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BOC
HerocynaperBennoe yupesxaenne

HucturyT npodeccHonanbuoii peabuanTauuu u NoAroToBKY nepcoHa/ia

O6mepoceniickoii 06mecTBEHHO OPraHN3aANE WHBATHIOB —

Beepoceniickoro opaena Tpynosoro Kpacnoro 3namenn o6mecrsa ciembix

«Peaxomm»
5 YTBEPXJIAIO
1CPAIIBHBIH TUpeKTOp
EBOC "Peakommn"

NMonoxeHue

06 ochopmnenum pokymentos B HY UMPIM BOC "Peakomn"
l. O6Lwme nonoxeHns

Hacrosmee monoxenue m3maercs B Iensx YHOPAIOYEHHs TpHeMa, IepenadH,
OpOpMIIEHHST M XpaHEHHs JOKYMEHTOB B HerocynmapcreenHom  yupexnenuu
Wncruryre mpodeccHonansHOl peaGUIMTAIIAE M MOITOTOBKHU nepconana BOC
"Peakomn" (naee Mucturyr) u Onpeneisier eNUHBIH HOpANOK BEeICHHS
AenonpousBojacTsa B Mucturyre.

Hacrosimee nonoxenue paspaGoTaHo B COOTBETCTBHEH C I"'ocynapctBenubIMu
CTaHfapTaMd "YHHU(QUIMPOBAHHEBIE CHCTEMBI JOKyMEHTALIAH. Yuudunuposanuas
CuCTeMa  OpraHM3alHOHHO-PACTIOPSAUTENBHOR JokyMenTaiuu. TpeGosaHus K
opopmnenmio noxymentos” (TOCT P 6.30-2003), "Jlen0npoN3BOICTBO M apXHBHOE
aeno. Tepmunsl u onpenenenns” (IOCT P 51141-98), ¢ yuetoMm "UHCTpyKIMH 110
BE/ICHUIO NIeJI0NPOU3BO/ICTBA B Anmapare yrpasienns OO BOC" (ot 26.02.2001 r.),
"TunoBOM WHCTPYKUMHM MO ACJIONPOM3BOACTBY B (pellepalibHBIX  OpraHax
HCTIONHUTENLHOH BiacTi" (o1 08.11.2005 r.)  apyrux MeToquyeckux MaTepHasIoB.
YCTaHOBIIEHHBIE HACTOSIIAM II0JIOKEHHEM [IPABHIIA [IPUMEHSAIOTCS, €CIH HHOMH
MOPSIOK ~ OOPMIIEHHS  COOTBETCTBYIOIIMX — JOKYMEGHTOB — He IPELyCMOTpPEH
3aKOHOAATEeNbCTBOM PO,

Ilpu pemeHMH BONPOCOB ENONPOM3BOJCTBA, HE YPEryJIHPOBaHHBIX HACTOSILHM
HOJIOKEHUEM, JIPYTHMH HOPMATHBHBIMHM akTaMM MHCTHTYTa M 3aKOHOAATENLCTBOM
P®, ucrnonp3yrores npasuna 1e710npou3BOICTRA B Amnmnapate ynpasinenus BOC.
Iopsinox w  mpouensypsl  nenompom3BoOCTEA, YCTAHOBJICHHbIE  HACTOSALIUM
TIOJIOEHHEM, PACIPOCTPAHSAIOTCS HAa PaboTy ¢ JOKyMEHTaMM, Kak Ha GYMajKHBIX
HOCHTEIAX, TaK U B DJICKTPOHHOM BUJIE.

[IprHnnamy nenonponsBoscTBa U 10KyMeHT0060pOTA B HncruryTe sBisoTes:
COOTBETCTBHC COAEPKAHUA M (POPMBI JIOKYMEHTOB M IPOUENYp HX 00paGoTKH
3aKoHozxarenscTBy PO u HopmaTuBHbIM akTam BOC;

HCHOJIE30BAHUE PEKOMEH/IATENBHBIX M JPYTHX MATEPHAIOB 10 JeTONPOU3BOJICTRY,
HE HMCIOIHX 00s3aTeNbHON CHIIBI, IIPHMEHHUTENHHO K YCIOBHSM JCATENHOCTH U
BO3MOXKHOCTAM MHucTHTYTA;

CIMHCTBO H SICHOCTH IIPOLELYD eI0ONPOU3BOICTBA,;

HEMPEPBIBHOCTH PabOThI 110 JENONPOU3BOACTBY,

COKpAMICHHE NIEPETTUCKH MEXKY CTPYKTYPHBIMH [10(pa3IeIeHHSIMHE,

u30eranue NoOBTOPHOM Tepeady JOKYMEHTOB U HH(pOpMAaImu;

SKOHOMHS PabOYero BpeMeHH, PACXOIHBIX MATEPHATOB H JPYTUX pecypcos;
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NpeUMYIISCTBEHHOE MCIONB30BAHKS IIpU I[IOLTOTOBKE H Iepeiaue IOKyMEH
CPEeACTB KOMIBIOTEPHON TEXHUKH ¥ MHGOPMAIIHOHHEIX TSXHOMOTHH. :
IIprKasoM renepanbHOro AMpexTope MHCTUTYTA ONpenensercsd JOMDKHOCTHOE JIHIK
Ha KOTOpOE BO3jaraeTcs OTBETCTBEHHOCTh 33 OPraHM3alHMIO M KOHTPONE 3t
BEIGHKEM [IENONpOU3BOACTBA B VIHCTUTYTE, M COTPYZHUKH, OTBETCTBEHHEBIE 3a
BeICHKE ACIONpOK3BoACTRa B MECTUTYTE 1 ero cTpyKTYpHBIX IoapasneneHuax. Ha
BpeMs OTCYTCTBHS YKa3aHHBIX JIMII COOTBETCTBEHHO B VIHCTUTyTE WIH B
CTPYKTYPHOM IIOApa3JEeNeHHWH HENOCPENCTBEHHBIE DYKOBOIHUTENH HA3HAYAIOT
BPEMEEHO HCIIONHAIIINX KX 00543aHHOCTH I10 AETONPOK3BOACTBY WIH BO3NATAIOT HX
HCIOTHEHNE Ha cels.

JIoMKHOCTHOE JTHIIO, OTBETCTBEHHOE 338 OPraHH3alHI0 H KOHTPONb 32 BEIEHHEM
IEeNONpou3B0AcTBa B MHCTUTYTE,  peryinspHO  IpPOBEpSeT  COCTOSHHE
IEeNnonpou3BoAcTBa B MHCTHTYTE H ero mnogpa3feNeHusix W OKa3blBaeT KM
HeoOXOOMMYIO MPaKTHYeCKYI0 M METOOMYecKyr mnomous. Hudopmanus o
COCTOSIHMM JIENIOTIPOM3BOLCTBA M © pe3ynibTaTaX TaKuX IIPOBEPOK IOBOJUTCH MO
FEHEpaIBbHOr0 AUpeKTopa MHCTHTYTA.

Conepxangne NOKYMEHTOB VIHCTUTYT2 M €ro KODPECIOHICHINM, Kak IIPaBHIO,
sBIseTcs ciyxebHol TaMHOH - He nmoanexuT orjaumeHuro. C HUMH 3HAKOMATCH
TONBKO JIHMLA, MMEIOIHE HENOCPEACTBEHHOE OTHOLIEHHE K WX DPacCMOTPEHHIO H
HCTIONHEHHUIO.

Vcmonp3osanue B NedaTH, JOKIAAaX M BBICTYIUICHMSX CIyKeOHBIX NOKYMEHTOB H
CBEICHHI, CBA3AHHBIX C JEATENLHOCTRIO MIHCTUTYTa, JOIYCKAaeTCs TONBKO B paMKax
HCIOJHEHHS TPy IOBBIX 0043aHHOCTSH HIIH ¢ paspelleHust pYKOBOICTRA.

Bce oTMeTkE Ha JOKyMEHTaX, CBf3aHHBIE C HX MPOXOXKICHWEM M HCIIOIHEHHEM,
DaTHPYIOTCH M IMOANHCHIBAIOTCS.

L. TepMmuHbl U onpegensHms

HuxenpuseieHHEBIE TEPMHEHBI HCIIONB3YIOTCS B HACTOSINEM MTOJIOKEHUH B
CIIELYIOIMX 3HAUSHUSAX:

Bxopsmas KOPPeCHOHICHIHS - aLpECOBaHHBIE MHCTHTYTy WM €ro pyKOBOICTBY
JOKYMEHTBI, MOCTYIAIOUMe [0 1modre, Gaxkcy, OMeKTpOHHOM moute (Ha
opunmanerel  agpec "info@rehacomp.ru"'), a TakXKe [OOCTABIAEMEIE JIHYHO

coTpynHuxamu  MHCTHTyTa WiIM  JOpYrMMH  JTHIaMH ¥ O(QHIMaNbHEE
Tened®OHOrPaMMEI.

UnctutyT — HY UIIPIIIT BOC "Peakomm".

Vicnonsenne DOKyMeHTa — JeHCTBHS, KOTOPLIE HAMIENUT COBEPIUATH B OTHOIMICHHM
NOKYMEHTa MM colepxkaleiics B HeM HH(OOpPMAIWH: BHIIOJHEHHE YKa3aHuif
(npennvcasdE# M T.L.), IOATOTOBKA OTBETa, O3HAKOMIICHHE, IIPHEM Ha XpaHEHHE H
Ip.

Kannenspusa — mpHeMHas TeHepaJbHOrO OHpeKTopa WHCTHTYTA, Tae HaXOIaTCd
paboure MecTa COTPYIHHKOB, OTBETCTBEHHEIX 32 BEJEHHE JEIOMPOU3BOICTRA.
Konus ‘" moxyMeHTa - HOKYMEHT, NOJHOCTBIO BOCIPOM3BOAALIMH uHPOPMALHIO
[IOJUIMHEHMKA H BCE €0 BHELIHME IPU3HAKY, HE UMEIOLIUH IOPUAMYECKOH CHITBL
Pykosomurens MHCTUTYTA — reHepanbHelil qupexrop HY MIIPIIIT BOC "Peakomn”
HJIH €70 3aMECTUTENb, HCIOIHMIOMIMM ero 00sS3aHHOCTH.

Daxkc:

A) ammapaT (axCHMMIbHOH CBS3M WMIIM aNnapaTHO-MPOTPAMMHBIA  KOMILIEKC,

ofeceuBaOIIMH HCII0Ib30BAHHE B KAYSCTBE TAKOBOTO NePCOHAIBHOTO KOMIIBIOTEPRA,

b) rpabudeckas KOOHS HOKyMeHTa, IOJy4eHHas C [IOMOIILI0 anmapara

daxkcumunsHOHM cBa3u ("A").
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Bxonsmras
B XKypEaJe p
Koppscnorn
MOCETUTENeH
NOCEINEeHKH

o3qHee  JIH
KOMaHIHPOB
Ilpyr npueme
JIOCTaBKH H
BO3BpalIlacTa
IIpu obuapy;
OTIIPaBUTEh
KOPPECIIOHIS

Mopsaok pabotsl ¢ BXOOALLEN KOPPECNOHAEHL e

DPPECIIOHICHIINS IDHHEMAeTCS ¥ PETHCTPUPYETCS B IEHb OCTYILUISHUS
ETUCTPAlMK BXOASINEH KOPPECIOH IEHIIKH.

CHIIMS, [ONy4YeHHas COTpyOHHKaMM MHcTHTyTa [pu  mnpueme
, C HCIIONB30BAHMEM CPEICTB CBA3M, B KOMAHIMPOBKAX K IIpH
ApYTHX YYpexIeHwH, No/xHa ObITE NepenaHa B KaHIEIIPHIO He
(g, CIENYIOIero 3a €€ IIONYYeHHEM WM BO3BpAIIEHHEM U3
K.

H DEruCTpaliy KODPECIOHAEHIIMH IIPOBEPHETCS MPaBHILHOCTE ee
[NeJOCTHOCTh BIOKeHHH. OmMO0YHO JOCTaBNEHHAS KOPPECIOHASHIHS
s OTIIPABUTENIO HIIH [IEDECHITAETCS 110 Ha3HAYEHHIO.

