POCCHHUCKASI <$EIEPALIUSA
MYHHIIUIIAABHOE KA3EHHOE YYPEX/IEHHE

«YIIPABAEHHE TIO BOIIPOCAM OBPA3SOBAHHAA
MEABEHCKOI'O PAHOHA KYPCKOH OBAACTH»

IIPHKAS3

28.01.2019 39

om Ne
nocesnox MedseHKka

00 yrBep:ikaenun WHCTPYKUMH 1O JAeJONPOU3BOIACTBY
MKY «¥YnpapjieHue 10O BOIpocaM o0Opa3oBaHUs
MenBenckoro paiiona Kypckoii o0acTi»

B coorBerctBuM ¢ wyacteto 3.3 cratbu 3 YcraBa MyHHULMNAIBHOTO
Ka3€HHOI'O YUPEKIACHUS «Y1paBiieHue o BOIIPOCaM oOpa3oBaHus
MenBenckoro  paitona Kypckoit  obmactu», pykoBoACTBYsCh  MHCTpykumeit 1mo
NEIONPOU3BOJICTBY, YTBEPKJACHHON MOCTAHOBIECHHEM AIMUHHUCTpAlMu MeIBEHCKOro
pationa Kypckoit ob6mactu ot 15.01.2019 Ne 24-ma B  1mensax  oOecreyeHuUs

BBITIOJTHEHUS IIOJIHOMOYMI 51 (GyHKUMHA, 3aKperIeHHbIX B Ycrase,
INPUKA3BIBAIO:

1.YTBEpauTs IIpUJIaraeMyro HNHucTpyK1mio 10 JEJI0NIPOU3BOJICTBY
MYHULIMIAIBHOTO Ka3€HHOTO YUPEKICHUS «YnpasineHue 1o BOIIPOCaM

oOpazoBanusi MenBeHckoro paifona Kypckoih oOmactuy.

2.PykoBonuTensiM  HEOOOCOOJEHHBIX  OTHEJNOB  YUPEXKACHHS, PYKOBOIUTEISAM
o0Opa3oBaTeNbHBIX  OpraHu3anui 00ecrneynuTh  HEYKOCHUTEJIbHOE  BBIIIOJHEHUE
WHCTpyKIMKM 1O ACJIONPOU3BOJACTBY  MYHHUIMIIAIBHOIO  Ka3€HHOIO  YUPEXKICHHUS
«Ynpaenenue 1o  Bompocam  oOpa3zoBaHus ~ MenBeHckoro — paiiona  Kypckoi
oOnactu», yTBEpkKACHHYI0 MYHKTOM | HacTosIero mnpukasa.

3.PexoMeHI0BaTh  PYKOBOIMUTENSIM  OOpa30BaTeNIbHbIX  OpraHu3alui B
cpok g0 1 deBpans 2019 rToma paspaborate u yTBepaAuTh HHCTpyKImIO
Mo  JCJONPOU3BOJACTBY  JUII  KOHKPETHOM  00pa3oBarelbHOW  OpraHu3aluul U
pa3MecTuTh ee Ha OQUIMAIbHOM caiite o00pa3oBaTelbHOW  OpraHU3alUd B
cetu HMHTepHeT.

4 Hactrosimuii npuka3 BcrynaeT B cwiy ¢ 28 guBaps 2019 roma w
MOJJICKUT  pa3MEUIeHUI0 Ha OQUUUAIbHOM caiTe YHpaBieHus MO BONpPOCaM
oOpazoBanuss B cetu IHTepHer.

HavyanbHuUK ynpaBieHus H.H.Ilunaesa




YTBEPXJIEHA
[Ipukazom MKY «Ynpasnenue mno Bompocam
oOpa3zoBanus MeIBEHCKOTO — paiioHa

Kypckoit  obmacTu»
or 28.01.2019 Ne 39

HNHCTPYKIUA 11O JEJIOITPOU3BOJACTBY
MYHHIHMIAJIBHOIO KAa3€HHOI0 Y4YpPeXKICHUs «YIpaBJeHHEe [0 BOIpocaM o00pa3oBaHus
Mensenckoro paiiona Kypckoit o0nacTm»

I. O0mme moJiokeHust

1.1. Hacrosmas MHcTpykuus no Jesonpou3BOACTBY (manee — MHCTpyKIus) yCTaHaBIMBAeT
EIMHYI0 CHUCTEMY JEJIOMPOM3BOACTBA M PAMOHAIBHOTO JOKYMEHTOOOOPOTa, CO3MaHUS M O(pOPMIICHHS
JOKYMEHTOB, TIOPSIIOK pabOThI C JOKYMEHTAaMH B MyHULIUIIAJIBHOM YUPEXKICHUH.

1.2. Unctpykuusi paspaboTaHa B COOTBETCTBHH ¢ (hefepalibHBIMH 3aKOHAMH, YKazaMu W
pacnopsbkeHussMu  IIpesunenra Poccuiickoit ®Penepanyy, IOCTAHOBICHHUSAMHM U PaCHOPSIKCHUAMU
[IpaButensctBa Poccuiickoit ®deneparuu, [IpaBunamu nenonpousBoicTBa B ¢eAepalbHBIX OpraHax
HCIIOJIHUTEJIBHOW BJIACTH, YTBEPXKIAECHHbIMU nocTaHoBieHueM IIpaBurenscrBa Poccuiickoit @enepanuu
or 15.06.2009 Ne477, MeroauuecKuMH pPEKOMEHJAIUSAMH 10  pa3padOTKe HMHCTPYKIHUHA 110
JIeJIOTIPOU3BOJICTBY B (pelepajbHbIX OpraHax MCIOJHUTEIbHON BIIACTH, YTBEP)KICHHBIMHM IPHKA30M
®enepanbHOro apxuBHOro areHrcTBa ot 23.12.2009 Ne 76, TOCT P 7.0 .97- 2016 «Cuctema cTaHAapTOB 110
uHpopMary, OMOIMOTEUHOMY M M3/1aTelIbcKoMy Jeny. OpraHn3alMOHHO-pacopsINTEeNbHAs TIOKyMEHTALUS.
TpeGoBanust K 0POPMIICHUIO TOKyMCHTOB.

1.3. TpeboBanust Hacrosuied WMHCTPYKIMM pacnpoCTpaHsSIOTCS Ha OpraHu3aluio padoThl C
JOKYMEHTaMH HE3aBUCHMO OT BMJIa HOCUTEJNS, B TOM YMCJE C 3JIEKTPOHHBIMU JOKYMEHTAMHM, BKJIOYas
MOJITOTOBKY, OOpabOTKYy, XpaHEHHWE W HCIOJIb30BAaHHE JIOKYMEHTOB C MOMOIIbI0 HH(POPMALMOHHBIX
TexHonoruii. KommnbloTepHble  (aBTOMaru3MpOBaHHBIE) TEXHOJIOTMM  00paloTku  uHpOpManuwy,
cozieprKalllelcst B IOKYMEHTAax, JOJKHBI OTBEYaTh TpeOOBaHUAM HacTosel MHCTpyKIum.

1.4. TTonoxxenust MHCTpyKLIMU HE pacIpOCTPAHSIIOTCS HA OpraHU3aluio0 paboThl C JOKYMEHTAMH,
COZIEpIKaIllMMU CBEJIEHUs, COCTABISAIONINE FOCYIapCTBEHHYIO TaiiHy. PaboTa ¢ ceKpeTHhIMU JOKYMEHTaMH
pernamentupyetrcs MHCTpykiueit mo obecneueHuto pexxuma cekpetHoctu B Poccuiickoit deneparuu u
IIPOBOAMTCS B IOMEIEHUSIX, 000PYAOBaHHBIX COOTBETCTBYIOIIMM 00Pa30M.

1.5. Mertonuueckoe pyKOBOJACTBO  OpraHu3allied, BEIEHHMEM M  COBEPILIEHCTBOBAaHHEM
JIeTIOTIPOU3BOJICTBA B YUPEKICHUAX, a TaKXKe KOHTPOJIb 3a COOMIOACHHEM TpeOOBaHMM HaCTOSIIEH
WHCTpyKIMU OCYIIECTBIISIOTCS. PYKOBOAUTENEM YUPEKIACHHUSL.

1.6. BeimonHenne  TpeboBaHuit  MHCTpykmuM — 0o0si3aTenbHO  JJIi  BCeX  PaOOTHHKOB.
OTBETCTBEHHBI 3a JEJONPOU3BOACTBO B MYHULHUIAIBHOM  YUPEKICHUH o0ecre4ynBaeT €ro
OpraHU3alMI0 M BEJCHUE B COOTBETCTBUU C MHCTpyKIMeH, 3HAKOMHUT BceX PaOOTHUKOB, B TOM 4YHCIE
BHOBb IPUHATHIX Ha paboTy, ¢ TpeboBanusMu MHCTpyKIuU.

1.7. PykoBomuTens Y4peXJICHHs HECeT YCTaHOBJIEHHYIO 3aKOHOJATEIbCTBOM Poccuiickoit
@enepalu  OTBETCTBEHHOCTh 3a coOmtoneHue TtpeboBaHuit MHCTpykIuu, a Takke COXPaHHOCTh
HaXOSIIUXCS Y HUX IOKYMEHTOB U COZIeprKalllelcsi B HUX MH(OpMaIUu.

1.8. Conepxanuie ciaykeOHbIX JOKYMEHTOB HE MOAJIEKHUT pa3liallleHulo, nepeaaya JOKyMEHTOB
CIIy’keOHOTO XapakTepa, MX KOMUI CTOPOHHUM OpPraHM3aLUSAM JIOIYCKAeTCs TOJNBKO C pa3perieHus
PYKOBOAMTENS, Tepefaya U UCIOJIb30BAHHE COACPKAHUS JTUYHBIX JOKYMEHTOB JIOMYCKAETCS TOJBKO C
paspelieHus paboTHHKA.

2. O0mume npaBuJia opopmiieHHsT JOKYMEHTAIINH

2.1. JlokymMeHTanuss MyHUIIUITAIBHOTO  YUPEKICHUS.

2.2. O6ume mpaBuia opopMICHHS JOKYMEHTOB.

2.2.1. OCHOBHBIM PEKOMEHIATEIILHBIM JIOKYMEHTOM, YCTAaHABJIMBAIOIIMM TPEOOBaHUS K OPOPMIICHUIO
nokymenros, seisercst [OCT P 7.0.97-2016 «Cucrema cranmaproB 1o uHpopManuu, OHOIMOTEUHOMY U
m3narenbckoMy niermy. OpraHu3airioHHO-PACTIOPSIIUTEbHAs TOKyMEeHTaIws. TpeboBanus K OQOpMIICHHIO
JOKYMEHTOB).

2.2.2.1lpy TOATOTOBKE OPraHU3AIMOHHO-PACTIOPSIUTEIFHBIX JTOKYMEHTOB TPUMEHSETCS
nporpamma Microsoft Office Word. B nokymenrax wucnonb3yercs mpudt Times New Roman,
HayepTaHue — OObIYHBIN, pasmep mpudrta — 12-14 it (mpu odopmieHun Tadaul gomyckaercs 11 or);



OJUHApHBIA — TOJYTOPHBIA MEXAYCTPOUYHBI HMHTEpBaJ, BbIpaBHUMBaHHE ab3ama IO IIHPHHE, C
OTCTYIOM NEPBOM CTPOKH 1,25 cMm.

3aroJ0BKM pa3/eNioB M MOAPA3EIOB MeYaTaloTcsl ¢ a03alHBIM OTCTYIIOM WJIM LIEHTPUPYIOTCS 110
IIMPUHE TEKCTa. MHOIOCTPOYHbIE PEKBU3UTHI IEUaTalOTCAd 4Yepe3 OIMH MEXCTPOYHBIM HHTepBall,
COCTaBHbIE YaCTU PEKBU3UTOB OTIEISIOTCS AOMOJHUTENBHBIM HHTEPBaAIOM. MHTEpBan Mexny cioBaMu —
OJIMH MPOOeIL.

2.2.3. Kaxnaplii TUCT JOKyMeHTa, OpOPMIICHHBIH Kak Ha OjaHke, Tak U 0e3 Hero, T0HKEeH UMETh
OIS

30 MM - 1€BOE;

10 MM - mpaBoe;

20 MM - BepxHee;

20 MM - HUXKHEE.

2.2.4.1lpu odopmieHnH OOKYMEHTa Ha ABYX M Oojiee CTpaHHMIAX BTOpas W TOCIEAYIOIINE
CTpPaHMIIbI HyMEPYIOTCS apaObCKUMU LU (PpaMU [TOCEpEIMHE BEPXHET0 MOJISL.

2.3. b1aHK KOHKPETHOTO BUJa JOKYMEHTa, KPOME MUChMa, BKIIOYAET B Ce0s1 pEKBU3HTHI:

HalMEHOBAaHNUE OPraHU3allH, IOArOTOBUBIIEH TOKYMEHT;

HAaUMEHOBAHME BUJIA IOKYMEHTA;

MECTO COCTaBJICHUS WM U3JaHUs JOKYMEHTAa,

OTrpaHUYUTENbHBIE OTMETKHU JJIs TPAHUL] 30H PACIOJI0KEHUS PEKBU3UTOB (TP HEOOXOAUMOCTH):

JlaTa J0KyMEHTa;

perucTpaloHHbIi HOMEp JOKYMEHTA,

3aroJIOBOK K TEKCTY;

OTMETKa O KOHTPOJIE.

2.3.1. HaumeHoBaHME OpraHu3alyy, sBISIOLIEcS aBTOPOM JOKYMEHTA, JIOJDKHO COOTBETCTBOBATh
HalMEHOBaHMIO, 3aKPEIIEHHOMY B €€ YUPEIUTEIIbHBIX JOKYMEHTAX.

2.3.2. CripaBo4HbI€ JaHHBIE 00 OpraHU3allMK BKIIOYAIOT: MOYTOBBIN ajpec; Homepa Tese(OHOB U
JpyTUe CBEJIEHUs 10 YCMOTPEHMIO OpraHMu3aluu (Homepa (akcoB, TEIEKCOB, CUETOB B OaHKe, ajpec
3JIEKTPOHHOMN TOYTHI U Jp.).

2.3.3. HammeHoBaHWe BHJA JOKYMEHTA, COCTABJICHHOTO WM W3JIaHHOTO OpraHW3aIuei,
periaMeHTHpYyeTcsl yCTaBOM (IOJIOKEHHEM 00 OpraHu3alui) M JIOJDKHO COOTBETCTBOBATH BHJIAM
TOoKyMeHTOB, iperycMoTpeHHsM [[OCTowm 7.0.97 — 2016.

2.3.4. JlaTel OANUCAHHUS, YTBEPHKACHUS, COITIaCOBAaHUS, a TAKXKe JaThl, COAEPIKAIINECs B TEKCTE,
oopmisroTcsT HUGPOBBIM CIIOCOOOM. DJIEMEHTHl JaThl MPUBOAATCS apaOCKUMU IUPpaMu B OIJHOU
CTPOKE B CIIEIYIOLIEH MOCIEI0BATEIbHOCTH: YUCTIO MecsIa, Mecsl, rof, Hanpumep: 17.01.2012.

JonyckaeTrcss u cinoBecHO-IIM(PoBOH crocod ogopmiieHus naTel, Hanpumep: 17 suBaps 2012
roja.

OO0s3aTenbHBIM SIBISIETCSl TpeOOBaHME €OUHOO0Opas3usi HalMCaHUA AT B OJHOM KOHKPETHOM
JOKYMEHTE.

B MexnyHapoaHol mepernucke nmpuMeHseTcs oOpaTHasl MOCJIeJ0BaTeIbHOCTh B HAIMCAHUU JIaT:
roJi, Mecsl, YUciIo Mecsaua, Hanpumep: 2012.01.17.

JlaToii nmoxkymeHTa SBIS€TCSl J€Hb €ro MOJIMUCAHUS WM YTBEPXKACHUS: JUIs MOCTaHOBJICHHUS,
pacriopsbkeHus — JeHb MOANUCAHMS; A JOKYMEHTa, JJs YTBEP)KJCHHOIO JOKYMEHTa — JIeHb ero
yTBepKAeHus. Jlata JOKyMeHTa MNpOCTaBISETCS JOJKHOCTHBIM JIMIIOM, TOAMMCHIBAIOUIUM WM
YTBEPKIAIOIIUM JIOKYMEHT.

JIOKyMEeHTBI BCTYHAlOT B CHJIy CO JHS WX MOAMHCAHUS (WM YTBEPXKACHUS), €CIIU B TEKCTE WU
3aKOHOJATEIBCTBOM HE MPEAYCMOTpPEHA JIpyras JaTa.

[Ipu cchiike B TEKCTE Ha MPAaBOBOM aKT MM MHOM JOKYMEHT 00S3aTeIbHO YKa3bIBalOTCS €ro
BUJI, 1aTa, HOMep.

[Mudposoit crmoco® mnpocTaBiIeHUsT AT HCIOIB3YETCSA, KaK TMPaBWiIO, NPH OQPOpPMIICHUHU
CITy>K€OHBIX TIHCEM, CIIPABOK, 3aKIIOYCHUH, HATMCAHUY TTOPYYEHHUH, BUBHPOBAHUH JOKYMEHTOB.

Jlatoil TokyMeHTa AJi IPOTOKOJIA SIBJISETCS JIeHb 3aceJaHus (IPUHATHUS PELIeHMs), Ul akTa —
JIeHb, B KOTOPOM MPOUCXOIUT COOBITHE, 3a()UKCUPOBAHHOE B TOKyMEHTe. JJOKyMEHTHI, U3JJaHHbIE IBYMS
uau 6oJee opraHu3alusIMH, TOJDKHBI UMETh OJIHY (€IMHYIO) JIaTy.

2.3.5. PeructpaiinoHHBIA HOMEP JOKYMEHTA COCTOUT U3 €r0 MOPSIIKOBOTO HOMEPA.

2.3.6. Ccplika Ha PEruCTPALMOHHBIA HOMEp M JaTy JOKYMEHTa BKJIIOYAET PETrHCTPAllMOHHBIN
HOME)p U JaTy JOKYMEHTa, Ha KOTOPBI JaeTCsl OTBET.



2.3.7. B kauectBe ajpecaTa MOTYT OBITh OpraHU3allMM, WX CTPYKTYpHBIE MOJpa3/eicHus,
JOJPKHOCTHBIE WU (PU3MUYECKHUE JTHLIA.

PexBu3uT «ampecaT» MPOCTABISETCS B BEpXHEH NpaBOil yacTW JOKyMeHTa (Ha OJiaHKe C
YIJIOBBIM PAcIiOIOKEHUEM PEKBU3UTOB) MM CIpaBa IOJ PEKBU3UTaMU OJylaHKa (MPH MPOJOIBHOM
PacrojoKeHUU PEKBU3UTOB OnaHKa). CTPOKM PEKBU3MTA «aJpecaT» BbIPABHUBAIOTCS IO JEBOMY Kparo
WM LEHTPUPYIOTCSI OTHOCUTEIBHO CaMOW JUIMHHOM CTPOKH.

IIpu agpecoBaHUM JOKYMEHTa PYKOBOIMTEIIO (3aMECTUTENI0 PYKOBOAUTENS) OpraHU3aldu
YKa3bplBalOTCA B JAaTElIbHOM MaJeKe HAMMEHOBAHUE JIOJDKHOCTH PYKOBOJIUTENS (3aMECTHTENs
PYKOBOJIUTENS), BKIIOYAIONIEe HAUMEHOBAHHE OpraHW3alud, ¥ (aMuiIus, WHULIUAIBI JOJDKHOCTHOTO
Iuua.

Hampumep (31eck u nanee npuMepbl HaUMEHOBAHMS OpraHU3alMil, X CIPAaBOYHBIE JaHHbBIE U
Ip. SIBJIAIOTCS YCIIOBHBIMU):

PykoBoautento denepanbHOro
apXHUBHOTO areHTCTBA
damummsg U.0.

[Ipu ampecoBaHWH MHChMa B OPraHHU3aIMIO0 YKA3bIBAETCS €€ IMOJHOE WM COKpAIICHHOE
HAaMMEHOBAHHE B UMEHUTEIHLHOM MaJIekKe.

[Tpumepsr:

1.denepaibHOE ApXUBHOE ar€HTCTBO

2.Pocapxus

[Ipu anmpecoBaHMM [OKyMEHTa B CTPYKTYpHOE MOJpa3felieHue OpraHu3alid B PEKBU3UTE
«aapecar» yKasbIBaCTCA B MMCHUTCIIbHOM MAaACKE HAMMCHOBAHHUEC OpraHu3aliv, HUKC — HAMMCHOBAHUC
CTPYKTYpPHOTO MOAPa3IeICHHUS.

IIpumep:

denepallbHOE APXUBHOE ar€HTCTBO
OTtaen rocy1apcTBEHHOM CITyKOBI,
KaJpoB U Harpaj

IIpu agpecoBaHuMMm nHUCbMAa PYKOBOJUTENIIO CTPYKTYPHOTIO IIOAPA3ZC/ICHUS YKa3blBacTCs B
MMEHUTEJIbHOM TMaJIe)keé HaUMEHOBAHWE OpraHM3alluM, HIDKE - B JIaTEIbHOM Ia/ieKe HauMEHOBaHHE
JOJDKHOCTH PYKOBOJIUTENS, BKIIIOYAIOIIEe HAaMMEHOBAaHHE CTPYKTYPHOTO MOJpa3JiesieHus], (haMHIIUIO,
WHUIUAIIBL.

ITpumep:

AO dIpodpunb»
PykoBoguTento 10roBopHO-
IIPaBOBOT'O OT/EJA
®amunus 1.0.

[lepen ¢damunameil TOMKHOCTHOTO JIMLA JOMYCKAeTCsl YMNOTPeONATh COKpallleHue «r-Hy»
(rocrioinHy), €Cly ajipecat MyXKUnHa, WIH «T-Ke» (TOCIOXKe), €M aapecar KEeHIHHA.

IIpumepsr:

1 r-ny ®amunus 1.0.

2 r-xe ®amminsa 1.0.

IIpu paccelike [OOKyMEHTa Tpynmne OpraHu3aluil OJHOrO0 TUNAa WIM B CTPYKTYpHBIE
MO/Ipa3/IeNICHUs] OJTHOM OpraHu3alllu, aJipecaT yKa3bIBaeTcsi 000OIIEHHO.

[Tpumepsi:

1 PykoBoauTensiM JOYEpHUX

obmectB AO «IIpoduisy

2 PykoBoauTensiM ynpaBiIeHUN

PocapxuBa



[Tpu pacceuTke TOKYMEHTAa HE BCEM OPTraHM3AIMsIM WIH CTPYKTYPHBIM IMOAPA3IEICHHUSIM TI0]
PEKBU3BHTOM «aJipecaT» B CKOOKax yKa3bIBaeTCs: «(TI0 CITHCKY)».

ITpumep:

PykoBogutensim nouepaux oomects AO «IIpoduisy»

(o criucky)

B omHOM mokyMeHTe HE JOJDKHO OBITh Oosee yerwipex aapecatoB. CioBo «Komms» mepen
BTOPBIM, TPETBUM, YETBEPTHIM ajJpecaTaMd HE yKasbiBaeTcs. IIpu OoJbllieM KOJHMYECTBE aapecaToB
COCTABJISIETCSI CMHMCOK (JIUCT, YKa3aTelb) PACCBUIKM JIOKYMEHTA, Ha KaXKJIOM JOKYMEHTE YKa3bIBAaeTCs
OJIMH aJipecaT WK agapecat ohopmisieTcs: 0000IIEeHHO.

B cocraB pexBu3HTa «@apecary» MOKET BXOAUTH MOYTOBBIM ajapec. Ecim mucbMo aapecyercs
OpraHu3aIyM, YKa3bIBACTCS €€ HAaMMEHOBAHUE, 3aT€M IIOUTOBBIN ajpec. DIIEMEHTHI aJipeca yKa3bIBAIOTCS
B [10CJI€I0BATEILHOCTH, YCTAHOBJIEHHON NTOYTOBBIMU IIPABUIIAMH.

Hanpuwmep:

Anmvunucrtpanusa Kypckoit obnactu
Kpacnas momans, Jlom CoeToB
r.Kypck, 305002

[TouToBBIN agpec MOXKET HE yKa3blBaTbCsl B JTOKYMEHTAaxX, HalpaBisieMbIX B BBICUIME OPIaHbI
BJIACTH,  BBIIIECTOSIIIME  OpPraHU3allid, IOJBEJOMCTBEHHBIE  OpraHu3allMd U IMOCTOSHHBIM
KOpPpECHOHJIEHTaM (3a MCKIIIOUEHUEM HallpaBJIeHUs MHMCEM YKa3aHHBIM aJipecaraM B KOHBEpPTax C
[IPO3payHbIMU OKHAMM).
[Tpu agpecanuu 1OKyMeHTa (GU3NIECKOMY JIMILY YKa3bIBAIOTCS: (haMIIIUS WHUIMAJIBI, TOYTOBBINA
azpec.
ITpumep:
Kupeesy N.I1.
CanmoBas yi., 1. 5, kB.12
x.BeicokoHCkue J[BOpHI,
MenBeHCKuUI parioH,
Kypckas o6mnacts, 307030
[Tpu oTnpaBke MuUchbMa MO AJIEKTPOHHOM MOYTE WIH MO (PaKCUMUIBHOMN cBs3u (0€3 JOCHUIKH 10
MOYTe) MOYTOBBIN ajjpec He ykasbiBaeTcs. [Ipu He06X0AUMOCTH MOXKET OBITh yKa3aH 3JEKTPOHHBIN aapec
(Homep Tenedona/dakca).
ITpumep:
Bceepoccuiickuii Hay4yHO-UCCAEN0BATENbCKUM
MHCTUTYT IOKYMEHTOBEEHUS U apXUBHOIO Ji€JIa
mail@vniidad.ru

2.3.8. I'pud yTBep)IeHUsT JOKYMEHTA MPOCTABISETCS HA JOKYMEHTE B CIIydae ero YTBEPKICHUS
JOJDKHOCTHBIM  JIMLIOM, PAacHOpPSIUTENBHBIM JOKYMEHTOM (IIOCTAaHOBJIEHHEM, PEIIEHUEM, IPHUKA30M,
pacrnopspKeHHEM) WK PEellIeHUEM KOJUIETHAIbHOTO OpraHa.

['pud yTBepkIeHHS pa3MelIaeTcsl B IPaBOM BEPXHEM YIIIy MEPBOro JHUcTa JoKyMeHTa. CTpoKu
PEKBHU3UTA BHIPABHUBAIOTCS 110 JIEBOMY KPar0 WM [EHTPUPYIOTCS OTHOCUTENBHO CaMOil ITTMHHON CTPOKH.

[Tpu yTBepKIE€HUM TOKYMEHTa JIOJDKHOCTHBIM JIMIIOM TpU( YTBEp)KIEHHUS COCTOMT U3 CJIOBA
YTBEPXJIAIO, nHaumMeHOBaHUS MJOKHOCTH JIMIA, YTBEP)KIAIOIMIETO JOKYMEHT, €ro TOJIHCH,
WHUIUAIOB, (aMIUIUU U 1aThl YTBEPKICHHUS.

