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W HCTPYKIHS 110 1e/I0NPOH3BOACTBY.

1. O6mme noJioxKeHUs

1.1. Hacrosmas MHCTpyKUHs MO JeI0npon3BoACTBY (najiee MHCTpyKLHUs) yCTaHABIMBAET
eMHYI0 CHCTEMY JeJONpoM3BoAcTBA B (OOpa3oBaTenbHOH aBTOHOMHOH HEKOMMEPYECKOi
OpraHHM3alliy JIOMOJHUTEIFHOr0 IpodecCHOHATbHOrO 00pa3oBanus «Y4eOHbIA ueHTp «bapcy
(manee y4eOHbIi neHTp). MHCTpYKIUs pa3paboTaHa B COOTBETCTBHH C:

— T'OCT P 7.0.97-2016 «Cucrema craHgapToB o HH(pOpManud, OUOIMOTEYHOMY H
H3/1aTeNbCKOMY JIENly OpraHH3allOHHO-PACIOpsSANTENbHAs JOKyMeHTanus. TpeboBaHus K
o(opMIIEHHIO TOKYMEHTOBY;

— T'OCT P 7.0.8-2013. Cucrema cranmaptoB 1o HHpopManud, OHONHOTEYHOMY H
U371aTeNbCKOMY JIeTy. J[enonpon3BOACTBO H apXHBHOE JIENI0. TEPMUHBI U OIPEICIICHUS;

—  denepanbHEM 3aK0HOM 0T 27.07.2006 Ne 149-03 «O6 mHpopMmanuu, HHGOPMAIIMOHHBIX
TeXHOJIOTHSX U O 3aIIUTe HHPOPMALIHNY;

—  ®enepanbHeiM 3akoHOM 0T 22.10.2004 Ne 125-®3 «O6 apxuBHOM nene B Poccuiickoi
Oenepanun».

1.2. Meroaudyeckoe pPyKOBOJACTBO M KOHTPOJIb 3a BEACHHEM JIEJIOIPOH3BOACTBA B
OpraHM3al[ii OCYLIECTBISET PYKOBOIMTENb OPTraHM3allMM: JAET yKa3aHWs [0 BOIPOCaM BEACHHS
JIEIONIPOM3BOJICTBA, 00s3aTeIbHBIE IJIs MCIOJIHEHHS, TPOBEPSET COCTOSHHE JENONPOU3BOJCTBA B
OpraHu3alid ¥  OCyIecTBIsieT oOydyeHHe paOOTHHUKOB, OTBETCTBEHHHIX 32  BCICHHE
JIeTIOTIPOU3BO/ICTBA.

1.3. TlonmoxeHus Hacrosiei WHCTpYKIHMHM pPacHpOCTpaHSIOTCS KaK Ha TPaIUI[HOHHOE
JIEIONIPOM3BOJICTBO, TaK M HA OPTaHU3aIHIO PabOTEI C 3JIEKTPOHHBIMM JIOKYMEHTAMH.

1.4. OTBETCTBEHHOCTH 3a OPraHU3aIMIO JEJIOMPOM3BOJCTBA, COOMIOAECHHE YCTaHOBJIEHHBIX
mpaBMJI U IOpsAaKa paboTel ¢ JOKyMEHTaMH Bo3jlaraeTcsi Ha  JUpeKTopa. PykoBomurtelns
OpraHU3al{K OIpe/IessIeT OTBETCTBEHHOTO 3a BEICHHE JIEI0ONPOM3BOJICTBA, KOTOPBIH 00€CIIEYMBAET
y4eT W IPOXOXKICHHE MOKYMEHTOB B YCTaHOBJICHHBIE CPOKH, MH()OPMHMPYET PYKOBOICTBO O
COCTOSIHUU UX HCIIOITHEHHUS.

1.5. Ionosxxenus HacTosmeil MHCTPYKIIMK PaclpoOCTPaHSAIOTCS Ha OpPTraHU3aIMIo paboThI €
JOKYMEHTaMH HE3aBHCHMO OT BHJa HOCHUTEJS, BKIIOYAs UX IOATOTOBKY, PETHUCTPALIUIO, YUYET W
KOHTPOJIb MCIIOJIHEHHS, OCYIIECTBISEMbIe C MOMOIIBIO ABTOMATH3HMPOBAHHBIX (KOMIIBIOTEPHBIX)
TEXHOJIOTUH.

1.6. Brmonnenue Hactosmieid WHCTpyKuMHM 00s3aTelIbHO [UIA  BCEX COTPYAHHKOB
OpraHU3ali¥ IIPH OCYLIECTBICHHH paboThl ¢ JokyMeHTamu. C ee TpeOGoBaHMAMH DPaOOTHHKH
JIOJDKHBI OBITh 03HAKOMJIEHBI IIOJ POCIIUCH.

1.7. OTBETCTBEHHOCTh 3a KauyeCTBO IOATOTOBKH JOKYMEHTOB M JIOCTOBEPHOCTB
COIEPIKAIIMXCS B HHUX JAHHBIX BO3JAraeTcs HA JIMI, MHOATOTOBMBIIMX, 3aBH3HPOBABIIAX H
TIOJIITHCABIINX JOKYMEHTHI.

1.8. TlpumeHsieMble B IENONPOM3BOACTBE I€YaTH M. IITAMIBI XpaHATCS B ceiidax umm
OrevyaThIBaéMbIX METAJUINYECKUX IKadax y JIMI, OTBETCTBEHHBIX 3a JEJIONPOU3BOICTBO.



1.9. Usmenenme mopsaka BedeHus aenonpomssoactea B OAHOJIIO «Y1l «bapcey,
yCTaHOBIEHHOr0 VIHCTpYKIMEH, MOIyCKAeTCs TOJIBKO H3JaHMEM COOTBETCTBYIOLICIO IIpHKasa

JMPEKTOPA.

