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1. O0wue noJaoKeHus

1.1.Hacrogmee TlogoxeHye SBISeTCS JIOKAIBRHBIM  HOPMATHUBHBIM  GKTOM
TBIIOY «HoBOTPOULKHH CEeNbCKOXO3IHCTRENHEIN TEXHUKYM» (HaJiee MO TEKCTY
VapexaeHne), yCTAHABINBAST SANHbIE [IPABMIIA ACTONPOU3BO/ICTEA B Y UPEHKACHHUN
¥ HampaelieHo Ha ofeclieucHpe ¢IMHCTBA B IPUHIWNAX OPraHU3alMM CUCTEMBI
JIOKYMEHTO000pOTa B YUPEKIEHHH.

1.2.Bonpocel paGoThl ¢ JOKYMERTAMH YUpPerkNeHHs PeryJHPYIOTCH HACTOSILIMM
TTomosxkenveM, VYcraBoM YUpeXAcHMS M 3aKOHOAATeNLCTBOM — Pocculickoi
Meepaumm.

1.3.06mmit KOHTpOTs 38 AOKYMEHTAIMOHHBIM obecredyeHueM JeATelbHOCTH
Vapexnenus, 3a COOJIOJICHWEM  ©IMHOW  CHCTEMBI  [IEJIOIPOM3BOLCTRA,
METOAMYECKOE DYKOBOACTBO paGoTolf ¢ mokyMeHTaMu ¥ o0yuende pabOTHWKOB
OCHOBHBIM TPeDOBaHMIM K COCTABIICHUIO H 000POTY MOKYMEHTAMK BO3IAraloTCsS Ha
AMMHUHUCTPALHIO Y UPEHKACHUS.

1.4 Paboteuxy  YupeskaeHHs HecyT JMCIMINIMHADHYIO OTBETCTBEHHOCTH 34
BeITONTHeHHe TpeboBanuii [lomoxkeHUss 1O AENONPOH3BOACTRY, COXPAHHOCTH
HAXOMSIIKXCS ¥ HUX Cly:KeOHBIX JokyMeHToB. OO yrpare JOKYMEHTOB HEMEHJICHHO
TOKIIaILIBAETCS TUPEKTOPY YUPEeKISHUA.

1.51epegaga MOKYMEHTOB H HX KOIWH palOTHHKaM CTOPOHHHX OpraHH3allHi
JIONYCKAETCs ¢ pasperieHus JUpeKTopa YUpekIeHUs ¥ YIIOITHOMOYSHHBIX UM JIALL 38
UCKIIOYeHNEM  CJIydaeB, TMPeIycMOTPEHHLIX —3aKOHOAAaTe/bcTBOM — PoccHiickoH
Depepanun.

1.6.ITpu yxome paboTHHKa B OTIYCK, YOBITHH B KOMAaHIMPOBKY, YBOILHEHHHA HITH
nepeMeienun (epeBojie) IMEIOLIHEcs ¥ Hero JOKYMEHTH! 110 YKa3aHUH0 IMPEKTOpa
YupexieHus MepenatoTes ApyroMy pabOTHHUKY.

1.71Ipaga, oOS3aHHOCTH W OTBETCTBEHHOCTHL  COTPYIAHHKOB — YUperkKACHMS
OTIPE/IENSIOTCS JOJDKHOCTHRIMH MHCTPYKLIMSMY, TPYJIOBBIMU JIOTOBOPaMHU.

2. OcHoBHBIE TPeOOBAHUH K 0(POPMIAEHNIO TOKYMEHTOB
2.1, B cooTrBeTcTBMM ¢  JeMCTBYIOIIMM  33KOHOAATEIhCTBOM B
- VUpexOeHWH  M3JAKOTCs,  COCTAaBMIOTCH M O(MOPMIIIOTCS  CIeNyIoLIHe
JOKYMEHTBI:  NpHKashl {(pacriopmKeHy), HHCTPYKIHH, NOTrOBOPHI (KOHTPaKTH);
AKTBI, TIPOTOKOJIBL, [MMCEME, IPYFHe JOKYMEHTHI,, HeoOXOoMMMbBIE TS
HOPMAaNTBHOTO PYHKIIMOHUPOBAHUS Y UpeKIAcHH.

