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BBEJAEHHUE

B ctpouTenbHOM opraHu3aiuu BeaeTcs pabora
HE TOJIBKO C I[IPOEKTHO-CMETHOU M OpraHu3aLu-
OHHO-TEXHOJIOTUYECKOU NOKYMEHTALIMEH (ITpOCK-
Thl OpraHMU3allMu CTPOMUTENBLCTBA, TPOCKThl NPO-
U3BOACTBA paboT, TEXHOJOTMYECKHUE KAPTbI), HO M
C OPraHU3aLMOHHO-PACHOPAAUTENIBHBIMA OKY-
MeHTaMU. Cl1aXEeHHOCTb ¥ YETKOCTb BbIITOJIHEH S
CTPOUTEJIbHO-MOHTAXHbIX paA0OT BO MHOIOM 33BU -
CSIT OT TOro, KakK INnocrasjieHa padora ¢ OpraHu3a-
LHITMOHHO-PACITOPAAMTENbHbIMHA JTOKYMECHTAMM.

OpraHu3allMOHHO-PACIIOPAAUTENIbHBIE JIOKY-
MEHTbI COITPOBOXIAIOT YIIpaBJI€HYCCKNE (PYHKIIUU
BHYTPU OPraHU3aLUN U ABJIAIOTCSI OJHHUM M3 Ka-
HAJIOB CBA3M C BHELIHUM MUpOM. OObeM paboT ¢
OYMaAXXHBIMU JOKYMEHTAMHU [IPOTOJIXKAECT OCTABATh-
CS1 3HAYUTEJIBHBIM.

OpraHu3aliMOHHO-PACTIOPAAUTEAbHBIC JOKY-
MEHTbI OOCJIYKUBAIOT KOJUIEKTUB OPraHU3alMU B
[IpOIECcCe €€ CTPOUTEJILHOU NESATEJIBHOCTH.

OT1CcyrcTBUE HABbIKOB U JUCUUILIUHBI B pado-
T€ C JIOKYMEHTaAMU SIBASIETCS CYIUECTBEHHbIM He-
NIOCTATKOM B MOATI'OTOBKE CeKpeTaps, pedepeHTa,
CNEeUUAIMCTOB U pyKoBoauTeaeit. YTobwl IpaBuib-
HO U OBICTPO NMOAIOTOBUTb JOKYMEHTbI, HEOOXO-
IUMO 3HaTb HNPEABABASIEMbIE K HUM TPeOOBAHUSI.
HeBbinosHeHUe 3TUX TPEOOBAHUN MOXET JTUILIUTD
JIOKYMEHTbH! IOPUAUYECKOH U TNPAKTUUYECKOU 3Ha-
JYUMOCTH.

OpraHn3allMOHHO-PACIOPSIANTEIIBHBIC /1OKY-
MEHTbl — 3TO KOMILIEKC JOKYMEHTOB (aKTbl, pac-
[TOPSiXXEHUS, MUCbMA U T.I1.), OObeAUHEHHBIX J10-
TMYECKOM CBA3LI0 1O TEMATUKE CTPOUTEILHOM
OpraHMU3alluy, OTIIPABUTEISIM M ITOJIYYATEJISIM, PY-
KOBOJIUTEJISIM U UCTIOJTHUTEIISIM.

K 0COBEHHOCTIM CTUISI JIOKYMEHTOB TEKYLLE-
ro BpEMEHU MOXHO OTHECTU HOBbIE (POPMbI OOpa-
(IIEHUS K ajpecary, TNpUMEHEeHHE BMECTO MMEH-
HbIX (BO3BEACHUE 3/1aHUS1) IJIaroJibHbIX (BO3BECTH
31aHue) ppas, YTo NPUAAET TEKCTY COBPEMEHHDIIA,
TO ecTb Doslee NIMHAMUYHBIK XapakTep. TeKcT co-
BPEMEHHOTO JOKYMEHTA OTJNMYACTCd TOYHOCTbIO,
HE [OMNMYCKAIOUIEN HECKOJNBKUX TOJIKOBAHUM, Oll-
HO3HAYHOCTb €ro MpUbIUXKAETCH K TEKCTY 3aKO-
HOATEIbHBIX TOKYMEHTOB. OCHOBHBIM TpeOOBaH U -
€M K TEKCTY JIOKYMEHTOB SIBJISIETCSl €ro YHUpUKa-
uust. Hpu yHudHKaLMU TEKCTOB JOJIXKHBI cOO10-
NaThCy CleAYIoIUe MPUHLMIIBL:

TOYHOE OTPaAXEHHUE B TEKCTE COACPXKAHUSA CU-
TYalLUH;

COOTBETCTBUE COAECPXAHUS BUAY HOKYMEHTA;

UCMOJIb30BAHNE YCTOUYUBBIX peYE€BBIX 000PO-
TOB KU CJIOBOCOYETAHHWH, A4 TAKXKE TEPMHUHOB, CO-
KpallleHUW U YCJIOBHBIX OODO3HAYE€HUM, YCTAHOB-
JIEHHBIX CTaHJAapTaMM.

HacrosiniMe peKoMeHaalluu cOCTaBJEeHbl Ha
OCHOBE U3yuyeHUsI U 0000LIEHHUS ONbITA JOKYMEH-
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To0bOpOTa K pabOTHI C JOKYMEHTAMM B CTPOUTEIIb-
HBIX opraHu3auusax MocksBbl © MOCKOBCKOH 0D-
JACTU U C YYETOM TIOJIOKEHUU HOPMATUBHbLIX U

metoauueckux gokymeutos 'OCT P 51141—-98,
[[OCT P 6.30—2003, OK 011-93 (OKY1).

I. OBJIACTb IPUMEHEHHUA

Hacrosiu JOKYMEHT pacIipoCTpaHsEeTCs Ha
OPraHyU3allMOHHO-PACHOPSAIUTEIbHbIE JOKYMEHTDI
B CTPOUTEJbHON OpraHU3aliuu U IIPpUMEHSIETCS sl
oOecrmeYyeHUs €JIUHbBbIX Ui HAaHHOW OpraHu3aluu
NMpaBuJl BEACHMUSA INOKYMEHTOODOOpOTa (perucrpa-
LU, yieT, o0padoTKa U NnoAroToBKa NOKYMEHTOB,
KOHTPOJb UCTIOJTHEHMSI, MTOPSAAOK TUPAKUPOBAHUS,
cucTeMaTu3auus, MOoAroToBKa JJIsA CAA4YU B apXHUB
U XpAHEHUE NJOKYMEHTOB).

BreirmosiHEHHE 3TUX ITPaBUJI CITOCOOCTBYET CBO-
eBPpEMEHHOMY ¥ TOYHOMY UCMOJIHEHUIO HOKYMEH -
TOB B COOTBETCTBUU C JACHUCTBYIOLLIHMM 3aKOHO/Aa-

TCJIIbCTBOM.

2. HOPMATHUBHDIE
U METOANUYECKHE JOKYMEHTDI

[TOCT P 51141—98. /leyionnpon3BOACTBO U ap-
XUBHOE 1eJI0. 1epMUHbI U OIpeaeICHUS.

[TOCT P 6.30—2003. YC/I. YHUPUILIMpOBAHHAS
CUCTEMA OpPTraHM3aUMOHHO-pacHnopsaaIUTETBHOU
JOKYMEHTaUUHn. TpedboBaHKd K O0POPMIECHHIO 10-

KYMEHTOB.
OK 011-93 (OKY/l). Obiepoccuitckui kiac-
CU(hHUKATOp YNPABIECHYECCKON JOKYMEHTALUU.

3. TEPMMUHLI U OIIPEAEJIEHNSA

Huxe 1npuBoIsITCA TEPMUHDbI U UX onpenele-
HHUs B 001aCTU OpraHU3allMOHHO-PACIIOPSIAUTEN b-
HBIX JOKYMEHTOB, HauboJiee HIMPOKO UCIOJb3ye-

MbI€ B CTPOUTEJILHOU OpPraHUu3almnu.

AKT — JOKYMEHT, COCTaBJIeHHbI OpraHu3a-
HUAMUA (IMUAMH) U TTOATBEPXKAAOWMN COOBITUS
(hbakThl).

JloroBOp — JOKYMEHT, NOJATBEPXKIAIOLIUN CO-
[JIAIIEHHUE MEXAY CTOpOHAMHU (OpraHU3aLMSIMHU,
OpPraHM3aUUAMHU U JIMLIAMMU ).

JLOJKHOCTHAA MHCTPYKIMA — JOKYMECHT, YC-
TAHABJIUBAIOUIMHU MOPSAIOK BBIINIOJTHEHUS padboT U
perJiaMEHTUPYIOLIMHN JODKHOCTHBIE 00SA3aHHOCTH,
OTBETCTBCHHOCTD, ITPaBa, B3aMMOOTHOLLIEHUS MeX-

1Y COTPYJHHKAMU OpraHMu3alLlUuu.

OTder — JOKYMEHT, COAEPXKAILUMUIA CBEIEHUSI O
BbIITOJIHEHUHU 3aJaHUH, TOPYUYEHHUH, I1JIAHOB U T.I1.
U MPEJCTABISIEMbIM B BbILECTOALIYIO OpraHM3a-
LU0 (LOJIXKHOCTHOMY JIUILY).

IIucomo (neJioBoe, ciyxkedHoe, nHdpopMaLKr-
OHHOE, COIIPOBOAUTEINILHOE U T.I1.) — JMOKYMEHT,



CAYXAILLUKN CPEICTBOM OOILUECHUA MEXIY OpPraHHu-
3ALUSIMMU.

1loaoxenue — NOKYMEHT, YCTAHABIMBAIOILUMA
OCHOBHbIE€ NPUHIIUIIBI U CUCTEMHO CBSI3aHHBIE
MEXJIY COOOM IpaBwia NeSTCJIbHOCTH OpraHu3a-

HUH (CTPYKTYPHBIX MOAPA3INCICHUMN ).

Ilpuka3 — NOKYMEHT, 00S3aTECNbHBIA LIS Bbl-
MOJIHEHUS OpraHu3auuei (JO/DKHOCTHBIM JIMLIOM).

IIpoTokoa — IOKYMEHT, COAECPXalllUM 3aIUCh
X0J1a OOCYXXKIEHUA BOIIPOCOB U PELUCHUH, ITPUHSA-
ThIX HA COBCILIAHHMSIX, 3acClaHUsAX U CODpaHUAX.

Pacnopsaxenne — JNOKYMEHT, 00si3aTe/ibHbIN
NI BBIMMOJHECHHUS YKa3aHHBIMU B HEM JOJIXHOCT-
HBIMH JIMLIAMU U B YCTAHOBJIEHHBIU CPOK.

CayxeOHas 3anMcKa — JOKYMEHT, CIYXalluu
CpEJCTBOM OOLICHHUSI MEXIY NOKHOCTHBIMH JIH-
I[AMH OJHOU OpraHU3alUU.

CnopaBka — NOKYMEHT, COACpXAaIlMi OITUCa-
HHUE CAYXECOHBIX COOBITHI ((PaKTOB).

4. ObHIME 11OJOXEHWA

4.1. JloOKyMEeHTBbI OpraHu3alUuu SBISIIOTCH €€
COOCTBEHHOCTHIO, BKJIIOYAIOTCS B HUMYIIIECTBO Opra-
HU3aLUUH, NTOPSAOK padOThl C HUMH PETYJIUPYETCS
HOPMAaTUBHO-METOAUYECKMMU NOKYMEHTAMHU Po-
crexperyjapoBaHuss U PenepajlbHOM APXUBHOM

CJIYXOBI POCCUMN.

4.2. JIoKyMEHTbBI, NOCTYNAKOUIUE U3 BbILIECTO-
SI{UX OpraHHU3alMU, JOBOAATCI N0 CTPYKTYPHBIX
MoApa3neJeHU NyreM H3JaHUA TIPUKA30B, pdcC-
MOPSXKEHUU, YKA3AHUHU, B KOTOPLIX COHACPXUTCS
CChIJIKA HA MOCTYNHUBUIMU NTOKYMEHT, WU3jaracrcsd
€ro CoACpXaHue U NnpeaycMaTpuBalOTCad MEPOIIPH -
SITUSI, IToUTeXalle BbINMTOJHEHUIO.

4.3. O0cyxaeHUe BOIIPOCOB HA COBELLAHUSIX,
3aceNaHUusIX, COOpaHUAX (PUKCHUPYETCH B ITPOTO-
KoJ1ax.

I1pUHATHIE pelICHUST JOBOASTCH 10 UCITOJHU-
TEJEHU IIYTEM PACCHLIKH COOTBETCTBYIOILIUX JOKY-
MCHTOB.

4.4. Ilepernrcka ¢ BbILIECTOSAILLIMMHU U IPYTUMU
OpraHM3alMsIMHA, a TAKXKE C rpaxiIaHaMU OCYILIE-
CTBJISIETCSA CTPYKTYPHBIMU MNOApPaA3ACICHUSIMU B
[IpejieIax CBOEN KOMIIETCHLIMH.

flepennucka ¢ opraHamMy BJIACTH U TOCylap-
CTBEHHOI'O Ha/I30pa BEAECTCS PYKOBOJAUTEJIEM Opra-
HU3AIIUN WIH 3AMECTUTEIISIMHM 110 €ro NMOpyyYeHHUIO.

BeneHne nepenucky ¢ NpearpusITUSIMHA U opra-
HU3AIUSAMHM 110 BOIIPOCaM, CBSI3aHHBIM C BBIIOJI-
HeHUEM BOIIOXEHHDBIX HA HUX ODSI3aHHOCTEH, OCY-
HIECTBISIOT PYKOBOJMUTENH CTPYKTYPHBIX IMOAPA3-
JIEJICHUMN.

[loaroroska u opopMiaeHUE NOKYMEHTOB OCY-
ILECTBSIOTCH B COOTBETCTBUU C MPUHATHIMH Ipa-
BWIAMH OOpadOTKM BXOASLLUEN U UCXOASIEU KOP-
PECTIOHICHLIWM.

TexkcT nOKyMeHTa BbIChUIAETCS 1O MoYTe, Me-
penaercs B Buje TeJic(poHOrpaMMbl UM TeJEerpaM-
MBI, 110 (PaKCy, INEKTPOHHOM 1oyTe.

4.5. OnepatMBHOE PYKOBOICTBO U KOHTPOJIb 32
paboTON C JOKYMEHTAMU OCYLIECTBIISACT KAHLIEJIS-
pUsl OPraHU3anuHu.

KaHUuensipus 1acT yKasaHUs o nopsjake pado-
Tbl C ROKYMEHTaAMHU, 00A3aTCJILHbIMU IS UCITOJN-
HEHHMSsI CTPYKTYPHBIMH NOApa3eJIeHUAMNA OpPraHu-
3allMU, TPOBEPAET COCTOSTHHUE ITON pabOThI U OCY-
LLIECTBIISIET OOYyYeHUe COTPYAHMKOB, paboOTAIOLIMNX
C JOKYMEHTAMMU.