2. JlokyMeHTaIHs OPraHu3aluu
2.1. JleATeNbHOCTh OpraHM3ali  OOECHeYMBaeTCs CHCTEMOH  B3aMMOCBS3aHHBIX

YIIPaBIEHYECKHX JOKYMEHTOB, COCTABIISIONMMX UX JOKyMEHTAllHOHHYIO 6asy. JIOKyMEHTHPOBaHHE
3akmouaeTcss B (ukcanuM Ha Oymare WM JAPYTMX HOCHTEISX IO YCTaHOBJICHHBIM IpaBHjIaM
YIIpaBIIEHYECKHX ACHCTBHM, T.€. B CO3[aHHH YIIPABICHYECKUX JOKYMEHTOB.

2.2. Opramusamusi W3JaeT ClEAYIONHE [PaBOBbIC AaKThl: IIPHKA3bl, PaclOpPSIKCHMA,
MHCTPYKIMH M WHBIE JOKYMEHTHl B COOTBETCTBMM C HX KOMIICTCHIIMCH. VYcTraHOBIEHHBIE
yKa3aHHBIMM aKTaMH HODMBI, TpeOOBaHWs, NpaBAIA M JEHCTBHS MOTYT OBITh OTMEHEHBI HIIU
H3MEHEHBI TOJIBKO IIyTeM H3aHUs HOBBIX HOPMATHBHO-IIPABOBBIX IOKYMEHTOB.

2.3. B mensX MOBBINEHHs KadecTBa M 3((EKTHBHOCTH IENONPOM3BOJCTBA HACTOAIICH
MHCTPYKIMEH yCTaHABIMBAIOTCS €IMHBIE NpaBUia OGOPMICHHs TOKYMEHTOB M MX PEKBH3HTOB Ha
OCHOBe YHH(MKAIMU coCcTaBa, HopM M CTPYKTYpbl COACPKaHHSA JNOKYMEHTOB, a TaKxke MPOLECCOB
paboTHl C JOKYMEHTaMH B COOTBETCTBHH C [EHCTBYIOUIMMH HOPMATHBHO-NPAaBOBEIMH aKTAMH H
METOANYECKAMH JOKYMEHTaMH B 00JIaCTH JI€JIOIPOU3BO/CTBA.

3. [IpaBuna odopmiieHHs JIOKYMEHTOB

3.1. O6mue TpeGOBAHHUA K CO3JAHHIO JOKYMEHTOB
IIpu co3NaHUU TOKyMEHTa Ha IBYX M 60Jlee CTpaHHIaX BTOPYIO H MOCTEAYIOIHE CTPaHHIIbI

HyMepyloT. Homepa CTpaHHIl NPOCTABJIAIOTCA [OCEPEIMHE BEPXHETO MONS MOKYMEHTa Ha
paccrosiHun He MeHee 10 MM OT BEPXHEro Kpas JIHCTa.

JlomyckaeTcs CO3[aHHE JOKyMEHTOB Ha JIMLEBOH H o6opoTHO# cTopoHax jmcra. [Ipu
JIBYCTOPOHHEM CO3/[aHUM JOKYMEHTOB IIMPUHA JIEBOTO MOJIA HA JIMIEBOM CTOPOHE JINCTA M IIPABOTO
110715 Ha 06OPOTHO# CTOPOHE JIUCTA JOJIKHBI OBITh PABHEL.

I[IpeAnOYTHTEIFHBIME TapDHATYPAMH U pa3MepamMu mpU(TOB A PEKBU3UTOB JOKyMEHTa
SIBJISIFOTCSL:

Times New Roman Ne 12, 14.

IIpu cocrapieHnH TabJHI] JOMYCKAETCs UCIIOJIb30BaHHE mpU(TOB MEHBIINX
pa3MepoB.

AG63anHBIi OTCTYI TEKCTa JOKyMeHTa — 1,25 cM.
3arojOBKH pa3fieioB M ITIOAPA3[eNoB IeyaTaoTcs ¢ a03al[HBIM OTCTYIIOM  HJIM

LEHTPUPYIOTCS 110 IIUPUHE TEKCTA.
MHOrOCTpOYHEIE PEKBU3UTHI IEYATAIOTCS YEPE3 OMH MEXCTPOYHBIH HHTEPBAll, COCTABHbIC
YacTH PEKBHU3UTOB OT/EIIAIOTCS JONOIHUTENBHBIM HHTEPBATIOM.
TekcT noKyMeHTa 1evaTaeTcs dyepe3 1 — 1,5 MeXCTpOUHBIX HHTEpBATIa.
Eciii JOKYMEHT TOTOBHTCS JUIS W3[@HHs C yMEHBIICHHEM Macuirada, TEKCT IedaTaeTcs

yepe3 JIBa HHTEpBAJa.
WuTepBan Mexay OykBaMH B cIOBaXx — OObIYHBIA. MHTEpBanm Mexay CIOBaMH — OJUH

npober.
TeKkcT JOKyMeHTa BBLIDAaBHHBAETCS IO IMHPUHE JHMCTAa (MO TpaHALAM JIEBOr0 M IPaBOro

OJIEH JOKYMEHTA).

JInuHa camMoi JJIMHHOM CTPOKH PEKBH3HMTAa IPH YIJIOBOM DACIOJIOXCHHH PEKBH3MTOB HE
6oiee 7,5 cM.

