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NEPEYEHb

YTBEpxaar

PykoBoautens depepansHoi
apxuBHoON cnyxBsl Poccun
B.M.KO3/10B

6 okTabpsa 2000 roga

TUMNOBbLIX YMPABJIEHYECKMX NOKYMEHTOB, OBPA3YIOLNXCA
B OEATENIbHOCTU OPTAHU3ALUN, C YKASAHMEM CPOKOB XPAHEHUA

(B pegn. peweHusa Pocapxmea o1 27.10.2003)

Ho- Bun mokymeHTa Cpok xpaHe- | llpumMmeuaHue
Mep HUA IOOKY-
cra- MeHTOB <*>
TbU
1 2 3 4

YKa3aHUM.

depepaunny,

CyOBEKTOB

<*> Cpok XpaHeHUs " MNOoCTOAHHO"
2.4 ykaszsanum. Ormerka " 3IK"

1l|3akoHomaTesibHEE, MHBE HOPMATUBHBIE
axTe ( 3aKOHB, yKa3Hl,
[NOCTaHOBJIEHN I, pacropsXeHsa

pemenud) IlpesumeHTa Poccumckon

VICIIOJIHU T €JTb HBIX OpTraHoB
TOCYIAapCTBEHHONW BJIACTHU, cyne®HBIX
OopraHoB Poccumckomn denmepauunn,

OPT'aHOB MECTHOTO CaMOyIIpPaBJIeHUS
a) o MecTy pas3paboTKu llocr.
6) B IpyTuUx OPTaHU3ALUAX o MMHOBa-

1. OPTAHM3AIMA CUCTEMH YIPABJIEHVA

1.1. PacnopsamuresibHasg HOEeATEJbHOCTb

3aKOHOIOaTeJIbHbBIX,

Poccumckon denepauny,

HMS Hagoo-
HocTu <1>

2 [IpoexThl HOpPMAaTVBHLIX aKTOBR
[lpesuneHTa Poccuiickom Odendepalny,
VICIIOJIHUT €JTb HBIX OpPT'aHOB
TOCYyOapCTBEHHOM BJIACTH, cyneOHBIX
opraHoB Poccumckon benmepauunn,
cy®BeKTOBR PocCcuUMckoMm denepauunmy,
OpPT'aHOB MECTHOTO caMOyIpaBJIeHUSI
a) 1o MEeCTy pazpadoTkHu u|locT.
YTBEPXIOEHUSA
6) B IOPYyTMX OpTaHM3aUMAX o MmHOBa-
HUS Hanob-
HOCTU
3 |VMHMLMa T BHBIE npemnjoxeHms, |llocr.
BHECEHHBIE B OpTaHH
TOCYyHOapCTBEHHOM BJlIaCTU PocCcuUMCKOM
denmepaunn, CyOBEKTOB Poccumickomn
demepauuny, OpPIT'aHLL MECTHOTO

NpYIMEHSEeTCa B COOTBETCTBUM C I
npuUMeHseTcsa B cooreerTcTBuM Cc 1. 2.8

<1> OrHOCHAmWMU-
eca k Iedre-
JILHOCTM opTra-
HMBaUUM -
[OCT.
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caMoyTpaBJIeHUS; IOKYMEHTEI
( moxamHEIE 3aMUCKH, 3aKJIOUEeHU A
CrpaBKM ¥ IOp.) [0 ux paspaboTke

[lopyueHusa llpe3mneHTa Poccumckon |lloct.
denepaunmn, [lpaBuTEIBECTBA
Poccuiickon demepauunu, OpTraHOB

TOCYHAapCTBEHHOM BJlaCTU PocCCcHUMCKOM

denmepaunn, CyOBEeKTOB Poccumckon

denmepauny, OPITaHOB MECTHOT'O

CcaMOyIpaBJIeHN A, IOOKYMEHTEL

(o630pe, moOkJIAMLL pacyeTsl,

3aKJIOUEHVH, CIOPaBKU U Op.) [0 UX

BEI[IOJIHEHUIO

[IpOTOKOJIH, [1OCTaHOBJIEHU S, <1> Jlo npek-
pemeHus, PeKOMeHOaluu, paleHusa nes-
CTeHOTpaMMbl 3aceIaHN; IOOKYMEHTEHL TEeJIbHOCTU ak-
(cnipaBky, moxsamm, nHGOPMa LM, LVIOHEPHOT'O
IOOKJIaOHBIE 3alMCKM, CBOIOKM, obmecTBa
BEINIMCKI, OnJIIe TeHU T'OJIOCOBAHUA rocjie Inpekpa-
<1>, [OBEPEHHOCTV ¥ MAp.) K HUM: meHuda - OIK

a) KOJJIETMAJIbHOTO MCHIOJIHMTEeJIbHOTO |[locT. <2> <2> Ilpucsas-

opraHa OpraHM3aluun ( xosnerumn, HBle OJIsT CBe-

coBeTa, IOMPEeKLNH, npaBJIeHU A u OeHusa - HO

op. ) MMHOBaHMA Ha-

6) KOHTPOJIbHBIX (peBrzMOHHEX) |ocT. <2> nOBHOCTH

OPT'aHOB OpTraHM3aLuM (coseTos,

KOMUCCHUIA ¥ mOp. )

B) HayYUHBIX, BKCIIEPTHEX, |llocT. <2>

MeTOoINYeCKUX, KOHCYJIb TaTUBHBIX

OPI'aHOB OpTraHM3aLun (xomureros,

KOMMCCUIL, COBETOB U mp. )

T) coBemaHun N pykoBomuresida |[locr. <2>

opTraHM3aLuM

) cofpaHul TPYINOBBEIX KOJUIEKTUEOB |[locT. <2>

opTraHM3aLuM

e) cobpaHuit CTPYKTYpPHBIX |5 J1. DIK

rnogpasnesieHu opTraHM3aLuM

%) OBmMx cobpaHmi axKUMoHepos, |locT.

NaniyKoOB

[lprkasel, pPacClOPAXeHNA, OOKYMEHTHI <1> Mpwucinau-

(cnpaBxy, cBomxy, nHbpopMaLlmy, HBle OJis1 CBe-

MOKJanel M Ap. ) K HUM OeHusa - 1o

a) Mo OCHOBHOM HEeATEJBHOCTU loct. <1> MMHOBAHMA Ha-

6) [0 JIMUHOMY COCTaBYy 75 1. <2> NOBHOCTU

3IK <2> O npemnoc-

B) [0 aIMUHMCTPATUBHO- XO34MCTBeH- |5 JI. TaBJIEHUM Oue-

HEIM BOMNPOCaM PenOHBIX U
YyUeOHBIX OT-
[IyCKOB, Ie-
XypCTBax,
B3BEICKAHUAX,
KPaTKOCPOUWHEIX
BHYTPUPOCCUM-
CKMX KOMaHIOM-
poBkax - 5 5

[IpOEKTE MNPMKAa30B, PaClOpAXeHUN 1~

(nocranossenns,
pPeKOoMeHOalLuy, IPOTOKOJILL

JOKyMEHTEI
peleH s,
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CTEHOTPaMMEL) MEXITyHaPOIHBIX
BCEPOCCUICKMX, BEIOMCTBEHHEIX u
MeXBeIIOMCTBEHHbIX, OTpacCJIeBEIX

CBe3IO0B, KOHIPECCOB, KOHbepeHLUN,
CcoBellaHuM, CeMMHapOB!:

a) no MecTy NpoBeIeHMA MocT.
6) B IpyTuUx OPTaHU3ALUAX IIo MMHOBa-
HUS Hanob-
HOCTU
9 | JoxkyMeHTH (CHpaBKM, oTueThl, |IlocT.
OokJiansl, 0OO30pPEH, nepenrcka) o
peanmzauuy peleHUM CBHe3MI0B,
KOHT'PECCOBR, KOoHbepeHUUN

CcOoBellaHuM, CeMMHapOB

10 |OpaBuna, MHCTPYKLMUMA, perJiaMeHTH], <1> Tocrne za-
METOIMUECKME yKa3aHUSA " MEHBI HOBEIMM
PEKOMEH A LNN:

a) no MecTy paspaboTKu u [TMocT.
YTBEPXIOEHNS
6) B IpyTuUx OPTaHU3ALUAX 3 . <1>

11 |llpoexkTol npaBwM, uHcrpykumi, (3 . <1> <1> Iocgae yT-
PerJIaMeHTOB, MeTomuueckux | SIK BEepPXIOeHUA
YKA3aHUM U pexoMeHOaluum
IOKYMEHTEI ( zaxsmoueHus
NpemioKeHs, CIPaBKHY, IOKJIaIHbIE
3anMcKy, [epenuckKa) no ux

pa3paboTKe U I[IPMIMEHEHMIO

12 |epenncka c ucnosiHuTebHeMM |5 g1, BIIK
opraHaMy TOCYyHOapCTBEHHOM BJIACTU
Poccurickon demepaumnu, CyOBEKTOB
Poccumickonm demepaumnu, opraHaMmu
MECTHOTO CaMOyINpaBJIEHNSA rno
OCHOBHEIM BONpPOCaM IeATeJIbHOCTH

1.2. OpI‘aHMBaLLMOHHbIe OCHOBEI YyIlpaBJIEHNA

13| YcrTasb, nosioxeHmUs opraHMs3aunmu <1> Tocse za-
( TvnoBele U UHOUBULYAJIbHEBE) ! MEHBl HOBEIMM
a) mno MecTy paspaboTKu u|Hocm.
YTBEPXIOEHNS
6) B IOPYyTMX OpTaHM3aUMAX 3 . <1>

14 quemATeanbIe JOT'OBOPEI, VISMEHEHNA Mocr.

M DOOIOJIHEHUS K HUM, IPOTOKOJIEI
YUPEeONTeIIbHbBIX cobpaHun
HEeTOoCyIapCTBEHHBIX opraHMs3alui,

cnucky yupemuresiern (y4acTHUKOB)

15|Ceunmerenscrea o perucTtpauuy, |loct.
JIVKBUOA LN opTraHM3aLNnN,
paspemeHnsa, yBeOOMIIEHUS Ha
OTKPBITKE bumasion

npenCcraBmUTeJIbCTB

16 [onoxenna o CTPYKTYPHEIX [ [IocT.
rnonpasnesieHnaAx OopTraHM3aLuM,
KOJIJIeI'MaJlb HBIX VICIIOJIHUT €JI1b HbIX,

KOHTPOJIbHBIX, HAYYHEBIX, 3SKCII€PTHEBIX,
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METOIMUECKUX, KOHCYJIbTaTUBHBIX
opraHax;,; o dmmmaax
NpeacTaBUTEsIbCTBAX
17 |llpoek Tl yCTaBOB, nojoxeHut, |3 ro. <1> <1> Mocjye yT-
noxymeHTe ( cripaBxy, IokJianHele [ SIIK BEepXIOeHUA
3aNMCKY, MPENJIOKEHUS,  OT3LIBBI) IO
nx paspaboTke
18 |CrpyxTypel 1 CXEMBI opraHM3auun
YIpaBJieHnd; T[IOSACHUTEJIbHEE SaluCKu
K HYM:
a) no MecTy pazpaboTku u|Hocm.
YTBEPXICHNI
6) B Ipyrux OpPTaHM3aLMAX o 3ameHBl
HOBBIMU
19 [ DoxyMeHTH (muenzun, kBOTHL |IlocT.
NPOTOKOJIE, PEelleHNs, KHUTU
perucTpaunm un op. ) o
JIMLIEH3VPOBAHUU IedaTesIbHOCTH
opraHusauum
20 |Mepeunu BUIOB JIMLEH3UPYEMOM
nedaTesIbHOCTU.
a) o MecTy pazpaboTku u|Hocm.
YTBEPXICHNI
6) B IpyTruUx OPTaHU3ALUAX Io 3ameHH
HOBBIM
21| OoxymMeHTE ( ceprudrikaTey, |TocT.
CBUIOETEJIbCTBA, aTTeCcTaTH
npenacTaBJieHNs, POTOKOJIEL,
MOJIOXEHVE, KHUTY pPerucTpalyun u
Ip.) MO aTTecTauuy, aKKpeIVUTaLuu,
cepTubdmKaLM
22 | DoxymeHTE (nocranosnenus, [Moct. <1> <1> Tlpu Hamu-
MMPOTOKOJIBL, yYCTaBH, IJI1aHH, Uy B OpTaHu-
GaJlaHChB, akKTHh, IOTOBOPHI, 3aurn IO IJIMH-
KOHTPAKTH, CBUIETEJHLCTBA U Ip.) O HUKOB KONUU
NpUBAaTU3aLUN IOOKYMEHTOB -
0O MUHOBaHMUSA
HanoOHOCTU
23 |0oroBopEl O mpaBax ¥ OOABaHHOCTAX! <1> Tocse wuc-
a) C PyKOBOOUTEJIEM OpPTAaHM3aLUN Mocr. TEeUeHUsa CpoKa
6) c YJjieHaMm KOJUIeTMAaJIbHEIX |5 g1, <1> neficTBUsS I0o-
VICIIOJIHUTEJIBHBIX U Ip. opraHoB | JIIK roBoOpa
opraHusaumm
B) C IpyTOM opTraHu3almnen 5 0. <1>
SIIK
24 |PeecTph aKLMOHEPOB Moc.
25| PeecTpu ByaOeJIbLEB LEHHHX OyMar Mocr.
26 |Cnivicku abdnaMpoBaHHLIX JML, ChOucku |llocT.
JIML, VMEoIMX [NPaBO Ha OVBUIEHIE
27 | DoxymeHTE ( ceprudrikaTe, |TocT.
CBUIOETEJIbCTBA O perucrpaunmn
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aKuMif, akTB) Ha  [puUeM- nepemady
axumit (maxKeToB axkuUmii)

28 | DoroBoptl o npomaxe- iokynke |5 j. <1> <1> Tocne wuc-
aKLUMMY akKLMoHepaMM 3IIK TedeHNsa Cpoka
OelicTBUA 0O-
ToBOpPA

29 | XypHaJsbl, KHUTU ydera paborer c|llocT.
aruMAMU U BBIIAUM BBIIMCOK us
peecTpa akLUMOHEepPOB

30 |HosnoxeHmusa o nosiesou [ IlocT.
cOOCTBEHHOCTHM, BHIIYyCKE u
pacrnpenesieHun akLuM, LIE HHBIX
Oymar, obpasubl akLMM, [IPOCIIEKT

SMUCCUU aKLMUNA

31| DoxymenTrr ( momnMMUCHBIE nauctTe, |5 1. 31K
3aABKM Ha npruotpereHue AK LI,
JIMCTHL MOATBEPXISHUA, KapTOUYKU

yueTa OOXOINOB aKLUVMOHEpOB U  mp. )
10 aKUVOHMPOBAHUIO

32 |llraTHele pacnucaHus opraHmM3anunu,
V3MEHEHVSA K HUM:
a) mno MecTy paspaboTku u [Moc.
YTBEPXISHNA
6) B IpyTuUx OPTaHU3ALMUAX 3

33 |lpoekTEl WTaTHLX pacnucanui; |3 . <1> <1> Tocmne yT-
noxkyMeHTH ( crpaBku, —NOpemjioxeHusd, |3MK BEpPXIESHUSA
3aKJIOUEHNH, [1ePenucKa) no  mx

pazpaboTKe U M3MEeHEHUIO

34 |llTraTHEIE PACCTAHOBKU 75 5.
35 | osokeHnd, MHCTPYKLMU O MpaBax U
OBA3aHHOCTAX  MOJDKHOCTHBIX JIALL

( IOIXHOCTHBIE VMHCTPYKLIMN) .
a) Tunosue (nprMepHbE)

- 1o MecTy paspaboTKu u|DocTosaHHO
YTBEPXISHNA

- B [NPOYMX OpPTaHM3aLMIX 3 . <1> <1> TMocJe
3aMeHbl HOBHI-
M.

©) uHOMBMOyasbHele (rnepcoHasibHee) |75 o <1> B cocrase

OIK <1> JIMUHBIX TeJl.
(n. 35 B pen. pemenus Pocapxusa ot 27.10.2003)

36 | lIpremo- cnaTouHbe AKTEHI, <1> Iocse
npujiokeHusa k Hum (32 UCKIIOUEHVEM CMEHBI [OJIX-
VHBEHTapPU3aLMOHHbIX IOKYMEHTOB, HOCTHOTO, Ma-
npenyCMOTPEHHEIX CT. 192), TeprasibHO OT-
COCTaBJIEHHHIE [IPU CMEHE! BETCTBEHHOTO
a) PYKOBOIMUTEJIS OPTaHU3ALMU MocrT. nua

6) IOJIPKHOCTHBIX orBeTCcTBeHHEX u|5 g <1>
MaTepralibHO OTBETCTBEHHHIX JINLI

37 | IoxyMeHTE (noxnanu, noJjioxeHmsa o |llocT.
IpaBOIPEEMCTBEHHOCTH, OTUETHI,
CIpaBKM, aKTH, 3aKJIOUEHNA) e}
peopraHmM3aumn, reperMeHOBaHUM
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opraHmM3auumn
38| DoxymeHTrl ( MPOTOKOJILL akTe, |[locT. <1> <1> Mpu Hamu-
OaslaHCEl, BaKJIOUeHMA, YyBeIOMIICHNA, Uy B OpPIaHu-
pelleHra Cymnos, BBLINMCKU us 3aUMM O OJIMH-
TOCYyHNapCTBEHHOTO peecTpa M Ip.) O HIMKOB KOIUMU
JMKBUOALUMNY OpTaHM3aUun OOKYMEHTOB -
0O MMHOBAaHMA
HamobHOCTU
39 | DoxymenTer (MHOOPMA LM, crnpasky, |IocT.
CBOIKM, CBEIeHUH, HOKJIaOHEIE
3anMcKM) IO OCHOBHOM OTPAaCJIeBOMN
( cneumdrueckon) OeATeJILHOCTU
opraHmM3auunmu
40 | DoxymeHTH ( MHGOPMALMY, crnpaeku, |5 g, 3BIK
CBOIKM, OOKJIAIHLEIE 3anrCcKM) o
ornepaTuUBHOM OTpaciieBOM
( cneundprueckon) OeATeIbHOCTU
opTraHu3aLumn
41 [epenucka o opraHmzauvoHueM |5 ji. BIK
BOMNpPOCaM IeATeJIbHOCTH, B TOM
uycise o pervcrpaumu,
JIMLEH3VPOBAaHNH, AKKpeoMTalmnu,
arrecTaluu, cepTndrKaummu

npmpaTM3anviy, akKUVMOHMPOBaHUNM

42 | DoxymenTn ( anHamuTuueckue o630pw, |TocT. <1> <1> Tlo onepa-

OOKJIaOe, CIPaBKH, CBOIKMU, TUBHO- XO3 M-
MOKJIAMHEIE BATMCKM) 06 OCHOBHOM CTBEHHEBIM
OeATeJIbHOCTHY, I[IpenCTaBJigeMble B Bompocam - 5
OpT'aHBl MCIIOJIHUTEJIbHOM BJIACTH, J. 9IK
OpPT'aHBl MECTHOTO caMOyIpaBJIeHM S

BrIlEeCTOAIME OpPIaHM3alunM

43 | DoxymeHTH ( moJIam®l, o6s3ope, |5 J. DMK
CBOIKM, CIpaBKWu), [pencTaBiigeMbe
CTPYKTYPHBIMA rnonpasnesieHy aMmu

PYKOBOIOCTBY OpTaHM3alun

44 | DoxymeHTn ( cipaBku, noxJianHele |5 g1, DMK
3anrcKy, [epeydyHn BOIMPOCOB
PACCMOTPEHHBIX KOJIJIE I'MAaJIb HbIMU u
UCIOJIHUTEJIbHEIMY OpTaHaMmu,  IJIaHH,
[IPOCIIEKTEl, I[IOBECTKU 3acenaHnin,
NpenokeHnus K rnoeBecTKe oHA
coBpaHrsa akKUMOHEpPOB, OlNepaTUBHLHE
CBOIKM, MepenmrckKa u op. ) 06
AIMUHUCTPATUBHO- OPTaHN3aLMOHHOMN
OeATeJIbHOCTU

45 | DoxymeHTH ( mpoTpamMMel, samaHudg, |5 . 3IK
OTUYEeTE, HOKJamOH, rnepenmcka) o
KOMaHIOVMPOBKAaX

46 | DoxymeHTH ( MpoTpamMMel, OOKJIa IOE,

[IOBECTKM, WM3BEUWEHMS, NpUIJIalleHNH,
pPeKJIaMHbIE [IPOCIIEKTE,
[O3IPaBUTEJIbHBIE ampeca
TeMaTUuuecKkue doToasbOoMHl,
BUIEO3ANNMCH, I[epenyrcKa) 06
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47

48

49

50

51

52

53

54

55

56

opraHM3aluy ¥ MNPOBEIEHUU CHe3I0B,
KOHI'PECCOB, KOHbepeHUUN
COBellaHuil, CEeMMHAapPOR, 0OMITEMHEBIX
oaT, TOpPXeCTBEHHBIX preMoB,
BCTpeU:

a) no MecTy NpoBeIeHMA

6) B IpyTuUx OPTaHU3ALUAX

IoxymeHTel (MCTOpPUUECKUE "
TeMaTndeCKMe CIpaBKM, 00 30DH],
nonfopky NyoJaMkaluuy B CpeOcTBax
MaccoBOM MHopMaluyM, BUIOEO3aNMUCH,
GOTOMOKYMEHTEl VI ApP.) IO MCTOPUMU
opraHM3aluuM M ee NnoJgpas3mesIeHun

5 5. 30K
o MmHOBAa-
HUS Hanmob-
HOCTU

focr.

1. 3. KoHTposb

IoxymenTer ( moJsiamer CIipaBKM,
OTUYETE, aKTh, [OOKJIaIHBEE 3alNCKU U
Op.) MNpPOBEpPOK OpTaHM3aLUn

NoxymeHTh ( aKTH,
HOOKJIAOHBIE BanMCKU
opraumzsauun ( 3a
IOKYMEHTOB
OyxXTajITepCKUX
npeayCMOTPEHHBIX CT.

CrpaeKy,
U IOp.) PeBU3NNI
VMCKJITOUEHEM
nepronuyecKmx
pPeBU3UlN,

145)

3aKJIOUEHNS PEBUBMOHHON
aymuropa (ayanTopckon dupMbI)
TOCYyIapCTBEHHBIX U MyHMLMIIAJb HBIX
OpTaHOB (QMHAHCOBOTO KOHTPOJISA

KOMMC CHUU,

[lepenucka O MNPOBEIEHUM [IPOBEPOK U
peBuU3Un

KypHaJel, KHUTU
[IPOBEPOK U
BEIMIOJIHEHUEM UX
( npennucanm)

yueTa
KOHTPOJIS

pPeBU3UN,
3a
pemeHun

llepenucka O BBEIIOJHEHUM  peleHuN
(npennucanmii) NPOBEPOK U PEeBU3UM

HoxyMmeHTrl (0630pPE,  aHAUTUUECKUE
CIpaBKM) O PaCCMOTPEHMM OOpaleHun
TpaxnaH

HoxyMmeHTel ( DOKJIaOHEIE 3almcKy,
CrpaBKY, CBOIKWU, nepenrcka) o
cocToAaHUY paboTH IO PacCMOTPEHUIO
obpalmeHu I'paxiaH

ObpaleHna IpaxiaH ( npenmoxenmns,
3aABJIEHMA, XaJloOBL u op. ) ;
noxkyMeHTH ( cripaBku, CBeneHud,
rnepenrcka) Mo UxX pPacCMOTPEHUD:

a) npemIoXeHus, nucbMa
TBOPUECKOTO XapakTepa, 3agBileHusd,
%aJIoBkl, ComepXalye cCBeneHud o
Cepbe3HBIX HEeNOCTaTKax u

Iocr.

ITocm.

Mocr.

5 .

5 5. 3IK

5 5. 3IK

IToc.

5 .

ocr.

<1> B cayuae
HEOMHOKPAaTHO-
ro obpalleHusd
- 5 1. nocrne
rnocJsieqHeTo

paccMoTpeHns

"MepeyeHb TUNOBBIX YNpPaBNeHYECKNX JOKYMEHTOB, 0Opa3yoLLNXCs B AEATENbHOCTY OpraHn3aumii, C ykasaHuem CpokoB XpaHeHus"
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58

59

60

61

62

63

64

65

3JIOYIIOTPEODJIeHMAX
6) JUUHOTO xXapakKTepa

B) BTOPOCTENEHHOTO,
xapaxkrepa

1. 4.

HOKYyMEHTE (cBumeTenccTrBa
OOTOBOPH) Ha MNpPaBO COBCTBEHHOCTH,
BJIAOEHNH, [10JIb30BaHUA
pacropsXxeHusa VMYIIECTBOM,
perucTpauumu u rnepepermucTpaunmn
bUPMEHHBIX HaMMEeHOBAaHMNIA, TOBAPHBIX
3HAKOB, 3HAKOB OBCITYXMBAHNA n
Op.; HOOKYMEHTH K HUM

(nocranoseHus

onpemesieHus, aKTH, pemeHns

SaKJIOUEHMs, 3arpocH, [epenrcka) o
COBJIIeHNM HOPM 3aKOoHOHaTesbCTBa

KOHQIMKTAaX, CIOopax, MHEX BOIpOCcax
NpaBoOBOTO xXapaKTepa

JIToOKyMeEHTHI

(uckoBBIX
aKTOB,
3aMMCcoK,

Konmum mokKyMeHTOB
3agBJIEHUM, IOBEPEHHOCTEN,
ClpaBOK, IOOKJIAIHBIX
IIPOTOKOJIOB, onpeneJsieHUM
[IOCTAHOBJIEHUM, XapaKTepUCTUK u
Ip. ), TPeACTaBJIAeMbIX B
[IPaBOOXPaHUTEJIbHEIE, cyneOHbe
OpTaHH, TpPeTelCcKMue CyIbl

HoroBOpE, corJlameHus o6 oKazaHUMU
OPUINYUECKUX yCITyT

NoxyMeHTE ( 0630pDH, CrpaBeKu,
MOKJIaOHbIE BaNUCKMH, cBeneHusd

nepenmcka) ob opraHM3aLmmn u
COCTOAHUM TNPaBOBOM pPaBoOTH

llepenucka O OIEPAaTVBHEM [IPaBOBBM
BOIIpOCaM

KapToTexky, KHUITU
ApPOUTPAaXHBIX Hell,
MICKOB

perucTpauum
peTeH3Un "

KomndrmkalMOHHBIE KapTOTEKMN, Haskl
OaHHBIX ( cipaBouHkIE,
MOJIHOTEKCTOBLIE) o
3aKOHOOATEeJIbHEIM aKTaM U OpyTUM
HOpPMa TUBHBIM IOOKYMEHTAaM

(uHCTPYKLUMAM, NOpaBUIaM)

Kumrm szanmcen
KOHCYJIbTalumm

oprnonyeCKmMx

omnepaTtusHOTO |5 .

5 5.
OIIK

<1>

<1>

[lpaBoOBOE obecrieueHre OesaTeJIbHOCTU

ITocm.

5 5. 3IK

<l1>

<1>
SIK

5 5. 3IK

Ha rocymnap-
CTBEHHOE,
MyHULUTIAJIb-
HOe XpaHe-
Hye He Ie-
penanTCcH.
XpaHATCHa B
OpTraHM3alnm

3 .

