YTBEepxaeHa

noctaHoBneHvem lNpasuTenscrea
Kbiprbiackon Pecny6nuku

oT 23 nrona 2012 roga Ne 517

TUNOBAA MHCTPYKLUA
no aenonpousBoacTBy B Kbiproizckon Pecnybnuke

(B pedakyuu nocmaHoeneHut lNpasumeniscmea KP om 10 utoHs 2013 2o0da Ne 340, 10
mapma 2015 2oda Ne 108)

Masa 1
O6Lwue nonoxeHus

1. TnoBasi MHCTPyKUMA No genonpoun3eoacTBy B Keipreidackon Pecnybnuke (ganee -
TunoBas WHCTPYKUMUS) yCTaHaBNUBaeT COBOKYMHOCTb MNPUHUMMAOB W MNpaBusl,
pernameHTUpylowmx enuHble TpeboBaHUA K OOKYMEHTUPOBAHUIO YynpaBfieH4YeCKon
AEeATeNIbHOCTU U opraHm3auumn paboTbl C JOKYMEHTaMU B yYpexaeHusX, opraHnsaumnsax
N Ha NpeanpuaTUsIX (aanee - yupexgeHus).

2. YypexneHna opraHusyloT v BedyT Lenornpou3BOACTBO Ha OCHOBE HacTosiLen
TnNOBON MHCTPYKLMMW.

[enonpon3BoACcTBO OCYLLECTBNSETCS Ha rOCydapCTBEHHOM SN3blke, B Cny4asx,
npeaycMOTPEHHbIX 3akoHoaaTenbcTBoM Kbiprbidckon Pecny6nuvku, - Ha oduumanbHOM
A3bIKe.

Mpw BeaeHUN OenonpousBoAcTBa B OpraHax rocygapCTBEHHON BRacTh U MECTHOMO
camoyrpaBfieHuss Ha roCyAapCTBEHHOM W OdUUMaNbHOM S3blkaxX, OOKYMEHT Ha
roCcy1apCTBEHHOM S13blKE CYMTAETCS OPUTMHATIOM.

(B pedakuyuu nocmaHoeneHus lNpasumesniscmea KP om 10 utoHss 2013 200a Ne 340)

3. O6wue TpeboBaHus, N3NOXKEHHbIE B TUNOBOM WMHCTPYKLMM, PacnpoCTpaHATCA
Ha OpraHM3aunoOHHO-PacnopPSANTENbHYKD OOKYMeHTaumo (ganee - OP[l) HesaBucnmo
OT BMOa HOCUTENS, BKIOYas NOArOTOBKY, PErmcTpaumio, y4eT U KOHTPOSb UCNOSTHEHUSA
AOKYMEHTOB, OCYLLECTBMASIEMblE C MOMOLLBI aBTOMaTU3MPOBAHHbBIX UH(POPMALNOHHbBIX
TEXHOSOIMN.

ABTOMaTU3MpOBaHHas cuUcTeMa [AOKYMEHTaLUMOHHOro obecneveHunst ynpareHus
(cMcTema SneKTPOHHOrO A0KYMEHTO060opoTa), MpUMEHsieMasi B YYpEeXOeHUW, A0MKHA
oTBeYaTb TpeboBaHUSM MHCTPYKLMKN MO AENONPOM3BOACTBY 3TOr0 OpraHa.

nOpﬂ,D,OK pa6OTbI C [OOKyMEeHTaMun, UMerLnmMun Fpl/l(*) orpaHunyeHunda p[octyna,
yCTaHaBMBaeTCA cneunaribHbIMU MHCTPYKUNAMMN.

4. OTBETCTBEHHOCTb 3a OpraHuM3aumMio W COCTOsiHME  [Oenonpou3BOACTBa
BO3/araeTcsa Ha pyKoBOOUTENSA YYpPeXOeHUs, a B CTPYKTYPHbIX NoapasgeneHunsax - Ha ux
pykoBOOUTESNEN.

5. Mpn cmeHe pykoBoaOUTENS WNWU NUL, OTBETCTBEHHbLIX 3a AENOnpPOu3BOACTBO U
apxvB, COCTAaBMSIETCS aKT Nnpuema-nepeadv OOKYMEHTOB YUYPEXOAEHUS U OOKYMEHTbI
nepegarTca NpaBoOMNpeeMHUKYy Mo akty. B cnyyae oOHapyxeHust HegocTauu
[OKYMEHTOB NPUHUMAIOTCS MEPbI K MX PO3bICKY.
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6. [pu peopraHM3aumun, nUKBUOAUMM YYpPEXOEHUs MNopsOoK nepegayn  u
AanbHeNLero Ucrnonb3oBaHUst AOKYMEHTOB YyKasblBaeTCs B Npukase (pacrnopsbkeHunm)
PYKOBOAMTENS YUYPEXKOEHMS.

Mepenaya AOKYMEHTOB NUKBUOMPOBAHHOIO Yy4YpexaeHuss BXoauT B 00S13aHHOCTb
komuccumn, obpasyemoil Ans nepedaun gen. B coctaB komuccum obsizaTenbHO
BKIHOYaETCs NpeAcTaBUTENb rocyaapCTBEHHOIO apxmBea.

[OKyMeHTbI ONUCBLIBAOTCA 1 NepeatTCs B apXMB BbILLECTOALLENO YYpexaeHus unm
B COOTBETCTBYHOLLMA rOCYAAapPCTBEHHLIN apXuB.

Mpw peopraHn3aLmmn yuypexaeHus ¢ nepegaden ero yHKUUA ApyroMy y4pexaeHuto
nocrnegHee NPMHMMAET MO akTy He 3aBepLUEHHble AernonpoM3BOACTBOM Aena U apXuB
PEOPraHN30BaHHOIO YYpPEXOEHUS U  HeceT TMOSHYl OTBETCTBEHHOCTb 33 UX
COXPaHHOCTb.

7. JOmKHOCTHbIE NUUA, COBEPLUMBLUNE XULLEHWUE, NOPYY, COKPbITUE UMY HE3aKOHHOE
YHUYTOXEHNE [OOKYMEHTOB, a Takke [JONyCcTUBLUME CBOMMU [EUCTBUSMU  UIK
GesgencrTememMm yTpaTy AOKYMEHTOB HauuoHanbHOro apxmBHoro dgoHaa Kbiproiackon
Pecnybnukn, HecyT  OTBETCTBEHHOCTb, YCT@HOBMIEHHYIO  3aKOHOOATEeNbCTBOM
Kbipreidckon Pecnybnuku.

8. OpraHusauusi, BefeHne U CoBepLUEHCTBOBaHME OEeNOonpoM3BOACTBA HA OCHOBE
€0OUHON TEXHUYECKOWN MOSNUTUKN N NMPUMEHEHUS COBPEMEHHbLIX TEXHUYECKMX CPeacTB B
paboTe C OOKyMeHTaMu, MeToau4Yeckoe PYKOBOACTBO WM KOHTPOMb 3a cobniogeHuem
YCTaAHOBMNEHHOrO nopsiaka paboTbl C AOKYMEHTaMu B YYPEXOEHUU OCYLLEeCTBRATCS
CTPYKTYPHbIM MogpasfernieHneM, Ha KOTOpOe BO3MOXEHbl (YHKUMM MO BeOeHUto
genonpoussBoactea (manee - cnyxba — OenonpouvsBOACTBa),  WNv  fMuamu,
OTBETCTBEHHbIMW 3a BefeHWe OeNOonpon3BOACTRA.

NaBa 2
MoarotoBka u ocpopmMneHmne yrnpaBneHY€CKUX JOKYMEHTOB

§1. CocTaB ynpaBneH4ecknx 4OKYMEHTOB

9. [lokymeHTMpoBaHME ynpaBfieHYECKUX OENCTBUA OCYLLECTBIISIETCA NOCPenCcTBOM
cuctemsl OP[.

10. Buabl M pasHOBMAHOCTU [OOKYMEHTOB, HEOOXOOUMbIX W [OOCTaTOYHbIX Ans
paboTbl ydpexaeHuih, onpenensiTcs B COOTBETCTBUM C  (PYHKLMOHAmbHbIM
HasHa4YeHMeM Kaxxgoro OKyMeHTa U AaHbl B nepeyHe (MpunoxeHue 1).

11. YnpaBneH4yeckass [OeATENbHOCTb Y4YpeXOeHust BblpaXkaeTca MoCpeacTBOM
pacnopaguTenbHblX OOKYMEHTOB. WX cocTtaB onpegenserca  KoMneTeHuuenm u
PYHKUMAMM  yYpeXaeHus, NMOPSiAKOM peLleHns BOMNpocoB, OObEMOM U XapaKTepom
B3aMMOCBSA3€elN C APYIMMU YUPEXAEHNAMN (MPUNOXeEHME 2).

12. HasBaHWe BuOa [OOKYMEHTa MNULLETCS MPOMUCHbIMKU OykBaMu MNOMNYXUPHBLIM
WP TOM, BbipaBHMBAETCS MO LIEHTPY.

§2. PekBM3nTbl JOKYMEHTa



13. Tllpn odopmneHnn [OOKyMEHTOB HeobxoguMmo cobnogatb  pPekBU3UTHI,
obecneunBatoLne HOPUONYECKYIO CUMY, KayeCTBEHHOE M OnepaTMBHOE WCMNOSTHEHME
AOKyMEeHTa.

O6sizaTenbHbIMM ~ pEKBU3MTAMM  [OKYMEHTOB  SIBMAKOTCS:  HaMMeEHOBaHWe
ydpexaeHus - aBTopa AOKYMeHTa, HaMMeHoBaHWe BUAa AOKYMEHTA, TEKCT, 3arofoBokK K
TEeKCTY, AaTa W pPerncTpauuoHHbli HOMEp [AOKyMEeHTa, MoAanuchb (3neKTpoHHas
umMdpoBas noanuck), oTMeTka 06 ncnonHuTene, oTMeTka 06 MUCNOMHEeHUM AOKYMEHTa,
MECTO CO34aHus UK U3AaHUS LOKYMEHTa.

B npouecce noarotoBkM M 0OpMIIEHUS OOKYMEHTOB COCTaB 00si3aTenbHbIX
PEKBM3NTOB NPWN HEOBXOAMMOCTU MOXKET ObiTb JONOMHEH APYTMMU PEKBU3UTAMM.

14. Ana OP[ ycTtaHaBnuBaeTcs 28 pekBU3UTOB (MpuroxeHue 3):

1) N3obpaxeHune MNocyaapcteeHHoro repba Kbiprbidckon Pecnybnuku nomelaeTca
Ha 6naHke B cooTBeTCTBUM C 3akoHOM Kbiprbidckon Pecnybnukn "O rocygapcTBeHHbIX
cumBonax Keiprbidackon  Pecnybnukn".  M3obpaxeHne [ocypgapctBeHHoro repba
Kbiprblackon Pecnybnukv 4OMKHO B TOYHOCTM COOTBETCTBOBATb LIBETHOMY MMM YepHO-
B6enomy m3obpaxeHuto aTanoHa [ocymapctBeHHoro repba Kbeiprbidackon Pecnybnuku.
3anpelwaeTtca u3obpaxeHue [ocymapctBeHHoro repba Kbiprbisckon Pecnybnukm
LBETHON OAHOTOHHOW KpaCKoOW.

N3o6paxeHne ocypapcteeHHoro repba Kbiprbidckon Pecnybnuku nomellaercs B
LeHTpEe BEPXHEro nons AokymeHTa. [lnameTtp nsobpaxeHus - He 6onee 20 mm.

2) Ombnema y4ypexaeHust pacnonaraetca Ha ypoBHE HaMMEHOBAHUSA yYpeXOeHUs.
OMbnema He ynoTtpebnsieTcs Ha 6GnaHke, ecrniv Ha HEM MOMELEHO u3obpaxkeHue
"ocypapcteeHHoro repba Kbiprbiackon Pecnybnuku.

3) Koa y4dpexaeHunsa npoctaensaetca no ObuepecnybnmkaHCKkOMy KrnaccudukaTopy
npegnpuatui 1 opradmsauun  (OKMO). OH pacnonaraeTcs nog pPekBuU3MTamm
"HanmeHoBaHne yupexgeHus" n "CnpaBoyHble OaHHble 006 yupexgeHuun", pasmep
wpugTta Ne 8, BbipaBHMBaETCA MO LEHTPY.

4) HanmeHoBaHWe BbILLECTOALLErO y4ypexaeHmsi HabupaeTtcs CTPOYHbIMK BykBamMm,
LWPUMT NONYXUpHLIA, pasmep wpudgTa Ne 10,5, BbipaBHMBaETCA MO LEHTPY B npegenax
OTBEOEHHOro nons.

5) HaumeHoBaHMe  yypexgeHuss pacnornaraetcsa  Nog4 — HauMeHOBaHWEM
BblllecTosAWero ydpexgeHusa. OHO [JOMMKHO COOTBETCTBOBATb  ydpeauTenlbHOMY
AOKyMeHTYy. [lpuHATOEe COKpalleHHOe HauMMeHOBaHWe YKasblBaeTCA Ha creayloulen
CTPOKE Mnocrne MnosiHoro HaMMmeHoBaHus B ckobkax. HabupaeTtcsa cTpoyHbiMM BykBamu,
WpUT nonyxupHeln, pasmep wpudta Ne 10,5, oTgenseTcs OT HaUMeHOBaHUSA
BbILUECTOSLLErO y4YpeXxaeHnsa BYMSI MEXCTPOYHbIMU MHTEpBanamu, BbipaBHMBAETCS Mo
LEeHTpY B npedeniax oTBe4eHHOro nong.

6) HanmeHoBaHWe CTPYKTYpHOro noapasfaeneHns ykasblBaeTcsi B TOM Cryyae, ecnm
OHO ABNSIETCA aBTOPOM [OKyMeHTa. Pacnonaraetcs HUxe HauMeHOBaHUSA ydYpexaeHus.
HabupaeTtcsa CTpoyHbiMM OykBamu, LWPUGT NONyXUpHbIA, pasmep wpudpTta Ne 10,5,
oTAensieTcs OT HaMMEHOBAaHUS YYpeXxaeHusi OBYMSI MEXCTPOYHbIMW WHTEpBanamu,
BblpaBHMBAETCSA MO LEHTPY B Npegeniax OTBe4EeHHOro nons.

7) CnpaBoyHble faHHble 00 yypexaeHuu BKNH4YaloT: MOYTOBbIA agpec, Homepa
TenedoHoB, dakca, agpec 3NeKTPOHHON NMouThl, agpec Beb-canTa, pacyeTHbIA CYET B
GaHke, WOEHTU(UKALMOHHBIM HOMep Hanoronnartenblwuka. Pasmelwarotrca noa
HanMeHoBaHWeM y4ypexaeHus, pasmep wpudta Ne 8, BbipaBHMBAKOTCS NO LIEHTPY.


cdb:1490

8) HaummeHoBaHve BMOa [OKyMEHTa nedyaTaeTcsd NPOMUCHbIMKW  BykBamu,
MOMY>XUPHBIM LLIPUETOM, BblpaBHMBAETCA MO LeHTpy. Pa3mep wpudTa cOOTBETCTBYET
pasmepy wpudTa TeKCTa JOKYMEHTA.

9) Harta gokymeHTa - 3TO gaTa ero noanucaHus, yTBepXAeHust unm cobbiTus,
koTopoe 3adUKCUPOBaHO B AOKYMeHTe. Hanpumep: AaTol NOCTaHOBIEHUS, peLueHus,
npuKasa, pacnopsikeHusl, NIMcCbMa SIBMSieTCs Aata MX NoAanucaHus; NpoToKosna 1 akTa -
AaTta cobblTUS; AaToW nnaHa, cMeTbl, LUTAaTHOro pacnucaHus U ApYrux AOKYMEHTOB,
TpebyoWwnx yTBepXKaeHUs, - Aata Ux yTBepXaeHUs.

Bce CJ'Iy)KGGHbIe OTMETKM Ha [OOKyMeHTe, CBA3aHHble C ero npoxoxgeHnem u
NCNOJIHEHNEM, OOJDKHbI AaTUPOBATLCA U NOANMUCLIBATbCA.

[OKyMeHTbI, M34aHHble COBMECTHO ABYMS unn Bonee yypexgeHusMu, LOSKHbI
UMEeTb OAHY (eauHyto) aaTy.

[aTbl nognucaHus, yTBEpPXOEHWs, COorfacoBaHWA [OOKYMeHTa, a Takke AaTbl,
cogepxawmecs B TekcTe, odopmMmnalTca apabckummn umdpamm B crnefylolen
nocrnefoBaTenibHOCTU:  4YMCIIO  Mecsdua, Mecsaud, rod. Yucno wmecdua u mecsy,
odopMnATCA ABYMS NapamMu apabckmx undp, pasgeneHHbiMU TOYKOW; rog -
yeTblpbMsa apabckumu uudpamn. Hanpumep: gaty 20 maa 2009 ropga cnegyet
odopmnaTb cnegywowmm  obpasom: 20.05.2009. [lonyckaeTcs Takke CNOBECHO-
undgpoBor cnocod opopmneHna gatel, Hanpumep: 25 mapta 2009 roga.

Mpn odopmMmneHnn npukasoB, pPaCMoOpPsKEHUN, pPeLUeHUn, TMPOTOKONOB WU
(PMHaAHCOBbIX [JOKYMEHTOB MNPUMEHAETCA TOSbKO  CrOBECHO-UMdpoBOM  cnocob
otopmneHuna gat: 20 maa 2009 roga.

}J,aTa nUweTca Ha cneumanbHO OTBEAEHHOM MeCcTe Ha OnaHke. Hanpl/lmep, Ha
OnaHke nucbmMa MecTo Ansa gatbl obo3HavaeTca qepTon M pacnonaraetcda OT JieBOro
nond AOKyMeHTa oes OoTCTyna.

Ne

10) PeructpauMoHHbIN HOMEpP AOKYMEHTa COCTOUT M3 ero nopsigkoBoro Homepa,
KOTOPbIN MOXHO OOMNOSTHATbL MHAEKCOM Aena No HOMeEHKNnaType aen. PernctpaunoHHbIn
HOMEp UCXOAALEro OOKYMEHTa COCTOMT M3 MHAEKCa CTPYKTYpPHOro noapasgeneHus,
HOMepa gena no HOMeHKNaType Aen 1 NopsaKOBOro HoMepa AOKYMEHTa.

PermctpaumoHHbIi HOMep AOKYMEHTa, COCTaBMEHHOro COBMECTHO ABYMS U Gornee
yYpeXaeHUsiMM, COCTOUT U3 PEermcTpauMoOHHbIX HOMEPOB [OOKYMEHTa KaXaoro u3 aTux
yuYpexaeHuin, NpoCTaBnsieMbIX Yepe3 KOCYl 4YepTy B rMopsiake ykasaHUs aBTOpOB
[IOKyMeHTa.

PernctpaunoHHbii HOMEp AOKYMEHTa NPOCTaBnsieTCs Ha cneunanbHO OTBEAEHHOM
MecTe Ha OnaHke.

11) Cchbinika Ha perncTpaumoHHbIN HOMEP U AaTy OOKYMeHTa npegycmaTpuBaeTcs
Ha 6naHke nucbma. OHa BKNOYaeT B cebs perncTpaumoHHbIn HOMEP U AaTy OOKYMEHTa,
Ha KOTOpbIn AaeTcs oTBeT. Pacnonaraetcss nog peksMsnToM "PerncrpaumoHHbIN
HoMep" OT neBoro kpas 6e3 oTcryna:

Ha Ne oT




12) MecTo cocTaBneHusi Unn n3gaHnsa JOKyMeHTa yKa3blBaeTCcs B TOM Criyvyae, ecnu
3aTpygHEHO ero onpegeneHve rno peksmantam braHka. OHO ykasbiBaeTcs C y4eToM
MPUHATOrO  aAMWHUCTPATUBHO-TEPPUTOPUANBHOINO AeneHus U BKIIYaeT  TOJSbKO
obLenpuHATbIE CcokpalleHus: rop. buwkek. Pacnonaraetcs Ha OOHOM YpOBHE C

peksmantamm "[lata M perncTpaumoHHbIi HOMep [LOKyMeHTa", BblpaBHMBaETCs MO
npaBoOMy Kpato:

Ne rop. buiikek

13) Agpecatom MOryT ObITb Y4YpexneHusi, UX CTPYKTYPHble nogpasaeneHus,
OOSDKHOCTHbIE MNN puandeckme nuua. Agpecat NUEeTCs B NpPaBOM BEPXHEM yriy C
otcTynom oT nesoro nonga 100 Mm, BblpaBHMBAETCS MO JIEBOMY Kpalo.

I'Ip|/| agpecoBaHnn nMUCbMa B y4dpexaeHue WUurn CTpykTypHOe noapasgereHune mnx
HanmeHoBaHMe nmeTcAa B UMEeHUTENTIbHOM Nagexe:

ApX1BHOE areHTCTBO npwu
MocynapcTBeHHON
perncTpaunoHHon criyxobe
npu NMpaButenscTee
Kbipreiackon Pecnybnukm

OpraHusaynoHHo-
MeTOoaNYECKUN
oTaen

Mpyv agpecoBaHMM MNWUCbMa B y4ypexaeHWe [OOMKHOCTHOMY nuly HasBaHue
yuypexaeHnsa NUeTCH B UMEHUTENbHOM nadexe, AOMMKHOCTb M daMunua nuua - B
AaTenbHOM nagexe:

MwuHucTepcTBO (pbrHaAHCOB
Kbipreiackon Pecnybnukm

HavanbHuky
OpraHn3aLnoHHO-
MeTOANYECKOro
oTgena
A.P.KacbimanueBy

MNpwn agpecoBaHUM AOKYMEHTA PYKOBOAMTENO HAaUMEHOBaHUE y4YpexaeHus BXoauT
B COCTaB HavMeHOBaHWs JOMKHOCTU afpecaTa:

MuHucTpy
obpa3oBaHns 1 Hayku

Kbiprei3ckon
Pecnybnuvku

n.0. damunmna (B gar.
nagexe)



Mpn paccbinke [OOKYMEHTOB B HECKOSNbKO OAHOPOAHbLIX YydpexaeHun agpecart
ob6o3HavaeTcsa 0606LLEeHHO:

[vpekTopam LKkon

[OKyMeHT He O0SKEH coaepaTb bonbLue YeThlipex agpecos. Crnoso "konus" nepeq
00603Ha4YeHneM BTOPOro, TPETbEro U YeTBEepTOro agpecaTa He yKasblBaeTCs: Kaxablv
9K3eMnnNap AOKyMeHTa formkeH 6bITb nognucaH. MNpu HanpasneHun gokymeHTta 6onee
YyeM B YeTblpe agpeca COCTaBMSETCA CMMCOK Ha pacCbliKy U Ha KaXOoM OOKYMeHTe
npocTaBNAeTCA TOMNbKO OOUH agpec.

B coctaB pekBusuta "Agpecat" MOXET BXOAUTb MOYTOBbIN agpec. INEeMEHThI
MOYTOBOrO agpeca ykasblBalOT B MOCNenoBaTeflbHOCTW, YCTAHOBIIEHHOW MNpaBuiiaMm
OKasaHus ycnyr noytosou cBaAsn. [pu agpecoBaHnn NUcbMa B ydpeXxXaeHne ykasblBaroT
€ro HaMMeHoBaHWe, 3aTeM NoYTOBbIN agpec.

MpounsBoacTBEHHOE
o6beanHerHue "LLopo"
720020, r.buLukex,
yn.Opo3sbekosa, 8

an/I agpecoBaHUMN OOKYMEHTa rpaxgaHam cHa4alna yKa3blBakoT NOYTOBbLIN agpec, a
3aTeM nHmnumarnbl n (*)aMVIJ'II/I}O nony4yarend:

720009, r.buwikek-9,

yn.Oposbekosa, 105

nN.0. damunmna (B Agar.
nagexe)

14) M'pudp yTBEPXOEHUA pacrnonaraeTcsi B BEPXHEN NpaBoOW 4acTu MepBOro nucra
AOKyMeHTa ¢ OTCTynoM ot fieBoro nossi 100 mm.

[okyMeHT yTBepXxgaeTcs  OOMMKHOCTHbIM — NULOM UM pacnopaguTenbHbIM
AokymeHtoM. Cnosa "YTBEPXOAKO", "YTBEPXOEHO" nuwytca nponncHbIMU
OykBamn 6e3 KaBbIYEK.

Ecnn gokymeHT yTBEpXKaaeTca OOMMKHOCTHLIM NIMLOM, rpud YTBEPXKOAEHUST COCTOUT
n3 crnosa "YTBEPXXOAKD", HaumeHOBaHMA [OOMMKHOCTWU, NOAMUCK, WHULMANOB W
Gamunum nuua, yTBepamnBLLErO JOKYMEHT, AaTbl YTBEPXKAEHUS:

YTBEP>XOAKO
MUHUCTP
3[paBoOXpaHeHns
Kblpreiackon Pecnybnukm
n.O.

damunus



(noanuce)
00.00.0000

Mpn  yTBepXaeHUW  OOKyMeHTa  pacnopaguTernbHbIM — JOKYMEHTOM  rpud
yTBEpPXKAeHMs cocTouT n3 crnosa "YTBEPXKOEHO" B cooTBeTCTBYIOWEM pPOAE U YUChe,
Ha3BaHWA pacnopaguTenbHOro [OKYMEeHTa B TBOPUTENbHOM nagexe, ero gatbl u
HoMmepa:

YTBEPXOEHO
npukasom MunHuctepctsa
3[paBoOXpaHeHuns
Kbliprbiackon Pecnybnnkm
ot 00.00.0000 Ne

Mpn HanMMuYMM HeCKONbKMX TPUGOB YTBEPXKAEHWS OHW pacrionaralTcsl Ha OOHOM
YypOBHe, HauMHasi oT fieBoro rnons 6es3 oTcryna:

YTBEPXOEHO
YTBEPXIOEHO

npukasom MwuHucTepcTBa
NOCTaHOBMEHNEM M3PUMN

3[paBooOXpaHeHuns rop.
Buwkek

Kbiprbiackon Pecnybnukn
ot 00.00.0000 Ne
oT 00.00.0000 Ne

15) Pesontoumsa nuweTcs COOTBETCTBYHOLLMM LOSMKHOCTHBIM NMLOM Ha cBOOOAHOM
OT TeKkcTa MecTe B BepxHen 4acTu gokymeHTa. OHa BkftovaeT B cebsa hamunum
NCNONHNTENEN, CoaepXaHNe NopyYeHUsi, CPOK UCMONHEHNSA, NoaNUCb, AaTy:

K.M.OoopoHbGekoBy.

Mpowy NnoaroTOBUTb
NPOEeKT

cornaweHus k 00.00.0000.

Moanuchk

00.00.0000

B cnyyasix, korga nopyyYeHve gaeTtcsi ABYM MMM HECKONbKUM Nuuam, paBHbIM MO
[AOMMKHOCTM, OCHOBHBLIM MWCMOJIHUTENEM SABMSETCA JULUO, YKa3aHHOE B MOpYyYeHun
nepebiM. EMy npegoctaBnsieTcs npaBoO CO3blBa COUCMOMHUTENEN U KOOpAMHALUUSA KX
paboTbl.

OcHOBHOM MCNOMAHUTENb WU COUCMONHUTENDb BnpaBe AdaBaTb MOpy4YeHUA B BuUae
pe30mou,vu7| muam, HenocpeacTtBeHHO MM NOAYNHEHHbIM.



Ha OOKYMEHTaXx, He Tpe6y+ou.|,|/|x y|<a3aHm7| no MCNOJIHEHUIO N UMEerLNX TUMNoOBbIE
CPOKM WUCNOJIHEHNA, B pPE3OJIIOUMN YKa3blBAlOTCA WCNOJIHUTENb, MNOANUCb aBTOpa
pesonounn, gata.

Pesontounss MoxeT 0dOpMISTbCS  Ha  OTAENbHOM JIMCTE C  yKas3aHUeM
permcTpaLmMoHHOro HoMmepa 1 AaTtbl AOKYMEHTA, K KOTOPOMY pe30stoLns OTHOCUTCS.

16) 3aronoBok AOKyMeHTa nuweTtcsa nepen TekctoM. OH JOMMKEeH rpaMmaTuyecku
COrnacoBbiBaTbCA C HasBaHMEM [OKyMeHTa. Hanpumep: npukas (0 4em?) - 06
YyTBEPXKOEHUMN KOMMUCCUU; MHGOopMauusa (0 4eM?) - o NpoBeAeHUn pecnybrnmnmkaHckoro
cMoTpa.

Ecnm B [OOKymMeHTe oOTpaxaeTcsa HEeCKONbKO BOMPOCOB, TO  3arofioBOK
dopmynupyeTtcsa 0606weHHo. K gokymeHTam 6ornblioro obbema mnu oTpaxarowmm
HECKONbKO BOMPOCOB, HapsAy C 3arofioBKammn COCTaBNAKTCSA NOA3arofIoBKM.

3aronoBkn K NUCbMaM MULLYTCSA C NPONUCHOM OyKBbl B creuvanbHO OTBEAEHHOM
ANs HUX MecTe, C NeBOM CTOpPOHbI, 6e3 oTctyna. 3aronoBkn k gpyrum sugam OP[
BblpaBHMBAKOTCS MO LEHTPY, NMULIYTCHA C NPOMUCHOW OYKBbI, BbIAENATCS MOMY>XUPHbBIM
wpncTtom. Touyka B KOHLIE 3arofiloBka He CTaBUTCs. 3arofiloBOK, COCTOALMN U3 ABYX U
bonee cTpoK, neyataeTca 4epe3 1 MeXCTPOYHbIM uHTepBan. Pasmep wpudTta
COOTBETCTBYET pa3mepy wpudTa TeKCTa.

[loKyMeHTbI, coCcTaBneHHble Ha BrnaHkax popmaTta A4, OOMKHbI UMETb 3arofloBKN.

3aronoBkn He NULIYTCS Ha Tenerpammax, TernedoHorpammax, U3BELLUEHUAX U Ha
AOKyMeHTax, CoCcTaBreHHbIX Ha brnaHkax popmata A5, A6.

3aronoBoK OTAENseTcs OT TekcTa OBYMA MEXCTPOYHbIMWN MHTEPBaliaMu.

17) OTmMeTKa O KOHTpOMe NPOCTaBNAETCA Ha JOKYMEHTaX, TPebyoLwmx NCnonHeHns
N B3ATbIX HA KOHTponb. 3Hak KoHTpons (bykea "K", cnoBo unu wtamn "KOHTPOJb")
CTaBUTCA Ha NeBOM MoOne [OKYMEeHTa Ha YpPOBHE 3arofioBka WM B chneumanbHO
OTBEAEHHOE KOHTPONbHOE OKHO.

