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[IpoTokon Nel ot «19» auBaps 2024 r.

IHNOJIOXEHUE
0 IOKYMEHTAIIHOHHOM 00eclie4YeHUH ynpaBjieHus (0 1eJI0NPOU3BOIACTBE)
OT'AIIOY «HoB0OOCKOJBCKHN KOJLJIETA»

Perucrpamonnsiit Homep 193

Harta nznanus « 26 » suapst 2024 r.

Hacrosimiee Ilonoxkenune (manee — WHCTpyKiusl) yCTaHaBIMBAET €AUHYIO
cuctemy aenonpousBosictBa B OI'AIIOY «HoBoockosbckuil komiex» (najgee —
Komnenx), ompenensier MOpsSAOK TMOJATOTOBKM W KAaYeCTBEHHOTO O(GOPMIICHUS
JIOKYMEHTOB C HCIOJIb30BAHUEM KOMIBIOTEPHON W OPITEXHHUKH, PAIlMOHAIBHYIO
OpraHu3allii0 WX ydeTa, TOMCKa, KOHTPOJSI HCIOJHEHHS, XpaHEHHS U
UCITOJIb30BAHUSI.

WNuctpykius  paspaborana B coorBerctBun ¢ ['OCT P 6.30-2003
«YHU(DUUMPOBAHHBIE CUCTEMBl JOKYMEHTAIlMH. YHUQUIMPOBAHHAs CHCTEMA



ITOJIOKEHUE
0 JOKYMEHTAIlHOHHOM 00eCIe4eHNH yIpaBieHus (O AeI0NPONU3BOICTBE)
OTI'AIIOY «HOBOOCKOJIBLCKUI KOJIIEIK)

OpraHM3allMOHHO-PACIOPSAUTEIbHON JTOKyMEHTaluU. TpedoBaHus K O(OPMIICHUIO
nokymeHToB», ['OCT P UCO 15489-1-2007 «Cucrema ctanaapToB 1o uHbopmaIm,
OMOIMOTEYHOMY U U3JATEIbCKOMY Jiely. YTpaBieHUEe JIoKymMeHTamu. OOmue
tpedoBanus», [OCT P 51141-98 «/lenonpon3BoaCTBO U apXUBHOE /1e70. TepMUHBI U
onpeneneHus», lIpumMepHOW HMHCTPYKIMEN IO JAEJIONPOU3BOJICTBY B BBICIIEM
y4eOHOM 3aBeJeHUH, TUNIOBOM MHCTPYKIMEHN MO AEIONPOU3BOACTBY B DeepalibHbIX
opraHax MCHOJHUTENbHOM BaacTH, (OCHOBHBIMM HpaBWiIamMu pPabOThl apXWBOB
opranuzaiuy; [lepedneM THUMOBBIX yNPaBICHYECKUX JOKYMEHTOB, 00pa3yIOMIMXCS B
NEATEIbHOCTH OpraHu3aluii, C YyKa3aHUEeM CpOKOB XpaHeHus, @DenepaibHbIM
3akoHOM «O0 apxuBHOM zeine B Poccuiickoin @enepanum.

1. O6uue nos0KeHUus1
1.1. Hacrosimas MacTpykuus pa3padoTaHa C 1IeJIbI0 COBEPIICHCTBOBAHUS HA €AMHON
OCHOBE JIOKYMEHTAllMOHHOTO oOecrieueHus ynpasienus (panee — JJ0OY), nossieHus
ero 3QpGeKTUBHOCTH MyTeM YHU(DUKAIMU cocTaBa U GOpM JOKYMEHTOB, TEXHOJOTHUHU
paboThl C HUMH, HAIPABJICHHBIX HAa ONTUMM3ALUIO YIPABJICHUYECKUX MPOLIECCOB U
NOBBIIIEHHE HUX 3PQPEeKTUBHOCTH B HHTepecax nocTwkenus unened OLAIIOY
«HOBOOCKONBCKUI KOJLTEITHK.
1.2. JlonoJiHEHHEM K HACTOAILIEH MHCTPYKIUH SIBISIOTCS MOJokeHusa: «O0 apxuBe
OI'AIIOY «HoBoockonbckuit kKomtemx»(, «O MOCTOSIHHO JEHCTBYIOIIEH KOMHCCHU
110 3Kcneptruse HeHHOCTU TOKyMEHTOB OI'AIIOY «HOBOOCKOIBCKHN KOJIEIAK .
1.3. [e#ictBue HWHCTpyKIuM pacrnpocTpaHsercs Ha Bce BUAbL paboOT Mo
JIOKyMEHTAITMOHHOMY OO€CIICUEHHUIO YIIPaBJICHUSI KOJUIE/Ka HE3aBUCUMO OT BHJA
HOCHUTEJIS], BKIIKOYAsh UX ITOATOTOBKY, PETMCTPALIMIO, YUET U KOHTPOJb MCIOJHEHUS,
OCYIIECTBJISIEMbIE KaK C MOMOIIBI0 aBTOMAaTHU3UPOBAHHBIX TEXHOJOTUN, TaKk U 0e3
HUX. YTIPaBJICHUE JOKYMEHTAMU PACIPOCTPAHSAETCS HA IMIPAKTUYECKYIO NEATEIIbHOCTD
JOJKHOCTHBIX JIML, OCYIIECTBIIOIINX VYIPAaBJICHUE JOKYMEHTAMH, a TaKkKe
JOJDKHOCTHBIX JIAL[, CO3JAIOIIMX WM HCHOJB3YIOIIUX JOKYMEHTBI B XOJ€
WCIIOJTHEHUS CBOMX JIOJDKHOCTHBIX 00sI3aHHOCTEH.
1.4. OTBETCTBEHHOCTh 3a OpPraHU3alHUIO JCJIONPOU3BOJACTBA B KOJUIEIKE U
coOJIIOICHUE YCTAaHOBJIEHHBIX HacTosiel MHcTpykuuer npaBuia Bo3jlaraeTcs Ha
CHEHHAINCTA IO KaJpaM H JeJONpPOU3BOACTBA Koyuteqxka. HemocpencrtsenHoe
OCYILECTBJIEHUE TEXHOJOrnYeckux ImporueccoB JJOY, Meroguyeckoe pyKOBOJCTBO
YVIPaBJICHUEM JOKYMEHTAllMEd W KOHTPOJb 3a €ro COCTOSSHUEM B KOJUJIEIKE
Bozsiaraercst Ha Kanposyto cinyx0y (nanee — KC).
1.5. OTBeTCTBEHHOCTh 3a OpraHU3AlUIO JCJIIONPOU3BOJICTBA M  COOJIOJCHUE
YCTaHOBJICHHBIX HacTosiiiel MHCTpyKIMel npaBuil B CTPYKTYPHBIX MOAPA3AEICHUAX
KOJUIE/IP)KA BO3JIAraeTCs Ha PYKOBOAMTENEH CTPYKTYpHBIX mnoxapazneineHui. [lo
MIPEJICTABJICHUIO PYKOBOJMUTENS CTPYKTYPHOTO MOAPA3ACICHUS TPUKA30M IUPEKTOPA
MOET ObITh HA3HAYEHO JOJDKHOCTHOE JIUIIO, OTBETCTBEHHOE 32 JOKYMEHTHUPOBAHHE
¥ OpraHU3aluI0 paboThI C JOKYMEHTAMH B CTPYKTYPHOM TOAPAa3IeIICHUN.
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2. Oco0eHHOCTH MOATOTOBKH M 0)OpMJIeHNS OTAeJbHbIX BUI0B IOKYMEHTOB
2.1. Ilpuka3s, pacrnopspkeHue

[Ipukaz u pacnopspkeHUE — HOPMATUBHO-TIPABOBBIC AaKThI, W3/laBaEMbIe
JUPEKTOPOM WM B €ro OTCYTCTBUM — 3aMECTUTEIEM B ILEJSIX pa3pericHHs
ONEpPAaTUBHBIX, OPraHU3alMOHHBIX, KAJPOBBIX W JIPYTUX BONPOCOB BHYTPEHHEH
pabOTHI YUPEIKICHHUS.

[IpoekThl MpUKa30B (PAaCHOPSIKEHHWI) TOTOBSIT U BHOCIT PaOOTHHUKHU
CTPYKTYPHBIX IOJIpa3/IeJIEHUI HA OCHOBAHHMM MOPYYEHHM THUPEKTOpa KOJUIEHXKA, €ro
3aMeCTUTENEH, INOO B MHUITUATUBHOM TMOPSIIKE.

[Ipuka3sl MOANKUCHIBAIOTCS AUPEKTOPOM KOJUIEHKA WIIM, TI0O €ro MOPYYEHUIO,
3aMECTHUTENIEM JTUPEKTOPA.

Obecnieuenue KAueCTBEHHOM NOATOTOBKH IIPOEKTOB MIPUKa30B
(pacnopsiKeHHI) U UX COIIaCOBAHUE C 3aMHTEPECOBAHHBIMU CTOPOHAMHU BO3JIaraeTcs
HAa PYKOBOJUTENEW CTPYKTYPHBIX ITOAPA3JIEICHUN, KOTOpPBIE TOTOBSIT M BHOCAT
IIPOEKT.

Eciu B mporecce cOrIacoBaHMsi B IPOEKT IPHUKA3a BHOCATCS W3MEHEHUS
NPUHIMIUAIBHOTO XapakTepa, TO OH NOMJEXKHUT IeperneyaTke U TMOBTOPHOMY
COTJIaCOBAHMUIO.

[IpoekThl mpuKa3oB (pacHopsKEHUI) MeYaTaroTCs Ha CTAHIAPTHBIX ONaHKax
YCTaHOBJIICHHOM (OpMBbI, KaapoBble MNpHKa3bl — Ha OJaHKax YHU(ULIHUPOBAHHOU
(bOpMBL.

[Ipukassl mo ocHOBHOU AesTenpHOCTH nevaTtarorcs cornacHo 'OCT P 6.30-
2003. Pacmnonoxxenue pekBu3uTOB mpomosibHoe. HasBanme mpudrta Times New
Roman, nHomep 14, a mus oOBEMHBIX TIPUKA30B paspemaercs Homep 12.
HanMeHoBaHME opraHu3aly MPONMCHIBAETCS MOJHOCTBIO M COKPALIEHHO YKUPHBIM
pa3psoKeHHBIM mpudToM, Aanee yepes cTpoky numercs ciioBo [IPUKA3, Takke kak
¥ HaMMEHOBaHME mpukaza. Ciemyromas cpoka — 3TO jaara (Hampumep, 14 sHBaps
2013 ropa) u Homep (Hampumep, Ne 1) mpukasza. Cieayromniasi CTpoka MECTO U3IaHUS
npuka3za. Jlanee yepe3 CTpOKy, MUIIEM 3arojOBOK MpHKa3a, >KUPHBIM IIPUPTOM, J0
cepenuHbl nucTta. Jlamee TeKCT, OH B ce0s BKIIOYAET KOHCTATUPYIOLIYI YacTh,
KoTopas 3akaHuuBaercs cioBoM, [IPUKA3BIBAIO (kupHbiM  mpudTom,
pa3psKEHHBIM, HalpuMep, NPUKa3bIBaw:), craBuM JBoeroune. Ilocie »Toro
MUIIEM PACHOPSIUTEIbHYI0 4YacTh (OHa MOMET COCTOSATh M3 TEKCTa, IYHKTOB)
BKJTIOUAIOIIYIO B Ce0s:

1. JleiicTBue, KOTOpOE HEOOXOIUMO TIPEATIPUHSTS.
2. CpoKM UCTIOJTHEHUS.
3. OTBercTBeHHBI 3a wHcHoNHEHUE ((pamunms, WHUIMATBI, JODKHOCTh Ha

KOTOPOE BO3JIaraeTcsi KOHTPOJIb 3@ UCTIOJIHEHUEM )

Jupexrop Jlnunas noanuce
Nuntmanel, GamMuaus

[Tocne moanmucu AUpeKTopa, €ciii He0OXOUMO MULIETCS (C MPUKA30M O3HAKOMJICHBI)
CTaBUTCS JIMHUSI UHUITUATIBI, (haMIITHAL.
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B KkoHIe nucTa TUIIETCS HUCHOJHUTENh, eciiu Takol umeercs (11 mpudrom,
WcnionHuTeNb: JOMKHOCTh CTABUTCS JIMHUS MHUIUANBI, (haMUITUs ).

Ecaim B KOHCTaTHpyIOLIEW YacTH NpUKa3a HE YKa3aHbl OCHOBAaHUSA
pacnopsAIUTEIbHON YacTH, TO OHU MPUBOAATCS IOCIE TEKcTa npukasza. [Ipu stom
numercss cioBo «OcCHOBaHUE», IMOCIE KOTOPOTO CTAaBUTCA JBOETOYME M JAETCA
CCBUIKA Ha COOTBETCTBYIOIINE TOKYMEHTHI.

[Ipu peructpaiuu npukasbl HyMEPYIOTCS MOPSIKOBBIMU HOMEPAMU:

-[PUKa3bl 10 OCHOBHOM AEATENBHOCTH HAYMHATh HYMEPALMIO C Ha4aJla roja, TOJIbKO
MOPSIAKOBBIM HOMEPOM;

- IIpUKa3bl 10 JIMYHOMY COCTaBYy MOAPA3ACIIAIOTCS HA MPUKA3bl: YBOJbHEHHE, IIPUEM,
NepeBoji, OTIYCK HOMEPYIOTCS C Hauyaja rojia MOpsSIKOBbIM HOMEPOM U OYKBEHHBIM
WHJIEKCOM (HampuMep, MpUKasbl M0 yBOJAbHEHHUIO No 1-y, mpukasbl 1Mo MpUeMy H
nepeBoy Ne 1-mm, mpukassl Ha oTiryck Ne 1-110);

- MPUKa3bl 10 KOHTUHIEHTY CTYIAEHTOB HOMEPYIOTCA C Hayaja roja MOPSIKOBBIM
HOMEPOM U OYKBEHHBIM UHJCKCOM K (Hampumep, Ne 1-k);

- MPUKa3bl MO AJAMUHUCTPATUBHO-XO3SIMICTBEHHOW [EATEIIBHOCTH HOMEPYIOTCS C
HayaJia rojia mopsiAKOBBIM HOMEPOM M OyKBEHHBIM MHJIEKCOM X (Hampumep, Ne 1-x).

OO0pa3zen opopmieHus nprkasza u pacnopsokeHus cM. B Ilpuiioaxennn Ne 1.

2.2. llonoxenue, npaBuia, UHCTPYKIIAN

[Tonoxxenusi, mpaBujia U WHCTPYKIUM TPUMEHSAIOTCA KaK CaMOCTOSATEIIbHBIC
MpPaBOBbIC aKThl, KOTOphIE pa3pabaTHIBAIOTCS PYKOBOJIUTEISAMH CTPYKTYPHBIX
NO/Ipa3/IeICHU U YTBEPKIAIOTCA TUPEKTOPOM KOJUIEIKA.

OOmue TpeboBaHUS K  TOCTPOEHUIO, COAEPKAHUIO, O(QOPMIIEHHIO,
yTBEepKACHUIO «II0JIO)KEHUN O CTPYKTYPHBIX MOAPA3ACICHUAX» U «JlOJPKHOCTHBIX
VHCTPYKLIHI.

2.3. IIpotokon

[Iporokon  3acemanust —  JOKyMEHT, B  KOTOpoM  (ukcupyercs
MOCJIEIOBATEILHOCTh W COJIEpKAHUE OOCYKJIAaeMbIX KOJUIETUAIBbHBIM OpPTaHOM
MIOCTABJICHHBIX BOITPOCOB U MPUHSTHIX PELICHUA.

3anucu BO Bpemsl 3acefaHusi, cOOp MaTepualioB M TOATOTOBKAa TEKCTa
BO3JIaraeTcsl Ha CeKpeTaps KOJJIErHaJIbHOTO OpraHa U COTPYAHUKOB MOJpa3IeieHU,
TOTOBUBILKX BOMPOCHI K 00CY X AeHUI0. TeKCT MpOTOKOJa AOKEH ObITh MOATOTOBIIEH
HE M03/HEE, YeM 4epe3 3 JHS CO JIHA 3aCeIaHMsl U MOIINUT K MPOTOKOITY.

[Ipotokon odopmisiercss Ha oOmieM OJaHKEe YYpexkKIAEHUsS C YKa3aHHEM
HaUMEHOBAHUS BUJA TJOKYMEHTA WM B CIICIIMATIBLHOM KYypHAJIe BEJACHUS MPOTOKOJIOB.
HaumenoBanne nokymeHta — cioBo [[POTOKOJI - newataercss mpONMMCHBIMU
OyKBaMU B pa3psKy, MOTY>KUPHBIM MPUGTOM.

TekcT mpoTOoKOoJIa, KAaK MPABWIIO, COCTOUT M3 JIByX YAaCTEW: BBOJHOM H
OCHOBHOM.

Bo BBO1HO# YacTi 0OPMITSIOTCS CIETYIONTUE PEKBUSHUTHI:

IIpencenarens

Cekpetapb

[IpucyTcTBOBaJIM - CIHUCOK MPUCYTCTBOBABIIUX WM OTCHUIKA K
4
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MPUJIAra€MOMY CHUCKY MPUCYTCTBOBABIINX
IloBecTka qHA
JIoKJIaquuKy Mo Ka)JA0MY IYHKTY ITOBECTKH JTHS

OcHOBHasi 4YacTh TMPOTOKOJIA COCTOMT U3 pPa3leioB, COOTBETCTBYIOIIUX
MyHKTaM TIOBECTKM JiHS. TekcT MpoTOKoJia M3Jaraercs OT 3-ro  Jula
MHOECTBEHHOTO YUCJIa U CTPOUTCS IO CXEME:

CJIYIIAJIA - BBICTYITIUJIA - TIOCTAHOBWJIN (PEHINJIN).

OCHOBHOE COJIepaHUE [IOKJIAJIOB U BBICTYIUICHUN MOMENIAETCS B TEKCTE
MPOTOKOJIA WJIA MPUJIATAETCA K HEMY; B TIOCJICIHEM CIIydae JIeJaeTcsl B TEKCTE CHOCKA
"Tekct BbICTymUIeHHa npwiaraercs”. IlocTtaHoBieHue (pelieHue) - B TEKCTE
MPOTOKOJA I[€YaTaeTCsl MOJHOCTBhIO; NPH HEOOXOAMMOCTU NPHUBOJAATCS HWTOTH
rOJIOCOBAHHSI.

CopnepkaHue 0co0Oro MHEHHS, BBICKA3aHHOTO BO BpeMsi OOCYXKIEHHS,
3alUCBIBAETCSI B TEKCTE IMPOTOKOJA IIOCHE COOTBETCTBYIOUIETO IOCTAHOBIICHUS
(petenust).

[IpoTOKON MOANKCHIBAETCA MPEICENATENbCTBYIOIIMM Ha 3acCeIaHUud U
cekperapeM. [[aToil mpoTokoia SBISIETCA 1aTa 3aCEAaHHUS.

[IpuHsTBHIe pelIeHus] AOBOIATCS 10 MCHOJHUTENEH B BHUAEC BBIIIUCOK U3
MIPOTOKOJIOB, KOTOPhIE OPOPMIIAIOTCS Ha COOTBETCTBYIOLIEM OJIaHKE M 3aBEPSIIOTCS
nevyatbro «JlJig TOKyMEHTOBY.

[IpoTokoamM MpUCBaUBAIOTCS MOPSIKOBBIE HOMEpA B Mpejiesiax KajJeHIapHOTO
rojga OTIEIBHO MO KaXIOW Tpynie MPOTOKOJOB: MPOTOKOJbI 3acenanuit Cosera
KOJUIeKa, Mearoru4eckoro CopeTa, Tapu(pruKamOHHON KOMUCCUU U Jp.