<1> IlocJse Bb-
HeceHMsa pele-
HUA

<1> Iocsne wuc-
TeueHMsa Cpoka
OeMCTBUA IO-
ToBOpa

1.5. JoxymeHTauroHHOEe oOecreueHue yNpaBJieHVd U
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68

69

70

71

72

73

OopTraHMzalrAa XpaHeHVd IOOKYMEHTOB

Turnosele u INnprMepHble HOMEHKJIIaTYPhBL

neJt

a) no MecTy paspaboTKu u
VTBEPXICHUS

6) B IOPYyIMX OpPTaHMU3aLMax
IoxkyMeHTEl ( HOMEHKJIATYPH, [IEPEUHM,
KJIACCUQUKATOPH HeJl U NOKYMEHTOB)
06 opraHMzauun INOKYMEHTOB B
[EeJIONPOM3BOACTBE OpTaHM3aLuA, o
cocTaBe M CpOKax MX XpaHeHUHd

a) mo MecTy paspaboTKu u
YTBEPXICHUSA

6) B IOPYyIMX OpTaHMU3aLMax

MIpoekTel MOKyMeHTOB ( HOMEHKJIATYD,
repedHeN, kJjJaccuduxkaTopoB OeJl U
INOKYMEHTOB) 06 opraHmzaumn

IOKYMEHTOB B
opTraHu3alLNnn,
X XpaHeHUd

OeJIOINPOV3BOOCTBE
O cocTaBe "n Cpokax

llesieBEle NPOTPAMMEl MHOOPMATUBALINN;

NOKyMeHTEl ( TexXHMUecKoe 3amaHue,
aKTBEl MPUEMKU, BHEIPEHUA
MNPOTOKOJE M OP.) K HUM

IoxymeHTs ( @KTH, BaKJIOYEHN A
CrpaBKW, [epenuckKa) o
COBEPUEHCTBOBaHUM
MOKYMEHTALMOHHOTO obecrnieueHmna

yIpaBJIeHMS, BHEIPEHUM COBPEMEHHEIX
MHOOPMALMOHHBIX TEXHOJIOTUM, 3allUTe
nHbopMaLumm

IHOTOBOPEL © [IPOEeKTMPOBaHN,
pa3paboTke, BHeIpEeHUN
aBTOMATU3MPOBAHHBIX CUCTEM "
[IPOTPaMMHBIX [IPOOYKTOB

KHMTY, KapTOUKM (6asbl  maHHBIX) ,
KypHaJIBl peTUCTPaluM M KOHTPOJIA

a) pacrnopAIMTesIbHBEIX M HOPMATMBHEIX
IOKYMEHTOB OpTaHM3aLuu

6) nocTynaomyx M OTHIPaBJIASMEIX
TMIOKYMEHTOB

B) obpameHul TIpaxnaH

T) Teslerpamm, TesiehoHOTPaMM,
daKCcoB, 3aABOK Ha NEpPeTOBOPEHI

1) ayIUOBM3YyallbHBEX IJOKYMEHTOB

TIeso doHma (ucTopuueckue u
TEeMaTHMUECKME CIPAaBKM, CBENEHVA O
cocTaBe " obOBveMe nes "
MOKYMEHTOB, JIMCTHI KapTOUuKU

q_)OHJIOB, rnacriopT apxrvea, AKThI

focr.

o 3amMeHEH!
HOBBIMU

focr.

o 3amMeHE!

HOBBIMU
3 . <1>
ITocr.

5 jg. 3IK
5 0. <1>
OIlIK

MocT. <1>
3

5 .

3 o

3 . <1>
OIlIK

Moct. <1>

<1> Mocjye yT-
BepXIeHNI

<1> IocJse wuc-
TeUeHNrsa Cpoka
OeMCTBUA IO-
ToBOpa

<1> XpaHgaTcd
B oOpraHmu3a-
urn. Ilomjexat
npremMy B TO-
cyHoapCTBEH-
HBIV, MYyHULIV-
raJibHBEIM ap-
XVB, €CJIM MO-
TyT OBITH UC-
OJIb30BAHBEl B
KauecTBe Ha-
YYHO- CIIpaBOU4-
HOTO amnmnapata

<1> Ha rocy-
NapCTBEHHOE,
My HVLMII&JIbHOE
XpaHeHue me-
pemaercsa npu
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NPOBEPKY HAJINUUSA " cocToAHUS, JIMKBY A LUA
npreMa ¥ repenauy, BblOeJIeHUS el opTraHM3auumn
M IOOKYMEHTOB K YHUUT OXEHMIO,

yTparax u NOBPEXIEeHNIX

IOOKYMEHTOB)

74 |Onucu medt. <1> HeyTBepx-
a) MNOCTOSHHOTO xpaHeHusd |llocr. <1> IOeHHBIE - [OO
(yTBepxmeHHbe) MVHOBaHMS Ha-
6) BPEMEHHOTO XPaHEeHUA 3 . <2> nOBHOCTM

<2> Tocne
YHUUTOXEHN S
ne

75 |HDoxymenTe (xypHasbl, KHUTM, JIMCTH,
CBOIKM) ydeTa:

a) npreMa MOCeTUTeJsen 3
6) PaCCHUIKM IJOKYMEHTOB 2 1.
B) OJIaHKOB CTPOTOM OTUETHOCTU 3 o
T) MamMHOMNMUCHEIX, KOMIIbIOTEPHBIX |1 .
padorT
n) BHIOAUU neJt BO BpeMeHHoe |3 T.
[oJIb 30BaHUeE
76 | Tonorpadrueckue ykaszsaTesu 1. <1> <1> IlocJse 3a-
MEHBI HOBBIMU
77 |DoxymenTer (axThl, TpeboBanusa, |3 r. <1> <1> Tocane
3a4BKM, 3aKasb) yueTa BHOAUU [edl BO3BpPAalleHUA
BO BPEMEHHOE I[10JIb30BaHue OOKYMEHTOB

78 |ToxymenTs ( 3aaBjienHusa, paspeumenus, [10 .
nepenmcka) o Ionycke K
O3HAKOMJIEHMIO C OOKYyMEHTaMu

79 |Kuyry, xypHaJsbl perucTpaumy Bbimaum |5 1.
APXUBHBIX CIOPABOK,  KOIMM, BHIIMCOK
U3 IOKYMEHTOB

80 |Konmuy apxmMBHBEIX CHNpPaBOK, BbOaHHBE |5 JI.
Mo sanpocaM  TpaxnaH, IOKYMEHTH
(zaaBreHnsa, szanpock, CripaBKU,

rnepenmcka) K HUM

81l |doroBope, corslameHus C apxueHeny |5 g1 <1> <1> Tlocse wmc-
YUpexneHuaMy, MWHBMM opraHmszaumaMm | 3IK TedeHMsa Cpoka
10 BOIIPOCaM APXMBHOTO nejla u OeMCTBUA IO-
0eJIoNpOM3BOOCTBA ToBOpa

2. TUJIAHVPOBAHUE IEATEJILHOCTU

2. 1. TporHosupoBaHue

82 |llesieBrie NpoOTPaMMEL ( benepanbhbe,

PETVOHAJIBLHEIE) , MPOTHOBZH PAa3BUTHUA

PEerMOHOB, OTOEJIbHEBIX HanpasBJIEeHUMN

OeATeJIbHOCTU!

a) mno MeCTY paszpaboTku n|Iocr.

YTBEPXIOEeHNA

6) B IOPYyTMX OpPTaHMU3aUMAX o MyMHOBa-
HMA Hapoo-
HOCTU

"MepeyeHb TUNOBBIX YNpPaBNeHYECKNX JOKYMEHTOB, 0Opa3yoLLNXCs B AEATENbHOCTY OpraHn3aumii, C ykasaHuem CpokoB XpaHeHus"
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84

85

86

87

88

89

90

91

92

93

94

95

96

[lepenncka o pas3padboTke u xone
BEIMIOJIHEHMA LeJIEBBIX [POTPaMM
MporHo3H ( MEepCrneKTHBHBIE IJ1a HbI)

pPasBUTUA OpTaHM3aUuUmn
KoHLenuuy pas3BUTUS OpITaHM3aLUM

NoxymeHTo ( mOKJIAMIM,
CBEIeHMd, pacueTs, TabiulUpl U IIp. )
o paspaboTke " KOPPEKTUPOBKE
NpOTHO30B ([IEePCNEeKTUBHLIX [JIAHOB,
KOHLEMNUUM) Pa3BUTUA OPTaHU3ALNU

CIpaBKMH,

2. 2.

MJ1aHB 3KOHOMMYECKOTO u
COLMAJIbHOTO Pa3BUTUA OPTaHMU3aLMN:
a) no MecTy paspaboTku u
YTBEPXISHUS

6) B OPYTUX OpPTaHU3ALUAX

BU3HeC- NJIaHe; MOKYMEHTH
( TexHMKO- 3KOHOMMUECKYE
OBOCHOBaHMA, B3aKJIOUEHMA, CIpPaBKU,

pacueTs U IP.) K HUM
I'oczakasw

T'omoBBIE I[JIAHBl OPTaHMBaLMN:

a) mno OCHOBHEIM st OaHHOM
opraHM3alUMy BUIOaAM HOeSTEeJIbHOCTU

©) MO BCHNOMOTATEJIbHBIM IUIA HAHHOM!
opraHMszaluy BuIaM HOeSTeJIbHOCTU

[IPOEKTHE T'ONOBHIX [JIaHOB
3KOHOMUYECKOTO U couMasibHOTO
pasBUTUSA opraHuzauumn

TMIOACHMTEJIbHBIE 3allMICKUM K HUM

OnepaTUBHEIE I[1JIaHE o BCeM
HarnpaBJIeHUAM 0esATeJIbHOCTHU
opraHmszauum u ee CTPYKTYPHBIX
rnnompasnesieHuM

T'onoBBIE IJIHBI CTPYKTYPHBIX
rnogpas3nesieHu opTraHM3aLuMn

ToxyMeHTEl ( TEXHUKO- 3KOHOMMUECKYE
nokasareJsit, OOOCHOBaHMUA, I'PadUKY,
CIpaBKH, CBeleHNd, aHaJIM 3,
TaOJIMLIEL, paboune TeTpanm) o
pa3paboTKe I[1JIAHOB

ToxymeHTrl ( mOKJIamHBIE 3alMCKY,
CrpaBKW, CBemeHus) o6 MW3IMEeHEeHUM
[1JIaHOB

AHamuTHueckre sanmcku ( aHaamM3e) O
BLINOJIHEHVM T1JIaHOB

5 n. 30K

ITocm.

ITocm.

5 5. 3IK

Texkymee I[JiaHMpoOBaHUE

ITocrm.
o MmMHOBAa-
HMS Hazgoo-

HOCTU

ocr.

ocr.

llocTt. <1>

5 .

5 5. 3IK

oo MMHOBa-
HMS Hanob-
HOCTU

5 5.

5 .

5 5. 3IK

ocr.

<1l> B mpyrmux
opTraHM3aumax
- IO MMHOBa-
HMA HagobOHOC-
TV
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98

99

100

101

102

103

104

105

CnpaBku [e]e)
COLMAaJIbHO- 3KOHOMNUYECKOTO Pa3BUTUA
opraHmM3aLum

[lepenmncka 1o
MJIaHMPOBaHUA

urorax |5 s

SIK

BornpocaMm|5 .

2. 3. lleHooOpaszoBaHue

[lperiCKypPaHTE, LEHHUKH,
NPOOYKUMI W yCITYTU.

a) no MecTy paszpaboTku u
YTBEPXIEHNI

6) B IpyTux OPTaHU3ALUAX

Tapudel Ha

CrnpaBKM, pPacyeTsl o
NPOTHO3VPOBAHMI LEH

JoxyMeHTHI (CHpaBKM, 0O0OCHOBAaHUSA

3aKJIOUEHNH, HOPMaA TUBHEIE
UHIOIUKATOPL) O paspaboTke,
NPYMEHEHUM LeH u ux
KOPPEKTUPOBKE!

a) mo MecTy paspaboTKM

6) B IPpyrMx OpPTaHM3aLMAX

lleHOBLIE COTJIAlIEHUA MEXITY
NPOV3BOIUT EJIAMA M [OCTaBIMKAMU

MaTepMaJlbHO- TEXHNUECKMX PECYPCOB

[lepenmncka Mo
LleHOODOpa30BaHMA

BOIIpPOCaM

ITocm.

o 3amMeHEH!
HOBBIMI

ITocm.

ocr.
o nepec-
MOTpa LleH

5 0. <1>
OIlIK
5 jg. 3IK

3. OVHAHCUPOBAHUE OEATEJILHOCTU

3. 1. dunaHcupoBaHue,
OMHAHCOBBIE IJIAHB MEPCEeKTUBHEIE!

a) mo MecTy paspaboTku u
YTBEPXIEHNA

6) B IOPYyTUX OpTaHU3ALUMAX

[lr1aHsL

- QMHAHCOBEIM
pPacxomnos) ;

- drHaHCHMPOBaHMSA U KPeOUTOBaHNS,

- BaJIOTHBIA,

- MaTepMraJibHBIX OaJIaHCOB,;

- KalMTaJIbHBIX BJIOXEHUM,

- O Tpyldy ¥ 3apabOoTHONM [JjaTe;

- NpubBLUIN,

- obpa3oBaHusa, paclnpenesieHUs u
MCIIOJIb30BaHMsa QOHOOB OpTaHM3aLNM;
- HaKOIUJIeHUS n pacxomoBaHUA
OOOPOTHEIX CpencTB M IOp.

a) CBOOHHIE TOIOBHE

6) TOomOBHE

B) KBapTaJllbHbE

(/amanc moxomos u

KpelnTOoBaHME

ITocrm.

oo MMHOBa-
HMS Hanob-

HOCTU

NocT. <1>
Moct. <1>
5 0. <2>

<1> Ilocsne wuc-
TeueHMs Cpoka
OeMcTBUSA COT-
JlameHns

<1l> B mpyrux
opraHM3aLuax
- IO MMHOBa-
HMA HanoOHOC-
™

<2> Tpu or-
CYTCTBUM TO-
IOBBIX - IIOCT.
<3> Tlpu oT-
CYTCTBUM TO-
OOBBEIX ¥ KBap-
TaJIbHBIX -
IOCT.
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107

108

109

110

111

112

113

114

T) MeCSAUHEBE

[IpOEKTEl MJIaHOB

IoxkyMmeHTel (yBemoMIeHMs, pacueTs,
TabaMLE, COPaBKMU, cBeneHus
BEOMOCTM, T[OPYyYeHUH, 3aKJIOUSHUS
0BOCHOBaHMA, IepenmucKa) o

paszpaboTke U MU3MeHeHUM OMHAHCOBLIX
[JIaHOB

IoKyMeHTE (xomaTaiicTsa

3KOHOMUUECKUE pacdeTh

VHBECTULMOHHEE MPOEKTEL, TPaHTH
TabMLE, IOTOBOPHI, coTslamenns

3aKJIOUEHMA) O [OJITOCPOUHOM
KPEeOVMTOBAHUU U VHBECTULVOHHOM
NeATebHOCTH

JivmTer (MMM T HEIE CrpaBKM) ,
3KOHOMUUECKIME HOPMAa TUBHL

brMHaHCUMPOBaHUA U
X pacrpenesjieHnda

KpellnTOBaHMA n
pacdyeTel K HUM

[lepenmncka o JIMIMUTax "
S5KOHOMMYECKMX HOPMaTMBax

PMHAHCOBO- 3KOHOMUUECKUE u
KOHDBIOHKTYPHEIE OO3O0PEL

a) mo MecTy paspaboTKu u
YTBEPXICHUS

6) B IOPYyTUX OpTaHU3ALUNAX

CMETH HOXOHOB U PACXOMNOB;, PAaCUYETH
K Hum <1>:

a) TomOBHE

6) KBapTallbHbE

TNoxymeHTE ( CripaBKy, cCBemeHud,
pacueTrs, pacxXOoIHbe pacnmcaHus,
BMXeTHEIE MOPYyJEeHMHA, 3aABKMA,

rnepenrcka) o GUHAHCUPOBAHUM
BMIOOB IeATEJIbHOCTU

BCeX

OrueTsl (aHaMMTUUECKME TaBJMLE) O
BEI[IOJIHEHVM ILJIAHOB!

- GrHaAHCOBOTO;

- (OMHAHCHMPOBaHMA M KpeOuTOBaHMA,

- BaJIOTHOTO,

- MaTepMraJibHBIX OaJIaHCOB,;

- KaNMTaJlbHBIX BJIOXEHUI,

- o Tpyly " 3apaboTHOM MJarTe,

- NpuoBUIN,

- oOpa30BaHUA, pacnpeneseHnsd u
JMCIIOJIb30BaHMA QOHOOB OpTaHM3aLMM,
- HaKOIUIeHUA 123 pacxonoBaHMAa

1 . <3>
5 5.

5 n. 3IK

ITocm.

ocr.

focr.

o MmHOBAa-
HMS Hanob-
HOCTU

ITocrm.

5 0. <2>

5 5. 3IK

<1> ApvmHMC-
TPaTUBHO- XO-
3AMCTBEHHBIX
U yrpaBJieH-
YECKUX Pacxo-
nos - 5 g
<2> Tpu or-
CYTCTBUM TO-
IOOBLIX - IIOCT.

<1l> B mpyrux
opraHM3auuaAx
- IO MMHOBAa-
HMS HamobOHOC-
"

<2> Tpu or-
CYTCTBUM TO-
OOBBIX - IIOCT.
<3> Tlpu oT-
CYTCTBUM TO-
IOOBHIX, KBap-
TaJIbHBIX -
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OOOPOTHBEIX CPEenCTB M IOp. . [IOCT.
a) CBOOHBIE TOIOBEHIE Moct. <1>
6) TomoBbie MocT. <1>
B) KBapTAaJibHLE 5 n. <2>
T) MeCSAUHEBE 1o <3>
115 |AHanm3bl OTUETHHIX IaHHBIX o6 |5 5. D2IK
UCIMOJIHEHUN 6ajlaHCOB IOXOIOB u
pPacxomoB
116 | DoxymenTe! ( riaHb, obocHoeaHuda, |5 g. BIK
pacueTs, T[epenucka) o
COBEPIIEHCTBOBAHUN anmnapaTa
yIpaBJleHus

117 |Tlepenvicka o6 W3MeHeHUM PaCcCXomoB |5
Ha coIepxaHue amnnapara ylpaBJIeHNs

u AIMUHUCTPATUBHO- XO3ANCTBEHHBIS
HYX B
118 | DoxymenTer (axThl, mokJiamHele |5 .

3anrcKy, [epenrcka) o COBJoIeHUn
brHaHCOBOWM IV CLUUIIIIVHEL

119 [ DoxymenTer (mosoxeHus, crpaBku, |5 g. 3IK
pacueTs, OKJIAIHbIE 3aNnCKH,
3aKJIOUEeHra) O GopMMpPOBaHUU GOHIOB
OpTraHM3alru M UX PACXONOBAHUU

120 |llepenucka O BHECMETHHX U LeJieBbxX |5 s, BIK
ACCUTHOBAHUAX

121 [HDoxymenTrl ( mosiokeHus, kapToukwy, |5 .
nepenrcka) o6 OTKPHITUMY, 3aKPHTUM,
COCTOAHMM, OIlIaTe TeKymMx u
pPacCuUeTHBIX CUETOB, O [poBeleHuu
IEeHEeXHO- PACUETHBIX Olepalun

122 | DoroBop GaHKOBCKOTO cueTa 5 0. <1> <1> Tocse wuc-
TeueHusa Ccpoka
OEVICTBUA IO-

ToBOpa
123 |Cpounble duHaHCOBBIE noHecenus, |1 o.
OrepaTVBHBIE OTUETH M CBEIEHMWS
124 [ DoxymenTrr ( moxJiamHble sanucky, |5 . 20K
coobumeHusa, MHOoOpMaLUM, W3BEIEeHN I,
CrNpaBKy, OTUETH, nepenncka) o
KPEeIMTHBEIM BOIMPOCaM
125 | KpennTHele OOTOBOPEL 5 0. <1> <1> Tocse wuc-
3IIK TeUeHNsa Cpoka
OeMCTBUA IO-
ToBOpPA

126 |llepenucka o pasMeleHnn akuun, |5 1.
BKJIAIOB, HAUMCJIEHVUM OMBUIEHIOB

127 |3aaBku Ha MOJIydeHME KPEIUTOB 1

128 |llepenucka o HopMax o6s3aTesibHbX |5 j1. DMK
pes3epBoB, buHaHcUpOBaHUSA

"MepeyeHb TUNOBBIX YNpPaBNeHYECKNX JOKYMEHTOB, 0Opa3yoLLNXCs B AEATENbHOCTY OpraHn3aumii, C ykasaHuem CpokoB XpaHeHus"
(ytB. Pocapxusom 06.10.2000) (pea. ot 27.10.2003)
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130

131

132

133

134

135

136

137

138

139

140

KAl TaJIOBJIOXEHUM

CBOIHEIE BEIOOMOCTU
KpelnTam

1o OTKPBITBIM

CBeneHMa O PacCXONOBAHUM KPEIVTOB:
a) Tomosbie

6) KBapTaJibHbE

B) MeCsUHHE

PacxomHele KaCCOBEE pacrnmcaHma n
yBeIOMJIEHMA O KpearTrTax

Kaccoerle mniaHeL
a) TomoOBHE
6) KBapTaJbHbE
B) MeCsSUHBIEe

OTueTH IO KACCOBHBIM IJIaHaM

ITocrm.

ITocrm.

= W o
H

4. YYET ¥ OTUETHOCTEL

4. 1. ByxTajlTepCKull ydeT U OTUETHOCTb
AT OO0MBl YHUOMLMPOBAHHBIX TUTOBBIX
bopm nepBUUHOM y4eTHOU
IOKYMEHTaLWM:
a) mo MecTy paspaboTku u
YTBEPXIOeHUS
6) B IOPYyTMX OpTaHM3aUMAX
Byxranrepckue OajlaHCEl UM  OTUYeTH]
moxkyMeHTH ( NpujiokeHus K  ©OajlaHcy,
[IOSICHUTEJIb Hble 3anmMcKu,

CreuValusupOBaHHbe QOPMBI) K HUM:
a) CBOIHHIE TOIOBHE

6) TOmOBHE

B) KBapTaJibHbe

T) MeCAUYHEBE

[lepenaToyHbIE, pasmesiMTesib HElE,
JIMKBMOALMOHHEIE BajlaHCh
IPUJIOXKEHM I, [NOACHUTEJIbHEE BalucKU

K HVM

AHAMUTHUECKYE NOKyMeHTH ( TabJmLkL,

3anMCcKY, NOKJIA kL) K TOIOBEIM
OajlaHCcaM M OoTdueTaM
[lepenmncka o6 YTBEPXIEHNN "

YTOUYHEHNNM ©aJlaHCOB U OTUETOR

JoxkyMeHTEl ( MPOTOKOJI.L, aKTHL,
3aKJIOUEHMA) O paccMoTpeHun = M
YTBEPXIEeHU) OajlaHCOB M OTUETOB

OTueTEl 0O
pPacxomoB:
a) CBOIHBIE TOIOBHE
6) TOHmOBHE

B) KBapTaJibHbE

MCIIOJIHEHUM CMe ThI

ITocm.

IIo =ameHH
HOBBIMI

ITocrm.
ITocm.
5 5.
1 o

<1>
<2>

ITocm.

ITocrm.

Moct. <1>

ocr.
ocr.

5 0. <1>

<1> Mpu om-
CYTCTBUU TO-
IOBHIX - IIOCT.
<2> Tlpu oT-
CYTCTBUU TO-
IOBHIX, KBap-
TaJIbHBIX -
rnocr.

<1> KeapTajib-
5

HBIX -

<1> Mpu om-
CYTCTBUM TO-
IOBHIX - IIOCT.
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141

142

143

144

145

146

147

148

CUHTeTuUeCcKue, aHaJIUTUUYECKUE,
MaTepMralJibHEIE CcueTa OyXTaJITEPCKOTO
yuera

[lmaH cyeTOB OyXTaJITEPCKOTO ydeTa

OTUeTH O [epPeuUCIIeHUI IeHEXHBIX
CyMM IO TOCyOapCTBeHHOMY u
HeToCyHapCTBEeHHOMY CTPaxoBaHUD
( neHcuoHHOMYy, Me OMLIMHCKOMY,
COUMAaIbHOMY, SaHATOCTM)

[lepenmucka O CpoKax
OyxTaJITepCKOM U
OTUETHOCTU

npencTaBJIeHNs
brHaHCOBOM

NoxymeHTh ( TJTaHEBL,
[IPOTOKOJIBL, aKTHI, crpaBKHU,
IOKJIAOHbIE B3alMCKU, nepenncka) o
[IPOBENEHNY IOKYMEHTAJIbHEIX PEeBU3UN
dMHAHCOBO- XO3AMCTBEHHOM

OTUEeTH,

OeSTeJIbHOCTHY,
KOHTPOJIBHO- PEBU3MOHHOM paboTe, B
TOM yrcie IpoOBepPKe KaCCHI,
NPaBUJIbLHOCTM B3MMAaHMSA HAJIOTOB U
Ip.

OCHOBHEIE Kpurepmm ( cucreMa

nokaszaTeJien) NeAaTeslbHOCTU
SKOHOMUUECKNX CyOBEeKTOB, no
KOTOPBIM MX ByxTanrepcKas
(duHancoBag) OTUETHOCTL MNOIJICKUT
oBsa3aTesIbHOM exeTroIHOM
ayIMTOPCKOM MpOoBepKe:

a) mo MecTy paspaboTKu u
YTBEPXICHUA

6) B IPyTMX OPTaHM3aLMAX

IOTOBOpPEL C ayINTOpaMm
(aymuropckymm dripMamm)
ByXTanTepcKye yudeTHHE PETVCTPH

(rmaBHasa kHuMTa, KypHAaJB- Opaepa,
paspaboTouHble TabJIULB M Op. )

5 .

5 5.

ITocr.

<1>

focr.

0o 3aMeHEl

HOBBIMU
5 0. <1>
OIIK

5 0. <1>

<1> Tpu ycJo-
BUIM 3aBeplie-
HUS [IPOBEPKU
(peBusun). B
cJlyyae BO3-
HVKHOBEHUS
CIIOPOB, pas-
HOTJIaCUM,
CJIEICTBEHHBIX
U CynOeOHBIX
oeJjl - coxpa-
HSAITCS OO BHI-
HeCeHUs OKOH-
YaTeJIbHOTO
pemeHnsa

<1> IlocJse wuc-
TeUeHMsa Cpoka
OeCcTBUA IO-
ToBOpa

<1> Tlpu ycJo-
BMM 3aBeplue-
HIUSI TPOBEPKU
(peBuzum). B
criiyyae BO3-
HMKHOBEHUSA
CIIOpPOB, pas-
HOTJlacu,
CJlIeICTBEHHBIX
U CcyneOHBIX
ney - coxpa-
HAITCA OO BbI-
HeCeHMS OKOH-
JaTeJIbHOT'O

"lMepeyeHb TUNOBLIX YNPaBNEHYECKUX JOKYMEHTOB, 06pasyoLuxcs B AeATeNbHOCTM OpraHu3aumii, C ykasaHueM CpoKoB XpaHeHns"
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149

150

151

152

153

154

155

156

YTBepXIeHHbIe JIVMMMTEH, doHIIEL
3apaboTHOM I1J1aThL

a) no MecTy paspaboTKu u
VTBEPXICHUSA

6) B IpyTuUx OPTaHU3ALUAX

[lepBUUHBIE IOKYMEHTEl M [IPUJIOXEHMS
K HIUM, 3abukCcrpoBaBLME baxkT
COBepleHUS XO3AMCTBEHHOM olepalun
1 ABMBUMECH OCHOBaHMEM Oy
ByxranTepckux zanmucel (Kaccosbe,
OaHKOBCKME IOKYMEHTEH, KOpEeUKU
OaHKOBCKMX UWEKOBBIX KHIDKEK
opmepa, Tabeu, V3BelleHA OaHKOB
1 [epeBOOHEE TpeboBaHMA, aKTBl O
npreMme, crpade, COMCaHMM MMylLleCcTBa
1 MaTepualos, KBUTAHLUMM, KOPEWKU
K HUM, cueTa- QakTypH, HaKJIaOHBIE
Y aBaHCOBLIE OTUETH U Ip. )

NoxymeHTH ( aKTH, CBeIeHUd
rnepenrcka) O B3aUMHLIX pacueTax u
rnepepacueTax MexIy OpTaHU3aLMaIMU

[lepenucka e}
brHaAHCOBO- XO3AMCTBEHHON

O0esaTeJIbHOCTU (06 yueTe QOHIOB, o
HaJIOXeHUU B3BICKAHUN, mTpados,
rnpreme, cnaue, CnMCaHUM

MaTepuralibHBIX LEHHOCTEN U Ip. )
Jlnuesele cueTa PabOOTHUKOB

[TojmoxeHMs ©
PaOOTHMKOB

peMMPOBaHUN

ToxymeHTrl ( CBOIHBIE

(pacuerHo- IaTEXHBE)
( TaBynarpamme) Ha BELOAUY
3apaboTHOM [1J1aTHI, rnocoodwum,
TOHOPapoOB, MaTEePUAJIbHONW [OMOWU M
op. BeIaT <1>; IOOBEPEHHOCTIM Ha
noJlyyeHve TEHEXHBIX cyMM u
TOBAPHO- MATEPVAJIBHEIX LIEHHOCTEN, B
TOM yucie AHHYJIVMIPOBaHHbIE
MOBEPEHHOCTH) o MoJTyYeHUM
3apabOTHOM IJIATH U OPYTUX BHIJIAT

pacueTHbe
BEIOMOCTH

[lepenncka O BBILJIATE 3apaboTHOMI

[TocT.
o MmHOBAa-
HUS Hanob-

HOCTU

5 0. <1>

75 5. D3IK

<1>
SIK

5 101 <2>.

