

[octynuBmme ¢akcorpaMMBl PETUCTPHPYIOTCS, MEPENaroTCs ajpecaraM IO PacluCKy B NICHb WX IpHEMa,
CpouHBIe - HeMemiueHHO. [locTymuBmmi Benenm 3a (hakcorpaMMON MOIMHHHAK JOKYMEHTa HAIpaBIACTCS B
COOTBETCTBYIOIIEE MOIPa3IeIICHIC-UCTIOTHATENb.

JIOKyMEHTBI B 3JICKTPOHHOM BHIIE TaKKe IMPOXOIAT MPHEM, PETUCTPALNIO, MPEABAPUTEIFHOE PaCCMOTPEHHE,
paccMOTpeHHEe PYKOBOACTBOM M JIOCTABILIOTCS HCHONHHUTEISIM. [IpaBmima mpuema, oOpabOTKH W pacmpenelcHHs
JIOKyMEHTOB B JJIEKTPOHHOM BHJIE ONIPEICIISAIOTCS MHCTPYKLUUEN IO AEIONPOU3BOJACTBY YUPEXKIEHUS, C Yy4ETOM
pacnpeesieHust 00sI3aHHOCTEH, a TakKe PYHKIMOHUPYIOIINX B HEM TEXHHYECKUX U MPOrPAMMHBIX CPEJICTB.

41. OO6paboTka HCXOAAIUX JOKYMEHTOB OCYIIECTBIIAECTCS CIYXOOW JeIonpou3BOACTBA. JIOKYMEHTHI,
OTIIPABIISICMbIC YUPESIKICHUEM, MIEPEIAFOTCS TIOYTOBOM M AIEKTPUUYCCKON CBSI3BI0, @ TAKKE JOCTABISIOTCS KYPhEPOM.

C 1OMOIIBIO CPEACTB JJIEKTPUYECKOW CBSI3M OCYIIECTBIAETCS Iepefada Tejerpamm, (axkcorpamm,
Te.]'[eq)OHOI‘paMM, QJICKTPOHHBIX  JTOKYMEHTOB. BI/II[I)I JOKYMEHTOB, KOTOPbIC Mepeaar0TCs 1o KaHaJlaM
JJEKTPUYECKON CBS3M, HEOOXOAMMOCTH M MOPSAOK JOCBUIKH WX OyMa)KHOTO OpHUTHHANla ajpecary, IMOPSIoK
OTIIPaBKH OMPEICNIIOTCS HHCTPYKIUECH 10 JEJOMPOM3BOJCTBY VYUPESKACHHUSA, C YUYETOM paclpeieiCHUs
00s13aHHOCTEH, a Takke (YHKIMOHUPYIOIINX B HEM TEXHHYECKHX W IMPOTPAMMHBIX cpeacTB. dakcorpamMMmbl Ha
WHOCTPAHHBIX SA3bIKaX OTHPAaBILIOTCS MPH HATMYWH IIEPEBOA, 3aBEPEHHOTO JIUIIOM, ITOAITHUCABIINM (pakcorpamMmy.

JIOKyMEeHTBI, TIpeJHa3HAYCHHEIC U OTIPABKH, JOJDKHEI OBITh IMONHOCTHIO O(OPMIICHHBIMHA, TOIITHCAHHBIME H
3apETUCTPUPOBAHHBIMU. HeraBI/IHLHO O(bOpMJ'IeHHI)Ie JOKYMEHTBI TIOJJIC)KAT BO3BpATYy HCIIOJHUTEIIO Ha
J0paboTKy. JIOKYMEHTBI MPEACTABIISIOTCS UCIIOJHUTEISIME B CIyKOy IEIOMPOU3BOJCTBA C YKa3aHUEM MOYTOBOIO
aapeca, Homepa TenedoHa, HIEKTPOHHOTO aJpeca WM CO CIIMCKOM Ha PacCBUIKY.

JIJ'[H JOKYMCHTOB, HaIlIpaBJIIIECMbIX TIOCTOSIHHBIM aJpecaraM, HUCIIOJB3YIOTCA KOHBEPTBI C aJapeCaMu,
Halle4yaTaHHbIMHU TI/IHOFpa(pCKI/IM CHOCO6OM Wi CpeaCTBaMH OIIEPATUBHOTO pPa3MHOXCHUA. I[OKyMeHTBI,
OTIIPABJIACMBIE OTHOBPEMEHHO B OJIMH apP€C, BKIAAbIBAIOTCA B OAWH KOHBEPT.

JIOKyMEHTBI JTOJDKHBI 00padaThIBAThCSI U OTIIPABIIATHCS B JICHb MX IOJAIMUCAHUS WU HE MO3IHEE CICIYIOMETr0o
pabouero JHs, CPOYHBIC JOKYMEHTHI - HEMEIICHHO. JJOKYMEHTHI, HAaIllpaBIIsieMbIE MECTHBIM aJipecaTaM, pa3HOCATCS
KyphepOM M BPYYarOTCS MOJ PACIUCKy B Pa3HOCHOW KHuUre (mpujoskenue 14) wiM HanpaBisSIFOTCS MOYTOM.
OrtmpasisiemMast OYTONW KOPPECIIOH/ICHIINS BHOCUTCS B peecTp (mpusioxkenue 15).

42. Tlepenaua MOKYMEHTOB BHYTPH YUPSKICHHS HA 3TamaX HX MOJATOTOBKU M O()OPMIICHUS OpPTaHU3YeTCs B
COOTBETCTBHUH C OOIIMM MOPSAKOM OOpalleHHs UCXOJSIINX, a Ha Tale UCIOTHEHUs (MCIIOIb30BaHMA) - BXOISAIIAX
JOKYMCHTOB.

HpoeKTBI pacnopsAaUTEIbHBIX NJOKYMECHTOB IIOCJIE IMOATOTOBKHM M COTJIACOBAHUA HX C 3aMHTCPECCOBAHHBIMH
MOJpa3ieNIeHUsIMH U JIOJDKHOCTHBIMU JIMLAMU TIEPENAIOTCsl B CIYXKOy JEeIONpOU3BOJCTBA, KOTOPAsk OCYIIECTBISET
KOHTPOJIb 3a IPaBUJIBHOCTBHIO UX O(bOpMJ’IeHI/Iﬂ.

Oq)OpMJ'IeHHI)Ie JOKYMCHTBI TICPEAAIOTCA Ha IMOANUCH PYKOBOACTBY B COOTBCTCTBHU C NPAaBOM IOAIMCH
JIOKYMEHTOB H pacipeeneHneM oos3aHHocTed. [locie moanucanus JOKyMEHTBI PETHCTPHPYIOTCS.


jl:31232052.14%20
jl:31232052.15%20

Pa3MHOXEHHBIE DK3EMIUIIPHI MOJNHMCAHHBIX PYKOBOAMUTEISIMU M 3apErMCTPHPOBAHHBIX PACIOPSIUTEIBHBIX
JIOKyMEHTOB B 0053aTE€JILHOM MOPSIKE pacChUIAIOTCS B CTPYKTYPHBIE MNOApA3/ENCHHs, B BEICHUM KOTOPBIX
HaxOJSTCSl pacCMaTpUBacMble BOIPOCHI.

[TpoToxomnel, copepxamiye MopyYeHUst OTAEIBHBIM JIOJPKHOCTHBIM JIMLIAM WIIM TTOJPA3JIeNICHHUIM YUpexkKIeHuUs,
MepeslaroTCsl ajpecaTaM B BUJEC Pa3MHOKEHHBIX 9K3EMIUISIPOB WITH BHIMUCOK M3 IIPOTOKOIA.

JloknaqHbIe 3aIIMCKU Ha UM PYKOBOIUTEIS YUPESIKACHUS WU CTPYKTYPHOTO TIOIPA3/ACIICHUS, CIIPABKH, CBOJKH
U Ipyrue BHYTPEHHHE JOKYMCHTHI OIEPATHBHOIO XapaKTepa paccMaTPUBAIOTCS NOJDKHOCTHBIM JIMIIOM, KOTOPOMY
OHM HaIpaBJeHBl, IIOCIE 4Yero B oOIEeM MOpAAKe IepelafoTCs Ui HCIOJIHEHUS (MCIIOJb30BaHMA) B
COOTBETCTBYIOIIHE CTPYKTYPHBIEC TIOAPA3ACIICHHUS JTHOO0 OMEIIAIOTCS B COOTBETCTBYIONIEE JIETI0.

43. PaboTa ucnoiHATENEH C JOKyMEHTaMH MIpeaycMaTpuBaeT: cOop U 00paboTKy HeoOXoanMoi HHPOPMAIIHH,
HOATOTOBKY IPOEKTa JOKYMEHTa, ero oopMIICHHE, COTTIaCOBaHUE, IIPEICTaBIeHIE Ha MOAMICaHNe (YTBEPKICHHUE)
PYKOBOJCTBOM YHYPEXICHUSI WIM PYKOBOAUTEISIMU CTPYKTYPHBIX IIOJpAa3AeieHHH, IOATOTOBKY K MEpEeChUIKE
azpecary.

Hcnonmuurens omnpenenser HEOOXOAMMOE KOJMYECTBO SK3EMIUIIPOB JOKYMEHTa, IepelaeT JOKYMEHT Ha
TUpakupoBaHue. Ha nokyMeHT, pacceliaeMblii Oojiee 4eM B YETHIpE ajpeca, UCIIOIHUTENb FOTOBUT yKas3aTelb Ha
PACCBLIKY.

[Tpu omepaTHBHOM pELIEHUH BOIPOCOB 0€3 COCTABJICHHS JIOTOIHUTEIBHBIX JOKYMEHTOB HUCIIOJHUTEND AeTaeT
OTMETKH Ha JOKyMEHTE: O Jare IOCTYIUICHHS (eciaM o0pa3oBajCsi MHTEpBAJ BPEMEHH MEXAY MOCTYIUICHHEM
JOKYMEHTa M €ro JOCTaBKOW HCIIONHUTENI0), O JaraX IPOMEXKYTOYHOTO HCIOJHEHUs (3ampoc CBEACHHIA,
Tene()OHHBIE MEPEroBOPHI), O JaTe M pe3ysibTaTaX OKOHYATEIBHOTO HCIONHEHHsA. Bce OTMETKH pa3MeniaroTcs Ha
CBOOOJHBIX OT TEKCTa MECTaX.

§ 2. PerncTpanus 10KyMeHTOB

44. Peructpanysi AOKYMEHTOB - 3alliCh YYETHBIX JaHHBIX O JOKyMEHTE [0 YCTaHOBIICHHOW Qopme,
¢ukcupyromas GakT ero co3iaHusl, OTIIPABICHHUS WU MTOTYYCHUSL.

Perucrpamun moasnexkaT Bce IOKYMEHTBI, CO3JaBaeMble BHYTPH YUPEKICHUS, HalpaBiisieMble B ApYyTHE
YUPEKICHUSA U MOCTYMHAIOUIUE OT BBIIIECTOSAIINX, MOJBEIOMCTBEHHBIX U APYTHX YUPESKICHUH, a TaKKe YaCTHBIX
JIMIL, KOTOpBIE TPEOYIOT yUueTa, HCIONHEHNS U UCTIONb30BAHMS B CIIPABOYHBIX LEJSX. JJOKyMEHTBI pETUCTPUPYIOTCS
HE3aBHUCHMO OT crioco0a NX JOCTaBKH, epeJadyl WIN CO3/1aHHS.

Kaxnplii MOKyMEHT HOJDKEH PErHCTPHpOBATHCSA B JAHHOM YUPEXKICHHHM OAWMH pa3. Bxoasmme HOKyMEHTHI
PETHCTPUPYIOTCS B A€HD MOCTYIUICHHNS, NCXOSIINE M BHYTPEHHHUE - B ICHb TTOAMICAHMNS.

ITpn mepenade 3aperuCTPUPOBAHHOTO AOKYMEHTa M3 OJHOTO CTPYKTYPHOTO IOApA3[elCHUs B JPyroe, OH
MOBTOPHO HE PETUCTPHPYETCs, €ro JalbHEHIIee ABIKEHUE OTPaXKaeTcsl B PETHCTPAIMOHHBIX (hOpMax.

Perucrparus mocTynamnux 1 cO31aBaeMbIX JOKYMEHTOB IPOBOAUTCS LIEHTPATU30BAaHHO.

PeructpaiioHHBIf HOMEp [OKYMEHTa COCTOMT W3 MOPSAKOBOTO HOMEpPa, KOTOPBIH MOXKET JIOTOJIHATHCS
WHEKCOM CTPYKTYpPHOTO TOJpa3feNeHus, HHACKCOM Jela 10 HoMeHkimaType pen. CocraBHBIE YacTH
PErHCTPAllMOHHOTO HOMEpa OTHAEINSIOTCS APYr OT japyra kocoil ueprtoil. Hampumep: 05-2/250, rae: 05 - unzaekc
CTPYKTYPHOTO IOJIpa3/ieNieHus], 2 - HOMep Jefia 10 HOMEHKJIaType, 250 - HOpsIIKOBBIN HOMEp TOKyMEHTA.

45. Jlns co3maHus MOMCKOBBIX CHCTEM M JOCTHXEHHS WH(GOPMAIMOHHOM COBMECTUMOCTH PErMCTPAIlMOHHBIX
JAHHBIX yCTaHABJIMBACTCS CIEAYIOIINI COCTAB OCHOBHBIX PEKBH3MTOB PErMCTPAlMM: HAaNMEHOBaHME YUPEXICHHS,
HaVMEHOBAaHUE BHUJA JOKyMEHTa, JlaTa W PETHCTPALIOHHBIH HOMEp JOKYMEHTa, JaTa M HWHIEKC IOCTYIUICHUS,
3ar0JIOBOK K TEKCTY (KpaTKOE CO/IEepXkKaHNe JOKYMEHTA), pe30Tronusl (UCIIOIHNTENb, COAEpKaHne MOPYIEHHs, aBTop,
JlaTa), CpOK MCIIOTHEHHS JOKYMEHTa, OTMETKA 00 MCIIOIHEHHH TOKYMEHTa U HalpaBJICHUH €ro B 0.

CocTaB OCHOBHBIX PEKBH3HTOB PETHCTPAlMH B 3aBUCHMOCTH OT XapaKTepa JOKYMEHTa U 3a/1a4 UCIIOJIb30BaHMs
HHQOPMALIMU MOXKET IOMOJHATHCSA JAPYTMMH pEKBH3UTAMM: BHYTPEHHEHW mepeaapecanueil IJOKyMEHTOB IO
WCIIOJIHUTEIISIM, KOJOM II0 TEMaTHYECKOMY KiacCU(UKATOpy, KIFOUYEBHIMH CJIOBAMH, KOJIMYECTBOM JIHCTOB
JIOKYMEHTa, HAJIMYMEM IPUJIOKEHHUH, HAMEHOBAaHHUEM JOJDKHOCTH JIMIA, TIOCTABHUBIIETO JOKYMEHT Ha KOHTPOJb,
MPOMEKYTOUYHBIMH CpPOKAMH HCTIOJTHEHHUS, ITEPEHOCOM CpPOKOB HWCIOJHEHHS, CPOKOM XpaHEHHS JOKYyMEHTa,
CTaTyCcoM JIOKyMeHTa (TIPOeKT, BEPCHsI), BUJIOM Nepeadn JOKyMeHTa (IT0YTOH, (pakcoM, IMEKTPOHHOH MOUTOMN).

46. PeructpainOHHO-KOHTPOJIBHBIE (POPMBI ITOIPA3AEIAIOTCS HA Ky PHAIBHBIE, KAPTOYHBIE M JJIEKTPOHHEIE.

1) XKypnanbHast ¢opMa perucTpanuyl BXOJSIIMX, MCXOJIIIUX M BHYTPEHHHX JIOKYMEHTOB HCIIOJb3YyeTCs B
YUpEXJICHUSIX ¢ HeOONbIIMM JOKyMeHTooOoporoM. Ilpm >kypHanbHOH CcHCTEME PETHCTpAllMy MOCTYIAIoIIne
JOKYMEHTBl DPETHCTPUPYIOTCS B JKypHAlle pErucTpalud BXOJsuIedl KoppecnoHIeHIMH (mpuioxeHnue 16),
OTIpPAaBJIsIEMbIC TOKYMEHTHI - B )KypHAJIe PErUCTPAIIME UCXOIAIIECH KOPPECTIOHACHINHN (puJoxKenue 17).

IMpn nocrymnenun OonpmIOoro o0beMa HOPMATHBHBIX M PACIOPSAUTENBHBIX JIOKYMEHTOB W3 Ammapara
Ipesnnenra Keipreekoit PecnyOmuku, Xoropky Kenema Keipreisckoit Pecnyomuku u  [IpaButenbcTBa
Keiprezckoit PeciiyOnukn a1t BX perucTparyy, Ipu HeoOXOAMMOCTH, 3aBOAUTCS OTACTBHBIN KypHAI.

2) Ilpu xaprouHO (hopMe PErncTparil JOKYMEHTOB IPHMEHSETCA €OMHAas PEerHCTPAllMOHHO-KOHTPOJIbHAS
kaprouka (PKK) ycranomienHoit ¢opmbl (mpujoxenue 18). Ona 3amonHseTcs B JIBYX DK3EMIUISIPax, OIUH
9K3EMIULIP MEPEJacTCsi BMECTE C JOKYMEHTOM HCTIOHUTEII0, BTOPOIl - OCTaeTcs B CIIy»KO€ JeTOIPOU3BOJICTRA.
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Kanengapras mkana KapTOUKH JOJKHA MCIOJIB30BATHCS AL KOHTPOJISA 33 CPOKAMU HCIIOJIHEHHs JOKYMEHTA.
Yucno Mecsina, K KOTOPOMY JOJDKEH OBITh HCIIOJIHEH JIOKYMEHT, 0OBOIUTCS WIIM oTMeuaercs. Jlara mcrosHeHus
YCTaHaBJIMBAETCsl HA OCHOBAaHNM HOPMATHUBHBIX JOKYMEHTOB, TEKCTa TOKYMEHTa WU PE30JIIOIUN PYKOBOUTES.

B rpade «koppecnoHaeHT» - MUIIETCs HANMEHOBAHHUE YUPEXKACHHS, OTKYa HOCTYIMII WM Ky/ia HaIllpaBIsieTcs
JokyMmeHT. [Ipu 3amosmHeHmu 3To# Tpadbl ynoTpeOistoTcst OOIIENPHHATHIE COKPALIEHUS WM HMHAEKCH JTHX
YUpEXKACHUM.

B rpade «J/lata mocTyIuleHHsS M MHAEKC TOKYMEHTa» - OTMEUYAeTCs JaTa MOCTYIIICHUS JOKyMEHTa M MHJEKC,
KOTOpPBII My IPHCBAaNBACTCA B YUPEKACHUHN, B KOTOPOE OH MOCTYIIHIL.

B rpade «Jlata u WHAEKC NOOKyMEHTa» IPOCTABIAIOTCA JaTa JOKyMEHTAa W WHIEKC, INPHCBOCHHBIN
YUPEXKICHHUEM - aBTOPOM IOCTYTHBIIETO WIN OTIPABISIEMOTO TOKYMEHTA.