KEHUU TIOBPEXACHUS, OTCYTCTBHS JOKYMEHTA KM IPHJIOKEHUS K HEMY
3alpalliBaeTCs O BHICBUIKE HEIOCTAIOMIMX JOKYMEHTOB. Takas
HIMSA CHUMTACTCS MOIYYEHHOM M MOMISKHT pPErucTpauuH. llpu

HEMIONMYYEHUH IEJIOCTHOIO JOKYMEHTa, er0 HeJOCTAIOIIEH YacTH WiIu TIPHUIIOXKCHHA B

TOT XK€ JeHb
KonsepTtsl H
MOXHO yCT
IOKYMEHTA.
IIpu perucry
JOKYMEHTa C
H Jara p¢
pyKoBoOZuTE]]

B JKYPHAJIE IENAcTCS COOTBETCTBYIOIAS OTMETKA.
YIaKOBOYHEIE CPEACTBA HE YHHUTOMXKAIOTCH, €CIH TONLKO [0 HHM
AHOBHTL aJipeC  OTIPABHTENS, BPEMS OTIPaBKH HIH [OJYYESHHS

alliM BXOASILCH KOPPECHOHACHIMM Ha HIDKHEM I10Jie [IEPBOrO JIHCTA
IIPaBOY CTOPOHEI 3AIMCEIBAETCS PETUCTPALHOHHEIA HOMED (BXOIAMIHH)

[THCTPpall  TOJBKO IIOCJIE TIPEACTABIEHHS IS O3HAKOMIIEHHS
[F) HHCTHUTYTA.

Ecou OTIIPaBUTEJIEM YKa3aHO CTPYKTYpPHOE DoOpasneeHHe UIIH OJOJDKHOCTHOE IHIIO,

KOTOpOMY &
[Tomyuenusie
IpeHCKypaHT
Ilepenarorcs
[IOAJINHHEIE
IMocnenuue
[IOpPsIKE.
Ilocne o3HA
WuctutyTa I
yKazaHue od
Pezonronus ¢

JIPECOBAH MOKYMEHT, OH IIEPENacTCs HEeNOCPENCTBEHHO ajIpecary.
0e3 COMpOBOAMTENBHBIX MHCEM WM APYTHX HOSCHEHHH cuYeta u

Bl [IEPENArOTCs B OyXTanTepH:o.

AN UCTIONHEHHS U 00pabaThiBaroTCs MHBIM 00pa3oM, Kak NpaBHIIO,

TOKYMEHTEL, 32 HCKIIOYCHHEM HOKYMEHTOB, HOIYYEHHbIX B KOHBEPTAX.
IIOCNIE PErHCTPallMi KOMMPYIOTCA M XPAaHSTCS B YCTAHOBIEHHOM

KOMJIICHHA C OCHOBHBIM COJNEPKAHMEM OOKYMEHTa pPYKOBOAMTEID
AeT yKa3aHue (IIOPYUEEUE) O ero HalpaBJICHHH Ul HCIOMHEHU. Takoe
OPMIIIETCSt COOTBETCTBYIOLIEH PE30IOLIUEH.

TABHUTCH B JICBOH BePXHEH 4acTH IHMLEBOH CTOPOHEI IIEPBOTO JIMCTA HITH

Ha mobo# croboxHo# miomany nokymenTta. Kak mpaBumo, Ha JOKyMEHTE LOJIKHO

65ITH He 60N
Pesomronus

IOKYMEHTOM
3JIEMEHTEI:

ne¥cTBuU, Cp
Ecnu B pesol
HCIONHEHHE
OPraHU3yeT ¢
U B paBHOU
IOKyMEHTa I
JlokyMeHTEI
COOTBETCTBH
Ecnu B nepq
MaTepUaJIEL,

>€ OZHOH PE30IIFOLHHE.
TOIXKHA CONEPXaTb SICHBIE M KOHKDETHHIE yKasanus o pabore ¢
B cocraB pesomoumm BKIIOYAIOTCS CHEAYIONIHE O0OS3aTeNbHbIE
GaMHIMs  HCHONHHTENS (MM HCMOTHHUTENEH), IpeIIHCHIBaEMbIe
OK HCTIOHEHHMS, IMIHAS IOANMCE PYKOBOIUTEIS, HaTa PE30IOHH.
TFOLUY yKa3aHBl HECKOJIbKO HCIIONIHUTENIEH, TO OTBETCTBEHHBEIM 34 ce
SBIIIETCS TOT, 4bs (aMHIIMA yKa3aHa [EepBOH; OH MOJNyJaeT JOKYMEHT,
70 UcnoyiHeHne. COHCIIONHUTENY O3HAKOMIISIOTCS C HUM ITOJ MOZITHCE
CTENICHH OTBEYAIOT 32 CBOEBDEMEHHOE M KaYeCTBEHHOE HCIIONHEHHE
BH3HUPYIOT [IPOEKTH! MOATOTABIMBAEMEIX JOKYMEHTOB.
[ICPeNaloOTCss B IMOApasfieieHHs HIH cleuuanncraM HWHCTHTYTa B
1 C MX 33]1auaMy, QYHKIHUIME 0 KOMIIETEEIHEH.
PI1aBaEMOM JOKYMEHTE MMEETCS CChLIKAa Ha JPYTHe JOKYMEHTHl HIH
paHee HE MepellaHHblE B COOTBETCTBYIOUIEE IIOJpasgeleHHe WU
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yKa35IBaeTCS
HNOpYHeHUSIM

CICLEANIHXCTY, BMECTEC C HIM

TIICPpEIar0TCs  KOIIMH TakKHX [OOKYMEHTCB

MaTepualoR, KOTOPEIS NOI0UpPaloTCs KaHIeNIpHei. )
CoTpyIHEKY KaHUEIADUH HECYT OTBETCTBEHEOCTS 33 COXDAHHOCTb IOKYMEHTOB
MOMEHTa X ITOJNYYEEHS 10 MOMEHTA UX [IepeJay 0 IPHHAINEKHOCTH.

Ilepenava ronydesEoro Ans HCIONHEHHUS WM 03HAKOMIIEHHS JOKYMEHTA H3 OJHOIO
NOIPA3EN¢HYS B JPYroe IPOBOLHICA YEpe3 KAHLENSPHIO. IIpH 3TOM JenaeTcs

COOTBLTICTB

V.

yIOLIas OTMETKA B XKyDEAJE PETHCTPAlMH BXOIAMIEH KOPPECIOHACHIHH.

Cpokv ucnonHeHus oKyMEHTOB

Cpox wucnQnHeHns NOKyMEHTa — IpPOMEXYTOK BDEMEHH, B TEUEHHE KOTOPOIO
AOJDKHBI ORITh COBEpLICHB! BCE ASHCTBHS 110 HCIONHEHMIO JOKYMEHTA, BKIIOYAS
COOQIIEHHE PyKOBOIUTENIO 06 3TCM. CpOKH HCIIONHEHHS MCUMCIAOTES B PabodnX
JIHSIX 10 PEKHMMY NATHAHEBHOH pafouel Henemy.

OOmu# CpoX HCHONHEHHs NOKYMEHTOB - 5 JHed ¢ MOMEHTa IMepeqadys Ha

ucronHenug. OH NPUMEHAETCH, €CIH HHOM CPOK HCIIONHEHHS HE yKa3aH B
PE30TIOLNY HA JOKYMEHTE MKJIH HE NPelyCMOTPSH HOPMATHBHBIME aKTaMH
UncrturyTa

B pacriopsguTtensubix JOKyMeHTax (IIPHKa3aX H PACIOPSIKEHUSAX) CPOK HCIOTHEHHS

IIpHa HeOOX0oaHMOCTH OTACNBHO B KaXXOOM IIYHKTE - IO 3alaHUsSM H

Ilpu ycTaHQBIEHMH CPOKa HCIIONHEHHS HEOOXO0IUMO YYUTHIBATH!

BpeMsi, HEO
CIIOXHOCTb

DXOIUMOE /I BBITOIHEHNS TEXHUYECKHX OTIEPAHi C JOKYMEHTOM;
Heo0x0oauMo# paboTsl 0 MCIOIHEHHIO JOKYMEHTA,

CTCIICHD 3aIpYXECHHOCTH HCIIOIHUATENS.

Wnaue cp

DK Oyner wuMeTb (OpManbHBIE XapakTep W H3HAYANbHO OyZeT

HECBBIMTOTHHWMBIM.

HoxymMeHT
IEeHCTBUA T
Uncturyra

CYMTAETCH MCIONHEHHEIM, KOIZA COBEpUICHBl BCE MPEANHCAHHBIC
O €ro MCIONHEeHHI0, H uHbOopMarus o6 3TOM mepefaHa pYKOBOIHTEIIO

B ciyyse HEBO3MOXHOCTH HCHOJHHTH HOKYMEHT B IOJHOM 00BEME WM B
YCTaHOBIEHHBIA CpOK, MHOQOpManus 00 3TOM ¢ HeoOXOAMMBIM OOOCHOBAHHEM
HEMEUIEHEO |I0BOJUTCS A0 pyKoBoaureis MucTuTyTa.

Ipyx u3MEHEEHH CPOKA HCTIONHEHUS 06 3TOM COOOIIASTCs. HCIONHUTENO, 4 B JKYPHATE
PETUCTPAIMY BXOAAIIEH KOPPECIIOH,ICHIINH IENaeTCst COOTBETCTBYIOMAA OTMETKA.

roaroTosKa [OKYMEHTOB, UCXOASLUMX U3 VHCTUTYTA

Hns npunanys urdopmanmn oQHUAATEHOTO XapakTepa JOKYMEHTHI eYaTaroTces Ha
Onarkax. BJaHK WCHOMB3yeTcs TONBKO I MEPBON CTPAHMLBI JOKYMEHTA, BCE
TOCHEYIOMME I€4aTaloTCd Ha CTaHNApTHBRIX JucTax Oymaru. EciH JOKyMeHT
TIOMUIEIKHUT PACCHUIKE B HECKOIBKO 2/[DECOB, TO Ha ONaHKe Ie4aTaeTcs MepBeId JHCT
Ka)X7I0r0 3K3EMILTIIpa.
B MHCTHTYT$ KCHIOB3YIOTCS ClIEYIONIHE BHAB! GIaHKOB:
copepiamzecs B AusbomMax yEHQUIHMPOBAHHEIX (OPM IEPBHYHOM IOKYMEHTAIMH,
YyTBEpXKIASHHEIX ['ockomcTratoM P® — xorma o6s3aTenbHOE HCHOONB30BAHKE TAKHX
OIaHKOB NPEIYCMOTPEHO 32aKOHOM;
HHBIE QOpNBI JOKYMEHTOB, YTBEPXKIEHHEBIE IOCYIAPCTBEHHBIME OpraHaMH,- KOI/a
HX 00A3aTeIbHOE HCIIOIb30BAHYE IPEIYCMOTPEHO 3aKOHOM;
Gnank npuxasa (b. A4 - 210x297 Mm) — /11 NIPUKA30B PYKOBOJHTENA HuctuTyTa;
OraHK pacrjopsXeHUs — IJIA PaCHIOpSDKEHUH PYKOBOMUTENA MHCTHTYTS;
Omaek mucema (. A4 - 210%297 MM) - 101 OHCEM, HAampaBIgEMEIX B IDYTHE
OpraHM3alliiy U [PaXKIaHaM.
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CompoBoniTeNbHEIE MMHCEME U

Ipyrue MaTepHansl, COACpHallMe IMIOACHEHHA K

IpYrUM AOKyMEHTaM ¥ He HMEKIne oGMIMAILHOIC CTATyca, MOTYT OGOpMISITECS

0er KCIIOIb3

Ois odo

OBAaHKA YCTAHORBRJICHHBIX GnaHKoEB.

