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1. OBJIACTb IPUMEHEHUSA

1.1. Hacrosimas «MucTpykuust o aenonpousBoAcTBY» 3A0O «Pora u Kombitay (nanee —
WNHerpykuus) sasiercss nokanbHeM akToM 3A0 «Pora u Kombita» (manee - mpeanpusitue),
perIaMeHTHPYIOIIUM TpaBuja ACTOMPOU3BOACTBA, TOKYMEHTOOOOpOTa M BEICHHs apXuBa Ha
MPEANPUATHH.

1.2. Hacrosimas UncTpykuus pazpaboTaHa B COOTBETCTBUU C TPEOOBAHUSAMU:

e 3akoHozparenbcTBa Poccuiickon denepannu;

® HOPMATHUBHBIX JOKYMEHTOB (helepaabHBIX OpPraHOB HCIOJHUTEIBHON BIIACTH IO

BOIIPOCAM OpTaHU3aIMU JEJIONPOU3BOJCTBA, APXUBHOTO J€lla M CTaTUCTHYECKOM
00paboTKu nHpOpMaIUH;

®  MEXIYHapOJHbIX U HAIIMOHAJIBHBIX CTaHJIAPTOB;

e PyKoBOJCTBa MO Ka4€CTBY MPEATPUSITHS.

1.3. U3sMeHeHus u nonoiaHeHus K Hactosmen MHcTpykiuu yTBepkaatoTcs [ eHepaabHbIM
mupexktopoM 3A0 «Pora n KonbsiTay.

1.4. ITonoxxenus Hactosime MHCTpyKIuu 00s13aTenbHbl 11 Beero nepcoHana 3A0 «Pora
u Konbitay.

1.5. Hacrosmas MHcTpykiust AEHCTBYET ¢ JaThl €€ BBEICHUS, U3MEHEHUS, IOMOJTHEHUS U
OTMEHA MPOU3BOJIUTCS B COOTBETCTBHH C YCTAHOBJICHHBIMH B HEHM MPOLIEypPaMH.

1.6. TpeboBanusi Hactosmerd MHCTpykmuu kK paboTe ¢ OyXraaTepcKkod MTOKyMEHTaIueu
pacCIpOCTPaHSIOTCS JHIIb B YaCTH OOIIMUX MPUHIIUIIOB pa0OThI ¢ HUMH, a TAKKE IMOATOTOBKE
JIOKyMEHTOB K UX II€pe/iaye B apXHUB.

1.7. Tlopsimok yueta, oOpallleHust ¥ XpaHEHHUs CEKPETHBIX TOKYMEHTOB, /1€ U U3JaHuH, a
TaK)K€ MaTEpPHAJIOB, COAEPKAIUX CBEICHUS OTPAaHMYEHHOI'O PACIPOCTPAHEHHUS U HMMEOLIUX
rpud «lns ciyxebHoro monp3oBaHus», «Kondunenimansuo», «Kommepueckas TaitHa», «He
JUISl TIEYAaTH» yCTAHABIMBAETCS CIIELUAIbHBIMU UHCTPYKIUSAMU.

2. OBIIUE MMOJIOKEHUSA

2.1. Yopasnenue npeanpustaeM u ero CucTeMoil MEHEI)KMEHTa KaueCTBa MPOU3BOIUTCS
Ha OCHOBaHHUH JIOKyMEHTUPOBAHHBIX MPOLIETYP U PACHOPSIUTEIBHBIX JOKYMEHTOB.

2.2. JIoKkyMeHTBI cojiepKaT WHPOPMAITUIO, SBISIONIYIOCS IIEHHBIM PEeCypCcoOM M Ba)KHBIM
9JIEMEHTOM JIETIOBOW JesATeNbHOCTH. CHUCTEeMHBIH TOIXOJ K YIPABICHUIO TOKYMEHTaMU
MO3BOJISICT MPEANPHUATHIO 3alIWINATh M COXPAHATH JOKYMEHTHI B KAadeCTBE JOKa3aTelhCTBa
neiictBuil. Cuctema yrpaBiIeHUs TOKYMEHTaMHU MO3BOJISIET CO3/1aTh WH(GOPMAIIMOHHBIN pecypc O
JICJIOBOUM  JIEATEIIBHOCTH, KOTOPBIA MOXKET TOJACPKUBATH IOCICAYIONIYI0 ICATCIbHOCTh U
OTNICNIbHBIC pEIIEHUs, a Takke o0ecrneunBaTh MOJO0TYETHOCTh BCEM 3aWHTEPECOBAHHBIM
CTOpPOHAM.

2.3. JIoKyMeHTHI MO3BOJISIOT NPEAIPUATHIO:

®  OCYIIECTBIISTH CBOIO JACSITEILHOCTh YIOPSAA0YEHHO, 3PHEKTUBHO U MOAOTYECTHO;

® MPEJOCTABISATH YCIYTH MOCIEI0BATEILHO U OECTIPUCTPACTHO;

e oOccrieunMBaTh ©  JOKYMEHTHPOBaTh (OPMHUPOBAHUE TIOJHTUKH W  MPUHATHE

YIIPABJICHYECKUX PEUICHUI;
e o0ecreynBaTh COTNIACOBAaHHOCTH, HETIPEPHIBHOCTh U MPOU3BOAUTEIHHOCTH JETOBOU U
YIPaBIEHYECKON NeATEIILHOCTH;

e OBBIMATEH d3PPEKTUBHOCTH JISATEITHHOCTH BCCH OpraHu3aIlnu;

e o0ecrmeunBaTh OecrepeOOWHOCTD ACATENHHOCTH B CIIydae Ype3BbIYaHBIX CUTYAIUH;

e coOmogaTh TpeOOBaHUS 3aKOHOJATENbCTBA U PETYJIUPYIOUIEH cpenbl, B TOM YHCIE B

o0acT apXUBHOM, ayAUTOPCKON U HAJI30PHOMN AESITETbHOCTH;

e oOecreunBaTh 3alIUTy W TOIICPKKY B CyACOHBIX JelaX, BKIIOYAs YIPaBICHUE

pUCKaMH, CBA3aHHBIMH C HalMYMEeM WJIH  OTCYTCTBUEM  JIOKyMEHTaJbHBIX
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JTIOKA3aTeNIbCTB, COACPIKALTUX CBEACHUS O IEATETLHOCTH OpraHU3allluu;

® 3aNMIIaTh MHTEPEChl OpraHu3alud M T1paBa COTPYJHUKOB, a TaKXe BCEX

3aMHTEPECOBAHHBIX CTOPOH;

® [PEIOCTaBIATh JOKYMEHTHUPOBAHHBIE  JIOKA3aTENbCTBA  JEJIOBOM, JIMYHOU U

0OI1IECTBEHHOM IESITEIILHOCTH,

e o0ecreynBaTh JI€JI0BOE, IEPCOHATBLHOE U COLIMATILHOE CBOEOOpa3HeE;

® COXpaHATh KOPHIOPATUBHYIO MAMSTh.

2.4. OOmue mpaBuiia OENONPOU3BOACTBA U BeneHus apxuBa B 3AO «Pora u Kormbita»
ompeaensieTca 3akoHoAaTeNbCcTBOM Poccuiickoit denepary, HOPMATUBHBIMU J1OKYMEHTAMH
(benepanbHBIX OPraHOB MCIIOJHUTEIBHOM BIACTH U HacToseH MHCTpyKIHEH.

2.5. Mertoanueckoe pyKOBOJCTBO MO PAallMOHAIBHOW OpraHU3aldM JEJIONPOU3BOACTBA U
KOHTPOJIb 32  COOJNIOJICHHMEM  yCTaHOBIEHHOro  WHCTpyKmmeld  mopsaka  BeICHUs
JICJIONIPOM3BOJCTBA HA MPEANPUATHU OCYLIECTBISIETCS COMPYOHUKOM HPEONpUAmMUA _NO
0e10npPoU3800Cmey U apxuey.

2.6. OTBETCTBEHHOCTb 33 OPraHU3aIMIO U COCTOSIHUE AEJIONPOU3BOACTBA B COOTBETCTBUU C
Hacrosmer MHCTpyknuen B NOApPA3ACIICHUSIX INPENIPUATHS BO3JIaracTcsi Ha PYKOBOAMUTEIEH
noJpa3fiefiecHudi, KOTOpble OOECHeuMBalOT TOPSAIAOK  BEACHHUS  JCJIONPOM3BOACTBA B
MOJpa3felieHusIX, a TakKe JIMI, OTBETCTBEHHBIX 3a OCYIISCTBIEHHE OJTOH pabOTHl B
MO/IPa3/IeICHUsX.

2.7. OTBETCTBEHHOCTh 3a OpPraHU3allMI0 U COCTOSHHME JEJONPOM3BOACTBA MO BOIMPOCAM
dbyukuuonupoBanuss CucremMbl MeHemxkMeHTa kadectBa (CMK) Bozmaraercs Ha JHIIO,
OTBETCTBEHHOE 32 Jenonpoun3Boactso CMK.

2.9. [Ipu yBONBHEHUH, TIEPEXOJIE HA PYTYIO pabOTy, a TAaKKe B CIydae yXxoJia COTPYIHUKA
NOpEeANnpUATHs B OTIIYCK HJIM BbI€3/1a B KOMAHIMPOBKY, HAXOMSIIMECS Y HEr0 Ha MCIOJHEHUU
JOKYMEHTBI IOJKHBI ObITh MepeAaHbl 1 MPOIOJKEHUS paboThl Hal HUMU IPYTroMYy paOOTHUKY
NPEANPUATHS IO YKAa3aHUIO AIMUHUCTPALIUU IPEATPUSITHS.

3. TEPMUHBI U OITPEJAEJIEHUSA

(He mpuBOANTCS)

4. OBIIUE TPEBOBAHMUSA K OPTAHU3ALIUU JEJOINTPON3BOJACTBA

4.1. O0mue TpeGOBaHUS K CHCTEMe YIIPABJICHHUA JOKYMEHTAMH NPeANPUSATHS

4.1.1. Cucrema ynpaBieHus TOKYMEHTAMU MPEANPUITHS JOJDKHA!

a) B COOTBETCTBUU C YCTAHOBJIEHHBIM B HacTosALIEH MHCTpYKIMM MOpsAKE BKIOYATh BCE
JOKYMEHTBI B paMKaX OXBaThIBAEMOH €10 JIEJI0OBOM 1€ATEIIbHOCTH;

0) opraHM30BBIBaTh JIOKYMEHTBHl TaKUM 00pa3oM, 4TOOBI OTpa)kaTh IMPOLIECCHI JIEIOBOU
NESITeIbHOCTH CO3/1aTeNs JOKyMEHTOB;

B) 3alUIIAaTh JOKYMEHTbl OT HECaHKIMOHMPOBAHHOI'O W3MEHEHMs, W3bATHUA WIIHU
YHUUYTOXKEHHUS;

I') B COOTBETCTBUH C YCTAHOBJICHHBIM MOPSIKOM (PYHKIMOHUPOBATh B KAUE€CTBE OCHOBHOTO
UCTOYHUKA UHPOPMALIUH O IEHCTBUSIX, 3a)UKCUPOBAHHBIX B TJOKYMEHTAX;

1) o0ecreynBaTh TOCTYN KO BCEM OTHOCSIIUMCS K ONPEIeICHHOMY BOIIPOCY JOKYMEHTaM
Y CBSI3aHHBIM C HUMH METaJaHHbIM.

Cucrema ynpaBieHMs] TOKyMEHTAMU TNPEANPUATHS AODKHA pearupoBaTbh Ha M3MEHEHHS
HOTPeOHOCTEH 1€70BOM EATENIBHOCTH, HO JH0ObIE U3MEHEHUSI B CUCTEME HE JI0JIKHBI BIMATH Ha
XapaKTEpUCTUKU JOKYMEHTOB B CHUCTEME. AHAJOTMYHO 3TOMY, IIPHU Ieperade TOKYMEHTOB U3
OJTHOW JTOKYMEHTHOH CHUCTEMBI B IPYIyl0, OHa JIOJKHA MPOBOAMUTHCS TaKUM 00pa3oM, 4TOOBI HE
OKa3bIBaTh HEOJIATONPUATHOTO BO3ACHCTBHS HAa XapaKTEPUCTUKU JOKYMEHTOB

4.1.2. [ns npenoTBpallleHHs] HECAHKIMOHMPOBAHHOTO JOCTyNa K JOKYMEHTaM, HX
YHUUYTOXKEHUS, W3MEHEHUS WIN NEpPEMEUIEHUs] B CHCTEME YIPaBICHHUsS JOKYMEHTaMU
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OPENNpPUITUS NPUMEHSIOTCS KOHTPOJIbHBIE MEphbl, TAaKHWE KaK MOHUTOPUHI JOCTYTa,
Bepu(dUKaLusa NOab30BaTENsl. Y HUUTOKEHHE JOKYMEHTOB U MX 3aCEKpEUMBAHHUE JIOJKHBI OBbITh
CaHKLIMOHUPOBAHBI.

4.1.3. Cucrema ymnpaBieHHUS JOKYMEHTaMU NPEANPHUITUS JIOJDKHA ObITh yNpaBiseMa B
COOTBETCTBUHU CO BCEMH TPEOOBAHMUSMH, MPEABABIAEMBIMU TEKYIEH AEIOBON J1E€ATENbHOCTBIO,
perynupyomei cperol M oOuiecTBEHHBIMH — OXHUJaHUAMU. COTPYAHUKH, CO3/AIOLIUE
JIOKYMEHTBI, JOJDKHBI NMOHMMAaTh, KaK 3T TpeOOBaHMs BIMAIOT Ha JEHCTBHS, KOTOPHIE OHU
BBINOJIHAIOT. COOTBETCTBUE CUCTEMBI TAKUM TPEOOBAHUSAM JOJDKHO PETYJSPHO MPOBEPATHCS, a
JIOKYMEHTBI 3TUX [TPOBEPOK JOJKHBI COXPAHATHCS B LIEJISAX J10Ka3aTEIbCTBA.

4.1.4. JlokyMEHTBI TOJIKHBI CO3/1aBaThCsl U COXPAHATHCS cUCTeMHO. CHCTEMHOCTh padoT B
chepe ympaBieHUs] JTOKYMEHTaMM JOCTHTaeTCs IMyTeM MPOCKTHPOBAHUS W TNPUMEHEHHUS Kak
CHUCTEMBl YNPABICHHUS JOKYMEHTAMHM NPEANPUATHS, TAaK W JIPYTUX CHUCTEM JEIOBOU
JEATENBHOCTH, B TOM unciie CHCcTeMbl MEHEPKMEHTA KaueCcTBa NMPEATIPUATHS.

4.1.5. Omnpenenenne coctaBa TOKyYMEHTOB B JOKYMEHTHOW cucTeMe, Oa3upyeTrcs Ha
aHaJM3e PEryJIHpYIOLEeH cpenbl U TpeOOBaHUI /ETOBOM NEATETLHOCTH M OTUYETHOCTH, a TAKKe
Ha aHaJIM3€ PUCKOB B CIyyae, €ClIM JJOKYMEHTHl HE BKIIIOUEHBI B cucTeMy. TpebGoBaHUS MOTYT
paznuyatbcs B 3aBUCHMOCTH OT IIPaBOBOIO M COLMAIBHOIO KOHTEKCTa, B KOTOPOM OHa
JICUCTBYET.

JIOKYMEHTBI CO3/1al0TCsl B CaMOM OpraHM3alMi U MOCTYMAOT B HEE MU3BHE HA Pa3IMYHBIX
HOCUTENISIX M C HCHOJIB30BAHMEM IIOCTOSIHHO MEHSIOIIMXCA TEXHOJOruMi. JlokyMeHTanpHas
UHpOpMaLUs SABIAETCS TUHAMUYHOM, OHA MOKET OBITh CO3[aHa MHOYKECTBOM MCIIOIHHUTENCH,
CYILIECTBOBAaTh B HECKOJBKUX BEPCHUSX U HAXOAUTHCSA HA PA3IUYHBIX CTAaUSAX (OPMHUPOBAHUS B
TE€YEHHUE Pa3IMUHBIX IEPUOI0B BPEMEHH.

4.2. lokyMeHTHpPOBaHHUe NPOLECCOB YNPABJICHUS JOKYMEHTaMHU

4.2.1. JloxymeHTauus, OIUCHIBAIOIIAsl IPOLECCHl YINpaBIE€HUA JOKYMEHTaMH U
JIOKYMEHTHBIE CUCTEMBI, JOJIKHA OTBEYaTh COOTBETCTBYIOIIUM IIPABOBBIM, OPraHU3aLMOHHBIM U
TEXHUYECKUM TpeOoBaHMsM. B Hacrosimedt MHCTpyKIMM yCTaHOBIEHBI TOJTHOMOYHS IO
BBIOJIHEHUIO ~ TAaKMX  MPOLECCOB  YIPABICHHWsS  JOKYMEHTaMM, Kak KJIacCHU(pUKalus,
MHJIEKCUPOBaHME, HKCIEpTH3a IIEHHOCTH, OTOOp W Tepeaada JOKYMEHTOB Ha IOCIEAyIoliee
XpaHEHHUE WIN YHUUTOKEHHE.

4.2.2. Ilpu BBINOJHEHUHU MNOJOXKEHUM Hacrosueld MHCTpyKunu, NpUIOKEHUN K HEW u
IPYyTUX JOKYMEHTOB pPErIAMEHTHPYIOIUX JAEJIONPOU3BOJICTBO M  JOKYMEHTOOOOpPOT Ha
OpeAnpusaTHd  0co00e BHHUMAaHUE JOJDKHO OBITh YJIENEHO TOMY, UTOOBI COXpPaHHUTh
KOPIIOPaTUBHYIO LIEJIOCTHOCTh CPEJibl yIpaBIeHUs HH(pOpMaIie.

4.3. O6mue TpedGoBaHus K pa3padaTbiBaeMbIM JOKYMEHTaM

4.3.1. Bce pa3pabaTbiBaeMble Ha MPEANPUSTHN JOKYMEHTHI JOJKHBI IPaBUIILHO OTPaXKaTh
TO, YTO COOOILEHO WJIM pEUIeHO, WM MpeanpuHsAToe neiictBue. OHM JOJDKHBI OTBEYaTh
NOTPEOHOCTSIM JINTIOBOM JIEATETBHOCTH, K KOTOPOW OH OTHOCHUTCS, M WCIIOJIb30BaThCS B IIETISX
OTYETHOCTH.

4.3.2. Tlomumo coaepkaHus, JOKYMEHT JIOJDKEH HMMETh METaJaHHBIC, OTpaKarolnue
Olepaluy JeJIOBOU JIeATENbHOCTH, WJIN OBITh MOCTOSHHO CBS3aHHBIM WJIH OOBEAMHEHHBIM C
HuMH. [Ipu 3TOM:

a) CTpYKTypa JIOKYMEHTa, TO €CThb €ro (JOopMarT M B3aUMOCBSA3H MEXIY COCTABIAIOLIMMU
JOKYMEHT DJIEMEHTaMH, TOJDKHA OCTaBaThCs HEM3MEHHOM,

0) B JOKyMEHTE [OJDKEH OBbITb OTPaXEH KOHTEKCT €ro CO3JaHMs, NOIy4eHUus M
UCIIOJIb30BaHUS JIOKyMEHTa (B TOM YHCJE MPOLECC JI€JI0BOM NEATENbHOCTH, YacTbl0 KOTOPOTO
SBJISICTCS JaHHAs OIepalys, 1aTa U BpeMs JaHHOU OIepalu U €€ YYaCTHUKH),

B) JIOJDKHBI OBITH MPEICTABICHBI CBS3H MEX/IY OTACIBHBIMHU 3aIIMCSIMU, COCTABIISIONIMH B
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COBOKYITHOCTH JIOKYMEHT.

4.3.3. Kaxnplii pa3zpabaThiBaeMblil U MPUMEHSEMBIA Ha TMPEANPUITUNA JTOKYMEHT JOJKEH
OBITH ayTEHTUYHBIM, TO €CTh:

a) SIBJISICTCS TEM, YEM JIOJDKCH OBITh;

0) OBLI CO3/1aH WJIM OTIIPABJICH JIMIIOM, YIIOJTHOMOUYEHHBIM Ha 3TO;

B) OBLIT CO37]aH UM OTIIPABIIEH B TO BPEMSI, KOTOpPOE 0003HAUEHO B IOKYMEHTE.

Jns BBIMOJIHEHUSI JaHHOTO TpeOoBaHUsT B Hactosmed WHCTpyKuuu ompeaesieHbl
IpOLEAYphl KOHTPOJS HaJ CO3JaHHeM, MOJydeHHeM, Iepenadeil, coXpaHeHHEM U OTOOpOM
JIOKyMEHTOB M TEM CaMbIM TapaHTUPOBAHO, YTO CO3JATEH JTOKYMEHTOB YIOJIHOMOYEHBI Ha 3TO
U UICHTU(QHUIMPOBAHBI, & JOKYMEHTHI 3alUIICHbl OT HECAHKIIMOHUPOBAHHOTO OTMOJHEHUS,
yAaJIeHHs], U3MEHEHUS, UCTI0Ib30BaHUS U COKPBITHS (3aCEKPEUMBAHMUS).

4.3.4. JIoKyMEeHT JOJKEH OBITh JOCTOBEPHBIM, TO €CTh €0 COJEPKAHUE MOXKHO CUUTATh
MOJTHBIM ¥ TOYHBIM TMPEACTABICHUEM TIOITBEPIKIAEMBIX OTIEpaIUil, IeITeTbHOCTH UiIH (AKTOB U
KOTOPOMY MOKHO JIOBEPSITH B MOCIEAYIOMIMX ONEpAlUSIX WIM B MOCIEAYIOMIEH AEATEIbHOCTH.
JIoKyMEeHTBI AOJKHBI CO3AaBaThCS BO BpEMs WJIM Cpa3y e IOCJE ONepalud WIH ciydas, K
KOTOPBIM OHHM OTHOCATCS, JIMIIAMH, JOCTOBEPHO 3HAIOMUMHU (HaKThl, WU CPEICTBAMH, OOBIYHO
UCIIOJIb3YEMBIMH B JICJIOBOM AESITEIILHOCTU MPU IPOBEICHUH TAHHOM ONEepalii.

4.3.5. JlIoKyMeHT JOJDKeH 00JyiajaTh IeJOCTHOCThIo. LlemocTHOCTh  JOKyMeHTa
ONpEIETSETCS €ro MOTHOTON U HEU3MEHHOCTHIO.

Heo6xomumo, 94To0BI TOKYMEHT OBLIT 3aIIMINEeH OT HECAHKIIMOHUPOBAHHOTO M3MCHCHHS.
[Iponenypst HacTosiet MHCTPYKIIMK ONPEAEIsIoT, KaKue JTOMOJHEHUS WU MPUMEUYaHUsi MOTYT
OBITH TOOABJICHBI K IOKYMEHTY TIOCIIE €r0 CO3JaHus, IPH KaKUX 0OCTOATEIHCTBAX JOMOTHEHUS
WIM TPUMEYaHUS MOTYT OBITh pa3pemieHbl, W KTO YIOJHOMOYEH caenartbh 31o. JloObie
CaHKIIMOHMPOBAHHBIC MPUMEUYaHUs, NOOABJICHUS WU YIAJICHHS B JIOKYMEHTE CIICIyeT YETKO
0003HaYaTh U KOHTPOJIUPOBATH.

