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Jexknus Ne 1 (2 yaca)
Tema «IloHsiTHE 0 AOKYMEHTHPOBAHHUI
1. Bonmpocsl siekuuu:
1.1. IlonsTHE U IpEAMET AETONPOU3BOACTBA.
1.2. enu, 3aaa41 ¥ TPUHLIUIIBI IETOTTPOU3BOJICTBA.
1.3. HopmatuBHO-MeTOAMYECKas 0a3a IeI0NPON3BOJICTBA.
1.4. 3nayenue u cosiepxKanue TUCIUITUHBL «JOY ».
1.5. ITonsATHE O TOKyMEHTAX, UX (PYHKIUIX.
1.6. CpolicTBa, MpU3HAKH, KJIACCU(DUKAIUS U BUJIBI IOKYMEHTOB.
1.7. CnocoObl TOKYMEHTHPOBAHUS.

2. KpaTkoe cozepaHue BOIPOCOB

2.1. Ilouarue 1 OpeaMeT IEIOMPOU3BOACTBRA.

JlenonpousBoACTBO - OTpacib JEATEIbHOCTH, OOECIeYHBAONMas JOKYMEHTHPOBAaHUE U
OpraHu3aluio paboThl ¢ OPHUIHMATBHBIMU JOKYMEHTAMHU.

[lepBoHayanbHO TEPMUH MOSBWICA B YCTHOW peun (mpennosoxxkutenbHo B XVII B.) n o3Hauan
npolecc pemieHus (IIPOM3BOJCTBA) JAeja: «JIel0 NMPOU3BOAUTH» - pelaTh Bompoc. B xone pemieHus
BO3HUKaJIa HEOOXOAMMOCTb 3aKpEIJICHUs] pe3yJbTaTa, HallpUMep, TOCTUTHYTON JOTOBOPEHHOCTU. YKE B
XVI B. ynotpeOusieTcsi CIOBO «AeJ0» Kak coOpaHHe TOKYMEHTOB, OTHOCAILIMXCSA K KaKOMY-THOO Iemy,
BOTMpocCy. BriepBbie B 3TOM MOHATHH CIIOBO «/1€70» 3a(pUKCHUPOBAHO B JOKyMeHTax B 1584 1.

CoBpeMeHHOE 1E€T0NPOU3BOICTBO BKIIIOYACT:

- obecrieyeHre CBOEBPEMEHHOI0 U IIPABUIILHOTO CO3JaHUS IOKYMEHTOB (JIOKYMEHTHPOBAHUE);

- OpraHM3aLUI0 PabOThl C TOKyMEHTaMu (ToJIydeHue, nepeaaya, oopadoTka, yyeT, perucrpanus,
KOHTPOJIb, XpaHEHUE, CUCTEMAaTU3allus, IOArOTOBKA JOKYMEHTOB JUIsl CIa4YM B apXUB, YHUUTOKEHUE).

[TapannenbsHO ¢ TEPMUHOM «ZEJIONPOU3BOACTBO» TOKYMEHTALIMOHHOE OOECIeYeHne yIpaBJIeHUsS
(A0Y).

ITpeamer JOY — npaBUIbHOCTH O(OPMIIEHUS JOKYMEHTOB, OTPAaXKAalOIUX BECh CIIEKTP
YIPaBIEHYECKON JESTENIbHOCTH MPEANPUATHS; HaJUlekKalllas opraHu3anus JOKyMEHTO000pOoTa COIIacHO
tpeboBanusim ['OCTa.

2.2. Ilenn, 3ajayn ¥ IPUHIIHIIEI JEIOIPOU3BOJICTBA.

[lenp penonpoun3BoacTBa — MHPOPMALMOHHOE 00ecTIedeHre poliecca yIpaBIeHHU .

OcHoBHBIE 33]1a4H JEeJIONPON3BOCTBA:

- CO3/1aHUE JOKYMEHTOB, T.€. (pUKcalus UX Ha KaKOM-JINOO HOCUTEIIE;

- lepesiaya JOKyMEHTOB JJIs UX MOCJIEIYIOIIEro NCIIOJHEHHUS WM IPUHATHS PeleHUu

- perucTpanys JOKyMEHTOB JJIsl OCYILECTBICHHUS KOHTPOJIS HaJl UX UCIIOJHEHNUEM;

- CUCTEeMaTH3alUs U XpaHEHHE JOKYMEHTOB, OBICTPBIN MONUCK TOKYMEHTOB 10 Mepe HaJOOHOCTH.

ba30Bble NPUHIUIIBI JEI0NPOU3BOJICTBA!

- 3¢ pexTUBHOCTD (MO AEPKUBAET TPOTYKTUBHOCTh KOMIIAHUH B 1IETIOM);

- HAJIeXKHOCTh (rapaHTHpYeT IIOJHOE YJOBIETBOPEHHE TIOTPEOHOCTEH OpraHu3aluu B
nHpopmManun);

- CBOEBPEMEHHOCTb M OMNEpPaTMBHOCTH (IOCTYIUIEHHE HEOOXOIuMOW HH(pOpMalUu A0 THOTepU
aKTyaJIbHOCTH);

- KOMIIIEKCHOCThH (COTJIaCOBAaHHOE U IIeJICHANPaBIEHHOE BHIIIOJHEHHE 33/1a4);

- YIOPSA0YEHHOCTh (CIe0BaHNE CXeME JOKYMEHTO000pOoTa KOMIIAaHUH );

- THOKOCTD (CTIIOCOOHOCTH CUCTEMBI K Pa3BUTHIO B U3MEHSIOLIUXCS YCIOBHSIX);

- 11e71ec000Pa3HOCTh (TIPOIIECCHI OHKHBI OBITh BBI3BaHBI OO BEKTHBHON HEOOXOIMMOCTHIO);

- COBPEMEHHAsl TEXHUUYECKAsl pean3alus;

- CJIeI0BaHUE 3aKOHOIATEIbHBIM U HOPMATHBHBIM aKTaM.

Ecnn paccMaTpuBarh J€I0IPON3BOJCTBEHHBIE MPOLIECCH] HE C YTHIIMTAPHOW, a ¢ HAYYHOW TOUKH
3peHusi, U1 YCHEIIHOTO JOCTHKEHHSI MOCTaBJICHHBIX Ieied HeoOXOIUMO COONIOICHHE CIEeIYIOLIUX
MIPUHIIMIIOB!

- yHUpUKaus (coOII0IeHNEe €IMHBIX TPABUII BBIMOIHEHUSI 1€I0NPOU3BOICTBEHHBIX ONEpaLinil);



- CTaHJApTU3aIM (CIeJOBAaHUE YTBEPKICHHBIM T'OCY/IapCTBEHHBIM CTaHIApTaM);

- CHCTEMHOCTh HOPMATHBHO-METOJUYECKOTO  PEryIupoBaHUs  (CIIEJOBaHHE MPUHATHIM
TpeOOBaHUSAM K OPTaHHU3AIlMN JOKYMEHTO000pOTa);

- ICHTpaNIM3alysl KOHTPOIMPYIOIIUX OPraHOB W OPraHoB METOJUYECKOr0 OOecreueHus
(I'occranmapt u Pocapxus);

- JerneHTpanu3anus (BO3MOXHOCTh KOMIIAHUU CAMOCTOSTEIHHO YCTaHABIMBAThL TPEOOBAHHS H
OTIPENIENIATH 1EJTU UCXOISl U3 IPHOPUTETHBIX 3aj1au).

2.3. HopmatuBHO-MeTOoAMuecKas 0a3a 1eJ00pOU3BOJICTBA.

HopmatuBHO-MeToqMuecKas 6a3a AeI0poru3BOACTBA BKIIIOUACT B CEO4:

- 3aKOHoJaTenbHbIe akThl Poccuiickoit denepannu B chepe MHGOPMATU3ALMK U TOKYMEHTALUH;

- yKasbl 4 pacniopsbkenus IIpesnnenrta Pocculickoin @enepanyu, NOCTAHOBICHUS U PACIIOPSKEHUS
IIpaButenscTBa PO, periiaMmeHTHpYIOIIHME BOIIPOCH JOKYMEHTALIMOHHOTO o0ecreueHns Ha eiepaabHOM
YPOBHE;

- MIPaBOBbIE aKThl (peliepaibHbIX OPraHOB HCIIOJIHUTENILHONW BiIacTU (MUHUCTEPCTB, KOMUTETOB,
CITy>K0, areHTCTB U Jp.) KaK 00IIE0TPacIeBOro, TaK U BEJOMCTBEHHOTO XapaKTepa;

- IPaBOBbIE AKThl OPraHOB MPEJCTABUTEIILHOM M MCIOJIHUTENBHOW BiacTH cyObekToB PD u ux
TEPPUTOPUATBHBIX 00Pa30BaHUMN, PErIaMEHTUPYIOIINE BOIIPOCHI AETIONPOU3BO/ICTBA;

- IIPABOBBIE AKTHI HOPMATHUBHOI'O M MHCTPYKTHBHOI'O XapaKTepa, METOAUYECKHE AOKYMEHTBI IO
JIEJIONIPOU3BOJICTBY YUPEKIACHUM, OPraHU3allui U MPEAITPUATHIA;

- TOCY/IapCTBEHHBIE CTAaHIaPThl Ha TOKYMEHTALIUIO;

- YHU(UIIUPOBAHHBIE CUCTEMBI JOKYMEHTAIINH;

- o0mepoccuiickue kiaccu(uKaTopbl TEXHUKO-3KOHOMUYECKOM U coMaibHOW MH(POpMaLIUY;

- ['ocynapcTBeHHyI0 cucTeMy JOKYMEHTAllMOHHOIO 00eCIeYeH s YIIPaBICHUS.

2.4. 3HaueHue U cojiepKaHue TUCIUTINHBL «[IOY».

OddexTuBHAs NEATENBHOCTD alnmapara yIpaBleHus 000N opraHu3aluy Win (GUPMbI 3aBUCUMA
OT TPaBUJIBHON OpraHu3anuu padoThl C JOKyMeHTamH. [IpakThuecku HHM OJHA TEXHOJIOTHYeCKas
GyHKIUS yhnpaBieHHs], CBsi3aHHAs ¢ WH(OPMALMOHHBIMA HCTOYHUKAMHU, MOJATOTOBKONH U NPUHATHEM
pemieHuii, He 00XoAMTCs 0€3 JOKYMEHTHUPOBAHHS - MPOLECCa CO3JAHUSA, UCTIIOJIHEHUS W O(POPMIICHHS
JIOKYMEHTOB.

C noxymeHTalued CcBsi3aHa [EATEeTbHOCTh BCEX pAOOTHUKOB armapara yYIpaBieHHS - OT
TEXHUYECKUX HCIIOIHUTENICH 10 PYKOBOJAWTENEH BceX 3BeHbeB. OJHM CO3AAIOT JOKYMEHTHI, JIpyrue
obecrieunBarOT UX 0GOpMIICHHE W TIepeady, TPEThU PYKOBOJICTBYIOTCS 3TUMHU JIOKYMEHTAMU U Ha HX
OCHOBE IMPUHHUMAIOT PEILICHHUS.

B mnoBcenHeBHON paboTe NpeanpuUsTUA CO3JAIOTCS JAOKYMEHTBHI IO Pa3IMYHBIM BOIpPOCaM
MIPOU3BOJICTBEHHOM, XO3SHUCTBEHHOW, (UHAHCOBOW ¥ OOIIECTBEHHON MAESITeNbHOCTH. JIOKYMEHTHI,
KOTOPBIE COCTABIISIOTCS HA MPEANPHUATHSIX, IPUHATO HA3BIBATH KOPPECIIOHACHITUEH.

COBOKYMHOCTh ~ paboOT, CBSI3aHHBIX C  CO3JaHHMEM JOKYMEHTOB, WX  perucTpaiuei,
KJIacCcu(PUKaIMeH, TBUKEHUEM, YI€TOM U XpPaHEHHEM, Ha3bIBACTCS JICJIONPOU3BOICTBOM.

Lenp mM3ydyeHHs] AUCIMILTUHBI 3aKIIOYAETCS] B OBJIAJICHUU OCHOBAMH MPABHJILHOTO O(OpMIICHUS
JIOKYMEHTOB M Ha/IJIeXkKAIICH opraHu3anuei ToKkyMmeHToo0opoTa coriacHo TpedoBanusiMm ['OCTa.

2.5. Ilougarrne 0 TOKyYMEHTaxX, UX () YHKIIIIX.

JIOKyMeHT - 3T0 3a()MKCUpOBaHHAs HA MaTEPUAIILHOM HOCHUTENE HHPOPMALUS C PEKBU3UTAMHU.

PexBM3uTBI - 3TO 0Os3aTeNbHBIE AJIEMEHTHl OQOPMIICHHS OQHUIMATBHOTO JOKYMEHTA.
OdopmiieHre PEeKBU3UTOB 3aKJIIOYAETCSI B HAMMCAaHUM HEOOXOIUMBIX PEKBU3UTOB, YCTAHOBIIEHHBIX
MpaBUJIAMH JOKYMEHTHPOBAHHS.

JIOKyMEHTBI BBIMOIHAIOT (DYHKIIUU, KOTOPBIE YCIOBHO MOKHO Pa3AeIuTh Ha 3 TPYMIIbL:

1. UndopmaninoHHble GyHKIUH:

a) Mudopmanumonnas QyHKIuss — 0OyCIOBIE€HA TE€M, 4YTO B JOKYMEHTE (UKCHUPYIOTCS (PaKTBhI,
COOBITHSI, SIBTICHUS JACSITEITHPHOCTH YEJIOBEKA.

0) CoumanbHas (QYHKIUS — COCTOMT B TOM, YTO B JIOKYyMEHTAaX COAEPXKUTCS HH(pOpMAIUs O
mporieccax, MpOMCXOSIINX B 00IIECTBE.




B) [lomutnueckass GyHKIUS - 3aKIIOYAETCSl B TOM, YTO JIOKYMEHTHI (DUKCHPYIOT M COXPAHSIOT
nH(OPMALIMI0O O BHYTPEHHEH W BHENIHEH TOJUTHKE TOCYIapCTBa, O ACSTEIbHOCTH IMOJTUTUYSCKUX
MapTUi, JIUJIEPOB.

r) KoMMmyHuKaTHBHAS QYHKIUS — COCTOUT B Tepeaade HHPOPMAITUU BO BPEMEHH U ITPOCTPAHCTBE.

2. YnpaBneHueckue QpyHKIIUHU:

a) YmpaBineHueckas (YHKIUS — COCTOMT B TOM, YTO JOKYMEHT BBICTYNAeT KaK CpPEICTBO
yIpaBlIeHYECKON eI TeIbHOCTH (11 00ecriedeHus Mpoliecca MPUHATUS PELICHUS).

0) IlpaBoBass QyHKIHsT — OOYCIIOBJIIEHA €r0 COJEpKAaHUEM, KOTOPOE MOXKET HCIOJIb30BaTHCS B
KauecTBE JI0Ka3aTeIbCTBA MPU PEIICHUU MUPHBIX BOIPOCOB CTOPOHAMU OTHOLICHHIA.

B) YuerHas (pyHKIHS — XapaKTepU3YyeT KOJIMUYECTBEHHYIO CTOPOHY COZACPIKAIICHCS B JTOKYMEHTE
unpopmanud. C TOMOUIBIO YYEeTHOM HHGOPMALKUU TNPEACTABICHHON B LHUQPPOBOM BBIPAKECHUU
CHUCTEMATU3UPYIOTCI U OTPAXKAIOTCS SIBJICHUS XO3SIMCTBEHHOM JIEATEIbHOCTH TOCYJapcTBa WIIU
OpraHu3aIui.

3. KynbTypHO - uctopudeckue QyHKIIHH:

a) KynbrypHas ¢yHKUUsS TOKyMEHTa — MpPOSBISAETCS TOTNA, KOI/Ia OH BBICTYIAeT B KadyecTBe
3aKpeIUICHUs U Mepe/lau KyJIbTYPHOU Tpaaulluy, KyJIbTYpHOTO HACIIEIUs.

0) OyHKIMSA UCTOPUYECKOTO UCTOYHUKA — U3Y4aeTCs TaKUMH HayKaMH KakK, HICTOYHHUKOBEECHUE U
JTUTUIOMATHKA, Yepe3 aHaau3 GOpMbI U COJCpKaHMS JOKYMEHTA, €r0 IPOUCXOXKICHHUS, aBTOPCTBA, S3bIKA,
MaTepuaia, Ha KOTOPOM JOKYMEHT U3TOTOBJICH.

2.6. CpoiicTBa, IPU3HAKH, KJIACCU(MUKALMSA U BUIbI JOKYMEHTOB.

K 0CHOBHBIM CBOWMCTBaM IOKyMEHTA OTHOCST:

1. ATpuOyTUBHOCTH - 3TO HAJIMYUE B JOKYMEHTE JIBYX OCHOBHBIX B3aUMOCBSI3aHHBIX CIIAaraeMbIX:
MH(POPMAIIMOHHON U MaTepHAIHHOH.

NHudopmanmonHas coCTaBIsAIoNMas - 3TO coAepKaHue (MbICIIH, UIEH ).

MarepuanbHas - 310 Hopma, KOTopasi CIY>KUT JJIs 3aKPeTICHUS U TTepenadr HHpOopMaIivH.

2. OyHKUMOHAIBHOCTh — 3TO MPEJHA3HAYEHHOCTh JOKYMEHTOB Il NE€pelauyd BO BPEMEHU M
MIPOCTPAHCTBE.

3. CTpyKTypHOCTh [IOKYMEHTa — 3TO TECHas B3aMMOCBSA3b COCTABISIOIIMX €ro 3JEMEHTOB,
o0ecneunBaroas ero 1eJI0CTHOCT.

OcHOBHBIE IPU3HAKH JIOKYMEHTA:

- Hannume cmbicnoBoro conepxanus. CopepikaHue TOKyMEHTa 3aK/II0UaeT B ce0e OlpeesIeHHYIO
HMH(OPMALIHIO C PEKBU3UTAMU.

- CraOuibHas BellecTBeHHas (opma - oOecreyrBaeT BPEMEHHYK COXPAaHHOCTb JOKYMEHTa,
BO3MO’XHOCTh MHOTOKPAaTHOT'O HCIOJIb30BaHUS U IEpeMelleHus MH(GOpMaluu B IMPOCTPAHCTBE U BO
BPEMEHH.

- [IpenHa3Haue€HHOCTD U1 UCIOJIB30BAaHNUS B COLIMATIbHBIX KOMMYHUKALIUSX.

- 3aBepIIEHHOCTh COOOIIEHUSI.

Knaccudukanus 10KyMeHTOB:

1. Tlo pomy nesSTeNbHOCTH — JOKYMEHTBI OpPraHU3allMOHHO-TIPABOBHIE, OpPTaHU3AI[MOHHO—
pacnopsAUTeNbHbIe, OTYETHO-CTATUCTUYECKUE, M0 1IEHOOOPA30BAHUIO, 110 TOProBie, MO0 MaTepUaIbHO—
TEXHUYECKOMY CHA0KEHUIO U COBITY, TI0O U300PETEHUSIM U OTKPBITHSIM, 110 COIUATBHOMY 00ECIICUCHHIO U
T.J.

2. Ilo cniocody ¢ukcanuu — nuCbMeHHbIE, Tpadudeckue, PoTo- U KHHOJOKYMEHTHI, aKyCTHYECKHE
JIOKYMEHTBHI.

3. Ilo HaWMMEHOBAHWIO - TIOJIOKEHUS, TPHUKA3bI, MPOTOKOJBI, PACIOPSHKCHHS, WHCTPYKIIUH,
MpaBujia, OTYETHI, aKThl, TUIAHBL, TUCbMA, 3asIBJICHUS, YEPTEKHU, TEXHOJIOTUUECKNE KapThI U T.II.

4. Ilo Bumam:

- TunoBble TOKYMEHTHI — Pa3padaThIBAIOTCS BHIMIECTOSIIUMU OPraHAMHU I TOJIBEIOMCTBEHHBIX
OpraHu3aIMil U HOCAT 00s13aTeIbHBIN XapakKTep.

- HpI/IMCpHBIe JAOKYMCHTEIL — pa3pa6aTLIBa10Tc51 BBIIICCTOAIMINMA opraHamMu JJIA
IOABEIOMCTBCHHBIX opraHmauHﬁ 1 HOCAT peKOMeHI[aTeHBHBIfI XapakTep.
- I/IH,Z[I/IBI/II[yaJIBHBIe HAOKYMCHTBI — pa3pa6aTLIBaIOTC}I KOHKPCTHBIMU OpTraHu3alusIMu  JJIs

BHYTPEHHET 0 T0JIb30BaHUSI.



- TpadapeTHbie TOKYMEHTHI — U3TOTABIMBAIOTCS TUITOTPA(CKUM CITIOCOOOM.

5. Ilo cTenenu CII0KHOCTH - IIPOCTBIE U CIIOKHBIE.

6. Ilo mecTy cocTaBieHuU:

- BHyTpeHHHE - JOKYMEHTBI, CO3/aBacMble B OpraHM3allMyd [UJIs PEIICHUS BOIPOCOB, HE
BBIXOJISIINX 32 MPEJIEIbl OPraHu3aluu.

- Bueninue — Bxogsmias 1 UCXOs1Iasi KOPPECIOHACHIMS OpTraHu3alIiu.

7. ITo cpokam HUCIIOJIHEHHUS - CPOYHBIE U HECPOUHBIE.

8. Ilo mpoucxoxaeHuo:

- City>keOHbIe - CO3/ITaHHBIE B OPraHU3aIUsAX 110 BOIIPOCY UX AESTENbHOCTH.

- OunmansHO - IMYHBIC - KACAKOIINUECS KOHKPETHBIX JIUI] (3asSBICHHUSI, HKAIOObI).

9. Ilo cremeHu TIJIACHOCTU — OTKPBIThIE, CEKPETHbIC, KOH(HUICHUIUAIbHbIC, JTOKYMEHTHI MIJIs
CITy€OHOT0 MOJIb30BaHUS.

10. ITo ropuanveckon cuie:

- [lonynmuHHBIE - BEIIAHHBIC B YCTAHOBJIEHHOM 3aKOHOM TOPSIZIKE C COOJIOZICHUEM BCEX MPABUIL

- [loanosxHebIe - 3TO JOKYMEHTBI, COJEPKAaHUE KOTOPBIX HE COOTBETCTBYET UCTHHE.

11. Ilo cranuu co3nanus:

- OpuruHan — nepBoHavaIbHbIA JOKYMEHT, COJAEPKAIINM UCXOAHYIO HHPOPMAIUIO, HAUISKAIIUM
00pa3oM 0(hOpMIICHHBIH.

- Komus — 10KyMEHT ¢ TOUHBIM BOCIIPOM3BEACHHEM PEKBU3UTOB OPUTHMHANIA, COOTBETCTBYIOIINM
00pa3oM 3aBEpEHHBIN.

12. Tlo cpokam XpaHEeHHsI — IMOCTOSIHHOTO CPOKa XpaHEHHsI, BDEMEHHOI'O CPOKa XPaHEHUS CBBIIIE
10 net, BpeMeHHOTO cpoka xpaHeHus a0 10 jer.

13. Tlo cTenenu 00s13aTEILHOCTH:

- HWudpopmannoHHsle — cojiepaliue CBeACHUs W (akThl O IPOU3BOJACTBEHHOW M WHOM
JesITeIbHOCTH OpraHU3aIuu.

- JIupexkTUBHBIE TOKYMEHTHI - 00s13aTEIbHBIC JIJIs1 UCTIOJTHCHHUS.

14. Tlo cTrenenu yHUPUKAUU:

- UenuBuayanpHble — crienuuyecKue, HOCSIINE Pa30BbId XapakTep.

- TunoBble — paccuuTaHHbIE HA M3JIOKEHHE OJHOPOJHBIX MPOLIECCOB W SBIEHUH (mMpaBuia
BHYTPEHHETO PacIopsiIKa).

- TpadaperHbie — UMEIOT 3apaHee Halle4aTaHHbIN TEKCT ¢ MpoOeIaMu, KOTOPBIE 3aMOTHSAIOTCS IPU
OKOHYATEJIbHOM 0(hOpMIICHUH.

- [IpuMepHbIe — HOCAT OPUEHTUPOBOYHBIN XapaKTep.

15. TTo xapakTepy conepKaHus:

- IlepBuunble — coaepxaT MCXOAHYIO MH(POpPMAIUIO, KOTOpash CyMMHUpYyeTcs U 00o0IiaeTcst BO
BTOPUYHBIX JIOKYMEHTAX.

- Bropuuneie.

16. Tlo Ha3HavyeHHUIO:

- [lognMHHUK - TEPBBIN WK €JUHCTBEHHBIN YK3EMIUISIP TOKYMEHTA.

- JlyObnmukat — 3To MOBTOPHBIN SK3EMILIAP MOATUHHUKA, UMEIOITUI IOPUINYECKYIO CHITY.

- Komust — JOKyMEHT, MOJHOCTHIO BOCIPOU3BOISAIINKN MH(MOPMAIIMIO MOIIMHHOTO JOKYMEHTa U
BCE €r0 MPU3HAKU.

2.7. CnocoOBl IOKYMEHTUPOBAHMSL.

JIOKyMeHTI/IpOBaHI/Ie - 3aIlucChb I/IH(bOpMaIII/II/I Ha paSJ’II/I‘IHLIX HOCUTECIIAX II0 YCTaHOBJ'IeHHI)IM
npaBuiaM. Hocutenlb TOKYMEHTHPOBAaHHOW WH(POPMALIMU - MaTEPHATbHBIN OOBEKT, UCIIOIB3YEMbIH s
3aKperICHUs] U XpaHEHHUsI HA HEM PeueBOM, 3BYKOBOM MM M300pa3uTeNIbHOM HHPOPMAIINH, B TOM YHUCIIE B
peoOpa3oBaHHOM BHUJIE.

CpeHCTBa )IOKYMeHTI/IpOBaHI/Iﬂ - Opy,}II/IH, I/ICHOJ'II)SY@MBIG YCJIOBCKOM IJIsI CO3daHUA JIOKYMGHTOB
(mpocThie, MeXaHUYECKHE, OJJIeKTpoMexaHuueckue). K cpenctBaM JTIOKyMEHTHPOBAHUS OTHOCSTCS
HI/IIHYHII/IC MalIHHBbI, KOMHBIOTepHaSI TEXHHKA, MaFHI/ITO(i)OHBI, )II/IKTO(i)OHI)I, (1)OTO, KHHO, BUJI€CO TEXHUKA.

B 3aBuCHMMOCTH OT TOro, Kakoe CpEICTBO JIOKYMCHTHPOBAHHUS HCIOJIB3YETCS, Pa3invyaroT Hu
CIOCOOBI IOKYMEHTUPOBAHUS:

- TEKCTOBOE JOKYMEHTHPOBAHUE;

- TCXHHUYCCKOC )IOKYMGHTI/IpOBaHI/IC;



- (hOTO-KMHO-BUI€0I0KYyMEHTUPOBAHUE;

- TOKyMEHTbI Ha MAIlIMHHBIX HOCUTENISX, JIEKTPOHHOE JOKYMEHTHUPOBAHUE.

TekcToBOe MOKyMEHTHpOBaHUE. TEKCTOBOM MOKYMEHT: ITOKYMEHT, COJEpKalluid 3BYKOBYIO
uHpopMannio, 3aPUKCUPOBAHHYIO JIIOOBIM THUIIOM IUChbMa WIM JIO00W CHCTEMOM 3BYKO3AIHCH.
TekcToBOE NOKYMEHTHpPOBAaHHE IIOJIYYMJIO CaMO€ INUPOKOE pacnpocTpaHeHue. C  ero IoMOLIbIO
JOKYMEHTUPYETCS 1€ATEIbHOCTh TOCYIaPCTBEHHBIX YUPEXKICHUHN, IPEAIPUIATUN U OTAEIIBbHBIX JIMII.

TexHuueckoe JOKYMEHTHPOBAaHHUE SIBIISETCS CIOCOOOM 3aleyariieHUs TEXHUYECKOH MBbICIIH.
TexHuueckue JOKYMEHTHI - o0oOmaromee Ha3BaHME JOKYMEHTOB, OTPAXalOUIMX pPE3yJIbTaT
CTPOUTEIBHOTO U TEXHOJIOTHYECKOTO NMPOECKTUPOBAHMS, KOHCTPYMPOBAHUS, HHKEHEPHBIX M3BICKAHUN U
Apyrux paboT MO CTPOUTENLCTBY 3[JaHHA M COOPYKEHHUH M M3TOTOBJICHUIO M3/ACIHNA MPOMBIIIJICHHOTO
IIPOU3BOJCTBA. TEXHUYECKHE NOKYMEHTAJIbHBIE MaTEPHAIbl BEAYT 3allCH IPOLECCOB TPYyHa, CPEACTB
MPOU3BOJICTBA (YEPTEXKH, PUCYHKH, pacyeTbl, TpapuKh, TEXHHUYECKHE OMHCAHUS U Jp.) DTO TaKKe
JOKYMEHTAIMsl, CBA3aHHas ¢ reojie3uel, kaprorpadueil, ruipoMeTreocayx0oil.

®OTO-KMHO-BUJICOIOKYyMEHTHpOBaHHE.  DOTONOKYMEHT -  HM300pa3UTENbHBIM  JOKYMEHT,
co3laHHblil  (poTorpapuueckum crnocodbom. OCOOEHHOCTh (POTOAOKYMEHTOB - BO3HUKAIOT B MOMEHT
COOBITHI, TOSTOMY OHHM OJarojaps TOYHOCTH, HATJSAHOCTH MMEIOT OOJBIIYI0 IEHHOCTh W HAXOIAT
LIMPOKOE IPUMEHEHHE B PA3JIMUHBIX 00JacTAX AEATEIbHOCTH YellOBEeKa: B MEAUIIMHE, HAyKe, HCKYCCTBE,
B CyneOHOW MpakTHhke, B >KypHamucTHKE M T. 1. C NMOMOIIBI0 MHUKPO(MOTOKONUPOBAHUS IOIYHAIOTCS
KOIIMM JTOKYMEHTOB. KHHOJOKYMEHT - M300pa3uTeNbHbI U ayqMOBU3YalbHBIH JOKYMEHT, CO3JIaHHBIN
KHMHEMaTorpapuiyeckum crnocoooM. KuHonokyMeHT oTpakaeT coObITUSI B TMHAMUKe, 1BHKeHUH. Celiuac
OOJIbIIIOE  pACIpPOCTPAHEHUE IOJYYMIIM  BHJICOJOKYMEHTBI, CHSTbIE Ha MAarHUTHYIO IUICHKY.
@OHOJOKYMEHT - JOKYMEHT, COJAEpKallMi 3BYKOBYIO WH(pOpMaNHoo, 3a(pUKCHPOBaHHYIO OO0
CUCTEMOM 3BYKO3aIlluCU. AyAMOBU3YyalIbHbIE JOKYMEHTBI IIMPOKO IPUMEHSOTCS.

JIOKyMEHTbl Ha MAIMHHBIX HOCUTENSIX, DJEKTPOHHOE JOKyMeHTupoBaHue. C MOMOILBIO
CIELUANbHBIX MaTepUaAbHBIX HOCHTEJEH, Ha KOTOPbIX JaHHble (PUKCHUPYIOTCA CHELHAIbHBIMU
YCIIOBHBIMH OOO3HAYEHUSIMH, CO3JAIOTCS IOKYMEHTHI ¢ MH(pOpmanueil B (opme, MOHATHOW TOJBKO
MmampHe. YToObl 4YeroBeK MOr MmpouecTb HHGOpMaIHio, 00pabOTaHHYIO MAIIMHOM, €€ HYXXHO
npeoOpa3oBaTh B B, IPUTOJHBIN JUIS BU3YaJbHOTO BOCIPHATHA. JJOKYMEHT Ha MallMHHOM HOCHUTEJE -
JOKYMEHT, CO3/IaHHBIN C UCIOJIb30BAaHUEM HOCHUTENEH U CIOCOOOB 3alucH, 00eCeynBaroIuX 00padoTKy
€ro MHPOPMALIUHU NEKTPOHHO-BBIYUCIUTEIFHON MaInHOW. [1osiBIIeHNE MAITMHHOTO JJOKYMEHTHUPOBAHHUS
HE OTMEHsET NPEeALIECTBYIOMIUX CIOco00B 3amucu MHpopmanuu. Hapsay ¢ TpaauIMOHHBIMU BUJAaMHU
JIOKYMEHTOB TMOSBJISIIOTCS BCE 0oJiee CIOKHBIE HETPaJUIMOHHBIE BHJIbI JOKYMEHTOB Ha HOBEWIINX
HOCHUTEIIAX.

Jlexnus Ne 2 (2 yaca)
Tema «YHU(PHUKALUA U CTAHAAPTU3ALUA JOKYMEHTOBY
1. Bonipocs! nekuuu:
1.1. IonsTne ynudunupoBanHoil cucreMsl JokymeHnTanuu (Y CJ).
1.2. CocraB yHu(puupoBaHHbIX cucteM gokymentauuu (YC/I).
1.3. O6mepoccuiickue Ki1accu(puKaTopsbl.

2. Kpatkoe cozmeprxaHue BOITPOCOB

2.1. [TousTue yauduimpoBanHou cucteMbl gokyMeHTauu (Y CJI).

Kaxxaplii JoKyMeHT Oyay4u cam 1o cede cIoKHOM MHPOPMAIIMOHHON cHCTEMOM HE3aBUCHUMO OT
XapakTepa cojepiamieiics B HEM HHQOpPMAIMH SIBISETCS SJIEMEHTOM Oosiee KpYMHOW JOKYMEHTHOM
CUCTeMBI. BcsS COBOKYIHOCTh JOKYMEHTOB TIPEICTABIIICT COOOH CIIOKHYIO MHOTOYPOBHEBYIO
JOKYMEHTHYIO cucTemMy. Ta cucremMa COCTOUT M3 MHOKECTBA MOACHCTEM, SIBISIOIIUXCS B CBOIO OYepe/b,
OTHOCHUTEIIFHO CaMOCTOSITSIBHBIMU CHCTEMaMH JIOKYMCHTAIIMA I10 OTHOIICHHIO K WX CTPYKTYPHBIM
cocraBstonuM Knaccudukanus cucteM JOKyMEHTUPOBaHHOW WH(pOpMaIuu, 0a3upyromascs Ha OCHOBE
KOMIUICKCa TPHU3HAKOB, YPE3BBIYANHO Ba)KHA JIJIS PEIICHHUS NPAKTHUYSCKHUX 3ajad. KoJIMm4ecTBO TakWx
CUCTEM BEJIHMKO ¥ MHOT000pa3Ho. [1o OTHOIIEHHIO K YIPAaBIEHYECKOW JOKYMEHTAIIMH TIOHATHE «CHCTEMa
JOKYMEHTAITUN» CTAaHAAPTHU30BAHO — 3TO COBOKYITHOCThH JOKYMEHTOB, B3aUMOCBSI3aHHBIX IO MPU3HAKAM
MIPOUCXOXKACHUSI, Ha3HAUEHUS, BUA, C(hephl NeTeNbHOCTH, eUHBIX TpeOOBaHU K X opopmieHuto. Bee
MHOT000pa3ue CHUCTEM JOKYMEHTAIIMM MOXKHO Pa3/IelUTh Ha JBA OCHOBHBIX THIA: ()YHKIIMOHAIHHBIC H
KoprnopatuBHble (aTpuOyTuBHBIE). Hambosee DONTOBEYHBIMU SBISIFOTCS (PYHKIIMOHATBHBIE CHUCTEMBI,
MTOCKOJTBKY ITOJIOXKCHHBIE B IX OCHOBY B KaUeCTBE IIABHBIX MTPU3HAKOB OCHOBHBIC (DYHKIIUU JIOKYMEHTOB
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OCTalOTCsl, KaK MpPaBUIIO, HEU3MEHHBIMHM B Te€UeHHE J10Jaroro BpeMeHu. K (yHKIMOHAIBHBIM cucTeMaM
OTHOCATCS TaKUe KOMIUICKCHl JIOKYMEHTOB, KOTOpble OOECIEYMBAIOT  BBIMNOJIHEHHE  OOIIMX
YIpaBICHUYCCKUX (YHKITAMN:

- CUCTEMA OPraHU3allMOHHO-PACTIOPSIAUTEIBHON JOKYMEHTALIUH

- cUCTEMa IUIAHOBOW JOKYMEHTaluu

- IEpBUYHAs Y4ETHAs JOKYMEHTALIMS

- OTYETHO-CTaTUCTHYECKAs

- KaJIpoBasi TOKyMEHTalus

- Oyxrasirepckas JOKyMEHTaLUs

- (huHAHCOBAs M PACYETHO-JICHEKHAS TOKYMEHTALUS

- CTaTUCTHYECKasl JOKYMEHTaLUs

Cremuduueckass  JeSITEIBHOCTh  OpPraHU3allMii  OTpakaercs B CHUCTEMax  IPOEKTHO-
KOHCTPYKTOPCKOM JOKYMEHTallUU MEAMLIMHCKONW JOKyMEHTAllMM yuyeOHOM AOKyMeHTaluu u Jp. Beero B
YIIPaBICHYECKOM TIPOIECCEe CIOXKWIOCh W JIEHCTBYeT B HacTosmiee BpeMs Oonee 40 KpymHBIX
(GYHKIMOHATIBHBIX CUCTEM JIOKYMEHTALIUH.

KopropatuBHass cucremMa JOKYMEHTAIlMHM IPEJCTAaBIsSET COOOH COBOKYIHOCTh JOKYMEHTOB,
IpeJHa3sHAuUeHHbIX JUId  pealu3alud  YIOpaBlIeHYeCKUX (QYyHKUMH B  ompeneneHHOW  cdepe
TrOCYZAapCTBEHHOM JAEATEIBHOCTH, OTPACIM XO34KMCTBA, a TAKXKE B paMKax OTIEIbHOM KOpIopauuu
(BemomcTBa, opranuzaiuu). Crooa e OTHOCATCS COBOKYIHOCTH JIOKYMEHTOB, oOpasyrolluecs B
IIPOLIECCE JKU3HENEATEIbHOCTH OTIENBHOIO JIMIA, ceMbU. KOMM4ecTBO KOPIOPATUBHBIX CUCTEM OOJIbILE
KosnyecTBa (PyHKIMOHANBHBIX. B KOpnopatuBHON cucteMe TOKyMEHTAllUd MOKET ObITh 00BbEIMHEH P
(GYHKIMOHATBHBIX CHCTEM, MPEACTAIONIMX B 3TOM cllydae Kak e€ moacucrembl. Hampumep, cucrema
JOKYMEHTAIlMU OIIPENIEJICHHOIO By3a BKJIIOYAeT B KadecTBe noacucrteM OPJI, OT4ETHO-CTaTUCTUUYECKYIO,
OyXraiatrepckyro, yadeOHyIo u JIp.

I'maBHoit wenbto cosznanuss YCJl sBisercss ycTaHOBJIEHHME PpalMOHAJIBHOIO COCTaBa (opM
JIOKYMEHTOB, a TaK)K€ COBOKYIHOCTH B3aUMOYBSI3aHHBIX TEXHHKO-3KOHOMHUYECKUX U COLHUAIbHBIX
MOKa3aTeNei.

YC/] criocobeTByeT:

- COKpAIIIEHUIO 3aTpaT pyYyHOIo Tpyla B MH(POPMALIMOHHBIX MPOLIECCAX

- y10OCTBY IPUMEHEHHUS TIPU DIIEKTPOHHOI 00paboTke

- YIIOPAJ0YEHHIO HH(OPMALIMOHHBIX TIOTOKOB

- COKpAILlEHUIO KOJIMYECTBA JOKYMEHTOB

- COBEpPILIEHCTBOBAHUIO KYJIbTYPbI TOKYMEHTa U UHPOPMALMOHHOMN KYJIBTYpHI.

Anpom Bceit YC/I sBnsitoTcst yHuULMpoBaHHbIE (POPMBI TOKYMEHTOB. B 3aBHUCHMOCTH OT ypOBHS
YTBEP)KICHUS OHM MOApa3ACAOTCS Ha oOliepecnyOIMKaHCKHe, OTpaciieBble (BEIOMCTBEHHbIE) U
OTJIEJIbHBIX OpraHu3alui.

Ha npennpusatusix, B y4pexXJIEHHSIX U OpraHM3alllisiX COCTaBJSE€TCS NO HTOraM YHU(UKALUU.
TabGenb GopM OKYMEHTOB - 3TO CIPaBOYHUK, IJI€ B YHNOPAJOUYEHHOM BHJIE COAEPKATHCS (OPMBI
JOKYMEHTOB, KOTOPBIE HCIOJB3YIOTCS B OpraHM3allMM, a TaKKe YKa3aHbl JTalbl IOATOTOBKH U
oopMIIEHUST TOKYMEHTOB.

Ha ocHoBanuu Tabenst co3maercs AnbOoM (opM JOKYMEHTOB (COOpPHUK ATaJOHHBIX
YHUQUIUPOBAHHBIX (OPM JTOKYMEHTOB HEOOXOAMMBIX JJIsi JOKYMEHTAllMOHHOIO OOecreyeHus
yIpaBJIeHUs] KOHKpPETHOH opranuzauuu) Tabenb u  AnbOOM  yTBEp)KIAIOTCS  PYKOBOJAUTENIEM
OpraHM3alMH.

2.2. CocraB yvauduimmpoBaHubsix cucreM nokymenraimu (YCJ).

[Ton yuudukanued MOHUMAIOT ONTHMAJIbHOE COKpAllleHHE 4YHCia 3JEMEHTOB B OOBEKTax,
COCTaBJISIOUINX KaKOH-INO0O0 KOMIUIeKC WiH cucteMy. OCHOBHAs Lieidb YHU(UKALUU U CTaHIapTU3AINH
YIPaBIEHUYECKOM JOKYMEHTallMM — CO3JaHME CHUCTEMBI JOKYMEHTOB, KOTOpas MOXET JaThb
sKkoHOMHYEeCKUH 3 dekT. DxkoHOMUYeckas 3p(HEeKTUBHOCTh YHU(PHUKAIIUKN U CTaHIapTU3ALUU JOKYMEHTOB
JOCTUTaeTcs B pe3yjibTaTe CHIDKEHHS 3aTpaT Ha COCTaBJE€HUE, H3TOTOBICHHE M OodopMieHue
JOKYMEHTOB, HMX Tepeaady, oO0pabOoTKy, XpaHeHHE W YHUYTOXKEHHe. Takum o0pa3oMm, yHUPHUKAIHS
JIOKYMEHTOB - 3TO KOMIUIEKC 33/]1a4 TI0 COBEPIIEHCTBOBAHUIO X ()OPM U COACPKAHUS.

CopepxaHue JOKyMEHTa, IPUMEHSIEMOI0 B YIPaBJICHHUH, ONPEAEISETCS] COCTAaBOM U 3HAYEHHEM
PEKBU3UTOB, KOTOpPbIE B HEro BXOJAT. TakuMm o00pa3oMm, 0ObeKTaMU YHM(UMKALMU U CTAHAAPTU3ALUU
JIOKYMEHTA SIBJISIETCS Kak ero ¢gopMa, Tak U COCTaB BKIFOYAEMbIX B HEE€ PEKBU3UTOB.




YaudurupoBanasie cucteMmbl gokymeHTanuu (YCJI) ompenensitoT COBOKYMHOCTh PEKBHU3HUTOB,
YCTAQHOBJICHHBIX B COOTBETCTBHHM C pPEIIAEMBIMH B OIPENEICHHOW cdepe AeATeNIbHOCTH 33JadyaMUu U
PacIoyIoKEHHBIX HAa HOCUTENE NH(OPMALIUY B ONPEACIIEHHOM MOPSIIKE.

B Hacrosiiee Bpemst Ha Tepputopun Poccun neiictByror cnenyromue Y C:

- yHU(ULIMPOBaHHAs CUCTEMA OPraHU3allMOHHO-PACIOPSANTENIbHON JOKyMeHTauu; 02

- yHU(pULIMPOBAaHHAS CUCTEMA NEPBUYHON y4eTHOH okymeHTanuu; 03

- yaHu(uupoBaHHas cucreMa 0aHKOBCKOM JoKyMeHTanuu; 04

- yHU(UIMPOBaHHAs cUCTeMa (PMHAHCOBOM, YUETHON U OTYETHON OyXTainTepCcKOW JTOKYMEHTALUU

OIO/DKETHBIX YUPESXKICHUM 1 opranu3anuii; 05

- yHU(pULIMPOBAHHASA CUCTEMA OTYETHO-CTATUCTHUYECKON JoKymeHTarmu; 06

- YHU(ULIMPOBAaHHAsI CUCTEMA YYETHON M OTUETHOM OyXIrajaTepcKo JOKYMEHTAlUuuU NpeAlpUsITU;

07

- yHU(ULIMPOBaHHAs CUCTEMA JIOKYMEHTAlMU 1o Tpyay; 08

- yauunupoBanHas cucrema nokyMmeHntauuu Ilencuonnoro ¢onna Poccuiickoit deneparmm; 09

- yHU(ULIMPOBaHHAs CUCTEMA BHELIHETOPrOBOM JoKkyMeHTanuu. 10

Ha xaxnayo yHHUQUIUPOBaHHYIO CHCTEMY JOKYMEHTAIlMM pa3padoTaH TrocyAapCTBEHHBIN
crangapt. PaspaGortunkamu VYCJI sBIAOTCS  COOTBETCTBYIOUIME MHHHMCTEPCTBA  (BEAOMCTBA),
OCYLIECTBIIAIOIINAE KOOPAMHALMIO B TOW WM HHOM OTpaciu JAedaresbHocTH. Tak, MUHHCTEPCTBO
¢unancoB PO sBisiercs OTBETCTBEHHBIM 3a OyXraiaTepckyr JTokyMmeHTauuto, PocapxuB PO - 3a
OpraHU3alIOHHO-PACIOPSAUTEIbHBIE JOKYMEHTHI.

OTUMHM K€ MUHHUCTEPCTBAMH M BEJOMCTBAMM YTBEPXKIAIOTCS YHU(DUUIUPOBAHHBIE (DOPMBI
TOKYMEHTOB, BXosmux B YC/I.

2.3. O6mepoccuicKre KIacCuUKATOPHL.

Ob6mepoccuiickue kiaaccudpukaropsl (OK) - 3To HOpMATHBHBIE TOKYMEHTBHI, pPaclpeielsiomne
TEXHUKO-3KOHOMUYECCKYI0 W COIMAIBHYI0O HH(POPMAIMI0O B COOTBETCTBHH C €€ KiacCHU(pUKaIuen
(kmaccaMu, TpyIIaMu, BUJAMU U JIp.)

OCHOBHOE Ha3Ha4YCHHE OOIIEPOCCHMCKUX KIACCH(PUKATOPOB - O0ECIEYMBATH COMOCTABHMOCTD
JAHHBIX B PA3JIMYHBIX OTPACISAX U CEKTOpaX XO3SMCTBEHHOU J1eATEIbHOCTH, 00ECIIeUnBaTh B3aMMOCBSI3b
Mexay aedctByrommmu  OK  u mexayHapomueimMu — kiaccupuxkaropamu. C  momompbio  OK
o0ecreynBaeTcs COrIacoBaHUE Pa3IMUYHOTO poAa HHPOPMAIUH, UCTIOIb3YEMOM PA3HBIMU BEIOMCTBAMH.

O6mepoccuiickue kinaccupukatopbl (OK) co3maroTcss yupexJIeHUSIMH, OTBETCTBEHHBIMU 3a HX
pazpaboTky, mo corjacoBanuro ¢ l'occrangaprom Poccun, T'ockomctatom Poccum u
MunskoHOMpa3BuTHeM PoccM 1O OCHOBHBIM BHJAM TEXHUKO-DKOHOMHYECKOW M  COLMAJIbHOMU
nH(pOpMaILINU, UCTIOJIB3YEMOH TIPU MEKOTPACIEBOM OOMEHE.

PazpaboTky, BBemeHHE U TPUMEHEHUE OOIIEPOCCUNUCKUX KIACCU(DHUKATOPOB OOECIEYNBAIOT
®denepalibHble OPraHbl UCIIOJIHUTEIBHOM BIACTH.

[Topsimox  pa3pa®oOTku, TIPUHSATHS, BBEACHUS B JEHCTBHE, BEICHHS U NPUMEHEHUS
OOIIEPOCCUICKUX  KIAacCU(UKATOPOB B  COLMATBbHO-DKOHOMHYECKOW 00JacTH  yCTaHaBIIMBAETCA
[IpaBurenscTtBOM Poccuiickon @enepanuu.

[IpunsATHE W BBeAE€HHE B JEHCTBUE OOIIEPOCCHMCKUX KIACCH(PUKATOPOB U BHOCHMBIX B HHX
n3MeHeHun ocymiecTBisier deneparbHOe areHTCTBO MO TEXHUYECKOMY PEryJIUPOBAHUIO U METPOJIOTHH
(Poccranmapr).

st obecnieyeHusi cOmocTaBUMOCTH KiaccudukaropoB denepaabHbIX OpraHoB YMIPABICHUS H
MEXIYHAPOJIHBIX OpraHU3allui, MEXAYHAPOJHBIX U PETUOHAIBHBIX HH(POPMAIMOHHBIX CHCTEM B
Poccuiickoit denepanun pazpabareiBaeTcs Ennnas cucrema kinaccuukanuy U KOJUPOBAHUS TEXHUKO-
skoHOMHueckod u couuansHoW wuHopMmaruu (ECKK), koMmoHeHTaMH KOTOpPOW U  SIBISIOTCS
oOmepoccuiickue KiIacCu(UKATOPhl TEXHUKO-YKOHOMHUYECKOW W COLIMAIbHOW WH(OpMAIMH, a TaKxkKe
HOPMAaTHBHBIE TOKYMEHTHI 110 X pa3paboTke, BeJSHUIO U TPUMEHECHHUIO.