Jlnvea caMoi JUTMHHOM CTPOKH PEKBH3UTA IIPH IIPOJOJBHOM PACIIONOKEHUH PEKBU3UTOB HE
6onee 12 cMm. -

HopMaTHBHEIMM [paBOBHIMM aKTaMH OpPTaHH3allMM MOXeET OBITb IPeyCMOTPEHO
BBIZIEJICHHE PEKBU3UTOB «aIpecaTy, «3aroJIoBOK K TEKCTY» WM «IOAMMCHY, a TAKKe OTACIBHBIX

AnaruauTan TAreTa TINTVACUNEEM TIThTchTOM




HopmatuBHSIe IpaBoBhIe aKThI OpraHU3alKK, a TAKXKe HHBIE MHOTOCTPAHHYHBIE JIOKyMEHTBI
MOTYT O0OPMIIATECS C THTYNBHBIM THCTOM. O6pasen 0hOPMIIEHHS THTYILHOTO JIHCTA CM. Ha pHC.
1.

PACIIOJIOXEHHUE PEKBU3UTOB HA TUTYJIbHOM JIUCTE JJOKYMEHTA
HammeHOBaHMe OpraHu3anuu
I'pud cornacosanus noxymenra I'pud) yTBepxaenus fokymenTa

HanmenoBaHue Buia 10KyMeHTa
3aro0BoK K TEKCTY

PucyHok 1. Pacnionoxenne peKBU3HTOB Ha THTYIBHOM JIMCTE JOKYMEHTA

3.2. BraHkHu 10KyMeHTOB

JIOKyMEHTBI OpraHH3aliy J0DKHBI 0DOPMIIATECS Ha GIIAHKAX ¥ UMETh YCTaHOBJICHHBII
KOMIIIIEKC 00s13aTebHBIX PEKBU3UTOB H MOPAIOK MX PACIIOIONKEHHsS B cO0TBeTcTBHH ¢ [OCT P
7.0.97-2016.

Jl1s n3rotoBiieHus 61aHKOB TOKYMEHTOB, HCTIONB3yeTcs Oymara dopmaroB A4 (210 x 297
MM), A5 (148 x 210 mm).

Kaxnpii muct noxymenTa, ohopMmieHHsIi Ha 61aHKe WK 63 HEro, A0MKEH UMETh OIS He
MeHee: ”

20 MM — J1€BOE;

10 MM — mpaBoe;

20 MM — BepxHee;

20 MM — HIKHEE.

JloKyMeHTBI JUUTeNBHBIX (CBBIE 10 J1eT) CPOKOB XpaHEHHS IOJDKHBI HMETh JIEBOE IIOJIE HE
MeHee 30 MM.

bnanku [0KyMeHTOB Ha OyMaXHOM HOCHTENE H OIEKTPOHHBIE IIAGIOHBI 6IIAHKOB
M3rOTaBIIMBAIOTCS HA OCHOBAHHH MaKeTOB OJIAHKOB, YTBEPXKIAEMBIX PYKOBOIHMTENEM OPTraHU3AINH.

BaHky I0KyMEHTOB clie[lyeT H3roTaBIuBaTh Ha 6e10i GyMare 1 Gymare CBETIBIX TOHOB.

OJIEKTPOHHBIE INAOJIOHBI GJIAaHKOB JOKYMEHTOB JODKHBI OBITh 3alMIIEHBI OT
HECAaHKI[HOHUPOBAHHBIX H3MEHEHHUH.

4. IIpaBuniia NOAroTOBKH 1 0)OPMIICHHS OTAEILHBIX BUAOB JOKYMEHTOB

4.1. lIpuxas

IIprKa3 — 5To NpaBoOBO# aKT, H31aBaeMblil PyKOBOIHUTENEM OpPraHU3aLHH, JEHCTBYIOIIMM Ha
OCHOBE €JIMHOHAYalMs B IEIAX PEIICHUs OCHOBHBIX M OIEPATHUBHBIX 3ajad4, CTOSAMIMX Hepen
opraHusanuei. [Ipukassl MOANKMCHIBAET TONBKO JUPEKTOP OPraHM3AIMU HITH JIHIO, HCIIONHSIOMEE
ero o0s13aHHOCTH.

OGecrieyenre KayecTBEHHOH IIOATOTOBKH MPOEKTOB NPHKA30B M HX COIVIACOBAHHE C
3aMHTEPECOBAHHBIMM CTOPOHAMH BO3JIaraeTCs Ha PyKOBOAUTENEH CTPYKTYPHBIX MOApa3jcieHHI,
KOTOpBIE TOTOBST U BHOCAT IIPOEKT.

IIpoeKTEI MPUKa30B M NPUIOKCHHH K HAM BU3MPYIOTCS HCIOIHHTENEM W PYKOBOAMTEIEM
NOApa3JCICHHs, BHECIIMM IIPOEKT, PYKOBOAMTEISAMH IOAPA3JENCHHUM, KOTOPBIM B IIPOEKTE
TIpeyCMaTPUBAIOTCA 3a/JaHUs M TOpyYeHHs. BospaxkeHus 1o NpoeKTy NprKasa, BO3HUKAOIIHE IPH
COIJIaCOBaHWH, H3JIAraloTCs B CIpaBKe, KOTOpas IpHiIaraeTcs K IpoekTy. Eciam B mporecce



COIJIaCOBaHMS B IPOEKT IpPHUKa3a BHOCATCS H3MEHEHMs IPHUHIMIIMAIBHOIO XapakTepa, TO OH
MTOJIJIEXHT IeperieyaTke U IOBTOPHOMY COTJIaCOBAHHIO.

[IpoexThl mpHKa30B, IpeAcTaBIsIeMble TUPEKTOPY Ha MOINHUCEH, BUSUPYIOTCS 3aMECTUTEIISIMHU
PYKOBOIMTEJIS B COOTBETCTBHH C paclpesieleHueM 00s3aHHOCTEN.

