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1. BBenenue

B cootBercTBUM ¢ 3akoHOmarenbcTBOM Poccuiickoit ®enepanuu B chepe
apXMBHOTO J€la TOCYJapCTBEHHBIE OpraHbl, OpPraHbl MECTHOIO CaMOYIPABJICHUS,
OpraHu3alliy U TPaXkJaHe, 3aHUMAIOIIMECs MPETPUHIMATEIBCKON eI TeIbHOCThI0, 03
o0pa3oBaHUs IOPUAMYECKOTO JIMIA, O0s3aHbl OO0ECHeYrBaTh COXPAHHOCTh APXHUBHBIX
JOKYMEHTOB, B TOM YHUCJIE JOKYMEHTOB MO JINYHOMY COCTaBy, B T€YEHUE CPOKOB HX
XPaHEHUS], YCTAHOBJIEHHBIX HOPMATHUBHBIMHU JOKYMEHTAMH.

Obecneuenne 00IIeCTBA U TPAKIaH JOCTOBEPHOU HHPOPMAIIHEH SBISIETCS OJHOU
W3 OCHOBHBIX 3a7a4 TOCYJAPCTBCHHBIX W MYHUIHUINAIBHBIX APXUBHBIX OPraHOB M
yupexaeHuit. D(PpPeKTUBHOCTD MOMCKA apXHWBHON JOKYMEHTHOU MH(OpManuu 3aBUCUT
OT TOJIHOTBI W JOCTOBEPHOCTHM HAy4YHO-CIPABOYHOIO ammapara K JOKyMEHTaM
ApxuBHoro ¢onga Poccuiickoit @enepanii U JAPYTUM apXHUBHBIM JTOKyMEHTaM,
KaueCcTBa COCTABJICHUS APXMBHBIX CIIPABOYHUKOB, B T.4. ApXUBHOU OIHCH.

[{esb HACTOAIIMX METOAMYECKUX PEKOMEHIAIMNA — BHEAPEHUE €IUHON METOIUKHU
cocTaBJieHHs] M O(OPMIICHHUS OMHCEH Jel TMOCTOSHHOTO XpaHEHUS U MO0 JIMYHOMY
COCTaBy B MPAKTUKYy pabOThl OpPraHu3alii — HCTOYHHUKOB KOMIUIEKTOBAHMS apXUBHBIX
opraHoB U yupexjaennit HoBocubupckoii o01acTu, a Takxke OpraHusaiuii, B KOTOPbIX
o0pa3yroTcs JTOKYMEHTHI, MOJIeKAIINe PUEMY Ha XpaHEHUE B TOCY/IapCTBEHHBIE WM
MYHULIMNAIbHBIE APXUBBI B CIIy4ae JUKBUIALIAH.

[TonoxeHuss METONUYECKUX PEKOMEHAALMM IO COCTABICHHUIO U OQOPMIICHHUIO
ONMCEN NNl MOCTOSHHOTO XPAHEHUS U IO JUYHOMY COCTaBy M HAyYHO-CIPABOYHOTO
anmapara K HUM (Zajee — METOJWYECKHEe PEKOMEHIAIMU) paclpoCTPaHSIOTCS Ha
VIPABJICHYECKYIO JTOKYMEHTAlMI0, JOKYMEHThl BpeMeHHoro (cBeimie 10 er) cpoka
XpaHEeHHs] Ha OyMa)KHOI OCHOBE, B TOM YHCJIIE 10 JIMYHOMY COCTaBY, HO HE 3aTParuBaroT
BOIPOCHI  OINKUCAHUS JOKYMEHTOB JIMYHOTO TIPOMCXOXKACHHS, ayIHOBU3yalIbHBIX
JOKYMEHTOB, HayYHO-TEXHUYECKOM JOKYMEHTAallUM W JOKYMEHTOB Ha 3JEKTPOHHBIX
HOCUTEIISIX.

JlelicTBE METOAMYECKHUX PEKOMEHJALMM HE pPacHpoOCTPAHSETCS TaKXKe Ha
JOKYMEHTBI, COJEpXKallue CBEICHUs, COCTaBIAIOIIME TIOCYJApPCTBEHHYIO TalHY,
YHOPSZAOUYECHUE KOTOPBIX OCYLIECTBIIETCS B COOTBETCTBUM CO  CIELHAIBHBIMU
HOPMAaTUBHBIMH TOKYMEHTAMHU.

HacTrosiue Metoanueckue peKoOMEeHJaluK pa3paboTaHbl B COOTBETCTBUU C:

- @®enepanbHbiM 3akoHOM OT 22.10.2004 No 125-®3 «O06 apxuBHOM Jeje B
Poccuiickoint @enepanmnmny;

- ®enepanbHbIM 3aKOHOM OT 27.07.2006 Ne 152-D3 «O nepcoHanbHBIX JaHHBIX»;

- 3akonom HoBocuOupckoit obnactu ot 26.09.2005 Ne 315-O3 «OO0 apxuBHOM
nene B HoBocuOupckoit 001actuy;

- IlpaBunamu aenonpous3BOACTBa B (pefepalbHbIX OpPraHax HCHOJHUTEIbHOU
BJIACTH, YTBEPKIAECHHBIMU MOcTaHOBIIeHUEM [IpaBuTenscrBa Poccuiickoin denepanuu ot
15.06.2009 Ne 477,

- [IpaBriiaMu opranu3anny XpaHeHUs, KOMIJIEKTOBaHUS, YU€Ta U UCIIOIb30BaHUS
nokymMeHTOB ApxuBHOTO (QoHma Poccmiickoit demepan U APYrUX apXUBHBIX
JIOKYyMEHTOB B TOCYJaPCTBEHHBIX M MYHHUIIUIIALHBIX apXUBaX, My3esiX U OMOJIMOTEKaX,
opranuzauuax Poccuiickon akaeMun HayK, YTBEPKJAECHHBIMHA IPUKa30M MuHHCTEpCTBA
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KyJIbTYpPbl U MacCOBbIX KOMMYyHUKaluil Poccuiickoii ®@enepanuu ot 18.01.2007 Ne 19
(3apeructpupoBan B Muntocte Poccun 06.03.2007, peructparmorsiii Ne 9059);

- puka3zoM MUHHCTEPCTBA KYJIbTYPbl U MaCCOBbIX KOMMYHHUKaIM Poccuiickoi
O®enepauuu ot 10.09.2007 Ne 1273 «OO6 yrBepxkaeHun (HOpPM YUETHBIX U HHBIX
JOKYMEHTOB MO OPraHU3allMi XPaHEHHs, KOMIUIEKTOBAHUS, Y4Y€Ta W HCIIOJIb30BaHUS
IoKyMeHTOB ApxuBHOro ¢onna Poccuiickoit ®enepanuu U JIpyrux apXUBHBIX
JIOKYMEHTOB B FOCYJapCTBEHHBIX M MYHHUIIUIIAIBHBIX apXUBaX, My3esiX U OMOJIMOTEKaX,
opranuzauusx Poccuiickoil akanemun Hayk (3apeructpupoBaH B Muniocte Poccun
09.10.2007, peructparmonusiii Ne 10291);

- [lepeunemM TUTIOBBIX YIIPaBICHUYECKUX apXUBHBIX JOKYMEHTOB, 00pa3yIOMINXCS B
NESATENBHOCTH TOCYJApPCTBEHHBIX OpPraHOB, OPraHOB MECTHOIO CAMOYIPABJICHHUS H
OpraHu3aluidi, C YKa3aHHWEM CpPOKOB XPAHEHHMs, YTBEPKICHHBIM  IPUKAa30M
MunucrepctBa KynbTypbel Poccuiickoit @eneparuu ot 25.08.2010 Ne 558 (nmanee —
ITepeuens).

- [IpaBriiaMu OpraHu3alny XpaHEHUs, KOMIJIEKTOBaHUS, YU€Ta U UCIIOIb30BaAHUS
IoKyMeHTOB ApxuBHOTO Qonna Poccuiickoit denepanu U APYyrux apXUBHBIX
JOKYMEHTOB B OpraHax rocyJapCTBEHHOW BIIACTH, OPraHaX MECTHOTO CaMOYNpPaBJICHUS
U OpraHu3alusiX, YTBEPKICHHbIMU NpUKa3oM MuHuHcCTepcTBa KyJIbTyphl Poccuiickoii
®enepanuu ot 31.03.2015 Ne 526 (3apeructpupoBan B Muntocte Poccuun 07.09.2015,
peructpanoHHbiii Ne 38830) (nanee — I[Ipasuia);

- mpukazoMm @DenepaibHOro apxuBHOro areHTcTBa oT 23.12.2009 Ne 76 «O6
YTBEPXKIEHUM METOANYECKUX PEeKOMEHJAlUui 10 pa3pabOoTKe WHCTPYKIUU TIO0
JEJOMPOU3BOCTBY B (PeiepajbHbIX OpraHax UCIOJHUTEIbHON BIACTUY;

- I'ocynapctBennsiM ctangaptoMm Poccuiickont @enepanun «['OCT P 6.30-2003.
VYHuduuupoBaHHble  CHUCTEMbl  JOKYMEHTAUMH.  YHU(PUUUPOBAHHAs  CHCTEMa
OpraHU3alMOHHO-PACTIOPSIAUTENILHON JOKYMEHTaluu. TpeboBaHus K OQOPMIICHHUIO
JOKYMEHTOBY», IPUHATBIM MOCTaHOBJIeHUEM ['occrangapra Poccuiickon denepaunu OT
03.03.2003 Ne 65-cr;

- HaumonansubiM ctangaptoM Poccuiickoit ®@eneparuu «I'OCT P 7.0.5-2008.
Hamvonanbnsiii  cranmapt Poccuiickoit ®epepanuu. CucrtemMa CcTaHIapTOB IO
uHdopmaluu, OMOIUOTEUHOMY M H3JaTebcKOMy neny. bubmuorpaduueckas ccwuika.
O6mme TpeboBaHUST W TMpaBWia COCTABICHUS», YTBEPXKICHHBIM  IPHUKA30M
@denepabHOTO areHTCTBa IO TEXHUYECKOMY PEryJIUPOBaHUIO U METPOJOTHUH
oT 28.04.2008 Ne 95-cT;

-  Meronuueckumu  pexomeHAausAMu  «OpraHu3alrOHHO-PACTIOPSAUTENIbHAS
JOKyMeHTalus. TpeboBaHuss K  O(OPMIIGHHIO  JTOKYMEHTOB. Meroauueckue
pexoMenanuu 1o BHeapenuto 'OCT P 6.30-2003» (yrBepxkaensl PocapxuBom);

-  Meroanueckumu pekoMeHmauusMu  «COCTaBIIEHHE AapXUBHBIX  OIHACEW.
Pocapxus. BHUMA/. — M., 2003;

- Y4eOHO-MeTOAMYECKUM TIOCOONEM « APXHUBHBIC OTHCH: METOJMKA COCTABIICHUS
u opopmiienusi». BHUMJIAL. — M., 2010;

- MeroanueckuMu peKOMEeHIAUsAMU «JKCIepTH3a IIEHHOCTH U OTOOp B COCTaB
ApxuBHoro ¢onma Poccuiickoit ®Denepanuyi TOKYMEHTOB TIO JUYHOMY COCTaBYY.
Pocapxus. BHUNA. — M., 2014.
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2. llonsitue 00 onmcu Ae1 U J0KyMeHTOB. CocTaB onucu

Onuck N1en1 U JIOKYMEHTOB — apXUBHBIM CHPaBOYHUK, MpPEIHA3HAYCHHBIA IS
PACKpBITHSI COCTaBa M COJEpKaHUS Jen (€IUHUIl XpaHEeHHs), 3aKpeIUIeHUs uX
CUCTEMaTHU3allMK BHYTPHU (HOHAA U UX yUeTa.

ApXHBHasi ONHCh, OYyIy4d VYYETHBIM JOKYMEHTOM U CIPABOYHUKOM TIO
coJiep KaHHI0, HECeT OOJIBIIYI0 MH(POPMALIMOHHYIO HATrPY3Ky U, KPOME TOTO, SBIISETCS
OCHOBOW JIJIi COCTaBJIEHWS JPYTUX THIIOB AaPXWBHBIX CIPABOYHHKOB: KaTaJOTOB,
ITyTEBOJAUTEIIEH, YKa3aTEIEH.

Onucu nem M MOKYMEHTOB COCTaBIIIOTCS B OpPraHU3AlUSAX W BEJOMCTBEHHBIX
apXyBaxX Ha BCE 3aBEPIICHHBIC B JIETOMPOU3BOJICTBE Jieja MMOCTOSHHOTO M BPEMEHHOTO
(cBeime 10 ;mer) xpaHeHHS W Jena MO JUYHOMY COCTaBy, IPOIIEAIIAE JKCIEPTH3Y
IIEHHOCTH, CHOPMHPOBAHHBIE W O(OPMIICHHBIE B COOTBETCTBHH C YCTaHOBJICHHBIMU
TpeOOBaHUSIMU.

CocraBneHue ONKWCHM HAYMHACTCS C M3YUYCHHUS] MCTOPHM  OpraHU3AINU
(¢pongoodpazoBaTens). 1yt 7TOro HEOOXOIUMO O3HAKOMHUTHCS € JIOKYMEHTaMu (yCTaB,
MOJIOKEHUSI, CBHUJIETENHCTBA, MPOTOKOJBI, PEIICHUS, OIPEACIICHUs, IITaTHOE
pacnucaHue, HOMEHKJIaTypa Jel W Jpyrue) O TOCYJapCTBEHHOM perucTpaiuu,
nesTenbHOCTU  (MIPEKpaIlIeHUH JIeATeIbHOCTH), 00 W3MEHEHUSX B HAaWMEHOBAaHUU,
MECTOHAXO0XACHUH, PopMe COOCTBEHHOCTH, CTPYKTYPE U MOJJYUNHEHHOCTH OpTaHU3AIIHH.
Ha ocHOBaHWYW M3y4eHHOTO MarepHaia MPUHUMAETCS PEIICHHE O KOJIMYECTBE M BUIAX
OTUCEM.

Onucek COCTOMT W3 OINHCATENBHBIX CTaTeH, PACIIONIOKEHHBIX B TIOPSIKE WX
BJIOBOM HyMEpalMy B COOTBETCTBUU CO CXEMOW CHUCTEMAaTH3allih, UTOTOBOM 3aIlMCH,
JIMCTa-3aBEPUTENS M CIIPABOYHOTO anmapara K OIHUCH.

2.1. OcHOBHBIE Y)JIEeMEHTHI ONMUCATEIbLHON CTATHH ONMCH J1eJ1 IOCTOSAHHOTO
xpaHeHus1. OC00EHHOCTH COCTABJIEHHUS 3aroJI0BKA eIUHUIBI XPAHEHMSI

OnucartenbHasi CTaThsl NPENCTaBIAET COO0W HAOOpP O0O0SA3aTENBbHBIX SJIEMEHTOB
OTHMCAHUS €AVHUIIBI XPaHCHUS (€TUHUIIBI YUETA):

1) nopsiaKoBBIN HOMED;

2) 1emonpou3BOICTBEHHBIN UHIEKC;

3) 3aroJIOBOK €IMHUILbI XPaHEHUS;

4) kpaifHue 1aThl JOKYMEHTOB B €MHUIIE XPAaHEHUS;

5) KOJIMYECTBO JTUCTOB B CAMHMIIC XPAaHCHUS.

IMopsiakoBbIii HOMep — 3TO HOMep Jnena (€IUHUIBI XPAHEHWS) IO OITHCH.
[TopsinkoBBIE HOMEp JeNa 3aKperiieT B OMKMCH IOCJEI0BATEILHOCTh PACIIOIOKEHUS
nen. Kaxngoe pneno mambo Kaxawsli ero TOM (YacTh) BHOCSATCS B OMNHUCh TIOJ
CaMOCTOSTEIbHBIM TOPSIIKOBBIM HOMEPOM, B COOTBETCTBHHM C TMPHUHSATON CXEMOM
cucteMaTusanuu jAen. Hymepanus gen BeAeTcs B BAJIOBOM TMOPSIKE HE3aBUCUMO OT
TOJIOBBIX PA3/IEJIOB WU APYTHUX 3ar0JIOBKOB, HAIPUMED:

Ecnu 2000601 pazoen onucu Ne 1 Oen nocmosinnoco xpawenus 3a 2012 200

3akanuusaemcs oeiom Ne 33, mo 2o0oe6oti pazden onucu Ne 1 Oen nocmosiHHO20
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xpanenus 3a 2013 200 nauunaemcs ¢ oena Ne 34.

Jle10npon3BOACTBEHHBI MHAEKC — HOMEp, IPUCBOEHHBIN Jeny (TOMy, YacTH
JieJia) B I€JIONPOU3BOJICTBE OPraHU3alMM U 3aKPEIUJIEHHBII B €€ HoOMeHKIaType aein. [Tpu
OTCYTCTBUM HOMEHKJIATYypbl Jes rpada He 3amojiHseTcs, a OTCYTCTBUE HHJAEKCAlUU
OTMEYAeTCsl B IPEAUCIOBUH K OIIUCH.

3aro/10BOK eIMHULBI XPAHEHUS] — OCHOBHOMW 3JIEMEHT OINMCAHUS, OTPaXKAIOLIHii
MH(}OpPMAIMIO O COCTABE M COJEPKAHUHM JTOKYMEHTOB €IUHUIBI XpaHeHUs. OCHOBHOE
TpeOOBaHME K 3arojiOBKy €IUHHIIBI XpaHEHHS: OOECNEeYHTh MOJIHOE COOTBETCTBHE
nH(pOpPMAaIIMH 3ar0JI0BKa IEHCTBUTEILHOMY COJIEPKAHUIO €TUHUIIBI XPAaHEHHUS.

3aroyioBOK JTIOJDKEH 4YeTKO B 00001IeHHON (opMe OTpakaTb OCHOBHOE
COJlepKaHWE JeJa U COCTaB €ro JOKyMeHTOB. ConepKaHUE€ €IUHULbI XPAHEHUS B
3aroJIOBKE JOJDKHO TIEPENaBaThCsi COBPEMEHHBIM SI3bIKOM, O€3 BBOJHBIX CIIOB H
CIIOKHBIX CHHTAKCHYECKHX 000poToB. Crernuduueckrue TEPMUHBI B 3arojoBKax
OPUMEHSIOTCS 0€3 U3MEHEHUH.

[Ipu  cocrtaBieHMH  3arojIOBKOB  J€Jl  HUCHOJb3YyeTCsl  MHIWBUIYyaJbHas
HOMEHKJIaTypa JIeJ1 OpraHu3ally 3a COOTBETCTBYIOIIUN MEPUO/I, a TAKXKE OTPacieBble U
TUIIOBBIE TIEPEYHH.

[lepen BKiIIOYEHHEM €7 B ONUCHh MPOBOJUTCS YTOYHEHHE M KOHKpPETU3aLUs
3arojIOBKOB, B3AThIX U3 CBOJAHOM HOMEHKJATypbl Jen Jmbo Ilepeuns, c yderom
(haKTUYECKOr0 COCTaBa U COACPKAHUSA JOKYMEHTOB.

3arosoBOK, BHECEHHBIN B OMHUCH, JOJKEH MOJHOCTHIO COOTBETCTBOBATH 3ar0JIOBKY
Ha 00JIOKKE Jea.

3aroyioBOK BKJIIOYAET B ce€0s: HAMMEHOBAHWE BUJA €MHMIIBI XPAHEHUS WM BUA
(pa3HOBUAHOCTH) JOKYMEHTOB; Ha3BaHUE YUPEKICHUS, JOJKHOCTh W/WIH (HaMUIIUIO U
MHUIMAIIBI JINIA, KOTOPHIM COCTaBJICHBI JOKYMEHTHI (aBTOp); HAa3BAaHUE YUYPEKICHUS,
JIOJDKHOCTh W/WiM (aMUIMI0O W HMHHULMAJIBL JIMLA, KOTOPOMY aJpEeCOBAaHbl WM OT
KOTOpPOT0 MOJY4YeHbl JOKYMEHTHI (agpecaT, KOPPECHOHIEHT); BOIPOC HJIM MpPEIMET,
coObITHEe, (aKT, UMS, K KOTOPBIM OTHOCHUTCS COJIEp’KaHUE JTOKYMEHTOB €IUHUIIBI
XpaHEHUs; MECTOHAXOXKJCHHE aBTOpa, ajJpecaTa WIM KOPPECIOHACHTAa JI0OKyMEHTOB;
JaThl JOKYMEHTOB €IMHUIIBI XPAaHEHUSI U YKa3aHHBIX B HUX COOBITHH.

B nauane 3arosioBka yka3bIBaeTCsl BUJ Jieda WU PA3HOBUIAHOCTH BKJIIOUYEHHBIX B
JIeJI0 IOKyMEHTOB, HalpuMep:

Omuem uncmumyma o 6blNOJHEeHUU NAAHA HAYYHO-UCCIe008AMENbCKUX pabom 3a
2014 200.

Omuempwl, chpasku MUHUCMEPCMEA 0 NPoseoeHuu /[Ha MeOuyuHcKo2o0 pabomHuxa
6 Hosocubupcrou obnacmu 22 cenmsaops 2016 2o0a.