[IpoTokonsl  3acemanuii  CoBera  AUPEKTOpa, NPUEMHOH  KOMHCCHUHU,
['ocynapcTBEHHOW HK3aMEHAIlMOHHOW KOMHCCHUH, CTUNCHIWAIBHON KOMHCCHUU
0QOPMIISIOTCSI PYKOITUCHBIM CIIOCOOOM B CIIEIIMATLHOM KYpHaJe, KOTOPBIN JOHKEeH
OBITH TPOHYMEPOBAH, MPOIIUT U ONeYaTaH.

[TpOoTOKOIBI OCTANIBHBIX KOJIJIETHAIBHBIX OPTaHOB JOMYCTUMO O(QOPMIISATH
MaIIMHOIIMCHBIM CIIOCO00M 1 (POPMUPOBATH B JICIIO.

Oo6pa3zern opopmiaeHus mporokona cM. B Ilpusioxkennu Ne 2.

2.4. Akt

AKT — JOKYMEHT, COCTaBJICHHBIM Ui TOATBEPKIACHUS YCTaHOBJIEHHBIX
(bakToB, COOBITUMN, AEUCTBUI. AKTHI COCTaBIISIOTCS KOJUIETHAIbHO (HE MEHee ABYX
COCTaBUTEJNIEH). Y TBEPXKIAIOTCS aKThl IUPEKTOPOM KOJIIEIKA.

AKT odopmisiercss Ha 0OIIeM OJIaHKE YYpPEXKIEHUS WIM Ha CHEUUaIbHOM
OJlaHKe aKTa ¢ YHU(PHUIIMIPOBAHHBIM TEKCTOM.

HanmenoBanne nokymenta - cioBo A K T - mewataercs mNpoONUCHBIMU
OyKBaMH B pa3psaKy, NOJY>KUPHBIM HIPU(TOM U BEIPABHUBAETCS IO LIEHTPY.

Jlata m HOMEp akTa O(OPMISIOTCS HU(PPOBBHIM WU CIOBECHO-IIU(PPOBHIM
CHOCOOOM.

3aroloBOK JOJDKEH KPaTKO M TOYHO OTPaXkaThb COJAEpKAHHE COOBITUS WU
¢dakra. Touka B KOHIIE 3aroJioBKa HE CTaBUTCS. 3arojoOBOK, COCTOSIIIMA W3 JIBYX U
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OoJee CTpOK, NeyaTaeTcs MOMYKUPHBIM MIPUGTOM dyepe3 1 MeKCTPOUHBIN UHTEpPBAJL.

Tekcr akTta COCTOMT M3 JBYX YacTed: BBOJHOW H  OCHOBHOM
(KoHCTaTUPYIOIIEH).

Bo BBOIHO# 9acTr 0OPMIIIIOTCS CIEIYIONTNE PEKBU3UTHI:

OcHoBaHuEe I COCTABJEHUS JIOKYMEHTA:  PacCHOPSAIUTEIIbHBIN,

HOPMATUBHBIN IOKYMEHT WM YCTHOE YKa3aHHUE.

CocTaB KOMHCCHH: TIpECeaaTeNIb U YICHB KOMHUCCHH (B a(paBUTHOM

MOPSIAKE).

OcHOBHasl 4acTh akTa MPECTaBIsIET COOOM OomMcaHUe MPOBEACHHOW paldOThI,
buKcaro yCTaHOBJICHHBIX ()aKTOB. B OCHOBHOW 4acTH MOTYT COEPKAThCS BHIBOJIBI
U 3aKJII0YEHHE KOMUCCUH, KOHKPETHBIE MTPEAJIOKECHUS.

Crnenyromuii peKBU3UT — KOJHWYECTBO OJK3EMIULIPOB aKTa U aJpecaTsbl
PAaCCBUIKH.

[lognucyu BKIIOYAOT TMpEACEnaTeNss KOMHUCCHUU, €ro JHUYHYK MOJAMUCH,
pactnGpoBKy MOANMUCH (MHULMATIBI U (PamMuIKs), YICHOB KOMHUCCHUHU, UX JUYHYIO
MOJIMKCH, PACIIU(PPOBKU MOANMUCEH (MHUIIMAIIBI U (DaMUIIUS).

Oo6pazen opopmieHus akra cM. B [lpusoxenuu Ne 3.

2.5. Ciyxe0Hble TuchbMa

Ciy>xeOHbIE MUCbMA TOTOBSATCS:

KaK OTBETHI O BHITIOJIHEHUH MOPYYEHUN BBIIIECTOSAIINX OPTaHOB;

KaK MCIIOJHEHUE MOPYUYCHU I BBIIIECTOSIIUX OPraHOB;

KaK COMPOBOJAUTEIbHBIC MUCHMA;

KaK OTBETHI Ha 3alPOCHl Pa3IMUHbIX OpraHU3aIuil U YaCTHBIX JIUIL;

KaK MHHUIIMATUBHbBIC MHChMA.

Cpokr MOATOTOBKM OTBETHBIX IHCEM YCTAHABJIMBAIOTCS PE3OJIOLUEN
JUPEKTOpa Ha OCHOBAHMM HMMEIOLIMXCS CPOKOB MCIIOJIHEHHUS MOPYYEHUM, 3alPOCOB
WJIU IO PEIICHUIO aBTOPa PE3OJIOLHH.

TekcThl OTBETHBIX MHCEM JOJDKHBI TOYHO COOTBETCTBOBATh 3aJaHUSIM,
3a()UKCUPOBAHHBIM B pe30JoNUU JupekTopa. CpoKHM MOATOTOBKHM WHUITMATHUBHBIX
MIACEM OIPEETSIOTCS PYKOBOAUTEISIMU CTPYKTYPHBIX MOJIpa3/IeICHUM.

CnyxeOHble M1MChMa NEYaTAIOTCS HA CTAaHAAPTHBIX OnaHkax ¢popmara A4.

[Ipu odopmienun mnucbMa Ha JABYyX M 0Oojnee CTpaHMIIAX BTOpas u
MOCJIETYIOIIUE CTPAHULIBI HYyMEPYIOTCS.

Tekcr cimyke0HOTO MUChMa, KaK MPaBUJIo, JOJKEH KacaThCsl OJTHOTO BOIPOCA
WM HECKOJIBKMX BOIIPOCOB, €CJIIM OHU B3aMMOCBSI3aHBI U OyAYT paccMaTpUBATHCS B
OJIHOM CTPYKTYPHOM TMOJpAa3AeiCeHMH OpraHu3anuu ajapecara. HaummeHoBaHue
azpecara ¥ MOYTOBBIM aJpec MPOCTABIISIIOTCS B MPABOM BEPXHEW 4aCTHU JOKYMEHTA,
MOMEYCHHOU Ha Onanke yroykamu. Ciy>keOHbIE MHUChbMa aJApecyIOT B OpraHU3AIlNH,
WX CTPYKTYPHBIC TIOPA3ICTICHUS WIIN KOHKPETHOMY JOHKHOCTHOMY JHITy. OOpasiisi
odopmienus aapecara cM. B [lpunoxennu Ne 4.

TekcT nmuchbMa HM3JaraeTcs OT 3-ro Jula €IMHCTBEHHOro 4ucia (Hampumep:
«Komnemx paccMmoTrpen...»), oT 1-ro JMia MHOXKECTBEHHOrO YHCIa (HApUMED:
«IIpocuM mnpenocTaBuTh...»), OT 1-TO JULA €AMHCTBEHHOrO 4Yucia (Hampumep,
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«CunTar He0OOXOIUMBIM. .. ).

TekcT muchbMa, Kak HPaBUIIO, COCTOMT M3 JIByX 4acTed. B mepBor yacTtu
u3jaraeTcsd MNpUYMHA, OCHOBaHHWE WJIM OOOCHOBAaHHWE COCTAaBJICHHUS IHChMA,
MPUBOMSTCA CCHUIKM Ha JOKYMEHTHI, SBJISIONIMECS OCHOBAHUEM MOATOTOBKH
nuchbMa. Bo BTOpoil wacT, HauuHAIOMICCs C ab3ala, MOMEIIAIOTCS BBIBOJBIL,
MPEJI0KEHUSI, IPOCHOBI, PEIICHUS U T.]I.

OTMETKY O HaJIMYMM TPUIOKEHUS, HA3BAHHOTO B TEKCTE MHUCHMA,
0(OPMIISIOT CISAYIOIINM 00pa3oMm:

[Ipunoxenue: Ha 5 1. B 2 9K3.

Ecnu nuceMo nmeeT npuiioKeHue, He Ha3BaHHOE B TEKCTE, TO YKa3bIBAIOT €ro
HAMMEHOBAHUE, YUCIIO JINCTOB M YHUCJIO AK3EMIUISIPOB; MPU HAJIWYUM HECKOJIBKUX
MIPWIOKEHUN UX HYMEPYIOT, HAIIpUMED:

[Tpunoxenue: 1. ITonoxenue o ........... Ha 5 1. B | 3Kk3.

Ecnu npunoxeHnus: cOpOIIOPOBaHBI, TO YUCJIO JTUCTOB HE YKA3bIBAIOT.

Eciu K JOKyMEHTy MpuIarailoT Jpyrol JAOKYMEHT, TakKXKe HWMEIOIINI
MPUIIOKEHHUE, OTMETKY O HAJIMYUH TPUIOKEHUS O(POPMIISIOT CICAYIOITUM 00pa3oMm:

[Tpunoxenue: nuceMo Poccapxupa ot 05.06.2003 N 02-6/172 u npunoxeHue
K HEMY, BCETO Ha 3 JL.

Ecnu npunoxeHne HampaBJSiOT HE BO BCE YKa3aHHbIE B JJOKYMEHTE ajpeca,
TO OTMETKY O €r0 HAUIMYUHU 0QOPMIISIOT CIAETYIOIMNM 00pa3oM:

[Ipunoxenue: Ha 3 JI. B 5 5K3. TOJBKO B NIEPBBIN aJIpec.

JlaToi muchbMa SIBJIsIeTCA JaTa €ro MoANuCcaHus.

Kak npaBuiio, ciayxeOHbIe MHUChMa MOJIMUCHIBAIOTCS JAUPEKTOPOM KOJUIEIKA;
paBO  TOJAMHUCH  CIYXKXEOHBIX MHCEM JAPYTUMH  JOJDKHOCTHBIMH  JIMIIAMH
YCTAHABJIMBACTCS B TMOJOXKEHUSIX O CTPYKTYPHBIX MOJPA3ACICHUSIX U JTOJKHOCTHBIX
HHCTPYKIHUSX.

O6pazen opopmiienust mucbma cm. B Ilpusioskenun Ne 5.

2.6. JloknagHbie U CITy)KEOHBIE 3aITUCKH

JoknanHas 3amucka — JIOKYMEHT, aJpECOBaHHBIA JUPEKTOPY KOJUISIXKa,
coJiep Kallliii OOCTOSATENIbHOE M3JIOKEHUE KaKoro-aubo BOIpoca € BBIBOJAAMHU U
MPEIOKEHUSIMUA COCTABUTES.

CmyxebHasi 3amucka — JOKYMEHT, M0 Ha3HAYCHUIO OJM3KUNA K JIOKJIaJIHOU
3armckKe. Cocrasisiercs 1o BOITpOCaM MaTepUaibHO-TEXHUYECKOTO,
MH(OPMAIMOHHOI0, XO35MCTBEHHOT'O 00ECTIeUeHUS U Jp.

Joknagubie U ciaykeOHbIC 3amUCKH OQOPMIISIIOTCS Ha CTaHAAPTHBIX OJaHKaXxX
yHuGUIUpoBaHHON (Popmbl. Bo3mMoxkHO pykomucHoe Oo(OpMIICHHE TOKJIAJHBIX U
CITy>K€OHBIX 3aITHCOK.

JlaTa — 00s13aTebHBIN PEKBU3HUT JOKJIAJHON U CITyKeOHOM 3anucku. JlaTon ais
ATUX JOKYMEHTOB SIBJISIETCS ]JaTa COCTABJICHUS U TIOJIMKUCAHUSI COCTABUTEIIEM.

TpeOoBaHus, mpeabIBIsEMbIE K TEKCTaM JIOKJIAIHBIX U CIIY>KEOHBIX 3aIlHCOK,
aHAJIOTUYHBI TPEOOBAHUSM K CITYKEOHBIM MHUCHMaM.

Jloknagubie U CIy>KEOHbBIE 3alMCKU HUCIOJB3YIOTCS TOJBKO KAaK BHYTPEHHSS

.
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NepenucKa NCKIIOUUTENEHO BHYTPU YUPEKACHUS.
O6pazern ohopmIleHUs TOKIATHON U CiIy»)eOHo 3anucku cM. B [Ipuioxennu
Ne 6.
2.77. 3asBneHue
3asBI€HHE — JOKYMEHT, COCTaBIIIEMbIii pPAaOOTHUKAMH YUYPESKICHHUS U
HAMPaBIIIEMbI PYKOBOIUTEIIO YUPEHKICHUSI.
3asBIICHUSI COCTABIISIIOTCS] pA0OTHUKAMH TI0 BOIIPOCAaM TPYJOBBIX OTHOIICHUH,
HampuMep, 3asBJICHHE O MpuUeMe Ha paboTy, O mepeBoje, 00 YBOJBHEHHUU, OO
OKa3aHUU MaTepUATbHON TTOMOIIHU U T.II.
3asiBieHre 0POPMIIIETCS PYKOIMCHBIM CITIOCOOOM.
3asBneHue odopmisieTcsl Ha CTaHAAPTHOM JuMcTe Oymaru, o0si3aTeIbHBIMU
PEKBU3UTAMM 3asIBIICHUSI SBJSIIOTCS: ajpecar, OOO3HAUE€HHWE aBTOpa 3asiBJICHMS
(pamunmsi, UMs, OTYECTBO, JOJDKHOCTh WJIM MECTO >KUTEIhCTBA), HAa3BaHUE BHJIA
JIOKyMEHTa, J1aTa, TOJIIHUCh.
3asBIIEHUE aJpecyeTcsi Ha HMs JUpeKTopa Kosuemxka. Eciu 3asaBieHue
NOJIAeTCs JIMLIOM, HE SIBISIOLIUMCS PaOOTHUKOM YUPEKACHUS, YKa3bIBae€TCs aJpec
JHIIA.
TekcT 3adBi€HUS COCTOMT U3 JIBYX 4YacTed (0OOCHOBaHME W Mpochda) WU
OJIHOM yacTtu (Ipockda: npouty nepegecmu, NPoOuLy y8oaUms U Jip.).
3asiBICEHHE MOXET HMETh TPUJIOKEHHUS — JOKYMEHTBI, IMOATBEPKIAIOIINE
000CHOBAHHOCTh MPOCHOBI (HANpUMEP, K 3agABJICHUIO O MPEIOCTABICHUH Y4E€OHOIO
OTITyCKa JIOJKHA MPUIIAraThCs CIpaBKa U3 yueOHOTO 3aBE/ICHHUS ).
3asiBIeHHE TIOJITUCHIBAETCSA COCTABUTEIIEM.
O6pazen opopmienus 3asBieHus cM. B Ilpunoxenun Ne 7.
3. [IpaBuia opopmiieHUsA TOKYMEHTOB
3.1. brnaHKu JOKyMEHTOB
JIoKyMeHTBl ~ KOJUIeIKa JOJKHBI OodopMisIThcs Ha ONaHKaX W UMETh
YCTaHOBJIEHHBIN KOMIUIEKC 00s13aTeNIbHBIX PEKBU3UTOB M MOPAIOK UX PACHOJIOKEHUS
B cootBeTcTBUU ¢ ['OCT P 6.30-2003 "YHuduimpoBaHHbie CUCTEMbI JOKYMEHTAIIHH.
YHaudummpoBanHas crUcTeMa OpPraHU3aIMOHHO-PACIIOPAIUTEIHHON JOKYMEHTAINH.
TpeOGoBanus K 0(pOPMIEHUIO JOKYMEHTOB" .
Kaxnplii nuct gokymeHTa, opOpMJIEHHBIM Kak Ha OjaHke, Tak W 0e3 Hero,
JIOJKEH UMETh TI0JIsl HE MEHee:
20 MM - JIeBoOE;
20 MM - IpaBoe;
20 MM - BEpXHEE;
20 MM - HUKHEE.
B kosiemke ycTaHOBIEHBI ClIEAYIONIME BUAbI OJJAHKOB JOKYMEHTOB!
- 001U OJIaHK;
- OJIaHK TTHCHMa;
- ONaHK KOHKpPETHOrO BHUJAA JOKYMEHTA: MpUKa3, PaclopssKEeHUe, CiiykeOHas
3aIKCKa, TOKJIAHAs 3aMiCKa.
[Ipy wW3roToBNEHNM TOKYMEHTOB HAa JBYX M 0oJiee CTpaHUIAX BTOPYIO H
8
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MOCJIEYIONIME CTpaHUIbl HyMepyroT. HoMepa cTpaHuUI MPOCTABISIIOT MOCEPEIUHE
BEPXHETO0 MOJIs JIUCTA.

brnaHku JOKYMEHTOB JOJKHBI MCIOJIB30BATHCS CTPOrO MO Ha3HAYEHUIO U 0e3
COOTBETCTBYIOILIETO Pa3pelIeHUs] HE MOTYT MEpPeNaBaThCsl APYTUM OpPraHU3alHsIM U
JULAM.

3.2. YTBep)KaeHne TOKYMEHTOB

JIOKyMEHT yTBEpXKAAeTCs AUPEKTOpPOM Koyuemka. Ilpum yTBepkIeHuH
JOKyMEHTa JUPEKTOPOM Tpud YTBEpPKACHHUS JOKYMEHTa COCTOMT U3 CIIOBa
YTBEPXKXJIAIO (6e3 kaBblueK), HAUMEHOBAaHMS JOJDKHOCTH, €ro MOIIHUCH,
WHULAAJIOB, (paMUINKU U AaThl YTBEPKICHUS, HAIPUMED:

YTBEPXJIAIO

JupekTop OT'AIIOY
«HOBOOCKOIBCKUMN KOJICIHKY
JImunasg noanucek C.B. Ocumnon
Jlarta

Honyckaerca B pekBuszute "['pud yTBepkaeHHs NOKyMEHTA" LIEHTPUPOBATH
AIEMEHTBI OTHOCUTEIBHO CAMOM JJIMHHOM CTPOKH.

[Ipn yTBepkKAEHHH JOKYMEHTA IIOCTAHOBJIECHHEM, PEIICHHEM, IPUKA30M,
NpOTOKOJIOM  Tpud  yTrBepxkaeHuss coctouT u3 cinoBa Y TBEPXJ/EH
(YTBEPXKXAEHA, VYTBEPXJEHBI wm VYTBEPXJ/EHO), naumeHoBaHus
YTBEPKIAIOLIETO JOKYMEHTa B TBOPUTEIBHOM NAJEkKe, €ro JaaThl, HOMeEpA.
Hanpuwmep:

YTBEPX/EH
pemenrem CoBeTa KoJuleaxKa
ot 00.00.2013 N 00

I'pud yTBepkaeHUs HOKYMEHTAa pacnojiaraloT B IMPaBOM BEpPXHEM Iy
JOKYMEHTA.

[lepeueHb AOKYMEHTOB, MOMJIEKAIUX yTBEpKACHUIO cM. B Ilpuioxkenun Ne
8.

3.3. CornacoBaHue TOKyMEHTa

CornacoBanue J0KyMeHTa o(opmiisieTcssi BU30M Ha JOKyMEHTE WiIu Trpudom
COIJIaCOBAaHMUS.

