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1. OGue NoxoXKeHHST

1.1, MHCTpyKImMs 110 AeN0NpOH3BOACTBY B KPacBOM rOCYIapCTBCHHOM aBTOHOMHOM [1PO(ECCHO-
HAJIILHOM 00pa30BaTebHOM YUPEeKACHHH «[IepMCKUE CTPOMTEIBHBI KOILIETK (zasnee — MHCTpyKIMa) pas-
paboTaHa B LENAX COBEPIIEHCTBOBAHMUS JOKYMEHTAMOHHOTO 0becreyeHus YIPABICHUA U MOBBIIIEHUS €0
2 eKTHBHOCTH nyTeM YHUDHKALHY cocTaBa M GOPM YIIPaBIICHUECKHX TOKYMEHTOB, TEXHOJIOTHH pabOTH ¢
HUMH W 00€CTICYCHUsA KOHTPOIS HCIIOJHEHUST IOKYMEHTOR.,

VIHCTpYKIKS OlIpe/IeNnseT Mops 10K paboTEl ¢ JOKYMEHTAMH KPaeBoro roCyIapCcTBEHHOIO aBTOHOMHO-
0 MPO(ECCHOHANBHOIO 00Pa30BaTENLHOIO yupexaeHus «IlepMcKuii CTPOMTEIBHBIN KOJUIEPK»: MMOPAL0K
NpUeMa, yaeTa, OPOPMIICHNS, HCTIObSOBAHMS H XPAHEHHS JOKYMEHTOB, KOHTPOIb 34 HX HCIIOMHEHHEM.

HMHCTpYKIMS yCTaHABINBACT €/IMHBIC MPABHIIA 110 OPTAHU3ALUK paboThl €O CIYKeOHBIMH JOKyMEH-
TaMH W OOpAalCHUAMHU IPAKIAH B KPACBOM I'OCYJaPCTBEHHOM dBTOHOMHOM npoeccHoHaTEHOM 06pa3zoBa-
TEILHOM yupeKACHUH «TIepMekuit cTpouTenbHblil komtemky» (nanee — Kommemi).

1.2. MncTpykums paspaboraHa B COOTBETCTBHM ¢ 3aKOHONATENLCTBOM PoCCHICKO Denepannu, 3a-
KOHO/IaTeIbeTBOM llepMCeKoro kpas, mogokeHusME ['0CyNapCTBEHHON CHCTEMBbI IOKYMEHTAIIHOHHOrO 0bec-
negenns ynpasnennd, I'OCTom P 6.30-2003 «YHudMIMPOBAHHBIC CHCTEMBI JOKYMEHTAIMH. Y HH(GHLHPO-
BAHHAS CHCTCMA OPraHU3al[HOHHO-PACTOPAIUTCIILHON JOKYMEHTALMH,

1.3. Opranu3zannonHo-MeTo MY ecKoe, HH(OPMALIMOHHOE, TTPABOBOC U JOKYMEHTAOHOHHOEe obecrneye-
HHE jlesTebHOCTH Kosemka 1 KORTpoIIb 3a cobnroieHneM Tpe6oBaHui HACTOALEH HHCTPYKIMH B CTPYK-
TYPHBEIX NOApasAeIcHuax Kole/vka ocyImecTBIseT OTBETCTBCHHbIN paBOTHUK OT/iena OpraHM3allHOHHO-
IIPABOBOTO M KaJIPOBOro obecleyeH s (CeKpeTaph PYKOBOJHTEN).

1.4, Tlonosxenust HacTosAmeH MHCTPYKIMY He pacTIpOCTpaHsIOTCS Ha NOPANOK 0OpallleHHs ¢ TOKYMCH-
TaMH, COCPHAIIMMU CBEICHUSA, COCTABIIOLINE IOCYIapCTBEHHYIO TalHy B KOH(PUICHIHANbLHYIO nHbOpMa-
LHIO0.

1.5. OTBeTCTBEHHOCTD 33 OPraHM3aIME0 JCIONPOU3BOACTBA, COOMIOACHUE YCTAHOBICHHOIO HACTOS-
me# MHeTpykuued nopska paboTsl ¢ JOKYMEHTAMH B CTPYKTYPHBIX NojpasieneHusax Kotemka Bosnara-
€TCS Ha UX PYKOBOUTEIEH,

1.6. MeToanyeckoe pyKoBOJICTBO U KOHTPOIIb 33 COCTOSAHHEM BEIEHHS [ENONPOH3BOACTBA B Komte-
JUKE OCYILICCTBIISICT OTBETCTBEHHBIM PabOTHHK OTesa OpraHU3allMOHHO-TIPABOBOIO U KaApoBOro obecreye-
HHs (CEKpeTaphb PYKOBOIMTENS) BO B3auMOACHCTBHA ¢ JupexTopom Kommemxa.

2. CoctaB ynpaBl/ieH4eCKHX I0KYMEHTOB KOJLIeIKA

Hestensrocts Komepka obecriednBaeTcs CHCTEMOH B3aHMMOYBA3AHHOM VIIPABICHIECKON JOKyMEH-
TalKH.

Ee cocras onpejensercs koMmmereHuued Koiureka, MOPsIKOM paspellieH s BONPOCOB, 00beMOM H
XapakTepoM B3aumocsszed Mexay Kommemxem, MunmcrepcTBom o0pazoBaHus u Hayku IlepMckoro kpas,
roCyIapCTBCHHBIMH OpIraHaMu, JPYTHMH OpPraHaMH YIIPABJICHUS U OPraHU3aIlHSIMH.

OyHKIMH ypasleHus B Kommepke pealn3yioTes ¢ NOMOLBI OPraHH3alHOHHO-PACIOPSANTEIIBHOM
JOKYMEHTALMH, KOTOpask BKIFOYAET B ce0s ceTyonIie rpyIsl JOKYMEHTOB, HOPMATHBHEIC TIPABOBBIC AKThl,
pacropsAuTe/IbHbIC, OPTaHH3aHOHHbIC 1 MHPOPMALHOHHO-CIIPABOYHBIE JOKYMEHTHI.

2.1. HopmaTHBHbIe IPABOBbIE AKThI
[Ton HOpMATHBHLIMHM IPABOBEIMH AKTaMH NMOHMMANOTCA aKTBI, COZIEPIKAILUC [IPABOBBIC HOPMBI, TO

€CTh HOPMATHBHBIC NMPEANMCAHHS, PACCYUTAHHBIE HA HEOTPAHMYEHHBIH KPYT CYOBEKTOB W MHOTIOKpaTHOE
HITM TIOCTOSAHHOE [PUMEHEHHE. DTO MMHCBMCHHBIC OQHIMAIBLHbIE JOKYMEHTDI, IPUHATHIC (M3/IAHHBIC) B OTIpe-



JAeseHHo| opme Konnemka B peaenax ero KOMIETEHIHE B COOTBETCTBHH C [OJOKEHHEM O HEM B BUJE
PCUICHHH 11€)ICOBETOB, IIPHKA30B, MPABUII, MHCTPYKITHA H ITOJI05KEHUI,

2.2. PacnopsyanTebHble TOKYMEHThI

PacniopssiuTeIBHBIH JOKYMEHT - BHI NHCHMECHHOTO HOKYMEHTa, B KOTOPOM (DHKCHPYIOTCH DEIIeHHMs
aJIIMMHUCTPATUBHBIX M OPTaHW3alMOHHLIX BOIPOCOR, BOTPOCOR YIIPaBCHMA, B3aWMOJEHCTBHA, obecre-
YCHHS U PEryJNHPOBaHUA  [AeaATelbHOCTH Konne/ka, ero cIpyKTYPHBIX ITOAPA3ICICHIH U OTAEIbHEIX JOJIK-
HOCTHBIX JiuLl. B Koule/ke B kadeCTBE pacllopsiNTeIbHOTO JOKYMEHTA IPHMEHSECTCS IIPUKA3.

2.2.1. llpuka3s

[Iprkaszamu oOpMISIOTCS PENISHHS HOPMAaTHBHOTO XapakTepd, a TakKe PEIICHHS 110 OIEPaTHBHBIM,
OpraHHu3aliMOHHBIM, KaJIPOBBIM M JIPYTHM BOIIPOCAM.

ITo Bompocam, Haxomamumes B komnerennnn Konnemka, mupexrop Kouieaka BripaBe MpHHEMATH
pacnopsuKeHus, Kotopsie He npotueopeuar Koncrturyuuu Poccuiickoit @enepatin, deaepanbibiM KOHCTH-
TYIIHOHHBIM 3aKOHaM, denepanbHeiM 3akoHaM, ykasam [Ipesumenrta Poccuiickoit Menepaliuy, MocTaHOBIC-
HusM [pasurennctsa Poccuiickoit ®enepaunn, Yeray [lepmckoro kpas, sakonam [lepMckoro kpas, pacro-
psukenusmM I'ybepratopa Ilepmckoro kpasi, nocranosienusm [Ipasutenscrsa [lepMcKoro kpas, NpHKazaMm
Munucrepcrsa obpasopanns u Hayku [IepMmckoro kpas, YcTaBy Koiie/pka, HMEIOIHM 00g3aTeIbHYIO CUITY
st Kosuteaka U ero JOIDKHOCTHBIX JTHLI

ITpukasel m3narorcs aupekropoM Kommelpka, ACHCTBYIOIIAM HA OCHOBE €MHOHAYATIHS, ¢ IEIBIO
PaspemIcHUs ONEPATHBHBIX, OPraHH3aHOHHBIX, KaJPOBBEIX H JIPYTHX BOIPOCOB AeiTeasHocTH Kosuremxka.

ITpoexThl NPHKA30B 110 OCHOBHOH JESTEIBHOCTH TOTOBAT 3aMECTUTEIN THPEKTOPA, INIABHBIH OyXraj-
TEP, PYKOBOJHTEIN CTPYKTYPHBIX IojpasjicineHui Koieka Ha OCHOBaHMM nopydeHuil nupextopa Koi-
nemxa b0 B MHUIIHATHBHOM Topske. (Muueke mpukasa - OJ1)

ITpoekThl MPHKa30B IO KaJApOBLIM BOIPOCAM FOTOBHT  OTBETCTBEHHBIW pabOTHHMK OT/ENa KaJpoB
(cnequanuet no kaapam). (MHAEKC npHKaszos - K u JIC)

ITpoexThl NpHKa30B 10 ABMKEHHIO KOHTHHTEHTAa TOTOBUT CEKpeTaph yaeOHOH YacTH (MHAEKC MpHKa-
30B - Y).

2.3. Opranu3alHoHHBIE J0KYMEHThI

OpFaHHSElL[HOHHbIG HJOKYMCHTBI - 9TO HOKYMCHTDI, peFHaMBHTpr}OLL[HG 3agadyyd U (I}}/HKI_IHI/] Kome-
K4, YCTaHABJIMBAIOMIAC CTPYKTYPY, IITATHYIO YHCICHHOCTB, TIOPANOK (BDYHKIHOHHPOBAHHS H B3aHMOJCH-
CTRHSA CTPYKTYPHBIX MOAPa3ACICHNUHN, TIOPAI0K NeHCTBHH pabOTHHKOB ITPH MCITOJHEHHH ITOBCEAHERHBIX TPY-
IIOBEIX 00fA3aHHOCTEH,

K opraHm3aliMOHHBIM JOKYMEHTAM OTHOCSTCS: IIOJIOKEHHMs, IIpaBWia, HMHCTPYKLHH, CTPYKTYpa,
MITATHOC PacluCanue, TOJKHOCTHRIC HHCTPYKIIMH pabOTHHUKOR.

2.3.1. llonoxenne, NnpaBnja, HHCTPYKIHA

ITonoxkeHue TpUHUMACTCA B TOM CJIydag, eciid B HEM YCTaHaBIIMBAIOTCA CHCTCMHO CBA3aHHBIC MEXKIY
cobOH NparuIIa, PEryJIHpYyIOIIHe KaKHe-THOO0 NMPAaBOOTHOLIEHUA M0 BOMPOCAM, OTHECEHHBIM K KOMIIETEHIIHH
Konmemxka.

B nparunax ycTaHaBIMBAKOTCS HOPMBI H TpeOOBaHMS, 00S3aTENBEHBIC IS REITIOTHCHHS.



B MHCTpYKUMH M37IaraeTcs MOPsA0K OCYIIECTBICHUS KAKOH-THOO JESTeNbHOCTH HIIN HOPAJ0K TIPH-
MCHEHHS TTOJIOKCHHH 3aKOHOIATEIIbHEIX M MHBIX HOPMATHBHBIX [IPAROBLIX AKTOB.

llonoxenus, MpaBuia ¥ HHCTPYKIHH HPHMCHSIOTCS KAk CAMOCTOATENbHBIC IPABOBBIE aKThI, KOTOPBIC
MOAIMCBIBAIOTCA TUPEKTOpoM Kosnemka (nanee — TUPEKTOp) MM YTBEPKIAIOTCS B YCTAHOBICHHOM I10PA-
Ke.

YrBepiaeHue 0popMIseTCs TyTeM U3JaHHA PACHIOPAANTEFHOTO JOKYMEHTa 06 MX YTREP  ICHHH.

IonoxeHne 0 CTPYKTYPHOM HOAPa3JeNeHHH — SBIHICTCS IPABOBBIM AKTOM, OTIPE/ICIISIOLINM TTOPSII0K
obpasoBaHus, Npasa, 0613aHHOCTH, OPraHH3AIMIO HX paGoTsl. [logoXkeHHEe UMEET YCTAHORNEHHYIO YHH(H-
UHPOBAHHYIO CTPYKTYPY TEKCTa: OOLIKE [I010MKEHNs, QYHKLHH, LE/H 1 3a/1a4H, IPAaBa ¥ 00S3aHHOCTH, PYKO-
BOJICTBO, B3aUMOOTHOIICHKSA, OTBETCTECHHOCTD, OPraHu3alus paboTEl.

[TopsAnox MOArOTOBKH IPOEKTA MOJNOKEHHS, TIPABH/L M MHCTPYKLMH COOTBETCTBYCT OGIIEMY MOPAIKY
HOATOTOBKH MPOEKTOB HOPMATHRHEIX I[IPABOBBLIX AKTOB.

Teker npoekTa nonoxenys (MPABKI, HHCTPYKIHHK) H3JIATAETCA OT TPETHETO JIMLA ¢AMHCTBEHHOTO HITH
MHOKECTBEHHOIO 4Hcid. B TekcTe MCTIONBb3YIOTCS CII0BA; «HOIIKEHY, «CIEMYET», «HEOOX0MUMOY», «3arpeia-
CTCA», «HE JOMYCKAETCH», «00A3aH» U T ..

Koncratupyromieit 4acTbio NoMokeHHs (IPAaBWI, MHCTPYKLKH) CIYKHT pasgen «OO6mmpe monoxke-
HHA», B KOTOPOM YKa3bIBAOTCS OCHOBAHMSA pa3pabOTKH, OCHOBHOE Ha3HAYCHHE HOPMATHBHOTO akTa U cdepa
€T0 PaclpoCTPaHEeHHS.

OCHOBHOH TEKCT NMOJIOKEHHS (TIPABHII, HHCTPYKLIHK) MOJKET JCIUTHCS Ha [J1aBbl, THKTBI H [TOATYHK-
ThI. ['JIABBI JOIDKHBI MMETh Ha3BaHMsA. [NIaBBI HyMepyIOTCS PUMCKHMH IHbpaMu. HyMmepanus MmyHKTOR
HOJIIYHKTOB IIPOH3BOANTCA apabCKUMHK ITH(PaMH.

2.3.2. llITaTnoe pacnMcaHue

llItatHoe pacnucaHHe 3aKpeIunieT AOMKHOCTHOH M 4MCIeHHBIH coctaB Kosemka, ¢ yKasaHHEM
JOIDKHOCTHEIX OKJIaZ0B pabOTHHKOB M YTBEPHKIACTCs AUPCKTOPOM.

B mratHOM paciiMCaHuH YKa3bLIBACTCA IEPEYCHB ,HOH}KHOCTCI;I, CBCIACHUA O KOJNHYCCTBC HITATHBIX
CAUHHULL, (QOHJI OIIATEL TPY/AA.

2.3.3. ToARHOCTHASE HHCTPYKIIHSA

Texer nomxHOCTHOH HHCTPYKIHK (MpuJosxkenune Ne 16) HOCHT XapakTep YKasaHuH, COACPIKHUT 4ET-
KHE (DOPMYIIMPOBKH ¢ PACHOPSIUTEIBHBIMH CIIOBAMH: «IOJDKCH», «UMEET MPaBO», «HE HOMYCKAETCS», «3a-
npewaercs» u T.4. TekcT u3naraercs oT TPETHEro JIMla UK B 6e3muHol Gopme.

Jatoy BBeACHHs] HHCTPYKLIMH B JICHCTBHE ABIIACTCS 7aTa €€ YTBEP:KACHHUA (€C/IH B TEKCTE HE YKazaHa
JpyTas fara).

JOmKHOCTHAS MHCTPYKIUHS MOXKET CIYKHTh OCHOBAHHMEM [UIs COCTABIIEHHS TPYAOBOTO IIOTOBOpPA H
OBITH MCIONIB30BAHA IIPU [IPOBEACHUH CHEHHALHOM OLCHKH TPY/AA [eJarorHYecKux u JPYrux pabOTHHKOB
Konnemxka, paspenieHHH TPYAOBBIX KOH(IHUKTOB U CIIOPOB.

JIOImKHOCTHAS HHCTPYKIHA JOBOIUTCS 10 pabOTHUKA IO TIO/IHCE.

2.4. UndopmanHOHHbIE CHPABOYHbBIC IOKYMEHTBI

HudpopMaliHoHHO-CIIPAaBOYHLIC JOKYMEHTBI — JOKYMEHTDI, KOHCTATHPYIOIIHE  (DAKTBI, SABISIOUIHECS
OCHOBaHUWEM [l IPHHATHUA PEIUCHUH W U3AaHUS PACTIOPSIUTENBHBEIX TOKYMEHTOB.
K uH(popmMannoHHO-cIpaBOYHBIM TOKYMEHTAM OTHOCSATCS: [POTOKOI, clIy:xeOHOe MHChMO, aKT, JI0-
KIaaHas, OOBACHMTE/IbHAs W clyxeOHas 3amMcKa, CTEHOTpamMMa, IIaH, OT4eT W Jp. (MPHI0MKEHHN
19, 20, 21, 22)



2.4.1. Ilporokoes

[Iporokon (mpmioxenne Ne 17) cocraisieTcs Ha OCHOBAHHH 3allMCeH, NPOM3BELCHHBIX BO BPEMS
COBCLIAHH (3aCCNaHHsA), MPEJCTABIEHHBIX TC3HCOB AOKIALOB M BBICTYIUICHMH, CIIPaBOK, IIPOEKTOB pelle-
HHIA,

TexceT npoTokoaa, KaK MPABUITO, COCTOHT H3 IOBYX 4acTel: BBOLHOH H OCHOBHOM.

Bo BBOAIHOM yacTH 0hopMISIOTCS CAEAYIONIHE PEKBH3HTHI:

IIpencenarens uny npeacenarTesCTBYOIIH.

Cekpetaps.

IlpucyTcTBOBANIM — CIIMCOK NPHCYTCTBOBABIINX HJIM OTCHIIKA K [PUIIATAEMOMY  CIIHCKY TPHCYT-
CTBOBABIUMX. BHavale mepevncisiorcs 4iaeHsl Ko/UIernasHoro OpraHa, 3aTeM — [IPHUITIANICHHLIC ¢ YKa3aHH-

CM JIOIZKHOCTCH M HAHMEHOBAHMH OpraH13alHi.
' IMogecTka mHS.

JOKIIaMuUKH 110 KaXIOMY [IYHETY NOBECTKH JHS.

OCHOBHAs 4aCTh TIPOTOKOJA COCTOMT M3 PA3ICIIOB, COOTBETCTBYIOUIMX MYHKTAM ITOBECTKH AHA. TekcT
KQXKIOro pasziesia CTpOUTCs 0 CXeMe:

CJIYIAJIN — BBICTYIIHJIM — IIOCTAHOBHWJIU (PELIHIIN).

OcHoBHOE cosiepKalue JOKNaI0B M BRICTYILICHH TOMEIACTCS B TEKCTE TIPOTOKOJIA MITH TIPHIIAraeT-
C1 K HCMYy; B TIOCJICIOHEM CIydac B TEKCTe Aeacrest cHocka «TekeT BBICTYIUICHHMS npumaraercsy. [locra-
HOBJICHHC (PEIICHNHE) B TEKCTE TPOTOKOJIA [IEYATACTCA MOMHOCTEIO; [IPH HEOOXOIHMOCTH IPUBOMSATCS UTOTH
rOJOCOBaHHUI.

HIporokon noammMcEIBacTCS NPEACEAATCILCTRBYIONHM Ha 3aCeIAHNH 1 cexperapeM. [laToi mpoToko-
Ja ABJAETCA JaTa 3ace/laHus.

IIpoTokonam NpUCBAMBAIOTCA [OPSIKOBEIE HOMEDPA B TPEHCIAX KaJIEHJapHOr0 rojia OTACILHO II0
Ka2K101 TPYIIIE [IPOTOKOJIOB 3aCeIaHHIT KOIUIErHaTbHEIX OPTaHOB.

2.4.2. CayxeGHble nHCLMa

CuiryxebHble mucbMa B Koluie ke roToBATCS:

- KaK OTBETBI O BBIIOJHEHNH TTOpy4eHHiH Munnctpa obpasoranus u Hayku [Tepmckoro kpas;

- KaK HCIIOJIHCHUE NopyyeHHH Munuctpa obpasosanus u Hayku IlepMcKoro kpast B cBsisu ¢ obpanie-
HUAMH TPa¥/1aH 10 BONIPOCaM, OTHOCSLIMMCS K koMrieTeHiuu Kommemka,

- KaK COMPOBOAMTC/ILHBIE MMCEMA K IIPOCKTAM HOPMATHBHBIX HIPABOBBIX akTOB MuHHCTpa 06pas3oa-
HuUs ¥ Hayku llepmckoro kpas;

- KaK OTBETBI Ha 3aIIPOCH] OPHANYECKHUX U (PU3HUCCKHX JIULL;

- KaK HHUIIHATHBHBIC TUCHMA.

CpokH IOArOTOBKM OTBETHBIX IMICEM YCTAHABIMBAIOTCA PE30JIONHMEl PYKOBOLCTBA HA OCHOBAHHH
MMCIOIIMXCSA CPOKOB HCIIOIHEHUA OPYYEHHH, 3alIPOCOB MIIH IO PEIICHUIO 4BTOPA PE30FOIHH.

TexcTbl OTBETHBIX MHCEM JOIKHBI TOYHO COOTBETCTBOBATH 3aIaHHAM, 3a)MKCHPOBAHHEIM B PE30III0-
LUH PYKOBOIHUTEIIS.

Ecin nucemo opopmieno Ha 6inanke Koemka, To ero TeKCT H31araeres oT 1-ro JIHNa eTHHCTBEHHO-
IO YHCIIA: «IIPOLLY...», KHAMPABIIAIO...».

Texcr muckMa, Kak OpaBHIIO, COCTOMT U3 ABYX 4acTeil. B neproif yacTH namaraercs [IpUYHHA, OCHO-
BAaHHC HJIH OOOCHOBAHHME COCTABICHHMA IIHCbMA, IPHBOJIATCS CCHUIKM HA TOKYMEHTBI, ABJISIOIIHECS OCHOBA-
HHMEM TIOAIOTOBKH MHchMa. Bo BTOpo# wacTH, Hauunaromeiics ¢ ab3aua, NOMEIIAITCS BBIBOJBI, TIPE/IOMKe-
HHSL, IPOCKOBI, PEIICHUS U T.11.

/laToii muceMa SBISIETCS [aTa ero MOAIHCAHHS.



2.4.3. Akt

AKT — JIOKYMEHT, COCTaBIISIEMbIH HECKOIBKHMHE JIHIAMH W [OATBEP/KIAIOIIMN yCTAHOBIEHHBIC HMH
daxTe! mu cobbitus. (Ilpuioxkenne 18)

Teker akra COCTOUT M3 ABYX YacTeH: BBO/IHOH H KOHCTATHDYIOMEH.

BBonHas 4acTh akTa COEpKHT HAHMEHOBAHHE PACTIOPSIHTENBHOO JOKYMEHTA, HA OCHOBAHHH KOTO-
POro aKTHPYIOTCs (haKT, COObITHE HITH JIEHCTBHE (B HMEHHTEIILHOM Najieke), ET0 HOMED H J1aTa.

Ecmu akr cocrapieH KOMHCCHCH, TO NEPBBIM YKa3bIBACTCS IPEICEaaTeb KOMHCCHH., DaMuinu uie-
HOB KOMMCCHHM paclioylaraiores B andasurHoM nopsake. Cnosa: «OcHosanue», «lIpeacegarens», «HiieHs!
KOMHCCHIY, «IIpUCyTCTBOBANMY MUILYTCS ¢ NPONUCHOH GYKBBI.

B KkoHCTaTHpyIOUIEH HaCTH aKTa M3/IaTaloTCs LElH M 3a/[a9d aKTUPOBAHHS, CYIIECTBO U XapakTep
MPOBE/CHHON KOMHUCCHEH paboThl, YCTaHOBICHHBIE (DAKTHI W COOLITHS, a TAKKE BBIBOJR H 3aMedanus, Kom-
CTaTHPYIOLIAS YaCTh 3aKaHYMBACTCSA CBEJIEHUAMHI 0 KOTMYECTBE IK3EMILIAPOB aKTa M MECTE X HAXOKICHHS.

Konu4ecTBO 5K3EMIUIAPOB aKTa ONPENEIICTCS 9HCIOM 3aMHTEPECOBAHHBIX B HEM CTOPOH HIIH
HOPMAaTHBHBIMH JOKYMEHTAMH, PETIIaMEHTUPYIOLIMMH COCTABIICHHE aKTa.