4.3.6. JIokyMEeHTBI JTOJHKHBI OBITH IPUTOJIHBI IS UCTIOh30BaHMUS.

[IpurogHeiM 1711 MCHOJB30BAHUS SIBISETCS JOKYMEHT, KOTOPBIA MOXKHO JIOKaJU30BaTh,
HalTH, BOCIPOU3BECTH M HWHTEpHpeTHpoBaTh. [Ipr BOCIpOM3BEAECHWHU OH JOJIKEH OTPaKaTh
CBSI3b C JIEJIOBOM NIEATENBHOCTHIO WM OIEpalueil, B pe3yjbTaTe KOTOPOH OH OBbLI CO3JaH.
KOHTEKCTHBIE CCBUIKM JTIOKYMEHTOB JOJDKHBI HECTH HWH(OpMaIuoo, HEOOXOIUMYI s
MOHUMAHUS OTepalliii AETOBOM JEATEILHOCTH, B KOTOPHIX 3TH JOKyMEHTHI OBUIH CO3[aHBI U
NpUMEHSTUCE. JloibkHa OBITH TPENOCTaBiICHA BO3MOXXHOCTHh HACHTHU(GUIIMPOBATH JTOKYMEHT B
0oJiee MUPOKOM KOHTEKCTE - KOHTEKCTE JAETIOBOH NEATENbHOCTH U (DyHKIUH.

4.3.6. KonBeprauus u Murpanus

JIOKyMEeHTBI B OyMaXHBIX BEPCHSIX U Ha OJJICKTPOHHBIX HOCUTENSIX JOJIKHBI OBITh
ayTCHTUYHBIMU, HAJC)KHBIMA W TIPUTOJHBIMH JJIS HWCIIOJIB30BAaHUS, HE3aBHUCHUMO OT JHOOBIX
U3MEHEHUH B cHCTeMe (B TOM 4YHCJIEe NpH KOHBEpTalMu (OPMATOB, MUTPALUU MEKIY
TEXHUYCCKUM  OOOpYyJOBaHHMEM,  ONEPAIMOHHBIMA  CHUCTEMaMH WU  CHEIUATbHBIMH
MPOTrpaMMHBIMU IPUJIOKEHUSIMHU ), B TEUEHHE BCETO NMEPHOJIa UX XPAHEHUSI.

s obecriedeHusi 3TOro TpeOOBaHUSI DJIEKTPOHHBIE KOMUU JOKYMEHTOB JIOJDKHBI
xpaHutbes B popmare PDF.

4.4. Knaccupukanusi, HHIEKcalus U KOANPOBaHUe T0KYMEHTOB

4.4.1. Knaccuduxanus JOKyMEHTOB B CUCTEME JOKYMEHTUPOBAHHS BKIIIOYAeT B ceOsi:

a) obecrieyeHue CBsA3el MEXy OTAEIbHBIMHU JOKYMEHTaMH, KOTOPbIE HAKAIUIMBAIOTCS IS
o0ecrieyeHns: HEMPEPHIBHOTO IOKYMEHTHPOBAHHUS ACATEIbHOCTH;

0) obecnieueHue COrIaCOBaHHOIO NMPUCBOEHHSI UMEH IOKYMEHTaM B T€UEHHUE JJIUTEIHLHOIO
BpPEMEHH;

B) OKa3aHME IIOMOIIY IpPU TOUCKE BCEX AOKYMEHTOB, OTHOCSIIUXCA K OIPEAEICHHOM
(YHKLINU WU BULy JEJIOBOM JI€ATEIbHOCTH;
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I) OIpeneleHUe NOAXOJAIIeH A  pa3duyHbIX TPYNN  JOKYMEHTOB  3aIlUThI
KOH(UICHIIMATHFHOCTH, a TAK)KE pa3rpaHUYCHHE JOCTYTa,

Jl) pasrpaHUYCHHE IIpaB TOJb30BaTENIe HA JOCTYN WJIH TPOBEACHHE IEHCTBUN C
ONpEIETICHHBIMU TPyIaMU JOKYMEHTOB;

€) pacHpelelieHHe OTBETCTBEHHOCTH [0 YINPABICHHUIO OIPEAEICHHBIMU TIpyHIamMu
JIOKyMEHTOB;

’K) paclpeleseHle JIOKyMEHTOB 110 OTJENbHBIM IMpOLEAypaM B paMKax JeJoBOU
JeATEIbHOCTH;

3) ONpeaeNeHne COOTBETCTBYIOUINX CPOKOB XpaHEHUs U AEUCTBUI 110 0TOOPY JOKYMEHTOB
Ha XpaHEHUE UM YHUUTOXKEHHE.

4.4.2. llenp xnaccupuKalMM, HHICKCAIMM W KOAWPOBAHHS JIOKYMEHTOB CBSi3aHa C
(GyHKIMEH YCTaHOBJICHUS MECTOIIOJIOKEHHUSI, TIOCKOJIbKY HOMEp WJIM KOJI yKa3bIBaloT “‘ampec”
OTIPENICJICHHOT0 JTOKYMEHTa C T€M, 4TOOBI JTOKYMEHT MOT ObITh HaliJieH MyTeM ONpeAeeHHUs
MECTa €ro pacnoJioKeHUs! B JOKYMEHTHOU CUCTEME.

4.5. BkiroueHue JOKYMEHTOB B CHCTEMY JTOKYMEHTAIUU

4.5.1. Uadopmanuio, 3aMKCHPOBAaHHYIO Ha MaTEPHAILHOM HOCHTEIIE, CIIEyeT BKIIOYATh
B JOKYMEHTHYI0 CHCTEMY B KadecTBE JIOKyMEHTOB U CBS3bIBaTb C METAJaHHBIMU,
XapaKTepU3yIOUIMMH €€ OCOOBIA JeNIOBOM KOHTEKCT, B Clydae, €Cld OHa MOOyXJaeT K
NEMCTBUIO, CIY>KUT JJISI OTYETHOCTH, a TaKXKe JOKYMEHTAIbHO (PUKCHPYET ACWCTBUE, pEIIeHHUE
WM TIPOLIECC TPUHATHUS PELICHUS.

4.5.2. llenbto BKIOYEHMSI JOKYMEHTOB B JOKYMEHTHBIE CUCTEMBI SIBIISIETCSL:

® YCTaHOBJICHHE B3aMMOCBA3E€H MEXIy IJOKYMEHTOM, €ro CO3JaTeleM U KOHTEKCTOM

CO3/1aHUS TOKYMEHTA;

e pa3MelieHHe JOKYMEHTa U €r0 B3aUMOCBSI3e B JOKYMEHTHON CUCTEME;

® YCTaHOBJICHHE CBSI3€H C IPYTUMH TOKYMEHTAMHU.

4.5.3. DTOT mpolecc MOXKET OCYLIECTBIATHCS IyTEM MPUCBOCHUS JOKYMEHTY JIHOOOI0
dbopmaTa moApOOHBIX METANaHHBIX, BKIIOUYEHHBIX B JIOKyMEHT, MPUCOEIUHEHHBIX K HEMY WU
CBSI3aHHBIX C HHUM. Takue MeTaJaHHble OCOOCHHO HEOOXOOUMBI ISl KOHTpOJIS CTaryca,
CTPYKTYPHI U IIEIOCTHOCTH JOKYMEHTa B JI000€ ONpeAeNieHHOe BpeMsl, a TakKe AJs MOKas3a ero
CBS3€H ¢ APyTMMHU JOKYMEHTaMH.

4.5.4. Metoapl, o0ecrieunBaIOIINE BKIIOYEHHE TOKYMEHTa B JOKYMEHTHYIO CHUCTEMY,
BKJIIOYAIOT:

a) Ki1accu(puKaIo U UHIEKCUPOBAaHNE, KOTOPBIE TTO3BOJSIOT COOTBETCTBYIOLIUM 00pa3oM
co3laBaTb  CCBUIKM, IPOM3BOJAWUTH TIPYNIHUPOBKY, IPUCBaWBaTh HMEHA, 3alUINATh
KOH(UACHIIMATBLHOCTh, O0ECIeunBaTh JOCTYI AJs TOJb30BaTelel, a Takke IMOUCK, OTOOp U
UICHTU(QHUKAIMIO 0CO00 IIEHHBIX JIOKYyMEHTOB;

0) ymopsioueHHWe JOKyMEHTOB TYT€M CO3/aHUsl  JIOTHYECKOH  CTPYKTYpbl H
MOCJIEIOBATEIFHOCTA KakK il OyMaKHBIX [€JI, TaK W JUIS SJCKTPOHHBIX IHUPEKTOPHH, UYTO
YIOpOIIaeT MOCIeAyIoIee UCIIONb30BaHUE JOKYMEHTOB M CIIPAaBOYHYIO paboTy;

B) PETHCTPALMIO, KOTOpas 00eCIeunBaeT T0Ka3aTeIbCTBO CYIIECTBOBAHUS JTOKYMEHTOB B
JTOKYMEHTHOMH cucTeMe;

r) hopmanu3zanus AEMCTBUI B COOTBETCTBUU C MOJOXKEHUAMH HacTosmed NHcTpykunu:

1) oOecrieunBarOT MeTaJaHHbIE, OMKCHIBAIOIINE KOHTEKCT;

2) obecreYnBarOT T0Ka3aTeILCTBO MECTOPACTIONOKEHUS JOKYMEHTA;

3) uaeHTUHUIUPYIOT, KaKoe ACHCTBHE HE BBIMOIHEHO;

4) uIEeHTUPHUITUPYIOT, KTO UMEJT JOCTYI K TOKYMEHTY;

5) uaeHTUHUIHUPYIOT, KOT/Ia TAKOW TOCTYT UMEIl MECTO;

6) obecrieunBarOT JOKA3aTEIbCTBO ONEpaIHii, TPOU3BEIEHHBIX C JOKYMEHTOM.
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5. P OPMUPOBAHUE HOMEHKJIATYPbI U BEAEHUE JIEJI
5.1. HomeHnknaTypa Jen MNPEANPUSATHS - 3TO CHUCTEMATH3UPOBAHHBIM TMepedYeHb
HauMeHOBaHUM Jlel, 3aBOAMMBIX B JIEJIONPOU3BOJICTBE MPEAIPUSATHUS.
5.2. Homenkinarypa nen 3AO «Pora n KomnbiTa» coctaBisieTcs €KEroIHO U yTBEPKIACTCS
I'enepanbubim qupextopom 3A0 «Pora u Komnbitay.
5.3. Homenkiarypa pAen [OJDKHa OXBaThbiBaTh BeCh OOBEM JIOKYMEHTOB (BKJIIOYAs
HOPMaTUBHO-CIIPAaBOYHBIM MaTepuai), KoTopble OyayT paspabarbiBathcsi B 3AO «Pora u
KonbiTa» 1 mocTymnaTte OT APYTUX OpraHU3aLUM.
5.4. HomeHnkiaTypa nei MOAJEKUT MEPECMOTPY Ha HOBBIM TOJ JIMIIb NPU U3MEHEHHUH
CTPYKTYpbI, GyHKIUH 1 xapaktepa padotsl 3A0 «Pora u Kombitay. Ecniu Takux m3meneHuit He
npousonuio, HomeHknarypa e nepeneyaTsiBaeTCsl U EpeyTBEPHKAAETCS.
5.5. Kaxpnoe nmeno, BKIIOUEHHOE B HOMEHKIIATYPy, JOJKHO UMETh CTPOTO ONMpPEAEICHHbBIN
MHJIEKC, COCTOSIIMKA W3 YCTaHOBJICHHOro LU(POBOro 0003HAUYEHUS 3arojioBKa Jena Io
HOMEHKJIAaType.
5.6. Ecnu B Teuenue roga ¢popmupyrorcs [lena, He BKIoueHHbIe B HoMeHKnaTypy nen, To
stu [ena BHocsaTca B HoMeHknatypy nomonHutenbHo. s »Toil nenu B Homenkiarype nen
OCTaBJISIIOT PE3EPBHBIE HOMEPA.
5.7. 3arojoBKu e, BHOCUMBIX B HOMEHKJIATYPY, AOKHBI OBITh U3JI0’KEHBI KPATKO, YETKO
U COOTBETCTBOBATH MOJIIUTHIM B 3THU Jieja JOKyMEHTaM. 3arojJOBKH HEKOHKPETHOTO XapakTepa
(«pa3Hbple MaTEepHaNIb», «00IIas MePENucKay U T.I1.) HE IOy CKAIOTCS.
5.8. Homenknarypa nen mpeanpusTHs MedyaTaeTcs U NOJIIMBAETCS B COOTBETCTBYIOLIEE
neno. BxmouennsiM B Homenknatypy Jlenam mnpucBaumBaeTcsi TMOPSAIKOBBIA HOMEp Jena.
Hanpumep, 12-02, rae 12 — o6o3nauenne Homepa aena nmo Homenknatype, 02 — mopsaKOBBIHA
HOMEp TOMa Jena.
5.9. 3aromoBok [lema cocTout m3:
e Ha3BaHus BuAa [lena (mepemnmcka, )KypHad M T.J.) WIM Pa3sHOBUJHOCTH JOKYMEHTOB
(IpOTOKOJIBI, MPUKA3HI U T.11.);

e Ha3BaHM OpPraHU3AlUU WIH MOAPA3ICIICHUs (aBTOpa TOKyMEHTA);

e Ha3BaHUs OpraHMU3alllu, KOTOPOW OYAyT alpecoBaHbl UIIM OT KOTOPOU OYyAyT IMOIy4EHbI
JTOKYMEHTHI,

® KpaTKoe coJeprKaHue T0KyMeHTOB Jlena;

e [epHOJ BPEMEHH (AaThl), K KOTOPOMY OTHOCSITCS IOKyMEHTHI JIefIa;

® yKa3aHHE Ha KOMMPOBAHUE TOKyMEHTOB Jela.

5.10. B 3arosoBkax Jlen, copepxkamiux MEPENHUCKY, YKa3bIBae€TCsA, ¢ KEM M IO KaKOMY
BOIPOCY OHA BEJACh.

B 3aronoBkax /[len, comepikamyx IJIaHOBYIO M OTYETHYIO JTOKYMEHTAIIMIO, YKa3bIBACTCS
nepuo1 (Mecsll, KBapTall, To/), Ha (3a) KOTOPBIA COCTaBJICHBI IJIAHBI HJIA OTYETHI.

5.11. [lema mo BompocaM, HE pa3pelIeHHbBIM B TEUEHUE OJHOIO T0Ja, SBIAIOTCA
«TEePeXOISAIIUMUY», U UX 3aT0JIOBKH BHOCATCS B HOMEHKJIATYPY el CIEIyIOIIEero rojia ¢ TEMH e
UHJIEKCaMHU.

5.12. Cpoku xpaHeHuss Jlen ycCTaHAaBIMBAIOTCS B COOTBETCTBUU C TpeOOBAHUAMH,
YCTaHOBJICHHBIMHU (peIepaTbHBIMU OpraHaMHU HCIIOTHUTEIHLHON BJIACTH, a MO JTOKyMEHTaM, CPOK
XpaHEHUs1 KOTOPBIX HOPMATHUBHO HE YCTAHOBIIEH, OINPEAEsSeTCs MPU 3aBEICHUH JIea.

[IpunsiTHE pemeHuil O CpoKax XpaHEHHs JIOKYMEHTOB OCHOBBIBAETCSI Ha OIICHKE
peryiupyromei cpepl, TpeOOBaHUM 1EI0BOI JesTeIbHOCTH M MOIOTYETHOCTH, a TAK)KE OLIEHKE
pucka. Ilpu ompeneneHuH CpPOKOB XpaHEHHUS JIOKYMEHTOB JOJDKHBI YUYUTBHIBATHCSA IIpaBa H
MHTEPECHl BCEX 3aMHTEPECOBAHHBIX JIULI.

[IpuHMMaeMble pelleHuss HE JODKHBI MPEeIHAMEPEHHO HapyllaTh Kakue-TuOo MpaBa
JOCTyTIA.

5.13. YnpaBneHue XpaHEeHUEM JOKYMEHTOB JIOJIKHO OCYLIECTBIIATHCS JJIS:
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a) COOTBETCTBHS TEKyIIUM U OyAylmuM TMOTPEOHOCTSM JIEJIOBOM  JIESTEIbHOCTH
MOCPEACTBOM

1) coxpanenuss HGOOPMALIUN O MPOIUTBIX M HACTOSIIUX PEHICHUSIX M BUIAX NEATEITHHOCTH
(KaK 4acTh KOPIOPATUBHON MaMsTH) B IHENAX MH()OPMAIMOHHOTO OOECTeyYeHHs] pElICHUN U
JIESITENIbHOCTH B HACTOSIILIEM U OyAyIIEM;

2) coxpaHEHHs JO0Ka3aTeNbCTB MPOIUION M HACTOSIICH NEATEIbHOCTH AJI COOMIOJICHUS
00513aTEJILCTB OTYCTHOCTH;

3) CBOEBPEMEHHOT0, CAHKIMOHMPOBAHHOTO M, CHCTEMATHMYECKOTO YHUYTOXXCHUS
JIOKYMEHTOB, KOTOpPbIE OO0JIbIIIE HE UCIIOJIb3YIOTCS;

5) coxpaHeHHsI KOHTEKCTa JAOKyMEHTa IJsl TOro, 4ToObl OyIylue MOJb30BaTed MOTIH
CUMTaTh JOKYMEHTHl ayTCeHTUYHBIMH U JIOCTOBEPHBIMH, JakK€ B TeX CiydasX, Koraa
JOKYMEHTHBIE CHCTEMbl, B KOTOPBIX OHHU XpaHATCA, NPEKpPaTWIA CYLIECTBOBAHUE WU
MOJIBEPTIIUCH CYIIECTBEHHBIM U3MEHEHUSIM;

0) COOTBETCTBHSI TIPABOBBIM TPEOOBAHMUSAM IIyTEeM OOECIICUCHUSI JTOKYMEHTHPOBAHUS,
pa3bsACHEHUS W TMPUMEHEHHs PETyIupylomei cpenbl B cdepe ympaBieHUs JOKYMEHTAMH B
KOHKPETHOM HalpaBlIEHUH JI€JI0BON AESITETbHOCTH;

B) COOTBETCTBUS TEKYIIUM U OyAymuM TOTPEOHOCTSM BHYTPEHHUX H BHEIIHHUX
3aMHTEPECOBAHHBIX JIUI TOCPEACTBOM:

1) unenTudUKaN 3aKOHHBIX UHTEPECOB, KOTOPHIE 3aWHTEPECOBAHHBIC JIUIA MOTYT UMETh
B OTHOIIEHMHM COXPAaHHOCTH JOKYMEHTOB B TeueHue Oosee [JIMTEIbHOrO0 CpOKa, YeM 3TO
HEOOXO0MMO caMOi OopraHU3aluu. B coCTaB 3aMHTEPECOBAHHBIX JUI] MOTYT BXOIHUTH JCIOBBIC
napTHEPHl, KIMEHThl W JpYyrue JUIa, Ha KOTOPBIX BIUSIOT pPEUICHUS U ACHCTBUS JaHHOU
OpraHM3allyi, a TaKXke Te, KOMY OpraHu3amus AO0DKHA MPEAOCTaBIATh JOCTYN K CBOUM
JOKYMEHTaM B LEJISIX OTYETHOCTH (QyJIuTOphl, OpraHbl BJacTU M YyIpaBIEHUS, OpraHbl
CJICJICTBUS, ApXUBHBIC OPTaHbl WIIA UCCIICIOBATEIN);

2) yCTaHOBJICHUS U OLIEHKH MPABOBBIX, (PMHAHCOBBIX, MOJTUTUYECKUX, COIUAIBHBIX WU
JIPYTHX TO3UTHBHBIX PE3YyJIbTaTOB OT COXPAHEHHS JOKYMEHTOB [UIsl CIy>KEHHS WHTEpecaMm
ucclieaoBaresneil 1 001ecTBa B 1IeJIOM;

3) cobmogeHuss TpeOOBaHMII COOTBETCTBYIOIIETO apXWBHOTO OpraHa B paMKax
NEHCTBYIOIIEr0 3aKOHOAATEIbCTBA.

K mokymeHTaM JJIMTEBHOTO CPOKa XpaHEHUSI OOBIYHO OTHOCATCS JOKYMEHTBI, KOTOPBIE:

e 00eCTeYnBarOT JO0Ka3aTeNbCTBO M HWHPOPMALHUIO O TMOJUTHKE U JCHCTBUSIX

OpraHu3allvy;

e 00ecrneynBalOT J10Ka3aTeIbCTBO M HMH(MOPMALIMIO O B3aMMOACHCTBHM OpPraHMU3AINH C

00CITyKMBaEMBIMH €10 KITHCHTAMH,

® JOKYMEHTaJbHO (PUKCHUPYIOT MpaBa U 00S3aHHOCTH OTAEIbHBIX JIUI M OpraHU3alni;

® HCTOJB3YIOTCS JIJIS CO3/IaHUS “‘IaMsATH 00 OpraHMU3aIliy B HAYYHBIX, KYJIbTYPHBIX WIH

HUCTOPUYECKHUX HENSIX;
® coaepkKaT JIOKa3aTeIbCTBO M HMHQPOPMAIUIO O MACSITEIBLHOCTH, MPEACTABISIONIEH
MHTEpEC IJI1 BHYTPEHHUX U BHEUTHUX 3aMHTEPECOBAHHBIX JIUII.
5.14. Benenue tekyumx Jlen 1 Mx XpaHeHUE IPOU3BOANUTCS B noapaszaenenusax 3A0 «Pora
u Konbiray.
5.15. ®opmupoBanue Jlen - 3TO TPYNIUPOBKA HCIOJHEHHBIX JTOKyMEHTOB B Jielia B
COOTBETCTBUM C HOMEHKJIATYPOH JIeII.
5.16. Ilpu hopmupoBanuu [len HeoOX0IUMO COOIIOIATh CIIEAYOIINE IPABHIIA!
e rpynnupoBath B [lena pa3ienbHO JOKYMEHTHI MOCTOSSHHOTO W BPEMEHHOTO CPOKOB
XpaHEeHus;

e rpynnupoBaTh B Jlena JOKyMEHTBI OJIHOTO [I€JOMPOW3BOJCTBEHHOTO ToOJa, 3a
UCKITIOYEHHEM repexoasmux e,

e rmomemath B Jlerna TONbKO HCIOTHEHHBIC JOKYMEHTHI, a TaKKe JTOKYMEHTBI, KOTOPbIE
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10 CBOEMY COZIEpKAHHUIO COOTBETCTBYIOT 3arojioBKaM Jlen o HOMEHKIaType:

® [IOMELIATh BMECTE BCE JOKYMEHTHI, OTHOCSAIIMECS K PAa3pEIIEHUIO OJHOTO BOIIPOCA;

e B Jlena He NOMKHBI MOMEMIATHCA: JOKYMEHTHI, MOJJIEKAIIME BO3BpATYy; JIUIIHUE
AK3EMIUISIPBI JOKYMEHTOB; YePHOBUKH; HE3aBEPEHHBIE KOMUU JJOKYMEHTOB;

e Jlena ¢ 60NBIIMM KOJIWYECTBOM JIMCTOB JIEJIATCS HA TOMA (YacTH).

e o0beMm Jlena He TOJDKEeH MpeBhImaTh 250 TUCTOB.

5.17. Bce nomenieHHbIE B [{€710 JOKYMEHTHI MOIEKAT PETUCTPALIMU B ONUCH JIEJIa.

5.18. JloxymeHntsl BHyTpu Jlenma pacmnonararorcs B XPOHOJOTMYECKOM, BOIPOCHO-
JIOTUYECKOM MOCIJIEIOBATEIbHOCTH WIIM UX COYETAHUU.

5.19. B pnene «llepenmcka...» muchbMa-OTBEThl MOMELIAKOTCS BCIEA 32 MHUIMATUBHBIMU
JIOKyMEHTaMHU.

5.20. JIoKyMeHTBI B JIMYHBIX JI€JaX paclojararTcs B CIEAYIOLIEM MOPSIKE: BHYTPEHHSS
OMHUCh JIOKYMEHTOB; 3asBJICHHE O TpHEME Ha paboTy WIM TPYIOBOH KOHTPAKT (IOTOBOD);
HANpaBlIeHUE WJIM TMPEICTaBICHHUE, AaHKEeTa, JUCTOK IO Yy4YeTy KaJpoB; JOKYMEHTHI 00
00pa30BaHNM; BBIMUCKH U3 MPUKA30B O HA3HAYEHHUH, NIEPEMEIIEHIH, YBOJIbHEHUH, TONIOJTHEHUE K
JUYHOMY JIUCTKY IO YYETy KaJpoB, IOMNOJHEHHE K JUYHOMY J€Iy [0 y4YeTy IOOIIpPEHH,
CIIpaBKH U JIPyTHE JOKYMEHTBI, OTHOCSIIMECS K JaHHOMY Jully. Koy npuka3oB 0 HalOKEHUU
B3BICKaHMS, O MOOUIPEHHSIX, 00 U3MEHEHUAX (DaMUIIUU U T.JI. B CBSI3M C BHECEHHEM ITHX 3alicen
B JIOTIOJIHEHUE K IMYHOMY JIUCTKY IO YYETY KaJpOB B JUYHOE JEJI0 HE TOMEIIAIOTCS.