BuszupoBanue npoekra JOKYMEHTa MPOBOJUTCS MPHU HEOOXOJUMOCTU OLICHKHU
O00OOCHOBAaHHOCTH JOKYMEHTa, COOTBETCTBHSI €ro IPaBOBbIM aKTaM M paHee
IPUHATHIM PELICHUSM.

IIpeacraBnsiemple Ha NOANKUCH JOKYMEHTBHI BU3UPYIOTCS MCHOJHUTEIEM (OTB.
UCIIOJIHUTENIEM) W PYKOBOJAMTENIEM MOAPA3LAEICHUS, TJ€ TOTOBWICA MPOEKT
JOKYMEHTA.

Buspl BkIIO4arOT B ce0s JUYHYIO MOANHCH M JOJKHOCTh BU3HUPYIOIIETO
JIOKYMEHT, paclin(poBKY NOAMKUCH (MHULMAIBL, (haMUIIKS) U ATy .
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Busa npocTaBisieTcss B HUKHEH 4acTu 00OOPOTHOW CTOPOHBI MOCJIEAHETO JTUCTa
MOJIMHHUKA PacHOpSIUTEIHLHOTO MPaBOBOTO aKTa, €CIM MHOE HE MPEIyCMOTPEHO
JPYTUMU IIPABOBBIMH AKTaAMHU.

3ameuanusi, OCOObIE MHEHHS W JIONOJHEHHUS K TMPOCKTYy JOKYMEHTa
o OPMIISIOTCSI HA OTACITBHOM JIHCTE.

3amedanust TOKIAABIBAIOTCS PYKOBOIUTENIO, TIOAIMMUCHIBAIOIIEMY JOKYMEHT.

BremHee coriacoBaHme — JTIOKyMEHTa C  OpraHaMd  YIOpaBJICHUS U
OpraHW3alisIMH, HWHTEPEChl KOTOPHIX B HEM 3aTparuBaloTcs, OQGOpMIIIeTCS
cooTBeTcTBytOmuUM Tpudom. ['pud cormacoBanusi BKIOYaET B CeOS  CIOBO
COI'JTACOBAHO, HanmeHOBaHME JOJKHOCTH JIUIA, C KOTOPHIM COTJIACOBBIBACTCS
JOKYMEHT (BKJIIOUYasi HAMMEHOBAHHUE OPTraHU3aliu), THYHYIO MOJIUChH, paciiuPpOBKY
MOJANMKUCH W JaTy COIJIACOBAaHHUSA;, WJIM Ha3BaHUE JIOKYMEHTA, MOJTBEPKIAIOLIETO
CorJlacoBaHME, €To JIaTy U UHJIEKC.

Hanpumep:

COTI'JIACOBAHO

HauvanbHuk JlenmaprameHTa BHyTpEHHEN U

KaJIpOBOM MOJTUTHKU 00JIaCTH

(inuHas moANKch)  (MHULMAIBI, (DAMUITHS)

00.00.2013
COI'JTACOBAHO
[Tucemo ot 00.00.2013 Ne 00-00/00-K

4. Opranu3anusi J0KyMeHTO000pOTAa U UCTIOJTHEHUS IOKYMEHTOB
4.1. Buasl TOKyMEHTOIIOTOKOB

Bxopasamye — TOKyMEHTBI, TOCTYIAIOIIME U3 APYTUX OpraHu3aluii: HarmpuMmep,
JOKYMEHTBI  BBIIIECTOSALIMX OPraHoB YIpaBieHUsS (IIOCTAHOBJICHMSI, pELICHMUS,
npuKasbl, 0OUCbMa W  T.JA.), JOKYMEHTbl  0Opa3oBaTelbHBIX, JIEYE€OHO-
NpOPUIAKTUYECKUX M JAPYTHX YUpeXKACHU (mUchbMa, akThl, 3ampockl U T.1.),
MPEIOKEHMS, 3asIBJICHUA U KaJl00bl TpaXk/iaH U Jp.

Hcxondmuye — TOKYMEHThI, OTIPABIsIEMbIe B IPYrue OpraHU3alii, KOTOpPbIE
HecyT MH(popMaluio, BEIpa0OTaHHYIO B PE3yJbTaTe ACSTEIBHOCTU KOJUIEIKA, IS ee
nepefayd  BBIIIECTOSIIMM  OpraHu3anusiM,  00pa3oBaTeNbHbIM,  JIe4eOHO-
NpOPUIAKTHYECKUM W JPYTUM YUYPEXKACHHUSIM, OTIACIbHBIM TrpaxaaHaMm (IHCbMa,
3aKJIFOYEHUS], CIIPABKHU, OTYETHI U T.1.).

BHyTpeHHUE — JOKYMEHTHI, CO3/1aBAEMbIE B KOJUIEIKE U HE BBIXOJIAILIHUE 3a €r0
npenenbl, HapUMep: aKThl, JOKJIagHble U OOBSCHUTENbHBIE 3alUCKU, CIy>KEOHBIC
3aMMCKH, IPUKA3bl, PACIIOPSHKEHUS U T.1I.

4.2. OcHOBHBIE 3TaNbl JOKYMEHTO000pOTa
4.2.1. [lpuem u nepBudHast 00padOTKa BXOASIINUX JOKYMEHTOB
JIOKyMEHTBI, MOCTyNAaloUMe B KOJUIEIK Ha OYMa)KHBIX HOCHUTEINAX, MPOXOAST
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NEePBUYHYIO  00pabOTKy, TMpeABapUTEIbHOE  PAacCCMOTPEHHE,
paccMOTpPEHHE PYKOBOJICTBOM U IOCTABJISIOTCS UCITOTHUTENSIM.

Bxopsmue n0KyMEHTBI MOTYT OBITH TOJIYYEHBI IO IOYTE, JOCTABIJICHBI
KyphepoM, TEPEeNaHbl MO JJICKTPOHHOW moute, dakcy u T.a. [lpuem BXomsmmx
JIOKYMEHTOB OCYIIECTBIISIETCSI CEKPETApPEM JUPEKTOPA, MPHU 3TOM IPOBEPSIETCA
MPaBUJIBHOCTh €€ JIOCTaBKH, IEIbHOCTh YNAKOBKW,  HAJM4YUME BCEX CTPaHUIL
JOKYMEHTAa W TPWIOKEHHH. BcCsS KOppEeCHOHIACHIMS BCKPBIBACTCS, KpOME
KOPPECHOHAEHIINU C TIOMETKOU «JIMYHO», KOTOpasi BPy4aeTcs aJpecary.

[ToctynuBmiKe TenerpaMmbl MPUHUMAIOTCS MOJ PACIUCKY C MPOCTABIECHUEM
JIaTbl U BPEMEHU ITpUEMA.

Tekct moOCTynUBIIEH
peructpanuu teaehoHOrpamMm.

[Toctynaromme oOpuUruHaidbl JOKYMEHTOB C JJIEKTPOHHOM KONMEW JOJKHBI
MMETh CONPOBOAUTEIIBHOE MUCHMO. TEKCT KOIMM HAa MATHUTHOM HOCHUTEJNE JOJIKEH
COOTBETCTBOBATh TEKCTY OpUTI'MHAJIA

4.2.2. [lpeaBaputesbHOE PACCMOTPEHHUE U PACTIPEICIICHHE TOKYMEHTOB

B mpomecce mnpenBapuUTENBHOTO PACCMOTPEHHUS CEKPETAPh IMPOU3BOAMT

TPYNIIAPOBKY JOKYMEHTOB IO TPEM IPYIITIAM:

perucTpaluio,

TeneoHorpaMmbl  3amucbiBaerca B« Kypnaie

1 2 3
JIOKYMEHTEL, JIOKYMEHTEL, He | JIOKyMEHTBI, pelieHue
HOJIJIEXKAIIHE TpeOYIOIINe PErUCTPAIlU: | KOTOPBIX HE BXOJUT B
PETUCTPALIUY. JUISI HUX cpa3y | KOMOETEHIIHIO

pa3pabaTbIBaeTCs KOJUJIE/KA; OHU
MapIIpyT. (ITepeuens | BO3BpalatoTCs
JIOKYMEHTOB, HE | OTIPABUTEIIO WIH
MOJIIEKALIUX nepenarTcs 1o
perucrpanuu CM. B | HA3HAYCHMUIO.
Ipuaoxennu Ne 9)
4.2.3. Peructpanus BXOIAIMX JOKYMEHTOB
Peructpamusi  JOKyMEHTOB  OCYMIECTBISIETCSI B JIGHb  IOCTYIUICHHS,

LEHTPAIU30BAaHHO CEKPETAPEM U COCTOUT U3 JBYX ATAIlOB:
1. IIpocraBneHne OTMETKHM Ha JOKYMEHTE: B IpPaBOM HIKHEM YTy JIMIEBOU
CTOPOHBI TOKYMEHTA MPOCTABJIETCS IUTAMII C YKa3aHUEM JAThl MOCTYILJICHUS
JOKYMEHTA U €r0 MOPSIKOBOro (BXOIALIEr0) HOMEPA C Havaja TEKYIIEro roja.
Ecnu Kk mnocTynuBIIEMY JOKYMEHTY HUMEETCS MPUIOKEHUE, TO PSAOM C

BXOJISIIIIM HOMEPOM JIETAETCSl OTMETKA, HAIPUMED: «+ MPUIOKEHUE Ha 2 J1.»
2. 3amoJIHEHUE PpEerucTpaloHHON (opmbl:  BHeceHHe HaHHBIX B «KypHan
peructpaiu  Bxojsmier koppecrnonaeHimm»  (Ilpunoxkenme Ne 10).

Peructpanus 10KkyMeHTa MPOU3BOAUTCS OJTHOKPATHO.
4.2.4. NudopmanmoHHo-cripaBo4Hasi paboTa

[Tocne peructpanuu Bce BXOASIINE JOKYMEHTHI MEPEIAIOTC Ha pACCMOTPEHHE
nupekTopy. IIpy HEoOX0IMMOCTH JETalbHOTO PACCMOTPEHHUS BOIPOCA CEKpeTapb
11
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IIPOBOJUT IOATOTOBKY JONOJIHUTEIBHBIX CIIPAaBOYHBIX MaTepHUaloB. Ecin Moimy4eHo
IIUCBMO-OTBET, OHO IIEPENAcTCs Ha PAaCCMOTPEHHUE JHUPEKTOPY BMECTE C
VHULMATUBHBIM [THCBMOM.

4.2.5. HanpaBneHue Ha UCTIOTTHEHUE

B pesynbrare paccMOTpeHHs] TOKYMEHTA JUPEKTOPOM HA HEM IIPOCTABIISIETCS
PE30JI0LMS, CoJepKaHue KOTOPOM (UCTOMHUTEINb, CYTh pabOThI, CPOK HCIIOJHEHUS)
3aHocuTca B <«OKypHan peructpanuu BXOASIIEH KoppecnoHaeHuun» (rpaga 5
Ipuno:xenne Ne 10).

CpouHbI€ TOKYMEHTHI NEepeAatoTcs Ha MCIOJHEHUE HeMmemeHHo. OcraiabHble
JOKYMEHTBI ~ CEKpeTapb  IOMEIIAeT B MAalKW OTBETCTBEHHBIX WCIIOJHUTEIECH.
PykoBoguTenn CTPYyKTYypHBIX THOJIPa3JelNeHU W JApPYTHE JOJDKHOCTHBIE JIMIA
OPOCMATPUBAIOT M 3a0MPalOT JIOKYMEHTHl U3 MEPCOHU(PUIMPOBAHHBIX MAIOK,
HaxXOJAIIUXCs B IPUEMHON TUPEKTOPA , HE PEXKE ABYX pa3 B JCHb.

ITogMMHHUK TOKYMEHTA, KOTOPBIA UCIIOIHACTCS HECKOJIBKUMU CTPYKTYPHBIMHU
NOAPA3ACICHUAMM,  IIOJy4aeT  OTBETCTBEHHBIM  HCIIOJIHUTENb,  OCTAJIbHBIM
VICIIOJIHUTEIISAM IIEPENAIOTCS KOIMH.

JIOKYMEHT, HaxXOISIIMICA Ha HCIOJHECHWHM, XPAHUTCA Yy HCIIOJIHUTENS B
MOPSAKE, UCKIIOYAOIIEM €r0 yTpaTy. B ciydae morepn AOKyMEHTa HCIOJHUTEND
HEMEJUICHHO H3BEUIaeT 00 3TOM pPYKOBOAMUTENS CTPYKTYPHOIO MOAPA3ACIICHUS,
KOTOPBIM PUHUMAET MEPBI IO BOCCTAHOBJIEHUIO YTPAYEHHOTO IOKYMEHTA.

4.2.6. KoHTpOJb NCTIOTHEHHSI TOKYMEHTA

CraBuTh TOKYMEHTBI HA KOHTPOJIb UMEET MPABO AUPEKTOP KOJUIECIKA.

KoHTponp McCnonHEeHHsT NOKYMEHTOB IO CYLIECTBY BONIPOCA OCYLIECTBIISIOT
PYKOBOIUTEIN CTPYKTYPHBIX ITOAPA3AECIICHUN.

Ocy1ecTBIIEHHE KOHTPOJISI 32 CPOKAMH HMCIOJHEHUS JOKYMEHTA BO3JIAracTcs
Ha CEeKpeTaps IUPEKTOpA.

KOHTpOJIb NCITOIHEHNS TOKYMEHTA COCTOUT U3 4 3TAIoB:

1. Ha mokyMmeHT, B34ThIii Ha KOHTPOJIb, B TIPABOM BEPXHEM YTy cTaBUTCS «K».
[{enp — HaTOMUHAHKWE HCIIOJIHUTEIO O TOM, YTO JOKYMEHT KOHTPOJMPYETCH.
Best ungopmanyst 0 TakoM TOKyMeHTe 3aHOCUTC B « KOHTpOJIbHBIN KypHA»
(IMpunoxkenune Ne 11).

Ilpumeuanue: B mex cnyyasx, ko20a no020mMo6Ka OOKYMEHMA Nopy4aemcs

HEeCKONbKUM

UCNOTIHUMENAM, OMBEMCMBEHHbIU 3d UCNOTHEHUE YKA3bI8AeMCs UHOUBUOYATLHO UIU
MAaKoBbIM AGNAEMCs Nepevlil UCNOJHUMENb, HA36AHHbIU 6 pe3onoyuu. Buza unu
3ameuanue COUCNOTHUMENEU OdAImcs 6 meueHue O08yxX paboyux OHell nocie
NONYYEHUsL NOO20MOBNEHHO20 NPOEKMAa OOKYMEHMA Om OCHOBHO20 UCNOIHUMEN
(nep6ozo 6 cnucke, YKa3aHHO20  Pe30aI0YULL).

2. TlpoBepka xoma ucmodHEHUS W BHeceHHWE B «KOHTPOJBHBIA KypHa» BCEX
CYIIECTBEHHBIX ~MOMEHTOB XOJa MCIIOJIHEHUs JOKYMEHTa: Iiepenada
JOKYMEHTa U3 OJHOIO CTPYKTYpPHOIO IIOApa3leleHHuss B JpPyroe, OT
VCIIOJHUTENSA K WUCIHOJIHUTENI0, U3MEHEHUE CPOKOB MCIOJHEHMS. J[OKyMEHT
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0 JOKYMEHTAIlHOHHOM 00eCIe4eHNH yIpaBieHus (O AeI0NPONU3BOICTBE)
OTI'AIIOY «HOBOOCKOJIBLCKUI KOJIIEIK)

CUMTAETCS] WCIOJIHEHHBIM, KOTJa pEHIeHbl IMOCTaBJICHHBIE B HEM BOIPOCHI

W/WTU KOPPECTIOHACHTY JaH OTBET I10 CYIIECTBY.

Ilpumeuanue: s UCNOTHEeHUS O00KyMenma YCMaHasIuearomcs

munosvie U

UHOUBUOYATbHBLE CPOKU. MHOUBUOYATIbHBIU CPOK MOdcem Obimb onpedeneH 8 meKkcme
OOKYMEeHmMA Ul YCMAaHo81eH OUPEKMOPOM Ko1e0xca (0151 (PUIUATIO8 — HAYATbHUKOM
(3asedyrowum)).

IIpu onpedenenuu cpoxa UCHOTHEHUS HEOOXOOUMO YUUMBIBAMb CILOHNCHOCHDb
BONPOCOB, COOEPAHCAUUXCS 8 OOKYMEHME.

Ecnu 6 doxkymenme unu pe3ontoyuu CpoK UCHOTHEHUs. He YKA3AH, OOKYMeHMm
00./194ceH Oblmb UCNONIHEH 8 MECSUHbBIU CPOK.

Ecnu 6 0okymenme unu pesonioyuu cmoum ommemrka «CPOYHO», OOKYMeHmM O0JIHCEH
ObIMb UCNONHEH 8 MeyeHue 3 OHell.

Ecnu 6 ookymenme unu pe3onioyuu cmoum ommemra «ONepamueHoy, 0OKyMeHm

ooJicer bvimb ucnoanen 6 meyerue 10 oueil.

3. Cusatue nokymeHTa ¢ KOHTpoJisi. Korja JOKYMEHT HUCIOJIHEH, CEKpeTapeMm
MIPOCTABIIICTCS OTMETKAa 00 WCIOJHEHWH AOKYMEHTA W HAlpaBJIICHHH €ro B
JeNo.

4. O6o01EeHne JaHHBIX O COCTOSIHUM KOHTPOJISL HCIIOJIHEHUS JOKYMEHTOB
MIPOBOJIUTCS CEKpeTapeM IyTeM COCTABJICHHS CBOJIKH (HAa TIEPBOE YHUCIIO
KKJIOTO MecAIla), B KOTOPOH YyKa3bIBaeTCs, KaKOe KOJUYECTBO JOKYMCHTOB
OBIJIO B3ATO HA KOHTPOJb, CKOJBKO HE BBITIOJIHEHO B CPOK M IO KaKUM
IPUYHHAM.

4.2.7. VicnonHeHue JOKyMEHTOB

Hcnonnenne noKyMeHTa MpeaycMaTpuBaeT: cOop u 00pabOTKy HEOOXOIUMOM
uH(poOpMaIKU, MOJATOTOBKY IMPOEKTa JIOKYMEHTa, €ro oQopMIICHHUE, COTIACOBAHUE,
MpeAcTaBleHUe Ha mojnucanue (YyTBEpXKICHUE) ITUPEKTOPOM KOJUIeIkKa  WIH
PYKOBOJIUTENSIMA ~ CTPYKTYPHBIX — TOJApA3ICNEHUN, TMOATOTOBKY K TEPEChUIKE
ajpecary.

Hcnomuutens  ompenensieT  HEOOXOIUMOE  KOJUYECTBO  IK3EMILISPOB
TOKyMEHTa, MepeaacT JOKYMEHT Ha THpakupoBaHue. Ha TOKyMEHT, paccChlIacMBbIi
Oosee 4yem B UeThIpE aJipeca, UCIIOTHUTENb TOTOBUT YKa3aTelb Ha PACCHIIKY.

[Ipu omepaTWBHOM pENICHUH BOMPOCOB O3 COCTABICHUS IOMOJTHUTEIHHBIX
JTIOKYMEHTOB HCIOJIHUTEIb JCaeT OTMETKH Ha JOKYMEHTE: O JaTe IMOCTYIUICHHS
(ecnmu 0oOpa3zoBajCcs MHTEPBAI BPEMEHU MEXK]Y IOCTYIUICHUEM JOKYMEHTa M €ro
JIOCTaBKOH HCTIOJHUTENI0), O JaTaX IPOMEKYTOUYHOTO MCIOJHEHHUS (3armpoc
CBeJIeHUH, Tele(h)OHHBIE TTEPErOBOPHI U T.11.), O JIaTe€ U pe3yJbTaTaXx OKOHYATEIHHOTO
VCITOJTHCHHUSI.

