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1. BBeaenue

B coorBercTBUM C 3akoHOmaTenbcTBOM Poccuiickort denepanun B chepe
apXMBHOTO Ji€Ja TOCYJapCTBEHHBIE OpPraHbl, OpPraHbl MECTHOIO CaMOYIIPaBJICHUS,
OpraHu3alliy U TPaXkJaHe, 3aHUMAIOIIKeCs PeAPUHUMATEIBCKON NesTeIbHOCThIO, 0€3
o0pa3oBaHUs IOPUAMYECKOTO JIMIA, O0sS3aHbl OOecHeunBaTh COXPAHHOCTh APXMBHBIX
JIOKYMEHTOB, B TOM YHUCJIE JOKYMEHTOB MO JIMYHOMY COCTaBy, B T€YEHUE CPOKOB HX
XpaHEHUs1, YCTAaHOBJICHHBIX HOPMATUBHBIMU JIOKYMEHTaMHU.

ObecnieueHne 00IIECTBA U TPakaH JOCTOBEPHOMN MHpOpMAaIueil IBISETCS OTHOM
M3 OCHOBHBIX 33Jlad TOCYJApPCTBEHHBIX W MYHUIMIAIBHBIX apXWUBHBIX OPraHOB H
yupexaeHuit. IHPeKTUBHOCTD MOUCKA apXUBHON JOKYMEHTHOW MH(OpMaIMy 3aBUCUT
OT TOJIHOTBI M JOCTOBEPHOCTH HAy4YHO-CIPABOYHOIO ammapara K JOKyMEHTaMm
ApxusHoro ¢onna Poccuiickoii @enepaiuu v ApyruM apXuBHbIM JOKYMEHTAM, KaueCTBa
COCTABJICHHUSI ApXUBHBIX CIIPABOYHUKOB, B T.4. APXHUBHOU OIKCH.

Llenp HACTOAIIUX METOAMYECKUX PEKOMEHJIAlN — BHEAPEHUE €IMHOU METOJUKHU
cocTaByieHHs U 0OPMIICHHUS OTIMCEH JIeJ MOCTOSTHHOTO XPAaHEHHUS U TI0 JUYHOMY COCTaBY
B [IPAKTUKY Pa0OTHl OpraHU3alnii — MICTOYHUKOB KOMIIJIEKTOBAHUS apXUBHBIX OPTaHOB U
yupexaeHnii HoBocubupckoit 06yactu, a Takke opraHusaiiii, B KOTOPbIX 00pa3yroTcs
NOKYMEHTBI, TMOJICKAIINE TMpPUEMy Ha XpPaHEHHWE B TOCYJApPCTBEHHBIE WIIH
MYHULIMTNATbHBIE apXUBBI B CITy4ae JTUKBUIAIIUN.

[TonoxeHuss METONUYECKUX PEKOMEHAALMI IO COCTaBICHUIO U O(POPMIICHHUIO
ONMCEN NIl MOCTOSHHOTO XPAHEHUS W IO JUYHOMY COCTaBY M HAYyYHO-CIPABOYHOTO
anmapata K HUM (anee — METOJWYECKHE PEKOMEHIAIMU) paclupoCTpaHsIoTCS Ha
YVIPABJICHYECKYIO JTOKYMEHTAlMI0, JOKYMEHThl BpeMeHHOro (cBeimie 10 Jer) cpoka
XpaHEeHHsI Ha OyMa)KHOI OCHOBE, B TOM YHUCJIE M0 JIMYHOMY COCTaBY, HO HE 3aTParuBarOT
BOIPOCHI  OMHUCAHUSL JTOKYMEHTOB JIMYHOTO TPOUCXOXKACHUS, ayJIHOBU3YyaJIbHbIX
JOKYMEHTOB, HAayYHO-TEXHUYECKOMW JOKYMEHTAlMM M JOKYMEHTOB Ha SJIEKTPOHHBIX
HOCHUTEJIAX.

JlelicTBE METOAWYECKUX PEKOMEHIAMH HE pacHpoCTPAHSACTCS TaKXke Ha
JOKYMEHTBI, COJEpKallue CBEIACHUS, COCTAaBISIONIME TOCYJIapCTBEHHYIO TallHy,
YHOOPSIAOUYEHHE KOTOPBIX OCYIIECTBIISIETCSI B COOTBETCTBUU CO  CIELHAIbHBIMHU
HOPMAaTHUBHBIMHU JOKYMEHTAMH.

Hacrosine meToauyeckrue peKkoMeHaaluu pa3paboTaHbl B COOTBETCTBUU C:

- @enepanbabiM 3aKk0oHOM OT 22.10.2004 Ne 125-®d3 «OO6 apXuBHOM Jefie B
Poccutickon @enepanumy;

- ®epepanbHbIM 3aKOHOM OT 27.07.2006 Ne 152-D3 «O nepcoHaNbHBIX JaHHBIX);

- 3akonoM HoBocubupckoit o61actu ot 26.09.2005 Ne 315-03 «O06 apxuBHOM Jieie
B HoBoCcuOupckoit obmactny;

- IlpumepHOM HHCTPYKUMENH 1O JAEJONPOU3BOJICTBY B TOCYJIAPCTBEHHBIX
OpraHu3alusX, YTBEpKICHHOW mpukazoM DenepanbHOr0 apXUBHOIO AareHTCTBA
ot 11.04.2018 Ne 44;

- [IpaBunamu Aen0npou3BOACTBA B TOCYJAPCTBEHHBIX OpraHax, OpraHax MeCTHOTO
CaMOYyIpaBJI€HUs, YTBEPKJICHHBIMH MpHUKa3oM @DenepalibHOrO apXUBHOTO areHTCTBA

o1 22.05.2019 Ne 71;
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- [IpaBunamu opranu3amnuy XpaHeHUs, KOMIUICKTOBAHUS, YI€Ta ¥ UCIIOIH30BAHUS
nOoKyMeHTOB ApxuBHoro ¢onaa Poccuiickoit dexeparuu u Apyrux apxXuBHBIX
JIOKYMEHTOB B FOCYJapCTBEHHBIX M MYHHUIIUIAIBHBIX apXUBaxX, My3esix U OMOIMOTEKaX,
Hay4YHBIX OpraHu3allugaX, YTBEPKICHHBIMU IMpukazoM @DenepasbHOrO apXUBHOTO
arearctBa oT 02.03.2020 Ne 24 (3apeructpupoBan B Muntocre Poccun 20.05.2020,
peructpannonubiii Ne 58396);

- a03ar1l yTpaTui CUiy;

- [lepeuneM THUITOBBIX YIPABICHUYCCKUX APXUBHBIX TOKYMEHTOB, 00Pa3yIONIUXCs B
mpolecce  JIeATEIbHOCTH  TOCYJApCTBEHHBIX  OpraHOB,  OPraHOB  MECTHOI'O
CaMOyIpaBJICHUS W OpraHu3alui, C YKa3aHHEM CPOKOB UX XPAaHEHUS, YTBEPKJICHHBIM
npuka3oMm PenepanbHOro apxuBHOro areHrcra ot 20.12.2019 Ne 236 (3apeructpupoBaH
B Muntocte Poccuu 06.02.2020, peructpanuonnsiii Ne 57449), (nanee — I[lepeuensn);

- UucTpyknueii mo mpuMeHeHuio [lepedHst TUITOBBIX YIPaBICHUCCKUX apXHUBHBIX
JIOKYyMEHTOB, OOpa3yloIIMXCAd B IMPOIECCEe JIEATEILHOCTH TOCYIAapCTBEHHBIX OPTaHOB,
OpraHOB MECTHOTO CaMOYITPaBJICHUS U OPraHU3allnuii, C YKa3aHUEM CPOKOB UX XpaHEHUS,
yTBEPKJIEHHOHN npukazom DegepanbHOro apxuBHOro areHtctBa ot 20.12.2019 Ne 237
(3apeructpupoBan B Munitocte Poccun 13.02.2020, peructparmionnsiii Ne 57488);

- [IpaBunamu opranu3aiuy XpaHeHUs, KOMIUIEKTOBAHUS, YU€Ta U UCIIOJIb30BAHUS
IoKyMeHTOB ApxuBHOTO (QoHna Poccuiickoit ®eneparuu v Jpyrux apXUBHBIX
JIOKyMEHTOB B TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIpPAaBJICHHUS U
OpraHu3alusX, YTBEPXKICHHBIMU TmpuxkazoMm DenepaibHOr0 apXMBHOIO areHTCTBA
or 31.07.2023 Ne 77 (3apeructpupoBan B MuHniocte Poccun 06.09.2023,
peructparmoHHbii Ne 75119);

- mpukazoM @enepalbHOTO apXMBHOTO areHTcTBa OT 25.12.2020 Ne 199
«O0 yTBepxkaeHUH MeToANYeCKMX PEKOMEHJAUui 1O pa3padoTKe HHCTPYKLHHA 10
JIEJONMPOU3BOCTBY B TOCY/IAPCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYITPaBIICHUSIY;

- HammonaneaeiM cranmaptoM Poccutickoit ®enepannu 'OCT P 7.0.97 — 2016
«CucremMa cranmapToB 1o uHbopMmanuu, OUOTMOTEUHOMY M H3JATEIHCKOMY JCIy.
Opranu3aimoHHO-paclopsauTeNbHas JoKyMeHTanus. TpeboBaHuss K 0o(OPMIICHHUIO
JTIOKYMEHTOBY, YTBEPKACHHBIM ITpuka3oM Poccranmapra ot 25.05.2017 Ne 435-cr;

- HanmonanpaeiM ctanmapTom Poccuiickoit deneparuun «I'OCT P 7.0.5-2008.
Hamnonanbnbii  cranmapt Poccuiickoit  @epepanuu. CucteMa CTaHIApTOB IO
uHdopmaiuu, OMOITMOTEUHOMY M H3JaTeNIbcKkoMy neny. bubmuorpaduueckas ccwlika.
OG6muue TpeOoBaHMS U TpaBUJia COCTABJICHUS», YTBEPKICHHBIM ITpuka3zoM denepanibHOro
areHTCTBA MO0 TEXHUYCCKOMY PETYIHPOBaHUIO U MeTposioruu oT 28.04.2008 Ne 95-cT;

- Meroanueckumu pexomennamusmu no npumeHenuto 'OCT P 7.0.97 — 2016
«Cucrema ctaHaaptoB mo uHoOpManuu, OUOIMOTEUHOMY M U3IATEIIBCKOMY Jemy.
OpraHuzalmoHHO-pacopsAIuTeNIbHas JoKyMeHTanusa. TpeboBaHus K 0GOPMIICHUIO
nokyMeHToB» (pazpabotansl BHUNIA);

- Meroguueckumu pexkomeHgarusaMu  «CocTaBlieHHE apXUBHBIX — OIHCEI.
Pocapxus. BHUNA. — M., 2003;

- Y4eOHO-METOAMUECKUM IMOCOONEeM « APXUBHBIC ONMCH: METOJMKA COCTABJICHUS U
opopmnenus». BHUNJIA. — M., 2010;
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- MetoanueckuMu peKoOMeHAAUsIMH «JKCIepTH3a LEHHOCTH U OTOOp B COCTaB
ApxuBHoro ¢onna Poccuiickoii ®enepanuu JOKYMEHTOB MO JUYHOMY COCTaBY».
Pocapxus. BHUNA/. — M., 2014;

- Meroguueckumu pekomeHauusamu K IlpaBuinam opraHuzanvv XpaHEHUs,
KOMIUJIEKTOBAHHUS, YUeTa 1 UCIOJIb30BaHUsI TOKyMEHTOB ApxuBHoro ¢oHaa Poccuiickoit
denepauuy U APYruX apXMBHBIX JOKYMEHTOB B FOCYIApCTBEHHBIX U MYHHUILIMIAIbHBIX
apxuBax, My3esiX U OumOIMOoTeKkax, Hay4yHbIX opranuzanusax. Tema 1.2. [Tmana HUOKP
(pa3paboranst BHUNIAN);

- opMamMu y4eTHBIX M MHBIX JOKYMEHTOB K [IpaBuiiam opraHuzanuu XpaHeHus,
KOMIUIEKTOBAHHUS, YU€Ta U UCIOJIb30BaHUs TOKYMEHTOB ApxuBHOro (honma Poccuiickoit
denepanuu U APYrUX apXUBHBIX JOKYMEHTOB B IOCY/IApCTBEHHBIX U MYHHUIIMIATbHBIX
apXvBax, My3esiX W OmOamoTekax, HaydHbIX opraHusanusax (2020 r.), omoOpeHHBIMU
Komuccuenn @enepanbHOTO apXMBHOIO areHTCTBA MO HAYYHO-UCCIIEIOBATEIbCKOM M
MmeToauueckon padore 31 uroinsa 2020 roaa, mpotokon Ne 1);

- Kparkum Meroguyeckum pyKoBOJACTBOM K [IpaBuiiam opraHu3anuivl XpaHEHUs,
KOMILJIEKTOBAHMSI, YUETa U MCIIOJIb30BaHUA IOKYMEHTOB ApxuBHOTO (hoHaa Poccuiickoi
denepanuu U IpYyrux apXUBHBIX JOKYMEHTOB B TOCYJApPCTBEHHBIX OpraHax, OpraHax
MECTHOTO CaMOYIIPABIICHHS U OPTraHU3alUsIX, YTBEPKICHHBIM MpUKazoM DeaepaibHOro

apxuBHoro arerrctBa oT 31.07.2023 Ne 77 (3apeructpupoBan MuHnioctom Poccuu
06.09.2023. Per. Ne 75119).

2. IlonsiTue 06 onucu aes U 10KyMeHTOB. CocTaB onmucH

Onucs nen U IOKYMEHTOB — ApXMBHBIM CHPABOYHMK, NMPEIHA3HAYCHHBIA IS
PacKpBITHSL COCTaBa M cojaepKaHus Jed (€AUMHUIL] XPAaHEHHs), 3aKpEIJICHUS HX
CUCTEMaTHU3alMK BHYTPHU (POHAA U UX y4eTa.

ApXuWBHasi OMNHUCh, OyAy4Yd YYETHBIM JOKYMEHTOM U CIPAaBOYHHUKOM IIO
COJIEP’KaHUI0, HECEeT OOJIbLIYI0 MH(OPMALIMOHHYIO HArpy3Ky U, KpOME TOTrO, SIBJISETCS
OCHOBOM [IJI1 COCTAaBJEHUSI JPYTrMX THUIOB AapXWBHBIX CIPABOYHUKOB: KaTaJlOTOB,
IIyTE€BOJAUTEIIEH, YKA3aTEIEH.

Onucu nem ¥ JTOKYMEHTOB COCTaBIIIFOTCS B OpPraHM3alUsX M BEIOMCTBEHHBIX
apXyBax Ha BCE 3aBEPIICHHBIE B JIEJIONPOU3BOJCTBE Ji€Ja NOCTOSHHOIO U BPEMEHHOIO
(cBeime 10 yer) xpaHeHHs W Jena MO JIMYHOMY COCTaBy, MPOIIEIIINE JKCIEPTU3Y
LEHHOCTH, C(HOPMHPOBAHHbIE U O(OPMIICHHBIE B COOTBETCTBHUM C YCTaHOBJICHHBIMU
TpeOOBaHUSIMU.

CocraBineHue ONUCH HAYMHAETCA C MW3YYEHHS] MCTOPUM  OpPraHU3alHU
(ponmoodpazoBaresis). JJist 7TOro HEOOXOAUMO O3HAKOMUTHCS C IOKYMEHTaMu (yCTaB,
ITOJIOKEHMS, CBUAETENBCTBA, IPOTOKOJIbI, PELIEHUS, ONPEAETIECHUS, IITATHOE PACIICAHUE,
HOMEHKJIaTypa Jed U JpYrue) O TOCYJapCTBEHHOW pPErucTpanuu, AesSTeIbHOCTH
(mpekpalieHun AedTeabHOCTH), 00 M3MEHEHUS X B HAMMEHOBAHUHU, MECTOHAXOXKICHUH,
¢dbopMe COOCTBEHHOCTH, CTPYKType M MOAYMHEHHOCTH opranuzanuu. Ha ocHoBanuu
M3YYEHHOI0 MaTepHajia IPUHUMAETCS PELICHHE O KOJIMYECTBE U BUIAX OMMCEM.

[Ipu wu3meHenun (opmMbl COOCTBEHHOCTH OpraHu3auuu (Hampumep, cC
rocy/1apCTBEHHON Ha YaCTHYI0), 00pa3yeTcsi HOBbIN (DOH/, B CBSI3U C UYEM HA JOKYMEHTBI
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OpraHu3aly, U3MEHUBIIEH (OpMy COOCTBEHHOCTH, HEOOXOIMMO COCTABJISTH HOBBHIE
OTIHCH.

Onuck COCTOUT U3 ONUCATETBHBIX CTaTeH, PACHOJI0KEHHBIX B MOPSIIKE UX BAaJIOBOU
HyMepaliil B COOTBETCTBHU CO CXEMOH CHCTEMaTH3allid, WTOTOBOW 3allMCH, JIMCTa-
3aBEpUTEIIS U CIIPABOYHOTO armapara K OIHCH.

2.1. OcHOBHBIE 3JIEMEHTHI ONMCATEIbLHOM CTATHH ONMMUCH A€J MOCTOAHHOI'O
XpaHEeHUsI. Oco0eHHOCTH COCTABJIEHHUS 3aroJI0BKa CAMHNIbI XpaHCHUS

OmnwucarenpHasi CTaThd MPENCTaBISET cOO0N HaOOp 00sA3aTETBHBIX SJIEMEHTOB
OTIMCaHUs €AMHUIIBI XPAHCHHUS:

1) mopsAKOBBIIl HOMED;

2) enonpon3BOICTBCHHBIN HHICKC,

3) 3aroJ0BOK CAMHUIIBI XPaHCHUS;

4) xpaiiHHe JaThl IOKYMEHTOB B SIAMHUIIC XPAHCHUSI,

5) KOJIMYECTBO JIUCTOB B CIMHUIC XPAHCHUSI.

6) nmpumeyaHus.

IlopsinkoBbIii HOMep — 3TO HOMEp Jjena (€IWHULbI XPaHEHHs) MO OIUCH.
[TopsnkoBbIi HOMEp J1e1a 3aKPEIUISIET B OMUCH MTOCJIE0BATEILHOCTD PACIIOIOKEHUS 1€
Kaxxnoe neno nubo kaxaplii ero TOM (4acTh) BHOCSTCS B ONKUCH MO CAMOCTOSITEIbHBIM
MOPSIKOBEIM HOMEPOM, B COOTBETCTBHH C MPHUHITON CXEMOH CHCTeMaTH3alud el
Hywmeparust men BeaeTcst B BaJIOBOM IMOPSJIKE HE3aBHUCHMO OT TOJOBBIX Pa3fesioB WU
APYTUX 3aT0JOBKOB, HAIIPUMED:

Ecnu 200060t pazden onucu Ne 1 den nocmosmnoco xpamenusi 3a 2012 200

3axanyusaemcs oenom Ne 33, mo 20006oti pazoen onucu Ne 1 0esr nOCmosiHHO20 XpaHeHust
3a 2013 200 nayunaemcs c oena Ne 34.

J{eJIONPOU3BOACTBEHHBbIM HHAEKC — HOMEp, NPUCBOCHHBIN Jely (TOMY, 4acTH
7iena) B A€JONPOU3BOICTBE OPraHU3alluy U 3aKPEIUIEHHBIN B €€ HOMEHKJIaType nei. [Ipu
OTCYTCTBUM HOMEHKJIATYpHl JIeJ Tpada He 3aloiHsSIeTCs, a OTCYTCTBUE WHJIEKCAIIUU
OTMEYAETCA B MPEAUCIOBUU K OIUCH.

3aro/10BOK eIMHMIBI XPAHEHUsI — OCHOBHOM AJIEMEHT OMUCAHMS, OTPAXKAIOIINI
MH(pOpMAIUIO O COCTaBE U COACPKAHUU JOKYMEHTOB €AWHUIIBI XpaHeHus. OCHOBHOE
TpeOOBaHME K 3aroJIOBKy €IWHUIIBI XpaHEHUs: OOECIEeUHUTh TOJHOE COOTBETCTBHE
nH(pOpMaIU 3aroj0BKa IEUCTBUTEILHOMY COJICPKAHUIO STUHULIBI XPaHEHUS.

3aroJ0BOK J0JIKEH Y€TKO B 000011IeHHON (hopMe OTpakaTb OCHOBHOE COAEpKaHUE
JieNia ¥ COCTaB ero JOKyMeHTOB. CojiepaHue eIUHULbI XPaHEHUS B 3ar0JI0BKE JIOJKHO
nepeaBaThCsl COBPEMEHHBIM SI3BIKOM, 0€3 BBOJHBIX CJIOB U CIOKHBIX CHHTAKCHYECKHUX
o6opoTtoB. Crienndpuaeckue TEpPMUHBI B 3ar0JI0BKaX MPUMEHSIIOTCS 0€3 U3MEHEHUH.

[Ipu cocraBmeHWr 3arojiOBKOB 1€l 32 OCHOBY O€pyTcs  3aroJiOBKH
JEJIONPOU3BOACTBEHHBIX JI€JI U3 UHANBUYaJIbHON HOMEHKIIATYPHI €] OpraHu3aluu 3a
COOTBETCTBYIOIINI NEPUOJI, & TAKKE OTPACIEBBIC U TUIIOBBIE MIEPEUHH.

[lepen BKiIOYEHWEM JE€d B OINUCH MPOBOJUTCA YTOUHEHUE M KOHKpPETHU3ALUA
3aroJIOBKOB, B3SITHIX M3 CBOJHOW HOMEHKJIATyphl nen ymbo Ilepeuns, ¢ yderom
(haKTHYECKOro COCTaBa U COAEPKaHUS JOKYMEHTOB.
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3aros0BOK, BHECEHHBIN B OIKCH, JOJIKEH TTOJIHOCTHIO COOTBETCTBOBATH 3ar0JIOBKY
Ha 00JIOKKE 1ea.