2.2. OTBETCTBEHHOCTE 3a Ka4ecTBO TOATOTOBKHM INOKYMEHTOBR W NOCTOREPHOCTE
COIEPKALIMKXCH B HHUX CBEeJACHMH BRO3naraeTess Ha MM, [OArOTOBUBILMX,
3aBM3UPORABIINX M ITOMIACARINX NOKYMCHTEL

2.3.Bce BH/IBI OPTraHH3aIMOHHO-PACTIOPS AN TENBEHEIX JIOKYMEHTOB B
VupexaeHny nedararoress Ha OnlaHKax ycTaHoBAeHHoro obpaszua. B pabote
VapexIeHns WCIONb3YIOTCS: OaHK pacropskerus; OMaHK [puxaza W apyrde
ONPENEeNIeHHEIX BHJIOB OJAHKM ¥ HHEIX BHJIOB JOKYMCHTBEl 00A3aTCILHLIX JUIS
TIPUMEHEHHU (hOPM YCTAHOBMEHHEIX 3aKOHOIATENLCTBOM Pocculickoi Qegepaunu v
MHBIMH HOPMATHBHBIMY [IPaBOBBIMHU aKTaMHU.

2.4, Jaroii noxyMmeHTa SABISETCH JaTa €ro IOANMHCAHUg, IS JOKYMCHTA,
NPUHUMAEMOrO  KOJUIETHANIBHEIM — OPTaHOM, -—— J4ara  ero DPUHATHA, Ul
YTBEPKAAEMOTO TOKYMEHTA — JaTa YTIBeKAeHUN. [lara JoKyMeHTa IPOCTaBIIsSeTCs
JOJDKHOCTHBIM JTMLIOM, HOIITMCHIBAOILAM WITH YTBEPIKIARIIIMM JIOKYMEHT.

MM JOKYMEHTOB, COCTABIEHHBIX- COBMECTHO C HECKOILKHMH OpPraHu3alisiMi,
JlaTOW JOKYMEHTA SRIAETCS AaTa HOATIHCAHUS €ro IoCleieH opradusalHei.

2.5. Ilpu He0OXOMMOCTH OLICHKH 1enecoodpa3sHoCcTH MIPUHSTHS
JOKYMEHT2,  ero  OOOCHOBaHHOCTH W COOTBETCTBUS  38KOHONATEIBLCTRY
Poccuiickolt Depepaunn W JOKANBHBIM axtaM  Yupexaenus. Cormacosanne
MOKET IPOBOTUTECH KaK BHYTPH Y UpeiKAeHH, TaK H BHE ero.

Buyrpennee cornmacoranue oQoOpMILETCs TIyTEM BH3HPOBAHMS TPOEKTA ZOKYMEHTA
JOIDKHOCTHBIM JIMIIOM YUPeXAEHHS, UMEIOIHMM Ha 3TO TIpaBo. BU3a BKIHOUAET B
ce0s HauMeHOBaHHE [OIDKHOCTH BU3MDYIOMIETO JOKYMEHT JIMLE, JIHYHYIO
MOAIHCE, €€ PACIU(PPOBKY ¥ JATY BH3HPORAHN.

3aMeyaHUsd W AONONHECHHS K IPOEKTY JNOKYMEHTa H3JaraloTes Ha OTAeTLHOM



JHCTE, O 4eM IpH BH3UPOBaHUH CTABMTCA OTMeTKa: '3aMedanus npuiaratores’.
Buiza npocrapisercs Ha 3K3eMITIIpax JOKYMEHTOB, OCTAIOIIUXCS B YUPCH/ICHUH,
HIKE TIOANMCH II0 JIEBOH CTOPOHE MOCICAHEro JIMCTa IOKyMeHTa. [IpoexTsl

PACTIOPSHKEHMH, NPHKA3bEl BHIUPYIOTCS Ha TIEPBOM 3K3EMIUIPE Ha 00OPOTHOH

CTOPOHE TOCHENHETO THCTA JOKYMEHTA.
2.6. OcobeiM  crocoOOM  BBEJCHMS  JOKyMeHTa B JeHCTBUE  SBISETCS
ero yreepaienne. JJOKYMEHThl YTBEMKIAET IUPEKTOP YUupeiaeHus. Y TBepKieHue

JOKYMEHTA ITPOH3IBOAHTCA IIPOCTABACHHEM IpH(a YTBEPNASHHS W HM3JaHueM
PAcHIOPSIUTENEHOIO JOKYMEHTA.