ITpoexTsl NMpPHKA30B I€YATAIOTCH Ha CTAHJAPTHBIX OJaHKaX YCTaHOBJICHHOH (OpPMBI B
cootBerctBun ¢ I'OCT P 7.0.97-2016 u nokiaabIBaloTCs Ui MOANKCH NPH HEOOXOAHUMOCTH CO
CIIPaBKOM, KOTOpas O/DKHA COMAEpXaTh KpaTKoe H3JIOKEHHE CYTH IIpHKa3za, 0OOCHOBAHHME €ro
HEOOXOJMMOCTH, a TaKXXe CBEJEHHS O TOM, Ha OCHOBAHUHU YETO IOJATOTOBJIEH IIPOEKT M C KEM
coriacoBad. JlaToil mpukasa sIBJISIeTCs 1aTa ero MOANUCAHHUS.

[Tpuka3sl HyMepyIOTCs MOPSAKOBOM HyMepaluel B mpeenax KaJeHJapHoro roaa; IpuKasbl
0 OCHOBHO# JIEATEIBHOCTH U 110 JITYHOMY COCTaBY HYMEPYIOTCS OTJEIBHO.

4.2. Ilo102xeHNs, NPABHJIA, HHCTPYKIUH
[TomoxeHWs,, TMpaBWiIa W HMHCTPYKLUHMHU YTBEPXKIAIOTCA IIPUKA30M  PYKOBOAMTEIIS
opraum3anuid. COOTBETCTBEHHO yTBepkaeHHe odopmisercs B (opme rpuda yTBEpKACHHUS HIU
yTeM H3JaHHUs PACIOPAAUTEIHPHOTO IOKyMeHTa 00 HuX yTBepXkAeHUH. ['pud yTBepKIeHHs
CTaBHUTCS B BEPXHEH YaCTH MMEPBOI CTPAHUIIBI WIIH THTYJIBHOTO JIUCTA JOKYMEHTA, HallpUMED:
O6pa3oBaTe/ibHAsi aBTOHOMHAsl HEKOMMepYecKas OpraHu3anus
JOTOJIHHTEJILHOr0 NpodeccHoHaTLHOr0 006pa3oBanus Y4eOHbid neHTp «bape»

IIpunsTo «YTBepxkaaw»
IMeparoru4eckum coBeTOM dupextop OAHO AIIO «Yy4eOHsbiii neHtp «bape»
nporokoa Ne _ or____ para /[ ®.1.0./
BBezeHo B AeficTBHE NPHKA30M
Ne OT __ jara
Ilonoxenue

(HanMeHOBaHHe MOJI0KeHHUS)

[TopsmoK MOATOTOBKH IMPOEKTa ITOJIOKEHHUS, TPABHJI U HHCTPYKIIMH COOTBETCTBYET OOIIEMY
MOPAAKY TIOATOTOBKH IPOEKTOB HOPMATHBHO-IIPABOBBIX AaKTOB. TEKCT IMpoeKTa IMOJIOKEHHUS
(IpaBuII, MHCTPYKLIMK) NleyaTaeTcs Ha o01eM OJaHKe OpraHu3alluy.

KoHcraTupyromeid 4acTbio IMOJIOXKEHHS (MIPaBWJI, HHCTPYKIMH) CIYyXHT pasaen «OO0iue
IOJIOXKEHHUS», B KOTOPOM YKAa3bIBAIOTCS OCHOBaHMS pa3paboOTKH, OCHOBHOE Ha3HAYEHHUE
HOPMAaTHBHOTO akTa U cdepa €ro pacnpoCTpaHEHHUsS, OTBETCTBEHHOCTh 3a HapylIeHHe
YCTaHOBJIEHHBIX NTPABHJI U TEXHOJIOTHH.

OCHOBHOI TEKCT NOJNOXEHUS (IPaBIJI, HHCTPYKI[MH) MOXET JETUThCSA Ha TJIaBbl, IyHKTH U
MOIYHKTHIL. ['J1aBbI TODKHBI UMETh Ha3BaHUS U HyMEpOBaThCS pUMCKuMH nudpamu. Hymepanus
IIyHKTOB M IIOAITYHKTOB IIPOU3BOAMUTCS apabCKUMHU UG pamMu.

4.3. AKT

AKT — JOKYMEHT, COCTaBJIEHHBIH HECKOJBKHUMHM JIMIAMH W MOATBEPKIAIOIIUN (AKTBI,
CoOBITHS (aKT mpHeMa paboT, aKkT CIMCAaHUS MaTEPHUANIOB, aKT MpHEMa-TIepeiaud JOKYMEHTOB U
T.IL.). TeKCT akTa COCTOUT U3 NBYX YacTeil: BBOAHOM W KOHCTaTHPYIOIIEH.