AKTbI [IOANACHIBAIOTCS BCEMH “JICHAMH KOMHCCHH, IPH HEOOXOMMOCTH aKThl MOMLICKAT YTBEPIKIL-
HHIO THPEKTOPoM TexHuKyMa.

2.4.4. Jloxaannas, 00bsiCHUTEIbLHAS W ClysKeGHast 3a0HCKA

JoknajHas 3alHcKa - 9T0 AOKYMEHT, COJIEPIKAIMH 0OCTOATEIbHOE H3NI0KEHHE KAKOTO-TH60 BOIIpOCa

C BBIBOJIAaMH M NPEUIOKCHHAME cocTasuTens. JloknaaHas 3amucka COCTaBiAeTcs TpH HEOOXOIMMOCTH YBE-
JOOMICHHS PYKOBOJMUTE/A HIIH BBIICCTOALICTO OpraHa 0 KakuX-IHO0 (akTax WM COOBITHAX M MOMKET CO-
IOepsKaTh MPEATOKEHHS COCTABAUTEIA 110 H3/IaracMOMY BOIIPOCY.

Ciry»ceOHas 3anmucka (pasHOBH/IHOCTE TTHCHMa) — (hopMa BHYTPEHHEH TIEePENHCKH.

B saBucHMOCTH OT cozepiKaHUs H HA3HAYEHHA TOKIANHBIC W CIY)KCOHDIC 3aIMCKH ICIATCA HA WH-
dopMaLMOHHBIE, OTYETHBIE H WHUI[HATHRHLIC,

Texcr goxmanuoi, cayxeOHOH 3aMMCKH MOXKET COCTOSTh U3 ABYX 4acTei. B mepBoil 9acTu, Kak npa-
BUJIO, U3JIATAr0TCs (DAKTBl HIIH COOBLITHS, [OCITYKHBIIHE MMOBOJOM K HANMCAHHIO JOKIAJHON 3allHCKH, BO
BTOPOH — BLIBOJIBI U MPEATOXKEHHSA O KOHKPETHBIX ASHCTBUSX, KOTOPEIE, IO MHEHHEO COCTABHTENS, HEOOXO-
JUMO MPEANPHHATE PYKOBOIMTEIN WIH BBUIIECTOAILIEMY OPTaHy B CBSA3H ¢ H3JI0KCHHBIME (haKTaMH.

OO0BACHHTENBHAS 3AMIUCKA — JOKYMEHT, HOSCHSIOIUN KaKkoe-THho ecTBIE, (akT Wi coBBITHE. 3a-
ITHCKH, COCTaBIsAeMble PADOTHHKAMH ¢ 00BACHCHHEM IIPUYKH [10BEICHUS, MPOCTYIKOB, CUTYaLHH (00BACHH-
TEJIBLHBIC 3aIIMCKH) MOr'YT ObITh OOPMIIEHB! PYKOITHCHBIM CIIOCOOOM Ha CTAaHAaPTHOM JIHCTE OyMaru.

2.4.5. Inan

Ilnan - TOKyMEHT, yCTaHABIIMBAIOLIMH [1epedeHb HAMEYAaeMbIX K BBITIOJHEHUIO paboT WM MEPOTIPHSI-
THH, UX IT0CJIE/IOBATEIEHOCTD, 00BEM, a TAKKE OMPEACIAIONIHE KOHKPETHBIX HCITOIIHUTEIICH,

CocTaBasgolMMHK TYHKTAMH [J12HORB SIBISTFOTCS

- HAUMECHOBaHKE (coJepxanne) paboTbl UM MEPOIIPUSTHS,

- UCTIOTHHUTEJTb;

- CPOK HCITOJIHCHHS,

- OTMETKA 00 MCIIOTHEHHH,

ITraner paboT MM MEPONPUATHH AOJIKHBI MOMMUCHIBATHCSA TOKHOCTHEIME JIMLIAMH, OTBETCTBEHHDI-
MU 3a UX BBIIIOJIHEHHE, C YKA3aHHEM JaThl NoAKcanus. [Ianbl, Kak IpaBuiio, MoLIEkKAaT yTBEPKICHHIO.

2.4.6. Otuer



Or4er — D0KyMEHT, coepsKalliuii CBEICHHS O MOATOTOBKE, [IPOBEIEHHH H MTOraX BBITOTHCHHA [La-
HOB, 3aCCIaHUH, H JIPYIHX MEPOIPHATHH.

Texer oT4eTa MOKET COCTOATE M3 PA3/ICIOB, [OAPA3IEIOB, IYHKTOB U IOAMYHKTOR, KOTOPHIEC HYME-
PYIOTCs apabckumy HHQPaMH B YCTaHOBICHHOM mopsiake. OTYET NONKEH UMETh TOIITUCH WM BU3bI COCTA-
BUTEJIEH ¢ yKa3aHHEM JaThl BU3UPOBAHK,

3. llpuem, 0GpaboTka U pacupegeeHHe MOCTYNAIONIHAX JOKYMEHTOR

3.1. Ilpnem, nepsonayanbuas o6paborka, perHcTPauHs W pacnpeleleHHe MOCTYHAIUIEH Koppe-
CHOHACHIHH

3.1.1. llpuem, nepsonavanpHai 06pa0oTKa, PErvCTpalus M pacHpeieicHue HocTynarouel B Koi-
JICIK KOPPECTIOHICHIIMH IIPOU3BOAATCA OTBETCTBEHHBIM pabOTHUKOM OTJIENa OpraHU3aLMOHHO-IIPABOBOIO U
Ka/iposoro odecneyenns Kommemka.

Perucrpauus 1oKyMEHTOB NPOK3BOMUTCS B ACHb UX MOCTYTIICHHS.

3.1.2. B mpouecce nepBoHa4aIbHOH 0OpabOTKM MOCTYNAKONIEH KOPPECHIOHICHLIHHN IPOBEPSIIOTCS
KOMIUICKTHOCTE M LETOCTHOCTE TOKYMCHTOB M NPHIIOKEHNWH K HUM, a TAKXKe HATHIAC HCOOXOAMMBIX PEKBU-
3UTOB.

IIpoBepka MpaBUIBLHOCTH JAOCTABKH HMEET LENbIO0 BBIABICHHE KOPPECHIOHIEHIHH, OCTABICHHON He
110 HA3HAYCHUIO.

Koppecrnonenuus, JocTaBneHHas He [10 Ha3HAYEHHIO, TIOUICKUT BO3BPATY.

JIoKyMEHTBI, IOCTaBIeHHbIE KyPhepaMy (HAPOUHBIMH), TIPOBEPSIOTCS OTBETCTREHHBIM PaBbOTHHKOM B
UX IPHCYTCTBHH Ha MPEIMET COOTBETCTBHUA AT OTIPABKH JIATE JIOCTABKH, MPABUILHOCTH O(OPMIIEHHA H
KOMILIEKTHOCTH IIPUIIOKECHHH,

B ciysae HenpaBuibHOrO apecoBaHms, IPH OTCYTCTBUH YIIOMSHYTBIX B TeKCTe MPHITOKCHHE, 10-
KYMCHTEI I[IOJICHKAT BO3BPATY Kypbepy (HAPOIHOMY).

B ciyuae pacxoxienus aTHI OCTABKM M JATI OTIPABKH HOKYMEHTA, KyphepoM (HAPOUHBIM) B
HIKHEH YaCTH TEPBOTOo JIMCTa JOKYMEHTA JIeaeTes 3anuch «Jlocrasiaeno. Jlata. [loamucey.

3.1.3. Bee mocTynuBmse KOHBepTH! (GaHACPOIH), 38 HCKIIOYCHHEM KOHBEPTOB (HaHIepolei), nme-
FOIIHX TIOMETKY «JIHYHOY, BCKPBIBAIOTCA.

Ilpu 0OHapyCHUM HE KOMIUICKTHOCTH HITH MOBPEXK/ICHUH JOKYMEHTA Ha MOCHEIHEM JIUCTE MITH Ha
060pOTE MOCHENHEr0 JTHCTA JOKYMEHTA MPOCTABJISACTCA COOTBETCTBYIONAA OTMETKA, 4 TAKKE COCTABIIACTCS
aKT B 3 DK3EMIUIAPAX: MEPBHIH 0CTACTCs Y IOTydaTess KOPPEeCIoHACHIMH, BTOPOil puobIaeTcs K MoCTy-
MTHBUIEMY MaTCpHally, a TPETHH - HallpaBJSIeTCs OTIPABUTEIIO JOKYMEHTA,

KonBepTsl, Kak MpaBuIIO, YHHITOKAIOTCS, KPOME CIYIACB, KOIUa TOJILKO 10 HUM MOKHO YCTaHOBHTE
azipec orupasurels (IpU OTCYTCTBHH apeca Ha JOKYMEHTE) WK IaThl OTIPABKH M MONYYEHHS JOKYMEHTOB.

KongepTs ¢ rpudom «JIMIHO» perucTpupyoTes B KypHAIE yUeTa TTaKeTOB M IIEpeJaloTes Mo HaszHa-
YCHUIO (I10[] POCIHCH OTBETCTBEHHOTO TODKHOCTHOIrO jnia). OcTanbHble, PeABAPUTENIHHO PACCMOTPEHHLIC
JOKYMEHTBI, PETUCTPUPYIOTCA B JKypPHAIe BXOMIIINX TOKYMCHTOR.

B Konnemxe ¢ obbeMoM moxkymeHnTo000poTa 10 600 JOKYMEHTOB B TOI JOIYCKAETCS MX PErHCTpa-
LUs B XKYPHATAX PECHCTPALMY BXOIAINX H HCXOAIINX TOKYMEHTOB.

3.1.4. B Komutexe ¢ o6vemom  rokyMeHT0000poTa cBbitie 600 TOKYMEHTOB B TOJ JIOKYMECHTHI pe-
TPHCTPUPYIOTCS Ha PETHCTPALMOHHO-KOHTPOILHBIX KapTOYKax (MPHJIo:KeHHe 1), KOTOPBIC COCTABIAIOTCH B
ABYX 9K3CMIUIIPAxX, O/HA W3 HHX NPUIIAraeTcsd K JOKYMEHTY, ApYras BIHBAETCH B KAPTOTEKY.

PerucTpanionneii HOMEp JOKYMEHTA COCTOMT M3 €TO TIOPSAKOBOIO HOMEPA, KOTOPKIH MOMKHO JOTMOJ-
HATh HHIACKCOM JIeJIa 110 HOMEHKIATYpe [el, MH(GOpMalyeil 0 KOPpPeCcTIOHACHTES, HCIIOIHUTEIISAX | JIp.

Perncrparonnbii HOMEpP JOKYMEHTa, COCTABICHHOTO COBMECTHO C JAPYTHMH OpPTraHaMH M BEIOM-
cTBaMu (AByms u GoJiee), COCTOMT M3 PETMCTPALIHOHHBIX HOMEPOB JIOKYMEHTA KasKI0T0 U3 HHX, IIPOCTABIISE-
MBIX H€pe3 KOCYIO 4€PTY B [IOPAJIKE YKA3aHHA aBTOPOB B JIOKYMEHTE,
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Ccblika Ha PerHCTPALHOHHBI HOMEp H ATy ZOKYMEHTA BKJIIOYACT B ceOs PErucTpallMOHHEIH HOMED
U 1aTy NOKYMEHTA, Ha KOTOPHIH OMKeH ObITh AaH OTBET.

Peructpupyrores Bee MOCTYNHUBIINE JIOKYMEHTBI, KpOME JOKYMEHTOB H KOPPECHOHICHIIUHU, HE I10]1-
JeKAIHX pEerHeTpanud (Mpuio:xkenue Ne 2),

B npaBoM HIKHEM yIily NIEPBOTO JIMCTA OCHOBHOTO JIOKYMEHTA TIPOCTARIACTCS [ITAMIT C YKa3aHHEM
NaThl, HHACKCA OT/EIA, BXOIIILEr0 PErHCTPAIIHOHHOIO HOMEDA.

Eciii HIDKHAS 4acTh JIOKYMEHTA 3aHATA TEKCTOM, MITAMII TIPOCTABIETCS Ha JIIOOOM CBOBOIHOM Me-
CTE.
[Ipu noBTOpHOM NOCTYIIIERNH TOKYMEHTA 110 OJIHOMY U TOMY XKe BOINPOCY B IIpejieNnax OJHOr0 KaleHIapHo-
O rofia eMmy NPHUCBANBACTCA NEPBOHAYANBHEIN PErUCTPAIIHOHHEIN HOMED ¥ Yepes JIPo6b — KOIUYECTBO MO-
BTOPHBIX ITOCTYIUICHUH, HaTTpHMEp:

1211 - Homep mepBoTO JOKYMEHTaA (110 ONPEACTIEHHOMY BOIIPOCY), BTOPOH — [0 3TOMY ¢ BOTIPOCY
Oynet 3apeructpuposan 3a Ne 1211/1, tpetnii — 3a Ne 1211/2 u .1,

OtBeTsl Ha ciyxeOHBIC TOKYMEHTBI PETHCTPUPYIOTCS 110 TOMY e NPHHIHKITY, HO 4Yepe3 THpeE,
HalnpUuMep:

ocHOBHON Ne 1211, mepBrlit oteer Ha Hero 6yzaer 3a Ne 1211-1; BTOpOoH —3a Ne 1211-2 u T.11.

3.1.5. Inst ynoGCTBa perHcTpamul U MOWCKA JOKYMCHTOB OTBETCTBEHHBIM paboTaukoMm Kosmemxa
[IPUCBAHBAIOTCS HHEKCHI H HCIIOJIB3YIOTCS B HOMeHKIatype me Kolemxa:

01 — mupexTop;

02 — cexperapn pupexropa,;

03 — samecTuTens qUpeKTOpa Mo yachnoii padore

04 - HayaJILHUK XO3IHCTBEHHOrO OTICHA

05 - 3aBenmyroias 6uGIHOTEKOM

06 — npueMHast KOMHCCHS

07 — samecruTess MpeKTOpa 110 y4eOHO-POM3BOACTBEHHON paGoTe
08 — samecTuTEIL NUPEKTOPA MO BOCHIHTATENHHO padoTe
09 — zaBeyromas CTPOUTEILHO-MOHTAKHBIM OT/ICICHAEM
10 — 3aBemyromas apxuTeKTYpHBIM OTACICHHEM

11 — 3aBenyrommas 3a049HBIM OT/ICTICHHEM

12 — rnaBHbI Oyxranrep

13 — Benymmii Oyxramnrep

14 — 6yxranrep 1 xkareropun

15 — 6yxrantep — xaccup

16 — ciequanyeT mo Kaapam

17 — uHCHeKTOp 110 Kaapam

18 — cieumanyeT Mo oxpaHe Tpyja

19 — nucnieruep yuebHoit yacTu

20 — cexpeTapp yue6HOI yacTH

21 — meroguct

22 — meaaror opraHuzarop

23 — CoIHambHBIA Iegaror

24 — areHT N0 CHAOXKEHUIO

25 — noKyMeHTOBe,

26 — TeXHUK-IIPOTPAMMHCT

27 — oxpana

28 — apxuBapuyc

29 — orseieHNE JOMONHATEILHOTO 06Pa30BaHHS



3.1.6. IlocrynuBuime TejerpaMMbl TPHHMMAIOTCS OTBETCTBEHHBIM pabotrukom Kommemka mox pac-
MHCKY C [POCTABIEHHEM JIaThl U BPEMEHH lipuema. Bee renerpaMMel (KpoMe MO3paBHTENbHEIX) PETHCTPH-
pYrOTCA, IIEPEAAOTCA Ha PACCMOTPEHHE H MCITOJIHEHHE 110 TEM e [IpaBHIIaM, 9TO H ITHChMa.

3.1.7. loxymenTsl 0e3 yka3aHMI KOHKPETHOIO ajipecarta NpeIBapHuTeIbHO PACCMATPHBAKTCS OTBET-
CTBEeHHBIM paboTHrkoM Kosuieska, a 3aTeM HATpaBJIAIOTCs 110 HA3HAYEHUIO.

IIpeaBapuTeiibHOE PACCMOTPEHHE JOKYMEHTOB MPOBOAUTCS C LIEIBIO PACHpeeIeHHT MOCTYIIHBIIHX
JIOKYMEHTOR, He Tpebytomux 006s3aTeIbHOTO  PAaccMOTpeHns  aupextopoM Koltemka W HanmpaBicHus
HCIOCPE/ICTBEHHO OTBETCTBEHHBIM HCIIOIHUTEIISIM.

3.1.8. Jokymentsl, Tpedyromue 00s3aTeIbHOIO PACCMOTPEHHUs AupekTopoM Kommemxka, mocie nep-
BUYHOH 00palOTKM M PETHCTPaLlMM OTBETCTBEHHBIM pabortuukom Kodeaka IepeiaroTes B eHb HX T0-
CTYILIEHHSA IHPEKTOPY.

3.1.9. Pesomomusi  AMpeKTOpa 10 HCTIOJIHCHHIO JOKYMEHTA COJIEPKHT: KOHKPCTHBIC TIOPYUYEHHS HC-
TIOJTHATEIIIO WM HCTIOJHUTE/AM, KOTOPEIM HANPABIIAETCS JOKYMEHT M IIPEANHCLIBAEMBLE JIEHCTBHS, 110Ps-
[OK W CPOKH HCIIOJIHCHHUS, [TOIITHCH | JIaTy.

3.1.10. ITpu BO3HHKHOBCHHH PA3HOIIACHH TIO COJICPKaHHIQ PE3QIIOHMH UCIIOIHATENE 00A3aH B JICHb
NOCTYIUIEHHUS TOKYMEHTA IIOCTABUTH B U3BECTHOCTH OTBETCTBEHHOE nuLo Komremxka.

3.1.11. JlokymeHTBI ¢ pe3omoniell THPEKTOpa IIepeaoTes OTBETCTBEHHBIM paboTHHKOM Kolenka
Ha HCIIONIHCHUE 3aMCCTHTEIIO AUPEKTOPa, TTIABHOMY OyXranrepy, pyKOBOAHUTENISAM CTPYKTYPHEIX MOpasjie-
JIeHMH TI0Jl POCINCE B JKYPHAIE BXOJANMX IOKYMEGHTOB M B PErMCTPAIlAOHHO-KOHTPOILHOH KapTOUKe,
B KOTOPOH YKa3bIBACTCS (PAMUIINA MCITOTHUTENS, TEKCT PE30IIOLHH, TAaTa NOIYYeHHs PE30TIONHH THPEKTOpA.
Iepesjaua OKYMEHTOB HCIIONHATEIIO OCYIIECTBIACTCS, KAk [IPABHII0, B AeHb PACCMOTPEHHS HX JHPEKTO-
poM.

3.1.12. Ha loKyMeHTaX BBILECTOAINHX OPTaHOB ¢ IpUBOM «IIOTEKHT BOBPATY», 4 TakKe Ha GIaH-
K¢ [IOPYYCHHS TUPEKTOPa HE PEKOMEHIYCTCS JeNIaTh HAJUTHCH, PACYCThI M IPYIHE MOMETKH.

3.1.13. Tlpu Hamu9uK B pe3OMOLMK (IOPYYCHHH) HECKOIBKHX MCIIOTHHUTENEH, €ClM He YKA3aHO KOH-
KPETHOE JTMIO, OTBETCTBECHHBIM HCTIOJHHTEIEM SABISCTCA U0, YKA3aHHOE B MIOPYICHHUH HEPBLIM.

Ecin nopyuenye 1aH0 HECKOIEKAM OTBETCTBEHHBIM HCTIOMHUTE/ISM, OTBET TOTOBHT JTHIIO, YKA3aHHOE
B PE30JIIOLHM TICPBEIM, CCIIM HET IPYTYX YKa3aHuH, H HH(OPMANNI OT APYrHX COMCHOIHHTEICH HalpaBid-
€TCs K Hemy.

3.1.14. JTokyMeHTHI, HallpaBIAcMble HA HCTIOJHCHHEC HCCKOIBLKHM COMCTIONHHUTEIAM, HAIPABIISIOTCS
OTBETCTBCHHBIM PaOOTHHKOM Ha HCIOJHEHHE B KOMMAX. JlomyckaeTcs mepefada JOKYMEHTOB Ha MCIIOJHE-
HHE HECKOJBKHM COHCIIOJIIHHTEIAM moodepeHo. [Ipu 3ToM oTBeTcTBeHHOE aHuo Konmemka o0s3ad MCXo-
JHMTh W3 CPOKOB HCIIOJHEHHS TIOPYUCHHH.

Oprannsauns padoTsl ¢ JOKYMEHTAMH B CTPYKTYPHBIX MofpasmcieHusx Komtemka B riase 1V
HacTosmend Maerpykuny.

3.2. Odopmiienue muceM H TejlerpaMM, OTHPABKA HCXOMAIMX JOKYMEHTOB

3.2.1. Joxymentsl, otnpasasemele Kosuemkem, nepearTes IOYTOBOM CBA3ZBLIO UIIH HAPOUHBIM.

3.2.2. ObpadoTKka JOKYMEHTOB JUIsl OTHPABKH OCYILCCTBIACTCS OTAENOM OPTraHH3alHOHHO-IIPABOBOTO
u Kajaposoro obecneuenus Kotepka.

IToAroTOBIEHHBIA M MONMMCAHHBIH JOKYMEHT peructpupyercs. [Ipn 9TOM TpoBepsercs NpPaBHiTb-
HOCTb O(OPMIICHHS W A/[PECOBAHMA JOKYMCHTA, HalHYMe MOANMCEH, B3, npunoxenwil. HempasuibHo
0popMIIEHHBIE IOKYMCHTEI [I0/UICXKAT BO3BPATY UCIIOJHUTENAM Ha J0paboTKy.

3.2.3. KoHTpOIIk 32 MPaBHIBHOCTBIO OGOPMIICHHS JOKYMCHTOB, HATIPABIIAEMBIX Ha MOIIHCH JHDPEK-
TOPY K JOKYMEHTOB, HAalpaBJIAEMBbIX B AnMuHHCTpauuio Ilepmckoro kpas, B MunucTepcTBo 00pasosanus 1
Hayku Ilepmckoro kpasi, B l'ocymapctsennyio [ymy Poccuiickoit ®eneparmm, I'yGepratopy Ilepmckoro
Kpas, Ha [IPCANPUATHSA, B OPIraHHU3AINH , YIPEHKICHUS OCYNIECTRIACT OTBETCTBEHHBIM PAbOTHHKOM.
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3.2.4. OTBeTHl DOLKHBI COLE[IKATh 0OA3ATEIbHEIC PECKBH3UTHL: 1aTy JOKYMEHTa, CCBUIKY Ha peru-
CTPAallMOHHBIN HOMEp M JaTy JOKYMEHTa, afipecara, OTMETKY 06 HCIOJNHHUTENE, OTMETKY O HAIH4UH [IPHI0-
KEHH, 3aT0JIOBOK K TEKCTY (€C/IM JOKYMEHT MMeeT Dostee 1-0i cTpaHUI(bl IEYaTHOTO TEKCTA).

O1MmeTka 06 HCIONHUTENE ¢ yKa3aHHeM (aMUIMKM UCIIOJHNTEIA U HoMepa Teled)oHa pacroaraeTces
Ha JTULEBOH WX 000POTHOH CTOPOHE ITOCIENHEr0 THCTA JOKYMEHTA B JIEBOM HIKHEM YIITy.

3.2.5. Mexompiuue J0KYMEHTE! 0OPMIIAIOTCS Ha COOTBETCTBYIOWMX Gnankax Kommemka (mpritoxe-
HUs Ne Ne 3,4) v O/ITHCEIBATOTCS TUPEKTOPOM HITH 110 €r0 IOPYYEHHIO — 3aMECTHTEIEM JHPEKTOPA B COOT-
BETCTBHH C PaCIpeeNeHHeM 00I3aHHOCTeH MEKIY HUMH.

3.2.6. Ilonmycannble OTBETHI Ha MOPYYCHHA I1EPEIAIOTCS HIAMH, OTBETCTBCHHBIMY 34 BeeHHE Jc-
JI0NpOU3BOACTBA B CTPYKTYPHBIX HOApasfencHUsX Komie/ka, B NpHEMHYIO JIMPEKTOpa Ul PErHCTPALiHy
BMECTE C IOKYMEHTOM, B KOTOPOM COJCPIKHTCS MOPYICHHE HCHIOTHUTEIIO (UCIIOIHUTENM).

JlOKyMEHTEIL, oyIesKaliie OTIpaBKe, OTIPABIAIOTCS B JIeHb HX [TOATHCAHHA HIIH HE MO3HEC [IEPBOil
TIOJIOBMHBL CIEAYIONICTO JIHS.

3.2.7. WcnionHeHHas KOPPECIIOHACHIIUSA HAMpPaBIAeTCss HCIOIHUTEIEM agpecary. Crnocod mocTaBku
(mouTa, dhakc, ¢ HAPOYHBIM) 3ABHCHT OT CPOYHOCTH UCTIONHEHUS W TOPYUCHHH IHPEKTOPA. Cpo4Has orepa-
THBHAsA KOPPECHOHACHIMSA, OTIPABIIAEMAas ¢ HAPOUHBIM, (GUKCHPYETCS B XKyPHAJIC YCTAHOBICHHOH (hopMBI (¢
yKa3aHWEM HauMEHOBAHMS HAOKYMEHTa, azipecata JOCTaBKH, JAThl JOCTABKH, (aMHIUK HapOYHOIo, J0-
CTaBIAIOLIETO JOKYMEHT, (PaMUINM TOTYUHBILETO JOKYMEHT W JaThl TIOJIyYeHHS).

3.2.8. TexnerpamMmpl Ha OTHPAaBKY NPHHHMAIOTCS HHCIEKTOPOM MO KaIpaM MPaBHIBHO 0(hOpMIICHHbI-
MH, TMOIINHCAHHBIMM, C OTMETKOM 00 MX KaTCropHH, ¢ yKa3aHHEM HOMepa (MHIEKCa) OTAC/ICHHS CBA3H, 00-
CIIY>KHBAIOIIETO afpecara (npujoxenus Ne 5),

Texer TenerpamMmel 1oixen OBITh CKaTBIM, 0€3 IEpEHOCA CIIOB, COK30B H IPEAJIOroB (ecu IIpH 3TOM
HE MCKaKaCTCs €ro CoJepKaHue).