ITpumep:

YTBEPXIAIO
I'maBa MenBeHckoro paiioHa
N.O0.®amunus

(JTMYHast TOIKCH)

ara

HpI/I YTBCPXKACHUU NOKYMCHTA HCCKOJIBKMMHU  OOJDKHOCTHBIMHU  JIMIIAMU HUX TIOAIUCH
pacrioyiaratot Ha OJIHOM YpOBHE.



[Tpu yTBEp>KACHUHU TOKYMEHTa PacopIUTEIbHBIM TIOKYMEHTOM TPU{Q YTBEpPKICHHS COCTOUT U3
cioBa YTBEPXJIEH (YTBEPXIAEHA, YTBEPX/IEHbBI unu YTBEPXJIEHO), cormacoBanHoro c
HAaUMEHOBAaHMEM BHUJA YTBEPXKAAEMOI0 JOKYMEHTA, HAMMEHOBAaHUS pPACHOPSAAUTENBHOTO JOKYMEHTA B
TBOPUTEIHLHOM MAJIeKe, €ro 1aThl U HOMEpa.

ITpumep:

1 (ITonoxenue)

YTBEPXJEHO
pemenueM IIpencraButensnoro Cobpanus
MenBeHCKOro paiioHa
OT «___ » 20 . Ne_

150305
2 (IlpaBuiia)
YTBEPXJIEHBI
MOCTAaHOBJICHHEM AJMUHUCTPAIIUU
MenBseHCcKOoTo pailoHa
0T « » 20 . Ne_

2.3.9.T'pud cormacoBaHus JJOKYMEHTAa MPOCTABISAETCS HA JOKYMEHTAX, COTJIACOBAaHHBIX
OpraHamMM BJIaCTH, OpPTaHU3aLUAMM, JOJDKHOCTHBIMHU JMUaMmu. I'pud corimacoBaHusi B 3aBUCUMOCTU OT
BHJIa TOKYMEHTA U OCOOCHHOCTEH er0 0(POPMIICHUSI MOXKET MPOCTABISATHCS:

-Ha [IEPBOM JIUCTE JOKYMEHTA (€CIM TOKYMEHT UMEET TUTYIbHBIHN JIUCT. — HA TUTYJIBHOM JIUCTE)
B JICBOM BEpXHEM yIIIy Ha YpoBHE rpu(a yTBEp>KIACHUS WIN NOJ HAUMEHOBAHUEM JIOKYMEHTa OJIMKE K
HUKHEMY TIOJIIO);

-Ha MOCJIEHEM JIUCTE JOKYMEHTA 0] TEKCTOM;

-Ha JIUCTE COIIACOBaHUs, SIBJISIOUIEMCS HEOTHEMIIEMON YacThIO IOKYMEHTA.

I'pu¢ cornacoBanust qokymenta coctout u3 ciaosa COI'JTACOBAHO (mpomnucHbiMH OyKBamu,
0e3 KaBbIUCK), JOJDKHOCTH JIMIA, C KOTOPbIM COIJIAaCOBBIBAECTCS JIOKYMEHT, JUYHOM MOAMMUCH,
pacirpoBKy NOANKCH (MHULKANOB, (haMUIINK) U AAaThl COITIACOBAHMSL.

Harpumep:

COI''TACOBAHO
Hauvaneuuk otnena BK
Kypckoii obnactu
110 MenBeHCKOMY palioHy
JInunast nognuce U.O.@amuinus
Jara

Ecnn cormacoBaHue oOCyHIeCTBIISETCS KOJIJIETHAJIbHBIM OpPraHoM, B TIpude coriiacoBaHus
yKa3bIBalOT CBEACHUs 00 OpraHe, COIJIACOBABIIEM JOKYMEHT, JaTeé M HOMepe MPOTOKOJIa, B KOTOPOM
3aUKCUPOBAHO pelIeHne o0 coriacoBaHuu. Eciau cornacoBaHue OCyIECTBISIETCS MUCbMOM, YKa3bIBatOT
BU/[l IOKYMEHTA, OPraHU3al1I0 — aBTOPa JJOKYMEHTA, 1aTy U HOMEp MHUChMA.

IIpumepsr:

1) COI'JTACOBAHO
CoBeToM TUPEKTOPOB
AO «IIpoduib»
(TpoToko OT Ne )

2)COTI'JTACOBAHO
nucbMoM PocapxuBa
oT No

I'pud cormacoBaHus MOMKET pacloyiaraTbCsi Ha OTICJIBHOM JMCTe corjacoBaHus. Jlucr
COIJIaCOBaHUsl COCTAaBISIETCA B ClIy4asX, KOIJA COACP)KaHHE JOKYMEHTa 3aTparuBacT WHTEPECHI
HECKOJIbKUX OpraHU3aluil, 0 YeM JeslaeTcs OTMETKa Ha MecTe Ipuda coriaacoBaHMsL.

Hanpuwmep:

JIuct cornacoBaHus MpUIIAraeTcs

Jluct cornmacoBanus oopMIIseTCs 1Mo cienyomei Gpopme:



JINCT COI'JTACOBAHUA
K IIPOEKTY MOJIOKEHUS O CUCTEME BeJIeHUs1 KJlaccu(UKaTOpa yrpaBiIeHUYECKON JOKYMEHTAluU

COI''TACOBAHO COI''TACOBAHO
I1epBbiii 3amMecTuTeNb [N1aBBI AAMUHKUCTpAITUN 3amectutenb [ 1aBbl AJIMUHUCTPALIMA
MenBeHcKoro paiioHa MenseHcKoro paiioHa
JInynag nmoamnuch Nnoo JInyHag nmoanuch Hnoodo
Hara Jara

3aroMHEHHBI  JIMCT ~ COTJIACOBAHMS  IMOANMUCHIBACTCS W JIaTHPYETCSs  OTBETCTBEHHBIM
UCIIOJIHUTEJIEM U MpHJIaraeTrcsa K IpoekTy JokyMeHTa. [Ipu Hammuuu BO3pa)KeHUH M0 TEKCTYy JOKYMEHTa
rpud cormacoBaHus HE TMOMHUCHIBACTCS.

3.3.10. B pesomronuu naercs ykazaHuE IO MCIOJHEHUIO TOKyMeHTa. Pe3omorus odopmiisercs
Ha CBOOOJHOM MecTe paboyero Moyl JOKYMEHTa, Ha OJIaHKEe pPE30JIONMA WJIA BHOCHUTCS
HEMOCPEJACTBEHHO B CHCTEMY 3JIEKTPOHHOTO IOKYMEHTOO00pOTa.

Pesomtonuss BktOUaeT: (pamMuiInio, MHULIMAIBI UCHOJHUTENS (MCHOJIHUTENEH), MOpyYeHUe 10
JOKYMEHTY, TIPH HEOOXOAUMOCTH — CPOK MCIIOJIHEHUS, TOJIMUCH JIMIA, BBIHECUIETO PE30IIOIUI0, AaTy
PE30IIIOLIHH.

B cnyuae ecnu B pe30olUd MOPYYEHHUE JAHO HECKOJIbKUM JIOJDKHOCTHBIM JIMIIAaM, OCHOBHBIM
WCTIOJIHUATENIEM SIBIISIETCS JIMIO, YKa3aHHOE B TOPYYEHUHM NEpPBHIM, €CIM HE OroBOpeHO HHoe. Emy
MIPEIOCTABIIAETCS IIPABO CO3bIBA COMCIIONHUTENEH U KOOPAUHAIIMH UX PaOOTHI.

[Ipumep:
[Terposoii A.H., Cenory N.I1.
[IOATOTOBUTH MPOEKT M1UchMa,

pacropsbKeHUs, IMOCTAHOBJICHUS HW. T. ]
JInyHag nmoamnuce
ara

2.3.11. 3aronoBoK K TEKCTY — KpaTKO€ cOAep X aHUe JOKYMEHTa, MOXKET COCTAaBISIThCS KO BCEM
JIOKYMEHTaM, 3a HCKJIIOYEHHUEM JOKYMEHTOB, UMEIOIIMX TEKCT HEOONbIIoro oorema (10 4 — 5 CTpoK).
3aronoBoK K TeKCTy ¢opmynupyercs ¢ mpemigorom «O» («O0») u OTBe4aeT Ha BOIPOC: «O ueM?»,
HaIpUMeEp: «PaCIOPSHKCHHE. .. O CO3/IaHUHU aTTECTAIMOHHON KOMHCCHI.

Touka B KOHIIE 3aT0JIOBKa HE CTaBUTCSI.

2.3.12. TexkcT MAOKyMEHTa OTpakaeT OCHOBHOE CMBICIOBOE COJEpKaHHWE JOKYMEHTa —
yIpaBJeHYECKOe JeUCTBUE, PELICHHE.

TekcT JOKYMEHTa COCTaBISIETCS Ha PYCCKOM $SI3BIKE B COOTBETCTBHHM C 3aKOHOJATEIHCTBOM
Poccuiickoit denepanuu.

B Tekcre OKyMeHTa, MOJITOTOBJICHHOM Ha OCHOBAaHWM 3aKOHOAATEIBHBIX WJIH HWHBIX
HOPMATUBHBIX TMPABOBBIX aKTOB, paHee U3JAaHHBIX PACIIOPSIUTENBHBIX JOKYMEHTOB, YKa3bIBAIOTCS HUX
PEKBH3UTHI:

-HaUMEHOBAaHUE JOKYMEHTa, HAaWMEHOBAHHE OpTraHM3allMd — aBTOpa JIOKYMEHTa, JaTa
JOKYMEHTa, PETHUCTPAIMOHHBIA HOMEp JTOKYMEHTAa, 3arojIOBOK K TEKCTy WM HaWMEHOBaHHE BHUA
JTIOKYMEHTA;

-HANMCHOBAaHUE OpTaHHM3AIlM¥ WJIA JOJDKHOCTHOTO JIMIIA, YTBEPIUBIICTO JOKYMEHT, JaTy
yYTBEPKACHUS TOKYMEHTA.

TekcT JOKyMeHTa MOXKET COAePIKaTh pa3Jieibl, MOIPa3eiibl, ITYHKTHI, MOAITYHKTHI, HyMEpyeMbIe
apabckuMHu UG pamMu.

TekcT medaraeTcss Ha pacCTOSIHUM 2-3 MHTEpPBala OT 3arojiOBKa B YCTAHOBJICHHBIX TpaHHIAX
nonei. [lepBas cTpoka ab3ara HauMHAETCS HAa paccTOSHUU 1,25 CM OT JIeBO# TpaHUIIBI TEKCTOBOTO MOJIS.

TekcT, Kak MpaBuiIO, COCTOMT M3 JBYX HacTteil. B mepBoil yacTu yKa3bIBalOTCS MPUYUHBI,
OCHOBAHWUS, IIEJIM COCTABIICHUSI JOKYMEHTA, BO BTOPOH — pPEIICHHs, BBIBOABI, IPOCHOBI, MPEIOKECHUS,
PEKOMEH/IaLIUH.

TexkcT MOXKET coaepKaTh OHY 3aKIIOYUTENBHYIO YacTh (HampuMmep, paclopsDKeHUS —
pactopsIIUTENIbHYI0 4YacTh 0€3 KOHCTAaTHUPYIOIIECH, MUChMa, 3asBICHUS — MPOCKOy 0€3 MOsSICHEHUS,
CIPaBKH, TOKJIA/IHbIEC 3aIUCKU — OIIEHKY ()aKTOB, BBIBOIBI).

B mpaBoBbIX JOKyMeHTax (IIOCTAHOBJICHHUSX, MPHKA3ax) TEKCT H3Jaraercss OT MEepBOTo JuIa
eauHcTBeHHOro yncina (IIOCTAHOBJIAIO, ITPUKA3BIBAIO) unu oT TpeThero Juia eIMHCTBEHHOTO
yucna (Aamunauctpanus Mensenckoro paiiona [IOCTAHOBIIAET).



B noxkymeHTax KoJIJIETHalbHBIX U COBEIIATENbHBIX OPraHOB TEKCT M3J1araeTcsi OT TPETHEro JnLa
€IMHCTBEHHOTO YHCIIA («KOJUICTHSI. .. IOCTAHOBJIISIETY, «COOpPAHUE. .. PEIIIIIO).

TekcT mnpoToKOda H3JIAaraercs OT TPEThEro JHIla MHOXKECTBEHHOIO Yucia («CIayLlanuy,
«BBICTYIIUJINY, «PEIIUIIN).

B nokymeHnTax, ycTaHaBIMBAaWOIIMX IpaBa M OOA3aHHOCTH AJMHMHHUCTpalMM MeIBEHCKOIo
pailoHa, a TakXke coJlep)KallluX ONKCAaHWE, OLEHKY ()aKTOB WJIM BBIBOJBI (AKT, CIpaBKa), UCIOIb3yeTCs
(dopma M3IOKEHUS TEKCTAa OT TPETHETO JIMIA €IUHCTBEHHOTO HJIM MHOKECTBEHHOTO 4Hcla («B COCTaB
yIpaBIeHUS BXOIATY, «KKOMHUCCUS YCTAaHOBUIIAY).

B coBMecTHBIX JOKYMEHTax TEKCT H3Jlaraercs OT IEpBOrO JMIla MHOXECTBEHHOI'O 4HCIa
(«penmmy).

B nenoBbIx (cimy>keOHBIX) MUChMaX UCTIONB3YIOTCS (POPMBI U3JI0KEHHUS:

-OT MEpPBOr0 JHUI]a MHOXXECTBEHHOTO 4YHUCNa («IPOCUM HAMNpPaBUTh...», «IIPEJCTABISIEM Ha
PacCMOTpEHHE. .. »);

-OT TPEThEro JHIA EJUHCTBEHHOrO0 4YHclia («MUHHUCTEPCTBO HE BO3PAXkAaeT...», «OOIIECTBO
CUUTAET BO3MOXKHBIM...»);

-OT TMEepBOT0 JMIa eIuHCTBeHHoro uucina («CyuTaro HEOOXOAUMBIM...», <«IIpPEeAarar
PaCCMOTPETh. ..»), €CIIH MUCHhMO O(POPMIIEHO HA TOJPKHOCTHOM OJIaHKeE.

B TexcTax AJOKYMEHTOB yMOTPEOISIFOTCS TOJBKO OOIICTIPUHATHIE aO0peBHaTyphl U TpadudecKue
COKpALICHHUS.

[Tpu ynotpebiaeHnH B TeKcTe (haMUIIUI UL HHULIUAJIBI YKA3bIBAIOTCS MOCe paMUIINU.

B nenoBbIx (city:ke0HBIX) MMCbMaX MOTYT UCIIOJIb30BaThCA:

-BCTYIUTENIbLHOE OOpalieHue:

YBaxaewmslii rocnionuH I[Ipencenarens!

YBaxaemblit rociogus ['yGepnarop!

YBaxaewmslii rocniouH [Ipoxopos!

VYBakaemas rocnoka 3axapona!

VYBaxaewmsiii Hukomnaii [lerpoBuy!

VBaxkaemas Onbra HukonaeBna!

YBaxaemble rocrojial

B oOpamennn nmo JOMKHOCTH HAMMEHOBAaHUE JOJKHOCTHU MUIIETCS C NMPOMHMCHON OYyKBBI, B
oOpariieHuu 1o (haMUJIMKH UHULIAATBI JIUIA HE YKa3bIBAIOTCS.

-3aKJII0YUTENbHAS ATUKETHAs (ppaza:

C yBaxeHuewm, ...

2.3.13. Iloanucanue CIy>)KeOHBIX THUCEM U JIPYrod KOPPECHOHICHIWH B AJIMUHHCTPALUU
MenaBeHckoro  paiioHa  ocyuiecTBisercs [ aBoid, 3amectutensMu [7maBel  AJMUHUCTpAIUH,
PYKOBOJUTENSAMHU CTPYKTYPHBIX TOJIpa3aesieHui.

B cocraB pexBusura «lloamuck» BXOIAT: HAMMEHOBAaHUE OJKHOCTH IUIA IMOAMKUCABIIETO
JOKYMEHT (TIOJTHO€, €ciM JOKYMEHT odopmiieH He Ha OJlaHKe JIOKyMEHTa M COKpalleHHOe — Ha
JTOKyMeHTe 0(hopMIIEHHOM Ha OJIaHKe); THYHAs TIOJMUCH; paclIuppoBKa MOAMUCH (MHUIIHAIBI, (DaMUITHS).

Hampuwmep:

I'maBa MenBeHCcKOro paiioHa JIngyHasg moamnuch N.0.damunug

HaumeHoBaHus TOMKHOCTEHN pacioiaratoTcs 1o JIEBOMY Kpato 0e3 oTcTymna.

[Ipy monamucaHuM JOKYMEHTa HECKOJIBKUMH JODKHOCTHBIMH — JIUIIAMH WX  TOAMHCH
pacrnojaraioTcs OJHa TMOJX JAPYroil B IOCJIEIOBATENbHOCTH, COOTBETCTBYIOLIEH 3aHUMAEMbIM
JOJKHOCTSIM.

Hampuwmep:

I'maBa MenseHckoro paiiona JInyHass MOANUCH
oo

['maBHbIi Oyxranrep JInynas noanuck noo

[Ipy noanucaHuu AOKYMEHTAa HECKOJBKUMHU JMUAMH PaBHBIX JOJDKHOCTEM HX IOJIIHUCH
pacrosararTcs Ha OJHOM YPOBHE.
Hanpuwmep:



Crenuanuct CnenmainucT
JInyHasg MOAIIUCH IMTocamkoB JInyHasg moanuch Kykosunkas E.C.
IL.T.

[Tpu moanmucaHnuy COBMECTHOTO JIOKYMEHTA MEePBbIi JINCT oopmiseTcs
He Ha OJIaHKe.

B nmokyMeHTax, cOCTaBICHHBIX KOMHCCHEH, YKa3bIBAIOTCS HE JOJKHOCTH JIMII, TIOIIACHIBAIOIINX
JOKYMEHT, a UX 0053aHHOCTH B COCTaBE KOMHUCCUU B COOTBETCTBHH C PACIIPEACTICHUEM.

Hanpuwmep:
IIpeacenarens KOMHCCHH JInynas noanuce T.1.PeikyHOBa
UsieHbl KOMUCCHMU: JIvnunas noanuce H.A.Ilycrymikuna
Jlnynas nmoanuce E.O.Cenpix
JInyHag nmoanuch JLLA.XKsIipoBa

Bo3MoxHO pacronoxeHue noanucei no andaBuTy hamMHuiIHii.

JIOKyMEHTBI KOJIJIETHAJIbHOTO OpraHa IOAIMMCHIBAIOTCS TIpeJceqaTeleM JTOr0 OpraHa |
CEKpeTapeM.

[lpn moanucaHuy IOKYMEHTa JIMLOM, WCIIOJNHSIOIUM OOS3aHHOCTH PYKOBOAMTENS, MOIIHUCH
ohopmIIseTcs ¢ yKa3aHUEM CTaTyca JODKHOCTHOTO JIMIA B COOTBETCTBUY C PACTIOPSDKEHHEM (IIPUKA30M).

[Tpumep:

N.o. I'maBel MeaBeHCKOTO paioHa MOJIUCH N.O0.®amunus
Hnu:

Hcnonasgiomuii 0013aHHOCTH

I'maBel MeaBeHckoro paiiona HOAIINCH N.0.damunusa

[Ipy monamucaHUM JOOKYMEHTa IUIOM, HMEIOIIMM IIPaBO MOAMHCH B CIydyae BPEMEHHOTO
OTCYTCTBHSI PYKOBOJIUTEIISI, HCIIPABJICHHUS B HAMMCHOBAHUHU JOJDKHOCTH M pacmupoBKYy haMumuu yxe
MOATOTOBJIEHHOTO M COTJIACOBAHHOTO MPOEKTa JTOKYMEHTa BHOCATCS OT PYKH WJIM C MCHOJIb30BAaHUEM
COOTBETCTBYIOIIMX IITamMnoB. He gomyckaercss CTaBUTh KOCYIO 4epTy, HaaOuCh «3a» TMepesn
HaVMEHOBAHHMEM JIOJXKHOCTH JIMIA B TOANKUCH, €CIIM TOKYMEHT MOANUCHIBAET HHOE JOJKHOCTHOE JIUIIO.

[Toanuce oTnensieTcss OT MOCIEAHEN CTPOKU TEKCTa 2-3 HHTEpBaJIaMH.

HanmeHnoBanue nomxkHOCTH B pekBU3uTe «lloanuce) neyaTaeTcst OT JIEBOW IPaHULIbl TEKCTOBOTO
TIOJIST Uepe3 OAMH MEKCTPOUYHBIA UHTEPBAI.

PacumdpoBka noanucu B pexBusnute «lloamuce» pacnonaraercs Ha ypoBHE MOCIEIHEH CTPOKU
HAaUMEHOBAaHMSI TOJKHOCTH, IeyaTaeTcs 0e3 mpodesia Mex1y MHUIIMaJaMi UMEHHU, OTYeCcTBa U (haMuiIuei.

3.3.14. OrmeTka 00 SMEKTPOHHON TOJMUCU UCHOIB3YETCS MPH BU3YaAlM3aIMH JIEKTPOHHOTO
JIOKYMEHTA, MOAMMCAHHOTO 3JIEKTPOHHOM MOANKCHIO, C COONMIOACHUEM CIEIYIOIINX TPEOOBaHUA:

a) MECTO pa3MeIIeHUs] OTMETKU 00 AIIEKTPOHHON MOAMUCU JIOJDKHBI COOTBETCTBOBATH MECTY
pa3MenieHnsi COOCTBEHHOPYYHOM MOIUCH B aHAJIOTHYHOM JIOKYMEHTE Ha OyMa)KHOM HOCUTEJE;

0) DJIeMEHTHI OTMETKH 00 AJIEKTPOHHOU MOJIMUCH JTOJKHBI OBITh BUAMMBIMU M YUTAEMBIMH TPU
0TOOpaXeHUH JOKYMEHTA B HATYpaJlbHOM pa3Mepe;

B) OJJIEMEHTHI OTMETKH OO0 OJIEKTPOHHOW TOANMUCH HE JOJDKHBI MEpPEeKPhIBATHCS WU
HaKJIaJIbIBAaThCS APYT Ha JIpYTa;

T)3JIEMEHTHl OTMETKH 00 AJIEKTPOHHOW MOJMUCU HE JOJKHBI MEPeKpPhIBaTh DJIEMEHTHI TEKCTa
JOKYMEHTA U Ipyrre OTMETKHU 00 3JIEKTPOHHOM nmoAnucH (IpyU HaJIUYUN).

OtmeTka 00 DJIEKTPOHHOW TOJMUCH B COOTBETCTBHHM C 3aKOHOJATENhCTBOM Poccuiickoit
Oenepanun BKIOYaeT ¢pasy «{oKyMeHT moammcaH 3JI€KTPOHHOW IMOINMHUCHI0», HOMEp cepTudUkaTa
KIIF0Ya AJIEKTPOHHOW MOAMUCH, (DaMUIIUIO, UMS, OTYECTBO BIAJENblla cepTU(UKATA, CPOK ACUCTBUA
cepTu(duUKaTa Kjiroua 3JIEKTPOHHOMN MOJIHICH.

3.3.15 CBenennst 0 HaNWYWKM TPHIOKEHUNA B TIOCTAHOBIICHUSX, PACHOPSDKCHUSAX, PEHICHUSX
YKa3bIBAIOTCS B TEKCTE, HAIPUMEP: COTIIacHO MpritoxeHnto Ne 2 wm: (mpusokenue Ne 2). [Ipu Hamuaum
OJIHOTO TIPUJIOKEHUSI TTOPSAJIKOBBIA HOMEDP HE cTaBUTCA. [Ipy HAIMYMU HECKOJBKUX MPUIOKEHUN Ha HUX
MPOCTABJIAIOTCS NMOpsAKoBbIe HoMepa. [lepen nndpoBsIMU 0003HAYEHUSIMH CTABUTCS 3HAK «Noy.

Hanpuwmep:
[Tpunoxxenne Ne3
K [TOCTAHOBJICHUIO AJIMUHUCTpAIUH
MenBseHcKoro paioHa
OT «__ » 20 r. No




Homnyckaetcsi Boipaxkenue «[IPUJIOJKEHUME No» medararh mpomucHBIMH OyKBaMH, a TakKke
LEHTPUPOBAaTh 3TO BBIPAKEHUE, HAUMEHOBAHHUE JIOKYMEHTa, €ro JaTy W PErucTpaldOHHBI HOMep
OTHOCHUTEIJILHO CaMOil ITTMHHON CTPOKHU.

B compoBoaMTENbHBIX THUChMAX U APYTUX UHGOPMAITMOHHO-CIPABOYHBIX JTOKYMEHTAaX OTMETKA
O MPWJIOKEHUU OPOPMIISIETCA MOJI TEKCTOM OT TPaHMIIBI JIEBOTO OIS CIIEAYIOIIUM 00pa3oM:

-€CJIM MPUJI0KEHUE Ha3BaHO B TEKCTE:!

[Ipunoxenue: Ha 2 1. B 1 3K3.

-eCIIM TPUWIOKEHHE HE Ha3BaHO B TEKCTE MM €CIIM HPUIIOKEHUH HECKOJbKO, YKa3bIBAIOT
Ha3BaHMsI TOKYMEHTOB-TIIPUJIOKEHUH, KOJMYECTBO JINCTOB U 3K3EMIUISIPOB KaX/10T0 IIPUIIOKEHUS:

[Tpunoxenue: 1.I1Tonoxenue o6 YmpasiaeHuu ... Ha S 1. B 1 9K3.

2.CnpaBka 0 KaJpOBOM COCTaBe ...Ha 2 JI. B | 3K3.

-€CJI TIPUIIOKEHUE (TIPUIIOKEHUS) COPOIITFOPOBAHBI:

IIpunoxenue:

otuer 0 HUP B 2 5k3.

-€CJIM  JIOKYMEHT, SIBJISIOLIUICS TPUIOKEHUEM, HMEET MPUIOKEHHUS C CaMOCTOSITEIbHOU
HyMepaiueil cTpaHuil:

[IpunoxeHue:  3aKIFOYEHUE PEBU3MOHHOM KOMHUCCHH OT « » 20 . Ne  wm
MIPUJIOKEHMSI K HEMY, Bcero Ha 21 1.

-eCIIM  TPHWJIOKECHUEM  SIBJISICTCS  O00OCOOJICHHBIM OJICKTPOHHBIA HOCUTENb (KOMITAKT-ITUCK,
usb-dem-HaKomUTenb U Ap.):

IIpunoxenue:

CD B 1 3k3.

[Ipu »TomM Ha BKIanbimie (KOHBEPTE), B KOTOPBHIM TMOMEIIAETCS HOCUTENb, YKa3bIBAKOTCS
HAaUMEHOBAHUSI TOKYMEHTOB, 3aITUCAHHBIX HAa HOCUTENb, UMeHa (ailioB.