"
OMIIEHU S JOKYMEHTOB, HCIIOIB3YCMBbIX BHYTpH CTPYKTYPHOTO

NOfpasesichud, a TakiKe B IePeNHCKe, He MMEouIeH oQuINaTbHOTO CTaTyca, MOryT
HCIIONE30BaTLCE OMSHKH CTPYKTYDHBIX [OApasfieNeHui, COZEpXaulMe Ha3BaHUA
MHCTHTYTA # COOTBETCTRYIONIETO CTPYKTYPHOTO NOApas3AeICHHS.

HammMeHoBalne OpraHM3alliy, KOTOpol ampecyeTcs MHOKYMEHT, YKashIBaeTCs B

HMCHHUTEIIBH
«llenTpaisH
aipecoBaH §
B HUMCHHTE]
BpsHcKas
AnpecaT M(
X034HCTBEH]
Anpecart yx
B anpecHoH
3TOM Ka[]
agpecart, KO
HalpaBJIcHY
PaCCBUIKH,

oM manmexe, HampuMep: «MHHECTEPCTBO (HEaHCOB PD» umwm
oe mpaeineHue Bcepoccuiickoro ofirecTBa TIyXux». ECOH JOKYMEHT
COHKPETHOMY JOJKHOCTHOMY JIMITY, Ha3BaHKE OPraHH3aLHH yKa3bBaeTCs
TGHOM Majexe, a IOJDKHOCTh ajgpecaTa - B JaTenbHOM. HampuMep:
pOnacTHas opraEmsamis. [lpencemaremo mnpasineHus CereBy ALA.
»KeT OBITh yKazad obcOmenHo. Hampumep: I'eHepalbHBIM IHMPEKTOpaM
sEIx obmects BOC.

13EIBASTCSH B IIPABOM BEpPXHEM NOJe JOKYMEHTa.

YyacTH MHUChMa MOXET OBITh yKa3aHo He Oonee derThipex amgpecaros. [Ipu
I OK3EMIUIAD NOKYMSHTa HOJDKeH OBITe odopMieH M IHOANHCaH, 4
TOPOMY HAaIpaBlAeTCs KOHKDETHBIH 3K3EeMIUIAp, Nomadepkusaercs. [Ipw
W JOKyMmeHTa Oojiee 9eM B ueThIpe aJpeca COCTaBJIAETCS yKa3aTelb
KOTOpBIX TOZAMHUCBIBAETCA HCIIONHUTENEM, M HA KaXIOM 3K3EMILIIpe

IOKYMEHTA yKa3bIBaeTCs TONBKO ONMH agpecar. !
3aroIOBOK COCTAaBIHETCS K HOKyMeHTY obbemoMm Oonee msaTH ab3ameB ¥ B IPYIHX

CITyJasix, IIp

€AYCMOTPEHHBIX HOPDMATHABHBIMH dKTaMH HHCTI’IT}’T&.

3aromoBoK |momxeH ObITh MaxcuMansHO kparok (28-30 3HaKoB), TOYHO OTpakaTh

COOEDKAHHE

CYILIECTBUTS
BBIIEIEHEH

MOKYMEHTa H®  OOpMyJIHupyercs ¢
JMLHOTO, OTBeYas Ha Bompoc "o yem?"
.», «O6 oTMeHe...» ¥ T.1.

TIOMOIIBI0  OTIJIATOJIBHOTO
«06 wu3MmeHeHHH...», «O

B oTserax |[Ha 3ampochkl M HMHBIE JOKYMEHTH! APYIMX OpraHu3aLuil Iepel TEKCTOM
YKa3bIBAETCS UCXOMSINIH HOMED U JaTa JOKYMEHTa, Ha KOTOPBIHM JaeTCs OTBET.

B IOKyMeHTe, HAmpaBNsSeMOM B [IOIONHEHHE K paHee OTIPAaBICHHOMY IHCEMY,
yxaz&maerjix HOMEp ¥ JIaTa IepBOro MHChMA.

Ecime DOKyMEHT MMeeT NPUIOXKeHHs, O HHUX JeNaeTcs OTMETKa IOCIe TEKCTa, HO 10
HOANKCH: |IEPEYHCIIAIOTCS BCE IMPHUIOKEHUS [0 MOPAJKY C YKa3aHHEM HX
HaUMEHOBaHMH H KOJIMYECTBa JIUCTOB B KAXKIOM U3 HUX.

Ecny npunpxenus COPOMIIOPOBAHbI, TO KOJMYECTBO JHUCTOB B HHX HE YKa3bIBASTCH.
Heckonsko| npuioskeHu#t Hymepyviorcs apabckumy nudpamu. B Bepxmel uactH
IIEPBOTO JIKCTA MPUIIOKEHHUS YKA35IBAeTCS HAMMEHOBAaHHe, JaTa U HOMep OCHOBHOIO
JOKyMEeHTa
TexeT NOKYMEHTa CONEPXHT HH(OpPMAIHMIO, KaK NPaBHIIO, II0 OJHOMY BOHPOCY, OH
NOKEeH OBITH NpeNenbHO KpaTKUM, UETKHUM, TLIATENLHO OTPENaKTHPOBaHHEIM,
yI00HBIM IS YTSHUS, BRIDOBHEH I10 NIMPUHE, Kak [IpaBuio, O0€3 IEPEHOCOB CII0B.
TexcTH 0hHIIHATEHEIX HCXOMSIIINX JOKYMEHTOB [1€9aTatoTCs uepes 1,5 uurepsana.
CornacoBafiye ABISETCS CIOCOGOM IPEIBAPHTENBLHOTO PACCMOTPEHWS H OLEHKH
poekTa HokymeHTa. QopMol cornacoBaHUsA NPOEKTa ABISETCA €r0 BU3UPOBAHKE.
[MpencrasnfieMble Ha TOANKCE JOKYMEHTHl JOJDKHBI OBITH  33BU3HPOBAHEI

HCHOJ’IHI/IT:!'U[MH ¥ OpYTEMH JIHIIAMH, OTBETCTBEHHBIMHU 3a WX IOAT0TOBKY, COIVIACHO
HOPMaTHBHbBIM aKTaM HHCTPITyTa.

Buza exilodaer B cebs JHUHYIO TOANHCH BU3MPYIONIEro H JaTy, a IpH
HEeoOX0A¥MOCTH — HAUMEHOBAaHKE JOIKHOCTH BH3HPYIOMIEro. Busa npocrasnaeTes Ha
NMHULEBOM CTOpOHE MOCIENHEro JHCTa NOKYMEHTa, Ha HEDKHEM €ero Imone. Bussl
[IPOCTABISIOTCA HA MONMMHEMKAX PACIOPSKECHHH, NPUKA30B N0 AHYHOMY COCTAaBY U
APYTHX BHYTPEHHHMX JOKYMEHTOB Da3OBOr0 NEHCTBHA. BH3BI NPOCTABISIOTCA HA
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6.1.

6.4.

6:5. |

6.6.

6.7.

6.8.

6.9.

CIEIialibHE]
IESITETEHOCT
10 UTE KA H]
Ucxomsmue
HnctutyTa.
B cnyyae
NOKYMEHTE
COOTBETCTRY)
HenparuieH
I0paboTKYy ¢
Ecmu B 1p
H3MEHEHNUS,
Konusa wucxd

X KONHAX HOPMAaTHBHBIX akToB MHCTHTYTa, NPHKA30B IO OCHOE
¥ (He pa3oBOre JelCTBHs), IOTOBOPOB M IPYTHX LOKYMEHI-
X [Iepeliaye ApyruM OpraHK3aluaM ¥ MPaKIaHaM.

OOKYMEHTBl BM3HPYIOTCS Ha 3K3EMIUIApax, OCTAIOUIMXCS B Iela.

HECOINacus C CONEPMAHMEM, MPENCTABISEMOr0 Ha BH3Y, MIPOEKTA
DOMKHOCTHOE JIMLO XM CHEUHAMCT, HE BH3HPYS €ro, H3jaraeT
rOLKE 3aMedants (IperIoKeHns) Ha OTAENEHOM JIUCTE.

0 O0QOpMIEHHBIE HOKYMEHTHI BO3BDALIAIOTCS HCIONHUTETIO HA
YKa32HHEM HETOCTATKOB.

onecce A0pabOTKH B NPOEKT NOKYMEHTA BHECEHBI CYINECTBEHHBIE
TO OH MOJJIEXKUT OBTOPHOMY BH3UPOBAHHUIO.

JSIIIEro JOKYMEHTa IIOMEIaeTCs B COOTBETCTBYIOIUEE [ENI0 COTNAacHO

YTBEPKICHHOH HOMEHKIATYpE el

VI.

PykoBomure
UMETE 0uI]
C IPYTHMH IT
JoKyMeHTEI
OCHOBaHHEM
TAKXKE U3M
IOJIITHCHIBAK
JIOKyMEHTBI

oonucaHnz pokymeHToB UHCTUTYTA

b IHCTHTYTa IOAMKCHIBAET BCE 3K3EMILIAPE! JOKYMEHTA, KOTOPHIE MOTYT
MaNBHBIH CTATYC WM ICPHAMYECKOe 3HaYeHHe B OTHOIIEHUsIX MHCTHTYTa
MIIaMH HIIH C €70 paboTHUKaMH.
JCHEXKHOTO, MAaTepHeJIbHOTO M KpPEIMTHOIO XapakTepa, CykKallue
AN TpHeMa H BBIOAYM [EHET, TOBapHO-MaTepHalbHBIX LEHHOCTEH, a
CHAIOIINE KPENWTHBIE M pacueTHRlE O00g3aTenscTsa  MHCTHTYTS,
DT PYKOBOIMTENb ¥ TNIaBHBIH ByxranTep.
MOTYT TIOANHKCBIBATECS OPYTMMHM JODKHOCTHBIMH JiHIamu WHcTuTyTa B

COOTBETCTBHH C IIPEAOCTABICHHBIMIE UM [IOJTHOMOYHAMHU.

ee unn 60
CONIEPIKAHHUE
CIEIHATHCT
IMpu nomnu
OJHa IO I
BU3HPOBZHH
JOJDKHOCTH.
MOTYT pacmg
JoKyMeHTHI,
Tlpu nommug
HONINCH JIH
NOITHCAHHH
Ionnucanug
pacrmubpors
(¢ npemior
3alPEIIACTCS
Jns obecrnie
TOKYMEHTa {
CTODOHBI 10
€ro crnyxebr
Ionoxenus,
IJIaHEBL B Op]
IOYTEM KX VT
YTBEPKIEHY
pacIopsiKeH
IIPUKA3aMH [

Jee IMOJIIHCEH, B TOM YHCIIE HCHOJIHHTEIEH,

JOKYMEHTAa OTBETCTBEHHL! HECKOIBLKO
DB. '
CAaHVH JOKYMEHT2 HECKONBKHMH JMUAMM HX IONMHCH pPacIoararoTcs
DYrO# B IIOCIEN0BATENLHOCTH, YCTAHOBIECHHON ITOPSAIKOM MOATOTOBKY K
1 JOKYMEHTOB JAHHOTO BHI2 HIH COOTBETCTBYIONICH 3aHHMMaeMOM
Ipu moamecaHuy JOKYMEHTA JIMIAMY PABHBIX JODKHOCTEH MX MOIIHCH
JarathCs Ha OOHOM YDOBHE.

COCTaBICHHBIC KOMUCCHEH, TIOANKCHIBAIOT BCE WICHB! KOMHCCHH.

aHMM NOKYMEHTA yKa3hbIBaeTCs HODKHOCTE M IPHBOIJHUTCS PacIIH(ppOBKa
12, MNOMMHCHIBAIOILEr0 NOKYMEHT. MHMIManbl HMEHH M OT4eCTBA IpH
NOKYMEHTA CTaBATCS Nepe haMuIHeH.