[Tpn HanmMuMM B J1eJ€ HECKOJBKUX BHIOB JIOKYMEHTOB IO OJHOMY BOMpOCY (HE
MeHee 3-X), HE CBS3aHHBIX IOCJIEJOBATEIbHOCTBIO  JIENONPOU3BOJICTBA, IpHU
COCTaBJICHMHM 3arojioBKa yHoTpeOJsieTcss TepMUH <«JIOKyMeHTb». Ilocrme croBa
«JIOKyMEHTBD» B CKOOKaX YKa3bIBaIOTCSI HA3BaHHUS OCHOBHBIX BHJOB JOKYMEHTOB,
BKJIFOUEHHBIX B JI€JIO, HAIIPUMED:

Hokymenmui (cnpaexu, mabauywl, epaguxu u 0p.) 0 nposeoeHuu MOHUMOPUHSA
UBMEHEHUs YeH 8 UHBECMUYUOHHOU chepe Ha CMPOUMenbHyI0 NPOOYKYUIO.

Eciu eaunHuiia XpaHeHUS COCTOMT U3 pPa3jiMYHbIX MO BHIY JIOKYMEHTOB,
CBSI3aHHBIX E€JIMHCTBOM COJEp’KaHUS U MOCIEAOBATEIHHOCTHIO JEIONPOU3BOACTBA IO
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OJIHOMY KOHKPETHOMY BOIpOCY (Ze1y), IpU COCTABJICHUM 3arojioBKa YNoTpeoseTcs
noustTue «ueno». K Takum Bugam Jen OTHOCATCA cyAeOHble, HaOIroAaTelbHbIE,
apOuTpakHble, JIMUHBIC JIeIa U JIp., HAalpUMep:

Heno o gunancuposanuu cmpoumenbcmea 30aHusi OpaAMAMUYecKo20 meampad.

Ecnu geno BKIOYaeT OCHOBHOM JOKYMEHT (Hampumep, MPOTOKOJ) BMECTE C
JOTIOJTHSIIOIMMH €r0 JOKYMEHTaMH Pa3HOTo BHja (CIpaBKH, OTYETHI, TOKIAABI U JIp.),
TO B 3ar0JIOBKE YKa3bIBA€TCS BHJI OCHOBHOTO JIOKYMEHTA, €ro COJIEp:KaHue, aBTOPCTBO, a
B KOHIIE 3aroJIoOBKa YKa3bIBACTCA «U JOKYMEHTBHI K HEMY» C PAaCKpBITHEM B CKOOKax
COCTaBa MPUJIAaraeéMbIX JOKYMEHTOB, HallpuMep:

Ilpomokon 3acedanus paboueii 2pynnvl Oenapmamenma no NOO20MOBKe
MOPHCECNBEHHBIX Meponpuamuil 6 yecmv npazoHosauus rounes Hosocubupckotl
obnacmu u 0oKymenmol (UHGopmayuu, 00K1aodsl) K HeMm).

[Ipu cocTaBieHUM 3aroJIOBKOB K TaKWM JTIOKYMEHTaM Kak IIITaTHOE PacIiCaHHe,
CMETHl JIOXOJIOB M PACXOJ0OB, KOTOpble (HOPMHUPYIOTCS B OJHO JEJIO CO BCEMH
M3MEHEHUSIMU U JOTIOTHEHUSIMU K HUM, YKa3bIBAETCS HA3BaHNE OCHOBHOTO JIOKYMEHTA B
€IMHCTBEHHOM 4YHUCJI€ W B KOHIIE 3arojioBKa OTMEYAaeTCs «U HM3MEHEHUS K HEMY),
HaIpumep:

LlImamnoe pacnucanue uncnexyuu va 2013 200 u usmenenuss K Hemy.

B 3arosioBkax nen ¢ pacnopsiAUTENbHBIMU JOKYMEHTaMH (TIOCTaHOBJICHUSMH,
MpUKa3aMu, PACIOPSKEHUSIMH ), IPOTOKOJIAMH, MOCJIE HAMMEHOBAHUS BHJIa JIOKYMEHTA
YKa3bIBAIOTCA WX KpaiHHWe (perHCTpalMoOHHBIC) HOMEpa, Ha3BaHHWE OpraHU3aINH-
(dhonmooOpazoBaTes (aBTOpa) ykazblBaeTCsl B 000011eHHOM PopMe, Hanmpumep:

Ilpuxazer NeNe 1 — 100 pykosooumens oOenapmamenma NnO OCHOBHOU
0esimenbHOCU.
Ilpomokonvr NeNe | — 10 3acedanuii 3KCnepmHO-NPOBEPOUHOLU KOMUCCUU

YNpaesieHus u OOKyMeHmol (00KIA0bl, C8e0eHUsl, OMYembl) K HUM.

Ecnu ummerorcs mpomyieHHbIE HOMEpPa, TO 3TO OTPaKaeTcs B 3arojiOBKE H
OTOBapMBAETCS B MPEIUCIOBUHU JHOO B rpade «IpuMedaHue» OMUCATEIbHOW CTaThH,
HaIpumep:

Ilpomoxonvt NeNe 1 — 35, 7, 9 — 12 3acedanuii Konine2uu ynpasieHus.

Ecniu B nenompow3BOJCTBE OpraHU3allMM K HOMEpaM PacopsSAUTEIIbHBIX
JOKYMEHTOB, WM3JAIONIUXCS 0 Pa3IMYHBIM HAIPABICHUSM JCSTEIBHOCTH C OTICILHOU
HyMepaIuen, 100aBjaeHbl OyKBEHHBIE HMHJICKCHI, TO OHH 0053aTEIbHO YKa3bIBAIOTCS B
3aroJIoBKax ey, HalpuMep:

Ipuxazvr NeNe 1-3 — 243-3 nauanbHuka uHcnekyuu 00 ymeepicoeHuu 3aKiroyeHui.

Ecnu Hymeparus J0KyMEeHTOB (ITPHUKa30B, MMPOTOKOJIOB U T.1I.) B JIeJie HapyIIeHa
WJIM B JIEJIO0 BKIIFOUCHBI JJOKYMEHTHI 32 HECKOJIBKO JIET, TO KpaiHiEe HOMEpa JOKYMEHTOB
B 3aroJIoBKE€ HE YKAa3bIBalOTCA, a OCOOEHHOCTHM (QOPMHUPOBAHUS U HyMepaluu
OTMEYaIOTCs B IPEIUCIOBUU K OITUCH, HATIPUMED:

Knuea npuxazos eenepanvrozo oupexmopa akyuoHepHo2o 0Ouwecmsea no 0CHOBHOL
0esimenbHOCU.

[Ipunoxenus, yka3aHHbIE B TEKCTE OCHOBHOTO JIOKYMEHTA, HE SIBIISIOTCS
OTJICTTLHBIM JIOKYMEHTOM U B 3ar0JIOBKE HE OTPaKAIOTCSI.
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Ecau noKyMeHTBI, SIBISIONMIMECS MPUIIOKEHUSIMU, CTPYIIIUPOBAHBI B OTIIEIBHOE
JIEJI0, TO 3aroJIOBKU (hOPMYITUPYIOTCS CIEIYIOIIMM 00pa3oM:

Ne | Unnekc 3aroJIoBOK meia Kpaitnue |Kou-Bo |[Ipumeuanue
nmn | jena JIaThI JIUCTOB
1 2 3 4 5 6
PykoBOACTBO
40 | 03-04 | Ilpomoxon Ne 5 3acedanus wxomuccuu no |26 ¢espans| 16
B80NPOCAM MECMHO20 CAMOYNPABIEeHUS 2013

41 | 03-04 | HJoxymenmor (Ookniaomvle 3anucku, cnpasxu, |26 ¢espans| 76
akmol) Kk npomoxony Ne 5 zacedanus komuccuu 2013
1O 80NPOCAM MECMHO20 CAMOYNPABIEeHUs

3aroyioBKM  JIe7, COJAEpXAaIe CTAaTUCTUYECKUE OTYEThl, COCTABISIOTCS C
yKa3aHHEeM HOMEPOB (hOPM CTATUCTUUECKON OTUETHOCTU, HAIIPUMED:

Cmamucmuueckuti omuem niaHo8020 ynpaeieHus no mpyoy (¢. Ne I-m) 3a 2013
200.

[Ipu 00001IEHHOM YKa3aHWHM BHUJIOB CTATUCTUYECKUX OTYETOB B 3arojOBKe
MEPEUUCIIAIOTCS HOMepa (opM, a TOJHbIE HAUMEHOBAaHUS OTYETOB PACKPBIBAIOTCS B
MIPEAUCIOBUU K OITUCH, HAITPUMED:

Cmamucmuueckue omuemvl NIAHOB020 YNPABLEHUS NO OCHOBHbIM HANPABIEHUIM
oesmenvrocmu (. NeNe 1-m, 8, 9, 9-cp, 1-x) 3a 1999 200.

B 3aronoBkax nen, copepiaiux MepenucKy, MOMUMO OOIIero HauMEHOBAHUS
BHJIa TOKYMEHTOB «II€pENUCKa» TpeOyeTcs yKa3blBaTh HAMMEHOBAHUE KOPPECIIOH/ICHTA
(Ha3BaHME YUPEXKACHHS, JOJDKHOCTb U (WIK) (paMUIUs U MHULKAJBL JHIA, OT KOTOPOTro
MOJIYYeHBI JOKYMEHTBI WJIHM KOMY OHH aJpECOBaHbBI), a TaKKE TEMy IEPEIUCKH,
Harnpumep:

llepenucka ynpasnenus c¢ AO «Pecuonanvrvle s1exkmpuueckue cemu» O
CHAOJICeHUU IIeKMPOIHEPIUECI.

llepenucka ynpasnenuss c¢ axademuxkom Jlvicenko T.J[. 06 yuwacmuu 6
KoHghepenyuu.

Ilepenucka ynpasnenus ¢ MUHUCEPCTNEOM  IKOHOMUYECKO20  pPA3GUMUS
Hoesocubupckoti obracmu no eonpocam Qopmuposanusi nepeunell 20Cyo0apcmeenHblx
yenye u pyHxyuil.

Ecnu mepenucka Benach ¢ OJHOPOJHBIMH KOPPECTOHJEHTAMHU, B 3aroJjOBKE
yKa3bIBaeTCs o0IIee BUAOBOE Ha3BaHUE KOPPECIIOHACHTOB, HAIIPUMED:

llepenucka ynpaenenus ¢ opeanamu npoxypamypsl Hosocubupckou obracmu o
NOJIHOMOYUSAX HA OCYWecmeieHue KOHMpoas 6 cjepe apXusHoz2o 0ela 6 OMHOUeHUU
0p2an08 20Cy0apCmeeHHOll 81ACMU U MECIMHO20 CaMOYNPAGEHUS.

B 3aronmoBkax  gen,  coAep)KalMX ~— MEpPENucKy ¢ pa3sHOPOJIHBIMHU
KOPPECTIOHIEHTaMU, TIOCIIEHUE HE YKA3bIBAIOTCS, HAIPUMED:

llepenucka ynpaenenuss 06 opeanuzayuu CemMuHapos, CO8eWaAHUll N0 80NPOCAM
HAy4YHO - MEeXHUYeCKOol NPonasaHobl U 0OMeHa ONbIMoM pabomai.
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He momyckaetcst ynmorpebiieHHe B 3arojIOBKE HEKOHKPETHBIX (POPMYIHPOBOK, HE
PaCKpBIBAIOIINX COACpKaHUE TOKYMEHTOB, TAaKUX, HAIPUMED, KaK «pa3Hasi IeperrcKay,
«001mIas meperrcKay.

He nomyckaercss ymorpebneHne GOPMYIUPOBKH «HCXOMASIIAS TEPEIHCKAY,
«BXOJAINIAsT TEPETHCKay, T.K. BbIICIECHHAs K IMOCTOSHHOMY XPAaHEHHUIO TIEpErucKa 10
OJTHOMY BOTIPOCY TPYNIHUPYETCsS B el B XPOHOJIOTHYECKON MOCICIOBATEIIEHOCTH 32
OJIMH KaJICHJIAPHBIN T0JI, JOKYMEHT-OTBET IOMEIIAETCS 32 IOKYMEHTOM-3aIIPOCOM.

Ecnmm B geme wMmeroTcss MOKyMEHTHI HAa HWHOCTPAHHBIX S3bIKaX HEOOXOIUMO
yKa3aTh 3TO B 3ar0JIOBKE, HAIIPUMED:

Ilepenucka ynpasnenusi ¢ UHOCMPAHHBIMU NPEOCMABUMENLCIBAMU 8 20P00e
Hosocubupcke 06 yuacmuu 6 npogederuu /s 2opoda 6 cenmsaope 2013 2ooa.

Hmeromes 0okymenmovl Ha AH2IULICKOM A3bIKe.

[Ipu HeoOXOAMMOCTH K TAaKUM JOKYMEHTaM MOXKHO JaTh AaHHOTAIUI0 C
yKa3aHUEM JINCTOB JIOKYMEHTOB, COJIEPKaIINX HHPOPMAITUIO HA HHOCTPAHHOM SI3BIKE.

HanMeHoBaHME MECTHOCTU (HACENIEHHBIX ITYHKTOB, reorpaduyueckux OOBEKTOB,
aIMUHUCTPATUBHO-TEPPUTOPUAIBHBIX €JMHMI]) BHOCUTCA B 3arojIOBOK Jeja, €CiH
HEOOXOJMMO YKa3aTh MECTO COOBITUH WM MECTOHAXOXICHHUS aBTOPOB (aIpecaTos,
KOPPECTIOHICHTOB) IOKYMEHTOB, HAIIPUMED:

Omuem 06 yuacmuu npedcmasumeisi ynpasienus eemepunapuu Hosocubupckou
obnacmu 8 KapaHmMuHHbIX Meponpusmusx 6 Kanaoe.

Ilepenucka munucmepcmea ¢ Quauarom uncmumyma (2. Hcxkumum) o
KOOpOUHAYUU HAYHYHO-UCCIe008AMENbCKUX PAOOM.

B cocTaB 3arojioBka eIMHMIIBI XPAaHEHUS B HEKOTOPBIX CIyYasxX BHOCSTCS JIATHI
COZIEpKAINXCSA B HEM JOKYMEHTOB.

JlaThl, K KOTOPBIM OTHOCSITCS M3JI0’KEHHBIC B JIOKYMEHTAX COOBITHS, BHOCSTCS B
3aroJIOBOK, €CJTM TOYHAs JaTHPOBKA OTPaKAaeT UCTOPUUYCCKHUE CBI3U MEXKIY COOBITUSIMHU
u dakramMu U HeoOXoauMa JUIsl TMMOHUMAaHUS KOHKPETHOTO COJEpKaHUs JTOKYMEHTOB,
HaIpumep:

Jloxymenmuol (npoepammsl, omuemsl, OOKIAOblL, CHPAGKU U OpP.) O NPOBeOeHUU
Heoenu /lpyorcovr copooa Mockevl 6 cmonuye boneapckoti pecnyoiuxku copode Coghus
04 — 11 anpens 2002 2o0a.

CmeHnozpamma  yupeoumenbHo20  cbe30a  00WeCmEeHHO-NOIUMUYECKO20
0bveouHenuss  «/lgusxcenue 3a IKOHOMUYECKYIO pehopmyy», COCMOABUIE20C 8
2. Hosocubupcke 07 okmsbpsa 1998 2ooa.

B 3aromoBkax nen, comepiKaliux IJIAHOBYIO W OTYETHYIO JOKYMEHTAIUIO (TUTaHBI,
OTYETHI, CMETHI, IIITATHBIEC PACITUCAHUS), YKa3bIBAeTCs mepruo (MecsIl, KBapTal, Toa) Ha
(3a) KOTOPBII COCTaBIIEHBI IJIaHbI (OTYETHI), HAIPUMED:

llepcnekmugHwiil naan COYyUAIbHO-IKOHOMUYECKO20 pa3sumusi pauona na 2012 —
2015 200w

Inan pabomor murnucmepcmea na 2010 200.

LlImamnoe pacnucanue oenapmamenma na 2013 200.

byxeanmepckuii omuem uncnexyuu 3a 2007 200.

[Ipu oTCyTCTBMM B OpraHU3alMM TOJIOBOTO IUIaHA (OTYETa), HA TOCTOSHHOE
XpaHEHHE OTOMPAIOTCS KBAPTAIbHBIC TUIAHBI (OTUETHI), P OTCYTCTBUU KBAPTAIBHBIX —
MECSYHBIE, U3 KOTOPBHIX (DOPMHUPYETCS TOIOBO TUTaH (OTYET), HATIPUMED:
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Omuem o pabome ynpasienus 3a nepgoe noiy2ooue 2011 2ooa, m. 1.

OcoOeHHocTh (hOPMUPOBAHUS JIEJIa OTPAKACTCS B MIPEIAUCIOBHH K OTIHCH.

B 3aronoBkax K TakuM JOKYMEHTaM, KaK yCTaBbl, ITOJIOKCHHS, TIPOTPAMMBI | JP.
PEKOMEHTyeTCS YKa3bIBaTh ATy YTBEPKICHUS, HAIPUMED:

Ne | Uunekc 3aroJj0BOK neia Kpaitnue |Kou-Bo |[Ipumeuanue
I Jena JIaThI JINCTOB
1 2 3 4 5 6
CBUIETEILCTBO 0 rocyaapcTBeHHOM |28 nexalps 76
perucrpanuu OTKPBITOTO aKIIMOHEPHOTO 2012

obmectBa «HoBocnoupckCriennCepBucy»

[Iporpamma Coruan-aeMOKpaTUYECKON MapTUu 16
Poccuu, mnpunsTas yupeauTENbHBIM  ChHE3JIOM
04 urons 1996 rona

Ecnu neno B mpeznenax 0HOTO rojia COCTOUT M3 HECKOJIBKMX TOMOB MIM YacTew,
TO COCTaBJISIETCS OOIIMI 3aroJIOBOK Jieja, a 3aTeM MPH HEOOXOIMMOCTH COCTABIISIOTCS
3aroJIOBKM KaXkJI0TO TOMa (4acTH), YTOYHSIOIINE COJEep)KaHUe 3arojoBka jaena. [locre
yKa3aHUs COCTaBa JOKYMEHTOB TOMa (YacTH) depes3 3amsATyI0 MMPUBOAUTCS COKPAIICHHOE
0003HaYeHUE HOMEpa Toma (4acTH).

Ilocmanosenenuss NeNe | — 54 aomunucmpayuu cenbcosema noO OCHOBHOU
oessimenvHocmu, m. 1.
Ilocmanoenenuss NeNe 55 — 75 aomunucmpayuu cenvbcogema NO OCHOBHOU

oesmenvHocmu, m. 2.

[Ipu 3HauMTenbHOM O00BEME TMpWIAraeMbIX K TPOTOKOJIAM JOKYMEHTOB
(mpunokeHuii), BHICICHHBIX B OT/IEIbHBIE TOMA, B 3aroJIOBKax YKa3bIBaIOTCS HOMEpa
MPUJIOKEHUHN U IPOCTABJISAIOTCS HOMEPA TOMOB:

Ilpomoxon Ne 5 3acedanuss komuccuu no 60NPOCAM MECMHO20 CAMOYNPABLEHUS U
npunoodscerus NeNe | — 3 k nemy, m. 5, u. 1.

Ipunooswcenus NeNe 4 — 7 k npomokoay Ne 5 3acedanusi Komuccuu no 80npocam
MeCmHOo20 camoynpaenienus, m. 5, u. 2.

Ilpomoxonvr NeNe 6 — 10 3acedanHus Komuccuu no BONpPOCAM MeCmMHO20
camoynpasnenus, m. 6.

B KoHIIe 3ar0J10BKOB €1, COIepKAIIUX KOMUU JOKYMEHTOB, C TIPOMMCHON OYKBBI
npocTasiisieTcst orMeTka «Komumy, Hanpumep:

LlImamnoe pacnucanue oenapmamenma Ha 2005 200 u usmeHeHus: K Hemy.
Konuu.

Ecnu 3T ngaHHBIE OTHOCSTCS JUIIL K OJHOMY JOKYMEHTY, YIIOMHHAaeMOMY B
3aroJIOBKE, OTMETKA «KOTH» YKa3bIBACTCS B CKOOKAX CO CTPOYHON OYKBBI TOCIIE 3TOTO
JTIOKYMEHTa, HalpUMeED:

llImamnoe pacnucanue oenapmamenma (konus) wa 2005 200 u uzmenenus K
HeM).

[TogMMHHOCTH JOKYMEHTOB JIejia B 3aT0JI0OBKE HE OTOBApHUBACTCSI.
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Kpaiinue 1aTbl JOKYMEHTOB B ¢JUHHIIEC XPAHEHMHS.

Ba)kHpIM 3JIEMEHTOM ONMCAaHUSA JOKYMEHTOB SIBISETCS yKa3aHUE KpaWHUX JaT
JOKYMEHTOB, COCTABJISIOIIUX JIENO.

Kpaitnsas nara (uucnio, mecsil, roj), Kak MpaBuiO, YKa3blBaeTCs NMPHU OMHCAHUU
pacnopsiAUNTEIbHON JOKYMEHTALMK, TBOPYECKOM JIOKYMEHTAllUM, J€Jd IO OJHOMY
BOIPOCY, a TaKXe JOKYMEHTOB, JUIsl KOTOPBIX 3TO MMEET BaXXHOE 3HaueHUe (IOKJabl,
JMCTOBKH, CTEHOTPAMMBI, INCbMA U T.[.).

HauanpHolf nmatoii nena sIBISETCS Jara COCTaBJEHUS (pETUCTpalMKM) CaMOro
paHHEro JOKYMEHTa, a KOHEYHOW — JJaTa COCTaBJEHUs (PErUCTpallii) CaMOro MO3HETO
JOKYyMEHTA.