5.21. ChpaBku ¢ MecTa XHUTEIbCTBA, MEIUIMHCKUE CIPABKU O COCTOSHUU 3JI0pPOBbS U
IpyTrHe JTOKYMEHThI BTOPOCTENEHHOrO 3HaueHUs (OPMUPYIOTCS OTAEIBHO OT JUYHBIX Jel
COTPYIHUKOB IIPEIITPUSITHSL.

5.22. C MOMEHTa 3aBeJICHHs U 10 MIEpeaadyu B apXUB WJIM Ha yHUUYTOXeHUe Jlena xpaHsaTcs
o mMecty ux popmupoBanus. J[ena TOMKHBI HAXOUTHCS B pA00UMX KOMHATAX B 3aMMUPAIOIINXCS
nikagax, 00ecrneyrBaroniX UX MOJHYI0 COXPAHHOCTb, MPEI0XPAHSIIONINX JOKYMEHTHI OT MbUIH U
BO3JECHCTBUS COJTHEYHOTO CBETA. XpaHeHue J[/1e1 B CTOJIax HE JOMYCKAETC.

Ha xopemkax o6o0sxek Jlen ykaspiBaroTcst Homepa nen no HoMmeHkmarype mei.

5.23. WU3batue wu3 Jlema Kakux-1MOO JOKYMEHTOB JUIsi pabOTHI JIOMyCKaeTrcs B
HCKJTIOYUTENbHBIX clydasix ¢ paspemieHus ['enepanbHoro agupekropa 3A0O «Pora m Kombitay ¢
oopmIIeHrEM U3BITHS TI0 YCTAaHOBJICHHOM MpoIeype.

5.24. Benymieecs TOJIBKO B T€UEHHE roja W JIpyrue 3amosiHeHHble Jlena mepenaroTcs Ha
XpaHEHHE B TEUEHHE YCTaHOBJIEHHOrO cpoka B apxuB 3A0 «Pora u Komnbrta».

5.25. B 3aBUCUMOCTH OT NMPaKTUUECKOW IIEHHOCTH JOKYMEHTOB, cojiepkamuxcs B [erne,
Moclie OKOHYAHHS YCTAHOBJIIEHHOTO CpPOKa €ro XpaHEeHHs, OHO MOXKET OBbITh OCTAaBJICHO Ha
xpanenue B apxuBe 3A0 «Pora m KombITa», yHUUTOXKEHO WIM HAlpaBlIE€HO Ha XpaHEHHUE B
rOCYJJapCTBEHHBIN apXUB.

5.26. Ilepen nepenaueit [len Ha XpaHeHHE WM YHUUYTOXKEHHUE 00s13aTEIBHO MPOU3BOIUTCS
3KCHEePTH3a LIEHHOCTH COAEPKALLMXCS B HEM JJOKYMEHTOB.

JloKyMeHTbI, HeoOXoAuMblIe JUIsl paboT B CIEAYIOIIEM MEpUOJIe UM UMErolue 0oJbLIoe
MPaKTUYECKOE 3HaYEHUE, MOT'YT, HA OCHOBaHUM penieHus I enepanbHoro aqupekropa 3A0 «Pora
u KombITay WUiaM ero 3aMecTUTeNei, N3bIMaThCs U3 cTaporo Jlena u nepeHoCUThCs B HOBOE.

5.27. lena momuiexaT ohOpMIICHHUIO TIPU UX 3aBEICHUU U TI0 3aBEPIICHUU TOJa.

Odopmitenue nen npeaycMaTpuBaeT:

® [IOJIINBKY JOKYMEHTOB;

® HyMEpAaIUIO JIUCTOB (IS 1] C MMOCTOSHHBIM U JOJITOBPEMEHHBIM CPOKaMU XpaHEHHS);

e cocraplieHHE (B HEOOXOIMMBIX CIIy4asix) BHYTPEHHEH OMUCH TOKYMEHTOB B Jelax;

e omucaHue JeT Ha 00JI0KKaX.

5.28. B 3aBUCHMMOCTH OT CpPOKOB XpaHECHHS TMPOBOIAUTCS TIOJHOE WJIM YaCTHYHOE
odopmIieHHe Aei.

5.29. Jlena nOCTOSIHHOTO U 10JITOBpeMEHHOr0 (cBbliie 10 j1eT) CpOKOB XpaHEHUS MOJIEKAT
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MOJTHOMY O(OPMIICHHIO, KOTOPOE MPElyCMaTPHUBAET:

e IIEpEIUIeT JeNa;

e HyMEpalUIO JIMCTOB B J€IE:

® COCTaBJICHHE JIUCTA - 3aBEPUTEIIA JCIIa.

5.30. B nauane gena monammMBaeTcsi ONaHK BHYTPEHHEH OMHMCH JIOKYMEHTOB, €CIH 3TO
HEOOXOIUMO.

5.31. JIuctsl B Aene (3a UCKIIOYEHHUEM JINCTOB C 3aBEPUTEIBHON HAJIUCBhIO U BHYTPEHHEH
OTIMCH ) HYMEPYIOTCS apaOCKUMH UPpaMH B IPABOM HIDKHEM YTITY.

5.32. BHYTpeHHSSl ONUCH COCTABIISACTCS Ha OTAEIHHOM JIUCTE 1O YCTAHOBJICHHOH (opme,
KOTOpasi COJIEP’KUT CBEICHUS O MOPSIAKOBBIX HOMEPAX JOKYMEHTOB J€lla, MX MHIEKCaX, JNaTax,
3aroJIoBKax U HOMEPAaXx JINCTOB JIeJa, HA KOTOPBIX PACIOJI0KEH KaX bl TOKyMEHT.

5.33. BHyTpeHHss ONMUCh MOANMKMCHIBACTCS €€ COCTAaBUTEIEM C YKa3aHHEM paciiupOBKU
MOJIINCH, TOJKHOCTHU U J1aThl €€ COCTABJICHUS.

5.35. Ha 006s105xKax J1en yKa3plBaeTcCst:

e Haszanue npeanpusatus (3AO «Pora u Kombita)

MHJEKC JieJ1a 10 HOMEHKIIAType;
HOMEp ToMa (4acTH);
3aroJI0OBOK JI€a;

KpalHHE JaThl.

Ha o00noxkax 1en, COCTOSIIMX W3 HECKOJIBKHX TOMOB, NMPOCTABIISIOTCS KpaHHE MaThI
JIOKYMEHTOB, BKJIFOYEHHBIX B JI€JI0.

5.35. Jlena BBIIAlOTCA BO BPEMEHHOE IIOJIb30BAHME COTPYJHUKAM CTPYKTYPHBIX
HOJpa3/iesIeHUil NpeAnpusITHs Ha CPOK He Oosee oaHoro mecsaua. Ilocie ucredeHus ykazaHHOTO
CpOKa JIeJI0 TOJKHO OBITh BO3BPAILICHO HA MECTO €T0 XPaHCHHSI.

6. MIPUEM U OBPABOTKA INOCTYIAIONEN KOPPECHHOHAEHIIUN

6.1. O6e MoJI0KEeHNA

6.1.1. Ilpuem u mnepBoHayanbHasgs 0OpPabOTKAa KOPPECMOHIEHIIUU, MOCTyMHalome Ha
MpEANPUATHE, OCYIICCTBIISIETCS CeKpeTapeM-pedepeHToM, a B He pabodee BpeMs — JIeKYpPHBIM
coTpyIHUKOM [Ipon3BOACTBEHHO-TUCTIETYEPCKOM CITYKOBI.

Bce koHBepTHI, 32 HCKIIIOYEHHUEM KOHBEPTOB C HAAMKUCHIO «JIMUHO» BCKPHIBAIOTCA.

6.1.2. Ha Bcex mnocTymarommMx JOKyMEHTaX (a Takke Ha KOHBEPTax, KOTOpHIE He
BCKPBIBAIOTCS) TPOCTABISETCA PETHCTPALMOHHBIN IITaMII C JaTOW TOCTYIUICHUS KaKIIOTO
JIOKYMEHTA.

6.1.3. [Ipu npuemke U nMepBOHAYATHLHON 00pabOTKE KOPPECTIOHICHIIUH, TTOCTYIIAIOIICH Ha
OpeanpusTie, MPOBEPAETCS MPABUIBHOCTh €€ aJpecally, HaTu4Hhe BIIOKEHHBIX B KOHBEPT
JIOKYMEHTOB U MPUJIOXKEHHUHN K HUM.

Omubo4HO AO0CTaBiIeHHAs] KOPPECHOHICHIIMS MEPEeChUIaeTCsl MO MPUHAJICKHOCTH WITU
BO3BpAIIIACTCs B y3€] CBSI3U, 00CTYKUBAIOIINN IPEAPUSITHE.

6.1.4. B ciiyyae HenocTauu WK OTCYTCTBUS IOKYMEHTOB, IPUJIOKEHUN K HUM, OTCYTCTBUS
MOJAMKUCH HA JIOKYMEHTE - cocTaBiigeTcsl akT. KOHBepThI, Kak MpaBUiIO, YHUUYTOXKAIOTCS, KpOME
Clly4yaeB, KOIJla TOJbKO IO KOHBEPTY MOXHO YCTAaHOBUTH aJpec OTIPABUTENS WIN BpeMs
OTIPABKHU W TIOJTYYEHHUS OKYMEHTOB, a TaKK€ MPU MOCTYIUIEHUH HCIIOTHUTEIBHBIX JIUCTOB U
pelIeHnH Cya0B.

6.1.5. OOHapy>KeHHBIC B MMAKETaX JACHEKHBIC OMIICTHI M MOHETHI, @ TAKXKE JIPYTHe [ICHHOCTH
NepealoTcss B Kaccy IMOJ PAacluCKy Ha COMNPOBOJUTENBHOM JIOKYMEHTE, IIOCIEe Yero
COIPOBOUTEINILHBIN IOKYMEHT Bpy4aeTcs TTITaBHOMY OyXranrepy.

6.1.6. IIpuem TenerpadHON KOPPECTIOHEHIINN TTPOU3BOAUTCS ceKpeTapeM-pedepeHToM,
a B HepaOouee Bpemsy — ¥***¥*¥*¥* 1o pacnucky ¢ MpoCTaBIieHUEM JaThl U BpEMEHH IpueMa.
[Ipu mnpueme TenerpaMM JoJkKHa OBbITH TpPOBEpEeHAa JaTa Mojaud TenerpamMmbl. [lpu
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OOHapyXEHUH 3aJEPKKU B TOCTABKE TEJIETPaMMbI, a TaK)K€ B CIy4yae HEMOJIYUYEHHs aJpecaToM
OTIIPABJICHHON MpeInpUsATHEM TeJIerpaMMbl, COTPYJHHMK 110 JEJIONPOU3BOJACTBY M apXHUBY
HAIpaBIISAET 3asBJICHUE Y3IIy CBSI3U, O0CIYKHBAIOIIEMY MTPEIIPHUSITHE.

6.1.7. TenerpaMMsl, a TaKke KOPPECHOHACHLUS, OCTyNaouas 1o GakCUMUIBHON CBA3H,
PEruCTPUPYIOTCS COTPYJHUKOM 110 JEJONPOU3BOJACTBY M apXHWBY B COOTBETCTBYIOILUX
KypHajax.

6.2. Perncrpanusi 10KyMeHTOB

6.2.1. OCHOBHBIM Ha3HAYCHUEM PETUCTPAIIMH JTOKYMEHTOB SBJseTCA oOecreueHne
A0Ka3aTejIbCTBa TOIO0, YTO HOKYMCHT 6BIJI CO3JIaH WJIKM BKIIIOYCH B AOKYMCHTHYIO CHCTCMY, a
JOTIONIHUTEIbHBIM Ha3HAUEHHEM - YIPOIIEHHE TMOUCKa JOKyMeHTa. Perucrpamus BKIIOYaeT
KpaTKO€ OIMCAaHMUE JOKYMEHTa WM 3alMCh METAJaHHBIX O JOKYMEHTE, a TakKe MPHUCBOCHUE
JOKYMEHTY HUACHTU(UKATOpa, YHUKAJIHLHOTO BHYTPU JOKYMEHTHOM CHCTEMbI HPEINPUSITUS.
Perucrpanus ¢popmanuzyer BKIIOUYEHUE JOKYMEHTA B JOKYMEHTHYIO CUCTEMY .

JlokyMeHTBI MOTYT OBITh 3apEeTMCTPUPOBAHBI B  JOKYMEHTHOH cHCTEME  Kak
HCHTPAJIU30BAHHO, TaK U ACHCHTPAIIN30BAHO, B IOAPA3ACIICHUAX MPCATIPUATHUSA.

6.2.2. Peructpamusi ITOKYMEHTOB JOJDKHA OBITH TOJBKO OJHOKpaTHOHW. [loctymaromue
JOKYMCHTBI PCTHUCTPUPYIOTCA B ACHBL IMOCTYIUICHHA, HCXOAAINIHWEC W BHYTPCHHUC - B JCHb
NOJMUCAaHUS WK yTBepkaeHus. [Ipu mepenadye 3aperucCTpUPOBAHHOTO JAOKYMEHTa U3 OJHOTO
HoJpa3aeIeHus B IPYTroe OH HE JOJDKEH PETHCTPUPOBATLCS ITIOBTOPHO.

6.2.3. Bce noctynatomue u3 apyrux opranuszanuid B 3A0O «Pora u Konbita» H1OKyMEHTHI
YUUTBIBAIOTCS B COOTBETCTBYIOMIMX JKypHanax 1o yCTaHOBIEHHOH GopMme.

Bce paspabateiBacmbie B 3A0 «Pora u KombiTa» HOKYMEHTHI YUYHTBHIBAIOTCS B
COOTBETCTBYHOIUX JKypHanax Mo yCTaHOBJIICHHOH (popme COTPYIHHMKOM, OTBETCTBEHHBIM 32
OPraHM3AUMI0 J1eJIONPOU3BO/CTBA M BeJIcHHE apXHBA.

6.2.5. He noanexar perucTpanuu:

1. PexmamHple  W3BEIICHMS,  IUIAKaTbl,  TPOCHEKTH,  HWHPOPMALMOHHBIE |
6ubnmorpaduyeckre n3aHus.
2. CompoBomuTenbHBIE  NHCBMa K  TEPHOAMYECKUM,  MHQOPMAIMOHHBIM U

O6ubnmorpaduyecKuM U3TaHHUSM.

Tenedonusle u afgpecHble CIPABOYHUKH.

[Teuatnsle n3nanus (kpome uzganuii ¢ rpupom «ICID»)
Koppecnonnennus, axpecoBanHas JMYHO COTPYAHUKAM MPEATIPUSTHS.
[To3apaBuTenbHBIC TUCHMA U PUTTACUTEIHLHBIC OUIICTHI.
Koppecnonnennust B aapec 001MeCTBEHHBIX OpraHU3aIIHMA.
JIOKYMEHTBI MaTepHAITLHO-TEXHHYECKOTO 00ECTICUeHUSI.
9. PacyeTHO-IEHEKHBIE JOKYMEHTHI.

10. ®opMbI CTATUCTUUECKON OTYETHOCTH.

11. Mecsiunble, KBapTajibHbIE, TOJYTOJA0BBIE OTUETHI.

12. JlokymeHTanus 1o KaJapoBbIM BOIIPOCAM.

13. Y4eOHnble MIaHbl, TPOTPAMMBI.

PN W

6.3. Ilopsinok padoThl € JOKyMEHTAMH, NOCTYNMBIIMMHM Ha uMs [eHepajbHOro
AUpeKTopa (3amectureieil I'eHepaJbHOro IMPEeKTOPA) NPeANPUATHSA

6.3.1. IlpenBapurenbHOe pPACCMOTPEHUE JOKYMEHTOB, TIOCTYNAIOIIMX Ha MM
I'enepanbHOrO IUpEKTOpa NPEANPUATHS, IPOBOAUTCS TOMOIIHUKOM ['€HepaIbHOTrO JUPEKTOpa C
LIEJIBI0  paclpesielieHnss TOCTYNMBILEH KOPPECTIOHJIEHIIMHU, He Tpelyromeil o00s13aTelbHOro
paccMOTpPEHHUS] PYKOBOJCTBOM M HANpPaBISIEMON HEMOCPEICTBEHHO B CIIYXKOBI, OTAEIIbI
OpednpusaTHsa, a Takke C Ledblo peructpanuu B JKypHane peructpanuu BXOJsIIEH
KOPPECIIOHICHIIHH.
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6.3.2. PeructpaiiioHHbII HOMEp BXOJSLIET0 AOKYMEHTa BKJIIOYAET MOPSAIKOBBIA HOMED
3anucu B JKypHaie perrucTpaluy BXoIsIIei KOpPEeCIOHACHIIMN U JaTy €ro MOJy4YeHUs.

6.3.3. [locne paccmotpenusi ['eHepanbHBIM TUPEKTOPOM, TOKYMEHT C €r0 pPe30IOIHel
(pe3omonuei UIa, ero 3aMenlarouero), MpH HeoOXOAMMOCTH, Pa3MHOXAeTcsl B TpeOyeMoM
KOJIMYECTBE IK3EMIUIIPOB U TEPENAeTCs U UCTIOJTHEHUSI B COOTBETCTBYIOIIHE TOIPA3/ICICHUS
npeanpusATHs. B pe3onronuu Ha JOKYMEHTE ONpeAeiseTcs MOpSAOK, XapakTep U CpPOK
UCTIOJTHEHUS, @ TAK)KE KOHKPETHOTO MCIIONHUTENS. Pe30ronns moAnuceBaeTcs U TaTHPYETCS.

6.3.4. OpuruHajn JOKyMEHTa BpYy4yaeTcs OTBETCTBEHHOMY MCIIOJHHUTENIO, YKa3aHHOMY B
PE30ITIOIIH TTEPBHIM.

OcTanbHble UCTIOTHUTENH, IPU HEOOXOIUMOCTH, MOTYYar0T KOITUU JOKYMEHTA.

6.3.5. CoTpyIHUK IO JAETONPOU3BOJCTBY M APXHMBY OCTaBIIIET ceOE KOIMMUIO JOKYMEHTa,
ISl KOTOPOTO YCTAHOBJIEH 00S3aTeNIbHBIN KOHTPOJIb €T0 UCTIOHEHNSI.

6.3.6. CBeneHMsl O XO/€ HUCIOJIHEHMSI JOKYMEHTAa B COOTBETCTBMM C YCTAHOBJIEHHBIMH
CpOKaMH, a TaKKe OKOHYATEIFHOE MCIHOJHEHHE JOKYMEHTA JOKJIAABIBAalOTCS [ eHepanmbHOMY
JTUPEKTOPY €ro MOMOIIHUKOM WU pedepeHTOM, WM JOKIAAbIBAIOTCS JHYHO OTBETCTBEHHBIM
UCTIOTHUTEJIEM T10 penIeHuro [ eHepanbHOro TMpeKTopa.

6.3.7. VcnonHeHHbIE JOKYMEHTHI MOJIIMBAIOTCS JIUIIOM, OTBETCTBEHHBIM 3a BEJCHHE
JIeTIONPOU3BOICTBA U apXUBa, B COOTBETCTRYoMIee Jleno.

6.4. Ilopsimok padoOTHI ¢ JOKYMEHTaMM, NOCTYNHMBIIMMHM B ajJpec MNoApasaejeHui
npeAnpUsiTHSA

6.4.1. Bce mocTynuBIIME Ha TPEANPHUSATHE TOKYMEHTHI JOJDKHBI, KaK MpaBWIIO, OBITH
paccMOTpeHbI B IGHb UX MOCTYTLICHUS.

6.4.2. JIokyMEeHTBI, HEMOCPEACTBEHHO IMOCTYNMBIINE B IOAPA3JEICHUS IPEANPUATHS,
MepearoTcsl CeKpeTapro-pedepeHTy, a B He pabodee Bpems B *** nmmg ux mociemyromein
peructpauuu B JKypHasle perucrpanuy BXOJALIEM KOPPECHOHIEHIMM W PacCMOTPEHMS
PYKOBOJCTBOM JIJIsl BBIHECEHUS PE30TIOIHIA.

6.4.3. Konuu npuka3zoB, MHCTPYKLUH, TEXHOJOIMH, HOPMATHUBHBIX MHCEM M APYTUX
JOKYMEHTOB AJIMUHUCTPALIMU MIPEANPHUATHS, TOCTYAIOLIUE B MOAPA3AeTICHUs MPEANPUATUS s
CBEJCHMsSI WJIM WCIIOJIHEHUS, IIOBTOPHO HE PETUCTPUPYIOTCA, a BMECTE C paclIUCKaMHu
pabOTHUKOB, O3HAKOMUBIIMXCS C 3TUMHU JIOKyMEHTaMHM, MOAIIMBAIOTCS B J€Na; B ClIyyae xKe
HEOOXOIMMOCTH TOKYMEHTHI MEpeJatoTcs MOJI POCIUCh B OpraHU3allid, 3aMHTEPECOBAHHBIC B
JTAaHHOW KOPPECTIOHACHIIUH.

6.4.4. TenepoHorpaMmbl U JOKYMEHTBI, TOCTYMHAIONIUE IO (DaKCUMUIBHOM U 3JE€KTPOHHOM
CBS3M, NMPUHUMAIOTCS, YUUTHIBAIOTCS U PETHCTPUPYIOTCA MO MECTy IOIYy4YeHHs B >KypHaiax
PYKOBOJIUTENSIMU  MOJPA3/IeNeHU, KOTOPHIM OHHM aJpPEcOBaHbl U, €CIM HE0O0XOAUMO
O03HAaKOMJICHHE C HUMH [ €HepaqbHOTO JupeKTopa (3amecTuTenei ['eHepaabHOTO IUpPEKTOpa),
nepeaaTcs IOMOITHUKY WIIH cekpeTapro-pedepenty ['enepanbHOro aupexropa.

6.5. PerucTpanus 1 0OTHIpaBKa HCXOAALIMX JOKYMEHTOB

6.5.1. Bce ucxonsmme IOKYMEHTHI PETHUCTPUPYIOTCS B 00S3aTE€IbHOM TMOpSIKE, BHE
3aBUCUMOCTH OT HOJKHOCTHU pa60THI/IKa, TOTOBUBIICTO U ITOAITHUCABIICTO I[OKyMeHT. OTHpaBKa
HE3apErUCTPUPOBAHHBIX UCXOISAIINX JOKYMEHTOB KATETOPUYECKH 3aIPEIAETCS.

Ucxonsmue AOKYMEHTHI 3a MOANUCHIO ['eHepanbHOro AMpeKTopa MNpeanpusTHs (ero
3aMecTUTeNe), a TaKXkKe MPUKa3bl W PACIOPSDKEHUS IO MPOM3BOACTBEHHON AESITETHbHOCTU
MPEIIPHUITHS PETHCTPUPYIOTCS CEKpeTapeM-pedepeHTOM.

JloroBopa 1o nmpou3BOACTBEHHOM AEATEILHOCTH PETUCTPUPYETCS B OyXTaiaTepuu.

