OdopmaeHne apxuBHBIX JOKYMEHTOB /IJIsI
AOJITOBPEMEeHHOTO XpPaHEeHU S

OLTT

IIpHKAa3Bl NeNe 1-K — 140-K reHepAJIBHOT 0 JHPEKTOPA
AKIHOHEPHOro 00IecTBa 10 JHYHOMY COCTABY
(opHeM, NepeBo], YBOJLHEHHE)

T.1
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Odopmienrie apxXuBHBIX JOKYMEHTOB [IJIsI
A0JITOBPEMEHHOTO XpPaHEeHUSA

CornacHo mn. 4.19. IlpaBun opraHu3zanym XpaHeHWsi, KOMIUIEKTOBaHMWS, y4eTa U
WCMOIb30BaHUsI JOKyMeHTOB ApxuBHOro ¢onaa Poccumiickoii Pemepanyu m apyrux
APXUBHBIX JOKYMEHTOB B OpraHax TroOCyJapCTBEHHOM BJIAaCTH, OpPraHax MeCTHOIO
CaMOYNPaBJI€HUsA M OpraHu3aluAX, YTBEeP)KXJAEHHBIX IpuUKa3oM MwuHucTepcrBa
KynibTypbl  Poccuiickoit ®Pepepanyum ot 31.03.2015 N2 526, 3aKOHYEHHbIe
AeIOTPOU3BOACTBOM [e€j/la TMOCTOSHHOTO W BpPEMEHHbIX (CBbINIE€ 10 JIeT) CPOKOB
XpaHeHUsI, B TOM YHCJIe 10 JUYHOMY COCTaBy, IOC/I€ OKOHYAaHUS KaJIeHJAapHOrIo roja, B
KOTOPOM OHU OBbUIM 3aBeJ€HbI, MOATrOTaBINBAIOTCS K NepeJadye B APXUB OPTaHU3ALUHU U
MOAJIEXXAT 0POPMIIEHUIO U OTMCAHUIO.

IMocne mpoBeaeHus1 OTOOPA JOKYMEHTOB MOCTOSTHHOTO XPaHEHUSI U MO TUYHOMY
COCTaBYy MO HOMEHKJIATypPe AeJ IM0O0 MePevHIO IJIsI ONMHUCAHUS OCYLIeCTBISTIOTCS:
- TPyNIIUPOBKA JOKYMEHTOB B Je/a (e uHUILIbI XPAaHEHH);

- CMCTeMaTHU3anus JOKYMEeHTOB BHYTPH JieT;
- popmupoBaHmue ge.




IMIpu popmupoBaHUM €1 HEOOXOZUMO COOTIOIATH
cleayrolmye mpaBua

1) MOMeIIaTh B Je/I0 UCIIOJIHEHHbIE JOKYMEHThI, COOTBETCTBYIOIE
110 CBOEMY COJepP>XaHHIO0 3arojJI0BKY /ejia IO HOMEeHKJ/IAType;

2) moOMeNaTh B /€0 [JOKYMEHThI, NPAaBHJIBHO H IOJTHOCTHIO
odpopmieHHbIe (JOKYMEHTHI AO/HKHBI HMETh JaTy, MOANHUCH U JAP.
PEKBHU3UTHI);

3) MOMeN[aTh BMeCTe BCe JOKYMEHTbI, OTHOCAIIHAECHA K PaspelIeHUI0
O HOTO BOIIPOCA;

4) YKa3aHUsA PYKOBOACTBA IIO HMCIIOTHEHHUI0O OOKYM€HTA, BH3bI,
COCTAaBJIEHHBIE Ha OTAECJABbHbBIX J/HCTAX, IIOME€IIAaTb B [J€JI€ IIepe]
AOKYMEHTOM, K KOTOPOMY OHHU OTHOCHATCSH,

5) TPYIIIIUPOBATH B €JI0 ZJOKYMEHTHI OFHOTO KaJIEHAZAPHOTO roja, 3a
VCK/TIOYeHUEeM TePexoisaliuX Aejl; CyAeOHBIX Ae/l; TUIHBIX e/, KOTOpbIe
dopmMupyroTcsa B TedeHHE BCETO MepHroa PadoThI IUIA B OPraHU3aI[1H;
OJOKYMEHTOB BBIOODHBIX OPraHOB ¥ HX IIOCTOSHHBIX KOMHUCCHIA,
DemyTaTCKuX TPYIN, TPYyNNUPYeMbIX 3a MEPHUOJ CO3bIBA; JOKYMEHTOB
oOpa3oBaTeNbHBIX OpraHu3anuii, ¢GopMupyeMbIX 3a Yy4eOHbI TOJA;
OOKYMEHTOB T€aTPOB, XapaKTePHU3YIOIIUX CLeHUIECKYIO JesiTeTbHOCTh B
nmpejeiax TeaTpajabHOTO Ce30HA; Aen (PUIBMOB, PYKONMHCEH, MCTOPHIA
0oJ/Ie3Hel;




[IpaBuia popmupoBaHus ae (IPOgOHKEHHE)

6) mpuKa3bl (pacmopsHKeHUs) MO TUIHOMY COCTABY IPYyNIIHPOBATH B Ieia
B COOTBETCTBUH C YCTAHOBJICHHBIMH /JIsI HUX CPOKaMH1 XpaHEHW;

7) MpUKa3sl (pacrnopsHKeHus ) M0 IMYHOMY COCTaBy IPyNIIAPOBATH B ejia
B COOTBETCTBUH C YCTAHOBJICHHBIMH [JIsI HUX CPOKaMH1 XpaHEHW;

8) moMeaTh MPHUJIOYKEHUSI BMECTE C OCHOBHBIMH JOKYMEHTaMMU;
9) BKJIIOYATh B JI€JI0 II0 OJHOMY 3K3eMIUISAPY Ka)KJOT0 JOKYMEHTA;

10) He TIOMEeIaTh B Ae/I0 JOKYMEHThI, MOAJIe)Kal[ie BO3BparTy, TALIHHAE
K3eMIUISAPHI U YEPHOBUKH (3a HCKIIOYEHHNEM 0CO00 IEeHHBIX);

11) He BKJIIOYATh B 1 /IeJI0 00Jiee 250 TUCTOB, IPH TOJIIHHE He 0ojiee 4 CM
(mpu peBbBIlIEHUH JAHHOTO 00'beMa PasAessaTh Ie/I0 Ha TOMA).
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dopMmupoBaHUe OTAE/IBHBIX KaTeropuu
AieJ1 110 TNYHOMY COCTaBYy

Ipuka3sl (pacnopsizkeHUs1) MO JUIHOMY COCTABY IPYNIUPYIOTCH B /1ejia B COOTBETCTBUM
C YCTAHOBJIEHHBIMH cpokamMu ux xpaHenus (75 (50) et u 5 Jer).

