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1. BBeaenue

B coorBercTBUM C 3akoHOAaTenbcTBOM Poccuiickoii denepannu B cdepe
apXMBHOI'O JI€JIa TOCYAApCTBEHHBIE OpraHbl, OpPraHbl MECTHOI'O CaMOYIIpaBJICHUS,
OpraHM3alMM U TpakJaHe, 3aHUMAlOIIMeCs MPEANPUHUMATENIBCKON JeSTENbHOCTbBIO, 0€3
oOpa3oBaHMs HOPUIMYECKOTO JIMIA, 00sA3aHbl 00ecreuYnBaThb COXPAHHOCTh APXHUBHBIX
JOKYMEHTOB, B TOM YHCJIE AOKYMEHTOB II0 JUYHOMY COCTAaBY, B TEUEHHE CPOKOB HX
XPaHEHHsI, yCTAHOBJIEHHBIX HOPMAaTUBHBIMU JJOKYMEHTAMU.

ObecnieueHne 00IIeCTBA U TPasKIaH JOCTOBEPHON HH(POPMAIUEH SBISETCS OHON
U3 OCHOBHBIX 3aJad TOCYJAapCTBEHHBIX M MYHHULHUIAJIBHBIX ApPXHUBHBIX OPraHOB H
yupexaeHuit. IPpPexkTUBHOCTD MOUCKA apXUBHON JOKYMEHTHOW MH(OpMAIMK 3aBUCUT
OT TOJIHOTBI M JOCTOBEPHOCTH HAy4YHO-CIPABOYHOIO ammapara K JOKyMEHTaM
ApxuBHoro ¢onna Poccuiickoii ®denepauuum W JOpyrdM apXUBHBIM JOKYMEHTAaM,
KAa4ecTBa COCTABJICHUS aPXHUBHBIX CIIPABOYHUKOB, B T.Y. ApXUBHOM OIKCH.

[{eap HACTOAIMX METOAUMYECKUX PEKOMEHIALUN — BHEIPEHUE €IMHON METOIUKH
cocTaBlieHUs] M O(OPMIICHUS OINUCEH JeN TOCTOSHHOIO XPaHEHUS U IO JMYHOMY
COCTaBy B NpPAKTUKY paOOThl OpraHU3aluil — UCTOYHUKOB KOMIUIEKTOBAHUS APXHUBHBIX
opraHoB u yupexxaeHuil HoBocuOupckoil o0nacTu, a Takxke opraHu3aluil, B KOTOPbIX
00pa3yroTcsl JOKYMEHTHI, MOAJIESKAIUE IPUEMY Ha XpaHEHHE B TOCYJapCTBEHHbIEC WU
MYHHULUIIAJIbHBIE ADXUBBI B CIIy4ac JIMKBUIALUU.

[TonoxeHuss METOIUYECKHX PEKOMEHAALMI IO COCTABICHHIO W O(OPMIICHHUIO
ONMUCEN NNl MOCTOSHHOTO XPAHEHUS M IO JMYHOMY COCTaBy M HAyYHO-CHPABOYHOTO
anmapara K HUM (zanee — METOJWYECKHEe PEKOMEHJAIMU) paclpoCTPaHSIOTCS Ha
YVIPABJICHYECKYIO JTOKYMEHTAlMI0, JOKYMEHThl BpeMeHHoro (cBeimie 10 5er) cpoka
XpaHeHHs] Ha OyMa)KHOI OCHOBE, B TOM YHCJIE 10 JIMYHOMY COCTaBY, HO HE 3aTParuBaoT
BOIIPOCHI  ONHUCAHUS JOKYMEHTOB JIMYHOTO TPOUCXOXKACHUSA, ayIHOBU3YaJIbHBIX
JOKYMEHTOB, HAayYHO-TEXHMYECKOW JOKYMEHTAMM W JOKYMEHTOB Ha 3JIEKTPOHHBIX
HOCHUTEIIAX.

JlelicTBE METOAWYECKHX PEKOMEHIAMNM HE pacHpoCTPAHSACTCS TaKXke Ha
JOKYMEHTBI, COJEpXKallue CBEICHHUs, COCTaB/AIOIIME TIOCYJAApPCTBEHHYIO TalHY,
YIOPSAOUYEHUE KOTOPBIX OCYIIECTBIIIETCA B COOTBETCTBUU CO  CIELHMAIBHBIMHU
HOPMAaTHBHBIMH JIOKYMEHTaMHU.

HacTrosiue metoanueckue peKkoOMEeHJalu pa3padoTaHbl B COOTBETCTBUU C:

- @enepanbHbiM 3akoHOM OT 22.10.2004 No 125-d3 «O06 apxuBHOM Jeje B
Poccuiickon @enepaunmn»;

- ®enepanbHbIM 3aKOHOM OT 27.07.2006 Ne 152-@3 «O nepcoHanbHBIX JAHHBIX»;

- 3akoHoM HoBocuOupckoit obnactu ot 26.09.2005 Ne 315-O3 «O0 apxuBHOM
nene B HoBocuOupckoit 061actuy;

- IlpaBunamu nenonpous3BoACTBa B (eAepalibHbIX OpraHax HCHOJHUTEIbLHOM
BJIACTH, YTBEPKIAECHHBIMU NocTaHoBIIeHUEM [IpaBuTenscTBa Poccniickont denepanuu ot
15.06.2009 Ne 477,

- [TpaBunamu opraHu3any XpaHEeHHsl, KOMIUIEKTOBAHUS, YUETa U UCIIOJIb30BAHUS
IO0KyMeHTOB ApxuBHOro Qonga Poccuiickoit @®enepauuu M Jpyrux apXHUBHBIX
JOKYMEHTOB B FOCYJapCTBEHHBIX U MYHUIIUIAIBHBIX apXUBaX, My3eaX 1 OMOIMOTEKaX,
oprannsanusax Poccuickon akageMnn HayK, yTBEPKACHHBIMU ITPUKa30M MHUHUCTEPCTBA
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KyJbTYpbl U MacCcOBbIX KOMMyHUKauuil Poccuiickoin ®@enepanuun ot 18.01.2007 Ne 19
(3apeructpupoBat B Muntocte Poccuu 06.03.2007, peructpanmonusiii Ne 9059);

- npuka3zoM MUHHCTEpCTBA KYJIbTYPbl U MAaCCOBBIX KOMMYHHUKaMii Poccuiickon
®enepauuu ot 10.09.2007 Ne 1273 «OO0 yrBepxkAeHUM (HOPM YUETHBIX W HMHBIX
JOKYMEHTOB MO OPTraHU3allMM XPAaHEHUS, KOMIUIEKTOBAHHUS, YY€Ta U HCIOJIb30BaHUA
IOoKyMeHTOB ApxuBHOro ¢oHna Poccuiickoit ®enepanuu U JIpyrux apXUBHBIX
JOKYMEHTOB B FOCYJapCTBEHHBIX M MYHHUIIUIIAIBHBIX apXUBaxX, My3esix U OuOIHOTEKaX,
opranuzanusx Poccuiickoil akanzemun Hayk (3apeructpupoBaH B MuHrocte Poccun
09.10.2007, peructparuonnsiii Ne 10291);

- [lepeyHeM TUIIOBBIX yIPaBICHYECKUX APXUBHBIX JIOKYMEHTOB, 00OpPa3yIOLIUXCs B
NESATENbHOCTH TOCYJAPCTBEHHBIX OpPraHOB, OpPraHOB MECTHOTO CaMOYIpaBJiCHUS U
OpraHu3aliii, C YyKa3aHUEM CpPOKOB XpaHEHWs, YTBEPKICHHBIM  IPUKA30M
MunucrepctBa KynbTypel Poccuiickoit ®enepanuum ot 25.08.2010 Ne 558 (nmanee —
[Tepeyenn).

- [IpaBriiaMu OpraHu3aliy XpaHEHUs, KOMIJIEKTOBaHUS, YU€Ta U UCIIOIb30BaHUs
ToKyMeHTOB ApxuBHOTO (QoHna Poccuiickoit ®eneparuu U Jpyrux apXUBHBIX
JOKYMEHTOB B OpraHax roCyAapCTBEHHOW BJIACTH, OPraHaX MECTHOTO CaMOYIpPaBJICHUS
M OpraHu3aluvsX, YTBEPKICHHbIMU NpPUKa3oM MuHHCTEpCTBa KyJIbTypbl Poccuiickoii
®enepanun ot 31.03.2015 Ne 526 (3apeructpupoBan B Muntocte Poccun 07.09.2015,
peructpanroHubIii No 38830) (nanee — [Ipasuia);

- npukazoMm @DeneparbHOr0 apxuBHOro areHTcTBa OT 23.12.2009 Ne 76 «O6
YTBEPXKICHUM METOAMYECKUX PEKOMEHJalui 1o pa3pabOTKe HWHCTPYKLUMM 0
JEJNOMPOU3BOACTBY B (peiepalbHbIX OpraHax UCIOJHUTEIbHON BIACTUY;

- T'ocynapctBennsiM ctangaptom Poccuiickoit @epeparun «I'OCT P 6.30-2003.
VYHuduurpoBaHHble  CHCTEMbl  JOKYMEHTALMH.  YHU(QUUUpPOBAHHAs  CUCTEMa
OpraHU3alMOHHO-PACTIOPSANTENILHON JOKYMEHTalMu. TpeboBaHus K O(OPMIIEHHIO
JOKYMEHTOBY», IPUHATBIM MOCTaHOBIIEHUEM ['occrannapra Poccuiickorn Penepauuu ot
03.03.2003 Ne 65-cr;

- HamumonansubiM cranmapTom Poccutickoit ®denepanuu «I'OCT P 7.0.5-2008.
Hamvonanbneii  cranmapt Poccuiickoit @epepanuu. CucrtemMa CTaHIApTOB IO
uHpopmaiuu, OMOIMOTEUHOMY M H3JaTeNbcKoMy neny. bubmmorpaduueckas ccwuika.
O6mme TpeOoBaHUST U TMpaBWIa COCTABICHUS», YTBEPXKICHHBIM  IPUKA30M
@enepadbHOrO areHTCTBa IO TEXHUYECKOMY PEryJIMPOBAaHUIO M METPOJIOTUHU
ot 28.04.2008 Ne 95-cT;

-  Meronuueckumu  pexoMeHAanusaMu  «OpraHu3aluOHHO-PACTIOPSAUTENIbHAS
HoKyMeHTalusi. TpeboBaHuss K  Oo(QOpMIIGHMIO  JIOKYMEHTOB. Mertoauueckue
pexoMenanuu o BHeapenuto I'OCT P 6.30-2003» (yrBepxkaeHbl PocapxuBom);

- Meroguueckumu pexkoMeHgauusaMu  «CoOCTaBlIEHHE apXMBHBIX —OMUCEN».
Pocapxus. BHUNJIA/IL. — M., 2003;

- Y4eOHO-MEeTOIMYECKUM MOCOOHEM «APXUBHBIE OMHMCH: METOJUKA COCTaBICHUS
u opopmrnenus». BHUNJA. — M., 2010;

- MeronuyeckuMu peKoOMEeHIausAMU «JKCIepTH3a IIEHHOCTH U 0TOOp B COCTaB
ApxuBHoro ¢onna Poccuiickoit @Denepanyu JOKYMEHTOB IO JIMYHOMY COCTaBY».
Pocapxus. BHUUJIA L. — M., 2014.
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2. Ilonsitue 00 onucu e U A0KyMeHTOB. CocTaB onucH

Onuck N1en1 W JTIOKYMEHTOB — apXMBHBIM CIPaBOYHMK, MpEAHA3HAYCHHBIA i
pPacKpBITHS COCTaBa W COJEpXaHHus Jei (CAWHUIL XPAHCHHUS), 3aKPCIUICHHS WX
CUCTEMaTHU3allMK BHYTPHU (HOHAA U UX yUeTa.

ApXHBHasi ONHUCh, OyAy4Yd YYETHBIM JOKYMEHTOM U CIPABOYHHUKOM IIO
CoJIepKaHUI0, HECET OOJIbIIYI0 MH(POPMALIMOHHYIO HArpy3Ky M, KPOME TOTO, SIBIISIETCS
OCHOBOW [JII COCTaBJICHUS JAPYTHX THIOB apPXHWBHBIX CIPABOYHUKOB: KAaTaJOTOB,
IyTEBOJAUTEIICH, YKa3aTEIEH.

Onucu nem M JOKYMEHTOB COCTaBIISIOTCS B OpPraHU3AlMSIX W BEJOMCTBEHHBIX
apXvBaxX Ha BCE 3aBEPIICHHBIE B JICTOMPOU3BOJICTBE JieJa MMOCTOSTHHOTO M BPEMEHHOTO
(cBerme 10 ;met) xpaHeHWS W Jena MO JWYHOMY COCTaBYy, IMPOIISAIIAE JKCIEPTH3Y
IIEHHOCTH, C(OPMHPOBAaHHbIE W O(MOPMIICHHBIE B COOTBETCTBHH C YCTaHOBJICHHBIMU
TpeOOBaHUSIMU.

CocraBneHue OMMCHM HAYMHACTCS C M3YYCHHS HMCTOPHM  OpraHU3aIUU
(ponmoodpazoBatens). st 3TOro HEOOXOIMMO O3HAKOMUTHCS C IOKYMEHTaMHu (yCTaB,
MOJIOKEHUS, CBHUJIETENBCTBA, TMPOTOKOJIBI, PEIICHMs, OINPEJCICHHs, IITaTHOE
pacnucaHue, HOMEHKJIaTypa Jel W Jpyrue) O TOCYJapCTBEHHOM perucTpaiuu,
AesaTeabHOCTH (TpeKpalieHHH JeATEIbHOCTH), 00 HW3MCHCHHSX B HAMMCHOBAHMWHU,
MECTOHAXO0XJACHUH, POopMe COOCTBEHHOCTH, CTPYKTYpPE U MOJUYNHEHHOCTH OpTraHU3aIlH.
Ha ocHOBaHWW M3y4eHHOTO MaTepuaia MPUHUMACTCS PEIICHUE O KOJIMYECTBE M BUIAX
OTUCEM.

Onuck COCTOMT W3 OMHCATENBHBIX CTaTel, PACIOJIOKEHHBIX B TOPSIKE WX
BAJIOBOM HYMEpAIIMM B COOTBETCTBMU CO CXEMOM CHUCTEMATHU3allMM, UTOTOBOM 3allvCH,
JUCTA-3aBEPUTENIS M CIPABOYHOTO ammapara K OIUCH.

2.1. OcHOBHBIE 3JIEMEHTHI ONMUCATEIbLHON CTATHH ONTUCH A€J NOCTOAHHOI'0
XpaHCeHUS. Oco0eHHOCTH COCTABJIEHHUS 3aroJI0BKa €¢IMHHNIbI XPaHCHUSA

OnucartenpHasi CTaThsi MPEACTABISIET COOOW HaOOp 00S3aTENBHBIX JJIEMEHTOB
OTHMCAHUS €AVMHUIIBI XPAaHECHUS (€IUHUIIBI YUETa):

1) nopsiaKoBBI HOMED;

2) 1eIonpOn3BOJICTBEHHBIN UHIEKC;

3) 3aroJI0BOK €IMHUIILI XpaHEHUSI;

4) KpaifHUe 1aThl JOKYMEHTOB B €IMHUIIC XPAHCHHUS,

5) KOJTMYECTBO JIUCTOB B CAMHUIIC XPAaHEHUS.

IMopsinkoBBIii HOMEpP — A3TO HOMEp jeia (CIUHUIIBI XPAHCHHS) IO OTIHCH.
[TopsiAKOBBI HOMEp JeNa 3aKPEIUIIeT B OMKMCH ITOCJICI0BATEILHOCTD PACIIOIOKCHUS
nen. Kaxpgoe neno naubGo Kaxaslii ero ToM (Y4acTh) BHOCSATCS B OIKCH O]
CaMOCTOSITEIIHBIM TIOPSIIKOBBIM HOMEPOM, B COOTBETCTBHUM C TPUHATONH CXEMOM
cucteMatusanuu jgen. Hymepamust jen BeneTcs B BaJIOBOM TOPSIKE HE3aBUCUMO OT
TOJIOBBIX Pa3/eIOB WU APYTHX 3ar0JIOBKOB, HAIPUMED:

Ecnu eo0o60ti pazoen onucu Ne 1 den nocmosaunoeo xpanenus 3a 2012 200

3akanyusaemcsi oeiom Ne 33, mo 2odoeoii pazden onucu Ne 1 Oen nocmosiHHO20
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xparnenus 3a 2013 200 nauunaemcs c dena Ne 34.

Jle10npon3BOACTBEHHBI MHIEKC — HOMEP, IIPUCBOEHHBIN Jiedny (TOMY, 4acTu
7ieNia) B I€JIONPOU3BOJICTBE OPraHU3alMK U 3aKPEIJICHHBIN B €€ HOMEHKIaType nein. [Ipu
OTCYTCTBUM HOMEHKJIATYypbl Jies rpada HE 3alojHSIETCs, a OTCYTCTBUE HHACKCAIUU
OTMEYAETCsl B IPEAUCIOBUM K OITUCH.

3aro/10BOK eIMHULbI XPAHEHUS] — OCHOBHOM 3JIEMEHT OIMCAHUS, OTPaXKaroLHii
UH(GOPMAIIMIO O COCTaBE U COJACPKAHUHU JTOKYMEHTOB €IUHHIIBI XpaHeHHs. OCHOBHOE
TpeOOBaHUE K 3arojiOBKYy €IUHHUIIBI XpaHEHHs: OOECIeUYHTh IOJHOE COOTBETCTBHUE
nH(GOpPMaIIMHU 3ar0JI0BKA IEHCTBUTEIHLHOMY COACPKAHUIO €TUHUIIBI XPaHEHUSI.

3arooBOK JIOJDKEH YETKO B 0000meHHOM (opme oTpaxaTb OCHOBHOE
CoJiep)KaHue Jielna M COCTaB ero JokymeHToOB. Cojaep:kaHHMe €IWHUIBI XpaHEHUS B
3arojIOBKE JOJDKHO TI€pPEIaBaTbCsi COBPEMEHHBIM S3BIKOM, 0€3 BBOJHBIX CJOB H
CIIOKHBIX CHHTAKCHYECKHX 000poToB. Crernuduueckne TEpPMUHBI B 3arojoBKax
NPUMEHSIOTCS 0€3 N3MEHEHUH.

[Ipu  cocrtaBieHMHM  3arojIOBKOB  J€l  UCHOJB3YyeTCsl  MHJMBUIyajbHas
HOMEHKJIATypa JIe] OpraHU3aliy 32 COOTBETCTBYIOIIMN MEPUOJI, @ TAKXKE OTPACIIEBBIE U
TUIIOBBIE IEPEYHH.

[lepen BKIIOYEHHMEM J€N B ONHMCHh IPOBOAUTCS YTOUHEHUE U KOHKPETHU3ALMS
3arojIOBKOB, B3ATHIX M3 CBOJAHONM HOMEHKJIATypel nen Jmbo Ilepeuns, c yderom
(baKTUYECKOTO COCTaBa M COACPKAHUS TOKYMEHTOB.

3aros0BOK, BHECEHHBIH B OIMUCH, TOJDKEH TOTHOCTHIO COOTBETCTBOBATH 3ar0OJIOBKY
Ha O0JIOXKKE JIena.

3aros0BOK BKJIIOYAET B ce0s: HAMMEHOBAHWE BU/IA €AMHUIIBI XPAaHEHUS WM BUIA
(pa3HOBUAHOCTH) JOKYMEHTOB; Ha3BaHUE YUPEKIEHUS, NTOJDKHOCTh W/UIU (paMUIIAIO U
WHUIMANBI JINIA, KOTOPBIM COCTaBJIEHBI JOKYMEHTHI (aBTOpP); Ha3BaHUE YUPEKICHUS,
JIOJDKHOCTh W/WiM (aMUJIMI0 U MHMLIMAJIBl JIMLA, KOTOPOMY aJIpEeCOBAHbI WM OT
KOTOpPOT0 TMOJY4YeHbl JOKYMEHTHI (aapecar, KOPPECHOHJEHT); BOIPOC WJIM IpPEIMET,
coObITHe, (aKT, UMS, K KOTOPHIM OTHOCHUTCS COJEp)KaHHE JIOKYMEHTOB €IWHULIBI
XpaHEHUs; MECTOHAXOXKJEHHE aBTOpa, ajpecaTa WM KOPPECHOHIEHTAa JIOKYMEHTOB;
JaThl JOKYMEHTOB €JMHUIIBI XPAaHEHHS U YKA3aHHBIX B HUX COOBITHIA.

B nauane 3arosnoBka yka3bIBaeTCsl BUJ Jie€Jla UM PA3HOBUIHOCTH BKJIIOUYEHHBIX B
JIeJI0 IOKyMEHTOB, HalpuMep:

Omuem uncmumyma o 6blNOJAHEeHUU NIAHA HAYYHO-UCCTIEe008AMENbCKUX paOOm 3d
2014 2o00.

Omuempwl, CNpaeKu MUHUCMEPCMBA O NPOBeOeHUU /[HA MeOUYUHCKO20 paboOmHUKA
6 Hosocubupcrou oonacmu 22 cenmsaops 2016 2ooa.