2.7 TexcT mOKYMCHT2 JOKeH OBITh KPAaTKMM, TOYHRIM, HE OOITYCKAOLIHM
PasNIYHEBIX TONKOBaHMH. PexoMeHmyeTcs cOCTABRIITH JOKYMEHT, Kak IIpaBuiio, o
OIHOMY BOIIPOCY, YTO VCKOPYSET MX PACCMOTPEHHE, MCTIOIHESHHE U CIIOCODCTBYET

TTPaBUIILHOMY

GOPMHPOBAHUIO OCI.
TexkcTrI PacTIOPSIAMTENLHBIX, JOKYMEHTOB U THCEM COCTOAT W3 JABYX yacted, B

NepBOH  YKAa3bIBAKOTCS OCHOBAHHS MM MPHIMHLI COCTABIEHHS JOKYMEHTOB. Bo
BTOPOM HYacTH M3/IaraloTcsd peIleHUs, PACTIOPSKEHHS, MPeaJIOKEHMS, MHEHUS,

BBEIROJBL, ITPOCHOEL.
B nucemax crenyer o0pallaTeCsa OT MMEHU OPTaHH3aIHHU HIIM €ro CTPYKTYRHOIO

TIOApa3 e IeHHS.
2.8. B ciayuae ecnu MOKYMEHT CONEPIKUT MIPHIOKEHHs, 00 5TOM JoJKHA OBITH
clleflaHa CChuIka B JokyMenTe. lIpunoikeHHs JIOMXHEI HMMEThH BCC HCOOXOIHMELIE

JJI AOKYMCHTA PEKBM3HTEL
Ecmm OPpHUIICKeHHs T B TEKCTC HE HAa3B4HEBI, TO B KOHIOEC TCEKCTA IJOKYMCHTA

HeoOXOAMMO TIEpEdHCIIHTE WX HA3BAHMS, KOJWUECTBO JIUCTOB H 3K3EMILIIPOB
KaKJ0TO.

ITpyu HanuYPK HeCKONBKUX IIPUIOKEHUMN K DACTIOPSAUTEILHOMY AOKYMEHTY Na
HUX [POCTaBIAIOTCS NOpsAIKoBEle HoMepa [Ipunoxkenune 1, [lpunoxenue 2 1 T.A.

2.9, JoxkymMeHTBl HOMNMUCHIBAKITCS [AHPEKTOPOM YUPEKACHHS WA JHLOM,
HCIIOJHAIOIIWM er0 009330HOCTH.

2.10. LIElIa IOKYMeHTax, Tpedyromux  ocoboro  yoocTosepeHus  MX

HOJUIMHHOCTH, CTABUTCS [184aTh.
2.11. By K JOKYMEHTY He TIPUIOKEHA KOIIMSL OTBETHOTO TIHCHMA, TO UCIIONHUTETE

IenaeT HamllHCh, KOTAa M Kak HenoaHeHd gokyMeHT. llocne 3Toro DOKyMedT
MOALLIMBACTCS B JEIO B COOTBETCTBMM C HOMEHKIATYPOA [ef, YTBEPXKIAEHHOH

IPHKA30M AUPEKTOPa Y YpexAeHUs.

3. Ilpagnaia noaroroBku H ohopMmJIeHMA JOKYMEHTOB
3.1. TIpoekTsl HAOKYMEHTOB, IPEACTABNSCMEBIC Ha TOANHCH IUPEKTOPY
VuperkneHus,  AOMKHB  MMETE  BM3Bl  HCTIONHUTENS,  PYKOBOAMTENEH

3aMHTEPECOBAHHBIX CTPYKTYPHLIX MTOpa3iefcHuH,
DOopMYIUPOBKH  CITYXKeOHBIX JOKYMEHTOB JOIDKHBI  OBITE  TOYHBIME, He

JOITYCKAOITHMY ABOAKHX TOJIKOBaAHHM. .
[Tpukaz —- 310 HOPMAaTHUBHEBIM DJOKYMCHT, M3/ 1aBacMEBIN AT PEIICHINA

KaKuX-JIMOO 3a0a4.