Ecnu npusnoxxeHue HanmpasiiseTcs HE BO BCEe YKa3aHHBIE B JIOKYMEHTE a/ipeca, TO OTMETKA O €ro
HaTMYUU 0(pOpMIIIETCS CIEeAYIOIUM 00pa3oMm:

[Tpunoxxenue: Ha 3 1. B 5 9K3. B IEPBbIH ajpec.

Ecim ipuiioskeHust COpOIIIOpOBaHBI, TO KOJTHMYECTBO JTUCTOB HE YKA3bIBACTCS.

3.3.16. Bu3za cBUAECTETHCTBYET O COTTIACHU WJIM HECOTJIACUU JOJKHOCTHOTO JIHIa (pabOTHUKA) C
coJiepKaHUEM TpOeKTa TOKyMeHTa. Bu3oi odopmisiercs BHYTpEeHHEE COTrlacoBaHHE JNOKyMeHTa. Buza
BKJIIOUAET JIOJDKHOCTH JIUIA, BU3UPYIOIIETO JOKYMEHT, MOAMUCH, PAcIU(POBKY MOAMUCH (MHHUIIUAIIBI,
(dbaMuIMIO) U AaTy BU3UPOBAHUS.

ITpumep:

PykoBOIUTEIB FOPUAMIECKOTO OT/IETa

IMoamuce N.O0.@amuims

Jara

[Ipu Hanuuuu 3aMeYaHuil K JOKYMEHTY BU3Y O(DOPMIISIIOT CIIEAYIOIIUM 00pa3oM:
ITpumep:

3amedaHus IPUIArarTCs.

PykoBoauTenb IOPUIUIECKOTO OTIETA

IMonmuce N.O0.®amunns

JlaTa

2.3.17. OtMeTKa O KOHTpoJe 0003HAYaeT, YTO JOKYMEHT IOCTaBJIieH Ha KOHTposib. Cpoku
UCTIOJIHEHNSI JJOKYMEHTAa YCTAQHAaBIMBAIOTCS B COOTBETCTBHM CO CPOKaMH, OOO3HAYEHHBIMH
3aKOHOJATEIbCTBOM, OpraHU3alMel, HaNpaBUBIICH MOpYYEHHE WM NPOChOy, paclopsIuTeIbHBIM
TOKYMEHTOM WJIN PE30JIONHEH JOIDKHOCTHOTO JIUIIA.

Cpok mpocraBisgercss B ¢opMme IaThl 3aBepuieHHs HcromHeHHs. OTMETKa O KOHTpoJe 3a
UCTIOJTHEHNEM JIOKYMEHTa o0o3HavaeTcst OykBoi «K», ciioBom nim mramnoMm «KoHTpons» Ha Hanbonee
BaXXHBIX JOKYMEHTaX.



2.3.18.0tmeTka 00 WHCHOTHHUTENE BKIIOYACT  (PaMHUIMIO, UMS M OTYECTBO  MCIIOJHHUTENS
JOKYMEHTa U HOMEp ero TejeoHa, KOTOpble pacHojiaraioTcsl Ha JIMLEBOM WM OOOPOTHOI CTOpOHE
MOCJIETHETO JIMCTA JJOKYMEHTA B JIEBOM HIKHEM YTITy.

Hanpuwmep: Ilempos HU.B.

4-20-65
Wnu: Ilempos U.B.
8-(47146) 4-20-65
OtMeTka 00 ucnosiHuTene nevyaraercs mpudrom Nel(-12.

2.3.19. I'pud orpannueHus n10cTymna K JOKyMEHTY.

I'pud orpanmueHuss AOCTyna K JOKYMEHTY IPOCTaBISEeTCS Ha JOKYMEHTaX, COAEpIKaIIhX
nH(pOpPMaLIHIO0, OTHOCUMYIO K CIYKE€OHON TaliHe WJIM K MHOMY BUAY KOH(MUICHIMAIBLHON HHPOPMAIIIH.
I'pud orpanmvenuss noctyna K JOKyMEHTaM, COAEp)KallMM HH(OPMAIMIO, OTHOCUMYIO K CIIy>KeOHOM
Taiine, umeeT BuJ «JlJis cirykeOHOT0 MOJIb30BaHUSY.

2.3.20. ITeyarp 3aBepsieT MOUIMHHOCTH TMOAMUCH JOJDKHOCTHOTO JIMIIA HA JIOKyMEHTax,
yIOCTOBEPSIOUINX TMpaBa JHI, (UKCUPYIOUIMX (aKThl, CBSI3aHHbIE C (DUHAHCOBBIMU CPEACTBAMHU, a
TaK)Ke Ha HMHBIX JOKYMEHTaX, MPEIyCMATPUBAIOIIMX 3aBEPEHHE MOUIMHHOW NOANHCH. JIOKYMEHTHI
3aBepsloTca  repOoBOi meuaThio AIMUHHUCTpanuu MeaBeHckoro paiioHa. Iledars mpocraBisieTcs, He
3axBaThIBasi COOCTBEHHOPYYHOU TMOAIMCH JIUIA, TIOANKCABIIETO TOKYMEHT, WA B MECTE, 0003HAYCHHOM
«MII» («MecTo meuaTn»).

2.3.21.1lpu 3aBepeHHMH COOTBETCTBUS KONHMH JIOKyMEHTa TOMJIUHHUKY HW)KE PEKBU3UTA
«[Toamuce» mpocTaBisgeTcs OTMETKA O 3aBEPEHUH JJOKYMEHTA, BKJIIOYAroIas B ceosi:

3aBEPUTEIBHYIO HAIHNCh: «BepHo»;

HAaUMEHOBAHME JOJDKHOCTU JIMIA, 3aBEPUBILIETO KOMHIO, JUYHYIO MOAMKUCH, PACHIM(PPOBKY
MOINUCH (MHALIMAIIBL, (PaMIITUS ), AaTy 3aBEPCHHUS.

ITpumep:

Bepno

3amecturensd [ aBel AAMUHUCTpAUK

MenBeHCKOro parioHa JInuHas noanucey N.O.®amunus

JlaTa

Ecnu xomus BblIaercst i NPEACTABIEHUS B APYIYH0 OPraHU3alMI0, OTMETKA O 3aBEPEHHUU
KOIHUH JTOMOJIHAETCS] HAAMKUCHI0 O MECTE XPaHEHUS JTIOKYMEHTa, C KOTOPOro OblIa M3TOTOBJIEHA KOMUS U
3aBEpSAETCS NE€YaThI0 OPraHU3ALUY.

ITpumep:

BepHo, NOMIMHHUK JOKYMEHTA HAXOIUTCS

B AIMUHHCTpaiuu MeBEHCKOro pailoHa

3amecTtuTensb [ 1aBel AAMUHUCTpALIMI

MenBeHCcKOro paitona JInyHasg nmoanuch N.0.®amunns

JlaTa

MIT

JIIsT TIpoCTaBJICHUST OTMETKH O 3aBEPEHUH KOIMH BO3MOXKHO HCIIOJIh30BAaHUE CIEIHATBHBIX
LITAMIIOB.

AnvuHuCTpanuss MeJIBeHCKOro pailoHa BBIaeT KONMHHM TOJBKO TEX JIOKYMEHTOB, KOTOPBIC
CO3/1al0TCS B AIMUHUCTpaliui MenBeHckoro paiiona. Komusi ToKkyMeHTa BOCIPOU3BOAUTCS MAITHHHBIM
CHO0CO00M WIJIM KCEPOKOIUPYETCS.

2.3.22. Ot™MeTKa 00 UCMIOTHEHUH JOKYMEHTA U HAMPaBICHUH €ro B JEJI0 BKIIOYAET CIEAYIOIIHEe
JaHHBIC: CCBUIKY Ha JaTy M HOMEp JOKYMEHTa, CBUICTEILCTBYIOIIETO O €r0 WCIOJHEHUH, WIH IPH
OTCYTCTBHH TAaKOTO JOKYMEHTa — KpaTKue CBeleHHs 00 HMCIONHEHUU; cioBa «B memo»; Homep mena, B
KOTOPOM OyJIeT XpaHUTHCS IOKYMEHT.

OtmeTKka 00 UCTIOTHEHUH AOKYMEHTAa W HAIIPABJICHUU €0 B N0 JOJDKHA OBITh TMOJIMUCaHA U
JaTHPOBaHa MCIIOJIHUTEIEM JOKYMEHTa, B KOTOPOM UCIIOJHEH JIOKYMEHT.

2.3.23. Ha mocTynuBIieM JOKYMEHTE B AJMUHUCTpAIMO MEJBEHCKOro paiiloHa B HIDKHEM
MIPABOM YTJIy MPOCTABIIACTCSA OTMETKA O IMOCTYIUICHUH JJOKYMEHTA B BUJC IITaMIIa, TIOPSAKOBBIA HOMED U
JaTa MOCTYIUICHHUS TOKYMEHTa (TMpU HEOOXOUMOCTH — Yachl 1 MHHYTHI).



3. CocTaB 1OKYMEHTOB Y4pe:KaeHui

3.1. JleaTenbHOCTh MyHULIUIIATBHOTO YUPEXKACHUS 00ECIIEUNBACTCS CUCTEMOM B3aUMOYBSI3aHHON
YIPaBICHUYECKON MOKYMEHTAllMd MU 1O JIMYHOMY cocTaBy. DyHKIMU YOpPaBICHUS B PEATU3YIOTCS C
MOMOIIBI0  OPraHU3aIlMOHHO-PACTIOPSIIUTEIFHOW — JIOKYMEHTAllMM, KOTOpas BKIIOYaeT B  cels
pacrnopsAuTeNbHbIe, OPraHU3allMOHHbIE U NTHPOPMAILIMOHHO-CIIPABOYHbBIE JOKYMEHTHI.

3.2. CuctemMy aKTOB MYHUIIUTIIAIIBHOTO  YUPEKICHUS 00Pa3yIOT:

YcraB opraHuzaluy;

Penienust KoyiernanbHbIX OPraHoB;

3.3. PacniopsiintenbHbIe JOKYMEHTHI.

PacnopsiaiuTenbHplii  JOKYyMEHT — BUJ NHUCBMEHHOTO JOKYMEHTa, B KOTOPOM (DUKCHUPYIOTCS
pelleHrs aIMUHUCTPATUBHBIX U OPraHU3alMOHHBIX BOIPOCOB, BOIPOCOB YIIPABICHUS, B3aUMOJICICTBUS,
o0ecre4eHus U PerylIupOBaHuUs IeATEILHOCTH YUPEKICHHS,

K pacniopsautenbHbIM JOKYMEHTaM OTHOCSTCS:

[lpuka3pl TO OCHOBHOW JESATETBHOCTH; NPUKA3bl 10 JIMYHOMY COCTaBYy; TIPUKa3bl O
MPEIOCTABICHUHU OTITYCKOB U HANPABICHUU B KOMAaHAUPOBKU;

3.4. Opranu3anvoOHHbIE JOKYMEHTHI.

OpranuzalvoHHble JOKYMEHTBl — 3TO WHCTPYKTHUBHBIE, METOJUYECKUE, UHBbIC JOKYMEHTHI, HE
YTBEp>KJICHHBIEC TPABOBBIMH akTaMH. K OpraHn3aimoHHBIM JOKyMEHTaM OTHOCSITCS:

MpaBUJIa; MHCTPYKIUHU (METOIUYECKUE PEKOMEHIAINH ); TIJIaHbI.

3.4.1. IlpaBuna, UHCTPYKLIUSL.

B mpaBmiiax yctaHaBIMBarOTCS HOPMBI i TpeOOBaHUs, 00s13aTeNbHBIE JISI BHITTOTHEHHUS.

B mHCTpYKIIMM M3NaraeTcs MOPSIOK OCYIIECTBICHHUS KaKOH-THOO AESITEIbHOCTH WM MOPSIOK
MIPUMEHEHHUS MTOJIOKEHUH 3aKOHOATETbHBIX M MHBIX HOPMATUBHBIX IIPABOBBIX AKTOB.

3.4.2. Inan.

[InaH — OOKYMEHT, YCTaHaBIMBAIOLIMI IepeueHb HaMeYaeMbIX K BBIMOJIHEHUIO padoT MU
MEPOTIPHUSATHIA, MX TIOCIIEJOBATEITLHOCTh, 00BEM, a TAKXKE OMPEIEIISIONINIA KOHKPETHBIX HCITOTHUTEIICH.

3.5. HpopManmoHHO-CIPaBOYHBIE JOKYMEHTBI.

NHpOopMalmoOHHO-CIIPaBOYHBIE  TOKYMEHTHI —  JOKYMEHTBI, KOHCTaTHpyomue (aKThl,
SBJISIIOIIMECS OCHOBAHUEM JUISl IPUHATHUS PEIICHUH U N3AaHUs PaCIOPSIUTENbHBIX IOKYMEHTOB.

K uHpOopMaIimoHHO-ClIpaBOYHBIM IOKYMEHTAM OTHOCSTCS:

IPOTOKOJI; CITyeOHO€ MUCbMO; aKT; JOKJIaHas, OObACHUTENbHASA U CIIy)K€OHas 3alMCKU; OTYET
u JIp.

3.5.1. [IpoTokon.

[TpoTtokon — MOKYMEHT MH()OPMAIIMOHHOTO XapakTepa, MperHa3HaYeHHbIH 1 (UKCAIlMHA X0/
paccMOTpeHHs BOIIPOCOB U NMPUHATHS PELICHUH Ha 3aceaHHsIX COBEIATEIbHbIX, KOOPIAUHAIIMOHHBIX U
JIPYTMX OPraHOB, COBEIIAHUM.

[IpoTtokon cocraBiseTcs Ha OCHOBAaHMM 3allMCei, MPOM3BEIECHHBIX BO BpEMsS COBEIIAHUS
(3acemanust), pabOYMX TOE3MOK, O(DUIIMAIBHBIX BHU3WUTOB, TMPEACTABICHHBIX TE3UCOB, TOKJIAJ0B U
BBICTYIIJICHUH, CIIPABOK, IIPOEKTOB PEIICHUI.

3.5.2. CrryxeOHble mucbMa. CirykeOHBIE TTHCbMa TOTOBSTCS Kak:

OTBETHl O BBINOJIHEHUH NoOpydeHui Anmunuctpauuu Kypckoil obmactu, AIMHUHHCTpaLUU
MenBeHCKoro paiioHa;

COIIPOBOJUTEIbHBIE MHCHMA;

OTBETHl Ha 3aMpoChl IOPUIUYECKUX W (U3MUYECKUX JIHI, OOMIECTBEHHBIX M PEIUTHO3HBIX
OpraHM3alMiL;

WHHUIIMATHBHEIC TUCHMA.

3.5.3. Akt.

AKT — JIOKYMEHT, COCTaBJIsIeMbIi HECKOJIbKHMH JIMLIaMU U TOATBEPKJAIOLINI YCTaHOBJICHHBIE
MU (PaKThI UM COOBITHSI.

3.5.4. loknanHasi, OObSICHUTENIbHAS M CITY’)KeOHasl 3aITUCKH.

JloknanHasi 3amucka — JOKYMEHT, COJAEpKaIllMi OOCTOATENBbHOE H3JIOKEHHE KaKoro-Iu0o
BOMPOCA C BHIBOJIAMHU U MPEJIOKEHUSIMHU COCTaBUTEISI.

OObscHUTENbHAS 3aIHCKa — JJOKYMEHT, MOSICHAIONH Kakoe-1100 neiicTBue, (pakt mim coObITHE.

CnyxeOHas 3anucka (pa3HOBUIHOCTh MUChMa) — (popmMa BHYTPEHHEH MEPETUCKH.



3.5.5. Otuer.
OTt4er — NOKYMEHT, CONEpKAIUN CBEIECHUS O MOATOTOBKE, IPOBEACHUN U UTOTaX BBITOJIHEHUS
IIJIAHOB, 3aCEJaHUM, KOMAaHIUPOBOK U IPYTUX MEPOIPHUATUH.

4. Br1aHKH 1OKYMEHTOB

4.1. JIokyMeHTBI B  MYHHUIUIIATHBHOM YUpeXJCHUH  OQOpPMISIOTCS Ha  OJaHKax,
M3TOTaBJIMBaeMbIX Ha Oemoit Oymare gpopmara A4 (210 x 297 mm).

4.2. B yupexIeHUH PUMEHSIOTCS CIISAYIONNe OaHKH:

OJIaHK MPHKa3a [0 OCHOBHOM JieaTeabHOCTH (mpuiioxenue Nel);

ONaHK MpUKasa o mpueM paboTHHKA Ha paboTy (mpuiokeHue Ne2);

OJIaHK MpHKa3a O MPEKPaIeHUH TPYI0BOTO JOroBopa (yBoibHEHNH ) (TiprtoxkeHue Ne3);

OJaHK MpHKa3a O HAIIPaBJIEHUU B KOMaHUPOBKY (IpuiioxkeHue Ne 4);

OJlaHK MMpHKa3a o0 MpeAoCTaBICHUH OTIycKa(npuioxxeHue No5);

0JIaHK TIpHKa3a O NepeBojie pabOTHHUKA Ha APYTYI0 padoTy (mpuitoskeHueNe 6)

OJIaHK MMChbMa MYHHIIMIIATBHOTO YupexkaeHus (mpuioxxenue No7).

4.3. biianku  TOKyMEHTOB, MPUMCHSIEMbIE B MYHUIHUINAIBLHOM  YUPSKICHUH, JTOJKHBI
UCIONIB30BaThCsl CTPOTO MO Ha3HAUEHUIO U 0€3 COOTBETCTBYIOILIETO pa3pelleHrs HE MOTYT MepeaaBaThes
APYTUM OPTaHU3ALUSAM H JIHIIAM.

5. OdopMmiieHre NIPUKA30B

[Tpukasel (0 mpueme, 00 YBOJBHEHHWH, O TMPEIOCTABICHUU OTIYCKOB, O HAMpaBICHUU B
KOMaH/IMPOBKH) TIEUATAOTCS Ha OJIaHKaX YCTAHOBJICHHOW YHH(PHIIMPOBAHHOW (DOPMBI, YTBEpIKICHHON
nocranoBiaeHueM l[ockomcrara Poccun ot 05.01.2004 Nel. Ilpukassl MO OCHOBHOM JI€STEIbHOCTU
MevaTaroTcsl Ha OJTaHKaX, YTBEPIKIEHHBIX MYHUIIUIIATLHBIM YUPEKICHUEM.

Jaroii mpukasa sBIsieTCs Aara ero MOANCaHUs.

[Ipukazel peructpupyrorcss B JKypHajle perucTpaud IO TOPSIKY HOMEPOB B Mperesiax
KaJICHJAApHOTO Toja; MpPHKa3bl IO OCHOBHOW JESATENbHOCTH, IO JIMYHOMY COCTaBYy, IpPHKa3bl O
MPEIOCTABICHUN OTITYCKOB M O HANIPABJIEHUU B KOMAHIUPOBKHU PETHCTPUPYIOTCS OTIEITBHO.

Komuu mpuka3oB Ha OymMa)XKHOM HOCHUTENE 3aBEpSIIOTCS MEeYaThbl0 U HAIPAaBISAIOTCS ajpecaraM B
COOTBETCTBHH C YKa3aTeJIEeM PacChUIKH, KOTOPBINA COCTABIISIETCS M TIOANUCHIBACTCS] UCTIOIHUTEIIEM.

[Tpukaz wumeer crieayromume pekBU3UTH: Poccuiickas ®eneparnus, Kypckas obnacts, MenBeHckuit
paiioH, HaumeHoBaHue YyupexnaeHus; Bun aokymeHta (IIPHKA3); nara; perucrpallmoHHBIA HOMED;
HAaMEHOBAHUE JOKYMEHTA (3aroJIOBOK K TEKCTY); TOANUCH JOKHOCTHOTO JIUIIA;

3arojI0BOK K TEKCTY MpHKa3a JOJDKEH KPaTko U TOYHO OTPakaTh COACPKaHME TEKCTa Mpukasa. Touka
B KOHIIE 3arojOBKa HE CTaBUTCS. 3arojOBOK IMEUaTaeTcsl MOMYKUPHBIM HIpudToM uepe3 1 Me)cTpOuHbII
WHTEPBAJL

Hanpumep: O noBbIlIeHUM JOCTYITHOCTH JOMIKOJBHOIO 00pa30BaHMs

3aroj0BOK K JOKyMEHTaM, 0(hOpPMIICHHBIM Ha OJJaHKaX, BRIPABHUBAETCSI  OT JICBOTO Kpasi.

TekcT otrmensieTcss OT 3arojioBka 2 -3 MEXCTPOUHBIMH MHTEPBANIAMHU U Te€4aTaeTcs MpudToM
pazmepom N14 yepes 1,5 mHTEpBasia OT JIEBOM T'paHUIIBI TEKCTOBOTO TIOJIS M BBIPABHUBACTCS IO JICBOU U
MPaBoil TpaHuIaM TekcToBOro modst. [lepBas crpoka ab3aiia HauMHaeTcs Ha paccTostHuM 1,25 ¢M oT JieBoit
TPaHMIIBI TEKCTOBOTO TIOJISI.

TekcT mprKa3a COCTOUT U3 2 YacTeil: KOHCTAaTUpyoIeH (peaMOysbl) U pacops IUTETLHOM.

B xoHcTatHpyroIiei 4acTu KpaTko M3JararoTcs e U 3a/1auu, (PaKThl U COOBITHS, MOCTYKUBIIINE
OCHOBaHHUEM JUIsl U3aHus NprKa3a. OHa MOXKET HAYMHATHCS CIIOBAMU «B LIEJISIX), «BO UCIIOJIHEHUE» U JIP.
Ecnmu npuka3 m3maercss HA OCHOBAaHWHU JIPYTOTO JOKYMEHTA, TO B KOHCTaTUPYIOIIEH YacTH YKa3bIBaeTCs
HaMMEHOBAHME 3TOr0 JOKYMEHTa, HAMMEHOBaHUE OpPraHa, U3/1aBIlIEero JOKyMEHT, AaThl, PETUCTPAIIMIOHHOTO
HOMeEpa U 3aroJIoBKa K TEKCTY.

[TpeamOyna B mpoekrax mpuka3oB 3aBepiuaercs cioBoMm [TPUKA3BIBAIO, xotopoe mewaraercs
MIPONUCHBIMH OYKBaMU B OTIEIBHOM CTPOKE.

PacniopsinurenbHas yacTh JIOJKHA CONIEPXKATh MOpPYYEHUs (3a/laHusl) C YKa3aHUEM HCIOJIHUTENs
(MCTIONTHUTEICH) ¥ CPOKOB MUCTIOTHEHUSI.

PacniopsimutensHas 4yacTb MOXKET JEIMTbCA HAa MYHKTHI W TONAIYHKTBI, KOTOPHIE HYMEpPYIOTCS
apabckumu nudpamu. [eiicTBrUsl OMHOPOJHOTO XapaKTepa MOTYT OBbITh IEPEUHCIICHbI B OTHOM IyHKTe. B
KaueCTBE UCIIOJIHUTENEH YKa3bIBAIOTCS CTPYKTYPHBIE MOpa3AeCHUs] WIIM KOHKPETHBIE TOHKHOCTHBIE JIUIIA.
[locnenHuii MyHKT pacHOpPSAUTENBPHOW YacTH MOMKET COAEPXKaTh CBEIEHUS O JODKHOCTHOM JIMIE, Ha



KOTOPOE BO3JIaraeTcsi KOHTPOJIb 32 UCIIOMTHEHNEM MPHUKA3a.

Ecnm npuka3 m3MeHsieT, OTMEHSIET WU JIOTIONHACT paHee M3IaHHBIA TOKYMEHT M KaKHe-TO ero
MOJIOKECHUS, TO OJWH W3 IYHKTOB PaCHOPSAWTEIHHON YacTH TEKCTa JOJDKEH COAEpIKaTh CCBUIKY Ha
OTMEHSIEMBII JIOKYMEHT (IIyHKT JOKYMEHTa) C YKa3aHHEM €ro Jarbl, HOMepa M 3arojoBKa. TeKCT ImyHKTa
JOJDKEH HAuUMHATHCS clIoBaMu «[Ipusnams ympamuewium cuiy...». B TIpuka3 He clenyeT BKIIIOYaTh MyHKT
«lIpuxaz 0osecmu 00 c6edenusl.. . ».

[Tonqnmuce COCTOMT W3 HAWUMEHOBAHUS JOJDKHOCTH JIMIA, IOANMCABIIETO JOKYMEHT, JIHYHOMN
TIOJIKCH ¥ paciiPOBKH TOAMUCH (MHUIHAIIBI, (haMIITH ).

HaumenoBaHue JODKHOCTH TIEYaTaeTCsl OT JICBOM TPAHUIIBI TEKCTOBOTO TIOJISI, MHUITHAIBI U (haMUIIHsT
- OT IIPaBO¥ TPAHUIIBI TEKCTOBOTO TTOJISL.

[TprKka3bl MOANKCHIBAET PYKOBOJUTENb, & B €r0 OTCYTCTBHE - JIUIIO, €TI0 3aMEelIatolIee.

6.Ilopsiiok oopMiieHNsI POTOKOJIOB
3aceqaHuii (coBelIaHUIl)

[TpoTokoi cocTaBisieTCsl HA OCHOBAHUU 3aIlMCel, TPOU3BEACHHbIX
BO BpeMsi coBellaHus (3acefaHus), MPEACTAaBICHHBIX TE3UCOB [OKJIAI0B U BBICTYIUICHUH, CIPaBOK,
IIPOEKTOB PELIECHUI U IPYTUX MaTepuajoB

[TpoTokonbl meyararoTcsi Ha CTaHAAPTHOM JjucTte Oymaru ¢opmara A4 U UMEIOT CIEAYIOINe
PEKBU3UTHI: HAUMEHOBAHWE BHJA JIOKYMEHTA, 3aroJIOBOK K TEKCTY, MECTO IPOBEACHHUS COBELIaHUS
(3acenanus), nata, HOMep, TEKCT, TOIMTUCH.

MHOroCTpOUYHbIE PEKBU3UTHI I1€YATAKOTCSA Yepe3 | MEeKCTPOUHBIN HHTEPBAIL

HauMeHoBaHue JokymeHTa — cioBo «I[IPOTOKOJI» mnewataercs mNpONMUCHBIMH OyKBaMu
MOJIY>KUPHBIM HIPU(TOM U BHIPABHUBAETCS 110 LIEHTPY TEKCTOBOTO I10JIS;

3arojIOBOK K TEKCTY COJEPXKUT yKa3zaHUe MOJpa3felieHus] WIH OpraHa, JAesTeIbHOCTb KOTOPOTo
[IPOTOKOJIMpYETCs, JUOO JIMLA, Yy KOTOPOro MPOBOAUTCS coBemanue. OTnensiercs OT MPEeAbLAYIIEro
pPEKBU3UTA JIBYMsI MEXAYCTPOUHBIMH HMHTEpBaJlaMM, I[€4aTaeTcs MONYKUPHBIM IIPUPTOM H
BBIPaBHMUBAETCSA M0 LIEHTPY JOKYMEHTA.