[Tpn HanMUuMM B JieJie HECKOJBKUX BUAOB JIOKYMEHTOB 1O OJHOMY BOMpOCY (HE
MeHee 3-X), HE CBSA3aHHBIX I[IOCJIEOBATEILHOCTHIO  JIEIOMPOU3BOJCTBA, MPHU
COCTaBJICHMM 3arojioBKa yHoTpeOJysieTcss TepMUH <«JoKyMeHTb». [locie crioBa
«JIOKyMEHTBD» B CKOOKAaX YKa3bIBaIOTCSI HA3BaHMsSI OCHOBHBIX BHJOB JOKYMEHTOB,
BKJIFOUEHHBIX B JIEJI0, HAIPUMED:

Hokymenmui (cnpaeku, mabauyvl, epaguxu u 0p.) o nposeoeHuu MOHUMOPUHSA
UBMEHEeHUsl YeH 8 UHBECMUYUOHHOU chepe Ha CIMPOUMENbHYIO NPOOYKYUIO.

Ecnu eguHMIia XpaHeHUs COCTOMT W3 PA3IUYHBIX [0 BHUAY JOKYMEHTOB,
CBSI3aHHBIX E€AMHCTBOM COJEPKAaHUS M MOCIEAOBATEIHHOCTHIO AEIOMPOM3BOACTBA IO
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OJTHOMY KOHKPETHOMY BOIIPOCY (ZIe7y), TPU COCTABJICHHWH 3aroJiOBKa yHOTpeOssieTcs
noustTue «uaeno». K Takum Bugam Jen OTHOCATCA cCyAeOHble, HaOIrofaTeNbHbIE,
apOuTpakHble, JJMYHBIE JIeJIa U Ap., HAapUMep:

Heno o gunancuposanuu cmpoumenbcmea 30aHus OpamamuyecKko2o meampa.

Ecnu nemo BKJIFOYAaET OCHOBHOM JOKYMEHT (HAmpuMmep, MPOTOKOJ) BMECTE C
JOTIOJTHSIOIIMMH €0 JIOKYMEHTaMH Pa3HOro BHJA (CIPaBKH, OTYETHI, JOKIAABI U JIp.),
TO B 3ar0JIOBKE YKa3bIBA€TCs BHUJI OCHOBHOTO JJOKYMEHTA, €ro COJIep:KaHue, aBTOPCTBO, a
B KOHIIE 3aroJioBKa yKa3bIBAeTCS «H JTOKYMEHTHI K HEMY» C PacKpPBITHEM B CKOOKax
COCTaBa MPUJIAaTraeMbIX JOKYMEHTOB, HallpuMep:

Ilpomokon 3acedanus pabouei epynnvl OenapmameHma NnoO NOO20MOBKe
MOPAHCECMBEHHBIX MEPONPUAMULL 8 Yecmb Hnpa3oHosanus 1oobunes Hoeocubupcroii
obnacmu u 0oKymenmol (UHGopmayuu, 00K1aodsl) K Hem).

[Ipu cocTaBieHUHM 3aroJIOBKOB K TaKUM JOKYMEHTaM KakK INTaTHOE pacIivCaHHe,
CMEThl JIOXOJIOB M PACXO0J0OB, KOTOpble (OPMHUPYIOTCS B OJHO JEJIO CO BCEMH
M3MEHEHUSIMU U JIOTIOJTHEHUSIMU K HUM, YKa3bIBA€TCSl HA3BaHUE OCHOBHOTO JIOKYMEHTA B
€IMHCTBEHHOM 4YHCJE€ W B KOHIIE 3arojoBKa OTMEYAeTCs «Ud M3MEHEHHS K HEMY),
HaIpumep:

LlImamnoe pacnucanue uncnexyuu Ha 2013 200 u usmeHneHus: K Hemy.

B 3arosioBkax ngen ¢ pacnopsAUTENIbHBIMUA JOKYMEHTaMH (TIOCTaHOBJICHUSMH,
MpUKa3aMu, PaCOPSKEHUSIMH ), IPOTOKOJIAMH, TTOCJIE HAMMEHOBAHUS BHJIa JIOKYMEHTA
YKa3bIBAIOTCA WX KpaHHWE (perHCTpalMoOHHBIC) HOMEpa, Ha3BaHHWE OpTaHU3AIHH-
(dhonmooOpazoBaTens (aBTOpa) yKazbIBaeTCsi B 000011IeHHOM hopme, HarpuMep:

Ilpuxazer NeNe 1 — 100 pykosooumens oOenapmameHma HO OCHOBHOU
oesimenbHOCU.
Ilpomokonvr NeNe [ — 10 3acedanuii 3KCNepmMHO-NPOBEPOUHOU KOMUCCUU

YNpaesieHus u 00KyMeHmuol (O0KIAObl, C8eOeHUsl, OMYenibl) K HUM.

Ecnu ummerorcs mponyiieHHbIE HOMEpPA, TO ATO OTPAKAETCS B 3aroJiOBKE U
OTOBApUBACTCSA B MPEAHMCIOBHH JIMOO B rpade «ImpHMeYaHUe» ONMHCATEIHLHOW CTaThH,
HaTpuMep:

Ilpomoxonvt NeNe 1 — 5, 7,9 — 12 3acedanuii konrnecuu ynpaeieHus.

Ecniu B nenompou3BOJCTBE OpraHU3alMM K HOMEpaM pPaCHOPSIUTEIbHBIX
JOKYMEHTOB, M3JAIOIIUXCS M0 PA3JIMYHBIM HATPABICHUSAM JIESTCIBHOCTH C OTISIbHON
HyMepaiyei, 100aBieHbpl OyKBEHHBIC MHJIEKCHI, TO OHU 00s3aTEIhHO YKa3bIBAIOTCS B
3aroJIoBKax Jiej1, HalpuMep:

Tpuxazwr NeNe 1-3 — 243-3 nauanbHuka uHcnexyuu 00 ymeepicoeHuu 3aKaioueHull.

Ecnu Hymeparus 10KyMeHTOB (ITPUKa30B, MPOTOKOJIOB U T.JI.) B JIeJie HapylIieHa
WJIM B JIEJIO BKJIFOUCHBI JJOKYMEHTHI 32 HECKOJIBKO JIET, TO KpaiiHHEe HOMEpa JOKYMEHTOB
B 3aroJioBK€ HE YKa3bIBAlOTCSI, a OCOOECHHOCTH (OPMHUPOBAHUS U HyMepaluu
OTMEYAOTCS B IPEIUCIOBUH K OITUCH, HATIPUMED:

Knuea npukazoé cenepanvno2o oupekmopa akyuoHepHo2o o0uWecmsea no OCHOBHOL
0essmelbHOCIU.

[Ipunoxenus, yka3aHHbIE B TEKCTE OCHOBHOTO JIOKYMEHTa, HE SBISIOTCS
OTZIETTLHBIM JIOKYMEHTOM U B 3ar0JIOBKE HE OTPAKAFOTCSI.
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Ecaum noKyMeHTBI, SIBISIOIIMECS! MPUIIOKEHUSIMH, CIPYIIUPOBAHBI B OTAEIBHOE
JIEJI0, TO 3aroJI0BKU (hOPMYITUPYIOTCS CIIETYIOIIUM 00pa3oM:

Ne | Unnekc 3aroJI0BOK neia Kpaitnue |Koun-Bo |[Ipumeuanne
nmn | Jena JAThI JNCTOB
1 2 3 4 5 6
PykoBoACTBO
40 | 03-04 | Ilpomoxon Ne 5 3acedanus wxomuccuu no |26 ¢pespans| 16
BONPOCAM MECMHO20 CAMOYNPABTIEHUS 2013

41 | 03-04 | Joxymenmor (Ooknaomvie 3anucku, cnpasxu, |26 ¢espans| 76
akmol) Kk npomoxony Ne 5 zacedanus komuccuu 2013
1O 8ONPOCAM MECMHO20 CAMOYNPABIeHUs

3aroyioBKM  JIe7, COAEpXallMe CTaTUCTUYECKHE OTYEThl, COCTaBISIOTCS C
yKa3aHuEM HOMEPOB (POPM CTATUCTUUECKON OTYETHOCTH, HAIIPUMED:

Cmamucmuueckuti omuem niaHo8020 ynpaesieHus no mpyoy (¢. Ne 1-m) 3a 2013
200.

[Ipu 0000IIEHHOM YyKa3aHWM BHUJOB CTAaTUCTUYECKHX OTUYETOB B 3arojoBKe
MEePEUUCIIAIOTCS HOMepa (QopM, a TMOJHbIE HAMMEHOBAHUS OTYETOB PACKPBIBAIOTCS B
MPEIUCIOBUU K OIKCH, HAITPUMED:

Cmamucmuuyeckue omuemvl NIAHOB020 YNPABIEHUS NO OCHOBHbIM HANPABIEHUIM
oesimenvrocmu (¢gh. NeNe 1-m, 8, 9, 9-cp, 1-x) 3a 1999 200.

B 3aronoBkax nen, copepKalux IMEepPenucKy, MOMHUMO OOIEro HauMEHOBAaHUS
BHJIa JOKYMEHTOB «IIEPENHCKay» TPeOyeTcs yKa3blBaTh HAMMEHOBAHHME KOPPECIIOHEHTA
(Ha3BaHME yUpEXKACHUS, TOJDKHOCTh U (WK) haMUIusl 1 UHULAAIBI JTUA, OT KOTOPOTO
MOJIyYeHbl JOKYMEHTHI HMJM KOMY OHH aJpECOBaHbI), a TaKKe TEMYy ICpPEIUCKH,
Harnpumep:

llepenucka ynpasenenus c¢ AQO «Pecuonanvhvie snexkmpuueckue cemu» O
CHAbJICeHUU INeKMpOIHep2Uell.

llepenucka ynpasnenuss c¢ axademuxkom Jlvicenko T.JI. 06 yuacmuu 6
KoHghepeHyuu.

Ilepenucka ynpagnenus ¢ MUHUCINEPCNEOM  IKOHOMUUECKO20 — pa38umus
Hoesocubupckoti obracmu no eéonpocam Gopmuposanusi nepeunell 20Cyo0apcmeeHHbIxX
yeaye u (pyHKyutl.

Ecnum mepenucka Benach € OJHOPOJHBIMU KOPPECHOHAEHTAMU, B 3arojoOBKE
yKa3bIBaeTCs 00Iee BU0BOE Ha3BaHNE KOPPECTIOHIEHTOB, HATIPUMED:

llepenucka ynpaenenus ¢ opeanamu npoxypamypsl Hosocubupckou obdracmu o
NOJIHOMOYUSAX HA OCYWecmeieHue KOHMpoas & cjepe apXusHo2o 0eld 6 OMHOUEHUU
0p2an06 20Cy0apCmeeHHol 81aCMU U MeCmMHO20 CaMOYNPABLeHUS.

B 3arosmoBkax  Jen,  coAep)KalMX ~— NEPEeNHCcKy C  Pa3HOPOIHBIMU
KOPPECTIOHIEHTaMH, TIOCJIEHUE HE YKA3bIBAIOTCS, HAIPUMED:

llepenucka ynpaenenusi 06 opeanuzayuu cemuHapos, CO8EWAHUL N0 B0ONPOCAM
HAy4YHO - MEeXHUYeCKOol NPponazarobl U 0OMeHa ONnbImoM pabomsl.
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He nmomyckaetcst ynmotpebiieHre B 3arojioBKe HEKOHKPETHBIX (POPMYIHPOBOK, HE
PaCKpHIBAIOIINX COJCpKAHUE TOKYMEHTOB, TAKWX, HAIPUMEp, KaK «pa3Hasi IeperrcKay,
«001I1ast IEPETrCcKay.

He nomyckaercss ynorpebneHue (OPMYIUPOBKH «HUCXOMASIIAS TEPEIUCKa,
«BXOJSIIAsT TEepPEeTNrcKay, T.K. BbICIECHHAs K IMOCTOSHHOMY XPAaHCHHUIO TIEpENUCKa 10
OJTHOMY BOTIPOCY TPYIIHPYETCS B Jelie B XPOHOJIOTHYECKON TOCTIEIOBATEIBHOCTH 3a
OJIMH KaJCHIAPHBIN TOJI, JOKYMEHT-OTBET TOMEIIAETCS 32 IOKYMEHTOM-3aIIPOCOM.

Ecnmm B geme wMeroTcst MOKyMEHTHI HAa HWHOCTPAHHBIX S3bIKaX HEOOXOIUMO
yKazaTh 3TO B 3ar0JIOBKE, HATIPUMED:

Ilepenucka ynpasnenusi ¢ UHOCMPAHHLIMU NPEOCMABUMENLCNEAMU 8 20P00e
Hosocubupcke 06 yuacmuu 6 npogedenuu J{ns 2opooa 6 cenmsope 2013 2o0a.

Hmeromes 0okymMeHmbl HA AHETUNICKOM 53bIKe.

[Ipyu HeoOXOAMMOCTH K TAaKUM JOKYMEHTaM MOKHO JIaTh AaHHOTAIUIO C
yKa3aHHWEM JINCTOB JIOKYMEHTOB, COJIEpKalIuX HH(HOPMAIINIO Ha MHOCTPAHHOM SI3BIKE.

HanMmeHoBaHWE MECTHOCTH (HACEJICHHBIX ITYHKTOB, Teorpad)uuecKuXx OOBEKTOB,
aJIMHHACTPATUBHO-TEPPUTOPHAIILHBIX €JMHUI]) BHOCHUTCS B 3arojIOBOK Jiejla, €CIH
HEO0OXOJMMO YKa3aTh MECTO COOBITUH MM MECTOHAXOXKICHHUS aBTOPOB (aapecaros,
KOPPECTIOH/ICHTOB) IOKYMEHTOB, HAIIPUMED:

Omuem 00 yuacmuu npedcmagumeisi ynpasienus eemepunapuu Hosocubupckotl
obaacmu 8 KapaHmMurHvlX Meponpusamusx ¢ Kanaoe.

Ilepenucka munucmepcmea c¢ uauarom uncmumyma (2. Hckumum) o
KOOPOUHAYUU HAYYHO-UCCAe008AMENILCKUX PAOOM.

B cocTaB 3arojoBka eIMHMIIBI XPAHEHUS B HEKOTOPBIX CIAyYasx BHOCSITCS JAThI
COZIEpKAINXCA B HEH JJOKYMEHTOB.

JlaTbl, K KOTOPBIM OTHOCSTCS M3JI0’)KEHHBIE B JOKYMEHTAaX COOBITHS, BHOCSTCS B
3aroJIOBOK, €CJTM TOYHAsl JaTUPOBKA OTPaKaeT UCTOPUUYECKHE CBSI3U MEXKTY COOBITHIMHU
u QakTtaMu W HEoOXoaWMa I TMOHWMAaHWsS KOHKPETHOTO COACP)KaHUS JTOKYMCHTOB,
HanpuMep:

Jloxymenmuol (npoepammsi, omuemsvl, OOK1AO0bl, CAPAGKU U OpP.) O NPOBEOEeHUlU
Heoenu /lpyorcovr copooa Mockevt 6 cmonuye boneapckoti pecnyonuxu copooe Coghus
04 — 11 anpensa 2002 zo0a.

Cmenocpamma  yuypeoumenbHo2o  cvbe30d  00WeCmMBeHHO-NOIUMUYECKO20
0bveouHenuss  «/lgudcenue 3a IKOHOMUYECKYIO pehopMy», COCMOABUIE20C 8
2. Hosocubupcke 07 okmsabps 1998 cooa.

B 3aromoBkax nen, comepikaliux IUIAHOBYIO M OTYETHYIO JOKYMEHTAIHIO (TUTaHBHI,
OTYETHI, CMETHI, IIITATHBIC PACIIMCAHNUS), YKa3bIBaeTCs TIepruo (MecsIl, KBapTai, Toj) Ha
(3a) KOTOpPBIN cOCTaBIEHBI IJIAHbI (OTYETHI), HAPUMED:

IlepcnekmusHulll niaH coyUaIbHO-3KOHOMUYECK020 passumus pationa Ha 2012 —
2015 200wi.

Ilnan pabomor murnucmepcmea na 2010 200.

LlImamnoe pacnucanue oenapmamenma na 2013 200.

byxeanmepckuii omuem uncnexyuu 3a 2007 200.

[Ipy OTCyTCTBMM B OpraHu3alMM TOJOBOrO IUiaHa (OTYETa), HA MOCTOSHHOE
XpaHEeHUEe OTOMPAIOTCSI KBapTaIbHbIC TUTAHBI (OTYETHI), TIPU OTCYTCTBUU KBApTAIbHBIX —
MECSYHBIE, U3 KOTOPBIX (POpMHpYyeTCs T0I0OBOM IJIaH (OTYET), HAIIPUMED:




10

Omuem o pabome ynpasnenus 3a nepgoe noayeooue 2011 2ooa, m. 1.

Ocob6eHHocTh (hopMUpPOBaHUS JIe]Ia OTpaKACTCs B IPEIUCIOBUU K OTHCH.

B 3aronoBkax K TaKUM JOKYMEHTaM, KaK YCTaBbl, MIOJOKCHHSI, IPOTPAMMBI U JIp.
PEKOMEHIyeTCsI YKa3bIBaTh AATy YTBEPXKICHUS, HAIIPUMED:

Ne | Unnekc 3aroJIoBOK neia Kpaitnue |Koun-Bo |[Ipumeuanne
I Jena JIaThI JINCTOB
1 2 3 4 5 6
CBHUETEIBCTBO o) rocyaapcTBeHHou |28 nexabpsi| 76
perucTpanuu OTKPBITOT'O AKIIMOHEPHOTO 2012

obmectBa «HoBocubupckCriennCepBucy»

[Iporpamma Coruan-aeMOKpaTUYeCKON MapTUu 16
Poccun, mnpunsTas y4peauTENBHBIM  CHE3IOM
04 urons 1996 rona

Ecnu neno B mpenenax 0HOTO rojia COCTOUT M3 HECKOJIBKHX TOMOB WMJIM YacTew,
TO COCTaBJISIETCS OOIIMI 3aroJIOBOK Jieja, a 3aTeM MPH HEOOXOAWMOCTH COCTABIISIOTCS
3aroJIOBKM KaXkJI0OTO TOMa (YacTH), YTOUHSIONINE COJIep)KaHue 3aroyioBka neina. [locme
yKa3aHHS COCTaBa JJOKYMEHTOB TOMa (YacTH) yepe3 3amsaTyr0 MPUBOAUTCS COKPAIIEHHOE
0003HaYeHUE HOMEpa ToMa (4acTH).

Ilocmanosnenuss NeNe 1 — 54 aomunucmpayuu cenvcosema HnO OCHOBHOU
oesimenvHocmu, m. 1.
Ilocmanosnenuss NeNe 55 — 75 aomunucmpayuu cenvbcogema no OCHOBHOU

oesimenbHOCMU, M. 2.

[Ipu 3HauWTenbHOM OO0BEME TMpUIaraéMblXx K TMPOTOKOJAM JOKYMEHTOB
(TpunoKeHMit), BBIICICHHBIX B OTAEIbHBIE TOMA, B 3aroJIOBKAX YKa3bIBAIOTCS HOMEpa
MIPWIOKEHUHN U TIPOCTABIISIOTCS HOMEpPA TOMOB:

IIpomoxkon Ne 5 3acedanuss komuccuu no 60NPOCAM MECMHO20 CAMOYNPABILEHUS U
npunooicenuss NeNe 1 — 3 k nemy, m. 5, u. 1.

Ipunooswcenus NeNe 4 — 7 k npomokoay Ne 5 3acedanusi Komuccuu no 0npocam
MeCmHO20 CamoynpasieHus, m. 5, u. 2.

Ilpomoxonwr NeNe 6 — [0 3acedanus Komuccuu no GONPOCAM MECHHO2O
camoynpaenenus, m. 6.

B koHIIe 3aro0BKOB 1€, COepKaIINX KOIMMKM JOKYMEHTOB, C MPOIMMCHONW OYKBBI
mpocTaBisieTcst otMeTka «Kormmy, Hanpumep:

lImamnoe pacnucanue oenapmamenma Ha 2005 200 u usmeneHus K Hem).
Konuu.

Ecnu 5Tu naHHBIE OTHOCSTCS JIMIIL K OJHOMY JOKYMEHTY, YIIOMHHAEMOMY B
3aroJIOBKE, OTMETKA «KOTHS YKa3bIBACTCS B CKOOKAX CO CTPOYHON OYKBBI TIOCIIE ITOTO
JIOKyMEHTa, HalpuMep:

IlImamnoe pacnucanue oenapmamenma (konus) ua 2005 200 u uzmeneHus K
HeMY.

[TogMMHHOCTH JOKYMEHTOB JIejia B 3ar0JIOBKE HE OTOBapHBAETCH.



11

Kpaiinue 1aThl JOKYMEHTOB B ¢IUHHILIE XPAHECHHUS.

Ba)xHpIM 3JIEMEHTOM OMNMCAHUS JOKYMEHTOB SIBISIETCA yKa3aHUE KpaWHUX JaT
JOKYMEHTOB, COCTABJIAIOIINX JIETIO.

Kpaitnsas nara (ducio, mecsi, roj), Kak MpaBUio, YKa3blBaeTCs MPU ONUCAHUU
pacnopsiANTEIbHON JOKYMEHTAlMM, TBOPYECKOW JOKYMEHTALMM, A€l 10 OZHOMY
BOIMPOCY, a TaKXKe JOKYMEHTOB, /Il KOTOPBIX 3TO MMEET BAKHOE 3HAUYEHUE (AOKJIAMbI,
JMCTOBKH, CTEHOTPAMMBI, INCbMA U T.1I.).