4.6. OTBEeTCTBEHHOCTbD 32 COCTOAHUE, NPaBWIb-
HOE BEIEHHE HOKYMEHTOB MU COXPAHHOCTh HOKY-
MEHTOB B CTPYKTYPHBIX noapas3aeyleHUsIX (B orae-
J1aX, y4acTKax ¥ T.I1.) BO3Jaraercs Ha UX pykKoBO-
JUTEIEH.

4.7. PykoBoauTENIM CTPYKTYPHBIX IToApa3aese-
HUH:

00ECIEeYUBAIOT CBOCBPEMEHHOE U 1PABUIILHOE
BBITIOJITHEHUE NMOPYYEHHUHU U PaACOPAIUTENbHbIX
NOKYMEHTOB BBILLIECTOSILLIMX OpraHOB, pYKOBOJCTBA
OPraHu3alUH;

JIOKJIAAbIBAIOT PYKOBOJACTBY O XOJ€ BbINOJIHE-
HUA NAHHBIX UM HOKYMEHTOB;

00eCneynBaloT COXpaHHOCTb JOKYMEHTOB JO
cAaYH UX B APXUB;

obecrneyuBalOT MPaBUIbHOE MCIIOJIb30BAHUE
CPEICTB OPITEXHHUKHU, 3KOHOMHOE PACXOLOBAHHUE
CJIVXEOHbIX OJJTaHKOB M OyMaru,

CITOCOOCTBYIOT COKpPALIEHMUIO MEPEITUCKH, HeE
NOMYCKast €€, €CJAU MOXHO pEHIUTh BOITPOC IYTEM
[MepeEroBOPOB.

4.8. HenocpenctBeHHasi pabota ¢ JOKYMEHTA-
MH BO3JIAraeTcsi Ha COTPYAHMUKOB KAHUEJISIPDUH, CEK-
peTaper, a B CTPYKTYPHbLIX MNOApAa3dCACHUNAX, TIOC
MX NOJLKHOCTHU HE ITpEeayCMOTPEHBI MO LUTATy, —
Ha COTPYAHUKOB, HA3HAYEHHbIX OTBETCTBCHHBLIMH
3a 3Ty padoTy.

4.9. BHOBb HA3HAYEHHbIE COTPYIHUKH, OTBET-
CTBEHHBIE 34 PAadOTY C NOKYMEHTAMH, JOJIXKHBI
ObITH O3HAKOMJIEHBI PYKOBOICTBOM COOTBETCTBY-
IOILIErO TIOApA3ACIEHUS CO CTPYKTYPOH OpraHU3a-
IIUH, YCTAHOBJIEHHBIM MOPSIAKOM pabOThI C JOKY-
MEHTAMH, HOMEHKJIATYPOH IeJ, NOJIXKHOCTHBIMH
O0sI3aHHOCTSIMU M IOJIXXKHbI MMPOMUTH HHCTPYKTAX
B KaHLECAAPHM.

4.10. Ilpu yxone B oTnyck, oTbe31e B KOMaH-

AUPOBKY WIH YBOJIbBHEHNH COTPYAHHMK O0S3aH cIAaTh

[10 YKd3dHH IO PYKOBOACTBA BCC YUCJIALIUECH 3d HUM

NOKYMEHTDI IPYIOMY COTPYIAHHMKY, HA3HAYEHHOMY

OTBETCTBEHHBIM 33 paboTy ¢ HOKYMEHTAMH, KOTO-
PBIX NOJIXEH NMPUHATH MEPBI K UX CBOEBPEMEHHO-
MY MCIIOJIHEHHUIO.

4.11. Ilpu yBosbHeHUU (f€pEMEILEHUH) OT-
BETCTBEHHOIO 332 BeAEHUE paOOTHI C JOKYMEHTAMH
[IPOU3BOLUTCA Mepenaava aea U [I0OKYMEHTOB, O UEM
COCTaBJSIETCH IMPUEMO-CIATOYHBIH aKT, KOTOPLIH
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YTBEPXKIACTCSI PYKOBOJIUTEJIEM CTPYKTYPHOTIO 110/ -
pa3neJICHUA.

4.12. CoaepxaHue JOKYMEHTOB HE ITOJIEXUT
ornamteHuo. C HUMHU MoOryt ObITb O3HAKOMJIEHBI
TOJILKO JIMLA, MMEIOIUE HEMNOCPEACTBEHHOE OT-
HOLLIEHHUE K UCITOJIHEHHUIO 3TUX HOKYMEHTOB. [lpu
MX yTpare HeoOXOOUMMO HEMEUICHHO IMMOCTaBUTH B
U3BECTHOCTb PYKOBOJAMTES CTPYKTYPHOTI'O ITOIpas-
NEeJIEHUS U KaAHLEISAPUIO OpraHU3aluu.

[lepenaBath JOKYMEHTHI (MX KOIIUHM) pAOOTHH -
KaM CTOPOHHUWX OpraHHU3aluHH AOITYCKAaeTcs TOJIb-
KO C pa3pellicHMs] PYKOBOACTBA OpPraHU3alMH.

4.13. J1oKyMeHTBI COCTABISIIOTCA Ha Oymare wiu
Ha ApYyrux HOCUTEINSIX.

[Ipu noaroroBke U oPOPMIIEHUHU JOKYMEHTOB
coOII0AaI0TCH NIpaBKiIa, 00ECIICYMBAIOIIIME IOPU-
ANYECKYIO CUNY JTOKYMEHTOB, OIIEPATHBHOE UX HC-
ITOJHEHHUE U INIOUCK, BO3MOXHOCTb 00pabOTKH H
TUPAXKUPOBAHUS JOKYMEHTOB C ITOMOLIBIO KOM-
NbIOTEPOB U KONUPOBAJIBHON alnapaTyphl.

JlOKYMEHT MMeET IOpUAUYECKYIO CWITY IIPH Ha-
JIMYUU PEKBU3UTOB, 00SI3aTEJ/IBHBIX UIA OAHHOIO
BUJa JOKYMEHTA (1. 4), 1 NpaBUIbHOM UX O(pop-
MJIEHU M.

[TpaBuna opopMiieHUS IPUBEACHBI B pa3aeax
5 u 6 HacTosILIErO JOKYMEHTA.

[Ipv cocTaBieHUU HOKYMEHTOB C IMOMOUIBIO
KOMIIbIOTEPA UcnoJib3yercs mpudt Times New
Roman Ne 13, 14 (119 noaroroBKM Tabnui, IO-
[IyckKaercss Mcnosib3oBath IupudT Ne 12).

4.14. KayecTBO NOAroTOBKU JOKYMEHTA OIpe-
NEJIACTCS HOCTOBEPHOCTBIO MU TOYHOCTBIO COJIEP-
Xauemcss B HeM HHPOpMaAllMU, CTHIEM H3JIOXE-
HUS U cOONIOACHHMEM TITpaBuil OPOPMICHUS.
OTBETCTBEHHOCTD 34 Ka4Y€CTBO IMOATOTOBKH J0O-
KYMEHTA BO3/Iaractcs Ha HMCITOJHUTEISA, a TAKXE
Ha JINLA, 3aBU3UPOBABIIWE U ITOAIMCABIINUE [O-
KYMEHT.

OTBETCTBEHHBIM 33 paboTy C JOKYMEHTaMH
NPeNOCTABASIETCS NTPAaBO BO3BpalLATh UCIIOJTHHUTE-
JIIM HEeNnpaBUIBbHO OMOPMIICHHBIE JOKYMEHTHI HA
nopadoTKy.

4.15. He nonyckaercss BHOCUTb KaKue-JIMOO U3-
MEHEHHUS U J00aBJICHUSA B YTBEPXACHHBIA TOKY-
MEHT 0€3 paspellicHUA JH1a, MOMITUCABUIETO MO-
KYMEHT.

5. ITPABHMJIA PABOTHI C AOKYMEHTAMMUA

3.1. baaskn NOKyMEenTOR

HokyMeHTbl oOopMISIIOT Ha OJIaHKAaX, KOTO-
pbie¢ JTOJKHBI UMETH 00S3aTeAbHbIE PEKBU3UTHI U
YCTAHOBJICHHDBIN 1MOPANOK UX PACIIOJIOXEHHUS.

I[IlpuMeHsII0OT, KaK IpaBUJIoO, clelyloljue
OJIAHKU:

o0IUN OJIaHK U OJIAaHK NMUChbMA;

OJIAHK JOJIKHOCTHOIO JHIIA U KOHKPETHOTO

BUJ1a JOKYMEHTA;
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OJIAHK CTPYKTYPHOIO MoApa3iacjICHUA.
bnaHKku® TOKYMEHTOB U3roTaBJAKWBAIOT HA CBET-

aoi o6ymare dopmaroB A4 (210x297 MM) U AS
(148%210 Mm).

Pexe ucnonb3yrorca popMar A3 (297%x420 mm)
JUISE JOKYMEHTOB, OQOPMJICHHBIX B BHIEC TaOJIHII,
n popMmar A6 (105x148 MM) st 6J1aHKOB pe30-
JTIIOLUH.

YcraHaBaMBaOTCH IBa BapUaHTa pacrojioxe-
HUSI PCKBH3UTOB Ha OJIaHKaAX:

NPOAOJTBbHBIN — IJIT U3rOTOBJICHUSA NOKYMEH-
TOB. TIPUKA3bBI, pacnopsikKeHUsA, pelICHUS, Ipo-
TOKOJbI U T.1I.;

VIIOBOU — JJIS HU3IrOTOBJICHHUA HTOKYMCEHTOB:
CJIVXEOHBIC 3AIMUCKU, TUCHbMA, AKTbI, IMOJIOXECHUA,
MHCTPYKLHUM U T.A.

JINCT HOKYMEHTA HOJKEH UMETDH IMOJIST HE ME-
Hee: JIeBoe — 25 MM, IIpaBoe — 15 MM, BEpxHee U
HUXHee — 20 MM.

JHOKYMEHTHI, OTIIPABISIEMbIC U3 OpraHu3aluHU
U MOAITUCHIBAEMbIE PYKOBOIACTBOM, O(pOpMIISIIOT HA
(pupMeHHbBIX Os1aHKaXx (¢ SMOEeMON OPraHU3ALH).
Ha 31tHx 6;1aHKax 1nocjie HaUMEHOBAHHUS opra-
HU3ALUU TIPUBOAAT CIIPABOYHBIC NAHHBIC, BKIIIO-
YalolIe ITOYTOBBIM U JIEKTPOHHBIM agpeca, HO-
MEpa TeJIC(POHOB U TejaedakcoB U APYIUE CBeElC-
HUS 110 YCMOTPEHUIO OPraHU3alU K.

PupmeHHbIe OJJaHKM M3roTaBIMUBAIOT THUNOr-
padCKUM CITOCOOOM. DTH OJIAHKH ABASIOTCS AOKY-
MEHTAMHU CTPOIroM OTYETHOCTH, VYET U BbL1AYY UX
CTPYKTYPHBIM IOAPA3ACIACHUSAM MMPOU3BOAUT KAH-
LHEAApUS OPTraHU3ALMH.

Yyert 0J1aHKOB OCYILIECTBISIOT C [TOMOLIBIO MO-
PANKOBBIX HOMEPOB, IIPOCTABJISEMBIX Ha ITOJISIX
WX Ha OOpaTHOM CTOPOHE JIUCTA.

HUcnosib30BaHUE KCEPOKOIIUNH (PUPMEHHBIX
O0JIAHKOB HE PCKOMEHIYCTCH.

HaumMeHoBaHMe opraHu3alMy Ha OJaHKe yKa-
3bIBAETCH B TOYHOM COOTBETCTBUM C €€ YCTABOM.

HaumMmeHoBaHue 1ieyaraercs:

Ha IpOAOJbHOM OJIAHKE — IMPOMUCHBIMH OYK-
BaMU;

Ha Yrji1oBoM OJIaHKe — IIPOIIMCHBIMHM MIJIH
CTPOYHBIMUA OYKBAMHU, CTPOYHBIC OYKBBI BbIICJIS-
IOT NOJYXHUPHBIM IHPHUPTOM.

bsaHKHA JOJXXHOCTHOTO JIMIIA UCIIOJIb3YIOT 3a-
MECTUTEIN PYKOBOAUTEIS IS U3MAHUSA TOKYMEH-
TOB B IIpelejiaX UX KOMIIETCHLIUH.

Ha Onanke MOJKHOCTHOrO JiMlla NPHUBOISAT
MMOJIHOC HAMMECHOBAHME OPraHM3allMM U JOJLK-
HOCTh, KOTOpPbIE E€YATAIOT INPONUCHBIMH OYyKBa-
MH H BbIpaBHUBAIOT B IIpEeAEax I0jJeH 1o HEHTPY.

bJIaHKHX BHYTPEHHHUX NOKYMEHTOB H3rOTaBJIU-
BAlOT Ha KOMIIbIOTEPE HEMOCPEACTBEHHO IIPH CO-
3NAHUM JOKYMEHTA.

Ha OnaHkax BHYTPEHHUX NOKYMEHTOB (KpoMeE
CIYXXECOHOM, NOKJIAAHOU, OOBACHUTEIBHOMU 3aIM-
COK) HAUMEHOBAHWE CTPYKTYPHOIrO IOApa3ieJie-




HUA NPUBOISAT NOJHOCTHIO, C YKA3AaHUEM BbIlIIE-
CTOSLIMX CTPYKTYP.

I1py opopMneHUH cinyXeOHOMH, MOKIATHOM,
OOBSICHUTEJBHON 3alMCOK YKa3bIBACTCSI TOJIBKO
HAUMEHOBAHUE CTPYKTYPHOIO IOHAPAa3ncjICHMUA,
KOTOPOE ITeYaTACTCS MPOITHCHBIMH OYKBaMU.

JlonyckaeTcsl BbUICASIT HAUMEHOBAHUE CTPYK-
TYPHOI'O IOApa3ACJICHUA VJIH JOJXHOCTHOrO JIULa

MMOJYXHUPHBIM LLIPHQPTOM.
Hcrnonb30BaHHME MPOU3BOJIbHBIX 0J1aHKOB He

PEKOMEHIYETCH.

5.2. HauMeHoBaHHE XOKYMEHTA

HaumeHoBaHue nokymeHta: [IPUKA3, CI1Y-
XEDbHAA 3AIIUCKA U T.1. JOJDKHO COOTBETCTBO-
BaTh €ro COAEPXKaHUIO U INEPCYHIO NMPUHATBHIX B
OpPraHU3auu JOKYMECHTOB.