O6bexToM kinaccupuxanuu u koaupoBanusi B ECKK sBnsercsa nndopmanus B pa3HbIX 00sacTax
XO3SUCTBEHHOW JIEATENPHOCTH: CTATUCTUKA, (UHAHCOBAas JEATEIBHOCTb, IPAaBOOXPAHUTEIbHAS
NeATEeTLHOCTh, OAHKOBCKOE J1e710, OyXTaaTepCKUM y4eT, CTaHIapTU3aIus, TAMOKEHHOE 110, TOPTOBJI,
BHEIIHEAKOHOMHUYECKAs JI€ATEIbHOCTb.

B Hacrosimee Bpems HacuuThiBaeTcst Oonee 30 obmepoccuiickux Kiaccu(uUKaTopoB IO
OCHOBHBIM BHJIaM TEXHHKO-3KOHOMHUYECKON W CONMANbHON WH(MOpMAIMHM, KOTOPHIE BXOAAT B COCTaB
Enunoit cucreMbl KiacCM(pUKAaMKW W KOJUPOBAHMS TEXHUKO-JKOHOMHYECKOM M  COLMaJIbHOU
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nnpopmanuu (ECKK) Poccuiickoit @enepannn. Bee aeiicTByromue o0epoccuiickue Kiaaccu@uKaTops
nepeuriciensl B OOmiepoccuiickom — kiaccuukarope  uHpopMamuun 00  0OIIEpOCCUHCKUX
kinaccudukaropax (OKOK).

Jlexknust Ne 3 (2 yaca)
Tema «PexkBU3UTHI U OJIAHKH JOKYMEHTOB)
1. Bornpocsl niekuu:

1.1. TlonsiTHE U BUIBI PEKBU3UTOB JTOKYMEHTOB.

1.2. TpeGoBanus Kk 0pOpMIICHUIO PEKBU3UTOB JOKYMEHTOB.

1.3. Ilonatue u BUabl OJAHKOB JOKYMEHTOB.

1.4. TpeGoBanus K O6J1aHKaM JIOKYMEHTOB.

1.5. TlpaBuna odopMieHUs] peKBU3UTOB HA OJIAHKAX.

2. Kpatkoe cojiepkaHre BOIIPOCOB

2.1. [loHsiTHE ¥ BUJIBI PEKBU3UTOB JIOKYMEHTOB.

JIro60i HOKYMEHT COCTOUT M3 pslia COCTABIIAIOIIMX €ro AJIEMEHTOB o(opmiieHus (IaThl, MOIIUCH,
U T.J.), 00s3aTeIbHBIX JAHHBIX MM CBEIEHHH, KOTOpBIE JODKEH COAepkaTh OQUIHATbHBINA JOKYMEHT,
4TOOBI 00J1a7aTh MOJUIMHHON IOPUINYECKON CHUJION, CIY>KUTh OCHOBAHHWEM COBEpUICHHsS OIepamuii. ITH
3JIEMEHTHI Ha3bIBAIOTCS PEKBU3UTAMU.

DNEeKTPOHHBIN 1Ma0NoH OaHka — 3TO OJaHK TOKYMEHTA, MPEICTABICHHBIA B AJIIEKTPOHHOM BHJE.
Kak mpaBmio, a7eKTpoHHBIE MAOIOHBI OJAHKOB HCHOJB3YIOTCS OpPraHM3alMsAMH BMECTO OJlaHKa Ha
OyMa)XHOM HOCHUTEJI€, U3TOTOBJICHHOM TUIIOTPAPCKUM CIOCOOOM.

PexkBU3NTHI TOKYMEHTOB KJIaCCUPUIMPYIOTCS CAEAYIOLUM 00pa3oM:

- IOCTOSIHHBIE U NIEPEMEHHBIE:

[TocTostHHBIE PEKBU3UTHI — COBOKYITHOCTh PEKBHU3UTOB, XapaKTEPU3YIOIIAs THIIOBOW (HOpMYIISIp
JOKYMEHTA M MPUCYTCTBYIOIIAs BO BCEX BUAAX JOKYMEHTA OJHOTO THIIA.

[lepemeHHBIE PEKBU3UTHI — COBOKYMHOCTh PEKBH3UTOB, TOIOJIHSIONIMX THUIOBOH (opMyssip H
OTpaXkarolas 0COOEHHOCTH KOHKPETHON KOMMEPYECKON CACNKH UIN CUTYaIlHH.

- OCHOBHBIE (00s3aTeIbHBIC) U BTOPOCTEIICHHBIE!

OcHoBHbIe (00s13aTeNIbHBIE) PEKBU3UTHI - COBOKYITHOCTh PEKBU3HUTOB, 0€3 KOTOPBIX AOKYMEHT HE
MMeEET IOPUINYECKON CUIIBI.

BropocTeneHHble PEKBU3UTBI — COBOKYIIHOCTh PEKBU3HUTOB, JOIMOJHSAIOIINX, YTOYHSIOLIUX
OCHOBHBIE.

COBOKYMHOCTb PEKBU3UTOB, PACHOJOXKEHHBIX OIpEJeIeHHbIM 00pa3oM Ha JucTe Oymaru
HazbIBaeTcsl popMmyisipoM. Popmyssip, XapaKTepHBINA JUIsl ONPEIEICHHOIO BUa TOKYMEHTa, Ha3bIBaeTcs
TUTIOBBIM  (OpMYIsIpoM. PasznuuHble JOKYMEHTHI HUMEIOT pa3Hblii HaboOp pPEKBU3UTOB, KOTOPHIHA
oTpezeNnseTcss Ha3HaYeHUEM JOKYMEHTA.

2.2. TpeGoBaHus K 0POPMICHUIO PEKBU3UTOB IOKYMEHTOB.

OdopmiieHre JOKYMEHTOB B LIMPOKOM CMBICIIE - 3TO COOJII0JIeHHE TpeOOBaHUH 3aKOHOJATEIbHbIX
aKTOB, HOPMaTUBHBIX JOKYMEHTOB B MPOIIECCE COCTABIEHUS, TOATOTOBKH, KOMUPOBAHUS, COTJIaCOBAaHUS,
3aBEpEHUs, IEPECHIIKN JOKYMEHTAIUH.

B Oonee y3xoM cMmbIcie — pacroioXeHHe PEeKBU3UTOB JIOKYMEHTAa Ha MaTepUalbHBIX HOCUTEISX:
OyMa)KHOM, HJIEKTPOHHOM, B COOTBETCTBHMH C JACHCTBYIOIMMHU NpaBuiiaMu. [ paMOTHOE, B COOTBETCTBUH C
HOPMAaTUBHBIMH TpeOOBaHUSIMH O(OPMIIEHUE PEKBU3UTOB JOKYMEHTOB HE TOJBKO CBHUJIETEIILCTBYET O
JIEJIONPOU3BOJCTBEHHON KYJIbTYPE, HO U FapaHTUPYET IOPUIUYECKYIO CHITy JOKYMEHTA, a TAKKE MMEET
BIIOJIHE NMPAKTUYECKOE 3HAUEHHE - COKpalllaeT BpeMs Ha 00pabOTKy AOKYMEHTa U €ro perucTpaimio,
o0ecrieynBaeT MpPaBUIIBHOE HAIpPABJICHHWE HAa HCIOJIHEHHUE, MO3BOJSET CBA3ATHCS C HENOCPEICTBEHHBIM
WCIIOJIHUTEJIEM JJISl PELIeHUs] TEXHUYECKUX BOIIPOCOB B paboyeM MopsiiKe U T.1I.

TpeGoBanus, B COOTBETCTBHM C KOTOPHIMH O(OpMIISeTCs JOKYMEHT, YCTaHaBJIMBAIOTCS Ha
dbenepaibroM ypoBHe ['OCToM. DTO JOKYMEHT HOPMATHBHO-TEXHHYECKOTO XapakTepa, Ha OCHOBE
KOTOPOTO KakJiash OpraHu3alus, BEJIOMCTBO, YUPEKIEHHE pa3pabaThiBaeT CBOM HOPMATHUBHBIE AKTHI,
Kacaromuecs: opopMIICHHUST JOKYMEHTAIMH: MMOJIOKEHHS O JTOKYMEHTOOOOpOTe, MHCTPYKIIMH, MpaBuia,
pErIaMEHTBHI.

TpeboBanust xk odopmienuto nokymeHtoB no ['OCTy Bkirowaror B ceds B ToMm uucie 30
PEKBU3UTOB, TNPEJHA3HAUYECHHBIX U1 pa3InuHbIX nened. Kaxapli BuA  JOKYMEHTa  COLEPKUT
COOCTBEHHBIN HAOOP HEOOXOAUMBIX PEKBU3UTOB.




Cobnronenue TpeOoOBaHUN K CO3aHUIO U OPOPMIICHUIO TOKYMEHTAIIMH HEOOXOMMO:

- B LIETISIX 00€CTICUCHMSI FOPUIUIECKON CUITBI IOKYMEHTA;

- I7Is1 OTIEPAaTUBHOM 00PaOOTKH TIOKYMEHTA,;

- 17151 OTIEPAaTUBHOTO MOUCKA IOKYMEHTA;

- JUTsl CO3JTaHUs YCIOBUI pabOThI C UCTIOIB30BAHUEM OPITEXHUKH.

Pacnonoxenne pexBuzutoB nmo I'OCTy mo3BoisieT HE TOJNBKO paboTarb C HUM OBICTPO U
s¢dexkTuBHO, 6€3 MOTEPh BPEMEHH, HO M SKOHOMUTD IOJIE3HYIO IIJI0LIa/1b Ha OJIaHKEe, TPUIaTh JOKYMEHTY
KQ4eCTBEHHLIA BHEIIHUNA BUI,

I'OCT P 7.0.97-2016 ycranaBiauBaeT 0a3oBble TpeOOBaHUA MO O(GOPMIICHHIO JTOKYMEHTOB B
nenornpou3BozacTBe. TpeGoBaHUs TOAPA3ACIISAIOTCS B HEM CIEAYIOMIUM HIDKE TOPSIKOM:

1. OOume TpeboBaHUsA K co3faHHio JoKyMmMeHTa. Croja BXOJIAT: XapaKTEepUCTHKA MaTepHabHBIX
HOcUTeNlel  JoKyMeHTa (OyMaKHBIH, OJEKTPOHHBIM), TMOPAJOK HyMEpalud CTpaHHIL,
pexomMeHayembie Al Habopa mpudThl, OTCTYMBI, HHTEPBAJbl, BRIPAaBHUBAHUE, JIIMHA CTPOKU — B
udpax, ¢ BBIICICHUEM BaXXHBIX HIOAHCOB.

2. CocraB pexkBu3uToB. [0 Kaxxa0My peKBU3UTY JaHbl PEKOMEHAIUHU, KaK OH o(opmiiseTcs U Tae
pacroJsaraercsi B JOKyMEHTE.

3. bmanku. OTAEnpHO 3aKOHOAATENb XapaKTepu3yeT OJaHKU TIOKYMEHTOB, pEKOMEHIyeMbli opmat
JUIs OOBIYHBIX JOKYMEHTOB, JUJISl PE3OJIIOLUMN, IIpeliebHbIe pa3Mepsl nosieil. CieayeT onucaHue,
KaK JIOJDKHBI PAcIoyiaraTbCsi PEKBU3UTHI HA TOM WJIM MHOM OJlaHKe, KaKoro BHaa Oymara J0JKHa
HCIIOJIb30BAThCA.

B npunoxenusx A, B manel cxema pacmonoXeHHs peKBU3UTOB JOKYMEHTa Ha THUTYJIBHOM JIHCTE,
00pa3ibl 0TAHKOB JIOKYMEHTOB OPTaHU3ALUH C PACIIONOKECHHEM PEKBH3UTOB.

2.3. llonsaTre U BUALI OJAHKOB TOKYMEHTOB.

brnank pokymeHTa — 3TO HabOp PEKBU3UTOB, UACHTUDUIUPYIOMIUX aBTOpa O(UIHUATHLHOTO
MMUCbMEHHOTO JIOKYMEHTA.

brnank Bk/IIOYaeT TOJNBKO MOCTOSHHYIO HH(pOpMaIMio 00 opraHu3aluu - aBTOpE JOKYMEHTA,
XapaKTePU3YIONIYIO €ro KaK co3/aTeliss OPUIIMAITBHOTO MUChMEHHOTO JJOKYMEHTA.

bnank npuaaer nndopmanuu opUIMATBHBIN XapakTep. biaHku JOKYMEHTOB MpeqHa3HAYEeHbI IS
YCKOpPEHUs Tpoliecca CO3JaHus JOKYMEHTA (32 CUeT HaJIM4YUs IMOCTOSHHON WH(GOpPMAIIUH), COKpPAIICHUS
Tpyao3aTpaT HpPHU COCTABICHUU JOKYMEHTOB, YIPOIIEHHUS BOCIPUATUS HWH(GOPMALUU, TOBBIIICHUS
KYJBTYpbI YIPABICHUYECKOTO TPY/a, a TaKXKe Il OBICTPOTO YCTAHOBJICHUS OPTaHHW3allMd — aBTOpA MpPH
paboTe ¢ TOKyMEHTaMHu.

Ha Omankax W3rotaBiIMBalOT TOJIBKO TEPBYIO CTPAHUILY JOKYMEHTA, JJIi W3TOTOBIICHUSI BCEX
CIIEYIOIINX CTPAHUIl HCIONB3YIOT CTaHAAPTHBIE JUCTHI Oymaru. Eclyu TOKYMEHT W3rOoTaBIMBAeTCS B
HECKOJIbKUX JK3EeMIUIsIpax, TO Ha OJJAHKE CO3/1aeTCs KaXKIbIH IK3EMILISP.

BhIensitoT HeCKOIbKO CIIOCOOOB M3TOTOBIICHUS OJTAHKOB:

- TUTIOTpadCKuit;

- C TIOMOIIIBIO CPEICTB ONEPATUBHON NoTUTrpaduu;

- IPY TIOMOIIM PE3UHOBOTO IITEMITEIS;

- IPU TIOMOIIHY 111a0JI0Ha, BBEACHHOTO B AMSITh KOMITBIOTEPA.

['epOoBbIe OMaHKH U3TOTOBISIOTCS TOJIBKO TUIOTPAdCKUM CIIOCOOOM.

Jlns opraHuszanuu, €€ CTPYKTYPHOTO MOAPAa3AeNieHUs, AOKHOCTHOIO JIMIA YCTaHABIMBAIOT
CJIeIYIOIIME BUJIbI OJJTAHKOB IOKYMEHTOB:

1. O6muii 6;1aHK — UCTIONB3YETCA I U3TOTOBIEHUS JIFOOBIX JOKYMEHTOB, KPOME MHCEM.

2. biaHK IMChbMa — UCIIOJIB3YETCS TOJIBKO JJISI TTUCEM.

3. bnaHKk KOHKpPETHOro BHJAa JAOKYMEHTOB, KPOME MHChbMa — HCIOJb3YETCS JUIsl U3TOTOBIICHUS
JIOKYMEHTOB TOJILKO JJAHHOTO BU/IA.

4. bna"k JOKHOCTHOTO JIMLA — U1 PYKOBOJUTENEH, HAJICIEHHBIX MPABOM IMOIHUCH.

5. baHk CcTpyKTYypHOTro mopa3AeieHus — B KPYIHBIX OpraHUu3aIusx.

2.4. TpeboBaHus k G1aHKaM IOKYMEHTOB.

Jlnist u3rotroByieHUs OJAHKOB IOKYMEHTOB HCHOJb3yeTcss Oymara popmatoB A4 (210 x 297 mm), AS
(148 x 210 mMm); A M3roTOBJIEHUS OJIAaHKOB yKa3aHUM IO HCIOJIHEHHIO JIOKYMEHTOB (pEe30JIIOIuil)
ucnosib3yercs Oymara popmatoB AS (148 x 210 mm), A6 (105 x 148 mm).
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Kaxnplif tuct nokymeHnTta, opopMIICHHBIH Kak Ha OjaHKe, Tak U 0€3 HEro, JOKEH UMETh IOJs He
MeHee 20 MM - seBoe; 10 MM - mpaBoe; 20 MM - BepxHee; 20 MM - HUXkHee. JJOKyMEHTBI JUIMTEIbHBIX
(cBeimre 10 7eT) CpOKOB XpaHEHUS JOJKHBI UMETh JIeBOe ToJie He MeHee 30 MMm.

bnanku ¢opmara AS uCHonb3yloTCs BechbMa OIpAaHUYEHO, TJIaBHBIM 00pa3oM, ais odopMieHus
CIPaBOK, JIOBEPEHHOCTEH, CiIy)KeOHbIX 3amucok. Jlng  Oonbiiell 4YacTM  OpraHU3alMIOHHO-
pacropsaUTeIbHON JOKYMEHTAMH (TPUKa3bl, PACHOPSDKEHUS, MOJOXKEHUS, MHCTPYKIHH, TPOTOKOJIB,
JICIIOBBIC TTMChMA U JIp.) UCIIONIb3yeTcs Oymara dopmara A4.

J1y1s GJ1aHKOB PE30ITIOIHIA CTAaHAAPTOM YCTaHOBJICHBI ONaHku (hopmara AS u A6.

OpraHu3anuy UCONb3YIOT OJIAHKK JJOKYMEHTOB, M3TOTOBJIEHHbIE Ha OyMa)kHOM HocuTese (OI1aHKu
JOKYMEHTOB (pefiepabHbIX OPTaHOB IOCYIApCTBEHHOH BJIACTH C BOCHpOM3BeAeHUEM ['0CyqapcTBEHHOTO
repba Poccuiickoii denepanuy M3roTaBIMBAKOTCS MONUIPaGUUYECKUMU MPEANPUATHAMU, HMEIOIIUMU
CepTHU(HKATHl O HAJMYUM TEXHHUYECKUX M TEXHOJOTUYECKUX BO3MOXKHOCTEH [UIS KaueCTBEHHOTO
W3TOTOBJICHUSI YKa3aHHOI'O BHJA MPOAYKIMM) H/MIM 3JIEKTPOHHBbIE I1a0JIOHbI ONaHKOB. biaHku Ha
OyMa)XHOM HOCHTEJIE W DJIEKTPOHHBIC IIAOJOHBI OJAHKOB JOJDKHBI OBITH HMJIEHTHYHBI IO COCTaBY
PEKBU3UTOB, OPSIKY UX PACIOI0KEHUs, TapHUTYpaM HIpUQTa.

bnankum 1OKyMeHTOB Ha OyMaXHOM HOCHUTEJIE M  JJIEKTPOHHBbIC INAOJOHBI  OJAaHKOB
M3rOTaBIMBAIOTCS HA OCHOBAHUM MAaKETOB OJIAHKOB, YTBEPKAAEMBIX PYKOBOAUTENIEM OpraHU3aLUH.

bnanku TOKYMEHTOB ClleyeT U3rOTaBIMBATh Ha Oenoi Oymare wiu Oymare CBETJIBIX TOHOB.

OneKkTpoHHble  IA0JOHBI  OJAHKOB  JIOKYMEHTOB  JOJDKHbI ~ OBITh  3aIUMIIEHBI  OT
HECAHKIIMOHUPOBAHHBIX U3MEHEHHI.

B koHTekcre craHgapta OJIaHKM JOKYMEHTOB, H3IOTOBJICHHbIE Ha OyMa)KHOM HoOcHUTeNe, U
AJIEKTPOHHBIE MAOJIOHBI OJIAHKOB paBHO3HAYHBHI.

Opranu3anus, Kak NpaBHIo, UCIOJIb3YET KaK OJaHKU Ha OyMa)KHOM HOCHTEIE, TaK U JIEKTPOHHbIE
1a0JI0OHBI OJIAHKOB (HAIIpUMep, U1l BHYTPEHHUX JOKYMEHTOB).

bnanku ogHOro BUJa JOKyMEHTa (HalpuMep, MMCbMa) B OyMaXXHOM U JIEKTPOHHOM BHJIE JAOJKHBI
OBITh WICHTUYHBI MO0 COCTaBY PEKBH3UTOB M odopmieHHio. VHade roBops, OJaHK JOKYMEHTa OIHOTO
BUJIa HA OyMa)KHOM HOCHUTEJIE U €r0 3JIEKTPOHHBIN M1a0JIOH HE 0JKHBI pa3InyaThCs

CranmapT TOIYEPKHBAET, YTO BOCIPOM3BOIUTH HU300pakeHHe locymapcTBeHHOro repda
Poccuiickoit denepaunn MOXKHO TOJBKO Ha OyMakHOM HocuTese. TpeOOBaHUS K M3rOTOBICHHUIO TaKUX
OJaHKOB yCTaHOBJIEHBI mocTaHoBNeHHEM [IpaBurenberBa PO ot 27.12.1995 Ne 1268 «O06 ynopsimoueHUH
M3TOTOBJICHUSI, UCIOJIb30BAHUS, XPAHEHUSI U YHUUTOXKEHUS IeyaTed W OJIAaHKOB C BOCHPOM3BEACHUEM
I'ocynapcrBennoro rep6a Poccuiickoit ®denepanun» (nanee — [locranoBnenue Ne 1268).

2.5. IlpaBuna ohopMiIeHUS PEKBU3UTOB Ha OJIaHKAX.

B dopmynsp oOuiero 6i1aHka B 3aBUCUMOCTH OT YUPEAUTENBHBIX TOKYMEHTOB OpraHU3alluy BXOAAT
PEKBU3UTHI:

1. rocynapctBennslit repo PD (repb cyOrekra PO mnu smbnema);

2. HaMEHOBAHWE OPTaHU3AIMH - aBTOpPA TIOKYMEHTA,

3. orpaHUYUTENbHBIC JIMHUY U1 AaThl 1 HOMEpa IOKyMEHTa;

4. MECTO COCTaBIICHHS WM U3JAHUS JJOKYMEHTA,;

5. cBOOOAHOE MECTO /1JIs1 HAUMEHOBAHUS BU/A IOKyMEHTA.

B ¢opmymsip GmaHK mECbMa B 3aBUCUMOCTH OT YUPEAUTENBHBIX IOKYMEHTOB OpPTraHH3aIMy BXOJST
PEKBU3UTHI:

1. rocynapcrBennsliii repo P® (repbd cyOwvexra PO min smbiema);

2. HaMEHOBaHME OpPTaHU3alMK aBTOpa JOKYMEHTA;

3. cnpaBoYHbIE JaHHbIE 00 opranuzanuu (ko opranuzanuu, OI'PH, MTHH\KIII);

4. orpaHUYMTENbHBIC JIMHU 7S JaThl 1 HOMEpa JJOKYMEHTa, CChTKM Ha Ne u 1aty

5. mpu HEOOXOAMMOCTH, OTPAHHYUTEIBHBIE OTMETKH IS BEPXHUX TPaHUI] 30H PACIIOIIOKEHHS
PEKBU3UTOB aJIpecar, 3aroJIOBOK K TEKCTY, OTMETKa O KOHTPOJIE, TEKCT JTOKyMEHTA.

B ¢opmymnsap Omanka KOHKPETHOTO BHAA JOKyMEHTa, KpPOME TWHChbMa, B 3aBUCHMOCTH OT
YUPEIUTETbHBIX JOKYMEHTOB OpraHU3allMi BXOAAT PEKBU3HUTHI:

1. rocynapcrBennsiii repd P® (repbd cyOwvexra PO min smbiema);
. HAMEHOBAaHUE OpPraHU3allMy - aBTOpa IOKYMEHTa;
. HANMEHOBAHWE BU/Ia JJOKYMEHTA;
. OTPaHUYUTENIbHBIC JIMHUY JUIA JaThl JOKYMEHTa U PETUCTPALMIOHHOTO HOMEpPa JOKYMEHTA;
. MECTO COCTaBJICHUS I U3IaHUS JOKYMEHTA,

DN B W
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6. mpu HEOOXOAMMOCTH, OIPAaHUYUTENIbHbIE OTMETKHU I TPaHMIl 30H PACIOJOKEHHsI PEKBU3UTOB
3aroJIOBOK K TEKCTY, OTMETKA O KOHTPOJIE, TEKCT.

[ToMuMO BbIIIENIEPEYNCICHHBIX BUJOB OJIaHKOB B KPYIHBIX YIPaBICHUECKUX alllapaTax CO3Ja0T
ONaHKU CTPYKTYPHBIX MozapasziencHuil. OTindne 3TUX OJaHKOB COCTOMUT B Pa3MELICHHMH HAaUMEHOBaHMS
CTPYKTYPHOTO ITOAPA3/IeJICHNs HH)KE HAMMEHOBAHUS OPraHU3alMY - aBTOpa JOKYMEHTA.

Taxoke s pykoBoauTenei, 00JIagaomuX MPaBOM IMOAMUCH, CO3MAIOTCA OJAaHKUA TOJDKHOCTHBIX
oL (KacaeTcsl OpraHu3aluii, KpYNHBIX CTPYKTYpHBIX nojpasneneHuit). Ilpu stom HauMeHoBaHue
JOJDKHOCTH  pa3MellaeTcs HIKE HaMMEHOBAaHUS OpraHu3allid - aBTopa JOKyMeHTa. B Onankax
PYKOBOIMUTENS CTPYKTYPHOIO IOAPA3JEICHHUs HAMMEHOBAHHE [JOJDKHOCTH IIOMEINAETCsl  HUXKE
HaMMEHOBAHMS CTPYKTYPHOI'O IOJApa3/IeICHUs - aBTOpa JOKYMEHTA.

B 3aBucuMOCTH OT PacnoIOKeHHUs PEKBU3UTOB YCTAHABIMBAIOT JBa BapuaHTa OJAHKOB - YIJIIOBOM U
IIPOJIOJIbHBIM.

IIpu yriioBoM BapHaHTe pEKBU3UTHI OJIaHKA PacIojaratoT B IEBOM BEPXHEM YIIIy; IPU MPOI0JbHOM
— BJIOJIb BEPXHETO I0JIA. YIJIOBOM BapuaHT Oosiee 3koHOMU4YEH. [Ipu m000M BapuaHTE pacroioXeHUs
PEKBU3UTOB, PEKBU3UTHI OJIaHKA, a TaK)XKe PEKBU3UTHI ajapecaT, rpu( yTBEpXkIEHUS U HaMMEHOBAHUE
JOJDKHOCTH B PEKBU3UTE MOATNUCH MEYaTAIOTCS ()JIarOBBIM WM LIEHTPHUPOBAHHBIM CIIOCOOOM:

- LIGHTPUPOBAHHBIM (HAYaJl0 MU KOHEL[ KaX/10i CTPOKHM PEKBU3UTOB PABHO yJaJE€Hbl OT I'PaHUIL] 30HbI
PacIoIOKEHUSI PEKBU3UTOB);

- (uaroBeIM (KaxJasi CTpoKa PEKBU3MTOB HAYMHAETCS OT JIEBOM T'paHUIbl 30HBI PACIOJIOKEHUS

PEKBU3UTOB).
PexBusut rocynapctBeHHblii rep6 PD (repd cyOnekra PO wunm smOnema) pacmoiaraioT Haj
CepeIMHOM pPEKBU3UTa HAMMEHOBAHWE OpraHW3allMd - aBTOpa JOKyMEHTa. PexBu3uUT sMOiema

OpraHM3alM JIOIIyCKAETCs pacrojaraTb Ha ypOBHE PEKBHU3MTAa HAaUMEHOBAHME OPraHU3allUM - aBTOPA
JOKYMEHTA.

Jns opranmsauuii cyobekroB Poccuiickoit denepanyy, UMEOMUX HapsAy € rOCyIapCTBEHHBIM
sa3plkoM  Poccuiickoit ®enepanuu rocylapcTBEHHBIH s3bIKk  cyObekTta Poccuiickoit ®enepanum,
11eJ1ec000pa3HO  MCIOJB30BAaHUE MPOJOJIBHOrO OJlaHKA; IpU  3TOM PEKBHU3UTHI HAMMEHOBAaHUE
OpraHM3aliy - aBTOpa JOKYMEHTA, CIPAaBOYHBbIE JaHHbIE 00 OpraHu3allH, MECTO COCTaBJIEHHUS WU
U3JaHKUs JOKYMEHTA Ie4YaTaloT Ha JBYX SI3bIKaX: PYCCKOM (CJ€Ba) M HAI[MOHAJIBHOM (CIpaBa) Ha OJHOM
YPOBHE.

IIpu M3roTOBIEHUN TOKYMEHTOB Ha JBYX U 0o0Jiee CTpaHULAX BTOPYIO U MOCIEIYIOLINE CTPAHUIIBI
HyMepyroT. Homepa cTpaHuI IpOCTaBISIOT IOCEPEAUHE BEPXHETO MOJIS JIUCTA.

Jlekuusi Ne 4 (2 yaca)
Tema «Oprann3anmoHHO-pacNOPSIAUTEIbHAS JOKYMEHTALUSD)
1. Bonpoce! pexuuu:
1.1. Opranu3anoHHbIe JOKYMEHTHI.
1.2. PactiopsinurenbHble JOKYMEHTBI.
1.3. CnpaBo4HbI€ JOKYMEHTHI.
2. KpaTkoe conepxaHue BOIIPOCOB:

2.1. Opranu3anMOHHbIE TOKYMEHTHI.

OpranuzanoHHbIE JOKYMEHTBI - KOMIUIEKC B3aUMOCBS3aHHBIX JIOKYMEHTOB, PETJIAMEHTUPYIOLINX
CTPYKTYpPY, 3a1auyd, (QYHKIUH TPEANPUITHS, OPraHU3AIMI0 €ro padoThl, IMpaBa, OO0S3aHHOCTH U
OTBETCTBEHHOCTb COTPYIHHUKOB MPEANIPUATHS.

Buael opraHn3alnoHHBIX JOKYMEHTOB:

- Ycras

- [Tonoxenune

- Nucrpykuus

- llITaTHOE pacnucanue

- [IpaBuiia BHYTpEHHETO TPYAOBOIO paclopsIKa

VYcraB mpeanpusiTus - CBOA  IPaBWI, PETYIHUPYIOLIUX AESITENbHOCTh OpraHu3alMi, HX
B3aMMOOTHOIICHUSI C JPYTMMH OpraHU3allsIMM W TpakJaHaMu, IpaBa U OOsf3aHHOCTH B cdepe
rOCyAapCTBEHHOM WIIM XO3IHCTBEHHOU JIEATEIbHOCTH.

VYcTaB 10KEH COAEPKATh CIEAYIONE PEKBU3UTHI:

- HAMMEHOBaHKEe OpraHu3aluy — aBTOpa JOKYMEHTA;
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- HAMMEHOBAHME BHUJIA IOKYMEHTA,

- laTa JOKYMEHTA;

- MECTO COCTABJICHUS WM U31aHUS JOKYMEHTA;

- Tpu YTBEPXKACHUS TOKYMEHTA,

- TEKCT JOKYMEHTAa;

- IIOATIHCh.

[Tonoxenue - 3T0 MPaBOBOM akT, ONPEAEIAIOIINN NOPSAA0K 00pa3oBaHus, 3a/1a4ul, 00sS3aHHOCTH,
1paBa, OTBETCTBEHHOCTh M OPraHM3aLMUI0 pabOThl HPEANPUSATHS B LEJIOM WIH €ro CTPYKTYPHBIX
MOJIpa3IeJICHUIA.

[Tonoxenue oopmisiercss Ha 001IeM OJIaHKE OPraHU3AIMH U COACPXKUT CIEAYIOIINE PEKBU3HTHI:

- HAMMEHOBAaHME OpPraHu3aliy — aBTOPa JOKYMEHTA;

- HAMMEHOBAaHHE CTPYKTYPHOI'O IIOJIpa3/IeJICHUS;

- HAMMEHOBAaHME BHUJIA IOKYMEHTA,

- JjaTa JIOKyMEHTa;

- rpuG YTBEPXkKAECHUS TOKYMEHTA.

WMHCcTpyKIus - NPaBOBOM aKT, U3aBaCMbIi WMJIM YTBEPKIAEMbIM B LIEJIAX YCTAaHOBJICHUS IIPaBUI,
PEryaupyroIuX OpraHu3alOHHbIE, HAYYHO-TEXHUYECKUE, (PMHAHCOBBIC U NHBIE CTOPOHBI AEATEIbHOCTU
YUpEKACHUHN, OPraHU3alnd, JOJKHOCTHBIX JIMII.

TEeKCT HMHCTPYKUMM HOCHT YKa3yIOIIUMH XapakTep U COAEP)KUT pacHOpsSAUTEIbHBIE CIIOBA:
JOJDKEH, CJIIEAYET, HEOBXOAMMO, u T.1. UHCTpYKIUS COAEPKUT CAEAYIOIUE PEKBU3UTHL:

- HAMMEHOBAaHME OpraHu3aluy — aBTOpa JOKYMEHTA;

- HAMMEHOBaHME BU/JIA JIOKYMEHTA;

- laTa JOKYMEHTa;

- MECTO COCTABJICHUS WM U3/1aHUS JJOKYMEHTA;

- 3ar0JIOBOK K TEKCTY;

- Tpud YTBEPKIACHUS TOKyMEHTA,

- TEKCT JOKYMEHTAa;

- IOAATUCh.

[lItaTHOE pacnucaHue - JOKYMEHT, 3aKpEIUIAIOIIMN JOJDKHOCTHOM M YHMCIEHHBIM COCTaB
NPEINpUATHS ¢ yKa3aHueM (QoHa 3apabOTHOM IIIaTHI.

[IITaTHOE pacnucaHue COAEPKUT CIAEAYIOIIUE PEKBU3NUTHI:

- HAMMEHOBaHKE OpraHu3alluy — aBTOpa JOKYMEHTA;

- HAMMEHOBAaHME BHUJIA IOKYMEHTA;

- JlaTa JIOKyMEHTa;

- MECTO COCTABJICHUS WM U3/1aHUs JOKYMEHTA;

- rpu( yTBEpKACHUS TOKYMEHTA;

- TEKCT JOKYMEHTAa;

- BU3a;

- IOATINCh.

[IpaBuyia BHYTPEHHEro TPYIOBOTO pACIOpS/IKA - OPraHU3AIMOHHBIM JOKYMEHT, B KOTOPOM
OTPa)KaAIOTCsl CIEAYIOLIUE BOIIPOCHI:

- opranu3anus padoTsl NPEANPUATHS;

- B3aUMHBI€ 0053aHHOCTH paOOTHUKOB M a]MUHUCTPALIH;

- IPEI0CTABJIEHNE OTITYCKOB;

- KOMaHJUPOBAaHUE COTPYAHHUKOB;

- BHYTPUOOBEKTHBIN PEKUM.

2.2. PacnopsiauTeNIbHBIE JIOKYMEHTHI.

PacnopsaurensHble  TOKYMEHTBI - JOKYMEHTBI, HOCSIIME AJMUHUCTPATUBHBIM XapakTep U
oOpameHHbIe K HIDKECTOSIIUM WM TOJYMHCHHBIM OpTaHW3alusM, TPyNmaM Wi  OTAEIbHBIM
JIOJKHOCTHBIM JIMIIaM.

Buasl pacniopsiuTenbHbIX TOKYMEHTOB:

- [TocTtanoBneHUE

- [Ipukas

- Yka3zaHue

- Pacnopsixenne
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- Pemienne

[TocraHoBIEHUE - ATO MPABOBOM AKT, MPUHUMAEMBIM BBICIIUM W HEKOTOPBIMU LEHTPaJIbHBIMHU
OpraHaMy KOJUIETHAJIbHOTO YIPAaBJIEHUS B IIENIAX pa3pelleHrs HauOosee BaXKHBIX M MPUHIIUIMHAIBHBIX
3a/1a4, CTOSIIIIUX Mepe JaHHBIMUA OpTaHAMHU, U YCTAHOBIICHUS CTAOUIIBHBIX HOPM U TIPABHUII TOBEICHUS.

@opMyIIsp MOCTAHOBIEHUS UMEET CIAEAYIOIINE PEKBUZHUTHI:

- rep6 P® unm cyObexTa;

- HAMMEHOBaHUE OpraHU3alluy — aBTOPA IOKYMEHTA;

- HAMMEHOBAaHUE BUJA JOKYMEHTA;

- MECTO COCTABJICHUS WM U3JaHUs JOKYMEHTA;

- laTa JOKYMEHTA,

- PErUCTPAaLIMOHHBIA HOMEP JOKYMEHTA;

- 3ar0JIOBOK K TEKCTY;

- TEeKCT;

- IIOJIIIUCH;

- BU3a COTJIaCOBAHUA.

IIpukas - npaBOBOM aKT, U34AaBAEMbII PYKOBOJMUTEIEM IPEIPUATHS, AJI Pa3pPEIICHUs] OCHOBHBIX
Y ONIEPATUBHBIX 33]1a4, CTOALLUX MEPe]l IPEANPUATHEM.

[TpukazamMu oQOPMIISIFOTCS:

- IOPSJOK ACSITEIbHOCTU MPEANPUSITHS;

- peLIeHHs U TIOPYYEHUS 110 OpraHu3auy paboThI;

- OPraHU3alMOHHBIE MEPOIIPUATHS;

- UTOTU PabOTBHI;

- pe3yibTaThl PEBU3UU U T.II.

VKa3zaHWe - pacHopsOUTENbHBIM JTOKYMEHT, M3[aBA€Mbli OpraHaMH TOCYJapCTBEHHOTO
YIOPABIECHUS,, MUHUCTEPCTBAMHU, BEIOMCTBAMHM, MPEANPUATUSIMU M OpPraHU3alUsIMH IO BONpPOCaM
MH(POPMAIIMOHHO-METOIUYECKOTO XapaKTepa, a TaKkKe IO BOMPOCaM, CBS3aHHBIM C OpraHM3anuei
WCIIOJTHEHUS TPUKA30B, UHCTPYKLUN U JPYTHMX aKTOB OPIaHOB YIIpaBJICHUS

Tekcer yka3aHusl COCTOUT U3 YaCTEH:

- KOHCTaTUPYIOILAsl YaCTh PACKPBIBACT IPUUMHBI U3/IaHUS IOKYMEHTA U HAYMHAETCS CJI0BaAMU: «BO
HCIIOJIHEHHE. .. », «B LEIAX», «B COOTBETCTBUN»

- pacnopsauTenbHas 4acTh HauuHaercs ciioBoM [IPEJIJIATAIKO, B Hell yka3bIBaroTcs
MIPEANUCHIBAEMBIE IEHCTBHS.

Pacnopspkenue - mpaBOBOM akT, M3JaBAaeMblii IO ONEPATUBHBIM BOIIPOCAM Ha NPEANPHUATHIX
€AVHOJINYHO 3aMECTUTENIIMU PYKOBOJIMTENSA, PYKOBOAUTEISIMU CTPYKTYPHBIX MoApasaesieHuid. Tekcr
pacIIOpsKEHUST UMEET T€ K€ paslelibl, 4TO U IPUKa3, TOJBKO PaCHOPSAUTENIbHAS YacTh HAYMHAETCS
cinoBamu «[TPEJIJIAT AIO» mm «OBA3BIBATO».

Pewienue - pacnopsaauTenbHblil JOKYMEHT KOJUIETMAIBHOIO OpPraHa YIpaBJIEHUs, U31aBaeMbli 110
BAKHEWILIMM BOIIPOCAM WJIH JUISl BBEJICHUS HOPM, IOJIOKEHHM.

Pemenust cocTaBislOTCS MO MPOM3BOJCTBEHHBIM BOIPOCAM COBETAMU JAUPEKTOPOB, OOLIMM
coOpaHHeM aKIIMOHEPOB U T.1. TeKCT cOCTOUT u3:

- KOHCTaTUPYIOMIEeH YacTH (M3NaratoTcsi IPUYUHBI U3AaHUS JTOKYMEHTA)

- pacnopsAMTENbHON YacTH (yKa3blBalOT HAMMEHOBAaHHUE OpraHa, IPUHUMAIOLIET0 pelIeHHe, 3aTeM
- cnoo PEIINII Ha oTnenpHOM CTpOKeE).

2.3. CripaBOYHBIE IOKYMEHTHI.
NudopmaninoHHO cripaBOYHBIE JOKYMEHTHI - 3TO IOKYMEHTHI, B KOTOPBIX COJIEPYKATCsI CBEJICHUS,

Ha OCHOBAaHUW KOTOPBIX MPUHUMAIOTCA OIpEACICHHbIE pelieHus, 10 ecTb TaKue JOKYMEHTHI
VHULIMAPYIOT YIIPABICHUYECKUE PEIICHHUS U TIPU 3TOM HE OTPAaHUYHMBAIOT MCIIOJHUTENS B BRIOOpE criocoda
YIPABJIEHUECKOTO BO3JEHCTBHUSI, B OTIMYHE OT OPraHU3alMOHHO-PACTIOPAIUTEIbHBIX.

Bunbr nH(bOpMAIIMOHHO CITPAaBOYHBIX TOKYMEHTOB:

- IINCHBMO;

- MPOTOKOJT;

- CIIpaBKa;

- IOKJIaIHAs 3aIliCKa;

- 00BsICHUTEIIbHAS 3aIIMCKa,;

- aKT;
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- TEJIErpaMMa;

- Tesie(hOHOTpaMMa;

- haxc;

- QIIEKTPOHHOE COOOIICHUE U Jp.

CaMmbIM 3HAUUTENBHBIM BUJOM HH(GOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB SIBJISIOTCS JEJIOBbIE
nucbMa. [IuceMo - 00001IeHHOE Ha3BaHUE PA3TMYHBIX [0 COJACPKAHUIO JOKYMEHTOB, CIYXKAIIUX IJIs
CBSI3U U Ilepe/laun HHPOpMaLUU MEXy afpecaTaMu. Bubl ciry>keOHBIX MUCEM:

- MUCHMO - TTPOCH0a;

- IIUCBMO - MIPEJI0KEHUE;

- IUCHMO - [IPETECH3US;

- IUCBMO - 3aIPOC;

- INCHMO - U3BEILIEHUE;

- nH(OPMALIMOHHOE MTHUCHMO;

- IUCHMO - OTKa3;

- IUCHMO - HAIIOMUHAHHUE;

- COIPOBOJIUTEIBHOE TUCHMO U T.JI.

[TpoTokoN - 3TO MOKYMEHT, (UKCHUPYIOLIMI XOA 3acelaHus U HOPSAOK NPHUHATUS peleHHs
KOJIJIETHAJIBHBIM OpraHoM yrpasieHus. 1o crenenn ¢guxcupoBanus WHGOPMALMKA U CTEHICHHU TTOJHOTHI
3allUCH TEKCTa MPOTOKOJIBI MOJPA3JeNAIoTCs Ha KpaTkue M noiHsle. KpaTkuil mpotokon (ukcupyer
bamMuIUN TOKJIaTYMKOB, TEMbI JOKJIAI0B M BBICTYIUICHHHA W NPHHATHIC pemieHus. [IoMHBIA MPOTOKOT
COJZIEp’KUT 3allMCh BCEX BBICTYIJICHMH 1O XOJy 3acefaHus. Pemenue o ToM, Kakyroo (GopMy MpOTOKOJIA
BECTHU Ha 3aCe/laHuU [IPUHUMAET PYKOBOJUTEIb KOJUIETHAIBHOIO OpraHa ylpaBieHUs WIH PYKOBOJIUTEND
OpraHu3aLMH.

OT NpoTOKOJIOB 3ace/laHusl KOJUIETMAJIbHBIX OPraHOB YNPABJICHUS CIEAYET OTIMYATh IPOTOKOJIBI
CJICZICTBEHHBIX, 3/IMUHUCTPATUBHBIX U IPYTUX OPraHOB, a TAKXKE MPOTOKOJIbI JOTOBOPHOI'O TUIIA.

[TpoToxosibl 0(OpMIISIOTCS HA OCHOBAaHMH YEPHOBBIX 3allMCEN X0/1a 3aCeAaHUsl, CTEHOTPaMMBbI HJIN
3BYKO3aIMCH 3aceJaHMsl, a TAK)KE MAaTepUaJIOB, 3apaHee MOJTOTOBICHHBIX K 3aC€IaHUI0 KOJIETHaIbHOTO
OpraHa ynpaBJI€HUS.

OTBeTCTBEHHOCTh 332 O(OPMIIEHHME U IPaBHIIBHOCTh 3aluceil B NPOTOKOJE HECET CEKpeTaphb
KOJUIETHaJIbHOTO OpraHa yIpaBJIeHUs WM CEKpeTapb PYKOBOAUTEIIS.

CrpaBka — 3TO JIOKYMEHT, COJEpXAall1il ONMCaHUe U MOATBEP)KICHHUE TeX WM MHBIX (AKTOB U
coObITuii. CripaBKM OBIBAaIOT JIBYX BHJIOB: ¢ HH(GOpMaluel o (pakTax u cCOOBITUSIX CIIyK€OHOTO XapakTepa,
U BBIJaBa€Mble 3aMHTEPECOBAHHBIM I'paXkJaHaM M OpraHu3alusM JJs YAOCTOBEPEHHUS TOrO WJIM HWHOTO
IOPUANYECKOTO (haKTa.

JloxiagHas 3amucka — JOKYMEHT, aJpecOBaHHBI PYKOBOJWTENIO JAHHOM WM BBIILIECTOALIEH
OpraHu3ay 1 THPOPMUPYIOLIUI €ro O CIOXKHUBIIECHCS CUTyallud, UMEBILIEM MECTO SIBICHUU WU (aKTe,
O BBINOJHEHHOW paboTe, a TaKXKe COAEp)KaIlllMi BBIBOJBI M MPEAJIOKEHHUs cocTaButTensd. JlokianHas
3amMcKa TOTOBUTCS KakK MO HWHUIMATHBE CaMOro pabOTHHKA, TaK U MO yKa3aHHIO pykoBojcTBa. llenb
JIOKJIa/IHOM 3aIUCKU — NOOYAUTh PYKOBOAMTENS IPUHATH ONPEICIEHHOE PEeIIEHHE.

OObsicHUTENbHAS 3alKMCKa — 3TO JOKYMEHT, MOSICHSIOIMIMM COJlep)KaHue OTAEIbHBIX IMOJIOKEHUMN
OCHOBHOT'O JIOKyMEHTa WM OOBACHSIOIIMN NPUYMHBI Kakoro — ju0o coObITus, (akTa, MOCTYIKa,
COCTaBJISIEMBbI PaOOTHUKOM OpraHU3alliy U MPEACTABISEMBbIN BBIIECTOSIIEMY J0KHOCTHOMY JIUILY.

AKT — JIOKyMEHT, COCTABJICHHBIM HECKOJBKMMH JIMLAMHU U IOATBEP)KIAIOLIUN yCTaHOBJICHHBIN
¢akt, coObITHE, IEHCTBUE.

Cy1iecTByeT MHOKECTBO Pa3HOBUJHOCTEH AKTOB C TOYKH 3PEHUS MX COJAEPKAHUS M HA3HAYCHMSI.
Yame Bcero akThl COCTAaBISIIOTCS KOJIJIETHAIbHO, KOMHUCCHUSIMU (IIOCTOSIHHO-AEWCTBYIOIIMMH WJIU
Ha3HA4YaeMbIMH PYKOBOJCTBOM.). [JlaBHOE MpH COCTAaBICHMHM aKTa — YCTAaHOBJIEHHE (PAKTHUUECKOTO
COCTOSIHUS JIeNT U MPaBUIbHOE UX OTpakeHHE. AKT COCTaBIISIOT HA OCHOBE YEPHOBBIX 3alMCel, KOTOpbIE
BEAyTCs BO BpeMsl paboThl KOMMCCHMH WM TPYNIbl JHI W coJepXaT (aKTUUYEeCKUe JaHHBIE,
KOJIMYECTBEHHBIE [TOKA3aTENH U JPYTrre CBEACHHUS.

Tenerpamma — 53T0 0000IIEHHOE Ha3BaHWE pa3IMYHBIX 10 COAEP)KAHUIO JOKYMEHTOB,
neperaBaeMblii o KaHamaMm TenerpadHoil miaM ¢akCUMUIBHOW CBsi3U. TenerpaMma COCTaBisIETCS B
cllyyasix, KOrja OTIpaBKa JJOKyMEHTOB IIOYTOIH He 00ecreyrBaeT CBOEBPEMEHHOTO PEILICHHs BOIIPOCOB.

Teneponorpamma — odunHMaTEHOE COOOIIEHHE, TepeaaHHoe 1o TenedoHy. OITOT BHUT
MH(POPMALIMOHHO-CIIPABOYHOTO JIOKyMEHTAa HCIOJb3YeTCs A Tepelaydl CPOYHBIX PpaclopsKeHUH,
U3BEIleHUH B Ipe/enax TeaeOHHON CBA3H.
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®dakc — JOKYMEHT, TOJYYCHHBIA C TIOMOIIBIO CIIEMAIBHOTO ammaparta (Tenedakca) 1Mo
teneoHHbIM KaHamam cBs3u. Dakc Bcerma OyneT SIBIATHCS KOMUEH TEPEeJaHHOTO JOKYMEHTA.
Odopmienne ¢akca OCyIEeCTBISIETCS aHATOTHYHO 0(POPMIICHHUIO IEJTOBOTO MTHUCHMA.
DJIEKTPOHHOE COOOIIEHHE — 3TO JIOKYMEHT, IepeAaHHbIA JIEKTPOHHOM MOYTOM IO CHCTEME CBS3H
Mexay 9BM, nmonydaemslli B BUIE BHACOIPAMMBI Ha KpaHE MOHUTOpPA WJIM B BUAC OYMa)KHON KOIIHH,
OTIEYaTaHHOW HA MPUHTEPE.