AOKYMEHTa, Ha KOTOPOM yKa3aHa JO/DKHOCTE WM IIpWBEIEHA
(4 TONNMCH OQHOTO MQJDKHOCTHOIO JIMIA APYTHM JOKHOCTHEIM JIHIOM
OM  «32» WIX KOCOH dHepTOH Imepel HAaHMEHOBAHWEM JOJKHOCTH)
I,
MEHHS BO3MOXKHOCTH HENOCPENCTBEHHBIX pabouMX KOHTAKTOB aIpecara
HCIIOJIHATENIEM MOXKHO B JISBOM HHIXKHEM YIIy JIMLUEBOH MM 060POTHOM
CIEQHEr0 JTUCTa NOKYMEHTa YKa3BIBaTh (DAMHIIHIO HCIIONHMTENS, HOMEp
oro TenedoHa H afpec ero 3IEeKTPOHHOM TOYTEL

[IDABHNIA, THIIOBBIE JOTOBOPEI, MHBIE HODMATHBHBIE aKThl MHCTHTYTa,
yTHE TOKYMEHTBI JOJITOCPOYHOI0 AEHCTBHSA OOILIIOro 065eMa H3OAIOTCH
éep}KﬂeHHﬂ PYKOBOIHTE/IIEM HHCTHTYTA.
i€ MOKYMEHTa IIPOU3BOAMTCH PACIOPAIUTENBHEIM aKTOM — [IPHKA30M HITH

reM pykoBonuTens MuctutyTa. Takue mprKassl, Kaxk [IPABUIIO, SBISKTCS
10 OCHOBHOH IEeaTEILHOCTH,

IIPOCTABJIAKOTCA, €CIH 3a
JOJDKHOCTHBIX  JIMII H




6.1C.

Hampumep:

B npaBoM BepxHeM yriy Mepeoro JHCTA yTBEPXIAEMOTC JOKYMEHTE MpOCTABISETCS
rpud yTBEpM e

I'pud cocroy
JOIDKHOCTH,

T H3 CHENYHOWIHX 37EMEHTOB: CIOBO "YeBepxnawn", HaHMEHCBAHHE
THYHAs [ONMMCh DYKOBONHTENS ¢ €& pacumdposxoil. Takx

YKa3bplBaeTCs @KT, KOTOPBIM YTBEDXKIEH NOKYMEHT, B HFMEEHTEINRHOM IMafgesxe, ero gara

H HOMED.

YT1BepxIar0

I"eneparnbHeLit qupexTop

HY WIIPIIII BOC "Peakomm"
C.H. Baupmuy |

npukas Ne 199 ot 16.07.2013 .

MonoxeHue

06 opraHm3auuu npasoBoii pabotul B UMPMM BOC "Peakomn”

Ecnmu noxymenT Hassan
YTBEPIKIEHUS [1€9aTaETC
PactoOpSIMTENBHOTO 2KT
npemwioroM "ot". Hanpu

3 PaCIIOPANUTENLHOM aKTe Kak NPUIIOXKEHHE K HEMy, BMECTO Tpuha
S CIIOBO "NPHIIONKEHHE" ¥ YKashIBAIOTCS: Ero HOMEp, HAUMEHOBAHME

2 (B BUHHTEBHOM IaZexKe ¢ IIPEaoroM "k"), ero HOMEp H Jata ¢
Mep:

o6 opranms

Ipunoxenne No |
K npykasy Ne 199 or 16.07.2013 r.

MonoxeHue
ALK NpasoBok paboTel B UMPMM BOC "Peakomn"

Ipy orcyrcTBEM rpud
aKTOM, TaKOH NOKyMEHT
YKa3aHueM JaThl OIIHG

6.11.

7.1.

[Teyate Uucty
JIOTOBOpaXx, H
MIPHKa3ax o
MIpHKa3ax o Il
KOMaHHMpOB
TIOBEPEHHOCT
HrcrutyT;
JOKYMEHTaX,
HHBIX JIOKY
COTJIaCHO 3a
PYKOBOIHTE]]

OtTHCK neyat

(M.IL). Ecm

HauMEHOBaHMUS

VIL.

2 YTBEDKIOCHHSA Ha OOKYMEHTE, YTBEPXKIECHHOM PacnopsIUTEIbHEIM

Ha MOCIEeOHEM JIMCTE IOOIIMCHIBASTCH PYKOBOOHTEIIEM HHCTHTYT& C
SHHS.

TYTa CTEBUTCS Ha:

T.9. TPYIOBBIX, aKTaX H APYTHX NOKYyMEHTaX 00 HX HCIIONHEHHH;
OCHOBHOH IE€ATENbHOCTH,

[DHEME K YBOJILHEHKH PabOTHHKOB;

DYHBIX YIOCTOBEPEHUSX;

AX H HHBIX [OOKYMEHTaX, YIOOCTOBEPSIOMIUX [IPABO IIPEACTABIATE

rKCUpyroNUX $aKThl CBI3AHHbIE C DHHAHCOBBIMH CpEeLCTRaMH;

MEHTaX, Tpedylomux ocoforo ymOCTOBEpEHHS UX IIOIHHHOCTH

KOHOZATENBHEIM U JPYTMM HODMATHBHBIM aKTaM HIH [0 YKa3aHHIO

s HHCTHTYTA.

M IPOCTABIAETCH Ha NOKYMEHTaX B CTPOTO ONPENENEHHOM MecTe
MECTO HE ONpPEeAETeHO, OTTHMCK [JO/DKEH 3aXBaThlBATh YACTh

JOJIKHOCTH IIOATIHCABINETO JOKYMEHT (3-4 GYKBEI).

HaTtvpoBaHue n ucxoasLLmin Homep OOKYMEHTa

MlaTo¥i  NOKyyeHTa #BNSETCA [aTa NPHHATHS pEIIEHUS (ero nmonmucaHug,

YTBEDKIEHHUS )

VI [1aTa 3aCBUACTEIbCTBOBEHHOIO COOBITHS (11 aKTOB),

! 7
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7.8,

ro A

8.1,

8.2.

JlaTa IoKyMeHTa2 mpocTaBngercs LuppoBbIM criocoboMm - apabCKuMu LHQpamMm
[OC/IeI0BATENLHOCTH: NeHb Mecaia, Mecsn (mapaMu mudp, pa3sgeIcHHBIME TOUYKO |
rox (4eTeIpEMA :mdmamn) Hanpumep: 5 susapa 2013 r. - 05.01.2013. Hamucann
coxpamesus cfiosa "ron" ('r.") Be 06s3aTeIEHO. "

B Texcrax JOKyMSHTOB, HpPH [J4THPOBAHKM [OTOBOPOB, HOPMATHBHBIX aKTOB,
GUHAHCOBBIX M APYTHMX HOKYMEHTOB HOMYCKaeTCs IPHMEHEHHE CIOBECHO-IH(POBOro
crnocofa oopMienus maTel (HanpuMep, 5 guBaps 2013 rona). [Ipu stom 06532TeNBHO
HamWcaHue ¢IQBa "roa" WIH ero COKpameHus 'T.".

Iata moKyMeHTa MpOCTaBIsSeTCd Ha IIePBOM JIUCTE B MECTE, OTBEASHHOM HOJA 3TOrO
COOTBETCTBYIOMIESH GopMoit (OneHKoM).

Hicxonamuit HOMEp DOKyMEHTa COCTOXAT U3 MHAeKca (110 HOMEHKIAType Jell) Aeia, Tae
OymeT XpaHWThCH KOIMS, K IOpPANKOBOTO HOMEpa [0 KypHalTy perucTpaliy
HCXOIAIIEH KQPPECTIOHASHIIMHM, a3 NE/ICHHBIX 3HAaKOM THDE.

Vcxonsumuit HOMEp IPOCTaBIZETCs Takke B xcypHaﬂe PETHCTpAllMH BXOIAIIEH
KOPpECMOHAEHIIMH B rpade "oTMeTKa 00 HCIoTHEeHHH"

Ilepen oTmpaBKoil IPOBEPSAETCS NPABUILHOCTE O(bOpMIICrIPIﬂ HCXO,E[SIIIIKX JOKYMEHTOB
(HaTMupe NONMCH, NAaThl, HOMEpa, agpecara, CCLUIKM Ha BXOIAIIMHE JOKYMEHT,
OTMETKH 00 HCIOIHEHHH B XKypHAe, NaHHbIX 00 HCIIONHUTENE, IOMETKH 00 OTIIpaBKe
3aKa3Hoif moyToH U T.A.).

3amperaeTcs |BHOCHTh H3MEHEHMs B TEKCT IIOAMHCAHHOTO HOKYMEHTa. B criyuae
OOHapyXeHHsI| HETOUHOCTEH MIM HEACHOCTEH HEOOXOOHMMO HE3aMEeIIHTEIBHO
JIOTOKUTE 00 BTOM JIHILY, IOAMHCABIIEMY €rO.

OtmeTkd 00 MCIONHEHHUM OOKYMSHT2 B COOTBETCTBYIOIIMX JKypHalaX IPOH3BOIST
JHLa, OTBET¢TBEHHBIC 34 BeJleHHE [ENONPOM3BOJCTBA B HHCTUTYTE ¥ €ro
IOApasIeIeHHsX.

VIIL. dakckl, 3NEKTPOHHAsA NoUTa, TenedoHorpamMmbl

OTnpaska JOKYMEHTOB 0 (akcy HIM IO 3MEKTPOHHOM MOYTE, a TakKe Nepeaada

TeneOHOTpaNM AOMYyCKaeTcs, ey IIOYTOBOE OTHpaBleHUE WM NHYHas JOCTaBKa

NOKYMEHTA I1Q BPEMEHH IOCTaBKH H2 MOXXET 00eCeduTh CBOSBPEMEHHOCTD PELISHU

BOTpoCca. '

B cnyuae [momydeHuMs yKasaHHSIMH & CcnocofaMM  JOKYMEHTOB, SIBISIOIIMXCS

OCHOBaHHIMH| IUIaTEXKa, a TAKOKe B APYIHX CIy4asX, KOrja B HHCTHTYTE NOJDKHEI

XPaHHTBCA HK NOJANHHHUKY, HCHONHHTETH OOA3aHEI OOECHEYMTh IMONydYEHHE HX

[OJTHHHEKOR B KpaTJaiinye CpoKH.

[Tpu mepenaue u NpueMe JOKYMEHTOB IO Qaxcy M 37. I0YTe HeOOXOZUMO YIHTHIBATD

creqyolee: ' ~ :

- JOKYMEHT, IIPHHATHIE M NepsiasHblil 3TUMU CrocobaMH, IOPUAKYECKOR CHIBI
HE HMGET;

- IS [epedadd  OOKYMEHT CHAeTCd - B KAaHLENAPHUI0 C  TOACHEHHEM
HeoOXOIMMOCTH nepenayd 10 Gakcy HIM 3. [0YTe, ¢ yKa3aHHeM HOMepa
daxca M agpeca 371. IOYTH! AAPECaTa;

- TEpeaBaeMplit o Gakcy JOKYMEHT NOJKeH ObITh BHIONHEH Ha Oymare (. A4
YETKO,| SIPKO, OBITH XOPOIIO YHTAEMBIM, €ro.00BEM HE AOJIKEH IPEeBBIUATh 5
JUCTOB; ,

- NOANMHHMK [EpeJaHHOr0 OOKYMEHTa OTHPABAfEeTCs [0 [OYTe WX
JOCTaBplfgeTCs THYHO C INOoMeTkoM '"mepemaso mo axcy" (371, moure) u
yKa3zaHueM JaThl; '

- [OCTY[HUBIIKE 10 Gakcy H 301, moYTe JOKYMEHTBI o00pabaTeBaroTcs IO
npaeuaM o6paboTKu BXoAsIIel TOYTH, HE IMOMIEKAIEH KOHTPOIIO;

- 3ampeluaeTcs IepelapaTe MOKYMEHTBI C NOMETKOM «ang cioyxebHOro
ITOJIE30BAHHAY;




8.4.

8.5.

9.1

9.2.

93

9.4.

9.5.

9.6.

- OTBETCTBEHHOCTE 334 HEOOXOMMMOCTS Ieperadn U CONepIKaHue IepeaBacmo
MH(OODMALIMM BO3NAraeTCsl Ha HCIIONHHUTENS MOKYMEHTEZ Y PYKOBOJHTEIN
CTPYKTYPHOTO N0Jpasfiene s, ) )

- KOHTPONE 24 KAYeCTBOM HEPELavtl JOKYMEHTa OCYINSCTBIAET KaHIS/IPHSL.

