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HUHCTPYKIHSA IO JEJOIIPOU3BOACTBY

1. O6mme noI0KEHAHA

1.1. MHCcTpyKIEsS 10 Aenonpou3BoacTBy B OGIIECTBE ¢ OrpaHHICHHON OTBETCTBEHHOCTBIO Y 4e0HbIH
neHtp «DxemeptT» (manee — VHCTPYKIHA) yCTAHABIUBACT SAHHYIO CHCTEMY AENONPOH3BOMCTEA U IOPANIOK
IOJTOTOBKY, O(QOPMIICHHS, IPOXOXKACHHA, KOHTPOJA 3a HMCIONHEHHEM, y4eTa, XPaHCHH:, H3TOTOBICHAS,
KOIIMPOBAHHS H TUPAKUPOBAHHS CIIy)XeOHBIX TOKyMeHTOB B OO0 Y4eOHEIH HeHTp «OKCIIEPTY.

1.2. VmcTpykums paspaGoTa€a B COOTBETCTBHH C TpPeOOBaHHAMH (eIepalbHEIX 3aKOHOB OT
22.10.2004 Ne 125-®3 «O6 apxuBHOM gene B Poccmiickoit @exeparmmy, ot 27.07.2006 Ne 149-03 «O6
rHGbOpMAIIHH, HH(bOPMAITMOHHEIX TEXHONOTHIX M O 3amuTe HEbopManyu», ot 02.05.2006 Ne 59-@3 «O
HOpSIKe paccMoTpenms obpameHuit rpaxuan Poccmitckoit ®eneparmu», or 01.06.2005 Ne 53-®3 «O
rocyaapcTBeHHEOM A3kike Poccuiickoit ®exepanumy», ot 06.04.2011 No 63-®3 «O6 31eKTPOHHOM HOAIHCHY,
TIpaBui XpaHEeH!s, KOMIUIEKTOBAHHUS, yIeTa H HCIIONE30BAHAs TOKYMEHTOB ApXuBHOrO Qon/a Poccuiickol
deepalliy | JPYTEX apXWBHBIX IOKYMEHTOB B OpraHax IOCY/[apCTBEHHOM BIIACTH, OpraHax MECTHOIO
CAMOYIPABIEHHS, OPraHU3ALMIX, YTBEPKIEHHBIX TpPHKa30oM MHHKYIBTYPEL OT 31.03.2015 Ne 526,
HAIMOHANBHEIX CTaHmapToB Poccuiickoit Pepepanuu 1o ympapnesHio jokymentamu: 'OCT P 7.0.8-2013
«CUBW]IIL. Jlenompom3BoncTBO W apxupHOe neno. Tepmumbl u ompenenenus», I'OCT P 7.0.97-2016
«CUBUJl.  OpraEM3alMOHHO-PACIOPSIMTENbHAS — NOKyMeHTamus. TpeGoBaHHsS K o OpMIICHHIO
nokymenToBy, I'OCT P MCO 15489-1-2007 «CucTema cTaHIApTOB MO MH(OPMANHH, OHOMHOTEIHOMY H
H3aTebCKOMY JIeTy. Ypasienue fokyMeHTaMu. Obmue TpeGoBaHHUY.

1.3. IIpumenenue WHCTPYKUMH IODKHO CIHOCOOCTBOBaTh (OPMHPOBAHUIO ODHIMATEHO-IETIOBOrO
CTHIIA JOKYMEHTOB, noaroraBnuBaeMelx B OO0 YueOHbIH 1eHTp «DKCHEPT»; COKPANIEHHUIO 3aTpaT TpyAa !
CPEICTB B TIPOIECCE CO3JAHMS HOKYMEHTOB. MHCTpyKmus SIBIAeTCs OOSA3aTENBHOM JUIA HCTIONHEHHS
pabOTHHKAMH U JIALAMH, OCYLECTRIIMIOMUMY TOATOTOBKY 1 0(pOPMIICHHE JJOKYMEHTOB.

1.4. Tlonoxenus VHCTPYKIMH pPAaCIpPOCTPAHSIOTCS HA OpraHM3alui0 paboTel ¢ NOKyMEHTAaMH
HE3aBHCMMO OT BHIA HOCHTEId, B TOM UHCJE 3JIeKTPOHHBIMH IOKYMEHTaMH, BKJIIOYas IOArOTOBKY,
06paboTKy, XpaHeHHWe W  HCIONB30BAaHHE  [JOKYMEHTOB, OCYIIECTBIAECMBIX C  MPHUMCHCHHEM
“HGOPMALIHOHHBIX TEXHOJIOTHHA.

1.5. OcobennocTd paboTHl C JOKyMEHTaMH, COMCPKAIIUMH KOH(QHASHIHATBHYIO HH(bOPMAIHIIO
(crmyXebHYI0O ¥ HHYIO TaiiHy, NEPCOHAIBHEIE NAHHBIE), PEryIHPYIOTCS CHENMATbHBEIMH HOPMATHBHBIMH
aKTaMi (HHCTPYKIMIMH, TIOJOKEHHAMH, IPABHIIAMH), yTBepKIaeMbiMu supexropom 000 Y4eOHBIN IIEHTD
«DKenepTy (Hanee - TUPEKTOD).

1.6. TpeBopamms MucTpykupm K paboTe ¢ OyXranTepcKOH, Hay9IHO-TEXHHYECKOH M Jpyrod
CleluanbHOM JOKyMEHTaluell paclpoCTpamsioTCs JHOb B 9acTH OOMIMX NPHHLUMIOB PaGOTHL ¢
TOKyMEHTaMH, a TAK)Ke IIOATOTOBKH JIOKYMEHTOB K IIepe/iade Ha apXUBHOS XPaHCHHE.

1.7. OTBETCTBEHHOCTh 3@ OPraHU3allHIO M COCTOSHHE IETIOMPOHU3BOJCTBA B 000 VYuebHbIH 1EHTP
«DKCIIEPT» HECET AUPEKTOP, KOTOPHIH:

— yTBepKIaeT VIHCTPYKIMIO IO JIeTMONPOH3BOACTBY M HoMeHKaTypy Aen OOO VueGHerli HeHTp
«DKCIIepT» ;

— MHHUIMHPYET NOBBIIEHHe KBATHQUKauK pabOTHHKOB IO BOIPOCAM JIEI0IPOR3BOICTBA;

— YIOCTOBEPSET IOAIHICHIO U NEYATHIO TOKYMEHTEL

1.8. Hemocpencreenno BeneT jesonpousBozctBo B OO0 YuebHbld HeHTp «IKCIepT» METOHCT,
KOTOpBI Ha3HA4aeTcss IPHKA3oM MHPEKTOpa. MeETOJHCT B COOTBETCTBHHM C BO3JOKCHHBIMH HA HETO
3aJagaMu:

— OCYIIECTB/ISIET PETHCTPALIMIO U y4eT JOKYMEHTOB;

— OpraHU3yeT JOKyMeHT0060pOT, POPMUPOBAHHE NI, HX XPAaHCHHE;

— OCYIIECTBIIET TEKyI[Hi KOHTPOIb 3a CBOEBPEMEHHBIM PACCMOTPEHHEM M TPOXOKICHHEM
noxymentoB B OO0 YueGHEI NEHTP « DKCIEPTH;



—obecnieunBaeT coO0/IeHNe eIUHBIX TpebOoBaHWM IO MOATOTOBKE JOKYMEHTOB H OpraHHM3alll{
pabOTEI ¢ HUMH B YCIOBHSIX 3I€KTPOHHOIO JIOKYMEHTO0D0POTE;

— 0bo6maet uadGopmanuio 06 obreMax TOKyMEHTO000pOTa;

— opraam3yeTr (JOpMUpPOBaHHE U XpaHEHHE JOKYMEHTAIlHOHHOTO (DOH/IA M €r0 MCIOJIb30BAHUE.,

1.9. Tlpu yxoje B OTITYCK, BEIE3/le B KOMaHIHPOBKY, Ha BpeMs OONE3HH HIM B CIydac YBOIbHEHHA H
nepeMeneHus o ciyxbe paboTHHKM 00S3aHBI IEpefaTh BCE HAXONAIIMECH Y HUX JOKYMEHTEI JPYyTroMy
pabOTHHKY 10 YKA3aHWIO BEIMIECTOSINETO PYKOBOAMTENS, IPH YyBOIBHEHHWH PabOTHHKA WM IEPEBOJE Ha
APYIYIO JO/DKHOCTE Tepesiada JOKYMEHTOB U JIeJl OCYIIECTBIIAETCS 110 aKkTy IpHeMa-Iepeiadd (IPHIoKECHEA
Ne 1, Ne 2).

1.10. Buecenue u3MeHeHui B MTHCTPYKIMIO OCYIIECTBIIETCS IIPHKA30M JUPEKTOPA.

1.11. C BHOBR IpHHATEIMH PaGOTHHKAMH, Ha KOTOPEIX BO3IAraloTcs O0A3aHHOCTH IO BEACHHIO
IENONPOU3BOCTBA, B TCUCHHE TPeX HHEH IOCie IOCTYIUICHHS Ha paboTy NPOBOJMTCS HHCTPYKTaX IIO
BEIEHHUIO JISTIOIPOU3BOICTBA TUPEKTOPOM.

1.12. PaGorarhk ¢ JIOKYMEHTaMH BHE CIIy)KEOHBIX IOMENIEHHH H BHOCHTh B HHX HCIPABICHHUS
3aIrpemaeTcs.

1.13. Benmenue TEpenucKH C OpPraHU3alMAMH OCYIIECTBIASTCS THPEKTOPOM WM HHBIM
YIIOJTHOMOYEHHEIM UM JOJKHOCTHEIM JIHIIOM.

1.14. Brmonsenue Hacrosmeit MHcTpyKumy obs3arensHo mis kakaoro paGotHuka OO0 YueOnsi
HEHTp «DKCIEPT, ¢ ee TpeOoBaHUAMY pPabOTHUKH JOJDKHEI OBITH O3HAKOMIICHBI IO IIOITHCH.

2. lokyMeHTbI OpraHHA3alHH

2.1. JIupekTop WM JIHIO, UCTIONHAIONIEE €r0 O0A3aHHOCTH, U3/(AeT IIPHKA3kl, HHCTPYKIHH, IPaBHIIA,
MONOYKEHHS, OOs3aTeNbHbIe IS WCIONHeHus BceMu corpyaHukamMa OOO VY4ueGHEIH HEHTp «DKCIEPT»
(mpumoskernns Ne 3, Ne 4).

2.2. Xon obcykIeHHS BOIPOCOB HA 3aCEIAHMSX KOJUIETHANBLHEIX OPraHOB, COBETOB, COOpaHHMIX,
COBEIAHUAX ¥ PENICHHUS, IPHHAMAaeMbIe Ha HHX, QHKCHPYIOTCS B IIPOTOKONAX.

2.3. Jng oCyIIeCTBIEHHsS OIIEPAaTHBHBIX CBA3€H ¢ JPYrHMH OpTaHM3allMsIMH H TIpakAaHaMH
HCTIONB3YIOTCS Takue (HOPMBI, KaK IHCEMa, (GaKCHl, TeIerpaMMEl, TeleOHOrpaMMBL.

2.4. JIng ocyIIecTBIEHHs IPHEMa, YBOIbHEHHS, IepeMelleHus pabOTHHUKOB, MPEIOCTABICHHS MM
oTHycKOB OGOPMIISIOTCS. TPYZOBEIE IOrOBOPHI, NPHKa3kl MO JIMYHOMY COCTaBY, 3asABICHHS, TPYIOBEIE
KHUKKH, JIAYHBIE KAPTOYKH B JIP.

3. IIpaBsunia oopmiIeHHs NOKYMEHTOB

3.1. OcHoBHbIE TpeOoBaHUS 0 0()OPMJIEHHIO JOKYMEHTOB

3.1.1. Joxyments odopmisitoress Ha Gmankax OOO VueOHEIA LEHTP «DKCIEPT» H HMEIOT
YCTAHOBJIEHHEI KOMIUIEKC OOs3aTeNbHBIX DPEKBH3MTOB M CTAOMIBHBIA IOPSNOK HX PacIONOXKECHHA
(pacmonoikeHue PeKBH3HTOB Ha GIIaHKaX OpraHM3allMOHHO-PACTIOPSIUTENLHEIX TOKYMEHTOB COOTBETCTBYET
I'OCT P 7.0.97-2016 «Cucrema cragmapToB o uHGOpManuy, 6GMOMMOTEYHOMY H H3IATEIBECKOMY JCIy.
OpraHi3aIHORHO-PaCIOpsIATENbHAS JOKyMeHTaHsA. TpeGoBanus K 0DOPMIEHHIO IOKYMCHTOBY).

3.1.2. B 000 VueGHbli 1eHTp « DKCIEPT» IPUMEHSIOTCS IPOI0IbHEIE ONaHKHu:

— 6nask miceMa (mprnokenus Ne 5, Ne 6);

— 6nank npukasa (mprioskeHns Ne 7, Ne 8).

BilaHKH JOKYMEHTOB M3roTaBiHBaioTcs Ha Oymare dopmaToB A4 (210 x 297 mm), AS (148 x 210
muM). Kaxmenit mucT qoxyMenTa, obOpMIeHHBIH Kak Ha OrmaHKe, Tak | Oe3 OliaHka, TOJDKSH HMETh IOJIS:

20 MM — nteBoe;

10 MM — mipaBoe;

20 MM — BepxHee;

20 MM — HIDKHEE.

Vcnonb30Bande GIaHKOB NPOM3BONBHON hopMBl He paspemaetcs (mpumoxkerns Ne 3 u No 4).

3.2. Odopmiienre PEeKBH3HTOB JOKYMEHTOB

ABTOp NJOKyMeHTa



Hammvernoranre OO0 Vae6GHEI HEATP «DKCIEPT» yKa3blBAeTCAd B TOYHOM COOTBETCTBHH C yCTaBOM
000 Vuebmeii wentp «Oxcmepr». CokpameHHOe HAHMEHOBAHHE IOMEIACTCA TOX  IIOJNHEIM
HaHMEHOBaHHEM B CKOOKax.

HayMeHOBaHHE TODKHOCTH JIALA — aBTOPA IOKYMEHTA HCIOIB3YeTCs B ONaHKaX AOJKHOCTHBIX JIHIL
H pacroyaraeTcs o HAHMCHOBAaHUEM 000 Yyebuslii nearp «OxcnepT» . HanmMeHoBaHue JODKHOCTH JIHIA
— aBTOpa JOKyMEHTa YKa3EIBacTCsA B COOTBETCTBHM C HANMEHOBAHUCM, IIPHBE/ICHHEIM B PAaCIIOpsAUTEIBHOM
JIOKyMEHTe O Ha3Ha4YEHUH Ha JI0JDKHOCTE.

Copaso4Hbie JaHABIE 00 OpraHA3alHA

Crpasounsre nanuse 06 OO0 VueOHBI HEHTP «OKCIEPT» YKA3HIBAKOTCA Ha fraHKax IHUCeM H
BKIIOYAtOT B cels: azpec, Homep TenedoHa, haKc, afpec MEKTPOHHOH MOYTEL, CETEBOH ampec, a TaKKe
OKIIO, OI'PH, MHH u KIIII opranu3anui.

HanMenoBaHue BHIa JOKYMEHTA

HauMeHOBaHKe BHIA JOKyMeHTa, coctaBneHHoro OO0 Y4eOHBIH MEHTP «IKcmepTy», TOMKHO OBITH
OIpesieNIeH0 yCTaBoM (IIONOXKEHHEM) W HODKHO COOTBETCTBOBATH HAMMCHOBAHIIM BHIIOB TOKyMEHTOB,
npexycMorpernsM OKV]I: akT, cripapka, 3aliCKa, CBOJKA, OT3BIB, MPOTOKOJ, CIIHCOK, H3BEMICHHE H JIP.
PacnopsyMTeNbEbE  TOKYMEHTHl OpPTaHH3allidd H3JAI0TCA €O CICAYIONMUMH  HA3BAHHAMIL IIPUKa3,
pacropsDKEHHE.

HamMeHOBaHKE BAAA B PA3HOBHAHOCTH JOKYMEHTA HE YKa3bIBACTCA B IIUCHMaX. MecTo cocTaBlIEHHS
WY W3MaHWs JOKyMEHTa yKaseiBaeTcs Ha Ona#kax JIOKYMCHTOB 000 VueOHBIA IEHTP «IDKCIEPT», 3a
HCKIIOYEHMEeM OJIaHKOB muceM. HaspaHHe MOKyMEHTa Ie4aTaeTCsl MPOTTHCHBEIMH OykBaMH IIOJLy;KHPHBIM
mpuadTOM.

JlaTa JoKyMeHTa

JlaToif MOKYMEHTa SBIAETCS JaTa €ro IOIIHCAHHs (WM yTBEPXKIEHMS); IS JOKYMEHTA,
IIPHHAMAEMOT0 KOJUIETHATbHEIM OpraHoM (IIpOTOKOJIA), — HaTa ero 3acelanus (IPHHATHA perienus), s
aKTa — [aTa COOBITHA, AN JOKYMEHTa, TpeOyIOmEro ero yTBepiKICHH), — aTa ero yTBEPH/ICHIL.

st JOKYMEHTOB, COCTAB/IEHHEIX OIHOBPEMEHHO HECKONLKHMH OpraHH3aliiMH, JaTo¥ JOKyMeHTa
SBIISETCS JaTa IOANHCAHUS ero NOoCHeHeH opraHu3aued.

Jlata HOMIFCAHUS, YTBEPHKUCHHS, COTNACOBaHHsS JOKYMEHT, a TakKe JATHIL, COASpIKAICCHd B
TeKCTe, TOJDKHEL 0hopMIISTECS LH(POBEIM CIIOCOGOM. DIIEMEHTHI ATkl IPABOJATCS apabckumu nudpamu B
OJHY CTPOKY B IIOC/ICIOBATEIBHOCTH: JICHE MECHIa, MECSLL, TOX.

Hampumep: 17.09.2022.

PerucrpaumoHHbIi HOMEp TOKYMEHTA

PerucTpalldOHHEIR HOMep — Hu(poBOe HIH 6ykBenHO-1IMpoBoe 0003HAUCHHE, IPUCBAMBAEMOC
INOKYMEHTY IIPH €T0 PErHCTPaLlHH.

PerucTpanus T0KyMEHTa [IPOBOIUTCS HOCHIE €T0 MONHCAHUS WK Y TBEPHKICHI.

J[71s1 BHYTpEHHHX JOKYMEHTOB — IIPHKa30B, IIPOTOKOTOB — 35TO IIOPSIIKOBEIM HOMEP B IIpereliax
KAJIEHJApHOTO TOJa MO KAKIOMY BHIAY WM PasHOBHAHOCTH JIOKYMEHTOB. B mpukazaX perHCTpalHOHHBIH
HOMEP MOJKET JIOTIONHSTHCS GYKBEHHEIM HHCKCOM, 0003HaYal0IIM pasHOBHAHOCTH (HampuMep: IpHKa3 10
OCHOBHOH mesitensHOCTH oT 16.09.2022 Ne 253; mpuKka3 10 JIHYHOMY cOCTaBy OT 15.08.2022 Ne 22/1c,
npukaz 06 ormyckax ot 12.08.2022 Ne 42/0, mpuKa3 M0 KOMaHHPOBKaM OT 25.08.2022 Ne 25/k).

It HCXOMISIMMX JOKYMEHTOB PETUCTPANHOHHEIN HOMEP COCTOUT:

1) B3 MOPsIIKOBOrO HOMEpPA B IIPEJICTIaX MacCHBa OTIIPABIIEMOH KOPPECTIOHICHIINH,

2) WHIEKca Ie1a B COOTBETCTBHH € momeHkaTypoii en OO0 YaeOHbIH HEHTP «DKCTIEPTY .

PerucTpallOHHEIH HOMEp TOKyMEHTa, COCTABJICHHOIO COBMECTHO JBYMS M foree opraHH3aLUAMH,
COCTOWT M3 PErHCTPAIMOHHEIX HOMEPOB TOKYMCHTOB KauIOH H3 STUX OpraHH3anyi, MPOCTABIAEMBIX TEPE3
KOCYIO UepTy B IOPSJIKE yKa3aHHs aBTOPOB B IOKYMEHTE.

CcbLIKa HA PerHCTPANHOHHBIA HOMep H JaTy A0KyMeHTa

CcHIIKA Ha PETMCTPAIHOHHEIH HOMED M JIaTy JOKyMEHTa BKIIFO4ACT B ce0st peTHCTPalHOHHEL HOMEP
¥ faTy JOKYMEHTa, Ha KOTODBIM MOIDKEH OBITh JaH OTBET. Ccpinka Ha HOMep M JaTy IOKYMEHTa
HCIIONB3YETCs IIpH OOPMIICHHH ITHCEM, SBJISIOMMXCSA OTBETAMH Ha IIOCTYIHUBILES THCHMO (zampoc, npocely



1 gap.). CsemeHms B pPEKBH3UT IIEPEHOCATCS C IIOCTYNHBINErO MOKYMEHTA M COOTBETCTBYIOT
PETHCTPAIMOHHOMY HOMEDY M JaT€ HOCTYIIUBIIETr0 IOKYMEHTA.

OrpasHYHTEIBHAS OTMETKA ISl JAHHOTO PEKBH3WTA IIPOCTABIAETCS B JIEBOM YacTH OnaHka MuchMa
TIOJT PEKBH3HTOM «IaTay» U «PETHCTPAIlMOHHBIA HOMEP JOKYMCHTa).

Hanuume [aHHOrO pPEKBH3HTA HCKIIOYaeT HEOOXOOMMOCTh YIOMHHAHHMS HOMEpa H JaTh
IOCTYIIHBIIETO TOKYMEHTA B TEKCTE [IHCHMa, 9TO OCBOGOK/IAET TEKCT OT CIPAaBOYHOMH HH(DOPMAITHL.

MecTo cocTaB/IeHHS WM H3AaHHS JOKYMEHTA

MecTo cocraBieHMs (u3maHudA) JgokyMeHTa (T. Mockea) yKaseIBaeTCs B JIOKyMEHTaX,
M3rOTaBIUBAEMBIX Ha OJIaHKaX KOHKPETHBIX BHJIOB JOKYMEHTOB.

Anpecar

JIOKyMEHTBI aIpEeCylOT B OpraHBl BJIACTH, OPraHM3alWH, WX CTPYKTYPHBIC OAPA3/CICHHS,
JOTDKHOCTHBIM MITH QU3HIECKUM JIHIAM.

IIpu agpecoBaHHMH JOKYMEHTA B OPTaH BJIACTH, OPTaHU3AIMIO MM €€ CTPYKTyPHOE IOJPasTeICHHe
(6e3 yka3aHus JO/DKHOCTHOTO JIHIA) HX HAHMEHOBAHHE ITHITYT B UMEHHTEIBHOM MalCiKe.

Hanpumep:

00O Vuebsbpli LEHTP
«DKCTIEPT»

[lpy HampaeieHHH JOKYMEHTa JOIDKHOCTHOMY JIHIy Ha3BaHHE OPraHM3aldu W €€ CTPYKTYPHOro
Opa3/ieNieHns YKA3EBAIOT B IMEHUTEIEHOM TIAIEKe, 8 JOJUKHOCTD B GaMHIIMIO afpecara — B AATCIBHOM.
Muunmaibl cTaBATCS nocie aMHINA HE3aBHCHMO OT TOT0, KOMY apecoBaH JOKYMEHT — NOJDKHOCTHOMY
THILY WIH (PU3HIECKOMY.

Hampumep:

MusnTpy Poccun
JlemapramMeHT YCIOBMH M OXpaHBl Tpyla
HauanpHuKy OTena IOJHUTHKHM OXpaHbl TPy Aa
Wsanosoit M.1.

Jnu Ha3BaHWE OPraHM3AIlMM BXOJWT B HAHMEHOBAHWE JODKHOCTH M OQOPMILIETCS B MATEIBHOM
majieKe
Pextopy
HHCTUTYTa
Weanopoit M.H.
[Ipy ajApecoBaHMM JIOKYMEHTA B HECKONBKO OJ[HOPOXHBIX OpraHM3allMil WX HA3BAaHHS CICIyeT
yKa3nIBaTh 0000IIEHHO.

Hanpuwmep:
OO0 VYwuebHpIi LEHTD
«DKCcIepT»

JlomycKaeTcs MEHTPEPOBaTh KaXIyI0 CTPOKY DPEKBH3WTA «AJpecar» IO OTHOLICHHIO K camoi
IJIMHHOM CTpOKE.
Hanpuwmep:
Hupexropy
000 VwuebHBII IEHTP
«DKCTIEPTY
I[Tepmoy 2.H.
B cocTaB PeKBH3UTA MOKET BXOMTh IOYTOBBIA afpec. DIeMEHTEI OYTOBOTO aipeca yKa3blBaloTCA B
IOCIIEIOBATETBHOCTH, YCTAHOBNEHHOH [IpaBHiiaMy OKa3aHHS YCIYT IMOYTOBOH CBS3H. [Tpu ampecoBaHHH
IMCBMa B OPTaHM3aIlHIO YKa3hIBAIOT ¢ HAMMEHOBAHHE, 3aTeM TIOYTOBBIH a1pec.



Hampumep:
000 «Menuarpynna AKTHOH-
Mudap»
Penaxuus CucreMst Kanpsr

Hosomvurpoeckas ym, 1o Sa, cip. 8
r. Mockga, 127015

Anpec He TPOCTaBIIECTCS HAa JOKYMEHTAaX, HANPABISAEMEBIX B IPABHTCILCTBEHHBIC YUPSKICHHS W
ITOCTOSHHBIM KOPPECIIOHIEHTaM, B STHX CIy4asX MOTYT IPUMEHATECA KOHBEPTHI C 3apaHee HalnedaTaHHbBIMU
azpecamH.