3aroyioBOK BKJIIOYAET B ce0s: HAMMEHOBAHUE BUJA €AMHUIIBI XPAHEHUS WM BHUIA
(pa3HOBUAHOCTH) JOKYMEHTOB; Ha3BaHUE YUPEKICHUS, JOJDKHOCTh W/WUIU (HaMHUIIUIO U
WHUIMAJBI JIMIA, KOTOPHIM COCTaBJIEHBI JOKYMEHTHI (aBTOpP); HAa3BaHUE YUPEKICHUS,
JOJKHOCTD W/UITK (paMUIIUIO M MHULIAAIIBI JIUIIA, KOTOPOMY aJpeCOBaHbI MJIK OT KOTOPOTO
MOJIY4YEHBI IOKYMEHTHI (a/ipecaT, KOPPECHOHIEHT); BOIIPOC WM IIPEIMET, COObITHE, (PaKT,
UMs, K KOTOPBIM OTHOCHTCS COJEp)KaHHE JOKYMEHTOB €IUHUIIBI XPAHCHUS;
MECTOHAXOXICHUE aBTOpa, aapecara WIM KOPPECIOHJEHTa JTOKYMEHTOB; JaThl
JOKYMEHTOB €IMHUIIBI XPAaHEHHUS U YKA3aHHBIX B HUX COOBITHH.

B Hauane 3aronoBka yka3bIBaeTCsS BHI J€Jia WM PA3HOBUIHOCTH BKIIOYCHHBIX B
JIeJI0 JOKYMEHTOB, HallpuMep:

Omuem uncmumyma o 8blNOJHEeHUU NIAHA HAYYHO-UCCIe008aMENbCKUX pabom 3d
2014 2o00.

Omuemul, CNpagKu MUHUCMEPCMBA 0 NposedeHul [[Ha MeOuyuHcKo2o pabomuuxa
6 Hosocubupcrou oonacmu 22 cenmsbps 2016 2ooa.

[Ipu Hamuyuu B Jielie HECKOJIBKUX BHUJIOB JIOKYMEHTOB 10 OJJHOMY BOMPOCY (HE
MeHee 3-X), HE CBSI3aHHBIX MMOCJIEI0BATEILHOCTHIO JICIONPOU3BOICTBA, ITPU COCTABICHUHU
3aroJioBKa ynotrpeosieTcsi TEpMUH «JOKyMEHThI». [lociie cioBa «1I0KyMeHThI» B CKOOKax
YKa3bIBAIOTCSl HA3BAHUS OCHOBHBIX BUJIOB JIOKYMEHTOB, BKJIIOUEHHBIX B JIEJIO, HAPUMED:

Joxymenmul (cnpasku, mabauyst, epaguru u Op.) 0 NposedeHUU MOHUMOPUHSA
U3SMEHEeHUs YeH 8 UHBECIMUYUOHHOU cghepe Ha CMPOUMENbHYI0 NPOOYKYUIO.

Ecnm equauIia XpaHeHUs: COCTOUT W3 PA3IMYHBIX TT0 BHTY TOKYMEHTOB, CBSI3aHHBIX
CAMHCTBOM COJICPKaHUS W IOCIIEIOBATEIBLHOCTHIO JIEIOMPOU3BOACTBA 10 OJHOMY
KOHKPETHOMY BOTIPOCY (ZIe7y), TP COCTABJICHHH 3arojIOBKa YMOTPEOSETCS MOHSATHE
«aeno». K Takum BugaM Aen OTHOCSTCS CyAeOHbIe, HaOMIoAaTeIbHbIE, apOUuTpakHbIE,
JUYHBIC JeNIa U Jp., HalpuMeD:

Heno o gunancuposanuu cmpoumenbcmea 30aHus Opamamuyecko2o meampa.

Ecnu neno BkiOYaeT OCHOBHOM JOKYMEHT (Hampumep, MPOTOKOJ) BMECTE C
JIOTIOJTHSFOIIIMMHU €r0 JOKYMEHTaMH Pa3HOTro BUJIa (CIIPaBKH, OTUYETHI, JOKJIAJIBI U Jp.), TO
B 3ar0JIOBKE YKa3bIBAE€TCSI BUJI OCHOBHOTO JIOKYMEHTA, €r0 COZepKaHue, aBTOPCTBO, a B
KOHIIE 3ar0JIOBKA YKa3bIBACTCS «U JIOKYMEHTHI K HEMY» C PACKPBITHEM B CKOOKax cOCTaBa
MpUJIaraeMbIX TOKYMEHTOB, HAIIPUMED:

Ilpomokon 3acedanus paboueil epynnvl OenapmameHma NnO NOO20MOBKe
MOPIAHCECMBEHHBIX MEPONPUAmMULL 8 Yecmb npazoHoeanus 1oobunes Hoeocubupcroii
obnacmu u OoKymenmol (UHGopmayuu, 00K1aobl) K HeMm).

[Ipu cocTaBieHUM 3aroJIOBKOB K TaKUM JIOKYMEHTaM KakK IITaTHOE pacIucaHue,
CMETHI JIOXOJIOB M PACXO0J0B, KOTOpbIe (OPMHPYIOTCS B OJHO JEIO CO BCEMH
W3MEHCHUSMH U JOTOTHECHUSAMHU K HAM, YKa3bIBAC€TCS Ha3BaHUE OCHOBHOTO JIOKYMEHTA B
CIMHCTBEHHOM 4YHCJE€ W B KOHIIE 3arojoBKa OTMEUAeTCs «Ud W3MEHEHHS K HEMY»,
HaIrpumep:

lImamuoe pacnucanue uncnexyuu na 2013 200 u usmeneHus K Hemy.

B 3arosnoBkax men ¢ pacmopsAUTENbHBIMUA JTOKYMEHTaMU (IIOCTAaHOBJICHHUSMH,
MIpUKa3aMu, PACTIOPSIKEHUSIMHU), TPOTOKOJIAMH, TIOCJIC HAMMEHOBAHUS BHUJIa IOKYMEHTA
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YKa3bIBAIOTCA WX KpailHWe (pEerucTpaliMioHHbIE) HOMEpa, Ha3BaHWE OpraHU3alluu-
dhonmooOpazoBaTes (aBTOpa) yKa3biBaeTCsl B 000011IeHHOM opMe, Hanpumep:

Ilpukazer NeNe | — 100 pykogsooumens OenapmameHma HO OCHOBHOU
O0esimenbHOCMU.
IIpomoxonwr NeNe 1 — 10 3acedanuil 5KChepmHO-NPOBEPOUHOU KOMUCCUU

VNPAasieHus u O0KyMeHmul (OOKIAObl, C8e0eHUsl, OMYEembl) K HUM.

Eciu wMeroTcss mporylieHHbIE HOMEpa, TO 3TO OTPaKaeTcs B 3arojioBKe M
OTOBAapUBACTCS B MPEIUCIOBUH JIMOO B Tpade «IMpUMEUaHUe» OMHCATEIbHON CTaThH,
HaIpumMep:

IIpomoxonvt NeNe [ —5, 7,9 — 12 3acedanuii koanecuu ynpasieHus.

Ecnim B nmenmompoum3BOACTBE OpraHU3aMK K HOMEpaM PaCTOPSIUTEIHHBIX
JOKYMEHTOB, H3MAONIUXCS 10 Pa3IMYHBbIM HAIMPABICHUSIM JCSITEIBHOCTH C OTICIHHOU
HyMepanuel, 100aBIeHbpl OyKBEHHBIC WHJEKCHI, TO OHH OOS3aTEIBbHO YKAa3bIBAIOTCS B
3aroJioBKax Jiejl, Halpumep:

Ipuxa3zvr NeNe [-3 — 243-3 nauanvHuKa UHCHEKYUU 00 YmeepiHcOeHul 3aKio4eHull.

Ecnu nymeparnusi JOKyMEeHTOB (ITPUKa30B, MPOTOKOJIOB U T.J.) B JIeJ€ HapyIIeHa
WJIM B JIETIO BKIIFOUEHBI JOKYMEHTHI 32 HECKOJIBKO JIET, TO KpailHHEe HOMepa JIOKYMEHTOB
B 3ar0JIOBKE HE YKa3bIBAIOTCS, a 0COOEHHOCTH (hOPMHUPOBAHUS U HyMEPAIIMN OTMEYAIOTCS
B IIPEAMCIIOBUHU K OIMCH, HATIPUMED:

Ilpukaszvl  2enepanvHoe0 OUpeKmopa AKYUOHEPHO20 0OWecmea Nno OCHOBHOU
0esamenbHOCU.

[Ipunoxenus, yka3aHHbIE B TEKCTE€ OCHOBHOTO JIOKYMEHTA, HE SBISIOTCS
OTJICTLHBIM IOKYMEHTOM U B 3ar0JIOBKE HE OTPaKAFOTCSI.

Ecnu MOKyMEHTHI, SBISIOMIMECS TPHIOKCHUSIMH, CTPYIITUPOBAHBI B OTICIHHOEC
JIeJ10, TO 3ar0JI0BKU (POPMYITUPYIOTCS CIETYIONIUM 00pa3oM:

Ne | Unnexc 3aroyIoBOK zena Kpaitnue | Konmuectso | I[Ipumeuanus
n/n | gena JIaThl JMCTOB
1 2 3 4 5 6
PykoBoacTBO
40 | 03-04 | IIporoxomn Ne 5 3acenaHust KOMUCCHHU 1O | 26 deBpas 16
BOIIPOCaM MECTHOT'O CaMOYTIPaBICHUS 2013
41 | 03-04 | JloxymeHTHl  (JIOKJIQJHbIE  3alUCKH, | 26 deBpans 76
CTpaBKH, aKTbl) K MpoTokoday Ne 5 2013
3acellaHusl KOMHCCHHM IO BOIpPOCaM
MECTHOTO CaMOYTIPaBJICHUS

3arooBKM J1€d, COJEpKAIIHe CTAaTUCTUYECKHUE OTYETHhI, COCTABIISIIOTCS C
yKa3aHuEM HOMEPOB (DOPM CTAaTUCTHYECKOW OTYCTHOCTH, HAIIPUMED:

Cmamucmuyeckuii omuem njiaHo8020 ynpasienus no mpyoy (¢. Ne 1-m) za 2013
200.

[Ipu 00001IEHHOM YyKa3aHWHM BHUJOB CTATUCTUYECKUX OTUYETOB B 3aroJIOBKE
MEePEUUCIIAIOTCS HOMepa (GopM, a TOJTHBIE HAMMEHOBAHUS OTUYETOB PACKPHIBAIOTCS B
MIPEAUCIOBUY K ONTUCH, HATIPUMED:

Cmamucmuyeckue omuemvl NIAHOB020 YNPABIEHUSL NO OCHOBHLIM HANPABICHUIM
oesmenvrocmu (¢h. NeNe 1-m, 8, 9, 9-cp, 1-x) 3a 1999 200.
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B 3aronoBkax fen, cogepKaiinx NepenucKy, HIOMUMO 00IIero HAMMEHOBAHUS BUIA
JOKYMEHTOB «I€pEenucKa» TpeOyeTcsi YyKa3blBaTb HAMMEHOBAaHHUE KOPPECIOHEHTA
(Ha3BaHME YUpEXKACHUS, TOJDKHOCTh U (WK) haMUIusl U MHULUAIBI JIIA, OT KOTOPOTO
MOJIYYEHbl JOKYMEHTBHl WJIM KOMY OHHM aJpecoBaHbl), a TaKKe TeMy IEPENHCKH,
HaInpumep:

llepenucka ynpasnenus c¢ AO «PecuonanvHvle snexmpuueckue cemuy o
CHaOJICeHUU INeKMPOIHEPUELL.

Ilepenucka ynpasnenus ¢ akademuxom Jlvicenko T./]. 06 yuacmuu 6 konghepenyuu.

llepenucka ynpaenenus ¢ MUHUCMEPCMBOM  IKOHOMUYECKO20 — DA3GUMUS
Hosocubupckoti obracmu no eonpocam gopmuposanusi nepeunerl 20Cyo0apcmeeHHblx
yeaye u (hyrkyuil.

Ha3Banus opraHoB ¥ OpraHu3anvil NpU BHECEHWU UX B OIMCHh B IIEPBBIA pa3
MUIIYTCS. TIOJTHOCTBIO U B KPYTJIBIX CKOOKaX MAeTcsl MX COKpAIICHHOE Ha3BaHUE, a MpHU
MMOBTOPHOM BHECEHUU UX B OMUCH OHU MIPUBOJATCS TOJIBKO B COKPAIICHUHU.

Ecnm nmepenucka Bemach € OAHOPOJHBIMU KOPPECHOHAEHTAMHU, B 3arOoJOBKE
yKa3bIBaeTcs 0011ee BUJ0BOE Ha3BaHNUE KOPPECIIOHAEHTOB, HalIpUMeEp:

llepenucka ynpaenenus ¢ opeanamu npoxypamypwsl Hosocubupckoti obracmu o
NOJIHOMOYUSAX HA OCYWecmeieHue KOHMpoas 6 cjepe apxusHo2o 0eild 8 OMHOUEHUU
0p2an08 20Cy0apCmeeHHO 81acmu U MeCmHO20 CaMOynpPasieHUs.

B 3aronoBkax zei, coaepKaix NePEnucKy ¢ pa3HOPOAHBIMU KOPPECIIOHAEHTAMH,
MOCJIETHAE HE YKA3bIBAKOTCS, HAIPUMED:

llepenucka ynpaenenuss 06 opeanuzayuu ceMuHapos, CO8eWAHUll nNo B0NPOCaAM
HAYYHO - MEXHUUECKOU NPonazanovl U 0OMeHa ONbIMomM padomol.

He nomyckaetcst ynorpe0OiieHHE B 3arojioBKE€ HEKOHKPETHBIX (POPMYJIMPOBOK, HE
PACKpBIBAIOLIMX COJIEP)KaHUE TOKYMEHTOB, TAKHX, HAIPUMED, KaK «pa3Has MEePErnucKay,
«00111as1 IEPETTUCKAY.

He nomyckaercs ymorpebieHue QOPMYJIUPOBKH «HUCXOMSAIIAs TEPEIUCKay,
«BXOJAIIAs TIEPENUCKa», T.K. BBIJEICHHAS K MOCTOSHHOMY XPaHEHHUIO TEepenucka o
OJIHOMY BOIIPOCY TIPYIIIMPYETCS B JI€J€ B XPOHOJOTWYECKON MOCIEI0BATEIBHOCTH 32
OJIVH KaJIEHJIApHBII TOJl, JOKYMEHT-OTBET ITOMEIIAETCS 32 JOKYMEHTOM-3aIlPOCOM.

Ecnu B nene umeroTcs JOKyMEHThI Ha MHOCTPAHHBIX S3bIKaX HEOOXOIMMO yKa3aTh
3TO B 3aroJIOBKE, HAIPUMED:

Ilepenucka ynpaenenusi ¢ UHOCMPAHHLIMU NPEOCMABUMENLCNEAMU 6 20P00e
Hoeocubupcke 06 yuacmuu 6 npogedenuu /{us copooa 6 cenmsbdpe 2013 2ooa.

Hmeromces 0okymeHmvl Ha AH2TUNICKOM S3bIKe.

[Ipu HEOOXOIMMOCTH K TaKUM JOKYMEHTaM MOKHO JAaTh AHHOTALMIO C YKAa3aHUEM
JUCTOB IOKYMEHTOB, COJIepKaIIuX UH(OPMAIMIO HA MHOCTPAHHOM SI3bIKE.

HanmeHoBaHre MeCcTHOCTH (HAceIEHHBIX MYyHKTOB, Teorpaduueckux OOBEKTOB,
aAMUHUCTPATUBHO-TEPPUTOPUANIbHBIX €JIMHMI]) BHOCHUTCS B 3arojIOBOK Jesa, €CiH
HEOOXOJMMO YKa3aTh MECTO COOBITUH WM MECTOHAXOXKICHUS aBTOPOB (aapecaros,
KOPPECIOHEHTOB) I0OKYMEHTOB, HAIIPUMED:

Omuem 006 yuacmuu npedcmagumens ynpasienus eemepurapuu Hosocubupckotl
obnacmu 6 KapanmunHblx Meponpuamusax 6 Kanaoe.

Ilepenucka munucmepcmea ¢ ¢uauarom uncmumyma (2. Hckumum) o
KOOPpOUHAYUU HAYYHO-UCCAEe008aAMENbCKUX PAOOM.
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B cocTaB 3aronoBka eIMHMIIBI XPAHEHUS B HEKOTOPBIX CIyYasX BHOCATCS JAThI
coJiepKaluXcs B HE TJOKYMEHTOB.

JlaThl, K KOTOPBIM OTHOCSTCS M3JIO’KEHHBIE B JOKYMEHTAaX COOBITHSI, BHOCSITCS B
3aroJIOBOK, €CJIM TOYHAs JaTUPOBKA OTPAKAET UCTOPUUYECKUE CBS3U MEXKY COOBITUSIMU U
dakTamMu W HeoOXoauMa ISl MOHUMAHUS KOHKPETHOTO COJEpkKaHUS JTOKYMEHTOB,
HaInpumep:

Jloxymenmul (npoepammsi, omuemsl, OOK1AO0bl, CAPABKU U Op.) O NPOB8eOeHUU
Heoenu J[pysicovr 2copoda Mockewvl 6 cmoauye boneapcroii pecnyonuxu 2opode Cogus 04
— 11 anpena 2002 2o0a.

CmeHnocpamma  yupeoumenbHo20  Cbe30a  0O0WeCm8eHHO-NOIUMUYEeCKO20
00veouHenuss  «/lsudcenue 3a IKOHOMUUECKVIO  peqhopmy», COCMOABUE20Cs 8
2. Hosocubupcke 07 okmsaopsa 1998 cooa.

B 3aronoBkax nen, cojaepkaniux MmiIaHOBYIO U OTYETHYIO TOKYMEHTAIMIO (ILJIaHBI,
OTYEThI, CMETHI, IIITATHBIEC PACIIMCAHNUA), YKa3bIBaeTCs Mepuo;] (Mecsll, KBapTai, Toj) Ha
(3a) KOTOPBIM COCTaBIIEHBI IUIaHbI (OTYETHI), HATIPUMED:

Ilepcnekmushbiil naaH CoOyUanIbHO-IKOHOMUYECKO20 pa3sumus pauona Ha 2012 —
2015 200w

Inan pabomor munucmepcmea na 2010 200.

IlImamnoe pacnucanue oenapmamenma na 2013 200.

byxeanmepckuti omuem uncnexyuu 3a 2007 200.

[Ipu oTCyTCTBMM B OpraHW3aIMM TOJOBOTO IUIaHA (OTYeTa), HA TOCTOSHHOE
XpaHEHHE OTOMPAIOTCS KBApTaJIbHBIC TUTAHBI (OTYETHI), IPU OTCYTCTBUU KBAPTATHHBIX —
MECAYHBIE, U3 KOTOPBIX (hOPMUPYETCS TOJIOBOM TUIaH (OTYET), HAIPUMED:

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

Ocob6enHocTh (popMUPOBAHUS JI€)Ia OTPAKAETCA B MPEIUCIOBUH K OTTUCH.

B 3aroioBkax k TakuM JOKYMEHTaM, KaK YCTaBbl, TTOJIOXKEHUS, IPOTPAMMEI U JIp.
PEKOMEHIyeTCs YKa3bIBaTh JaTy YTBEPKJICHUS, HAIPUMED:

Ne | Nnpeke 3aroJI0BOK Jiena Kpaitnue | Komnuectso | IIpumeuanus
/o neiaa Tkl JINCTOB
1 2 3 4 5 6
CBUACTENBCTBO O  TOCYJApCTBEHHOU | 28 mekabps 76
pPETUCTPALIMM OTKPBITOTO AKIIMOHEPHOTO 2012
obmectBa «HoBocubupckCnenCepBucy
IIporpamma  Couuman-aeMoKpaTH4ecKOoi 16
[MapTUHU Poccun, MIpUHSATAs
YUpEIUTETbHBIM ChE310M

04 urons 1996 roma

Ecnm neno B mpenenax oJHOTO TOJa COCTOUT U3 HECKOJBKUX TOMOB MJIM YacTeH,
TO COCTaBJISICTCSI OOIIUI 3aroJIOBOK Jieja, a 3aTeM MPH HEOOXOIUMOCTH COCTABJISIFOTCS
3aroJIOBKM Ka)KJIOTO TOMa (4YacTH), YTOUYHSIOIINE COJEp KaHKMe 3arojioBka jaema. [locie
yKa3aHUs COCTaBa JOKYMEHTOB TOMa (YacTH) Yepe3 3aIATyI0 MPUBOIUTCS COKPAIICHHOE
0003HaueHnEe HOMEpPA TOMa (YacTu).

Ilocmanosnenuss NeNe 1 — 54 aomunucmpayuu cenbcosema NnoO OCHOBHOU
oessmenbHocmu, m. 1.
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Ilocmanosnenuss NeNe 55 — 75 aomunHucmpayuu cenvcogema HO OCHOBHOU
oesmenvHocmu, m. 2.

[Ipu 3HauMTeNnbHOM O0O0BEME TMpUIaraeMblXx K IPOTOKOJAM JOKYMEHTOB
(npunokeHuii), BhIJICICHHBIX B OT/AENIbHbIE TOMA, B 3aroJIOBKAX YKa3bIBAIOTCS HOMEpa
NPUJIOKEHUH U MPOCTABISAIOTCS HOMEpa TOMOB:

IIpomoxkon Ne 5 3acedanuss komuccuu no 60nPOCam MecmHo20 CamoynpasieHus u
npunodcerus NeNe | — 3 k nemy, m. 5, u. 1.

Ipunooswcenus NeNe 4 — 7 k npomokony Ne 5 3acedanusi Komuccuu no 0npocam
MecmHo20 camoynpasienus, m. 3, u. 2.

Ilpomoxonvr NeNe 6 — 10 3acedanHus Komuccuu no BONPOCAM MeCMHO20
camoynpasnenus, m. 6.

B xoHIIE 3ar0i0BKOB JI€], COIEpKAIIUX KOIMMH JOKYMEHTOB, C IPOIUCHON OYKBBI
npocTasiisieTcst otMeTka «Konumy, Hanpumep:

IlImamnoe pacnucanue oenapmamenma na 2005 200 u uzmenenus k wemy. Konuu.

Ecnu 3T naHHBIE OTHOCSTCS JUIIL K OJHOMY JOKYMEHTY, YIIOMHHAacMOMY B
3aroJIOBKe, OTMETKA «KOTH YKa3bIBAETCA B CKOOKaxX CO CTPOYHOM OYKBBI MOCIIE 3TOTO
JNOKYMEHTA, HAlIpUMED:

llImamnoe pacnucanue oenapmamenma (konus) Ha 2005 200 u usmeneHus K Hemy.