HauanbHolf nmatoii jgena sIBISIETCSl JlaTa COCTaBIEHUS (pETHCTpAlMU) CaMOro
paHHero JOKYMEHTa, a KOHEYHOU — J1aTa COCTaBJICHUS (PErucTpalii) caMmoro Mmo3/IHEro
JTOKYMEHTA.

Kpaitnue natel nena (Toma, 4acTv) B OMUCH 0003HAYAIOTCS CIIOBECHO-IIU(POBBIM
crioco0oM (YMCIIo MecsIia M roJ] YKa3bIBatoTCs apaObckuMu mudpamu, a Ha3BaHUE MecCsIIa
- CTPOYHBIMU OyKBaMH) 0€3 0003HAUEHHS CIIOBA «TOJ» WK «I», 1€(PUCOB U TUPE MEKTY
KpallHUMHM JlaTaMU, HallpuMep:

03 gespans unu 03 gespans
31 Oexabps 2009

2013 31 oexabps
2013

[Ipn HEBO3MOXHOCTH OIPECICHHS YHCIa YKa3bIBAIOTCS CIOBECHBIM CIOCOOOM
MecsI U TU(PPOBBIM — T'OJl, HAPUMED:

gespans

O0ekabpb

2013

Ecnu kpalinue naThl fena WM OTHAEJbHBbIC UX DJIEMEHTHI (YHMCIIO, MECSI, TON)
OMPENENSAIOTCA MPUOIU3UTENBHO, TO JAThl WU OTIAEIbHBIE WX 3JIEMEHTHI 3aKIIIOYaI0TCs
B KBaJ[paTHbIE CKOOKHU, HATIPUMED:

18 [aseycma] 1944

18 aseycma [1944]

JlaTbl  pacnopsIUTENbHBIX JOKYMEHTOB (IIOCTAHOBIICHHH, pacloOpsKEHH,
MIPUKAa30B U Ap.), MOJIOKEHHUM, UHCTPYKIUH, MpaBUJl, PErIaMEHTOB YKa3bIBAIOTCS IO
BPEMEHU WX YTBEPKACHUSA, & €CJIH JOKYMEHThl HE JAaTUPOBAHbI, TO — IO BPEMEHU
OMyOJIMKOBAHUS UJIN BBEJICHUS B JICHCTBUE.

JlaTamu pOTOKOJIOB SIBJIAIOTCS JAThl TPOBEICHUS 3aCEIaHU M.

JlaThl aKTOB YKa3bIBAIOTCSA 10 JIaT€ UX COCTaBJICHUS (TIOMUCAHUS).

KpaitHumu natamu >kypHana (KHWUTH) PETUCTpAlUM SIBJSIOTCS JaThl MEPBOU U
nocJeHel 3anucen B )xypHaiie (KHUTE).

Jns  nen, coxepKamuMx TMEpPENHCKy, AaTOM Hayana Jena sBIseTcs JaTa
MMOCTYIUIEHUSI IEPBOTO BXOASLIErO MJIM J1aTa MEPBOT0 UCXOIAMIEr0 JOKYMEHTA, a JaTON
OKOHYaHMS — Jara CamMoro IO3JHEr0 BXOJAIIEr0 WM HCXOIALIETO JOKYMEHTA,
HE3aBUCHUMO OT MECTa HAXOXK/ICHUS UX B JICJIE.

DIEMEHT «KOJMYEeCTBO JINCTOB B €IUHHMIE XPAaHEHUsD> 3aIOJHSETCd Ha
OCHOBAHWHU JMCTa 3aBeputrenss Jena. llpy Hanuumm B [1€5ie BHYTPEHHEW ONUCH B
JIOTIOJIHEHUE K 00O3HAYEHHUIO KOJIMYECTBA JIMCTOB JieJIa TIOCJIE 3HAaKa «+» yKa3bIBACTCS
KOJIMYECTBO JINCTOB BHYTPEHHEW OIHKCH.
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BHYTpeHHﬂH OIMMCb OOKYMCHTOB J[I€JIa COCTAaBJIACTCA JIA y4d€Ta AOOKYMCHTOB
OIIPCACIICHHBIX KaTCFOpI/Iﬁ ACII (JII/I‘IHBIG, CYI[C6HI)I€ AcJIa, MaTCpHaJibl YI'OJJOBHBIX OCII,
Aclla O IMIPUCYXIACHHUHN YUYCHBIX CTCIICHEH M IMPUCBOCHHUHN YYCHBIX 3BaHHﬁ, Aciia,
CBJ3aHHBIC C BBII[a‘Ieﬁ ABTOPCKUX CBUACTCIILCTB W IIATCHTHBLIX H306peTeHHﬁ). I[JISI
Oonee 6I>ICTp0FO HaXOXIACHUA AOOKYMCHTOB B [JCJIC BHYTPCHHAA OIINCh MOXKCT
COCTAaBJAATBCA M K HWHBIM KaTCropusam Aci. BHYTpeHHSISI OIINCH Oq)OpMJIHCTCH Ha
OTACJIBHBIX JIUCTAX, UMCCT CAMOCTOATCIIbBHYIO HYMCPALIUIO JINCTOB.

B INpUMCYaHNM JIMCTAa 3aBCpUTCII ACJIa IMPUBOAATCA CBCIACHHA O BBIOBITHH
CAWHUI] XpaHCHUs, CCbUUJIKK Ha ACJIa CCI)OpMI/IpOBaHHBIe 3a HCCKOJIBKO JICT U JP.

2.2. CI/ICTeMaTHfia]_[HSI 3aroJIOBKOB Ji€J1 B IIpeacjaax OnmucHu e moCTOTHHOTO
XPaHCHUHA. Opranmaunﬁ A€ U TOKYMEHTOB B IIpEac/iax oInucu

[lo 3aBepuieHHH ONHMCAHMS  EIUHUI] XPAHEHHUS  OMpeNeNseTcs CcXxema
CUCTEMATHU3AIMH BHYTPHU OIHCH.

CxeMa cucreMaTu3aluu €IUHUI] XpaHEHUS apXUBHOTO (poHIA ympaBlieHUYECKOU
JOKYMEHTAIlM!  MOXKET  OTpa)kaTh  HUCTOPUYECKH  CJIOXKUBIIYIOCA  CTPYKTYpPY
dbonaoo6pazoBatens, ero (PyHKIMU, HAMPABICHUS JEATEILHOCTH, COCTAaB JOKYMEHTOB
dbonaa (BUIBI U PA3HOBUIHOCTH JOKYMEHTOB WJIM Ba)XHEHIINE TeMbl (BOIMPOCHI),
OTpaX€HHBIC B JIOKYMEHTax (poH/1a).

Cucremarm3aiuss CIWHHIl XPAaHCHUS BHYTPH OIHUCH TPOBOJUTCS C YUIETOM
CJIEIYIOLIUX MPU3HAKOB:

XPOHOJIOTHYECKOTO (110 TIEPHOIaM U 1aTaM, K KOTOPBIM OTHOCSITCSI JOKYMEHTHI );

CTPYKTYpPHOTO (B COOTBETCTBHUH C TPHUHAIJICKHOCTHIO EOWHHUI] XPAaHCHHS K
CTPYKTYPHBIM TOPA3ACIICHUASIM);

(YHKUIHMOHAIBHOTO, OTPacI€BOro, TEMAaTHYECKOro, MNPEeIMETHO-BOMNPOCHOTO (C
y4eToM (YHKIMH, OTpacieil W HalpaBlICHUN IEATEIBHOCTH OPTaHHM3aIllMd, TEM WIIU
BOITPOCOB, KOTOPBIX KACAETCs COJIepKAaHUE TOKYMEHTOB);

HOMHUHAIBHOTO (TIO JETONPOM3BOJCTBEHHOW ¢opMe — pojaM Jell, BHIaM U
PA3HOBHUIHOCTSIM JJOKYMEHTOB);

KOPPECTIOHJIEHTCKOTO (110 OpraHu3aIusM U JIUIaM, B PE3yJbTaTe MEPENUCKU C
KOTOPBIMU 00pa30BAIUCH TOKYMEHTHI);

reorpa¢udeckoro (B COOTBETCTBHM C  OMNPEICICHHBIMH  TEPPUTOPUSIMH,
HACeJICHHBIMM TYHKTaMHU W JIp. TeorpauuecKuMu 0OBEKTaMH, C KOTOPBIMU CBSI3aHBI
coJiepKaHue JIOKYMEHTOB, UX aBTOPbI, KOPPECIIOHICHTHI);

aBTOPCKOro (10 Ha3BaHWUSAM OpTraHW3alWi Wi (HAMHIASIM JIMI, KOTOpBIE
SIBJISIFOTCST aBTOPaMH JIOKYMEHTOB).

Kak mnpaBmino, eIWHWIBI XpaHCHHWs] TPYIIIUPYIOTCS HE IO OJHOMY, a TIo
HECKOJIbKUM TIPU3HAKAM, MOCIIEeI0BATEIbHOE MPUMEHEHNE KOTOPHIX OKaXXETCsl Hanboiiee
1eJIECO00Pa3HBIM JIJIT BCEX WM OTACNBHBIX Tpymm ToKymMeHTOB ¢doHaa. [Ipu BeIOOpE
MPU3HAKOB TPYNIHUPOBKU CIWHHI] XPAaHEHUS YMPABICHYECKOW JOKYMEHTAIMH B
mpejiesiax Ha3BaHHBIX CXEM CHUCTEMATH3allMM YYUTHIBACTCS 3HAYCHHE TOTO WJIM WHOTO
MpU3HAKa JIJIsl OTPAKCHUS JIETOMPOU3BOJICTBEHHOW M CMBICTIOBOM CBSI3U MEXY JIeTIaMu
KOKJIOTO KOHKpEeTHOro (OHAAa M CO3MaHus Hawbosee ymOOHOW /I HMCTHOJIb30BAHUS
JIOKyMEHTOB CHCTEMBI X OPTaHU3aIlUU.
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HaunbGonee mpueMiaeMbIMi CXeMaMH CHUCTEMAaTH3allUUd MPU COCTABICHUHM OIHCEH
JIEJT IOCTOSTHHOTO XPaHEHUS SBJISIFOTCSI:

XPpOHOJIOTHYECKU-CTPYKTYPHAsi CXeMa — JieJla B OIMCHU PAacrojliaratoTcs Io
BpEMEHU MX co3laHus (10 rojaM, mepuoaam), a B mpejesiax KaxkI0H XpOHOJIOTHYEeCKOM
IPYIIBI — IO CTPYKTYPHBIM MOJPA3ICTIECHUSIM OpraHu3aliy, HalmpuMep:

2010 rox

AJIMUHUCTPATUBHO-YITPABICHUYECKUN OTAEI

byxranrepus

Otnen kazpoB

XPOHOJIOrMYeCKN-HOMUHAJIbHAS CXE€Ma — OCHOBOM PACITOJIOKEHHUS JIE]T B OMUCH
SABJISIETCSL TOJI, BHYTPHU T'oJia MO BUJIAM JOKYMEHTOB, PACIIOJIOKEHHBIX 10 HOMUHAJIBHOU
3HAYMMOCTH, HAIIPUMED:

2010 rox

[TocranoBnenus, pacnopspkenus ['yoepnaropa, [IpaButensctBa HoBocuOupckoit
00J1aCTH, OTHOCSIIINECS K JAEATEIBHOCTU JenapTaMeHTa

[IpuKka3bl pyKOBOAUTENS AeNAPTAMEHTA 110 OCHOBHOM JAEATEIBHOCTH

['onoBoil mitan paboTHI ienapTaMeHTa

['omoBo# OTYET AEmapTaMeHTa N0 OCHOBHOM JESITEIbHOCTH

JIOKyMEeHTBI (aKThl, CIPaBKH, MPEANUCAHNSA) IPOBEPOK JIEATEIBHOCTH JACTapTaMEHTa,
MIPOBEICHHBIX OPraHAMM KOHTPOJIS (Haa30pa)

IIpu XxpoHOJIOTHYEeCKU-PYHKIHOHAJIBHON CXEME TPYNIIUPOBKA ITPOUCXOAUT
BHauaje IO XPOHOJOTHYECKOMY TMPU3HAKY, a 3aTeM 10 (QYHKIUAM (BHUIAM,
HaIpaBJICHUSIM) JACSITEIILHOCTH (HOHA000pa3oBaTesl, HAPUMEDP:

2010 roxa

PykoBoncTBo

JIOKyMEHTAIlMOHHOE 00eCIIeueHUE YIIpaBICHUs

HJ'IaHI/IpOBaHI/IC ACATCIIPHOCTU

byxranrepckuii yueT U OTYETHOCTD

Kanposoe obecnieuenwue

Oxpana Tpyna
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[Ipu sTOM MOATPYNIBI JEN PACHOJIATAIOTCA C YYETOM 3HAYUMOCTH (YHKIIAN
opraHu3anuu (PyKOBOJACTBO, IUTAHMPOBaHWE, (PUHAHCHPOBAHUE, y4E€T M OTYETHOCTD,
CHAOKEHHE U COBIT, KaAPBI U T.1.).

[Ipu pacnipeneneHuu e 1o CXeMaM CUCTEMATU3alui HE00X0JMMO UMETh B BUY
CIEYIOIIEE:

- JieJa OTHOCATCSI K TOMY IOy, B KOTOPOM OHU HA4daThl JCJIONPOU3BOJICTBOM WIIU
B KOTOPOM NOCTYNWIH B JaHHYI0 OpTraHu3aluio (CTPYKTYpHOE MOApA3JCiCHUE) IJIs
MPOJAOJDKEHUS JI€JIONPOU3BOJICTBOM;

- IUJIaHbl, OTYETHhI, CMEThl W JOKYMEHThl K HHMM OTHOCSTCA K TOMY TrOJy, Ha
KOTOPBIM WJIM 3a KOTOPBIA OHU COCTABJICHBI, HE3aBUCUMO OT BPEMEHHU HUX COCTABJICHUS;
MEePCIIEKTUBHBIC TIJIaHBI OTHOCSTCA K HA4aJlbHOMY TOJy MX JCHCTBHUA, a OTYETHI 3a ATU
rojibl - K OCJEHEMY I'OJly OTYETHOIO MEPUOAA;

- JieJa, HavaThle JEJIONMPOU3BOJACTBOM B OJHOM MOJPA3JACICHUM W NEPEIaHHbIC
JUIS TIPOJIOJKEHUST B JPYroe MOJpa3/ielieHHe, OTHOCATCS K TOMY MOJApa3JeieHUI0, B
KOTOPOM OHHM OBLITM 3aKOHYEHBI JIEJIOMPOU3BOJICTBOM;

- B Ipenenax Troja WM XPOHOJOTHMYECKOTO IMepuojia Jeia CTPYKTYPHBIX
nojpa3eJeHU pacroiaratoTcs B COOTBETCTBUM C HOMEHKJIATYPO J1eJ1 OpraHu3aliui.

Jns ympaBlieHUECKON JOKYMEHTAIIMU TOCTOSHHOTO CpOKa XPaHEHUS MPUHST
CIEAYIONIUHN MOPSAOK 3HAUUMOCTH:

- HOPMaTHUBHO-PACHOPSAIUTEIIBHBIE  JOKYMEHTHI  BBIIIECCTOSIIUX  OpPraHoOB,
OTHOCSAIIMECSA K ACATECIIbHOCTA OpraHU3allNiy;

- MIOPYYEHHUSI BBIIIECTOSIIUX OPTaHOB, aJIPECOBAHHBIC OPTaHU3AIMUA U JTOKYMEHTHI
00 UX UCIOJHECHHH;

- yupeaMTeNbHBIE  JIOKYMEHTHI  opranu3amuu  (Ycrabel, [lomoxkeHus,
CBHUJCTEIBCTBA O PETUCTPALINH);

- JMIEH3UM Ha TPaBO OCYIIECTBICHUS OpPraHU3allMed JHUIEH3UPYEMbIX BUJIOB
NeATEeIbHOCTU, CBUACTEHCTBA 00 aKKpPEAUTAIIUU U T.1.;

- IOKYMEHTBI (ITPOTOKOJIbI, MH(OpPMALIUK, CIIPABKU, JOKIAAbl U T.A.) 3acedaHui
KOJIJIETMaJIbHOTO UCIIOJHUTEILHOTO OpraHa OpraHu3alliu;

- MPOTOKOJIBI COBEIIAaHUMN MTPU PYKOBOJUTENIC OpraHU3aluu;

- pacrnopsauTeNbHbIe JOKYMEHTHI (IIOCTAHOBJICHMS, MPHUKA3bl, PACIIOPSKEHUS)
OpraHu3alluu;

- HOpMAaTUBHBIE JOKYMEHTHI (ITOJI0KEHUS, PETJIaMEHThI, PaBUIIa), YTBEPKICHHbBIC
PYKOBOJUTENIEM OpPTraHU3alIlNH;

- METOJMYECKHE JOKYMEHTHI, pa3pab0TaHHbIC B OPTaHU3AIUY;

- TOJIOBOM IJIAH OpPTaHU3AI1H;

- [IITaTHOE PacMCaHUE OpTraHU3alluY;

- ToZO0Basi cMeTa 3aTpar ((pUHAHCOBBIM TUIAH, TUIAH (PUHAHCOBO-XO3SMCTBEHHOU
JESITeIbHOCTH, TOCYAapCTBCHHOE (MYHHUITMIIATLHOE) 3aIaHUE | T.JI.) OPraHU3allnH;

- MPEeUCKypaHThl HA MPOAYKIHIO, YCIYTH, pa3pabOTaHHbIE M YTBEP)KICHHbBIC B
OpraHu3alluu;

- rTomoBoM(bie) oOT4YeT(bl) MO OCHOBHBIM HaNpaBIEHUSM JACATEIbHOCTU
opraHu3ainuu (Ipu OTCYTCTBUHU TOJIOBBIX OTUETOB B OIUCHh BKJIIOYAKOTCS OTYETHI IO
OCHOBHBIM HANPaBJICHUSIM ACATEIHBHOCTA OPTraHU3aMU C MAKCUMAJIBHO CYIIECTBYIOIIEH
EePUOAUYHOCTHIO);
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- TOJIOBOM OYXTalNTEepPCKUN OTYET OpraHU3AIINH;

- TOJIOBOW OTYET O BBIMOJHEHUU TOCYIAPCTBECHHOTO 3aJaHusl, TIaHa (pruHAHCOBO-
XO3SIICTBEHHOM JIEATEILHOCTH U T.11.;

- TOJIOBBIC CTATHCTUYECKUE OTUYETHI M0 OCHOBHBIM HAMPABICHUAM ACSITCILHOCTH
opranm3anyu (TpU OTCYTCTBHHM TOJOBBIX OTYETOB B OMHCH BKJIIOYAIOTCS OTYETHI IO
OCHOBHBIM HAINPaBJICHUSIM JICITCILHOCTH OpTraHU3aIlui ¢ MAaKCUMAJIbHO CYIIECTBYIOIICH
NEPUOUYHOCTHIO);

- wuH(poOpManMu, EIUMHOBPEMEHHBIE OTYEThl TI0 OCHOBHOW JCSATEIHHOCTU
OpraHU3aIliH, HAIIPaBJISIEMBIE TI0 3aPOCaM BBIIIECTOSAIINX, YITOJTHOMOYCHHBIX OPTaHOB;

- JTOKYMEHTHI (aKThl, CIIPaBKH, TIPEANUCAHNS) PEBU3UH, MTPOBEPOK ACSITCIHBHOCTH
OpraHW3allid, TPOBEJCHHBIX  BBIMICCTOSIIMMH, KOHTPOJBHBIMUA  (HAJA30PHBIMH)
opraHamu;

- TOKYMEHTHI (aKTbl, CIIPAaBKH, PEAIUCAHNS) PEBU3UH, MPOBEPOK ACATEIHHOCTH
O00OBEKTOB KOHTpOJIS (HaA30pa), MPOBEICHHBIX CIEIHAIMCTAMU OpraHu3anuu (c
y4acTHUEM CIICIIMAIIMCTOB OpraHU3alINHN );

- MIepernucKa Mo BOMpocaM OCHOBHOM JIEITENIbHOCTH OpraHU3alliuu, OTOOpaHHas Ha
MOCTOSITHHOE XPaHEHHUE;

- )KypHaJIbl PETUCTPALIMK U JPYTUE BUJBI TOKYMEHTOB.

[Ipu pacnosnokeHuu Jen Mo XpOHOJIOTMH HEOOXOIMMO MOMEIaTh BHaYale Jena,
JATUPOBAHHBIE YMCIIOM, MECSIIEM M TOJIOM, 3aTe€M — Jiejla, JaTUPOBAaHHBIC MECAILIEM U
rOJIOM, M, HaKOHEII, JeJIa, JaTUPOBAHHBIE TOJIBKO TOJIOM.

Ecnmu okakeTcss HECKOJbKO e, MMEIONIUX OJHY M Ty JK€ HadalbHYIO ATy,
MIEPBLIMH CJICTYET IMOMEIIATh TE Jiesia, KOTOPhIe HMEIOT 00Jiee paHHWE KOHEUHBIE TaThl
JIOKyMEHTOB.

BHYTpH CTpYKTYpHBIX TOApa3ACICHUN SAMHUIIBI XPAHCHUS PACTIPEISISIOTCS 10
WX 3HAYUMOCTH.