[pu axpecoBaHuy MOKYMEHTa QH3MYSCKOMY JIUIy HEOOXOIMMO yKa3bIBaTh (haMHUIIHIO, HWHUIUAIEI,
3aTEM IIOYTOBEIN afIpec.

Hampumep:

WBanoBY n.H.
Byteipckas yi., 1.17, xB. 25,
r. Mocksa, 127015

JIoKyMeHT He IOJDKEeH coJepKaTh Ooee YeThIpex aapecaToB, KX AbIH SK3EMIUIIP TAKOTO JOKyMEHTa
momkeH 661Th momucad. Cinoso «Konusy» nepes BTOPEIM, TPETEUM, YETBEPTHIM apecaTaMH He YKA3bIBakoT.

[Tpu HanpaBieHHH TOKyMeHTa Oolee 4eM B YeThIpe ajipeca COCTABIIAETCS CIIMCOK Ha PAcCHUIKY, a Ha
KaKIOM JTOKYMEHTE IPOCTABISETCSA TOIBKO OJIHH aJipec.

I'pud yTBEp)KIEHHS HOKYMEHTA

VIBepiKIeHHEe OOKYMEHTa IIPOM3BOMMTCS IIPOCTaBIeHHEM Trpuda YTBEPKICHUS WIH W3TaHHEM
pacIOpsSAMTENFHOIO JOKYMeHTa (B TeX Ciydasx, Korza TpeOyroTcs IONOIHHUTENBHBIE NPEINHCAHHS H
Pa3bsCHEHHUS).

JIOKYMEHTHI YTBEPKIAIOTCS THPEKTOPOM.

[TonoskeHHWs, IpaBWia, IOPSOKH, MOJDKHOCTHBEIE MHCTPYKIHMM, HHCTPYKIMH H Jp. [OIJIEXKAT
YTBEPKICHHAIO THPEKTOPOM H MIPHOOPETArOT FOPHIHYECKYIO CHITY TONBKO ¢ MOMEHTA HX YTBEPIKICHHU.

I'pud yTBepKOSHMS MOMEMAETCS B IPAaBOM BEPXHEM YITIy IEpPBOTO JIACTA JOKYMEHTa, COCTOMT H3
cnioea YTBEPXKJIAIKO (6e3 kaBhuek), IOJHOTO HAMMEHOBAHMS JOKHOCTH JIMIA, YTBEPIKJIAIOIIErO
INOKYMEHT, €r0 IHYHOM MOITHCH, ¢¢ paciriudpoBKH (MHUIIHAIOB, GaMHIIHK) U AaTH YTBEPIKICHHUS.

Hanpuwmep:
VTBEPXJIAIO
Hupexrop OO0 YueOHBIH HEHTP «DKCIEPT»
HIOJIIHCH 3.H.Ilepnos
17.09.2022

,HOHYCK&ETCSI B pCKBH3HUTEC «Tpmi) YTBECPXKIOCHHA OOKYMEHTa» ICHTPUPOBATE IJICMCHTEL
OTHOCHTEIIFHO CaMO# JUIMHHOH CTPOKH.

Hampumep:
VTBEPXIAIO
Hupextop OO0 VuebOHbIN HEHTP « DKCIEPT»
OOITHCH 2.H.Ilepnos
17.09.2022

[Ipu yTBEpIKAECHUH NOKYMEHTA HECKOJILKAMHE JO/DKHOCTHBEIMH JIMIIAMH HX MOIIHCH PAcIoNararoT Ha
OJITHOM YpOBHE.

[Ipy yTBEepKIEHMM JOKYMEHTa IOCTAHOBJICHHWEM, peIleHHeM, IPHKa3oM, IIPOTOKOIOM IpHp
yTBep:aeHus cocTouT u3 cnoa Y TBEPXKJIEH (-A, -O, -bl), HanMeHoBaHHA yTBEPIKIAIOMIET0 JOKYMEHTA B
TBOPHTEIEHOM IaEKE, ETO JaThl, HOMEpPA.

Hanpumep:

VYTBEPXIEH
[IpoToxonom obmero cobpanus



cotpyzuarkoB OO0 YueOHEIH LIEHTP « DKCIEPT»
17.09.2022 Ne 32
VIR
YTBEPXJIEHO
npukazoM OO0 YaebHbIi HEeHTp «IKCIEPTH
17.09.2022 Ne 32
Cnosa YTBEPXJIEHO u YTBEPXJIEH B mprnokeHHSX COrTAcyroTCs B POAE M YHCIE C BHIOM
yTBEpIKAaeMoro jokymenta: nmonoxerue — Y TBEPXKIEHO, uactpyknus — YTBEPJK/IEHA.
BHOCHTh Kakue-THO0 W3MEHEHHS M J00aBJICHHS B MOAMHCAHHEIS (YTBEpIKICHHBIE) TOKYMEHTE (€3
paspeleH s A, MOAMHCABIIEr0 JOKYMEHT, HE JOITy CKaeTCs.
OTBETCTBEHHOCTh 33 KA4eCTBO IOATOTOBKH NOKYMEHTOB M JOCTOBEPHOCTH CONEpIKAIIMXCS B HHUX
JIAHHBIX BO3JIAraeTcs Ha JIHIA, IOATOTOBHBINHE, 3aBH3UPOBABIINE U IIOANHCABIINE TOKYMEHTEL
3aro/10BOK K TEKCTY
3aro/oBOK K TEKCTY BKIIOUYAeT B ce0s KpaTKoe cofiepkaHue JOKYMEHTa, €r0 OCHOBHYIO CMEICIIOBYIO
HarpysKy. 3aronoBok (popmymupyercs ¢ npemorom «O» («O06») 1 OTBeIaeT Ha BOIPOC «O YEM?»:
— mpuka3 (0 veM?) 0 CO3AaHHH aTTeCTAllHOHHOW KOMHCCHH;
— npuka3s (o vem?) 06 yTBEp:KICHUH IITATHOTO PACTIHCAHUS]
— mucbMo (0 9eM?) 0 IPeOCTaBICHUH HH(POpMALIUH.

3aroNOBOK COCTABISET WCIOMHUTENh JOKYMEHTA. 3aroloBOK K TeKCTy odopmisercs IMOx
peKBM3UTaMH OaHKa cjieBa, OT TPaHUIE! JIEBOro mond. Eciu TeKeT JOKYMEeHTa HE IIPEBBINIACT H€ThIpeX-
IIATH CTPOK M oopmiieH Ha Oranke dopmara AS, 3aTOIOBOK MOXKHO HE YKa3bIBATE.

3aro;I0BOK JOKYMEHTa 3allACHIBAETCS IIPH €T0 PETHCTPAliK B COOTBETCTBYIOIIHE PErHCTPAalHOHHbIC
dopmer: kKapTOuKy, 6a3y JaHHEIX.

Texcer JOKyMeHTA

TeKeT JOKYMEHTA COCTAaBJISETCA HA PYCCKOM S3EIKE KaK TOCYJApCTBEHHOM s3bIKe PoccumHCKoH
®enepari. TeKCT TOKyMeHTAa H3JIAracTcs PYCCKHM JIMTEPATYDHBIM S3BIKOM C Y9EeTOM OCOOCHHOCTEH
O(bHIMATBHO-IENOBOTO CTHIS, BHAA JOKYMCHTA M €ro Ha3Ha4eHHs B YIPAaBICHYECKOH NEATETHHOCTH.
ComepikaHue JOKYMEHTa J0JIKHO OBITh H3JIOKEHO KPATKO, JIOTHIHO, TOTHO H SACHO.

TexcTsl JOKYMEHTOB H3JIararOTCs:

or 1-TO JMIA eIMHCTBEHHOTO UHCIA B JOKyMeHTax (IpHKa3, PAcIOpsuKeHHE M T. 1.) HTUPEKTOpa,
JeHCTBYIOMEro Ha NPWHIMNAX EJMHOHAYANMA, a TakKe MOKYyMEHTaX, aJIpECOBAHHBIX PYKOBOICTBY
OpraHM3aIMK: PUKA3bIBAL0... IOATOTOBHTE H MPEICTABHTL HA PACCMOTPEHHE; IPOIILy pacCMOTPETE BOIPOC
06 yCTaHOBJICHHH JIBrOTHEIX Tapa(OB...;

3-r0 JIHIla €IMHCTBEHHOrO YMCIa B JOKYMEHTAaX KOJUIETHAIBHBIX OPraHoB: KOMHCCHA DPCIIAIA...;
000 Y4eOHEIH IEHTP « IKCIEPT» HE CIATAET BO3MOKHBIM. .. |

1-T0 JIMIIa MHOKECTBEHHOTO 9HCIIa B COBMECTHBIX JOKYMEHTAX: IPOCHM IIPEACTAaBUTh JAHHBIC O...;
IpeCTaBIsieM Ha PAaCCMOTPEHHE U YTBEPKICHHE. ..}

3-ro JIHia MEOKECTBEHHOTO YHC/Ia B IPOTOKONAX: CIIYIIAIH, BEICTYTHIIN, IOCTAaHOBHIIH, PEIIHIIA.

B JOKyMEHTaX, YCTAHABIHBAIONIMX MpaBa H O0S3aHHOCTH OpTaHM3AlMHM, €€ CTPYKTYPHBIX
nofpasaeneHui (MoNoKeH!e, MHCTPYKIMSA), & TAKKe COASPKaIHX OIHUCAHHE, OLCHKY (hakTOB WIIH BEIBOJIBI
(akT, COpaBKa), HCIONb3yercs (opMma H3MOKEHHA TEKCTa OT TPETBEro JHia €JUHCTBEHHOTO MM
MHOKECTBEHHOTO JHCIA (COT/EN OCYIIECTBIISeT GYHKIMMY», «B COCTAB OOBEIUHEHHS BXOMATY, (KOMHUCCHS
YCTAHOBHIIAN).

B TekcTe MOKYMEHTa, MOATOTOBICHHOTO Ha OCHOBAHMH 3aKOHO/ATENBHEIX, HHBIX HOPMAaTHBHBIX
IPABOBBIX AKTOB, H3JAHHBIX OPraHAMH BIIACTH M YIPABICHHS, NOKYMEHTOB, paHES M3JaHHBIX OpraHOM
BIACTH — aBTOPOM JOKYMEHTa, yKashBaeTCs HAaMMEHOBAHWE BHJA JMOKYMEHTa, HANMEHOBAHHE Oprama,
M37ABIIET0 TOKYMEHT, aTa IPHHATHS WIH yTBEP/KIEHHS TOKYMEHTa, €ro PErHCTPALMOHHBIH HOMEP, a
TaK’Ke 3aroJIOBOK K TEKCTY MJIA HANMEHOBAaHHE B/l JOKyMEHTa, HallpHMeD:



«B cootBercTBMM ¢ mocraHoenenueM [IpaButenwcra oT 13.08.1997 Ne 1009 «O6 yrBepxKIeHWH
[TpaBmI MOArOTOBKA HOPMATHBHEIX IIPABOBEIX aKTOB (peIepalbHBIX OPraHOB HCIIOIHUTEIBHONH BIACTH H HX
TOCYAapCTBEHHOH PETHCTPAIIHN Y,

«B coorsercTBHE ¢ [TomoKeHHEM O IIOCTOSHHO ACHCTBYIOIIEH SKCIIEPTHOH KOMHUCCHH YIPEKICHHS,
OpraHH3allHH, IPEAIPHIATHS, YTBEPKICHHEIM IpuKka3oM Pocapxusa ot 19.01.1995 Ne 2...»,

Eciu TeKeT COlepKHT HECKONBKO MOPYYEHHH, PEIICHHH, BEIBOIOB, B TEKCTE BRINEIIAIOTCSA Pa3MIeNsl,
HOAPa3IesIbl, [TyHKTHL, TIONIYHKTEL

B TeKcT JIOKYMeHTa MOTYT BKITIOUATHCsI (hparMeHThl, 0QOPMIIEHHEIE B BHJIE TaOIMIIBI MK aHKETHL.

CTpaHUITEI TEKCTa HYMEPYIOTCs apaOCKUMH U (D pamMu IIoCepeIuHe BEPXHETO MOJIS.

B mucbpMax HCmomb3yIoT clemytonre GopMbl M3JI0KEHHS:

—OT MEPBOTO JIMI@ MHOMKECTBEHHOTO 4YHCIa («IIPOCHM HAIpPaBHTEY, «(HAIpaBAeM Ha
pPaccMOTpPEHHEY);

— NepBOTO JIUIA €MHCTBEHHOTO JHCIa («CIHTA0 HEOOXOMHMBIM Y, KIIPOILY BEIIEIHTE));

~ TPETHEro NuIila eauHCcTBeHHOro grca («O00 He BospaxaeT», « OO0 cuuraer BO3MOZKHBIMY).

OTMeTKAa 0 IPHJIOKEHHH

Ecny JOKYMEHT MMEET TPHIOXKEHHs, HAa3BAHHEIE B TEKCTE, TO OTMETKA O HHUX OQOPMILIETCS IO
cremyronieit popme:

[Mpunosxenue: Ha 10 1. B 3 3K3.

Ecii OpUIO/KEHHS B TEKCTE He Ha3BaHBI, TO HEOOXOMMMO MEPEUHCIIMTL HX HA3BAHUSA, KOMHIESCTBO
JIMCTOB H DK3eMILIIPOB KaXKI0TO.

TIpy HATHIHE HECKOIBKUX MPUIIOKEHHH OHH HYyMEPYIOTCS:

[Tpunoxenus: I [IIraTHOE Ha 4 1. B 3
pacIucaHue. .. 9K3.

2. CmeTa pacxo/IoB... Ha 4 1. B 3
9K3.

Eciu npuitoxkeHnst cOpomIOpOBaHEl, KOTHIECTBO JIACTOB HE YKA3HIBACTCSL.

Eciu K JOKYMEHTY IpWiaraercd Apyrod NOKYMEHT, TaKkkKe MMEIONUH NPHIIOKEHHE, OTMETKY O
HATHYHH OPUIOKeHHsT 0QOPMIIIIOT CIeIYIONHM 00pa3oM:

[Ipunoxenue: mackMo Pocapxusa ot 05.06.2003 Ne 02-6/172 1 npunoxeHne K HeMy, BCETO Ha 3 J1.

Ec/i IpHIIOKEHHEM SBISETCsl 000COGIEHHBIH 3IeKTPOHHBIN HOCHTEND (KOMMAKT-IHCK, usb-drem:-
HAKOIHTENb | Ap.), OTMETKY O HAJIHYHH IPHIOKEHHI 0QOPMIIAIOT CIIETY OIEM 06pasom:

[Tpumoxenue: CD B 1 2x3.

[lpg sToM Ha BKIaAbme (KOHBEPTE), B KOTOPEIM IIOMEIIACTCS HOCHTENb, YKa3BIBAIOTCA
HAaHMEHOBAHH JOKYMEHTOB, 3alIHCAaHHEIX Ha HOCHTENb, HMeHa (haiiios.

[IpunosKeHus JOMKHEL 0QOPMIITECS HA CTAHIAPTHBIX JHCTaxX M MMETh BCE HEOOXOIMMEIE IS
JOKYMEGHTOB PDEKBH3UTH (HAMMEHOBAHHME, 3alOJI0OBOK, IIOMIHCH PYKOBOIHMTENEH MOApa3IeIIeHH,
OTBETCTBEHHBIX 3a HX COJEPIKAHHE, OTMETKY O COIVIACOBAaHUH H T. II.).

Ha mpuiioxeHuy K paclopsauTeIbHOMY IOKYMEHTY B IIPABOM BEpXHEM YITIy CTaBHTCA OTMETKA C
yKa3aHHEM Ha3BaHHUs PacIOPSIUTENBHOIO JIOKYMEHTA, €r0 JAThl M PErHCTPAIIHOHHOTO HOMEpa.

Hanpumep:

[Ipunoxenue Ne 2
K npukazy OO0 YueOHblH HEHTP « IKCIEPTH
ot 17.09.2022 Ne 11

HayMeHOBaHWe BHIa IOKYMEHTa — NPHJIOXKEHHS (IIEPBOE CIOBO 3arojoBKa IPHIIOKEHHS)
BEIIEIISIETCS IPOIMUCHEIME GykBamu, nomysxupaeM mpudTom (IIOJJOXEHME, ITIEPEYEHD, CIIMCOK n
T. I.).

Jlomyckaercs solpakenne «[[PMJIOXKEHME Ne» medaraTs NpONHCHBIME OyKBamu, a TaKke
LEHTPUPOBATE 5TO BHIPAXKEHHE, HAMMEHOBAHHME JOKYMEHTa, €0 MHaTy H PErHCTPALMOHHBIA HOMEp
OTHOCHTENBHO CAMOM MIHHHOM CTPOKH.

Hanpumep:



[TPUIIOXXEHUE Ne 2
k mpuxa3y 000 Vueburrii nenTp « OKcnepT»

ot 17.09.2022 Ne 145
I'pud coritacoBanHs JOKYMEHTa

Bremisee cornacoBanne 0QOpMIIIETCS COOTBETCTBYIOIIUM IpUdOM.

I'pud cornmacopanus coctoutT u3 ciuoBa COI'JTACOBAHO (6e3 kaBeldek), MOIDKHOCTH JIHIIA,
KOTOPBIM COTJIACOBAH JOKYMEHT (BK/IIOYas HAUMEHOBAHHE OPraHU3aluH), Ero COOCTBEHHOPYYHOH MMOMIIHCH,
HHHULIHATOB, GaMUINH, JAThI COITIACOBAHHS.

Hampumep:

COT'JJACOBAHO
IupexTop OO0 YueOHBII HEHTP «OKCIEPTH
TIOIIIHCE 3.H.IIepnos
17.09.2022

Eci¥ cOracoBaHHe IPOBOAHTCS ¢ KOJJIETHAIBHBIM OpPraHOM MM IIOCPEICTBOM IHCBMa, TO rpud
coryacoBanus ohopMIIseTes ClIeIyIOMHM o0pa3oM:

Hampumep:

COI''TACOBAHO
O6mum cobpanueM COTpYIHHKOB
00O VYuebGHBIH HEHTpP «DKCIEPT»

(mportokon ot 29.08.2022 Ne 1)

['prdsr cormacoBaHUsS MOTYT PaclosararbCs Ha OTOEIBHOM JIMCTE COITIACOBAHMSA, €CIH COACPKAHUE
JIOKYMEHTA 3aTparuBacT HHTEPECHl HECKONBKHX opramusanui. Ha moxymente penaetcs otMeTka «JImeT
COIJIACOBAHMS IPHIATAETCN.

BHellHee COracOBaHKE B 3aBHCHMOCTH OT COIEPIKaHUs JOKYMEHTA OCYIIECTBILIETCA B CIIEIyIOMeH
OYEPEIHOCTH:

—CO CTOPOHHHMH OpraHMW3alssMH, KOTJa OHM BBICTYNAOT 00A3aTENBHOM CTOPOHOH B
IPaBOOTHOIIEHHAX, BOSHUKAIONIUX BCIIE/CTBHE M3JaHMs JOKYMEHTa, M/ KOIJa COACpPXKaHHE JOKYMEHTa
3aTparuBaeT UX HHTEPECEHL;

— 06IIeCTBEHHEIMHE OPraHU3alMsIME — B CIIydasx He0OXOOUMOCTH MM B CITydasX, MPeay CMOTPEHHEIX
TIOJIOKEHHAMH 00 3THX OpraHH3aluax;

— OpraHaMH, OCYIIECTBISION[AMH TOCYJaPCTBEHHEIH HAIBEIOMCTBEHHBIH KOHTPONL (Han3op) B
onpeneNneHHol 061acTu (SKOIOrHIeCKUH, TTOXapHEIA H T. I1.);

— BHIIECTOSNIMMH OpraHu3aluaMH — B ClIydasdX, KOrJa 3aKOHOMATeThCTBOM IIpeNyCMaTpHBacTCA
BO3MOKHOCTbH COBEPIICHHUS YIIPABICHIECCKUX NEHCTBHH TOMBKO ¢ Pa3pelleH s ITHX OpraHA3alii.

Bu3sa cornacoBanus JOKyMeHTa

Bu3pl cornacoBaHds JOKYMEHTAa — PEKBH3HT JOKYMEHTa, YKa3hIBAIOIIMH HA COTJIACHE WIH
Hecornacue moipkHocTHOro auma OO0 VueOHBIN HeHTp «ODKCHEPTY C COAEPIKAHHEM MPOEKTa MOKYMEHTA
(mamee — BH3A).

Bu3a BKIHOYAET JO/DKHOCTE JIHLA, BH3UPYIONETO MTOKYMEHT, NOAIMCH, PaclIH(GpPOBKY IOIIMHCH
(MHUIAATEL, GaMUIHIO) B ATy BU3MPOBAHMS.

Hampumep:

HupexTop

JImanas 2.H.
MIOIIHNCE [Tepnos

17.09.2022

OdopmienHas TakuM 00pa3oM BH3a 03HAYAET COTJACHE [OJUKHOCTHOIO JIHIA C COACpKaHHEM
JIOKYMEHTA.

ITpyu HaIWYHH 3aMEeYaHui 10 JOKYMEHTY BH3Y 0QOPMIIAIOT CIISYIOMHUM 00pasom:

3aMedanus IpUIaraoTcs

Hupextop



Jlnunas S.H.
IOJITACH [lepnos

17.09.2022

JIOKyMEHT BH3HPYETCS HCIONHHTENIEM M 3aHHTEPECOBAHHBIMU B JOKYMEHTE NOIDKHOCTHBIMH
TMIaMH, JUPEKTOPOM.

3aMedaHus DO/DKHEI OBITH MpPECTaBIEHEl Ha OTAETEHOM JIHCTE, KOTOPHIH MOANHCHIBAIOT, JaTUPYIOT
H IPUIIATAIOT K JIOKYMEHTY.

Ha pokymente, momIMHHHK KoToporo ocraercs B OOO VueOHbiif mEHTp «IKCHEpT» , BH3BI
IPOCTABJIAIOT B HIDKHEH 9acTH 060POTHOM CTOPOHE! ITOCIIEAHETO JIHCTa IOITHHHAKA JOKYMEHTA.

Ha [oKyMeHTe, TIOMIMHHAK KOTOPOTO OTIPABILIIOT H3 OPraHM3alliy, BU3E! IIPOCTABISIOT B HIKHCH
YaCTH JIMIIEBOM CTOPOHEI BTOPOTO 3K3eMILIAPA OTIPABIISIEMOTO JOKYMEHTA.

Bo3MoXHO O(OpMIICHHE BH3 [OKYMEHTa Ha OTHCNBbHOM JMCTE corjacosanus. Jlomyckaercs
IOJHCTHOE BU3UPOBAHHE JOKYMEHTA H €TI0 IIPHIIOKESHHUS.

Ecnu B mpomecce BH3UPOBAHHSA B IPOEKT MOKYMEHTA BHOCATCS CYNISCTBEHHBIC M3MEHCHH:, OH
[IO[UIE)KUT TOBTOPHOMY BH3MpOBaHHIO. [[OBTOpHOE BH3HpOBaHHe He Tpebyercs, ecimd mpu J0paboTke B
IPOEKT JOKYMEHTa BHECSHEl yTOUHEHHMS, HE MEHSIIOIIIE €TI0 CYTH.

[Topmuce

B cocras pexsuzmTa «IIOAmMCE» BXOAAT: HAHMEHOBAHHE JOJDKHOCTH JIMIIA, IO/IMMCABIIErO
NOKYMeHT (IOJTHOE, ¢ YKa3aHHeM Ha3BaHWsS OPTaHW3allMH, €CJIH NOKYMeHT odopmieH He Ha OIaHKe, H
COKpAIleHHOE — Ha JOKyMeHTe, oQopMIeHHOM Ha GlaHKe); JUYHAS TOMIHMCH; PACIIM(POBKA MOIIHCH
(uEMIAATE, (PaMUITAS).

Hampumep:

HupexTtop JIAYHAS TIOIIHCH 2.H.Ilepnos

B moxyMeHTax, [OJArOTOBIEHHBIX KOMHACCHEH, YKa3bIBAIOTCS HE OJDKHOCTH IMOAIMCABIIMX JIHIL, & HX
0053aHHOCTH B COCTABE KOMHCCHH.

Hampumep:
TpeceAaTeNnb KOMHCCHH JIHYHAs MOIHCH N.0. Qavumus
YWIEHbl KOMHCCHH JIYHas MOIIHCE N.0. Qamunus

JIAYHAS IIOAIHCH 1.0, Gamunus
IIpn moAmECaHUH TOKYMEHTa HECKONLKAMH OJDKHOCTHBIMH JIMIAMH KX TIOAMMCH pPacIojaratorT
OZIHY IOJI IPYTO# B TIOCNIEI0BATEEHOCTH, COOTBETCTBYIOMICH 3aHUMAEMOH IOJKHOCTH.

Hanpuwmep:
HupexTtop TU9HAs TOAIHCH N.0. Gamunus
OuHAHCOBBIH AUPEKTOP AUYHAS IOAIIHCH N.0. Gamunmus

[Ipy HOINMCAHMM [OKYMEHTa HECKONBKHMM JIHIAMH DaBHBIX JOJDKHOCTEH, HX MOMIKCH
PAacIoararoT Ha OJJHOM YPOBHE.

Hanpuwmep:

QOUHAHCOBEIH JUPEKTOP Kommepueckuil THPEKTOP

JTAYHAs 1.0.® JTHYHAs nO. O
TIOZTIACH aAMAIHS MIOATHUCH aMILITAS

Eciii HOMKHOCTHOE JIMIO, TIONKCH KOTOPOrO 3aroTOBIICHA HA IPOSKTE JOKYMEHTa, OTCYTCTBYET, TO
JOKYMEHT JOJDKEH IIOIIHCEIBATCS JTUIOM, HCIIOTHAIONHM €ro 00s3aHHOCTH, HIIH €r0 3aMECTHTEIIEM.