3.2.9. TenerpaMmpl IEYaTaIOTCs B OXHOM IK3EMIUIAPE, KOTOPEIH (IOCHE HOAIHCAHHS) TIO TenedoHy
nepeaaercs Ha Teerpad, TeaerpaMMel (C BU3aMH) OCTAIOTCS B Jelie.

IIpy HampaBneHWH TE/ErpaMM ¢ OJHHM U TeM XKe TEKCToM Gollee YeM B 4 ajpeca HCIOAHHTENb CO-
CTAaBJISIET CIHCOK aPecaTos (B OMHOM HK3EMIIIAPE) C YKA3aHHEM [OYTOBBIX HIIH TeerpadHbIX aqpecos.

3.3. Opranu3anus J0KyMeHT0000poTA

HoKyMeHTO060pOT - JIBUKEHHE JTOKYMEHTOB C MOMEHTA MX CO3/1aHUS WM TTOTYYCHHS [0 3aBEPLICHHS

HCTIOJTHEHHS! HIIM OTTIPABIICHUS.

OCHOBHBIMH BHJMH TOKYMEHTALIMH ABJIAOTCS: BXOIIIINE, HCXO/SIINHE, BHYTPEHHUE JOKYMEHTEL

Iokasatenn 06bemMa NOKyMEHTOOGOPOTA HCHONB3YIOTCS IS AHAIM3A PA3MUHBIX ACTIEKTOB YIIPAB-
JIEHYECKOH JCSTCILHOCTH, OTPE/CICHNA TEXHONOTHICCKOM OCHALEHHOCTH MPOLIECCOB AeI0NPOH3BOACTRA, a
TAKJKe BBIPADOTKH MEp 110 COBEPIICHCTBOBAHUIO PAGOTH ¢ TOKYMEHTAMH.

3a cAMHUIYY MOZICYCTa IPHHUMACTCS CaM JOKYMEHT Ge3 ydeTa Komwmit, 06pasyromsxcs Ipy [edara-
HUM H PA3MHOKCHUH, KOTOPBIE MOACUHTLIBAIOTCA OTACTBHO.

Hozacuer obbema noKymMeHTOO60POTA IPOBOAKTCS MO TPYINAM JOKYMEHTOB (HOPMATHBHBIC IpaBo-
BBIC aKThl H PACHOPAJAUTETRHEIC TOKYMEHThI, MEPENHCKa, 0OPAIeHHS TPAXKAAH | [p.) U OCYHIECTBIIACTCS B
neioMm 110 TexHHKyMy ¢ 0043aTeNbHBIM YUETOM JOKYMEHTOR, 34pEIHCTPUPOBAHHBIX B HX [OIPA3/eleHUsX
(moKmaHbIC K CITyKeOHbIE 3aTTHCKH, CIIPABKH, 3aKIIFOYEHHUS, OTYETH, CBOJIKH H 1. ).

4. Opranusauus paGoTel ¢ J0KYMEHTAMH B CTPYKTYPHBIX NOAPA3AeTeHANX KOLIEIKA

4.1. llpuem u yuer noctynuBuux B Komtemx TOKYMEHTOR OCYIICCTBIIACTCSA B LIEHTPATH30BAHHOM
NOPAZIKE B IIPUCMHOM IMPEKTOPA CEKPETAPEM PYKOBOUTES.
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Bezetue 1e10mpon3sBoAcTBa B CTPYKTYPHBIX [10APa3/ieIcHHAX Konnemxa ocyiiectsisercs 3aMectu-
TCIIEM JIMPEKTOPA, IIABHBIM OYXIallTepOM, PyKOBOJIMTEIIME CTPYKTYPHBIX nojpasienennii Komepka.

4.2. 3aperucTpUpOBAHHBIC CEKPETAPEM JOKYMEHTHI B COOTBETCTBUM C HOpYYeHHEM (pe3oiIionHe)
AMPCKTOPA LICPCIAIOTCA 3aMECTHTCIIO JMPEKTOpa, IaBHOMY OyXranrepy, pyKOBOMHTENAM CTPYKTYPHBIX
nonpaspenenuid Kojute/pka Mo pacnicky B sKypHaje YCTAHOBJIEHHOM (opMb (mpuaoxenue Ne 6) Ha wuc-
HOMTHCHHE B COOTBCTCTBHH C PE30JIONHEH TUPEKTOpA.

4.3. 3aMecTHTENh AMPEKTOpA, INIABHBIA GyXranTep, PyKOBOIUTENH CTPYKTYPHBIX TOIpa3aciieH i
Komnemka opranusyror paboTy ¢ HOCTYNHBIIMMY JOKYMCHTAMH, 1pH HEOOXOMMMOCTH 00CCIIEYHBAIOT 1101
POTOBKY LIHCLMCHHEIX OTBETOB, KOHTPOIUPYIOT KAYECTBO M CBOCBPEMEHHOCTE HCIIOIHEHHS TTOPYICHHUI.

4.4. TloATroTORJIEHHBIH OTBET HA WCIIOJIHEHHbII JMOKYMCHT MepeacTcs Ha MOAMUCH JUPEKTOPY BMECTE
C NOCTYIHBLIMM H HCIIOJIHEHHBIM JOKYMEHTOM.

IHozmmcannpiit oTReT BMeCTe © HCIOTHEHHBIM JOKYMEHTOM TIOCTE OTMETKH 00 6o HCIOTHEHHH B He-
TONBL3YEMOH YIETHOH (hopMe, TepenacTest uls PETHCTPaIHy B MpUEMHYI0 nupekTopa. Konus noxymenra-
OTBCTA TMOMCIIACTCA B [CI0 B COOTBEICTBHH ¢ HOMEHKJIATYPOH JIe]I BMECTE C BXOMAMMUM IOKYMEHTOM, Ha
KOTOPBIH OBLI MMOATOTOBIIEH OTBET, UK €r0 KOIIHEIH.

4.5. Bee 1OKyMEHTBI, ¢/1aBacMbIC B [IPHEMHYIO, TOIKHB GbITh CIUCAHBL B [EJ0 3aMECTHTCIEM JTHpPEK-
TOPA, INIABHBIM OyXrainTepoM, PYKOBOJMTEISIMH CTPYKTYPHBIX TIOnpaszeiennit Kommemka.

Iocuie 3agepmenus paboThl Hal AOKYMEHTOM HCIIOIHUTE! b JIOIKEH KPaTKO M3JI0KHThL Ha CAMOM J0-
KYMCHTC HIIH Ha OT/ACIBHOM JIHCTe OyMaru B opMe COpaBKH pe3yIbTATh! BHIIONHEHHS HOPYYCHHS, HAIIPH-
Mep:

«Hampaginen orser, ucx. Ne i jiatan, «Yureno npu (GOpPMHPOBAHHH TAOIMIIBI IPEITIOKCHHIT 1 3aMe-
YAHUH K TIPOCKTY MOIOKEHHS (HazBaHue)», «/laH yeTHBIH oTBET», «Borpoc obcyxaeH Torma-Ton, «PereHo
(YKa3bIBaETCsI, YTO PELIEHO)» U TAK Jalice.

Ha wcrnonxennom nokymenre (1Ha neppom JMcTe) WK Ha IPHIIOKCHHOH K HEMY cIpaBKe (MH(pOpMa-
IIHH) O Pe3yIbTaTaX HCIONHEHHS JOKYMEHTA 3aMeCTHTCICM AMPEKTOpa, IIaBHBIM OyXIalaTepoM, pyKOBO/IH-
TEIMH CTPYKTYPHBIX — 1oApaszaencHui Komieka npocrasisiercs otMerka «B genoy». Tlommuces PYKOBOJIH-
TCJIA, CIUCHIBAIONIETO IOKYMEHT B J€JI0, I0KHA GBITh paciudpoBaHa.

4.6. McioniHenHbIe JOKYMEHTHI (DOPMHPYIOTCS B €114 B COOTBETCTBHHE C HOMEHKJIATYPOH mel.

4.7. dopMHupoBaHKe U BEICHHE IET B CTPYKTYPHEIX [oApa3aencHuax Konemka oCyliecTBASIOTCS B
COOTBETCTBHH ¢ TPeOOBAHMAMM, H3TOKCHHBIMH B TaBe 12 HacTosIeH Wuerpyxnmw,

4.8. Jluua, OTBETCTBCHHBIE 32 BEACHHE ACIONPOM3BOICTBA B CTPYKTYPHBIX NOApas/ieneHusX, oCy-
MECTBILIOT KOHTPO/IL 33 CPOKAMH M XOMOM HCIIOIHCHVS A0KYMEHTOB, MOCTYIUBLIMX HA PACCMOTPEHHC B
CTPYKTYPHBIC TIOAPA3/IeICHHS.

Jluua, oTBETCTBEHHBIE 33 JE/IONPOH3BONCTBO B CTPYKTYPHBIX MOJPa3CNICHUAX, TICPUOAUYECKH, HE
POXKE OJIHOTO pasa B MCCAL, CBEPAIOT HAIMYHE JOKYMEHTOB, HAXOMALIMXCS HA WCIOIHEHHH, ¢ VICTHBLIMH
JIAHHBIMH H COCTaBJIAIOT CBOJKY O XOJ€ MCIOTHCHHS JOKYMCHTOB.

CBojika 0 X0/l HCTIONHEHUS JOKYMECHTOB JIOBOJIHTCS 10 CBEIECHHUS PYKOBOIWTENS CTPYKTYPHOTO MO~
Pa3Le/icHUs H CCKpeTaps PyKOBOJHTENS.

4.9. Ilpn pabote ¢ TOKYMEHTAMU B CTPYKTYPHBIX TI0Pa3IC/CHUAX HEOBXOIHMO PYKOBOJICTBOBATHCS
CICIYIOIIMMH TPeOOBAHUSIMU:

- paboTaukn Koiuleka HECYT OTBETCTBEHHOCT 32 COXPAHHOCTD HAXO/ISIITHXCS y HHX JOKYMCHTOB H
KOH(HICHUMATEHOCTE cozeprkaeiics B HUX nH(GOpMaIum, [Ipu yrpaTe paboTHUKOM CIysKeBHOIO JOKYMEH-
Ta COCTABACTCA akT MPH yHaCTHH PYKOBOJMTENST CTPYKTYPHOTO TIOJpasieleHus, Tae paboTaer paboTHHK,
HOTepABIIMH HoKyMeHT. [Tpu HeobXommocTn HasHavaeTcs chyskebHoe pacclieZloBaHHE;

- CBEJICHHA, CONCPHAIHCCA B JIOKYMCHTAX, MOTYT HCHOJIB30BATHCA TOJIBKO B CITY:KEOHBIX LEIIX U B
apeenax MOIHOMOYHH, HMEIOIHUXCA Y pabOTHHUKA;

- HC paspCllacTes BHOCHTE B IOKYMEHThI KaKHe-11M00 NPaBKH, ATaTh TOMETKH, KPOME MPEIyCMOT-
PCHHBIX HacTosAuer Huctpykimeii;
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- AOKYMEHT, IOMEIICHHBIH B /10, MOXKET OBITh C paspeincHus aupekropa Kommemka BpeMeHHO H3b-
SIT ¢ 00A3ATEIIBHBIM BIOXKEHUEM B A0 JTHCTA-PACIIHCKH O BbIadye NOKyMeHTa U3 Jiena (IpHJoskenne Ne 7);

- IPY YXOJI€ B OTIYCK MJIH BHIC3JIC B KOMaHIUPOBKY (KpOME KPaTKOCPOYHEIX) pabOTHHUK MOJI’KEH OT-
YUTATBCA 110 BCEM HAXOMSIIMMCs Y HErO JOKYMEHTaM, a IIPH IEepeBoe Ha Apyryro padoTy uiu ocroOok Ie-
HHMH OT 3aHUMAEMOH JOIDKHOCTH — 004340 CaTh BCE YHCIAINHECS 328 HUM JOKYMEHTBI 3aMECTHTENIO JIHPEK-
TOpA, TIABHOMY OyXrantepy, PyKOBOAHTENIO CTPYKTYPHOIO IIOApAa3ieleHHs], IOCTABUB 00 3TOM B H3BECT-
HOCTL AWPEKTOpa.

5. Iloaroroeka u oopmaenie HOpPMATHBHBIX MPABOBLIX H PACHOPAAHTEILHBIX AKTOB,
HX YY€T H pacchbiika

5.1. Of0mue mpaBuAa MOATOTOBKH PACHOPAAHTENBHBEIX AKTOB HOPMATHBHBIX NPABOBLIX H
pacnopsiiuTeIbHBIX AKTOB.

5.1.1. Tlpu noAroToBKe MPOEKTOB [PHKA30B JUPEKTOPA, PACIOPSIKCHUN 3aMEeCTHTENs JUPEKTOpa,
HeO0XOMMO PYKOBOJCTBOBATLCH NOPAJKOM ITOATOTOBKH HOPMATHBHBIX TIPABOBBIX H PACIIOPSIHTCIBHBIX
aKTOB B COOTBETCTBHMH ¢ KHCTpyKIWEH 110 JeONPOM3BOACTBY B KPAgBOM IOCY/APCTREHHOM aBTOHOMHOM
npodeccnonansHOM 06pa3oBaTeIbHOM yupeskaeHiun «IlepMckuii CTpOUTETBHEIH Komiemky (manee - WH-
CTPYKIIHA)».

5.1.2. B Konnepke pacnopsauTenbHbIC aKThl — IIPUKasbl 0GopMASIOTeS Ha GlaHKaX YCTAHOBICHHOTO
obpasna, yreepskaaeMsix Kommemkem  (npusioskenus Ne 8).

TexeT neuartaercs Ha KOMIBIOTEPE HA OHON CTOPOHE JHCTA,

5.1.3. O6sa3aTeNbHBIMU PEKBU3UTAMHU PACTIOPSAUTEIbHBIX AKTOB, SBISIOTCS:

HauMcHOBaHHWe MuHHCTEpCTBa 00pa3oBanHus U Hayku [lepMCKOro Kpas;
HanMeHoBanue Komneka (0KHOCTHOTO JIHIA) - aBTOPA JJOKYMEHTA;
Ha3BaHHE BUJA JOKYMEHTA - IPHUKa3;
7aTa, pEruCTPalMoOHHbIA HOMEP, MECTO HPUHATHSA JOKYMEHTA,
3aroJIOBOK;
TEKCT JOKYMEHTa,;
MOAMHCH JHIA, 0QUUMATBHO YIOTHOMOUCHHOI'O [OAHCHIBATE COOTBETCTBYIOMIUI JIOKYMEHT (B COCTAR PeK-
BU3HTA BXOJAT: [IOJIHOC HAMMEHOBAHKE JHOIKHOCTH, IHYHAs MOJNNACH, HHULHAIB! (CTABATCS 1epejl (haMuIm-
ei), haMHuTHA M, 0 IIHCABLIEr0 JOKYMEHT);
JUCT COTIIACOBAHUS.

5.1.4. JlaTo¥ NpHHATHS IPUKA3a SBJISETCS J1aTa €ro MOIIHACAHHS.

5.1.5. Baecenne kakux-1100 H3IMEHCHUH B [OANMCAHHBIE PHKA3EI 3aIIPEILACTCS,

5.2. TpeGoBanusn K COCTaB/IeHHI0O H O(OPMIEHHI0 HOPMATHBHGLIX NPABOBLIX AKTOB H pac-
NOPAAMTENbHBIX AKTOB,

HpH TIIOATOTOBKE IIPOCKTOB HOPMATUBHBIX TIPAaBOBLIX aKTOB U PACHOPAIUTEIIEHREIX aKTORB HCO6XOJ_IPEMO
co0ioaTe cieayrouue TpeboBaHu:

5.2.1. 3aronoBok K TEKCTy JaeTes B KpaTkoH GopMe, TOYHO OTPAKAET ero cojaepkanue, GopMynupy-
€TCA B BHAC OTBETA Ha BOITPOC «0 HCM (0 KOM)» H pacriomaraercs B LlﬁHTpaJ'IBHOI:I qacTH JIHCTa IICpel TCK-
CTOM JIOKYMEHTA.

5.2.2. TexcTOBas 4acTh HOPMATHBHEIX TIPABOBBIX U PACHIOPSIMTENBHEIX aKTOB, Kak MPaBHIIO, HOIPas-
IENACTCS Ha KOHCTATHPYIOMYHO (peamOyIny) H IOCTAHOBIAFONIYIO (PACIIOPAAHTEILHYIO) YaCTH.

B KOHCTaTI/Ipy}O]l[Bfl HaCTH YKa3bIBAKOTCH MNpHUYKUHBEI, OCHOBAdHHA, 1ICIIH IMPHHATHA HOPMATHBHBIX TIpa-
BOBBIX M pacCIIOPAAHTEIIBHBIX aKTOB.
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B ar10# wacTu npu HEOGXOAMMOCTH YCTAHABIHBACTCS B3AMMOCBI3b C paHee M3JaHHBIMH HOPMATHB-
HBIMH TIPaBOBLIMA akTaMu Poccriickoit @enepanuu u [TepMcKoro kpast, ZpyriuMu JOKYMEHTAMH 110 JaHHOMY
BOIIPOCY.

B TekcTe 10KyMEHTOB, OArOTOBICHHBIX HA OCHOBAHHMM U B PA3BHTHE paHee W3JaHHbIX HOPMaTHBHAIX
IIPaBOBBIX H PACHOPAMHTCILHBIX AKTOB, YKa3bIBAFOTCH WX PEKBU3MTLI: HA3BAHKME BUIA JIOKYMCHTA, HAHMEHO-
BaHUC Oprana (J0DKHOCTHOTO JIMIA) - ABTOpa JOKYMEHTA, aTa, PETHCTPALHOHHEI HOoMep,

Hanpumep: «...B cOOTBeTCTBHY ¢ NpHKa3oMm MuHnctepersa o6pasosanus v Haykd IlepMckoro Kpasi
ot 10.02.2000 Ne 46- «O mopsaxe IIPOBEICHHS aTTECTALLAH ... »...

Teker goxyMenTta w3naraeres HPOCTBIM M AOCTYITHBIM IS MOHUMAHUS A3BIKOM, HE JOTYCKAIOIMUM
BO3MOJKHOCTH IBOSIKOTO TOJIKOBAHHSL.

CokpainieHus, IPUMEHAEMBIE B TEKCTE, JOKHEI OBITH OQHIHUATEHO IPHHATHIMHE. HeNb3s Henos30-
BaTh ab0peBnarypel: PO (npapumsno — Poccuiickas ®enepanms), IK (mpasuibHo — [epMcknit kpaif) u T.11.

HopmatuBHbIE NpennMcanis B KOHCTATHPYIOMIYIO YaCTh He BKITFOYAI0TCS.

B xoncratupylomei qacty nprkasa (mpeamOyiie) KpaTKo H3/IArarOTCA LETH | 3a1a4H, thaxTbl 1 COOBI-
THA, TIOCITYUBIIHC OCHOBAHMEM JUIA H3JaHHs Nprkasza. OHa MOXKET HAYMHATBCA CHOBAMHE «B LEJIX), «B CO-
OTBETCTBHMY, «BO HCIIOJIHCHHC» U T.Ji. ECH NpHKa3 u3jaeTcs Ha OCHOBAHMH IPYroTo JOKYMEHT4, TO B KOH-
CTaTHPYROLICH YaCTH YKa3bIBAETCS HAHMEHORAHUE STOTO JOKYMEHTA B TBOPUTEIIEHOM [13/I€3K€, CTO JaTa, HO-
MEp H 3aroJIOBOK.

[Ipeambyna B ipoekTax mpukasos 3aBepiaetcs ciiosom «[IPUKA3BIBAIO.

Ecmu npukas nsMeHsier, 0TMEHAT HIIH TOIOIHSET paHee M3/IaHHBIH NOKYMEHT HIIH KaKHEe-TO ero Io-
JIOMCHUA, TO OMH U3 IYHKTOB PACTIOPANMTEIEHON YaCTH TEKCTa HOJKEH COAEPKaTh CCRUIKY Ha OTMEHSE-
MBIH TOKYMCHT (TTYHKT JOKYMEHTA) ¢ YKa3aHHEM €ro IaThl, HOMEpA W 3aronoBKa. TekcT MyHKTa [oILKEH
HATHHATECA cnoBaMu «IIpH3HATE yTpaTUBIIMM CHITY...».

B mpukas ve ciemyer Bxmouats myHKT «[IpHKas OBECTH 10 CBOICHHA.. 5. HO/KHOCTHBIC TTH1Ia, 10
CBEICHNA KOTOPBIX NOBOIMTCA NPHKA3, YKA3BIBAIOTCS B yKA3ATENC PACCHLIKH, KOTOPBIH HCHONHHTEND TOTO-
BUT BMECTC ¢ IPOEKTOM IIPHKa3a,

Ecin comepixanne akrta He HYKIAeTCs B MOSCHEHMH HIH 0DOCHOBAHUH, TEKCT MOXKET COMAEPKATH
TOJILKO IIOCTAHOBIAIOLIYIO (PAaCHOPAAUTEILHYIO) YACTS.

B nmocranosmsmonteii (pacnopsauTe IbHON) YACTH 8KTa B MOBEIHTEIBHON (popme ykaspiBaeTcs; KoMy,
B KaKOH CPOK M KaKHe ACHCTBHS MPEIIIChIBACTCS BLITOTHHTD.

B Tom cnydae, eciu ynpasnenueckoe neiicTeme NPEeATonaracT KOHKPETHOI'O HCIIOIHHTENS, COOTBET-
CTBYIOLUHMH IYHKT aKTa JOJDKCH HAYHHATHCA C YKA3AHMA JOTKHOCTH 1 paMuITHN HCTIOMHATENS (MHHIIHAIB] B
TCKCTE CTaBATCA MOCTC (paMMIIMH) B [JAaTENBHOM Hajeke. ECIH B KAauecTRE HCIIOHHTENs VKa3bIBaeTCS
CTpyKTypHOe ToApasaenenne Koiiemka, To nocie Ha3sBaHMs MOAPasIeleHHs B cKoOKax YKasbnIBaroTCs da-
MUJIHA ¥ HHHLUAJIBI €T0 PYKOBOANTEIS B UMEHHTCILHOM Iaeike.

Hanpumep:

«I'maBHomy Gyxranrepy O.0. [lepMHHOBOI....».

5.2.3. TlpoeKThl HPUKA30B AHPEKTOPA B PacnopaaMTCIbHONW YacTH JOJDKHEI COACPIKATH IYHKTBI,
PeyCMaTPHBAOIIHUC:

KOHKPCTHBIC TMOPYYCHUS DYKOBOAWTENSIM CTPYKTYPHBIX IoApasaeicHuit  Komemka, MoaBenoM-
CTBCHHBIX OpPraHH3alHH;

CPOKH HCITOJTHEHHS [IOpYUYEHHIH;

YKasalus O TIPUSHAHUH YTPATHBIIMMH CHIly PAHCE NPHHATHIX 110 9TOMY BONPOCY aKTOB (IIYHKTOR
aKTa) ¢ yKA3aHUEM HX JaThl, HOMEPA H 3aroJl0BKa, eClll BHOBD [IPUHUMACMBIA aKT H3MEHSET, AOTOMHIACT HITH
OTMEHACT X HJIM KaKHE-TO MX TIOJIOKEHHUS,

YKa3aHUs 0 CHATUM C KOHTPOJIII paHee MPUHATOrO akTa B Clydae ero

BBIIOIHEHHS, JTHOO SCITU HOBBIH AKT M3/1a€TCA B3AMEH PAHEe MPHHITOrO;

YKa3aHHs 00 OCYLICCTBICHUN KOHTPOJIA 32 UCIIOTHEHHEM aKTa.
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Ecnn nogroraBnueaemeiii axkt BieyeT 3a co6oil M3MEHEHHS HIH JAOMOTHCHUSA APYTHX JOKYMEHTOB,
5TH U3SMCHEHUSI WK [I0TIONIHEHMS BKIIIOYAIOTCS B TPOCKT I0ATOTABIHBACMOrO aKTa MiTH TPEACTABISIOTCS -
HOBPEMEHHO B BHJIC OT/IEJIBHOTO NIPOCKTA aKT4.

5.2.4. Ecri B TeKCTe Ia€TCs CCBUIKA Ha TIPHIIOKEHHE («COTIIACHO PUIIOKEHHION, IIPHIOKEHHE), TO
Ha TICPBOH CTPAHMUIIE NIPUJIOKEHHS, B IPABOM BEPXHEM YT ACIACTCS HAJITHCH C yKa3aHHEM Ha3BAHHA HOP-
MAaTHBHOTO IPABOBOTO W PACTIOPSAUTENILHOTO aKTa, €ro AaThl H HOMEpa 110 BopMme:

Ilpunoxenue
K MPHKA3y AHPEKTOpa
KI'AIIOV TICK

oT Ne

Ipy HamHYHK HECKOMBKUX TIPUITOKCHHI OHH HYMEpYIOTCA apaGCKuMu uM(pamH, nepes KOTOPEIMHU
CTaBUTCA 3HAK «New (upunoxenne Ne 1, npunoxxerne Ne 2 u T.71.).

Eciu B Tekcte akta 3amicano: «yteepauts [lonoxenne, Yeras, cocTan KOMHCCHH HITH HHOM JIOKY-
MEHT (IIPHIIAraeTCA)», TO B IPUIAraeMOM IS YTBEPKICHHS LOKYMEHTE MEPEII 3ar0JI0BKOM, B [IPABOM BEpX-
HEM YIIly MOMeIacTest rpud:

YTBEPXKJIEH
(B pojie, COOTBETCTBYIOLLEM BHY JOKYMEHTA)
IPHKA30M JTHPEKTOpa
KT'ATIOY TICK
oT Ne

Hocmeanunii nueT KamkI0ro NPUIOKEHAS BUSUPYCSTCS HCTIOIHUTEIEM 110 cienyromei gopme:

JIHIHAS TOIIHCH, PACIIH(POBKA MOAMHCH, JaTa BU3HPOBAHHS.