B BBOZHOM wYacTH aKTa yKa3bIBaeTCsS pACIOPSAAUTENbHBIH JOKYMEHT, Ha OCHOBaHHH
KOTOPOI'o aKTHPYIOTCs (akT, cOOBITHE MM JeiicTBHe, ero HoMep U jara. IIpyu mepedncieHuy Jiuil,
Y4YaCTBOBABIIMX B COCTABICHHMH aKTa, YKa3bIBAIOTCS HAaMMEHOBAHHUS JOJDKHOCTEN ¢ 0003HAYEHHEM
opraHu3anui, GaMHINE U MHUIHAIE (B MIMEHUTEILHOM Hajiexe). Eciii akT cocTaBieH KOMHCCHEH,
TO IIEPBBIM YKa3bIBAeTCs IPeACeaTeNlh KoMUCCHH. DaMUIMK YWIeHOB KOMHCCHH PAacIIONaraloTcs B
andasutHoM mopsaake. Crnoa "OcuoBanuwe", '"llpencemarens”, "UmeHsl komuccHH',
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B KOHCTaTHUpYIOIIEH YacTH aKTa M3JIaraloTcs IIENH W 3a1a4yd aKTHPOBAaHMS, CYLIECTBO H
XapakTep NPOBEJEHHON KOMHUCCHEN pabOoThl, yCTaHOBJICHHBIE (DAKThI U COOBITHSI, @ TAKXKE BHIBOABI U
3ameuyaHus. KoHCTaTHpyOIas 4acTh 3aKaHYUBACTCS CBEJICHUAMH O KOJIMYECTBE SK3EMIUIIPOB aKTa
¥ MeCTe UX HaXO0XIEHHS, KOTOPhIE IIOMEIIAIOTCS epe]] OTMETKOH 0 HAJIMYMH IPHIIOKEHHM K aKTy
OT HYJIEBOTO MOJIOXKEHHS TabyaTopa.

KoJIHYeCcTBO K3EMIUISIPOB aKTa ONPEJessIeTCs YUCIOM 3aMHTEPECOBAHHBIX B HEM CTOPOH
UIM HOPMATHBHBIMH JOKYMEHTaMH, pErjIaMeHTHPYIOIIMMH COCTaBjieHHe akTa. [Ipu Hamuduu
TIPUJIOKEHHH CCBUIKA Ha HUX JAeTCs B KOHIE TEeKCTa aKTa Iepe]l MOJANUCSIMH U 0QOPMIILETCs KaK
PEKBHU3HT "OTMETKA O HATHYAH IPHIIOKEHHUH "

AKT TIOJIIIUCHIBAETCS BCEMH WieHaMH KoMuccud. [Ipu pacmu@poBKe MOANMCEH HHHIHATIBI
cTaBsTCs nepen GaMuIHAMH.

4.4. Cnyxe0Hble MHCbMa

CnyxeOHble MHChMa IO COJACPXKAHHIO M HA3HAYEHHIO DPas[eNAiOTCs Ha HHCTPYKTHBHBIC,
rapaHTHiHble, WHOOPMAIMOHHBIE, MHMCHMa-3allpOChl, IMCbMAa-U3BEIICHHS, NMUChMA-TIPHIIOKECHHUS,
IIUCHMa-OTBETHI U P.

TekcT muchbMa, KakK IPaBHIIO, COCTOMT W3 IBYX dacTed. B mepBoil vacTu u3znaraercs
NpHYKMHA, OCHOBaHHE WK 0OOCHOBAHHME COCTABJIEHHS IIUCbMa, TPUBOIATCS CChUIKH HA IOKYMEHTHI,
SBIISIOLIAECS OCHOBAaHHEM IIOJATOTOBKM MHMChbMa. Bo BTOpo#l wacTH, HauuMHaromei#cs c ab3ana,
[IOMEIIAIOTCS BBIBOJBI, TPEJIOKEHHS, IIPOCHOBI, PEIIEHUS U T. ..

CyxeOHble THCbMa IT'OTOBATCS:

- KaK OTBETHI O BHIMOJIHEHUH IIOPYYEHHUH BBIIIECTOSIINX OPraHoOB,;

- KaK MCIIOJIHEHHE IOPYYEHHUH BBIIIECTOSAIIMX OPTaHOB,

- KaK COIIPOBOIUTEIbHBIE TUCHMA,

- KaK OTBETHI Ha 3alPOCHI Pa3IMYHBIX OpraHU3alMi ¥ YaCTHBIX JIUIL;

- KaK MHUIIMaTUBHBIE IIUCbMA.

CpoKH TOATOTOBKM OTBETHBIX IHCEM YCTAaHABJIMBAIOTCS PE3OJIOLHMEH DPYKOBOAHMTENA Ha
OCHOBaHMM HMMEIOIIUXCA CPOKOB HMCIOJIHEHHs INOPYYEHHH, 3alpoCOB MM IO PEIICHUIO aBTOpa
PE30JIIOIUH.

TeKCTBI OTBETHBIX IHUCEM JOJDKHEI TOUHO COOTBETCTBOBATh 3aaHUM, 32 UKCHPOBAaHHbIM B
pesomonun  pykoBomutens. CpoKH IOArOTOBKM HMHHLIMATUBHBIX —IHCEM  ONPENEIAIOTCH
PYKOBOJMTESIMU CTPYKTYPHBIX MOPa3/ICICHHAM.

Cryxe6Hble MMChMa NeYaTaoTCs Ha CTaHAapTHEIX 61aHKax popmara A4.

ITpu odopmiieHHH THCBMA Ha IABYX M GoJiee CTpaHHMIIaX BTOpAs U MOCIEAYIOLIHE CTPAHHIIBI
HyMepYIOTCS 110 CEPEIUHE BEPXHETO OIS JINCTa apabCKUMHU UUbpaMH.

Texct ciyxeGHOro MHCbMa, KaK IIPaBUJIO, JOJ/DKEH KacaTbCs OJHOrO BOIPOCA HIIH
HECKOJIBKMX BOIIPOCOB, €CII OHU B3aHMOCBSI3aHbI H OyIyT pacCMaTpUBaThCs B OTHOM CTPYKTYPHOM
0JIpa3/IeIeHHH OpraHU3allky apecaTa.

TekcT muchbMa M3jIaraeTcs OT 3-TO JIMIa eJUHCTBEHHOro ducia. JlaToil mucema sBISeTCS
JaTa ero MoJNUCAHHUS.