Kpaitnue natel nena (Toma, 4acTv) B OMUCH 0003HAYAIOTCS CIOBECHO-IIU(POBBIM
CrIocoO0M (UMCIIO MecsIia U ToJ] YKa3bIBAIOTCS apaOCKUMU [U(PpaMu, a Ha3BaHUE MecAlla
- CTpOoYHBIMU OyKkBamu) 0e3 0003HAUEHUS CIIOBA «TO/I» WU «T», 1€(DUCOB U TUPE MEKITY
KpailHUMM JaTamMH, Halpumep:

03 ghespans unu 03 gespans
31 Oexabps 2009

2013 31 oexabps
2013

[Tpy HEBO3MOXKHOCTH OINpEAENICHUS] YHCa YKa3bIBalOTCS CIOBECHBIM CIIOCOOOM
Mecll U UU(POBBIM — TOJl, HAPUMED:

Gespans

O0ekabpb

2013

Ecnu kpaiiHue natel Jena Wi OTAENbHbIE UX 3JIEMEHTHI (YMCIO, MECSI, TOJ)
OMPENENSIOTCA MPUOIUZUTENBHO, TO AaThl UM OTACIbHBIE UX 3JEMEHTHI 3aKII0YaI0TCS
B KBaJIpaTHbIE CKOOKH, HalIpUMep:

18 [aseycma] 1944

18 aseycma [1944]

JlaTbl  pacnopsIUTENbHBIX JOKYMEHTOB (IIOCTAHOBJICHHM, pacClOpsSKEHUM,
IIPUKA30B U Ap.), MOJOKEHUN, UHCTPYKLUHMA, NPAaBUJ, PETJAMEHTOB YKA3bIBAIOTCA IO
BPEMEHHU HUX YTBEPXKACHUSA, a €CIM JOKYMEHTHl HE JAaTUPOBAHbI, TO — II0 BPEMEHU
OIyOJIMKOBaHUS WM BBEJICHUS B IeHCTBUE.

JlaTamMy pOTOKOJIOB SABJIAIOTCS NATHI IPOBEACHUS 3aCEIaHNM.

JlaThl aKTOB YKa3bIBAIOTCA 110 AATE€ UX COCTABJICHHUS (TTOAMUCAHUS).

KpaiinumMu natamu skypHasia (KHUTM) PErHMCTpallMM SIBJISIOTCS JAThl MEPBOM U
MocJeAHeN 3amuceit B )KypHaie (KHUTE).

Ans  nen, coxepkamux TMEpPENUCKy, JAAaTOW Hadajla Jelia sBJIsSeTCs JaTa
MOCTYIUIEHUSI IEPBOTO BXOASIIETO MJIM 1aTa MEPBOr0 UCXOIAMIETO JOKYMEHTA, a JaTON
OKOHYAaHUsA — Jara CamMoro IO3JHEr0 BXOIAIIET0 WIM HCXOASALIErO0 JOKYMEHTA,
HE3aBHCUMO OT MECTA HAXOXKJACHHUs UX B JIEIIE.

DNEMEHT «KOJHYECTBO JIMCTOB B eAWHUIE XPaHEHHMs» 3alOJIHIETCS Ha
OCHOBAaHMH JIMCTa 3aBepurensa nena. [lpu Hanuuuu B nesle BHYTPEHHEH OIKMCH B
JIOTIOJIHEHNE K 0003HAUYEHHIO KOJIMYECTBA JIUCTOB JeNia MOCie 3HaKa «+» YKa3bIBaeTCs
KOJINYECTBO JIMCTOB BHYTPEHHEU OIMCH.
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BHYTpeHHﬂSI OIMMCb AOOKYMCHTOB JCJIa COCTABJEACTCA JJiid Yy4€Ta AJOKYMCHTOB
OIIPCACIICHHBIX KaTel“OpI/Iﬁ ACH (HI/I‘{HBIC, CYI[G6HI>IC Acjia, MaTCpHaJibl YI'OJIOBHBIX OCJI,
Aclda O IMIPUCYXIACHHH YYCHBIX CTCIICHEH M IMPUCBOCHUHU YYCHBIX 3BaHI/If/'I, JAcJia,
CBJ3aHHBIC C BBI,Z[EI"ICIZ dBTOPCKUX CBHUACTCIIBCTB W IIATCHTHBLIX H306p€T€HHﬁ). I[J'ISI
Oonee 6I>ICTp0TO HaXOXICHUA AOOKYMCHTOB B JCJIC BHYTPCHHASA OIIMCh MOXKCET
COCTAaBJAATBCA M K HWHBIM KaTCropuiam Acil. BHYTpeHHSISI OIINCH O(bOpMJ'IiIeTCSI Ha
OTACJIBHBIX JIUCTAX, UMCCT CAMOCTOATCIIbBHYIO HYMCPALUIO JINCTOB.

B INpUMCYaHHUN JIMCTAa 3aBCpUTCIIL JC€ja IMPHUBOAATCA CBCACHHUA O BBLIOBITHH
CAWHUI] XpaHCHUS, CCbUUJIKW Ha ACJIa C(l)OpMI/IpOBaHHBIC 34 HECKOJIBKO JICT W JP.

2.2, CHCTeMaTI/I3aI[I/IH 3aroJIOBKOB J€J1 B Ipeacjaax onmucu e NnoCToaHHoro
XpaHEeHUsI. Opraanaunﬂ A€ U TOKYMECHTOB B IIpeaejiax OnmmcHu

[Io 3aBepuieHMM OINUCAHUS €AUHUL XPAHEHHUS  ONpENeNIeTCs CcXema
CHUCTEMAaTHU3aLlMU BHYTPU OIUCH.

CxeMa cucreMaru3aluy €AUHUI] XpaHEHUs apXUBHOTO (OHIA YIPaBICHYECKON
NOKYMEHTAllUM  MOXET  OTpaXkaTb  UCTOPUYECKU  CIHOXKMUBIIYKOCS  CTPYKTYpPY
dbona000pazoBatens, ero (PyHKIMU, HAMPABICHUS JEATEILHOCTH, COCTAaB JOKYMEHTOB
dbonaa (BUIBI U PA3HOBUIHOCTH JOKYMEHTOB WJIM BaKHEHIIHME TeMbI (BOIPOCHI),
OTpaXE€HHBIC B JIOKyMEHTaX (OHJIa).

CucremaTusanusi €IUHUL] XPAHEHUS BHYTPU OMNUCH MPOBOJUTCA C YYETOM
CHEAYIOIIUX MPU3HAKOB:

XPOHOJIOTUYECKOTO (110 MEPHOJIaM U J1aTaM, K KOTOPBIM OTHOCSATCS] JOKYMEHTHI);

CTPYKTYpHOTO (B COOTBETCTBUM C TMPHUHAIJICKHOCTHIO EIUHUIl XPAHCHUS K
CTPYKTYPHBIM MOJIpa3/ICICHUSIM);

(YyHKUHMOHAIBHOTO, OTPaciieBOro, TEMATHUYECKOro, MNPEeIMETHO-BOMPOCHOTO (C
y4eToM (YHKIMH, OTpacieil W HalpaBlICHUN JEATEIHHOCTH OpPTaHMU3AIlMU, TEM WJIU
BOIIPOCOB, KOTOPBIX KACAETCS COAEPKAHUE JOKYMEHTOB);

HOMHUHAJIBHOTO (TI0 JEJTOMPOU3BOJICTBEHHOW (opMe — pojaM Jell, BHIaM U
Pa3HOBUIHOCTSIM JJOKYMEHTOB);

KOPPECMOHAEHTCKOro (10 OpPraHu3alMsIM M JUIAM, B PE3yJbTaTe MEPENUCKU C
KOTOPBIMU 00pa30BaIMCh TOKYMEHTHI);

reorpa¢u4eckoro (B COOTBETCTBHM C  OMNPEACICHHBIMU  TEPPUTOPHUAMH,
HACEJICHHbIMU MyHKTaMHU U JIp. reorpauueckuMu 0ObEKTaMH, C KOTOPHIMHU CBSI3aHbI
COJIep>KaHKEe IOKYMEHTOB, UX aBTOPhI, KOPPECIIOHEHTHI);

aBTOpPCKOro (M0 Ha3BaHUSAM OpraHu3aluil Wik (QaMuIusaM JIHUI, KOTOpbIE
SIBJISIFOTCSI aBTOPaMU JJOKYMEHTOB).

Kak mnpaBwio, eguHULBI XpaHEHUs TPYNIHUPYIOTCA HE IO OAHOMY, a IO
HECKOJBKUM MpPHU3HAKAM, MOCIEA0BATEIbHOE TPUMEHEHNE KOTOPBIX OKaKeTCsl Haubosee
1eJIECO00Pa3HBIM JIJISi BCEX WJIM OTACIBHBIX Tpymm JoKymeHToB ¢oHma. [Ipu BeiOOpe
MPU3HAKOB TPYIIHUPOBKU E€IWHUL XPAHCHUS YIPABICHYECKOM JIOKYMEHTAMA B
MpeJiesIax HAa3BaHHBIX CXEM CHCTEMATU3ALMU YYUTBIBAETCS 3HAYCHUE TOrO WIIM WHOTO
MPU3HAKA JUISl OTPAXKEHUSI IEJIONPOU3BOJICTBEHHOM U CMBICIIOBOU CBSI3U MEXKY ACIaMHU
KOKJOTO KOHKpEeTHOro ¢oHIa M Cco3MaHusi Hauboyiee yMOOHOW HJisi MCIOJIb30BaHUS
JOKYMEHTOB CUCTEMbI NX OPraHU3aLHH.
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HaunGonee mpuemieMbIMi CXEMaMH CHCTEMATH3AIlMU TIPU COCTABIICHUU OMHUCEH
JIEJT IOCTOSTHHOTO XpaHEeHUSs! SIBIISIOTCS:

XPpOHOJIOTHYECKU-CTPYKTYPHAsi CXeMa — JleJla B OINKCH pPacrlojlararoTcs IO
BpEMEHU MX co3AaHus (10 rojaM, Mepruoaam), a B mpeaesiax KakI0i XpOHOJIOTHYEeCKOM
TPYIIBI — IO CTPYKTYPHBIM MOAPA3ICTIECHUSIM OpraHu3alii, Halpumep:

2010 rox

AIMUHUCTPATUBHO-YIIPABICHYECKUI OTHEI

byxranrepus

Otnen kazapoB

XPOHOJIOrM4eCKN-HOMUHAJIBbHASL CX€Ma — OCHOBOM PACITOJIOKEHHUS JIe]l B OMUCH
SBJISIETCSL TOJI, BHYTPHU T'0Jia MO BUJAM JTOKYMEHTOB, PACIIOJI0KEHHBIX 10 HOMUHAIBLHOU
3HAYMMOCTH, HAIIPUMED:

2010 rox

[TocranoBnenus, pacnopsbkenus ['yoepnaropa, [IpaButensctBa HoBocubupckoii
00J1aCTH, OTHOCSIIIMECS K JEATEIHHOCTU JenapTaMeHTa

[IpuKa3bl pyKOBOAUTEINS AeNIaPTAMEHTA [0 OCHOBHOM AESATEIBHOCTH

I'onoBoii man paboThI JenapTaMeHTa

['omoBoO# OTYET AEnmapTaMeHTa MO0 OCHOBHOM JEATEIbHOCTH

JlokyMeHTHI (aKThI, CIIPABKH, MPEMUCAHNUS) TTPOBEPOK JAEATEILHOCTH JICTIapTAMEHTa,
MIPOBEJICHHBIX OpraHaMu KOHTPOJIs (Haa30pa)

IIpu XxpoHOoJOrHYeCKU-PYHKIUOHAJIBHON CXEME TPYIIUPOBKA ITPOUCXOAUT
BHauaje IO XPOHOJOTMYECKOMY TMPU3HAKY, a 3areM 1o (QyHKIusIM (BUIaM,
HaIpaBJICHUSIM) JESITeIbHOCTH (hOHI000pa3oBaTeis, HalpuMep:

2010 rox

PykoBoacTBO

JlokyMeHTaIlMOHHOE 00ecIieYeHUE yIpaBIeHUs

HJ'IaHI/IpOBaHI/IC ACATCIIBHOCTU

byxranrepckuil y4eT U OTYETHOCTD

Kanposoe obecnieuenmue

Oxpana Tpyzaa
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[Ipu sTOM mOATpyNmBI JEN PACHOJATAIOTCS C Y4€TOM 3HAYUMOCTH (DYHKITUI
opraHu3anuu (PyKOBOJACTBO, TUTAHMpPOBaHWE, (UHAHCUPOBAHUE, y4E€T M OTYETHOCTD,
CHAOXKEHHE U COBIT, KaIPBI U T.1.).

[Ipu pacnipeneneHuu aea Mo cXeMaM CUCTEMAaTU3allud HEOOXO0AUMO UMETh B BULY
() (1441011 (SIS

- Ziefa OTHOCSTCSI K TOMY IOy, B KOTOPOM OHM Hayathl JIEIONPOU3BOJICTBOM WJIU
B KOTOPOM TMOCTYNWIM B JaHHYK) OpraHu3aluio (CTPYKTYpHOE MOApA3CICHUE) s
IPOJIOJKEHUS IETONPOU3BOIACTBOM;

- IUIaHbI, OTYETHI, CMETHl M JOKYMEHTBI K HUM OTHOCATCS K TOMY TOJy, Ha
KOTOPBIM WJIM 32 KOTOPBIA OHU COCTABJIEHBI, HE3aBUCUMO OT BPEMEHHU MX COCTaBIICHMUS;
NEPCIEKTUBHBIE IUIAHBI OTHOCATCA K HAYaJIbHOMY IOy MX ACHCTBHS, a OTUYETHI 3a 3TU
rOJbl - K MOCIEAHEMY TOly OTUYETHOIO MEPUOJIA;

- Jena, HavyaThble JEJIONPOU3BOJICTBOM B OJHOM IOJPA3/ICICHUH U TEpPEHaHHbIE
JUIS IPOJIOJDKEHUST B APYroe MOJpa3/iesieHhe, OTHOCSATCS K TOMY NOAPA3CICHUI0, B
KOTOPOM OHHM OBLITM 3aKOHYEHBI JISJIONPOU3BO/ICTBOM;

- B Ipenenax Troja WM XPOHOJOTHYECKOTO IMepuoja Jeia CTPYKTYPHBIX
oApa3eieHU pacnoiaraloTCs B COOTBETCTBUM C HOMEHKJIATYPOM JIeJT OpraHu3allyiu.

Jns ympaBlieHUECKOM JOKYMEHTAIIMU TOCTOSSHHOTO CpPOKa XPAHEHUS MPUHST
CIEAYIOIINHI MOPSIAOK 3HAUUMOCTH:

- HOPMAaTHUBHO-PACTIOPSAIUTENbHBIE  JOKYMEHTHI  BBIIIECTOSIINX  OPraHOB,
OTHOCSIIIIMECS K JIESITENbHOCTH OpraHU3aluu;

- IOPYYEHHUSI BBILIECTOSIIUX OPTaHOB, aPECOBAHHbBIE OPraHU3AMU U JOKYMEHTHI
00 MX UCIIOJHECHUH;

- yupeauTelbHbIe  JIOKyMEHThl  opranusamuu  (Ycrtasel, [lomoxenus,
CBUJIETEIHCTBA O PETUCTPAIINN);

- JIMIEH3UM Ha MPABO OCYIIECTBICHUS OPraHU3AlMEN JUIEH3UPYEMBIX BUIOB
NeSATEeIbHOCTU, CBUACTENHCTBA 00 aKKpPEAUTAIIUU U T.1.;

- IOKYMEHTHBI (ITPOTOKOJIbI, MH(GOPMAIIUU, CIIPABKHU, JAOKIAAbl U T.JA.) 3aceTaHUl
KOJIJIETMaJIbHOTO UCIIOJTHUTEIBLHOTO OpraHa OpraHu3aluu;

- MPOTOKOJIBI COBEIIAHUIN TTPU PYKOBOJIUTEIIC OPTaHU3AIINHY;

- pacrnopsauTeNbHbIe JOKYMEHTHI (IIOCTAHOBJICHHS, TNPHUKA3bl, PACIOPSIKECHMUS)
OpraHu3alluy;

- HOpMaTUBHBIE JOKYMEHTHI (TIOJIOKEHHSI, PETJIaMEHTBI, TIPaBuia), YTBEPKICHHbBIE
PYKOBOJUTEIEM OpraHHU3allly;

- METOJMYECKHE JOKYMEHTBI, pa3pab0TaHHBIE B OPTaHU3AINY;

- TOJIOBOM IJIAH OpPTaHU3AIUY;

- IITATHOE PACIUCAHUE OPraHU3alUY;

- TofoBasi cMeTa 3aTpar ((PUHAHCOBBINA IUIAH, MJIaH (PUHAHCOBO-XO3MCTBEHHON
NEeATEIbHOCTH, TOCYIJApCTBEHHOE (MYHUIUMIIAILHOE) 3a/IaHUE U T.JI.) OpraHU3alllH;

- MpENCKYpaHTbhl Ha MPOAYKIIMIO, YCIYTH, pa3paOOTaHHbIE M YTBEP)KICHHBIC B
OpraHH3allny;

- ronoBoH(bie) oT4yeT(hbl) MO OCHOBHBIM HaNpPaBJICHUSM JACATEILHOCTH
opraHu3ainuu (Mpu OTCYTCTBUHU TOJIOBBIX OTYETOB B OIKCHh BKJIIOYAOTCA OTYETHI IO
OCHOBHBIM HAIPABJICHUSM JICSITEILHOCTH OPTaHU3alMA C MAKCUMAJIbLHO CYIIECTBYIOIICH
MEPUOJIMYHOCTHIO);
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- TOJIOBOM OYXTaNnTEePCKU OTYET OpraHU3AIINH;

- TOJIOBOM OTYET O BBIMOJHEHUU TOCYJAPCTBEHHOTO 3aJaHMsl, TIaHa (PUHAHCOBO-
XO3SIICTBEHHOU NEATETHHOCTH | T.1.;

- TOJIOBBIC CTAaTHCTUYECKUE OTYETHI 110 OCHOBHBIM HAMPABICHUSAM ACSITEILHOCTU
opranm3anuu (TpU OTCYTCTBHH TOJOBBIX OTYETOB B OMKCH BKIIFOYAIOTCS OTYETHI T10
OCHOBHBIM HAIPAaBJICHHUSIM JICATEILHOCTH OPTaHU3AIMH C MAaKCUMAIBHO CYIIECTBYIOIICH
NEPUOUIHOCTHIO);

- wuH(poOpMaIuu, €IUHOBPEMEHHBIE OTYETHl 10 OCHOBHOW JIESITEIBHOCTH
OpraHW3aIi{, HAIIPABJISIEMBIC IT0 3aIIPOCaM BBIIIECTOSIINX, YIIOJTHOMOUYCHHBIX OPTaHOB;

- TOKYMEHTHI (aKTbl, CIIPaBKH, MPEINUCAHNS) PEBU3UH, TTPOBEPOK NEITCIHHOCTH
OpraHW3alliy, TMPOBEICHHBIX  BBIMICCTOSIIMMH, KOHTPOJBHBIMU  (HAJ30PHBIMHU)
opraHamu;

- TOKYMEHTHI (aKTbl, CIIPaBKH, TPEIMUCAHNS) PEBU3UH, TTPOBEPOK JIEIATEIHHOCTH
OOBEKTOB KOHTpOJIs (HAm30pa), MPOBEIACHHBIX CIENUAINCTAMHA OpraHu3aiuu  (C
Y4aCcTHEM CHEIHAIUCTOB OpraHU3aIlNH );

- TIeperrcKa o BOMpOocaM OCHOBHOM JIEATEILHOCTH OpraHU3alliy, OTOOpaHHAas Ha
MOCTOSTHHOE XPaHEHUE;

- )KypHaJIbl pETUCTPALIUU U JPYTUE BUABI JOKYMEHTOB.

[Ipu pacnosnokeHuu Jen Mo XpOHOJIOTMH HEO0OXOUMO TOMEIaTh BHaYaje Jelna,
JATUPOBAHHBIE YHCIIOM, MECSIIEM M TOJIOM, 3aTeM — Jeja, JaTUPOBAHHBIC MECSIEM U
TOJIOM, M, HaKOHEII, JieJIa, JaTUPOBAHHBIE TOJIBKO TOJIOM.

Ecnmm okakeTcss HECKOJBKO JeN, MMEIOIMIMX OJHYy M Ty JXK€ HadaJdbHYIO JaTy,
MIEPBBIMH CJICTYET IMOMEIIATh Te Jiesia, KOTOPhIE UMEIOT 00JIee paHHWE KOHEUHBIC JTAThI
JTIOKyMEHTOB.

BHYTpH CTpYKTYpHBIX TOJApa3AeiIeHUN SAMHUIBI XPAHCHUS PACTIPEICISIOTCS 110
WX 3HAYMMOCTH.

[Ipn HamM4MKM OMHOTUIHBIX JTOKYMEHTOB (HampuMep, OTYETOB) C 0003HAUYCHUEM
pa3HbIX reorpaduueckux OOBEKTOB (rOpoj, paloH W T.JO.) TPUMEHSETCS
reorpadudecKkuii TpU3HAK (JOKYMEHTBHl B OIKUCH PACMoJararoTcs B al(paBUTHOM
MOPsIIKE HAa4YaIbHBIX OYKB HAUMEHOBAHUM €TUHUI] AAMUHUCTPATUBHOTO JICTICHUS ).

[Ipyn HaNMMYUU OMHOTUIHBIX JOKYMEHTOB (HampuMep, TOKYMEHTOB MPOBEPOK) C
0003HauUeHWEM HAUMEHOBAHUW OpraHu3anuii wWin (U3NYECKUX JHI] MPUMEHSIETCS
KOPPECTIOHIEHTCKUI MPU3HAK (JIOKYMEHTHI B OIMCH PACIIOIaraloTCs MOCIEI0BATENLHO B
an(aBUTHOM TIOPSAJKE HAYaJbHBIX OYKB HAaWMCHOBAHWHA OpTaHMU3AIlUii C Y4ETOM
OpraHu3alMOHHO-TIPABOBOU (DOPMBI).