5.2.5. Eciu B akre HEOJIHOKPATHO YIOTPEOIACTCA TO HIM UHOE [OHATHE (oOBekT, Kpyr 06BEKTOR), TO
[IpH 1IEPBOM YIIOMHHAHHH IIPUBOJMTCS €ro IIONHOE H B CKOOKAaX COKpAIlleHHOE HanMeHoBaHue (1o dopme:
«Hajiee - ...»), MOCIIC Y€T0 yNnoTpebIseTcs TONBKO COKPAIIeHHOe HaUMEHOBAHNC, HalpUMep:

«B cootBercTBHM ¢ MHCTpYKIHEH 110 Ae10IPOU3BOICTBY B KPacBoM roCy/JapCTBEHHOM aBTOHOMHOM
IPO(ECCHOHANTEHOM 00pPa30BATENBHOM YUPEXKICHHH «llepmcrmii cTpouTenbHBIH Komlemky» (ganee - M-
CTPYKITHSA ).

HanmMeHoBaHuS yIOMHHaEMBIX B aKTe IOCYIapCTBEHHBIX OPTaHOB, OpraHM3alMi PHBOJATCI B I101I-
HOM COOTBETCTBHH C WX O(DMUHANBHBIM Ha3BaHHEM, 3aKPEIVICHHBIM  TOJOKCHUAMHU (ycraBamu) 06 >THX
opraHax (OpraHM3aLHsX).

5.2.6. IIOpAIOK M CPOKH COIIACOBAHMS TIPOCKTOB NPHKA30B Kosmemka ycTaHaBIuBalOTCA Periamen-
ToM Komnemxa.

5.2.7. CormnacoBaHHC NPOEKTOB OPTAHM3ALMOHHBIX H pacriopsamuTeNbHEIX akToB Komtemka ocy-
IICCTBIISIETCH ITYTEM BH3HPOBAHHS.

JIuer cornacopanus odopmisiercs Ha 0GOPOTHOH CTOPOHE TOCTEHEr0 IHCTA poeKkTa (HO HE Ha
TPUIOKCHHHI K HEMY), COIIACHO IpHilaraeMoMy obpasiy (mpuoskenue No 9).

JIuct cornacoBanns MoXKeT HMETh IPOJOILKEHHE TIPU HAIMYHE OOJIBIION0 KOTHICCTBA COTJIACYFOTLIHX
JTHI M [ICYATAETCA Ha OTACNBHOM JIMCTE ¢ TpHpoM «IIpooisKeHHE JIMCTA COTIAcOBAHHUI.

Eciu B porjecce cornacoBaHms IpoekTa B HETO BHOCATCS CYILECTBEHHBIE M3MEHEHHS, OH MOIJICHKHT
710paboTKe H MOBTOPHOMY COTJIACOBAHHIO C JIOJKHOCTHBIMHU JTHLAMH, KOMIICTEHIHIO KOTOPBIX 3aTParuBaioT
BHOCHMBIE U3MEHEHH,

Ecnu nipu opaboTke MpoekTa BHECEHB YTOYHEHHMS, HE MEHSIOINIHE CYTH JOKYMEHTA, UCIIOJHHTEIb
TCPENEHaTRIBACT TCKCT MPOCKTA, BUSHPYCT €r0 y JMOJGKHOCTHOTO JIHIIA, IIPEACTARMBILIETO POEKT, a TAKKE B
npreMHO# upekropa Konemxka. Tlpexnuii  BapuanT MIPOCKTA ¢ BU3aMH NIPHIIAraeTcs.
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Hpu HanW4uK pasHOrIACHIT 110 NPOEKTY 3aMeYaHus H3Iaral0TCs Ha OTIAEIBLHOM JIMCTE H TIPHIIAraloTcs
K TIpoexTy. B atoM ciyuae Busa odopmisercs cienyommuM obpasom: «3aMeuanus NPHUAATATOTCS» (JTMYHAs
[IOATINCE, 1aTa).

5.2.8. [lomyckaercst B LEMSAX YCKOPEHHS TIPONECCA COrTIACOBAHMS IPOEKTA PACCHLIATE €ro OJHOBpE-
MEHHO HECKOJIBKHM  JIHLAM.

OTBETCTBEHHOCTh 33 HACHTHYHOCTH BCEX PACCHLIACMBIX 9K3CMILIAPOB MPOEKTAa BO3NATAeTcs HA HC-
HOHUTEI. JIaTOR TOCTYNIIeHHs IPOSKTa Ha COTJIACOBAHHE CYHTAETCS JAaTa ero PETHCTPALHK B COTJIACYIO-
IEM OpraHe (CTPYKTYPHOM MOApa3AeTicHHHN).

Ha ocHoBaHMH 1MOIYYeHHEBIX IHCEMEHHEBIX OTBETOR OT COIMACYIOIIUX OPraHoB (CTPYKTYPHBIX HO-
Pas/CIIeHNH) HCIONHUTENL 0OPMIACT U NMPUIATacT K [IPOEKTY JOIOJHHUTECIBHBIN JINCT COTIacOBAHUS BME-
CT€ C IMCbMAMH, B KOTOPBIX YKA3bIBAETCSL:

- HAUMEHOBAHHE CONIACYIONIEro Oprana (CTPYKTYPHOTO [OAPa3IeIeHN s );

- MOJDKHOCTE, haMAIIHs, HHHIMATIB] PYKOBOMTENS, C KOTOPBIM COTIIACOBAH IPOEKT,

- /laTa COTMacOBaHMA H HOMCD JIOKYMCHTa, COJIEPHKAILECTO BU3Y, HOATBEPIAFOIIYIO COITACOBAHME.

JIONONHATENBHBIA JTHCT COTNACOBAHMS MOIIMCHIBACTCS HCIIONHATEIEM C YKa3aHUEM JOJKHOCTH,
HHHIHATIOB, GaMHIIHH U J1aThL.

5.3. Topstok NOANMCAHNS, PErHCTPALNM, PACCHUTKE H XpaHeHHs HOPMATHBHBIX NMPABOBLIX, H
PACIOPSANTENbHBIX AKTOB

5.3.1. HopmaTuBHbIE NPaBOBBIE H pacnopsauTeIbHble aKTHI, u3fgaBaeMble Koinemkem, nocie Hx
HOAIHMCAHKS IICPCAAIOTCS B KAaHLEIIPUIO U1 MX PEMMCTPAITMH M OPraHH3aLHH O3HAKOMIICHHUS.

Hoirycannbie pacIOpsANTENBHBIE J0KYMEHTbL PErHCTPUPYIOTCA B CIICHHAIBHBIX JKYpPHAIAX yCTa-
HOBJICHHO#H (DOPMBI B Te4eHHE KalleHIaPHOTO rojia (npuioxenne Ne 10),

Peructpanus nprkasos B Koruiemke Beercs B NOpAJKE BO3PACTAHUA HOMEPOR Pas3felIbHO 110 BUIAM
[IPHKA30B U COCTOUT:

- M3 TIOPA/KOBOTO HOMEPA - ISl IPUKA30B 110 OCHOBHOM JEATENBHOCTH;

- M3 NIOPAZKOBOrO HOMEpa 1 OYKBEHHOIO MHIEKCA «K» - VIS IIPHKA30B 110 JMYHOMY cOCTaBy (Kalpbl)
CO CPOKOM XPAHEHHA 75 JIET U «IC» - U [IPHKA30B TI0 THYHOMY COCTaBy (KaJpbl) C CPOKOM XpaHEHHs He
oosiee 10 ner;

ByKBEHHBIH HHIEKC NUILETCS HOC/TE TOPSIKOBOTO HOMepa yepes meduc.

5.3.2. Tlonnucannple JOKYMEHTHI THPAKHPYIOTCS  C YKa3aHHEM M COTIIACHO CITHCKY 03HAKOMIICHHS,

Cekperaph pyKOBOAMTEIIS B TEUCHHE TPeX paGounx el obg3aH OPTaHU30BATh O3HAKOMIICHWE YKa-
3aHHbIX B CIIHCKE JIHL € IPUKA3AMH 110/ IOAIHCEH B HCIIOIB3YEMOM YICTHOH (opwme.

JlononnuTensHoe 03HAKOMIEHHE U BBIIAYa KOTIHIA AOKYMCHTOB OCYIICCTBISETCS  CEKPETapeM PyKo-
BOAWTEIA 110 COTIIACOBAHHIO ¢ MCITOTHUTEIIEM.

5.3.3. TIoJUTMHHKKH OpraHM3alHOHHBIX U PACTIOPAIUTEIBHBIX aKTOB (TIPHKA30B) XPAHSTCS B MTPHEM-
HOH JIMPEKTOPA U B KaIpax (110 IMIHOMY COCTAaBY) B TEYEHHE ABYX KaJICHAAPHBIX JICT, 4 3aTeM IICPCAAlOTCS B
apxus Koinemxa.

5.3.4. Ilops#ok NOATOTOBKH NPOEKTOR JIOTOBOPOB U COTTIANICHHH, IPEACTABISEMEIX IS [10IITHCAHMS
AUPEKTOPY, MX PETUCTPALUH, BHECEHHS U3MECHEHMH H JOIONHEHHH K HHM, a TAKKE MOPATOK MX XPaHECHHA
OTPEICIIACTCS 3aKOHOAATENbCTBOM Pocculickoi Menepanyn, a taike pernamentom Kostemxa.

6. KoHTpoJib Hemosinenus

6.1. KonTpons neronnenns Bximiogaet B ceos: TIOCTAHOBKY Ha KOHTPOJIIb, IIPE/IBAPHTEIBHYIO MPOBEP-
Ky W peTylHpOBAHAC X0 UCTIONIHEHHS, CHATHE C KOHTPOJIS, HANPABICHHUE HCIIONHEHHOIO JNOKYMEHTa B Jie-
710, ydeT, 06001 e K aHATH3 X0/Ia U PE3YTBTATOB HCTIOTHEHHS AOKYMEHTOB, HH()OPMHPOBAHHE PYKOBO M-
TEJICH (3aMECTHTEIs JUPEKTOPA) B IIEJIAX CBOCBPCMEHHOTO M KaYE€CTBEHHOTO HCIIOTHEHUS TIOPYYEHHUIT,
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6.2. Kontpounro ucnonnenus & Kotemke momiesxar IPUHATBIC HOPMAaTHBHBIE [TPABOBLIC, OPraHu3a-
LMOHHBIC M pACTIOPSANTENBHBIE aKTEI, 3aPETrHCTPHPOBAHHBIE B ACIONPOU3ROICTBE CIyKeOHEIC U uHpopma-
ILMOHHBIC NIOKYMEHTEI ¢ COOTBETCTBYIOLIMMH PE30IIOLHAMH JIMPEKTOPA, a TAKKE TTOPYICHHBIE /1T KOHTPOJII
MEPOIPUITHSL,

6.3. JlupekTop BO3TAraeT OTBETCTBEHHOCTH 33 OPraHM3ALMIO KOHTPOJISI MCIIOJTHEHUST TOpYYCHHIH
(IPHKa30B) Ha OJHOrO M3 CBOUX 3aMECTHTEICH THOO OCTaBICT OPraHU3alHi0 MCIOTHCHUS OPYYEHHH 3a
coboH.

OpraHusanus KOHTPOJIA 33 HAUICKALINM M CBOCBPEMEHHBIM HCIONHEHHEM MOPYYeHHH (TTPHKA30B)
AUPEKTOPA OCYIIECTRIIAETCS qupekTopoM Kommemxka.

OrnepaTHBHbIH KOHTPOIb 38 COBIFOCHUEM CPOKOB HCIIOTHEHMUS.

6.4. Opranu3anus KOHTPOJIA BKIIOYAET:

PACHPEAC/ICHAE 3a/1a9 M OPraHU3aLMIO B3AUMOCHCTBI MEK/TY 3aMECTHTEIIEM JUPEKTOPA, IJIaBHBIM
OyXranTepoM, pyKOBOAHTEISIMH CTPYKTYPHbIX TOAPA3IeNEHHH U TOMKHOCTHBIM JTHIIOM, OCYIIECTBIISIONHM
KOHTPOJIbHbIE () VHKIHMH;

OTpC/CIICHHE TIOpsaKka, (hOPM M METONOB oOMeHa MH(pOpMALHEH MKy KOHTPOJIUPYIOUIMMH HH-
CTaHUMAMH H HCIIOIHUTEISIMH I0KYMEHTOBR;

OCYHICCTBICHAS LIEICHATIPABIICHHOTO cOOpa CBEJCHNUH 0 X0J1e MCTIOJIHEHHS HOPMATHBHBIX TTPABOBBIX,
OpTaHM3ALHMOHHBIX H PACTIOPAMUTEIBHEIX aKTOB MITM KOHTPOIHUPYEMBIX MEpPOIPHATHIL;

0bobmenye HHbDOPMALMY H TIPOBEACHHE BCCCTOPOHHETO aHAIM3a COCTOAHMS MPOIIecCa UCIIONHEHHA,
paspaboTKy NpeuIokKeHHH Mo JanbHelIeMy OCYIeCTRICHUIO KOHTPOJIS;

00CY/KICHHE Ha ONEPATUBHBIX COBEIIAHMAX XOIa HCITOTHCHUS HOPMATHBHBIX TPAaBOBLIX, OpraHH3a-
LHOHHBIX U PACIIOPATUTCIBHBIX AKTOB]

IIPOBEACHMC KOMHCCHH HA MCCTO PEAlIM3AIMH KOHTPOIUPYEMBIX MEPOLPHSLTHI C [IEIIBIO YTOYHCHHS
COCTOSHUA [1e1 ¥ pa3pabOTKH MPEUIOKECHHI TUPEKTOPY;

obccreyeHne BeICHNs Ha Kax/(OM 3Talle paboTsl KOHTPOJIBHBIX (OPM, YCTAHOBICHHOM JTOKYMEHTA-
nuH (Ha GYMaKHBIX I SJIEKTPOHHBIX HOCHTE/IAX) 110 COCTOSHMIO HCIIONHEHUS MEPONIPUATHH.

6.5. JIupeKxTop Ha KOTOPOro BOAIOKEH KOHTPOJIb, IPH TTOCTAHOBKE 3a/1a4H pabOTHHKY (3aMECTHTEIIO
AMPEKTOpPA, INIABHOMY OyXramrepy, PyKOBOAUTEIIO CTPYKTYPHOTO HOJPa3ICICHHA), OCYIIECTBISIONIEMY
HCTIOCPE/ICTBCHHO KOHTPOJIBHEIC (HYHKIMH, ONPEIeiseT, KaKoH pe3yibTaT (IOKYMEHT) H B KaKHe KOHEUHbIE
CPOKH JIOJDKEeH OBITh IOIYYCH, pasbACHACT 3a1add COMCIONHUTENCH U NOPSAOK B3aHMMOJIEHCTBUSA C HUMHU;
OTAACT YKasaHUi O LOPAIKE 3aIpoca y UCIONHHMTENCH (CTykeOHOH 3aIMCKOH WIM YCTHO) DaHHBIX O XOJe
MCTTOJIHCHHS KOHTPOIHPYEMOr0 MEPOTIPUSATHS HITH JIOKYMEHTA.

6.6. Cekperaph PYKOBOAMTENS OCYINECTBIAIOUMI KOHTPOJIb, 32aHOCHT CBEJICHHSA O KOHTPOIUPYEMOM
MEPONIPUATHH B DICKTPOHHYIO TabIHIy KOHTpons (mpuJoxenne Ne 11), KOHTPOJIBHYIO KapTO4YKY, KOH-
TPOJIPHOC [IeNI0 (Hajee KOHTPOIbHAA KapTOUKa).

BriocnecTeHA B KOHTPONBHBIE KAPTOUKH 3aHOCSTCS CBEIEHHST 060 BCex paspadaTblBaeMbIX, IIepejia-
BAEMBIX U NIOJYYACMBIX 110 JAHHOMY BOTIPOCY AOKYMEHTAX (MJIM HX KOITHH).

6.7. B nopy4eHmsax, kak mpaBuiio, YCTaHaBIIMBAETCS KOHKPETHBINH CPOK (KaJeHIapHas 1aTa) UX HC-
IIOJIHEHHSL,

CpokH HCHONHEHHS TOPYYCHUH, COMEPKALLNXCS B HOPMAaTHBHBIX MPABOBEIX, OPTAHHU3AIHOHHBIX W
PACHOPANUTCIIEHBIX aKTaX, yKa3bIBAIOTCSA B TEKCTE JOKYMCHTA M OIPEIEISIIOTCA 110 CPOKY HCIIOJIHEHHSA I10-
CJICIHErO MOPYUCHHS, MPEAYCMOTPEHHOIO JAHHBIM aKTOM.

B texere mopyuenus Moryr GbiITh yKa3aHHA «CPOUHOY» HIH «OTIEPATHBHOY», KOTOPEIC MPEAYCMaTPH-
BAFOT COOTBETCTBCHHO 3-THEBHBIH MK | 0MHEBHBIH CPOK HCIIOJIHEHHS HNOPYYEHHUS, CUUTas OT JATHI €0 M0J-
HCAHUS,

Eciyi cpok ucnonHenns He ykazaH, MOpy4eHHe TOMICHKHT HCIIONHEHHIO B CPOK J10 OJHOT'O MecsIa,
CHHTAA OT NaThl MOANMCAHHS TOpy4enns. Ecim mocieqnuit IeHb cpoka HCoMHeHus MOPYYECHHS TPHXOAUTCA
Ha Hepabouwit eHb, OHO MOUIEKHT HCIIOJIHEHHIO B NPEIIIECTBYIOMIMN eMy pabouuii JeHb.
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CpOKH HCTIONHEHNS IPOTOKOILHBIX TTOPYICHHI OIPENCIANTCA, KaK IIPABUII0, B TIPOTOKOJE H UCTHC-
JAIOTCS C AaThI IPOBCACHUS 3aceiaHus (COBEILAHHS).

6.8. B cayuae ecnn 110 X0y COBEMAHMS CPOK HCTTOIHEHMS yKaszaH He OblI, OH HCUHCIISETCS!

UL IOpabOTKK PaccMOTPEHHOTO TIPOEKTa JIOKYMEHTA - /10 5 pabouux gHe;

MCTIOJIHEHHE TIOPYUCHUH, TPEOYIOIINX TOMOMHUTENBHOTO M3Y4YEHHs BONpoca — 710 1 Mecsa.

6.9. CekpeTapb pyKOBOAMTENA, OCYILECTRIISIOMIMIL ONCPAaTUBHBIM KOHTPOJIb, B KOHTPOJIBHBIE CPOKH
AOJDKEH TOIYIUTh LOKYMEHTHPOBAHHYK MM YCTHYH HWH(OPMAIHIO O XO/€ BHIIONHEHHS HOPMATHBHOTO
PaBOBOro M pacopAAMTEIILHOrO aKTd UK KOHTPOIMPYEMOTO MEPOIPUATHA.

HokymMeHTHpPOBaHHEIE JaHHbIE (THCEMO, (hakcorpamma, 3NICKTPOHHASA MMOYTa) U COACPIKAHHME CBeE-
JICHHH, IIONY4EHHBIX YCTHO (110 Tene(ony) 3aHoCATCS B KOHTPOJILHYIO KAPTOUKY.

6.10. TTo ucTedeHun cpoka ¥ NPOBEICHHH BCexX MEPONPUATHI CeKpeTaph PyKOBOIMTENISA, OCYIICCTR-
JISIOIHE KOHTPOJIB, NOKJIaABIBACT PE3YIBTATH CBOCH paBoThI 110 KOHTPOJIMPYEMOMY  BOIPOCY JAHPEKTOPY
AU TIOMHCHHA €TO PE30IOLHH ~ «BBITIONHEHO, ¢ KOHTPOJIS CHATBY HITH IPOJOIKUTE KOHTPOME 10 yerpa-
HCHHS HEJOCTATKOB)Y.

B saBrcmMoCTH OT OlleHKM JpEKTOpa IPOTIECe KOHTPOIS IIPOJIOKACTCA UM KOHTPOJIbHAS KapTOYKa
3aKpLIBACTCA M XPAHUTCA Y CEKpeTaps.

6.11. CHATHE C KOHTPOII HOPMATHBHBIX TIPABOBBIX H PacHops/IMTEILHBIX aKTOB U Opy4YeHHit MuHH-
CTepcTBa 00pasoBaHus M Hayku [TepMcKOTO Kpas MPOH3BOIHTCA CCKpETapeM PYKOBOINTEIIA, Ha OCHOBAHHH
npejcrapneHnol Komnemkem uadopMaiu 06 WX BBITOTHECHHH.

6.12. Jlokian o COCTOSHHH MCTIONHEHHS JOKYMEHTOR AUPEKTOPY OCYIIECTBIACTCS C YCTAHOBICHHOMH
HM IIEPUOIUYHOCTBIO - €XKEHEACILHO HIH CKECMECIIHO.

Ipu aTom, 10 yKazaHHIO AMPEKTOpPA, JOKIA[ MOKET BBITh MOTHBIM HIH COKpALIEHHBIM (HalpuMep,
TOJIBKO IO MEPOIPUATHAM ¢ HAPYIUEHHBIMH CPOKAMH UCIIOTHCHMS ).

Jloxian, Kak mpaBuiio, BKIOYAET:

AOIIIAMHYIO 3AMACKY CO CBOJHBIM aHATH30M COCTOSHHA HCTOMHCHHS AOKYMEHTOB B C(epe OTBET-
CTBCHHOCTH 3aMCCTHTCIL AMPEKTOPA, IIIABHOTO GyXranTepa, pyKOBOAMTENEH CTPYKTYPHBIX [IOApa3IeNneHuH
Komremxka, ¢ ykasanuem oOmux NpHaun BCKPBITEIX HEIOCTATKOB, TCHACHIUH Pa3RUTHA HCHOIHEHHS HOKY-
MEHTOB H [IPE/UIAraeMbIX MEP 110 HCIPABIICHHUIO TIOJIOKEHHS;

CTaTUCTHYECKHE AHATH3 COCTONHUSA HCIIONHEHHS TOKYMEHTOB 110 NIOAPA3/eICHUAM 32 OTYCTHBIH I1e-
PHOA HITH HAPACTAOMIHM UTOrOM, 00BIYHO C HaYasa roja;

TabJMIy MaHHBIX O COCTOSHUH HCIIONHCHHS KOHTPOJIMPYCMBIX MEPOTIPUATHH UITH TabiHIly JaHHBIX O
MCPOUPHATHAX C HAPYIICHHBIMH CPOKAMHM MCITOTHCHHMS.

6.13. KoHTposs 32 BBINOMHEHHEM TIPABOBBIX akTOB Poccritckoil Denepaliny, MOPYUCHHUA PYKOBOIH-
TeNeH (PeaepanbHbIX HCIOTHATENBHBIX OPraHOB TOCYIapCTBCHHOH BIACTH, NMPABOBBIX akToB [IpaBuTensCTRA
[Tepmckoro kpast, IPaBOBBIX aKTOB Munncreperpa 06pasoBanus 1 HayKH [Iepmckoro kpas, nopyuenuii py-
KOBOZHTENEH MCCTHBIX HCIOIHHTC/ILHEIX OPTAHOB TOCYIAPCTBEHHBIX BIACTH OPraHU3yeTCs aHAJIOTHYHLIM
o0Opaszom.

7. PacMoTpenue 06panieHnii rpa)ian u AenyTaTos

7.1. Opranusanus paéorsl ¢ oGpaleHHsAME rpaskaan

7.1.1. PaccmoTpenue obpammenuii rpaxian, nocTynmuBIIMX B KoJie/k, BEAeTCT B COOTBETCTBHH C
DenepanbHBIM 3aK0HOM «O MOpSIKE PACCMOTPEHHS obpawmenuii rpacian PO» ot 02.05.2006r. Ne 59-D3.

7.1.2. B coorBerctBuu ¢ 3akonom «O HOpPAKS paccMOTpeHust obpalueHuit rpaxkiad PO» or

02.05.2006r. Ne 59-®3 nogx o6pawenusvu [P IaH TIOHHMAFOTCS - HAMPABIICHHBIE B TOCYIAPCTBEHHbIH Op-
I'aH, OpTaH MECTHOIO CaMOYNPABICHHS UJIH 0JKHOCTHOMY JIHILY B IIHChMEHHOH (popme mH B hopme amex-
TPOHHOI'O OKYMEHTA NPE/NIOKCHHE, 345B/ICHHE HIIM XKanoba, a TAKKE YCTHOE obpallleHHe TpakJaHHHA B
TOCY1IAPCTBEHHBIH OPraH, OpraH MECTHOIO CaMOYIIPABICHHA.
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7.1.3. J1enonpousBoACTRO M0 OOpAIeHHuAM IpaKaaH (IPeIIoKeHHs, 3aABICHHA, #Kai00bl U XoaaTai-
CTBa rpakaan) B KoJutelke BeJeTcs LEHTPAIM30BAHHO M OT/IENBHO OT APYTHX BHIOB MOKYMEHTOB CEKpeTa-
peM pYKOBOAUTEIS.

7.1.4. IloctynuBiine oOpameHus rpaskIaH MOAJICKAT PETUCTPALHK B T€YCHUE CYTOK CO IHA UX IOJIY-
YEHUS Ha KOHTPOJIBHO-PErHCTPAIIMOHHBIX KAPTOYKAX.

He nojuexar perucTpalyy CTAHAAPTHBIE [O3APABUTENLHBIC OTKPBITKH, MPUITALICHHS, aHOHUMHbIE

TENETPaMMBbl M [TUCbMa, I'a3eTHBIE BBIPE3KH, KOIIHU ITUCEM, [Tepe/laHHble 110 (akcy.