18) Tekct gokymeHTa odopmnsieTcs B BUMAE aHKeTbl, Tabnuubl, CBA3HOIO TeKcTa
UNn B BUAE COEANHEHNS 3TUX CTPYKTYP.

Mpn cocTtaBneHun TeKCTa B BUAE aHKETbl HaMMEHOBaHWUSI  MPU3HAKOB
XapakTepudyemoro ob6bekta OOMKHbl ObiTb BblpaXeHbl MMEHEM CYLLECTBUTENbHBIM B
UMEHUTENbHOM Nagexe WM CNnoBOoCOYMEeTaHMEM C  [flarofioM  BTOPOro  nuua
MHOXECTBEHHOIO 4MCria HacCTOALEro WMNu npoweawero BpemMeHun (umeete, Obinu,
HaxoAUNnCb).

Mpadbl M CcTpokM Tabnuubl OOMKHbI MMETb 3arofloBKM, BblPaXXE€HHble UMEHEM
CYLLECTBMTENbHbIM B MMEHUTENbHOM nagexe. lNMoasaronoBku rpad U CTPOK AOSMKHbI
ObITb cornacoBaHbl C 3aronoBkamu. Ecnn Tabnuuy nedartatoT 6onee 4em Ha OAHOWM
cTpaHuue, rpadbl Tabnuubl AOMKHblI OblTb MNPOHYMEpOBaHbl WM Ha CcreayrLmnx
CTpaHuMuax A0SMKHbI ObITb Hane4yaTaHbl TONbKO HOMepa 3TUX rpad.

CBSA3HbIA TEKCT COCTOMT M3 ABYX 4YacTen. B nepBon 4actu ykasbiBalOTCA NPUYMHDI,
LUenu, OCHOBaHMSA CO34aHuUs OOKYMEHTa; BO BTOPOW (3aKMOYUTENBHOW) - peLleHus,
BbIBOAbI, NPOCLObLI, pekoMeHaaunn. TeKCT MOXeT coaepkaTb OAHY 3aKMio4YMTENbHYH
yacTb (Hanpumep, npuKasbl (pacnopsikeHus) - pacnopaguTenbHyto 4acTb 6e3
KOHCTaTMpytolen, nucbMa - npocbby 6e3 nosicHeHust). B TekcTe [OKyMeHTa,
NOArOTOBMEHHONO Ha OCHOBAHWW UM BO WUCMOJSIHEHWE paHee W3AaHHOro OOKYMEHTa,
YKa3blBalOTCA €ro pekBM3UTbl: HaUuMEHOBaHWE [OKYMEHTa W YyYpexaeHus - aBTopa,
AaTy, 3arofloBOK K TEKCTY, PErMCTPALNOHHbBIA HOMEP.



B pacnopsagutensHbiX OOKYMEHTax YyYpexXaeHwn, OeWUCTBYILWMX Ha npuHUMnax
eAVHOHa4Yanus, a Takke BO BHYTPEHHUX AOKYMEHTaX, aapecOBaHHbIX PYKOBOLCTBY,
TEKCT wum3naraeTcsa OT MNepBOro nuvua eauvHCTBeHHoro 4ucna (“"npukaseiBaro”,

"npegnarato”, "npotuy").

B OOKYMEHTax KosrnermaribHbiX OpraHoB TeKCT Wu3rnaraetca OT TpeTbero Inua

€ANHCTBEHHOro Yncna ("nocraHosnset", "pewnn").

B coBmMeCTHbIX OOKYMEHTax TEeKCT udnaraetcda OoT nepBoro fimua MHOXEeCTBEHHOIo

yucna ("npukasbiBaem", "peumnn").

TekcT NPOTOKOJ/1Ta wum3naraeTca OT TpeTbero Jimda MHOXEeCTBEHHOIo 4ucna

("cnywanwn", "Bbictynunun", "peumnn®).

B nucbmax MCNoJib3yrOTCA cnenyrowune (bOprI N3NOXEHUA:

- OT MepBOro nuua MHOXeCTBEHHoro uucna ("npocum npegoctaBuTb ...",
"Hanpasnsem B Baw agpec");

- OT nepBOro nvua eauHCTBEHHOro uucna ("npowy Bbicnatb", "cuuTaro
HeobxoauMbIM");

- OT TPETbLErO NnMua eaUHCTBEHHOIO Ymcna ("MMHUCTEPCTBO HE BOo3paxaeT").

CnnolwHble CBA3HblE TEKCTbl MOFYT COCTOSTb W3 CTPYKTYPHbIX 371EMEHTOB,
MMEILLNX B HEOOXOOUMbIX Cry4Yasix 3arofioBKM U Hymepauuto. Hymepaums CTpyKTypHbIX
3MEMEHTOB ApYrMx AOKYMEHTOB BedeTcs apabekumu umdppamu. HasBaHnst CTPYKTYPHbIX
3M1EMEHTOB NeyvaTarTCsi NONYXMPHLIM LUPUATOM M BbipaBHUBAKOTCS MO LIEHTPY, TOYKa B
KOHLe 3arofioBka He cTaBuTcs. Pasmep wpudTa COOTBETCTBYET pa3smepy LwpudTa
Tekcta. HasBaHUS CTPYKTYPHbIX 3NEMEHTOB OTAENSATCA OT Tekcta AByMms
MEXCTPOYHBbIMU MHTEPBanamu.

19) OTMeTKa O HanMuYMM NPUIOXKEHUS K OOKYMEHTY MOXET AenaTbcs nocre Tekcra
Unn B TEKCTE.

Ecnn oTmMeTka 0 HanuuMm NPUNOXEHUA K OOKYMEHTY OenaeTcs nocne Tekcra, To
OHa pacnonaraetcsa nepeq peksmsantoMm "lMognuck”. Cnoso "lpunoxeHne" nuweTtcs
BCerga B €4MHCTBEHHOM 4MCREe, HECMOTPS Ha KOMMYECTBO MPUNOXEHWUA, OT NEBOrO
Kpasa ookyMeHTa 6e3 oTcTyna.

Ecnn OOKYMEHT MMeEeEeT npunoxeHume, nosiHoe HamMmeHoBaHne KOToporo npmBoanTCA
B TEKCTe, TO OTMEeTKa O Hanm4mnn npuiioxeHmnsa OC*)OpMJ'IFIeTCFI no cbopme:

MpunoxeHwue: Ha 5 1. B 2 3K3.

Ecnn nonHoe HavMeHoBaHWE MPUNOXEHUs B TEKCTE He Ha3BaHO, TO OTMETKa O
HanM4Mn NPUNoXeHns ohopMIsieTCs crneayoLwmm obpasom:

MpunoxeHne: CmeTa pacxofoB Ha KanutanbHOe CTPOUTENbCTBO Ha 5 1. B 2 3K3.

Mpw HAaNUYMN HECKOSBbKMUX NPUNOXKEHWUIA K AOKYMEHTY NULLETCS:

MpunoxeHwne: 1. CnpaBka 0 HegocTaye JOKYMEHTOB Ha 1 1. B 2 3K3.

2. Boinncka 13 npoTtokona 3acegaHns aKCnepTHOW KOMUCCUN



Ha 1 n.B 1 9kKs.

Ecnn k OKyMeHTy npunaraeTca Apyron JOKYMEHT C NPUroXeHueMm, TO OTMeTKa O
HanM4YnMn NPUNOXeHns ocpopmMmnsaeTca No opme:

MpunoxeHwne: 3aknoveHne 6anaHcoBon komuccum ot 25.03.2009 Ne 2 n

NPUIIoXXeHne K Hemy, Bcero Ha 21 n. B 2 9ka.

Ecnn npunoxeHue HanpaBngeTcsa He BO BCe YyKasaHHble B [OKYMeHTe ajpeca,
OTMETKY O Hanuyuu npusioXXeHms opopmssoT no gopme:

MpunoxeHwne: Ha 5 1. B 2 3K3. B NepBbIN agpec.

Ecnu npunoxeHnsi copoLutopoBaHbl, TO KONIMYECTBO JIMCTOB HE yKa3biBaeTCs.

Ecnu Hannume npunoxeHusa K JOKYMEHTY yKa3blBaeTCs B TEKCTE, OHO 0hopMIsieTca
cnegyowmm obpasom: "[loroBop cocTaBnsieTca Ha cneumanbHoMm 6naHke (npunoxeHue
1)." unn "[doroBop coctaBndeTcs Ha crneumnanbHOM BnaHke cornacHo npunoxenuo 1.".
Mepen nopsiakoBbIM HOMEPOM NPUOXKeEHNA 3HaK "Ne" He cTaBuTCS.

MpunoxeHna opopmMnsaTCa Ha OTAeNbHbIX Nuctax 6ymarn. Crnoso "MpunoxeHue"
pacnonaraeTcs B NpaBOM BEpXHEM Yriy MNepBOro NUcta JOKYMEHTa C OTCTYNnoM OT
nesoro kpasa gokymeHta 100 mm. Pasmep wpudpta Ne 10-12:

MpunoxeHwne 1
K npukasy MuHuctepcTtea
domHaHcoB

Kbiprbiackon Pecnybnukm

oT Ne

20) Moanuce. ,D,OKyMeHTbI, HanpaelidaemMble B BbILLIECTOdALLNE OpraHbl, OpraHbl
FOcy,D,apCTBeHHOVI BnacTtu, nognncbiBaroTCA pyKoBoOUTENEM y4pexageHna unun, no ero
nopy4YeHnto, 3amMectmnuTenemMm pykoBoaAUTENA.

[loKyMeHTbI, HanpaBnseMble NOAYMHEHHBIM U OPYIMM YYPEXOEHUSIM U rpakgaHam
NnoANMUCbIBalOTCA  pyKoBOAUTENEM, €ro 3aMecTUTENs MM  UNU  PYKOBOAUTEMSAMMU
CTPYKTYPHbIX NOApa3AerieHnin B COOTBETCTBUM C UX KOMNETEHUMEN.

Bce ak3emnnapbl cnyxebHbIX JOKYMEHTOB, B TOM YMCMEe UX KOMWUW, AOSMKHbI ObiTb
noanucaHbl. [JIOKyMeHTbl AOMKHbI coaepXaTb MNOANMHHbBIE NOLAMUCK AOSMKHOCTHbIX UL,
Mpn GonbLIOM KONMMYECTBE KOMWI LOMYCKAaeTCA WX 3aBEpPeHMEe WCMONMHUTENEeM WUnu
npocTtaBneHne akcummne noanucu pykosoautend. [JOKyMeHTbl MOANUCHIBAKOTCS
TaKke ONEeKTPOHHOW UMEPOBON NOAMUCBID B COOTBETCTBMM C HOpMaMu 3akoHa
Kblpreidackon Pecny6nvkn "O6 3nekTPOHHOM [OOKYMEHTE W 3NEeKTPOHHOW LUUdpoBOM



noganucun”. Mpn atom oba BapuaHTa OOKYMEHTa WMMEKT OLMHAKOBYI HOPULAMYECKYHD
cuny.

INvua ¢ orpaHMYeHHbIMXU BO3MOXHOCTAMU 300POBbsi MO 3PEHUI0, a Takke nuua ¢
OrpaHMYeHHbLIMU BO3MOXHOCTSIMU 300POBbsi, MMelowne aedektol M gedopmaumm
BEPXHUX KOHEYHOCTEWN, MOryT UCMONb30BaTh hakCMMmUIe BMECTO NOAMNMUCH.

Peksnant "lMognucb" coctoUuT K3  HauMMEHOBaHUA  AOMKHOCTM  nuua,
nognucbiBatoLLero JOKYMEHT, ero JSIM4HOM MOAMNUCUM U ee pacLuMdpPOBKU, B KOTOPOW
yKasbIBalOTCA MHULManNbl n pamunus. HanmeHoBaHne OOSMKHOCTU MULIETCA OT NEBOro
Kpasi gokymeHTa 6e3 oTctyna. PacwudpoBka nognucu oopmriseTca ¢ oTCTynoMm OT
nesoro nonsa 120 MM, Ha ypoBHE NocnegHen CTPOKM HAaMMEHOBaHUA OOMMKHOCTM.

B AOokymeHTax, cocTaBMneHHbIX Ha GnaHkax, B Ha3BaHWE [OOMKHOCTUM He BXoauT
Ha3BaHWe y4pexaeHus:

OunpekTop (noanuce)
n.0. damunus
nnu:
3amecTutens
MUHUCTPa (mognuce)

nN.0. damunuga

I'Ip|/| O(bOpMJ'IeHI/II/I OOKYMEHTOB HE Ha OnaHkax HasBaHWe [OSMKHOCTM nuua,
nognucbiBakoLLEero AOKYMEHT, BKIMlO4aeT NoJIHo€ HanMeHOBaHUE y4YpexaeHn4:

[vpekTop LleHTpanbHOro
rocyapCTBEHHOro apxmsa

Kblpreizckomn
Pecnybnuku (noanuce)
N.O. damunus

Ha pgokymeHTax, 3a cogepaHme KOTOpbIX OTBEYalT HECKOMbKO NUL, CTaBATCHA ABE
unun 6onee nognucu. OHWM pacnonaraTca ogHa nog Apyron B nocrenoBaTenbHOCTY,
COOTBETCTBYHOLLEN 3aHUMAEMON OOIMKHOCTU. [Mpn HanNnumMm B OOKYMEHTaxX HECKONbKUX
nognucem HaMMEHOBaHUS [OOSMKHOCTEN WM paclwmpoBKYy noanucen pasgenstoT
NOSTYTOPHbBIM MEXCTPOYHLIM MHTEPBANOM:

AunpekTop (nognwuce)
N.0. damunus

[CnaBHbIN
ByxranTtep (nognwuce)
nN.0. damunusa

an/I noanncaHnm OOKyMeHTa HECKOJIbKMMU OOJIKHOCTHbIMU NMuaMn OOHOro paHra
nx noanuncu pacnonararoTcd Ha o gHOM YypOBHE:



HavanbHuk NMnNaHoBOro
oToena
HavanbHuK domHaHCoOBOro otaena

(mnoanuce) n.O.
damunus
(mognuck) N.0. damunus

[oKyMeHTbI, noanexaiwiMe noanNUCaHUI PYKOBOOAUTENAMU [OBYX YYpexXAeHWH,
odopmnsoTca He Ha OnaHke. PekBuant "lMognuck" pacnonaraetca B ABYX
napannesibHbIX KOMOHKaXx:

MwuHucTp
domHaHcoB
MwuHUCTp 3apaBOOXpPaHEHUS

KbIprbi3ckon
Pecnybnuku
Kbipreidckon Pecnybnuku

(noanuce) n.0.
damunus
(mognuck) N.0. damunus

Ecnu pomkHocTHOEe nuuo, hammnnusa KOToporo 3aroToBfieHa Ha NpoeKkTe LOKYMEHTA,
OTCYTCTBYET, TO LOKYMEHT MOANUCLIBAETCS NULOM, UCMOSTHSAKLWMM ero 06s13aHHOCTH,
unu 3amectutenem. lNpn aTom obA3aTenbHO ykasblBaeTCcs hakTudeckasi OOIMKHOCTb
nuua, nognucaslLero OOKYMEHT, ero uvHuumansl n amunus (MCnpaBneHus MOXHO
BHECTM OT PyKku, Hanpumep: "n.0.", "3am.", numuyuanel n damunusa). He gonyckaetcs
nognucbiBaTb AOKYMEHTbI C NpeanoromMm "3a" unv npoctasBneHnemM KOCoW YepTbl nepes
HaMMeHOBaHMEM OOSDKHOCTMW.

Mpwn noanucaHMM [OOKYMEHTOB, COCTaBMEHHbIX KOMWUCCUEW, YKa3blBAlOTCA He
[AOMMKHOCTM UL, COCTaBMBLLMX AOKYMEHT, a pacnpeneneHne ob6s3aHHOCTEN B cOcTaBe
KOMMUCCUMU:

MNpencenatens

KOMmUccum (nognwuce)
nN.0. Pamunusa

YneHsbl
KOMMUCCUW: (noanun
cun) N.0. damunus

(B andgaBUTHOM
nopsake)

nN.0. damunus



(B pedakyuu nocmaHosneHus lNpasumenscmea KP om 10 mapma 2015 2o00a Ne
108)

21) 'pud cornacoBaHust AokyMeHTa. [loarotoBneHHbIe NPOEKTbl JOKYMEHTOB rnepes
nognucaHnem, B psige CryvyaeB, COMNacoBbIiBAOTCA C  3aMHTEPECOBaHHbLIMU
yuypexngeHusMn, CTPYKTYPHbIMM  nogpasgenieHusMmn, oTaernbHbIMA - AOSHKHOCTHBIMU
nuuamn. JTo genaeTca Angd NnoaTBEPXAEHUA UX Cornacusa ¢ cogepXxaHnem AoKyMeHTa.

CornacoBaHne MoXeT ObliTb OCbOpMJ'IeHO Fpl/I(bOM corfacoBaHnAa Wi JINCTOM
cornacoBaHu4.

Mg cornacoBanusa coctomut m3 cnosa "COITIACOBAHQ" (6e3 mn3ameHeHus no
pogaM M 4yucnam), HaMMEHOBaAHWSA OOSPKHOCTUM Nuua, C KOTOPbIM COrflacoBbiBaeTCS
AOKYMEHT, JNWYHOM nognucu, ee pacwmndpoBkm u  gaTel. [pud cornacoBaHus
pacrnonaraeTcs nocne pekeuauta "lognuck" ¢ NeBon CTOPOHbI 6e3 oTcTyna:

COIMACOBAHO

Mpeacepatens LIK npodcotosa
pabOTHMKOB arponpoOMbILLIIEHHOrO
Komnnekca

nN.0. damunus

(nognwuce)
00.00.0000

Ecnn cormacoBaHue npov3BOAMTCSA  KOMMErvanbHbIM — OpraHoM, TO  rpud
cornacoBaHus ohopmIIsieTcs cneayowmm obpasom:

COIMACOBAHO
[MpoTokon 3acegaHunsa npodkoma
oT Ne

Ecnun cogepxaHne OoKyMeHTa 3aTparmBaeT MHTEPEChl HECKOSTbKNX YYPEXOAEHUNA, TO
rpud cornacoBaHusi oopmnsieTcsa Ha otaensHom nucte (Mpunoxexne 4).

NucT cornacoBaHMsi NOAMNMUCLIBAETCA TaKkKe INEKTPOHHOW UMGPOBOM NOAMMUCHIO.
Mpun 3TOM 06a BapmaHTa fiMcTa CorfnacoBaHUsi UMEeT OANHAKOBYHO IOPUONYECKYIO CUMY.

22) Bwusbl. BHyTpeHHee cornacoBaHue odopMmnseTcsa BWU3OW, COCTOSLIEN U3
AOMKHOCTM BU3UPYIOLLLEro, MOAMUCK, ee paclmdpoBKN (MHUUManNbl U damMunus) u
Aatbl. Busnpytotca ak3emnnsapbl JOKYMEHTOB, KOTOPbIE OCTalTCA B yupexaeHun. Busbl
NpOCTaBNATCA HUXe pekBu3nta "lNognuck" oT NeBOro kpas 4oKkymeHTa 6e3 oTcTyna:

AupekTop
nN.0. damununga


cdb:97362
cdb:97362

HavyanbHuK NMIaHoOBOro
oTaena (noanuceb)
nN.0. damunumg 00.00.0000

Mpn Hecornacum C TEKCTOM OOKYMEHTa, HanMyun 3amMeyvyaHui U OOMNOSNHEHUI OHU
nanararTcs Ha oTAenbHOM nucTe. Busa B 3TOM cnydae odopmnsieTcsl criefytowum
obpasowm:

HavanbHuk nnaHoBOro
oTaena (noanuce)
N.0. damunua 3ameyaHus npunaratoTcs.

00.00.0000

23) TlepboBass neyaTb CTaBUTCA Ha [AOKyMeHTax, Tpebywouwmx ocoboro
YAOCTOBEPEHUST UX MOAMMHHOCTU, a Takke Ha (PUHAHCOBbLIX JOKyMeHTax. [MpumepHbIv
nepedeHb JOKYMEHTOB, HAa KOTOPbIX CTaBuTcs repboBas neyatb, AaeTCA B NPUNOXKEHUM
5.

OTTKcKk nevatn Ha OOKYyMEeHTEe [OOJIXEeH 3axBaTblBaTb 4YaCTb HaMMeEHOBaHUA
AOJDKHOCTU nunua, nognmncasiero A0OKyMeHT, U NoAJIMHHYKO NoANMUCh.

24) OTmeTka O 3aBepeHuMM Konun. Konmsa [OKyMeHTa - BOCMpPOM3BEAEHME BCEX
pekBn3NTOB JoKyMeHTa. OHa BblgaeTcsi MO pe30sIoUNN PYKOBOAUTENS YUpPEXOEeHUS UK
PYKOBOAUTENSA COOTBETCTBYIOLLErO CTPYKTYPHOrO nogpasaeneHus.

YupexaeHne MOXeT 3aBepUTb KONUM TONbKO TeX JOKYMEHTOB, KOTOPble CO34atoTCs
B CaMOM y4ypexaeHun (3TO MONiIoKEeHMe He pPacnpoCTpaHseTCs Ha apXvBHble
ydpexneHus n Hotapuat). BmecTe ¢ TeM, nNpu paspelleHun ger, KacawLwmxcs npuema
rpaxxgaH Ha paboty, y4eby, yA0BNETBOPEHNUSI UX TPYAOBbIX, XUIULLHbLIX U APYrX npas,
yUYpEeXOeHNo paspellaeTcs 3aBepsiTb KOMWM BblAaHHbIX APYrMMU  YYPEXAEHUSMU
[OKYMEHTOB (KONuW AUNIIOMOB M CBUAETENBLCTB O POXAEHUN).

B atom cniydae Konua AOOKyMeHTa 3aBepAeTCd noarnncbio OOJPKHOCTHOro Juua,
YOOCTOBEPAKLLEro COoTBETCTBME €€ coaepXXaHnAa NOANTMHHUKY.

B npaBom BepxHem yrny gokymeHTa nuwetcsa cnoso "Konuga". MNpu 3aBepeHun
Konunm [JOKyMeHTa, Huxke pekBumanta "lMognuck”, 6e3 oTcTyna OT neBOoro Kpas,
NPOCTaBnsieTCs 3aBepuTernbHas Hagnucb "BepHO", HanmMeHoBaHME OOSMKHOCTU nuua,
3aBepMBLLErO KOMNUIO, Ero Nn4Hasi NoANnchb, paclumdpoBka NOANUCU U AaTa 3aBEPEHUS:

BepHo

NHcnekTop oTaena
Kagpos (nognucek)
N.0. damunua 00.00.0000

Mpwn nepecbifike KONUM B OPYrve YYpexXOeHUst UM Bbldade Ha PyKU OTAENbHbIM
nMuaMm Ha Hewl cregyeT MpOCTaBnATb MevaTb, ONpedensiemMyld Mno YCMOTPEHUIO
yypexaeHus.



25) OtmeTka 06 mcnonHuTene COCTOUT M3 (hamMunum UCNONHUTENS, HOMepa ero
TenedoHa, dakca, agpeca 9NeKTPOHHOW Mo4YTbl. 3Ty OTMETKY WMEKT TONbKO
ncxogawme aokymeHtol. OHa pacrnonaraeTcs Ha NUUEBOM UMK MpU OTCYTCTBUM MecTa
Ha OOOpPOTHOW CTOPOHE MNOcCnefHero nucra LOKYMEeHTa B NIEBOM HWKHEM yriy ©6es3
oTcTyna:

damunusa ncnonHutens, 22-40-60, dakc 62-45-30, agpec 3N1EeKTPOHHOW MOYThI

Ha OOKyMEeHTe, noAaroToByieHHOM O MNMOPy4YeHUK  pyKoBOoAUTENA prHHOVI
ncnonHuTenen, B OTMeTke 00 wucnonHutene YKa3blBaeTCH q)aMVIJ'IVIﬂ OCHOBHOIO
UCMOJTHUTENA.

26) OtmeTka 06 WCNOMHEHMM [OOKYMEHTa W HanpaefieHun ero B Oeno
NpoCTaBNAETCA cpasy e Mocne pelleHns Bonpoca M oTnpaBneHus gokymeHTta. OHa
nuweTca Ha cBoOOOHOM OT TeKCTa MeCcTe B HWXHEeW 4acTu nocrnegHero nucrta
AOKyMeHTa u coctouT 13 croB "B geno”, Homepa gena, B KOTopoe AOKYMeHT byaet
NOALLMT, KpaTKNX CBEeAEHUN 06 NCNONTHEHUW OOKYMEHTa, NoANucK 1 Aathbi:

B neno 01-2/115

OTBeT Ha 3anpoc oT
00.00.0000

(mnoanuce) N.0. Pamunus
00.00.0000

27) OTMeTKa O MOCTYNSIEHUN AOOKYMEHTA B Y4YpeXOeHue COLEPXKUT OvepeaHOu
nopsaKoBbIN HOMEP W [aTy MOCTYMfeHUs OOoKyMeHTa (nMpy HeobxXxoaMMOoCTU BpeMms
noctynneHus). OHa NpPoCcTaBNAeTCA B NPABOM HUXHEM Yriy NepBOro fiMcra JOKyMeHTa.
[Ana odopmneHns 3TOro pekBM3uMTa WUCMOoNb3yeTcs cheunanbHbI perncTpaumoHHbIN
wramn (NpunoxeHue 6).

28) OTMeTKa ans aBToMaTM3MPOBaHHOIO NMNOMCKa AOKYMeEHTa BKIoYaeT umsa danna
Ha MalWHHOM HOCUTENe, KoA onepartopa, AdaTty WM Opyrne MOWUCKOBblE AaHHble,
YCTaHOBIEHHbIE B YyypexaeHuu. [leyaTaeTcs Huxe damunum wmucnonHutens 6e3
OTCTyna OT SIEBOro Kpasi AOKyMEHTA:

Ortyet 3a 2008 rog, Kagbipos, 00.00.0000

§3. bnaHk gokymeHTa

15. [OKyMEeHTbl YyypexaeHus AOSMKHbl OopMnATbCA Ha OnaHkax u MMeTb
YCTaHOBIIEHHbIA KOMMSEKC 06A3aTeNbHbIX PEKBU3UTOB U NOPSLOK UX PACMONOXKEHUS.

CnyxebHble JOKYMEHTbl COCTaBnATCA Ha BrnaHkax cdopmaToB A4 (210x297) n A5
(148x210), pexe wucnonb3dyetcsa dopmatr A6 (105x148). [Ona oTAenbHbIX BUAOOB
AOKYMEHTOB Aonyckaetcsa npumeHeHne oopmata A3 (297x420).



16. CoctaB BMooB u opmbl 6GNaHKOB, NPUMEHSIEMbIX B Y4YpexaeHuu,
YyTBEPXXOAKTCA ero pykoBoguTenem no npeacraBneHunto cnyxobl genonpounssoacTea. B
yuYpexaeHuax npuMeHsaTca cnegyowme 6naHkm: odwmun 6naHk, 6naHk nucbma, 6naHk
KOHKPETHOro BMaa AOKYMEHTA.

1) B o6wem 6naHke HeoGXxoAMMbl cregylolwme pekBu3uTbl: U30bpaxeHue
locypapctBeHHoro repba Kbiprbidackon Pecnybnukn wnmn ambnema yvpexnoeHus;
HavMeHOBaHVe BeAOMCTBa, HaMMeHOBaHWe yupexaeHus (npunoxeHune 7).

2) bnaHk nucbMa COCTOMT M3 CRefyllwmux pPeKkBUM3UTOB:  u3obpaxeHue
FocypnapctBeHHoro rep6a Kbiproidackon Pecnybnvkn wmnmn ambnema  yypexaeHus;
HavMMeHOBaHWE MMWHUCTEPCTBA WM BEOOMCTBA, HaAMMEHOBaHME YYpeXaeHus,
HaMMeHoBaHME CTPYKTYPHOro noAapasfaeneHns; MHAEKC NpeanpusaTusa CBA3W, NOYTOBbIN
agpec, HoMmep Tenedakca, TenegoHa, agpec 3NeKTPOHHOW MOYTbl; HauMeHoBaHWe
GaHka 1 Homep cyeTa (YKasblBalOTCS MO YCMOTPEHUIO YUPEXOEHUS); KOL4 ydpexaeHus
(yka3biBaeTcd MO  YCMOTPEHUIO  yuypexaeHus), WUOEHTUMUKALMOHHBIA  HOMEpP
HanoronnartenbLwmka (ykasbiBaeTCs MO YCMOTPEHUIO YYpexXaeHus), gata u Homep
[OKYMEHTA, CCblfIKa Ha UCXOLALLMIA AOKYMEHT, KOHTPOSIbHOE OKHO (Npunoxexue 8).

3) bBrnaHk  KOHKpeTHOro  Bmaa  [OOKYMEHTa  COoAepXuT  u3obpaxeHue
locypnapctBeHHoro repba Kbiproidackon Pecnybnukun wunu ambnemy yuypexneHus;
HaMMeHOBaHME MWHUCTEPCTBA WM BeOOMCTBA, HaMMEHOBaHWE Y4YpexaeHus,
HaMMeHoBaHWE CTPYKTYPHOro noApasfenieHus; HasBaHue Buaa LOKYMeHTa, gaty u
HOMep LOKYMEHTa, MECTO COCTaBIEHUS UMK U3aHUsA JOKyMeHTa (NpunoxeHue 9).

17. B 3aBMCMMOCTM OT pacnosioXeHUss PEKBM3UTOB yCTaHaBMMBalOT Ba BapuaHTta
GnaHkoB - NPOAONbHbIA M yrnoBon. [Mpn NpoOONBHOM PacronoXeHUU PEKBU3UTOB
HaMMEeHOBaHME Yy4YpexAeHus pasMellaeTca BAONb BEpPXHEro nons [OKyMeHTa
(npunoxeHue 8). MNMpu yrnoBoMm - y rpaHnLbl IEBOro NONs B BEPXHEM yriy (NpUioxeHune
10).