K npuka3zam, umeromum cpok xparnenust 75 (50) jet, oTHOCATCS CJIeqyIOIIHE:

1) O IpHeMe, epeBoie, YyBOAbHEHUU (MpeKpalleHu U JeMCTBUSA TPYA0BOIO0 KOHTPAKTA);
2) 00 n3ameHeHnun paMUINH;
3) O MOOIUIPEHUAX, 0OBABIEHUU 01aroJaPHOCTH, HArPaXKAEHUH IMIOYETHOM rPaAaMOTONM;

4) 00 YCTAaHOB/IEHUM OKJIAJI0B;
5) O BpeMEeHHOM 3aMeIlleHUH JO/DKHOCTH;
6) 00 yCTaHOB/IEHUH AOIIAT, HaJ0ABOK K OK/IAAY;

7) O IPeMHUPOBaHNH;

8) 0 NnpuCBOEHNH KIaCCHBIX YNHOB, Pa3psAI0B;

9) O 3arpaHUYHBIX KOMaHIUPOBKaX;

10) O JUTATEIbHBIX BHYTPHPOCCHMCKHUX KOMaHINPOBKaX;
11) O JE€KPETHBIX OTITYCKaX;

12) 00 OTITYCKaX IO YXO/y 3a pe0eHKOM;

13) 00 oTImycKax 0e3 coxpaHeHus 3apa0OTHOM IUIATHI;

14) O JeXyPCTBaXx Mo NpoQPuII0 OCHOBHOM JeATEeTbHOCTH;
15) O [JINTENBHBIX BHYTPUPOCCHHCKUX W  3apPyOeXHBIX KOMAHAUPOBKaX,
KOMaHIHMPOBKAX AJisi PAOOTHUKOB C TSHKETbIMH, BpeJHBIMH U OMIACHBIMH YCJIOBUSIMH TPYZAA.




OmicaHie pacnopAIHTeIBHEIX JOKYMEHTOE (MPHKA30E, PAacIIopa:eH]
MHYHOMY  COCTAEY  OCYIIECTEIIeTCE B

MOpAOEe,  AHATOTHIHOM

£ EHII) 0
OIMHCAHHED

pPacoopATHTENEHER JOEKVMEHTOE MOCTOAHHOTO XpaHeHHA (cu. 1. 2.1.), HanpHMep:

Mo | HEmewc
m | zema

JaromoB0E D872 (ToME, JACTH)

Jara mama
(ToMa,
QaCTH)

Kom-so

pwae:
TaEmE

2012

1 2 3 4 3 [ ]
2012 rog
1] 02-05 | Ilpeease NeMe 01 — 30 mepewTopa | 0O zEEapa 2062 125
VOUpEEISHER I TEMEOMY COCTEEY, T. 1 31 mon=
2012
2 | 02-05 | Ilpmmkaswr NaMNe 51 - 100 mmpextopa | 01 aBrycra 2062 130
VUpEEISHHA 0 IHIEOMY COCTZEY, T. 2 | 19 zenalps

Ebo:

2013 rog

Frmra IPHEZS0E TEHEPATHEOTD
JHPSKTOPa ABFIHOHEpPHOTO O0MecTEa Mo
JHMHOMY COCTEEY

10 zEEap=
2010

30 gexabps
2013

2063

190

ECIH E ZenonpoH3EOICTES OPTaHH3AITHE NIPHEASE I0 THYHOMY COCTAEY ESTHCE B
0OImeH EHHATE ¢ IPHEKA2aMH 10 OCHOEHOH JeqTeTeHOCTH H HMETH eIHHYID HyMEpaIlHEo,
TaKHe EHHTH [e1eco00pasHO EKMOYATE B OOHCH J81 IO JHYHOMY COCTAEY Kak
IOKYMEHTH Heo0X0IHMEI: IPH NOAT0TOBKS CIPAECK COMHATEHO-TIPAEOEOT0 XapakTepa.

Ity ocobeHHOCTE CIeTyeT OTPazHTh E NPEJHCIOBHH K OIMHCH.

1 - 1

T —




K npuka3am no JM4HOMY COCTaBY, HMEIOIIUM CPOK XpPaHEHHUH 5 JeT,
OTHOCSITCS CJIeyIoLIue:

1) O MPeJOCTaBI€HUM OYEPEAHBIX M Y4€OHBIX OTITYCKOB;

2) O TMpPeJOoCTaB/JIEHUHM OTTYIOB 3a HEHUCIOJAb30BaHHBIM OTNYCK U pabdoTy B
BBIXOJHbBIE THU;

3) 0 IeXKYpCTBax;

4) O AMCHUIUIMHAPHBIX B3bICKAHUAX;

5) O KPATKOCPOYHBIX BHYTPUPOCCUMCKHX U 3aPYyOeKHBIX KOMaHIMPOBKaX.

B ciy4ae ecim B Je10onpou3BOACTBE OPraHU3ALMM NMPUKa3bl, PaCHOPsHKEHUs IO
JIMIHOMY COCTaBy C Pa3HBIMH CPOKaMH XpaHeHHsI (pOPMHUPYIOTCS COBMECTHO C €UHOM
BaJIOBOMl HyMepalnueii, NPOU3BOAUTCA Bblje/leHHe W3 [Je/l IPHKa30B CO CPOKOM
xpaHeHus 75 (50) met ¢ GoOpMHUPOBAHUEM OTAEIBHBIX €.

O BbIJC/I€EHUN YKd3daHHBIX BHAOB JOJOKYMEHTOB U3 O6]J.II/IX aema cC BaJIOBOM
HYMQPa].[I/Ieﬁ YKa3bIBa€TCA B IIPpeANC/IOBUH K OITHUCH.
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OcobGennocTu GopMHUPOBAHNS TPYIOBbIX I0TOBOPOB, HE BKJIIOYEHHBIX B COCTAB
JIMYHBIX J1eJ1

Ilo npaBwiaM KaapoBOro AeJIONPOM3BOACTBA TPYAOBBIE [I0rOBOPHI (KOHTPAKTHI),
corjIalieHHus ¢ pA0OTHUKAMHU OPraHU3aluy IOMelIAI0TC B IMYHOE 1€e/10 PA00THHKA.

Eciu jgu4ynble Aen1a B OpPraHu3alMyd He BeAYyTCH, TPYIOBbIe I0r0BOPbI, COIVIALLICHUSA
YBOJICHHBIX PA0OTHUKOB ()OPMHUPYIOTCS B OTIeJIbHbIE esa 1o ajadasurty ¢gamuauii padoTHMKOB
B IIpeJeJIax rofa OKOHYAHUs CPOKa AeiCTBHA 10roBopa (YBOJIbHEHUs).

Eciu Ha yBo/IeHHOI0 pa0OTHHUKA HMeeTCsl HECKOJbKO TPYAOBBIX 10I0BOPOB, BEAYLIUXCH B
TeYeHUe psAAa JieT, OHU IPYNIHUPYIOTCH BMeCTe B XPOHOJIOTHYECKON MOC/IeJ0BATEIbHOCTH H
MOMELIAI0TCS B OJJHO /1eJ10.

B TomM ciaydae, eciM TpPyaOBble JOTOBOPbI ¢ PA0OTHUKAMH OPraHU3ANUN HM3HAYAJIBHO
copMHpPOBaHbI 10 JATAM 3aK/JIIOYCHUNA, UX BKIIOYEHHE B ONMCHh TAK/Ke MOXKET NPOU3BOAUTHLCH
110 FOAY 3aKJ/JII0YEeHHs 10r0oBopa.

IIpy HeOOIBIIOM KOJHYECTBE JOKYMEHTOB (IOrOBOpPOB, COIVIAIICHUH) OHM MOIYT
(popmupoBarbcsl B OAHO [€JI0 32 HECKOJBKO JIeT M CHCTEeMAaTH3UPOBATbhCH IO aJdaBHUTy
(pamuianii padOTHUKOB; (POPMHPYIOTCH B XPOHOJOIMYECKOM MOPsSiAKe — IO roAaM, HOMepam
JAOTOBOPOB, IIPH OTCYTCTBHM JIM00 HAPYILICHUHM HYMEPAaLUH — 110 JaTe COCTABJICHHUS 10r0BOPA.