5 5.

pemeHns

<1> Tpu ycio-
BUM 3aBeple-
HUS [IPOBEPKU
(peBnzum). B
cJjlyyae BO3-
HMKHOBEHUS
CIIOPOB, pas-
HOTJIaCUM,

CJIe ICTBEHHEBIX
U CynOeOHBIX
neyi - coxpa-
HSAITCS OO BHI-
HeCeHUs OKOH-
YaTeJIbHOTO
pemeHnsa

<1> IlocJse 3a-
MEHEl HOBBIMM

<1> Mpu or-
CYTCTBUM JIU-
LleBBIX CUETOB
- 75 5.

<2> Tlpu yc-
JIOBUM 3aBep-
meHus IpOoBep-
xu (peBusun).
B ciayuae BO3-
HMKHOBEHUSA
CIIOPOB, pas-
HOTJlacu,
CJlIeICTBEHHBIX
U CynOeOHBIX
oeJjyi - coxpa-
HAITCA IO
BEIHECEHU A
OKOHYAaTeJIbHO-
IO peleHud

"lMepeyeHb TUNOBLIX YNPaBNEHYECKUX JOKYMEHTOB, 06pasyoLuxcs B AeATeNbHOCTM OpraHu3aumii, C ykasaHueM CpoKoB XpaHeHns"

(ytB. Pocapxusom 06.10.2000) (pea. ot 27.10.2003)

-17 -




HayuHo-lMpoekTHas KomnaHus "CneullpoekT'. 3awura rocyaapcTBeHHON TalHbI.

www.spets-proekt.spb.ru

195197, CankT-MNeTepbypr, yn. Xykosa, 4. 18. Ten./dakc: (812) 612-12-36

157

158

159

160

161

162

163

164

165

166

167

168

rJjiaThl

CBeneHus, CIIpaBKU (] COBOKYIIHOM
Joxone paGOTHMKOB 3a I'ong M yrulaTe
HaJIOT' OB

T'apaHTUMHEIE OMCbMa

CBeneHus o6 yueTe GOHIOB, JIMMUTOB
3apaboTHONM I[JIATH M KOHTPOJIE 3a UX
pacrnpenesyieHrneM, O pacuerax o
repepacxony M 3aOOJIKEHHOCTU o
3apaboTHOM [jlaTe, OO0 yIOepXaHuM U3
3apaboTHOM I1J1aTH, us CpencTB
COLMAJIbHOTO CTpaxoBaHMUA, o
BHIIIJIATE OTIIYCKHBIX u BBIXO OHBIX
rnocobum

[lepenucka o BEIJaUe U BO3BpaTe
cecyn

NoxymeHTh ( KOMMMU OTUEeTOBR,
3aAaBJIEHUSA, CIUCKU PabOTHUKOBR,
CrpaBKM, BBIIMCKM U3 [IPOTOKOJIOB,
SaKJIOUEHMA) O BHIILJIATE I[1O0COOUM,

oriylaTe JIMCTKOB H@prﬂOCHOCO@HOCTM

VICIIOJITHU T eJIb HEIE  JIMCTEL

NoxymeHnTo ( cripaBKM, AKTEHL

ofAa3aTesbCTBa, [ePenncka) o
0eBUTOPCKOM U KpeINTOPCKOM
3aI0JIXEHHOCTH, Hemocrauax

pacrparax, XMIEeHUSX

llepeuenb S, UMEUMX npaeo
NOOMUCHU T[1E€PBUUHBIX YUETHBIX
IOKYMEHTOB

IoxymeHTrl ( 3agBiIeHUA, peueHrd

CrpaBKW, [epenuckKa) 06 orulaTe
YUEBHBIX OTIIYCKOB

JoxyMeHTEl ( MPOTOKOJIHL, AKTHI,

pacueTsl, BaKHquHMH) O TIiepeolieHKe
OCHOBHBIX (QOHIOR, oripeneJjyieHnm
M3HOCAa OCHOBHEIX CpencTs, OLIeHKe

CTOMMOCTU MMYyllECTBa OpPTaHM3aLUuMn
ToxymeHThl ( aKTh, BRINMCKM OaHKOB
BEIOMOCTY, PAaCUeTH, [epenucka) ob

AMOPTUMI3AalMMOHHBEIX OTUMCJIEHUMAX

OBOpOTHBIE BEIOMOCTU

o MmHOBAa-
HMS Hanob-
HocTu <1>

5 5. 3IK

0o 3aMeHEl
HOBBIM

oo MMHOBa-
HMS Hanob-
HocTu <1>

ocr.

<1> Iocjye no-
TameHMsa CCyIbl

<1> He wmeHee
5 5.

<1> He wmeHee
5 5.

<1> Tlpu ycJo-
BMM 3aBeple-
HUS MPOBEPKU
(peBuzum). B
crydae BO3-
HUKHOBEHUSI
CIIOpOB, pas-
HOTJlaCcu,
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169

170

171

172

173

174

175

176

177

178

Coobumenra (CcBUOETELCTERA) o
MOCTaHOBKE Ha yuyeT B HaJIOTOBHIX
opraHax

OTueTE MO HaJIoTaM:
a) TomoBbie

6) KBapTaJbHbE

B) MECSAUHEBIE

IoxymeHnTel (pacuers, CripaBKM,
TabJULE, CBENEeHUA) O HAUUCIIEHHBIX
M [IepeuMCJIeHHBIX CyMMax HaJIOTOB B
OI0XETEl BCeX YyPOBHEM

llepenncka o pPasHOIUIACKAX rno
BONIpOCaM HaJIOTOOBOJIOXEHN S
B3MMaHMS AKUMBHBEIX ¥ OPYyTHX COOPOB

ToxyMeHTEl ( pacueTs, CBeIeHUda

3aAaBJIEHMSA, pPeleHNs, CHMCKH,
BEIOMOCTH, [epenyrcKa) 06
OCBOOOXIEHUM OT OIlJlaTH o
HaJjioraM, [pedoCTaBJIeHUN JIbTOT,
KpeIMTOB, OTCpOUYekK YILJIaTE ZRpIZS
OTKase B HeM [0 HajioraM, aKLUM3HBM
1 IpyruM cbopaMm

HoxymeHTel ( cripabxuy, CBOIKM

CBemeHusa, COoOBmEeHN, [epenrcKa) o
33a4MCIIEHMM HAJIOTOBBIX I[IOCTYIJIEHUMN
B OIOIXeTH pPas3HOTO YPOBHA U BO
BHeOmXeTHEle QOHIOBEL, 3aOOJDKEHHOCTU
10 HUM

[lepenmncka o6 obpaz3oBaHuy,
pacnpenesieHnn, HaKOIJIEHUN

OOOPOTHBIX CPEeACTB M O pacueTax IO
ODOPOTHEIM CpencTBaM

IoxymenTel ( 3adBKu, CIpaBKU,
JIMMUTE, PacUeTh) O pacxomax Ha
npuobpeTeHMe obopynoBaHmA

IMIPOM3BOIOCTBEHHOI'O M XMJIOT'O @om:a

IoxyMmeHTEl ( aKTH CBEPOK, CHPaBKMU)
06 yruare HaJIOTOB B BromKxeT
3ayeTamMy, LIEHHBMM GyMaTamu,
rnocraBKaMy MNPOIYKLMM, TOBApPOB

paboT, ycJayrn

AKTE- CIIPABKU o rnorameHumn

HasioroB ( 3a0OJPXeHHOCTU) BEeKCeJIsIMM

5 5.

<1>

<1>
<2>

SIK

SIK

SIK

<1>

CJIeICTBEHHBIX
U CyneOHBIX
neJy - coxpa-
HAITCSA IO BHI-
HeCeHMS OKOH-
yaTeJIbHOT'O
peumeHms

<1> IocJje
CHATUA C yde-
Ta

<1> Tpu ot-
CYTCTBUU TO-
[OBBIX - T[IOCT.
<2> Tlpu ort-
CYyTCTBUU
KBApTaJIbHBIX -

5 5.

<1> Iocsae no-
TaleHrda HaJio-
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180

181

182

183

184

185

186

187

188

189

190

191

TOKYMEHTH (zaaBnenus
pacrnopsaKeHus, cripaBKM- TpadUKM,
AKTEI) o6 omnyare, pasMeHe,

npreMe- riepeiade BeKCeJieln

NoxymeHTo ( 3a9BKM, aKTH, CIPABKU,
nepenrcka) Mo BaJIOTHLEM BOMPOCAaM

CBOIIKMN) o
VM KOHBEPCUOHHEIX

HoxymeHTH ( OTUeTH],
BeIeHUM BaJIOTHBIX

ornepauuy, ornepauuyt C IpaHTaMu
OrnepaTMBHBE OTUETHEl I[IO CUeTaM B
MHOCTPAHHOM BaJlloTe 3a I'paHulen
OnepaTuBHEIE OTUETH O PAaCXOOOBAaHUU
MHOCTPAaHHOM BaJlioThHl Ha
3arPaHKOMaHIVPOBKY

[lepeueHb BHIJAT, Ha KOTOphHle He
HauUMCJIIATCA CTPaxoBbe B3HOCHL B

TOCYyIapCTBEHHBIE COLMUAJIbHEIE OGOHIEL
a) no MecTy paspaboTKu u
YTBEPXICHUS

6) B IOPYyIMX OpTaHMU3aLMax

Jlmuepbple cueTa akLMOHEPOB

HOoTOoBOpPEL, COIJIAlIEHUA
XOBAMCTBEHHEIE,

(xpemnTHbIE,
onepaLyVoHHbE)

[lacriopTa cHneJiok

IoxymeHTel (axkTh, COpaBKK, CUETa)
O MpueMe BHIIOJIHEHHBIX paboT
JoToBOPEL O MaTepMraJibHOM
OTBETCTBEHHOCTHU

ObpasLurl rnonnmcemn MaTepMraJlbHO
OTBETCTBEHHBIX JIML]

IOoTOBOPEL MMyLIEeCTBEHHOTO
CTpaxoBaHUA

5 5. 3IK

focr.

focr.

ocr.

IIo 3ameHEH!

HOBEBIM
5 0. <1>
5 50 <1>
OIlIK
ocr.

5 0. <1>
5 0. <1>

oo MMHOBa-
HMS Hanob-
HOCTU

5 0. <1>

T'OB

<1> Tocse ne-
pexona npaBa
COOCTBEHHOCTHU
Ha akumu. Illpu
YCJIOBUM 3a-
BeplIeHS IpOo-
Bepku (peBu-
3111)

<1> Ilocsne wuc-
TeueHMsa Cpoka
OeMCTBUA IO-
TOoBOpAa, CO-
TJlalleHU A

<1> Mpu om-
CYTCTBUM JIN-
LIEBEIX CUETOB

- 75 5.

<1> Iocge
YBOJIbHEH A
MaTepralibHO
OTBETCTBEHHO-
To Jmua

<1> Iocmne wuc-
TEeUeHUsa CpokKa
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OelicTBUA 0O-
ToBOpAa
192 [oxymeHTrl ( IPOTOKOJIBI sacemaHmin |5 . <1> <1> Mpu yciuo-
MHBEHTaPU3aLMOHHBIX KOMMCCHI, BUU 3aBeple-
MHBEHTAPHLIE ONUCH, AKTH, HUA [POBEPKU
BemoMoCcTH) 06 MHBEHTapU3aLumn (peBusun). B
OCHOBHBIX CPEICTE, UMYyIEeCTBA, ciyyae BO3-
3TaHUN U COOPYXeHN, HMKHOBEHUSA
TOBAPHO- MATEPMAJIbHEIX LIEHHOCTEN CHOpOB, pas-
HOTIJIaCul,
CJIEICTBEHHBIX
U CyneOHBIX
nes - coxpa-
HAIOTCA IO Bbl-
HeCeHMS OKOH-
UaTesIbHOTO
pelneHud
193 |Kumry, xypHalbl, KaApTOUKM ydeTa: <1> Iocse
a) LeHHBIXx OyMar [Tocr. OKOHYAaHMA
6) IOTOBOPOB, KOHTpakToB, (5 Jj. <1> cpoka IemcT-
coTJlameHn (xpemmTHBIX, |DIK BUSA [OCJIeIHEe-
XOBANCTBEHHBIX, OMNEPAaLMOHHLIX) TO morosBopa
B) OCHOBHBIX cpencTs (zmanmi, |5 0. <2> KOHTpaKTa
COOPYXEHMI) coTJlameHunsa
T) pPacueToB C OpPTaHM3aLUAMA 5 g, <3> <2> TocJe
1) T[PUXOMHO- PaCXOIHBIX xaccoebix |5 . <3> JIMKBY A LUN
noxkyMeHTOB ( cueToB, J1a T €XHbIX OCHOBHEBIX
rnopy4eHnn) CpencTs npu
e) mnoTrameHHBX BeKceJel Ha ymaary|5 g <4> YCJIOBUM 3a-
HaJIOT'OB BepleHUa [po-
%) peanmMsalynu TOBApPOB, pab6or, |5 5. <5> Bepku (peswu-
yCayr, obfJsiaraeMmelx M He ofbJiaraeMslx 31UM)
HaJIOTOM Ha IOOOaBJIEHHYK CTOMMOCTb <3> Illpu ycJo-
3) XO3AMCTBEHHOTO MMYHNECTBAa 5 n. <3> BUM 3aBeple-
1) BCHOMOTATEJIbHbIE, KOHTpOJIbHEE |5 J1. <3> HUA TPOBEPKU
( TpaHcrnOpTHREIE, TPY30BLHIE, BECOBHE (peBuszum). B
u 1op.) cilydae BO3-
K) TMOIOTUETHHIX JIVILI 5 5 HUKHOBEHUSA
JI) VCHOJIHUTEJIBHBIX JIMCTOB 5n CropoOB, pas-
M) CyMM IIOXOHOB U nomoxonHoro |5 . HOTJIaCUiA,
Hajiora pPabOTHMKOB CJIEICTBEHHbIX
H) IEeNnoHUPOBAHHOM zapaborHoit |5 m. <3> U CyIeBHBIX
[J1a Tkl mes - coxpa-
0) IEeNOHEeHTOB no IenosnuTHeM |5 51 HEIOTCA IO Bbl-
cyMMaMm HeCeHMSA OKOH-
M) IOBEPEHHOCTEN 5 1. <3> YaTeJIbHOTO
pelmeHud
<4> Tlocsie no-
TameHusa HaJio-
Ta npu ycJo-
BUUM 3aBeplie-
HUA TPOBEPKU
( peBUzUN)
<5> C nmarw
rnocsienHeM
3anmMcy npu
YCJIOBUU 3a-
BepleHnd
nposepxu (pe-
BU3ZUN)

"MepeyeHb TUNOBBIX YNpPaBNeHYECKNX JOKYMEHTOB, 0Opa3yoLLNXCs B AEATENbHOCTY OpraHn3aumii, C ykasaHuem CpokoB XpaHeHus"
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194

195

196

197

198

199

200

201

202

[l[porpaMMEl, PYKOBOICTBAa 1o
opraHmu3auum U BHeIPEHNIO
aBTOMAaTU3MPOBaHHBIX cucTeM

OyXTaJITeEPCKOTO ydueTa UM OTUEeTHOCTU

[lepenmncka o6 opraHu3alumn n
BHEIOPEHUN aBTOMAaTU3MPOBaHHBIX
CHUCTeM ydeTa M OTUYEeTHOCTU

3akKas3el Ha OJIaHKU yueTa 128
OTUETHOCTU

HoxymeHnTo ( cueTa, CIIpaBKU
nepenvcka u - Ip. ) no GMHaAHCOBBIM

BOIIPOCaM
nesSTesIbHOCTHY

OJIaTOTBOPUTEJILHOM

4.,2. CraTUCTUUECKUN Yy4eT U

OTUEeTEl OPTaHMBaLUMU O  BBIIOJIHEHUNU
MepCrneKTUBHBIX ( monroBpPEMEeHHEIX) ,
LeJIeBEIX U TeKymMX nporpamm,
MJIaHOB; AaHaJM3bEl OTUETOB:

a) ceonOHble TONOBLHIE U C BoJblein
MEPUONUMUHOCTHIO

6) TomoBLle u c Bombmert
NepUOIUUHOCTHIO

B) MOJIyT'ONOBLIC

T) KBapTaJibHbe

) MeCcAYHbe

CraTucTmUyeckre OTUeTEl U  TaOJIMLbl
Mo BCEM OCHOBHBIM HAarpaBJIEHVAM U
BUOaM nedArejbHocTM (114 — HaHHOM
opraHm3alLmmn) ; MOKYMEHTEL

(undopma Ly,
Ip.) K HMM;

JOKJIaOHbIE 3allMCKIM n

a) CBOOHBIE TONOBHIE M C BoJbmen
NepUONUUHOCTBIO

6) TOmOBHE " c BoJsibmen
NepUONUUHOCTBIO

B) [OJyTONOBEIE

T) KBapTaJsbHbE

I) MeCsuHBe

e) eIVHOBpPEeMEHHbIE

ToxyMeHTEl ( IOKJIAME], AHAJMUTUYECKME
TabIMLE M CIOPaBKN) o6 wumTrorax
MEeATeJIbHOCTU OpTaHM3alun
CTaTMcTuyecKkye OTUeTH U  TaOJuLb
no BCeM BCIIOMOTaTEJTb HbIM
HaNpaBJIeHMAM M BUIAM NeATEJBHOCTU
(mna mauHOM opraHu3aLun) ;
noxkyMeHTH (MHOOPMALMM,  IOKJIaOHbIE
3anUCKM M Op.) K HUM

JOKYMEHTEI (Taénmuu, pacuerTs],
cripaBKMU) O COCTaBJIEHMM  CBOIHEBIX

CTATVMCTUMYECKNMX OTUEeTOB

focr.

5 5. 3IK

OTUEeTHOCTb

ocr.
ITocr.
<l1l>

<2>
<3>

= = 01O

Qa8

Tocr.

5 5.

<1> Tpu ot-
CYTCTBMM T'O-
IOBBIX -
<2> Tpu or-
CYTCTBUU TO-
OOBHIX, [1OJIy-
TOIOBBIX -
nocr.

<3> Mpu or-
CYTCTBUU TO-
IOBHIX, [1OJIy-
TOIOBBIX,
KBAapTaJibHEIX
nocr.

<1> Tlpu ort-
CYTCTBUM TO-
OOBBIX -
<2> Mpu or-
CYTCTBUM TO-
IOBBIX, I10JTy-
TOIOBEIX -
[1OCT.

<3> Mpu or-
CYTCTBUM TO-
IOBBIX, I10JTy-
TOIOBBIX,
KBapTaJibHEIX
[1OCT.

I10CT.

I10CT.
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203 |OnepaTusHEE cratucrtudeckue |1 1.
CBOIKM O BHINOJIHEHUM TJIAHOB

204 | XypHan yueTa rnepenasaemeix |5 U
CTATUCTUUECKNX HaHHBIX

205 | BcriomoraTesibHEIE KHUTU no|l r.
OTepaTUBHOMY U CTATUCTHUUECKOMY
y4eTy UM OTUYETHOCTHU

206 |lepenncka o cocTasJieHun, |5 JI.
NpenacTaBJIeHNU U NnpoBepkKe
CTATUCTUUECKON OTUETHOCTU

207 | Bnanku dopm CTaTHUCTUUECKOM
OTUYETHOCTU ( crcremaTUsUPOBaHHEIL
KOMILJIEKT) !

a) no MecTy paspaboTKu u|Hocr.

YTBEPXIEHNA

6) B IPpyrux OpPTaHM3aLMAX o 3ameHBl
HOBBIMM

5. DKOHOMUMUECKME, HAYUHHE, KVJIBTYPHHE CBA3U

5.1. Opranusauma ceBaszen

208 |YcTaBe, MNOOJIOXEHUA MeXIyHapPOOHLIX | [TocT.
opTraHM3aLmii ( o6BeMHEeHUN) ,
uJjIeHaM KOTOPBIX ABJIAETCHA
opraHmusaLmus

209 |Vkaszauua (zamanmsa) cneumasmcray, |loct.
NPYHUMaLINM ydacTue B paboTe
MEXIYHaPOIHEIX opraHnzaLmi
( o6 benuHeHm)

210 | DoxymeHnTr ( cripaBKM, 3asaBJeHusd, [IlocT.
MOKJIANHLIE BaNMCKM) O BCTYIJIEHUU B
MEXITYyHaPO MHBIE opTraHM3auum

( obbenuHenmns)

211 |Nepenncka o BCTYIIJIEHUN B |IocT.
MEXIYyHaPO IHBIE opraHMsauumn
( obbenuHenmns)

212 | HoxymeHTH ( IPOTOKOJIH, pemenud, |IlocT.
NpermyioXeHus, IOKJIale, CIOpaBku) 06
3KOHOMUUECKUX, HayUHBIX
KyJIb TYPHBIX CBA3AX c 0Py TVIMUA
opTraHM3aLAaMm

213 | DoxymeHTH ( MPOTPaMMEL rIaHel |5 J1.
NpoBeneHus BCTpeY, rpabuxmn,
3a4BKM, [epenrcka) o6 opraHM3auum
npueMa u rnpeOBIBaHNA
npencraBUTesIeNn MHOCTPAaHHBIX
opraHuzauun

214 | Mucrpyxkuum ( yxKazaHus, 3amaHud, |5 . 30K
pPEeKOMEHIaLIMN) NpencTaBUTesIaAM
OpTraHM3aummn o Be e HUIO BCTpEU

(neperosopos)

"MepeyeHb TUNOBBIX YNpPaBNeHYECKNX JOKYMEHTOB, 0Opa3yoLLNXCs B AEATENbHOCTY OpraHn3aumii, C ykasaHuem CpokoB XpaHeHus"
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215 | oxymeHTH ( MPOTOKOJIEL BCcTpeu |IlocT.
(meperosopos), TEKCTH
BEICTYTIJIEHUN, 3arnncu Gecemn) o
npreMe MperncTaBUTesIel MHOCTPAaHHBIX
opraHm3aLun

216 | HoxymeHTol ( mOKJIAMIM, crnpaeku, |5 . BIK
uHbopMaLUY, CBEINeHU) o
npoBeneHnu BCTped (NeperoBOpoB) C
NpencTaBUTesIaMn OPYyTUX
opraHm3aLun

217 | KypHasel, KapToOuyku ydeTa nocemeHul |loc.
opTraHM3auumn NpencTaBUTesIaMn
MHOCTPAHHLIX OPTaHM3aLni

5. 2. OcymecTrjeHue cBA3en

218 |KOHTpPaKTE, IOTOBOPEHI, corsameHus, |ocT.
IOTOBOPEI- HAMEPEHU A [e]e)
DKOHOMMUECKUXK, HayUYHBIX
KYJIb TYPHBIX CBA3AX, IOKYMEHTEI
(ocobre YyCJIOBU A, [IPOTOKOJIBEL
pasHOTIJIaCU, 0BDOCHOBAHMUSA

MpPaBOBBIE BZAKJIOUESHUSA M ApP. ) K HUM

219 | ToxymeHnTo (mpoexTe, npemoxenud, |10 g 30K
3aKJIOUEHM, CIPaBKU, cBemeHrd

vHbOpMaLMM, PACUETH) O MNOATOTOBKE
KOHTPAKTOB, NOTOBOPOB, COTJIAlIEHUN

220 [ JoxyMeHTE (axTel, |TocT.
TeXHUKO- SKOHOMUYE CKUE
OBOCHOBAHUSA, BaKJIOUEHNH, CIPaBKH,

CBeIeHMA) o LejiecoobpazHOCTH
COTpyOHUUECTBA

221 |KHuUTHM perucTpaummn corytamenmii, |5 g. DIK
IOTOBOPOB, KOHTPAKTOB O CBA3AX
opTraHM3aLumn

222 |Tlporpammel ( TPOTHO3H, IJ1a HbI)
YCTaHOBJIEHUA U pPasBUTUSA
3KOHOMUUECKNX, HayUHBIX
KYJIbTYPHBIX CBSA3El:
a) o MecTy pa3paboTKu MocT.
6) B IOPYyTUX OpTaHU3ALNAX Io MmuHOBa-

HMA Hanoo-
HOCTU

223 [JoxyMeHTE (npenmoxennsa, (10 g. BIK
peKoMeHIaumm, pacueTs) o
pazpaboTke [1JIaHOB
HayUHO- TEXHNUECKOTO
3KOHOMUUECKOTO, KyJIb TYPHOTO
COTpYyOHUUECTBA

224 |Tlepenucka o paspaborke, |5 m. 3IK
YTOUHEHMH, U3MEHEHNU [JIaHOB
HayUHO- TEXHNUECKOTO
3KOHOMUUECKOTO, KYJIb TYPHOTO
COTpYyOHUUECTBA

"MepeyeHb TUNOBBIX YNpPaBNeHYECKNX JOKYMEHTOB, 0Opa3yoLLNXCs B AEATENbHOCTY OpraHn3aumii, C ykasaHuem CpokoB XpaHeHus"
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225 | DoxymenTn ( mokJIamHbIe sanmucky, |IMoct.
CrpaBKM, CBEIEHMSA) O BHIIOJIHEHUN
[JIaHOB Hay4yHO- TeXHUYECKOTO
5KOHOMMUYECKOTO, KyJIbTYPHOTO
COTpyIHUYECTBA

226 |ToxymeHTh ( MHGOPMALMOHHBIE MMcbMa, |5 1. BIK
coofueHus, BBRIPE3KM U3 TaseT) ob

3KOHOMMUYE CKOM,
Hay4HO- TEXHUYECKOM, KyJIb TYPHOM
COTPYIOHUUECTBE

227 | JoxyMeHTE (annoTauuu, |Mocr.
NpemJioXeHus, pacdeTe, MHOOPMaLVM)
K TpaHTamM, VMHBE CTULVOHHEIM
npoeKkTam

228 | KOHBIOHKTYPHBE OB30PHL no |llocT.