18. HavmeHoBaHWe W agpec ydvpexpeHus nevyaTtarTcd Ha rocygapCTBEHHOM U
ouumanbHOM A3blkax. [lpM NpPOAONBHOM  PacnofioXEHUN PEKBU3UTOB CrieBa
neyatalTCs PEKBM3UTbl Ha rOCYyJapCTBEHHOM £3blke, CnpaBa - Ha oduuuanbHOM
Aa3blke. [lpn  yrnoBOoM pacrnonoXeHuMuM CcHavana neyvyaTalTcs pPeKBU3UTbl  Ha
rocygapCTBEHHOM £3blke, HWXEe - Ha oduumnanbHoM a3bike. [Mpyu HeobxoauMoCcTu Ha
GnaHkax gonyckaetca neyaTaTb PEKBU3UTbI HA MHOCTPAHHOM fi3blke. B aTOM crniyyae
nopsgoK s3blkOB AOMKEH ObiTb cnefyowmnM: rocygapCTBEHHbIN,  oduuManbHbIn,
WHOCTPaHHbIAN.  YNoTpebneHne rocyaapCTBEHHOrO W oduuManbHOrO  S3bIKOB
obsizaTtensHo.

19. bnaHk narotaBnmMBaeTca B O4HY Kpacky, NpeanovYTUTENbHO YEepHyt0, Ha Bymare
©enoro ugerta.

I'IpM OTCYTCTBUU OGnaHkoB Ha OOKYMEHTaxX NMpoCTaBId€TCA WTamMn y4pexgeHu4.

bnaHkn ¢ wmnsobpaxeHnem [ocyaapctBeHHoro repba Keiprbidackon Pecnybnukm
N3roTaBnMBalOTCa TUNorpadpckum cnocobom no 3akasam ydpexaeHun. bnaHku
AOKYMEHTOB nognexat yyety. Ha repboBbix 6GnaHkax Ha 060pOTHOM CTOPOHE NncTa B
NEBOM HWXHEM yrny Tunorpad)ckum crnocobom wunu HymepaTtopoM MpOCTaBMATCA
nopsaKoBble HOMeEpa.

BnaHkn [OOKYMEHTOB [OOMKHbI MCMOMb30BaTbCA CTPOro Mo HasHadeHuio U 6es
COOTBETCTBYIOLLErO paspelleHnst He MOryT nepegaBaTbCsl APYrUM YYPEXOEHUSM U
nuuam.

BeegeHne B obpauieHne no mepe HeobXxoaAMMOCTU HOBbIX GS1IaHKOB OOKYMEHTOB
OCYyLLEeCTBNAETCA NO paspelleHnto  (NOpyvyeHUIO) PYKOBOAMTENS  ydpexneHus.



CooTBeTcTBYyHOLLME npeanoXxeHus BHOCATCA pykoBoaMTENEM cnyx6bl
[enonpoun3BoACcTBa BMecTe ¢ obpasuamu npeanaraemMbix 0raHKoB.

§4. NevaTaHne n ocbopmreHne JOKYMEHTOB

20. lMNMevaTtaHne n odopmneHne OOKYMEHTOB B yYpexOeHUsX OCYLLUeCTBNAeTCHa Mo
yCTaHOBMEHHbLIM B KOMMNbOTEPAX WabnoHam co cregyowmmmn napameTpamm HacTPONKN
B pegaktope Microsoft Word:

- wpndTt rapHutypbl Times Neew RomaNe (Times Neew RomaNe Cyr), 06bl4HbIN,
pasmep 12-14. B T1abnuuax ponyckaetca ymeHbleHne no 10 (korga TeKkcT He
BMeLlaeTcs);

- MEeXCTPO4HbIN MHTepBan: gnsa dopmata A4 - oguHapHbin, ona ¢gopmata A5 -
ToyHO 14 nT1, B Tabnuuax pgonyckaetcsa ymeHbleHne o 11 nT (korga TekcT He
BMeLLaeTcs);

- NepBagd cTpoka B ab3aue c otctynom 1,25 cm;

- BblpaBHMBaHME NO WMPUHE 1 6e3 nepeHoCcoB cnoB (B Tabnvuax BbipaBHUBaHWE MO
HeobxoaAMMOoCTH, C MePEeHOCOM CrioB);

- HOMepa CTpaHuL, MNPOCTaBMAKTCSA C NPABOW CTOPOHbI HWKHErO KOMOHTUTYMA
(nepeasi cTpaHuua He HymepyeTcsl).

Kaxablh nUCT QOoKymMeHTa, opOpMIEHHbIN Kak Ha GrnaHke, Tak n 6e3 Hero, JOKeH
nmeTb nons: nesoe - 20-35 MM, npaBoe - He meHee 10 MM, BEpXHEE U HMXKHEE - He
MeHee 20 wMM. [Ona [OOKYMEHTOB, nognexawmx OfUTENIbHOMY  XPaHEeHUIo,
pekomeHayeTca nesoe nosie He MeHee 35 MM AON8 NOALUMBKM W nepenneTta u
obecnevyeHns KONMPOBaHNA N CKAHMPOBAHMWS TEKCTA.

21. PekBu3UTbl OOKyMeHTa OTAensaAwT Apyr OT Apyra ABOVHbIM WHTEpBanom.
CocTtaBHble 4acTM MHOrocTpouHbix pekBusntoB ("Agpecat”, "lpud yTBEpPXKOEHMNA",
"'pud cornacosaHusa”, "OTMETKa O HanNU4MM NPUNOXeHUs") oTAensT Apyr OT Apyra
NONYTOPHbBIM MHTEPBANOM.

MakcumanbHas anvHa CTPOKN MHOIOCTPOYHbIX PEKBN3NTOB - 70 MMm.

OT rpaHuupbl neBoro nons 6e3 OoTCcTyna neyaTalTCs: 3arofloBOK K TEKCTY MMCbMa,
TekcT (6e3 absaueB), OTMETKa O HanuyuuM NPUITOXKEHUS, HAUMEHOBaHUE [OOSMKHOCTMU,
rpudp cornacoBaHusi, 3aBeputenbHaa Hagnuce "BepHo", a Takke cnoesa "CJTYLWWANN",
"BbICTYNUNN", "PEWININ", "MOCTAHOBWIIN"; dbamunms ncnonHnTens n Homep ero
TenedoHa; Aata AOKYMEHTA; CCbIfika Ha PermcTpauuoHHbIi HOMEP 1 AaTy AOKYMEHTA;
BM3bl; OTMETKA AJ11 aBTOMATUYECKOro nomcka AoKyMeHTa.

Maea 3
MoproroBka u ochopmneHme otaenbHbIX BUAoB OP/

§1. MNpwukas, pacnopskeHne

22. lNpukaszamn 1 pacrnopsKeHnAMU OOPMIISIOTCA peLUeHNa OopraHn3auMOHHO-
pacrnopsanTeNbHOrO Xxapakrepa, a Takke M0 onepaTtuBHbIM, OpraHu3auMOHHbIM,
KagpoBbIM M ApYrMM BOoNpocam paboTbl yYpexgeHus.



[MpoekTbl nNpuKasoB (pacnopskeHun) rOTOBAT WM BHOCAT noapasfeneHns Ha
OCHOBaHWW MOPYYEHUA PYKOBOAUTENSA YYpEXOAEHUHA, ero 3amectutens nmbo B
MHULMATMBHOM nopsaakKe.

MpoekTbl NpUKa3oB (pPacrnopsikeHWin) No KaapoBbIM BOMpocam FOTOBWUT KagpoBast
cnyx6a Ha OCHOBaHMM COOTBETCTBYIOLLMX NPeACTaBNEHUIA.

Ob6ecneyeHne Ka4eCTBEHHOW NOArOTOBKM NPOEKTOB NPUKA30B (PacnopsiKeHUn) n nx
cornacoBaHve C 3avHTEPEeCOBaHHbIMW CTOPOHaMX BO3faraeTcs Ha pyKoBOAUTENEW
noAapasfeneHnin, KoTopble FOTOBAT U BHOCSIT NMPOEKT.

KoHTponb 3a npaBuibHOCTLIO OOPMIIEHUSI NMPOEKTOB MPUKA30B (pacnopsiXeHUn)
ocyllecTBngaeT cnyxba aenonponsBoacTBa.

23. TlpoekTbl NpuUKasoB (pacropsikKeHUn) U MPUMNOXKEHUS K HUM BU3UPYIOTCA
NCNOMHUTENEM 1 pyKoBoAMTENEM NoapasaeneHns, BHECLLEro NpoeKkT, PyKoBOAUTENAMM
nogpasgenieHn, KoTopbiM B NpoeKkTe npeaycMaTpuBalroTCs 3afaHua U MOpyYeHus,
pyKOBOAUTENAMW  MoApas3feneHnin, 3auHTepecoBaHHbIX B  pelleHuM  BHOCUMbIX
BOMPOCOB, a TaKke pykoBoauTernem CcrnyxObl Aenonpov3BOACTBA WU HOPUANYECKON
Cnyx6bl.

Ecnu B npouecce cornacoBaHns B NPOEKT BHOCATCS U3MEHEHUs NPUHLUNNANbLHOMO
XapakTtepa, TO OH C Y4ETOM M3MEeHEeHUIn BHOCUTCS Ha NOBTOPHOE cormnacoBaHue.

Ecnu B npouecce cornacoBaHusi BO3paXxeHUs No NPOeKTy npukasa (pacrnopsikeHns )
He OblNM  y4TeHbl, OHW UK3NaralwTcs B ChpaBke, KkoTopas MOANUCbIBaeTCS
pykoBOAMTENEM MNoApasderieHnsl, BHECLUEero NPOeKkT npukasa (pacrnopsikeHus), u
npunaraeTcs K NpoekKTy.

MpoeKkTbl NPMKa30B (pacnopsikeHnn), NpeacTaBnNgemMble pyKOBOAUTENO Ha NOAMNUCS,
BM3MPYIOTCA 3aMeCTUTENSAMU PYKOBOAUTENS B COOTBETCTBMM C pacnpedeneHnem
00s3aHHOCTEN.

24. TpoeKTbl NpUKa30B (pacrnopsiKeHWn) neyaTarTCcs Ha CTaHAapTHbIX OnaHkax
yCTaHOBMEHHOM popMbl M [OKMagbiBalOTCa Ans NOANMCKU, NPU HEeoBXOAMMOCTM, CO
CrpaBKOW, KOTOpasi [OOfKHa coaepXaTb KpaTKoe W3NOXeHue CyTu npukasa
(pacnopsikeHusi), obocHoBaHME ero HeobxoAMMOCTW, a Takke CBedeHUss O TOM, Ha
OCHOBaHMM 4ero noaroToBfieH MPOEeKT, C KeM COornacoBaH W Kaknme MUMelTcs
pasHornacus. [laton npukasa (pacrnopsbkeHus) siBnsieTca gata ero nognmcaHus.

Mpukasbl (pacnopsikeHns) HyMepyrTcsa MNOPSLAKOBOM Hymepauven B npegenax
KaneHgapHoro roga; npukasbl (pacrnopsiKeHusl) no OCHOBHOWM LesiTEeNbHOCTU WU Mo
NIMYHOMY COCTaBY HYMEPYHOTCH OTAENBHO.

25. Mpukasbl (pacrnopskeHUst) U3JatoTcsl Ha OBYX s3blkax - rocyAapCTBEHHOM U
ocuumansHoM, gonyckaeTcs nevatatb oba BapuaHTa Ha ogHom GnaHke. BHauvane
pacnonaraeTcsi TEKCT Ha rocyAapCTBEHHOM si3blke, 3aTeM Ha OMLMaNbHOM.

26. Konnn npukasoB (pacriopsbkeHUn) unm WX pPasMHOXEHHbIE 3JK3eMMnspbl
3aBepdAlT neyaTblo Cryxbbl Oenonpou3BoAcTBa M HanpaBnaAwT agpecatam B
COOTBETCTBUM C YyKasaTenem paccCbifiki, KOTOPbIN COCTaBNSeTCs M NOoAMUCbIBaeTCA
ncnonHutenem. Konusa obszatenbHO HanpaensieTCAa Takke UCMOMHUTESNO U B CryX0y
AEenonpon3BOACTBA.

27. MNpuka3s (pacnopsxeHne) UMeeT cnegyowme pekBUsnTbI:
1) HaumeHoBaHue BMaAa 4OKyMeHTa.

2) Oata u Homep npukasa (pacnopsbkeHusi). [daTta odopmnsieTcsa CnoBecHO-
unpoBbIM cnocobom, HoMep cocTouT 13 3Haka "Ne" n nopsaaKoBOro Homepa.



3) 3aronoBok npukasa (pacrnopsikeHus) OOSDKEH KpaTKO U TOYHO OTpaxaTb ero
cogepxaHme. Todka B KOHLE 3arofioBka He cTaBuTCHA. 3arofioBOK nevyataeTtcs
NONY>XMPHbIM LWPUETOM Yepe3 1 MEXCTPOYHbIV MHTEpPBan, BbipaBHMBAETCSA MO LEHTPY.
Hanpumep:

O6 yrtBepxaeHun WHcTpykumn no  genonpoumssBoactBy BepxosHoro cypa
Kbiprbiackon Pecnybnukum

PaCI'IOpFI)KeHVIFI 3arofioBka He UMeIoT.

4) TekcT oOTAensieTcss OT 3arofioBka ABYMSI MEXCTPOYHbIMW MHTEpBanamum wu
nevaTtaetcsa wpudptom pasmepom Ne 12-14 yepes oanH MHTepBan OT FIEBOW rpaHuLbl
TEKCTOBOIO MOSIS U BblpaBHUBAETCS MO LUMPUHE.

TekcT npukasa (pacnopskeHust) MOXXeT COCTOATb U3 ABYX YacTen: KOHCTaTUpYoLLen
(npeambynbl) 1 pacnopsanTeNbHON.

B KoHcTaTupylowen yactn KpaTko uanararTcsa uenu u 3agadm, daktsel n cobbitns,
NMOCMY>XMBLUME OCHOBaHMEM [ONA u3gaHusa npukasa (pacnopshkeHus). OHa MoxeT
Ha4ynHaTbCca croBamun "B uenax", "Bo ucnonHeHuwe". Ecnu npukas (pacnopskeHue)
n3gaeTca Ha OCHOBaHMM [ApYroro [AOKYMEeHTa, TO B KOHCTaTUpYOLEen 4YacTtu
yKa3blBaeTCA HaMMeHOBaHWe 3TOro AOKyMeHTa B poauTenbHOM Majexe, ero aBTop,
Aarta, HOMep 1 3arofnoBOK.

MNpeambyna B npoekTax MPUKa3oB 3aBepLlaeTcsl CMOBOM MNpuKasbiBal, KOTopoe
neyaTtaeTcs NOMYyXXMPHbIM LLPUTOM.

PacnopsagutensHass yactb oTtaensetrca OT npeambynbl OBYMS MEXCTPOYHbIMU
nHtepsanamn. OHa JomkHa coaepxaTb nepeyvncrieHne npeanucbiBaeMblX 4eNCTBUN C
yKaszaHWeM  MCMOMHUTENs  KaXaoro  AOeWCTBUS M CPOKOB  WUCMOJSTHEHUS.
PacnopsautenbHaa 4acTb MOXeT [OenuTbCA Ha MyHKTbl U MOAMNYHKTbI, KOTOpble
HymepyTca apabeknmmn uudpamun. Kaxabin nyHKT (NOAMNYHKT) nevataeTcs ¢ ab3aua u
oTgensetcs OT npedblaylwero ABYMS MEXCTPOYHbIMW WHTepBanamu. [encteus
O[IHOPOAHOro XapakTepa MoryT ObiTb MepeyncrieHbl B O4HOM nyHKTe. B kavectBe
MCNOMHUTENEeNn YyKasblBalOTCA  CTPYKTYpHble noapasfgeneHus  WUnu - KOHKpeTHble
AOIMKHOCTHbIE Nuua. MNocneaHuin NyHKT pacnopsaguTeribHOM 4acTh MOXeT coaepXatb
cBedeHus O nogpasgeneHum Wnu OOMKHOCTHOM fuvue, Ha KOoTopoe Bo3naraeTcs
KOHTPOIb 3a UCNOSTHEHNEM NpUKa3sa.

Ecnu npukas (pacnopspkeHue) M3MeEHSIeT WM OTMEHSIeT OPYron OOKYMEHT, ero
OTAESNbHbIE NOMOXEHUS, TO OAMH U3 MYHKTOB pacrnopsianTesibHON YacTu TekcTa LOSMKeH
cogepXaTb CCbIfIKY Ha OTMEHSeMbIN AOKYMEHT (NMYyHKT LOKYMEHTA) C yKasaHuMeM ero
AaTbl, HOMepa W 3arofioBka. TEKCT NyHKTa AO0SMKEH HadmHaTbca cnosamu "lMpusHaTth
yTpaTuBLLMM cuny ...".

5) Mognucek COCTOUT N3 HAMMEHOBAHNA OOSMKHOCTM N1La, NOANNCABLUETO JOKYMEHT,
NINYHOW NOZNUCK M pacIMGPOBKM NognucuK (MH1LmMansl, amunus).

anKaSbl (pacnomeeHMﬂ) noanncbiBaeT pPyKoOBOOUTENb Yy4pexaeHud, a B ero
OTCyTCTBME - NMNLIO, €r0 3amMeLllarLlee.

28. TpunoxeHuss K npukasy (pacnopshkeHUo) BUBUPYHOTCA pPyKoOBOAUTENEM
CTPYKTYpHOro nogpasferieHusi, NoAroToBMBLUEro MNpPOeKT. [1pyM HanMymmM HEeCKONbKUX
NPUNOXEHUN OHU HyMepylTcs. BHeceHne W3MEHeHWn B NoANUCaHHbIA  NpuUKas,
pacropshkeHue, a TaKke B COrfacoBaHHbIM MPOEKT AOKYMEHTa He JonycKaeTcs.



O6pasel npukasa gaH B npunoxexHmn 11.

29. CoBMeCTHble MpuKasbl YYpeXOeHUn nevatalTcss Ha CTaHOapTHbIX NucTax
B6ymarn cbopmarta A4.

[Mpn ochbopmneHnn coBMeCTHOro npukasa:
- Ha3BaHWUA y4YpeXxaeHUn pacnonaralTca Ha O4HOM YPOBHE;

- [JaTa COBMECTHOrO MpuKkasa - eauHasi, COOTBETCTBYeT nOaTe Gonee nosaHew
NoAnucu;

- PErMCTPaLMOHHBIN HOMEP OOKYMEHTa, COCTaBNEHHOrO COBMECTHO AByMs U Bonee
ydpexxaeHns M1, COCTOUT U3 PErMcTPaLMOHHbIX HOMEPOB AOKYMEHTA KaXKAoro M3 3TuX
ydpeXxaeHuin, NpocTaBrisieMblX 4Yepe3 KOCyl 4YepTy B MOpsiAke yKasaHUs aBTOPOB B
[IOKYMEHTE;

- MOANWCU PYKOBOAMWTENEN Y4YpeXZEeHUN pacrnoriaralTcs HWXKe TeKcTa Ha Of4HOM
YPOBHE.

§2. NonoxeHune, npaBuna, UHCTPYKLUSA

30. TMopsigok NoOAroTOBKM — MpoeKTa  MOMOXeHWst  (NpaBwun,  UHCTPYKLUUW)
COOTBETCTBYET 06LLEMY NopsaKy noarotoBku npoektos OPL,.

TeKkCcT npoekTa MNOnoXeHus (NpaBws, WHCTPYKLMM) nevyaTaeTcss Ha CTaHOapTHOM
nucte bymarn popmata A4. TekcT nsanaraeTcst OT TPETbEro Nuua eaUHCTBEHHOIO Unu
MHOXeCTBeHHOro u4ucna. B Tekcte wucnonb3ytoTcs cnosa: "gorkeH", "cnegyet",

"Heobxogumo", "3anpeluaetca”, "He gonyckaeTcs".

3aronoBOK K TEKCTY MOSIOXeHus (MpaBurl, UHCTPYKLMM) oTBeyaeT Ha Bonpoc "O
yem?"; 3arofiloBOK K MHCTPYKUUWN, COAEpXKaLlen OOIMKHOCTHble TpeboBaHnA 1 NOpsiaoK
npoBegeHnss paboT (OOMMKHOCTHasi WHCTPyKUMd), oTBeyaeT Ha Bonpoc "Koro?"
(JomKHOCTHaA MHCTPYKLMS rMaBHOroO cneumanucTa).

KoHcTaTupylowen 4actblo MNOMNOXeHUa (NpaBun, WHCTPYKUMK) CRYXWUT pasgen
"O6wme nonoxeHns", B KOTOPOM YKasblBalOTCA OCHOBaHMA pa3paboTku, OCHOBHOE
HasHa4yeHne AaHHOro AOKYyMeHTa M cdepa ero pacnpocTpaHeHusl, OTBETCTBEHHOCTb 3a
HapyLleHNe YCTaHOBMNEHHbIX NPAaBUIT U TEXHOOMMNA.

OCHOBHOW TEKCT MOMNOXEHUS (I'IpaBI/IJ'I, I/IHCprKLI,I/II/I) MOXeT OeJITbCA Ha pa3fernbl,
nogpasaenbl, rmaBbl, MYHKTbl U NOOMYHKTDbI. ["MaBbl 4OMMKHbI UMETb Ha3BaHUSL.

Hymepaums rnaB 1 NyHKTOB NPOU3BOAMTCSA apabckumu umdpamu.
O6paseL, 0hopMIIEHNS MONOXEHNS NMPUBEAEH B NPUNOXeHUn 12.

MNpy BeAeHWM OEenonpou3BOACTBA HA rOCy4apCTBEHHOM W oduuMarnibHOM si3blkax
nevaTalTCsl [Ba BapuaHTa [OOKYMEHTa, Kaxabld M3 KOTOPbIX MMEET OOWHAKOBYHO
tOPUONYECKYIO CUIY.

§3. lNpoTokon

31. MNpoToKkon cocTaBnsieTCs Ha OCHOBaHWM 3anucen, Npou3BeAeHHbIX BO BpeMms
coBellaHusl (3acedaHusi), nNpeacTaBfeHHbIX TEe3WCOB [OKNagoB W BbICTYNNEHUN,
CNpaBoK, MPOEKTOB PELLEHWN.



TekcT npoToKoMna COCTOUT U3 ABYX YacTen: BBOAHOW U OCHOBHOW.

Bo BBogHOM 4YacTu ykasblBalOTCA: npeacegatens (nNpeacenaTenbCTBYOWNR),
ceKkpeTapb, CMUCOK TMPUCYTCTBOBAaBLUMX WS OTCbISIKA K MpunaraeMomy CruvcKy
NPUCYTCTBOBAaBLUMX, ECMNN NX KONIMYECTBO MNpeBbiaeT 15 4yenoBek, M NoBecTka AHSA -
nepeyeHb paccMaTpuBaEeMbIX BONPOCOB, NEPEYNCIIEHHbIX B NOPSAKE UX 3HAYMMOCTU C
yKaszaHneMm goKnagyuka no Kakaomy nyHKTY NOBECTKM OHS.

Cnoso "lpucyTtcTBoBann" nevartaeTcs OT rpaHULbl NeBOro nons, B KOHUe crioBa
cTaBuTCA OBoeToume. Huke ykasbiBalOTCA HaMMEHOBAHWUSA OOSMKHOCTEN, UHMLMAIbI U
dramunmm NpucyTCTBOBABLUUX.

Kaxgblh  BOMpOC MOBECTKM [OHA HymepyeTcs apabckon umdgpon, u  ero
HanmeHoBaHMe HaudmHaeTcs ¢ npegnora "O" ("O6"), koTopoe neyaTaeTca OT rpaHuUbl
neBoro nons.

OcHoBHass 4acTb nNpoOTOKOMa COCTOUT M3 MPOHYMEpPOBaHHbIX  pa3fernos,
COOTBETCTBYIOLUMX MyHKTaM MOBECTKM AHA. TEeKCT Kagoro pasgena CTpouTcs Mo
cxeme: CITYWAIN - BbICTYTUIN - MTOCTAHOBWUIN (PELLUNN).

OcHoBHOE cogepxaHue [OKNadoB W BbICTYNNEHMW MOMeELLaeTcd B TeKcTe
NpOTOKOMa Unu npunaraeTcs K HemMy; B NocrnegHeM criydae B TeKCTe AeriaeTcs 3anuchb
"TekcT BbICTynneHna npunaraetca”. lNocTtaHoBNEHME (peLleHne) - B TEKCTE NpPOToKona
neyaraeTcs NOSIHOCTLIO; MPU HEOBXOAUMOCTU NMPUBOASATCSH UTOMM rOfI0COBaHUS.

CopepxaHne 0cCcobOro MHEHMsi, BbICKa3aHHONO BO BpeMsa  OOCyXaeHus,
3anucbiBaeTca B TEKCTe MNPOTOKOMa Mocne COOTBETCTBYHOLWEro MOCTaHOBMEHMS
(pelweHuns).

32. NpoToKOoNblI MOryT U3daBaTbCHA B KpaTkon hopmMe, Npu KOTOPOW OMycKaeTCca Xo4
obcyxaeHna Bonpoca M (OUKCUPYETCA TOMbKO MPUHATOE MO HeMy pelleHue. B aTtom
cnyyae noBecTKa [HS He nuWeTCs; CAWCOK MNPUCYTCTBOBaBLUMX OTAenNsdeTcs oT
OCHOBHOM 4acTu NPOTOKOMa CNIOLLHON YEPTOMN.

OcHoBHas YacTb NPOTOKOMA BKMNOYAEeT paccMaTpuBaemMble BONPOCHI N NPUHATLIE MO
HUM pelieHnsi. HammeHoBaHne Bonpoca HymepyeTcsa apabckon umdpon n HauymHaeTcs
c npegnora "O" ("O6"), 3aTeM ykasblBalOTCA MHMLMASLI N PAMUIUK JOIHKHOCTHbIX JnL,
BbICTYNMBLIMX MNpu 0BCyXaeHun paHHoro Bonpoca. Pamunum nevaTarotca 4yepes 1
MEXCTPOYHbIN MHTEpBar. 3aTeM ykasblBaeTCs NPUHATOE MO BOMPOCY peLUeHMe.

33. [lpoTokon nognucbiBaeTCca npeacenaTtenbCTBYOWMM Ha 3acefjaHmm U
cekpeTapeMm. [loanvcu oTAensaTCsa OT TEeKCTa U Apyr OT Apyra ABYMSI MEXCTPOYHbIMU
UHTepBanamu.

[aton NPOTOKONa ABNAeTCA AaTa 3aceaHns.

MpoTokonaM npucBanBatoTCsi NOPSAKOBbIE HOMepa B Npederiax kaneHgapHoro roaa
OTAENbHO MO KaXOon rpynne MNPOTOKOMOB: MPOTOKONbI 3acedaHuin  Konneruw,
NMPOTOKONMbl TEXHWYECKMX, HAYYHbIX M 3KCNEPTHbIX COBETOB U Apyrue. [poTokobl
COBMECTHbIX 3acedaHuMit WMEKT COCTaBHble HOMepa, BKMoYallmne MnopsiakoBble
HOMepa NPOTOKOMOB YYPEXAEHUA, NPUHUMABLLUMX y4acTue B 3aceaaHuu.

Homepa noctaHoBneHuii (peLueHunin), NPUHATLIX Ha 3acefdaHusAX, COCTOAT U3 HoMepa
MpoToKoNa 1 HoMepa paccMaTpMBaeMOoro BoMnpoca B NMOBECTKE OHS.

34. Konuu npoTOKOMOB, NpW HEOGXOAMMOCTM, PacChINalTCa 3anHTEpPecOoBaHHbIM
YyYpEeXOEHUAM U OO/MKHOCTHbIM NMUaM B COOTBETCTBMM C YyKasaTenem pPacCbIKu;
ykasaTernb COCTaBnsieT M NoanucbiBaeT OTBETCTBEHHbI UCTMONMHUTENb NoapasaeneHus,
rOTOBMBLUErO paccMOTpeHne Bornpoca. KonmvMu NpOTOKOMOB 3aBEPSOTCA MNeyvaTtbio
cnyx6bl genonponsBoacTea.



MpUHATBLIE peLLeHNs A0BOAATCSA A0 UCMONHUTENEeN B BUAE BbINMCOK U3 MPOTOKOIIOB,
KOTOpble 3aBepstoTCA NevaTbio Cny0Obl Aenonpon3BoaCcTBa.

35. TlpoTokonbl nevatawTca Ha OnaHke npoTokona wunu Ha obwem 6naHke
yuypexgeHus dopmata A4 pasmepom wpudpta Ne 12-14 n umerT crnegywowme
PEKBU3UTBI:

HanmeHoBaHne pokymeHTa - crnoso "[MPOTOKOI" nevyaTtaetca OT rpaHuubl
BEPXHEro nonsi NponuUcHbIMM ByKBaMu MOMNY>XMPHbIM LPUGTOM U BbipaBHMBAETCHA MO

LieHTpY.

Buao 3acepaHus, coBellaHusi, HasBaHME KonsernanbHOro OopraHa oTaendeTcd OT
HanMmeHoBaHUA [OOKyMeHTa [AOBYMA MEXCTPOYHbIMU UHTEpBaAJlaMK, NnedvyaTtaeTcsd
NOJNTYXXUPHbIM LIJpM(bTOM yepe3 oauH MG)KCTpO‘-leIVI MHTepBalsi N BblpaBHUBAETCA MO

LieHTpY.

[lata 1 HOMep NpOTOKOSMa neyatalTca 4Yepe3 2 MEXCTPOYHbIX MHTepBana Huxe
npeablayLero pekemamta 6e3 otctyna ot nesoro nongd. [lata ogopmnseTcs CroBeCcHO-
umdpoBbiM cnocobom. Homep npoTokona nevartaeTca apabckumm undpamm n coctTouT
13 3Haka "Ne" n nopsiakoBoro Homepa nNpPoTOKoNa.

MecTo npoBefeHus 3acefaHusi, coBellaHus ykasbiBaeTca (Mpy HeobxoaMMoCTH) Ha
TOW e CTPOKe, YTO M npeabloyLnn pekBu3nT, U BblpaBHMBAETCHA NO NpaBon rpaHuue
AOKyMeHTa.

OcHoBHasi 4acTb MpOTOKOsa nevyataeTcs Yepe3 1 MeXCTPOoYHbIN HTepBan. Cnosa
"CnyWAnn", "BblCTYNUNA", "NOCTAHOBUNN" ("PELUNITN") nuwyTcs nponncHbIMM
OykBamn OT NeBOW rpaHuLUbl MOMs, MOCMe HUX cCTaBuTCcs ABoeToune. MHuumanbsl u
dhamunmmn BbicTynaroWwmMx nuwyTcs 6e3 oTcTyna OT FIeBOro kpasi, Nocre HUX CTaBUTCS
aBoetoune. CopepkaHue BbICTYMNEHWUA MevaTaeTcsl ¢ OTCTYNOM OT JIEBOro Kpasi Ha
LUMPVHY UHMLMANOB U haMUNniA BbICTYNaOLWMX.