Bce orMeTku pa3meniaroTcst Ha CBOOOIHBIX OT TEKCTa MECTax.

[Ipn HanM4MKM OTBETCTBEHHOTO HCIOJHUTENS BCE OCTAIbHBIC HCIOJHUTEITU
OTBETCTBEHHBI 3a CBOEBPEMEHHBI W KA4eCTBEHHBIN aHanu3 wuHOOpMaIuu u
MPEICTABIICHUE OTBETCTBEHHOMY WCIIOJHUTENIO B YCTAaHOBJICHHBIE UM CPOKH
HEO0OXOMMBIX MAaTEPUATIOB (IPOEKTOB JOKYMEHTOB, CIIPABOK, CBEJICHUN U T.1.).
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OTBETCTBEHHBI HCIIOJIHUTENb HECET NEePCOHATBHYI0 OTBETCTBEHHOCTh 3a
MOJIHOTY W JOCTOBEPHOCTh HMH(pOPMALIMM, HCIOJIb30BAHHOM TMpPH MOATOTOBKE
JIOKyMEHTa

HcnonHeHHblli JOKYMEHT TNI€pelaeTcss Ha NOANUCH JAUPEKTOPY yepes
ceKpeTapsi, KOTOPBIM BIPaBe BEPHYTHh JOKYMEHT HCIIOJHUTEIO Ha JOPaOOTKY, €CIIn
oH odopmiieH ¢ otkioHeHusmu OT TpeboBanus ['OCT P 6.30-2003. Ecimu npwm
MOANMCAHUK JTIOKYMEHTa IUPEKTOpY TpeOyeTcs aaTh MOSCHEHHS IO CYIIECTBY
MOATOTOBJIEHHOTO JOKYMEHTa, TO TaKOW JOKYMEHT Ha MOAMUCH IPEACTaBIsSETCS
JIUYHO UCIIOJIHUTEJIEM.

BHecenue B TNOMIMHHUK JOKYMEHTA IOCJE €ro MOJNUCAHUS KaKUX-JIHOO
N00aBJICHUN WM U3MEHEHUN MOXKET MPOU3BOJIUTHCS TOJIBKO JIUIIOM, MOJIHCABIINM
€ro, C NOCIEAYIOIIEH IepereyaTKom.

Wcxonsmuii TOKyMEHT JIOJDKEH OTBEYaTh CJIEIYIONUM TPEOOBAHUSIM

1. ConepxaHue TOKYMEHTA JJOJKHO OBITh SICHBIM, KPATKUM U 0OOCHOBaHHBIM.

2. HaumeHoBaHue ajjpecara U MOYTOBBIA aJpec MPOCTABJISIOT B MPAaBOM BEpXHEH
4acTH JIOKYMEHTa, TIOMEUYEHHON Ha OJlaHKe yrojgkamu. JJoKyMeHT aapecyioT B
OpraHu3allMi0, €€ CTPYKTYpPHbIE TMOJpa3/e/ieHus] WM  KOHKPETHOMY
nojukHocTHOMY Jinty. (ITpuitoskenne Ne 4),

3. Jlata MOKyMEHTa W PETHCTPAMOHHBIM HOMEP JIOKYMEHTa IMPOCTABIIIOTCS B
neBoil BepxHed wyactu. [lpum cocraBieHMH NHUChMa-OTBETa 00S3aTEIBHO
3anoJiHseTcs: peKkBU3UT «(CchUIKa Ha PErUCTPAllMOHHBIA HOMEp U JaTy
JOKYMEHTa» C YKa3aHUEM JaThl U HOMEpPa MHUIIMATUBHOTO MUCHMA.

4. B neBOM HUXHEM YIJIy MOCJIE TMOAMUCH JUPEKTOpPa YKa3bIBAIOTCS WHUIIMAIIBI,
dbamunus u HoMep TenedoHa UCTIOIHUTENS ((O0IHCHOCHb U CNOBO «Mell.» He
nUUemcs,).

5. Ha noxymeHThI, TpeOyromue yIOCTOBEPEHUE TMOIIMUCH TUPEKTOPA, CTABUTCS
repOoBasi neuyath. [lepedeHb JOKYMEHTOB, Ha KOTOPBIE CTaBUTCS TrepOoBas
neyath (Kpyriias nedath) cM. B [Ipuiioxkennn Ne 12).

ITocne mnonmucaHusi WM  YTBEPKIACHUS JOKYMEHT PETHCTPHUpPYETCA
cekperapeM B  «KypHane  peructpauud  HUCXOASIIEH  KOPPECHOHICHIIUNY
(IMpunoxkenne Ne 13). Mcxonmsmuii HOMEp COCTOMT W3 HHJEKCA IOJpa3iciiCHus,
HOMEpaA Jieja MO0 HOMEHKJAType, B KOTOpoe OyIeT MOAIIMTA KOMUS HCXOISILIEro
JIOKYMEHTa, W TOPSIAKOBOTO (MCXoAsIiero) Homepa. Ha komuu OTIHpaBIEHHOTO
JIOKYMEHTA B JIEBOM HIKHEM YIUIy MPOCTABIISETCS OTMETKA, KOTJla U KeM OTIpaBjIeH
JIOKYMEHT, CII0CO0 Tepeaayn.

4.2.8. OTnpaBka JOKYMEHTOB aJipecaTtam
3aperucTpUupoOBaHHBIA JOKYMEHT JOJKEH OTHPABISATHCS HE MO3JHEE IMEPBOM
MOJIOBUHBI JIHSI, CJIEIYIOIIETO 32 IHEM MOIMUCAHUS.

Konust ornpaBieHHOro AOKyMEHTa B J€Hb OTHPABKH IMOJIIMBAECTCS B AEJO C
yKa3aHUEM Ha Croco0 OTMPaBKU W (paMUIUHU JOJKHOCTHOTO JIMIIA, OTIPABUBIIETO
JIOKYMEHT.

Ecnu oTnpaBiieHHBINA IOKYMEHT SIBJISIETCS OTBETOM, HA BXOSLIEM JTOKYMEHTE
JOJKHA OBITh MPOCTaBJIEHa OTMETKA 00 UCTIOJIHCHUU:
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«B nemno Ne OTnpaBiaeHO NUCHMO OT No
[Toanuch UCTIOTHUTEINS, 1ATa.
4.3. OO0paboTka BHYTPEHHHX JOKYMEHTOB

4.3.1. Tlopsaok IPOXOXKACHNUS BHYTPEHHUX TOKYMEHTOB

[IpoxoxeHHe BHYTPEHHHX JIOKYMEHTOB Ha »3Tamax MX IOATOTOBKH U
oopMmIIeHUsI COOTBETCTBYET MPOXOKACHHUIO OTIPABISIEMBIX TOKYMEHTOB, a Ha ATare
VCITOJIHEHHSI - TOCTYTAOIINX JOKYMEHTOB.

[Tpo€eKThI pacopsIUTENBHBIX JOKYMEHTOB MOCIIE MOATOTOBKY U COTJIACOBAHUS
C 3aMHTEPECOBAHHBIMU MOAPA3ACICHUSIMU U JIOJKHOCTHBIMH JIMIIAMHU MEPEIAI0TCS
CHELUAINCTY MO KaJpaM, KOTOPbIA OCYIIECTBIIIET KOHTPOJb 33 MPAaBHJIBHOCTBIO UX
o opMIICHHUS.

OdopMieHHbIE TOKYMEHTBI IEPEIAIOTCS HA MOANHUCH JTUPEKTOPY.

Komnu noAnucaHHbIX JOUPEKTOPOM  PACHOPSIIUTENBHBIX JOKYMEHTOB B
00513aTE€IbHOM TOPSIIKE PACCBUIAIOTCS B CTPYKTYPHBIE IMOJAPA3/CIICHUs, B BEICHUU
KOTOPBIX HAXOJSTCS paCCMaTpUBAEMbIE BOIIPOCHI.

4.3.2. [lopsimok 00pabOTKK MPUKA30B U PACTIOPSKEHUM

[locne moamucaHust  AMPEKTOPOM  BCE€  NPHUKA3bl  IEHTPAIM30BAHHO
PETHCTPUPYIOTCS ceKpeTapeM B «XKypHane peructpaiuu Npuka3zoB», paclopsKeHUs
— B «XypHane peructpanuu pacropsbkeHuin» (oopasen cM. B Ipuioxenun Ne 14).
JlaToii nmpukaza (pacnopsbkeHHsl) sIBIsieTCs Jata ero nojanucanud. [lpu peructpanmu
IIPUKa3bl HyMEPYIOTCS MOPSAKOBBIMU HOMEPAMHU:

-MPUKa3bl M0 TEKYLIEH AEATENbHOCTH HAaYMHATh HyMEPALMIO C Hayaya rojia, TOJIbKO
MOPSIIKOBBIM HOMEPOM;

- IIPUKa3bl 10 JIMYHOMY COCTaBy MOAPA3ACIIAIOTCS HA IIPUKA3bl: YBOJbHEHHE, IPUEM,
NEePEeBOJ], OTIYCK HOMEPYIOTCA C Havaja rojia MOpsiIKOBBIM HOMEPOM U OYKBEHHBIM
WHIEKCOM (Hampumep, MpUKa3bl MO yBOJbHEHHIO Ne |-y, mpHKasbl 10 IpUEMY H
nepeBoy Ne 1-mm, mpukassl Ha oTiyck Ne 1-110);

- MpUKa3bl MO TEKYLIEH AESATENBHOCTH CTYIEHTOB HOMEPYIOTCS C Hadajla rojaa
MOPSIIKOBBIM HOMEPOM U OYKBEHHBIM UHJEKCOM K (Hampumep, Ne 1-k);

- MpUKa3bl MO AIMUHUCTPATUBHO-XO3SIMICTBEHHOW JEATEIbHOCTH HOMEPYIOTCS C
HayaJia rojia mopsIKOBBIM HOMEpPOM M OyKBEHHBIM UHJEKCOM X (Hampumep, Ne 1-x).

[Iprka3sl XpaHATCSA y CIEHMAIMCTA IO KaJapaM, KOTOPBIM IOCIE 3aBEPLICHUS
roga ¢opMHpyeT MX B JeJa M XpaHUT B apxuBe Kosuiemxka. Komumu mnpukasos
(pactiopspKeHHMi) WM HMX PacTUPAKUPOBAHHBIE DK3EMIUIAPHI  HAIPABIISIIOTCA
JOJDKHOCTHBIM JIMIAM ISl ucrioyiHeHus. CrenuanucT 1o KajpaMm JOBOAUT MpPHKa3
(pacriopspkeHue) 10 CBEACHUS JOJKHOCTHBIX JIMILI, YKA3aHHBIX B TPABOBOM aKTe, O]
pPOCIIKCH B TEUEHHE 3 THEW C MOMEHTA NOAIUCAHHUS.

4.4. Ilpuem n 06paboTKa TOKYMEHTOB, MOCTYMAIONIUX 110 KaHAIaM
AJIEKTPOHHOM MOYTHI ¥ (PAKCUMUIILHOMN CBS3H

JInst onepaTUBHOCTH J€JI0BOW AEATENBHOCTH B ACIIONPOU3BOJICTBE KOJUIIEIKA
IPUMEHSETCS TOKYMEHTOOOOPOT € MCMOIb30BAaHUEM KAHAJIOB AJIEKTPOHHON MOYTHI U
(haKCUMUIBHOMN CBSI3H.

DNeKTpoHHasi MMO4YTa - OJWH K3 KOMIIOHEHTOB CHCTEMBI aBTOMaTH3alUU
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JIOKyMEHTO000pOTa, CPEICTBO JOCTABKU, OTMHPABKUM HH(OpMAIMU U €€ Meperadyu
MEXIy TMOJb30BaTEISIMU KaK BHYTPH OpraHU3allMM, TaK M MEXAY CTOPOHHUMU
OpraHu3alysIMH, HMMEIOUIMMU COOTBETCTBYIOIIME alMapaTHble W MNPOrpaMMHbIC
CpelcTBa.

@OuUHAHCOBBI  JOKYMEHTOOOOPOT  KOJUIEIKa OCYILECTBIIIETCA 10
3alUIICHHBIM KaHaJlaM CBSI3H.

DJNEeKTPOHHBIE COOOIICHHUS, MOChIIAEMbIE MO AJIEKTPOHHON MOYTE, MOCTYMAOT
IIEHTPAIM30BAaHHO CEKpeTapro, Komuu (Tpu HEOOXOIWMOCTH) — ab0OHEHTaM Ha
VH/IMBU1yaJIbHBIM TTOYTOBBIN SIIHUK.

Cexperaps pabortaer ¢ mail-areaTom u Tpu pasza B aesb (8.00, 12.00, 16.00)
MPOCMATPUBAET SJEKTPOHHYIO TMOYTY, COPTHUPYET OJJIEKTPOHHBIE COOOIICHHS TI0
nankaMm. JIOKyMEHTBI, TpeOyIOIMe pPacCMOTPEHUs, BBIBOJATCA Ha OyMakKHBIN
Hocutenb. llociaenyromuii  mopsaok  0OpaOOTKM  BJIEKTPOHHBIX — COOOUICHMMN
aHAJIOTUYEH MOPSAIKY pabOThl C BXOJAAIIMMU TIOKYMEHTaM Ha OyMa)KHBIX HOCUTEIISIX.
JIOKyMEHTBI, TIOJIyYeHHBIE TIO JIEKTPOHHON MOYTE U CBS3aHHBIE C HEOOXOUMOCTBIO
3aMOJHEHUS! YUETHO-OTYETHBIX (DOPM, UCTIOTHUTENSIM TEepPealoTcs Ha OyMaKHOM U
AIIEKTPOHHOM HOCHTEJISX.

OTnpaBka 3IEKTPOHHBIX COOOIICHUN OCYIIECTBISIETCSI CEKpETapeM TPU pasa B
nesb (8.00, 12.00, 16.00) c nmpeaBapuTenbHONM 00pabOTKOM JOKyMEHTa Ha OyMasKHOM
HOCHUTEJIE B  TMOpPSAKE, AHAJIOTUYHOM TOPSAKY  OOpaOOTKHM  MCXOZSIIeH
KoppecnionfeHimu. Ilpu otnpaBke AJIEKTPOHHOTO COOOIICHHS  3aIyCKaeTcs
nporpaMma OTIpPaBKH MOYTHl M co3fpaercsa ¢ain coodmenuda. K odopmieHuto
AIIEKTPOHHOTO COOOIIEHUS TIPEIBSIBISIFOTCS CIEAYIONINE TPEOOBAHMUS:

1. PexBusut «KoMy»: 37I€KTpOHHBIN MOYTOBBIN SIIUK ajpecara.

2. PexkBusutr «Tema»: o uyem cooOueHue. Pexeusum ooazamenen 01a
3anonnenus!

[Mpukperienue daiina (B popmare word, excel u ap).

4. CocTaBisieTcsi TEKCT  COMPOBOJUTEIBHOTO  TMHUChMA,  COJEPIKAIIHMA
MOSICHUTENBHYIO MH(POPMAILIUIO K TMPUKPETUICHHOMY (Gaiily U KOHTaKTHbBIE
CBEICHUS 00 HCITOHUTEIIE.

Jlns mepenaun SJAEKTPOHHBIX COOOIICHUN MPU HEOOXOJAMMOCTH HCIOJHUTEINb
MPEIOCTABIIET CEKPETapl0 TEKCT MEepPeAaBacMoOro JOKYMEHTa Ha JJIEKTPOHHOM
HOCHTEJIE.

OpuruHan OTHPaBICHHOTO JOKYMEHTa MpPH HEOOXOIWMOCTH OTHPAaBIISETCS
azipecaTy 1Mo APYTruM KaHajiaM CBsI3H (TI0YTa, OCTaBKa KypbepoM M T.II.), TIPU 3TOM
KOMUS TOJIINBAETCS B JIe7I0. B MPOTHBHOM ciiydae B JI€7I0 MOAIIUBACTCS OPUTHHAIL.
Ha otnpaBiieHHOM JOKYMEHTE J0JDKHA OBITH MMPOCTABJICHA OTMETKA 00 MCTIOTHEHUU:
«B neno Ne OTnpaBiaeHO IEKTPOHHOE COOOITICHHE.

[Toanuch CTIOTHUTEISI, TATa.

Ecnu oTnpaBKy SJEKTPOHHOTO COOOIICHHUS OCYIIECTBISACT HCIOJHUTETH
CaMOCTOSITENIbHO, TO OH OO053aH NMPEACTaBUTHb CEKPETaplo, CBEICHHUS O TOM, KOrna
OBLJIO OTIIPABIEHO MUCHMO, M yIOCTOBEPHUTH OTIPABKY CBOEH MOMAMKUCHIO B OTMETKE
00 UCIOJIHEHUH TOKYMEHTA.

w
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Ilpumeuanue: Illepedanuviii no >1eKMPOHHOU noume OOKYMeHm obaadaem
IOpUOUYECKOL CUNIOL, MONbKO — NpU YCI08UU, eClU OH 3a8epeH INeKMPOHHOU
UUppPosol NOONUCHIO.

[Ipu mepemaue W TpHEME TEKCTOB CIYXKEOHBIX JTOKYMEHTOB IO KaHaiam
bakcUMUIBHOW ~ CBS3M  HEOOXOJUMO  PYKOBOJACTBOBATHCA  CIEAYIOIIUMHU
TpeOOBAHMSIMHU:

o0BeM  TepesaBaeMoro JOKyMeHTa (TeKCTa, CXeMbl, TrpaduvyecKoro
n300pakeHws), BHIOJHEHHOTO Ha Oymare hopmara A4 4epHBIM LIBETOM, HE JOJDKEH
MPEBBIIIATh S JTUCTOB;

OTBETCTBEHHOCTH 32 COJIEpPKaHUE MepeaaBaeMoi HH(POpMAaIMK BO3JIaraeTcst Ha
UCIIOJIHUTENS, TIOJTOTOBUBIIETO JIOKYMEHT K TMepeiade, W PyKOBOAMUTEIS
COOTBETCTBYIOILLETO NOJIpa3AeiICHUS;

MOJIMHHUKKN JIOKYMEHTOB TOCJIE TI€pPeIayd BO3BPAIAIOTCS UCHOJHUTEISM C
OTMETKOM O BpEMEHU OTIPABKHU.

[ToctynuBmume ¢akcorpamMmmbl  00pabaTHIBAIOTCS AHAJIOTMYHO  BXOJSIICH
KOPPECTIOH/ICHITMY, TIepeaHHble  (akcorpaMMbl - aHAJOTUYHO  HMCXOJSIICH
KOPPECTIOHICHITHH.

Ilpumeuanue: /[oxymenm, nepedannslii no ghakcy, He obaraoaem OpPUOULECKoU
CUTIOU, HO NO CO2NAWEHUI0 CMOPOH, (DaKcoepamMmbl MO2YM NPUPAGHUBAMBCA K
O0OKYyMeHmy.

4.5. OdopmieHne 1 y4eT ciyKeOHbIX KOMaHIUPOBOK

[Ipukaspl 0 HampaBieHUW pPAOOTHUKOB KOJUIEPKAa W ero  (UINaJoB B

CITy>KeOHbIE
KOMAaHJIUPOBKH, KOMAaHJMPOBOYHBIE  YJOCTOBEPEHHUS TOTOBSTCS  CEKpeTapeM
JTUPEKTOpa 1Mo YHUPHUITUpOoBaHHBIM (hopmam T-9, T-9a.