Ilna  onepatugEOro pemeHHS CIyxeOHBIX BONPOCOB [OMYCKAaeTcd Iepenaya

Tenedororpam

Tenedororpam

pebOTHHKAMH,

HCIONHHUTEIIMA.

Ha tenedonorpamme mocne ee nepenaud NOIDKHEI ObITh yKa3aHbl [14T& W BpeMs

nepenayy, GQamMyunuy KL, IPUHABIIHX Tene(hOHOrpaMMy.

Ilepenannsie IOJIyYESHHBIE TeNe(OHOTPAaMMbI DPETHCTPHPYIOTCS B KypHatax

PErUCTpalry HEXOAAMEeH ¥ BXOAsIIel KOppecIoNIe kY, ‘

BI COCTABIAIOTCA B OLOHOM 3K3EMIIIADE H HEPCIar0TCs II0 TSJIE:C:DOHY
BEOYILIHMH ACIOIIPpOM3BOIOCTBO HJIA HEIIOCPCACTBEHHO

IX. lMopagok nogrot oBkU U 0hopMneHUs
PacnopsanTenbHbIX akTOB PyKOBOLMUTENS UHCTUTYTA

OcHOBHBIE YNPABIEHYECKHE PEIEHHS PYKOBOIMTENS WHCTUTYTA OMOPMISIOTCH €ro
PacnopsAAMTENbHEIMY aKTAMH - PHKA3aMH U PACIIOPSIKEHMAMH, '
IIpuKaspl H3AAKTCA: 10 JTMIHOMY COCTABY — DElYIMPYIOMIAE OTHOIICHHS HHCTHTYTA C
ero paboTHuKaMu (pHEM, YBONBHEHHE, [EPEBOMB], KOMAHAMPOBAHHE H T.L) H IO
OCHOBHOH IEATEIBHOCTH (110 BCEM OCTEIIHHEIM BOIIPOCAM).

Pacnopspxenuss u3naooTcs: nmo (HHAHCCBEIM BONPOCAM — O BBIIIATAaX pabOTHHKEM

(Haumcienve 33paboTHON MIATH], HasHAYeHHe [IPEMUM U T.IL.) ¥ [0 OOLIMM BOpPOcaM
(Ipu TOpY4YSHMM BBITONHEHMS ONPENETeHHOM paGOoTel MOAPasAEeTeHHAM MM
OTHENLHAIM COTPYAHHKAaM MHCTUTYTA, IPYTHE 3aIaHus | T.IL.).

Pacriopsxenys |He COEpXaT NpPSANUCaHMH, HOCAIMX HOPMATHBHBIH XapakTep, Kak
IpaBUIO, MMEOT OrPaHHYEHHBIH CpPOK JAeHCTBMS M KacalTcs OTAESIBHOTO
IOLpa3fAeNeH s Wik paboTHHKA,

Oba Buza npuxasos u 06a BUIA pacIOpSXEHHN HYMEDYIOTCS OTAEIBHO IOPSIKOBOIL
HyMEpanueil B [ipezienax KaJeHIapHOr) roja.

IIpoexTsl MnpuKa3oB IO JHYHOMY ~COCTABY COCTEBJSAIOTCA, OGOPMIIOTCS W
[IPEICTaBIAIOTCA Ha BU3UPOBaHHUE KaapOBOH Ciry )00 HHCTHTYTA.

IIpoeKTsI IPHK430B 1O OCHOBHOM AEATENBHOCTH COCTABIAIOTCS M MPEICTARNAIOTCS HA
BH3MPOBaHHE NQKHOCTHBIMH NHLIEMH MM OJPa3eIeHUIMHY, 38HHTEPECOBAHHEIMH B
MX H3[aHWH, WIH KOTOPBIM 3TO IIOPY4YEHO pyKoBomurenem. OHM 0DOPMIAIOTCH

IIpoexTs! pacnppsxeHud 1m0 (HHAHCOBBIM BOIIPOCaM TOTOBSTCH, OQOPMISIOTCA H,
IpH HEOOXOMMMOCTH, IPEICTARNIAIOTCS HA BU3UPOBAHHE Oyxranrepuei.

IIpoeKThl pacnopskeHHi [0 OOLIEM BONPOCAM MOTYT TOTOBHTBCS H obopMIATECS
JODKHOCTHBIMY JTHIIAMH HITH ITOJpa3aS/ICHUAMH, 3aHHTEPECOBAHHBIMHA B UX H3AHHH.
OTBETCTBEHHOCTL 33 CONEPIXKAHHE, CTH/Ib M3NOXKEHHS M KadecTBO opopMIIeHHS
IPOEKTa pacHOpsOHTENIBHOIO &aKTa HEeCyT TOTOBHBIIHH €ro  HCIONHHTEND,
PYKOBOAKTENE CTPYKTYPHOIO HOAPA3AENCHMS M HPYIHe JIHIA B COOTBETCTBHMH C MX
KOMIICTECHIIHEH. :

Bosgukime W COIJIaCOBaHHM MM BH3HPOBAHME BO3DAXXEHHS, 3aMEYaHWd,
IIpenaracMele MI3MEHEHHS K NOTIONHEHES K IIPOEKTY IHIIYTCA Ha o0OpaTHOH CTopone
IIOCTICAHErO JIH¢TA MK Ha OTAENBHOM JKCcTe OyMaru (M IOKyMEHT He BU3HPYETCH).
[Ipukazel o MUYHOMY COCTaBY HM3/AOTCS B CTPOrOM COOTBETCTBHH C TpynoseM
KOIEeKCOM PO u SIBIAKOTCA OCHOBEHHSAMHK [OJId BHECEHHA B YCTaHOBJICHHOM NNOopAaKe
3amycedl B TPYIOBBIE KHUKKH, NTHYHBIE KaPTOYKM H KHBEIE JOKYMEHTE! 10 YYETY
KaJpOB, HarpanHsle, QHHAHCOBLIE U IPYTHE NOKYMEHTHL
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9.9.

9.10.

9.11.

9.13,

9.14.

9.16.
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Ilpuxaser |u pacmopmxenns 0QOpMIIIIOTCT  Ha COOTBETCTRYIOMKK OlaHK:
[EHATAIOTCH Hepes | uHTEPBAl, Kak MOpaBuiio, ¢ HCIIOJIB30BAHHEM TEKCTOL
penaxropa ["MS-Word", mpubrom "Times new roman", pasmepoM 14. Ecnx o6t
ACKYMCETA|COCTaBUT Ooiee 2 CTpadull, OH MOKET BBIOIHATBCS UPH(OTOM MEHbLIE,
pasmepa. Ecmu oSbem moxymenta HC3HAYKTENICH, OH MOMET BBINOJHATECS HA JIHCT.
dbopmara Al 5.

Pacniopsautensueli axt cuabxastos 3aTONOBKOM, HAUMEANOIIMMCS, KaK MPaBHIO, CO
croe "O" wmm "0O6". Bez 3aronoska MOTYT O(OPMIATBCS JTOKYMEHTEL 06BEMOM He
Gonee maTE mpexmoxenuit wmu HebOmbIIOro ofbeMa MO pasmTEUHBIM BOIIpOCcaM
OQHHaKOBOIO 3HAYEHHA.

Texer mpukasa, odbopmisemoro Ea Granke HHCTHTYTa, KaK MpaBHIO, COCTOMT H3
1peamMOyIBl B PacIOPSAUTENLEOMN YaCTH.

B npeam6yite npuxasa yxassmaroTes IPUYMHBI H/UIK IENH €ro H3Manus.
Pacniopsnutensnas gacts IPHKA33 CONEPMHT KOHKDETHBIE NPEAIMCAHHS ¥ KHLIe
nonoxerns, OHa NOApasienseTca Ha MyHKTEL

Pacriopspkenue cocTouT, Kax [IPaBHJIO, TOJIBKO U3 PACTIOPSIUTENLHON YaCTH,

Ecmu pacnppamprensusit axt F3NaeTCA HA OCHOBAHMHM WM [0 pe3ylbTaTaM
PaCCMOTDEHKS KaKMX-MMOO0 [OKVMEHTOB, KaXibii ero IYHKT 3aKaHYHBACTCS
YKa3aHHEM | COOTBETCTBYIOIIETO0 OCHOBAHMS (moknanHas, ciyxebHas 3anucKa,
34IBJICHUC, BBIMMCKA U3 MPOTOKONa U T.0.). B [IpHKasax no JW4HOMY COCTaBY IIO
BO3MOXHOCTH [elaeTcs CChUIKA Ha COOTBETCTBYIOIIYIO CTATHIO TPYHOBOrO KOmEKca
P®.
HanmenoBayue pomxmocty wu DaMUIMS  HCHONHHTENS MW HaHMEHOBAHUE
CTPYKTYPHOX'O IIOApPA3/CNeH s, B OTHOMICHHH KOTOPOTO HM3I2eTCs PaclopIUTENbEEI
KT (/M OTAETBHBIL NYHKT), YK23EIRAETCS B AATETIbHOM IIaJeXe, IPY 3TOM (GaMuius
pyKoBogmTe HONpasZcneHus - B CKOOKaX, B HMEHHTEILHOM. Hamnpumep:
"obmexuTuro (Cycrosa T.M.)".

Ecnu melicteue onroro NIPEANHCAHIIS PACTIOPAAUTENLHOTO akTa (3a1aHus, HOPYYEeHHS,
YKa3aHUS) PaclpoCTpaHAeTCs ONZIOBPEMEHHO HA HECKONBKHX DabOTHHKOB, HX
QaMUITHE YKA3BIBAIOTCS B CTONGHK 63 Pa3NCCHUA Ha MyHKTHL [Tocne npemmucanus
YKaspIBaeTcd| o0Imee 0CHOBaKuE,

Jlara, ykasamnas B COOTBETCTBYIOINEM IYHKTE PACTIOPSIUTENHHOIO aKTa, SBIAETCH
MHIHBHIYAILHOA NATOH €ro BCTYILIEHUS B CHITy. !

Cpoku ucnonsenus MPENIMCAHUHN YCTAHABIHBAIOTCS HCXOAS M3 06BeMa HoAesxame
BRINONEEHHI) pabOThL, 3arpy3KH i APYTHX BO3MOJYKHOCTEH HCIIOMHUTENEH,

Ecmu B cBsdu ¢ m3manunem DPACTIOPATUTENBHOTO aKTa NOMUIEXKUT H3MEHEHHIO MM
OTMEHE DpaH¢e H3NAHHBIA NOKYMEHT, BHOBE H3JJaHHBIA DaCIOpANHTENBHEIE aKT
AOIKEH HMETB COOTBETCTBYIOLIYIO OTOBOPKY: "B HOTONHEHME K...", "BO maMeneHwme
OyHKTA...", "CUMTaTh yTpaTHELMM cuamy...". ‘

B cinyuasx, npeaycmorpennsx HOPMaTHBHBIMY 2KTaMH HHCTHTYTA, H [0 YKA3aKHIO
PYKOBOTHTEIIH NPOCKTEI PACTIOPSANTENBHEIX AKTOR BHIUDYIOTCS FOPHCKOHCYIIETOM H

- ADYTHMH paBOTHEKAMY MHCTHTYTA. [IpH 3TOM IOPHUCKOHCYJIBT HECET OTBETCTREHHOCTE

38  COOTBETCTBHE  BH3HPYEMBIX PACIIOPAIUTENbEBIX ~ aKTOB  JeHCTByIomeMy
3aKOHONATENECTBY P®, NMpaBHIEHOCTD CCBINOK Ha 33KOHOJATENbHBIE aKTHI, 33 WX
COOTBETCTBHE| HOPMATURHEIM akTam BOC u PaHEE M3JAHHBIM HOPMATHBHLIM aKTaM
HHCTHUTYTA.
Cornacue paboruuxa ¢ CONCDKAHMEM  IIpMKa3a MIM  O3HAKOMIGHHE c
PacIlIOPANMTE/ILHBIM aKTOM NOATBEPKIACTCA THUHON IOMIINCHIO Ha €r0 MOTHHHAKE
TIOC/IE TEKCTa ¥ IIO/IHCH PYKOBOMUTEIA, B TOM HGHCNE Ha obparHoif cTopoHe nucra.
Ilpukassr 1o | mrasomy COCTaBY M IO OCHOBHOH OEATEILEOCTH PETHCTPUDYIOTCS
KanpoBoX cnyx60H, rae HAXOZSTCHS HX [IONIMHHUKH BMECTE C JOKYyMEHTAMH,
ABJIIOIIMMUCE MX OCHOBAHUSMHU.
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Pacnopmxenus mo obnmm BONPOCAM PErvCTPHPYIOTC KAKNeIspues, TIe HaXomsTes
MX DOANAHERKY. [TOMMHHHEKY paciopsxerit mo (DHHAHCOBEIM BONPOCAM HAXOISTCS
B Oyxranrepuu. i .