SKCIIOPTHO- MMIIOPTHEIM IIOCTaBKaM

229 | HoxymeHThH ( 3aKJIOUEHNS, axte, |10 g1, BIK
CripaBKM, TEXHMKO- 3KOHOMUUECKME
ODOCHOBaHUSA, paspeleHns
rnepenmcka) o LesiecoobpasHoOCTu
3aKyNoOK MVMIOPTHOM MNPOIYKLMAN "
MaTeprasios

230 | HoxymeHTH ( MpOTpamMMyl iase, |5 g1, BIK
KOHTPAKTH, aKTHI, MPOTOKOJIH,
nepenmcka) ob OByuUeHNN
CTaxXVpOBKe MHOCTPAaHHbIX
CIIeLMaJIMCTOB B Poccumickomn
denmepaunn

231 |llepennicka 06 opraHuzauuu |3 1.

3aTrPaHMUHBEIX [IYyTENeCcTBUM, TypPOB
6. VHOOPMALMOHHOE OBCIIYX/BAHVE

6.1. C6op (nomyuenme) wuHdOPMaALUM, MAPKETUHT

232 |llepenucka o6 opraHmuzauuy, |5 s BIK
[JIAHVPOBAHUU U oCylleCTBJIEHUN
MHOOPMAaLMOHHOM OeAaTeJIbHOCTH,
MapKeTVHTa

233 | HoxymeHnT ( cipaBKM, moxslandee |5 g0 BIK
3anrcKy, CBOIKM, OTUEeTH,
nepenmcka) ob MHGOPMaLIMOHHOM

OeATeJIbHOCTM, MapKeTVHTEe

234 | AHamurTuueckre OO30pPHl 1O  OCHOBHBIM

BONIPOCaM IeATe/IbHOCTY

OpTaHN3a LM

a) mo MecTy pa3paboTKM Moct.

6) B IPyTMX OPTaHM3aLMAX o MMHOBAa-
HUA Hanoo-
HOCTU

235 | MubopMaumonHele 0630pe ( HOKJIAObL) Ha rocymap-

CTBEHHOE,
MYHULMATb-

"MepeyeHb TUNOBBIX YNpPaBNeHYECKNX JOKYMEHTOB, 0Opa3yoLLNXCs B AEATENbHOCTY OpraHn3aumii, C ykasaHuem CpokoB XpaHeHus"
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236

237

238

239

240

241

242

243

244

245

246

ITpoTpamMMel MapKeTUHI'OBEIX
MICCJIeHOBaHUM OpTraHM3aluumn

T aOJIMLIBI u
IOBIVKEHUS
IOKJIa b,
MapKeTUHIOBBIX

IoxymeHTH ( CBOIHBIE
rpaduku ( MOHUTOPUHTM)
LleH Ha pHHKEe, CIOPaBKy,
CBemeHUs M Op.) O
MCCIenOBaHNAX

IoxyMeHTEl ( aHKeTE,
MHTEpBbLIO M 1p.) 06
aHaM3se MOTPeBHOCTM
yClyTax

TeCThHI,
onepaTruBHOM
B NPOIOYyKLNU,

NoxymeHTh ( 3anpoch, 3asaBKU,
cBeIeHM 4, rnepenrcka) o
[IOTPebHOCTU B
HayuHO- MHOOPMALIMOHHEIX MaTepralax
a) Ha MaTepwualmel, M3 OaHHBE 3a
pybexom

6) Ha  MaTepuaJd,
Poccuiickont demepauum

M3 OaHHBIE B

[lepeBOOsl MHPOPMALIMOHHBEIX CTaTeN U3
MHOCTPAaHHBIX M3OaHUM

KHury, XypHaJsb perucTpauum
Hayu4dHO- TEXHUUECKON MHboOpMaLUM

ToxymeHTrl ( rsaHb, aKTBL, CIpPaBK,
nepenucka) o KOMILJIEKTOBaHUM "
pabore CNPaBOYHO- MHOOPMALIMOHHBIX
CJlyx0O oOpIraHM3auum

HpopMaLMOHHEIE [TOOOOPKM crucTeM
1n30MpPaTesIbHOTO pacrnpocTpaHeHusd
nHQopMaLIMM U OOKYMEHTALMOHHOTO
obecrnieueHmsd PYKOBOLCTBA
pebepaTuBHEe M OubIMoOTpadpmuueckme
non®opKy, TeMaTUudecKue u
bubnmorpadrueckue yKazaTeau
JMTEPaTypPH, CIpaBOUYHBIE 0a 36l
IOaHHBIX

ToxymenTrl ( criucku,
3asaBKY, OTUETH]
obopMIIeHUM T'OIOBOMU
JIMTEepaTypy

KaTasgoTu,
nepenrcka) 06
NOOMNUCKY — Ha

AKTEL
CIIPaBOYHO- MHOOPMALIMOHHEBIX
OpTaHM3alLuum

[IPOBEPKU
CIIYyXO

AKTBEl CIMCaHUSA KHNUT n
IneprmondyeCKMX M3OaHMA

HOe XpaHe-
Hye He Ie-
penarnTcH.
XpaHAaATCAa B
opraHmus3a-
L

ITocr.

5 n. 3IK

o MmHOBAa-
HMS Hanob-
HOCTU

oo mMmMHOBa-
HMS Hazgoo-
HOCTU

5 .

oo MMHOBa-
HMS Hanob-
HOCTU

<1>

<1>

10 1. <1>

<1> Iocsne no-
JIYydeHMsa I10I-
MMCHOM JIUTEe-

paTypsl

<1> Tlocmne
crenymomen
IPOBEPKM

<1> Iocge
NPOBEPKM
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247

248

249

250

251

252

253

254

HoxymeHTH ( KHUTHU yueTa
CNPAaBOUHO- MHOOPMALIMOHHBIX M3 OaHUMA,

KapToTeka [epuOoNUUeCKUX U3IaHUMN,
bopMyIapEL, KapTOoUKH, XYPHAaJIHL,
CIIMCKU, KaTajioTu, Gasel  HaHHBIX)
yderTa MaTepMraJioB
CIPaBOYHO- MHOOPMALIMOHHEBIX cI1y %0
opraHu3alumm
HoroBopel 00 MHQOPMAaLMOHHOM
OO CITyXMBaHUMA
IoxymeHnTs ( CipaBKM, CBOIKU
cCBeleHMH, OTUEeTH) 06 yduere
MCIOJIb30BAHUA HAYyYHO- TeXHUUEeCKOM
nHbopMaLumm

6. 2.

VHbopMaLMOHHEIE M30aHUSA
( BroseTeH, MHOOPMALVOHHBIE JIMCTKU
M NOKCbMa, KaTajoIu, CIIMCKH,

CNPaBOUYHUKY, COOPHUKM U Ap. ) :
a) mo MecTy paspaboTKM

6) B IPpyTMX OPTaHM3aLMAX

CraTbM, TEKCTHl TeJiepanuoliepenad,
OpoWoPE], OuarpaMMbl, QOTOHOKYMEHTEL
10 HAY4YHO- TEXHMUECKOM MHOOpMaLUM
1 pekJjiame

JOKyMEHTEI

( TemMaTUKO- 3KCMOSULMOHHBIE [JIaHHI,
TJIaHBI pasMeleHs DKCIIOHATOB

CXEMEI, onvcaHm s, XapaKTepPUCTUKHA
DKCIIOHATOR, KaTaJioTu,
NyTeBOOUTEJIM, [IPOCIEKThl, aJibOOMEbl,
Oy KJIETEHI, CIIMCKU YUACTHUKOB

OOKJIanpl, CIPaBKM, OT3BIBB, OTUETH,
nHbopMaLM U np.) o6 yuacTum B
BEICTABKax, fdpMapkax, I[Ipe3eHTaluax
JoKyMEHTHI ( mnoMer,
CBUIOETEJILCTBA, aTTecTaThl,
TPaMoTH) O HaTpaxXIeHUU
opraHM3auuM 3a ydyacTue B
BHICTaBKax

[lepenmncka o6 OpITaHM3aluum "
IpOBEeIeHNM BEICTaBOK, ApPMapoK

pe3eHTalun

o JmkBUMIa-
UMy crnpa-
BOYHO- UH-
bopmaLOH-
HBEIX CJIYyXO
opraHM3auum

<1>

3 .

PacnpocTpaHenue mnHbopMmaumu (pexsama)

o nuxkBUOa-
LMY opraHu-
3aLUUU

o MmMHOBAa-
HMA Hamoo-
HOCTU

oo MMHOBa-

HMA Hagoo-
HOCTU

ITocr.

ocr.

5 5. 3IK

CIIPaBOUYHO- MH-
dopmMaLIOHHEIX
criyx0 opraHu-
EV 171

<1> MocJye wuc-
TeUeHNrsa Cpoka
IeCcTBUA OOo-
ToBOpa

"lMepeyeHb TUNOBLIX YNPaBNEHYECKUX JOKYMEHTOB, 06pasyoLuxcs B AeATeNbHOCTM OpraHu3aumii, C ykasaHueM CpoKoB XpaHeHns"

(ytB. Pocapxusom 06.10.2000) (pea. ot 27.10.2003)
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255

256

257

258

259

260

261

262

263

264

265

IoxymeHTsl ( MpOTpaMMbL, [1JIa HEI,
TEKCTH JIEKLUM, CIHpPpaBKMY, CBeIeHUS

nepenmcka) o IpoBeIeHUN Ha
BEICTABKe, fSpMapke, pe3eHTaluum
Jexkumuy, Oecen 28 OpYyTUX
MepOonpuaTun

IoroBopel ( KOHTPAKTHE) O pas3MeleHUn
M BBITyCKE peKJlaMbl

HoxymeHnTo ( 3a9BKH, aKTH
Mepenrcka) O PasMelleHVM ¥ BhHITyCKe
peKJIaMel

rJ1aKaTh,
uHnpopMaLUm) O
IeSTeJIbHOCTHU

NoxymeHTh ( OyKJIETH,
GOTOBMIOEONOKYMEHTHI,
peKJIaMHOM
opraHm3aluum

IoKyMeHTE ( xoMmepueckue
NpesnsioXeHus, Npalic- JMCTH, aHKEeTH,
obpazupl (MOmysM) TekcTa peKJaMbl,
"' CTPaHULIE B MHTepHeTeE,
rnepenmrcka) 06 onepaTuBHOMN
peKJIaMHOV IedATeJIbHOCTU

[lepenmncka o pacrnpocTpaHeHnn
(paccouike) MHGOPMALIMOHHBIX M3IaHNM

[lepenucka o6 yuere, OBVIXEHUU U
MCIIOJIb30BaHUM MHOOPMa LUK

5 n. 30K

<1>

o MmHOBAa-
HMS Hapmob-
HocTu <1>

oo MMHOBa-
HMS Hanob-
HOCTU

5 5.

7. TPYIOBHE OTHOWEHVA

7.1

ToxymeHTel (MHbOOPMA LM,
CBeIeHVs, BeIOMOCTH,
HaJIM4UH,
KOMILJIEeKTOBaHUY,
PabOTHMKOB

CrpaBeKu,
OTUeTH) O
TBVXEHUM,
VICIOJIb 30BaHUU

IoxymenTel ( cpaBxwy, CcBeneHusd,
CHUCKN) o BEICBOOOXIIEHUM u
norpebHOCTU B paboTHMKAX,
co3IOaHuUm paboumx MEecCT

[IOJIOBO3PaCTHOM CTPYKTYPE u
npod@eccrmoHasIbHO- KBaIMOMKALMOHHOM

cocTaBe BBEICBOBOOXIEHHBIX u
HeOoOXOOUMEIX Pa®OTHUKOB

[lepenmncka Mo
TPYHOOYyCTPOMCTBA

BOIIPOCaM

HanpasiieHna Ha
PabOTHMKOB

TPYIOOYCTPOMCTBO

TPpyOOyCTPOMCTRO

5 5. 3IK

5 5. 3IK

5 5.

oo MMHOBa-
HMS Hanob-

<1> Iocjye wuc-
TeueHMsa Cpoka
IecTBUSA HOO-
ToBOpa

<1> HauboJjee
yIOauHbele B Xy-
HOXEeCTBEHHOM
OTHOWEHN,
BEI[IOJIHEHHEIE
M3BEeCTHBIMU
aBTOpaMm -
[OCT.

"MepeyeHb TUNOBBIX YNpPaBNeHYECKNX JOKYMEHTOB, 0Opa3yoLLNXCs B AEATENbHOCTY OpraHn3aumii, C ykasaHuem CpokoB XpaHeHus"
(ytB. Pocapxusom 06.10.2000) (pea. ot 27.10.2003)

-28-



&

www.spets-proekt.spb.ru

HayuHo-lMpoekTHas KomnaHus "CneullpoekT'. 3awura rocyaapcTBeHHON TalHbI.

195197, CankT-MNeTepbypr, yn. Xykosa, 4. 18. Ten./dakc: (812) 612-12-36

266

267

268

269

270

271

272

273

274

275

276

277

HoroBOope 00 OKa3aHUM GUHAHCOBOMU
rIoMomM Ha Cco3IaHMe UM COXpaHeHUe
paboumx MecCT, Ha KOMIIEHCAUVOHHEE
BEIIJIATH paboTHMKAM

IOTOBOPEL O BBIJauUe
cozmaHua paboumx MecT

ccyn s

HOCTU
5 0. <1>
5 0. <1>

7.2. Opranuszauusa Tpyna

NoxymeHnTo ( cripaBKM, I1J1aHE,
pacueTsl, CXEMH, KapThI) o
COBEPIEHCTBOBAHUM [IPOLIECCOB Tpyna

IoxymeHTH ( HOPMATMBE UMCJIEHHOCTH,
OOKJIambl, CIIPaBKU, pacueTs,
uHpopMaLUm) O COBEpIEeHCTBOBAHUU
CTPYKTYPH allapara ylpaBJIeHUS

llepeunu npodbeccuti
a) no MecTy
YTBEepPXICHUA

6) B OPYTUX OpPTaHU3ALUAX

pazpaboTku u

JTOoKYMEeHTHI ( pexomeHmaumn,

NCcUxodM31oJIOTNUECKIE HOPMBH,
CrpaBKM) O IMaTHOCTUKE
npodeccroHaIbHOM [IPUTOOHOCTM
PabOTHMKOB!

a) mo MecTy paspaboTku u
YTBEPXIOEHNS

6) B IPyTMX OPTaHM3aLMAX
ToxymeHTrl ( aKThI, PO TOKOJIH,
CIpaBKM, [OKJIaIOHBE sanucku) o6
opraHMszaluy Tpyla [IPM COBMEIEHUM
npobeccumn

XypHaJssl yueTa Pa®oOTHUKOB,
coBMemanuMx npodeccum

HoxymeHTrl (pacueTs, peKOMeHIaluu,
OBOCHOBAHMUSA, BaKJIOUEHNA) o
NPOTHO3MPOBaHUN [TOBBIIIEHN S

IIPOM3BOIOMTEJIBHOCTM TpyHda

KOJIJIEKTUBHBI NOTOBOP

IoxyMeHTH ( IPOTOKOJIBL, crpaBKu,
aKTH, [EepenyrcKa) o npoBepKe
BLINOJIHEHVA yCJIOBUM KOJUIEKTUBHOTO
norosopa

ToxyMeHTH ( OTueTHl, cnpaBKu,

vHbopMaLMM) O MepeBone PabOTHUKOB
Ha COKpalleHHBlM pabouuit OeHb MIu
COKpalleHHy pabouyi HeIeJlo

5 5. 3IK

ITocm.

ITocm.
o MmMHOBAa-

HMA Hapgoo-
HOCTU

ITocm.

IIo =ameHH
HOBBIMU

ITocm.

oo MMHOBa-
HMS Hanob-
HOCTU

5 5. 3IK

ITocr.

ocr.

5 5. 3IK

<1> Iocjne wuc-
TeueHrs Ccpoka
IecTBUSA HOO-
ToBOpPa

<1> Iocjye no-
TalleHVda CCyObl

"lMepeyeHb TUNOBLIX YNPaBNEHYECKUX JOKYMEHTOB, 06pasyoLuxcs B AeATeNbHOCTM OpraHu3aumii, C ykasaHueM CpoKoB XpaHeHns"
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278 | DoxymenTH ( 3adBJIeHMA, nokJyiamHele |5 5. BIK
3anrcKy, CrIOpaBKy, pacueTsl,
MNPOTOKOJIE) O Pa3speleHry TPYIOBHIX
CIrOpOB

279 |DoxymeHnTh ( TpeboBaHM4, crnpaeku, |5 . DBIK
cBeneHNd, PO TOKOJIHL,
PEeKOMEHTALMN) O KOJIJIEe KTUBHBIX
TPYHOOBBIX CIIOPax c ydacTueMm
rnocpemHrka

280 | HoxymeHTr ( cBOIKH, cBeneHud, |3 .
HOOKJIAOHBEIE BaNMCKU, BaslaHc
paBouero BpPEeMEHM) 06 yuere

pabouero BpeMeHU

281 |Tademu (rpadmkm), xypHasel yuera|l r.
pabouero BpEeMeHU

282 | HoxymeHTs ( aKTH coobmeHusa, |3 .
uHbOpPMa LY, XapaKTepUCTUKHA,
HOKJIaIHEIE 3aNMCKM, CIpaBKH,

rnepenrcka) O TPYINOBOM OVCLUUMIIVHE

7.3. HopmmpoBahue Tpyona, Tapubukalud, omjaTa Tpyna

283 | TurnoBble HOPMATUBLEL [0 TPYIY:

a) mno MeCTy paspaboTku un|Iocr.
YTBEePXIOeHNA
6) B IOPYyTMX OpTaHM3aUMAX o 3ameHBl
HOBBIMU
284 |HopwMmel BHpab®OTKM U pacleHok <1>: <1> BpewmeH-
a) mo MeCTy pa3paboTKu n|locr. HblE HOPMEI BHI-
YTBEPXIOEHNA pPaboTKM U
6) B IOPYyTUX OpPTaHU3ALUNAX o 3aMeHHl pacueHok - 3
HOBBIMI . Iocjie 3a-
MeHBl HOBBIMM
285 | ToxymeHnTs ( cipaBKM, pacueTel, |5 g, DMK
MOKJIATHLIE BaNMCKY, [PENJIOXEHNA) O
paszpaboTke HOPM BEIDAOOTKU u
PacLeHOK

286 | TaprdHO- kBaIMOUKALMOHHLIE
CHNPaBOUHMKM, CETKM, CTaBKMU.

a) mno MeCTy paspaboTku un|Iocr.

YTBEPXIOEeHNA

6) B IOPYyTMX OpTaHM3aUMAX o MmMHOBa-
HMA Hapoo-
HOCTU

287 |llepenvcka O HONOJIHEHUM, U3MeHeHUM |5 I
TapndHO- KBaIUPMKALIMOHHBIX
CIIPaBOYHMKOB, CETOK, CTaBOK

288 | TapnbrkaloHHEIE BEIOMOCTU 25 g

289 | ToxymeHnTs ( pacuert, aHasmmse, |5 m. SIK
cripaBKM) O rnepecMoTpe u
NpYMeHeHUM HOPM BEIPAOOTKIM,
pPacCLeHOK, TapudHLIX ceTok u

"MepeyeHb TUNOBBIX YNpPaBNeHYECKNX JOKYMEHTOB, 0Opa3yoLLNXCs B AEATENbHOCTY OpraHn3aumii, C ykasaHuem CpokoB XpaHeHus"
(ytB. Pocapxusom 06.10.2000) (pea. ot 27.10.2003)
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CTaBOK, COBEPIUEHCTBOBAHUM
pas3yamMuHelx QopM OIIaTH TPyIa

290 | DoxymeHTH ( cipaBku, nokslamdere |5 g1, 3IK
3anMCcKY, akKTh, OTUEeTEl, MNPOTOKOJIb)
O KOHTpOJIE 3a COoOJInIeHMeM [paBuJl
HOPMMPOBAHMA TPyIa, pPacxomoBaHUU
bonma 3apaboOTHOM I1J1aThL

291 |Nlepenncka o6 YIIOPANOUEHNN u|5 n. BIK
YCTaHOBJIEHVM Pa3MEpPOB 3apaboTHOM
MJIaThl, HAUWCJIEHWU [IpEeMUM

292 |YrBepxOeHHble paspAansl OMJIATH TPyoa
MO IOJKHOCTSAM pPaBOTHMKOB!

a) mo MecTy paspaboTKu u [TMocT.
yTBEepXISHNA
6) B IOPYyIMX OpTaHMU3aLMax Io 3amMeHH
HOBBLIMM
293 | ToxymeHTr ( pacuer, crnpaBky, |5 .

CMUCKM) O MNPEMUPOBAHUM PabOTHUKOB

294 |llepenucka o6 oBpasoBaHUN u|5 J.
VICIIOJIb 30BaHUMU GOHIOB
MaTepuasibHOTO MOOUPEHNU S

7.4. OxpaHa Tpyona

295 |AkTH, npennvcaHuA rno TexHuke |5 g, BIK
6e30nacHoOCTH, OOokyMeHTH ( crpaBxy,
MOKJIANHLIE BaNMCKM, OTUYETH) 06 UX

BEITTOJIHEHUIM

296 | KomMmieKCHbBle I1JIaHE yiydmenusd | llocT.
Y CJIOBUN, OXpPaHbl Tpyna "
CaHUTAPHO- O3I0POBUT eJIbHEIX
MepOonpuaTun

297 |Tlepenncka o pazpatorke wu xomne|b5 U
BBIINOJIHEHVI ST KOMILIIE KCHBIX MJIaHOB
YIyUlleHV S yCJIOBUI, OxXpaHbl Tpymoa U
CAHMTapPHO- O3NOPOBUTEJIbHEIX

MepOonpuaTun

298 |oxymenTs ( cipaBKM, HOpemJioxeHmsd, |llocT.
OBOCHOBAHMSA, PEKOMEHIALNN) o
COCTOAHUM M Mepax [0 yJIy4lleHUO
YCJIOBUI M OXpaHbl Tpymna, TEeXHUKN
es30mnacHOCTHU

299 |llepenncka o cocTogHUM ¥ Mepax Mno|5 J
YIIYUIEHVID YCJIOBUM M OXPaHsl TpyIa
TEeXHNKM Oe30IaCHOCTU

300 | ianer MeponprAaTUM (mBycroponnme |5 s, 3IK
COTJIANIEHVA) MO yJIyUlleHUD YCJIOBUM
Tpyna pabOTHMKOB

301 | DoxymenTn ( axTh, crnpasky, |5 m. 30K
uHbopMaLUM) O pesyabTaTax
MNPOBEPOK BEINOJIHEHMS COTJIalleHWlt [0
BOIpOCaM OXpPaHel Tpyna

"MepeyeHb TUNOBBIX YNpPaBNeHYECKNX JOKYMEHTOB, 0Opa3yoLLNXCs B AEATENbHOCTY OpraHn3aumii, C ykasaHuem CpokoB XpaHeHus"
(ytB. Pocapxusom 06.10.2000) (pea. ot 27.10.2003)
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302

303

304

305

306

307

308

309

310

311

312

HoxymeHTH ( DOKJIAOHBEIS 3anmcKu,
CHpaBKY, IOKJIAIM, OTUETH, aKTHI,
rnepenrcka) O COCTOSHUM YCJIOBUM U

IIpMMEHEHUM TpyOa KEHIMH "
IIOOPOCTKOB

[lepeueHb paboT C BpeOHBIMU VI
ONaCHBEIMM YCJIOBUAMMY, npu

BBIIIOJIHEHMVIM KOTOPEIX He IOOIIyCKaeTCHd

NpYMEeHEeHMe TpyHa XeHIMH U JIWL, He
nocturumx 18- meTHero BoO3pacTa

a) no MecTy paspaboTku u
YTBEDPXICHNI

6) B Ipyrux OpPTaHM3ALMAX

[lepeueHb npodeccun C BpE€ OHBEIMI
YCJIOBMAMU TPYIA:

a) mo MecTy paspaboTKu u
YTBEPXICHNA

6) B IpyTuUx OPTaHU3ALUAX

Crnmcky paboTammyx Ha [NPOM3BOLNCTBE
C BPpEeOHBMM YCJIOBMAMM TpyIOa

Tabemn u HapAOe PabOTHUKOB
BpeOHEIX Npobeccun

[lpaBuniia 1o oXpaHe Tpyoa
paboTamoumx MHBaJIMIOB!

a) mo MecTy paspaboTku u
YTBEepPXIOeHA

6) B IPyTMX OPTaHM3aLMAX

[lepenucka o npenyrnpennTeslbHBIX
MEPOIPUATUAX Ha  CJlyda¥ CTUXUMHBIX
OenCTBMUM, UYpes3BBUAMHEIX CUTyaLUN

Joogen u
criydae

[IJIaHB- CXEeMbI sBaKyalUun
MaTepMraJlbHBIX LIeHHOCTEeM B
Upes3BbUAMHBEIX CUTYyaLUUN

HopmMmel 3anacos obopynoBaHuAa "
MaTepMraJsioB Ha CcJjlydyall aBapui

a) o MecTy paspaboTku u
YTBEepXOeHS

6) B IPpyTMX OPTaHM3aLMAX
ToxymeHThl ( aKThI, OTYeTH 06
aBapusax, aBapUMHbEe JIMICTKU,
SaKJIOUEeHM 3KCIIEPTOB, PO TOKOJIBI
KOMMCCHUIA) O PacCJeNOBaHUM MNPUUMH
aBapum

AKTEL paccienoeaHma
npodeccroHaJIbHEIX OTpaBJIeHUN "
3aboJieBaHUM

5 n. 30K

ITocm.

IIo =ameHH
HOBBIM

ocr.

o 3amMeHH!
HOBBIM

75 7.

75 5.

ITocrm.

o =3aMeHHl
HOBBIMI

5 5. 3IK

o 3aMeHEl
HOBBIMMA

ITocr.

0o 3aMeHbl

HOBEIMM
10 n. <1>
45 5. DOIK

<1> Cea3aHHBX
C KPYIHBM Ma-
TepuasibHBM
yiepoboM u de-
JIOBEUE CKMMM
XKepTBaAMU -
[1OCT.