Jlexknust Ne 5 (2 yaca)
Tema «Opranusanusi J0KyMeHTO000pOTa>
1. Boripocsl nekuu:

1.1. IlonsATHE «TOKYMEHTOOOOPOTY.

1.2. OcHOBHBIC MPUHIIMTIBI PAOOTHI C TOKYMEHTAMHU.

1.3. OcHoBHBIC 3a1aun U QyHKIUHU CITyKObl [JOY.

1.4. ®opmer cityx6b1 JIOY.

1.5. HopmatuBHas pernamenTaius padbots ciyxos1 JJOY.

2. Kpatkoe cojiep>kaHre BOIPOCOB:

2.1. ITonsATHE «TOKYMEHTOOOOPOTY.

JIOKyMEHTOOOO0POT — 3TO AEATEIHHOCTh MO OpraHMU3aIMK JBUKEHHUS JOKYMEHTOB Ha MPEINPHUITHH
C MOMEHTa MX CO3JaHMsI WM TMOJIY4YEHMs] 10 3aBEpILEHUS HCIOJHEHHUS JOKYMEHTa, BKIIIOYas €ro
apXUBaIMIO U MOCIENYIOIIee XpaHeHue.

I'maBHas 3agaya JOKYMEHTOOOOPOTA U JIUL, YIIOJHOMOYEHHBIX BECTHU JIEIONPOU3BOICTBO B KaKOM-
nub0 OpraHu3alvyd - MUHUMH3UPOBATH BPEMs MPOXOXKACHHUS, MPOXOXKICHUE TOKYMEHTa M3 TOUKH A
(mpuem) o Touku b (apxuBanus).

[Topsanox mpoxoxkIeHus: JOKYMEHTOB U OIEpalyy, JODKEH PEerIaMeHTUPOBAThCS MHCTPYKIMEH MO
JeTIOTIPOU3BOACTBY TMPENNPUATHS, TaOeleM YHU(PHUIMPOBAHHBIX (OPM JOKYMEHTOB, IOJIOKEHUSMH O
CTPYKTYPHBIX HOJpa3AeNeHUsIX U JOHKHOCTHBIMU HHCTPYKIIUSIMU UX PAOOTHHUKOB.

JIro6oi JOKYMEHT, JOCTaBJIEHHBIM B OpraHU3alHI0, I0JKEH ObITh 3apErUCTPUPOBAaH U 00padoTaH.
O06paboTka BXOASAIIMX JTOKYMEHTOB JOJDKHA BKIIIOUATh pEerHCTpaluio B xypHaie. [locne paccMoTpenus
PYKOBOJUTENEM W PETUCTPALMM JIOKYMEHTHI NEPEJAlOTCs HCHOJHUTENSIM. JIOKyMEHT HaxonuTcs y
UCIIOJIHUTENS [0 OKOHYATeJIbHOro pemieHus Bompoca. llociae wuCmonHeHHs TOKYMEHT JOJIKEH
MOJIIMBATHCS K Aeny. J{eno - 3T0 COBOKYIHOCTh JOKYMEHTOB, OTHOCSIIUXCS K ONpEAEeIEHHOMY BOIIPOCY
(mamka WM KapTOTeKa, BHYTPH KOTOPOW JOKYMEHTBI pacloJIOKEHbl B ompejaeraeHHOM mnopsake. [lo
HCTEUYEHNHU YCTaHOBJIEHHOT'O CPOKa JieJia IIepejatoTCcsl Ha XpaHEHHE B apXUB.

Hcnonb30BaHue CTaHIAPTU3HPOBAHHBIX (OPM  JOKYMEHTOOOOpPOTa TIO3BOJIAET  BBINOJHUTH
OTITUMH3AIHIO TBM)KEHUS TOKYMEHTOB B JIt000H opranuzaiun. [IpunsaTo paznudats 3 Gopmbl:

1. llentpanu3oBanHas. [ TaBHBIM MPUHIMI TaKOW (HOPMBI - aKKyMYJIHPOBAHHE BCEX TOKYMEHTOB B
OJIHOM CIIeLHaIN3uPOBaHHOM MojpaseneHuu. Hanpumep, B kKaHLenspuu.

2. Jenentpanu3oBaHHas. B 3ToM ciy4ae [ITOKYMEHTOOOOPOT OCYIIECTBISIETCS B Pa3HBIX
cTpykTypax. Takas ¢opma akTyaiabHa, €ClIM KOMIIAHHS COCTOUT M3 HECKOJBKHX TEPPUTOPUATBHO
yIaJeHHBIX MOAPa3IeICHHA.

3. CMemanHas - oJipa3yMeBaeT COBOKYITHOCTb XapaKTEePUCTUK MEPBBIX IBYX (HOpM.

OneKkTpoHHbIH JokyMeHToo0opoT (B10) - 310 mporiecc, KOTOPbIM YCKOpSeT U yIpoIlaeT nepeiady
nHGOpPMAIMK KIIMEHTaM, MOCTABIIMKaM, TOCOPTaHaM WM BHYTPH KOMIIAHWH, MO3BOJISIET KOHTPOJIHPOBATH
B3aMMOpPAaCcUeThl MEXIY OpTaHW3alUSIMHU WM TEPPUTOPHAIBHO YIAJICHHBIMHU MoJpa3jeneHusMu. Bce
JOKYMEHTBI MPU 3TOM CO3JAIOTCS B DJIEKTPOHHOM BHUJE, MOAMHCHIBAIOTCA 3JEKTPOHHON MOANUCHIO, a
3HAYUT, UMEIOT IOPUIUYECKYIO CUITY.

s obecrieueHUs: ONTHUMAIBHOTO AJIEKTPOHHOIO JOKYMEHTOOOOpOTa CO3/aHbl CHelHalbHbIe
MPUKIIAJHbIE KOMIBIOTEpHBIE cucTeMbl. OHON 13 Hanbosee mpuMeHseMbIX sBisieTcs «1C».

2.2. OcHOBHBIE IPUHIIUIIBI PA0OTHI ¢ TIOKYMEHTAMH.

OCHOBHBIMH TPHUHITATIAMHU PA0OTHI ¢ JOKYMEHTAMH SBJISOTCS:

- IUHBINA TOPAIOK cOCTaBIeHUs (0POPMIICHHS) JOKYMEHTOB U PabOTHI C HUMH;

- 4YeTkoe paszaeneHue GQyHKUUH u  00sA3aHHOCTEH Mexay pabOTHUKAMU MPEaIpUdTUs,
HCKITIoUaroniee 1y0nrupoBaHUe TOKYMEHTHBIX ONepalinii;
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- COBPEMEHHOE TEXHHWYECKOE OCHAICHUE EeJIOMpPOU3BOACTBA (OQHUCHBIE TpOrpamMMmbl, (aKChl,
KCEPOKCHI, CKAaHEPHI, JIEKTPOHHAS TI0YTa, CPEICTBA MAIION OPTTEXHUKH);

- 11eJIecCO00pa3HOCTh BCEX JIETOMPOU3BOJICTBEHHBIX ONepanuil (Kakmas padoTa ¢ JTOKYMEHTaMH
JOJDKHA OBITH HEOOXO0IUMa IS AEATEIbHOCTH PEANPHUATHS, ONpaBIaHa KOHKPETHOW IEIBIO);

- yMeJIoe COYeTaHUE JOKYMEHTAIMOHHOT'O OOECICUEHHUs YIpPaBJICHUS C 0€3I0KyMEHTAIMOHHBIM
(cocTaBieHHE JOKYMEHTOB TOJBKO B TOM CIIy4ae, KOTJa JTO HEOOXOAMMO WM YCTaHOBIIEHO
HOPMAaTUBHBIMH aKTaMH).

B opranu3zaium paboTsl ¢ JOKYMEHTaMH JTOJHKHBI OBITh PEAYCMOTPEHBI:

- HHCTPYKIIHS IO JICJIONPOU3BOJICTBY MPEIAPUATHS;

- 00pa3ibl MPaBUIBLHO OOPMIICHHBIX JOKYMEHTOB, YCTAHOBIICHBI HA KOMITBIOTEPAX PaOOTHUKOB;

- HOMEHKJIaTypa JeJI MPEANPHUATHSI CO CPOKAMHU XpaHEHUS JIOKYMCHTOB;

- TOJIDKHOCTHBIC I/IHCprKHI/II/I pa6OTHI/IKOB, YCTaHaBJII/IBaIOH_[I/Ie 06$I3aHHOCTI/I U OTBECTCTBCHHOCTH
3a MOJArOTOBKY M COXPAaHHOCTh JJOKYMEHTOR;

- nH(GOPMUPOBAHKUE PYKOBOACTBA MPEANPHUATHS O COCTOSIHUU PAOOTHI C TOKYMEHTAMU;

- Ha3HAYCHHUE COTPYIHHUKOB, OTBETCTBEHHBIX 32 OPTaHU3AIMIO JCIOMPOU3BOJICTBA B CTPYKTYPHBIX
MOIpa3/ICIICHUSX.

2.3. OcHoBHBIC 3a/1a4¥ 1 QyHKIIUU cinyxO0b1 JIOVY.

B coBpemeHHBIX YCIOBHSX, Korja paboTa C YHOpaBICHYECKOH JOKyMEHTalled BO MHOTHX
VAPEXKICHUSX OCHOBBIBACTCS HAa KOMITBIOTCPHBIX TEXHOJOTHUAX, QyHKOuH ciayxosr JOY He
OTPAaHUYUBAIOTCA TOJIBKO OpraHHu3alueil JTOKyMEHTOO0OpOTa YUpPEXKACHHS, Y4YEeTOM JIOKYMEHTOB U
KOHTPOJIEM 32 UX UCTIOJTHEHUEM.

Cnyx6a JOY mnpuHMMaeT HEMOCpeICTBEHHOE ydacTHE B IIOCTAHOBKE 3ajad MpH pa3paboTke
ABTOMATHU3MPOBAHHBIX HH(POPMAIIMOHHBIX CHCTEM Il pa0OTHI ¢ JOKYMEHTaMH, B 00CCIICUCHUH PEKUMA
J0CTyna K UHGOpMAaIIMK U 3aluTe HHPOpPMAIIHH, B COBEPIICHCTBOBAHUU PAOOTHI C IOKYMEHTAMHU.

OCHOBHBIMU 33J1a4aMU CITYXKOBI SBJISIFOTCS:

1) obecnieueHre JOKYMEHTHPOBAHUS YIIPABICHYECKOM 1€ TEIbHOCTH;

2) opranu3anus paboThl C JOKYMEHTaMU B YUPEK/ICHUY;

3) coBepuieHcTBOBaHKE (HOPM U METOZOB PabOThI C TOKYMEHTAMH.

3anmaun JIOVY, onpenensitor ee pyHkmmuu. PaccMoTpum 3TH 3a1a9u:

[lepBas 3amaua, obecrieuyeHUs TOKYMEHTHPOBAHUS B YUPEKICHHH, MOXET OBbITh pellleHa Mpu
BBITIOJTHEHUH CIISAYIONTNX (DYHKITHH:

- pa3zpaboTKa U MPOEeKTUpOBaHUE OJAHKOB, 00ECTIEYEeHHUS MX U3TOTOBJICHHUS,

- oOecrieuyeHre U3rOTOBIICHUS JJOKYMEHTOB, KOMTUPOBAHUS U THPAKHPOBAHMS;

- KOHTPOJb KauecTBa MOJTOTOBKUM M OQOPMIICHHUS IOKYMEHTOB, COOJIOJCHHE YCTaHOBJICHHOMN
MIPOIIETyPBI COTJIACOBAHUS M YIOCTOBEPEHUE TOKYMEHTOB.

Bropas 3anaga opranuzanuu paboThl C TOKyMEHTaMH, €€ (pyHKIINUU:

- YCTaHOBJICHHE €MHOTO MOPSIKA IIPOXOKIACHUS TOKYMEHTOB (IOKYMEHTOO00pOTa YUPEKICHHS);

- OKCTIETUITMOHHAA 00pabOTKa BXOISAIINX U UCXOAAIIUX JOKYMEHTOB;

- pETHCTpANHsI M YYET TOCTYIAIINX, OTIPABISAEMBIX U BHYTPCHHHUX JIOKYMEHTOB;

- KOHTPOJIb UCTIOTHEHUS JOKYMEHTOB;

- CHCTeMaTu3alusl JOKyMEHTOB, OOECIIC€UYeHHE WX XpaHEHHE M HCIOJIb30BAHWE; OPTaHU3aAIHS
paboThI ¢ oOpaleHus MU Tpakiansd

- OGecnieyeHune 3auUThl THPOPMAIUH.

Tpetss 3amavya coBepiieHCTBOBaHUS (JOPM U METOIOB PabOTHl ¢ JOKYMEHTAaMHU BKJIIOYAIOT B ceOs
BBITIOJTHEHUE CIICAYIONTNX (DYHKIIH:

- pa3paboTKy u TepepadOTKy HOPMATHBHBIX, HHCTPYKTHBHBIX, METOJUYECKUX JTOKYMEHTOB H
JOBEJICHUE WX JIO CBEJICHHUS PaOOTHUKOB OpTraHU3aIlNH;

- METOJMYECKOe PYKOBOJCTBO M COOJIIO/ICHHE YCTAaHOBIEHHBIX MPaBHI pabOThl ¢ TOKYMEHTaMHU B
CTPYKTYPHBIX TIOJIpa3/IeIICHUSX OpraHu3aIliy;

- TOBBINICHHE KBaTM(UKAMK PAOOTHUKOB OpPTaHM3AIMH M UX KOHCYIHTHPOBAHUE IO BOMpPOCaM
paboTHI ¢ JOKYMEHTaMH;

- YHOOpsI0YeHHE JOKYMEHTAIMH OpTaHu3aIliy, MpOoBeJeHHe padoT Mo YHHU(PHUKAIUU JTOKYMEHTOB,
paszpabotka Tabens u Anp6oma GopM TOKYMEHTOB, IPUMEHSIEMBIX B IEATEILHOCTH OpTraHU3AIINH;

- pa3paboOTKy M BHEJIPEHHE HOBBIX ()OPM M METOJOB PabOTHI C JOKYMEHTaMH, COBEPIICHCTBOBAHUE
JOKYMEHTO000POTa OpraHU3aIllH, TOBBIIICHNE UCITOTHUTEIHHOHN TUCIIUILIIHHEI,
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- TIOCTaHOBKY 3a/1a4 pa3pabOTKN M COBEPUICHCTBOBAHMS aBTOMATH3MPOBAHHBIX MH()OPMALIMOHHBIX
cHcTeM M 0ax JaHHBIX U1 pabOThI C JOKYMEHTaMH.

2.4. ®opwmel ciyx0er IOY.

B Hacrosimmee Bpemsi OTCYTCTBYIOT KakHWe-IMOO HOPMATHUBHBIC JOKYMEHTHI WA JOKYMEHTHI
METOAMYECKOTO XapaKTepa, KOTOPBIMU CJIEOBaJI0 OBl PYKOBOJCTBOBAThHCS MPH BHIOOpPE HAMMEHOBAHUS
cy:k0b1  JIOY u ompenerceHun ee CTPYKTYpPhI, IOITOMY OpraHH3allid BIPaBE CaMOCTOSITEIHHO
NPUHUMATh PELICHHs 0 3THM BompocaM. TemM He MeHee, IPU ITOM CICAYeT YYUTHIBATH HECKOJIBKO
(hakTOpOB:

- XapakTep AesATeIbHOCTH OPTaHU3alMH, €€ CTPYKTYPY (KOJIMYECTBO MOJPA3/AeICHUH, YUCICHHOCTD
arrmapara yrpaBJeHHs U OOIIYIO YUCIIEHHOCTh paOOTAIOIINX );

- 00beM JOKYMEHTO00O0POTa OpraHU3aIIH;

- HaJW4YME TIOJIBEJJOMCTBCHHON CHCTEMbI (IIOJBEJOMCTBCHHBIX OpraHu3aiuid, (QuiInamos,
OT/ICJICHUH, NIPE/ICTABUTENILCTB) M XapaKTep B3aMMOOTHOLICHUI MEXy HUMHU M IEHTPAJIbHBIM OPraHOM
yIIpaBJICHUSI.

Ha mpakTuke HCIONB3YIOTCS pPa3MYHbIEe Ha3BaHHs EJIONPOU3BOACTBEHHOIO IO/APa3AeICHUS:
yIpaBJICHUE JelIaMH, KaHIEIsApus, OO OTAeN, OT/Ae] ACJIONPOU3BOICTBA, OTIACN KOPPECIIOHICHITUH,
ciry>k0a JIeJIONpPOU3BOJICTBA, CIYKOa JTOKYMEHTAIIMOHHOTO OOecreueHHs yNpaBleHHs, YIpPaBJICHHUE II0
paboTe ¢ TOKyMEHTaMH, OT/Ie] TOKYMEHTAIUHU | JIp.

VYnpasieHue aeraMu — 3TO0, KaKk IPaBUIIo, MOApa3AeieHne, UMEIoIee BHYTPEHHIOI CTPYKTYpy. B
COCTaBE YIPABICHHS JIEIaMHU BBIICISIFOTCS TPYIIIBI, CEKTOPA, OTIENbI M JPYrHe CTPYKTYpHBIC YacTH,
00ECTIeYNBAIOIINE YUET U PETUCTPALHIO JTOKYMEHTOB, KOHTPOJIb 32 UCIIOJIHEHHEM JIOKYyMEHTOB, paboTy ¢
JOKYMEHTaMH KOJUICTHAJIbHBIX OPraHOB, U3rOTOBJICHHE JOKYMEHTOB, KOIMPOBAHHE M THUPAXKUPOBAHUE
JOKYMEHTOB, a TaKK€ TaKWe IOJpa3/IeleHus, KaKk CEKpeTapuar, apXuB, OTIENl COBEpIICHCTBOBAHUS
JIeTIOTIPOU3BOCTBA M JIp. YTpaBICHHs JeJaMH CO3[JAIOTCS B KPYIHBIX OpPraHM3alUsiX, HMEIOLIHX
MOJIBEZIOMCTBEHHYIO CTPYKTYpY: oOpranax (enepanbHON HUCIONMHUTENFHOW BIIACTH (MHHUCTEPCTBA,
CITy’KOBI, areHTCTBA), KPYITHBIX aKIIMOHEPHBIX KOMIAHHSX U JIp. YIPaBICHHE JeJIaMU Hapsay ¢ Cyryoo
JIeTIOTIPON3BOACTBEHHBIMI  (DYHKIIMSIMH OCYIIECTBIISICT OPTaHU3alMOHHO-METOAMYECKOE OOecredeHne
JIeTIOTIPOM3BOICTBA TIOJIBEIOMCTBEHHBIX OpraHU3alln.

OcranbHble IPUBECHHBIC Ha3BaHUS — KaHIIEJSIpUs, OOIIUNA OT/IEN, OTAEI JIeTONPOU3BOICTBA U JIP.
B COJIEPXKATEIbHOM IUIAaHE MOXKHO pacCMaTpUBaTh KaK CHHOHUMBL KaHIEnspus — 3T0, MOXKaIyH,
HauOoJiee TOHIATHOE U MpUBBIYHOE HazBaHue ciayk0bl JIOY. OHO ymoOHO TeM, YTO COCTOUT M3 OJHOTO
CIIOBA, a 3HAYUT, MPOIIE B YIOTPEOICHNH, OJJHAKO B CO3HAHMM MHOTHX 3TO Ha3BaHUE ACCOIMHUPYETCS C
«KAHLEIAPCKOW PYTHHOW», «KAHIEISIPCKOM BOJIOKUTOH», TO €CTh C HEraTUBHBIMH CTOPOHAMHU
nenonpousBojacTBa. HazBanne «oOmuil oT/1€1» MHOTUM HE COBCEM IMOHSTHO, MIOCKOJIBKY CJIOBO «OOTIUI»
MOJKET IPEAIONaraTh BCe YTO YTrOJHO, a pe4b BCE-TAaKU HJET UMEHHO O padoTe ¢ TOKyMeHTaMu. B aTom
TUTAaHE Ha3BaHUS «OTAET JEIONPOU3BOJICTBAY, «OTEIN 1O paboTe ¢ JOKYMEHTaMH» U T.I. 00Jee YIauHblI.
Hcxons u3 3TUX COOOpakeHWIl TNpH BHIOOpE HA3BaHMS CIYKOBI JIEIOMPOU3BOJCTBA TPEANIOYTCHUE
CIIeyeT OTJaTh €CIIM HE Ha3BaHUIO «KAHLEISPUS (B CHILY €ro MOHSATHOCTH M yJ00CTBa yrmoTpeOIeHHs),
TO TaKUM Ha3BaHUSM, KaK «OT/AEJ JENIOTNPOU3BOJICTBA», «OTAEN JOKYMEHTAMOHHOTO OOECTICUCHHS» U
T.II.

Ha xpynHbIX npeanpusTusx B coctaBe ciayx0sl JJOVY Boiaenstorcs GyHKIMOHAIbHbIE TPYIIIBI U 32
KaX/IbIM COTPYJHMKOM 3aKpEIUIAIOTCS OmpeseneHHble 00s3aHHOCTU. B coctaB ciayxObl JIOY moryr
BXOJIUTh CEKpeTapuar, 3Kcrhenuuus, rpynmna (01opo, OTAeN) KOHTpOJs, rpymnmna nucem (06ropo xainoo,
OT/IeN OOpallleHuil HacelIeHus ), MallIMHOMIMCHOE OI0pO, KOMUPOBAIbHO-MHOKUTEIBHOE OI0PO, apXHB.

Ha cpennux npennpustusx Gpyakuuu ciyx0b1 JIOY BBIOTHAIOT OTIETBHBIC CHEITHATUCTHI 110
y4JacTKaMm palboThI.

Ha nebonpmux npennpustusx ciayxoa JJOY coctout u3 2-3 denosex.

Bo MHorux opranmzamusx ciayx6a JIOY He sBIsSeTcs caMOCTOSTENbHBIM MOApa3feiIeHUEM, a
BXOJIUT B COCTaB aJIMUHUCTPATUBHO-XO3AUCTBEHHOU CIIy>KObI, CIy>KOBbI YIpaBJI€HUsS NEPCOHAIOM WU
Oyxrantepuu. OgHako opraHu3anus pabOThl C JOKYMEHTaMH — 3TO BIIOJIHE CaMOCTOSITENIbHBIA BH[
NEeSTeIbHOCTH, HUYEro OOIIEero He MMEIOIIUN C XO3SHCTBEHHBIM OOECIEUEeHHUEM WU OyXTalTepCKUM
yuetoM. [lockomnbky ciyx6a JIOY ¢dakrudecku ymnpaBiseT JOKyMEHTalMed M JOKYMEHTAallMOHHBIMU
MIOTOKAMHU BCEW OpraHu3alii, OHA JOJDKHA OBbITh CAMOCTOATEIbHBIM MOJpa3/JelieHneM, MYCTh U C
HEOOJIBIION IITAaTHOM YMCICHHOCTBIO (3TO MOXKET ObITh 2—3 4Yell.), ¢ MOAYMHEHHWEM HEMOCPEICTBEHHO
PYKOBOJUTENO OpPraHU3allMM WIH OJHOMY M3 3aMECTHTeNIel pPYKOBOIUTENS, KYypHUPYIOLIEMY BOIPOCHI
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nHpOpManUi M JOKYMEHTAIlMU. OTO NPHUHIMIHAIBHO BaXXHO €Ile W MOoToMy, 4ro ciayxba JIOY
HEMOCPEACTBEHHO paboTaeT C pPYKOBOJACTBOM, pEMIAeT BOMPOCHI PACCMOTPEHUS JOKYMEHTOB,
KOHTPOJIMPYET UX HCIOJHEHHUE, BEAET CIPaBOUYHYI0 pabOTy MO JAOKyMEHTaM IO 33JaHHUI0 PYKOBOJICTBA,
BBIIIOJIHAET APYTUe IOPYYEHUS PYKOBOICTBA.

2.5. HopmaruBHast pernameHTarnws padoTel cnyx0b1 JIOY.

HopmaTtuBHO-IpaBoBbIe JTOKYMEHTHI, periameHTupyromue JIOY - 3akoHOnmarenpHas OCHOBA
B3aMMOJICHCTBUS OpPraHU3allii KaKk ¢ OpraHaMH BIIACTH, (MHAHCOBBIMH CTPYKTYpPaMU U KOHTpareHTaMu,
TaK ¥ C MIEPCOHATIOM.

B nepByro ouepenp 310 - KoHcTuTynusa. ECTh TOCTaTOYHO pacrpoOCTPaHEHHOE MHEHHE, YTO POJIb
OCHOBHOTO 3aKOHa TOCyJapcTBa B JEATEIbHOCTH OObIYHON ¢upMbl He3HauuTedbHa. Ho 310
MMOBEPXHOCTHBIN B3TJIsi1. Bce 3aKOHBI, KOTOPBIE PErYIUPYIOT NPEINPUHUMATEIBCKYIO JIEATEIbHOCTh TaK
WK uHaue ocHoBaHbl Ha KoHcTuTynuu. D10 U cama cBo0OAa MpEANpUHUMATENBCKON NIEATEIbHOCTH, U
BBEIOOP MecTa 3TOH JEATEIBHOCTH U T.A. 3allUTa MpaB B aJMUHUCTPATUBHBIX OpraHaxX M B CY/E TAKXKe
OCHOBaHa npex e Bcero Ha Koncrurynuu.

Crnenyromue 1mo BaXHOCTH mociie KOHCTUTYIIMM OCHOBHBIE HOPMATUBHO-IIPABOBBIE JOKYMEHTHI
JOY nroboro npennpusrus - ['paxnanckuii 1 TpynoBoi konekcel. Chepa aeiictBus TK - oTHOmIeHMS,
BO3HHUKAWOIIME MEXIy pabortomarenem u padornukamu. B T'K nmano omnpenenenme cyuHocTu
MpeanpusaTis U chOPMYIUPOBAHBI OCHOBHBIC MPUHIHUIIBI €r0 AESITETbHOCTU. 3J1Ch TAaK)Ke MEePEUHCIICHBI
BHUJIBI TIPEINPUATHH, KOTOPbIE MOTYT OBITh OpraHu3oBaHbl Ha TeppuTopuu ctpansl. B 'K moapobno
MPOMKCAaH TOPSAIOK (OPMUPOBaHUS OpraHU3aluu U mIpaBwia pykoBoactBa. CoBpemennsii 'K maer
JIOCTaTOYHYIO CBOOOJY PYKOBOIHUTEISIM MPEANPHUATHN B IUIAHE BO3MOXKHOCTH MPUHATHS COOCTBCHHBIX
JIOKaJIbHBIX HOPMATUBHBIX aKTOB, PErYJIUPYIOIIUX AEATEIbHOCTh KaXA0W KOHKPETHOW OpraHu3aliu.

CHnucoK OCHOBHBIX HOPMATHBHO-IIPABOBBIX JOKyMeHTOB B JIOY BcE€ Bpems OOHOBISIETCS,
COJIepKaHUE AKTYaM3UPYETCSA. DTO B TOM YHCIE CBSA3aHO M C MPOLECCOM IMOCTENEHHOI0 Mepexona Ha
3JIEKTPOHHBIA JJOKYMEHTOOOOPOT.

Cnenyromass rpynmna JOKYMEHTOB, mOpumeHsemas B npaktuke JOY - cneunuanbHbie
3aKOHOAATENbHBIC aKThl. OHU MOTYT PETrYJIIHPOBATH JACATEILHOCTh KKI0W KOHKPETHOW OTpaciu U chepsl
nesTenbHOCTH. OTpaciabio MOXKET OBITh 3APaBOOXPAHEHHE HIIM 00pa30BaHUE, a BUIOM JAESITEIHLHOCTH -
CTpaxOBaHMUE, KPEAUTOBAHHE WU CTPOUTEIBCTBO MHOTOATAXHBIX JIOMOB. CyIleCTBYeT OrpOMHOE
KOJIMYECTBO 3aKOHOJATENbHBIX AaKTOB, M KaXJ0€ MpeINpHsITHEe B 3aBUCHUMOCTH OT cdepsl cBoeit
NeSITeIbHOCTH ONpPEeIseT AJisl ceOsl mepeueHb He0OXOIUMBIX B pab0Te 3aKOHOB.

Crnenyromue 1no 3Ha4MMOCTH HOPMATUBHO-TPAaBOBbIE TOKYMEHTHI B JIOY - akThl mpaBUTENbCTBA.
Ecin »toro TpeOyeT 3akoH, TPaBUTEIBCTBO MOXKET pa3paldaTbiBaTh KOHKPETHBIE HOPMAaTHBHBIE
JNOKYMEHTBhl. OHHU PpEryJIHUpYIOT NAEATEebHOCTh OpPraHU3allMM B LIEJIOM U OTIEIbHBIX €€ CTPYKTyp B
YaCTHOCTH, HaIllpUMeEp, OT/eNa JAeTONporu3BoACcTBa. OTAEIbHBIE OPraHbl TOCYJAPCTBEHHOMN BJIACTH TaKKe
MOTYT pa3palaThiBaTb HOPMATHBHBIC TOKYMEHTHI, PETIAMEHTUPYIOIINE NEATEIbHOCTh MPEANpUITHH.
Hamnpuwmep, 310 MOryT OBITH OTpaciieBble HOPMATHUBBI, CTAHJAAPTHI, UHCTPYKIUHU. s cTaHgapTU3anuu
mporecca pa3padOTKH JTOKYMEHTOB Ha MPEANPUSITHUH MOTYT pa3pabaThiBaThCS THUIOBBIE OOpPAa3IlbI
JIOKYMEHTOB.

HopmaTuBHO-IpaBOBbIE JTOKYMEHTBI, perjiaMeHTupyomue aesrenbHocts JOY  KoHKpeTHOM
OpraHu3amuy, pa3padaTbIBalOT HA CaMOM MPEANPHUSATHH, YTO YCTAaHOBUTHh €ro OPTraHU3aIMOHHYIO
CTPYKTYpY, OMNPENCNUTh IITATHYI0 YHCIECHHOCTh, (YHKIUU CTPYKTYPHBIX MoapazaencHuil. JlaHHBIN
MaKeT JOKYMEHTOB OMpEAeIsaeT MOJHOMOYHS COBENIATEIbHBIX M KOJUIETUAIbHBIX OpraHoB. B ero 3amauun
BXOJIUT ONpEIeNeHne peXuMma paboTa, OpraHU3allMu Tpyda U KOMIUJIEKCa 3a/la MO paclpeiesieHUto
00s13aHHOCTEN MEXIy COTpyIHHMKaMu. B ciydae peopraHu3amul WIM JIMKBUIAUWUA TPEINPHUSATHS, ITH
MPOLIECCHl TaKKe OyAyT peryaupoBaThCs HOPMATHBHO-NIPABOBBHIMU JOKYMEHTAMHU OpPTaHH3aIlluU - €€
JIOKaJTbHBIMU BHYTPEHHUMH aKTaMu. PaccMOTpUM OCHOBHBIE OPraHU3allMOHHO-TIPABOBBIC JICJIOBHIE
Oymaru, ucronb3yeMbie B pakTuke JIOY: ycTaB mpeanpusaTHs; IOJ0KEHUE O MPEANPUITHH; MTOJI0KEHNE
0 CTPYKTYPHBIX TOJPa3EICHUIX; MTOJOXKEHNE O KOJUICTHAJIBHBIX U COBEIIATEIbHBIX OpraHax; IITaTHOE
pacnucaHue; MpaBWiIa BHYTPEHHETO TPYAOBOIO PpACIOPSAAKA; HHCTPYKIUMU IO KaXKIOMY BUIY
NEeSATETbHOCTH; JTOHKHOCTHBIE MHCTPYKIIHH.

Jlekuus Ne 6 (2 yaca)
Tema «Opraﬂnsauuﬁ perucrpanuu 10KyMEHTOB U KOHTPOJIb UCIIOJIHECHUA TOKYMEHTOB»
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1. Bommpocsl Jiekuuu:

1.1. TlonsTHE perucTpanu JOKyMEHTOB.

1.2. ®opMBbI perucTpanu JOKYMEHTOB.

1.3. Buas! perucrpanumu.

1.4. TTopsimok pabOTHI C TOKYMEHTAMH.

1.5. Lenb u conep:kanre KOHTPOJISI UCTIOTHEHUS JOKYMEHTOB.

1.6. CpoKu UCTIOTHEHHS JOKYMEHTOB.

1.7. TIopsiiox KOHTpPOJISL.

2. Kpatkoe coziep>kaHre BOIPOCOB:

2.1. [loHsiTHE perucTpanuu J0OKYMEHTOB.

Peructpanusi JOKyMeHTa - 3alMCh YYETHBIX JaHHBIX O JOKYMEHTE IO YCTaHOBJIEHHOU (opme,
¢bukcupyromas GaxkT ero Co31aHus, OTIPABICHUS UIH MOTyYCHHUS.

Lenu perucrpanuu:

— Y4ET JOKYMEHTOB;

— crpaBoyYHas paboTa 1o JOKyMEHTaM (B TOM YHCJIe TOUCK TIOKYMEHTOB U COCTaBJICHHE OTUYETOB);

— KOHTPOJIb 33 WCIIOJHEHHEM MOPYUYEHHUM, COAEPKAIIMXCS B JIOKYMEHTaX WJIM CO3[aHHBIX Ha UX
OCHOBaHUH.

He Bce BUABI JOKYMEHTOB JOJKHBI PETUCTPUpOBaThCs. OO0S3aTENBHO PETUCTPUPYIOTCS TOJIBKO
JOKYMEHTBI, TpeOyIolue yueTa W Mojaiexaniue ucrnoiHeHuto. COOTBETCTBEHHO, HEIEIeco00pa3Ho
pPETUCTPUPOBATh TO, YTO TPHUCIAHO JUIS CBEICHHUS M He TpeOyeT OTBETa WM HUCHONHEHHUS. UTOObI
UCIIOJHUTENSAM OBLIO JIerue ONpeAeNuTh, MOUISKUT JIM KOHKPETHBIM [TOKYMEHT pErucTpaiuu, B
opraHuzanusax paspadarsiBaercs [lepeueHb HeEperucTpupyeMbiX IJOKYMEHTOB. OH MOXKET SBISITHCS
npuiiokeHneM K MHCTpYKIMU 1O J1eJO0MPOU3BOJICTBY, @ MOXKET OBITh M CAMOCTOSATEIbHBIM JOKYMEHTOM
(B 3TOM Cily4ae OH yTBEpXKAAETCS PYKOBOJIUTENIEM OpraHu3aluu). JlaHHblil nepedyeHb 0ObIYHO BKIHOYAET
CJIE1YIOLUE HEPETUCTPUPYEMbIE JOKYMEHTHI:

— IIeYaTHbIC U3/IaHUs (KHUTH, )KYPHAJIbI, OIOJIJICTCHU U T.11.);

— peKJiaMHbIe MaTepuabl (JINCTOBKU, IPOTPAMMBI, TPOCHEKTHI, U3BEIIEHUS U T.11.);

— IPEUCKYPAHTHI;

— UH(POPMAIIMOHHBIE MaTePHAaIIbl, TPUCIAHHBIC B BUJIE KOMHIA JUIsI CBEICHUS;

— TIO3IPABUTENIHHBIC MUCbMA U TEJIETPAMMBI;

MPUTIIACUTEIbHBIC OUIIETHI;

— IIpOrpaMMbl KOH(PEPEHIIN, COBEIIAHUI;

— MAKEThI C TOMETKOMN «JIMYHO»

2.2. @OpMBI PETUCTPAIIUU JOKYMEHTOB.

B npaktuyeckoii nestenbHOCTH ciyk0 JJOY Hanbonbiee pacnpocTpaHeHHE MOTYYHIN ABE (GOPMBI
perucTpanyvy AOKYMEHTOB — JKypHaJbHas M KapToyHas. B Hacrosiiee BpeMs HauMHAET BHEIAPSTHCS
COBpEMEHHasi aBTOMaTU3HpOBaHHasi popMa perucTparui.

Perucrpanusi I0KyMeHTOB € HCIIOJIb30BAHHEM OyMaKHBIX )KYPHAJIOB

Perucrpanusi 10KyMEHTOB B OyMaXKHBIX >KypHajaxX SIBIS€TCS MCTOpUYECKH Haubosee paHHEH
perucTpanoHHoN GopMOit.

[Ipn ucnonp3oBaHMM OYMa)KHBIX >KYpPHaJIOB Ha KaXXIylH0 PETUCTPUPYEMYIO TPYIIY JOKYMEHTOB
(BXonslIMe NOKYMEHTBI, HUCXOMSIINE JIOKYMEHTHI, BHYTPEHHHE TOKYMEHTHI) HEOOXOAMMO 3aBOJIUTH
oTHenbHbIN KypHasl. CocTaB CTOJOIOB B KaXIOM OyMa)XHOM JypHale TaKKe CaMOCTOSATEIbHO
OIIPEAEIAETCS OPraHNU3aALNEH.

bymaxknble >KypHalbl 3HAUUTEIBHO YCTYHAIOT MO YAOOCTBY HCIOJB30BAHUSA 3JIEKTPOHHBIM
a”asoraM. TpaJWIMOHHBIE >KypHAlbl HE MMEIOT HUKAKUX CPEICTB, MO3BOJIIOMUX OOJErdYuTh MOHCK
JIOKYMEHTOB, COCTaBJeHHE OT4eTOoB M T.1. JKypHan Ha OyMa)KHOM HOCHUTENE MpeArojaraeT 3amuch
JaHHBIX O JOKYMEHTAX IO MOPAJKY, T.€. TOJIBKO B XPOHOJIIOTHUYECKOM MocieoBaTeabHOCTH. [ToaTromy nipu
MOMCKE HY)XKHO TMOCTPAaHMYHO MPOCMaTpuUBaTh BCE 3allMCH B JKypHale, a 3TO OYEHb TPYIAOEMKO U
HeapdexTuBHO. Kpome TOro, HECKOIBKO YEJIOBEK HE MOTYT OJHOBPEMEHHO paboTaThb C OJHUM
OyMaXHBIM JKypHaJOM K BO BpeMsi MPOCMOTpa XKypHajla B HEro HeIb3d BHOCHTH JaHHBIE O
perucTpupyeMbIX JOKyMeHTax. [loaToMy WUCHoNb30BaTh OyMaXKHBIE JKypHAIbl s PErHCTpaluu
OpraHMU3aIOHHO-PACTIOPSAUTEIBHBIX JOKYMEHTOB HerenecooopasHo. CeroaHsi Hy)KHO perucTpupoBaTh
JOKYMEHTHI B OyMa)XHBIX JKypHajlaX TOJbKO B TOM ciyd4ae, €Clii TpeOOBaHUE K BEIECHHUIO )KypHAJIOB Ha
OyMaXHBIX HOCHTENISIX 3aKpEIUICHO B IPABOBBIX aKTaX WM KOI/a y4YeT JOKYMEHTOB BBICTYNAeT Ha
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MepBOE€ MECTO, MpeAOTBpalias MPEeTeH3UMH U KOH(DIUKTHbIE CHUTyallud (HampuMmep, IMpU BbIgaue
JOKYMEHTOB 00 00pa30BaHUH, TPOMYCKOB).
Perncrpanus 10KyMeHTOB € HCI0/Ib30BaHHEM O0yMa:KHbIX KAPTOTEK

[Tpu nanHoM cnocobe peructpanuu PK co3parorcs u 3anonHsroTcs Ha OyMaKHOM HOCHTENE, a
3aTeM BPYUYHYIO PACCTaBJISIOTCS B KAPTOTEKH B COOTBETCTBHUH C UCIIOJIb3yeMbIMH Kilaccudukatopamu. Ha
OJIMH JOKYMEHT MOKET co3JaBaTbCcsi Heckoibko PK, BKIIOYaeMbIX OJHOBPEMEHHO B HECKOJBKO
CaMOCTOSITENIbHBIX KapToTeK. [Ipr 3TOM MOTYT HCIIONIB30BaThCA CIEYIOIINE KAPTOTEKU:

- cnpaBoyHas (MH(QOPMALMOHHASI) - WCHOJB3YETCS JUIS PETHCTPAllid JTOKYMEHTOB M HX
nanpHeiero noucka. I[lo onHoit kaproreke, B kotopoid PK cucremarnszupyrorcst mo Bujgam JOKYMEHTOB
U PErHCTPAallMOHHBIM HOMEpaM, He Bcerja ynoOHO TNPOW3BOAMTH MOUCK AOKyMeHTOB. [loaromy B
OpraHu3ali MOTYT OJHOBPEMEHHO BECTHUCH Cpa3y HECKOJIbKO CIPAaBOYHBIX KapTOTeK, B KOTOpbIXx PK
CUCTEMATU3UPYIOTCS 110 APYTUM IIapaMeTpam: KOPPECIIOHACHTY, UCIIOJHUTENIO U T. 1.

- TemaTuyeckas (KoAu(HUKalMOHHAsA) - COCTABISETCS OTAENIbHAsg KapTOyka Ha KaKIbli BOMPOC,
coJiepKalimiicss B Tekcre JoKyMeHTa. CaMM KapTOYKM B JIaHHOM KapTOTEKE CHCTEMaTU3UPYIOTCS B
COOTBETCTBHUH C PyOpUKaMU BHYTPUCUCTEMHOTO Kilaccu(ukaTopa BOIPOCOB ACITEIbHOCTH OpraHU3aIliH.

- CpokoBas (KOHTPOJBHO-CIIPABOYHAsl) - MCIOJB3YETCS Ul OCYIIECTBIEHHUS KOHTPOJIS 3a
HCIIOJIHEHUEM JIOKYMEHTOB U MOPYYCHHIA.
®opmMmsbl PK camocTosTenbHO ONpeAestseT Opranu3anus U 3aKpeIuisieT UX B UHCTPYKIUU 110
nenonpousBoacTBy. O0bruno PK nenatorcs Ha muiotHoM Oymare popmara AS (148x210 mm) unu A6
(105x148 mMm).

Perucrpanuonnasi KapTouka BXOASIIIEro 10KyMeHTa
Jluyesas cmopona
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Haumenosanue koppecnionienta Q0O «Tpacm-Hnsecm

HaumeHnoBanue Buia 10KyMeHTa Kou-Bo nmucToB 10KymMeHTa Kou-Bo TMCTOB IPUIIOK.
Hucomo (6xoosauue) 2 10
Hara Peructpammonnsiii | Mcxonsimas S T R pp—,
JIOKYMEHTa HOMEp JOKYMEHTA | 1aTa JOKYMEHTa 02-15 /52 9 M
04.07.2011 1203 29.06.2011

3aroJ0BOK K TEKCTY (KpaTKoe CojiepKaHue JOKyMEHTa)
O cmpaxoganuu mpancnopmHslX cpeocme

[Topyuenue / pe3omronus (UCIOIHUTENb, COAEPKaHNE, aBTOP, /1aTa)

Pezonroyusn Ilasnosa H.H. om 04.07.2011:

Cmupnosgy I'.H. npouty paccmompems npeonoxncenus 000 «Tpacm-Hneecm» u 0onoxcumsy 0 Hux
kx 07.07.2011.

Cpox ucnionaenus 07.07.2011

Obopomnas cmopoHa

XOJI UICIIOJTHEHUSA

OtMeTKa 00 UCIIOJTHEHHH MOPpYUYCHH U HAITPABJICHUU JOKYMCHTA B ACIIO

Kaprounas ¢opma perucrpariuu, mocTpoeHHas Ha TPUMEHEHUN TPAJIUIIMOHHBIX PYYHBIX CPEJICTB,
SBIIIETCS HEYNOOHOW M TPYAOEMKOH AJisi camoro mpoiiecca peructpamnuu. Kpome Toro, Takoir crnoco6
pPETHCTpAIK HE YIAOBJIETBOPSET COBPEMECHHBIM TPEOOBAHHSAM OIEPATHBHOCTH W ITOJHOTHI ITOYYCHHUS
unpopmanuu. [Ipu pabore ¢ PK, cozmanHpiMM Ha OyMa)kHOM HOCHTENE, 3aTPyJHEHO COCTaBICHUE
CTATHCTUYCCKUX M aHATUTHICCKUX 00OOMIAFOIINX CBOJIOK, MPOBEICHUE OTIEPATUBHOTO MHOTOACIIEKTHOTO
MOKCKA, HaKOIJIeHHe, 00paboTKa U XpaHeHHEe OOIBIINX 00HEMOB HH()OPMAIIUH.

Perucrpanusi J0OKyMeHTOB B 3JIEKTPOHHBIX JKypHaIax
DNEeKTPOHHBIEC KYpHAIIBI pErucTpaly yao0Hee Bcero BecTu B TabmuaHoMm mporeccope MS Excel.
[Ipy maHHOM CIOCOOE PETUCTPAlMK HAa KKy PETUCTPUPYEMYIO TPYIIY JOKYMEHTOB HEOOXOIMMO
3aBECTU OTIENbHBIN AJEKTPOHHBIA KypHal. A Ui OpraHU3aluu yAOOHOW paboOThI C SJIEKTPOHHBIMH
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KypHaJlaMd PEKOMEHTyeM JIJTA KaXKI0T0 U3 HUX Co3AaTh OoTneabHbIN ¢aiiin MS Excel. JIpyrumu cnoBamu,
HE HY)KHO pa3MelaTh HECKOJIbKO KypHAJIOB HA Pa3HbIX JIMCTaX OJHOTO Qaiina.

CocTtaB cTONOIIOB B KaXKJIOM 3JIEKTPOHHOM XypHaJle OMpeesieT OpraHnu3alus CaMOCTOsTeNbHO. A
TaK KaK BUJBI JOKYMEHTOB OTJIMYAIOTCS IO COCTAaBY PEKBHU3HMTOB, TO COCTaB CTOJOLIOB B 3JIEKTPOHHBIX
KypHaJIaX MOXKET pa3IndaThCs.

Perucrpanusi 10KyMeHTOB B cHcTeMe JIEKTPOHHOI'0 IOKYMEeHT0000poTa

Kaprounas ¢opma peructpanuu B aBTOMaTU3NPOBAHHOM peKHME B OOJBIINHCTBE CIIy4aeB BeIeTCs
B CHCTEME 3JIEKTPOHHOTO JokyMeHTooOopora (COJI). B COJ/l mpu perucrpanuu JOKYMEHTa CO3AeTCs
peructpanuronHas kaprouka (PK) unu perucrpannonno-konTposiabsHas kaprouka (PKK) nokymenra. B Hee
BHOCSITCSI OCHOBHBIE JaHHBIE O JIOKYMEHTE, U, KaK PaBUJIO, IPUKPEILIAETCS CaM 3JIEKTPOHHBIN JOKYMEHT
WIM DJIEKTPOHHAs KOMHSA JIOKYMEHTa, IOCJI€ Yero BHECEHHBbIE JaHHble M MPUKpPEIICHHbIE (albl
coxpanstoTcs B 6aze nanabix CO/I.

CoBokyrnHOCTh pekBU3UTOB (roneit) u Bug PK gokymenToB B pasHbix COJ] MOTyT pasnmuyaThes.
[Tpu 3TOM HEKOTOpBIE CUCTEMBI MO3BOJISIOT it PK ompeneneHHOl rpynibl caMOCTOSATENBHO J00aBIsATh
NepeyeHb JOMOJHUTEIbHBIX PEKBU3UTOB WM co3aaBaTh BHemHUW Bua PK u ompenensts, kakue
PEKBU3UTHI OHA JOJDKHA BKIIIOUATh.

Peructpanus nokymentos B COJl B HacTosiiee BpeMs SIBISIETCA CaMbIM YI00HBIM U 3¢ (HEeKTUBHBIM
CIOCOOOM PErHCTpaLuu:

- CO/l nO3BOJSIIOT BECTHM PETUCTPALMIO PA3HBIX TPYyNN JOKYMEHTOB LEHTPAJIW30BAHHBIM HIIU
JEIIEHTPAIU30BaHHbIM  c11I0cOOOM. TO €CTb HEKOTOpbhle BHIbl JOKYMEHTOB (Hampumep, IpUKa3bl
PYKOBOJUTENSI OPTaHU3AlUU TI0 OCHOBHOM JIEATEIbHOCTH) MOTYT PErUCTPUPOBATHCS LEHTPATM30BAaHHO B
cryxxkoe JIOY, a gpyrme — JCUEHTpalIM30BaHO (HANPHMEp, KaXI0e MOJAPA3JEICHUE MOXKET
PETUCTPUPOBATH CIY>KEOHBIE 3aMMUCKH, KOTOPBIE CO3JAIOTCS B HEM).