B rpade «KpaTtkoe conepxaHue» yKa3blBaeTCsS BUI JOKYMEHTA, €TO 3ar0JIOBOK MM KPAaTKOE COJEpPIKaHHE.

B rpady «Pe3omnrouust nian KoMy HalpaBiieH JOKYMEHT)» NEPEHOCHTCS PE30IIIOLHS PYKOBOANTENS yUPEKICHUS,
C YKa3aHUEM ee aBTOpa, JaThl U UCTIOIHUTEIS.

B rpade «OT™MeTKa 00 MCIOIHEHHH JOKYMEHTa» OTpPa)KaeTCsl PEIIeHHEe BOIpOCca 10 CYIIECTBY, JaTa U UHIEKC
OTBETHOTO J0KyMeHTa. Ecim He TpeOyeTcst cocTaBlieHHs! TMCBMEHHOTO OTBETA, JA€IaeTCsl KOHKPETHAs 3aIHCh O TOM,
KOTJa, KEM U KaK pelleH BOIPOC, IOCTABICHHbIM B MHULIMATUBHOM JIOKYMEHTE.

IIpy MCHOTHEHUU PACHOPSAUTENBHBIX JTOKYMEHTOB BBIMIECTOSINMX YYPEKICHUH CTaBUTCA HOMEp M JaTa
MPUHATOTO PACIOPSIIUTENBHOTO JOKYMEHTA BO HCIIOJIHEHHUE TIOCTYHBILETO.

B rpade «KoHTposibHBIE OTMETKNY (UKCHUPYETCSI OTMETKA O KOHTPOJIE 33 CPOKAMHU HCIIOJIHEHUS JOKyMEHTOB.
3amucu TOIDKHBI COJIep KaTh aTy MPOBEPKH M KOHKPETHBIC NMPUYMHBI 3aJIeP)KKH HCIIOTHEHHS TOKyMeHTOB. ['pada
UCTIONB3YETCs TAKXKE AJIS 3aIHCel, OTpakaloInX JABM)KEHHUE TOKYMEHTA.

3) B 3neKTpOHHBIX KapTOTEKaX MWCIIOJIB3YIOTCS T€ )K€ PEKBH3HTHI, YTO W B TPAIUIMOHHBIX. [lopsmok mx
BEJICHUS OIpeeNsieTcs MPOrpaMMHBIM 00eCTIeYeHHEM.

B HOBOM KasieHIapHOM IOy PErHcTpalus JOKyMEHTOB HaunHaeTcs ¢ Ne 1.

§ 3. Opranu3anusi KOHTPOJIS UCTOJHEHUsI JOKYMEHTOB

47. OpraHu3auys. KOHTpPOJIS HCIIOJHEHUS JOKYMEHTOB JIOJDKHA oOOecrednBaTh HMX CBOEBPEMEHHOE H
Ka4eCTBEHHOE HCTIONHEHNE. KOHTPOIIb NCIOMHEHU JOKyMEHTOB BKJIIOYACT MOCTAHOBKY JIOKYMEHTA Ha KOHTDOIIb,
PETYIMPOBaHUE XOAa HWCHOJHEHHUS, CHATHUE HCIIOJHEHHOTO OKyMEHTa C KOHTpOJIS, HAalpaBJICHHE HCIIOIHEHHOTO
JOKyMEHTa B JIENI0, Y4eT, 0000IIeHNe M aHalN3 X0Aa M PE3yJIbTaTOB MCIOJIHEHHUS AOKYMEHTOB, HH(pOpMHpOBaHHE
pyYKOBOAUTENEH O COCTOSHUM HUCIIOTHEHHS JOKYMEHTOB.

KoHTpoh HCTIONTHEHNS OCYIECTBIACTCS OIIPEAEICHHBIM JINIIOM WA CTPYKTYPHBIM MOJpa3AeIeHIEM.

KoHTpob MCTIOMHEHNS IOKYMEHTOB CTPOUTCS HA 0a3e perucTPallMOHHBIX JAHHBIX U IPOBOJUTCS C MOMOIIBIO
TPaIUIIMOHHBIX KapTOTEK MIIM aBTOMaTU3UPOBAHHBIX 0a3 TaHHBIX.

TpaguunoHHas KOHTPOJIbHAS KapTOTEKa CHCTEMAaTH3UPYeTCsd IO CpPOKaM WCIOJHEHHUS JOKYMEHTOB, IIO
HCIIOJIHUTEIISM, TPYyTIIaM TOKyMEHTOB.

48. KoHTpomo HCIOTHEHNS TOJIeKaT Hauboiee BayKHBIE BXOJAIINE, HCXOAAIINE M BHYTPEHHNE JTOKYMEHTHI,
TpeOyIoIe MPUHATHS ONPEIEICHHBIX PEIICHUH, HCIIOTHEHNS 1 COCTABJICHUS Ha HUX OTBETOB.

O0s13aTeIbHOMY KOHTPOJIIO TMOJJIEKAT JOKYMEHTBHI, HoctynuBiune u3 Anmapara Ilpesunenra Keipreizckoii
Pecny6mmku, YKoropky Kenema Keiprerzckoit Peciyommku u [IpaBurensctBa Koipreizckoit PecyOmikm.

49. JIokyMEHTbI HCHOJIHSIOTCS K CPOKY, IPEyCMOTPEHHOMY HOPMAaTUBHBIMU JOKYMEHTaMH JHO0 yKa3aHHOMY
B TEKCTE JOKYMEHTA WX B PE30JIOLUH PYKOBOIUTEIS YIPEIKACHHS.

CpOoKM NCTIOJTHEHNUS] HCUHCIIIOTCS C IAThl MOINHCaHUs (YTBEPKACHHS) TOKYMEHTa, a MMOCTYHBIINX U3 JPYTUX
YUPEXKICHUI - ¢ 1aThl UX MOCTYIUICHUS.

[Ipoanerne CpOKOB UCTIONHEHHUS JOKYMEHTOB MPOU3BOIUTCS MO YKAa3aHUIO PYKOBOAMTEINS WM C Pa3peIleHHs
YUPEKICHUH - aBTOPOB, YCTAaHOBUBIIMX 3T CPOKU. IIpoasieHne cpoka MCHOIHEHHUS JOKyMeHTa OQopMIIsieTcs 10
UCTEUEHHs] YCTAaHOBJIEHHOTO CPOKa.

50. TTocraHOBKa JOKYMEHTOB Ha KOHTPOJb COCTOMT W3 BBIABICHHS IJOKYMEHTOB, TPEOYIOUIMX KOHTPOJISI 3a
CpPOKaMH HCIIOJIHEHHS;, 3alOJHEHUS Ha KOHTPOJIUPYEMBIH JOKYMEHT KOMIUIEKTa PErHCTPAalMOHHO-KOHTPOIBHBIX
kaprouek; BHeceHus B PKK conepskanus pe3ononuu U nepeiadu JOKyMEHTa Ha UCIIOJIHEHHE.

OTMeTKa 0 KOHTpOJIE NTPH KapTOUHOH CHCTEME PErUCTpaliy rnepeHocuTcs B rpady «KoHTpOIbHBIE OTMETKID
PKK, mpu XypHaJbHOH cucTeMe perucrpanud - B 7-10 Tpady xXypHana «Pe3omonus pyKoBOJCTBA M CPOK
UCTIOJIHEHUS.

Benenne konrtpoins BkmouaeT B cebs: BHeceHne B PKK KOHTpOJIBHBIX OTMETOK; YCTHOE WM NMHUCBMEHHOE
HAallOMUHAHUE MCHOJHUTEIAM O NPUONMKEHHMM CpoKa OKOHYaHWS pPabOThl HaJ JOKYMEHTOM; pETYISpHOE
nH(pOpMHUPOBaHKE PYKOBOAUTEIIEH O XOJ€ MCIOIHEHHS JOKYMEHTOB M NPUYMHAX 33/IePXKEK B MCHOIHEHHUH; Mepax
10 00ECIEYEHNI0 CBOEBPEMEHHOTO HCIIOIHEHHS IOKYMEHTOB.

CHATHE IOKyMEHTa C KOHTPOJS 3aBHCHT OT CTENEHH HCIONHEHUS JOKyMeHTa. J[OKyMEHT cuHTaercs
WCTIOJIHEHHBIM JIMIIb TOT/A, KOTJAa PEIIeHBI ITOCTABICHHBIE B HEM BONPOCH M KOPPECIOHICHTY JAaH OTBET IO
cymiectBy. CHATh JOKYMEHT C KOHTPOJISI MOXKET TO JOJDKHOCTHOE JIUIO (WK CIy’k0a), KOTOpOoe IMOCTaBMIIO €ro Ha
KOHTPOJIb.



JlanHble 00 MCIOJIHEHUH JOKYMEHTa M CHSITHU C KOHTPOJISI OTMEYAIOTCs HA JJOKYMEHTE U B PErUCTPALIOHHOM
kaprouke. Ha poxymenre odopmisercs pekBu3uT «OTMeTKa 00 MCHOJHEHHWH JIOKYMEHTAa M HalpaBlICHHE €ro B
neno», B PKK - «OTMeTka 00 NCTIOTHEHUH JOKyMEHTa». PerucTpanioHHO-KOHTPOJIbHASL KapTOYKa U3 KOHTPOJIBLHOM
KapTOTEKH MEPEHOCUTCS B CIIPABOUHYIO KapTOTEKY.

51. AHanu3 MCHOTHUTENBCKON IUCHUIUIMHBI TIPETyCMaTPUBACT COCTAaBJICHHE KOJIUYECTBEHHBIX CBOAOK U
CIPaBOK IO pe3yJbTaTaM KOHTPOJIBHOW PabOTHI 3a ONpENeNCHHBII MPOMEKYTOK BPEMEHH; MEPEeaady TOKYMEHTOB
[0 pe3yibTaTaM aHalN3a HCIOJHHUTEIBCKON IUCIHUIUIMHBI PYKOBOACTBY YUPEKACHHS M pPa3pabOTKy Mep II0
YII4IICHUIO UCTIOTHUTENBCKON TUCIUTLIHHBL

JlaHHBIE O pe3yNbTaTaX MCIOIHEHMS KOHTPOIHPYEMBIX JOKYMEHTOB 000OINAOTCS MO COCTOSHMIO Ha NEPBOE
YHCIIO0 KaXI0TO MECSIIA, COCTABISIIOTCS CBOAKH (NpHJIozkeHHe 19) 1 IpeACTaBISIOTCS] PYKOBOACTBY YUPEKICHNUS.

§ 4. Opranu3zanusi NIOUCKOBOM CHCTEMBI N0 JOKYMEHTAM

52. dust obecrieuenusi 3G(HeKTUBHOTO UCTOIB30BaHKS MHOOPMALIMU TP MPUHIATHH PEUICHUI B YUPEKACHUIX
CO3/IaI0TCs] IOMCKOBBIC CHCTEMBI MO JOKYMEHTaM. [IOMCKOBBIC CHCTEMBbI MOTYT CO3/1aBAThCS KaK B TPAIHIIHOHHOM,
TaK U B 3JEKTPOHHOM BHe. OHU JOIKHBI 00ECTICYMBATh MOUCK HHGOPMAIIMH O ACATEIBHOCTH YUPESHKACHUSL.

OCHOBOI1 MOCTPOCHHS TIOUCKOBBIX CHUCTEM SIBISIETCS perHCTpanust JoOKyMeHTOB. VHdopMarusa o JoKyMeHTax,
HOyYCHHAs] IPH MX PETHCTPALMH, IIOCTYMAaeT B MOUCKOBYIO CHCTEMY, KOTOpas BKIIOYAET B cebs KapTOTEKU W
KIacCH(pUKALHOHHBIE CIIPABOYHHKH.

Ilpy TpagWIMOHHONW KAPTOYHOM PETHCTPALMH IIeYaTaeTCsl HEOOXOIMMOE KOJUYECTBO PETHCTPALHOHHO-
KOHTPOJIBHBIX KaPTOUYCK, KOTOPBIE MOI'YT COCTAaBJISATh CIEAYIOLINE KAPTOTEKH: CIPaBOYHbIE (0 KOPPECIIOHICHTAM,
BHIaM [OKYMEHTOB, aBTOpaM MOKYMEHTOB), KOHTPOJBHO-CIIPABOYHBIC, KOAW(PUKALMOHHBIE, MO OOpaICHHIM
rpak/iaH, angpaBUTHBIC U JPyTHe, B 3aBUCUMOCTH OT 3a/]a4 II0MCKa HH(POPMaIHH.

PeFHCTpaHI/IOHHO-KOHTpOJ'H)Ha}I KapTOTCKa JOCJIUTCA Ha JABE€ YaCTU: Ha HCUCIOJIHCHHBIC W MCIOJHCHHBIC
JOKYMCHTHI. HepBaﬂ YacCTh KaApPTOTEKU CIYKUT JJIA IOMCKA JOKYMCHTOB B IPOLCCCE UX UCIIOJTHCHUA. BTOpaH 4acCThb
- U1 IO CKa UCITOJTHCHHBIX TOKYMEHTOB.

KapTOTeKa Ha MOPCHJIOKCHHA, 3asiABJICHUA U )KaJ'IO6I)I TpaxxaaH BEACTCA OTACJIbHO, KAapTOYKU B HEeN
pacnonararoTcst o andaBuTy GaMuIIni 3asBUTENCH.

B aBrOMaTH3MpOBaHHBIX 0a3aX JAHHBIX HOMCK KOHKPETHOTO JOKYMEHTA OCYIIECTBISCTCS M0 PEKBU3UTAM HIIH
0 KOHTEKCTY (110 JI000My CIIOBY WiH (pase, COACPKALIMMCS B HICKOMOM JOKyMeHTe). IIOMCKOBBIH 3alpOC MOXKET
COZIEPIKATh JIFOOYI0 KOMOWHAIIMIO PEKBU3UTOB U DJIEMEHTOB TEKCTa.

O¢ddextuBHOCTD pabOTBl MOMCKOBOM CHCTEMBI J[JOCTUTAeTCsl ITyTeM pa3pabOoTKH KiIaCCH(PUKALIMOHHBIX
CIIPAaBOYHUKOB: KJIACCH()HUKATOPa BOIPOCOB ACSITEIBHOCTH YUPEKACHUS, KIacCH(pHUKATOpa BHAOB IOKYMEHTOB,
KraccupuKaropa  KOPPECMOHOCHTOB,  KiacCH(pHUKATOpa  PE30NIONHH,  KIACCH(HUKATOpa  HCIOIHHUTEIEH,
KJTaCCH(UKATOPA PE3YITbTATOB HCTIOIHEHUS TOKYMEHTOB, HOMEHKIIATYPBI JIEI.

IloMuMO mEpeYnCICHHBIX B KOHKPETHOM IIOMCKOBOM CHCTEME MOLYT HCIOJIB30BATbCd U Jpyrue
Ki1acc(UKaTOPhI B 3aBUCUMOCTH OT OTPEOHOCTEH BBO/IA M MIOMCKA JJOKYMEHTOB ¥ HH(OpMAIIHH.

§ 5. Y4ueT u paccMoTpeHue o0panieHuii rpaxkaiaH

53. Tlopsimok paboTHl ¢ OOpamIeHUSIMHU TpaKIaH ycTaHaBIWBacTcs 3akoHOM Keipreickoit Pecrybmmku «O
MOPSIKE PACCMOTPEHUS OOpaIleHIH TPaskKIaH.

[IpueMm, peructpanus, KOHTPOJIb 3a HUCIIOJHEHHEM OOpAaIleHHH TpaxaaH B YYPSIKICHUH OCYIICCTBISIOTCS
Ha3HAYCHHBIM OTBETCTBCHHBIM JIHIIOM.

OOpareHns rpaxaaH PerHCTPUPYIOTCS B )KYPHANBHBIX (mpuiioxkenue 20), KapTOYHBIX (Hpuiioxkenue 21) wm
JIEKTPOHHBIX PETHCTPALMOHHBIX (opMax.

[Ipu peructparuu oOpaiieHN Ha HUX MPOCTABIIETCS PETUCTPAIMOHHBIA IITAMII, HA KOTOPOM YyKa3bIBaeTCS
pErHCTPAllMOHHBI HOMEp, COCTOSAMIMI M3 NEepBOM OYKBbI (haMUIMU 3asiBUTENS, MOPSJKOBOTO HOMEpa W ATkl
MOCTYIIICHUSI.

54. B ciyugae, eciiv pelieHre TOCTaBICHHBIX B 0OpaIeHUH BOITPOCOB OTHOCUTCS K KOMITETEHITUH HECKOJIBKUX
WIN IPYTUX YUPEKIECHUH, OHO JOJHKHO OBITh HAIPABJIEHO B COOTBETCTBYIOIIUE YUPEKACHUSI B TEUCHHE IIATH THEH
co JHs peructpanuu. Konus npenpoBOAUTEIHLHOTO MMChMa HAMpPaBiIseTCs 3asiBUTENI0, a MPHU JIMYHOM IpUEME eMY
pasbsCHsAETCS, KyAa clielyeT 00paTHThCS.

[NocbutaTh kaoOBl Tpa)XJIaH Ha PACCMOTPCHUE PYKOBOIMTENCH YUPEKICHHU, Ha KOTOPBIX OHH KaIYIOTCH,
3aIpemieHo.

55. O0parieHus rpaxaaH JOJDKHBI OBITh paCCMOTPEHBI B TeueHue 30 JHEH co THS PerucTpaIliH.

PaccmoTpenmne oOpamieHuil rpaxIaH CYHTACTCS 3aKOHYCHHBIM, KOTJa pPa3pelleHbl IOCTABICHHBIE B HHX
BONPOCKI U 00 3TOM COOOMICHO 3asABUTENI0. B perucTpannoHHO-KOHTPOJIHHOW ¢opMe jaenaeTcs OTMETKa 00
WCTIOTHEHUH.

JlaHHBIE O pe3ynbpTaTax UCIONHEHHS OOpalIeHni rpaxaad 0000IIaloTcs Ha MepBOe YUCIO KaXI0TO Mecsna H
JIOKJIA/IBIBAIOTCS PYKOBOJICTBY (MpuJIoKeHHe 22).

§ 6. CocTaBeHHEe HOMEHKJIATYPBI e
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56. HomenknaTypa Jien - 3TO CUCTEMaTU3UPOBAHHBIH NepeueHb 3ar0JIOBKOB JIEN, 3aBOAUMBIX B YUPEKICHUU, C
yKa3aHUEM CPOKOB MX XpaHEHHUs, 0()OPMIICHHBIH B yCTAaHOBJICHHOM Hopsiike. HoMeHkaTypa e npenHasHadeHa
JUId TPYHNHUPOBKHM MCHOJIHEHHBIX JAOKYMEHTOB B J€Ja, CUCTEeMaTH3alluM U ydeTa JeJ, ONpeeNeHHs CPOKOB HX
XpaHEHHs W SIBJISETCS OCHOBOW /ISl COCTaBJICHHSI OIMCEH el MOCTOSIHHOTO M BpeMmeHHoro (cBbime 10 Jer)
XpaHEHMs, a TAKKe Ui ydeTa Ael BpeMeHHOTo (10 10 J1eT BKIIOYNTENbHO) XpaHEeHHS.