[ToaMMHHOCTH JOKYMEHTOB JI€Ia B 3aT0OJIOBKE HE OTOBAPUBAETCHL.

Kpaiinue 1aTbl JOKYMEHTOB B eIMHHIIE XPAHEHUSI.

BaXHBIM 2]IEMEHTOM OIHCAHHS TOKYMEHTOB SIBJISETCS yKa3aHHWE KpaWHUX aaT
JOKYMEHTOB, COCTaBJISIOIINX JCIIO.

Kpaiiasst mara (4uciio, MecsIl, Toja), KaK MPaBWIO, YKa3bIBACTCS MPHU OIMHMCAHUH
pacTopSIUTEILHON JTOKYMEHTAIIMH, TBOPYECKOH JOKYMCHTAIMH, T 110 OTHOMY
BOIIPOCY, @ TAaK)Ke JTOKYMEHTOB, JUIsl KOTOPHIX 3TO MMEET Ba)XXHOE 3HAYCHHE (IOKIIAIBI,
JUCTOBKU, CTEHOTPAMMBI, MUChbMA U T.1.).

HauvanbHolt maToil nena sBAsSETCS JlatTa COCTaBJEHMS (perucTpaiydd) caMoro
paHHEro JOKYMEHTa, a KOHEYHOUW — JlaTa COCTaBIIEHUS (PETUCTPAIIMK) CAMOTO MO3/IHETO
JIOKyMEHTA.

Kpaiinue natel gena (ToMa, 4acTH) B OMKHCH 0003HAYAIOTCS CIIOBECHO-IIU(PPOBHIM
CrIoco0OM (YMCII0 MecsIia ¥ T0J1 YKa3bIBalOTCs apabCKuMu 1udpamu, a Ha3BaHUE MecsIa
- CTPOYHBIMU OyKBaMM) 6€3 0003HAYCHHS CIIOBA «TOJ» WU «T», 1€(PUCOB U TUPE MEXKTY
KpalHUMH JTaTaMU, HalpuMeED:

03 gespans unu 03 gespans
31 oexabps 2009

2013 31 oexabps
2013

[Tprr HEBO3MOXXHOCTH OIPEACIICHUS YHCIIa YKAa3bIBAIOTCS CIIOBECHBIM CIIOCOOOM
MecsIl ¥ HU(PPOBBIM — I'0JI, HAIIPUMED:

Gespans

oekabpb

2013
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Ecnu kpaiinue matel feia WM OTACNBbHBIE WX 3JIEMEHTHI (YHCIIO, MECSIl, TO.)
ONPENENSAIOTCA MPUOIU3UTENBHO, TO JAThl UM OTJEIbHBIE UX 3JIEMEHTHI 3aKIIIOUYAI0TCS B
KBaJIpaTHbIE CKOOKH, HallpuMep:

18 [aseycma] 1944

18 aseycma [1944]

JlaTel  pacnopsauTENbHBIX JOKYMEHTOB (TIOCTAaHOBJIEHUM, pacropsHKeHHH,
NPUKA30B U JIp.), MOJIOKEHUN, UHCTPYKIUNA, MPABWI, PETJIaMEHTOB YKa3bIBAIOTCS IO
BPEMCHU WX YTBEPXKIEHHUSA, a €CIU JOKYMEHTHl HE JaTUPOBAHBI, TO — TIO BPEMEHH
OMyOJIMKOBAHUS TN BBEJCHUS B JICHCTBUE.

JlaTaMu TIPOTOKOJIOB SIBJISTFOTCS JaThI TPOBEICHMSI 3aCeIaHM.

JlaThl aKTOB YKa3bIBAIOTCS 10 AATE€ UX COCTABJICHHUS (TIOIITUCAHU).

KpaiiHnmMu natamu kypHana (KHWIM) PETUCTPALMM SBISIIOTCA AaThl NEPBOM U
nocjaeaHe! 3anucei B )KypHaie (KHUTE).

Jlns  nmen, conepKalmuMx TEpenucKy, JaTod Hayaia Jiena sBIseTca JaTta
MOCTYIJICHUSI TIEPBOTO BXOJSIIETO WIIM J1aTa IEPBOT0 UCXOMSIIETO JOKYMEHTa, a 1aToi
OKOHYAaHMSI — JlaTa CcaMOro IIO3/JIHETO BXOJSIIETO WM MCXOMASIIETO JTIOKYMEHTa,
HE3aBUCUMO OT MECTa HAXOXJCHUS UX B JIETIE.

DNEMEHT «KOJHYeCTBO JIMCTOB B €IUHUIIE XPaHEHMs» 3allOJHICTCS Ha
OCHOBAaHHMM JIMCTAa 3aBeputTeis jena. [lpu Hamuuum B JleJie BHYTPEHHEW omucu B
JIOTIOJTHEHUE K 0003HAYEHHUIO KOJIMYECTBA JIMCTOB JieNia MOCJEe 3HaKa «1» yKa3bIBaeTCs
KOJIMYECTBO JIUCTOB BHYTPEHHEH OTHCH.

B osnement «IlpuMedyanHus» BHOCITCS: CBEICHUS 00 YCIOBHSIX ITOCTyIa K
JOKYMEHTaM €IMHUIIBI XPAHCHHS U YCIIOBUSAX WX UCIIOIB30BaHNUS, T.C. TaHHBIC O HATMIUHU
aApPXUBHBIX JOKYMEHTOB, JOCTYM K KOTOPHIM U MOPSAOK WX HUCITOJIH30BAHUS OTPAHIMYCHBI
3aKoHOAaTeNbCTBOM Poccuiickoit @eneparuun unu QoHmpooOpazoBaresieM (€ciu Takue
JOKYMEHTBI UMEIOTCSI B JIEJI€), CChUIKA O Tiepenade JOKYMEHTOB B Apyrod (poHI Wiu B
JPYTYIO OMKCH TOTO k€ (OH/IA, OTMETKH O HAIWYUU (HOHJA TOJIb30BaHUS, CTPAXOBOTO
(dhoHIa, 0 pacCeKpeUNMBaHUM JOKYMEHTOB, 00 UX OTHECCHHH K KaTerOpuu 0C000 IEHHBIX
WJIM YHUKAJTbHBIX.

BHyTpeHHSII ONMUCh JOKYMEHTOB Jiefla COCTaBJSETCS IS ydeTa JIOKYMEHTOB
OTpEeIETICHHBIX KaTeropuii ien (JIMuHble, CyJqeOHbIe Jiefia, MaTepHallbl YTOJOBHBIX JIET,
JieJia 0 MPUCYXKACHUH YUCHBIX CTENIEHEH U MPUCBOCHUH YUEHBIX 3BaHUM, JIeJa, CBsI3aHHbIE
C BbIJJa4€il aBTOPCKUX CBUJIETEIBCTB U MATEHTHBIX U300peTeHuit). s 6onee ObicTporo
HaxXOXXJEHUS JOKYMEHTOB B JIEJic BHYTPCHHSS OIKMCH MOXET COCTaBIATHCS U K WHBIM
KaTeropusiM Jell. BHyTpeHHss omuch O(QOpMIISETCS Ha OTIACHBHBIX JIHCTaX, UMEET
CaMOCTOSTEIIbHYIO HyMEPAITHIO JTUCTOB.

B npuMeuanuu nucta 3aBepuTEIs Jea MPUBOIATCS CBEICHUS O BHIOBITUY €IMHHII
XpaHEHMsI, CCBUIKY Ha Jiesia c(hOPMHUPOBAHHBIE 32 HECKOJBKO JICT | JIP.

2.2. CI/ICTeMaTI/I?.aHI/Iﬂ 3aroJIOBKOB J¢€J1 B IIpeacjaax Onmucu 1e/1 IoCTOAHHOI0
XpaHCHUS. Opraﬂmaunﬂ A€J U IO0KYMEHTOB B IIpeaejax Onmucu

ITo 3aBCPIICHUHN OIINCaHusA CANHUI] XPpaHCHUA OIIPCACIIACTCA cxXeMma
CUCTCMATU3all BHYTPH OIIMCH.
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Cxema cucTeMaTu3alldd €AUHMI] XPAHEHUs apXWBHOTO (OHAA yHpaBIEHUYECKOU
NOKYMEHTAIIMM  MOYET  OTPAXKaTb  HUCTOPUYECKH  CIIOKUBIIYIOCS  CTPYKTYPY
dbonaooOpazoBatens, ero (PyHKIMU, HATIPABJICHUS NESITEIBHOCTH, COCTaB JIOKYMEHTOB
donaa (BUIBI U PA3HOBUIHOCTH JTOKYMEHTOB WJIM Ba)KHEHIIME TeMbl (BOIMPOCHI),
OTpaX€HHBIE B IOKYMEHTax (oH/1a).

Cucrematv3zanus €OUHULl XPAHEHUS BHYTPU OIKMCH TPOBOJUTCA C YYETOM
CIEAYIOIINX NPU3HAKOB:

XPOHOJIOTMYECKOTO (110 IEPUOJAM U AaTaM, K KOTOPbIM OTHOCATCSA JOKYMEHTHI);

CTPYKTYPHOTO (B COOTBETCTBUM C MNPUHAJIEKHOCTHIO E€AUHUL] XPAHEHHS K
CTPYKTYPHBIM MOAPA3ACIICHUSIM);

(GYHKIIMOHATBFHOTO, OTPACI€BOTO, TEMAaTHUYECKOTO, MPEAMETHO-BOMPOCHOTO (C
ydeToM (YHKIMH, OTpaciiell W HampaBleHWH IEATeILHOCTH OpPTaHU3AIHMH, TEM WIH
BOITPOCOB, KOTOPBIX KaCAETCs COJIEPKAaHUE TOKYMEHTOB);

HOMMHAJIBHOTO (10 JEJIONPOM3BOACTBEHHOM (opMe — poaaM 1€, BUAAM U
Pa3HOBHUJIHOCTSM JOKYMEHTOB);

KOPPECIIOHJAEHTCKOrO (110 OpraHu3anusaM M JINLAM, B PE3yJbTaTe NEPENUCKU C
KOTOpPBIMU 00pa30BaIiCh TOKYMEHTHI);

reorpagpuyeckoro (B COOTBETCTBUM C  ONPEICICHHBIMH  TEPPUTOPHUSIMH,
HACEJICHHBIMM TYHKTaMU U JIp. TeorpauueckuMu 0ObEKTaMHu, C KOTOPHIMU CBSI3aHbI
CoJIep’KaHue TOKYMEHTOB, UX aBTOPbI, KOPPECIIOH/IEHTHI);

aBTOPCKOTO (110 HA3BAHMSM OpPraHU3alUi WK (PaMUIHSIM JIUL, KOTOPBIE SBISIOTCS
aBTOPAMH JIOKYMEHTOB).

Kak npaBuiio, e IMHUIIBI XpaHEHUS TPYIIIUPYIOTCS HE IO OJTHOMY, a IO HECKOJIbKUM
MpU3HAaKaM, TOCJIEAOBATEIIbHOE IPUMEHEHUE KOTOPBIX  OKaXeTcs  HauoOojee
LEJIECO00Pa3HBIM Il BCEX WM OTAENbHBIX Ipynn JoKymMeHTOB ¢onzaa. [Ipu BbIOOpE
MIPU3HAKOB IPYNIIUPOBKY €IMHULL XPAaHEHUS YIIPABICHUYECKOW JOKYMEHTALIUU B MTpeeiax
Ha3BaHHBIX CXEM CUCTEMAaTU3AIMU YUYUTHIBACTCS 3HAUEHUE TOTO UM UHOTO MTPU3HAKA JJIs
OTPaXKEHUs JEJONPOU3BOACTBEHHON M CMBICIIOBOM CBA3M MEXAY Je€laMu KaKIoro
KOHKPETHOTO (JOHJIa U CO3JaHMs HauOosiee YIOOHOW JJIsl MCIOJIb30BAHUS JIOKYMEHTOB
CUCTEMBI UX OpTaHU3AIUU.

Haubonee npuemiieMbIMH cCX€MaMU CHUCTEMATHU3allMM MPH COCTaBICHUM OIHCEH
JIEJI IOCTOSIHHOTO XPaHEHUS SIBIISIFOTCSL:

XPpOHOJIOTHYECKU-CTPYKTYPHAsl CXeMa — JIeJIa B OIMCH PacHoJlararoTcs II0
BPEMEHU MX co3/laHus (110 rojam, mepuojiaM), a B rnpeaeaax Kakaou XpOHOIOTHYECKOU
IPyIIbI — O CTPYKTYPHBIM MOAPA3ICIEHUSIM OpraHu3alii, Hanpumep:

2010 rox

AJIMUHUCTPATUBHO-YIPABIEHYECKUI OTEI

byxranrepus

Otnen kazpoB
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XpOHOJIOI‘I/I‘IGCKI/I-HOMHHaJ]bHaH cXeMa — OCHOBOM pacIoJIOKCHUSA 1€ B OITUCHU
SABIIACTCA oA, BHYTpHU roJa 1o BugaM JOKYMCHTOB, PACIIOJIOKCHHBIX I10 HOMMHAJIbHOM
SHAYNMOCTH, HAIIPUMCED:

2010 rox

[TocranoBnenus, pacnopspkenus ['yoepnaropa, [IpaButenscrBa HoBocuOupckoi
00J1acTH, OTHOCSIIUECS K JESITEIILHOCTH JIeapTaMeHTa

HpI/IKaSI)I PYKOBOAUTCILA ACTIAPTAMCHTA 110 OCHOBHOU ACATCIIBHOCTH

['onmoBoii man paboTHI JenapTaMeHTa

FOHOBOﬁ OTUYCT AcCIIapTaMCHTA I10 OCHOBHOU ACATCIBHOCTHU

JIoKyMeHTHI (aKThl, CIIPABKHU, IPEINHUCAHNS ) TPOBEPOK JIEATEILHOCTH I€TIAPTAMEHTA,
IPOBEJCHHBIX OpraHaMu KOHTPOJIs (Hax30pa)

IIpu xpoHoJIOrMYeCKU-PYHKIHOHAJIBHONH CXeMe TpPYIIIUPOBKA MPOUCXOIAUT
BHayaje IO XPOHOJOTMYECKOMY TMPU3HAKY, a 3aTeM 10 (QYHKUUAM (BHIAM,
HaIpaBJICHUSM) JEATEIbHOCTU (POHI000pa3oBaTesl, HAPUMED:

2010 rox

PykoBoacTBO

JIOKyMEHTallMOHHOE 00eCTIeueHUE YIIpaBICHUS

HJ'IaHI/IpOBaHI/Ie ACATCIIBHOCTHU

byxranrepckuii yueT 1 OTYETHOCTD

KanpoBoe obecnieuenue

OxpaHa Tpyna

[Ipn »TOM MOArpymHmbl Jed PaclojararoTcs ¢ y4eTOM 3HAYUMOCTU (DYHKIUN
opraHuzanuu (pyKoBOJCTBO, IJIAaHUPOBaHHE, (DUHAHCUPOBAHUE, YUYE€T U OTYETHOCT,
CHa0»XeHue U COBIT, KaJIpbl U T.1I.).

[Ipu pacripenenaeHuun e 1Mo cXeMaM CUCTEMaTH3allui He00X0AUMO UMETh B BUY
CIEeAYIOIICE:

- JieJla OTHOCSITCSL K TOMY T'OJly, B KOTOPOM OHU Ha4yaThl JIETONPOU3BOJICTBOM UJIU B
KOTOPOM TMOCTYNUJIM B JAaHHYIO OpPraHH3alMi0 (CTPYKTYPHOE TMOJApa3AeieHUe) s
MPOJOJKEHUS ICTIONPOU3BOICTBOM;

- IJIAHbI, OTYETHI, CMETHI U JOKYMEHTHI K HUM OTHOCSITCSI K TOMY FO/ly, HA KOTOPBIN
WM 32 KOTOPBIM OHM COCTaBJEHBI, HE3aBUCUMO OT BpPEMEHH HUX COCTaBJICHUS,
MEePCIIEKTUBHBIC TUIAHBI OTHOCATCS K HAa4aJIbHOMY TOJy MX JACHCTBUS, a OTUETHI 3a ITH
roJibl — K TOCJIEHEMY T'OJly OTYETHOIO MEPUO/IA;
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- Jlefla, HayaThle JIeTONPOU3BOJICTBOM B OJTHOM MOAPA3ACICHUU U TIEPEAaHHBIC JITIsI
IPOJOJKEHUS B IPYroe Moipa3ieJIeHue, OTHOCATCA K TOMY MOAPa3AeNIeHUI0, B KOTOPOM
OHM ObUIH 3aKOHYEHBI JEJIOMPOU3BOICTBOM;

- B Mpelenax roja WM XPOHOJOTMYECKOro Mepuoia jefia CTPYKTYPHBIX
noJipa3/ieJICHUH pacroiaraloTcsi B COOTBETCTBUM C HOMEHKIIATYpOH JIeJl OpraHu3alii.

Jlnst ynpaBlieHYeCKOW JOKYMEHTAIlMK TOCTOSTHHOTO CpOKa XPaHEHUsI TPHUHST
CJIeIYIOLUHN OPSIOK 3HAUUMOCTH:

- HOPMATHUBHO-PACTIOPSAJUTENbHBIC  JOKYMEHTHl  BBIIMIECTOSIIIUX  OPraHOB,
OTHOCSIIIIUECS K JICSITEIbHOCTH OpraHU3aluu;

- IOPYYCHHUSI BBILIECTOSAIINX OPraHOB, a[PECOBAHHBIC OPTaHU3AIMU U JJOKYMEHTBI
00 X UCTIOJIHCHUU,

- yUpeIUTeNIbHbIEC JOKYMEHTHI opranu3anuu (Y crassl, [lonoxkeHus, CBUACTENbCTBA
O PEruCTpaLHHN);

- JIMIIEH3UU Ha MPABO OCYIIECTBICHUS OpraHU3alUell JIMIEH3UPYEMBIX BHJIOB
JeSITeTbHOCTH, CBUJIETEILCTBA 00 aKKpEAUTAIIUH U T.1T.;

- TOKyMEHTHI (IIPOTOKOJIbI, MH(POPMALIMK, CIIPABKU, AOKJIAJbI U T.JA.) 3aceJaHUM
KOJUJIErMaJIbHOTO UCIIOJIHUTEIBHOIO OPraHa OpraHu3aluu;

- POTOKOJIbI COBEIIAHUI ITPU PYKOBOJUTEIIE OPraHU3AINY;

- pacmopsiUTENIbHbIE JOKYMEHTHI (IIOCTAHOBIICHUS, TMPHUKAa3bl, PACHOPSIKEHUS)
OpraHH3alluy;

- HOpMaTUBHBIE JOKYMEHTHI (ITOJI0KEHUS, PETJIaMEHThI, PaBUIia), YTBEPKICHHbBIC
PYKOBOJUTENIEM OpTraHU3alIlNH;

- METOJIMYECKHE TJOKYMEHTBI, pa3pa00TaHHbIE B OpraHU3allliu;

- TOJIOBOM IUIAH OPTaHU3ALUY;

- IIITATHOE paclucaHue OpraHu3alluu;

- TOJIOBasi cMeTa 3arpar ((pMHAHCOBBIM TUIaH, TJIaH (PUHAHCOBO-XO3SIICTBEHHOU
JEeSTEIBLHOCTH, TOCYAAPCTBEHHOE (MYHUITMTIATBHOE) 3a/IaHKE U T.JI.) OpraHU3alINY;

- TpEHCKypaHThl Ha MPOAYKIIHIO, YCIYTH, pa3paOOTaHHbICE U YTBEPXKICHHBIC B
OpraHu3alluy;

- TOJI0BOM(bI€) 0TUET(BbI) IO OCHOBHBIM HAMPABIICHUSM ACSATEIHHOCTH OPraHU3allun
(Ipu OTCYTCTBUHU TOJOBBIX OTYETOB B OINKCHh BKIIOYAIOTCS OTYETHI MO OCHOBHBIM
HalpaBJICHUSIM  JEATEIbHOCTH OpraHu3alii € MaKCHUMalbHO  CYLIECTBYIOIIEH
MEPUOIMYHOCTHIO);

- TOJIOBOM OyXTaJITEpCKUN OTYET OpraHU3alluu;

- TOJIOBOM OTYET O BBHIMOJHEHUHU TOCYJapPCTBEHHOTO 3aJlaHusl, IJIaHa (PUHAHCOBO-
XO3SIUCTBECHHOMN ACITECILHOCTH U T.1.;

- TOJIOBbIE CTATUCTUYECKUE OTYEThI MO OCHOBHBIM HAINpPaBJIEHUSM JEATCIbHOCTH
opraHu3ainuu (Mpu OTCYTCTBUHU TOJIOBBIX OTUETOB B OIUCHh BKJIIOYAKOTCS OTYETHI IO
OCHOBHBIM HAMpPaBJICHUSM JCATEILHOCTH OPTaHU3AIMN C MAKCUMAJIBHO CYIIECTBYIOIICH
MEPUOANYHOCTBIO);

- uH(popMmaInuu, eIUHOBPEMEHHBIE OTYEThl TI0 OCHOBHOW JESTEIHHOCTU
OpraHU3alliy, HAMPABIISIEMBIE TIO 3aIIPOCaM BBILIECTOSIINX, YIIOJTHOMOYEHHBIX OPTaHOB;

- JOKYMEHTHI (aKThl, CIPaBKH, MPEANUCAHNS) PEBU3UHN, MPOBEPOK ACSATEILHOCTH
OpraHU3allid, MPOBEICHHBIX BBIIIECTOSIINMU, KOHTPOIbHBIMU (HaI30PHBIMU) OpraHaMu;
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- TOKYMEHTHI (aKThlI, CIIPABKH, PEANUCAHNS) PEBU3UH, MPOBEPOK ACATECILHOCTH
00BEKTOB KOHTPOJIS (Ha30pa), MPOBEICHHBIX CIICITUAIMCTAMYU OPTaHU3aIUH (C y4acTHEM
CTICIIMAIMCTOB OpTaHU3aIlNN);

- IepenucKa Mo BOIIPOCcaM OCHOBHOM JE€ITETbHOCTH OpraHW3aIlii, OTOOpaHHAs Ha
TIOCTOSTHHOE XpaHEHHE,

- )KypHAJIBl PETUCTPAIUH U IPYTHE BUIIBI TOKYMEHTOB.