He pmomyckaeTcst MOANHCAHHE NOKYMEHTOB C IPEIIOTOM «3a» HJIM IIPOCTABICHUC KOCOH! d@epThl
mepel HAUMEHOBAHHEM JIOJDKHOCTH.

OrmMeTKa 00 3JIeKTPOHHOH IOANMKHCH

Otmerka 006 SNEKTpOHHOM TmOATHMCH BKMouaeT: ¢pasy «JloKyMEeHT HOANKCAH 3JIEKTPOHHOMI
OMIIACKIO», HOMEp cepTH(HKaTa KIIoYa 3JE€KTPOHHOH IIOIIHCH, bamuuro, WM, OTYECTBO BIAEbla
cepruduKaTa 4 CPOK IEHCTBUsA CepTHHUKATA KITIOTa QIEKTPOHHOM IOAIIHCH.

Hampumep:



. JOKYMEHT
C

TTOOIMMCAH
JIEKTPOHHOI
[MOATINCBIO
Ceprudurar 1a111aaa0000000011
Bnapenen Wpanosa Anna [TerpoBHa

Jeticturenen ¢ 01.12.2022 mo 01.12.2028

Ormetka 00  DIEKTPOHHOW  TOAMMCH  JOJKHA  COOTBETCTBOBATH — MECTy  pasMeICHHA
COBCTBEHHOPYYHOH TONNHCH B @HANOTHYHOM TOKyMEHTE Ha OyMaHOM HOCHTEe. DjeMeHTEl OTMETKU
JOJKHEL GBITH BHAMMBIME H YATAEMBIME M He JIOIKHEI IIEPEKPLIBATE S/IEMEHTEI TEKCTa IOKYMEHTA B IPYTHe
OTMETKH 06 37IEeKTPOHHON MOANHCH (TIPH HATHIHH).

Meuars

OTTHCK TIeUaTH 3aBepsieT [OMTAHHOCTh TIOAIMCH JOJDKHOCTHOTO JIHIa Ha JOKyMEHTax,
YI0CTOBEPSIOMMUX TIpaBa JHLl, QUKCHPYIONTAX (HaKTEI, CBI3aHHBIC C (dUHAHCOBEIMU CPEZICTBAMH, & TAKKE HA
MHBIX JOKYMEHTAX, Py CMATPUBAIOIIMX 3aBEPEHAE IOUTHHHOH IO/IIHCH. JIOKyMEeHTEI 3aBEPSIOT NE€YATHIO
000 Yuebublit HeHTp «DKCIEPT .

[lewars IpocTaBIsieTcs Ha CBOGOJHOM OT TEKCTa MECTE, HE 3aXBaThiBas IIMYHOH TMOJIHCH
JO/DKHOCTHOTO JIHIIA.

OtMeTka 00 HCIIOJTHHTEJIE

OTMeTKa 00 HCIOJIHHMTENE BKIOUYaeT B cebs pamMuiivio, UM, OTYECTBO MCIIOMHHUTENA DOKyMCHTaA,
HOMep ero tenedona.

OtMeTKy 06 HMCIOTHHTENE PACIONATAIOT HA JTHIEBOH MM 0OOPOTHOM CTOPOHE MOCIEAHETO JIHCTa
JIOKYMEHTA B JIEBOM HUJKHEM YTIIy.

Hamnpumep:

WBanoa  MHHa
MBanoBHA
7 987 140 1494

OTMeTKAa 0 3aBEPEHHH KOIHHA

Komuu ¢ JOKYMEHTOB BBIIAIOTCS C PaspermeHMs PyKOBOAHTENEH CTPYKTYPHBIX ToJIpa3ieNieHuil 1
TOMBKO C TeX NOKYMEHTOB, KOTOphle OBLIM H3IaHBEl B 000 VwuebHreni meHTp «DKCHepr» H KOTOPEIE
KAacaroTCs CITyXKeOHOM AesTeNbHOCTH JaHHOrO CTPYKTYPHOTO NOAPa3ICICHH.

[Ipm BHIZAYe KOMMH JOKYMEHT BOCIIPOM3BOJMTCS IIONHOCTBEO (6nank OO0 VYueOHEIA LEHTp
«DKCIepT» , HOMEP, JaTa, COICPKAHHUE | T. IL.).

B mpaBom BepxHeM yriiy Komud mamercs cnoBo «Komusy. IIpy BEIaYe KOIHMM C KOIHMH CICIyET
micath «Kormust ¢ KOrmum».

Ecnr KOmMs JjIs BHYTPEHHErO [ONB30OBaHHA, TO VA 3aBEPEHHS HIDKE DEKBH3HTA «ITommmce»
IIPOCTABIIOT 3aBEPUTEBHYIO HAMHCh: «BepHO»; MOKHOCTE JMIA, 3aBEPAIOMIEro KOMMIO; JIHTHYIO
TIOJIIACE; PACITAMPOBKY HOAMACH (MHHIMAIEL, GaMUIIHIO); ATy 3aBEPEHHUL.

Hamnpumep:

Bepro

Cexperaps/CrienuaaucT 10 Kaapam

Jlngnas B.B. MBanoBa
TIO/IITHCE

10.09.2022

Ecnu xonusa BeIgaeTCs OIS NPEACTABICHHSA B IPYTYIO OprafHu3amyio, TO OTMETKA O 3aBCPCHWH KOITHH
IOTIONMHSETCS HANMHCBIO O MECTE XPaHCHHS JOKYMEHTa, ¢ KOTOPOTO OBLIa M3rOTORIIEHA KOIIU, W 3aBEPACTCA
Ne9aThr0 OpraHHu3any.



Hampumep:
[Momnuuauk nokymenta Haxomutes B OO0 Yuebueiit nentp «Oxcnept» B gene Ne 12-x 3a 2022 rog.
Jlist IpocTaBIeHusA OTMETKH O 3aBEPEHHH KOIIMH MOJKET HCIIOIb30BaThCs IITaMIL.

OT1MeTKA 0 MOCTYILJIEHHH JOKYMEHTa

ColepyKUT JaTy IOCTYIUIEHHs JOKYMEHTa, a TAKKe ero BXOJAIIHH PerHcTpaldoHHbIH HOMep. 1Ipn
HeoOXOIMMOCTH B OTMETKE MOXHO YKa3aTh BPeMs MOCTYIUICHHs B 9acax M MHHYTaxX H CI0oco0 JOCTaBKH
JIOKyMEHTa.

Otmerky o mocTymieHud nokymenta B OOO VueGHbIA HeHTp «OKCIepT» IMPOCTABISIOT B BHIE
IITaMITa WK OT PyKH B HEKHEH 9acTH JIMIEBOH CTOPOHEI IIEPBOTO JIHCTa JOKYMEHTA HiIH Ha ero obopore.

Hanpumep:
OO0 VYwueOHBIH LEHTP
«DKCIepPT»
11.09.2022 Ne 23
13 9 40 Mun
Pezomonns

B coCTap pe30IIONMH AODKHEL BXOAUTH CIIEAYIOMHAE IeMEHTEL: (aMuIKs, HHAIHAIE] HCTIOTHATEI]
(MCTIONMHATENEH), colepkaHue nopydeHus. IIpm HeoOXOOMMOCTH — CPOK HCIIOTHCHHS, MOAIMCH JIHIA,
BBIHECIIIETO PE30ITIOLHNIO, aTa PE30JIFOLIHH.

Hanpumep:

CMupHOBOH n.0.

[Iponry  HOATOTOBHTH  IPOEKT
noroopa ¢ OO0 «Texuugeckas

IHArHOCTHKAY

K 22.10.2022
JIngnas MOIHCE
10.09.2022

I[Ipy HAIMYKE B PE30JIOLHH HECKONBKHX UCIIONHUTENEH yKa3bIBAETCS OTBETCTBCHHBIN HCIIONMHATEND
(KaK MpaBHJIO, ITO JIALO, HA3BAHHOE B PE30ITIONMH IIEPBEIM).

Ha moxymenTax, He TpeOyIOIEX AOMONMHATENBHEIX YKa3aHUH 110 HCIONHEHHIO ¥ HMEOIHX THIIOBBIC
CPOKY MCIIONTHEHHUS, B PE3OJIFOIIMH YKa3EBACTCS MCIOIHHTE]b, IOIIHMCE aBTOPA PE30IIFOLINH, JaTa.

Pesomonus, Kak NpaBWiIO, NHINETCS OT PYKH pPyKOBOJMTENEM Ha IONIMHHHUKS NOKYMEHTa Ha
CBOOOIHOM OT TEKCTa MECTE.

OTMeTKAa 0 KOHTPOJIE

OTMeTKa 0 KOHTpole 0603HaYaer, 9To JOKYMEHT IIOCTAaB/IeH Ha KOHTPOIb. OTMETKY O KOHTpOJE 3a
HCIOMHEHHEM JOKYMeHTa 0603HaqatoT mTamMnoM « KoHTpob) Ha BEpXHEM IMOJIe JOKYMEHTA.

KoHTpoTo OIIekar Bee 3aperHCTPHPOBAaHHbIE TOKYMEHTEI, TPEOYIONHE HCIIOIHEHHS.

CpoK¥ WCIIOTHEHHs JIOKyMEHTa yCTaHABJHBAIOTCA B COOTBETCTBUH CO CPOKaMH, 0003HaICHHBIMH
3aKOHO/IATEECTBOM, OpraHH3alldelf, HalpaBHBIICH I[OpPYydeHHE HIM IPock0y, PpacloOPsIHTEILHEIM
JOKYMEHTOM HJTH PE30IIOIHEH TUPEKTOpa.

Cpox mpocrasisercs B popMe TaThl 3aBEPIIEHMS HCIIOTHCHHS.

OTMeTKAa 0 HANPABJIEHWH T0KYMEHTa B 1eJI0

OTtMeTKa 00 WCIOIHEHUH NOKYMEHT4 M HAIPABICHHH €r0 B IEN0 BKIIOYAET B cebs Clemylonrue
naHHBle: dpasy «B meno», MHIOEKC Aelda MO HOMEHKIAType Me, B KOTOPOe MOMEIIAeTCs JOKYMEHT Ha
XpaHeHHe, ¢ yKa3aHHeM [0/ia, JOJDKHOCTH JIUIa, 0)OPMHUBIIET0 OTMETKY, OIIHCH, TaTHL.

Hampumep:

B memo Ne 01-19 3a 2022 .
Jupextop

Jlnauast 10.10.2022

IO OITHCH



OTMeTKa O HANpaBICHWH JOKyMEHTa B €0 MOKET ONONHATBCA KPATKAMH CBEACHUAMH O
XapaKTepe UCIOTHEHHU JOKYMEHTA.

3.3. Oco0eHHOCTH MMOArOTOBKH H 0OpMIIEHHS OTAEIbHBIX BHI0B JOKYMEHTOB

IIpuxa3s

IIprKa3 — IpaBOBOM aKT, H3aBaeMbId TUPEKTOPOM UL PENICHHS OCHOBHBIX U OIICPATHBHBIX 3a/ad,
crosmux nepex OO0 YueGHer neHTp «OKcnepT» (npunoxeHue Ne §). '

[Ipukas MokeT OBITH W3[aH JHIOM, HCIOJNHSIOMMM OOJ3aHHOCTH NMPEKTOpA B CIydae ero
OTCYTCTBHS.

B mpukazax IO OCHOBHOH JEATENPHOCTH PEINAlTCA BOMPOCEHL, XO3AMCTBEHHOH, (PUHAHCOBOH
NeSTeIbHOCTH, INTAHUPOBAHMS, OTIETHOCTH H T. II.

Ipukassr odopmasmoress Ha 6ranke OO0 YueGubid nentp «Okemepr» . Ilepenada npukasos, ux
KOIMH pabOTHHKAM CTOPOHHHX OpraHH3anuil [OITyCKAaeTCsS TOJIBKO C paspemieHUs IHPEKTopa. [TpoexTs!
TIPHKA30B Pa3pabaTbIBAIOTCA YIOTHOMOYEHHEIM JIHIIOM MO TIOPYYEHHIO PYKOBOJCTBA MK TIO cobcTBeHHOMI
HHUIMATHBE.

[MoaroToRka IpHKasa BKIOYaeT B cebd H3yYeHHE CyIIecTBa BOIpoca H cbop HeoOXOAMMBIX
CBeJIeHHIT; TIOJTOTORKY TPOEKTA MPHKa3a; COraCOBAHUE MIPOSKTa; IIOMIHCAHNE IUPEKTOPOM, PEIHCTPAILHIO.

IIpukassl nedaratotes mpuadTom Ne 12.

HoMepa CTpaHWI] IPOCTABIAIOTCA I[IOCEPEAHHE BEPXHETO TIONS  JIMCTA. TexcT mnpHKasa
(pacTIOpSIKEHHS) TeUaTaeTes Yepe3 OIHMH MEKCTPOIHbIH HHTepBal, 6e3 0bopoTa.

[Tprka3 UMEET CIEAYIONIHe PEKBH3UTEL: HAUMEHOBAHUE 000 VyelHBIi MEHTP «IDKCIIEPT» COIIACHO
ycTaBy; HauMeHoBaHHe Buja nokymenTa (IIPUKA3), nata, HOMEp, MECTO COCTABIICHH, 3ar0JIOBOK K TEKCTY,
TEeKCT, HAWMEHOBaHWE JOJ/UKHOCTH, IIOJAMKCH JOJDKHOCTHOIO JIMIA (apunmanel, (GamMHUIAd), BH3BI
COTTIACOBAHHUS, O3HAKOMIICHHS.

Jatoii mpukasa (PacHOpPSKEHHS) SBISETCS aTa €ro MOAHCAHHS. Jara odopmisiercs MTHGPOBBHIM
crroco60M; HOMEp COCTOMT U3 3HaKa «Ne» ¥ MOPSIKOBOrO HOMEpa IpHKa3a, HANPUMEp: OT 00.00.0000 Ne
000.

TexcT NMpHKa3a (PACIOPHKEHHS) COCTOMT U3 IBYX B3aHMOCBS3AHHBIX YacTCH — KOHCTATUPYIOMEH H
PacIoOpsIIHTENbHOM.

TexcT npuKa3a (PacopsHKEHHS) JOKEH HMETh 3ar0JI0BOK. 3aroloBOK HATMHASTCS C [PEaora «O»
(«O6») 1 hopMEpPyeETCS TIPH TOMOIIH OTTIArONBHEIX CYIIECTBUTENEHBIX (manpumep: «O6 yTBEpKICHUH...»,
«O perucrpaumt...», «O co3IaHuH. ..»).

3aroI0BOK JIOJDKEH KPaTKO M TOYHO OTPaXKaTh CONEpIKaHWEe TEKCTa IpHKasa (pacmopsbxenus). Touka
B 3arOJOBKE HE CTaBMTCS. Iledaraercsl depe3 [BAa MEKCTPOYHBIX HHTEpBala OT pexBusuTa. Ilewaraercs
CTpOUHBIMH OyKBaMH, BEIACIACTCA JKHPHBIM mpH(TOM.

B KOHCTATHPYIONIEH 9acTH KpaTKO M3JaraloTcs NMETH W 3aj1add, (QaKTsl u cOOBITHS, TOCITY/KHBIIHE
OCHOBaHHWEM JUIS W3IaHus Npukaza. OHa MOKET HAYMHATHCS CIOBAMH «B IEIIX), «BO MCIONHEHHE) H JIp.
Ecmu mpukas m3gaeTcs Ha OCHOBAHWY JAPYroro JNOKYMEHTa, TO B KOHCTATHPYIONeH 4acTH yKa3bIBaeTCA
HaWMEHOBAHHE STOTO JOKYMEHTa, HAUMEHOBAHME OpraHa, M3JaBHIEr0 MOKyMEHT, 1aTa, perucTpauoHHbIH
HOMED H 3aroJIOBOK K TEKCTY.

KoHcTaTHpyIomas 9acTh MOKET OTCYTCTBOBATE, €CIIH NPEANACEBACMbIC JIeHCTBHA He HYKIAIOTCH B
pasbscHeHHH. TEKCT NMPHUKA30B B TAKMX CIIydasdx HATIMHASTCS CO CIIOBA «ITPUKA3BIBAIO» (mmmiercs
npomucHEME Oyksamu). [Ipu Hamu4kM JBYX 9acTeH MNpHKasa PacCHOpSAMTEIBHAT HacTb OTHENSIETCS OT
KOHCTATHPYIOIIEH CIIOBOM «IIpHKa3biBatoy. Ilocie ciosa «ITPUKA3BIBAIO» cTaBATCS IBOSTOTHE.

TeKkCT pACTOPSTMTENBHOM YacTH MOJKET JENUTBCS HA IMYHKTBL, B KOTOPBIX YKa3BIBAKOTCA
HCITOJIHATEH, KOHKPETHEIE ACHCTBHS MW CPOKH HCIONHEHHA NPEANHCHIBACMBIX neiicreuii. Ecnu npukas
JOMOHAET, OTMEHSET WIM M3MEHseT paHee W3JaHHbIEe NPHKA3hl WM KX OTACNBHEIC IYHKTBI, 3TO
oroBapuBaercs B Tekcre. [locmepHuM ITyHKTOM pACTIOpSIMTENFHOH 9acTH IpHKasa YKa3belBacTCd
JODKHOCTHOE JIHIO, Ha KOTOPOE BO3JIAraeTesi KOHTPONE 33 MCIOJHEHHEM IIpHKasa B LEIOM. Hanpumep:
«KoHTpoJIb 32 HCIOJHEHHEM IIPHKa3a OCTABILIO 32 coboii».

Iloamucs OTAENSETCS OT TEKCTa ABYMS HHTEPBAaMy, [IEYaTacTCs OT IPAHHIIE! JICBOTO TOJLA.



PacmmudpoBka moanucH nevataeTcs Ha YPOBHE IOCHENHEH CTPOKH JO/DKHOCTH Y IPABOH T'PAHHUIIBI
TEKCTOBOTO IoJIsL. [Ipoben Mex Ty HHUNHaTaMi B GaMHUIIHeH He Je/laeTcs.

ITocnequssa 6yksa B paciIH(poBKe MOIIHUCH OrPaHHIHBAETCS MPaBbM moneM (10 mMm).

[Ipy TOANHMCAHWM TNpPHKa3a (PACHOPSIKEHHS) JHIOM, 3aMEIIAOIIMM HPEKTOpa, [AOJDKHA OBITH
yKa3aHa ero (paktiudeckas JOIDKHOCTE B aMHIIHAL.

[Ipy HAIHYAH TPATOKEHUH K IPHKa3y (PacHoOpsKeHHIo) 0043aTeNbHO JenaeTcs CChUIKA Ha HHX B
TEKCTE.

ITpukassl (pacmopsDKeHust) HyMepyloTcs IOPSAIKOBOM HyMepalne B Ipeaenax KaJeHIapHoro roja.
OTensH0 HyMepyIOTCs TpPHKa3hl MO0 OCHOBHOW NEATeNBHOCTH, IO JMYHOMY COCTaBy DPabOTHHKOB, IO
OTIIyCKaM, O KOMaHHPOBaHUH.

Eciu npukas (pacmopsDkeHHe) BBOMUT B ICHCTBHE KaKHe-THOO JOKYMEHTHI (MHCTPYKIHH, Tpaduki,
IIpaBHIIA, TIOJIOKEHH), TO OHH OQOPMILFOTCS B BHJIE IIPHIOKEHMS K TIPHKa3y (paclopsukeHHIo). B mpasom
BEpXHEM yINy TakuX JOKYMEHTOB OT IATOTO MOJOKEHHs Tabynaropa HEOOXOIMMO ITHCATh CJIOBO
«IIpunoieHre» ¢ yKasaHWeM HAMMEHOBAHHS PACIOPANUTENBHOIO [OKYMEHTa, €ro JaTkl, HOMEpa
(mpumoxenue Ne 9).

Hampumep:

[Ipunoxenue
k ipukasy OO0 Vuebusrit nenTp «OkcmepT» Ne 3
ot 11.07.2022 Ne 34

[IpuioKeHHs K POEeKTaM TIPHKa30B o(GOPMILIFOTCS Ha OTHENBHBIX JTUcTax Oymard (mpumoxeHue No
9).

PasMephl TOMEH W MEKCTPOUHEIC MHTEPBANBI IIPH [€9aTAHWH TEKCTOB NMPUIIOKCHHE HICHTHIHEL
pasMepaM, IPUMEHSIEMBIM IIPH [Ie4aTaHuH TEKCTOB IPUKa30B (PacIIOPsUKECHHH).

B NpHIOKEHHAX IOMEIAKOTCS IONOKEHMS, [ePeYHH, CIHCKH, Tpaduku, Tabmuusl, obpasiel
INOKYyMEHTOB H JIp.

Eciy B TEKCTE MACTCS CChUIKA «COTTIACHO NPHJIOKEHHIO» HIH (IpmiaokeHHe Ne...), TO Ha IEPBOH
CTpaHHMIlEe NPHIOKEHHS B IPABOM BEPXHEM YTIIy HHIIETCS CIOBO «IIpunoxeHue» u ero HoMep, HIDKE uepes
OIIMH MEXCTPOUHBINA HHTEPBAJ JAETCs CChUIKA Ha IPHKA3 (PACTIOPDKEHHE) IUPEKTOpa, ero JaTy i HOMEp.

Bce cOCTaBHEIE 4acTH DPEKBH3HTa BEIPABHMBAIOTCA IO JIEBOMY Kparo, IEYaTaloTCs HYepe3 OIHUH
MEKCTPOUHEIH MHTepBai. J[IMHa CTPOKH HE JOIDKHA NMPEBBINATh 8 CM, OrPAHHIMBACTCS MPABBIM IIOJEM
nokyMmenTa. [Ipy HaTHIHK HECKONBKUX IPHIIOKEHHN OHH HYMEPYIOTCHL.

Hampumep:

[Mpunoxenue 1
k npukazy 000 YueGusit nentp «OkcmepT» Ne 3
or 11.07.2022 Ne 34

Ilpu namwume B Tekcre dopmymupoBkn «YTBEPIWTDB» mpumaraeMoe IIOJNOKEHHE, COCTAB
KOMHCCHH, TIEpedYeHb MEPOIIPHSTHH | T. II. HA CAMOM IIPHIIOKEHHH B IPABOM BEPXHEM YIIy PacIoyararTes
ciopa « YTBEPXKJIEHO» wm « Y TBEPKIIEH» co cCEIIKO# Ha IIPUKa3, ero Aary, HOMEp.

Hampumep:
VTBEPXJIEHO
npukazoM OO0 YuebHerit nentp «OxcmepT» Ne 3
ot 11.07.2022 Ne 34
3aroJI0BOK K TEKCTY MPHIOKEHHS IledaTaeTcs IEHTPHPOBaHHBIM crocodom. HaumeHoBaHHE BHA
JIOKYMEHTa TPHIOXKEHHs (IEPBOE CIOBO 3ar0JOBKA IPUIOKSHHS IEYaTaeTes [NPONMCHBIMH OyxBaMu
skupHEIM mpudTom: [TIOJIOXKEHUE, ITEPEYEHDB, CITMCOK u T. 11.).
3aroJIOBOK TPWIOXKEHHS OTHEIseTCS OT OaThl M HOMepa MpHKasa ABYMA MEKCTPOUHBIMH
HHTEpBaJIAMH.



[lpp wHamuuuu B TEKCTe INPHIOKEHHS HECKONBKHX pa3JeliOB HX 3arofiOBKM I1€YaTaloTCA
OEHTPUPOBAHHEIM CIIOCO00M (OTHOCHTENBHO T'DAHHIl TEKCTa). 10YKa B KOHIIE 3aroJIOBKOB HE CTABHTCH.
JlonyckaeTcs BBIJIEISATh 3aT0NIOBKH pa3fenoB MIpUTOM Apyrod HaCHINEHHOCTH (KHPHBIM, IOJYKHPHBIM).

Texct mprToKeHuss MOKeT ObITe oopmiieH B Buzie Tabmunbl. I'padsl ¥ cTpoku TabIHIEl JOIDKHEL
HMETh 3arojIOBKH, BEIPaKEHHBIE HMEHEM CYIIECCTBUTENLHEIM B HMEHUTEPHOM Hanexe. [lom3aronosku rpad
H CTPOK IPaMMAaTHYECKH IOJDKHBEI OBITH COINIACOBAHEI C 3aroNIOBKaMH. TeKCT TabNHMIBI IedaTaeTcs depes
OJIMH MEKCTPOYHEIH HHTEPBAIl.

[lpy Hamuupe B TEKCTe NPHJIOKEHMH CCHIIKH Ha CHOCKY OHa odopmigercsd 3Be3foukod. Tekct
CHOCKH II€9aTaeTcd dYepe3 OOHH MEXCTPOYHBIM HMHTEepBal B KOHIE KaKIOH CTpaHMIEl MM IIOCTE
IPHIIOKEHHS B LIeNIoM TTof 9epToit. [Tocae cuMBOIa CHOCKH €€ TeKCT IedaTaeTcs ¢ IponucHOH Oyksrl B
KOHIIE TEKCTA CHOCKHM CTAaBHTCH Touka. Ha onHo# cTpaHulle He NODKHO 0QopMIATECS O0lee TpeX CHOCOK.