57. Pa3nuuaroTcs TpH BUIa HOMEHKJIATYP JIeJT: TUIIOBAst, IPIMEPHAas U HHANBULyaTbHasl.

1) TunoBast HOMEHKJIATypa [N COCTaBIACTCSA IJISI OXHOPOAHBIX IO XapakTepy AEATEIBHOCTH M CTPYKTYpe
yupexnaeHnil. OHa ycTaHaBIMBAET TUIIOBOH COCTaB, EANHYIO HHAEKCALUIO 1eJI B OTPACITH U ABISIETCS 0053aTEIbHBIM
JOKyMEHTOM.

2) IIpumepHas HOMEHKJIATypa A€ YyCTaHAaBIMBACT IPHMEPHBIN COCTAB JEN IS YUPEKIACHUH, OJHOPOIHBIX 110
XapakTepy AesTeIbHOCTH, HO Pa3HBIX 110 CTPYKTYPE U HOCUT PEKOMEHIAaTeIbHBIN XapakTep.

3) VunuBunyanbHas HOMEHKJIATypa el YYPESKACHHs COCTOMT W3 IepeuHs HauMEHOBAaHWH BceX Jel,
(hOpMHPYIOIIUXCS B ICIONPOU3BOACTBE KOHKPETHOTO YUPEKICHHUS, C YKA3aHHEM UX CPOKOB XPaHEHHSL.

58. CocraBneHHI0O HOMEHKJIATypbl Jel MpEeIIIeCTBYeT M3Y4YEHHUE COCTaBa, COJEPKAHUS U KOJIUYECTBa
JIOKyMEHTOB, 00pa3yIoIuXcsl B AEATEIbHOCTH yupexiaeHus. [Ipu 3ToM MCIonb3ylOTCs: MONOKeHUs (ycTaBbl) 00
YUPEKICHUU U €r0 CTPYKTYPHBIX MOApPa3CIeHNUsX, IITaATHOE PACIIUCAHNE, TUIIOBOM MM BEJOMCTBEHHBIH IepeuHy,
HOMEHKJIATYPBI M OIHCH JIEJT 3a IIPOILIBIC TOBI.

TuroBble W NpUMEpPHbIE HOMEHKJIATYpPBI NIEN Pa3padaThIBAIOTCS CITy>KOaMH JIEJIIONPOM3BOACTBA TOJIOBHBIX
VUpEeKICHUH, paccMaTpUBAIOTCA IICHTpaidbHON skcnepTHOH komuccueidt (L[DK) mmHHCTEpPCTB (BEmOMCTB) WM
skcepTHeIME ~ KomuccusiMu  (OK)  ydpexneHmii, WMEIOIIMX IIOJBEIOMCTBEHHYIO C€Th, HA KOTOPYIO
pachpoCTpaHsIOTCSl 3TH BUABI HOMEHKIATYp [eJI. 3aTeM OHM HOAJIEkKAT COIJACOBAHHIO C YUPEKACHUAMHU
rOCYJapCTBEHHOM apXUBHOH CITyKOBI U YTBEPKACHUIO PYKOBOAUTENIEM YUPESIKICHHUS.

TumoBele M MpHUMEpHbIE HOMEHKJIATypbl Jel CIy’)KaT OCHOBOM JJIi COCTaBJICHUS HWHIUBHUIYaTbHBIX
HOMEHKJIATyp JEl.

Paznensl MHAMBUTYaTbHON HOMEHKIATYPHI A€ YIPEKICHUS COCTABISIIOTCA CTPYKTYPHBIMU MTOIPa3/IeIeHUIMH
yupexxaenus. CBofHas HOMEHKIATypa Jell COCTaBIAeTCs ciyxkOoi nenompousBojcTBa. OHa COITIACOBBIBAETCA C
sKCHepTHO-TIpoBepoyHoil komuccueilt (BIIMK) rocymapcTBeHHOro apxuBa, KyJa JOKYMEHTHl IIOCTYIAalOT Ha
TOCYZAapCTBCHHOE XpaHEHHWE, M YTBEP)KHACTCS PYKOBOAWTEIEM YUPSKICHUS. YUPEXICHHS, HE CHAIOIINE
JOKyMEHTBl Ha TOCYJapCTBEHHOE XpaHEHHE, HOMEHKJIATypy aen cornacoBeiBaioT ¢ [IOK (OK) Beimecrosimero
YUpEXICHUS.

59. Tlocme yTBepXICHHS CBOXHON HOMEHKIATYpHl [I€N, MOAPA3/lEICHHUs TIIOJy4daloT BBIIHCKH U3
COOTBETCTBYIOIINX €€ Pa3JeIOB I UCIIOIb30BaHUS B paboTe.

CBojHas HOMEHKJIATypa JeJl IeYaTaeTcss B HE0OX0ANMOM KOJIMUECTBE HK3eMIUIIpOB. [1epBhIil yTBEpKICHHBIN
9K3EMIUIAP HOMEHKJIATyphl JAel SBISETCS JIOKYMEHTOM IIOCTOSHHOIO CpOKa XpaHEHHS U BKIIOYAeTCS B
HOMEHKJIATYpy JAeJl B pa3fiel CIy>KObl JeJIONpOMU3BOJCTBA; BTOPOH HCIOJNB3yeTcs B CiIyxkO0e JeIONpOU3BOJACTBA B
KagecTBe pabouero; TpeTHi NPHMEHSAETCA B apXWBE YUPEKICHHS; YETBEPTHI - B TOCYAapCTBEHHOM apXUBE, C
KOTOPBIM COTJIaCOBBIBAIACh HOMEHKJIATYpa Jedl.

CBosiHas HOMEHKJIATypa JIeNl B KOHIIE KaXKA0TO rojla YTOYHSETCs, YTBEPKAAeTCSI U BBOAUTCS B AeHCTBHE C |
SIHBApsl CJIEYIOIIET0 KaJIeHAapHOTO roja.

CBojHas HOMEHKJATypa JeJI COCTaBISIETCSI M COTJIACOBBIBACTCS 3aHOBO B CIIydae KOPEHHBIX W3MEHEHHH
(YHKIMHA 1 CTPYKTYpHI yupexxaeHust. C rocy1apcTBEHHBIM apXHBOM HOMEHKIIATypa JIeJl COTIIacOBBIBACTCS HE Pexke
OJTHOTO pa3a B 5 JIeT, eciii He ObLIO KOPEHHBIX N3MEHEHUH B (PYHKLMSIX U CTPYKTYPE YUPESKICHHS.

60. KiaccnpukanmoHHbBIMU JeNeHnsIMA (pas3fenaMu 1 MoJpaszie’aMi) HOMEHKJIATYpPhl JIel MOTYT OBITh Kak
BHYTPEHHHUE TOJPA3EICHUsI OPraHU3allMOHHON CTPYKTYpBl yUpeXICHUs, TaK M yNpaBleH4YecKHe (DYHKIUH HIH
HaIpaBJIEHUS JACATCIBHOCTH YyupexaeHHs. B ydpexaeHuax ¢ HeSIpKO BBIPAKEHHOM CTPYKTYypoH NpHUMeEHseTcs
BaJioBas HyMeparus 1edl.

HammeHoBaHMS CTPYKTYpHBIX IOJpa3/ieIeHN B HOMEHKJIAType el pacHojararoTci B COOTBETCTBHUH CO
IITaTHBIM pPAacHHCaHHEeM W KaXIOMY M3 HHX IPHUCBAMBAIOTCS YCIOBHBIE HH(POBBIE 0003HaueHWs (MHAEKCHI). B
KOHIIE KaXJIOTO pa3/ieNa OCTaBISIOTCSA Pe3ePBHBIE HOMEDA.

61. B HOMEHKJIATYpy IOJDKHBI OBITH BKIIOYEHBI BCE 3arOJIOBKU JEJ, OTPAKAIOIUINE BCE JOKYMEHTHPYEMEBIC
ydacTKn paboThl yupexnaeHus. He BkiIroyaroTcsi B HOMEHKIATypy Jedl TedyaTHble W3JaHus, COOPHUKH
MOCTaHOBJIEHUH, OPOIIIOPHI, CIIPaBOYHUKH, HH(QOPMaMOHHBIE JIUCTKH, OIOJIIETeHH, pedepaTHBHBIE Ky PHAIIBL.

62. Homenknarypa nen coctasusiercst mo ¢opme (mpuiaoxkenue 23). B rpade 1 HOMeHKIaTypsl aen
MPOCTABIISAIOTCS, MHAEKCH KaKAOTo Jeja, BKJIIOYEHHOTO B HOMEHKIATypy. VIHIeKc aena COCTOMT M3 LU(POBOTO
0003HaUeHHNsI CTPYKTYPHOTO HOApa3/IeJICHHs U IOPSIKOBOI'O HOMEpA 3aroJIoBKa Jielia 10 HOMEHKIIaType B Ipeaesax
CTPYKTYpHOTO Toapasnenenus. Hnexkcol nen obo3Havatorcs apadbckumu mmdpamu. Hampumep: 05-12, roe 05 -
0003HaYeHNE CTPYKTYPHOTO NOApa3iesieH s, 12 - MopsAAKOBEIM HOMEp 3arojoBKa Jeja 0 HOMEHKJIAType.

B rpady 2 HOMEHKIAaTypHI A€ BKIIOYAIOTCS 3arOJIOBKH e (TOMOB, YacTeil).

3aroyioBOK JAeiia JI0JKEH 4eTKO, B 00001meHHOH (hopMe OTpakaTh OCHOBHOE COJIEpKAaHUE M COCTAB IOKyMEHTOB
Jena.

He nomyckaercsi ymoTpebiieHHe B 3arojoBKE Jiela HEKOHKPETHBIX (OPMYIHPOBOK («pa3HbIE MaTepHalbD»,
«oO011ast IepenycKay), a TAKXKE COKPAIIEHHBIX CI0OB M COKPAIIEHHBIX HAaMEHOBaHHUH.
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3aroJioBOK Jiejia COCTOMT M3 AJIEMCHTOB, PACIIOaracMbIX B CICIYIONICH MOCICIOBATEIEHOCTH: HA3BaHUE BUA
nena (Mepenucka, >KypHall) WM Pa3HOBHIHOCTH JOKYMECHTOB (IPOTOKOJEI, MPHKa3bl); Ha3BaHHE YUPEHKIACHUS,
KOTOpPOMY OYIyT aJpecoBaHbl WIM OT KOTOPOTO OyIyT IMOJYyYCHBI JOKYMEHTHI (ampecaT WM KOPPECHOHICHT
JIOKYMEHTa); KpaTKoe COJCp)KaHHWE TOKYMEHTOB JeJla; HA3BaHUE MECTHOCTH (TEPPUTOPHH), C KOTOPOIl CBSA3aHO
CoJiepKaHue JOKYMEHTOB Jiena (MpH HeoOX0AMMOCTH); naTa (MEPUOT), K KOTOPOH OTHOCSITCS JOKYMEHTHI Jiena (pu
HEO0OXOTUMOCTH).

B 3arosioBkax [ieln, colepKaiiuxX JOKyMEHThI [0 OJHOMY BOMPOCY, HO HE CBSI3aHHBIX MOCJIEAOBATEILHOCTHIO
WCIIOJHEHHsI, B Ka4eCTBE BUJA Jella yIMOTPEONseTCs TEPMUH «JOKYMEHThI», a B KOHIIE 3aroJioBKa B CKOOKax
YKa3bIBAIOTCSI OCHOBHBIC PA3HOBUIHOCTH JOKYMEHTOB, KOTOpbIC IOJDKHBI OBITH CTPYIITUPOBAHbI B Jeje (IUIaHbI,
crnucky, noknaael). Hampumep: JTOKyMEHTBI O IPOBEACHHH CEMUHAPOB, KOH(EpeHIMi (IaHbl, CIIUCKH, AOKJIAJIbI,
UHPOPMALIIH).

B 3arosoBkax Jiei, cofepKaliux MepernucKy, YKasbBaeTCs, ¢ KM H [0 KaKOMY BOIPOCY OHA BEJCTCS.

B 3aronoBkax Jen, conaepXKamux TEPENHCKy C OTHOPOJIHBIMH KOPPECIOHICHTAMH, TOCICIHHE HE
YKa3bIBaIOTCS, & YKa3bIBaeTCs MX oOIiee BUIoBOe HazBanue. Hampumep: [epenuicka ¢ apXUBHBIME yUPEKICHUSIMH

B 3aromoBkax fen, CoOAEpXKAIIMX MEPEeNUCKYy C Pa3HOPOJHBIMU KOPPECIOHJEHTAaMH, IIOCIEAHUE He
nepeuncisitores. Hampumep: Ilepenucka o HarpaxaeHnu paOOTHUKOB, IPUCBOSHUH MTOYETHHIX 3BAaHUH.

B 3aromoBke nena ykasplBaeTCS KOHKPETHBI KOPPECTIOHICHT, €CJIM MEPENHCKa BENETCS TOJIBKO C HHUM.
Hanpuwmep: [epenmcka ¢ ['ocynapcTBeHHO#H HaJIOTOBOM CITy>K00H O...

Ecnu coneprkanne nena KacaeTcsi HECKOJIBKHX OJHOPOIHBIX aJIMHHUCTPATHBHO-TEPPUTOPHAIBHBIX CIUHHUII, B
3aroJIOBKE Jiea HE YKa3bIBAIOTCS WX KOHKPETHBIE HA3BaHMSA, a YKa3blBAaeTCs WX oOliee BHAOBOE Ha3BaHME.
Hanpumep: Ilepemnucka ¢ rmaBaMu rocyJapcTBEHHBIX aMUHHUCTpanii obnacTel o ....

Ecnmu copmepkaHue gena KacaeTcss OJHOW aJIMUHHCTPATUBHO-TEPPUTOPHANIBHON €IUHMIBI, €€ Ha3BaHHUe
yKa3bIBaeTcs B 3arojioBke nena. Hanpumep: Ilepenucka ¢ mapueit ropona bumikek o ...

B 3aronoBkax e, coaep KaliX IUIAHOBYIO MM OTYETHYIO JOKYMEHTAllMIO, yKa3bIBaeTCs MepHoj (KBapTal,
roj1) Ha (3a) KOTOpBIH cocTaBiieHbl IIaHbl (0TueThl). Hanpumep: ['o10BbIe MIaHbl (PUHAHCOBBIX MEPONPHUSITHIA.

Ecnu nemo OyzmeT cocTosTh M3 HECKOJBKHX TOMOB MJIM YacTed, TO COCTaBisfeTcd OOIIMil 3aroloBOK jAena, a
3aTeM, NpH HEOOXOJMMOCTH, COCTABILSIFOTCSl 3aroJIOBKM Ka)KJOro ToMa (4acTH), YTOYHSIOIIUE COJICpIKaHHe
3aroJioBKa Jaea.

3aroI0BOK HPMJIOKEHUS K ey, CHOPMUPOBAHHOTO B OTIEIBHBIA TOM, JOIDKEH COOTBETCTBOBATH 3ar0JIOBKY
MOMEIIEHHOTO B 3TOT TOM JIOKyMEHTA.

IMopsiok pacrookeHHs 3ar0JIOBKOB A€ BHYTPH Pa3AeioB U MOAPA3/IeNIOB HOMEHKIATYPHI JIE OIpeAesIeTCs
CTEINEHBIO0 B)KHOCTH JJOKyMEHTOB, COCTABISFONINX /IeNa, M UX B3aMMOCBS3bI0. B Havane pacnonararoTcs 3aroJloBKH
nen, conepxkaux OP/I.

3aroJIoBKH e MOTYT YTOYHATHCS B Iporiecce GopMHUpOBaHUS U 0OPMIICHUS JeJl.

I'pacda 3 HOMEHKIATYPBI A€ 3aMOIHAETCS 10 OKOHYAHHWHU KaJIeHJapHOTO To/1a.

B rpade 4 ykasbiBaroTcsi CpOK XpaHEHHs Jejla, HOMEpa CTareil MO MEepeyHi0, a MPH ero OTCYTCTBHU - TI0
TUNIOBOM WJIM NPUMEPHOM HOMEHKJIAType J€Jd WU COINIAaCOBAHHBIN ¢ LleHTpanbHON 3KCIEPTHO-IPOBEPOUYHOM
KoMHccHel pecrryOIMKaHCKOTO OpraHa yIpaBieHHUs apXUBHBIM JIEJIOM CPOK XpaHEHUSI.

B rpade 5 «IIpuMedanne» MOXKET yKa3bIBaThCS Ha3BaHUE IMEPCUHEH JOKYMEHTOB, KCIIOJB30BAHHBIX IPH
OTIpEZIETICHUN CPOKOB XPAaHEHHS JIeN, MPOCTAaBISIOTCA OTMETKH O 3aBEJICHHWH JeN, O NEepeXOomsdIiuX Jenax, o
BBIJICTICHUH JIeJl K YHHYTO)KEHHIO, O JIMIaX, OTBETCTBEHHBIX 3a (pOpPMHPOBAHME /), O Mepenade /eyl B ApPYroe
CTPYKTYPHOE HOAIpa3/elICHHE.

63. B Teuenue rosa B yTBEpKJICHHYI0 HOMEHKIIATYPY JIe71 BHOCATCS CBEACHUS O 3aBE/ICHHUH JIe, O BKIIOUCHUN
HOBBIX fien1. ITo oKoHYaHWM rofa B KOHIIE HOMEHKIIATYPBI A€ AENaeTcs UTOTroBas 3alich O KOJINYECTBE 3aBEJICHHBIX
Jien (TOMOB).

§ 7. ®opmupoBaHme e

64. ®opmupoBaHHWE JENM - 3TO TPYNIHPOBKA HCHOJHEHHBIX JOKYMEHTOB B Jlela B COOTBETCTBHH C
HOMEHKJIATypOH 1€ U CUCTeEMaTU3aLusl IOKyMEHTOB BHYTpH J€a.

HcnonHeHHble ¥ 3aKOHYEHHBIE AEIOMPOM3BOJACTBOM JOKYMEHTHI AOJDKHBI B 10-IHEBHBI CpPOK cHaBaThCs
WCIIOJIHUTEIIEM, B 3aBUCHMOCTH OT NPHHATOW CHCTEMBI BE/ICHHS JICJIONPOU3BOACTBA, B CIIY)KOY JeIOMPOU3BOICTBA
WY JIMIaM, OTBETCTBEHHBIM 3a BEJCHUE JEJIONPOU3BOJICTBA B CTPYKTYPHBIX MOJPA3JIeNICHUsX, 111 (POPMUPOBAHUS
ux B Jena. Homep nenma, B KOTOpoe JODKEH OBITh MOALIMT AOKYMEHT, ONPEAENISeT PyKOBOJUTENb CTPYKTYPHOTO
NOJpa3/eNIeHHs] NI UCIIOIHUTENh B COOTBETCTBUU C HOMEHKIIATypOH Aeil.

KoHTponb 3a npaBUIbHEIM (POPMHUPOBAHHUEM JIEIT OCYIECTBISIETCS CITyKOOH IeI0npOn3BOICTBA.