- HezaBucumo ot mecta perucrpanuu (IeHTpaM30BaHHAs WK JICHEHTPAITM30BaHHAS PETUCTPALIHS)
BCE JJaHHBIC O JOKYMEHTaX COXPaHAIOTCS B OJHOM 0a3e maHHbIX. [Ipu sTOM mpaBa nonb3oBateneit B COJ]
pasrpaHWYMBAIOTCS HA PErUCTPalUIO, pEAAKTUPOBAHUE, YJAJEHHE, IPOCMOTP JOKYMEHTOB U
T.1. COOTBETCTBEHHO, 00Jafasi OMpEeeIeHHbBIMH IpaBaMH, MOKHO O3HaKOMuUThCS B COJl ¢ pasHbIMH
JTOKYMEHTaMH, KOTOPBbI€ OBLIH 3aperuCTPUPOBAHBI B PA3HBIX MOAPA3ICICHHUSIX OPraHH3aIHH.

- CO/l mpenocTaBisieT yA0OHBIH MEXaHU3M TMOUCKA 3apEerUCTPUPOBAHHBIX JOKYMEHTOB U JJAHHBIX O
HuX. [Iouck TOKyMEHTa WM HECKOJBKUX TOKYMEHTOB MOXKET OCYIIECTBIATHCS IO JIIOOOMY PEKBHU3UTY
Wik 1o J1I000i COBOKYITHOCTH PEKBU3UTOB, yka3zaHHBIX B PK, a Taxke mo mpukperuieHHbIM daiinam
tekcTtoBoro ¢opmara. Kpome toro, COJl odyeHb OBICTpO OTOHMpAeT IJOKYMEHTHI, COOTBETCTBYIOIIHE
MIOMCKOBOMY 3alpocy, U IpU 3TOM YUUTHIBAIOTCS MpaBa IMOJIb30BaTeNlell Ha JOCTYN K MH(OpMaluu B
cucreme. Hampumep, 3a HECKOJBKO CEKYHJ MOXKHO HaWTH BC€ BXOJSIIME JOKYMEHTHI,
3apETUCTPUPOBAaHHBIE B IIEPBOM  KBapTaje, a MOXHO HaWTH BCE BXOAAIIME JOKYMEHTHI,
3aperucTpUpOBaHHBIE B IIEPBOM KBapTaje, MOCTYNMBIIWE OT ONPEAENEHHOr0 KOPPECHOHJCHTa H
MOCBAIIEHHBIE ONPEeIEHHOMY BOIIPOCY, U T.A. HaliieHHble JOKYMEHTHI, Kak MpaBUiIo, 0TOOpa)karoTcs B
BUJe TaOmuIbl (KypHasia), Kaxaas CTpoka KOTOPOW COAEpPKHUT cBeleHus 00 ogHoM JgokymeHte. Ilpu
BbIOOpe Kakoil-m10o crpoku oTkpeiBaercss PK nokymenta. I[Ipu HeoOxoaumocTu Tabiuia, coaeprKarias
CBEJICHUSI O HalJIEHHBIX JOKYMEHTaX, MOXKET ObITh pacrieyaTaHa Wju OTIIpaBJI€Ha MO AJIEKTPOHHON MOUTe.

- COJ1 mpenoctaBnsitoT yaoOHble Mexanu3mbl 3anoiaHerust PK. B nactpoennoit COJ] 3amonnenue
PK ocymectBisercs, kKak NpaBWiio, OBICTpEe, YEM BHECEHHE TaKoro e oObema HH(opManuu B
JIEKTPOHHBIA KypHan B MS Excel unum OymakHbBI XypHaj, a Takke OyMakHYIO KapTouky. B
6onbimHcTBe CO/] HekoTopeie noas PK 3anonHstoTcs nmyrem BbIOOpa 3HaYEHUI U3 CIIPAaBOYHUKOB (MJIU
clioBapeil), mpu 3TOM MOYKHO HCIOJIb30BATh MEXaHU3M aBTONOUCKA (aBTONOJCTABKH), NO3BOJISIOIUI B
KpaT4ailliie CpOKH BBIOpAaTh HEOOXOAWMOE 3HAaYeHHE W3 CIIPaBOYHUKA, WM HCIOJIb30BaTh 3apaHee
COXpaHEHHbIE CINUCKM 3HaYyeHHH. OTMETUM, 4YTO BBIOOpP 3HAUYEHUH M3 CHPABOUYHUKOB, BO-TIEPBBIX,
MO3BOJISIET TMOJIB30BATENSIM HE coBepIaTh opdorpaduyeckux OMMUOOK MPHU 3aMOJHEHUH KapToyeK, BO-
BTOPBIX, B JalibHEHIIEM 001er4aeT MoucK JOKyMEHTOB.

- JlewictBus monwp3oBateneid B COJl MpOTOKOMMPYIOTCSA, T.€. 3alMCHIBAIOTCA B CHEUUAIBbHBINA
CUCTEMHBIN XypHasl. biaronapst ’ToMy MOKHO IOCMOTPETb TOYHOE BPEMsI PETUCTPALUU JTOKYMEHTA,
KaKUM HMEHHO IIOJIb30BaTeleM ObUI 3aperucTpUpOBaH JIOKYMEHT, BHOCWIHCH JU u3MeHeHus B PK
JOKYMEHTA, KaKHe N0JIb30BaTeNN U B Kakoe Bpems npocmarpuBaiu PK u cam JOKyMeHT u T.1.

- COJ] mo3BoIIsIET HECKOJIBKUM MOJIb30BATENSAM OJHOBPEMEHHO PErHMCTPUPOBATH JOKYMEHTHI OJTHOM
rpynmnsl. Hanpumep, npu  OonbimioM o0beMe JTOKYMEHTO00OpOTa BXOJSIIME JOKYMEHTBI MOTYT
OJIHOBPEMEHHO PErucTPUpPOBaTh HECKOIBKO YEJIOBEK.
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2.3. Bujasl perucTpaiyi.

OCHOBHBIM IPHUHIIAIIOM PETHCTPAIIMH JJOKYMEHTOB SIBJISCTCS OAHOKPATHOCTh. KaXIpIi TOKYMEHT
JOJDKEH PErHUCTPUPOBATHCS B JAaHHOM MPEANPUATHU TOJBKO OJUH pa3. Bxonsime TOKyMEHTHI
PETHCTPUPYIOTCS B JICHb IIOCTYIUICHHUS, HMCXONSAIIME M BHYTPEHHHE JOKYMEHTBI — B JICHb
MMOIIHCAHUA.

CylecTByeT HECKOIBKO (hOPM PErUCTPAIIUU JTOKYMCHTOB:

- ICHTPATM30BaHHAS - BCE PETUCTPALMOHHBIC ONEPALUU OCYIIECTBISIFOTCS B OJHOM MECTE WIIU
OJIHUM paOOTHUKOM, HamIpuMep, cekperapeM. Takas cucTeMa IO3BOJISIET CO3J1aTh CIUHBIN
CIPAaBOYHBIN IIEHTP MO JOKYMEHTAM MPEANPUITUS U YCTAHABIMBACT SIUHBINA MOPSIOK PETUCTPAIIUN

- JICLICHTPAJIM30BaHHAs - MPEAINOaraeT PerucTPalnio JOKYMCHTOB B MECTaX UX CO3JIaHUs MU
WCIIOJIHEHUS, T.€. B CTPYKTYPHBIX TOPA3ACICHUIX

- CMEIIIaHHAs - YacTh JIOKYMEHTOB PErHCTPUPYETCS IEHTPAIM30BAHHO, & YaCTh JJOKYMCHTOB —
JETICHTPAIM30BAHHO, B CTPYKTYPHBIX IMOAPA3ICICHHSIX

2.4. Tlopsgok paboThI C JIOKYMCHTAMH.

Opranuzanus paboThI C JOKYMEHTaMH — 3TO 00€CIIEYeHUE ONTUMAIILHBIX YCIOBUHN JUIS BCEX BUIOB
paboT ¢ AOKyMEHTaMH C MOMEHTAa CO3JaHHS WM IOJYYCHHUS JOKYMEHTa O €ro YHUYTOXXCHUS WIIH
nepefayd Ha apXMBHOE XpaHeHue. [Ipennpusatusi JOJDKHBI pa3padoTaTh TMOPSIOK COCTAaBIICHUS
JIOKYMEHTOB, OIPEACIUTh NepeUCHb (YHKITHI M 00s3aHHOCTEH pPaOOTHUKOB MPHU padboTe C JOKYMEHTaMHU.
3a opraHuzanuio paboThl C JIOKYMEHTaMHU OTBEYAaeT PYKOBOIUTENb MPEANpHUATHS, B cdepy ero
KOMITCTCHITMM BXOAWT M OOCCIICYCHHE YCIOBHMA JUIS COOJIFOJICHUS TPaBWI JTOKYMEHTOOOOpOTa H
JeNONPOU3BOACTBA. [lenerupysi CBOM IOJIHOMOYHMS HA HWKHHUE YPOBHH, PYKOBOJHUTENb MPEANIPHUSITUS
MepealoT 9acTh CBOMX (YHKIUH COTPYIHHKAM TIOApa3lCieHUi, HO TOJBKO B paMkax chepsl uX
JeSITeIIbHOCTH.

JIOKyMEHTOOOOPOT MPEANPUATHS BKIIOYACT TPU TPYMIBl JOKYMEHTOB: BHEIIHWE (BXOIAIIWE,
UCXOJAIIKE) U BHyTpeHHUEe. Kaxkaas u3 rpyImin uMeeT CBOM OCOOSHHOCTH 00pabOTKH.

Opranuzanus padoThl C 8X00AWUMU OOKYMEeHMAMU BKITIOYALT:

- mpueM (T.e. mepBUYHasi 00paboTKa U MpeABaPUTEIHLHOE PACCMOTPEHHE),

- pETHCTpAIIIO

- ICTIIOJTHEHHUE (PAacCMOTPEHUE JIOKYMEHTA U HAlpaBJICHUE Ha UCIIOJIHEHHE),

- KOHTPOJIb UCTIOTHCHUS

- IOANIMBKY JOKYMEHTA B JIeJI0

O6paboTKy OCYIIECTBISIET CEKPETaph WM CITyK0a JeIONPOU3BOICTBA.

[Tpuem BXOASIIMUX AOKYMEHTOB MPEANIECTBYET UX peructpauuu. [locne perucrpanuu JOKyMEHTHI
MePealoTCs ISl O3HAKOMIICHUS W TIPUHSATHIO PEIICHUS PYKOBOJIUTEIIO TPEINpHSTHS. Pe3ympraToM
JAHHOTO JTama SBISIETCAd TNPUHATHE YIOPaBIEHYECKOro pemieHUus U o(OopMIIEHHE pPE30NIIoUUA Ha
mocTynuBIieM JokymeHTe. C pe3oNronueil pyKOBOIUTENS JOKYMEHT IIepelIaeTCs OTBETCTBEHHOMY
WCIIOHUTENIO TIOJl PACMHUCKy B JKypHalle PETUCTPAllMM BXOASIMIMX JOKYMEHTOB C MPOCTaBICHHUEM
WCIIOJTHUTEJIEM JaThl ToJrydeHus. [lociie MCIoMHeHUs JAOKYMEHTa, OH TOJIIMBACTCS B JIENO, O YeM
JIeNaeTCcsl OTMETKA B )KypHaJle PETUCTPALlUU BXOSIIIUX TOKYMEHTOB.

Opranuzanys padoThI C UCXOOAUWUMU OOKYMEHMaMU BKIIFOYAeT UX

- cocTaBlieHue, 0ohopMIIeHHE U IPOBEPKY

- COTJIaCOBAHME U TIOJIITUCAHHE

- perucTparm

- OTHPABKy ajapecaTy

- IOANIMBKY BTOPOTO 3K3EMIUISIpa WM KOMIUHU B JEIIO

Pabora ¢ opurnHaJIaMy HCXOASIIUX JOKYMEHTOB 3aKaHUYMBAFOTCS HA CTAUH OTIPABKH JTOKYMEHTA
ajpecaty mocie ero perucrpanuu. Komuu MCXOASIuX MOKYMEHTOB TMOJIIMBAIOTCS M IMPOXOIAT BCE
orepariii BHyTpeHHEH 00paboTKN JOKYMEHTOB COTJIACHO HHCTPYKITUH TIO JCIIOTIPOU3BOICTBY.

IIpu cocraBneHMM BMECTE€ C HCXOIANIMMH JOKYMEHTAMH MOTYT OBITh TOATOTOBJICHBI
COITYTCTBYIOIIME JIOKYMEHTHI: IMCHbMa, peKJaMallik, KOHTPAKTHI, akThl. Ha cTagww coriacoBaHUs
PYKOBOAMTENIh MOKET OTKJIOHUTH JOKYMEHT WJIHM MPOEKT AOKYMEHTa, BHECTH B HErO M3MEHEHUS WU
BEPHYTH Ha JIOPAOOTKY UCIIOITHUTEIIO.

Opranuzainus paboThl C BHYMPeHHUMU OOKYMeHmAamu BKIIOUAET COCTaBJICHHE TOKYMEHTa, €ro
COTJIACOBaHUE, MOJIIMTUCAHNE PYKOBOIUTEIIEM.
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2.5. Ilens U conepkaHre KOHTPOJIS UCTIOTHEHHSI IOKYMEHTOB.

KoHTposnb WCTHOMHEHUS JOKYMEHTOB — 3TO COBOKYIHOCTh JCHCTBUH, 00€CIICUHMBAIOIINX
CBOECBPEMEHHOE HMCIOJTHEHHE JTOKYMEHTOB. L[ebi0 KOHTPOIS SBISETCS COACHCTBHE CBOEBPEMEHHOMY U
KaueCTBEHHOMY HCIOJHEHHUIO JOKYMEHTOB, a Takxke mojydyeHue wuHbopManuu 00 ypoBHE
WCIIOJTHUTENIbCKON JUCIUILIUHBI CTPYKTYPHBIX TIOJIPa3ACICHUN H COTPYIHUKOB.

OCHOBHBIM HOPMATHBHBIM JOKYMEHTOM, PETJIAMEHTUPYIOLIUM KOHTPOJIb HCIOJHEHUS B
OpraHu3alyH, SBISCTCS MHCTPYKIHS IO JOKYMEHTAI[MOHHOMY oOecrneueHuto ynpasieHus (AOY). Ot
TOTO, HACKOJBKO [ETAJbHO M TOJHO IMPOIMCaHa CHUCTEMa KOHTPOJS HCIOIHEHUS JOKYMEHTOB B
WHCTPYKIIMHU, 3aBUCUT OPraHU3alus dTOH pabOTHl U €€ Pe3yIbTaThl, KOTOPbIC, HECOMHEHHO, CKOKYTCS U
Ha BCel 1eATeNbHOCTH OPTaHU3aluH.

PaznuyaroT Tpu HampaBIeHUS KOHTPOJIBHOU e TEIIEHOCTH:

- KOHTPOJIb UCTIOJIHEHUS JOKYMEHTOB I10 CYIIECTBY MOCTABJIEHHBIX B HUX BOIPOCOB;
- KOHTPOJIb COOTBETCTBHSI (JOPMBI CO3/1aBaAEMBIX JOKYMEHTOB, TPEOOBAHUSM HOPMATUBHBIX aKTOB;
- KOHTPOJIb CPOKOB MCIIOJIHEHUS JOKYMEHTOB.

JlommyckaeTcsi TOCTaHOBKAa Ha KOHTPOJIb IMOCTOSIHHBIX 3aJlaHui (BBITEKAOIIUX M3 padodmx
mporpammM, ianoB). Ha ocoOblit KOHTPOJIb MOTYT OpaThbCsl YCTHBIE YKa3aHUSI PYKOBOIUTEIS.

Hagano KOHTPOJBHBIX OIEpaIyii JOIKHO COBMAIaTh C MOMEHTOM PETUCTPAIIMH JOKYMEHTA.

Eciu mo kakum-TO0 OOBEKTHBHBIM MMPHYMHAM JOKYMEHT HE MOXXET OBITh HCIOJIHEH B CpPOK,
HeoOxomuMo 3apaHee (3a 2-3 JHS) COIIACOBaTH BOIPOC C PYKOBOJIUTENEM 00 yCTaHOBJICHHU OoJiee
pEAIbHOTO CpOKa HUCHONHEHUs AOoKyMeHTa. OTIyCK, KOMaHIUPOBKA HE SBIAIOTCS YBaXHUTEIbHOU
MIPUYMHON UCTIONHEHUS. B 3TOM ciyyae HEMCIOMHEHHBIC TOKYMEHTHI JTOJKHBI OBITh TIEPEIaHbl IPYTOMY
UCIIOJTHUTEIIO.

st TOKyMEeHTOB, TpeOyrommx 0oJiee AIUTEIbHON pabdOoThl MO MCIOJHEHUIO, CPOK MOXKET OBITh
yBesn4eH (3a 2-3 qHs) He O6osee ueM B 2 pasa mepBOHAYaIbHO YCTaHOBIEHHOTO cpoka. [IposuieBaer sTot
CPOK TOJIBKO TO JIMIIO, KOTOPOE €ro YCTAaHOBUJIO (M CHUMAaeT ¢ KOHTpoJis). CpoK MOXKET ObITH MPOJJICH
Cpa3y mocie MOoJXY4YeHHs Ui 3a 2-3 JHS 10 UcTedeHHs cpoka. Eciii ucnomHuTeNneM BOMpoC O mepeHoce
CpOKa HE COTJIaCOBaH 3apaHee, JAOKYMEHT CYHMTACTCS HEUCIOJNHEHHBIM. JIJIsS CIIOKHBIX 3aJaHHMH,
TpeOYIOMMX UIMTEIBHOTO CPOKAa WCIONHEHHUS M YYacTUs HECKOJBbKUX HCIOJIHUTENEH U3 Pa3lIUYHBIX
MOJIpa3IeJICHNH, 1eJIeCO00pa3HO 3aJlaHue PA3JICIUTh HAa CTAIUH BBIMOJHCHUS W O KAXKIOMY JTaIy
BBIIETTUTh KOHKPETHOTO HCIOJIHUTENSI, CPOK UCHOTHEHHS U MeTOoAbl paboThl. C 3TOM LENbI0 MOXKET
COCTaBJISTHCS TUIAH BHIMOTHCHHS JOKYMEHTA.

[Tocne TOro Kak TOKyMEHT ObLIT UCTIOJIHEH, OH CHUMAETCS C KOHTPOJISI PYKOBOJIUTENIEM WJIH, IO €T0
MOPYYCHUIO CITY)O00# nemonpon3BoacTBa. CHITHE JOKYMEHTAa C KOHTPOJS O(QOPMIISETCS OTMETKOW 00
WCIIOJIHEHUH IOKYMEHTA U HAIPaBIIEHUU €ro B JIEJO.

JIOKYMEHT CUMTAETCsl UCTIOJHEHHBIM U CHUMAETCSI ¢ KOHTPOJIS MOcie (DaKTHYECKOTO BBIMTOTHCHHUS
MOPYYEHUH TIO CYIIECTBY, JIOKYMEHTUPOBAHHOTO TOJATBEPXKICHUS UCIOTHEHHS] M  COOOIICHHUS
pPE3yJIbTATOB 3aWHTEPECOBAHHBIM OpPraHU3alUsAM W JIMIAM WM €CIIM B TMPEJACTaBICHHBIX 10 HEMY
MaTepuagax O BBINOJHEHWU HE JaHO JOMOJHUTENbHBIX MOPYYEHUH W MaTepuajbl HE BO3BpAIlCHBI Ha
nopabotky. [lepenaya JOKYMEHTOB Ha MCIIOJIHEHUE JIPYTHUM COTPYIHUKAM HE SIBJIIETCS OCHOBAHHEM JIS
CHSITHS X C KOHTPOJIS WM MEePeHOca CPOKOB HCTOIHeHHs. Ecnu KOoHTponbHas cnyk0a yCTaHaBIMBAeT,
9TO cojepkanue, popmMa U Tpoleaypa UCTIOJHEHUSI HE COOTBETCTBYET 3aJaHUI0, OHA JIOJDKHA BEPHYTH
JOKYMEHT Ha I0paboTKy 06e3 MpOoAJICHUs! CPOKOB HCTIOTTHEHHUS.

2.6. CpoKH MCIIOJTHEHUS JOKYMEHTOB.

Ha xoHTponb cCTaBATCS JOKYMEHTBI, COJEpXKAIlWe TIOpY4YeHUs, TpeOyrolue WCTIOJHEHUS B
yCTaHOBJICHHBIM cpok. [lo mpaBuiaM JeIONMPOU3BOACTBA CPOK HCIOJHEHHS JOKYMEHTa CYHTAIOT
B KQJICHIAPHBIX THAX. B pabounx AHSIX CPOK UCTIOTHEHHUS! CYUTAIOT, TOJIBKO €l 00 3TOM MPSIMO CKa3aHO
B PE30JIIONIMK MM TeKcTe JokymeHTa. Hampumep, «IloarotoButh oTBeT B TeueHue 10 pabouux mHEH» B
nucbme oT 18.01.2020. Takum oOpa3zoM, mocieaHu eHb ucnoiHeHust fokymenta — 31.01.2020.

Cpoxu UCTIONHEHUS! JOKYMEHTOB UCUUCIISIOTCS B KaJlEHJAPHBIX JHSIX:

- BHYTPEHHUX — C JIaThl MOANMUCaHUs (YTBEPKICHUS ) JOKYMEHTA;

- MOCTYNUBLIUX U3 JPYTHMX OpPraHu3alui — C IaThl UX MOCTYIJICHUS;

- oOpameHuil rpaxaaH, B cooTBeTcTBUU ¢ DenepanbHbiM 3akoHOM 0T 02.05.2006 Ne 59-D3 «O
MOPSAZIKE paccMOTpeHus: oOpamieHuil rpaxaan Poccwiickoit ®enepanuu», — C JaThl pPErHCTpPAIlUN
oOpareHusl.
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CpoKH UCTIONHEHUS JOKYMEHTOB MOT'YT OBITh!

- TUNOBBIMHM - YCTaHABIMBAIOTCS 3aKOHOJATENIbHBIMU WJIM UHBIMM HOPMATHBHBIMHU MPABOBBIMU
aktamu. [lepeueHb TUIIOBBIX CPOKOB HCTIOIHEHHS JOKYMEHTOB JIOJKEH ObITh IOMEUIEH B MHCTPYKIIMIO 110
JOVY opranuzanuu. TUIIOBOW CPOK HCIIOTHEHUS JOKYMEHTA HE MOXKET OBITh M3MEHEH.

HoKyMeHTbI

Cpok

C KOHKpEeTHOM AaToi UCNONHEHWA

Be3s yKkazaHun KOHKPETHOM Aarbl UCNONHEHKA, C NOMET-
Kamu B TeKCTe

Mo napnaMeHTCKMMm 3anpocam

Mo sanpocam uneHos Coseta Qeaepaumu, genyraros
locypapcreerHoi AyMbl /AenyTatckoMmy 3anpocy

o MexxeeaOMCTBEHHBIM 3anpocaM O NpeacTaBNeHUH
AOKYMeHTOB M (Mnu) uHdhopmayuu B Lenax npegocras-
NEeHUA roCyAapCTBeHHBIX U MyHUUMNANBHbLIX YCNYT

Mo obpaleHuam rpaxkaaH

B ykazaHHbIH cpokK

«BecbMma CpouHO? — B TEUEHME OHOIO AHA; «CPOY-
HO® — B 3-AHeBHbIN CPOK; «onepatueHo» — B 10-gHee-
Hbll CPOK; OCTanbHble — B cpok He Bonee 30 gHei

He nozgree yem yepes 15 gxeit co gHa nonyyeHua

He nospnee yem yepes 30 axeil co AHA NONyYeHUA

5 pabounx gHel co AHA NONYYEHUA 3anpoca, ecnu
3aKkoHogarenscTeoM Poccuiickon Degepauymu He ycra-
HOBNEH HHOM CpoOK

30 gHelt co gHA perucTpaymu

- UHIUBHUAYAJbHBIMH - YKa3bIBAKOTCS B TEKCTE JOKYMEHTAa WM PE30JIOLUUU PYKOBOIAUTEISA.
N3MeHuTs HHAMBUIYaJIbHBIA CPOK MCIIOJHEHUS JOKYMEHTAa MOXET TOJIBKO PYKOBOJMTENb,
ycTtaHoBUBILIMK ero. IIpuocraHaBivBaTh HMCHOJHEHUE JIOKYMEHTAa WM OTMEHSATH €ro HMMEET IPaBO
BBILIECTOSAIAs OpraHU3alls, OpraHu3alus — aBTOpP JIOKYMEHTa M BBIIMIECTOALINE KOHTPOJIUPYIOIINE
Oprasbl B COOTBETCTBUH CO CBOEH KOMIIETEHIIHUEHM.

2.7. IlopsaoK KOHTPOJSL.
KoHTposb ucronHeHus JOKYMEHTOB OCYIIECTBIISIETCS B HECKOJIBKO ATAIIOB:
1) nocTraHOBKa JOKYMEHTOB Ha KOHTPOJIb;
2) npoBepKa CBOEBPEMEHHOCTH JI0BE/ICHUS IOKYMEHTOB 10 UCIIOJIHUTENCH;
3) npenBapuTenbHas IPOBEPKA U PErYINPOBAHUE X014 UCIIOJHEHUS;
4) cHATHE TOKYMEHTa C KOHTPOJIS;
5) HanpaBJ€HUE UCIIOJIHEHHOTO IOKYMEHTA B JIEJI0;
6) yuer, 060011IeHE U aHATIU3 Pe3yJIbTaTOB KOHTPOJIS UCIIOJIHEHUS IOKYMEHTOB;
7) napopMHUpOBaHUE PYKOBOJICTBA O XOJI€ M Pe3yIbTaTaX UCIIOJTHEHUS TOKYMEHTOB.

1. Tlpu mocraHoBKe JOKyMEHTa Ha KOHTPOJb B BEPXHEM II0JI€ JOKyMEHTa CIpaBa Jejaercs
OTMETKa O KOHTpoje (Kak MpaBWJIO, IITaMIoM). MHOrMe OpraHu3alMM BKJIIOYAIOT B 3Ty OTMETKY
yKa3aHHE CPOKa UCIIOJIHEHUS.

Ha KOHTpOJIb CTaBATCS TONBKO 3apPErUCTPUPOBAHHBIE JOKYMEHTHI.

KoHTpoab uCHOTHEHHSI TOKYMEHTOB MOXKET BBIIOJHATHCA C TOMOIIBIO aBTOMAaTH3WPOBAHHOMN
nH(OPMAIIMOHHON cUCTEMBI (0a3bl TaHHBIX), JIEKTPOHHOTO XypHana (Tabnuibl Excel), ncmonbp3yeMbix
OJTHOBPEMEHHO JUIsl PETUCTPALMd M KOHTPOJIS, WJIM PEruCTPAalMOHHO-KOHTPOJIbHBIX KapTouek (PKK),
COCTaBJISIOUINX KOHTPOJBHO-CIIPABOYHYIO KapTOTEKY. BECTHM KOHTpOJIb HCIOJIHEHUS JOKYMEHTOB IIO
KypHaJly Ha OyMaXHOM HOcCHUTeNe (KypHaly perucTpalyy BXOJASIIMX JOKYMEHTOB) — 3ajJaya OYEHb
TpyAoeMKas U HedppeKTUBHAS.

2. llpu opraHuzanuyd KOHTPOJIS BaXXKHO, YTOOBI HCHOJHUTENb MOJIYYHJ JOKYMEHT BOBpEMS,
IIOCKOJIBKY KOHTPOJIb HCIIOJIHEHUS JOKYMEHTA HAUMHAETCSI C MOMEHTA €r0 NOCTAHOBKHM HAa KOHTPOIb. i
TOTO 4YTOOBI CIyXk0a KOHTPOJIs ObljIa yBEpEHAa B TOM, YTO JOKYMEHT Ie€pe/laH UCIOJIHUTEINO, MTOCIEIHEMY
HEO0XOAMMO pacrucaTbcs B MOJYYSHUU JOKyMeHTa. EClii MCTIONHUTEN0 JOKYMEHT MepeaaeTcs B BUIe
ANEKTPOHHOrO (haiiia Mo JOKaJbHOM KOPHOpPaTUBHOM CETH, JOJKHA ObITh MPEIyCMOTpPEHa OTIpaBKa B
cnyxx0y JOY yBemomsienuss o mpouteHuu. [lomydyeHue Takoro yBempomiieHUs OyAeT O3HAdaTh, 4YTO
MCIIOJTHUTEIIb MOJTYYUI TIOKYMEHT.

B ciydae ucnonHeHns NOKyMEHTa HECKOJIBKMUMH CTPYKTYPHBIMH MOJPA3AEICHUSAMH MOIIMHHHUK
JIOKYMEHTa HAIpaBisieTCs] OTBETCTBEHHOMY HCIIOJIHUTENI0, OCTAJIbHBIE MCIOJHUTENN MOJYy4YaroT KOMHH
JOKYMEHTA.

3. B Teuenue Bcero cpoka ucnoiHeHus ciayx6a JIOY peryispHO HpoBepsieT XOJ HCIOJHEHUs
nokymeHta. [Ipy HeOONpIIMX CpoKax MCIONHEHMS 3a 3—5 1Heil 1m0 wucnonHeHus ciuyxba JJOY
HAaIlOMMHAET UCTIOJHUTEISAM O MPUOJIMKEHUH CPOKa UCIIOIHEHUS JOKyMeHTa. HanmoMuHaHue MOXeT ObITh

25



ClielaHo mo TeiaeoHy WM B BHJE HMUCBMEHHOro cooOmieHus. [yl pacChUTKM HAallOMUHAHWA MOXKHO
UCIOJIB30BATh HJIEKTPOHHYIO ITOUTY.

Bce HamoMuHAHUS UCTIONHUTEISIM W WMHQPOPMAIUS O HUX (PUKCHPYIOTCS B PETHCTPAIIMOHHO-
KOHTPOJIBHOU (hopMme.

[Tpy HEOOXOIMMOCTH H3MEHEHUS CPOKA UCIIOTHEHHUS JOKYMEHTA OTBETCTBEHHBIN UCTIOIHUTEIh HE
no3jaHee 3 AHEH 0 UCTEUECHHUsS ITOrO CpoKa OOpamiaeTcss K pyKOBOAUTEINIO, BEIHECIIEMY PE30IONHIO, C
JOKJIQJIHOW 3alMCKOM, cojepkamieii O0OOCHOBaHHYI TNPOCEOYy O TMPOJUICHUH CPOKAa HCIOJTHEHUS
JOKYMEHTA C yKa3aHHEM IUIAHUPYEMOT'0 CpOKa MCIIOIHEHHS JTIOKyMeHTa. B MpoTHBHOM ciiydae JOKYMEHT
Oy/IeT CUNTAThCsl HEMCITOTHECHHBIM.

[TpoanuTh CPOK HCHOJHEHHS IOKYMEHTAa MOXET TO JIOJDKHOCTHOE JIMIO0 WM YYpeKICHHE,
KOTOPOE 3TOT CPOK YCTAHOBUIIO.

O060 Bcex ciyyasix M3MEHEHHUS CPOKa MCIIOJHEHHS JOKYMEHTOB OTBETCTBEHHBIH HCIIOIHHUTEIb
cBoeBpeMeHHO nHpopmupyet cinyx0y OV s BHeCeHHs] H3MEHEHUH B PETUCTPAIIMOHHO -KOHTPOJIBHYIO
¢dopmy (HOBBIN CPOK, JaTa U3MEHEHHSI, OCHOBAHHUE).

JIOKyMEHT cuuTaeTcsi WCIIOJIHEHHBIM, KOTJla pEIIeHbl IIOCTaBJICHHBIE B HEM 3ala4d |
KOPPECTIOH/IEHTY JlaH OTBET IO CyIIecTBY. Ecim mcmonHeHue He TOKYMEHTHPOBAIOCh, TO CBEICHUS O
XapaKkTepe WCIIONHEHHs 3allMChIBAIOTCS HA BXOISIIEM JIOKYMEHTE W BHOCATCS B PErHCTPAIMOHHO-
KOHTPOJBHYIO (hopMy.

4. ITocne uCTONHEHMS TJOKYMEHTBI CHUMAIOTCS ¢ KOHTpouss. Ha komuu TOKyMeHTa MpOCTaBIISETCS
OTMETKa 00 MCTIOJTHEHUH JIOKYMEHTA U HAIIPABJICHUH B J€JI0, BKIFOYAIOIIAS:

5. Komusi HCIOJHEHHOTO IOKYMEHTa IOMENIACTCs B JIJI0 B COOTBETCTBHM C OTMETKOW 00
UCTIONHEHUH. ECIM  MCTIONHANOCh TOCTYNHBIIEE B OPraHU3alMI0 MUCHMO (OT OpraHW3alud  HIIN
(U3NYECKOTO JINIIA), BXOJAIIMNA TOKYMEHT U IOKYMEHT-OTBET MIOMEIIAIOTCS B OJIHO JIEJIO IO JIaTe OTBETA
Y COCTaBIISIIOT €IMHBIA KOMITJIEKC TJOKYMEHTOB.

6. Cinyx6a JIOY 0000maer U CUCTEeMAaTU3UPYET JAaHHBIC O XOJE€ W Pe3yiIbTaTaX HMCIIOIHCHHS
JOKYMEHTOB, KaK IPaBHJIO, OJTUH pa3 B MECSAI 110 3aBEPIICHUH TO/a.

Jns 0000IIeH s JaHHBIX O KOHTPOJIE WCIIOJIB3YIOTCS Pa3IM4HbIe (OPMBI CBOJOK (CHPAaBOK,
otueToB). CBoJKa (CIpaBKa, OTYET) MOXKET COJIEPkKATh JaHHBIC IO OPraHU3ALMU B 1[EJIOM, 110 OTACIIbHBIM
MOJIPA3/ICIICHUSIM, UCIIOTHUTEIISIM U T.1I.

7. JlaHHBIC O pe3yabTaTaX KOHTPOJIS MPEICTABISIOTCS PYKOBOAUTEINIO OPTaHU3AlUU M B KXKI0€
CTPYKTYpPHOE TOJIpa3/iCICHHUE.

Ha ocHoBe aHanmm3a 5STUX [JaHHBIX pPYKOBOJICTBO TPUHUMAET MEpbhl IO  YIy4IICHUIO
UCTIOJHUTENBCKON JTUCIMITIIMHBI, YCKOPEHUIO JOKYMEHTOOOOPOTa OpraHM3allid M IMOBBIIMIEHUIO OO0Iei
KYJIBTYpBI Pa0OTHI C IOKYMEHTAMHU.

Jlekuust Ne 7 (2 yaca)
Tema «KagpoBasi 1oKymMeHTALUSA»
1. Boripocs! nekuuu:
1.1. IToHsiTHE KaAPOBOW TOKYMEHTALIUH.
1.2. Buabl kagpoBoil JOKyMEHTALMH.
1.3. PaGora ¢ kaapoBOil JOKYMEHTAIIHEH.

2. Kparkoe conepskaHue BOIPOCOB:
2.1. IlonsaTre KaapoBOH JJOKYMEHTAIIMH.

JlrobOas opranu3zanusi, KOTopas HCTIOJIB3YeT TPyl HAEMHBIX paOOTHUKOB, JOJDKHA TOKYMEHTAIBHO
0(pOpPMHTH ¢ HUMHU TPYAOBBIC OTHOIIEHUS. ITO MO3BOJISACT 3aUKCUPOBAThH MpaBa M 00S3aHHOCTH 00EHX
CTOPOH, OIPEACIUTh CTENEHh OTBETCTBEHHOCTH, TMPOJODKUTEIBHOCTE COTPYAHUYECTBA, pa3Mep
BO3HArpaXJICHUSI U BO3MOXKHBIC IITpadHbIC CAHKIIMH, 0003HAYHMTh MPOYHME YCIOBHUS B3aUMOJICHCTBHSI.
JIOKyMEHTHUPOBAaHHUE TPYIOBBIX OTHOIIEHUN — 3TO HE MPOCTO (HOPMATHHOCTH, @ BO3MOXKHOCTD 3aIllIUTUTH
HWHTEpPEChl U padoTojaTens, U pabOTHHKA, IMOJYyYUTh ONPEACIICHHBIC rapaHTUU B Cydae pa3HOTJIacHi,
periaMeHTHPOBATh JIESITEIIbHOCTh KOMIIAaHWU. Bce AT M MHOTHE Ipyrue BOMPOCHl HAXOAATCS B BEJCHUHU
CHEIHATMCTOB 0 KaJpaM U COCTABISIOT OCHOBY KaJIpOBOTO JIEIOMPOU3BOJCTBA. PazbepeMcs, 4To 3TO
TaKO€ W KaKHUE 33/1a4 MO3BOJISIET PEIINTh.

KanpoBasi JokyMeHTaIusi — 3TO KOMIUIEKT JTOKYMEHTOB, KOTOPBIE PETIAMEHTUPYIOT TPYJIOBBIE U
CBSI3aHHBIE C HUMH OTHOIIICHUS MEXIY PAaOOTHUKOM M pabOTOIATEIIEM.
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JIroboit paboTomarens B mporecce ACATEIHPHOCTH CTAIKUBAETCS ¢ OGOPMIICHUEM, BEICHHEM M
XpaHEHUEM KaJpOBOU TOKYMEHTAIUH.

K xampoBoif TOKYMEHTalMK TPEIbBISAIOTCS 0coObIle TpeOboBaHM. DTO CBsi3aHO ¢ TeM, uTo KJ[
¢buKcupyeT BaKHEUITYI0 chepy UYeIOBEUeCKOH NEeSATEIBHOCTH — TPy, COMPOBOXKIACT YEIOBEKA BCHO
KU3Hb, SIBIIICTCS OCHOBHOW JUIsi TMpuUeMa Ha Ty WM HHYK JOJDKHOCTh, HAUYWCJICHUS TICHCHH,
HarpaxaeHuid u T.1. OT 10OpOCOBECTHOCTH, BHUMAaHUS COTPYIHUKOB KaJIPOBBIX CIYKO 3aBUCUT OYCHB
MHOT0. MOXXHO CKa3aTh, 4To 3HadeHHe K]l BRIXOAMUT JaneKko 3a paMKH MHTEPECOB KaKJIOH KOHKPETHOU
OpraHM3alfiii U HOCHUT COLMAIbHBIA XapakTep. IMEHHO MO3TOMY BEICHHE KaIApOBOW JOKYMEHTAIHH
SIBJISICTCS] HE TOJILKO BHYTPEHHUM JIEJIOM OpTaHMU3aIluu: KaJpoBasi JOKYMEHTAIUs ITPOBEPSIETCS] OpraHaMH
(denepanbHON HHCIICKIIUU TPY/IA.

3HaveHHE KaJApOBOH JOKYMEHTAIMH ONPEACIISICTCS CICIYIONUMHU (DaKTOpaMHU:

- KaJIpOBasi TOKYMEHTAIIUsI COJIEPKUT COLUATBHYI0 HH(POPMAIIHIO, POJIb KOTOPOU BEJIHKA B )KH3HU
00IIeCTBA U KAXKIOI0 OTACIBHOTO YEJIOBEKA;

- KaJpoBasi JIOKYMEHTAIHS JOKYMEHTHPYET IIPABOBBIE OTHOIICHHs PAOOTHHKA U paboTONATENS U
TE€M CaMbIM MIPUAACT FOPUANYECKYIO CHITY 3THM OTHOIICHUSIM;

- KaJpoBasi JOKYMEHTAIIUS SBJISETCSI OCHOBAaHHEM JIJIsl 3alUThl HMHTEPECOB KaK pabOTHHKA, TaK H
paboTtonaTes.

2.2. Buabl KaJipoBOW TOKYMEHTAIIMH.

Bech komIIeKe KaipoBBIX JOKYMEHTOB MOKHO CUCTEMATU3UPOBATH 110 PA3IMYHBIM ITPU3HAKAM.

Hanpumep, no nieneBoit npuHaiIe;KHOCTH BBIIETSIOT:

1. IOKyMEHTBI TI0 Y4eTy JIMYHOT'O COCTaBa PabOTHHKOB (IIPHKA3bl O IpUeMe Ha paboTy, epeBoIe
Ha JIPYTyI0 paboTy, MPEIOCTABICHUN OTITYCKa, YBOJIbHEHHUH, TUYHAS KAPTOUYKa paOOTHUKA U Jp.)

2. JIoKyMeHTBI, CBS3aHHBIC C OCYIIECTBICHHEM (QYHKIIMH I10 YIPABICHUIO IEPCOHAIOM H
opranmzanuei Tpyna (mpaBuiia BHYTPEHHErO TPYIOBOTO PACHOPSAIKA, IMOJIOKEHHE O CTPYKTYPHOM
MOAPA3ACICHUH, JOJDKHOCTHBIE HHCTPYKIMU, CTPYKTypa U INTaTHAas YHUCIEHHOCTh, INTaTHOE
pacrnicaHue).

Kpome Toro, npuMeHsIoT U ApYyroil NpUHIMII CUCTeMaTH3alMK KaJJpOBOH JOKYMEHTAIUH, @ UMEHHO
10 OCHOBHBIM KaJIpOBBIM IMpoHCcaAYypaM pa3jindaroT CIACAYIOIME BUABI KaIPOBLIX JOKYMCHTOB!:

1. JloxymMeHTauus no npuemMy Ha padory:

- 3asIBJICHHE O MpueMe Ha paboTy

- KOHTPAKT O Ha3HAUY€HHUH Ha JIOJKHOCTb

- IpUKa3 O MpueMe Ha padboTy

2. JlokyMeHTaIMsI [0 NEePEeBOAY Ha APYTYI0 padoTy:

- 3asIBJICHHE O MEPEBOJIE Ha JIPYTyI0 paboTy

- IPEJICTaBJICHHUE O MEPEBO/IE Ha APYTyIO paboTy

- MPUKa3 O TIEPEBO/IE Ha APYTYIO paboTy

3. JlokyMeHTanus o yBOJIbHEHHUIO C pabOThI:

- 3asiBJIeHHE 00 yBOJIbHEHUU

- IpHKa3 00 yBOJbHEHUU

4. lTokyMeHTaus 1o opOPMIIEHHIO OTIIYCKOB:

- rpa UK OTITYCKOB

- 3asIBJICHHE O MPEAOCTaBICHUH OTIIYCKa

- IpUKa3 O MPEAOCTABICHUH OTITyCKa

5. oxymeHTarus mo o(hOpMIICHUIO TTOOIIPEHUH:

- IPEICTABIIEHUE O TIOOIIPEHUHN

- IIPUKa3 O MOOIIPEHUN

6. JlokymeHTanus no opopMICHHUIO JUCIUTUIMHAPHBIX B3bICKAHUM:

- AOKJIagHaA 3alliMCKa O HapyIICHU A pr,]lOBOfI JAUCIHUITIINHBI

- 00BsICHUTENbHAS 3aIIUCKa O HApYIIEHUH TPYAOBOM TUCIUIIIMHEI

- IPHUKa3 O HAJIOKCHHUHU JUCHUIIIIMHAPHOI'O B3bICKAHU A,

I/ICXOI[SI M3 OCHOBHBLIX YIHIPAaBJICHYCCKUX 3aJad, KOMIUICKC KaJpPOBbIX AOKYMCHTOB MOXHO TaKXE
npeaACTaBUTbL B BUIAC CHUCTCMEI, BKJ]IO‘{aIOH_Ieﬁ B ce0s CICAyomHre, CBA3aHHLBIC CIAUHCTBOM
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MPOMCXOXKACHUS U paziuyaronecss Mo (QyHKIMOHAILHOMY HA3HAYEHHUIO TPYMIbl (MIOACUCTEMBI)
JIOKYMEHTOB:

1. Opraau3aimoHHO-ITPaBOBAs JOKYMEHTALIMS:

- MpaBUJIa BHYTPEHHETO TPYJIOBOTO paclopsiika

- IITATHOE paclucaHue

- TIOJIOXKEHHUE O CTPYKTYPHOM HOJIpa3esIeHUN

- rpaUK OTITYCKOB

- IOJDKHOCTHBIE MHCTPYKIIUHU

2. [lepconanbHasi JOKyMEHTALIMS:

- TPY/10Basi KHUXKKA

- TUYHOE JIEeTIO

- TMYHAs KapTO4YKa pabOTHHKA

3. JloroBopHasi JOKyMEHTAI1A:

- KOJUIEKTUBHBIN JOIOBOP (COTJIAILEHUE)

- TPYJIOBOM JOTOBOP

4. PacnopsaiutenbHas JOKyYMEHTAIUS:

- IPUKa3bl IO TUYHOMY COCTaBY

5. YuerHas kanpoBas JOKyMEHTaLUs:

- yueTHble (POpMBI (KHUTH, KYPHAIIBI U IPYTOe) KaAPOBOW JOKYMEHTAIIUU

- TOKyMEHTalUs [0 y4eTy pabo4yero BpeMEHHU U pacyeToB C IEPCOHATIOM

6. UudopmaninoHHO-CIIpaBOYHAs TOKYMEHTALIUS.

CocTaB JOKYMEHTOB KaJpOBOH CIyKObl B pEIbHOCTH 3HAYUTENIBHO ULIMpPE, OH BKIJIIOYAET
MEPeNnucKy C JPYTMMH CTOPOHHUMH OPTaHM3AIMSIMH, KOHTPOJIHUPYIOIIMMU OPTaHU3AlMUSIMH, OTYETHYIO,
IJTAHOBYIO JIOKYMEHTAIMIO, a TaKXe 3HAYUTEIbHbIH 00beM HOPMAaTMBHOW M HOPMATHBHO-CIIPABOYHOM
JOKYMEHTAIIH.

2.3. Pabota ¢ kaJipoBOH TIOKYMEHTAIIHEH.

I'pamoTHOE BeneHHE KAJpOBOrO JAEJIONPOU3BOACTBA MUHHMHU3ZHPYET KOJMYECTBO NMPETEH3UH mpu
IIPOBEpKAaX M oOecrneyrBaeT CBOEBPEMEHHOE O(OPMIIEHHE BCEX JOKYMEHTOB, COINPOBOXKIAOIINX
TPYIOBYIO JESATEIBHOCTh COTPYAHMKOB. B KazpoBOoM J0OKyMEHTOOOOpPOTE 3aJ€iCTBOBAaHBI BCE
JOKYMEHTBI, CBS3aHHBIE C IEPCOHAIOM, €r0 PACCTAaHOBKON BHYTPU OpraHU3allMU, Y4e€TOM paboyero
BPEMEHH M pacyeTamu ¢ paboTHUKaMU. OCHOBHBIM JJOKYMEHTOM, KOTOPBIN PErIaMEHTHUPYET TPYAOBYIO
JesITeIbHOCTh, KaJpOBOE J€J0, JEJONPOU3BOJACTBO M JOKYMEHTO0OopoT, ssisercs TK P®. Ho u B
TPYJIOBOM 3aKOHOJATEIbCTBE HE BCEI/Ia YETKO M OJIHO3HAYHO MPOMNMCAHBI 3THU periaMmeHThl. [lpumep.
Cratpeii 128 TK P® ycTtaHoBieHO, uTO OTHYCK O€3 cOXpaHEHHs 3apabOTHOM IUIaThl PpAaOOTHUK MOXKET
oQOopMHUTH Ha OCHOBaHMM NMHCbMEHHOIO 3asiBieHUs. B Toxe Bpems B ctatbe 255 TK P® rosopurcs o
TOM, YTO OTIYCK IO OEPEMEHHOCTH M POAaM MPEAOCTABIAETCS JKEHIIIMHE HA OCHOBAaHUH OOJBHUYHOTO U
3asBiieHUsA. OTCYTCTBHE YTOUHEHHUS «IIMCBbMEHHBIN» JI€1aeT BO3MOXKHBIM M JIOCTATOYHBIM YCTHOE
3asBJICHUE PAOOTHHUIIBI.

[loaToMy MHOrMe oOpraHu3ali BeIEHHE KaJIpOBOIO JOKYMEHTOOOOpOTa OCYIIECTBISIOT Ha
ocHoBaHuu [lonoxenus wim MHCTpyKIMK. DTUMH perjgaMeHTaMy YCTaHaBIMBAETCA KaK BECTH KaJIpOBOE
nenonpou3BoAcTBO. Pa3paboTka MHCTpyKuMM MO3BOJISET: YCTAaHOBUTH OOUIMI MOPSIOK OGOpPMIICHUS
KaJpOBOWH JOKYMEHTAIlMM; aJalTHPOBaTh JEJIONPOU3BOJICTBO KaapOBOW CIyXObl K crerudpuke
OpraHM3aliK; CTaHJaAPTU3UPOBATh 0(OPMIICHHE KaIPOBBIX MPOLIETYP.

JIOKyMeHTaJIbHO O(QOPMIISTH BCE KaJpOBbI€ MPOLEAYPHI, BECTH KaJpOBBIA ydeT 00s3aHbI Bce
paboTonaTenu — W IOpUAMYECKHUE JUIA, U MHAMBHIyallbHble NpeAnpuHuMaTenu. Kak opraHuzoBaTh
KaJpOBOE JIeNIONPOU3BOACTBO M KOMY IIOPYYHTh €ro BeJeHHe — pemraer padoroaarens. Kak npasuio, 3To
3aBHCHUT OT YMCJIEHHOCTH IITaTa U (PMHAHCOBBIX BO3MOXKHOCTEW Mpeanpusatus. PaccMoTpuM OCHOBHBIE
BapUaHTBHI:

1. Otnen xampoB (wim KaapoBas ciyxo0a). [loTpeOGHOCTh B TaKOM CHEIOAPA3ICTICHUN OSBIISIETCS
y KpYIHOM KOMIaHUU ¢ OOJIBIIMM HITaTOM COTPYAHUKOB. B COOTBETCTBHM C peKOMEHJAlMSIMU Ha OJHOTO
KaJIpOBUKA JIOJDKHO MpuxoauTbest He 6omee 200-250 genoBek. 30Ha OTBETCTBEHHOCTH OT/eNa KaJIpOB —
TOJIBKO KaJpOBO€E JIEIONPOU3BOJCTBO U BCE, UTO C HUM CBS3aHO.