Honmvzanky| pacnopsauTensHEX akTos HaXOIITCA B YKA3aHHEIX HOADA3ENeHHIX B
TeUeHIie 3 ST, IOCHIE Yero CaloTes & @pXHB KHCTHTYTA IS [IOCTOSHHOIO XPaHEeHuUS.
Konuu npuxasos mo JIATHOMY COCTaBy MEPENaloTes B Gy XIaTepHro, THIaM, COrmacHe
KOTOPbIX TpebyeTcs Id HX H3maHus.

Komuy mpukaBos M0 0CHOBHOM mesTeTsHOCTH K PacTIOPSKEHHH 1O 06IMM Bompocam
TICPEIarOTCs TIOAPA3AeNIEHHSIM, KOTOPBIE FOTOBUIH IOPOEKT U TEM, Ha KOTO BO3JIOKEHO
UCIIONHEHNUS, | 2 Talke B OyXranTepHio, ecid HCIONHEHHe COOTBETCTBYIOLIErO
PACIOPSUTENLHOTO aKTa IPEANIONATECT COBEPIICHHE XO3SHCTBEHHEIX omeparuii,
Y4er u XpareHne Konuit IpuKasos u PaCIOpsKEHUH B CTPYKTYPHBIX HOAPA3EeHHSX
OCYIIECTBIIAETCA IO OOIIMM [IPaBHIAM B COOTBETCTRUM C HOMEHKJIATYpO# men '
HHCTHTYTA.
Pacnopsbxerng no bunancossm BOTIPOCaM SIBIIAIOTCS JOKYMEHTAMH IUIS CIyKeGHOTO
TI0JIb30BaHH1, |C HHX 3aNPEIaeTcs CHEMATD KOTIHL IIpu Heo6xomMMocTH Ha PYKH
3aMHTEPECOBARHBIM JIMIAM BBITAIOTCS COOTBETCTBYIOIIHE CIPABKHY U BBITUCKY.

X. KoHTponb 3a usnonkexnem AOKYMEHTOB

Kontpoms 3a| mcmomzenmem AOKYMCHTOB YCTAHaBJMBACTCH B COOTBETCTRHH ¢
TpebOBAHUAMH, [IPEYCMOTPEHHBIME PasnenoM 4 HacTOSIIETO IONOKEHUS.
Obs3aTensHOMY KOHTPOIIO TToITeKAaT:
NPENNHCaHuY, COIePIKALIMECT B aKTax TOCYapCTBEHHBIX H MYHHIHNATBHBIX
OPTaHOB H MY yIIONHOMOYEHHEIX JOJGKHOCTHBIX JTHIT;
FIHCHMA H 3aIIpOCHI IeMyTaTos nanat OenepansHoro Cobpanus PO;
TIOCTaHOB/ICHUS, DAaCIOPDKEHHS, IHPEKTUBHLIE MHCHMA DYKOBOJSINEX OpraHoB
BOC;
o yxasanuto [pyxosomuTes HHCTHTYTa Ha KOHTPOJb MOTYT GBITh [IOCTARIEHE! €10
PacliOpANHTENBHEIE aKTEl M IPYTHE JOKYMEHTEL.
IMocranoeka moxymenta Ha KOHTPOIlb OCYINECTBIIIETCS IIEpe] Mepeqayell ero ma
HCIOJHEHHE MYTEM MPOCTABIIEHUS HE JIEBOM [10JTE JOKYMEHTa 3Haka KoHTpous "K"
ug mramna "Kourpons".
Kontpons 3a genonuenmem AOKYMEHTOB B HHCTHTYTE OCYLIECTRIIIOT 3aMECTUTENH
TCHEPATIEHOTO IUPEKTOPa B COOTBETCTRHE C UX KOMIIETEHIHEH, a TakXKe Apyrue Jiumna
110 NOPYEHHUIO| PyKOBOAUTENS HHCTHTY TA.
JIeHACTBHSA 10 KOHTPOMIO 38 HCTIONHEH eM JOKYMEHTOB BKIIIOYAIOT:
HETIOCPENICTBEHHYIO IPOBEPKY U PErVIMPOBAHHE XONa HCIIONHEHHUS,
YHET ¥ aHAIIN3 PE3YIBTATOR HCIIOIHEHHS B YCTAHOR/ICHHEH CpOK; :
YCTHOE HAIIOMHHAHHE KCTIOIHHTEN O MPHGIIKEHUH CpOKa OKOHYaHMS paGoThl ¢
JOKYMEHTOM;
PETyNApHOE HH(DOPMHPOBAHWE DPYKOBOIHTENS HHCTHTYTA2 O XOAE HCIIOJIHEHHS
AOKYMCHTOB, | IPHYMHAX 327€PXEK B HCIOIHEHWH, Mepax 1o obecneyenuio
CBOEBPEMEHH(TO HCIIONHEHHS JOKYMEHTOB;
BBLIA4a  MHQOPMAlMM -0  KOHTPONHPYEMBIX ACKYMEHTaX 10  s3ampocam
PYKOBOZIMTEINGH U UCIIONHUTENEH.
Kontpoms 3a menomuenmenm AOKYMCHTa OCYINECTBIACTCS C MOMEHTA MOCTAHOBKH
AOKYMEHTA Ha KOHTPOTIb 10 CHATHS €T0 C KOHTPOISL.
HoKyMeHT cumTaeTCs MCHmOMEEHHEIM mHL TOTAa, KOTIA PEIIEHB! IIOCTARJIEHHEIE B
HEM BOIIPOCHI KOPPECIIOBACHTY IaH OTBET MO CYIIECTBY, TO OTMETKA JENaeTcs Ha
CaMOM KOHTPOIBHOM JOKYMEHTe,
Iocne ucmonHeHws TOKYMEHT CHEMaeTCs ¢ KOHTPOII PYKOBOAHTENEM HHCTUTYTE, O
4EM Ha TOKYMEHTE JIeIaeTCd OTMETKA.

et B!
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PesynsraTs

HCHONHECHHA KOHTPOINPYEMBIX OJOKYMEHTOB JOKNIaabIBarg.

PYKOBOIHTEIIO. _
VICIIONHEHHBIE TOKYMEHTE GOPMHEDYIOTCS B J€Na IO COOTBETCTEYIOMUM BOTIPOCAM |

HepeNaoTes |

B uHCTHTYTY

8pXUB [JI5 MOCTOSHEOIQ XPAHCHLS, i
Al Tle4yaTaHuie 1 pasMHOXEHIE JOKYMEHTOB

[I€JaTa0TCd KM Pa3sMHOXKAKTCH MaTepuanbl H OOKYMEHTEI TOJIBKO

CJI)(')I{efSHOI‘O AapaKTepa, OTHOCAIIHUECS K €r0 IeITeIbHOCTH.
Ileuaranme OOKYMEHTORB, IIDEOCTABISHHBIX B DYKOIIMCHOM BHJAEC, IOIIYCKaeTcs IpH

HeoOXOmMMOCTH B OTHOCIBHBIX

cnydasx. OHO TNIPOM3BOOMTCS KaHMENSpHEi.

Marteprainsl, IOATOTOBIEHHbIE AMis ISYaTAHNS, TOJKHEI OBITh HATHCAHEL pasbopurEo,
TEMHBIMH HEPHUIIAMH ¥ XOpPOLIO BHIBEpeHBL Pykommcm, HeGpexno obopMieHHsle,
HAMUCAHHEIE KapaHIalioM, ¢ D0/bIIEM KOTHYECTBOM MPABOK H BCTABOK, K EYATAHMIO
HE IPUHUMAKITCS. ‘
IIpaBKa HaneqaTaHHOro MaTepuana IPOM3BOIUTCS TEMEBIMA YEPHWIAMH, YETKO.
ITposepka oTneyaTaHEHOro TEKCTA TIPOU3BOJMTCS COCTABUTENEM JOKYMEHTa. B ciyyae

oOHapyXeHus]

OIEHATOK, MCKaXEeHHH, NPOIYCKOB M IOPYIHX OIIMOOK HCIONHHTEND

AOIDKEH BEPHYTH paboTy BMECTE ¢ OPHTHHANOM JUIS HCTIPABIICHHS.

Paspenienue
KOIMYEeCTBe
3aMECTHTEIIH.
JOKyMEHTEI

Ha pasMHOXEHHE [JOKYMEHTOB Ha MEOXHTEILHLIX anmnaparax B

Oonmee 5 9K3EMIIAPOB [aeT PyKOBOAMTENs MHCTHTYTA HIH €0

[ICPELAr0TCA Ha pasMHOXEHHE B HCCﬁpOIIIlOpOBaHHOM BHIOE, YETKO

HaleyaTaHHeIMu., Ha Pa3sMHOKEHHE CIArTCAa, Kak IIpaBHIIO, NOMNMHHHHKH (HepBBIB

SK3EMILISPEI)
IIOCTYIIIICHHS.

Xil.

JOKYMEHTOB. 3aKa3bl BBIIONHSIOTCS B IIOPANKE OYCPEIHOCTH HX

CocTaeneHue HomeHKNaTypbl U hopMUpoBaHIe gen

B nemix yclaHOBNEHHMA €IMHOM CHCTEMBI IDYNIHPOBKH NOKYMEHTOB B HeNa H

obecnegenns
¥ apxuBe, a
WHCTHTYTE U &
Ona cBoguTcs

moApasAelieHyit  (cornacHo

PYKOBOJHUTELS

DIIEPaTHBHOIO IIOHCKA HCIIONHEHHBIX JOKYMECHTOB B IE€IIOMPOHU3BOLNCTRE

TAKOKe MPaBUIBHOrO 0TOOpa Aen Jyf I[OCIELYIOMEro XpaHEHHS, B
O CTPYKTYPHBIX MOAPA3/IENIEHUSIX COCTARNIAETCS HOMEHKIATYpA Jel.
KaHLUENAPUEH U3 PA3JETIOB, ONHOMMEHHBIX C Ha3BAHUSIMH CTPYKTYPHBIX
CTPYKTYPE HHCTHTYTA), YTBEDXKIAeTCI MIPHKA30M
¥ BBOJMTCA B feifcTBuE ¢ 1-ro SHBaps HOBOTO roja.

YTBepKIeHHAs HOMEHKIATYpa A€l MOXET NelCTBOBATb B TEUEHHE pana net, Ona
TIOJUICIKHT IEPECOCTABNICHUIO K NEPEYTBEPKICHHIO B CIIyYae KOPEHHOTO H3MEHEHHS
387a1 | CTIPYKTYPhl HHCTHTYTA. YTBEDXKIACHHBIM OK3EMIUIAD HOMEHKIATYDHI Ien

NOOJIEXKHUT 110J

TOSTHHOMY XPaHEHHIO.

Homenxnarypa men mpencTaBiser coboit CHCTEMAaTH3UPOBaHHEIl  IepeueHb
- HAUMEHOBAHHY NN, 3aBOAMMEIX B MHCTHTYTE, C yKa3aHHEM CPOKOB HX XpaHeHH4,
ODOPMICHHEIT B yCTAaHOBIEHHOM mopsake. OmHa HCITONB3YETCS KaK CcXxeMa

paCHPGHEﬁeHHH H IPYNIIHPOBKH JOKYMEHTOR B JIEJIe, 4 TaKKe YKazareilb HHIEKCAIIHH

JOKYMEHTOB H

AEIL. .