[Ipy HanmU4MKM OMHOTHUIIHBIX JOKYMEHTOB (HAMpUMEp, OTYETOB) C 000O3HAYCHHUEM
pa3HbIX reorpaduueckux OOBEKTOB (TOpoJ, pailoH W T.JO.) MpUMEHsETCA
reorpadudeckuii TpU3HAK (JOKYMEHTHl B OINKHCH pPAacloJiaratoTcs B al(paBUTHOM
MOPS/IKE HAaYaIbHBIX OYKB HAMMCHOBAHUH CMHUIL aIMUHUCTPATUBHOTO JICJICHUS).

[Ipy HaNMMUMK OMHOTUIIHBIX JOKYMEHTOB (HAMpUMeEp, TOKYMEHTOB IMPOBEPOK) C
0003HauUE€HWEM HAUMEHOBAHWUW OpraHu3aiuid wWin (QU3NYECKUX JUI[ MPUMEHSIETCS
KOPPECTIOHIEHTCKUI MMPU3HAK (JIOKYMEHTHI B OIKMCH PACIIOIaratoTcs MOCIEA0BaTEIbHO B
an(paBUTHOM TIOPSJIKC HAYadbHBIX OyKB HaWMMCHOBAHHMHM OpTaHHM3alldii C yd4eToOM
OpraHu3alMOHHO-TIPABOBOU (POPMBI).

3aroyIOBKM €AWHMI] XpaHEHUS IPU OIKMCAHWM PACIIONaraloTcsl B OINKHCH B
COOTBETCTBHH CO CXEMOM CHCTEMAaTH3aI1H.

[Ipun BHECEeHWW B TOJOBOM pasei ONMUCH TOJAPS] 3arojIOBKOB OJHOPOJHBIX eI
KKJIBIM 3arojIOBOK YyKa3bIBacTCS IOJHOCTHIO. Ha3BaHHOe TpeOoOBaHHME OOOCHOBAHO
HEOOXOJAMMOCTHIO  BEJCHHS  aBTOMATU3MPOBAHHOTO  TOCYAApPCTBEHHOTO  ydeTa
MOCPEJICTBOM 3allOIHEHHS pasfena «Onuck» MpOrpaMMHOTO KOMIUIEKCA «APXHBHBIN
dboHa», TIe HEOOXOANMMO BHECEHHE TMOTHBIX 3ar0JIOBKOB JIETI.
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2.3. Oco0eHHOCTH ONMCAHUS JOKYMEHTOB M0 JUYHOMY COCTABY.
Cucremaruszanus 3aroJ10BKOB /ieJ1 B IIpeiesiax OMucH e M0 JIHYHOMY COCTABY

K 1okymMeHTaM MO JMYHOMY COCTaBY OTHOCSTCS JOKYMEHTBI, COAEpPKAIIHE
opuIMaTbHYI0 MH(DOPMAIUIO O NEATEIbHOCTH JIMYHOCTH B OpPraHax U OpraHu3alusix
pa3M4HbBIX oTpacieil u GopM codcTBeHHOCTH (TIprutokeHune Ne 1).

Oc00EHHOCTBIO OMHUCAHMS JOKYMEHTOB 110 JUYHOMY COCTaBY SIBJISIETCS HAJIMYUE B
ONKCATENIbHOM CTaThe €IAMHMIBI XpaHeHHs 3jeMeHTa «Cpok XpaHEHUs», B KOTOPOM
0003HaYaeTcss OTHOCALIMUCSA TOJBKO K JAAaHHBIM JOKYMEHTaAM CPOK HMX XpaHEHMWs,
MPEAYCMOTPEHHBIA ACHCTBYIOIIMMU B COOTBETCTBYIOIIHUNA MEPUOJ MEPEYHEM THUIIOBBIX
JOKYMEHTOB, BEJIOMCTBEHHBIMH MEPEYHSAMU C YYETOM IMOJokeHuid dDenepabHOro
3akoHa oT 02.03.2016 Ne 43-03 «O BHeceHun uzmeHenui B denepanbHblid 3aKk0H «O0
apxuBHOM zene B Poccuiickorn denepanum.

Hcuucnenre CpOKOB XpaHEHUs JTOKYMEHTOB IPOM3BOAUTCS ¢ 1 sHBaps roja,
CJIEIYIOLIETO 3a FT'OJI0M OKOHYAHMS UX JEJIOIPOU3BOACTBOM.

B rpade «Cpok XpaHeHHS» YyKa3bIBa€TCS MOCIEAHUN TOJ XpaHEHUs [ea,
KOTOPBIN OMpeAeNsieTcs MyTeEM CYMMUPOBAHNs KOHEUYHOW AaThl Aena (rojia), yKazaHHON
B rpade «J/lara nenma (Toma, YacTH)», M CpOKa XpaHEHHsS Jejla, <«HaIpUMep:
2012+50=2062.

Onucanne pacnopsiiNTeIbHbIX JOKYMEHTOB (IIPUKA30B, PACHOPSKEHUI) 110
JUYHOMY  COCTaBYy  OCYIIECTBJISIETCS B  MOpPSAKE, AHAJIOTMYHOM  OIMCAHUIO
pacnopsaIMTEIbHBIX JOKYMEHTOB IMOCTOSTHHOTO XpaHeHus (cM. 1. 2.1.), Hanpumep:

Ne | Unnekc 3aroyioBoOK siena (ToMma, 4acTh) Mara nena Cpok Kon-so | [Tpume-
oo | Jena (Toma, XpaHeHU | JIUCTOB | YaHHE
4acTH) s Jiena B JI€JIE
(Toma, (ToMme,
yacTH) | YacTH)
1 2 3 4 5 6 7
2012 ron
1 02-05 | Ilpukaszer NeNe 01 — 50 pmwmpextopa | 09 sHBaps 2062 125
YUPEXKACHUS 10 JINYHOMY COCTaBy, T. 1 31 urons
2012
2 02-05 | IIpuxaser NeNe 51 — 100 nupexropa | 01 aBrycra 2062 130
YUPEKACHUS 110 JINIHOMY COCTaBy, T. 2 | 29 nexaOps
2012
1moo:
2013 ron
1 02-05 | Kuwmra MPHUKa30B rerepanbHoro | 10 sHBaps 2063 190
JTUPEKTOpa aKIMOHEPHOTO 00IIECTBA 1O 2010
JTUIHOMY COCTaBY 30 nexabps
2013

Ecnu B nenonpons3BoACTBE OpraHu3alvy NPUKa3bl 10 JUYHOMY COCTABY BEJIMCH B
oO11eil KHATE ¢ MPUKa3aMU 110 OCHOBHOMW JIE€ATEIbHOCTH M UMENH €AUHYI0 HyMEpaluio,
TaKh€ KHUTH I1eJIeCOO0pa3HO BKJIIOYATh B OMHCH JEN IO JHUYHOMY COCTaBy Kak
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JTOKYMEHTBI HEOOXOIUMbIE MPHU TIOJITOTOBKE CIIPABOK COIMAIIBHO-TIPABOBOTO XapaKTepa.
DTy 0COOEHHOCTD CIIEYET OTPA3UTh B MPEAUCIOBUU K OIHUCH.

JluueBble cyera PpadOTHHUKOB TIO 3apa0OTHON IUIaTe TPYNIUPYIOTCS B
CaMOCTOSITENIbHBIC JIeNIa U CUCTEMATU3UPYIOTCS B TIPEJIesiaXx TOJ0BOTO pasjieia OMUCH B
andaBuTHOM TOpsinKe GdaMuiIuii paOOTHUKOB. Eciu B OXHOM Jelie Coaepx aTcs
JTOKYMEHTHI, COPMUPOBAHHEIE TT0 andaBUTy (HaMUIUI 3a BECh T'OJl, HAYAJIbHBIE OYKBEI
NepBOM U MocienHel paMumn pabOTHUKA HE YKA3BIBAIOTCS.

Ecnmu B mene momoOpaHbl JOKYMEHTHI TOJIBKO Ha OAHY OYKBY, TO B 3arojOBKE
yKa3bIBaeTCs OJHA OyKBa, C KOTOPOH HAUMHAIOTCS (haMIIIiy PaOOTHUKOB.

I[Ipu odvenr OoabIOM 00BEME JIMIEBBIX CYETOB WX CHCTEMAaTH3aIUs
MIPOU3BOAMUTCS HE TOJBKO MO HAYaIbHBIM, HO W IO TOCIEAYIOMHM OykBaMm (daMuIni
PabOTHUKOB.

Ecnu nuneBbie cueta pabOTHUKOB (POPMHUPYIOTCS B OJTHO JIEJIO 32 HECKOJBKO JIET,
TO B OIKCH JIeJIa TIOMEIIAIOTCS 0 IOy 3aBEACHUS JTUIEBBIX CYETOB, a B MOCIEAYIOIINX
rOJIOBBIX pazjienax Omucu oQopMIISIIOTCS CCHUIKM Ha 3TO JIEJO.

1 2 3 4 5 6 7
2012 rox
1 03-17 | JIuueBeple cyeTa II0 HAYUCIEHUIO 2012 2062 97
3apaboTHOM  muaTel  pabOTHHUKAM
YUPEIKICHUS
Jo0:
2012 rox
1 | 04-17 | JIuueBble cuera 10 HAYHUCICHUIO 2012 2062 95

3apa0OTHOM  IUIaTel  pPabOTHUKAM
ynpasneHus (A), 1. 1

2 04-17 | JIumeBele cyera IO HAYUCIEHUIO 2012 2062 85
3apaboTHOM  muaTel  pabOTHHKAM
ynpasnenus (b), 1. 2

3 | 04-17 | JIuueBble cueTa TO HAYHCICHHIO 2012 2062 120
3apa0OTHOM  IUIaTel  pPabOTHUKAM
ynpasienus (B — K), 1. 3

00:

2012 rog,
1 03-10 | JIumeBele cyera IO HAYUCIEHUIO 2012 2062 110
3apaboTHONM miaTbl pabOTHHUKAM
ynpasienus (A — Cam), T. 1

2 | 03-10 | JIunueBble cueTa IO HAYHUCIEHUIO 2012 2062 120
3apaborHoii miatsel (Can — i), 1. 2

1m00:

2012 rox
1 03-17 | JIumeBele cyera IO HAYUCIEHUIO 2012 2062 175
3apa0OTHOM  TIaThl  pabOTHUKAM

yIpaBieHus ¢ HaMuInsIMu Ha OYKBBI
A-XK 1.1
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1 2 3 4 5 6 7
2 | 03-17 | JIumeBble cueTa IO HAYUCICHUIO 2012 2062 195
3apa0OTHOM  IUIaThl  PabOTHUKAM
yImpaBieHus ¢ HaMuInsIMu Ha OYKBBI
3-K, 1.2

JluneBple cueTa TO HAYUCICHHIO 2012 2062 159
3apa0OTHOM  IUIaThl  PabOTHUKAM

yImpaBieHus ¢ HaMuIusIMu Ha OYKBBI
J-9,1.3

3 | 03-17

Ecniu nuueBbie cueta pabOTHUKOB ObUTM CHOPMHUPOBAHBI IO CTPYKTYPHBIM
[IOAPA3JEICHUsIM, TO UX HAUMEHOBAHU OTPAXKAIOTCS B 3ar0JIOBKE J1€]1a, HAIIPUMED:

2012 rox
1 | 04-17 | JlumeBble cyeTa 1O HAYHUCICHUIO 2012 2062 95
3apabOTHOM IUIaThl  pabOTHUKAM
yupexaeHus (ammapar yrnpaBicHHs),
T. 1
2 | 04-17 | JIlumeBble cueTa 1O HAYUCICHUIO 2012 2062 85
3apabOTHOM  IUIaThl  pabOTHUKAM
YUPEXKICHUS (rutaHOBO-
SKOHOMUYECKHH OTJEIN), T. 2

IIpu onmMcaHuM PacCYeTHO-IJIATEKHBIX BeIOMOCTell 1O 3apabOTHOW TIaTe B
3aroJIOBKax OTPa)karoTCsi 0COOEHHOCTH X (popMupoBaHUs (HapUMep, O CTPYKTYPHBIM
noapasnaeneHusaM). [Ipu HeoOXOAUMOCTH B Jiejie MOXKET OBITh COCTaBJICHA BHYTPCHHSIS
ONMCh HAMMEHOBAaHUM CTPYKTYPHBIX mnoApasneineHud. KpaliHue partel pacueTHo-
IUIATEXXHBIX BEAOMOCTEN 0003HAYAIOTCA MECSIIEM U TOA0M 0€3 0003HAUEHHUS YnCiIa;

2 3 4 5 6
2012 ron
03-10 | PacuerHble BEJIOMOCTH o | sSHBaph 2062 125
HAUYMCIICHUIO 3apabOTHOW  TUIAThI HIOHb
pabOTHUKAM yupekJaeHus, T. 1 2012
03-10 | Pacuernsnle BE€IOMOCTH o HI0Ib 2062 135
HAYUCJICHUIO 3apaOOTHOM  TUIATHI | JIEKaOph
pabOTHUKAM YUPEKJICHHUS, T. 2 2012
2013 rox
03-10 | Pacuernsble BE€IOMOCTH o 2013 2063 243
HAYUCJICHUIO  3apaOOTHOM  IUIAThI
paboTHUKAM yUPEIKICHHS
mu0o:
2012 ron
02-05 | Pacuernsble BEJIOMOCTH o 2012 2062 125
HAUYHMCIICHUIO 3apaboOTHOW  TUIaThI

paboTHMKaM mpeanpusaTus (mexa 1,
2), 1.1
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1 2 3 4 5 6 7
2 02-05 | PacuerHble BEIOMOCTH o 2012 2062 149
HAYUCJICHUIO  3apa0OTHOM  ILIaThl

paboTHUKaM mnpeanpusatus (uexa 3,
4), 1.2

JInuHble fena SBISIOTCA KOMILIEKCOM JOKYMEHTOB, COJEpIKAIlMX CBEICHUS O
pabOTHHUKE U €T0 TPYJOBOU AESITEIbHOCTH.

B nuuHOM gene coxmepkarcs: mpukasbl (KOMMM), aHKETa, 3asBJICHUS, TPYIOBOMN
JOTOBOP, KOIMU JIMYHBIX JOKYMEHTOB, JTOKYMEHTHI 00 arTecTanuu (mepeaTTecTalun),
WHJUBUyaJIbHbIE JIOJDKHOCTHBIE HMHCTPYKUMU M Jp. [IOKyMEHThI B JIMYHOM Ji€jie
pacnoJiararoTcs B COOTBETCTBUU C XPOHOJIOTHEH HMX CO3AaHMS, IPH 3TOM NEPBBIMHU H
MOCJIETHUMH SBJISIFOTCSI KOITMU MIPUKA30B O TpUEMe/yBOJIbHEHUH PaOOTHHKA.

B cBs3u ¢ Berymuienuem B cuity denepansHoro 3akona ot 27.07.2006 Ne 152-D3
«O mepcoHaNbHBIX JAHHBIX» HE PEKOMEHAYETCS CO3/IaHWE KOMIUIEKCHBIX JTUYHBIX AEII,
KOI/Ia psAJl JIUYHBIX JI€] CIIMBAIOTCA B OJHO JI€J0, T.K. HAPYIIAIOTCS OOLIME MPUHIUIIBI
(hopMHUpOBaHUS 1€] U MOPSAAOK pabOThI ¢ NIEPCOHATBHBIMU JAHHBIMHU.

KpaliHnMu JatamMy JMYHOIO Jeia SIBISIOTCA JaThl MOJANMCAHUS IPUKA30B O
IIPUEME U YBOJIBHEHUU JIMIIA, HA KOTOPOE OHO 3aBEICHO.

Ecnu B JIMYHOM Ji€7Ie UMEIOTCSI TOKYMEHTBI O JEATEIbHOCTH JULA BHE JAHHOU
OpraHu3aliy, Jaatupyemble Oosiee paHHUMHM TOAAaMM, IMPU OMNMCAHHUU JAThl 3TUX
JOKYMEHTOB BO BHUMAaHUE HE IPUHUMAIOTCSI.

Ecnu B genonpon3BoAcTBe OpraHu3aly ObUIO 3aBEIEHO HECKOJIBKO JIMYHBIX JEI
Ha OJIHOrO pabOTHHKA (TIPU HEOJHOKPATHOM MOCTYIUIEHUH U YBOJIBHEHUU C PabOThI), TO
KaKJI0€ JMYHOE JIEJI0 3TOro pabOTHUKA (POPMHUPYETCS OTAEIBHO U BKIIOYAETCA B ONUCH
M0 KaX/J0MY TOZly YBOJIbHEHHUSI.

JInuHble [1€71a CUCTEMATH3UPYIOTCSI B ONHMCH MO TOAY YBOJbHEHUS JIUII,
JOKYMEHTBI KOTOPBIX OOpa3yroT €AUHUIbI XpAHEHHs, U B al(paBUTHOM MOPSIKE HX
dbamunuii. Ecnu pamMuniu moHOCTBIO COBIAJAI0T, BO BHUMAaHUE TPUHUMAIOTCSI UMEHA,
a 3aTe€M OTYECTBA:

Tobonvyes Bacunuii Meanosuu

Tobonvyes [lemp Anamonvesuu

Tobonvyes [lemp Cepeeesuu

[Ipu omnucanuM JUYHBIX JEJ YBOJEHHBIX pPaOOTHUKOB, CHOPMUPOBAHHBIX
WHJUBUIyaIbHO Ha paOOTHUKA, 3aT0JIOBOK Ka)JJIOTO JIMYHOTO JIeJla MOXKET COJIEPKaTh
cioBa: «JInyHOE HEm0 YBOJEHHOTO pabOTHWKA» (TOCYAAPCTBEHHOTO TPaKIaHCKOTO
CITy’Kalllero) ¢ ykazaHueM ¢GaMmink, UMEHU W OTYeCTBa pabOTHUKA B POJUTEIHLHOM
najexxe, HarmpuMmep:

1 2 3 4 5 6 7
2013 rog
345 | 03-11 | JIuunoe TeN0 yBosieHHoro | 03 despans | 2063 16+1
pabotHuka bamkoBa KoHcTanTmHa 2011
Bnanumuposuua 31 nexabps
2013
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1 2 3 4 5 6 7
346 | 03-11 | JIuunoe hi (S (0] yBOJIeHHOTO | 15 nekabps | 2063 35+2
paboTHHKA bamkora Opus 2010
CepreeBunua 31 nexabps
2013
347 | 03-11 | JluunHoe TeNo yBosieHHoro |01 centsiops| 2063 29+1
pabotHuka Bunorpamoa Hwukomnas 2009
JmutpueBnua 24 nexabps
2013

Bo3moxken BTOpoii crmoco0 o¢GOopMIIEHUS 3aroJIOBKOB JIMYHBIX JACT B OIHCH:
CHavaja yKa3bIBacTCs OOIIMIA 1103ar0JI0BOK: «JIMUHBIE Jelia YBOJICHHBIX PaOOTHUKOBY,
a 3aTeM B 3aroJIOBKE Ka)JIOW ONMMCATEIbHOM CTaThU OIUCH YKa3bIBacTCs (haMuius, ums,
OTYECTBO KOHKPETHOT'O JIMIIA B UMEHUTEIILHOM TIaJIeXkKe, HallpuMep:

1 2 3 4 5 6 7
2013 rox
JInunble nena yBOJIEHHBIX
pabOTHHUKOB
345| 03-11 | A6pamoBa Hatanesa CepreeBHa 03 ¢eppans | 2063 16+1
2011
31 nexabps
2013
346| 03-11 | bonposa Mapus BuranbeBHa 01 centsibpsi| 2063 29+1
2009
24 nexabps
2013

[Ipu wucnosb3oBaHUM JHOOOTO U3 MPUBENICHHBIX CHOCOO0B  odopmieHUs
3aroJIOBKOB JIUYHBIX J€] yKazaHue (pamMuivyd, UMEHH W OTYECTBA PAOOTHHUKA MOXKET
OBIThH JOTIOJTHEHO YKa3aHUEM €ro JOJKHOCTH MPHY YBOJILHEHHUH, HAIIPUMED:

1 2 3 4 5 6 7
JInuHbIe J1ea yBOJIEHHBIX
pabOTHUKOB

37 | 03-11 | A6pamoBa Haranest  CepreeHa, | 03 ¢eBpans| 2063 16+1
MEIUIIMHCKAsT  CecTpa  BBIC3JTHOU 2011
Opuragsl Ne 7 otneneHus 3arotoBku | 31 nexkadps
KPOBH 2013

1moo:
653 | 02-12 | JIuunoe JIeT1o yBosienHoro |03 ¢espans| 2063 16+1
-01 | paborHuka AOpamoBoii Haranbu 2011

CepreeBHbl, MEAMUIMHCKOM cecTpsl | 31 nekabps
BbIe3AHON Opuranasl No 7 oTaeneHus 2013
3aroTOBKH KPOBH

JInuHble nena yBOJEHHBIX paOOTHUKOB, copmupoBaHHbie 10 2007 roxa, mpu
0OJIBIIOM HUX KOJMYECTBE MOTYT (OPMUPOBATHCS B KOMIUIEKCHBIE Jella MO TOIy
YBOJIbHEHUSI W Pa30MBAIOTCA Ha OTHAEJbHBIE TOMa MO aji(paBUTy B 3aBHCHUMOCTH OT
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oObema. Kaxkmoe KOMIUIEKCHOE [1€710 JOJKHO COAEpkKaThb BHYTPEHHIOIO OIUCH,
HarnpuMmep:

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

[Tpu 601b1IOM 00bEME TUYHBIX JI€]T UX CUCTeMAaTH3allus IPOU3BOAUTCS HE TOJIBKO
10 HayaJbHBIM, HO M MO MOCJeyonuM OykBaM pamMuiind paboTHUKA, HallpUMED:

1 2 3 4 5 6 7

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

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

Jlnunple gena  pyKOBOJUTENEM  OpraHu3ald, paOOTHUKOB, HMEIOIIMX
rocyJapCTBEHHbIC UM WHbBIC 3BaHUSI, IPEMUU, HArpajbl U Jp., TOAJEKAT BKIIOYCHUIO B
OTKCH JIeJ1 TOCTOSIHHOTO XPaHEHUS.