65. B nmema moAmmMBaIOTCs TOJBKO MCIIONHEHHBIE TOKYMEHTHI, HA KOTOPBIX 3alI0JHEH PEKBU3HUT 00 UCTIOIHCHUH
JIOKYMEHTa ¥ HalpaBJICHWU €ro B Aemo. JIUIo, oTBeTCTBEHHOE 32 (GOPMHUPOBAHKE e, IPHHAMAS TOKYMEHTBI IS
MOIINBKH, JT0JDKHO TIPOBEPUTH MIPABUIBHOCTH OQOPMIICHHS TOKYMEHTOB. Ecin JoKyMeHT 0(hOpMIIEH HETIPaBHIBHO
WM HeToo(hOpMIIEH, TO OH BO3BpamlacTcs HCIOJHUTETI0 Ha J0paboTKy. He momyckaeTcs BKIIIOUEHHE B JAETO
JIOKyMEHTOB, HE OTHOCSLIUXCS K HEMY.



B neno nomkHBI IPyNIUpPOBATHCA JOKYMEHTHI OJHOIO Kal€HAApPHOrO Iofa, 33 UCKIIOUEHHEM NEePEeXOAAIINX
Jgen (JIMYHBIX J1eJI, JOKYMEHTOB BBIOOPHBIX OpraHOB, JEMyTAaTCKUX TPYMI, Yy4eOHBIX 3aBeneHuil). Cuemyer
pa3fenbHO TPYIIUPOBATh B Jiesla JOKYMEHTHI IOCTOSIHHOTO M BPEMEHHBIX CPOKOB XpaHeHus. Kaxnoe neno gomkHo
cozeprkatb He Ooinee 250 nmuctoB (3-4 cM TommuuHbl). Eciii 1oKyMeHTOB OoJibllie, OHU JIENTCS Ha TOMA.

66. JlokyMEHTBHl BHYTpPH [eJla pacloJIaraloTCsi CBEPXY BHU3 B XPOHOJIOTHUECKOW, BOMPOCHO-IOTHYECKOI
MOCJIEI0BATEILHOCTH MJIH MIX COYCTAHHU.

PacriopsimnTenbHbIe TOKYMEHTHI TPYNIUPYIOTCS B Jiefia 110 BHAAM M XPOHOJIOTMH C OTHOCSIIMMHCA K HUM
npuitokeHusIMH. [Iprkassl Mo OCHOBHOH (IPOM3BOACTBEHHON) AEATEIBHOCTH M JIMYHOMY COCTaBY (hOPMHPYIOTCS
OTHEIBHO.

Bce mOKyMeHTBI OTYETHOTO M MH(OPMAIIMOHHOTO XapaKTepa IO MCIOJHEHMIO aKTa OpraHa rocyIapCTBEHHON
BJIACTH, HAXOJIIETOCS HAa KOHTPOJIE, MOANIMBAIOTCS B 3aBEJCHHOE HAa 3TOT akT Aeno. Eciom Ha akT memo He
3aBOAMIIOCH, TO OTYETHBIE JOKYMEHTHI MIOALINBAIOTCA B JEJI0 MEPENUCKH MTOCTOSTHHOTO CPOKa XPaHEHHUs 3a TEeKYLTUH
ToJ.

IlonoxeHus, HHCTPYKIUHU, YTBEPKIACHHBIE PACTIOPAIUTENBHBIMUA TOKYMEHTAMH, SIBIAIOTCS NMPUJIOKEHUAMHU K
HHUM U TPYIIHUPYIOTCSA BMECTE C YKa3aHHBIMH JOKYMEHTaMHU.

JIOKyMEHTBI KOJIIETHAJIBHBIX OPraHOB TPYHIMPYIOTCS B OAHO J€JI0 (IPOTOKOJBI U pEIIeHUs,, JOKYMEHTHI K
3aceqjaHusIM, IOBECTKA JHA, CIIPaBKH, 3aKJIFOYEHHUS, IPOEKTHI PELICHHUIN).

ITpoTokonel pacmosararoTcs B Jiefie B IPSMOM XPOHOJOTHYECKOM TIOpsAKe M Mo HomepaMm. Hymepyrorcs B
mpesenax KaleHAapHoro rona. JIOKyMeHTBI K 3acefaHHMsM CHCTEMAaTH3UPYIOTCS II0 HOMEpaM MpPOTOKOJIOB
3acelaHnil M TOALIMBAIOTCS BCIIET 38 IPOTOKOJIOM.

ITpoToxo:bl BEIOOPHBIX OPTAHOB M OOIIECTBEHHBIX OPraHU3alMi HyMEpYIOTCS B Mpeneiax CpoKa, Ha KOTOPBIH
n30paH NaHHBIH OONIECTBEHHBIN OpraH.

JIOKyMeHTBI B JIMYHBIX JejlaX pacHojararoTcd MO Mepe UX MOCTYIUICHHS: 3asBIEHHE O MpHeMe Ha paborty,
JIUCTOK IO YYeTy KaapoB, aBToOWOrpadus, JOKYMEHThI 00 00pa30BaHMM, XapaKTEPUCTHKA, PE3IOME, BBITUCKU U3
MPHUKa30B O Ha3sHAUCHHM, NEPEMEIIECHUH, YBOJbHEHUH, AOTOJIHEHHE K JIMYHOMY JIUCTKY, JOIOJHEHUE K JINYHOMY
JIeTy 110 y4eTy NOOLIPEHUH.

[IpennosxeHus, 3asBIEHUS U KaJ00bl TpakJaH IO BOMpocaM paboThl YUPEKICHUH U Bce JTOKYMEHTHI IO HX
PacCMOTPEHUIO U UCIIOJHEHUIO TPYIIIHPYIOTCS OTACIBHO OT 3asBJICHUH IPpaX</1aH 110 JUYHBIM BOIIPOCaM.

Ileperncka rpymmmpyeTcss 3a HEpHOA KalCHIAPHOTO TOJAa W CHCTEMATHU3UPYETCS B XPOHOJOTHYECKOH
MIOCJICIOBATENIFHOCTH; JAOKYMEHT-OTBET MOMEIIAETCs 3a JOKYMEHTOM-3ampocoM. B 3aBucmMocTH OT crieruuku
JEATEIIBHOCTH YUPEXKICHHUS TIEPEIICKa MOXKET IPYNIHPOBATHCS 3a yUeOHBIH T'o/l, CPOK CO3bIBA BEIOOPHBIX OPTaHOB.

Ileperncka ¢ TNPaBUTENBCTBEHHBIMH M BBIMICCTOSIIMMHU YUPEXKICHUSAIMH BENETCS OTACIBHO W IIpH
HEOOXO0ANMOCTH IPYMITUPYETCS 10 KOHKPETHBIM BOIPOCAM.

[TnaHbl, OTYETHI, CMETHI, MITATHBIC PACHHMCAHMS TPYIIIUPYIOTCS OTAEIBHO OT IPOEKTOB ITHX JAOKYMEHTOB M
(hopMupyIOTCA B ZieTla TOTO I'ojja, Ha KOTOPBIN MIIM 32 KOTOPBIA OHU COCTABJICHBI, HE3aBUCUMO OT JAT COCTAaBJICHUS U
YTBEPIKICHHUS.

§ 8. Oopmienne e

67. lena yupesxaeHus nojiiexxar ohOopMIICHUIO IIPU MX 3aBEACHUM U 10 3aBepiueHuu roga. OdopmieHue rena
- 9TO MOATOTOBKa jAejia K xpaHeHHo. OdopmiieHre aen MpoBOAUTCS PabOTHUKAMH CIIy>KObI JIEJIONTPOM3BOACTBA U
COOTBETCTBYIOIINX CTPYKTYPHBIX TOJpa3JelieHUH, B O05M3aHHOCTh KOTOPBIX BXOJHT 3aBEACHHE W (OPMHUpPOBAHHE
JieN, TPH METOJMYECKOH IOMOIIM W TOA KOHTPOJIEM apXuBa YUYPEXKJICHUS, a NpH HEOOXOIUMOCTH - H
COOTBETCTBYIOIIETO FOCY1apCTBEHHOIO apXUBA.

B 3aBucuMOCTH OT CPOKOB XpaHEHHs IPOBOJMTCS IIOJHOE MM 4acTHYHOe odopmienue nen. [lomHomy
0oGOpPMIICHHIO TIOAJISKAT JieJla IOCTOSHHOTO, BpeMeHHoro (cBeimie 10 5eT) XpaHEHHs W 1O JMYHOMY COCTaBy.
[TosHOE OOpMIIEHUE AeNa IPeLyCMaTPUBACT:

- HyMEpaIIUIO JIUCTOB B JIEJIE;

- COCTaBJICHUE BHYTPEHHEN ONUCH;

- COCTaBIICHUE 3aBEPUTEIBHON HAANUCH AENa;

- OJIIMBKY U NEPEIVIET JeJIa;

- BHECEHHE M3MEHEHNUI B PEKBU3UTHI O0JIOKKH Jiena.

Jena BpeMeHHOTO cpoka (10 10 JieT BKIIOYUTENHFHO) XpaHEeHHs TI0/JIekKaT YaCTHIHOMY 0(hOPMIICHHUIO:

- Jiena I0MyCKaeTcs XpaHUTh B CKOPOCIINBATENSX;

- HE IPOBOANTCS NEPECUCTEMATU3ALMS JOKYMEHTOB B JIEIIE;

- HE HyMEpYIOTCS JIUCTHI JIeNa;

- HE COCTABIISIIOTCS 3aBEPUTEIbHBIE HANMUCH.

68. Hymepamms nnCTOB NpPOBOAUTCA B IENAX oOecmedeHWs COXPAaHHOCTH W 3aKpeIIieHHWsS MOopsaKa
PacmoJIOKCHUA OOKYMCEHTOB, BKIIOYCHHBIX B J€JIO. Bce JIMCTBI, KPOME€ JIMCTOB 3aBepHTean0171 HaaAIIuCu H
BHYTPEHHEH OIMCH, HyMepyIoTcs apaOCKUMH nudpaMu BaJIOBOM HyMepalied B IpaBOM BEpXHEM yTIIy, HE 3a/eBast
TEKCTa TOKYMEHTOB, IPOCTHIM KapaHIAIllloOM HUJIM HyMEPATOPOM.

JIncter JACJI, COCTOAINUX W3 HCCKOJIBKMX TOMOB HIIN qaCTeﬁ, HYMCPYIOTCA 1O KaXJIOMY TOMY WK 4YaCTHU
otaenbHo. Jluct Gosbinoro hopmara, MOAMIMBACTCS 32 OJMH Kpall M HyMEpyeTcst Kak OJIMH JIUCT B IIPaBOM BEpXHEM



yriy. JIoKyMeHTBI ¢ COOCTBEHHOM HyMepalueil JIMCTOB, B TOM YHCJIC NeYaTHbIC M3aHMs, HyMEpYIOTCS B 00IieM
HOPSIKE.

dotorpadum, yepTexH, IUarpaMMbl U JpYrHMe HMIUTIOCTPATHBHBIE M  CHEHU(UYECKHUE JTOKYMEHTHI,
NPE/ICTABIISIONINE CaMOCTOSTEIBbHBIHN JIMCT B Jiejie, HyMEPYIOTCSl Ha 000pOTHOI CTOPOHE B JIEBOM BEPXHEM YIIIy.

[MoqmmTeie B Je10 KOHBEPTHI C BIOKEHHUSMH HYMEPYIOTCS CIEAYIOIMM 00pa3oM: CHaudaia KOHBEPT, a 3aTeM
OUYEepETHBIM HOMEPOM Ka)KI0€ BIOKEHNE B KOHBEPTE.

[TpunoxkeHns K ey, NOCTYNMBINKE B IIEperuieTe, OGpOpMIIIOTCA KaK CaMOCTOSITETBHBIH TOM M HyMEpYIOTCS
OTHEIBHO.

BHyTpeHHsIs OmuCh JieNla COCTaBISIETCS IIPH HEOOXOAMMOCTH, Ha OTACIBHOM JIHCTE. JINCTHI BHYTpEHHEH OIicH
HYMEPYIOTCS OTAEIBHO.

69. Ilocne 3aBepIIeHN HyMEpAaLUH JINCTOB COCTABIIAETCS 3aBEPUTENbHAsS HAINCh, KOTOpas paclojaracTcs B
KOHIIE 7iena (mpuiioskenue 24). 3aBepuTesbHAs HAAMKMCh COCTAaBISIETCS B JIeNie HA OTJEILHOM JIMCTE-3aBEpHUTEIIe
nena. B 3aBepurenbHON Haamucw 1udpaMu M MPONUCHIO YKa3bIBAIOTCS KOJIMYECTBO JIUCTOB B JIAHHOM Jielie,
KOJIMYECTBO JINCTOB BHYTPEHHEH OMKCH, OCOOCHHOCTH OTAEJBHBIX JTOKYMEHTOB (YepTexH, poTorpaduu, pucyHKH).

3aBepuTesbHAs HAIKCh TOAIMICHIBACTCS €€ COCTABUTENEM, C YKa3aHUEeM paclIu(POBKH ITOJIHUCH, TOKHOCTH
Y J1aThl COCTABJICHUSL.

70. JlOKyMEHTBI, COCTaBISIIOLIME JE€N0, NOALIMBAIOTCS Ha 3-4 Mpokoia B TBEPAYI OOJOXKY WIH
MEPETUIETAIOTCS. ¢ YYETOM BO3MOXHOCTH CBOOOZHOTO YTEHHUS TEKCTa BCEX JOKYMEHTOB. [IpH mMoOAroToBKe Oenm K
MOAIIMBKE (TIEpeIrIeTy) METAUINIECKHE CKpEeTIeHNs (OyJIaBKH, CKPETIKH) U3 JOKYMEHTOB yJaJISIFOTCSI.

71. Ha o6moxke nena (mpuJjioskeHune 25) yKa3pIBalOTCS:

- HANMECHOBAaHHUE TOCYAaPCTBEHHOTO apXHBa;

- HAaNMCHOBAHHUE YUPEXKICHUS U CTPYKTYPHOTO TTOIpa3ICICHUS;

- Ne nena;

- Ne Toma;

- 3ar0JIOBOK JIENa;

- aTa;

- KOJIMYECTBO JINCTOB;

- CPOK XpaHEHHUS;

- apXUBHBIN mHUQP.

VYka3bIBacTCsl Ha3BaHNE TOTO TOCYIapCTBEHHOTO apXHBa, B KOTOPBIH OyAyT nmepenaBaThCs ela Ha XpaHeHHE.

HanmeHnoBaHMe ydpeskaeHHS YKa3bIBAaeTCsl MOJHOCThIO, B UMEHHUTENBFHOM Majeke. Ecim yupexneHue mmMeer
opurmanbHO TPUHATOE COKPAIIEHHOE HAaWMMEHOBaHWE, TO OHO YKa3blBaeTcd B CKOOKax IIOCIE IIOJTHOTO
HaNMECHOBAHUSL.

3arooBoOK Jies1a Ha 00JI0)KKE TIEPEHOCUTCS M3 HOMEHKJIATYPBI JIe]T YUPEKACHHS.

Jlara Ha 00JI0KKE JTOJDKHA COOTBETCTBOBATh IOJIy 3aBEJCHHUS U OKOHYaHMs Jena. OHa ohopMIIsieTCs! CIOBECHO-
udpoBeiM criocoboM. [latoii nen, coiepikaliux paclopsAUTEIbHYI0 JOKYMEHTAIHIO, SIBISIOTCS KpalHUE NaThl
JIOKYMEHTOB Jena (4HCilo, MeCsI, ToJ) PErHcTpaluu (COCTaBICHHS) CaMOTO PaHHETO0 M CaMOTO IO3IHETO
JIOKyMEHTOB, BKJIIOYEHHbIX B jeno. Jlaroil pnenma, cojepiKamiero MHPOTOKOJIBI 3acelaHuid, SIBJISIOTCS JaThl
COCTaBJICHUsI TIEPBOTO M IMOCIEIHEro Npotokoisia. JlaToil TMYHOro jena sBJSIOTCS AaThl HOANUCAHUS IPUKA30B O
IpHeMe U YBOJIbHEHHH JIMIA, HA KOTOPOE OHO 3aBECHO.

KonmuecTBo MCTOB B Aes1e IPOCTABISIETCS Ha O0JIOKKE Jiesla B COOTBETCTBHH C 3aBEPUTEIBHON HAAIHUCHIO.

PexBU3NT «CpOK XpaHEHUs Jena» IEepPeHOCUTCS! Ha O0JIOXKKY JIeNa M3 COOTBETCTBYIONIEH HOMEHKIATYPBI Jedl.
Ha nenax mocTossHHOTO XpaHEHHS MHUIIETCS: «XPAaHUTh IIOCTOSHHOY.

ApxuBHBIH mHUdp rena (COCTOUT U3 HOMepa (OH/A, HOMEpa ONKMCH W HOMEpa Jiela MO OITMCH) Ha OOJ0XKKax
JIeT TIPOCTaBIISIETCSl KapaHAalIoM, a nocyie yrepxkaeHus onuceit DIIMK cooTBeTCTBYIOIIET0 rocyAapCcTBEHHOTO
apXMBa - YePHUIAMH.

72. Ilo oKOHYaHHU rojia B HAANUCH Ha OOJIOKKAX JeJ MOCTOSHHOTO M JOJTOBPEMEHHOTIO XPaHEHHs BHOCSTCS
YTOUHEHHUS: TPOBEPSETCS COOTBETCTBHE 3aroJIOBKOB JIeJ Ha OOJIOKKE COAEPIKAHUIO MOALIMTHIX JOKYMEHTOB. B
HEOOXOJMMBIX CIIy4asX B 3arojiOBOK Jiefla BHOCSTCS JOTOJIHUTENIbHbIC CBeleHHs (TPOCTaBISIOTCS HOMepa
MPUKA30B, MPOTOKOJIOB).

IIpu M3MEHEHWM HAMMEHOBAHHUS YUPEKACHHS B TEUCHHE IEepPHOJia, OXBAThIBAEMOI0 JOKyMEHTaMH Jeja, Ha
O0JIOXKKE JIONMCBHIBAIOTCS HOBBIC HAMMEHOBAHMS YUPEXKACHHS WIM YUPSKICHUS-TIPEEMHUKA, a IIpexKHee
3aKJTI0YaeTCs B CKOOKH.

§ 9. Opranusanys onepaTHBHOIO XPAHEHUs JOKYMEHTOB

73. C MOMeHTa 3aBeJICHHs U JI0 TIEPEeAadyr B apXUB YUPEXKICHUS Jea XPaHITCs M0 MECTy UX (pOpMHPOBAHHMSI.
PykoBoguTenn CTPyKTypHBIX NOApA3feNeHUH W COTPYAHHUKH, OTBEYAIOIIME 3a JEJIONPOM3BOJICTBO, OOS3aHBI
obecreunBaTh COXpPaHHOCTh JOKYMEHTOB H €71

B messix moBBIIICHHUS ONEPATHBHOTO IOMCKA JTOKYMEHTOB Jiefla paclojiararorcs B mkagax B COOTBETCTBUH C
HOMEHKJaTypor nen. HomeHkmaTypa Jien nin BBIIHCKAa W3 Hee MOMeIaeTcs Ha BHYTpeHHel cropone mkada. Ha
KOpEIIKax 00JIOKEK /e yKa3bIBAIOTCS MHIEKCHI IO HOMEHKIIAType Jell.
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3aBepLICHHbIC JieNa TOCTOSTHHOTO M A0JroBpeMeHHOro (cBbiuie 10 JieT) CpoKOB XpaHEeHUs! XPaHATCS 110 MECTY
ux GopMUpOBaHUA He OoJiee TPEX JIET, a 3aTEM CHIAIOTCS B APXHB YUPESIKACHHS.