I [puxasel JOMKHBI HMETE Ha3BaAHUE, JATY U HOMED.
[IpyKka3el IO OCHOBHOMH JAESTEIRHOCTH HYMEDYIOTCHS W BeOyTCsl OTAENLHO OT

MIPHKA30B 10 KagpaM.
PUKa3b] ITOANHUCBIBAOTCH NUPCKTOPOM y‘-lpe}{(lleHHH HJIH THU1IOM, MCIIOIHAIOIIHM

ero 00J3aHIOCTH.
3.3. TIpoTokonm 4gBJeTCH MOKYMEHTOM, (MHKCHPYIOUIMM X0J 00CyXIeHud

BONPOCOB H HPHHATHIX DGIH@HHI;JI. Texcr IIPOTOKOJIa COCTOMT M3 OBYX HACTEH:
BBOOHOH ¥ OCHOBHOM.
HpOTOKOJ’IBI HOAIMCEIBAOTCH NIpEeaceaaTeNIeM H CCKpeTapeM opraHa,

TIPOBOAMBILIETO 3aceHaHue, pelleHHe KOTOPOro 0hopMIIEHO ITPOTOKOIOM.
3.4. AKT - JOKYMCHT, COCTABIEHHAI HECKONLKUMH JIMLAaMH ¥ IIOATBED K IAIO LM

(aKkTel, COOBITHS.
AKTEL ohopMITAIOTCA Ha 001ieM GianKe Yupewxaesus. Fein cocrasisercd He s
BHYTPCHHEIO MCIONB30BAHMA B YUPSXKJEHWH, TO OH JOIKEH Ccoaepkarh

OPUAHYECKUR anpec YUpemxneHus.
AKT TOAITUCHIBACTCS [IPeAceaTe/ieM W YIEHAMH KOMHMCCHH, COcTaBUBIIElH AKT.



3.5./10TOBOPEI COCTABIISIFOTCS IOPHCTOM yUpexaeHHs. JJoroBap JIOJNKEH OTBEYUATh
BCEM  OPEAYCMOTPEeHHBIM  3aKOHOJaTedscTBOM — Poccmiickod  Dexpeparum
TpeDOBAHAIM K HEMY.

3.6Ilo comepXaHWiO W Ha3HAYEHUIO [MUCHMa MOTYT OBITh. KOMMEPUECKUMH,
FapaHTUiHEIMYE, TTHCEMaMHB-3aIIpOCaMK, [THCHAMAMHK OTBETAMH M Jpyrue. TexcT
TIMCEMA JOIDKeH OBITh JTAKOHWUHBIM, [IOCTe0BATebHLIM W KOPPEKTHEIM.

3.7.JJoMKHOCTHAS MHCTPYKIMI -— OTO I[IPaBOBOH aKT, M31aBacMbid Ui
perIaMeHTallil  OPTraHd3alOHHO-IPABOBOIO  ITOAOXKeHUs paloTHHKA, €ro
003aHHOCTeH, OpaB, OTBETCTBEHHOCTH M O0ECTICUHBAIOIIMH YCIIOBHS AJs €ro
s hekTURHON paboThI

J1omKHOCTHAS MHCTPYKUMS COCTABIAETCS COTPYAHKKOM OTIENa KaJPOB WIIM JHLIOM
ero0, 3aMCHIIOLITMM Ha OCHOBE JIOKYMEHTOB, COASPKAIIMX CBEASHHS O TIOJIHOMOUMSIX
paOOTHHKOB, IIPEACTABIACMEIX PYKOBOIUTENEM COOTBETCTBYIOLIETQ CTPYKTYPHOIO
noapasjeiieHus.  IIpoekT  HOJDKHOCTHOM — WHCTPYKUMK — COTJIACOBBIBAeTCS ¢
mpegcenareneM  MPodCOIO3HOr0 KOMUATETA YUpexAeHUs H  YTBEPKAAETCH
JHPEKTOPOM Y UpEKACHHSL.