Hymepauus pelleHuin no kaxzaomy BOMPOCY COCTOUT M3 MOPSAKOBOro Homepa
BOMpOCa Mo NOBECTKe AHS U NoAnyHKTa pelleHns B Npeaenax ogHoro Bonpoca.

O6paseL, ohopmneHnss NPOTOKONa NpPUBeAEH B NpUnoxeHum 13.

36. lMpoTokon ohopMnaeTcs Ha OOAHOM SA3blKe - UMW Ha rocyfapCTBEHHOM, UMW Ha
oduumanbHOM. BbICTynneHnst y4acTHMKOB M3NnaraoTCs Ha si3blKe BbICTYMNEHMS.

NaBa 4
OpraHusaumsa paboTbl C AOKYMEHTaMu

§1. OpraHusaums JoKyMeHToobopoTa

37. [lBmxeHne OOKYMEHTOB B y4pexgeHnm ¢ MOMeHTa X noJiydeHnd nnm co3gaHuA
00 3aBepLieHna NCNoJIHEHUA, OTrNpPaBK U cOaYvyn B gerno o6pa3yeT ﬂOKyMeHTOOGOpOT.

MNpoxoXaeHne [OOKYMEHTOB B YyYpeXaeHuuM [OSMKHO ObiTb onepaTMBHbIM U
LienieHanpaBneHHo perynupoBaTtbes. CrneayeT UCKMIOUYUTb UHCTaHLMUM MPOXOXOEHUS U
[AEeNCTBMS C AOKYMeHTaMu, He 06yCroBneHHble 4ern0BOo HEOOX0AUMOCTLIO.

an/I Mcnosmnb3oBaHM1M aBTOMATU3NPOBAHHbLIX I/IHC*)OpMaU,I/IOHHbIX TEXHOMOMMN B
CxXeMbl OABMXEHNA OOKYMEHTOB OOJIXHbI ObITb BKITHOYEHBLI BCE NYHKTblI UX O6pa6OTKVI Cc
NOMOLLIbIO KOMIMbKOTEPHbIX CPEeaACTB N OPITEXHUKN.



38. [ocTtaBka [OOKYMEHTOB B Yy4Ypex[deHwe OCyLeCTBNAETCH HapOYHbIM UK
cpeacTBaMu NOYTOBON, PeNbAbErepPCKON U ANEKTPUYECKON CBSA3N.

C noMOLLb0 MOYTOBOM U (henbAberepckor CBs3W [OCTaBMsSIeTCs NUCbMEHHast
KOpPPEeCNoHAEHUNSS B BUAE MPOCTbIX U PErMCTPUPYEMBIX MUCEM, MOYTOBbLIX KapTOYEK,
GaHaeponen U MENKMX NakeToB, a Takke NevyaTHble U3gaHus.

Mo kaHanam 9neKkTPUYEeCcKOW CBA3M HanpaenalT: TenerpamMmmbl, akcorpammbl,
TenedoHorpaMmmbl, NEKTPOHHbIE JOKYMEHTbI.

39. O6paboTka NocTynarwLmnX B y4peXaeHne JOKYMEHTOB Ha ByMaXKHbIX HOCUTENAX
BKMoYaeT B cebda: npuem, nepsuyHyto obpaboTky, permctpauuio, npensaputenbHoe
paccMOTpeHne, paccMOTPeHWe pPYKOBOACTBOM W HanpasfieHWe WCMOMHUTENsSM C
pe3onounen.

1) MNpuem n nepBnyHas obpaboTka OOKYMEHTOB OCYLLECTBMAKTCA paboTHUKaMu
cnyx06bl 4enonpon3soacTsa.

Bce KOHBepTbl, 3a WCKIIOYEHWEM JIMYHOW KOPPECMOHAEHUUN, BCKpPbIBAKOTCS,
npoBepsieTcs LIeNOCTHOCTb KOHBEPTOB U HaNM4Me BIOXKEHHbLIX B HUX AOKYMEHTOB. [Mpu
OBHapyXeHUM NOBpeXOEeHUsl, OTCYTCTBUS [OKYMEHTOB WM TMNPUNOXEHUS K HUM
HeobxoaMmo coobwnTb 06 3ToM oTnpaBuTento. KoHBEPTbl YHMUTOXAKOTCS, Kpome
criyyaeB, Korga TOMbKO MO KOHBEPTY MOXHO YCTaHOBUTbL afpec OTnpaBuTeEnst Wiu
BpeMSsi OTNPaBKUN U NOMyYeHUs1 JOKYMEHTA.

OwnboYyHO OocTaBneHHasi KOPPECMNOHAEHUMS NepeckinaeTcs No NpUHaONEeXHOCTH
NN Bo3BpaLlaeTcsa OTNpaBUTENIo.

2) [loKyMeHTbl COpPTMPYIOTCSi Ha MOANexaliMe peructpaumm M He noanexaiime
permcTpaumu.

[OoKyMeHTbI, noanexaiwime peructpauuu, PerncTtpupyroTcs B pPerncTpaumoHHO-
KOHTpOSibHON dhopme (ganee - PK®). Ha nonydeHHOM [OOKyMeHTe npocTaBnsieTcs
perncTpaunoHHbIv WTamn.

[OKyMeHTbI, He nognexauwme pernctpaumm (peknamHble M3BeLeHUs, Mnakarhbl,
nporpamMmmel COBELLaHni, KOHbepeHLmn, nosapasuTenbHble nimcbma "
npurrnacutTenbHble GuneTbl, NnevYaTHble M3gaHusl), U AOKYMEHTbl C MOMETKOW "nuyHo"
HenocpeacTBEHHO NepeaarTcsi MO HAa3HAYEHUIO.

3) TpenBapuTenbHOe pacCMOTpPeHVEe [OKYMEHTOB MpPOBOAUTCA C  LEMbto
pacnpefeneHnss  MNOCTYMNMBLUMX  JOKYMEHTOB Ha Tpebywowue ob6s3aTenbHOro
pPacCMOTPEHUST PYKOBOACTBOM M HarnpasrisieMble HENoCPeACTBEHHO B CTPYKTYpPHble
noapasfeneHnsi U OTBETCTBEHHbLIM UCTMONHUTENSIM.

MpeaBapuTenbHOE pPacCMOTPEHUE OCYLIECTBNSAETCS, MCXOOA W3  OUEHKM UX
codepXaHusl, Ha OCHOBaHUM YCTAHOBMIEHHONO B YYPEXAEHUM pacnpeaeneHums
00s3aHHOCTEN.

J[loKyMeHTbI, agpecoBaHHble PYKOBOACTBY YYpeXdeHus, a Takke 0e3 ykasaHus
KOHKPETHOrO  fMua  MNU  CTPYKTYPHOrO  MnoApasfeneHus,  npeaBapuTenbHO
paccMaTpuBaloTcsl B cryx6e 4enonpon3BoACcTBa, a 3aTeM HanpaBnsloTCA PyKOBOACTBY
UKW B Nnoapasaenexue.

Bes paccmoTpeHuss pyKOBOACTBOM MEepeaatTcs MO HasHAYeHUIO [JOKYMEHThI,
aapecoBaHHbIe HEMOCPEeACTBEHHO CTPYKTYPHbIM noapasgeneHnsam Unu OOMKHOCTHBIM
nvuam.

MNpennoxeHus, 3aaBrneHns u »Kanoobl rpaxgaH nepenarTcAa B noapasgerneHmne no
paccMOTpeHuto Nnncem rpakgaH no pe3osntiounm pykoBoacTea.



,D,OKyMeHTbI OOJDKHbl  MepefaBaTtbCA  pykoBOACTBY Wi HenocpenCTBEHHbIM
NCNOJTHUTENAM B A€Hb UX NOCTYNJ1IEHUA.

4) PaccMOTpeHHble pYKOBOACTBOM [OKYMEHTbl BO3BpalalTcss B Cnyxby
AEenonpousBoacTBa, rae B PK® BHocuTca cogepxaHmne pe3ositounn.

5) ,D,OKyMeHT nepegaeTtca Ha ncnoJiHeHne B COOTBETCTBUA C pesomou,melh.

MoANMHHUK  [OKYMEHTA, KOTOPbIA WCMOMHAETCA HECKONbKMMU  CTPYKTYPHbIMU
noapasaeneHnsMu, nony4aeT  OTBETCTBEHHbIN NCMNONHUTENb, ocTarnbHbIM
NCMONMHUTENAM NepeaarTcs Konuu.

40. MocTynuBline TenerpaMMbl NMPWHUMAOTCA MOA PACMUCKYy C MPOCTaBMeHUEM
[aTbl U BpeMeHW Mpuema, perucTpupyroTcsl, a 3aTeM nepeaarTcsl Ha pacCMOTpeHUe
PYKOBOZACTBY M UCMOJTHEHUE.

TekcT noctynueLLEN TenedoHorpaMmbl 3anncbiBaeTCs (MevyataeTcd) nosyvyatenem,
perncTtpypyeTcsa U1 onepaTMBHO MNepefaeTcd  pPyKoBOAUTEM, KOTOPOMY  OHa
agpecoBaHa.

MocTynuBlUME dpakcorpaMMbl PErucTPUPYIOTCS, NepedarTcs aapecataMm oA
pacnucky B AeHb WX Mpuema, CpouYHble - HemenrneHHo. [llocTynuBlUMI Bcrien 3a
dakcorpaMMon  MOANMHHUK  [OKYMEHTa  HanpaBnsieTcsl B COOTBETCTBYHOLLEE
noapasneneHne-UcnonHUTENb.

[OKyMeHTbl B 3MIEKTPOHHOM BuAe Takke nNpoOXOAdaAT [MpUeM, perucTpaumio,
npeaBapuTenbHOE pPacCMOTPeHME, pPacCMOTpPEHUEe PYKOBOACTBOM W [OCTaBMSOTCS
ucnonHutenam. [lpaBuna npuema, o06paboTkm W pacnpegeneHns OOKYMEHTOB B
9NEKTPOHHOM BMAE ONpeaensaTca MHCTPYKUMEN NO AeNoNpon3BOACTBY YYpPEXAEeHWs, C
y4eToM pacnpegeneHus obasaHHOCTEW, a Takke (QYHKUMOHMPYIOWKNX B HEM
TEXHUYECKMX U NPOrpamMMHbIX CpeacTB.

41. O6paboTka NCXOOAWNX  OOKYMEHTOB  OCYyLLeCTBRAeTCs cnyxéon
aenonpousBoacTBa.  [OKYMeHTbl, OTNpaBnsemble  ydpexaeHuem, nepenaroTcs
NMOYTOBOM U 3MEKTPUYECKON CBA3bIO, a TakkKe LOCTaBMSAKTCA KYPbEPOM.

C nomowbio CpeactB 3rieKTPUYECKOW CBSA3M  OCYLLECTBRSieTcs  nepegavya
TenerpamMm, akcorpamm, TenedOHOrpamMM, SMEKTPOHHbLIX [OOKYMEHTOB. Buapbl
[IOKYMEHTOB, KOTOpble NepeaarTcs No kaHanam 3reKTpUYecKkon CcBs3M, HeobXoaUMOCTb
M MNopsOoK [AOCHLINKM UMX OymaxHOro opwurMHana agpecaTy, nopsiook OTrnpaBKu
ONpenensitoTcs  MHCTPYKUMEN MO  OEeNornpoM3BOACTBY  YYPEXOAEHUS, C  Yy4EeTOM
pacnpefeneHns obsi3aHHOCTEN, a Takke (PYHKLUMOHUPYIOWMNX B HEM TEXHUYECKUX U
nporpamMHbIX cpeacTB. dakcorpaMMbl Ha WHOCTPaHHbIX S3blkax OTMPAaBMSATCA MpU
HanM4Mn nepesoaa, 3aBepPeHHOro NMLOM, NoanMcaBLLnM dakcorpammy.

[loKyMeHTbI, npeAHa3HayYeHHble Ans  OTNPaBKW, [OIMKHbI OblTb  MOMHOCTbIO
O(POPMIEHHbIMKW,  MOAMMCAHHBIMKM U 3apPerucTpupoBaHHbIMK.  HenpaBunbHO
ochopMIieHHble [OOKYMEHTbl MNoanexaT BO3BpaTy WCMNOMHUTENO Ha [opaboTky.
[lokyMeHTbl NpeacTaBnsAlOTCA UCMOMHUTENsAMU B CRyx0y [enonpousBoacTBa C
ykasaHMeM MNOYTOBOrO agpeca, HoMepa TernedoHa, 3NEKTPOHHOro agpeca WM co
CMNCKOM Ha pPaccChbIfiKy.

Ons OOKYMEHTOB, HamnpaBlideMblX MNOCTOAHHbIM apgpecataM, WCMNOoNb3YyHOTCA
KOHBEpPTbl C aapecamMmun, HaneydYataHHbIMA TI/II'IOFpaCbCKI/IM cnocobomMm unu cpeacresamMmum
onepatmMBHOro pas3mMHOXEeHUA. ,D,OKyMeHTbI, oTnpasndemMble OOgHOBPEMEHHO B OAUH
agpec, BKnagbiBaOTCA B OANH KOHBEPT.

,D,OKyMeHTbI OOJTXHbI O6p868TbIBaTbCFI M oTNpaBiATbLCA B A€Hb X NOANMNCAHNA U
HEe no3gHee cneayrwiero pa60qero OHA, CPOYHble OOKYMEHTbl - HEeMeOJ1IeHHO.



[loKyMeHTbI, HanpaBiseMble MECTHbIM agpecaTtaMm, PasHOCATCH KypbepoM 1 BpydaloTcs
nog pacnucky B PasHOCHOW KHUre (npunoxeHue 14) vnu HanpaensTCA MNOYTOMN.
OTtnpaBngemasi NOYTON KOppecnoHAEeHUMs BHOCUTCS B peecTp (npunoxeHue 15).

42. llepenavya OOKYMEHTOB BHYTPWU Yy4dpexgeHuUd Ha 3Tanax WX MNOAroTOBKM W
0POPMIEHNST OpraHM3yeTcss B COOTBETCTBUMM C o6WMM nopsgkom obpaleHus
NCXOASALWMX, @ Ha aTane UCMNOSMHEHUs (MCNOMb30BaHUSA) - BXOAALMNX AOKYMEHTOB.

[MpoeKkTbl pacnopaauTeribHbIX JOKYMEHTOB Nocne noAroToBKU U COrnacoBaHus UX C
3auHTepecoBaHHbIMW MOAPaA3AeNeHNnaMN U OOIDKHOCTHBIMW NuuamMu nepefaroTcs B
cnyx0y 4enonpov3BoACcTBa, KOTOpas OCYLIECTBMSIET KOHTPOSb 3a MPaBUSTbHOCTBIO WX
octhopmMneHus.

OdopMneHHble 4OKYMEHTbI NepeaatTcsl Ha NOANUCb PYKOBOACTBY B COOTBETCTBUM
C NpaBoOM NnoAanucu JOKYMEHTOB M pacnpeaeneHmeM obsizaHHocTel. MNMocne nognucaHus
[OKYMEHTbI PErMcTpUpYoTCS.

Pa3MHOXeHHble 3K3eMnnspbl NoANMCaHHbIX PYKOBOAMTENSIMM n
3apermcTpmMpoBaHHbIX pacnopsauTenbHbIX [OOKYMEHTOB B 00si3aTenbHOM nopsiake
pacchbinaloTcsi B CTPYKTYpPHble MoApasfdeneHns, B BEAEHUM KOTOPbIX HaxoasaTcs
paccmaTpuBaemble BOMPOCHI.

npOTOKOJ'IbI, cogepXxawme nopydyeHna otTaesribHbiM  OOJTXHOCTHbIM JNnuaM  UIn
nogpasgeneHnam ydpexaeHud, nepenarTtcd agpecatamMm B BUAEe pPa3MHOXEHHbIX
9K3eMIiApoB Ui BbINMNCOK U3 NMPOTOKOI1A.

[oknagHble 3anMCKM Ha WMS PYKOBOOUTENSA YYPEeXOEeHUs WNu  CTPYKTYPHOro
noapasgeneHuns, cnpaBku, CBOAKW W ApYyrne BHYTPEHHME LOKYMEHTbI onepaTuBHOIO
Xapaktepa paccMmaTpuBaloTCsl LOSMKHOCTHBIM IMLOM, KOTOPOMY OHW HarnpaBrieHbl,
nocrne 4yero B obwem nopsgke nepeparwTcs AN UCNOSHEHUS (MCMONb30BaHUA) B
COOTBETCTBYHOLLNE CTPYKTYPHbIE nogpasaeneHus nmnbo nomMeLlaoTcs B
COOTBETCTBYIOLLIEE OENO.

43. PaboTa ncnonHutenen ¢ gOKymeHTamu npegycmatpusaeT: cbop n obpaboTky
HeobGxoauMon WHopMaunn, NoAroTOBKY MNpoeKkTa [OOKyMeHTa, ero odopmneHue,
cornacoBaHve, npeacTaBneHne Ha nognucaHne (yTBepXAeHue) pPyKOBOACTBOM
YYPEXOAEHUS UMW PYKOBOOUTENAMM CTPYKTYPHbIX MOApasfdeneHnn, noarotoBKy K
nepecblinke agpecary.

WcnonHutenb onpenensieT HeobxoaMMoe KONMYEecTBO IK3EMMISPOB [AOKYMEHTa,
nepenaeT OOKYMEHT Ha TupaxupoBaHue. Ha OokyMeHT, paccbinaemblii 6onee 4em B
yeTblpe aapeca, UCMONMHUTENb FOTOBUT yKasaTernb Ha PacchblIfiky.

Mpu onepaTMBHOM peLLUEeHUN BOMPOCOB 6e3 CcocTaBneHuss [OOMNONHUTENbHbIX
[OKYMEHTOB UCMOMHUTENb AernaeT OTMETKM Ha AOKYMEHTE: O AaTe NocTynneHus (ecnu
obpasoBarncsa MHTepBarn BPeEMEHM Mexay MOCTyMNneHMem AOKYMEHTa M ero 4oCTaBKOW
WCMONMHUTENI), O AaTax MpPOMEXYTOYHOro WUCMOfHeHUst  (3anpoc  cBeaeHui,
TenedoHHbIE NepPeroBopbl), 0 Aate U pesynbTaTax OKOHYaTeNbHOro McrnonHeHus. Bece
OTMETKM pa3meLLanTcsl Ha CBOOOAHbIX OT TeKCTa MecTax.

§2. Pernctpaums LOKYMEHTOB

44. Pernctpauusi OOKYMEHTOB - 3anuCb Y4YETHbIX [AaHHbIX O [AOKYMEHTE Mo
yCTaHoBeHHON opMe, domKkeupyowas gakT ero cosgaHus, OTnpaBlieHns unu
nosnyYeHus.



Peructpaumm nognexat Bce [OOKYMEHTbl, CO3QaBaeMble BHYTPU Y4peaeHus,
HanpaBnsieMble B ApyrMe YyypexaeHus W nocTynawowme OT  BblLUECTOSLNX,
NOABEAOMCTBEHHbIX M APYIMX YYpPEeXOEHUIN, a Takke YacTHbIX NUL, KoTopble TpebytoT
yyeTa, WCMOMHEHUS W  UCMONb30BaHMS B  CMNpPaBOYHbIX Uensx. [OoKyMeHTbl
PErMCTPUPYHOTCS HE3aBUCMMO OT criocoba Mx AOCTaBKK, Nepeaadn Unu co3gaHus.

Kaxxabli JOKYMEHT [OSKEH PErMcTpUpoBaTbCs B AaHHOM YYpPEeXAEHUW OA4MH pas.
Bxoasiume [OOKYMEHTbl perucTpupytoTcss B [AeHb MOCTYNMEHMs, ucxoaswmne WU
BHYTPEHHWE - B A€Hb MOAMNUCAHUS.

MNpn nepepave 3aperMcTpMpoOBaAHHONO [OKYMEHTA W3 OAHOMO CTPYKTYPHOrO
nogpasfeneHnss B Apyroe, OH TMOBTOPHO He peructpupyeTcsi, ero pAanbHelnwee
[ABWXEHWE OTpaXkaeTcs B permcTpaunoHHbIX (oopMax.

Pernctpauuss  nocTynawlmMx U CO3AaBaeMblX  [JOKYMEHTOB  MpPOBOAUTCSH
LIEHTpan1M3oBaHHo.

PerncrtpaynoHHbIn HOMep OOKYMeHTa COCTOUT U3 MOPSALKOBOro HoMepa, KOTopbin
MOXeT [OOMNOSTHATLCSA MHAEKCOM CTPYKTYPHOro noapasgeneHusi, UHOEeKCoOM gena no
HoMeHKknaType aen. CocTtaBHble YacTu PerMcTpaumoHHOro Homepa OTAENAKTCA Apyr OT
apyra kocon depton. Hanpumep: 05-2/250, roe: 05 - MHOEKC CTPYKTYPHOro
nogpasgeneHnda, 2 - HoMmep pdena no HomeHknatype, 250 - NopsiakoBbIn HOMEpP
AOKyMeHTa.

45. [nsa cosgaHus MNOUCKOBbIX CUCTEM W OOCTUMXEHUS UHGOpMaLUMOHHON
COBMECTMMOCTU PErucTpauuoHHbIX [OaHHbIX YCTaHaBNUBaEeTCH CreaylLwmin cocTaB
OCHOBHbIX PEKBU3UTOB perucTpaumMm: HaumMeHOBaHWE YYpexneHusi, HanmMeHOBaHue
BMOa AOKyMeHTa, faTa W perncTpaumMoHHbIi HOMep [OKYMeHTa, gata W MHAEKC
NMOCTYNMEHUs, 3arofloBOK K TEKCTy (KpaTKoe coaep)XaHue [OOKyMEHTa), pesonouus
(vcnonHuTenb, cogepXXaHue nopyyeHusi, aBTop, AaTta), CPOK UCMOSTHEHUS OOKYMEHTa,
OTMeTKa 06 MCNONMHEHMM AOKYMEHTA U HanpaBfieHMM ero B A4eno.

CocTaB OCHOBHbIX pPEKBM3UTOB perucTpaumMmM B 3aBUCMMOCTM OT XapakTtepa
AOKYMEHTa W 3adady MCMonb30BaHWSA MHGOPMauMM MOXeT [OOMOMHATbCS APYrMu
peKBM3NTaMUn: BHYTPEHHEN Nepeaapecaumen JOKYMEHTOB MO UCMONHUTENSM, KOAOM MO
TeMaTMyeckoMy KrnaccudukaTopy, Kr4YeBbIMM CriOBamMK, KOMMYECTBOM  JIUCTOB
AOKYMEHTA, Hanvymem npuroXeHun, HaMMeHoBaHUEM JOMMKHOCTM nNuua, NoCTaBUBLLENO
AOKYMEHT Ha KOHTPOSb, NPOMEXYTOYHBIMU CPOKaMWU UCMOSTHEHNSA, NEPEHOCOM CPOKOB
NCMOMHEHNS, CPOKOM XpaHEHUs1 OOKYMEHTa, CTaTyCOM [OOKYMeHTa (MpOeKT, Bepcus),
BMOOM Nepenayn JOKymeHTa (NoYTon, hakCcoM, 3MEKTPOHHOM NMOYTON).

46. PeFI/ICTan,I/IOHHO-KOHTpOJ'IbHble C*)OprI nogpas3fgendrTcd Ha XXypHallbHble,
KapTO4Hbl€ N 3JNIEKTPOHHbIE.

1) XKypHanbHaa ¢opma perucTpaumm BXOOSAWMX, UCXOAAWMX U BHYTPEHHUX
AOKYMEHTOB MCMONb3yeTCA B yYpexXAeHUsx ¢ Hebonbwmm gokymeHToobopoTom. [Mpu
XypHanbHOM CcuUCTeEME perucTpauuMmM nocTynawwme OOKYMEHTbl PEermcTpupyrotca B
XypHane perncrpaumm BXoAsien koppecnoHgeHuumn (Nnpunoxenune 16), otnpasnsemble
OOKYMEHTbI - B XXypHane pernctpaumm ucxoasiien KoppecrnoHaeHuumn (npurnoxeHue
17).

Mpn noctynneHnn 6onbworo obbemMa HOPMATUBHLIX W pacnopsauTenbHbIX
AokymeHToB M3 Annapata [pe3sungeHTta Kbipreidckon Pecnybnukn, YKoropky KeHewa
Kbiprbiackon Pecnybnukn wn [lNpaeButenbctBa Kbiprbidackon Pecnybnuvkn gnsa  ux
perncTpauumn npy Heo6xoaUMOCTM 3aBOAUTCS OTAENbHbIN XypHan.

2) lMpn KapToyHOW popme perucTpaumm [OOKYMEHTOB MNPUMEHSETCA eauHas
perncTpaunoHHo-KoHTponbHasa kaptoyka (PKK) yctaHoBneHHowm chopmbl (NpunoxeHue



18). OHa 3anornHsaeTca B OBYX SK3eMMnsipax, OAVMH 9K3eMMnsp nepegaeTca BMeCTe C
[IOKYMEHTOM UCMNONHUTESIO, BTOPOW - OCTaeTcs B crnyxbe Aenonpon3BoacTsa.

KaneH/J,apHaﬂ LKaJia KapTo4kn AOJPKHA UCNOoJfib30BaTbCA AJ14 KOHTPOJIA 3a CpOKaMM
MCNOJIHEHNA [OOKYMEHTAa. Uucno wmecsaua, K KOTOPOMY [OOJDKEH ObITb UCMOJSTHEH
OOKYMEHT, obBoanTCa MMM OTMedvaeTcs. [lata wucnonHeHus yCTaHaBrIMBaeTCAd Ha
OCHOBaHMN  HOpPMATUBHbLIX OOKYMEHTOB, TEeKCTa [OOKyMeHTa Win pe3osiiounmn
pykoBoguTtens.

B rpade "koppecrnoHaeHT" - nuWeTCs HaMMeEHOBaHMe YYpeXOaeHus, OoTKyaa
NocTynun wunu Kyda HanpasnseTcsa [AJOKyMeHT. [lpu  3anonHeHun 3Ton rpadobl
ynoTpebnsoTcs obLWenpuHATLIE COKpaLLeHUsa NN NHOEKChI 3TUX YYPEXAEHUN.

B rpacde "[daTta noctynneHus u WHOEKC [JOKYMeHTa" - oOTMedaeTcs pJaTta
NOCTYNMEHNA OOKYMEHTa M MHAOEKC, KOTOPbIA €My NpUCBaMBaEeTCsA B Yy4YpexaeHuu, B
KOTOpOE OH NOCTYMNuI.

B rpade "[ata n nHaekc JOKyMeHTa" NpocTaBnaTCa gaTa AOKYMEeHTa U UHOEKC,
NPUCBOEHHbLIN  yYpeXxaeHneMm - aBTOpOM [MOCTYNMBLUErNO WM OTNpaBfsieMoro
AOKYMEHTA.

B rpade "KpaTkoe cogepxaHue" ykasbiBaeTcs BUA AOKYMEHTa, ero 3arofioBoK Uinm
KpaTkoe coaep)kaHue.

B rpady "Pesoniouma nnu KoMy HanpassieH AOKYMEHT" MepeHOCUTCHA pe3onouus
PYKOBOAUTENS YUpPEXOEHUS, C yKa3aHMeM ee aBTopa, AaTbl U UCNOSNTHUTENS.

B rpade "OTmeTka 06 ncnonHeHnn JoKyMeHTa" oTpaXkaeTca pelueHne Bornpoca no
CYyLLeCTBY, AaTta U MHAOEKC OTBETHOro AOKyMeHTa. Ecnn He TpebyeTtca cocTtaBneHus
NMMCbMEHHOro OTBETA, AenaeTca KOHKpeTHasa 3anucb O TOM, KOrga, KEM M KaK peLleH
BOMPOC, NOCTABMNEHHbIN B UHULMATUBHOM JOKYMEHTE.

an/I MCNOJTHEHUN pacnopAagnTeribHbIX AOOKYMEHTOB BbILLECTOALLNX yqpe>|<,qu|/||7|
CTaBUTCA HOMEpP M AaTta MNMPUHATOro pacnopAaAanTesibHOro AoKymMmeHTa BO WCMOJIHEHME
nocrtynmeLuero.

B rpadbe "KOHTpOnbHble OTMETKN" (PUKCMpPYyeTCa OTMETKa O KOHTPOJSie 3a Cpokamu
NCMNOMHEHNA OOKYMEHTOB. 3anucu OO0SMKHbI cogepxaTtb gaTy MPOBEPKU U KOHKPETHbIE
NPUYUHBI  3a4€epPXXKM UCMOSNTHEHUST OOKyMeHToB. [pada wucnonb3yetrca Takke AN
3anucen, oTpaxarLwmx ABMKEHNE JOKYMEHTA.

3) B 9neKkTpOHHbIX KapTOTeKax WCMONb3YyTCA Te Xe PeKBU3NUTbl, YTO M B
TpaaUMOHHbIX. MNopsaok X BeAeHUst onpeaenseTcs nporpaMmmMHbIM obecnedeHnem.

B HoBOM KaneHgapHOM rofly perncrpaunst LOKyMeHTOB HaunmHaeTcs ¢ Ne 1.

§3. OpraHusauus KOHTPOS UCMOMHEHNSA JOKYMEHTOB

47. OpraHusaumsi KOHTPONS WUCMONHEHMS1 AOKYMEHTOB AOImMkHa obecnednBaTb UX
CBOEBPEMEHHOE M KayeCTBEHHOe WCMoNHeHue. KOHTponb WCMOMHEHUSI OOKYMEHTOB
BKIHOYAET MOCTaHOBKY [OKYMEHTa Ha KOHTPOMb, PEryrMpoBaHMe Xoda WCMONHEHMS,
CHSITUE UCMONTHEHHOrO IOKYMEHTA C KOHTPOIS, HanpaBfeHne UCNONHEHHOro JOKYMeHTa
B Aeno, y4yeT, obobuweHne 1 aHanus xoda U pesynbTaTOB UCMONMHEHUSI JOKYMEHTOB,
NH(OPMMPOBaHME PYKOBOAUTENEN O COCTOSIHUM UCTIONHEHUS JOKYMEHTOB.

KOHTpOsb MCNONHEHMST OCYLLECTBISETCA OnpeaeneHHbIM MLUOM UK CTPYKTYPHbIM
noapasaeneHnem.



