KOHTPOJIbHO-CUETHBIM OPITAH XABAPCKOI'O PAMOHA
AJITAVMCKOT' O KPAS

PACITOPAXEHWE

30.12.2020 Nel6 ¢. Xabapnl

B coorsercraun ¢ Meepanbabiv 3akoHom ot 07 despais 2011 roma Ne 6-
®3 «O06 00mKX NPUHIMIIAX OpraHU3aluy U IeATeIbHOCTH KOHTPOJIbHO-CYETHBIX
opranos cyObexToB Poccuiickoit @enepauuit 1 MyHHLMIATEHBIX 00pazoBaHuii», B
cooTBeTCTBMM ¢ TyHKTOM 13 crateedt 7 Ilonoxenus o KOHTPOJIbHO-CYETHOM
oprane XaGapckoro paiiona AJTaHCKOro Kpad, YTBEPIK/ICHHBIM  PeLICHHEM
Xabapckoro paitonnoro Cosera J€MmyTaToB OT 06.03.2020 Ne 07:

l. YTBepAUTH HMHCTPYKUHMIO MO  JCIONPOU3BOACTBY KOHTPOJIBHO-
cyeTHOro opraHa XaGapckoro paiioHa AJTaiCKOro Kpas cOrmacho IPHITOKEHHUIO |
K HACTOSIIIIEMY PAacIOpsKeHHUIO.

2. OnybaukoBarh JIaHHOE PpaclopskKeHHe Ha calite AJIMHUHUCTpAIMK
Xabapckoro paiiona AJITaliCcKoro Kpas B pas/eiic KOHTPOJIBHO-CUETHBIH OpraH.

3. KOHTpOJb 3a HCMOJHEHHEM HACTOSIIETO PACIOpsiKeHus OCTaB/IAIo 3a
coOOH.

[Ipencenarenb

KOHTPOJIbHO-CYETHOIO OpraHa %{2&
Xabapckoro paifona AnTaicKoOro Kkpas . H.B.bansikuna



YT1BepxkaeHa
Pacniopsixenuem KontponsHo-
cueTHOro opraHa  Xabapckoro
paiiona AnTaiickoro Kpas
ot 30.12.2020 Ne 16

HNucTpyKuus no aeonpou3sBoacrsy B KOHTPOJIbHO-CYEeTHOM OpraHe
Xabapckoro paiioHa AJITAHCKOI0 Kpas

1. O01mue moJj10KeHus

1.1. HacTrosimmast ”HCTpYKLMS 1O AJIONPOU3BOACTBY (fanee - MHCTpyKIus)
pa3paboTtaHa B COOTBETCTBUU ¢ OCHOBHBIMHM NOJIOKEHUSIMU ['ocynapcTBEHHOM
CHCTEMBI JOKyMEHTAIMOHHOTO obecredenus ympasienus, [OCT p 7.0.97-2016
"Cuctema CTaHIapTOB MO MHPOPMAINH, OMOIMOTEYHOMY M U3IATEIbCKOMY
neny. OpraHu3aliMoOHHO-paclopsiAuTeNIbHas JOKyMeHTalus. TpeOoBaHUs K
0OPMIICHUIO IOKYMEHTOB'", MeTOIMYECKUMU PEKOMEHIAIUSAMU 10 TPUMEHEHHUIO
I'OCT P 7.0.97-2016 , ®enepanbubivM 3akoHOM 0T 29 wmroHsa 2015 r. N 162-$3 "O
cranaaptuzanuu B Poccuiickoii ®depepanun”, a TakkKe B COOTBETCTBUH C
3aKOHOJIATEIbHBIMU W HWHBIMHM HOPMAaTUBHBIMU NIPABOBBIMH aKTaMu B cdepe
uH(pOpMAaIIH U 1ETONPOU3BO/ICTBA.

1.2. MHCTpYKIMS ONpenesieT CUCTEMY OPTraHW3aldy JIEJIONPOU3BOJCTBA B
KontponbHo-cueTHOM opraHe Xa0apckoro paiiona Anrtaiickoro kpas (janee
KCO), ycranaBiauBaeT mnpaBuiia MOATOTOBKH, O(OPMIIEHHS, TPOXOXKICHUA H
KOHTPOJISI UCIIOJIHEHHSI TOKYMEHTOB OTKPBITOTO XapaKTepa.

1.3. IlpaBwia u mNOpsAIOK pabOThl C JIOKYMEHTaMU, YCTaHOBJICHHbBIC
HacTosime MHcTpykiuei, o0si3aTenbHbl uist Bcex coTpyanukoB KCO.

1.4. Corpygnuku KCO HecyT OTBETCTBEHHOCTb 3a COOJIIOJEHUE
TpeOoBaHmii HacTosmer MHCTPYKIMU, COXPAaHHOCTh CIY>KEOHBIX TOKYMEHTOB U
coJiepkaleiicss B HUX nHpopmanuu.

O6 yrpare [OKYMEHTOB COTPYAHUKHA  HEMEIJIEHHO  COOOIIa0T
npeaceaatento KCO, HazHauaeTcs ciry)e0Hoe paccieioBaHue.

[lepenaua corpynnukamu KCO MOKYMEHTOB WJIM WX KOMHUM paOOTHUKAM
CTOPOHHUX OpraHU3aLM JOIYCKAETCS TOJBKO € NUCBMEHHOIO pPAa3pelICHUs
npencenarens KCO.

1.5. IIpeacenarens KCO Bo3naraer Ha COTPYAHUKOB OTBETCTBEHHOCTH 3a
BEJICHUE JEJIONPOU3BOICTBA WIIK OCTABJISET 3Ty QYHKILHIO 32 COOOM.

1.6. Ha oTBETCTBEHHOI0 3a JIEJIOMPOU3BOJCTBO BO3JIAraeTcsi BBHIIIOJIHEHHE
CJIEIYIOLIUX OCHOBHBIX 00SI3aHHOCTEH:

1.6.1. mpueM u y4eT BXOIAIIMX JOKYMEHTOB, MEpenada JOKYMEHTOB Ha
paccmotpenue mpeacenatento KCO u mocne mMoaydeHusi COOTBETCTBYIOIIMX
yKa3aHuil (pe30tonuii) nepenaya ux HemocpeACTBEHHOMY UCITOJIHUTEIIO;

1.6.2. yder nucxoasmux J0KYMEHTOB, UX OTIIPaBKa;

1.6.3. monroroBka HoMeHKIATYypHI 1eia KCO,;
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1.6.4. Benenue u hopMupOBaHUE AET B COOTBETCTBUU C HOMEHKIATYPOH;

1.6.5. moAroTroBKa NPEMIOKEHHM IO COBEPIICHCTBOBAHUIO padOTHI C
JNOKYMEHTaMU;

1.6.6. dopmupoBanue apxuBa KCO, odopmieHre TOKyMEHTOB IS
nepeJayd B MYHMIMIAJIbHBIA apXWB Xabapckoro paiioHa AnTaiickoro kpas B
cootBeTcTBUH ¢ [lonoxxennem 06 ApxuHoMm ¢onae Poccuiickoit denepannu.

2. OcHOBHBIE TPeOOBaHUS K 0()OPMIICHHUIO IOKYMEHTOB

2.1. TIpoekTtbl JOKyMeHTOB mnevatatorcs corpyaHukamMu KCO Ha OnaHkax
YCTaHOBJICHHOM (hOPMBI MJIM HA YUCTHIX JIUCTaX Oymaru.