B monokeHmsax, mporpamMmax, ycTaBax M IPYyTHX HNOZOOHBIX JNOKYMEHTaX pasfelbl, IT0ApasIelsl,
IyHKTHI ¥ TIOJITYHKTEl HyMepyioTes apabckumu mudpamu. Homep moapas/ena J0/DKeH COCTOSTE U3 HoMepa
paszena ¥ HOMepa Ioapa3fena, pas/ie/leHHBIX To9koHd (Hanpumep: 1.2.). Homep myHKTa MOMKET COCTOSTE H3
HOMepa pasfena, MOoApasjeia W IyHKTAa, pa3feleHHBIX Todkamu (Hampumep: 2.3.1.). IlyHkTBl mpH
HeoOXOIUMOCTH MOTYT IIOAPa3/IeNAThes Ha IOITYHKTHI, KOTOPHIE AOIDKHEI MMETh HOPSAKOBYIO HyMEPAIHIO
B IIpefenax Kaxmaoro nyHkra (sanpumep: 1.1.1.1,, 1.1.1.2. u . 1.).

B3kl IPOCTABILIOTCS HA 0G0POTHOM CTOPOHE MOCIIEAHET0 JIMCTA IIPOSKTa PUKasa (PaCOPSIKEHHS).

Ha OpuIoKeHUsIX K [POEKTaM IIPUKa30B (PAacHOpSIKEHUH) BHM3EI MPOCTABILIOTCA IO TEKCTOM
IPHIOKEHHS.

IIpoToxoa

B mportokonax (HokyMeHTax, QUKCHPYIOUIHX XO[ OOCYXIEHHs BOIPOCOB H IPHHATHs PENICHHH)
TIOCTOSHHO [EeHCTBYIOIMX KOJUIETHATBHEIX OPraHOB, a Takoke KOoHGepeHIMH, coOpaHWH, COBEMAHUH,
3ace/laHuli, MEPErOBOPOB, BCTped) HCHOmb3yeTcs (GopMa HM3JIOXKEHHs TEeKCTa OT TPEThero Jula
MmHOXKecTBeHHOoro wmcna (CJIVIIAJIMA, BBICTVYIIMIIM, PEIIWIIM). CopepaHue BBICTYIUICHAH
H3J1araeTcsi OT TPETHETO JIUIA €HHCTBEHHOI'O YHCIIA.

[TpoTOKON EMEET CIEYIOHE PEKBH3HTEL

— HauMeHOBaHHe BUa AokymenTa — cioBo «[IPOTOKOJI» nedaraerca Ha 2 ¢M HIDKE OT TPAHUIIEI
BEPXHEr0 MO IPOIHCHEIME OYKBaMH, OIYXKMPHBIM IIPHGTOM U BEIPABHHBACTCS IO IIEHTPY;

— BHJ 3aCCNAHMS, COBELIAHHS — OTAESIETCS OT MPEAbLIYIIEro PEKBH3HTA IBYMS MEXCTPOYHBIMH
UHTEPBAIAMH, IEIATaeTCs MOy KUPHEIM MPH(TOM 9€pe3 OIMH HHTEPBAN H BEIDABHHBACTCS 110 LICHTPY;

— JlaTa M HOMep HpOTOKOoNa — jata ohopmiieTcs HHPOBBIM CIOCOOOM M IEYaTacTCs Yepes JBa
MEXCTPOYHBEIX HHTEPBAA HIDKE MPEABIIYIIEr0 PEKBU3HTA OT JIEBOH PAaHHUIBI TEKCTOBOTO NOJIA, & HOMEP —
II0CJIE CJIOBA «IIPOTOKOMY;

— MECTO TPOBEIECHHs 3acelaHHs YKa3bIBacTCs IPH O(POPMICHHH IPOTOKOTA COBEIIaHHMSA B TOM
ciaydae, eciii oHO mporcxonuno He B 31aHuH OO0 YaeGHbIH neHTp «DKCIEPT», BEIPABHUBASTCS 10 HEHTPY
Ha OOHOH JIMHWH C JaTOMH;

— TEKCT IPOTOKONA, KaK IPAaBHIIO, COCTOMT U3 IBYX YacTeH: BBOJHOM ¥ OCHOBHOH.

BBoaHasi 9acTh COCTAaBIIETCA 110 CXEME:!

[pencenatens — Gavumig 1.0, pyKoBOAUTEINS.

Cexperaps — @avumusg 1.0.

[TpucyTcTROBANH:

Cnosa «IIpencenatensy u «CekpeTapby [EYaTAalOT CJIEBAa OT HYJIEBOrO MONOXKEHHs Tabyiiropa,
OTHENsAs [ABYMS MHTEpBAIAMH OT 3arofioBka M Apyr oT Jpyra. C HOBOH CTPOKH IMOIYT CIOBO
«IIpucyTcTBOBANMY,

1 BapmaHT: GaMHUIHH W WHHIMAIE IOCTOSHHEIX WIEHOB KOJUICTHAJBHOIO OpraHa, y4aCTHHKOB
3aceanns, pabOTHAKOB OPTAaHM3AlMKM W IPHIIANICHHBIX HA 3acellanue TEPEednCIAIOTC] B aupaBUTHOM
nopsiake 6e3 ykasanus Jo/pkHOCTel. [lepeuncenue IpUcy TCTBYIOMMX 0(QOPMIIIOT BO BCIO MUPUHY CTPOKH
qepes OIMH MEKCTPOUHEIH uHTepBan (mpunoxkenne Ne 10).



IIpr 0QOPMJIEHMH MPOTOKONA C YHCIOM YYAaCTHHKOB Oomee 15 QaMuiMM He IEpeducisiores, a
yKa3sBaeTcs Mudpoii ux obmmee KOJTMIeCTRO, CIIHCOK YYaCTHHKOB B TAKHX CITy9asX IPHIaracTes.

Hanpumep:

IIpucyTcTBOBaH 47 4enoBeK (CIMCOK IPHIIATaeTes).

[ToficYeT YIaCTHMKOB [IPOBOJUTCS II0 CIIECKAM PETUCTPAINH, KOTOPBIE IIPHTIATAl0TCs K POTOKOIY.

[locie HepedrceHus YIaCTHHKOB B IIPOTOKONE OGOPMILIETCS NEPEUEHE BONIPOCOB, IMOMNCKAIIIX
06Cy kK IeHHIO, KOTOpPEIM HaunHaeTcs cnoBamu «lloBecTKa MHA» M PaclojiaraeTes UEHTPOBAHHO UEpe3 IBa-
TPH HHTEPBAaIa OT CIIHCKA yYaCTHHKOB.

2 BapWaHT: YKA3BBAOT OOMEe KOJNHYECTBO WICHOB KOIUICTHAIBHBIX OPraHoB H HHCIIO
TIPHCYTCTBYIOIIHX, & PACIIH(POBKA NPEACTABIACTCA B SBOTHOM JIHCTS, KOTOPEIi SIBIIAETCS IPUIIOKEHHEM K
nportokoiy (mpunoxkenue No 11).

TToBecTKa [HS CONEP/KHT TEpEUMCIeHHEe ITYHKTOB (BOIPOCOB) MOBECTKH JIHS, (huKCHPYOMHEX
I0CTIEIOBATENBHOCTD 00CYKIEH!sA, ¢ (GaMUIHAMH JOKIATduKOB. Kax/bl BOMPOC HYMEpPYCTCH apabcxoit
PO, pacIonaraeTes B MOPSUIKE 3HATHMOCTH M OTBedaeT Ha Bompoc «O gem?».

Hampumep:

1. AHaJTH3 BEIIONHEHHS TTana okasanus yexyr OO0 Yuebusii neHTp «Okcmepr» 3a 2022 rox.

Noxnamuux — [Terpora AW,

OcHOBHAS 9aCTh IIPOTOKOTA COCTOMT M3 Pa3/ENiOB, COOTBETCTBYIOIIMX IyHKTaM IOBECTKH JHA.
TexcT KayKIOro pasziesia COCTOMT H3 TPEX JacTeH:

— CJIVIIIAJIM: KpaTkoe COIepkaHHe JOKIala HIM CCHUIKA HA NPUIAaraeMeli K MPOTOKONY TEKCT.
Iepen cnoBom «CIIYIITAJIA» mpocTaBiseTcs HOMEP B COOTBETCTBUM C MIOBECTKOM JHA;

— BRICTVYIIMJIM: kpatkoe CoAepkaHHe KakI0ro BEICTYIUICHHS, 3aaHHBIC BONPOCHL H OTBETERL;

— PEIITUIU (ITOCTAHOBWIIN): pemenue GopMyIAPyETICsS ¢ HCIONB30BAHUEM MOACTH, IIPUHSTOH
IUTS pACTIOPSAMTENBHEIX JOKYMEHTOB: 9TO C/eJIaTh, HCIOIHHTENb, CPOK HCHOTHCHHA.

Pemenus, BEIpaOOTaHHBIE HAa COBEIIAHHE, BHOCAT B IIPOTOKOJN IIOCIE CIOBA «PEIIVI »
(«[TOCTAHOBUJIW»). Pemrerne MOKET cOIEPXATh OXUH MM HECKOJIBKO IyHKTOB, OHH PACIONAratoTC: 10
3HAYUMOCTH, KaXK/IbIH U3 HUX HyMEPYeTCsL.

B cirydae KOT/Ia IPOTOKOT (QHKCHPYeT peruenue 00 yTBepKICHUH Kakoro-mibo TOKyMEHTa, B TEKCTE
IIPOTOKONA JOMDKHA CONCPIKATHCSA CCRUTKA Ha 3TOT AOKYMEHT, & ¢aM IOKyMEHT LPHIIAracTcs K IPOTOKOIY.

[Ipy Hamuauu 0co6Oro MHEHHS II0 IPHHSTOMY DEIICHHIO OHO 3aIMCBIBACTCS B NPOTOKOT (mocie
COOTBETCTBYIONIETO IIPOTOKOIBHOTO PENICHNS).

B KauecTBe WMCIONHHTENS MOKET GBITh YKA3aHO OJHO WM HECKOJIBEKO MOIDKHOCTHBIX IHI JHOO
cTpyKTypHOe moppaszeneHue. Cpox MoxeT OBITB yKasaH KakK KaleHJ@apHas Nara MM Kak ICpHOR
BEIIIOJIHEHUS paboTHI.

CrnoBa «CJIVIIIAJIA», «BBICTYIIUIIM», «PEIUIWIIN» («IIOCTAHOBWJIM») medararoT OT
JIEBOTO MOJIS IPOIIMCHBIMYU OyKBaMK ¥ 3aKAHIHBAIOT TBOCTOUHEM.

Kausiii pasfienn medaraeTcs ¢ KpacHOM CTPOKH, 4TOOBI BEINEIHTH B TEKCTE NPOTOKOIA petb
OCHOBHOIO JIOKJIAIYHKA, BEICTYIUIGHHS YYaCTHHKOB OOCYXKIEHHS BOIpOca H IMOCTAHOBILIIOIIYIO TacTh,
dbopmymupytomyto pemenne cobpanus. C 3TOH ke HENBI0 B TEKCTE IPOTOKONA KAKIYIO baMummo |
MHAIMAJE BEICTYIAIONIMX TEYaTaloT C HOBOH CTPOKHM B HMEHMTENHHOM IALEHKe, 3alHCh BRICTYILICHHA
otHemsor oT (ammmuu meducom. Kaxmpri BOMpoc medaTaeTcs ¢ KPacHOH CTPOKH, baMUITIE OpH 3TOM
JIOTTyCKaeTcs He yKa3bIBaTh.

B OT/IEBHBIX CIIyYasx Ha OCHOBE PYKOIMCHEIX MM MAarHUTO(QOHHEIX 3allMCEH, KOTOPHIC BEIHCh HA
3ace[aHWH, COCTABISETCS CTeHOrpabHIecKui MPOTOKON, KOTOPEI JOCJIOBHO IEpeNaeT Mporece
0BCysKIeHUs KayKIOT0 BOIPOCa M BEIPAGOTKY PEIICHHS II0 HEMY.

IIpoTokon ohopMIseT CeKpeTaph 3acelaHus, IOPUIMIECKyI0 CUTy MPOTOKOI puobpeTaeT TOIBKO
NpH HAJIHYHH [BYX IOANHCEH — IpecefaTesd U CeKpeTaps. TMoxmucH pacroiaraloT, OTAENHB OT TEKCTa
IBYMSI-TPeMs MEKCTPOYHEIMY HHTEPBAIAMH OT IPAHHIIEI JIEBOTO MOJLAL. [ToanucEIBACTCS TIEPBEIM 3K3EMILIAP
IPOTOKONA, KOTOPEN MOJIUMBACTCA CEKPETapeM B MENO W XPAHHTCS B COOTBETCTBHU CO  CPOKOM,
omnpe/eIeHHBIM HOMEHKIIATY PO JeI.



B HexoTOpEIX CTydasx ofopMiIseTcs BEIIHCKA H3 IPOTOKOIA.

Brinucka ¥3 IMPOTOKOTA — TOYHAs KOIMS 9acTH TEKCTa MOJIMHHOIO IPOTOKOINA, OTHOCSIIETOCs K
TOMY BOIPOCY IIOBECTKH [IHS, IT0 KOTOPOMY TOTOBHUTCS BEIMMCKA. [IpH 5TOM HEOoOXOAMMO BOCIPOU3BECTH
BCE PEKBU3HUTEHI OJIaHKA, BBOAHYIO JaCTh TEKCTa, BOIPOC MOBECTKH [HS, 10 KOTOPOMY T'OTOBHTCS BEIITHCKA, H
TEKCT, OTpaKaroIuit o6CyXAeHHe BOIpoca H NPUHATOE peleHHe. B sToM cilydae HasBaHHe JTOKyMEHTa
oopmiisieTcst Kak « BBImMCKa U3 IIPOTOKOIAY.

CayxebHoE IHCEMO

[TrceMa COCTABISIOTCS IS OCYIIECTBJIEHHS ONEPAaTHBHOH CBA3HM C JPYTHMH OPraHU3aIlHsIMH II0
ponpocam gestensHoctd OO0 YueOHBIH HEHTP «DKCIEPTY .

[Io comepXKaHHMIO M HA3HAYCHHIO MHChMAa MOTYT OBITh HHGOPMAIMOHHBIE, TapaHTHHHEIC,
peKIaMalHOHHEIEe, KOMMEpYECcKHe, MHCEMAa-3alpOChl, MHCEMa-IIPHITIAIIEHHS | T. [I.

WubopMalHOHHELE THCEMa CONEPKAT COOOMERUs, MPOCHOBI, HATIOMUHAHHAS, TIPEITOKEHHS.

TapaHTwiiHBle [PEAHA3HAYCHBl JUId H3BEMIEHHS O TApPAHTHSIX OIUIATEl, CPOKOB IOCTaBKH MM
Ka4eCTBa MIPOAYKIIHU H yCIIyT.

B pexnamManvoHHBIX (IPETEH3HOHHBIX) MHChMaX M3IArTaloT TPeOOBaHMs BO3MEIICHHUA yOBITKOR,
HAHECEHHBIX W3-33 HApyIIeHHS YCIOBUI KOHTpaKTa MM JOrOBOpa APYTOH CTOPOHOH (KOHTPAareHTOM).
Pexmamanus I0IDKHA IIOATBEPIKIATECS MPHIATaéMBIMH K MHCEMY HOKYMEHTaMH B BHJE aKTOB, CIIPaBOK H
T,

KoMMepdeckue MHChMa COCTaBISIOT IIPH 3AKIFOYEHMM M BBEIIONHEHHWH KOHTPAKTOB, 9acTO B HHX
M3IararT IpoCchObl 0 MPEIOCTARICHHN HHPOPMALHH O TOBApax M yCIyrax y WX IPOJABIOB MIIH, HAIIDOTHB,
[IpeUIararoT [IOCTaBUTh TOBAphl HJIH YCITyTH.

B michMax-3alpocax MpocsT y KOHTPAreHTa pasbsCHATh KakoH-mu00 hakT Wiu Je#cTBie.

CrykeGHble MHCEMa TedaTaroTed Ha 6nankax maceM OO0 Vuebrsrit nentp «Okcrepr» . CiyxebHoe
IIHCHMO HMEET CIICAYIOIIHE PEKBH3HTEL:

— rpud ¥ OTMETKA OrpaHMYEeHHs HOCTYTIa K JOKYMEHTY (€CJIH 9TO HEOOX0AUMO);

— ajpecar;

— 3aroJIOBOK K TEKCTY;

— TEKCT;

— OTMETKA O HATMYHK NPUIOKEHHUH (€CITH OHH HMEIOTCS);

— IIOJIIIUCE;

— OTMETKa 00 MCIIOJIHATEIE.

Texer ciyxeOHOro MHCHMa, KaK NPABHIIO, JO/DKEH KACaThCs OJHOTO BOIPOCA MJIH HECKONBKHX
BOIIPOCOB, €CIIM OHM B3aHMOCBSI3aHBl M OyJyT paccMaTpHBAaThCs B ONHOM CTPYKTYPHOM IIOAPa3ICICHHUH
OpraHu3alKu-apecara.

TekeT W3naraeTcss OT IMEPBOTO JMIA EOWHCTBEHHOTO 9ucia (IPOCHM, HANPaBIAeM H T.I.) WIH OT
TpeThero muna enuHcTaerHoro arcia (OO cuuTaer. .., mpobcorosusi komuter OO paccMOTpel. . ..

TekcT muChMa, KaK MPAaBHIO, COCTOMT M3 IBYX dacTeil. B repBoif wacTé m3maraercs NPHUIHHA,
OCHOBaHME MM OOOCHOBAHHE COCTABICHHS I[HCHMA, IPHBOIATCS CCHIIKH HA JOKYMEHT, SBIMIONANCS
OCHOBAHMEM TIONTOTOBKH ITMChMa. BO BTOpOM 4acTH, HadwHaromelcs ¢ ab3ana, MOMEMAIOTCS BBIBOAEL,
IPEII0KEHHUS, TPOCHOEL, PEIICHH H T. II.

TenerpaMmmel, Te1e)OHOrPaMMBbI H (PaAKCHMHJILHAS CBSI3b

[lepenaua KOPPECIOHAEHIME O (aKCHMHJIBPHOH CBA3M B JIPYrHe OPraHM3alMH OCYINECTBIIAETCS
TOJBKO M0 YKA3aHUIO MM ¢ paspemenus anmuaucTpanua OO0 YueOHBIH NEHTp «IKCIEPT.

[ToMIMHHAKKA J[OKYMEHTOB, IEPelaHHBIX MO (aKCUMHIBHOH CBA3H, IIOJMIMBAIOTCA B IEIO,
XpaHsmeecss y paGOTHHKA, OTBETCTBEHHOTO 3a (AKCHMHIBHYIO CBA3b, C YKa3aHHEM BPEMCHH ¥ [aThl
TIepeaun, a KOMMH BO3BPAIIAIOTCS B COOTBETCTBYIOIIME CTPYKTYPHBIEC HOAPA3NCTCHHS C IOMETKOH «FAX
(mata ¥ BpeMs)».

3asBIIcHUE



3asBIenne — 5TO O(HIMAIBHOE COOOIIEHHE B IHCHMEHHOH dopme. OHO CONEPIKHUT 9Falle BCEro
IpeUIoKeHHe, Kano0y HIH IPOchOy KaKoro-mubo dYenoBeKa, aJpPECOBAHHEIC HIIM OpraHH3alliH, HIH
JIOJUKHOCTHOMY JIHILY. 3asiBICHHE O(OPMIIAETCS Ha CTAHIaPTHEIX JIHCTAX 6ymaru Gopmara A4.

3asBiIeHKMEe BKIIOYAET: agpecara, KOTOPOMY HalpaBIAeTCs 3asBIICHHC, ammiio, UM, OTYECTBO,
JIOMKHOCTD aBTOPA 3adBJICHHS, HAHMEHOBAHHE JIOKYMEHTA, TOYHOC H3IOKCHHE [POCEOBI, HPEIOKEHA,
OTIHChH NIPHIIATaeMBIX K 3asBJIEHUIO JOKYMEHTOB, 1aTa, MOIIHCE.

B 3asBICHAN WCIIONB3YETCs, KaK MPABHIIO, OHIMATBHO-/eII0BAs IEKCUKA, B HEKOTOPBIX 3aidBICHIAX
JOITyCKaeTcsl yIoTpeOIeH e Iy OMMIUCTHISCKOH IEKCHKH.

3anuncka

Banucka (aHamuTHYecKas, AOKIaTHad, cinyxebHast, OOBICHUTENbHAS) — AOKYMEHT, aZipecoOBaHHEIH
IEPEKTOpY ¥ COIEepKamii OOCTOATENbHOE H3IIOKCHHC KaKoro-mubo BOmpoca C BHEIBOJAMH H
NPEIIOKESHHAME COCTABHTEIA.

Jlokmamsas 3amkcKa COCTaBIACTCA Kak II0 JHYHONW WHHIHATHBe aBTopa (paboTHWKA), Tak U IO
yKa3aHHuIo (IHCHMEHHOMY HJIH YCTHOMY) THPEKTOPA.

3arcKa COCTaBIAeTCS HAa OyMaXKHOM HOCHTENIC WJIM B SJIEKTPOHHOM BHIE. Odopmnerne 3amuCKA
3aBHCHT OT ajjpecara. [Iph COCTaBICHHH NOKIaIHOH 3aIMCKH, aJpeCOBAaHHOM IMPEKTOPY B paMKax 000
VyeGHBI HeHTp «DKCIEPT» , OHA CIUTAETCS BHYTPEHHEH 1 ohopMIIeTes Ha CTAHAPTHBIX JIUCTax OyMaru
dopmara A4. BHyTpeHHss 3alECKa JOJDKHA COMEPIKATh CIEAYIONHE PCKBU3ATHL BHI JIOKYMEHTa, JaTy
[OKyMCHTa, Ha3BaHHe TOKYMEHTa (3aroJoBOK K TEKCTY), ECTH TCKCT folee YETHIPEX-IAITH CTPOK; ajpecara,
TeKCT, TIOJIHCH (C YKa3aHHEM JOIDKHOCTH, (paMUITHH, wHUIMAI0B). [oAmICEIBaET BHY TPSHHIOO NOKJIAIHYIO
3aMUCKy COCTABHTEINb.

Ecim 3amucka agpecyercs 3a mpenensl OO0 V4aeGHbIE HEHTP «Dxcmepry», TO ee ohOpPMIAIOT Ha
GlanmKke ¥ OHA Ha3blBaeTcs BHeITHed. BHEIIHSsS 3aImucKa JO/DKHA COAEPKATh CIEAYIONIMC PEKBH3IUTEL
Ha¥MEHOBaHHE YYPEXKIEHHS, BHI JOKyMEHTa, JIaTy [OKyMEHTa, PETUCTPALMOHHEI HOMEp, MECTO
COCTABJICHUS, HA3BaHHME JOKYMEHTa (3arONOBOK K TEKCTY), €CIH TEKCT fonee YETHIPEX-ISATH CTPOK,
afpecara, TEKCT, IIOIIHCh JHPEKTOpa.

Pa3sHOBHIHOCTBIO JOKITAJHOM 3aIMCKH SBIIOTCS IIPEICTaB/ICHUA. OHM HUCIONB3YIOTCS IPH
JOKYMEHTHPOBAHUH KaJPOBOH NEATENLHOCTH U COCTABIIOTCS AUPEKTOPOM HIIH JIHIOM, YIIOJTHOMOYEHHEIM
jupexTopoM. [IpencTapieHus COCTABIIOT B CITydasX MOOMPEHHSA pabOTHUKOB, HAJIOKEHHUs B3BICKAHHH,
MIPOBEICHUS aTTECTallHH.

ABTOMATH3aIU JOKYMEHTHPOBAHU

Jlyist TTOATOTOBKH JOKYMEHTOB MOTYT NPHMEHSTBCH aBTOMATH3HPOBAHHEIC TEXHONOTHH. [Tpu 3ToM
cozmaroTes Gassl JAHHEIX (KOPPECIOHAEHTOB, (GOPM HOKYMEHTOB, TpadapeTHEIX TEKCTOB M TEKCTOBBIX
3aroTOBOK), PEIAKTOPCKHE IIPOrpaMMBL B .

[opsmox pa3paGOTKH, OSKCIUlyaTalldyi ¥ IONB30BAHMS TaKHMH  CHCTCMaMH onpenensieTcs
cTaHJapTaMd B 001acTH aBTOMATH3HPOBAHHEIX MH(QOPMAIMOHHEIX TEXHOIOTHIL.

DJIEKTPOHHbIE JOKYMEHTHI

TIOpAMOK COCTaBIEHHsS, O(OPMIEHHS M COTTIACOBAHMS IIPOSKTOB 3JICKTPOHHBIX JIOKYMEHTOB
OCYILIECTBISETCS 10 OOIIMM IpaBHIaM JIeTONPOH3BOACTBA, YCTAHOBICHHEIM B OTHOIICHHH AHAJIOTHYHEIX
JOKYMEHTOB Ha GyMaKHOM HOCHTENE. DIEKTPOHHBIH TOKYMEHT HODKCH MMETh PEKBHSHTEL, yCTAHOBJICHHEIE
JUIS AHANOTHYHOTO OKYMEHTa Ha GyMaKHOM HOCHTENE, 32 HCKIIIOUCHAEM OTTHCKA IIE9aTh.