"lMepeyeHb TUNOBLIX YNPaBNEHYECKUX JOKYMEHTOB, 06pasyoLuxcs B AeATeNbHOCTM OpraHu3aumii, C ykasaHueM CpoKoB XpaHeHns"
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313 |0oroBopr crpaxoBaHMA paborHukos |5 . <1> <1> Tocrne wuc-
OT HEeCUaCTHEIX CJIydaes TEeUeHUsa CpoKa
IercTBUS OO-
ToBOpPAa
314 | DoxymeHTH ( mpoTpamMMyl, covcku, |5 n
nepenrcka) o6 obyueHur pabOTHUKOB
10 TexHMKe 0e30MNacHOCTU
315 |IpoTokosel arrecTaunmu 0 TexHMKe (5 g
6e30nacHoOCTU
316 | XypHaJe, KHUTK ydueTa
a) NpoduUIaKTUUECKUX paborT no |10 .
TexXHUKe 0e30MNaCHOCTU
6) UHCTpyKTaxa o rTexHuke |10 .
6e30macHoOCTU
B) MpPOBEIEeHNA aTTecTaunmn no|5 n
TexXHUKe 0e30NaCHOCTU
317 | DoxymenTn (ycmoBus, nporpammel, |5 . 31K
PO TOKOJIHL, PEeKOMEH A LN)
CMOTPOB- KOHKYPCOB [0 OXpaHe Tpymna
U TexHUKe 0e30laCHOCTU
318 |VizBemenna MenOnyHKTa o|5 n
nocTpanaBlrx B pesyiabTare
HECUACTHEIX CJIy4Yaen
319 |CeeneHus o6 aBapuax M HecdacTHex |5 j. <1> <1> Ceemenus
clyyasax O HEeCYaCTHEIX
clydasax c Jie-
TaJIbHEM UCXO-
OOM - IIOCT.
320 |Kuurm, xypHAaJsl perucrpauuu | ocrT.
HECUACTHBIX CJIydyaes, yudeTa aBapun
321 |Mepenvcka 00 aBapMAaxX M HECUACTHHX |5 I
cIlydaax
322 | DoxymenTs (akTh, 3aKJIOUEHNS, <1> Cesa3aHHBX
OTUETE, MNPOTOKOJIH, CripaBKM) o C KPYIHBM Ma-
NPOM3BOICTBEHHEX aBapuax u TepuasibHBM
HEeCYaCTHBEIX CJydadax. yimepboM u ue-
a) Mo MecTy MNpOUCHECTBUS 45 1. <1> JIOBEUYECKMMMU
SIIK XepTBaMu -
6) B IOPyTUX OpTaHU3AUNAX 5 5. [1OCT.
323 | DoxymenTn ( moxJiamel, nporokoJel, |10 s 3BIK
CrpaBKM, SakJIOUeHUS, aHajiu3b) O
BPEIHBIX YCJIOBUAX NPOM3BOICTBA
TpaBMaTU3ME U npodeccroHabHbIX
3a00JIeBaAHUAX
324 |Tlepenucka o npobeccroHasnbHex |5 g1, DMK
3aboJIeBaHVAX, NPOU3BOICTBEHHOM
TpaBMaTU3ME U Mepax o ux
YCTPaHEeHUIO
325 | DoxymenTn ( axTh, noxsianHee |5 g1, BIK
3anMCKY, SBakKJIOUeHUd, [epenmncka) o

"MepeyeHb TUNOBBIX YNpPaBNeHYECKNX JOKYMEHTOB, 0Opa3yoLLNXCs B AEATENbHOCTY OpraHn3aumii, C ykasaHuem CpokoB XpaHeHus"
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-33-



&

www.spets-proekt.spb.ru

HayuHo-lMpoekTHas KomnaHus "CneullpoekT'. 3awura rocyaapcTBeHHON TalHbI.

195197, CankT-MNeTepbypr, yn. Xykosa, 4. 18. Ten./dakc: (812) 612-12-36

326

327
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334
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CokKpalmeHun pabodero OHA B CBA3U C
BpeOHBMM YCJIOBMAMM TpyIoa

IoxymeHThH ( TOCTAaHOBJIEHNA, aKTHI,
NOKJIAMAE, CIPaBKM) O CaHMTapHOM
COCTOAHMM OpTaHM3aLum

XypHasiel ydyeTa VICIIOJIHEHN A
[IOCTaHOBJIEHUM O mTpadax

KyprHase perncTpaunmn
aIOMMHMCTPAaTUBHEIX B3BEICKAHUM 3a
HapylleHe CaHUTaPHBIX HOPM "
paBuUJl

[lepenmncka o [IpOoBeIeHUN

npoduiakTrude CcKux u
NpobTrUrMeHnYeCcKyx MepOrIpUITUNA

HokymeHTe ( criMcky, nepeunn,
nepenmcka) o NpoBeNeHUn
MEeIMLUMHCKMX OCMOTPOB PaBOTHUKOB

AHkeTH OOCJleODOBaHUA YCJIOBUM Tpyna
PaOOTHMKOB

NoxymeHTH ( TPOTOKOJIHL, BEIOOMOCTH,
KapTH aTTecTauuu paboumx MecT U
op.) 06 arrecrauuy pPadourx MeCT
o yCJIOBMAM Tpyna

5 5.

8. KAIPOBOE OBECIEUYEHUE

8. 1. TMpuewm, nepemeumeHue (mnepeson),
PaOOTHMKOB
TNoxkyMeHTE ( mOKJIa e, CBOIKH,

CrpaBKW, CBENEHUsA) O COCTOAHUM U
npoeepke paboTH C KazpaMu

[lepenmncka o npuemMe,
pachnpemnesieHny, IepeMeleHnr, ydeTe
KaOpoB

TNoxymeHTEl ( 3a9BKM, cCBemeHud,
nepenmcka) o norpeBbHOCTH B
paboTHMKAX, COKpalleHUn
( BEICBODOXROEHNM) PABOOTHUKOB
3anvcKy, BaMeHAKIMEe T[PUKAa3b 10

JINUHOMY COCTaBYy

(zaaBienus,
NprKasos U

JInuHele peJia

aBTOoOMOTpPadmM, KOIUMU

ITocm.

5 5.

5 5.

75 7.
OIIK

<1>

SIK

<1> Tocne omn-
JlaTel wWrpada

YBOJIbHEHME
SIK
<1> <1> O npenoc-

TaBJIEHUM OUde-
PEemHBIX U
yueOHBIX OT-
IIyCKOB, ze-
XypPCTBax,
B3BICKAHMAX,
KPaTKOCPOUHEIX
BHYTPUPOCCUM-
CKMX KOMaHIV-
poBkrax - 5
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BLIIIMCKM U3 HUX, KONUM  JIMYHEIX

OOKYMEHTOB, XapaKTepUCTUKH,

JMCTKM [0 YyUueTy KampoB, aHKEeTH,

ATTECTALVOHHLE JIUCTH U IIp. ) !

a) pPYKOBOOMTEJIA opranmnzaunu; |Mocr.

YJICHOB PYKOBOOAMMX

VICIIOJIHUT €JIb HEIX, KOHTPOJIb HEIX

OpTaHOB oOpTaHM3aLuy; pPaboTHUKOB,

UMERIMX TOCYNAapCTBEHHBIE M UHBIE

3BaHMA, [IpPeMyu, Harpans, ydeHbe

CTerneHy M 3BaHUA

6) pPaboTHUKOB 75 5. D3IK
338 | Tpymosrie moOTOBOPHL (xouTpakTe), |75 5. 31K

TPpYyHOOBBIE COTJIAlIEHMH, He BOlleIne

B COCTaB JIMUHBIX IIeJI

339 |luuneie xaprouku paborHukoe (B ToMm|75 g BIK
urcJie BPEMEHHBIX PaBOTHNKOB)

340 [XapakTepucTuk paboTHUKOB, He |75 ;. BIK
UMEIUX JINUHBIX [eJl

341 | OoxymenTn (ankerTs, aBTOOMOTpadum, |1 1.

JIMCTKU I10 yueTy KaIpoOB,
3aABJIEHNS, PeKOoMeHIaTeJIb Hble
nucbMa, pesioMe U IOp.) JIWL,  He

IIPMHATEIX Ha paboTry

342 |MonnuHHBIE JIUUHBE noxkyMeHTsl | [Jo BocTpe- |<1> Hesoctpe-
(prHOBHe KHIMXKU, OMIJIOMBL, |BoBaHma <1>|6oBaHHBIE - He
aTTEeCTaTH, YIOCTOBEpEHMH, MeHee 50 1.
CBUNETEJILCTBA)

343 | Doxymentn ( cnpaBky, OokjJamHele |5 .

OOBACHUTEJIbHBEIE 3alMCKUY, KOInnm
IIPMKa30B, BBIIMCKM nus3 IIPMKasoB,
3adBJIEHUA, KOMaHIMPOBOUYHEIE

YOOCTOBEPEHMA U Hp.), He Bolienmure
B COCTaB JIMUHBIX IIeJI

344 |IpoTokoJIEl 3acelnaHun KOHKYPCHEIX | [IoCT.
KOMMUCCHI [0 BaMEUeHMI0 BAaKAaHTHBIX
IOJDKHOCTEM, M30paHMio Ha OOJDXKHOCTDH

345 | HoxkymenTH ( BEIMMCKU M3 NPOTOKOJIOB, |75 1. 3IK
CMNUCKM TPYHOB, OTUETH) KOHKYPCHBIX
KOMUCCHI I10 BaMEUeHUID BaKaHTHEIX
OOJIKHOCTENM, WU30paHuio Ha OOJIKHOCTDL
i ( paBoTHUKOB) , He VUMEOMMX
JIMYHBIX OeJl

346 |llepenucka © 3aMelleHUM BaKAHTHHX |3 T.
MOJDKHOCTENM, M3BpaHMU Ha [OJDKHOCTU

347 |3aaBiieHua o6 yyacTuM B KOHkypce |3 1.
Ha 3aMelleHMe BaKaHTHBEIX OOJDKHOCTEl

348 |IpoTokosel 3acemaHuii kommccuir o |15 g <1> <1> Mpu om-
YCTAHOBJIEHMI0 TPYHOBOTO CTaxa IJid CYTCTBUU TPU-

BEIMIJIATH HanO®aBKM 3a BHICJYTY JIET kazoe - 50 n

349 |Crmmcox (wraTHo- cimcouHslt cocras) |[locrT.

"MepeyeHb TUNOBBIX YNpPaBNeHYECKNX JOKYMEHTOB, 0Opa3yoLLNXCs B AEATENbHOCTY OpraHn3aumii, C ykasaHuem CpokoB XpaHeHus"
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PaOOTHMKOB

350 | Crimcxkum: <1> Ilpu or-
a) uJIeHOB PYKOBOOAMMX u|IHocT. CYTCTBMM JIU-
VICIIOJIHM T €J1b HEIX OpT'aHOB LIeBBIX CUETOB
opraHmM3auumn - 50 o
6) BeTepaHOB M YUYaCTHUKOB Besmkoli|locT.
OTeueCTBEHHON BOMHEL n OpyTUX

BOEHHBIX IOEeMCTBUM
B) HaTpaxXOeHHHX TIOCyIapCTBeHHbMM |IIOCT.

M VIHBIMU HarpamaMy, yIOCTOEHHBIX
TOCYIApPCTBEHHBIX ¥  MHBIX 3BAHUI,
rnpeMui
T) pPabOTHUKOB 75 7.
) mpomenmvx aTTeCTaluo 5n
€) BOEHHOOBAS3AaHHBEIX 3r
%) KaHIUOAaTOB Ha BbOBMXeHMe 110|5 o
IOJIKHOCTU
3) MoJTydaommx nepcoHasbHee |10 g, <1>
CTaBKM, OKJIAML
351 | HoxymenTn ( oTueTh, axkTe, |3 T.
cBemeHunsa) o6 yuere TPYIOBBIX
KHUXKEK U BKJIAIbIIEN K HUM
352 |Mepenmncka o6 obopmiienyu |5 g1, <1> <1> Ina zar-
KOMaHIOVPOBOK PaHUUHBIX KO-
MaHIOVMPOBOK -
10 5. 2IK
353 |Nepenmncka 06 yuere npuseea un|3 T
OTCpOUYEK OT Npr3bLBa
BOEHHOOOA3aHHEIX
354 | DoxyMeHTH (npencrasnenus, |5 g <1> <1> Tlpu ot-
xomaTancTBa, aHKeTH, aKTEI) 06 CYTCTBUU [PU-
YCTAHOBJIEHUM [EePCOHAJIbHBIX CTAaBOK, kazos - 50 .
OKJIaOOB, HambaBOK SIK
355 |epenncka o6 YyCTaHOBJIEHUN u|5 .
BBIIJIATE [1€PCOHAJIbHBIX CTaBoOK
OKJIaLOB, HaOOaBOK
356 |[Tpaduku npenocraBiieHVS OTIIYCKOB 1 r
357 |Kaprouky, ykazaTear kK npukaszam o |75 J
JIMUHOMY COCTaBYy
358 |Kuurm, xypHase, KapTOUKU ydeTa: <1> TocJse
a) npuema, nepememenus |75 . YBOJIbHEHNI
(nepeBoma), yBOJbHEHMA PaBOOTHMKOB
6) PaboTHUKOE, HarpaBJIE€HHBIX B|5 U
KOMaHIVMPOBKM
B) BOEHHOOOA3aHHEIX 3 . <1>
T) OTIYyCKOB 3 r
@) JWYHBIX TeJ, JIMYHEIX KapTouek, |75 .

TPYIOBBEX NOTOBOPOB ( KOHTPaKTOB),
TPYHOOBBIX COTJIalleHUN

e) BbImaun TPYIOBEIX KHIKEK n |50 o
BKJIQOBIIEN K HUM
%) BBIIAUM CHPaBOK O 3apaboTHOoi |3 .
iare, cTaxe, MecTe paboThl
3) BBIIAUM KOMaHOVMPOBOUHHIX |5 JI

"MepeyeHb TUNOBBIX YNpPaBNeHYECKNX JOKYMEHTOB, 0Opa3yoLLNXCs B AEATENbHOCTY OpraHn3aumii, C ykasaHuem CpokoB XpaHeHus"
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|yHOCTOBepeHMﬁ | |
8. 2. VcraHOoBJEHME KBaAIMOMKaALMM PabOTHMKOB
359 [ IpoTokoskr sacenaHui, |15 m. 3IK

IIOCTAaHOBJIEHNA ATTeCTAaUMOHHEIX,
KBaHM@MKaMMOHHHX KOMMCCUMN

360 | HoxymMeHTH ( MIPOTOKOJIBL cueTHEX [5 JI.
KOMMCCUM, OIJIJIeTeHU TaMHOT O
TOJIOCOBaHUA) K MNPOTOKOJIaM
3acenaHun aTTeCcTalMOHHBIX

KBaHM@MKaMMOHHHX KOMMCCUM

361 |Baasjenus o HecoIJlacum cl|5 .
[IOCTaHOBJIEHU AMA aTTeCcTalMOHHBIX
KBaIUPMKALMOHHBIX KOMIIC CUIZ;
noxkymeHTrl ( cripaBxu, 3aKJIOUEHN )
00 MX pPacCMOTPEHUN

362 | KpammdukauoHHbEEe TpPeBGOoBaHUA

a) o MeCTy pazpaboTku u|ocr.

YTBEPXIOEHNS

6) B IpyTuUx OPTaHU3ALUAX IIo 3aMeHE!
HOBBIMIU

363 | OokymenTn ( TecTe) o onpemeseHuno |0 3aMeHH
(oueHke) UHIMBUNYAJILHBIX KadyeCTB, | HOBBIMMA
BOBMOXHOCTeN pabOTHUKOB

364 |CrnoMcky 4uJjIeHOB aTTeCTalMOHHBIX, |5 J.
KBAIUPMKALMOHHEIX KOMMCCUMI

365 |liToroBrle CBOIOKM, cBeneHusd, |5 .
BEIOMOCTM O NpOBENeHUN
aTTecTalnn, YCTaHOBJICHUU
KBaIMdmUKalumm

366 |Iepenmncka o6 aTTecTauumn u|5 J.

YCTAHOBJIEHUM KBAJIUOMKALINAM

367 |Tpadviku npoBemeHuUd arTecTtauuu, |1 .
YCTAHOBJICHNA KBaJMQMKa LU

8. 3. IpobeccuoHanbHas NONTOTOBKA U IOBHIIEHUE
KBAMQUKALMM PAaBOTHUKOB

368 | DoxymenTn  ( moxJiamsl, crnpaeku, |5 g, 3IK
pacueTs], OKJIAIHBE 3anrCcKM) o
MNOATOTOBKE, nepernoaroToBKe
PaOOTHMKOB, OOy4YeHUN BTOPBIM
npobeccuam, MOBBIIEHUM
KBaIMdmMKalmm

369 |epenucka o npobeccronaspHOM |5 1. DMK
MNOITOTOBKE, NnepernonaroToBKe
MOBBIIEHNM KBAJUOUKALUM PaBOTHUKOB
opraHusauum

370 | IpumepHEBIE obpaszoBaTesbHbE
nporpamMmel ( IOJITOCPOUHEBIE "
LeJieBse)

a) mo MecTy pa3paboTKu Mocr.

"MepeyeHb TUNOBBIX YNpPaBNeHYECKNX JOKYMEHTOB, 0Opa3yoLLNXCs B AEATENbHOCTY OpraHn3aumii, C ykasaHuem CpokoB XpaHeHus"
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371

372

373

374

375

376

377

378

379

380

381

382

383

384

6) B Ipyrux OpPTaHU3aLMAX o MmHOBa-
HMS Hanob-
HOCTU

YueOHBle IJIaHBL, [IPOT'PaMMEL

a) no mMecTy pazpaboTKM MocT.

6) B IpyTuUx OPTaHU3ALUAX 0o MMHOBa-
HUMA Hanoo-
HOCTU

YuebHO- METOOUUECKME [1OCOOUSA

a) no mMecTy pazpaboTKu lTocrT.

6) B IpyTuUx OPTaHU3ALUAX 0o MMHOBa-
HUMA Hanoo-
HOCTU

JITOKYyMEHTHI (HpoeKTH, oT3bIBE, |5 5. DBIK

3aKJIOUEHVA) O pa3paboTke yuebHBIX

rnocobuy, ILJIAHOB, [IpoIpaMMm

lepenrcka o6 oOpraHM3alyu KypcoB|3 T

[IOBHIIEHMS kBalMdrkaumy pad®OoTHUKOB

HoroBopel 06 OOYUeHUU 5 0. <1>

Tpadrky paboTh KypCOB [OBBIIEHMA|3 T

KBaMOMKaumm

XypHaJiel yUueOHBIX 3aHAaTUM kypcos|l T

[IOBHIIEHMS KBaJlMbrkalumum

BenomocTu yuera JacoB patoTu |1l 1.

npernonaBaTesien

CTaBKM [10YaCOBOMU OIJIaTHI Tpyma|3 o, <1>

npernonaBaTesieM M KOHCYJIbTAHTOB

IoxymeHTel ( pacnmcanus, noaHen, |1 o

TpaduKM) O MNPOBENEeHUM 3aHATUNA

HoxymeHTrl (mpemcrassienus, crmcku, |5 o

XapaKTEePUCTUKY, [epenmckKa) o

HAUMCJIEHUM CTUIIEeHIOUN ydaumyMc s

paboTHMKAM

Cnucky, BeIOMOCTU pacnpenenexdna |5 g <1>

o npodmio obyueHUs cITymaTesien

KYPCOB I[1OBBIIEHM I KBaJIMOMKaLmy,

npodeccrMoHaJIbHOTO O0yUeHUs

Crnmcky Jimi, OKOHUMBIMX KypcChI |5 71

[TOBBIIEHU A KBaJIMOMKaLMM,

npod®eCcCrMoHaJIbHOTO ODyUeHUs

8. 4. HarpaxneHue

IOKYyMEHTEI (npencrasnenns,

xonaTamcraa, XapaKTEepPUCTUKH,

aBTOOMOTPadmM, BBIIMCKU us

peleHut, TOCTAHOBJIEHWIA U mOp.) O

<1> Ilocsne wuc-
TeueHMsa Cpoka
OeMCTBUA IO-
TOoBOpa

<1> Iocmne 3a-
MEeHBl HOBBIMM

<1> Tocane
OKOHYaHMSA
obyueHmsa

<1> JJoxyMEeHTE
O mpezcTase-
HUM K 3BaHUO

"BeTepaH Tpy-
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385

386

387

388

389

390

391

392

393

394

rpencTaBJIeHUM K HaTpaxIeHUo
TOCYHAapCTBEHHBIMM M BEIOMCTBEHHBIMU
Harpanamy, I[IPVUCBOEHMIO 3BaHUM,
MIPUCYXIEHMNIO [PEeMUN:

a) B HaTpaxIaomyx OPTaHV3aLVAX

6) B OPYyIMX OPTaHU3ALMAX

XomaTancTea O
IOOKYMEHTOB K
HaTrpamaM B3aMeH
noxymeHTrl ( 3agBiIeHUA,
HIIM:

a) B HaTrpaxmaoiyrx OPTaHM3aLUAX
6) B Ipyrux OpPTaHM3aLMAX

BbIMaUue OyOJIMKaTOBR
TOCyOapCTBEeHHEIM
YTPadEeHHBIX;
ChpaBku) K

[lepenmncka o HaTrpaxoeHUn
Pa®OTHUKOB, IIPMCBOEHUMU r1ode THEIX
3BaHUM, [IPUCYXIEHUM NpeMuit

IoxymeHTH (MeTOOMUECKME yKa3aHMA,

nepeuHu HarTpanm) [e]e) obopMIIeHUM
npencraBjieHVsa pabOTHUKOB K
HaTrpaxIeHMIO!
a) mo MecTy paspaboTKu u
YTBEepPXOeHN S

6) B IpyTuUx OPTaHU3ALMUAX

ocr.
75 7.
SIIK

<1>

ITocm.

75 5. 31K

5 5. 3IK

ocr.

o 3ameHEH!
HOBBIMU

na" - 30 .

SIK

9. MATEPUAJILHO- TEXHMUECKOE OBECHEUEHUE IEATEJILHOCTU

9.1. CHabxeHMe OeATeJIBHOCTU

Ocofrle yCJIOBMSA INOCTAaBKM NPOOYKLMUM
1 MaTepuasios:
a) mo MecTy
YTBEPXIOeHU S

6) B IOPYyTUX OpTaHU3ALUNAX

pa3paboTKu "

[lepenmncka 1o
MaTepMraJlbHO- TEXHUUEeCKOT'O
obecrieueHus OesATeJIbHOCTU

BOIIpOCaM

CnMcky INOCTAaBUMKOB M HOTpebuTesen

HoroeBopsl, COIJIAlleHMs, KOHTPAKTEL O
cHabxeHuM- cOblTe, KyIlJle- [IPOIaxe

[IpOTOKOJIEl pa3HOTJIaCUl rno
DoroBopaM

JOTOBOPE! [IOCTaBKU MaTeprasob
(cepBa), npomyxuMM, OOOPYHOOBAHMA
OJ1 TOCYyHapCTBEHHBIX HYXI
TNoxymeHTEl ( CBOIHEIE BeIOMOCTH,

TaBJMLE, PACUETH) O MNOTPEeOHOCTU B
MaTepuanax (copbe), 0OOPYIOBaHMM,

ocr.

o 3aMeHEl
HOBBIMU

5 .

5 5.

SIK

5 5.
OIIK

<1>

5 5.
OIIK

<1>

ITocm.

5 .

<1> Iocmne wuc-
TeueHrs cpoka
OeCTBUA IO-
ToBOpAa

<1> Iocmne wuc-
TeueHrs cpoka
OeMCTBUA IO-
ToBOpa

"lMepeyeHb TUNOBLIX YNPaBNEHYECKUX JOKYMEHTOB, 06pasyoLuxcs B AeATeNbHOCTM OpraHu3aumii, C ykasaHueM CpoKoB XpaHeHns"
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NPOOy KLU
395 | HokymenTn ( 3aaBKM, 3akase, |5 I
HapAOe, Ipaduku OTTPY3KM
OVCIIETUEPCKUE XyPHAJIHL, 3anmucu
opydJeHnii, CBOIKU, cBeneHund "
op.) o rnocraeke MaTepraion
(copbs), obopymoBaHua u OpyTon
NPOOy KLU
396 | KoMILJIEKTOBOUHEIE BEIOMOCTM 1 r
397 |Cneunpukauru, cepTUdUKaTH Ha|5 g, <1> <1> VmMnopTHO-
OTTPY3KYy M OTIPaBKY NPOOyKLNN, To obopymoBa-
MaTepuasios (CepbdA), OOOPYHNOBAHUA HUA - 1O
OKOHUAaHUA
SKCIUTyaTalunn
398 | TamoxeHHBIE mekJIapaLnu 5 50 <1> <1> Tlpu ycio-

BUM 3aBeple-
HYA [POBEPKM
(peBrzUN)

399 | XypHase yuera martepuasios (cepbsga), |5 .
NpOnyKUWU U oBopynoBaHus
OTMPAaBJIgEMbIX MOTPEOUTEIIAM

400 | IoxymenTs ( akThl, sakJumodeHud, |5 . 3BIK
CrpaBKM) O KauecCTBE MNOCTYNALIUX
(ornpaBnaeMex) MaTepuasioB

(copbsa), npomykuuy, oOBOPYIOOBaHUA

401 [OrueTsl 06 ocTaTkax, NOCTyrJieHun u|5 I
pacxomoBaHuy MaTepyrasios ( ChpbA),
NpoayKLUMM, OBOPYHOBaHMA

9. 2. OpI‘aHMBaLLMF[ XPaHeHda MaTepMaJibHO- VMMIMYylleCTBEHHBIX

LLeHHOCTeMn
402 |JoToBOPE XpaHeHUs (cxnanckoro|5 5. <1> <1> Tocse wuc-
XPaHeHUA) TEeUYeHMA CpoKa
OeMCTBUA IO-
ToBOpa
403 |Doxkymentr (yBemomnenud, kapTouku |5 . <1> <1> Iocse
yuyeTa MaTeprallbHO- MY CTBEeHHEIX crMcaHua Ma-
LLleHHOCTel, KJjanoBkle U aMBapHEle TepualibHO-
KHUTY, CKJaIcKue CBUIETeJIbCTBA, UMyle CTBeHHBIX
TpeBoBaHMA, HapAILL, [IOTPY30UHEIE LIleHHOCTel
opnepra, JIMMMTHO- 3a00pHEIE  KapPTH], [lpn ycioBun
nepenmcka) ob yueTe npuxomua, 3aBepUEeHNA
pacxoma, HaJM4uA OCTaTKOB nposepxn (pe-
MaTepuasios ( cbpbd), NponyKLN1N, BU3MM) . B
oBbopyHmoBaHMA Ha CcKJjamax, 6asax cllydyae BO3-
HMKHOBEHMA
CIIOpOB, pas-
HOTJlacCu,
cJIeICTBEeHHEIX,
cyne®HBIX OeJl
- COXpaHAaKTCH
IO BBIHECEHUA
OKOHUAaTeJIbHO-
TO pelleHMr
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404

405

406

407

408

409

410

411

412

413

414

415

IoxymenTs ( cipaBKM, OTUETH,
CBeIleHMVda) O CKJIAICKOM XpaHeHUn
VMylIleCTRBa, TOBAPHO- MaTepuallbHEIX
LIEHHOCTEN

[lepenucka 00 opraHM3aLUM XPaHeHUs
MaTepMrallbHO- UMYlleCTBEeHHBIX
LIEHHOCTEN

Hponycxa Ha BEIBO3
MaTepmasyioB CO CKJIagoB

TOBapPOB u

5 .

3

<1>

<1> TMpu ycio-
BUIM 3aBeple-
HUS [IPOBEPKU
(peBusun). B
cJlyyae BO3-
HVKHOBEHUS
CIIOPOB, pas-
HOTJIaCUM,
CJIEICTBEHHBIX
U CyneOHBIX
oeJjl - coxpa-
HAITCS OO BHI-
HeCeHUs OKOH-
YaTeJIbHOTO
pemeHnsa

10. AIMMHUCTPATUBHO- XO3AMCTBEHHHE BOMNPOCH

10. 1. CobmoneHue nNpaBuJl BHYTPEHHETO PacClopAaIKa

OedTeJIbHOCTIM

[lpaBuiia BHYTPEHHETO pacropsanka

ToxymeHTrl ( aKThI, IOOKJIaOHbIE u
cyyxeOHble 3allCKU, nepenmcka) o
HapymeHMM [IpaBUJI BHYTPEHHETO
pacrnopsanka

KHUTHY, XypHAaJibl OTTMCKOB ¥ CJIENKOB

revyarTem ¥ mMTamrioB

[lepenucka 00 yTBEPXOESHUM [euaTeM
M WTaMIIOB

XypHambl yuyeTa BbOAuM IedaTer U
mMTaMIIOB

AKTBE YHUUTOXEHUSA neuvaremn u
MTaMIIOB

ToxymeHThl ( aKThI, IOOKJIa OHBEIE u
OOBACHUTEJIbHBEIE 3allCKU, 3a4aBKU,
CMNUCKM, MepenmrcKa) o BhHIIAUE,

yTpaTe yIOCTOBEPEHMM U I[IPOIIYCKOB

B OpTaHM3alMio

KHMTK perucrpauuy yOOCTOBEPEHUM U
IIPOIYyCKOB

BJIaHKU
[IPOIIYyCKOB,

[IpreMHBle aKTH Ha
YOOCTOBEPEHUN U

1 o

1 o

ITocr.