2. VHcnekTop mo Kazapam (Miad MeHemkep mo nepcoHany). llltatHas engununa cnenuanucra mo
KaJpOBOMY JEJIONPOU3BOJICTBY BBOJUTCS Ha HEOOJBIIUX MpeanpusaTHsxX. OYHKIHUU KaJApOBHKA MOXKET
BBITNIOJIHATH ¥ BHEIIHUH CIIEUAIUCT — IO JOTOBOPY ayTCOPCHHTA.
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3. Bayrpennuii coBMmectutenb. EciM 4YMCIEHHOCTH ITaTa HEJOCTATOYHO BEJIMKA WM OFOKET
KOMITAaHUU HE TO3BOJSET COAEpPkKaTh OTACIBHOTO CIENHATUCTa MO KajapamM, ero (yHKIMOHAIbHBIC
00s13aHHOCTH MOXET BBITIOTHATH HAa YCIOBUAX COBMEIICHUS CEKpeTaph, 0(huc-MEeHEKep Ui OyXraiaTep.
CornacHo TpeOGOBaHUSM TPYIAOBOTO 3aKOHOJATENLCTBA, JAOMOIHUTEIBHAS HATPy3Ka BO3MOXKHA TOJBKO C
corjacusi paOOTHHMKA M 3a JOTOJHUTEIbHYIO IuIaTy. Ilpudyem coBMelieHue IOKHOCTEH HE JOKHO
COIPOBOXAATHCS YBEIIMUECHUEM MPOIOJDKUTEITHBHOCTH pab0vero JIHS.

4. PykoBoautenb. Takoe BO3MOXKHO, €CJIM KOMITAHUSI CO3/IJaHa HEJIaBHO, a YUCIECHHOCTh MEepCcoHalia
He npesblaet 20 4eaoBex.

B m0060om citydae crienuaiuct, KOTOpoMy MPEACTOUT BECTH KaJIPOBOE JEIOMPOU3BOJICTBO, JTOJDKECH
XOpoIIo pa3duparbCcss B TPYAOBOM 3aKOHOAATEIbCTBE, BIAJACTh OCHOBAMH OyxydeTa, BEICHHS
OTYETHOCTH, YMETh paboTaTh B CHEUHUATU3HPOBAHHBIX MPOTPaMMax M CIPABOYHBIX CHCTEMax,
00eCneUYnBaOIIUX TPABOBYIO TOIICPKKY. 3a OTCYTCTBHE KaapoOBOTO ydeTa H  KaJpoOBOTO
JIEIONIPOM3BO/ICTBA MTPEAYCMOTPEHBI ITPAPHBIC CAHKITUH.

Bce osrambl B3ammopeicTBus paboTojaTenss W €ro COTPYAHHUKOB, BCE KaapOBBIC MPOIEAYPHI
TpeOYIOT JOKYMEHTAIBHOTO COMPOBOXACHMs. [loaToMy KaapoBoe AeIONmpOM3BOACTBO BEACTCS B
HECKOJIbKMX HaIlpaBJICHUSAX:

- TMOATrOTOBKA ITaKeTa JOKYMEHTOB JUIsl TPYAOYCTPOHMCTBA HOBBIX PAOOTHHUKOB (IJI1 3TOTO
pa3pabarbiBacTCsi TPYAOBOW JOTOBOP, MPOMHUCHIBAIOTCS JOJHKHOCTHBIC WHCTPYKIUHU, O(GOPMIIIOTCS
KaJIpOBbI€ MPUKA3bl, BEAYTCS JUYHBIC J€Ja U TPYIOBbIE KHWXXKH, 3AIOJIHSIOTCS JIMYHBIE KapTOYKHU
COTPYJIHUKOB);

- YBOJIbHEHHE pabOTHUKOB ¢ cobmoaenueM TK PO;

- pa3paboTKa JOKAIGHBIX HOPMATHBHBIX JOKYMEHTOB, PETJIAMEHTOB B3aUMOJICHCTBUS, ITOJIOKCHHIA,
MIPUKA30B, MHCTPYKLUUNA (3TO MOTYT OBITh, HANpUMEP, MOJOKEHUE O MPEMHPOBAHUHU COTPYIHUKOB, O
3alUTE TEPCOHAIBHBIX JIAHHBIX, O KOMAaHAMPOBKAX MU OTIYCKaxX, O MaT€pUaIbHON OTBETCTBEHHOCTH,
coryiaiieHue 0 KOHUACHIINATFHOCTH WX MTPaBUia BHYTPEHHETO TPYI0BOTO PaCHOPsIKa);

- pa3paboTKa IPaBWI U HHCTPYKIIMHA 110 OXpaHe TPYya;

- KOHCYJBTHpPOBAaHHE MEPCOHANIa MO BOIPOCaM, CBA3aHHBIM C TPYAOYCTPOWCTBOM (Hampumep, B
Clly4ae peopraHu3alliy MPEeANPUSITHS WA €ro JTUKBUIAINN);

- MOJITOTOBKA OTYETOB JIJIsI IEHCHOHHOTO (DOH/1a, BOGHKOMATa, [ICHTPOB 3aHATOCTH U T. .

CTOUT OTMETHTb, YTO JOKYMEHTBI MOTYT OBITh 00sI3aTENIbHBIMH ISl BCEX KOMMaHMUI (HEe3aBHCHUMO
OT YHUCIIEHHOCTH IEpCOHaja, MacmTaboB W (OpM OpraHu3alvy MPEearpHUsITHs), PEKOMEHI0BaHHBIMU
(pemienne 006 oMOpPMIEHUU TaKUX [OKYMEHTOB MpPHHUMAeT paboTojaTenb) U 00sA3aTeIbHBIMU IS
OTIpEeIETICHHOTO BUA padOoT (Y3KOCTICIIHATIM3UPOBAHHBIMH ).

Jlexmust Ne 8 (2 yaca)
Tema «/lesionpou3BoaACTBO 10 00pPaLIEeHUAM ITPAKIAH)
1. Bonipocs! jaekuuu:
1.1. Buasl oOpatiieHuii rpak/iaH.
1.2. TpeboBaHus, MpeabsBIsAeMble K 00pallleHUsM TpakIaH U UX 0()OPMIICHUIO.
1.3. Tlopsimok paccMOTpeHHs OOpaIIeHHI TpaXk/1aH.

2. Kpartkoe conepskanue BOIPOCOB:

2.1. Buabl obparnieHuit rpaskaas.

®enepanbhblil 3akoH 0T 02.05.2006 Ne59-®3 (pea. ot 27.12.2018) «O mopsiake paccMOTpeHUs
oOparienuit rpaxxaan PO»

TunoBo# pernameHT BHYTpeHHEH opraHuzanuu (eaepaibHbIX OpraHOB MCIOJHUTENBHOM BIacTH,
YTBEpPXACHHBIN nocTaHoBieHueM [IpaBurensctBa Poccuiickoit @enepanuu ot 28.07.2005 r. Ne 452

B cootBerctBum ¢ Koncrtutymmeit PO Bce rpaxnpane Poccuiickoin ®enepannu UMEOT IPaBoO
HaMpaBJIATh JIMYHbIE U KOJJIGKTHBHBIE OOPAIEHUsI B TOCYJapPCTBEHHbBIE OPTaHbl M JOJDKHOCTHBIM JIMIIAM,
KOTOpbIE B Ipejaesax CBOEH KOMIETEHLMH O0S3aHbl PAaCCMOTPETh 3TU OOpalleHMs, IPUHATh MO HUM
pelIeHns U AaThb MOTUBUPOBAHHBIA OTBET B YCTAHOBJIEHHBIE CPOKH.

OOparnieHne TrpaxJaHWHAa - HalpaBlICHHbIE B TOCYAApCTBEHHBIM oOpraH, OpraH MECTHOTO
CaMOYIIpaBJI€HUsI WJINM JODKHOCTHOMY JIMIly B THCbMEHHOH (opme uaum B (popMe 3JIEKTPOHHOTO
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JIOKyMEHTa TPEUIOKCHHE, 3asBICHHE WM >Kajloba, a Takke yCTHOe oOOpalieHHe TpaXIaHWHA B
rOCyZapCTBEHHBIN OPraH, OPraH MECTHOT'O CaMOYIIPABIICHHUS.

[lpennoxxenne - peKOMEHAAanWs TpakJaHWHA 110 COBEPUICHCTBOBAHHMIO 3aKOHOB M HHBIX
HOPMATUBHBIX IIPABOBBIX A4KTOB, JACATCIBHOCTH TOCYAAPCTBCHHBIX OPraHOB W OpraHoB MCECTHOTO
CaMOYTIPaBIICHHS, PAa3BUTHIO OOLIECTBEHHBIX OTHOLICHUH, YIYUYIICHHIO COLMAILHO-3KOHOMHYECKOH M
UHBIX c(hep AesITeTbHOCTH TOCYAapCTBa U OOIIECTBa;

3asBiieHNE - MPOCch0a TPAXKIAHWHA O COJICHCTBUH B pEalM3allMi €ro KOHCTUTYIHOHHBIX IPaB U
CBOOOJ MM KOHCTUTYLMOHHBIX MPaB U CBOOOJ APYruX JHII, JUOO COOOIIEHHE O HAPYIICHUH 3aKOHOB H
MHBIX HOPMATHBHBIX IPABOBBIX aKTOB, HEJOCTAaTKax B PabOTE€ TIOCYAAapCTBEHHBIX OPraHOB, OPraHOB
MCCTHOI'O CaMOYIIPABJICHUA W JOJUDKHOCTHBIX JIMII, 00 KpHUTHKA ACATCIBHOCTH YKa3aHHBLIX OPraHoOB H
JOJDKHOCTHBIX JIMII;

XKanoba - mpocbba rpaxaaHMHA O BOCCTAHOBJIEHHM WM 3alIUTE €ro HapyLICHHBIX IIPaB, CBOOOA
WM 3aKOHHBIX MHTEPECOB JIMOO MpaB, cBOOO MM 3aKOHHBIX HHTEPECOB APYTHX JIHIL;

2.2. TpeboBaHus, MpeIbsBIsgeMble K 00paIlleHUsIM IPaskaAaH U UX 0(OPMIICHUIO.
OcHoBHbIE TpeOOBaHUS K IMCbMEHHBIM O0pallleHUsIM IpaKaaH coaepxkarcs B cratbe 7 Ne59-D3.

1. I'paxxgaHMH B CBOEM HUCbMEHHOM OOpallleHMM B O053aTENbHOM IOpSAKE YKa3bIBaeT JMOO
HAaVMEHOBAHME TOCYJAPCTBEHHOIO OpraHa WM OpraHa MECTHOIO CaMOYIpPaBIEHUs, B KOTOpbIE
HamnpaBisieT I[UCbMEHHOe oOpamieHue, Jub0 (aMuwinio, HMs, OTYECTBO COOTBETCTBYIOLIETO
JOJDKHOCTHOTO JIMIA, JIMOO JOJKHOCTh COOTBETCTBYIOILEIO JIMIA, a TaKKe CBOM (aMUIIMIO, MM,
OTYeCTBO (TOcieiHEe — MPU HAIWYMK), MOYTOBBIA aJpec, M0 KOTOPOMY JIOJKHBI OBITh HAIpPaBJICHBI
OTBET, YBEIOMIICHHE O Iepeajpecaly OOpalleHMs, H3JlaraeT CyThb IPEeAJIOKEHUs, 3asBICHUS WIU
&KaJi00bl, CTABUT JINUHYIO MOAINHUCH U J1ATYy.

2. B cinyyae HEOOXOAMMOCTH B IOIATBEP)KICHUE CBOUX JIOBOJOB TpaXJAaHUH MpuUiaraer K
MUCHbMEHHOMY OOpallleHUI0 TOKYMEHTBI U MaTepualibl JM0O0 UX KOIUH.

3. OOpaienue, MOCTyNUBIIEE B TOCYAAPCTBEHHBI OpraH, OPraH MECTHOTO CAMOYIPABIICHUS HITH
JOJPKHOCTHOMY JIMITY 110 MH(GOPMALIMOHHBIM CHCTEMaM OOILEro MoJjb30BaHUs, MOJIEKUT PACCMOTPEHUIO
B [IOPAJIKE, YCTAHOBJIEHHOM HACTOSIIIUM DeiepaibHbIM 3aKOHOM.

Kak cnenyer u3 nonoxkeHuit cratbu 7, oOpalieHue rpakaaHiHa 00s13aTeIbHO JOKHO COJIEPKaTh:

— pamMmIInI0, UM, OTYECTBO I'PAXJTAHNHA U

— €ro MOYTOBBIH ajpec.

Ecnu 3TuX naHHbIX HE OYIET, TO OTBET Ha 0OpaIlleHue He 1aeTCsl.

B Ne59-®3 He nmpuBOAUTCS TEPMHUH «aHOHHMHBIE OOpallleHHUs», 3aTO OH YHOTpeOssieTcsl B CTaTbe
12.3 Tunosoro periaamenTa. K aHOHUMHBIM perylaMEHT OTHOCHUT T€ COOOIIEHUS, KOTOPhIE HE COJIEPIKaT:

— (pamMuMIO, UMS, OTUECTBO

— MOYTOBBIN agpec

— MOJIHUCH aBTOPA.

Kak Buaure, 31ech nosiBisieTcs emie oJJHO TpeboBaHuE — HAJIMYKMeE Ha oOpanieHuu noAnucu. bes Hee
oOpalieHne MOKeT OBITh NMPH3HAHO AHOHMMHBIM M Ha 3TOM OCHOBaHMM He OBbITb HPUHATHIM K
paccMoTpenuto. [1oaToMy rpakaanuH B CBOEM OOpaIeHHH HE TOJBKO JODKEH YKa3aTh (haMUIIUIO, UM,
OTYECTBO U aJIpeC, HO W TOCTaBUTh JMYHYIO NoAmuch. OJHAKO HY)XHO OTMETUThb, YTO TpeOOBaHUE
TunoBoro perjgamMeHTa O HaJIUYUU TOJINUCH OTHOCUTCS TOJBKO K IHCbMEHHBIM OOpalIeHUsM,
COCTaBJIIEMBIM B BHJE OYMaXKHOTO JOKyMeHTa (MyHKT 12.9 BbIIIEHA3BaHHOTO JOKYMEHTa 3aKpeIuIserT,
YTO AJIEKTPOHHAas UG poBas MOAMNKCH SABJISETCS HE 0053aTeNbHOM, a JOMOJIHUTENbHON HH(OpMaLuen Jist
3JIEKTPOHHOTO O0OpAIEHUs TPaKIaHUHA).

Panbiie, Bo BpeMeHa nericteus Ykasa lIpesuauyma Bepxosaoro Cosera CCCP ot 12.04.1968 1. Ne
2534-VII, rpaxnanuH o0s3aH ObUT TaK)Ke yKa3bIBaTh MECTO CBOEH paboThl MK yueObl. be3 aTux maHHbIX
oOpallleHue MpU3HaBAIOCh AHOHUMHBIM U OTBET Ha HETro He AaBalicsl. Teneps 3TU CBeIEHUS yKa3bIBaTh HE
00513aTeNBHO.

A BOT J1aTa B COOTBETCTBHH C YacTbhiO 3 cTaThbM 7 3aKOHA SBISETCS HEOOXOAUMBIM AJI1 OPOPMIICHHUS
Ha 00palleHNH PEKBU3UTOM.

K tekcty obpamienuii rpakjaH NpeabsBISIOTCS BCETO Ba TPeOOBaHMUS:

1. OOpaiienre He JOKHO COJIEpXKaTh HEIEH3YPHbIE MJIM OCKOPOUTEIbHBIE BBIPAKEHHS, YIPO3bI
KU3HU, 370pPOBBI0 UM HMMYIIECTBY JOJDKHOCTHOIO JIMIIA, a TakXe WIEHOB ero ceMbu. [logoOHbIe
oOpalieHus: ocTaloTcss 0e3 OTBeTa, a MOJYYMBLIMM MX OpraH WM JODKHOCTHOE JIMIIO MMEeT MpaBoO Ha
OTBETHOE MOCIaHNUE IPAXJAAHUHY O HETOIYCTUMOCTH MO0OHOTO MOBEACHHUS.
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2. Tekct oOpamieHuss JTOJDKEH TOAABAaThCs MPOYTCHHIO. B WMHOM ciydae Ha HEro mIpocTo
¢u3nyecku HEBO3MOXHO OyaeT naTh OTBEeT. A eciau (aMuIIUs M TOYTOBBIM aJIpec TOXKE OKaXYTCs
Hepa300pUMBBIMHU, TO TPAKIAHUHY HE CMOTYT COOOIUTH O BOZHUKIINX TPYJHOCTSX.

B Ne59-®3 conmepxutcst HopMa, 00s3bIBAIOIIAs TPaX/IaH MPABHIBHO apecoBaTh CBOU OOpalleHus
OpraHaM M JIOJDKHOCTHBIM JIMLIAM C Y4€TOM UX KomIieTeHIuu. OQHAKO B COOTBETCTBUM C IPYrod HOPMOU
Ne59-@3 HenpaBUIBLHO HANPABICHHOE OOpaIIeHUE BCE PABHO B UTOTE OYJET MEPECIaHo «IIPaBUIbHOMY
azpecatry, IpU 3TOM CPOK PAacCMOTPEHHUS JTOKyMEHTa OyIeT HCUHUCIATBCS C JaThl €ro IOJIY4eHUs B
Oprase, yroJJHOMOYEHHOM Ha IIOJIrOTOBKY OTBETA.

Kpome Toro, rpaxiaHuH JOJDKEH MOMHHTH clienyromee. Ecau oH HeoIHOKpaTHO obpaluancs c
OJTHUM U TEM K€ oOpalleHueM, Ha KOTOPO€ €My MHOTOKpPAaTHO JaBalMCh MHCbMEHHBIE OTBETHI, TO Ha
ouyepesHOE IOCJIaHUE, HE COJEepJKallee HOBBIX CBEJICHHMH, [JOBOJOB WJIH OOCTOSATENbHCTB,
roCy/lapCTBEHHBIN OpraH MM OpraH MECTHOTO CaMOYIIpaBJIEHUsI UMEET IIPaBO IPUCIATh YBEAOMIIEHHUE O
IIOJJHOM IIPEKpAIleHUH IEPEeNnucKd ¢ HUM I10 BOIIPOCY, COAEpXKalleMycsi B 3TUX OOpaleHHsx. OTo
O3HAayaeT, YTO IO HWHBIM BONPOCaM JaHHBIA OpraH HE HMMEET IpaBa WIHOPHPOBATH OOpaIIEHUsS
HaCTOWYUBOIO IpakJaHUHA.

2.3. IlopsAmok aei1 pacCMOTPEHUS 00paIeHui IPaskIaH.
TpeOGoBaHwMsI K pErUCTPAIIUU M CPOKU PACCMOTPEHUS O0paIICHUH rpaKIaH

®enepanpHblil 3akoH «O mopsiaKe paccMoTpeHus oOpamieHuil rpaxnan Poccuiickoit ®dexepanun» OT
02.05.2006 1. Ne 59-@3:

YacTs 2 cratbu 8 [lucbMeHHOE 00pallieHne MOUICKUT 005S3aTeIbHON PETUCTPAlliU B TEUCHHE 3-X
JHEH C MOMEHTa IOCTYIUIEHHS B TOCYHApCTBEHHBIM OpraH, OpraH MECTHOI'O CaMOYIPABICHUS WU
JOJDKHOCTHOMY JIMILY.

Yacte 1 crateu 12 [luceMenHoe oOpalieHue, MOCTYNUBILIEE B TOCYJApCTBEHHBIN OpraH, opraH
MECTHOTO CaMOYIMPABJICHUS WJIH JOJDKHOCTHOMY JIMIy B COOTBETCTBHM C HMX KOMIICTCHIIUEH,
paccmarpuBaetcs B TeueHnue 30 nHel co JHS perucTpaiiy MMCbMEHHOTO O0paleHUs.

Yacte 2 crtathu 12 B HCKIIOUMTENBHBIX Cy4asx, a TaKKe B Cllydae HAMpaBJICHHs 3arpoca,
npeaycMoTpeHHoro 4actbto 23 crateu 10 Hacrosimero @enepanbHOrO 3aKOHA, PYKOBOIUTENb
rOCYJapCTBEHHOTO OpraHa WM OpraHa MECTHOTO CaMOYIpPABJICHUS, IODKHOCTHOE JIMIO JIHOO
YIIOJTHOMOYEHHOE Ha TO JIMIIO BIpaBe MPOJIJIUTH CPOK paccMOTpeHus oOpaineHus He Oonee yem Ha 30
JTHEH, yBEIOMUB O MPOJIIEHUH CPOKa €ro pacCMOTPEHHU IpaKIaHUHA, HAIIPaBUBILIEro oOpalleHue.

[TynxT 12.2 TunoBoro periameHTa BHYTPEHHEH opranuszanuu (enepagbHbIX OPraHOB MUCHOJHUTEIbLHOU
BJIACTH, yTB. nocTaHoBiaeHueM [IpaButenscrea PD ot 28.07.2005 r. Ne 452

OOpateHusi TpakJaH pacCMaTpUBAIOTCS B (penepaibHOM OpraHe HCIOJHUTEIHLHON BJIACTH B
teuenue 30 mgHel ¢ garel moctymieHus. IIpu HEoOXOAMMOCTH CpPOK pPacCMOTPEHHs] MHCbMEHHOTO
oOpallieHus: MO>KET OBITh MPOJUIEH 3aMECTUTENIEM PYKOBOAUTENS (peepanbHOr0 OpraHa UCIOIHUTEIbHOM
BJIAcTH, HO He Oosiee yeM Ha 30 nHeH, ¢ OAHOBPEMEHHBIM MH(POPMHUPOBAHUEM 3asBUTENS U yKa3aHUEM
MPUYMH TPOJICHUS.

BuumarenbHO wM3ydas moJjokeHUsT THIOBOrO pErjiaMeHTa, MOKHO 3aMETHTh, YTO JaHHBIN
JOKYMEHT 3aKpeIuisieT CpOK pacCMOTpeHHs OOpallleHuil rpakgaH Ha 3 JHS MEHbIIE YCTaHOBJIEHHOI'O
Ne59-®3. Pazbsicaum apudMeTHKy Borpoca: 3aKOH MPEANoiaraeT perucTpanuo oopaleHuil B TeueHue
3-x nHe# u ux paccMoTpeHue B TeueHue 30-Tu qHel ¢ MOMeHTa peructpauuu (T.e. 33-x qHel ¢ MOMeHTa
noyiydyeHusi), a TuUMOBOM pernamMeHT ycTaHaBIMBaeT CpoK paccmoTpeHuss B 30 gHeil ¢ MomeHTa
MOJTy4YeHUsl OOpaLeHHUS.

I'oBopss 0 perucrpanuu, CTOMT OTMETHTh, YTO 3-IHEBHBIM CPOK YCTAHOBJIEH BIIEpBbIE. Panee
JeWCTBYIONINE JOKYMEHTHI 3aKPEIUIIIN PErHCTPALMI0 0OpalleHus B JIeHb ero noctymieHus. OGHapyKuB
JaHHBIE PACXOXKIEHUS B TMOJIOXKEHHUAX 3akoHa W THIIOBOro perjiameHTa, HeoOXOAMMO 3aJaTh JBa
BOIIpOCA:

1. MoHo nu cka3ath, 4T0 THUIIOBOM peraaMeHT NPOTUBOPEUUT 3aKOHY?

2. B xakoil cpok CTOUT MPOU3BOJUTH PETHUCTPALIMIO U pPACCMOTPEHHE 00pallieHH rpak1aH?

Panee neiictBoBaBmumii Yka3 Ilpesunanyma Bepxosaoro Cosera CCCP ot 12.04.1968 r. Ne 2534-
VII «O nopsake paccMOTpeHHUs MPeUI0KEHUH, 3asiBICHUH 1 jKano0 rpaxaan» colepikall MoJIoKeHHUe, 1o
KOTOpOMY JIpYTUMH 3aKOHOJATEeNbHBIMH aKTaMU MOIJIM YCTaHABJIMBATHhCSl COKpAIllEHHBIE CPOKHU
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paccMOTpeHMH 3asBICHUN U ka0l B peclyOIMKaHCKUX M MECTHBIX OpraHax, a TakKe Ha NMpeInpUiTUsX,
B Yy4pexaeHuAxX u opranuzauusax. K coxanenuro, aenctByrommii Ne 59-D3 Takoro mnosoxeHus He
cofepkuT. Ho ToBOpUTH O IBHOM IIPOTUBOPEYMH THUIOBOTO periaMeHTa 3aKOHY MOXKHO ObLIO ObI TOJIBKO
B TOM Cllydyae, eciii Obl OHM pa3pelialiv MPOBOAUTH PETHCTPALIMIO U PAaCCMOTPEHUs B OoJiee AIUTEIbHbIE
CPOKH.

Hrtak, nemaeM BBIBO:

— (QenepanbHble OpraHbl MCIIOJHUTEIbHONM BJIACTH JOJDKHBI IPOU3BOJAUTH PETUCTPALIUIO
oOpalieHuii rpaxkaaH B JIeHb WX IOCTYIUIGHHS W paccMaTpuBaTh B TeueHue 30-Tu JTHEH ¢ MoMeHTa
HOCTYIUICHUS;

— a OCTaJIbHbIE OpraHbl IOCYJapCTBEHHOH BJIACTH M OpraHbl MECTHOI'O CAMOYIIPABJIEHHSI MOTYT
perucTpupoBaTh OOpallleHus B TEUEHHUE 3-X THEH ¢ MOMEHTa MOJIy4YeHHUsl U paccMaTpuBaTh B TeueHue 30
JHEH ¢ MOMEHTa pErucTpaluy, €Ciau Il HUX HE YCTAHOBJIEHBl COKpPAIEHHBIE CPOKH JPYTHMMH
HOPMAaTHUBHBIMU JOKYMEHTaMH.

JlocTaTodHo YacTo BCTpeyaroTcsl ciaydad, KOorja oOpalleHHe IpakJaHHHA YJOBIETBOPSIET BCEM
YCTAHOBJIEHHBIM TPEOOBAaHUAM, a 3HAUUT, 3aCIyKUBAET OTBETA, HO IPU ITOM IIOJYYEHO HE IO aJpecy.
Torma oHO AOKHO OBITH MEpEagpecOBaHO TOMY OpraHy WIHM JOJKHOCTHOMY JIMIY, K KOMIIETEHIHH
KoToporo oTHocurca. Ha 310 3akoHOM oTBOguTCcs 7 JHEH €O JAHA perucTpauuu oOpalieHus.
OnHOBpEMEHHO TpaIaHUH YBEJIOMIISIETCS O Mepeaapecanuu ero ooOpameHus. OTIENbHO OTMETHM:
3aKOH 3amperaeT nepecbuiaTh KajuoObl Ha PACCMOTPEHUE B TOT OPraH WM TOMY JOJKHOCTHOMY JIHILY,
pelnieHre win aeicTeue (0e31eicTBIE) KOTOPOTo 00KaITyeTCs.

dopma oTBeTa Ha OOpalIeHUE TPaKTaHIHA

Paccmorpenune oOparieHuil rpaxiaH, 1O MHEHHUIO 3aKOHOJATENs, JOJDKHO IPOU3BOJUTHCS
UCKJIIOUUTENIbHO Ha 0e3BO3ME3JHON OCHOBE, T.e. OecruiatHo. VIckitoueHue cOCTaBisOT OOpalleHus,
COZIepIKalliie 3aBeIOMO JIOKHBIE CBe/ICHHs. PacXo/Ipl, TOHECEHHBIE B CBSA3U C MX PACCMOTPEHUEM, MOTYT
OBITh B3BICKAHBI C TPAXKIaHUHA, HO TOJBHKO MO PEUICHHUIO Cy/a.

OtBer Ha oOpalleHue TrpakJJaHUHA, HE 3aBUCUMO OT TOT'0, IIOJIYYEHO JIM OHO B MUCbMEHHOM BH/JIE
WIH TI0 DJIEKTPOHHOH MOYTe, WK K€ Yepe3 MHTEPHET-IPUEMHYIO, BCET/Ia AAeTCS B MUCHbMEHHOM BUE U
OTHPABIISETCS 110 TIOYTOBOMY aJIpecy, KOTOPBIH yKa3al 3asBUTEINb (00 3TOM rOBOPHUTCS B YacTu 4 CTaTbH
10 m yactu 3 cratbu 7).

JInunblii pueM rpaxaaH

No59-D3 comepkuUT MONOKEHUS, PETIIaMEHTUPYIOIINE JTUYHBIA TPUEM rpaxaaH. B coorBeTcTBUHM
C JICUCTBYIOIIMMHU TIpaBUIaMH MHGOpPMAIMS O MECTE MpHeMa, a Takke 00 YCTAaHOBJIICHHBIX IJI TOTO
JHSX U 9acax JI0JDKHA ObITh 00IIe0CTYIHA.

Bo Bpemst mpuema ycTHOE oOpallieHne rpakIaHiHa 3aHOCUTCS B KapTOUKY JTUYHOTO nprema. Ecnu
W3II0KEHHBIE B YCTHOM OOpamieHuu (pakThl U OOCTOATEIHCTBA SIBJSIFOTCS OYEBUIHBIMU U HE TPeOYIOT
JOTIOJTHUTEILHOM MPOBEPKH, OTBET Ha OOpalleHue C Corjiacus T'paKJaHWHA MOXKET OBITh JIaH YCTHO B
X0Jle TIpUeMa, O YeM JEeNIaeTcs 3aluch B KapTouke. B ocTanbHbBIX ciydasx JaeTcsi MMCbMEHHBIA OTBET B
teuenue 30-Tu gHE.

Kpome TOro, BO Bpemsl JHYHOTO MpHEMa MOXKET OBITh MPUHATO MUCHBMEHHOE OOpalieHHe
TpaXKJaHWHA, KOTOPOE TMOJJICKHUT PACCMOTPEHHUIO B COOTBETCTBUU C OOIIUM TMOPSIKOM, YCTAaHOBICHHBIM
Ne59-03 ans Takux obparieHui.

Jlekuust Ne 9 (2 yaca)
Tema «Opranuzanus onepaTuBHOr0 XpaHeHHsl JOKYMEHTOB M MOPSAI0K NepeJayu B apXHB»
1. Bonipoce! pekuuu:
1.1. Homenkiarypa aen: HOHSATHE, LIEIIH.
1.2. Buibl HOMEHKIATYp €.
1.3. CTpyKkTypa HOMEHKJIATYPHI AT U TOPSIAOK €€ 3al0JTHEHUS.
1.4. ®opMupoBanue 1ei.
1.5. O0ecneueHre COXpaHHOCTH IOKYMEHTOB, MIEPEAaHHbBIX B apXUB.

2. Kpatkoe conepxaHue BOMPOCOB:
2.1. HomeHkaTypa Jie: MoHATHE, IIEeIH.
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Kaxnas opranmszanus B 1mpolecce cBoed paOOThl HaKaluIMBaeT OTPOMHOE KOJIMYECTBO
Pa3HOOOPa3HBIX TOKYMEHTOB. [[si TOro, 4TOOBI MIX CHCTEMAaTHU3UPOBATh, «PA3JIOKHUTh IO TMOTOYKAM)
CYILIECTBYET CIIEHHATIbHBIN JOKYMEHT 1o HazBaHueM «HoMeHkmarypa nem».

Howmenkiarypa nmen - 3T0 cUCTEMaTU3MPOBAaHHBINM MEPEUYECHb HAMMEHOBAHUW €N OpraHuzauuu. B
HEM COJICP)KUTCS MOoJIHAs HH(OPMALIKA O TOM, KaKHe JIOKYMEHTHI, B KaKOM IO/Ipa3/IIeHUH HY>KHO BECTH.
Taxoke yka3aHo, KTO ¢ HUMH pabOTaeT, I7ie ¥ KaKoe KOJIMYECTBO BPEMEHHU MX XPAHUTh.

Homenknatypa pen sBisercs o0Os3aTeIbHBIM JOKYMEHTOM sl (eiepalibHBIX  OpPraHoB
HCIIOJIHUTEJIBHON BJIACTH U TOCYAAPCTBEHHBIX YUPEKICHUN. UTO KacaeTcss KOMMEPUYECKUX OpraHU3alNi,
TO B 00s3aTeIbHOM TOpSAKE €€ JOJDKHBI pa3pabaTbiBaTh TOJIBKO OpraHU3allid — HWCTOYHUKHU
KOMIUIEKTOBaHUSI TOCYAApCTBEHHBIX (MYHULIMOAIbHBIX) apxXuBOB. JlJI1 Mpouux HOMEHKJIATypa
TEOPETUYECKH HEe 00s3aTeNbHa.

OnHako Ha MpakTHKE JH00as OpraHu3alys paHo WM MO3JHO MPUXOJUT K HEOOXOIUMOCTH €€
CO3/1aTh: KOT/Ia HY’KHO M30aBUTHCS OT CKOMUBIIMXCS 33 FOJIbI paOOThI JOKYMEHTOB, YCTAHOBUTH CPOKH HX
XpaHeHus (MHa4Ye KaK IMOHATh, YTO MOXHO YHHYTOXaTb, & YTO HET?). A mepeueHb A€l U JOKYMEHTOB
OpraHu3alMM C YKa3aHUEM CPOKOB XPAHEHHUS — 3TO U €CTh HOMEHKJIaTypa Jel.

Howmenknarypa nen npenHazHadeHa JUist TOr0, YTOOBI:

- YUYUTBIBaTh BCE JI€J1a, KOTOPbIE BEAYTCS HAa MPEAPUATUH,

- TPYNIHUPOBATH UX B 3aBUCUMOCTH OT THUIIA WU MPUHAIIICHKHOCTH,

- obecrieynBaTh UX COXPAHHOCTh M OBICTPBINA MOUCK MPU HEOOXOAMMOCTH,

Homenknarypa nen Ha npeAcTOsIMM IoJ] JOJKHA COCTABIATHCS B NOCIEAHEM KBapTalle TEKYILIEro
rojla " TOcCl€ YTBEPKICHUS PYKOBOJMUTENIEM BBOJIUTbCS B JedctBue ¢ | sHBaps. Hanpuwmep,
HOMeHKJIaTypa fen Ha 2022 roa noibkHa OBITH pa3paboTaHa B OKTsOpe-HOsiOpe-nekadbpe 2021 roma u
BBe/ieHa B JeidctBue ¢ 1 sHBaps 2022 roma. Kaxnaplii roj HOMEHKIATypa IE€pEeCMaTpUBACTCS U
YTOYHSIETCSI, @ HE PEXKeE YeM Pa3 B 5 JIET 3aHOBO COCTaBIISIETCA U coryiacoBbiBaeTcss. HoBas HomeHKIaTypa
noTpedyeTcs U MPU U3MEHEHUU (PYHKIMM U CTPYKTYpPhl OPraHU3aIllH, BEIb 3TO CEPhE3HO MEHSIET COCTaB
JIOKYMEHTOB.

Benenune nokyMeHTa MOXET HAXOIUTbCA B KOMIIETEHUMU JEJIONPOU3BOJIUTENS, CEKpeTaps,
COTPY/IHUKA/PYKOBOJIUTENS OTJENa KAaHLIEISIPUM WM apXWBa, KagpOBHKAa — BCE 3aBHCHUT OT
pacmpeseneHus JOKHOCTHBIX 00s13aHHOCTEH B opranuzanuu. Ho B moOoM ciiydae, mocie cOCTaBICHUS
HOMEHKJIaTypa NepeJacTcsl Ha MOANNUCH PYKOBOJUTEII0 OPraHU3aluH.

B HOMeHKIaType perucTpupyroTcs BCe Jeia, UMEIOLME OTHOIIEHHUE K JIEATeIbHOCTH OpraHu3alii,
HckimoueHne cocTaBigiOT MeyaTHbIe M3JaHUs (KypHasbl, OyKJIEThl M T.1.), @ TaKKE Pa3jIM4HOIo poja
3asBJICHUSI COTPYAHUKOB, BHYTPEHHSSI IEPENUCKA MEKIY OTAEIAMHU U T.II.

2.2. Buipl HOMEHKJIATYp JIEl.

PasnuuaroT Tpy BH1a HOMEHKIIATYPHI B JEJIONPOU3BOJCTBE.

1. TumoBasi HOMEHKJaTypa Jiela - 3TO O00s3aTeNIbHBIA IepedeHb M€, KOTOpble 3aBOAAT B
OJIHOTHUITHBIX KOMITaHUSX. THUIOBYI0 HOMEHKJIATYpY Yallle pa3padaThIBalOT B TEX YUPEXKIECHUAX, KOTOPbIE
BJIAJICIOT IIUPOKOU CETHIO MOABEIOMCTBEHHBIX OPraHU3aLuMN.

2. IlpumepHasi HOMEHKJIATypa /el - 3TO JOKYMEHT, CXOJIHBIA 110 CBOEMY HAa3HAUEHHUIO C THUIIOBOM
¢dbopmoii HOMEHKIATyphl Jen opranu3anuu. Ee pa3pabarbiBaroT Ui OXHOTUIIHBIX OpraHU3alui, HO MPH
STOM OHA MMEET JIMILb PEKOMEHAATEIbHBIA XapakTep. DTO 03HAYAET, YTO MOJBEAOMCTBEHHbIE KOMIIAaHUH
BIIPaBE CaMOCTOATENBHO pEIIaTh, NIPUHUMATh UM 3TOT JIOKYMEHT B KauyecTBE THIIOBOro obOpa3la MU
pa3paboTaTh CBOIO CXEMY JAEJONPOU3BOACTBA [0 HOMEHKJIATYpE.

3. MHnuBuIyanpHyI0 HOMEHKIATYPY J€JI YTBEPKAAOT B KaKJOW opraHumsaumu. IIpm stom kak
3aroJIOBKM JIeJI, TAK U CPOKM XPaHEHHUs JTOKYMEHTOB NEPEHOCAT B HEE W3 THUIIOBOM WJIH IPUMEPHOU
HOMEHKJIATypbl. Eciu y opraHusanuu OTCYTCTBYET THUIOBas WJIM TNpUMEpHass HOMEHKJaTypa Jell,
MHIUBUAYAJIbHYI0 HOMEHKIIATYpy Takasi OpraHu3aius pa3padaThIBa€T CaMOCTOSITENBHO.

2.3. CTpyKTypa HOMEHKJIATYPHI AS ¥ MOPSIA0K €€ 3aI0JIHCHUS.
Bnauane BHOCUTCS cTaHAapTHAs HHGOpMAITUS:

- IOJTHOE HAMMEHOBAHUE OPTaHU3AIINH,

- laTa JOKyMEHTa,

- IPEACTOSIIINI IO/, HA KOTOPBIA OH MUIIETCS,

- MECTO COCTaBJICHUE JIOKYMEHTA.

| OO611ecTBO ¢ OTpaHUYEHHOMN YTBEPXJIAIO

33



OTBETCTBEHHOCTBIO «CBETIIBIN IIyTh» Jupekrop

(OO0 «CBetblii MyTHY) Hsanos V.. VIBaHoB
26.12.2021

HOMEHKIJIATYPA JEJI

«_» 20 T

r. OpenOypr

Ha 2022 rox

TYT K€ OTBOAUTCA HCCKOJIBKO CTPOK IO YTBCPKACHUC PYKOBOAUTCICM (croaa BIIUCBIBACTCA €TI0
JOJDKHOCTD, I/IMH-OT‘IGCTBO-(baMI/IJ'II/Iﬂ, JaTta HO,Z[HI/ICI/I).

Jlanee uner ocHOBHas 4acTb, 0(pOpMIICHHAS B BUJIE TaOIUIIbl. B HEE 3aHOCATCS JaHHBIE:

- UHJIEKC WJIM HOMED JieTia

Wupexcel nen - yciaoBHBbIE 0003HAUYEHHUs, MpHCBanBaeMmble KaxaoMy aeny. g obo3HaueHUs
HMHJICKCOB JIeJl HCIIOJIB3yIOTCs apadbckue mudpsl. OOBIYHO HHJEKC Jella COCTOMT M3 LH(POBOIO
0003HaYEeHUSI CTPYKTYPHOTO MOJpa3ieieHus], KOTOPOe MPUHITO B OpraHU3alluu, U MOPSIKOBOrO HOMeEpa
Jiena B Tpeaeliax CTPYKTypHoro moapaszaencHus. Hampumep, nagekc aema 02-04 o3Hadaer, 4To Jej10
ObUI0 cHOPMHUPOBAHO B CTPYKTYPHOM TMOJpAa3AeICHUH, KOTOpPOMY MPUCBOEH HHAEKC «02», u B
HOMEHKJIATyp€ JeJl JaHHOTO TMOJpa3eICHHs] 3aroJIOBOK Jiejia pacroJiaraercsi 1moj HomepoM «04y.
PexoMeHnyeTcsi cOXpaHATh OJMHAKOBBIE MHICKCHI AJI OJHOPOAHBIX e, COPMUPOBAHHBIX B Pa3HBIX
CTPYKTYPHBIX mojpasnencHusix. Hampumep, eciaum 3aronoBok gena «lIpukassl 1m0 OCHOBHOM
nesitensHOCTH» B pasnene «Kannenspusi» umeet uniaekce 01-05, B paszngene «OUHAHCOBBIA OTIEID 3TO
neno nmomkHo mMmeTh uHuekc 03-05, B pazgene «llmanoBo-akoHomMuueckuit otaen» - 04-05 wm T.1.
WNupekcamust CTpyKTYPHBIX MOApPA3/IeIeHU JOKHA ObITh MOCTOSIHHON M MOBTOPSTHCS M3 Tojia B TOJ.
[lepexonsiue aena BHOCATCS B HOMEHKJIATYPY KaXKIbli pa3 MOJ OJHUM U TeM ke HHAekcoM. Eciu
HOMEHKJIaTypa CTPOUTCS MO MPOU3BOJCTBEHHON WM (PYHKIHOHAIBHOM cxeMe (TO €CTh 10 OCHOBHBIM
HaMpPaBIICHUSIM JESITEIbHOCTH ), UHIEKC JeNa Oy/IeT COCTOSITh U3 MHIEKCA HAMpaBICHUs NESTEIbHOCTH U
€ro MopsAKOBOTO HOMEpa B JaHHOM rpymmne jaei, Hanpumep: 03-02, rie «03» - 3To 0603HaYeHrEe BOIpoca
nesitenbHOCTH (Hanmpumep, «Peknamay, «®@unaHcey, «Kagps» U T.10.), «02» - MOPSAKOBBI HOMEp Jiena
BHYTPH pazjena.

- 3ar0JIOBOK WJIM Ha3BaHME

K cocraBiaeHuio 3aroyioBKOB JIeJ MPHUCTYMAIOT TMOCIE TOro, KaK BBIABICH KPYT JOKYMEHTOB
OpraHM3aIiy Ui BKIIOYEHHS B HOMEHKIIATypy. 3arojIOBKU /1€ JOJKHBI B 00001IeHHON (popme KpaTko,
YETKO M OJHO3HAYHO OTpa)kaTh MX COCTaB, TaK KaK MMEHHO IO 3aroJIOBKY Jejia MPOU3BOJIUTCS MOUCK
JIOKYMEHTOB.

- KOJIMYECTBO COJIEPKAIIMXCS B HEM YacTel UM TOMOB

TonmuHa fena He JOJIKHA MPEBBIATH 4 CM, UTO cocTaBisieT npuMmepHo 250 nucroB. Ecnu nuctoB
MOJTYYHJIOCH OOJIBINE, TO JEN0 NEAT Ha 4acTu (Toma). MIX TOYHOE KOJIMYECTBO CTAHOBUTCS M3BECTHHIM
TOJIBKO 10 OKOHYaHUH JIEJIONPOU3BOJICTBEHHOTO (T.€. KaJICHIApPHOI0) Tofa, U dTa rpada 3amoiHsSIeTcs B
KOHIIE TeKYIIEro roja.

- CPOK XpaHEHHUs Jiea (KOTOPhIi MOKET COOTBETCTBOBATh TPEOOBAHUSM 3aKOHA MM BHYTPEHHUM
MpaBUJIaM OpraHU3aI1H )

VYKa3bIBalOT CPOK XPAaHEHUsS KOHKPETHOIO JeNla U CTaTbl0 KOHKpeTHOro mnepeuHsa. Ccbuika Ha
Ha3BaHWE W BBIXOJHBIC JAHHBIE CAMOTO TEPEYHs JCNIaeTCsS Ha TMEPBOW CTpaHHIE HOMEHKJIATYPHI JIEIl.
Cpoku XpaHeHHs Jell yCTaHaBIUBAIOT i O00ECIeYeHHs] COXPAHHOCTH IICHHBIX JOKYMEHTOB. Cpoku
XpaHEHUS] - BaXXHOE OCHOBAaHHWE IS TPYNIHUPOBKH JOKYMEHTOB B Jeja, TaK KaK JOKYMEHTHI C
MOCTOSIHHBIM CPOKOM XpaHEHHUs, CpokaMmu XxpaHeHus 10 10 net u cBeimie 10 1eT He MOTYT MOMEIIAThCS B
onHO jaeno. Cpoku XpaHEHHs TOKYMEHTOB - NMOCTOsSTHHBIE Win BpemeHHbie (1 rox, 3 roma, 5 ner, 10 ner,
15 ner u T.1.) - yCTaHaBIMBAIOTCA B 3aBUCUMOCTH OT 3HAYMMOCTH JOKyMeHTOoB. Eciu B jene comepskarcs
JOKYMEHTBI BPEMEHHOTO XPAaHCHHUS Pa3IMYHON IIEHHOCTH W, CIEOBATEIbHO, C Pa3HBIMH CpPOKaMHU
XpaHEHUs, CPOK XPAHEHUs BCErO Jelia yCTaHABIUBAeTCS MO HauOoliee IEHHOW NOKYMEHTAallUH, T.C.
6onbimid. Hanpumep, ecnu B fene HaXoAaTcs TOKYMEHTHI O cpokamu XpaHeHus 1 rox, 3 roxa u 5 jer,
Bce neno xpaHutcs 5 neT. Cpok XpaHEHUs HUCUUCHsSeTcss ¢ | sHBaps TOro rojaa, KOTOPBIM cieayer 3a
roJioM OKOH4YaHus Aena. Hampumep, Cpok XpaHeHus Jerna, 3aKOHYEHHOTO AEIONpPOr3BOJACTBOM B 2021
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rony, oOyner ucunucnsatbest ¢ 1 staBaps 2022 roga. Y HEKOTOPBIX JOKYMEHTOB HET KOHKPETHBIX CPOKOB
XpaHCHHUS, a XPaHAT HMX <0 MHHOBaHUS HAAOOHOCTH» (HAmpUMep, JOKYMEHTBHI BBIIICCTOSAIIUX
OpraHU3aIWi, MPUCITAHHBIC JI CBEICHHMS) WIIH «JI0 3aMEHBI HOBBIMIY (ITOJIOKEHUS, MHCTPYKIUK). Toraa
B JIaHHOW rpad)e MpOCTaBISAIOT KMEHHO 3TH OTMETKH. 3/1eCh MOXKET OBITh IPOCTaBJIeHa OTMeTKa « DKy,
KOTOpas O3HA4aeT, YTO MO OKOHYAHHWH JEJIONMPOU3BOJCTBEHHOTO TOJa JEJO TOJBEPTHETCS IKCIIEPTU3E
[IEHHOCTH, TIO0 pe3yJibTaTaM KOTOPOW IUIIh HEKOTOPHIC TOKYMEHTHI, BO3MOXHO, OYIyT XPaHHUTHCS
mocTostHHO. OCHOBHBIMH TTOCOOMSIMH TIPH ONPENCJICHUH CPOKOB XPAaHEHHUs JACN CIIy)KaT THUIIOBBIE W
BEJIOMCTBCHHBIC MEPEYHU JOKYMEHTOB C YKa3aHHEM CpPOKOB HX XpaHCHUs. THIIOBBIC TEpPEUYHH,
paspabaThiBacMble apXMBHBIMH YUPEIKICHUSMH, YCTAHABJIMBAIOT CPOKH XpaHEHHUS JOKYMEHTAIIHUH,
TUTIUYHOHN /11 OONBINMHCTBA Oopranu3anuii. OHU OTpakarT oOmre GYHKIMHA U BOTPOCH! (OpraHu3aIus
CHUCTEMBbI YIPaBJICHUS, KOHTPOJb, TUIAHUPOBAHUE, YYE€T, OTYECTHOCTh, (PMHAHCUPOBAHUE, MaTEPHAIBHO-
TEXHHUYECKOe obecriedeHne W T..). [lpu ompeneneHUU CPOKOB XpaHEHUS JIOKYMEHTOB MOTYT
HCII0JIh30BaThCS HECKOJIBKO BHJIOB THIIOBBIX MepedyHel, HarpuMmep: [lepedyeHp THITOBBIX yIpaBIeHYECKUX
JIOKYMCHTOB, 0Opa3yIOIIUXCS B JICATCIbHOCTH OpPraHU3alliid ¢ yKa3aHueMm cpokoB xpanenus (2000 r.);
[lepeyeHb  TUIOBBIX  ApXWUBHBIX  JOKYMEHTOB, OOpa3ylOIIMXCSd B  HAYYHO-TEXHHYECKOM |
MPOU3BOJCTBECHHON JEATEIbHOCTH OpTraHu3alui, ¢ yKazaHueM CpokoB xpaneHus (2007 r.) m T.1.
[lepeyHyn THMOBBIX YIPaBIEHYECKUX JOKYMEHTOB SIBJISIOTCS HOPMATHBHBIMU JOKYMEHTAMH, U 3HAYHT,
CPOKH XpaHEHUsl JOKYMEHTOB, 3aKpCIJICHHbIC B HHUX, HapylIaTh HENb3s (T.0., OPraHU3AIMs HE MOXKET
XPaHUTh JIOKYMEHThI MEHEE YCTAHOBJICHHOI'O CPOKa, XOTS YBEIMYHUTH TOT CPOK OHA Brpase). OaHaKo
TUTIOBBIC TIEPEYHU HE MOTYT OXBATUTh BCIO JIOKYMCHTAIMIO Pa3IMYHBIX oTpaciieil. [loaTomy Ha nx 6ase
MHUHHCTEPCTBAMH U BEIOMCTBAMHU Pa3pabaThIBAIOTCS BEJOMCTBEHHBIE IEPEYHH, BKIIOUYAIOIINE Hanboee
MOJTHOE CHUCTEMAaTHU3UPOBAHHOE MEPEUUCIICHHUE JTOKYMEHTAllMM OpraHU3alluil OMPEeeTICHHBIX OTpacieH.
[Ipu ompeneneHuu CPOKOB XpaHEHHs] JAOKYMEHTAIMHM TPEXAE BCEro IMOJIb3YIOTCA BEIOMCTBEHHBIM
MEpPEeYHEM, a TIPH €0 OTCYTCTBUU - TUITOBBIMHU MTEPCUHSIMHU.