74. Bblmaua Jnenm JApPYruM  TMOJpPA3AEiICHUSM MPOU3BOJMUTCS C paspelleHHUsT PYKOBOIUTENS —CITy»KObI
JIeTIONPOU3BOICTBA. Bhimaua aen cOTpyAHMKaM TOApa3JeNieHui Al paboThl OCYLIECTBISICTCS MOJ PACIHCKY B
CHeUaIbHOM KypHane. Jlena BbIIaroTcsi BO BPEMEHHOE MOJIb30BAaHUE COTPYAHHKAM CTPYKTYPHBIX MOJpa3/eIeHuUH
Ha CpPOK He Ooiniee omHOTO Mecana. [locine ncteueHns yka3aHHOTO CpOKa AETI0 JOJKHO OBITh BO3BPAIICHO HA MECTO
€ro XpaHEHMUS.

CTOpPOHHUM YYpPEKACHHUAM Jiefla BBIJAIOTCS HAa OCHOBAaHMM HX IHCHMEHHBIX 3alpoCOB C pa3pelieHHs
PYKOBOAUTENS YIPEKACHHUS WM €TO 3aMECTUTEIS, KypPHPYIOIIETO CIyKO0y IeNONpON3BOACTBA, 1O akTaM. M3bsaTne
JOKYMEHTOB U3 €] IOCTOSIHHOTO XPAaHEHHUs HE JJOIYCKaeTCsl.

§ 10. IToaroToBKa JOKYMEHTOB K Ilepeadye B apXUB YUpekKICHHU

75. TloAroToBKa JOKYMEHTOB K IEpeiadye B apXWB YUPEXICHHsS BKIIOUAeT B ceOsl MPOBEICHUE IKCIIEPTH3BI
LIEHHOCTH JOKYMEHTOB, COCTaBJIEHUE U 0(hopMIICHHE OmHcel Jiell, 0hOopMIICHHE aKTa 00 YHUUTOXEHUH JOKYMEHTOB
U JIen.

76. DxcnepTu3a LEHHOCTH JOKYMEHTOB - 3TO OIpeJeNIeHUe [IEHHOCTH JOKYMEHTOB B LIEJISX YCTaHOBJICHHUS UX
CPOKOB XpaHEHHs U 0TOOpa I JanbHeimero xpaneHuss. OHa MPOBOAMUTCS HA OCHOBE THIIOBOTO M BEJIOMCTBEHHBIX
nepeyHel TOKyYMEHTOB C YKa3aHHEM CPOKOB XPaHEHHS M HOMEHKIIATYP Jel.

Jnst opraHW3alMl W TIPOBEACHMS 3KCIEPTH3bl LEHHOCTH JOKYMEHTOB M OTOOpa WX Al Ieperadd Ha
TOCYZAapCTBEHHOE XpaHEHHE, a TakKe KOHTPOJS M OKa3aHUs METOAMYECKOW MOMOINIM B MPOBEICHUH SKCIEPTHU3BI
[IEHHOCTH JIOKYMEHTOB B YUPEXKICHUSIX OTPAciH (CHCTEMBI) CO3JAIOTCSI NMOCTOSHHO JCHCTBYIONINE ICHTpPAJIbHbIC
skcnieptHbie komuccuu (I19K).

B oCTanbHBIX YUPEKAECHHUAX IKCIEPTH3a IIEHHOCTH JOKYMEHTOB, OTOOp WX Ul XpaHEHUsS OCYLIECTBISIOTCS
MOCTOSIHHO JEWCTBYIOUTUMHU dKCIEpTHBRIME Komuccusamu (OK).

3K (3K) yupexneHus SIBISCTCS COBCHMIATCIbHBIM OpPraHOM, paboTaeT B MOCTOSHHOM KoHTakTe ¢ DIIMK
COOTBETCTBYIOIIETO I'OCYJapCTBEHHOIO apXHBa U MOJIyyaeT 0T Hee HEOOXOAUMbIe OpraHN3aI[MOHHO-METOJMYECKIe
yKa3aHUsL.

Oyukmnn u npasa LIDK (3K), a Taxke opraHmzanus ee pabOTHI OIPEACISIFOTCS MTOJIOKEHIEM, YTBEPKIaeMbIM
PYKOBOAUTEIEM YUPEKICHHS TI0 COTJIACOBAHUIO C COOTBETCTBYIOIIUM I'OCYAaPCTBEHHBIM apXHBOM.

OcuoabiME pyHKIMAME LIDK (OK) yupexxneHuns sSBisroTcs:

- OpraHM3aIys eKET0JHOTO0 0TOOPa TOKYMEHTOB JUI XpaHEHNS;

- pacCMOTpEHHUE TOAOBBIX PA3/EIOB OMKCEH el MOCTOSHHOTO XPaHEHHs, ONMCEH el BpEMEHHOTO XpaHEHHs
(cBpime 10 er), B TOM 4HCIE U TO JJUYHOMY COCTaBY, aKTOB O BBIJIEJICHUH K YHHUTO)XKEHHIO JOKYMEHTOB H JIeJI, HE
MOJUIEXKAITNX JalbHEHIIEMY XpaHEHHUIO;

- yJacTHe B MOJATOTOBKE M PACCMOTPEHUH IMPOEKTOB HOPMATHBHBIX TOKYMEHTOB M METOJIUYECKUX Pa3paboToOK
0 BOIIPOCAM OPTaHU3alMU JOKYMEHTOB B JICTIONPOM3BOJICTBE M PabOTHl apXHUBOB yUPEXKAECHUH (HOMEHKIATYp Je,
nonoxeHuit 06 DK u apxuBe yupexaeHuil);

- METOJMYECKOE PYKOBOACTBO U KOHTPOJIb 32 AeATeNIbHOCTHI0 DK MOIBETOMCTBEHHBIX YUPEKACHUI.

B cBoeit pabore IIOK (OK) yupexkmenuss pykoBojacTByercss 3akoHoM Keipreickoir PecmyOmuku «O
HannonansHoMm apxusHOM (oHzae Keipreizckoii PecrryGumkmy», yka3aHUsIMH U peKOMEHIALUSIMHA PeCITy OIIMKaHCKOTO
OpraHa yIpaBJIeHHUs apXUBHBIM JIEJIOM U IT0/IBEIOMCTBEHHBIX €My FOCYIapCTBEHHBIX apXHBOB.

OKcnepTHas KOMHCCHSL —CO3JaeTcss IPHKA30M  PYKOBOJUTENS — YUPEeXXISHHS M3 4ucina Haubolee
KBaIN(UINPOBAHHBIX paOOTHUKOB, B KOJMUYECTBE HE MEHee Tpex 4eloBek. B coctaB DK B 00s3aTenbHOM MOpsAKe
BKJIIOYAETCsl 3aBEAYIOIIMA apXWMBOM WJIM JIMIO, OTBETCTBEHHOE 3a apxuB, a B coctaB LIOK - mpeacraBurens
COOTBETCTBYIOIIETO rOCYTapCTBEHHOTO apXUBa.

IIpencenatenem LIOK (OK) yupesxnenus Ha3HAYaeTCs OJUH U3 PYKOBOSIINX PAOOTHUKOB.

DK (OK) yupexaeHus paboTaeT B COOTBETCTBHM C ILIAHOM pabOThl, YTBEP)KAAEMBIM PYKOBOJHUTEIEM
YapexIeHUs. 3aceJaHus KOMICCHH MPOTOKOIUPYIOTCSI.

OKcIepTr3a eHHOCTH JOKYMEHTOB IIPOBOANTCS B JICIONPON3BOICTBE M B APXUBE YUPEIKIACHUS.

OKcrepTu3a EHHOCTH JOKYMEHTOB B JEJIONPOU3BOJICTBE JODKHA OCYIIECTBIITHCA €KErOJHO pPabOTHUKAMHU
ciryObl  enonponsBoacTBa coBMecTHO ¢ LIOK (OK) yupexnenus moj HEMOCPEACTBEHHBIM PYKOBOJCTBOM
BEJOMCTBEHHOTO apxuBa. [Ipu 3TOM B CTPYKTYPHBIX MOAPa3AEICHUSAX OCYIIECTBIISIOTCS:

- 0TOOp JOKYMEHTOB IIOCTOSHHOTO M BpeMeHHoro (cBbime 10 Jier) XpaHeHHs A Iepeladyd B apXuB
YUPEKICHUS;

- 0TOOp JIOKYMEHTOB BPEMEHHOTO CPOKa XpaHEHMs, MOJISKAINX JajdbHEHIIeMy XPaHEHUIO B CTPYKTYpPHBIX
HOJpa3eNeHHSIX;

- 0TOOp W BBIJIENIEHNE K YHHITOKEHHUIO JIeJ, CPOKH XPaHEHHUS KOTOPBIX UCTEKIIH.

ApXUB yupexIeHHUs (BEIOMCTBEHHBIN apXHB) IMPOBOIUT SKCIIEPTHU3Y IIECHHOCTH JOKYMEHTOB IPH 0TOOpE MX Ha
TOCyIapCTBEHHOE XPaHEHHE.

B ciydae o6HapyXeHHs HEJOCTAa4l TOKYMEHTOB JOJDKHBI OBITH IPUHATH MEPHI TI0 HX PO3BICKY.

ITo pe3ynpTraTam 3KCHEPTH3H! IEHHOCTH JTOKYMEHTOB B YUPEXK/ICHIH COCTAaBIISTIOTCS:

- OIMCH JIe]1 HOCTOSTHHOTO CPOKa XPaHEHMUS;
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- OIUCH J1e)I BpeMeHHOro (cBblie 10 JieT) XpaHeHus:;

- OIMCH JIe]1 IO TUYHOMY COCTaBY;

- aKThI O BBIICJICHUH JOKYMEHTOB K YHHUTOXECHHUIO.

77. Ha 3aBeplieHHBIE AeTa MOCTOSHHOIO, BpeMEHHOTo (cBblmie 10 J1eT) XpaHEHUs U [0 JUYHOMY COCTaBy,
MpPOILEAIINE IKCIEPTU3Y IEHHOCTH, COCTABIIAIOTCS FOJJOBBIE pa3Aeibl OMICEH.

OO0s3aTebHBIMHA AJIEMEHTAMH OIMCH IEJ SIBJIAIOTCSA: TUTYJIBHBIM JUCT (MpHJo:keHue 26), MpeaucCIOBHE,
CIFICOK COKPAIIEHHBIX CIIOB (TP HEOOXOIUMOCTH).

TuTynpHBIA JMCT K OIMCH COCTaBISIETCS NpU IEPBOM Iepelnadye [en B rocyJapCTBEHHBIM apxuB. [lpu
MOCJIEAYFOLIECH TIepeaatde A€ OH AOMOTHIETCS.

B npenucnoBun K onucn u3mararoTCs:

- HCTOPHS YUPEXKACHUS, HCTOpHS (OHIa;

- COCTaB ¥ COJICpKaHKEe JOKYMEHTOB omucH ((hoH/a);

- ocoOeHHOCTH (POPMUPOBAHUS, ONTUCAHHS U CUCTEMATH3aLUuH JIe;

- COCTaB CIIPaBOYHOTIO anmapara K OIHCH.

ITpu cocraBieHNH omucH JieN COOJIONAIOTCS CIIEAYIONIHE TPEOOBAHUS: KaXKA0€ JIeNI0 BHOCUTCS B ONHUCH I1OJ
CaMOCTOSATENBHBIM MOPSIKOBBIM HOMEPOM (€C/IM JEJ0 COCTOMT W3 HECKOJIBKHX TOMOB (YacTeil), TO KaXIbli TOM
(gacTh) BHOCHTCS B OIIMCh MO/ CAMOCTOSTEIFHBIM HOMEPOM); MOPSIIOK HyMEpaluu A€ B ONKCH - BAJIOBBIN; rpadbl
OIIMCH 3aIlOJHIIOTCS B TOYHOM COOTBETCTBHH C TEMH CBEJICHHSIMH, KOTOPBHIE BBIHECEHBI Ha OOJIOKKY A€Na; MpH
BHECEHHWH B OIHCH MOJPS HECKOIBKUX A€ ¢ OAMHAKOBBIMH 3ar0JIOBKaMH ITUIIETCS TOIHOCTHIO 3ar0JI0BOK MEPBOTO
JieTia, a BCE OCTalIbHbIE OJHOPOJHbIC Aena 0003HadaroTcs cinoBaMu «To xe», IpH 3TOM APYTHe CBEACHHS O Aeiax
BHOCSITCSI B OITUCH ITOJIHOCTHIO M Ha Ka)KAOM HOBOM JIFCTE ONMCH 3arojOBOK BOCIPOW3BOJIUTCS MOJIHOCTHIO; Ipada
OIIHCH «IPHMEYaHHE» HCIIONb3YyeTCs Ul OTMETOK O IpUEeMe JIeNl, OCOOCHHOCTAX MX (PU3NYECKOro COCTOSHHSA, O
nepeaaye aei APYrUM CTPYKTYPHBIM MOIPa3IeICHHSIM CO CChUIKON Ha HEOOXOIUMBII aKT, O HATMUUHU KOIHH.

B xonune omnucu Beiel 3a IOCIHEAHEH OINUCATENIBHOM CTaTbeM MAENAcTCsl UTOroBas 3allCh, B KOTOPOM
yKa3bIBAlOTCS (LU(ppaMU U NPOIUCHIO) KOJIMYECTBO A€, YUCISIINXCS 10 OIUCH, TIEPBBIIl U MOCIEAHUI HOMepa Ae
[0 OIHCH, a TAaKXKe OrOBApUBAIOTCA OCOOCHHOCTH HyMEpaluH el B ONMHCH (JUTEpHble HOMEpa U IPOMyIICHHBIE
HOMeEpa).

Onmcu e NOCTOSHHOTO CPOKa XPaHEHUS COCTABILIIOTCA B 4 3K3eMIULIpax, MOANUCHIBAIOTCS COCTaBUTENIEM U
JUIIOM, OTBETCTBEHHBIM 3a apxuB, cornacoBbBaroTca ¢ LIDK (OK) yupexnenms. Bce sk3eMIUIpsl ommcu B
00s13aTeIbHOM TIOpSAKE TPENCTaBIA0OTCS Ha yTBepkaeHrne DIIMK cooTBeTCTBYIOMEro rocyapcTBEHHOTO apXuBa
(mpuaoxenue 27). B TakoM jxe MOpSIKE COCTaBISIOTCS, OGOPMILIOTCS W PAcCMAaTPHBAIOTCS ONUCH Jell II0
JUYHOMY COCTaBy (IpUJiokeHue 28).

Ommcu Ha Jena BpEeMEHHOro cpoka xpaHeHHs (cBeimie 10 yet) (kpome ommced Aen MO JMYHOMY COCTaBY)
COCTABJIAIOTCS B 2 HK3eMIuIipax (mpmiaoxkenue 29). Onmucu Ha pacCMOTPEHHE APXUBHBIX YUPEKACHHH He
HaIpaBIIAIOTCS.

78. OTOOp MOKYMEHTOB M J€id K YHUYTOXKEHHIO odopmisiercss akrom (mpuioxkenue 30). AKTbHI
paccMatpuBatoTcss DK  yupexaeHus, MOMMUCHIBAIOTCS IpefcenaTelieM U €€ WICHAMH U YTBep)KIAroTcs
PYKOBOJICTBOM YUPEKACHUS TOJBKO IIOCIIE YTBEPXKACHHUS COOTBETCTBYIOIIMM I'OCYIAapPCTBEHHBIM apXHBOM OITHCEH
JIeNl TIOCTOSTHHOTO CpoKa XpaHeHHs. TOoIbKO TIOCie 3TOro YYpeKICHHE HMEeT MpaBO YHHYTOXKHUTH Jiena,
BKJTIOYEHHBIE B JJAHHBIE aKThI, B COOTBETCTBHHU C YCTAHOBJICHHBIM MOPSAIKOM.

§ 11. Ilopsigok nepegaun apxXuBOM YUpesKAeHHUs JOKYMEHTOB HA rOCy1apCTBeHHOE XpaHEeHHe

79. Joxymentsl HammonamsHOro apxmBHOro Qonma Keipremckoir PecnyOmukun mepemarorcs Ha
TOCYJAapCTBEHHOE XpaHEHHWE II0 HMCTEUCHHWH IPEJENbHBIX CPOKOB HMX XpaHEHHS B BEJIIOMCTBEHHBIX apXHBax,
ycTaHOBICHHbIX 3akoHOM Keipreickoir Pecny6nmuku «O HanwmonansHoMm apxuBHOM ¢oHae Keipreizckoit
PecrryOmikny:

- U1 JOKyMEHTOB yUPEXAECHUH peciyOIMKaHCKOTO 3HaUeHHs - 15 Jer;

- ISl TOKYMEHTOB YUPEXIeHUH 00iacTHOTO 3HaueHus - 10 neT;

- IUIs1 JOKYMEHTOB YUPEXKIEHUH palOHHOTO ¥ TOPOJICKOI0 3HaYEHMs - 5 JIET;

- ISl HAYYHO-TEXHUIECKOW JOKYMEHTAITNH - He Ooee 25 ner;

- JUIS @y TMOBU3YJIBHBIX M MAIIMHOYMTAEMBIX JOKYMEHTOB - 3 T0/1a;

- 751 JOKYMEHTOB IO JIMYHOMY COCTaBY, 3aIIMCEH aKTOB IPa)<1TaHCKOTO COCTOSIHUS U HOTapHUAJIbHBIX ACHCTBUM
- 75 ner.

Yka3zaHHBIE CPOKH UCUUCIISIIOTCS] CO BPEMEHHU CO3/1aHHs JOKYMEHTOB.

B cnydae orcyTCTBHS HEOOXOIAMMBIX YCJIOBHH Uit oOecriedeHHs: COXPaHHOCTH JIOKyMeHTHl HarmoHalsHOTO
apxuBHOTO (oHna Keiprei3ckoit PecriyOmiky MOTYT OBITH IepeAaHsl Ha TOCYIapCTBEHHOE XpaHEHHE 110 NCTECUEHHS
MpEJeTbHBIX CPOKOB HMX BEIOMCTBEHHOTO XPAHEHHUS MO COTIACOBAHMIO C COOTBETCTBYIOIINM TOCYIapCTBEHHBIM
ApPXUBOM.