Onucanue aTTECTAIMOHHBIX, HATPaJHbIX JIeT TPOBOAUTCS IO aHAJOTUU C
JTUYHBIMU JICTTAMH.

JIuunble Jea  OTAEJBHBIX KaTeropuili rpaxkaaH, He SBJSIIOIIHECS
AOKYMEHTAMH IO JIMYHOMY COCTaBY (JIuW4HBIE Jena OexeHleB, O0e3pad0THBIX,
HECOBEPIICHHOJCTHUX IOJOINCYHBIX, YYaIluXcs, CTYACHTOB, AacCIHPAaHTOB U JIp.)
CUCTEeMAaTH3HPYIOTCS B Tpeaenax TroJ0BOTO paszeia omnvucu mo andaBuTy (aMummmii
rpaKIaH.

JInuHble KAPTOYKHM YBOJICHHBIX PaOOTHUKOB, CHOPMHPOBAHHBIE B OTICIBHHBIC

nena B andaBUTHOM mopsjke (haMiinii, BKIIOYAIOTCS B OMKHCh MO TOAY YBOJILHEHHS,
Hanpumep:

1 2 3 4 5 6 7
2005 rog
1 | 03-18 | JIuynbie kaprouku (. Ne T-2) 2005 2055 150+1
YBOJICHHBIX paboOTHUKOB
yIIpaBJICHUS
am100:
2005 rox
1 | 03-18 |JIuunsie kaprouku (. Ne T-2) 2005 2055 133+1
YBOJICHHBIX PaOOTHUKOB YIpaBJICHUS,
(A-K), 1.1
2 | 03-18 |JIuunbie kaproukm (¢p. Ne T-2) 2005 2055 110+1
YBOJICHHBIX PaOOTHUKOB YIIPaBIICHUS,
(JI-5), 1.2
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HeBocTpedoBaHHbIe JIMYHBbIE HOKYMEHTHbI (TPYAOBble KHHKKH, THILIOMbI,
CBH/ETEJIbCTBA U JP.) CUCTEMATU3UPYIOTCS B MpejiesiaX KaJeHAapHOro rojia Mo BUaM,
a BHYTPH BUJIOB — 10 ayipaBUTy (pamMuanii pabOTHUKOB.

AKTBI 0 HECYACTHBIX  CJIy4YasiX, CBSI3AHHBIX C TNPOU3BOJCTBOM,
CUCTEMATU3HUPYIOTCA B TpelesiaX KaJleHJapHOro rojla MO XPOHOJOTHH, BO3MOXKHA
cucTeMaTHu3anus 1o aipaBUTy HayaabHBIX OYKB (hamMuInii pabOTHUKOB.

Tabenu u HapsiAbl paOOTHUKOB BpEAHBIX Npodeccuit GopMHUpPYIOTCS B Jeia B
MOpsJKE KaJCHAapHBIX MECSIIEB B MpeeiaxX roja.

B 3aromoBkax eauHUI] XpaHEHUs, COAECPXKAIMMX TapU(PUKALUOHHBIE CIHCKH,
YKa3bIBACTCSl KATETOPHsI pAOOTHUKOB (YUUTEIs, TUPEKTOPA IIIKOJI U JIp.).

Cucremaruszanusi 3arojiOBKOB JeJl B ONHCH [eJ MO JHUYHOMY COCTABY
OCYIIECTBIISIETCS. IO XPOHOJOTHYECKU-CTPYKTYPHOMY TPU3HAKY, MPH KOTOPOM
paszenaMyd OIMCH  SIBJISIOTCS TOMBI, a TMOJApasfeliaMd — Ha3BaHUS CTPYKTYPHBIX
MO/Ipa3/ieNiecHu, WIM XPOHOJOTUYECKU-HOMUHAIBLHOMY, TpPH KOTOPOM B TOJOBOM
pasjielie 3arojIOBKH JIeJ1 paciioyiaratoTcs 10 3HaYMMOCTH.

[Ipyn HOMHHAJIBHOM TPHU3HAKE 3ar0JIOBKHU JEJI B OMUCU JIe] MO JUYHOMY COCTaBYy
pacrojararTcs B CIeIyIOIIEeH 0CIe0BaTEIbHOCTH:

MIPUKa3bl, PACTIOPSKEHUS, TOCTAHOBIICHHUS, YKa3aHUS 110 TUYHOMY COCTAaBY;
JIUIEBBIE CUETA;

pacueTHbIe BEIOMOCTH;

CIUCKH JINYHOTO COCTaBa;

JIMYHBIE KapTOYKH pabOTHUKOB (opmbl Ne T-2;

JIMYHBIE JIeN1a;

TPYIOBBIE IOTOBOPHI;

HEBOCTPEOOBAHHBIC TPYIOBBIC KHIKKH U JIP. JIMYHBIE TOKYMEHTHI;
JTOKYMEHTHI 110 aTTECTAIINH, TOBHIIICHUIO KBATH(DUKAIINN.

Hekoropple  Buabl JTOKYMEHTOB  (JIMYHBIE  JeJa, JIMYHBIE  KapTOYKH,
HEBOCTPEOOBAHHBIC JINYHBIE JOKYMEHTHI PAOOTHUKOB OPTaHU3AIMN) MOTYT BBIICISATHCS
B CAMOCTOSITEJIbHBIE OIUCH.

B ToMm ciiydae, eciiu OoTAeNnbHBIC TIOKYMEHTHI TI0 JIMYHOMY COCTaBYy OTCYTCTBYIOT B
CBSI3U C MX YTPaTOi, HO B pe3yjbTaTe MPOBEJEHUS AKCIEPTU3BI IIEHHOCTH BBISIBICHBI
JIOKYMEHTBI, KOTOPbIE€ MOTYT IOJHOCTHIO WM YaCTUYHO BOCIIOJHUTH YTPauyEHHYIO
uH(}OpMAIUIO, ITH JOKYMEHTHI BKIIFOYAIOTCS B OMKCH MO JJUYHOMY COCTaBY BMECTO TE€X
JOKYMEHTOB, KOTOPbIE OHU 3aMEHSIOT, HAIIPUMED:

1 2 3 4 5 6 7
2012 rog
1 | 02-05 |Ilpukazer NeNe 01 — 70 mumpexrtopa| 09 stHBaps 2062 125
YUPEXKIEHUS 110 JINYHOMY COCTaBy 29 nexabps
2012
2 03-17 |JIuueBble cuera IO HAYUCIECHUIO 2012 2062 97
3apaboTHOM J1aThI paboTHUKaM
YUPEXKIECHUS
2013 rog
3 | 02-05 |IIpukazer NeNe 01 — 80 mumpektopa| 12 sHBaps 2063 130
YUPEKIACHUS TI0 TUIHOMY COCTaBy 30 mexabps
2013
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[EY

2 3 4 5 6 7
4 | 03-24 |HamoroBele KapTO4YKH IO  YYETy 2013 2063 112
JNOXOJIOB W Hajlora Ha  JIOXOJBI
¢buznyeckux aui (¢. No 1-HIADI)

[Ipu 3TOM B mpeAnciIoBHE K OMHUCHU BKIIOYAETCA MH(OPMALKA O 3aMEHE OJHOTO
BHJIa JOKYMEHTOB Ha JPYroil U ee MpuIrHax.

3. Odopmiienue onucu

Onucu COCTaBIISIIOTCS OT/AENIBHO Ha JIeJa, TOKYMEHTHI:

MOCTOSIHHOT'O CPOKa XpaHEHHS,;

BpEMEHHBIX (cBbIIIE 10 JIET) CPOKOB XpaHEHUS;

10 JINYHOMY COCTaBY;

XapaKTEpHbIE TOJIBKO JUJISl JAHHOW OpraHu3ainuu (CyaeOHbIe Jena, JIMYHbIE Jera
IJIaTENIBIIMKOB CTPAXOBBIX B3HOCOB, 0€3pa00THBIX, HECOBEPIIEHHOJIETHUX MOJONEYHBIX,
CTYJIEHTOB, aCIIUPAHTOB U Jp.).

Onucu CcOCTaBJISAIOTCA MO YCTAaHOBJIEHHBIM (popMaM OmMcCeil el MOCTOSIHHOTO
XpaHCHHUS U 110 JINYHOMY cocTaBy (mpuioskeHust NoNe 2, 3).

Onucu nen BpemeHHoro (cBbimie 10 JIeT) CPOKOB XpaHEHHsI COCTABISIOTCS IIO
(dbopMe onucH Aell o JUMYHOMY COCTABY.

JInst onucel mpeyCMOTPEHBI CIEAYIOIINE pa3Mephl TPAHULl TEKCTOBOTO IOJIS: HE
Menee 20 MM — 1eBoe, 10 MM — nipaBoe, 20 MM — BepxHee, 20 MM — HUXKHEE.

Onuck MOJJICKUT TOJHOMY OQOpPMIICHUIO (TOAIIMBKE) W B JalIbHEUIIEM
MHTEHCHUBHO HMCHOJB3YyeTCs B padoTe, B CBSI3M C YEM BO M30€kKaHUE 3aTPYJHEHUS NPU
YTEHUU TEKCTa (B pe3yJbTare MOAIIMBKN) PEKOMEHAYETCS MPUMEHSTh pa3Mepbl TPAHMUII
TEKCTOBOTO MOJIs: He MeHee 25 MM — jieBoe, 10 MM — mipaBoe, 20 mm — BepxHee, 20 MM —
HIDKHEE.

[Ipu 3TOM cneayer oOpaTUTh BHUMAHUE HA TO, YTOOBI I'PAaHULIBI TAOJIMLBI OMHCH
HE BBIXOJWJIH 32 TPAHULBI TEKCTOBOTO MOJIS.

[Ipu moaroroBke omucei mpumensieTcss TekcToBbiil pegakrop Word for Windows
Bepcuu OoT 6.0 u BeImie ¢ ucnosib3oBaHueMm mmpudra Times New Roman paszmepamu
NoNe 12 - 14.

B onucsax mpousBoauTCa Hymepalus BBEpXY JIUCTA 0 €0 IEHTPY, IPH dTOM Ha
IIEPBOM JINCTE€ HOMEDP HE CTABUTCH.

Ha nepBoM nucTe OmMcu B BEPXHEM JIEBOM YIIy YKa3bIBA€TCS TMOCIIEIHEE
HAaMMEHOBAHHUE OPTaHU3AINH, TOKYMEHTHI KOTOPOUM BKJIIOYEHBI B OMHKCH, HOMEDP (POHIA,
HOMED OMNKCH, Ha3BaHUE OINUCH, KpallHUE aThl JIeJ, BKIIOYEHHBIX B OMUCH. Y Ka3aHHBIC
PEKBU3UTHI, IEYATAIOTCS clieBa 0€3 OTCTYIMOB OT JIEBOW IPAHUIIBI TEKCTOBOTO TMOJISL.

B mpaBoM BepxHeM yriy IMEpBOrO JKHCTa ONUCH paclojaraerci rpud
YTBEPKJICHUSI OMUCH PYKOBOJUTENIEM OpraHu3aluu (MpeacenareyaeM JIMKBUIAIMOHHOU
KOMHCCHM WA KOHKYPCHBIM yIpaBJsitomuM). PekBusutT «pugh ymeepoicoenusy
pacroJiaraeTcsi Ha ypoBHE NIEPBOM CTPOKM HAMMEHOBAHUS OpraHU3aliu.

Bce snementsl pexBusuta «l pug ymeepoxcoenus» MOTYT OBITH OQOPMIICHBI
IBYMsI CIOcOOamH: C BBIPAaBHMBAaHUEM IO JIEBOMY Kpaio JHOO C IEHTPUPOBAHUEM
OTHOCHUTENBHO CaMOM JUIMHHOW CTPOKHU PEKBHU3UTA, HAIIPUMED:
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YTBEPXIAIO 1m16o: YTBEPXIAIO

Hupexrop I'KY HCO Hupektop ['KY HCO
«l'ocynapCTBEHHBIN ApXUB «l'ocynapCTBEHHBIN apXUB
HoBocubupckoit o6mactm» HoBocubupckoit odmactuy»
N.O. Gamunus N.0. Gamuinusg
« _» 2016 . «__» 2016 .

HanMeHoBaHusI pa3fesioB W MOJPa3feioB OMUCH O(GOPMIISIOTCS B OTAEIbHBIX
CTpokax omnucu B rpade «3arojoBok jaena». HaumeHoBaHUS pa3iesioB W MOJAPa3/IEiIoB
pacnojararoTcs 1o HEHTPY CToJ01a ¢ MponucHOi OykBbl. HanMeHOBaHMS CTPYKTYPHBIX
IIO/IPA3/ICJICHUI B OIIMCHU YKa3bIBAIOTCS MOJHOCTBIO.

Bce »neMeHTBl omMcaTeabHONM CTaThbU OINKMCH BBIPABHUBAIOTCA IO BEPXHEU
I'PaHULIE CTPOKHU.

3aroyioBOK Jiejla B ONMCH pacrojiaraercsi 6e3 oTcTyna OT JIEBOW PaHMIIbI Fpadbl
ONMKMCH W BBIPAaBHUBAETCS MO IMpuHE. OCTagbHbIE 3JIEMEHTHI ONMHMCATEIbHON CTaThbU
ONKCH BBIPABHHUBAIOTCS IO LIEHTPY CTOJOIOB TaOIUIIBI.

Mexny CTpOKamMu S3JIEMEHTOB OJHOM M TOW K€ ONHCATEIBbHOW CTaTbU OIKUCH
IIPUMEHSIETCSA OAUHAPHBIN MEXCTPOUHBI HHTEPBAI.

He pexoMeHnayeTcs: MEpeHOC 4YacTed 3arojoBKa Jeja, KpauHuX [aT Jejia Ha
CJIEIYIOIIMH JIMCT; pa3MEIleHNEe HANMEHOBAHUM pa3/iesIoB ONMCH B KOHIIE JIUCTA.

B koHUE onvcH yepe3 OJMHAPHBIA MEKCTPOUYHBIA MHTEPBAJI OT HUXKHEN TPAHULIBI
TaONUIBl OMUCHU JIENIAeTCS WTOroBasi 3aluCh, B KOTOPOW YKa3bIBaeTcs (mudpamu u
IIPOINKCHIO) KOJUYECTBO JEJ, BKIIOUEHHBIX B ONUChH, KpallHHME HOMEpA JEJ, a TAKKe
OTOBapUBAIOTCSI OCOOCHHOCTHM HyMEpalMHu Jel B ONUCH (HAJU4Me JMUTEPHBIX U
MIPOIYIIEHHBIX HOMEPOB jien). [lepBast cTpoka UTOroBoii 3anucu 0hopMIIIETCS OT JIEBOM
I'PaHUIIBI TEKCTOBOTO MOJIS ¢ ad3aria.

PexBuzuthl [lloonuce cocmaeumens, J[lama, [pug coenracosanusi HOIKHBI
0(QOpMIIATHCA OT JIEBOW IPAHULIBI TEKCTOBOTO TOJIS.

PacmiuppoBka mnonnucu B pekBusure [loonuce cocmaeumens — AOTKHA
pacrnoJiaraThCsi Ha YpPOBHE IMOCJIEIHEN CTPOKM HAaMMEHOBAHUS JOJHKHOCTU C MpoOenoM
Mex 1y unuimaiamu u pamunueit. [locnenuss 6ykBa B pacimmmdppoBKe MOAMUCH TOJKHA
OrpaHUYMBATHCS MTPABBIM MOJIEM.

Bce pekBU3UTHI, pACMONOKEHHbIE TMOJ TaOJIWYHOW YacThIO OMMCH, JOJKHBI
pa3MeIaTbCs Ha TOM XK€ JINCTE, YTO U MOCJIEIHASI CTPOKA OIMCH, IEPEHOC UX HA IPYTYIO
CTPaHUILy C OTPHIBOM OT TaOJHUIIBI HE AOMYCKACTCS.

Omnucu (rogoBbie pa3ielibl OMUCEN) e, TOKYMEHTOB COCTaBIISIFOTCSI:

NOCTOSIHHOI'O XpaHEHUs] — HE MEHee YeM B 4YEThIpeX 3JK3EMIUIIpax: TPU Ha

OyMa)XHOM HOCHUTEJIE W OJWH — B DJJICKTPOHHOM BHAE (B KadecTBe paboyero
AK3EMILISPA);

JIOKYMEHTOB T10 JIAYHOMY COCTaBY OPTraHHM3alliii — MCTOYHUKOB KOMITJICKTOBAHHUSI
rOCy/IapCTBEHHBIX (MyHHIIMIIAJLHBIX) apXWBOB — HE MEHEEe 4YeM B YeThIPex

PK3EMILUTApax: TP Ha OyMa)KHOM HOCHTENE, OJUH — B AJIEKTPOHHOM BHJIE (B KauecTBe
paboyero IK3eMILISAPa);
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JAOKYMCHTOB IIO0 JIMYHOMY COCTAaBY opraHmauHﬁ, HE ABJIOIIMUXCA HMCTOYHHMKaMH
KOMINJICKTOBAHUA TOCYIAPCTBCHHBIX (MYHI/IHI/IHaJIBHBIX) dpXUBOB, — HC MCHCC UYCM B
TPCX IK3CMILIIApAX.

K ommcu ACJI OpraHnu3aly COCTABIIAICTCA HaquO-CHpaBOqHBIﬁ alrapar.

4, IopsiaoK cocTaBJIEHUSI HAYYHO-CIIPABOYHOI0 aNNapaTa K ONMUCH

Jns Oonee 3(p(EKTUBHOTO HCIOJIB30BaHUS JOKYMEHTHOM HWH(pOpMaIuH,
COJIEpIKaIIeicsl B OMHUCSIX apXWBHBIX (DOHIOB, K HUM CO3/1a€TCS HAyYHO-CIPABOYHBIN
amnmapar, KOTOPBIA BKJIIOYAET: TUTYJIbHBIN JIUCT, JIUCT MEPEUMEHOBAHUMN, MTPEANCIOBHE
(MCTOPUYECKYIO CIIPABKY); CIIMCOK COKpAIlCHUH; yKa3aTelu (IIpU HeOOXOIUMOCTH).

4.1. TuTybHBIN JUCT U JIUCT NepeuMeHOBAHUI

TUTYTbHBIA JHCT OMHUCH SIBISAETCA OOS3aTENBbHBIM DJIEMEHTOM CIPABOYHOTO
anmapata. OH  coAepXUT HHPOPMALMIO, ONPEICISIONIYI0  MPHUHAIICKHOCTD
JOKyMEHTOB, BHECCHHBIX B OMNKCh, K KOHKPETHOMY (OHIYy WM €ro 4YacTH; K
OTIpEICTIEHHOMY TIEPUOy BPEMEHH, a TaKXKe IMOMCKOBBIC JaHHBIC, CIOCOOCTBYIOIIUE
HAaXOXJICHUIO OmMuUcH B apxuBe. CBeneHus, pa3MEIICHHbIE Ha TUTYJILHOM JIUCTE,
BOCTIPOU3BOSATCS Ha 00JI0KKE OTIHCH.

TUTYyIBHBIN TUCT K OMMCH BKJIIOYAET CIEAYIONINE PEKBUZUTHI:

- MOJHOE€ HAMMEHOBAHHE TOCYIAapCTBEHHOTO (MYHHUIIMIAIHHOTO) apxuBa (eciu
OpraHu3aIusl SBISICTCS ICTOYHUKOM €0 KOMIUIEKTOBAHMS);

- HAUMEHOBAaHUE OPTraHU3aIMU C YKa3aHUEM IMOAYMHEHHOCTHU (TIpU €€ HaJU4HH),
HayaJlbHOW M KOHEYHOM Jar cymniecTBOBaHUsA (PoHI000pa3zoBaTesss MO JTaHHBIM
Ha3BaHueM. Eciu opranmsanus JedCcTBYIONAs — yKa3bIBA€TCS TOJIBKO HadallbHAsI Jata,
COOTBETCTBYIOIAS TIOCIEAHEMY HAMMEHOBAHUIO Opranu3aiuu. JlaTtel ohopMIIsSIFOTCS Kak
uudpoBbIM, TaKk W OYKBEHHO-IM(POBBIM CIIOCOOOM C HOBOM CTPOKH MOCTE
HAUMEHOBaHMS opraHu3anuu. HanMeHnoBaHue naeTcs B BHIE O(UIIMATIBLHO TMPUHATOTO
MOJTHOTO;

- HOMep apxuBHOTO (oHAa (MpuUCBaMBaeTCs TMPH TEPBOM MOCTYIJICHHH
JOKYMEHTOB Ha TOCY/IapCTBEHHOE XpaHEHHE);

- HOMEp OIIHCH;

- HAMMEHOBAHWE OMUCH C YKa3aHHEM KaTErOpHH BKIIOYCHHBIX B HEE JTOKYMEHTOB
(TTOCTOSTHHOTO, BPEMEHHOT'O XPaHEHHS, TOKYMEHTOB 110 JIMYHOMY COCTaBY U T.1I.);

- KpaliHWEe NaThl BKJIIOYCHHBIX B OMKCh EIUHUIl XpaHEHUsS (yKa3bIBalOTCA Ha
TUTYJIBHOM JIUCTE TIOCIIC HA3BaHUS OMKMCH C HOBOM CTPOKH).