HanMeHOBaHHME JOKYMEHTA I1eYaTaloT IMpoIuc-
HbIMHK OYKBaMHM, BbIACJISIOT MOJIYXKUPHbIM LLIPUP-
TOM M OTHEHSIOT OT CACAYIOIUX JAJIEE PEKBU3KHTOB
JXBOMHBIM MEXCTPOYHBIM HHTEPBAJIOM.

HauMeHoBaHHE JOKYMEHTOB MOXET I1€4aTaThCS

B pa3psiaKy.

5.3. Pe3omonusa na JOKYMEHTE

Pe3ononuss nMUIeTcss B BEPXHENW 4YaCTH HeEp-

BOM CTPaAaHULIbI JOKYMEHTA; B HEH YKa3bIBalOT (pa-
MHJIMIO U MHULIMAJIBI UCITOJTHUTEJISI, KOTOPOMY Ha-
[IpaBaAseTCA NOKYMEHT, CONEpXaHWE 3adaHHUA,
[OPsSIIOK U CPOK UCIIONHEHHUSE, CTABUTCA IMOANUCH
PYKOBOAMTEJISI U JaTA.
Ecny UCMOJHHUTENEN HECKOJbKO, TO IEPBLIH
M3 YKA3aHHbIX B PE30JIIOLMH SABISIETCA OTBETCTBCH -
HBbIM 3a UCIIOJIHEHHE BCcero JOKyMeHTa. OTBETCTBEH-
HOCTb 33 CBOEBPEMEHHOE U IPABUJIbHOE UCIIOJIHE-
HUEe 3aJaHHUA HECYT BCE YKA3aHHbIC B PE3OIIOIIUU
MCIIOJIHUTEJIN.

5.4. JlaTta NOKyMeHTa

JlaToii JOKyMEHTa, B 0OLIEeM ciy4yae, siBjisieT-
cs Jarta ero MoAIMCcaHUus WIN YTBEPXICHUA, JUIs
[IPOTOKOJIa — JAaTa 3acefaHUusl (IMPHUHATHUS pelle-
HUSI), IUIS1 AKTa — IaTa COCTAaBJICHMUSI.

Jlnst HanmMcaHUsl AaThl UCIIOAB3YIOT LUPPOBOA
u cioBecHO-LMdpoBoi criocodnl: 01.03.2008 ron
win 17 suBapsa 2008 r.

CnosecHo-uMdpoBOi Criocod HanucaHUA OaT
(nanpumep, 09 asrycra 2008 r.) pekoMeHOyeTcs
NPUMEHSTh B MPUKAa3ax, akTax, MpOTOKoJIax, PH-

HAaHCOBBIX JOKYMEHTAX.

5.5. Anpecar JOKYMEHTa

B kayecrtBe anpecaToB HOKYMEHTOB MOTI'YT OBITH
OPraHM3alMU, UX CTPYKTYPHbIC TTOApa3aeICHUS,
NOJDXKHOCTHBIE M (PU3UYECKHE JTHIIA.

[Ipy HanMcaHUM ampecata B Hayajie yKa3biBa-
IOT HAUMEHOBAHME OPraHU3aALUU-I0JIyyaTeNsd U ee
CTPYKTYPHOI'O rioApa3iejcHUSI B UMEHUTEJIbHOM
najaexe, 3aTeM, IpH HEOOXONMMOCTHU, JOJXHOCTH
U paMUIMIO IMLIA, KOTOPOMY aJIpEeCOBAH JIOKYMEHT,
B JaT€JIbHOM IMa/ieXe, a TAKXE INMOYTOBBIU aJIpec.

[1pu anpecoBaHUU NOKYMEHTa PYKOBOAMTEIIO
OpPraHMU3auMUHU WIH CTPYKTYPHOI'O MNojApa3neneHus
HX HAMMCHOBAHUE BXOAHMT B COCTAB HAUMEHOBA-
HUSl JOJXHOCTH ajpecara.

MHu1Manbl JOJIXXHOCTHOIO MU (bU3NYECKOro
JIM1IA YKA3bIBAIOT Nepel ero (paMUauen M Ipu ie-
YaTaHHH OTHEJIAIOT OT HEEe OAHHUM IPOOETIOM.

LIpocraBiieHHE MoOYTOBOrO aapeca He SABASeTCs

00s13aTeJILHBIM JUISI ITOCTOSIHHBIX a/IpeCaToB.
Ilpu anpecoBaHUM NOKYMEHTA B HECKONbKO
anpecoB (HO He Oosiee yerbipeX) rnoclje nepBoro
aJipecata ! ero ro4ToBOIro ajipeca rneyaTaroTcs clie-
AYIOLIHUE aapecaTbl U UX NMOYTOBbLIE ajpeca.

JIOKYMEHTBI, HAIIPABJISIEMbl€ B BbI1LIECTOSAIIUE
OpraHsbl, aapecyoTcs 0€3 yKazaHUHU HOJIXKHOCTEH
U paMHUINHI, a TAKXKE MOYTOBOro ajpeca.

Alpecart MevyaTacTcs 4epe3 OAUH MEeXCTPOYHBIN
HHTEPBAJ B BEPXHEU 1PaBOH YACTHU JIUCTA B IpE-
fej1aX OrpaHUYUTEJIbHbIX YroJIKOB, & IPU HMX OT-
CYTCTBUU — OTCTYNUB 122 MM OT JIeBOI'O Kpasi JIU-
CTa ¥ HE Hapylasi npaBoro I1oJs.

CocTaBHBIC YAaCTH anpecara IeyaraiorT ¢ HO-
BOM CTPOKH uYepe3 1,5—2 MEeXCTPOUHBIX UHTEPBA-
J1a CTPOYHBIMM OYKBAMHU, KpOME TEPBOU IMPOIUC-
HOM. Touka B KOHIIE aapecara HE MPOCTABISETCH.

5.6. 3aros10BOK K TEKCTY JOKYMEHTa

[lepen TekcToOM JOKYMEHTA MUILETCHA 3arojio-
BOK, COCTOSIILUUA U3 HAUMCHOBAHHUA JOKYMEHTA H
€Ero TEMAaTUKM.
3aroJIoBoK AOJIKeH ObiTb KpaTKHUM (He Oosiee
2—3 CcTpOK).

3aroJIoBOK 11e4aTaroT OT JIEBOIO MOoJIs Yepe3 OUH
MEXCTPOUYHBIN MHTEPBAJ, IIPUUYEM KaXaasA CTpOKa
COACPXHT, KAK IpaBWwIo, He DoJiee 28 revaTrHbIX
3HaKoB. Eciau 3aronoBok npessiliaer 150 3Hakos,
TO €ro Ipom1eBaloOT 4O I'PAHUILbI IIPABOTO MOJIA.

Ina noxyMeHTOB, O(POPMIICHHBIX HA POHOJIb-
HbIX OJlaHKaX (MPUKA30B, pacNOpPsKEHUN U Ip.),
3aroJIoBOK, rnpesplitaromiMid 150 3HakoB, ciaeayer
LHEHTPUPOBATH B MpEAcaaX MOJIEH.
3arosoBoK rnevyararoT 0e3 KaBblU€K, HE NOI-
YepKMBAIOT, TOYKA B KOHLIE HE IPOCTABJISCTCS.

3aroyioBOK He MHUIIETCA Ha TejeoHorpaMMax,

TeJierpaMMax, U3BCLLIICHUSAX, 4 TAKXE HA JOKYMECH-
Tax popmara AJ.
Ha IokyMeHTax, He MMEIOLUMX 3arojJoBKa
(MUCbMax U HEKOTOPDIX APYTHUX JOKYMEHTAX), 00be-
MOM 0OoJiee 4yeM oHa CTpaHMULA, HAOUpACTCH I1€-
peld TEKCTOM, Y JIeBOro noJjsi (ppaza-aHHOTALMS C
YKa3aHUEM TEMAaTUKHU JOKYMEHTA.




5.7. TexcT nokymenra

Teker cocTaBasiloT, KaK MpaBuio, MO OJHOM
TeMe. UHpopManust fosxHa ObITh IMOJHOMW, ACHOM
M YETKOWM, UCKIIIOYAIOILEN BONPOCHI. 1 E€KCT cleny-
eT pegakTupoBath. O0beM TEKCTA HE NOJIKEH CO-
CTaBJIATb OoJice ABYX CTPAHUIL.

OTt4eTsl, IVIAHBI U APYyrue JOKYMEHTBI, COAEP-

Xallue HECKOJbKO B3aUMOCBA3aHHBIX TEM, MOTYT

ObITh DOJIBLLIEro 00BbEMA, HO HE AOJIXHBI IPEBbI-
LLIATh CEMb-BOCEMb CTPAHULI,.

JIOKyMeHTBI, COCTaBJIEHHbIe HAa OCHOBAaHUU U
BO UCIIOJIHEHUEC IPYIUX JOKYMEHTOB (HAIIpUMED,
BBILIECTOALIAX OPraHOB WJIHM OPraHoB rOCKOHTPO-
JIS1), DOJIKHBI coaepXaTh CCbUIKU Ha HUX. HAUMME-
HOBaHWE BHUAA JOKYMEHTA, OpraHM3alIo-aBTopa,
ATy U34aHUA, HOMEP U T.II.
Texkct DOKyMEHTA COCTABISIOT, KaK IPaBUIIO,
U3 IBYX pa3lieioB. B nepBoM pasziesie yKa3bIBacTCs
OCHOBaHUE (IIpUYHHA, MOTUB) NMOATOTOBKHU JOKY-
MCHTAa, BO BTOPOM pa3/iejie U3JIAraeTcs ero OCHOB-
HO€E cofiepxXaHue (pacrnopsKeHue, pelleHue, Mpea-

JIOXEHHUE, 1Tpochba M T.I1.).
TekcT JOKyMeHTa MOXET colepXaTb TaKXKe

ONHUH pa3ziejl, HAlIlpUMep MNPHUKa3 (pacrnopsxe-
HUE) — PpaCHoOpPANUTECAbHYIO 4acTh 0€3 npeamMm-
OyJIbI, MUCBMO — MPOCHOY 0€3 MOACHEHHUA.

JlOKYyMEHTBI, coliepxalue MHEPOPMALHUIO IO
Pa3JIMYHBIM BOIIpOCAM, JEHATCA Ha pa3aeisl (rja-
Bbl, ITYHKTBI, MOAIIYHKTbI). Kaxabplii U3 3TUX pa3s-
JIEJIOB UMEET OJIHO-, IBYX- WIHN TPEX3HAUYHBIKN HO-
MEp, HAITMCAHHBIM apaOCKUMU LIUPPAMH.

5.8. Ilpunoxenne K IOKYMEHTY

Eciv 1OKYMEHT UMeEET IIPUJIOXKEHUE, TO NTOC-
JIe TEKCTAa OOKYMEHTA reyaraercs cjiaoBo Ilpuino-
KE€HHE — OT JIEBOI'o MoJIsI, CTPOYHLIMH OYKBaMHu,
KpOM€ NEePBOU IPOIMHCHOHU, C IBOCTOYHEM IT10CIIE
Hero. HIpHioXxXeHUue MOXET COCTOATh U3 HECKOJIb-
KUX CAMOCTOATENBHDBIX YaCTEH, KOTOPHIC NEPEUHC-
JSIKOTCH apaOCKUMU LM paMM.

IIpunoxeHue ciaeayer ynoMsiHyTb ¥ Ha3BaTh B
TEKCTE HOKYMEHTA, B 3TOM cCJiyyac IHUILUYT, Ha-
npumMmep, Tak: IlpunoxeHue: yrioMssHyToe Ha S JI.
B 2 3K3.

Ecnu npunoxeHne He HA3BAHO B TEKCTE AOKY-
MCHTA, TO YKa3bIBACTCH €ro I0JJHOE HAaUMEHOBAa-
HUe. Eciu npwioxXeHue cOpOLIIOpPOBAHO, TO KO-
JIMYECTBO JIUCTOB HE yKa3biBaeTcst. Eciiv npriroxe-
HUEM SIBJISIETCSA HJOKYMEHT, TAKXKE UMEIOIIUUN [TPU-
JIOXEHHE, 3TO OPOPMISIETCS CIEAYIOUIMM 00pa-
30M. IlpunoxeHue: pacnopsexkeHUe PoctexHan3o-
pa or 25.06.2007 Ne 81 u npwioxeHHe K HEMY,
Bcero Ha 12 n.

[Ipunoxenue odopmisgercss HA CTAHIAAPTHBIX
nucrax. Ha noxymeHrte, SIBASIOILEMCS TTPHIOXe-
HHUEM, Neyaraercs cjioBo IlpuaoxeHue B npaBoM
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BEpPXHEM YTy, OTCTYNUB 40 nne4yaTHbIX 3HAKOB OT
A€BOro MOJIA.

Eciu npunoxeHue UMeEET HyMEpauuio, TO
udpbl YKa3pIBaloT nocie cnosa Ilpuinoxenne.

5.9. Cornacosanne J0KyMeHTA

151 OLEHKU colepKaHMsl NOKYMEHTA U Kadye-
CTBa ero opopmicHuUd, ero o60CHOBAHHOCTH, CO-
OTBETCTBHA HEHUCTBYIONIEMY 3aKOHOIATEJIbCTBY
[IPOBOAMUTCS corjlacoBaHHe NoKyMeHTa. Coriaco-
BaHUE MOXET MPOBOIUTHCHI KAK BHYTPU OpPraHM-
3aI[MM C TNOAPAa3aeICHUAMU H JTOJKHOCTHBIMMU
JIMUAMH (BHYTpEHHEE CorjlacoBaHue), TaK U 33 €ro
npeaejaMu (BHEIIHEE COrMacoBaHUE).

BHelrHee corjacoBaHHe B 3aBUCHUMOCTH OT
CONEPXKAHUS NOKYMEHTA NNPOBOJUTCSI:

C NOJABEAOMCTBEHHBIMH OPraHU3alUsIMH U CTO-
POHHUMHU OpPraHU3alUsIMHU, €CJIM OHU BCTYIIAIOT B
[IpaBOBbIE€ OTHOLUIEHUS, BOSHHUKAIOLINUE BCJICICTBUE
U3NAHUS JOKYMEHTA, WIH COIEPXAHUE NOKYMEH-
Ta 3aTPAruBaCT UX UHTEPECHI;

C OpraHaMH, OCYILUECTBJSIOIUUMHU rocynap-
CTBEHHbBIN HAA30D;

C BBIIHECTOSIIIUMH OPraHU3ALUSIMH.

Ciaoso COTI'JIACOBAHO rnevaraercs Ha JULE-
BOH CTOPOHE AOKYMEHTA, CJieBa, BBILIC HAMMEHO-
BaHNUS BUJAA NAOKYMEHTA, ITPOITUCHBIMHM OYKBaMH
(0€3 KaBbIYEK U KBOCTOUHS).