- OT/CNIbHBIC TPUMEUYAHUS

[TpocTaBisIFOTCS OTMETKH O TOM, B KaKOU (popMe JIeTI0 BEIETCs, TJe XPAHITCS €r0 OPUTHHAIIBI WITH
3aBEPEHHBIC KOIMH, O HOBBIX JIeIaX, O IMepeaade Aesl B apXUB, O MEPEeXOAIIHUX (TO €CTh HE 3aKOHYEHHBIX
B JJAHHOM TOJy) JieJlaX, O BBIACIICHUU JIe] K YHUITOKCHHIO | T.I1.

B 3aBepmieHne HampoTHB yKa3aHHOM JOJDKHOCTH JOKYMEHT TMOJIIMUCHIBAET COTPYIHUK,
COCTaBUBIIUN JOKYMEHT, M TOJIBKO IOCJIE€ 3TOr0 OH IepefaeTcsi Ha YTBEPXKICHHE PYKOBOIUTEIIO
OpraHM3aIMH.

UHpeke 3aroNoBOK nena Honu4yecTBO TOMORBR CpoK xpaHeHus U N2 cTatbm MbMMeYanne
pena A (yacTten) no MNMepeyHo p
1 2 3 4 5
04 — Cnyx6a JOKYMEHTAUMOHHOIo 06ecneyeHus yrpaeneHus

04-31 [MNoutoBblE yBEAOMIEHWUS 5 neT, n. «m» cT. 258
04-32 [HomeHKnatypa aen cTpyKTypHOro [0 3ameHbl HOBOW U He MeHee 3 neT

nogpasaeneHuns nocne nepefayu aen B apxue 1iu

YHUUYTOMEHHS YUTEHHBLIX MO HOMEH-
Knartype gen, c1. 200 (1)

04-33 | MNepenucka ¢ 000 «Man3noH» 1 5ner, c1. 35 lMepexoasuee
04-34 | [lepenucka o co3gaHum Kioda 1 15 ner, e1. 233

3JIEKTPOHHONA LM OPOBOMA MOANKCH

HauvaneHuk otaena nenonpou3BoIcTBa MOAINCH 1.0. ®amnnns
OTBeTCTBEHHBIN 32 apXUB MOJIUCH N.0. ®amunus

2.4. DopMHpOBaHUE JEII.

B Hawane kakJoro roja B OpraHM3allid HadyuHAETCS (OPMHUpPOBAaHHE JOKYMEHTOB B Jela.
(DOpMI/IpOBaHI/Ie el — 3TO0 prnHI/IpOBaHI/IC HUCITIOJTHCHHBIX )IOKYMeHTOB B IO€J0 B COOTBECTCTBHUU C
HOMEHKJIATYPOM J1€J1 U CUCTEMATHU3aLMsl JOKYMEHTOB BHYTPH JIEJIa.
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B HeOonplinx, HE UMEIOUIMX CTPYKTYPHBIX MOJAPA3JEICHUN OpraHu3auusix nena (opMUpPYIOTCS
LEHTPAIIM30BAaHHO — JICJIONPOU3BOJCTBEHHON CIy)00i OpraHu3aluy WM KOHKPETHBIM OTBETCTBEHHBIM
3a JIeJIONPOM3BOACTBO. B opraHuzanmsx €O CIOXHOW CTPYKTYpOl BEJCHUE JAEJIONPOU3BOICTBA
OCYIIECTBISIETCS JCIIEHTPATN30BAHHO, T.€. 1eia (HOPMUPYIOTCS B KaXKIOM CTPYKTYPHOM MOAPA3ICIICHUH.

PykoBonuTens apxuBa OpraHu3allid WM OTBETCTBEHHBIH 3a apXUB OKa3blBa€T HEOOXOIMMYIO
METOAMYECKYIO MOMOIIb PAOOTHHKAM CTPYKTYPHBIX MOApasfeicHuid B (OPMHUPOBAHUM [N, a TaKKe
MIPOBOAUT MPOBEPKU MPABUIBLHOCTH (POPMHUPOBAHUS JIe1 B COOTBETCTBHM C YTBEPXKIECHHOM
HOMEHKJIATypOU JIEdL.

[Ipu popmupoBanuu ne1 HEOOXOAUMO COOIIIOIATH CIEAYIOIINE OCHOBHBIE TPeOOBaHUS:

- TIOMEIIATh B JIEJIO TOJIBKO MCIOJHEHHbIE, MPAaBUIBHO 0(POPMIICHHBIE JOKYMEHTHI B COOTBETCTBUU
C 3aroJIOBKamH JieJ1 10 HOMEHKJIATYpeE;

- BKJIFOYATH B JIEJIO 110 OJTHOMY IK3EMILISPY JOKYMEHTA;

- IOMEIIATh BMECTE BCE JJOKYMEHTHI, OTHOCAIIUECS K PAa3pELIEHUIO OJJHOTO BOIIPOCA;

- IOMEIATh IPUIIOKEHUS BMECTE C OCHOBHBIMH JIOKYMEHTAMHY;

- IpynmupoBaTb B OJHO J€JI0 JOKYMEHTbl OJHOrO0 KaJ€HJApHOrO0 TIoja, 3a HCKIIOUYEHUEM
NEepPEXOASIIUX JIET;

- pa3enbHO TPYNIUPOBATH B Jie1a JOKYMEHTBI IOCTOSIHHOTO M BPEMEHHOT'O CPOKOB XPaHEHHUSI.

B neno He AOMKHBI MOMELIATHCS JOKYMEHTHI, IOJUIEKAIIMe BO3BparTy, JMIIHHUE 3K3EMIUISIPHI,
YEPHOBHKHU.

CambIM pacnpocTpaHEHHBIM NPUHIUIIOM (OPMHUPOBAHUS JIEN SBISIETCS XPOHOJOTHMYECKHH, TPU
KOTOPOM JIOKYMEHTBI pacIioyiaratoTcs B Jejie B XpOHOJOTHYECKOM Mopsiike. BMecte ¢ TeM B 3aBUCHMOCTH
OT BHJA JIOKyMEHTOB II€NIECOO0pa3HO MPHUMEHEHHE U JPYTuX MPHUHIUIOB (HOPMUPOBAHHS MOET:
an(aBUTHOTO, KOPPECIIOHACHTCKOT0, reorpaduyeckoro u ap. Hanpumep, nuieBbie cuera 1o 3apaboTHOM
1are pabOTHUKOB TPYNNUPYIOTCs 10 andaButy ux gamuinil. JlokyMeHThl (YCTaBbl, CIIPaBKH, OTYETHI U
Ip.) TOABEAOMCTBEHHBIX OpraHU3allMi pacroyiaraloTcsl B Jie€ B COOTBETCTBHH C O(HUIMAIBHO
3aKperIEHHBIM (YTBEP)KIEHHBIM) CHOUCKOM TakuX opraHusanuil. I[lpm rpynmupoBke JTOKYMEHTOB
rOCy/IapCTBEHHOI'O0 CTaTUCTUYECKOI0 HAOMIOACHUS (OTYETOB), MOCTYMAIOIIUX M3 PETHMOHOB, BO3MOXHO
MCTIOJB30BaTh HECKOJIBKO CIIOCOOOB, MCXOJIS M3 TMPAKTHUYECKOH HEO0OXOAMMOCTH: TO (enepaabHbIM
oKpyram, 1o cyobektam Poccuiickoit @enepanuu B nopsake, 3akperiéHHoM Koncturymmeit Poccuiickoit
®enepauuu, U T. 11

OtoOpaHHble [UIs Tepeladydl B apXWB OpraHH3allMM [ela MOoJJIeKaT MOJTHOMY O(OpPMIIEHUIO,
KOTOpO€ BKJIFOYAET:

- IOAIMBKY WJIH NEPEIUIET JIETa;

- HyMEepal1Io JUCTOB JIeNia;

- COCTaBJICHUE JINCTA-3aBEPUTEILS;

- cocTaBJIeHHE OOJIOKKH J€eTIa;

- cocTaBiieHue (Ipu HeoOXO0AUMOCTH ) BHYTPEHHEH OMUCH JOKYMEHTOB JIela.

[Ipn moaroTroBke nen K MOAIIMBKE (MEPEIUIETY) yAAISIOTCS BCE MHOPOAHBIE MPEIMEThl (CKPEIKH,
CKOOBI, 32)KMMBI U T. 1I.), CIOCOOHBIE HAHECTH Bpea (PU3NYECKOMY COCTOSHUIO JOKYMEHTOB, IPUBECTH K
MEXaHUYECKUM WM JIPYTUM HOBPEXACHUSIM. JJOKYMEHTBI, COCTaBISIOLIME JEN0, MOALIMBAIOTCA Ha 4
MPOKOJIa B TBEPAYIO OOJIOKKY M3 KapTOHA WM IeperuieTaroTcs ¢ o0ecredyeHneM CBOOOJHOIO YTEHUs
TEKCTa BCEX JOKYMEHTOB, J1aT, BU3 U pe3otonuil Ha HuX. HedopmaTHbIe U MIUTIOCTpATUBHBIE MaTEPHUAIIBI
(poTorpacuu, puCyHKH, YEPTEKH, BEIPE3KU U T. I1.) BKJIAJBIBAIOTCS B 3apaHee BIINWThIE KOHBEPTHI. Jlena
MIOCTOSIHHOTO XPaHEHUs, COCTOSALIME W3 He(OPMATHBIX JOKYMEHTOB, XPAHSTCS B 3aKpPBITBIX TBEPABIX
narnkax ¢ 3 KjanaHaMu ¢ 3aBsi3KaMHu.

Hywmepanus nucToB iena ocyliecTBIsSeTCs B LEIsIX 00eCeueHns ero COXpaHHOCTH U 3aKpeIUIeHUs
MOpsiIKa PacHoI0KEeHUsI JOKYMEHTOB. JIMCTHI Jiefia oCIeJ0BaTeIbHO HyMEPYIOTCsS apaObCKuMu U paMu
B BEPXHEM IMPaBOM YIJy JHUCTAa MPOCTHIM KapaHJAIIOM HJIM HyMepaTopoM. JIMCThl BHYTpeHHEH omucu
HYMEPYIOTCS OT/IebHO. [leno NomKHO conepxkarh He Oonee 250 TUCTOB MpH TONIIMHE He Oojiee 4 cM.

B KoHIEe Kaxaoro [ena MOAIIMBAETCS JIUCT-3aBEPUTENb YCTAHOBICHHON (OPMBI, 1EJIEBBIM
Ha3HAUYEHUEM KOTOPOro SBIISIETCS 3aKperuieHue o0bEMa M COCTOSHHMS JOKyMEHTOB jena. Jlucr-
3aBEpUTENb BKIIOYAET CIIECAYIOIINE JIEMEHTHI:

- HAUMEHOBaHME OpPTraHU3aIH, KOTOPOE SIBIIIETCS 1 HAMMEHOBaHUEM (POHA;

- HOMepa Omuch M Jena (B OpraHu3alMsX, SBISIIOIMIUXCS HCTOYHMKAMH KOMILJIEKTOBAHUS
roCy/1apCTBEHHBIX (MYHMIMIAIBHBIX) apXUBOB, 3TH MO3ULUHU 3AIOJHAIOTCS TOJIBKO IOCIE YTBEPKACHUS
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(cormacoBaHus) omMced JAeN TMOCTOSHHOTO XPaHEHHUs U 1O JIMYHOMY COCTaBY COOTBETCTBYIOIIUM
roCy1apCTBEHHBIMHU (MYHULIUIIATIBHBIMU ) ApXUBAMH);

- KOJIMYECTBO JHCTOB B Jiene (ykasbiBaeTcsi HudpamMu M MIPONUCHIO) OTIECIBHO OCHOBHBIX
JOKYMEHTOB U BHYTPEHHEH OIUCH;

- 0COOCHHOCTH HyMepanuu (HOMepa JHMTEpPHBIX, MPOMYIIEHHBIX JHCTOB, a TaKXKe JIMCTOB C
HaKJIEeHHBIMU (oTorpadusiMu, KpymHO(POPMATHBIX JIMCTOB H T. IL.);

- 0COOCHHOCTH (PU3UYECKOTO COCTOSHUS TOKYMEHTOB U MX MECTOHAXOXJACHUE (Harpumep, Jul. 8 u
12 — 3arpsi3HeHus B BUJIE MATEH KENTOrO LIBETA, J. 3 — pa3phiB MPABOr0 HUXKHETO Kpas, Ji1. 7, 19, 64,
129 — OTMETKHM IBETHBIM MapKEpPOM H T. II.);

- IOANMCH JOJIKHOCTHOTO JIMI[A, COCTABUBILETO JIUCT-3aBEPUTEID;

- laTa 3ar0JHEHUS JIMCTa-3aBEPUTETIS.

He paspemaercs opopMIIATh IUCT-3aBEPUTEINh HA YUCTONH CTOPOHE JIMCTA MOCIIEAHEr0 JOKYMEHTa B
nene.

OOnoXxKa J1ena UMEeeT CTPOro YCTaHOBJICHHYIO (opMy, 0OS3aTENbHBIMU SJIEMEHTAaMH KOTOPOH
SIBJISIFOTCSL:

- HAUMEHOBAaHME OpTraHu3aK - GOoHI000pa30BaTels U €€ HeoCpeACTBEHHAs! TOTYMHEHHOCTD;

- HAMMEHOBAaHHUE CTPYKTYPHOIO MOAPA3/ICIICHUS;

- UHJIEKC JIeNa;

- 3ar0JIOBOK (Ha3BaHME) Jiea;

- KpaliHuE JaThl JOKYMEHTOB
Kpaiitnumu paramMu fnena sBISAIOTCS J1aThl CAaMOTO PAHHETO M CaMOro IMO3JHEr0 JOKyMEHTa Jea.
KpaitHumMu natamMu JMYHOTO Jiefia CYMTAIOTCS AAThl MPUKA30B O MPUEME M YBOJIBHEHHH pAaOOTHHKA, HA
KOTOpOro OHO 3aBefeHo. JlomyckaeTcss ob6o3HaueHne KpaitHux nat cioBamu «Hauato» u «OKOHYEHOX.
Yucno u ToA aThl 3alMCHIBAIOTCS apabCkuMu IudpaMu, Ha3BaHHE Mecsa — ciIoBoM. Hampuwmep:
«Hauaro — 24 cents6ps 2021 roga. OxondeHo — 19 Hos6ps 2021 rogar.
Kpaiinue natel He 3amoHAIOTCA HA OOJIOKKAX 1€, COCTOSIIIUX U3 T'OJ0BBIX IUIAHOB, OTYETOB, JIMLIEBBIX
CYETOB W [p. AaHAJOTHYHBIX JIOKYMEHTOB; B JTOM CJy4yae XpOHOJOTHYECKas MPUHAICKHOCTh
JOKYMEHTOB OTpEAEIISIeTCS TOMOM, YK€ BKIIOYEHHBIM B 3aroJIOBOK jena: Hampumep, «Mrdopmanuu
(oT4€THI) O Mepax coIMalbHON moanepkku cemeit ¢ netbMu 3a 2021 rom» umm «locyaapCTBEHHBIH
JIOKJIaJ] O TIOJIO’KEHUU JIeTel U ceMel, uMeromux aerei, B Poccuiickoit @enepaunu 3a 2021 rony.

- KOJIMYECTBO JIUCTOB Jieja

KonuuecTBO MMCTOB yKa3bIBaeTCs TOJBKO IMppaMu 1 oopmMitsseTcs Ha 00JI0KKE Jiea CIeayoIeH
3amucelo: «Ha  smcrtaxy». JlaHHBIE COOTBETCTBYIOT KOJHMYECTBY JIMCTOB OCHOBHBIX JOKYMEHTOB (06€3
yuéTa JIMCTOB BHYTPEHHEH OMUCH), OTPAKEHHBIX B JIUCTE-3aBEPUTEIIE.

- CPOK XpaHeHHUs Jema

Cpok xpanenusi opopmisiercss o ¢opme: «XpaHUTh », TAe A TOKyMeHTOB A®d
Poccun ykaspiBaeTcsi «IOCTOSIHHO», Ui JOKYMEHTOB IO JTUYHOMY COCTaBYy — «75 neT» (HJOKYMEHTHI JI0
2003 r.) wm «50 net» (moxymenTsl mocie 2003 1.).

- apxuBHBIN QP Aena
ApxuBHBII (P — 3TO «aJAPEC» SAMHUIBI XPAHEHHSI, KOTOPBINA CITYKUT Iist €€ yu€Tra U uaeHTH(pUKauu
U COCTOUT M3 HOMEPOB apXuBHOTO (oHma, ommcu aen, equHHIbl xpanenus. ludp odbopmisercs B
apXuB€ OpraHu3alliy MyTEM IPOCTABICHUS CIELUATbHOIO INTaMIa (WM HamUCaHWs YEpHUJIAMH €ro
3JIEMEHTOB) B JIEBOM HMKHEM YTy KaXJ0T0 Jefa 1o Gpopme:
«D. Ne
Omn. Ne
J. Ne ».
IIpy HeoOXOAMMOCTH COCTaBIISETCS BHYTPEHHSS OINUCh JOKYMEHTOB Jela B MLeIsIX HX ydéra u
3(PEeKTUBHOTO MOUCKA.

NeNe | MHpekc JaTta nokymeHTa | 3arojgoBOK Homepa  mucros | [Ipumeuanue
/0 | JOKyMeHTa JOKYMEHTa nerna
1 2 3 4 5 6

OpnHako AaHHYI0 (OpPMY HUKAaK HENb3s CUMTATh YHUBEPCAIbHOM, Tak Kak €€ CI0XXKHO HCIIOJIb30BaTh BO
BCEX HEOOXOAMMBIX ciydasx. B wactHocTH, Takas opma HE MOIXOIUT K JIETy, COCTOSIIEMY TOJIBKO U3
JOKYMEHTOB OJHOIO BHJA, HE HMMEIOUIMX HHAEKCAa M JAaTbl. B Takux naenax BHYTPEHHIOI OIMChH
JOTYCTUMO COCTaBJISITh 1O YIPOIIEHHOM CcXeMe TMpU COXpaHEHUWH e€ LeJIeBOro Ha3HaueHus —
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o0ecnieunBaTh CBA3KY JOKYMEHTAa C HOMEpPOM JIUCTa, HA KOTOpPOM OH Haxoautcsa. Hampumep, ans
JUIEBBIX CYETOB PAOOTHUKOB OpraHM3AIMH IIEJIeCO00pa3HO HCMOJIb30BaTh CIEAYIOMYIO (GopMy
BHYTPEHHEHN ONHUCH:

NeNe /i | @amumust, ©Ms1, OTUYECTBO pabOTHHKA Howmepa nucros gena IIpumeyanue

1 2 3 4

B koHI1ie BHyTpeHHel onucu nudpamMu U NpOnKuchio 0hopmIIIeTcss UTOroBasi 3aMUCch O KOJTUYECTBE
JIOKYMEHTOB B JieJie W JINCTOB BHYTPEHHEHW OMHCH, a TAKXKE CTaBATCS MOJANUCH JOJDKHOCTHOTO JIMIIA,
MOATOTOBUBIIIETO OIKUCH, U J1aTa €€ cocTtaBineHus. Hanpumep,

«Toro 25 (nBaauath msTh) JOKYMEHTOB

KonnyecTBO McTOB BHYTpeHHEH onMcH 3 (TpH)

I'n. cneunanuct A.H. MIBaHoB

28.10.2021»

2.5. ObecrnieueHne COXPaHHOCTH JOKYMEHTOB, IEPEAAHHBIX B APXUB.

Opranuzanus XpaHEHHUs JIOKYMEHTOB - CHCTEMa MEpONPHUATUMN, BKIJIIOYAIOLIAs pallOHAIbHOE
pa3MelleHle JOKYMEHTOB, KOHTPOJIb 32 MX JABMKCHMEM M (PU3MUECKUM COCTOSIHMEM, BOCCTAHOBIIEHUE
(pectaBpanus) MepBOHAYAIBHBIX WM OJM3KUX K MEPBOHAYAILHBIM CBOWCTBAM M BHEIIHUX MPU3HAKOB
JOKYMEHTOB, [TOJIBEPTIINXCS MTOBPEXKICHUIO UIIU pa3pyLICHUIO.

ApXUB pa3MemaloT B CIEHUATBHO MOCTPOSHHBIX WM MPHUCIOCOOJICHHBIX [UIS XPaHECHUS
JOKYMEHTOB 3aHUAX UM OTJIENbHBIX MOMEIEeHUIX 34aHus. [Ipu oTCyTCTBUM CclIeMaIbHOIO MOMEIEHUS
JUIsL apXyBa OpraHM3alUil BbIAEISAETCS MPUCIOCOOJIEHHOE IMOMEIICHWE B aJIMUHUCTPATUBHOM 3JaHUU
OpraHu3aIMH.

JIOKYMEHTBI JOJKHBI XPAHUTbCA B YCJIOBMSIX, OOECIEUMBAIOLIUX HX 3alIUTy OT HOBPEXKACHUM,
BPEJIHBIX BO3JICHCTBUI OKpY KaroIlel cpesibl U UCKIIIOYAIOIIUX YTPaTy J0KyMEHTOB:

- CBETOBOM PEXXUM - IIOCTOSTHHOE XpPAaHEHUE IOKYMEHTOB JJOJKHO OCYILECTBIISATHCS B TEMHOTE

- TeMIIePaTypHO-BIAXHOCTHBIN PEXHUM - B TIOMEIIEHUSAX XPAHWIULI, 000PYIOBaHHBIX CUCTEMaMHU
KOHJMIIMOHUPOBAHUS BO3/1yXa, JOJDKEH MOAJIEPKUBATHCS ONTHUMAJIbHBIN TeMIepaTypHO-BIIaXKHOCTHBIN
PEKUM, YUUTBIBAIOLIMNH crieu(pHUKY BUOB JOKYMEHTOB: JJIsi OyMa)KHBIX JOKYMEHTOB - Temrneparypa 17 -
19 rpan. C, oTHOCHTEBHAS BIAXHOCTh Bo3ayXxa 50 - 55%; AHA MIEHOYHBIX MAaTEPHUAIOB - YEPHO-OENIbIX
(15 rpan. C u 40 - 55%) u uBetnbix (2 - 5 rpan. C u 40-55%); A5 TOKyMEHTOB Ha MAarHUTHBIX JIEHTaX U
JTUCKOBBIX HOocuTelsax - 15 - 20 rpaa. C u 50 - 65%

- CAaHUTapPHO-TUTMEHUYECKUN PEKUM

- OXPAaHHBIN PEXKUM

JIOKyMEHTBl B XpaHWJIHMINAX pa3MEIalTcsl B MOpsAAKe, OOECHeyuBalolleM HX KOMIUIEKCHOE
XpaHEHUE B COOTBETCTBHM C YUYETHBIMU JOKYMEHTAaMHU U OllepaTuBHBIN mouck. [lopanok pacnonoxeHus
JOKYMEHTOB B apXUBE OIpeeIIeTCs IIIaHOM (CXeMOM) UX pa3MeLIeHHUs.

Xpanunuiia 000pyayIOTCsl CTallMOHAPHBIMU WM NEPEIBUKHBIMUA METAININYECKUMH CTEIJUIaKaMu, B
Ka4yecTBE BCIIOMOTaTeIbHBIX CPEACTB XpPaHEHUs NMPUMEHSIOT MeTaullndyeckue mkagbl, celdbl, mradbi-
CTEJUJIaXHU U T.II.

JIOKyMEHTBI pa3MelaloT Ha CTeIaXkax, B IKadax C HCHOJIb30BAHMEM IEPBUYHBIX 3alUTHBIX
CPEICTB XpaHeHUs! (KOPOOOK, MarokK, CIeHaIbHbIX (YTISpPOB, HAKETOB U T.II.) B COOTBETCTBUU C BUJIAMU,
(dbopmaTom U APYrUMH BHEIIHUMHU OCOOEHHOCTSIMU JOKYMEHTOB.

MecTo XpaHeHHUs 3IEKTPOHHBIX JOKYMEHTOB OIpENEsieT pyKOBOAUTENb Opranuzauuu. D/ moryr
XpaHUTbCS B apXMBE OpPraHM3allMd WIM B CIEHUAIN3UPOBAHHOM IMOJPA3/ENEeHUH (BBIYMCIUTEIHHOM
LEHTpe, UHPOPMALITMOHHOM OTJEJIE U T.1I.).

He nomyckaercs pa3menieHne JOKYMEHTOB Ha MOy, [TOJIOKOHHUKAX, B HEpa300paHHbIX KUMAX.

Bce nomemienus apxuBa, a Tak)Ke CTEUIaXH, MKaQbl, MOJIKH HyMepyloTcs. B KaxXoM OTAeTbHOM
MIOMEIICHUH CTEJIAXH, IKa(bl, HOJIKH HYMEPYIOTCSl CBEpXY BHH3, CJI€Ba HAIPABO.

B memsx 3akperuieHuss MecTa XpaHEHUS JOKYMEHTOB B XPAaHWIHINAX —COCTaBIISIFOTCS
MoCTeJJIaKHBIE U MTPH 00JbII0OM 00beMe (HOHI0B TOGOHIOBIE TOMOTpapUUecKie yKa3zaTeu.

Jlena BbIAAIOTCS M3 XPAHUIIMILL:
- JUIsl UCTIOJIb30BaHMs paOOTHUKAaMU OpraHU3allNH;
- JUIs1 UCTIOJIb30BaHUS IPaXK1aHaMH B YMTAIBHOM 3aJi€ JUIsl HAyYHBIX U MHBIX UCCIIEI0BaHMIA;
- BO BPEMEHHOE MOJIb30BaHUE JUIsl IPYTrUX OpraHu3aluii;
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- JUTSL IPOBEJICHUS apXUBHBIX pabOT ¢ JOKYMEHTaMH,

- 7S TIPOBECHUS CTPaxOBOTO KONMUPOBAHMS M CHELUATbHON 00pabOTKU JTOKYMEHTOB C IIEINBIO
YIy4IIeHUs] PU3NIECKOTO COCTOSHHSI TOKYMEHTOB.

I[ena BBLJAIOTC BO BDEMCHHOC IMOJIb30OBAHNEC U3 XPAHWIUII HA CPOK, HEC HpCBBIHlaIOHleli

- 1 Mecs11 [UTs UCTIOIB30BaHUS PAOOTHIUKAMH OPTaHU3aluU

-1 MCeCAL JJIA UCITOJIb30BAHWA JOKYMCHTOB B YUTAJIbHOM 34JIC

- 3 MecsIa BO BpEMEHHOE IT0JIb30BaHUE JUIS APYTUX OpraHU3aIHi

- 6 Mecs1EeB IS S3KCIIOHUPOBAHUS JOKYMEHTOB

- opraHaM cCyJga W TPOKYpaTyphl Jella BBIJAIOTCS N0 TNPEKPAlICHHUs Jejla WA BBIHECEHUS
CyZ1e0HOTO pEeIICHHUS.

[IpoaneHne ycTaHOBICHHBIX CPOKOB BBIIa4H JIOKYMEHTOB BO BPEMEHHOE IOJIb30BaHHE, B TOM
YHClie OpraHaM CyJla U MPOKYpaTyphl, a TAKXKe IS SKCTIOHUPOBAHUS JIOMYCKAETCS B OCOOBIX CIy4asx ¢
paspelicHuss PYKOBOIUTENS OpPraHU3allid 10 MUCHhbMEHHOMY TIOJTBEPXKICHUIO IMOJB30BATEIsl O
COXPaHHOCTH JJOKYMEHTOB.

Bbinava gen u3 xpanwimiia opopMIIsieTcs CISAYIONMMH JOKYMEHTaAMH:

- 3aKa3aMu (TpeOOBaHUSAMH) Ha BBIJAUYy /€1 B YNTAJIBHBINA 3all, COTPYJHUKAM OpraHU3alluy, Ha
poBejieHue padoT Mo CTPaXOBOMY KOITMPOBAHHIO M PECTaBPaIlUH IOKYMEHTOB

- dKTaMU O BbIAAa4€ ACJI BO BPEMCHHOC MMOJIB30BAHUC APYIUM OpraHu3alusaM, B TOM YHUCJIC OpraHaM
CyJla ¥ IPOKYPaTyphl, WX JJIsl IKCIIOHUPOBAHUS JIOKYMEHTOB

Bpltaya 1OKYMEHTOB U3 XpaHUJIUIA PETUCTPUPYETCS B KHUTAX BbIIAYH JOKYMEHTOB.

Bbiaua jen BO BpeMEHHOE TMOJIb30BaHKUE B JIPYTHE OPraHU3aluk OPOPMIISETCS aKTOM, KOTOPBIH
COCTAaBJILICTCA B ABYX OJOK3CMILIApAx, OAWMH HX KOTOPBIX OCTACTCA B apXHWBEC OpraHu3aluvu, prroﬁ
BBIJIACTCS IOJIy4aTeNto. AKT TOAMUCHIBACTCS PYKOBOJMUTEIEM OpraHU3alluK, Iepearoliei aena, u
PYKOBOJIUTENIEM OPraHMU3aLUU-TIONYYaTeNs: MOAMUCH CKPETUISIOTCS TepOOBBIMU TEYaTSIMUA OpPTraHU3aIHA.
[Tocne Bo3BparteHus IS B IBYX DK3EMIUIIpaxX akTa JIEIaeTCsl COOTBETCTBYIOIIAs OTMETKA.

[Tpu BeIgaUe /1€ U3 XPAHWUIIKINA Ha MECTO BBIJAHHOTO JIejIa TIOIKJIaIBIBAETCS KapTa-3aMEeCTHTEIb,
B KOTOPOM yKa3bIBa€TCsl HOMED Jie)ia, HOMEp OMKCH, HoMep QOHa, KOTJla ¥ KOMY BBIZAHO JIEJIO0, JaTa ero
BO3BpaTa M MOJIUCH COTPYTHUKA, BBIIABIIETO JCII0, ¢ YKa3aHHeM I0JDKHOCTH. [Ipu Bo3BpaleHuu aerna B
XPpaHWIUIIE KapTa-3aMEeCTUTEIb U3bIMACTCS.

CocrosiHHE J€J, BO3BpAallacMbIX B apXWB TOCJIE HCIOJB30BAaHHS, JODKHO OBITH NPOBEPCHO B
MPUCYTCTBUM JIMIIA, BO3BPAIIAIOIIETO JOKYMEHThI. [Ipr oOHapyKeHHM HENOCTauu JIeJI WU OTIEIIBbHBIX
JJUCTOB B HHUX, a TAaKXC HOBpC)KI[eHI/Iﬁ ACT U JOKYMCHTOB COTPYAHUKaMMU apXHBa COCTABJISACTCSA aAKT B
JIBYX ODK3EMIUISpaxX, OJWH U3 KOTOPBHIX TMPEJICTaBIsIeTCS HCCIEAOBATENI0 YHTAIbHOTO 3alla WU
PYKOBOAMTENIO OPraHHU3alMy, MWCIOJIb30BABIIEH JOKYMEHTBI, Ul IIPUBJICYEHUS BUHOBHBIX K
OTBETCTBEHHOCTH, BTOPOI1 - OCTAaeTCs B apXHBE.

IIpoBepka HaNM4Ms U COCTOSHUS TOKYMEHTOB B apXUBE IPOBOJUTCS HE PEXKE 4YeM OIUH pa3 B 5
JIET, a TaKXKe Mepej1 epeiadeil ux Ha roCyAapCTBEHHOE XpaHEHHE.
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Cemunapckoe 3anatue Nel (2 yaca)
Tema «I'pynmnoBasi TUCKycCCHS»
1.Bonpockl K 3aHIATHIO:
1.1. ITonsiTHE U MpeIMET AEJIONPOU3BOICTBA.
1.2. Ilenu, 3a1a4u ¥ IPUHIUIBI AETONPOU3BOICTBA.
1.3. HopmatuBHO-MeToAMuecKast 6a3a AeIONpPOU3BO/ICTBA.
1.4. 3nauenue u coaepkanue IUCHUIUIMHBL «[{OY».
1.5. IToHsiTHE O TOKYyMEHTAX, UX (QYHKIIHIX.
1.6. CBoiicTBa, IpU3HAKHU, KIACCU(PHUKAIMS U BUABI TOKYMEHTOB.
1.7. CriocoObl JOKYyMEHTHPOBAHHS.

3adanus
1. 'pynnoBas 1UCKyCCHsI HA TEMBbI:
- 0011as1 XapaKTepUCTHKA JISTOMPOU3BOJICTBA B J[peBHEPYCCKOM rOCYIapCTBE;
- IPUKA3HOE JIEJIONPOU3BOJICTBO;
- CHCTeMa KOJIJIEKCKOTO JIEJIONPOU3BO/ICTBA;
- CHUCTeMa MHUHHCTEPCKOTO JIeJIONPOU3BOJICTBA;
- JIETIOTPOU3BOJICTBO B COBETCKUI MIEPHO/I;
- COBPEMEHHOE JIeJIONPOU3BOJICTBO.
O0603HAaYNTH ONMKMCHIBAEMBIN MTEPUOI.
Kpatko oxapakrepu3oBaTh, 4TO IPOU30LLIO B 3TOT MEPUOJI B 001aCTH JEIONPON3BOACTBA.

2. IIpu HoAroTOBKE K BOIPOCAaM HEOOXOAMMO AKIIEHTUPOBATHL BHUMAHKE HA CIAEAYIOIIEM:

2. 1 . I[aTb IIOHATHUE, UTO TAaKO€ «IICJ'IOHpOI/I?,BOI[CTBO)), YqTO ABJIACTCA HpeI[MeTOM cro I/I3y‘~ICHI/I$I.

2.2. O003HAYHTh LIETU M 33J1a49H JICTIOIPOU3BOJICTBA, ONIPEACIUTD €0 MPUHIIMITHI.

2.3. [lepeyrcanTh HOPMATUBHO-METOIUUECKYIO 0a3y IeIOMPOU3BOICTBA, KPATKO OXapaKTEPU30BaTh.

2.4. OOBSICHUTH, B Y€M 3aKIF0YAETCS 3HAYCHUE JICTONPOU3BOJICTBA KaK YUCOHOH JUCIUILTUHBI, YTO B
ceOsI BKIIIOJaer.

2.5. JIaTh MOHATHE, YTO TAKOE JOKYMEHT, 0XapaKTEPU30BaTh €ro (QYHKIIHH.

2.6. IlepeuncnuTh, KAKUMH CBOMCTBAMHU M MPH3HAKAMH 00JIaJaeT JOKYMEHT, JaTh KiIacCHU(UKAIUH
JOKYMEHTOB.

2.7. IlosicHUTh, KaKkue OBIBAIOT CIIOCOOBI IOKYMEHTUPOBAHUS, YEM OTIUYAIOTCA IPYT OT Apyra.

Cemunapckoe 3anaTue Ne2 (2 yaca)
Tema «McciienoBanne NnpeuMyIecTB U HEJOCTATKOB A3bIKA U CTHJIS OUIMATBHBIX
AOKYMEHTOB»
1. Bonpochl K 3aHATHIO:
1.1. ITonsTHE M IpeaMET NENONPOU3BOJICTBA.
1.2. lenwu, 3aaa4u ¥ IPUHIUIIBI I€TTOTIPOU3BO/ICTBA.
1.3. HopmatuBHO-MeTOqMuecKas 0a3a 1e10npor3BOJICTRA.
1.4. 3nauenue u coaepxkanue IUcHUIUIUHBL «[{OY».
1.5. IToHATHE O TOKYMEHTAaX, UX (PYHKIUIX.
1.6. CBoiicTBa, MpU3HaKH, KJIacCU(PUKALUSA U BUIbI TOKYMEHTOB.
1.7. Crioco6b! TOKyMEHTHPOBAHUSI.

3ajanus

1. CocraBbTe NpEATIOKEHHS, XapaKTepHble Ui O(GUIMAIBHO-IEIOBOIO CTUIIS, HCIOIb3YsS
CICOAYIOMIKUE OTBIMCHHBIC ITPEAJIOTH. B oeiiaX, B OTHOIICHWH, B CUITY, B CBA3HU, B COOTBCTCTBHUU, B TCUCHUC,
BO M30ekaHue, Ha OCHOBaHUM, B OPS/IKE, IO IPUYMHE.

2. O6pa3yiiTe ycTOMUYMBBIE CIIOBOCOYETAHUS, UMEIOUINE OKpPacKy O(UUHAIbHO — JIEJIOBOTO CTHIIA,
N00aBUB K CYIIECTBUTEIBHBIM COOTBETCTBYIOLIME TNpuiarareiabHble WM mnpuyactus. CocTaBbTe C
HCKOTOPBIMHU TPCIAIOKCHUA. HpI/IFOBOp, CpOK, JHUIO, A€TU, OTBCTCTBCHHOCTD, HeﬁCTBHﬂ, IIOJIHOMOYHA,
00CTOSITENBCTBA, IPECTYIUICHNE, HaKa3aHue, Mocodue, OpraHbl, MOPSAI0K, PACCMOTPEHHE.

3. OOpa3yiiTe yCTOMYHMBBIE CJIOBOCOYETAaHUS OQHUIIUATHLHO-ACIOBOTO CTHISI, J00aBUB K
CYIIECTBUTENbHBIM Iu1arosbl. CocTaBbTe C HEKOTOPBIMHU IMpe/uiokeHus. lIpukas, KOHTpPOJb, BBITOBOD,
IMopHuLiaHue, OHII/I6Ka, CO)]@fICTBI/IG, IOopAAOK, BBIIMOJIHCHUEC, HCAOACIKH, AUCHUIIIIMHA, COBCIIAHUC,
nepecTpoiika, 0053aHHOCTH, 00CIeI0BaHNE, MEPHI.



2. [Tpy n1OATrOTOBKE K BONPOCAaM HEOOXOIMMO aKIIeHTUPOBAaTh BHUMAHKE Ha CIETYIONIEM:

2.1. 1aTh NOHATHE, YTO TAKOE «IETOIPOU3BOJICTBOY, UTO SIBJISETCS MPEIMETOM €T0 N3YUEHHUS.

2.2. O0603HAaYMTH 1IeNU 1 33]]a4H JICTONPON3BOJICTBA, ONPEIEIUTh €TI0 MPHHLIUIIBL.

2.3. [lepeuncnuTh HOPMATUBHO-METOIMUECKYIO 0a3y JIEIOMPOU3BOJICTBA, KPATKO OXapaKTEPH30BATh.

2.4. OOBSICHUTH, B UE€M 3aKII0YAETCs 3HAUEHUE JETIONPOU3BOICTBA KaK YUeOHOH AUCIUILTUHBI, UYTO B
ce0s BKJIIOYaET.

2.5. laTh OHATHE, YTO TAaKOE JJOKYMEHT, OXapaKTepU30BaTh €ro (yHKINH.

2.6. IlepeuncinuTh, KAKUMH CBOMCTBAMU U IPHU3HAKAMHU 00JalaeT JTOKYMEHT, 1aTh KIacCU(PUKALMU
JIOKYMEHTOB.

2.7. IlosicHnTBh, KaKKe OBIBAIOT CIIOCOOBI JOKYMEHTHUPOBAHHUS, YEM OTJIMYAIOTCA APYT OT JIpYyra.

Cemunapckoe 3anatue Ne3 (2 yaca)
Tema «Pa6ora ¢ 'OCT P7.0.97-2016»
1. Boripocsl K 3aHATHIO:
1.1. [Tonsarue yaupunupoBanHoi cuctemsl nokymentanuu (Y CJI).
1.2. CocraB ynuunupoBanabsix cucreM gokymentanuu (Y CJI).
1.3. O6mepoccuiickue Kinaccu(puKaToOphbl.

3ajanus
1. OdbopmuTe HECKOJIBKO BUJIOB peKBHU3UTa «AapecaTy. JJOKyMeHT aapecyeTcs:

- OpraHu3alnuy;
- CTPYKTYPHOMY HOJpa3/IeIEHUI0 OpraHU3aliu;
- TOJKHOCTHOMY JIMIlY OpTaHU3allly;

- (huznyecKOMYy JIHILY.

2. CocraBbTe M mpaBWIbHO odopMutTe pekBU3UT «['pud yTBepkIeHus NOKyMeHTa». JOKyMeHT
YTBEPKICH:

a) TOJKHOCTHBIM JTUI[OM:

— re"epanbHbIM AupekTopoM AO «Pomamka» C.A. BacuiabKOBbIM;

— nqupekropoM MAOY rumuazuu Ne 125 B.I1. KomapoBssim;

0) u31aHuEeM pacnopsIUTENILHOTO IOKYMEHTA:

— npukazom pupektopa [TAO «Coeprpect» oT 05.09.2018 Ne 37;

— npuka3oM MuHucTepcTBa HayKH U Bbiciiero oopazoBanus PO or 18.10.2018 Ne 145;

B) pellIeHHEeM KOJUIETHAIBHOTO OpraHa:

— pEeLIeHHEM COBETa IUPEKTOPOB;

— pelieHueM Y4eHOoro copeta o0pa3oBaTeIbHON OpraHU3aIiH.

3. CocraBbTe U 0pOPMHUTE BHEILIHEE COITIACOBAHUE IOKYMEHTA:

- ¢ pekropom Kazanckoro (IIpuBomkckoro) denepanbHoro yHuBepcutera Wibmmatom
Pa¢xarosuuem ["apypoBbiM;

- mpoTokoiioM 3acenanus [Ipasnenus ctpaxosoii komnanuu «Kapera» ot 21.09.2008 Ne 10;

- ¢ nupexropoM I'BOY «Jlonurexundeckuit TexHukym» u aupekropom ['AIIOY «Csepanosckuit
ME€JarOTUYECKUNA KOJIIEIK.

4. OdopmHTE HECKOJIBKO BHIOB MOITUCEH:

- moanuch qupexropa AO «Pomamika» Ha pUpMEeHHOM OJ1aHKe;

- moanuck qupekropa AO «Pomarika» Ha JOKyMeHTe, 0OpMIICHHOM He Ha OJaHKe;

- IOJITUCH JUpEKTOpa U riaaBHoro oyxranrepa AO «Pomarirkay;

- IOAANHCH 3aMECTUTENIeN AUPEKTOPA [0 OCHOBHOM JIEATEILHOCTH U (PMHAHCOBBIM BOIIPOCAM;
- noanucu aupekropa AO «Pomamka» u qupexropa AO «Bacunek»;

- IOAANKCH JOKYMEHTA, COCTaBICHHOTO KOMUCCHEH 10 CIMCAaHNI0 MaTePUATIbHBIX [IEHHOCTEH;
- IOJIMUCh UCTIOIHSIONIETO 00s3aHHOCTH TeHepaibHOro nupekropa AO «Pomarikay.

5. CocTaBbTe U MPaBUIBHO O(POPMHUTE CIETYIOIINE PEKBU3HUTHI:
- «OT™MeTKa 00 UCITOJHUTENEY,

- «OT™MeTKa 0 3aBepeHUH KOMHUU JOKYMEHTA;

- «OTMeTKa 0 TIOCTYIUICHUH JTOKYMEHTAY;



- «Pe3omonusy;
- «OTMETKa O KOHTPOJIEY;
- «OT™MeTKa O HaIlpaBJIEHUU JOKYMEHTA B JIETIO»

2. [Tpy 1OATOTOBKE K BOMPOCAaM HEOOXOMMO aKIIEHTUPOBATh BHUMAHHE Ha CIETYIONIEM:
2.1. laTh NOHATHE, YTO TAKOE YHU(PULMPOBAHHASI CUCTEMA JOKYMEHTALMH.
2.2. O0OBACHUTD, YTO B ce0sl BKJIIOYACT YHU(DUIIUPOBAHHAS CHCTEMA IOKYMEHTAIIHH.
2.3. JlaTh MOHSATHE, YTO TAKOE KIaccCU(UKATOp, NEPEUUCIUTh, KAaKUE CYLIECTBYIOT 0OlIepoccuiickue
KJ1acCU(UKATOPBI.

Cemunapckoe 3ansitue Ne4 (2 yaca)

Tema «PaGoTa ¢ HOpMATHBHO-NTPABOBHIMH H HOPMATHBHO-METOANYECKHMH TOKYMEHTAMM,
perjaMeHTHPYIOIIHMH JOKYMEHTHPOBaHUE YIIPABJIeHYeCKOMH e TeJIbHOCTH, OPraHNu3aANMNI0 PadoThl
¢ opuIMATBHBIMH JOKYMEHTAMM))

1. Bonpocsl k 3aHATHIO:
1.1. ITonsitue ynuduiupoanHoi cucremsl qokymentanuu (Y CJ).
1.2. CocraB yHupuuupoBaHHbix cuctem pokymentanuu (YC/I).
1.3. O0umepoccuiickue Kinaccu(puKaTopsbl.

3aanus

1. HCHOJ’ILSYH IIpaBOBLIC 0a3nl ((KOHCYJ'IBT&HT IIIIOC» HIIN «FapaHT», COCTAaBbTC IICPCUCHD
HOPMAaTUBHO-IIPABOBBIX u HOPMAaTUBHO-METOJUYCCKUX AOKYMCHTOB, PErIIaMCHTUP YOI X
AOKYMCHTUPOBAHUC YHpaBHqueCKOﬁ ACATCIIbHOCTH, OpraHU3aluio pa6OTI>I C 0(1)I/II_[I/IaJ'ILHLIMI/I
AOKYMCHTAMH MW AapXHMBHOC XPAHCHUC ITOKYMCHTOB. HOpMaTI/IBHbIe AOKYMCHTBI PAacCIOJIOKHUTE II0 HX
IOpPI)IH‘ICCKOfI CHIIC.

2. Pemte cnenyroniue 3a1a4u:

- I'paxnanka HecrepoBa yctpounace Ha paboTy B MHUHHCTEPCTBO 00IIero u npodeccuoHalIbHOTO
obpaszoBanust CBep/UIOBCKOM 00JacTH W TOJyYHMja IEPBOE 3aJaHHE OT CBOETO HEMOCPEICTBEHHOTO
HayalbHUKA: pa3paboTaTh HOMEHKIATYypy JAen g (GOpPMUPOBaHUS JOKYMEHTalIbHOTO (oHIa
TOCYJapCTBEHHOTO opraHa. KakuM JOKYMEHTOM JOJDKHA PYKOBOJCTBOBAaThCS TpakaaHka Hecreposa?
Kakue monoxeHus 3Toro T0KyMeHTa OHa JOJIKHA Y4eCTh MPH BBITTOTHEHUH 3a1aHUs?

- AxkuuonepHoe o6mectBo «Ilapyc» co3mano B 2003 r. Hosbiit nupexrop, M. U. lBanos,
MPUCTYNHUBIINN K BBIMOJHEHUIO CBOUX oOsi3aHHOCTe B 2016 T., pacmopsauics YHUYTOXHUTH BCE
JOKYMEHTBI MPEIIIECTBYIOLIET0 NEPHOAA CYLIECTBOBAHMs OpraHusanuu. Hackoipko NpaBOMEpPHO €ro
pacriopsbxenne? Kakne TpeOOBaHUS HOPMATHUBHBIX JIOKYMEHTOB HapyIIEHBI B PE3yJbTaTe PACIOPSIKECHUS
HoBOro aupekropa? Kakas mepa OTBETCTBEHHOCTH MOXKET OBITh NpeaycMoTpeHa i aupektopa M. U.
WBanosa?

- OO0 «MoTbuIeK» B XOJIe TPOBEPKH €ro ACSITEIIBHOCTA HE MPEJOCTABHIIO MPUKA3 AUPEKTOpaA O
HA3HAYEHUH JIUIA, OTBETCTBEHHOTO 32 apXWB. BBICHUIOCH, YTO JHMYHBIE JeNa M MPUKa3bl MO JUYHOMY
COCTAaBy XPAaHUJIIUCH B HCYIIOPAJOYCHHOM BHUIC. KT0 HeceT 0TBETCTBEHHOCTD 3a BEISIBJICHHBIE HaPYIHeHI/ISI?
HazoBuTe HOpMATUBHBINA TOKYMEHT, B KOTOPOM IPEIyCMOTPEHA OTBETCTBEHHOCTDH 33 JAHHBIE HAPYIICHUS
1 BO3MOXXHBIC BAPpHUAHTEBI HaKa3aHUH.