5. O6pa6GoTka BXOASIIHX H 0THPABKA HCXOASUIHX JOKYMEHTOB

5.1. TleponayansHas o06pabOTKa MOCTYHMAOWIEH KOPPECMOHACHIMA 3aKIIOYaeTCs B
IIPOBEpKe TpPABUILHOCTH JOCTABKH M IEJIOCTHOCTH BIIOXKEHHH, (pukcauuy (akra MOCTYIUICHHS
JOKYMEHTa M TOATOTOBKE KOPPECTIOHACHIMA K Iepefade Mo HasHaueHuto. KoHBepThl ¢ rpudom
«IMYHO» He BCKPBIBAIOTCS U MEPealoTCs 0 HazsHaueHUI0. OCTalbHbIe JOKYMEHTHI IEPEIaloTCs Ha
pEeruCTpalHuIo.

JIOKyMEHTBI TIEPENAIOTCS PYKOBOACTBY MJIM HETIOCPEICTBEHHBIM MCIIONHUTEIAM B JICHb UX
NOCTYIJIEHHs. Pe3y/ipTaTsl pacCMOTPEHHs M yKa3aHHs [0 HCIOJIHCHHIO JOKYMEHTOB JarOTCA B
dopmMe pe3oronHil PYKOBOACTBA OpraHM3aluM. B cocTaB pe3onionuy BKIIOYAIOTCH CIEAYIOIIHE
00s13aTeNIbHbIE 3JIEMEHTHI: YKa3aHHe MCIOJHUTENS (MM HCIOJIHMTENEH), KOTOPOMY HallpaBIIsACTCS
JIOKYMEHT; MpeANUChIBaeMOe JEHCTBHE, MOPSJIOK M CPOKH €ro HCIOJHEHHS; MOANUCH



pYKOBOIUTENS M Jara IOAIHMCAHMUS pe30IOUUU. Pe30monuu JODKHBI cOAepXaTh SICHOE U
HCYEPIBIBAIOLIEE YKa3aHHE O IOPSAKE M XapaKTepe HCIOJIHEHHUS IOKYMEHTOB, KOHKPETHOM
HCIIOJIHUTENIE U CPOKE UCIIOTHEHHS.

JI0KyMEHTBI, KOTOPBIE HCIIOJIHAIOTCS HECKOJILKUMH OTAETaMH, MepealoTCs UM II00YEPETHO
WK Pa3MHOXAIOTCS B HEOOXOIUMOM KoJIM4ecTBe (110 YHCITy HUCIIOJHUTENEH) U HAIPaBIAIOTCS UM
OJHOBPEMEHHO B KOIIUSAX HA UCIIOJTHEHHE.

5.2. TlloamucaHHBIH [OKYMEHT, CO3JaHHBIA B OpraHU3alldH, PETHCTPHPYETCS B
cekperapuare. IIpy permcrpanuu mnpoBepsieTCs NPaBIIBHOCTh O(QOPMIICHHS H aJpeCOBAHHMS
JOKYMEHTOB; HallM4Me IOANMCEH, BHU3, NpHiIokKeHUuH. HenmpaBuiabHO 0QOpMIIEHHBIE AOKYMEHTBI
IIOJIVIEXXAT BO3BPATy MCIIOIHHUTENSIM Ha N0paboTKy. COTpyaHHK, MPUHUMAIOLIHHA ¥ O(GOPMIISIOIIHIA
HCXOJIAINNE JOKYMEHTEI, B MOMEHT PETMCTPAlldH IIPOCTABIISIET B HUX JaThl M UCXOISIIKE HOMEpa,
3aBEPAET OCTANOIIMECS I IOJUIMBKY B JI€JI0 3aBU3MPOBAHHBIE KOTIMU OTIIPABIIIEMBIX JOKYMEHTOB.
3aperucTpupoBaHHBIE JOKYMEHTHI IIepeAaloTcs Ha 00paboTKy W OTIPaBKy B J€Hb HX O(OpPMIICHHS.
O6paboTka oTnpaBisieMOil KOPPECIOHACHIINH BKJIIOYAET €€ COPTHPOBKY, aJpECOBAHHE, BIOKEHUE
B KOHBEPTHI, 3aKjeHMBaHHE€ H O(QOpPMIICHHE IIOYTOBOrO OTHpaBieHHs. Ha 3akasHyro
KOPPECIIOHAECHIIUIO COCTABIIAETCS ONUCh PACCBUIKU. JIOKYyMEHTBI, OTIpaB/IIEMble OJHOBPEMEHHO B
OJIMH aJpec, BKJIAABIBAIOTCS B OJIUH KOHBEPT.

6.3. JIOKyMEHTBI, OTIIpaBJIsIEMbIE OpraHU3aIHUEH, IIEPEJAIOTCS TOYTOBOM CBA3BIO.

O6paboTka JOKyMEHTOB JJIsI OTHPABKU MMOYTOBOM CBS3BIO OCYIIECTBIISETCS B COOTBETCTBHH
¢ IIpaBunamu okazaHMs yCIIyT IIOYTOBOMU CBSI3H, YTBEP)KIAECHHBIMHU MpHKa3zoM MunkoMmcBsa3u Poccuu
or 31.07.2014 Ne 234. JloKyMeHTBI MJisi IOYTOBOW OTIPAaBKH IEPEJAIOTCS IOJTHOCTHIO
0hOpPMIICHHBIMH, 3apETUCTPHPOBAHHBIMH C yKa3aHHEM IIOYTOBOIO aJpeca WM C yKa3aHHEM Ha
PaccChLUIKY.