MECTO MpOBEJCHHs 3acelaHus (COBEIIAHMs) YyKa3bIBaeTCsi MpU OGOPMIICHHH IPOTOKOJIOB
COBELIAaHUS B TOM CJy4yae, €ClId OHO NPOXOJWJIO HE B OOBIYHOM MeEcCTe; IeyaTaeTrcs 4epe3 JiBa
MEXIYCTPOYHBIX HHTEPBAJIA MOCIE NPEABIAYIIETO PEKBU3UTA 110 LIEHTPY TEKCTOBOIO MOJIS;

Jaroii mpoTokona sBiseTcs naTa 3acenanus (cosemanus). Jlata odopmisercs nudpoBbIM WK
ciioBecHO-LM(poBbIM criocodoM. Homep mpotokona o6o3HavaeTcst apadbckumu nudpamu. /lara u Homep
IIPOTOKOJIA IEYATAIOTCs Yepe3 JBa MEKyCTPOUHBIX HHTEPBajla HUXKE IPEIbIIYILEro PEKBU3HTA.

B moBectke aHA KaxIbplii BOINpOC HyMmepyeTcs apaOckod nudpoid M ero HauMeHOBaHUE
HaunHaeTcs ¢ npeyora «O» («O0y»). [lanee ykazwpiBatoTcs pamMuIMM U UHULIAAIBI TOJDKHOCTHBIX JIMII,
BBICTYIIABIIMX Ha 3aC€AaHMHM (COBEIAHUM) 110 3TOMY BOIIPOCY.

3aTeM yKa3bIBae€TCsl MPHUHATOE TIO OOCYKIaeMOMY BOIPOCY perieHue (TIOCTaHOBIICHHUE).
Pemenuss 1o HECKOJBKMM BOIIpOCaM MOAPA3JAEIAIOTCS HAa IYHKTBl M NOJIYHKTBI, HyMEpyEMbIE
apabckumu nudpamu. [locTaHoBisIOmas YacTh pEIIEHUN, KaK M pPacCHOpsSIUTENIbHbIE JOKYMEHTHI,
JOJKHA OBITh KOHKPETHOHM M COJIep’KaTh COCTABHBIE YaCTH: KOMY, UTO C/eNIaTh U K KAKOMY CPOKY.

[ToHOCTBIO TOATOTOBJIEHHBIM TMPOTOKOJI MOANUCHIBACTCS TpEACENaTeIeM U CeKpeTapeM.
Ilonnuck otaensercs OT TEKCTa TPeMs MEXKIYCTPOUHBIMM MHTEPBAJaMH U BKJIIOYAcT HAMMEHOBAHUE
JOJDKHOCTH JIMIIA, TMPEeACceNaTesIbCTBOBABIIEr0 HA 3acelaHuU (COBEIIAHWH), €ro JUYHYIO IOAMKCH,
pacmdpoBKy noanucy (MHUIMAIBI U pamuinus). [log moanuckro npeacenaTens pacnojaraeTcs Moarnuch
cekperaps. Bo3MoxHO mojmnucanye mpoToKosia MpeceiaTelIeM ¢ UCII0Ib30BaHueM Ipuda yTBEpKICHUSI.

[TonnMHHUKM JOKYMEHTOB IO BOIPOCaM, PaCCMOTPEHHBIM Ha 3aCE€JaHUM, HAINPaBISIFOTCS AJIS
MOJILIMBKU B JIEJIO

Ha npotoxkoie, cogepxaiieM nHGOPMAIMIO OIPaHUYEHHOTO PACIPOCTPAHEHUs], IPOCTABISAETCS
nometka «JlJist cirykeOHOTO MOJIb30BaHUS».

Tekcer npoToKoiIa, Kak MPaBUIO, COCTOUT U3 JBYX YaCTEH: BBOJHON U OCHOBHOM.

Bo BBOIHOI wacT 0(hOPMIISIFOTCS CIISAYIOMNUE PEKBUZHUTHI:

npeJceaaTenb Wi IPeICceAaTeIbCTBYIOINN; CEKPETAPE;

MPUCYTCTBOBAJIM — CIHCOK MPHUCYTCTBOBABIIMX WJIM OTChUIKA K MPUJIAraeMoOMy CIHCKY
IIPUCYTCTBOBABILIHUX;

MOBECTKA JTHS;

JOKJIaTUUKH 10 KaKAOMY ITYHKTY ITOBECTKHU JHSI.



OcHoOBHas 4acTh MPOTOKOJIA COCTOUT U3 Pa3esioB, COOTBETCTBYIOUIUX ITYHKTaM IOBECTKH JIHS.
Texcr kaxoro paszaena CTpOUTCS MO CXEME:

CJIVIOAJIA — BBICTVYIINJIN — ITIOCTAHOBWJIN (PELLJIN).

OcCHOBHOE COJiepKaHUE JOKJIAJOB U BBICTYIUIEHHH IOMEIIAETCS B TEKCT€ HPOTOKOJIA MU
Ipwiaraercd K HeMy, B IIOCIE€IHEM Ccllydae B TEKCTE€ JesaeTcsi CHOCKa «TeKcT BBICTYIUICHUS
npunaraercsa». IlocraHoBneHue (pelieHue) B TEKCT€ IMPOTOKOJIA I€YaTaeTcsl IOJHOCTBIO, IpHU
HE00XO0AMMOCTH MPUBOATCS UTOTH FOJIOCOBAHUS.

Copneprxkanre 0co00ro MHEHMsI, BBICKA3aHHOI'O BO BpeMsl OOCYKIEHUs, 3allUCHIBACTCA B TEKCTE
MIPOTOKOJIA TTOCJIE COOTBETCTBYIOIIETO OCTAHOBIICHHUS (PEIICHUS).

Jomyckaercst opMa cocTaBieHHs MPOTOKOJA, IPU KOTOPOH (UKCUPYIOTCS TOJIBKO MPHUHSATHIE
MMOCTAaHOBJICHUS (PEUICHUs) IO COOTBETCTBYIOLIUM BOIIPOCAM.

[TpoTokosiaM NpHCBAaWBAIOTCS MOPSAIKOBBIE HOMEpA B Ipe/ienax KaJeHJIApHOro rofa OTAEIbHO
10 KayKJOU IpyIIie NPOTOKOJIOB.

Howmepa nocraHoBieHui (perenuii), NpUHITHIX HA 3aC€1aHUSAX, COCTOAT
13 HOMEpa MPOTOKOJIa, HOMEpPA paccMaTpUBAEMOIO BOIIPOCAa B MOBECTKE JHS M MOPSAKOBOIO HOMEpa
IIOCTAaHOBJIEHUS (pelIeHus ) B Ipeienax Bompoca.

K HOMepaM npoTOKOJIOB ¥ MOCTAHOBJIEHUH (PELIEHHI) MOTYT IpUOABIATHCS OYKBEHHBIE KOJIbI B
COOTBETCTBHUH C TIOUCKOBOM CUCTEMOH.

Konuu pemennii mpu HEOOXOIUMOCTH PACCBUIAIOTCS, B TOM 4YHCIE IO cucTeMe «Jlemoy,
3aMHTEPECOBAHHBIM OpPraHU3aLMAM M JIOJUKHOCTHBIM JIMI[AM B COOTBETCTBHU C YKa3aTEIEM PAaCCHUIKH.
VYka3zarenp COCTaBJISIET M IOJAINUCHIBAET OTBETCTBEHHBIM HCHOJHUTENb MOAPA3/AEICHUs, TOTOBUBILIUN
paccMOTpeHHe BOIpoca.

[TpunsTHIE penIeHus TOBOAATCS 10 UCIOIHUTENEH B BUAE BHIIUCOK U3 IPOTOKOJIOB.

7. Opraﬂmaunﬂ AOKYMCHTOB B 1€JI0IIPOU3BOACTBE

Opranuzanys JOKYMEHTOB B JIEJIONPOU3BOJICTBE MPEACTAaBISIET COOONH COBOKYIHOCTH BHIOB
pabot, oOecrneynBarOIUX COXPAaHHOCTb, YYeT, CUCTEMAaTH3alMI0 JIOKyMEHTOB, (OpMHpOBaHHE U
opopmiieHHE Jen B ACNONPOM3BOACTBE U HUX TMepeAadyy B apXUBHBIA 0OTAed AJMUHUCTpalMH
MenBeHckoro  paiiloHa B COOTBETCTBUH C TpeOOBaHMSIMM, YCTAHOBJICHHBIMHM TOCYJapPCTBEHHBIMHU
CTaHJapTaMHU Ha JOKYMEHTbI, METOJUYECKUMH JOKyMeHTamu dDelnepalbHOr0 apXMBHOI'O areHTCTBa, a
TaKXe COOTBETCTBYIOIIMMHU METOJMYECKUMHU JOKYMEHTaMM IO apXMBHOMY JENy U AEJIONPOU3BOJCTBY
MYHUITUTIATBHOTO YIPEXKICHHSL.

OCHOBHBIMU BHAAMHU PabOT, 00ECNEUMBAIOUIMMU MPABUIBHYIO OPTraHU3aIMI0 JIOKYMEHTOB B
JIeJIONPOU3BOICTBE, SBIISIOTCA COCTABIEHUE HOMEHKIIATYp /1€ U (pOpMHUpOBAHUE JEI.

7.1. CocraBieHre HOMEHKIATYPHI JIe.

7.1.1. HomeHnknaTypa J1eJ1 — CUCTEMaTU3UPOBAHHBIN MepedeHb 3arojioBKOB (HAaMMEHOBaHUM) 1,
3aBOJIMMBIX B JIEJIOMPOU3BOJICTBE MYHUIUMAIBHOTO YUPEKICHHUS, C YKa3aHHUEM CpPOKOB HMX XPaHCHMS,
0 OpMIIEHHBIH B YCTaHOBJICHHOM Nopsiake (nmpuinoxeHue Neg).

Homenknarypa aen npeaHa3HayeHa /Ui OpraHu3alu IPYIIMPOBKH HCIIOJHEHHBIX TOKYMEHTOB B
Jiena, CUCTeMAaTH3allk M ydeTa Jel, ONpPENEeTeHHs] CPOKOB UX XPaHEHUS W SIBISIETCS OCHOBOW IS
COCTaBJICHHsI OITUCEN JIesl OCTOSIHHOTO U BpeMeHHoro (cBbiiie 10 jer) XpaHeHus, a Takxke JUIs yueTa /el
BpeMmeHHoro (710 10 j1eT BKITIOUHTENBHO) XpaHESHUSI.

7.1.2.Tlpu cocTaBlI€HUU HOMEHKJIATYpbl J€d CcJeIyeT pPYKOBOACTBOBAaTbCS HACTOSAIIECH
WHcTpyKumel, mTaTHBIM paclyicaHueM, IIJaHaMH M OT4eTaMu O paldoTe, MepeyHSIMU JOKYMEHTOB C
yKa3aHHMEM CpPOKOB HMX XpaHEHHUS, HOMEHKJAaTypaMHu Jell 3a MpeauecTByoounme roasl. Ilpu stom
U3YYalOTCSl U CHUCTEMATH3UPYIOTCS JOKYMEHTBI, CO3JAIOIIMECs B MYHHMIMIIAIBHBIX YUPEKACHHUSX, MX
BH/JIbI, COCTaB U cojeprkanue (nmpuioxenue Ne9).

7.1.3. B MyHUIIMTTAJIBHBIX YIPEKIECHUSX COCTABIISICTCS HOMEHKIIATypa ACII.

7.1.4. Homenknarypa nen cornacosiBaercst ¢ DIIK apxusHoro ynpasienus Kypckoit obnactu 1
pa3 B 5 JIET U ¢ HaYaJbHUKOM apXMBHOIO OTHeNla AIMUHUCTpauuK MeaBeHcKoro paiioHa 1 pa3 B roa u
YTBEPKAAETCA PYKOBOAUTEIIEM.

7.1.5. HomeHnknaTypa JAefl B KOHIIE KaXJIOTO Tofa YTOUHSETCS, YTBEPKAAECTCS U BBOJIUTCS B
neiictBue ¢ | sHBaps CleIyIOIIEro KaleHAapHOro roja.

B HOMeHKIaTypy /e He BKIIOYAIOTCS MEPUOIUUECKUE N3/1aHusl.

7.1.6. I'padppl HOMEHKIIATYPHI €] 3aMOJHSAIOTCS CIEAYIOIUM 00pa3oM.



B rpade 1 HOMEHKIATyphl € TNPOCTABISAIOTCS WHAECKCHl KaXJIOTo Jeia, BKIIOYEHHOTO B
HOMeHKJIaTypy. MHaekch nenm 0003HavaroTCs apaOCcKuMu Iudpamu.

B rpady 2 HOMEHKIATYpHI J1e] BKIIOYAIOTCS 3ar0J0BKU e (TOMOB, YacTei).

3aroJ0BOK Jiejia J10JKEH YeTKO B 00001eHHOH (hopMe OTpaxkaTb OCHOBHOE COJIEpKaHUE U COCTaB
JIOKYMEHTOB JiejIa.

He nomyckaercst ymorpebieHHe B 3arojioBKE Jiejla HEKOHKPETHBIX (POPMYIMPOBOK («pa3Hble
MaTepHalbl», «00IIas MepenucKa» 1 T.11.), @ TAKKE BBOJHBIX CJIOB M CIOKHBIX 000OPOTOB.

3arojoBOK Jiefla COCTOUT U3 3JIEMEHTOB, PACHOJAraeMblX B CIEAYIOLIEH MOCIeA0BaTEIbHOCTH:
Ha3BaHME BMJa Jena (Iepenucka, XypHal U T.A.) WIA Pa3HOBUAHOCTH JOKYMEHTOB (IIPOTOKOJIBI,
IIPUKa3bl U T.J.); Ha3BaHUE YUPEKICHUS; KPATKOE COAep KaHue JOKYMEHTOB Jea;

[Topsiiok pacronokeHusl 3arojJOBKOB JIEJI BHYTPU Pa3A€ioB U IMOAPa3JeioB HOMEHKIATYpPbI Jell
OIpEJIEIIAETCS CTENEHBIO BAXKHOCTH JOKYMEHTOB, COCTABJISIOIIUX J1€]1a, U UX B3aUMOCBSI3bIO.

Buauane pacronaratoTcsi 3aroJioBKM i€, COJEpKalluX OpraHU3alMOHHO-PACHOPAIUTEIBHYIO
JOKyMEHTalM0. B 3aronoBkax nen, copepkalux JOKYMEHTHI 10 OZIHOMY BOIIPOCY, HO HE CBA3aHHBIX I10-
CJIE/I0BATENIbHOCTBIO UCTIONHEHNUS, B KAUECTBE BUA JieJa YIIOTPEOIsIeTCsl TEPMUH «IOKYMEHTBI», a B CKOOKax
YKa3bIBalOTCS OCHOBHBIE PAa3HOBUAHOCTH JOKYMEHTOB, KOTOpPBIE NOJDKHBI OBITH CIPYIIIMPOBAaHbI B Jielie
(0030pBbl, CBOAKH, CIIPABKH U T.11.), HAIPUMEDP:

Jloxymernmul (0630pbi, CBOOKU, AHATUMUYECKUE CNPABKU) O PACCMOMPEHUU 0OPAUeHUL 2PANCOAH

B 3aronoBkax Jnen, copepiKallux MEpENnucKy, yKa3bIBaeTcs, C KEM M 0 KaKOMYy BOIPOCY OHa
BEJIETCA.

B 3aronoBkax jaen, conepkalux NEPENUCcKy ¢ OJHOPOAHBIMU KOPPECIOHJEHTaMHU, OCIECAHNUE HE
YKa3bIBalOTCS, a YKa3bIBaeTCs MX 0OlIee BUI0BOE Ha3BaHUE, HAIIpUMep:

llepenucka c yupescoenusamu  paiioHa 0 KOMRIEKMOBAHUU HAYYHO-MEXHUYECKOU TUMepamypou.

B 3aronoBkax jei, copeprKalux MepernucKy ¢ pasHOPOAHBIMU KOPPECIIOHCHTaMH, ITOCIIEIHUE He
[IEPEUUCIISIOTCS, HAIPUMED:

Ilepenucka 06 opeanuzayuu CceMUHApO8 U COBEUWAHUN NO BONPOCAM OOKYMEHMUPOBAHUSL
VAPABNIeHYeCKol OesimelbHOCHU.

B 3aronoBke nena yka3plBaeTCsl KOHKPETHBIA KOPPECTIOHIEHT, €CIIN IIEPENMCKA BEAETCS TOJIBKO C
HUM, HallpuMep:

Ilepenucka ¢ Aomunucmpayueti Medsencrkozo paiioua.

[Tpu o6o3HaueHNH B 3arojioBKax el aAMUHUCTPAaTUBHO-TEPPUTOPUATIBLHBIX €IUHHI] YUUTHIBACTCS
CIIEAyIOIIEE:  €CIIM  COACpKAHME  Jeda  KAacaeTcsl  HECKOJIbKMX  OJHOPOAHBIX  aJAMUHUCTpa-
TUBHO-TEPPUTOPHAJILHBIX €AMHUILl, B 3arojiOBKE Jieja HE YKa3bIBAlOTCA WX KOHKPETHbIE Ha3BaHUs, a
yKa3bIBaeTcs X oOl1iee BU0BOE Ha3BaHKE, HAllpUMep:

Ilepenucka c enasamu aOMUHUCMPAYULL NOCETEHUI O COYUATLHOU 3auyume HACeleHUs.

Ecimu conmepkanue Jena KacaeTcs OOHOM — aJIMUHHCTPaTMBHO-TEPPUTOPUAIIBHOM  €OMHULIBI
(HaceJNeHHOTO MMyHKTA), ee (ero) Ha3BaHUe YKa3bIBAETCS B 3arojIOBKeE Jieia, HalpuMep:

Ilepenucka ¢ Aomunucmpayueii  Medgeenckoeo pationa 006 UCNONBL308AHUU HOPMAMUBHBIX
OOKYMEHMO8 8 CNPABOYHO-UHDOPMAYUOHHBIX YEHMPAX.

B 3aronoBkax aen, coAaepXKalUX IUIAHOBYIO MJIM OTUETHYIO JIOKYMEHTALMIO, YKa3bIBA€TCs IEPUOL
(xBapTaJ1, rox), Ha (3a) KOTOPBII COCTaBJIEHBI IJIaHbI (OTYETHI), HATPUMED:
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Ecnu neno Oyaer cocTosiTh U3 HECKOJIbKUX TOMOB HIIM YacCTEH, TO COCTaBIsieTCs OO 3arojoBOK
7e7a, a 3aTreM INpH HEOOXOAMMOCTH COCTABJSIOTCS 3aroJIOBKM KaKIOro ToMa (YacTu), YTOUHSIOIIUE
CoIep’KaHKe 3arojioBKa Jiena.

3aroJIoBKH JIeJ MOTYT YTOUHSTBCS B Tporecce (POpMUPOBAHMS U OQPOPMIIEHHS JIeT.

['pada 3 HOMEHKIATYpHI /1€ 3aIOTHAETCS 10 OKOHYaHUH KaJIeHJapHOTO ro/ia.

B rpade 4 yka3pIBaloTCsi CpOK XpaHEHHsI Jiefla, HOMepa CTaTel 1o MePevHIo, a MIPH €ro OTCYTCTBUU
— TI0 TUIIOBOW WM NPUMEPHOM HOMEHKIJIATYpE e, WIM APYroW, COIVIaCOBAHHBIA C apXHMBOM, CPOK
XpaHEeHHUS.

B rpade 5 «lIpumeuanue» mpoOCTaBISAIOTCS OTMETKH O 3aBEJCHUU JeNa, O MEePEeXOJsImeM Jeie
(manpumep, nepexonsuee ¢ 2012 roga); ccbulku Ha Apyrue Ilepeuynn 10KyMEHTOB, UCHOIB3YEMBIX MPU
OIIpEJIEIEHUN CPOKOB XPAHEHUS U T.JI.

7.1.7.Ecnm B TedyeHHE TIOAa B MYHHULUUNAIBHOM YYpPEXKIECHHUU BO3HHUKAIOT HOBBIE
JOKYMEHTHPOBAHHBIE YYaCTKH pabOThl, HENMPELyCMOTPEHHBIE JA€a, OHU JOMNOJHHUTEIbHO BHOCITCA B
HOMEHKJIaTypy Jen. Jljis BHOBb 3aBOAMMBIX JI€1 B KaXXAOM paslielie HOMEHKIATypbl OCTaBIISIFOTCS
pe3epBHBIE HOMEpa.



7.1.8. Tlo okoHYaHMM T0O/1a B KOHIIE HOMEHKJIATYPHI JIEN JIeTaeTCs UTOTOBAs 3alHCh O KOJIMYECTBE
3aBeZIcHHBIX Jen (ToMoB). E€ 3amomHenune Beaercs mo pesyabrataM rpadsr 3.

7.2. ®opmupoBanue u ohopmieHue Iei.

7.2.1. ®opmupoBaHue A€ — IPYIIHPOBKA UCTIOJHEHHBIX JIOKYMEHTOB B JIelia B COOTBETCTBHH C
HOMEHKJIATYpPOM JIeTl ¥ CUCTEMAaTH3aIHsl JOKyMEHTOB BHYTpPH JeTa.

7.2.2. VicionHeHHbIE JOKYMEHTBI TPYIITUPYIOTCS B JIelia B COOTBETCTBUU C HOMEHKIIATYPOH eI
JIOKYMEHTBI TIOCJI€ UX UCIOTHEHHUS TIOUIeKAT XPAHEHUIO B YCTAHOBJICHHOM MOPSJIKE.

7.2.3. KoHTpoib 3a MpaBHIBHBIM (OPMHUPOBAHUEM JIETT OCYHIECTBISETCS JIMIIOM, OTBETCTBEHHBIM
3a JeTIONPOU3BOICTBO.

7.2.4. Ilpu popmupoBaHuu 1ei1 HE0OXOAUMO COOTIOAATH CISAYIONIME OOIIKe IpaBuiIa: MTOMEIIATh
B JICJI0 TOJBKO HCIIOJHEHHBIE JTOKYMEHTBHI B COOTBETCTBHM C 3arojlOBKaMH JIeJI 10 HOMEHKIJIATYpeE;
IpYyNIUPOBaTh B JIEJIO JOKYMEHTBHI OJHOTO KAJICHAAPHOTO TOfa, 32 MCKIIOYCHHUEM MEePEXOISIINX e,
pa3fenbHO TPYIIUPOBATH B JIea JTOKYMEHTHI IIOCTOSHHOTO U BPEMEHHOTO CPOKOB XPAaHEHHMS; TIOMEIIATh
B JleNa KCepoKomuH (akcorpamm, TelneOHOTpaMM Ha OONMX OCHOBaHUSX; B JEIO HE JOJIKHBI
MOMEMIATHCS TOKYMEHTHI, TOJIEKAIIe BO3BPATY, JUIITHUE SK3EMILUISIPbI, YepHOBUKH; IO 00BEMY J€JI0 HE
JOJDKHO npeBbIath 250 muctoB. [Ipu Hamu4uu B Jefie HECKOJIBKUX TOMOB (YacTeil) HHIEKC U 3ar0JIOBOK
7ieTia MPOCTABIISIOTCS. Ha KaX10M ToMme ¢ nobaBienneM «Tom 1», «Tom 2» u T.1.

7.2.5. JIokyMEeHTbI BHYTPH [IeJia PACIONararoTcsi B XPOHOJIOTMYECKOH, BOMPOCHO-JIOTHYECKOM
MOCTIEIOBATEIBPHOCTH MJIM MX COYCTAHUH.

PacniopsimuTenbHble TOKYMEHTBI TPYIITUPYIOTCS B JIeJia 110 BHJIAM M XPOHOJIOTUU C OTHOCSIIIIUMUCS
K HAM TIPHJIOKCHUSMHU.

[TonoxeHus, WHCTPYKIUH, YTBEPXKICHHBIC PACIOPSAUTEIBHBIMA JIOKYMEHTAMH, SIBJISFOTCS
MIPIIOKCHUSIMH K HUM U TPYIIITUPYIOTCS BMECTE C YKa3aHHBIMHU JIOKYMCHTAMH.

[Tprka3pl pyKOBOAUTEINST MYHHIIMIIAIBHOTO YUPEKACHUS TPYIIHPYIOTCS OTACIBHO MO KKIOMY
BUIY («IIpUKa3bl IO OCHOBHOW JEATEIBHOCTH», «IIPUKA3bl IO JIMYHOMY COCTaBY», «IPHKA3bl O
MPEIOCTABIIEHUH OTITYCKOB M HAIIPaBJICHUU B KOMAHAUPOBKUY).

[TpoToKONBI B A€Nie pacroiararoTcss B XPOHOJIOTHYECKOM TOpsAKE Mo HoMmepaM. J[OKyMEHTHI K
MPOTOKOJIaM, CTPYIITUPOBAHHBIE B OT/AETbHBIC Jella, CHCTEMAaTH3UPYIOTCS [0 HOMEpaM MPOTOKOJIOB.

YTBepKIeHHBIC TUTAHBI, OTYETHI, CMETBI, CTUCKU U IPYTHE TOKYMEHTHI TPYIITHPYIOTCS OTACIBHO.

JIoKkyMeHTBI B JIMYHBIX JeNaX pacloiaraloTcs Mo Mepe UX mocTymiaeHus. KpaliHumu mgaramu
JIMYHOTO JIeJla SIBJISIOTCS JaThl TIOANMCAHKS MPUKA30B O MpHEME W yBOJBHEHHWH JIMIA, HA KOTOPOE OHO
3aBefieHO. B ciyyae cMepTu JMiia, Ha KOTOPOE 3aBEJCHO JeNI0, KOHEUHOM JaTol sBIsIeTCs Jara TOKYMEHTa,
M3BEIIAIOIIEro O €ro KOHYMHE, FITH 3aIiCh 00 TOM COTPYIHHKA KaJJpOBON CITY>KOBI.

[lepenucka rpynmnupyercs, Kak MpaBuiio, 3a MEPUO KaJleHAAPHOTO ToJla U CUCTEeMaTU3UpyeTCs B
XPOHOJIOTUYECKOH MOCIIe0BATEIFHOCTH; TOKYMEHT-OTBET IMOMEIIAeTCsl 3a JOKYMEHTOM-3ampocoM. [lpu
BO300OHOBJICHUH MEPEMUCKHU MO OMPEIETICHHOMY BOIIPOCY, HAYaBIISHCs B PEIbIYIIEM TOY, JOKYMEHTHI
BKJTIOYAFOTCS B /IS0 TEKYIIETO To/1a ¢ YKa3aHWEeM HHJIEKCa JieNia TIPEABIYIIEero roa.

7.2.6. JIokyMeHTHI IOCTOSIHHOTO CPOKa XPaHEHUS MOJJIeKaT 0(hOPMIICHUIO B JieNia M0 OKOHYaHHUH
roga. OdopmieHnue nena BKIOYaeT B ceds KOMIUIEKC pabOT IO ONMCAHUIO Jiejla Ha OOJIOXKKe,
OpoIIOpOBKE, HyMEpAIMK JTUCTOB U COCTABJICHHUIO 3aBEPUTEIHLHOM HAIIIHCH.