B nepeucHp 00s3aTeNBHEIX CBEIEHHH O JOKYMEHTAX, HCHONB3YEMBIX B EILIX y4deTa H TIOUCKA
JOKYMEHTOB B CHCTEMax 3JIE€KTPOHHOIO noxymentoobopora OO0 VwueGHBIH HEHTP «IKemepT» B
COOTBETCTBHH C IpaBHIaMu JenonpoussoncTea 8 000 V4eOHBIH IEHTP «DKCOEPT» , BXOJAT:

— aJ[pecaHT;

— aJpecar;

— JIOJGKHOCTB, (haMuITHS ¥ HEHITHAIIEI JIHIA, TTOAIHCABIIEr0 JOKYMEHT;

— BUJ JOKYMEHTA,

— JiaTa TOKYMEHTa,

— HOMEp JOKYMEHTa;



— J1aTa [MOCTYIUIEHHS JOKyMEHTa;

— BXOJISIIHI HOMEP TOKyMEHTa;

— CCHUIKA Ha MCXOJANIHE HOMED U JIaTy JOKYMEHTa;

— HAHMEHOBAHHE TOKyMEHTAa,

— HHJIEKC JIeTa;

— CBEJIIEHHUS O TIepeasipecaly JOKyMEHTa,

— KOIIMYECTBO JIACTOB OCHOBHOI'O JIOKYMEHTA;

— KOJIM4ECTBO MIPHIIOKEHUH,

— obIIee KOJIMYECTRO JIUCTOB NPHIIOKECHHH;

— YKa3aHus 110 UCTIONHEHHIO JOKYMEHTa,

— nomxHOCcTh, @, M. O. HCIIOMHUTEL;

— OTMETKA 0 KOH(PHUICHIHAIBHOCTH.

B cOCTaB JOMOJHATEIGHEIX CBEJEHHH 00 3JEKTPOHHOM IOKYMEHTE MOTYT OBITH BKIIFOUCHEL
CBeIEHHs: HAMMEHOBAHHE ABTOpa NOKyMEeHTa (SC/IH aBTOp HE COBHAACT C aJpeCcaHTOM (oTmpaBHTENEM)
SNEKTPOHHOTO JIOKYMEHTA), OTMETKa O IEPEHOCEe CpOKa HCIONHEHMsS NOKYMEHTa, CPOK XpaHCHH
JIOKyMEHTa, HAWMEHOBAHHMS NPHIOKCHHA K OJEKTPOHHOMY JOKYMEHTY, KIFOYEBBIC CJIOBA, CTaTyC
JOKyMeHTa (IPOEKT, BEPCHS), BUJ IEPEeiadn JOKYMEHTa (ICKTPOHHOM NI0YTOH, IIOYTOH, (hakcoM H T. II.) H
Ap.

CpoKM XpaHEHHs 3IEKTPOHHBIX JOKYMEHTOB COOTBEICTBYIOT CPOKaM XpaHEHHMs [OKYMEHTOB,
YCTAHOBIEHHBIX 3aKOHOJATENbHBIMH ¥ HMHBIMA HOPMAaTHBHBIMHM IIPABOBBIMH aKTaMu Poccuiickoii
Deepanyy, THITOBEIMH TIEPEYHSIMHA JUTT aHATOTHYHBIX OKYMEHTOB Ha OyMaXKHOM HOCHTEIE.

4. Opraau3anus X0KyMeHT0000p0Ta A HCIOIHEHHS JOKYMEHTOB

4.1. Ilpuem u 06paboTKa NOCTYNAIIMIHAX T0KYMEHTOB

4.1.1. IBwxeHHe JOKyMEHTOB ¢ MOMEHTA HX CO3/IaHMs MM IIOIyYEHH JI0 3aBEPIICHUS HCIIOTHEHHA
HIIH OTIpaBKd 06pa3yeT TOKyMEHTO000pOT.

4.1.2. B npoxymentoobopore OOO VueOGHBIH LEHTP «IKCHEPT» BBIACIAIOTCS CIEAYIOMHC
JOKYMEHTOIIOTOKH:

a) TIOCTYMAKOMmIAs JOKYMEHTAIHS (BXOAAIIAs);

6) oTIpaBisgeMas JOKyMEHTAIHs (HCXOASIIAs);

B) BHYTPEHHSS TOKYMEHTAIlHS.

4.1.3. JloctaBka ¥ oTnpaBka H0KyMeHTOB B OO0 YueOHEIA HeHTp «DKCHEPT» OCYIMECTBIACTCH, KaK
[PABHIIO, CPEICTBAMU ITOYTOBOM M SJIEKTPAIECKON CBA3H.

4.1.4. Ioxyments, nocrynatoume B OO0 YueGHEIA MEHTP «OKCHEPT», HMPOXOMAT IEPBHIHYIO
06paboTKy, PETHCTPAIUIO, IPeIBapHTEIHOE PacCMOTPEHHe, Mepefady PYKOBOJACTBY Ha PAacCMOTPCHHME,
TIepeIaroTCs UCTIONHUTENSAM | IOCIIE UCIIOHEHUS TOMEIIaroTCsA B JIEa.

4.1.5. Ipuem u nepergHast 06paboTKa JOKYMEHTOB OCYIIECTBIIACTCA CEKPETAPEM.

4.1.6. Cexperapb IPOBOMMT: IIPOBEPKY NPABHILHOCTH &APECOBAHMA IOCTYNAIOMEX JOKYMEHTOB,
IPAaBHIBHOCTH JOCTABKE M KOMIUIEKTHOCTH JOKYMEHTOB; COPTHPOBKY JOKYMEHTOB Ha IOZICKAIIHMC H HE
O IIC/KAIIAE PErHCTPALHH.

4.1.7. Tlony4eHHEIE KOHBEPTEI ¢ KOPPECTIOHICHIIMEH BCKPBIBAIOTCA, IIPH 3TOM IPOBEPSICTCS HANHIHIC
BIOJKEHUM, a TAKKe YKA3aHHBIX B JOKYMEHTaX IpUIOKEHHH. B ciydae NMOBpEX/ICHHA YMAKOBKH H
BIOKEHMH IGO0 OTCYTCTBHS MPHIOKEHHH COCTABIIACTCA aKT B JIBYX SK3eMIULipax. OIMH K3EMIULIP aKTa
HaNpaBJISeTCs. KOPPECIOHAEHTY, BTOPOH NPHOOINACTCS K IIOCTY THBIIEMY OKYMEHTY.

4.1.8. Omubo4HO INpHCIaHHAS KOPPECIOHJECHLMs IEePECHIIAeTCs M0 MPHHAUICHKHOCTH, €CIIH
M3BECTEH ajipec MoTydaTels. B IpOTHBHOM CiTydae KOPPECIIOHICHIHS BO3BPAIACTCs OTHPaBUTEIIO.

4.1.9, KoHBepTHl OT TOCTYNAOMIEH KOPPECHOHAESHIIME COXPAHMIOTCA | NPUIAratoTcs K AOKyMEHTaM
JHMIIb B TOM CIydae, KOTZa TOJNBEKO IO HMM MOXKHO YCTAaHOBHTB aipeC OTIPABHTEIA HIM KOTIa lara
[IOYTOBOrO IITEMIIENS HMEET 3HAYEHHE B KAU4eCTBE J0KAa3aTENbCTBA BPEMEHH MOy YeHH OKYMCHTA.

4.1.10. CrienHaaMcTOM He BCKPHIBAIOTCS KOHBEPTHI THCEM C HAIHCHIO «IHIHO». OHH IepenaroTcs
10 Ha3HAYESHUIO



4.2. IlpenBapuTebHOE PACCMOTPEHHE JOKYMEHTOB

4.2.1. Cekperaps IPOBOJHT IpEeBapHTEIBPHOE PaCCMOTPEHHE NOKYMEHTOB B LIEJIX BBIJCICHHA M3
BCEr0 MAcCHBA ITOCTYIHBIIEH KOPPECIOH/IEHIIMH TOKYMEHTOB, TpeOyOmuX 00s13aTeNBHOTO PacCMOTPEHHUS
THPEKTOPOM.

4.2.2. OcHOBAaHHMEM JUIi IPHHSATHS DPEIICHHA B XOIE IPEIBapUTEIILHOTO PACCMOTPEHHS SBIACTCA
coZlepKaHue JOKYMEHTa, a He aIpecoBaHie JJOKYMEHTa COOTBETCTBYIOIICMY PabOTHHKY.

423. PesympTaroM IPEIBApHTEIBHOTO DPACCMOTPEHHs SBICTCA HANpaBICHHE JOKYMEHTA
nupextopy OO0 YueOHIH eHTp «DKCHepT» KK JO/DKHOCTHOMY JIHIYY B COOTBETCTBHH C YCTAHOBICHHEIM
B OO0 VueOHbll ueHTp «IDKCIEPT» pacrpesieieHHeM O00A3aHHOCTEH MEXIy ITHPEKTOpOM H
IOMKHOCTHBIMHE JTHIAMH JUIsk BEIHECSHUS YKa3aHHUA 110 HCIOTHEHUIO JOKYMCHTA.

4.3. PerncTpanusi 10KyMeHTOB

4.3.1. Tlepenaua JOKYMEHTOB Ha PETHCTPALMIO NPOM3BOAUTCS TOJBKO IOCIE HX MPEABAPUTEIBHOTO
paccMOTpPEHHS.

4.3.2. PerucTparue MOIeKaT BCe JOKYMEHTHI, TpeOyomue y4era, HCHOMHEHHA, HCIIOIb30BAHNA B
CHPaBOYHEIX [EJSIX, KAK MOCTYTIAIOIIME M3 JPYTHX OPTaHU3alui ¥ OT YACTHEIX JIII, TaK U obpasyromuecs B
nestenprocta OO0 YueGHbIH MeHTp « DKCIepT», B PETACTPAPYIOTCS HE3aBHCHMO OT CIOco0a X IOCTaBKH.

43.3. K moxymeHTaMm, He NOIEKAIAM PETHCTPAIMH, OTHOCATCA JOKYMCHTHL, He TpeOylomue
HCIIONHEHHS] M He cofepkanime WHOpManuy, HCIONB3YeMOH B CIPaBOYHBIX NEJIX: IMPHTIACHTE/IBHBIC,
NO3/[PABATEIBHEIE TIHCHMA, TENErpPAMMBl, OWICTEI, IUTAHBI, HPOrPAMMBI CEMHHApOB, KOH(EPEHIHH,
CHMIIO3MYMOB H JPYTUX MONOOHBIX MEPONPHITHH, JOKYMEHTHI 10 OyXranTepecKoMy yHeTy, MaTepHajbHO-
TEeXHUIECKOMY 00€CIIeUeHHIo, IAHOBEIE, (QHHAHCOBEIE JOKYMEHTHI, IOCTynaronue 6e3 CopoBOIUTENEHOr0
IHCEMA, PEKIaMHBIE JOKYMEHTEL, KOMMEpYECKHE IPEIOKEH s, [eUaTHbIe H3NaHus, YHUQHLIMPOBAHHEIC
thopME! 1 67TAaHKH JOKYMEHTOB H JIp.

43.4. JIOKyMeHTH], I[OAJCKAINE pErHCTPallld, DPETHCTPUPYIOTCA B IKypHAjle PErHCTpallii
BXOJSIIUX HOKyMeHTOB (mpmiioxkeHne Ne 12) B JIeHb MOCTYIUICHHs — B CIydae IOCTYIICHHA JOKyMEHTa B
pabodee BpeMs; Ha CTeMyOIMi paboduii IeHb — B CIydae MOCTYIUICHHS JOKyMEHTa B Hepabouee BpeMms;
He3aMeUIMTENBHO — ¢ oTMeTkaMi « CpouHo», « OepaTuBHOY.

4.3.5. Ha moxymentax, moctynaronx B ampec OOO VueGHEIA IEHTp «IKCHEpT» , B HIDKHEM
IIpaBOM YTy JIMIEBOH CTOPOHSI IIEPBOTO JIHCTA TOKYMEHTA MPOCTABINETCS PErHCTPAIMOHHBIN IITAMIl C
yKa3aHWeM JaTH H IOPSIKOBOIO PETHCTPAllHOHHOI0 HOMEDA.

4.4. Pacupeneienne NOCTyNAKIIHAX T0OKYMEHTOB

4.4.1. ITocne perucTpaliy JOKYMEHTSHI IIEPEIalOTCs Ha paCCMOTPeHME TUPEKTODY.

4.4.2. Tlocne paccMOTpEeHUs. TUPEKTOPOM HTOKYMEHTHI BO3BPAIIAIOTCS CEKPeTapo JUId MEPEHECEHUA
yKa3aHWii 10 HCIIOMHEHNIO JOKyMEHTa B XyPHAI PETHCTPAIMH BXOMUIMX JOKYyMEHTOB. B cooTeTCTBMH C
YKAzaHWUAMH 10 WCIONHEHHIO NOIHHHAK JOKYMEHTa HAIpaBiseTcs pabOTHHKY, SBILTIOIIEMYCS
OTBETCTBEHHBIM HCIIONHUTEIIEM, 8 COMCIIONHATENIM HAMPABISIOTCSA KOMHH JOKYMEHTOB (ECIH HMEIOTCS), O
4yeM eaeTcs OTMETKA B XKypHAJIE PETHCTPALMHE BXOIAIIUX JOKYMEHTOB.

4.4.3. DNeKTpOHHBIE COOOIIEHUs, TOCHITAEMEIE [0 NEKTPOHHOM II0YTE, HCIOIHAIOTCS aHAJIOTHIHO
JOKYMEHTAM Ha 6yMaXKHEIX HOCHTEIISIX C Y4eTOM OIpPENENEeHHOH ClIeMU(HKH B IIPOLECCE HCTIOTHEHH.

4.5. Ilopaaok 00paGoTKH H NPOX0KICHAS HCXOAAMUX U BHYTPEeHHHX JOKYMEHTOB

4.5.1. TIopsimoK TOATOTOBKM MCXOISIIMX IOKYMEHTOB BKTIOYAaeT B ceOs paboTy IO COCTABIICHHIO
TIPOEKTa JJOKYMEHTa, COTTIACOBAHHIO, TIONHCAHMIO (YTBEPX/ICHHIO) H OTIPABKE.

4.5.2. Jlo mepenads JOKyMEHTa Ha IIOAIMCH MCIIONHHTENL JOJUKEH IIPOBEPHUTER €ro COJEpPIKaHHE,
IPaBHIBHOCTE O(QOPMICHNS, HATHYHE HECOOXOMUMBIX BH3 U IPHIOKCHHA. JIOKYMEHT NMPENCTaBILICTCA Ha
MOZNACH BMECTE ¢ MaTepHaIaMy, Ha OCHOBAHHH KOTOPBIX OH TOTOBHIJICA.

4.5.3. BHyTpeHHHE JOKYMEHTHl 0QOPMIITIOTCA H HCHOJHAIOTCS (MCHONB3YIOTCA) B TPE/IEax 000
Y4eOHBIN HEHTP « DKCIEPT».

4.5.4, BuyTpeHHHEe TOKYMEHTH (IOKIaIHBEIC 3alKCKH, CIIPABKH, CBOIKH K IIp.) paccMaTpHBAarOTCs
TEMH [0JDKHOCTHEIMH JTHIIAMH, KOMY OHH HallPaBIICHEL.



4.5.5. OTBETCTBEHHEIE 3a JEIOMPOU3BOACTBO MEPe] c/ladeii KOPPECIOHACHIMH Ha OTIPaBKy J0JDKHEL
06S3aTENBHO TIPOBEPUTH IPABHIBHOCTE €€ OQOPMIICHUS 1 aJpeCOBAHMS. KonBepTOBaHHE KOPPECIIOHICHITNH
¥ APYTHX NOYTOBBIX OTHPABICHHUH TIPOM3BOMUTCS CTPYKTYPHBIME IOJPpa3ICICHHAMA 000 VYy4eOHBIH LEHTP
«DKCIEPT” .

4.5.6. Permcrpamms OTHOpaBISeMBIX JOKYMEHTOB OCYIIECTBILIETCA B JCHD HX TIOMNIMCAHIA
(YyTBEp)KIEHHS) MM Ha ClIeNylommi paboumi JeHb. PermcTpaliOHHEI HOMEp MNOKYMEHTa H JaTa
PErMCTpAIlMy IPOCTABIIAIOTCA Ha MO/UMHHAKE NOKYMEHTA B PEKBH3HTAX 61aHKa ¥ Ha KOMUH, OCTarOIIEHCa B
nene 000 VueGHbA neHTp «DKcnepT». CIPaBOYHEIM annapaToM Ui HCXOMAIMX JOKYMCHTOB ABIACTCA
JKYpPHAI PETUCTPALKH STHX JOKYMEHTOB (IIPHIOKEHHE Ne 12).

4.5.7. OTmpaBKy HCXOAAIMHX JOKYMEHTOB IIPOM3BOIUT METOIHUCT. Cpounass KOppEeCIIOHICHIUS
0OpPMIISIETCS. | OTIIPABIIAETCS] HE3aMETHTENIEHO METOAUCTOM.

4.5.8. MeTOMACT IIPOBEPSET MPABHIPHOCTh OQOPMIECHHA HCXOIANMX HOKYMECHTOB, IPOH3BOLHT
COPTHPOBKY JOKYMEHTOB IO Croco0y HOCTAaBKM KOPPECIOHACHIHH alpecaty (mpoctas, 3aKa3Had,
MeXIyHapoaHas # ap.). HempaBmipHO O(OpPMICHHBIC NOKYMEHTEI M KOPPECIOHACHIHA HecLyKeOHOTO
XapakTepa K OTIIPAaBKe He IPHHHMAIOTCS M BO3BPAIAOTCS JIAIY, IOArOTOBHBIIEMY HOKYMEHT.

4.5.9. OtrpaBnaemast 1o 09Te KOPPECTIOHISHIHs [IPOXOIUT YIIAKOBKY, aNpeCOBAHUC, TPOCTABICHNAC
CTOMMOCTH TIOYTOBEIX YCJIYT U Iepesiady Ha OTIPABKY B MECTHOE OTAEIICHUE CBI3H.

45.10. Ha 3aKkasHyl0 KOPPECTOH/IEHIMIO, Ha JOKYMEHTH C IIOMETKOH «Jlna  cmyxebHOrO
OTB30BAHMSA» COCTABIAETCS PeecTp, KOTOPEIH 3aTeM BO3BPAIIAETCS CEKPETapio ¢ PacIMCKOU pabOTHHKOB
OYTOBOIO OTIENIEHHS CBA3H HIIM HHOTO JIHIA, 00eCIIeUHBAIOIIEr0 OTIPABKY TOKYMEHTOB.

4.5.11. Tlepenaga ¢ HCIIONBE30BAHMEM CPENCTB (haKCHMHIBHOH CBSA3H JIOKYMEHTOB, COIEpKalluX
Iy KeOHy10 HHGOPMAIINIO OrPAHMYEHHOTO PACIPOCTPAHEHNS, B TOM THCIE C nomeTko# « s cimyxebHoro
MONB30BAHAS), HEe paspemaercs. KaTeropu4ecku samperacres meperata o CpelcTBaM hakcUMUIBHOH
CBSI3H CEKPETHBIX JOKYMCHTOB.

4.5.12. C WCHONB30BAaHHEM CPEICTB (AKCHMMIBHOM CBI3M MOTYT OBITE IEpelaHbl MaTepHalIbl
TEKCTOBOr0, TabIMYHOro WM rpaQHIecKOro XapakTepa, HCIIOIHCHHEIC THIOrpadCKIM, MaIIHHOIHCHBIM
MM PYKOIIACHEIM CIIOCOGOM B YEPHOM HIIH TEMHO-CHHEM LBETE € YETKHM M KOHTPACTHBIM H300paKeHHEM
(TIepBBIe 3K3eMILISIPH! HIIH HX KCEPOKOIIMH) Ha Gesoit Gymare ¢ MAHMMAIBHOM BBICOTOH GyKB 1 ubp 2 MM.
O6BeM MepefaBaeMoro B TEUCHHE OJHOTO CeaHca CBA3M JIOKYMCHTa, BBIMOTHEHHOIO Ha Oymare opmara
A4, He NOIDKEH IIPEBBILATH IIATH JICTOB.

4.5.13. OTBETCTBEHHOCTE 32 cojleprkanue HH(OPMAIHH, IEPEefaBacMon ¢ HCIIONb30BAHAEM CPEICTB
aKCHMUIBHOM CBSI3H, BORNATAETCA Ha HCTIONTHUTEIS, IOArOTOBHBIIEIO (axcorpaMMy IS HEPEAAYH.

4.6. OcoGennocTa paGoThl € JIEKTPOHHBIMH JOKYMEHTAMH

4.6.1. B 000 YyeOHBIH IEHTP «DKCIEPT? CO3MAIOTCS B HCIIOJIB3YIOTC:

— 3JIEKTPOHHBIE JOKYMEHTEI, CO3/[aBacMble B OICKTPOHHOH dopme 6e3 ImpeaBAPHTEIBHOTO
JNOKYMEHTHPOBAHHU: HA OyMaXHOM HOCHTEIIE,

— 3JIEKTPOHHBIE 00passl NOKyMEHTOB, IOTydeHHbIC B PE3yNbTaTe CKAaHHPOBAHHA NOKYyMCHTIOB M
XpaHSIIHECS B CHCTEME BIEKTPOHHOTO JIOKYyMEHT0000poTa.

4.6.2. TIpueM u OTIpaBKa 5IEKTPOHHBIX JOKYMCHTOB OCYMECTBIIOTCS OTBETCTBERHEIM 32 BEJICHHE
menonpomnssozcTea B OO0 YueOHBIH LEHTP «OKCIEePTY.

4.6.3. DIIeKTPOHHBIE JOKYMEHTH CO3IAI0TCsl, 00pabaTEIBAIOTCS ¥ XPAHATCA B CHCTEME SJIEKTPOHHOTO
noxkymenToo6opora OO0 VueGHEIH HeHTp «DKCIepT .

4.6.4. DIEKTPOHHEIH TOKYMEHT IOIDKEH OBITh 0QOPMIICH II0 06IHM IpaBUJIaM AEIONPOU3BOACTBA H
MMETh PEKBU3HTHI, YCTAHOBJIECHHBIE [UI1 AHANTOTMYHOIO MOKYMCHTA Ha OyMaXHOM HOCHTENe, 3a
ACKJTFOUEHHEM OTTHCKA IIEYaTH.

4.6.5. Jlnad mONTBEpXKISHHS MOMIMHHOCTH 3JIEKTPOHHBIX HOKYMEHTOB B 000 VYucOHBIH LEHTP
«DKCIepTy» HCIONB3YIOTCA JIEKTPOHHBIE IH(POBEIE MOMIHCH. VcnonesyeMble CPENCTBA SIEKTPOHHOH
i POBOI TOIKUCH TO/DKHEI OBITh CepPTHQHIMPOBAHEI B yCTAHOBIICHHOM IIOPSZKE.



4.6.6. Emuuuueil ydera OSIEKTPOHHOIO JOKYMEHTa SBIAETCS OJIEKTPOHHEIA  JIOKYMEHT,
3apETMCTPHUPOBAHHEIN B CHCTEME 3JIEKTPOHHOrO HoKymeHTooGopora OO0 Y4eOHEIH HEHTp «IKCHEPT» .
DIEeKTPOHHELN JOKYMEHT, HMEIOMIUH IIPHIIOKEHHS, PETHCTPUPYETCS KaK OJUH JJOKYMEHT.

4.6.7. Tlocme OTIpaBKH SJIEKTPOHHOTO IOKYMEHTa, 3aBEPEHHOIO 3JJEKTPOHHOH IOIHCEIO
YIOTHOMOYEHHOIO JIO/DKHOCTHOTO JIHIA, ITOCBUIKH aapecaTy ero KONWH Ha OyMayKHOM HOCHTENe, Kak
npasuno, He TpeOyercs, 3a HCKIIOYEHHEM OTBETOB Ha OOpallleHWs TIpak[IaH, IOCTYNHBIIHX IO
HHPOPMAIMOHHO-TEIEKOMMYHHKAIIHOHHEIM KaHalaM, Ha KOTOPBIE 3asBHTEIO JAeTCs IMHCHMEHHEIH OTBET,
HaIpaBIEMBIH 10 TOYTOBOMY aapecy, YKa3aHHOMY B OOpalleHuH.

4.6.8. VcmonHeHHBIE SJIEKTPOHHEIE JOKYMEHTHI CHCTEMATH3UPYIOTCS B ZIENa B COOTBETCTBHH C
Homenkiarypoit men OO0 VueOHbIH HeHTp «ODKCIepT» H HHAEKCHPYIOTCH B IOPSIKe, YCTAHOBICHHOM B
OTHOIIIEHHH [IeJI, COCTABJIEHHEIX 3 JOKYMEHTOB Ha OymaxkHoM HocuTene. [Ipu cocTaBneHnyr HOMEHKIIATY PBI
JIeT B 3ar0JI0BOK JeJa BKIIFOUAETCS YKa3aHUe « DIEKTPOHHEIE TOKYMEHTEI.

4.7, UndopmanunonHasi 0€301aCHOCTH

4.7.1. ndopmarmonnsle pecypcsl OO0 VueOHbIH neHTp «DKCnepT» M0 AOCTYIy (BO3MOMKHOCTH
MCIIONB30BAHMS) IOJPAa3JeNAlOTcs Ha OTKpHITYio (o6menocTymHyro) wuHbopMammo, —ciiyxebHyio
MHGOPMAIHIO X HHPOPMAIMIO OrPaHIIECHHOTO PACIPOCTPAHEHHS (LOCTYa).

K KaTeropuu OTKPHITOM HHOOPMAIHH OTHOCHTCS MH(pOpMAIHs, COIEpPKAmascs B NOKYyMEHTaX H
6azax nanHelx OO0 VuebOHBIH HEHTp «DKCIEPT», HEIOCPEACTBEHHO 3aTpariBarolas npaBa M HHTEPECH
rpajkaaH.