Ha ocuoBanywy JJOKHOCTHOM HHCTPYKLUUM paszpabaThIBAETCs TPYAOBOH HOTOBOP C

COTPYLHUKOM Y UpPEXICHHS.
JomxHOoCTHAsT WHCTPYKLIHUS II0 CBOEMY COIEDKAHHUI JOMKHA COOTBETCTBOBATH
[PEYCMOTPEHHEIM 3aKOHOMATENBCTBOM Poccuiickol Mesepanyn TpeboBaHUAM, a
AMEHHO:  COJEPXaThb  CIEAYIOIME PA3felsl  JIOJDKHOCTHBIE,  OOSI3aHHOCTH,
TpeGoBaHKd K 3HAHHAM H ITPOQeCCHOHANTRHRIM HaBBIKaM padoTHHKE, TpeDOBaHKsA K
KBATH(AKAIHY PabOTHHKA.

3.8.B cooTBeTcTBHYM ¢ TPeDOBAHUAMH TPYIOBOTO 3aKOHOIaTeNECTRE POCCHiCKOH
Dejiepaliud B YUpeKISHHUSI YCTAHOBIEH eUHbBIHN IOPAIOK OPOPMIIEHUS [TPHEMAa,
VBONLHEHMS! ¥ [IePEBOAA COTPYAHUKOB, COBOKYIIHOCTL JIOKYMEHTOB, B KOTOPEBIX
3a(UKCHPORAHLl  3TATBI TPYIOBOH ISATEILHOCTH COTPYAHMKOB, HA3LIRAETCH
MOKYMEHTAIIHEH 0 TPYIOBOH IeITeIHFHOCTH COTPYAHRKOR MK JOKYMEHTALUEH 10
ITHYHOMY COCTABY.

K raxum goKyMeHTaM OTHOCATCS: TPYJOBbIC JOIOBOPEL; NPHUKA3b! [10 Kajipam,
TPYJIOBElE KHM)KKH; JIMYHEIe KApTouky (popMbl T-2; JUYHBIE Ne74; JIMLEBLIE cHeTa
110 3apaboTHOH I1aTe; ApYyrue JOKYMEHTD!, O OPMITSIIOIIHE TPYIOBBIE OTHOLISHMS
¢ pabotaukamit. [lomydenne u 006paloTka AOKYMEHTOB [0 JUYHOMY COCTaBY
OCYINECTBIIACTCS B COOTBETCTBIH ¢ [IonoKeHneM 0 3alludTe 1ePCOHANBHbBIX
JAHHEIX PAOOTHUKOB YUpemACHNUS,

4. Opranuzanus 10KymMenToobopora

4.1.Bca mocrynarouiags B YupeXJeHHE KOPPECHIOHUEHIMS PpErucTpypyeTcs B
YKYDHATE BXOJAILMX JOKYMeHTOB. 1locie paccMOTpeHus TUPEKTOPOM Y UpEes(ISHNs
WIH MHBIMA  KOMIIETEHTHBIMH  COTPYAHUKAMM, MJOKYMEHTHl C PE30EOLUMAMU
HAMIPaBIAIOTCS UCTIONHUTENIM depe3 ceKpeTaps U JOBOASTCS IO MX CBEJIEHUS 101
POCIINCE.

4.2 JoKkyMeHTbl, MOAIHCAHHBIC JIAPCKTOPOM YUDEKACHHS W NMpPeAHA3HAYEHHLIE
JUIS OTIIPABKH, IIEPEUAIOTCS B KaHUIESIPHIO CeKpeTaprd, e [NPOM3BOJAMICH MX
PETHCTPALMA B JKYPHANC HCXOIUALIMX JOKYMEHTOB, MOITOTOBKA K OTIPaBKE W

OTIIPaBKa. }
Komumu oTnpapisgemMol  KOPPECIOHIEHIMY ¢  BH3AMH  TIQAUIMBAIOTCS B

COOTBCTCTBYHROILUNE TIAIIKH, B COOTBETCTBHM C HOMGHKﬂaTypOﬁ AL Y UPEHACHA.