[Tpu pacmonokeHUu Jen MO XPOHOJOTHH HEOOXOAMMO NOMENaTh BHAYAJIE JIena,
JaTUPOBAHHBIC YMCJIOM, MECSIIEM U TOJOM, 3aTeM — Jiejla, JAaTUPOBAHHBIE MECSIIEM U
rOJIOM, U, HaKOHEI, Jieja, JaTHPOBAHHBIC TOJIBKO TOI0M.

Ecnu okaxeTcst HECKONBKO JAeN, UMEIOMIMX OJHY M Ty K€ HaudaJbHYyIO JAary,
NEPBBIMU CJIEAYET MOMEIATh Te JieNa, KOTOpble UMEIOT 00jiee paHHHE KOHEYHBIE TaThl
JIOKyMEHTOB.

BHYTpH CTPYKTYPHBIX MMOAPA3ACICHANA €TMHAUIIB XPAHSHUS PACTIPEICIIIOTCS TI0 UX
3HAYUMOCTH.

[Ipy HamU4YMKM OMHOTHUIIHBIX JOKYMEHTOB (HAampUMeEp, OTYETOB) ¢ 0003HAYECHUEM
pa3HbIX reorpaduyecKkux 00BHEKTOB (TOPOJI, paiioH U T.J1.) MPUMEHSETCs reorpaduyecKuii
MPU3HAK (JOKYMEHTHI B OMMCH PacrojiaratoTcs B ajahaBUTHOM MOPAJIKE HAUYaIbHBIX OYKB
HAaMMEHOBAHUN €TUHUI] AAMUHUCTPATUBHOTO JICTICHUS).

[Ipy HaNMMYMK OMHOTUIHBIX JOKYMEHTOB (HANpUMeEp, TOKYMEHTOB MPOBEPOK) C
0003HauUE€HWEM HAUMEHOBAHUN OpraHu3anuid wWwin (QU3NYECKUX JIUI[ MPUMEHSETCS
KOPPECMOHICHTCKUH MPU3HAK (IOKyMEHTHI B OITMCH PACIIONIararoTCsl MOCIEeI0BATEILHO B
an(paBUTHOM TIOPSAJIKC HAYaIbHBIX OyKB HAaWMEHOBAHWM OpTaHHM3aIlldid C yd4eTOM
OpraHU3alMOHHO-TIPABOBOU (POPMBI).

3aroyIOBKM €AWHWI] XpaHEHUS TIPU OIHUCAHWHM PACIOJIaraloTCI B OIKMCH B
COOTBETCTBHH CO CXEMOU CHCTEMaTH3aIUH.

[Ipu BHeceHMM B TOIOBOM pa3zesl ONMUCH TMOAPSJ 3ar0JOBKOB OAHOPOIHBIX €N
KQXKJIbI 3arojIOBOK YKa3bIBaeTCsl MOJHOCTHI0. Ha3BaHHoe TpeOoBaHMEe OOOCHOBAHO
HEOOXOJAMMOCTbIO  BEJCHHS  aBTOMATU3MPOBAHHOTO  TOCYAApPCTBEHHOTO  ydeTa
MOCPEJICTBOM  3aloJHEHHUST MOayJisi «Omnuch» TOCyAapCTBEHHOW WHGOPMAIIMOHHON
cucteMbl HoBocubupckoit oonactu «l{udposas apxusHas miargopma.

2.3. OCo0eHHOCTH ONMCAHUS JOKYMEHTOB 110 JINYHOMY COCTABY.
CucremaTusanms 3aroJIOBKOB JieJ1 B IIpeesiax ONMCH eI 10 JUYHOMY COCTABY

K nokymeHTaM 1O JMYHOMY COCTaBY OTHOCSATCS JOKYMEHTBI, COJAEpXaIlue
opuIMaNbHYI0 MH(DOPMALUIO O NESATEIbHOCTH JUYHOCTH B OpraHax W OpraHu3alusax
pa3M4HbBIX oTpacieit u popm coocTBeHHOCTH (TpriioxeHune Ne 1).

OCc00OEHHOCTBIO ONMUCAHUSI JOKYMEHTOB I10 JUYHOMY COCTaBY SIBJSIETCS HaJU4Ke B
OMKCATENIbHOM CTaThe €AMHMIIBI XpaHeHUs d3JeMeHTa «Cpok XpaHEHUs», B KOTOPOM
0003HAa4YaeTCs OTHOCSILUNCSA TOJAbKO K JAAHHBIM JOKYMEHTaM CPOK HMX XpaHeHMS,
MPEeyCMOTPEHHBIN JIEHCTBYIOIMMU B COOTBETCTBYIOLIUI MEPUOJ MEPEYHEM TUIOBBIX
JOKYMEHTOB, BEZJOMCTBEHHBIMH NIEPEYHSIMH C YUE€TOM MoJiokeHni deaepaibHOro 3aKkoHa
o1 02.03.2016 Ne 43-®3 «O BHecenun nameHnenuii B Genepanbupliii 3akoH «O0 apXUBHOM
nene B Poccuiickoit denepaunny.
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Hcuucnenre CpoKOB XpaHEHUs JTOKYMEHTOB IMPOU3BOAUTCS C 1 siHBaps roja,
CJIEIYIOLIETO 3a TOI0OM OKOHYAHMS UX JEJIOMPOU3BOJACTBOM.
B rpade «Cpoxk xpaHeHus1» yka3pIBaeTCs MOCIEAHUI o/l XpaHEHUs Aelia, KOTOPBIH
onpeensieTcss MyTeM CyMMUPOBaHUs KOHEUHOM Aathl Aena (roja), yka3aHHoU B rpade

«/lara nena (Toma, 4acTH)», U CpoOKa XpaHeHHUs jeia, «Harpumep: 2012+50=2062.

Onucanue pacnopsiiMTeIbHbIX JOKYMEHTOB (IIPUMKA30B, PACIOPSKEHUI) 110

JINYHOMY COCTaBy OCYHICCTBIACTCA B IMOPAOKE, AHAJIOTNYHOM OIIMCAaHHIO
pacnopsIMTEIbHBIX JOKYMEHTOB IIOCTOSIHHOrO XpaHeHus (cM. paszzen 2.1.), Hanpumep:
Ne | Unpeke 3aroJyioBOK jena Kpaiinue Cpok Komu- | IIpume-
n/n | nena JaThl XpaHEHU | YECTBO | YaHUsA
s JIMCTOB
1 2 3 4 5 6 7
2012 ron
1 02-05 | IIpukaszer NeNe 01 — 50 mupekrtopa | 09 sHBaps 2062 125
YUpEXJIeHUs 110 JTUYHOMY COCTaBy, T. 1 31 urons
2012
2 02-05 | Ilpukazer NeNe 51 — 100 mmpextopa | Ol aBrycra 2062 130
YUpEXKIEHUS 10 JUYHOMY COCTaBy, T. 2 | 29 nexadps
2012
1u0o:
2013 rox
1 02-05 | Kuwura MPUKa30B renepanbHoro | 10 sHBaps 2063 190
JTUPEKTOPA aKIIMOHEPHOTO 00IIEeCTBA 10 2010
JUYHOMY COCTaBYy 30 nexabps
2013

Ecnu B 1en10npon3BOACTBE OPraHU3aLMHU MIPUKA3bl IO JIMYHOMY COCTaBY BEJIHCH B
oOLIel KHUTE ¢ TPUKA3aMH 110 OCHOBHOM JIEATEIbHOCTH U UMEIH €IMHYI0 HyMEpalluIo,
TaKM€ KHUTH I1eJIeCOO0pa3HO BKJIKOYATh B ONHMCH JEN IO JMYHOMY COCTaBy Kak
JOKYMEHTBI HEOOXOAUMBIE MPH MOATOTOBKE CIPABOK COLIMAIBLHO-IIPABOBOIO XapakTepa.
DTy 0COOEHHOCTD CJIEIyEeT OTPA3UTh B MIPEAUCIOBUU K OIIUCH.

JlueBble cuyera PaOOTHMKOB II0 3apa0OTHON IUIaTe TPYIIHPYIOTCS B
CaMOCTOSATEJIBHBIE JI€JIa U CUCTEMATU3UPYIOTCS B MPEAeNIax TOAOBOrO pasjieiia ONKUCH B
andaBuTHOM TmoOpsiAKe damunuii paboTHUKOB. Ecnu B ogHOM Jene coaepkarcs
JOKYMEHTBI, C(OOPMHUPOBAHHBIE MO an(aBuTy (GamMuiInii 3a BECh rofl, HayaiabHble OYKBbI
NEepBOil U nocaeaHel pamunnu pabOTHUKA HE YKa3bIBAIOTCS.

Ecnu B nene momoOpaHbl JOKYMEHTBI TOJIBKO Ha OJHY OYKBY, TO B 3arojOBKE
yKa3bIBaeTCs 0JlHa OyKBa, C KOTOPO HauMHAIOTCS (haMUITUU paOOTHUKOB.

[Ipu oueHb 00IBIIOM OOBEME JIULIEBBIX CUETOB MX CUCTEMATU3ALIMS TPOU3BOIUTCS
HE TOJIBKO 10 Ha4aJbHBIM, HO U IO MOCIEAYIOMIMM OyKBaMm ¢haMmIni paOOTHUKOB.

Ecnu nuiessie cyeta pabOTHUKOB (hOPMHUPYIOTCS B OJTHO JIEJ0 33 HECKOJIBKO JIET,
TO B OIKCH J€JIa IOMEIIAIOTCS 0 TOly 3aBEACHUS JULEBBIX CUETOB, a B MOCIEAYIOIIMNX
TOJIOBBIX pa3/ieNiax OMUcH O(POPMIIAIOTCS CCBUIKH Ha 3TO AEJO.

BryTpu Takux nen nureBbie cyeta (GOPMHUPYIOTCS MO TOJaM, a BHYTPH roja 1o
andasuty pamunmii. Bo3smoxxHo takke GpopMupoBaHUe TOKYMEHTOB BHYTPU TaKUX JIETT
o andaBuTy GpaMuInil Bcex pabOTHUKOB, JOKYMEHTHI KOTOPBIX BKJIFOUYEHBI B JI€TI0, HO C
00s13aTeTbHBIM COCTABIIEHUEM, B TAKOM CJIy4ae, BHyTPEHHEH OIKCH JIeNa.
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1] 2 | 3 | 4 | 5 | 6 | 7
2012 ron
1 03-17 | JIuuessle cueTa [0 HAYUCIEHHUIO 2012 2062 97
3apa0OTHOM  TUIaTBl  PaOOTHUKAM
VAP ICHUS
au6o:
2012 rox
1 | 04-17 | JIuueBble cdUeTa IO HAYUCIECHUIO 2012 2062 95

3apab0OTHOM  TUIaThl  pabOTHHUKAM
ynpasienus (A), . 1

2 | 04-17 | JlumeBble cuUeTa MO HAYUCICHUIO 2012 2062 85
3apab0OTHOM  TUIaTBl  pabOTHUKAM
ynpasnenus (b), 1. 2

3 04-17 | JIuuessle cueTa [0 HAYUCIEHHUIO 2012 2062 120
3apa0OTHOM  TUIaTBl  PabOTHUKAM
ynpasuenus (B — K), 1. 3

1m00:
2020 rox
1 | 03-10 | Kaprouku-cipaBku 1o 3apaOOTHOI 2020 2070 110
wiare  paOOTHUKOB  yIpaBJICHUS
(A-Cam), 1.1
2 | 03-10 | Kaprouku-cnpaBku I10 3apaOOTHOMH 2020 2070 120
miare paboTHUKOB yrpapieHus (Cam
— ), 1.2
1m00:
2012 rog
1 03-17 | JIuuessle cueTa IO HAYUCIEHHUIO 2012 2062 175

3apa0OTHOM  TUIaTBI  PabOTHUKAM
ynpaBJieHus ¢ GaMUITUIMU Ha OYKBBI
A-X 11

2 03-17 | JIuneBble cyera IO HAYHUCIEHUIO 2012 2062 195
3apaboTHOM mjaTbl  pabOTHHUKAM
yIipaBJieHUs ¢ (paMIIIUAMU Ha OYKBBI
3-K, 1.2

3 03-17 | JIuneBble cyera IO HAYHUCIEHUIO 2012 2062 159
3apaboTHOM maTbl  pabOTHHUKAM
yIipaBJieHUs ¢ (paMIIIUAMU Ha OYKBBI
J-9,71.3

Ecnu nuneBbie cuera pabOTHUKOB ObUTM C(HOPMHUPOBAHBI MO CTPYKTYPHBIM

moApa3aACJICHUAM, TO X HAMMCHOBAHUMS OTPAKAIOTCA B 3aI'OJIOBKC [ICJIa, HAIIPUMCD:
2012 ron

1 04-17 | JIuneBble cyera IO HAYHUCIEHUIO 2012 2062 95

3apaboTHOM miaTel  pabOTHHUKAM

yupexaeHus (anmnapat yrnpaBlIeHuUs),

T. 1

2 04-17 | JIuneBble cyera 10 HAYUCIEHUIO 2012 2062 85
3apaboTHOM miaTel  pabOTHHUKAM
yUpEKICHUS (TutaHoBO-

HSKOHOMMYECKUH OTIeN), T. 2
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IIpu onmcaHuM pacyeTHO-MJIATEKHBIX BeAOMOCTel 1O 3apabOTHOW IUIaTe B
3aroJIoBKax OTPakaroTcsi 0COOEHHOCTH UX (POpMUPOBaHUS (HAPUMEp, IO CTPYKTYPHBIM
nojpasnencHusiM). [Ipu HeoOXoAUMOCTH B JIeJIe MOXKET OBbITh COCTaBJIEHA BHYTPEHHSS
ONMKCh HAWMEHOBAHUM CTPYKTYpPHBIX mojpaszaeneHuil. KpaitHue naTel pacueTHO-
TUTATEKHBIX BEIOMOCTEN 0003HAYAIOTCSI MECSIIIEM U TOJ0M 0€3 0003HAYCHHS YHCIa:

1| 2 | 3 \ 4 | 5 | 6 | 7
2012 rox
2 | 03-10 | Pacuernbie BEJIOMOCTH o | SHBaphb 2062 125
HAYUCIICHUIO  3apa0OTHOW  IUIATHI UIOHb
pabOTHHKAM yupexeHus, T. 1 2012
3 03-10 | PacuerHsble BEIIOMOCTH 1o 15000103 2062 135
HAUMCJICHUIO 3apa0OTHOM  TIaThl | AeKalOpb
pabOTHHKAM YUPESKIACHHS, T. 2 2012
2013 rog
4 03-10 | PacuerHble BEIIOMOCTH 1o 2013 2063 243
HAYUCJICHUIO 3apaOO0THOM  TUIAThI
pabOTHUKAM YUPEKICHHSI

nnbo:
2012 rox
1 02-05 | PacuerHble BEIIOMOCTH o 2012 2062 125
HAYUCJICHUIO  3apaOOTHOM  TUIAThI
paboTHHKaM MIPEANPUITHS
(nexa 1, 2), 1. 1
2 02-05 | PacuerHble BEIIOMOCTH o 2012 2062 149
HAYUCJICHUIO  3apaOOTHOM  TUIAThI
pabOTHHKaM MIPEANPUITHS
(uexa 3,4), 1.2

JInuHble Aesna ABISIIOTCS KOMIUIEKCOM JOKYMEHTOB, COJIEpIKAIUX CBEACHHS O
pabOTHUKE U €r0 TPYAOBOU AESATENBHOCTH.

B nuuHOM gene copepkarcs: MpUKasbl (KONMWM), aHKETa, 3asBICHUS, TPYIOBOU
JOTOBOP, KOMMUU JIMYHBIX JOKYMEHTOB, TOKYMEHTHl 00 arrectauuu (MepearTecTalun),
UHAUBUAYAJIbHbIE JOJDKHOCTHBIE WHCTPYKUMU U Jp. JIOKYMEHThl B JIMYHOM JIEJie
pacrojararoTcs B COOTBETCTBUU C XPOHOJIOTHMEH MX CO3/aHHus, MPU ITOM HEPBBIMU U
MOCJICAHUMH SBJISIIOTCS KOIIMU MPUKA30B O MpreMe/yBOJIbHEHUN paOOTHUKA.

B cBs3u ¢ BerymenueM B cuity @enepanbHoro 3akoHa ot 27.07.2006 Ne 152-03
«O mepcoHaJIbHBIX JaHHBIX» HE PEKOMEHAYETCS CO3/1aHHe KOMIUIEKCHBIX JINYHBIX JIET,
KOI'Jla psii JIMYHBIX JeJ CIIMBAIOTCS B OJHO JEJIO, T.K. HApyIIAloTCs 00IIKe TPUHLIUIIBI
(dbopMUpOBaHUS €] U IOPSAIOK pabOThl ¢ NEPCOHAIBHBIMH TaHHBIMH.

KpaliHuMu gatamu IMUHOTO JIeJ1a SBJISIOTCS JaThl HOAMKUCAHMS TPUKA30B O IPUEME
Y YBOJIbHEHUH JIU1A, HA KOTOPOE OHO 3aBEJECHO.

Ecnu B IMYHOM JieNie UMEIOTCSI IOKYMEHTBI O JEATEIbHOCTH JUIA BHE JAaHHOU
OpraHu3allii, JOaTupyemble Oojee paHHUMHU TOJaMM, MPU ONUCAHUM JAAThl 3TUX
JOKYMEHTOB BO BHUMaHHE HE MPUHUMAIOTCSI.

Ecnu B nenonpoun3BoicTBE OpraHu3aluy ObLIO 3aBEJIEHO HECKOJIBKO JIMYHBIX JIEJT
Ha OJTHOTO pabOTHHUKA (ITPU HEOAHOKPATHOM IMOCTYIUIEHUU U YBOJBHEHUH C pabOThI), TO
KaXX0€ JIMYHOE JIEJI0 ATOr0o pabOTHUKA (POPMUPYETCS OTIAEIBHO U BKIIOYAETCS B OMUCH
M0 Ka)KJJOMY TOAY YBOJIbHEHHUS.
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JInuHbIe nena CUCTEMATU3UPYIOTCS B ONIMCH T10 TO1Y YBOJIBHEHUS JIUL, JOKYMEHTBI
KOTOPBIX 00pa3yloT €UHUIbI XpaHEHUs], U B alpaBUTHOM Mopsake ux gamuinnil. Ecnu
(haMUITMU TOJTHOCTHIO COBIA/IAI0T, BO BHUMAaHKUE IPUHUMAIOTCA UIMEHA, a 3aTEM OTUYECTBA:

Tobonvuyes Bacunuii Meanosuu

Tobonvyes [lemp Anamonvesuu

To6onvyes Ilemp Cepeeesuu

[Ipy omnMcaHuM JUYHBIX €71 YBOJEHHBIX pPaOOTHUKOB, C(HOPMUPOBAHHBIX
WHJVBUyaIbHO Ha paOOTHHUKA, 3ar0JOBOK Ka)XXIOTr0 JIMYHOTO Jela MOXET COJEpKaTh
cnoBa: «JluyHOE €m0 yBOJIGHHOrO pabOTHHKA» (roCyAapCTBEHHOTO TI'PakKIaHCKOrO
CIIy’KaIllero) ¢ yKazaHueM (pamMuinu, UMEHH U OTuecTBa pabOTHHKA B POAUTEIHLHOM
najexe, HarIpuMmep:

1| 2 | 3 \ 4 | 5 | 6 | 7
2013 rog
345 | 03-11 | JIuunoe bi () (0] yBoseHHoro | 03 ¢espans | 2063 16+1
pabornuka bamkoBa KoncranTuHa 2011
BrnagumupoBuua 31 nexabps
2013
346 | 03-11 | JIuunoe ZIETI0 yBOJIEHHOTO | 15 nexabps 2063 35+2
paboTHHKA bamkosa Opus 2010
CepreeBuya 31 nexabps
2013
347 | 03-11 | JIuuuoe ZIEJT0 yBonieHHoro |01 centsiOpsi| 2063 29+1
pabotHuka BunorpamoBa Hukomnas 2009
JAMutpueBruya 24 nexabps
2013

Bo3mokeH BTOpoil crmoco0 OQopMIIEHUs 3aroJIOBKOB JIMYHBIX A€ B OIMUCH:
CHavaJla yKa3bIBaeTcsl OOLIMI MOA3aroyioBoK: «JIMuHbIE Jiefia yBOJIEHHBIX PaOOTHUKOBY,
a 3aTeM B 3aroJIOBKE KaKJ0M OMUCATENLHON CTaThU OMKCH YKa3bIBaeTCs (haMUJIHsl, UM,
OTYECTBO KOHKPETHOTO JIMIIA B UMEHUTEIHHOM TIa/Ie)kKe, HalpuMep:

1] 2 | 3 | 4 | 5 [ 6 | 7
2013 rox
JInuHbIe /1e1a YBOJIEHHBIX pAOOTHUKOB

AbpamoBa Haranbs CepreeBHa 03 ¢espans
2011

31 nexabps
2013

01 cenTs6ps
2009

24 nexabps
2013

345| 03-11 2063 16+1

346| 03-11 | bonpoBa Mapust BuranbeBHa 2063 29+1
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[Ipu wucnonb3oBaHMM JHOOOTO W3 TMPHUBEACHHBIX CIOCOOOB  O(OpMIIECHUS
3aroJIOBKOB JIMYHBIX €)1 yKa3aHue (paMUINU, UMEHHU U OTYECTBA pAOOTHHUKA MOKET OBITh
JOTIOJIHEHO YKA3aHHUEM €T0 JOJDKHOCTH IIPU YBOJIBHEHUU, HAIIPUMED:

1] 2 | 3 | 4 | 5 | 6 | 7
JInyHbIe J1e1a YBOJIEHHBIX pAOOTHUKOB

AbGpamoBa  Haramess  CepreeBna, |03 ¢eBpans

MEIULTHCKASI BBIC3/THOI

37 | 03-11 2063 16+1

2011

cecTpa
Opuranbl Ne 7 oTneneHus 3arOTOBKU
KpPOBH

31 nexabps
2013

100:

653 | 02-12

-01

JIndHOE A€o0 YBOJICHHOTO pabOTHUKA
AGpamoBoit Haraneu CepreeBHbl,
MEIHMIMHCKOM  CECTPbl  BBIE3JHOMN
Opuranbsl Ne 7 oTneneHus 3arOTOBKU

03 depais
2011

31 nexabps
2013

2063

16+1

KpOBU

JIndHble nena yBOJEHHBIX paOOTHHKOB, cpopmupoBaHHble a0 2007 rona, mpu
OOJBIIIOM WX KOJUYECTBE MOTYT (HOPMHUPOBATHCS B KOMIUIEKCHBIE Jejia IO TOay
YBOJIbHEHHUS U Pa30MBaIOTCS HA OTJENbHBIE TOMA 10 aJi(paBUTY B 3aBUCUMOCTH OT 00beMa,
HaIpuMep:

1] 2 | 3 | 4 | 5 | 6 | 7
2005 rox
1 | 03-18 |JIuunble nena yBOJECHHBIX pAOOTHUKOB 2005 2055 150+2
(A-K), 1.1
2 | 03-18 |JIuunbie Aena yBOJICHHBIX PAOOTHUKOB 2005 2055 133+1
(JI-4), 1.2

Kaxmoe KOMIUIEKCHOE [AeNo JOKHO COJIEp)KaTh BHYTPEHHIO OMHUCh. [l
yKa3aHUs Ha HaJW4yue B JieJie BHYTPEHHEH onmucu HeoOXoauMo B rpade 6 omucu ned,
JOKYMEHTOB J100aBUThH K IUdpPE, YKA3bIBAIOIIEH JIMCTAX JieNa, Yyepe3 3HaK «+» mudpy
KOJINYECTBA JIMCTOB BHYTPEHHEN OIHUCH.