OtaenbHBIE BHYTPEHHHE JOKYMEHTBI, aBTOpPaMU KOTOPBIX SIBJISIFOTCS
corpyanaukn  KCO, nomyckaercs mnucaTb OT pykd (3asBI€HHE, 3asBKa,
00BACHUTEINbHAS 3alIMCKa U T.I1.)

2.2. OOpa3sipl OJaHKOB JOKYMEHTOB (IMpUKa3a, pPaclopsiKEHHUs, MUChMa)
yTBepxkaarTcs pacnopsukeHueM KCO.

2.3. JIOKyMEHTBI NEYaTalTCS C HMCIOJb30BAHUEM TEKCTOBOIO PEIAKTOpa
WORD for WINDOWS Bepcun 2.0 u Bbime mpudtom Times New Roman
pasmepom Ne 12, 13, 14 gepe3 oauH WHTEpBal Ha OJIaHKaX WM HA CTaHIAPTHBIX
muctax Oymaru ¢popmara A4 (210 x 297 mm). HCTpyKIIMEHN TIO 1€IONPOU3BOICTBY
YCTaHaBIUBAIOTCSA pa3Mephl CIYKEOHBIX MOJEH Ha JOKYMEHTE, KOTOPbIE JOJKHBI
OBITh HE MEHEE:

20 MM — J1€BOE;

20 MM — BepxHee;

20 MM — HIDKHEE;

10 MM mpaBoe.

2.4. Jlns BBIACIEHUS 4YacTH TEKCTAa JOKYMEHTa, 3arojoBKa, pasjena,
MPUMEYAHHS] MOTYT UCTIOJB30BATHCS MPUQPTHI APYTHX TUIIOB U PA3MEPOB, JKUPHOE
HayepTaHue, KypCUB, U3MEHEHHBIN (YMEHBIIIEHHBIN) WHTEPBAT MEXKIY CTPOKAMH,
CMEUIEHUE OTHOCUTENBHO IPAHUI] OCHOBHOTO TEKCTA.

[Ipn newyatanuu TaOMUIl TAaK)KE€ MOXKHO HMCIOJIb30BaTh MIPUPTHI IPYrUX
pa3MepoB.

2.5. Ilpu HU3roTOBJIEHUM JTOKYMEHTOB Ha 2 W 0oJjiee CTpaHMIAX BTOpas U
MOCJICAYIOIUE CTPAHUIBI JOJDKHBI OBITh MPOHYMEpoBaHbl. [lopsinkoBbie HOMepa
CTpPaHMI] TMPOCTABISAIOTCS apaOCKuMu 1udpaMu BHM3Y MOJsA JOKyMEHTa
nocepeAnHe 0e3 3HaKa TOYKW WIM JPYyTrux 3HakoB. IlepBas cTpaHuiia JOKyMeHTa
WJIM TIPUJIOKEHHS K HEMY HE HYMEPYIOTCSl.

3. IIpaBuia ogopmiieHUs peKBU3UTOB JOKYMEHTOB
Kaxxnplii TOKYMEHT COCTOMT W3 OTHEIbHBIX COCTABJISIONIMX €ro 3JEMEHTOB,
Ha3bIBAEMbIX PEKBU3UTAMU (MHAEKCHl PEKBU3UTOB).

3.1. HammeHoBaHUE BHAA JOKYMEHTA
HaumenoBaHne BuAa JOKYMEHTa YKa3bIBA€TCSI HA BCEX, KPOME IHCEM,
JOKYMEHTaX: TMpHUKa3axX, pacloOpsDKeHHUSIX, OT4YeTax, CIpaBKaxX, 3aKIIOYEHUSX,
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aKTax, TPEJCTABJIICHUSAX, NPEINMUCAHUAX, CIY)KESOHBIX 3alHUCKaX © T.OI. H
NevaTaeTcs MPOMUCHBIMU OYKBaMHU B IIEHTPE CTPOKH.
3.2. J/lata foKyMeHTa

3.2.1. Jlatoii poKyMmMeHTa SBJISETCS Jara €ro TOANHCAHHUS WU
YTBEPKJICHHUSI, VISl TIPOTOKOJIA — TaTa 3aCeIaHmsl, IS aKTa — J1aTa COOBITHS.

3.2.2. lata nokymeHnTa odopmisieTcsi apaOCKuMu IudpaMu B CIEAYIONIICH
MOCJIEIOBATEILHOCTH: JIeHb Mecsla, Mecsi, roa. JleHp wecsia W MecsI]
opopmisIrOTCsT AByMsT TapamMud 1udp, pa3feNeHHBIMH TOYKOH, TOA YETHIPbMS
nupami.

3.2.3. B Tekctax MIOKyMEHTOB, COJAEpXAINX CBEACHHUS (HUHAHCOBOTO
XapaKkTepa, MOMYCKAeTCs MPUMEHSATH CIOBECHO-IUGPOBON crmocod odopmieHus
nat: 30 nexabps 2020 roxa.

3.2.4. Ha moxymeHTax, oopMIICHHBIX Ha OJaHKaX, JaTa MPOCTaBISETCS B
COOTBETCTBHUH C PACIIOJIOKEHUEM dTOTO PEKBU3HTA.

3.2.5. Ha nokymeHTax, o)OpMJICHHBIX Ha CTaHJAPTHBIX JIUCTaxX Oymarw,
JaTa TMPOCTABISETCS I0JI HAUMCHOBAHHMEM JIOJDKHOCTH JIMIIA, IOJIHCABIICTO
JTOKYMEHT.

3.3. UHgekc (HoMep) J1OKyMeHTa

3.3.1. NHpekc co3maBaeMbIX U MOJYYAEMBIX JOKYMEHTOB COCTOUT W3
MOPSIKOBOIO HOMEPA B Mpeiesiax KaJICHAApHOIo roja.

3.3.2. Ha noxymeHTax, opopMJIECHHBIX Ha OJIaHKaX, HOMEp MPOCTABISETCS B
COOTBETCTBHH C PACTIOJIOAKEHHUEM 3TOT0 PEKBU3UTA.

3.3.3. B nmnucbMe-OTBETE YKa3bIBA€TCS MCXOIAIIAN HOMEP M JaTa
JTOKYMEHTa, Ha KOTOpbIi gaercs oteeT: Ha Ne 02-13/36 ot 30.12.2020.

3.3.4. Ha noxymeHntax, o)OpMJIICHHBIX Ha CTAHJAPTHBIX JUCTax Oymarw,
HOMEp MPOCTABISAETCA MO JATOM.

3.4. Anpecar

3.4.1. PekBusut «Axpecar» pacrojaraercs B MpPaBOM BEPXHEM YLy
NEPBOro JINCTA JOKYMEHTA.

3.4.2. JIoKyMEHTBI aIpeCylOTCAd OpraHu3alMsIM, HUX CTPYKTYPHBIM
NoJpa3/ieICHUsIM WJIM  KOHKPETHOMY  JIOJDKHOCTHOMY  Juny. Ilpu  »sTom
HAaVMEHOBAHHE OpraHU3allMM W CTPYKTYpHOE MOAPA3ACIICHUE YKa3bIBAIOTCS B
UMEHUTEIBLHOM MaJIexe, HalpuMep:

KonTponbHO-cueTHbIN opraH
Xabapckoro paiioHa AnTalckoro
Kpast

Nucnekmg Ne 1
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3.43. Ilpu angpecoBaHMM JIOKYMEHTa pPYKOBOIAUTENIO OpraHU3aluu
HaMMEHOBAHWE OpraHW3allMd BXOJUT B COCTaB HAUMEHOBAHHS JOJKHOCTH
azipecara M yKa3blBaeTCs B 1aTEJIbHOM MaJ/IeXke, Halpumep:

I'naBe paitona
A.A.Kucnosy

3.4.4. Ecnu TOKYMEHT aJ[pecyloT B HECKOJIbKO OpPTaHM3allii, TO B OJHOM
MUCbME MOKET ObITh OPOPMIIEHO HE OoJiee YEThIPEX aJIpecaToB.
B cocraB pexBuszuta "Axapecar' MOXKET BXOAUTH MOYTOBBIN apEC, 3EMEHTHI
agpeca Ha KOHBEPTE YKa3blBalOT B IMOCJIEAOBATEIbHOCTH, YCTAHOBJICHHOU
nercteyrommumu [IpaBunamuy okasaHus yciayT MOYTOBOM CBS3U.