BenoMocTH 1 JIMIeBbIE CYETA M0 HAYUCTEHUIO
3apa0oTHOM MJIAThI (POPMHUPYIOTCH:

1) B XPOHOJIOTUYECKOM MOpsaKe (1o rogam, Mecsiiam, MOKBapPTaJIbHO);

2) IO CTPYKTYPHBIM MOApa3ae e HUsAM;

3) mo andaButy pamMuInii, IMEH U OTYECTB;

4) MO TabeIbHBIM HOMepPaM (MOKeT MPUMEHSITHCS TOABKO B TOM C/Iy4ae, KOraa
MMeeTCsl CIMIUCOK Ta0e/TbHBIX HOMEPOB PAa0OTHUKOB, KOTOPBIi TAaK)Ke BKIIOYAETCs B
OIKCH B KaYyeCTBe CIIPABOYHOIO AMMapPaTa K Tadeasam).

B Tom ci1y4ae, ecsim npu ynopsagodYe€HuH JTHULEBBIX CYETOB 3a CTapbl€ rojbl
INPpUHIOUII CUCTEMaTU3aAllUM OInpeaeaInmTb HEBO3MOXHO , OIsA ob0ecreyeHus
Bq)(l)eKTI/IBHOCTI/I HCITIOJIb30BaAHUA B 00s13aTe/IbHOM mopsaAgKe COCTaB/IsA€TCA
BHYTPE€HHsAsI OIINCHb, a B IIPpE€JMC/IIOBHHU [O€/Id€TCA COOTBETCTBYHOIIAsA ITOMETKa O
HapylI€eHun CUCTEMATHU3allUM B KOHKPETHbBIX BUAAdX M HOMEpAX A€/l C YKa3aHHUueEM
XPOHO/JIOTNYE€CKUX ITIEPUOIOB.

JlOKyMeHTHBI, MPHUJIO’KEHHbIE K JIMIEBBIM c4eTaM (KONMH MPUKA30B, YePHOBbIE
pacYeTbl JEHEXHBIX BBIIUIAT, CHPAaBKM W [pP.) W3 Jejd C JIALEBBIMH CYeTaMu
N3bIMAIOTCH.

Ecim muueBsie cyera cpopMHUPOBAaHBI COBMECTHO 3a /UIATENbHBINA mepuoj, (K
O HOM KapTOYKe JIMIE€BOr0 CYeTa MOAK/IEeHBI pAaCYeTHbIE IMCTKH 32 HECKOJIBKO JIET),
JOKYMEHTBI nepepoOpMHUPOBAHUIO He MOJJIeXKar; UL eBbIe cdyeTa
CUCTEMATU3UPYIOTCS MO andaBUTY B Mpejeax BCEro MEPUOJAa M BKIIOYAIOTCA B
roJ0OBOM pasjesl ONMCHU MO rojy 3aBejeHusi. B mocieayomux rogoBeix pasgerax
onmucu OPpOPMIAIOTCS CCHUIKA Ha 3TH Aea.




BapuaHThI OnMcaHUs TUIEBBIX CY€TOB U BEJOMOCTEM IO 3apaboOTHOM IIaTe

2) CpopmupoBaHHBIE B Ipegenax

1) CopMmupoBaHHBIE B OSHO J€10 roja WIM GONBIIEro MepHoJa,

B IIpe/ie/1aX roja no andasury: CHCTeMaTU3MpPOBaHHbIE MO AIPABUTY
Ne | Unpex 3aro0BoK Jena (ToMa, 4acTH) Jara nena Cpox Kon-so | Hpume
Ne | Unnex 3aroJIoBOK Jiesa (ToMa, 4acTH) Jata Cpoxk Kon-o | Ilpume- mn | ¢ nena (ToMa, xpanen | swmcros | -uamme
n | caena Jiena XpaHeHHs JINCTOB YaHHe qacm; nsnena | B mene
I (Toma, Jiena B Jiene (Toma, (Tome,
4acTH) (Toma, (Tome, wacTi) wactu)
4acTH) YacTH) 2012 ron
1 04-17 | JluueBble cyeTa 1O HAYUCICHHIO 2012 2062 95
1 2 3 4 5 6 7 3apaboTHOI  mmaTel  pabOTHHKAM
003 ynpayienus (A), 1. 1
oA 2 | 04-17 | JiuueBble cyera MO HAYUCICHUIO 2012 2062 85
1| 03-17 | Jlumeble cueta 10  HAYHCICHUIO 2012 2062 97 3apaGOTHON  muiaThl  paGOTHHKAM
3apaboTHO# TIIaTh paboTHHKaM ynpagserns (B), 1. 2
YIpEKACHHA 3 | 04-17 | Jluuesble cuera N0 HAYMCIEHHIO 2012 2062 120
3apaboTHOI  mmaTel  pabOTHHKAM
ynpasienus (B —K), 1. 3
3) ChopmMupoBaHHbIe B Ipeaenax 4) PacueTrHsie BegomocTu, cpOpMUPOBAHHBIE
rofa Mo CTPYKTYPHBIM B GOpMHUPOBaHHBIE IOMECAYHO, B ONTUCH
oA pasge/IeHUsAM: BKJIFOYE€HBI ITO ITOJIYTOOAUIO:
Ne n 3aro0BoK aena (Toma, 4acTH) JHara Cpox Koi- Tlpn
Ne 40508 3arosoBOK Jiena (ToMa, 4acTH) JHara Cpox Koin- Tpn I H nena XpaHeHH BO Me-
n eke nena XpaHCHH BO Me- o e (Toma, 1 mena JUCTO YaHK
n nen (toma, 5 nena JIHCTO YaHu KC yacTu (Toma, B e
a 4acTH) (Toma, B e ne ) YacTH) B JIene
4acTH) B Jiene a (ToMme,
(Tome, HACTH)
4acTH) 1 2 3 4 5 6 7
2012 rox 2012 ron
1 04- Jlunesble cyera 110 HAYUCIECHHIO 2012 2062 95 2 03 PacueTHbIC BEIOMOCTH o AHBap 2062 125
17 3apa0OTHOH  muathl  paboTHHKAM - HAaYMCICHHIO 3apaboTHON  UIaTHI b
YUpEKIECHHS (anmapar 10 paboTHHKaM yupekaeHus, T. 1 MIOHb
ynpapyienus), T. 1 2012
2 04- Jlunesble cyera 110 HAYUCIECHHIO 2012 2062 85 3 03 PacueTHbIC BEIOMOCTH o HIOITh 2062 135

HHorga mnpu ynopsgoYeHNH JHULEBBIX CYETOB OpraHu3anuu aubo ee ¢QUIMAIOB, a TaKKe
NPUCOEeIUHEHHBIX K Heli OpraHM3aliui 3a cTapble oAbl IPUHLIUI CUCTEeMaTH3alMM JIMIEeBbIX CYeTOB
BHYTPH XPOHOJIOTUYECKOTO Nepuoja au00 NOPsSAOK pa3felleHusl el C JIUNEeBbIMH cYeTaMH Ha
OT/Ae/IbHbIE TOMA ONpeeTUTh HEBO3MOXKHO, B 3TOM CJIy4ae K JeaM JJisi ooecrnedyeHust 3P PeKTUBHOCTH
UX WCIOJIb30BaHHUA B 00s3aTeIbHOM IOPsSAKE COCTAB/ISIETCS BHYTPEHHSSI ONHUCHh, a B NPeJNCIOBUU
JelaeTcsi COOTBETCTBYIOAs IOMETKA O HapyllleHUH CUCTeMaTU3allii B KOHKPETHBIX BUIAX U HOMepax
JeJd ¢ YKa3aHHMeM XPOHOJIOTHYEeCKHX IIePHOIOB.