[Tpu GosbiiOM 00BEME JIMYHBIX JIE€T UX CHCTEMAaTU3alUs TPOU3BOJUTCS HE TOJIBKO
10 HaYaJIbHBIM, HO U TI0 MOCJEeAYIOMUM OykBaM (pamMuiinu paboTHHUKA, HAIIPUMED:

1 2 3 4 5 6 7
1 | 03-18 |JIuunble Aena yBOJIEHHBIX pAOOTHUKOB 2005 2055 150+2

(AGa— AGp), 1. 1
2 | 03-18 |JIuunbie Aena yBOJICHHBIX PAOOTHHKOB 2005 2055 133+1

(ABe — Ban), 1. 2

A03ar1 yTpaTui cuiy.

Onucanue aTTecTallMOHHBIX, HATPAIHBIX €I MPOBOAUTCS MO AHAJIOTHU C INYHBIMH
JIeTaMH.

Jluunble [esla  OTAEJBHBIX KaTeropuii rpaxiaaH, He SBJSIOIIHECS
AOKYMEHTAMH MO0 JHUYHOMY COCTaBY (JIMUHBIE Jena OexXeHIeB, 0e3padO0THHIX,
HECOBEPIICHHOJCTHUX IOJONEYHBIX, YYAIIUXCSA, CTYACHTOB, AaclMPaHTOB W Jp.)
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CHUCTEeMAaTHU3HPYIOTCS B MpejesiaXx roJ0BOT0O paszjiena omucu mo andaButy GaMuiuii
IpaKJIaH.

JInuHble KAPTOYKM YBOJICHHBIX PaOOTHUKOB, CPOPMUPOBAHHBIE B OT/ACIIbHbBIC
nena B andaBUTHOM MOpsJIKE (paMUINM, BKIIOYAIOTCA B OMUCH MO TOJy YBOJbHEHUS,
HaInpumep:

1] 2 | 3 | 4 | 5 | 6 | 7
2005 ron
1 | 03-18 | Jluunsie kaptouku (. Ne T-2) 2005 2055 150+1
YBOJICHHBIX pA0OTHHKOB YITPaBJICHUS
1m00:
2005 rox
1 | 03-18 |JIuunsie xkaprouku (p. Ne T-2) 2005 2055 133+1
YBOJICHHBIX PaOOTHUKOB YIIpaBIICHMUS,
(A-K), 1.1
2 | 03-18 |JIuunbie kaprouku (¢p. Ne T-2) 2005 2055 110+1
YBOJICHHBIX pa6OTHI/IKOB YIIpaBJICHUA,
(1-5), 1.2

HeBocTpeOoBaHHbIE JIHYHBbIE TOKYMEHTHI (TPYAOBble KHUKKH, IHILJIOMBI,
CBH/IETEJIbCTBA U JIP.) CUCTEMATU3UPYIOTCS B Mpeeax KaJIeHIapHOro rojia o BHIaM,
a BHYTPHU BUJIOB — 10 ajdaButy haMuinii paboOTHUKOB.

AKTBI 0 HECYACTHBIX CJIYy4YasX, CBS3aHHBIX C NPOU3BOJACTBOM,
CUCTEMATU3HUPYIOTCA B Tpelesax KaJeHJAapHOro Trojla MO XPOHOJOTHH, BO3MOXKHA
CUCTEMaTHU3alMs MO al(paBUTy HAYAJIbHBIX OyKB (paMuiinii paOOTHUKOB.

AKTBI 0 HECUACTHBIX CIy4asiX CO CMEPTEIBbHBIM UCXOJOM — 3TO JIeJIa TOCTOSHHOTO
XPaHEHUS U BBIIEISIOTCS B OTACIIBHYIO OMKCH JI€] MOCTOSTHHOTO XPAHEHHS.

Tabenu u HapsAbl paOOTHUKOB BPEAHBIX Mpodeccuil GOopMHUPYIOTCA B J€ia B
MOPSAKE KaJeHAApPHBIX MECSIIEB B Mpeiesiax roja.

B 3aronoBkax enuHUIl XpaHEHHs, COAEpKAIIMX TapU(UKAIIMOHHBIE CIUCKH,
YKa3bIBaeTCs KaTeropus pabOTHUKOB (YUHUTENs, JUPEKTOPA KO U Jp.).

CucremaTu3anus 3aroji0BKOB JeJl B ONHMCH JAeJ IO JHMYHOMY COCTaBY
OCYLIECTBJISIETCA IO XPOHOJOTHMYECKH-CTPYKTYPHOMY TIPH3HAaKy, @IpU KOTOPOM
pazzieliaMu OINKCH SIBISIFOTCS TONbI, a TMOJpa3liellaMd — Ha3BaHUSl CTPYKTYpPHBIX
MO/APA3ICICHUN, WM XPOHOJOTMYECKU-HOMUHAIBHOMY, MpPH KOTOPOM B T0J0BOM
pazjiesie 3aroJIOBKU JIeN pacioyiaraloTcs o 3HaYMMOCTH.

[Ipy HOMHHAJIBHOM MPHU3HAKE 3aroJIOBKH JI€Jl B OMUCHU JEJ 0 JUYHOMY COCTaBY
pacrnoJiararoTcs B CIEAYIOIIEH MOCIe0BATENbHOCTH:

MPUKa3bl, PACHIOPSKEHUS, TOCTAHOBIICHHUS, YKa3aHUS 1O IMYHOMY COCTaBYy;
JIMIEBBIE CUETA;

pacyeTHbIe BEIOMOCTH;

CIIUCKH JIMYHOT'O COCTaBa;

JUYHBIC KAPTOYKU pabOTHUKOB (hopmbl Ne T-2;

JIUYHBIE JIENIa;

TPYIOBBIE IOTOBOPBIL;

HEBOCTPEOOBAaHHBIE TPYAOBBIC KHIKKHU U JIP. JINYHBIE IOKYMEHTHI;
JIOKYMEHTBI 110 aTTECTAINH, IOBBIIICHUIO KBATH(UKAIIAH.
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HCKOTOpBIe BHUBI JAOKYMCHTOB (J'II/I‘-IHBIG Jciaa, JIMYHBIC KapTO4KH,
HGBOCTp€6OBaHHI>I€ JIMYHBIC TOKYMCHTLI pa6OTHI/IKOB OpraHHSaHHH) MOT'YT BBIACIATHCA
B CaMOCTOATCIIBHBIC OIIMCH.

B Tom ciydac, €CJIn OTACIIBHBIC TOKYMCHTLI 110 JIMYHOMY COCTABY OTCYTCTBYIOT B
CBiA3H C HUX YTpaTOﬁ, HO B PEC3YJIbTATC IIPOBCACHUSA SKCIICPTHU3bI HCHHOCTHU BBISABJICHBLI
HJOKYMCHTBI, KOTOPBIC MOTYT IIOJJHOCTBIO HIIM YAaCTHYHO BOCIIOJIHHUTL YTPAYCHHYIO
I/IH(bOpMaHI/II-O, 9TH JOKYMCHTHI BKIIFTOUAIOTCA B OIIUCH II0 JIMYHOMY COCTAaBY BMCCTO TCX
AOKYMCHTOB, KOTOPBIC OHU 3aMCHAIOT, HAIIPUMCEP:

1] 2 | 3 | 4 | 5 | 6 | 7
2012 rog
1 02-05 |IIpukazsr NeNe 01 — 70 mupextopa| 09 suBaps 2062 125
YUpEXKACHUS TI0 JTUIYHOMY COCTaBY 29 nexabps
2012
2 | 03-17 |JluueBble cuUeTa 1O HAYHCICHUIO 2012 2062 97
3apaboTHOU TUTaThI paboTHUKaM
YUpEKACHUS
2013 rox
3 | 02-05 |IIpuka3sr NeNe 01 — 80 nupekropa| 12 sHBaps 2063 130
YUPEXKIAEHUS 110 JINYHOMY COCTaBy 30 nexabps
2013
4 | 03-24 |HanoroBble KapTOYKH TIO  YYeTy 2013 2063 112
JIOXOAOB W Hajora Ha JIOXOJBI
¢buznyeckux auil (¢. No 1-HIDJ)

[Ipu »TOM B MpeAKCIIOBUE K OMHUCH BKIIIOYAETCs MHGOpPMAIMS O 3aMEHE OJHOTO
BUJA JOKYMEHTOB Ha IPYrOM U €€ NPUYNHAX.

3. OdopmiieHne onucu

Onucu COCTAaBISIFOTCS OTAEIBHO Ha J1ea, TOKYMEHTHI:

IIOCTOSIHHOT'O CPOKa XPaHEHUS;

BpeMeHHBIX (cBbIte 10 JIeT) CPOKOB XpaHEHUS;

110 JINYHOMY COCTaBY;

XapaKTepHbIEe TOJBKO JJI JaHHOW opraHu3aiuu (cyneOHble Aeia, JIMYHbIE Aela
IJIATEJIBIIMKOB CTPaXOBBbIX B3HOCOB, 0€3pa00THBIX, HECOBEPILIEHHOJETHUX MOIONEUHBIX,
CTYJIEHTOB, aCIIUPAHTOB U Jp.).

Onucu CcOCTaBJISAIOTCA O YCTAHOBIIEHHBIM (hopMaM OmUCEed JAesl MOCTOSHHOTO
XpaHECHHUS U 110 JITYHOMY cocTaBy (mpuiokenus NeNe 2, 3).

Onucu nen BpemeHHoro (cBbimie 10 JIeT) CpOKOB XpaHEHHUS COCTAaBJISIOTCS IO
(dbopme omnucu Aen 1o JIMYHOMY COCTaBY.

AO3arl yTpaTui CUiy.

Onuch MNOICKUT TMOJHOMY OhOopMiIeHHIO (TIOAIIMBKE) W B JabHEHIIEM
MHTEHCUBHO MCIMOJB3YETCs B padoTe, B CBSI3U C YEM BO M30EKaHUE 3aTPYyAHEHUS MPHU
YTEeHUU TEKcTa (B pe3yJibTaTe MOJUIMBKK) HEOOXOIUMO NMPUMEHSTh pa3Mepbl I'PaHUI
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TEKCTOBOro noJjsi: He MeHee 30 MM — neBoe, 10 MM — ipaBoe, 20 mm — BepxHee, 20 MM —
HWKHEE U 11€YaTaTh €€ TOJBKO Ha JIMIIEBOM CTOPOHE JIUCTA.

[Ipu aTOM ciieyeT 0OpaTUTh BHUMAHKUE HA TO, YTOOBI IPAHUIIBI TAOIUIBI OITUCH HE
BBIXOJIMJIN 32 TPAHUIIBI TEKCTOBOTO ITOJIS.

[Ipu moaroroBke onucei npumensieTcs: TekcToBbld pegakTop Word for Windows
Bepcuu ot 6.0 u BeIlIe ¢ ucnoyibzoBanueM mpudra Times New Roman pazmepamu NoNo
12 - 14.

B onucsax npou3BoaUTCA HyMepalMs BBEPXY JIUCTA IO €r0 LEHTPY, PU 3TOM Ha
IIEPBOM JINCTE HOMEP HE CTaBUTCHL.

Ha mepBoM JHCTE ONMHMCH B BEPXHEM JIEBOM YIUIy YKa3bIBA€TCS HaMMEHOBAHUE,
KOTOPOE MMENIa OpraHu3alys Ha KOHEIl rojia, 33 KOTOPBIA OMHCHIBAIOTCS JTOKYMEHTHI,
HOMep (oHa, HOMEp OMKCH, Ha3BaHUE OMKCH, KpallHUE JAThI J1e]1, BKIIOYCHHBIX B OIHUCH.
VYka3aHHbIE pEKBU3UTHI, IEUATAIOTCS ClIeBa 0€3 OTCTYNOB OT JIEBOM IPaHUIIBI TEKCTOBOTO
TIOJISL.

B mpaBom BepxHEeM yriTy EpBOTro JUCTA OMUCH pacroiaraercs rpud yrBepkIeHus
OIUCU PYKOBOJUTENIEM OpraHu3auuu (IpenceaaresneM JUKBUIAMOHHON KOMUCCUH WIIH
KOHKYPCHBIM YIIpaBJsitoiuM). PekBusut «I pugh ymeepoicoenus» pacnojaraercs Ha
YPOBHE IIEPBOI CTPOKH HANMEHOBAHMS OPTaHU3ALUN.

Bce anemenTsl pexkBusuta «/ pug ymeeporcoenus» MOTYT ObITh O()OPMIICHBI IBYMsI
CHOoCc00aMHU: C BBIpaBHUBAHUEM I10 JIEBOMY KpParo JUOO C HEHTPUPOBAHUEM OTHOCUTEIHHO
CaMOM JUIMHHOM CTPOKHM PEKBU3HUTA, HAIIPUMED:

YTBEPXJIAIO 1moo: YTBEPXIAIO
Hupextop I'KY HCO Hupexrop 'KY HCO
«l'ocyTapCTBEHHBIN apXUB «l'ocy1apCTBEHHBIN apXUB
HoBocubupckoit o6mactu» HoBocubupckoii o6actu»
N.0O. ®amunus N.0O. Gamunus
« _» 2016 . « _» 2016 .

HanMeHnoBanusi pa3fesioB W MOJPa3feioB OMUCH O(GOPMIISIOTCS B OTAEIBHBIX
CTpokax omnucu B rpade «3arojoBok jaena». HammeHoBaHUS pa3ienioB U MOAPA3IEIOB
pacmoJiararoTcs 1Mo MeHTPy CTOJIONA ¢ MPONUCHON OykBbl. HaMeHOBaHMS CTPYKTYPHBIX
MOJPA3ACIICHUN B ONIMCH YKa3bIBAIOTCS MOJHOCTBIO.

Bce anemMeHTsI onrucaTebHON CTaThU OIIMCH BBIPABHUBAKOTCS 110 BEPXHEU I'PAHULIE
CTPOKH.

3aroyioBOK Jiefia B ONMCH pacroJjiaraeTcsi 6e3 OTCTyIa OT JIEBOW rpaHulbl rpadpbl
ONMCH U BBIPABHUBAETCA O MIKHpUHE. OCTaNBHBIE AJIEMEHTHI ONTMCATEIBHOW CTAThU OIUCH
BBIPABHUBAIOTCS 110 IIEHTPY CTOJIOIIOB TAOIHIIBI.

Mexay CTpOKaMH 3JIEMEHTOB OJHOM U TOW K€ OMUCATEIbHOM CTAaThbU OIMCH
IIPUMEHSETCS OAMHAPHBIN MEKCTPOUYHBIM UHTEPBAJ.

He pekomeHnyercs: mepeHOC 4acTel 3arojioBKa Jesia, KpahHuX JarT Jeja Ha
CIEAYIOLINM JIUCT; pa3MEIIeHNEe HAMMEHOBAaHUM Pa3/IeJIOB OMUCH B KOHIIE JINCTA.

B koH1Ie onvcH yepe3 OJUHAPHBIN MEXCTPOUYHBIA UHTEPBAI OT HUKHEN TPAHUILIBI
TaONUIBl OMUCH JENIAeTCS WTOTOBas 3alucCh, B KOTOPOUW ykasbiBaeTcs (mudpamu u



25

MIPONUCHI0) KOJIMYECTBO JI€JI, BKJIIOYEHHBIX B OMHUCh, KpallHHE HOMEpa JIell, a TaKXKe
OTOBApUBAIOTCS OCOOCHHOCTH HyMEpaluu Jel B ONUCH (HaJuyue JUTEPHBIX U
IIPOMYIIEHHBIX HOMEPOB jien). [lepBasi cTpoka UTOTOBOM 3anmucu 0hOPMIISIETCS OT JICBOM
I'PaHUIbl TEKCTOBOTO MOJIA ¢ ab3aria.

PexBusutbl [loonuce cocmaseumens, Jlama, [pug coenacosanusi nOIKHBI
0(OPMIIITHCS OT JICBOM T'PAHUITBI TEKCTOBOTO IOJIS.

PacmmmdpoBka moanucu B pekBusute [loonuce cocmaeumens  JNOJHKHA
pacrojaraTbCs Ha YpOBHE MOCJEIHEW CTPOKHM HAMMEHOBAHUS JIOJHKHOCTH € MpoOeIom
Mexay nHUIManamMu 1 Gamrumei. [Tocaeansis OykBa B pacimm@poBKe MOAMKUCH AOHKHA
OTPAHUYUBATHCS IPABBIM MOJIEM.

Bce pexkBU3WTHI, PacMoIOKEHHBIC IO TAaOIMYHOW YaCThIO OIHMCH, JOJIKHBI
pa3sMeIaThCA HA TOM K€ JINCTE, YTO U MOCIIEIHSSA CTPOKA OIMKUCH, IEPEHOC UX HA APYTYIO
CTPAHMITY C OTPHIBOM OT TAOJIUIIBI HE TOMYCKACTCA.

Omnucu (rogoBbI€ pa3aeiibl OMUcei) Ae, TOKYMEHTOB COCTAaBIISIOTCS:

IIOCTOSIHHOTO XPAaHEHUsT — HE MEHEE 4Y€M B YEThIPEX OSK3EMIUIApAaX: TPU HA
OyMa)>kKHOM HOCHTEJIE U OJMH — B DJISKTPOHHOM BHJIE (B Ka4eCTBE paboUero 3K3eMILIspa);

JIOKYMEHTOB MO JIMYHOMY COCTAaBY OPraHM3alil — UCTOYHUKOB KOMIUJIEKTOBAHUS
roCyJIapCTBEHHBIX (MyHHUIIUITAIIBHBIX ) aPXUBOB — HE MEHEE YeM B YETBIPEX IK3EMILISApaXx:
Tpu Ha OyMaXHOM HOCHTENE, OJIMH — B JJICKTPOHHOM BHJC (B KadyecTBEe pabodero
AK3EMILISIPA);

JIOKYMEHTOB IO JIMYHOMY COCTaBy OpPraHU3alvii, HE SIBIAIOIIMXCS WCTOYHUKAMU
KOMIUIEKTOBAHMS TOCYAaPCTBEHHBIX (MYHUIUIIAIBHBIX) ApXUBOB, — HE MEHEE YEM B TPEX
AK3EMILIAPAX.

K onucu nienn opranvsanuu COCTaBISIETCS HAYYHO-CITIPABOYHBIN amlapar.

4. IlopsiAOK COCTABJICHUS HAYYHO-CIIPABOYHOI0 ANINAPATAa K ONMHUCH

Jlns  Oonee A(PPEeKTUBHOrO UCHOJIB30BAHUS JTOKYMEHTHOM uH(MOpManuu,
coJiepiKalleiicss B OMHUCIX apXWBHBIX (DOHAOB, K HUM CO3/a€TCS HAyYHO-CIPABOYHBIN
amnmapar, KOTOPBIA BKJIIOYAET: TUTYJIbHBIN JIUCT, JUCT MEPEUMEHOBAHUMN, MTPEANCIOBHE
(MCTOpUYECKYIO CIPABKY); CIIMCOK COKpAIeHUM; yka3zarenu (Ipu HeOOXOIUMOCTH).

4.1. TuTyJbHBIN JHUCT U JIUCT NepenMeHOBAHMI

TUTynbHBIA JNHUCT OMHCH SIBISETCA O0OS3aTENbHBIM 3JIEMEHTOM CIPAaBOYHOIO
anmnapata. OH COepKUT UHPOPMAIUIO, ONIPEIEISIONIYI0 TPUHAIEKHOCT JOKYMEHTOB,
BHECEHHBIX B OMKCh, K KOHKPETHOMY (DOHIY MJIM €T0 YacTH; K ONpPeNeICHHOMY IIEpUOLY
BpPEMEHH, a TAK)KE MIOMCKOBBIE JaHHbIE, CIOCOOCTBYIOIIME HAXOKICHUIO OITUCH B apXUBE.
CBenenusi, pa3MelleHHbIE HA TUTYJIBHOM JIUCTE, BOCIIPOU3BOIATCS HA OOJI0KKE OIHUCH.