[TouroBelii azpec BKIIOYAET ONUCAHME MECTAa HAXOXIECHHS IIOJIB30BATENs YCIyraMu
IIOYTOBOM CBSI3H C 0Os3aTeNbHBIM yKa3aHHEM II0YTOBOrO HHIEKca W (WiaM) 00O3HAa4YeHHe ¢
IIOMOIIBKY CHMBOJIOB ajlpeca II0JNb30BaTeIsl YCIyraMH IOYTOBOH CBS3M B HH(OPMAIMOHHON
CHCTEME OpraHu3aluH (eaeparbHOH IOYTOBOM CBSI3H.

ITouroBBIi anpec Moab30BaTENs YCIYyraMH IIOYTOBOM CBSI3H B MH(OPMAIIMOHHOM CHCTEME
opranu3ainuy (esepanabHON MMOYTOBOM CBSI3M NPUCBAMBAECTCS IOJB30BATENIO aBTOMATHYECKH IIPU
MOJATBEPXKACHUH MM COIJIaCHs Ha IOJy4YEHHE 3aKa3HbIX IIOYTOBBIX OTIIPABICHUH, IEPECHUIAEMBIX B
(dopme 271€KTPOHHOrO JOKYMEHTa B COOTBETCTBHU C M. 57 IIpaBmil OKa3zaHHs YCIyr IIOYTOBOM
CBS3H.

Ha mo4roBeIX OTHpaBIEeHHSAX OTIPABHTENEM YKa3bIBAIOTCS TOYHBIE apeca OTHPABUTENS H
aapecara

Azpec ajpecara NMMINETCS B NPaBOH HWXKHEH YaCTH MOYTOBOIO OTNPABIEHHS, a aJpec
OTIPaBHUTEJI — B JICBOM BepXHEH 4yacTH. AJpec IHIIETCS YeTKO W Oe3 HCIpaBlIeHHM, B HEM HE
JOJKHO OBITh 3HAaKOB, HE OTHOCSIIUXCS K a/IPECy, M COKPAILEHHBIX HA3BaHHH.

6. Iloacuer o6beMa JOKyMeHT0060poTA

6.1. ITox 065eMOM OKYyMEHTOO60POTA IIOHUMAETCS KOJIMYECTBO JOKYMEHTOB, MOMyYEHHBIX
1 CO3/IaHHBIX OpraHU3aluel 3a ONpeIe/ICHHBIH IEpHO BpeMeHH (o1, Mecs).

6.2. Iloncyer KonM4ecTBa JOKYMEHTOB IIPOM3BOJMTCS [0 PETHCTPALMOHHBEIM (OpMaM B
MECTaX HX PerHcTpaluM. 3a €IUHHIy NOACYETa NPUHAMAETCS caM JOKYyMEHT, 0e3 yueTa KOIHiA,
CO3/1aBa€MBIX IIpH N€YaTaHHH U Pa3MHOKEHHH.

[TocTynaromue JOKyMEHTHI M CO3/IAIOIIMECS B OPTaHU3AIMH TTOACYATHIBAIOTCS OTAEIBHO.

6.3. TIlomcuer oObeMa mOKyMEHTOOGOPOTA NPOBOAMTCA 110 TIPYINaM JOKYMEHTOB:
pacnopsAuTeNbHBIE, IEPENHCKA, OOpaIeH s IPaXKaaH U JIp.

Iloxcuer n0KyMeHTO060pPOTa OCYIIECTBISETCS B IIEJIOM [0 OPraHM3ALUM C 00S3aTebHBIM
Y4ETOM IOKYMEHTOB, 3apETHCTPUPOBAHHBIX B CTPYKTYPHBIX MMOIPA3/ICICHUIX.

7. KOHTPO/Ib HCIIOJIHEHHS JOKYMEHTOB



7.1. llenpro KOHTpOJISL sBISETCA oOOECIeYeHHE CBOEBPEMEHHOTO H KayeCTBEHHOIO
UCIOJHEHHS MIOPYYeHHH, 32 UKCHPOBAaHHBIX B JOKyMeHTax. KOHTpoo mouiexar Bee JIOKYMEHTEI,
UMEIOIIHE KOHKPETHOE IOPYYEHUE B CPOK UCIIOTHEHHUS.

7.2. KOHTpOIIb OCYIIECTBIISIOT AUPEKTOP, OTBETCTBEHHBIE HCIIOTHHATEH.

7.3. CpokH HCIIONHEHHS [JOKYMEHTOB HCUHCISIOTCS B KaJICHJAapHBIX MOHAX C 4Tl
IOANHUCaHUS (YTBEPKIEHUS) TOKYMEHTa, a MOCTYNHBIIMX M3 JIPYTHX OpraHM3amuii — ¢ JaTbl UX
noctymieHus. CpOKH HCTIONHEHHs JOKYMEHTOB OIPENENIAIOTCS PyKOBOIUTENIEM, HCXOMS H3 CpoOKa,
YCTaHOBJICHHOTO OpraHM3allMeH, HAlPaBUBIICH IOKYMEHT, MM B COOTBETCTBHH C II€pEUHEM
AOKYMEHTOB, MOJIEXAIIUX KOHTPOJIO 3a HCIOJHEHHEM, C YKa3aHHEM CPOKOB HCIIONHEHHS.
Koneunas 1ata HCIIONHEHHS YKa3bIBAETCS B TEKCTE JOKYMEHTA HIIA B PE30IIIOLIUU PYKOBOIHTEIS.