HoMmenknaTypa men cocTaBifeIcs B COOTBETCTBHM C Y CTAaBOM HHCTUTYTa, €ro

CTPYKTYPOH,
HOPMAaTHBHEIM

HOJIONCHUAMHE O  CTPYKTYPHBIX IOOpasaC/ICHUSX
H aKTaMH HHCTHTYTa, [IIaHaMU ¥ OTYETaMH O pa60Te.

H  JApYyTHMH

JIJIH OJHODPOJIHEIX OEN B PA3HBIX CTPYKTYDPHEIX IMONpa3geIceHuaxX B HOMEHKIAaType nejt

10 BO3MOMHO(C

TH COXPaHANOTCA OAHHAKOBBIC HHICKCHL.

Hena mo Bomppcam, pelraomuMes B TEYEHHE ABYX K Gojee eT (mepexonsmue nena),
BHOCATCA B HOMEHKNIATYPY A€/ KaXXIOr0 rojia ¢ ONHUM ¥ TEM e HHIEKCOM B TEUCHHE
BCETO CpoKa paboTsr.

e 12
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Homeninarypa

OCT  MOXKET IOHNONHITECS HOBBIMH HaZHMCHOBGHHSEMHE  JEll,

HOIIOIHKTEIbHC BKIIFOYEHHBIMY B HOMCHKIIaTYDYy TEKYIUETO rojga.

OcHoBo¥# nns

HaHMCHOBAHES (EafOﬂOBKa) ACI ABJIAKOTOS  BOIIPOCE], OTpaxarQIue

3aaud ¥ QIyHKUHM MECTHTYT2 4  €ro COOTBETCTBY:OIIEr0 MOAPA3NCHeHuS.

Haumesosanme

HOIIOJTHACTCA YKa3aHueMm poIia 3a380AUMOI0 mea MK Pa3HOBHIHOCTH

DOKYMEHTA (IPUKA3LL, YKA3aHHUA ¥ T.0L.).

3aBenenme men

C 3arojIoBKaMHi HEKOHKDETHOTO XapakTepa («pasHas MepempcKay,

«OBLIKE BOTIPOCEI» ¥ T.I1.) HE JONYCKASTCS.

3aronosxu nein
COEPIKAHHE BC

Ioapa3gcinesns.

ckobkax naerc

AOTKHBI OLITh KOHKDSTHBIMH, KPaTKHMHM, HO IIOTHO OTPaXKAOIIIMHU

©X HOKYMEHTOB, OTHOCAIIMXCS K JEATENHHOCTH HHCTHUTYTA WM €ro
Ecmu 3aronoBok skmouaer B cebs TEPMHH «NOKYMEHTEI», TO B

DacIIK(pPOBKa, HanprMep "IIaHs], OTYETHL, 3AMHCKY U y 8

B nponecce ¢ppmuposanus u odopmenns AEIl, UX 3arOJIOBKH MOTYT H3MEHITHLCS.
BosmoxHO poronHenue 3ar010BKa HAMEHOBaHEEM OpraHM3alHH, ¢ KOTOPO# BefeTcs

TNIepEMncKa I/IjIH CBA3AHO coOIepKadue HOKYMEHTOB Jena,

a TaKxe JaraMu

(XpOHOIOrHYedKUMHU pamMKami), K KOTOPBIM OHY OTHOCSITCA.
Cpoku XxpaHeHHs [OKyMEHTOB, yKasaHHbIE B HOMEHKJIAType [Jel, SBIAI0TC

00sg3aTensHEIM

. Ilocne mx wucrewenws mema mepenarorcs B apX¥MB HMHCTHTYTa IUIL

XPaHCHHS B TEHEHHE YCTaHOBJIEHHBIX B COOTBETCTBHH C 3aKOHOJATENBECTBOM CPOKOB

WM YHHYTOX

TC C PaspellieHys DyKOBOAUTEILL HHCTHTYTA. PaspemaeTcs Xpasuts

AOKYMEHETBIl CRBIIIE YCTAHOBJIECHHOIC CPOKA, €CIH B 3TOM ECTh IIpaKTHIecKas
HeoOXoauMOoCTh.

ViToroeas 3amuth B HOMeHKIAType fen NPOM3BOJMTCS B KOHIIE Foja.
PesepsHzie HOMepa B HOMEHKIATYpe fen He IPENyCMaTPHBAIOTCA.

Haubonee pa
o0BeuHEHNE B

HOHAJIBHOM  CHCTEMOM  XpaHeHus
ACJIa B COOTBETCTBUY C HOMEHKIIATYPOH.

JOKYMEHTOB HBIJETCA HX

Jenom cunTasTcs COBOKYIHOCTS AOKYMEHTOB, OTHOCAIIUKCS, KaK IPABEIIO, K OAHOMY
BOIIPOCY, 00BEAMHEHHEBIX BHYTPH OTHEIBHON O6T0NKKH (cxopocmuBarens, daiina).

3aKoHYeHHEIE
ClaroTCH

TpeboBanHIMYU

IIPOH3BOACTBOM (HCHIONHEHHBIE) HOKYMEHTH B S-IHEBHbIH CPOK
HCIIONIHUTEIEM
opasIeeHHH.

pebotHaKy,  Bexymemy JETONPOU3BOACTBO B
JIOKYMEHTBI [OMXHBI OBITH 0hOpMIIEHE! B COOTBETCTBHH ¢
HaCTOSAIICTO TMONOXEHMS H CIMCAHBI HCIIONHHTENEM «B IEI0» C

HOJIHCEIO, OTMETKOH O PELICHHH BOIIPOCa, YKA3aHHEM JATH CIIHCAHI.
IIpu dopmuposanuy aen cobmonatores: CICOYIOLIME OCHOBHEIE [IPABHIIA:
B ZICIIO MOMEINAIOTCS TONBKO HCIONHEHHBIE, IPABHIBHO 0DOPMIEHHbIE JOKYMEHTEI

B COOTBETCTBH

H C 3aroJIOBKaMH Ol B HOMEHKIAaType,;

BCC DOKYMEHTRI, OTHOCAIIMECH K PELICHHMIO OOHOTO BOIIpOCa, (b()pMprIOTCF[ B OJTHO

Ie1o;

B meno IPYNIKEPYIOTCS JOKYMEHTEI OIHOIO KaJIeHOapHOro roja, 3a HCKIOUYSHHEM

HepeXOSIIIX
HaYaBIleHcsa B
C YKa3aHUEM W
NOKYMEHTHI pa
JeN0 He TOJIKI
IpH  HaIHYMH

men. Ilpu Bo30GHOBNEHYUY TEPENHCKH 11O OIPeNie/IEHHOMY BOIIPOCY,
IIPENEIIYINEM TOAY, TOKYMEHTBI BKITIOYAOTCS B OEM0 TEKYIIEro roa
HZEKCa [ea IPEBIYIIETO To/a;

SHEBIX CPOKOB XpaHEEHs QOPMUPYIOTCS B €1 pa3melbHo;

10 npeBplnaTs 250 THUCTOB;

[ B JINe -HECKOJIBKKX TOMOB (4acTeid) MHIOSKC M  3aro0BOK

IPOCTABIAIOTCA Ha KAXKIOM TOME ¢ 105aBIeHueM "T. 1","r. 2" ut.n,;

BHYTpH Jena
XPOHOJIOTHH (

AOKYMEHTEI DaCIONaraloTCs B IOCHENOBATENBLHOCTH BOIPOCA 110
{10 JaTe MHMIHATHEBHOTO NOKyMeHTa). IIpH 3TOM JOKYyMEHT-OTBeT

pacnonaraeTcs rnocne JOKYMEHTa-3aIIpoca;

T'OOOBRBIC INIaH

bl, CMETEI, OTYEThI ACIXHE] OTKNanbIBATECS B MaTepHaiax Toro roja,

K KOTOPOMY OHH OTHOCHTCS IIO CBOEMY COOCPIKAHHIO, HE3aBUCHUMO OT BPEMEHH HX
COCTaBJICHNA M IaTHI NOCTYINEHMA.

i - 13
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12.7.

IleHHOCTE HOXYMEHTOB

(bopMEpORaH

VUHUTBIBACTCE [IPH COCTABJICHHMH HOMEHKNATYPERL L
MH JEN1 ¥ IPOBEPKE NPEBUIBHOCTHA BKIIOYCHEA B HHX INOKYMEHTOB, I

IIOATOTOBKE K IIE€PENAUC B apXKB HHCTUTYTa.

Jena nmocros

t »
HHOIO U J0JroBpeMerHoro (6onee 3 JeT) cpOKOB XpaHEHUs IIEPEIaroTCs

B apXHMB HHCGTUTYTa. JJOKYMEHTEl C BPEMEHHBIMH CPOKaMH XPaHSHHS H CO CPOKOM

xpaueHus "1
Iena 3a Ip
YHHYTOXEHU

D MUHOBaHHUA HanoOEOCTH" XpaHITCsd B MOxpa3nencHusx. JIOKyMeHTh i
DIIIBIE TOM5I, CPOKY XpaHEHMs KOTOPBIX HKCTEKNIH, BBINENAIOTCS K
0.

Ilpu nepeaaye B apXyB HHCTHTYTa IIDOBEPAETCA MPaBUILHOCT IPOBEAECHHOT0 0TO0pa

JOKYMEHTOB

Ha XPaHCHHE H YHHYTOMXNEHHE IIYTEM IIOJIMCTHOTO IIPOCMOTpA OMHUCEH,

aKTOB H CaMHX MaTEepHajOB.
HenocpencTteennbii 0T600p JOKYMEETOB Ha XpaHEHHE ¥ YHUYTOXXEHHE IPOM3BOAUTCS
PYKOBOAMTENSMH H COTPYIHEKAMHU CTPYKTYPHBIX IIOpa3IcIeHHH. '

W3 men moct
YepHOBHKH,

IIOJJICHKAIITHE

JOKYMEHTOB

OSTHHOTO CPOKa XPaHSHHS IOJUIEXAT M3BATHIO NyOIMKATHl ZOKYMEHTOB,
BapHaHTHI, HEOQOPMIIEHHBIE KOIHH NOKYMEHTOB, (Gaxcekl, TOKYMEHTHI,
BO3BpaTy, M MOKYMEHTHl C BpPEMEHHBIM CpPOKOM XpaHenus. Kormmu
MOTYT BKIIOYaThCA B IIEJI0 TOJBKO B CIIyyac OTCYTCTBUS MOIMHHFKA

AOKYMCHTA, [IOIJICXKALIEr 0 XpaHeHHIO.
ITo pe3yisTaraM 0T60pa COCTABISIOTCH OIIHCH OENI IIOCTOSHHOIC M BPEMEHHOTO

CPOKOB XpaH
JIOKYyMEHTEI,

TOOUYHOTO O
YTBEPIKIAETC

B saBucumMoO
[IPOBOJUTCS

[TonHoMy ¢
odopMIeHHE

COCTaBJICHHE
COCTaBIICHHE
00JIOMXKH.
Hena Bpeme
XPaHATCS B C
Q0noxKH ne
SBISAIOTCH:
OQHIHANBE
HanuMeHOBA
HOMED U HUE
3ar0JIOBOK
pacnopsa
H3MEHEHUY
OXBaTLIBaE
nojpasen
HOMEp TOM
naTa gaua
Hayaaa Jedl
IIPHIIOKEH]
CPOK XpaH¢
TIOCTOSIHHO
KOIMYECTR
XpaHEHHUS )
Jlucter Mo
TIOIIHBAIOT
IlogmmuTere

SHUS, & TAK)XKE aKThl O BAIICACHUN TOKYMEHTOB (€M) K YHHYTOKEHHIO.