3aroyIOBKM CAWHMI] XpaHCHUS TPU OMKMCAHWHM PACIOararoTcsi B ONKHCH B
COOTBETCTBHH CO CXEMOM CHCTEMAaTH3aIUH.

[Ipu BHeceHWW B TOIOBOW pa3fesl ONMUCH TOAPS] 3ar0JOBKOB OJHOPOIHBIX I
KK 3arojIOBOK YKa3bIBae€TCs MOJHOCTHhIO. Ha3zBaHHoe TpebGoBaHMe 0OOCHOBAaHO
HEOOXOJMMOCTBIO  BEJCHHS  aBTOMATH3MPOBAHHOTO  TOCYJApCTBEHHOTO  ydeTa
MOCPEJICTBOM 3aloIHEHHS pasfena «Omuck» MporpaMMHOTO KOMIUIEKCA «APXHBHBIN
dboHa», TIe HEOOXOAMMO BHECEHHUE MOTHBIX 3ar0JIOBKOB JICTI.
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2.3. Oco0eHHOCTH ONIMCAHUSA JOKYMEHTOB 110 JINYHOMY COCTaBY.
CucreMaTH3alus 3aroJ10BKOB JieJl B IpeiesiaX ONUCH /ieJI 10 TUYHOMY COCTaBY

K 1okymeHTaM MO JMYHOMY COCTaBY OTHOCATCS JOKYMEHTHI, COJEpIKallue
opuIMaATbHYI0 WHMOPMAIUIO O NEATENbHOCTH JIMYHOCTU B OpPraHax U OpraHu3aIusx
pazNuYHbIX oTpacieil u popMm codcTBeHHOCTH (TTprutoxkeHue Ne 1).

Oc00OEHHOCTBIO OMHUCAHMS JOKYMEHTOB I10 JUYHOMY COCTaBY SIBJISIETCS] HAJTUUKE B
OMMCATENIbHOM CTaThe €IMHMIBI XpaHeHusd 3iemeHTa «Cpok XpaHEHUus», B KOTOPOM
0003HAaYaeTCs OTHOCSAUIMICSA TOJBKO K JAaHHBIM JOKYMEHTAM CPOK MX XPaHeHMS,
MPELYCMOTPEHHBIN JACHCTBYIOIIMMHU B COOTBETCTBYIOIIUNA MEPUOJ MEPEYHEM THUIIOBBIX
JOKYMEHTOB, BEJIOMCTBEHHBIMH IEPEYHSMU C YYETOM IMOJ0XKeHuid DenepabHOro
3akoHa oT 02.03.2016 Ne 43-®3 «O BHeceHun nsmeHeHuil B denepanbHblidl 3aKk0H «O0
apxuBHOM zene B Poccurickont @enepanumy.

Hcuncnenne CpoKOB XpaHEHHs JOKYMEHTOB MNpPOU3BOAUTCA C¢ | siHBapsa ropa,
CJIEIYIOLIETO 3a F'OJI0M OKOHYAHMS UX JEIOIPOU3BOACTBOM.

B rpade «Cpox XpaHeHHS» YyKa3bIBAC€TCS TMOCICIHUN TOJ XpaHEHUS Jiena,
KOTOPBIN OMpeAeNsieTcs MyTeM CYMMHUPOBaHUs KOHEUHOM NaThl Aena (Toja), yKa3aHHON
B rpade «J/lara nema (Toma, dYacTH)», M CpOKa XpaHEHHs Jela, «HAIpUMeEp:
2012+50=2062.

Onucanne pacnopsiiuTeNbHbIX JOKYMEHTOB (IIPUKA30B, PACIOPAKEHUI) 110
JUYHOMY  COCTaBy  OCYILECTBJISETCS B  MOPSJAKE, AHAJIOTMYHOM  ONHUCAHUIO
pacnopsaIuTEIbHBIX JOKYMEHTOB IIOCTOSIHHOTO XpaHeHus (cM. 1. 2.1.), Hanpumep:

Ne | Unnekc 3aroyioBOK siea (ToMa, 4acTh) Mara nena Cpok Kon-o | [Tpume-
nm | Jena (Toma, XpaHeHU | JIUCTOB | YaHHE
4acTu) s iena B JIEJIE
(Toma, (Tome,
yacTH) | YacTH)
1 2 3 4 5 6 7
2012 rox
1 02-05 | [Ipukazsr NeNe 01 — 50 pupekrtopa | 09 sHBaps 2062 125
YUPEXKJIEHUS 110 JTUYHOMY COCTaBy, T. | 31 urons
2012
2 02-05 | IIpukazsr NeNe 51 — 100 mupekropa | Ol aBrycra 2062 130
YUpEKIEHUS 10 INYHOMY COCTaBy, T. 2 | 29 nekadps
2012
1moo:
2013 rox
1 02-05 | Knwura MIPUKa30B reHepanpHoro | 10 ssHBaps 2063 190
JTUPEKTOpa aKIMOHEPHOTo 00IIeCTBa 110 2010
JTUIHOMY COCTaBY 30 nexabps
2013

Ecau B ACJIOIPOU3BOJACTBC OpraHn3alivi ITPHUKA3bI 110 JUIHOMY COCTAaBY BCIUCH B
O6HJ;CI>1 KHHUI'C C IIpHUKa3aMU I10 OCHOBHOM ACATCIIBHOCTH U UMCJIM CIMHYIO HYMCpaliulo,
TaKu¢ KHHIH uenecoo6pa3H0 BKJIIO4YaTb B OIIMCHU JCJ 110 JIMYHOMY COCTAaBy KakK




17

JOKYMEHTBI HEOOXOIUMBIE TPU TIOJITOTOBKE CIIPABOK COIMAIEHO-TIPABOBOTO XapaKTepa.
3Ty 0COOEHHOCTD CIIEAYET OTPA3UTh B MPEAUCIOBUU K OIHUCH.

JlnueBbie cuyera PpaGdOTHMKOB 1O 3apabOTHON IIaTe€ TPYNIUPYIOTCS B
CaMOCTOSATENbHBIE JIeJla U CUCTEMATU3UPYIOTCS B MpEJesiax TOJOBOr0 pasjelsia OMUCH B
andaBuTHOM TmoOpsAKe damuauii paboTHukoB. Ecnu B ogHOM jene cojaepxkarcs
JOKYMEHTBI, COPMHUPOBAHHBIE 1O an(aBuTy (pamminii 3a BeCh roji, Ha4aJlbHbIE OYKBBI
nepBoi U nocienHen Gpammimu paboTHHUKA HE YKa3bIBAIOTCA.

Ecnmm B nmene momoOpaHbl JOKYMEHTHI TOJIBKO Ha OJHY OYKBY, TO B 3arOJIOBKE
yKa3bIBaeTCs OJlHa OYKBa, C KOTOPOW HAYMHAIOTCS (haMIITUK pPaOOTHUKOB.

I[Ipyu oueHb OoyblIOM O00BbEME JIMIEBBIX CYETOB HMX CHUCTEMaTH3alMs
MIPOU3BOANTCS HE TOJIBKO MO HAYaJIBHBIM, HO W TI0 MOCIEAYIOMUM OykBaMm (pamummii
PabOTHHKOB.

Ecnu nuneBsie cuera pabOTHUKOB (POPMHUPYIOTCS B OJTHO JIEJIO 32 HECKOJIBKO JIET,
TO B OIKCH JieJIa TOMEIIAIOTCS TI0 TOy 3aBEICHHS JUIEBbIX CUETOB, a B MOCIEAYIOIINX
rOJIOBBIX pazjienax Omucu oopMIISIOTCS CCHUIKH Ha 3TO JEIIO.

1 2 3 4 5 6 7
2012 rox
1 03-17 | JInueBble cueTa II0 HAYKUCIEHUIO 2012 2062 97
3apaboTHOM  muaTel  pabOTHHKAM
YUpEXKICHUS
1n0o:
2012 roxn
1 04-17 | JIuneBele cyeTra IO HAYHUCIECHHUIO 2012 2062 95

3apaboTHOM  miaTel  pPabOTHHKAM
ynpasienus (A), 1. 1

2 | 04-17 | JIuueBple cuyeTa IO HAYUCICHUIO 2012 2062 85
3apaboTHOM  muaTel  pabOTHHKAM
ynpasnenus (b), T. 2

3 | 04-17 | JIuueBble cueTa MO HAYUCIECHUIO 2012 2062 120
3apa0OTHOM  IUIaThl  PabOTHUKAM
ynpasnenus (B —K), 1. 3

m00:

2012 rox
1 03-10 | JIumeBple cyeTa IO HAYHUCIEHUIO 2012 2062 110
3apaboTHOM  miaTel  pabOTHHUKAM
ynpasieHus (A — Cam), T. 1

2 | 03-10 | JIuneBble cyeTa MO HAYHCICHUIO 2012 2062 120
3apaboruoii matel (Can — ), 1. 2

1m00:

2012 roxn
1 03-17 | JIuueBble cueTa II0 HAYKUCIEHUIO 2012 2062 175
3apa0OTHOM  IUIaThl  pabOTHUKAM

yrpaBieHus ¢ pamMuIusIMu Ha OYKBBI
A-XK 1.1
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1 2 3 4 5 6 7
2 | 03-17 | JluueBble cyeTa MO HAYUCICHUIO 2012 2062 195
3apa0OTHOM IUIaThl  PabOTHUKAM
yrpaBieHus ¢ pamMuIusIMu Ha OYKBBI
3-K, 1.2

JluueBble cyeTa 1O HAYHMCICHUIO 2012 2062 159
3apa0OTHOM  IIaThl  pPabOTHUKAM

yIpaBieHus ¢ HaMUIUsIMU Ha OYKBBI
J-9,1.3

3 | 03-17

Ecniu nuueBbie cueta pabOTHUKOB OBUTH CPOPMHUPOBAHBI IO CTPYKTYPHBIM
MOAPA3AEIEHUAM, TO UX HAUMEHOBAHUS OTPAXXarOTCs B 3ar0JI0BKE J1€J1a, HAIIPUMED:

2012 roxn
1 | 04-17 | JluueBble cuyeTa MO HAYHMCICHUIO 2012 2062 95
3apab0OTHOW  TUIaTBl  pPaOOTHHKAM
yupexJieHus (anmapar yrnpaBJieHHUs),
T. |
2 | 04-17 | JluueBble cyeTa MO HAYUCICHUIO 2012 2062 85
3apab0OTHOW  TUIaTBl  pPaOOTHHKAM
YUpEXKJIEHUS (mmaHoBO-
SKOHOMUYECKHH OTEIN), T. 2

IIpu onmucaHuM PacCYETHO-IJIATEKHBIX BeAOMOCTell 1O 3apabOTHOW IuIaTe B
3aroJIOBKax OTPaKaroTCsi 0COOEHHOCTH UX (DOPMUPOBAHMS (HAPUMED, IO CTPYKTYPHBIM
noapaszaenaeHusaM). [Ipu HeoOX0AMMOCTH B Jieie MOXKET OBITh COCTaBJieHAa BHYTPECHHSS
ONMKCh HAWMEHOBAHUW CTPYKTYPHBIX TmojpaszaeneHuid. KpailiHue nmatbl pacyeTHO-
MJIATEXKHBIX BEAOMOCTEH 0003HAYAIOTCSI MECSIIIEM U TOJ0M 0€3 0003HAUYCHHMSI YHCTIA

2 3 4 5 6
2012 rog
03-10 | PacuerHsbie BEJIOMOCTH o | sHBapb 2062 125
HAUMCIICHUIO 3apabOTHOM  TUIAaThI UIOHB
pabOTHUKAM yupekJeHus, T. 1 2012
03-10 | PacuetHrble BE€IOMOCTH o HUIOJIb 2062 135
HAUMCICHUIO 3apa0OTHOM  IuIaThl | JeKadpb
pabOTHUKAM YUPEKJICHHUS, T. 2 2012
2013 ron
03-10 | PacueTtHrble BE€IOMOCTH o 2013 2063 243
HAYUCJICHUIO  3apa0OTHOM  IUIAThI
pabOTHUKAM YUPEKIACHHUS
mm60:
2012 rog
02-05 | PacuerHnie BEIOMOCTH o 2012 2062 125
HAYHMCIICHUIO 3apabOTHOW  TUIAThI

pabotHukaMm mpennpusatus (mexa 1,
2), 1.1
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1 2 3 4 5 6 7
2 02-05 | PacuerHusie BEIOMOCTH o 2012 2062 149
HAYKCJICHUIO  3apabOTHOW  ILIAThI

paboTHUKaM mnpeanpusatus (uexa 3,
4), 1.2

JInuHble aesa SABISIIOTCS KOMIUIEKCOM JOKYMEHTOB, COJIEpIKAIllUX CBEICHUS O
pabOTHUKE U €0 TPYAOBOMU JAESATEIHHOCTH.

B nuuHOM gene copepikarcs: mMpuKasbl (KOMUH), aHKETa, 3asBJICHHS, TPYAOBOMH
JIOTOBOP, KOMHUU JIMYHBIX JOKYMEHTOB, TOKYMEHTHI 00 arrecranuu (mepearTrecTalun),
WHJUBUAYAJIbHbIE JOJDKHOCTHBIE WHCTPYKUMM U Jp. JJOKyMEHTbI B JMYHOM Jielie
pacrojararorcsi B COOTBETCTBUM C XPOHOJIOTHEH WX CO3JaHHUs, IPU ITOM NEPBLIMU U
MOCJICTHUMU SIBJISTFOTCST KOITUHU TIPUKA30B O MpUeMe/yBOJIBHCHUH PaOOTHHKA.

B cBa3u ¢ Berymiennem B cuiny @enepanpHoro 3akoHa ot 27.07.2006 Ne 152-@3
«O mepcoHaNbHBIX JTAHHBIX» HE PEKOMEHAYETCSI CO3/IJaHUE KOMIUICKCHBIX JTUYHBIX €T,
KOTJia Psijl JIMYHBIX JEJ CIIMBAIOTCS B OJHO JEJIO, T.K. HAPYIIAIOTCS OOIIKME MPUHIUIIBI
(dhopMupoBaHUs 1€ U IOPSAIOK PaObOTHI C MEPCOHATBLHBIMU TAHHBIMH.

KpaitHumMy jgaramMu JIMYHOTO Jiefia SBJSIOTCS AaThl MOJNHMCAHUSL MPUKA30B O
MIPUEME U YBOJbHEHUH JIMIIA, HA KOTOPOE OHO 3aBE/ICHO.

Ecau B nuyHOM Jene UMEKTCS JOKYMEHTHI O JIESITEIbHOCTH JIMIA BHE JTAHHOU
OpraHu3alluy, JaTupyembie Oojee paHHUMH TOJIaMU, TMPU OINMUCAHUM JAThl ITUX
JOKYMEHTOB BO BHUMAaHHUE HE TPUHUMAIOTCSI.

Ecnu B nenonpousBo/icTBE OpraHu3aiiiy ObUIO 3aBEJIEHO HECKOJIBKO JTUYHBIX eI
Ha OJTHOTO pa0OTHUKA (MPU HEOJTHOKPATHOM MOCTYIUICHUH U YBOJIBHEHUHU C paOOTHhI), TO
Ka)XJ10€ JIMYHOE JIeJIO 3TOro paboTHHUKA (POPMUPYETCS OTACIIBHO U BKIIIOUAETCS B OMUCH
M0 KaKJIOMY TOJly YBOJIbHEHHUSI.

JInynpie nena CUCTEMATU3UPYIOTCA B ONUCH 1O TOJY YBOJBHEHMS JIHII,
JIOKYMEHTBl KOTOPBIX 00pa3yloT €IUHUIGI XpaHEeHHs, U B al(aBUTHOM MOPSIKE HX
dbamuuii. Ecnu daMuiiuy moHOCTBHIO COBIA/IAIOT, BO BHUMAHUE MTPUHUMAIOTCS UMEHA,
a 3aTeM OTYEeCTBa:

Tobonvyes Bacunuti Heanosuu

Tobonvyes [lemp Anamonvesuy

Tobonvyes [lemp Cepeeesuu

[Ipu omnMcaHuM JUYHBIX JIe7T YBOJEHHBIX pPaOOTHUKOB, CHOPMUPOBAHHBIX
WHJUBUyaJIbHO Ha paOOTHHUKA, 3ar0JIOBOK KaXKJIOTO JIMYHOTO JIeJia MOXKET COJIEPKaTh
cioBa: «JIuyHoe neno yBOJEHHOTO pabOTHUKa» (TOCYAAPCTBEHHOTO TPAXKIAHCKOTO
CIIy’Kalllero) ¢ ykazaHueM ¢GaMmwink, UMEHH U OTueCTBa pabOTHUKA B POJUTEILHOM
najiexe, HampuMmep:

1 2 3 4 5 6 7
2013 rox
345 | 03-11 | JInunoe JIeN0 yBojieHHoro | 03 ¢eBpans | 2063 16+1
paborauka bamkoBa KoncTanTnHa 2011
Biiagumuposuya 31 nexabps
2013
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1 2 3 4 5 6 7
346 | 03-11 | Jluunoe JIeIIo yBOJIeHHOTO | 15 nexabps | 2063 35+2
paboTHHKA bamkosa Opus 2010
CepreeBnua 31 nexabps
2013
347 | 03-11 | JIuunoe ih yBosieHHoro |01 centsiOpsi| 2063 29+1
pabotHuka Bunorpamoa Hwukomnas 2009
Jmutpuesnua 24 nexabps
2013

Bosmoxen BTopoit crmoco0 odopMieHHs 3arojOBKOB JMYHBIX JI€ B OIHCH:
CHayaJla yKa3bIBaeTCsl OOMIMI N013aroj0BOK: «JIMYHbIE Je1a YBOJEHHBIX paOOTHUKOBY,
a 3aTeM B 3aroJIOBKE Ka)kJI0M ONUCATENIbHOM CTaThbU ONUCH yKa3bIBaeTca GpamMuiIus, ums,
OTYECTBO KOHKPETHOI'O JIMIIA B UMEHUTEJILHOM MaJIeXkKe, HallpUMEp:

1 2 3 4 5 6
2013 roxn
JInunble nena yBOJIEHHBIX
pPabOTHHUKOB
345| 03-11 | A6pamoBa Haranbs CepreeBHa 03 deBpansa | 2063 16+1
2011
31 nexabps
2013
346 | 03-11 | bonpoBa Mapus ButanseBHa 01 centsbps| 2063 20+1
2009
24 nexabps
2013

[Ipu wucnonb3oBaHUU JHOOOTO U3

NPUBEACHHBIX CIMOCOOOB  O(GOpMIICHUS
3aroJIOBKOB JIMYHBIX JIEN yKazaHue (aMUiIuu, UMEHM U OT4YeCTBa pPabOTHUKA MOXKET

OBITH AOITIOJIHCHO YKAa3aHHUCM CI'o JOJDKHOCTHU IIPHU YBOJBHCHHUH, HAIIPUMCP:

1 2 3 4 5 6
JInuHble 1e1a yBOJIEHHBIX
pabOTHUKOB

37 | 03-11 | AOGpamoBa Haranest  CepreesHa, |03 deBpans| 2063 16+1
MEIUIMHCKAass  CcecTpa  BBIC3JHOU 2011
Opuragsl Ne 7 orneneHus 3arotoBku | 31 nexadps
KpOBU 2013

1moo:
653 | 02-12 | JInunoe JEJ0 yBosienHoro |03 ¢espansi| 2063 16+1
-01 | paborHuka AoOpamoBoii Haransu 2011

CepreeBHbl, MEAMLIMHCKON cecTphl | 31 nekadps
BbIe3THON Opuraapl Ne 7 oTneneHus 2013
3aroTOBKH KPOBU

JInuHble nena yBOJEHHBIX pabOTHHKOB, copmupoBanHbie a0 2007 ronma, mpu
0OJBIIOM HUX KOJMYECTBE MOTYT (OPMHUPOBATHCSI B KOMIUIEKCHBIE Jella MO TOoIy
YBOJIbHEHUSI W Pa30MBAIOTCS Ha OTIEJbHBbIE TOMA IO al(aBUTy B 3aBUCHUMOCTH OT
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oOpeMa. Kaxmoe KOMIUIEKCHOE JElI0 JOJDKHO COAEpPKaTh BHYTPEHHIOK OIUCH,
HarnpuMmep:

1 2 3 4 5 6 7
2005 rox
1 03-18 |JIuunbie nena YBOJICHHBIX 2005 2055 150+2
pabotHukoB (A — K), T. 1
2 03-18 |JInyurnie nena YBOJICHHBIX 2005 2055 133+1
pabotHukoB (JI — A1), T. 2

[Tpu 601b1IOM 00BbEME TUYHBIX JI€]T UX CUCTEMATHU3aIUs TPOU3BOJAUTCS HE TOJIBKO
10 HayaJbHBIM, HO U MO MOCJIEIYIONUM OykBaM (haMuiiuu pabOTHUKA, HAITPUMED:

1 2 3 4 5 6 7

1 03-18 |JInyHurnie nena YBOJICHHBIX 2005 2055 150+2
pabotaukoB (AbGa — Abp), 1. 1

2 | 03-18 |JIuunbie nena YBOJICHHBIX 2005 2055 133+1
paboTtHHuKOB (ABe — Ban), 1. 2

JIuuHple gena  PYKOBOJAUTENIEH  OpraHu3auud, paOOTHUKOB, HMEIOLINX
rOCyZapCTBEHHBIE U WHBIE 3BAaHUs, IPEMHUM, HArpajabl U Jp., HOMJIEKAT BKIOYCHUIO B
OIKCH JI€JI IOCTOSIHHOTO XPaHEHHS.