Oco0eHHocTH (POPMHUPOBAHUS JIUUHBIX J€J1

JIlnuHble Jena PpPaOOTHUKOB 3aBOAATCA MPH TMOCTYIUIEHUM HA padory u
3aBepIIAIOTCs JAaTOW YBOJTbHEHMSI.

Ilpy onucaHum JHMYHBIX JeJ YBOJEHHbIX Pa0OTHUKOB JAOKYMEHTbl B JIMYHBIX JeJiax
CHCTEeMATH3MPYIOTCHA B XPOHOJOTHYECKOM MOpPsiAKe @0 Mepe HX MNOCTYIUICHHS B CjeAyouieH
M0CJIeI0BATEIbHOCTH

- InyHas kapTouka (¢p. T-2), eciiu oHa eCcTh B JIHYHOM JIeJie;

- JINYHBIN JIMCTOK IO Y4eTy Ka/JpPOB;

- IONOJIHEHHE K JIUCTKY 10 Y4eTy KaJApOB;

- aHKeTa, apTo0norpadus;

- KOIIMH JIUYHBIX JOKYMEHTOB, B TOM 4YHCJIe KOIIMU JOKYMEHTOB 00 00pa30BaHNH,

- 3asiBJICHHME 0 IpreMe Ha padoTy;

- KOS PACHOPSIAUTEIbHOI0 JOKYMEHTA 0 IpueMe Ha padoTy WJIM BBINKUCKA U3 HEro;

- TPYA0BOii 10roBOP (KOHTPAKT);

- IOTOBOP 0 MAaTEPHAJbLHON OTBETCTBEHHOCTH (IIPH €ro0 HAJIHYNH);

-  KONHUM PACHOPAAWTEJIBHBIX JOKYMEHTOB II0 JIMYHOMY COCTaBY, XapaKTEePHCTHKH,
aTTeCcTallHOHHBbIC JINCThI, 3asiBJ€HUS W [Jpyrue JAOKYMEHTbI O IepeBoAe, PACIIMPEHHUH 30HBI
00CJIy:KUBAHUS, IOILIATAX, OTIYCKAX, HATPAXXICHHMH H MNPOYUX (PAKTOPAX, BIMAKIINX HA CTAK,
3apa0OTHYI0 IJIATY W NPOU3BOACTBEHHbIC XAPAKTEPUCTHKH PA0OTHHKA, CHCTEMATH3HMPOBAHHbIC B
XPOHOJIOTHYECKOM MOPAIKE;

- 3afiBJICHHE M KONMS PACIOPAAUTEIHHOI0 JOKYMEHTAa 00 YBOJbHEHUM (B CjIydae YBOJbHEHUSA
padoTHHKa 1O OTAeJbHBIM cTarbsiM TpynoBoro koaexkca Poccuiickoit ®enepanum (B CBA3H €
COKpallleHneM, MPOryJioM, N0 COIVIAINIEHUID CTOPOH W T.]I.) B JHYHOE €10 B 003aTeJIbHOM NOPSIIKe
BKJIKOYAKOTCS YBeIOMJIEHHSI O COKPAallleHUM; AKThbl, CJIyKe0Hble 3alUCKH, O0bSICHUTE/IbHbIE 00
OTCYTCTBHM Ha padoyemM MecTe B padodyee BpeMs; JAONOJHUTE/IbHbIE COIVIAIICEHUSI K TPYIOBOMY
JIOTOBOPY M T.]I.).




CucreMaTu3anvs TUYHBIX el

JInuyHbIe aesia YBOJIEHHbIX Pa0OTHHKOB (POPMHUPYIOTCH HHAMBUAYAJIbLHO HA
KAXK/A0r0 pad0THHUKA, CHCTEMATH3MPYITCH B Ipeaejax roi0BOro pasjieja OINCH
Ju00, MpH HEOO0XOAUMMOCTH, B Mpeaenaax 0ojiee MIUTEJIbHOI0 XPOHOJOTHYECKOIO
nepuoaa mo aja(aBuTy HAYAJIbHbIX OYKB ()aMUJIMH YBOJEHHbIX PA0OTHUKOB.

B Tom ca1y4vae, eC/ii IpOBOAUTCHA YHHOPpAJOY€HHUE INYHbIX 1€/1 YBOJI€EHHBIX
pa6OTHI/IKOB 5 KOTOpbI€ cogepiKar IIOJTHBIN COCTaB AOKYMEHTOB,
MO3BOJAIOIINX Y€TKO OIIpeae/inTh 4aThl IIpDU€Ma 1 YBO/IbHEHUSA pa6OTHI/IKOB,

dopMupoBaHUe TaKUX e/l U BKIIOYEHUE UX B ONMCH MMPOU3BOJUTCS IO TOLY
YBOJIbHEHWsI, HalIlpyuMep:

Ne Un- 3aroJIoBOK Jeiia Jara nena Cpox Konm-Bo | Ilpm-
n/m | JeKc (TOoMa, yacTu) (Toma, 4acTu) | XpaHCHHS JUCTOB | Meda-
neia nena (Toma, B JIEJIE HUE
YacTH) (Tome,
YacTH)
1 2 3 4 5 6 7
2013 ron
Jluunbie nena yBOJICHHBIX
PabOTHUKOB
345. | 03-11 | A6pamona Hartanbst CepreeBna 03 ¢eBpans 2063 16
2011
31 nexabps
2013




CucreMaTusanys TMYHBIX €1 3a AJIUTE/TbHBIN IePUO/,
IPU HEMO/IHOTE COCTABA IUYHBIX JeJI

B TOoM ciyuae, ecqim NPOM3BOAUTCH YNOPSiAOYEeHHE JIMYHBIX JeJ YBOJIEHHBIX
Pa0OTHUKOB 32 JUINTEJbHbIA NMEPUOA JAeATeIbHOCTH OPraHNU3allui W, BBHUAY HEMOJHOTHI
COCTABA JIMYHBIX JIeJI, MP00JeMATHYHO ONpPeleUTh 1aThl YBOJIbHEHNsI pA00OTHUKOB, J1eJ1a
MOryT ObITh coOpMUPOBAHBI 10 aJGaBUTY B NpeAeax JIUTEJIbHOr0 XPOHOJOTHYECKOT0

NMepuoaa, KOTOPbIM 0003HAYAETCsl B BHAE YKA3aHHUSI HAYAJIBHOIO W KOHEYHOIO TOAa
(GopmupoBanus aej1, HapUMep:

Ne | Un- 3aroJIoBOK Jeiia JHara Cpok Kon-Bo | Ilpu-
/I | JAeKC (ToMa, yacTu) JleJla | XpaHeHus | JIUCTOB | Meva-
nena (ToMma, nena B JICJIC HHUE
gactu) | (ToMa, (Tome,
yacTu) | yacrtu)
1 2 3 4 5 6 7
2013 ron
JIndHbIe 1es1a YBOJCHHBIX paOOTHUKOB
1. | 03-18 | Apednera 'anuna Unbunnuna 1981 2077 150+1
2002
baitkoBa Hatanes ['puropreBHa 1981 2077 133+1




dopmMupoBaHUEe TUYHBIX e/ PAOOTHUKOB, YBOJIEHHBIX
7,0 2006 rOZla B KOMILJIEKCHbBIE lejia

JInuHble 1e1a yBOJIEHHBIX pa00THUKOB, copmupoBannbie 10 2006 roga, mpu 001bIIOM
UX KOJIHYEeCTBE MOTYT (pOPMHUPOBATHCH B KOMILICKCHBIE JeJia M0 aJd(aBuTy ¢ pa30OMBKOIl Ha
OT/eJIbHbIE TOMA B 3aBUCUMOCTH 0T 00beMa. Kaxaoe koMIuIeKCHOE /1€J10 € JIMYHBIMU JIeJIaMH
HOJIZKHO COJepP:KAaTh BHYTPEHHIOW ONHUCH C YyKasaHueM cjeayrummx pexkBusutoB: (PUO)
Pa0OTHUKOB, TOKYMEHTBbI KOTOPbIX BKJKYEHbI B KOMILJIEKCHOE /1€JI0, © HOMEPOB JINCTOB B

JeJie.
Ne | HH- 3aroJIoBOK Jelia Hara Cpok Kon-so | Ilpu-
n/m | JeKkc (ToMa, yacTu) nena | XpaHeHus | JIMCTOB | Meua-
nena (ToMa, nena B JIeTIe HHUE
yactu) | (ToMa, (Tome,
YacTH) YacTH)
1 2 3 4 5 6 7
2005 ron
1. 03-18 | JInyusie ena yBoJieHHbIX | 2005 2080 150+1
pabotHukoB (Aba — AGp)
2. 03-18 | JInyusie ena yBoJieHHbIX | 2005 2080 13
paboTHHUKOB (ABe — Ban)




®opmMupoBaHUe JOKYMEHTOB O HECYACTHBIX CJIydasixX

AKTBI 0 HECYACTHBIX CJIYy4YasiX, CBA3AHHBIX C MPOU3BOACTBOM, CHCTEMATH3HPYIOTCH B
npenesax KajJeHAAPHOr0 roaa Io XPOHOJOTMH, BO3MOKHA CHCTEMATHU3ALUsA MO aJdaBuTy
HAYAJIbHBIX OyKB (paMuInii pAa0OTHUKOB.

JIOKYMEHTBI 0 PaCC/eIOBAHUM HECYACTHBIX CJHYy4asiX, CBA3aHHBIX C NPOU3BOIACTBOM,
¢opmupylorcs B Aesia nmo ajapaBurty pamMmuianii paGoTHUKOB B Mpeaeiax KaJeHIapHoro roaa.




dopmHupoBaHUE HEBOCTPEOOBAHHBIX IMYHBIX JOKYMEHTOB

HeBocTpeGoBaHHBIE JIMYHBIE JAOKYMEHTHI (TPyAOBbI€  KHIWDKKH,
AUTUIOMBI, CBUAETENbCTBA) CHCTEMATU3UPYIOTCA B TMpeeiax KaJIeHZAPHOTOo
roja 1Mo BUJaM, a BHYTPH BHJ0B — O aipaBUTy PpaMUInii pAOOTHUKOB.

B ci1yvyae HeoOX0AMMOCTH Pa30MUBAIOTCA MO 00'beMy HA OTAe/IbHbIE€ TOMaA,
NMpeJCTABAAIIINEe CO00M HEeCKONBKO JTUYHBIX JOKYMEHTOB, MOMEUIeHHbIX B
KapTOHHYIO IMANKYy «Je/J0» Ha 3aBsA3KaX, BKIIOYAKIyI0 IOMAMO JOKYMEHTOB
BHYTPEHHIOIO OTMCh U INCT-3aBEPUTEJIb.

BHOCsATCA MO0 TOC/IeJHUMU /IeIaMH B TOJOBBIE Pa3Jesibl OIMUCH Jel MO
JIMYHOMY COCTaBy (mpu MajaoM oO0beMe HeBOCTPEOOBAHHBIX JTHYHBIX
OJOKYMEHTOB B OpPraHHM3aliiu), JTA0O0 B CAMOCTOSTEJIBHYI0 OMNHCH [el IO
JIMYHOMY COCTaBY (HEBOCTpeOOBaHHbBIE TNYHbIE JOKYMEHTHI).

Bo BHyTpeHHei#l ONHCH [JOKYMEHTOB Jena YykasdbiBawtca (PHO)
B/IaJie/IblleB HEBOCTPEOOBaHHBIX INYHBIX JOKYMEHTOB.

B nucre-3aBepuTesie TAaKOroO Jela YKa3bIBaeTCsA He KOJIN4YeCTBO JIUCTOB, a
KOJIMY€CTBO HEBOCTPEOOBAHHBIX TUYHBIX JOKYMEHTOB, BKJIIOYE€HHBIX B JI€J10.

[logmmBKa HEBOCTPEOOBAHHBIX MOAJUHHBIX JIMYHBIX JOKYMEHTOB
TPAaJULMOHHBIM MeperuieToM (HUTKaMHU B YeThIpe MPOKOJA) He JOIyCTHMA,
nmpu popMUPOBaHUM A€/ UCTIOTb3YIOTCS TOJTHKO MANKHU C 3aBA3KaMHU.



Jlena TOCTOSAHHOTO, BpeMEeHHBIX (CBBIIIE 10 JIeT) CPOKOB XpaHEeHU S
¥ IO IMTHOMY COCTABY IOAJI€)KAT MOJTHOMY 0(pOPMIIEHUIO.

IMorHOe opopmiIeHHE AeTa HA OyMa)KHOM HOCHUTe e MPeayCMaTPUBaeT:

1) TOAIIMBKY MM MepervieT JOKYMEHTOB fgena (HepopmMarHbie JOKYMEHTHI XPAHATCS B
3aKPBITHIX TBEPABIX MAlKaX MM B KOPOOKaAX);

2) HyMepaILuIo JINCTOB Jejia (B IpaBOM BepXHEM YI/Ty KapaHJAIIoOM);

3) COCTaB/IeHHE TUCTAa-3aBEPUTEIA AeIa;

4) coctaBieHue (B HEOOXOAMMBIX C/IyYasiX) BHYyTPEHHEH OMMCHU JOKYMEHTOB JeJa;
5) opopmIeHrEe OOI0KKH Aea.

Jlena TOCTOSTHHOTO XpaHEHWs, COCTOSAIIMEe U3 [JOKYMEHTOB OCO000il Hay4YHO-
HCTOPUYECKON, XyZO)KeCTBEHHOW W WHOW LEeHHOCTH WIh HepOpMaTHBIX JTOKYMEHTOB
(kapThI, CXeMbl, TUIAHBI, YePTeXXH, POTOCHUMKHU U APyrue JOKyMeHThI 00ab1oro ¢popmara),
B Lle/IIX MX COXPAHHOCTH M yJO0OCTBa MOJIb30BaHUA He MOSIIMBAIOTCA B Aela, A XPAHATCA
CJIOKeHHBIMHM B 3aKPBITBIX TBEPAbIX MalKaxX C TpeMs KJIAaNaHAMHU U C 3aBsA3KaMHM WU B
KapToHHBIX JyTasapax (KOpOOKax) B Ka4ecTBe MPHIOKEHUU K AenaMm. Ha Kakaymo mamky
(KOpOOKY) cocTaB/AsieTCss BHYTPEHHSASA OMTUCHh HAXOAAIMXCS B HEHM JOKYMEHTOB.