<l1>

<1>

<1> INocJse 3a-
MEHEl HOBBIMM

<1> Tlpu ort-
CYyTCTBUU
KHUT, XypHa-
JIOB, OTTUCKOB
UM CJIENKOB -
MOCT.

"lMepeyeHb TUNOBLIX YNPaBNEHYECKUX JOKYMEHTOB, 06pasyoLuxcs B AeATeNbHOCTM OpraHu3aumii, C ykasaHueM CpoKoB XpaHeHns"
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pacxomnHbele aKTE YHUUTOXEHU A
YIOCTOBEPEHUI, [IPOIYCKOB,
KOPEWKOB K HUM

416 | PasoBBle MPOMNYyCKa, xopemxu (1 1.
MPOMyCKOB B CJIyXeOHbIE 3JaHusd M Ha
BoHOC ( BHIBO3) MaTepuasbHbBIX
LIeHHOCTeN

417 |Doxymentr (3aaBky, nepenmcka) ol r.

IOMNYyCKe B CJIyXeOHbe TIOMENEeHVsS B
Hepabouee BpeMs ¥ BBIXOIHBE OHU

418 |KuurmM, XypHAaJb, Tabemm |l .
perucTpauny npuxomua u yxona
(MEeCTHEIX KOMaHOMPOBOK) PabOTHMKOB

419 |Cnvcku, KHUTM amgpecoB u Tejebonor|l r. <1> <1> Tocrne 3a-
MEHbI HOBBIMU

420 |lepenucka o npuoBperenun |1 1.
XOBANCTBEHHOTO UMyleCTBa
KaHLEJTAPCKUX NpyrHaIJIekHOCTEN,

KEJI€ BHONOPOXHLIX U aBMabUIIETOB,
orlaTe ycilyT CpencTB CBAZM U
IpyTUX

aIMVHVCTPATUBHO- XO3ANCTBEHHBIX
pacxomax

421 |lepenucka © npenocTaBjeHur mecT B|1 .
TOCTUHMLAX

10. 2. SxcnyaraumMsa 3HOaHUN, [IOMElleHUM

422 | DoxymenTr ( cnpasxy, uHbopmauuy, |IMocTt.
rnepeuHu) o nepemnaue 3MaHUIA,
[oOMeleHrT B TOCYyIapCTBEeHHYIO,

MYHULUTMAJbHYD COOCTBEHHOCTDH
423 |lepenucka o rnepenaue spmauunit, |5 . 20K
rnoMemeHni B TOCYIapCTBEHHYD,

MYHULUTTAJIbHYID COOCTBEHHOCTD

424 |NoroBopel, coTJiameHusa o nOpueme u|[locT.

crmaue BIaHUM, IIOMEWEHUN B apeHOy
(cybapenny) ; IOKYMEHTEI
( Texunueckre nacrnopra, [JIaHHI,

CXeMbl) K HUM

425 |0nnce OOKYMEHTOB, pencTaBIIgeMBIX <1> Tocuse
Ha Toprm (A@yKLUMOH, KOHKYpPC) IO NpoBeneHnd
KyIJIe- IPOgaxe 3eMeJIbHBEX yUaCTKOB
30aHUN!

a) Mo MecTy MNpOBENeHUS 5 1. <1>

6) B IOPYyTMX OpPTaHMU3aUMAX o JmkBMOa-
UMy OpTaHu-
zaumun

426 |IpOTOKOJI TOPTOB (ayxumrona,

KOHKypCa) rno KyTJle- poaaxe

3eMeJIbHBIX YyUacCTKOB, 3IaHMI!

a) Mo MecTy MNpOBENeHUS Mocr.

6) B IPYyTUX OPTaHU3ALUNAX Io sukBuza-

"MepeyeHb TUNOBBIX YNpPaBNeHYECKNX JOKYMEHTOB, 0Opa3yoLLNXCs B AEATENbHOCTY OpraHn3aumii, C ykasaHuem CpokoB XpaHeHus"
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Uy OpTaHu-

saunn
427 |DoToBOpPEL O kyIie- nponaxe |I[locT.
3eMeJTb HEIX Y4aCTKOB, 3IaHUIA,
NOKYMEHTEI
( IpOEKTHO- UBLICKATEJBECKOE
3aKJIOUEeHNrE, paspeumeHue Ha
CTPOUTEJILCTBO U Ip.) K HUM
428 |IoxkymenTr ( cBMOeTeLCTBA o|MocrT.
BKJIOUEHUM B PEEeCTp, KapThH yueTa U
op.) o6 yueTe BJIAIEHUSA
MoJib30BaHUA, PacropakeHUs
MMy CTBOM

429 |AkTH npuemMa U @ Oepenaum  3maHun, [[ocr.
NOMelleHNI, SeMeJIbHBIX YUaCTKOB B
[oJIb 30BaHUE, pacrnopsxeHue,
apeHny, COOCTBEHHOCTL OpTaHM3aLuMn

430 |acnopra zmanun <1>,  coopyxennii|5 j. <2> <1> NacnopTa
<1> u obGopynoBaHus SIIK 3IaHUM M CO-
OpyXeHUM -
MaMsATHUKOB
APXUTEKTYPH -
[1OCT.

<2> Tlocisie
JIMKBUOALNN
30aHMUsA, COO-
PyXeHMsa, COU-
caHusa obopy-
OOBaHUSA

431 |TlnaHel pa3sMemeHrsa OpTaHu3aLmumn 3

432 |lepenucka o npemocTasseHun |3 T
NoMelleHWI! OpTaHM3auuu, chade "
npreMe 30aHWA B apeHmy

433 |llepenucka O BCeJIEHUM, BhICEJIeHUM, |3 T.
NPOIJIEHNM CPOKOB [oJIb30BaHMA
roMele H MM, 3aHMMaeMbIMHI
opraHuzaluen

434 |IoxymenTr ( moxyanel, o630pH, akxTH, |5 . 30K
CrpaBKW, [epenuckKa) O COCTOAHUM
3O0aHUM U IIOMelleHNH, 3aHMMAaeMbBIX
opraHuzaluen

435 |Tlepenucka o comepxaHuu 3maHui, |3 1.
IBOPOB ¥ TPOTYyapoB B HAaIJIeXalleM
TEXHUUECKOM U CaHVTapPHOM
cocTosaHMM, OJIAaTOYyCTPONCTBE OBOPOB

436 |[[OTOBOPE 3HEPTOCHABKEHNA 5 0. <1> <1> Tocsne wuc-
TeUeHUsa CpoKa
OeCcTBUA IO-
ToBOpPA

437 |lepenucka o koMMmyHassHOM |1 1.
OOCJIYXMBAHUY 3IOaHUM U IIOMelleHUN

"MepeyeHb TUNOBBIX YNpPaBNeHYECKNX JOKYMEHTOB, 0Opa3yoLLNXCs B AEATENbHOCTY OpraHn3aumii, C ykasaHuem CpokoB XpaHeHus"
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438 |llepenucka O MNOOIOTOBKE 3maHui k(3 1.
3yMe ¥ NpenylpelnTeJsIbHEIX MepaxX OT
CTUXUNHBIX OeIOCTBUM

10. 3. TpaHCrnopTHOE OOCIyXMBaHME, BHYTPEHHSAS CBA3b

439 | IoxkymenTr ( cnipasky, noxslamdere |5 g1, 3IK
3anncKu, CBENeHusd, I[epenucka) ob
opraHmM3alUuKv, PasBUTUU, COCTOSHUU
M BKCIUTyaTaLuun Pa3JIMUHBIX  BUIOB
TpaHcropTa

440 | DoxkymenTs ( 3aaBKU, pacuere, (3 1.
nepenncka) o6 omnpenesieHnUn
[IOTPEeOHOCTM OpI'aHM3alumn B

TPAHCIOPTHEIX CPEeICTBax

441 |DoToBOpPLEL O nepeso3ke Tpy30B u|5 g <1> <1> Tocne wuc-
apeHlle TPAHCIOPTHBIX CPEeNCTB TeUueHUs CpoKa
OelicTBUA 0O-
ToBOpPA
442 |Tlepenucka O MMepPeBO3KEe TPYy30B 3 o
443 |3aaBkM Ha [IE€PEBO3KY TPYy30B 1
444 |HopMaTUBH 3aTpy3KU TpaHcnopTHex |1 . <1> <1> Mocsne =za-
cpencTs MEHBI HOBEIMM

445 | YciioBua 1o MepeBO3Ke TI'PY30B.

a) no MecTy paspaboTKu u |TMocT.
YTBEPXICHUSA
6) B IOPYyTUX OpTaHU3ALUNAX Io 3aMeHE
HOBBIMU
446 | IoxymenTr ( aKTHI, saxsoueHnsa, (10 g <1> <1> Cesg=3aHHBE
MOHECEHNH, MNPOTOKOJIBI) aBaPUMHBIX C KPYIHBEM Ma-
KOMICCHI TepraslbHbIM
yiepooM 1 de-
JIOBEYE CKVMMU
KEePTBAMU -
[OCT.
447 |Tlepenucka 06 aBapuax u|5 J.
MOPOXHO- TPAHCIIOPTHBIX
NPOUCIIECTBUAX
448 | IoxkymenTr ( cBemeHus, BemomocTy, |3 m. <1> <1> Tocane
aKTH, [epenucka) o TeXHUYECKOM CrMcCaHnsa
COCTOSAHUM M CIMUCAHUM TPAaHCIOPTHBIX TPAaHCIOPTHBIX
cpencTs cpencTs
449 | IoxymenTs ( 3aaBKM, aKkTH, |3 T.
CBeneHud, TIepenucka) o pEeMOHTe
TPAHCIOPTHEIX CPEeNCTB
450 | DoxymenTn ( 3anpasBoudsle Jmmter u|l . <1> <1> Iocmne 3a-
JIUCTE, orepaTrBHbIE OTUeTEl u BepleHrsa Ipo-
CBelleHUd, [epenrcka) O pacxole Bepku (peswu-
6eHs3uHa, TOopKUe- CMa30UHBIX 31M)

MaTepMraJsioB UM 3andacTen

451 |TlacnopTa TPaHCIOPTHBIX CPENCTB Io cnucaHus
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452

453

454

455

456

457

458

459

460

461

462

463

464

465

NoxymeHTh ( mOKJIAIHBIE 3anmncKy,
Crpaeky, [Eepenrcka) O COCTOSHUM
BHYTPEHHEN CBA3U

PazpemeHusa Ha YCTaHOBKY u

VICIIOJIB3OBaHMe CpelCTB CBA3U

IoroBopel 0O opraHu3aumm
3KCIJIyaTaluuy, apeHIe I  PEMOHTe
BHYTPEHHEN CBA3U

[lepenucka O NpoBeleHUM padoT IO
TeJleboHMBALUN, pannobrkaumm,
CUTHaIM3auuy u DKCIIYaTalun

BHYTPEHHEN CBA3M OpraHM3alum

CxeMbl JIMHUMN BHYTPEeHHEN CBA3U
opTraHM3aLuM

AKTEl BBOIA B DOSKCIUIyaTalLMio JIMHUM
CBA3U

AKTEl [IPUEMKM CpencTs CBA3M U

CUTHaJIM3alurM I10CJIe TeKymero
CpellHeT'O M KalMTaJIbHOT'O peMOHTa

10. 4. Oxpana
HoxymeHTe! ( rJIaHbL, OTUEeTH

OokJIaOHble B3alMCKM, aKTh, CIpaBKY,
nepenyrcka) o6 opraHuzauuu obmei u

IPOTUBOIIOXAPHOM OXpPAaHbI
opTraHM3aLNN

ToxymeHTrl ( aKThI, CHpaBKY, TILJIAHH,
OTUEeTHl, CBOIOKMU, CBeIeHUd

nepenrcka) o6 OBCIeNOBAHUM OXPaHBI
M MPOTUBOIOXaPHOTO COCTOSAHMS
opraHuzauumn

OTueTE O noxapax
a) TomoBHE

6) KBapTaJbHbE

AKTBl O NOXapax

[lepenucka o BEISIBJIEHUU NPUYMH
roXapos

HoxymeHTrl ([JIaHB, OTUETBl,  AaKTH,
CrpaBKW, CHOMCKY, [epenuckKa u Ip. )
00 opTraHmU3aLuMn PaboTEL 1o
TpaxInaHCKOM OOOpPOHEe "

HpeBBMHaﬁHMM CUTyaunaM

HoroBOpE 00 OXPaHHOM HesaTeJIbHOCTU

TPAHCIIOPT-
HEIX CPEICTB

5 5.
1 . <1>
5 0. <1>
OIIK
3

o 3aMeHEl

HOBBIMU
1. <1>
3 . <1>
5 1. 3IK
3
ITocm.

5 0. <1>
5 g 3IK
5 jg. 3IK
5 g 3IK
5 0. <1>

<1> IocJje
OKOHYaHUHA
SKCILUTyaTalun
CpPencTB CBA3U

<1> Iocjne wuc-
TeueHrs cpoka
IeicCTBUS IOO-
ToBOpPa

<1> IocJae
CHATUS JIMHUNI
CBA3U

<1> IocJae
NpoBeIeHUs
peMoHTa

<1> Mpu om-
CYTCTBUU TO-
IOBBEIX - [OCT.

<1> Iocmne wuc-
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3IIK TedeHNAa CpoKa
OelicTBUA 0O-
ToBOpPA
466 |CxeMbl OMCIIOKALMU [OCTOB OXPAaHb 1o <1> <1> Tocrne 3a-

MEHBI HOBBIMM

467 |OTuers 06 yCTpoicTBe u(3 o
BKCIUIyaTaluy TEXHWUECKUX CPEeNCcTB
OXPaH-

468 |lepenucka 06 obopmiteHun |5 .

paspemeHny Ha [IpaBO XPaHeHus u
HOIEHUS OPYXMUA

469 | IoxymenTr ( aKTHI, crnpasxu, |5 .
OOKJIaIHEIE M  CJIyXeOHble 3arMCcKU,
3aKJIOUEHNH, [1ePennucKa) o

IMPOIIYCKHOM peXlMMe OopraHM3alum

470 | 0Bpasubl Nonnmcen CIIyXeOHbIX | JO 3aMeHbl
YIOOCTOBEPEHNNA yIoocToBepe-
HUM

471 [Kuury, xypHaJbl yueTa orneuvareBanusa|l .
rOMENeH i, pueMa- COauu IeXypCTB
U KJIIOUEen

472 | IoxymenTs (akThl, crnpasky, |1 1.
OOKJIaOHEIE BalMCKH, CIUCKU
TpaduKyM) Mo ONepaTUBHBEM BONPOCAaM
OXpaHBl OpPTaHM3aLUn

11. COUMAJNILHO- BHTOBHE BOIIPOCH
11. 1. CoumanbHOE CTpaxoBaHUe

473 | KoMIJIEeKCHBIE MPOTPaMMbEl  COLMAJIBHONI
BaUUTE HACEJIEHUS

a) mo MecTy paspaboTKu u |TMocr.
YTBEPXISHNA
6) B IOPYyTUX OpTaHU3ALNAX Io mMmuHOBa-
HUA Hanoo-
HOCTU
474 [Tlepenucka 1o Bornpocam|5 g
TOCYynapCTBEHHOTO COLMAaIbHOTO
CTpaxoBaHus
475 [JlcTky HEeTPYHOCIOCOBHOCTU 5
476 |Kuury, xypHAaJsl pervcTpauuu |5 1.

JIMCTKOB HETPYHOOCIOCOOHOCTU

477 |DoxymenTe (onmcu OOKYMEHTOB, |5 JI.
JIMCTOK MCHPABJIEHWN,  [NPWJIOKEHME K
COTIPOBONNTEJILHOM BEIOMOCTH) o
NepCOHUGULMPOBAHHOMY yueTy
PabOTHMKOB

478 | PexoMeHIaUMU I10 NOOTOTOBKE
OOKYMEHTOB K Ha3HaudeHUO eHCuUm
paboTHMKAaM:

"MepeyeHb TUNOBBIX YNpPaBNeHYECKNX JOKYMEHTOB, 0Opa3yoLLNXCs B AEATENbHOCTY OpraHn3aumii, C ykasaHuem CpokoB XpaHeHus"
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479

480

481

482

483

484

485

486

487

488

489

490

491

a) no MecTy paspaboTKu u
YTBEDPXIOSHUSA

6) B IpyTux OPTaHU3ALUAX

Crmcky pa®OTHMKOB, yXoOoammUx — Ha
JIbTOTHYI [E€HCUIO

[lepenmucka o Ha3HAa4YeHUN

TOCYHOAapCTBEHHEIX II€HCUM M [IOCOBUM

CBemeHUs O BHIITOJIHE HUM
YCTAHOBJIEHHBEIX KBOT Ha paboune
MeCTa U IBJVXEHMM HOEHEXHBIX CPeICTB
(npu HeBBIMOMHEHVN YCJIOBUM
KBOTUPOBAHUA paboumx MECT)

IoxymeHTH ( IOTOBOPHl NAapPeHUHd, AaKTH
nprueMa- riepenadn L& HHBIX Belen,
oB43arTesbCTBa, OTUYETEl U Op.) O

BJIaTOTBOPUTEJILHOM IesSTeJIbHOCTU

Crnmcky JimL, opraHm3auum -
OOBEKTOB OJIAaTOTBOPUTEJIBHOCTHA

[lepenmncka o
OeATeJIbHOCTU

BJ1aTOTBOPUTEJILHOM

focr.

o 3amMeHEH!

HOBBIMU
50 .

5 0. <1>
5 n
ITocrm.

5 5. 3IK
5 jg. 3IK

11. 2. XuumHo- OLITOBLIE BOIMNPOCH

NoxymeHTol ( 3aaBiIeHMUA, HOOKJIa OHbIE
3anmMcKy, CIUCKHU, CrpaBKU

nepenucka) o npenocTaBJIeHUN,
pacrnpenesieHnn XUJon rJioma oy
paboTHMKAaM

ToxymeHTel ( aKThI, CcBeIeHUsa

3aKJIOUEeHra) o6 obcJieIOBaHUM
KUJIMITHO- OBIT OBBIX YCJIOBUM
PaOOTHMKOB

IJoroBOpPEL © rnpaee I10JIb30BaHUSA
(Havima) xusioN rUIOmAnbo, — apeHme u

oOMEHEe XWUJIBIX [1OMEelleHUM

[lepenmucka O BCeJIeHUH,
IIPOIJIEHUM CPOKOB
XUJIOM T1JIOmA OB

BBICEJIEHUM U
I10JIb30BaHMA

JOoTOBOPE  KYIJIM- NPOOAXM, OapeHMs
XUJIBIX [TOMeEIe HUM paBoTHMKaM
opraHu3auumn

TNoxymeHTEl ( cCBEenmeHus, CIIPaBKMU,
nepenmcka) o6 apeHne, IapeHunu,
3aBellaHny, KyIlJle- [Iponaxe KUJTBIX

roMeleHUM pa@OTHVIKaM OopraHmM3alnm

[lepenmcka o
CJIyXeOHBIX,
KBapTUP

BBICEJIEHUM T'pPaXHdaH U3
CaMOBOJIBHO BaHATEIX

5 0. <1>
5 0. <1>
5 0 <1>
SIIK

5 n
ocr.

5 1. 3IK
5 50 <1>

<1> o gbroT-
HEIM T[I€HCUAM -
10 5. BIK

<1> Tocane
npemnocTagJje-
HUS XMUJIOM
[JIoma nm

<1> Tocae
npemnocTage-
HUS XWUJIOM
rJiomaom

<1> Ilocsne wuc-
TeueHrs Ccpoka
OeMCTBUA IO-
ToBOpPa

<1> Iocjse oc-
BOOOXIEHUSA
XKUJIONM ILJIOoma O
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492 |JlueBrle CcueTa KBAPTUPOCHEMIMKOB 5 50 <1> <1> Tocrne 3a-
MEHBI HOBBIMY

493 [IoroBopbl Ha oBciyXmUBaHMe KUJBEIX (5 g1, <1> <1> Tlocne wuc-
MoMemeH , HaxXOIAMVXCH B TeuyeHus Cpoka
COBCTBEHHOCTU OpTaHM3aLUn OericTBUA HO-

ToBOpPA

494 |Tlepenucka o KoMMyHaJsibHOM |1 1.

OBCITYXUBAHNU KUJTON rIIowany,
HaxomAamencs B COBCTBEHHOCTU
opraHusauum

495 | oroBoOpPEL © MeIVLVHCKOM n|5 g <1> <1> Tocne wuc-
CaHaATOPHO- KYPOPTHOM  OOCITYXMBAHUN TeueHus Ccpoka
PabOTHMKOB OeyCTBUSA IO-

ToBOpPA

496 | IoxkymenTr ( crivcku, crnpasky, |3 .

3aABJICHUA, rnepenmncka) o

MEeIVMLMHCKOM U CaHaTOPHO- KyPOPTHOM
obCcHyXBaHNM PAOOTHUKOB

497 | PacxonHele oprepa Ha |3 1.
CaHaATOPHO- KYPOPTHEIE [IyTEBKU

498 | IoxkymenTr ( 3aaBKU, TpeboBaHusa, |3 .
HakJIamHbe, BEIOMOCTMU) O MOJIyUeHUNU
[IyTEBOK

499 | IoxkymenTr ( 3aaBjaeHns, MemuuuHCKMe |3 1.
CrpaBKM, CHOMCKM, [epenrcka) yuera
PabOTHUKOB u ux meTeit,
HYXOARIVMXCA B CAHATOPHO- KYPOPTHOM
JIeUeHMM UM OTIBIXE

500 |Hepenucka o npuobperennu nyresok |l r.
B LOEeTCKUEe O3LOPOBUTEJILHEE Jlareps

501 |Coucku meTeln, HarpaBJIe HHBIX B|1l .
IeTCKMEe O3IN0POBUTEJIbHBIE Jlareps

502 |Cniucku meTen paboTHUKOB | O 3aMeHEl
opraHM3auum HOBBIMM

503 | DoxymenTn ( axTh, crnipaBky, |3 .
OOKJIAZIHEE 3alMCKU, cBemeHud,

NpermyioxeHus, Mepenrcka U Ip.) o6
opraHM3auuy OUTaHus PabOoTHMKOB

504 | DoxymenTu ( mokJiamHbe sanmcky, |5 .
cripaBKM, UHQOPMALMM, T[IE€PEnucKa) o
KOJIJIEKTUMBHOM CAaIOBOIACTBE u
OTOPONHNUECTBE

11. 3. OpraHmusaumsa mocyra

505 | DoxymenTn ( cnipaBku, cBemeHusd, |5 s, BIK
OTUEeTH, [epenrcka, GOTOMOKYMEHTH)
00 opraHM3auuM nocyra pabOoTHMKOB

506 |llepenucka o6 opraHmzauum dreHua|l r.
JIeKLUMIM, IOOKJIamoB, Becen,
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NpOBEIeHUA BKCKYPCUM s
PaOOTHMKOB

507 | DoxymenTo (axTh, cnmcky, |3 1.
rnepenmcka) O MNPOBEIeHUU U yJaCTUU
B CMOTpax, KOHKypCax

CaMoIleATeJIbHOT'O TBOpUeCTBa

508 | DoxymenTn ( cnipaBku, cBonku, |3 1.
CMNUCKM, NpOTPaMMbl, T[epenmckKa) o
NPOBEIEHUN M yJacCTUM B CIOPTUBHBIX
MEPONPUATUAX

12. IEATEJBHOCTH IEPBUUHHX [PO®COKSZHEX OPT'AHVSALNNA
( OBBEIVHEHNI)

12.1. OpraHuzsauusa OeATEeJbLHOCTU

509 | DoxymeHTH ( MPOTOKOJIH, nokJiamel, |IocT.
CTEHOTPAaMMEL, [NOCTaHOBJIEHUSA

pesoJsmolyy,  [epedHM YyJYaCTHUKOB U
op. ) o NpoBeneHUN oBmMx

OTUETHO- BEIOOPHBIX KOoHbepeHUMN,
coBpaHum

510 | DoxymenTn ( mokJiamHbIe sanmcky, |5 . 31K
CrpaBKM, KaJleHOapHble [1JI1aHE,
OTUEeTH, I[epenucka u op. ) 06
opTraHM3aLunnu u NpoBeneHUn
OTUETHO- BEIOOPHBIX KaMrIlaH M,
OBIMECTBEHHBIX MEPOIPUATUN

511 | OoxymenTn ( GosuieTeHr ToJIOCOBaHUA, |B TeueHue
CMNUCKM KAHOUIATOB, BBIBUHYTHX B|CpPOKAa [IOJ-
HOBEI cocTaB PYKOBOACTBA | HOMOUMMI
opraumzsaumn ( o6bemmHeHus) ) o
BRICOPAX PYKOBOOAWMX OpTaHOB
NnpodCco3HOM opTraHM3aLUM

512 [naner peammzsaunu KpUTUueckyx | [locT.
3aMeuaHuM U NpenJjIoXeHUM

513 | OoxymenTn ( 3aaBieHus, 3a4aBKM, |3 T
CMNUCKM, aKTh, CHPaBKU, [IEpPEenucKa)
o mpureme B 4JIeHB OOBeIMHEeHMS
(npodcowsa), rnepeurcaeHNN
usieHCKUX (IPOOCO3HEIX) B3HOCOB M3
3apa®OoOTHOM 1A Thl PaboOTHUKOB
OKa3aHMM MaTepualibHOM’ [IOMOIIN,
[OJIyJdeHMM, AaHHYJIMPOBAHUM UJIEHCKUX
OnIeToOB

514 |BemomocTu yuera ujleHckux |5 g, 3IK
NpodCO03HBIX B3HOCOB "
IIOXEPTBOBAHUM

515|YueTHEIE KAPTOUKU usieHoB [[Jo cHATUA C
npodCon3HOM opraHMsaumu | yueTa

( o6BenuHeHMs)

516 |Kuuru, xypHAaJs! yuyeTa BoIDaumM |3 r.
YJIEHCKUX OMJIeTOB u y4deTHBIX
KapTOdeK
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12. 2. JeATesIbHOCTH MEPBUUHBIX NPOGOCOIN3HLIX OpPTaHM3aLMi
( 06BemmHeHM)

517 | DoxymenTo ( aKThl, nokJiangdele |5 1. BIK

3anMCKY, [IPOTPAaMMEL perJiamMeHTE,
POTOKOJIB, TEKCTH BLICTYI1JICHIU,
CrnpaBKy, [Iepenmucka u op.) ob
ocylleCTBIIeHUN OCHOBHEIX
HalpaBJIEHUN npodCcon3HOM
OeATeJILHOCTU

518 [Ipemnoxenus npobcown3oe Kk npoekTam|locT.
3aKOHOMNATEJIbHEX U HOPMa TUBHLIX
MNPaBOBBIX AKTOB

519 | DoxymenTs (axTh, nokslamdere |5 g1, 3IK
3anmMcKy, CIPaBKU) 06
ocylleCTBIIeHUN npodCon3HOTO
KOHTPOJIA 3a JMICIIOJIHEHMEM Y CJIOBUM
3aKJIOYEeHHEBIX coTJlalleH UM
KOJIJIEKTUBHEIX IOTOBOPOB,
cobJiogeHueM paboTomaTesiaMy,
HOJIKHO C T HEIMIM JIMLLAMM
3aKOHOIATEJIECTBa O Tpyne,
MUCIOJIb30BaHMEM CPEICTB boHIOB,
bopMrpyeMbix 3a cuer CTPaxXOBBIX
B3HOCOB

520 | DoxymMeHTE (nmporoxoger, |TocT.
CTEHOTPaMME, pe 3oL
MOCTAaHOBJIEHMA) PYKOBOOAMMX
OpTaHoOB MNPOdCO3HOMN opTraHu3aLunnu
(obbenuHennsa) - KOMUTETOB,
COBeTOB, O©OPO, MNPaBJIEHUMN, CEeKLUUN,

TPy

521 | HoxymeHTH ( IPOTOKOJIH, cBegmeHusd, |[Iloct.