OnucaHue aTTECTAllMOHHBIX, HArpajHbIX J€Jd MPOBOAMTCS II0 AHAJIOTHUU C
JUYHBIMU JEJIAMH.

JInunble [ea  OTAEJBHBIX KaTeropuil TrpakIaH, He SABJISIOIHECS
AOKYMEHTAMH M0 JIMYHOMY COCTaBy (JIMYHbIE jefla OeXeHIEB, 0e3pa0dO0THBIX,
HECOBEPIICHHOJIETHUX IMOAONEYHBIX, YYalluXcsd, CTYJEHTOB, AaCIHMPAHTOB U JIp.)
CUCTEMATU3HUPYIOTCA B Mpeaesiax TOAOBOro paszzienia onuch no andaBuTy daMuiauil
rpakKJaaH.

JInyHble KAPTOYKHM YBOJICHHBIX PaOOTHUKOB, CPOPMHUPOBAHHBIE B OTAEIIbHBIC

nena B anpaBUTHOM mopsjke dhaMuIni, BKIOYAIOTCS B OMKUCh MO TOAY YBOJIBHEHUS,
Hanpumep:

1 2 3 4 5 6 7
2005 rox
1 | 03-18 | JIuunbie kaptouku (. Ne T-2) 2005 2055 150+1
YBOJICHHBIX pabOTHHUKOB
yIpaBIeHUS
1moo:
2005 rox
1 | 03-18 |JImunbie kaptouku (. Ne T-2) 2005 2055 133+1
YBOJIEHHBIX PaOOTHUKOB YIIPaBIECHUS,
(A-K), 1.1
2 | 03-18 |Jlmunbie kaptouku (. Ne T-2) 2005 2055 110+1
YBOJICHHBIX PaOOTHUKOB yIIPaBIICHUS,
(JI-5), 1.2
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HeBocTpeGoBaHHbIE JMYHbIE JOKYMEHTbI (TPYAOBble KHHMKKH, JHILIOMbI,
CBU/ETEJIbCTBA U JP.) CUCTEMATU3UPYIOTCS B Mpe/eax KajJeHAapHoro roja no BUjaaMm,
a BHYTPH BUJIOB — 10 ayipaBUTY (pamMuuii pabOTHUKOB.

AKTBI 0 HECYACTHBIX CJIy4YasiX, CBSI3aHHBIX C MPOU3BOACTBOM,
CUCTEMATU3UPYIOTCA B Mpeleiax KaJeHIapHOro ToJa IO XPOHOJOTHH, BO3MOXKHA
cucTeMaTHu3aius 1o aiaBUTy HadaabHbIX OYKB (haMIINi paOOTHUKOB.

Tabenu u HapsAbl PaOOTHUKOB BPEIHBIX IMpodeccuil GopMUPYIOTCS B Jeia B
MOpsIKE KaJeHAapHBIX MECSIIEB B MpeAeiaxX roja.

B 3aronmoBkax eaWHHI] XpaHEHHUS, COAEPXKAIUX TapU(PUKAIMOHHBIE CIHCKH,
YKa3bIBa€TCs KaTeropus pabOTHUKOB (YUHUTEISA, JUPEKTOPaA IIKOJI U Ip.).

Cucremaruzanusi 3arojJOBKOB /eJl B ONHCH [eJI MO JUYHOMY COCTABY
OCYIIECTBISIETCS TIO0 XPOHOJOTHYECKU-CTPYKTYPHOMY TPU3HAKY, TpPH KOTOPOM
paszenaMy OIMCH SABISAIOTCS TOABI, a TNOJApa3feliaMd — Ha3BaHUA CTPYKTYPHBIX
noJipa3/ieJIeHui, WU XPOHOJOTUYECKU-HOMUHAIBHOMY, IPU KOTOPOM B TOJIOBOM
pasjielie 3arojIOBKH JI€J pacIoJlaratoTcsi 10 3HaYMMOCTH.

[Tpy HOMUHAJIBHOM MPU3HAKE 3ar0JOBKH JI€J B OMUCHU JEJN MO JUYHOMY COCTaBY
pacrojararTcs B CleIyrollel Mocaea0BaTeIbHOCTH:

IPUKa3bl, PaCIOPSLKEHUS, IOCTAHOBIICHUS, YKa3aHUs 110 JUYHOMY COCTaBY;
JIMIIEBBIE CUETA;

pacueTHbIe BEJOMOCTH;

CIIUCKH JINYHOTO COCTAaBa,

JUYHbIE KAPTOUKU paOOTHUKOB (hopmbl Ne T-2;

JMYHBIE JIeNa;

TPYZOBBIE TOTOBOPHI;

HEBOCTPEOOBAHHBIE TPYJOBBIC KHUKKHU U JIP. TUYHBIE IOKYMEHTHI;
JOKYMEHTBI IO aTTECTAIlNH, MOBBIIICHUIO KBaTHU(UKAIIH.

Hekotopele  BuIbl  JOKyMEHTOB  (JIMYHBIE  Jiesa, JUYHBIE  KapTOYKH,
HEBOCTPEOOBAHHBIE JIUUHBIE JOKYMEHThI paOOTHUKOB OpraHU3alii) MOTYT BbLAEISATHCS
B CAMOCTOSITEJIbHBIE OITUCH.

B Tom ciydae, ecnu oTaenbHBIE JOKYMEHTHI 110 JTMYHOMY COCTaBY OTCYTCTBYIOT B
CBSI3M C MX YTpaToOd, HO B pe3yJibTaTe MPOBEACHUS AKCIEPTU3bl IIEHHOCTH BBISBICHbI
JOKYMEHTBI, KOTOpPbIE MOTYT IMOJIHOCTbIO WJIM YAacCTHUYHO BOCIOJHUTH YTPAYCHHYIO
MH(GOPMAILIUIO, 3T JTOKYMEHTBHI BKIIOYAIOTCS B OMUCH IO JIMYHOMY COCTaBy BMECTO TEX
JOKYMEHTOB, KOTOPbIE OHHU 3aMEHSIOT, HaIPUMeEp:

1 2 3 4 5 6 7
2012 ron
1 02-05 |IIpukassr NeNe 01 — 70 nupexrtopa| 09 suBaps 2062 125
YUPEKACHUS TI0 TUIYHOMY COCTaBY 29 nexabps
2012
2 03-17 |JluueBple cueTa MO  HAYUCIICHUIO 2012 2062 97
3apaboTHOM 1aThl paboTHUKaM
YUPEXKICHUS
2013 rox
3 02-05 |IIpukassr NeNe 01 — 80 nupexrtopa| 12 suBaps 2063 130
YUPEXKIEHUS 110 JINYHOMY COCTaBy 30 nexabps
2013
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3 4 5 6 7
03-24 |HamoroBble  KapTOYKH IO  YYETY 2013 2063 112
JOXOIOB W Hajora Ha JOXOAbI
buznyeckux aui (¢. No 1-HIADI)

[Ipu 5TOM B mpenucioBHE K ONMKCH BKIIOYAETCS WHGOpPMAIUS O 3aMEHE OJTHOTO
BHJIa JOKYMEHTOB Ha IPYroil U €€ MpuInHax.

3. Odopmiienue onucu

Onucu COCTaBISIFOTCS OT/IETBHO HA JIeja, TOKYMEHTHI:

MOCTOSTHHOT'O CPOKA XPaHEHHUS;

BpEMEHHBIX (cBbIIIE 10 JIeT) CPOKOB XpaHEHUS;

0 JINYHOMY COCTaBY;

XapaKTepHbIC TOJBKO ISl JaHHOW OopraHu3aluu (CyaeOHbIE Aeia, JTUYHbIC J1elia
MJIATENIBIIUKOB CTPAXOBBIX B3HOCOB, 0€3pa00THBIX, HECOBEPIICHHOJIETHUX MOAOTICYHBIX,
CTYJIEHTOB, aCLIUPAHTOB U Jp.).

Onucu COCTaBISIIOTCS MO YCTAHOBJIEHHBIM (popMaM OMHUCEH JIeNl MOCTOSTHHOIO
XpaHEHUS U M0 JUYHOMY cocTaBy (mpuitoxkeHus NoNe 2, 3).

Onucu nen BpemeHHoro (cBbimie 10 JIeT) CPOKOB XpaHEHUSI COCTABJISIOTCS TIO
dbopme omnucH el Mo JINYHOMY COCTaBYy.

Jns onmceit mpeyCMOTPEHBI CIAEAYIOIIME pa3MeEpPhl TPAaHULl TEKCTOBOT'O MOJIS: HE
MeHee 20 MM — sieBoe, 10 Mm — ipaBoe, 20 MM — BepxHee, 20 MM — HUKHEE.

Onuck MOUICKUT TOTHOMY OQOpMIIeHHUIO (MOAIIMBKE) U B JIajbHEHIIEM
MHTEHCUBHO MCIOJIB3YyEeTCSl B paboTe, B CBS3U C YeM BO HU30€KaHUE 3aTPyAHEHUS TPU
YTEHUU TEKCTa (B pe3yJbTare MOAIIMBKY) PEKOMEHAYETCS] MPUMEHSTh pa3Mepbl TPaHUII
TEKCTOBOTO MOJIA: HE MeHee 25 MM — JieBoe, 10 Mm — nipaBoe, 20 MM — BepxHee, 20 MM —
HIDKHEE.

[Ipu sTOM cneayeT oOpaTuTh BHUMaHUE HA TO, YTOOBI TPAHUIILI TaOJHUIIBI OMUCU
HE BBIXOJIWJIM 32 TPAHUIIBI TEKCTOBOTO MOJIS.

[Tpu moaroroBke omuceit mpuMeHsieTcst TeKcToBbI pegakTop Word for Windows
Bepcun OT 6.0 u BeImIe ¢ ucnosb3oBanueMm mpudra Times New Roman pazmepamu
NoNo 12 - 14.

B onucsax npous3BoAUTCS HymMepalvs BBEpXY JUCTa IO €ro LEHTPY, MPU 3TOM Ha
MIEPBOM JIUCTE€ HOMEP HE CTaBUTCHI.

Ha nepBoM nHcTe omMcu B BEpXHEM JIEBOM YIJIy YKa3bIBaeTCsl IMOCIEIHEE
HAaMMEHOBAaHUE OpraHU3aIlK, TOKYMEHTHI KOTOPOM BKJIIOYEHBI B ONMKCH, HOMEDP (oHa,
HOMEp OIKCH, Ha3BaHUE OMUCH, KpallHUE NaThl A€, BKIIOYEHHBIX B OMUCh. Y Ka3aHHbIE
PEKBU3UTHI, IEUATAIOTCA cJieBa 0€3 OTCTYMOB OT JIEBOM IPaHUIIbl TEKCTOBOTO TOJIS.

B mpaBoM BepxHeM yriy TMEpBOrO JIUCTa OMNKHCH PACIOJIaraeTcs Tpud
YTBEPIKJEHUSI OMUCH PYKOBOJMUTENIEM OpraHu3anuu (mpeacenaTeseM JUKBUIAIMOHHON
KOMUCCUM WJIA KOHKYPCHBIM YIpaBISIOIUM). PexkBusut « pugh ymeepowcoenus»
pacroJiaraeTcsi Ha ypoBHE IIEpBOM CTPOKM HAUMEHOBAHUS OpTraHU3AIINH.

Bce anementsl pekBusuta «I pugh ymeepoicoenus» MOTYT OBITH OQGOPMIICHBI
JIBYMSI CIIOCOOAMU: C BBIPABHUBAHHEM II0 JIEBOMY Kpar JHMOO C IICHTPUPOBAHUEM
OTHOCHUTEIIbHO CaMOW JNIMHHOM CTPOKH PEKBU3UTA, HAIPUMED:
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YTBEPXIAIO 1m16o: YTBEPXIAIO

HMupexrop I'KY HCO Hupektop 'KY HCO
«l'ocynapCTBEHHBIN apXHUB «l'ocynapCTBEHHBIN apXUB
HoBocubupckoit o6mactm» HoBocubupckoit o6mactm»
N.0. Gamunusd N.O. Gamunus
« _» 2016 . « _» 2016 .

HanMeHoBaHusi pa3fenioB W MOJPA3eioB OMUCH O(DOPMIISIOTCS B OTIEIBHBIX
CTpokax omnucu B rpade «3arojoBok jaena». HaumeHoBaHuUs pa3nenoB U MOJPa3/eioB
pacroJiaraloTcs 1o eHTpy CToJI0Ia ¢ MponucHoi OykBbl. HaiMeHOBaHUS CTPYKTYPHBIX
NOAPA3AECICHUIN B ONTMCH YKA3bIBAIOTCS MOJTHOCTHIO.

Bce »neMeHTBHl onMcaTelnbHOM CTaThU OINKWCH BBIPABHUBAKOTCSA IO BEpPXHEU
IPaHULE CTPOKHU.

3aroyioBOK JieJia B OIMUCH pacrojaraercs 0e3 oTcTyna oT JIEBOM I'paHULbl Tpadbl
ONMCU W BBIPABHUBACTCA MO MMpUHE. OCTAIbHBIE JIEMEHTHI ONMCATEIBHOM CTaTbU
ONKCH BBIPABHUBAIOTCS IO LIEHTPY CTOJOLIOB TAOIMIIBI.

Mexny CTpOKamMu 3JEMEHTOB OJHOM M TOW K€ ONMUCATEIbHOW CTAaThbU OMNHUCH
MIPUMEHSIETCSA OAUHAPHBIN MEXKCTPOUYHBINA MHTEPBAJL.

He pexomeHayeTcs: NMEpeHOC 4YacTe 3arojoBKa Jeia, KpaHuX JaT Jejla Ha
CIIEAYIOIIUH JIUCT; Pa3MEILCHUE HAUMEHOBAHUN pa3/IesIOB OIUCH B KOHLIE JIUCTA.

B koH1e onvcH yepe3 OJMHAPHBIA MEKCTPOUYHBIA MHTEPBAJl OT HUKHEN I'PAHULIbI
TaOJIMIBl ONUCU JI€NAETCS WMTOroBas 3alUCh, B KOTOPOH yKa3bIBaeTcs (LUppamMu U
IIPOIKCHI0) KOJUYECTBO JEJ, BKIIOYEHHBIX B ONUChH, KpallHHE HOMEpa e, a TaKXKe
OTOBapUBAIOTCSI OCOOCHHOCTM HyMEpalMHu Jell B ONUCH (HaJuuue JHUTEPHBIX U
MPOIYIIEHHBIX HOMEPOB jien). [IepBasi cTpoka UTOroBoO 3anucu 0hOpMIIIETCS OT JIEBOM
I'PaHUILIBI TEKCTOBOTO MOJIS ¢ ab3aria.

PexBuzutbl [loonuce cocmaeumens, J[lama, [pug coenacosanuss HOIKHBI
O0(QOpPMIISTHCA OT JIEBOM I'PAHULIBI TEKCTOBOTO MOJIS.

PacmuppoBka monmucu B pekBusute [loonuce cocmaeumens — AOTHKHA
pacrnoJiaraThCsi HA YPOBHE TMOCJEIHEW CTPOKH HAMMEHOBAHUS JIOJKHOCTH C MPOOEioM
Mexay uHumanamMu 1 pamuiuei. [locneanss Oyksa B paciippoBKe MOAMUCH JOJKHA
OTPaHUYMBATHCA MPABBIM MOJIEM.

Bce pexkBu3WTHI, pPACMONOKEHHbIE MO TAaOJWYHONM YACThIO OIHUCH, JIOJIKHBI
pasMenaTbCs Ha TOM K€ JINCTE, YTO U IIOCIEAHASA CTPOKA OIUCH, IIEPEHOC UX HA IPYTYIO
CTpaHUILy C OTPHIBOM OT TaOJUIBI HE TOIYCKACTCS.

Onucu (rogoBbI€ pa3ieiibl OMUCEN) e, TOKYMEHTOB COCTABIISIOTCS:

IIOCTOSTHHOI'O XPaHEHMsT — HE MEHEe YEeM B YETBIPEX JK3EMIULIpax: TPU Ha

OyMa)XHOM HOCHTEJIE U OJMH — B DJJIEKTPOHHOM BHie (B KadecTBe pabodero
AK3EMILISIPA);

JIOKYMEHTOB IO JIMYHOMY COCTaBY OpPTaHM3aIMii — MCTOYHMKOB KOMIUJICKTOBAHHUS
rOCyJIapCTBCHHBIX (MYHHIIMITAJIGHBIX) apXWBOB — HE MEHEE 4YeM B YETHIPEX

DK3EMIUIAPAX: TP HA OyMaKHOM HOCHTEJIC, OJIMH — B AJICKTPOHHOM BHJIC (B Ka4ECTBE
paboyero IK3eMILISIpa);
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JAOKYMCHTOB IIO0 JIMYHOMY COCTaBY OpFaHHBaHHﬁ, HE ABJIAAIOIUXCA HCTOYHHMKaMH
KOMINJICKTOBAHUA T'OCYIAPCTBCHHLIX (MYHI/IHI/IHaJIBHLIX) dpXUBOB, — HC MCHCC YCM B
TPCX IK3CMILJIIpax.

K ommcu ACJ OpraHru3alvi COCTAaBJISICTCA Hay‘IHO-CHpaBO‘lHLIﬁ alrapar.

4. Ilopsiaok cocTaB/IeHUsI HAYYHO-CIIPABOYHOI0 aNNapaTa K ONMucH

Jns Oonee 3(p(EKTUBHOTO HCIOJB30BAHUS JAOKYMEHTHOH WH(pOpMaIuH,
COJZIEpIKaIIecsT B OMUCAX apXUBHBIX (DOHIOB, K HAM CO3JIAETCSl HAyYHO-CIPABOYHBIHI
amnmapar, KOTOPBIA BKJIFOYAET: TUTYJbHBIA JIUCT, JIUCT MEPEUMEHOBAHUMN, TTPEIHUCIOBHE
(MCTOPUYECKYIO CIIPABKY); CIIUCOK COKpaIlleHUH; yka3aTenu (IIpu He0OX0UMOCTH ).

4.1. TuTYyIbHBIA JUCT U JUCT EPEMMEHOBAHNH

TUTYNbHBI JHCT OMHCH SBIAETCA OOA3aTENBHBIM DSJEMEHTOM CIPAaBOYHOTO
anmapata. OH coAepXUT WH(DOPMALNMIO, OMPEACIAIONIYI0  PUHAICKHOCTD
JOKYMEHTOB, BHECEHHBIX B OIUCh, K KOHKpeTHOMY (OHIy WM €ro 4dYacTu; K
OTIpE/ICTIEHHOMY TEPHOy BpPEMEHH, a TAaK)K€ MOWCKOBBIE aHHBIEC, CIOCOOCTBYIOIIHE
HAaXOXJICHUI0O omuch B apxuBe. CBelneHUs, pa3MelleHHble HA THUTYJIHHOM JIHCTE,
BOCTIPOU3BOSTCS Ha 00JI0KKE OTIHCH.

TUTYNBHBIN IUCT K OMKMCH BKIIIOYAET CIEAYIONINE PEKBU3UTHI:

- MOJIHOE€ HAUMEHOBAaHUE TOCYJapCTBEHHOr0 (MYHHUIMIIAJILHOTO) apxuBa (€Ciu
OpraHu3alys SBISIETCS UCTOYHUKOM €T0 KOMILJIEKTOBAHMS);

- HAMMEHOBAaHUE OpPraHM3alMM C YKa3aHHUEM MOJYUHEHHOCTU (IIpU €€ HAIUYHH),
HAYaJlbHOM M KOHEYHOM JaT CyIecTBOBaHUS (OHI000pa3oBareist MOJ JIaHHBIM
Ha3BaHueM. Eciu opranuszanus nelcTBYymoIIas — yKa3blBaeTCsl TOJIbKO HauyajibHAas JlaTa,
COOTBETCTBYIOIIAs MTOCJIEHEMY HAMMEHOBAHHIO OpraHu3auu. JlaTel ohopMIISIOTCS Kak
uudpoBbIM, TaKk W OYKBEHHO-LUM(POBBIM CIOCOOOM C HOBOM CTPOKHM TOCTE
HAUMEHOBaHMS opraHu3anuu. HanMeHoBaHue maeTcs B BHIE O(UIIMATBHO MPUHSATOTO
MOJTHOTO;

- HOMep apxuBHOTO (oHAa (TMpUCBAMBAETCS TPH TEPBOM MOCTYIUICHUU
JOKYMEHTOB Ha FOCY/IapCTBEHHOE XpaHEHHE);

- HOMED OTIHCH;

- HAMMEHOBaHWE OMHUCH C YKa3aHHEM KaTerOpUU BKJIIOYCHHBIX B HEE IOKyMEHTOB
(IOCTOSIHHOT O, BPEMEHHOTO XpaHEeHHUs, JOKYMEHTOB I10 JINYHOMY COCTaBy U T.1.);

- KpailHMe JaThl BKJIIOYEHHBIX B OMNHMCh E€AMHMIl XpaHEHUs (YyKa3bIBalOTCS Ha
TUTYJBHOM JIMCTE [1OCJI€ HA3BaHUs OMIMCU C HOBOM CTPOKH).