TUTYJIBHBIN JIUCT K ONKCH BKJIFOYAET CIAEAYIOIINE PEKBU3ZHUTHI:

- TOJIHO€ HAaWMMEHOBAaHHE TOCYJApPCTBEHHOrO (MYHHIIMIIAJILHOTO) apxuBa (€ciiu
OpraHu3alysl SBISIETCS ICTOYHUKOM €r0 KOMIUIEKTOBAaHMUS);

- O(QUIMAIBHO TPHUHATOE TMOJIHOE HAWMEHOBAaHME OPraHU3alMHU C YKa3aHHEM
MOJAYMHEHHOCTH (NP €€ HAIMYUM) W O(PUIMAIbHO MPUHATOTO COKPAIIEHHOIO
HAaMMEHOBaHUSl OpraHu3anuu (yKa3bplBaeTcsi B CKOOKax), HayaJdbHOW WM KOHEYHOM aat
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cymecTBoBaHus (HoHA00Opa3oBarenss MO JaHHBIM Ha3BaHWeM. Ecnmu opranmsarus
JEHCTBYIONIAST — YKAa3bIBAETCS TOJILKO HauyajbHas JaTa, COOTBETCTBYIOIIAS MOCIEAHEMY
HAaMMEHOBaHUIO opraHu3anuu. Jatel opopmisitoTcss kak HUPPOBBIM, TaK U OYKBEHHO-
1U(GPOBBIM CITIOCOOOM € HOBOM CTPOKH MOCIIE HAMMEHOBAHUSI OpPraHU3allNH;

- HoMmep apxuBHOro ¢onaa (IpHCBauMBaeTCd NpPH TEPBOM IMOCTYIUICHUU
JIOKYMEHTOB Ha TOCYJJapCTBEHHOE XpaHEHUE);

- HOMEp OIIHCH;

- HAaMMEHOBAHUE OMUCHU C YKa3aHMEM KaTErOpUH BKIIOYCHHBIX B HEE JJOKYMEHTOB
(IOCTOSIHHOTO, BPEMEHHOT'O XPaHEHU S, JOKYMEHTOB 10 JTUYHOMY COCTaBY U T.1.);

- KpailHMe JaThl BKJIOUYEHHBIX B OINKCh €AWHUI] XpaHEHHUs (YyKa3bIBaIOTCS Ha
TUTYJIBLHOM JIMCTE MOCJIE HA3BaHUS OMUCH C HOBOU CTPOKH).

[Tpu M3MEHECHUU HaUMEHOBAHUS donmoobpazoBaremns WIH ero
MOJBEIOMCTBEHHOCTH B TE€UCHHUE MEPHUOJIa BPEMEHH, 3a KOTOPBIN COCTaBJEHA OMUCH, HA
TUTYJILHOM JIMCTE YKa3bIBAETCSl CHAuYalla MOCIEAHEE €T0 HAMMEHOBAHUE, a 3aTEM BCE €ro
MIEPEMMEHOBAHUS B XPOHOJOTMYECKOM MOCIIEIOBATENIBHOCTH C YKa3aHUEM HAYaJlbHOU U
KOHEYHOU JIaT CYIIECTBOBAHUS MO KaXKIbIM HAUMEHOBAHUEM.

Ecnu nasBanue ¢GoHmoo0pa3oBaTens MEHSUIOCh MHOTOKpaTHO (Oosiee 2-X), Ha
TUTYJILHOM JIUCTE AAETCS €T0 MOCIEHEE HA3BaHUE, a BCE MEPEUMEHOBAHMS IPUBOIATCS
B JINCTE MEPEUMEHOBAHUN B HCTOPUYECKON (XPOHOJIOTMYECKOM) MOCIE0BATEILHOCTH.
JIucTt neperMEeHOBaHM TIOMEIIIACTCS 3a TUTYJIBHBIM JTUCTOM (mpuiioxkeHus NeNe 4, 5).

4.2. UcTopuyeckasi cipaBka (MpeaucioBue) K ONUCH

Hcropuueckas crnpaBka (MPeIuCIOBUE) K OMUCU SIBIETCA BAXKHOW COCTABHOM
4acThl0O CHCTEMBI HAy4YHO-CIPaBOYHOro ammaparta. lIpm mnepBoMm ynopsigodeHun
JTOKYMEHTOB COCTaBJISIETCS HUCTOpUYECKAS CITpaBKa 00 OpraHu3aluu
(bonmooOpazoBarene) u ¢onae. Ilpu mociuemyromeM yHoopsIOUYeHUH JOKYMEHTOB
COCTaBJISICTCS MPEANUCIIOBUE K onucH (npuiioxenue Ne 6).

BxiiroueHHbIE B MCTOPUYECKYHO CIIPABKY CBEIACHHS IO MCTOPUM AECUCTBYIOLIEH
OpraHu3alliy JODKHBI OXBATHIBAThH MEPUOJ OT Havasia 00pa30oBaHus MO MOCIEAHUMN TO/,
3a KOTOPBIN yHOPSIIOYEHBI JOKYMEHTHI.

Hcropuueckas cripaBka COCTOUT U3 UCTOPUUECKOM U apXxeorpaduueckoil yacTei.

B ucroprueckoil 4aCTu KpaTKO OMUCHIBAOTCS HCTOPUUYECKHUE YCIIOBHS, B KOTOPBIX
BO3HHUKJIA U ICMCTBOBAJIA OPraHU3allNsl, YKA3bIBAECTCS J1aTa €€ BOSHUKHOBEHHUSI C MOJIHBIM
U MpU HAIMYUU COKPAIICHHBIM HAaWMMEHOBAHMEM, COOTBETCTBYIOIIUM 3TOW JaaTe, CO
CCBUIKOM Ha HOPMATHUBHBIC MPABOBBIE AaKThl WU PACHOPSIAUTEIBHBIE JTOKYMEHTHI.
[lepBoHaualbHO B MCTOPUYECKON CIpaBKE YKAa3bIBAIOTCA MOAYMHEHHOCTbH, (YHKIIMH
OpraHu3aliid Ha MOMEHT €€ CO3/1aHus.

CBenenus 00 UW3MEHEHUM HAWMEHOBAHUS, TMOJAYMHEHHOCTH, (PYHKIHMH,
peopranu3aluy, JUKBUJAIMM OpraHU3alid OTPaXalTcsl B  XPOHOJOTUYECKOM
MOCJIEA0BATEILHOCTH CO CCHUJIKOM Ha COOTBETCTBYIOIIME HOPMATUBHBIE MPABOBBIE aKTHI,
pacropsiauTenbHble TOKYMEHThI. [IpuBeneHHbIE CBENEHUS JIOJKHBI COOTBETCTBOBATH
COJIEp>KaHHUI0 HOPMATHUBHBIX MTPABOBBIX AKTOB WJIM PACIIOPSIUTEIbHBIX TOKYMEHTOB.

Heobxomumo pazmuuaTe BpemMsi BO3HUKHOBEHMSI OpraHM3AIMH  COTJIACHO
OopUITMAIBHBIM aKTaM (OKyMEHTaM) W JEUCTBUTEIbHOE Hayano e€ nesTenbHOCTH. B
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Cllydae BPEMEHHOTO PACXOXICHHS JAaHHOE OOCTOSITENIbCTBO JIOJDKHO OBITH OTPAKEHO B
uctopuyeckoil cmpaBke. JlaTbl (dakTUUECKOM MAESTeNbHOCTH OpraHu3alid MOTYT
YCTAHABJIMUBATHCS IO JIOKYMEHTaM CaMOW OpraHu3aliy, 4To TaKKe OTMEeYaeTrcs B
UCTOPUYECKOM CIIpaBKe.

B Tom ciyuae, ecnu cBeZieHUS 0 UICTOPUU OpPTaHU3aIlMU ObUIH YCTAHOBIICHBI HE TI0
aKTaM U PacHopsSIUTENbHBIM JOKYMEHTaM, a MO0 KOCBEHHBIM HCTOYHUKAM (YTJIOBbIC
HITaMIIbl, TeYaTH, OJaHKU U T.1.), TO 3TO CIEAyeT OrOBOPUTh B YKa3aHHOM pasjele,
Harnpumep:

Hszmenenue cmpykmypor oo6veounenuss «Cubasmompancy npociexcusaemcs no
WMAamHbIM PACRUCAHUAM U USMEHEHUAM K HUM.

CtpykTypa U MOJBEIOMCTBEHHASI CETh OPTaHU3AIMKN YKa3bIBAIOTCS HAa MOMEHT €€
BO3HUKHOBEHHUS, [1aJieé B XPOHOJIOTMYECKOW TMOCIEI0BATEIBHOCTA OTPAXKAIOTCS BCE
OCHOBHBIE WM3MEHEHHUS, MPOU3OUICAIINE 3a NEPUOJ €€ CYIIECTBOBaHHUS, a 3aTeM
YKa3bIBAETCs BCS CTPYKTYpa HA MOMEHT OKOHYaHUS OMKMCHIBAEMOTO MEPHO/Ia.

PekoMeHIyeTcsl Takke OTpakaTb B MUCTOPUUYECKON CIpaBKe (HaKTHUECKOE MECTO
PACIIOJIOKEHUSI OpraHU3aluu U €€ IOPUAUYECKUI aApec, COrJacHO PErHCTPAlMOHHBIM
JOKYMEHTaM, a TAaK)Ke CBEJCHUSI O PYKOBOJUTENIE U €T0 HA3HAUYCHHH.

Hcropuueckas cnpaBka JODKHA COJIEPkaTh TaKylo HMHOOpMAIMIO, KOTOpas Obl
naBaia Haubosee TOJMHOE TpencTaBieHue (0e3 AeTalu3aluu) O JeATeIbHOCTH
OpraHu3aIuu 1 e€ UCTOPUHU.

Ecnu m3mMeHeHu 3a ONMUCHIBAEMBIN MEPUOJT HE MPOU30UIIO0, TO B UCTOPUYECKOU
CITpaBKe JeaeTCcsl OTMETKa 00 OTCYTCTBUM ATUX MU3MEHEHUM, HapUMep:

B nepuoo ¢ 1992 no 2000 20061 usmenenuii 8 HAUMEHOBAHUU, NOOYUHEHHOCU U
CmMpyKmype npeonpusimusi He npouU30oULIO.

[Ipu ccpuikax Ha JOKYMEHTHI COOJIIOAAETCS CIIEAYIOIIAs MOCIe0BATEIbHOCTD: BU]
JIOKYMEHTa, aBTOp JOKyMEHTa, JlaTa JIOKYMEHTa, HOMEpP JIOKYMEHTa, 3aroyioBOK,
HaIpumep:

Ilocmanosnenuem I'yoepuamopa Hosocubupckoti oonacmu om 15.03.2005 Ne 456
«O cozoanuu ..... » ¢ 01.04.2005 obpazosan ...».

CrnpaBoyHble JaHHBIE O MECTOHAXOXJIEHWU JOKYMEHTOB, TE€PEIaHHBIX Ha
XpaHEHHE B apxuB, O(POPMISIOTCA B BHJIE CHOCOK, COCTOSIIUX U3 CIEAYIOIIUX
AJIEMEHTOB: Ha3BaHMWE apxuBa, HOMep (GOHAA, HOMEP OMUCH, HOMEp Jeia, Homep(a)
nucTa(oB), HAITPUMED:

I'KY HCOT'AHO. ©. P-560. On. 1. J[. 1527.JI. 1 —1.

Ecniu  ngoKyMeHTBI HaxoIsTcsi Ha  BEIOMCTBEHHOM XpaHEHUH, BMECTO
HalMEHOBAHUSI apXHBa MPUBOAUTCS HAUMEHOBAHUE apXMBA OpPraHU3aIMu, HAlTpUMeEp:

Texywuu apxue Munucmepcmaa 30pasooxparenus Hosocubupckoti oonacmu. @.
P-29.0n.1./]. 3512. JI. 1 —15.

Ecnu npu HanucaHuM UCTOPUUYECKOM CIpaBKHU ObUIM MCIOJIb30BAHBI CBEJICHUS U3
JIOKyMEHTOB, KOTOpbIE OTCYTCTBYIOT B (OHIAaX apxuBa JuOO B OpraHHU3aIlUH,
YKa3bIBaCTCSl ICTOYHUK MOJTYYEHUS JaHHOW MHPOpMAIIUU, HATTPUMED:

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

B apxeorpadguueckoil 4aCTH UCTOPUUYECKOMN CIIPABKH OTPAXKAKOTCSI CBEICHUS T10
ucropun GOHIA: JaTa MEPBOTO MOCTYIUICHUS] JOKYMEHTOB (hOHAA B TOCY/IapCTBEHHBIN
WM MYHUIUNAIBHBIA apXuB; WX O0BEM W KpallHHME JaThl, KpaTkas oO00OIIeHHas
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XapaKTEPUCTHKA COCTaBa JOKYMEHTOB, U3MEHEHHUS B cOocTaBe M oObeMme (GoHIa M X
OpUYMHBI  (BKJIIOYEHHE B JEJI0 HOBBIX apPXMBHBIX JOKYMEHTOB, BBIJICJICHUE K
YHUYTOXKCHUIO €AMHUIL XPaHCHUS, U3BATHUE MOIMHHBIX SIUHULl XpaHEHUs (JOKYMEHTOR)
U WX BO3BpaT, HEHUCIpPaBUMbBIC IIOBPEKIACHUS EIUHHUIl XpaHCHUS (JOKYMEHTOR),
oOHapy)XeHHUE apXUBHBIX JOKYMEHTOB, pa3jiejicHue, 00ObeIUHEHHUE AT U Jp.); HAIH4He
€MHUIl XPAHEHWs, BBIXO/IIMX 34 XPOHOJIOTHYECKHE TpaHUIbl (OHIA; COCTaB
CIIPAaBOYHOTO aIlfapara K OMHCH.

Jlanmee yka3pIBaroTCs:

- KOJIMYECTBO W KpaifHUE aThI /1], BKIFOYCHHBIX B OIHCH;

- CBEJICHHSI O COCTaBE U COJICPKaHUH JIOKYMEHTOB OIIHICH C BBIJICJICHHEM Hanbosee
TUMTAYHBIX TPYTI SIUHUI] XPAHEHUS TI0 UX BUAAM U COICPKAHUIO;

- OCHOBHBIC TPHUHIMIBI (OPMUPOBAHUS EAUHHUI] XPAaHEHHUS, OCOOCHHOCTH WX
OTMCAHMS U CUCTEMATU3AIINN;

- BUJIbl OTCYTCTBYIOIIUX JOKYMEHTOB C YKa3aHWEM XPOHOJIOTMYECKUX MEPUOIOB U
MIPUYUH UX OTCYTCTBUSI, HAIIPUMED:

byxeanmepckuii omuem axyuoneproco oowecmea 3a 2013 200 exnouen 6 cocmas
onucu Ne 1 ynpasnerus ce1vbCKo2o X03aUcmea aOMUHUCMPAyUU paioHa.

Ecnu B onuchk i€ MOCTOSSHHOTO XpaHEHUs! BKIIOYEHBI JIOKYMEHTHI BPEMEHHOIO
CpoKa XpaHEeHHs (HampuMmep, KBapTajbHBIE OTYETHI) HEOOXOJIUMO OOBSICHUTH B
HMCTOPUYECKOM CITpaBKe 11€J1eCO00Pa3HOCTh BKIIFOUEHHSI TAKUX IOKYMEHTOB.

B oTiwune OT MCTOPUYECKOW CMpaBKH B IMPEAUCIOBHE K OMUCH BKIIOYAIOTCS
CBEICHUS O HANMEHOBAHUH, MIOAYUMHECHHOCTH, PYHKIHSX, CTPYKTYPE, MECTOHAXO0KICHUH,
PYKOBOJIUTENIE OPTaHM3AINH M UX U3MCHEHISIX HE OT Hadaja oOpa30BaHUs OpTraHU3aIlNH,
a 3a KOHKPETHBIH Iepro]T OTMMCAHNS JOKYMEHTOB. B Hauaje TekcTa mpeIrucaoBHs CIeayeT
yKazaTh OQUITMATBHBIC TIOJTHOE ¥ COKPAIEHHOS HAaMMEHOBAHWS OPTaHU3AIlMN Ha HAYajIo
OMMHCBIBaeMOTO nieproaa. [lpu oTcyTcTBUYM y OpraHu3auy 0hUIIHaIbHOTO COKPAIIEHHOTO
HAaWMEHOBAHUS CJIEIYEeT YKa3aTh, YTO TAKOE HAUMEHOBAHUE OTCYTCTBYET, HAIIPUMED:

Ha 01.01.2013 Haumenoganue yupexcoenuss — MYHUYUNATbHOE KA3EHHOe
yupesicoenue copooa Hosocubupcrka «Hosocubupckuii 20po0ckoil apxusy (CokpauenHoe
— MKY «l'opapxue») 1ubo (cokpauernnoe — omcymcmaeyem,).

[IpenuciioBre MOXKET COCTABIATHCS Kak o0Iee KO BceM omucsiM (oHaa, Tak U K
OTAECNBbHONU omnucH. IIpu coCTaBlIeHMHM OTHEIBHBIX MPEAUCIOBUM K KaXIOH OIUCHU
apxuBHOTO (hoHIa BCce OOIIME JaHHBIE MO HCTOpuu (oHI000pa3oBaTeNss U HCTOPUHU
apXMBHOTO (POHA TOMEIIAIOTCS B MIPEAUCIOBUU K IIEPBOM OMUCH JE.

Hcropuueckas cripaBka (IIPeAUCIOBHE) K OMUCH TTOITUCHIBAETCS COCTABUTEIIEM C
yKa3aHUuEM JOJHKHOCTH U JaThl COCTaBJICHHUS.

[IpenuciioBue WMEET CaMOCTOSATEIBHYIO  HYMEpaluio JIMCTOB, HOMEpa
MIPOCTABJIFOTCSI BBEPXY JIMCTA IO €T0 IIEHTPY, P 3TOM Ha TIEPBOM JIKCTE HOMEp JIUCTa
HE CTaBUTCA.

4.3. Cnucok cokpameHuii

Crnucok  COKpaileHWd  TpeAcTaBisieT  co0oil  andaBUTHBI  TIEPEUYCHD
BCTPEYAIONTUXCSI B OMKUCH M CITPABOYHOM aIapaTe K Hel COKPaIEHHO HAITMCAHHBIX CJIOB.
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CoxkpanieHust BBOJATCS B LEJISIX SKOHOMHUHM MECTA JUIsl 4ACTO BCTPEUYAOIINXCS CIIOB
B TEKCTE OMUCH, a TAKXKE JUIsl paCKpbITUSl aO0OpeBUATYpP B COCTABE CIIPABOYHOIO arlrapara
U JIOCTHKEHUS €IMHOO0pa3usl B Iepeiaue CoAepKaHusl JOKyMEHTOB.

B cnucok cokpamieHuWid BHOCATCS BCE COKpAalI€HUs CIOB M IOHATHI,
yHnoTpeOIIeMbIX B OMIMCH, KPOME OOIICTPUHATHIX, @ TAK)XKE COKpAIlleHHbIE 0003HAYCHUS
HAa3BaHWM OPraHOB U OpPraHU3AlUM.

OO1enpuHATbIE COKpalIeHUs, HE TPeOyIolue CHEeIUaNIbHBIX pa3biICHEHUH (T.€.,
T.JA., Ip. U JApyrue), o003HAYarONIMe HAa3BaHUE MEP MAacChl, BpEMEHHU, IMPOCTPAHCTBA,
OTHOCSIIHECA K HHU(paM U HE BBI3BIBAIOIINM JIBOSKOTO TOJIKOBAHUS (KT, MUH., CM, M H
JIPYTUe) B CHUCOK COKPAILIEHUI HE BKIIFOYAIOTCSI.

Ha3Banus opraHoB u OpraHu3anuil NpU BHECEHWH UX B OIMCHh B IIEPBBIA pa3
MUIIYTCS TIOJTHOCTBIO U B KPYTJIBIX CKOOKaX JAeTCsl MX COKpAIllEHHOE Ha3BaHHE, a MpH
IIOBTOPHOM BHECEHHUU MX B OIIMCH OHU IIPUBOJATCS TOJIBKO B COKPAIICHUH.

B cnoucke cokpamenuii B anaBUTHOM MOpPSIAKE CJ€Ba PacHoJararoTcs
COKpAIIICHHBIE CJIOBA U MOHSTHS, a CIIpaBa Yepe3 THPE AaeTCA UX IMOJIHOE 0003HAaYCHHE
(mputoxxenue Ne 7).

CnHcoK COKpaleHui NOMEIAETCS ITOCIE MPEAUCIOBHS K OIHCH.

4.4. Yka3aTean

Yka3zatenu COCTaBIIAIOTCS, KaK MPABUJIO, K CIIOKHBIM 110 CTPYKTYPE U COACPIKAHUIO
ONMHUCAM JIeJ, JOKYMEHTOB [Jisi OOJEerdyeHUs] M YCKOPEHHUs TMOHCKa HeoOXOIuMOoi
uH(pOpMaIIH, a TAKXKE C LETBI0 TyUIlel OpUEHTAIIMA B COCTaBE M COJEPKAHUU €IMHHII
XpaHCHHSI.

VYkazaTenu K ONUCU NPEACTABISIIOT COOOW MepedyeHb NPEIMETHBIX IOHSTHIA,
BCTPEUAIONIUXCS B 3aT0JIOBKaX OIMHUCH, C HEOOXOJAUMBIMH MOSICHEHUSIMHA M CCHUTOUHBIMH
JTAHHBIMH.

B mnocnennee Bpemsi oco0oe 3HaueHHME NPUIACTCS JOKYMEHTaM IO JUYHOMY
coctaBy. B cBs3u ¢ yem ykazarenu 11e1ecoo0pa3HO COCTaBIATh K OIUCSIM, COCTOSLIUM U3
KOMILJIEKCHBIX JINYHBIX 7€)1, C(OOPMUPOBAHHBIX MO JaTaM YBOJbHEHHUS COTPYIHUKOB.

Hampumep, B ykazarenu BEIHOCSTCS OYKBBI M3 KOMITJIEKCHBIX JI€]I CO CChUTKaMH Ha
nena (A —00. 1, 20, 35, 48) unu B yka3aTeib BEBIHOCUTCS (pamMIiis ¢ OTCHIIIKOW HAa HOMEP
€AVHUIIBI XpaHeHus u TucT (Aopamos K.E. — 0. 105, 1. 26). [locnennuii ykazaTeab MOKET
COCTaBIISITHCSl HA OCHOBAHWU BHYTPEHHEH OMUCH (€CTIM OHA HMEETCS).

K omHoMy ¢oHIY MOTYT COCTaBISATHCS HECKOJNBKO yKas3aTeleH, JOMOHSIOMINX
WH(POPMAIINIO O COACPKAHUH STUHUI] XPAHCHUS.

Yka3zarenu MOTyT BKJIIOYAaTh CBEICHHUS U3 3ar0JIOBKOB €IMHUIL XPaHEHUS KaK OJTHOM
OTIMCH, TaK U BCeX onuceit hoHma.
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5. llpunoxenust

[Tpunoxenue Ne 1 x pazgeny 2.3

HEPEYEHDb JIOKYMEHTOB
110 JIMYHOMY COCTABY A0JI0OBPEMEHHOI0 CPOKA XPAHEHU, MOAJIEHKALIUX
BKJIIOYEHHIO B OIKCH JeJI 110 TUMYHOMY COCTaBY

PacnopsiiutesibHble  JOKYMEHTHI 10 JHUYHOMY €OCTaBy (TpHUKas3bl,
pacnopsbKeHUs, 3aMMCKH, 3aMEHSIONINE TPUKA3bI 110 JUYHOMY COCTaBY, TOCTAHOBJICHUS
u ap.).