Howmepa cTpaHuIl fenia mpoCTaBISIOTCS Ha JIUCTaX KapaHJalloM B IPaBOM BEPXHEM YTITy.

OdopmneHnne IOKYMEHTOB B Jela MPOBOJUTCS OTBETCTBEHHBIMU 3a JEIOMPOU3BOJCTBO
pabOTHHUKAMU.

7.2.7. B 3aBHCHUMOCTH OT CPOKOB XpaHEHHS MPOBOAMUTCS IMOJHOE WIM YaCTUYHOE O(POpPMIICHUE
nen. [lonHomy odopmiieHuIo moiexar jesa NoCTOSHHOT0, BpeMeHHOTOo (cBbiie 10 jeT) XpaHeHus ¥ 1o
auuHoMy cocTaBy. IlonHoe odopmiieHue nena mpenycMarpuBaeT: oopMieHHE PEKBHU3UTOB OOJIOKKH
Jena 1Mo yCTAHOBIEHHON (opme; Hymepaliio JHCTOB B JEJie; COCTaBJICHHE JIMCTa-3aBEPUTENS [IENa;
COCTaBJICHHE B HEOOXOIMMBIX CIIy4asX BHYTPEHHEH OMUCH JOKYMEHTOB Jelia; MOJIINBKY M IeperuieT
Jena;.

7.2.8. O6noxka naena MOCTOSHHOTO, BPeMEHHOTO (cBbimie 10 5eT) XpaHEHUS W MO JHUYHOMY
coctaBy ohopMIISIETCS TIO YCTaHOBJIICHHOU (popme.

PexBu3uTHI, MpocTaBisieMble Ha OOJOXKKE fena, OGOpMIIAIOTCS CIETYIOIUM 00pa3oM: BBEPXY
YKa3bIBa€TCSl HAMMCHOBAHWE YUYPESKACHUS TIONHOCTBIO B UMCHHUTEIIFHOM TMaJeKe C yKa3aHHUEM
o(UIIMaEHO TIPUHATOTO COKPAIIEHHOTO HAUMEHOBAHHS, KOTOPOE YKa3hIBACTCS B CKOOKAX MOCIE MOTHOTO
HaMMEHOBaHMs. B ciydasx, Korma B TeUeHHE TOZa, 32 KOTOPBIM TOTOBSITCS JieNa, YYPEkICHHE OBLIO
MIEPEMMEHOBAHO (TPeoOpa30BaHO) M ATO HE BBI3BAJIO BO3HUKHOBEHHUS HOBOTO (hOHIOO0OpazoBarens, Mmom
CTapbIM €r0 HAMMEHOBAaHHUEM ITUILIETCSI 1 HOBO€ HANMEHOBAHHE;



«MHJEKC Aena» — uMeeT uudpoBoe 0003HAUEHHE Jea 0 HOMEHKJIAType JIeJl MyHUIUITAIbHOTO
YUPEKIACHUS; «3arojJOBOK JEJIa» MEPEHOCUTCS U3 HOMEHKIIATYphI JIEJ, COINIACOBAHHOM C HAYaJIbHUKOM
apXUBHOTO OTAena AJIMUHUCTpanuu MeaBeHCKOro paiioHa; «aara Jena» — yKa3bIBaeTcsl Toji (TOJbI)
3aBEJCHUS U OKOHYAHMS JIeIa B JEJIONPOU3BOJICTBE.

Jaroii nesn, conepiKalux pacnopsIUTENbHYIO JOKYMEHTAIUIO, a TaKXKe JJIs 1€, COCTOSIIMNX U3
HECKOJIbKUX TOMOB (4acTeil), SIBISAI0TCA KpailHue 1aThl JOKYMEHTOB Jieia, T.€. JaThl (YKCI0, MECSII, TOM)
perucrpanmm (COCTaBIEHUSI) CAMOIO PAHHEr0 UM CaMOro IMO3JHEro JOKYMEHTOB, BKJIIOYEHHBIX B JIEIO.
[Tpu 5TOM ymncio u roa 0003Ha4YarOTCs apabCKUMU LU(PpaMu, Ha3BaHUE MecsIa MUIIETCS CIOBAMH.

B memsax oOecrneyeHHMs COXPAaHHOCTH W 3aKPEIUICHHUS TMOPSAJKA PACIHOIOKEHUS IOKYMEHTOB,
BKJIFOYEHHBIX B JI€JI0, BCE €ro JIUCThI, KPOME JIMCTA 3aBEPUTEIS] U BHYTPEHHEHW OMNKMCH, HyMEPYHOTCA.
JIucTel HyMepyroTCs B IpaBOM BEpPXHEM YIUNIy JIMCTa BaJlOBOM HyMepanuei. UucTele JIUCTBI U3 JAena
u3bIMaloTCs (0e3 MOBPEXKACHUS IENOCTHOCTU Jefia) U YHUUTOXKAITCA. JIMCTBI HyMepyrTCs HPOCTHIM
KapaHJallloM B BO3PACTAIOIIEM IIOPsIIKE HOMEPOB, HAUMHAsL C IIEPBOTO.

CnoxxeHHblid CT Oosbimoro ¢opmara (dpopmara A3, A2) pa3BopaunmBaeTCs U HYMEPYETCs B
NpaBOi 4YacTW BepxHero mojs jucra. [Ipum atom smct mroboro ¢opmara, MOMIIMTHI 3a OJUH Kpaw,
HyMepyeTcsl KaK OJUH JIMCT; a JIMCT, CJIIOKEHHBIM M MOALINTHIM 3a CEepeluHY, MOMJIEKHUT MEPEIINBKE U
HYMEPYETCs KaK OJIUH JIUCT.

KapTsl u cxembl, CKJI€EHHbIE U3 HECKOJIBKHX JIMCTOB, HYMEPYIOTCS Kak OJlMH JHCT. Ha Takux nmcrax
Ha 000poTe WM CBOOOIHOM OT TEKCTa MECTE YKa3bIBAeTCs KOJIMYECTBO JIMCTOB B CKJelike. Bo BHyTpeHHel
OIKCH U B 3aBEPUTEIILHOM HAJIIMCH B KOHLE Jiela O TaKHX JIUCTax Jienaerca oroBopka. Hanpumep: «Jluct 7
- KapTa-ckJieiika u3 10 1ucToBy.

Ecnmu x nmokymeHTy (JIMCTY) TMOAKJIEEHBI OAHUM KpaeM JApyrue JOKYMEHTHI (BCTaBKH TEKCTa,
NIEPEBO/Ibl, BBIPE3KH, CIPABKU U Jp.), TO KKIbIA JOKYMEHT HYMEpPYETCsl OTAEIbHO, OYEPEIHBIM
MOPSAAKOBBIM HOMEPOM.

JIucTel n1ed, COCTOSIIMX W3 HECKOJbKUX TOMOB WJIM 4YacTeil, HyMEpPYIOTCS IO KaXJIOMY TOMY
(4actu) OTIENBHO.

®ororpaduu, YepTeXKH, AUArpaMMbl M JAPyTHe WIIIOCTPUPOBAHHbIE U  CHEIU(PUUECKHE
JOKYMEHTBI, MPEJICTABISAIOLINE CAMOCTOSTEIbHBIN JIUCT B Jesie, HyMEPYIOTCsI Ha 0OOpPOTHOM CTOpPOHE B
JIEBOM BEPXHEM YTIIy.

[TonmmTele B A€I0 KOHBEPTHI € BIOKEHUSIMU HYMEPYIOTCS: CHayalla KOHBEPT, & 3aTEM OUEPEIHBIM
HOMEPOM Ka)KJI0€ BJIOKEHHE B KOHBEPTE.

[Tocne 3aBepuieHMs HyMepalUMM JIMCTOB COCTABIIAECTCS 3aBEpUTEIbHAs HAAINUCh, KOTOpas
pacrnojaraeTcsi B KOHIE Jefa. 3aBepuTeibHash HAAMNKNCh COCTaBISETCS B JieJ€ Ha OTAEIbHOM
JHcTe-3aBepuTeNie Jiena. B 3aBepuTenbHOM Haamucu nudpaMyu M MPONMCHIO YKa3bIBAIOTCS KOJIMYECTBO
JIUCTOB B JJAHHOM JieJie, 0COOCHHOCTH OTIENbHBIX JOKYMEHTOB (4epTexku, (hoTorpaduu, pUCyHKH U T.I1.).

«B oannom dene npowumo u nporymepogano 75 (Cemvoecam nams) 1ucmoa.

Cneyuanucm JIUYHASL NOONUCH Heanosa I A.

12.01.20132.»

3aBepuTeNbHAS HAAMUCH MOAMUCHIBAETCS €€ COCTABUTENEM C YKa3aHHEeM PaCHIM(PPOBKH TMOIIHICH,
JOJDKHOCTH ¥ JIaThl COCTaBlIeHUs. KoOJMUYecTBO JMCTOB B Jelie TMPOCTaBISIETCs Ha OOJIOKKE Jena B
COOTBETCTBHUH C 3aBEPUTEITHHON HAAMUCHIO.

PexBm3ur «Cpok XpaHEHHs [ela» TEepeHOCHUTCS Ha OOJIOKKY Jella M3 COOTBETCTBYIOIICH
HOMEHKJIATYphl JIeJ TOCJE€ CBEPKH €ro CO CpPOKOM XpaHEHHs, YKa3aHHbBIM B TIEpEeYHE THIIOBBIX
YHOPaBJICHUYCCKUX apXHUBHBIX TOKYMCHTOB, 06pa3yfonmxcs[ B IMpoHecce ACATCIbHOCTH IoCyaAapCTBEHHBIX
OpPraHoOB, OPraHOB MECTHOT'O CaMOYIIPABIICHHUS U OPTaHU3AIINMA, C YKa3aHHEM CPOKOB XPaHECHHUS.

Ha AcIaX MOCTOAHHOI'O XpaHCHUA IMUIICTCA: ((XpaHI/ITI) IIOCTOSHHO)).

ApxuBsblit mudp nena (Homepa (oHaa, omucu, Aena) Ha 00JI0XKKaAX Jell TOCTOSIHHOTO XpaHEHUS
MPOCTABIISICTCS B JIEBOM HW)KHEM YTy YEpPHHJIAMH TOJBKO MOCJTE BKIIOYCHHUS 3TUX JeNl B TOJOBHIC
pa3zenbl CBOIHBIX OMHUCEH, YTBEPKICHHBIX JKCHEPTHO-TIPOBEPOYHONM KOMHUCCHUEH (10 3TOro OH
MIPOCTABIISIETCS] KapaHIAIIoM).

Ha o00n0xkax nen1 MOCTOSHHOIO XpaHEHHs MPEeayCMaTpUBAETCS MECTO Uil HAaWuMEHOBAaHUS
apXx¥Ba, B KOTOPBI OyIyT mepenaBaThCs aena.

7.2.9. JIOKyMEHTBI, COCTaBJISIONIME JENO0, TMOANIMBAIOTCI HAa YEThIpE IMPOKOJIa B TBEPAYIO
OOJIOKKY W3 KapTOHA WM IEPeIIeTaloTCs C y4eTOM BO3MOXKHOTO CBOOOJHOTO YTEHHUS TEKCTa BCEX
IOKyMeHTOB. [Ipu moAroToBKe Aen K MOMIIMBKE (MEPErieTy) METATUYeCKUe CKperuieHus (OylIaBKH,
CKpEIKH, CKOOBI) U3 JOKYMEHTOB YIQJISTFOTCSI.



Hena BpemeHHoro (mo 10 5eT BKIIOYMTENBHO) XpaHEHUs JOIYCKAeTCs XpaHUTh B
CKOpPOCHIMBATENAX, HE IPOBOAUTH IIEPECUCTEMATHU3ALUI0 JOKYMEHTOB B Jele, JIHUCThl Jeja He
HYMEpOBaTh, 3aBEPUTEIbHbBIC HAAMNUCU HE COCTABIIATS.

7.3. Opranu3anus onepaTuBHOIO XpaHEHUs 1I0KYMEHTOB.

7.3.1. C moMeHTa 3aBeJIeHUS U J0 Tepeiayr B apXUB AIMUHHUCTpALMU MeaBEHCKOro paiioHa sena
XpaHATCA [0 MECTY UX (POPMUPOBAHUS.

7.3.2. PaboTHUKH, OTBETCTBEHHBIC 32 JEIONPOU3BOJICTBO, 00sS3aHBI 00ECIEUYNBATh COXPAHHOCTh
JOKYMEHTOB U JeJl.

7.3.3. [lena, Haxomsmmecss B PadOYMX KOMHATaX M CICIHATBHO OTBEICHHBIX JUIS ITOM 1M
MIOMELIEHUSIX, PacloNaraloTcs B BEPTUKAIBHOM IOJIOKEHUHM KOPELIKAMH Hapy)Xy B 3alMpaeMbIX MIKadax,
00eCneUYnBaIOINX HUX TOJHYIO COXPAaHHOCTb, IMPEIOXPAHAIOUIMX JOKYMEHTHI OT IbUIM M BO3JACHUCTBUS
COJIHEYHOT'O CBETA.

B nensax noBbliieHus: ONEPaTUBHOTO MMOMCKA JOKYMEHTOB JI€JIa pAacIoaratoTCsl B COOTBETCTBUU C
HOMEHKJaTypoil nen. HomeHkiaTypa Jen Wiu BBIIMCKA U3 HEe MOMEIAeTcs Ha BHYTPEHHEHW CTOpOHe
mkadga.

Ha xopemkax 000%keK J1eJ1 yKa3bIBalOTCSI MHJCKChI 110 HOMEHKJIAType.

7.3.4. JIoKyMEHTBI TOCTOSTHHOTO CPOKa XpaHEHUs SIBJISIFOTCSI TOCYAAPCTBEHHONW COOCTBEHHOCTHIO, U
1ocjI€ TMPOBEIEHUs SKCIEPTU3bl MX IIEHHOCTH B MOpsJKe, YCTaHOBIEHHOM @eepaibHbIM aApXUBHBIM
areHTCTBOM, TOJIeKar 00sS3aTeNbHON nepefaye Ha MOCTOSHHOE XPaHEHUE B apXUB KaK 4acTb APXUBHOIO
dhonna Poccuiickoii denepanuu.

8. IlopsA10K NOATOTOBKM M NepeJady JOKYMEHTOB HA XpaHeHHe B APXUB AJIMHHHCTPALMH
MenBeHcKoro paioHa.

JlokyMeHTsl AaMuHHMCTpanu MenBeHCKOro paiioHa SIBJISIIOTCS €€ COOCTBEHHOCTBIO M IOCIIE
IIPOBE/ICHUST HKCHEPTH3bl HX IIEHHOCTH B TMOpsAJKe, ycTaHOBIeHHOM denepalbHbIM 3aKOHOM OT
22.10.2004 Ne 125-®3 «O6 apxuBHOoM nene B Poccuiickoit deneparmmy», moaiexar o00s3aTeTbHON
nepefaye Ha XpaHEHHWE B apXUBHBIN OTAENT AIMUHHMCTpALUMU MeaBeHCKOro pailoHa.

8.1. DkcrepTr3a IEHHOCTH JIOKYMEHTOB.

8.1.1. DkcnepTr3a HEHHOCTH JOKYMEHTOB — U3yUeHHe JOKYMEHTOB Ha OCHOBAaHUM KPUTEPHEB UX
HEHHOCTH B LECIAX OHNPCACICHHA CPOKOB XpaHCHUA JOKYMCHTOB U 0T60pa uX AJi1 BKIKOYCEHUSA B COCTaB
MYHUIIUTAIBHOTO apXHBA.

B XOJ€ SKCIIECPTU3BI ITPOBOJUTCA 0T60p JOKYMCHTOB JJIs XpaHCHUA U YHUYTOKCHH.

8.1.2. DkcnepTr3a EHHOCTH TOKYMEHTOB MTPOBOIUTCS: TIPU COCTABIEHUH HOMEHKJIATYpPhI A€, B
nporecce (HOPMUPOBAHUS JI€T U TPH TMOATOTOBKE €N IJsi Mepefadyd B  apxXuB  AJIMUHUCTpAIUU
MenBeHCKOro paiioHa.

8.1.3. lns opraHu3anii W TPOBEACHUS HKCIEPTU3bI IEHHOCTH JIOKYMEHTOB, OTOOpa WX Ha
rOCyJapCTBEHHOE XpaHeHHe B AJIMUHUCTpAIMU MeIBEeHCKOTo paiioHa CO3/1aeTCsl IKCIIEPTHAsT KOMUCCHSL.

DKcrnepTHas KOMHUCCHUSI CO3JAaeTcs W3 4Yuciaa Haubosee KBaTM(PHUIMPOBAHHBIX PAOOTHHUKOB B
KOJINYECTBE HE MEHee 5 4eJOBeK C 00s3aTelIbHBIM BKIIOUYEHHEM B COCTaB CIELUANNCTa  apXHBa
AnMuHUCTpauuy MeaBeHCKOro paiioHa.

8.1.4. ®yHkuuMu W mpaBa HKCHEPTHOW KOMHUCCHHM AJMHUHUCTpAIMM palOHA OIpPENessioTCs
[TonoxxerneM 00 OSKCIIEPTHOH KOMHCCHH, KOTOPOE COTJIACOBBIBAETCSI € ApXUBHBIM  OTAEIOM
AnMHUHHCTpali  MeIBEHCKOro pailoHa U YTBEPXKAAETCS  pacHopsDKEHHEM  ATMHHHCTPALUU
MenBeHCKOro paiioHa.

DKcrnepTHasi KOMUCCHS OCYIIECTBIISET cleayromue GyHKINN:

paccMaTpuBaeT HOMEHKIIATYPY Aesl AIMAHHUCTPALINH;

paccMaTpUBAeT ONMCH JIel MOCTOSHHOTO XpaHEHHWs, MOAJeKallue Ieperaye B apXuB
AIMUHUCTpalM MeaBEeHCKOro paiioHa;

oTpenieNseT CPOKH XpaHEHHs JIel, KOTOpBIE He MPEIYCMOTPEHBI B IIEPEUHE;

paccMaTpuBaeT aKThl O BBIACICHUUM K YHUYTOXKEHHIO J€J, HE MOJUIekAIIUX IajdbHeliemy
XpaHEHHUIO.

8.1.5. DkcrepTH3a IIEHHOCTH JOKYMEHTOB JIOJDKHA OCYIIECTBIATHCS IO  3aBEPIICHUH
JeTOTIPON3BOACTBEHHOIO TO/1a.

8.1.6. [Ipu mnpoBemeHWH DKCMEPTU3Bl I[IEHHOCTH JOKYMEHTOB OCYIIECTBISETCS OTOOD
AOKYMCHTOB MOCTOAHHOI'O0 XPAHCHUA W 11O JIMYHOMY COCTAaBY, BBIACJICHUC K YHUUYTOXCHUIO JCJI, CPOKU
XpaHEHUs! KOTOPBIX UCTEKJIU, IPU 3TOM OAHOBPEMEHHO MPOBEPSIOTCS KAYECTBO U MOJIHOTA JIEHCTBYIOIIEH



HOMEHKJIATYpPHI JIeJ1, COOII0/IEHHE YCTaHOBIEHHOTO MOpsiaKa 0(hOpMIICHHUS! JOKYMEHTOB M (POPMUPOBAHUS
hi (S

8.1.7. OTO0p AOKYMEHTOB ITPOBOJUTCS HA OCHOBAHUU TEPEUHS TOKyMEHTOB
C YKa3aHUEM CPOKOB XpaHEHHs 1 HOMEHKJIATYphl Aell. He nomyckaercst oTOOp T0KYMEHTOB Ui XpaHEHUS
U BBIIETICHUSI K YHUUTOXKEHHIO TOJIBKO Ha OCHOBAaHUU 3ar0JI0BKOB JIEI.

[Ipy MOAMCTHOM MPOCMOTPE JAeN IMOCTOSHHOTO XpaHEHHS MOJJIeKAT H3bITUIO NyOJeTHBIC
HK3EMIUISIPBI JOKYMEHTOB, YepHOBHUKH, HEO()OPMIIEHHBIE KOITMH JOKYMEHTOB M IOKYMEHTHI C BPEMEHHBIM
cpokoMm xpanenus. [ena ¢ momerkoit DIIK (3xcnepTHO-TIpoBEepOYHAsi KOMHUCCHSI) MOJBEPraloTCs TaKxKe
IIOJINCTHOMY IIPOCMOTPY C LIEJIbI0 ONPEEIICHNUS UCTOPUUYECKON LIEHHOCTH M BBIJIEIEHUSI UX U3 COCTaBa
JOKYMEHTOB, MOJICKAIUX BPEMEHHOMY XPaHEHHIO.

8.1.8. [To pe3ynbTaraM SKCHEPTH3bI LEHHOCTH JOKYMEHTOB B AJIMHMHHUCTpAlK MeIBEeHCKOTro
paiioHa COCTaBISIOTCA OMUCH HAa JOKYMEHTHI MIOCTOSHHOTO XpaHEHUs U 10 JMYHOMY cocTaBy. [lo atum
ONUCAM JIOKYMEHTBI CAAIOTCS B apXUB AJMUHHUCTpanuu MenBeHcKoro paiioHa. 3a COCTaBJI€HUE CBOJHOU
OMHMCHU HECET OTBETCTBEHHOCTh MOJKHOCTHOE JIMIIO OOHIer0 OTAesna AJIMUHUCTpalud MeaBeHCKOro
paioHa.

8.1.9. Ilpu cocTaBiaeHUH OMUCH JIe] COOIIOIAI0TCS CIEAYIOIINe TPeOOBaHUS:

3aroJIOBKM JI€J BHOCSITCS B ONKMCh B COOTBETCTBUHU C IMPHUHATON CXEMOW CHCTEMaTH3allud Ha
OCHOBE HOMEHKJIATypHI JIET;

Ka)KJ0€ J1eJI0 BHOCUTCSA B ONMCh IOJI CAMOCTOSTEIbHBIM MOPSAKOBBIM HOMEPOM (€CIH AEIO0
COCTOHT U3 HECKOJIBKUX TOMOB, TO KaKJblii TOM BHOCUTCS B OIUCH TOJI CAMOCTOSITEIbHBIM HOMEPOM);

B OIMCH 3a HECKOJIBKO JIET JIeJIa UMEIOT OOIIYI0 HYMEPALIUIO;

rpadbl omMcH 3amoNHSIOTCS B TOYHOM COOTBETCTBUU C TEMH CBEICHUSMHU, KOTOPHIE BHIHECEHBI
Ha 00JIOXKKY J1en1a;

Ipy BHECEHWU B OMNHCHh MOAPAN A€M C OJUHAKOBBIMU 3arojIOBKaMH MUIIETCS MOJHOCTHIO
3aroJOBOK IIEPBOTO JIeNa, a BCE OCTaJbHbBIC OJHOPOIHBIC Jesa 00o3HavarTcs ciaoBaMu «To xey», mpu
3TOM JIpyrue CBEAEHHUs O JellaX BHOCATCA B OIHUCH MOJHOCTBIO (Ha KaXIOM IIEpBOM JIMCTE OIHCH
3aroJIOBOK BOCIIPOU3BOJIUTCS TIOJTHOCTHIO).

8.1.10. Onucu nen TOCTOSIHHOTO XPaHEHHUsT COCTAaBISIFOTCS MO YCTaHOBJIEHHOW Qopme U
nepenaroTcs B apxuB AamuHucTpauuun MenseHckoro paiioHa mocie yteepxkaeHus OIIK apxuBHoro
ynpasnenus Kypckoit obnacrtu.

8.1.11. Or6op MOKYMEHTOB K YHUYTOKEHHIO C HCTEKIIMMH CPOKaMH XPAHEHUS TPOBOIMTCS
IIOCJIE COCTABJIEHMSI OITMCH JI€] IOCTOSIHHOTO XPaHEHMS.

8.1.12. AKT 0 BBIJICJICHUU K YHHUTOXCHHUIO JIOKYMEHTOB COCTABIISIETCS Ha JIeNla, He BOILIEAIINE B
OIMCH JI€] IOCTOSHHOTO CPOKAa XPAHEHUS U IO JUYHOMY COCTaBy AJMHMHHMCTpanuuu MeaBeHCKOro
paiioHa.

[Tocne wmcTedeHUss CpPOKOB, YCTAHOBJIEHHBIX [UI XPAHEHMsI DJIEKTPOHHBIX JTOKYMEHTOB, Ha
OCHOBaHUU aKTa K YHHUYTOXKEHHUIO JOKYMEHTOB 3JIE€KTPOHHBIE JOKYMEHTHI MOAJIEKAT YHUUTOKEHHUIO.

8.1.13. Ilpn mepBUYHOM TMpEJCTABICHUH OINUCEH B apXuB AJMUHHUCTpalUd MeaBeHCKOro
pailoHa, a TaKKe B CBA3M C U3MEHEHHEM CTPYKTYPhI COCTABIISIFOTCS HCTOpUYECKas CIIpaBKa K apXUBHOMY
¢boHIy AIMUHUCTpAIMU U MIPEINUCIOBUS K HUM.

8.1.14. B apxuB AamuHHCTparui MeIBEHCKOTO paiioHa IMepenaroTcs Jiela ¢ HCIIOJTHCHHBIMU
JOKYMEHTaMH IMOCTOSIHHOTO CpOoKa XpaHeHus. VX nepenada npou3BOIUTCS TOJIBKO 110 OMUCAM €.

8.1.15. B mepuo/ MOATOTOBKH JIeJ K Tiepe/iade B apXUB COTPYIHHKOM apXHUBa MPEABAPUTEIHHO
MPOBEPAIOTCS MPAaBUIBHOCTh HX (OPMHUPOBaHUS, O(OPMIIEHUS U COOTBETCTBHE KOJIMYECTBA Jell,
BKJIIOUEHHBIX B OIHCh, KOJMWYECTBY JeJ, 3aBEJCHHBIX B COOTBETCTBMM C HOMEHKIJIATypoHl Jei
AnmMuHuCTpanuu MenBeHCcKoro paiioHa.

Bce BbIsiBIEHHBIE TPU TIPOBEPKE HEIOCTATKH B (POPMUPOBAHUU M OGOPMIICHUH JIe]1 paOOTHUKU
00513aHbl YCTPAHUTh.

8.1.16. Ilpuem kaxxaoro naena MPOU3BOAMUTCS PaOOTHUKOM apXWBa B MPHUCYTCTBUU PAOOTHHKA,
OTBETCTBEHHOTO 33 (HOPMUPOBAHHE APXHBA.

9.PaccMoTpeHue oOOpallleHUil TIpaxIaH

9.1.B MYHUILIMTIAIBHOM  YUPEKICHUHN MenBeHCKOT0 paiioHa OpraHu3aIus
HCHTPAJIM30BAHHOI'O0 y4€Ta U O6€CH€‘-I€HI/IC CBOCBPCMCHHOT'O  paCCMOTPCHUA TMUCBMCHHBIX U
YCTHBIX OOpalleHU TpaKgaH OCYIIECTBISIETCS PYKOBOJUTENEM YUPEKICHUS.