D
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IloaroToBKa e/ K NOAIINBKE BKIIOYaeT:

1) MPOBePKY PU3UIECKOTO COCTOSTHUSA JOKYMEHTOB;

2) MPOBEPKY NPaBUIBHOCTH (OPMHUPOBAHUS 1€ ]T;

3) MPOBEPKY MPAaBHIBLHOCTH 0POPMIEHHS JeT;

(ovoox MEF—
[IpoBepka pU3UIE€CKOTO COCTOSTHHSA JOKYMEHTOB

Jnsi oneHKH NPUTrOAHOCTH AOKYMEHTOB [/ IepeAadyu B
apXuB NPOBOAMTCS INMPOBEPKA UX (PHU3NIECKOTO COCTOSTHUSA C

IIe/IbIO BbIABJICHMA:
1) AOKYMEHTOB, MOPAXXKE€HHBIX OMOJIOrnYeCKuMHU

BpeauUTEIsIMU;
2) AOKYMEHTOB C IMOBBIIIE€eHHOM B/JIAKHOCTDBIO,

3) ZOKYMEHTOB C MOBPEXIeHUAMHA OyMarv v TEKCTA.

4) MN3bATHUE CKPEITOK, METAI/IMYECKHUX erne)l(ef/i.

[IpoBepka nmpaBuIbHOCTU POPMHUPOBAHUA J€JIa

Ilepen moxmIMBKOM 1ej1a NPoBepsieTCs NPABUILHOCTH €ro ()OpMUPOBAHUA
1) COOTBETCTBHE COAEP)KUMOTO JejIa CTaTheé CBOJHOUM HOMEHKJ/IATyPhI JiejIa M CPOKY

XpaHE€HUs CTATbHU ITIO HOMEHKJIATYPE€;
2.) Hain4due B [eji€é TO/IBKO YCTAHOBJ/IEHHBIX MJOKYMEHTOB ITIOCTOSASHHOTIO oo

BpeMeHHOro (0o/ee 10 1eT) XxpaHeHUsT;
3) cOOIIOEeHNE IPUHATOTO MOPAAKA CUCTEMAaTU3ALUH JOKYMEHTOB B JIeJI€;

4) HaIA4YME BCEeX HEOOXOAMMBIX 3/IeMeHTOB odopmuaeHusa aena (0emoro mucra
BIIepeJu Jeja, BHYTPeHHel omucu (B cilydyae HeOOXOJZMMOCTH), TUCTA-3aBEPUTEI,

KAapPTOHHOM ITOJIOCKH).




l'lepe,q HO,ZLIIIPIBKOﬁ MNPpOU3BOAUTCA YAa/I€eHHUE BCEX CKPEIIOK,
CKOOOK 1 APYIrHX METATTUYIECCKHUX KpEl’[E)KEﬁ M3 AeJia (BPY‘IHYIO
M C NCITOJIb30BaHMNEM aHTI/ICTEHl'[]Iepa)

e uEmeT Do ey, |
2\



Ilodzomoeka k nodwueke dead

1)

s nodwuexku dena

6epemcs nanka-ckopocwugameJb
u3 KapmoHa u ckjaadvieaemcs
nonosiam no nepedHemy u
cpedHemy ceuby nuuesoli
CMOpPOHOU 88epX:

CKOPOCILHBATE!b




Ilodzomoeka k nodwueke deada

2)

Hs
ckopocwiugeameins
aAKKypamHo
éblHUMAemca
memanaudeckuu
3amMok:

o Ilocne 3amka c nomowbo

| xaHueasapckozo HOXca u3 nanku
~ | ebiHUMaemcs kapmMoOHHOe uiu
| knetikoe IIBX-kpenneHue oas
3amka.

i




3) Ilodzomoeka k nodwuske dena

/o exnadvieaHus 8 0610xcKy:
¢popmupyem deno u3 1ucmos
pasHozo gpopmama,
npedeapumenbHO C8OPA1UBAS
Jucmul, npegbluiarowjue
¢dopmam A4, u cknadviean ux
no nopadky, a 3amem Hymepyem
Aucmul'

HedopmaTHas BemoMoCTh pa3BepHyTast

HedopmarHas BemomMocTh
CBepHYyTasl




Ilodzomoeka k nodwuegke deada
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4. Hymepauua aucmoe




4. Hymepauus aucmose

o 5
AETCTBERHOCTLIO «Pocarpon YTBEPKJIAID

CamocTosiTe/IbHBIE JIMCTHI OOJ/Iee
MeKoro ¢opmara, Yem ocTaabHbIE,
HYMEPYIOTCS OTAeIbHBIMU
HOMepaMHU B MOpsAKe BaJl0BOM

HyMepauuu

il

Jksuaatop 00O I
Dona Ne P- 2170 s

nouGpe =
HT e opra '“‘ & N PHHTY OKpYAIOmeH  Cpe/tbl
AepamsnoR CyK6) > Cubupckomy  deaepabiony
TOCYIAPCTBEHHON  CTATHCTHKH I
Hosocu6upckoi oGaacTi» = e ——

mpn  Mymicrepere o
| Poccicxo eacpan, Y

[21 [P=2221 | Tocynapernenioe yupency
| Hosocn6upekoe  otacnerme

(I | Poccuiicxott ®enepammn

Eciu K JoKymeHTy (JIMCTY) MOAK/I€EHbI OAHUM KPaeM Apyrue JOKYMeHThI (pacuyeTHbie
JINCTKHU K JIALEBBIM CYe€TaM, BCTABKHA TEKCTA, MePEBOAbI, BHIPE3KH M T.II.), TO KaXKAbIA
JOKYMEHT HyMepyeTcsi OTAe/IbHO oO4YepeAHbIM NOpPASZKOBBIM HoMepoM. I[Ipu stom
CHavaj/la HyMepyeTcs JUCT, K KOTOPOMY IIPUKJIeEeHbI Apyrue JOKYMEHTHI, a 3aTeM Y)Ke B
cleayoueM MopsAjKe: CBepXy — BHHM3, CjleBa — HallpaBO MHNOJK/JI€eHHbIe OJHUM Kpaem
auctku. Ilycreie nucrku He HyMmepyoTtcsa. [locie Hymepanmm cocraBiasieTcst JIACT-

3aBepHTeb.



5) CocTaBieHue TUCTa-3aBepUTEIA Aela

JIMCT-3ABEPHUTEJIb JIETA Ne

B zene noamuto # npotymeposano 172_(c1o cembiecst apa) _auct(os)
(undppasu 1 nponkcsio)

eNe__ 1 moMe 173 . BTOM 4HCae:

JMTEpHBIE  HOMEPa  JIHCTOB

nponyueHnsie HoMepa aucros 42, 101
+ IHCTOB BHYTpeHHel onueH 3

E."’M_-I-
-Z-




CocraB/eHue 1HUcTa-3aBepUTE/Is Aela (mpopomkenne)

B MHCTEe-3ABEPHTETE YHEAIBIBAKTCA
ImEpPanMIL L PO IIHChEH HOWIHY eCTBO
OpOoHYMEepOBAHHBIN JIHCTOB H  OTISIbBHO,

gepes 3HAK & «+» KWIHYE CTBO  JIHCTOB
BHYTPpeHHeIll OODHCH (OpH €€ HATHYHH) B
JAHHOM JeiIe.