3.5. I'pu¢ yrBepxaeHus

3.5.1. I'pud yTBEepx’ACHUS pacnojgaraeTcs B IpaBOM BEPXHEM YIIIy IEPBOrO
JUCTa JOKYMEHTa M TI€YaTaeTcsl OT TIpaHMIlbl BEpXHEro mojs 0e3 KaBblueK
MPONHUCHBIMU OYKBaMHU.

3.5.2. Ilocne 3aromoBka pekBusuta (cioBa YTBEPXKJIEHA,
YTBEPXIEH, YTBEPXXJIEHbBI nniun YTBEPXIEHO) cnenyroT: HaumMeHOBaHUE
JOJHKHOCTH JIMIA, YTBEP)KIAIOMIET0 JOKYMEHT, MOANHUCH, (haMuiIusl, WHUIUAJBI,
JaTa yTBEPKACHUS.

3.6. Pe3osrouus

VYKazaHus M0 MCHOJHEHUIO JOKYMEHTa (PUKCUPYIOTCS B (hOpME PE30JIIOLIHH,
BKJIFOYAIOUIEH (aMWINI0O M MHULMAIBI UCIIOJHUTEINS, COAEpKAHUE MOPYUYCHUS U
CPOK MCHOJIHEHUS (MPpU HEOOXOIUMOCTH), MOJANUCH U AaTy. McroaHuTenelt Moxer
ObITh HECKOJIbKO. B 3TOM ciyyae OTBETCTBEHHBIM 3a HCIOJIHEHHME JIOKYMEHTa
ABIISIETCS JINLIO, YKA3aHHOE B PE30JIIOLIUU ITEPBbIM.

3.7. 3aroJi0BOK K TEKCTYy

3.7.1. JIoOKyM€HT, KakK NpaBWIO, JIOJDKEH HMMETh 3arojoBOK, KOTOPBIU
KpaTKO M TOYHO OTpa)KaeT cojiepkaHue JOKyMeHTa. Eciu B TEKCTE OTpa)kKeHO
HECKOJILKO BOIIPOCOB, 3ar0JIOBOK JOJKEH (HOPMYITHUPOBATHCSI 000OIIEHHO.

3.7.2. 3arojioBOK Ie4YaTaeTcsi OT JIEBOM TPAHMIIBI MOJS JOKYMEHTa C
MpONUCHOM OYKBBI. B KOHIIE 3arojoBka TOUKa HE CTaBUTCS. 3aroJ0BOK MEeYaTaeTCs
0¢3 KaBbIUCK U HE TTOTUCPKUBACTCS.

3.8. Tekcr 1oKymMeHTA

3.8.1. Tekct moKymMeHTa JIOJDKEH OBITh  YETKUM, JIOTUYHBIM,
MOCNIEAOBATEIbHBIM, YOEIUTENbHBIM M KOPPEKTHBIM 1O (opme, ob6nanaTh
HOJHOTON MH(OPMALIMH, HE TOJDKEH JI0MyCKaTh PA3INYHOTO TOJIKOBaHUS. DaKThl 1
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COOBITHSI JOJIKHBI M3JIaraThCs IOCTOBEPHO, OOBEKTHBHO, JJAKOHWYHO, SICHO. JIJis
yOPOUICHUST omepanuii mo oOpaboTKe MHCEM U YCKOPEHUS WX HUCIIOJHEHUS He
PEKOMEHIyeTCsl B OJHOM TIMChME pacCMaTpuBaTh JBa W OoJjiee Pa3TUIHBIX
BOIIPOCOB, MHCHMO JOJKHO OBITH OJHONPEAMETHBIM MO cojaepxaHuo. O0bem
MUChMa HE JOJDKEH IMPEBBIATH JBYX CTPaHUI, B HUCKIIOYUTEIBHBIX CIydasx
JIOITYCKAIOTCS TMChbMa 00BEMOM JI0 MATH CTPAHUI] MAITUHOTIMCHOTO TEKCTA.

3.8.2. Tekct odopmiisieTcsi B BUIE CBI3HOTO TEKCTA, TAOIHIIbI, AHKETHI WIIH
B BUJIE COCIMHEHUS 3TUX CTPYKTYP.

3.8.3. TekcT JOKYMEHTa MOXET HAYMHATHCS C YBAXKUTEIBHOTO OOpallleHUs
K aJpecary, KOTOpO€E MeyaTaeTcsl M0 UEHTPY M 3aKaHUYUBAETCA BOCKIIMLATEIIbHBIM
3HAKOM.

3.8.4. Ilpy HanmuYuu TYHKTOB, MOAMYHKTOB OHH O(OPMISIOTCS, Kak
MpaBuiIo, apabCKuMu HudpaMu ¢ TOUKOM.

3.8.5. B TekcTe JOKyMeHTa, MOArOTOBIEHHOTO HA OCHOBAHUU JTOKYMEHTOB
paHee M3IaHHBIX JIOKYMEHTOB, YKa3bIBalOTCS HMX PEKBU3UTHI: HAUMEHOBAHUE
JOKYMEHTa, HAMMEHOBaHUE OpraHW3allMd — aBTOpa JIOKYMEHTA, JaTa JOKYMEHTa,
pPErUCTpalMOHHBIN HOMEP JOKYMEHTA, 3ar0JI0BOK, HAIPUMED:

«B cootBercTBHM ¢ DeaepanbHbiM 3akoHOM 0T 07 deBpans 2011 roga Ne 6-D3
"O6 o00mux TOpUHIMIAX OpraHu3aldd —  JIEATeTbHOCTH  KOHTPOJBHO-
CUYCTHBIX OpraHoB cyObekTOB Poccuiickoit denepanii W MYHHITUIIAIBHBIX
oOpa3zoBaHu"».

3.8.6. Tekcr, kak mpaBWJIO, COCTOUT M3 JABYX 4acTteil. B mepBoi wactu
YKa3bIBA€TCsl TMPUYMHBI, OCHOBAHWSA, LEIU, BO BTOPOW — pEIICHHS, BBIBOMBI,
IPOCHOBI, TIPEATIOKEHHS, PEKOMEHAAIMU. B c1y’KeOHBIX MUChMax HCIOIB3YIOTCA
cienyromue GopMbl U3II0KEHUS:

- OT IEPBOrO JIMIIA MHOKECTBEHHOIO uncia («mpocuMm Bac paccMOTpeTsb...»,
«HATMPABIIAEM Ha SKCIIEPTHUY...»);

- OT MEepBOro JUIA EJAMHCTBEHHOTO YHCla («CUUTAI0 HEOOXOAMMBIM...»,
«TPOIIY BBIACIUTD. ..»);

- oT Tperbero juna eauHcrBeHHoro uucia («KCO posoaut mo Bamero
cBeneHus. .. », «KCO obOparaer BHUMaHHE. ..»).