7.1.5. Cekperapps pyKOBOOHTEMA B IpeesiaX cBOCH KOMIICTCHIIUM OKA3bIBACT CTPYKTYPHBIM MOJpas-
nenenusivm  Kowtemxa HeoOXoauMyro METOAMYECKYH) — [IOMOIIb, 4 TAaKKe BedeT HH(OpMAIHOHHO-
CIPABOYHYK) M aHAJIHTHYECKYIO paboTy Mo oOpalieH|sIM IpaxiaH, HocTyIHBIIUM B Koue k.

7.2. Ilopsigox paboTel ¢ 0GpaIeHUAMH, MOCTYNHBIIAMH OT /IeNyTATOR

7.2.1. Ilon obpameHUAMH ICIYTaTOB B HacTosmleH MHCTPYKUMH [TOHHMAIOTCS IHUChbMA JACITYTATOBR
CoBeToB IeIyTaToB MyHHLUMIATEHBIX 00pa30BaHUH, a/[pECOBAHHBIC THPEKTOPY MO BOMPOCAM, CBI3aHHBIM C
OCYILECTBICHHEM JICIYTATCKOH AEATENbHOCTH, O(QOPMIIEHHBIE HA COOTBETCTBYIOMIEM OJIAHKE M HMEIOIIHE
HOAINCH JeIyTaTa.

7.2.2. ocrynuBiure B Konnemx oOpalieHus ASMyTaTOB PECHCTPHPYIOTCS B TIPHEMHON AUpEKTOpa U
B TOT 7K€ JCHb HAIIPaBJIAIOTCA I I0KIa1a THPEKTOPY.

8. IloaroroBka v odopmiieHne JIOKYMEHTOB

8.1. BiaHKHu JOKYMEHTOB

8.1.1. Odopmiuennsle nokymenTH Koanmemka JTOMKHEL IMETh YCTAHOBIICHHBIH KOMIUICKC 00s13aTeIIb-
HBIX PCKBH3HTOB H IIOPAJOK MX PacloIOKeHHA (NpHioxeHue Ne 12),

HoxymeHTsl oopmiLtores Ha Onankax GopMara A4 (210x297 mm) u A5 (210x148 mm) ycraHOoB-
JCHHOH (QOPMBI ¢ YIVIOBBIM HIIM HPOJIOJIBHBIM PACIIOIOKEHHEM PEKBM3HTOB, & TAaKXe HA CTAHIAPTHBIX JIH-
crax Oymaru. OCHOBHBIM BAPHAHTOM PACIOI0KECHHS PEKBU3UTOB Ha OIaHKaX SIBJISCTCH MPOIOIBHBIN,

[ 6iiaHkoB ropydeHuit ycranosieH gopmar A6 (105x148 mm) 1 A7 (210x210 mm).

BryTpennas mepenmcka IO BONPOCAM MaTepHAIBHO-TEXHHYECKOr0, WH()OPMAIMOHHOTO, XO3sH-
CTBEHHOI'0 M HHOTO 0DecTieueHUS BeeTCs, KAk MPABHIIO, 0€3 UCIIOIb30BaAHHS OIaHKOB.

branku ne npuMeEHAIOTCS [IPH TOATOTOBKE MEPBOHAYATBHBIX BAPHAHTOB TOKYMEHTOB, ISt 0hopMIe-
HUSI KOITHH CITy’KEOHBIX [THCEM, OCTAIOIIMXCS B Ienax (KpoMe KCepOKOIIHI).

8.1.2. bnaHkH JTOKyMEHTOB W3I0TaBiIMBarOTCA Ha Oenol Oymare mnu Oymare CBETIIBIX TOHOB THIIO-
rpad)ckuM crocoboM.

HolyckaeTes UCIOB30BATh KOITHH OJIAHKOB, [OJTYYCHHBIC C MTOMOIIBIO CPEICTB OICPAaTHBHOM MOJIH-
rpaduu (KCEpPOKOTHH), a TAKKE BOCIPOM3BOAUTL BCE HEOOXOAMMBIE PEKBU3HTHI DJIAHKA HENOCPEICTBEHHO
IIPH CO3JdHHH KOHKPETHOIO jJIOKYMEHTa Ha NEPCOHATBEHOM KOMITBIOTEPE.

8.1.3. YcTaHOBIICHBI CIEAYIOUHE BHAbI OJIaHKOB JOKYMEHTOB;

00K ONaHK;

ONaHK IHCbMa;

OJIaHK KOHKPETHOT'O BH/IA JJOKYMeHTa (KpOMe TIHCHEMA),

8.2. O¢opm.IeHHe PEKBU3HTOR B Npollecce MOATOTOBKH J0OKYMEHTOB

8.2.1. Tlpm moaroTorke n odopmieHHH JOKyMeHTOB Koiueka HMCImons3yoTes cleayronue 0053a-
TeJIbHBIC PEKBH3UTHI

-HauMeHoBaHue Kojureaka, ero clipaBo4Hble IaHHBIE,;

-HaHMEHOBAHME BHIa JIOKYMEHTA,
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-J1aTa IOKYMEHTA,
-OTMETKa O NOCTYIUIEHHH AOKYMCHTA;
-PETUCTPALIMOHHEIA HOMEp HOKYMEHTA;

-CCBITIKA Ha PETUCTPALMOHHBIN HOMED U JaTy JIOKYMEHTa,

-rpu) OTPaHUYEHHS J0CTYIIA K JJOKYMEHTY;

-aJlpecar;

-TPH(] YTBEPKICHUS TOKYMEHTE;

-PE30ITIONHA;

-3aI'0JIOBOK K TEKCTY;

-OTMETKa O KOHTPOJIe (B HEOOXOMMEIX CIy4asx);

-TeKCT JOKYMEHTa,

-OTMETKa O HAIHYHMH IPUIIOKCHKS (B HEOOXOJUMBIX Clydasx);

-TIOMTHCE;

-TpUQ COrIACOBAHMSA JOKYMEHTA,

-BH3bI COTTIACOBAHUS AOKYMCHTA,

-11€9aTh (B HEOOXOMUMBIX ClIy4asx);

-OTMETKA O 3aBEPCHHH KOTIHH;

-OTMETKA 00 UCTIOMHUTEIIE;

-OTMETKa 00 HCIIOIHEHHH TOKYMEHTA H HATPABICHHH €ro B JIEN0.

8.2.2. B mpouecce NOArOTOBKM JOKYMEHTOB HEOBXOIMMO COBIIOAT CIIEIYIONHE OCHOBHBIE [paBH-
718 0OPMIICHHS 00533 TENBHBIX PEKBHIUTOB:

§.2.3. B pexsusnte «HammenoBaHHe oprasu3alumy» yKasplBaeTcs HamMeHoBaHue Kommemka, 3a-
KPCIUICHHOC B CrO y4pEIMTEIbHBIX J0KYMEeHTaX — MunucTepcTBo o6pasoBanus u Hayku [lepMckoro kpas
KpacBoC IoCy/IapCTBCHHOC ABTOHOMHOE MpodeccroHambHoe obpasoparensHoe yupexkuenue «llepMckuil
CTPOMTEILHBIH KOJUIEIHK.

8.2.4. Ilpn opopmiiennn pexkBusuta «CripaBoyHbIe JaHHbIE 06 OPraHM3aMHN» YKA3bIBAETCS TTOUTO-
BBIH ajipec; HomMepa Tene(oHoB (criparounas c1ysx6a), (akcos, aapec dNEKTPOHHON TOUTH | AP,

8.2.5. Pexusur «HammenoBanme BU/a JOKYMEHTa» MOAPA3yMEBAET HCIIOIb30BAHUC CIICHYHONIHX
HaNMCHOBAHMH OCHOBHBIX BH/I0B TOKYMEHTOB: IIPHKa3, IPOTOKON, aKT, CIIPABKa, CJIyiKeOHAs 3arHeKa, [LIaH,
OTHYET.

8.2.6. Pexusur «/lara AOKYMEHTa» O3HAYaCT, YTO J4TOH JOKYMEHTA SBISETCA  JIaTa ero IoIuca-
HUS UJTH yTBEPKICHHUS.

JI1 0KyMEHTOR, (PHKCUPYIONHX PEIICHIS, IPHHAMAEMBIE KOJUIErHaILHO (IIPOTOKOJ, aKT M Ip.), naa-
TOH ABJAETCA AaTa IPUHATHS PEIICHHS, a HE [OMMCAHHNS.

IIpouecesl cosnanus, ohOPMICHAS, HCHONHEHHS JOKYMGHTOB (COIIACOBAHHE, BHU3HPOBAHHE,
YTBEPIKICHHE, ITOIMHCAHHE PE3OIIFOLHH M T.1.) AaTHP YIOTCS.

Ecnu aBTopamu soxymenTa omumo Kosutempka sisiistiores eme oHa min 60Jiee OpraHusaiiii, To ero
HaTOH SIBIACTCS HaMbOIIee TO3AHSS JaTa MOAIIUCAHHUS.

JIOKYMCHTBI BCTYNAKOT B CHILY ¢ AAThI UX TIOANUCAHUS (WIH YTBEPIKACHHS), €CIIH B TEKCTE HIIH 3aK0-
HOJATCNLCTBOM HE [IPCYCMOTPEH HHOM MOPS/I0K HX BCTYILICHHUS B CHITY.

Hata nommucaHus, YTBEPKICHHS, COIVIACOBAHHS NOKYMEHT4, a TAKKE JaThL, coaepsKaluecs B TEKCTE,
otopMIsIOTCS apabCKUMHU LHGPAMHE B CIeAYIONIEH TIOCTCA0BATEIBHOCTH: AEHD MECSLIA, MECSIII, TO,

JleHp Mecsna 1 Mecsl OOPMITIOTCS CIOBECHO-IH(POBEIM criocobom (25 mions 2015 r.) win ug-
POBEIM C1I0CO00M (IBYMS HapaMm M apabCKuX UH(P, pasgeleHHbIMH  TOYKOI; To1 — YCTHIPbMs apabCKHUMU
undpamu; Hanpamep: 25.07.2014 1),

I1pu ccrITKe B TeKCTE Ha IIPABOBOM aKT HIIM MHOM JOKYMEHT fata ohopMmisercs ciietytomum obpa-
30M: «IOCTaHOBJIEHHE ... 0T 12.03.2014 No 224y,
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Eciu nopsaKoBoIil HoMep MecsIa MM YUCIIa COCTOUT H3 OHOMH uu(pel, TO HEepes HUMH MTPOCTaBIIs-
¢Test Houb, Hanpumep: 08.02.2015r.

IIpu oGosHaucHHU B JOKYMEHTAaX BPeMCHHOro repuoga (tman 2012-2015 r.r.) BTopoif rox cieayer
YKa3bIBaTh MOJIHOCTEIO, @ HE JIBYMs MOCIEIHUMH UG paMH.

BpemMeHHON 11€pHoa MOKET OBITE BRIPAsKEGH C MOMOIIBIO MPEJIOTOB ¢, J10, 110 (6e3 cloBa  «BKITIOUH-
TCILHO») HIH CIOB IO COCTOSHKIO HA..», Hampumep: «c 2014 mo 2015 r.r.», «3a nepuos ¢ 15.12.2012
o 31.12.2013», «mio coctostamio na 15.12.2015» .

Ci10BO «ro/1» COKpaIaeTcs TOMbKO B COYCTAHUU C IU(pPaMH, He AOTMYCKAIOTCS COKPAIICHHS «C.I\» U
T,

IIpn BKIFOUCHWM B [1aTy KOHKPETHOTO MECALa, CIIOBO «MECSI» HE yKashiBaercs: («B mapte 2015 ro-
Hay, a He «B MapTe Mecsne 2015 roxax»). CiioBo «KBapTaa» B JaTe He COKDAIIACTCS, HOMEP KBapTana 06o-
3HayaeTCs PUMCKOH uugpoit («e 1 keapTaze 2015 rona»). HoMep mosyromus nuimercs clioBamMH «B [epBOM
moryrojauu 2015 romay.

8.2.7. PexkBusuT «PerucTpannoHHbIi HOMEP AOKYMEHTa» - nudpoBoe o6o3HAUYEHHE, [IpUCBauBae-
MOE JIOKYMEHTY IIPH €0 PerucTpaliii.

8.2.8. PexBusut «CehLIKA H2 PerHCTPALHOHHBLIA HOMEpP M JaTy JOKYMEHTa» HCIOJIb3YeTCs
TOJIBKO B TCX BHJIaX NOKYMCHTOB, KOTOPBIC SBJIAIOTCH OTBETAMH Ha 3alipoc (ITMCHMO, CMIPaBKa, JOKIIaIHAs
3aIHCKa, aKT, 3aKIIOYEHHE, 0030p 1 T.1.). CBeIEHHs B PEKBH3HT IIEPEHOCITCS C MOCTYMUBITETO JOKYMEHTA.
Hanw4ne sToro pexsusnrta HCKIMOYaeT HEOOXOAMMOCTE YIIOMUHAHHA HOMEPA H IATh [OCTYIHBILETO JOKY-
MEHTA B TEKCTE ITHCHMA.

8.2.9. I'pud «/lina cay:xkefHOTO HOJIB3OBAHUY C YKA3aHUEM HOMeEpa 3K3EMIULIpa IIPOCTARIIAETCS B
BEPXHEM IPAaBOM YTy MEPBOH CTPAHHIIBI TOKYMEHTA.

8.2.10. I'pud coryiacoBaHus JOKYMeHTa COCTOHT u3 ciioa COI JJACOBAHO, nomxHOCTH IHILA, C
KOTOPBIM COTVIACOBBIBACTCA JOKYMCHT (BKIFOYas] HAMMEHOBAHUE OPraHU3aL|HHK), JIMYHON MOIMUCH, paciiud-
POBKH NOANMCH (HHULMAIOB, GaMHIEH) H JAThl COrACOBAHUS (IPOCTABIAIOTCA B JICBOM BEPXHEM VTIIy JH-
cra).

Hanpuwmep:

COI''TACOBAHO

ITpencenarens npodroma

(moanucs) M.A. Mopososa

30 nexabps 2014 r.

HITH

COI'JTACOBAHO

[Ipotokon 3acenanus cosera Komnemsxka

or 30.12.2014 Ne 17

8.2.11. Bu3pl coraacoBaHus A0KyMEHTA

Cornacosanue JokyMeHTa 0hOpMIsETCS BU30H, BKIIOYAIONIEH TIOITHCE U JOJGKHOCTS BU3HPYFOIIETO
JIOKYMEHT, PAacIIH(pPOBKY MOANKCH (HEHIHATIL, haMUINIO) U AaTy noxmucanus. Hampumep:

3amecTuTenb JUpeKTopa 1o YP

(moanucs) T.A. TTerpora

30.11.2011

Ipn HamuYHA 3aMedanuil K TOKYMEHTY BH3Y 0hOPMISIOT CIEYIOIEM 06pasoM:
3aMe4aHus PUITAraloTCs

3aBeIVIOIHE OTHCICHUEM

(moamuce) H.E.Munskoga

30.12.2014
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3aMeuaHUs M314raloTes Ha OTIENBbHOM JIMCTE, IOANHCHIBAIOTCA, JaTHPYIOTCA M IIPHIIAralTesd K J10-
KYMEHTY.

Jlist JOKYMEHTA, TTO[UTMHHHK KOTOPOTO OTNpaeisiercs 13 Koemka, BU3bI IPOCTABIAIOTCS B HHKHEH
YACTH JIMIIEBOH CTOPOHB! KOIIMK, OTIPABIAEMOro JOKYMCHTA.

8.2.12. PexBH3UT «AApecoBaHHe JOKYMEHTa» MOJApa3yMeBacT, 4To JOKYMEHTBl  aApecyioT B Op-
raHM3alMH, UX CTPYKTYPHBIC MOAPA3/ICICHHA, IOMKHOCTHBIM HIIH QU3HICCKUM JTHIAM.

HauMeHOBaHME OPTaHWM3alHKM M ee CTPYKTYPHOTO MOJpaslelleHHsi YKashIBarOTCH B HMEHHTCIILHOM
MajeKe, HApUMED:

MUHHCTEPCTBO IOCTHIIHH

Poccuiickoit depepanuu

VYipapieHHe CHCTEMATU3AIMH 3aKOHOAATENbCTBA
HITH

MunuctepcTBo 00pa3zoBaHus M HAYKH

ITepmckoro xpast.

JIOKHOCTB JIHI2, KOTOPOMY aIpecoBaH IOKYMCHT, YKA3bIBAE€TCA B HATCILHOM MAACKe, HHHLHAJILI
YKa3bIBAIOTCS Nepes haMUINCH, HallpuMep:
Vupagnenue [pesugenta Poceuiickoi Deneparyn no pabote ¢ 00palleHUAMH Tpax/aH
3aMECTUTE/IIO HavyalbHUKA Y IpaBlIeHUS
B./l. MaTtseeny
ITpn agpecoBaHHM HOKYMEHTa PYKOBOTHTENIO OpPraHM3allMd ¢¢ HAHMCHOBAHWE  BXOAMT B COCTaB
HAMMEHOBaHWs IOKHOCTH aJ[pecara, HalpuMep:
I'enmepansnomy AupexTOpy
OAO «CtpoiiunBecT»
IT.ILIIetpoBy
Ecnu 1OKYMEHT OTIPABIACTCS B HECKOJIBKO OJIHOPOJHBIX OpPraHM3alldi, HX HAMMEHOBAHMS YKa3bl-
BAIOTCs 0000MIEHHO, HATIPUMED:
I'maBam MyHUUMIIAIBHBIX 00pa3oBaHUH
ITepmckoro kpast
B cocTaB IAHHOTO PEKBH3MTA MOKET BXOJMTL OYTOBEHIH ajpec. DAEMEHTHI II0YTOBOTO afpeca yKasbl-
BAIOTCA B TIOCIIEN0BATEIBHOCTH, YCTAHOBJICHHON [IPABHIAMH OKa3aHHA YCIYT IIOYTOBOH CBA3H. Ecimy mHchMo
aJpecyercs OpraHu3aLiy, YKa3hiBaloT e¢ HAMMEHOBAHHKE, 3aTEM TI0YTOBBIH aIpec.
IMpu agpecoBanuy JOKYMeHTa (GU3NIECKOMY JIHILY YKa3bIBAOT HHULMAIBI H (PAMHUITHIO [I0JIy4aTeIs, 3a-
TEM TTOUTOBBIH ajipec, HallpUMeEp:
WN.IL. Cunoposy
yi. Tpuymdansras, 1.5, k8. 3 6
r. Kyuryp [lepmckuii kpait 143204
PekBH3HT He JODKEH COJIepKaTh 00Jiee YEThIPEX apecaToB, KaKAbIM 9K3eMIUIAP TAKOr0 TOKYMEHTa
JOJKEeH ObITh [10AITUCAH.
ITpu GosbleM KOIUYECTBE aIPECATOB COCTABIIAETCH CIIMCOK PACCHIIKH.
I[TouToBBIH ajpec He npocTaBidercs Ha Jokymenrax. [Ipy HampaBneHHH AOKYMEHTOB B (henepaabHbIe
OpraHel rOCYAapCTBEHHOHM BIACTH W NOCTOSHHBIM KOPPECIOHIEHTAM IPHUMEHSAIOTCS KOHBEPTHEI C 3apaHee
HaTCUaTaHHBIMH aIPECaMH.

8.2.13. T'pad «YTBepxaAeHne TOKYMEHTA» PACIONAracTcs B BEPXHEM IPaBOM YIUIy JOKYMCHTA H
coctout u3 cnosa Y TBEPXKJ/IAIO (6e3 xaBbIuek), HAMMEHOBAHUS JOJDKHOCTH JIULA, YIBEPKIAAFOIIETO NOKY-
MEHT, €ro HOJIMUCH, WHHUIMAJIOB, (PAMUIIMH U JaThl YTBCPKICHMHSL

Hanpumep:
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YTBEPXIAIO
Hupexrop KTAITIOV [ICK
(moamwcs) M.A. KoHoBasior
11 suBapst 2014 r.
JlokyMeHT MoxeT yTBepkAaTsCs CHELHATBHO H3/1aBACMOM [IOKYMCHTOM, HallpuMEp, NpHKa3oM. B ra-
KOM Citydae pekBusuT I'pud) «Vreepixaenne goxymentay 0OPMIIAETES ClIeAYIOIIUM 06pa3oM:

YTBEPXJIEHO
NPHKA30M IUPEKTOpa
KI'ATIOY TICK
oT Ne

8.2.14. Pesomonus — PEKBH3HT, KOTOPBIH oopmiisercs COOTBCTCTBYFOLUMM JIOJKHOCTHBIM JTULIOM H
CONCPXKHT NOPYICHHE TI0 JAHHOMY NOKYMEHTY.

Pesomonun kax mpasmio 0OPMIAIOTCS HA CTICLHATBHBIX GIaHKAX (Gopmarta A6, Ha HmKHEM HOTe
KOTOPBIX YKa3hIBAIOTCSA HOMED M 1aTa JOKYMCHTA, K KOTOPOMY OTHOCHTCS PE30ITHOLIHS,

B pesomommu onpepensrorea CTPYKTYPHBIC MONPA3/AC/ICHHS HIIH TOJDKHOCTHBIE JTHLIA, KOTOPBIM I10-
PYHCHO BLIMOJIHCHHC 3a/[aHNs, aHAIIH34, BEIPAGOTKH NPEIIOKEHHH | Ip.
Pesomonms Brirouaer pamumun wenonmureneii (HAMMEHOBaHHE CTPYKTYPHbIX NOApasaCaeHUH, CTOPOHHHUX
OpTaHM3aIluii), COAEePKaHHE TTOPYUeHHUs, CPOK HCTIOJIHEHHS, MOAMKCE | JIaTy, HANPHMEp:

B.1.Cemuny

Hpoury npuusTh cpounsie MEPBI.

Honoxure x 19.12.2014.

(momnuce) JI.C.Actpoga

09.12.2014

lefi HAaJTHYUH HECKOJBKUX HCHOIHHATEIEH OTBETCTBCHHEBEIM 34 HCIOIHCHHE CHHUTACTCS HAa3BAHHBIN B
Pe30JIr0IHH [IEPBLIM. EMy MpeaocTaBIaCTCs HIPaBO CO3BIBA COUCIIOIHUTEIICH H KOOpIHHAUWHM HX paGOTLI.

Ha JOKYMCHTAax, HE TpﬂﬁYIOH]‘HX HOIIOIHHUTENBHDBIX YI{ElSaHHﬁ O HCIIO/ITHEHUIO M UMEIOUIHX THIIOBLIE
CPOKH HCIIOJIHCHHA, B PC30IIOIHHN YKa3bIBAIOTCS HCHOJIHHTECIb, TIOANHCE aBTop'a PE30IMoOLMH, aara.

8.2.15. «3aroaoBok K TERCTY» - PEKBH3UT JIOKYMEHTA, BEIPAKAIOMMIA KpaTKoe COJICPIKAHHUE TEKCTA.
Hamue saronoska cokparmaer BPCMSI TIDOX OXKIICHHS TOKYMCHTA TIPH PETHCTPALIHN H HCTIOTHEHHI.

3aronoBOK COrNacyeTcs ¢ HAMMEHOBAHUEM BHJA TOKYMCHTa, HAIIPHMED: [IPHKA3 (0 YeM) 0 CO3JaHHH
ATTCCTALMOHHOH KOMHCCHH, KapTouKa (ero) yieTa IBUIKEHHS] OCHOBHBIX CPEJICTB.

K 1ekery pokymentos, 0hopMIICHHBIX Ha Gnamkax (hopmara A5, mucbMam 06beMOM MeHee IBYX
CTPaHHL W OTBETAM Ha 0OpalIeHMs IPaXIaH 3arojI0BOK, KaK [IPABHJIO, HE COCTABIIACTCS.

8.2.16. OTMerka o KOHTPO.JIe IPOCTABIIACTCS Ha JOKYMEHTAX, IIOMNIEKAIHX KOHTPOJIFO, B BUIIE OyK-
BbI «K» nmn mramma "KOHTPOJIR".

8.2.17. Texer mokymenTa
Texet nomxen comepsxats HOCTOBCPHYIO M 4PTYMEHTHPOBAHHYIO HH(OPMALUIO.
TekeTsr moxymMenTOR 0hOPMIAIOTCS B BUJIE aHKETDI, TAOJHLIBL, CBA3HOIO TEKCTa, Tpadapera uiH co-
YCTAHUA 9THX PopM.
CruloIIHOM CBA3HBIN TekeT AOKYMCHTA COIACP HUT IPAMMaTHUYECKH H JIOFHYCCKH COIIAaCOBAHHYIO WH-
(opmanmio 06 yrpasrenyeckix ACHCTBHSIX U IPUMCHSIETCS TIPH 10/ TTOTORKE TOJIOKEHUH, HHCTPYKLHH, Tpa-
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BHIL, IPHKA30B, paclopAKCHAH, IPOTOKONOB, aKTOB, J0TOBOPOB, KOHTPAaKTOB, COrIALIEHHH, MOKIAaHBIX 3a-
ITUCOK, ITHCEM, CIIPABOK H T.[I.

CBSA3HBIN TEKCT COCTOMT W3 JIBYX gacTeil. B TICPBOH, KOHCTATHPYIOLIEH, YacTH  YKa3BIBAIOTCA TIpH-
HMHDL, OCHOBAHMA, LIEIH COCTABICHHUS NOKYMEHTA. B oToi wacTu npu HeoGXoMHMOCTH NOJDKHA OBITH yCTa-
HOBJICHA B3aUMOCBA3L C PAHCE M3/[AHHBIMM HOPMATHBHBIMH aKTaMH MK APYTUMH JOKYMEHTAMH 110 JIaHHO-
My BOIpOCY. B TekcTe JOKyMEHTOB, OATOTOBICHHBIX HA OCHOBAHWH UM B PasBHTHE TOKYMEHTOB APYIHX
OpraHu3anui Wi paHee W3JJAHHBIX JOKYMEHTOB, YKa3hIBAKOTCS HX PEKBH3HTEI! HAHMEHOBAHHC BH/IA JIOKY-
MCHT4, aBTOp, [aT4, PErUCTPAlMOHKbIH HOME, 3arONOBOK K TEKCTY.