He MOo[yeXalllHe CIaie B apXWB HHCTUTYTa, M JAeNa TPEXJETHEro M
POKOB XPaHEHHs YHHUTOXAIOTCS B IONpPA3feNeHMH IO aKTy, KOTOpPbIA
S PYKOBOIUTEIEM HHCTHTYTA.

CTH OT CPOKOB XpaHeHHs Mepel Nepemadeit nel B apXuB HHCTUTYTA
[IOJTHOE WJIH YacTHYHOEe 0hOopMIIeHHE Ie.

HHOPMIICHHIO INIOJIEXAaT Jena IIOCTOSHHOTO XpaHeHus. IlonHoe
Iena NpefyCMaTPUBAET: IOIIHBKY MM MEPEIIET; HyMEPALHIO JTHUCTOB;
3aBEpUTENbHOM HanmucH mo o0pasiy 3aBepHTENbHOI0 JIMCTA [ena;
BHyTpeHHe## OnucH IOKYMEHTOB nena, O(OpMIEHHE pPEKBU3HTOB

qroro (mo 10 ner) xpaHeHHs HE NEPEIIETAIOTCS, HOKYMEHTHI B HHX
KOPOCIIMBATENSX MM (hainax, BHYTPEHHSS OMKCEH HE COCTABIAETCA.
1T ODOPMIISTIOTCS. YEPHUIIAMH HIIHA TYIIBIO. DJIeMeHTaMu 0DOpMIeHUS

[0€ MONHOE MITH COKPAlIEHHOE HAaUMEHOBaHHE HHCTUTYTA;

HUE CTPYKTYPHOTO TIOZPa3AeNeHHS HHCTHTYTA,

iIIeKC Jena 110 HOMEHKIaType Iel;

nena ¢ yKasaHMeM €ro BHAa COrylacHO HOMEHKaType nen. Ing

T€IbHBIX aKTOB B 3ar0JIOBKaX JEJl YKa3bIBatOTCA UX HoMepa. [Ipu
HaUMEHOBAHUSA CTPYKTYPHOTO OApa3ieNIieH s B TEUESHUE [IEPHONa,
MOTO JOKYMEHTaMH Je71a, MM [IPH [epenade ea B IPYroe CTPYKTYpHOe
CHHE Ha 00JI0KE JOTMKCHIBAETCS HOBOS HAaMMEHOBAHHUE;

a (4acTH), €CNIM OENI0 COCTOUT M3 HECKOIBKHX TOMOB (YacTei);

a ¥ OKOHYaHHA Aena (KpoMe Jel, COAEPIKalIMX IUTaHe! B 0T4yeTsl). JlaToH
a CYMTAeTCH [1aTa CaMoro paHHEro JOKyMEHTa, HOJIINTOro B Aey0 (IaThl
i BO BHUMaHHE He NIPHHUMAIOTCS ),

'HUS (119 el BDEMEHHOTO XpaHeHHs ) HIIH OTMETKa «XPaHUTh

» .

H

Z). JTHMCTOB B OCJIE (TOJ'IBKO A7 OCTT NIOCTOAHHOI'O ¥ JONTOBPEMEHHOTO

boro topmara, DIPHIIHTBIE 32 OXNWH Kpa#l (YUCTBIE JHCTBI He
CsT), HYMEDYIOTCS MPOCTHIM KapaHAamloM CBepXy BHH3 B NpaBOM YIIIY.
B IEJ0 KOHBEPTH! ¢ HANIHMCAMM HIIH BIOXEHHSIMH TalOke HyMEpYIOTCd,

o 14
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IPHHEM KRUKXOC BIOMEHHE OUEDEHBIM HOMEDPOM BCIEX 3a KOHBepTOM. Hanmune
BIOXEHMH, HE ITOLMAIOIIHXCS HyMepanuy (TKaHH, MeJaTy ¥ T.IL.) OTOBapUBEETCH B
3aBCPHTENIBHOM, HagmmEcH. [Ipmiomenue K ACTy, COCTaBIAIOLIES OTHACIBHBIA TOM,
HYMEpyeTcs OTAeNbHO. '

Kaxnoe nen¢p mnocrosmnoro XPaHCHHS 3aKaHYUBAETCH 3aBEPHTENBHLIM JIHCTOM
YCTaHOBNCHHQH YOPMEL, B KOTOPOM Nu(pPaMH 1 IIPOTIHCEIO YKa3bIBaeTCs (akTHyecKoe
KOIHYSCTBO JHCTOB B [aHHOM Jere, KONHYECTBO JHCTOB BHYTPEHHEHR OmHCH H
rpadudeckye | OCOBEHHOCTH OTALNbHEIX AOKYMEHTOB  (UepTexH, (oTorpadus,
PHCYHKH H T.II.), CTABUTCH JaTa, HO/DEHOCTD M TIOMIHCE pabortruKa (¢ pacIIHGpPOBKOi)
chopmupoBaBluero gmemo. EcaM  KONMYECTBO THCTOB B JENle H3MEHAEeTCH,
3aBEPUTENLHAS HANIIHCh COCTABIAETC] BHOBE.

OcransHble  pexBH3UTHI 3aBCPUTCMILHOTO  JIMCTA  3allONHSIOTCH  PaGOTHHKAMH
I'ocapxusa PQ.
Hena odopmimsiotes B coorsercremn ¢ Tpebosanusmu OCHOBHEIX HpaBmi paboTeI
BEIOMCTBEHHBIX apxuBoB", a TaKxe "l'ocynapcrennoi CHCTEMOIH
AOKYMEHTAIMQHHOTO obecnieuen s yipasnenus: O6mie TpebOBaHMA K JOKYMEHTAM H
Cryx6am moKyMeHTanHORHOro ofecreuenus’,

OrseTcTBenHsblt 32 apxus PaClHCBIBAETCA B IIpHEME [Nl Ha Beex SK3EMILTIpax
OIHCEH, COCTAaB/IEHHBIX B CTPYKTYDHBIX TIOXpa3feNeHNAX, yKa3bIBasd ATy NpHeMa H
KOJIMIECTBO IPUHATEIX [€], & 3aTeM COCTABIAET CBOMHEIA FOI0BO Pasziesn onucH.
Omnucanne NOKyMEHTOB HOCTOSHHOTO M ACJITOBPEMEHHOTO XPaHEHHS [POH3BONUTCS
AT CHCTEMAaTH3AlMH [IEPEYHS CBEACHHUHE O COCTABE H ConepxaHuH nen. PaznencHble
OTMCH Ha Nelig MOCTOSHHOIO M JOJTOBPEMEHHOTO XPaHEHMS ¥ JeNa IO JIHYHOMY
COCTaBy COCTEBIAIOTCS C eIWHON BaloBOM HyMepalueH KaHuemapuei Impu
METOAMYECKO# oMoty ["ocapxusa PD,

Onucy Ha gend nocTosHEOro XPaHCHUA, IPeNHA3HAYCHHbIE 14 epesayu B ["ocapxus
PO, noanesxar [yrepxnenuto IKCIIEPTHO-ITPOBEPOYHOM KoMHccHel A Pd.

Omnuch cocToHT u3 romoBBIX Pa3[CIoB, NeNa pacloJiaraioTCs COTMAcHO CBOTHOM
HOMEHKIaType |Ie.

JOKyMEHTEl 1D nHYHOMY COCTaBy CHCTEMATH3HPYIOTCS B OMHCH IO andasury,
TeMAaTHKe, XpoHoorHH. Kaxoe nemno (otaensHsIii ToMm, 9acTh) BHOCHTCA B OIHCH 0L
CaMOCTOATENEHBIM — [OPSAKOBRIM — HOMEpoM. [ pael ONHCH 3aMONHTOTCE B
COOTBETCTBHH § TEMH CBEIEHUAMY, KOTOPhIE BEIHECEHE! Ha 000Ky nena.

IIpn BHeceHyy |B OMHCH HOAPSA HECKONBKHX JEN ¢ OAMHAKOBBIMH 3arOJIOBKAMY HIIH
ECCKOTIBKMX ~ TOMOB  IHINETCS IIOJHOCTBIO  3ar0JOBOK IIEPBOr0  fOena, B
HIDKECHEAYIOINX CTPOKaX IOANMCHIZaeTes "To XKe", OCTaIbHBIC DEKBH3WTHI Iena
YKA3BIBAIOTCS | IIONHOCTHIO, Ha KaKIOM HOBOM  JIHCTe OIMCH  3aroJloBOK
BOCIIPOH3BOIMTCS 3aHORO,

B cny4ae Bxmolenns B omucs ACT, HE 32BEPINCHHBIX JETIONPOU3BOICTEOM B TEUEHHE
I'OZa, B KOHLE |TOJOBOM OIIMCH YKa3bIBAETCS: "JJoOKyMEHTEI 110 DAHHOMY TOIYy CM.
TAKOKE B pasnene 3a __ rox, Ne ",

l'omoeete  pasmensi  ommcelt, Bmecre AGNaMH  TOCTOSHHOTO  XpaHEeHHS,
HpeAcrapnsroTcs B [ocapxus PO B 2-x SK3EMIULIpaX, OOHWH M3 KOTOPBIX
BO3BPAIIAETCS B HHCTHTYT.

Onumcu pen noaroepemennoro XpaHSHHs 0pOPMIIAIOTCA aHATOTHIHO, HO B I 0CapXxuBe
P® ne yTBepxnaores.

I'pada onmen fen "Tpumeuznme" HCIIONB3YETCS N IPOCTABIEHHS OTMETOK O
OpHEME NIeN, 0cGOEHHOCTSX UX BHU3ALECKOTO COCTOSIHMS, HATHYUH KOIMH | T.1.
ObecreyuBaTs GOXpaHHOCTE HOKYMSHTOB ofs3amb! JIHIA, OTBETCTBEHHBIE 32 BEICHUE
AcnonpoussonacTsa. Jlena ¢ MOMeHTa KX 3aBeICeHNS B JEIOTIPOU3BOJICTRE M [0 CHAYH B
aPXHB  XpaHATAS B pabovMX KOMHATAX B 3aKPBIBAIOIIIXCS wKadax # crenuansHO
OTBEACHHBIX, IPUTOIHbIX, 3aKPBIBAIONIHXCS [IOMEIICHHUSX.
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LOKyMeHTEI | & [effa, HaXONSUIWECd HA XDAHEHWUW B aDXHBE MHCTHTYTa, MOTYT
OPEAOCTABNATECA PabOTHHKAM TOPA3NeNeHNE HHCTHTYTA A7 paboThl BO BPEMEHHOE
(me Gosiee ONHOTO MECAIA) MONB3OBAHHE BHE apxwBa IJOJ PacIMcKy. Brigaua menma
PETHCTPHDYEICs B IKypHalZe ¢ yKasaHHEM HAHMMEHOBAHHY M HOMepa Jea,
CTDYKTYPHOTP TMONpasfeneHus, (eMWIMM JMla, KOTODOMY BELIAHO IEN0, AaThl
BBIJAYH ¥ BOBPALICHNSA, PACIHCKY B TOIyYSHHH.

Ilpu pabote|c apXUBHBIME IOKYMEHTAMHE He PaspelasTcs BHOCHTE B HHX IPaBKYy,
AenaTh IOMeTKH, paboTaTh ¢ HUMHE EHE CTyXeOHBIX TOMEIIEHH.

PaboTHWKY HECTHTYTAa OTBETCTBEHESI 32 COXPAHHOCTD, NPaBUJIEHOE HCIIONL30BAHHE
HOJTYyHEHHBIX| ApXMBHBIX JOKyMEHTOB H HepasIMallleHWe comepkameiics B mux
uH(pOopManuy. M3paTHE JOKYMEHTOB H3 ApXUBHBIX 1€ HE JIOITyCcKaeTcs.

Komun nokyMeHTOB, HaxoZsmmXcs B apXuBe MHCTHUTYTa, BBINAIOTCA IO 3asRICHHIM
SGMHTEPECOBAHHBIX JMI ¥ opraHzsaiui. Komus 3aBepsercs B yCTaHOBIEHHOM
IIOPSAAKE B COOTBETCTBHH C 3aKOHOIETENLCTBOM Poccuu. '