[Ipu cornmacoBaHUM C HAONXHOCTHBIM JIMLIOM
rmox cioBoM COI'JIACOBAHO yka3sbpiBaeTcs JOJIXK-
HOCTb, IPUBOASITCI HAUMEHOBAHUE OPraHU3alvu,
UHULIHAJIB U PaMUIIUAL.

[Ipu cornacoBaHMU ApYyrUM [OKYMEHTOM
(MMCbMOM, MPOTOKOJOM M Ap.) nona cioBoMm CO-
I JIACOBAHO 1mpuBOAsSITCSI HAUMEHOBAHHUE I3TOIO
NIOKYMEHTA, 1aTa €ro yrBEPXIACHHsSI U HOMep.

Ecin TOKYMEHT MMEET [IBa COrJIACOBAHMS, MX

pa3MeEIaioT HA OJHOM YPOBHE, IIpHU OOJblIIEM KO-
JINYECTBEC — MX PA3MELNAIOT ABYMS BEPTUKAIbHBI~
MH PSIAMMU. -
CoriacoBaHue MOXeET OpOpMISATHCA Ha OTAEC/Ib-
HOM JIUCTE, €CJIH colepXaHHUe HJOKYMEHTa 3aTpa-
T’MBACT MHTEPECHl HECKOJIbBKUX OpraHU3allMK; MPU
3TOM HA JOKYMEHTE jAejaeTcs orMeTKa «Jluct co-
[JIACOBAHUA TNpHUIATraeTcs».

BHyTpeHHee corjnacoBaHUE OCYLIECTBIAETCH

IYTEM BU3UPOBAHUS JOKYMEHTA HOJLKHOCTHBIMU
JIMIIAMU OpraHu3aiy. Busa BkiirogaeT B cebst 1n4-
HYIO NOAIUCH, €€ pacitu(poBKY, AATY BUIUPOBa-
HUA. B pane ciayyaeB NpUBOAKUTCH HOJIXKHOCTb BU-
3UPYIOLIETO.
Eciin uMeloTcs 3aMe4yaHus 1Mo JOKYMEHTY, TO
OHM M3NAararoTcsa Ha OTIEINbHOM JIMCTE, MOMITUCHI-
BAIOTCHI M npuiaralorcsa K nokyMeHty. [lpu sToMm
Ha JOKYMEHTE BBILLIE BU3bI JCJACTCS OTMETKA «3a-
MECUYAHUS ITPUIIAraloTCs».




B cayyae Hecorjlacusl JOJIKHOCTHOIO JIMLA C
ITOKYMEHTOM B LI€JIOM Bblille BU3bl JACIAECTCH OT-
METKa: «C JOKYMEHTOM He COIVIACeH, 3aMeYaHUA
[NPpWIAraloOTcCs».

JL1st nOKyMeHTa, NOJUIMHHUK KOTOPOI0 OCTa-
€TCA B OpraHv3alMH, BH3bl IPOCTABAAIOTCA Ha
[HOCJICAHEM JIUCTE TTOIMHHUKA JIOKYMEHTA.

s noKyMeHTa, MOMIMHHMK KOTOPOIo OTIPaB-
JIAETCH M3 OPraHMU3al MM, BU3bl IIPOCTABIIAIOTCS Ha
KOITUHU OTHPABISIEMOro TOKYMEHTA.

5.10. ¥YTBepXxnenne A10KymeHTA

YTBEpXKAAeTCS HOKYMEHT, UMEIOUIMMA HOpMa-
THBHBIH WIN NMPABOBOU XaAPAKTEP.

JIOKYMEHTBl YTBEPXIAIOTCS PYKOBOJMUTEIEM
opraHu3ainuu. JloKyMeHTbI, IMOUIEXAUHE YTBEPXK-
JNEHWIO, IIPUOOPETAIOT IOPUINYECKYIO CUY C MO-
MEHTa UX YTBEPXIECHUS.

CnoBo YTBEPXIJIAIO neyaraercs HAa JULIEBOM
CTOPOHE JOKYMEHTa, CIipaBa, BbIlIlIE HAUMCHOBA-
HUSI BUJA JOKYMEHTA, MPOIMMUCHBIMU OykBamu (0€3
KaBbIYEK U IBOCTOYHS ), HA OJTHOM YPOBHE CO CJIO-
BOM COIJIACOBAHO.

Huxe cinoBa YTBEPXJIAIO neyaraerca Hau-
MEHOBAHME NOJDKHOCTHU JIMLIA, YTBEPXIAIOLIETro J10-
KYMEHT, IPUBOAATCSA €ro Nnoagnuch, MHULUAIbI U
(paMuNIUsA, 1aTa YTBEpXICHUS.

5.11. Ilogmuch

IIpy noanucu ykasmeiBalOT NOJLKHOCTB JIMIA,
MOANMCABLIETO JOKYMEHT (HA JOJIXHOCTHOM OJ1aH-
K€ HAaUMEHOBAHUE HOJIXXHOCTH ABaXJ1bl HE YKa3bl-
BaeTcs), MHULIUAJbl U (PAMUJIHIO.

B noxyMeHnTax, opopMIICHHBIX HE Ha OJlaHKeE
OPraHU3alL{UH, CJICAYET YKA3bIBaTh HAMMEHOBAHUE
NIOJIXHOCTU, BKIIIOYAKOIEe HAUMEHOBAHHUE Opra-
HU3ALMU U CTPYKTYPHOIO 1oApa3neicHUs.

Eciau nonXHOCTHOE JIMLO, NOANUCH KOTOPOro
3arOTOBJICHA HA HOKYMEHTE, OTCYTCTBYET, TO JIO-
KYMEHT HNOAINMUCHIBAET €ro 3aMEeCTHUTENb WIH JIUILO,
HCIIoJiHAoLIee ero oos3aHHocTU. [lpH 3TOM yKa-
3bIBACTCA (PaKTHUYECKass OOKHOCTh U (PpaMHIIUA
JIMLIA, noanucasluero noKymMeHTt. IlonpaBku MOX-
HO BHECTHU OT PYKHM, HAlIpUMEDP: 3aM. WM U.O.

CTaBUTB: «33» WU TIPOCTABJIATH KOCYIO YEPTY
nepej HAMMEHOBAHUEM JOJDKHOCTH HE PEKOMEH-
JIYETCH.

[lpy noanuUcaHUM NOKYMEHTA HECKOJLKUMU
NOJIXKHOCTHBIMM JULAMM UX IMOAIIMCHU pacliojiara-
I0T OQHY IOJ APYroM B NOCJHCIOBATENbHOCTHU, CO-
OTBETCTBYIOILIEH 3aHUMAEMOH JOJIXKHOCTHU.

[loanmucu nOKyMeHTa HECKOJIbKUX JIULL, paBHBIX
JNOJDKHOCTEH pacriosiararoT Ha OJJHOM YPOBHE.

B nokyMeHTax, MOANMUCBHIBAEMBIX KOMHUCCHEH,
YKAa3bIBAIOT HE AOJKHOCTH JIULL, MOAMNUCABILLIUX JO-
KYMEHT, @ UX OOSI3aHHOCTU B COCTABE KOMUCCHHU.

[loanuce oraensiercs ot npeAbLAYyIUCH MOANNA-
CU ABYMS-TPEMS MEXCTPOYHbIMU NHTEPBAJIAMMU.

HaumeHoBaHuMe JODKHOCTH IeYyaTaeTcs CTpoy-
HBIMH OyKBaMH, KpoMe I1epBOM TPOMUCHOMH, OT
NIEBOro MNoJist JOKYMEHTA Yepe3 OJIMH MEXCTPOY-
HbIA UHTEPBaJl U BLIDABHUBAETCS [10 JIEBOMY IT10JIIO
NTOKYMEHTA, paciliu(dpoBKa MOAIUCH BbipaBHHBa-
€TCA IO IpaBoMy NoJI0. I1py HANIMYMHU HECKOJIb-
KHX TMOANMUCEU HA HOKYMEHTE I10 IPABOMY MOJIO
BbIPpABHUBAETCS caMas JUIMHHAsI U3 HHUX.

Muuumansl ¥ paMWIMIO TEYATAIOT HA YPOBHE
[TOCJICAHEN CTPOKU HAMMEHOBAHHUS HOJIKHOCTH C
[1pO0OEJIOM LISl NOANUCH.

5.12. YKa3zanue HCROJIHHTENR

OTMeTKa 00 UCITOJIHUTENEC MPOCTABAIETCH OT
JIEBOI'O MOJS1 B HUXHEH YacTH JULIEBOH UIN 000-
POTHOHU CTOPOHBI MOCJEAHEr0 JUCTA MOMIKHHU-
Ka JOKYMEHTAa M BKJIlo4aeT pamMunuio (baMunmnio,
UMS, OTYECTBO) U HOoMep TeiedoHa UCIOJIHUTE-

Jd. Iipyu 3T70M MOrYT OBITH HCTIONB30BAHbI LIPUG-
ol Ne 10—11.

5.13. OrMeTKka
00 HCHO/IHEHHH NOKYMEHTA

OrMeTKa 00 UCITOJIHEHUM TIPOCTABJISCTCS HAa
[IEPBOM JIUCTE JOKYMEHTA B HUXHEHU €ro 4actu U
COJICPXMT CJCAVIOIHE JaHHBIE:

1aTy U HOMEp JAOKYMEHTAa, CBUICTEJIbCTBYIO-
Hero o6 UCIONHEHHUU, MO0 KpaTKUE CBEACHMUs
00 UCNOJIHEHUMHU,

cJioBa «B neno» U HOMEp Aena, B KOTOPOM Oy-
HET XpAaHUTBCH INOKYMEHT;

NATy U MOAMMUCb UCTTOJHHUTENS (PYKOBOIUTENSA
CTPYKTYPHOTO NOApA3ACICHUS ).

5.14. Odopmaenne 10KyMeHTOB

TekcTbl JOKYMEHTOB MeYaTaloT uepe3 1,5 Mex-
CTPOYHbIX MHTEpBAJA. HoBbIN ab3all re4araior, OT-
CTYIIUB J NnevaTHbIX 3HAKOB OT jieBoro noiud. Ilpu
opopMIIEHUHU JTOKYMEHTOB 00OBbeMOM cBbilie 10
CTpaHU1l UCHOJIL3YIOT BTOPYIO CTOPOHY JIMCTA.

Bropylo 4 nocieayionie crpaHuLbl JOKYMEH-
TOB HyMepyloT. HoMepa crpaHMII NpocCTaBASIOT
apaOCKMMHU LHH@dpaMU BBEPXY HOKYMEHTA, B LICHT-
pe, 6€3 KakKux-1mbo AONOJIHUTENbHBIX 3HAKOB.

[Ipn odopmiieHUU HAOKYMEHTOB Ha OjJaHKax
dopmata AS(148x210 MM), a TakKkKe OTIENbHBIX
MHOTOCTPAHUYHbIX JOKYMEHTOB (HHCTPYKLIMH, 1MO-
JIOXEHUH, NpaBUJI), HE NpeaHA3HAYEHHBIX JUIS 110-
Uurpadpuyeckoro BOCIipou3BeaeHHU, 10NyCcKaeTcs
ucrionb3oBath IWPpUPT Ne 12 yeped 1 MexcTpou-
HbI MHTEPBA.

TeKkcThl IOKYMEHTOB, HAMpaBJsieMbIX B BbillI€-
CTOSILLIUE OPraHbl, Me4YaTtaloT C OJHOU CTOPOHBI
JIUCTA Yyepe3 2 MEXCTPOYHBIX MHTEpBAJIA.




OTaenpbHble BUIABI BHYTPEHHUX AOKYMEHTOB
(3asiBJICHHE, OODBSICHUTEJIbHAS 3aIIUCKa) [TULIYT OT

PYKH.
PexBU3UTHI NOKYMEHTA, COCTOSILLIUE M3 HE-

CKOJIBKHMX CTPOK, I1€4aTaloT yepe3 1 MEeXCTPOUHBIN
HHTEpBAI. MakcMManbHasl IIMHa CTPOKU MHOIO-
CTPOUYHBIX PEKBU3UTOB — 28 I€YaTHbHIX 3HAKOB.
CocTaBHbI€ YACTU PEKBU3HUTOB: alpecarT, CJIO-
Ba «YTBepxaaw», «CorimacoBaHue», «llpuioxe-
HUE» OTHENSAIOT APYr OT Jpyra l,5—2 MeXcTpou-
HbIMA MHTEPBAUIAMM.

TekcT oTaessiercsi OT 3aroJiIoBKa 2 MeXCTpou-
HbIMU HHTEPBAJIAMMU.

IIpyrue peKBHU3UTHI PA3JEHSIOT MEXI1Yy COOOM
[IBYMSI-YEThIPbMSI MEXCTPOYHBIMHU MHTEpBAJIAMMU.

HaumeHoBaHue Buna aokymeHta (IMTPUKA3,
CIIYXEBHAA 3AITUCKA ¥ T.1.) BbLAEHSIOT TIO-
JIY>KUPHBbIM LIPpUQTOM M II€4aTaroT 1o ueHTpy. Hau-
MeHoBaHue Buaa HokyMeHTa AKT MoxeT ObITh
HareyaraHo B pa3psiaky.

Ecin B TeKCcTe NOKYMEHTa UMEETCS MpHUMeYa-
HUe, TO cJIoBO «IIpuMeuyanue» reyaraercs OT Jie-
BOIO Kpasi TEKCTa U [OCJI€ HETO IIPOCTABJISICTCS J1BO-
eTOYMUE.

[Ipn opopMICHUH PEKBUIUTOB JJOKYMEHTA pe-
KOMEHAYETCA COOJIIONAaTh OOLUECTIPUHATDIE OTCTYIIbI
B [MEYATHbIX 3HAKAX OT KPaeB TEKCTOBOIO ITOJIS.

6. OCOBEHHOCTMH PABOTDHI
C IOKYMEHTAMH

6.1. Ilpuxa3s (pacnopaxenue, ykazanne)

I IpyKkasbl U3/1a€T pYKOBOAUTEJIb OPraHU3alMH,
pacHopsXXeHUS U YKa3zaHUA MOTYT U3/iaBaTh 3aMeE-
CTUTCJIN PYKOBOJUTEJISI U PYKOBOIMUTEJIM CTPYKTYD-
HbIX NOApa3JAcJCHUH B IIpeaejax KOMIIETCHIINN.

[1poekThl NpUKazoB (pacopsLKeHU M), MOAIIHU-
CBIBAEMbIX PYKOBOJICTBOM OpPraHu3alMu, pa3pada-
TBIBAIOTCA CTPYKTYPHLIMH IMOAPA3AECHCHUSAMHA I10
[NOpY4eHUIO PYKOBOJACTBA MU IO COOCTBEHHOH

MHUIHATUBE.
3a Ka4yeCcTBO NMOJATOTOBKM ITPHUKA30B (pacrnops-

XEHUM) U UX COrJIacOBaHHE C 3aUMHTEpECOBAHHbI-
MH CTOPOHAMH OTBEYAIOT PYKOBOIUTENM CTPYKTYP-
HbIX IMOApPA3ACNICHUU, KOTOPBbI€ BHOCSAT IIpUKa3.