K xateropum cryxeOHO# uHbOpManuy OTHOCHTCS MHpOpMAalHs, COACPKAMAiCT B JOKYMEHTaX H
Gazax manasx OO0 YueOHBIH HEHTp «DKCIEPT», MpeJHa3HAYeHHAS UL JOIDKHOCTHBIX JIMI[ U pabOTHHKOB
000 VueGHbIi NeHTp «DKCIEPT» , IPH BHIIOTHEHAH HMH CBOMX (yHKIMOHANBHBIX O0s3aHHOCTEH, He
3aTPArMBAONIas HAPSIMYIO IIPaBa M MHTEPECHI TPAKJAH M He OTHOCAMAICHd K KaTeTOPHH OrpaHHYeHHOrO
pacIpoCTpaHeHUs (TOCTyTa).

K kareropus MHGOPMAIME OTPAHHYEHHOIO PACHPOCTPAHEHH: (IOCTYNa) OTHOCHTCs HH(pOpMAIHL,
coflepKamascs B JOKyMeHTax | 6a3ax JaHHBIX, BKJIFOYAKOMAd CBEACHHS KOHQHUICHIHATPHOTO XapaKTepa.

Best nH(OpMaIHs, cofiepx)amasics B IOKyMeHTax i 6asax jqanusx OO0 YueOubii neHTp «OKCIepT»
, T0 YMOTYaHHIO SBISETCS OTKPHITOH M o6mienocTynHOM. VCKImOYeHHE COCTaBISeT HH(bOpMAI,
OTHeCeHHad K KaTeTOPHAM CIIyKeOHOM H OrpaHUYEHHOT0 PACIpOCTpaHeH s (I0CTyIa).

4.7.2. IlocTyn monp3oBaTelell K MH(GOPMAI[HE OTPaHHIMBACTCS ITyTe€M OTHECEHHS MHGOPMAIHH K
COOTBETCTBYIOIIEH KAaTerOpHH X HAIOKEHHEM Ha HEE COOTBETCTBYIOIIErO TIpH(a OrpaHmICHHA
pacrpocTpanenus. VHpopMmaius OrpaHMYEHHOro J0CTyna CHaOXaeTcs rpudpom  «Jlnga  cmyxedHOro
TIOJIB30BAHUSAY.

IlpaBoM oTHeceHWs HHGOPMAIMKM K KATerOpUM OTPAHHYEHHOTO JIOCTYyHma H  HAJIOKCHHA
COOTBETCTBYIOMIEro rprda obnajaeT aBTOp JOKYMEHTA 10 COTTTACOBAHHUIO C IMPEKTOPOM.

JlokyMeHTHpOBaHHAsS HHPOPMAIEA OTPAaHMYEHHOTO PACIpOCTPaHeHHs! 6e3 CaHKITMH JOJKHOCTHOTO
JIAIA, YCTAHOBUBIIETO PEXKHM OTPAHHICHHOTO PACIpPOCTPAHEHHS A JAHHOTO JIOKYMEHTA, HE [OJUICKHT
pasrameHHIo (paclpocTpaHeHui0). IIpelocTaBIeHHe MOJB30BATEISIM JOCTYNa K JaHHOH HHPOPMALHH
OCYIIECTBILSIETCS MCKJIFOYHTEIBHO II0 COTTACOBAHUIO € YKA3aHHEIM IOIDKHOCTHBEIM JIMIOM IyTEM MONadH
COOTBETCTBYIOLIEH 3asBKH.

JIOJDKHOCTHBIE JIAIA, TIPHHSBIIME DEIIeHHe 00 OTHeceHWH HH(bOpMaiwy, 3aQHKCHPOBAHHOH B
JIOKYMEHTE, K KAaTErOPHH OrPaHWYEHHOI0 PACHpOCTPaHEHHs, HECYT OTBETCTBEHHOCTH 32 060CHOBaHHOCTD
TIPHHATOrO PENIEHHS i €r0 COOTBETCTBHE JIeHCTBYIOMEMY 3aKOHOAATEBCTBY.

4.7.3. Jluansle jnena pabOTHHAKOB, IMYIHEIE KAPTOUYKH PAOOTHUKOB, TPYNOBBIE KHHKKH pabOTHHUKOB,
IIPUKA3EI TI0 JTHYHOMY COCTaBY JOJUKHBI XPAaHHTBCS B CeH(e WM B METATTHYECKOM mKady.

BIlaHK{ TPYMOBLIX KHIDKEK IO Mepe HEOOXONMMOCTH BBINAIOTCS OTBETCTBEHHOMY JHITY KaJIpoBOH
CItyOBL. 3amMCH B TPY/OBOM KHHIKKE IOJNHCEIBAET PYKOBOAHTENE: KaapoBOH cayx6er OO0 VuebHbI
HeHTp «DKenepty . braHku xpamsares B celde.



47.4. VcTaHOBKA W OSKCIUTyaTalds IIPOrpaMMHOTO OOECIedeHHs, MONYy9IEHHOTO M3 IHOOBIX
HCTOYHMKOB M BEIONESIONMEro (YHKIMY, HE CBS3AHHEIE HEMOCPEICTBEHHO C BBIIOTHEHHEM PabOTHHKaMH
CBOMX JODKHOCTHEIX 0083aHHOCTEH, KATETOPUYECKH 3aIIPEIICHA. :

4.7.5. Bes mpefcTaBlieHHAs B SIEKTPOHHOM BUIe HH(MOpMAI, MOCTyHarmasl B 000 YwucOusrit
LEHTp «DKCIepT», B 0053aTEIEHOM HOPA/KE TIOIEKUT IPOBEPKE aHTHBUPY CHBIMH CPEACTBAMM.

47.6. DiekTpoHHAs I0YTa MOXKET WCIONB30BaThCs IIONB30BATE/AMH TOIBKO JUIA obMeHa
wHbOpManHel, OTHOCANIEHCS K KaTeropuu OTKpHITOX H CcayXeOHOH. 3ampenieHo HCIOIb30BaTh
SJIEKTPOHHYIO M0YTy [Uid Iiepefadd HHQOpMALlMH, OTHOCAMIEHCH K KaTCrOpHM —OTPAHMHYEHHOTO
pacrpoCTpaHEHHUS.

5. KonTpoJb 32 HCIOJIHEHHEM T0KYMEHTOB

5.1. Opranu3anus KOHTPOJIst

5.1.1. KonTpomo mojuiekaT BCE 3aperHCTPUPOBAHHEIE JIOKYMCHTEIL, TpeOyIOmue HCIOTHCHHSL
KOHTpOTb HCIOTHEHHs JOKYMEHTOB BKIOYAeT: Y9CT, MOCTAHOBKY HA KOHTPONE, KOHTPOIL CPOKOB
WCTIONHEHHNS, HEIOCPECTBEHHYIO POBEPKY XOJa MCIOIHEHHS, IPOBEPKY KadecTBa HCIONHEHHS, AHATH3
PEe3yIBTATOB HCIIOIHEHHMS.

5.1.2. KoHTpons 32 HCIOONHEHHEM [OKYMEHTOB YCTaHABIMBACTCA B MEJAX obecriedeHHsT HX
CBOEBPEMEHHOIO M KA4ECTBEHHOTO HCIONHEHHSA, MOBBIICHAS yPOBHA OpraHu3aToOpcKoit paboTH H
HCIIONTHATENBCKOH NHCIIHIIIHHEL

5.1.3. IIpu mOCTaHOBKe JOKYMEHTa Ha KOHTPOJIEL HA IPaBOM BEPXHEM MOJE NOKYMCHTA JCNIACTCH
OTMETKa O KOHTPOJIE, KOTOPYIO O003HAYAOT CIIOBOM (ILITAMIIOM) KKOHTPOIE).

5.1.4. KOHTPOIO MO/UIEXKAT IIPHKA3El ¥ JOKYMEHTEL, IIOCTYNAKME Ha UM IHPEKTOPA.

OpraHu3alEs KOHTPOJIS HCIIOIHEH S BKITIOYaeT B ceOst:

— IIOCTAHOBKY JIOKYMEHTa Ha KOHTPOIIb;

— MOHHTOPHHT HCIIOJHEHAS KOHTPONBHBIX IOPYICHNUH IOKYMEHTOB,

— CHSITHE HCIIOIHEHHOTO JOKYMEHTa C KOHTPOJIS;

— HanpaBJieHUE HCIIOIHEHHOrO TOKyMEHTa B JIETIO.

5.1.5. PyKOBO[UTENMM  CTPYKTYPHBIX  TOApa3/eIeHH o0s3agBl  paccMaTpHBaTh — COCTOSTHHE
MCIIONHUTEBCKON [MCITHILTHHBL [0 JOKYMEHTaM ¢ HopydYeHnsMu aqvunucTpanua 000 YaeOHBIN LEHTP
«DKCIIEpT», a TaKKe MOKYMEHTHI, TIOCTYIHMBIIME B aJpeC CTPYKTYPHOTO MOAPASACICHUA H Tpedyromue
WCIIONHEHMSI W TIOJArOTOBKH OTBETA.

5.1.6. JIOKyMEHT CYMTAETCS HCIIOMHEHHBIM, KOT/1a PEIICHEl OKOHYATENFHO BCE MOCTABICHHBIC B HEM
BOIIPOCH] B COGIIIO/ICHEI CIIEIYIONIHE CPOKH:

—  eCJIM B JOKYMEHTE TIOCTABIICH CPOK MCTIOTHEHHS — B YKa3aHHBIH CPOK;

—  JOKYMeHTHI 6e3 yKa3aHHs CPOKA MCTIOJHEHHS — B MECATHBIH CPOK;

—  ECIH B IOKYMEHTE HMEETCSl IIOMETKA «CPOYHO» — B TPEXIHEBHBIH CPOK;

—  mopydenus 63 yKa3aHHS KOHKPETHOH /1aThl HCTIONHCHUS — B MECSIIHBIH CPOK;

— ¢ IIOMETKOH «omepaTHBHO» — B 10-/{HEBHEIA CPOK;

CpoK HCUHACTSETCS B KATSHIAPHBIX IHSX C IAThI IIOIIHUCAHHNS JOKYMCHTA.

Ecip moCHeIHUH NEHb HCIONHEHHS JOKYMEHTA IPHXOIUTCS Ha HepaOouuMi MEHb, OH IOMICHKHT
MCIIOJIHEHHIO B IIPEIIIECTBYIOIIHH eMy pabodui ICHE.

[Ipz HeoOXOMMMOCTH HPOJUIEHMAS CPOKa MCIIONIHEHHS INOKyMEHTa OTBETCTBEHHBIH HCIIOTHHTEID
IIPE/ICTABIAET Ha MMS JHPEKTOpa, MABIIETO NOPYYCHNE, MOTHBHPOBAHHYIO npoce0y O ero IpoUICHHH HE
[o3[HEe UeM 3a TPH AHA N0 HMCTeYeHHS YCTAHOBJEHHOTO CPOKa, C HeM CBOCBPEMEHHO MEpEAcICd
uHpOpMAIHs B IPHEMHYIO TUPEKTOPA.

5.2. IlopanoK CHATHS J0KYMEHTOB ¢ KOHTPOJIS

5.2.1. JIOKYMEHTHl CHUMAIOTCA C KOHTPOJS, CCIM PEIIEHBI MOCTABICHHBIC B HIHX BOIIPOCHl HJIH
aBTOpaM JaH OTBET IO CYNIECTBY.

[IpOME)KyTOTHEIH OTBET, PaBHO Kak H 3aIpoC MO HMCIOMHIEMOMY JAOKYMCHTY M YaCTHIHOE
HCIIOTHEHHE [IOPYIEHHsA, He ABJIETCS OCHOBAHMEM ML IIPU3HAHUA JOKYMEHTA HCTIOTHCHHEIM.



5.2.2. CHSITbh JOKYMEHT C KOHTPO/IS MOJKET TONBKO JOJDKHOCTHOE JIHIIO, KOTOPOE IIOCTABHIIO €r0 Ha
KOHTPOJIB.

5.2.3. OcHOBAaHHEM JIH CHATHS C KOHTPOJS IOKYMEHTOB C MOPYUYCHHSMH JUPEKTOpa SBJISETCSH
JIOKYMEHT — OTBET, IIOAMKCAHHBIH JUPEKTOPOM, JTHIIOM €ro 3aMellaioNiM, mubo crpaBka 00 HCIIOIHEHHH
JIOKyMEHTa 3a IIOJIIACHI0 PYKOBOIHTENSA CTPYKTYPHOT'O TIOAPA3/ICTICHHS.

6. YdeT 1 XxpaHeHHe nevaTed, MTAMIOB H 6JaHKOB

6.1. O6s3aTenpHOMY YUETy HOUIEXKAT BCe BH/B! NedaTell W mTaMIios, GJIaHKH CTPOroH OTIETHOCTH,
TPYIOBBIE KHHIKKH.

6.2. Vuer pcex meyaTedl u mrammoB, uMetomuxcs B 000 YaeOubli nentp «OKCmepT» , BEACTCI B
CcrIenMansHOM KXypHaie (nprnoxerue Ne 13).

6.3. XKypHansl ydera BKIIOYAIOTCS B HOMEHKJIATYDY Ael. JIMCTEI HX HyMEpyIOTCA, MPOIIHBAIOTCA U
OIEYaTHIBAIOTCS.

6.4. TlegaTs ¥ IITAMIIB ZOJDKHEI XPAHHTECS B cefi(hax MM METaIUMYecKuX mKapax.

6.5. OTBETCTBEHHOCTh 3a XpaHeHWe W MCIONb30BAHHE [eyared, INTaMIOB HECYT JIHIA,
OTBETCTBEHHEIE 3a BECHHUE AEIOIPOH3BOACTRA.

6.6. YHHUTOKEHHE ONaHKOB MPOM3BOJMUTCA IO aKTy ¢ OTMETKOH B COOTBETCTBYIONIMX JKypHAaIaxX
y4era.

6.7. ITedaTy ¥ mMTaMIIBl YHUYTOKAIOTCH 110 aKTy.

6.8. IlpoBepka HanWdMs Iedared, MTaMNOB W ONAHKOB, a TaKkKe IOpAIKAa HX XpaHCHHA H
MCIIONB30BAHMS TIPOM3BOJHUTCS KOMHCCHEH HE peXe OJHOro pasa B IrON OJHOBPEMEHHO € IIPOBEPKOi
COCTOSHHS JEIOIPOH3BOICTEA.

7. CocTraBiieHHe HOMEHKJIATYPBI eI

7.1. HoMeHKnaTypa el — CHCTEMATH3HPOBAHHEIH I€PedeHb 3aroI0BKOB (HauMeHOBaHMIT) e,
3aomuMElXx B OO0 VuebHbIH HEHTp «OKCOepT» , ¢ yKa3aHHEM CPOKOB HMX XPaHCHHS, ohOpMIICHHEIH B
YCTaHOBJIEHHOM IIOPSIKE.

HomerknaTypa fen MpefHasHa4eHa JUid TPYNIUPOBKM MCIOIHCHHBIX MOKYMCHTOB B JICTIA,
CHCTEMATH3ALWH W yHUeTa JeN, ONpeNeleHNs CPOKOB HX XpaHEHHS W SBILICTCS OCHOBOH I COCTABIICHHS
OIMCEH e IIOCTOSHHOTO B BpeMeHHOro (cBeime 10 11eT) XpaHeHus], 8 Takoke U1 yueTa el BpeMEHHOI0 (mo
10 €T BKITFOYUTENBHO) XpaHEHH.

7.2. TIpu cocTaBleHHH HOMEHKIATyphl €Nl CIEAyeT PYyKOBOICTBOBATHCS yCTaBOM 000 VYyebHbIH
LIEHTP «DKCIEPT» ¥ MOJNOKSHUIMHE O €70 CTPYKTYPHBIX IIOAPA3AEIEHHSX, IITATHEIM PaClIUCaHHEM, ITaHAMH
M OT9eTaMu O paboTe, EPEUHIME JOKYMEHTOB C YKa3aHWEeM CPOKOB MX XpaHEHHS, HOMEHKIIATypamMy Jeil 32
TIpEIIIECTRYIONIHE TOAbL. VI3ydaloTcs TOKyMEHTHI, 00pasyIolHecs B NeATENbHOCTH 000 YuyebHBIN NEHTP
«DKCIIEPT» , MX BHIBL, COCTAaB U COJACPIKAHUE.

7.3. Homenkmarypa jgen OOO VYueOHBIM meHTp «ODKCHEPT» COCTABIAETCH pabOTHHKOM,
OTBETCTBEHHBIM 32 OPTaHH3AIMIO JEIOMPOH3BOICTEA M apXUBHOS JENO B , COTNACOBBIBACTCA C MOCTOAHHO
neficTByromeit sxcneprHoi komucernert OO0 YueOHBIH NEHTP «IKCHEPT» , YTBEPKAAETCS TUPEKTOPOM H
BBOJIMTCS B JeHCTREE ¢ 1 SHBAps CIEAYIOMEro rojia.

7.4. B rpape 1 HOMEHKIATYpsl €N MPOCTABISIOTCS HHIEKCHI KKIOrO Jena, BKIIOYICHHOTO B
HOMEHKIATypy. MHaeke nena cocTout u3 ycranoBnennoro B OO0 YaeOHEIH NeHTp «IKcmepTy MU(pPOBOro
ofo3Hauenus (KOoAa) W TOPSAKOBOIO HOMEpa 3arolioBka Jiefa IO HOMEHKIAType. Hupexcel nen
0603Hagar0TCs apabCcKUMHU U PaMH.

Hanpumep: 12-05, rae 12 — koz, 05 — mOpsAIKOBEIA HOMEP 3arolloBKa [IE1a B pas/ielie HOMCHKIIATy b
Iell.

7.5. B HOMEHKIaType e/l peKOMEHIYETCs COXPaHSTh OJMHAKOBBIC MHICKCH! I OXNHOPOIHEIX JCI;
VIS TIEPEXOJISAIIUX JIE]l HHIIEKC COXPAHACTCS.

7.6. B rpady 2 HOMEHKIATypBl JEI BKIIOYAIOTCS 3arOJIOBKH JEI (TomoB, gacTelt). 3aroioBOK mena
4eTKO, B 0000IIeHHON (opMe OTpaXkaeT OCHOBHOE COIEPKaHUE M COCTaB OKYMEHTOB Aeia.



OCHOBOIA JiIsl HAMMEHOBAHKS (3ar0JIOBKA) JEN SBJLFOTCS BOIPOCEHL, OTPAXKAIOMME 3aaTh 1 (byHKIHH
000 Vuebusiit nentp «Ikcnepr» . HauMeHOBaHHS TOMOIHAIOTCA YKa3aHHEM pO/ia 3aBONMMOTO Jerna WiH
Pa3HOBHIHOCTH JOKYMEHTOB (IOCTAHOBIICHHS, PACTIOPDKCHIS, PUKAEL, IPOTOKOMEL H 1. ).

Ecii feno, BKITIO9aeMoe B HOMEHKIIATYpy eI, COCTOHT U3 OHHAKOBBIX BH/IOB HIIHA PasHOBHIHOCTEH
JOKYMEHTOB, B 3arOJIOBKE TaKOro Jela yKa3hlBacTCs HAMMCHOBAHME BHIOB JOKYMEHTOB, HAaIpPUMeEp
«ITpuKa3sl IO OCHOBHOM IEeATEBHOCTHY.

He pexoMeHmyercs ymoTpeOaATe B 3arofMOBKE Jeia HEKOHKPETHBIC GOpMYyIUPOBKH, & TaKKe
BBOJIHBIE CJIOBA H CIIOXKHBIE 000POTEL

Ecnu seno 6yieT COCTOATh M3 HECKONBKUX TOMOB WX gacTeil, TO COCTaBIAETCS OOIIMHA 3aro/I0BOK
Jena, a 3aTeéM TpPH HEeOOXOAMMOCTH COCTABIIIOTCA 3arCNOBKHM KakJOro ToMa (dacTH), YTOYHSIOIIHE
COAEpIKaHue 3aroI0BKa Iena.

TTops/IoK PACHONOKEHHS 3arofioBKOB €]l BHYTPH PasfclIoB M IONPasACIoB HOMEHKJIATy Pl IEI
OlIpeIeNIeTCs CTENEHBI0 BAKHOCTA JIOKYMEHTOB, COCTABILAIONIMX JIENa, H HX B3aMMOCBS3BI0. B Hagame
PacroNararoTCsS 3aroNIOBKH JIEN, COMACPIKAIINX OpraHU3alHOHHO-PACIOPAMTENBHYIO  I0KYMEHTAIHIO.
3AroNOBKH 1€/ MOTYT YTOUHSTECS B Ipolecce GOpMUPOBAHHA U ohopMIICHHS JIEL.

7.7. Tpaca 3 HOMEHKIIATYDEI JIEJI 3alOHSETCS 0 OKOHYAHIH KAJICH/APHOr0 To/ia.

7.8. B rpade 4 ykassBaeTCs CPOK XpaHEHWS [ena, HOMEpa cTaTeil II0 IEPeyHIo, a IIPH €ro
OTCYTCTBHH — I10 THIIOBOM HJTH PUMEPHOR HOMEHKIATYPE JICI.

CpoKM XpaHEHHf, YKa3aHHEIE B HEPEYHSX, SBIAIOTCA 00s3aTeNpHEIMA, W COKpalleHHe HX HE
JONycKaeTcs. PaspemiaeTcs XpaHWTh JOKYMEHTEI CBBIMIC YCTAHOBJIEHHOTO CpoKa, €coH B TOM €CTh
HpaKTHIecKas He0OX0IMMOCTE.

7.9. B rpade 5 «[Ipumedanue» yKasblBarOTCs Ha3BaHHA TmepedHell JOKyMEHTOB, HCIOJIB30BAHHbIX
PH ONpENE/IeHHH CPOKOB XPAHCHHS [N, MPOCTABILIOTCA OTMETKH O 3aBe/ieHHH Jied (B TOM 9HCIe B
3IEKTPOHHOM BHJE), O TIEPEXOJSIINX JefaxX, O BHIACICHAH JIEN K YHHYTOKEHHIO, O JIMIAX, OTBETCTBEHHBIX
3a popMEpOBAHHE Jel (IPHIOKEHUE Ne 14).

7.10. Ecum B Teuenme roma B 00O VueGHBI LEHTp «OKCHepT» BO3HHUKAIOT HOBEHIC
JOKYMEHTHDOBAaHHEIE yYacTKd pabOoThl, HA HHX bopMHpYIOTCS.  COOTBETCTBYIOIIME M€Na, OHH
JOTIONHUTENBHO BHOCATCS B HOMEHKIATYpY. Jlisl BHOBB 3aBOTMMMBIX IIeN B KKIIOM pasie/e HOMEHKJIATYPEI
OCTaBJIAIOTCS pe3epBHBIE HOMEPA.

o OKOHYAHMM TOfa B KOHIE HOMEHKIATYDPHI el MAENaeTcs HTOroBad 3amuch O KOIHIECTBE
naBeJIEHHEIX 1€ (TOMOB).

TTOpsZIOK PAacTONOKEHHs 3aTONIOBKOB e/l BHYTPH PasfienioB M TOMPAs/EIIoB HOMEHKJIATYPEl JEI
OIIpe/ieNaeTcs CTENEHBI0 BAKHOCTH JOKYMCHTOB, COCTABIIONMMX A€Nd, M HX B3aUMOCBSI3BI0. BHawame
PACIIONATAIOTCS 3aT0NIOBKH JIe, COAEPKAIIIX OpraHH3aIOHHO-PACTIOPI AU TEABHYIO TOKYMEHTALIHIO. Hanee
PACTIONIATAIOTCS 3aTONIOBKH JIEN, CO/IEPIKANIMX ILIAHOBRIC H OTIETHBIC JOKYMEHTEL, ¥ T. [I.

7.11. CrTpyKTypHBle TIOJpA3[CNCHHs EKErO[HO, HEe MO3AHES 15 mHostOps Texymero roaa
pa3pabaTHIBAOT IPOSKT HOMEHKIIATYPEI I CBOETO NIOAPa3eIeHIs Ha CJIETYIONIHH TOI.

Homenkimarypa el CTIPyKTYPHOTO MOJPasie/eHus COCTABIACTCA JIMIIOM, OTBETCTBEHHBIM 32
BeJCHHE IENONPOM3BOJCTBA CTPYKTYPHOTO IIOJPasfelieHus, —COINACOBBRIBACTCA M MTOITACHIBACTCS
PYKOBOJIUTENEM CTPYKTYPHOTO TOJPAs/ENeHds H IpPe/ICTaB/IACTC paGOTHHKY, OTBEICTBEHHOMY 32
OpraHU3aIHIO IeIONPOK3BO/ICTBA H apXHBHOE IETIO B 00O V4ebHBIit IEHTP «OKCIEPTY.

OTBETCTBEHHOCTS 32 OPraHU3AIMIO CBOEBPEMEHHOTO COCTABJICHHMA HOMEHKIIATYPEI /G BO3JIaraeTcs
Ha PYKOBOJHUTENEH CTPYKTYPHEIX HOpazieTIeHHH.

8. ®opmupoBanHe H 0popMIeHHE T

8.1. MopMHpOBaHHE feI — TPYNIUPOBKA HCIOTHEHHBIX NOKYMCHTOB B JCIa B COOTBETCTBHH C
HOMEHKJIATYpO# [e]l ¥ CHCTEeMAaTH3alis JOKYMEHTOB BHY TPH JI€/Ia.