- B xozme miaHOBOW MPOBEPKH TOCYAAPCTBEHHOTO YHUTAPHOTO TPEANPHUSTHS BBIICHUIOCH, YTO
JOKYMEHTHI 110 JIUMYHOMY COCTaBY XpPaHHWJIUCh B MOJBAJIBHOM MOMEIIEHHH, KOTOPBIN 3aTONUIO HAaKaHYHE
npue3ia KOMUCCHH, TOKYMEHTHI TIPUIIIA B HETOTHOCTh: TEKCT Pa3MBIT, HH(POpMAIUs cTana HeYuTaeMOH.
Kakue mpaBuna paboThl C JOKYMEHTaMH IO JIMYHOMY cocTaBy Obutn HapymieHol? Kto Hecer
OTBETCTBEHHOCTh 3a HEMpaBWIbHOE XpaHEHHE [oKyMeHTOB? Kakas Mepa Haka3aHHsS MOXET OBITh
IIpUMeHeHa?

- PykoBoactBo OO0 «CTpoiCynepuHBECTTOPI» PO MpU 0(GOPMIIEHUH MUChMa-TIPeII0KEHUS
O COTpYJHHMYECTBE CBOMM mapTHepaM «/HBECTCTpPOWKOMKHUPIINYY» HCHOJB30BaTh H300paKeHHe
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rocynapcTBeHHoro repb6a P®. Hackonbko npaBoMouHs! eiictBus pykoBoacta O6mectBa? [lonreepaure
CBOM OTBET CCHUIKON Ha HOPMATHUBHBIE JOKYMEHTHI.

- B xone nmpoBepku mpokyparypoii AamuHuctpanuu N-To paiiona N-oif o6actu paboThl OpraHoOB
MECTHOTO CaMOYIIPABJICHHUS 1O O0ECIEUYEHUIO €IUHCTBA IPABOBOI'O MPOCTPAHCTBA OBLIO BBIABICHO, YTO
JOKYMEHTBl XPaHATCA B IOMEIICHHWH, HE TMPUCIHOCOOIEHHOM [UIsl 3TUX IeNieli: HeT HeoOXOAUMOM
WHXCHEPHO-TEXHIUUECKON YKPEIJICHHOCTH, HE COOJIIOICHBI TIPOTHBOIIOKAPHBIN (ICPEBSIHHBIC TICPEKPHITHS)
U OXpaHHBIN pexumbl. Hapymmenus O0bu11 3adukcrpoBaHbl MpoKypaTypoii. KTo HeceT OTBETCTBEHHOCTH 3a
HecoOmofeHne TpeOOBaHUI K XpaHEHHIO JMOKyMEHTOB? Kakas Mepa OTBETCTBEHHOCTH MOXKET OBITh
npeaycMoTpena’?

- B aHTuUKBapHOM Mara3suHe NOSIBWINCh JTOKYMEHTHl Hadajga XX B., NpeAcTaBisolme co0oi
CIIy’)keOHYIO TEepernucKy MEXIy OpraHaMu BJIACTH U JOJDKHOCTHBIMM JIMLaMu Lapckoi Poccun. Otu
JOKYMEHTHI UMENIU TPU3HAKU U3BSATUS U3 apXMBHBIX Jed (HyMepalus B MPaBOM BEPXHEM YTIIy, CIEIbI
OponrtopoBkr). PabOTHHK aHTHKBApHOTO Mara3uHa, OOHAPYKUBIIMKA ATH JOKYMEHTBI, COOOIIMI O (aKTe
HAXOJIKH B OpPraHbl YIPaBICHUS apXUBHBIM JesioM cyobekta PO. Kakue neiicTBus JOIKHBI TPEANPHHST
OpraHbl yIpaBJICHUS apXWUBHBIM JeioM cyObekra P®? Hackonbko NpaBOMOYHBI JIEHCTBUS JIMIIA,
O0OHAPYKHUBIIETO JOKYMEHTHI?

- B xome mpoBepku o00pa3oBaTeIbHOM OpraHM3alUM HE ObUIM OOHAPYKCHBI CIEAYIOIIUE
JOKYMEHTBI: TNpUKa3 O CO3/laHUM S3KCIEPTHOM KOMHCCHM, AaKThl Ha CIHCaHHWE YTpaTHUBLIEH CBOIO
aKTyaJIbHOCTh  JOKYMEHTAIlMM, pErJIaMEHTUpYIoLell o00pa3oBaTesbHbI Ipouecc. PykoBoauTtesnto
00pa3oBaTeNbHON OpraHu3alK OblJIO OOBSABIECHO MPENYNpPEkACHUE U 1aHO MPENHcaHue YCTPaHUTh BCe
HapyLICHUA. Hackonpko IMpaBHUJILHO BBIHCCCHA MEpa Hakazanusg? Kaxumu HOPMAaTUBHBIMH OTOKYMCHTaAMH
PYKOBOJICTBOBAJICS CyJl IPU BBIHECEHUHU TaKOM Mepbl HaKa3aHHs?

- HauanpbHHK BOMHCKOHM 4YacTH 3alpocuil B apXHWBE YacTH JIMYHOE JEJI0 BOCHHOCIYKallero —
rpaxaannHa CioyXKuHa. DTH JOKYMEHTbl ObUIM MPEJOCTaBICHBI CYAy B KauecTBE JI0Ka3aTeIbCTBA I10
neny. I'paxkxnannn CioyXKWH MOJal B CyJ MCK Ha HayaJlbHMKA BOMHCKOM 4YacTH 3a TO, YTO TOT 0€3 ero
COTJIACHsI TIepeall CyTy JOKYMEHTHI — KOITUH U3 €r0 JJMYHOTO JeJia, COIeprKallne epCOHAIBHbBIE CBEACHUS
KOH(UIEHIMATBLHOTO XapakTepa (MH(popMalus 0 YaCTHOW >KU3HM), & TAKXKE COOOIINI yKa3aHHbIE (PaKThl B
OpraHbl JJO3HAHUS W TpeABapuTenbHOro cienctus. [louemy mck rpaxnanuHa CiyXkuHa octajics 0e3
YIIOBJIIETBOPEHUS?

- I'paxxnanka BopoH1OBa, 3aHMMaroIias JOJDKHOCTb CHELUAINCTA B CEJIBCKOW aJIMUHUCTpALUH,
pa3Mectuiia B cetu MHTepHET MHpOpMaIuio, JOCTYN K KOTOpPOM orpaHuyeH ((paMuiauu, MMEeHa, OTY4eCTBa
CYHnpyroB (cympyr) JAemyTaToB M MYHHUUMIAIBHBIX CIYXKAaIIMX), 3a 4YTO Obula MpHUBIEYEHA K
aJIMMHHUCTPATUBHON OTBETCTBEHHOCTH, K HEW ObUIO NMPUMEHEHO B3bICKAHUE B BHUJE aJMUHHCTPATUBHOTO
mrpapa B pasmepe 4000 p. VYkaxure Ha3BaHHE HOPMATHBHOIO JIOKYMEHTa M  CTaTblo,
IIpeJyCMaTPUBAIOIIYIO HAKa3aHHE 3a pa3[JIalleHue HH(QOPMAIU OTPAaHUYEHHOTO JOCTYIA.

- B AnMuHuCTpaiuio nocTtymnuia xainoda rpaxaaHuHa KaBOpOHKOBAa 00 OTCYTCTBMM OCBELICHHS
yIulpl, HA KOTOPOW OH mpoxuBaeT. [[OMOIIHUMK pPYKOBOIWTENS, OTBETCTBEHHBIM 3a pPacCMOTPEHUE
oOpanieHuil rpakjaaH, He MPeaoCcTaBuil OTBET B 30-IHEBHBIN CPOK, 32 YTO ObUI MPU3HAH BUHOBHBIM B
COBEPILICHUH aJMMHUCTPATUBHOIO MpaBOHapyIIeHus u omrpadosad Ha 5000 p. Hackoibko mpaBoMepHBIM
SBIIIETCS Haka3aHWe? YKaXHTe Ha3BaHWE HOPMATMBHOI'O JOKYMEHTa M CTaThIO, MPEAyCMaTpPUBAIOIIYIO
HaKa3zaHUEe 3a HapyLIEeHHE MOopsAKa pacCMOTPEHUs OOpaIeHHUH IpakIaH.

- Ilpu npoBeneHUHM IUTAHOBOW BBIE3THONW TPOBEPKU (elepalbHOr0 Ka3eHHOTO YUpEeKICHUS
BBIABJICHBL CICAYIOIIHUEC HAPYIICHHUA IMpPaBHJI OpraHu3allii XpaHCHUA, KOMIUICKTOBaHUWA, Y4d€Ta U
UCIOJIb30BAaHUsl JIOKYMEHTOB: OTCYTCTBHE IIOMELIEHMS, COOTBETCTBYIOILEIO HOPMAaTHBHBIM peXUMaM
XpaHEHUs apXUBHBIX JOKYMEHTOB; HECBOEBPEMEHHOE CIHCaHUE JOKYMEHTOB; YHHUYTOXEHHE Jed 10
UCTEYEHHUsI CpPOKAa MX BPEMEHHOI'O XpaHEHMsI; HECOCTABIEHUE AaKTOB IpHEMa-Iieperiadyl JOKYMEHTOB IpU
CMEHE JIMII, OTBETCTBEHHBIX 3a padOTy C apXUBHBIMU JOKyMEHTaMH. J{UpekTopa ydpexaeHHsl MpHu3HaIn
BUHOBHBIM B COBEPIIEHUU MPAaBOHAPYILIEHUS M HA3HAUMIM €My HaKa3aHWE B BUJE aIMUHUCTPATUBHOIO
mrpada B pazmepe 300 000 p. Hackonbko mpaBOMEpHBIM SIBIsieTCsl HakazaHue? YKaKuTe Ha3BaHUeE
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HOPMAaTUBHOIO JOKYMEHTa M CTaThlO, IpPElyCMaTpuBarO- 15 Iyl Haka3aHUE 3a HApyLIEHUE IPaBHI
OpraHu3alyy XpaHEeHUs, KOMIIJIEKTOBAHMS, Y4€Ta U UCIIOJIb30BAHKS JOKYMEHTOB.

2. [Ipu moAroToBKE K BOMpOcaM HEOOXO0IMMO aKIIEHTUPOBATh BHUMAHUE HA CJEAYIONIEM:
2.1. laTh NOHATHE, YTO TaKO€ YHHU(PHUIMPOBAHHASI CUCTEMA JOKYMEHTAIIHH.
2.2. OOBSACHUTB, UTO B ce0s BKIIOYACT YHU(PHUIIMPOBAHHAS cUCTEMA JOKYMEHTAIIH.
2.3. laTh MOHSTHE, YTO TaKOe Ki1accu(UKaTop, MEPEeUUCIIUTh, KAKUE CYIIECTBYIOT OOIIEPOCCHIICKHE
KJIacCU(UKATOPHI.

Cemunapckoe 3anatue NeS (4 yaca)
Tema «OdopmiieHHe peKBU3UTOB IOKYMEHTA»
1.Bonpock! K 3aHIATHIO:
1.1. [ToHsiTHE ¥ BUABI PEKBU3UTOB JJOKYMEHTOB.
1.2. TpeboBanusi kK 0POPMIICHUIO PEKBH3UTOB JOKYMEHTOB.
1.3. ITonsTHe U BUIBI OJAHKOB JOKYMEHTOB.
1.4. TpeboBanus K O1aHKaM JTOKYMEHTOB.
1.5. IlpaBuna opopmieHUs: peKBU3UTOB Ha OJIaHKaX.

3aanus
1. [lepeunciieHHBIE HIDKE PEKBU3HUTHI PACIPEICIIUTE TIO TPEM YacTsIM IOKYMEHTA (3arojIoBOYHas,

cojiepkaTesbHas, opopMIIIOIas):

HaunmeHnoBanue pekBus3uTa YacTp TOKyMeHTa

1) K00 opeanuzayuu

2) cnpasoyHnvle OaHHble 00 Opeanu3ayuu

3) ommemxa o nocmynjienuu 0OKyMenma

4) 3aconoeoxk Kk mexcmy

5) Haumenosamnue uda OOKymeHma

6) oama OoxkymeHnma

7) mexcm 0oKymeHma

8) ommemka o 3a6eperuu Konuu

9) noonuco

2. I/ICHOJ'IIBYH MEpCUCHb PCKBU3UTOB JOKYMCHTOB, OIIPCACIUTEC, ITPABUIIBHO JIM HA3BAHbI
NEPCUNCIICHHBIC PCKBU3UTHI:

PexBuzur IIpaBunbHOE Ha3BaHKE

1) I'ep6 Poccuiickoti @edepayuu

2) nocomun opeanuzayuu

3) K00 opeanuzayuu

4) ko0 0okymenma

5) Hnaumenoeanue opeanuzayuu

6) aodpec opeanusayuu

7) pe2ucmpayuoHHbvlll Homep OOKYMeHMA

8) newamo

9) 6usbl coenacosanus OOKyMeHma

10) uoenmughuxamop 21eKkmMpoOHHOU KONUU
O0OKyMeHma

3. Onpenenure, Kakue U3 MEPEUNCICHHBIX PEKBU3UTOB SBISIOTCSA 0043aTeIbHBIMU MTPU 0()OPMIICHUH
JOKYMEHTOB:

HanmenoBanue peksusura [Ipu3Hak pexBu3nTa

1) ccviika na pecucmpayuoHHblll HOMep U 0amy 0OKyMeHma

2) noonuce

3) ommemxa 06 ucnoinumene

4) K00 opeanusayuu




5) ommemkKa O Hajauduu npuiroHCeHuU

6) oama Ooxymenma

7) ommemKa o KOHmMpoJe

4. U3 NEPCUHUCIICHHBIX PCKBU3UTOB BBI6epI/ITe IIOCTOSAHHBIC:

HanmenoBanue pekBusura IIpu3Hak pexBu3uTa

1) K00 ¢hopmbl dokymenma

2) pesucmpayuouHvlli HoMep OOKyMeHma

3) cnpasounvle danHble 00 opeanuzayuu

4) Haumenosauue 6uda OOKyMeHma

5) aopecam

6) HAUMEHO6AHUEe opcanHusayuu

7) pesonoyus

8) ommuck nevamu

5. Haitnure omubKy, AonynieHHyo npu opopmiieHun pekBusuta «['pud yTBep:kaeHus 10KyMeHTay,
BBIJICJIUTE €€ U MOKAXKHUTE MPABUIBHBINA BapUaHT 0(OPMIICHUS:
«YTBEPXJIAIO»
Hupexrop AO «Mask»
Cepaghumos M.b. Cepadumosn
14.01.2016

6. Haiinure omnbKy, JOMyIIEHHYIO IpU 0POPMIIEHUH PEKBU3UTA «AIpecaTy, BBIICINUTE €€ U
MOKa)KUTE MPaBUJIbHBINA BApUAHT O(POPMIICHUS:
AO «MudpopmanmoHHbIE
TEXHOJIOTUHU B OU3HECE»
['enepanpHOMY OUpPEKTOPY
Cepreeny A.IL

7. Haiimute ommoOKy, TOMyIeHHYI0 Ipu opopMiIeHHH peKBU3HUTa «Pe30IIto1nsy», BBIICIUTE €€ U
MMOKAXHUTE MPABWIbHBIN BapuaHT 0hOPMIICHUS:
Mopo3sosoii H.K.
Pazpabotats Tekct qoroopa ¢ AO «CmeHa
Cuooposa
24.09.2016

8. Haiimute ommOKy, HonymeHHy0 npu ohopMIICHHH pekBU3HUTa «Bu3a cormacoBaHus», BBIIEITUTE
€€ U MOKaXXUTEe MPaBUIbHBIN BapuaHT 0hopMIIeHUS:
IOpuckoncynbsT AO «9KOM»
Ceoos I0.A. Cenos
14.09.2016r.

9. Haiinute omnbku, fonynieHHble Ipu opopMiieHnH pekBu3nuTa «I'pud cormacoBaHus», BbIICIUTE
UX U TIOKQXXHUTE MPaBUIIbHBIA BapuaHT 0(OpMIICHUS:
COI''TACOBAHO:
3am nupekTopa
AO «uTepundopm»
Mapkose O.1. Mapkos
02.01.2016

10. IocTynusiiee nucbMo 0b1I0 MOpydeHo ucnonHuTh cnenuanucram (H.I1. Aaroxunoit, B.J1.
Ilerpocsny, JI.A. CrenaHoBOM), IpU ATOM OTBETCTBEHHBIM UCIIOJIHUTENIEM COTJIACHO PE30JIIOLUN
PYKOBOAMTEIS Opranu3ainuu Obpiia HazHaueHa H.I1. Anroxura. Ha moAroToBiIeHHOM OTBETHOM MTUCHME
OTMeTKa 00 MCHoJIHUTENe ObuIa H300paXKeHa CIEAYIOIIMM 00pa3oM:

Ucn. Anroxuna Hanexna [lerpoHa
Ten.: 934-20-58



Ucn. Ilerpocsu Banepuit JImutpueBuy
Ten.: 934-07-43

Hcn. Crenanosa JIunusa AnekcanipoBHa
Ten.: 934-56-23

[TokaxwuTte npaBUIbHBIN BapuaHT oopmiieHus: pekBuzuta «OT™MeTka 00 UCIIONIHUTEE:

11. ITocne paccMOTpeHHS OCTYIUBIIETO MUChbMa OTBET ObUI JJaH B YCTHOU (popme (1o Tenedony).
[Tpu 5TOM Ha TUChMeE ObLIAa TPOCTABJICHA OTMETKA 00 MCIIOJIHEHNUU JOKYMEHTA U HAIMIPABJICHUH €T0 B JIENO.
B neno Ne 12-25
[Tokaxute mNpaBWIBHBIA BapuaHT oQopmicHHsS pekBu3uTa «OTMETKa 00 HWCIONHEHUH [TOKYMEHTa W
HAIpPAaBIICHUU €TO0 B JIEJIO».

2. [Tpy 1OATOTOBKE K BONPOCAaM HEOOXOMMO aKIIEHTUPOBATh BHUMAHHE Ha CIEYIONIEM:

2.1. JlaTp MOHATHE, YTO TaKO€ PEKBU3UT JOKYMEHTA, IEpEeUYHCIUTh, Kakue ObIBalOT BHJIbI
JIOKYMEHTOB.

2.2. Paccka3zaTh, Kakue TpeOOBaHUS NMPEIbABISIOTCA K OPOPMIICHUIO PEKBU3UTOB JOKYMEHTOB.

2.3. JlaTh TIOHATHE, YTO TaKoe OJaHK JTOKyMEHTAa, Ha3BaTh BUJBI OJIAHKOB, KPATKO OXapaKTEPU30BaThH
KaKIbIA BUII.

2.4. IlosicHUTh, Kakue TpeOOBaHUSI IPEABABIIAIOTCA K OJIaHKaM JIOKYMEHTOB.

2.5. OxapakTepu3oBaTh IpaBuUiIa OPOPMICHHS PEKBU3UTOB Ha OJIaHKaX JOKYMEHTOB.

Cemunapckoe 3anatue Ne6 (2 yaca)
Tema «CocTaBienne u opopmiieHHe J1eJI0BBIX HCEM»
1. Bonipochl K 3aHATHIO:

1.1. Opranu3aimoHHbIe JOKYMEHTBHI.
1.2. PactiopsianTenbHbIe JOKYMEHTHI.
1.3. CipaBoYHbBIE JOKYMEHTHI.
3ananus

s ocymiecTBieHUsT MHPOPMAIIMOHHOTO OOMEHa B YIIPaBJICHUYECKON eATENbHOCTH Haubolee
IIUPOKO MCIOJIB3YIOTCS CIy>KeOHbIE, UK JIEJIOBbIE MUChMA, MEePeChUIaeMble MO TI0UTe WM MOCPEACTBOM
(bakCUMUTTBLHOM CBS3H.

l'apanmuiinoe nucomo. B TeKCTe TrapaHTUHHOIO NHUCbMa aApecary JOarT TapaHTHUU OILUIAThI
BBITIOTHEHHON pabOThl WM MPEIOCTAaBICHUS KaKUX-THOO yciyr. B mucbMe opranusanms agpecaT Oeper
oTnpe/ielIeHHbIE 0053aTeNbCTBA, TOATOMY MTUCHMO UMEET ITPABOBYIO CHUITY.

Tucemo-npemen3sus — NeI0BOE MUCHMO, COJIeprKallee 3asBleHne 00 00HAPY)KEHUH HECOOTBETCTBUS
TOBapa WU YCIYr TpeOOBaHHSAM, 3asBJICHHBIM B JoroBope. Llenp mpeTeH3uu - BO3MECTUTH YOBITKH,
MOJIyYEHHBIE B pe3yJbTaTe HApYyILIEHUs YCIOBHI 10rOBOpa.

Ungopmayuonnoe nucomo. B Texcte nHOOPMAIMOHHOTO MTUCHMAa COOOIIAIOT O KaKUX-THO0 (pakTax
WIH MEeponpuaTusx. YacTo ¢ NOMOIIbI0 HWH(DOPMAIMOHHBIX MUCEM MPOMAraHIUuPYIOT NeATEIbHOCTh
OpraHu3aIHi WA Pa3TUIHYIO0 TPOIYKIIUIO.

3ananue Ne 1.

OOO «l'ocTuHBI JBOp» HAmpaBUIO TrapaHTHIlHOE NHMCBMO JUPEKTOPY IaBUJIbOHA
Bcepoccuiickoro BbICTaBOYHOTO IIEHTpa ¢ Mpock0oil 00 apenae BbicTaBouHOM Iuiomianu (300-400 kB. M)
s mpoBenieHust ¢ 13 Hos0ps mo 31 nexaOpst Tekymiero rojga Beepoccuiickolt poskI€CTBEHCKOM spMapKu
o0yBH. CocTaBbTe 1 0(hOpMHUTE TapaHTHITHOE THUCHMO.

IHopsiaok BbinoHeHus 3axanus Ne 1:
1. [JemoBoe mmcbMo odopMHUTE Ha OJaHKE ISl MHACEM C YIJIOBBIM PACIOJIOKEHHEM IMOCTOSTHHBIX

PEKBU3UTOB (TIpUIIL. 6).

2. Hepocratomne peKBU3UTHI YKAKUTE CAMOCTOSTEIBHO.
3. B TekcTe rapaHTUHHOIO MHCbMa COAEPKUTCS Mpoch0a B afpec KOPPECIOHAEHTa U IOPUAMYECKH
3HaunMas dopmyna: «Onnamy (npedocmasienue yciye u m.0.) eapanmupyemy», a TaKKe
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0aHKOBCKHE PEKBU3HUTHI, Hampumep, Cu. Ne 40705810600000000009 ¢ Kb « MEHATEIL», FUK
048222242, xopp/cuem KB «MEHATEIl» ¢ OIIEPY I'V Il P® no o Mockee - Ne
30100820600000000341.

4. TapanrtuiiHble MHCbMa BCETAA MOAMMCHIBAIOTCA IBYMs JIMIAMHU: PYKOBOJAMUTENIEM OpraHHU3allHi U
[JIABHBIM OyXTaJITEpOM, a TAK¥KE 3aBEPSIFOTCS MEYATHIO.

OO1ecTBO ¢ OrPAHMYCHHON OTBETCTBEHHOCTHIO
«"OCTHUHbBIN ABOP»

Ps3anckuii npocr., A. 35, kopm. 1

Mockaa, 109542

Ten./hbakc: (495) 351-04-04. E-mail:gost@mail.ru
OKIIO 02962915

OI'PH 10657400240655

WHH/KIIIT 77030226550/778005655

Ne

Ha Ne oT

3aganue Ne 2.

Ha ocnoBanuu morosopa Ne 15/30 ot 5 ceHTsOps TeKyliero rojga o MOCTaBKe 0OOTrpeBaTeIbHBIX
npudopoB OO0 «Mepkypuit» (ITocraBmumk) ods3ana 6si1a moctaBuTh 3A0 «Brivmen» (Ilokymarens) B [V
KBapTaje TeKyIIero rojaa Topap Ha ooy cymmy 500 Thic. pyo.

@daxtuuecku B [V kBaptane Tekymiero roga 3A0 «BeiMmen» ObUIO MOCTAaBICHO TOBapa Ha CyMMY
300 teic. py0. Ha ocHoBanum 1m.9.1. moroBopa MOCTaBKM 3a HEAOIMOCTaBKY TOBapa IMocTaBIIUK B 30-
THEBHBIA CPOK 00s3aH BHIIIATUTH mTpad B pasmepe 20% OT CTOMMOCTH HE MOCTaBIEHHOTo ToBapa. B
CBsI3HN C 3TUM HOKyHaTCJ'IL NpEaABABUII IPECTCH3UTIO HOCTaBHII/IKy, KOTOpas ObLIa OTKJIOHEHA II0 MMPpUYIUHC
HenpaBuIbHOTO oopmiieHus. [lokynaTens 0Tka3 cunTaeT HEOOOCHOBAaHHBIM, TaK KakK C/eJall MPaBUIbHbBIN
pacucT NpETCH3UH, IMPUITIOKCHBI BCC ITOATBECPIKAAOIINEC IMTPETCH3UIO JOKYMCHTEI.

CocrtaBbTe 1 0opMHUTE MPeTEeH3MOHHOE MUCbMO B ajpec [locraBiuka.

IMopsinok BbINOJIHEHHUs 3agaHus Ne 2:

1. PaccumTaiiTe CcyMMy HEYCTOMKH 3a MPOCPOUKY MOCTaBKH TOBapa B pazmepe 20% OT CTOMMOCTH HE
IIOCTABJIEHHOT'O TOBapa.

2. VKaxuTe B 3arojIOBOYHOM YaCTH MPETEH3UH HaMEHOBaHuE (pUPMBIL, MPEIbsIBUBIIEH MPETEH3NUIO, a
TaKke HauMEeHOBaHHe (PUPMBI, K KOTOPOU MpebsBlIeHa IPETEH3Us, UX ajipeca, HOMEp MPETEeH3UHU U
JaTy, B 3aT0JIOBKE TEKCTa — CyMMYy mTpada B pyOssx.

3. B Tekcre mpeTeH3uM YKaXKUTE€ OOCTOSTENIbCTBA, MOCTYXKHMBIIME OCHOBAHHUEM ISl MPEIbSIBICHUS
MIPETEeH3MH, 10KA3aTeNbCTBA, OATBEPIKIAI0IINE U3I0KEHHBIE B TPETEH3UH 00CTOSTENBCTBA; CyMMa
TpeOOBaHUI 3asIBUTENS U pacyeT 3TUX TpeOOBaHUH.




[arta

PykoBoaureinto

Anpec:

ITPEHTEH3UA
00 yIiate HEyCTOWKH 3a HEOMOCTABKY MPOLYKIIUH
Cymma pyo.

B cooTBeTCTBUU C 3aKIIFOUEHHBIM AOTOBOPOM No OT«  »
20 r. Bame npeanpusitue 06s3aH0 OBUIO MOCTABUTH HAM B 20 1.

(xBapTa, MecsI)
(HaMMeHOBaHHE MPOITYKIMH, TOBApa)

B KOJIMYECTBE Ha CyMMY pyo.
DaKTUYECKH 32 YKa3aHHBIN NIEPUO]
MOCTABJIEHO

(HauMeHOBaHUE
MPOAYKIIMHU, TOBApa)
BKOJIMYECTBE  HACYMMY
pyo.
Takum o6pa3oM, Bamu HeOMOCTaBIICHO B yKa3aHHBIN B JIOTOBOPE CPOK
B KOJINYECTBE

Ha CyMMY pyo.
(HamMeHOBaHNE MPOTYKIIUH, TOBapa)
B COOTBETCTBHE c HU3JI0KEHHBIM u PYKOBOACTBYSICh

, TIPOIITy TIPOU3BECTH JIOTIOCTABKY MPOMYKIINH M TIEPEYUCIUTh HA HAI
pacyeTHBIN cyer Ne B

(HanmMeHOBaHNE OaHKa)
T. HEYCTOWKY B pa3Mmepe MPOLICHTOB, YTO
COCTaBIISIET pyo.
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[Ipunoxenus: 1. Komms moroBopaNe ot
« » 20
T.

2. Pacyer HEeyCTOWKM.

Peectp cuetoB Ha

OTTpY’KEHHBIH TOBap.

W

PyKoBOIUTEb IIPEANPHSATHS HO/ITHCh
pacuudpoBKa HOATHCH

2. HDI/I NOoATOTOBKE K BOIIpOoCaM HGO6XOI[I/IMO AKICHTHUPOBATh BHUMAHHUEC HA CJICAYIOIICM
2.1. HCpCLII/ICJ'II/ITI) H KpaTKO OXapaKTCpu3oBaTb, YTO OTHOCHUTCA K OpraHU3allMOHHbBIM,
pacnnopsAaUTCIbHBIM U CIIPABOYHBIM JOKYMCHTAM.

Cemunapckoe 3ansitue Ne7 (2 yaca)
Tema «CocTaBiienne u opopmiieHHe NPUKA3A 10 OCHOBHOI 1eATEJIbHOCTH»
1. Bonpochl k 3aHATHIO:

1.1. OpranusanoHHbIE JOKYMEHTHI.
1.2. PacnopsautenbHble TOKYMEHTHI.
1.3. CnpaBo4HbI€ JOKYMEHTHI.

3ajanus
JInsi KOMIUTEKTalluy KaJipoB TPEANPUATHS TUPEKTOp n3aeT npuka3. CocTaBbTe MPOEKT Npukasza. B
pacnopsIAUTENIBHON YaCTH NPUKa3a IPEAYCMOTPUTE:
a) TOATOTOBKY INTATHOIO pachucaHusi (OTBETCTBEHHbIC — HaYalbHHK OT/Eia KaJpOB, TIIABHBIN
Oyxrantep);
0) pa3paboTky «IlonoxkeHHs O NpeMHPOBaHUM» (OTBETCTBEHHBIC — 3aM. IMPEKTOPA, TJIABHBIN
Oyxrantep);
B) [IPOBECHHE KOHKYpCa Ha JOJDKHOCTU CIICHHAIUCTOB (OTBETCTBEHHBIC — 3aM. JAUPEKTOPA,
PYKOBOJUTENN CTPYKTYPHBIX MOpa3AeIeHui);
T') CPOKH UCIIOTHEHUSL.

B wmensx coBepiieHCTBOBaHUS paOOThl C JOKyMEHTaMM Ha MPENNpUATHU M OOECIEUeHHH UuX
COXPAHHOCTH JUPEKTOP M3Jall MPUKa3 O BBEICHHMM C IEPBOr0 4yucia cieayromero Mecsna MHcTpyknnu
JOKYMEHTAI[MOHHOTO obOecredeHusl yrpaBieHus. J[edonpou3BOIUTENI0 MOPYYEHO THUPAKUPOBAHUE
Nuctpykiun JIOY u ee mepenady B CTPYKTYpHBIC MOJpa3feieHUs 10 TMEPBOTO YHUCIA CIEAYIOIIETO
Mecsina. KoHTpons 3a ucnoaHeHneM prKasa BO3JI0KEH Ha HaYaJIbHUKA KaHLIEIAPHH.

CocraBbTe 1 0OpMUTE MPUKA3 IO OCHOBHOM JI€ATEIBHOCTH.

2. HDI/I NOATOTOBKE K BOIIpOCaM HCO6XO}II/IMO AKIICHTHUPOBATh BHUMAHUEC HA CICAYIOMICM:
2.1. Hepqu/ICHI/ITB N KpPATKO OXapaKTepu3oBaTb, YTO OTHOCHUTCI K OpraHU3allMOHHLIM,
pacrnopAIUTCIbHBIM U CIIPABOYHBIM JOKYMCHTAM.

Cemunapckoe 3ansitue Ne§ (2 yaca)
Tema «CocraBienne u opopmiieHHe NIPOTOKOIOB)
Bonpocsl k 3aHATHIO:

1.1. TToHsiTHE «TTOKYMEHTOOOOPOT.

1.2. OcHOBHBIE IPUHIUIBI paOOTHI C JOKYMEHTaMHU.

1.3. OcuHoBnble 3a1aun 1 QyHKIUN Cryx061 IOV

1.4. ®opmsl cayx0Ob1 10Y.

1.5. HopmartuBHast pernameHTanust padbotsl cayxost JJOY.

3ananus
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1. CocraBbTe MoNHBIHM TPOoTOKOJ coOpanus yupenuteneit OOO «Toprossiii 10M», Ha KOTOPOM
paccMaTpUBAIKCh JIBa BOIpOCa:

— 0 CO3[JaHUU OOIIECTBA C OTPAHUYCHHOW OTBETCTBEHHOCTHIO W YTBEPKICHHUH YUPEIUTEITHHBIX
JOKYMEHTOB OOIIIECTBA;

— 0 BBIOOpax JAUPEKTOpa OOIIECTRA.
Ha cobGpanuu npucyTcTBOBaIU IATh YUPEAUTEINEH.

2. HaiinuTe ommOKu B 0(pOPMIICHHH MOJTHOT'O MPOTOKOJa. MIcnpaBUTh.

[IpoTokon
02.04.17 Ne 16

3aceaHusl ”THBEHTapU3alMOHHOM
KOMUCCHH aBTOPEMOHTHOTO 3aBOJIa

[Ipencenarens A.B. Aprembes
[IpucyrcrBoBanu: 15 denoBek.
IToBecTka nus:
1. Pe3ynbraThl HHBEHTapu3aluy 110 ckiaay Ne 4 BcrioMoraTeabHbIX MaTepUaIOB 110 COCTOSTHUIO Ha |
anpens 2016 r. Jloxnaguuk — rnaBueiid Oyxrantep P.H. Harunckwuii.
Cnymanu:
P.H. Harunckoro — Jloknaa npuiaraercs.
Brictynunu:
W.I1. CranbHOBa (Oyxrantep) — NPUXOAHBIE U PACXOAHBIE JOKYMEHTHI 10 ckiaay Ne 4 B
YJIOBJIETBOPUTEIHLHOM COCTOSIHUU.
A.H. Cxankuna (Oyxrajirep) — HeJoCTauy BCIIOMOTATEILHOIO MaTepuaia HyKHO JIMKBUIUPOBATh.

IIpencenarens A.B. AprembeB

3. [luceMeHHO B TE€Tpaau OTBETUTH Ha BOIIPOCHI:
- B kakoit mocienoBaTenbHOCTH 0(hOPMIISIETCS] BBOJHASI YACTh TEKCTA MOJIHOIO MPOTOKOJa?
- [1o xakoii cxeme CTpOUTCS KaxkJIblii pa3/iesl OCHOBHOM YacTH TEKCTa MOJIHOI0 IPOTOKOJa?
- KeM noanuceiBaetcst npoToKoa?
- Kakue pekBu3nUTHI BKIIIOYaET B ce0s MPOTOKOJI?

2. [Tpy nOATOTOBKE K BOMPOCAM HEOOXOMMO aKIIeHTUPOBATh BHUMAHHE Ha CIIETYIONIEM:
2.1. Ha3Bathb, Kakue BbIIEISIOT IPUHIUIBI paOOTHI C JOKYMEHTaMHU.
2.2. JlaTh IOHSITHE, YTO TAKOE IOKYMEHTOOOOPOT.
2.3. llepeuncauts 3agaun 1 GyHKMH c1yx6s1 JJOY.
2.4. OxapakrepuzoBathb Gpopmsl ciyx0b1 JJOY.
2.5. llepeuncanTh HOPMATUBHO-TIPABOBBIE OCHOBBI AEATENBHOCTHU CIIyKO0bI JJOY.

Cemunapckoe 3ansatue Ne9 (2 yaca)
Tema «CocrasiieHne u 0(popMIICHHE CJIYKEOHOM 3aNTHCKI
Bonpockl k 3aHITHIO:

1.1. TToHsiTHE «TTOKYMEHTOOOOPOT.

1.2. OcHOBHBIE IPUHIUIBI paOOTHI C JOKYMEHTaMHU.

1.3. OcHoBubIe 3a1aun 1 QyHKIUN Cryx061 IOV

1.4. ®opmsl cayx0b1 I0Y.

1.5. HopmartuBHas pernameHTanust padbotsl cayx0s1 JJOY.

3ajanus
I[OKJ'IaIlHaH 3aIllMCKa ABJIACTCA BHYTPCHHHUM JOKYMCHTOM U aApCCyCTCA PYKOBOAUTCIIIO. BHyTpeHHI/Ie
3aMUCKA MUIIYT Ha Jucte Oymaru gopmara A4 ¢ yrioBBIM PaCIONIOKEHUEM IMOCTOSHHBIX PEKBHU3UTOB.
Texkct ILOKJ'IaJIHOI\/'I 3alMUCKU ACIUTCA Ha ABC YaCTU: NCPBAd — KOHCTATUPYROIAsd (OHI/IcaTCJ'IBHaSI), rac
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W3NIAraloTCsl UMEBIIME MecTO (DaKThl WM ONMKMCHIBAETCS CHUTyallds, W BTOpas — TJ€ U3JararTcs
pesIoKeHus1, mpochObl. [loAnuchIBaeT BHYTPEHHIOK JOKIAAHYIO 3alIUCKY COCTABUTENb.

HavanpHuk YnpaBineHus opraHu3aliOHHO-METOAMYECKOTro oOecredeHnust paboThl ¢ JOKYMEHTaMHU
IIpY aAMUHMCTPALMKU TOpojJa MOATrOTOBUI JOKJIAJHYIO 3aIllUCKY, aJpECOBAHHYIO YIPABISAIOUIEMY JAeIaMU
aJIMMHUCTpPAILMK TOpoJia, 00 YBEJIMYEHUH IITATHON YMCICHHOCTH OT/eJa Ha JBE JOJIKHOCTHU: MHCIIEKTOpa
W crapumero uWHCHeKkTropa. [IpuumHON MOCIYXWJIO 3HAYUTEIbHOE YBEIMYeHHEe oOpabdaThiBaeMOn
KOPPECHOHJICHIIMM, TIOCTYyMamed B CBSI3M C MPEACTOAUIMMH  BBIOOpAaMHU TIJIaBbl  T'OPOJCKOM
aaMuHHUCTpanuy. OT UMEHU HadaJlbHUKA YIIPABIEHUS COCTABbTE BHYTPEHHIOIO JOKJIAHYIO 3alHCKY.

JIOKJIATHASI 3AITMCKA

No

HaiinuTe ommbku B 0oopMIIeHMM BHYTPEHHEH JTOKJIaJHON 3alMCKHU:

Bumnesas yi., . 7, r. Taranpor, 123453 I'enepanbHOMY TUPEKTOPY
Ten./taxc: (86343) 24-34-23 AO «YPCVYJIA»
®ponosy A.U.

[Tpomry Bac pa3pemmTs yBeIWYNTh IITATHBIH COCTAaB OTAETa HA OJHY IITATHYIO €JHHUILY, TaK KaK I
COCTaBIICHHS AHAIUTHYECKMX CIPAaBOK O COCTOSHHM II€H Ha pBHIHKE HEIBIDKUMOCTH TPeOyeTcsl TOCTOSHHOE
W3y4eHHUE PAa3INYHBIX HCTOUHHUKOB, KOJIMYECTBO KOTOPHIX 3HAUUTEIHBHO YBEIHUMIOCH C Hos10ps 2016 rona.
WX noapoOHBIi iepedeHb M He0OXOMMOCTh HCIIOIB30BAHUS [Tl COCTABICHUS AQHAIMTHYECKUX CIPaBOK
Obu1a 000CHOBaHA MHOU B JIOKJIafHOH 3amucke oT 24.01.2016 Ne 1.

HayanpHUK aHATUTHUECKOTO OTIEIA Kucnoe Kucnos N.T.

2. [Tpu n1OATrOTOBKE K BONPOCAaM HEOOXOIMMO aKIIeHTUPOBAaTh BHUMAHHE Ha CIIEIYIONIEM:
2.1. Ha3BaThb, Kakue BbIIEISAIOT IPUHLHUIIBI paOOTHI C TOKYMEHTAMH.
2.2. JlaTh IOHATHE, YTO TaKOE JOKYMEHTOOOOPOT.
2.3. [lepeuncnuth 3agaun U Gyuakuu ciryxos1 JJOY.
2.4. OxapaxrepuzoBatb (hopMsl ciyx0s1 JIOY.
2.5. IlepeuncnuTh HOPMATUBHO-IIPABOBBIE OCHOBBI AESATENILHOCTH cyx0bl JJOY.

Cemunapckoe 3ansatue Nel( (4 yaca)
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Tema «Perucrpanus BXoasiiue, HcXoAd el 1 BHyTPeHHel JOKYMEHTAHU»

Bonpocs! k 3aHATHIO:

1.1. IlonsTHE perucTpanu JOKyMEHTOB.

1.2. ®opMBbI perucTpanu JOKYMEHTOB.

1.3. Buas! perucrpanumu.

1.4. TTopsimok pabOTHI C TOKYMEHTAMH.

1.5. Lenb u conep:kanre KOHTPOJISI UCTIOTHEHUS JOKYMEHTOB.

1.6. Cpoku UCTIOJTHEHHS JOKYMEHTOB.

1.7. TIopsinox KOHTPOJISL.

3ajanus
1. 3apeructpupyiTe BHyTPEHHUN JOKYMEHT B )KypHaJI€.

OO011eCTBO ¢ OTPAHUYEHHON OTBETCTBEHHOCTBIO «CBETIIBIN ITyTh»
(OO0 «CaeTtmnblii TyTH»)
[TPKA3
12.11.2022 Ne 18
O mepax 110 00eceueHnI0 COXPaHHOCTH T0KYMEHTOB

B nensix coBepIeHCTBOBAHUS OPraHU3aMOHHOTO U JOKYMEHTALMOHHOI'O 00€CIIeYeHHs JeSITEIbHOCTH
OpraHu3anuy 1 00eCcTieYeHUs] COXPAaHHOCTH JOKYMEHTOB
[MTPUKA3BIBAIO:

1. Co3maTh KOMHCCHIO B COCTaBe: MpeceaTeNb — 3aMeCTUTENh TupekTopa YepHoayoos A.B.
UnreHBI KOMUCCHH: 3aMECTUTENh TIaBHoOTro Oyxranrepa Cumoposa C.C., HadanpHHK oTAena kaapoB bemos b.A.,
nenonpousBoautens Auapees A.b.

2. Komuccuu npoBepuTh OPraHU3aLyIo U YCIOBUS XPaHEHHsI yIIPaBICHUECKUX TOKYMEHTOB U IPEACTaBUTh
Ha yTBEpKIAEHUE aKT mposepku 10 20.12.2022.

3. KoHTposib 32 UCTIONHEHNEM MPUKa3a OCTABIISAIO 32 COOOH.

Hupexrtop Tnomos C.U. I'notoB

B neno Ne 01-05 3a 2022 roa. Akt npoBepku oT 19.12.2022 Ne 27.

2. 3apeructpupynrte BXOASAIIMI JOKYMEHT B JKypHaJIe.

HenaprameHT 00pa30BaHusl, HAYKU U JupexTopam 1Ko
MOJIOJeKHON otk OpeHOyprekoi obnactu
Anmonosotui B.C.
Jlosecmu smu Hogocmit 00 c8e0eHs.
yi1. JlekaOpbckas, 5 yuawuxcs wxoavt 0o 01.04.2022
r. Open0Oypr, 325400 Cuoopos 24.03.2022
T. 52-11-84, ¢. 53-32-36

15.03.2022 Ne 1612
OO0 OTKPBITHH HOBBIX CIIELHAJIBHOCTEN
AMUHHCTpAIMS KOJUIEIKa CO00IIaeT 00 OTKPBITUH B HOBOM Y4€OHOM TOAY JIBYX CIICI[HAIbHOCTEH:
21.05.05 3emensHO-uMymecTBeHHBIe oTHOMEHHS, 40.02.01 [IpaBo 1 opranu3aius CONMUANTEHOTO 00ECTICYEHUS.
[IpaBuna npuema obue.

HupekTop Kouemka Mapmuiniox JL.Lb. MapTbIHIOK

Cremnanosa JI.II.

52-34-85

B neno 06-18 3a 2022 rox MKY COLU Ne 25
Wudopmarus noeeaeHa

Ha cobpanmm 27.03.2022 Bx. Ne 135/4-1
Cemenosa  B.JI. CemeHOBa

28.03.2022
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3. 3aperucTpupymTe uCXoAAIMN TOKYMEHT B JKypHaJIe.

AKITHOHEpHOE 00IIECTBO I'enepanbHOMY TUPEKTOPY

«JIeca Poccun» AO «Poccwiickas acconmanus Apy3en Jeca»
(AO «Jleca Poccum») A M. [Ipo3noBy

[TerpoBckas yi., a. 10, OcTtoxeHka yi., 1. 5,

Mockaa, 121 235 Mockaa, 123 185

Ten./dakc: (495) 233-18-45
OKIIO 12345678  OI'PH 1234567890123
VHH/KIIIT 1234567890/123456789

21.08.2022 Ne 2/01-18
Ha Ne 186 ot 14.08.2022

VBaxkaemblil Anekceld MuxaiiaoBud!

[Ipencrasmnsiro Bam npennoxenwst st pa3padoTku «MeToIndecKiX peKOMEHIAINH 110 TYIICHUIO TTOKapoB C
MIPUMEHEHUEM aBHAIIAN.

[IpunoxeHue: npeaaoKeHus Ha 5 1. B 3 3K3.

['enepanbHBIN TUPEKTOP Kpyenos O.M. Kpyros

O.M. TonmaueBa
2331618

B oeno Ne 03-15 3a 2022 200
21.08.2022 Myxun

4. 3apeructpupyiite npuka3 o KoManaupoBaHuu opucta 3axaposa C.C. B 10puanyeckyro Gpupmy
«PaBHOBecue» 1. MockBa u3 ropuauudeckoro oraena 3A0 «3aps». OcTalbHble JaHHBIE BO3bMHTE
IIPOU3BOJIBHO.

5. 3apeructpupoBaTh 3aKa3HOE MHMCbMO O HANPABJIECHUHU MPOEKTA JIOTOBOPA C MPUIOKEHUSIMH U3
3AO «AnoHe» Ha cornacoBanue B MII «Keraby». OcTanbHble JaHHBIE BO3BMUTE IPOU3BOJIBHO.

6. 3apeructpupoBath nucbMmo-3anpoc u3 Ilencuonnoro ¢onna P® r. OpenOypra B KoIEIK O
MOJTBEPXKIEHUH JaHHBIX Ha cTyaeHTKy MBanoBy M.UM. st BeImiaTsl conpanbHOro nocoOusi. OcranbHble
JaHHBIE BO3bMUTE MTPOM3BOIIBHO.

2. [Ipu noAroToBKE K BONpocaM HEOOXO0IMMO aKIIEHTUPOBATh BHUMAHUE HA CJAEAYIONIEM:
2.1. JlaTp noHATHE, YTO TAKOE PErUCTpALUs JOKYMEHTOB.
2.2. OxapaxTepu3oBaTh (POPMBI ¥ BUJIbI pETUCTPALIMK JOKYMEHTOB.
2.3. Paccka3zaTh 0 mopsiike paboThl C TOKyMEHTaMH.
2.4. llosicHUTb, C KakoW I€JIbI0 U B KAKOM IHOPSAKE MPOMCXOIUT KOHTPOJIb 3a HUCHOJHEHHEM
JOKYMEHTOB.
2.5. Ha3BaTh CPOKM MCIIOJHEHUS JOKYMEHTOB.

Cemunapckoe 3ansaTue Nell (2 yaca)
Tema «Odopmiienue pesrome»
Bornpocsl k 3aHATHIO:
1.1. IToHsiTHE KaAPOBOW TOKYMEHTALIUH.
1.2. Buabl KaapoBoil TOKyMEHTALMH.
1.3. PaGora ¢ kaapoBOil JOKYMEHTAIIHEH.
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3ajanus
Hamnncanne pesroMe — mepBblii Iar Mpu yCTPOMCTBE Ha padoTYy.

Pe3stome — 53T0 KpaTKas npodecCHOHANbHAs —CaMOATTECTallMs IPETCHACHTa Ha KaKyr-THOO
JOJDKHOCTB, 3TUM Pe3IOMe OTIMYaeTCs OT OoJiee 00CTOATENbHOM aBToOMOrpaduu.

ABTOp pe3loMe JO/DKEH IPEeIOCTaBUTh pabOTOAATENI0 CBEACHHS O CBOEM OOpa3OBaHUM, CBOEH
CIIEIUATIBHOCTH M KBAIU(UKAINU, O MPOPECcCHOHAIBLHOM OmbITe. Tarke ciexyeT yKa3aTb, Ha Kakylo
JOJDKHOCTB TIPETEH/IYET aBTOP M Ha KaKyIO 3apIljIaTy OH PACCUMTHIBACT.

Pesrome nuiercs B TaKOM IOCIEA0BATECIbHOCTHU

1) 3aroyioBoK;
3aroJioBOK pe3toMe — 3TO (haMUJIsl, UMsI U OTYECTBO MPETCHICHTA.