9.2.Ilopsimoxk  paccMOTpeHHsI  OOpallleHuil TpakaaH perjameHtupyercs DenepaabHbIM
3aKOHOM oT 2.05.2006 roma Ne59-®3 «O nopsiake paccMOTpeHUs1 oOpalieHunii rpaxkaan Poccuiickoi
®denepanum» (¢ BHECEHHBIMU U3MeHEHUsIMU ), 3akoHOM Kypckoit oomactu ot 30.05.2008 roma  Ne32-3KO
«O mopsiike paccMOTpeHust oOpanieHnit rpakaan B Kypckoii 001acti» (C BHECCHHBIMH U3MEHEHHSIMH ).

10.Opranu3zanusi KaApoBoi padoThl B MYHHIMNIAJBLHOM Y4YpesKIeHHH

10.1. ITopsinok odopmiieHHus IpuemMa Ha padoTy

10.1.1. VYcraHoBieHHE TPYIAOBBIX OTHOIICHUW MEXKIYy paOOTHUKOM U paboTomareiem
OpraHu3allui HaAYMHAETCS ¢ Oecebl JODKHOCTHOTO JIMIA, OTBETCTBEHHOTO 3a MPHUEM, C MPETEHIACHTOM
Ha pabodee MecTo.

B cnyx0e kagpoB odopmisieTcss mpueM Ha paboTy, YTO IPEAyCMaTpUBACT MPOBEPKY JIMYHBIX
JOKYMEHTOB pa0OTHHKA, B YHCIIE KOTOPBIX:

A) nacnopr;

b) TpynoBas kHMKKa (eciM paOOTHHUK yXe€ COCTOSAJ B TPYIOBBIX OTHOIIEHUSX), €CIU PaOOTHUK
yCTpauBaeTcsi Ha padoTy BIEPBBIE, TO 3aBOJAT HAa HETO HOBYIO TPYAOBYIO KHIDKKY, 8 TAK)KE H B JIPYTOM
cllydae - €CJIM TPYJAOBas KHUXKKA yTepsHa paOOTHUKOM, TaK e 3aBOJAT HOBYIO TPYIOBYIO KHIKKY 0e3
ykazanus «/ydaukar»;

B) BoeHHBIN OwmeT (1151 BOCHHOOOSI3aHHBIX ) HUIM TIPUITUCHOE CBUACTEIBCTBO (JIUIS MOJISKAIIUX
MPU3BIBY HA BOCHHYIO CITYXO0Y);

I') cTpaxoBoe CBHUIETENBCTBO T'OCYJapPCTBEHHOTO MEHCHMOHHOIO CTpaxoBaHus, (A7 paOOTHUKOB
MPUCTYMAINUX HAa pabOTy BIEPBBIC - AAMUHUCTpAIUs 00s13aHa 0()OPMHUTH HOBOE);

1) npu npueme Ha paboTy, TPeOYyIOIlYIO CIELUUATbHBIX 3HAHUN MPEeNbABISAETCS PaOOTHUKOM
JTOKYMEHT 00 00pa3oBaHMH (JUIIOM, CBUIETEIBCTBO U AP.)

ITepeueHb maHHBIX JOKYMEHTOB 00s3areseH, 0e3 MperbsBICHUs JaHHbIX JOKYMEHTOB IIPHEM Ha
paboTy He AOIMmyCKaeTcsl.

Ilpu npueme na pabomy pexomenoyemcsa OmeEencmeeHHomy auyy 3a Kaopvl 3ampedosams
00NOHUMENbHO OOKYMeHmbl (UHopmayuo):

A) (axTryeckoe MeCTo MPOXKUBAaHUS PAOOTHHKA;

b) koHTakTHBII TenedoH;

B) cBuneTensCcTBO 0 3aKiIrOuUeHUH Opaka (pacTop)keHue Opaka);

I') cBUETENBCTBO O POXKIECHUU peOeHKa (neTei);

) dotorpadus (2mrt. B Kaprouky ®@opma T-2 u B AHKeTy);

E) Anxera (3anonHseTcst caMuM paOOTHUKOM)

K) Cornacue Ha 00pabOTKy MEPCOHATBHBIX JTAHHBIX

PykoBomuTens NOKEH MMETHh BCE JAHHBIE, OTHOCSAIIUECS K KaXIoMy paOoTHHKY. [y sToro u
TpeOyroTCsl yKa3aHHbIE BbIIIE JOKYMEHTHI. V3 JaHHOTO criucka JOKyMeHTOB ¢opmupyercs Jlnunoe aeno
Ha Ka)XJ10ro pabOTHHKA.

10.1.2. JIu4Hoe 1e10 - COBOKYIHOCTh JOKYMEHTOB, CO/ICPKAIIMX MOJHbBIE CBEACHUS O
pabOTHHKE M €T0 TPYAOBOH MesATeNbHOCTH. JINYHBIE 1eTa BEAYTCS C EIbI0 KOHIICHTPAIIMH BCei
uHpopMaIu 00 0THOM pabOTHHKE.

JlvaHOE AeNo, B OTIMYME OT JAPYIHX JEIONPOW3BOACTBEHHBIX €], BENETCS B MPOMOJIKCHHUU
BCEro CpoKa paboThl pabOTHHKA B JaHHOU opraHu3anuu. OHO opopmisieTcs JIMIIOM, OTBETCTBEHHBIM 32
Kaapel. [lepBoHaYaIbEHO B HETO TPYNIUPYIOTCS TOKYMEHTHI, 0(OPMIISIFOIIIME TIPOIIeCcC MpruemMa Ha padoTy,
B T€UEHHME BCETr0 CpoKa paboOThl JOMOIHSIIOTCS JOKYMEHTAMH, XapaKTEePHU3YIOIMMHU MEPHOA TPYIOBOM
nestenbHOoCTU. (Odopmisiercs nmanka «Jleno» W Tyaa MOAIIMBAIOTCA BCE JAOKYMEHTH (komuu)). B
JUYHOM JIeJie MEPBBIM JIMCTKOM JIOJKHA OBITh ONMHMCh JOKYMEHTOB, I7i€ KaJPOBHK JEJAeT 3aluch O
BHECEHHOM JOKyMeHTe. JINdHOe /1eo mpu yBoIbHeHHH paboTHHKaA niepenaercs B apxuB OK u cpok ero
XpaHeHus 75 Jier.

10.1.3. B cOOTBEeTCTBMU CO INTAaTHOW CTPYKTYpOW, pElIeHHEe O MpueMe Ha paboTy JaHHOTO
pabOTHHKA OATBEPHKIAETCS JINYHBIM 3asBICHUEM.

JluuHoe 3asiBjieHHMe Pa0OTHMKA O mNpueMe HA PadoTy nHUIIETCS OOBIYHO OT PYKH B
IPOU3BOJIILHON (popMe, BOBMOXKHO U HCIONb30BaHUE TpadapeTHOil Gpopmbl. B 3asBieHUN yKa3bIBaeTCs
azpecar (JI0KHOCTh, MHUIIAAIBI, (aMUJTUS PYKOBOAUTENSI OpraHU3aIlin), aBTOp (MHUIIAAIBI, (paMuIus
paboTHHKa, aJIpec MPOKUBAHUS (3apEerUCTPUPOBAH IO IMACHOPTY), HOMep TenedoHa), HAMMEHOBAHHE
JIOKyMEHTA (3asiBJICHUE), TEKCT (B KOTOPOM YKa3bIBaeTCs, Ha KaKyIO JIOJHDKHOCTH (10 Kakou mpodeccueit
KBaMM(UKALMK), B KAaKO€ CTPYKTypHOE TMOApA3JeICHUE aBTOp 3asBICHHUS NPOCUT HPUHATH €ro Ha
paboty), nara, IOIMUCH.



Ha 3asBnenun odopmisieTcst BU3a pyKOBOTUTENS CTPYKTYPHOTO IMojpaszieieHus (0 TOM, 4TO OH
XO/aTaliCTBYeT NPHUHATH JAHHOTO pabOTHHKA MO YKa3aHHOM CHenuanbHOCTH (JOJKHOCTH) Ha
HEOIPEICICHHBI CPOK M C Kakod JaThl, eciu paboTa BpeMEeHHasl WM CE30HHas, TO yKa3bIBaeTCs Ha
KaKoW CPOK M JIJIsl Kakoil paOoThl MpUHUMAETCs (HanpyMep: Ha BpeMs Ce30HHbIX PadoT U Kakux) padoT,
MOCJIE YEeTO OHO NepeaeTcst PyKOBOAUTEINIO OPTraHU3aIiH I 0(OPMIICHUS PE3OIIOLUH.

[Tocne odopmnenuss pesomtounu pykoBoautens (Jupektopa yupexieHus) Ha JaHHOM
3asIBJIGHUH, COCTABIISIETCS TPYAOBOM 10rOBOp ¢ paOOTHUKOM U M3/1aeTCs MPUKA3 O MpueMe Ha paboTy.

Ecnu paGoTHHK MPUHUMAETCS BPEMEHHO (110 CPOYHOMY TP. IOTOBOPY), TO YKa3bIBAETCS 3TOT CPOK
U U1 KaKuX paboT OH MPUHUMAETCS - TaKasl 3alKCh JeJaeTCs B JAHHOM 3asIBIICHUU.

Hanpumep: Xooamaticmeyio npunams Ha OONHCHOCMb Oyxeanmepa Ha 6pems Omcymcmeus oOyxeaimepa
Caxaposoti I'J1., 6 ces13u ¢ HaxoxcoeHuem 8 OMnycke no yxo0y 3a pebenKkom 00 O0CMUICEHUS UM 803PACMA mpex
Jemy.

10.1.4. B coorBerctBuu ¢ TpynoBbiM komekcom P®D ocHoBanuweMm njisi mpuema Ha padboTy
sBisiercss TpynoBoii 10roBop, 3aKJIIYEHHBIH B NMCbMEeHHOI dopMme.

TpynoBoii 10roBop - coryianmieHne Me:kay padoroaarejieM U pa0OTHUKOM, B COOTBETCTBUHU
C KOTOpBIM paboronartenb 00si3yeTcs MPeAoCTaBUTh pabOTHHUKY paboTy MO OOYCIIOBICHHOW TPYIOBOU
¢byHKIMH, 00€CTIEUNTh YCIOBHS TPY/A, IpenycMOTpeHHbIe TpynoBbiM KogekcoM P®D, 3akoHaMU ¥ HHBIMH
HOPMAaTUBHBIMU TPAaBOBBIMH aKTaMH, JIOKAJIbHBIMU HOPMATHUBHBIMH aKTaMH, COIVIAIICHUSIMH,
CBOEBPEMEHHO U B TIOJHOM 00bEeMe BBHIIUIAYMBATH PAOOTHUKY 3apabOTHYIO IJIary, a pabOTHUK 00s3yeTcs
JUYHO BBIMIOJHATH CBOIO TPYAOBYIO (YHKIIMIO, COONIONATh EHCTBYIOIEe B OpraHW3allid IMpaBHIa
BHYTPEHHETO TPYIOBOTO PACTIOPsIKA.

TpynoBoit goroBop 3akirodaercs B MUCBMEHHOH (hopMe, COCTaBIsAETCS B ABYX AIK3EMILISIPaXx,
KOKIBI W3 KOTOPBIX TOAMHUCHIBACTCS 00enMH cTopoHamMH. OIWH 3K3eMIUIIp TPYIOBOTO JOTOBOpA
nepenaercst pabOTHUKY, APYToil XpaHUTCA y paboToAaTess B IMYHOM Jielie COTPYIHHKA.

Paboronarens o0s3aH He mo3AHee Tpex AHeH 0DOPMUTH C PaOOTHUKOM TPYAOBOHM OTOBOP.
ITpu »TOM, ecnu OH He ObUI B CPOK OpOpMIIeH, a paOOTHUK YK€ MPUCTYIUI K paboTe ¢ BeoMa WU IO
MOpy4YeHuto padoToaaresns (ero NpeACTaBUTENs), TO TPYAOBOM IOTOBOP CUUTAETCS 3aKIIOYCHHBIM.

TpynoBoii 1oroBop OBIBAIOT JBYX BHJIOB:

- 3aKJIIOYCHHBIN HA HeolpeieIeHHbIH CPOK;

- CPOYHBII TPYA0BOJ# A0roBOp (He Ooee MATH JIeT), IPHU YCIOBHH BPEMEHHOTO XapakTepa
MPEACTOSIIEH paboThl, KOTOpast OKHA OBITH TIpomKcaHa (yKka3aHa) B TpyA0BOM joroBope. K
TaKUM YCJIOBHUSIM MO>KHO OTHECTHU:

- 3aMeHa BPEMEHHO OTCYTCTBYIOIIETO pPAaOOTHUKA, 32 KOTOPBIM, COIIACHO 3aKOHOAATENbCTBA
COXpaHseTCsl MECTO paboThI;

- Ha BpeMs BBITIOJTHEHHSI BPEMEHHBIX (10 IBYX MECSIIEB) padoT;

- JUTs BBITIOJTHEHUSI CE30HHBIX paboT, KOTAa B CHIIY MPUPOIHBIX YCIOBHUH paboTa MOXKET
IPOM3BOUTHCS TOJIHKO B TEUCHHE OTIPEICICHHOTO Meproia (Ce30Ha), He IPEBHIIIAONIEeTo MIeCTH
MECSLIEB;

- BBITTOJIHEHHE 3aBEIOMO OIpPEeIEHHON padOThI B CIyYasiX, KOT/a €€ BBIIOIHEHHE (3aBEpIICHHE)
HE MOXXET OBITh OIpe/ieIeHO KOHKPETHO! JaToi;

u 1p. (cMm. ct.59 TK PO).

[Tpu 3akt04eHUH TPYJOBOIO JIOTOBOpPA ¢ paOOTHUKOM HEOOXOAMMO O3HAKOMHTH C JIOKAJIbHBIMU
HOopMaTuBHBIMU JoKyMeHTamu ([lomoxenusimu, [IpaBuiamu BHYTPEHHErO TPYIOBOTO pacIopsjaka,
KonnekTuBHBIM JOTOBOPOM (€CIM OH €CTh) U JIp. U B TPYAOBOM JIOTOBOPE OH JIOJDKEH paCIUCcaThCs U
yKa3arh 1aTy 03HAKOMIICHHSI.

TpynoBo#t 10roBop AOHKEH XpaHUThesa B JInuHoM aene padotHuka. Kakaelii TpyoBoii JoroBOp
peructpupyercss B «XKypHaje permcrpanuu TPYIOBBIX JIOTOBOPOB» - ([eNaeTcsl 3amuch TJe
MIPUCBAUBACTCSl TIOPSIKOBBII HOMEp JIOrOBOPY W pabOTHMK 3aKJIIOUMBIINI €ro CTaBUT CBOIO MOAIMMHCH O
nonydeHur). [Ipu yBonbHeHHMM paOOTHHKA B JKypHaje JeJaeTcsi OTMETKa «PacTOPTHYT «  »

200 r», 3Ty 3amuch J1eIaeT OTBETCTBEHHBIN 3a Kaapsl (OK).

TpynoBoil AOroBop M SBJISETCS OCHOBAaHHMEM JJIs M3JlaHUA MpHUKa3a O MpUEMe COTpyAHHKA Ha
paodory.

10.1.5. Ilpuka3 o npuemMe Ha padOTy COCTABIAETCS IMOCJIE MOANUCAHUS 3aABJICHUSA U
oopmnenuss TpymnoBoro moroBopa. IIpmka3 J0IKEH COOTBETCTBOBATH TPYAOBOMY JOTOBOpY (Iara
npuema, @O.M.O. paboTHuKa, TaOenbHBIH HOMEp, HaWMEHOBaHWE mpodeccun (IODKHOCTH),
KBanuuKanus (pa3psiji, KaTeropusi, KJacc), pa3Mep OIjiarhl Tpyaa, CTPYKTYPHOE TOApa3AelieHue, CpoK



NENCTBUSI TPYAOBOIO AOroBopa (€CIM OH CpPOYHBI) M INpUYMHA CPOYHOCTH, HOMEpP TPYAOBOTO
norosopa. IIpuka3z odopmiseTcs M TyT ke OTAAETCS HA HOINUCH PYKOBOIUTENIO OPraHU3ALMH.
Kareropuyecku He AomyckaeTcs UCHpaBIeHUE NOHKHOCTH MM (paMHUIIMHM B MOUIMHHUKE MPUKa3a OT
PYKH, IIPOCTABJIEHUE MPEATIOroB «3a» WIN «3aM.», KOCOH 4YepThl Iepe] AOJKHOCThI0. Vcnonb3oBaHue
MOJ00HBIX MPUEMOB JIMIIAET JOKYMEHT IOPHIUYECKON CUIIBL.

[Tocne mommucu pykoBoauTens naHHbIM Ilpuka3 oObsBiseTcs paOOTHHKY IO PAacIUCKy B
TPEX/JHEBHBIH CPOK €O JHS MOANMCaHUs TpyaoBoro jaorosopa. Konmms mnpuka3a mnepeaaercss B
Oyxrajarepuio IJjsi o(opMJieHHsI JIHIEBOr0 CYeTa W HAYMCJeHUus 3apadorHoil miarbl. Konus
TAKOr0 NPUKa3a nogmusaercs U B JInuHoe 1e10 paboTHUKA.

10.1.6. Jinuynasn kapTouka padorHuka (yHuuuupoBanuas ¢popma Ne T-2, YTBepikaeHna
nocranosjgeHneM I'ockomcrara Poccun ot 05.01.2004r. Ne 1) (mpunoxenue Nell).

OcHoBHOM (QopMOH, HCIONB3yeMON KaApOBBIMU CIIy)KOaMH JUIsl aHajau3a cOCTaBa M ydyeTa
JIOKYMEHTOB, SIBJISIETCS JTU4Has KapTouka. [lepuonnuecku B Hee BHOCATCA U3MEHEHHUS U JTOTIOJTHEHUSL.

®opma T-2 3anosHseTCs HA BCeX PA0OTHUKOB, NPUHATHIX HA PadoTy mocJje MOANMCAHUS
NpHKa3a o npuemMe Ha padory.

B 3arosnoBo4HOI 4acTu JTUYHOM KapTOUKM YKa3bIBaeTcs IOJIHOE HaMMEHOBAaHUE OpraHM3alluy, ee
koa OKIIO u xon kaprouku mo OKVY/I.

Jlanee mpocrtapisieTcs Aara COCTaBICHUS KapTOUYKH, yKa3blBaeTCsl TaOeNIbHbIH HOMEp paOOTHHKA,
HauanbHass OykBa Qammmuu (B rpade «Andasur»), BuA paborel, moi. Takke BHOCATCS ABa
uAeHTU(QUKALMOHHBIX ~ HOMepa: Hajoromnarensimka (MHH wu  cTpaxoBoro  cBuueresnbcTBa
(mencuoHHoe).

JInunas xapTouka T-2 cOCTOMT U3 OAMHHAALATH Pa3AesioB U BCE OHM JOJIKHBI ObITh 3aIl0JHEHBI
(3amoyIHATBCS O Mepe HEeoOXOAMMOCTH, BHOCATCS B Ipolecce padoTbl pabOTHHMKA Yy JaHHOTO
paboromarerns).

IlepBrlii pa3ien cogep:KUT o0IMe cBeJeHNS 0 pabOTHHKE. B HeM yka3bIBaloTCsS HOMED M Jara
TPYOBOTO J0roBOpa, 3areM (amuius, UMs, OTYECTBO, JaTra, MECTO POXKIEHUS M TPakJaHCTBO.
OcHoBaHUEM [J1s1 3alI0JHEHUS 3TUX CBEJEHUH SABIIIETCS NAacnopT pabOTHHKA.

Crnenyroomuil MyHKT OTpa)kaeT 3HaAaHME MHOCTPAHHOTO sI3blka (CO CJIOB paOOTHHKA) («UUTAET U
MIEPEBOJIUT CO CIIOBAPEMY, KUUTAET U MOXKET OOBACHSATHCSY, «BJIAJIEET CBOOOTHOY).

[Tynkr 6 comepX HUT cBedeHUS 00 o00pa3oBaHMM U (QOPMYIUPOBKH IPEAyCMaTPUBAIOT
cienyroime GOpMbI:

- OCHOBHOE 00111ee 00pa30BaHUE;

- cpeanee (mosHOE) 0011Iee 00pa3oBaHuE;

- HauaJbHOE NpodeccuoHallbHOE 00pa30BaHue;

- cpeaHee mpodeccuoHanbHOe 00pa3oBaHuE;

- HEMOJIHOE BhICIIee 00pa30BaHUE;

- BBICITIEE 00pa3oOBaHUE.

Janee wuaer 3amojHEHHWE JAaHHBIX O HAMMEHOBAaHMM OOpPa30BaTEeIbHOIO  YUpEXKJICHHUS,
KBaJIM(UKAIMH 110 AUIIOMY, €r0 Cepusi U HOMEp, Il OKOHYAHHUS.

B cenpMoM myHKTE 3anuchIBaOTCs CBeEHUS O mpodeccuu (OCHOBHOU U Ap.).

B nynkre 8 «Crax paboThl» CTa)X pacCUUTHIBAETCA KaJpPOBHUKOM Ha OCHOBAaHMM 3amuceil B
TpynoBoi KHMKKe. CTaxk pabOThI YKa3bIBae€TCsl IO COCTOSHUIO Ha JIEHb IIpreMa Ha paboTy.

JleBAThI MyHKT 3amoJjiHSAETCS Ha OCHOBAaHUHU JOKYMEHTOB 3arca M (UKCUPYET CBEIEHUS O
COCTOSTHMHM B Opaxe.

JlecsaThlil MyHKT COEPIKUT CBEACHHS O COCTAaBE CeMbHU (OMMKalIInX pOICTBEHHUKOB).

B nynkrte 11 oTMeuaroTcs nmacnopTHbIe JaHHBIE.

B nynkte 12 mpocTaBisieTcs aJpec MecTa KHTelbCTBa pabOTHHKA U €ro (PaKTUYECKHM, TakxKe
HoMep TenedoHa.

Bropoii pa3nen T-2 comepXuT CBEAEHHUS O BOMHCKOM YYE€T€ M 3aIOJIHAETCS Ha OCHOBAaHUH
BOCHHOTO OWJIeTa WIM yAOCTOBEpEHUS IpakJaHUHA, MOJIekKAIIETO MPU3bIBY Ha BOCHHYIO CIIyx0y. Bce
CBEJIEHUS BHOCSTCS B COOTBETCTBHH C JEHCTBYIOIIENH HHCTPYKIMEH BOEHHOOOS3aHHBIX U MPU3bIBHUKOB.

Crnenmyromue pasfensl  OTPaKalT CBEACHUS 00 W3MEHEHHH CIIYKEOHOTO IOJIOKEHUS,
NepEMEIIECHNUs, TOBBIIIEHUS KBAIU(UKALUU U JIp.

Tpernii pazaen T-2 yka3zbIBaeT Ha «IIpHeM, IepeBO]] paOOTHHKA, MTOBBIILICHUE Pa3psla, a TaKKe
OKJIaJ1a U HagOaBKaxy.

B yeTBepTOM pasnesie pUKCUPYIOTCS JaHHBIE O MMPOXOXKACHUH aTTeCTAlMU (TIPOTOKOJI KOMUCCHH,
MIPUKa3 PYKOBOAMUTEIS U JIp.)



IIaTbiii pa3gen CIYXHT JUisi BHECEHHUS JAaHHBIX O TOBBIIICHHHM KBaTH(PUKAUU (0OydeHue B
Y4EOHBIX YUPEIKICHUSAX ).

B mecTom pasjeJie 3alMCHIBAIOT aHAJIOTHYHbIE JAaHHBIC, CBA3aHHbIE C PO(ECCHOHATBHOMN
MIEPETIOArOTOBKOM.

CenbMoii pa3en npeaHa3HaueH s CBEICHUH O MOOUIPEHUSX U Harpaaax.

B BocbMoM pa3jesie puKCHPYIOT TaHHBIE 00 OTIyCKaX paOOTHHKA (TIEpHOABI PabOTHI, 32 KOTOPHIH
IIPEIOCTABIIAETCS OTITYCK).

JlecsiThlii pa3jes CONEPKUT CBEICHHUSA O COLUAIBHBIX JIbIOTaX, Ha KOTOphle PAaOOTHUK HMMEET
mpaBo. B pasgene ykasplBaeTCsi HaMMEHOBAHME JIBIOTHI, JaTda, HOMEP NOKyMeHTa. JlecaTell pasneln
«/lonmonHuTEIBHBIE CBECHUS» MTPEHA3HAUECH JIJISl IOJTHOTHI CBEJICHUM pabOTHHKA.

OauHHAAUATBIA pa3gen 3arogHSAETCS NMPU YBOJIBHEHUM DPAOOTHUKA M BKJIIOYAET OCHOBAHUE
YBOJIbHEHUS, a TaKXke MOANKUCH pabOTHUKA.

JInunbie kapTouku T-2 TO0KHBI HAXOAMTHCS B KaJpOBOii ciy:k0e, (paccTaBJfIOTCA MO
Y4acTKaM 1 o ajagaBuTy).

10.1.7. PaGoTHUKY OTBETCTBEHHOMY 32 KaJIpbl HEOOX0nMUMO UMeTh CITUCKHU 110 JUYHOMY COCTaBY
(Mo moapa3neneHusIM, yyacTkaM).

B maHHBIN CIMCOK TOJHKHBI BXOJUTH TaHHBIE O KAKIOM PaOOTHUKE:

A) OpSIKOBBII HOMED,

b) TaGenbHbIl HOMED,

B) ©.1.0. (nonHoCTHIO),

I') monpaznenenue (y4acTok),

M) npodeccus (I0KHOCTB) ¢ YKa3aHUEM pa3psia, KaTeropHH, Kjiacca u Ap.

E) nara poxnenus,

2K) nara nmpuema Ha pabory,

3) agpec (MECTO MPOKUBAHUS U T10 TTIACTIOPTY), TEICPOH,

W) macniopTHbIE JaHHBIE.

JlaHHBIN CIHCOK OJKEH OBITh COCTaBIIEH B (pOpME TAOIWIBI U MOJIUCAH TEM JIUIIOM, KTO €ro
coctaisul. Takol CIMCOK JJOJKEH eKeMECSUYHO (a jKeJaTelbHO B Ipoliecce padoThl) MepenpoBepsITHCS U
KOPPEKTHPOBATHCS (YBOJICHHBIX UCKITIOYaTh, BHOBb IPUHSATHIX BHOCHTB).