3.8.7. B nmnucbMmax, HampaBisieMbIX B KOHTPOJIbHO-CUETHBIM OpraH
Xabapckoro paiioHa AJTACKOro Kpas, KOMUTETHI, palOHHbIE OpraHU3alH, B
aIMUHHUCTPALINIO, B MyHULIUTTAIIBHBIE YUPEIKICHUS JOJKHBI U3J1araTbCs TOJBKO TeE
BOITIPOCHI, KOTOPBIE IEHCTBUTEILHO TPEOYIOT PEIICHUSI UMEHHO dTUX OPTaHOB.

3.8.8. He pa3pemraercss BHECEHHE KaKUX-IHOO MCIPABICHUM, TOMOJTHCHUN
B MOJINTMCAaHHbBIC MUChMA. JlaToi muchMa SIBJSIETCS 1aTa €ro MOAMUCaAHUS.

3.9. OTMeTKa 0 HAJTMYHMH NPUJIOKEHUS

3.9.1. Ecan K TOKyMEHTY UMEIOTCS MIPHUIJIOKEHHSI, TO 00 3TOM YKa3bIBaeTCsI
B TEKCTE WJIM TOCJe TEeKCTa JOKyMEHTa mepen moamuckio. [locime Tekcra ciaoBo
«[Ipunoxxenne» meuaraercs 0e3 ab3ama M craBUTCS ABoeToune. Eciu TOKyMeHT
UMeeT MPUJIOKEHHE, Ha3BaHHOE B TEKCTE, PEKBU3UT O(OopMIIsieTcs, Hampumep,
CIEAYIOIIMM 00pa3oMm:



[Tpunoxenue: Ha 101. B 1 3K3.

3.9.2. Ecnmu NOKYMEHT MMEET MPUIOKECHUE, HE HA3BAHHOE B TEKCTE, UX
HEOOXOIUMO MPOHYMEPOBATh M MEPEUYHUCIUTh C YKAa3aHUEM JIMCTOB B KaXKIOM
IPUIOKEHUH M KOJIMYECTBA SK3EMIUISIPOB, HAIIPUMED:

[Ipunoxenue: 1. AKTO ............ Ha 371. B 1 9Kk3.
2. [losicHUTENbHAS 3aMUCKA O ............. Ha 4. B 1 7K3.

3.93. Ecnim K IOOKyYMEHTY NpPWJIAraercss IPYrod JTOKYMEHT, MMEIOLIUN
NPWIOKEHUE, OTMETKAa O HAJIWMYUKM TNPUIIOKEHHS] OPOpPMIISIETCS MO CIeayIoIIeH
dbopme:

ITpunoxenue: Jorosop ot 31.03.2001 Ne 17 u npuiiokeHue K HEMY, BCEro Ha 25
T

3.9.4. Ecnu npuioxxeHuss COpPOIIIOPOBAHbI, TO KOJUYECTBO JIUCTOB HE
YKa3bIBAETCS.

3.9.5. Ecnu npunokeHrue HampaBiSIETCS] HE BO BCE YKA3aHHBIE B MHUCHME
aapeca, oTMeTKy ohopmisitoT o dopme: [lpunoxxenue: Ha 5. B 2 9K3. B MEPBBIN
azapec.

3.9.6. HWnadue oQopMISIOTCS TPUIOKEHUS K  PacHnopsaIuTeIbHBIM
nokyMeHTaMm. [lpu Hanmmuuu TpuiIoKeHU (rpaduku, CXeMbl, TaOIUIIbI, CIHUCKH,
pErjiaMeHThl U T. JI.) B TEKCTE€ B COOTBETCTBYIOIIUX MYyHKTaX PaCHOPSIUTEIHLHOM
YacTH JEJAI0TCS OTCHUIKHU: . .. (puinoxkeHue Nel); niam: cornacHo npuioxeHuto Nel,
B COOTBETCTBUU C MPUIOKEHHEM N2,

[Tpunoxenuss opopmisitoTcss Ha OTAENbHBIX JucTtax Oymaru. Ha mnepoit
CTpaHUIIE MPUIIOKEHUS B IPABOM BEPXHEM YIiTy NUIIETCs cloBo: [Ipunoxenue.

3.10. Iloanuck

3.10.1. B muchmMe Wi B MHOM JOKYMEHTE, O(DOPMIICHHOM Ha OjaHKe, B
COCTaB PEKBU3WUTA «IOAMHCH» BXOIUT HAWMMEHOBAHUE JOJDKHOCTH JIUIIA,
MOATHMCHIBAIOIICTO JOKYMEHT (TOJIHOE, €CIU JOKYMEHT opopMiieH He Ha OJlaHKe, 1
COKpallleHHOM, eclid JOKYMEHT OodopMjeH Ha OJiaHKe), Ju4yHas MOJNHUCh U €€
pactmdpoBka. MHHIIMATEI UMEHM M OTYECTBAa CTaBATCA mepen (amwumen Oe3
KaBBIYEK U CKOOOK.

3.10.2. HaumeHOBaHME JOJDKHOCTH II€4aTaeTCsl OT JICBOM TI'paHMIIBI
TEKCTOBOTO ITOJIS.

3.10.3. Tlpu mnonamucaHuu JOKYMEHTa HECKOJbKHUMHU JIMIAMHU TOAIMHUCH
pacmoyiararoTcss B TOCIEAOBATCIIBHOCTH, COOTBETCTBYIONIEH  3aHUMaeMOM
JIOJI’KHOCTH.

3.10.4. Ilpm noanucaHuU JOKYMEHTA HECKOJbKHMH JIMIIAMH PABHBIX
JTOJDKHOCTEH MX TTOIIMCH PACIoararoTcs B anpaBUTHOM IOPSJIKE.

3.10.5. B nokyMeHTe, NOINMCHIBAEMOM KOMUCCHEHN, YKa3bIBAalOT HE
JOJDKHOCTU JIMI, TIOATNHUCHIBAIOIIMX JOKYMEHT, a MX OOS3aHHOCTH B COCTaBe
KOMKCCHH, HAITpUMeEp:

HpCI[CC,IIaTCJ'IB KOMHUCCHUH IIOJITNMCh HMHHUIIHUAJIbI, (I)aMI/IJ'II/IH



Cexkperapb KOMUCCUU WHUIAATIBI, (DaMIITHs

IIoAIINCH

YjieHbl KOMUCCUH HOATINCH I

/I

3.10.6. Hcxopsiue mucbMa, MPUKa3bl, PacHOpsKEHUs, IMPEICTaBICHUS,
MPEANUCaHNs, YBEIOMIICHUS, MTPOTOKOJIbI aIMUHUCTPATUBHOIO MPABOHAPYILICHUS
odbopmistroTes 3a noAanuckio npeaceaarens KCO.