K pacniopsauTenbHbIM TOKYMEHTaM, UMEIOIINM JOJITOBPEMEHHBIN CPOK XpAHECHHS,
OTHOCSITCSI CIIEAYIOIIHE:

- 0 TIpEeMe, TIepeBO/IC, TIePEMEITICHUH, YBOIHLHEHNUH;

- 00 U3MeHeHnu (haMUIInu;

- 0 TIOONIPECHNH, HarPaKICHUH;

- 00 oruiate Tpy/a, O pa3IMYHBIX BbIIIaTax (00 YCTAaHOBJICHUU OKJAJ0B, MOIUIAT,
HaJI0AaBOK K OKJIATy U JIp.);

- 0 BpEMEHHOM 3aMeIIEHUH, COBMEIICHUH JTOJDKHOCTEH;

- 0 IPEMHUPOBAHNH;

- 00 aTTecTaluu;

- O TIOBBINICHUU KBATH(UKALINH;

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

- 00 OTIyCKe 1Mo OEPEMEHHOCTH U POJIaM;

- 00 OTITyCKax 10 yXOJy 3a peOCHKOM;

- 00 oTnyckax 06e3 coxpaHeHus coaepkaHus (3apad0THOM TJIaTh);

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

- 0 IGKYPCTBaX IO MPO(HITF0 OCHOBHOM IESITEITEHOCTH;

- 0 JUIUTETHHBIX BHYTPUPOCCUNUCKHUX U 3apyOEIKHBIX KOMaHIUPOBKAX;

- 0 KOMaHJIUPOBKax sl paOOTHUKOB C TSDKEIBIMH, BPEAHBIMH M OTACHBIMH
YCIIOBHSIMH TPYy/a.

Crnenyer yuutbiBath, yTo B 1960-80-€ ro/ibl B OTIETBHBIX OPTraHU3AIMSIX BOIPOCHI
npuemMa, TEPEeMEIIeHUs] W YBOJbHEHHUS pPaOOTHUKOB O(GOPMILUIMNCH NPUEMHBIMU,
NnepeBOAHBIMH M YBOJIbHUTEJIbHBIMH 3aIMCKAMU.

B ciydae oTcyTcTBUS B OpraHu3alMi  PACTOPSIUTEIBHBIX JOKYMEHTOB IIO
JUYHOMY COCTaBY YMOPSJOUYCHUIO M BKIIIOUCHHIO B OIHKCH JIeT MO JIMYHOMY COCTaBY
MO/IJIeXKAT:

- JIOKYMEHTHI (IIpE/ICTaBIICHUS, XOAaTalCTBa, aHKETHI, aKThl) 00 YCTaHOBJICHUHU
MIEPCOHAIILHBIX CTaBOK, OKJIAJIOB, HAT0ABOK;

- TIPOTOKOJIBI 3aCEIaHWi KOMHCCHH IO YCTAHOBJICHHIO TPYAOBOTO CTaKa JIJIs
BBITIJIATHI HAJ0aBKH 3a BBICIYTY JeT (10 2010 roxa).
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JlOKyMeHTBI 10 TNpueMy, MNepeMelleHUuI0 (mepeBoay), YBOJbLHEHUIO
pPadOTHUKOB:

- JINYHBIE JIEJIa YBOJIEHHBIX PAOOTHUKOB, B T.4. TOCYJAPCTBEHHBIX IPAKIAHCKUX U
MYHULMNAIBHBIX CIIY)KAIUX (3asBJICHUS, KOMUM NPUKA30B U BBIIUCKUA U3 HUX, KOMHUU
JIMYHBIX JOKYMEHTOB, JJUCTKH MO y4€Ty KaJIpOB, aHKEThI, aTTECTALIMOHHBIE JIUCTHI U Jp.);

- TpPYAOBBIE JIOTOBOPHI (CIIy’)KEOHbIE KOHTPAKThl), TPYJOBBIE COIJIALICHMUS,
JOTOBOPBI OJIpsiia (HE BOLUEAIINE B COCTAB JIMYHBIX J1€M);

- YTBEPKICHHbIE NHIUBUyAJIbHbIE JOJKHOCTHBIE PErJIaMEHThI TOCY1apCTBEHHBIX
Y MYHULUTATBHBIX CITYXKAIIHX;

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

- IMYHbIE KAPTOUYKH paOOTHUKOB, B T.Y. BPEMEHHBIX PAOOTHHUKOB;

- XapaKTepUCTUKU paOOTHUKOB, HE MMEIOIUX JTUYHBIX fen (10 2010 roga);

- BBIE3JIHBIE JIeJ1a CIEINAIMCTOB, KOMaHANPOBAaHHBIX HAa pabOoTy 3a pyOexoMm;

- IOKYMEHTBHI (BBIITUCKH U3 MPOTOKOJIOB, CIIUCKU TPYI0B, OTUETHI) JIJIs1 KOHKYPCHBIX
KOMHUCCHUI TI0 3aMEIEHUI0 BAKAaHTHBIX JIOJDKHOCTEH, M30paHHI0O HA JOJKHOCTH JIMII
(paOOTHUKOB) (HE UMEIOIIMX JUYHBIX JIeN);

- ITaTHBIE PACCTAHOBKH (IITATHO-CIMCOYHBIN COCTaB PaOOTHHUKOB);

- CBEJEHUS O J0X0JaX, 00 UMYIIECTBE M 00s3aTeNbCTBAX HMYLIECTBEHHOI'O
XapakTepa TOCYJapCTBEHHBIX TPAKIAHCKUX M MYHUUUNAIBHBIX CIOyXamux (He
BOUIE/IINE B COCTAB JIMYHBIX JIEN);

- JTOKYMEHTHI (3asiBJI€HUS paOOTHHKA O COTJIACMU Ha 0O0pabOTKy MepCOHAIbHBIX
TAHHBIX, CBEJCHUS, YBEIOMIIEHUS) O CYOBEKTE MEPCOHANBHBIX JAHHBIX;

- CIIUCKU pa0OTHUKOB OpraHU3alMK (JIMYHOTO COCTaBa);

- CHOUCKM M KapTOYKM Yy4eTa OCBOOOXKIECHHBIX PAOOTHUKOB OOIECTBEHHOU
opraHu3anuu (00beIMHEHHUS );

- IHCbMEHHBbIE YyBeAOMJICHHs paboronarenst 00 YBOJbHEHUU DPAOOTHHKOB C
yKa3aHWEM MPUYUH (HE BOIIEIINE B COCTAB JIUYHBIX JIEI);

- Mepenucka 1o BoIpocaM peadmiIuTauuu (TMOJIUTUYECKOH, MpodeccrnoHalIbHOM,
MEIUIIMHCKOW ) paOOTHUKOB;

- aKThl IpHeMa-Tiepeladd JIMYHBIX JIe1 TOCYJIapCTBEHHBIX TIPa¥JTAHCKUX H
MYHUIIMIIAJIBHBIX CITYKalIUX MPU MIEPEX0/ie Ha APYTyIo padboTy;

- KHHUTH, >KypHaJibl PErUCTpalliM, KapTOUKH, YKa3aTelud K paclopsAUTEIbHBIM
JOKYMEHTaM MO JUYHOMY COCTAaBY;

- KHWIW, >KypHaJIbl, KApTOYKM YydeTa Ipuema, IepeMenieHus: (mepesoja),
YBOJIbHEHUS] pa0OTHUKOB;

- KHUTH, KypHAJIbI y4yeTa, ajipaBUThl JUYHBIX AEJI, JUYHBIX KapTOUYEK, TPYJIOBBIX
JOTOBOPOB (KOHTPAKTOB) TPYAOBBIX COIJIAIICHUN;

- KHUTH, )KypHAJIbI BbIIa4M (y4eTa IBMKCHHS) TPYIOBBIX KHIDKEK W BKJIQIbIIICH K
HUM;

- TOJDKHOCTHBIE KQpPTOYKK HOMEHKJIATYPHBIX paboTHUKOB (110 1995 rona).

JIoKyMeHTBI 00 o1uiaTe Tpyjaa:
- TUTIEBBIE KAPTOUKH, CUeTa paOOTHUKOB 10 3apabOTHOM miaTe;
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- TOKYMEHTHI (MPOTOKOJIBI, aKThI, CIIPABKH, CBEJACHUS) 00 OruiaTe Tpyaa, BhIILIATE
JEHE)KHOTO COJEpKaHMsl M HAYMCICHUU CcTaxa paboThl JMIaM, 3aMelaroluuM
rocyJapCTBEHHBIE JTOJIKHOCTH;

- UHIUBUAYaJIbHBIE CBEJCHUS O TPYIOBOM CTaxke, 3apaboTke (BO3HATPaKICHHH),
JI0XO0JI€ U HAYUCJICHHBIX CTPAXOBBIX B3HOCAX 3aCTPAXOBAHHOIO JIUIIA;

- peecTpbl CBEJICHUH 0 10X0JaX (PU3NYECKUX JIUII.

B cayuae oTCyTCTBHUS B OpraHu3ali JUIEBBIX CYETOB WM BEIOMOCTEU
Ha4YMCIICHUSI 3apa00THOM IJIATHI YIIOPSJOYCHHUIO U BKIIOUEHHIO B OMTUCH JIEJ M0 TUYHOMY
COCTaBYy IMOJJIEKAT CIEAYIOIIUE BUJIBI TOKYMEHTOB:

- JIOKyMEHThl (CBOJHBIE pacyeTHble (PACUETHO-IUIATEKHBIE) BEIOMOCTH
(TaOymsirpaMMBbl) ¥ JOKYMEHTBI K HUM, PAaCUeTHBIC JINCTHI Ha BhIA4y 3apa00THOM TUIATHI,
ocoOuii, TOHOPapOB, MaTEPUATBLHOM TOMOIIH U JIp. BHIILJIAT);

- HJIOrOBBIE JEKJapalid W pPacyeThl aBAaHCOBBIX IUIATEXEH MO EIUHOMY
COIMAJIbHOMY HaJOry;

- HAJIOTOBBIE KAPTOUKH I10 YUETY JIOXOJIOB M Hajora Ha JOXOJbl (PU3UYECKUX JIUIL
(. Ne 1-HIADJI);

- JIEKJapaly M pacueTbhl aBAHCOBBIX IUIATEXKEW IO CTPAXOBBIM B3HOCAM Ha
00s13aTeIbHOE MIEHCUOHHOE CTPAaXOBaHUE;

- CBEJICHUS O JJ0X04aX (DU3UUECKUX JIUILL;

- IOKYMEHTHI (aKThI, CIIPaBKH, CU€Ta) O MPUEME BBIMOJIHEHHBIX PA0OT MO TPYAOBBIM
JIOTOBOpaM, JOTOBOpaM nojpsiaa ¢ GU3NYeCKUMHU JINIaMU;

- CIIUCKH paOOTHUKOB, MOJIYYaIOIIUX MEPCOHATBHBIE CTABKHU, OKJIAIbI;

- BEJIOMOCTH y4eTa 4acoB padOThI MpenoaaBaTenei.

JlokyMeHTBI 00 aTTecTAMU U TAPU(PUKALNU, TPUCBOEHNH KJIACCHBIX YUHOB
U CIeMAJIbHbIX 3BAHUI

- aTTECTAIlMOHHBIE 3aKIIOUYEHUS; JOKYMEHTHI (MPEIJIOKEHUS, PEKOMEH/IAlNH,
KOMHUHU JIOKYMEHTOB, IPOrPAMMBI BBINOJHEHHUS PEKOMEHIALMW, BBIJAHHBIX B XOJE
aTTECTaIlMM) K HUM (HE BOILIEIINE B COCTAB TUYHBIX JIET);

- Tapu(UKAITMOHHBIC BEIOMOCTH (CITUCKH);

- TOKYMEHTHI (CIIPaBKH, aHKETBI, CITUCKH) TI0 TapuPHUKaIlMK IEPCOHANA;

- JIOKYMEHThl (OpeAcTaBICHUSA, 3aKJIIOUYEHUS, JUILIOMBI, YJIOCTOBEpPEHUS,
CBUJIETEIHCTBA) O MPUCBOECHUH KJIACCHBIX YHHOB U CIEIMATBHBIX 3BaHUH (HE BOILICIIINE
B COCTaB JIMYHBIX JICJ).

K noxymMeHTam 10JroBpEMEHHOTO CpOKa XpaHEHU s, MOJIIEKAIIMM YIOPSI0YEHUIO,
OTHOCSITCS MIPOTOKOJIBI 3acelaHuu, MMOCTaHOBJICHUS aTTECTallMOHHBIX,
KBaJU(DUKAIMOHHBIX, TApU(PUKAITMOHHBIX KOMUCCUI; JOKYMEHTHI (IIPOTOKOJBI CUETHBIX
KOMUCCHUI; OIOJUIETEHH TaltHOTO rojiocoBaHusi) K HUM (10 2020 roxaa).

JIOKyMEHTBI 0 HArPaKIACHUHU:

- IOKYMEHTHI (Ipe/ICTaBICHUE, HATPAIHbIE JTUCThI, XOAaTalCTBa, XapaKTEPUCTUKH,
aBToOMOrpamu, BBIMUCKH W3 pEIICHUH, IMOCTAHOBJICHHM, MPOTOKOJIOB W Jp.) O
MPEJICTABICHUM K  HArpaXJACHUK T[OCYJAapCTBEHHBIMH, MYHUUHNAIbHBIMU U
BEIOMCTBEHHBIMH HArpajaMy, [PUCBOCHUM 3BaHUN, MPUCYXKICHUU TpeMuid (B
HarpakJarolyx OpraHru3ausax MOCTOSHHO);
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- JIOKyMEHTbI (IIpelICTaBICHMs, XOJaTailCTBa, XapaKTEPUCTUKH, Ouorpaduu,
BBIIMCKU U3 pEIIEeHU, TOCTAHOBIECHUH, NPUKA3bl, MEPENUCKa) O 3aHeceHUH Ha Jocky
[ToueTta (He BoIIEAIINE B COCTAB JIMYHBIX JIEN);

- XojaTaiicTBa O Bblade AyOJMKATOB JIOKYMEHTOB K TOCYIapCTBEHHBIM,
MYHUIUIIAJBHBIM ¥ BEJIOMCTBEHHBIM HarpajaM B3aMEH YTPAuYeHHBIX; JOKYMEHTBI
(3astBIIEHUS, CIIPABKHM) K HUM (B HArpasKJarOIIMUX OpraHU3alUsAX TOCTOSHHO);

- HEeBOCTpeOOBaHHBIE T'OCYAAPCTBEHHBIC, MYHHIIMIIATIbHbIE M BEIOMCTBEHHBIC
Harpajibl (yA0CTOBEPEHU).

JIOKYMEHTBI 0 HECHACTHBIX CJIY4YasiX, CBA3aHHBIX C IPOM3BOICTBOM:

- aKThI paccieoBaHus MPOPECCHOHATBHBIX OTPaBICHUI 1 3a00JIeBaHU;

- IOTOBOPBI CTPAaXOBaHMsI pAOOTHUKOB OT HECUACTHBIX CITy4yaeB (MPU HACTYIUICHUU
HECYACTHOIO CIIy4asi);

- JIOKYMEHTBl (aKTbl, 3aKJIIOUYEHUS, OTYEThl, MPOTOKOJIbI, CIPAaBKH) O
NPOU3BOJCTBEHHBIX aBapUsX M HECUACTHBIX Cily4asX IO MECTy MpPOUCHIECTBUS
(cBsi3aHHBIE C KPYITHBIM MaTepUaIbHbIM YIIEPOOM U UEJIOBEUECKUMU KEPTBAMU XPAHSITCS
MIOCTOSIHHO);

HeBocTpeGoBaHHbIE JINYHBIE JOKYMEHTHI PA0OTHUKOB:
- TPYZOBbIE€ KHUXKKHU;

- BOCHHBIC OMIICTEI;

- CBUJIETEJIbCTBA O POXKAECHUH, 00 00pa30BaHuU;

- TUTUIOMBI, aTTECTAThI, yIOCTOBEPEHUS U JIP.

JIOKyMeHTBbI, NOATBEP:KIAIIHE 3aHATOCTH Ha Ppadorax ¢ THKeJIbIMM,
BPEAHBIMHU M ONIACHBIMM YCJIOBUSMH TPy (nanee — BpeaHble npodeccun):

- JTOKYMEHTHI (TIOJIO)KEHMSI, TPOTOKOJIBI, PEIICHMS], NPEIJI0KEHNs, 3aKIOUYEHUS,
NEpPEeYHU CTaHJApPTOB U HOpPM, IEPEYHH pabouyux MecT, OOOCHOBAaHHMS, JAHHBIE,
uH(pOpMaIuU, BEIOMOCTH pabOUMX MECT, KapThl aTTECTAIIMU pabOUYUX MECT, TIJIaHbl) 00
aTTecTalluy pabouyuXx MECT IO YCIOBUSM TPYa;

- JJOKyMEHTHI (aKTbl, 3aKJIFOUEHUSI, CIIPABKHA U Ap.), MOATBEPKIAIOIINE TAKEIBIE,
BpEIHbIE, ONIACHBIE YCIIOBHS TPYAQ;

- TIOKyMEHTHI (TIPOTOKOJIBI, CTIPABKH, 3aKITFOUEHHUS ) O TSKEIBIX, BPEHBIX, OMACHBIX
YCIIOBHSIX TPOU3BOCTBA, TPAaBMaTU3ME U TPO(PECCUOHATBHBIX 3a001€BaHUSX;

- IOKYMEHTHI (OTYETHI, CIIPaBKHU, HH(GOPMAIUHU) O epeBoJe PAOOTHUKOB BPEIHBIX
npodeccuil Ha COKpalIEHHBIN padounii JeHb WK Pad0UyI0 HEAECIIIO;

- TOKYMEHTHI (aKThl, JOKJIQJHBIC 3aMUCKU, 3aKITIOYEHHUS) O COKpaIlEeHUHU paboyero
JTHSI B CBSI3U C TSDKEJIBIMU, BPEIHBIMU, OMIACHBIMU YCIIOBUSIMU TPYAQ;

- CIUCKHM palOoTalolUX Ha MPOU3BOJCTBE C TSKEIBIMU, BPEIHBIMHU, OMACHBIMU
YCIIOBHUSIMU TPY/A,;

- CIIUCKU PaOOTHHUKOB, YXOASIIUX HA JHTOTHYIO IEHCHIO;

- KOMaHJAMpPOBOYHBIE  YIOCTOBEpPEHHS pPAOOTHHUKOB, HAmpaBlIEHHBIX B
KOMaHAUPOBKHU B paitionbl KpaitHero CeBepa v pupaBHEHHbIE K HUM MECTHOCTH;

- Ta0eu 1 HapsAbl paOOTHUKOB BPEAHBIX TIpodeccHii;
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- Tabenu (rpaduku), )KypHaJlbl ydyera pabouero BpeMEeHHU PaOOTHHUKOB BPEIHBIX
npodeccuii;

- )KYpHaJbl yueTa paOOTHUKOB BPEAHBIX Mpodeccuil, COBMEIIAIONINX MPO(eCcCHu.