[Ipuka3sl MO KaApoOBBIM BOIPOCAaM M TPYJOBBIE JOTOBOpPa PETUCTPUPYIOTCS B OTAe]Ie

Ka/IPOB.
6.5.2. TlogMMHHUKKA TPUKA30B, PACHOPSHKEHUN, yKa3aHWW, MPOTOKOJIOB MO OCHOBHOM
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JESATENIbHOCTH  MPENNpUsITHs MOAJeXaT o00A3aTeIbHOMY XpaHEHHIO COTPYJIHUKOM 110
JeJIONPOU3BOJACTBY M _apXMBY, KpoM€ MOJJMHHUKOB MPOTOKOJIOB 3acedaHuil AKIHMOHEPOB
O6mectBa u coBemanuili 'y ['eHepanbHOro JUpEKTOpa, KOTOpbIE XpaHATCA y IOPHCTA
NpeNpUATHS, A TAaK)K€ NOJJIUHHUKOB JOTOBOPOB M TEXHOJIOTMM. Perucrpamus 10OKyMEHTOB
MPOU3BOJUTCS C yU€TOM CBOJHOW HOoMeHKnaTypbl nen npeanpusTus.

[loaIMHHUKK AOKYMEHTOB, HallpaBIsiEMbIX B OpraHbl rocyJapcTBEHHOU Biactu Poccum,
OTIIPABJISIIOTCS apecaTy, a UX KOMHUU C BU3aMH OCTAIOTCS JUIsl XpaHEHHUS Yy COTPYIHWKA MO
JeJIONPOU3BO/JCTBY M APXMBY.

[TonnuuHMKM HO0KyMeHTOB CHCTEMBbl MEHEIKMEHTa KadecTBa XpaHSITCS y 3aMecTHTeJsd
I'eHepaIbHOIO IMPEKTOPA N0 KAYECTBY.

6.5.3. Ucxopsiye TOKYMEHTHI, TOATOTOBICHHBIE HAa MOANNCH, JOJDKHBI OBITH NMPABHIBHO
0 OpMIIEHbI, UMETh HEOOXOUMbIE TPUIIOKEHUS U BU3BI.

Ilepenaya pyKOBOACTBY MOATOTOBIEHHBIX HA IOANHCH JOKYMEHTOB OCYIIECTBISAETCS
TOJIBKO IIPY HAJIMYMH BU3 UCIOJHUTENSA U PyKOBOAUTEIS NOAPA3IEICHUS IPEAIPUATHS, & TAKXKE
KOPUCTA (JOKYMEHThl HOPMATUBHOTO XapakTepa W JOKYMEHTbHI, HAINpaBli€Mble B OPraHbl
rOCYJIapCTBEHHOM BIACTH).

6.5.4. PeructpauinoHHbIi HOMEp TOKYMEHTa COCTOMT M3 MHAEKca Jena o HomeHknarype
JieN TONOJIHEHHOTO MOPSAKOBBIM HOMEPOM JJOKYMEHTA B JIEIIE.

6.5.5. Ilepemaua wucCXoAsIIMX JOKYMEHTOB JJsi OTIPAaBKM TNPOM3BOAUTCA B JCHb
MOJMMCAHUS TOKYMEHTOB COTPYIHUKY 10 1eJIONPOU3BO/ICTBY.

g nepenaun UCXOASIIMX JOKYMEHTOB Ha OTIIPABKY COTPYIHHUK IO JeJONPOU3BOACTBY
U _apXHUBY NPOBEPSET MPABUIBHOCTh YKA3aHHBIX aJPECOB, HATMYUE NOANUCEN U MEPEUNCICHHBIX
B JIOKyMEHTaX NPUIOKEHUH, (paMUINK UCTIONHUTENEH 1 HOMepa uX Tele(OHOB,;

6.5.6. JIokyMeHTBHI CIAIOTCAd Ha OTMIPABKY B OTKPHITOM BHUAE M OTPABJISAIOTCA B JCHBb
MIOJIyY€HUs, @ CPOUHBIE - HEMEJIEHHO.

6.5.7. JlokymeHTBl, OG(OPMIICHHBIE C HaApPYMICHUSIMH TMPaBUJ, MPEAYCMOTPEHHBIX
Hacrosuer MHCTpyKIuen K OTIpaBKe HEe IPUHUMAIOTCSL.

6.5.8. 3aka3HOHW KOpPPECIOHICHIIMEH OTIPABIAIOTCS: pacyeTHbIE JOKYMEHTBI C
NPWIOKEHHBIMA K HHM HCIIOJIHUTEIHHBIMU JIICTAMU WM PEIICHUSIMU apOUTPa)KHOTO CY[a;
NepenucKa 1o HeJlocTauyaM B Mavykax JEeHEKHbIX OMIIETOB C MPUIIOKEHUEM HAKIIaJOK U 00BS30K C
ioM0aMy; pacyeThl MPOIEHTOB, MOJUICKAIIUX B3bICKAHUIO C 3aEMINMKOB: CTATHCTUYECKHE
OTYETBI, CBEJCHUS-CIIPABKH, 3allpalllMBacMble OpraHaMu IPOKYpaTypbl, CyJOB, HAJIOTOBON
MHCIEKIIMU: TOBapHO-COIIPOBOAMTEIbHBIE JIOKYMEHTHI 110 MEXIyHAPOJHBIM ONEpanuusM U
JIpyTHe JOKYMEHTBI, KOTOpbIE TMOJJIEkKAT OTHNpaBKe 3aka3HoW mouTtoil. Ilpm »>TOoM Ha
COOTBETCTBYIOIIUX AOKYMEHTaX HMCIIOJIHUTEIM MPOCTABISAIOT B BEPXHEM IIPaBOM YIUIy HaJAINHCh
«3aka3Has». Haanuce «3aka3Has» MepeHOCUTCS U Ha KOHBEPT.

6.5.9. Ilepen 3akieiikoil KOHBEPTOB COTPYAHHK TIO ACIOMPOU3BOACTBY 00s3aH MOCTABUTH
HOMEpa BJIOKEHUH Ha KOHBEPTAX C 3aKa3HOM KOPPECIOHICHIIMEH, MPOBEPUTh HAIMYHE BCEX
BJIO’KEHUH, IPaBUIIBHOCTh M TOYHOCTh HAIIMCAHHOTO aJipeca.

6.5.10. KonBepThl ¢ 3aka3HOM KOPPECHOHIAEHUMEH PETrUCTPUPYIOTCS COTPYIAHUKOM 10
JIEJIONPOU3BOJCTBY B IIOYTOBBIX PEECTpaX, COCTABISEMBIX B 2-X 3K3EMIUISIpax M CHAKOTCA
HNPEANPUATHIO CBSI3M C MEPBBIM AK3EMIUIIPOM PEECTpa MOJ PACHUCKY HA BTOPOM HK3EMILIAPE,
KOTOpBIA XPAaHUTCS B JieJaX COTPY/JAHUKA 10 JAeJONPOU3BOACTBY W apxuBy. Konuu peectpos
CIIy’KaT JOKa3aTeIbCTBOM OTIPABKU 3aKa3HOW KOPPECIIOHICHIINH.

6.5.11. MammHounTaeMble AOKYMEHTBI OTIPABISAIOTCS B YIAKOBKE, COOTBETCTBYIOLIEH
TEXHUYCCKUM TPeOOBaHUSAM M 00€CIIEUNBAIOIICH COXPAHHOCTh HOCUTEJICH M 3alIMCAaHHOW Ha HUX
UH(pOpMaLIUH.

OtmpaBka MAallMHOYUTAEMBIX  JTOKYMEHTOB MIPOU3BOJUTCS npu HaJIMIuu
COINPOBOJIUTENBHOTO IuchMa. Komus cOnmpoBOAMTENBHOIO MUChbMA IMOJAIIMBAETCS B €0 Ha
00X OCHOBAHUSIX.
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6.5.12. IloaroroByieHHbIE K OTIPABKE MOYTONH KOHBEPTHI C JOKYMEHTaMH B3BEIIMBAIOTCS
(mpx HEOOXOAUMOCTH ), MAPKUPYIOTCA U CHAIOTCS MPEIIPUATHIO CBSI3H.

6.6. YueT, XxpaHeHUEe U UCNIOJIb30BaHUE 0JIAHKOB

Odummanpasie 0mankn 3A0 «Pora m KombiTay IEeHTpaIM30BaHHO H3TOTOBISIOTCS H
YUUTBIBAIOTCA JIMIOM, OTBCTCTBCHHBIM 3a JCJIOIPOU3BOJACTBO. bnankn AOJIKHBI XPAaHUTLCA B
3aKphIBAIONIUXCS IKadax, XpaHEHHWE HUX B OTKPHITHIX ImMKadax W Ha pabodymx CToyax
3amnperaeTcs.

7. HOPAJOK O®OPMJIEHUSA PACITIOPAAUTEJIBHBIX JOKYMEHTOB

7.1. O61mme TpedoOBaHMS

JIOKyMEHTBI COCTaBIISIFOTCA Ha OCHOBaHMM YKa3aHMH AJMUHHCTPALUU MPEANPUATHUS, IO
VMHUIMATUBE IEpCOHAJIa NPEANPUATHS U B OTBET HA IOCTYNHUBIIME JOKYMEHTBHI OT JPYIHX
OpraHU3alMil U TPAXK/IaH.

Kaxnplii muct qokymeHnTta, oopMIIeHHBIH Kak Ha OlaHKe, Tak M 0e3 Hero, JOJKEH UMETh
I0JIs1 HE MEHEe:!

e 20 MM — JIeBOE;

e 10 MM — mpaBoe;

e 20 MM — BepxHee;

e 20 MM — HUXKHEE.

[TpoekT AOKyMEHTa JIOJDKEH OBITh KOHKPETHBIM, JIOTMYECKH IIOCIIEIOBATEILHBIM, II0
BO3MOXHOCTH KpaTKMM, M3JIaratbCsi IPOCTO M SICHO, COOTBETCTBOBATh JAEHUCTBYIOLIEMY
3aKOHOAATEIbCTBY.

CocraBieHne [JOKYMEHTOB IIpeJrojaraeT o0s3aTelIbHOEe COOMIOZCHHE —CIeTyIOIUX
IIPaBUIIL:
yKa3zaHHe BUJa JOKYMEHTa;

COCTaBJICHUE 3aroJIOBKa JOKYMEHTA;

azipecalusi J0OKyMeHTa,

JaTUPOBaHUE JOKYMEHTA;

OTMETKA O HAJIMYMU MPUIIOKEHUS K IOKYMEHTY;

COIJIaCOBAaHUE JOKYMEHTA;

YAOCTOBEPEHUE TOKYMEHTA (IIOANUCAHUE, YTBEPKICHHE, TPOCTABICHHUE I1€YaTH).

OO0BeM mHUceM | 3aMiCOK, KaKk MPaBuio, HE IOJDKHO MPEBBIIATh 2-3 CTpaHUIl, a 1o Oosee
KPYITHBIM BOIIPOCAM - 7 CTPaHHI] MAIIMHONKUCHOTO TEKCTA.

B nokymeHTrax, ummeronmx JABe M 0Oojee CTpaHMIl, HOMEpa BTOPOH M MOCIEIYIOMINX
CTpaHMIl MPOCTABISAIOTCS MOCEpeAMHE BEpXHEro mois Jucta apabckumu mudpamu. Homepa
CTpaHul niedartarorcs B uHTepBaie 10-17 MM OT BEpXHEro Kpast JTUCTA.

TekcT nokyMeHTa O(OPMIISIIOT B BHUJE AaHKEThI, TAONMIbI, CBI3HOTO TEKCTa WM B BUE
coeqrHeHus1 cTpyKTyp. [Ipm cocraBieHWH TekcTa B BHJIE TAOMHUIBI rpadbl U CTPOKH IOJDKHBI
UMETb 3arojOBKM, BBIPQKEHHBbIE HMEHEM CYIIECTBUTEIbHBIM B HMEHUTEIBHOM Majexke.
[lonzaronoBku rpad U CTPOK JOKHBI OBITH COIJIacoBaHbl C 3arojoBkamu. Ecnim  Tabmuiy
neyaTaroT Oojiee 4yeM Ha OJHOW CTpaHMLEe, rpadbl JOKHBI ObITh MPOHYMEpOBaHBI M Ha
CJIEIYIOIIMX CTPAaHUIAX JOJKHBI ObITh HareyaTaHbl TOJIBKO HOMEpa 3TuX rpad.

7.2. IllpaBuia opopmjieHUs1 peKBU3UTOB JOKYMEHTOB

7.2.1. Yka3aHue BUJAA JOKYMEHTA

VYka3aHnue BuJa JOKYMEHTa [OJDKHO OBITh Ha KaXJOM JIOKyMEHTE, 3a HCKIIOUYECHUEM
nucbMa. PekBu3uT ((BI/II[ AOKYMCHTa» II€4aTacTCs, KaK MpaBujiO, B JICBOM BCPXHEM YIIy JIUCTA
MPOMUCHBIMU OYKBaMU, HallpUMep:
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VYka3anue BUJ1a JOKyMEHTAa MOXKET [1€4aTaThCs U NOCEPEANHE JIMCTA, HAIIPUMED:
CITPABKA
IMPOTOKOJI

7.2.2. CocTaBJjieHHe 3ar0JIOBKA
3aroJ0BOK COCTaBIIACTCS K JIIOOOMY NOKyMeHTYy ¢opmara A4 (210x297 MM) U mOImKeH
OBITh MaKCHMAaJIbHO KOPOTKHM, TOYHBIM M OTBEYATh Ha BOIPOC «O YeM», HaIIpUMeEp:

«O BBLIEIEHUH ...»
«O0 oT™MeHE ...»
«O NpenoCTaBIEHUN ...»

Ecnu B 10KyMeHTE OTpa)k€HO HECKOJBKO BOIPOCOB, 3ar0J0OBOK MOXKET (POPMYJINPOBATHCS
000011eHHO. B TakoM 10KyMeHTe HapsiLy ¢ OOIIMM 3ar0JIOBKOM COCTABIISIIOTCS 110J13aI0JIOBKH.

3arojJoBOK HE MPOCTAaBJIAETCS Ha CONPOBOAMUTENBHBIX IHUCbMaxX, Tesle(OHOTpaMMax,
TeJIerpaMMax U Ha JOKYMEHTaX, TEKCT KOTOPBIX meyaraercs Ha Oymare opmata A7 (148x210),
a TaK)Ke MUChbMax, TEKCT KOTOPBIX He mpeBbimaeT 10 cTpok.

3aroJoBOK K TEKCTY JOKYMEHTa MedaTaeTcs OT HYJIEBOrO TOJIOXKEHHUs Tadynsaropa (OT
IPaHULIBI JIEBOTO MOJIS) ¢ IPONUCHON OYKBBI, B KOHIIE 3ar0JI0BKA TOUKY HE CTaBAT, HAIIPUMED:

O BBIACJIICHHUU NOJIIOCPOYHOI0 KpeaAnTa

JlnnHa cTpOKM 3arosioBKa He JOJDKHA NMPEBBIIATh 28 medaTHbIX 3HaKkoB. Eciu 3aronoBox
BKJIto4aeT 6osee 170 mevyatHbIX 3HAKOB (7 CTPOK MAIIMHOMMCHOTO TEKCTa), TO €ro JOMyCKaeTcs
IIPOJIIEBATH O TPaHULBI IIPABOIO MOJIS JOKYMEHTA.

7.2.3. Anpecanus

JIOKyMEHT azpecyeTcsi OpraHu3alysaM, YUYPEKICHUAM, UX CTPYKTYPHBIM MOAPA3ACICHUIM
WIIN KOHKPETHOMY JTOJDKHOCTHOMY WJIM YaCTHOMY JIHILY.

IIpu agpecanny TOKyMEHTa B OPraHU3ALUIO UIIU €€ CTPYKTYPHOE ITOAPA3ACICHUE TUILIETCS
HOJTHOE WM O(UIMATbHO MPUHATOE COKpAIIEHHOE HAaMMEHOBAHHE ajJpecaTa B MMEHHUTEIHLHOM
naziexe, Harnpumep:

Mundun Poccuiickoit deneparun

Ecnu noxyMeHT anpecyercs pPyKOBOAMTEIIO OPraHHU3alUud WIM €ro 3aMECTUTENI0, TO
HaUMEHOBAaHHME OPraHU3alMK JOJDKHO BXOIUTH B COCTaB HAUMEHOBAHUA JOJDKHOCTH aJpecara, a
JOJKHOCTB JIMIA, KOTOPOMY aJpECOBAH TOKYMEHT, YKa3bIBAIOT B AATECIILHOM IaJ1€XKe, HAIIPUMED:

[Ipencenarento IIpaBnenus OaHka
«HBecTKpeIuT»

B.®. Ps6oBy

103718, r. Mocksa, 1. Horuna, 2/5

Ecnmu ecth oOpatieHne «rocrnoJuHy/TOCIOXKe» HHUIUAIBI JINLA, KOTOPOMY aJpEeCcyeTcs
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JIOKYMEHT, TledaTaeTcs nocie paMumum.
Ecnu pgokymeHT ajpecyroT (u3MuecKoMy JHIly, TO CHayajla yKa3blBaloT (paMuiuio u
MHUIMAJIBI TT0JTyYaTes, 3aTeM IMOYTOBBIN ajpec, HalpuMep:

CwmupnoBy B.T.,
327025 r. llepms, ya. [paBast, A. 21, kB. 12

JlonmyckaeTcsi HEHTpUPOBaTh CTPOKHU aJIpeca OTHOCUTEIIBHO CaMOMl JJIMHHOM CTPOKH.

AJnpec MOKET HE YKa3bIBaTbCsl Ha JIOKyMEHTAX, HAIlpaBJSIEMbIX B IIPABUTEILCTBEHHBIC
YUPEKIEHUS WU OCTOSSHHBIM KOPPECTIOHAEHTaM.

JIOKyMEeHT He JOJDKEH CoAep)kaTh Oojiee YeThIpeX ajpecaToB, B IMPOTHBHOM Cliyyae
COCTAaBJISIETCS] CIUCOK HA PACCBHUIKY M Ha Ka)KJIOM JIOKYMEHTE yKa3bIBa€TCs TOJIBKO OJMH aJIpec.

Cn0oBO «KONUSA» NPU YKA3aHUU aIpeECaTOB HE IPOCTABIIAETCS.

PexBu3uT «Anpecary TmeuyaTaeTcs Ha CTaHAApTHOM, YyHH(HUIMpoBaHHOM Omanke 3AO0
«Pora u KomnbiTa» B paBoM BEpXHEM YTy JOKyMEHTA.

CocTaBHBIE YaCTH PEKBU3HTA «aJpecaTy JOJKHBI [I€YaTaThCsl C HOBOM CTPOKHU Yepe3 OJIUH
MEXXCTPOUHBIM MHTEPBAJ 1O OJHOW BEPTUKAJIBHOM JMHMM U OTAEIATHCS Ipyr oT apyra 1,5
MEXCTPOUYHBIMU UHTEPBAIaMHU.

7.2.4. laTupoBanue
[Ipy TOATOTOBKE JOKYMEHTOB, COACP)KAIIMX CBEACHUS (PUHAHCOBOTO XapakTepa,
IPUMEHSETCS CIIOBECHO-IM(PPOBO crtocoOd 0popMIICHUS 1aT, HAIIPUMEp:

12 oxTs16ps 2006 r.

Bo Bcex apyrux ciydasix NpW HallMCAaHWU JIaT MPUMEHSETCS U(PPOBOU CIIOCO0, U JaTa
opopmisieTcss IBYyMsS TapaMu apaOCKuX mudp pa3AeleHHBIMA TOYKOW, TOJ — YCTHIPhMS
apabckumu nudpamu, HarpuMep:

27.05.2006

Jns  WHOCTpaHHBIX  KOPPECHOHJEHTOB  Jara  MOXET  NpPeACTaBIsSATbCS B
MOCJIEIOBATEILHOCTH: TOJl, MECSII, ICHb MECS1a, HAIPUMED:

2006.05.27

7.2.5. CoriracoBanune

CornacoBaHue fBJISETCS CIOCOOOM IMPEIBAPUTENILHOTO PACCMOTPEHUS U OLIEHKH MPOEKTa
JIOKYMEHTA U MIPOU3BOAUTCS KaK BHYTPH NPEANPUATHUSA, TaK U BHE €rO.

@®opmoii BHYTPEHHEIO COIJIACOBaHUS sBiseTcs BH3a. Bu3a BKiIouyaer B celsl JIMUHYIO
HOJMNKMCh BHM3MPYIOIIET0 M JaTy corjacoBaHusa. B ciaydae He0OXOAMMOCTH YyKa3bIBaloOT
HaMMEHOBAHHUE JIOJDKHOCTH U pacIiin(pOBKY MOANKCH BU3UPYIOIIETO TOKYMEHT.

Hcxonsamuii JOKYMEHT BHM3UPYETCSl Ha DJK3EMIULIpE, OCTAlOUIEMCs Ha MPEeANpUsTUH,
BHYTPEHHUI TOKyMEHT BU3UPYETCS HAa IEPBOM SK3EMILISPE.

3amMeuaHusT WIM [JONOJHEHMs K JOKYMEHTY H3JIaraloTCsi Ha OTHCJIBHOM JIUCTE U
IIPWJIATAI0TCS] K OCHOBHOMY JOKYMEHTY.

JlokyMeHT, npeAcTaBiIseMblii Ha noanuch [‘eHepalbHOMY IUPEKTOpPY (3aMECTHTENIO
['enepanbHOro JUpPEKTOpa) W HANpPABISAEMbII B IPABUTEIBCTBEHHBIM OpraH, 0053aTeIbHO
BU3MPYETCS IOPUCTOM, PYKOBOJMUTEISIMM 3aUHTEPECOBAHHBIX IOAPA3JECICHUN, a TakKkke
JOJKHOCTHBIMHU JIMIIAMU, B KOMIIETEHIIMIO KOTOPBIX BXOJUT AAHHBII BOIPOC.

BHemnee cornacoBanue oopmiisiercsi rpu¢)oM COriacoBaHus, KOTOPbIM COCTOUT U3 CIIOBA
COTI'JTACOBAHO, HanMeHOBaHHMSI JOJDKHOCTH JIMIIA, C KOTOPBIM COIJIACOBaH JOKYMEHT
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(BKJIIOYAasi HAMMEHOBAaHUE OpraHM3alllM), JMYHOM MOANHMCH, €€ pacliudpoBKM U JaThl,
Harpumep:

COI'ZTACOBAHO
3amecTuTenb | 'eHepalbHOTrO JUPEKTOpa
3A0 «Pora u Konbita»

MOJIIUCH pacirdpoBKa NoIMUCH
naTa

Ecmu noxymeHT mmeer nBa rpuda COTNIACOBAHHUS, TO OHHM PACIONAraloTcs Ha OJHOM
YPOBHE, TIPU OOJIBIIIOM KOJHYECTBE UX PA3MEIIAIOT IByMS BEPTHKAILHBIMHU PsITAMH.

[Ipy HEOOXOIMMOCTH COTJIaCOBaHUS JOKYMEHTa C HECKOJbKHUMH OpTaHH3alUsIMU
COCTABJISIETCS JINCT COTJIACOBAHMS, O YEM JICNIAeTCs OTMETKA «JIMCT COTrlIacOBaHUs TPUIIAraeTcs,
pacronaraeMasi B HIDKHEM JICBOM YTUTy ITOCIIETHETO JINCTA JOKYMEHTA.

Ecmu cornacoBaHue MPOU3BOAUTCS C KOJUICTHAILHBIM OPIaHOM, TO TPHU(Q COTIacOBaHHS
odopmIIIeTCS CIETYIONTIM 00pa3oM:

COI'NTACOBAHO
Pemenunem CoOpanus Tpy0BOIO KOJJIEKTHBA

3AO «Pora u Konrsita»
or 21.05.2008

7.3. YaocToBepeHue 10KyMEeHTOB

7.3.1. lloanucanne 10KyMEHTOB

[lepen mpencraBieHMEM TOKYMEHTa Ha TMOANUCH PYKOBOIMTENIO HMCIIOJHUTENIb 00s3aH
TIIATEJIbHO NPOBEPUTH COJEP)KaHUE JIOKyMEHTA, TOYHBIM aJipec, MPaBUIBHOCTb CCHUIKM Ha
MOCTAHOBJICHHE WM pacnopsbkenne I[lpaButensctBa Poccuiickoit ®enepanuu, mnpukKas Io
OPEANPUATHIO, @ TAKXKE HAJTMUUE BU3 U MPUIOKECHUH.