80. JloKkyMeHTHI yUYpeKAECHUH - HCTOYHHKOB KOMIUIEKTOBAHMS TOCYNApCTBEHHBIX apXHWBOB MEpPEHalOTCs Ha
TOCyIapCTBEHHOE XPaHEHHUE 110 UCTEYCHNH yCTAaHOBJICHHBIX CPOKOB MX BEAOMCTBEHHOTO XPAaHEHHS B COOTBETCTBHU
¢ rpaduKkaMu, yCTaHaABIMBAEMBIMU PyKOBOANUTEISIMHU TOCYIaPCTBEHHBIX apXHBOB U YUPEKICHUH.
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JIOKyMEHTBI yUpeXJCHUI NepenaloTcsi B rOCyJapCTBEHHBIE apXMBBI 110 OIMCSIM, C MPOBEPKOH KOIMYECTBa
JMCTOB B Jienax. [Ipu nepenaue TOKyMEHTOB YUpEXKICHHEM B TOCYAapCTBEHHBIN apXUB MEPEAACTCsl TPH IK3EMILIIpa
omucu. Ha Bcex sK3eMIUIsIpax OMNMCH JEalOTCSl OTMETKH O NpHEMe JIOKYMEHTOB B T'OCYIApPCTBEHHBIH apXuB.
YeTBepThIN 9K3EMILISIP OMKCH BMECTE C IK3EMILISIPOM aKTa OCTAETCS B YUPEIKICHUH.

[IpuemM NOKYMEHTOB Ha rocyJapCTBEHHOE XpaHeHHE O(OpPMIIIETCS aKTOM NpHeMa-Tiepenadn (IpHJoKeHne
31), cocTaBIIeMBIM B IBYX K3EMIUIIPAX.

Ecin mpu mepenade oOHapyxeHa Helocradya AeN, TO HOMEpa OTCYTCTBYIOIIHMX Je1 OTOBAPHMBAIOTCS B aKTe
npHreMa-Tepeiadyll JOKYMEHTOB, IPUYHHBI HX OTCYTCTBHS - B IPHJIAraeMOM K aKTy CIPaBKe YUpeKICHHS.

B ciygae oOHapyxeHHsi OOJBLIOTO YHCIa OMMOOK B HyMEpaluH JIMCTOB Jell IpH Iiepeqade HX Ha
rOCyIapCTBEHHOE XpaHEHHE NMPOBOIMTCA MX NepeHyMmepanusa. Ctapble HOMepa 3a4epKUBAIOTCS M PAIOM CTABHTCA
HOBBII HOMep. B KoHIle fena cocTaBisieTcs HOBas 3aBepUTeNbHAs HAAINCh, CTapas 3a4epKUBaeTCs, HO COXpaHIeTcs
B JIelIe.

[Tpn HaNMYMYM OTJETBHBIX OIIMOOK B HyMEPALUH JIMUCTOB JIOIYCKAETCsl yHOTpeOICHHE IMTEPHBIX HOMEPOB.

T'maBa 5
OCOBEHHOCTH PABOTHBI C JJEKTPOHHBIMU JTOKYMEHTAMHAX

81. DmexTpoHHBIE MOKYMEHTHI CO3[AIOTCA, OOpabaThIBaIOTCA W XPaHATCA B CHCTEME 3JEKTPOHHOTO
JOKyMEHTO000poTa yupekaeHus. Enuanmer yyera 3JIeKTPOHHOTO TOKYMEHTa SIBIISICTCS AJICKTPOHHBIM OKYMEHT,
3apErHCTPUPOBAHHBIA B CUCTEME NIEKTPOHHOTO JJOKYMEHTO000pOTa yUPEKACHUS.

82. Ilpmem, perucTpanuss ¥ OTHpPaBKa JJIEKTPOHHBIX JOKYMEHTOB OCYLIECTBISIOTCS  CIyXOOH
JeTIONPON3BOACTBA. [IpM TMOMYYEHNM 3JIEKTPOHHBIX JOKYMEHTOB CIy)X0a [EeJONMpOM3BOACTBA OCYIIECTBISIET
MPOBEPKY IOUTMHHOCTH JJIEKTPOHHON HU(PPOBO NOAMHUCH.

83. Ilpu nepenade MOCTYMHUBIIMX 3JIEKTPOHHBIX JOKYMEHTOB Ha PAacCMOTpPEHHE PYKOBOAMTEINS YUPEKICHUS,
HalpaBJICHUU JJICKTPOHHBIX JOKYMCHTOB B CTPYKTYPHBIC MMOAPA3ACICHUSA W OTBCTCTBCHHBIM UCIIOJTHUTCIIAM,
OTIIpAaBKE JBJICKTPOHHBLIX JOKYMCHTOB W XpPAaHCHUHU OJICKTPOHHBIX JOKYMCEHTOB BMCECTE C JJICKTPOHHBIMU
JIOKyMEHTaMH TepealoTCsl (XpaHsITCs) X PETUCTPALMOHHbIC JaHHEIE.

84. Jlns mnoamucaHus OJEKTPOHHBIX JOKYMEHTOB HCIOJB3YIOTCS 3JEKTPOHHBIE IU(POBBIC ITOAIKCH.
Hcnone3yemble cpencTBa 3NEKTPOHHOIN In(pOBOIl MOMIICH JOKHBI OBITH CEPTH(UIIMPOBAHEI B YCTaHOBICHHOM
HOPSAIKE.

ITpn paccMOTpEeHNH 1 COTJIACOBAHUH 3JIEKTPOHHBIX IOKYMEHTOB B CHCTEME IEKTPOHHOTO JOKYMEHTO00OpOTa
YUPEXKICHUSI MOTYT HCIOJIB30BATHCS CIOCOOBI MOATBEPXKICHMS ACHCTBUI C 3JEKTPOHHBIMU IOKYMEHTaMH, NpPH
KOTOPBIX AJIEKTPOHHAS NU(POBas IIOAIICH HE UCIIOIb3YETCsl.

85. HcrnonHeHHbIE 3JIEKTPOHHbBIE JOKYMEHTBHI CHCTEMAaTH3UPYIOTCS B JieJla B COOTBETCTBUHM C HOMEHKJIATYPOii
nen yupexaenus. [Ipu coctaBieHnH HOMEHKIIATYPHI JIe] YKa3bIBae€TCA, YTO JIEJIO BEIETCS B JJIIEKTPOHHOM BUJIE.

9HCKTp0HHI)Ie JOKYMEHTHI, IMMOCJIC UX UCIIOJHCHUS, MOAJICKAT XPAHCHUTIO B YCTAHOBJICHHOM ITOPAAKE B TCUCHUE
CPOKOB, TPEAYCMOTPEHHBIX Ui aHAJIOTUYHBIX JOKYMEHTOB Ha OyMakHOM Hocutene. [locne ucTeueHus cpoka,
YCTaAHOBJICHHOTO JJId XPAaHCHUA DJICKTPOHHBIX JIEJI (SHEKTpOHHLIX }IOKyMeHTOB), Ha OCHOBAHHH aKTa O BBIACICHHUH
UX K YHHYTOXXCHHUIO, YTBEPKIAEMOTO PYKOBOJHUTENEM YUPEKACHHS, YKa3aHHbIC 3JIEKTPOHHBIE Jiesia (JIEKTPOHHBIC
JIOKYMEHTBHI) TIOJIe)KAT YHUUTOXKCHHIO.

IIpunoxenue 1

k THIOBOIl HHCTPYKIMHA
TI0 AEJOTIPOU3BOJICTBY

B Keipremsckoii PecmyOmike

IIpumepHBbIii IepeYeHb
HauboJ1ee ynoTpedJisieMbIX B yIpaBJeHYeCKOT /1esiTeJIbHOCTH BUI0B U pa3HoBuaHocTeil OPJ]

AKT - JIOKYMEHT, COCTABJICHHBI HECKOJBKHMH JIM[IAMH ¥ MOATBEP)KIAIOIINI yCTAHOBJICHHBIE (aKTHl H
COOBITHSL.

AHKeTa - TOKyMEHT, IIPECTaBISIONNI co00H TpadapeTHBIH TEKCT, COJEPIKAIINA BONPOCH 110 ONPE/IEICHHOH
TEeMe ¥ MECTO JJIsl OTBETOB (MJIM OTBETHI) HA HUX.

Beimucka - Konust 4acTH TEKCTOBOTO JOKYMEHTA.

I'paduk - TekcTOBOW MOKYMEHT, OTPaKAIOIIWH IUIaH pabOThl ¢ TOYHBIMHU IIOKa3aTeJsIMH HOPM M BpPEMEHH
BBINOJIHEHHS.

Joknan - JOKYMEHT, COJAEpKAaIlUM U3JI0KEHUE OMNPEIENCHHBIX BOIPOCOB, BBIBOJOB, MNPEUIOKEHUH H
MpeIHa3HaYeHHBINA IJIS YCTHOTO MPOYTEHUS.

JloknanHasi 3ammcKa - TOKYMEHT, aJpeCOBAaHHBIH PYKOBOJUTEIO JAaHHOTO WM BBIIIECTOSIIETO YUPESKICHUS,
COJIepIKaIMi 00CTOATENHLHOE U3JI0KEHNE KAKOTO-THO0 BOTIPOCa C BHIBOJAMH U NPEIIOKEHUSIMHA COCTABUTEIIS.

3aKioYeHne - JTOKYMEHT, COJEp Kalnii MHEHHE, BBIBOJ YUPEKACHUS, KOMHUCCHH, CIEIHAINCTa MO KaKOMY-
100 TOKYMEHTY WJIH BOTIPOCY.
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W3Bemenne - AOKYMEHT, HWHGOPMHPYIOIIMA O MPEACTOSINEM MEPONPUITHH (3acelaHuM, COOpaHuw,
KOH(EpEHLINH) ¥ COAEPIKAIMI IPEUI0KEHNE TPUHSATE B HEM Y4acTHe.

WHeTpyKnus - TOKyMEHT, H3JJaBaeMblii C 1IeJIbI0 Pa3bsICHEHHUS ITOPsAKa IPUMEHEHUS] HOPMAaTUBHOTO MPABOBOTO
aKTa.

O030p - TOKYMEHT, COCTaBJICHHBIH B LIEIAX MHPOPMUPOBAHUS MOJBEJOMCTBEHHBIX M APYTHX YUPESKACHUH O
pabote B TOI WM WHON OOJIACTH WIIN O AEATEIFHOCTH TPYIITHl YIPSKICHAH B OTPEACIICHHBIA IEPHOI.

OObsicHUTENBHAA 3amHCKa - 1) JOKYMEHT, MOSCHSIONIMHA COAEPXKAHUE OTACIBHBIX MOJIO0KEHHH OCHOBHOTO
JOKyMeHTa (IJIaHa, OTYeTa, MPOEKTa); 2) COOOIIeHrne ITOKHOCTHOTO JIHIA, TOSICHSIONIee Kakoe-IImOo NeicTBue,
(haxT, MpOUCIIECTBHE, IPEICTABIIEMOE BBIIECTOSIIEMY JOIDKHOCTHOMY JIUILY.

OT3bIB - JOKYMEHT, COJAEpPKAIINH MHEHHE YUPEKICHUS WIN CICIHUAINCTA 10 MOBOXY KaKOH-TnOO paboThl,
MPUCIIAHHON HA pacCCMOTpPEHHE.

OTyer - JOKYMEHT, COAEpXKAlMi CBEJEHHS O MOATOTOBKE W HPOBEAECHHHM paboT, 00 MTOrax BBINOJIHEHHMS
TUIAHOB, 33JaHKUH, KOMaHAWPOBOK M APYTHX MEPOIPUATHH, HPEICTABISIEMBbIH BBIIIECTOAIIEMY YUPEKICHUIO HIH
JIOJDKHOCTHOMY JIUILY.

[lepeuens - cucreMaTu3UpOBaHHOE EPEYHCIICHHE TOKYMEHTOB WM WHBIX MPEIMETOB, 0OBbEKTOB MM padoT B
LEJISIX paclpoCTPaHEHUs HA HUX OIIPEAEICHHBIX HOPM WIIN TpeOOBaHHH.

ITuceMo - 00001IEHHOE Ha3BaHUE PA3IMYHBIX 10 COAEPKAHUIO JOKYMEHTOB, CIYXAaIUX CPEACTBOM OOIICHHS
MEXKAY YUPEKICHUSIMHA, YACTHBIMH JIUIIAMH.

[Tman - JOKYMEHT, YCTaHABIMBAIOUIMH TOYHBIM I€pEYCHb HAMEYAEMBIX K BBIOJHEHUIO pabOT WM
MEpOIPUATHH, HX TOCIEI0BAaTEIbHOCTh, OOBEM, BPEMEHHBIC KOOPIAMHATHI, PYKOBOAWUTEIEH W KOHKPETHBIX
HCIIOJTHUTEIIEH.

IMonoxenne - 1) MOKyMEHT, AETaJbHO PETIIAMEHTHPYIOIIMI IPaBOBOM cTaTyc, OpPTaHHU3aIMIO, HOPSIOK
ACATCIBHOCTH TOCYAJApCTBCHHBIX OpraHoB, OpraHoB MECTHOTO CaMOyINpaBJICHUA, y‘-Ipe)KILeHI/II‘/’I, a TaKxXeC
OTIpeNIeNAIONNN UX B3aMMOOTHOLICHUS C APYTHMM OpraHaMH, YUPEeKACHUSAMH M IpaxkJaHaMHu; 2) CBOJ IpaBuUI,
PETYJIMPYIONIHMX ONPeaeSICHHYI0 cepy IesITeIbHOCTH.

[IpaBuia - TOKyMEHT, AETAIBHO PETIaMEHTUPYIOUINHA HOPSA0K OPraHU3alMy KaKoro-I100 BUAA AEeITEeNbHOCTH.

[IpencraBneHne - NOKYMEHT, COAEpKALIMU IPEUIOKCHUE O HA3HAYCHUH, IEPEMEICHUH WIH TOOIIPEHUH
JIMYHOT'O COCTaBa, a TAK)KE PEKOMEHIALMIO OIPEIECICHHBIX JEHCTBUM U MEPONPUATUN 10 BOIPOCAM JEATENbHOCTH
YUpEXICHUS.

ITpuka3 - TOKyMEHT, U31aBacMbIii PyKOBOJWUTENEM YUPESKACHHS, NEHCTBYIOIIEro Ha OCHOBE €IMHOHAYANNS, B
LEJSX pa3pelIeHNs] OCHOBHBIX M ONICPaTHBHBIX 3a/1a4, CTOSAIINX HEepe]] JaHHBIM YIpEKICHUEM.

[Tporpamma - DOKYMEHT, M3Jaraloldii OCHOBHBIC HAIPABJICHHS PAaOOTHI yUPEXKICHUS WIN NPENpHATHS Ha
OTIpeZIeTICHHBII NEPHO BPEMEHH WM 3TAllbl M CPOKH OCYIIECTBICHHS KPYITHBIX Pa0OT, HCIIBITAHUH.

ITpoTokon - ZOKYMEHT, COIEpKalli IOCIeI0BATENbHYIO 3alHCh XOAa 00CY>KAEHHS BOIPOCOB M NPHHATHSA
pemeHMﬁ Ha co6paH1/151x, COBCIIAHUAX, Kombepemmax " 3aC€AaHUAX KOJUJICTUAJIBHBIX OPraHOB.

CBojka - JOKYMEHT, IpPEJCTaBIISIOMINI Cc000ii 00O0OLIEHHBIE CBeleHHs 10 OJHOMY Bompocy (CBoIKa
MPEe/IOKEHHA, 3aMEeUaHuii, TPEOOBAHMUIA).

Choucok - JOKYMCHT, couepxcaumﬁ NEPEUYUCTICHUC JIMII HWJIW TMPCIAMETOB B ONPECACICHHOM MOPSAJIKE,
COCTAaBJICHHBI B 11X HHPOPMAIIMU WIM PETUCTPALIUH.

CrpaBka - TOKYMEHT, COJCPIKAIIMIA OMTMCAHNE U MTOITBEPKACHUE TEX WJIM UHBIX ()AaKTOB U COOBITHH.

CreHorpamMmMa - J0CJIOBHAsI 3aIMCh JIOKJIAZ0B, peUei M APYTHX BBICTYIUICHHWH Ha COOpaHMSX, COBEIAHUAX U
3ace/laHnsIX KOJIETHATIBHBIX OPTaHOB, OCYIECTBIEHHAs! METOZOM CTEHOTpaHH.

Tenerpamma - 00001IEHHOE Ha3BaHNE PA3IHYHBIX 110 COJIEPKAHHIO JTOKYMEHTOB, IIEPEAaHHbIX 110 Tenerpagdy.

Tenedonorpamma - 0000IIEHHOE Ha3BaHME pPA3JIMYHBIX MO COAEPKAHUIO JOKYMEHTOB, IEPENaHHBIX 10
TeneoHy M 3alHMCaHHBIX MOTydaTeIeM.

Vka3anue - JOKYMCHT, HSI[aBaeMLIfI OpraHoM roCcyJ1apCTBCHHOT'O YIIPAaBJICHUA IMPEUMYIICCTBECHHO 1O BOIIpOCaM
MH()OPMALMOHHO-METOIMYECKOT0 XapaKTepa, a TaKKe MO BONpPOCaM, CBA3aHHBIM C OpraHM3alMeil WCIIOIHEHHs
IpUKa3oB, I/IHCprKHI/Iﬁ " ApYyIruX aKTOB JaHHOT'O OpraHa U BbIHICCTOAINX OPraHOB YIIPaBJICHUA.