KOHTpOsb UCNOMHEeHNst LOKYMEHTOB CTPOUTCS Ha Gase permcTpaumoHHbIX AaHHbIX U
NMPOBOAUTCA C MOMOLLBID TPAAULIMOHHBIX KapTOTEK UMW aBTOMATU3NPOBAaHHbLIX 0a3
AaHHbIX.

TpaguumMoHHas  KOHTPONbHasi  KapToTeka CUCTeMAaTM3WpyeTcss MO CpoKam
MCMNOSNTHEHMS AOKYMEHTOB, MO UCMONHUTENSAM, rpynnamM AOKYMEHTOB.

48. KOHTPONO NUCMOMHEHNSA noanexaTt Hanbonee BaxHble BXOASLLME, UCXOASALLME U
BHYTPEHHME OOKYMEHTbI, TpebyoLwme NpMHATUSA onpeaeneHHbIX peeHnin, UCNOMNHEHNS
N COCTaBMNEHNS Ha HUX OTBETOB.

Ob6sa3aTtenbHOMY KOHTPOMK MoAnexaT AOKYMeHTbl, MocTynusBlive u3 Annaparta
MpesngeHTta Kbiproisackon Pecny6nukn, XXoropky KeHelwa Kblprbiackon Pecnybnunkmn m
MpaButenbcTBa Kbiproidckon Pecnybnuku.

49. [1OKyMeHTbl WCMOMHAKTCA K CPOKY, MPefyCMOTPEHHOMY HOpMaTUBHbLIMU
AOKYMeHTamu NMbo ykazaHHOMY B TEKCTE AOKYMEHTA UMM B PE30MoUMM PYKOBOAUTENS
yupexaoeHus.

CpOKM UCMOMHEHNS1 UCYUCTIAOTCA C AaThl NoanucaHus (yTeBepKaeHust) JOKyMeHTa, a
NOCTYNMBLUMX U3 APYIMX YYpEXOeHWI - C AaTbl X NOCTYNIEHMS.

MNpoaneHne CpPOKOB MWCMOMHEHUsT [OOKYMEHTOB MPOM3BOAMTCA MO  yKa3aHWUto
PYKOBOAMTENSI UMN C pa3peLleHust yupexaeHuin - aBTopoB, YCTAHOBMBLLMX 3TU CPOKMW.
MpoaneHwe cpoka WCMOMHEHMSI  OOKYMeHTa odopMnsieTcss OO0  UCTeYeHust
YCTaHOBIIEHHOIO CPOKa.

50. MocTaHOBKa [OKYMEHTOB Ha KOHTPOSlb COCTOMT U3 BbISIBNIEHUSI OOKYMEHTOB,
TPebYOLWMNX KOHTPONS 3a CPOKaMW MWCMOSIHEHWS!; 3arnofiHEHWSI HAa KOHTPONMPYeMbI
[OKYMEHT KOMMMEKTa PEerncTpauUMOHHO-KOHTPOMbHbLIX KapTouyek; BHeceHuss B PKK
coaepXaHusi pe3oniounm U nepeaayn AoOKyMeHTa Ha UCTONHEHMe.

OTmeTKa O KOHTpOMe Mpu KapTOYHOM CUCTEME perucTpaumm nepeHocutca B rpady
"KoHTponbHble oTmeTkn" PKK, npu XypHanbHOW cucteme peructpaumm - B 7-10 rpady
XypHana "Pesontounsa pykoBoACTBa U CPOK UCMOSNHEHUS".

BeneHne koHTpons BkntodaeT B cebsi: BHeceHne B PKK KOHTPOSbHbIX OTMETOK;
YCTHOE WX MNUCbMEHHOE HanoMWHAHWE WCMNOSTHUTENSAM O NPUBAMKEeHUM cpoka
OKOHYaHUsA paboTbl Hag AOKYMEHTOM; perynsipHoe MHOpPMUPOBaHME PyKOBOAUTENEN O
X04€e WCMOMHEHUs OOKYMEHTOB M MNPUYMHAX 3afepXeK B WCMOMHEHWW; Mepax Mo
obecnevyeHno CBOEBPEMEHHOIO UCMNOSTHEHMSI AOKYMEHTOB.

CHsTME OOKYMEHTa C KOHTPONSA 3aBUCUT OT CTEMNEHW WCMOSIHEHUS AOKYMEHTa.
[IOKyMEHT cuMTaeTCsl UCMOSTHEHHbIM NULLL TOr4a, KOraa pelUeHbl NOCTaBMeHHbIE B HEM
BOMPOCbI M KOPPECNOHAEHTY AaH OTBET no cyuwiectBy. CHATb LOKYMEHT C KOHTPONS
MOXET TO JOMKHOCTHOE Nnuo (Mnn cnyxba), KoTopoe NOCTaBUIIO €ro Ha KOHTPOSb.

[aHHble 06 MCNoMHEeHMM [OKYMEHTa W CHATUM C KOHTPONSA OTMe4valrTcs Ha
AOKYMEHTE M B perucTpauuoHHOM KapTodke. Ha gokymeHTe odopMnseTcss pekBusnTt
"OTmeTKa 06 UcnonHeHnn JoKyMeHTa 1 HanpasrneHue ero B aeno”, B PKK "OTmeTka 06
NCMONHEHUN [OKyMeHTa". PerncrpaumMOHHO-KOHTPOSbHas KapToyka W3 KOHTPOSbHOW
KapTOTEKN NEPEHOCUTCH B CNPABOYHYHO KapTOTEKY.

51. AHanmM3 MWCNOMAHUTENbCKOM OUCUMNIIMHBI nNpeaycMaTpuBaeT CoCTaBlieHUe
KONMMYECTBEHHbLIX CBOAOK M CNpaBOK MO pea3ynbTaTtam KOHTPOSNibHOWM paboTbl 3a
onpefeneHHbln NPOMEXYTOK BpPeEMEHW; nepefadvyy [LOKYMEHTOB MO pesyfnbTaTam
aHanusa UCMONHUTENbCKON ANCLMMINHBI PYKOBOLCTBY yuYpexaeHus n paspaboTtky mep
Nno ynyyLeHNo UCNOHUTENBCKOWN ANCUMUMINHLI.



[aHHble 0 pesynbTatax MCMOSIHEHUS KOHTPONMPYeMbIX OOKYMEHTOB obobuiatTcs
MO COCTOSIHUIO HA NMEPBOE YMCIIO KaXOoro Mecsua, CoOCTaBNSTCA CBOAKM (NPUMOXeHne
19) n NnpeacTaBNATCA PYyKOBOACTBY YUYpEXOeHUS.

§4. OpraHusaumsi MOMCKOBOW CUCTEMbI NO AOKYMEHTaM

52. [Ins ob6ecneyeHns appeKTMBHOIO UCNofb30BaHMs MHopMaLMK NPU NPUHATUAM
PELUEHUI B yYpeXaeHMsX CO34atTCs MOMCKOBbIE CUCTEMbI NO AOKyMeHTaM. MouckoBble
CUCTEMbI MOTYT CO3[aBaTbCsl Kak B TPaAULMOHHOM, Tak U B 3NeKTPOHHOM Buae. OHu
[OMKHbI 06ecneymBaTb NOUCK MHpOPMaLIMK O AeATENBHOCTU YUYpEeXaeHMS.

OCHOBOIN MNOCTPOEHUS MOUCKOBBLIX CUCTEM SBMSIETCS perncrtpaumsi OOKYMEHTOB.
NHdbopmauma o [OKyMeHTax, MofyyYyeHHas npu UX perncrpaumu, nocTynaeT B
MOMCKOBYIO CUCTEMY, KOTOpasi BKMo4aeT B cebsi kapToTekn M KnacCUUKaLMOHHbIE
CNPaBOYHUKMN.

Mpn  TpaguMUMOHHOWM  KapTOYHOW  perncTpauuum nedataetca Heobxogumoe
KONMMYECTBO PErmcTpaumMOHHO-KOHTPOSTbHBIX KapTOYeK, KOTOopble MOryT COCTaBnsiTb
cnefylowme KapTOTEKU: CnpaBoudHble (MO KoppecrnoHAeHTaMm, BuaaM [LOKYMEHTOB,
aBTOpaM AOKYMEHTOB), KOHTPOSIbHO-CNPaBOYHble, KOAUGUKALMOHHBIE, N0 ObpalLeHnAM
rpaxkgaH, andaBuTHbIE U Apyrue, B 3aBUCMMOCTM OT 3a4a4y noncka nHdgopmawmu.

PeI'I/ICTpaLI,VIOHHO-KOHTpOJ’IbHaﬂ KapToTeKka OennTca Ha aBe 4acTu. Ha
HEUCNOJIHEHHbIE N UCMOJIHEHHbIE OOKYMEHTDI. I'IepBaﬂ HYaCTb KapTOTEKU CIyXut Ond
Nnoncka AOOKYMEHTOB B Tpouecce Uux UCNOJIHEHUA. BTOpaﬂ 4yactb - A1Ad NOUuCKa
MCNOJTHEHHbIX JOKYMEHTOB.

KapToTeka Ha npeanoxeHus, 3asBreHnsa n xanobbl rpaxgaH BeaeTcs OTAENbHO,
KapTO4YKM B HEW pacnosiaratoTcs no andasuTty hamunuin 3assutenen.

B aBTOMatu3aMpoBaHHbIX ©0asax [AaHHbIX MOWCK KOHKPETHOrO  [OKYMEHTa
OCYLLECTBMAEeTCA MO pekBuanTaMm unm no KoHTekcTy (no nwbomy crosy unu dpase,
cofepalimmMmcs B ICKOMOM [OKyMeHTe). [TonCcKoBbIM 3anpoc MOXET coaepxaTb Nobyto
KOMOUHaLNIO PEKBM3NTOB U ANIEMEHTOB TEKCTA.

OddekTMBHOCTL paboTbl MOMCKOBOM CUCTEMBI LOCTUraeTcss nyteM paspaboTku
KnaccmuKaunMoHHbIX  CMPaBOYHUKOB:  KnaccudukaTopa BOMNPOCOB AEATENbHOCTM
yypexaeHus, KnaccudmkaTopa BMIOB AOKYMEHTOB, KnaccudmkaTopa
KOpPEeCnoHAEHTOB, KnaccudukaTopa pesonouni, Krnaccudukatopa MWCNONHUTENEN,
KnaccudmkaTopa pesynbTaToB UCMONMHEHNS LOKYMEHTOB, HOMEHKNATYpbI Aen.

MomMrMO nepedncrneHHbIX B KOHKPETHOW MOUCKOBOW CUCTEME MOTYT UCMONb30BaTbCH
W gpyrme Knaccudukatopbl B 3aBUCMMOCTM OT noTpebHOCTen BBOAA W MoMCKa
AOKYMEHTOB 1 MHpopMaLnu.

§5. YyeT n paccmoTpeHmne obpalleHni rpaxgaH

53. Tlopsigok paboTbl ¢ obpalleHusmMu rpaxgaH YycTaHaBnmMBaeTcs 3aKOHOM
Kbipreiackon Pecnybnukn "O nopsigke paccMoTpeHnsa obpalleHunn rpaxgaH".

an/IeM, perncTpaund, KOHTPOJIb 3a WUCNOJNIHEHUNEM O6p8LLI,6HMﬁ rpaxgaH B
yypexgeHnm ocyecTBriAaloTCA Ha3Ha4YeHHbIM OTBETCTBEHHbLIM JTULIOM.



ObpalleHna rpaxpgaH permcTpupyloTca B KypHanbHbiX  (npunoxeHuve 20),
KapTO4HbIX (NpunoxeHue 21) unmn aNeKTPOHHbIX PErMcTpaunoHHbIX hopmax.

Mpu permnctpaumm obpalleHnMn Ha HUX NPOCTaBMSAETCA PEermcTpPaLMOHHbIA LWTaMm,
Ha KOTOPOM YKa3blBaeTCA PErncTpaumoHHbIA HOMEpP, COCTOALWMKA M3 nepBon OykBbl
damunum 3asasuTend, NopAgKOBOro HoMepa 1 AaTbl NOCTYNSIEHWS.

54. B cnyyae, ecnu pelleHne nocrtaBneHHbIX B obpalleHmMm BONpocoB OTHOCUTCS K
KOMMNETEHLUMM HECKOMbKUX UNN OPYrUX yY4pexaeHUn, OHO AOIMKHO ObiTb HanpasreHo B
COOTBETCTBYIOLUNE yYpeXOeHUa B TeyeHue NATM JHen co OHA pernctpauuun. Konus
npenpoBOAMTENBHOrO NMMCbMa HanpasnseTca 3asBUTEN0, a Npu NIMYHOM NpuemMe emy
pasbsCHSETCS, Kyaa cnegyet obpatuTbes.

MocbinaTtb anobbl rpaxaaH Ha paccMOTPEHWE PyKoBOAUTENEN ydpexaeHuin, Ha
KOTOPbIX OHM XanykTcs, 3anpeLyeHo.

55. ObpaweHus rpaxgaH OOMKHbI ObITb pacCcMOTpeHbl B TedeHne 30 aHen co aHA
perncTpauumn.

PaccmoTpeHne oGpalleHuid rpaxaaH CYMTaeTCsl 3aKOHYEHHbIM, Korga paspeLleHbl
NoCTaBMEeHHbIE B HUX BONPOCHI 1 06 3TOM coobLUeHO 3asBuTeNto. B perncrpaumoHHo-
KOHTPOSbHON dhopme AernaeTcsi oTMeTKa 06 UCMONTHEHUM.

[aHHble O peaynbTaTtax UCNOSTHEHUST obpaLLeHn rpaxaaH obobuatoTca Ha nepBoe
4YMCIO KaXKAOro Mecsila 1 JoKNnaabliBaoTCA PYKOBOACTBY (Npunoxexue 22).

§6. CocTtaBneHne HOMeHKnaTypbl Aen

56. HomeHknatypa gen - 3T0 CMCTEMATU3NPOBAHHLIN MepeYeHb 3aronoBKOB Aen,
3aBOAMMbIX B YYPEXOAEHUU, C YyKa3aHMEM CPOKOB WX XPaHEHWsi, OOPMIIEHHbIA B
yCTaHOBMEHHOM nopsiake. HomeHknaTypa pfgen npegHasHadyeHa Ans rpynnupoBKu
MCMNOSMHEHHbIX OOKYMEHTOB B [ena, cuctemMatusaumm n ydeTa [ern, onpeaeneHus
CPOKOB MX XpaHEHMUSI N SABMSIETCS OCHOBOW ANs COCTaBNEHNA onucen gen NOCTOSAHHOro
n BpemeHHoro (cBbiwe 10 neT) xpaHeHus, a Takke ansa ydeta gen speMeHHoro (ao 10
neT BKIYNTENBHO) XpPaHEeHUs.

57. PasnuyarTca Tpu BuOa HOMEHKNATyp fAen: Tunosas, npuMmepHaa u
nHOMBUAyarnbHas.

1) TunoBasi HOMeHKNaTypa Aen COCTaBnsieTCcs ANs OAHOPOAHBLIX MO XapakTepy
OeATENbHOCTU U CTPYKType YydpexaeHuin. OHa ycTaHaBnvMBaeT TUMOBOW COCTaB,
eaUHYI0 MHAOEeKcaUMo Aen B 0Tpaciv 1 SBnseTcs 0bs3atenbHbIM AOKYMEHTOM.

2) MpumepHass HOMeHKnaTypa Aen ycTaHaBnMBaeT MPUMEPHbIA cocTaB Aen Ans
yuypexaeHuin, oQHOPOAHbIX MO XapakTepy AeATenbHOCTU, HO pa3sHblX MO CTPYKType U
HOCUT pekoMeHaaTernbHbIN XapakTep.

3) WHameuayanbHass HOMeHKnaTypa MAen YYpeXOaeHWss COCTOUT U3 NepeydHs
HauMeHoBaHMI Bcex [nAen, OpPMUPYIOLLMXCA B OeNOonpou3BoACTBE KOHKPETHOMO
ydpexaeHusl, ¢ ykasaHnemM UX CPOKOB XpaHEHUS.

58. CocTaBneHuto HOMeHKnaTypbl [fAen npeawecTByeT U3y4eHue CocTaea,
coaepKaHUsl U KonnyecTBa JOKYMEHTOB, obpasyomnxcs B AeATeNbHOCTU YYpexXaeHus.
Mpn 3TOM MCNOMb3YTCH: NOMNOXeHUs (ycTaBbl) 06 YYPEXOAEHUN U €r0 CTPYKTYPHbIX
nogpasfeneHnsix, LWTaTHOe pacnuMcaHue, TUMOBOW UMM BeOOMCTBEHHbIA NepeyHM,
HOMEHKNaTypbl U ONUCKU Aen 3a NPOLUMble roapl.



TunoBble W npuMepHble HOMEHKNaTypbl Aden paspabatbiBaloTcs  cnyxbamu
[enonpon3BoACTBa  TOMOBHLIX  YYPEXOEHUW, paccMaTpuBalTCA  LeHTparbHOW
skcneptHoM komuccuen (LWSK) muHucTepctB  (Be4OMCTB) UMM 3KCNEPTHLIMU
komuccuamn (OK) yupexaeHun, umerwmnx noaBeAOMCTBEHHYIHO CETb, Ha KOTOPYHO
pacnpoCcTpaHATCA 3TN BUAbI HOMEHKNaTyp Aer. 3aTeM OHM noaniexarT CorracoBaHuio
C  yYpexaeHusMW  TroCyJapCTBEHHOW  apxXvMBHOW  CNyxObl U yTBEpXOEHUIO
PYKOBOAUTENEM YYpeXOeHUS.

TvnoBble U NPUMeEpPHbIE HOMEHKNATYpbl AeNn CnyXaT OCHOBOW AN COCTaBeHUs
VHAMBUAYaNbHbLIX HOMEHKNaTyp Aen.

Pasgenbl vHAMBMOyanbHOW HOMEHKNATypbl Aen  yyYpexaeHus COCTaBrsoTCH
CTPYKTYPHbIMU  nogpasgerneHvamu  ydypexaeHus. CBogHas HOMeHknatypa Aen
coctaBnsetcs crnyxbon penonpoussoactea. OHa cornacoBbiBaeTCA C 3KCMEePTHO-
nposepoyHon komuccumen (IMNMK) rocymapcTtBeHHOro apxuBa, Kyga [OOKYMEHTHI
MOCTYNalT Ha [rocygapCTBEHHOE XpaHeHue, W yTBepXpaeTcs pykoBoguTenem
yypexaeHus. YypexaeHus, He caarlwme JOKYMEHTbl Ha rocyAapCTBEHHOE XpaHeHue,
HOMeHKNnaTypy aen cornacosbiBatoT ¢ LUOK (OK) BbILLECTOALLENO yYpexXaeHus.

59. lMNocne yTBEPXKOAEHUA CBOOHOM HOMEHKNaTypbl Aen, nogpasaerneHnd nony4yarT
BbIMMNCKN N3 COOTBETCTBYKOLLUX €€ pa3aernioB AJid NCNosb3oBaHUA B paGOTe.

CBogHasi HOMeHknaTypa [Jen nedyaTaeTtcad B HeobXOoAMMOM  KONMYECTBe
ak3eMnnapoB. [lepBbii YTBEPXKAEHHbLIN 3K3EMMNsSp HOMEHKnaTypbl Aen SBhsieTcs
[IOKYMEHTOM MOCTOSIHHOTO CPOKa XpaHeHWs U BKM4YaeTcs B HOMEHKNATypy Aen B
pasgen  cnyxbbl  genonpousBoAcTBa;  BTOpOM  ucnonb3yeTcsas B cniyxbe
[lenonpoun3BoacTBa B kayecTBe paboyero; TpeTuii NPUMEHSIETCS B apXUBE YYPEXKOEHUS;
4yeTBEPTbIN - B FOCYAapCTBEHHOM apXxMBe, C KOTOPbIM COrfacoBbiBanacb HOMeHkKnaTypa
aen.

CBogHasi HOMeHKNaTypa Aen B KOHLE KaX[aoro roga yTovHsieTcs, yTBepXkaaeTcs U
BBOAMTCS B AeNcTBUE C 1 sHBaps crneayHoLLEero KaneHaapHoro roaa.

CBogHas HOMeHKnaTypa [Aen COCTaBMseTCs U COrnacoBbIBAeTCA 3aHOBO B Clyyae
KOPEHHbIX W3MEHEHUN YHKUUA U CTPYKTYpbl Yy4dpexaeHusi. C rocygapCTBEHHbIM
apXvMBOM HOMEHKNaTypa Aenn COrnacoBbIBAETCS HE peXxe OAHOro pasa B 5 neT, ecniu He
ObINO KOPEHHbIX U3MEHEHUIN B (PYHKLINSX U CTPYKTYPE YUPEXAEHUS.

60. KnaccudukaumoHHbIMM  geneHvsiMn - (pasgenamm M nogpasgenamm)
HOMEHKNaTypbl Aen MOoryT ObiTb Kak BHYTPEHHWe nogpasgesieHus opraHu3aumoHHON
CTPYKTYPbl Y4YpexaeHusi, Tak W ynpaBfieHYeckne YHKUMM WM HanpaBreHus
AEATENbHOCTU ydpexaeHnsa. B ydpexaeHnax C HespKo BbIPaXXEHHOW CTPYKTypoun
NPUMEHSIETCA BanoBas Hymepauus gen.

HanmeHoBaHMS  CTPYKTYpHbIX  noapasgeneHuin B HOMeHknatype  Aen
pacrionaraloTcs B COOTBETCTBUW CO LUTATHbIM pPaciMCaHWEM W KaXAOMYy M3 HUX
npucBaMBalTCA YCMNOBHble LUM@POBbIe 0603HayYeHus (MHOeKcbl). B koHUe kaxaoro
pasgena oCTaBnaTCS pe3epBHble HoMepa.

61. B HOMeHKnaTypy OOKHbl ObiTb BKMIOYEHbI BCE 3arofloBKM Aeri, oTpaxatolimne
BCE [OOKYMEHTUPYeEMble y4dacTkum paboTbl yuypexgeHus. He BknovawTca B
HOMEHKNaTypy [nAen neyaTHble wu3gaHusi, COOPHWKM NOCTAHOBMEHUNW, GpoLutopsbl,
CMpaBOYHUKMN, MHPOPMALMOHHLIE NMTNCTKK, BronneTeHn, pedepaTUBHbIE XypHanbI.

62. HomeHknatypa gen coctasnsetca no ¢gopme (npunoxexHune 23). B rpace 1
HOMEHKNaTypbl e NpoCTaBNATCA WHOEKCbl KaX[doro Aena, BKMAKYEHHOro B
HoMeHknaTypy. WHoekc gena coctouT M3 UMppoBoro 0603HAYEHUS CTPYKTYPHOro
nogpasgeneHus M MnopsakoBOro HOMepa 3arorfioBka fJerfia no HOMEHKnaType B



npegenax CTPYKTypHOro nogpasgenenus. MHpekcbl aen obosHavarTcs apabekumm
undpamn. Hanpumep: 05-12, rae 05 - o603HayYeHne CTPYKTYpHOro nogpasgenenus, 12
- MOPSAAKOBbLIA HOMEP 3aronoBka Aeria No HoMeHknaType.

B rpadyy 2 HoMeHKknaTypbl Aen BKAYaTCSA 3arosioBkM Aen (ToMOB, YacTen).

3aronoBoK fena [OMmKeH 4eTko, B 0000LeHHoON ¢opmMe oTpaaTb OCHOBHOE
cofep)kaHune 1 cocTaB JOKYMEHTOB Aena.

He ponyckaetcs ynoTpebneHve B 3arofioBke Aena HEKOHKPETHbIX (POpMySIMpOBOK
("pasHble wmaTepuanbl", "obwas nepenucka"), a TaKkKe COKPaLWlEHHbIX CroB W
COKpaLLEHHbIX HAMEHOBaHWN.

3aronoBok [gena COCTOMT W3 3fIEMEHTOB, pacrnofiaraembix B CriefyloLen
nocnegoBaTeNbHOCTU: Ha3BaHWe BUAa Aena (nepenucka, XXypHan) unm pasHoBUMAHOCTU
AOKYMEHTOB (NMPOTOKOSbI, MpuKasbl); HasBaHWE YYpeXOAeHud, KoTopomy OyayT
agpecoBaHbl WM OT KOTOporo ©OyayT nomy4veHbl AOKYMeHTbl (agpecaT wnm
KOPPECNOHAEHT [OOKYMEHTAa); KpaTKoe coaepXaHue [OKYMEHTOB [fena; Ha3BaHue
MECTHOCTU (TeppuTOpuUn), C KOTOPOM CBSA3AHO COAEPXaHWe OOKYMEHTOB Aena (npwu
HeobGxoaumMocTK); garta (nepuoa), K KOTOPOM OTHOCATCA AOKYMEHTbl aena (npwu
HeobxoonumMocTw).

B 3aronoskax gen, cogepawmnx AOKYMEHTbI MO OQHOMY BOMPOCY, HO HE CBA3AHHbIX
nocrnenoBaTenibHOCTbIO UCMOMHEHNA, B Ka4yecTBe BMAa Aena ynorpebnserca TepMuH
"NOKYMEHTbI", a B KOHLIE 3arofioBka B CKOOKax ykasblBatOTCsl OCHOBHbIE Pa3HOBUAHOCTH
AOKYMEHTOB, KOTOpble [OMKHbl ObiTb CrpynnupoBaHbl B Aderie (nnaHbl, CrUCKMK,
aoknagbl). Hanpumep: [JoKyMeHTbl O NPOBEAEHMM CEMUHAPOB, KOHMepeHUu (nnaHbl,
CMUCKN, JoKNaabl, UHopMauun).

B 3aronoBkax gen, copepallumMx Mepenucky, ykasbiBaeTCsl, C KEM W MO Kakomy
BOMPOCY OHa BeAeTcs.

B 3aronoskax gen, cogepxalimx nepenucky ¢ ogHOPOAHLIMU KOPPECMNOHAEHTaMM,
nocrnegHne He yKasblBaloTCS, a ykasblBaeTcs Nx obliee BMAoBoe Ha3BaHue. Hanpumvep:
Mepenucka ¢ apXMBHBLIMU YYPEXKOEHUSIMA O ...

B 3aronoBkax gen, cogep)kalimx Nepenunucky ¢ pasHopOAHbIMU KOPPECTNOHAEHTaMM,
nocnegHue He nepeudncnsitotcs. Hanpumep: MNepenucka o HarpaxaeHun paboTHMKOB,
NMPUCBOEHUM NOYETHbIX 3BAHWN.

B 3aronoBke pena ykasbiBaeTCA KOHKPETHBbIN KOPPECMOHAEHT, ecnv nepenucka
Begetca Tonbko C¢ HuM. Hanpumep: [Mepenucka ¢ [ocyaapCTBEHHOW HanoroBoMu
cnyxéomn o ....

Ecnn copepxaHne gena kacaeTcsli HECKOSIbKMX OOHOPOAHbIX aAMUHUCTPaTUBHO-
TeppuTopuarnbHbIX €OuHUL, B 3arorfioBke [Jerla He YKasblBalTCA WX KOHKPETHble
Ha3BaHWA, a ykasblBaeTcs MX obuwee Buaosoe HasBaHue. Hanpumep: lNepenucka ¢
rmaBamMu rocyaapCTBEHHbIX aAMUHUCTPaUun obnacten o ...

Ecnu copgepxaHve pena kacaetcs OOHOW a4MUHUCTPATUBHO-TEPPUTOPUASIbHOM
€AnH1LUbI, ee Ha3BaHWe YyKasblBaeTCs B 3aronoBke pgena. Hanpuwmep: lNepenucka ¢
Mapwuen ropoga buiikek o ...

B 3aronoBkax pgen, cogepXawux MNNaHOBYKD WM OTYETHYK [OOKYMEHTauuio,
yKasblBaeTca nepuwop (kBapTan, rof) Ha (3a) KOTOpbI COCTaBfeHbl MnaHbl (OTYETHI).
Hanpumep: 'ogoBble nnaHbl PUHAHCOBLIX MEPONPUATUN.

Ecnn geno 6yaeTt cocTosTb M3 HECKOMbKMX TOMOB WNW YacTel, TO cocTaBnsieTcs
obWMIA 3aronoBOK Aerna, a 3aTteM npuM HeobXOoOUMOCTM COCTaBMAOTCH 3arofioBKM
Ka)kaoro Toma (4actu), yTOuYHsIoLWmMe coaepkxaHmue 3aronoska aena.



3aronoBoK NPUITOXEHNA K aerny, COPMUPOBAHHOINO B OTAENbHbIA TOM, AOIMKEH
COOTBETCTBOBATb 3arofioBKy, MOMELLEHHOMO B 3TOT TOM JOKYMEHTa.

nOpFI,D,OK pacnonoxeHnd 3arofioBkoB AeJ1 BHYTPpU pa3genos U nogpasgerios
HOMEHKNaTypbl Aen onpegendetca CTeneHbio BaXXHOCTU OOKYMEHTOB, COCTaBIAKOLNX
aena, n ux B3ammocsa3blo. B Hauvane pacnosiararotca 3aroJjioBku e, cogeprkallmnx
OPLA.

3aronoBkun gen MoryT yTOYHATBCA B npouecce hopMUpoOBaHUA N opopMieHns gen.
'padra 3 HOMeHKNaTypbl Aen 3anofHAETCHa N0 OKOHYaHUM KaneHgapHoro roga.

B rpade 4 ykasbiBaloTCA CPOK XpaHeHUs Jena, HoMepa cTtaTen Mo NepeyHio, a npu
€ro OTCYTCTBMM - MO TUNOBOW UNN NPUMEPHON HOMEHKNATYpe AEN UMK COrnacoBaHHbIN
¢ LUeHTpanbHOM 3KCNEpTHO-NPOBEPOYHON KOMMUCCUMEN pecnybnmKaHCKOro opraHa
ynpaBneHns apxmBHbIM OEMOM CPOK XpaHEHMS.

B rpade 5 "lMpumevaHune" MoxeT ykasblBaTbCA Ha3BaHWE MNepeyvyHen JOKYMEHTOB,
NCNOMb30BaHHbIX NPU ONpeaeneHnn CPOKOB XpaHEHUS Aerl, NPOCTaBMAsATCA OTMETKM O
3aBefieHnn fen, o nepexoasawmx aenax, o BblgeneHnn gen K yHUYTOXEHUIO, O nimuax,
OTBETCTBEHHbIX 3a (bopMupOBaHME Aen, O nepegadvye gen B OpYyroe CTPYKTypHoe
nogpasgeneHue.