[Tpu U3MEHEHUU HAaVMEHOBAHHUSI donmooOpazoBares WIH ero
MOJIBEJOMCTBEHHOCTH B T€UEHHUE MEPHOJa BPEMEHH, 32 KOTOPBI COCTaBJIE€HA OIKUCH, HA
TUTYJIHHOM JIUCTE YKa3bIBa€TCS CHayalla MoCIeHEee ero HAaMMEHOBaHuUE, a 3aTEM BCE €ro
NIEPEUMEHOBAHUS B XPOHOJIOTHYECKOM MOCIEA0BATEIBHOCTH C YKAa3aHUEM HaydaJlbHOU U
KOHEYHOH J1aT CYLIECTBOBAHMSI 11O KaXK/IbIM HAUMEHOBAHUEM.

Ecnu nHazBanue (oHmooOpazoBaresnisi MEHSJIOCh MHOTOKpaTHO (Oojee 3-x), Ha
TUTYJTHHOM JIMCTE JaeTCs €ro MOoCTeHee Ha3BaHKe, a BCe TIEPEUMEHOBAHUSI TIPUBOISITCS
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B JINCTE MEPEUMEHOBAHUN B MCTOPUYECKON (XPOHOJIOTMYECKOW) MOCIEA0BATEIbHOCTH.
Jluct nepernMeHOBaHMI MOMENIAETCS 3a TUTYJIbHBIM JTUCTOM (TipuioxkeHus NeNe 4, 5).

4.2. UcTopuyeckasi cipaBka (peancJaoBue) K OMUCH

Hcropuueckas crpaBka (MPeIUCIOBHE) K OMNUCH SBISETCS BaXXHOW COCTaBHOM
YacThI0 CHUCTEMBl HAy4YHO-CIIPaBOYHOro anmnapara. I[lpu mnepBoM ynopsigouYeHHUH
JIOKYMEHTOB COCTaBJISICTCS UCTOpUYECKasI cIpaBKa 00 OopraHu3anuu
(bormoobpazoBarene) u ¢oume. [lpu mocnaemyromeM YHOPSAOYESHUU TOKYMEHTOB
COCTaBJIICTCS IPEAUCIIOBHE K onucH (mpuiioxkeHue Ne 6).

BxiroueHHBIE B MCTOPUYECKYIO CIIPABKY CBEICHHS 0 MUCTOPHUM JEUCTBYIOLIEH
OpraHU3alliy JOJIKHBI OXBAThIBATh NMEPUOJ OT Havajga 0Opa30BaHUs MO MOCIEIHUN TO/,
32 KOTOPBINA YIOPSIIOYEHBI JOKYMEHTHI.

Hcropuueckas cripaBka COCTOUT U3 UCTOPUUECKON U apXxeorpaguueckoil yacTei.

B uctoprueckoil 4aCTU KpaTKO OMUCHIBAIOTCS HCTOPUUYECKHUE YCIIOBHS, B KOTOPBIX
BO3HUKJIA U IEVCTBOBAJIa OPTaHU3ALIMS, YKA3bIBAETCA /1aTa €€ BOSBHUKHOBEHUS C IMOJTHBIM
HaUMEHOBAaHHMEM, COOTBETCTBYIOIIMM 3TOW JaTe, CO CCHUIKOW HAa HOPMATHUBHBIE
MIPABOBbBIEC AKThl WU PACIIOPSAIUTEIbHBIE JOKYMEHTHI. [lepBOHAaYaIbHO B UCTOPUUYECKOM
CIpPaBKE YKa3bIBAIOTCS TMMOJYMHEHHOCTb, (YHKIMM OpraHU3allMM Ha MOMEHT €€
CO3/IaHHs.

CBenenus 00 U3MEHEHWM HAUMEHOBAHUS, TMOAYMHEHHOCTH, (QYHKIIHM,
peopranu3anuy, JUKBUJAIMK OpraHU3allid  OTPaXalTCs B  XPOHOJOTHMYECKOMN
MOCJIEAOBATEILHOCTH CO CCHUIKOM Ha COOTBETCTBYIOIIME HOPMATUBHBIE MTPABOBBIC aKTHI,
pacropsiguTeabHble JTOKYMEHTHI. [IpuBefeHHbIE CBEACHUS IOJIKHBI COOTBETCTBOBATh
COJIEpKAHUIO HOPMATUBHBIX ITPABOBBIX aKTOB UJIM PACHOPSAUTENBHBIX JTOKYMEHTOB.

B toMm ciiydae, eciu cBeIeHHS IO UCTOPUM OpTraHU3allUUd ObLIM YCTAaHOBJICHBI HE
[0 aKTaM U PACHOPSIUTENbHBIM JTOKYMEHTaM, a [0 KOCBEHHBIM MCTOYHUKAM (YIJIOBBIE
IITaMIIbI, TIeYaTH, OJAHKH U T.1.), TO 3TO CJEAYeT OTOBOPHUTHh B YKa3aHHOM pasele,
HaInpuMmep:

Usmenenue cmpyxmypol 06veounenus «Cubagmompancy npocieicusaemcs no
WMAMHBIM PACNUCAHUAM U USMEHEHUAM K HUM.

CrtpykTypa U MOJIBEIOMCTBEHHASI CETh OPTaHU3AIMHU YKa3bIBAIOTCSI HA MOMEHT €€
BO3HUKHOBEHUS, J1aJie€ B XPOHOJIOTMYECKOM IMOCIEAOBATEIBHOCTH OTPAXKAIOTCS BCE
OCHOBHBIE HM3MEHEHUs, MPOU3OUICAIINE 3a TNEPUOJ €€ CYIIECTBOBAHMS, a 3aTeM
YKa3bIBa€TCs BCS CTPYKTYpa HA MOMEHT OKOHUYAHHS OTIMCHIBAEMOT0 TIEpUOIa.

He pexkomenayercss mnepeHachlllaTh HCTOPUYECKYIO CIpaBKy uUH(opMaiuei,
BBIXOJISIIICH 32 paMKH TpeOyEeMbIX CBEJICHUM.

Ecin n3meHeHunii 3a ONUCBHIBAEMBIN TEPUOJ HE MPOU3OULIO, TO B UCTOPUUECKOU
CIIPaBKe JielaeTcsl OTMETKAa 00 OTCYTCTBUU ATUX U3MEHEHU, HAIIpUMED:

B nepuoo ¢ 1992 no 2000 200vl usmenenuil 8 HAUMEHOBAHUU, NOOYUHEHHOCTNU U
CmpyKmype npeonpusimusi He npou3oulo.

[Ipu ccpimkax Ha JMOKYMEHTHI COOJIOMACTCS CIEAYIOIIasl MOCJIeIOBATEIHHOCTD:
BHUJI JOKYMEHTA, aBTOp JIOKYMEHTA, JlaTa JOKYMEHTa, HOMEP TOKYMEHTa, 3arojiOBOK,
HarnpuMmep:
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Ilocmanoenenuem I’ yoepuamopa Hosocubupcroii oonacmu om 15.03.2005 Ne 456
«O cozoanuu ..... » ¢ 01.04.2005 obpazosan ... ».

CnpaBouHble JaHHBIE O MECTOHAXOXKICHUU JIOKYMEHTOB, TMeEpeJaHHbIX Ha
XpaHEHHE B apXuB, O(POPMISIOTCA B BHJIE CHOCOK, COCTOSIIIUX U3 CIEAYIOIIUX
AJIEMEHTOB: Ha3BaHME apxuBa, HOMep (GOHIA, HOMEP OMHUCH, HOMEp Jelia, HoMmep(a)
nucTa(oB), HAIIPUMED:

I'KY HCOT'AHO. @. P-560. On. 1. ]]. 1527.J1. 1 —7.

Ecniu  ngOoKyMeHTBI HaxoIdTcsi Ha BEIOMCTBEHHOM XpaHEHUHU, BMECTO
HaMMEHOBAHUSI apXMBa NPUBOJAUTCS HAUMEHOBAHUE apXUBa OPTaHU3AIINY, HATTPUMED:

Texywuti apxue Munucmepcmea 30pasooxpanenus Hosocubupckou obracmu.
@D. P-29.0n. 1. /1. 3512.J1. 1 - 15.

Ecnu npu HanucaHuM UCTOPUUYECKON CHpaBKU ObUIM MCIOJIb30BAHBI CBEJICHUS U3
JOKyMEHTOB, KOTOpBIE OTCYTCTBYIOT B (pOHIAX apxuBa JUOO B OpraHU3AIINH,
YKa3bIBACTCS] HCTOYHUK MOJYYEHUS JaHHOU MH(OpMAaIu, HAlIpUMED:

Beoomocmu Bepxosnoco Cosema CCCP, 1980, Ne 27, cm. 540.

B apxeorpadguueckoil 4aCTH UCTOPUYECKON CIIPABKU OTPAXKAKOTCS CBEICHUS 110
ucrtopun GoHAA: JaTa MEPBOTO MOCTYIUIEHUS JOKYMEHTOB ()OH/IA B TOCYapCTBEHHBIM
WIM MYHUIMTNAIBHBIA apXuB;, WX O0bEM U KpailHHe JaThl; KpaTkas o0oOIeHHas
XapaKTEepUCTUKA COCTaBa JOKYMEHTOB, U3MEHEHHS B COCTaBe M oObeMe (poHIa U UX
MPUYHMHBI, HAJIWYWE €IUHUIl XPAHEHHUS, BBIXOASAIIMX 33 XPOHOJOTUYECKUE TPAHUIIBI
(dhoHa; cocTaB CIPABOYHOIO anmnapara K OMUCH.

Janee yka3bpIBalOTCS: KOJIMYECTBO U KpallHUE JaThl JIeJI, BKIIIOYEHHBIX B OIHUCH,
CBEJICHUS O COCTaBE€ M COJIEPKAHUM JIOKYMEHTOB OIIMCH, OCHOBHBIC MPUHIIUIIBI
dbopMupOBaHUS €IUHMI] XPAHECHUs, OCOOCHHOCTH HX OINHCAHUSA W CUCTEMATH3allNH,
BHUJIBl OTCYTCTBYIOIIMX JIOKYMEHTOB C YyKa3aHHEM XPOHOJIOTHYECKUX TMEPHOJIOB U
MIPUYHH UX OTCYTCTBHUSI, HAIPUMED:

byxeanmepckuii omuem akyuoneprozo obwecmsa 3a 2013 200 exnouen 8 cocmas
onucu Ne 1 ynpasieHus cenbCko2o X03aiUcmea aOMUHUCMpPayuu pationd.

Ecnu B onmuch J1e7 MOCTOSTHHOTO XpaHEHUsS! BKIFOUEHBI TOKYMEHThI BPEMEHHOTO
CpoKa XpaHeHusl (HampuMmep, KBapTalbHbIE OTYETHI) HEOOXOAMMO OOBSCHUTH B
HMCTOPUYECKOMN CITPaBKE 11€J1eCO00Pa3HOCTh BKIIFOUCHHS TAKUX IOKYMEHTOB.

B ornuume OT MCTOpUYECKON CHpaBKU B MPEIUCIOBHUE K OINKMCH BKIKOYAKOTCS
CBEJICHUSI O HAUMEHOBAHUH, MMOJYMHEHHOCTH, (PYHKITUAX, CTPYKTYpPE OpraHU3alUd U UX
M3MEHCHUSIX He OT Ha4yajia 00pa3oBaHMsl OPraHM3AIUM, a4 32 KOHKPETHBbIN Nepuoj
OmUCcaHusl JOKyYMEHTOB. B Hauase TekcTa MNpeauciioBUs CJIEAYeT yKas3aTh IOJIHOE
HaMEHOBAHUE OPTaHU3AIMU HA HAYaJI0 OMKCHIBAEMOTr0 NIEPHO/Ia, HAPUMED:

Ha 01.01.2013 naumenosanue yupexcoenus — MYHUYUNATbHOE KA3EHHOe
yupedsicoenue copooa Hosocubupcra «Hosocubupckuii 20poockoiil apxusy.

[IpenuciioBre MOXKET COCTaBIATHCS Kak o0liee Ko BceM omucsM (oHAA, TaK U K
oTAeNbHOM onuch. [Ipu cocTaBIeHWHM OTHAEIBHBIX MNPEAUCIOBUM K KaXIOM OIKUCHU
apxuBHOTO (DOHIA BCEe OOIIME JaHHBIE MO HCTOPUH (POHIO000pa30BaTENsT M HUCTOPHUH
apXWBHOTO (POHJIA TOMEIIAIOTCS B IPEAUCIOBUU K TIEPBOM OTHCH JIETI.

Hcropuueckas crnpaBka (IpeAUCIOBUE) K OMUCH MOIMUCHIBAETCS COCTABUTEIIEM C
yKa3aHUuEeM JOJKHOCTU U JaThl COCTABIICHUSI.
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[IpenuciioBue MMEET  CAMOCTOSITENBHYKD  HyMEpauui0 JIMCTOB, HOMEpa
IIPOCTABIIAIOTCS BBEPXY JIMCTA TI0 €r0 LEHTPY, IPU 3TOM Ha NIEPBOM JIMCTE HOMEp JIMCTa
HE CTaBUTCH.

4.3. Cnucok cokpaueHuii

Cnucok  cOKpallleHuH  TpeacTaBisieT  coOoil  andaBUTHBIM  MepedyeHb
BCTPEUYAIOIIMXCS B ONMCH M CIIPABOYHOM ammapare K HEW COKPALICHHO HalMCaHHBIX
CJIOB.

CokpanieHust BBOAATCS B LESX SKOHOMHHM MECTa JUIsl 4acTO BCTPEYAOLIUXCS
CJIOB B TEKCTE€ ONUCH, & TAKXKE ISl PacCKpbITHs a0OpeBUATyp B COCTABE CIIPABOYHOTO
amnmapara ¥ JOCTHKEHHS eIMHO00pa3usl B epeaue CoAepKaHus TOKYMEHTOB.

B cnmcok cokpameHWid BHOCATCS BCE COKpAlIEHWs CJIOB M IOHATHM,
ynoTpeOIIeMbIX B OMUCH, KPOME OOIETIPUHSATHIX, a TAKXKE COKpaIIeHHbIE 0003HAYEHUS
Ha3BaHUU OPraHOB U OPTraHU3ALUH.

OO1enpuHATbIE COKpAILEHUs, HE TPeOyIOIIME CHEIHANbHBIX pa3bsiCHEHU (T.€.,
T.JA., Ip. U Apyrue), o003HayaloIIue Ha3BaHUE MEpP MacChl, BpEMEHH, MPOCTPAHCTBA,
OTHOCAIIUECS K U(PpaM U HE BBI3BIBAIOIIUM JIBOSKOTO TOJIKOBAaHUS (KT, MUH., CM, M U
IPYTHUE) B CIIMCOK COKPAILEHUIN HE BKIIFOUAIOTCS.

Ha3Banusi opraHoB W OpraHu3aliii MpU BHECEHWU UX B OIUCHh B MEPBBIA pa3
MUIIYTCS MOJHOCTBIO U B KPYIJIBIX CKOOKax J1aeTcs UX COKpPAIlEHHOE Ha3BaHUE, a MpH
MMOBTOPHOM BHECEHHUH MX B ONKUCH OHU MTPUBOSTCS TOJIBKO B COKPAILICHUHU.

B cnucke cokpameHuid B andaBUTHOM TMOPSJIKE CJIEBa  PaCIOIararoTcs
COKpAILICHHbIE CJIOBA W TOHSTHS, a CIIpaBa 4epe3 TUPE NAETCA UX MOJHOE 0003HAUCHHE
(npunoxxenne Ne 7).

CnMCcoK COKpaleHNn MOMEIIAETCS MTOCIE MPEAUCIOBHS K ONTUCH.

4.4. YkazaTeaun

VYKkazaTenu COCTaBISIOTCSA, KaK TNPaBUJIO, K CIOXHBIM IO CTPYKType H
COJICP)KAHUIO ONUCAM JeJl, JOKYMEHTOB JUIsl OOJIerdeHuss M YCKOPEHHs IOHCKa
HEOoOXOUMOW HH(pOpPMAIMK, a TakXKe C LEJbI0 JIydlleil OpHeHTaluu B COCTaBe U
COJIEP’KaHUU €IUHUL XPAaHEHHUS.

VYKazarenu K ONUCH MPEACTABISIOT COO0OM mepeyeHb MPEAMETHBIX MOHSATHUH,
BCTPEUAIOIIUXCS B 3aT0JIOBKAaX OMHUCH, C HEOOXOINMBIMH MOSICHEHUSIMUA M CCHITOYHBIMU
TaHHBIMHU.

B mocnemnee Bpemsi ocoboe 3HAUYCHHE MPUIACTCS AOKYMEHTaM IO JIMYHOMY
coctaBy. B cBs3M ¢ uem ykaszaTenu LeIecooOpa3HO COCTaBIATh K OMUCAM, COCTOSIIUM
U3 KOMIUIEKCHBIX JINUHBIX JI€]1, C(OOPMHUPOBAHHBIX 110 J1aTaM YBOJIBHEHHS COTPYIHUKOB.

Hanpumep, B ykazaTenu BEIHOCATCS OYKBBI U3 KOMIUIEKCHBIX JIEJT CO CChUIKaMH Ha
nena (A — 00. 1, 20, 35, 48) wnu B yKa3zatenab BBIHOCUTCS (pamIUIds C OTCHUIKOW Ha
HOMEp CAWHUIIBI XpaHECHHS W JHCT (Aopamos K.E. — 0. 105, na. 26). Tlocnemamit
yKazareib MOXKET COCTABJIATHCS Ha OCHOBAaHUHM BHYTPEHHEW OMHCH (€CIIM OHAa UMEETCH).

K ogHoMy ¢oHIy MOTyT COCTaBIATHCS HECKOJIBKO yKaszaTesel, TOMOJHSIOLINX
MH(GOPMALIMIO O COACPKAHUU €TUHUI] XPAHECHUS.
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VYkazarenu MOryT BKJIIOYATh CBEJCHUSI W3 3aroJIOBKOB €IMHMI] XPAHEHUS Kak
OJIHOM OIMCH, TaK U Bcex onucei (oHma.
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5. Ilpuioxkenust

[Tpunoxenue Ne 1 k m. 2.3

HEPEYEHDb IOKYMEHTOB
110 JIMYHOMY COCTABY JA0Jr0OBPEMEHHOI0 CPOKA XPAHEHUS, MOAJIEKALIUX
BKJIIOYEHUIO B OIIUCH JI€JI 110 JIHYHOMY COCTABY

PacnopsiiuteibHble  JOKYMEHTHI 10 JMYHOMY COCTaBy  (TpHUKa3bl,
pacnopsbKeHUs, 3aMCKH, 3aMEHSIONINE IPUKA3bI 110 TUYHOMY COCTaBY, TOCTAHOBJICHUS
u ap.).

K pacnopsauTenbHbIM — JOKyMEHTaM, MMEIOIIMM JIOJTOBPEMEHHBIM  CPOK
XpaHEHHUsI, OTHOCSITCS CJIETYIOIIHE:

- 0 TIpHeMe, TepEeBO/IE, MEPEMEIEHNH, YBOJIbLHEHNN;

- 00 U3MeHeHn! (hamMuIInu;

- 0 TIOOIIPECHHH, HarPaKICHUH;

- 00 orutaTe Tpy/Ja, O pa3aUYHBIX BbIIaTax (00 yCTaHOBJIEHUHU OKJIAJIOB, AOILIAT,
HaJI0aBOK K OKJIay U JIp.);

- 0 BPEMEHHOM 3aMeIIEeHNH, COBMEIICHHUH JTOJDKHOCTEH

- 0 IPEMHUPOBAHUU;

- 00 aTTecTalMu;

- O TIOBBINICHUY KBATH(PUKALINH;

- 0 IPUCBOCHUH 3BaHUM (KJIACCHBIX YUHOB), Pa3psi/IOB;

- 00 oTIycKe 1o OEpeMEHHOCTH 1 POJIaM;

- 00 OTITyCKax MO yXOJy 3a peOeHKOM;

- 00 oTmyckax 6e3 coxpaHeHUs coliep KaHus (3apabOTHOM IJIATHI);

- 0 BCEX BHIAX OTMYCKOB PAOOTHHUKOB C TSHKEIIBIMH, BPEIHBIMU M OTACHBIMH
YCIIOBHSIMU TPY/a;

- 0 IGKYPCTBaX IO MPO]IITF0 OCHOBHOM TSI TEIEHOCTH;

- 0 JUIUTETHHBIX BHYTPUPOCCUNUCKHX U 3apyOeKHBIX KOMAHIUPOBKAX;

- 0 KOMaHJIWPOBKax sl paOOTHUKOB C TSDKEIBIMH, BPEAHBIMH M OTIACHBIMH
YCIIOBHSIMH TpPY/a.

Cnenyet yuyutsiBaTh, 4TO B 1960-80-€ oAbl B OTAEIBHBIX OPraHU3AIMAX BOIIPOCHI
npuemMa, TEePeMEeIIeHUs U YBOJbHEHUS PAOOTHUKOB OGMOPMIISIIUCH MNPUEMHBIMHU,
NnepeBOAHLIMU M YBOJLHUTEILHBIMH 3aNIUCKAMM.

B ciydae oOTCyTCTBHMS B OpraHU3alMH PACHOPSIUTEIBHBIX JOKYMEHTOB IIO
JUYHOMY COCTaBYy YHOPSJOUYCHUIO M BKJIIOYCHHUIO B OMKCH JIEN IO JHUYHOMY COCTaBY
MO/IJICXKAT:

- JTOKYMEHTHI (IIPEICTaBIICHUS, XOAAaTaiiCTBa, aHKETHI, aKThl) 00 YCTaHOBJICHUU
MIEPCOHANIbHBIX CTABOK, OKJIAJ0B, HaJI0ABOK;

- TPOTOKOJIBI 3acelaHuil KOMHUCCHUH IO YCTAHOBJIEHHUIO TPYAOBOIO CTa)Ka IS
BBITIJIATHI HAJ0aBKH 3a BBICIYTY JeT (10 2010 rona).