[Ipunoxenne 2

K THnoBoii HHCTPYKIIHH
10 JEJIONIPOU3BOACTBY

B KbIpreizckoii Pecriy6mnike

Ilepeuensn
pacnopsiANTEIbHBIX JOKYMEHTOB, (pOPMHUPYIOIINXCH B YUPE:KICHUSIX

MunucrepcTBa IMocTanoBieHus (pelIeHNs) KOJUIETHH,
TIPUKAa3bl
AJZMUHHCTpaTHBHBIE BEAOMCTBA IMocTanoBieHus (pelIeHNs) KOJUIETHH,
TIPUKa3bl
MecTHbIe TOCy1apCTBEHHBIE ITocTaHOBJIEHUS, PACTIOPSDKEHHST MECTHBIX TOCYIaPCTBEHHBIX
aIMUHUCTPAIAN aIMUHUCTPAINH,
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IOCTAHOBJICHHS KOJIJICTHIA

OpFaHLI MCECTHOI'O CaMOyIIpaBJICHUSA

HOCTaHOBJ’IeHI/IH, peuicHus, pacops’KCHUs1 OpraHoB
MCCTHOI'O CaMOYIIpaBJICHUA

YupexeHus, 1elCTBYIOIINE HA
OCHOBE KOJUIETHAJIbHOTO
YIpaBJEHUs

[MocTanoBseHUs (pElIeHNs) KOJUIETHAILHOTO OpraHa yrpaBieHus,
pacropsbKeHus

YupexneHus, 1eCTBYIOIINE HA
OCHOBE €AMHOHAYAJIUs

IIpuka3zbl

OO111ecTBeHHbIE OpraHU3aUN

[TocraHOBJICHUS CHE3I0B, NICHYMOB, KOH(PEPCHIIUH,

MOCTAHOBJICHUS PYKOBOJSIINX OPTaHOB (COBETA, IICHTPAITBHOTO KOMUTETA,
npe3uauyma),

peleHus KOHPEepeHIHi, 00X COOpaHHMiA,

peIlIeHHS PYKOBOISIIUX OPraHOB (KOMHUTETA, COBETA),

pacropspKeHus,

MpHKa3bl (MEHTPATBHBIX, 00JIACTHBIX KOMHTETOB PO COr03a)

Tlomutnaeckue OpraHmn3anuu

[TocranoBieHUs Che30B, KOH(PEPEHINH,

MIOCTaHOBJICHHS PYKOBOSIIMX OPTaHOB (IIOJIUTCOBETA, IIEHTPAILHOTO
KOMUTETA),

pemeHns KoHpepeHIni, 00X COOpaHHiA,

pELICHUS PYKOBOASIINX OPraHoB (IIOJIUTCOBETA, ICHTPAIBHOI'O KOMUTETA)

IIpunoxenue 3

K THnoBoii HHCTPYKIIMH
0 JEJTIOMPON3BOJICTBY

B KbIpreizckoii PecriyOmniike

Ilepeuyenn

PEKBU3NTOB, HCNOJIb3yeMBbIX NpH oopmiiennn OP /]

1 - Tocynapctennsii repd Keipreckoii Pecyomukuy;

2 - oMOIreMa yupeKACHNUS;

3 - ko yupexaenus no Emqmaomy rocynapctBeHHOMY peectpy cratuctrniaeckux equaull (ETPCE);
4 - HaMEHOBaHME BBINIECTOSMIETO YUIPEKICHNUS;

5 - HanMeHOBaHHE YUPCIKACHUS,

6 - HaMMEHOBaHUE CTPYKTYPHOTO HOAPa3IeNICHNUS;
7 - UHEKC NPEANPUATHS CBA3H, OYTOBBIN aapec, HoMep Tenedakca, axpec JEeKTPOHHOH HOYTHI, HOMEP cYeTa

B OaHke, HOMep TenedoHa;

8 - HanMeHOBaHHE BUOa JOKYMCHTA,

9 - nara;

10 - perucTpanMoHHbIIt HOMEP JTOKYMEHTa (MHAEKC);
11 - ccpuIka Ha perucTPAMOHHBIA HOMEp U JIaTy BXOAAIIETrO JOKyMEHTa;
12 - MecTo cocTaBIEeHUS WU N3IAHUS,;

13 - ampecar;

14 - rpud yTBEpKICHNUS;
15 - pezomonus;

16 - 3arooBOK K TEKCTY;
17 - oTMeTKa 0 KOHTpOJIE;
18 - TekcT ToKyMeHTa;

19 - oT™MeTKa 0 HATHYHH TIPUITOKEHHS;
20 - moxnuck (dneKTpoHHAs U(POBAs TTOAIKCH);

21 - rpud cornacoBaHus;
22 - BU3DI,
23 - OTTHCK TIeUaTH;

24 - oTMeTKa 0 3aBEPCHHUH KOIIHH;

25 - (ammTus HCTIOMHUTEIIS, HOMEp ero TenedoHa, HoMep Tenedakca, aapec 3IEKTPOHHOMW MOYTEHI;
26 - oTMeTKa 00 UCIIOTHEHNH JJOKYMEHTA H HAIIPABJICHUH B JIEIIO;

27 - OTMETKA O MOCTYIUICHUH JOKYMEHTA B YUPEIKICHUE;

28 - oT™MeTKa I aBTOMATH3MPOBAHHOTO MOMCKA JTOKYMEHTA.

[Ipunoxenne 4
K THnoBoii HHCTPYKIIHH
0 JIeJIONIPOU3BOCTBY
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B KbIpreizckoii Pecriy6mnmke

Oo0pa3en JucTa cOrjiacoBaHusi J0KyMeHTa

JIMCT COI''TACOBAHMUA

mpoekTa rmocraHoBieHus [IpaButensctBa Keiprezckoit PecyOnmkn

MuHUCTP 00OPOHEI
Keiprezckoii Pecrry6nuku
201 r.

MuHuCTp FOCTHIINT
Keipreizckoii Pecrry6nuku
201_r.

MunncTp GUHAHCOB
Keipreizckoit PecrryOmmkn
201 r.

MuHuUCTp 34paBOOXpaHEHUS
Keipreizckoii Pecriy6nuku
201 r.

Munuctp 00pa30BaHUs U HAYKU
Keipreizckoit PecrryOmmku
201 r

«O

(ToTHOE HAaNMEHOBAHKE JTOKYMEHTA)

IIpumepHBbIii IepeYeHb

N.0. damunusa

N.0. damunusa

N.0. damunusa

N.0. damunus

N.0. damunus

IIpunoxenue 5
K THIIOBOM MHCTPYKIIMH
IO JICTIOTIPOU3BOJICTBY

B KeIprei3ckoii Pecry6mike

AOKYMEHTOB, HA KOTOPbLIX CTABUTCHA repﬁonaﬂ ne4yaTtb

1. ITonmoxeHus 00 yIperkIeHUIX

2. YcTaBbI IpequpusaTHiA (00beAMHCHII)
3. ITIpOTOKOJIBI COTIIACOBAHMUS TUIAHOB TIOCTABOK; BBIIBUIKEHHUS JICITyTATOB; IPOTOKOJIBI 3aCe/IaHHUi IKCIIEPTHBIX

KOMMCCHI

4. 3aKIIr0YeHHs U OT3BIBBI Ha Auccepranun 1 aBTOpC(bepaTbI

5. 3asBKH Ha N300peTEHUL

6. IlpeacraBneHus 1 XoAaTaiicTBa 0 HArpaXaCHUH
7. 3ajaHus HAa IPOEKTHPOBAHUE 00BEKTOB, TEXHUUECKUX COOPYKEHUI

8. l'apanTHiiHbIE THCHMA
9. CMmeTsI pacxo/10B

10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.

TuTynbHbIE CIUCKU
JInMuTHSBIE CTIpaBKU
Crienudukanun

JoBepennoctu
VcnonHUTETBHBIC IUCTHI

[IItaTHOE pacnycaHue U U3MEHEHUS K HEMY

KomanaupoBo4HbIE y10CTOBEPEHHUS
Hopwmsl pacxo10oB Ha AparoneHHbIe METaIIIBI
[opyuenns 6r0xeTHBIE, 0AHKOBCKHE, IIEHCHOHHBIE, TUTATE)KHBIC
PeecTpsl 4ekoB, OI0KETHBIX TOPYIECHHUIH

OO6pa3mpl OTTHCKOB Te4YaTeld M IMOAMUCeH PaOOTHHKOB, HWMEIOIIMX IPaBO
XO3SIICTBEHHBIX Onepaiui

AKXTEI npuemMa O6T>€KTOB; 060py,HOBaHI/I$I; BBITIOJTHCHHBIX pa60T; CIIUCAHUA; SKCIICPTUSBI.

coBepIIeHUs (HPUHAHCOBO-
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IIpunoxenue 6

k THNoBOii HHCTPYKIMM
10 J€JI0IIPOU3BOJCTBY

B KbIpreizckoii PecriyOmnike

®opMa perucTpauoOHHOr0 MITAMIA

(HauMEHOBaHHE YUPEIKICHHS)

(mata)

(perucTpaioHHbBIN HOMEp)

IIpunoxenue 7

k THIOBOIl HHCTPYKIIMHA
IO ICJIOTIPOU3BOJICTBY

B Ke1prem3ckoii PecryOmike

Oopazen odopmiienns odwero 0JaHka

KBIPT'bI3 PECITYBJIMKACBIHBIH
OKMOTYHO KAPALITYY
MAMIJIEKETTUK KATTOO

KBIBMATBIHA KAPAIITYY
APXWB ATEHTTUT'U

APXMBHOE ATEHTCTBO
[IPU TOCY JAPCTBEHHOM
PEIMCTPALIMOHHOM CJIVKBE TP
[IPABUTEJILCTBE
KBIPTbI3CKOM PECITYBJIMKU

IIpunoxenue 8

K THnoBoii HHCTPYKIIMH
IO JIeTIONIPOU3BOJICTBY

B KeIprei3ckoii Pecry6mike

Oopa3zen opopmiienns 6JIaHKa MUCbMA

KBbIPT'bI3 PECITYBJIMKACBIHBIH
OKMOTYHO KAPALITYY
MAMIJIEKETTUK KATTOO

KBIBSMATBIHA KAPALITYY

APXWB ATEHTTUTU

7720040, bumikex 1., Tokroryn ked. 105,
Ten. - dakce 66 33 68
www.archive.kg
3/3 Ne202803441
1-Maii KPb-2, 208014003
xoxy 320105505
Keipreizeran AKBebiabin 1-Mait 6enymy
WHH 02309199610142
0001858902531012

APXVBHOE ATEHTCTBO
[P TOCY JAPCTBEHHOM
PETMCTPALIMOHHOM CJTY)XXBE
I[MTPU TTIPABUTEJIbCTBE

KBIPTBI3CKOM PECITYBJIMKU
720040, r.bumikek., yia. Tokroryma,105,
Tel. - dakc 66 33 68
www.archive.kg
p/c Ne202803441
IepBomaiickoe POK-2, 208014003
kox 320105505
[TepBomaiickoe otnenenue AKb
Keipreizcran
WHH 02309199610142
000185890253102
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Ha Ne oT

Oopazen oopmiieHnst 0J1aHKa NPpUKa3a

[Ipunoxenue 9
K THIOBOM MHCTPYKIMH
IO JIeTIOTIPOU3BOJICTBY

B Ke1pre3ckoii PecrryOmike

KBbIPI'bI3 PECITY BJIMKACBIHBIH APXNBHOE AT'EHTCTBO
OKMOTYHO KAPAIITYY [P TOCY JAPCTBEHHOM
MAMIJIEKETTUK KATTOO PETMCTPALIMOHHOM CJIY)XXBE

KBISMATBIHA KAPALIITYY armaat ITPU ITPABUTEJIbLCTBE
APXWB ATEHTTUTU KBIPT'BI3CKOM PECITYBJIMKU
BYHPVYK
INPUKA3
Ne rop. buikek

Oopazen oopmiieHns yriioBoro 0J1aHKa NUCbMa

KBIPI'BI3 PECITYBJIMKACBIHBIH OKMOTYHO
KAPALITYY MAMIJIEKETTHUK KATTOO
KBbIBMATBIHA KAPALITVY
APXVB ATEHTTUTU
7720040, bumkek 1., Tokroryn keu. 105,
Tell. - (hakc 66 33 68
www.archive.kg
3/3 Ne202803441
1-Maii KPb-2, 208014003
koay 320105505
Keipreizcran AKBebmbin 1-Mait 6enymy
MHH 02309199610142
0001858902531012
APXVNBHOE ATEHTCTBO
1P TOCYJIAPCTBEHHOI PETUCTPALIMOHHOM
CJIIYKBE
I[MIPU TTPABUTEJIbCTBE
KbIPI'bI3CKOM PECITYBJIMKU
720040, r.bumkek., yn. Tokroryna,105,
Ted. - dakc 66 33 68
www.archive.kg
p/c Ne202803441
ITepBomaiickoe POK-2, 208014003
kox 320105505
ITepomaiickoe otnenenne AKB Keipreizcran

[Ipunoxenue 10

Kk TUnoBoi HHCTPYKIUHU
IO JIeJIONIPOU3BOJICTBY

B Ke1prem3ckoii PecryOmike
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WHH 02309199610142
000185890253102

Ha Ne oT

Oopa3en oopmiienns NnpuKasa

KBIPI'bI3 PECITYBJIMKACBIHBIH

OKMOTYHO KAPAILTYY
MAMJIEKETTUK KATTOO
KBI3SMATBIHA KAPAILTYY
APXUB ATEHTTUTU
BYHUPYK
NMPUKA3
Ne

IIpunoxenue 11

K TunoBoii HHCTPYKIHUHU
IO ICJIOTIPOU3BOJICTBY

B Keipresckoii PecryOmike

APXWBHOE ATEHTCTBO
[IPU TOCY JAPCTBEHHOH
PEI'MCTPALIMOHHOM CJIYKBE
[1PU [TPABUTEJIbCTBE
KBIPT'BI3CKO PECITYBJIMKU

rop. bumikek

00 yTBep:kaeHun cocraa HayuHo-meToanueckoro copera

B cBsa3u ¢ KagpOBBIMU NNEPEMEIICHUAMU NIPHUKA3bIBAIO:

1. YTBepauTh cienyomui cocraB HayuHo-MeTOAMYECKOTO COBETA: .....

2. Ilpu3HaTh yTPATUBIINM CHITY NIPHKA3 .....

Hdupexrtop (TToamuce) N.0. damunus

Busbl

Oopa3zen ogopmiieHus NOJT0KEHUsI

YTBEPXXAEHO
MIPHUKa30M

[Ipunoxenue 12

K THnoBoii HHCTPYKIIUH
O JEJOMPOU3BOJICTBY

B Keipresckoii PecyOmike

MHUHHCTEpPCTBA 3PaBOOXPAHEHUS
Keipreisckoii Pecry 6k

Ne

(nata)
MNOJIOXKEHUE
00 oTaeJe ......

1. O6mme MoJI0:KEHNST

2. 3agaun

3. CTpykrypa
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4. ®yHKuuu

5. IIpaBa

6. B3auMoOTHOLIEHHUS C IPYTHMH CTPYKTYPHBIMH NOAPa3ieJeHUusIMHU

7. OTBeTCTBEHHOCTD

IIpunoxenue 13

k TUNOBOH HHCTPYKIUH
O JEJIONPOU3BOJCTBY

B Keipresckoii PecryOmike

Oobpa3sen ogopmiieHus IPOTOKOJIA

KBIPI'BI3 PECITYBJIMKACBIHBIH APXVNBHOE ATEHTCTBO
OKMOTYHO KAPAIIITYY [P TOCY JAPCTBEHHO!
MAMIJIEKETTUK KATTOO PETMCTPALIMOHHOM CJIY)XXBE

KBIBMATBIHA KAPAIITYY ITPU TTPABUTEJIbCTBE

APXVB ATEHTTUI'' KBIPT'BI3CKOM PECITYBJIMKU

IPOTOKOJI
3acenanuss Hay4yHo-MeToan4eckoro coBera
Ne rop. buikek

[Ipencenarens -

WHUITHUAJIBI U (baMI/IJ'II/ISI
Cekperapsb -

WHUIUAJbl U (baMI/IHI/Iﬂ
IIpucyrcrBoBanu:

YJICHBI KOJUIETHATBHOTO OpraHa
[Ipurnamenssie: Yell. (CIUCOK Mpuiiaraercs)
[NOBECTKA JJHA:
1. O (00)
Joxmam
JIOJDKHOCTB, HHUTMAJBI ¥ (paMunmst

2.0 (06)
Hoxman

JOJIDKHOCTb, HHUITUAJIbI 1 (1)aMI/IJ'II/I$[
CJIIYHIAJIN:
N.O. ®amunus - TEKCT AOKIaAa MPUIaraeTcs.

BBICTYIINIIN:
N.0. ®amunus - kpaTkasi 3alKCh BBICTYIIICHUS

IMOCTAHOBWJIN (PEILIWIIN):
1.1
1.2.

IIpencenarens ITonnuce Wannmanet 1 pamunms
Cekperapb IToanuce Wuuntmane: 1 pamuus

[Ipunoxenune 14
K THIIOBOMH MHCTPYKIIMH
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IO J1eJI0MPOU3BOJICTBY

B KbIpreisckoit Pecybnuke

®opMa pa3HOCHOIH KHUTH

Ne Hara HaumeHoBaHMEe NOKyMEHTa U €ro Komy anpecoBan IMonnuck B NOTy4eHUU
n/n | ormpaBneHus ucxoasuuii Ne JIOKYMEHT U JlaTa
1 2 3 4 5
IIpunoxenue 15
k TUNOBO HHCTPYKIUHU
O JETIONPOU3BOJICTBY
B Ke1presckoii Pecmrybmike
®opMma peecTpa OTIPABJIEHHbIX JOKYMEHTOB
Ne Anpecatr u MeCTO Howmep ITouroBeie Howmep kBuTaHLIMN 3aKa3HOTO
/11 Ha3HAYCHUS JIOKyMEHTa pacxosl IcbMa
1 2 3 4 5
IIpunoxenue 16
k THIOBOIl HHCTPYKIMH
TI0 AETOTIPOU3BOICTBY
B Ke1premsckoii Pecmy6mike
®opMa JKypHaAJIa PerucTPpalMi BXOASIUX JOKYMEHTOB
Ne Jara Ne n mata | Otkyn | Kparkoe | Kommuec | Pesomrorny | Komy u Ne n Ne nena no
JOKyMe | perucrpa | mocTymnuB a(or | comepxa TBO ust KoTJa JaTa HOMEHKJIa
HTa LUK IIeTO KOT0) HHE JUCTOB | pyKoBOX | mepemaH | mokyme Type,
JOKYMEHT | TOCTYy | JHOKyMmeH CTBAa U | JTOKyMEH HTa- Kyza
a TTHJT Ta CpOK T OTBETa MOJIIINAT
JIOKyM HCIIONTHE JUIst JIOKyMEHT
eHT HUS HCIIONTHE
HUS U
pacIick
ao
MOJTy4YeH
uu
1 2 3 4 5 6 7 8 9 10
IIpunoxenue 17
K THnoBoii HHCTPYKIIMH
IO JIeTIONIPOU3BOJICTBY
B Ke1prei3ckoii Pecry6mike
®opma :KypHaJIa perucTPali UCXOASIIIMX T0KYMEHTOB
No Jara Korna n Kparkoe Konnuects Ne u gata Pacrniucka Ne nena no
JOKYMEHT | pEeTHUCTpaiu KOMY COJIepXKaHU 0 JINCTOB BXO/ISIIIIETO HOMEHKJIaType
a u azpecoBa e JOKyMEHTa | MOIy4eHU , Kyna
H JIOKyMEHTa -3ampoca U KOTINU HOJIINAT
JOKYMEHT JIOKYMEHTa JIOKYMEHT
1 2 3 4 5 6 8

IIpunoxenue 18

K THIIOBOMH MHCTPYKIIMHA
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IO JeJIONPOU3BOJACTBY
B KbIpreisckoit Pecybnuke

<I>0pMa perl/ICTpaHHOHHO-KOHTpOJ’ILHOﬁ KapTOo41KHU

1.2.3.4.5.6.7.8.9.10.11.12.13.14.15.16.17.18.19.20.21.22.23.24.25.26.27.28.29.30.31.