63. B TeyeHue roga B yTBEPXOEHHYHO HOMEHKNATYypy Aes1 BHOCATCS CBedeHust O
3aBefieHUn en, O BKNHYEeHUU HoBbIX Aen. 1o oKoHYaHuM roga B KOHLEe HOMEHKNaTypbl
Aen gernaeTcs UToroeas 3anucb O KONUMYeCcTBe 3aBefeHHbIX aern (TOMoB).

§7. dopmmpoBaHue gen

64. dopmumpoBaHue gen - 3T0 rpynnupoBKa UCMOSTHEHHbLIX OOKYMEHTOB B Aera B
COOTBETCTBUM C HOMEHKIATYpon Aen n cuctematmsaumns JOKYMEHTOB BHYTpU Aena.

NcnonHeHHble M 3aKOHYEHHble [Oernonpou3BOACTBOM [AOKYMEHTbl OOMKHbI B 10-
[HEBHbI CPOK CcOaBaTbCA WCMOMHUTENEM, B 3aBUCMMOCTUM OT MNPUHATON CUCTEMBI
BedeHUsl  Oenonpou3BOACTBa, B chnykby genonpoussBoactBa wnuv  nuuam,
OTBETCTBEHHbIM 3a BefleHNe OeNnonpou3BOACTBa B CTPYKTYPHbIX NoapasaeneHunsx, ans
dopmunpoBaHns ux B aena. Homep gena, B KoTopoe A0MKeH OblTb NOALWIMT OOKYMEHT,
onpenensieT pPykoBOAUTENb CTPYKTYPHOrO MoapasfAeneHnss Wnu  UCNonHuUTENb B
COOTBETCTBUM C HOMEHKNATYpoOW Aen.

KoHTponb 3a npaBunbHbIM (OpMUMPOBAHMEM [en OCYLUECTBISIETCA CRy»Oo
[lenonpon3soacTea.

65. B gena noalwmeatoTca TONbKO MCMOSTHEHHbIE AOKYMEHTbI, HA KOTOPbIX 3aMOfIHEH
PeKBM3UT 00 WCMOMNHEHUM [OKyMeHTa W HanpaeneHun ero B geno. Jluuo,
OTBETCTBEHHOE 3a (hOpMUPOBaHME Aerl, NPUHUMAs JOKYMEHTbI AN NOALNBKN, LOSMKHO
NpoBepUTb MNPaBUNBHOCTL OQOPMIIEHUS OOKYMEHTOB. Ecnu pgokymeHT odopmneH
HenpasuIibHO UNN HeJoOOPMIIEH, TO OH BO3BpaLlaeTcs UCNONHUTENIO Ha JopaboTky.
He ponyckaeTtcs BkNioYeHWe B Aeno JOKYMEHTOB, HE OTHOCALLMXCSH K HEMY.

B geno pomkHbl rpynnupoBaTbCa AOKYMEHTbI OAHOro KaneHaapHoro roga, 3a
NCKMIOYEeHNeM nepexoasawmx aen (NuMYHbIX Aen, OOKYMEHTOB BblGOPHbLIX OpraHos,
aenyTtaTckux rpynn, yuyebHbix 3aBegeHuint). CnegyeT pasgenbHO rpynnupoBaTh B Aena
AOKYMEHTbI MOCTOSIHHOrO W BPEMEHHbIX CPOKOB XpaHeHus. Kaxgoe geno OOmKHO
cogepxatb He 6onee 250 nuctoB (3-4 cMm TonwmHbl). Ecnn gokymeHToB Gonblue, OHU
AensTca Ha ToMa.



66. [JoKyMeHTbl BHYTPWM Oena pacnonaratTcs CBepXy BHU3 B XPOHOMOMMYeCcKoMU,
BOMPOCHO-ITIOrM4YeCKOM NocnegoBaTenbHOCTU UMM NX COYETaHNUN.

PacnopsantenbHble AOKYMEHTbI rpynnNUpyoTcs B Aena no BuaamM U XpOHOSIOrMn ¢
OTHOCALLMMUCA K HUM NpUNoxXeHnamun. MNpukasbl N0 OCHOBHOW (NPOW3BOACTBEHHOW)
AEATENbHOCTU N NIMYHOMY CcOCTaBy (DOPMUPYIOTCS OTAENBHO.

Bce QOKYMEHTblI OTYETHOrO U MHPOPMALIMOHHOIO XapakTepa MO UCMOMHEHUIO akTa
opraHa rocygapCTBEHHOW BIacTW, HaxXO4sAWeErocss Ha KOHTposie, noAawmBalrTCcs B
3aBefleHHOe Ha 9TOT aKkT aeno. Ecnn Ha akT geno He 3aBoAMNOCb, TO OTYETHbIE
AOKYMEHTbl MNOALIMBAOTCA B AeNo MNepennucku MOCTOAHHOIO CpoKa XpaHeHus 3a
TEKyLLMIN roa.

MonoxeHus, MHCTPYKUUN, YyTBEpPXOEHHble pacnopagutesibHbiIMi OOKYMEHTaMu,
ABIAKOTCA NMPUNOXEHNAMNU K HAM U TPYNNUPYKOTCA BMECTE C YKa3aHHbIMU JOKYMEeHTaMMW.

[IOKyMeHTbI KornrermarbHbIX OpraHoB rpynnupyoTca B OAHO Aeno (MpOTOKOSbl U
peLleHnsi, JOKYMEHTbl K 3acefaHunsiM, NoBecTKa AHS, CNpaBKW, 3aKMYeHUs, NPoeKThbl
peLueHun).

MpoTokonbl pacnonaratTcs B ferie B NPsSIMOM XPOHOJSIOMYECKOM MNopsiake U Mo
HoMepam. HymepyloTcs B npegenax kaneHgapHoro roga. [JoKyMeHTbl K 3acefaHusim
CMCTEMATU3NPYITCA MO HOMepaM MPOTOKOSIOB 3acedaHui 1 noAlmBatoTcs Bcnes 3a
MPOTOKOSIOM.

lMpoTokonbl BbIOOPHbBIX OpraHOB UM OOLLECTBEHHbLIX OpraHuM3auuin HyMepyrTcs B
npegenax cpoka, Ha KoTopbin n3bpaH gaHHbIN OOLLECTBEHHbIN OpraH.

[OoKyMeHTbI B NIMYHbBIX Aenax pacnonaralTcsa no Mepe ux NOoCTynfeHns: 3asaBrneHme
0 npuveme Ha paboTy, NUCTOK NO Yy4yeTy Kagpos, asTobuorpaduda, OOKYMeHTbl 00
obpa3oBaHuN, XapakTepuCcTuka, pesloMe, BbIMUCKU M3 MpUKa3oB O HasHayYeHuw,
nepemMeLLeHnn, yBorbHEHUN, OOMOSHEHNE K NIMYHOMY JIUCTKY, AOMOSIHEHME K JINYHOMY
aeny no ydeTy NooLpeHnn.

MpeanoxeHusi, 3asBneHns 1 xanobbl rpaxaaH no Bonpocam paboTbl yu4pexxaeHun
BCE AOKYMEHTbl MO WX PACCMOTPEHMIO U WUCMOSMHEHMIO TPYMNNUPYIOTCA OTAENbHO OT
3asiBNEHUIN rpaxxaaH Nno NMYHbIM BOMpOCcaMm.

Mepenucka rpynnupyeTcst 3a Nepuoa KanenH4apHoro roga U cuctemaTusupyeTcs B
XPOHOMOrMYECKON  MocnefoBaTeNnlbHOCT;  LOKYMEHT-OTBET  MoMelwjaeTcs  3a
[IOKYMEHTOM-3anpocoM. B 3aBMCMMOCTU OT crneumdukn OesTenbHOCTU y4YpexaeHust
nepenucka MoXeT rpynnmMpoBaTbCs 3a y4eOHbIN rof, CPOK CO3biBa BbIGOPHbLIX OPraHoB.

I'IepenMCKa C npaBuTesibCTBEHHbIMN N BbIWLWECTOALLMNMN y4HpexXgeHNAMN BeOeTCA
oTAesNIbHO U MNpu HeobxoanmMocTun rpynnmpyeTtcad no KOHKpeTHbIM BOMNpocaMm.

lMnaHbl, OTYeTbl, CMEThl, LWTATHbIE pacnmcaHna rpynnmpyroTca oOTAaeNnibHO OT
NPOEKTOB 3TUX OOKYMEHTOB U C*)OpMVIpy}OTCFI B AeJla TOoro roga, Ha KOTOprIZ nnn 3a
KOTOprl7I OHUN COCTaBIeHbl, He3aBUCUMO OT OaT COCTaBJIEHNA U YTBEPXOEHUA.

§8. Odhopmnenune gen

67. [Hena ydpexgeHna noanexat OQOPMNEHUI0 Npu UX 3aBedeHun U Mo
3aBepweHun roga. OdopmneHne pgena - 3TO NOArOTOBKA fAena K XpaHeHuto.
OdopmneHne pgen npoBoautca paboTHukamu cnyxbbl aenonpousBoacTBa U
COOTBETCTBYIOLUNX CTPYKTYPHbIX MOApasAeneHnin, B 00513aHHOCTb KOTOPbIX BXOAUT
3aBegeHne n opMmmpoBaHue aen, Npu MeToAMYECKOM MOMOLUM WM NOoL KOHTPOrieM



apxvBa y4ypexmaeHusi, a Npu HeoOGXOAMMOCTM - U COOTBETCTBYHOLLIETO rOCYAapCTBEHHOIO
apxuBa.

B 3aBucMMoCTM OT CpOKOB XpaHeHUs MpOBOAUTCA [MOSIHOE WKW  YacTUYHOe
otbopmneHne gen. MNMonHomy oopmrieHno noanexart gena nocToOAHHOro, BpeMeHHOro
(cBbie 10 neT) xpaHeHuMa M MO NUYHOMY cocTaBy. [lorHoe odhopmneHune perna
npegycmaTpuBaer:

- HyMepauuio NNCTOB B Aene;

- COCTaBeHNe BHYTPEHHEN ONnncy;

- cocTaBneHue 3aBepuTenbHON Haanucu aena;

- NOALUMBKY 1 NepenneT Aena;

- BHECEHWE U3MEHEHWIA B PEKBU3UTLI OOMOXKM Aena.

Hdena BpemeHHOro cpoka (o 10 neT BKMKOUYMTENBHO) XpaHeHus noanexar
4aCTUYHOMY OCPOPMITEHUIO:

- flena JonyckaeTcsi XpaHuUTb B CKOpOCLUMBATENSX;

- HEe NpoOBOAUTCS NepecucTemMaTM3aums JOKYMEHTOB B AENE;
- He HyMepyloTCs NUCTbI Aena;

- HE COCTaBNSATCSA 3aBepUTENbHbIE HAAMUCH.

68. Hymepauuss nuctoB npoBOAUTCS B ULENAX obecnevyeHmss COXPaHHOCTU U
3aKpenneHnsa nopsigka pacnonoXeHus OOKYMEHTOB, BKMIOYEHHbIX B eno. Bce nucthl,
KpOMe NUCTOB 3aBEPUTENbHON HAAMUCKU U BHYTPEHHEN ONUCKU, HYMEPYHOTCS apabckumm
undgpamn BanoBoW Hymepaumen B NpPaBOM BepxHEM Yrry, He 3ageBas TeKkcTa
AOKYMEHTOB, MPOCTbIM KapaH4aLloM Uiv HymepaTopoM.

NucTbl Oen, COCTOSILMX M3 HECKONMbKUX TOMOB WIIM 4YacTel, HyMepywTcs Mo
Ka)kaoMy TOMY UMW 4acTu oTAenbHo. JIncT 6onbLuoro dhopmara, noglumBaeTcs 3a OauH
KpaW 1 HymepyeTCcsi Kak oauH NIMCT B NpaBoM BepxXHeM yriy. [lokyMeHTbl ¢ COGCTBEHHOM
Hymepaumueln NMCTOB, B TOM YMCIe NevyaTHble U3gaHus, HYMepyoTcst B obLLeM nopsiake.

doTorpadumn, YepTexu, gnarpaMmmMmbl U Apyrue UNNICTpaTUBHbIE U cneumdpudeckue
OOKYMEHTbI, NPeACTaBnsiolMe CaMOCTOSTENbHbIN NUCT B Aene, HyMepylTcs Ha
0DOpPOTHOWN CTOPOHE B NIEBOM BEPXHEM YIIy.

MoawunTble B AeN0 KOHBEPTbI C BIIOXEHUSIMU HYMEpPYHTCS criegylowmmMm obpasom:
CHavana KoHBepT, a 3aTeM o4epeaHbIM HOMEPOM KaXKOoe BIIOXKEHUE B KOHBEPTE.

MpunoxeHnss Kk Jeny, MNOCTynuBLWLIME B nepenneTe, OQOPMISIOTCA  Kak
CaMOCTOSITENbHbIN TOM U HYMEPYIOTCSA OTAENBHO.

BHyTpeHHFIFI Oonncb gerna CocTaBlidAeTCa MNMpu Heob6XxoauMOCTK, Ha OTAENbHOM NNCTE.
JlncTol BHyTpEHHeVI ONnncnM HyMepyrTCd OTAESIbHO.

69. [locne 3aBeplleHMsI Hymepauum JUCTOB COCTaBrsIeTCs 3aBepuTeribHas
HagnNucCb, KOoTopasi pacnosiaraetca B KOHUe Aena (npunoxeHue 24). 3aBeputesibHas
HaQnNUCb CoOCTaBnseTcs B [Jene Ha OTAeribHOM JnucTe-3aBeputene pJena. B
3aBepuTenbHOM Hagnucn uudpamm 1 NPONUCBID YKasbiBalOTCA KOSIMYECTBO SICTOB B
AAHHOM [erne, KONMUYeCTBO SUCTOB BHYTPEHHEN Onncu, OCOBEHHOCTU OTAENbHbIX
AOKYMEHTOB (4YepTexu, oTorpacdun, pUCYHKN).

3aBep|/|Teanaﬂ Hagnnmcb noanncbiIBaeTtcA €e COoCTaBUTEeNeEM, C YKa3aHUEM
paCUJI/I(*)pOBKVI noanncun, OoJMKHOCTU U OaTbl COCTaBI1€HUA.



70. [JokymeHTbl, cocTaBnawwmne geno, noawmearTca Ha 3-4 npokosia B TBEPAYHO
00NoXKy nnn NnepensieTarTcsa C y4eTOM BO3MOXHOCTU CBOBOOHOrO YTEHMSI TEKCTA BCEX
AokymeHToB. [lpy noarotoBke p[en K MOAWMBKE (Mepennety) MeTannumyeckue
ckpenneHunsa (bynaeku, CKpenkn) n3 4OKYMEHTOB yAansoTCA.

71. Ha obnoxke gena (npunoxeHune 25) ykasbiBaloTCA:

- HaUMeHOBaHWe rocyJapCTBEHHOrO apXxmea;

- HAMEeHOBaHVe y4YpexaeHus U CTPYKTYPHOro noapasaeneHus;
- Ne pena;

- Ne Toma;

- 3aronoBoOK Aena;

- paTa;

- KONIM4ECTBO JINCTOB;

- CPOK XpaHeHwus;

- apXMBHbIN LWLNP.

YKkasblBaeTcsd HasBaHME TOro rocygapCtBeHHOro apxumBa, B KOTOprIZ 6yD,yT
nepegaBatbCA geria Ha XpaHeHue.

HanmeHoBaHWe y4ypexxaeHust ykasblBaeTCcs MOMHOCTbI0, B UMEHUTENBHOM Nagexe.
Ecnn yypexpeHve vmeeT oduUManbHO MPUHATOE COKpalleHHOe HauMeHOoBaHue, TO
OHO yKa3blBaeTcsl B CkobGKkax nocrne nonHoro HauMeHoBaHUs.

3arosnoBok gena Ha obnoXxke NepPeHOCUTCSt U3 HOMEHKNATYPbI AeN YYpexXaeHus.

[ata Ha obnoxke OOfmMKHA COOTBETCTBOBATb roAy 3aBefeHMs U OKOHYaHWA aena.
OHa odopmnsieTcss CcrnoBecHo-ungpoBbiM cnocobom. [laton pen, cogepxalumx
pacnopaauTenbHy0 OOKYMEHTaUMIo, SIBMAKTCS KpavHue [[aTbl AOKYMEHTOB fena
(4mcno, mecsau, rog) permctpauumn (CoCTaBneHUs1) Camoro paHHero n camoro no3gHero
AOKYMEHTOB, BKIMOYEHHbIX B Aeno. [laTton gena, cogepaliero npoToKonbl 3acegaHuni,
ABNAIOTCA AaTbl COCTABNEHUSA NEPBOro 1 nocrneaHero nportokona. [Jaton nuyHoro gena
ABNAOTCA AaTbl NOANMCAHNS NPUKA30B O NMPMEME U YBONbHEHUN NMLA, HA KOTOPOE OHO
3aBefeHo.

KonuyectBo nNMCTOB B Aene npocTtaBnseTcs Ha obnoxke gena B COOTBETCTBUMU C
3aBepuTENbHON HAAMNUCKIO.

PekBnant "cpok XxpaHeHua gena" nepeHocuTcs Ha obBnoxky gena w3
COOTBETCTBYHOLLEN HOMEHKNATypbl Aen. Ha genax NOCTOSAHHOMO XpaHEeHUsl NMULLETCS:
"XpaHUTb NOCTOAHHO".

ApxuBHbIN WINGP gena (CoCTouT M3 HoMepa hoHaa, HOMepa OnMcKU U HoMepa gena
no onucu) Ha obnoxkax Aen MpOoCTaBnsieTCA KapaHAalloM, a Mocre yTBepXAeHus
onuncen SIMNMMK cooTBETCTBYHOLLEINO rOCyaAapCTBEHHOIO apxuea - YepHUNamMu.

72. o OKOHYaHMM Troga B Hagnucb Ha oOMNoXkax [Aen MNOCTOAHHOITO WU
[ONTOBPEMEHHOIO  XPaHEHUSI BHOCHATCHA YTOYHEHUS: MPOBEPSIETCA COOTBETCTBUE
3arofioBKOB AeN1 Ha 06NoXKe CoAepXaHWo MOALWUTBLIX JOKYMEHTOB. B Heobxoanmbix
criy4asix B 3arofloBOK Aena BHOCSTCS OOMONHUTENbHble CBeAeHus (MpocTaBnsioTcs
HOMepa NPUKa3oB, MPOTOKOSIOB).

Mpwn M3MEHEHUN HAVMEHOBaHUSA YYpPEXOEeHUs B TeYeHne nepuoaa, oxsaTbiBAeMoro
[IOKyMeHTaMWn [iena, Ha obmnoXke AOMNUChLIBATCA HOBble HAVMEHOBaHUA Y4YpexneHus
UNN yYpexaeHns-NpeemMHmKa, a NnpexHee 3aknioyaeTcs B CKOOKM.



§9. OpraHusaumsi onepaTMBHOrO XpaHeHnsi JOKYMEHTOB

73. C MOMeHTa 3aBefieHVs U [0 Nepeaayn B apxvB yYpexxaeHus aena xpaHarcs no
MeCTy UX (DOpMMPOBaHUS. PYKOBOAMTENM CTPYKTYPHbIX NoapasaeneHunii i CoTpyaHMKK,
oTBevawllMe 3a [OenonpousBoAcTBO, 00si3aHbl oGecrneynMBaTb  COXPAHHOCTb
[IOKYMEHTOB U Jern.

B uenax nosbllweHMs onepaTMBHONO Noucka LOKYMEHTOB Aena pacnofaratoTcs B
WKadgax B COOTBETCTBUM C HOMEHKNaTypon gen. HomeHknatypa gen vnu Bbinucka m3
Hee noMeLlaeTcs Ha BHYTPEeHHeW CTOpoHe wkada. Ha kopewkax obnoxek pen
YKa3sblBalOTCA MHOEKCHI MO HOMEHKaType aen.

3aBepLueHHble gerna MOCTOSIHHOro M AoniroBpeMeHHoro (cBbiwe 10 neT) cpokoB
XpaHEHWs1 XpaHATCS MO MeCTy Ux hopmmnpoBaHms He Bonee Tpex NneT, a 3aTem caatTcs
B apXMB YYpPEXOEHUS.

74. Bblgaya pen gpyruMm  noapasfeneHusiM  NPOM3BOAMTCS C  paspelleHus
pykoBoautenss  cnyxbbl  OenonpousBoACTBa. Bblpaya pgen coTpyaHWKam
noapasaeneHnii 4ns paboTbl OCYLLECTBNSETCS Mo PacnucKy B creumanbHOM KypHane.
[dena BblgaloTcd BO  BPEMEHHOE MONb30BaHWE  COTPYAHMKAM  CTPYKTYPHbIX
nogpasfeneHnii Ha cpok He Gonee opHoro mecsiua. lMocne UCTeYeHUs ykaszaHHOro
cpoka Aeno A0MKHO ObITb BO3BPALLEHO HAa MECTO €ro XpaHeHus.

CTOPOHHUM y4YpexOeHusiIM [ena BbldalTcsd Ha OCHOBAHMM WX MUCbMEHHbIX
3arMpocoB C paspelleHns pPyKOBOAMTENSI Y4YpexaeHus Wnn ero 3amecTuTens,
Kypupytowero cnyx0y aenonpoussofcTtsa, no akraM. M3bsTne QOKYMEHTOB M3 Oen
MOCTOSIHHOrO XpPaHeHWsi He AoNycKaeTcs.

§10. NoaroToBka AOKYMEHTOB K Nepeaayve B apxXuB yuYpexaeHuns

75. lNogrotoBka QOKYMEHTOB K nepedade B apxvB YYpeXOeHUsl BKINOYaeT B cebs
npoBegeHne 3KCNepTU3bl LLEHHOCTU AOKYMEHTOB, COCTaBreHne 1 oopmMmsieHne onmcen
aen, opopmrieHne akta 06 YHNYTOXEHUN JOKYMEHTOB M Aern.

76. OKcnepTM3a LLEHHOCTM JOKYMEHTOB - 9TO OnpeaeneHne LeHHOCTU JOKYMEHTOB B
LiensiX YCTaHOBIEHMS X CPOKOB XpaHEeHMs 1 0TOopa Ans ganbHenwero xpaHeHusi. OHa
NPOBOAMTCA Ha OCHOBE TMMOBOIO W BEOOMCTBEHHbIX MNEpeYHen [OOKYMEHTOB C
yKas3aHWeM CPOKOB XpaHeHUs1 1 HOMeHKnaTyp Aern.

[na opraHusauun 1 NpoBefeHUs 3KCNepTU3bl LLEHHOCTU JOKYMEHTOB M oTbopa ux
ANnA nepefadv Ha rocydapCTBEHHOE XpaHeHue, a TakkKe KOHTPOmns U OKa3aHus
METOAMYECKON MOMOLWM B MNPOBEAEHUMM SKCMEPTU3bl LEHHOCTU [OOKYMEHTOB B
yypexgeHuax oTpacnun (CUCTeMbl) CO34aKTCA NOCTOSHHO AEWCTBYIOLWNE LieHTparnbHble
akcnepTHble komuccum (LI9K).

B ocTanbHbIX ydypexgeHnax J3Kcrneptnsa UEeHHOCTU [OOKYMEHTOB, OT60p nx anda
XpaHeHUda OCyLWecCTBNAKTCA NOCTOAHHO ,D,el‘/'lCTByPOU.l,I/IMI/I JKCNePTHbIMN KOMUCCUAMU
(3K).

LU3K (BOK) vyupexgeHus <aBnsieTcss coBellaTesnibHbIM opraHoMm, paboTaeT B
NOCTOAHHOM KOHTakTte ¢ JlMK cooTBeTCTBYOLWEro roCcygapCTBEHHONO apxvBa U
nosly4aeT OT Hee HeoBXoaAMMblEe OpraHN3aLUOHHO-METOANYECKME YKa3aHNS.



®yHkumm 1 npasa LOK (3K), a Ttakke opraHusauma ee paboTbl onpeaensatTcs
NOMNOXeHneM, YTBepXOaeMblM PYKOBOAMTENEM Y4YpeXOEHUs MO COorracoBaHuio C
COOTBETCTBYHOLLMM rocygapCTBEHHbIM apXYBOM.

OcHoBHbIMK cbyHKUMAMK LISK (3K) yupexaeHus sBnstoTcs:
- OpraHM3aums exerogHoro oTbopa JOKYMEHTOB AN XpPaHEeHUS;

- paccMOTpeHune rofloBbiX pa3nenoB onucein Aen MOCTOSHHOrO XpaHeHusl, onucei
[len BpeMeHHOro xpaHeHus (cebilwe 10 neT), B TOM YKCre 1 Mo IMYHOMY COCTaBy, akTOB
O BbIOENEHUN K YHUUTOXEHUIO OOKYMEHTOB W [en, He noanexawmx AanbHenlemy
XPaHEeHWIO;

- ydyactne B NOArOTOBKE M PACCMOTPEHUN MPOEKTOB HOPMATUBHbLIX JOKYMEHTOB M
meTogmyecknx  paspaboTok MO BOMNpocamM  OpraHv3auum  JOKYMEHTOB B
AEeNonpon3BoacTBe M paboTbl apXMBOB yupexaeHuin (HOMeHKNaTyp aen, nonoxeHunin od
OK 1 apxuBe yypexgeHun);

- MeToAMYeckoe pPYKOBOACTBO M KOHTponb 3a  AeaTenbHocTbio  OK
NOABEAOMCTBEHHbIX YYPEXAEHUIA.

B cBoen pabote LIOK (OK) yupexpeHus pykoBoacTtByeTcss 3akoHOM Kbiprbi3ackom
Pecnybnvkn "O HauuoHanbHoM apxumBHoMm ¢oHae Kbiprelsckon Pecnybnukn®,
YKa3aHUAMMU M pekoMeHOAauuMsiMn pecnyBrMKaHCKOro opraHa ynpaBneHWs apXMBHbIM
AerfioM 1 NoABeAOMCTBEHHbIX eMY rOCyapCTBEHHbIX apXMBOB.

OKcnepTHasi KOMUCCUS CO34aeTcs NPUKa3oM PYKOBOAUTENS yYpexaeHus n3 yucna
Hanbonee KBanNnMULUMPOBaHHbLIX pabOTHMKOB, B KONIMYECTBE HE MeHee Tpex Yernosek. B
coctaB OK B ob6sa3aTenbHOM nopsigke BKIIHOHMAETCs 3aBeAyloLnii apXMBOM UIK NMLO,
OTBETCTBEHHOE 3a apxmB, a B coctaB LIOK - npegcraButens COOTBETCTBYHOLLEINO
rocyaapCTBEHHOIo apxmBa.

Mpeocepatenem LOK (3K) yuypexgeHus HasHayaeTca OOMH U3 PyKOBOOSALLMX
pabOTHMKOB.

LU3K (OK) yypexgeHus paboTtaeT B COOTBETCTBUM C nnaHoMm paboThl,
yTBEPXKOAEMbBIM pykoBoguTENeM yypexaneHus. 3acepgaHus KomMuccum
NPOTOKOSNMPYIOTCS.

OKcnepTn3a LeHHOCTU AOKYMEHTOB MPOBOAMTCHA B AENONpPOM3BOACTBE U B apXxvBe
yypexaeHus.

OKcnepTn3a LeHHOCTU AOKYMEHTOB B AENONPOM3BOACTBE AOIKHA OCYLLECTBIATLCA
eXxerogHo paboTHMKamun cnyx0Obl genonpoudsogcTea coBmectHo ¢ LUIK  (BK)
yypexaeHust nog HemnocpeacTBEHHbIM PYKOBOACTBOM BeOOMCTBEHHOro apxuea. [lpwu
9TOM B CTPYKTYPHbIX NogpasaeneHmsax oCyLecTBNATCSA:

- oTOOpP OOKYMEHTOB MOCTOSIHHOTO U BpeMeEHHOro (cBbiwe 10 neT) xpaHeHus Ans
nepegayn B apxuB y4YpexaeHus;

- oTGOp [OOKYMEHTOB BPEMEHHOr0 CpoKa XpaHeHusl, Mnoarexalimx AanbHenwemy
XPaHEHMIO B CTPYKTYPHbIX NoapasaeneHunsx;

- OT60p M BblgerieHne K YHU4TOXEeHUIO e, CPOKN XPaHEeHNA KOTOPbIX UCTEKITN.

ApXuB yypexaeHusi (BeOAOMCTBEHHbI apxvB) NPOBOAUT IKCMEPTU3Y LEHHOCTU
[IOKYMEHTOB Npu 0T60ope 1X Ha rocyaapCTBEHHOE XpaHEHUeE.

B cnyyae obHapyxeHusi HegocTaun JOKYMEHTOB AOMMKHbI ObiTb NPUHATLI Mepbl Mo
NX PO3bICKY.

Mo pe3ynbrtataM 3KCNnepTu3bl ULEHHOCTU OOKYMEHTOB B y4peXaeHUN COCTaBIATCA:



- ONnCcK ern NOCTOSAHHOTO CPOKa XpPaHEHUS;
- onucuK aen BpeMeHHoro (cablwe 10 neT) XxpaHeHus;
- onucK gern no fIM4HOMY COCTaBy;

- aKTbl O BblAENEHUN JOKYMEHTOB K YHUYTOXEHUIO.

77. Ha 3aBepLUeHHble fena NoCTOAHHOro, BpeMeHHoro (cebiwe 10 neT) XxpaHeHnsa u
no NMYHOMY COCTaBy, Npolleflme 3KCNepTU3y LIEeHHOCTWU, COCTaBNATCA rodoBble
pasgesibl Onuncen.

Ob6sa3aTenbHbIMM ~ 9NleEMEHTaMU  ONUCU  AeNl  SBASATCA:  TUTYMbHbIR - INCT
(npunoxeHue 26), Nnpeancnosmne, CNMCOK COKpaLLLEHHbIX CNoB (Npn Heo6Xo4MMOoCTH).

TUTYNbHBIA  JIMCT K OMNUCKM  COCTaBndAeTcs Npu nepBon nepefadvye pgen B
rocyaapctBeHHbI apxuB. [pu nocnegyolwen nepegade aesn oH AOMNONHAETCS.

B npegmcnoBum k onncy nsnararoTcs:

- UICTOPUSA yupexaeHuns, nctopms ooHaa;

- COCTaB W CoaepKaHne AOKYMEHTOB onucu (poHaa);

- 0COBEeHHOCTN hOPMUPOBAHUS, ONUCAHMA U CUMCTEMaTU3aUnnN Oernt;
- COCTaB CNpaBOYHOro annaparta K OnucHw.