10.1.8. ITepeBon Ha apyryto pabdorty. [lepemernienue.

[lepeBox Ha Apyryro paboOTy - MOCTOSIHHOE WM BPEMEHHOE H3MEHEHHE TPYAoBOW (pyHKIHU
paboTHMKa U (WJIM) CTPYKTYPHOTO IMOJpa3AesieHus, B KOTOPOM paboTaeT pabOTHHK (€CiIU CTPYKTYpHOE
nojipaszieieHue ObLI0 yKa3aHO B TPYIAOBOM JIOTOBOpPE), TNPH TPOJODKEHHH pabOTBl y TOTO Ke
paboTozarens, a TakXke MepeBoj B IPYI'yI0 MECTHOCTh BMeCTe ¢ paboTojaTenem.

PabGotonarens He BmpaBe TpeOoBaThb OT paOOTHHKA BBINOJIHEHUS PabOThl, HE O0YCIOBIEHHOMN
TPYIOBBIM JIOTOBOPOM, a TakXke MepeBoAuTh paboTHMKa. IlepeBox Ha npyryro paboTy momyckaercs
TOJILKO C MHCHbMEHHOIO cornacusi pabOTHHKa, 3a UCKJIOUeHHeM ciaydaeB (dactb 2 u 3 crarbu 72.2. TK
P®D):

A) B ciywyae karacTpo(bl TPHUPOIHOTO WIIM TEXHOTCHHOTO XapaKTepa, MPOW3BOJICTBEHHOU
aBapuu, MoOXKapa, HABOJHEHUS, HECYACTHOTO clydas Ha TMPOU3BOJCTBE, JIOOBIX HCKIIOUYUTEIBHBIX
Cllydasix, CTaBAIIUX TOJ Yrpo3y JKW3Hb WJIH HOPMAaJIbHBIC XU3HEHHBIC YCIOBHUS, - B ITHX CIydasx
pabOTHUK MOXeT OBITh TepeBefieH 0e3 ero comracus Ha CPOK [0 OJAHOro Mecsima (st
MPEeIOTBPANICHNS YKa3aHHBIX CIIY9aeB MM YCTPAHEHUS MX MOCIEICTBU).

b) nepeBon 6e3 cornacus paboTHHKA Ha CPOK JI0 OJJHOTO MecsIa Ha HeoOyCIOBICHHYIO
TPYIOBBIM JIOTOBOPOM pabOTy y TOTO K€ paboTomarens JOMyCKaeTcs TakXKe B CIydasx IPOCTOS
(BpeMeHHO MPHUOCTaHOBKM pabOTHI IO MPUUYMHAM 3KOHOMUYECKOT0, TEXHOJIOIHUECKOTO,

TEXHUYECKOTO WM OPTaHU3AIIMOHHOTO XapaKTepa).

[Ipu mepeBomax, OCYIIECTBISIEMBIX B Ciy4asX, MpPeAyCMOTpeHHbIX A) u b) ommara Tpyna
MIPOU3BOJIUTCS TI0 BBHIMIOJIHIEMOM paboTe, HO He HUKE CpeaHero 3apaboTKa 1Mo npekHeu padore.

He cuuraercs mepeBomoM u He TpeOyeT coriiacusi pabOTHUKA IEpEMENIEHUE U3 OTHOTO
CTPYKTYpPHOTO TOJpa3feieHuss B JApyroe (ecjid B TPYAOBOM /I0TOBOpe He OrOBOPEHO 3JTO
noapasaejenne). Eciu crpykrypHoe noapaszeneHie ObuUIo yKazaHo B TPYAOBOM JOTOBOPE, M €r0 XOTAT
MEepPEBECTHU B JIPYroe MnojpasieiaeHue, To TyT TpedyeTcs coriiacue padoTHHKA.

PabGoromarens mOMKEeH OTIMYaTh TEPEBOA OT MEpeMelleHHus - TepeBo] pabOTHHKA
MpeJnoiaraeT U3MEHEHHE TPYAoBol (YHKIIMH, B TO BpeMs Kak MepeMenieHue paboTHHKA HEe TO3BOJISIET
TaKUX U3MEHCHUU.

Ecou mepeBox paboTHWMKa MCXOAUT (MHUIIMATHUBA) OT paboTojarens, TO B JaHHOM Cllydae



HayaJbHUK MOApa3aeIeHHs (K KOTOPOMY OTHOCHUTCS JaHHBIA paOOTHUK) MUIIET HA UMSI PYKOBOJIUTEIS
«Cayxe0Hy10 3anmHMcKY» B Takoi ¢opme (eciu y paOOTHHUKA HE MEHSIIOTCSA CYIIECTBEHHbBIE YCIOBHUS
TpYyaa, a UMEHHO TpyAoBasi QyHKIHA, TON ke KBaTU(PHUKAIIMKA U HE MEHSETCS OIjiaTa TPy/Ja - OHa JOJKHA
COOTBETCTBOBATh TPYAOBOMY JOIOBOPY paOOTHHKA!

PykoBoauTens HakimaabIBaeT PE3OIIOLMIO0 U M3JaeT mpuka3z o nepememnienun (4.3 cr.72 TK
P®), ¢ xoTopeiM (IpHKa30M) JAHHOrO pPabOTHUKA JOJDKHBI O3HAKOMHUTH MOA pocnuch. B paHHOM
ciydae TpyaoBas (yHKIUS pabOTHHKA HE MEHSETCA, a TaKXKe CYHIECTBEHHBIX M3MEHEHUH 37eCh HeT.
3HayuT pabOTHUKA ITepeMelIaeM 110 IpUKa3y Ha Ipyrold  ydacToK paboTel 63 ero cornacus.

B coorBerctBum ¢ 4.3. c¢t.72 TK P® He sBisercs mepeBojoM W HE TpeOyeT cormacus
paboTHUKa nepemeleHue paboTHUKA B TOM k€ OpraHu3alii, OCHOBHBIM YCIIOBUEM KOTOPOTO SIBJISIETCS
coxpaHeHue 0Oe3 W3MEHEHUH TPYIOBOH (YHKIMHM W CYIIECTBEHHBIX YCJIOBUH TPYIOBOTO JIOTOBOPA.
VckiroueHne COCTaBISIOT Clydad IepeMelleHuss paboTHHKAa Ha padoTy, MPOTUBOIOKA3aHHYIO €My IO
COCTOSIHHIO 3/10pOBbs (MEIULIUHCKOE 3aKII0YCHHE, CIIPaBKa, MEI. OCMOTP U Jp.).

Ecnu ke MeHsercs TpyaoBast GyHKIHS U MEHSAIOTCS YCIIOBUS TpyJa TPYAOBOIO A0roBopa, TO
00s13aTeIbHO JTOJDKHO OBITH coryiacue pabOTHHKA.

B nanHOM ciyyae Ha4aqbHUK MojpasaeneHus (K KOTOpOMY OTHOCUTCS JaHHBbIH paOOTHUK)
nuIIeT Ha UMs pykoBonuteis «Ciyke0HYI0 3alIMCKY» B Takoi popme (ecin y paGOTHHUKA MEHSIIOTCS
CYLIECTBEHHbIE YCIIOBUS TpyAa, a UMEHHO TPyroBas (QyHKIMS, KBAJIMPUKALMUSI U MEHSETCs oIulaTa
TpyZa - B JAHHOM cJIy4Yae 3TO CUMTaeTCsl MepeBOJOM U Ha BpeMs IepeBoja omulara Tpyaa JOJIKHa
OCYULIECTBIATHCA 110 BHINOJIHAEMOI paboTe, HO HE HIDKE CpeIHero 3apaboTka 1o MpexxHel padoTe.

PykoBoauTens HaKIaabIBACT PE3OJIONMN M U3/IAET MPHUKA3 O MEPEBOJE, C KOTOPHIM (TIPUKA30M)
JaHHBIM pabOTHUK JOJKEH O3HAKOMUTHCS IOJA pocnuch. B naHHOM ciydae TpyaoBass (yHKUUSA
paboTHMKA MEHSETCS, a TaKKe MEHSIOTCS M CYNIECTBEHHbIE M3MEHEHHs YCJIOBHH Tpyaa. 3HAUYUT,
paboTHHKA EPEBOAUM IO MPUKA3y Ha APYTYIO0 pabOTy TOJIBKO C €0 COIIacHs.

Ecnu paboTHUK OTKa3zajicd OT MEpeBO/a, TO B JaHHOM ciy4yae padoTomareiab HE MMEET IpaBa
IPUMEHSATH K JaHHOMY paOOTHHUKY JUCHMIUIMHAPHOE HaKa3aHUE, a TakK >Ke JIMIIATh ero NPeMHUU U APYTUX
BBITIIAT, IPETYCMOTPEHHBIX 3aKOHOJATEIHCTBOM, JIOKAJTbHBIMU HOPMATUBHBIMU aKTaMH.

[TepeBonbl UMEIOT PA3IUYHBINA XapaKTep M KaKJbli JTOJKEH paccMaTpUBaThbCs MHIMBUIYATbHO
(em. ct. 72, 72.1, 72.2, 73 TK POD).

10.1.9. Ilopsaaok npeaocTaBIeHNUs €5KeroIHbIX ONJIAYUBAEMbIX OTIYCKOB.
ITepeHoc e:keroHOro oTNycKa, NpoJAJieHne OTIYCKA, 0T3bIB U3 OTIYCKA.

B coorBerctBun ¢ TpynoBeiM koaekcomM P® paboTHMKaM NpPEIOCTaBISAETCS €KEroJHbIe
OTUTAYMBAaEMbI€ OTIIYCKa C COXpaHEHHEM MecTa padoThl (JOJDKHOCTH) M CpeaHero 3apadoTka.
IIponomKUTENTPHOCTh TAKOTO OTIIYCKA cOCTaBiseT 28 KaneHaapHbIx AHei (c1.114,115 TK P®).

OmuraunBaeMblil OTITYCK JOJDKEH IMPEIOCTABIATHCS pabOTHHKY ekeronHo. [IpaBo Ha mepBwId
OTIYCK 3a TepBbIii rox paboThl BO3HMKAET Yy pabOTHHKAa MO HMCTEYEHMH WIECTH MecsilieB €ro
HETPepBIBHOW paboThl y naHHOro pabotomarens. [lo cormameHWI0 CTOPOH OIUTAYMBAEMBIA OTIYCK
PabOTHUKY MOXKET OBITh NMPEIOCTABJICH M J0 UCTEUEHUS LIecTH MecsieB. [loa Takoi CUCOK momnaiaroT
(Mo mpeAoCTaBICHUIO 3asBICHNUS):

- )KEHIIUHBI - IEpe]] OTIYCKOM IO GEPEMEHHOCTH U POJIaM MJIM HEMTOCPEICTBEHHO MOCIe HETo;

- paboTHUKHU B Bo3pacTe 110 18 nert;

- paOOTHHMKaM, YCBIHOBUBIIUM peOeHKa (j1eTeit) B BO3pacTe 10 TpeX MECSIIEB.

A TaKke B APYTUX CIIyYasiX, MPETYCMOTPEHHBIX (elepaTbHbIMU 3aKOHAMHU.

OTnyck 3a BTOpOW M TOCIEAYIOIIKME ToJbl pabOThl MOXKET MPEJOCTaBIATHCS B JI000E BpeMs
pabouero rosa B COOTBETCTBHH C OUYEPETHOCTHIO MPEAO0CTABICHHSI OTITYCKOB B JIAaHHOW OpraHMW3anuu (1o
rpaduky oTmyckoB) (mpuiioxkeHue Nel2).

K 0CHOBHOMY OTITyCKY MOXKET OBITh IPUCOEAMHEH TOTIOTHUTEIBHBIA OTITYCK.

E>xeroquelii oTHyck mpenocrasisercs pabOTHHKY Mo rpaduxy ormyckoB. I'padux ormyckos
COCTaBJIAET PYKOBOJUTENb Ha OCHOBE JAHHBIX CTPYKTYPHBIX MOAPA3/AEICHHM, a TAKKE OPraHU30BbIBACT
BBINOJIHEHNE TpauKa OTIYCKOB, M3BEIIass pabOTHUKOB O BPEMEHH Hauaja OTIyCKa He TO3JHee YeM 3a
nse Henenn  cT.123 TK PO)

I'paduk ormyckoB oOsi3aTeneH Kak Juis paboTomarens, Tak U Uid paOOTHHKA. YTBEepXkKIaeTcs
rpaduk 3a nBe Hepenu 10 koHIa roga (c1.372 TK P®) u kaxapiii paOOTHUK TOJDKEH OBITh O3HAKOMIJIEH C
JaHHBIM Tpa(UKOM I0JI POCTIHCH, UM IpaduK JOIKEH ObITh BBHIBEIICH I/e-TO.

[TepBoIii 3K3eMIUISIP XPAHUTCS Y PYKOBOJIUTEIIS, IPYTOM TIepeiaeTcs B OyXTalTepuio.

3anpewaemcsa ne npedocmagiiams_exlce200Hble OMnycKka pabomHuKam 6 meyeHuu 08yx Jaem

noopso0.




3anpewaemca nHenpedcmasienue exce200H020 OMNYCKA cMpPo20 No 2pa@uxy pabomHuKam
3AHAMbBIM 80 8PEOHbIX U ONACHLIX VCI08UAX MPYod, a makxxce Hecogepuiennoremuum. Taxue
OMNYCKA He MO2ym Obimb NepeHeceHbl Ha OPY20U CPOK, eciiu MOIbKO PAOOMHUK He HAX0OUMCsl O 8DeMEeHHOU
HempyoocnocooHocmu (0016 HUYHbLLL TUCH).

B uCKIIIOYMTENBHBIX CTy4asx, KOrAa MPEeIoCTaBlICHHE OTIyCKa pabOTHUKY B TEKyLIeM pabodeM
rogy MOXKET HeONaronpuaTHO OTPa3sUThCS HA HOPMAJIbHOM XOJ€ JEATEIbHOCTH OpraHu3aluu,
JOIYCKAeTCsl ¢ comtacusi pabOTHHUKA TIEpeHeCeHHe OTITyCKa Ha cieaytomuii padouwnii ro. I[Ipu sTom otmyck
JIOJKEH OBITh UCIIONB30BaH HE Mo3/iHee 12 MecsieB mocie OKOHYaHUs TOrO pabodyero roja, 3a KOTOpblil OH
MPEIOCTaBIISACTCS.

B cnyyae He mpenocTaBiieHusi OTIycka pabOTHHKY (IO pelieHuio paboromarens) - B cllydae
MIPOM3BOACTBEHHON HEOOXOAMMOCTH, pabOTONATENb €r0 NEPEHOCUT Ha JIPYrod CPOK 1o npuxasy (3a ose
Heoenu).

CryxeOHasi 3anHcKa IMPENCTaBISAETCS AUPEKTOPY I HAJOKEHUs pe3oirouuu. Ecim pykoBomuTesb
paspelaet, To rnocie 3toro u3naercs «IIpukas o nepeHoce exKeroAHOro OTIYCKAa», €CIIU K€ PYKOBOAUTENb HE
paspemiaet, To Takas CiyxeOHasi 3alycKa aHHYJIMPYETCs, U paOOTHUK JIOJDKEH MOWTH B OTITYCK CTPOTO TIO
rpaduky. 3a TpH HS 10 HAYAJIA OTIYCKA OH /I0JIZKEH MOJIYyYUTDb OTIIYyCKHbIE.

Euwe npumep nepenoca excez00H020 OmMnycKa, TOIBKO TENEPh 110 HEOOXOAUMOCTH CaMOro pabOTHHKA.
B ciydqae xakux-To 00CTOATEIBCTB (110 CEMEHHBIM OOCTOSITEILCTBAM U JIP.) PAOOTHUK IMHIIET HA UMS JTUPEKTOpa
3asBIICHHE:

E>kerogHplil OTIYCK JOJDKEH OBITH MPOIJICH WM TIEPEHECEH Ha JAPYrod CPOK, ONpEIeICHHBIN
paboTomareneM ¢ y4eToM MoXxKelaHui pabOTHUKA, B CIydasx:

- BpEMEHHON HETPYAOCIOCOOHOCTH paboTHHKA (OOTFHUYHOTO JIUCTA);

- ICTIONTHEHUsI PAOOTHUKOM BO BpEMs €¥KEroJHOTO OTIYCKa T'OCYIapCTBEHHBIX O00S3aHHOCTEH,
€CJIU ATO MPEAYCMOTPEHO 3aKOHOIATEIHCTBOM,

- eciu paOOTHUKY He Oblla BOBpeMs MPOM3BEICHA OIjiaTa €XKErOJAHOr0 OTIMYCKa WU PabOTHUK
OBLT TTO3THO MPETYIPEKJICH O €ro Havale.

OTnyck He MpojuieBaeTcss B cliydyae, €cid paOOTHHUK BO BpPEMSI €KETrOoJHOTO OTIyCKa ObLT Ha
OO0JBLHUYHOM [0 YXO/Y 32 YIEHOM CeMbH (pEOEHKOM, MaMOH U T.11.)

[IpaBo Ha Mmoyy4eHHE €XKETOAHOTO OTIycKa B yAOOHOE AJig HUX ( B TOM YHCJE JIETHEE) Bpems
HUMEIOT:

- pabotHuku Momnoxke 18 et (c1.267 TK PD);

- JKEHIIIMHEI, UMeIoIMe 2 1 Ooliee neTer 10 12 JIeT, a TakKe OTILI, BOCITUTHIBAIONINE JeTel
yKa3aHHOro Bo3pacta 6e3 marepu (c1.264 TK PD).

[To cormameHuo MeXIy paOOTHUKOM U pabOTOAATENIeM EXETOAHBIM OIUIAYUBAEMbId OTITYCK
MOKET OBITh pa3zenieH Ha yacTu. [Ipu 3ToM X0Ts OBl O/1HA U3 YacTel OTIyCKa J0JKHA OBITH HEe MeHee 14
KaJIEHJAPHBIX THEH.

OT3bIB pabOTHUKA W3 OTIyCKa JOMYyCKaeTcs TONBKO ¢ coriacus paboTHuka. Heucnons3oBaHHas,
4yacTh OTIIyCKa JIOJDKHA OBITH MpeNoCTaBlieHa MO BbIOOpY paboTHHKA B Y/IOOHOE AJii HEro BpeMs B
TEUEHHE TEKYIIEero pabovero rojaa Uiu MpUCcOSANHEHA K OTITYCKY 3a CIeAYIOmuUN pabounii To.

He Odonyckaemcsa _om3bl86 U3 OMRYCKA _pAdOmMHUKO8 6 eo3pacme_00 18 nem,
OepemMeHHbIX JHCeHUWUH U PAOOMHUKOG, 3AHAMbBIX HA padomax ¢ epednvimu u (uiu)
ONACHBIMU YCI08UAMU MPYOd.

Ocnoeanuem 0nsa uzoanusa Ilpukaza na omnyck modcem Owvimb 3asnenenue, 2pagpux
OmMnYcKoe, cayyceonas 3zanucka u op. Pabomnuk 3anonnsaem 01aHK 3a:A671€HUA U Omoaem HA
coznacoeanue pyKooOUmeno CcmpyKmypHoz0 noopa30eiieHus, KOmopwlil 6 C60I0 o04epeod
coznacosvigaem ¢ pykoeooumenem (no zpaguxky unu ene cpaguka) oanmnstit omnyck. Ilocne
coznacoeanus, pyKoeooumenv eusupyem OanHoe 3asaenenue u uzoaem Ilpuxaz o
npedocmaenenuu omnycka. Ilpukaz noonuceleaem oOupekmop, nocie ue20 3HAKOMUM
PabdomHuKa ¢ npuKazom noo poCRUCH.

10.1.10. OTnycka 0e3 coxpaHeHusi 3apad0THOM NJIATHI

[lo cemeiHbIM OOCTOSITENLCTBAM U JPYTUM YBOKUTEIBHBIM MPUYMHAM PAOOTHUKY IO €ro
MMCbMEHHOMY 3aSBJIEHUI0 MOXKET OBITh MPEAOCTABIEH OTIYCK O€3 COXpaHEHMs 3apaOO0THOM ILIaThl,
MPOIOJDKUATENBHOCTD KOTOPOIO ONPEAEISIETCS 110 COITIAIIEHUIO CTOPOH.

Paboromarens 1Mo mucbMeHHOMY 3asIBJICHHUIO PAOOTHHUKA 00s13aH MPE0CTAaBUTh TAKOW OTITYCK:

- yyactHukam Benmkoit OTeuecTBeHHOM BOWHBI - 10 35 KaJeHJapHbIX JHEW B 1oy,




- paboTarOIIMM MIEHCUOHEPaM 10 CTAPOCTH (IO BO3pacTy) - A0 14 KaneHIapHbIX JHEH B TOY;

- POIMTENISIM U JKEHAM (MYXbsSIM) BOSHHOCTY>KAILNX, TOTUOIIMX WM YMEPIUIMX BCIIEJCTBHE,
paHeHUsl, KOHTY3UH WM YBEUbs, MOTYYEHHbBIX MPU UCTIOIHEHUHN 00S3aHHOCTE BOGHHOM CITY»KObI, OO
BCJIEJICTBUE 3a00JIEBAHMS, CBSI3aHHOIO C ITPOXOXKICHUEM BOSHHOM CITyKOBbI, - 10 14
KaJICHJIAPHBIX JTHEW B TOY;

- paboTarommm uHBaIUAAM - 10 60 KaJleHIapHBIX THEH B TONLY;

- pabOTHHUKAM B CITydae pOKICHUS peOeHKa, PErucTpaluy Opaka, CMEpTH ONU3KUX POJCTBEHHUKOB
- 10 5 KaJICHIApHBIX JTHEH;

B jgpyrux ciywasx, NpemycMOTpPEHHBIX (penepaabHBIMU 3aKOHaMH JIMOO KOJUIEKTUBHBIM
JIOTOBOPOM.

B moOom cimydae 3TOT BONPOC COIIACOBBIBAETCS MEXIY JBYMs CTOPOHAMU PAOOTHUKOM U
paboTtonaresnieM.

PaGoTHuk rmmimier 3asBIEHME HAa MMS JIUPEKTOpa, COMIACOBBIBAET C  PYKOBOAUTEIIEM
MOAPA3JEIICHNs, @ PYKOBOAWTEIL B CBOKO OUYepenb NEPEAACT JAHHOE 3asBICHUE TUPEKTOpY, MOCIe
HOAINVCH AUPEKTOPA U3AAETCS NPUKA3.

10.1.11. YyeHn4yeckuii OTIYCK (ZOMOJIHUTEIbHBINA OTIIYCK)

PabGoTHukaMm, HarpaBieHHBIM Ha 00ydeHHe paboToJaTeIeM UK MOCTYNAOIIMM CaMOCTOSTEILHO
B HUMCHOLICC TOCYHApPCTBCHHYHKO AKKPCAUTALIUIO O6pa3OBaTeJ'ILHOG YUPCIKACHUC, HCE3aBUCHUMO OT HX
OpTraHM3aIMOHHO-TIPABOBEIX (POPM 10 3a0YHOH U IpyruM popmam oOydeHUSs, YCIIEIIHO 00yJatoIIMCs B
ITUX YUYPCKICHUAX, pa6OTOI[aTeJ'IB npeaoCTaBIACT JOIIOJHUTCIBHBIC OTIIYCKA ¢ COXPAHCHUEM CPCAHETO
3apaboTKa, a TaKXKe oTIycka 06e3 coxpaHeHus 3apadboTtHoil marsl (cT.173 TK PD).

Ydennuyeckue OTIyCKa NPeAOCTABJAITCA padoTHuKy mo ero CnpaBke - BBI3OBY H3
y4eOHOTO 3aBEACHHSA, a TakXKe Pa0OTHUK JOJDKEH K JIaHHOW CIpaBKe MPHIIOKUTH 3asBieHue. [lo
OKOHYaHHUH ycnemHoﬁ c¢aadyu CE€CCUH, DK3aMCHOB, 3a4C€TOB U JP. paﬁoT}mK AOJIXKCH IIPEI0CTABUThL B
oyxraarepuro  CnpaBky-noarBep:xkaenue. lapantum u KOMIIEHCAlUM  PadOTHHUKAM,
COBMEIIAKIIMM PadoTy ¢ o0y4yeHHeM, NPeJOCTABJIAITCH IpU MOJYy4YeHHH O00pa3oBaHus
COOTBETCTBYIOLIEI0 YPOBHSI BIIEPBBIC. Taxxe rapaHTU W KOMIICHCAIlMKM MOTYT MPCIOCTABIIATHCA
pa6OTHI/IKaM, YK€ HUMCIOIIHUM HpO(beCCHOHaJIBHOC 06pa30BaHHe U HaAIIpaBJICHHBIM Ha 06yquI/Ie
paboTozaTresieM B COOTBETCTBUM C TPYAOBBIM JIOTOBOPOM HIJIM JOTIOJHUTEIBHBIM COTJIAlIEHUEM 00
00y4eHNH, 3aKII0UYCHHBIM MEXIY paOOTHUKOM U paboTojareseM B MUCbMEHHOH GopMe.

K nononHuTelbHBIM OTIIyCKaM, HNpPeAycMOTpPeHHbIM crarbsaMu 173-176 TK P®, no
COIJIALICHUI0 padoronaresii M PadOTHHKA MOTYT NPHCOEJUHSTHCH e€:KeroJHble OILUIAaYUBaeMble
OTIIyCKa.

10.1.12. TToompenne pabOTHUKA

B coorBerctBum ¢ TpynoBemm kozmekcom P® (ct. 119 TK P®) paboronarens nmeer mpaBo NPUMEHSTh
HECKOJIBKO BHJIOB TIOOIIPEHMIT OJTHOTO MIJIM HECKOJIBKUX paboTHHKOB. Harnboree pacnpocTpaHeHHBIMH SIBIISFOTCS
CJIE/TYFOLLIIE BU/IBI TTOOLLPEHUI:

- 0ObsIBIICHUE ONIAroAapHOCTH;

- BbIILIaTa IPEMUH;

- HarpakJACHNE LICHHBIM IT0IAPKOM;

- Harpax<IecHUe Mo4EeTHON I'PaMOTOH;

- IPEJCTaBICHUE K 3BAHUIO JYYIIEro MO0 MpoQeccuu.

Jpyrumu JOKadbHBIMH HOpMaTUBHBIMHU JokyMmMeHTamu (KosektuBHbI norosop, Ilonoxenue
00 omuare, [lonoxxenue o mpemupoBanuu, [IpaBuna BHyTpEHHEro TPYAOBOIO paclopsiika U JAp.) MOTYT
OBITh PEIYCMOTPEHBI HHBIE BUJIBI TOOLIPEHUN.

OcHOBaHUAMM AJ1s1 U3/1aHUS] TOJOOHBIX IIPUKA30B CIIy’KaT NMpeAcTaBlIeHUs (CayxKeOHble 3alHUCKH,
JOKJaaHble 3amucku, pemeHue CoBeTra TpPyJOBOrO KOJUIEKTHBA) PYKOBOAUTENEH CTPYKTYPHBIX
nonpaszneneHuil. Tako AOKYMEHT O MOOIIPEHUH O(OPMIISIETCS B CTPYKTYPHOM IMOAPA3JEIeHUH U
MOJMUCHIBAETCS pyKoBoauTeneM (aupekropoM). B Ttekcre ykaspiBatorcs: ®.M.O., HanMmeHoBaHHE
JOJPKHOCTH, HAMMEHOBAaHUE CTPYKTYPHOTO MOJpPa3/eIeHUs, OLEHKA TPOU3BOJCTBEHHON JESTEIbHOCTH,
npo¢ecCHOHaNbHBIN YpOBEHb pAOOTHUKA U MOTHUB TOOILPEHHUS.