OcHoBanueM I TOATOTOBKM TIpUKa3a O HAMpPAaBICHUH B CIYKEOHYIO
KOMaHJIUPOBKY SIBIIACTCS TOJAMMCAHHOE ITUPEKTOPOM  3asBICHUE pabOTHUKA WM
yCTHas 3asiBKa pyKOBOJUTENS CTPYKTYPHOTO To/ipa3iesieHust (1o mpeIBapuTeIbHOMY
COTJIACOBAHUIO C IUPEKTOPOM.

[Tpukazom aupeKkTopa Ha3HA4YaeTCs JOJHKHOCTHOE JIMIIO0, OTBETCTBEHHOE 3a
BeJICHHE YydeTa paOOTHUKOB KOJUIEIKA, HAIPAaBICHHBIX B CIY)KEOHBIC TTOE3IKU;
ydyeTa paOOTHUKOB JAPYrMX OpTaHU3allvii, KOTOpble, HA00OPOT, MPUOBIBAIOT B
KOMaHAMPOBKY, a TaKXe OCYIIECTBICHHE OTMETOK B KOMaHIMPOBOUYHBIX
yIIOCTOBEPEHUSIX. YUET BeJIETCS B criennaibHbIX xkypHanax ([Ipuioxenue Ne 15).

4.6. Tlopsinok CHATUSA U BbIJIa4X KOIHM C JTOKYMEHTOB

Komuu ¢ TOKyMEHTOB BBIJAIOTCS C pa3pelieHHs TUPEKTOpa KOoJUIemKa WIn
PYKOBOAMTENS CTPYKTYPHOTO MOAPA3IEICHUS.

[Ipu BBImAYe KOMWU JOKYMEHT BOCHPOM3BOJUTCS TOJHOCTHIO. B mpaBom
BepxHeM yriy numercs cioBo «Komwus». [lpu Bbmade Komuu ¢ KOMHHM CIIEAYET
nicath «Konus ¢ korumy».

[Ipu 3aBepeHMM KOMHMHM JOKYMEHTAa BHHU3Y IOCJIE MOJTHOTO BOCIPOU3BEICHUS
TeKcTa mumercss «BepHo», CTaBATCS MODKHOCTh, MOAMHUCH JIMIIA, 3aBEPSIOIIETO
KOTHIO, €T0 MHUIIMAJIBI U (JaMIIIKs, AaTa 3aBepeHusl.
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4.7. IleyaTaHue, TUPAKUPOBAHUE U YUET KOJIMUYECTBA IOKYMEHTOB

[leyaTaHue  JOKYMEHTOB, HampaBlseMbIX B  Jpyrde  OpraHHU3aluH,
OCYUIECTBIISICTCSI B CTPYKTYPHBIX MOAPA3/IETICHUSAX, TOTOBSIINX 3TH TOKYMEHTHI.

TupaxxupoBanue JOKyMEHTOB OCYILIECTBIISIETCS B CTPYKTYPHBIX
NOJIpa3/IeJICHUSAX HA MHOKUTEIBHBIX anmnaparax /sl OepaTUBHOTO KOTMPOBAHMUS.

TupaxxupoBaHUIO TOAJEKAT TOJBKO JOKYMEHTBI, OTHOCSIIIUECS K OCHOBHOM
NEeATEIbHOCTH KOJUIEIKA.

TupaxxupoBaHue JOKYMEHTOB IPOU3BOJUTCS C MHCBMEHHOIO pa3pelIeHUs
JUPEKTOPA KOJUIEIXKA, a TAKKE PYKOBOIAUTENIEH CTPYKTYPHBIX MOAPA3/IEIICHUN.

5. Opranmu3anusi J0OKyMEHTOB B /1eJIONPOU3BOJICTBE

Opranuzanusi JIOKYMEHTOB B JICJIONPOU3BOJCTBE MPEJCTABIsAET COOOM
COBOKYINHOCTb ~ BHUJOB  paboOT,  o00ecneyuBalolMX  COXPAaHHOCTb,  Y4ET,
CUCTEMATHU3AlMIO  JOKYMEHTOB, (opmupoBanue u  odopmieHre Jea B
JIEJIONIPOU3BOJICTBE M WX Iepefayy B apXWB B COOTBETCTBUU C TpeOOBaHUAMH,
YCTAHOBJICHHBIMH TOCY/IApCTBEHHBIMU CTaHIapTaMH Ha JTOKYMEHTbI, HOPMAaTHUBHO-
METOIMYECKUMHU JoKyMeHTamMu DenepalibHON apXuUBHOM ciryxkObl Poccum, a Takxke
COOTBETCTBYIOIIMMHU HOPMATUBHO-METOJUYECKUMU JOKYMEHTAMHU IO apXHUBHOMY
JIey U AEJIONPOU3BOJICTBY.

OCHOBHBIMM BHUAAMH padOT, 00ECHEUMBAIOUIUMHU NPABUIBHYIO OPraHU3aLHUIO
JOKYMEHTOB B JEJIONPOU3BOJCTBE, SBISIOTCS COCTABICHUE HOMEHKIATYp Jel U
dbopmupoBaHue Jer.

5.1. CocraBiieHME HOMEHKJIATYPHI €T

Homenknatypa gen - CUCTEMaTHM3MPOBAaHHBIM  IEpPEYEHb  3aroJOBKOB
(HaMeHOBaHUM) JIeJl, 3aBOJIMMBIX B OpPraHU3AIMK C YKa3aHUEM CPOKOB WX XpaHEHUS,
O0(OPMJICHHBIN B YCTAHOBJICHHOM TOPSIKE.

HoMmenknatypa [nen npegHa3HaueHa JJisi  OpraHuM3aluyd  TPYNIUPOBKU
WCIIOJTHEHHBIX JOKYMEHTOB B J€jla, CUCTEMAaTU3allMi W ydeTa e, ONpEeIeNICHHUS
CPOKOB UX XpaHEHHS M SBISETCS OCHOBOW [IJII COCTaBJICHHS ONHUCEH JAen
MOCTOSTHHOTO ¥ BpeMeHHOro (cBbimie 10 JeT) XpaHeHHs, a TaKxke s ydeTa el
BpeMeHHOTO (70 10 JIeT BKIIOUUTENIBHO) XpaHEHUS.

B xomiemxe coCTaBisSIOTCS HOMEHKIIATYPBI J€J CTPYKTYPHBIX MOAPa3AelIeHUN
U cBogHass HoMeHKiarypa aen ([pusoxenune Ne 16).

Homenknatypy aen noapa3feneHuii NoAroTaBlIMBalOT COTPYAHUKHU, 3HAIOIINE
3a/layd M JOKYMEHTAIMI0 CBOEro mnojpasiesieHus. [IpoekT HOMEHKIaTyphl 3aTeM
BU3UPYETCA PYKOBOAMUTEIEM CTPYKTYPHOTO TOJApa3JeieHUs] U MPEACTaBIIAETCS
OTBETCTBEHHOMY 3a BEJICHHWE apXHBa He Mo3aHee 15 nekabps TeKylero rojaa ams
MOCJIEYIOLIETO BKIIFOUEHHS €€ B CBOJIHYIO HOMEHKIIATYpPY A€l OpraHHU3aluu.

CBojHasi HOMEHKJIATypa JeJ] COCTaBIsETCSI OTBETCTBEHHBIM 32 BECHUE apXUBa
Ha OCHOBE HOMEHKJATYp €] CTPYKTYPHBIX MOJPa3ACICHU U MPEICTaBISIETCS Ha
YTBEPXKACHUE TUPEKTOPY He Mo3aHee 25 nekadps TEeKyIlero roja..

CBojiHasi HOMEHKJIATypa JieJ1 BBOJUTCS B JIMCTBUE ¢ | siHBaps CIEAYIOIIErO
KaJICHIApHOTO roja.

B HOMeHKIaTypy el He BKIIOYAIOTCS NEPUOIMYECKUE U3TaHMUSL.
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['padbl HOMEHKIATYp A€ 3aMOTHSAIOTCS CIECTYIONIMM 00pa3oM.

B rpade 1 HOMEHKIATyphl Jed MPOCTABISIOTCS MHIEKCHI KaXKIOro Jena,
BKJIIOYEHHOTO B HOMEHKIATypy. MHAEKC pgena COCTOUT U3 YCTaHOBJIEHHOIO
HacTosmeil Mactpykiueit iudppoBoro 0003Ha4eHUs CTPYKTYPHOTO MOAPA3ACICHUS U
MOPSIKOBOTO HOMEpA 3arojioBKa JeJa M0 HOMEHKIIAType B Ipeliesax CTPYKTYPHOIO
nonpaszaeneHust (udpoBble 0003HAYEHUS CTPYKTYPHBIX MOJpa3fefieHuil cM. B
Hpunoxkenun Ne 17). Hnugexkcel nen o0o3HayaroTcs apaOCkumu  Ludpamu.
Hanpumep: 02-05, rae 02 o0o3HaueHuWe CTPYKTypHOro mnopapazaeneHus, 05 -
MOPSIKOBBI HOMED 3ar0JI0BKa J€J1a 10 HOMEHKJIAType

B HOMeHKIIaType Aell COXpaHSAIOTCS OAMHAKOBBIE MHJEKCHI JJI OJHOPOJIHBIX
Jel B Tpeenax pasHbIX CTPYKTYPHBIX MOApA3IENCHUM; I MEePeXOo X el
WHJIEKC COXPaHSETCHI.

B rpady 2 HoMeHKIATyphI J1e] BKIIOYAIOTCS 3ar0JIOBKH JIeT (TOMOB, 4acTei).

3arojIoBOK Jieya JIOJDKEH YeTKO, B 00O0OIIEHHOH (opMme OTpakaTh OCHOBHOE
COJIEpP>KaHUE U COCTaB JOKYMEHTOB JIEJA.

He nomyckaercss ynorpeOsieHHWe B 3arojoBKe Jiela  HEKOHKPETHBIX
dbopmynupoBok ("pazHble Marepuanbl', "oOmias mnepenucka' W T.O.), a TaKKe
BBOJIHBIX CJIOB M CJIOKHBIX OOOPOTOB.

3aroyioBOK Jiefla COCTOUT M3 DJEMEHTOB, PACIOJaraéMblXx B CIEAYIOLIEH
MOCJIEIOBATEIbHOCTH: Ha3BaHWE BUJA Jena (Mepenucka, XKypHal W T.1.) WIH
Pa3HOBUHOCTH JOKYMEHTOB (MPOTOKOJIbI, IPUKA3bl U T.J.); HA3BaHWE OpraHU3aIuU
WIM CTPYKTYPHOIO TNojpa3jeneHusi (aBTOp JAOKYMEHTA); Ha3BaHUE OpraHU3allUH,
KOTOpOU OyIyT aipecoBaHbl UM OT KOTOPOH OyAyT MOJydeHbI TOKYMEHTHI (aapecar
WM KOPPECTIOHJIEHT JOKYMEHTA); KPaTKOE COJIEpPIKaHue JOKYMEHTOB JieJia; Ha3BaHUE
MECTHOCTH (TEpPUTOPHUH), C KOTOPOH CBSI3AHO COJIEpKaHHME JOKYMEHTOB JIeia; AaTa
(mepuo), K KOTOPO OTHOCSITCS IOKYMEHTHI JIeTia.

B 3aronoBkax nen, coAep:KallMX IOKYMEHThl MO OJHOMY BONPOCY, HO HE
CBSI3aHHBIX  IOCJIEAOBATEIbHOCTHIO  UCIIOJIHEHUsA, B KadyecTBE BuAa Jeia
ynoTpeoJieTcss TePMUH "TOKYMEHTHI', a B KOHIIE 3aroJIOBKa B CKOOKaX yKa3bIBAIOTCS
OCHOBHBIE PAa3HOBUAHOCTH JOKYMEHTOB, KOTOpPbIE€ JOJKHBI OBITh CTPYNIUPOBAHBI B
nene (TUiaHbl, CIIUCKU, JOKIAbl U T.11.).

B 3aronoBkax nei, coaepKalux NepenrcKy, yKa3blBaeTcs, ¢ KEM U M0 KAKOMY
BOIIPOCY OHA BEJETCH.

B 3aromoBkax  gen, coAep)KauMX ~— NEPENHCKy €  OJHOPOJAHBIMU
KOPPECTIOHJIEHTAaMH, TTOCJIETHUE HE YKA3bIBAIOTCS, a YKa3bIBa€TCA MX 00Iee BUIOBOE
Ha3BaHUE.

B 3aromoBkax gen, colepkKamuMx ~— NEPENUCKY C  Pa3HOPOJHBIMU
KOPPECIIOHJAEHTAaMH, TOCIEAHUE HE MEPEUNCIISIIOTCS.

B 3aronoBke ziena yka3blBaeTCsl KOHKPETHBIN KOPPECTOHAEHT, €CIU MEepPEnncKa
BEJIETCS TOJIBKO C HUM.

B 3arosioBkax jgen, cojaep:Kaliux IUIAHOBYIO WJIM OTYETHYIO JOKYMEHTAIUIO,
yKa3bIBaeTCs Mepuoy (KBapTal, Tof), Ha (3a) KOTOPBIA COCTABJICHBI TUTAHBI (OTUYETHI).

Ecnu peno Oyner cocToATh M3 HECKOJBKMX TOMOB WM YacTed, TO
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coCTaBJsieTcsl OOIMI 3aroJjIOBOK J€Nia, a 3aTeM MpPU HEOOXOJUMOCTH COCTaBISIOTCA
3aroJIOBKHM Ka)J0ro ToMa (4acTu), yTOUHSIOUIEEe CoJIep KaHe 3arojIoBKa Jea.

[Topsimok pacrnoyio’KeHHsI 3aroJIOBKOB JIeJ BHYTPH Pa3JeioB U IMOJPA3CIiOB
HOMEHKJIATypbl ~ JIel  ONpENEeNseTCs  CTETNCHBIO  BaXHOCTH  JOKYMEHTOB,
COCTaBIISIOLINX JIeJ1a, U X B3aUMOCBS3bI0. B Havane pacmonaraioTcsi 3aroJioBKU Je,
COJIEP>KAIINX OPTaHU3AIMOHHO- PACTIOPSIIUTENBHYIO JOKYMEHTAIHUIO.

3aroyioBKU /1€ MOTYT YTOUHSTHCS B Iporiecce (opMUpPOBaHUS U 0OPMIICHHS
Jen.

['pada 3 HOMEHKIATYPHI J1e]1 3aTOTHIETCS 10 OKOHYaHUH KaJIGHJapHOTO To/1a.

B rpade 4 yka3piBaroTCsl CpOK XpaHEHUs Jieja, HoMepa CTaTel Mo MepeyH:o, a
IIPU €r0 OTCYTCTBUU - 10 TUTIOBOM WJIM TPUMEPHONA HOMEHKIIAType Je.

B rpade 5 "llpumeuanue" yka3bpIBarOTCS Ha3BaHUSI NEpPEUHEN JOKYMEHTOB,
WCITIOJIb30BAHHBIX MPU ONPEICTICHUU CPOKOB XPAHEHHUSI JIE]I, TPOCTABIISIIOTCS OTMETKU
0 3aBEJCHUU JeJ, O Mepexoianmx aenax (Hampumep, nepexoxsmiee ¢ 2013 r.), o
BBIJICJICHUH JIe]T K YHUYTOXKEHHUIO, O JIUIAX, OTBETCTBEHHBIX 32 (POPMUPOBAHUE I, U
Ap.

Ecnmu B TeueHme roma B KOJUICKE BO3HHKAIOT HOBBIC MTOKYMEHTHPOBAHHBIC
Y4acTKH paboThl, HEMPETyCMOTPEHHBIC Jeja, OHH JOMOJHUTEIHLHO BHOCATCS B
HOMEHKJIATypy. [l BHOBB 3aBOIMMBIX 1€ B KaXJIOM pasJieiie HOMEHKIATYPHI
OCTaBIISIOTCS PE3EPBHBIC HOMEPA.

[To oxoHYaHWH TOa B KOHIIC HOMEHKJIATYPHI JCN ICTAETCS UTOTOBAs 3alKCh O
KOJIMYECTBE 3aBEACHHBIX JIe] (TOMOB).

5.2. ®opmupoBanue u 0hopMIICHHUE e

dopMupoBaHue i€l - TPYNIUPOBKA HMCIOJHEHHBIX JOKYMEHTOB B Jlejia B
COOTBETCTBUH C HOMEHKJIATYPOU JIeJT U CHUCTeMaTu3aIusi JOKyMEHTOB BHYTPH JIela.

Jena popMupyrOTCS B CTPYKTYPHBIX MOAPA3ICTICHUSX.

Homep nena, B KoTOpoe JOMKEH OBITh MOMIIUT JTOKYMEHT, OIpeAeIsieT
PYKOBOJIUTENb CTPYKTYPHOTO TOIPA3ACICHUS] UM UCIOJHUTEIh B COOTBETCTBHUH C
HOMEHKJIATYpPOH JEIL.

KoHTponms 3a mpaBUiabHBIM  (OPMHPOBAHHUEM I  OCYIIECTBISETCS
OTBETCTBEHHBIM 3a BEJICHUEC apXUBa.

[Ipu dopmupoBanuu pAen HEOOXOAUMO COOJIIONATH CIEAYIOUIME O00IIne
npaBuja:

MOMEIIAaTh B JIEJ0 TOJBKO HCIIOJTHCHHBIC JTOKYMEHTHI, B COOTBETCTBHUU C
3aroJIOBKaMu JIeJ1 IO HOMEHKJIATYpE;

IpyNIupoBaTh B JEN0 JOKYMEHTBI OJHOTO KaJCHJApHOTO Tojaa, 3a
WCKIIFOUCHUEM TEPEXOASIINX JeJ; pa3lAelbHO TPYNIHUPOBAThH B Jeja JOKYMEHTHI
MOCTOSTHHOTO U BPEMEHHBIX CPOKOB XPaHCHUS,

MOMEINIaTh B Jieia KCcepokomuu (akcorpamm, TeneGOHOrpaMMbl Ha OOIIUX
OCHOBaHMSIX;

B JIEJI0 HE JOJKHBI TIOMEIATHCS JOKYMEHTHI, TTOIJIeXkKAIINEe BO3BPATY, JIMIITHUAE
IK3EMIUISPHI, YePHOBUKH; TI0O 00bEMY JEJI0 HE TOHKHO MpeBbImaTh 250 TUCTOB.

[Tpn HanMuMM B A€iie HECKOJBKUX TOMOB (YacTei) MHACKC M 3arojOBOK Jeiia
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MIPOCTABJISFOTCS Ha KaKJ0M ToMe ¢ jobasiaenuem "1.1", "1.2" u T.1.

JIoKyMEeHTBl BHYTpHU JieJla PacIoJiaraloTcs B XPOHOJIOTMYECKOM, BOMPOCHO-
JIOTUYECKOM MOCIE0BATEIIbHOCTH UM UX COUYETAHUU.

PacriopsiautenbHple  TOKYMEHTHI TPYIIUAPYIOTCS B Jefla IO BUIAAM H
XPOHOJIOTHH C OTHOCSIIIIAMHUCS K HUM TTPHIIOKEHUSMU.

Jena mojexxaT oGOpMIICHHIO MPU HUX 3aBEJACHUM U IO 3aBEPILICHUHU ToOja.
Odopmienue aena - TOATOTOBKA Aena K xpaneHuto. OpopmieHue aena BKIIOYAET B
ce0st KOMIUIEKC paboT MO OMUCAHUIO JieJia Ha OOJIO0XKe, OPOLIIOPOBKE, HyMepaluu
JUCTOB M COCTABJICHHUIO 3aBepUTENbHON Haamucu. OdopMiieHue Aes MPOBOJUTCA
apXWBApUYyCOM M PAOOTHUKAMHU COOTBETCTBYIOIIMX CTPYKTYPHBIX MOApA3ICICHUN, B
BEJICHUU KOTOPBIX 3aBe/ieHHuEe U GOpMHUPOBAHUE JE.