Mpn coctaBneHun onucu fen cobnogalTcsa cnepywowmne TpeboBaHus: Kaxaoe
AEeNno BHOCUTCA B OMUCb MNOA CaMOCTOSTESNbHbIM MOPSAKOBLIM HOMEPOM (ecnu geno
COCTOMUT N3 HECKOSIbKMX TOMOB (4acTen), TO Kaxdblh TOM (4acTb) BHOCUTCHA B ONUCb Mo,
CaMOCTOATENbHBIM HOMEPOM); MOPSIAOK HyMepauuu Aen B ONUCU - BanoBbiv; rpadbl
OnncK 3anonHSAKTCS B TOYHOM COOTBETCTBUM C TEMU CBEAEHUSIMU, KOTOPbIE BbIHECEHDI
Ha OOMOXKYy Aena; npuM BHECEHUM B ONUCb NOAPSA HECKOSbKMX Aen C OAMHAKOBbIMU
3arofioBKamu nNULWIETCA MOSIHOCTbIO 3arofioBOK MEpPBOro Aena, a BCe OcCTalbHble
ogHopoaHble gena obosHavatoTca crioBamy "To Xe", npu 3TOM Apyrve CBEeAEHUs O
aenax BHOCATCS B OMUCb MOSTHOCTBIO M Ha KaXkAoOM HOBOM JINCTE OMUCKU 3arofioBOK
BOCMPOU3BOANTCA NOSTHOCTLIO; rpada onucK "npumedaHmne” ncnonb3yeTcsa ans oTMeToK
O npueme fen, oCOBEHHOCTAX UX PM3MYECKOro COCTOSIHUSA, O nepedade gen apyrum
CTPYKTYPHbIM NOApPa3aeneHnsiM Co CCbISTKON Ha HEOBXOAMMBIN aKkT, O HAaNM4YMM KOMUMA.

B koHUe onucu Bcrnen 3a nocrnegHen onucaTenbHOM cTaTben genaeTcsa UTorosas
3anucb, B KOTOpPOW YKkasbiBaloTca (Undpamm WM MPONUCLIO) KONUYECTBO Aen,
YUCNALMXCA NO ONUCK, NEepPBbIN W MOCNEeAHUA HOMepa Oen Mo OnucKu, a Takke
OoroBapmBalOTCA OCOOEHHOCTM Hymepauum gen B onucu (NIMTepHble Homepa U
nponyLeHHble Homepa).

Onucu gen nNOCTOAHHOIO CPOKa XpaHeHWs COCTaBnsalTCA B 4  3K3eMnnspax,
NoAnuCLIBAlOTCHA COCTaBUTENEM U NNLOM, OTBETCTBEHHbLIM 3@ apXmB, COrNacoBbIBaOTCA
c U3K (OK) yupexpenusa. Bce oaksemnnapbl onucn B 06s3aTenibHOM nopsigke
npeacrtasnsawTca Ha YyreepxaeHne OJOIMMK cooTBeTCTBYHOLWEro rocyaapCTBEHHOMo
apxvBa (npunoxeHune 27). B TakoMm e nopsigke cocTaBnsawTcs, odopMmnawTca u
paccmaTpuBaloTcs onucK aen no nNM4yHoMy cocrtasy (NpunoxeHune 28).

Onucn Ha gena BpeMeHHoro cpoka xpaHeHus (csbiwe 10 neT) (kpome onucen gen
Nno SIMYHOMY COCTaBYy) COCTaBMAKTCA B 2 ak3emnnspax (npunoxeHue 29). Onucu Ha
PacCMOTPEHNE apXMBHbIX YYPEXAEHUI HE HanpaBnsATCS.

78. OTOOP OOKYMEHTOB M AN K YHUHMTOXEHUIO 0OPMIISIETCH akTOM (MpunoxeHue
30). AkTbl paccmaTtpuBatoTcs K ydpexaeHus, nognucbiBatoTca npeacegatenem u ee
yYfieHaMn N yTBEPXOarTCA PYKOBOACTBOM YYPEXAEHUS TOMbKO MOcre YTBepXOeHus



COOTBETCTBYHOLWMM TrocyaapCTBEHHbIM apXmMBOM onucen pOen mnoCTOSAHHOIo CpoOKa
XpaHeHU4d. Tonbko nocrne 3Toro yypexgeHmne UuMeeT nMnpaBo YHUYTOXWUTb Aena,
BKITKOYEHHbI€ B JaHHbIE€ aKTbl, B COOTBETCTBUN C YCTAHOBJ1IEHHbLIM NOPAAKOM.

§11. Nopsigok nepefadn apxmBoM yuYpexaeHNa JOKYMEHTOB

Ha rocyapCTBEHHOE XpaHeHwue

79. [okymeHTbl HaumoHanbHOro apxuBHoro ¢oHga Keipreidackon Pecnybnvku
nepefarwTCa Ha rocyAapCTBEHHOE XpaHeHue MNo UCTeYeHUU npenernbHbIX CPOKOB UX
XpaHeHUss B BEOOMCTBEHHbIX apxvMBax, YCTAHOBJIEHHbIX 3akoHOM KbIprbi3ckon
Pecnybnukn "O HaumoHanbHoM apxmBHOM doHAae Kbiprbidckon Pecny6nmkun':

- ANsi AOKYMEHTOB yYpeXaeHnin pecrnybriMkaHCKoro saHa4yeHus - 15 ner;

- ANs AOKYMEHTOB yYpeXxXaeHnn obnactHoro 3HayeHus - 10 ner;

- ONA JOKYMEHTOB YYpeXaeHUn panoHHOIo U roOpoACKOro 3Ha4eHus - 5 ner;
- ANsl HAy4YHO-TEXHUYECKON AOKYMeHTauun - He bonee 25 ner;

- ANA ayaMoBu3yarnbHbIX U MaIMHOYMTaEMbIX AOKYMEHTOB - 3 rofa;

- N9 JOKYMEHTOB MO JIMYHOMY COCTaBy, 3anucen akToB rpaXgaHCKOro COCTOSAHUSA U
HOTapmarbHbIX 4ENCTBUN - 75 neT.

YKa3aHHble CPOKUN UCHUCTTIAKOTCA CO BpeMEHU Cco3aHnNA JOKYMEHTOB.

B cnyyae otcytcTBMA HeobxoAuMbIX ycrioBuin Ana obecrneyeHus COXpaHHOCTU
AOKYMeHTbl HauunoHarnbHoro apxvmeHoro ¢goHaa Keiproidckon Pecnybnuku moryt ObiTb
nepefaHbl Ha rocygapCTBEHHOE XpaHeHWe [0 UCTeYeHUsA npeferibHbIX CPOKOB WX
BEAOMCTBEHHOrO XpaHeHWsl Mo COrnacoBaHMD C COOTBETCTBYOLWMUM rOCyAapCTBEHHbLIM
apX1MBOM.

80. [1OKyMEHTbl Y4YpeXOEeHUN - MUCTOYHWUKOB KOMMIEKTOBAHUS FOCYAapCTBEHHbIX
apxvBOB MepefalTcsl Ha rocyAapCTBEHHOE XpaHeHWe MO UCTEYEHUU YCTaHOBIEHHbIX
CPOKOB WX BEOOMCTBEHHONO XpaHEeHWsi B  COOTBETCTBMM C  rpadukamu,
yCTaHaBNMBaeMbIMM PyKOBOAUTENSIMU FrOCY4aPCTBEHHbIX apPXMBOB U YUPEXAEHWIA.

[lOKyMEHTbI y4YpexaeHun nepedarnTcs B rocygapCTBEHHbIE apXMBbl MO OMUCSM, C
NpoBepKON Konm4yecTBa nNMctoB B genax. Mpu nepegadve JOKYMEHTOB yYpexAeHUeEM B
roCyapCTBEHHbIN apXxuB nepenaeTcs TpU ak3emnnspa onucu. Ha Bcex aksemnnspax
onucx AenalTcss OTMETKM O MpuemMe [OOKYMEHTOB B T[OCYO4APCTBEHHbIA apXuMB.
UeTBepTbI 3K3EMMMAP ONUCKU BMECTE C 3K3EMMSIPOM aKTa OCTAeTCs B YYPEXKOEHUM.

[Mpnem OOKYMEHTOB Ha rocydapCTBEHHOE XpaHeHue OOpMIISETCH akTOM npuema-
nepegayun (npunoxeHue 31), coctaBnsaemMbiM B ABYX 3K3eMnngpax.

Ecnv npu nepenade obHapyxeHa HegocTadya gesn, ToO HoMepa OTCYTCTBYHOLLMX Aen
oroBapusaloTCsl B akTe npuema-nepenadv AOKYMEHTOB, MPUYMHbI UX OTCYTCTBUS - B
npunaraeMom K akTy CrpaBKe y4pexaeHus.

B cnyyae obHapyeHusi GOnbLIOro Yncrna ownbok B Hymepauuu NUCTOB Aen npu
nepegavye UX Ha rocyJapCTBEHHOE XpaHEeHWe NPoBOAUTCH UX NepeHymepaums. CTapble
HOMepa 3a4epKMBalOTCA U PAOOM CTaBUTCA HOBbIN HOMep. B koHLe Aena cocTaBnaeTcs
HOBas 3aBepuTernbHas HaANUCb, cTapasi 3a4epKUBAETCH, HO COXpaHsieTcs B Aere.

Mpn Hanuuuu oOTAEenbHbIX OWWOOK B HymMepauuuM TNUCTOB AOMycKaeTcs
ynotpebneHve nuTepHbIX HOMEpPOB.



maBa 5

OcobeHHoCcTH pa6OTbI C 3JN1EKTPOHHbIMU OOKYMEHTAMN

81. OneKTpoHHble AOKYMEHTbI Co3aatoTcsl, 06pabaTbiBalOTCS U XpaHSITCS B cUCTEME
3MNEKTPOHHOro AoKyMeHToobopoTa ydpexaeHus. EauvHuuen ydeta 3neKkTpoOHHOro
[OKYyMEHTa SBNSETCA 3NEKTPOHHbIA [OKYMEHT, 3aperMcTpupoBaHHbIN B cCUCTEME
3MNEKTPOHHOIO AOKYyMEHTOO60opOoTa YUpeXaAeHus.

82. Mpuem, perncrtpaumnsi 1 OTrnpaBka 3MEKTPOHHbIX JOKYMEHTOB OCYLLECTBMSOTCS
cnyx6on agenonpou3soacTBa. [Mpu MonyyYeHUM SMNEeKTPOHHbIX [OKYMEHTOB cryxba
[lenonpon3BoacTBa OCYLLECTBNSET NPOBEPKY MOAMMHHOCTU 3MEKTPOHHON LMdpoBOWA
noanucw.

83. lNpu nepenaye NOCTYNUBLUMX SMEKTPOHHBLIX [OKYMEHTOB Ha pacCMOTPeEHME
PYKOBOAMTENST YYPEXOEHWs, HanpaBneHUn 3NEeKTPOHHbIX AOKYMEHTOB B CTPYKTYPHble
noopasfeneHnss U  OTBETCTBEHHbIM  WCMOMHUTENSIM, OTMNpaBKe  3MEKTPOHHbIX
[OKYMEHTOB M XpaHEHWW SNEKTPOHHbIX [JOKYMEHTOB BMECTE C 3IeKTPOHHbIMU
[OKYMEHTaMW nepeaatoTcs (XpaHaTCs) UX perncTpaunoHHble AaHHbIe.

84. [na noanucaHus 3NEKTPOHHbIX AOKYMEHTOB MWCMONb3YKTCA 3NEKTPOHHLIE
undposble nognucu. Mcnonb3yemble cpeactBa 3fEKTPOHHOM UMppoBON nognucu
AOSTKHbI ObITb CEpTUDULMPOBAHLI B YCTAHOBIIEHHOM MOPSAAKE.

Mpn paccMOTPEHMM U COrnacoBaHWM 3MEKTPOHHbLIX [OKYMEHTOB B CUCTEME
3MNEKTPOHHOro [OKYMEeHTOObopoTa Yy4YpeXxaeHUs MOryT WCMoNb30BaTbCsi  CMOCOO6bI
noaTBEPXAEHMSI AEUCTBUIN C NEKTPOHHBLIMU JOKYMEHTaMu, NpU KOTOPbIX 3r1IEKTPOHHAas
LuMdpoBas NOANUCH He NCMOoNb3yeTcsl.

85. VcrnonHeHHble 3NeKTPOHHblE [AOKYMEHTbl CUCTEMATU3UPYOTCA B gena B
COOTBETCTBUM C HOMEHKNaTypor Aen ydpexaeHus. [py cocTaBneHun HOMeHKnaTypbl
[en ykasblBaeTcsl, YTO Aeno BeAeTCs B 3NEKTPOHHOM BUIE.

OnNeKTPOHHblE [AOKYMEHTbI, MOCNEe WX WCMNOMHEHWs, noafiexaT XpaHeHuio B
YCTAHOBMEHHOM MOpSiAKE B TEYEHWE CPOKOB, NPEAYCMOTPEHHbIX AN aHanorMyHbIX
[OKYMEHTOB Ha BymaxkHom HocuTene. [locne ucteyeHust cpoka, YCTaHOBIIEHHOMO ANs
XPaHEHUS1 3MNEKTPOHHbIX Aen (3NEKTPOHHbIX AOKYMEHTOB), Ha OCHOBaHUWM akTa o
BblAENEHUN UX K YHUYTOXEHUIO, YTBEPXKOAEMOro PYKOBOAMTENEM YYpeXOeHus,
yKa3aHHble 3NEKTPOHHbIE Aena (AMEeKTPOHHbIE AOKYMEHTbI) MoAnexXaT YHUYTOXEHUIO.

MpunoxeHwne 1
K TUNnoBOW MHCTPYKLUU
no 4enonpon3BoACTBY

B Kbiprbiackon Pecnybnuke



NMPUMEPHbINA NEPEYEHb
Haubornee ynotpebnsaembix B ynpaBrieH4€CKOWN AeATEeNIbHOCTHU
BUAOB U pasHoBuaHocten OPL

AKT - [OKYMEHT, COCTaBMIEHHbIA HECKONMbKUMW NMuamMu 1 MNOoATBEepXKaaoLwnii
yCTaHOBMNeHHble hakTbl U COObITUS.

AHKeTa - QOKYMEHT, npeactaBnsowmm cobon TpadapeTHbIn TEKCT, coaepKaLymm
BOMpPOCHI N0 onpeAeneHHon Teme U MecTo ANd OTBETOB (MM OTBETbI) HA HUX.

Bbinucka - Konust YacTn TEKCTOBOrO OOKYyMEHTa.

Mpahmk - TEKCTOBOM [AOKYMEHT, oOTpaxawwuih nnaH paboTbl C  TOYHbIMU
nokasatensaMm HOpM U BPEMEHU BbINONHEHUS.

[oknag - AOKYMEHT, coaepallmii U3noxeHne onpeaeneHHbIX BONPOCOB, BbIBOAOB,
npeanoXeHun n npeaHasHavYeHHbIN AN YCTHOMO NPOYTEHUS.

[oknagHas 3anucka - [OKYMEHT, aApecoBaHHblA PYKOBOAWUTEM [OAHHOIMO WK
BbILLECTOSILLENO YYPEXAEHUs, codepXallumii OBCTOATENbHOE M3NOXEeHWe Kakoro-nnbo
BOMNpoOCca C BblBOAAMW U NPEASIOXKEHNSIMU COCTaBUTENS.

3akrnoyeHne - OOKYMEHT, coaepalluuMii MHEeHWe, BbIBOA YYPEXOEHUs, KOMUCCUM,
cneumanucTa no kakomy-nmbo JOKYMEHTY Unn Bonpocy.

N3BeweHne - [OOKYMEHT, WHMOPMUPYIOWNA O NpPeacToswemM MeponpuaTum
(3acegaHnn, cobpaHum, KOHepeHUMn) N cogepXalinin NpeanioXXeHne NpuHATbL B HEM
yyacTue.

WHCTpYKUNS - OOKYMEHT, N3aaBaeMblii C LiENbI0 pa3bsCHEHUsI NOpsiaKa NpUMeEHeHUs
HOPMAaTMBHOIO NPaBOBOro aKTa.

O630p - AOKYMEHT, COCTaBMEHHbIN B LENax NHPOPMUPOBAHNSA NOABEOOMCTBEHHbIX
N Opyrux yuypexaneHui o paborte B TOM v MHon obnactn unm o AesTenbHOCTU rpynnbl
yuypexaeHun B onpeaesieHHbIn nepmos.

Ob6bacHuTenbHas 3anucka - 1) OOKYMEHT, MOACHALWMNA coaepXaHue OTAeSbHbIX
MOSNIOXXEHNA OCHOBHONO AOKyMeHTa (nnaHa, oT4veTa, npoekta); 2) cooblieHne
AOIMKHOCTHOrO nuua, NosCHsALWee Kakoe-nnbo aencrene, dakT, MPOUCLLECTBUE,
npeacraBnNsAeMoe BbILLECTOSALEMY AOSPKHOCTHOMY MLy .

OT3blB - OOKYMEHT, COoAepXaliuin MHEHWEe Y4YpexaeHuss unu cneyuanucta no
noBoay kakon-nmbo paboTbl, NPUCNAaHHOM Ha PacCMOTPEHME.

OT4eT - AOKYMEHT, cCoaepalluii CBeAEeHUs1 O NOArOTOBKE U NpoBeaeHun pabot, 06
UTorax BbIMOMHEHUS MNNAHOB, 3adaHWA, KOMAHAMPOBOK M APYrMX MepOnpUsTUN,
npeacTaBnsieMblil BbILLECTOSALLEMY YYPEXAEHNIO UINN OOMHKHOCTHOMY NMLYy.

lMepeyeHb - cuUCTEMATU3NPOBAHHOE MEpPeYUCrieHne [AOKYMEHTOB WU  UHbIX
npeameToB, 0ObLEKTOB MM paboT B LENsAX pacnpoCTpaHEeHUs Ha HUX onpeneneHHbIX
HOpM unu TpeboBaHu.

MucbMo - 060OLLEHHOe Ha3BaHWe pasfnMyHbIX MO COAEPXKaHUK [JOKYMEHTOB,
cny)kalmux cpeacTBOM OBLLEHMS MeXOY YYPEXOEeHUIMM, YaCTHbIMU NULLAMMN.

Mnan - OOKYMEHT, yCTaHaBJ'II/IBaPOLU,I/IIZ TOYHbIN nepevyeHb Hame4daeMblX K
BbIMOJTHEHUIO pa60T nnn MepOI'IpI/IFITI/IIZ, NX nocrnegoBaTenbHOCTb, 06bEM, BpEMEHHbIE
KoopAaunHaThl, pyKOBO,El,I/ITeJ'IeIZ N KOHKPETHbIX NUCMNOSNHUTENEN.

MonoxeHne - 1) OOKyMEHT, OeTanbHO perfnaMmeHTUMpPYoLWMiA NpaBOBOM CTaTyc,
opraHusauuio, NOpsAoK AeATENbHOCTU rocy4apCTBEHHbIX OpraHoB, OpraHOB MECTHOrO



camoyrpaBreHusi, ydpexaeHuid, a Takke onpeaensiiolmin Ux B3aMMOOTHOLLUEHUS C
APYrMMK opraHaMu, y4YpexaeHusiMv 1 rpaxaaHamu; 2) cBog npaBun, perynmpyowmx
onpeneneHHyto cepy OesTeNbHOCTY.

MpaBuna - [OKYMEHT, AeTanbHO pernameHTUPYLWNA NopsiaoK  OpraHu3auumm
Kakoro-nv6o Bmaa AesiTENbHOCTY.

MpeacrtaBneHve - [OOKYMEHT, COAepXaluil NpeanoXeHne O Ha3HayYeHuu,
NepemMeLleHn WnM MooWpPEHMN JIMYHOTO COCTaBa, a TakKe peKkoMeHAaLuto
onpeaeneHHbIX AeNCTBUIA U MEPOMNPUATUIA NO BONPOCaM AeATENbHOCTU yUpexaeHusl.

npl/IKGS - AOKYMEHT, n3gaBaemMbli pykoBogutenem ydpexneHusd, ﬂ,eVICTBleU.leFO Ha
OCHOBE e€uHOHa4YanuA, B UenAaAx pa3peleHna OCHOBHbIX M onepaTuMBHbIX 3adad,
cTodlWmMX nepen AaHHbIM ydpeXXaeHneM.

Mporpamma - [OOKYMEHT, W3naratmoWwuini  OCHOBHble HanpaeneHusi paboThbl
yypeXxaeHus Unu npeanpusitus Ha OnpedeneHHbI Nepuoa BPEMEHU UNWU aTanbl U
CPOKM OCYLLLECTBMNEHUS KPYMHbIX paboT, UCMNbITaHWNA.

MpoToKon - AOKYMEHT, Coaepaluunii nocrnegoBaTenbHy0 3anuchb xoda obcyxaeHus
BOMPOCOB M MNPUHATUS pPEeLUeHUA Ha cobpaHMsX, COBELLaHUsIX, KOHMEPEHUMAX W
3acefaHunsaX KonnernanbHbIX OpraHoB.

CBoaka - OOKYMEHT, npeacTaBnsaowmim cobon obobLLEHHbIE CBEAEHUSA MO OQHOMY
BOMpOCY (CBOAKA NpeanoXeHu, 3amedaHnin, TpebosaHum).

Cnucok - [OOKYMEHT, coaepXalui nepedyncrneHve nuy unu npeaveToB B
onpeaeneHHoM Nopsiike, COCTaBMEHHbIN B LieNsX MHopMaumm Unm perncTpaumu.

CnpaBka - OOKYMEHT, coaepXalliuMi OonucaHue M MOATBEPXXAEHME TeX WUIM UHbIX
¢aKkToB 1 COBLITUN.

CteHorpamma - 0OCMNOBHas 3anucb AOKNAAoOB, peyen U ApYrux BbICTYMMEHUA Ha
cobpaHusiX, coBellaHUaX U 3acedaHusiX KossierManbHbiX OpraHoB, OCYLLeCTBreHHas
MeTOLOM CTeHorpaduu.

Tenerpamma - o606LiEeHHOE Ha3BaHME PasfiMyHbIX MO COAepPXaHU OOKYMEHTOB,
nepefaHHbIX No Tenerpaagy.

TenecoHorpamma - 0600LEHHOE Ha3BaHWEe pasfn4yHbIX MO  COAEpPXKaHUIo
[OKYMEHTOB, NepeAaHHbIX NO TenedgoHy 1 3anncaHHbIX Nofy4vaTenem.

YKasaHve - [OOKYMEHT, u3[gaBaeMblii OpraHoM Trocy4apCTBEHHOro yrpaBrieHus
NPENMYLLECTBEHHO MO Bonpocam MHGOPMaLMOHHO-METOANYECKOTO XapaKkTepa, a Takke
Mo BOMPOCaM, CBA3aHHbIM C OpraHM3auMein UCMONMHEHUS MNPUKA30B, MHCTPYKLUMA U
LPYrMX aKTOB JAaHHOTO OpraHa v BbILECTOSILLMX OPraHoB YNpaBreHus.

MpunoxeHwue 2
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NEPEYEHDb

pacnopsiauTenbHbIX JOKYMEHTOB, POPMUPYHOLLUXCA B YUPEXOAEHUAX
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NEPEYEHDb
PEeKBM3UTOB, UCNONb3yeMbiX npu ocpopmneHun OP



1 - N'ocypapcTtBeHHbIn repb Kbiproiackon Pecnybnuku;
2 - ambrnema yypexaeHus;

3 - Kop ydvpexaeHua no EguMHoOMy rocygapCTBEHHOMY peecTpy CTaTUCTUYECKUX
eannuy, (EMPCE);

4 - HaMeHOBaHWE BbILLIECTOSLLENO YUPEXKOAEHWS;
5 - HaMMeHoBaHWe yYpeXxaeHus;
6 - HaMMeHoBaHWe CTPYKTYPHOro noapasaeneHuns;

7 - WHOEKC npeanpusiTusi CBsi3W, MOYTOBBLIM aapec, Homep Tenedpakca, agpec
3MEeKTPOHHOM MoYThI, HOMep cyeTa B 6aHke, HOMep TenedoHa;

8 - HanmeHoBaHWe BMaa AOKYMEHTA;

9 - para;

10 - perncTpaumoHHbIn HOMEpP AOKYMEHTa (MHAOEKC);
11 - ccbifika Ha perncTpaumoHHbIN HOMepP N AaTy BXOOALWEro AOKYyMEHTa;
12 - mecTO cocTaBreHna nnn U3gaHus;

13 - agpecar;

14 - rpuc yTBEPXKOEHUS;

15 - pesontouyus;

16 - 3aronoBoOK K TEKCTY;,

17 - oTMeTKa 0 KOHTpone;

18 - TeKCT JOKYMEHTa;

19 - oTMeTKa O HanM4MM NPUNOXKEHNS;

20 - nognuck (aNeKTpoHHasa unudpoBas NOANUCH);
21 - rpuc cornacoBaHus;

22 - BU3bI;

23 - OTTUCK NeyaTy;

24 - OTMeTKa O 3aBepeHNUn KOnuu;

25 - hamunua mncnonHutensi, Homep ero TenedoHa, HoMep Tenedakca, agpec
3SIEKTPOHHOM MOYTbI;

26 - oTMeTka 06 MCNONHEHUN AOKYMEHTA U HanpaBreHun B AENO;
27 - oTMeTKa O NOCTYNNeHnN 4OKYMEHTA B yuYpexxaeHue;

28 - oTMeTKa ons aBTOMAaTU3NPOBAHHOIO NMOUCKa OOKYMEHTA.

MpunoxeHwne 4
K TNnoBOW MHCTPYKLUU
no 4enonpon3BoACTBY

B Kbiprbiackon Pecnybnuke



O6pasey nucTa cornacoBaHns AOKyMeHTa

nMcT COMACOBAHNA

npoekTa noctaHoBneHna MNMpasutensctea Kbiprbidackon Pecnybnvku

IIO

(NonNHOEe HaMMeHoBaHWE LOKYMEHTA)

MuHUCTP 060POHBI
Kbiprbiackon Pecnybnuku
201__ .

MwHUCTp tocTUUK
Kbipreiackon Pecnybnukn
201__ .

MwHUCTp bnHaHCcoB
Kbipreiackon Pecnybnukn
201__ .

MwHUCTp 3apaBOOXpPaHEHUS
Kbipreiackon Pecnybnukn
201__r.

MuHucTp obpasoBaHMs 1 Hayku
Kbipreiackon Pecnybnukn
201__r.

NMPUMEPHbIA NEPEYEHb

nN.0. damunug

nN.0. damunuga

nN.0. damunuga

nN.0. damunuga

nN.0. damunuga
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AOKYMEHTOB, HAa KOTOPbIX CTaBUTCSA FGPGOBaH neyvyatb



1. NonoxeHuns 06 yupexaeHusx.
2. YcTtaBbl npeanpuatuin (06beguHeHun).

3. [lpoTokonbl cornacoBaHus MNNaHOB MOCTaBOK; BbIABMXEHUA [enyTaTos,;
NPOTOKONbI 3aceaHn 3KCMepPTHbIX KOMUCCUNA.

4. 3aknyeHna 1 oT3biBbl HA guccepTaumMmn 1 aBTopedepaTbl.

5. 3asBkn Ha n3obpeTeHus.

6. MNMpencraBneHns n xogaTancTea O HarpaXxgeHun.

7. 3agaHunsi Ha NPOEKTMPOBaHNE OOBEKTOB, TEXHUYECKUX COOPYKEHUM.
8. MapaHTuiHbIEe NUCbMa.

9. CmeTbl pacxoaos.

10. WTaTHOe pacnucaHue u N3MEHEHUs K HEMY.

11. TUTynNbHbIE CNNCKN.

12. JInMnUTHbIE CnNpaBKu.

13. Cneuundmkauum.

14. AxkTbl npvema o06bLEKTOB; 00OpPYyAOBaHUS; BbINOMHEHHbLIX PaboT; cnucaHus;
9KCNepTun3bl.

15. [loBepeHHOCTN.

16. cnonHuUTenbHbIE NUCTLI.