Bce HOpMaTHBHBIE aKThl 10 OCHOBHBIM BOIIPOCaM JESATEIbHOCTH HPENPUATHS
NOAMUCHIBAET I eHepaJbLHBIN JTHPEKTOP, 4 B €0 OTCYTCTBHE ¥ ¥ * ¥ % ¥kt

3aMecTuTenu ['eHepanbHOro AUPEKTOPa MOANKCHIBAIOT HAIPABISEMbIE B MOAPA3CICHUS
HOPMATUBHBIE JJOKYMEHTbI C KOMMEHTAPHAMH U JOMOJHEHUSAMH; PACIIOPSIKEHUS IO BOIPOCAM,
BXOZSIILIUM B UX KOMIETEHIUIO, HAIIPUMED, 3aIIPOChI-3a/1aHuUs 10APpa3ACICHUSM.

Bce pokyMeHTBI (KpoMeé 3alpocOB-33JaHHUN) PEruCTPUPYIOTCS COTPYAHMKOM 1O
AeJIONPOU3BOACTBY M apXHWBY. 3alpochl-33JaHUs PErUCTPUPYIOTCS HO HEOOXOAMMOCTH B
KypHaJie BHyTPEHHEW NepenicKi COTPYAHUKOM 110 /1eJIONPOU3BOJACTBY M APXMBY.

PexBU3UT «IOANMUCH» COCTOMT W3 HAUMEHOBaHMS JOJDKHOCTH JIUIA, IOJMMCABLIETO
JOKYMEHT, JINYHOH MOAIUCH U €€ paciIupoBKH.

ITpu odopmieHnn TOKyMEHTa 3a MOANKCHIO PYKOBOACTBA MPEANPHITUS HCIIOJIb3YeTCA
crangaptHbeii 01aHk 3A0 «Pora n KonbiTay 1 noanuchk opopmiIsieTcs ClIeayomuM oopa3om:

['enepanbHbBIN qUPEKTOP MOJIUCH pactuudpoBKa MOIMTUCH

B noxymenTax, opOpMIICHHBIX HE Ha OJIaHKE MPEANpPUATUS B PEKBU3UTE «IIOAMHCH)
BKJIFOYAETCS] B HAMMEHOBAHHUS IPEAIPUATHUSA, HAIPUMED:

I'enepanpHBIA QUPEKTOP
3A0 «Pora u KonbiTa» MOJIHUCH pacmudpoBKa HOIAIMHCH

[Ipy moamucaHUU [OKYMEHTAa HECKOJIBKHUMH JOJKHOCTHBIMU JIMIIAMU WX TOJIMUCU
pacmojiaraloT OJHy IOJA JApPYroil B IOCIEA0BAaTENbHOCTH, COOTBETCTBYIOIIEH 3aHUMAaeMbIM
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JTOJIDKHOCTSM.

Ecnn HOKYMEHT MOIINUCHIBAETCA HECKOJIBKUMHU JIMLAMM, PAaBHBIMU II0 JOJDKHOCTH, UX
MOJIHUCH PACIIOJIaraloTCs Ha OHOM YPOBHE B JIBE€ KOJIOHKH.

JIOKyMEHTBI, BBIITYyCKaeMble COBMECTHO HECKOJbKUMHU OpPTraHU3aLUsAMM, OQPOPMIISIOTCS He
Ha Omankax. Ilepen TEKCTOM [IOKyMEHTOB YKAa3bIBaIOTCSI IIOJIHbIE HAMMEHOBAaHUS BCEX
OpraHu3aluii, y4acTBYIOIIMX B COCTABJICHUM [IOKyMeHTOB. [loamucu B 3THX JOKyMEHTax
pacronaralorcsi Ha OJHOM YPOBHE, B HAaMMEHOBAaHWE JOJDKHOCTH JIMIL, IOAIMCABIINX
JOKYMEHTBI, BKIIIOYAIOTCS HAWMMCHOBAHUSA OPraHM3allii, YYacTBYIOIIUX B COCTaBICHUU
JIOKyMEHTOB, HAalIpUMED:

['enepanbHbIil TUPEKTOP I'enepanbHbBIN qUPEKTOP
3A0 «Pora u Konbita» OAO «Konbaca»
MOANHCH pacmudpoBKa MTOATHCH pacmpoBka
MOIITUCHU MOITTUCH
naTa nara

Bce sx3eMmiisipbl 3THX JOKYMEHTOB, BKJIIOUas MPUIIOKEHUs (OCTarolludecs B Jenax
OpraHu3anuii), MODKHBI OBITh TOJJIWHHBIMH, TO €CTh COJACpPXKaTh JIMYHBIC TIOJIHACH
JIOJKHOCTHBIX JIMII, C YKa3aHUEM HAaUMEHOBAHMSI IOJKHOCTEH.

B nmokymMmeHTax, cOCTaBICHHBIX KOMHCCHEH, YKa3bIBAIOT HE JOHKHOCTH JIUII, TTOAMHCABIITNX
JIOKYMEHT, a pacrupe/esieHne 00sS3aHHOCTEH B COCTaBe KOMHUCCUH, HATIPUMED:

IIpeacenarens KOMHCCHH MOANNCH pacimrdpoBKa MOIIUCH
YneHbl KOMUCCHHU: HOJHCH pacindpoBKa MOANNUCH
MOJIHUCH pacirdpoBKa NOIMUCH

Ecan JOJDKHOCTHOC JIMIIO, paCH_II/I(i)pOBKa IMOAINMUCHU KOTOPOIr'o IIPOCTABJICHA Ha IIPOCKTC
JOKYMCHTA, OTCYTCTBYCT U JOKYMCHT IOAINMHCHLIBACT I/ICHOJ’IH)IIOHII/Iﬁ ero 00S3aHHOCTH WJIH €ro
3aMCCTUTCIIb, TO 00s13aTENILHO YKa3bIBACTCsA q)aKTI/I‘IeCKaH JOJDKHOCTB JIMIa, HOAINHNCAaBIICTO
JOKYMCHT U €TO (i)aMI/IJ'H/Ifl (I/ICHpaBJ'IGHPISI MOXHO BHECTH UYCPHWJIAMU HJIM MAIIWHOIIMCHBIM
CHOCO6OM, HaIIpuMep: «u.0.», ((SaM.))).

Hammcanue npeajiora «3a» HWJIH ITPOCTABJIICHUC KOCOM YCPThl MNEpC] HAMMCHOBAHUCM
HAOJDKHOCTH HE JOITYCKACTCH.

7.3.2. YTBep:K/IeHne T0KyMeHTa

VYTBep:KIeHHEe AOKyMEHTa MPOU3BOAUTCS IBYMs CIOCOOaMM: TPU(POM YTBEPHKAECHUS WIH
U3JJaHUEM COOTBETCTBYIOUIETO pacHOpsSAUTENbHOrO JoKyMeHTa. llocienHuil wusgaerca B
cilydasix, KOrja BBeJIeHHE JJOKYMEHTa TPeOyeT JOMOJHUTEIbHbBIX AEHCTBUI U IPEAIUCaHUI.

I'pud yrBepxkaenus coctout u3 cioBa Y TBEPXKIIAIO, HanmeHoBaHUs TOMKHOCTH JIMIIA,
YTBEPKJAIOIIET0 JOKYMEHT (BKJIIOYas HaMMEHOBAHHWE OpraHU3alliM, €CIM OHO HE BXOJIUT B
COCTaB PEKBU3UTOB OJIaHKA), TMUYHON MOJMHCH €€ PacIIM(PPOBKH U JaThI.

I'pud yTBepxkeHHs pacnosnaraioT B IpaBOM BEPXHEM yIUly JOKyMEHTa, HallpUMep:

YTBEPXIAIO

I'enepanbHbBIN qUPEKTOP

3A0 «Pora u Konbitay

MOJIIUCH pacirdpoBKa NOIMUCH
naTa

[lpu yTBEepKIEHHH TOKYMEHTa paCIOpPSIUTEIbHBIM JOKYMEHTOM TpU() yTBEPKICHHS
odopmisieTcs o creayromei popme:
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YTBEPXIEHO
npukazoM 3A0 «Pora u Konbitay ot 28 mas
2006 r. Ne25

7.3.3. [IpocTaB/ieHHue ne4YaTn
[leyats mnpeanpusATHs CTaBUTCS Ha JOKYMEHTax, TpPEOYIOUIMX YIOCTOBEPEHHsS UX
MOJUTMHHOCTH, HallpUMep Ha:
® JIOBEpEHHOCTH, B TOM YHCIIe T€HEpaIbHbBIX, a TAK)KEe Ha IOBEPEHHOCTH HA MOJTYy4YCHHE
TOBapHO-MaTEpUAJIbHBIX LIEHHOCTEH, BBIIIOJIHEHUE PA30BBIX CIEJIOK U T.1.);

e 0ajaHChHl, a TAaK)X€ BBITUCKK M3 HUX, a TIPH HEOOXOJAWMOCTH - Ha OTYETHI M MUCHMA,
HaIpaBIisieMble B OpraHbl BIACTH U yHpaBieHus Poccuu;

® JIOTOBOPHI (IO MPOU3BOACTBEHHOMN IESATENLHOCTH, O MaTepUaIbHOW OTBETCTBEHHOCTH,
MOCTaBKax, NOJPsAax, ApEH/IE MOMEILEHUH U T.1.);

e 3a1aHus (Ha TPOEKTUPOBAHUE OOBEKTOB, TEXHUUYECKHX COOPYKEHHH, KamUTaJlbHOE
CTPOUTENHCTBO U T.1.);

e 3asBKM (Ha 0OOpynOBaHME U T.1.);
o0pa3upl Mmoanmucei pabOTHUKOB MPEINPUATHS, HWMEIOIIUX MPaBO COBEPUICHHUS
(hMHAHCOBO-XO35HUCTBEHHBIX OIEpaIuii:
rapaHTHiiHbIe TUChMa (Ha BBIMOJIHEHHE PaboT, yCIyT U T.1.);
nopy4eHus (6aHKOBCKHE, IEHCUOHHBIE, MJIATeKHBIE U T.J.);

CMETBI PACXOJIOB, KAIBKYJISIUIO MO JOTOBOPY Ha KalUTAIbHOE CTPOUTEILCTBO U T.J.;
CIIPaBKH;
LITAaTHBIE PACMIUCAHUS U U3MEHEHUS K HUM.

Bo Bcex ciydadx medarblo YJOCTOBEPSAIOTCS TOJBKO JIOKYMEHTBI, IOJIMCAHHbIE
PYKOBOJMTENEM MPEANPUSTUSI UIU JOIKHOCTHBIMHU JIULIAMHU, KOTOPbIE TOTYUUIIN JOBEPEHHOCTh
OT PYKOBOJICTBA NMPEANPUATHUS Ha MOANUCAHNUE ITUX JOKYMEHTOB.

OTBETCTBEHHOCTh 32 XpaHEHUE U MPaBUIbHOE MOJIb30BAHUE MeUYaTeil MPEANpPUATUS HECYT
nepBblii 3aMecTUTE/Ib ['eHepabLHOr0 TUPEKTOPA M IJIaBHbII OyXrajrep npeanpusaTHs.

Ecnu Ha camoM JIOKyMEHTe He yKa3aHO, I/ie JOJDKEH OBbITh MOCTaBIEH OTTHCK TeYaTH, TO
1eYaTh CTABUTCS MEPE] PEKBU3UTOM «ITOJITUCH» TaK, YTOOBI €€ OTTHCK 3aXBAaThIBAJI YacCTh CJIOB
HAaUMEHOBAHUS JOJKHOCTH JIMIIA, MOAMUCABILIEr0 JOKYMEHT U YaCTh MOIHUCH.

Konust nokymeHTa 3aBepsieTcsl MPOCTABIEHHUEM HUXKE PEKBU3UTA «IIOANUCH», HAJIUCU
«BepHo», HaMEHOBaHUS JOJDKHOCTH JIMIIA, 3aBEPHUBIIETO KOMHUIO, €r0 JIMYHOW MOJNIMHUCH, €e
pacmugpoBKHY, AaThl 3aBEPEHHs JTOKYMEHTa, a TakXke, NMPH HEOOXOIMMOCTH, yIOCTOBEPSETCS
MeYaThlo.

Bepro

IleyaTs

['nmaBHbI OyxTanTep MIOJIIUCH pacirdpoBKa NOIMUCH
JlaTa

7.3.4. OdpopMiieHHe NPUIOKEHUI K JOKYMEHTaM
Ecnu noxkymMeHT uMeeT NpUIokKEeHHs], YIIOMSHYThIE B TEKCTE JOKYMEHTA WIN MOSCHSIONINE
€ro CoJiep>KaHue, TO OTMETKA O HAJTMYUU TIPUIIOKEHUST 0popMIISIETCS IO cleayromeit popme:

[Ipunoxenue: Ha 6 1.

Eciu AOKYMCHT HMCCT MNPUIIOKCHHA, HC YKA3aHHBIC B TCKCTC, TO HMX HAUMCHOBAHUA
HGO6XOI{I/IMO MNEPECUUCTIUTh C YKAa3aHUCM KOJIMYCCTBA JIMCTOB B KaXXIOM IIPUJIIOKCHHUHN U YHUCIIA
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HK3EMIUISIPOB, HAIIPUMED:

[Tpunoxenue: 1. llITatHoe pacniucanue Ha 3 1. B 1 3K3.
2. Cmera pacxozioB Ha 2 1. B 1 3K3.

Ecimm k mokyMeHTy npuiiaraercss APYrod JOKYMEHT C MPUIOKEHHUEM, TO OTMETKY O
HAJIMYUU TPUIOKEHUS 0hOpMIISIIOT TI0 ciieayroueit popme:

[Tpunoxenue: nucpbmMo Munduna Poccuu ot 15.05.2006
Ne 4/303 u npunioskeHue K HeMy, BCero Ha 7 II.

Ecmu JOKYMCHT HaIlIPpaBJIACTCA B HCCKOJIBKO aIp€COB, a MPUIJIIOKCHHUEC HC BO BCC 3TH aApecCa,
TO YKa3bIBACTCs, B Kakoi aApeC OHO HAIIPaBJISACTCA, HAIpPUMEDP:

[Ipunoxenue: Ha 7 1. B 1 3K3. B IEpBBIi aapec.
Ecnu npusnosxenust cOpoIopoBaHbl, TO KOJIUYECTBO JUCTOB HE YKa3bIBAIOT, HAIIPUMED:
[Tpunoxxenue: B 1 3K3.

HpI/I OOJIBIIIOM KOJIHNYECTBE HpI/IJ'IO)KeHI/Iﬁ Ha HHUX COCTaBJIACTCA OTACIABbHas OIIMCh, 4 B
CaMOM JOKYMCHTC ITOCJIC TCKCTA YKA3bIBACTC:

[IpunokeHne: COrJacHO ONMCH Ha 2 JI.

[TpunoxeHuss NODKHBI HMMETh BCE HEOOXOMUMBIC ISl JOKYMEHTAa PEKBU3UTHI: BUJI
JIOKYMEHTa, 3ar0JI0OBOK, J1aTy, yIOCTOBEPEHHE JOKYMEHTA.

Ha mepBoM JMCTE MPUIIOKEHHUS K JIOKYMEHTY B MPAaBOM BEPXHEM YTy JIEIAETCS OTMETKA
o gopme:

[Tpunoxenue k nucbmy 3A0 «Pora u Komnbita»
o1 16.06.2006 Ne 52.48-253

Ecnun npunoxeHuil HECKONBKO M KaXJ0€ M3 HHMX TOTOBWJIOCH Pa3HbIMH CilyxkOamu,
OTJeNIaMH MPEANPUATHS, TO KaKJ0€ MPUI0KESHNE TIOMHUCHIBACTCS PYKOBOAUTEIEM TOU CITyKOBI,
KOTOpasi €ro rOTOBUJIA.

OTMmeTKa Ha TOKyMEHTE O HaJIMYMM IPUIIOKEHUS IeyaTaeTcs MOJ TEKCTOM OT HYJIEBOTO
NOJOXKEeHHU Talymnsaropa. TeKCT MNpWIOKEHWs IedaTaeTcss CIpaBa, OCTaBJssl  CIIOBO
«IIpunoxxeHre» OTKPBITBIM, 4YEpe3 OJMH MEXKCTPOUYHbIM HHTepBaj. Takxke 0oGOpMIAIOTCS
pexBu3uThl «lIpumeuanne» u « OCHOBaHUEY.

7.3.5. OdpopmiieHue oTMETKH 00 MCIIOJTHEHNH TOKYMEHTA

Kaxnprit  oTnpaBisieMblii  JOKYMEHT (ITMCBMO) JOJDKEH  COAEp)KaThb OTMETKY O
HETOCPEJCTBEHHOM HCITOJHUTENE (COCTaBUTENIE JOKYMEHTA) ¢ yKazaHHeM (aMHIUN U HOMepa
CiIy>ke0HOTO TenedoHa, KOTOpasi MPOCTABISAETCS Ha 0OOPOTHOW CTOPOHE WM JIUIIEBOW CTOPOHE
MOCJICAHCTO JINCTA JOKYMCHTA B JICBOM HUKXHCM YTy, HAIIPUMCP:

Edumos
112-95-70

7.4. Ilopsinok oopmiieHHsI OTAEIbHBIX BUI0B JIOKYMEHTOB
7.4.1. ®opmbl pacnopsiAMTEIbHBIX JOKYMEHTOB
Ilpukaz - »3TO aKkT yHpaBiaeHUs, HUMEIOIIWNA BIIACTHBIA XapakTep, W3/1aBacMbli



HNHcTpyknus no Ae10Mpou3BoOACTBY

3A0 «Pora u KonbiTa» 1 02-2008
Penmakmms Ne 1 ‘ ctp. 26 u3

'enepanbHbIM  AMPEKTOPOM (3amMecTUTENEM | eHepaabHOro IUpEeKTOpa) MNPEeANpUsiTUs, NpU
HEOOXOJMMOCTH TIOCIIe COTJIACOBAaHUS C COOTBETCTBYIOUIMMH ClIy>kOaMu U topuctoM. [Ipukas
BCTYIAET B CHJIy C MOMEHTA €ro M3JaHus, €CJIM WHOE HE MPEAyCMOTPEHO CaMUM MPHUKA30M, U
00s13aTelIed 111 NCIIOTHEHHS.

PacnopsizkeHue - S5TO aKT ONEPATHBHOTO YIIPaBICHUS, H3JaBaeMblii [ eHepatbHBIM
TUPEKTOpOM (3amectuteneM ['eHepalbHOTO MUPEKTOpa) NPEeaNnpUiTHs B COOTBETCTBUU C
MPEIOCTABICHHBIMU UM TOJTHOMOYUSAMH, UMEIOIIHNIN 0053aTebHYI0 CHITY VISl TTOApa3AeieHUd 1
COTPYAHUKOB, KOTOPBIM OH a/IpECOBaH.

NucTpyknusi - 3TO JOKYMEHT, HM3[aBaeMbli B I1IEISAX OMNPENETCHUS W Pa3bsCHEHUS
MopsZIKa M Criocoda MPUMEHEHHUs] HOPMAaTUBHOTO aKTa WM ONPEACISIONIUN MOPSII0K U YCIOBUS
OCYIIIECTBIICHUS] KAKOH-JINOO e TEIBHOCTH.

IIpaBuia - 3TO COBOKYIHOCTH HOPM, 3aKPEIUISIONIMX OOIIUE MPHUHIUIIBI, TOPSAIOK H
3aKOHOMEPHOCTH MCIIOTHEHUS KaKUX-THO00 MpeICaHn.

Ilo0:keHne - 5TO HOPMATHUBHBIA JOKYMEHT, MMEIOUIUN CBOIHBIA, KOIU(DUKAITMOHHBIA
XapakTep M ONpEACISIOMMN TOPSIOK JEHCTBMH B ONpENENIeHHBIX —CiIydasx, JH0o
pETyIUPYIONIUHA COBOKYIMHOCTh OPTraHU3AIMOHHBIX M APYTMX OTHOIICHUW IO KOHKPETHOMY
BOIIPOCY.

Ykazanue - 5TO HacTaBjl€HUE, pPa3bSICHEHHE, YKa3blBalOLIEe Kak JEWCTBOBATh B
OTIpeIeIEHHBIX 00CTOATENHCTBAX.

Pexomenpaumsi - 3TO0 JOKYMEHT, UMEIOIIMKA BHUJ yKa3aHUsS WM COBETA, HE HOCALIUN
HOPMATHUBHOTO XapaKTepa U He TPEOYIOMIHM 00s13aTEIEHOTO UCTIOTHEHHS.

Cnenyer OTMETUTh, YTO HAJ0 CTPEMHUTHCS K COKPALICHHUIO KOJIMYECTBA MPUMEHSEMBIX
dbopM TOKYyMEHTOB, HEOOXOJUMBIX W JOCTATOYHBIX [UIsI peanu3anuu (QYHKIUHA © 3ama4
yrpaBiaeHus (TIPUKa3bl, pACTIOPSHKEHUS, HHCTPYKITHH ).

7.4.2. Ilopsi10K MOATOTOBKYU NPUKA30B

[Tpuka3bl W3AAIOTCS B WHUIMATHBHOM IOPSJKE JUISI PENICHHS OINEPATHBHBIX 3a/J1a4
OpEeNnpusiTUs, B TOM UHCJIE€ TO BONpOCAaM CO3JaHMsl, JIMKBUAALWW, PEOpPraHu3alun
MOJIpa3CICHUH TPEIPHUATHSI, YTBEPKICHUS WHCTPYKINN, TTPABHII, TTOJIOKCHUH U TapuQOB 1O
BOIIPOCaM BHYTPEHHEW paOOTHI MPEANPUATHS, a TAKXKE MO KaapoBbIM BorpocaM. [loaroroska
MIPOEKTOB MPHUKA30B MPEIIPUITHS OCYIIECTRISICTCS IO MOPYUYCHHIO | eHepaTbHOM TUPEKITUU WITH
M0 UHUITUATUBE CITYyKO U OTIEIIOB.

OTBETCTBEHHBIM HCIIOJIHATEIEM 3a IOJATOTOBKY IIPOEKTa MpHUKa3a SBISCTCS CITyk0a,
OTJIeNI, PYKOBOJUTENHh KOTOPOTO YKa3aH IMEpPBBIM B MOPY4YeHHH | eHepalbHOW AMPEKIUU
IpeanpusITHs. PYKOBOIUTENh YKa3aHHON CIY)KOBI HECET OTBETCTBEHHOCTh 32 CBOCBPEMEHHYIO U
KauyeCTBEHHYIO IMOATOTOBKY MPOEKTa MPHUKa3a.

[Tocne n3y4eHns TOKYMEHTa, Ha OCHOBAaHHH KOTOPOTO JIOJDKEH OBITh MOATOTOBIICH TIPHUKa3,
OTBETCTBCHHBIN HCIIOJIHUTENh MPHUBJICKACT K YyYacTUI0O B JITOH paboTe COOTBETCTBYIOIIHE
CITyOBI, OTCIBI IPEINPHITHS, ONPEACIIsAs KOHKPETHBIC BOMPOCHI, MOJICKAIINE TTPOPa0OTKE U
MOJITOTOBKE MUMH JIJIsI BKITFOUSHHS B MIPOEKT MPHUKaA3a, a TAK)KE YCTAHABIMBAET 00sI3aTEIbHbIC s
UCTIOJTHEHUS CPOKH TPEJICTABJICHUS dTHX MaTEPHUAJIOB.