8.2. Jlena B 000 YueGHEIH HEHTP «IKCIEPT dbopMUpPYIOTCS B CTPYKTYPHBIX IOIPA3/ICTICHUAX.

8.3. VCIONHEHHEE IOKYMEHTH NOKHBE B 10-IHEBHBIA CPOX CHaBaThCd HCIIOJIHUTEJIEM JIHILY,
OTBETCTBEHHOMY 3a BEJICHHE JENONPOU3BOJICTEA B CTPYKTYPHBIX IOAPA3NCICHHIX, UL (popMUPOBAHHUS UX B
nema. Homep ziena, B KOTOpoe NOJIKEH OBITH MONMIMT JOKYMEHT, ONpENCILieT PYKOBOIHUTENb CTPYKTYPHOTO



nonpasaeneauss 000 VueOHEIH neHTp «DKCIEPT» HIM HCIONHATEIL B COOTBETCTBHH C HOMEHKJIaTy poit
men. Ha [OKyMeHTe MpOCTaBIAIOTCS OTMeTKa «B memo Ne...», MOAMHCH HMCHIOIHHTENSA I PyKOBOXHTEIA
CTPYKTYPHOTO TIOApa3e/ICH s, IaTa.

JIOKyMEHTHI BHYTPH J€Jla PAcIIONaratoTcs B XPOHONOTHYECKOH [TOCTE0BATENLHOCTH.

8.4. KoHTpoNb 3a MPaBHIBHOCTBIO (POPMHPOBAHHMs JIEN OCYIIECTBILAETCS OTBETCTBEHHBIM 3a apXuB
OO0 YuebHBIH IEHTP « DKCIEPTY.

8.5. TIpu (opMHUPOBAHKE e HEOOXOAUMO COOIIONATE CIENYIOMHe o0mue ImpaBuiIa: IOMENIATh B
7e70 TONBKO WCIONHEHHBIE JOKYMEHTHI B COOTBETCTBHM C 3arojIoBKaMH JE€I IO HOMEHKIIATYPE;
rPYNIMPOBATE B €0 OKYMEHTBl OJHOTO KaleHIapHOTO TIOfa; pPasfeNbHO TIPYNIHpOBaTh B JCIA
JOKYMEHTHI MOCTOSHHOIO H BPEMEHHOrO CPOKOB XPaHEHHS; IOMENATh B Iena KCepOKOIHH taxcos,
TeneoHOrpaMM Ha OOIIMX OCHOBAHHSX; B [EN0 HE JOJDKHEI MOMEMATHCS JOKYMEHTHI, IOIIEKAIIAC
BO3BpATY, JIAIIHHAE SK3eMIIAPEL, YEPHOBAKH: 10 00BEMY €TI0 HE JI0JDKHO IPEBBIIIATE 250 nmucToB MK 4 CM.
[Ipy HaTHUuK B JleNie HECKONBKHX TOMOB (YacTed) MHIEKC H 3aroioBOK /€A MPOCTABIIAIOTCA HA KaXKAOM
TOME ¢ T0OaBIeHAEM «TOM 1», «TOM 2% (IOCTeTHHMH).

8.6. PacmopsauTeNbHbIe OKYMEHTEI TPYIIIUPYIOTCS B ENa IO BH/(@M B XPOHOIOTHHECKOM MOPATIKS
C OTHOCSAIIMMECS K HUM IIPHIIOKECHUSMHE.

VeTaBH, MONOKEHHS, HHCTPYKIHH, YTBEPXKICHHEIE PACIOPAIUTCIBHBIMA JOKYMEHTAMH, ABIIAIOTCH
TIPHIOMKEHUSAMHA K HAM H TPYIIHPYIOTCS BMECTE C YKa3aHHBIMU NOKYMCHTAMU. Ecii e oHH yTBEPXKIEHEL B
KadgecTBE CaMOCTOSTEIHHOTO JOKYMEHTA, TO HX TPYIIHPYIOT B CAMOCTOSTEIIBHEIE [eTIa.

TIpHKa3Hbl IO OCHOBHOM AESTENEHOCTH TPYNIEPYIOTCS OTAIEHO OT PHKA30B 110 THIHOMY COCTABY.

TIpHKa3k [0 JMYHOMY COCTaBY TPYHIMPYIOTCS B /ie)la B COOTBETCTBHH C yCTAHOBICHHEIME CPOKAMH
WX XpaHeHHs.

TIpOTOKOMEl B JeNe PacIloNaraloTcs B XPOHONOTHYECKOM MOPSIKE IO HOMEpaM. JIokyMeHTBl K
IPOTOKOJIAM, CTPYTIHPOBAHHEIE B OT/ICTBHEIE eNd, CHCTEMATH3UPYIOTCs 110 HOMEPaM IPOTOKOIIOB.

VTBepKICHHbIE IUIAHBL, OTYETHl, CMETBI, JIMMHTHL, THTYNbHBIC CIHCKA H JAPYTHe JIOKyMCHTHI
TPYITUPYIOTCS OTAEIBHO OT IPOSKTOB.

JIOKyMEHTSI B JITYHBIX JeIaX PAcIonaratoTes o MEpe MX MOCTYIUICHH.

[lepemmcka TIpyNIEpyeTcs B paMKax OJHOTO KaleHJApHOTO rojia M CHCTEMAaTH3MpyeTcd B
XPOHOJIOTHYECKOH [OCTEA0BATEIBHOCTH: JIOKYMEHT — 3aIPOC — JOKYMEHT — OTBET.

8.7. Jlema OO0 VueOHbil HeHTP «DKCHEPT» MOIeKaT OPOPMICHHIO NPH UX 3aBEJCHHH H 10
3aBepmenun roga. Odopmienre fena — NOATOTOBKA Jea K XPAHEHHIO BKIOTACT B ceOs KOMILIEKC paboT
110 OIHMCAHKIO TeNa Ha 06N0KKeE, IOAMMBKE, HyMEPALMH JIACTOB H COCTABICHHIO 3aBEPHTE/ILHON HAMIITHCH.
Odopmnenne el HPOBOAWTCS PabOTHHKAMH CTPYKTYPHBIX nogpasgenesuit OO0 VYueOHBIH LEHTP
«DKxcrepT» , B OOS3aHHOCTH KOTOPBIX BXOJWT 3aBEICHUC H dopMuEpoBaHKe Jel, IMPU METOAHISCKOH
IOMOIIH H 11071 KoETponeM apxusa OO0 VaeOHBIH LEHTP «DKCISPT .

8.8. B 3aBHCHMOCTH OT CPOKOB XPaHEHHS IIPOBOTUTCS IOJIHOE MK 9aCTHYHOS odopMIIeHHE AL

ITonHOMY OQOPMIIEHHIO MOMIEKAT JeNa IOCTOSHHOTO, BPEMEHHOTO (ceime 10 met) xpaHeHHs (110
JIAIHOMY COCTABY, JIMYHEIC Ie/la YBONEHHBIX paboTHHKOB). ITomHoe odopMiIeHHE AeNa IpeayCMaTpUBacT:

— MOJIIMBKY WM TBEPIBIH NEPEIUIET Jema;

— HyMepalHUIO JIACTOB B JICJIC;

— COCTABIICHHE JICTa-3aBEPHTEILS;

— cocTaBedde B OCOOBIX ciydasx (IIpH O(QOPMIICHWH JIMYHBIX NEIN, UL ydeTa 0co00 IEHHBIX
IOKyMEHTOB) BHYTpPEHHEH OIMCH TOKYMEHTOB J€Na;

_ BHeCeHHEe HEOOXONMMBIX YTOYHEHHH B DPEKBH3MTHl OOGTMOXKKH pena (YTOYHCHHE HA3BAHHA
To/IpaseNieH s, HHAEKCa | 3ar0JI0BKa JeNa, NaTsl [ea 1 ap.).

8.9. Jlena Bpemennoro (1o 10 et BKJTIOUMTENFHO) XPAHEHHS ITOMINIEKaT YaCTHIHOMY O(OPMIICHHIO.
JlomyckaeTcs:

— XpaHUTH J(e1a B CKOPOCIIHBATEIIAX;

— He MPOBOJMTE [EPECHCTEMATH3AIIUIO IOKYMEHTOB B JIEJIE;

— JIACTHI JleTia He HyMEPOBATh;



— 3aBEpHTEBHEIC HANHUCH HE COCTaBIATE.

8.10 JIoKyMeHTEL, TIOUIEeKaIIHe IIONTHOMY O(OPMIIEHHIO, IOJIHBAIOT Ha IETBIPE MPOKOTA B TBEPIYIO
OGNOKKY H3 KapTOHA WM IEPEIIeTAloTCA C YYeTOM BO3MOXHOCTH CBOOOIHOTO HTEHHs TEKCTa BCEX
JIOKYMEHTOB, JIaT, BU3 H Pe30/MoNHi Ha HuX. [Ipy IOATOTOBKE €N K IO/IINBKE (meperieTy) MeTaJITHYECKHE
cKkperuenns (CKOOBI, CKPENKH) W3 JOKYMEHTOB YAALMIOTCs. Jlena MOCTOSHHOTO XPaHEHHs, COCTOSMIME 13
He(OpPMATHEIX JOKYMEHTOB, XPAHATCS B 3aKPBITHIX TBEP/BIX IaKaX ¢ TPeMs KilallaHaMHA H C 3aBI3KaMH.

Ilpy HaTM4EM B fefle HEBOCTPEOOBAHHBIX THYHBIX NOKYMEHTOB (TPYHOBBIX KHIDKCK M Jp.) OTH
TOKYMEHTH! BKJIA/BIBAIOTCS B KOHBEPT, KOTOPEIN 3aTe€M MOIMIUBACTCS B 9TO ALIIO. ITpu Hayauy GOJNBIIOTO
KOJIMYECTBA TAKAX JOKYMEHTOB OHH MOTYT M3EIMATHCS U3 [IEJI, ¥ Ha HUX COCTABJIETCS OTACNbHAN OTHCE.

B KOHIIE KAXIOT0 Ieja IO IIHBAIOTCS YHCTEIe GIaHKy HOopM JULS 3aBEPHTEIEHOM HAIIIHCH.

8.11. B memsix obeceueHus COXPAHHOCTH M 3aKPEIUIEHHs IIOps/IKa PACIONOKEHHS TOKYMCHTOB,
BKJIIOYEHHEIX B J€J10, BCE JHCTHL, KPOME 3aBEPHTENBLHOTO, HyMepyloTcs apalbCKuMu HHppamME B MPABOM
BEpXHEM yIUTy, HE 3aeBas TeKCTa JOKYMEHTa, IPOCTHIM IPaduHuecKuM KapaHJAIIOM WK HyMEpaTOpoM.
YhoTpe6neHue YepHUN ¥ [(BETHBIX KapaHamell ULl HyMepanuy JIMCTOB 3aIpemacTcd. BHyTpeHHs OIUCH
HUMEET CaMOCTOSTEIBHYIO HyMEPAIHIO.

JIMCTEL [e, COCTOSIIMX M3 HECKONLKHX TOMOB MM 4YacTed, HyMEpYyIOTCs IO KaXA0OMy TOMY HIH
JACTH OTHENBHO.

dororpadun, 9epTeKH, IHATPAMMEl M APYTHE HIUTFOCTPATHBHBIC U crnenuduyeckne NOKYMEHTE,
IIpe/ICTAB/ISIONIHE CAMOCTOSTEIbHBIHA JIHCT B JIENe, HyMEPYIOTCs Ha 0GOPOTHOH CTOPOHE B JISBOM BEPXHEM
YIIIY.

CI0JKEHHBIH JHCT Pa3sBOPAYMBAETCS M HyMEPYETCs B IPaBOM BepxHeM yriry. IIpu 5ToM JucT moboro
dopmara, MOMMHUTEHIA 3a OJWH Kpai, HyMepyeTcs KaK OIMH JHCT; JIACT, CIIOJKEHHBIH W TOIIIMTEHIH 3a
CepeNHHY, TIOISKUT NEPEIINBKE ¥ HYMEPYETCs KaK OJIHH JIACT.

[TOMIIMTEIE B €0 KOHBEPTHI ¢ BIOKEHUAMH HYMEPYIOTCH; IPH 3TOM BHaJalle HyMEpYeTCs KOHBEPT,
a 3aTeM OYePEITHBIM HOMEPOM KaXI0€ BIOXKESHHE B KOHBEPTE.

TToAmmMTEE B AEN0 AOKYMEHTHI ¢ COOCTBEHHON HyMeparuel JMCTOB (BKIOYAs MEIATHRIE H3JAHHS)
MOTYT HyMepoBaThcs B OOIEM IOpSAAKE WM COXPaHATE COOCTBCHHYHO HyMEpalmio, €ClIH OHA
COOTBETCTBYET MOPAIKOBOMY PACIIONOKEHUIO JTUCTOB B JCIIC.

B cirydasx o6Hapy KeHHs GOJBIIOr0 YHCIa OMUGOK B HyMEpallky TUCTOB Aea B IETI0NPOU3BOTICTES
IIPOBOMMTCS HX TepeHyMepamus. [Ipu MepeHyMepaliy JHCTOB CTAphle HOMEpAa 3aHCpPKHBAOTCS OIHOH
HAKJIOHHOM depTO W pAIOM CTaBUTCA HOBBIA HOMEp JHCTa; B KOHLE J€ia COCTABIACTCA HOBast
3aBepUTENbHAs HA/IKCh, [IPH 3TOM CTapas 3aBEPUTE/bHAs HaIIHCh 3a9EPKUBACTCH, HO COXPAHACTCA B ETIC.

8.12. Jlst yueTa KOJIMYeCTBa JIHCTOB B JieNe B pUKcanii 0COOCHHOCTEH HX HYMCPAlHH COCTABIIACTCS
3aBepUTeNBHAd HaMUCh fena. OHAa COCTAaBISCTCS B JEN€ HA OTACNBHOM IHCTC — 3aBEPUTENC JHCIa.
3aBepuTebHAA HA/IIUCH COCTABIIACTCA II0 ycranosieHHOH Gopme (mpunoxenne Ne 15).

Bce TOCIEAYIONMEE H3IMEHEHHs B COCTABE W COCTOSHMM Jena (IOBPEKIEHHUS, 3aMCHA IOJTHHHBIX
TOKYMEHTOB KOIHSAMH, IPHCOEIMHEHHAE HOBBIX JOKYMCHTOB H T. II.) OTMEYAIOTCS B 3aBEPUTEIIBHON HA/IITHCH
CO CCHUIKOM Ha COOTBETCTBYIOIIHM aKT.

8.13. O6IoKKa JIeN MOCTOSIHHOTO, BpeMeHHOro (cBpime 10 1eT) XpaHeHH: M IO JHIHOMY COCTaBy
ohopMIIseTCS 10 YCTaHORIEHHO! Gopme (IPUITOKEHHE Ne 16).

Ha 0BToKKe Je MOCTOSHHOTO XPaHEHHS BBEPXY NPEIyCMATpUBACTCs MECTO UL HaHMMEHOBAHMA
FOCYapCTBEHHOTO apXWBa, B KOTOPEIA OHH OyIyT NMEpeiaHsl, a TakKe apXHBHOTO mudpa B IpaBOM
BEPXHEM H JICBOM HIKHEM yTJax.

IIpu odopmieHuy OONOKKH HeN HAaUMEHOBAHHE 000 YuelHBIA HEHTP «IDKCHEPT» YKa3BIBACTCA
[IOTMHOCTEHIO TI0 YCTaBY, B HMEHHUTEILHOM I[1a/1eKe, COKPAIEHHOS Ha3BaH!Ue — B ckobKax.

O6s3aTeNbHEIME PEKBH3MTAME OOTOJKKH JIefia SBJETCs YKasaHWe KONMYECTBa JIMCTOB B ACIC,
KOTOpOE MPOCTABISETCS HA OCHOBAHMH 32BEPUTEIBHOM HA/IIMCH J€Nd, H CPOKA XPatHeHHI Aena (na gemax
IOCTOSHHOTO XPAHEHWs THIIETCS: KXPAHUTh MOCTOSHHO®), KOTOPBIH NEPEHOCHTCH Ha o0IoXKKy Iena u3
HOMEHKJIATYPhI TI0CIIE CBEPKH €T0 MO CPOKaM XPaHEHHUs B [IEPETHE.



8.14. Jlnst ydeTa JOKYMEHTOB ONPEIEICHHBIX KATErOPHH JIe] ITOCTOSHHOTO H BpeMeHHoro (cBbimre 10
7eT) XpaHEeHHs, yYeT KOTODHIX BBI3BIBASTCA CHENM(MKOH MAHHOH NOKyMEHTAIMH (IIMYHBIC JCIa, ocobo
LIEHHEIE), COCTABISIETCS BHY TPEHHSS OIKMCh JOKYMEHTOB JIena.

BHYTpEHHIOK OIHCh HEOOXOTMMO TaKiKe COCTABIATE B J€NaX HOCTOSHHOTO H BPEMEHHOTO (cBBImIE
10 mer) xpaHeHHs, CQOPMHPOBAHHEIX IIO PA3HOBHIHOCTSAM JOKYMEHTOB, 3arOJOBKH KOTOPHIX HE
PaCKpHIBAIOT KOHKPETHOE CONEPKAHUE JTOKYMCHTOB.

BHYTpeHHSA OMUCH COCTABISISTCS Ha OTACIBHOM JIHCTE 110 yCTaHOBICHHOH tdopme (mpunokenue Ne
17), koTopas COHEP/KHT CBENCHHS O MHOPSJKOBEIX HOMEpax IOKYMEHTOB [e€Na, HX HHJCKCaX, narax,
3aroJIORKaX M HOMEpax JIKCTOB Jiefa, Ha KOTOPEIX PACIIONOKEH KayK/(bli JOKYMEHT.

K BHyTpeHHEH ONHMCH J€fla COCTABIETCS MTOTOBAas 3allkCh, B KOTOPOH YKAa3bIBACTCH uudpaMu 1
TIPOMHCHEO KOTHYECTBO BKIIOYEHHEIX B HEE IOKYMEHTOB M KOTHYECTBO JIHCTOB BHYTPEHHEH OIHICH.

BHYTpeHHSS ONMCH MONMMCEIBACTCA €€ COCTABUTENEM C YKa3aHMeM JOJDKHOCTH, MOZIIHCH,
pacmA(pOBKH MOANKCH U HyMEpyeTCs B IEIe OTAEIBHO.

9. Opranu3anus 0NepaTHBHOI'0 XpAHEHHS T0KYMEHTOB

9.1. C MoMmeHnTa 3aBeenust ¥ 0o mepenaus aen B apxue OO0 VueOHEIH meHTp «IKCIepT» Jena
XPAHATCA TI0 MECTY UX (hOPMHPOBAHHUS — B CTPYKTYPHBIX IOIPA3AEIICHUIX.

PyKOBOJMTENH CTPYKTYPHEIX TOIPA3Je/eHUii U PaOOTHHMKH, OTBEYAKOIIME 3a JAENONPOH3BO/ACTEO,
06s13aHEI 00eCeInBaTh COXPAHHOCTE JJOKYMEHTOB U JIeTl.

C 1[eJIBI0 TOBHIMIEHHs OMEPATHBHOCTH IIOMCKA JOKYMEHTOB JIE/ia PacloyaraloTcs B COOTBETCTBHH C
HOMEHKJIaTypoH JEIL

Ha xopemkax 0610KeK JeNl yKa3bIBalOTCs HH/ICKCEI Je) II0 HOMEHKIIATYpe.

K moxyMeHTaM BPEMEHHOTO XPaHEHHs OTHOCSTCS JOKYMEHTEI CO CPOKOM XpaHCHHS He Gonee 10 mer
¥ XpaHATCH [0 MeCTy HX (HOPMHpPOBaHHS B CTPYKTYPHBIX NOAPA3ACTICHHSIX. Ilena BpemenHoro (no 10 mer
BKJIOUMTENTEHO) XpaHEHHAs B apXHB HE IIEPEAr0TCS U MOIVIEKAT YHHITOXKCHHIO B yCTAHOBICHHOM NOPATIKE.

3aBepIlCHHBIE IeNa TOCTOSHHOTO ¥ J0TToBpeMeHHOro (cepime 10 eT) CpoKOB XPaHEHHs XPaHATCS
mo Mecty mX GopMHpOBaHWA B TEYEHHE JBYX JIET, a 3aT€M CHAIOTCA B apXuB 000 VYuebHbIH LEHTP
«OKCTepT” .

Jlena BpeMEHHOTO CpOKa XpAaHCHWs XDaHATCA MO MeCTy MX (GOpMHPOBAHHS B TEYCHHC
YCTAHOBIEHHBIX HOMEHKIIATYPOH JIeJ1 CPOKOB.

9.2. Brimaua fen, O3HAKOMJIEHHE C JOKYMEHTaMH, HaXOJSAN[MMHCSI Ha ONEPATHBHOM XPaHCHHH B
CTPYKTypHOM mozpasieierun, pabotHukam OOO V4eOHEBIM HEHTP «DKcmepT» IPOM3BOMMTCA C
paspelieHns pyKOBOJICTBA IO/ PACIIHCKY B JKypHaie ydeTa BhIauH JIOKYMEHTOB U3 apXHBa (mpunoxerue Ne
18).

Jlena BELIAIOTCSA BO BPEMEHHOE [O/Ib30BAHHE PaOOTHHKAM CTPYKTYPHBIX IIOJPa3NCNCHAH Ha CPOK He
Gonee OMHOrO Mecsia. [locie HCTedeHns YKA3aHHOTO CPOKa JIeNI0 HOJUKHO OBITh BO3BPAIICHO HA MECTO €T0
XpaHEHHS.

9.3. U3pATHE IOKYMEHTOB M3 JEN IOCTOSHHOTO XpaHEHWs JOMyCKaeTCs B MCKIIOYIHTEIBHBIX
CIIydasx, 10 3ampocaM KOMIETCHTHBIX OPTraHOB M IPOM3BOAHUTCS C IHCHMEHHOTO paspelleHHs THPEKTOpa
000 V4e6GHEIH HEHTp «DKCIEPT)» ¢ OCTABTIEHAEM B J€)e 3aBePEHHOH KOIMH OKYMEHTA H aKTa O TIPHIHHAX
BEIIAYH [TO/IJTMHHHKA.

10. IMopsaxox mepeJavyd J0KyMEHTOB HA XpaHeHHEe B apXHB 000 YueOHBIH HEeHTP «IKCIepT»

B apxus OO0 V4aeGHEIT HeHTp «DKCIepT» NEPefaroTes JAeNa MOCTOAHHOr0, BPEMEHHOTO (creimIe
10 j77eT) XpaHEeHus | TI0 JIATHOMY COCTaBy. KX nepenada MpOM3BOAMTCS IO OIUCSM JIE.

3aKOHUEHHEIE JIeTOMPOU3BOCTBOM JeNa IOCTOSHHOTO, BDEMEHHOTO (CBBIIIE 10 5et) XpaHeHHS U II0
JTHYHOMY COCTaBy IIOCNEe OKOHYAHHMs KAaJCHJApHOTO Iofa, B KOTOPOM OHH ObLIM 3aBENEHBI, IOJUIEKAT
0hOPMIIEHHIO B COOTBETCTBUM C HACTOAWIEH MHCTPYKIHMEH U NEPENAloTCs B apXHB 000 VYueOHBIH HEHTP
«DKcIepT» Yepes ABa rojia II0CyIe OKOHYaHUs X IEIONPOM3BOCTBOM

11. DxcnepTH3a EHHOCTH JOKYMEHTOB



11.1. DKcmepTH3a IEHHOCTH NOKYMEHTOB — HM3y9YCHHE [IOKYMEHTOB HA OCHOBAHMH KPUTCPHEB HMX
[EeHHOCTH B LEJSX ONpeJIeNeHHs CPOKOB XpaHCHHs JOKyMCHTOB H orbopa WX Ha IOCyIapCTBEHHOE
XpaHEHHE.

11.2. Dxcreprusa menHoctd gokymentos B 00O VueGHBIM meHTp «OKCHepT» Ha CTaldH
JENONPOM3BOICTBA IPOBOMTCS: TP COCTABICHMHM HOMEHKIATYPEI JIC]T; B Iporecce bopMupoBaHHs I 1
[[POBEPKH TMPABHIBHOCTH OTHECEHHs JOKYMEHTOB K JeaM; IpH TOJrOTOBKE ACT K [IOCIEAYOIEMY
XpAaHEHHIO; B ApXUBE B IPOIECCE [IOATOTOBKH HA FOCY/1APCTBEHHOE XPAHCHHE.

11.3. [l opraHM3alii | IPOBEIECHIs SKCIIEPTH3BI ICHHOCTH JOKYMCHTOB B 000 VYuelOHBIH LEHTP
«DKcmepT» co3/aeTcs MOCTOSHHO NEHCTRYIOMAs SKCIIePTHAS KOMHCCHA (manee — IK).

11.4. ®ysxnen 1 mpasa JK, a TakKe OpraHu3alis e paGoTHL OIpPE/IEIIETCA MONOKEHHEM, KOTOpOe
yTBEPXKIAeTCS TUPEKTOPOM.

11.5. DKcIepTH3a LEHHOCTH IOKYMEHTOB MOCTOSHHOTO M BPEMEHHOIO XPAaHCHHA OCYIECTBILICTCH
©KETOJHO B CTPYKTypHBIX mozpassencanax OO0 Yuebubri nenTp «DKCIEPT» HEMOCPEACTBEHHO JIHLIAMH,
OTBETCTBCHHBIMY 32 IENONMPOM3BOACTBO, COBMECTHO € OK IpH HEMOCPE/CTBEHHOM METOXMHCCKOM
pykosozctse apxua OO0 YueOHbIH HEHTP «DKCTIEPT .

11.6. Ot6op MOKYMEHTOB i TIOCTOSHHOIO XPaHCHHs TMpPOBOMMTCH B COOTBETCTBHH C
gomenknarypoit men 00O YuebHBI UEHTP «DKCIEPT», THNOBBIME H BEIOMCTBEHHBIMH TepeuHAMHA
JIOKYMEHTOB C yKa3aHHEM CPOKOB MX XPaHEHHS Iy TeM IIOCTPaHHIHOTO MPOCMOTpa JIe.