OdopMIICHHE TIPUKA30B (PACIIOPSDKEHHUH) SIB-
JIgeTcss 00S13aHHOCTbIO KAHUCHASIPUU.

Ilprkasbl (pacnopskeHus ) BUSUPYIOTCSI PYKO-
BOAMTEJNEM CTPYKTYPHOI'O MTOApA3AECIACHUS, ITOATO-
TOBUBILIUM IIPUKA3, PYKOBOAUTEISIMU TOApa3jne-
JIEHHH, KOTOPBIM B IIpHUKA3€e NpeaycMaTpHBaIOTCS
3JJaHUA U NMOPYUYECHUS, a TAKXKE IOPUCTOM U KAH-
LEJSAPUEH.

3aMeyaHUs 110 NPOEKTY IpUKa3a (pacriopsrxe-
HUS ), BOSHHUKAIOLIUE NPHU BU3UPOBAHUU, H3JIara-
IOTCS B CIIPABKE, KOTOpAA [IPpUIAracTcs K [poeKry.

[1IpuKasel HyMEpPYIOT B MIpenciiax KajieHIapHO-
ro road; NnpMKasbl 10 OCHOBHOH AEATENBHOCTH, IO
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IUTATHOMY PACIUCAHUIO M JINYHOMY COCTaBY HY-
MEPVIOT OTAEJIBHO.

PacropsixXeHUs1 1 yKa3aHusd PYKOBOIUTECIIEH
CTPYKTYPHBIX NOApa3fcIECHUN PETHCTPUPYIOT B
CTPYKTYPHBIX NOAPa3NCICHUSX.

KoM nNpuKas3oB, paCopsKeHUM MM HX pa3-

MHOXXEHHbIE 3K3eMIUISIPHI 3aBEPAIOT MEYaThIO KAH-
LHEeJSIPUHY U HAITPABJISIIOT aipecaTaM B COOTBETCTBUH
CO CITUCKOM PAaCCBUIKH, KOTOPBIH COCTAaBJSACTCA U
[TOAIIUCHIBAETCS UCIIOJHUTENIEM. Konus HanpasJis-
€TCS UCTIOJIHUTEIIO U B KAHLEISIPHIO.

Texkcr npukasza (pacropsiXeHusi, yKa3zaHusl)
COCTOHUT, KaK MpaBWIO, U3 IBYX YaCTCH. KOHCTaA-
TUpPYIOILEH (ITpeaMOyiibl) M pacriopsaaUTEIILHOM.
KoHcTaTupyonasi 4acTb COACPXHUT UITOXKECHHUE
HeJien U 3ana4y, (pakToB, COOBITUMA, ITOCAY>XKHUBLIHUX
OCHOBAHUEM JUISI U3NAHUS IIPHUKA3a, U MOXET Ha-
YUHATHCA CJIOBAMM: «B LIEJIAX», «B COOTBETCTBUMY»,
«BO UCIIOJIHCHHE» U T.A.

PacriopsiqyTesibHasi 4acTb MTPHUKA3a HAYUHACT-
ca cjioBoM TTPUKA3DBIBAIO (ykazaHusl, pacrops-
XeHuss — cioBaMu OBA3BIBAIO, ITPEIJIATALO).
PacnopsimutesnbHast 4acTb COAEPXKUT MEPCIUCTICHUE
[IpeAIMUCbIBAEMbBIX ICHCTBUH C YKA3aHHUEM HUCIIOJI~
HUTEJIA KaKI0ro 1€eUCTBHSA U CPOKOB UCITOJIHEHHUS.
Ecnu npeanonaararoTcst HECKOABKO UCIIOJIHUTEEH
WJIH BBITIOJIHEHUE pAJIMYHBIX JEHCTBUHU, TO TEKCT
pacriopsiuTeIbHOU YAaCTH HECJNIUTCS Ha IIYHKTbI U
ITOAITYHKTHI.

OrnucaHue AeicTBUSA HAYMHAETCH C IJIaroJia B
HeomnpeneJeHHON ¢opme. Ecin 3apaHue rnpeano-
JIaraeT KOHKpPETHOIO HMCIIOJHUTEIISI, TO COOTBET-
CTBYIOLIMHY NYHKT HAYHHACETCS C YKA3aHUA HOJIX-
HOCTH, (PAMWINH U HUHULHATOB 3TOr0 UCIOJHHU-
TEJIs B JATCJIbHOM MNaJexe.

B nocienHeM nmyHKTe pacnopsiiMTe1bHOM 4Yac-
TH YKa3bIBAIOTCH HOJDKHOCTDL, PAMUIHMS U UHKHLUM-
aJibl JOJDKHOCTHOTO JIMLd, HA KOTOpPOE BO3JIaracT-
Cs KOHTPOJIb 32 UCIIOJTHCHUEM IPHKAa3a.

Eciau nipukas u3meHsieT, JOMOJHSAET WIU OT-

MEHSEeT paHee U3JJaHHBIH JOKYMEHT UM KaKUE-TO
€ro MOJIOXKECHUS, TO OAUMH U3 ITYHKTOB PACIIOPSIIHU-
TEJIBHOW 4aCTH NOJIKEH COXEPXKATh CCBUIKY Ha OT-
MECHSIEMBIM JOKYMEHT (MJIM €ro IyHKT) C YKa3a-
HHUEM ero AaThl, HOMepa, 3aroJIoBKa.
Eciau npukKa3 BBOAUT B AEUCTBUE KaKHe-JIHOO
OJOKYMEHTbl (MHCTPYKLUHM, rpadHUKU, NpaBHia,
MOJIOXEHUSA), TO OHU OPOPMISIOTCS B BUIE ITPH-
JIOXKECHUSA K OCHOBHOMY JOKYMEHTY.

6.2. Ilonoxenue, NODKHOCTHASE HHCTDPYKIHA

[losoXeHune ¥ NOJMXKHOCTHASE MHCTPYKLHUS SIB-
JIAIOTCA JOKYMEHTAMM JUIMTEJBHOIO IMOJb30BaHUS
U NPUMEHSIOTCSA IO T€X MOp, NMOKa HE YTBEPXKIA-
IOTCSI HOBBIE, 3AMEHSAIONIME UX TOKYMEHTHI.

[lonoxeHne U MHCTPYKLUA OPOpMIISIOTCS Ha
OoO1IIEM MPOAOJBbHOM WIM YIVIOBOM OJIaHKE opra-




HU3aUMHU. Texcrt JOKYMEHTOB M3Naraercs oT Tpe-
ThEro JIMLa CAUMHCTBEHHOTI'O WJIH MHOXECTBEHHOTO
YUCJIa, B HEM HUCIIOJB3YIOTCS CJIOBA: JOJIXEH, Cle-
IyeT, HEOOXOAMMO, 3aIpeILACTCs, HE OOITYCKAaeT-
csl. TeKCT MOXeT AeIUTHCA HA pa3felibl, IYHKThI U
[TOMAITYHKTbI, KOTOpPbIE HYMEPYIOT apaOCKMMHU LM (-
paMH. Pa3nenbl HOJXHBI HMETh Ha3BaHMSI.

Hanpumep, TEKCT AOJKHOCTHOH UHCTPYKLIHUH
COAEPXKUT CJICNAVIOIIME pa3aeibl:

1. OO11Me NMosoOXeHU;

2. OYHKIIMU ¥ JOIXKHOCTHbIE 00s13aHHOCTH;

3. I1Ipaga;

4. OTBETCTBEHHOCTb.

JLOJKHOCTHAst MHCTPYKUHS COXEPXUT CIOBA:

«C MHCTPYKLHMENA O3HAKOMJIEH», KOTOpPbIE ITe-
4YaTalTCAa OT JIEBOIO NOJIS CTPOYHBIMH OYKBaMu,
KpOME ITEPBOM MPOITHCHONU, HUXE MOMAIMUCU PYKO-
BOAUTENA CTPYKTYpHOro nojapasnescHus. [lonmnuce
COTPYAHMKA CTABUTCHA MocJje 3TUX cioB. Ilpu 3ToM
YKa3bIBaIOTCSI HAUMEHOBAHUE JOJIXKHOCTH, IMYHAS
MOANUCh U paclundpoBKa MMOANHUCH.

6.3. IIporokoa

TekcT npoTokosia COCTOUT M3 ABYX YaCTEM:

BBOIHOM U OCHOBHOH. BBoaHast 4acTbhb CONECPXHUT
CJIOBA:. «nIpcaceaarciib», «CEKpe€Tapb», «IIpHUCYT-
CTBOBAJIW», «IIOBECTKA JHA».
B cnoBax-pekBU3UTaX «IIpeAceaaTelb» U «CEK-
peTapb» yKa3bIBalOT PaMUJIUHU, MHULUAJIBI TIpel-
ceaTeJIbCTBYIOLIEr0o Ha 3acedaHMy (COBECILIAHWMU)
U cekpetaps. B pekBU3HUTE «IIPUCYTCTBOBAIHN» IIPH -
BOOAT (paMUIMH U UHULIUAIBI TPUCYTCTBOBABLIMX.
B pekBH3UTE «110BECTKA JHSI» KAXKIbIN BONPOC I10-
BECTKH OHSA HyMepyeTcsi apabCKou LHUPPOH.

TekcT MpoToKoOJiIa COCTOUT U3 Pa3e/IOB, COOT-
BETCTBYIOLIIMX ITYHKTaAM ITOBECTKM JHA. TE€KCT KaxX-
AOro pasiena crpoutcda no cxeme: CIHAYHIAJIHN,
BLICTYIIWJIU, TIOCTAHOBUIIHA (PEILIHUIIN),
MpHYEM 3THU CAO0BAa I1I€YATAIOTCA NNPOITUCHBIMU OYK-
BAMH OT JIEBOIO I10Ji51 K ITOCJI€ HUX CTABUTCS [iBO-
CTOYHE.

ConepxaHye J0KJI1aJ0B U BBICTYIUIECHUHM HU3J1a-
raeTcss B TEKCTE MPOTOKOJIa MAM NpUIaraercs K
HEMY, B IOCJIEAHEM CJly4yae B TEKCTE HeJlacTCs
NoOMeTKa « I €KCT BBICTYIUICHHMS IIPUJIAracTcsi».

[TocTaHoBieHue (peuieHue) neyaTaroT [MOJIHO-
cTbl0. ConepxaHue ocoboro MHEHHMS, BbICKa3aH-
HOro BO BpeMsA OOCyXIE€HHs, 3alIMCHIBAIOT B TEK-
CT€ IMPOTOKOJIA IOCJE€ COOTBETCTBYIOIIEro IMocra-
HOBJICHUS (pPELLICHUSA ).

[IpoTOKONM MOXET M3JIaratb pelICHUE 00 YT-
BEpXIEHUHU KaKOro-inubo JoKyMeHTa. B 3TOM cCiy-
yae B TEKCTE [POTOKOJIA MOJXHa CONEPXKAThCS
CChUIKA HA 3TOT AOKYMEHT, a CaM JOKYMEHT IIpU-
JIaraloT K IMpoOTOKOJY.

[IpoTokon noanuchiBacTCs NMpeacenaTeIbCTBY-
IOIIIMM Ha 3acejaHuM U cexkpetapeM. Ilpu odpopMm-

JIECHWU MOAINKUCH yKasbiBaeTcsa cioBo Ilpencenarens
(Cekperapb), npoctaBasieTcd JIMYHAA TMOMMMUCH U
paclIn@poBKa MOAINUCH.

KoOIlMHK TIpOTOKONOB pacchUIdlOT 3aMHTEPECO-
BAHHBIM CTPYKTYPHBIM NMOApa3acJACHUAM H ROJX-
HOCTHBIM JIMIIAM IO CITUCKY paccbuUiKH. CriMcok
PACCbUIKHM COCTABASICT U MOANUCHIBAET UCTIOJTHU-
TeAb CTPYKTYPHOIO MoApasaejacHus, roTOBUBLIETO
PACCMOTPEHUE BOIIPOCA.

Komnuy poToKoJI0B 3aBEPSIOTCS I1€YATHIO KaH -
LEAAPHU.

[lpuHsTBIE peleHUss JOBOASITCA O UCIOJMHU-
TE€JIEU B BUJIE BBINTUCOK U3 MPOTOKOJIOB, KOTOPHIE
oopMJISSIOT HAa COOTBETCTBYIOILIEM OJIAHKE H 3a-
BEPAIOT MEYaTbiO KAHUEASIPHUM.

6.4. CayxeOHOE NHCHMO

[IlucbMO cocTOMT K3 cleaylolMX YacTteil: o0-

palleHHs, BCTYIUICHUSI, OCHOBHOI'O COIEPXAHHS,
3AKJTIOYCHMUS].
ObpalueHue K a/ipecaTy peKOMEHIYETCs 10 UMe-
HW-OTYECTBY WJIM MO (PaMUJIHMHU C IPEALIECTBYIO-
[LIIUM CJIOBOM—TOCITOINH (WJIX COKPALUEHHDbIM I'-H).
B nmucbMax, aipecoBaHHbIX NMpEe3UICHTaM (Ipeace-
JareyaiM) oOlEeCTB, pYKOBOOHUTENSIM KOMIIAHUI H
(bHUpM, NPUHSTO OOpalllCHUE C YKAa3aHUEM J0JIXK-
HOCTH 0e3 pammwinu. ObpalieHue LEHTPUPYETCS B
[peneaax nojeu U B KOHIE €ro CTaBUTCA BOCKJIU -
[HATCJIBHBIN 3HAK.

Bo BcTytuleHMHM (pOopMyaUpYETCHA TEMA INUCh-
Ma, OOBACHSIOIIAA NPUYUHY ero HanucaHus. Oc-
HOBHO€ COIEPXaHHUE COCTABRISAIOT OITUCAHHUE COODI-
TASA WM CUTYAUMMU, UX AaHUIU3 U MPUBOJAUMDIE
NOKA3aTEJbCTBA. 3aKJIIOYEHUE IpeACTaBIsSIeT COOOH
BbIBOJIbl B BUIE MPEITOXKEHUN, MHCHUHA, OTKA30B,
TpeboBaHHUN, HAMOMMHAHWHN. 3aKJIIOYMUTEIbHAS
4yacThb [MMCbMA MOXET 3aKaHYUBATLCI (POPMYIOMH
BEXJIMBOCTHU, KOTOpasa neyaraercsa ¢ absauna u 3a-
BeplIaeTCA 3aISTOMH.