OTBETCTBEHHBI HCTIOTHUTENh O00O0OIIAeT TOMyYeHHBICE MaTepuanbl M IMOATOTABIUBACT
MPOEKT MPHKa3a.

B mpoekTe mpukaza JOMKHO MPEAyCMaTPUBATHCS HA3BAHUE, KPATKO H3JIAraroniee ero
CoOJIep’KaHNe ¥ TOYHO TIEPEIaroIee CMBICIT.

3amanus, mpeaycMaTpuBaeMble B TIPOEKTE TMpUKa3a B aapec COOTBETCTBYIOIIMX
UCTIOJTHUTEIICH, TOJKHBI OBITh PeaTbHBIMUA M KOHKPETHBIMU KaK I10 CYIIECTBY, TaK M IO CPOKaM
UX UCITOTHEHHS.

[TpoekT mprkasza JOHKEH ObITh HAITMCAH KPATKO, YETKO U SICHO, YIOTPEOIsIeMbIe TEPMUHBI
€AMHOO0pa3HbI U OOIIETIOCTYITHBI.
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Tekcr mpoekra Ipukasa, Kak MPaBWIO, COCTOUT M3 JIBYX 4YacTEe: KOHCTaTUPYIOIIEH
(BBOJHOM) UM pacnopsauTenbHolM. B KoHcTaTupyromied uacTH NpOeKTa NpHKa3a KpaTKo
u3nararoTcss (GakThl WM COOBITHS, TIOCHY)KMBIIME TPUYMHOW W3MaHUS TpHKa3a. B
pacnopsAUTEIbHON YaCTH IPOEKTa NPHUKa3a NEPEUUCIIAIOTCS IPEANNACHIBAEMbBIE ACUCTBHS.

Ecnu npukas u3naercs Ha ocHoBaHuu ykasa [Ipesnnenrta Poccun, [IpaBurenscTBa Poccun,
a TaKXe IIOCTAHOBJICHHWS OPraHOB 3aKOHOJATEIbHOM BJIACTH, TO B KOHCTAaTUPYIOLIEH 4YacTh
JIOJIKHBI OBITh PUBEEHBI ITOJIHOE Ha3BaHUE, HOMEP U /1aTa 3TOro JOKYMEHTA.

PacniopsinutenbHas 4yacTh IpoekTa Ipukaza HadumHaercs cioBoM «IIPMKA3BIBAIO»
(meyaraeTcsi MPONMMCHBIMH OyKBaMH B pa30MBKY M C OTHIENBHOM CTPOKH) M, KakK IPaBHIIO,
pasOuBaeTcssi Ha MyHKTBI M  TMOANYHKTBl, OO0OO3Ha4YeHHble apaOCKuMu  IHdpamH.
PacniopsnuTenbHas wacTb JOJDKHA COAEpXaTb 3aJaHUSd M MEPOIPHSITHS C yKa3aHHUEM
VCIIOJIHUTENIEH U CPOKOB MCIIOJIHEHUS.

ITpoekT npuka3a MOXET COAEPKATh CHELUAIBHBIM IIyHKT O BO3JIO)KEHUU KOHTPOJIS 32 €T0
MCIIOJHEHUEM Ha JOJLDKHOCTHOE JIMIO WK OIpa3ciICHuUE.

ITpu moAaroToBKE MpOEKTa NMpHKa3a MCIOIHUTEISIMHU JODKHBI YUNUTBHIBATHCS MPEbITyIINE
pelIeHNs NPEANPUATHS 110 JAHHOMY BOIIPOCY U OIPEIENATh €r0 COOTBETCTBUE PaHEE U3IaHHBIM
npuKa3aM W ykazaHusM. Ilpu HeoOXOoIMMOCTH CcleayeT MepeyHcIuTh B IPOEKTe IpUKasa
JOKYMEHTBI, KOTOpBIE MTOAJIEKAT OTMEHE WM YTPATUIH CUILY.

Ecin mpoexkT npukasa MMeeT NPWIOKEHHS, TO OHU HYMEDPYIOTCSA, a B TEKCTE€ IpHUKa3a
00513aTEeJIbHO OrOBapUBAETCs UX HAJIMYHE.

[TpoekT mpukaza JODKeH ObITh HamedaTaH Ha OJIaHKE YCTAHOBJICHHOM (OpPMBI C H
THIATEIBHO OTPENAaKTHPOBAaH. B TekcTe MpoekTa mpukasa, MpeACTABIAEMOIO Ha IOAINHKCH, HE
JIOITy CKAIOTCsl KaKKue-JIMOO MCTIPaBIICHHs], TOMAapKH, BCTABKU.

BusupoBanue mnpoekTa IpHKa3a PYKOBOAMTEISAMHU MOAPA3IEICHUM W 3aMECTUTEIEM
['eHepanbHOro AMpEKTOpa MPEANpUATHS JOJDKHO MPOU3BOAUTHCS 0O€3 3alep>KKd, HapaBHE C
JOKYMEHTaMHU CPOYHOI'O0 MCIOJHEHUS. BU3BI IPOCTABIAIOTCS Ha JIMLEBOM CTOPOHE IOCICIHEN
CTpPaHULIbI IEPBOr0 dK3EMIUISIPA IPOEKTA MPUKa3a WK Ha OTAEIBHOM JIMCTE COTJIACOBAHMUS.

Ecin y HOKHOCTHOTO JIMNA, BU3UPYIOLIETO MPOEKT NPUKA3a, UMEIOTCS BO3PAXKCHUS I10
OTJENBbHBIM MYHKTaM WM TI0 NPUKa3y B IEJIOM, 3TH BO3PAKEHHSI TOJKHBI OBITh M3JI0XKEHbBI Ha
OTJEJILHOM JIUCTE OyMaru U MpUIIOKEHBI K IPOEKTY IpUKa3a.

ITpoekT npukasa nepeaaercs OTBETCTBEHHBIM UCIIOJHUTENIEM HE MO3HEE, YEM 3a 2 JAHS 10
OKOHYAHUS CPOKA, YCTAHOBJIEHHOIO Ha €ro IOATOTOBKY, IIOCJIE COIJIACOBAHMS C IOPUCTOM,
KOTOpBIA OIpEAeseT COOTBETCTBME IIPOEKTa IpHKa3a JAECHCTBYIOUIEMY 3aKOHOJATENbCTBY,
IIPABOBBIM HOPMaM M JOKyMEHTAaM, BO HMCIIOJHEHHE KOTOPBIX OH IOATOTOBJIEH, U BH3UPYIOT
YKa3aHHbII JOKYMEHT, IOCJ€ 4Yero IMONPAaBKM B IPOEKT IpHUKa3a MOTYT BHOCHUTHCS TOJIBKO
JIMIIOM, TIOJITUCBIBAIOIINM ITPHUKA3.

IIpukaspl MOANKUCHIBAIOTCHA ['eHepaJdbHbIM AUPEKTOPOM WJIH MEPBBIM 3aMeCTHTEIEeM
I'eHepaJbHOIO AMPEKTOPA NpeANpUATHS, WIH 3aMecTHTeleM ['eHepaJbHOro IMpeKTOopa 1o
IIPOU3BOJCTBY.

[locme mnoanucaHuss IpUKa3 MEPENaeTcss Ha  PETUCTPAlUI0  COTPYAHHKY 1O
AeJONPOU3BOACTBY M apXHUBY (HyMEpyeTCs MOPSAKOBBIM HOMEPOM B IIpenenax KajJeHIapHOIro
roma).

CocraBiieHHE clMCKa Ha PacChUIKy MPUKa3a, OCyIIecTBIsAeTCs ['eHepanbHbIM TUPEKTOPOM
(3amectutenem ['eHepanbHOrO AMPEKTOPA) MNPEANPHUATHSA, a OTBETCTBEHHOCTb 3a PAaCCBUIKY
BO3JIaraeTcsl Ha COTPYAHUKA 10 JeJI0NPOU3BOIACTBY H APXHUBY.

[TonnMHHUKY NPUKA30B [0 OCHOBHOW AEATEIBHOCTU NPEINPHUATHA W Pa3sHAPSAIKUA Ha HUX
pPacChUIKy XpaHSTCSI B COOTBETCTBYIOIEM JI€JI€ y COTPYAHMKA MO /1eJONPOU3BOACTBY H
apXuBYy.

[TonnMHHUKY NPUKA30B 10 NEPCOHATY IMPEIIPUITHS XPaHATCS B COOTBETCTBYIOILEM JEIIE
B OT/ieJIe Ka/IPOB.
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Pemenus, 1osoxeHus, MWHCTPYKIMH M JIPyIM€ HOPMAaTHBHO-PACIIOPSAIUTEIbHEIE
JOKYMEHTBI TOTOBSTCS, OQOPMIISIFOTCS U XPAHATCS TaK)Ke KaK MPUKa3bl.

7.4.3. Ilops10K MOATOTOBKH MUCEM

[lonroroBka muceM OCYUIECTBISAETCS IO yKa3aHHIO | eHepambHOro  JHUpeKTopa
OpeanpusITus (3amecturenel ['eHepanbHOro IUpEKTOpa), MO HWHHUIMATUBE PYKOBOJIUTENIEH
noJipa3ziesieHuH, a Tak’Ke B OTBET Ha MOCTYNHBILKE HA MPEANPUATHE TOKYMEHTHI.

TekcT nucbMa CTpPOUTCS IO CXEME: BBEACHUE, J0KA3aTEIbCTBO, 3aKII0UEHHUE.

BBenenue comepKHUT CBeACHHUS O NMPUUYMHAX W LEIAX COCTaBJICHMSI NMUChbMa, a TaKkKe
CCBIJIKM Ha IOKyMEHTHI BBIILIECTOAIUX OPTraHOB.

JlokazaTtenbCcTBO BKJIIOYAET B ceOst mudphl, (HakThl, JOBOJbI, KOTOPBIC TOJKHBI YOSIUTh
ajzipecara B HEOOXOAMMOCTH MPUHATHS KaAKOT0-JINOO pEeIIeHus.

B 3axmrouennu uznaraercs CyTh BOIpoca U NMpeajiaraeMoe pelieHue.

IInucema, HampasisieMble BO MCIOJHEHHE Yka3oB IIpesunenra Poccuu, mocraHoBIICHHI,
pacnopsKeHUH, pelIeHud U MOPYYEHUH OpPraHOB 3aKOHOAATEIbHOM BiIacTH, [IpaBUTENbCTBA 1O
BOIIPOCaM HOPMAaTHBHOI'O XapaKTepa, a TAK)KE 110 MHUIIMATUBHBIM BOIPOCAM JJIUTEIBHOIO CPOKa
NEICTBUS, COTJIACOBBIBAIOTCS U BU3HUPYIOTCS B TMOPSAKE, YCTAaHOBICHHOM [UIsl MPHUKAa30B, U
neyaTaroTcs Ha OJaHKax MPearpUsaTUs YCTAaHOBJIEHHOTO 00pasia.

Ha Bcex mucemax dopmara A4 (210 * 297) yka3sIBaeTCsl KpaTKOE COJIEpKaHUE BOIPOCa
(3aroJI0BOK) €CIM TEKCT MUChMa 3aHUMaeT 0oJiee MOJIOBHUHBI CTPAHUIIBL.

YacTth TeKcTa, B KOTOPON MMEIOTCS yKa3aHUs, U3JIaraeTcsi KpaTKUMU TOYHBIMU (ppa3aMu B
MOBEJIUTEHHON (hopMe.

B koHIe nuchbMa ykasbiBaeTcst (haMuiIHs UCIIOJIHUTEINS U ero TenedoH.

Cayxe0Hoe NHCBMO, Kak IIpaBWJIO, COCTOUT M3 JBYX 4YacTeil: B IEpPBOM 4YacTH
yKa3bIBaloTCA (PAKThl U COOBITHS, MOCITYKUBILKME MPUUYUHON COCTABJICHUS MHUCHbMa; BO BTOPOIl -
BBIBOJIbI U ITPETIOKEHUS.

OTBeTHOE NMCHMO JIOJDKHO COZIEPKATh CCHUIKY Ha J1aTy U HOMEp BXOJSIIETO JOKYMEHTA.

ConpoBoanTespbHOe MNHCBMO JIOJDKHO COJEp)KaTh HAMMEHOBAaHUE IPUIIAraeMoro
JIOKYMEHTA U MOSICHEHUS! OTHOCUTEIIFHO XapaKTepa U LIeJIN HalpaBiIeHUs JOKYMEHTA.

I'apanTHiiHOe MHCbMO (HE OTHOCALIEECS K KPEAUTHBIM OIEpalusiM) COCTaBISETCS C
LEJbI0 MMOATBEPKACHUS ONPEACTICHHBIX 0053aTEIbCTB WM YCIOBHUM U aJipecyeTcsi OpraHu3aluu
WIH OTZEIBHOMY JIUILY.

IIncbMo-HaNOMHUHAHUE TIO COJEPXKAHUIO TMpHUOIMKaeTcs K Tenerpamme. s Takoro
NMCbMa KIIFOUEBBIMHU SIBJISIIOTCS CII0BA, 00Opa30BaHHBIE OT TJI1aroJia «HalOMUHATDY.

ITucbmo-TpedoBaHUe aapecyeTcss APYyrod OpraHU3aluu C TPeOOBAaHWEM BBITIOJIHHUTH
B3AThIE UM 00s13aTEIbCTBA.

NudopmanuonHoe NMUCbMO CIyXHUT i1 UHGOPMUPOBAHUS APYTroil OpraHU3aluU WU
3aMHTEPECOBAHHOIO JIMLIA O COBEPILICHUH ONPEIEICHHOTO IeHCTBUS WU (PaKTa.

Bes ocranbHasi mepenucka, B TOM YUCIE MEpENUcKa BHYTPHU Hpeanpuatus ohopmisieTcs
Ha 00BIYHOM JIHcTe OyMard yCTaHOBJIEHHOTO (hopmara.

7.4.4. llopsaiok opopMJIeHUs TeJlerpaMmM

TekcT TenerpaMMbl IeyaTaeTcsl B 2-X 3K3eMIUIsIpax Ha OenoM jucte OyMaru npornucHbIMU
OyKBaMH uepe3 JBa MEKCTPOUYHBIX MHTEpBaJa, IEPEHOCHI CIIOB He AonmyckatoTcs. [lepen Tekctom
YKa3bIBAETCS] HOMEP CXEMbI PACCHIIKHU MPOIHUCHIO.

BcraBgkn u HCIIPABJICHHUA B TCKCTC TCJIICTpaMMbl HC JOITYCKarOTCs. Hmxe Ttexcra
TeJIErpaMMbl YKa3bIBaeTCs HOMEp TeJerpaMMbl, (amMuiIus MOJNMCABLIET0 TeJerpaMMmy M €ro
no/UIMHHAs noanuch. Ilocie 3TuX pekBU3UTOB OoTOMBaeTcs uepTa. [log yeproit ykaspIBaeTcs
pacmm@poBKa MOANUCH (AOIKHOCTh, (haMUIIUs, HHULMAJIBI JIMIA, TOJNMCABLIETO TeJerpaMmy),
JaTta OTHpaBKH U TTOYTOBBIHN aapec.
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IlepBbIii  DK3EMIUIAP  TEJNErpaMMbl  IOANKCHIBAIOTCS  ['€HEpANBHBIM  TUPEKTOPOM
(3amectuteneM ['eHepaIbHOrO IUPEKTOPA) MPEAPUATHS.

Busbl ucnonHuTens U ropucta npeanpusiTus (Mpu HeoOXOIUMOCTH) paclojararTcs MoJ
YEPTOil Ha BTOPOM 3K3EMIUISIPE TEIErPaMMBI.

O06a »rk3eMIutsApa Tenerpammsl nepepatorcs B [1J1C ans peructpanuu U pacchlIKy.

7.4.5. OopmiieHHe TOKYMEHTOB JISl IlepeJayu Mo 3J1eKTPOHHOI mo4re

Jlnst  yckopeHusi Tepeladd  paclopsSIUTENbHBIX, OTYETHBIX W HH(POPMAIMOHHBIX
JIOKyMEHTOB Ha NPEANPUATHAN UCIIONb3YETCS Nepeaada TEKCTOB 110 JJIEKTPOHHOM NOYTe.

[To oopmieHnto JOKyMEHTOB Uil TIepeadr MO AIICKTPOHHOM MOUTE, CIEAYET OTMETUTD,
YTO JOKYMEHT B 0053aTeIbHOM TMOpSIKE JOJDKEH HMETh PETrMCTPAalMOHHBIA HOMEp, HaTy
perucTpanyu, GaMuIuI0 HCIIOJTHUTENS U ero TeaedoH.

OTBETCTBEHHOCTh 32 HUACHTUYHOCTH COJACpKAHHUS TEKCTa OyMa)KHOTO [JOKyMEHTa U
MOJITOTOBJICHHOTO K OTIpaBKe (haiiia JISKUT Ha UCTIOTHUTENE JOKyMeHTa. MicromHuTens XpaHuT
y cebs B Jene, B yCTAaHOBJICHHOM TNOpsAKE, OyMaXHbI JOKYMEHT, TEKCT KOTOpPOro ObLI
OTIIPaBJIEH 110 3JIEKTPOHHOM IOYTE.

JIOKyMEHTBI, TpPHUHATBIE [0 3JEKTPOHHOM I0YTE, pacnevyarblBAIOTCSA, a 3aTeM
PETUCTPUPYIOTCS U 00padaThIBAlOTCA B COOTBETCTBUU C HAacToOsIeH NHCTpyKIHeH.

[TonmyueHHyI0 1O 3JEKTPOHHOM IOYTE€ JOKYMEHTALMIO aJapecaT CaMOCTOSTEIbHO
TUPAXHUPYET B HEOOXOIUMOM 00bEME.

7.4.6. Tenedonorpammsl

TenedoHorpaMMsl, MOCTYNHUBIIKE B aapec [ eHepanbHOro AUPEKTOPa, €ro 3aMEeCTUTENCeH U
pyKOBOAMTENEH MOApa3feIeHU  NPUHUMAIOTCA M PETUCTPUPYIOTCS B IMOApA3JEICHMSIX,
NPUHSBIINX Tele(oHOrpamMMy.

Bxopsmue TenedoHOrpaMMbl MEYaTalOTCs M PETHUCTPUPYIOTCA B JIBYX OK3EMIUIIpax;
NEPBBIN JK3EMIUISIP C PE30IIOLUEN PYKOBOAMUTENS MEPEAAETCS MOJ PACIUCKY HCIIOIHUTENIO, a
BTOPOW XPAHUTCS B JIEIIE.

B tenedonorpamme m0mKHBI OBITH yKa3aHbl: HAUMEHOBAaHHE OpraHM3allld OTIPaBUTEI,
azpecaT, TEKCT, HAMMEHOBAaHHE JIOJDKHOCTU JUIa, MOJNHUCABIIET0 TelehOHOrpaMMy, €ro
Tesie(hOH, HAMMEHOBaHKE JOJDKHOCTH M (paMuius JMLa, IPUHSBILEro TeaehOoHOrpaMMy, BpeMsl U
Jata npruema teneoHOrpaMMEl.

Hcxonsamme  TenedOHOrpaMMbl  MOJMHUCHIBAIOTCS  PYKOBOIUTEISMH  MPEIIpPUATHS,
perucTpupyroTcss u nepenarorcs aboneHtam. Ecnu TenedoHorpamma oikHa OBITH IepeaHa
HECKOJIbKUM a0OHEHTaM, K Hel MpHiiaraeTcsi ClUCOK COOTBETCTBYIOIIMX OpraHU3aluil U HOMepa
ux TenedoHoB.

8. HOPAIOK HOATI'OTOBKH HOPMATHUBHbBIX JOKYMEHTOB
(VIOKAJIBHBIX AKTOB) HPEAIIPUATUA U EI'O CUCTEMbBI MEHE/I’KMEHTA
KAYECTBA

8.1. HopmatuBHbBIE JOKYMEHTHI NPEANpPUATHSA, B TOM uucie aokymeHTauus Cucremsl
MEHEJKMEHTa KayecTBa, JOJDKHBI pa3padaThIBaTbCsl COTJIACHO KPUTEPHSIM, KOTOPBIE YIPOLIAIOT
JOCTYTI K COAEpIKalIelcss B HUX UHPOPMALIMHU, ¥ OPTaHU3AIHIO PACIIPOCTPAHECHUS U MIEPECMOTpPa
JIOKYMEHTOB.

8.2. JloxkaipbHBIE HOPMATHUBHBIC MJOKYMEHTBHI MPEINPUSATHS IOJDKHBI 00eCreunBaTh
CTaHJapTU3aLUI0 BCEX THUIIOB JOKYMEHTOB, B TOM YHUCJIE CTHWJISA W3JI0KCHMS, TEPMHUHOJIOTHH,
UCTIOJIb30BaHUs TPAapUKOB M CHMBOJIOB, a Takke (QopmaroB Bcex NOKyMeHTOB. Croma Takke
OTHOCUTCSI €IMHOOOpa3sHOe pa3MelIeHHe KOHKPETHBIX BHJOB HH(pOpMAIMH, COIJIACOBAHHOE
UCIIOJIb30BAaHUE COKpAIlEHUN, €IUHUIL] U3MepeHud u abOpeBuaTyp. Bce BakHble TEpMUHBI,
BKJIIOUEHHBIE B JOKYMEHT, IOJKHBI UMETh OIIPEACICHUS.

8.3. JlokannHbIE HOPMATUBHBIC ONOKYMCHTBI NPCANPUATHA, KaK IIpaBUJIO, JOJIKHBI UMCETH
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WHJICKCHBIA yKa3aTelnb IS OBICTPOrO0 HaXOXJeHHWs WHPopMmanuu. WHICKCHBIN yKazaTelb
JIOJDKEH pa3MemaTtbcsi B Hayale AOKyMEHTa M TPENCTaBIATH COOOM cHCTeMy JeJeHUs Ha
CJIEZYIOUINE YPOBHU: 4aCTh, IJIaBa, pa3fell, MyHKT, MOAMYHKT. [Ipn HE0OOXOAMMOCTH BO3MOXKHO
npuMeHeHne OoJiee MEJKUX YpOBHEH 0003HayaeMbIX OyKBaMH JIATUHCKOTO anaBUTa HIIH
apabckumu (pUMCKHMHU) IMpamMu B KPYIJIBIX CKOOKax. B ciydae eciii TOKyMEHT COCTOWT W3
OJTHOW 4acTH, JOITyCKaeTcsi OmyckaThb 0Oo3HaueHHe Homepa yacTh. CTpaHHMLBI, COAEprKalline
UHPOPMALIMIO, HWCIIONB3yeMyI0 B HEIITATHBIX W ABAapPUWHBIX CHUTYalUsX, JOJDKHBI OBITh
CHA0’KEHBI CIICIMAITBHBIMY 3aKJIaIKaMH ISl 00JIETYEeHHsI IPSMOTO JIOCTYTIA K HUM.