B 3aBuCHMOCTH OT CpPOKOB XpaHEHHsI MPOBOAMUTCS TOJHOE WM YACTUYHOE
opopmiienue gen. IlomHomMy odopmieHHMIO TOJUIEKaT Jella MOCTOSHHOIO,
BpeMeHHOro (cBbime 10 5eT) XpaHeHHs M 1O JUYHOMY cocTaBy. IlomHoe
oopMIIeHHE JeNia MpeaycMaTpuBaeT: ohOpMIICHHE PEKBU3UTOB OOJIOKKHU Jeja IO
YCTaHOBJICHHON (hpopMe; HyMEPAIIUIO JTUCTOB B JI€JIe; COCTABJICHUE JINCTA-3aBEPUTEIS
nena (Ilpuinoskenne Ne 18) u cocraBieHre B HEOOXOTUMBIX CIIy4asiX BHYTpPEHHEH
OMKMCH JTOKYMEHTOB J€Jia; MOAIIMBKY M IEpEeIJIeT JeNla; BHECEHHE HEOOXOIUMBIX
YTOYHEHUU B PEKBU3UTHI O0JI0XKKH JIea.

OO60xKa Jena MOCTOSHHOTO, BpeMEeHHOro (cBbilie 10 jeT) xpaHeHUsS U MO
JUYHOMY cocTaBy odopmisieTcss mo ycTtaHoBieHHOM ¢(opme. Ha obOnoxke nena
YKa3bIBAIOTCS PEKBU3HUTHI: HAMMEHOBAHUE OPraHU3allMy; HAMMEHOBAHUE; 3ar0JIOBOK
niena; 1ara gena (Toma, 4acTH); KOJIMYECTBO JIMCTOB B JIEJI€; CPOK XpaHEHUS JAea.

PexBu3uTHI, MpocTaBisieMble Ha OOJOXKKE Jena, OpOPMIISIOTCS CIEAYIOIMIUM
o0pa3oM: HaMMEHOBAaHWE OpPraHU3allUU YKa3bIBACTCS MOJTHOCTHIO, B UMEHUTEIHHOM
najgexe, ¢ ykazaHueM O(UIMAIBHO TPHUHSATOTO COKPAIIEHHOTO HaWMEHOBAaHWSI,
KOTOpOE YKa3bIBaeTCsi B CKOOKaxX MOCIE MOJHOTO HAaMMEHOBAHHWE; 3arojIOBOK Jeia
MEPEHOCUTCSI U3 HOMEHKJIATYpHhI JIeJT; JaTa Jejia - yKa3bIBaeTcs Tof(bl) 3aBEICHUS U
OKOHYAHHUS Jieia B ICIONPOU3BOICTBE. JlaToit e, coaepKaliux pacropsiAUTEeIbHYIO
JOKYMEHTAIMIO, a TakXKe IJsl JIeJ, COCTOAIIMX W3 HECKOJbKHX TOMOB (4acTei),
ABJISIIOTCSL KpaliHWe JaThl JOKYMEHTOB Jeia, T.e. JaThl (YHMCIIO, MECsl, TOx)
perucrpauuu (COCTaBJIEHMsS) CaMOr0 PAHHEr0 M CaMoro MO3JHEro JIOKYMEHTOB,
BKJIFOUEHHBIX B J1e0. [Ipy 3TOM 4mciio u roj 0003Ha4aroTCsl apabCKuMu LU(pamu,
Ha3BaHUE MECs1a MUIIETCS CIOBAMH.

B nensx obecriedyeHusi COXpaHHOCTU M 3aKPEIJICHUSI MOPSIKa PaClONOKEHUs
JTOKYMEHTOB, BKJIIOUEHHBIX B JI€J0, BCE €ro JIMCThl, KPOME JIMCTa 3aBEPUTENS U
BHYTPEHHEH OMUCH, HyMEpYyrOTCs. JIMCTBI HyMEpyIOTCS MPOCTHIM KapaHIAIIOM,
1M (PBI MPOCTABJISAIOTCS B PABOM BEPXHEM YIITY JIMCTA.

JIucTel A€, COCTOSIIMX M3 HECKOJIBKUX TOMOB HJIM YacTei, HYMEPYIOTCS IO
KOKJIOMY TOMY WJTM 9aCTH OTIEIBHO.

dortorpadun, UYepTeKH, AMArpaMMbl U JIpPYrH€ WUIIOCTPUPOBAHHBIE U
cnenupuuecKre TOKYMEHTBI, MPECTABISIONINE CAMOCTOSTENBHBIA JUCT B JEIe,
HYMEPYIOTCSI HA 00OPOTHOU CTOPOHE B JIEBOM BEPXHEM YTITY.
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[ToqmmTeie B 1€JI0 KOHBEPTHI C BIOKEHUSIMHU HYMEPYIOTCS: CHayajaa KOHBEPT,
a 3aTeM OYEPEIHBIM HOMEPOM KaXKJI0€ BIIO)KEHUE B KOHBEPTE.

[locne 3aBepuieHUsT HyMEpalUuMHd JIMCTOB COCTAaBIIIETCS  3aBEPUTENbHAs
HAJIUCh, KOTOpas pacrojaraercs B KOHIE Jena. J3aBepUTeNIbHAas HAJINCh
COCTABIJISIETCSL B JIEJIE HA OTJAEIBbHOM JIUCTE - 3aBepuTeie jena. B 3aBeputenbHOU
HaJMMCH HU(ppamMu U MPONUCHIO YKA3bIBAETCS KOJUYECTBO JIMCTOB B JIAHHOM JIETIE,
O0COOEHHOCTH OTACIBHBIX TOKYMEHTOB (4epTexH, poTorpaduu, puCyHKH U T.11.).

3aBepuUTeNIbHAsT HAANKMCh TMOJIKCHIBAETCS €€ COCTABUTENEM C YKa3aHUEM
pacmippOBKH TMOAMKCH, JOHKHOCTA M JaThl COCTaBieHHS. KOIM4ecTBO JMCTOB B
JieJie MPOCTAaBJISIETCS Ha OOJI0KKE JIeJa B COOTBETCTBHH C 3aBEPUTEIILHON HAAMHUCHIO.

PexBu3ut "cpok XpaHeHus Jena" TEPEeHOCUTCS Ha OOJOXKKY Jeja U3
COOTBETCTBYIOIIEH HOMEHKJIATYphl J€J MOCJIE CBEPKHM €ro CO CPOKOM XpaHEHUs,
YKa3aHHbIM B TEPEYHE THUIIOBBIX JOKYMEHTOB WM B II€PEYHE JIOKYMEHTOB,
oOpa3ylolmuxcsi B JesATeNbHOCTH (eJepalbHOTO OpraHa, C yKa3aHUEM CpPOKOB
XpaHEHUSL.

Ha nenax nocTOSIHHOroO XpaHeHus nuiiercs: "' XpaHUuTh MMOCTOSTHHO" .

[lo oxoHYaHHMM roa B HAJIUCH Ha 00JIOKKAX JEJ MOCTOSSHHOTO U BPEMEHHOTO
(cBbrmie 10 neT) XxpaHeHUs1 BHOCSITCS yTOUHEHUS: IPU HECOOTBETCTBUM 3aroJIOBKa JEJ
Ha OOJIOKKE COAEPM AHUIO MOJAIIUTHIX JOKYMEHTOB B 3arojIOBOK Jeila BHOCSTCS
W3MEHEHHUSI U IOTIOTHEHUS.

Jns  yyera JOKYMEHTOB OMPENEICHHBIX KAaTErOpUil IMOCTOSHHOTO U
BPEMEHHOTO CpOKOB (cBbimie 10 JieT) XpaHEHUs, y4eT KOTOPBIX BBI3BIBACTCA
cnequUKol JaHHOM HOKyMeHTauud (0co0O LIEHHbIE, JIMYHbIE Jeida Hu T.J.),
COCTaBJIISIETCS] BHYTPEHHSIS ONUCH TOKYMEHTOB J€a.

BHYTpeHHsIsI ONMUCh COCTaBIISIETCS HA OTACIBHOM JIUCTE MO YCTAHOBIECHHOW
dbopme, KOTOpast COAECPKUT CBEACHHS O MOPSIKOBBIX HOMEPAX JTOKYMEHTOB Jielia, UX
WHJIEKCaX, JaTax, 3arojoBKaXx M HOMEpax JIUCTOB J€la, Ha KOTOPBIX PaCIOJIOXKEH
KaXIbpIil JOKYMEHT. K BHyTpeHHEN ONMCH COCTABIISIETCS UTOTOBAs 3alUCh, B KOTOPOU
yKa3bIBaeTCs MU(PpPaMH U MPOMKUCHI0 KOJIMYECTBO BKIIOYCHHBIX B HEE JJOKYMEHTOB M
KOJIMYECTBO JIUCTOB BHYTPEHHEH OMKCH.

BHyTpeHHsIT ONUCh JOKYMEHTOB Jiejla TMOJIMUCHIBAETCS COCTABUTEIEM C
yKa3aHUEeM paciiu@pOBKHU MOJIKUCH, TOKHOCTH U JAaThl COCTaBieHUs onucHu. Eciau
JIEJI0 YK€ MEePEIIeTeHO U MOAIINTO, TO 3aBEPEHHAs COCTABUTENIEM BHYTPEHHSISI OMKCh
JIOKYMEHTOB JI€JIa MOJKIIEUBAETCS 32 BEPXHUU Kpal K BHYTPEHHEN CTOPOHE JIMLIEBOU
00JIOKKH Jea.

JIOKyMEHTBI, COCTaBISIOIIME JEJI0, MOJAIIMBAIOTCS HAa YEThIpe MPOKOJa B
TBEPAYI0 OOJOXKY W3 KapTOHA WU TEPEIUICTAlOTCS C YYETOM BO3MOXKHOTO
CBOOOJHOTO YTEHHS TEKCTAa BCEX JOKYMEHTOB. [Ipu mOATOTOBKE Jen K TMOAIIUBKE
(meperieTy) MeTaJTMYECKUE CKperuieHus (OyJaBKH, CKPENKH) U3 JOKYMEHTOB
YAQISIIOTCSL.

Hena BpemenHoro (10 10 JieT BKIIOUUTENBHO) XPaHEHHUS IOITYCKAETCSl XPaHUTh
B CKOPOCIIUBATEIAX, HE MPOBOJUTH NEPECUCTEMATH3ALMIO JTOKYMEHTOB B JEJE,
JIUCTHI JIe1a HE HyMEpOBaTh, 3aBEPUTENIbHbIEC HAJITUCU HE COCTABIIATD.
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5.3. Opranu3anys ONepaTuBHOTO XPaHEHUsI TOKYMEHTOB

C MOMeHTa 3aBeIeHUsl U J0 MEpEeladd B apXUB Jiela XpaHATCS M0 MECTy MX
dbopmMupoBaHUs.

PykoBoauTenu CTpyKTYpHBIX MOAPA3AECICHU U COTPYJHUKH, OTBEYAIOIIUE 32
JIEJIONPOU3BOCTBO, 00s3aHBI 00ECIEUNBATh COXPAHHOCTh TIOKYMEHTOB U JIETI.

Jena, Haxogsmyecss B pabo4unX KaOMHETaX, pacIoyiaralorcs B BEPTHKAIbHOM
MOJIOXKEHUM KOpPEIIKaMH HapyKy B IIKadax, OOECHeYMBAOIMIMX HUX IMOJHYIO
COXPaHHOCTb.

B 1enax noBpllIEHHs ONEPATUBHOTO MOMCKA JOKYMEHTOB JI€JIa PacloIararoTcs
B COOTBETCTBUU C HOMEHKJIarypou nen. HomeHknaTypa Aen Wid BbIIMCKA U3 HEE
MIOMEIAETCS] HA BHYTPEHHEH CTOPOHE IIKada.

Ha xopenikax 06J105K€K /1€ yKa3bIBalOTCS HHIEKCHI 10 HOMEHKJIATYpeE.

3aBeplIeHHbIE JeJ1a OCTOSSHHOTO U IOJIrOBpeMeHHOro (cBbie 10 jeT) cpokoB
XpaHEHUs] XpaHsiTCs MO MECTy UX (OPMUPOBAHUS B TEUEHHUE ABYX JIET, a 3aTeM
CIAIOTCS B apXMB.

Bbimaua gen coTpyaHUKaM — IpYyrUX — HOApa3feieHuil g paboThl
OCYUIECTBJISIETCS 1O/ pacnucKy. Ha BhITaHHOE /€710 3aBOJUTCS KapTa-3aMEeCTUTENb.
B Hell ykaspiBaeTcsi CTPYKTypHOE MOJpa3JeieHue, HHAEKC Jiela, 1aTa ero BbIIayH,
KOMYy JIeJI0 BBIJAHO, JaTa €ro BO3BpAILEHUs, MpelycMaTpUBAaIOTCA TIpadbl 1
PACIUCOK B NMOJIYYEHUH U IPUEME Jea.

Jlena BBIIAIOTCS BO BPEMEHHOE IOJIb30BAHUE COTPYAHHKAM CTPYKTYPHBIX
NoJIpa3/ieJieHui Ha CpoK He Oosiee ogHOro mecsua. llocie ucredeHus ykazaHHOIO
CpOKa JIeJI0 JOJKHO OBITh BO3BPAIEHO HA MECTO €r0 XpPaHEHHUS.

CTOpOHHMM OpraHu3alMsM Jieja BBIJAIOTCS HAa OCHOBAHWU HX MHUCbMEHHBIX
3aIPOCOB C pa3pelICHUs] AUPEKTOpa KOJUIEIkKa IO aKTy.

W3paTHE JOOKYMEHTOB H3 i€ IOCTOSSHHOTO XpaHEHUs JIOIyCKaeTcs B
UCKJTIOYUTENBHBIX CIy4asX M MPOU3BOJIUTCS C pa3pellieHus: TUpEeKTopa KOJUIeIKa C
OCTaBJICHMEM B [IeJI€ 3aBEPEHHOM KOIMUHU JOKYMEHTa M aKTa O NMPUYMHAX BbLIAYU
NOJTMHHHKA.

6. [lopsinok mepeaayn JOKYMEHTOB Ha XpPaHeHHE B aPXHUB

[ToaroToBKka JOKYMEHTOB K I€pe/aye Ha XpaHEHHE B apXMB BKIIIOYAET paboOTy
OTBETCTBEHHOTO 3a BEJCHHE apXuBa M JMI, OTBETCTBEHHBIX B CTPYKTYPHBIX
MOJpa3/ICTICHUsIX 3a BEJACHHE JEJIONPOU3BOJICTBA, IO MPOBEACHUIO SKCIEPTU3bI
LEHHOCTH JTOKYMEHTOB, (P OPMHUPOBAHUIO U O(OPMIICHUIO JI€J, COCTABIICHUIO ONUCEN
JIeJ1 U aKTOB O BBIACJICHUH K YHUUYTOKEHUIO IOKYMEHTOB U Jell

6.1. DkcnepTr3a HIEHHOCTH JOKYMEHTOB

ITox »KCrIepTU30M LHEHHOCTU JOKYMEHTOB ITOHUMAETCS OIPENEIICHNE 3HAUEHUS
JIOKYMEHTOB B II€JIIX 0TOOpa UX JJIsl JaJbHEHIIEero XpaHeHus! WM YHUUYTOKEHUSI.

OKcnepTh3a [EHHOCTM JIOKYMEHTOB Ha  CTaJud  JIEJIONPOM3BOJICTBA
IPOBOAUTCSA: MPU COCTaBICHUH HOMEHKIIATYpPHI Jel; B Ipouecce GopMUpoBaHUS Jel
U TIPOBEpPKE MPABHJIBHOCTH OTHECEHUS TOKYMEHTOB K JieJiaM; MPH MOATOTOBKE el K
nepesaye B apXuB.

JUist opraHu3allid W TPOBEJIEHUS DSKCHEPTU3bl IEHHOCTH JOKYMEHTOB B
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KOJUIEIIKE CO3/IaeTCs MOCTOSHHO JIEHCTBYIOIAs SKCnepTHas komuccus (nanee - 9K),
COCTaB KOTOPOU OmpenesnsieTcs MpUKa3oM JIUPEKTopa.

Oyukiuu v mpaBa DK, a Takke opraHuzanus UX padOThl OMpPENEsIOTCS
[Tonoxenunem «O noctosinHo AeictByromied komuccuu OI'ATIOY «HoBoockonbckuit
KOJUIEIK.

OKcnepTr3a LEHHOCTH JTOKYMEHTOB MOCTOSHHOIO M BPEMEHHOIO XpaHEHUs
OCYLIECTBJISIETCS. ~ €KErOJJHO B  CTPYKTYPHBIX  IOAPA3IEICHUSAX  KOJUIeIkKa
HEIOCPEICTBEHHO JIMIIaMH, OTBETCTBEHHBIMH 32 BEJECHHUE JEIONPOU3BOJICTBA.

[Ipu npoBeaeHUN HKCIEPTU3BI IEHHOCTH JOKYMEHTOB OCYLIECTBIISIETCSI OTOOD
JOKYMEHTOB MTOCTOSIHHOT'O M BpeMeHHOTO (cBbile 10 jieT) XpaHeHus Uil nepeiadu B
apXxuB; OTOOP JTOKYMEHTOB C BPEMEHHBIMU CPOKAMH XpaHEHHUs U ¢ mnoMerkoiu "Jlo
MUHOBaHUSA HAJIOOHOCTH", MOJICKAIIMX JaJbHEHIIIEMY XPAaHEHUIO B CTPYKTYPHBIX
NOJIPA3/ICICHUAX; BBIICICHUE K YHUUYTOXXECHHUIO JI€N 3a MPEABIAYIINUE TOblI, CPOKU
XPaHEHHsI KOTOPBIX UCTEKIIU.

OT0Op NOKYMEHTOB JJIsl TIOCTOSIHHOT'O XpaHEHHs MPOBOJUTCS HA OCHOBAHUU
HOMEHKJIATypbl €l KOJUIe[Ka IyTeM IOJUCTHOTO IpocMoTpa nein. B nenmax
MOCTOSIHHOTO XPAHEHMS MOJJIEXKAT U3BATHIO AYOJETHBIE SK3EMIUISPbl JOKYMEHTOB,
YEPHOBHKH, HEO(POPMIIEHHBIE KOMHHM JIOKYMEHTOB M HE OTHOCAILIMECS K BOMPOCY
JIOKYMEHTBl C BpPEMEHHBIMHU CpOKamMu XpaHeHusd. OKOHYaTeIbHOE pEeUIeHUE II0
pe3ysnbTaTaM 3KCHEPTHU3bl LIEHHOCTU JOKYMEHTOB npuHuMaeT DK, paborta KOTOpoii
IIPOBOJUTCS JBa pa3a B IO/ B SHBApE U B UIOJIE.

1o pe3ynpTaTaM 3KCIEepTU3bl HEHHOCTH JOKYMEHTOB COCTABJISIOTCS OMUCHU JE
MOCTOSIHHOTO, BpeMeHHOro (cBbime 10 jier) XxpaHeHUS W MO JUYHOMY COCTaBy, a
TaKk)K€ aKThl O BBLICJICHUM JeJl K YHHUUTOKEeHHUI0 (00pasubl cM. B Ilpuiioxennn Ne
19). Omucu U aKThl MPECTABISIOTCS HAa YTBEPXKACHUE JAUPEKTOPY HE mosanee 31
saaBaps 1 10 uromns TeKyiero roaa.