Tekcr M3naraercsds ot NEpBOro JHLEA MHOXE-
CTBEHHOI0 YUcJa. JlonyckaeTcs UI0XEHHUE OT Nep-
BOIO JIWLIA €IUHCTBEHHONO 4YMCJIA, €CJIKH TTMCHbMO
o(pOpMJICHO Ha OJIAHKE HOJMXHOCTHOrO JIMLA, HO-
CUT KOHPWICHUMAJNIBHBIN XapaKTEP MU COACPXKUT
[IEpCOHAJIBHOE OOpall€HHUE K aapecary.

TekcT mUCcbMa He JOJXEH MPEBbILIATh ABYX

CTPaHMIL.

6.5. AKT

TeKcT aKkTa COCTOUT M3 ABYX YyacTei. B BBoaHOM
YACTH YKA3bIBA€TCA MOTHUB (IOKYMEHT), HA OCHO-
BAHUM KOTOPOIro COCTaBJSETCH aKT, €ro Jara u
HoMep. Ilpu nepeynciaeHuH imil, y4aCTBOBABLIMNX
B COCTABJIEHHUH AKTA, YKA3bIBAIOT UX HOJXHOCTH C
YKa3aHUEM OpraHuv3auuM, paMuiIMM ¥ WHULHUA-
JIOB (B UMEHUTEJILHOM Majecxe).
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dOaMuiv WieHOB KOMHUCCHM pPacIioaraioT B

andaBUTHOM IOpSIIKE.

TekcT akTa 3aKaHYUBAETCS CBEACHUSAMH O KO-
JIMYECTBE IK3EMIUIAPOB aKTa H HX MECTOHAaXOXJ/IE-
HUU, IPUBOAAILUMUCH TT0cie ciioBa «CoCTaBIEH»,
KOTopoe IeyaTraeTrcs ¢ ab3aua. AKT IOAIITMCEIBAET-

CSl WieHaMU KOMHMCCHHU U MPENCENATEIEM.

6.6. CiayxebHan 3anMcKa, CnpaBka

JloxyMeHTbl oopMISIIOT, KAaK IpaBWIO, Ha
gucte dopmara AS. Eciau Ttekcr nipesbimiaeTt /
CTPOK, MCNTOJIB3YIOT popMaT A4.

Hcnionb3yeTcss yriioBOM BapUaHT pacCIiOIOXeE-
HUS PEKBU3UTOB HA OJIaHKE.

CnyxebHast 3anMcKa me4yaTaeTcsi B IBYX SK3EM-
wspax. IlepBbiil 3K3EMIUISAP HANIPABISAETCH B CTPYK-
TYpHOE IojpasfaeIicHue aapecary, BTOPOHU JK3EM-
AP OcTaeTcsl B IMOApAa3NCICHUU, COCTABUBIIEM
CJYXEOHVYIO 3alUCKY.

CropaBKM BbIAIOTCH, KaK MpaBwiIo, Ui Tpe-
JOCTABJIEHUSI B CTOPOHHUE OPraHM3allu¥ B LIEIIX
[TOATBEPKICHUS KAKNX-JIMOO0 (PAKTOB, KACAIOIIMXCSI
COTPYAHHKOB oOpraHuM3auuu. He peKoMeHayercs
HaYUHATh TEKCT CIPABKH CIOBAMU. «Hacrosimas
CIIpaBKa BbIIaHA B TOM, 4YTO ...».

6.7. TeaerpamMmpl, Tesie(pOHOrPAMMBI,
(hakcorpaMmbl, IJEKTPOHHASA NMOYTA

TenerpaMMbl COCTaBJISIOT MO0 YCTAHOBJIEHHbBIM
(popMaM H ITOCHUIAIOT (II€pENAIOT) B TEX CIAY4YasiX,
KOrja JApyruM criocodoom nepesatb MHOOPMAILMIO
Heuenecooobpa3zHo. TekcT TenerpaMM H3aararor
KpaTKo, SICHO, 10 BO3MOXHOCTU 0€3 IpeJioros,
COI030B, MECTOMMEHHH U 3HAKOB IpErnUHAHMA,
HU(POBLIC JAHHBIC B TEJiErpaMMax pCKOMEHAYET-
Cs1 IIACATb CJIIOBAMM.

Texkcr nevaraercss HA OMHOM CTOPOHE JUCTA
yepes 2 MHTepBaJia IPONMUCHbIMU OyKBaMHM, 0e3 rne-
pPEHOCOB, O0e3 ab3aueB, 0€3 UCHpPABJICHUU B IBYX
IK3eMILIsSIpax, U3 KOTOPhIX IEPBLIA IEPENACTCH B
KAHLEJIAPUIO, a BTOPOHU IOAUIMBAECTCA B J€JIO
CTPYKTYPHOIO nonpasaencHusi. IlepBbiy aKk3eMIuisip
nocJje fnepegaym Ha reaerpad ¢ OoTMETKOM 006 3ToOM
XpPAaHHUTCH B KAHLECISIPUU.

Tenerpammbl OT UMEHU OpraHU3alMM NOAIIH-
CbIBAlOT PYKOBOJUTEJIEM MJIHM 3AMECTUTEIISIMHU U PE-
TUCTPUPYIOTCA KaK OObIYHASA MCXOAsIasi Koppec-
[MOHJACHIHUA.

Jlnst onepaTuBHOIO pellieHUS CIYXKeOHbIX BOI -
pOCOB IIpUMEHSIETCA Nepeaaya tesaedoHorpamm. B
TEKCTE TEJNC(POHOrpaMMbl HE JOJDKHO ObITh TPYI-
HOITIPOU3HOCUMBIX CJIOB, CJIOBOCOYETAHUU U peye-
BbIX 000pPOTOB.

HUcxonsaime TesiepoHOrpaMMbl COCTABIISIIOTCS
B OHOM 3K3EMIUISIPE, PETrUCTPUPYIOTCH KAK HUC-
xXonsias koppecnodaeHuus. Ha renedoHorpamme
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OTMEYaloT BpeMs [epelayM, HOJKHOCTb, (paMu-
JMIO JIMLA, NepeaaBllero TeJaceoHOrpaMMy HIH
[IPUHSIBLIEIO €€.

Bxonsas tejedoHorpaMmMa opopMiaseTCs Ha
oTaecJIbHOM aucte oymaru. [lpu npueme renedo-
HOrpaMMBI YKa3bIBalOT HAMMEHOBAHUE 3asABUTE-
JIs1, TOYHOE BpeMs IIpveMa, JOJIXHOCTb U (paMMU-
JIMIO JIMLA, nepelaBuiero rejaepoHorpamMmy, Ho-
Mep Tejie(pOoHa, OTKYyAa MepenaHa, a Takxke HOJI-
XHOCTb M (paMWIHIO JULIA, IPUHSABLIETO TEIEPO-
HorpaMMmy. Bxoasiuue renedoHorpaMMbl pErUCT-
PUPYIOT U XpPAHAT KaK OObIYHYIO BXOIALIYIO KOP-
PECIIOHAEHLINIO.

Ilepenaya fOKYMEHTOB 110 (PAKCUMMUIIBHOM CBSI-
34 M BJIEKTPOHHOM MOUTE OCYLUECTBISIETCSA padoT-
HUKAMU, CIIMCOK KOTOPHIX YTBEPXIACTCS PYKOBO-
IUTEJIEM OpraHu3aiui.

OpUrvHaiael AOKYMEHTOB, IEpeAaHHBbIX II0
bakCUMUIBHOM CBSI3H, IMOAILMBAIOT B AEJIO, Xpa-
HsIIeecs] YV COTPYAHMKA, OTBETCTBEHHOTrO 3a (pak-
CUMUJIIBHYIO CBsi3b, C YKa3aHUEM BPEMEHHU M IaThl
repenadyy, a KOIMUU BO3BpALIAIOT B COOTBETCTBY-
IOILUE CTPYKTYPHBIC IMOAPA3ACIICHUS.
[TonyyeHHBIE MO (PAKCUMUIBHOM CBSI3U H
JIEKTPOHHOH 10UYTE JOKYMEHTbI HEMEJIEHHO I1¢-
pPE€AAIOT HA PErucTpalyio B KAHLECISAPUIO U 3aTEM
ajgpecary.

Perucrpanus B CTpyKTYpPHBIX ITOApA3AEACHUSX
NTOKYMEHTOB, II€PEAABAEMbBIX M I10JIYyYAEMBIX IIO
(pAKCUMUJIBHOM CBSI3U, IIPOU3BOAUTCH B OOLIEM

HOpsAKE.

7. OPTAHU3SALIASA
HUCIIOJTHEHUA 1OKYMEHTOB

71.1. llopsaaok padoThI
C BXOAAIIAMH JOKYMEHTAMH

IlpyemM u nepBoHavajibHass obpaboTka NOKYy-
MEHTOB OCVILECTBJISIOTCSI KAaHUEJIAPHUEN U BKIIIO-
Yal0T B ce0s1 MPOBEPKY HOCTABKM U LEJIOCTHOCTHU
BJOXEHHNH, PETUCTPAIIMIO H [TOATNOTOBKY JOKYMEHTA
K repeagaye 1o HasHauyeHM10. JJoKyMeHTBI, Nnojay-
YEHHBIE COTPYAHUKAMU OPraHU3aLH [IPH JIMYHOM
[MPUEME MOCETUTENIEH UJIU NMOCEHIEHUH OAPYIUX VY-
PEXIEHUU, JTOJIXKHBI OBITH nepeaaHbl B KAHIIEIS -
PHIO JUISI COOTBETCTBYIOIETO ydyeTa M OQopMIIe-
HUA He MTO3IHEE CICAVIOIEro paboyero JH,.

[ipn npueMe NOKYMEHTOB MNMPOBEPSIOTCHA CO-
XpPAHHOCTD YITIAKOBKH U IPABWILHOCTD azpeca. Oulm-
OOYHO IOCTaBJICHHAA KOpPpeCNMOHACHIHS BO3Bpa-
HIAETCS ITOYTOBOMY OTHEJCHUIO WIH IEepeChUIacT-
CA 1O HA3HAYCHUIO.

B KaHLEAApUH BCKPbIBAIOT OCTYITUBILYIO KOP-
PECHIOHACHLIMIO, 3a MCKJIIDUCHUEM T10JIydaeMoH C
HAAIIUCHIO «JIMYHO»; 3TA KOPPECHMOHACHLIUA ITepe-
IACTCs agpecaTty B YIaKOBKeE.

B ciyyae oTCYTCTBUS NMPUWIOXEHUM, YKA3aHHbIX
B IOKYMEHTE, WIX HECOOTBETCTBUSI PAVIMYHBIX 11O~



METOK Ha KOHBepTe (HOMEPOB, UHIEKCOB U T.I1.) 00

ITOM AEJIAIOT 3alUCh HA 00OPOTE MEPBOTo JIUCTA.
3a1poCc O BbICBUIKE HENOCTAIOLUUX HOKYMEH-

TOB, €CJIU OHY HEOOXOIUMBDI, AE€J1AET UCITOJIHUTEID.

KOHBePTHI 1ocsie NMpoBepKu KOPPECIIOHACHUUU
YHUUYTOXAIOT 338 UCKJIIOYEHUEM:

€CJIM JaTa OTIIPABKH UJIK OOPATHBIN a/IpecC yKa-
3aHbl TOJIBKO HA KOHBEPTE;

€CJIM Aarbl MOAMUCAHMUY NOKYMEHTa U €ro ofr-
ITPaBKU UMEIOT DOJIBILIOE PACXOXIECHHE BO BPpEMEHHU;

€CJIK KOHBEPT HEOOXOAUM B KaueCTBE ODOCHO-
BAHUS K pacxXojaM (10 oriaTe KOppeCnOHIACHIINH.
Ipu nocTyrmieHU JOKYMEHTOB HA MArHUTHBIX
HOCUTENSIX 00OpadartbiBaeTcsl COINPOBOAUTEIbHAS
NOKYMEHTAlLMUsl, 4 MAlIMHHbBIE HOCUTEAHU Tepe/ia-
IOT 1O HA3HAYCHUIO O0e3 BCKPHITHSA YINIAKOBKH.

[TonyyeHHas KaHLUEAsIpYE KOPPECIIOHIEHLIUS
JOJIKHA 320 paThCsd pabOTHUKAMU AEIOMPOU3BOJL -
CTBA CTPYKTYPHbBIX MOAPA3ACIACHUU €XEIHEBHO.

CpoyHbIe JOKYMCHTHI BpYYaioT ajJpecaraM He-
MEIJIEHHO C YKAa3aHUEM JaThli U BPEMEHU BpY-
YeHU4l.

PaccMoTpeHHbIE PYKOBOJCTBOM OpraHU3alLiUU
NOKYMCHTBHI BO3BpAllaiOTCAd B KAHUCAAPUIO JUISA
[epeaayu uxX UCIOJTHUTEISIM.

EciU HOKYMEHT HalpaBasi€TCd HECKOJIbKUM
UCIIOJIHUTENSAM, TO JIULO, YKA3daHHOE B PE3OJIIO-
MU TICPBLIM, ABJISICTCS OTBETCTBEHHbBIM UCITOJI-
HUTEJIEM, KOTOPbIH 00513aH B TOT X€ JICHb O3HAKO-
MUTb C JJOKYMCHTOM JAPVYIUX UCTIOJIHUTEJIEU U Opla-
HU30BATH B VKAa3aHHbBIU CPOK HUCTOJIHEHUE NOKY-
MEHTA.

[lepenaya JTOKYMEHTOB OT OLHOIO UCIIOJIHUTE-
JS1 K ApYroMy NpOMU3BOJAUTCS Yepes JINLO, OTBET-
CTBEHHOE 3a JEJIONPOU3BOACTBO B CTPYKTYPHOM
[1OJAPA3JICJIEHUH.

[lepenaya JOKYMEHTOB B IIPOLECCE UCIOJIHE-
HUSE U3 OJHOro CTPYKTYPHOIO IOApasaciCcHUs B
IPYroe pou3BOJAUTCS yepe3 KaHLUEIAPUIO.

7.2. CpOKH HCNIOJIHCHHA BXOJAIMX TOKYMEHTOB

CpOKUY UCITOJIHEHNS YKa3bIiBAIOT B CAMUX J10-
KYMEHTaX WX B pe30JIIOLUSIX PYKOBOJCTBA.

Ecay cpOKHM UCNTOJIHEHHUS JOKYMEHTOB HE YKa-
3aHbI, TO [IPUHUMAIOTCS CHAEAYIOILIHUE CPOKM:

[10 BOIIPOCAM, peliacMbIM B OJHOM CTPYKTYp-
HOM lloapasaenceHuu, no 10 nHeu;

[10 BOIIPOCaM, pelliacMbIM B HECKOJIBKUX CTPYK-
TYPHbIX NoJipa3feneHuax, 10 15 nHen.