7.4. JIOKYMEHT CUMTAaeTCs HCIOJIHEHHBIM W CHHMAETCS C KOHTpPOJIA TOCJIE€ BBIIOJIHEHUS
3a[JaHMH, MOPYYCHHUH, 3apOCcOB, COOOIECHUS Pe3yIbTaTOB 3aHHTEPECOBAHHBIM OpraHu3anusIM H
JHMIaM WX JPYroro JOKyMEHTHPOBAHHOIO IIOATBEPKACHHS HCIOMHEHHS. JIOKYMEHT ¢ KOHTPOJISA
CHMMACTCSl TOJIbKO T€M JO/DKHOCTHBIM JIULIOM, KOTOPBIM JJaHO YKa3aHHe, 3aJIaHHe€, IOPYYCHHE II0
UCIIOJIHCHMIO JIOKyMeHTa. Ha JIOKyMeHTe u B perHCTpalMoOHHBIX (OpMax MPOCTABJIAIOTCA OTMETKA
00 HMCIIOTHEHHH, O/IHCH JIHIIA, IOATBEPXKIAIOMIEr0 HCIIOIHEHHE, [aTa.

8. PaGoTa ncrosiHUTENI€EH ¢ HOKYMEHTaMH
8.1. PykoBoutenb opraHusaiyy o0ecledyHBaeT ONEPATHBHOE PACCMOTPEHHE JOKYMEHTOB,
JIOBEJICHUE X JI0 UCIIOJHUTEIICH B JE€Hb IOCTYIUIEHHS, KOHTPOJIb 33 KAYECTBEHHBIM HCIIOJHEHHEM
JIOKYMEHTOB I10 CYIIECTBY BOIIPOCOB. :

8.2. Ilpu pacCMOTpeHHH IOKYMEHTOB PYKOBOAHTENb OTIENA BBHIAGNACT LOKYMEHTHI,
TpeOyiollHe ~ CPOYHOTO  MCTIONHEHHs.  JIOKyMEHTBI, TNpHCIaHHBIE JUI  COTJIACOBAHHS,
paccMaTpUBAIOTCA B MEPBYIO OYepeib. VICTIOMHUTEND MOTyYaeT JOKYMEHTHI B I€Hb X PErHCTPALHH
MM Ha CJIENYIOmMi JeHh B COOTBETCTBHH C YKa3aHHEM PYKOBOXHTENS oTdaena. CpodHble
JIOKYMEHTBI IIEPENAIOTCS HEMEJICHHO.

8.3. HcmonHenne nOKyMeHTa mpexycMaTpuBaeT c60p H 06pabOTKy HEOGXOXMMO
MH(pOpMAaIUH, TIOATOTOBKY MPOEKTa JOKYMEHTA, €70 O(hOPMIIEHHE, COrACOBAHHE, IIPEJCTaBIICHUE
Ha nojanmucaHue (yTBEPXKACHHE), NOATOTOBKY K IEPECBUIKE aipecary. CTOTHHTENb Ompenesser
HEOOXO0IMMOE KOJIMYECTBO SK3EMILIAPOB TOKYMEHTA U IIEPEAAET JOKYMEHT Ha THPAXKUPOBAHHE.

8.4. Ilpum omepaTHBHOM pPELICHHH BONPOCOB 6€3 COCTABIECHHS OMOJHHTEIHHBIX
AOKYMCHTOB MCIIOJHHTENb ASNAacT OTMETKH Ha JJOKYMEHTE: O JJaTaX MPOMEXYTOYHOTO HCIIOTHEHHS
(3ampoc  cBeneHuH, TeneOHHBIE MEPEroBOPHl M T.JI.), [aTe M pPe3yibTaTaX OKOHYATETHHOTO
UcronHeHus. Bee oTMeTkH pa3MenaroTess Ha CBOGOIHBIX OT TEKCTa MECTax.

8.5. Illpm HaIM4MM OTBETCTBEHHOTO MCIOJHHUTENS BCE OCTAIbHBIE - MCIOJHHTE/H
OTBETCTBCHHBI 3a CBOCBPEMEHHbBI KA4yeCTBEHHBIH aHamu3 HMHGOpMAalMKd M IIpeJCTaBIICHHE
OTBETCTBEHHOMY HMCIIOJIHUTEIIIO B YCTAHOBJICHHBIE UM CPOKH HEOOXOIMMBIX MaTepUasioB (IIPOEKTOB
AOKYMCHTOB, CHpPaBOK, CBEACHHH H T.A.). OTBETCTBEHHBIH HCIOJHUTENb HECET IEPCOHATBHYIO
OTBETCTBEHHOCTh 32 MOJHOTY M JOCTOBEPHOCTH MH(POPMAIHH, MCIIOIB30BAHHON IIPU MOATOTOBKE
JIOKyMEHTa.

9. CocTaB/ieHHEe HOMEHKJIATYP €]

9.1. HoMeHKIIaTypa fen — CHCTeMAaTH3HPOBAHHBIA IIEPEYeHb 3aroJ0BKOB (HaHMEHOBAHMIA)
A€, 33aBOJMMBEIX B OpraHM3allM{, C YKa3aHHEM CPOKOB HX XpaHEHHs, O(OPMICHHBIH B
YCTaHOBJICHHOM mopsiake. Homenkiarypa men npefHa3HayeHa Ui IPYNIHPOBKH HCIOIHEHHBIX
JOKYMEHTOB B JIe]la, CHCTEMATH3alluH U y4YeTa €, ONPEEICHUs CPOKOB UX XpaHEHH.

9.2. HomeHnknatypa jel OpraHM3alli¥i COCTABIISETCS DyKOBOIMTENIEM OpPraHH3aLMH Ha
OCHOBE HOMEHKJIATYD A€J CTPYKTYPHBIX MOpa3ieIeHui.

9.3. Ilpu cocTaBleHHM HOMEHKJIATYp JEN CIeNyeT PyKOBOACTBOBATHCS IMOJIONKEHHEM 06
OpraHM3allvy, INTaTHBIMH PacIUCaHUAMH, [UIAHAMH M OTYETaMH O paboTe, IEpEeUHSIMH JOKYMEHTOB
C YKa3aHHEM CPOKOB HX XpaHEHHSI.


