[Tpu U3MEHEHUH HAaUMEHOBAHUS dbonmoobpazoBarens W €ero
M0JIBEJOMCTBEHHOCTH B TE€UEHHUE MEPHOJIa BPEMEHH, 3a KOTOPBI COCTaBlieHa OMKCh, Ha
TUTYJIBHOM JIUCTE YKa3bIBACTCs CHavalia MOCjeIHEe €r0 HAaMMEHOBAHUE, a 3aTEM BCE €T0
MEPEUMEHOBAHUS B XPOHOJIIOTUYECKON MOCIEA0BATEIHLHOCTH C YKa3aHWEM HadajlbHOU M
KOHEYHOH /AT CYIIECTBOBAHMUS MO KQKIbIM HANMEHOBAHUEM.

Ecnu nHazBanume (oHmooOpazoBatesiss MEHSJIOCh MHOTOKpaTHO (Oojee 3-x), Ha
TUTYJTBHOM JIUCTE JAeTCs €0 TOCTeHee Ha3BaHKe, a BCE IEPEUMEHOBAHUS TIPUBOISATCS
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B JINCTE MEPEUMEHOBAHUN B MCTOPUYECKON (XPOHOJIOTMYECKON) MOCIET0BATEIBHOCTH.
JIuct nepeMMeHOBaHUI MOMEIIAETCS 3a TUTYJIBHBIM JTUCTOM (TipuiioxkeHust NeNe 4, 5).

4.2. UcTopuyeckas cpaBka (IpeaucjioBue) K OMUCH

Hcropuueckas crnpaBka (MPeIUCIOBHE) K OINUCU SIBISETCS BaXKHOW COCTaBHOM
YacThI0 CHCTEMBl HAy4HO-CIIPaBOYHOro anmnaparta. l[lpu mnepBomM ynopsgouyeHHUH
JIOKYMEHTOB COCTaBIISICTCS HUCTOpUYECKAS CrpaBKa 00 OopraHu3anuu
(bonmoodpazoBarene) u douae. Ilpu mocieayromeM YHOPSAAOYCHUH JOKYMEHTOB
COCTABJIICTCS IPEAUCIOBUE K onucH (rpuiioxkeHue Ne 6).

BxiroueHHBIE B MCTOPHUYECKYIO CIIPABKY CBEICHHMS 10 MCTOPUHU JIEUCTBYIOLIEU
OpraHu3alliy JOJKHBI OXBaThIBATh MEPUOJ] OT Hauajia o0pa3oBaHus MO MOCIEAHUN IO,
32 KOTOPBINA YIOPSIAOUEHBI JOKYMEHTHI.

Hcropuueckas cripaBka COCTOUT U3 UCTOPUUECKON U apXeorpapuieckoil yacTeu.

B ucroprueckoil 4acTu KpaTKO ONMUCHIBAIOTCA HCTOPUUYECKUE YCIOBUS, B KOTOPBIX
BO3HUKJIA U IEVCTBOBAJIa OPTaHU3ALIMS, YKA3bIBAETCA /1aTa €€ BOSBHUKHOBEHUS C IMOJHBIM
HAaMEHOBAaHHMEM, COOTBETCTBYIOIIUM H3TOM JaTe, CO CChUIKOW HAa HOPMATHUBHBIE
MIPABOBBIEC AKThl UJIU PACHOPAIUTENIbHBIE JOKYMEHTHI. [IepBOHAYaIbHO B UCTOPUYECKOMN
CIPaBKE YKa3bIBAIOTCS MMOJYMHEHHOCTb, (YHKIHMM OpraHU3alMM Ha MOMEHT €€
CO3JIaHHsI.

CBenenus 00 U3MEHEHUM HAUMEHOBAHUS, TMOAYMHEHHOCTH, (PYHKIIHH,
peopranu3aiuy, JUKBUJAIMM OpraHU3allid  OTPaXalTCsi B  XPOHOJOTHMYECKOM
MOCJIEA0BATEILHOCTH CO CChUIKOM Ha COOTBETCTBYIOIIME HOPMATUBHBIE MTPABOBBIC aKTHI,
pacriopsiuTeabHble TOKyMeHThI. [IpuBeneHHBIE CBEACHUS JOJKHBI COOTBETCTBOBATh
COJIEpKAHUIO0 HOPMATUBHBIX MTPABOBBIX aKTOB WJIU PACIIOPSAUTEIBHBIX JIOKYMEHTOB.

B TtoMm ciydae, eciau cBeIEHUS 1O UCTOPUM OpTraHU3allUUd ObLIM YCTAaHOBJIECHBI HE
M0 aKTaM U PACTOPSIUTENBHBIM JOKYMEHTaM, a M0 KOCBEHHBIM MCTOYHHUKAM (YTJIOBBIE
IITaMIIbI, TeYaTH, OJAaHKU U T.1.), TO ATO CIEAyeT OrOBOPUTh B YKAa3aHHOM pasee,
HarnpuMmep:

Hszmenenue cmpykmypor oo6wveounenuss « Cubasmompancy npocieircusaemcs no
WMAMHBIM PACNUCAHUAM U USMEHEHUSM K HUM.

CrtpykTypa ¥ MOJIBEIOMCTBEHHAs] CETh OPraHU3AIlMU YKa3bIBAlOTCSI HA MOMEHT €€
BO3HUKHOBEHUS, JlaJie€é B XPOHOJIOTMYECKOW IOCIEI0BATEIIBHOCTH OTPAXaIOTCS BCE
OCHOBHBIC HM3MEHEHHS, MPOU3OIICAIINE 3a TEpPUOJ €€ CYIIECTBOBaHUS, a 3aTeM
YKa3bIBa€TCs BCSI CTPYKTYpPa HA MOMEHT OKOHYAHHSI OMTMCHIBAEMOTO TIEpHo/Ia.

He pekomenayercsi mnepeHachllllaTh MCTOPUUYECKYIO CIIpaBKy uUH(opMaluei,
BBIXOJISIICH 32 paMKHU TPeOYeMbIX CBEJICHUH.

Eciu n3meHeHunil 3a ONUCBHIBAEMBIN MEPUOJ HE MPOU3OULIO, TO B UCTOPUUYECKOU
CITpaBKe JeaeTcsi OTMETKa 00 OTCYTCTBUHU ATUX M3MEHEHUM, HalpUMep:

B nepuoo ¢ 1992 no 2000 200wl usmenenuii 6 HaumeHo8aruu, NOOYUHEHHOCMU U
cmpyKmype npeonpusamusi He npou3ouLo.

[Ipu ccpimkax Ha JOKYMEHTHI COONIOAAETCS CIEAYIOIIas MOCIIeI0BATEIHHOCTD:
BHUJI JJOKYMEHTA, aBTOp JOKYMEHTA, JaTa JOKYMEHTa, HOMEp JIOKYMEHTA, 3arojOBOK,
Hanpumep:
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Ilocmanoenenuem I’ yoepuamopa Hoeocubupcroii ooracmu om 15.03.2005 Ne 456
«O co3z0aHuu ..... » ¢ 01.04.2005 obpazosat ...».

CnpaBouHble JaHHbIE O MECTOHAXOXJIEHUU JOKYMEHTOB, NE€PEIaHHbIX Ha
XpaHEHHE B apxuB, O(QOPMISIOTCS B BHJIE CHOCOK, COCTOSIIUX U3 CIEAYIOIIUX
AJIEMEHTOB: Ha3BaHME apxuBa, HOMep (GOHAA, HOMEP OMUCH, HOMEp Jeia, Homep(a)
nucTa(oB), HAIPUMED:

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

Ecmm  mokyMeHTBI HaxomaTcs Ha BEJOMCTBEHHOM XpaHEHUH, BMECTO
HAaWMEHOBAHUS apXMBa MIPUBOIUTCS HANMEHOBAHHE apXUBa OpraHU3AINH, HAIPUMED:

Texywuti apxue Munucmepcmea 30pasooxpanenus Hosocubupckoti obracmu.
®. P-29.0n. 1. ]]. 3512. J1. 1 - 15.

Ecnm npu HanmmcaHWW MCTOPUYECKON CHPaBKU OBLIW MCIOJIB30BaHBI CBEICHUS U3
JOKyMEHTOB, KOTOpPBIE OTCYTCTBYIOT B (OHIAaX apxuBa JUOO B OpraHU3AINH,
YKa3bIBACTCS] ICTOYHUK MOTYYEHUs JaHHOU HHPOpMaIIMU, HAIIPUMED:

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

B apxeorpadguyeckoil 4aCTH UCTOPUUYECKOMN CIIPABKU OTPAXKAKOTCS CBEICHUS I10
ucropun GoHAA: JaTa MEPBOTO MOCTYIUICHUS] JOKYMEHTOB (hOHJAa B TOCY/IapCTBEHHBIN
WM MYHUIUIAJIBHBIM apXuB; HUX O0BEM W KpailHMEe JaThl, KpaTkas o0oOIieHHas
XapaKTEpUCTHKA COCTaBa JOKYMEHTOB, U3MEHEHHUS B coCTaBe M oObeMe (OoHIa U HX
NPUYMHBI, HAJIUYWE €IUHUI] XPAHEHUS, BBIXOSMIIMX 332 XPOHOJOTUYECKHE TPAHUIIBI
¢dhoHIa; COCTaB CIPABOYHOTO armapara K OM1CH.

Jlanee yka3bIBalOTCS: KOJIMYECTBO W KpaHHME NAThHI Je], BKIFOYCHHBIX B OIHCH,
CBEJIECHHUS O COCTaBE M COJCP)KaHWM JOKYMEHTOB OIMCH, OCHOBHBIC TTPUHIIUATIBI
(bopMHUpPOBaHUS STUHUI] XpaHEHHUS, OCOOCHHOCTH WX OINMUCAHWUA W CHCTeMaTH3alluH,
BHUJIBI OTCYTCTBYIOIIUX JOKYMEHTOB C YKa3aHHEM XPOHOJOTHYECKHX TEPHOJOB U
MIPUYHH UX OTCYTCTBHSI, HAIPUMED:

byxeanmepckuii omuem axyuoneprnozo oobwecmasa 3a 2013 200 éxnouer 8 cocmas
onucu Ne 1 ynpasnenus ceibcko2o Xo33icmea aOMUHUCMpayuu paioHda.

Ecnu B onuch e MOCTOSSHHOTO XpaHEHUs! BKIIIOUEHBI JIOKYMEHTHI BPEMEHHOTO
CpoKa XpaHeHusl (HampuMmep, KBapTajdbHbIE OTYETHI) HEOOXOJMMO OOBSICHUTH B
HMCTOPUYECKOM CITpaBKe 11eJIeCO00Pa3HOCTh BKIIFOUSHHS TAaKUX JIOKYMEHTOB.

B oTimMune OoT MCTOpUYECKOW CIpPaBKU B MPEIUCIOBUE K OMUCH BKIIOUYAIOTCS
CBEJICHUSI O HAUMEHOBAHUH, MOJYMHEHHOCTH, QYHKITUAX, CTPYKTYpE OpTraHU3aIMHA U UX
M3MCHCHUSAX HE OT Havajia o0pa3oBaHHMsl OPraHM3AalMH, a 32 KOHKPETHbIH Mepuos
ONMHCaHUSA JOKYMEHTOB. B Hawaje TekcTa TPEeIHCIIOBUS CIIEAYEeT yKa3aTh ITOJIHOE
HAaMEHOBAaHHME OpPraHM3aIliy Ha HAYaJio OMMCHIBAEMOTO TIEPHO/Ia, HAIIPUMeED:

Ha 01.01.2013 Hnaumenosanue yupedcoeHusi — MYHUYUNATbHOE KA3EeHHOe
yupedsicoenue copooa Hosocubupcra « Hosocubupckuii 20poockoil apxusy.

[IpenuciioBre MOXKET COCTABIIATHCS Kak OOIee KO BceM omucsaM (oHIa, Tak U K
OTAECNbHOW omnuch. [IpH cOCTaBlI€HWHM OTHEIBHBIX MNPEAUCIOBUM K KaXIOM OIKUCHU
apxuBHOTO (hoHIA BCEe OOIIME JTaHHBIE MO HCTOpUHU (OHIO0Opa3oBaTENss U HCTOPUHU
apXWBHOTO (POHJIa TOMENIAOTCS B TIPEAUCIOBUU K TIEPBOM OTIMCH JIETI.

Hcropuueckas cripaBka (IpeaUCIOBUE) K OMUCH TOIMUCHIBAETCS COCTABUTEIIEM C
yKa3aHUEM JOJKHOCTH U JaThl COCTABICHUSI.
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HpeILI/ICJ'IOBI/Ie HUMECT CaMOCTOSATCIIbHYIO HyMCpaluro JIUCTOB, HOMCpa
IMPOCTABJIAIOTCA BBCPXY JIMCTA I10 €TO LICHTPY, IIPpU 3TOM Ha IICPBOM JIUCTC HOMCP JIMCTA
HC CTaBUTCHI.

4.3. CnucoK coKpalieHuii

CnuMcok  COKpallleHH#d  mpeAcTaBisieT  co0ol  andaBUTHBIA  TNEpeYeHb
BCTPEYAIOIIMXCSA B OMUCHA W CHOPABOYHOM alapare K HEW COKPAIICHHO HAMMCAHHBIX
CJIOB.

CokpaiiieHust BBOJSITCS B LENAX HKOHOMHUHU MECTa JJii 4acTO BCTPEYAIOIIUXCS
CIIOB B TEKCTE OMHCH, a TAaKXKe AJSl pacKphITUA abOpeBHATyp B COCTaBE CIPABOYHOIO
anmnapara 1 JOCTHXKEHHsI eIMHO00pa3us B epeaye CoAEpKaHus TOKYMEHTOB.

B cnmcok cokpamieHWid BHOCATCS BCE COKpAlIEHUs CIOB M IOHATHM,
yIoTPeOIIEeMBbIX B OMTUCH, KPOME OOIICTPUHATHIX, @ TAKKE COKpaIIeHHbIe 0003HAYCHUS
Ha3BaHUU OPraHOB U OpraHU3aLU.

OO1enpuHATbIE COKpaIeHUs, HE TPeOyIoIre CHEeIUaNIbHBIX pa3bsICHEHUH (T.€.,
T.J., Ip. U JApyrue), o003HayarolMe Ha3BaHUE MEP MAcCChl, BPEMEHH, MPOCTPAHCTBA,
OTHOCAIIUECS K IU(PpPaM U HE BBI3BIBAIOIINM JIBOSKOTO TOJKOBaHUS (KT, MHH., CM, M U
IPYTUE) B CIIUCOK COKPAIEHU HE BKIIFOUAKOTCS.

Ha3Banusi opraHoB W OpraHu3alii NpU BHECEHWU UX B OIMCh B IEPBBIA pa3
MUIIIYTCS MOJHOCTBIO U B KPYIJIBIX CKOOKax JaeTcs MX COKpallleHHOE Ha3BaHUE, a MPHU
MMOBTOPHOM BHECEHHUH MX B OMUCH OHU MPUBOAATCS TOJIBKO B COKPAILICHUMU.

B cnucke cokpameHuid B andaBUTHOM TOPSJIKE CJIEBa  PaCIOIararoTcs
COKpAILIEHHbIE CJIOBA W MOHSTHS, a CIIpaBa 4epe3 TUPE JAETCS UX MOJHOE 0003HAUECHUE
(mpunoxxenue Ne 7).

CHOucoK COKpallleHu MOMENIAETCS TTOCIE MPEINCIIOBUS K OTIUCH.

4.4, Ykazarteau

VYKkazarenu COCTaBISIIOTCSA, KaK TMPaBWIO, K CIOXKHBIM 1O CTPYKType H
COJICPKAHUIO OMHUCSAM JeJI, JOKYMEHTOB JJisi OOJIeTYeHHs] W YCKOPEHHUS TOHCKa
HeoOXoauMol WHGOPMAIMKM, a TAKXKE C IENbI0 JIydllled OpPUEHTAIlMd B COCTaBe M
COJIepKaHUM €IMHHI] XPaHEHUSI.

VYKkazarenu K ONUCH MPEACTaBISAIOT COO0OM MepeyeHb MNPEAMETHBIX MOHSATHUH,
BCTPEYAIONTUXCS B 3ar0JIOBKaX OIMKCH, C HEOOXOIUMBIMH MOSCHEHUSIMH U CCBIJIOUHBIMHU
JTAHHBIMH.

B mocnennee Bpemsi oco0oe 3HAUCHHE MPUIACTCS AOKYMEHTaM IO JUYHOMY
cocTaBy. B cBsi3m ¢ uem ykazaTenu 1enecooOpa3HO COCTaBIATh K OMHCSM, COCTOSIIUM
13 KOMIUICKCHBIX JIMYHBIX JIe]1, CPOPMUPOBAHHBIX TI0 JIaTaM YBOJILHCHHS COTPY/THUKOB.

Hampumep, B ykazatenu BEIHOCSTCS OYKBBI M3 KOMILJIEKCHBIX JIETT CO CChIJIKAMU Ha
nemna (A — 00. 1, 20, 35, 48) unu B ykaszaTenb BBIHOCUTCSA (DamMiuidsi ¢ OTCHUIKOW Ha
HOMEp CAWHUIIBI XpaHeHHS W JHCT (Aopamos K.E. — 0. 105, na. 26). Tlocnemauit
yKa3aTellb MOXET COCTABJISTHCS HA OCHOBAHUH BHYTPEHHEHN OMKCH (€CITM OHA UMEETCH).

K omHomy ¢hoHAY MOTYT COCTaBIATHCS HECKOJIBKO YKa3aTeNeH, JTOMOHSIONTIX
UH(OPMAITHIO O COMIEP)KAHUY €TUHUI] XPAHCHHUSI.
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VYkazatenn MOTYT BKJIIOYaTh CBEJICHHS W3 3aroJOBKOB €IMHUI] XPaHEHUS Kak
OJIHOM OIMCH, TaK U BCceX omucen Gonmaa.
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5. Ilpuiio:keHust

[Tpunoxenue Ne 1 k m. 2.3

HEPEYEHDb JIOKYMEHTOB
110 JIMYHOMY COCTABY J0JI0OBPEMEHHOI0 CPOKA XPAHEHUS, MOAJIEKALIUX
BKJIIOYEHUIO B OIIHUCH J1€JI 110 JIHYHOMY COCTABY

PacnopsiiutesbHble  JOKYMEHTHI 10 JIMYHOMY C€OCTaBy (TpHUKas3bl,
pacnopsbKeHuUs, 3aMMCKH, 3aMEHSIONINE TPUKA3bl 110 JUYHOMY COCTaBY, TOCTAHOBJICHUS
U ap.).

K pacnopsauTenbHbIM — JOKyMEHTaM, WMEIOIIUM JIOJTOBPEMEHHBIM  CPOK
XpaHEHHUsI, OTHOCSITCS CIIETYIOIIHE:

- 0 TIpEeMe, TIepeBO/IC, IePEMEITICHUH, YBOILHEHHUH;

- 00 U3MeHeHuu (haMUIInu;

- 0 TIOONIPECHHH, HarPAKICHUH;

- 00 oruiate Tpy/a, O pa3IuYHBIX BbIIaTax (00 YCTaHOBJIEHUHU OKJIAIOB, JAOILIAT,
HaJI0aBOK K OKJIAy U JIp.);

- 0 BpEMEHHOM 3aMeIIEHNH, COBMEIICHUH TOJKHOCTEH;

- 0 IPEMHUPOBAHHNH;

- 00 aTTecTalMu;

- O TIOBBINICHUU KBATH(UKAIINH;

- 0 IPUCBOCHHH 3BaHUM (KJIACCHBIX YUHOB), Pa3psiIOB;

- 00 OTIyCKe 1Mo OEPEMEHHOCTH U POJIaM;

- 00 OTITyCKax 10 yXOJy 3a peOCHKOM;

- 00 oTmyckax 6e3 coxpaHeHus cojiepkaHus (3apaboTHOM MIIaTh);

- 0 BCEX BUIAX OTIMYCKOB PAOOTHHUKOB C TSHKEIIBIMH, BPEIHBIMH M OTACHBIMH
YCIIOBHSIMU TPY/a,;

- 0 IGKYPCTBaX 1O MPO(HITF0 OCHOBHOM IESITEITEHOCTH;

- 0 JNINTETHHBIX BHYTPUPOCCUHUCKHUX U 3apyOeKHBIX KOMaHIUPOBKAX;

- 0 KOMaHJUPOBKax JIsi paOOTHUKOB C TSDKEIBIMH, BPEAHBIMH M OTACHBIMH
YCIIOBHSIMH TpPYy/a.

Crnenyet yuutbiBaTh, 4To B 1960-80-€ To/1bI B OTJAEIBHBIX OpraHU3aIUsIX BOIIPOCHI
npuemMa, TEPEeMEIICHUsT W YBOJbHEHUS pPaOOTHUKOB O(GOPMILUITNCH NPUEMHBIMU,
NnepeBOAHLIMH H YBOJbLHUTEIBLHBIMH 3aNIMCKAMMU.