JIOKyMeHTbI 10 TIpueMy, TNepeMelieHuI0 (MepeBoay), YBOJbHEHHIO
pPadOTHUKOB:
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- JINYHBIE JeJIa YBOJIEHHBIX PAOOTHUKOB, B T.4. FOCY/IapCTBEHHBIX T'PAXKIAHCKUX U
MYHULMNAIBHBIX CIY)KAIUX (3asBJICHMsI, KOMMU MPUKA30B U BBIIMCKU U3 HUX, KOIHUU
JMYHBIX JOKYMEHTOB, JIUCTKH 110 YYETY KaJpOB, aHKEThI, aTTECTALlMOHHBIE JIUCTHI U JIP.);

- TPYAOBBIE JIOTOBOpHI (Cily>)K€OHBIE KOHTPAKThI), TPYAOBbIE COTJAIlECHUS,
JOTOBOPBI NOJIPsiia (HE BOLIEAIINE B COCTAB JINYHBIX J1€1);

- YTBEPKICHHbIE MHINBHUIyaJIbHBIE TOJKHOCTHBIE PETIIAMEHTBI TOCY1apCTBEHHBIX
Y MYHULMTIAIBHBIX CIIY)KalllUX;

- YTBEpXJCHHbIE WHAMBUAYyAJIbHbIE WHCTPYKIMHA O TpaBax U OOS3aHHOCTSIIX
pabOTHHUKOB (TOKHOCTHBIE HHCTPYKIIUN);

- IMYHbIE KAPTOYKH PAaOOTHUKOB, B T.4. BPEMEHHBIX paOOTHUKOB;

- XapaKTepUCTUKU paOOTHUKOB, HE UMEIOIIUX JUYHBIX aen (1o 2010 roqa);

- BBIE3THBIC JIeia CICIHATMCTOB, KOMaHANPOBAHHBIX Ha pabOTy 3a pyOeKoMm;

- JIOKyMEHThI (BBIIMUCKM M3 NPOTOKOJIOB, CIUCKH TPYAOB, OTYETHI) IS
KOHKYPCHBIX KOMMCCHUH IO 3aMEIICHHI0 BaKAHTHBIX JOJDKHOCTEH, M30paHUIO0 Ha
JOJKHOCTD JIUI (paOOTHUKOB) (HE UMEIOIINX JIMYHBIX JIEI);

- LITaTHbIE PACCTAHOBKH (LITAaTHO-CIMCOYHBIN COCTaB paOOTHUKOB);

- CBEIEHUS O J0X0JaX, 00 UMYIIECTBE M 00s3aTENbCTBAX HMMYIIECTBEHHOI'O
XapakTepa TOCYJApCTBEHHBIX TIPaXAAHCKUX W MYHHUIMIAIBHBIX CIIyXallux (He
BOIIE/IINE B COCTAB JIUYHBIX JIEJ);

- JJOKYMEHTHI (3asBJIeHUSI paOOTHUKA O COTJacHMM Ha 00pabOTKYy MEepCOHAIbHBIX
JAHHBIX, CBEJECHUS, YBEIOMJIEHUS) O CYyOBEKTE MEPCOHANBbHBIX TAHHBIX;

- CIUCKU paOOTHUKOB OPTraHU3ALMH (JJMYHOT'O COCTaBa);

- CHOUCKM M KapTOYKM Yyd4eTa OCBOOOXKIECHHBIX PAOOTHUKOB OOIIECTBEHHON
opraHuzanuu (00beAMHEHNS );

- NHCbMEHHBIE YBEIOMJIEHHS paldoTojmarenss o0 YBOJBHEHHH PAaOOTHUKOB C
yKa3aHUEM NMPHUYMH (HE BOIIEIUINE B COCTAB JIMYHBIX JEI);

- MepenucKa Mo BOIpocaM peabmiIuTainuu (MOJUTUYECKON, MPodecCHOHAIbHOM,
MEJIUIIMHCKON) PaOOTHHUKOB;

- aKThl NpHEMaA-TIEpeNaYd JIMYHBIX J€1 TOCYJAapCTBEHHBIX TPAXKIAHCKUX H
MYHMIIMIIAJIBHBIX CITY’KalIUX MPU MEPEX0/ie Ha APYTryIo padboTy;

- KHUTH, XypPHAJIbl PETUCTPALMH, KapTOYKH, yKa3aTelu K PACHOPAIUTEIbHBIM
JOKYMEHTaM 110 JUYHOMY COCTaBY;

- KHWIHW, JKypHAQJIbl, KAapTOYKM Yyd4eTa IpueMa, IepeMenieHus (mepeBoaa),
YBOJIbHEHUS] paOOTHUKOB;

- KHUTH, KypHaJIbl y4yeTa, ali(paBUThl JUYHBIX A€, JUYHBIX KapTOUYEK, TPYIOBBIX
JOTOBOPOB (KOHTPAKTOB) TPYAOBBIX COTJIAIICHUN;

- KHUTH, )KypHaJIbl BbIJAUM (yUeTa ABUKEHUS) TPYAOBBIX KHIKEK U BKJIAJIbIIICH K
HUM;

- TOJKHOCTHBIE KAPTOUKH HOMEHKJIATypHBIX paOOTHUKOB (10 1995 rona).

JIoKyMeHTBI 00 o1uiaTe TpyAa:

- IUIIeBbIe KAPTOUYKH, cueTa pabOTHUKOB IO 3apa0OTHOM IJIaTe;

- TOKyYMEHTHI (ITPOTOKOJIbI, aKThl, CIIPaBKH, CBEJIEHHUs) 00 Oruiate Tpy/a, BhIILIaTe
JCHE)KHOTO COZEpXaHUsl M HAYUCICHWU CTaka paboThl JHIaM, 3aMelalolIuM
roCyapCTBEHHbIE JOJDKHOCTH;
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- WHIUBUIYATbHBIC CBEICHHS O TPYIOBOM CTaxKke, 3apaboTKe (BO3HATPaKICHUN),
JIOXOJI€ ¥ HAYUCJIEHHBIX CTPAXOBBIX B3HOCAX 3aCTPAXOBAHHOIO JIMIIA;

- peecTpbl CBEJICHUH 0 10X0JaX PU3NYECKUX JIMII.

B ciyyae OTCyTCTBUSI B OpraHM3alMM JIMIEBBIX CYETOB WJIM BEIOMOCTEU
HAYKCIICHUsT 3apaOO0THOM IJIaThl YMOPSJOYEHUIO U BKIIOYEHHIO B OIMNHUCHh JEd IO
JUYHOMY COCTaBY MOJJIEKAT CIAEAYIONIUE BUIBI JOKYMEHTOB:

- JIOKYMEHTHI (CBOJIHbIE pacueTHble (PacYeTHO-IUIATEKHBIE) BEIOMOCTH
(TaOynsirpaMMbl) ¥ JOKYMEHTHI K HHUM, pacueTHbIC JIMCThI Ha BbAady 3apaboTHOU
IJIaThI, TOCOOUH, TOHOPAPOB, MATEPHAIILHOM IMTOMOIIH | JP. BHITLIAT);

- HaJIOTOBbIE JIEKJIApalldd M pacyeThl ABAHCOBBIX IUIATEXKEH 10 €IUHOMY
COLIMAJIBHOMY HAJIOTY;

- HAJIOTOBbIE KapTOYKH IO Y4eTy JOXOJIOB U HAJIOTa Ha T0XOAbl (PU3UUECKHUX JIUI]
(¢d. Ne 1-HADJI);

- JIeKJapaly M pacueTbl aBAHCOBBIX IUIATEKEW IO CTPaXxOBbIM B3HOCAM Ha
00s13aTeIbHOE IEHCUOHHOE CTPaxOBaHMUE;

- CBEJICHUS O J0X0JaX (PU3NUECKUX JIULL;

- JIOKyMEHTHI (aKThl, CIpPaBKH, CYETa) O MPUEME BBITIOJHEHHBIX pabOT TIO0
TPYJIOBBIM JIOTOBOpaM, JIOTOBOpaM NoJipsiaa ¢ PU3NUECKUMHU JIUIIAMU;

- CIIUCKU paOOTHUKOB, MOJIYYAIOIIUX TEPCOHAIBHBIE CTABKH, OKJIAJIBI;

- BEJIOMOCTH y4€Ta 4YacoB pabOThI MIpenogaBaTeieil.

JIOKyMeHTBbI 00 aTTecTaluy U TAapu(PuKaAUH, TPUCBOCHUH KJIACCHBIX YHHOB
U CTIeHAJIbHbIX 3BAHUIL:

- aTTECTAl[MOHHbIC 3aKIIIOUYEHHUS; JOKYMEHTHI (MPEIIOKEHUsI, PEKOMEHIAlNH,
KOMHUHU JIOKYMEHTOB, MPOTpaMMBbl BBITIOJHEHHUS PEKOMEHJAIMMA, BBIJAHHBIX B XOJE
aTTeCTalluM) K HUM (HE BOIIEIIINE B COCTAB JIUYHBIX JICN);

- Tapu(PUKAMOHHBIE BEIOMOCTH (CIIUCKH);

- TOKYMEHTHI (CIIPaBKH, aHKETHI, CIIUCKH ) TI0 Tapu(PHUKAIIMU IEPCOHANIA;

- JIOKyMEeHTHI (TIpEACTABJICHHS, 3aKIIOUEHUS, JUIUIOMBI, YIOCTOBEPEHHS,
CBUJIETEIHCTBA) O MPUCBOCHUH KJIACCHBIX YHHOB U CIEIUATBHBIX 3BaHUH (HE BOILIEIIIINE
B COCTaB JIMYHBIX JIETT).

K 1okymeHTaM AOJTOBPEMEHHOrO Cpoka XpaHeHus (15 iner), momyexamum
YIOPSAJOYEHHUIO, OTHOCATCSA NPOTOKOJIBI 3aCE€JaHUl, TIOCTAHOBIEHUS aTTECTAllMOHHBIX,
KBATM(UKAIIMOHHBIX, TAPUPUKAIMOHHBIX KOMUCCUIN; JOKYMEHTHI (MPOTOKOJBI CYETHBIX
KOMHUCCHIA; OIOJIJIETEHU TAHOTO TOJIOCOBAHUS) K HUM.

JIOKYMEHTBI 0 HATPaKACHHUU:

- TOKYMEHTHI (IIPEACTABICHNE, HArPAIHbIE JIUCTHI, XOAATAWCTBA, XapAKTEPUCTHUKH,
aBTOOMOrpauu, BBIMUCKK W3 PEIICHUH, NOCTAHOBIEHWM, MPOTOKOJIOB U Jp.) O
MPEACTABIICHUH K  HArpaXICHHUIO TOCYJapCTBEHHbIMH, MYHULHMNAIbHBIMU U
BEJIOMCTBEHHBIMU Harpajamu, T[PUCBOCHUM 3BaHUM, TMPUCYKJIECHUU TpeMuil (B
HarpakJarolux OpraHru3ausaX MOCTOSHHO);

- JIOKYMEHThI (IIpe/CTaBICHUs, XOJaTaliCTBa, XapaKTEpPUCTUKH, Ouorpadum,
BBIIIUCKU U3 PEIICHHM, TOCTAHOBICHUM, MPHUKa3bl, IEPENUCKa) O 3aHeceHUH Ha Jlocky
[Touera (He BomeAIIME B COCTAB TUYHBIX J1€7);
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- XojaTaiicTBa O BbIJau€ AyOJMKATOB JIOKYMEHTOB K TOCYAapCTBEHHBIM,
MYHHUIIUTIATbHBIM M BEJOMCTBEHHBIM HarpajgaM B3aMEH YTPAYEHHBIX; JIOKYMEHTBI
(3asBJICHUS, CIIPABKH) K HUM (B HarpakI1alolnX OpraHu3alusX MOCTOSIHHO);

- HEBOCTpPEOOBAaHHBIE TOCYAAPCTBEHHbIC, MYHHIIMMAIbHBIE W BEIOMCTBEHHbIE
Harpapl (y10CTOBEPEHHS ).

JIOKyMEHTBI 0 HeCYACTHBIX CJIy4asiX, CBA3AHHBIX C PON3BOACTBOM:

- aKThI pacciieIoBaHus MPOPECCUOHAIBHBIX OTPABICHUHN U 3a00JICBAHNI;

- JIOTOBOPBI CTpaxoBaHMsI pAOOTHMKOB OT HECUACTHBIX clydaeB (mpu
HACTYIUICHUH HECYACTHOTO CiIyydasi);

- JOKYMEHTHI (aKThI, 3aKJIFOYCHHS, OTYETHI, IPOTOKOJBI, CIPAaBKHA) O
MIPOU3BOJCTBEHHBIX aBapHsIX W HECYACTHBIX CIIy4asX IO MECTy MPOUCIICCTBUS
(cBsi3aHHBIC C KPYMHBIM MaTEPHAIBHBIM YIIEPOOM M YEJIOBEUYECKUMHU JKEPTBAMH
XPaHSTCS MOCTOSIHHO);

HeBocTpeOoBaHHbIE JIUYHBIE JOKYMEHTbI PA0OTHHUKOB:

- TPYIOBbI€ KHUKKH;

- BOCHHBIE OUJICTHI;

- CBUJIETEIILCTBA O POXKJICHUH, 00 00pa30BaHUH;

- IUTIJIOMBI, aTTECTaThl, YJIOCTOBEPEHUS U JIP.

JIOKyMEHTBI, NOATBEP:KIAIIHE 3aHATOCTH Ha PpadoTax ¢ TIKeJIbIMM,
BPeIHBIMHU U ONMIACHBIMM YCJIOBUSIMU TPY/AA (J1ajee — BpeaHbie npodeccun):

- TOKyMEHTHI (TOJOXEHUS, MPOTOKOJbI, PEIICHUs, MPEIJIOKEHUS, 3aKITI0UYEHN,
MEepPeYH! CTaHAApPTOB W HOPM, IMEpeuHH pabouymx MecT, OOOCHOBaHWs, [aHHBIEC,
nH(pOpMaIMK, BEIOMOCTH padOYUX MECT, KapThl aTTECTAIIMM PaOOYUX MECT, IUIaHbI) 00
aTTecTaluu paboyux MECT MO yCIOBHIM TPY/Ia;

- TOKYMEHTHI (aKThI, 3aKJIFOUCHHUS, CIIPABKU U Jp.), TTOATBEPIKIAIOITUE TSKEIbBIC,
BpE/IHbIE, OTIACHBIE YCIOBHS TPYA;

- JTIOKyMEHTHI (IIPOTOKOJBI, CIPABKH, 3aKIIOYEHUS) O TSKEIBIX, BPEIHBIX,
OTACHBIX YCJIOBUSX MPOU3BOJICTBA, TPABMATU3ME U MPOGECCUOHAIBHBIX 3a00JIEBAHUSIX;

- TOKYMEHTHI (OTYETHI, CIIPAaBKH, HHPOPMAIIMK) O TIEPEBOJIC PAOOTHUKOB BPEIHBIX
npodeccuil Ha COKpaIeHHBIN padounii AeHb WK pabouyro HEIEIIO;

- TOKYMEHTHI (aKThl, JJOKJIQJHBIC 3aITUCKU, 3aKIFOUCHHUS) O COKpAIIEHUU paboyero
JTHSI B CBSI3U C TSDKEIIBIMU, BPEIHBIMU, ONTACHBIMU YCIIOBUSAMH TPY/Ia;

- CIUCKH pabOoTaroNMX Ha MPOU3BOJICTBE C TSHKEIBIMH, BPEIHBIMU, OMACHBIMHU
YCIIOBHSIMU TPY/a;

- CIIUCKH PaOOTHHUKOB, YXOASIINX HA JIHTOTHYIO TIEHCHIO;

- KOMaHJUPOBOYHBIE  YIOCTOBEpEHHsS  pPaOOTHUKOB, HAINpaBICHHBIX B
KOMaHIUPOBKHU B paiioHsl Kpaiinero CeBepa v mpupaBHEHHBIE K HUM MECTHOCTH;

- Tabenu U HapsJibl PpAOOTHUKOB BPEIHBIX Mpodeccuit;

- Tabenu (rpaduku), *KypHaJIbl ydeTa pabodyero BpeMEHH paOOTHUKOB BPEIHBIX
podeccHit;

- )KypHAaJIbI y4eTa pabOTHUKOB BPEIHBIX PO ecCcHil, COBMEIIAIOMIUX MPOQPECCUH.

B cmydae orcyTcTBUS Kakux-1uOO0 JAPYrHX JTOKYMEHTOB, TOJITBEPKIAOIINX
3aHATOCTh Ha pPabOTax C TSOKEIBIMU, BPEIHBIMH W OMACHBIMH YCIOBUSIMH TpYya,
YIOPSTOYCHHUIO ¥ BKITFOUEHHUIO B OTKCH JIEJ 110 JIMYHOMY COCTaBY IMOJJICKAT:
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- aKThl, 3aKJIOYeHUss 00 OO0eCmeueHHH padouux M CIYXKallUX CHeIUaIbHON
0JIeXK0M, 00YBbIO, CTICIIMAIBHBIM MTUTAHUEM;
- yTEBBIE JIUCTHI pAOOTHUKOB BPEAHBIX TIpodeccHii.



35

[Tpunoxenue Ne 2 k 1. 3

VYhpaBiaeHUe. ......ccvveennnnn... YTBEPXIAIO
Havanehuk ynpapneHus........
®onxa P - 0000
N.0. ®amunus
OIMHUCH Ne 1 «_» 2016 .
JIeJT TOCTOSIHHOTO XPaHEHUs
322013 rox
Ne | Uunekc 3aroJjI0BOK neia Kpaitnue |Kou-Bo |[Ipumeuanue
nmn | Jena JIaThl JMCTOB
1 2 3 4 5 6
PykoBOACTBO
40 | 01-01 |Pacmopsokenusi pykoBogutens @DenepanbHoro|26 despans| 16
JIOPOKHOTO areHTCTBa, OTHOCSIIIUECS K| 22 urois
JIEeATEIbHOCTH YIIPaBJICHUS 2013
41 | 01-01 |ITocranoBnenuss u pacnopsokenus ['ybepHaropa| 10 sHBaps 76
HoBocubupckoir  obmactu,  oTHOcsimuecss k|09 nexaOps
JIeATETbHOCTH YIIPaBICHUS 2013
42 | 01-01 |IIpukazbr PYKOBOAMTEIIA MuHuctepcrBa| 14 suBaps | 138
TpaHcmnopTa u JIOPOKHOTO xo3giictBa| 31 urons
HoBocubupckoit  obmacte,  OTHOCAIIHECS K 2013
JESITENIbHOCTH yIpaBleHus, T. |
43 | 01-01 |IIpukazbr PYKOBOAMTEIIA muHucteperBa| 01 aBrycra | 144
TpaHCIOpTa u JIOPOKHOTO xo3siiicTBa | 25 nexabps
HoBocubupckoit  o0macTe,  OTHOCAIIHECS K 2013
JIESITEIIbHOCTH YIpaBleHus, T. 2
44 | 01-02 |IIporokosn Ne 1 3acemanusi kojuieruu ympasienus |20 ¢pespans| 45
U JOKYMEHThl  (IOKJIaJpl,  MpEICTaBJICHHS, 2013
pelIeHus) K HeMy
45 | 01-03 |IIporokosmbr NeNe 1 — 12 mnpousBoactBeHHbIX| 09 ssHBaps 98
COBELIaHUH y HaYaJIbHUKA YIIPABICHUSA 16 nexabps
2013
46 01-04 |IIpuka3zer NeNe 1l-om — 68-o1 HavanbHuKa| 10 ssHBaps 121
YIIPABJIEHUS IO OCHOBHOM JESTEIBHOCTH, T. 1 31 aBrycra
2013
47 | 01-04 |IIpuxazer NeNe 69-om — 170-on wavanpHuKa |0l ceHtsiOps| 138
YIPaBJIEHUS 110 OCHOBHOM J1E€ATENBHOCTH, T. 2 31 nexabps
2013
48 | 01-05 |Ilomoxenus o0  otrnenmax,  yrBepxkaeHHele| 2013
HAYaJIbHUKOM YITpaBJICHUS
49 | 01-06 | Ilnan pabGotsl ynpasienus Ha 2013 rox 50
50 | 01-07 |Ilepenucka ymnpaBieHus ¢ agMuHUcTpauueit| 06 mapra 36
I'y6epnatopa  HoBocuOupckoit — obmactu  u|25 nexadps
[IpaButensctBa HoBocuOupckoit  obmactu 0 2013
IIPOBEJECHUN MEPONPUATUI 1O MPOTUBOAECUCTBUIO
KOppYNILHUU
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3

51

01-08

JlokymeHTsl  (mOKMampl, TaOJHUIIBI,
uHpopmanuu) o0  uTOrax
yIpaBICHUS

CIIPaBKH,
NeSTETbHOCTH

2013

55

OTtnen NpoeKTHOW JOKYMEHTAUHU U
IIEHOOOpa30BaHMs

52

02-02

ITpoTokomnsl NeNe 1 — 13 3acegaHuil TEXHUUECKOTO
COBETA OTJIeJIa KallUTaJIbHOTO PEMOHTA, T. |

15 auBaps

17 urong
2013

110

53

02-02

NeNe 14 — 28
coBeTa OTIena

3acenaHun
KaIIMTAJILHOT'O

[TpoTokobI
TEXHUYECKOTO
peMoHTa, T. 2

18 uronsg
05 nexabps
2013

124

54

02-03

[Iporokosbr NeNe 1 — 18 3acenanuii TEXHUYECKOTO
coBeTa  OTAeNa pPEMOHTa U COJEpXKaHMA
ABTOMOOWJIBHBIX JIOPOT, T. |