OOKJIaOHEIE BalMCKU, CripaBKM) o

OeATeJIbHOCTY KOMMCCUM NPOPCOn3HOM
opraumzsauun ( 06beOMHEHMA)

522 | DoxymenTn ( MaHmaTh, nomnucHee, |5 .
ONPOCHBIE JIUCTHI, uHpopmMa LM,
nepenMcka U 1p.) O NeJeTUPOBAHUMN
UJIEHOB [EPBUUHON opraHu3aumn
(obbenuHennsa) Ha oBumepoccumicKue
bopymMel

523 |epenncka o|5

dMHAHCOBO- XO3AMCTBEHHOU
OedaTelJIbHOCTU MNpodcon3a

CMNCOK COKPALLIEHWW
AO - ApPXWMBHBY OTHEJ
BHVMNWIALL - BcepoCCHUMCKUNM HayUHO- MCCJIeIOBaATEJIbCKUM MHCTUTYT

IOOKYMEHTOBEOEHNMA M apXMBHOI'O LOeJia
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T. - TOnm
I'A - TOCYyHapCTBEHHEBI apxuB
T'A PO - TocymapcTBeHHBM apxmuB Poccurickom denmepaumm
T'AY - T'ylaBHOe apxXMBHOE YyIpaBJIEHUE
J. - JIeT
HA - HaumoHanbHEM apxUB
[locr. - IOCTOAHHO
PT'AJIN - PoccuiMckuM TOCyIapCTBEHHBI aApPXMB JIMTEPATYPH U
MICKyCCTBa
PT'AB - Poccumickuyl rocynapCTBEHHBEM apxXMB SKOHOMUKU
CT. - CcTaTbAa
Ora - leHTpasjibHBEM T'OCYOapCTBEHHEM apxXUB
UIOHN - lleHTp IOOKYMEHTORB HOBeMIIENW MCTOPUMU
Or'va - lleHTpaJsbHBEIM TOCYNapCTBEHHBI MCTOPUUECKUN apXUB
UXIOHW - lleHTp XpaHeHUS IOKYMeHTOB HOBeMlIel MCTOPpUU
OoIIK - lleHTpaJjibHasa 3KCIIEPTHO- [I[POBEPOUYHasaA KOMMCCUA
3K - DBKCIepTHas KOMMUCCUSA
SIK - DBKCIIEPTHO- IPOBEPOYHAasA KOMMCCUS
YKABATEJIb BUOOB JOKYMEHTOB
ABTOBUOTI'PADUIL . v vt et e e e e e e e e e et e et e e e e 337, 341, 384
AIPECA . . 46
AKTHL:
aBapUl, HECUACTHBIX CJIIYUAEB. « v v v v v v v e v e v a e e 322
AMOPTUBALMOHHBIX OTUMCIIEHUM + v v v vt v v e v e v e e e 167
AHHYJIMPOBAHUSA UJIEHCKUX OMITETOB . v v v v v v v v v v v 513
BBOIAa B BKCIUIyATALMIO JIMHUM CBHABM .« v v v v v v e e 457
BBIHAUM JIEJT « v v v v e v vt e et e et e et e e e 77
SAKOHOIATEIIBHBIE + v v v v v v vt e e et e e et e et e e e s 1
MHBEHTAPMBALMM « v v v vt e v vt et et et e e et e e e e e e 192
KOMMC CUIM.
ABADPUIMHBIX + v v v v v v vt v e e e e e e e e 446
oBmecTBeHHHX opTaHmz3auult (NIpodcornsz0B) . ... .. 517
JIUKBUOALUUM OPTAHVIBALMM « v v v vvoe v v v et e e e e e e e e s 38
Ha YCTaHOBJIeHMEe I[epCOHAaJIbHBEIX CTAaBOK, OKJIANOB,
HAIOBABOK « v vt vt e ettt e ettt e et e 354
HOPMATYBHBIE .+ v v v v v v vt v et v et ettt et e e 1
O OJIATOTBOPUTEJIBHON HEATEIIBHOCTU + v v v v v v v v v 482
obcyieoBaHUA XUJIUIHO- OLITOBBIX Yy CJIOBUN
DABOTHUKOB &« v v vt v vttt ettt et ettt 486
oBcJienoBaHMA OXPAaHBl M MNPOTUBONOXAPHOTO
COCTOSAHUA OPTAHUBALMM + v v v v v v et et ettt e e 460
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O BB3aMMHBIX pacueTax M IlepepacdueTax Mexnoy

OPTAHUBALMAMY « « v v v v v v e ettt ettt e e e e 151
O BHOAUEe, YHUUTOXEHMU U YyTpPaTe MPOINYyCKOB U
YIOOCTOBEDEHUM v v v v v v vt e ettt et et et e e et e 413, 415
O BBIOEJIEHUM OOKYMEHTOB K YHUUTOXEHUD . . ....... 73
O T'paxlaHCKkOM OOOpOHE, UpesBbUAMHBEIX

CUTYALIMIAX v vttt e e e e e e e e e e e e 464
O IeOUTOPCKOM U KPEeIUTOPCKOM 3amOJIKEHHOCTH,
HemocTauax, pPacTpaTax, XUIMEHMAX .. ..uwewuee. .. 163
0 KauecTBe MarTepuasiob (CeRpPbHA), NOPOMYKLNM,
OBOPYIOBAHMA « v v v v v vttt et ettt e e e e 400
O KOMIUIEKTOBAHUM M pPadoTe CHPaBOUHO-
MHOOPMALMOHHBIX CITYRD + v v v v vt v it e e i e e 242
O HapylleHVM [PAaBUJI BHYTPEHHETO PAacClopanka U

OXPAHBL OPTAHUBALIAM + « v v v v e vv ettt e e et et et e e 408, 469, 472
O HOPMMPOBAHMM TPyIa U pPacxoIoBaHuu QoHIAa
BAPAOOTHOM TIITATEL « v v v v vt v ettt et e et e et e e e e e 290
06 oOyueHur, CTaXMPOBKE MHOCTPAHHBIX

CIIELUMATIMCTOB « v v v v et v v ettt e et e et e e e e 230
o0 opraHMzaluumM ofmeM M NPOTUBOIOXaAPHON

OXPEHBL « + v v vt vttt e e e e 459
00 opraHMBalUMM NUTAHUSA PACOTHUKOB . . ..o .vv ... . 503
00 OPTAHUBALMN TPYIA o v v vt vvt vttt a e 272
OIJIaTH, pasMeHa, preMa-epenaur Bekcejen .... 179
O TIOKAPAX '+ v v v v vt et e 462
O MNpPOBEIEeHUM M ydacTuM B CMOTpax, KOHKypcax .. 507
O pasMemeHUU UM BHIIYCKE PEKJIAMBL . . v v v v v v v .. 257
O PacCCMOTPEHUM M YyTBEPXIeHUM OajlaHCOB U

OTUETOB v v v v ettt ettt e e et e et e e e e e 139
O peopraHMBalLynM, [IEPEVMEHOBAHUM . . .. oo v v v .. 37
O CAHMTAPHOM COCTOSHUM OPTAHMBALMU .« . v v v v v .. 326

O COBEpPIHEeHCTBOBaHMNM HOOKYMEHTALVMOHHOI'O
obecrieueHus YyInpapJIeHMd, BHeOpeHNM
MH@OpMauMOHHHX TEexXHOJIOTUM, 3amuTe

VIHOOPMALIAM + v v v v vt e e e e e e e e e e e e e e e 70
O COKPAMEHUN PABOUETO IHS .« v v v v v v n e nennn s 325
O COCTOSHUU SBIOAHUM U [IOMEMEHUI .« v v v v v v v v v e . 434
O COTPYIHUUECTBE OPTAHMUBALIMM « oot v v vt e vn 220
O TEXHUUECKOM COCTOSHUM M CHOWCAHUU

TPAHCIIOPRTE « « « « v e vt e et et et ettt 448
O TPYIOBOM IUCLMIIIIMHE .+« v v v v v e v e e e e e e n e 282
06 YCJIOBMAX TpyHa XEHMUH U MOOPOCTKOB . . ...... 302
O OUHAHCOBOM IOUCLMUIIIIMHE .t v v v v v et e v e e e e e e 118
O LeJjlecoOOpa3HOCTM 3aKyIOK MMIIOPTHOMN

NPOOYKLUNM, MATEPUAIOB &« v v v v vt v vt e e et e 229
OLIEHKM MMylECTBa, [IEPEOLEeHKM CTOMMOCTU

OCHOBHEIX CPEICTB, OINpelesjIeHUM MX M3HOCA . ..... 166
[1O BAJIOTHBIM BOIPOCAM . v v vt v vt vt v e e et e e e 180
[IOJIYUEHMA UJIEHCKUX OMITETOB &+ v v v v v o vv v e e e e 513
[0 TPABOBBIM BOMPOCAM 4 v v vttt v et e e et e et e e e 58
NpencTaBligseMble B [IPaBOOXPAHUTEJbHBIE,

cyneOHbe OPTAaHBl, TPETEMCKUE CYIBl . v v v v v v 59
TIPVBATUBALIAM v v v v v et e v et e e et et e et e e e 22
npMemMa BBIIOJHEHHEX PABOT . v v vt v vt i it e ve 188
pYeMa- NEPEIAUM AKLMM « v v v v v v v e e e e e e e e e 27
npreMa- repeiaum OOKYMEHTOB .+ . v v v v v v v v v e 73
npueMa- repenaum 30aHull, [IOMEIleHNN,

BEMEJIbHBIX YUACTKOB &+ v vttt vttt et e 429
npueMa- nepenauy LEeHHBIK BeMEM . ..o v v v v vnn ... 482
nprieMa- caum ( COATOUHBIE) .« v vt v vt i eie et e e e 36, 150
NpUeMKM, BHEIPEHUS LeJIeBLX NPOTpPaMM
VMHOOPMATHBALIAM « v v v v v v e v et et et et e et e e e e e 69

InpMrMeMKy CcpellCTB CBA3M, CUI'HaJM3alyM I10CJIe
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DPEMOHTA + v v v vttt et et et e e e e 458
[POBEIEHUA PEBUBUM « v v v vt e ve e e et e e ettt e 49, 145
NPOBEPKM BBINIOJIHEHMSA COTJIAWIEHUM O OXpaHe

TOVIIA « e e e e e e e e e e e e 301
MNPOBEPKM BHIIOJIHEHUS YCJIOBUM KOJIJIEKTUBHBIX

IOTIOBOPOB « v« vt vt et et e et et e e e e 276
[POBEPKU HAJMUUA IEJIT « o v v vt vvt vttt e et e e e e e 73
MPOBEPKY CIPAaBOUHO- UHOOPMALIMOHHBIX CJIYXO .. ... . 245
[IPOBEPOK OPTAHUBALIMM « o v v vt ve v ve e e et e e e e 48, 519
paccienoBaHMAa NPOPEeCCUMOHAJNIbHBIX OTPABJIEHUN U
3a00JIEBAHUM, [IPUUMH GBAPUM « v v v vvte et e e e n 311, 312
DEMOHTA TPAHCIODTA v vt v v vt vttt et ettt e e e 449

CBEepOK OIllJiaTbl HaJIOT'OB B BomkeT 3adveTaMmu,
LeHHBMM OyMaramy, I[IOoCTaBKaMU nponoyxrumm,

TOBAPOB, PAaOOT, YCIIYT t vttt vt vttt et eea e 177
CNMCAaHMA KHUT U [EePUOIUUECKMX USOAHUM . .. ..... 246
TEeXHUKY OEBOMACHOCTM + v v v v vttt e e e e 295
VHUUTOXEHUA [1eUaTEeM M WTAMIOB . v v v v v v v v v v nnnn 412
YTPATE M [NOBPEXOECHVA HOKYMEHTOB .. uvvvvv v .. 73
yueTa TPYINOBBIX KHUXEK VM BKJIAIBIIEN K HUM .. .... 351

AKTH- CIIPABKI © norameHun HasoToB (3aO0JIKEHHOCTN)

BEKCEIIAMY « 4 v ottt ettt ettt e e e 178
AJTBBOMBL . . o e e e e e e e e 46, 134, 252
AHAJINSHL:
BEIIIOJIHEHMA [JIAHOB, OTUETOB . v v v v vttt vt o tee e e e 96, 198
MCIOJIHeHU 0ajlaHCOB IJOXOHNOB, PACXOIOB . . ...... 115
K TITTAHEM « « v v v e vt e et e et e et e et et e 94
HOPM BRIPAOOTKM, PAaCLEHOK, CEeTOK, CTaBOK, GopMm
OTIITATEL TPYIIA « v v v v v et ettt et ettt et 289
YCJIOBMIA MPOM3BONCTEA, TpPaBMaTU3Ma U
npobeCcCroHalbHEIX 3a00JIEBAHUM v v v v v v v v v e e e . 323
AHKETH.
aHaM32a NOTPeBHOCTY B MNPOOYKUVM, YCJAyTax ..... 238
JIML, He OPUHSATBEIX Ha PABOTY vttt ve 341
OBCJIENOBAHUA YCIIOBUM TPYIIA « v v v v v vvee e v e e e 331
PABOTHUKOB + v v v vt vt et ettt e et e e e e e 337, 354
PEKITAMHBIE &« 4 v v v e e e e e e et et e e e 259
AHHOTALIVMM k TI'paHTaM, WMHBECTULMOHHLEIM [IPOEKTaM .. ... 227
AT TECT ATH . .t e e e e e s e e e e e e e e e e e e e 21, 253, 342
BABH ITAHHHX . . e s e e e e e e e e e e e 64, 72, 243,
247
BAJIAHCH:
OYXTAITEPCKIE + v v v v vttt et ettt e e ettt e 105, 135
repenaTouHble, pas3lesIUTellbHbE,
JIMKBUOALMOHHBIE « v v v v v v e e e ettt e e e e et e 38, 136
MPVBATUBALIAM v v v v v v et e v e e e e et e e e e et e e 22
PABOUETO BPEMEHM &« v v vt v vt v it v ittt e e 280
BUBHEC- I AHH . . o e e e e e e e e e e e e e e e 88
Bl AHKL . . e e e e e e e e e e e 207
BPOIIOPH . v v v ot e e e e e e e e e e e e e e e e e e e 251
BYKIIETH PEKJIIAMHBIE .« v v v v vt v v vt et e e et e et e e e e e 252, 258
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OEHHUKIM . e 99

YKASAHUA
Nno NPNMEHEHWIO NMEPEYHA

1. O6Lwme nonoxeHus

1.1. 'lepeyeHb TUNOBbIX YNPaBIEHYECKNX [OKYMEHTOB, OOpasylLlnxcs B AEATENbHOCTU
opraHu3auui, C YyKasaHMEM CPOKOB XpaHeHus'" CcocTaBneH B cooTBeTcTBUM € "OcHoBamu
3akoHopartensctea Poccuiickonn ®egepaunmn o6 ApxusHom cdoHae Poccuiickon Pepepaumm n apxusax”
oT 7 utonst 1993 r., NonoxeHnem 06 ApxuBHom dpoHae Poccuiickon degepaunn, yTBEPXKAEHHBIM YKa3oM
MpesngeHTa Poccuiickon Pegepaummn ot 17 mapta 1994 r. N 552, n € y4eTOM MOMOXEHUA WHbIX
npaBoBbIX akToB Poccuiickoin Pegepaumm n cybbektoB Poccuiickon degepauun, COBPEMEHHbIX
HOPMAaTUBHbIX [OOKYMEHTOB W MeToAMYECKMX nocobuii no 3KCNepTU3e LEHHOCTU [OOKYMEHTOB MU
KOMMIEKTOBAHWNIO apX1BOB.

1.2. TepeyeHb BKMOYaET [OOKYMEHTbl, obpasylomecs npu LOKYMEHTUPOBAHWM OOHOTUMHBLIX
(obwmx Ana Bcex) ynpaBneHYeCcKUX YHKUMA, BbLINOMHAEMbIX YYPEXAEHUSAMMW, OpraHu3auusamMu u
NPeanpUATUAMA <*>, HE3aBUCMMO OT (PYHKUMOHAmNbHO-LENEBOrO Ha3Ha4YeHWs, YpPOBHSA U MacwiTtaba
[eATenbHoCTW, Popm COBCTBEHHOCTW.

<*> [lanee B TEKCTE BMECTO CIOB "YYPEXAEHWUA, OpraHM3aunii n npegnpuaTuii’ ynotpebnsaercs
CnoBo "opraHusauuin’.

[okyMeHTbl, oTpaxarwwue cneuyndundeckne yHKUMKM opraHusauui (npucywue onpepeneHHomMy
BMAY AEATENbHOCTM), NPEAYCMaTPNBAOTCA B COOTBETCTBYIOLUNX BEAOMCTBEHHbIX NEPEYHAX, MPUMEPHbIX
HOMeHknaTypax gen.

1.3. CoctaB [OKYMEHTOB W CpOKM WX XpaHeHus B [lepeyHe onpegeneHbl B pesynbTaTe
HenocpeACTBEHHOro M3y4YeHUs JOKYMEHTOB C y4EeTOM peKOMeHAauui cneumanuctoB COOTBETCTBYHOLLMX
opraHusauui, a Takke NonoxeHun "lepeyHs TUNOBbLIX AOKYMEHTOB, 0OpasyloLUUXCH B AeATenbHOCTU
rOCKOMWTETOB, MUWHWUCTEPCTB, BEAOMCTB W APYrUX Y4YpexaeHwun, opraHu3auumin un npeanpusTuim, c
ykasaHmem cpokoB xpaHeHus" (M., 1989), BeAOMCTBEHHbIX NepeyYHENn JOKYMEHTOB CO CPOKaMU XpaHeHus,
NPUMEpPHbIX HOMEHKNaTyp Aen, a Tawke peweHui LSIMNK Pocapxuea 06 ycrtaHoeBneHun wunu o6
N3MEHEHUN CPOKOB XPaHEHMWS OTAENMbHbIX BUAOB JOKYMEHTOB.

1.4. TlepeveHb npegHasHayeH QAN WCMONb30OBaHUA B KayeCcTBE OCHOBHOrO HOPMAaTMBHOIO
[OKyMeHTa npu onpeaeneHnn CPoKoB XpaHeHNs 1 0T6ope Ha XpaHeHMe N YHUYTOXEHNE ynpaBneHYeckmx
TUMNOBbIX AOKYMEHTOB, T.e. 0O0WMX AnA Bcex unu OGonblUMHCTBA oOpraHuM3auuin (B TOM 4ucne
HerocyaapCTBEHHbIX).

1.5. TepeyeHb CRyXuT LEensam COXpaHeHUs, opraHu3auuy 1 Ka4eCTBEHHOro MOMNOMIHEHUS cocTaBsa
ApxuHoro ¢oHga Poccuiickon depepaunu. lNepeyveHb Mcnonb3yeTca npu opMupoBaHun Aen, npu
NOAroTOBKE HOMEHKNAaTyp Aen, npu paspaboTke cxem Knaccudukauuy JOKYMEHTOB, npu paspaboTke
BEAOMCTBEHHbIX NMepeyvyHeil QOKYMEHTOB, NPUMEpPHbIX HOMEHKNAaTyp Aen, a Takke B npakTuke paboThbl
9KCMEPTHO-NPOBEPOUHbIX KOMUccuin  (JMNK) apxmMBHbIX OpraHoB W 3KCNepTHbIX komuccuin  (3K)
opraHusauui.

2. CTpyKkTypa nepeyHsi 1 Nopsiaok ero NPUMeHeHMs

2.1. lMNMepeyeHb NOCTPOEH MO (PYHKUMOHANbHOMY MNPUHLMMNY W BKMOYaET pasfgensbl, oTpaxarowime
OCHOBHbIE HanpaBneHus OeATenbHOCTU OpraHu3aunii, CBOWCTBEHHbIE UM, KaK NpaBunio, He3aBUCUMO OT
YPOBHST B CWUCTEME YMNpaBleHWs, Buaa JAesTenbHocTn, ¢opm cobcTBeHHOCTU. Pasgensl umerot
nogpasgensl no 6onee yskum Bonpocam.

2.2. NepeyeHb cocTomT U3 12 pasgenos:

- pasgen 1 BKMYaeT AOKYMEHTAUMIo, OTpaxatollylo pacrnopsauTenbHble, OpraHu3auuoHHble
OYHKUMKN ynpaBneHus, yHKLUUM KOHTPOMS, a Takke npaBoBoe obecneyvyeHune ynpasneHuns, opraHusaunto
OOKYMeHTauUWOoHHOro obecneyeHuns ynpaBneHns u XpaHeHns 4OKYMEHTOB opraHusauusamMmu (B TOM Ymcne u
NpodCo3HbIX OpraHu3auunin), a Takke BOMNpOoChl NpuBaTU3aUnn, akUMOHUPOBAHUS, MULIEH3MPOBAHUSA WX
OedaATenbHOCTH;

- pasgenbl 2 - 4 BKMOYaOT [OKYMEHTbI, MOCNefoBaTenbHO packpbiBalowue nnaHupoBaHue,
LeHoobpasoBaHme, (PUMHAHCUPOBaHME, KpeauToBaHME, YYET UM OTYETHOCTb, HanoroobnoxeHue
opraHusauuii;
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- pasgen 5 COAepXUT [OKYMeHTbl 06 opraHusauum W OCYLLECTBNEHUN 3IKOHOMUYECKUX,
Hay4YHO-TEXHUYECKUX U KYyNbTYPHbIX CBA3EN OpraHm3auuni,

- pasgen 6 BKNWOYaeT [AOKYMeHTbl 06 WHAOPMAaLMOHHOM OBCMYXMBaHUWN [esATeNbHOCTH
opraHusauui;

- pasgen 7 BKMOYaeT JOKYMEHTauuio no TPyAOoyCTPOWCTBY, opraHu3auuv Tpyaa, HOPMUPOBaHUIO
TpyAa, Tapudukauuu, onnarte Tpyaa, oxpaHe Tpyaa;

- pasgen 8 coaepXuT AOKYMEeHTbl O paboTe C kagpamu: npueme, nepemeLleHun, yBOSbHEHUU
paboTHMKOB, NOBbILLEHWNMN NX KBanudukaumum, NpoBeaeHun atTectaumn, a Takke HarpaxaeHuy;

- pasgen 9 coaepXuT JOKYMEHTAUMIO O MaTepuarnbHO-TEXHNYECKOM obecrneyeHnn 4esTenbHOCTU 1
opraHu3auum XpaHeHus UMYLLEeCTBEHHO-MaTepuanbHbIX LEHHOCTEW;

- pasgen 10 BknoYaeT JOKYMEHTAUMIO MO aAMUHUCTPaTUBHOMY N XO3ANCTBEHHOMY OBCAYXXMBaHWIO
opraHu3auuin: cobrnioAeHWIo NpaBui BHYTPEHHEro pacnopsifka, akchnnyatauum crnyxebHblX 3AaHuNR,
TpaHCnopTHOMY 06CnyXXUBaHWIO, BHYTPEHHEN CBA3W, OXPaHe opraHu3aumnii;

- pasgen 11 coaepXuT AOKYMEHTaLMI0, OTpaxKaloLLyo coumanbHO-ObIToBbIE BOMPOCHI, B TOM Yucne
coumanbHoe CTpaxoBaHune, XUnuLLHO-ObITOBbIE BONPOCHI, OpraHu3aumio 4ocyra;

- pasgen 12 copepXuT AOKYMEHTbI, packpblBalowme cneunduyeckne acnekTbl opraHvsauuy u
BOMPOCHI AEATENbHOCTU NEePBUYHBIX MPOKCOIO3HbIX OpraHn3aumin (06beanHeHuNn).

[OoKyMeHTbl No NMaHMPOBaHUK0O, (OUHAHCUPOBAHUIO, OTYETHOCTU OpraHusaumin (B TOM 4ucne u
O6LLeCTBEHHbIX) AaHbl B 0GOOLUEHHONW (OPMYyNMpPOBKE HaWMEHOBaHWA cTateid BO 2-M, 3-M U 4-m
pasgenax [lepeyHs; B Apyrux pasgenax ykasaHbl nullb OTAEMbHblE MIaHOBO-OTYETHBIE OOKYMEHTHI,
oTNnYarLmecs cneumdukon cogepraHns nu cpokamm XpaHeHus.

[okymeHTbl, oBpasyloumecs npu peanu3aumn yHKUUNA, OCyLLeCcTBAsSeMbIX npodopraHusaumamm
COBMECTHO C afMUHUCTpaumMein opraHnsaunii, BkioveHsl B 7-i u 11-i pasgens! MNepeyns. Pasgenst 5, 6,
8, 9, 10 cogepxaTt AOKYMEHTbI, 06pasyoLmecs BO BCEX OpraHm3aumsix, B TOM Y1CNe U B NPOCOIO3HbIX.

2.3. [lokymeHTbl B pasfenax u noapasgenax lepeyvHss pacnonoXeHbl MO CTENeHW 3HAYMMOCTU
BOMPOCOB W BWAOB B rformyeckoi nocneposatenbHocTn. CtatbssM B [lepeyHe npuceoeHa efvHas
ckBo3Has Hymepauusa (rpadpa N 1). lNepeveHb He COAEPXUT B CTaTbAX KOHKPETHbIE HaMMeHOBaHUS
OOKYyMEHTOB, a faeT o0oOLeHHOe HauMmeHOBaHWe Kaxgoro Buaa AokymeHta (rpacda N 2). [pwm
obbeanHeHUN B OHOW CTaTbe pa3HbiX BUOOB AOKYMEHTOB MO O4HOMY BOMPOCY, UMEKLINX OONHAKOBbIA
CPOK XPaHEHUs, WCMONb3yeTCA TEPMWH "AOKYMEHTBI", @ B CKODKax pacKpblBalOTCA HaWMEHOBaHUS
OCHOBHbIX BUAOB [OKYMEHTOB, BKIIOYEHHbIX B CTaTbIO.

2.4. CpoK/ XpaHeHWst JOKYMEHTOB, AaHHble B lMepeyHe (rpacdha N 3), pacnpocTpaHsalTCs Ha Bce
opraHusauuu, HesaBWCMMO OT TOro, MOCTYNaKT MX AOKYMEHTbl Ha XpaHEHWe B rocyAapCTBEHHbIE,
MYHULMMNanbHbIE apXmBbl UK Xe He MOoCTynatoT.

OpraHusaumm nNpuUMEeHsaIoT ykasaHHble B [lepeyvyHe cpoku XpaHeHus AokymeHToB (rpacda N 3)
no-pasHomy. BpemeHHble cCpoku XpaHeHWs MPUMEHSATCA BCEeMU opraHusauusmn. [MOCTOSIHHbIA CpoK
XpaHeHnsa MpUMEeHseTCa TeMU rocyAapCTBEeHHbIMW, MyHULUMNANbHbIMU OpraHn3auuamMmn, OOKYMEHTbI
KOTOPbIX MOCTynalT Ha XpaHeHNWe B COOTBETCTBYIOLUME apxvBbl B YCTAHOBMIEHHOM MOpsAKe, U
HEerocyapCTBEHHbIMY OpPraHu3auMaMun, C KOTOPbIMU 3aKIOYEHbl COOTBETCTBYIOLME COrnalleHus
(aoroBopbl), T.€. UCTOYHNKAMMN KOMMNIIEKTOBAHUSA apXVBOB.