S, TIopsiiok ROHTPOS MCTIOIHEHUST NOKYMEHTOB

5.1. Tlepuomguueckye TPOBEPKH. IIPABMIBHOCTH HCIIOJIHEHUS JOKYMCHTOB
IIPOBOJATCS TUPEKTOPOM Y UPEXK IEHHNS,

5.2.CpoKH HMCTIONHEHHS JIOKYMEHTOB VKA3BIBAIOTCS B TEKCTe AOKYMEHTa WIW B
PEOMOIMN  THUPeKTopa. EciM CcpOK HMCMONHEeHWS He YCTAHOBIEH, TO JAOKYMEHT
JIOIDKeH OBITEH UCIIONHEH B CPOK, HE IpeRLIIarIiel ouH MecsIL.

5.3 KoHTpone HUCIHOJHEHHS OCYINECTRIETCS Ha OCHOBAHWH PErHCTPaliHOHHBIX
JIAHHBIX: 3allHCEH B YPHAAAX HCXOASLIeH H BXOHSALIEH KOPPECIOHACHLMH.

JIOKYMEHT CUMTAeTCS HCIIONHEHHEIM U CHUMAETCS ¢ KOHTPOIISA IOCTE BRITIOIHEHMUS
comepXKaluxcs B HeM mopydeHuit. Ha poxymeHTe NpOCTaBiseTCs oTMeTka 00
UCTIOJIHEHU Y, TIOIIVCE JIUIla, OATBEPKAAIOIICrO UCIONTHEHMe, 1aTa.



6. Pa0ora dcnonHuTe/1ed ¢ JOKYMEHTaAMH
6.1. Paborurk YupexaeHus, KOTOpoMY TOPYYEHO UCITOIHEHUE NOPYICHUS, HeceT

* IepCOHANRLHYIO OTBETCTBCHHOCTHL 34 TIOJHOTY M HOCTOBEPHOCTL HHOOPMALIMI,

HCIIOIB30BaHHON IIpH [ICAI'OTOBKE OTBCTA.

7. [Topsiaok NOAroTORKH U Niepedayd Je/l Ha XpaHeHHe B aPXHB

7.1. JlokyMeHTaI{s, HE HCIIoAb3yeMasl MOCTOSHHO B palore YUpemKIeHUs,
IIepeaaeTCd Ha XpaHeHHe B apXuB Yupexpcand. XpaHeHHC HOKYMEHTOB B ApXHBE
VYupexaenus OCYILCCTRILICTCS B TeYeHUe CPOKOB, YCTAHOBIEHHBIX
3aKoHOjaTenscTROM Poceufickoit Denmepauny, B 9acTHOCTH, IS (HDUHAHCORLIX
TOKYMEHTOB — 5 NeT, 1 AOKYMEHTOB 10 IUYHOMY COCTaBy — 75 neT.

Ha 3aBepieHHRIe Jela IIOCTOSHHOTO, BPEMEHHOTO XpaHeHHs H [0 JHYHOMY
COCTaBy, MNPOIIEAIINE 3KCIEPTH3Y LEHHOCTH, OMOPMISHHBIE B COOTRETCTBUM C
HACTOSIIAMH TPeOOBAHUAMY, CKETOIHO COCTABNAIOTCS OTTUCH.

- Ilpu cocraBieHpu onucu  genl  coOmofatorcs  chepyrouide TpedoBaHus:
3aronoBKM el BHOCYTCS B OIIMCHE B COOTBETCTBHM C TIPHHATON CXeMO¥
CHCTEMATH3AIMM Ha OCHOBE HOMEHKIATYPEI JIeiT;

- rpadbl OIHCH 3alONHAIOTCS B TOUHOM COOTBETCTBHH ¢ TEMH CBEHEHHSAMH,

KOTOpEIE BEIHECEHEI HA OONOXKKY Hena; 3
[IMCH JCH COCTABIAKOTCS 110 YCTAHOBIEHHOH (opMe B TPex 3K3eMILIsIpax.

8. 33Kﬂ}0‘lHTeﬂbeIe NDOJOKEHUA
0.1 Hactositiee monoxeHue 00s3aTelbH0 UIS MCIIONHEHYS BCeMU paboTHUKAMU
YupexzaeHus.
8.2 AsmeneHnsa M JOIOJHEHHS B HACTOMIIEE ITOJOKEHHE BHOCSITCS NPHKa30M
JpeKTopa Y UpeskACHUA.

Cocrapmn: CEKPETaph UpcKTOpa
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