3.10.7. Ecin 10JKHOCTHOE JIMLO, MMOANUCH KOTOPOIo ObliIa MPeayCMOTpEHA
Ha TMPOEKTE JOKYMEHTa, OTCYTCTBYET, TO JOKYMEHT MOJIUCHIBAET JHIO,
WCTIONHAIONIEE €ro OO0sS3aHHOCTM B YCTAaHOBJICHHOM TOpPSIAKE, WU €ro
3amecTuTeNb. I[lpu 3TOM  00s3aTeNBHO  YKa3bIBAaeTCS  JIOJDKHOCTH  JIMIIA,
MOITMCABIIETO JOKYMEHT, U €ro (paMuIus.

3.11. ITeuyaTn

3.11.1. IleuaTpro 3aBepsieTca NMOAIMHHOCTh noanucu npeacenarenss KCO
Ha JIOKYMEHTaX, oTHocsmuxcs K gesirenbHoctd KCO.

3.11.2. Ortnck mneyaTH [OOJDKEH 3axBaTbIBaTh 4YacTh HaWMEHOBAHUS
JOJKHOCTH JIMIIa, TOAMUCABIIETO JOKYMEHT.

3.12. OTmeTKa 00 UCIIOJTHUTEJIE

3.12.1. Otmerka BKiIOYaeT GQAMWIMI0O W HWHUIMATBI  UCIIOJHUTEISA
(cocTaBuTeNA) TOKYMEHTa, HOMEp €ro TejeoHa U OMENaeTcs Ha JIUIEBON Wi,
Py OTCYTCTBUM MECTa, Ha OOOPOTHOM CTOPOHE IMOCJIEIHETO JIHCTa JOKYMEHTa B
JIEBOM HIDKHEM yriry. Ha mepBoM »K3eMIUipe JOKYMEHTAa CTaBUTCS MOIIHUCH
WCTIOJTHUTEJIS.

3.12.2. PexBU3UT mneyaTaeTcs OT JEBOW TPaHUIBI TEKCTOBOIO MO,
UCIIOJb3YS MOCIEIHNE CTPOKH CTPAHHULIBI.

3.13. OT™MeTKa 0 MOCTYIUICHUH TOKYMEHTA

OTMeTKa 0 MOCTYIIEHUU JJOKYMEHTA MPOCTaBIISETCS] PYKOITUCHO WU B BUJIE
mTamMna M pachoJiaraeTcsi Ha HIXKHEM I[0Jieé MEepBOro JUCTa M COCTOUT U3
CJIEIYIOIIMX 3JEMEHTOB: COKpPALIEHHOI0 HAaWMMEHOBAHMS IOJyYaTessl JOKyMEHTa
(KCO), matel mocTymjieHuss U €ro MHJEKca - MOPAJIKOBOIO HOMEpa B Mpejesax
KaJIEHIapHOTO roJa.

4. Opranmnsanust padoThl C JOKYyMEHTAMHU

4.1. Ilopsigok 00padOTKHU MOCTYNAMIUX JOKYMEHTOB
4.1.1. Koppecnonaenuusi, nocrynarmomas B KCO, npoxoauT nepBUYHYIO
00paboTKy, IpeIBapUTEIbHOE PACCMOTPEHHUE U PETUCTPALIUIO.
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4.1.2. TlepBuunas o00paboOTKa BKJIIOYAET MPOBEPKY MPaBHIBHOCTU
JOCTaBKH, LIEJTOCTHOCTh YITAKOBKU JOKYMEHTOB U MOJHOTY BJIOKECHUSI.

4.1.3. Ilpu oOHapyxxkeHun pacxoxiaeHuid corpyauukom KCO o06s3atenbHo
UH(OPMUPYETCS OpraHU3alHUSA-OTIIPABUTETb.

4.1.4. KonBepTbl OT NOCTYNUBIIMX JOKYMEHTOB YHHUYTOXKAIOTCA, 3a
WCKIIFOUEHHEM CIIy4yaeB, KOrJa TOJbKO IO HHUM MOXHO YCTaHOBHUTH aJpec
OTIPABUTENISL, HOMEP JOKYMEHTA, ATy OTIPABKH U MOJTyYCHUSI.

4.1.5. KonBepTsl ¢ rpudoM «IMYHO» HE BCKPBIBAIOTCA M TMEPENaloTCs
HEIMOCPEACTBEHHO 10 HA3HAYEHUIO.

4.1.6. Ha momy4eHHOM JOKYMEHTE MPOCTABIISIETCS OTMETKA O PETUCTPaLUH,
3a UCKIIFOUEHUEM JOKYMEHTOB, HE MOJJIEKAIIUX PETUCTPALIAH.

K nmoxyMeHTam, He MOAJIEKAIIUM PETUCTPALMN, OTHOCSITCS IOKYMEHTBI, HE
TpeOyIolllue MCHOJHEHUS W HE CcojAepXkalue HH(pOpMaluuu, HCIOIb3yeMON B
CIIPABOYHBIX LEJAX, HAIPUMEp: MPUINIACUTEIbHBIE, MO3APABUTEIbHBIE MUCHMA,
TeJIerpaMMbl, OWJIEThI, IUIaHBI, MPOTpaMMbl CEMHUHAPOB, KOH(EPEHIHH,
CUMIIO3UYMOB U  JIPyTUX  TMOJOOHBIX  MEPOINPHUATHHN, JOKYMEHTHI  TIO
OyXrajaTepckoMy ydery, MaTepHalbHO-TEXHHMUECKOMY OOECIEUeHMIO, IJIaHOBBIE,
(MHAHCOBBIE JOKYMEHTBHI, NOCTyNawliue O0e3 CONpPOBOAUTEIBLHOTO IHCHhMA,
pEKIIaMHBbIE JIOKYMEHTBI, KOMMEPUYECKHUE MPEJIOKECHUS, [E€YaTHble W3AAHUs,
yHUGUIUPOBAHHBIE (POPMBI U OJIaHKU JJOKYMEHTOB H JIp.

4.1.7. B xypHan perucTpaiunu 3aHOCATCS:

0 Bxoasuimii HOMEp U JAaTa perucTpaluu;
0 na3BaHMe BUJIA JOKYMEHTA, 3ar0JOBOK WM KPATKOE COAEPIKAHUE, OT KOTO;
0 ®UO ucnomHUTEIS;

4.1.8. Peructpaumss u mnepenadya JOKyYMEHTa JUIsi PACCMOTPEHHS U
BusupoBanus npeaceparento  KCO  ocymiecTBisieTcss B J€Hb  MNOJy4YEHUS
JNOKyMEHTa. /JJOKyMEHTBI ¢ IOMETKON «CPOYHO» MEPEAIOTCS HE3aMEUIMTEIBHO.

4.1.9. Ilocne BusupoBanusd npeacenareneM KCO nOKyMEHT WK €ro KOnus
NEPENAOTCS UCTIOJIHUTEIIIO.

4.2. llopsinok 00padbOTKH OTHPABJISIEMbIX JOKYMEHTOB
4.2.1. Hcxopsmue OOKYMEHTbl PETUCTPUPYIOTCA B COOTBETCTBUHU C
xypHasioM peructpaunu KCO m ortnpasisrores agpecaty mo MCOJI, mouroi
Poccun, anekTpoHHoi nouTtoit 1100 noctabisoTes cotpyanukom KCO.
4.2.2. B )xypHaa perucTpaluy OTIPaBISIEMbIX TOKYMEHTOB 3aHOCSITCS:

0 wucxomsmuii HOMEp U AaTa PEerucTPalliu;

0 na3BaHWe BUIA JOKYMEHTA, 3ar0OJIOBOK MM KPATKOE COJIEpIKaHuE;
O ampecaT (HaMMEHOBaHWE OPTaHU3AIINM ),
ad

®UO ucnoJHUATENS IOKYMEHTA;
4.2.3. B cnyyae 10CTaBKH IOKYMEHTa aJapecary, Ha BTOPOM SK3EMIUISIPE
(WM KomuM), aApecaToM MPOCTABIISIETCSI OTMETKA O MOJIyYEHUU JOKYMEHTa (1aTa,
nosxHOCTh 1 DUO, nony4yuBIIEro JOKYMEHT).