8.4. Ilpu pa3paboTke HOPMATHUBHBIX JIOKYMEHTOB (JIOKAJbHBIX AKTOB) MPEANPUATHUS, UX
W3MEHEHHSIX, JOTIOJHEHHUSX U IIEPECMOTpaxX NPUMEHSETCS ClIeTyomast Mpoueaypa:

orpezeNieHue UCTIONHUTEN (ei) padoT;

NOJTy4eHHE Ha3HAYCHHBIM HCIIOJIHUTEIICM Y aIMUHUCTPALINY TIPESIIPUSITUS 3aIaHHS;
cOOp JaHHBIX O CYMIECTBYIOMIMX MpoOiIeMax MO MPOBEACHHUIO paboT U 0O0ECIIeUCHUIO
Ka4yecTBa B MOAPA3CIICHHSIX;

cOOp MaHHBIX O CYIIECTBYIOIIMX NpPOLEAYpaX W HAJIWYUU JOKYMEHTAllMd IO
o0ecCIeyeHNI0 KayecTBa B MOPa3IeIICHUIX;

KJaccu(UKaIus TOKyMEHTAIUU U TaHHBIX;

aHaJIU3 MOJYYEHHON MHPOpMaI;

pa3paboTKa U BHECEHHUE MPEATIOKCHUNH AJIMUHUCTPAIIMN TPEANPUITHS 00 N3MEHEHHSX,
JOTIOJTHEHHUSAX U MIEPECMOTPax CYLIECTBYIOUIMX JIOKAIBHBIX aKTOB MPEANIPUATHS, a TIPH
UX OTCYTCTBUH, MPEIOKEHUS O pa3paboTKe;

NOJTy4YeHHE YKa3aHUH OT AJIMHHUCTPalMM  MPEANPHATHS O  pealn3aluu
NPE/ICTaBICHHBIX MPEUIOKCHNH;

OIpeJieNIeHUue CTPYKTYPBI U (POPMBI TOKYMEHTOB, OTPaOOTKA U3MEHEHHM, TOTIOHEHHIA,
MEPECMOTPOB CYHIECTBYIOIINX JOKYMEHTOB HIIH pa3padoTKa HOBBIX;

COTJIACOBAHME IPOCKTOB JOKYMEHTOB (BHOCHMMBIX HM3MEHCHMH M JOTOJHCHHWH) B
MOJPa3/ICICHUSX;

YTBEpKIICHHE HOBBIX PEAAKIIMNA JOKYMEHTOB WJIM BHECEHHE U PETUCTPAINS U3MEHEHHH
Y TIOMOJIHEHUH B IEUCTBYIOIINE JOKYMEHTHI;

U3BSITUE YCTAPEBIINX JOKYMEHTOB (CTpaHHUI);

MapKUpPOBKa yCTApEBIINX JOKYMEHTOB (CTPaHUIL);

HAalpaBJICHUE YCTAPEBIIMX JOKYMEHTOB (CTPAHHMII) B QpXHB WM HA YHHUYTOXKCHHE.

8.5. HopmaTuBHBIE MOKYMEHTBHI NPEANpPUATHS JOJDKHBI pa3padaThiBaTbCcs Ha OCHOBE
CTPYKTYPHOTI'O IIOAXO0/A Ha OCHOBE IIPUMEHEHUS CICAYIOINX IPUHIUIIOB:

MPUHLIMI «pa3Aesiii U BIACTBYW» - MPUHIUI PELICHUS CIOXKHBIX MPOOJIEM IMyTeM HX
pa30MeHus] Ha MHOKECTBO MEHBIINMX HE3aBUCHMBIX 3a/1ad, JIETKUX JUIs TIOHUMaHUS U
peueHus;

IIPUHLMAI UEPAPXUYECKOT0 YHOPSAOYMBAHMS - NPUHIMI OpraHU3alMM JOKYMEHTa B
BUJIE MEPApXUUYECKON JPEBOBUAHON CTPYKTYphl C JOOABICHHEM HOBBIX JeTajleld Ha
Ka)KIJIOM ypOBHE.

MPUHLNI a0CTparupoBaHMs - 3aKJIIOYAETCSl B BBIJEICHHUU CYIECTBEHHBIX AaCIEKTOB
paccMaTpuBaeMoOro Mpolecca U OTBJICYEHHSI OT HECYIIECTBEHHBIX;

OPUHIUN (popMaIM3auy - 3aKII0YaeTCs B HEOOXOAWMOCTH CTPOTOTO BBITOJHEHHS
YCTAQHOBJICHHBIX TPeOOBAHUH 110 CTPYKTYpE, CONEPKAHUIO U OPOPMIICHUIO TOKYMEHTA,
HCIIOJIb30BAaHUH €IMHON CUCTEMBI TEPMUHOB, ONPEIECICHUN U COKPALLICHNN;

INPUHIUI HETTPOTUBOPEUMBOCTH - 3aKIIFOYAETCS] B 000CHOBAaHHOCTH M COTJIACOBAHHOCTH
pa3pabaTeIBAEMOr0 JOKYMEHTA C CYHIECTBYIOIINMH.

8.6. [leyatb TOKYMEHTOB MPOU3BOAMUTCA HA CTAaHIAPTHBIX (popmarax - A4 unu AS.
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8.7. Ha mpeanpusatuu NpuHITAa cnMpanbHas MOJENb >KM3HEHHOIO LIHMKJIa HOPMATHBHBIX
JIOKYMEHTOB (JIOKaJbHBIX AaKTOB) mpennpusatduss U ero CHCTeMbl MEHEIKMEHTa KauecTBa.
Kaxxnp1ii BUTOK CIHpaiy COOTBETCTBYET CO3JJaHUIO HOBOM PENAKIMU JOKYMEHTA.

Ortan onpeneneHus TpeOOBaHUN K TOKYMEHTY

Otan c6opa JaHHbIX Oran aHanu3a TpeboBaHUM K

Bepeus 2 | ‘ w

’/ “ Dran pa3paboTKu

JIOKyMEHTa
Bepcus 1
Otan npuMeHEHUs Oran anpobariuu
JIOKyMEHTa JIOKyMEHTa

Puc. 1. 3Tanbl :KH3HEHHOT 0 HUKJIA JTOKAJbHBIX aAKTOB IPCANIPUATHUA

8.8. JloKyMEHTBl MNOJKHBI HMETh, KaK MHHMMYM, OJUH BEpPXHHMH KOJOHTUTYI1. B
KOJIOHTHUTYJIE JODKHBI pasMemarbes: HazBaHue (jorotun) 3A0 «Pora m KombiTay, Ha3BaHue
JMOKYMEHTa, 4YacTH, TIJIaBbl W/wiM pa3fena. llpu BO3MOXKHOCTH pa3MEUICHHUS HIDKHETO
KOJIOHTUTYJIa PEKOMEHAYeTCsl BKJIIOYAaTh B HEro HHQOpMAIMIO O JaTe HU3JaHus, HOMepe
WU3MEHEHUS1 U HOMEPE CTPaHMIIbI.

8.9. Ilepen BBeneHUEM JIOKATIbHBIX AKTOB OHHU JIOJDKHBI OBITH OMPOOOBaHbBI B peabHbBIX
yCIOBUAX. ATIpo0Oanus T0JDKHA 3aTparuBaTh KPUTHUECKHUE ACTICKTHI UCIIOJIb30BAHUS JTIOKYMEHTA,
¢ TeM, 4ToObI MPOBEPHUTH ero AhPexkTBHOCTL. B mporiecce ampobaiuu cienyeT TakkKe OIEHUTh
B3aMMOJEMCTBHE MEXAY BCEMH I0JIb30BATENSIMH JOKYMEHTA.

8.10. TwupaxupoBaHue | JajJbHEHWIEe PpPACOIPOCTPAHCHUE JOKYMEHTa JOJIKHO
IPOM3BOJUTHCS B COOTBETCTBHH C IEPEUHEM JIeprKaTesieil JaHHOW TOKYMEHTalUU Ha OyMaskHOM
u snekTpoHHOM (CD-R mmm CD-RW gmckax) HocuTensX, Tpyd MUHMUMAJIBHOM HCIOJIb30BAHUU
OymakHbIX Bepcuil. Jlomyckaercs mepenada aepKareiasiM JOKYMEHTALUU MONPaBOK/M3MEHEHUN
U JIONOJIHEHWM C UCIHOJIb30BAaHUEM JIOKAJIBHOW CETH, JJEKTPOHHOW IIOYTHI, JPYTHMH
0e30MacHBIMH U yI00HBIMU CTIOCOOAMHU.

8.11. AamuHucTpanusi TPEANPUSATUS KOHTPOJHUPYET BHEAPEHHUE JIOKAJIbHBIX AaKTOB C
HEeNbl0 OOecreueHusl HaAJeXKallero HCIOIb30BaHUS JOKYMEHTOB B PEalbHBIX YCIOBHSIX
AKCIUTyaTallMM TakUM o00pa3oM, KaK 3TO BaXKHO Ul AKCIUIyaTallud M I€JIecO00pa3Ho s
9KCIITYyaTallMOHHOTO TepcoHana. Takol KOHTPOJb MpelycMaTpUBAET CUCTEMY OOpaTHOW CBSI3U
JUISL TIOJIy4EHUsl TPEUIOKEHUH OT NepcoHala MO YJIYUYIIEHHIO JOKYMEHTOB M MOpsAJKa HX
HCIIOJIb30BAHUA.
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9. OPIrAHM3ALIUA KOHTPOJISA JABWXEHUSA, HCIIOJb30OBAHUA U
HUCHOJHEHUSA IOKYMEHTOB

9.1. O01mHe MOJI0KEHUS

9.1.1. KoHTponb NBMXKEHUS M HCIHOIB30BaHUS JOKYMEHTOB B JOKYMEHTHOW CHCTEME
TpedyeTcs JIs:

a) UACHTU(HUKAIIUN HEBBIIIOJIHEHUS TpeOyeMbIX NEHCTBUIA;

0) obecrnieueHus MOUCKa JOKYMEHTA;

B) IIPEOTBPAIICHUS YTPATHI TOKYMEHTOB;

I) MOHUTOPHHIA WCIOJIb30BAHMUSI CHUCTEMBI B IIEJISIX €€ COXPAaHCHMS | 3alUTHI
uHbOpMaIK, a TAKXKE COXPAHEHUS KOHTPOJBHBIX 3aMHUCEl O MPOU3BEIECHHBIX C JOKYMEHTaMHU
omeparusax (B TOM 4YHCIIE BKIIOUYEHUM B CHCTEMY WU PETHCTpAIUM, KIacCU(UKAIINU,
MHJICKCUPOBAHUH, XPAHEHUH, IOCTYIIE U HCIIOIb30BaHUH, MUTPALIUU U Iepeaaye);

J) COXpaHEHHUs CIIOCOOHOCTH WACHTU(PHUIMPOBATh, B pe3yJibTaTe KaKUX OMeparuii
BO3HUKJIU OTJEJIbHbIE TOKYMEHTHI PU 00BEAUHEHUHN WIIK MUTPALIUU CHCTEM.

9.1.2. KoHTpOJIb AEUCTBUIA:

a) OmpenenseT JTamnbl BBHIMOJIHEHUS PEIICHWH WIM onepanuii, 3adUKCHPOBAHHBIX B
JIOKYMEHTE;

0) pacrpenensieT MeXIy UCIIOIHUTEISIMA OTBETCTBEHHOCTD 32 JACHCTBUS,

B) GUKCHUPYET AATHI MPEATNOIAraéMoro u peaibHOTO BBIMOJTHEHUS JEHCTBHIA.

Kontponb neiictBuii  MoxeT 3((PEKTHUBHO NPUMEHSITHCS, TOJBKO €CIM MaTepHual
3apETUCTPUPOBAH B IOKYMEHTHON CUCTEME MPEXKJIE, YEM HANIPABJICH UCTIOTHUTEISIM.

9.1.3 KOHTpOIb MECTOMOI0KEHUS IOKYMEHTOB

JIBuKeHHE JOKYMEHTOB JOJIKHO OBITh JOKYMEHTAIhHO 3a(PUKCHPOBAHO AJIs OOECTICUeHUs
ux oOHapyXeHHsl Bcerja, Korga 3To TpeOyercs. MexaHU3Mbl KOHTPOJIS IpPeLyCMaTpUBAIOT
dukcanuioo uaeHTU(UKATOpPA JOKYMEHTAa, €ro 3arojoBKa, COTPYJHUKA WIH TOJpa3AeiieHus,
00J1a1a101IEeT0 TOKYMEHTOM, H BPEMEHH (J1aThl) IepEMEICHUs JOKyMEHTA.

Cucrema KOHTPOJUPYET BbIIAuy, IEpeIavy MEXIy COTPYAHUKAMU U BO3BPAT IOKYMEHTOB
Ha MECTO MX PACMOJIO0XKEHUS WIM XPaHEHHs], a TAKXKE X U3bSITHE U3 JOKYMEHTHOM CHUCTEMBbI AJIs
YHUYTOXKEHUS MO0 mepeaadn CTOPOHHEH OpraHU3aIlHH.

9.1.4. Opranuzanusi KOHTPOJS 32 MCIIOJHEHUEM TOKYMEHTOB JOJKHA 00ECIeuynMBaTh HMX
CBOEBPEMEHHOE U KaUe€CTBEHHOE MCIIOJTHEHHE.

KoHTponb nomxkeH ocyecTBISITbCSI OAHOBPEMEHHO C UCTIOJTHEHUEM JOKYMEHTOB.

PaboTa 1Mo KOHTpPOJIIO 32 HCIIOTHEHUEM JIOKYMEHTOB JOJIKHA HOCUTH MPEAYIPEIUTEIbHBIN
U cuctemMarnueckuid xapaktep. OHa BKIIOYaeT B ce0s HEMOCPEACTBEHHYIO IPOBEPKY U
peryJiupoBaHuEe XOJa HCIOJHEHHUS, y4e€T W aHalIu3 pPe3yJbTaTOB HCIOIHEHUS MOPYyUYECHHI
PYKOBOJICTBA MPEANPUATHS U TOKYMEHTOB B YCTAHOBJICHHBIE CPOKH.

9.1.5. OTBETCTBEHHOCTb 3@ OPraHU3ALMI0O KOHTPOJS M CBOEBPEMEHHOE HCIIOJHEHHE
JIOKYMEHTOB M COJIEpP)KAIIUXCSl B HUX MOPYYEHUN BO3JIaraercsi Ha pyKOBOACTBO MPEINPUITUS U
pykoBoguTenel ciyk0, OTHENOB, a TaKXKe Ha JODKHOCTHBIX JIMI[, YKA3aHHBIX B TEKCTE
JIOKYMEHTA WU B €r0 Pe30JII0IUH.

9.1.6. KoHTpOJIb 32 UCIIOJTHEHUEM JTOKYMEHTOB Ha NMPEANPUATUHN OCYILECTBIISAIOT:

Cekperaps - pedepenT I'eHepaIbLHOIO AUPEKTOPA:

® 32 HCIOJHEHHUEM MopydeHuil [ eHepanbHOro TUPEKTOpa U 3aMecTuTeneil I 'enepanbHoro

TUPEKTOPA;
® 32 HCIOJHEHUEM IPHUKA30B MO OCHOBHOM JEATEIHHOCTH MPEANPHUATHS (IO KaKIOMY
MYHKTY MPHKa3a, MOJIeKAIIET0 KOHTPOJIIO, OTACIBHO);

® 32 HCIOJHEHUEM MOPYYECHUN PYKOBOACTBA MPEANPHUATHUS IO UCTIOIHEHHUIO JEMYTaTCKUX

3aMpoCoB U MPEUIOKCHUM, 3asBICHUHN U KAI00 rpakIaH.

PykoBoaurenu noapasaeneHui:

® 32 IOATOTOBKOM MPOEKTOB MPUKA30B;
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® 32 BBINOJHEHUEM IPUKA30B MO MPEANPHUITUIO B TIOJPA3ICIICHUIX;
® 332 CBOCBPEMEHHBHIM HCIOJHEHHEM TMOPYYEHHH PYKOBOJCTBA MPEANPUATHS IO
JETyTaTCKAM 3aIpocaM, TPEITIOKECHUSIM, 3asIBICHUSAM H Kajlo0aM rpa)iaH;
® 332 BBINOJHEHHEM NOPYYEHHH IO JOKyMEHTaM, IMOCTYIHMBIIMM HETOCPEICTBEHHO B
MOJIpa3/IeIeHuUs IPEATIPHUSITHS;
® 32 XOJIOM PacCMOTPEHHS THCEM, HANPABJICHHBIX B IPYTHe OpraHU3alid, €CIH 10 HAM
OXXHMJAETCS] OTBETHBII JJOKyMEHT.

9.1.7. KoHTponupyeMblii JOKYMEHT NEpPENacTcsl OT OAHOIO HCIOJHUTENS K IpyroMy
TOJBKO C YBEIOMIICHHEM JIHIA, OCYIIECTBISIOMIETO KOHTPOJb 32 XOAOM HCIIONHEHHUS 3TOTO
JOKYMEHTA.

[To mosry4yeHHBIM KOHTPOJHMPYEMBIM JOKYMEHTaM COTPYAHHK MO /eJIONPOU3BOJACTBY U
APXMBY OCYIIECTBIISICT KOHTPOJIb 32 XOJOM M CPOKaMH HCIIOJHEHUS TOKYMEHTOB M IepeaaeT
CBEJICHHS 00 NCTIOJIHEHNH 3THX JIOKYMEHTOB | eHepabHOMY TUPEKTOPY MpeIIpUsTHS.

9.2. Cpoku UCIIOJIHEHUS] JOKYMEHTOB

9.2.1. Cpoku UCTIOTHEHUSI JOKYMEHTOB MOJIPa3ICAI0TCS HA UHIUBUAYaJbHbIE U TUIIOBBIE.

NunuBuayanbHbli  CPOK  HCHOJHEHUS  JOKYMEHTa  ONPEACISIETCS  PE30JIIoIUeH
PYKOBOJUTENSS M HMCUUCISICTCS B pabodmMX IHSAX CO JIHS €€ MOAMHMCAHUSA, 32 HCKIIOYCHHEM
BXOJSIINX JOKYMEHTOB C OOO3HAUYEHHBIMH CpPOKaMH HCIIOJIHEHHUS, 10 MOMEHTa IMOANHUCAHUS
OTBETa WJIH JOKJIaZa PYKOBOJUTEIIO, OT KOTOPOTO OBLIO MOTYyYeHO 3aJaHueE.

Ecim B mocrynuBIIEM JOKYMEHTE HE YyKa3aH CpPOK €ro HCIOJHEHHsS, TO B XOJE
IIPEIBAPUTEIBHOIO PACCMOTPEHUS CIIEAYET PYKOBOACTBOBATHCS TUIIOBBIMU CPOKAMHU:

e nopyuenus [IpaBurensctBa Poccuiickoit @enepauuu - 10 nueit;

® [UChbMa OpPraHU3aALMN, IPEIPUIATUN U YupeKaeHul - 10 nHeit;

® 3amnpocChl ¥ MHChbMa JACTyTaToB - 10 aHei;

® TMIPETEH3UH U KaJI0ObI TpaxkaaH - 15 gHel, TpeOyronre TOMOJHUTEIBHOTO N3YUeHUS 1
npoBepKu - He 6osee 30 qHEl co AHS MOCTYIUICHHUS,

® KpPUTHYECKHE 3aMEYaHus U IPEAJIOKEHUs, COJAEprKallMecs B CpPEACTBaX MacCOBOM
uHpopMaIuu - 1 mMecs,

e TeJIerpaMMBbI - B TEUCHHUE 5 THEH, MPU CPOYHOM XapaKTepe BOmpoca - 10 2 THEH.

Ecnn wnauBuayanbHBIA CPOK MCHOJHEHUS JOKYMEHTa OTJIMYAeTCsl OT THUIIOBOTO, TO
CPOKOM MCHOJHEHUSI JOKYMEHTA CUMTAETCS] MHIUBHUIY aJIbHBII.

9.2.2.  CornacoBaHue MOATOTABIMBAEMOIO  JOKYMEHTAa C  3aMHTEPECOBAHHBIMU
OpraHM3alusIMu (WM JHMIAMU) JODKHO NIPOBOAUTHCA B Ipefesiax YCTaHOBIEHHOTO CpOKa
WCIIOJIHEHUS JIOKYMEHTA.

9.2.3. Cpok HCIOJTHEHUS JIOKYMEHTa MOXKET OBITh MPOIJICH TOJIBKO PYKOBOIUTEIIEM,
JIABIIUM TOpPYYEHHE, & B CIydyae €ro OTCYTCTBHS, JIMIIOM ero 3ameHstouM. OO0CHOBaHHOE
MPEMIOKEHUE O MPOJICHUN CPOKA MCIIOJHEHU JOKYMEHTAa BHOCUTCS HE MO3JHEE, YEM 3a 3 JHS
JI0 UCTEUYEHUsI YCTAHOBIIEHHOTO CpoKa. VcroaHEeHHbIEe TOKYMEHThI JOJIKHBI B 10-THEBHBIN CPOK
C/1aBaThCs MCIIOIHUTEIEM COTPYIHHKY TIO JAETOMPOU3BOICTBY /Uit (POPMHUPOBAHUS UX B JIETIA.

9.3. ITopsAOK CHATHS JOKYMEHTA ¢ KOHTPOJIs

JIOKyMEHTBI CHUMAIOTCS ¢ KOHTPOJIsl TOJIBKO TOCJIE MOJTHOTO PELICHUs BCEX MOCTaBIEHHBIX
B HEM BOIIPOCOB U COOOIIEHUS Pe3yIbTaTOB 3aMHTEPECOBAHHBIM OPTraHU3ALMSAM U JINLIAM.

Ecnu  oTcyTCTBYyeT IIOKYMEHT, CBMICTEIbCTBYIOUIMA 00 MCIOJHEHUH IOpYyYEHUs,
H€O6XOI[I/IMO MMpoCTaBUThL Ha MWHHUOWMATUBHOM JOKYMCHTC KpPAaTKHC CBCACHHUA II0 C€ro
UCTIOJIHEHUIO.

[lepconan, OCYIIECTBIASIOMMI KOHTPOJIb 3@ HCIOJHEHHEM JOKYMEHTOB, O00s3aH
CBOEBPEMEHHO [IOKJIa/bIBaTh AJMUHUCTpAlMU HOpPeAnpHusaTHs 000 BceX (akTax HapyLICHUS
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CPOKOB UCIIOJTHEHUS IOKyMEHTOB.
Cekperapb-pedepeHT [ODKEH PpEryJsIpHO MpPEeACTaBlIATh CBeAeHus [eHepaabHOMY
JUPEKTOPY NPEIIPUITHS O HEUCIIOIHEHHBIX JOKYMEHTaX U MOPYUYEHUSX.

10. OPTAHM3AIIMA JOBEJAEHHS JOKYMEHTOB, W3MEHEHUH H
JOIIOJTHEHHMI K HUM JIO IEPCOHAJIA

Ha mnpeanpusituss wucnonb3yroTcst ciaenyrouye (opMbl O03HAKOMJIEHMS (M3y4deHus)
JIOKYMEHTOB, U3MEHEHHI U JOTMOIIHEHUI K HUM IIEPCOHATIOM:

® DPACCBUIKHU JOKYMEHTOB;

® Ha COBEILIaHMAX U pa3dopax;

® [IpU NPOBEJCHUN TEXHUUECKON yueObl,

® TIOMEIIEHHUE TOKyMEHTOB Ha JI0CKY UHQOpMAaIIIH.

Jlo pykoBopsiiero cocraBa npeanpustus uHbopManus U TOKyMEHTalus JOBOAMUTCA B
PAaCCBIIKE WM HA COBEILIAHUSAX.

Ho mepconana 3A0 «Pora m KombiTay HOpMaTUBHBIE W WH()OPMAIMOHHBIE TOKYMEHTHI
JIOBOJIATCSL B Tpoliecce y4eOHOM MOATOTOBKH, pa300pOB, MHCTPYKTaKEH M Ha COBELIAHHUSX.
Nudopmarnus o BompocaM odecriedeHnsi 6€30MacHOCTH JOBOIUTCS MO POCITHUCH.

Psn  nmoxkyMeHTOB WHGOPMALIMOHHOTO M PYKOBOISAIIETO XapakTepa IO YKa3aHHIO
aJMUHHCTpPALIMH MIPEANPUATHS BbIBEIINBACTCS HA MH(POPMAIIMOHHBIX CTEHIaX.

JlocTyn K SJIEKTPOHHBIM BEPCHSM JOKYMEHTOB MOXET OOECIeYMBATHCS IOCPEACTBOM
pa3MenIeHus JIEKTPOHHBIX Bepcuid ToKyMeHTOB B (hopmaTte PDF B mokansHO# ceTH.