B cinydae oTcyTCTBHUS B OpraHu3alMM PacHOPSIUTEIBHBIX JOKYMEHTOB TIO
JUYHOMY COCTaBYy YMOPSJOYCHUIO M BKJIIOYCHHUIO B OMUCH JIET MO JIMYHOMY COCTaBY
MO/IJIeXKAT:

- JIOKYMEHTHI (IIPEJCTaBIICHUSI, XOJaTaliCTBa, aHKETHI, aKThl) 00 yCTaHOBIICHUU
MEPCOHAIILHBIX CTABOK, OKJIAJIOB, HaI0ABOK;

- TPOTOKOJIBI 3aCEeIaHWid KOMHUCCHUH IO YCTAaHOBIICHHIO TPYIOBOTO CTaka JIsI
BBHITIJIATHI HaJA0aBKH 3a BeICAYTY JieT (110 2010 roga).

JIOKyMeHTbl 10 TIpueMy, INepeMellieHHI0 (MepeBOay), YBOJIbHEHUIO
Pa0OTHUKOB!:
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- INYHBIE JIeNIa YBOJIEHHBIX PAOOTHUKOB, B T.4. TOCYAAPCTBEHHBIX TPAXKIAHCKHUX U
MYHULMNATBHBIX CIY)KAIUX (3asABJICHUS, KOMUM IMPUKA30B U BBIIUCKUA U3 HUX, KOIHUU
JIMYHBIX JOKYMEHTOB, JJUCTKH MO y4€Ty KaJIpOB, aHKEThI, aTTECTALIMOHHBIE JIUCTHI U Jp.);

- TpPYAOBBIE JIOTOBOPHI (CIIy’)KEOHbIE KOHTPAKThl), TPYJOBBIE COIJIALICHMUS,
JOTOBOPBI NOJPsia (HE BOLIEAIINE B COCTAB JINYHBIX J1€N);

- YTBEPKICHHbIEC MH/IUBUIyaJIbHBIE TOJKHOCTHBIE PErJIaMEHTBI TOCY1apCTBEHHBIX
Y MyHULMNIAIBHBIX CITyXKalllkX;

- YTBEpXJCHHbIC WHANBUAYyAJbHbIE HHCTPYKIMH O TpaBaxX M OOS3aHHOCTSIX
pabOTHUKOB (OKHOCTHBIE MHCTPYKIIUN);

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

- XapaKTepUCTUKU paOOTHUKOB, HE UMEIOIIUX JMYHBIX aeT (10 2010 roma);

- BBIE3/IHBIE JI€JIa CIIEHUATMCTOB, KOMAaHAUPOBAHHBIX HAa padoTy 3a pyOexoMm;

- JIOKYMEHTBbI (BBIIUCKM M3 TPOTOKOJOB, CIHUCKH TPYAOB, OTYETHI) s
KOHKYPCHBIX KOMHMCCHM IO 3aMEUICHMIO BaKaHTHBIX JOJDKHOCTEHM, H30paHuIO Ha
JOJKHOCTB JIUIL (paOOTHUKOB) (HE UMEIOIIUX JIMYHBIX JEI);

- ITaTHBIE PACCTAHOBKH (IITATHO-CIMCOYHBIN COCTaB PaOOTHUKOB);

- CBEJIEHUS O J0X0JaX, 00 MMYIIECTBE M 00s53aTeNbCTBAX HMYLIECTBEHHOI'O
XapakTepa TOCYJapCTBEHHBIX TPAXKIAHCKUX M MYHUIUNAIBHBIX CIyXamux (He
BOIIIEIINE B COCTAB JUYHBIX JIEJ1);

- JJOKYMEHTHI (3asBJIeHUs] paOOTHUKA O COTJacCMM Ha 00pabOTKYy NEepCOHAIBHBIX
TAHHBIX, CBEJCHUS, YBEIOMIIEHUS) O CYOBEKTE MEPCOHATBHBIX JAHHBIX;

- CIIUCKU paO0OTHUKOB OpraHu3aliu (JIMYHOTO COCTaBa);

- CHOUCKM M KapTOYKM Yy4eTa OCBOOOXKIAECHHBIX PAOOTHUKOB OOILECTBEHHOU
opraHu3anuu (00beIUHEHNUS);

- NHCbMEHHBIE YBeIOMJEHHS paldoTtonareiass o0 YBOJbHEHUM PAOOTHUKOB C
yKa3aHUueM MPUYMH (HE BOIIEAIINE B COCTAB JIMYHBIX J€N);

- Mepenucka Mo BOIpocaM peadmiIuTauuu (MOJIUTUYECKOM, MpodhecCHnoHaNbHOM,
MEIUIIMHCKON ) pAOOTHUKOB;

- aKThl NIpHEeMa-Tepelayd JHMYHBIX JIe1 TOCYJapCTBEHHBIX TPAXKIAHCKUX MU
MYHHIIMIIAJIBHBIX CITYKalIUX MPU [IEPEX0/ie Ha APYTyio padboTy;

- KHHUTH, JKypHaJbl PETUCTPALMU, KapTOUKH, YKa3aTelud K pacHopsAUTEIbHBIM
JOKYMEHTaM 10 JUYHOMY COCTaBY;

- KHUTH, JKypHajbl, KapTOUYKH Yy4yeTa IMpHeMa, IepeMelleHus (mepeBoja),
YBOJIbHEHUS! paOOTHUKOB;

- KHHUTH, )KypHaJIbl y4eTa, ali(aBUThl JIUYHBIX €T, TUIHBIX KapTOUeK, TPYIAOBBIX
JOTOBOPOB (KOHTPAKTOB) TPYAOBBIX COJIAILICHU;

- KHUTH, )KypHAJIBI BbI1auM (y4eTa IBHKEHUS) TPYIOBBIX KHIKEK U BKJIAJIBIIICH K
HUM,

- TIOJKHOCTHBIE KAPTOYKM HOMEHKJIATYPHBIX paOOTHHUKOB (110 1995 rona).

JIOKyMeHTBI 00 o1uiaTe TpyAaa:

- TUTIEBBIE KAPTOUKH, CUeTa paOOTHUKOB IO 3apaboTHOM 1iaTe;

- TOKYMEHTHI (IIPOTOKOJIbI, aKThl, CIIPaBKU, CBEJICHUS) 00 OIjiaTe Tpyaa, BbIILIATe
JCHE)KHOTO COJEpXKaHUSI M HAYUCICHWU CTaka paboThl JHIAM, 3aMEelaloUIiM
roCcyAapCTBEHHbIE JOJKHOCTH;
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- WHIUBUIYyaJIbHBIE CBEJACHUS O TPYIOBOM CTaxke, 3apaboTke (BO3HATPAKICHHH ),
JIOXOJI€ ¥ HAYUCJIEHHBIX CTPAXOBBIX B3HOCAX 3aCTPAaXOBAHHOTO JIUIA;

- peecTpbl CBEJICHUH 0 10X0JaX PU3NYECKUX JIMII.

B ciyyae OTCyTCTBUSI B OpraHM3allMM JIMIEBBIX CUYETOB WJIM BEIOMOCTEU
HAYKCIICHUsT 3apaOO0THOM IJIaThl YMOPSJOYECHUIO M BKJIIOYEHUIO B ONKCH €] IO
JUYHOMY COCTaBYy MOJJIEKAT CIEAYIOLINE BUABI JOKYMEHTOB:

- JIOKYMEHThl (CBOJIHbIE pacueTHble (pacyeTHO-IIATEXKHBIE) BEIOMOCTH
(TaOymsirpaMMbl) ¥ JAOKYMEHTHl K HHUM, pacyeTHBIC JHCTHl Ha BBIJAYY 3apaOO0THOM
IJ1aThl, TOCOOMH, TOHOPAPOB, MAaTEPUATILHON MOMOIIH U JIp. BBIILIAT);

- HaJIOTOBBIE JIEKJIApAllMM M pacyeThl AaBAHCOBBIX IUIATEXEH MO EIUHOMY
COLIMAJIBHOMY HaJIOTY;

- HAJIOTOBBIE KAPTOYKH IO YUYETY JOXOJIOB U HAJIOTa Ha JOXOJbl (PU3MUECKUX JIUII
(b. Ne 1-HADJI);

- JIEKJapaly M pacueThl aBAHCOBBIX IUIATEKEW IO CTPaXxOBbIM B3HOCAM Ha
00s13aTeIbHOE MIEHCUOHHOE CTPAXOBaHUE;

- CBEJICHUS O JJ0X04aX (DU3UUECKUX JIUILL;

- JIOKyMEHTHI (aKTbl, CIpPaBKH, CYETa) O TMPUEME BBIIIOJIHEHHBIX PabOT M0
TPYJIOBBIM JIOTOBOpaM, JIOrOBOpaM Mopsa ¢ GU3HU4eCKUMU JIUIAMHU;

- CIIUCKU PaOOTHUKOB, MOJIYHAIOIIUX TEPCOHATbHBIE CTABKH, OKJIA]IbI;

- BEJIOMOCTH y4eTa 4acoB pabOThI MpernogaBaTeei.

JIokyMeHTBI 00 aTTecTAMU U TAPU(PUKALNU, TPUCBOEHNH KJIACCHBIX YUHOB
U CIeMAJIbHbIX 3BAHUIA

- aTTECTAIlMOHHBIC 3aKJIIOUCHUS; JOKYMEHTHI (MPEIJIOKEHUS, PEKOMEHIAlNH,
KOMHUHU JIOKYMEHTOB, MPOTrpaMMBbl BBIMIOJHEHHUS PEKOMEHJAIMMA, BBIJAHHBIX B XOJE
aTTeCTalllM) K HUM (HE BOILE/IINE B COCTAB JIMUHBIX JIEJ);

- Tapu(PUKAMOHHBIE BEIOMOCTH (CIUCKH);

- TOKYMEHTHI (CIIPaBKH, aHKETBI, CITUCKH ) TI0 Tapu(PHUKAIIMK IEPCOHANA,;

- JIOKYMEHTHl (OpEACTaBICHUS, 3aKIIOUYEHUS, JUIJIOMBI, YIOCTOBEpPEHHS,
CBUJIETEIHCTBA) O MPUCBOEHUH KJIACCHBIX YHHOB U CIHEIMATBHBIX 3BaHUH (HE BOIICIIINE
B COCTaB JIMYHBIX JICI).

K nokymeHTam [IOJITOBpEMEHHOTO Cpoka xpaHeHus (15 jer), moanexammm
YHOOPSIAOUYECHHUIO, OTHOCSITCS MPOTOKOJIBI 3aceIaHui, MOCTAHOBJIECHUS aTTECTAllMOHHBIX,
KBATH(UKAIIMOHHBIX, TAPU(PUKAIMOHHBIX KOMUCCUN; JOKYMEHTHI (MIPOTOKOJIBI CYETHBIX
KOMUCCHUI; OIOJUIETEHH TaltHOTO TOJIOCOBAHMUSI) K HUM.

JIOKYyMEHTBI 0 HArpasKAeHUHU:

- IOKYMEHTHI (MpeICTaBICHUE, HArpaIHbIE JTUCThI, XOAaTalCTBa, XapaKTEPUCTUKH,
aBTOOMOrpauu, BBIIUCKKM W3 pEUICHUH, MOCTAHOBJIEHUH, MPOTOKOJIOB U JAp.) O
MPEJCTAaBICHUH K  HArpaXJICHUIO TOCYJapCTBEHHBIMH, MYHUIMNAIBHBIMH U
BEJIOMCTBEHHBIMU HarpajaMu, IPUCBOCHUHM 3BaHUN, TMPUCYXICHUU TIpeMuil (B
HarpakJarolyx OpraHu3anusax MOCTOSHHO);

- JIOKyMEHTHI (TpeACTaBJICHUS, XOJaTailiCTBa, XapaKTEPUCTUKH, Ouorpadum,
BBIIIUCKU U3 PEIICHHM, TOCTAHOBIECHUM, IPUKa3bl, IEPENUCKA) O 3aHECEHUH Ha JocKy
[Touera (He BomeAIIME B COCTAB JIMYHBIX JIE1);
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- XojaTaiicTBa O BbIJaye AyOJMKATOB JOKYMEHTOB K TOCYJapCTBEHHBIM,
MYHHUIIUTIATBHBIM M BEJOMCTBEHHBIM HarpajaM B3aMEH YTPAYEHHBIX; JIOKYMEHTHI
(3asBJICHUS, CTIPABKH) K HUM (B HarpaxJIaroluX OpraHu3alusaX MOCTOsHHO);

- HEBOCTpPEOOBAHHBIC TOCYAAPCTBEHHbIC, MYHHIIUMNAIbHBIE M BEJIOMCTBEHHbBIC
Harpaapl (y10CTOBEPEHHUS ).

JIOKyMEHTBI 0 HeCHACTHBIX CJIy4asiX, CBA3aHHBIX C IPOU3BOICTBOM:

- aKThI pacciieloBaHus NpodeCcCUOHANBHBIX OTPABICHUN U 3a00JIEBAHMIA;

- JIOTOBOPBI CTpaxoBaHHWsI pAaOOTHUKOB OT HECUACTHBIX cliyyaeB (mpu
HACTYIUICHUH HECYACTHOTO CiIyydasi);

- JIOKYMEHTBHl (aKTbl, 3aKJIIOUYEHUS, OTYEThl, TMPOTOKOJBI, CIOPaBKU) O
MPOU3BOJCTBEHHBIX aBapHsIX M HECUACTHBIX CIydasX IO MECTy MpPOUCIIECTBHS
(cBsi3aHHBIE C KPYIOHBIM MaTepUalIbHBIM YIIEPOOM U YEIOBEYECKUMHU >KEPTBAMH
XPaHSTCS MOCTOSTHHO);

HeBocTpeGoBaHHbIE JINYHBIE JOKYMEHTHI PA0OTHUKOB:

- TPYZOBbIE€ KHUXKKU;

- BOGHHBIE OMJIETHI;

- CBUJIETENIBCTBA O POKIEHUH, 00 00pa30BaHUY;

- TUIUIOMBI, aTTECTAThI, yIOCTOBEPEHUS U JIP.

JIOKYMeHTBI, NOATBEpP:KIA0IINEe 3aHATOCTb Ha PpadoTax ¢ TAKeJIbIMH,
BpeIHBIMH M ONIACHBIMH YCJIOBHSIMH TPYAA (Jajiee — BpeAHbIE MPOPECCHH):

- TOKyMEHTHI (TIOJIOKEHUS, MPOTOKOJBI, PEIICHUs, MPEI0KECHUS, 3aKII0YCHHUS,
MEpPeYHU CTAaHIAPTOB M HOPM, TMEpPEYHH pabounx MeCT, OOOCHOBaHMS, HTaHHBIE,
uH(popManuu, BEIOMOCTH pabOUMX MECT, KapThl aTTECTAllMU pabOYHUX MECT, IJIaHbl) 00
aTTecTaluy pabounuX MECT IO YCIOBUSIM TPYa;

- IOKyMEHTHI (aKThl, 3aKJIFOUEHUs, CIIPABKU U Jp.), MOATBEPKAAIOIINE TIKEIbIE,
BpE/IHbIE, ONTACHBIE YCIIOBHS TPY/a;

- JIOKYMEHTHI (IPOTOKOJIbI, CIPABKH, 3aKIIOUEHHS) O TSDKEIBIX, BPEIHBIX,
OTIACHBIX YCIIOBUSX MIPOU3BOJICTBA, TPAaBMaTU3ME U MPOo(eCCHOHATIbHBIX 3a00I€BaHUIX;

- IOKYMEHTHI (OTYETHhI, CIPAaBKH, HHGOPMAIINH) O TTepeBOie pAOOTHUKOB BPETHBIX
npodeccuii Ha COKpaIeHHBIN padounii JeHb WK Pab0UYyI0 HEICIIO;

- IOKYMEHTBI (aKThl, TOKJIaJHbIE 3aMMCKH, 3aKIOYEHHSI) O COKpaIlleHuu pabodero
JHS B CBSI3U C TSDKEJIBIMU, BPEIHBIMH, OTTACHBIMH YCJIIOBUSMH TPYAa;

- CHHUCKH palOOTAIOIIMX Ha MPOU3BOJCTBE C TSKEJIBIMHU, BPEIHBIMH, OMACHBIMU
YCIIOBUSIMU TPYAAQ;

- CIIUCKH PaOOTHHUKOB, YXOASIINX HA JHTOTHYIO TIEHCHIO;

- KOMaHJMPOBOYHBIC  YIOCTOBEpPEHHS pPAOOTHHKOB, HANpaBIEHHBIX B
KOMaHANPOBKYU B paiionsl Kpaiinero CeBepa v pupaBHEHHbBIE K HUIM MECTHOCTH;

- Tabeu 1 HapAbl paOOTHUKOB BPEAHBIX MpodeccHii;

- Tabenu (rpaduku), )KypHaibl ydyeta padodyero BpeMeHU pabOTHUKOB BPEIHBIX
podeccHit;

- )KypHaJIbl ydeTa pabOTHUKOB BPEIHBIX PO ecCcHil, COBMEIIAIOMINX MPOPECCHH.

B caywyae orcyTcTBHS KakuxX-TMOO JPYTHX JOKYMEHTOB, MOATBEPIKIAIOIINX
3aHATOCTh Ha paboTax C TSOKEIbIMH, BPEJHBIMA WU OMACHBIMU YCIOBUSIMU TpYyZa,
YHOPSAOYSHHIO M BKIIOUEHUIO B OMUCH JIE]I 10 JINYHOMY COCTaBY MOJIEkKAaT:
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- aKThl, 3aKIIOYeHHs 00 obecredeHWH paboYMxX M CIIyXaluX CHeIHATbHON
0JIeXkK0M, 00YBbIO, CICIIUATIBHBIM [TUTAHUEM;
- yTEBbIE JIUCTH pAOOTHUKOB BPEIHBIX MTpodeccuii.
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[Tpunoxenne Ne 2 k 1. 3

VYrhpaBieHue.............o........ YTBEPXIAIO
Havanpnuk ynpapnenus........
®onp P — 0000
N.0. ®amunus
OIIHUCH Ne 1 «_» 2016 .
JIeJT TOCTOSIHHOTO XPaHEHUs
3a 2013 rox
Ne | Unnekc 3aroJoBOK neia Kpaitnue |Koun-Bo |[Ipumeuanne
nn | Jjena JIaThl JIMCTOB
1 2 3 4 5 6
PykoBoacTBO
40 | 01-01 |Pacmopsokenusi pykoBomutens  @DenepanbHoro|26 despans| 16
JIOPOKHOTO areHTCTBa, OTHOCSILIAECS K| 22 utond
NESTEIIbHOCTH YIPaBIEHUS 2013
41 | 01-01 |[TocranoBnenuss u pacnopsokenus ['ybepHaropa| 10 sHBaps 76
HoBocubupckoir  obmactu,  ortHOcsmuecss k|09 nexaOps
JESTEIIbHOCTH YIPaBICHUS 2013
42 | 01-01 |IIpuka3sbr PYKOBOAUTENS muHHcTepcTBa| 14 sHBaps | 138
TpaHCIOpTa u JIOPOKHOTO xo3stiictBa| 31 urons
HoBocubupckoit  obmacTe,  OTHOCAIIHECS K 2013
JESITENIbHOCTH yIpaBleHus, T. |
43 | 01-01 |IIpukassr PYKOBOAUTENS munucteperBa| 01 aBrycra | 144
TpaHCIopTa u JIOPOKHOTO xo3siiicTBa | 25 nexabps
HoBocubupckoit  obnmactu, OTHOcAImUECS K 2013
JESTENIbHOCTH YIpaBIeHus, T. 2
44 | 01-02 |IIpotokom Ne 1 3acemanust koyuiernu ynpasienus |20 despans| 45
U JOKYMEHThl  (JOKJIajpl,  MpeICTaBJICHHUS, 2013
pelIeHus) K HeMy
45 | 01-03 |IIpotokombr NeNe 1 — 12 mpousBoacTBeHHBIX | 09 sHBaps 98
COBELIaHUH y HaYaJIbHUKA YIIPABICHUSA 16 nexabps
2013
46 | 01-04 |IIpukazer NeNe 1-om — 68-on1 wHauanpHuKa| 10 sHBaps | 121
YIIPABJICHUS IO OCHOBHOM JESTENBHOCTH, T. 1 31 aBrycra
2013
47 | 01-04 |I[Ipukazer NeNe 69-om — 170-on Havanbamka |0l ceHtsiOpsi 138
yIpaBIeHUS IO OCHOBHOM JIeATENbHOCTH, T. 2 31 nexabps
2013
48 | 01-05 |Ilomoxeuus 00 oTzenax, YTBEPK/ICHHbIE 2013
HAYaIbHUKOM YTIPaBJICHUS
49 | 01-06 | Ilnan paGots! ynpasienus Ha 2013 rox 50
50 | 01-07 |Ilepermcka ympaBieHus ¢ aaMmuHHCTpanuei| 06 mapra 36
I'yoepnatopa  HoBocubupckoir  obmactu  u |25 gexabps
[IpaButensctBa HoBocuOupckoit  obmactu o 2013
IIPOBEACHUM MEPOIPUATUN II0 IPOTUBOJAEHCTBUIO
KOppYILUU
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3

51

01-08

JloxkymeHTbl  (mOKMambl,  TaOJHUIIBI,
uHpopmanuu) o0  uTOrax
yIpaBICHUS

CIIPpaBKH,
JACATCIIBHOCTHU

2013

55

OTtzen nNpoeKTHONW JOKYMEHTAIUHU U
11IeHO00pa30BaHus

52

02-02

ITpoTokomnsl NeNe 1 — 13 3acegaHuil TEXHUUECKOTO
COBETA OTJIeJIa KalluTaJIbHOT'O PEMOHTA, T. |