Bo Bropoit (3akmounTensHoi) wacTu minararorcs PCLICHUSA, PACTIOPSIKEHHS, BBIBOABI, NPOCLOBI,
NIPEJUIOKEHHS, PCKOMEH TALMH,

Ecmu conepxanne mokymenta e HYXIACTCs B IIOACHEHUH WIIM 00OCHOBAHMH, TO TEKCT MOMKET CO-
ACPKATEL TOJBKO 3aKMIOYUTENBHYI0 YaCTh, HAIPHMED: MTPHKA3H! — PACIIOpATUTEIIEHYIO YacTh 0€3 KOHCTATH-
PYIOLICH; muchbMa npoce0y Oe3 rnosicHens; CHPAaBKH, NOKNAJHBIC 3AMHCKH — OIECHKY (DAKTOB, BBIBOJILI.

Eciu cBA3HBIN TEKCT COMEPHHT HECKOIBKO PEIICHHUH, BBIBONOB ¥ T.1., TO OH pazfHBaeTcs Ha pasze-
JIbl, TIOPA3JICI, YHKThI M MOAIYHKTHL. Pasyensl u mopasness: MOI'YT UMEThb 34r0JJOBKH (ITOA34r0JI0BKH),
KOTOpBIE MHLIYTCA € 3armaBHOM 6ykBbl. Touka B KOHIE 3arONIOBKOB M I0/33T0JIOBKOB He IIPOCTABJIAETCS.
IIyHKTEI B HOAMYHKTH HyMepyroTCS apadckumMu UppamMu, paseneHHbIMA TouKaMi, TekeT IYHKTOB M TT0J-
[TYHKTOB MHUILETCS C IPONKCHOH OYKBEI M 3aKaHUYHBAETCS TOYKOIL.

lpu noaroToBKe HOKYMEHTOB, COCTABIEHHBIX 110 OLHOTHITHBIM, TIOBTOPSIOMIMMCS CHTYaLUAM (TIpH-
Ka30B 110 JIMHOMY COCTaBY, JIOIOBOPOB, KOHTPAKTOB, AKTOR, CONPOBOAUTENBHBIX M TapaHTHIHBIX ITHCEM,
IIPCTEH3MH, 3asBOK, 3aKIIOYeHHH U T.1L.), HCIOIB3YIOTCA YHHDUUMPOBAHHEIE GOPMBI ¢ TpadapeTHBIM Tek-
CTOM.

Ilpn noaroroske Tekcros AOKYMCHTOB PEKOMCH/YETCS IPUMCHAThL TEKCTOBBIN pepaktop Word for
Windows Bepcuu oT 6.0 i BBIIIE ¢ HCIONB30BAHMEM mpudToB Times New Roman pasmepom Ne 12 (st
oopMiIeHHs TabIHYHEIX Marepuanos), 13, 14.

8.2.18. Odopmuienne mpuioKenuii Kk HOKYMEHTY

Hpunosxenus k gokymenTy MOTYT ObITh TPEX BH/OB!

-IIPHUIIOKCHHA, YTBEPKIAEMBIC H/IH BBOIUMEIC B ACHCTBHE COOTBETCTBYIOIIMMH PACHOPSAIHTEILHBIMH
NOKYMCHTAMH (IIPHKa3aMu);

~IPHIIOKCHH A, TIOACHAIOMME HIH JONONHIIONIKE COASPKAHUE OCHOBHOTIO JOKYMEHTAa;

TIPUIIOKCHAA, SBIIAIOMHMECH CAMOCTOATENBHEIMH IOKYMEHTAMH, HAMpaBJsieMBIC ¢ CONPOBOJUTENBHBIM
ITHCEMOM.

OTMETKa 0 HATTHUHE NPHIOMKEHHS 0GOPMISCTCS ABYMs criocobamu.

Ecnu npunokenue HassaHo B TEKCTe, T0 OTMETKA O ero HaMIMH 0QOPMILIETCA  CIleYHOMUM 06pa-
som: [Ipunoxkenue: Ha 5 1. B 2 aK3.

Ecim nokyment umeer npumnoskenne, e nazpanmoe B TEKCTE, YKa3bIBAIOTCA €ro HaHMEHOBAHHE, KO-
AIMHCCTBO JIMCTOB M 3K3CMILIAPOB; NPH HAIMYHH HECKOMBKHX IPHIOKEHHI OHI HYMCPYIOTCA, HAllpUMED:

Ipunoxenue: 1. Illtatnoe pacuucanwe... Ha 4 1. B 3 5K3.

2. Cmera pacxoj108... Ha 3 11. B 3 3K3.

Eciu x noxymenty mpunaraercs apyroid AOKYMCHT, TalkoKe MMCIOIIUH NPHUIOXKEHHE, TO OTMETKA O

HAMMIHI TIPUIIOKCHUS OQOPMIISCTCS CIEAYIOMMM 06pasoM:

[punoxenwe: mucemo Musiocra Pocenu ot 17.02.94 Ne 01 —4/172
U TIPHJIOKEHHE K HEMY, BCETro Ha 7 J1.

B npunosxenun x PACIOPAIUTETIEHOMY TOKYMEHTY B BEDXHEM IIPaBOM YIIry NIEPBOTO JIMCTA JeJIacTCs
OTMETKA C YKa3aHHEM HAUMEHOBAHHUS JOKYMEHTA, €r0 JaThl 1 PErHCTPALMOHHOIO HOMEPA, HallpUMep:
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Ipunoxenne Ne 2
K NIPHKA3y AHPEKTOpa
KI'ATIOY TICK
0T 22.12.2014 Ne 3
Ecitu puioxenne HampasiseTcs He BO Bee YKa3aHHbIE B AOKYMEHTE a/ipeca, OTMETKA O €r0 HATHYHU
OdopMIIETCA CICLYIONIM 0GPA3OM:
Hpunoxenne: na 3 1. B 5 3x3. B NEPBBIH ajipec.
Ecin npunoxenns c6pourropoBatsl, KoTHYECTBO THCTOR He YKa3bIBACTCS, HalpHMeEp:
Ipunoxenne: B 3 ok3.
WIH
Ilpunoxenue: TexHudeckoe 3aaHMe Ha paspaboTKy... B 2 9K3.
[Tpu Gombwom KonHdecTBe MPHIOKEHHI Ha HHX COCTABISETCS OTJACTBHAs OIHUCh, & B CAMOM JOKY-
MCHTE TOCJIE TEKCTA YKA3bIBAETCH
Hpunoxenue: cornacuo onucu Ha ... 1.

8.2.19. B cocras pexsusnta «Ilognucey BXOJAT: HAMMCHOBAHUC JIOJDKHOCTH JIMIIA, IIOAMHCABILIETO
AOKYMEHT (IIOJIHOE, €CIIH TOKYMEHT opopMIIeH He Ha GIaHKe, B COKpaIeHHOe - Ha JOKYMEHTE, 0pOpMIIEH-
HOM Ha O/IaHKe); JIHYHas MOAIKCE U ce pacumppoBKa (HHHITHAIE, amumms), Hanpumep:

Hupextop (moinuce) M. A. Konoganos

Hupexrop KIAIIOY
«ITepMexuii CTPOUTENBHDII KOIIEI (moxmucs) H.A. Konosanos

Ipu noxmucanun goKyMEHTOR Ha Giamke AOIDKHOCTHOI'O JIHI[A, JOIDKHOCTE TOJMMCABIIETO HE yKa-
3BIBACTCA.

IIpy monnucanuu nokyMmeHTa HeCKONbKAME AOJKHOCTHBIMH JIMLIAMH WX TOAINHCH PacIoNaramnTes
OZIHA IO/ IPYTOH B MOCTIEA0BATEILHOCTH, COOTBETCTBYIOLLCH 3aHUMAEMOH J[ODKHOCTH, HaIrpuMep:

Hupexrop KTAIIOY
«ITepMcKkuit CTPOUTEBHBIH KOMTELH0 (moamucs) H.A. KoHogaos

[napHerit Gyxranrep (moanucs) H.E. Bypkosa

IIpu moammcaHmu NOKYMEHTa HECKOIbKUMU JHLAMH PAaBHBIX JODKHOCTEH MX IOAIKCH PacrioJiara-
H0TCSL Ha OJJHOM YPOBHE.

HokymenT mMoxeT 6bITh MOMIHCA MCIIOTTHAIOITHM O0A3aHHOCTH JOJKHOCTHOTO — JIMIA C yKa3aHHEeM
ero (paKTHYECKOMH JO/DKHOCTH 1 amunmn, TIpu 5ToM He paspeiraeTcs cTasuTh HAJIIHCh OT PYKH «3aM» WJIH
KOCYIO 9epTy nepeji HAMMCHOBAHHEM OJIKHOCTH.

B nokymentax, cocraBieHHBIX KOMHCCHEH, yKa3BIBAIOTCS He MOIDKHOCTH JINL, TOJITHCHIBAIOLIHX Jo-
KYMCHT, 2 HX 00532HHOCTH B COCTABE KOMHCCHU B COOTBEICTRIH C pacIpeaencHUEM, HallpHMeEp:

ITpencenarens koMHCcun (moanues) T.A. Koporuna
YireHs! KoMuccnu (momucs) H.HM. Kupsimna
(mosmuce) O.I1. Cyxanosa
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8.2.20. Ileyats 3aBepser MOLIHHHOCTE HOAIHCH I0/KHOCTHOTO JIMIA Ha JOKYMEHTaXx, TpedycMoT-
PCHHBIX CHCLUANEHEIME HOPMATHBHEIME aKTaMH, YAOCTOBCPAIOIIMX MPaBa UL, (GMKCHPYFOIIHX (haKThI, CRs-

3aHHBIC C (DMHAHCOBBIMH CPCIICTBAMMU.
Ha noxymenTtax ¢unancosoro XapaKTCpa NCHaTh IIPOCTABISETCS Ha CICUMANLHO OTBEACHHOM MecTe

0e3 3axBaTa HAMMEHOBAHMUS MOKHOCTH U MTOIITHCH,
OTTHCK NpoCTaBNsIeMOil MIeYaTH JOIDKEH GLITE XOPOIII0 YHTACMBIM,

8.2.21. Konus nokymenra — AOKYMEHT, IOJTHOCTBIO BOCIIPOM3BOISIIHI HH(pOPMALIHIO [10TTHHHOTO
HOKYMEHTA ¥ BCE €I'0 BHCIIHHE [IPH3HAKH MIIH Y4CTD X,

Komusa ¢ noxymenta BOCHPOU3BOAMTCS MANIMHOIHCHBIM CIOCODOM HIH CPEICTBAMH OIlepaTHBHOM
noyiMrpaguu.

Hpu v3roToBNeHUN KOMHU MATTHHOMHCHBIM CIOCODOM TEKCT JOKYMEHTa IeperieuaThiBacTes MOJTHO-
CTBIO, BKJIKOYAsA 3IICMEHTEI OJaHKa.

Maiuvronncnas komus n KOIIHA, M3TOTOBJICHHAS C MOMOIIBIO CPE/ICTB OTMCPATHBHOMH moaurpaguu,
AOIGKHEL OBITH 3aBEPEHb! THIIOM, YUOCTOBCPAIOIIMM HX HOJHOE COOTBETCTBHE M0 UTHHHHKAM. IIpu 3aBepe-
HIM COOTBETCTBHS KOIHH IOKYMEHTA NOUTHHHUKY OTMETKA O 3aBEPEHHH KOIHH oopmIsteTest cremyromm UM
obpasom: Hmske pexsusnTa «IToMImHCEY TPOCTABTIAOTCS 3aBEPHTENBHAS HANIHCH «BepHo», MOmKHOCTS THIA,
3aBCPHBIICIO KOIMIO, JIMYHAS [OAIHNCE, PacIIM(pOBKa MOANNCH (HHHLHATEL (amuiug), nata 3aepeuns,
HaIpUMED:

Moamwuck JI.C.Actposa
Bepno

Crnenuamuct o Kazpam JL.B. Enpunna
01.12.2014

Ilpw nepecsinke komnu ¢ goKymenTa B APYTHC OPTaHH3aLMM MM BBIJAYE €C HA PYKH YacTHBIM JId-
HaM, 3aBCPUTEILHAS MOAIKCH NOIKHA YAOCTOREPATHCS CYaTHIO Ges H300paKCHUA rOCYIaPCTEEHHOTO Tep-
0Oa.

8.2.22. Pexsusur «OTMerKa 06 HCIOTHATENIE» BKIOYACT (BaMHIHI0 HCIIONHUTENS TIOKYMEHTa M
HOMeEp ero Teneona. OTMeTka 06 HCHOTHHTEDE PacIIoaracIcst Ha NUIEBOH MM 06OPOTHOMH CTOpoHE Mo-
CJICIIHETO JTHCTA TOKyMEHTA B IEBOM HHKHEM YTy, HalpuMmep:

3sepoGocera B.B. (342) 275-75-75

8.2.23. OT™eTKa 06 HCHOIHEHNM AOKYMEHTa M HANPAB/JIEHUH €ro B AeJ0 BKIIIOYACT CHCHYIOIHE
HQHHBIC: CCBUIKA HA ATy M HOMEP A0KYMEHT, CBHJICTCIILCTBYIONIETO O €TI0 MCIIOIHEHUH, A [IpH OTCYTCTBHH
TAKOTO AOKYMEHTa — KPaTKHE CBEACHHS 00 HCLOTHCHNH; ciloBa «B neno»; Homep nena, B KOTOpOoM Gyaer
XPaHHTBCH OKYMEHT (B COOTBETCTBHM C HOMCHKIATYpoH jen). OtMmeTka 06 HCHOMHEHHH JIOKYMEHTa H
HAlIpaBJICHUH €r0 B J1eNI0 TOJDKHA OBITh II0AMUCAHA U AATHPOBaHA PYKOBOAUTENECM HOIPA3/ICICHHS, B KOTO-
POM HCHIONTHEH OKYMEHT, HalpuMep:

Matepuansr oTnpasiens

axcom 11.12.2014

Ne 03-23

B neno (moaruce) (uHHIHATEL, avuTms)

12.12.2014

HITH
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Hsnano pactiopsikenne or 05.12.2014 No 4
«O cospannn paGoucii rpynms mo ...y
B nemo  Ne 03-12
(moamycs) (mEMLMATEL, aMuims)
07.12.2014

8.2.24. Ot™erka o moctymienuy AOKYMEHTA MPOCTABISCTCHA B BHAE IITAMIIA, B [107C KOTOPOro yKa-
SBIBACTCA ITOPAIAKOBEI HOMED H 1aTa MOCTYIIIeHUs JOKYMEHTa.

9. Opranusanus npuema n TIEPENATH TOKYMEHTOB ¢ HCIIOIL30BANUEM CPE/ICTR
bakcHMHIBHOM CBA3H. DUIeKTPOHHAsI TOYTA

9.1. DakcHMUIBLHAA CBS3L

9.1.1. Cpencrsa daxcumunsioi crs3u HPCIHASHAYALOTCS IS OLEPATHBHOM Iepe/lau M IIpHeMa TeK-
CTOB IOKYMEHTOB H CIIYKEOHBIX MATEPHATIOB.

B Konremke opunuansusie HoMepa (hakcoB yCTaHORJICHB B NPHEMHOH AUpPEKTOpA.

9.1.2. Tlpu npueme u mepenaue 1o TenedaxcaM ciyskebHOM HH(pOPMANuK paGOTHHKH, HASHAYCHHEIC
OTBETCTBCHHBIMH 32 3TOT y4acToK paboTsl B Komiemie, PYKOBOJCTBYIOTCS CICIYIOMINM [IOPSALKOM:

- 3aNpCIaeTCA NEPeaBaTh CEKPETHRIC CBEICHHUS H TEKCThI AOKYMEHTOB ¢ TpuoM «/lmst ciysxebHoro
[IOJIb30BAHUA Y,

- (akcorpaMMbl Ha HHOCTPAHHBIX SI3BIKAX OTIHPABIIAKTCS NPU HAMYUKM MEPEBOAA, 3aBEPEHHOTO JIH-
1IOM, TIOMIHCABIINM (haKcOorpamMmy;

- OTBETCTBCHHOCTD 3a COMEPKAaHUE MepeaaBaeMoi HH()OPMALHK BO3JaraeTcs Ha HCIIONTHUTENS, [OJ-
TOTOBHBLIErO MaTepHal K HEPEIAYe, H PYKOBOIHTEIIS COOTBCTCTBYIOLIETO CTPYKTYPHOTO [IOAPA3/ICICHHUS

- 00BeM nepenaBaeMoro MaTepuana (TeKcTa, cxeMsl, rpadaeckoro H300paKeHust), BBITOIHEHHOrO
Ha mucyer Oymare popmara A4 YCPHBIM LBETOM, HE JIOJLKEH MIPEBBIIATE 5 JIHCTOR;

- HOMICHKAIIMH TIepesiade MaTepHa PCTHCTPHPYETCA B JKYpHAJIC YCTAaHOBICHHOIN Gopmbr (npH-
Jdoxenne Ne 13) Ges npocraBienus mramma perucTpanuu;

- HOJVIHHHUKY MAaTepPHAlloR II0CTEe Mepeaadn HH(OPMALIMK  BO3BPAMIAIOTCS MCTIONHUTCISM o1
PACTIMCKY € OTMETKOH O BPEMCHH OTNPABKH UM TOJIIHBAIOTCS B bi (S (oK

- HOCTYIHMBIIME HAa OQUIMANbHBIN (akc (axcorpammer PCTHCTPUPYIOTCA B JKYpHAJIe YCTAaHOB-
TEHHOH (QOpMBI (IpHIoskeHwe Ne 14) 6e3 mpocraBienus PETUCTPALHOHHOIO [ITaMIla, BPYYalOTCS 10
HA3HAUCHHIO IIOI PACIHCKY B JKYPHAIC B [CHD HX OpHEMa, CPOYHBIC — HEMELICHHO.

- pakcorpammpl  Ha HHOCTPAHHBIX A3bIKAX OCTABIISIOTCS ajzpecary 0e3 rnepeBoja.

9.1.3. KoHTpoak 32 HCHOMB30BaHHEM (hakcHMUIIBHOIM TeXHuKH, YCTaHOBJICHHOH B CTPYKTYPHBIX OI-
paspencHusx TexHuKyMa BOsNaraeTcs Ha 3aMecTHTeNei AUPCKTOpA M PYKOBOAHTENEH CTPYKTYPHBIX Moj-
pasfeieH .

9.2. DnexTpoHHasn noura

9.2.1. DuexktponHas moyra (manee mmenyercs - OTl) ucnonesyercs s o6Mena HHpOpMaLMel, ce
00paboTKK M XpaHeHHs ¢ MOMOIIBIO CPCICTB 3IICKTPOHHO-BBIYHCIIUTENbHON TEXHUKH, Kak BHYTPH CaMoro
Komnemxa, Tak u mexny Pa3IMYHBIMH TOCYIaPCTBCHHBIMH OpraHaMu 1 OpraHu3alHsIMH, UMEIOILUMH COOT-
BCTCTBYIOIME aNmapaTHLIe H [IpOrpaMMHbIe CpelcTBa.

9.2.2. OnektpoHHBIMH COOONICHUAMHU (mHcbMamu) HaselBarOTCS AOKYMCEHTBI H NaHHBIC, Nepejarac-
MEIE 110 KaHamam OT.
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9.2.3, Kaxnomy aboHeHTY B cucreme DI BRIACJIACTCA HHAMBHAYa/IbHAs 00TacTh TAMSITH Ha cepsepe
OIT - «rouToBkIi AMHAK», B KOTOPBIH IIOMEIAr0TCS JJIEKTPOHHBIC COOOUICHHS /IS 3TOTO aboHEHTA 110 Mepe
UX MOCTYIICHHUS,

92.4. Tlpu MONYICHUH  DICKTPOHHBIX  COOOWeHMHT  afoHeHT CPeOCTBAMH  DJIEKTPOHHO-
BbIYHC/IHTCIILHOH TEXHUKH NIPOU3BOIHT HAOCTYI K CBOEMY TIOYTOBOMY SIMKY U TIEPEHOCHT ero COLEPKHMOE
B BHJIC 3JICKTPOHHBIX COODIIEHUE Ha CROH KOMIIBIOTED.

u28, DOYHKIHOHMpPOBAHUE W pasBuTHEe cucremel OI1 B Komnemxe oDecrIeTuBaeT TeXHHK-
TIPOCPAMMHCT.

9.2.6. lna obmena nubopmaiieil ¢ aGoHeHTAMH OIl, ve umeronMu ampeca OII, ncnonwpsyercy
O(HUHATLHEIH KOHKPCTHBIH a/Ipec SICKTPOHHOM T0YTEL

10. M3rorosaenne roxymenros ma OYMAKHBIX 1 30K TPOHHBIX HOCHTEJIAX, KOMUPOBAJILHO -
MHOKHTeNbLHBIE paboThl. 3BYK03anuch MePONpHATHI

10.1. M3roronenue AOKYMEHTOB H MaTCPHAJIOR HA GYMa)HBIX i JJICKTPOHHBIX HOCHTENAX B Kome-
KE TIPOU3BOJUTCS 3aMECTHTEIEM AHPEKTOPA, TIABHBIM OyXraiaTepoM M paGoTHHKAaMH CTPYKTYPHEIX I10J-
Pa3JICICHHH CAMOCTOATENBHO ¢ COBIMIO TeH e YCTaHOBJICHHBIX TIPABHIT,

10.2. Oopmnenue AOKYMCHTOB IPOM3BOINTCS HA GJIaHKax YCTAHOBICHHOH (JOPMBI Ml Ha Oymare
CTaHAAPTHBIX Pa3sMEPOB, Ha UX JUILEBOH CTOPOHEC KpacKaMH HaCBIIEHHOTO 1[BETA, [Ipn m3roToBnerun JOKY-
MCHTOB Ha OYMaKHBIX H HICKTPOHHBIX HOCHTENIX COOMIOMAI0TCS YCTaHOBJIEHHBIH TTOPAIOK PACIONOKEHHS
TCKeTa, npaBuia ophorpadpun u NYHKTYaIluH.,

Texer mokymentor na 6Grankax thopmara A4 newaraercs qepes 1,5 Mexcrpodnsix HHTEpBaNa, Ha
Oiankax dopmara AS - H4CPE3 ONIMH MEKCTPOYHEIN MHTEpBaJL.

Pexsusurer noxymenta OTHCIAIOTCS APYT OT Apyra 2 - 4 MEXCTPOUHBIMH HHTCPBAIAMH,

Hanmenosanue Buma AOKYMCHTa, a Takke ciaoBa «COI JIACOBAHOY, «YTBEPXIIAIO»,
«YTBEPXIEHO» mneuaraiores NpONHCHEIME GykBaMu (6e3 KaBbIYEK).

Crosa: «lIpumeqanney, «IIpunoxenne», «Ocnoranmey [I€9aTa0TCa CTPOYHBIMU OyKBaMH, KpoMe
HATaIbHbIX (Oe3 KaBbIuek),

Pacimdposka moanmcy (MHMITHAIBT U (bamuTHA) B pekBH3HTE «lloamucry nevaraercs ¢ npodesnom Ha
YPOBHC OC/IEHEH CTPOKH HAHMEHOBAHHS JOJIZKHOCTH.

Makcumansnas quaa CTPOKH MHOTOCTPOYHBIX PEKBH3MTOB — 28 MeyaTHLIX 3HaKoB. Ecimu 3aronosok
K TeKkCTy npesbimaet 150 meyaTHpix SHAKOB, €TO JIOIYCKAETCS MPOIEBaTh 10 I'PaHHIIBI IPABOBOTO IO J0-
KYMEHTa W IEPCHOCHTE Ha CICAYTOIyT0 cTpoKy. Touka B KOHIe 3aro/10BKa He CTABHTCH,

10.3. Konpopanue HOKYMCHTOB B HEOOIBIINX THpaskax NIPOU3BOMATCSA 3aMECTHTEIISAMH JHpEKTOpa,
TIABHBIM OyXranTepoM M paGoTHHKaMHU CTPYKTYPHBIX IOAPA3NETICHUN CAMOCTOSTCIIBHO B NOMEUICHHSX, IIe

paszersr).

OtBercTBeHHOCTE 32 COBmIONCHME [PABHJI KOIMPOBAHUSA HA MHOMHTEITHHEIX anraparax, ycTaHOR-
JICHHBIX B IOAPasOeNeHHAX, HECYT 3aMECTHTENS AHPCKTOPA, TTIABHBIH OyXranarep, pykoBOIHTEH CTPYKTYp-
HBIX Trofpasaenennit. Llenecoobpasuocts 1 TIOPANIOK KONHPOBAHUS JTOKYMEHTOB U MaTCpHaIOB, HeoOX 0 TH-
MBIX JIIs paboTs! B TIO/IPA3NICICHHAX, ONPEMIEIIAIOTCS 3aMeCTHTEaeM AMPEKTOPA, IMMaBHBIM OyXrairepom, py-
KOBOLIUTC/IAIMH CTPYKTYpHBIX NOAPa3AeIIeH .

He nonyckaercs neo6ocnopannoe Pa3MHOXCHHE TOKYMEHTOB, HEIKOHOMHOE pacxonoBanne Gymaru
H PACXOIHBIX MaTepHAIOB.
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Bce paGoTHUKH, AOTYIIEHHbIE K BHIIOIHCHHIO KOIMPOBAIBHBIX PAabOT, TPOXOUAT 00A3aTeNBHbIH HH-
CTPYKTaX TI0 TeXHMKE 0E30MaCHOCTH H NpaBUIaM MPOHM3BOJCTBA PaboT HA KOMHPOBAJIbHO-MHOKHTENbHOH
TEXHHKE.