OTcyTCTBHUE UCIOJHUTENSY (KOMAHIMPOBKA,
OTNnyckK, 00Jjie3Hb U T.1.) HE CHUMAET C NOApa3ie-
JIEHUSI OTBETCTBEHHOCTH 34 CBOEBPEMEHHOE UCII0J1-
HEHUE JOKYMEHTOB.

| Ipy HEBO3MOXHOCTU UCITOJIHUTHL JOKYMEHT B
YCTAHOBJICHHBIM CPOK UCIOAHUTENb HOJXEH 00-
PATUTHCH K PYKOBOJACTBY ¢ MOTUBUPOBAHHOWU
[NPOCHOOH O MPOIJICHUU CpOKa.

7.3. Hopanok paboTn
C UCXOOAIUMH NOKYMEHTAMM

PaboTta ¢ 3TUMM JOKYMEHTAMHM BKJIIOUAET B ceOsi
CJICAYIOLIUE ITAIbl: COCTABJIIEHUE NPOEKTA OKY-
MEHT4, €ro COIJTACOBAHUE U BU3IUPOBAHUE, IMOJL-
[TMCaHHUe (YTBEPXKJICHUE ), PETMCTPALMIO U OTNIPABKY.

B nucbMax peKOMEHIYETCS yKa3bIBATh OXK/Iae -
MbI CPOK ITOJIYYCHUS OTBETA.

JIOKYMEHT rnpenctaBisieTCst Ha IMOAITIUCh BMeC-
T€ ¢ MaTepyajiaMy, HA OCHOBAHHUM KOTOPbIX OH
[1OJITOTOBJIEH.

Mcxonsiuine 10KYMEHTBl OPraHu3auuy perumc-
TPUPYIOTCH B XYPHaNax yyera UCXOSILIMX JOKY-
MEHTOB U OTNPABISIOTCA Yepe3 KaHUECTSAPHIO.

Peruncrpauusi Npou3BOAMTCS B Jl€Hb NOJANHCA-
HUS JOKYMEHTA.

JLOKYMEHTB], HalpaBjisieMbl¢ OpraHu3aLucii B
aANPEC APYruxX OpPraHu3aummn, YYpeXKIcHHMU U npes-
NpUATHU, MOTYT MOAMUCLIBATLCIA PYKOBOAMUTEIIS -
MU CTPYKTYPHBIX IMOAPA3ACTIEHUH. DTa KOPPCCIIOH-
ACHIUS opOpMISETCs HA YUCTBIX JIUCTAX OyMaruy,
PErUCTPUPYETCSH B CTPYKTYPHbIX MOAPABIACIHCHUSIX,
ad B KAHUEJAPUU HA HEE IPOCTABALACTCS YIJIOBOU
[UTAMIT OPTraAHU3aUUH.

B ucxosiieM MUCbME-OTBETE YKa3biBAIOTCH UC-
XOJSAUIMH HOMEP U [aTa [IMChMa KOPPECIOHJICH-
Ta, HA KOTOpOC aaercs orser. Konus otnpasisc-
MOI'O JIOKYMCHTA TIOJUIMBACTCH B €0 11O MECTY
perucTpalluu JOKYMEHTA.

[OoTOBBIM HOKYMEHT B He3aneyaTaHHOM KO-
BEPTE CHACTCHA B KAHLECISIPUIO JUISI [TIOCICAYIOIIETO
OQPOPMIJICHUST U OTIIPABKMU YEPE3 IMOYTOBOC OTIIE-
JIEHUE CBS3H.

COTpYAHUKHU, OTBETCTBEHHbIC 3a JEJAOINPOU3-
BOACTBO, NMPOBEPSIOT MPABUIBHOCTb O(POPMICHUS
MCXOAAIUNX JIOKYMEHTOB (HaJIMUME BM3, MNOAIIU-
CU, [aTbl, HOMCpA, 4apecarta, CCbUIKU Ha BXOJISI-
HIUN JOKYMEHT, OTMETKHU 00 MUCIIOJIHCHUU U HA-
[IPABACHUMU B JCJI0, (PAMUIUNU UCIIOJTHHUTEA, HO-
Mepa €ro tejedoHa ), 3aBepsaioT UX KONMUU U BHO-
CAT HEOOXOIUMBbIE 3AIlIUCH B PErUCTpallMOHHbIE
KYPHAaIbI.

HUcxonsauiue tenerpammbl, pakcebl U TenedoHo-
rpaMMbI PErUCTPUPVIOTCH B OTACAbHBIX XYPHAIAX.
KoppecrionaeHuusi, afpecoBaHHasi OJJHOMY W
TOMY X€ VYPECXIACHUIO, JOJXHA ObITh BJIOXEHaA B
OJWH KOHBEPT.

Ha koHBepTe M0J/IXKHBbI ObITb YKA3aHbl BUL OT-
[IPABKU. 3aKA3HOE IMUCbMO, LIEHHOE, C YBEeNOMJIC-
HUEM U IPYTrU€ peKBU3UTbI B COOTBETCTBUHU C €N -
CTBYIOILIMMM TTOUYTOBLIMU NpPaBUJIAMU.

7.4. Ilopanok padoThI
C BHYTPEHHHMHM JOKYMEHTAMH

K BHYTPEHHUM JIOKYMEHTAM OTHOCATCSH NMpH-
Ka3bl, pACNIOPSIKEHHUS, CIIYXKEOHBIE 3a1TUCKH, AKTbI,
CripaBku ¥ Apyrue. OHU rotoBgTcs, opopMISIIOTCSE
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1 WUCIOJHSIOTCH TEMU NOJKHOCTHbBIMU NHULIAMM,
KOTOPBIM HarmpaBJICHbI, B [IPEAEaax opraHU3aluu.

[TpaBuna pabOTbl ¢ BHYTPEHHHMMH JOKYMEH-
TAMU HaA DSTanax MoAroTOBKU U OoPOPMIICHUS Ta-
KHE X€, KaAK U C UCXONSIUMMM, a Ha 3Tafne HUc-
ITOJIHEHUS — TaKHE XK€, KaK U C BXOASLIHUMU [10-

KYMEHTaMH.
IIpoekThl JOKYMEHTOB MOCJE€ TMOANOTOBKH U

COMJIACOBAHUA C 3aUHTCPECOBAHHBIMHU CTPYKTYP-
HBIMU TTOApa3eICHUSIMUA U NOJIKHOCTHBIMU JIU-
LHAMU [IEPEJIAIOTCS IOPUCTY IJIs1 IIPOBEPKU HUX CO-
OTBETCTBUSA JIEMCTBYIOLIEMY 3aKOHOLATEJILCTBY.

7.5. KOHTPOJIb HCHOJHEHMA NOKYMEHTOB

[Moctynaomue Ha UM pPYKOBOIMUTENAS OpPraHu -
3aLiMM U B aJpec OpraHu3alumM HOKYMEHTbI, Tpe-
OVIOIMe UCITOJTHEHHSI U MTOATOTOBKH OTBETA, T10/1-
JIEXKAT KOHTPOJIIO.

KoHTpoao nomjiexar:
[MOCTAHOBJICHUSA, PACIIOPSAXKEHUS U HNpPHUKa3bI
BbIILIECTOS ILIKX OPraHOB U JAPYITUME NJOKYMEHTHI, Ha
KOTOpbIC TPEeOyeTCsL OTBET;

[IOPYYEHUS U 3a/IaHUA CTPYKTYPHBIM [OAPa3-
HEJICHUSIM;

TOKYMEHTHI, [TOCTaBJICHHBIC HA KOHTPOJIb py-
KOBO/CTBOM OpraHU3aLUU WIH CTPYKTYPHBIX MO~
pa3leJICHUMN.

OTBEeTCTBEHHOCTh 3a OPraHMU34aLHUI0 CBOCBpE-
MEHHOIO ¥ INpPaBUJIBHOIO HUCIHOJIHEHUSI NOKYMEH -
TOB BO3JIArdeTCs Ha PYKOBOAUTEJICH CTPYKTYPHBIX
[oApa3yieJICHUHN.

KaHuensipyen €Xe1HEBHO COCTABIISIETCS TTepe-
YeHb KOHTPOJUPYEMBIX JTOKYMECHTOB, CPOK UCIIOJI-
HEHUS KOTOPbIX UCTEK.

KOHTpOJIb 3da UCITOJTHEHUEM JIOKYMEHTOB BO3-
jparaercst Ui

JIOKYMEHTOB, MOCTYIIUBIUIUX OT BbILLECTOSIIAX
OPraHoB M MOCTABJEHHbIX HA KOHTPOJIb PYKOBO/I-
CTBOM OpPraHM3aUMU, — Ha CEKpEeTapHaT U KaHLe-
JSIPUIO;

JOKYMEHTOB, IMOCTYIIUBUIMX B CTPYKTYPHBIE
NnoapasfeJICHUs, U MOPYYEHUN PYKOBOICTBA ITHX
noapasaejJeHn — Ha JIML, HA3HAYEHHDIX JUISI 9TOU
pA0OTbI B CTPYKTYPHBIX IMOAPA3AENECHUSIX.

Ha noasx nepBor CTpaHULBI IOKYMEHTA, B3 -
TOr0 HAa KOHTPOJIb, U B XYPH&JIE pEeructTpauuu,
COOTBETCTBEHHO, MPOCTABASICTCS IUTAMIT U Ji€Ja-
ETCSI OTMETKA — «KOHTPOJIb».

Jl1s1 OCYLIECTBJIEHUS KOHTPOJIS 3a MCIIOJIHE-
HUEM OpraHU3aLMOHHO-PACIIOPSAAMTENbHbIX JOKY-
MEHTOB BE€IETCH OTACAbHbIN XypHan. KOHTpoJIb 3a
HCITOJIHEHWUEM OCYLIECTBISETCS NMYTEM €XEIHEBHO-
ro [MpocMoOTpa XypHana U HalloOMUHaHUAd UCNOJI-

HUTEJISAIM O CPOKAX MUCITOJIHEHHUS.
JHOKYMEHTBl CYHUTAIOTCS MCNONHEHHBIMU B

CPOK, €CJIM pellIe€HbI BCE ITOCTABJACHHBIE B HUX BOI-
poChbl U COOJIIOAEHBI CPOKM HUCIONIHEHUSI. CpokK
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UCYUCISETCS B KANEHAAPHBIX JHAX C 1aThl MOAIH-

CaAaHUS! JOKYMEHTA.
JTOXyMeHTbl CHHUMAIOTCSI C KOHTPOJIS COTPYI-

HUKaMU, MOCTABUBIUMMU MX Ha KOHTPOJIb.

7.6. IleyaTanue, THPAXKHPOBAHHE
H PacChLIKA JOKYMEHTOB

[TleuaraHue NOKYMEHTOB, HAITIPABISICMBIX B Bbl-
LLIECTOSIILIME OPraHbl, a TAKXKE MPUKA30B [0 OCHOB-
HOM J1€ATEJIBHOCTHU OCYUICCTBIISIETCS B KaAHLEIAPHUH.

[Ipukasbl N0 AMMYHOMY COCTaBY COTPYIHMUKOB
[le4yaTaloTcsd B OTHEJNIe KaIpOB.

OcTajibHbIE€ JOKYMEHTHI I1€4YaTalOT B CTPYKTYP-
HbIX MOAPA3AeNEHUSX OPraHU3alUH.

TupaxupoBaHHUE NOKYMEHTOB [IPOU3BOIUTCS B
KaHLeJAsIpUU, 2 TAKXKE B CTPYKTYPHBIX nojapa3sie-
NeHUsIX, Ha annaparax IJisg onepatuBHOIO KOIH-
poBaHusl. KOHTPOJIb 32 THPAXUPOBAHUEM JOKYMEH-
TOB B CTPVKTYPHbIX IMOAPA3ACIECHUSIX BO3/1AracTco

Ha UX PYKOBOIUTEIEH.

7.7. PerucTpanma 1 HHACKCAIMSA ROKYMEHTOB

PekoMeHayveTcs e1yuHas CUCTEMaA perucTpauuu
NOKYMEHTOB. CTPYKTYPHbIM IMOAPA3AECITCHUAM [IPpU-
CBAMBAIOT pervMcTpalMoOHHble UHIEKCHI. B KaHLe-
JSIPUU PETMCTPUPYETCSE BCS KOPPECNOHIAECHLLUS,
PECOBAHHAS OpraHU3alMy. BXOOAILMA NOKYMEHT
[OJIYYAE€T pEerucTpallMOHHbIM UHIAEKC, KOTOPbIH
00JIee HEC IOBTOPSECTCH.

Perucrpaums ¥ 3alIMCh B KOMITbIOTEPHBIN Xyp-
HaJl ydeTa MPOMU3BOASTCH B HAECHb IMOCTYIUJICHUS
JOKYMEHTA.

PerucrtpauMoOHHbIM UHACKC CTABHUTCHA B HUX-

HEM [PABOMY YIJ1y JOKYMEHTA U SABJISICTCS 110PSIIL-
KOBbIM HOMEPOM IOCTYIIMBLIEr0 JOKYMEHTA MO

XypHaiy yderta. Ilocse perucrpallMOHHOTO HOME-
pa yKa3blBaeTCs 1aTa MOCTYIUICHMS JOKYMEHTA.

NHaekc ucxoasiiero nucbmMa COCTOUT M3 UH-
JIEKCA CTPYKTYPHOro noiapasjiejeHus, HoMepa
eNa, B KOTOpOEe MOJAILUBAECTCH JOKYMEHT, U MO-
PSAKOBOro HOMepa JOKYMEHTA 110 XYpHaJly y4yeTa.

BHyTpeHHME NOKYMEHTBI CTPYKTYPHbIX ITOApa3-
NCJICHUN pEerHCTPUPYIOT U XPAHST B 3TUX ITOAPA3-
NICJICHUSIX.

71.8. IIoMCK NOKYMEHTOB

B xaHuexsapuu 10JKHBI OBITH MCUEPITBIBAIOLLIUE
CBEeEHUA O MeCTe HAXOXIEHHUS U COCTOSHUM UC-

MOJIHEHUS NOKYMEHTOB.
[lonck nokyMeHTa, HAOJMIOAEHUE 3d UCIIOJHE-

HUEM NOKYMEHTA U 0030p MHPOPpMALIMHU, 3AKITIO-
YeHHOWU B HEM, 00eCcrneYruBalOT KOMITbIOTEPHbIE
XKYPHaJIbl pErMCTPAllMU KU YUYETA.

Paznensr U pyOpuKH XypHAaJlOB perucrpaumu
M YYETa JIOJDKHBI COOTBETCTBOBATH pa3jicjiaM U pyo-
DUKAaM 3apaHee COCTaBJIEHHOIO KJlaccudpukaropa
BOITPOCOB U TEMATUKU JEATCIBHOCTU OPraHU3ALUM.