6.2. IloaroroBka u nepeaada JTOKYMEHTOB B apXHUB

B apxuB mnepemaroTcs nena ¢ UCHOJHEHHBIMU JIOKYMEHTAaMH IIOCTOSIHHOTO,
BpeMeHHOTO (cBbiie 10 5eT) xpaHeHUs W MO JUYHOMY cocTaBy. Mx mnepemaua
MPOU3BOJAMUTCS TOJIBKO MO OMUCAM JEN.

Hena BpemeHHoro (o 10 neT BKIIOUMTENBHO) XpaHEHUs MEpefadye B apXuB
OpraHu3alliy, Kak TMpaBuiio, He mnojiexar. OHU XpaHATCA B CTPYKTYPHBIX
MOJPA3ICNECHUsAX U MO HCTEYEHHH CPOKOB XPAHEHUS MOAJEkKAT YHHUUTOXCHHUIO B
YCTaHOBJICHHOM TOPSIJIKE.

[lepenaua nen B apXuB OCYILECTBIIAETCS MO IpapuKy, COCTABICHHOMY apXHWBOM
(1Ba pasza B ron).

[Ipuem kaxmoro jaena MPOU3BOJIUTCA OTBETCTBEHHBIM 3a BEJIECHUE apXuBa B
OPUCYTCTBUM PabOTHUKA CTPYKTYpHOro mnojapasnenenus. Ha sk3emiuisipe ommcu
IIPOTHUB KaXIOro JieJia, BKIIFOYEHHOTO B HEe, JENAaeTcsl OTMETKA O HaJIW4Yuu Jena. B
KOHIIE KaXI0T0 K3EMILISIPa OMUCH YKa3bIBAIOTCS LIM(PpaMu U MPOMHUCHI0 KOJIUYECTBO
(dbaKkTHYeCKN TPUHSTHIX B apXWB JieJl, HOMEpa OTCYTCTBYIOIIUX JEJ, JaTa mpuemMa-
nepeaayn Aell, NOANKNCH apXUBapuyca U COTPYAHUKA, IEPENABIIETO JIETA.
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Jlena B apxuB JOCTaBJISIOTCS COTPYAHHKAMU CTPYKTYPHBIX TOJpa3AeIICHUA
YBSI3aHHBIMH B CBSI3KH, JINUHBIE JIeJIa CTYJICHTOB — B a@pXUBHBIX KOPOOKaX.

[Tpunoxxenue Ne 1
K MHCTpYKIINY IO TOKYMEHTAIIHOHHOMY OOCCIICUCHHIO YIPaBICHHUS
OBPA3EIl O®OPMJIEHUS ITPUKA3A

Oo0JiacTHOE rocyiapcTBeHHOE aBTOHOMHOe NpogeccCHOHANbHOE
o0pasoBaTenbHOe yupexkaeHue « HOBOOCKOIBCKUH KOJLJIEIK»
(OT'AIIOY «HOBOOCKOJBCKUMN KOJJIETK»)

ITPUKA3
13 suBaps 2016 roga Ne 21
r. HoBeiii Ockoux

OO0 opranu3anum U NPoOBeJeHUHU
KOHLEPTHOM MPOrpaMMblI

B pamkax peanuzanuu miaHa opraHu3aliyd BOCIUTATEIbHOM paOOThI B
kosutemke Ha 2016-2017 y4eOHBIN TO, C METBI0 XYI0KECTBEHHO-ICTETHIECKOTO
BOCITUTAHUS CTY/ICHTOB MPHKA3bIBAIO:

1. OpranuzoBars u nposectu 14 suBaps 2016 roga B 14-00 B pailoHHOM a0Me
KYJIBTYpbl KOHLIEPTHYIO ITporpamMmmy «HoBoroanee ayio».

2. OTBETCTBEHHBIMH 3a TOJTOTOBKY M IPOBEJIECHUE MEPOIPHUITHS HA3HAYUTH
Xonamosyro N.I1., Barkuny E.T.

3. CtyneHTOM, BXOISIIMM B COCTaB CTYIACHYECKOTO OTpsia COACHCTBUS
MIPaBOTIOPSIKY O] pyKOBOACTBOM Jlebenenko B.B. oprann3oBaTh A€KypCTBO,
o0ecnieunTh COOJIOACHHE MPABOIMOPSJIKA B IMEPHOJ Mepexofa CTYAECHTOB M3
kosuemka B PJIK u B mporiecce mpoBeneHns MEPONIPUSATHS.

4. JlexxypHbIMH TpenoaBaTesiiMi Ha3HAYMTh npenojaasareneid bongapenko B.U,
Hepsouny H.N.
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5. 3aB€,Z[y}0HII/IM OTACIICHUAMU W KJIACCHBIM PYKOBOIUTCIIAM 00eCIeYnTh SABKY
CTYACHTOB HA MCPOIIPUATHC.
6. KOHTpOJ'II) 34 UCIIOJIHCHHUCM IIPpHUKa3a BO3JIOKUTDb Ha 3aMCCTUTCIL AUPCKTOPA 110

yueOHo-BocniuTarenpHoM padote Bsatkuny E.T.

Jupektop C.B. Ocumnos

C npuka3zoM 03HAKOMJIEHBI:

N.I1. XonmoBas

E.I'. Barkuna

B.B. Jle6enenko

B.M. bonnapenko

Hcnonnutens: 3am. aupekropa no Y BP E.I'. Barkuna

OBPA3EIl OPOPMJIEHHUSA PACITIOPAXKXEHUSA

O0JsiacTHOE rocylapCcTBEHHOE aBTOHOMHOE NpodecCHOHATbHOE
oOpa3oBaTeabHOe yupexkaeHue «KHoBOOCKOIbCKUH KOJJNIEIXK»
(OT'AIIOY «HOBOOCKOJBbCKUN KOJJIEIK»)

PACITIOPA’)KEHHUE

21 anpens 2016 rona Neo 3
r. HoBoiit Ockod

O noaAroToBKe K CEMUHAPY

B cBs3u ¢ mpoBeneHreM ceMruHapa « AKTYyalIbHbI€ BOTIPOCHI
npo¢eCCUOHAIBHOTO O0YYEHUs» 00SI3bIBAI0:

1. 3amectutento aupexTopa mo ydeOHou pabote bysynyukoit JI.B. cocraBuTh
MUChMO-TIPUTTIAIIIEHUE Ha CEMUHAP, OPraHU30BaTh €ro PaCcChUIKY.
Cpoxk ucnonuenus 1o 25 anpens 2016 rona.

2. 3aMeCcTHTENI0 TUPEKTOpa MO HaydHO-MeToandeckoi padbore UysakuHoit T.B.
MOATOTOBUTH TEKC JOKJIAa JJisl BEICTYIUICHUSI HA CEMHUHApE.
Cpoxk ucnonuenus 10 30 anpens 2016 rona.

3. KoHTpomb 3a UCTIOTHEHUEM PaCTIOPSHKSHHS OCTaBIISIO 32 COOOM.

Jupexrop C.B. Ocurnos
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Kk MHCTpyKIINU 110 TOKYMEHTAIIHOHHOMY
00eCTICUEHUI0 YIIPaBICHUS
OBPA3EIIl IPOTOKOJIA 3ACEJIAHUSA

O0JiacTHOE rocyiapCcTBeHHOE aBTOHOMHOE NPO(QeCcCUOHANBHOE
oOpa3oBaTeabHOe yupexaeHue «KHoBoOCKOIbCKHUI KOJIIEIK»
(OT'AIIOY «HOBOOCKOJBCKHUN KOJLJIEIK»)

ITPOTOKOJI Ne
25 aBrycra 2016 roga

3acexanud crunenauaabHoi komuccuu OI'AIIOY «HoB0oOCKOJLCKUM
KOJLJICIHK

bysynyukas JI.B. — npencenarens CTUNEHAUAIBHON KOMUCCHU
Tynbsckas K.A. — cexkperapb CTUIICHANATBHOW KOMHUCCUU
UseHbl CTUMIEHANAIBHON KOMMCCHH: BCETO 6 YETOBEK

INOBECTKA JIHA:

1. O pacnpenenenuu crurnienauu Ha 2016-2017 yueOHbIi TO/I.
Nudopmarus npencenarens ctuneHanaibHon komuccun bysymymkoit JI.B.

1.CJIYIIAJIN:
Bsarkuny E.I'. — uniena cTunenananbHON KOMUCCUH, 3aMECTUTEI TUPEKTOPA 110
y4eOHO-BOCIIUTATENIbHON paboTe.

OHa npeiokuiIa pacupeaeaIuTh CTUIICHANIO, COTJACHO .........
BBICTYIINJIN:
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1. I'punneBa B.H. — wien cTunenauaapHOH KOMUCCHH, 3aBEyIOIIAs OTASICHUEM
OHna npejioxKeHue moaieprxara.
I'OJIOCOBAJIM:
«3a» - IMHOTJIACHO
INOCTAHOBUJIU:

1. PacripenenuTh CTUNIEHAMIO CIECAYIOMIAM 00Pa3oM .........

[Ipencenarens JI.B. by3ynyuxkas
Cexkperapb K.A. Tynsckas
[Tpunoxxenue Ne 3
K MHCTpYKIMHU 110 JOKYMEHTALUOHHOMY
00ecCIeueHuI0 yIpaBiIeHUs
OBPA3EIl AKTA

O0JiacTHOE rocylapCcTBeHHOE aBTOHOMHOE NPodecCUOHATbHOE
oOpa3oBaTeqbHOe yupexaeHue «KHoBoOCKOIbCKHUI KOJIIEIK»
(OT'AIIOY «HOBOOCKOJBCKHUI KOJLJIEIK)
YTBEPX/JAIO
Hupexrop OI'AIIOY
«HoBoockonbCkuii

KOJLUIE K
C.B. OcurioB
« » 20 .

AKT
r. HoBb1ii Ockoin
00.00.2010 Ne 00

O npoBepke COXPaHHOCTU JOKYMEHTOB

OcHoBanwue: puka3z gupekropa ot 01.11.99 Ne 12 «O mepax no obecrneueHuro
COXPaHHOCTH IOKYMEHTOB)

CocraBiieH KOMHCCHUEN:

[Tpencenarens - 3amecTuTeNb TUPEKTOpa 10 yueOHol padote by3ynyikas JI.B.

YUneHbl KOMUCCHU:

1. 3amecturens rinaBHoro Oyxrantepa Kamenesa JI.U.
2. 3aBenyromias yueOHo yacTeio Tymnbckas KA.

3. 3aBemyromias naboparopueit badbuu E.A.

[IpucyrcTBOBanu: cnenuaincT no kaapam Pupcona JL.b.
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B nepuox ¢ 10.11.2016 roga mo 12.11.2016 roga komuccus mpoBoauia NpOBEPKY

OpraHU3allMy U YCIOBUM XpaHEHUsI YIPaBICHYECKUX JTOKYMEHTOB.
B xo/1e npoBepKH yCTAHOBIIEHO:
1. IoKyMEHTBI XpaHITCS B CTPYKTYPHBIX MOJIpa3ICICHUSIX.
2. lena popMUPYIOTCSI HE B COOTBETCTBUU C HOMEHKJIATYPOU Je.

Komuccus pekomenayer:

1. YcTaHOBUTD MOPSIOK HIEHTPATIM30BAHHOTO XpaHEHUsI IOKYMEHTOB B
CTPYKTYPHBIX TO/Ipa3ACICHUSX.

2. Beigenuts 1 000py10BaTh CHEIUAIbHOE TOMEIIICHHE /I apXUBa.

CocraBneH B 2 3K3.
1-# 5K3. — cHeIUaIUCTy MO Kajapam
2-1 9K3. — PYKOBOJUTEISIM CTPYKTYPHBIX TIOIpa3IeICHIMN

[Ipencenarens JL.B. by3ynyukas

JL.U. KameneBa
UneHbl KOMUCCUH K.A. Tynbckas

E.A. babuu
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[Tpunoxenue Ne 4
Kk MHCTpyKIIMK TT0 TOKYMEHTAIIMOHHOMY
00ecCIeueHuI0 yIpaBiIeHUs

OBPA3EIl O®POPMJIEHUA AAPECATA JOKYMEHTA

[Ipu agpecoBaHUM JTOKYMEHTA B OPraHU3aALIMIO WU €€ CTPYKTYPHOE MOJIpa3/ielieHue
0€3 yKa3aHusl TO0HKHOCTHOTO JIMIa UX HAUMEHOBAHUE MUIITYT B UMEHUTEILHOM TaJIeKeE.
Hanpumep:

JlermaprameHT BHYTPEHHEU 151
KaJApOBOM MOJUTUKH benaropoackoit
obnactu

Otnen CpeIHEero
npo¢eCCHOHAILHOTO 00pa3oBaHuUs

[Tpu HampaBieHUM AOKyMEHTa JOKHOCTHOMY JIMIY Ha3BaHWE OpraHU3aluu U ee
CTPYKTYpHOTO TOJpa3/ieieHHs] YKa3bIBa€TCSI B WMEHHUTEIBHOM MaJieke, a JOJHKHOCTh H
dbamunmio agpecara — B JaTEIBHOM.

Hanpumep:
MuHucTepcTBO 00pa3zoBaHus
Poccurickon ®enepanuu

YnpaBieHue genamu

I'maBHOMY cniennanucty
B.T". CemkuHoM

[Ipu ampecoBaHMM JOKYMEHTa PYKOBOJUTENK OpPraHU3allMd HAaNMEHOBAHUE €€
BXOJIUT B COCTaB HAMMEHOBAHUS JIOJKHOCTH aJIpecara.
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Hanpumep:
3aMEeCTUTEITIO TJ1aBbI
agMuHHACTpani HOBOOCKOIBCKOTO
palioHa — HAYAJIbHUKY YIIPaBJICHUS
pa3zButus AIIK

B. Jlokrey

[Tpu ampecoBaHnM TOKyMEHTA B HECKOJIBKO OJTHOPOJHBIX OpraHU3AINA WX Ha3BaHUS
CJIeMyeT yKa3bIBaTh 000OIEHHO.
Hanpumep:
Junpexropam YUPEKICHUN
00pa3oBaHUs

[ToyHBIA TOYTOBBIM agpec YKa3bIBACTCS INPU HANPABICHUM JIOKYMEHTa pPAa30BBIM
KOPPECIIOHJEHTaM B COOTBETCTBUH C IIOYTOBBIMH ITPABUIIAMH.
Hanpumep:
Penakius xxypHaina
«BecTHuK 00pa3zoBaHUs»

Yucronpyauelii  OyneBap, 6, T.
Mocksa
101856

JIOKYMEHT HE JOJDKEH CoJlep)KaTh 0ojiee YeThIpeX aapecaToB, KaxXAbld SK3eMILIp
TAaKOro JOKYMEHTa JoJDkeH ObITh moamnucaH. CrnoBo «Komus» mepen BTOPBIM, TPEThUM,
YETBEPTHIM aJPECATAMH HE YKA3bIBAIOT.

[Tpu HanpaBieHUN JOKyMEHTa 0oJiee YeM B UEThIpEe aJpeca COCTaBISETCS CIUCOK Ha
PacChUIKY, a Ha KaKJOM JTOKYMEHTE IIPOCTABIISIECTCS TOJIBKO OJUH aJpecC.

IIpu anpecoBaHuMu JOKYMEHTa (DPU3MUECKOM YIUIYy YKa3blBalOT HMHHUIMAIBL U
(haMuuIo MostyyaTesis, 3aTeM MOYTOBBIN aJpec.

Hanpumep:
A.N. IlerpoBy

yn. Jlenuna, 1.5, kB. 15
r. HoBeiit Ockoi

309640
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ITOJIOKEHUE
0 JOKYMEHTAIlHOHHOM 00eCIe4eHNH yIpaBieHus (O AeI0NPONU3BOICTBE)
OTI'AIIOY «HOBOOCKOJIBLCKUI KOJIIEIK)

[Ipunoxenune Ne 5
K MHCTpYKIIMU TI0 TOKYMEHTAITMOHHOMY
00eCIeueHHUI0 yIpaBiICHUs
OBPA3EI CJIYXKXEBHOI'O IMCBbMA KOJUIEIZKA
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ITOJIOKEHUE
0 JOKYMEHTAIlHOHHOM 00eCIe4eHNH yIpaBieHus (O AeI0NPONU3BOICTBE)
OTI'AIIOY «HOBOOCKOJIBLCKUI KOJIIEIK)

JAEITAPTAMEHT
BHYTPEHHEW U KAJIPOBOM
HOJIMTUKH IlepBoMy 3aMeCTHUTEII0 HAYAJTBLHUKA
BEJI'OPOJACKOM OBJIACTU AenapraMeHTa BHYyTPeHHEH 1
00J1acTHOE TOCyAapCTBEHHOE KA/POBOil MOJMTHKH 00J1aCTH
aBTOHOMHOE NPOo(eCCHOHAIBHOE O.A. IlaBaoBoi

oOpa3oBaTe/ibHOE yYpexKAeHue
«HOBOOCKOJIBLCKHH KOJLJIEIA»
(OI'AITIOY «HoB0OCKOJIbCKHI

KOJLJIEIK)

Bopogckoro yi1., 1.48, r. HoBbiii Ockod

benroposackas 06i1., 309640
ten. 8(47)233- 4-53-84
daxc 8(47)233- 4-54-04

E-mail: NSHK2003@mail.ru
Ne

(0) NnMpeacraBjJcHUN K HATPAKICHUTIO

Ol'AIIOY "HoBooCkonbCKMM KOJUIEIK'" XOJaTalCTBYeT O MOOomIpeHuHn biaromnapHocThio
JiernapTaMeHTa BHyTpeHHEeH 1 KapoBoi noauTuku benropoackoii obnactu:

MypamkuHoii CBerianbl EBreHbeBHBI — IperogaBaTelisi 001eo0pa3oBaTelbHBIX JHUCIUTUIAH
OI'AIIOY "HoBooCKOJIbCKUH KOJIEIk" 32 MHOTOJIETHUM 100pOCOBECTHBIN TPy, OOJIBIION JINYHBIHI
BKJIa/I B BOCIIUTAHHE TIOJPACTAOIIETO MTOKOJICHHSI U B UECTh 55-JIETHUS CO THS POKICHHUS.

IIpunoxenue:
1. CnpaBka- oObekTuBKa - 1 1.
2. llpencraBnenue -2 1.
3. TapanTuiiHoe nucemo - 1 1.

Hupextop OT'AIIOY «HoBOOCKOIBCKHI KOJIIEHK» C.B. Ocunos

Wcnomuurens
Bby3ynyuxas JI.B.
8(47233) 4-51-12

[Tpunoxenue Ne 6
K MHCTpYKIIMK TIO0 TOKYMEHTAIIHOHHOMY
00eCneueHUI0 yIpaBIeHUsS
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ITOJIOKEHUE
0 JOKYMEHTAIlHOHHOM 00eCIe4eHNH yIpaBieHus (O AeI0NPONU3BOICTBE)
OTI'AIIOY «HOBOOCKOJIBLCKUI KOJIIEIK)

OBPA3EIl O®OPMJIEHUS TOKJIAJTHOM 3AIIUCKH

(HauMeHOBaHUE MOAPA3CICHUS) Hupexropy OI'AIIOY
«HOBOOCKOJIBCKUIT KOJUICIKY
C.B. OcunoBy
JTOKJIAJTHASL 3AITUCKA
00.00.2013 Ne
(6xo0awul)
B coorBeTcTBUM ¢ IJIaHOM PabOTHI 00.00.2016 roma B

KOJUIEJDKE TPOBOAMIICA CEMHHAp I npenojasareneil no teme «lIcuxonoro-
NeJaroruyeckue MOAXOApl K OpraHu3aluu mpouecca oOydenus». IIpoBenenue
ceMuHapa TpeOOoBaI0 MYJIbTUMEIUIMHOTO COTPOBOXKIACHUSI.