10.4. 3ByK03amuCch MCPONPHATHH, TPOBOJAMMBIX AMPEKTOPOM, €rO 3aMECTHTCIEM OCYMICCTBIACTCH
CTPYKTYPHBIMH 110JIpa3/eleHUAMH, OTBCTCTBCHHBIMH 3a [IPOBCJICHHE MEPOTIPHITHI. 3BYKO3aIlHCh MEPO-
IPHATHIL, KAK PABUIIO, IPOM3BOMNTCS HA MATHUTHYIO JICHTY (2yHHOKACCETY) U BBINOJIHAETCH B apXHBHOM H
nuKkTOQOHHOM RapuaHTe. 3BYKO3alHCh HEKOTOPBIX MEPOIPHATHH NMPOU3BOIMTCA TOJIBKO B JHKTO(GOHHOM
BapuaHTe. Pacmmdposka u pacrnedarka IMKTOQOHHOH 3BYKO3AIMCH MEPOIPHITHH OCYIIECTBIAETCA NOCIE
HX 3aBEPLICHHUA.

[IpH TPOBEJEHUH 3aKPBITLIX MEPOTIPHATHI IPHHUMAIOTCA MEPHI 110 3aLIUTE HHPOPMALIHH.

CreHorpamma, npu pacumppoBKe 3BYKO3AMHCH O(OPMISIETCS B COOTBETCTBHM C IPABHMIIAMH, YCTa-
HOBJICHHBIMH jJIs1 BBITIOJHEHUS paboT ¢ JOKYMEHTaMM Ha OYMaXXHBIX H 2JIEKTPOHHBIX HOCUTEIAX.

JIMKTOQOHHBIE 3aNMCH MEPOTIPHUATHIH, HCIIOIb3yeMble IPH PAacITH(PPOBKE U MOATOTOBKE CTCHOIPAM-
MBI, pa3MarHU4UBalOTCs Cpa3y IMOCIE €€ IOArOTOBKH.

ApXHBHAS 3BYKO3AIMUCh TPOM3BOAUTCS HA MATHHTHYIO JICHTY, KOTOpAs HMEET CBOH HOPSIKOBEIN HO-
mep. Ilepen Ha9ajoM WIH Cpasy [0C/Ie OKOHYAHMSA MEPONPUATHs JICHTa PETHCTPUPYETCH B CIICHHAIBLHOM
JKYPHAIIE, TIIC YKa3bIBACTCS HA3BAHME MEPOIIPHATHS, MECTO HPOBEJCHHs, BPCMS Hadald U OKOHYaHHUA, CKO-
POCTh 3aIHCH, HOPSKOBEIH HOMEp JICHTH, (pavunus paboTHHKa, OTBETCTBCHHOTO 38 3BYKO3aIIHCh.

B HEOOXOIUMBIX CITydasx, Mo cyKeOHOH 3anucKe OpPraHu3aToOpOR MPOBOIUMBIX MEPOIPHATHH, 0CY-
MIECTRIIACTCS [TPOCHYIIMBAHNE HIIH TIEPE3alIHCh AaDXHBHOH 3BYKO3aITHCH.

ApxuBHas MarHUTO(OHHAs JEHTa MPOBOAUMBIX MEPONPUATHH XPAaHHTCA OTIACITBHO B COOTBETCTBHH
CO CBOUMH IOPSIKOBBIMH HOMEpaMH. PasMarHi4MBaHUWE apXUBHLIX 3BYKO3AITMCEH ITPOM3BOIMTCA, KAaK I1pa-
BUJIO, 110 MCTCUCHUHU | MecsIa co AHSA POBOJAUMOIO MEPOIIPHATHSL.

11. TpeGoBaHus K H3rOTOBJIEHH IO, YUETY, UCTIOIL30BAHHIO H XPAHEHHIO He4YaTed U ITaMITOB

11.1. TleyaTs 3aBepseT [0JIMHHOCTE ITOAIMCH JOJKHOCTHOIO JIMIIA Ha JOKYMCEHTAaX, MPEelyCMOTPEH-
HBIX CHELUATLHEIMA HOPMATHBHEIMH aKTaMH, & TAKKe YI0CTOBEPSIOLIUX [IpaBa JIHI, QUKCUPYIOIUX (aKThI,
CBsI3aHHBIE C (DMHAHCOBBIMH CPEJICTBAMH.

11.2. B Kosnepke uMeeTcs 0J1Ha KpyTiias repOoBasd medaTh ¥ BCIIOMOIATEAbHbBIE T€YaTH U I TAMIIEL,

Ha poxymenTax 1o magnomMy cocraBy Kosuiepka, JOBepeHHOCTSX, MpocTaBiaeTes nedars Koremxa
«Otnaen kaapory», «JlId JOKYMEHTOBY, « /1115 cripaBoK».

11.3. /Ina npocraBieHuss OTMETOK O IOJIYYCHHH, PETHCTPAIIHH, MPOXOXKIEHUH M HCIIOJTHCHHH J0KY-
MCHTOB, & TAKKE APYIHX OTMETOK CIPAaBOYHOTO XapakKTepa HCIONb3YIOTCS MacTHYHBIE (PC3HHOBEIC) IITaM-
1B

11.4. MsroToBiecHue MevaTei | IITAMIIOB, HeoOX0MMMBIX /Uit obecrieueHU aeaTeapHoCcTH Koepka,
MIPOM3BO/IMTCS TOJIBKO ¢ paspellieH s JUPeKTopa. 3asBKy Ha U3roToBJICHHE NiedaTel 1 mramnos B Komremke
HCHOJHACT OTACIH KaJpoB.

11.5. TlommuHHOCTE MOAIIHCEH TOLKHOCTHBIX JIMII Ha AoKyMeHTax Koilemxa yaoCcToBepseTCs rep-
GoroH neuatero Komnemxa.

11.6. TlpumepHBIA nepedeHb JOKYMEHTOB, Ha KOTOPbIE CTaBUTCA repOoBas 1e4arh, IPUBEIEH B IIPH-
Joxenun Ne 15,

11.7. KoHTpoJib 3a IpaBUNBHOCTRIO YUeTa neuaTel u mrammnoB B Komieaxke oOCyEeCTBIAET OTAEIOM
OpraHM3aIMOHHO-TIPABOBOTO M KaJpOBOro o0ecredeHus.

Bce neuat U mraMiibl YHHTBIBAIOTCA B CIICHMAJIEHOM XKYpPHAJIC YUcTa H BRIIAIOTCA pa6OTHHKaM non
PACIHMCKY B XypHAJe.

ITegaTy u IITAMITE IOJKHBL XPaHUTHCS B HA/IEKHO 3aKPBIBAEMBIX M OTICUATRIBAEMBIX ceHdax umu me-
TANITAYCCKUX MmiKadax.

28



OTBETCTBEHHOCTh H KOHTPOJb 32 COOMIOJEHMEM IOPAIKA HCIOJB30BAHUA W XPAHCHHA neyared u
MITAMIIOB BO3JIaraeTcs Ha IJIABHOrO Oyxranrepa ¥ OTBETCTBEHHOTO paboTHHKA.

06 yTepe NMedaTH K MTAMIA HE3AMEJTHTCIIBHO CTABATCS B H3BCCTHOCTD JTUPEKTOP.

TIpHIleIIHe B HEFOXHOCTh M YTPATHBILHC 3HAYCHUC MEHATH W HITAMIIBI TMO/JIEKAT BO3BPATy OTBET-
CTBEHHOMY PabOTHHKY, T/ie OHH YHHUTOXKAKOTCS MO AKTY B yCTAHOBICHHOM IOPAZKE.

12. CocTaBjIeHHe HOMEHKIATYpbI Aest. DopMupoBanue aes, [lopsaaok nepeaatu el B apxue

12.1. CocTaBjeHUEe HOMEHKIATYPBI A€

12.1.1. Homenxuarypa el — CHCTCMAaTH3HPOBAHHBIH I1E€PEYCHb HapMCHOBAHMI JI€JI, 3aBOJIHMBIX B
nenonponssoacTse Komteaxa ¢ yKazaHHEM CPOKOB X XPaHCHHA, 0(hOpMIIEHHBIH B YCTAHOBICHHOM IOPS-
Ke.

HomeHKIaTypa el cocTaBieTcss B LeliX 0D0CHOBAHHOIO PAacHpeC/ICHIS NTOKYMCHTOB, dhopmupo-
BAHWS, CHCTEMATH3AIlMA M YUCTa Jell, OPraHHU3aIuK IPYIIHPOBKH HCTIOJHCHHBIX IOKYMCHTOB B JIC/IA, OTIpE-
ICIICHHUS CPOKOB UX XPaHEHHS.

HoMeHKIaTypa el HCTIONB3YETCs [IPH OCTPOSHHH HH(OPMAIIMOHHO-TIOUCKOBOH CHCTEMBI H SBJIICT-
sl OCHOBO# JUIS COCTABJICHES OTHCEH [e) MOCTOSHHOTO ¥ BpeMeHHOro (cBbime 10 1meT) XpaHeHHs, a TakKe
171 ydeTa Jeil BpeMeHHoro (10 10 1eT BKIIOYHTEILHO) XPaHSHH .

Homenkmatypa aen Komtemka cocTaBiseTcss OTBETCTBEHHBIM PaOOTHHKOM Ha OCHOBE HOMEHKIATYP
TIEN CTPYKTYPHBIX nojpasaeieHus Komiemka (mpuaomxenue Ne 22).

BHOBB CO3/aHHOE CTPYKTYPHOE TOpassieieHre 00s3aH0 B MECSHIHBIH CPOK paspaboTaTh HOMCHKIIA-
TYPY OCT MOPA3/Ie/IeHHs] H IPEACTABUTE €€ OTBETCTBEHHOMY JIHILY.

Homenknarypa e, omo0perHas skciepTHoi koMuccnen Kouepka, yrBepsKIaeTes AMPEKTOPOM.

HoMeHKIaTypa [el [Ie4aTaeTes B HeoOX0AMMOM KOIHYECTBE IK3eMILIAPOB. [lepBbli  yTBEp:KIEHHBIN
OK3EMILIAD HOMCHKIATYPBI ¢ ABIAETCA JAOKYMEHTOM [OCTOSHHOTO CPOKa XPAHECHUS X HAXONUTCA B IIPH-
CMHOM JIMPEKTOpa; BTOPOH — HECIOJIB3YETCsl KM B KadecTBE pabouero SK3eMILIApa, TPETHH — HAXO/UTCA B
Ka4eCTBE YYETHOIO JOKYMEHTa B apxuse Kommemxa.

HazBaHusmMu paszjenoB HOMeHKIAaTypsl Jesi Komlemka ABIAOTCS Ha3BaHMs CTPYKTYPHBIX IIOIpa3/ie-
JIEHHH, KOTOpBIE PACTIONAraloTCs B CBOAHOW HOMCHKIIATYpE AET B COOTBETCTBHM C YTBEPKJICHHOH CTPYKTY-
po#.

12.1.2. Tpadbl HOMEHKIATYPHI JIeJT 3aTIOTHAITCS CIEAYOMUM 00pasoM.

B rpade 1 HomeHKIaTypbl [ell IPOCTaBIAIOTCS MHIACKCH KaKI0T0 AeNd, BKIFOYCHHOr0 B HOMCHKIA-
TypY.

Wuaexc nema COCTOHT, H3 YCTAHOBICHHOTO NH(poBoro 0603HAYEHHA CTPYKTYPHOIO MOAPA3ICICHHL
¥ IOPSIKOBOIO HOMEpa 3aroJIOBKa Jelia 110 HOMeHKarype. Muaekcrl nen 00603HauaroTes apabckuMu Lup-
pammu.

Hanpumep: 12-05, rue 12 - ofo3HadyeHHe CTPYKTYpHOro noppasiencHua, 05 - HOpAIKOBBIA HOMEP
3aroJIoBKa Jiejia [0 HOMEHKJIATYype.

B rpady 2 HOMeHKIATYPBI JleJl BKITIOYAIOTCS 3aTOIO0BKH JeN (TOMOB, HYacTel).

3aroloBOK  Jlena JOIDKeH 4YeTKO, B 0000ueHHOH (opme oTpakaTb OCHOBHOE COJIEpIKAHHE M
COCTAaB JIOKYMEHTOB JIeJIa.

12.1.3. Tlopsaok pacroyiosKeHHs 3aroJIOBKOB €)1 BHYTPH Pa3/elIOB M IMOJPa3/IeNoB HOMEHKIIATYPEI
el yCTaHABIMBAETCS €AMHBIN ATl BCeX CTPYKTYPHBIX MOJPa3AeIeHUN U ONPEIEIAeTCH CTEIICHbIO BaXKHOCTH
JIOKYMEHTOR, COCTABRIISIOIINX /IENa, UX B3aHMOCBA3RI0,

B navase pacrnionararoTest 3aroJOBKH JIe, COJIepiKaniie 3aKOH0aTelIbHbIe U HOPMATHBHBIE ITPABOBBIE
aKThl (hejlepanbHBIX OPTaHOB rOCYIAaPCTBEHHON BIIACTH, HOPMATHBHBIC [IPABOBLIC M PACIIOPS M TEIILHBIC aKTHI
IIpaBurenbeTBa, pacnopsUTeIbHEIE AKTEI MUHHCTEPCTBA, pacIiopsaIuTelbHbIC akThl Kosiemka, mIaHoBo-
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OTUCTHAS M AHAIMTHYECKasd JOKYyMCHTALH:A, TICPCIIHCKA, pCl"I’iCTan,]/IOHHO-KOHT[)OJIBHBIC (t)OprI, HOMCH-

KI1aTypa Je.
B 3ar0JIOBKAX JeM, COACPKAIIMX TEPEICKy ¢ PasHOPOIHBIMM  KOPPECIOH/ICHTAMH, noCIeHIE He

[IEPEUHCIIAIOTCS.

J{1st BHOBB 3aBO/MMBIX JIETI B KJKIOM Pa3jIeiie HOMEHKIIATYPEI OCTABIAKTCS PE3EPBHEIC HOMEPA.

3aroJOBKH IeJ MOI'YT YTOUHATLCS B Iporecce GOpMUPOBAHUS U 0(OpMIICHHS JIE.

I'pacha 3 HOMEHKJIATYpPBI ACJI 3aMOTHACTCS 110 OKOHYAHHH KaJICHIapHOTO TO/a.

B rpade 4 ykasslBalOTCsA CPOK XPAHCHHI JIe/1d, HOMEpaA crateil o IlepedHio THIIOBBIX YNpaBJIeHYC-
CKHX JTOKYMEHTOB, 00pasyromuxcs B ACATCIBHOCTH OpPraHu3alni, ¢ yKasaHueM CPOKOB XPaHECHHSL.

B rpade 5 «[IpuMedaHney yKasplBarOTCs HasBaHus mepedHel TOKYMCHTOB, HMCIONB30BAHHBIX
TIPH ONpE/eIeHHH CPOKOB XpaHeH s IC/, IPOCTABILAKTCA OTMETRI O 34BEICHUHU eI, O NEPEeXOIAIINX ae-
Jlax, O BBIICICHNH Jiell K YHHITOXEHHIO, O JIMIaX, OTBETCTBEHHbIX 34 dopMHpOBaHHE €T U JIP.

12.1.4. Tlo OKOHYAHMH Toa B KOHLE HOMEHKIATYPhI el AE/IaeTCs MTOroBas 3aiuch O KOJIMTeCTBE
3aBE/ICHHBIX /el (TOMOB).

12.1.5. Vrepkuennas HoMenkaarypa jen Kojuiemka XpaHHTCS B KOMTIBIOTEPHONW CHCTEMC JUJIA
VIIPOLIECHHS €€ BEAEHHs, KOPPEKTHPOBKH H nepepaboTKH.

HoMeHKIaTypa JeN YTOYHAETCS B KOHIEC KaXJI0ro rojia 1 BBOLUTCA B nelicTeUe ¢ l-To AHBaps cle-

IYFOLIETO TOAa.
12.2. ®opMHpoOBaHIie Jiej

12.2.1. ®opMHpOBaHHE [l — TPYIIUPOBAHME HCIOIHECHHBIX JOKYMEHTOB B JIC/I0 B COOTBETCTBUH C
HOMEHKJIATYpOil e/l U CUCTEMAaTH3alKA JOKYMCHTOB BHYTpH Jea.

Tena B Komeke GopMUPYIOTCS JELIEHTPATH30BAHHO, T.C. B CTPYKTYPHLIX IOPA3ACICHUX.

@opMHpPOBAHKEM ICT B CTPYKTYPHBIX MoApasiencHusax Komnemka 3aHAMArOTCA padOTHHKH, OTBCT-
CTBEHHBIE 3a BEICHHE JIETONPOU3BOACTRA.

KoHTpose 3a GopMHUPOBaHHEM JIEN OCYIECTBIISACTCS CEKPEeTapeM PYKOBOIHTENIS.

12.2.2. TIpu GopMUpOBAHKH e HEOOX0AUMO COOMI0AATE CleyIOIIHEe OCHOBHbIE TpeOOBaHUA!

- [IOMELIATh B AEJ0 TOJBKO MCIOJIHEHHEIC, TIPABHIIBHO O(OPMIICHHBIE JOKYMCHTBI B COOTBETCTBHH €
3ar'0JIOBKaMHU JIell 10 HOMEHKIIATYPE;

- IOMEIIATh BMECTE BCe JOKYMEHTBI, OTHOCAILIMECS K paspelIeHHio OTHOTO BOIIPOCa,;

- IOMEIATh MPHIIOKEHHS BMECTE C OCHOBHBIMU JJOKYMEHTAMH,

- IPYIIIAPOBATEL B OJHO [E/IO TOKYMEHTHI OJHOTO KaJIEH/aPHOr0 roja, HCKII0YEHHUE COCTABNIAIOT! I1e-
pexosuye Aena, IMYHBIE Jea, KOTopble (GOpMUPYIOTCS B TCUEHHE BCETO Meproa paboThl JiMla B OpTaHH-
3aIHH;

- pa3JeIbHO IPYIIMPOBATL B Je7a JOKYMEHTHI IIOCTOAHHOIO H BPEMCHHOTO CPOKOB XPaHEHHH.

B Jiesio He JOJKHEI TOMCIIATHCA TOKYMEHTSI, TTOJIEkKAIME BO3BPATY, THITHUE 9K3EMILISPhI, YCPHO-
BHKH. J]eJ10 He MOIDKHO IpeBHmaTh 250 IMCTOB IPH TOIHUHE He Oomee 4 cMm.

12.2.3. JlokyMeHTBl BHYTPH [€j1a PacliojlaraloTcesl B XPOHOIOIHYECKOH, TeMAaTHYCCKOH MOCIea0Ba-
TCIBHOCTH HITH UX COUCTAHHH.

HopmaTHBHEIE IPAaBOBLIE U PacIIOPAAUTEIBLHEIC aKThl TPYIIIHPYOTCA B €14 110 BUAaM H XPOHOIOTHH
C OTHOCATITUMHUCH K HUM TIPHITOKCHHIAMH.

ITonoxkenus, HHCTPYKUMK, IIPABHIIA, YTBEP/KICHHBIC PACIOPSAUTCILHBEIME  dKTAMHM, TPYIIITHPYIOTCH
BMECTE ¢ YKa3aHHBIMH AOKYMEHTaMH. [IpM MX YTBEPKICHHH B KayecTBE CaMOCTOATEIbHLIX JOKYMCHTOB
OHH I'PYHITUPYIOTCA B CaMOCTOATCIIBHLIC JCII4A.

[TprKa3sl 1O OCHOBHOM NEATEIEHOCTH IPYTITUPYIOTCA OTACIBHO OT NPHKA30B [0 TWYHOMY COCTaBY.

ITpoTokomel B Jeiie pacioaraloTes B XpOHOIOTHYeCKOM MOPSJIKE.

JIOKyMEHTBI B TMYHBIX Jle/1aX PacIoaratoTces M0 Mepe HX NOCTYILICHHS.
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JTMLeBBIE CYETA TIO 3apaGOTHOM TIaTe COTPYIHMKOB IPYIIHPYIOTCS B CAMOCTOATC/ILHDIC ACTd H pac-
[IO/TATAIOTCA B HUX B aN(aBUTHOM MOPAIKE (aMUIHA.

TMepemmcka TPYNITEPYETCA, KaK MPABHIIO, 3d MCPHOA KaICHAAPHOTO roja M CHCTEMaTH3HUpYeTCHd B
XPOHOMOrMYECKOH I10CTIE/I0BATCIPHOCTH;  IIPH  3TOM JOKYMEHT-OTBET IOMEIAeTCs 3d TOKYMCHTOM-
3aIPOCOM. )

IIpy BO30GHOBJICHAM IEPEIHCKH 110 ONPEAETCHHOMY BONPOCY, HAYABIICHCA B IpejbIIYLIEM TOIY,
JOKYMEHTH] BKTIOUAIOTCS B 1e/I0 TEKYLIETo TO/ia ¢ yKasaHHEeM HHJICKCa /1e/1d [PEJIbIAYIIETO T'O/I8.

VTBepsKACHHBIE [UIAHBI, OTYCTEL, CMEThI, IITATHEIC PACTIMCAHHSA U APYTHE JOKYMEHTEI TPYILIHPYIOTCH

OTAETBHO OT HX IIPOCKTOB.
12.3. KcnepTH3a HEHHOCTH TOKYMEHTOB

12.3.1. DKclIepTH3a NEHHOCTH JOKYMEHTOB - OTO H3ydEHHE T0KYMCHTOB Ha OCHOBAHIH KPUTEPHEB HX
[[CHHOCTH B LIEJISAX ONpPeJie/IcHHsA CPOKOB XPAHCHHUS TOKYMCHTOB H oTbOpa MX Ha MOCTOAHHOC XPAHCHHUC.

DKCIEPTH3a EHHOCTH JOKYMEHTOB IIPOBOJMTCA:

B IICJIONPOM3BOCTRE - IIPX COCTABICHUH HOMEHKIIATYPBI ACL

B TIpolecce (hOPMUPOBAHHMS e/ U TIPH MOArOTOBKE /N K [IEPeaaic B apxus Konnemxa;

Oprasusaiys U4 IPOBEJICHHE DKCTIEPTH3LI IIEHHOCTH JOKYMEHTOB B Konnepke OCyIIeCTBIsSSTCA 110~
CTOSHHO ACHCTBYIOIIEH DKCIIEPTHOH KOMHCCHEH, ICHCTBYFOLIEH Ha OCHOBAHUH YTBEPAJICHHOTO M COIIACO-
BAHHOTO B YCTAHOBJIEHHOM mopsiiike [Tonoxenus 00 KCIepTHOH KOMHCCHH.

Ipy OPOBENEHHH DKCICPTH3E! IEHHOCTH TOKYMCHTOB OCYIIECTBILICTCA:

- 0TGOP JOKYMEHTOB MOCTOSHHOTO H BPEMEHHOTO (CBbILC 10 JeT) CPOKOB XpaHEHMs [ULT MEpelatii B
apxue Koitemxka;

- 0TGOP TOKYMEHTOB ¢ BPEMEHHBIMH CPOKAMH XPAHCHUS W C IOMCTKOH «Jlo MHHOBaHHS HamOOHO-
CTHY, TIOJUISKANIUX JabHEHIIEMY XPaHCHHIO B TTOIPa3/ICIICHIIAX;

- BBIJICJICHAC K YHHYTOKEHHUIO eIl 33 TIPEABLIYIIIAC TOIBI, CPOKH, XPAHCHHS KOTOPBIX HCTCKIIH.

IIpy 5TOM OJHOBPEMEHHO TIPOBEPSETCS KAUCCTBO M MOJIHOTA ACHCTBYIOIICH HOMEHKIIATYPHI 1€, 11pa-
BHJIBHOCTH ONpEIENICHHs. CPOKOE XPaHCHMs JCII, 3aBEJEHHBIX B COOTBCTCTBHM ¢ HOMCHKIIATYPOH Jiell, CO-
GIIEOICHHE YCTaHOBIEHHOTO OP#AKa 0QOPMICHHS JOKYMEHTOB M (DOPMUPOBAHHSA [CL.

12.3.2. O160p JMOKYMEHTOB MOCTOSHHOIO CPOKa XPAHCHHS NPOBOAMTCA Ha ocHOBaHMH «Ilepedns TH-
TIOBBIX YIIPABJICHYECKUX JOKYMEHTOB, 00pa3yloluXcs B JEATENbHOCTH OPraHu3allii, ¢ yKa3aHHEM CPOKOB
XPaHEHUAY) U HOMEHKIIATYPB! JIeJl TyTeM MOJUCTHOrO MPOCMOTpa Je.

He momyckaercst 0TO0p JIOKYMEHTOB AJI1 XPAaHEHHUA U BBIACJIEHUE K YHHYTOKCHHIO TOJIBKO HA OCHO-
BAHHUH 3ar0JIOBKOB 1€l

ITpy MOIUCTHOM TIPOCMOTPE €T MOCTOSHHOIO CpoKa XPaHCHHA IOJJIEHKAT H3BATHIO YCPHOBHKH,
HEO(QOPMIIEHHBIE KOITHH JOKYMEHTOB U JOKYMEHTbI C BpDEMCHHBIMH CPOKAMH XPAHCHHS.

12.3.3. Tlo pesynbraTaM SKCIEPTH3H IICHHOCTH JOKYMEHTOB COCTABIIAIOTCA OMHCH JIEJT TOCTOSHHOTO,
BpeMeHHOro (cBbiure 10 ner) xpaHeHHd, IO JWYHOMY COCTABY M aKThl O BBIACICHHH MENI K YHHUTOKEHHIO
(nmpuaoxenue Ne 23).

12.4. Opopmaenne gea

12.4.1. Ocdopmnenue aema - MOATOTOBKA J€71a K XPAHEHHIO B COOTBETCTBHU ¢ YCTAHOBJICHHBIMH TIpa-
BUJIAMH.

Jlena odopmMistroTest ipu WX 3aBEICHUH W 1O 3aBEPUISHNHN TO/1a.