15 suBaps
28 nroHs
2013

118

55

02-03

[Iporokoner  NeNe 19 — 30 3acemanwuit
TEXHUYECKOTO COBETa OTIella PEMOHTa |
COJIepKaHUsl aBTOMOOMIIBHBIX JIOPOT, T. 2

01 urons
10 nexabps
2013

125

OTtnen ¢puHAHCOBOTO OOEcCrieueHus

56

03-08

bromxeTrHas cmera ynpasienust Ha 2013 rog

11

57

03-09

[lIrarHoe pacnucanue ynpasineHus Ha 2013 rog

10

Otnen yueta 1 OTYETHOCTH

58

05-10

Byxrantepckuii otuer ynpasienus 3a 2013 rog

79

59

05-14

Otuer ympaBieHHUS MO HAJIOTY Ha MMYIIECTBO 3a
2013 rox

24

[1;1aHOBO-3KOHOMHYECKUN OTAET

60

06-08

Otuer ympaBieHUST O BBIIOJHEHWH IIJIaHA
JIOPO’KHO-CTPOUTENBHBIX PadOT, MPEACTaBIIICMbIH
B 3akonomarensHoe CoOpanune HoBocubupckoii
obnacty, 3a 2013 ron

26

61

06-11

CraTHCTUYEeCKHH OTYET YNpPaBICHHS O BBOJE B
HKCIUTyaTalHIo 31aHui 1 coopyxkeHuit (. Ne C-1)
322013 rox

29

62

06-15

CTaTUCTUYECKHI OTYET YMpPaBJICHUS O PEMOHTE U
COJICpP’)KaHUM aBTOMOOWJIBHBIX ~JOPOT  OOIIEro
MOJIb30BaHus (heJepaibHOro, PEerHOHAIBLHOTO WIIH
MEXMYHUITUTIATBEHOTO 3HaueHus (¢. Ne 3-aBTomop)
3a 2013 ron

13

Otaen 3eMiIenoib30BaHusl U UMYILIECTBEHHBIX
OTHOIIEHU

63

11-02

[lepeunn  aBTOMOOMJIBHBIX ~ JOpOr  0OLIero
M0JIb30BaHUS PETHOHAIBHOTO "
MCKMYHUIUIIAJIBHOI'O 3HAYCHUS, OTHCCCHHBIX K
rOCyIapCTBEHHOM COOCTBEHHOCTH
HoBocubupckoit o6nactu

2013

71

64

11- 03

CBeneHUs1 O HACEJICHHBIX ITyHKTAaX, HE MMEIOIIUX
CBs3U 110 JOoporaM C TBEPABIM IMOKPBITUEM C CEThIO
nopor obmero mnonb3oBaHusa HoBocubupckoit
oOnactu

2013
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UX Kareropusx MU COOPYXKEHUAX Ha HUX

(. NeNe 1 — JII", 2 — JIT") 32 2013 ron

1 2 3 5 6
65 | 11-05 |Craructuueckue  OTUETHl  yOpaBieHHs 00 13
11-06 |aBTOMOOMIBHBIX JOpOTax OOIIEro IOJb30BAHUSA,

B nanubIil pasmen onmcu BHeceHo 26 (nBaamath mecth) aen ¢ Ne 40 mo Ne 65, Tom uucie:

JUTEPHBIEC HOMEpa!
MPOIYyILIEHHbIE HOMEpa!

JloxkyMeHTOBe

14.04.2016

COI'NTACOBAHO

IIporokon OK ynpasieHus ...
or 16.04.2016 Ne 1

N.0. ®amunus
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[Tpunoxenne Ne 3 k . 3

YOpaBiaeHUE. ......ocuvvvvnnnnn... YTBEPXIAIO
HavansHuk ynpasienus. .......
®onx P - 0000
N.0. Gamunus
OIINCDH Ne 2 «_» 2016 .
JIeJT 110 INYHOMY COCTaBY
322013 roxg
Ne | Uunekc 3arooBOK jiena (ToMa, 4acTH) JlaTta nena Cpox Kon-Bo | [Ipumeua-
nmn | jgena TOMa, YaCTH) XPAaHEHUs | JHUCTOB HUe
nena (ToMa,| B jene
4acTH) (Tome,
YaCTH)
1 2 3 4 5 6 7
191 | 03-01 |IIpuka3er NeNe 01 — 125 nauvansHuka| 09 sHBaps 2063 137
YIIPABIICHUS 10 JUYHOMY COCTaBy, T. | 30 uronHs
2013
192 | 03-01 |IIpuxa3er NeNe 126 — 273 nauvanbHuka| 01 urons 2063 175
yIpaBJIeHUS 10 JIMYHOMY COCTaBy, T. 2 | 30 nexkalOps
2013
193 | 02-09 |KapTouku-cnpaBKd II0 HAYUCICHUIO 2013 2063 96
3apabOTHOM IJIaThI paboTHHKaM
yrnpaBieHus (anmapar ymnpaBieHUS),
T. 1
194 | 02-09 |KapTroyku-cpaBKH IO HAYUCICHHUIO 2013 2063 30
3apaboTHOM I1aThI paboTHUKaM
yrpaByieHUs! (OTAENT BOJIHBIX PECypcoB
o HoBocubupckoit obiactu 1), T. 2
195 | 02-09 |KapTrouku-cpaBKH IIO HAYUCICHHIO 2013 2063 39
3apabOTHOM ILJIaThI paboTHHKaM
yrpasieHus: (OTAed BOAHBIX PECYPCOB
o Kemepogsckoit o6mactu), 1. 3
196 | 03-25 |Jluunsle kaptouku (¢p. T-2, T-2I'C 2013 2063 37
(MC)) YBOJIEHHBIX paboOTHUKOB
ynpasnenus (A — W), 1. 1
197 | 03-25 |Jluynsle kaprouku (¢p. T-2, T-2I'C 2013 2063 39
(MCQ)) YBOJICHHBIX paboOTHUKOB
ynpasnenus (K — 1), 1. 2
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3

4

198

CaeneHus 0 HAYMCJIIEHHBIX n
VIUTAYSHHBIX CTPaxOBBIX B3HOCAX Ha
00s13aTeNIbHOC IIEHCUOHHOE
CTpaxOBaHHE€ U CTPaAXOBOM  CTa)Ke
3aCTpaxOBaHHBIX JIMI; O CyMMe
BBIIUIAT M HWHBIX BO3HAIPAXKICHHM,
HAYHCIICHHBIX B TMOJNB3y (HU3UIECKHUX
aun (¢. C3B-6-4), 1. 1

SITHBaph
HIOHb
2013

2063

168

199

CaeneHus 0 HAYMCJIEHHBIX u
VIUTAYSHHBIX CTPaxOBBIX B3HOCAX Ha
00s13aTeNbHOE IMEHCUOHHOE
CTpaxOBaHHE€ U CTPaAXOBOM  CTa)Ke
3aCTPaxOBaHHBIX  JIMI[; O  CyMMe
BBIIUIAT M HWHBIX BO3HAIPAXKICHHM,
HAYUCJICHHBIX B TOJB3Y (U3NICCKUX

mun (. C3B-6-4), 1. 2

HIOJIb
nexkadpb
2013

2063

181

200

Peectp CBEJICHUU 0 noxoaax
dbuznveckux sl 3a 2013 rox

2063

101

B nannbiii pa3zaen onucu BHeceHo 10 (aecsats) men ¢ Ne 191 mo Ne 200, B ToM ywmcie:

JUTEPHBIC HOMEpA:
IPOMYLICHHBIE HOMEPA:

Benymuii cneruanucr-skcnepr

17.05.2016

COT'JTACOBAHO

[Iporokon OK ynpasieHus ...
o1 19.05.2016 Ne 1

N.0. ®amunus
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[Ipunoxenne Ne 4 x 1. 4.1

['ocynapcTBenHOe KazeHHOe yupexaenne HoBocubupckoit obmactu
«T"ocynapcTBennsiii apxuB HoBocubupckoi o0mactm»

MUHHCTEPCTBO CTPOUTENBCTBA NPEANPUATHI HEPTAHON U ra30BOM MPOMBIIIUIEHHOCTH
CCCP

Crennanu3nupoBaHHOE CTPOUTEIBHOE 00bEIMHEHUE «Y paNTPyOOIPOBOACTPOII»

Tpect «HoBoCcHOUPCKTPYOOITPOBOACTPOI»
(24.06.1988 — 15.12.1993)

®onpg Ne P-
Omuce Ne 3

JUYHBIX KaPTOUCK YBOJICHHBIX PAOOTHHKOB
3a 1989 — 1993 ronwl

Obpasey oghopmnenus mumynbHO20 JUCMA K ONUCU
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[Ipunoxenne Ne 5 x 1. 4.1

MUHUCTEPCTBO CTPOUTENHCTBA MPEANPUATHI He(PTAHOMN U ra30BOM MPOMBIIIICHHOCTH

CCCP

[''maBHOE TEPPUTOPHATBEHOE YIIPABIEHUE IO CTPOUTEIIBCTBY MAaruCTPAIBHBIX
TpyOOIIPOBOJIOB B BOCTOUHBIX pailOHAaX

Tpect 1o CTpOUTENBCTBY MarucTpaJIbHbIX ra30HE(PTENPOBOIOB
«BoCTOKTpYyOOIIPOBOICTPOI»

(05.03.1974 — 14.08.1980)

MUHHCTEPCTBO CTPOUTENHCTBA MPEANPHUATUN HEDTIHON U Ta30BOM MPOMBIIIIICHHOCTH
CCCP

['maBHOE TEPPUTOPUATBEHOE YIPABIEHUE IO CTPOUTEIIBCTBY MarCTPAIbHBIX
TpyOOIIPOBOIOB B BOCTOUHBIX pailoHax

Tpect «HoBocuOUPCKTPYyOOIIPOBOICTPOID
(14.08.1980 — 24.06.1988)

MUHHCTEPCTBO CTPOUTENBCTBA NPEANPUATUN HEPTIHON U ra30BOIl MPOMBIILIIEHHOCTH
CCCP

Crenuaan3nupoBaHHOE CTPOUTENbHOE 00bEIMHEHUE « Y PAITPYOOIIPOBOJICTPOI»
Tpect «HoBoCcHOUPCKTPYOOITPOBOACTPOI»
(24.06.1988 — 15.12.1993)

Obpasey oghopmnenus 1ucma nepeumerHo8aHull K Onucu
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ITpunoxxenne Ne 6 k 1. 4.2

[Ipenucnosue k onucu Ne 1 nen
MMOCTOSIHHOTO XPaHCHHUS
32 2009-2012 roas! (po3bick), 2013 roapl

Ha 01.01.2013 naumeHnoBaHue opranuzaiuu — HoBOcHOMpCKUI COIMANbHBIA KOMMEPUYECKHIA
O0ank «JleBoOepexxkHBIN» (OTKPBITOE akKIMOHEpHOe oO0miecTBo). 3a 2013 roa wW3MEHEHHWHd B
HanMeHOBaHUM baHka HE mpoU301LIO.

bank BxomuT B OaHKOBCKyIO cucTeMy Poccuiickoit ®enepanii U B CBOCH JEATEILHOCTH
PYKOBOACTBYETCs 3aKOoHOAATeNbCTBOM Poccniickont denepanumn.

3a 2013 roa B opraHu3anoOHHON CTPYKTYype baHka mpou30mun clieyonmne n3MEHEHHUS:

- Ha ocHoBaHuu npotokona Ilpasnenus or 28.01.2013 Ne 01-4 B coctaB OmnepanioOHHOTO
YIIpaBjieHKs BKIIOYEH OT/Ie] ONePalMOHHOrO COIPOBOKICHHS; !

- Ha ocHoBaHuM npotokona IIpasnenus ot 14.02.2013 Ne 02-6 B opraHu3allMOHHYIO CTPYKTYPY
banka BBenennl: Omneparnmonnbiii opuc «Kpacnosipckuii-2»; Kpeautno-kaccoBbiit opuc «Tomckuii-
2»;?

- Ha ocHoBaHuM npotokoia [IpaBnenus ot 28.08.2013 Ne 08-10 B opraHM3allMOHHOM CTPYKTYpe
banka:

UCKIIIOYEH M3 COCTaBa YTPABJICHHS HIIOTEUHOTO KPEIUTOBAHMS OTAENT CONPOBOXKICHUS U
peprHAHCUPOBAHHS UTIOTEUYHBIX KPEIUTOB;

BKIIIOUEH B COCTaB YTpaBJICHHS HWIIOTEUYHOTO KpPEOUTOBAHUA OTHEN OQOpMICHHUS U
pedMHAHCHPOBAHMS HIOTEYHBIX KPEIUTOB;

Ha ocHOBanuu pemieHusi ToJoBOro oOmero codpanusi akuuoHepoB baHka (mpoTokom OT
23.05.2015 Ne 1) HoBocubupckuii conuaibHblii koMMepueckuil 0ank «JIeBoOepexHbI» (OTKpPbHITOE
aKIMOHEpHOEe OOIIeCTBO) MeperuMeHOBaH B HoBOCHMOMpCKMIA COIUANbHBIA KOMMEpUecKuid OaHK
«JleBoOepexkHBII (TTyOJIMIHOE aKITMOHEPHOE OOIIECTRO).

OpranuzannonHas cTpykrypa banka va 31.12.2013:

- O6uiee coOpaHue aKIIMOHEPOB;

- Coser aupekropoB banka;

- [IpaBnenne banka:

- I'enepasibHbBIN JUPEKTOD;

- PykoBoacTBo banka;

- Cinyx0a BHYTPEHHET0 KOHTPOJIS;

- Otnen mo pUHAHCOBOMY MOHUTOPHUHTY M KOHTPOJIIO;

- YrpaBieHue OoleHKH 0aHKOBCKHX PUCKOB:

- OT/I€J OLEHKU OaHKOBCKUX PUCKOB;
- OTJIEJI OLIEHKU PUCKOB MIIOTEYHOI'O KPEIUTOBAHUS U KPEIUTOBAaHUS MaJoro Ou3Heca;
.
- YrpasieHue no paboTe ¢ IepCcoHaNIOM:
- OT/I€] OpraHu3alluy OIUIaThl TPYAA;
- OTJeJI IO PaboTe ¢ NEPCOHAIOM;
.
- Cimyx0a 5KOHOMHYECKON O€30MaCHOCTH:
- OT/IeJ 5KOHOMHUYECKON 0€301acHOCTH;

ey

'I'KY HCO I'AHO.®.P-143.0n.1.1.869.J1.21.
2I'KY HCO I'AHO.®.P-143.0n.1./1.869.J1.56.
ST'KY HCO I'AHO.®.P-143.0n.1./1.871.J1.66.
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["oponckue 1OMOIHUTENbHBIE / KPEIUTHO-KAacCOBBIE O(UCHL:

- Jlomosmautensubiii opuc (Ilp. K.Mapkca, 23);

- HononHuTtenbHbIH oduc «LleHTpanbHbII;

- JHonomuurensHelit oduc (r. O0b);

.

JlononuurenbHble, KpeIuTHO-KaccoBbie oduckl o HoBocubupckoil obnactu:

- JonomuutensHbIi opuc «baranckuii;

- JlonomuurensHbiit oduc «bapabuHCKui»;

- HononuurensHblil opuc «HoBokysHenkuii-2»; KKO «HoBoky3HenKuii-2»

.

OnepanuoHHble, KpeAUTHO-KAacCOBbIe 0QuChl 1o CubupckoMy (eaepalibHOMY OKPYTY:

- OnepannoHHbIi oduc «bapHayIbCKHI»;

- OnepanuonHsiit opuc «KemepoBcKuity;

.

- KpenutHo-kaccoBslii opuc «bapHaynbckuii-3»;

- Kpenutno-kaccoBbiii opuc «KemepoBckuii-4».

B npornecce ynopsoueHus: TOKyMEHTOB COCTaBJIeHa onuch Nel 1€ MOCTOSIHHOTO XpaHEeHHUs 3a
2009-2012 rozasr (po3sick), 2013 roas B kommuecTse 148 ne.

B cocraB ommcu BKIIOYEHBI: MPOTOKON TojoBoro OOmero coOpaHus akIMOHEPOB OaHKa,
npotokonbl 3acenanuii: Cosera aupektopoB, KpenutHoro komurera, KimeHTckoro xomwurera,
Po3nanunoro kpenutHoro komuteTa, KpeauTHOoro komutera (KpemuToBaHWE (U3WYECKHX JIHII),
OUHAHCOBOTO KOMHUTETa OaHKa, NpPUKa3bl M PACHOPSHKEHHUS TEeHEpPAIbHOTO AMPEKTOpa OaHKa IO
OCHOBHOM J€ATEIbHOCTH, OM3HEC-TIJIaH 0aHKa, OTYETHl OaHKa O pe3yJbpTaTaxX pean3ali BHYTPEHHETO
KOHTPOJIS U 110 (PMHAHCOBOMY MOHHTOPHHTY, 10 HAYUCICHHBIM H YIUIAYeHHBIM CTPAaXxOBBIM B3HOCAM Ha
00s13aTeNbHOE TEHCHOHHOE, MEIUIIMHCKHE W COLMAIBHOE CTPaXOBAaHWE, O BHIIIATE OOBSBICHHBIX
(HAYUCIIEHHBIX) TUBUCH/IOB MO aKIMSIM aKIIMOHEPHOTO OOIIeCcTBa, MO IEHHBIM OyMaram, oT4eT OaHka
- Ipo(heCCHOHATTLHOTO yYacTHUKA PhIHKA IEHHBIX OyMmar, myOJuKyeMasi OTYETHOCTh OaHKa O MPHOBLISIX
U yObITKax, 00 YpOBHE JOCTAaTOYHOCTH KamHTajia, TOAOBON OyXranTepcKkuil oTyeT OaHKa, TOJOBbBIE
CTaTUCTUYECKUE OTYETHl O YHCIEHHOCTH, 3apabOTHOW IUIaTeé W pACHpPENEeHUM YHUCIEHHOCTH
paboOTHUKOB MO pa3MepaM 3apabOTHON IUIAaThl; CHHMCKU aQUIMPOBAHHBIX JHI] OaHKAa U JApPYyrue
JIOKYMEHTBHI.

Hywmepanuss mnporokonoB 3acenanuii CoBera JUPEKTOpOB OaHKa BEAETCS IMOPSIKOBON
HyMepanueil B TeueHUE KaJIeHJapHOro Toja.

Hymepanus nporokonos 3acenanuii [IpaBnenus banka Benercs B TEUEHHE OJHOIO Mecsla, B
HOMEpax MPOTOKOJIOB yKa3aH MECSI] U HOMEp 3aceJaHusl.

B npotokonax 3acemannii KpennTHOro komMuTera M IPOTOKOJAX 3aceAaHMM KOMMTETa I10
MPOOJIEMHBIM KpeluTaM HyMepalusi IPOTOKOJIOB HE BEJIaCh.

B mnporokonax 3acenaHuii PO3HMYHOrO KpeIWTHOrO KOMMTETa YTNPABIEHUS HIIOTEYHOIO
KpeIMTOBAaHUSA C aBrycTa 1o HosiOpb 2013 roma Hymepamus He Benach, B Aekadpe 2013 roga 3acenanus
Po3HNYHOIrO KpEAUTHOIO KOMHUTETA HE TIPOBOANIINCH.

B cBs13u ¢ Tem, yTO BOBpeMsl HE ObLIM CIaHbl JTOKYMEHTBI U3 CTPYKTYPHBIX MOJpPA3/AeICHUN B
apxuB 0aHka, B onuchk 2013 roga BkitoyeHs! TokyMeHTHI 32 2009-2012 rojisl (po3bICK).

B cBsi3u ¢ TeM, 4TO ro/I0BOI OTYET MO LEHHBIM OymMaram He (OpMUPOBAJICS, B ONKUCH BKIOYEHO
neno (Ne 565), cocrosiiee U3 KBapTaJIbHBIX OTYETOB.

Jlena B onucH CUCTEMATU3UPOBAHBI 10 XPOHOJIOTUYECKU-CTPYKTYPHOMY IPUHILIUITY.

PU3NYECKOE COCTOSHUE JOKYMEHTOB YI0BIETBOPUTEIBLHOE.

AKT Ha yHMYTOXXEHUE JeJl, HEe WMEIIIUX MCTOPUYECKON IIEHHOCTHM U YTPaTUBIIMX
IIPAKTUYECKOE 3HaYEHHE, HE COCTABIISIICS.

HanmenoBanue TOKHOCTH COCTaBUTENS N.0. ®amunus

03.09.2016
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[Ipunoxenne Ne 7 x 1. 4.3

CHHUCOK COKPAIIIEHUI

['’AHO — rocynapctBennsiil apxus HoBocuOupckoii obmacTu

MTC — MalIMHHO-TPAaKTOPHAS CTAHLIUS

HUMBT — HoBocubupckuit HHCTUTYT HHKEHEPOB BOJIHOT'O TPAHCIIOPTa
OAOQO — OTKpBITOE aKIIMOHEPHOE OOIIIECTBO

Oprotaen — OpraHu3alMOHHBIN OTIEN

OPC — otnen pabouero cHaOKeHUs

OCMHU — ocobast cTpouTesibHasi MOHTaXHasl YacTh

[1®P — Ilencuonnsiii hona Poccun

OK — skcrniepTHast KOMUCCHS

Obpasey oghopmnenus cnucka cokpaweHull K oOnucu
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