B amcTe  saBepHTesle OTMedamTCHA
oCoDeHHOCTII HyMepPamIn AHCTOB,
dsHUYecHOTo COCTOAHHA JOKYMEeHTOB H
GOopMHIPpOBAHIIA TeIa:

- HATHMYHE THTEPHBIX HOMEPOB AHCTOB;

- HaATHYHME OPONYIMeHHBIX HOMEDOB
SIHCTOB;

- HOMEPOB IHCTOB ¢ HAaKIeeHHBIMH
doTorpadranIn;

- HOMepOB KpynHooOpMaTHBIX THCTOB;

- HOMEPOB KOHBEDPTOB C B/IOM{EHIIAMIT I
KOIHYeCTEO BAOMKEeHHBIN B HIIX JIMCTOR);

- HOMEPOE NOBPEedIeHHBIX THCTOB;

- HAIHYHE B Jede THOorpadcrimx
IKIEMILTAPOE OpPOINHNP € KOTHYEeCTBOM
JIMCTOB B HHX, €CTH OHH He ObLIH OTMeQSeHbI
B 0o0mell BATOBOI HYMEPAIIIHI B JeIe,

KoamgecTBo THTEPHBIX, NPONyIIeHHBIX
JAHMCTOB IWDHHO YYHTBIBATBCH B HTOTOBBIX
JAaHHBIX

o KOIHYeCTBe OpoHYMepOBAHHBIN
aucros. Hanpmvmep, mocaeIHHII IHCT JeIa
HMeeT HOMEP 252, HO B Je71e €CTh JIHCTHI C
HOMEpPAaMI 5a II 304 M DponylleH HoMep 17. B
3TOM Caygae oboee KOIHYECTBO IHCTOB
OyIeT COCTABAATE 252 + 2 — 1= 253.



6) CocTraB/ieHre BHYTPEeHHEH ONMMCH JOKYMEHTOB /iela

Jna yuema dokymenmos onpedeneHHblx kKamezopuil,
yuem KOMOpbIX 6bl3bleaemca cneyugukoii JaHHOU
BHYTPEHHSSI OTIHCh JOKYMEHTOB JIEJIA Ne dokymenmauuu (0co60 ueHHble, au4yHble Jdena, dea

- 0 ozpanuueHHo2o docmyna u dp.), cocmaeasemcs
8HYIMpeHHARA ONUCb JOKyMeHINo8 dend.

| Neni/nn | dUO ] ' Tlpumeyarnne

1 | Apxupos PT. ) =21 .
T T — e O65a3amenbHblM n6/]9€Mca cocmasjieHue HympeHHeu
A [GeaaaNE “e_is | onucu 0c060 ueHHbIM doKyMeHMam; komniaekcam (Hapsadam)
7 | CamernmaEL, 06 152 JIUYHBIX desl, 0OKyMeHmMamM no AUYHOMy cocmasy, 8 KOmopbix
: L B ol !

HaApyuweHda cucmemamu3sauus.

| SR Bunympenmnsas onucs dokyMeHINos8 dena
i e ' | cocmaensemca makxce Ha obsemHble dena NO AUHHOMY
T — - - cocmaay, eciu oHU chopmMupoeaHsvl N0 pasHo8UOHOCMAM
T JdoKymMeHInos8, 3dz0/108KU KOMOPbIX He packpslearom
12 ' ‘ KOHKpemHoe codepycaHue 0OKyMeHMOoa.

14 Yo ‘ /Ilucmsbl éHympeHHetli onucu nodwuearmcsa 8 Havane

= ' dena. Ecau deno nepennemeno uau nodwumo 6e3 6aanka

| ~ éHympeHHell onucu JOKyMeHIN08, MO COCMAasieHHAas Nno

e - | - ycmaHoseleHHOoU hopme onucs nodkaeusaemcs 3a 8epxHull
- — Kpaii K BHympeHHel cCmopoHe Jquuyesoii 0610xcku dena.

Wroro 4 (4erbipe) JIMYHBIX jle/1a pabOTHHKOB (CTYAEHTOB) I
(LMot D omcaic BHympeHHﬂ.ﬂ onucs GOK)’MeHmOB denla cocmaeasemcs
KonuyecTBo THCTOB BHY TPEHHEH ONHCH 1 (oaun) Ha omoeabHOM Jucme no ycmaHoleeHHoﬁ ¢OPMC.
/ ] (undppamut 1 nponckio) I
V9 £/7
W L hppeceds

Vi ——le o
/Toanucy Pacuindposka noanucn

K enympenHeti onucu dokymeHnmos desia cocmaensemcs
umozoeasn 3anuchk.

Jlucmbt  6HympeHHeli onucu Odenda HymepyrOmcs
omdenbHo apabckumu yudpamu u 6 aucme-3agepumee
dena ykasvlearmes epe3 3HaAK «+».




) ‘ INopsadok nodwueku dena
PackpsITyIO Manky oOT
CKOpOCIIMBaTe/IyK/IaAblBaeM

Ha CTOJI BHYTPEHHEH CTOPOHOM
BBepX M KJaJeM Ha Hee
JIMCT-3aBepUTENIb JTULLEeBOM
CTOPOHOM BBepPX, PACKPBITYIO
MAaNKy OT CKOPOCIIVBaTe IS
yKJIaAbIBaeM Ha CTOJI BHYyTPeHHeH
CTOPOHOM BBEPX M KJIaJieM HA Hee
JIUCT-3aBepUTENb JTALLEBOM

CTOPOHOH BBepX,

Ha nucr-3aBepuTenp KiajeM CIOXXEHHbIE MO
NOPAAKY JOKYMEHTHI, a 3aTéM BHYTPEHHIOK
onuchk au60 uucreii aucr. Ilocae >Toro
yYPaBHUMBaeM JieBbIi Kpau BCeX JIHUCTOB C
JATUHUEH MOAIINBKH (cpeguuni cruo
O0JIOKKH), HaKJIagblBaeM IIOJIOCKYy W3
KapTOHa IIMPUHON He 0ojiee 1,5 CM IJINHOM,
paBHO# BbICOTe J/HCTa d¢opmara A4, U
NpUKpenisieM BeChb MaKeT AOKYMEHTOB K
00JI0O)KKe CBepXy Y CHU3Y 3a)KUMaMM.




8) [IpoOMBKa OTBepPCTHI Ha Je/IaxX sl IPOUIMBKHU

Ha neBoM mosie CKperUIeHHbIX 3a)KMMaMH¥ JOKYMEHTOB LIW/IOM MJIH APEIbI0 CO CBEPIOM JUAMETPOM
3,2-3,5 MM J€JIa€M 4 CKBO3HBIX MPOKOJIA, 3aXBaTHIBAOIIME HIKHIOK YaCTh 00T0)KKH, IMCT-3aBEPUTEIb,
JIUCTHI JOKYMEHTOB, Oe/TbIii TUCT ¥ KAPTOHHYIO IMTOJTOCKY.