Ha ocHoBaHuMM mpezicTaBieHUs U pe30onuu rotoButcs [Ipuka3 o moompeHun (MpHIIOKEHHUE
Nel3). Ilpuka3 moamuceIBaeT pyKOBOAUTENb (IupekTop). OH 00BsABIsSETCS PAaOOTHHUKY TOJ PACIIHCKY.



Takoce maxue npuxazvl 00800AMCsL 00 C80EHUsL 6Ce20 KONIEeKMUBA.

[longnuHHKUK MpHKa3a OcTaeTcs Ha XpaHEHUHM Y PYKOBOJAWTENS, Ha €ro OCHOBAaHUHU CBEIEHUS O
MOOIIPEHUH 3aHOCATCS B TPYILOBYIO KHIKKY U @opmy T-2.

Eciu B mpukasze yka3pIBarOTCS NMPEMUSl WU JPYrHe BBIIUIATBI, TO KONUS JAHHOTO MpHKa3za
nepeaeTcsi B OyXraiaTepuro.

10.1.13. lucuunjmHapHble B3bICKAHUS

JucuuminHapHOe B3bICKAaHHWE MPUMEHSETCS HE TO3JHEee OJHOTO Mecsla co THS OOHapyXKeHHUs
MIPOCTYIKA, HE CUMUTAasi BpeMEeHHU 00JIe3HU, MPEeObIBaHUS B OTIYCKE, a TAK)KE BPEMEHH, HEOOXOJMMOT0 Ha
y4eT MHEHUS IIPEICTaBUTEIBHOIO OpraHa pa0OTHUKOB (€CJIM OH €CTh).

3a coBepleHUE TUCIUIUIMHAPHOTO NPOCTYNKAa, TO €CTh HEUCIOJHEHHE WIM HEeHajJexaliee
UCIIOJIHEHHE PAOOTHUKOM I10 €r0 BHHE BO3JI0KCHHBIX Ha HETO TPYIOBBIX 00si3aHHOCTEH, paboTonareins
MMeeT MPaBo MPUMEHSTH CIEAYIOIINE BUAbI AUCIUIIITMHAPHBIX B3bICKAHUMN:

- 3aMeYaHue;

- BBIT'OBOP;

- YBOJIbHEHHeE 110 COOTBETCTBYIOIIUM OCHOBAHUSIM.

OenepalbHBIMA  3aKOHAMH, YyCTaBaMH W TMOJOXKEHUSIMH O JUCHUIUIMHE MOTYT OBITh
MPEIYCMOTPEHBI M IPYTHe TUCIHUILIMHAPHBIC B3bICKAHMS.

He pomyckaercs mnpuUMEHEHHWE [AMCUMIUIMHAPHBIX B3BICKAHUM, HE MPEAYCMOTPEHHBIX
deneparbHBIMH 3aKOHAMH, YCTABAMH H MOJIOKEHUSIMH O auctuiuinHae (cT.192 TK PD).

B3vickanue ne mooicem Ovimb npumeneHo no3oHee 08YX Jiem cO OHS  CO8epulenusi npo CmynKa
no pe3yibmamam pesusuu Uiy NpoeepKu QUHAHCOB0-XO03AUCMEEHHOU OeamenvbHocmu B ykasanmnvie
CPOKU He BKII0UAemcsi 8pems NpoU3800CmMaa no y20J108HOMY Oelly.

3a KaXKJIbIid IPOCTYIIOK MOXET OBITh MPHUMEHEHO TOJIKO OJHO AUCIUILIMHAPHOE B3BICKAHHUE.

Jlo mpuMeHeHus! TUCUUITTMHAPHOTO B3bICKaHUsI padoTonaresib (HaYIbHUK WM PYKOBOIUTENb
nojipasaeseHus (ydacTka)) J0JHKeH 3aTpe0oBarh OT pabOTHHKA 0ObICHEHHE B TUCHMEHHOM
¢dopme. B ciyuae oTkaza paboTHHMKa JaTh Takoe OOBSICHEHHWE COCTABISETCS COOTBETCTBYIOIIUM aKT.
OTka3 paboTHHKA 1aTh OOBSICHEHUE HE SBISIETCS TIPEISITCTBUEM JIJIS
npuMeHeHus Hakazanus (c1.193 TK P®D).

OobvacHumenyHaa 3anucKa 0 QUCUUNIUHADHOM NPOCHIYHKE.

OO0bsICHUTE/IbHAS 3ANMCKA COIEPKUT CJIeYIoIHe PeKBU3UThI:

HammeHnoBanne CTpYKTYpHOTO TIOIpAa3/IeNieHus, Jara, aapec (PyKOBOIUTENb OpPraHW3alliH, CTPYKTYPHOTO
NOJpa3JeieHUsT C YyKa3aHHEM €ro JOJDKHOCTHM, HHHMIManbl M (pamMuiusi), Ha3BaHHWE BHAA JOKyMEHTa
(0OBsICHUTENIbHAS 3AITKCKA), TEKCT, aBTOP (JIOIDKHOCTh, CTPYKTYPHOE MOpa3aeieHIE) TIOAIICH (BKITIOYAs JTMIHYIO
TIO/INKCh ¥ MHULIUAJIBI ¥ (haMUITHS).

B TekcTe OOBACHAIOTCS NPUYMHBI TMPOM3OUICIIIETO - HAPYIICHWS TPYIAOBOW TUCIUIUINHBL,
HEBBINIOJTHEHWE Kakoro-nubo 3agaHus W ap. JlokymeHT MoxeT ObIThb HamucaH paOOTHUKOM
COOCTBEHHOPYYHO WJIM HCIONb3yeTcs TpadapeTrHas ¢opma, pa3paboTaHHas KaJIpoBOM CiyxkO0oH, B
KOTOPOH 3aroIHAETCsl TOJbKO NepeMeHHas uHpopmanus. OObSICHUTENbHAS 3alyCKa MUILETCS B OJHOM
AK3EMILTSPE.
oknadnasa 3anucka 0 HapyuwieHuu mpyooeou OUCUUNIUHDL.

JlokylagHy0 3amMCKy O HapyUIEHHHM COCTAaBJISET PYKOBOAUTENb CTPYKTYPHOTO MOIpPAa3IesICHUs
Ha OCHOBAaHWU OOBSCHUTENHHOW 3amUCKH pa0OTHWKA, OHA MOXET OBITh HalKcaHa OT pPYKH Ia
CTaH/IapTHOM JIuCTe OyMarw.

JlokItagHast 3armmcKa COCP KT CIIEAYIONINEe PEKBU3UTHI: HAMMEHOBAaHUE JOKYMEHTa (JIOKIJIagHas
3alMcKa), KOMy OHa ajapecoBaHa (Ha MMs IUPEKTOpa), ajgpecar C yKazaHueM aoipkHoctu, ©.JM.0.,
3aroJIOBOK TIO TEKCTY, TEKCT, MOANKCH (BKJII0Yass HAWMEHOBAaHWE JOJDKHOCTH, JUYHAS TIOMINCH,
MHUIMAIBI U HaMuins). PyKoBoIUTENb CTPYKTYPHOTO MOAPA3/IeIICHUs JOKIAABIBAET O CIYUYHUBIIEMCS.

JloxmanHast 3amucka TPUKITAIbIBACTCS K OOBSCHUTENFHON 3alMCKe W IEPelacTcss PYKOBOAUTEIIO
(ZupeKTopy) sl paCCMOTPEHUS U PE3OIIOLIUH.

Pe3omronust aupekropa mumieTcss Ha JOKJIAJHOM 3amMcke W JODKHA CONEP)KaTh pELIeHHE O BUIE
JTUCIUTUIMHAPHOTO B3bICKAHHUSL.
Ilpuka3z o HanoHceHUU OUCUUNTUHAPHO20 HAKA3AHUSL.

[Tpuka3 o HaNOKEHUU TUCIUIUIMHAPHOTO B3BICKAHUS COCTABISETCS, KaK MPABHIIO, Ha ONlaHKe
MIPUKA30B.

[Tpuka3 Bu3HMpyeTcs paOOTHUKOM PYKOBOAMUTEIEM CTPYKTYPHOTO IMOAPA3JCICHUS K KOTOPOMY
OTHOCUTCS JaHHBIA paboTHUK. [IpuKka3 moanuceiBaeTcsl pyKOBOAUTEIEM.

B Teuenne Tpex paboumx aHEW pabOTHHKA 3HAKOMAT IOA POCHUCH C JAaHHBIM IpuKa3oMm. B




cllydae OTKaza paOOTHUKA MOANUCATH MPHKA3 COCTABISETCS COOTBETCTBYIOUIUHM akT. B HeoOXonMMBbIX
clly4asiX TpHUKa3 JOBOJUTCA OO CBeACHHS PaOOTHUKOB opraHuzaunuu. llepBblii 3K3eMIUIAp MpHKasza
OCTAEeTCs Ha XpaHEHUU y PYKOBOJUTES.

10.1.14. YBosibHenne. KoMiuiekc 10KyMeHTOB 110 0)OPMJIEHUIO YBOJIbHEHUS

B cooTBeTCTBHHM € 3aKOHOATEIHCTBOM YBOJBHEHHE PA0OTHHKA O(hOPMIISIETCS B CIydasix
MPEeKpalleHus TPYIOBOTO JI0TOBOpA.

OcHoBaHMEM NpeKpallleHUuss TPYAOBOIO JOTrOBOpAa MOXKET SIBJIATHCS CONNIALIEHUE CTOPOH,
UCTEUEHHE CPOKa I0roBOpa, MHUIMATUBA paboToaTes, MHUIMaTuBa pabOTHHKA.

PaboTHHK MMeeT mpaBo pacTOPTHYTH TPYAOBOW JOTOBOP, MPEAYIPEIHB 00 3TOM paboToaaTens B
nucbMeHHOU (opme 3a nBe Henenu. [lo cormamenuio CTOpoH Mexay paboTHUKOM U paboTomarenem
TPYIOBOW JJOTOBOP, MOXKET OBITh, PACTOPTHYT M IO UCTEUCHUS CPOKA MPERYNPEKICHHS 00 YBOJIHHEHHH.

[To ucredeHuu cpoka MpeaynpexacHus 00 YBOJIbHEHHUH PAOOTHUK HMMEET MPaBO MPEKPATHUTh
paboty. B mocnennuii nenp paboTsl paboromarens 00s3aH BbIAATh PAaOOTHHUKY TPYIOBYIO KHHXKKY,
Jpyrue JOKYMEHTHI, CBI3aHHbIE C pabOTOM, 1 MPOU3BECTU C HUM PACUET.

3asiBjieHue 00 VBOJbHEHUH SBISICTCS MUCbMEHHON (HOpMON mpenynpexaeHus padboToaaTes o
PacTOp>KeHUU TPYIOBOTO IOTOBOpA MO MHUIIMATUBE PAOOTHHKA.

3asiBiIeHMe MUIIETCS OT PYKH, aJpecyeTcsl pyKOBOAMUTEIO OpraHu3aluuu. B TekcTe nsnaraercs
npockba paboTHUKA 00 YBOJIBHEHUU, MPUYUHA (10 COOCTBEHHOMY JKENIaHUIO, B CBS3U C 3a4YHMCIICHUEM B
00pa3oBaTenbHOE YUpPEXKICHUE, BBIXOIOM Ha TMEHCHIO U Jp.) H CPOK yBOJIbHeHHs (1aTa). B nanHom
3asiBJIEHUU ellle U J0JI’KHA ObITh 00513aTeJILHO JaTa NMO01a4YH 3asiBJICHH.

B 3asBiienun MoxeT ObITh BKJIIOUEHA MPOCHh0a 0 BBIJa4Ye TOKYMEHTOB (KOMTUH MPUKA30B O MPHEME,
nepeBojie, yBOJIbHEHUH). PykoBoauTenb 00s13aH HaAlIekKauM 00pa3oM 3aBepUTh KOMHMH JOKYMEHTOB U
MIPEeA0CTaBUTh UX paboTHUKY (cT.62 TK PD).

JlanHoe 3asBI€HHE BU3HPYET PYKOBOAUTENb CTPYKTYPHOTO MOApa3JeieHus, MOCie 3TOro
3asBJICHUE MEPEJaeTCs PYKOBOAUTENIO (AMPEKTOPY) OpraHu3aluy JUIsl COCTABJICHHS PE30JIIOLUH.
3asBreHMe MOMeNaeTcs B IMYHOE JIeJI0 BMECTE C KOMUEH MmpHka3a 00 YBOJIbHEHHH.

JlHeM YyBOJIbHEHHSI CUMTAETCS MOCJIeJHUI padouunii 1eHb.




ITpunoxxenue Ne 1

POCCHHUCKASI <$EIEPALIUA
MYHHIITHIIAABHOE KASEHHOE YYPEXIEHHE

«YITIPABAEHHE IIO BOIIPOCAM OBPA3OBAHH/SA
MEABEHCKOI'O PAHOHA KYPCKOH OBAACTH»

om

IIPHKAS3

nocenox Meosenxa



ITpunosxenue Ne 2

VuudunuposanHas popma Ne T-1
VrBepxnena [locranosnennem ['ockomcrara Poccun
ot 05.01.2004 Ne 1

Kon
®opma 1o
MKY «¥Ynpasienue mo Bompocam o0pa3oBaHuUs OKVY/[ 0301001
o
MengeHckoro paiioHa Kypckoit obmactu» OKIIO
(HaMMEHOBaHUE OPraHU3aLMH)
Howmep [Hara
JIOKYMEHTa COCTaBJICHUS
IPUKA3 AT
0 mpueMe padOTHMKA Ha padoTy
Jara
IIpunsaThL HA padoTy C 20.11.2015 r
1o

TabenbHBIN HOMED

(bamuust, uMsi, OTYECTBO)

(cTpyKTypHOE TOfIpasaeicHue)

(MOMmKHOCTH (CTIeHANbHOCTD, MPodeccHs), pa3psi, Kiace (Kareropusi) KBanu(uKarmm)

(ycnoBus mpueMa Ha paboTy, Xapakrep paboTbI)

¢ Tapu(HOI cTaBKOH (OKJIa70M)

pyo. KOII.

HamOaBKOU

pyo. KOTI.

C UCTIBITAHUEM Ha CPOK

Mecsa(eB)

L. Ne

OcHoBaHue:

TpymoBoit 1oroBop oT “ ” 20
PykoBonurenn

OpraHu3anuu HauanpHuk ynpaBieHus

(TOIDKHOCTB)

C npuka3oM paGOTHHMK 03HAKOMJIEH

(JTMuHas TTOJIHCH) (pacmmpoBKa IOAIHCH)

(13 2" 20 r

(JIMYHAsE TOIITHCH)



IIpuiaoxenune Ne 3

VYuudunuposannas popma Ne T-8
VrBepxkaena [locraHoBienuem I'ockomcrara Poccun
ot 05.01.04 Ne 1

Kon
MKY «¥Ynpasienue nmo Borpocam o0pa3oBaHuUs dopmano | 0301006
MenseHckoro pariona Kypckoii oonactu OKVYI
(HaMEHOBAaHHE OpPTaHHU3aIINuH)
Homep [ara
JIOKYMEHTa COCTaBJICHUS
INPUKA3 /e
0 MpeKpaleHuu (PacTop;KeHun) TPYA10BOro J0roBopa ¢ padoTHUKOM (YBOJIbHEHUM)
IIpexparurhp AeiicTBHE TPYAOBOIO J0r0BOPa OT * » 20 L. Ne ,

YBOJIHTH ? 20

(HEHY)KHOE 3aUepKHYTb)

TaGenbHbII
HOMCDP
(bamuust, uMsi, OTYECTBO)
(cTpyKTYpHOE mopasieieHue)
JAOJDKHOCTD (CIIEAATIBHOCTD, IIPOYECCHA), pa3pal, KJIacC (KaTCropusd) KBaJId(PUKALIUA
( )
(ocHOBaHUWE NpEKpaleHus (PacCTOPKEHHUS) TPYIOBOTO J0roBopa (YBOJILHEHHS))
OcHoBaHue
(,I[OKYMCHT, HOMED,
nara):
(3asiBlIeHHE paOOTHHKA, CITy)kKeOHas 3alMcKa, METUIIMHCKOE 3aKIFOYEHHE U T.11.)
PykxoBoaurein
OpraHusanuuu
(IOKHOCTB) (JIMYHAsE TOIITHCH) (pacumgpoBKa MoOANUCH)
C npukaszoMm (pacnopsizkeHueM) padOTHHK
03HAKOMJIEH “© 7 20 .

(JIMYHAsE TOJITHCH)



IMpuioxkenue Ne 4

Yuuduuposansas gpopma Ne T-9
Vrepxkaena [loctanoBnennem I'ockomcrara Poccun
or 05.01.2004 Ne 1

Kon
®opma 1o
OKYII 0301022
MKY «¥Ynpasienue nmo Borpocam o0pa3oBaHUs no
MengeHckoro paiioHa Kypckoit obmactuy OKIIO
(HaMMEHOBaHUE OPraHU3aLKK)
Howmep [Hara
JIOKYMEHTa COCTaBJICHUS
INPUKA3 /ok
(pacnopsizkeHue)
0 HANpaBJIeHUM PA0OTHHUKA B KOMAHIMPOBKY
Hal'lpaBI/ITI) B KOMaAaHAUPOBKY:
TabenbHbIN
HOMEp

(pamuust, UMs1, OTUECTBO)

(cTpyKTypHOE MopasieNieHue)
(DOMmKHOCTH (CHELHATBHOCTD, IpodeccHs))
(MecTo Ha3Ha4YeHHUs (CTpaHa, TOpoJl, OPraHU3alus))

KaJICHIApPHBIX THEU

201 r

CPOKOM Ha

c ” 201 rr mo*“
c

LETBIO

KomannupoBka 3a cyer
CpEICTB

(yka3arh UCTOUHUK (pUHAHCUPOBAHMS)

OcHoBaHue (IOKyMEHT, HOMED,
nara):

PykxoBoauTein
OpraHu3anuu

(cimyxeOHOe 3a1aHKe, IPYroe OCHOBaHHE (yKa3aTh))

(IOJDKHOCTB)

C npuka3om (pacnopsizkeHueM) pabOTHUK
03HAKOMJIEH

(JIYHAs TOMIIHUCH) (pacupoBKa IOAIIHICH)

N

(JIMYHast TOJIHCH)



Mpuioxkenue Ne 5

VuudunuposanHas popma Ne T-6
VrtBepxkaeHa nmocranosiaeHneM Lockomcrara Poccun
or 05.01.2004 Ne 1

Kon
MKY «¥YmnpasneHue 1o BonpocaM o0pa3oBaHUs ®opma 110
MenseHnckoro paiiona Kypckoit oomacti» OKVY]] 0301005
(HaMMEHOBaHUE OpPraHU3aLUK)
Homep [ara
JIOKyMEHTa COCTaBJICHUS
INPUKA3 /ok

O nMpeaoCTraBJICHUM OTIIYCKa paﬁoTHmcy

HpeIIOCTaBHTb OTIYCK

TabenbHBII HOMEP

(bamuust, uMsi, OTYECTBO)

(cTpyKTYpHOE mojpa3iesieHue)

(IOIDKHOCTB (CTIeHaNTbHOCTb, MPOdeCCHs))

3a repuon paboreic ¢ ” 20 L. «“ ” 20 L.

A. eXXeroaHblil OCHOBHOU OILIaYUBAaEMBIN .
KaJICHAAPHBIX JTHEU

OTIIyCK Ha

c“ ” 20 r. mo “ ” 20 L.

u (unm)

b. JUYHOE 3asBIICHHE pabOTHUKA

(esKeroJHBIH JIOTIONMHNTENBHBIN OTIAYNBAEMBII OTITYCK, yUeOHBINH, O€3 COXpaHeHHs 3apaOOTHOM MIaThl U pyrue (yKasarb))
Ha KaJICHIAApHBIX THEU
c“ ” 20 r. mo “ ” 20 L.

KaJICHIAPHBIX THEU

20 L.

C 20 r. mo ”

PykxoBoaurein
OpraHu3auuu

(TOIKHOCTB) (JIYHAS TTOJIHCH)

C npuka3om (pacnopsizkeHueM) padOTHUK
03HAKOMJIEH

(JIMYHAsE TOJITHCH)

(pacumgpoBKa MoOANMCH)

20 I.



IIpuiaoxenue Ne 6

VYuudunuposannas popma Ne T-5
VrBepxkaena [locraHoBienuem I'ockomcerara Poccuu

or 05.01.2004 Ne 1
Kon
®dopma o
OKY]I 0301004
10
OKIIO
(HaMEHOBaHHE OpPTaHHU3aINH)
Howmep [Hara
JOKYMCHTA COCTaBJICHUS
IIPUKA3
(pacnopsizkeHue)
0 mepeBoae paﬁoTHmca Ha Ipyrymo pa60Ty
Jlara

IlepeBecTHn C

Ha APYryI0

padory

1o
TabenbHbIN HOMED
(bamumst, nMs1, OTIECTBO)
(Bu mepeBoa (IIOCTOSHHO, BPEMEHHO))
IIpexnee

MeCTO PabOThI

(CTPYKTYpHOE TOJpa3/ICNICHUE)

(IOIDKHOCTH (CHEUAIBHOCTE, POGecCHs), pa3psii, Kiace (KaTeropus) KBIH(UKAIIN)

(npu4nHa nepeBozaa)

HoBoe mecTo

paboTsl
(cTpyKTypHOE TIOfIpa3ieneHue)
(momKHOCTB (CHEeHUABHOCTD, POheccHs), pa3psia, Kiace (KaTeropusi) KBanu(uKaIum)
TapI/I(I)HaSI CTaBKa pY6 KOII.
(oxmanm)
(tadpamm)
Hag0aBKa pyo. KOII.
(acppam)
OcHoBaHue:
HU3MEHEHHE K TPYLOBOMY
JIOTOBOpY OT ”? 20 . Ne ; WIIH
JIPYrof JOKYMEHT
(ToKyMeHT (3asiBJICHUE, MEUIIMHCKOE 3aKJIIOUEHHUE U TIP.))
PykoBonurenn
opranusanum
(IOHKHOCTD) (JTMYHAsK TIOITHCH) (paciudpoBKa MOIIMICH)
C npuxa3oMm (pacnopsizkeHueM) padOTHUK “© o7 20 L.
O3HAKOMJICH

(JIM4Has TIOJIMTUCH)



IIpunoxenue Ne 7

POCCHHMCKASI $EINEPAIIUSA
MYHHIIUIIAABHOE KASEHHOE YYPEXIAEHHE

«YIIPABAEHHE TIIO BOIIPOCAM OBPA3SOBAHHA
MEABEHCKOI'O PAHOHA KYPCKOH OBAACTH»

307030, Kypckas obnacms, nocenox Meoegenka, yiuya Ilesnesa, 12
men\paxc: (47146)4-14-60, 4-14-57, 4-23-19
aopec »1.noumsi:medvenkarmk@yandex.ru

oT Ne
n. Meosenxa




HaumeHnoBanue opranuzanuu IIpunoxenue Ne§

HOMEHKIJIATYPA JEJI
No YTBEPXAIO
(MecTo cocTaBneHus) HaumenoBanue 105KHOCTH
Ha ros PYKOBOJIUTEIISI OpTaHU3AIUN
[Monmmuer  PacmudpoBka
noanucu [ara
WNunexc 3aroJoBOK Jiea Koin-Bo Cpok xpanenus u Ne crarei [Ipumeuanue
nena ell. Xp. 10 TIEPEUHIO
1 2 3 4 5
Hazsanue paznemna-01
| | |
HaumeHnoBanue 10MKHOCTH PyKOBOJUTENS [Monnuce Pacmudposka
ciyx0n1 1OY opranuzanuu MTO/IMTHCH
[ara
Busa pykoBoauTens apxuBa (Ju1ia, OTBETCTBEHHOTO 32 apXHUB)
COITTACOBAHO COITTACOBAHO
[Iporokon DK HavanbpHUK apXHBHOTO YUpEKICHUS
yUpeKICHUS

or Ne e




HToroBasi 3anuch 0 KaTeropusix U KoJj-Be e, 3aBeJeHHbIX B roay B
OpraHu3anuu (COCTaBIsAETCS Ha OTIAEITHHOM JIUCTE)

ITo cpoxaM xpaHeHUs Bcero B tom uucne:

¢ orMeTkoi «ITTK»

1 2 3 4

ITocrossuHOrO

Bpewmennoro (cBbiiie 10 sieT)

Bpemennoro (;10 1 0 JieT BKIIOYUTENBHO)

HUTOI'O:

HaumenoBaHue 10JKHOCTH
pykoBomuTens ciyxos1 JJOY [Toanuce
Jlara

Hrorosnie CBCACHUS ICPCAAHBI B apXUB.

PacimidpoBka nmoanucu

IMonnuce Pacmudposka noanucu
HanmenoBanue JOMTKHOCTH
MEepPEIABIIETO CBEICHUS
Jara



IMPUMEPHAS CXEMA CUCTEMATU3ALIMUA JEJI
B HOMEHKJIATYPE JIEJ

. 3aKOHBI

. [TocTaHoBNEHUS BBIIECTOSIIIIUX OPTraHU3AINI
. IIpukassl

. UHCTpYK1IIMN

. YKkazaHus

. Ilonmoxenus, YcraBol

. [Ipuka3zbl coOCTBEHHBIE

. IIporokosibr NeNe

. CMeThI 1 IITaTHbIE paCIUCAHUS

10. [Tnanst

10.1. T'ogoBsIe MIaHBI paOOTHI

10.2. KBapTanbHbie TU1aHBI paOOTHI

10.3. Mecsiunble TUTaHBI PaOOTHI

11. Otuetsr

11.1. T'ogoBbIe OTYETEI

11.2. KBapranbHbI€ OTYETHI

11.3. MecsiuHble OTYETHI

12. CrarotueTsl (C yka3aHUeM Ha3BaHUA U HOpPM)
12.1. TomoBeie crarotueTs (.. .)

12.2. KBapranbnbie cratotdeTsl (.. .)

12.3. Mecsiunble cTatoTdeThl (.. .)

13. CnpaBku, napopmanuu

14. JloxyMeHTHI (C paciugpoBKOii)

15. Aktol

16. Ilepenucka (c keM U 0 yeM)

17. XKypnansl peructpauiv JOKyMEHTOB

17.1. XKypHansl Bxod1el KoppecrnoHIeHIUN
17.2. XKypHamnsl ucxoasmie KOppecrnoHIeHIINH
17.3. XKypHansl kano0, 3asgBICHUN U NPeI0KEeHUH

O 0 1NN P WK

Ipunoxenne Ne9