B cinydae oTCyTCTBUS KakuxX-THMOO IPYrUX TOKYMEHTOB, MOITBEPIKIAIOIINX
3aHATOCTh Ha paboTax € TSHKENBIMH, BPEIHBIMH M OINACHBIMH YCIOBUSIMH Tpy[a,
YIIOPSAOYCHHIO U BKIIIOUEHHUIO B OIUCH JIE] M0 TMYHOMY COCTaBY MOJIEXKAT:

- aKTbl, 3aKIIOYeHHss 00 oOecleYeHnu pabdoyMX MU CIYXKAIlUX CIEeHUAIbHON
0JIeXkK 101, 00YBbIO, CIICLIMATBHBIM TUTAHUEM;

- yTEBBIE JIUCTHI pAOOTHUKOB BPEIHBIX Mpodeccuii.
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[Tpunoxenue Ne 2 k pazneny 2.3

YhpaBieHue. .......c.coeeuvenn... YTBEPXIAIO
HavanbHuk ynpasienus........
®onx P — 0000 N.0. Gamunus
«_» 2017 r.
OIINCH Ne 1
JIeJ1 TOCTOSTHHOTO XPaHEHUs
3a 2013 ronx
Ne | Uunekc 3aroJIoBOK Jeia Kpaithue | KomnuectBo | Ilpumeua-
n/n | nena JaThl JMCTOB HUS
1 2 3 4 5 6
PykoBoACTBO
40 01-01 |PacmopsixeHus pykoBoautesns | 26 deBpans 16
®denepanbHOTO  JOPOKHOTO  areHTCTBa,| 22 WIOJISA
OTHOCSIIIHNECS K JIEATEIbHOCTH YIIPaBICHUS 2013
41 01-01 |ITocraHOBIECHMS u pacniopspkenusi| 10 sHBapst 76
I'y6epnatopa HoBocuOupckoit oGnactu,| 09 nexadpst
OTHOCSIIHNECS K JIEATEIbHOCTH YIPaBICHUS 2013
42 01-01 |Ilpuka3zbl  pyKoBOAMTENsI MHHHCTEpCTBa| 14 sHBaps 138
TpaHCHIOpTa M JOPOXKHOrO  Xo3saucTtBa| 31 uroins
HoBocubupckoit o6mactu, OTHOCSIIHECS K 2013
JIeSITeNIbHOCTH yIpaBleHus, 1. 1
43 01-01 |IIpukaser pykoBoamrtens wmuHHCTepcTBa| 01 aBrycra 144
TpaHCIOpPTa U  JIOPOXKHOTO  XO03dicTBa| 25 nexadps
HoBocubupckoit o6nactu, OTHOCSIIHECS K 2013
JeSITeIbHOCTH YIIpaBJIEHUs], T. 2
44 | 01-02 |IIporokom Ne 1 3acemanusi xosuteruu |20 deBpans 45
yIpaBlIeHUS ©  JOKYMEHTHI  (JOKJIaJbI, 2013
MPEJICTABIICHHS, PEIICHNUs) K HEMY
45 01-03 |IIporoxomsr NeNe 1 — 12 nmpousBocTBeHHBIX | 09 stHBaps 98
COBEIIAHUH Y HAYaJIbHUKA YIIPABICHUS 16 nexabps
2013
46 01-04 |IIpukazsr NeNe l-om — 68-ox wmawanmpHuka| 10 sHBaps 121
yIpaBieHUs 10 OCHOBHOM JiedaTenbHOCTH, T. 1 | 31 aBrycra
2013
47 | 01-04 |IIpukassr NeNe 69-ox — 170-on HavanbpHuKa |01 ceHTAOps 138
yIIpaBJIeHUs 110 OCHOBHOM JeATENbHOCTH, T. 2 | 31 nexadps
2013
48 01-05 |ITomoxenust 00 oTAENax, YTBEPKICHHBIC 2013
HAYaJIbHUKOM YIPABJICHUS
49 01-06 | IInan pabots! ynpasienust Ha 2013 rox 50
50 01-07 |Ilepenucka ympaBieHusi ¢ axmMuHucTpanueit| 06 mapra 36
I'y6epnaTtopa HoBocubupckoit oGmactu u| 25 nexadps
IIpaBurtenscTBa HoBocuOUpcKoii obnactu o 2013
MIPOBEICHUH MEpPOTIPUSTHIA o
MIPOTUBOJCHCTBUIO KOPPYIIIUU




1 2 3 4 5
51 01-08 |/loxkymeHTHI (HOKIAAbI, TAOIUIIbI, CIIPABKH, 2013 55
nHpopManuu) 00 WTOrax JeATEeILHOCTH
yIIpaBJICHUS
OTien MpoeKTHOW JIOKYMEHTAIIMK U IIEHO00pa30BaHuUs
52 | 02-02 |IIpotokosmbr NeNe 1 — 13 3acemanwmii| 15 stHBaps 110
TEXHUYECKOTO COBETa OTJela KaUTAIBHOTO | 17 urons
peMoHTa, T. 1 2013
53 02-02 |[Ipotokombr NeNe 14 — 28 3acemanuii| 18 uromns 124
TEXHUYECKOTO COBETa OTAea KanuTtanbHoro | 05 nexadps
peMoHTa, T. 2 2013
54 | 02-03 |IIpotokosmbr NeNe 1 — 18 3acemanwmii| 15 ssHBaps 118
TEXHUYECKOTO COBETa OTJAej]a PEMOHTa H| 28 HIOHA
CoJIep’KaHusl aBTOMOOMIIBHBIX JJOpOT, T. 1 2013
55 02-03 [[Ipotokombr NeNe 19 — 30 3acemanmii| O] mromns 125
TEXHUYECKOTO CcoBeTa otnaena pemoHTa u| 10 mexadps
coJiepKaHusl aBTOMOOMIIBHBIX JIOPOT, T. 2 2013
Otnen guHaHCOBOTO 00ecIeueHus
56 03-08 |bromkernas cmeta ynpasnenus Ha 2013 ron 11
57 03-09 |llratHoe pacnucanue ympasieHus Ha 2013 10
roj
Otnen yuera ¥ OTYETHOCTH
58 05-10 |Byxranrepckumii otueT ympasienus 3a 2013 79
roj
59 | 05-14 |Ortuer ynpaBieHHs 110 HAJIOTY Ha UMYIIIECTBO 24
322013 ron
[111aHOBO-2KOHOMHMYECKUI OTIEN
60 06-08 |Otuer ynpaBieHUs O BBINOJTHEHUU IUIaHA 26
JIOPO’KHO-CTPOUTEIBHBIX pabor,
MpelicTaBiIsieMblid B 3aKOHOJAATEIbHOE
Cob6panne HoBocubupckoit odmactu, 3a 2013
rof
61 06-11 |CraTtucTHuecKkuil OT4ET YIpaBIeHUs O BBOJIE 29
B OKCIUIyaTallMI0 3JaHUM M COOPYKECHHUU
(¢. Noe C-1)3a 2013 rog
62 | 06-15 |CratucTM4eckWii OTYET YHpaBJICHUS O 13
PEMOHTE U COAEpPNKAHUH aBTOMOOHMIBHBIX
Jopor oOlIero Mojb30BaHus (eaepanbHOro,
PETHOHAIBHOTO WM MEXMYHUIIUTIATBHOTO
3Hauenus (. Ne 3-apromop) 3a 2013 rog
OTzen 3eMJIenoNb30BaHMs U UMYIIIECTBEHHBIX OTHOIICHUN
63 11-02 |IlepeyHr aBTOMOOWMIIBHBIX JOPOT OOIIETO 2013 71
MOJIb30BAHUS PETHOHAIBEHOTO u
MEXMYHHUITUTIATHBHOTO 3HAUYCHUS,
OTHECEHHBIX K roCy/1apCTBEHHOU
cobctBerHocTr HoBocnOupckoit o0macTu
64 11-03 |CBemeHus O HacelEHHBIX TYHKTax, He 2013 8

HMCIOIIUX CBA3U IO AoporamM C TBEPAbIM
MOKPBITHEM C  CEThIO JIOpOr  0OIIero
nob3oBanus HoBocuOupckoit odmactu




1 2 3 4 5 6

65 11-05 |CrartucTuueckue OTYETHl YIpaBICHUS 00 13
11-06 |aBTOMOOMIBLHBIX Joporax o0rrero
[I0JI30BAHUS, 150 KaTeropusx 51

coopykeHnsix Ha HuX (¢. NeNe 1 — JIT,
2—J1I")3a 2013 ron

B nannslii paznen onucu BHeceHO 26 (nBaguarh mectb) aena ¢ Ne 40 mo Ne 65, Tom uymcie:
JUTEPHBIC HOMEPA:
MPOIIYILIIEHHEIE HOMEpa:

JloxyMeHTOBE] N.O. ®amunus

14.04.2017

COI'JTACOBAHO
[Ipotokon DK ympaBneHus ...
oT 16.04.2017 Ne 1
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[Tpunoxxenue Ne 3 k pazgeny 3

YhpaBieHue. .......c.coeeuvenn... YTBEPXIAIO
HavanbHuk ynpasienus........
®onx P — 0000 N.0. Gamunus
«_» 2024 r.
OITNCH Ne 2
JIeJ1 TI0 TIMYHOMY COCTaBY
3a 2020 rox
No | Unpnekc 3aroJIoBOK Jiea Kpaitnue Cpok |Konuuectso | [Ipumeua-
oo | gena JIaThl XpaHEeHHUsI| JIMCTOB HUS
1 2 3 4 5 6 7
191 | 03-01 | ITpuka3sr NeNe 01 — 125 navanenuka | 09 ssHBaps 2070 137
yIpaBiIeHUs MO JMYHOMY cocTaBy, | 30 uroHs
T.1 2020
192 | 03-01 | [Ipukazer NeNe 126 — 273 | Ol urons 2070 175
HavaJbHUKa yIpaBICHUS o | 30 nexabps
JUYHOMY COCTaBY, T. 2 2020
193 | 02-09 | KapTouku-cripaBKu IO 3apaOOTHOM 2020 2070 96
wiate paOOTHUKOB  YIPaBJICHUS
(ammapar ynpasneHus), T. 1
194 | 02-09 | Kaprouku-cnpaBku MO 3apaboOTHOMN 2020 2070 30
wiare pabOTHUKOB  yIpaBICHUS
(oTmen  BOOHBIX  PECYpCcOB IO
HoBocubupckoit o6nactu 1), T. 2
195 | 02-09 | Kaprouku-cnpaBku MO 3apaboOTHOMN 2020 2070 39
miare pabOTHUKOB  yIpPaBICHUS
(oTmen BOAHBIX  PECYpCOB IO
Kemepogckoii odmacth), T. 3
196 | 03-25 | JIuunsle kaptouku (¢p. T-2, T-2I'C 2020 2070 37
(MC)) yBojeHHBIX pPabOOTHUKOB
ynpasnenus (A — 1), 1. 1
197 | 03-25 | JIuunsle kaprouku (¢p. T-2, T-2I'C 2020 2070 39
(MC)) yBojeHHBIX pPabOOTHUKOB
ynpasnenus (K — ), 1. 2

B nannslit pa3aen onvcu BHeceHO 7 (cemb) e ¢ Ne 191 mo Ne 197, B ToM umcre:

JUTEPHBIC HOMEPA:
NPOIYIIICHHBIE HOMEpa:

Benymmii cnenuanucT-3kcnepr

17.05.2024

COI'JTACOBAHO
[Tpotokon DK ympaBneHus ...
Ot 19.05.2024 No 1

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

I'ocynapcTBeHHOE Ka3zeHHOe yupexaeHue HoBocubupckoi obmactu
«I"ocynapctBeHHbI apxuB HoBocuOupckoi o0mactiy

MUHUCTEPCTBO CTPOUTENBCTBA NPEANPUITUIA HEPTAHON U ra3oBoi mpoMbliieHHocTH CCCP
(Munnedrerasctpoit CCCP)

Crienanu3upoBaHHOE CTPOUTEIEHOE 00BEIMHEHUE « Y panTpyOOIpOBOICTPOI»
(CCO «YpantpyOompoBOACTPOII»)

Tpect «HoBocHOUPCKTPYyOOTIPOBOACTPOI»

(24.06.1988 — 15.12.1993)

®onpg Ne P-
Omuce Ne 3

JUYHBIX KAPTOYCK YBOJICHHBIX PAOOTHUKOB
3a 1989 — 1993 roxasl

Obpasey ogopmaenus mumynbHO20 JUCA K ONUCU



40

ITpunoxxenne Ne 5 x pasneny 4.1

MUHUCTEPCTBO CTPOUTENBCTBA NPEANPUIATUIA HEPTAHON U ra3oBoi mpoMbliieHHocTH CCCP
(Munnedrerazctpoit CCCP)

['maBHOE TEppPUTOPHAIBHOE YIPABICHUE TI0 CTPOUTEITHCTBY MaruCTPATLHBIX
TpyOOIPOBOIOB B BOCTOUHBIX paiOHAX

(I'maBBOCTOKTPYOOTIPOBOICTPOIA)

Tpect o cTPOUTENBCTBY MarucTpalibHbIX ra3o0He(PTENPOBOAOB «BocToKTpyOONIpoBOACTPOI»

(05.03.1974 — 14.08.1980)
MUHUCTEPCTBO CTPOUTENHCTBA MPeANpUsITHii HepTIHOM U ra3oBoi mpomeblnieHHocTH CCCP
(Munsnedrerazctpoit CCCP)
['maBHOE TeppUTOpPHATIBHOE YIIPABJIEHUE M0 CTPOUTEIBCTBY MaruCTPAIbHBIX
TpyOONPOBOIOB B BOCTOUHBIX paifoHax
(I'maBBOCTOKTPYOOTIPOBOICTPOIA)

Tpect «HoBocHOUPCKTPYOOIIPOBOACTPOI»
(14.08.1980 — 24.06.1988)
MUHUCTEPCTBO CTPOUTENBCTBA NPEANPUITUIA HePTIHOMN U ra3oBoi mpoMbliieHHocTH CCCP
(Munsnedrerascrpoit CCCP)

Crieninanu3upoBaHHOE CTPOUTENHHOE 00BEeTUHEHNE « Y pAITPyOOTIPOBOACTPOIN
(CCO «YpantpyOormpoBOACTPOII»)

Tpect «HoBocHOUPCKTPYOOTIPOBOICTPOI»

(24.06.1988 — 15.12.1993)

Obpasey ogopmnenus 1ucma nepeumeHo8anull K ONUCU»
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[Tpunoxenne Ne 6 k pazzueny 4.2

IIpenucnosue k onucu Ne 1 nen
MOCTOSTHHOTO XPaHEHHSI
3a 2009-2012 rogs! (po3bick), 2013 roael

Ha 01.01.2013 naumeHoBanue opranu3anuu — HOBOCMOMPCKHI CONMAIbHBI KOMMEPYECKUN
0aHK «JleBoOepekHBIi» (OTKPHITOE aKIIMOHEPHOE 001IecTBO) (cokparieHHoe — baHk «JIeBoOepeKHBII»
(OAO). 32 2013 rox n3MeHeHUl B HAMMEHOBaHWY baHka He MPOU301ILIO.

bank BxomauT B OaHKOBCKyl0 cucreMy Poccuiickoit ®enepauun U B CBOCH AEATEIbHOCTH
PYKOBOJICTBYETCS 3aKOHOJaTeIbCTBOM Poccuiickoit denepanuu.

3a 2013 rox B opraHu3aiiioHHOM CTpyKType banka mpousonuiu cieayromne n3MeHeHHS:

- Ha ocHoBaHuM mpotokosia IIpaBiaenus or 28.01.2013 Ne 01-4 B cocraB OrnepalluOHHOIO
YIpaBJICHUSI BKJIFOUEH OT/EJ ONEPalliOHHOIO COIIPOBOXKIeH!s; 1

- Ha ocHoBaHuu npotokona IIpasnenus or 14.02.2013 Ne 02-6 B opraHu3allMOHHYIO CTPYKTYPY
banka BBenensl: Onepannonnsiii opuc «KpacHospckuii-2»; KpeautHo-kaccoBsiit opuc « Tomckmii-2)»;2

- Ha ocHoBaHuM npoTokoina [Ipasnenus ot 28.08.2013 Ne 08-10 B opraHu3aliuoHHON CTPYKTYpe
banka:

WCKIIFOUYEH M3 COCTaBa YIPaBJICHHUS HIIOTEUHOTO KPEIUTOBAHUS OTAEN CONPOBOXKICHUS U
perHAHCUPOBAHUS UTIOTEUYHBIX KPEIUTOB;

BKIIIOYEH B COCTaB YMPAaBICHHS MIIOTEUHOTO KPEOUTOBaHUS OTAen OGOpMICHUS U
pedprHaHCHPOBAHUS UITOTEYHBIX KPEAUTOB;3

Ha ocHoBanuu pemieHusi rogoBoro oOmero coOpanus akuuoHepoB banka (mpoTokon oOT
23.05.2015 Ne 1) HoBocuOHMpCKHMil COIMANbHBIN KOMMepUYeckuii OaHK «JIeBoOepexHBIN» (OTKpPHITOE
aKIMOHEepHOe OO0IIecTBO) MepernMeHoBaH B HoBocuOMpckuil colManbHBIE KOMMEpPYECKHHd OaHK
«JleBoOepekHBIIY (ITyOTMYHOE aKIIMOHEPHOE OOIIECTBO).

OpranuszanuonHas crpykrypa banka Ha 31.12.2013:

- O61ee coOpaHue aKIIMOHEPOB;

- Coser aupekropoB baHka;

- [IpaBnenne banka:

- I'enepasibHBIN JUPEKTOD;

- PykoBoacrBo banka;

- Cinyx0a BHYTPEHHET0 KOHTPOJIS;

- Otnen mo pUHAHCOBOMY MOHUTOPHUHTY M KOHTPOJIIO;

- YrpaBieHue oleHKH 0aHKOBCKHX PUCKOB:

- OT/I€J OLIEHKU OaHKOBCKUX PUCKOB;
- OTJIJI OLIEHKU PUCKOB UITIOTEYHOI'0 KPEJUTOBAHMS U KPEIUTOBAHUS Maoro OusHeca;

-
- YrpasieHue no paboTe ¢ IepCoHaNIOM:

- OT/I€T OpTraHu3alluy OIIaThl TPYAQ;

- 0T 0 PaboTe C MEPCOHAIOM;

= asl
- Cimyx0a 5KOHOMHYECKON O€30MaCHOCTH:

- OTJIEJ1 PKOHOMHUYECKOH OE3011aCHOCTH;

ey

!TKY HCO TAHO.®.P-143.0n.1./1.869.J1.21.
2TKY HCO T'AHO.®.P-143.0m.1./1.869.J1.56.
3TKY HCO T'AHO.®.P-143.0m.1./1.871.J1.66.
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["oponckue 10MOIHUTENbHBIE / KPEIUTHO-KAacCOBBIE O(UCHL:
- Honmomuurensuerit oduc (IIp. K.Mapkca, 23);

- HononuurtenbHbli opuc «LlenTpanbHbIi;

- Jonomuurensuerit oduc (r. O0b);

.
JlonosHuUTENbHBIE, KPEIUTHO-KaccoBble ouckl o HoBocubupckoit obnactu:
- JononuurtenbHbli opuc «baranckuii»;

- JlonomuurensHbit oduc «bapabuHCKuiiy;

- Hononuurenbublil opuc «HoBoky3nenkuii-2»; KKO «HoBoky3HenKuii-2

.
OneparnoHHble, KpeAUTHO-KAaccoBbIe 0Quchl 1o CubupckoMy (eaepaibHOMY OKPYTY:
- OnepannoHHbIit oduc «bapHayIbCKHi»;
- OnepanonHbiit opuc «KemepoBCcKuii»;

o

- KpenutHo-kaccoBblii ouc «bapHaynbckuii-3»;

- Kpenutno-kaccoBbiii opuc «KemepoBCKuii-4».

B npouecce ynopsaodeHus JOKYMEHTOB COCTaBJIeHa onuch Ne 1 1e71 HOCTOSIHHOTO XpaHEHUs 3a
2009-2012 rozsr (po3sick), 2013 roasr B kommuecTse 148 nen.

B cocraB ommcu BKIIOUEHBI: TPOTOKON rojgoBoro OOmiero coOpaHus axkIMOHEPOB OaHKa,
npoTtokonbl 3acepanuii: Coera aupektopoB, KpemutHoro komurtera, KimeHTCkoro komwurera,
Po3ununoro kpeautHoro komuteTa, KpeautHOoro komutera (KpenuToBaHWE (U3NYECKHUX JIHIL),
@duUHAHCOBOrO KOMHUTETa OaHKa, NPUKa3bl M PACIOPSIKEHHMs TIeHEpPaJbHOro JUpeKTopa OaHKa IO
OCHOBHOM J1€TEIbHOCTH, OM3HEC-TIJIaH 0aHKa, OTYETHl 0aHKa O pe3yJbTaTax pealn3alii BHYTPEHHETO
KOHTPOJIS U 110 (PUHAHCOBOMY MOHUTOPHUHTY, 110 HAYMCICHHBIM U YIIJIAY€HHBIM CTPaXOBBIM B3HOCAM Ha
00s13aTeNIbHOE TEHCHOHHOE, METUIIMHCKHE W COLMAIBHOE CTPaXOBAaHWE, O BHIIATE OOBSBICHHBIX
(HaYMCIeHHBIX) TUBUIECHIOB 10 aKIMSIM aKIIHOHEPHOro 00IIEeCTBA, 10 LIEHHBIM OyMaraM, oTueT OaHka -
poheCCHOHATBFHOTO YIaCTHUKA PHIHKA IIEHHBIX Oymar, myOiarKyemMasi OT4eTHOCTh OaHKa 0 IpUOBUISX U
yOBITKax, 00 ypOBHE JOCTATOYHOCTH KalMTaua, roJoBOH Oyxrairepckuil ordyer OaHKa, IOJOBBIE
CTaTUCTHYECKHE OTYETHl O YHCICHHOCTH, 3apa0OTHOHM IuIaTe H paclpelesieHuH YHCICHHOCTH
paOOTHHUKOB MO pa3MepaM 3apabOTHON IJIaThl; CIUCKU apQUIMPOBaHHBIX JUI OaHKa M JApyrue
JIOKYMEHTBHI.

Hywmepanuss mnporokonoB 3acenanuii CoBera JUPEKTOpOB OaHKa BEAETCS IOPSIKOBON
HyMepalueil B TeueHue KaJleHJapHoro rojia.

Hywmepanus npotokonoB 3aceqanuii [IpaBnenust banka Bejercs B Te4eHHE OJHOTO Mecsla, B
HOMEpax MPOTOKOJIOB yKa3aH MECSI] U HOMEp 3aceJaHusl.

B mporokonax 3acemanuit KpenuTHoro komurera M HpPOTOKONAX 3acelaHUl KOMHUTETa IO
MPOOJIEMHBIM KpeluTaM HyMepalys IPOTOKOJIOB HE BENIaCh.

B npotokosnax 3acegaHuii PO3HMYHOrO KpEIUTHOTO KOMUTETa YTMPABIEHUS HIIOTEYHOTO
KpeIMTOBaHUS C aBrycTa 1o Hosiopb 2013 roma Hymepaius He Benach, B Aekadpe 2013 roxa 3acenanus
P03HMYHOTO KpEeIMTHOTO KOMUTETA HE MPOBOAUIIHCE.

B cBs3u ¢ Tem, 4TO BOBpeMs HE OBbLIM CHAaHbI JOKYMEHTBI U3 CTPYKTYPHBIX HOJpa3zielieHuil B
apxuB 0OaHka, B onuchk 2013 roga BkitoyeHs! TokyMeHTHI 32 2009—2012 rojsl (po3bICK).

B cBs3u ¢ Tem, 4TO rO10BOI OTYET MO LEHHBIM OyMaram He (pOpMHUPOBAJICS, B ONHUCH BKIOYEHO
neno (Ne 565), cocrosiiiee U3 KBapTaJlbHBIX OTYETOB.

Jlena B onucH CUCTEMATU3UPOBAHBI 10 XPOHOJIOTUYECKU-CTPYKTYPHOMY IPUHIIUITY.

PU3NYECKOE COCTOSHUE JOKYMEHTOB YI0BIETBOPUTEIBHOE.

AKT Ha YHUUTOXKEHUE JIeJI, HE UMEIOIIUX UCTOPUYECKON IIEHHOCTH U YTPATUBIIUX MPAKTUYECKOE
3HAUEHUE, HE COCTABIIAICS.

HanmMmeHoBaHME JODKHOCTH COCTABHUTEINS N.0. ®amummsg
03.09.2016
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[Tpunoxxenue Ne 7 k pazaeny 4.3

CIIMCOK COKPAIIEHUI

['"AHO — rocynapctBenHblil apxuB HoBocubupckoit oonactu

MTC — MalIMHHO-TPaKTOPHAs CTAHILIUS

HUUNBT — HoBocuOUpPCKUA MHCTUTYT UHKEHEPOB BOJHOI'O TPAaHCIIOPTA
OAO — OTKpBITOE aKIIMOHEPHOE OOLIECTBO

Oprotaen — opraHu3alMOHHbBIA OTIEI

OPC — otnen pabouero cHaOXeHUS

OCMUY — oco0ast cTpouTelibHas MOHTaXHas 4aCTh

[1®OP — Ilencuonnsiii houg Poccun

DK — sKcrniepTHast KOMUCCHS

Obpasey oghopmaeHus CRUCKA COKpaujeHUull K Onucu