Kpaiinne mpoKoibl JO/DKHBI PACOIAaraThCs Ha PACCTOTHUM NPUOGIU3UTENHHO 1 CM. OT HHDKHErO U
BepPXHEro Kpaes JIUCTA.

CocexHue MPOKOJIBI AO/HKHBI PACIO/IATAaTHCSA HA PABHOM PAaCCTOSTHUH APYT OT APyra.

Kpowme Toro, HeoO6xoanmMo yoesuThbCsi, YT00bI MOAIIMBKA He 3aTPYAHsI/Ia CBOOOZHOTO YTEHUSI TEKCTa,
PacCIIOIOYKEHHOTO BOJIM3U JIEBOTO TEKCTOBOTO MOJIS.

Ilpu HeZOCTATOYHON WIMPHUHE TE€BOTO MO JOKYMEHTOB /J/isi MOAIINBKHU IIOB MOXXHO CMECTUTH K
JIEBOMY KPAl0 HaCTOJILKO, YTOOBI 3TO HE YXYAIIN/I0 Ka4eCTBa MOAIINBKH.

Ecim mimpuHa /1€BOro MO JOKYMEHTOB He IMO3BOJseT OSHOBPEMEHHO 00ecne4YuTh CBOOOAHOE
YTeHHe JOKYMEHTOB M BBICOKOE Ka4eCTBO MOAUIMBKH, 0 MOJIIMBKI HEOOXOAUMO MOJK/IEUTH C JIeBOM
CTOPOHBI JINCTOB JOTIOTHUTEIbHbIE OyMa)KHbI€ IMMOT0CKH He0OX0ZUMOM INUPUHBI.




9. Ilopsadok nodwuexku OJdena

Y TEEINAM O 0K MERTOR AL 1A N
.y

— 'm

Ommepsiem HyxncHytlo OauHy kpenkoii Humu (0AuHa HUMU 6 1 Cl0XCeHUe COCmasaseimn NPuMepHo
paccmosHue OIM KOHYUKOE8 Najibuyeé GblIMAHYmMOlU 6 CMOpoHy pyku do Mnjie4eso2o cycmaea
NnpomueonononcHol pyku), eédeeaem 6 6oabwyl0 CANONCHYIO U2y, ckaadvlédeM 6 2 CH0NCeHUs,
3amszueaem y3e.

IITumb HauuHaem ¢ cCamozo HUNCHe20 OMmeepCcMmus: 6mbvlKkaem 6 He2o U20JIKYy C8epxXy 6HU3, npodesaem
HUMb;

daniee emblkaem uz2yy 60 2-0e CHU3y omeepcmue ¢ 06opomHoili cmopousl 3adHell 06a0xcKku dena -
u2na ebixodum Ha éeepx (éblmackueaem u2oaKy u3 KApMOHHOU NOAOCKU-yCUAUMENS ;

Bmuwikaem uz2ny 6 3-e omeepcmue ceepxy 8HuU3;

Bwvimackueaem ee uz camozo eepxHezo omeepcmus Ha ce6s;

Bmuvikaem 6 om cebsa ceepxy 6Hu3 80 8mopoe ceepxy omeepcinue, 3ainem Ha ce6sa esimackusaem u3
2-020 CHU3y, Hamsazueaem Xxopowo obGe HumMKu, 6blxodawue u3 1-020 U 2-020 CHU3y omeepcmuili u
3amsazueaem Ha 3 y3eJka HA YPO6He Nepeo2o CHU3y omeepcmus. ocinasnsiem KOHUbl HUMOK, pPAéHble 1,5-2
cm, ocmanvbHoe obpe3aem.



10. OpopmiieHHrE 00I0KKHY Aejia

e

OGnokKa (TUTYIbHBIA JIMCT) [ea MO JIUIHOMY
coctaBy o¢opM/IsIeTCsI IO YCTAaHOBJIEHHOUW d¢opme.
Haanmucu Ha 006/10)KKax gen (TOMOB) c/ieAyeT BhIIOTHATH
YepHHUJIaMH, Pa30opuuBO, 0e3 cokpauienumii. Ecim Ha

O00JIOXKKY HaKJIeuBaeTcs TUTY/IbHBIA JIUACT,
U3TOTOB/IEHHBIN TUMOTPAPCKUM CIOCOOOM, TO HALINCH
Ha HeM MOXXHO Ile4yararTb. [WUTyIBHBIN  JIUCT

PEeKOMEH/IyeTCsi HaKJIeMBaTh ¢ HAKJIAJKOM KJiesi Ha BCIO
MOBEPXHOCTh JIMCTA C TE€M, YTOOBI TOA HHUM He
00pa30BBIBAIOCH TYCTOT.

OGM0XXKH Jie/1 ¢ ZOKYMEeHTaMH, UCIIOTHEHHBIMU Ha
CTAaHAZAPTHBIX JIUCTAX, JO/HKHBI UMETHh Pa3MepsI 229 X 324
MM. O0IO)KKH eI C ZJOKYMEeHTaMu, U3TOTOBJIEHHBIMH Ha
HECTAaHJAPTHBIX JIMCTAaX, MOTYT HMETh pa3Mepsl,
COOTBETCTBYIOIME Pa3MepaM MOAIIUTHIX B HUX INCTOB.

OGMOXKH el ¢ [AOKYMEeHTaMH, HWMeIOLuMHA
anuTenbHbIe (25 1 Gojee 1eT) CPOKHU XPaHEHHUSs, JOHKHBI
OBITh U3TOTOB/IEHBI U3 TBEPAOTO KapTOoHA. /I 06/I0KeK

Aeil, CdaBa€MbIX Ha TOCyJapCTBEHHOE€E XpaHeHue,
INpUMEHAETCA 0eCKMCIOTHBIMI KapTOH.
,ZlJI}I npegoxpaHeHUus AOKYMEHTOB oT

MeXaHu4YeCKOM IMOpYMN Ha MEPBOM M MOoCJI€eJHEM JTHUCTAX
J€j1a, TOMa 1Imepen HpOIIIPIBKOﬁ HAKJIENMBAIOTCA ITOJIOCKH
TOHKOTO KapTOHa, 4Yepe3 KOTOpbl€ M IMPOIIYCKaeTCsAa

LIHYP.
Ipu opopmiieHnH men MPUMEHATh KaHLEIAPCKUI
(cmmuKaTHBI)  KIed, My4YHOM ¥  KpaxXMaJIbHbIA

KJIelcTepsl He ciIefyer.




PeKBH3UTHI, MPOCTaBAsieMbIE Ha 00/I0)KKe (TUTYJIBHOM JIMCTE) JeJIa,
0pOPMIIAIOTCSA CIeAYIOIIUM OOPa3oM:

Ha 06/10)KKe ge/ia yKa3bIBalOTCS PEKBU3UTHIL:

HaMMEeHOBaHHe OPraHU3alUU U €€ HeNOCPeACTBeHHasA MOAYMHEHHOCTD,
HaMMEeHOBaHHe CTPYKTYPHOIO MOApa3ie/1eHusd,

WHIEKC AeJa,

HOMep ToMa (9acTn),

3aroJIOBOK Jea (Toma, 94acTn);

KpaiiHMe AaThl Aena (ToMa, 4acTH);

KOJIMYECTBO JINCTOB B Jee (ToMe, 4aCTH);

CPOK XpaHeHMUs eJia;

V V V V V V V V V

apxuBHBIN P gena.