9

4.3. Tlopsinok o00padOTKHM JOKYMEHTOB, BBINHCAHHBIX M0 pe3yJbTaTaM
NPOBEACHHbIX MEPONPUATHI

4.3.1. Ucxopsume JOKYMEHTBI (BBIMUCAHHBIE MIpEANUCaHuUs,
IIPE/ICTaBIICHUS, COCTABIICHHBIEC aKThl 00 aAMUHUCTPATUBHBIX MPABOHAPYIICHUSX )
PETHCTPUPYIOTCS B COOTBETCTBUM C KypHamamu perucrpauun KCO wu
JNOCTaBISIFOTCS apecary nmoutod Poccum 3aka3HbIM IMUCBMOM C YBEJIOMIICHHEM,
nu6o corpyanukom KCO.

4.3.2. B sxxypHaa perucTpaiuu OTIPaBISIEMbIX TOKYMEHTOB 3aHOCATCS:

- ICXOJAILIMA HOMEP U JaTa PETUCTPALINH;

- aJipecaT (HAaMMEHOBaHUE OpPraHU3allnN );

- HAMMEHOBAHHUE MEPOTPUSITHS;

- OTMETKa O MoJIydeHuH (faTa, 10JKHOCTh, DU O);

- BUJI HapyIIeHUs (CTaThs 3aKOHA);

- CPOK UCITIOJIHEHHS,

- OTMETKA O CHAITUU C KOHTPOJIS;

- HOMEp JIeJ1a IO HOMEHKJIATYpe J1ed (MOCce UCTIOJHEHUS JOKYMEHTA).

4.4. Tlopsimoxk o0padOTKM MCXOASIIIAX OPraHU3AIMOHHO-PACHOPAAUTETbHBIX
AOKYMEHTOB

4.4.1. Vcxomsaume TOKYMEHTHI (IPUKA3bl, PACHIOPSKEHNS )
PETUCTPUPYIOTCS B COOTBETCTBUU € )KypHasiamu peructpanuu KCO.

4.4.2. B xypHan perucTpanuu JOKYMEHTOB 3aHOCSTCS:

- MCXOJSAUIMI HOMEp U JaTa pEerucTpaLuy;

- Ha3BaHME BUJA JTOKYMEHTA, 3ar0JIOBOK MJIM KPaTKOE COJEPIKAHMUE;

- CPOK HCTIOJHEHUS (TIpU HEOOXOAUMOCTH);

-  ®UO ucnonuurens AOKyMeHTa (TP HEOOXOIMMOCTH);

- HOMep Jiena o HOMEHKJIaType Ael (I0ciie UCTIOHEHMS] TOKYMEHTA).

4.5. KoHTpoJ1b 32 NCTIOJTHEHUEM IOKYMEHTOB

4.5.1. KoHTpoJII0 MOJICKUT UCTIOJIHEHUE TTPUKa30B U pacnopsbkennit KCO,
NUCbMEHHbIX nopyuyeHuit npeacenarenss KCO, nocTynuBImuX muceM, TpeOyHOUIUX
VICIIOJIHEHHMSI B OIIPEJIEIIEHHBINA CPOK.

4.5.2. HemocpeACTBEHHBIN KOHTPOJIb 32 CPOKAMU MCIIOIHEHUSI TOKYyMEHTOB
ocymectBisieT npeacenarens KCO.

5. Illopsizok popmMupoBanus, 0(popMJIeHHS U XPAHCHUS J1eJ1

OdopmiieHHe W TOArOTOBKAa Jeja K €ro XpPaHEHUIO OCYIIECTBISIETCS C
YCTAHOBJICHHBIMM JeUCTBYrOIMMHU lIpaBmiiamMmu ¥ npu METOAWYECKOW IOMOILIU
ApxuBHoro otaena Xabapckoro paiioHa B COOTBETCTBUU C TpeOOBaHUSMU
«OCHOBHBIX IIPaBUJI pabOThI BETOMCTBEHHBIX APXUBOB.
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5.1. CocTaBieHne U yTBep:KIeHHEe HOMEHKJIATYPHI el

5.1.1. Homenkiarypa Aen mpencTaBisieT cCOOOM CHCTEMaTH3UPOBAHHBIN
MepeveHb 3arojoBKOB e, 3aBoauMblx B KCO, ¢ yka3zaHueM CpPOKOB XpaHEHWUS,
0(OpPMIICHHBIH B YCTAaHOBJIEHHOM TMOPSAIKE.

5.1.2. HomeHknarypa nen npeaHa3HadeHa Juisi TpyIIAPOBKY UCIIOJTHEHHBIX
JOKYMEHTOB B J€Jla, CHCTEMAaTW3alMd M Yyd4eTa Jell, HWHACKcAluu Jell |
ONpeaeneHus] CPOKOB UX XpaHeHusa. OHa SBIAETCS OCHOBOM JUIsl COCTABJICHHS
OMMCEN JIe]1 MOCTOSSHHOTO U BpeMEHHOT0 (cBbIlIe 10 JeT) CpOKOB XpaHEHUS.

5.1.3. Howmenknarypa xaen KCO cocraBisercss COTPYOHUKOM, HpH
METOIMYECKON MOMOIIU APXUBHOTO OT/ieaa XabapcKkoro paiioHa B COOTBETCTBUU C
TpeOoBaHusiIMU «OCHOBHBIX TMpaBUJ palbOTHl BEJOMCTBEHHBIX apXHMBOB» U
odopmisieTcs Ha 001IeM OJIaHKe.

5.1.4.  HowmeHknatypa €1  NOMJICKHUT  MNEPECOCTABICHUIO  WIH
NEPEYTBEPKACHUIO OJIMH pa3 B ILITh JET WM NpH M3MeHeHuHu cTpykTypbl KCO.
Ecnmn Takux W3MEHEHW HE NPOU30LLI0, TO HOMEHKJIATypa el €XKETrOIHO
YTOYHSAETCA U BBOJUTCS B JIEUCTBHUE C | STHBAps CIEAYIOLIETO KaJEHJApHOrO roja
Ha ocHoBaHuM npukasza KCO.

5.2. ®opMupoBanue e

5.2.1. ®opMupoBaHue el — 3TO TPYNIUPOBKA UCIIOTHEHHBIX JOKYMEHTOB
B Ji€la B COOTBETCTBUH C YTBEPKIAEHHOM HOMEHKIATYpoul. [lemo cunraercs
3aBEJACHHBIM I10CJIE MMOIIMBKH [IEPBOTO UCIOJHEHHOTO JOKYMEHTA.

5.2.2. ®opMUpOBaHHEM KOHKPETHBIX Aed 3aHuMarorcs corpyanuku KCO.