Koppecnonnent

I[aTa TIIOCTYIUICHUA U HHIACKC TOKYMEHTA I[aTa 1 MHOCKC JTOKYMCHTA

KpaTlcoe COACPIKaHUC

Pesommronus nmm KOMY HaIIpaBJICH JOKYMCHT

Ot1MeTKa 00 HCIIOTHCHUU JOKYMCHTA

O0opoTHasi CTOPOHA PErHCTPALMOHHO-KOHTPOJIbHON KAPTOUKH

KoHTpOJIbHBIE OTMETKH

Dong Ne Ormuch Ne Jlemo Ne

IIpunoxenue 19

k THnoBOil HHCTPYKIMHA
10 JEJIONIPOU3BOACTBY

B KbIpreizckoii Pecriy6nike

®DopMa CBOAKHU
00 MCIOJTHEHUH A0KYMEHTOB, MO/JIesKAIINX KOHTPOJII0
10 COCTOSIHMIO HA

Ne | HaumeHoBaHue JIoKyMeHThI Ha W3 HUX TOKyMEHTBI
/I | CTPYKTYpHBIX KOHTpOJIE
noapasnenenuii | Beero | Tocrynmio B | Mcnonnennsie | Mcnonusemble C IIpocpoueHHbIe
MpeIBIAYIIEM B CPOK MIPOATICHHBIM
MecsiIe CPOKOM
UCTIOJIHEHUS
1 2 3 4 5 6 7 8
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OTBeTCTBEHHOE JIUIIO INoxnuce
[Hara
[Ipunoxenue 20
k THIOBOI HHCTPYKIMH
T10 AETOTPOU3BOICTBY
B Ke1premsckoii Pecmrybmike
®opma KypHaIa
perucrpauuu odpauieHuii rpaxkaaH
Bxosmmit Jara D.1N.0. Kpartxkoe Pesomrors Komy u IToamucse OTMeTKa
Ne MOCTYIJIGHU | 3asBUTENsl | COJEpXKaHU | PYKOBOJCTB Kyaa UCTIOJIHUTEN 0
oOpateHn i WU e a HampaBJIeHO S WIIH peuieHn
s Ha3BaHUE oOpareHus Ha OTMeTKa 00 u
YUpEKICHUS HCTIONIHEHUE OTCBIJIKE BOIIpoca
, azpec , CPOK Ha
WCIIOJTHCHUS | WCIIONTHEHHUE
1 2 3 4 5 6 7 8
[Ipunoxenue 21
K THnoBoii HHCTPYKIIMH
TI0 AETOTIPOU3BOJICTBY
B Ke1premsckoii Pecybmike
®opMa perucTpalMOHHO-KOHTPOJIbLHONH KapTO4YKH
0229140 | PeructpaiiioHHO-KOHTPOJIbHAS KapTO4YKa
Koppecnonaent

®.1.0., anpecar, Tenedon

[pensiaymmume oOpameHus OT
Bun nokymenta
ABTOp, J1aTa, HHACKC COMPOBOAUTEIHFHOTO IIICEMa
Jara, HHIEKC MOCTYIUICHUS

Ne

oT

Ha

Kparkoe conepxanue

OTBETCTBGHHLIﬁ HUCIIOJIHUTCIIb
Pesomonus

ABTOp pe3ononun
CpoK UCTIONHEHHUS

OO0opoTHAs CTOPOHA PErUCTPALIMOHHO-KOHTPOJILHOI KapTOUKH

X0J1 UICIIOJTHEHUS

I[aTa nepeaa4yu Ha
HUCIIOJIHCHHUC

HUcnomaurens

OTMeTKa 0
MIPOMEXKYTOUHOM OTBETE
WM JOIOJHUTEILHOM
3anpoce
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Jata, unaexc ucnonHeHus (0TBeTa)

Anpecar

Copepxanue

C KOHTPOJIA CHAN INoamuce koHTpONEpa

Heno Tom  JIuctel donn Onuch JHeno
IIpunoxenue 22
K THnoBoii HHCTPYKIIMH
O JIENOMPOU3BOICTBY
B KbIpreizckoii PecriyOmnmke
®DopMa cBOAKH
00 HCIOJIHeHUH o0paleHuii TpakIaH
Ha T.
Ne HanmenoBanue Haxonsarcs Ha W3 aux
/1 CTPYKTYPHBIX HCITOJTHCHUH
HNoJpa3aeIeHNH Bcero [octynuno B Wcnomasrorcs C npoyieHHBIM IIpocpoueHHbIE
MpeAbIAYIIEM B CPOK CPOKOM
MecsIe HCITOJTHEHHUS
1 2 3 4 5 6 7
OTBETCTBEHHBIH IMonmnuce Wunnmane: u pamMumms
naTa
IIpunoxenue 23
K THnoBoii HHCTPYKIIUH
0 JIeJIOMPOU3BOJICTBY
B KeIprei3ckoii Pecry6nike
®dopmMa HOMEHKJIATYPHI AeJl
HanmeHoBanue BenoMcTBa
HaumenoBanue yupexaeHus
HOMEHKJIATYPA JIEJI
MeCTO COCTABICHHSI | YTBEPXJIAIO
HaumeHoBaHue TOJDKHOCTH
Ha rox PYKOBOJUTENS YUPEIKICHHS
IToanuce Pactmm¢poBka noammcu
Jlara
Hnaaexkcer 3aroyioBKH el (TOMOB, YacTei) KonmgectBo nen Cpoxu [Ipumeuan
nen (TOMOB, "acTei) XpaHEHUs U
CTaThH 110
MIEPEUHIO
1 2 3 4 5

Hasanue pasnena



jl:31232052.100%20
jl:31232052.100%20

HTtoroBas 3anuch o KaTeropuiax U KOJINIECTBE 3aBECACHHBIX EIT

Tlo cpokam xpaHeHus Bcero B ToMm uncie nepexomsmum
IlocTosiHHOrO
Bpemennoro (cprme 10 yer)
Bpemennoro (10 10 €T BKJIIOUYUTENHHO)
Wroro
HaumeHoBaHME TOJKHOCTH PYKOBOIUTEIIS
CITY>KOBI IETIOTIPOU3BOJICTBA YUPEIKIACHUS MOAMHCK ...... pacuudppoBka
TIOJTIIFICH
Hara
COI'JTACOBAHO COI''TACOBAHO
IIporokon LIDK (OK) [Iporokon IIIMK
YUPEIKACHUS rOCyAapCTBEHHOTO apXHBa
oT No No

[Ipunoxenue 24

Kk TUnoBoi HHCTPYKIUHU
O JEJOMPOU3BOJICTBY

B Ke1prem3ckoii PecrryOmike

®opma 3aBepUTeJbLHOM HAANMCH

JIMCT-3ABEPUTEJIb JEJIA

B nene nmoAmuTo U NpoOHyMEpPOBaHO

JIUCTOB

(mdpamMu ¥ IPOITUCHIO)

B TOM YHCJIC:
JIMTEPHBIC HOMEPA JIMCTOB

MIPOITYIIIEHHBIE HOMEPA JINCTOB

+ JINCTOB BHYTPEHHEH ONHUCH

OcobeHHOCTH (PU3NYECKOTO COCTOSTHUS U
(hopmupoBaHus gena

Howmepa nucros

1

2

HanmenoBanue IMoamuce
JOJDKHOCTH paboOTHHKA

Jara

Pacmmdposka moamnucu

Ipunoxenue 25

k THnoBOil HHCTPYKIMHA
O J€JONPOU3BOJCTBY

B KeIprei3ckoii Pecry6mike
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®opma 00JI05KKH Je1a

Kon rocapxusa
Kon yupexaenus

HaumeHnoBanue TOCYAapCTBECHHOI'O apXuBa

HaumeHnoBanue YUPCIKKACHUSA

HamMeHoBaHHE CTPYKTYpHOTO OAPA3IeIICHHS

JEJIO Ne TOM Ne

(3aroJ0BOK Jera)

Hauaro:

OKOHYEHO:

Ha JIUCTaX
XpaHuTh
Dony Ne
Ommce Ne
Jeno Ne

[Ipunoxenue 26

K THnoBoii HHCTPYKIIMH
10 JAEJIONPOU3BOJICTBY

B Ke1prei3ckoii Pecry6mike

®opMa TUTYJIBHOTO JIMCTA K OMUCH J1eJ
MOCTOSIHHOTO CPOKA XPAHEHHUS U 10 JIMYHOMY COCTABY

(HaMMEHOBaHHE rOCYJapCTBEHHOTO apXHBa)

(HaHMeHOBaHI/Ie YUpPECKACHUA, C YKAa3aHUEM IMOAYNMHCHHOCTH,; BKIIFOYAECT BCC

NIEPEUMECHOBAHUA YUPECKIACHUA 3a BpEMA €TI0 CYHICCTBOBAHUSA C YKa3aHUEM

KpalfHHX JaT KaXI0To Ha3BaHU)
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donpg Ne

OIINChH
JIeJI IOCTOSIHHOT'O XPAaHEHUs
(1M HauMEeHOBaHME TPYIIIBI JOKYMEHTOB)

3a

TOJIBI

IIpunoxenue 27

K THIIOBOM MHCTPYKIIMH

IO ACJIOIIPOU3BOACTBY

B Keipresckoii PecryOmike

(I)OpMa roaoBoro pasaeJia CBOJHOI ONMHUCH J€eJ1 OCTOSTHHOTO XpaHCHUA

Donp Ne YTBEPXIAIO
OIT1CBH Ne HaumMmeHoBaHue 1OKHOCTH
JIeJT IOCTOSIHHOTO XPaHEeHUS PYKOBOJUTEIIS yUPEKASHUS
3a ron Hoanuce Pacumgposka
TOINCH
Jara
Ha3zBanue pa3zziena (CTpyKTypHOTO HOApa3IeIeHHUS YIPEKICHIU)
Ne Wnnexc .
5 3aroJIoBoK jena Kpaitnue natet | Kon-Bo nucros IIpumeuanue
/1 nena
1 2 3 4 5 6

B nanubIii pa3gen onucu BHECEHO

¢ Ne

(mdpaMu 1 TPOMUCHIO)

mo Ne

em. Xp.,

B TOM YHCJIC:

JIMTEPHBIE HOMEPA:
MIPOIIYILIEHHbIE HOMEPA:

HaumenoBanne JOJIDKHOCTH

COCTaBUTCIIA OIIUCH

Jara

Tloamuce

HaumeHnoBaHue 1OIKHOCTH
PYKOBOIUTEIS apXHUBa IMomnmcs
(Jtmia, OTBETCTBEHHOTO 32 apXHB)

Jara

COT'JIACOBAHO

Pacmmdposka nmoamucu

Pacmmdposka moamnucu

YTBEPXIEHA

Iporokon LIDK (3K) yupexaeHus

nportokosiom DIIMK
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oT

TOCyAapCTBCHHOI'O apXuBa

oT Ne

[Ipunoxenue 28

K TUnoBo#i MHCTPYKIMH
O JeJIOMPOU3BOJICTBY

B Keipresckoii PecyOmike

®opma ro1oBoro pasjesa CBOIHOMU ONMCH J1eJI 110 JUYHOMY COCTABY

Dong Ne
OII1CBH Ne
JIeJT 10 JINYHOMY COCTaBy

YTBEPXIAIO
HaumeHoBaHMe NOMKHOCTH
PYKOBOJUTEIS yUPEKACHUS

3a ron IToanuce Pacmmdposka
TOJITHCH
[Hara
Haspanue pazena (CTpyKTYpHOTO MOAPA3ISICHUs YUPEKIESHUS)
Ne WNupexe .
A 3aroJoBoK sena Kpaitaue natsr | Komn-Bo nuctoB IIpumeuanue
/i nena
1 2 3 4 5 6
B nanHbIi pa3gen onucu BHECEHO en. Xp.,
(mmhpaMu 1 IPOTTUCHIO)
c Ne o Ne s
B TOM YUCIIE:
JIMTEPHBbIE HOMEPA:
MIPOIyIIEHHbIE HOMepa!
HanmeHoBaHMe 10KHOCTH
COCTaBUTEIIS OIIUCH IToanuce Pacmmdposka noanucu
Hara
HavanpHEK CiTy>kOBI KaIpOB [oamuce PacmmpoBka moamnucu
(MHCTIEKTOP IO KaJpam)
Hara
COI''TACOBAHO YTBEPXXIEHA
IIporokon [IOK (OK) yupexnenus npotokosiom DIIMK
rOCyJITapCTBEHHOTO apXUBa
oT Ne oT Ne
[Ipunoxenue 29
K TunoBoii HHCTPYKIWH
O J€JOMPOU3BOJCTBY
B KbIpreizckoii PecryOiike
®opma ro0oBoro pasjesa CBOJAHOM onucu e BpeMeHHOro (capiue 10 JieT) XxpaHeHust
@Dong Ne YTBEPXIAIO
OIINCH Ne HanmeHnoBanue TOKHOCTH

JIeTT BPEMEHHOTO
(cBoimme 10 net) xpaHeHUS
3a rof

PYKOBOJIUTEIS yUPEKISHUS
[Moamucey  Pacmmdporka
TIO/ITHACH

Jara
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HasBanue paznena (CTpyKTYPHOTO I10Ipa3/ieJICHUs YUPEKICHNUS)

Ne Wnnexc Kpaitane Cpok Kom-Bo
3aroJIoBOK zena [Ipumeuanue
n/n nena aThl XPaHEHUSs JINCTOB
1 2 3 4 5 6 7
B nansbIf pazzen onvcu BHECEHO eln. Xp.,

(tmdpamMu ¥ IPOMTUCHIO)

c Ne

Hara

o Ne
JIUTEPHBbIE HOMEpa:
MPOMYIIEHHBIE HOMEPA:
HaumMmeHoBaHue nOMKHOCTH ITonmnuce Pacmmdporka moammcu
COCTaBHUTEIIS OITHUCH
HaumeHoBaHue NOMKHOCTH
PYKOBOIUTENS apXHUBa IToanuce Pacundposka nmognucu

(Jtu11a, OTBETCTBEHHOTO 32 apXMB)

, B TOM YHCJIE:

IIpunoxenue 30

K THIIOBOM MHCTPYKIIMH

IO JIeJIONIPOU3BOJICTBY

B KeIpre13ckoii Pecry6nuke

Hara
COT'JIACOBAHO
Iporoxkon LIDK (3K) yupexaenns
oT Ne
®opma akTa 00 YHHUYTOKEHUH IOKYMEHTOB H JIeJI
HanmeHnoBaHue Be1oMCTBa
HanmenoBanue yupexaeHns
YTBEPXIAIO
HanmeHnoBaHue HOIKHOCTH
PYKOBOAUTENS yUPEKACHUS
Iomnuce  Pacuudporka
HOAIUCH
Jlata
AKT
0 BbI/IeJIEHUH K YHUUYTOKEHHIO IOKYMEHTOB H JieJI
Ne
(mara) (MecTo cocTaBlIeHUs)
OcHoBanue: npuka3s Ne oT

(mata)
CocTaBiieH: SKCIIEPTHON KOMHCCHEH
IIpencenarens KoMuccuu:

YJj1eHbl KOMHCCUM:

JOJDKHOCTh, MHUITUAJIBI, (paMI/IJ'lI/IH

JOJDKHOCTh, MHUITUAJIBI, (paMI/IJ'lI/IH

IIpucyrcrBoBanu:

JOJPKHOCTb, MHUIIUAJIbI, (1)aMI/IJ'II/I$I
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KOMI/ICCI/ISI, PYKOBOACTBYSCH IEPCUHEM

Ha3BaHUC NIEPCUHSA
0T06pana K YHUYTOKCHHIO, KaK HC MMCIOIINEC Hay‘{HO-HCTOpH‘{eCKOﬁ HCHHOCTU U YTPAaTUBUINEC MMPAKTUYCCKOC
3Ha4YCHUC, CJICAYyIOmune JOKYMCHTBI u Jaciia

HAaNMEHOBAHUE YIPEKACHUSA, B NEATECIIBHOCTH KOTOPOTO

OTJIOKHUIIUCHh TOKYMEHTBI, HE ITOUIEXKAIUe ,Z[aHBHCfIIHeMy XpaHECHUTIO

Ne Jatsl 3arooBKH JOKYMEHTOB U JIeI [osicHenus KomunuecTso Homepa
I/m | JOKyMEHTOB U (TpymnIoBele HIH JOKyMEHTOB cTarei mo
Jen WHIUBHIYaJIbHBIE), HHAEKC JIEI 110 TIEPEYHIO
HOMCHKJIATYp€, OIHCH
1 2 3 4 5 6
Bcero nen

udpaMu 1 IpoIUCHI0
IMpencenaTens SKCIEPTHON KOMHUCCHH

IIOAIMHUCH WHHUIUAJIbI, q)aMI/IJ'II/I}I

YeHsr:

oAU CH WHHUIIHAJIBI U (baMI/IJ'II/II/I

Z[OKyMeHTI)I U3MCIBYCHBI U CHAHbI IJIS1 yHI/I‘-ITO)KeHI/ISI opraHmaum/I 110 aneMy MaKynaTprI 110 HpI/ICMHO-
CIATOYHOM HAKJIAJIHOM OT

Jata
[Ipencenarens s3KCOEPTHON KOMHUCCUU
MOJIHUCH WHHULHATEL, (HaMIITHSI
Jara
[Ipunoxenue 31
K THnoBoii HHCTPYKIIMH
IO JIeTIONIPOU3BOJICTBY
B KeIprei3ckoii Pecry6nuke
®dopma aKkTa npueMa-nepeaavn 10KyMeHTOB
B FOCYy/1apCTBEHHbI apXuB
YTBEPXIAIO YTBEPXIAIO
HaumeHnoBaHnue 10KHOCTH HupexTop
PYKOBOAUTENS YUPEKICHUSA rOCyJapCTBEHHOTO apXHBa
IToanuce Pacmmdposka nmoanucu ITopnuce Pacmm¢poBka noamnucu
Hara I'epOoBast evaTh yUPEHKICHUS Jaram I'epboBast meyathb
rOCYJapCTBEHHOTO apXUBa
AKT
npuemMa-nepeaavu J0KYMEHTOB HA rOCyJapCTBeHHOE XpaHeHue
oT Ne

MECTO COCTABJICHUA

OcHnoBanne: 3akoH Keipreisckoil PecnyOmuku «O HarnuonansHoMm apxuBHOM  (onne Keipreizckoit
PecrryOnmkm»

B cBsi3u c
(ucTeyeHneM CpoKa XpaHEeHHs! JOKYMEHTOB
B YUPEKACHHUH, TUKBUIALNEH yUpeKICHUS)
(HaMMEHOBaHME YUPEKICHHU )
nepernaer, a

(HaMMEHOBaHME rOCYJapCTBEHHOTO apX1Ba)
MPUHUMAET Ha TOCYJApPCTBEHHOE XPaHEHHE TOKYMEHTHI 3a



jl:31232052.100%20
jl:30246275.0%20

nu CHpaBO‘{HLIﬁ armnapar K HUM:

(rojibn)

Ne i/t

Ha3BaHI/Ie, HOMCD OIMCHU

KomanuectBo
SK3EMILIIPOB OMTUCH

KomnuectBo gen
(ex. xp.)

IIpumeuanue

Hroro npunsaTo

B rocynapctBenHoM apxuBe GoHx No

[lepenauy npoussenu:
HanmeHnoBanue noJDKHOCTEH U1,
MIPOU3BOIUBIIHX ITEpenaqy

Tloamuce

Hara

Pacmm¢poBka moamnucu

(tmdpamMu ¥ IPOTUCHIO)

[Ipuem npoussenu:

HanmeHnoBaHue NOJDKHOCTEH JIHII,

HPOU3BOAUBIINX IPHEM
Pacum¢poska noammcu

IMonmnuce

Jlata

en. Xp.