2) o6Ommast uHpopMaIus;
O6mass wHpopManus: aapec, Ttenedon, e-mail. MoxHo (HO, B OTIIMYME OT aBTOOMOTpaduu, HE
00513aTeNIbHO) YKa3aTh JaTy POXKICHUS U CEMEHHOE MOJIOKEHHE.

3) uenn;
Ilenp — uHTEpECYIOmMAsl BakaHCUA. BaXXHbII MOMEHT: HHKOrJa HE YKas3blBaTe Cpa3y HECKOJIbKO
yCTPaMBAIOIIUMX Bac BapHAHTOB, OCOOEHHO €CIM OHM HE W3 CMEXHBIX oOmacted. Jns kaxaon
MHTEPECYIOLIEH Bac JOJDKHOCTU COCTaBbTE OTJEIIbHOE pe3tome!

4) o6pa3oBaHue;
OOpazoBanue: OCHOBHOE 00pazoBaHUE MO TOW CHEUAIBHOCTH, KOTOpas IO3BOJISIET MpPETEHIOBaTh Ha
JOJDKHOCTh, YKA3aHHYIO B pasfielie «IIejby; JOMOTHUTEIbHOe 00pa3oBaHue (MTOBBIMICHUE KBAITH(DHUKAIIH,
KYpCBhI, TPEHUHTH H T.II.) UMEET CMBICJ YKa3bIBaTh TOJIBKO B TOM CJIydae, €CJIM OHO COOTBETCTBYET IIEIIH.

5) onbIT paboTHI;
OmnbIT paboTel. OOBIYHO ONMKCHIBAETCS B 0OPATHOM XPOHOJIOTHYECKOM TOPSIIKE (MOCIeIHEe MECTO pabOTHI
BHayaje). YKasbIBaeTcs NepuoJi paboThl, Ha3BaHUE MPEANpUATHs, chepa IesTeNbHOCTH (DUPMBI, 3aTeM
CIIEAYIOT TOJKHOCTb, OTMCAHKE 0053aHHOCTEH, KOTOPBIE MPUXOAUIOCH BBHITIOIHSTD, JOCTHKCHHUS.

6) TOTIOTHUTEIBHBIC CBEICHHUS.
JlomoTHUTETbHBIE CBE/ICHUS: JTMUHbIE Ka4yeCcTBa, OCOOCHHO IIEHHBIE JUIS BBIMOJIHEHHs paboThl (TOTOBHOCTH
K HEHOPMHUPOBAHHOMY pabouyeMy JHIO, K KOMaHIMPOBKaM W T.I.). B 3ToM pasgene cremyer
yKa3aTh CTENEHb BIAJCHUS KOMIBIOTEPOM M HHOCTPAHHBIM SI3BIKOM.

OAMUIINA UMSA OTYHECTBO
Jata poxxnenus

Tenedon

E-mail

Lens

[PKenmaemas JOIKHOCTB |

OBPA3OBAHUE:

CnenuanbHOCTh

[Mecsm/ron — Mecay/To)

dakyabTeT, 00pa30BaATENLHOE YUPEKIEHUE, TOPOJT
[Auruiom, kBanudukarus|

JOIIOJIHUTEJIBHOE OBPA3OBAHMUE:
[B xpononocuueckom nopsoke: Kypcul, mpenuneu u m.o.J

OIIbIT PABOTDI:
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JIOIKHOCTD
[Mecs1y/To — TeKyIee Bpems|
HasBanue opranuzanuu [KoMnaHuu |, ropoa
QOyHKIHOHATBEHBIE 00SI3aHHOCTH:
e [Ilepeuens cinyeOHBIX 00sI3aHHOCTEH |
[ ]

JlomxHOCTh

[Mecsim/ron — MecaL/To]

Hazpanme opranuzanuu [KOMIIAHUH |, TOPO.T
OyHKIMOHATIBHBIE 003aHHOCTH:

e [Ilepeuens ciyxeOHBIX 00sI3aHHOCTEH |

® cee
[MPO®ECCHUOHAIJIBHBIE HABBIKU:
e [Biamenue KOMOBIOTEPOM |
e [3HaHME UHOCTPAHHBIX SI3bIKOB ]
e [HaBbiku]
o [YMeHus|
e [OmnpbiT]

JINMYHBIE KAUECTBA:
OTBETCTBEHHOCTb
BHumarenbHOCTh
HcnonHuTenbHOCTh
KommyHMKa0eIbHOCTD
[TyHKTyanbHOCTB

JOIIOJIHUTEJIbBHAA NHO®OPMALIUA:
e (CeMmeiiHOE MOJIOKEHUE
Hern
Boaurensckoe ynocroBepeHue
ABTO
3arpannacrnopt
['0TOBHOCTH K KOMaHIUPOBKaM
Cayx0a B apMuu
YBnedenus u xoo6u

2. I1lpn moATOTOBKE K BOIIPOCAM HCO6XOI[I/IMO AKINCHTHUPOBATH BHUMAHUEC HA CIICAYIOMICM:

2.1. JlaTh OHSTHE «KaAPOBasi JOKYMEHTAITUS».
2.2. [lepeyncnuTh BUBI KaJPOBOU TOKYMEHTAIUH.

2.3. PaccMoTpeTh mopsIoK paboThI ¢ KaApOBOM JOKYMEHTAITUEH.

Cemunapckoe 3ansatTue Nel2 (2 yaca)

Tema «OdopmileHue TPYA0BOH KHUKKHU, THYHON KAPTOUYKHU PAOOTHUKA»

Bompockl kK 3aHATHIO:

1.1. [ToHsiTHE KaAPOBOW TOKYMEHTALIUH.
1.2. Buabl KaapoBoil TOKyMEHTaIMH.
1.3. PaGora ¢ kaapoBOil JOKYMEHTAIIHECH.

3ajanus

DNeKTpOHHAs TPYJOBasi KHIKKA - 9TO CBEACHUS O TPYIOBOW NEATEIHHOCTH PabOTHHKA, KOTOPHIC
XpaHATCS B AJIEKTpOHHOM 0a3ze [lencnonnoro ¢honaa Poccun.
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@opMupoBaHuE 3JIEKTPOHHBIX TPYAOBBIX KHMKEK Hadanoch ¢ 1 sguBaps 2020 roma. lna Bcex
paboTaronux rpaxjiaH nepexoj K HoBoMy (GopmaTy CBEACHUN O TPYAOBOH NEATEIBHOCTH J10OPOBOIBHBIN
U OCYILECTBIISIETCS TOJIBKO € COTJIACHS YEJIOBEKA.

EauHCTBEHHBIM HCKITFOYEHUEM CTaIU T€, KTO BIIEPBBIC YCTPOUTCS HA paboTy ¢ 2021 roga. YV Takux
JIOIeH BCE CBEICHHUS O Mepuosax padoThl M3HAYAIBHO HAYaIM BECTHCH TOJBKO B AJIEKTPOHHOM BHE 0e3
odopmiieHnss OyMaXHOU TPYAOBOI KHUKKH.

Poccusine, BBIOpaBIIMe JIEKTPOHHYIO TPYAOBYIO KHHKKY, MOIY4al0T OyMakKHYIO TPYJIOBYIO Ha PYKHU C
COOTBETCTBYIOIIEH 3alMChI0 O CIENaHHOM BblOOpe. bymaxkHas TpynoBasi KHIKKA MpPU 3TOM HE TepsieT
CBOEH CHJIBI U TIPOOJDKACT UCIIOIB30BAThCS HApaBHE C 3JIEKTPOHHOI. Heo0XoamMo coxpaHsaTh OyMakHYIO
KHUKKY, TOCKOJIbKY OHa SIBJISIETCS MCTOYHHMKOM CBEICHUH O TpynoBoW nearenbHocTH 10 2020 roga. B
AJIEKTPOHHON BEpCUH (PUKCHUPYIOTCS TOJIBKO cBeaeHMs, HaunHas ¢ 2020 rona.

[IpenocraBnser cBeACHUS O TPYAOBOH NEATEIBHOCTH 3aCTPAXOBAHHOTO JHIla paboTojaTellb depes
Kabuner crpaxoBarens, CHEHHMATM3MPOBAHHOTO OIEpaTopa CBS3M WM oOpartuBIIMCh B KiMEHTCKYIO
cnyx0y TtepputopuanbHoro oprana [IDP. IlpocMoTpeTh cBeneHHsI JJIEKTPOHHON TPYIOBOH KHUKKH
3acTpaxOBaHHBIC JIMIA MOTYT 4Yepe3 JInuHbIi KaOMHET rpaIaHuHA WK ropTai ['ocycnyr, a Takxke yepes
COOTBETCTBYIOIIUE MPUIIOKEHUS AJIsi CMapT(HOHOB.

[Ipu HEOOXOIUMOCTH CBEACHHUS SJCKTPOHHOH TPYHOBOW KHM)KKH MOTYT IPEIOCTaBISATHCS B BHJIE
OyMmaxHOU BbIMUCKH. [IpeocTaBUTh €e CMOXKET HbIHEUIHUH WM OBbIBIINEI paboTonaTensb (Mo MOocaeaHEMY
MecTy paboThl), a Takxke ynpasienue [IOP unu MOLI. Yenyra npegocrasisieTcsi SKCTeppUTOpUATIBLHO, 0€3
MIPUBSI3KH K MECTY JKUTEJIHCTBA WU PaOOTHI YEIOBEKA.

DOneKTpOHHas TpyJdoBas KHI)KKA COXpaHSET IPAKTUYECKHM BECh IIEpPEYeHb CBEJCHHUI, KOTOpbIE
YUUTBIBAIOTCS B OYMa)KHOM TPYIOBOM KHIKKE:

e HWudopmanus o paboTHUKE;

e JlaTel mpuiema, yBOJIbHEHUS, IEPEBO/IA HA IPYTYIO padoTy;

e Mecro paboTsr;

e Bua Mmepomnpusitus (mpuem, nepeBoi, yBOJIbHEHHE);

e JlomwxkHOCTh, Mpodeccusi, CHeNnatbHOCTh, KBATH(UKALNS, CTPYKTYPHOE TIOpa3/IesiCHHE;

e Buja nopyuaemoii paGoThI;

o Kox BemonHseMOl QYyHKITNY;

e OcHoOBaHUE KaJpOBOTr0 MEpONpUATUs (aTa, HOMEp U BUJ JOKYMEHTA);

o [IpuumHBI IpeKpamieHus: TpyA0BOTO I0TOBOpA.
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Kaxk zanomasars HoBy0 dopmy C3B-T/I ¢ 1 uroas

Mpiioxkenne 1
VTBEPXKJIEHA
nocranomrennenm Mpasienns NP
or 25 nekabps 2019 .
Ne 730n
Popma C3B-T]
CaeiecHHs 0 TPY/I0BOI e TEILHOCTH 3aperucTpuposannoro jauua (C3B-TJ1)

Cregenmst 0 crpaxosatede:

Perucrpamonsmiii novep s [MP

Paboroaareas (wamenonanue)
HHH 31
K 519001001

Chejterus 0 PABOTOIATENE, IPABONPEEMHIKOM KOTOPOFO SRISETCS CTPAXORATE N
Perncrpaouiii wovep » IIOP

PaGoTORATEMb (HAMMEHOBAHIE)

MHH

KIII

CBejtenist 0 3aperneTPHPOBANHOM ARIe:
Davion Mempos

Hnas 10y

Oruectso (npn wamm)  Baaous

Jlata poxaenns 08» ¢
CHIIC 146 - 221
T10AHO 3ASBICHIE O IPOIOIKCHINT BEACHIS TPYA0BOIY KEIKKI
/ aranoxwm | [Ipusmax otsent
Toano o Sp— esreuocnt
rara woxam | TIpsax otscn
CBCACHIDE O TPYIOBOH ACHTCILHOCTI JPCTICTPHPOBINHOTD At
Hanenonaie Ocrosanne Tprsmax omena
- Jlata (uicro, Creacmis TPy oRax (hy HKIDIX (XOTRHOCTE, P atoms casaimit
mpuesaa, nepesoza, | mepenoney/| I KpuKaLOA, KONKpe L B sunoasesioii| i rncl B e g Jlara g | S,
yuoaeuenus | ysosssefin Kikliers Copera TOpyuAeNOil PAGOTH), CIPYKTYPHOE ymkun teneparsioro saxoua d & o
noapaseenue o= A
1 2 4 E 3 7 8 5 10 1
05.07.2021 Crapuaii sopuckoncynsm 611.8 1Tpuras 05.07.2(
s
(Hoame
0. ML (pu it
Hogwiii pazgen o
3 P_ A Pa6ora 8 PKC Tpyaosas hyHKUUs Kop ebinonHsaemoi hyHKUUM
anonHanTe pasgen, ToNbKo i
pasn Ykaxwure 8 HooM rpadhe 4 kon «PKC», ecnu pabotHuk TpynoByto hyHKUMIO C 1 uions 3anonHsTh rpacdy 6 obssa-
€C/IM KoMNaHnAa peoprati-  rpynutcs s paiioHax Kpaiinero Cesepa. U kog «MKC» — 8 rpache 5 ykaxure, kak TenbHo. Kogbl 6epure u3 knaccudu-
BN €CNK B NPUPABHEHHDBIX K HUM MECTHOCTAX. B LUTATHOM PacnucaHuu. katopa OK 010-2014 (MCK3-08).

2. ITpu noAroTOBKE K BOOPOCcaM HEOOXOAMMO aKIIEHTUPOBATh BHUMAHKME HA CACAYIOIIEM:
2.1. JlaTh mOHATHE «KaAPOBasi TOKYMEHTALIU.
2.2. IlepeuncauTh BUABI KaAPOBOM JOKYMEHTALMH.
2.3. PaccMoTpeTh MOpsAI0K paboThI ¢ KaIpOBON JOKYMEHTAIIHEH.

Cemunapckoe 3ansaTue Nel3 (2 yaca)
Tema «Benenue 1eJJ0Npou3BOACTBA 10 00PALEHUAM IPAKIAAH
Bonpocs! k 3aHATHIO:

1.1. Bunsl oOpareHuit rpakaaH.
1.2. TpeGoBaHus, NpeabsBIsEMbIE K OOpAILIEHUSIM Tpak/iaH U UX 0POPMIIEHUIO.
1.3. ITopsaok paccMOTpeHuUs: 0OpalleHni TpaXkaaH.

3ajanus

3apeructpupyite xanody I[laBmoa U.E. ot 14.10.2019 o 3amene O6pakoBanHoro uzaenus (apt. 071-243).
Kanoba Obuta ynoBmerBopena B TeueHue 10 greil. Hepocraromme pexkBU3UTHI MpUIyManTe

CaMOCTOSATCIIbHO.

ﬂuueeaﬂ CnmopoHa

0229140 | PETUICTPAITMOHHO-KOHTPOJIbHA A KAPTOYKA

KoppecnonieHnr

(®.N.0., anpec, TenedoH)

[Tpeapimymme oopameHus ot No oT No

Bun nokymenta Ha I

ABTOp, Jdara, MTHACKC COIMMPOBOJNUTEIILHOIO IMMMChbMa

[[aTa, HHJCKC IMOCTYIIJICHUA

Kpatkoe conepxanue

OTBETCTBEHHBIN HCIIOJIHUTEID

Pe3omonms
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ABTOp pe30JIIOINH
CpoK uCroOTHEHUSs
ObopomHas cmopona
X0/ NCTIOJTHEHHSA
JlaTa nepenayuun VCHONHITCE OTMeTKa 0 MPOMEKYTOYHOM OTBETE KoHTponbHbIe
Ha UCTIOJIHCHUE WJIU JIOTIOJTHUTEIIBHOM 3arpoce OTMETKH
JlaTa, MHJIeKC UCTIOJTHEHHS (OTBETA)
Anpecar
Coneprxanue
C KOHTPOJISI CHSUT [Toanuce kKoHTpOJIEpa
Heno Tom JIuctel Donn
Onuce
Heino

2. [1py 1OATOTOBKE K BOMPOCAaM HEOOXOIMMO aKIIEHTUPOBATh BHUMAHHE Ha CIICIYIONIEM:
2.1. Ilepeuncnuth, kKakue ObIBAIOT BUIbI OOpaIlleHUi TpaXk/iaH.
2.2. PaccmoTpeTs TpeOoBaHMsI, TPEIBSBIIIEMbIC K OOPAIICHUSM IPaXIaH 1 UX 0(OPMIICHUIO
2.3. OxapakTepu30BaTh MOPSIOK PACCMOTPEHUS OOpaIlleHUH Tpak/IaH.

Cemunapckoe 3ansatue Nel4 (2 yaca)
Tema «CocraBienne u opopmiieHHE HOMEHKJIATYPHI J1eJ1, 0opMIiIeHHE [1es1a)
Bomnpock! k 3aHATHIO:
1.1. HomenknaTypa aein: noHATHE, UEIH.
1.2. Busibl HOMEHKNATYp eIl
1.3. CtpykTypa HOMEHKJIATYphI J€Jl U MOPSIIOK €€ 3al0JIHEHHUS.
1.4. ®opmupoBaHue aei.
1.5. OGecnieueHre COXpaHHOCTH IOKYMEHTOB, MIEPEAAHHBIX B aPXUB.

3aanus

1. Ucnonb3ys npeanoxeHHble 1aHHbIe U oOpasel, odpopmure HoMeHKIaTypy aen OO0 «OPHUOH-
ABTO», yrBepxknennyto nupexropom B.I1. TokossiM Ha 2017 ron.
000 «OPMOH-ABTO» umeer ciaenyrouiye OTAembl:

01. Kanuenspus, B HeW XpaHIATCs CIEIYIOLIUE JIeNa:

1. YupeaurenbHble JOKYMEHTBHI UM ycTaB OOLIECTBa, CO CPOKOM XpaHEHHUs — MocTosHHO cT. 50a, 51-53.
[lepedyeHb THUMOBBIX YIPaBICHYECKHX apXUBHBIX JOKYMEHTOB...(M., 2010);

2. Ilonoxenust 06 opranax ympasiieHus (001emM coOpaHuM aKIMOHEPOB, COBETE JUPEKTOPOB, NPABIECHUN),
CPOK XpaHEHHUsl — OCTOSHHO cT. 57a. Ilepexoasimee ¢ 2014 r.;

02. Otnen kaapoB, B HEM XPaHATCS CIEAYIOLIUE JIeNa!

1. JI0J5KHOCTHBIE HHCTPYKIIMHA COTPYAHUKOB, CPOK XpaHEHHUs - 75 JeT, cT. 77a

2. lItatHele pacnvcaHus U u3MeHeHus Kk HUM. Komuu, cpok xpanenus - 3 rona, ct. 71 6. [loqnmuuHuku B
nene 01-02

3. IIpukassl AUpEKTOpa [0 OCHOBHOM JesTenbHocTH. Konmuu, cpok XxpaHeHus - Jlo MUHOBaHHS HaTO0OHOCTH
cT. 19 a. [lognmuuunku B kanuensipuu B aemie 01-05.

Homenkiiatypa nen moanncaHa Ha4ajdbHUKOM KaHIEISIPUH, KOTOPBIM SBIseTECh BbI, W coriiacoBaHa c
oTBeTCTBeHHBIM 32 apxuB b.U. Tapabopunsim
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Jlo6aBbTE HEMOCTAIONINE PEKBU3UTHI.

2. Hcnonb3ys mpeIIoKeHHbIE IaHHBIE W oOpaszer, odopMHTE HOMEHKIATYpy neid YacTHoro
yHutapHoro npeanpusatus «BUXPby, yrepxxaeHHyto qupektopoMm A.A. AHTUIIEHKO
YactHoe ynutapHoe npeanpusarue «BUXPb umeer cienyromiye oTaens:

01. Kanuensipusi, B Heil XpaHATCS CIEAYIOIIUE Jeia;

1. YupenurenbHble TOKYMEHTHI YaCTHOTO YHHTapHOro mpeanpustus «Buxpe» (ycTaB, CBUIAETEIBCTBO O
perucTpalmu u Ap.), CPOK XpaHEeHus - MocT. cT.8.1;

2. ITpuka3sbl, pacropspKEHUs, YKa3aHHsl BBIIECTOSIIMNX (KOHTPOIMPYIOIINX) OpraHU3aluil, CPOK XpaHEHUs
- 10 MUHOBaHUA HaqoOHOCTH CT.180

3. [Ipukasel qupeKTopa NPEANPUITHS 110 aAMUHUCTPATUBHO-XO3SIMCTBEHHBIM BOIPOCAM, CPOK XPaHEHHUS -
5 1. ¢1.16.2. [Tocne nmpoBeieHs] HaJTOTOBOM MPOBEPKH.

02. byxranTepus, B HEM XpaHsATCS CJIECIYIOIINE JIeJIa:

1. HopMaTuBHBIE 1 METOAMYECKHE JOKYMEHTBI O OYXTalTepCKOM y4YeTe M OTYETHOCTH, CPOK XPAHEHUS - JI0
MHHOBaHHS HagoOHOCTH ¢T.1.2, 2.2, 4.2

2. Ilpuka3sbl AUpEeKTOpa MPEANPHUATHS 10 OCHOBHOM JesTeabHOoCTH. Konuu, cpok xpanenus 3 r. cT.16.1

3. JloJKHOCTHBIE MHCTPYKIMHM paOOTHHKOB Oyxrantepud. Komuu; Cpok XpaHEHHUs - 10 MHUHOBaHUS
Hago0HOCTH CcT.12.3

Homenknarypy nen mojanucaHa cekpeTapeM, KOTOpPbIM siBlisieTech Bbl, U coriiacoBaHa ¢ pyKOBOJUTENIEM
apxuBa T.C. IlerpoBoii

HO63.BLTC HCAO0CTAarOMUEC PCKBU3UTLI.

2. [Ipu moATrOTOBKE K BOMPOCaM HEOOXOIMMO aKIICHTHPOBATh BHUMAHKE HA CJICTYIOIICM:
2.1. laTh NOHSATHE, YTO TAKOC HOMEHKJIATYpA JIeJ, KAKOBBI €€ IICJIH.
2.2. IlepeuncauTh U OXapaKTEpU30BaTh BUbI HOMEHKJIATYP JE.
2.3. OxapakTepu30BaTh CTPYKTYPY HOMEHKIATYPHI Jell, HOPSAOK €€ 3all0JIHEHUS.
2.4. Paccka3zatb, kak (OpMHUPYETCS JENO0 IS epeladl Ha XpaHEHUE B apXUB.
2.5. IlosicHuTh, Kak 00ecreynBaeTCs COXPAaHHOCTh JOKYMEHTOB, IEPEeJaHHBIX B apXUB.

Cemunapckoe 3ansaTue Nel5 (2 yaca)
Tema «MTOroBasi KOHTpOJIbLHAsA padoTa»
3apanue Ne 1. BctaButh nponyiieHHOE CJIOBO WiH ¢dpasy:

1.1. Korma rpaxknaHuHy HEOOXOIMMO COJEHCTBHE B peaju3alld €ro MpaB W CBOOOJ, OH TMHUIIET

1.2. I[J'IH BOCCTAHOBJICHUA WJIM 3alIHUTbl CBOUX HAPYHICHHBIX IIpaB TI'PpaXIAaHUH HOJIKCH O6paTI/ITBC$I B
COOTBCTCTBYIOIIHME OPraHbl C

1.3. Econ TpaXXJaHWH XO0YET BBICKA3aTbh CBOM PCKOMCHAAIMHU IO YITYUYIICHUIO ACATCIIBHOCTU IroCyaapCTBa,
TO OH JOJIZKCH COCTAaBUTH JOKYMCHT, Ha3bIBACMbIN

1.4. TpaxgaHuH uMeeT TNpPaBO Ha BO3MEIICHHE YOBITKOB M KOMIICHCAIIMI0O MOPAIBLHOTO Bpela,
MPUYMHEHHBIX HE3aKOHHBIM  JIeWCTBUEM  (O€3leMCTBHEM) TIPH  PACCMOTPEHHHM  OOpaleHus, TIo

1.5. Coneprxanue yCTHOTO OOpaIieH s 3aHOCUTCS B

1.6. B xozme NMYHOTrO MpHEMa TpaKIaHUHY MOXKeT OBbITh OTKa3aHO B JallbHEHIIEM pPacCMOTPEHUU
oOparieHus, eciiu
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1.7. TlpekpamieHue paccMOTpeHHUsI OOpamIeHUss BO3MOXKHO TOJBKO TMPH TMOJade TPaXKTAHHHOM

1.8. Pa3rmamenue cBeleHUM, COACPKAIIUXCS B OOpaIlleHWH, a TAaKKe CBEACHHH, KacaloIIMXCS YacTHOM
KU3HH TPakIaHUHA, TOIYCKAETCs TOJIBKO MPHU €ro

1.9. TluceMenHoe oOparieHue, colepiKaliee BOMPOCHI, PEIICHHE KOTOPBHIX HE BXOAHMT B KOMIICTEHITUIO
JIAHHOTO opraHa WA JIOJGKHOCTHOTO JINILIA, HaIPaBIIICTCS B TEUECHHE
B COOTBETCTBYOIINN opras N
COOTBETCTBYIOIIEMY JIOJDKHOCTHOMY JIMILY, B KOMIICTCHIIMIO KOTOPBIX BXOJUT PEHICHHE MOCTABICHHBIX B
oOpaleHuu BOMPOCOB, C YBEIOMIICHWEM TpaKJaHWHA, HAMPABUBIIETO OOpalleHUE, O TMepeaapecaruu
oOparieHusl.

1.10. Eciu B muchbMEHHOM OOpalleHUH COAEpKaTcs HELUEH3YpHbIE JHO0 OCKOPOUTENTbHBIE BBIPAKEHUS,
YIPO3bI KU3HH, 3J0POBbIO U UMYIIIECTBY JOHKHOCTHOIO JIUIIA, & TAKXKE YJICHOB €ro CEMbH, TO OpraHbl HIIN
JOJHKHOCTHOE JIUIIO, MOJYYHUBIINE TaKOE OOpaleHue, BIpaBe

1.11. [TucekMeHnHOE OOpaleHre pacCMaTPUBAETCS B TEUCHHE JTHEH cO IHS €ro PerucTpaluu

3aganme Ne 2. B npuBeNeHHBIX YTBEP)KICHMSIX AONYIIEHbI OmMOKW. VMcrnpaBbTe HUX M 3alMIIUTE
IIPaBUJIbHBIN BapUAHT:

2.1. Ecnu B oOpatiieHnu rpakJiaHlH yKa3asl 3aBeJIOMO JIO)KHBIE CBEJICHUSI, TO HUKAKON OTBETCTBEHHOCTH OH
HE HeECeT.

2.2. O6paiueHus MoAATCS TOIBKO B TMCbMEHHOU (opme

2.3. B ciywyae momaud YCTHOTO OOpallleHUs, €CIU H3JIOKEHHBIE (aKThl U OOCTOSITENHCTBA SIBIISIOTCS
OUYEBUIHBIMU U HE TPEOYIOT AOMOJHUTENBHON MPOBEPKU, OTBET HA OOpaIeHne MOXKET ObITh JaH TOJIBKO B
MUCbMEHHOU popme

2.4. IIpaBa Ha INYHBIN IPUEM B IEPBOOYEPEAHOM NOPSAIKE HE CYIIECTBYET

2.5. B ciyyae HeoOX0IMMOCTH B MOATBEPKICHHE CBOMX JI0BOJIOB T'PaKJJaHUH MPUJIaraeT K MUCbMEHHOMY
0OpaIeHNIO0 OPUTUHAIIBI JOKYMEHTOB M MaTepUaJIOB

2.6. IlucbmeHnHoe oOpaleHre MOAJIEKHUT 00s13aTeNIbHOM perucTpaiyy B IeHb NOCTYIICHUS
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2.7. B cnyuae, eciii B NMUCHBMEHHOM OOpalleHMH HE YKa3aHa (QamMuids TpakJaHUHA, HAMPABUBIIETO
oOparieHue, oOpalIeHne MoICKUT OTIPABKE 0OpaTHO

2.8. Eciiu TeKCT MUCbMEHHOr0 OOpalleHus] HE TIOJAAETCS IPOYTEHUIO WM HE MO3BOJISET ONPEAEIUTH CYTh,
TO OTBET Ha OOpAlEHUE HE JAeTCsl, U OHO HE MOAJIECKUT HAIIPaBJICHUIO HA pACCMOTPEHHE, O YEM B TEUCHUE
TpeX IHEH CO JAHA PErHCTpalru OOpaIleHUs cOO0IaeTcs TpaKIaHuHY, HalpaBUBILIEMY OOpalleHne, eciu
ero (paMuiMs ¥ MOYTOBBIN aJIpec MOAAITCS IPOUYTEHUIO

2.9. Ecnu nuceMeHHOE OOpaleHne COAECPKUT BOIIPOC, OTBET HAa KOTOPBIM pa3MelleH Ha O(pHUIHaTIbLHOM
caiiTe JaHHOrO oOpraHa WM B HWH(OPMAIMOHHO-TEIEKOMMYHUKAIIMOHHOW cetu "WHTepHeT", TO
rpaX/JaHUHY, HAlIpaBUBIIEMY OOpallleHNe, B TEUEHUE CEMU JHEH CO JHS perucrpanuu oOpalieHus Jaercs
MUCBbMEHHBIN OTBET, MOJHOCTHIO KOMUPYIOMNK HHGOPMAIHUIO C caifTa

2.10. B MCKIIOUMTENBHBIX CIIYyYasX PYKOBOJIUTENb I'OCYJapCTBEHHOI'O OpraHa WM OpraHa MECTHOTO
CaMOYIIPaBJIEHMsI, JODKHOCTHOE JIMLO JUOO YIOJHOMOYEHHOE Ha TO JIMIIO BIpaBe MPOJUIMTH CPOK
paccMoTpenus obOpamieHust He Oosiee yem Ha 10 gHEH, YBEIOMHUB O MPOMJICHUH CPOKA €T0 PACCMOTPEHHS
rpakJaH1Ha, HaIIPaBUBILETro oOpalleHue

2.11. Jluma, BHUHOBHBIE B HapylleHWH Hactosmero @deneparbHOTO 3aKOHA, HECYT YrOJIOBHYIO
OTBETCTBEHHOCTD
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PEJEPAJIBHOE I'OCYJAPCTBEHHOE BIO/IZKETHOE OBPA3OBATEJIBHOE
YUYPEXJIEHHUE BBICHIET'O OBPA3OBAHUSA
«OPEHBYPI'CKHU I'OCYJAPCTBEHHBIN AT'PAPHBIN YHUBEPCUTET»

dakyJbTeT cCpeaAHero npogecCHOHAJIBLHOI0 00pa30BaHMS

METOAUYECKHUE PEKOMEHJIAILIMH 11O BBIITIOJITHEHUIO
CAMOCTOSATEJIbHOM PABOTHI IO JJUCHUIJINHE

OI1.05 JOKYMEHTAIMOHHOE OBECIIEYUEHUE YIIPABJIEHUA

CneunanbHocTh: 21.02.05 3eMenbHO-UMYIIECTBEHHBIE OTHOLIEHHUS

®opma 00y4YeHHUsA: OUHAas

Openodypr, 2022 r.
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1 Opranm3anus caMoCTOSITeIbHON PadoThI

1.1 Oprann3aliMiOHHO-METOAMYECKUE TAHHBIE TUCITUTIIIUNHBI

KomnugecTBo 4acoB mo Buaam
N CaMOCTOSTEIIbHON PabOoThI
HIQT HanmenoBanwne tem
KOHCIIEKT

1 2 3

2. Tema 1.1. TlonsiTue 0 JOKYMEHTUPOBaAHUU 9

3. Tema 1.4. Oprann3alinoOHHO-paCcIOPSIUTENIbHAS JOKYMEHTAIUS 9

4. Tewma 1.8. Jlemonpon3BOACTBO 110 OOpAIICHUSAM TpaXKIaH. 9

Tema 1.1. IloHaTHE O TOKYMEHTUPOBAHUU

Cnenatb koHcIeKT: «['OCT P 7.0.97-2016. O6macTh NpUMEHEHHS CTaHIapTa»

[Tpu moaroToBKEe KOHCHEKTa HEOOXOAMMO OOpaTHTh BHMMaHue Ha cTpykTypy ['OCTa. Paccmotpers,
13 KaKUX 9acTeH OH COCTOUT U 3aKOHCIEKTUPOBaTh 1.1 OOIacTh MpUMEHEHUS.

OO6ocHoBaHME pacueTa BPEMEHH, 3aTPAYMBAEMOT0 Ha BHITIOJIHCHHE 3aJaHUs: CTYICHTaM OTBOJIUTCS 6
4YacoB Ha BBIMOJIHEHHE JAaHHOTO 3a/laHusl B CBSI3M C HEOOXOJUMOCTHIO O3HAKOMIIEHUS C Y4eOHO-
TEOPETHUECKUM MaTEPHAJIOM IO TaHHOU TEME.

Tema 1.4. Opranu3anmoHHO-paCIOPAUTENbHAS JOKYMEHTAIUS

CrnenaTh KOHCHEKT: « DTHKET B JIEIOBOM MEPETIUCKEN.

[Tpu moATrOTOBKE KOHCIIEKTAa HEOOXOJMMO O0OpaTUTh BHUMAHKE Ha CJIETYIOIINE BOIPOCHL:

- 1aTh MOHATHE, YTO TAKOE JIEJIOBas MEPEIICKa;

- KaKue OBIBAIOT BHJIBI JCTIOBBIX MIHCEM;

- KaKk o(hopMIISIeTCS ICIOBOE MUCHMO;

- B 4€M 3aKJII0YAIOTCS OCOOCHHOCTH JIEIOBOM NEPETINCKY;

- 4TO TaKOE CETEBOH JIETIOBOM ITUKET U JICTIOBBIC YIEKTPOHHBIE IIChMa, KAKOBBI HX OCOOEHHOCTH.

OObocHOBaHME pacyeTa BpEMEHH, 3aTPauyMBAacMOTO Ha BBIITOJIHEHUE 33JaHUs: CTYICHTaM OTBOJAUTCS 6
YacoB Ha BBINOJHEHHE JIAHHOTO 3aJaHMs B CBS3M C HEOOXOAMMOCTBIO O3HAKOMJIEHHS C Y4eOHO-
TEOPETUYECKIM MaTEpPHAIIOM IO JAHHOH TeMe.

Tewma 1.8. Jlenonpon3BOACTBO MO OOpAIICHHUSIM TpaXaaH.

Crnenarb koHCHEKT: «CpOKHM XpaHEHUS JOKYMEHTOBY.

[Tpu moAroToBKe KOHCIIEKTa HEOOXOJUMO 0OpAaTUTh BHUMAHUE Ha CIIEAYIOIINE BOIPOCHI:

- HOpMaTHUBHO-TIpaBoOBas 06a3a, B KOTOPOU cOJEpKUTCA MHPOPMALIUS O CPOKAX XPAaHEHHUS JOKYMEHTOB;

- U3 MepedHs JOKYMEHTOB BBIOPATh TOJBKO T€, KOTOpBIE CBsI3aHbl ¢ Bamiei Oynyiieit npogeccuei.

OObocHOBaHME pacyeTa BpeMEHH, 3aTpauyMBaeMOr0 Ha BBINOJIHEHUE 33aJaHUs: CTYJAEHTaM OTBOAUTCS 6
4acOB Ha BBINOJIHEHHUE JIaHHOTO 3aJlaHusl B CBSI3M C HEOOXOJUMOCTHIO O3HAKOMJIEHUS C Y4eOHO-
TEOPETUYECKMM MAaTEpPHAJIOM I10 JAHHOHU TEME.

KoHncnexkTupoBaHue - 3TO MPOIIECC OCMBICTIEHHON TIepepaboTKU TEKCTa, ayAHo- U BUJEOMaTepHana ¢
[ENTBbI0 YIYYIIMTh 3anoMHHAaHWe WHpopManuu. Hamurcanue KOHCIIEKTa IMO3BOJISET BBIICIHTH CMBICIOBBIC
qyacTu, 3a()MKCHPOBATh KIIFOUEBHIE WJEH, BBIIBUTH 3aKOHOMEPHOCTH U CHUCTEMATU3MPOBATH HH(OPMAIIHIO.
KOHCIIEKTBI COCTaBIISIOTCS B BUIE TE3UCOB, BBIITUCOK, BOIPOCOB, B CXKATOM BHJIC OTPAXKAIOIINX M YTOUHSFO-
X HEOOXOANUMYIO HH(OPMALIUIO.

Buanl KoHCIIEKTOB

e [InaHOBBI KOHCIEKT CTPOUTCS HA OCHOBE IIaHa, MHPOpPMAIUs B KOHCIEKTE PACKPBIBACT KaxIbIi
€ro MyHKT.

o KoHcnekT-cxema momoraet 3a cu€T cxeM cOPMUPOBATH JTOTHUECKHUE CBSI3U.

e TekcTyaJIbHBIN KOHCIIEKT COCTOUT M3 ITUTAT, JIOTHUECKU CBSI3AHHBIX MEXKIY COOOM.



e CBOOOIHBIN KOHCIIEKT COACPKHUT BBIITUCKH, TE3UCHI, ITUTATHI.
e TemaTuueckuii KOHCIIEKT PACKPBIBACT ONMPEACIEHHYIO TeMY, HAPUMEpP, OTPAKAET XPOHOIOTHIO CO-
OBITHIA.

2. MetoanyecKue yKa3aHHs 110 MOATOTOBKeE K 3aHATHAM
2.1. Tema 1.1 «IlonsiTHE O TOKYMEHTUPOBAHUM

2.1.1. Bonipocsl K 3aHATHIO

1. [TonsiTve 1 mpeaMeT IeI0MPOU3BOJICTRA.

2. lenu, 3a1a4u ¥ NPUHLIMIIBI I€TIOTIPOU3BO/ICTBA.

3. HopmaTuBHO-MeTo1u4eckasi 6a3a J1e0mporu3BO/ICTBA.

4. 3HaueHue u cojiepkaHue AUCHUILUTHHBL «JOY».

5. IlonsiTHe O TOKYMEHTaX, UX (QYHKIIHIX.

6. CBoiicTBa, Mpu3HaKy, Kaccu(pUKanus U BUIIbI JOKYMEHTOB.

7. CiocoObl IOKYMEHTHPOBAHUS.
2.1.2. Ilpu noAroToBKe K BOIIpOcaM HEOOXOAMMO aKLIEHTUPOBATh BHUMAHUE HA CIIEIYIOIIEM:

1. laTb MOHSTHE, YTO TAKOE «IAETONPOU3BOICTBOY, UTO SIBJISICTCS IPEAMETOM €0 U3yUYCHHUSI.

2. O603HAaYUTH eI U 337a4YH JICIIONPOU3BOJICTBA, ONMPEIEIUTh €T0 MPUHIHUITHI.

3. [lepeuncnuth HOPMAaTUBHO-METOAMUYECKYIO 0a3y JeONPOU3BOCTBA, KPATKO OXapaKTEpU30BaTh.

4. OOBSACHUTD, B YeM 3aKJIIOYACTCS 3HAYCHHE JIENIONPOU3BOACTBA KaK y4eOHOW MUCHUIUIMHBL, YTO B
ce0st BKITIOYaeT.

5. JlaTh mOHSATHE, YTO TaKOE JOKYMEHT, 0XapaKTepH30BaTh €ro (PyHKIHH.

6. [TepeuncianTh, KAKUMU CBOMCTBaAMH M IIpU3HAKaMu 00J1aaeT JOKYMEHT, AaTh Kilaccu(ukaiuu ao-
KYMEHTOB.

7. I[losicHuTb, Kakue ObIBAIOT CIIOCOOBI TOKYMEHTUPOBAHHUS, YEM OTJIMYAIOTCS APYT OT APYTa.

2.2. Tema 1.2 «YHubUKaUUA U CTAaHIAPTU3ALMS TOKYMEHTOB)»

2.2.1. Boripocsl K 3aHATHIO

1. IlonsTre ynupunupoBanHoil cuctemsl fokymentanuu (YCJ).

2. CocraB yHU(UIIUPOBaHHBIX cucTeM nokyMmeHTanuu (YC/).

3. O0mepoccuiickue KiacCu(uKaTophl.
2.2.2. Ilpu noAroToBKe K BOIIpOcaM HEOOXOAMMO aKLIEHTUPOBATh BHUMAHHUE HA CIIEYIOIIEM:

1. laTh MOHATHE, YTO TaKO€ YHU(DULIUPOBAHHAS CUCTEMA IOKYMEHTAIIUH.

2. OOBICHUTD, YTO B ce0s BKIIIOYAET YHU(DUIIMPOBAHHAS CUCTEMA IOKYMEHTALIMH.

3. JlaTb mOHATHE, YTO TaKoe KiaccU(UKATOp, MEPEUUCINTh, KaKhe CYIIECTBYIOT 00IepoCCHiicKHe
KJIaCCU(PUKATOPHI.

2.3. Tema 1.3 «PexkBU3UTHI U OJIAHKHU JOKYMEHTOBY

2.3.1. Bompocsl K 3aHATHIO

1. IlonsTHEe ¥ BUJBI PEKBU3UTOB JOKYMEHTOB.

2. TpeGoBaHus K 0POPMIIEHUIO PEKBU3UTOB JOKYMEHTOB.

3. IlonsiTHe 1 BUABI OaHKOB TOKYMEHTOB.

4. TpeOoBaHMs K OJJaHKaM JJOKYMEHTOB.

5. IlpaBuiia ohopMIiIeHUs] PEKBU3UTOB Ha OJIaHKaX.
2.3.2. Ilpu moAroToBKe K BOIIPOCaM HEOOXOAMMO aKLIEHTUPOBATh BHUMAHHUE HA CIIEIYIOIIEM:

1. JIaTh MOHATHE, YTO TAKOE PEKBU3UT JJOKYMEHTA, IEPEUUCIINTh, KaKHe ObIBAIOT BHUJIbI JJOKYMEHTOB.

2. Pacckasatb, kakue TpeOOBaHUS MPEABABIAIOTCA K 0QOPMIIEHUIO PEKBU3UTOB JOKYMEHTOB.

3. JlaTe mOHATHE, YTO Takoe OJaHK JOKyMEHTa, Ha3BaTh BUJbI OJaHKOB, KPAaTKO OXapaKTepU30BaTh
Ka)KJBIM BUJI.

4. ITosicHUTH, KaK1e TPEOOBAHUS MPEIBABIAIOTCSA K OJJTaHKaM TOKYMEHTOB.

5. OxapakTepu3oBath MpaBuia opopMIIECHUS PEKBU3UTOB Ha OJIaHKaX IOKYMEHTOB.

2.4. Tema 1.4 «Opranu3anioHHO-pacIOPSAIUTEIbHAS JOKYMEHTAITUS
2.4.1. Bonpocsl K 3aHATHIO
1. OpranuzanvoHHbIe JOKYMEHTBHI.



2. PacniopsiuTesbHbI€ TOKYMEHTHI.

3. CripaBOYHBIE TOKYMEHTHI.
2.4.2. Ilpu moAroTOBKE K BOpocaM HE0OXOAMMO aKIIEHTUPOBATh BHUMAHUE Ha CIICIYIONIEM:

1. TlepeuucnuTh U KPaTKO OXapaKTEPHU30BaTh, YTO OTHOCUTCS K OPraHU3aLMOHHBIM, PACIOPSAU-
TEJIbHBIM U CIIPABOYHBIM JIOKYMEHTaM.

2.5. Tema 1.5 «Opranuzanus J0KyMEHTO000pOTa
2.5.1. Bonpocsl K 3aHATHIO
1. IToHATHE «TOKYMEHTOOOOPOTY.
2. OCHOBHBIE IPUHIHIIBI pabOTHI C JOKYMEHTaMH.
3. OcHoBHbIC 337124 ¥ GyHKIUU cTyk0b1 JJOY.
4. ®opwmsl cyx0s1 IOY.
5. HopmartuBHas periaMmeHnTanus paboTsl ciryxos1 JJOVY.
2.5.2. IIpu moaroToBKe K BONPOCaM HEOOXOIMMO aKIIEHTUPOBATh BHUMAHUE Ha CIIEAYIOMIEM:
1. latb mOHSATHE, YTO TAKOE IOKYMEHTOOOOPOT.
2. Ha3Batb, Kakue BBIICISIOT MPUHIUIIBI PAOOTHI C TOKYMEHTAMHU.
3. [lepeunciuts 3anaun u GyHkiuu ciryxos JIOY.
4. OxapaktepusoBath GopMbl cyxk0b1 JJOY.
5. IlepeyncnuTs HOPMATUBHO-IIPABOBBIE OCHOBBI JIEATEIBHOCTH cIyKOb1 IOV .

2.6. Tema 1.6 «Opranuzanus perucTpanuu JOKyMEHTOB U KOHTPOJIb UCTIOTHEHUS JOKYMEHTOB»

2.6.1. Boripocsl K 3aHATHIO

1. ITonsiTue perucTpanuu JOKYMEHTOB.

2. ®opMbI perucTpanuu JOKyMEHTOB.

3. Bunsl perucrpanuu.

4. Tlopsimox paboThI ¢ TOKYMEHTaMHU.

5. Llenb u coaepkaHue KOHTPOJIS UCTIOTHEHHS! IOKYMEHTOB.

6. Cpoku UCIOIHEHUS JOKYMEHTOB.

7. Ilopsa 10K KOHTPOJISL.

2.6.2. IIpu moaAroToBKE K BOIPOCaM HEOOXOIMMO aKIIEHTUPOBATh BHUMAHHUE Ha CIIEAYIOIIEM:

1. /IaTp moHsATHE, UTO TAKOE PETUCTPALUA JOKYMEHTOB.

2. OxapaxTepu30BaTh (JOPMBbI M BUJbI PETUCTPALIUU TOKYMEHTOB.

3. Pacckasarb o nopsiike paboThl ¢ JOKYMEHTaMHU.

4. IToACHUTD, ¢ KAKOW LIENBIO U B KAKOM IOPSAJKE MPOUCXOJUT KOHTPOJIb 3a UCIIOJHEHUEM JOKYMEH-
TOB.

5. Ha3BaTb CpOKM HCIIOJIHEHUS JOKYMEHTOB.

2.7. Tema 1.7 «KagpoBast TOKyMEHTaLUsD»
2.7.1. Bonipocsl K 3aHATHIO
1. ITonsiTHe KaIPOBON AOKYMEHTALIMH.
2. Bunpl kaipoBoii JOKYMEHTAIMH.
3. Pabora ¢ kaapoBoOii JOKyMEHTaIUEH.
2.7.2. Ilpu noAroToBKE K BOIIPOCaM HEOOXOAMMO aKLIEHTUPOBATh BHUMAHUE HA CIIEYIOIIEM:
1. JlaTb MoHATHE «KaApOBasi JOKYMEHTALIVSI.
2. Ilepeuncnuth BUIBI KaIPOBOM JOKYMEHTAIINH.
3. PaccMoTpeTh mopsiA0K paboOThI € KaIpOBOM JOKYMEHTAIUEH.

2.8. Tema 1.8 «/lenonpon3BoACTBO MO 0OpALICHUSAM I'PaKIaH»»
2.8.1. Bonpocsl K 3aHATHIO
1. Buasr obparieHuii rpaxiaH.
2. TpeboBanusi, mpeabsBIsieMble K 00pallleHUusIM IpaXaaH U uX 0hOPMIICHHIO.
3. Ilopsiiok paccMOTpeHUs 0OpallleHH rpax/iaH.
2.8.2. Ilpu moAroToBKe K BOIIpOcaM HEOOXOAMMO aKLIEHTUPOBATh BHUMAaHUE Ha CIEAYIOLIEM:



1. [Tepeuncnuth, Kakue OBIBAIOT BUJIBI OOPAIICHUH TPakIaH.
2. PaccMoTpeTh TpeOOBaHuUs, IPEABSBIsieMble K 00palleHUsIM TpaXJaH U UX 0(pOpMIICHUIO
3. OxapakTepu30BaTh MOPSAAOK paCCMOTPEHUS OOpaIeHUH TpaxaaH.

2.9. Tema 1.9 «Opranuzanus onepaTuBHOIO XPaHEHHS JOKYMEHTOB U MOPSIOK NIEpeay B apXUB»
2.9.1. Bonipocsl K 3aHATHIO

1. Homenkiarypa fei: moHATHE, 1EH.

2. Buasl HOMEHKIIATyp Jed.

3. CTpyKTypa HOMEHKJIATYPHI 1€ U MOPSIIOK €€ 3aM0JTHEHUSI.

4. ®opmupoBaHue Jell.

5. ObecrieyeHre COXpaHHOCTU JOKYMEHTOB, IEPEIaHHBIX B apXUB.
2.9.2. IIpu moaAroTOBKE K BONPOCaM HEOOXOIMMO aKIIEHTUPOBATh BHUMAHUE Ha CIIEAYIOIIEM:

1. JlaTb MOHSTHE, YTO TAKOE HOMEHKJIATypa JIeJ, KAKOBbI €€ LIeJH.

2. IlepeuncnuTh U 0OXapaKTEPU30BaTh BUJbl HOMEHKIATYP AEII.

3. OxapakTepu30BaTh CTPYKTYPY HOMEHKIJIATYPHI J1e]1, IOPSIOK €€ 3ar0THEHHUS.

4. Paccka3zaTb, Kak (popMupyercs Aeo s epeiadn Ha XpaHEHUE B apXUB.

5. IosicHuTh, Kak 0OECTIEYNBACTCSI COXPAHHOCTh JOKYMEHTOB, [I€PEeIaHHbIX B apXUB.