5.2.3. Tlpu dopmupoBaHuu el HEOOXOIUMO COONIOAATh CIEAYIOIINE
nmpaBuia;
- B JieJ]a MIOMEIIATh JOKYMEHTBI, 110 BUAY U COJAEP/KAHUIO COOTBETCTBYIOINE
3aroJIoBKaM JIeJ1 0 HOMEHKJIATYPE;
- MOMENIaTh B Jiela TOJIbKO WCIIOJIHEHHbIC, TPaBHIBHO O(OpMIICHHBIC
JOKYMEHTBI, T.€. C HAUIMYMEM HEOOXOAUMBIX MOAMMUCEH, 1aT U HOMEPOB, OTMETOK
00 MCIOJIHEHHNU;
- NOMEIIATh BMECTE BCE JOKYMEHTbI, OTHOCSIIHECS K PEUICHUIO JAaHHOIO
BOIIPOCA;
- JIOKyMEHTBI TIOCTOSIHHOTO M BPEMEHHOTO CPOKOB XpaHEHUS IOJIINBATH B
pasHbIE JIeNa;
- TpYINIAPOBaTh B Jie7la, KaK MPaBUJIO, JOKYMEHTHI OJHOTO KaJIeHJApHOTO
roja;
- HE TOAIMIMBATH B  JEJIO  JOKYMEHTHI, TOJJIEXKAIIUe  BO3BpaTy,
HEUCIOJIHEHHBIE, JINIITHUE SK3EMIUISIPbl, YePHOBUKH;
- JOKYMEHThl BHYTPH JieJla MOTYT pacrojaratbCcsi Mo XpOHOJIOTHH, IO
HOMEpPaM, 1o an(aBUTy.

5.2.4. IlpunoxkeHust K JOKyMEHTaM, He3aBUCUMO OT JIaThl UX YTBEPKICHUS
WJIM COCTAaBJIEHUS, TPUCOEINHAIOTCS K JOKYMEHTaM, K KOTOPbIM OHH OTHOCSITCSL.
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5.2.5. PacniopsauTenbHble JOKYMEHTBI IPYNIUPYIOTCS B Ji€jla 10 BUJAM U
XPOHOJIOTMH C OTHOCSIIIIMMUCS K HUM ITPUIIOKEHUSMH.

5.2.6. IlonoxxeHus, MHCTPYKLUUHU, PEKOMEHIAIMU U T.I., YTBEPXKICHHBIC
pacnopsAIUTEIbHBIMU  JTOKYMEHTAMH, SBJIIIOTCA IPWIOKEHUSAIMH K HHUM H
IPYNIIUPYIOTCS BMECT€ C HHUMH. ECIM XK€ OHHM YTBEpPXKACHbl B KadecTBE
CaMOCTOATEIIBHOTO JOKYMEHTA, TO UX IPYIIIUPYIOT B CAMOCTOATEIIBHBIE J1ETIA.

5.2.7. TlopydeHusi BBIIIECTOSIIMX OpPraHU3alMid M JOKYMEHTBI MO WX
UCIIOJIHEHHIO TPYNIUPYIOTCA B Jiena 1o HanpasiaeHusaM aestenbHoct KCO.

5.2.8. Ilepenucka rpynnupyercs, Kak IpaBWIoO, 3a MEPUOJ KaJEHIAPHOIO
rojjla " CHCTEMATH3UPYETCd B  XPOHOJOTHYECKOW  IOCJIEI0BATEIbHOCTH;
JOKYMEHTOTBET IIOMELIAETCS 32 JOKYMEHTOM 3aIIPOCOM.

5.2.9. B nenax, HaxoAsIMXCS B AEJIONPOU3BOACTBE, JOKYMEHThI TEKYIIETO
roJla pacrloJaratoTcs 0 XPOHOJIOTUU CHU3Y BBEPX M0 MEPE NOCTYIUICHUS.

5.3. Ogopmienne aes

5.3.1. OdopmrneHnue nen 3aKIOYaeTCs B ONHCAHMHM JE]I Ha KOPEIIKE U
00JIOKKE, TOJIIMBKE WIM TMEperuieTe, HyMepaluu JHUCTOB, COCTAaBJICHUU
3aBEpPUTEIBbHON HAJIIIUCH U BHYTPEHHEN OIUCH.

5.3.2. B 3aBHCUMOCTH OT CPOKOB XPAaHEHUS IPOBOAUTCS IIOJHOE WU
4aCTUYHOE O(pOpMIICHHUE JICII.

5.3.3. TlonmHOMY O(OPMIICHHUIO TOJICHKAT JieJia MOCTOSHHOTO, BPEeMEHHOTO
(cBpiie 10 1eT) cpoKOB XpaHEHHUS.

5.3.4. TlonHOE 0popMIIECHUE JIeIIa TPETYyCMaTPUBALT:
- MOIIMBKY WY TIEPETUIET Jea;
- HyMepalluIo JIUCTOB B JIEJIE;
- COCTaBJICHUE 3aBEPUTEIILHON HA/IMKCH JEJa;
- BHECEHHE HEOOXOJUMBIX YTOYHEHHW B PEKBU3HUTHI OOJOXKKH Jena
(yTouHEeHHe 3aroJioBKa U MHJIEKCA, AaThl JIe7a U Jp.

5.3.5. Jlena BpemenHoro (no 10 €T BKIIOYUTENBHO) CPOKAa XpaHEHUS
MOJIJICKAT YaCTUIHOMY O(OPMIICHHIO:
nena  JOMYCKaeTcs  XpaHUTh B CKOPOCHIMBATENSX, HE  MPOBOJUTH
nepedopMHUpPOBaHUE JOKYMEHTOB B JieJlaX, JTUCTHI HE HYMEpPOBAaTh, 3aBEPUTEIIHHBIC
HAJIITMCH HE COCTABJIATh.

5.4. IlonmuBKa (MepenJier)

JIOKyMEHTBI, COCTaBIIIOIIME JEJI0, TMOIIIMBAIOTCS HA JBa WA YETHIPE
MPOKOJIa B TBEPAYIO OOJOXKKY W3 KapTOHA WJIM TMEPEIUICTAIOTCS C Y4eTOM
BO3MOXXHOCTH CBOOOJIHOTO UTEHHS TEKCTa BCEX JOKYMEHTOB, JaT, BHU3 H
pesomronii Ha HMX. [lpym TIOATOTOBKE M€l K TOJMIMMUBKE (MEPEIUIeTy)
METaJUTMYECKUE CKPETKU U3 IOKYMEHTOB yIaJISIOTCSL.

5.5. Hymepauus JJUCTOB Jesia
B nensx obecrniedeHnst COXpaHHOCTH U 3aKPETUICHHS TIOPSIKA PACTIONOKEHUS
JIOKYMEHTOB, BKIIOYEHHBIX B JI€JIO, BCE JIUCTHI €0, KPOME JIMCTOB 3aBEPUTEITHHOM
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HAJITUCH ¥ BHYTPEHHEW OMHUCH, HYMEPYIOTCS B Pa3BEPHYTOM BHUIE apaOCKUMHU
nudpaMu BaJIOBOM HyMmepalMedl B IpaBOM BEpXHEM YIily, HE 3ajieBasi TEKCTa
JIOKYMEHTOB.

JIucThl BHYTpEHHEHN OMKCH JIejia HYMEPYIOTCS OTAEIBHO.

JIucThl A€, COCTOSIIMX U3 HECKOJIBKUX TOMOB WIIM YacTel, HyMEpPYIOTCS 10
Ka)XJIOMY TOMY WJIM YaCTH OTJI€JIbHO.

[loamumTeie B €0 KOHBEPTHI C BIOXECHUSMU HYMEPYIOTCS: TMPU 3TOM
BHaYaJIe HyMEPYETCsI KOHBEPT, a 3aT€M OYEPEAHBIM HOMEPOM KaxXJ0€ BIIOKEHUE B
KOHBEpTE.