CuctemMa J0OBef€HUS /O TIEpCOHANA JIOTIOJHUTENBHOW WH(POPMALMU HOPMATUBHOTO
XapakTepa BKJIIOYaeT B ce0s clieyolne Ipoueayphl:

e JIOBEJICHHUS COOTBETCTBYIOIIEH MH(POPMAIUMH 10 MEPCOHANA MPEANPHUITHS B YaCTH, €T0

KacaroIemcs;
® KOHTPOJS U3Yy4YEHHUsS [EPCOHAJIOM MpEANpusATUs, B 4YacTH €ro Kacarouleics,
HOPMAaTUBHBIX aKTOB, YKa3aHUM U PACTIOPsDKEHUN AJMUHUCTPALMU MTPEAPUSTHSL.

O3HakoMJICHHE W HU3yYeHHE OKYMEHTOB (COOpHHKOB), MOCTYMAIONIMX HA PEryJspHOI
OCHOBE, OCYIIECTBIISIETCA B MOAPA3JCICHUAX MPEANPUITHS B COOTBETCTBUH C YCTAaHOBJICHHBIM
nopsiAKOM, (OpMON O3HAKOMJICHHS (M3y4eHHUs) M (OPMOU KOHTPOJIS M3YUCHHUS IMOTyUYEHHBIX
JIOKYMEHTOB.

11. OBECIIEYEHUE KOHOUJEHIIUAJIBHOCTU NTH®OPMAILIUN

11.1. Takue obnactu, Kak KOHPHUIECHIIMAIHLHOCTD, 0€30MaCHOCTb, CBOOOAa HHPOPMALIUU U
apXUBbl PETYJIHPYIOTCS CHELHMATBHBIM 3aKOHOJATENbCTBOM. JIOKYMEHTHI MOTYT COJEp’KaTh
MEPCOHANTBHYIO, KOMMEPYECKYIO0 WIH CITy)KeOHYI0 nH(OopMaInuioo. B HEKOTOPHIX CIIydasiX TOCTYII
K JOKYMEHTaM WA MH(OPMALIUU O HUX CIIEAYyeT OrpaHUYUBATD.

OrpaHudeHus JOCTyna MOTYT PACcIPOCTPAHITHCS KaK HA COTPYIHUKOB OPTaHU3AINH, TaK U
Ha [IOCTOPOHHUX TIOJb30BaTenel. JIOKyMEHTBI C OrpaHMYEHHBIM JOCTYIOM CIEAyeT
UACHTU(DUIIUPOBATh, TOJNBKO €CIH 3TO 0co0as TMOTPeOHOCTh [ENOBOM NEATEeIHHOCTH WU
perynupytomei cpeabl. OrpaHuueHust JOCTyna JTOJKHBI JeHCTBOBATh B T€UEHUH OOOCHOBAHHO
YCTaHOBJICHHOT'O TIEPHOA BPEMEHH, 110 UCTCUYEHUH KOTOPOTO OHU MOTYT OBITH OTMEHEHBI.

11.2. OGecrmeyeHue COOTBETCTBYIOMIETO KOHTPOJISA JOCTyINa OCYIISCTBISIETCS ITyTEeM
MPUCBOCHUS ONPEACIEHHOTO CTaTyca JOCTyMa KaK JOKYMEHTaM, TaK U OTJEIbHBIM JIUIAM.

11.3. YmpaBienue nporeccom J0CTyna NpeaycMaTpuBaeT, uyTo:

a) IOKyMEHTHI pacIpe/elieHbl M0 KaTErOpPHUsM B COOTBETCTBHH C MX CTAaTyCOM JOCTYIIa B
OTpesieIeHHOE BpeMsi;

0) JOKYMEHTBI JOCTYITHBI TOJIBKO JIUIaM, O0JIaAIOIINM MMPABOM JIOCTYIIA K HUM;

B) 3amm@poBaHHBIC TOKYMEHTHI (DJECKTPOHHBIC) MOTYT OBITH MPOYTEHBI TOJHKO MPH
HAJIMYUU COOTBETCTBYIOIIETO Pa3peLICHHUS;
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I) NOpolecchl M OlepalMd C JOKYMEHTAaMU OCYLIECTBIISIFOTCS TOJIBKO TEMH, KOMY
pa3pelleHO UX BBINOJIHATS;

1) TIOApa3JesieHHs] OpraHU3aIlK, OTBETCTBEHHBIC 3a OIpeeleHHbIe (DYHKIUH JeTIO0BOM
JEATEIIBHOCTH, YCTaHABJIMBAIOT CTENEHb JOCTYNHOCTH ISl JOKYMEHTOB, OTHOCSILUXCS K
00J1acTH UX OTBETCTBEHHOCTH.

11.4. MoHHUTOpPUHT W OTOOpakeHHE TIpaB MOJb30BaTeNli U (YHKIMOHAIBHBIX
00s13aHHOCTEH SIBIISIETCA HENMPEPBIBHBIM IIPOLIECCOM.

11.5. Bes pazpaboTanHas Ha NpeINpUATHN JOKyMEHTAIUs, HHPOPMaLUs O MpeIIpUsTHH,
o0bemMax M MeToAax (TEXHOJIOTHUAX) €ro paldoThl, NEPCOHAJIbHBIE JaHHbIE IEpCOHAla
OpEANpUATHS, a TaKKe Apyras HHPOpMaLus, MolydyaeMasi IEpCOHAIOM B MPOLIECCE BHIOIHEHUS
paboT, NPUHAATICKUT MPEANPHUATHIO U SIBIISAETCS KOHDUICHINAIBHON, 32 NCKIIIOUCHUEM CITy4Yaes,
KOTOpBIE OMpeeNIeHbl 3aKoHoJaTenbecTBE Poccuiickoit denepanuu.

11.6. Undpopmanus cocTaBiseT KOMMEPUYECKYIO TaliHy, €CIIM OHa UMEET JACHCTBUTEIHHYIO
WIM NMOTCHLIHAIbHYIO KOMMEPUYECKYIO LIEHHOCTb B CHJIy HEU3BECTHOCTH €€ TPETBUM JIMLAM, K
HEH HeT cBOOOJHOTO JOCTYIAa HA 3aKOHHOM OCHOBAaHHMHM M o0JsafaTeiab UHPOPMALUU TPUHUMAET
MEpbl K OXpaHe €€ KOH(QUIEHIHaIbHOCTH. CBeIeHHs, KOTOpble HE MOTYT OBITh OTHECEHBI K
KOMMEPYECKOW TalHE, ONPEAEIISIIOTCS 3aKOHOAATENBCTBOM Poccutickoit @enepauuu.

K xondpuneHnmanbHoi nHGOpMaIK, B YaCTHOCTH, OTHOCATCSI:

e cBeleHU 00  yNpaBIEHUM  JIEATENIBHOCTBIO,  TEXHOJOIMUYECKHX  Ipoleccax,
KOMMEpUECKHE JaHHbIE U JII00bIE APyTHE, KOTOPbIE MOTYT IPEJICTaBISTh UHTEPEC IS
KOHKYPEHTOB;

® CBEJEHUS O NPEINPHUITHM, KOTOPbIE MOTYT IOBIMUATH €€ INPECTHXKY, NPUHECTH €i
MOpaJbHBIA U MaTepUaANIbHBIN yI1ep0;

e r00as apyras wHGOpManusa, KOTopyr mnpaBoobmanatens - 3AO «Pora m Kombrtay
cunTaeT KOH(PUICHIUATbHOM.

[TompoOHeIi mepeueHp KoH(UACHIMANEHOW HHMOpMaru onpezeneH B [Ipunoxennn K

Hacroswme Mactpykuuu.

11.7. YcnoBust koHpUACHIMATEHOCTH MHPOPMAIIUN HE JCHCTBYIOT B CITydasx, KOTJa OHA
MOXET yrpoXaTb O€30MacHOCTH, H3HH, 3J0POBBIO JIIOAEH, COXPAaHHOCTH HMYIIECTBA U
IPEJCTaBIISITh ONACHOCTD JJISl AKOJIOTHH.

11.8. KonduaenunanbHoCTh HHGOPMAILIMU 00ECIICUNBACTCS:

e s mraTHOro nepcoHana 3A0 «Pora u Kombita» - omnpenenenuem TpeOoBaHHUN 1O
o0ecriedeHn0 KOH(GUACHIIMATBFHOCTH B TNPHKa3aX W pacropspkeHusix [ eHepambHOro
nupekropa 3A0 «Pora m KombITa», JOMKHOCTHBIX HMHCTPYKLMSIX WM IPOBEICHHEM
COOTBETCTBYIOIIETO HHCTPYKTaXKa O POCIHUCH (DOPMBI;

e Uil TPUBIEKAEMOI0 INEPCOHAJA WM JAPYTHX OpraHM3alMii - YCTaHOBJIECHUEM
TpeOOBaHUI MO 00ECNEYEeHUI0 KOH(UACHIMATIFHOCTH MH(POPMALMU B 3aKII0YAEMbIX
JIOTOBOPAaxX (COTTIAIICHUSX ).

11.9. Jlns orpaHuueHUs BO3MOXKHOCTH pasrjameHus HH(opManuu, TOCTYN K HeH
OTpaHMYEH XPAaHEHWEM JOKYMEHTAallUd B YCTaHOBJIIEHHOM MECTE€ M Pa3pelleH COTPYIHUKAM
TOJILKO B YaCTH, TPeOyEeMOil [Isl BBIMOJIHEHHSI BO3JI0KEHHBIX 00513aHHOCTEH.

Pazpemenne nHa Oosee momHBIA AocTtyn K uHbopmaruu cotpyaHukoB 3A0 «Pora u
KomnbITay uim ke MHBIX JIMI, MOXKET OBITh JTaHO TOJBKO ['eHeparabHBIM TUPEKTOPOM WU €ro
3aMECTUTEIISIMH.

11.10. Corpymuukun 3AO «Pora u KombiTay, He coOirofaroniye MpaBuia XpaHEHUS
npogeccHOHaIbHOMN TaliHbl B OTHOUIEHUU MOJYYEHHOM MH(OpMaIK, MOTYT ObITh OJBEPTHYThI
JUCLUIUTMHAPHOMY B3BICKAHUIO B COOTBETCTBHUH C 3aKOHOAATENLCTBOM Poccuiickon denepannm.
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12. HOPAJAOK BEJAEHUSA APXUBA ITPEAIIPUATHUA

12.1. O6mue TpeGoBaHust

Bce onpenenenHble pyKOBOACTBOM MPENNPUATHS JOKYMEHTBI U JaHHBIE 110 YNPABICHUIO
OpeANpUsITHEM, €ro CHUCTEeME KayecTBa, HpoueaypaMm (TeXHOJOrusM) paboT (mepBble
IK3EMIUTAPHI), PE3yJbTaThl paboT (OTYETHOCTH) M TPOBEPOK PETUCTPUPYETCS U XPAHHUTCS B
apxuBe MPeIIpUsATHS.

[Tomemienue €1 B apXWB MPEANPUSATHS  OCYIIECTBISETCS COTPYAHMKOM 1O
AeJIONPOU3BOACTBY M APXHUBY.

Benenue apxuBa npeanpusaTus Bo3jaaraeTcsi Ha COTpYJHUKA, KOTOPbIH (OPMUPYET apXUB U
BEJIET €ro ONMch. ApXMB HAXOAUTCS B CIELMATIBLHO OTBEACHHOM MTOMEIICHUH.

JocTtyn K apxXuBHBIM MaTepuajllaM pa3pelleH TOJIbKO II0 NHCbMEHHOMY YKa3aHUIO
I'enepansHoro nupekropa 3A0 «Pora u Komnbita» uim ero 3aMecTUTENs IO HAITPaBJICHHUIO.

Cpoxk xpaHenus Jlena B apXuBe yKa3bIBaeTCs Ha ero 00J0XKKe MpH MOMEIeHHH Toro Jlena
Ha XpaHEHHE B apXMB.

12.2. OT00p 1 nepeaaya J0KYMEHTOB Ha MOCJeAyI0lIee XpaHeHHe M1 YHHYTOKeHHe
12.2.1. Hukakux peWicTBUi TO OTOOpPY W Mepemade TOKYMEHTOB Ha MOCIEAYIOIIee
XpaHEHHE WM YHUUYTOKEHHE HE JOJDKHO NpEeANpPUHMMAThCS 0€3 YBEPEHHOCTH B TOM, UTO
OTIpeIeIeHHBIN TOKYMEHT Oouibliie He TpeOyeTcs, paboTa ¢ HUM 3aBepIlieHa U OH He MOTpedyeTcs
B KQ4eCTBE J10Ka3aTebCTBA.
12.2.3. [leiictBus mo oTOOpy W mepenadyy JOKYMEHTOB Ha IOCIEAYIOIIee XPaHEHUE WIH
YHUUYTOXKEHUE MOTYT OXBAThIBATh!
a) HEMOCPEACTBEHHOE (PM3NYECKOE YHUUTOKEHHE, BKIIIOYasi Iepe3anich U CTUPAHUE;
0) nanpHEHIIee XpaHEHHE B CTPYKTYPHOM TO/Ipa3ICTICHUH;
B) MEpPEMEIIECHNE B COOTBETCTBYIOLIEE XPAHUJIMILE WIM HAa COOTBETCTBYIOLIMM HOCHUTEIb
(TI01 KOHTPOJIEM TIPEATIPUSATHS ),
r) mepenauyy B APYTyI0O OpPraHU3aIMIO, KOTOpas NpHUHsUIAa HAa ce0s OTBETCTBEHHOCTH 32
JIETIOBYIO JEATENBbHOCTD B PE3yJIbTaTe PECTPYKTYpPU3ALUH, IPOAAXKH UM IPUBATU3ALIM;
I) Tepenady JOKYMEHTOB B XpaHWJIMILE, YIpaBIsieMOe B MHTEpecax MpeanpUsTHS
HE3aBUCHMBIM ITOCTABUIMKOM YCIIYT.
12.2.4. Tlpu ¢uU3NYECKOM YHUUTOKEHHHM JOKYMEHTOB CIIEAYeT PYKOBOJICTBOBATHCS
CJIEAYIOUIMMHU IPUHIUIIAMU:
® YHHUYTOXXKEHHUE JIOJDKHO BCEr/la ObITh CAHKI[MOHUPOBAHHBIM;
® JOKyMEHTBl, CBfI3aHHbIE C TPEACTOSIUMH MM  aKTyaJIbHbIMU CYyJIeOHBIMU
pa3duparenbCTBaMU M PacciaeIOBaHUSIMU, HE CIIEAYET YHHUTOXKATD;
® YHHUYTOXKEHUE JOKYMEHTOB JOJDKHO MPOBOAUTHCS TaKUM 00pa3oM, 4TOObI COXPaHHUTh
KOH(HIEHIIMATBHOCTD JIH000H coeprkalienicss B HUX MH(OopMaIuu;
e BCE KONMM  JOKYMEHTOB,  DPa3pelIEHHbIX K  YHUYTOXKEHUIO,  BKJIOYas
KOH(HICHIIHATIbHBIE, CTPAXOBbIC U PE3EPBHBIC KOMUH, CICAYET YHUUTOKHTb.

12.3. DkcnepTH3a NPAKTHYECKONH IEHHOCTH JOKYMEHTOB

12.3.1. JIns BeneHus CHCTEMaTH3MPOBAHHOW pPabOThI MO AKCHEPTH3E MPAKTHYECKOU
[EHHOCTH XPAHALINXCS TOKYMEHTOB CO3JaeTCs SKCIEPTHAs KOMHUCCHS W3 YHWCla Hauboiee
KBaupuuUpoBaHHBIX pab0oTHUKOB 3A0 «Pora u KonbiTay.

12.3.2. Tlom »SKcmepTU30M IIEHHOCTH JOKYMEHTOB TOHHMAETCS  OINpEACIICHHE
IpakTU4ecKkoro 3HaueHus JokyMeHToB 3A0 «Pora u KonbITa» B 1eisix ux oTéopa Ha XpaHEeHHE
C YCTAHOBJIEHHEM CPOKOB UX XPaHEHUS WINA HAa YHUUTOXKECHHE.

12.3.3. CocTaB 3KCIIEpTHOM KOMMCCHU yTBepxknaercsi ['eHepanbHbIM nupekropom 3AO
«Pora n Kombrra».

12.3.4. DkcneprHas komuccuss 3A0 «Pora um KombiTay OCyIIECTBISET CIEAYIOIINE
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GyHKIMY:

e paccMarpuaet npoektsl Homenknarypsl aen 3A0O «Pora u KonbiTa» Ha HOBBIH IO,
® OpraHu3yeT eXEroAHbIN 0TOOP TOKYMEHTOB Ha XpaHEHHE UM YHUUTOKECHHE;
® paccmaTpuBaeT omucu Ha Jlema MOCTOSIHHOTO XpaHEHUs, MOJuIeXallue Iepenadye B
roCyJapCTBEHHBIM apxuB, W ONUCH Ha jaena BpeMeHHoro (mo 10 mer) wu
nonroBpeMeHHoro (cBaime 10 j1eT) XxpaHeHwus.
Permenust SkCiepTHOM KOMHUCCHUU TPUHUMAIOTCSI OOJIBITUHCTBOM T'OJIOCOB U YTBEPKIAIOTCS
I'enepansubiM qupektopoM 3AO «Pora u Kombitay.

12.4. TloaroroBka u mnepegadya JOKYMEHTAJBHBIX MaTepHAJIOB B rocylapCTBEHHbIN
apxuB

12.4.1. Marepuanbl co cpokamu A0 10 JeT BKIIOYHUTENBHO XPAHATCA B apXUBE
OPEANPUATHS U 110 UCTEUCHUH YCTAHOBJIEHHBIX CPOKOB XpAaHEHUS M MPAKTUYECKOH HAaZOOHOCTH
YHUUTOXKAIOTCS B COOTBETCTBUU C YCTAHOBJIEHHBIM MOPSIIKOM.

12.4.2. Xpanenue Jlen mpou3BoauTCs B 3aKpbiBaromuxcs mkadax. Kimroun ot mkados B
pabouee BpeMsl XpaHATCS Y OTBETCTBEHHOI'O COTPYIHUKA MTPEAIPHUITHSL.

12.4.5. Bwigaua Jlenm coTpyIHUKaM TPOM3BOAMUTCS Ha OCHOBAHUHU pPaCIOPSIKEHUS
['enepanbHOrO AMPEKTOpPa WM €r0 3aMECTUTEIEH.

12.4.6. Jlena ¢ JOOKyMEHTaJIbHBIMM MaTe€pHajJaMHM IOCTOSHHOIO U JIOJTOBPEMEHHOIO
CPOKOB XpaHEHHUs, 3aKOHUEHHBIE JEJIONPOU3BOICTBOM, IO UCTEUEHUH MATH JET C MOMEHTa HX
OKOHYaHUS CIAIOTCS B TOCYIapPCTBEHHBIN apXUB B yCTAaHOBJICHHOM IOPSJIKE.

12.4.6. B nensx BCECTOPOHHErO HCIOJB30BaHUS JOKYMEHTAIbHBIX MaTEpHAJIOB apXuBa,
XpaHsmuecs B HeM Jlena ¢ JOKyMEHTaJIbHBIMU MaTepraniaMu MOCTOSIHHOTO U JOJTOBPEMEHHOTO
CPOKOB XpaHEHHS MOTYT BbIIaBaThCs COTPYAHUKAM JUIsl paOOThl HAJl HUIMU B ITIOMEILIEHUU apXUBa
U BO BPEMEHHOE IIOJb30BaHWE BHE apXHWBa Ha OCHOBAaHMM IHMCHbMEHHOIO pa3pelIeHus
['enepanbHOro AMPEKTOpPa WM €r0 3aMECTUTEIIEH.

13. MOHUTOPHUHI U AYIUT
13.1. lnsa obecrieueHus! BHEAPEHUS TaKUX MPOLETYP U MPOLECCOB TIOKYMEHTHON CUCTEMBI,
KOTOpbIE€ COOTBETCTBYIOT MOJHMTHKE U TPEOOBAHUAM MPENNpPUATHS U TO3BOJISIOT MOTyYaTh
OKU/IaeMBbI€ PE3yJIbTATHI, TOJDKEH PETYJSPHO MPOBOIAUTHCS MOHHTOPUHI COOTBETCTBHUs. Takoi
MOHUTOPHHI JIOJDKEH IMPOBEPSTh KayecTBO PabOThl JOKYMEHTHOW CHUCTEMbl Ha MPEINpPUSTHH,
UCTIOJIHEHUE TIOJIb30BATEISIMH  CBOMX OOS3aTENBCTB B OTHOIICHWM CHCTEMBI, a TaKxke
YZIOBJIETBOPEHHOCTH I10JIb30BaTENeH JaHHOM CUCTEMOI.
13.2. TlpoBeneHne MOHUTOPHHTA WM ayJIUTa IMPOU3BOAUTCS IO TPOLEAYPAM CHUCTEMBI
MEHEKMEHTa KauecTBa MPEAIpUATHS, PETJIAMEHTUPYIOLIUM 3TH MIPOLECCHI.
13.3. B ciydae oOHapyXeHHsT HETPUTOTHOCTH WiH Hed()()EKTHBHOCTH TOKYMEHTHBIX
CHUCTEM U TMPOLECCOB YIMpPaBJIECHUS JOKYMEHTAMH OHHU JOJDKHBI OBITh MOJU(PHUIHMPOBAHBI
(IpeInpUHATHl KOPPEKTUPYIOUIHE U TIPSy IPEKTAIOIINE TCHCTBHS).
13.4. MOHUTOPUHT CUCTEMBI MIPEACTABISAET COOOM:
® HEOTHhEMJIEMbII U HENPEPBIBHBII Mpoliecc cOopa HHPOPMALUU O paboTe JOKYMEHTHOU
cucTeMbl. (DTO MOXET OBITh MPOBEAEHO IyTEM HHTEPBbIOMPOBAHUS PAOOTHUKOB U
OCHOBHBIX MCIIOJTHUTEJIEH IpU MOMOIIM aHKET, HaOJI0JJeHHs 3a CUCTEMOI B IeHCTBUH,
M3yYEHUS TPOLEAYPHBIX HHCTPYKIMH, Y4eOHBIX MaTepPHAaJIOB U APYTroi JOKYMEHTAIUH,
a TaKKe IyTeM TMPOBEJCHUS BBHIOOPOUHBIX MPOBEPOK KauyecTBa JIOKYMEHTOB,
WCTIOJIB30BAaHUSI KOHTPOJIBHBIX MEP);

® TIPOBEPKY U OLIEHKY pabOThl JOKYMEHTHON CHUCTEMBI;

® UHHIMUPOBAHHE M MOHUTOPUHI KOPPEKTUPYIOIIUX AECHCTBHH; YCTAHOBJIEHUE PEXKUMA
HENPEPHIBHOIO MOHUTOPHUHTA U PETYJISIPHON OLIEHKHU.

13.5. CooTBeTCTBHE CHCTEMBI YCTAaHOBJICHHBIM TPEOOBAHMIM, a TaKXK€ MOHUTOPHHT
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CIICAYyCT NOKYMCHTAJIbHO (1)I/IKCI/IpOBaTI), a OTYCTHBIC NOKYMCHTEI CJICAYCT COXPAHATD.

13.6. Cucrema AOJKHA IIOJIHO M TOYHO OTpaXKaThb BCC OICpallu, MMPOU3BCACHHBIC C
KOHKPCTHBIM JOKYMCHTOM, B TOM YHUCJIC MPOLCCChI, CBA3AHHBIC C 3THUM JOKYMCHTOM. Takme
HO,Z[pO6HOCTI/I MOTYT OBITE 3a(1)I/IKCI/IpOBaHBI B MCTAaJaHHBIX HJOKYMCHTA HJIM B KOHTPOJIbBHBIX
IMPOTOKOJaX CUCTCMHBIX ITPOLECCCOB. HpOTOKOJ’ILI KOHTPOJIA CHUCTCMHLIX ITPOLECCOB OOJIKHBI
XpaHUTBCA, KaK MHUHHUMYM, CTOJIBKO K€, CKOJIbKO XpPAaHUTCA AOKYMCHTaAlUAd, K KOTOpOfI OHH
OTHOCATCA.
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