OpraHusaunum, [OOKYMEHTbl KOTOpbIX HE MOCTYyNnalwT Ha XpaHeHue B rOCYAapCTBEHHbIE,
MYHUUMManbHbIE apXmBbl, T.€. HE ABNAIOTCSH UCTOYHUKAMMWN KOMMIEKTOBAHNS apXMBOB, MOTYT MPUMEHSATb
MOCTOSIHHbIA CPOK XpaHeHus. [py sTom cnegyeT UMEeTb B BUAY, YTO AENCTBYIOLMM 3aKOHOOATENbCTBOM
pernaMeHTUpPOBaHO XPaHEHNE B HEroCyAapCTBEHHbIX OpraHn3auusax onpeaeneHHbiX JOKYMEHTOB (CM. M.
2.4.2).

2.4.1. OpraHusauynn - UCTOYHUKN KOMMMEKTOBaHWA apxvBa AeNnsaTcs Ha ABe rpynnbl: UCTOYHUKM
KOMMSEKTOBAHWNSA MOMHOro NpyemMa v MCTOYHUKM KOMMNSIEKTOBaHUS BbIBOPOYHOro nprema.

NCTOYHMKM KOMMNMEKTOBAHUS MOMHOrO rMpuema - 3TO OpraHu3auuu, Haxogswmecs B 30He
KOMMNMEKTOBaHMA rocyAapCTBEHHOrO, MYHULMMANbHOro apxuea, OT KaXAoW M3 KOTOPbIX MOCTynneHwe
LieHHbIX JOKYMEHTOB B 3TOT apXuB OCYLLECTBIAETCHA HENOCPEACTBEHHO B NMOMHOM KOMMEKCe <*>,

<*> [log "NofHbIM KOMMIEKCOM" AOKYMEHTOB MOHWMAETCA COBOKYMHOCTb AOKYMEHTOB, MMEHLLNX
MOCTOSAHHbIA CPOK XPaHEHNS.

MNCTOYHMKaMU KOMMIEKTOBaHWUS BbIGOPOYHOrO Npuema SIBMSTCA OTAeNbHble OpraHusauun u3
yucna ONpPefeneHHoro BuAa, HaxoAswWMecs B 30HE  KOMMIEKTOBAHUS  rOCyAapCTBEHHOrO,
MYHVLUMNanNbHOro apxuBa, BblAeneHHble Mo psgdy NPU3HAKOB, OT KOTOPbIX B 3TOT apXMB HEMOCPEACTBEHHO
MOCTyNaloT BCE UMU YacTu LOKyMEeHTasbHbIX KOMMIEKCOB. BbIGOPOUHbIN Npuem npedycmaTpuBaeT ABe
OCHOBHbIE (POPMbI: MOBUAOBYH U IPYMMoBYHO.

Mpu noBMZOBOM BLIGOPOYHOM MpUEME B  FOCYAapPCTBEHHbIA, MYHULMNAnbHbIA — apXuB
HEeMnoCpeACTBEHHO MOCTYNaloT OTAeNbHbIe BUAbI CO34aBaEMbIX OpraHU3aUnsMmM LIEHHbIX JOKYMEHTOB, He
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NMOBTOPSIOLLMECSH B BbILLECTOSALLEM OpraHe <*>, a Takke UX MHPOPMaLMOHHO-aHanMTM4Yeckne AOKYMEHTbI
M OTYEThbI, NOCTYNMBLUWE B BbILLECTOALLYIO OpraHu3auuto.

<*> CocTae 0TOMpaeMbIX JOKYMEHTOB UHAUBMAYANEH AN KaXK4O0ro Buaa opraHusaumu.

Mpu rpynnoBom BbLIGOPOYHOM MpUEMe MNpeaycMaTpuBaeTCa MNOCTYNNEHNE MOSHbIX KOMMIEKCoB
LEeHHbIX [JOKYMEHTOB HEeMOCPeACTBEHHO OT HEKOTOpbIX OpraHv3auui daHHOro Buaa, Bowedwux B
BbIGOPOYHYO COBOKYMHOCTb.

2.4.2. OpraHuzauun, He SBMAKWMNECA UCTOYHUKAMM KOMMIEKTOBAHWUSA rOCYAaAPCTBEHHbIX,
MYHULMMANbHbIX apXNBOB, XPaHAT AOKYMEHTbI MOCTOSHHOrO cpoka no lNepeyHio (rpada N 3) cneagyowmum
obpasom. ['ocyaapcTBeHHble, MyHULUNanbHble opraHu3auun - 10 neT. HerocyaapcTeeHHble opraHusauum
- He meHee 10 net, ganbHEeWLWnii CPOK XpaHEHUS [OKYMEHTOB onpeensieT opraHnus3aums B COOTBETCTBUN
C [eiCTBYIOLIMM 3aKOHOAATENbCTBOM W/MNM  HEOOXOAUMOCTbIO  NPaKTUYECKOro  WMCMOoNb30BaHMA
JOKYMEHTOB.

OnpegeneHHble 4OKYMEHTbl (HOPMaTUBHO-NPaBOBOro, NMYLLECTBEHHO-XO3ANCTBEHHOIO Xapakrepa,
06 unTorax OesTenbHOCTU M NepcrnekTuBax pasBUTUS OpraHusauumn) NOCTOSHHOMO CPOKa XpaHeHMs Mo
HacToswemy lMepeyHto (cT. 53, 6, 4, X, 6a, 10a, 13a, 14, 15, 16, 19, 21, 22, 24, 25, 26, 27, 28, 29, 30,
35a, 36, 37, 38, 47, 48, 49, 50,57, 69, 72a, 74a, 84,85, 99a, 104a, 108, 114a, 135a, 136, 166, 181,
187, 193a, 198a, 199a, 208, 218, 222a, 236, 253, 275, 311, 319, 320, 322a, 337a, 349, 3503, 6, B,
409, 422, 424, 427, 428, 429, 489, 509) Heo6X0AMMO XPaHUTbL B OpraHvM3auusax Bcex opm
COBCTBEHHOCTM, AOKYMEHTbI KOTOPbIX HE MOCTYNawT B roCyAapCTBEHHbIE, MyHMLUMNANbHbIE apXMBbl, 4O
nUKBMZALMN [AHHbIX OpraHusauui, 4YTto OOYCNOBMEHO AEeiCTBYLMM 3aKOHOAATENbCTBOM W/Mnu
ONUTENbHbIM NPaKTUYECKUM 3HAYEHUEM YKa3aHHbIX JOKYMEHTOB.

2.5. [Ina onpepeneHns CPOKOB XpPaHEHWs OOKYMEHTOB HEOOXOAMMO, Halgsd COOTBETCTBYHOLLYHO
ctaTblo B lNepeyHe, NpoBOAUTL MOMUCTHBLIA NPOCMOTP Aen; oTbop Aen Ha XpaHeHUe UMM YHUYTOXEHUue
TOMbKO MO 3arofioBkamM B ONMCAX UNKN Ha obnoxkax gen He JonyckaeTcs.

CpoK XpaHeHUs OOKYMEHTOB Ha HETPagWUMOHHBIX HOCUTENSX COOTBETCTBYET CPOKY XpaHeHus
aHanorm4yHbIX BUAOB AOKYMEHTOB Ha TPaAULMOHHbLIX HOCUTENSAX.

2.6. [JokyMeHTbl AOMXKHbI MPUHUMATLCA Ha XpaHeHUe NPeuMyLLeCTBEHHO B BuAe MOAMMHHUKOB,
TOMbKO NPU UX OTCYTCTBUMN NPUHUMAIOTCS 3aBEPEHHbIE KOMUU.

[OKYMEHTbI MOCTOSIHHOTO CpOKa XpaHEHUS Ha HEeTPafauUMOHHBLIX HOCUTENSAX MPUHMMAIOTCA Ha
XpaHeHne B COOTBETCTBUM C YCTAHOBEHHBIMW NPaBuiamu.

2.7. B uemnax nomHoTbl cocTtaBa ApxuBHOoro ¢oHga Poccuitickon depepaunn [NepeyeHb
npegycmaTtpuMBaeT BO3MOXHOCTb MOCTYMMEHUS B rOCYAaApCTBEHHbIE, MyHUUMNAanbHblE apXuBbl
AybneTHbIX AOKYMEHTOB, coAepXaluxca B pasHbix doHaax. [paBo pelleHns Bonpoca ux oTbopa
npeaocTaBnaeTCs rocyaapCTBEHHbIM, MyHULMMANbHBIM apXuBam.

2.8. OTmetka "OlMK", noctaBneHHas B lMepeyHe K KOHKPEeTHbIM BMAaM JOKYMEHTOB, O3HaYaeT, yYTo
YacTb TaKUX OOKYMEHTOB MOXET UMETb Hay4YHO-UCTOpUYECKOEe 3HAYeHWe U B YCTaHOBMEHHOM Mnopsake
OOMKHa nepefaBaTbCA B rocygapCTBEHHble, MyHULUUNANbHbIE apXvBbl UKW XPaHUTLCA B OpraHu3auuu.
[daHHas oTMeTKa npegHasHadyeHa AN NPUMEHEHUS opraHuMsaunsMm BceX OpM COBCTBEHHOCTM,
ABMAOWMMUCA UCTOYHMKAMWU KOMMMEKTOBAHUSA FOCYAapPCTBEHHbLIX, MyHULMMANbHLIX apXMBOB, a Takke
MOXeT OblTb WCMONb30BaHa HEerocygapCTBEHHbIMU OpraHu3aumMsMu, OCYLLECTBRASIOWMMM NOCTOSHHOE
XpaHeHWe CBOWX AOKYMEHTOB.

2.9. NcuncneHne cpoka xpaHeHUsi JOKYMEHTOB Npou3BoanTca ¢ 1 gHBapsa roga, crieayloLwero 3a
roAoM OKOHYaHUS UX Aenonpou3BoAcTBOM. Hanpumep, ncuncneHne cpoka XxpaHeHus gern, 3akoHYEeHHbIX
genornpon3soactsom B 1999 roay, HaunHaeTcs ¢ 1 aHBapsa 2000 roga.

OTmeTka "[o MMHOBaHMSA HAAOOHOCTU" O3HAYaET, YTO AOKYMEHTAUNS UMEET TONbKO NpaKTU4ecKoe
3HavyeHue. Cpok ee XpaHeHUs onpeaenseTcs caMon opraHusaumein, Ho He MOXET BbITb MeHee 1-ro roga.

2.10. JokymeHTauus, He Bolledlas B COOTBETCTBYWOLUME pasfgensl HacToswero llepeyHs, HO
UmeroLasa Cpok XpaHeHwus "MocTodHHO" unm oTtmeTky "JOMK" (3K) no kakomy-nmbo BefOMCTBEHHOMY
nepeYvHio, B 3aBNCYMOCTU OT pPe3yrbTaToB ee KOHKPETHOro U3yYyeHns NpuHMMaeTCsa Ha rocyaapcTBEHHOE,
MYHULUMUMNANbHOE XPaHEHWE WIM YHUYTOXaeTCA Mocre MWHOBAHWUSA B HEW MpakTU4ecKon HagoBHOCTW.
PelleHve o npueme nnu yHUYTOXeHUM dokyMeHToB ¢ oTmeTkoin "OINK" (OK) npuHumatot JMK apXmBHbIX
OpraHoB, y4YpexxaeHui.

2.11. CHWXeHWe CpOKOB XpaHeHWs, YCTaHOBMEHHbIX HacToAwmM [lepeyHem, 3anpeljaeTcs.
NoBbILLEHNE CPOKOB XpaHEHUS AOKYMEHTOB, NpedyCMOTPEHHbIX HacToAWwum lepeyHem, MOXET UMETb
MECTO B TeX Crnyyasx, Koraa 3To Bbi3BaHO cneumgunyecknmm ocobeHHOCTAMM paboTbl opraHnusaunii.

CHATne cTodwen npu cpokax xpaHeHus otmeTkn "OMNK" paspellaeTcsa TONMbKO Mpu yCroBWM
KOHKpeTM3aLun BUAOB AOKYMEHTOB U CPOKOB UX XpaHeHUsi, 0606LLUEHHbIX B CTaTbAX AaHHOro [NepeyHs.

2.12. MukpocunbmupoBaHme [OKYMEHTOB (C MOCMNeAyoLWUM YHUYTOXEHMEM WX OPUrMHanoB),
obpasylomnxca B OEATENbHOCTM  OpraHusauuin, [OOSMKHO MNPOU3BOAUTLCA B COOTBETCTBUM C
OelCTBYOLMMN roCYyAapCTBEHHBIMU CTaHAapTamMu.
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2.13. MNpumeyaHus, ucnonb3yemble B [lepevyHe, KOMMEHTUPYIOT U YTOYHSIOT CPOKU XpaHeHus
AokymeHToB. [MpumeyaHune "Ha rocygapcTBeHHOe, MyHUUMNanbHOEe XpaHeHne He nepefaroTcsa. XpaHaTes
B OpraHusaumsx" YTOYHAET MECTO XpaHeHWs1 L[OKYMEHTOB, MMEIoLWUX, Kak npasBwuno, AnUTenbHbIRA
CNpaBOYHbIA XapakTtep. B apyrx npumevaHuax ykasbiBalTCH NPU3HaKW BblAENEHUS OnpeAeneHHbIX
pasHOBMAHOCTEW OOKYMEHTOB WM KOHKPETHbIE Pa3HOBUAHOCTU OOKYMEHTOB, CPOKM XPaHEHUS KOTOPbIX
OoTNNYalTCs OT yKasaHHblx B rpade N 3. Tak, npumevaHve "lpu ycrnoBuu 3aBepLUEHUS MPOBEPKU
(peBn3un). B cnyvyae BO3HMKHOBEHMS CMOPOB, pasHOrNacwuii, CNeACTBEHHbIX W cyaebHbix gen -
COXPaHATCA [0 BblHECEHWs OKOHYaTeNbHOro  peLlleHMA"  KOHKPETU3UPYET CPOKM  XpaHeHus
Oyxrantepckoin AokymeHTauuu. [pumevaHma "nocne UCTeYeHWs cpoka AelcTBus gorosopa”, “nocne
3amMeHbl HOBbIMU™ U T.4. YKa3blBaIOT, YTO UCHUCIIEHNE CPOKa, Ha3BaHHOro B rpadpe N 3, ocyllecTBnseTcs
C OnpefeneHHoro MmomeHTta. B npumeyaHusx oroBopeHbl CPOKU XpPaHEHUS OTAENbHbIX AOKYMEHTOB U3
obLlero Mx Komnmekca ¢ y4eTOM CofepxaHus, aBTOpCTBa, MeCTa CO3[aHus, KOMUMUHOCTM (Hanpumep,
"BbINONHEHHbIE WU3BECTHbIMW aBTOpamn”, "NamMATHUKOB apxXUTEKTypbl", "MpW Hanuyum B opraHu3auuu
NOAMNWHHUKOB KOMWUW JOKYMEHTOB - 4O MUHOBaHUSA HagobHocTK" 1 ap.).

2.14. Ona ypobctBa nonb3oBaHusA [lepedyHemM K HEMy COCTaBfieH YykasaTenb, B KOTOPOM B
andasuTHOM MNopsAKke nepedyncreHbl BUAbl JOKYMEHTOB M BONPOCHI UX COAEPXKaHWUSA CO CCbIlKaMu Ha
HOMepa COOTBETCTBYIOLLUMX cTaTen [NepeyHs.

3. OpraHu3sauusa nposedeHus 1 oopmreHns otéopa
[OKYMEHTOB Ha XpaHeHMWE 1 YHUUTOXEHNE

3.1. nga opraHusauum n npoBefeHus paboTbl NO OnpeAeneHuto CPOoKOB XpaHeHus u otbopy
OOKYMEHTOB Ha XpaHeHME W YHUYTOXEHWEe B OpraHu3auumsx Cco3galTcs MOCTOSHHO AeWcTByoLue
akcnepTHble komuccum (OK), B cocTaB KOTOpbIX BXOAAT Haubonee kBanuduumMpoBaHHbIE CrieumanuncTbl
OCHOBHbIX CTPYKTYPHbIX NOApasAeneHuin nog npeacesarenbCTBOM O4HOMO U3 PYKOBOAALUMX paboTHUKOB
opraHusauuu, a Takke npeacTaBUTENN COOTBETCTBYIOLLIEro apXMBHOMO yyYpexaeHus (4Na opraHvwsauni -
WUCTOYHWNKOB KOMMIEKTOBAHWS) MO COrMacoBaHUo C HUM.

3.2. B cBoeii paboTe 3KCMEPTHble KOMUCCUWM PYKOBOACTBYKOTCA NPaBOBbIMU  aKTamu,
HOPMaTMBHbIMW JOKYMEHTaMW, ykasaHusMu PocapxuBa, oOpraHoB YnpaBneHWs apXuBHbIM OEeNoMm
cybbektoB Poccuiickon Pegepaunm, HactoAwmm [lepeyHem, HOPMAaTUBHBIMU WM pacnopsaUTeEnbHbIMA
OOKYMeHTamu pyKoBOASLLEro opraHa cBoeil BeJOMCTBEHHON CUCTEMbI, CBOEN OpraHn3auuu.

OKCNepTHbIE KOMUCCUWM OMpeaensatoT COBMECTHO C apXvBOM M Aenonpou3BOACTBEHHON Cryx6oi
nopsAoK oTbopa AOKYMEHTOB Ha XpPaHEHWE W YHUYTOXEHWE B OpraHvW3auvu, OpraHu3yloT 3KCNepTusy
LIeHHOCTU JOKYMEHTOB U OCYLLECTBNSAIOT KOHTPOIb 3a €€ NpoBeAEHUEM.

3.3. OT6op [OOKYMEHTOB Ha MOCTOSHHOE, BPEMEHHOE XpaHEeHWe M K YHUYTOXEHWUIO [OMKeH
NpOBOAWUTLCH B COOTBETCTBUU C AeNCTBYIOLWUMN NpaBunaMm paboTbl rocyfapCTBEHHbIX, MyHULMUNAMbHbIX
apxuBoB, Npasunamy paboTbl apxXMBOB OopraHusauuin (BE4OMCTBEHHbIX apXMBOB), a TakXe yKasaHusMu
PocapxuBa n apxuBHbIX opraHoB cy6bekToB Poccuitickon ®enepauun.

[OKYMEHTbI, CPOKW XpaHeHuUsi KOTOpbIX onpefeneHbl [lepedyHem "MOCTOSAHHO", noAanexar
rocyfapCTBEHHOMY, MyHULMNANbHOMY XPaHEHMWIO N NepeaarTCs B apXvBbl B CPOKM M B COOTBETCTBUM C
NopsAKOM, YyCTaHOBMNeHHbIM [lonoxeHnem o6 ApxuBHom doHae Poccuiickon Pegepaummn, wnm no
pEeLleHN0  HerocyfapCTBEHHOW oOpraHuM3auun, He SBMNAWERCS WNCTOYHMKOM  KOMMIIEKTOBAHUSA
rocyAapCTBEHHOro, MyHULMMNAaNbHOro apxmea, XpaHATCA €0 CaMOCTOATENbHO.

3.4. Tlo MCTeYeHMN CPOKOB XPaHEHMHA B apxvBax OPraHu3auui - WCTOYHWMKOB KOMMEKTOBaHWSA
yrnpaBneH4yeckas [AOKyMeHTauus, oTobpaHHas Ha rocyfapCTBEHHOE, MYHULMMNANbHOE XpaHeHue C
COOTBETCTBYIOLUUM Hay4YHO-CNPaBOYHbIM annapatoM W CTPaxoBblMU KOMUAMM Ha 0cobo LeHHble
OOKYMEHTbI, NepefaeTcs B apXuBbl.

3.5. [lokyMeHTbl, 0TOBpaHHbIE 3KCMEPTHON KOMUCCUER Ha MOCTOAHHOE UMW ANUTENbHOE XPaHEHUE,
OMNUCbIBAKOTCA B COOTBETCTBUM C YCTAHOBNEHHLIMU TPEBOBaHUAMMN.

3.6. Onucn (rogoBble pasgenbl onucei) Ha JOKYMEHTbl NOCTOAHHOMO XPaHeHWs COCTaBnsATCH B
YyeTblpex 3K3emnnspax, paccMaTpuBaloTCA Ha 3acefaHWu 3KCMEPTHON KOMWUCCUM U HanpaBnslOTCH Ha
yTBepxxgeHne OlK COOTBETCTBYIOLLEro apXMBHOrO OpraHa, Y4YpeXxaeHus OAHOBPEMEHHO MO BCEM
OCHOBHbIM MNOApa3AeneHnsaM OpraHuM3auuii - WCTOYHUKOB KOMMMEKTOBaHWA rocy4apCTBEHHOrO,
MYHMLUMNAnbHOro apxusa. Tpu 3k3emnnsapa yTBEPXAEHHOW OMMCM BO3BpALLUAlTCA B OpraHusauuio, a
NnepBbIi 3K3EMNNAP NEepefaeTcsa B apXMB B KayeCTBE KOHTPOSbHOrO AOKYMEHTa, Mo KoTopomy Oyaet
Npon3BOAMUTLCA NPUEM AOKYMEHTOB Ha XpaHeHue. Onucy JOKYMEHTOB MO IMYHOMY COCTaBy ANUTENbHOro
Cpoka XpaHeHus cornacosbiBaloTcd ¢ 3K coOOTBETCTBYIOLLEro apXUBHOIO OpraHa, y4YpexaeHusa wu
yTBEpPX4aTCA PyKOBOAUTENEM OpraHusauuu.

3.7. Tlocne yTBepXAEHWS ONUCEW OpraHusauuy paspellaeTcs YHUYTOXEHWE [OOKYMEHTOB C
BPEMEHHbBIMUN CPOKaMMW XpaHEHUS 3a NepUo BpeMeHU, COOTBETCTBYIOLNIA YTBEPXKAEHHBIM ONUCAM.

YHUYTOXEHNE OOKYMEHTOB, UMetomx no MepeyHto cpok xpaHeHusa ¢ otmeTkon "OIK", a Takke He
npesycMoTpeHHbIX [lepeyHemM, AOMKHO COrnacoBbIBATbCA C apXMBHLIM OPraHoM, YUYpexaeHuem, ecnu
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nocrneaHuM npu yTeepxaeHnmn onucen JOKYMEHTOB MOCTOAHHOMO XpaHeHns He BbIno BblIHECEHO peLLeHns
0 BO3MOXHOCTU YHUYTOXEHUSA OCTanbHbIX JOKYMEHTOB 32 COOTBETCTBYIOLLUIA Nepunoa.

YHUYTOXEHNE [OKYMEHTOB OPOPMIAETCA akTOM, yTBEPXKAAaeMbiM PyKOBOAUTENEM OpraHu3auumm.

3.8. ApxuBHble opraHbl, Yy4YpexgeHus MpoBepPSAT MpaBUMbLHOCTL OTbopa [OOKYMEHTOB Ha
NMOCTOSIHHOE XpaHeHue M npu HeobXOAMMOCTM UMEKT npaBo noTpeboBaTb BKIOYEHWA B OMUCh
NMOCTOSIHHOIO XpaHEHNS AOKYMEHTOB, OTOOPaHHbIX K YHUYTOXEHUIO MU HA BPEMEHHOE XpaHeEHUe.

3.9. OpraHusauun, JOKyMEHTbI KOTOPbIX MPUEMY B roCy4apCTBEHHbIE, MyHULUMNAnbHbIE apXuBbl He
noanexar, YHWYTOXalT gena C ucTekwumy no llepeyHto cpokamm xpaHeHus 6es3 cornmacoBaHus C
aPXMBHBLIMW OpraHamu, y4YpexaeHusMu npu ycrosun ynopsagoveHns JOKYMEHTOB N0 NIMYHOMY COCTaBy 3a
COOTBETCTBYIOLUUIA NEPUO BPEMEHM.

3.10. OTobpaHHble K YHUYTOXKEHWO W BKIOYEHHbIE B akTbl [OKYMEHTbl nNepejalTca Ha
YHUYTOXEHWE B YyCTaHOBNEHHOM nopsake. Micnonb3oBaHne 3TUX AOKYMEHTOB ANS XO3ANCTBEHHbIX HYXA
3anpeLleHo.

3.11. YHuYTOXeHWe [OoKyMeHTOB ©6e3 npeaBapuUTENbHOrO YTBEPXKAEHUS apPXUBHbLIM OpraHoM,
yypexgeHmem onncen JOKYMEHTOB NOCTOSHHOIO XpaHeHus (Ans opraHusauui, nepegaroLwmnx AOKYMeEHThI
B rocyAapCTBEHHble, MyHWLMManbHble apxuBbl), @ TaKKe HapyLleHWe YCTAHOBIIEHHbIX HACTOALUM U
BEAOMCTBEHHbLIMU NEPEYHAMU CPOKOB XPaHEHMUSA AOKYMEHTOB, ABNSAETCHA HE3aKOHHbIM U BrieyeT 3a cobon
cornacHo [lonoxeHunto 06 ApxuBHoMm d¢oHge Poccuiickon ®egepaumm OTBETCTBEHHOCTL B
YCTaHOBIIEHHOM 3aKOHOM MOPSAKeE.

3.12. KoHTponb 3a NpaBunbHOCTbIO NPUMEHEHNs HacTosiwero NMepeyHsa ocylecTBnsoT Pocapxus,
opraHbl ynpaBfeHWs apxuBHbiM genom cybvektoB Poccuiickon Pegepaumm U MECTHOrO
CaMOoynpaBreHns, apxXnBHbIE YYPEXKAEHNS.

3.13. C BBegeHunem B feincteme HacToswero NepeyHs vyactb 1-to "lepeyHsa TUNOoBbIX AOKYMEHTOB,
obpasylomnxca B LEATENbHOCTU FOCKOMUTETOB, MUHWCTEPCTB, BEAOMCTB W OPYrnX YYPEXAESHUN,
opraHusauuin n npegnpuaTuia, C ykasaHuem cpokoB XxpaHeHusa" (M., 1989), yTeepxgeHHoro MnasHbIM
apxuBHbIM ynpasneHnem npu Cosete MuHuctpos CCCP 15 aBrycta 1988 r., cuutath yTpaTuBLLEN CUny
NPUMEHUTENBHO K YKa3aHHbIM B AaHHOM [lepeyHe ynpaBneH4YeckumM AOKYMEHTaM, HadynHasa ¢ cepeguHbl
90-x rogoB XX B. (c 1995 roga). ina otbopa ynpaBfeH4YeCcKnX AOKYMEHTOB 3a Gonee paHHWA nepuoa
BpemeHu (80-e - nepByto nonosuHy 90-X rodos), a TakxKe cneunduyeckoin (oTpacneBomn) AOKyMeHTauum
npumeHsieTca "llepeyeHb TUNOBbIX AOKYMEHTOB, OOpasyloLMXCs B OEATENbHOCTW FOCKOMWUTETOB,
MWHUCTEPCTB, BEAOMCTB M APYrUX YYPEXAEHWIA, OpraHvW3aumii u npeanpuaTuil, C yKasaHMeM CPOKOB
xpaHeHua" (M., 1989).

Hapsgy ¢ Humu cnegyeT npumeHsTb “lepeveHb [OOKYMEHTOB, nognexawyux npuemy B
rocygapcrteeHHble apxueel CCCP" (M., 1973), cucteMy nepeyHerl Mo  Hay4yHO-TEXHWYECKON
OOKyMeHTauun, a Takke BeOOMCTBEHHblEe NepeyHu, NPUMEpPHbIE HOMEHKNaTypbl Aen opraHu3auun,
pewweHunsa LISMK Pocapxmea o cpokax XpaHeHus onpegeneHHbIX JOKYMEHTOB.
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