OdopmieHre el BKIFOYAET KOMIUICKC pafoT 1Mo MX TeXHH4Yeckod 00paboTke W TPOBOAMTCA CO-
TPYAHHKAMH CTPYKTYPHBIX TTO/Ipa3IeIeHHUN.
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[Ipu 3aBepcHrHA 161 0QOPMIIAIOTCS 0OTOKKH Jell 10 YCTaHOBJICHHOH (hopMe ¢ yKazaHHEeM: HAHMEHO-
BaHus KolUle/mka, HAMMCHOBAHMA MOPA3/Ie/ICHHS, MH/IEKCa [ITa, 3arojoBKa Jea, 1aThl, CPOKa XpaHeHHA
COIVIACHO YTBEPKACHHOM HOMEHKIATYpE AL

12.4.2. B 3aBUCHMOCTH OT CPOKOB XPaHEHHs IIPOBOAUTCA MOJIHOC HITH HaCTHIHOC o opMIICHHE JeTT.

Jlena BpeMerHHOTO (10 10 JIeT BKIIOUMTENBHO ) CPOKa XPAHEHHS [I0/TEKAT HaCTHIHOMY othopMIIEHHIO.
Jlena JOIYCKACTCA XPAHUTh B CKOPOCIIMBATENAX, HE IPOBOMTE IICPECUCTEMATH3ALMIO JOKYMEHTOB B ACIC,
JIMCTHI JIEJId HE HYMCPOBATh, 3aBEPHTENbHBIC HAAMHUCH HE COCTABIATD.

[MomHOMY O(OPMICHHIO NOJIEKAT JeNa [OCTOSIHHOIO, BDCMCHHOTO (cepimre 10 Jier) CpoKoOB XpaHe-
HUSL ¥ TI0 JTH4HOMY cocTaBy. [loiHoe odopMIicHHE Ted NPeAyCMaTPHBALT:

- HEPECHCTEMATH3aLMIO TJOKYMEHTOB JCTa;

- TIO/IIIMBKY WIIH IIEPEIUIET Aea;

- HyMEpAIHIO THCTOB B JIEIIE;

- COCTaBJIGHHE 3aBEPUTEIFHOH HAAMUCH [era (MPHJIoKeHHe Ne 24);

- COCTaBIICHHE, B HEOOXO/MMEIX CITydasx, BHYTPCHHCH ONHCH TOKYMEHTOB jeJia (mpuioxenne Ne
25);

- BHECCHHE HEOOXOIUMBIX YTOYHCHHN B PEKBH3UTEI 0OI0KKH Aejia (MHICKCA, 3aroJloBKa [e/a, NaTel,
IIPOCTABJIGHHE HOMEPA TOMa M KOJTHYECTBA JIUCTOB U JIP. ).

Ha 06/10%Ke T0JDKHBI OBITh MPSTYCMOTPEHBI MECTA ISl TIPOCTABIEHHAS apXMBHBIX LIH(POBR: HOMEpa
omuza, onucy, aeia. 1o cOrnacoBaHKIo ¢ OPraHU3alMOHHBIM OTACTIOM Ha 00JI0KKE JI¢]1a KapaH/AaLlOM Ipo-
CTABJISIIOTCS HOMEp ONMHMCH H JeJIa.

B memsax obecrniedeHus COXPAHHOCTH M 3aKpellICHHS MOPS/IKa PacoNoKCHUS JJIOKYMEHTOB, BKIFOYCH-
HBIX B JIEJIO, BCE €rO JMCTH (KPOME 3aBEPUTEIILHOTO W BHYTPEHHEH OMHCH) HyMEpYHTCs apalCcKiuMu 1uppa-
MH B BaJIOBOM TIOPS/IKE B IPABOM BEPXHEM YTUIy, HE 3a/I€Bas TEKCTA JOKYMEHTA, HPOCTHIM MPadHUCCKHM Ka-
paHJAIIOM.

ITo OKOHYaHMH ToJia IPOBEPSETCS COOTBETCTBHE 3aT0JIOBKOB /el Ha 00JI0KKE COMCPKAHHIO MOANIH-
THIX JOKYMCHTOB, B HCOOXO/MMBIX CIy4asX B 3ar0JOBOK feja BHOCATCA JOIOJHHUTEIbHbIE CBEACHHUS (IIPO-
CTABISIIOTCS HOMEPA PACIIOPAIHTENBHBIX IOKYMEHTOB H IIPOTOKOJIOB, BUAB H GOPMBI OTYETHOCTH M T.IL.).

Jlata Ha 0GJIOKKE JOJKHA COOTBETCTBOBATH TOMY 3aBEAECHHS M OKOHYAHHUS [CNA; B JCNIC, HMEIOLICM
JOKYMEHTHI 33 00JIee paHHHUE TO/IBI, YeM 0/ 00pa3oBaHus Jeld, 10 JaTOH BHOCHTCS 3allUCh! «MMEIOTCA 10-
KYMCHTEBI 32 ....TOIBD?.

K menam, copepskaniuM opTaHH3aIIMOHHO-PACIIOPAIUTCILHYIO, TBOPYECKYIO U HHYHO AOKYMCHTALHIO
(IpOTOKOIBI, MHCEMA, TOKJIAMB! U T.J.), /11 KOTOPBIX JAaTHPOBKA MMECT BAYKHOE 3HAYCHMC, & TAKKE K JenaM,
COCTOSIIAM M3 HECKOJIBKHX TOMOB (YacTell), MpOCTaBiIsA0TCA KpaiiHUue JaThl TOKYMEHTOB Jeia, TO ¢CTh HAThI
perucTpalnd (COCTaBICHHs) CaMOTO PaHHETO W CaMOro TO3JHEro JOKYMEHTd, BK/IIOYCHHBIX B 1eno. [lpu
0003HAUEHHH TOYHOM KaleHJapHO#H JMaThl (K IPOTOKOIAM, LIpHKa3zaM) YKa3blBaeTCs YMCIIO, MECHL U TO/.
Hucno u rog obo3HavaroTes apadbckuMu nudpavu, HazBaHUe MecsIa IIAMIETCS CI0BaMH.

Hammuicu Ha 0003kKax A€ MOCTOSHHOTO W TONTOBPEMEHHOTO XPAHEHH CIIEAYET IIPOH3BOJIHTD UCT-
KO, YUePHBIMH CBETOCTOWKMMH YEPHUIAMH WIIH TYLIBIO.

12.5. CocTaBiieHMe omucei e

12.5.1. Ha 3aBepiucHHBIC Aeia MOCTOSHHOI'O, BpeMeHHOTO (cBbime 10 JIeT) CPOKOB XpaHEHHs W I10
JUYHOMY COCTaBY, TIPOIIEAIINE SKCIEPTH3Y [IEHHOCTH, €XEer0/IHO COCTABIAIOTCS ONHCH (NpHIoKenua No
26, 27, 28).

Ha nena Bpemennoro (g0 10 1eT BKIIOYUTEIBEHO ) CPOKOB XPAHEHUS OMKUCH HE COCTaBIISIIOTCA.

Omnucu Aen cocTaBIAIOTCS PabOTHUKOM TOApa3AcIcHUs, OTBETCTBCHHEIM 32 JEI0NPOH3BOCTRO, MO/
HEMOCPEACTBCHHBIM METOJMYECKHIM PYKOBOJCTBOM OTBETCTBEHHOT'O PAabOTHHKA OTAENa OpraHM3allHOHHO-
MPaBOBOrO M KaJpOBOTO 00ecnedueH s (apXuBapuyca).
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ONUCH COCTABJAIOTCS HEe MEHEe ueM B JBYX DK3EMILIApax OTAENBHO Ha JEJa MOCTOSHHOTO CpoKa
XpaHeHHs, Ha [e/1a BpeMeHHoro (cBbime 10 eT) cpoKa XPaHCHHA W Ha Je/ia [0 THIHOMY COCTABY.

TTo 5THM OTTHCAM JAOKYMEHTBI CAIOTCA B apXuB KOJUTemKa.

12.5.2. Ilpu cocTaBIeHHH OMMCH JIe1 COOII0AI0TCA CICAYIONHE TpeOOBaHU:

- 3aTOTIOBKHM JeJI BHOCSITCS B OIMCH B COOTBETCTBHH C MPHHATOH CXEMOH CHCTCMAaTH3alKMK Ha OCHOBE
HOMEHKJIATYPBL JIE7;

- KayK/I0€ JIENI0 BHOCHTCS B OITHCH IOl CAMOCTOSTE/IbHBIM TOPSIKOBBIM HOMEPOM (CCIIM IEN0 COCTOUT
W3 HECKOJIBKHX TOMOB HJIM YacTeH, TO KasKIbIH TOM HJIA YacTh BHOCATCS B OITMCH NOJ CAMOCTOATCILHBIM HO-
MEpPOM);

- TIOPALOK HYMEPAI[HH JeJl B OIIMCH BAJIOBBIA 3a HECKOITBKO JIET; HOPAIOK MPHCBOCHHA HOMEPOB OlIH-
CSM IOAPAa3ICICHHI YCTaHABIHBACTCS apXxuBoM KoJlemka;

- rpadybl OMKCH 3aNOJIHAOTCS B TOYHOM COOTBETCTBHH C TEMH CBCACHMAMH, KOTOPEIC BBIHECCHDI Ha
00T0XKKY Jena;

- IIPH BHECEHMH B OIIMChH IOAPS] el C OMHAKOBBIMHU 3ar0JIOBKAMU IIOJHOCTBIO MUIICTCA TOJIBKO 3d-
rOJIOBOK IIEPBOTO JI€Na, a Bee OCTajbHBIC OJTHOPOJHBIC jicia 0003HAYAIOTCA CI0BAMH «TO Ke», NMPH ITOM
JpyTHE CBEJIEHHs O JejaX BHOCSTCS B ONHCH IOJHOCTBIO (Ha KK/I0M HOBOM JIHCTE OITHCH 3ar0JNI0BOK BOC-
[IPOU3BOAUTCS TIOTHOCTRIO);

- rpadha OTIHCH «TPUMEYANHE) UCTIONB3YETCs ISk OTMETOK O TIPHEME JIeN, OCOOEHHOCTSX HX du3mye-
CKOT'0 COCTOSIHHSA, O IIepeiaue e APYTHM [OAPA3ACICHHISIM CO CCBUIKOH Ha HCOOXOIMUMBIH aKT, O HaJIHIHH
KOMHAH | T.11,

12.5.3. Tlepes BHECGHHEM 3aroJIOBKOB Jell B OMMCH MPOBEPSIOTCA KaueCTBO (DOPMHPOBAHHSA H
opOpMIIEHHS JIeTT, COOTBETCTBHEC KOJIMYCCTBA €], BHOCHMBIX B OIIMCh, KOJHICCTBY 3aBE/ICHHBIX JICI 110 HO-
MeHKkiaType. B clyyac HECOOTBETCTBHS KOJIHMYECTBA [e) NPUHUMAIOTCA MEPBI K PO3BICKY. ECi NpHHATEIE
MEpHI HE JATH PE3yNbTATOB, COCTABIACTCS CIIPaBKa O NPHYHMHAX OTCYTCTBHSA €I, MOIIHMCHIBACTCS PYKOBO-
JUTENeM IOApa3/ic/ieHus U [IepelacTcsa B apXHuB.

[Tpu mpocMoTpe el MPOBEPAIOTCS: COOTBETCTBUE 3ar0JIOBKA JEd COAEPXKAHHIO JAOKYMCHTOB B AC-
Jie; IPaBUIIBHOCTh OOPMIICHHMS M TPYNNHUPOBKH JOKYMEHTOB, BKJIIQUEHHBIX B JIEJ0; Ka4€CTBO IIOIIIHBKH
WIH TeperuéTa MeNa; IPaBHIBHOCTD HYMEPALHK JIMCTOR Jiella; HAJIMYKE B [CIIC, B HCOOXOIUMBIX ClydasX,
BHYTPEHHEH OIMCH; NPABUIBHOCTE OopMIIeHHs 00JI0HKY 1elia, HalHIUe U NPAaBHIBHOCTh 3aBEPHTEIbHON
HaAMKUCH JIena.

B KoHIle onMCcH AenaeTes MTOroBast 3alkch 0 KOJIHYECTBE Hell.

12.6. XpaHenne H HCHOJIb30BAHHe JOKYMEHTOB apXHBa

12.6.1. C moMeHTa 3aBejleHUs W 10 Iepenadu B apxus Komnenka TIOKYMEHTHl XpaHATCs 110 MECTY HX
thopMHpPOBAHHUA B ICIA.

OTBeTcTBEHHOCTh 32 obecreueHne COXPaHHOCTH JIOKYMEHTOB M JIe/ BO3J1araeTcs Ha PyKOBOIHTEIICH
CTPYKTYPHBIX Ioapazieienuil Kosutexka.

Hena HaxomsTes B pabouux KOMHATAX WK CIEIMATHHO OTBEACHHBIX /IS XPAaHEHUA JOKYMEHTOB I10-
MCILCHHIX, pacllojlaraloTes B 3aluparoiuxcs mikadax, 00ecredrBaloLnX MMOJHYI0 COXPaHHOCTL JOKYMEH-
TOB, IPEJOXPAHAIOUIHX HX OT IIBUIH H COJIHEYHOT'O CBETA.

B nensx noBeIIIeHHUs ONEPaTHBHOCTH B ITOMCKE JOKYMEHTORB JIe7Ia PacrioiararoTcs B COOTBETCTBHH C
HOMEGHKIIATypOi Jei.

12.6.2. C nenpio OpeJOTBpALICHUS H3HOCA IIOMJIMHHUKOB HOPMATHBHBIX MPABOBBIX aKTOB U Paclio-
PAIUTEIBHBIX JOKYMEHTOB cO372eTcsl (DOH/ MOIB30BaHMA — COBOKYMHOCTD KOIMH apXUBHLIX JOKYMCHTOB,
NpeHa3HAaYCHHBIX IS [10JIb30BaHUs BMECTO OPHIHHAIIOB.
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12.6.3. ApxuBapHyc B COOTBETCTBHH ¢ «IIpaBunamu pabOTbl apXHBOB oprasusalfiiy BelgaeT pabor-
nukam Kouremka st paboThl BO BPEMEHHOE I10/IB30BAHHE aPXUBHBIC /Ie]Ia, KOTOPLIC YHHTRIBAIOTCA B KHHIC
BBIA4H JOKYMCHTOB, HJIM apXMBHBIC KOITHH JOKYMCHTOB, XPAHAIIMXCS B aPXHBC Konnejxka.

12.7. Ilepeaaya xe B apXHB H HCIOJIL30BaAHHE JOKYMEHTOR apXHBa

12.7.1. Jlust XpaHCHHS JOKYMEHTOB [IOCTOSTHHOTO, BPEMCHHOTO CPOKOB XPaHCHHS M 11O JIMYHOMY CO-
CTaBY, MX YYE€Ta, HCIIOJIb30BaHMA, 0TOOpa U IIOJrOTOBKA K Iepe/iade Ha roCylapcTBeHHOC XPaHCHUE B Koi-
JeKe NeHCTBYET apXUB.

JlesATeIBHOCTD apXHBa permaMeHTupyeTcs 3akoHom Ilepmckoro kpas  «O6 ApxusHom zere B Ilepm-
cKOM Kkpae» 1 « OCHOBHBIMH TPABHIaMH PadOTHl aPXHUBOB OPraHU3aLH».

12.7.2. B apxus Kouie/ska TiepefaroTes [eia U3 CTPYKTYPHBIX MOJPA3/CICHUH 110 yTBEPKICHHOMY
rpaduKy MOCTOSHHOrO, BpeMeHHoTO (cBbImIe 10 eT) cpoKa XpaHEHH | 110 TUIHOMY COCTaBy.

12.7.3. TIpueM KasKI0To Ieja B apXMBE IPOH3BOLHTCS IO ONHKCAM B NPUCYTCTBHM PabOTHHKOB, C/1a-
IOIMX Jena B apxuB. [Ipu 5ToM Ha 0060HX 3K3EMILIIPAX OMUCEH MPOTHB KaKI0TO JeNa, BKIIIOYCHHOI0 B HAX,
JeNlaeTesl OTMETKA O HAIIHYHHM JIeNla, @ TaKkKe YKasbiBaercs Hu(paMy U IPOMHCHI0 KOIMYECTBO (AKTHICCKH
TIPHHSTHIX eI

BMecTe ¢ feaMi B apXHB [epeIaloTesl perHeTPalMOHHbIE (QOPMBI KAPTOTEKH HA JTOKYMEHTHI C L¢-
TBKO MX OTIEPATHBHOIO IIOHCKA.

12.7.4. B cnyuae mukBuaaiuu (peopranusanuu) Kosrempka npyu oTCyTCTBHE [IPABOIIPEEMHHKA TOKY-
MEHTBI IEPeAaloTCs Ha FOCyAapcTBEHHOE XpaHeHue B Apxus I. [lepmu.

12.7.5. Tlopsiaok 3Bakyaluu JokymMeHToB B Kouiemke NpH BOSHUKHOBEHMH UpesBbYAHHON CHTya-
KM onpejensercs cneunansiod Uucerpykiueit Komiemxa, paspaboTaHHON M yTBEPIKACHHOH B YCTAHOBIICH-
HOM IIOpsiIKE.
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[Mpunoxenue Ne 1
k 1. 3.1.4. UucTpyKuHH
IlpaBunia
3aM0JHEHUSI OCHOBHBIX DPEKBH3HTOB
PerHeTPANMOHHO-KOHTPOALHON kaproukn (PKK)

PexBHU3UTEI KoMmMenTapyii 1o 3aloJHEHHIO i
HauMecHOBaHME BHMJA | 3alOIHMCTCS B COOTBETCTBHM C HAaMMEHOBAHHMEM BH/A [(OKYMEHTa ‘
JOKYMEHTa l
ABTO Ilpy perucTpauuy I[IOCTYIAIIINWX JOKYMCHTOB 3aIllHCHIBACTCS HAUMEHO-
(KOpPECTIOH/IEHT) BAHWE OPraHU3aIiH, CTPYKTYPHOI'O [OJAPas[CIHCHUS HIH JOJKHOCTHOTO
JAIA — aBTOPa JOKYMEHTA.
Ilpu perucTpanuy OOpAILCHWH TIPaxkJaH BBOAATCA €r0 MM, OTHECTBO,
damunua u anpec.
[Ipu perucTpalMy OTHPAaBIAEMBIX [HOKYMCHTOB 3allHCBIBACTCA HAHMEHO-
BAaHHUC OPTAaHM3ALUH, CTPYKTYPHOI'O [OJAPA3[EICHHS HWIH JODKHOCTHOIO
JMIA — KOPPECHOH IEHTA.
ITpu perMcTpanMé OTBETOBR Ha 0OpallleHHs TIpakJaH BBOJIATCA WX Mep-
CoHaJIbHBIE JaHHble. JlonyckaeTcs NMPUMEHEHHE COKPAlIEHHON0 HauMEHO-
BaHMs OpPTraHU3AIIMH.
Hara JokymeHTa B PKK nepenocurcs [ata, MPUCBOCHHAS [OKYMEHTY OpraHH3alMeH -
dBTOPOM JOKYMCHTA.
PeructpaniMoHHbI#H B PKK mnepenocurcs perucTpaliOHHBIH HOMEP IOKYMEHTA, NPHCBOEH-
HOMEp JOKYMEHTa HBIH OpraHu3aIeil - aBTOpoM JOKYMEHTA.
Jara nmocrymiaeHus 3anoiHsICTCS W TIEPEHOCHTCS B PEruCTpauMoHHbIH wramn. [Ipu Tpauu-

unoHHOH 00pabotke nepenocurcs B8 PKK u3 perucrpanmpoHHOro mramna.

Hupeke nocrymeHds | 3alloHSETCs M IEPEHOCHTCA B PErHCTPAllMOHHBIA Tamil. IIpum Tpamu-
uonHoM o6paborke nepenocures B PKK m3 perucrpalHOHHOIO WTaMmia.

3aronoBok k Tekcry | IlepeHOCHTCA 3arofoBOK K TEKCTY MOKymeHTa. I[lpH ero oTCyTCTBHMH
COCTABIUIETCA AHHOTALMS, COJAEepIKAallas KIFYeBbIe CIIOBA.

Pesomromus B PKK nepenocurcss ¢ [0KyMEHTa COJAEpKaHME IOPYYEHHS, HCIOIHU-
Tellb (MCIIOIIHHTENH), aBTOp M Jara PEe30JIOLUH.
Cpok ucIOJIHEHHS Ilpocrapnsercs MHAMBUAYAIBHBIM CPOK, COACPKANIMHCA B PC3QIIIOIHH,

NpH €ro OTCYTCTBMM — THIIOBOH cpok. [lpw perucrpanuu oTHparisemMoro
JOKYMEHTA MOJXKET 3aIMCBIBATRCS jaTa OXKHIacMOTO OTRETA.

OtmeTka 00 ucnod- B PKK nepeHocHTCS pPETHCTPALMOHHBIA HOMEP M [JaTd CO3MaHHOIO

HEHHH JI0KyMEHTa JOKYMEHTA, CChIIKd Ha PErHCTPAllMOHHBIN HHIGKC W ATy IMOCTYIMHBIOIETO
INOKYMCHTa MJIM KpaTkasl 3alliCh PELICHHs BOIIPOca 10 CYIIECTBY.

Hemno B PKK nepenocuTcs HMHAEKC Iena B COOTBETCTBHH C HOMEHKIIATYpOH
CTPYKTYpPHOI'O IIOApa3jclieHus, B KOTOPOEe TOMEIIEH HCIOITHCHHBIH
JIOKYMEHT.,




IS S I S

(o)

[Tpunoxenne Ne 2
K 1. 3.1.4. Mncrpyximn

NEPEYEHD
KOppeCoH/AeHI MM, He MOo/JIeRKAIeH PericTPalHu

O0630ps! Ie4aTH, KHUTH, KYPHAJIE]L, KATAJI0TH U JIP. H3AaHUA.
JIOKYMEHT Ha MHOCTPAHHBIX A3bIKaX 0e3 IepeBo/ia.

BemoMCTBEHHBIE CTATHCTHYECKHE OTYETHI, OIOJUICTCHH, COOPHUKH M 0030DEI.

PeknaMHble MaTepHAIBl, NPEHCKYPAHTBI, BEAOMCTBEHHAs TEXHHYECKas JUTEPATypa, HH(OPMAIMOHHEIC

CBOJIKH, TEMATHYECKHE U CIICIMATbHBIE COOPHUKH, IIPOTCHO3BI TOTOIBI M T.11.

ITpuriacHTeIbHBIE OMIIETHI, HO3/APaBUTEIILHEIC IIMChMA, M103/IPABUTCIILHBIC TCIErPAMMBL H OTKPLITKH.
JIOKYMEHTBI GYXrajITepCcKoro yaera (cuera, KBHTAHIUH, HAKIAIHEIC, CMEThHI B /Ip).

HoxyMeHTBI O¢3 MOIIHCEH.
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[Tpunoxenne Ne 3
K 1. 3.2.5 MHCTpYKIHUH

MunucTeperBo o6pasosanns u Hayku [lepmckoro Kkpas
KpaeBoe rocy/1apcTBEHHOE AaBTOHOMHOE Hpo(eccHonaIbHoe 00pasoBaTe/ibHOe YIpeKIeHHE
«IlepMckuii CTPOUTENBbHBIH KOJUIEIHDY
(KTAIIOK TICK)

KomMcoMobekuii mpociiekt, 59, ITepus, 614039 Ten. (342) 244-13-22. Gaxe (342) 244-36-62 www psk.perm.ru e-mail: voctes@permonline.ru
MHH 5904101308 KIIII 590401001 OI'PH 1025900914016 OKIIO 01266384

Ne

Ha Ne
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MHuUHHCTEPCTRO 00Pa30BaHMs H HAYKH
IlepMmckoTo Kpas
KpacBoe rocy1apCTBCHHOC ABTOHOMHOE
npogeccuoHanbHoe 06pasoBaTelbHOe YUPEHKIEHHE
(IEPMCKHI CTPOUTEJIBHBIN KOJIEIK»
614039, r. Iepms, Komcomonbekui 1p.,39.
Ten. (342) 244-13-22,Daxc (342) 244-36-62
WHH 5904101308 KIITT 590401001
OT'PH 1025900914016 OKIIO 01266384

www.psk.perm.ru e-mail: voctes@permonline.ru
Ne

Ha Ne oT
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[Tpunosxerne Ne 4
k1. 3.2.5.lHCTpYKIHH



[MTpunoxenne Ne 5
k 1. 3.2.8. UucTpyxiuu

Mecro
aBaHCOBOH
reyaTu
TEJEIPAMMA
Komy
(HOIKHOCTH, MHAIIAAIBI, (haMUIIHA)
Anpec
(c ykazaHMeM [I049TOBOI'O HHJICKCa)
TekcT TenerpaMMsl
Hupextop KI'AIIOY
«ITepMCKUI CTPOUTENIBHBIN KOJUTEK) M. A. Konosaios

Komcomonbeckuii npocnekr, 59, Iepmsb, 614039
«_» 20 T

Hem:

Ten:
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KYPHAJL
nepefaYu J0KyMEeHTOB

[Ipunoxenue Ne 6
k 1. 4.2.MHCTp yKIIHH

/1

| HMara

Ne
JNOKYMEHTa

Komy
HAIPaBJeH

Pocnuch B
H0JIy4eHHH

Ipumeyanue ]
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[punoxenue Ne 7
K 1. 4.9. VIHCTpYKIIHH

.J'[ucr-pacrmcxa 0 BbITauve NOKYMeEHTAa U3 JeJa

Ne..
aaTa
JNOKYMEHTA

Jata BbLIa4d H KOMY
BBIJIaH TOKYMEHT
(moxmucsk, paciuppoBKa
TOJIITHCH)

JlaTa Bo3BpaTa
(1o KaKoro 4ucia
BEIJIAH JOKYMCHT)

dUO0. u
JIOJDKHOCTE COTPYIHHUKA, BbI-
JABIIEr0 JOKYMEHT
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