[loamTeie B A€lO JOKYMEHTBI C COOCTBEHHOW HyMepaluel J1CTOB
(BKJItOUAs MeYaTHbIC U3aHUs) HYMEPYIOTCS B 00IIIEM MOPSIIKE.

5.6. CocTaBiieHue 3aBepUTEIbHOI HAANMCH J1ej1a

Jlns ydera KOJIMYECTBAa JUCTOB B Jeie W (UKCAMM OCOOEHHOCTEW HX
HyMepalluul COCTABIISIETCS 3aBEpUTEIbHASI HAAUCH Jea.

3aBepUTENbHAS HAANKUCh JI€JIa COCTABIAETCA Ha OTACIBHOM JIUCTE
3aBepuTesIe JieNia, a B KHUTrax (KypHajiax) — Ha 00OpOTHOM CTOPOHE IOCJIEIHETO
YUCTOTO JINCTa, W TIOMENIAaeTCsd B KOHEIl Jeia. 3amnpeliaeTcss BbIHOCUTH
3aBEPUTEIbHYI0O HAANUCh Ha OOJIOXKKY Jela WM YUCThIH 000pOT JHuCTa
MOCJICAHETO JOKyMeHTa. Eciu Jeno MoAmuMTO WIM MeperieTeHo 0e3 JIMcTa
3aBEpUTENS, OH HAKJICHBAETCS 3a BEPXHIOI0 YacTh Ha BHYTPEHHEW CTOpPOHE
00JIOKKH Jeia.

B 3aBeputenpHON HaANUCHU JieNla yKa3bIBaeTCs LU(PpaMU U TMPOIUCHIO
KOJIMYECTBO MPOHYMEPOBAHHBIX JIUCTOB JieJla M OTJIEIIBHO, Yepe3 3HaK «+» (IUIIC),
KOJINYECTBO JIMCTOB BHYTPEHHEH OMKCH.

3aBepuTeNbHAS HAAMUCh TOAMUCHIBACTCS €€ COCTABUTEIEM C YKazaHUEM
pacmiu@poBKY TMOANMUCH, JOJDKHOCTA U JaThl cocTaBieHus. Bce mocnepyromue
U3MEHEHUsSI B COCTaBe M COCTOSIHMHU Jiefia (TIOBPESXKIACHHUS, 3aMEHa IOJTMHHBIX
JIOKYMEHTOB KOINUSMH, IPUCOCIUHEHNUE HOBBIX JOKYMEHTOB U T.J.) OTMEYAeTCs B
3aBEPUTEIBHON HAAMCH CO CChUIKOM HAa COOTBETCTBYIOIIUM aKT.

5.7. CocTraBiieHue BHyTPEeHHEl ONMCH JOKYMEHTOB J1ejia

Jlnst yyera AOKYMEHTOB OIIPENEJIEHHBIX KAaTEropuil Jesl MOCTOSIHHOTO H
BpeMeHHOTo (cBbilie 10 JIeT) CPOKOB XpaHEHHUs, YYET KOTOPBIX BbI3BIBACTCS
celu(pUKON NaHHOW JOKYMEHTaluu (0CO00 LIEHHBIEC, JMYHBIE), COCTaBJISETCS
BHYTPEHHSISI ONUCh JOKYMEHTOB jena. OHa mnomeliaercs B Haudaje Jena.
BHyTpeHHIOI0 OMHUCh HEOOXOAMMO COCTaBISATH B JEJIaX, 3ar0JIOBKM KOTOPBIX HE
PACKpBIBAaIOT KOHKPETHOE COJIEPKAHUE JOKYMEHTOB.

BHYTpeHHSs1 ONUCh COCTABIISIETCS HA OTIAEIBHOM JIMCTE MO YCTAHOBJIEHHOMN
dbopme, KOTOpasi COAECPKUT CBEJICHUS O MOPSAKOBBIX HOMEpaX TOKYMEHTOB Jea,
UX WHJEKCax, JaTax, 3arojoBKaX M HOMEpax JIMCTOB Jella, Ha KOTOPBIX
PACIIOJIOKEH KaXKAbIM JOKYMEHT.
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K BHyTpeHHEH omucH Jena COCTaBISETCS WTOroBas 3alHCh, B KOTOPOU
yKa3bIBaeTCs UPpaMH U MPOMUCHIO KOJUYECTBO BKIIOYEHHBIX B HEE JOKYMEHTOB
Y KOJIMYECTBO JIMCTOB BHYTPEHHEW OIUCH.

BHyTpeHHssT ONMCh TOAMMUCHIBAETCS €€ COCTABUTEIEM C YKa3aHUEM
pacmrpoBKY TOITUCH, TOIKHOCTH U JaThl COCTABIICHUS OIUCH.

Ecnu peno mepemnjeTeHo WM MOAIINATO Oe3 OJlaHKa BHYTPEHHEH OIKCH
JIOKYMEHTOB, TO COCTaBJIEHHAs M0 YCTaHOBJICHHOU (hopMe ONMUCH MOJKICUBACTCS K
BHYTPEHHEUW CTOPOHE JHUIIEBOI 00I0XKKH Jiena.

[Ipy wu3MeHeHUU cocTaBa JIOKYMEHTOB Jiefa (M3bATHE, BKIIOUYCHUE
JOKYMEHTOB, 3aME€Ha WX KOMHMSIMH W T.JA.) 3TU U3MEHEHHUs OTpakaroTcsl B rpade
«IIpumeudanue», U MpU HEOOXOJUMOCTH, COCTABIISIETCS HOBask UTOrOBas 3alKCh K
BHYTPEHHEW OIMCH U 3aBEPUTEIIbHAS HAIIUCH JEIIa.

5.8. OdopmiieHne peKBU3UTOB 00JI0KKH M KOPeEIIKa J1eJl
Ha o6mnosxke nena (TUTYJIbHOM JIUCTE) YKA3bIBAOTCS:

- HAMEHOBaHKE OPTaHa;

- UHJIEKC JIeTa;

- 3ar0JIOBOK JI€T1a;

- KpaifHHUE JIaThl IOMEIIEHHBIX B JIEJI0 JOKYMEHTOB;

- KOJIMYECTBO JIUCTOB B JICJIC;

- CPOK XpaHEHUs Jiena;

- HOMep Jiena (ToMa, 4YacTH) MO TOA0BOMY pa3zeily CBOJAHOW OMUCH JIEIl.

Nunexkc pgena oOo3HavaeTcss apaOCKuMu IudpamMu M COCTOUT U3
ycra"oBiieHHOro B KCO mudpoBoro 0603HaueHHs] Ha3BaHUS COOTBETCTBYIOIIETO
pazaena HomeHkaTypsl e 1 HOpsIIKOBOTO HOMEpa 3arojioBka jaena. Hanpumep:
03-06, roe 03 — 0603HaUCHNE Ha3BaHMS COOTBETCTBYIOIIETO pa3jieiia
Homenknarypsl nei;

06 — mopsAKOBEIIT HOMEpP 3aroJIOBKa Jieia IO HOMEHKIIAType.

Ha kopemkax o0070eK Jaea Jjisi yJIoO0CTBa MPOCTABIISIIOTCS WHACKCHI

cornacHo HoMeHkItatype J1es1 1 KpaTKui 3aroJioBOK JIeJia.