JIabopaHT, OTBETCTBEHHBIN 3a MOATOTOBKY TEXHUKH [JISI MYJIbTUMEIUUHOIO
COIIPOBOXAECHHUS, OTCYTCTBOBaJI Ha paboueM Mecre. B pesynbrare 3TOr0 cemMuHap
Obl1 mpoBeAeH 0€3 MyJIbTUMEAUINHOIO COMPOBOXKIAEHUS, YTO OTPHUIATEIHHO
CKa3aJIOCh Ha KayeCcTBE M0auu HH(popMauu.

Bo wu30exaHue nomOOHBIX CHUTyallMid Mpeasiaral0 BBECTH yOJMpOBaHUE
(GYHKIMM TOATOTOBKM TEXHUKU JJIsl TPOBEJIEHUS CEMHUHApPOB €IIE€ OJHOMY]
71a00paHTy.

3am. gupekropa no HMP (moamuce) T.B. UyBakuna

OBPA3EIl O®OPMJIEHUS CJTYKEBHOM 3AITMCKA

| Ne | Ilata | CJOYKEBHAS 3AITUCKA | Ne | Iata




ITOJIOKEHUE
0 JOKYMEHTAIlHOHHOM 00eCIe4eHNH yIpaBieHus (O AeI0NPONU3BOICTBE)
OTI'AIIOY «HOBOOCKOJIBLCKUI KOJIIEIK)

00.00.2010
BXOJIAIINHN UCXOSIIINN

Komy Ocunosy C.B. Om kozo by3ynyukoii JI.B.
Ilo éonpocy: Y CTaHOBIEHHUS AOTIATHI

Cooepircanue: B cBsi3U CO 3HAUNTENBHBIM yBEJIMYEHHEM 00BEMOB 00padaThIBaeMOM
KOPPECHOHIEHIINH, MOCTYMAOIIEH B CBSI3U C PEOPTraHU3alMEN yUpEeKIEHUs, IPOLLY
Bac wu3bpickaTh BO3MOXXHOCTb YCTAHOBJIEHHMsSI BPEMEHHOM JOIUIaThl J1a0OpaHTY
Konecnukosoi B.1.

Jlonxcnocmy  3aMeCcTUTEIb TUPEKTOPA M0 yueOHOM padoTe
Iloonuce

Jitst otMeToK
Y PE30JIIOLUAMN

[Tpunoxenue Ne 7
Kk MHCTpyKIIMK TTO TOKYMEHTAIIMOHHOMY
00ecCIeyeHuI0 yIpaBieHUs

OBPA3ELl O®OPMJIEHUA 3AABJIEHUSA

(odopmiisieTcss pyKONMUCHBIM CIIOCOO0OM)
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ITOJIOKEHUE
0 JOKYMEHTAIlHOHHOM 00eCIe4eHNH yIpaBieHus (O AeI0NPONU3BOICTBE)
OTI'AIIOY «HOBOOCKOJIBLCKUI KOJIIEIK)

Hupextopy OI'AIIOY
«HOBOOCKOJIBCKUIT KOJUICIKY
C.B. OcunoBy

Ipero1aBaTes
®ponosor O.N.

JAABJIEHUE

IIpowy npedocmagumo MHe 4acmo exce200H020 ONIAYUBAEMO20 OMNYCKA
6 konuuecmee mpex Oweti ¢ 1 no 3 ghespans 2016 2.

(mara) (moamuchk) O.U. ®poinoBa

[Tpunoxenue Ne 8
K MHCTpYKIIMY TTO TOKYMEHTAITMOHHOMY
00ecCIeyeHuI0 yIpaBieHUs

HEPEYEHDB JOKYMEHTOB, HOVIEXKAIIUX YTBEPKIEHWUIO
36



ITOJIOKEHUE
0 JOKYMEHTAIlHOHHOM 00eCIe4eHNH yIpaBieHus (O AeI0NPONU3BOICTBE)
OTI'AIIOY «HOBOOCKOJIBLCKUI KOJIIEIK)

AKTBI IPOBEPOK, CIIACAHHUS, SIKCIIEPTU3BI, IEPEAYU ACII U T. 1.

WMHcTpyKnuy, npaBuiia — JOJHDKHOCTHBIE, BHYTPEHHETO TPYIOBOTO PACTIOPSAAKA U T.J.
OT4eTsl 0 1EeATETbHOCTH, KOMaHAUPOBKAX U T.JI.

[lepeuynn JOKyMEHTOB

[1maHbl IPOU3BOACTBEHHBIE, PA3BUTHS, BHEAPEHUS HOBOW TEXHOJIOTUH U T.II.
[Tonoxenus

[Iporpammel npoBeaeHUst pabOT U MEPONTPUATUI

CMmeTsl pacxooB

CrpykTypa W mITaTHasi YUCIEHHOCTh

[IITaTHBIE paciMCaHKs U U3MEHEHUS K HUM

['padux yueOHBIX 3aHATHIA

[Tpunoxenue Ne 9
K MHCTpYKIIMY TIO0 TOKYMEHTAIIHOHHOMY
00€eCMeYeHNIO YIIPABICHUS

INEPEYEHDb JOKYMEHTOB, HE IO/VIEZKAIIUX PETUCTPALIUHN

Coo011eHus 0 3aceIaHnsIX, COBEIIaHUAX M IMOBECTKAX JHS
37



['paduku, 3a1BKu
CBojaku 1 uH(pOpMaIUs, TPUCIAHHbBIE JJI CBEICHUS
Y4eOHbIe MIaHbI, TPOTPAMMBI
PexiramHbIe M3BEIICHMS, TUIAKATHI, TPANC-TUCTHI U T.I1.
[To3mpaBuTeIbHBIC TUCHMA
[TpurnacurenbHbIC OUICTHI

[leuatHble n3aaHus (MOAJICKAT PETUCTPALIUU B OUOTNOTEKE)

I[TOJIOKEHHME

@OopMBI CTATUCTUYECKON OTYETHOCTH
KoppecnonaeHuus ¢ momeTkon «JInano»

0 JOKYMEHTAIlHOHHOM 00eCIe4eHNH yIpaBieHus (O AeI0NPONU3BOICTBE)
OTI'AIIOY «HOBOOCKOJIBLCKUI KOJIIEIK)

[Tpunoxxenue Ne 10
Kk MHCTpYKIIMK TT0 TOKYMEHTAITMOHHOMY
00ecCIeueHnI0 yIpaBiIeHUs

OBPA3ELL )KYPHAJIA PETUCTPAIIUU BXOIAILEN

KOPPECIIOHJIEHIIUU
Jara Mara | Koppecrionnenr | Kparxoe | Mcnomxwrens, Cpox [ Tprmeyanmne
TIOCTYTIJICHUS | IOKyMEHTa (aBTOp) COZICPYKAHUE | CONEPYKAHUE | WICTIOTHEHUS
WUHICGKC | W HHICKC PE30ITFOLIM
1 2 3 4 5 6 7
[Tpunoxenune Ne 11
Kk MHCTpYyKIIUU 110 TOKYMEHTAIIMOHHOMY
00eCreueHHnI0 YIpaBICHUS
OBPA3EIl KOHTPOJIBHOI'O )KYPHAJIA
Ne | Orkyma | Kparkoe OUO un Cpok OrmveTka 00 HCTIOJTHEHUH
I | TIOCTYIIA | COACPXAaHU | NOJDKHOCTH | WCIIOJHEHW | 3MeHeHu [TpyunHa Jara
I | JIJIOK-T, e UCTIOJTHUTES b €CpOKa | HEHCTIONHEH! | WCTIONHEHH
€ero s s s
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ITOJIOKEHUE
0 JOKYMEHTAIlHOHHOM 00eCIe4eHNH yIpaBieHus (O AeI0NPONU3BOICTBE)
OTI'AIIOY «HOBOOCKOJIBLCKUI KOJIIEIK)

HOMEp U
Jiara

[Tpunoxenune Ne 12
K MHCTpYKIIMY TIO0 TOKYMEHTAIIHOHHOMY
00eCreueHUI0 yIpaBIeHUs

HNEPEYEHDBb IOKYMEHTOB, HA KOTOPBIX CTABUTCA 'EPBOBASI
IMEYATDH
(OCHOBHASI (KPYTJIASI) TIEYATD)
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ITOJIOKEHUE
0 JOKYMEHTAIlHOHHOM 00eCIe4eHNH yIpaBieHus (O AeI0NPONU3BOICTBE)
OTI'AIIOY «HOBOOCKOJIBLCKUI KOJIIEIK)

AKTBI

ApXUBHBIE CIIPABKHU

ApXUBHBIE KOTTUU

JloBepeHHOCTH

JloroBopsl

3aKJIIOYCHHS U OT3BIBBI
KomanaupoBoUHbIE yA0OCTOBEPEHUS
[IpencraBiienns U XoaaTancTBa
[Incema rapaHTUHHBIE

[Topydenus (OromxeTHBIE, 0aHKOBCKUE, IEHCHOHHBIC, TIIATS)KHBIC U T.11.)
[Tonoxenus

PeecTpsl (4eKoB, OO KETHBIX TTOPYUEHUM, TIPEICTABIISIEMBIX B OAHK)
CwmeTbl pacxoa0B

CnpaBku

Y nocroBepeHus

3a4yeTHbIC KHUXKKU

CryneHueckue OMIeThI

Jumnomer*

Ceptudukarsr™

CBunerenbcTBa*

Ycrap*

[lItatHOE pacnucaHue™

Ilpumeuanue: Ha nOKyMEHTHI, TTOMEUEHHBIC 3BE3JI0YKON™, craBUTCA
TOJIBKO repOoOBasi Ne4YaTh.

[Tpunoxenue Ne 13
K MHCTpyKIIMK TTO TOKYMEHTAIIMOHHOMY
00ecCIeyeHuI0 yIpaBieHUs

OBPA3EIL )KYPHAJIA PETUCTPAIINA NCXOISIIEN

KOPPECIIOHAEHIINN
Hara | Nnapekc | KoppecnioHneHT Kpatkoe Ucnonnaurens | [Ipumeuanue
COJIEpIKaHHE
1 2 3 4 d) 6
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I[TOJIOKEHHME
0 JOKYMEHTAIlHOHHOM 00eCIe4eHNH yIpaBieHus (O AeI0NPONU3BOICTBE)

OTI'AIIOY «HOBOOCKOJIBLCKUI KOJIIEIK)

[Tpunoxenue Ne 14
K MHCTpYKIIMK TTO TOKYMEHTAIlMOHHOMY
00eCneUeHHUI0 YIPaBICHUS

OBPA3ELl O®OPMJIEHMS ' KYPHAJIA PETUCTPAIIUU ITPUKA3O0B

Nunexc Jara HUcnonnurens Conepxanue IIpumeuanue | Pocniuch B
MIOJIyYEHUN
1 2 3 4 3) 6
1 00.00.2013 | ®wupcona O HampaBiIeHUH
JL.b. CTYJICHTOB .....
OBPA3EIl O®OPMJUIEHUA KYPHAJIA PETUCTPALIUNU
PACHOPSIDKEHUIA
Hnnexc Jlara Conepxanue HUcnomaunrens
1 2 4 3)
01-p |00.00.2013 O momycke B CIIOPTUBHBIN 3a11 OpUTaabl ®upcona H.IL
CTpOUTEIIEH

[Tpunoxenue Ne 15
Kk MHCTpyKIIMK TTO TOKYMEHTAITMOHHOMY
00ecCIeyeHuI0 yIpaBieHUs

OBPA3EI ’KYPHAJIA YYETA PABOTHHUKOB, BBIGBIBAIOIIINUX B
KOMAHIANPOBKY M3 OI'AIIOY «H0oB0OCKOJIBbCKHI KOJLIEINK»

Ne OUO Jlata 1 HOMEDP MecTo KOMaHIUPOBKU Jlata Jara
I | KOMaHAUPOBAHHOTO | KOMAaH/.y0CTO- | HamMeHnoBaHue ITyHKT BBIOBITHS | TPUOBITHS
paboTHHUKA BEPEHMUS OpraHu3alMy | HA3HAYECHMUS
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ITOJIOKEHUE
0 JOKYMEHTAIlHOHHOM 00eCIe4eHNH yIpaBieHus (O AeI0NPONU3BOICTBE)
OTI'AIIOY «HOBOOCKOJIBLCKUI KOJIIEIK)

2 3 4 5 6 /

[Tpunoxxenune Ne 16
K MHCTpYKIIMY TIO0 TOKYMEHTAIIHOHHOMY
00eCneueHUI0 YIpaBIeHUs

O®OPMA HOMEHKJUIATYPBI AEJI KOJVIEJTZKA
(CTPYKTYPHOI'O ITOAPA3AEJIEHU )

O06acTHOE TOCYJaPCTBEHHOE aBTOHOMHOE YTBEPX/JAIO
npodeccuoHagbHOe 00pa3oBaTEIbHOE Hupextop OI'AIIOY
«HoBoockonbckuit komiemk» (OTAIIOY «HOBOOCKOJIBCKUIT KOJUIEIK)»




ITOJIOKEHUE
0 JOKYMEHTAIlHOHHOM 00eCIe4eHNH yIpaBieHus (O AeI0NPONU3BOICTBE)
OTI'AIIOY «HOBOOCKOJIBLCKUI KOJIIEIK)

«HOBOOCKOIBCKHI KOJICIK) C.B. Ocunos
« » 20 r.

HOMEHKIJIATYPA IEJI

Ha 2016  rox

r. HoBbiit Ockon

Wunexc gena 3aroj0BOK Jiena KomnyecTBo Cpoxk [Tpumeu
(ToMa, 4acTH) nen (TOMOB, XpaHEeHUs aHue
4yacTeil) nena (Toma,
gacTh) u No
cTaTeu 1o
MIEPEYHIO
1 2 3 4 5
HanmMmenoBanue q10KHOCTH (moMHCH) N.0. Gamunus

[Tpunoxenue Ne 17
Kk MHCTpYKIIMK TT0 TOKYMEHTAITMOHHOMY
00ecCIeueHuI0 yIpaBiIeHHUs

WHJEKCHI CTPYKTYPHBIX IIOJIPA3AEJIEHUN KOJJIEKA

01- Kanuensipus

02- VYuebnas padota

03- Bocnurarensnas pabota

04- Haydno-meroanueckas pabota

05- Otnenenue ouHOU hopmMbI 00yUEHUS
06- Kanpsr
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ITOJIOKEHUE
0 JOKYMEHTAIlHOHHOM 00eCIe4eHNH yIpaBieHus (O AeI0NPONU3BOICTBE)
OTI'AIIOY «HOBOOCKOJIBLCKUI KOJIIEIK)

07- bubnuoteka
08- MenuiuHcKkas 9acThb
09- Bbyxranrepus
10- ApxuB
11- [Tpodcoros
Ilpumeuanue: WHAEKCH CTPYKTYpPHBIX MOApa3ICICHUN YCTaHABJIMBAIOTCS

(dunmanamMm caMmoCTOSATEIbHO

[Tpunoxxenne Ne 18
K MHCTpYKIIMY IO TOKYMEHTAI[HOHHOMY
00ecCIeueHuI0 yIpaBiIeHHUs

OBPA3EIl O®POPMJUIEHUSA OBJIOKKHA AEJIA
(Dopmat A4)

JIMCT-3ABEPUTEJIb IEJIA Ne

B nene noammTo v mpoHyMEpOBaHO JIMCTOB
nudpaMu IPOIMKUCHIO

c Ne no Ne
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ITOJIOKEHUE
0 JOKYMEHTAIlHOHHOM 00eCIe4eHNH yIpaBieHus (O AeI0NPONU3BOICTBE)
OTI'AIIOY «HOBOOCKOJIBLCKUI KOJIIEIK)

B TOM YHUCJIC.
JIMTCPHBIC HOMCpPA JINCTOB

MPOMYIIICHHBIC HOMEpa JIUCTOB

+ JIMCTOB BHYTPEHHEN ONUCH

Oco6eHHOoCTH (PU3UYECKOTO COCTOSIHUS U HoMepa IMCTOB
dbopmMupoBaHusl Jiena
1 2

OTBeTCTBEHHBIN PAOOTHUK:

TIO/IITHCH
®UO pacuudpoBka
« » 20 T.
[Tpunoxenue Ne 19
Kk MHCTpYyKIIUU 110 TOKYMEHTAIIMOHHOMY
00ecCIeueHuI0 yIpaBiIeHUs
OBPA3EIl OIIUCHU
(popmar A4)
ObmacTHOE TOCYTapCTBEHHOE «YTBepKIaro»
aBTOHOMHOE PO ECCUOHAITBHOE Hupektop ®I'OY CIIO
o0pazoBaTenbHOE YUPEIKICHUE «HOBOOCKOIBCKMIA KOJIIEIK»

«HOBOOCKOJIBCKMIT KOJUIEIK» C.B. Ocunos
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ITOJIOKEHUE
0 JOKYMEHTAIlHOHHOM 00eCIe4eHNH yIpaBieHus (O AeI0NPONU3BOICTBE)
OTI'AIIOY «HOBOOCKOJIBLCKUI KOJIIEIK)

Donpg Ne

Onucek Ne JI€J1 IOCTOSIHHOTO XpaHEHUs 32

Ne | Mnpexc | 3arosioBok aeina Kpaitnue Koi-Bo Cpok [Ipumeuan

n/n | gena JaThI JUCTOB | XpaHEHU ue

A
1. 2. 3. 4. S. 6. 7.

B naHHO# onycH BHECEHO JIEN C 1o IIT., IPOITYIIEHHBIX HOMEPOB HET
JUTEPHBIX HOMEPOB HET.
Onrcek cocTaBiaeHa OTBETCTBEHHBIM 3a apXUB OO
CornacoBaHo
[TpoTokon DK Ne OT

OBPA3EIl AKTA
0 BbI/IeJIeHUM K YHHYTOKEHHUIO IOKYMEHTOB, He MOAJIeKAIMNX XPAHEHUI0
(popmar A4)
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ITOJIOKEHUE
0 JOKYMEHTAIlHOHHOM 00eCIe4eHNH yIpaBieHus (O AeI0NPONU3BOICTBE)
OTI'AIIOY «HOBOOCKOJIBLCKUI KOJIIEIK)

YTBEPX/IAIO
Hupektop OI'AOY CIIO
«HoBoockonbckuit
KOJIJIC K
C.B. Ocunos
« » 201 roja

AKT

Komuccus B cocrase:
npenacenarens komuccuu: OUO - 10KHOCTH
yjieHsl koMuccun:  DOHO — 10IDKHOCTH

®OUO — 10IKHOCTD

DUO - 10KHOCTE
COCTaBUJIA HACTOSIIUMA aKT B TOM, YTO COTJIaCHO MHCTPYKIIUK XPAHEHUS TOKYMEHTOB
MOJIeXKAT CIIMCAHUIO M YHUUTOXKEHUIO CIEAYIOIINE JOKYMEHTHI 32
Y4EOHBIN TO;
- KypCOBBI€ pa0OThI MO CHEIHATBLHOCTH B KOJIMYECTBE —

T. (CIIUCKU MPUIIAraroTcs);

- THEBHUKH-OTYETHI ITO CIICIIUAITLHOCTH -
MPOU3BOJICTBEHHON U KBATU(UKAIIMOHHON MTPAKTUKE B KOJTUYECTBE —
(CTIMCKYM TIpUIIararoTcs);

[Ipencenarens KOMUCCUU: OdUO
YUneHsl KOMUCCUU: dUO
OdUO

0140
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