8. YYET U XPAHEHHUE IIEYATEMN,
IINTAMITIOB H BJIAHKOB

CTPYKTYPHOTO [TO/Ipa3/IEJICHUS U MOPAIKOBOro HO-
Mepa JiejJa 1o HOMEHKJIaType.

HoMeHKNaTypy /1€ pEKOMEHIYeTCs nepecMar-
PHUBaTb ¥ KOPPEKTHPOBATH KAaXABIN T'OMl, YTBEPX-
JaTh PYKOBOJIMUTENEM OpraHu3allud ¥ BBOJAUTHL B
neucrsue ¢ | sHBapsi.

CTpyKTypHbI€ 110Apa3AEeJeHUs MOJy4aioT B
BUJI€ BbIITUCOK COOTBETCTBYIOLLUE PA3/ACIbl HOMEH-
KJIATYPbI U 3aBOJST MO HUM JieJd.

Yyety nojjiexar Bce BUJBI IIeYaTed U LITAM-
MoB, 0JJAHKH C YIJIOBbIM U NMPOXOJbHbIM LUTAMIIA-
MU OpraHu3auMiy, y10CTOBEPEHUS JIMYHOCTU, TPY-
JTOBbI€ KHHUXKH.

Y4yeTr neyare, luTaMnoB, OJJAHKOB BeEAETCH B

CIICLIMAJIbHbIX XXYPHAJIaX B KAHLEJISIPUH, TPYLOBBIX
KHUXEK U YIOCTOBEPEHUHU JIMUHOCTH — B OTIEJIC
KalpoB.

IMopsinok npuMeHeHUst U XpaHeHUd revyate U
LITAMITOB PEKOMEHIYETCS YCTAHOBUTD [TPUKA30M [10
OpraHM3aluMu. 3aKas3bl HA U3roTOBJICHUE [TCYaATEH,
LITAMITOB U 0J1aHKOB OCYLLIECTBJISIIOTCH YEpe3 KaH-
HEJSAPHIO.

Beigaya OJ1aHKOB NPOU3BOIUTCSA IMOA PACITHC-
Ky B COOTBETCTBVIOIIIUX XYPHAJAX yuye€Ta C yKa3a-
HUEM YYETHbBIX HOMEpOB OJIAHKOB. KypHaiIbl y4yeTa
BKJIIOYAIOTCS B HOMEHKJIATYPY HEJ. YcrapeBluIve Win

9.2. DopmupoBaHHe Ne

DopMUPOBAHUEM JIC]T — 3AHECEHUEM B HUX UC-
MOJIHEHHbIX IOKYMEHTOB B COOTBETCTBUU C HOMEH -
KJIAaTypod 3aHMUMAIOTCA JIMLIA, OTBETCTBECHHbIC 34
NEJIONTPOU3BOJICTBO.
[1pn bopMHUPOBAHUU f1€] CACAYIOT IIPABUIAM:
NMOMELLATDH B I€JI0O UCTIOJHEHHBIE TOKYMEHTHI B
COOTBETCTBMUU C 3aroJIOBKaMu J1eJ;
[TOMELIATh B JIEJ0 NOKYMEHThI OJHOTO KaJICH-

UCITOpYEHHBIC OJIAHKH TTUCEM CAAIOTCS B KaHlle-
JApUI0 1A YHUYTOXeHud. [leyatun v wtamribl

YHUUYTOXAIOTCA 110 aKTy C OTMETKOU B COOTBET-
CTBYIOHIHUX XYpHanax yyera.

[IlpoBepka Hanuuusg nedate, IUTAMIIOB M
OJJAHKOB, a TaKXe€ ITOPSAKA UX XPAHCHUS U UC-
ITOJIb30OBAHUS B CTPYKTYPHBIX MOAPA3ACICHUSX ITPO-
BOJUTCH KAHUEJASIPUEN He pexe | pa3a B roi, oji-
HOBPEMEHHO C IMPOBEPKOU COCTOSIHUA OENONPO-
U3BOJICTRA.

9. OPTAHU3BALIMAA JEJOITPOU3BO/ICTBA

9.1. Homenknarypa aen

HomMmenkinatypy nen (cucreMatu3vpoBaHHbBIN
IepedYeHb 3aroJIOBKOB J€J1) CJACAYET COCTABUTDL JUIS
FPYIITUPOBKU UCIIOJIHEHHBIX JOKYMEHTOB B €4,
CUCTEMATU3ALMU MU yUeTa JOKYMEHTOB, MHACKCA-
LIAU OE€N U OlpeleJeHUs] CPOKOB UX XPAHEHHUS.

HomeHkJIaTypa e CAYyXHUT OCHOBOM ISl CO-
CTaBJIEHUS OIMUCEN JIEJI TOCTOSHHOIO ¥ JOJITOBpE-
MeHHOTO (cBbilie 10 1eT) XpaHeHUsd. B Hee noix-
Hbl ObITh BKJIIOYEHBI BCe fiejla U XYPHaJbl PETrUCT-
paLifHu.

HoMeHkiaTtypa e opraH1M3aliMu COCTOUT U3
pas3ieyioB, COACPXALMX TAKXE JOKYMEHTALUIO
CTPYKTYPHBIX NOJApa3aec/ICHUN.

[lepBbIM pa3iesoM HOMEHKIATYPHI SIBISICTCS
KAaHLEJISIpUS, JaJjiee CAECAYIOT JJPYTUeE CTPYKTYPHbIE
noapasejeHMms 110 CTeneHu 3HaUWMOCTH.

BHyTpH pa3aenoB aejia pacrioaratoT B Mopsiji-
K€ UX BAXHOCTH, INOCACAHUMU ITPUBOJISITCH XKYp-
Hajbl perucTpauMu. B HoOMeHKIATYypy MOTrYT BHO-
CHUTBCS 3ArojIOBKY HOBBIX €)1, [T0OITOMY B KOHIIE
KaXIOTO pasfesia OCTABISIOT CBOOONHbBIE CTPOKH.

Kaxmnoe aeso, BKIIOYEHHOEC B HOMEHKIIATYPY,
NOJIXKHO MMETb WHAEKC, COCTOSIUIMH U3 UHIEKcCA

JIApHOI'o roja;

pa3ieJbHO (POpMUPOBATHL HOKYMEHTHI [10OCTO-
SIHHOT'O XpaHeHUs1 U BPEMEHHOIo XpaHCHUS.

KosiMyecTBO cTpaHui Aejla HE NOJXHO Mpe-
BoiiiaTh 250, 4TO COOTBETCTBYET TOJLUMHE HE 0O-
Jiee 4 cM.

[lepenivcka rpyniuvpyercs Tak: JOKYMEHT-OT-
BECT NMOMEIIAETCH 32 JOKYMEHTOM-3allpocoM. Pac-
NOPSAAUTENbHDbIE JOKYMEHTHI pa3MELIAOT MO BU-
lAM BMECTC C MPUIOXEHUSAMM.
YcTaBbl, MOJIOXKEHUS, UHCTPYKLIMU, YTBEPX-
NeHHbIE PACITOPAAUTENIBHBIMU JOKYMEHTAMHU U
SABJISIIOILMECSH TIPWIOXCHUSAMU K HUM, I'DPYIIIIUPY-
I0TCS BMECTE C YKa3aHHBbIMU JOKYMEHTaAaMH. [lpu-
Ka3bl MO OCHOBHOU JEATENAbLHOCTHU, INMPUKA3BI 1O
JIMYHOMY COCTaBy M TIPUKA3bI ONEPATHBHOIO Xa-
paKkTtepa (0 KOMaHAUPOBKAX, OTIMYCKAaxX, B3bICKA-
HUSIX) POPMHUPYIOT B CAMOCTOSTEJIbHbBIC [€Jia.

JIOKYMEeHTDBI BHYTPU A€Ja paciionaralT B Xpo-
HOJIOTUYECKOU [10CJI€/I0BATECILHOCTH.

9.3. Odopmaenune nen

OdopMmiieHUe et NMpoBOAUTCS COTPYIHUKAMU

N€JI0NPOU3BOACTBA. B 3aBUCHMMOCTH OT CPOKOB Xpa-
HEHUS MIPOBOAMUTCS TOJIHOE UJIU YACTHYHOEC O(pOop-
MJICHUE JIE]1.
[TonHoMy opopMITEHUIO NMOTEXKAT /€A [10CTO-
SSHHOTO, JOJNTrOBPEMEHHOIo XpaHEHMs U 110 JIUY-
HoMY coctaBy. [lonHoe odopMaeHue aei npeayc-
MaTpPUBAET: MOAILUUBKY [€Ja; HYMEPALMIO JIUCTOB
B JI€JIE€; COCTABJIEHUE 3ABEPHUTEJIBHOH HAIITUCH J1e)1a;
COCTABJICHUE BHYTPEHHEU OIUCU JOKYMEHTOB;
opopMIIeHUE PEKBU3UTOB ODJOXKHU Jeia.

HacTuyHoMy odOpMIJICHHIO MojUIexXar [aea
BpeMeHHOro (no 10 nert) xpaHeHust. UX XpaHsaT B
CKOPOCHIUBATEJSAX, JIUCTHI €jla HE HYMEPYIOT,
3aBEPUTEIbHBIE HAATIUCU HE COCTABJISIIOT.

£S5



JIOKyMeHTbI, COCTaBJSIOILME JI€J10, NTOALLIMBA-
IOT Ha JYETBHIPEC MPOKOJa B TBEPAYIO OOJIOXKY U3
KapTOHA WIH TEPEILIETAIOT C YYETOM BO3MOXHOC-
TH YTEHUH PEKBU3HUTOB JOKYMEHTOB. TEKCTA, JaT,

BU3, PE30JIIOLINH.

9.4. Obecnieyenue COXpaHHOCTH JOKYMEHTOB

Jlesna xpaHsT No MeCty ux HPOpMHUpPOBAHMUS, B
CrieHHaJIbHO OTBEIACHHBbIX luKadax, obecrneynba-
IOIIUX MX COXPAHHOCTBH OT MbUIM U COJHEYHOIO

CBETA.
Jlesna pacrnoyiaralor B COOTBETCTBUM C HOMEH-

KJIAaTYpOH OEjl, B BEPTHKAITBHOM [10JOXEHHUH, KO-
pelikaMHd HapyXy. Ha kxopeuikax naen yka3biBalOT
MHIEKCHI [10 HOMEHKJIATYPE.

3aBeplleHHBbIE JieJa IOCTOSIHHOIO, 10JroBpe -
MeHHOro (cspitre 10 set) xpaHeHHUa U MO JAUY-
HOMY COCTaBY XPAHATCS MO MECTYy UX (POPMHPO-
BaHHMS B TE4ECHUE MEPBOro roaa, a 3aTeM caalTcs
B apPXUB.
[locne 3aBepmieHUS roaa Bblgaya OTAENAbLHBIX
NOKYMEHTOB U3 J€JIa HE peKkomeHayeTca. Ilpu He-
00OXOAMMOCTH €0 BBIJACTCS LIEJIMKOM C pa3pe-
(LIEHUS PYKOBOIUTEIA CTPYKTYPHOIO noapasne.ie-
HUS Ha CPOK A0 OJAHOIO MECSLA, a Ha €ro MecTo
[OMeEILAETCS KapTa-3aMECTUTEND.

10. OPTAHU3AIIUA XPAHEHHNS
HJOKYMEHTOB

10.1. OKcnepTH3a NEHHOCTH A0OKYMEHTOB

DKCHEepTU3a HICHHOCTH IOKYMEHTOB NPOBOAUT-
Cd C LEJbIO YCTAHOBJIEHUS CPOKOB XpaHEHMUS.

DKCrnepru3a LEHHOCTH IOKYMEHTOB ITPOBOMUT-
Cs TIPU COCTABJIEHUU HOMCHKJIATYP Jie], ITPH opop-

JIEHUM IeJ1 U NPOBEPKE IPAaBUIIbHOCTU OTHECE-
HUSI IOKYMEHTOB K JcJiaM, NPH MOATOTOBKE JIE]l.
JIns opraHuv3auu ¥ NpoBeACHUA IKCIIEPTU3DI LIEH-
HOCTH NOKYMEHTOB MOXET OBITh CO31aHA DKCNEPT-
Hag Komuccusa (DK). dyHkiun 4 npasa IK, a
TaKXKe OpraHu3alnus ec padboTbl ONPEHEIsAOTCH
[MOJIOXKEHUEM, KOTOPOE YTBEPXIAECT PYKOBOAUTEID
OpraHU3alUuM.

OTbop NJOKYMEHTOB JUISI MOCTOSAHHOIO XpaHe-
HUA TIPOU3BOAUTCA B COOTBETCTBUM C HOMEHKJIA-
TYPOH 1€ C YKA3AHUEM CPOKOB UX XPaHECHMHH.

I 1o pe3ynbTataM s3KcnepTU3bl LIEHHOCTU JOKY-
MCHTOB COCTaBJISIOTCS OIIMCH J1€J1 NMOCTOSAHHOTO,
NOJATOBPEMEHHOIO XpaHEHUA U IO JIMUHOMY CO-
CTaBY, 4 TAKXKE aKTbl O BbIACJACHNHU ACI K YHHUUTO-
KCHHUIO.

AKT O BBIICJICHUU JIeJT K YHUUTOXECHHIO, CO-
CTABJACHHBIA 3KCMEPTHOM KOMHCCUEH, YTBEPXAA-
eTCHA M CJIYXHUT OCHOBAHMUEM Ui YHUUTOXEHUSH
JOKYMECHTOB, HE UMEIOLUMUX TPAKTUYECKOI0 3Ha-
YEHMHSI.

10.2. CocTaBiieHMe onmuceH nell

Ha 3asepuieHHble Iejia NOCTOSSHHOTrO, HOJIIO-
BPEMEHHOI0 XpaHEHHUs U MO JIMYHOMY COCTaBY
eXXEroJiHO COCTaBJIAIOT onrucyu. Ha aesia BpeMEHHO-
0O XpaHEHMS OIMUCH HE COCTABASIOT.

J1es1a NOCTOSITHHOr O, JOATOBPEMEHHOIO XpaHe-
HUS U MO JIMYHOMY COCTABY MEpenaloT B apxXuB
yepe3s roj nocjie 3aBeplicHUss UX B JEJIONMPON3BOI-
CTBE CTPYKTYPHbIX IMOIPA3ACTCHHH.

Jlena BpemeHHoro (mo 10 neT) XxpaHeHHUs B
APXUB HE MEepeaalTcs U 0 UCTEYEHHUH CPOKOB
XpPaHEHUA YHHYTOXAIOTCH MO aKTY, KOTOPBIH CO-
CTABJISAETCH B XO[AE IKCICPTU3bI LIEHHOCTU HOKY-
MEHTOB.
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