17. KomaHOVPOBOYHbIE YOOCTOBEPEHMS.

18. Hopmbl pacxogoB Ha gparoueHHble MeTansbl.

19. MNopy4veHuns GrogxeTHbIe, DAaHKOBCKME, MEHCUOHHbIE, NITaTeXHbIE.
20. PeecTpbl 4eKoB, B6I0OKETHBIX MOPYYEHUM.

21. O6pa3ubl OTTUCKOB MeyaTtem W noanucen pabOoTHUKOB, UMEOLWMX MpaBo
coBepLleHNs PUHAHCOBO-XO3ANCTBEHHbIX ONepaLuni.

MpunoxeHwe 6
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dopma perncTpaLmoHHOro wramna
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MpunoxeHwne 7
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B Kbiprbiackon Pecnybnuke

O6paseL, odopmneHns obLiero 6rnaHka

KbIPI'bI3 PECIYBJIMKACBLIHbIH N'ep6 APXUBHOE ATEHTCTBO
OKMOTYHO KAPALUTYY Kbipreiackoit TPV FTOCYOAPCTBEHHOW
MAMINEKETTUK KATTOO Pecny6nuku PETUCTPALIMOHHOW CNY>KBE
KbIBMATBIHA KAPAWTYY MNMPU NMPABUTEJIBCTBE

APXVB ATEHTTUIM KbIPI'bI3CKOW PECIYBIINKA

MpunoxeHwne 8
K TMNoBOW MHCTPYKLMN
Nno AenonponsBoaCTBY

B Kbiprbidckon Pecnybnuke

O6pasey odopmneHms bnaHka nucbma

KbIPI'bI3 PECIMYBJIMKACBLIHbIH Nep6 APXUBHOE ATEHTCTBO



OKMOTYHO KAPALLTYY Kbiprsisckon NP FTOCYJAPCTBEHHOW
MAMINEKETTUK KATTOO Pecny6nvkn PEFTVICTPALIMOHHOW CNY>KBE
KbISMATbIHA KAPALLTYY NMPU NMPABUTEJIbCTBE
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1-Man KPB-2, 208014003 NMepsomarickoe POK-2,

kogy 320105505 208014003

KbipreiactaH AKBcebiHbIH ko4 320105505

1-Mawn 6onymy NepBomanckoe oTaerneHve

MHH 02309199610142 AKE KblprbiactaH

0001858902531012 NHH 02309199610142

000185890253102

| Ha N oT

MpunoxeHwne 9
K TMUNOBOW MHCTPYKLUU
No Aenonpoun3BoACTBY

B Kbiprbiackon Pecnybnuke

O6pa3sey ocbopmneHns bnaHka npukasa

KbIPTbI3 PECIMYBIIMKACBIHbIH N'ep6 APXUBHOE ATEHTCTBO
OKMOTYHO KAPALUTYY Kbipreiackoit TPV FTOCYOAPCTBEHHOW
MAMITEKETTUK KATTOO Pecny6nukn PETICTPALMOHHOW CITY>KBE
KbIBMATBIHA KAPALWITYY MNMPU NMPABUTEJIBCTBE



APXV/B AFTEHTTUIMN KbIPIbI3CKOW PECMNYBNKA

BYWPYK

NMPUNKA3

rop. buiikek

Mpunoxexne 10
K TUNOBOW MHCTPYKLUU
No Aenonpon3BoacTBY

B Kbiprbiackon Pecnybnuke

O6pasey, oopmrieHns yrnosoro 6naHka nucbma

epO
Kblprei3ckomn

Pecnybnuku

KbIPI'bl3 PECIMYBJIMKACbBIHbIH
OKMOTYHO KAPALWLTYY
MAMJTEKETTUK KATTOO
KbISMATbIHA KAPALLTYY

APXVB ATEHTTUT

7720040, buwkek w., TokToryn ko4y. 1095,
Ten. - gakc 66 33 68

www.archive.kg

3/3 Ne 202803441

1-Man KPB-2, 208014003

kogy 320105505

KblpreiactaH AKBcbIHbIH 1-Mai 6onymy
NHH 02309199610142
0001858902531012

APXNBHOE ATEHTCTBO



MNP TOCYOJAPCTBEHHOW
PErMCTPALMOHHOW CNY>KBE
MNP NPABUTEJIbBCTBE
KbIPIbISCKOW PECIMYBNKN
720040, r.buwkek, yn.Toktoryna, 105,
Ten. - gpakc 66 33 68

www.archive.kg

p/c Ne 202803441

MepBomanckoe POK-2, 208014003
koa 320105505

NMepsomanckoe otaeneHne AKB Kbiprbl3cTaH
MHH 02309199610142
000185890253102

Ha Ne oT

Mpunoxexwne 11
K TMNoBOW MHCTPYKLUMMU
No Aenonpoun3BoACTBY

B Kbiprbiackon Pecnybnuke

O6paseL ocopmneHns npmkasa

KbIPI'bI3 PECIYBJIMKACBLIHbLIH N'ep6 APXUBHOE ATEHTCTBO
OKMOTYHO KAPALUTYY Kbipreiackoit TPV FTOCYOAPCTBEHHOW
MAMITEKETTUK KATTOO Pecny6nmkn PETMCTPALMOHHOW CITY>XKBE
KbIBMATBIHA KAPAWTYY MPU NMPABUTEJIBCTBE

APXVB ATEHTTUIMN KbIPTIbI3CKOW PECMNYBNKA

BYWPYK

NMPUKA3



rop. buwkek

O6 yTBEPXKAEHNM COCTaBa

HayyHo-MeTOaM4Yeckoro coseta

B cBA3u ¢ kKagpoBbIMM NepemMeLLeHNAMN NPUKa3sbIBalto:
1. YTBEpAuTh crnegyowmim coctaB Hay4HoO-mMeToan4eCcKoro coeeTa: ...

2. [Mpu3HaTb yTpaTMBLLUMM CUMY NMpuUKas ...

OnpekTop (M
OAnuCb)
N.0. damnnus

Bu3bl

MpunoxeHne 12
K TMNnoBon MHCTPYKLUMK
No Aenonpoun3BoACTBY

B Kbiprbiackon Pecnybnuke

O6pasey, 0dopMIIEHMS NOMOXKEHUS

YTBEPXOEHO
npukazoMm MuHucTepcTaa
30paBoOOXpaHeHus
Kblpreizckon Pecnybnuku

Ne

(nata)

MOJTIOXEHUME
o6 oTaene




1. O6wme nonoxeHus

2. 3apgaun

3. CTpykTypa

4. OyHKUMM

5. lNMpaBa

6. B3aMMOOTHOLLEHUS C OpyrMu

CTPYKTYPHbIMU NMoApa3aerieHnaAMn

7. OTBETCTBEHHOCTb

MpunoxeHne 13
K TUNnoBOW MHCTPYKLUU
no 4enonpon3BoACTBY

B Kbiprbiackon Pecnybnuke



O6paseL, oopmrieHnst NpoTokona

KbIPI'bI3 PECIYBJIMKACBLIHbLIH N'ep6 APXUBHOE ATEHTCTBO
OKMOTYHO KAPALUTYY Kbipreiackoit TPV FTOCYOAPCTBEHHOW
MAMINEKETTUK KATTOO Pecny6sukn PETUCTPALIMOHHOW CNY>XBE
KbIBMATBIHA KAPALWTYY MNMPU NMPABUTEJIBCTBE

APXVB ATEHTTUIM KbIPTbI3CKOW PECMYBJINKA

MPOTOKOIJ

3acefaHund HayLIHO-MeTOD,I/I‘-IeCKOFO coBeTa

Ne rop. buwwkek

Mpeacepatens -

MHUUManbl n (paMVIJ'IVIﬂ

CekpeTapsb -

MHUUManbl n (paMVIJ'IVIﬂ

npl/lcyTCTBOBaJ'II/IZ

YreHbl KonnernanbHOro opraHa

MpurnalleHHble: yen. (CnMcok npunaraeTcs)

MOBECTKA OHS:
1. O (06)

[oknapg,

AOIMKHOCTb, MHMUManbl 1 ddamMunus
2. O (06)

Joknan

OOJKHOCTb, MHMnuuanbl “ C*)aMI/IJ'II/IFI

CNYLWAN:
N.0. damunus - TeKCT AoKknaga npunaraeTcs.

BbICTYTMUINN:

nN.0. damunug - KpaTKaa 3arnncb BbICTYMNJ1IEHUA.

NOCTAHOBUIIN (PELLNIIN):



1.1

1.2.

Mpeacepatens MNognuck MHuumanel n dpamunus

CekpeTtapsb NMognucek Hnuyuwanel n damunmns

dopma pasHOCHOM KHUMM

MpunoxeHne 14
K TMnoBown MHCTPYKLUMK
no 4enonpons3BoacTBY

B Kbiprbiackon Pecnybnuke

-1

| .
| aTa | HammMmeHnoBaHME | Komy oonuce
5|

|n/n| OTIPaBJICHUSA | IOKYyMEeHTa u
ero | ampecoBaH |nonyquMM u naTa|

| | UCXOOSIUM
e | OOKYMEHT | |

| | | |

| | | |
—

| 1
| 2 3 5

MpunoxeHne 15
K TMNoBOW MHCTPYKLMN

no genonpoun3soacrtey



B Kbiprbidckon Pecnybnuke

dopma peecTpa oTnpaBneHHbIX AOKYMEHTOB

| I I I I
- 1

| e |AnpecaT 18 MeCTo|HOMep HOKyMeHTa|HOqTOBHe pacxonm| Howmep
KBUTAHLUUA

|n/n| HasHaAUYeHUd | | |3aKa3Hor
O mnMcbMa

MpunoxeHne 16
K TMNoBOW MHCTPYKLUMMU
No Aenonpoun3BoACTBY

B Kbiprbiackon Pecnybnuke

dopma xypHana permctpaumm BXOAALMX JOKYMEHTOB

| | | | | | | | |
-T 1

| Ne |ﬂaTa | N u |OTKyna| KpaT—lKOHM—l Pe30—|Komy n |W n
naTa|M nena|

| moxy-| pe- | mara | (or | xoe |uecr-| moumsa| xorma
|nOKyMeH—| o

|menTa|rucr-|nocry-| xoro) |comep-| Bo | pyxo-|nepeman| ra-or-
| HOMEH—

| |pauMM UB— |HOCTy—| X&HM@'HMC— | BOI- | IOKY—
| Bera |xmary-

| | | me1ro | InmJI | IJOKRY — | TOB | CTBa

MEHT | | re, |



| | | ﬂOKy—l ﬂOKy—l MeHTal |M

chK| IOJI1s | | KyIoa

| | | MeHTa| MEeHT | | |MCHOH—|MCHOH—
| |nonMMT|

| | | | | | | HeHMH| HEeHMA
| | moxy-|

| | | | | | | |u  pac-
| | MEHT |

| | | | | | | | mucxa
| | |

| | | | | | | | o |

| |

| | | | | | | | nony-
| | |

| | | | | | | | UeHUn
| | |

| | | | | | | | |

| | | | | | | | |
—~+—

| 1 | 2 | 3| 4 5 | 6 | 7 8 | 9

| 10 |

| | | | | | | | |

| | | | | | | | |
—+—

| | | | | | | | |
I B

MpunoxeHne 17
K TUNOBOW MHCTPYKLUA
No Aenonpoun3BoacTBy

B Kbiprbisckon Pecnybnuke

Cbopma XypHana permcrpaunmn ncxogdawmx JOKyMeHTOB

T 1

| e | HaTa | Korna | KpaTtkoe | Konm—|m n maTa |PachCKa
|\ nemna |

|ﬂOKy—|pePMCT—| "
KOMY conepmaHme|quTBo|onnﬂmero| B | 10 |

|MeHTa| pauum |anpeCOBaH| ﬂOKyMeHTalﬂMCTOB|ﬂOKyMeH—

|HOﬂyquMM HOMEH—



| | |ﬂOKyMeHT | | | Ta-3ar-
| KOIUM |KﬂaTy— |

| | | | | | poca |HOKyMeHTa
| pe, |

| xyma |

| rnmogmmT |

| moxy- |

| MEHT |

MpunoxeHne 18

K TMNoBOW MHCTPYKLUMMU

No Aenonpoun3BoACTBY

B Kbiprbiackon Pecnybnuke

CDopma peFMCTpaLlVIOHHO-KOHTpOJ'IbHOI?I KapTO4KH

|
1
1.2.3.4.5.6.7.8.9.10.11.12.13.14.15.16.17.18.19.20.21.22.23.24.2
5. |
| 26.27.28.29.30.31.

| KoppecnioumeHT



|ﬂaTa MNOCTYIIJIEHMS ¥  MHIOEKC ﬂOKyMeHTal HaTa
OOKYMEHTA

n VMHIOEKC

| KpaTtkoe
comepxaHue
|
|
—
|
|
| Pesosoumsa NI KOMY HanpaBJIEH
IOOKYMEHT
|
—
|
|
| OTMeTKa o0 VCIIOJIHEHUMU
IDOKYyMeHTa
|
E—
O6opoTHas CTOpoHa permcTpaLnoHHO-KOHTPOSTbHON KapTOYKM
|
- 1
|
|
|
|
|
|
|
|
|
|
| KOHTPOJIb HEE

OTMETKIU



|®0Hn e |OHMCb Ne |ﬂeno e

Mpunoxexne 19
K TUNOBOW MHCTPYKLUUN
No Aenonpon3BoacTBY

B Kbiprbiackon Pecnybnuke

dopma cBoakm
06 NCNONHEHMN JOKYMEHTOB, NOANeXallmx KOHTPOSTHO

MO COCTOAHUIO Ha

- 1

| Ne | HammvmeHnoOBaHUE | JOKYyMEHTEI Ha V3 HUx
OOKYMEHTEL

|n/n| CTPYKTYPHBIX | KOHTpPOJIE

| | nonpasnejyieHun { I { I I

e

| | |Bcero|ocrynmuno |Vcnon-|Ycnon-|C npon-

|Hpocpo—|

| | | | B | HeHHEBIEe | HAgeMBIe | JI€HHBIM
| YEeHHEBIE |

| | | | npe sy mem | |5 cpox|cpoxom
| |

| | | | Mecdle | | | MCIIOJI—
| |

| | | | | | | HEeHUA




OTtBeTcTBEeHHOe nuuo Mognuck

JaTta

MpunoxeHwne 20
K TUNOBOW MHCTPYKLUU
No Aenonpoun3BoacTBy

B Kbiprbiackon Pecnybnuke

dopma XypHana pernctpaumm obpalieHun rpaxaaH

[ I I I I I I
T 1

|BXOﬂH—| TaTa | 0)/10) | KpaTkoe | Peso- |KOMy "
|HOHHMCB|OTM€TKa|

|mmﬁ I\ |HOCTyH—| 3asABUTEINA |conepxaHme| JIOLIU A | Kyzna |Mcnon—
| o
|o6pa— | JIEHUA | nn | o6pameHMH| PYKO-— |HanpaB—|HMTenq
|pemeHMM|
|meHMH | | Ha3BaHMe | |BOHCTBa|HeHO
wa| wm |Bompoca|
| | |yqpexneng,| | |Mcnon—
|OTMeTKa| |
| | | | | | alpec | | |HeHme,
o0
| | | | |
cpox |oTcruike | |
| | | | | | | | | menon-
Ha

| | | | | HeHMnsA |MCHOJ’I—



| | HeHue

MpunoxeHwne 21
K TUNOBOW MHCTPYKLUUU
No Aenonpoun3BoacTBy

B Kbiprbiackon Pecnybnuke

dopma perncTpaLmoHHO-KOHTPObHON KapTOYKK

[ I
- 1
0229140 PerMCcTpalMOHHO-KOHTPOJIbHA L
KapTouka |
| ]
_ 1

KoppecnoHaeHT
®NO, apgpecat, TenedoH

Mpegbioywime obpalieHns ot Ne oT Ne

Bua nokymeHTa Ha n.

ABTOp, gata, MHOeKC conpoBoanTESIbHOIoO nNMcbma

[laTta, nHgekc noctynneHna

KpaTkoe copaepxaHue




OTBEeTCTBEHHbIN UCMOJTHUTENb

Pes3ontounsa

ABTOp pesonounn

CpoK ncnonHeHuns

O6opoTHas CTOpoHa perncTpaLnoHHO-KOHTPOSTbHON KapTOYKM

-1

| Xonm
VCIIOJIHEHUA

I I I I
—

|ﬂaTa repenaumn Ha| VcnosiHuTE b OrmMeTKa
o |

| VCIIOJIHEHME | | IIPOMEXYTOUYHOM

|

| | | orBere
VI | |

| | | IOOTIOJIHUTEJIEHOM |

| 3amnpoce |

[aTa, nHaeKkc ucnonHeHuns (oTeeta)

Appecat

CopepxaHue




C koHTponsi cHsan MNoanuck KoHTponepa

Jeno Tom Jlnctel ®ong Onuck [eno

MpunoxeHne 22
K TMNnoBon MHCTPYKLUMK
no 4enonponsBoacTBY

B Kbiprbiackon Pecnybnuke

dopma cBOaKK
00 ncnonHeHnn obpalleHun rpaxaaH

Ha r.

| | | |
- 1

| Ne |HaMMeHOBaHMe Haxomarcsa Ha | 3
HUX |

| n/mo | CTPYKTYPHEIX
| VUCIOJIHEHUU |

| |nonpagneﬂeHMﬁ| I I I I

| | |BC€PO|HOCTyHMHO
B|MCHOHHHDTCH| C |Hpocpoqu—|

| | | | tpe neimymenm | B
CPOK |HpOﬂﬂ€HHHM| HEIE |

| | | |  mecaue | |  cpoxom |

|
| | | | | uernomnzesns |
|

| | | | | | |

I I I I I I I
—

| 1



OTBETCTBEHHbIN MNoanucb
MHunumansl n ammnus

aara

MpunoxeHwne 23
K TMNoBon MHCTPYKLUMK
no 4enonponsBoacTBY

B Kbiprbiackon Pecnybnuke

dopma HOMeHKNaTypbl Aen

HanmveHoBaHvne BegomcTBa

HanmeHoBaHne ydpexneHna

HOMEHKITATYPA OEJ

| |

| MecTo cocraenenus YTBEP>OAHO

' | HavmeHoBaHWe JOMmKHOCTH
| | PYKOBOANTENS yUpekaeHNs
| Ha rog| Moanucek Paclundposka nognmcu

| [ata
| !




| I I I I
- 1

|MHﬂeKCH| 3aroJIOBKU oeJj KonmuecTBO neJj
| Cpoxu |HpMMeanme|

| e | (TOMOB, uYacTeMn) |(TOMOB, qaCTeﬁ)|xpaHeng
n |

| | | | craTen
ro | |

| | | | [IepPEeyHIO

| HasepaHue

NTorosas 3anuckb o KaTteropmax n Konn4ectee 3aBeEeHHbIX Oen

[ I I
- 1

| [Io cpokxaM XpaHeHUudA Bcero B Tom dwmcrie
nepexongmmx|

|HOCTOHHHOPO




|BpeMeHHOPO (cBbIIE 10
JIeT)
|
|

—

|BpeMeHHoro (mo 10 JerT
BKnquTeano)| | |

—
|MTOPO |

| | |
E—

HanmeHoBaHWe AOMKHOCTH pykoBoauUTeENA

CJ'Iy)K6bI gernonpon3soacTtea ydpexaeHud noanmcb paCUJI/I(*)pOBKa noanmcu

[ata

COIMACOBAHO COIMACOBAHO

MpoTtokon LISK (OK) MpoTtokon SMNMMK
yuYpexaeHusi rocyapCTBEHHOIO apxmBa

oT Ne oT Ne

MpunoxeHwne 24
K TMNoBOW NMHCTPYKLUMMU
No Aenonpoun3BoACTBY

B Kbiprbidckon Pecnybnuke

dopma 3aBepuUTESNbLHOM HAANUCK

NNCT-3ABEPUTENb OEJA

B nene noawuTto n npoHyMepoBaHo nMCcTOB

(umdbpamm 1 nponuckHo)

B TOM 4Yucne:



JINTEePHbIE HOMEpPa JINCTOB

nponyLeHHble HoMepa fMCTOB

+ NMMNCTOB BHyTpeHHeVI onucun

- 1

| OcoBbeHHOCTM  OM3MUECKOTO COCTOSHUA | Homepa
JIUCTOB |

| u dopMUPOBAHUSA
neja | |

| |

| |
—

| 1 | 2

HanmeHoBaHue Mognuck Pacwmngposka nognmcu

AOJDKHOCTK paboTHMKa

[aTta

MpunoxeHwne 25
K TMNoBOW MHCTPYKLMN
Nno AenonponsBoaCTBY

B Kbiprbidckon Pecnybnuke

dopma obnoxku gena




Kon rocapxmea

Kono YUpPexXIeHMd

| HayMeHOBaHME TOCYyIapCTBEHHOTO
apxmuBa
|
—
|
|
| HavMeHOBaHME
yUpexneHmns
|
|
— ]
|
|
| HayMeHOBaHME CTPYKTYPHOTO
nogpasieyeHus
|
|
—
|
|
| TIEJIO I ToM e
|
|
|
|
|
|
|
|
|
|
|
|
|
| (3aroJioBOK

meJsa)



HauatTo:

OKOHUEHO :

Ha
aucTax |

XpaHUThb

|®0Hﬂ
Ne
|
| |
|
|OHMCb
Ne
I |
|
|Heno
Ne
|
| |
1

MpunoxeHwne 26
K TnoBon MHCTPYKLUMKU
no A4enornpou3BoaCTBY

B Kbiprbiackon Pecnybnuke



CDopma TUTYIBbHOIO JINCTA K OnNncun e noCTtoAHHOro

CpOKa XpaHeHUA 1 no rIM4HOMY COCTaBy

(HanmeHoBaHMe rocyaapcTBEHHOIO apxuea)

(Hal/IMeHOBaHVIe ydpexneHud, C ykadaHnem nog4nMHeHHOCTU; BKIO4YaeT BCe

nepenMeHOBaHNS yupeXxaeHns 3a BpeMs ero CyLLeCTBOBaHMS C yKasaHnem

KpanHUX AaT KaXKaoro HassaHus)

doHa Ne
Oornncb
Aen NOCTOAHHOrO XpaHeHus
(v HanMmeHoBaHWe rpynmnbl 4JOKYMEHTOB)
3a rogpl

MpunoxeHwne 27
K TMNoBOW MHCTPYKLMN
Nno AenonpounsBoACTBY

B Kbiprbidckon Pecnybnuke



dopma rogosoro pasaena cBoAHOW onuncy aen

NOCTOAHHOIO XpaHeHnsA

®doHp Ne
OlNMMCb Ne

YTBEPXOAIO

HanmeHoBaHMe OOmKHOCTU

0enn NoCToAHHOro XpaHeHnAa pykosoguTena ydypexageHud

3a rog Noannce Pacwmndposka nognucu

[ata

I
- 1

| HazBaHne pasnena (CTPYKTYPHOTO rnonmpasnesieHnsa
yYpEexXneHnd) |

|

[ T T T T T

| e |MHH€KC| 3aroJIoBOK neJja |KpaﬁHme naTH|Kon—Bo
nMCTOB| [TouMeuvaHne |

|n/n| nesa

| | | | | |

[ I I I I I

| 1

B gaHHbIM pa3gen onmcu BHECEHO

en. xp.,

(umdbpamun 1 NponNUCkIO)
C Ne

, B TOM 4Hucne:

JINTEPHblEe HOMepa.

no

nponylweHHble HomMepa:




HanmeHoBaHMe OOMKHOCTHU

coctaButens onucu lNoanunck PaCLIJM(prBKa noanmcu

JaTa

HanmeHoBaHne OOMKHOCTH

pykoBoguTtens apxusea Nognuck PacwmndpoBka nognucu

(J'II/I ua, oTBETCTBEHHOIO

3a apxuB)

[aTta

COINMACOBAHO YTBEPXOEHA
Mpotokon L3K (OK) yupexaenunsa npotokosiom IMNMMK
rocyapCTBEHHOIo apxmBa

oT Ne oT Ne

CDopma rogoBoro pasgerna CBOOHOWM onucu

Aen no fMYHOMY COCTaBy

®oHA Ne YTBEPXOAIKO

MpunoxeHne 28
K TMUNOBOW MHCTPYKLUU
No Aenonpoun3BoacTBy

B Kbiprbisckon Pecnybnuke

OlNMMCb Ne HanmeHoBaHMe OOMKHOCTHU

Aen no NMYHOMY COCTaBY PYKOBOAUTENS YUPEXKAEHUS

3a rog NMoanuce Pacwndgposka nognucu

JaTta



|
- 1

| HazpaHue pazzmerna (CTPYKTYPHOTO rnompasnesieHusd
YYpEexXneHNd) |

|

| I I I I I

| e |MHneKc ﬂeﬂa|3aPOHOBOK neJjia |Kpaﬁﬁme naTH|Kon—Bo

JIICTOB | HpMMeanme

IH/HI| | | |

| 1
| 2 | 3 4 5 6
|
— | | | |
—
| | | | |
|
| | | | |
|
| | | | | |
R
B oaHHbIV pasgen onmcn BHECEHO en. xp.,
(umdbpamun 1 NponNUckHO)
C Ne no Ne

, B TOM 4ucne:

nMTepHbIe HoMmepa:

nponyLeHHble Homepa:

HavmeHoBaHmne OOMKHOCTHU

coctaBuTens onucu MNognucek Pacwmdposka nognucu

[aTta

HauyanbHuk cnyx6bl kagpos Nognuck PaclumdpoBka nognucu

(MHCnekTop No kagpam)

JaTta

COIMACOBAHO YTBEPXOEHA



Mpotokon U3K (OK) yupexaeHunsa npotokosiom IMNMMK
rocygapCTBeHHOro apxvea
oT Ne oT Ne

MpunoxeHne 29
K TMNOBOW MHCTPYKLMN
no 4enonpon3BoAcCTBY

B Kbiprbiackon Pecnybnuke

<Dopma rogoBoro pasgerna CBOOHOWM onucu gen

BpeMeHHoro (cBbiwe 10 neT) XxpaHeHus

®oHa Ne YTBEPXOAHKO
OlNMMCb Ne HanmeHoBaHne AomKHOCTH

Aen BPeMEHHOro pyKoBOAUTENS yupexaeHus

(cBblwe 10 net) xpaHeHus MNoannck PacwmdpoBka nognucu 3a rog

[aTta

|
- 1

| HazBaHMe pasnena (CTPYKTYPHOTO rnompas3nesieHns
yUpexIneHus) |

|

| | | | | | |

| e |MHH€KC neﬂa| 3aro0JIOBOK | KpanHue Cpoxk |Kon—
BO| [lpuMmeuaHMe

|H/H| | mejia | IIaTHL |xpaHeHM9
| JINICTOB | |

| | | | | | |
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B oaHHbIN pa3gen onncn BHeCeHo ea. Xp.,

(umdbpamn n NponNUCkIO)

c Ne no Ne , B
TOM yucrne:

nUTepHbIE HoMepa:

nponyLeHHble Homepa:

HanmeHoBaHne gomkHocTtu MNognuck PacumdpoBka nognmcu

cocTaBuUTena onncun

[ata

HanmeHoBaHWe AomKkHOCTH
pykoBoamntensa apxmsa Nognuce PaclumndpoBka nognucu
(nM1ua, oTBETCTBEHHOIO

3a apxuB)
[ata
COIMACOBAHO

MpoTtokon LISK (OK) yupexaeHns
oT Ne

Mpunoxexne 30
K TUNnoBOW MHCTPYKLUU
no 4enonpon3BoACTBY

B Kbiprbiackon Pecnybnuke

CDopma akTa 06 YHUYTOXEHUN OOKYMEHTOB U el

HanmeHoBaHne BegomcTea



HanmeHoBaHwne yypexneHus

YTBEPXOAKO

HanmeHoBaHMe OOMKHOCTHU
PYKOBOANUTENS yupexXaeHns
Mognuce Pacwmndposka nognucu

[aTta

AKT

O BblAeneHnn K YHUHTOXEHUIO JOKYMEHTOB U AenN

Ne

(oaTa) (MecTo cocTaBneHus)

OcHoBaHue: npukas Ne oT

(nata)
CocTaBneH: aKCnepTHOM KOMUCCUeEn

MpeacepaTtenb KOMUCCUN:

AOIMKHOCTb, UHMUManbI, haMmunms

UneHbl KOMUCCUN:

AOIMKHOCTb, UHMUManbI, haMmunus

nplllcyTCTBOBaJ'II/IZ

AOIMKHOCTb, UHMUManbI, haMmunms

Komuccuns, pyKoBOAOCTBYACH nNepeyvyHeM )

Ha3BaHWe rnepe4Hs

0T06pana K YHUYTOXEHWNIO, KaK He unmewLuine Hay‘-IHO-I/ICTOpW-IeCKOIZ LEeHHOCTUN U
yTpaTuBLUNE TMpPaKTU4eCKoe 3HadeHue, cnepyrwimne OOKYMEHTbl U aena

HanMeHoBaHue yypexaeHud, B 0eATelIbHOCTU KOTOPOro

OTITIOXUINNCb OOKYMEHTDLI, HE noanexalluune ,u,aaneMmemy XpPaHEeHUo




| Ne | JaTer |3aPOHOBKM

HOKyMeHTOB| [ToacHeHMA |KonmquTBo|HOMepa |

|n/n|noxyMeHTOB|M neJj (IrpynrnoBee
U |nOKyMeHTOB|CTaTeﬁ |

| | "
neJ | VHIOVBUOYAJIbHEE) , | | | 1o |

| | | VHIEKC nej
1o | | |nepequ|

| | | HOMEHKJIaType,
ommcy | | | |

| | | | |

| | | | |
R
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Bcero gen

umMdpamm 1 NPONNCHHIO

Mpeacenatenb aKCNepTHOM KOMUCCUM

NoAnuCb MHUUManbI, haMmunms

UneHbl:

noanncun nHnunanbl n d)aMVIJ'IVIVI

[OKYyMEHTbI M3MernbYeHbl U COaHbl Ofs1 YHUYTOXEHUS oOpraHusauum no npuemy
MakynaTypbl MO MPUEMHO-CAATOYHON HaknagHou ot

garta

Mpeacenartenb 3KCNepPTHOM KOMUCCUM

noaonncb MHMUmMan.ol, cbamvmvm

[aTta



MpunoxeHne 31
K TMNOBOW MHCTPYKLMU
no 4enonpon3BoacTBY

B Kbiprbiackon Pecnybnuke

CDopma aKTa npuemMa-nepenadym JOKyMeHTOB

B roCyJapCTBEHHbI apXuB

YTBEPXOAKO YTBEPXOAKO

HanmeHoBaHMe OO0MKHOCTH OupekTop

PYKOBOAUTENSA  yypexaeHus rocy4apCTBEHHOrO
apxmBa

Mognuce PacwundpoBka nognucu Mognuce Pacwundposka
nognucu

HaTa NepboBas nevaTb [aTa NepboBas nevaTb

YupexaeHus rocynapCcTtBeHHOro
apxuBa
AKT
npuema-nepenayn JOKyMeHTOB
Ha rocygapCTBEHHOE XpaHeHue
oT Ne

MeCTO COCTaBI1IEHUA

OcHoBaHue: 3akoH Kbipreidckon Pecnybnuvku "O HaunoHansHOM apXuBHOM

doHae Kbiprbizckon Pecnyonukn"

B cBasu ¢

(I/ICTe‘-IeHI/leM CpOKa XpaHeHNA OJOKYMEHTOB

B YYpEXAeHUU, NUKBUOAUMEN yupexaeHus)




(HaMmeHoBaHue yypexaeHus)
nepepaer,

(HanmeHoBaHMe rocyaapcTBEHHOIO apxuea)

NpUHNMaET Ha rocyapCTtBeHHOE XpaHEHUE NOKYMEHTDbI 3a

(roabl)
N CpaBOYHbIN annapaT K HUM:

| | | |
- 1

| Ne | HasBaHue, HOMEP OIlNCU |KonmquTBo
nen| [lpumMeuaHue |

|n/n| |9K3€MHHHPOB|
xp.) | |

| | OIIMCum |

|KonmquTBo

(exm.

NToro npuHaTo

(umdbpamn n NpPonNUCKIO)
B rocynapctBeHHOM apxuBe oHg Ne

en. Xp.

Mepepady npoussenu:
nNpoun3Benu:

HaunmeHoBaHue

Mpuem

JOIMKHOCTEN

nud, HanmeHoBaHMe QOmMKHOCTEN Nnn,

npon3BoaAnBLUNX

nepegavy NPOVN3BOAMBLLNX MPUEM

Mognuce Pacwundposka nognucu
PacwudpoBka nognmcu

JaTta

MNMoanuck

[aTa