15 auBaps

17 urong
2013

110

53

02-02

NeNe 14 — 28 3acemaHuit
COBETa OTHEeNIa KAUTAIBHOrO

[TpoTokobI
TEXHUYECKOTO
pemMoHTa, T. 2

18 uronsg
05 nexabps
2013

124

54

02-03

ITporoxosbl NeNe 1 — 18 3aceganuii TEXHUYECKOTO
coBeTa  OTAela pPEMOHTA U COJEpXKaHUA
ABTOMOOMJIBHBIX JIOPOT, T. |

15 suBaps
28 uroHs
2013

118

55

02-03

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

01 urons
10 nexabps
2013

125

Otnen puHaHCOBOTO OOECTICYCHUS

56

03-08

bromxeTHas cmera ynpasienust Ha 2013 rog

11

57

03-09

[lIrarHoe pacnucanue ynpasiaeHus Ha 2013 rog

10

Otnen yueta 1 OTYETHOCTH

58

05-10

Byxrantepckuii otuer ynpasienus 3a 2013 rog

79

59

05-14

Otuer ympaBieHHUS MO HAJIOTYy Ha MMYIIECTBO 3a
2013 rox

24

[1;maHOBO-3KOHOMHYECKUN OTAEN

60

06-08

Otuer ympaBieHHsI O BBIOJHEHWH IIJIaHA
JIOPOXKHO-CTPOUTENBHBIX PadoT, MpeACTaBIsIeMbli
B 3akoHoxarenbHoe CoOpanue HoBocubupckoii
obnacty, 3a 2013 ron

26

61

06-11

CraTHCTUYECKUH OTYET YIpaBJICHHS O BBOJIE B
OKCILTyaTalUIo 31aHui U coopyxkenuit (¢. Ne C-1)
322013 rox

29

62

06-15

CTaTUCTUYECKH OTYET YIPaBJICHUS O PEMOHTE H
COJICpP’)KaHUU aBTOMOOWJIBHBIX ~JOPOT  OOIIEro
MOJIb30BaHus (heJepaibHOro, PEerHOHAIBLHOTO WIIH
MEXMYHUITUTIATBEHOTO 3HaueHus (¢. Ne 3-aBTo0p)
3a 2013 ron

13

Otnen 3eMIIenoib30BaHusl U UMYILIECTBEHHBIX
OTHOIIIEHUI

63

11-02

[lepeunn  aBTOMOOWJIBHBIX ~ JOpOr  0OIIero
MOJIb30BaHUS PETHOHAIBHOTO "
MEKMYHHULUTIAIBHOTO 3HAYEHHs, OTHECEHHBIX K
rOCyIapCTBEHHOM cOOCTBEHHOCTH
HoBocubupckoit o6nactu

2013

71

64

11- 03

CBelleHUs O HACCJICHHBIX ITyHKTaX, HE MMEIOIIUX
CBSI3H TI0 JOPOTaM C TBEPJBIM MOKPBITHEM C CETHIO
nopor obmero moib3oBaHus  HoBocuOupckoi
obnactu

2013




37

UX Kareropusx M COOPYXKEHUAX Ha HUX

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

1 2 3 5 6
65 | 11-05 |Craructuueckue  OTYETHl  yOpaBieHUA 00 13
11-06 |aBTOMOOWJIBHBIX JOpOrax OOIIEro IOJIb30BaHUS,

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

JUTEPHBIE HOMEpa:
MPOIYyILIEHHbIE HOMEpa!

JlokyMeHTOBe

14.04.2016

COI''TACOBAHO

[Ipotokon DK ympasnenus ...
ot 16.04.2016 Ne 1

N.0. ®amunus
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[Tpunoxenne Ne 3 k 1. 3

YOpaBiaeHUE. ......oceveevnnnnn... YTBEPXIAIO
HavanpHuk ynpasieHus. .......
Doug P - 0000
N.0. Gamunus
OIINCDH Ne 2 «_» 2016 .
JIeJl TI0 JINYHOMY COCTaBY
3a 2013 rox
Ne | Unpekc 3aronoBok zeia (ToMa, 4acTu) [ara nena Cpok Kon-Bo | [Ipumeua-
nn | jgena TOMa, YaCTH) XpaHEHHS | JIHCTOB HUE
nena (ToMa,| B jene
4acTH) (Tome,
YaCTH)
1 2 3 4 5 6 7
191 | 03-01 |IIpukaszsr NeNe 01 — 125 navaneHuka| 09 sHBaps 2063 137
YIpaBJICHUS 10 JUYHOMY COCTaRBy, T. | 30 uroHs
2013
192 | 03-01 |I[Ipukaszsr NeNe 126 — 273 mawanenuka| 01 urons 2063 175
yIIpaBJIEHUs 110 IMYHOMY COCTaBy, T. 2 | 30 gexalps
2013
193 | 02-09 |KapTouku-CIipaBKH 10 HAYUCICHUIO 2013 2063 96
3apabOTHOM ILIaThI paboTHHKaM
yropaBieHus: (anmapar ymnpaBiIeHUs),
T. 1
194 | 02-09 |KapTouku-cpaBKM 10 HAYUCIICHUIO 2013 2063 30
3apaboTHOM T1aThl paboTHUKaM
yIpaByieHUs! (OTAENT BOJHBIX PECypcoB
o HoBocubupckoit obiactu 1), T. 2
195 | 02-09 |KapTouku-cripaBKH 10 HAYUCICHUIO 2013 2063 39
3apabOTHOM IJ1aThI paboTHHKaM
yrpaBieHus: (OTIeN BOJHBIX PECYpCcOB
no Kemepogsckoii obnactn), T. 3
196 | 03-25 |Jlmunsle xaprouku (¢. T-2, T-2T'C 2013 2063 37
(MC)) YBOJIEHHBIX pabOTHUKOB
ynpasnenus (A — W), 1. 1
197 | 03-25 |Jluunsie xaprouku (¢. T-2, T-2T'C 2013 2063 39
(MC)) YBOJICHHBIX pabOTHUKOB
ympasierus (K — ), 1. 2
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3

4

198

CaeneHus 0 HAYMCJIIEHHBIX u
VIUTAYSHHBIX CTPaxOBBIX B3HOCAX Ha
00s13aTeNbHOC IIEHCUOHHOE
CTpaxOBaHME€ U CTPAXOBOM CTa)Ke
3aCTPaxOBaHHBIX  JIMI; O CyMMe
BBIIUIAT M HWHBIX BO3HAIPAXKICHHIM,
HAYUCJICHHBIX B TMOJb3Y (U3NICCKUX

aun (¢. C3B-6-4), 1. 1

SITHBaph
UIOHb
2013

2063

168

199

CaeneHus 0 HAYMCJIIEHHBIX u
VIUTAYSHHBIX CTPaxOBBIX B3HOCAX Ha
00s13aTeNbHOC IIEHCUOHHOE
CTpaxOBaHME€ U CTPAXOBOM  CTa)Ke
3aCTPaxOBaHHBIX  JIMI[; O  CyMMe
BBIIUIAT M HMHBIX BO3HAIPAXKICHHIM,
HAYUCJICHHBIX B TOJB3Y (U3NICCKUX

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

HIOJIb
nexkabpb
2013

2063

181

200

Peectp CBEJICHU 0 n0xoaax
dbuznveckux s 3a 2013 rox

2063

101

B mannsrii pasaen onucu BHeceno 10 (mecsts) mgen ¢ Ne 191 mo Ne 200, B ToM umcie:

JMTEPHBIC HOMEpA:
HPOIYyLICHHBIE HOMEPA:

Benymuii cneruanuct-skcnepr

17.05.2016

COT'JTACOBAHO

ITporoxon OK ynpasnenus ...
ot 19.05.2016 Ne 1

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

I'ocynapcTBeHHOE KazeHHOE yupexaenne HoBocubupcekoii o6mactu
«I"ocynapcTBeHHbIi apxuB HoBocuOMpcKkoii 001act»

MUHHCTEPCTBO CTPOUTENHCTBA MPEANPUATUN HEDTIHON U Ta30BOM MPOMBIIIIICHHOCTH
CCCP

Criennanu3upoBaHHOE CTPOUTEIHHOE 00bEIUHEHNUE «Y PAITPYOOTIPOBOACTPOI»

Tpect «HoBocHOUPCKTPYyOOTIPOBOICTPOI»
(24.06.1988 — 15.12.1993)

®ong Ne P-
Ommce Ne 3

JIMYHBIX KAPTOUYEK YBOJICHHBIX pAOOTHUKOB

3a 1989 — 1993 romael

Obpasey oghopmnenus mumyibHo20 TUCMA K ONUCU
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[Ipunoxenne Ne 5 x 1. 4.1

MUHUCTEPCTBO CTPOUTEIHCTBA MPEANPUATHI HEPTSIHON U Ta30BOM MPOMBIIILIEHHOCTH

CCCP

I'maBHOE TEppUTOPHATIBHOE YIIPABIEHUE 110 CTPOUTENBCTBY MAaruCTpPaabHbIX
TPyOOIIPOBOJIOB B BOCTOUHBIX pailoHaX

Tpect o CTpOUTENBCTBY MAruCTPaAIbHBIX Ta30HEPTENPOBOOB
«BoCTOKTpYyOOIPOBOICTPOID

(05.03.1974 — 14.08.1980)

MUHHCTEPCTBO CTPOUTENHCTBA PEANPUATUNA HEPTIHON U Ta30BOI MPOMBIILIIECHHOCTH
CCCP

['maBHOE TEppUTOPUATIEHOE YIIPABJIEHUE 10 CTPOUTENBCTBY MAaruCTpaibHbIX
TpyOOIIPOBOIOB B BOCTOUHBIX pailoHax

Tpect «HoBocHOUPCKTPYyOOTIPOBOICTPOI»
(14.08.1980 — 24.06.1988)

MuHUCTEPCTBO CTPOUTENHCTBA NPEANPUATUN HEDTIHON U TaA30BOM MPOMBIIIJIEHHOCTH
CCCP

Crenuann3nupoBaHHOE CTPOUTEIIbHOE 00beAMHEHNE «Y PaNTpyOOPOBOICTPOIN»

Tpect «HoBOCHOUPCKTPYOOTIPOBOIACTPOIN
(24.06.1988 — 15.12.1993)

Obpazey oghopmaenus rucma nepeumeHo8aHull K ONUCU
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[Tpunoxenne Ne 6 k 1. 4.2

[Ipenucnosue k onucu Ne 1 nen
MMOCTOSIHHOTO XPaHCHHUS
3a 2009-2012 roas! (po3bick), 2013 roapl

Ha 01.01.2013 naumenoBanue opranuzanun — HOBOCHOMpCKUI COIMANBHBIA KOMMEpPUYECKHIA
O0ank «JleBoOepexxkHBIN» (OTKPBITOE akKIMOHEpHOe oO0miecTBo). 3a 2013 rom wW3MEHEHHWH B
HanMeHOBaHUM baHka HE mpou301LIO.

bank BxomuT B OaHKOBCKyI cucTeMy Poccuiickoit ®enepanmvii U B CBOCH JEATEILHOCTH
PYKOBOACTBYeETCs 3akoHOAAaTebCTBOM Poccniickoit denepanuu.

3a 2013 roa B opraHu3aliMOHHON CTPYKType baHka mpou301Lu clie1yomue n3MEeHEHUS:

- Ha ocHoBaHuM npotokona IIpasnenus or 28.01.2013 Ne 01-4 B cocrtaB OmnepanioHHOTO
VIIPaBJICHHS BKIIOYCH 0T/ ONEPAIHOHHOTO COMPOBOYKICHNS;

- Ha ocHoBaHuM npoTokoia IIpasnenus ot 14.02.2013 Ne 02-6 B opraHu3allMOHHYIO CTPYKTYPY
banka BBenensl: Omneparmonnbiii opuc «Kpacnosipckuii-2»; Kpeautno-kaccoBbiit opuc «Tomckuii-
2»;2

- Ha ocHoBaHuM npotokoia [IpaBnenus ot 28.08.2013 Ne 08-10 B opraHM3allMOHHON CTPYKTYpe
banka:

UCKIIIOYEH M3 COCTaBa YTPABJICHHS] WIIOTEUHOTO KPEIUTOBAHMS OTAENT CONPOBOXKICHUS U
pepuHAHCUPOBAHUS UTIOTEUYHBIX KPEUTOB;

BKIIIOUEH B COCTaB YMpPaBJICHHUS HWIIOTEUYHOTO KpPEOUTOBAHUA OTIEN OQOpMICHHUS U
pedHUHAHCHPOBAHNS HIIOTEYHBIX KPEIHTOB;

Ha ocHoBanum pemieHust ropoBoro oobmiero coOpaHus akuuoHepoB banka (mpoTokon oT
23.05.2015 Ne 1) HoBocubupckuii conpaibHblii koMMepueckuil 0ank «JIeBoOepexHbIin» (OTKpPbhITOE
aKIMOHEpHOE O0O0IIecTBO) mneperuMeHoBaH B HoOBOCHOMpCKUI COLMANBHBIA KOMMEpYECKHH OaHK
«JIeBoOepekHBINY (MyOJIMYHOE aKIITHOHEPHOE OOIIECTRO).

OpranunzannonHas ctpykrypa banka na 31.12.2013:

- O6uiee coOpaHue aKIIMOHEPOB;

- Coser aupekropoB baHka;

- [IpaBnenne banka:

- I'enepasibHBIN JUPEKTOD;

- PykoBoacrtBo banka;

- Cinyx0a BHYTPEHHET0 KOHTPOJIS;

- Otnen mo pUHAHCOBOMY MOHUTOPHUHTY M KOHTPOJTIO;

- YrpaBieHue oleHKH 0aHKOBCKHX PUCKOB:

- OT/IeJI OLIEHKU OaHKOBCKUX PUCKOB;
- OTJIJI OLIEHKU PUCKOB MITIOTEYHOT'O KPEIUTOBAHUS U KPEIUTOBAHUS MaJloro Ou3Heca;
.
- YrpaBieHue no paboTe ¢ IepCOHAIOM:
- OT/I€]I OpraHu3alluy OIUIaThl TPYAA;
- OTJIeJI IO PaboTe ¢ MEPCOHAIOM;
.
- Cimyx0a 5KOHOMHYECKOH OE€30MaCHOCTH:
- OT/IeJ] 5KOHOMHYECKON 0€301acHOCTH;

ey

'TKY HCO TAHO.®.P-143.0m.1./1.869.J1.21.
’TKY HCO 'AHO.®.P-143.0m.1./1.869.J1.56.
*TKY HCO I'AHO.®.P-143.0m.1./1.871.J1.66.
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["oponckue 10MOIHUTENBHBIE / KPEIUTHO-KAacCOBBIE O(UCHL:

- Honomuurensnusiit oduc (IIp. K.Mapkca, 23);

- JononuuTtenbHbli odpuc «LleHTpanbHbIi;

- JHonomuurensHsbrit oduc (r. O0b);

.

JlononuurensHble, KpeIuTHO-KaccoBbie oduckl o HoBocubupckoil obnactu:

- JlononHuTENbHBIN oduc «baranckuii»;

- JlonomuurensHblit oduc «bapabuHCKuiiy;

- Hononuurenbublil opuc «HoBokysnenkuii-2»; KKO «HoBoky3Henkuii-2»

.

OneparnoHHble, KpeAUTHO-KAaccoBbIe 0Quchl 1o CubupckoMy (eaepaibHOMY OKPYTY:

- OnepannoHHbIit oduc «bapHayIbCKHi»;

- Onepanonusiit opuc «KemepoBcKuity;

.

- KpenntHo-kaccoBsiii ouc «bapHaynbckuii-3»;

- Kpenutno-kaccoBbiii opuc «KemepoBcKuii-4».

B npornecce ynopsioueHus: TOKyMEHTOB COCTaBlIeHa onuch Nel 1€y MOCTOSIHHOIO XpaHEeHHUs 3a
2009-2012 rozsr (po3sick), 2013 roasr B kommuecTse 148 nen.

B cocraB ommcu BKJIIOYEHBI: MPOTOKON TojoBoro OOmero coOpaHus akIUOHEPOB OaHKa,
nporokonbl 3acenanuii: Cosera aupekTopoB, KpenutHoro komurtera, KIHMEHTCKOro KoMmuTETa,
Po3znnuyHoro xpenutHoro komutera, KpenuTHoro kxomutera (KpeIUTOBAaHHME (PUINYECKUX JIMLL),
@OUHAHCOBOTO KOMHUTETa OaHKa, MpPUKa3bl M PACHOPSHKEHUS TEeHEPAIbHOTO AMPEKTOpa OaHKa IO
OCHOBHOH J€ATENBHOCTH, OM3HEC-TUIaH OaHKa, OTYETHl OaHKa O Pe3ylbTaTax peajn3allid BHYTPECHHETO
KOHTPOJIS U 110 (PMHAHCOBOMY MOHHUTOPHHTY, [0 HAYUCIICHHBIM U YILUIAYeHHBIM CTPAaXxOBBIM B3HOCAM Ha
00s13aTeNbHOE TEHCHOHHOE, MEIUIIMHCKHE W COLMAIBHOE CTPaxXOBAaHWE, O BHIUIATE OOBSBICHHBIX
(HaYMCIeHHbIX) AUBUJICHJIOB IO aKIMAM aKIIMOHEPHOIo OOIIeCTBa, O LIEHHBIM Oymaram, oT4eT OaHKa
- Ipo(ecCHOHAIILHOTIO YYaCTHHUKA PhIHKA IIEHHBIX OyMar, myoJuKyemasi OTYETHOCTh OaHKa 0 MpUOBLIAX
u yOBITKax, 00 ypOBHE JIOCTaTOYHOCTHM KalMTaua, IoJ0BOMl OyXraaTepckuil oryer OaHKa, TOJOBBIE
CTaTUCTUYECKHUE OTYEThl O YHCIEHHOCTH, 3apabOTHOM IUIaTeé W paclpeneleHUH YHUCIEHHOCTH
paOOTHHUKOB MO pa3MepaM 3apabOTHOM IIaThl; CIUCKU apQUIMPOBAHHBIX JIMI OaHKa M JApyrue
JIOKYMEHTBHI.

Hywmepanuss mnporokonoB 3acenanuii CoBera JUPEKTOpOB OaHKa BEAETCS IOPSIKOBON
HyMepalueil B TeueHHE KaJIeHJapHOro Toja.

Hymepanus nporokosos 3acenanuii [IpaBnenns banka Benercss B TEUEHHE OJHOIO MECALA, B
HOMEpax MPOTOKOJIOB yKa3aH MECSI] U HOMep 3aceJaHHUsl.

B mnpotokonax 3acemannii KpennTHOro KoMuTeTa M IPOTOKOJAX 3aCENaHUM KOMMTETA II0
MPOOJIEMHBIM KpeluTaM HyMepalus IPOTOKOJIOB HE BEJIACh.

B mnporokonax 3aceganuii PO3HMYHOro KpeIWTHOrO KOMHTETa YTNPABIEHUS HIIOTEYHOIO
KpeIMTOBAHUSA C aBTycTa 1o HosiOph 2013 roma Hymepaius He Benach, B Aekadpe 2013 roga 3acenanms
PO3HNYHOTrO KPEAUTHOrO KOMHUTETA HE IPOBOIUIINCH.

B cBs13u ¢ Tem, uyTO BOBpeMsi HE OBLIM ClIaHbl TOKYMEHTHI U3 CTPYKTYPHBIX MOJpa3AeieHU B
apxuB 0aHka, B onuchk 2013 roga BkitoueHs! TokyMeHTHI 32 2009-2012 rosl (po3bICK).

B cBsi3u ¢ Tem, 4TO ro/I0BOI OTYET MO LEHHBIM OymMaram He (OpMHUPOBAJICS, B ONHUCH BKIIOYEHO
neno (Ne 565), cocrosiiee U3 KBapTaJIbHBIX OTYETOB.

Jlena B onucH CUCTEMATU3UPOBAHBI 10 XPOHOJIOTUYECKU-CTPYKTYPHOMY IPUHLIUITY.

PU3NYECKOE COCTOSHUE TOKYMEHTOB YI0BIETBOPUTEIBHOE.

AKT Ha yHMYTOXXEHUE JIeJ, HE MHMEIIIUX MCTOPUYECKON IIEHHOCTHM W YTPaTUBIIMX
IIPAKTUYECKOE 3HAYEHHE, HE COCTABIISLICS.

HauMmeHnoBaHue TOTKHOCTU COCTaBUTEIIS N.0. ®amunusa

03.09.2016
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[Ipunoxenne Ne 7 x 1. 4.3

CIIMCOK COKPAIIEHUI

I"AHO — rocynapcTtBeHHbIi apxuB HoBocubupckoii odsiactu

MTC — MalIMHHO-TPAKTOPHAs CTAHLIMS

HUMBT — HoBocubupckuiit MHCTUTYT HHXXEHEPOB BOJIHOT'O TPAHCTIOPTA
OAOQO — OTKpBITOE aKITMOHEPHOE OOIIECTBO

Oprotaen — opraHu3alMOHHBIN OTAEI

OPC — otnen pabouero cHaOKeHUs

OCMHU — ocobas cTpoutesibHasi MOHTaXKHas 4YacTh

[1®P — Ilencuonnsiii hong Poccun

OK — skcnepTHast KOMUCCHS

Obpasey oghopmnenus cRUCKa COKpaweHutl K Onucu