B Ienax MOCTOSHHONO XpaHEHWs MOUICKAT W3BATHIO JyONeTHBIE OK3EMIULIPEL NOKYMEHTOB,
YepHOBHKH, HEO(DOPMIICHHEIE KOTIHH 0KYMEHTOB ¥ HE OTHOCSIIHECS K HUM J0KYMCHTBL

Jlena ¢ ormerkoit «JITK»/«OK» rnonBepraroTcs Taioke MOMHCTHOMY MPOCMOTPY © LENBIO
OIIpee/IeHHs ¥ BEIENCHHs M3 HX COCTaBa JIOKYMEHTOB, MOZISKAMX MOCTOAHHOMY xparenuto. Jlena ¢
ormerkoli  «OIIK»/«DK»,  comepikamue  JOKYMEHTHl — IOCTOSHHOrO  XpaHGHHdA,  IHOMICKAT
Teped)OPMAPOBAHUIO. BEIIeNeHHbIE B3 X COCTaRa JIOKYMEHTEI IOCTOSHHOTO XPAHCHHA IPUCOESTUHAIOTCS K
OHOPOIHEIM JiefaM H O(QOPMIITIOTCS B CAMOCTOSTEIBHBIC NCINA. CpoKH XpaHeHHs JeJl, COIEPXKalluX
OCTABITHECS MOKYMEHTEl BPEMEHHOTO XPAHEHMs, ONPENEISIOTCA IO BEIOMCTBCHHOMY (1 THIIOBOMY)
IIEPEUHIO JOKYMEHTOB C YKA3aHHEM CPOKOB WX XPaHCHWA H HOMEHKIATYpe G TlofmmBKka BHOBB
chOpPMHPOBAHHEIX JieJl IPOM3BOAUTCS TOIBKO IOCTIE 3aBEPIICHHS SKCIEPTU3EI IIEHHOCTH IOKYMEHTOB.

OJIHOBPEMEHHO € 0TGOPOM TOKYMEHTOB IOCTOSHHOTO H BPEMCHHOTO (cBeimie 10 yet) XpaHCHUs I
IIepe/iady B apXHB B CTPYKTYPHBIX IOJPas/ieIeHUsX [IPOBOUTCA 0T6Op JIeN B JOKYMEHTOB BPEMEHHOrO (J10
10 seT) XpaHeHys, MOMIEKANMX JATBHEHIIEMY XPAaHCHHIO B CTPYKTYPHBIX HOAPa3IeNIeHAAX, BEIICIICHAC K
YHAYTOXKEHMIO JEN 33 TPENbUIYIIHe TOMEI C MCTEKIIMME CPOKaMH XDaHCHITL IIpa 3TOM YYHTEIBAIOTCS
OTMETKH B HOMEHKJIAType nen «J[0 MHHOBaHHs HafoOHOCTH) (IMH), «IIpH ycrIoBHH 3aBEPIICHHS IIPOBEPKH
(peBu3uM)» U T. II.

[TapaJuIenbHO ITPOBEPAETCS KadeCTBO M MOMHOTA neifcTRyromel HomeHkaTypsl gen 000 YueGHbIi
HEHTp «DKCMepT», NPABHIBHOCTE ONPEIENCHNs CPOKOB XPAHCHHS ACH, 3aBENCHHBIX B COOTBETCTBHH C
HOMEHKJIATypo# zen, coOMoeHre YCTAHOBISHHOTO MOPsaKa odhopMIEHHs JOKYMEHTOB ¥ (OPMHPOBAHKA
Jell.

11.7. ApxXuB IPOBOIMT SKCTEPTU3Y HEHHOCTH NOKYMEHTOB IPH orbope X Ha TOCYAapCTBEHHOE
XpaHEHHE.

11.8. Ha Bce 3aBepIIeHHBIE ASTONPOX3BO/ACTBOM JI€NA IIOCTOSHHOTO, BPEMEHHOTO (ceime 10 merT)
XPaHEHHs U 10 JHIHOMY COCTaBy, IPOIIE/IIME SKCIEPTH3Y HEHHOCTH 1 o(OpMIIEHHBIE B COOTBETCTBUH C
HACTOSIIIAMH TPeOOBAHUIMH, €KErOTHO COCTABIAIOTCS OIHCH S OtnenpHasl OMHCH NEeNl MpeaCcTaBiseT
co6oii IepedeHb /e ¢ CaMOCTOATENBHOM BaJIOBOH (IOPAIKOBOH) HyMepalue.

OECH COCTARJIIOTCS OTIENBHO Ha JieNa IOCTOSHHOTO XpaHeH s, Iela BpeMCHHOIO (cBerme 10 neT)
XpaHEHHS, JIefa [0 THYHOMY COCTaBy (IPHIIOKEHHS Ne 19-21).



11.9. Tlepen BHeCEHHEM 3arOlOBKOB JIeJ B OIMCH IIPOBEPSAIOTCS KayecTBO (POPMHUPOBAHHA H
odopMieHus [eN, COOTBETCTBHE KOJMYECTBA [EJ, BHOCHMEIX B ONHCH, KONMYECTBY 3aBECHHBIX ZCN IO
HoMmenkiarype OO0 YueOHBIH HEHTP « DKCIEPT .

ITpu mpOCMOTpE JIet IPOBEPSIOTCS: COOTBETCTBHE 3aT0IIOBKA Jle/la CONEPKaHHIO TOKYMEHTOB B JICIIe;
IPaBUIEHOCT OGOPMIICHAS W TPYIIIHPOBKHE JOKYMEHTOB, BKIIOYCHHEIX B JIEJIO; KAYECTBO MOZIIHBKH HIIH
IeperieTa JeNa; MPaBHIBHOCTE HyMEpalluH JIHCTOB JIeNa; HAJIM9Me B Jele B HEOOXONMMEIX CIydasx
BHYTPEHHEH ONHCH; TIPABHIBHOCTS OQOPMICHHS OGJIOKKH JIeNa; HATMIHUE W NPaBHILHOCTE 3aBEPHTEIBHOM
HaImuCH Jela. B cIydae o0HapyKeHHS HapylleHHs YCTAHOBISHHEIX IIpaBuil GopMAPOBaHUS U ODOPMICHHS
JIeJT OHM JIOJDKHEI OBITE YCTPaHEHE.

— 3aTOJIOBKH JI€JI B OIMCH JIO/DKHBI COOTBETCTBOBATH 3ar0I0BKaM JIE] B HOMEHKJIAType JIe]I U TOMY,
YTO BEIHECEHO Ha 0BI0XKKY, B COOTBETCTBHHU C IPUHATON CXEMOH CHCTEMATH3AIHH;

— K2KJIOe JeJ0 BHOCHTCS B ONHCH HOJ CAMOCTOSTENBHBIM IIOPSIKOBEIM HOMmepoM. Ecmm nemo
COCTOMT M3 AByX ¥ 0onee 9acTedf HIM TOMOB, TO Kax[as 9YacTh MIM TOM BHOCHTCS B ONHCE IIOJ
CaMOCTOSATEIHLHEIM HOMEPOM.

11.10. I'padsr omwcH 3amONHAIOTCA B TOYHOM COOTBETCTBHM C TEMH CBE/ICHHSMH, KOTOPBIC
BEIHECEHBI Ha O0JIOKKY Jena.

11.11. TIpu BHECEHHH B ONHCH HOAPSI M€ C OAHMHAKOBBIMH 3arojIOBKAMK NHIIETCS IIOTHOCTERIO
3aroJI0BOK IIEPBOTO JIENa, & BCe OCTAIBHEIE OXHOPOJIHEIE Jiea 0003HaYaloTCs ClIoBaMy «To ey, TP STOM
[pyrHe CBENEHHS O Jeax BHOCSTCH B OMHCH MOJNHOCTBIO (Ha KaXKJOM HOBOM JIMCTE OIHMCH 3ar0JI0BOK
BOCHPOU3BOIHTCS MOITHOCTEIO).

11.12. I'pada omucu «IIpuMedanney» HCIOIB3YSTCSA UL OTMETOK O IIPHEME ML, 00 0coOEHHOCTAX HX
H3MIECKOro COCTOAHMS, O Iepenade el JAPYTUM CTPYKTYPHBIM IIOMPA3ICICHUSIM CO CCBUIKOM Ha
HeOOXOIMMEIH aKT, 0 HaTH4YHH KOIIHI | T. [,

11.13. B KOHIIe OIMCH BCJIE[ 3a IOCIEAHeH OIMMCATeNPHOH CTAThel MenaeTes HTOroBas 3allMCh, B
KOTOpOH yKa3biBaeTcs (UNHGPaMH H TpPOIKMCHIO) KOMHIECTBO MEJ, HHCIAMMXCA IO OIMHCH, TIEPBBIA H
TOCHeAHMH HOMepa Jel IO OIKCH, a TaKKe OroBapHBAIOTCS OCOOCHHOCTH HyMEpaluH IEN B OIHCH
(TMTEpHEIE HOMEPA el ¥ IIPOIyIIEHHEIE HOMEPA).

11.14. To pe3ynbTaTam 3KCIEPTH3E! IEHHOCTH JOKYMEHTOB COCTABIIAIOTCS OIKCH /I IIOCTOSHHOTO,
BpeMeHHOro (cBbiuie 10 JET) XpaHEHHs W IO JIMYHOMY COCTaBy, & TaKie aKThl O BBUICNCHMH JET K
YHHYTOXEHHIO.

11.15. AKT O BELIEJIEHUH K YHHYTOKEHHIO JOKYMEHTOB COCTABIETCS, KAK IIPABHIO, Ha JeNa BCeH
000 VYuebubI nenTp «2xenepT» . EcaM B aKTe yKa3aHbl e/a HECKOIBKHX CTPYKTYPHBIX opa3aeIeHuH,
TO HA3BAHME KAKIOTO CTPYKTYPHOIO MOApa3HeNeHHs yKa3BIBACTCs Mepef IPYIIOH 3aroloBKOB Lei 3TOTO
TIOZpa3/ieIeHus. 3arojl0BKE OJHOPO/HEIX JIEN, OTOOPaHHBIX Al YHHYTOKCHIS, BHOCATCS B KT 10X o0muM
3arOJIOBKOM € YKa3aHMEeM KONMYecTBa [, OTHECEHHBIX K JaHHOH rpymme. [lena BKIIOHAIOTCA B akT O
BBIJIEJIEHUHY UX K YHUYTOKEHHIO, €CIIH ITPeIyCMOTPEHHBIA [T HUX CPOK XPaHCHMST HCTCK K 1 auBaps roja, B
KOTOPOM COCTAaBNEH aKT, IPH HAIMYHH YTBEPIKICHHOH (cormacoBaHHOM) ONHCH 3a OTOT IIEPHOA
(mpunokerue Ne 23).

Cormnacopanusie DK 00O VYueGHbIi HeHTp «OKCIEPT» aKTBl YTBEPKAAIOTCA MHPEKTOPOM IIPH
HAJTMYHH yTBEP)KICHHBIX OIHCEH JIe)l IOCTOAHHOrO XPaHEHHA H COTIIACOBAHHBIX OmHceil Jen 10 JTHIHOMY
COCTaBy 3a TOT ke Tepuog, nocie gero OO0 YueGHbIH HEHTP «IKCHEPT» UMEET MPABO YHUITOKATE AEIA,
BKJIFOUEHHEIE B JaHHBIC aKTHL.

Ilorpy3ka ¥ BEIBO3 Ha yTHIIH3AIHMIO OCYIIECTBISIOTCS IO KOHTPOJIEM OTBETCTBEHHOTO 32 apXHB I
OTBETCTBEHHOTO 3a AETIOIPOU3BOJICTBO.

12. Ilepenaqa 10KYMEHTOB Ha XpaHeHHe B MyHHIHIIATLHbIH apXdB

12.1. B cpoeii mestensHoctH apxuB OOO VueOHBIM HEHTp «IKCIEPT» PYKOBONCTBYETCH
HOPMATHBHBIMH H METOJMYECKHMH JOKyMeHTaMH (DenepanbHOro apXWBHOIO —AarcHTCTEA Poccun,
IOJIOKEHHEM 00 apXHBe.

JlokyMmenThl, ofpasosapumecs B aestensHoct 00O VuebOHEIH IEHTp «OKCIepTy , HMEIOIHe
HCTOPUYECKOe, KyIbTyPHOE, HAyIHOE, SKOHOMHYECKOS, IIOMUTHIECKOE U IPAKTHICCKOS 3HATCHHAE, BXOMAT B



coctaB ApxupHoro (omnma Poccmiickolt @enepaiuu M IOIISKAT Iepejatde Ha XpaHeHHe B
rocyIapCTBEHHBIH apXHB.

Jlena BpemeHHEIX (cBbime 10 JeT) CPOKOB XpaHCHHMA H IO JIHIHOMY COCTaBy ME€pefatc B
rOCYIApCTBEHHEIH apXHB HE MOJJIEKAT, HCKIIOYEHHE COCTABILIOT CIyHdal JIKBHAINH OpraHM3anuH.
Taxue nena xpasstes B apxuse OO0 VueOGHBIH HEHTp «IKCIEPT» M IO HCTSICHHH CPOKOB XpaHCHIA
[OJIEKAT YHAUTOKEHHIO B yCTAHOBICHHOM ITOPSIIKE.

12.2. Tlepenaua el B TOCy[AapCTBEHHEIH apXMB OCYMICCTBILCTCA MO aKTy TpreMa-nepenadn
ApXMBHBIX IOKYMEHTOB Ha XpAHCHHE H B 3apaHee COITACOBAHHBIE € TOCY AapCTBEHHEIM apXHBOM CPOKH.

13. Mcnop3oBanne gokyMenTos apxupa Q00 Yyednblii menTp «IKcmepr»

13.1. JIoKyMeHTBI M J€Na, HaXONAMHMECs Ha XPAHCHWH B apXHBE, NPCACTABILIOTCH paboTHHKAM
Tofpazieenuit st paboTsl B MOMEIICHHH apXUBa UK BO BPEMEHHOC (ue Gomee Mecsla) IONB30BAHUE BHE
apXyBa MOJ| PACIIMCKY B JKypHaJIe yIeTa BBId9H JOKYMCHTOB (mexn).

PaGorumkx OO0 VYueGHBIH NeHTp «DKCIEPT» HECYT OTBETCTBEHHOCTh 338 COXPAaHHOCTE H
NIPaBHIBHOE HCIIONb30BAHHE Oy ICHHBIX apXHBHEIX IOKYMEHTOB.

13.2. V3psaTHE NOKYMEHTOB M3 apXWBHBEIX NN, MEpcaada paboTHHKAM MOZpa3/icIeHuil apXHBHEIX
JOKYMEHTOB WM HMX Komu# padOTHHKaM JIpYTHX oprapusamuii 0e3 paspelieHHs PYKOBOJICTBA HE
IOIY CKAeTCH.

IIpu paGoTe ¢ apXMBHEIME JOKYMEHTAMH HE PaspellaeTcs BHOCHTb B HUX MPABKY, ACNAaTh OMCTKH,
paboTaTh ¢ HUMH BHE CITyKEOHBIX OMEIICHHH.

Mpunoxenue Ne 1 Popma akta NpHeMa-TIEpefaud JCI IpH CMCHE OTBETCTBEHHOIO 32
JIEIIOTIPOU3BO/ICTRBO, PYKOBOUTEIS TOAPa3 e ICHI

(HauMEHOBAHUE OPTaHU3AIIAH)
YTBEPXIAIO

(TOTDKHOCTB PYKOBOIHUTENS)

(monmmce) (U.0. @amumms)

(mata)

(mara)

(MeCTO COCTABICHHS)

npueMa-Tiepelaqd  Ien IpH  CMCHE OTBETCTBEHHOTO 3a JIEJIOIMpPOH3BOJICTBO, PYKOBOIUTCIIA
noapasaeIeHus

B COOTBETCTBHH c
MIPHKAa30M OT

nepena, a

(®. Y. O., DOIDKHOCTE (®.U. O, JIOJKHOCTE
Nepearoliero) TIPUHUMAIOIIET0)
HPHUHSJT B IPHCYTCTBHH KOMHCCHH, 06pa3oBaHHON HA OCHOBAHWH JAHHOTO TPHKasa, B
cocTaBse
npeaceaTens o1
YIEHOB




(@. 1. 0.)

JIOKYMEHTBI IOIpa3JieleHus B COOTBETCTBHU C HOMEHKJIaTy pOoH TOITBL
Ien 3a
( Hassapme u  Ne | KonnyecrBo KoaunyecTBo
IIpumeaanue
o/ ONHCH JK3EMILIIPOB ONHCH NMPHHATHIX Je
2 3 4 5
Htoro
IIPUHSATO ell.
(b paMit # IPOIKCEIO)
CocTostHHE
JIOKYMEHTOB
(nenra Ha CKOPOCIIMBATENSAX, MOMIIMTEL NEPEIICTEHEL
IPOHYMEPOBAHEI)
Tlepenan IToamuck N.0. ®amunms
Tlpunsn [Togmuck 1.0. Gamunus
[Ipencenartens KOMUCCHH Tlogmuce N.0. ©amunus
YseHBl KOMHACCHH: [Moxnmucu 1.0. damunus

Ipunoskenne Ne 2 Ilpumep axkra mpueMa-nepefadd Al 1P CMEHE OTBETCTBEHHOTO 32
JIeTOTIPOM3BOJICTBO PYKOBOIMTEI OJPA3ICICHIA

OG6mIECTBO ¢ OrPAaHUIEHHOM OTBETCTBEHHOCTEIO VueOHbIl HEHTP «DKCIEPT

JupexTop
000 VuebOublil HEHTP
«OKenepT»
9.H.Ilepnos
11.2022
AKT 18.11.202
18.11.2022 Ne 8
r. Yoa

npueMa-nepenain JeIn IIpy CMEHE OTBETCTREHHOIO 3a JIEJIOIPOHU3BOACTBO

B cooreercTBHY ¢ mpukasoM oT 12.09.2 Ne 46 Mutpodanosa U.A. nepenana, a Pomanosa O.K.
NpUHsUIa B IPHUCYTCTBHHM KOMHCCHH, o6pa3oBaHHO Ha OCHOBAHWM [AHHOTO IIpHUKasa, B COCTAaBe
npencenareis Mpanosod A.M. u 9I€HOB Cemenoroii JILA. u Jlecuunkoit P.M. 10KyMEHTEI IONPA3/ICIICHHA B
COOTBETCTRBHH ¢ HOMeHKIaTypoii e 3a 2016-2019 rofs!.

T ] Haspamme m Ne Koan4ecrs KosmngecTBO pum
n/n ONHCH 0  9K3eMILIAPOB | IPHHATHIX el edaHHe
ONHCH
2 3 -4 5
Omuce Ne 1 pmen 1 42




[OCTOSIHHOTO ~ XPAaHCHUS 32
2016-2019 roxsr

Omuce nmenr Ne 2 1o 1 23
nugHOMY cocrtaBy 3a 2016—
2019 rome!

UToro mpuHATO 65 (IIECTHAECAT IISTh) IEI.
CocTOsIHHE JOKYMEHTOB H ONMCEH YIOBICTBOPHTEIIBEHOE.

[epenan MutpodanoBa U.A. Mutpodanosa
[Ipunsn Pomanosa O.K. Pomanosa
[Tpencenatens KOMHCCHH WBanosa A.W. ianoBa
YneHE KOMHCCHHU: CeMenosa JILA. CemenoBa
JlecHunKas P.WA. Jlecanukas

Mpuaoxenne Ne 3 O6pazen 0popMICHHS TIOTIOKEHIS

(HaMMeHOBaHUE OPTraHU3aIKH)

YTBEPXKIIAIO

(DOIBKHOCTH PYKOBOIUTENLA)

(mommHCE) (®.U.0.)

(maTa)

NOJOXKEHMHNE
HarMeHOBAHNE OTIeNa/CIy K05l IPH HAIMYHY B OpraHu3aliy

1. O0mue MoJI0KEHHS
1.1...

1.2...

2. OcHOBHbIE 321290
. [

7

3. ®yHKIHH

= -

32

4. IIpaBa

4.1...

4.2...

5. O0s13aHHOCTH
5.1..

5.2..

6. OTBEeTCTBEHHOCTD
6.1

6.2...

Ipaaoxkenne Ne 4 ITpumep oHOpMICHHS TIOTOKCHU



O6ImecTBO ¢ OrpaHHYEHHON OTBETCTBEHHOCTHIO YUeOHBIM HEHTP « DKCIEPTY
Jupextop
OO0 VwueOHBI  IEHTP
«OKcIepT»

______ DO.H.Ilepnos
MOJOXKXEHHE 18.11.2022

0 NopAAKe BEACHHSA JTHIHBIX €1 paﬁOTHHKOB

1. O6mue moJioxKeHHus

1.1,

1.2,

2. ®opMHpOBaHHE JIHYHBIX J€JI pA00THHKOB
2.1.

2.2,

3. Beaenne JAYHBIX JeJ1 pa00THHKOB

3.1.

32

4. XpaneHHe H y4eT JHTHBIX Je]1 pAOOTHAKOB
4.1.

4.2.

5. OdopMIeHHEe THIHBIX e PaGoTHHKOB Iepes cAaveil B apXuB
5.1.

5.2.

6. OTBeTCcTBeHHOCTH paboTogarens H padOTHHKA
6.1.

6.2.

7. IlpaBa paGoTojaTeis H paboTHAKA

7.1.

7.2.

IIpuioxenne Ne 5
Biank nuceMa

(mOMHOE HAMMEHOBAHHUE OPraHU3AIIH)

(cokparmeHHOe HaHMEHOBAHHE)

(JIOIDKHOCTHOE JTHIO (€CITH TIHCBMO OT HETO, @ HE OT OpraHA3alui))

(ampec)
Ten e-mail,
Jaxc ceTeroil ampec
C 1 H
KIIO I'PH H/KIIIT
(mata) ( ®. U. O. (xomy)

HOMED)




(ampec)

YBaxaembli(asn) !

(ZOHKHOCTE PYKOBOIMTEILA) (momics) (®. 1. 0.)

Ipuaoxenne Ne 6 [Tpumvep opopmiieHns mHCEMa

OGIIECTBO ¢ OTPaHUYEHHOM OTBETCTBEHHOCTBIO Y UeOHBIH HEHTP «DKCIEPT»

3 centsabps Ne  165- Mopexoznosoi C.B.
2022 r. u/15-05
Ha Ne Ilepsomaiickas yim., m. 15, xB. 3, r. Mocksa,
123456
0 TIpeICTaBIeHUN o0BsACHEHHH

II0 ITOBOJY HESBKM Ha padoTy

Veaxaemas Cernana Bsuecnasopra!

Veemomisio Bac 0 HeoOXOIMMOCTH MPEIOCTABUTE ITHChMEHHEIE 00BACHEHHUS 110 TIOBOAY HAPYIICHHAS
TPYIOBOH IMCIMIUIAHEL B CBA3M C HesBKoH Ha paboty 29.08.2022.

[Ipunoxenwue: cryxebHas 3anvcka Ha 1 jmcTe B 1 sKk3eMmuipe.

C yBaxkeHHEM,

JUPEKTOP JIsBOB A.B. JIeBoB

babymkuna TatbsHa BacunseBHa,
8 (123) 456-78-90

Ipunoxenne Ne 7
brnank npukasa

(HauMEHOBAHHE OPraHU3AIMH)

( )

(KpaTkoe HaHMEHOBAHHE)

ITPHUKA3




(mata)

(MecTO COCTaBICHHS MIPHKa3a)

3arooBoOK

[TPUKA3BIBAIO:
1.
2.
3.

(HO/DKHOCTE PYKOBOIMTEIS) (rozmuch) (N.0. Gamunus)

IIpunoxkenue Ne 8
O6pazen opopMIeHAS IPHKa3a

O6mIECTRO ¢ OTPaHHYEHHON OTBETCTBEHHOCTBIO Y UeOHEIH IEHTP «KemepT»

[TPKA3
2 cenTs6ps 2019 1. Ne 13

r. Yba
O sreapennu TOCT P 7.0.97-2016 «CUBU/I. Opranu3annoHHO-PACIOPAHTEIbHAL 0Ky MCHTAIHA.
TpeGoBarus K 0QOPMIIEHHIO TOKYMEHTOBY

B nemsix sddextaBEOro coznanus Jokymentos OO0 YaeOHbIH NEHTP «DKemepT»

ITPHIKA3BIBAIO:
1. PaBotuukam QOO0 VuebHBIH HEHTP «DKCIEPT» CO3AaBATh NOKYMEHTEI B COOTBETCTBHM C IrocCT
P 7.0.97-2016 «CHUBU]I. Opranu3alidOHHO-PacIOpsUTEIbHAL JIOKYMEHTAaIH. TpeGoBanus

K 0(OPMIIEHHIO JOKYMEHTOBY (IPUIIOKEHUE, NATES — T'OCT P 7.0.97-2016).

2. Cexperapro babymkuso#t T.B. He IpHHHMATh I8 [PEICTABICHHA HA IOLIHCE IAPEKTOPY
JIOKYMEHTHI, 0OPMIIEHHEIE C HECOOIIOACHAEM PABHIL, YCTAHOBICHHBIX I'OCT P 7.0.97-2016.

3. KOHTpOIb HCTIOTHEHHS HACTOSIIET0 IIPHKa3a OCTABILIIO 34 co0oii.

JupexTop

babymxuna TaresHA BacunseBHa, CEKpeTaps,
(123) 456-78-90, Babushka@alfa.ru

B neno Ne 01-05 3a 2022 1)
Cexperaps babymxuna

03.09.2022

Mpuioxenne Ne 9 O6pasen oGopMICHH HPUIIOKEHHUH



[Tpunoxenue Ne 1k mpukasy oT Ne

IMomao:xeHne 0

1. O0mue mMoJIoOKEeHH S

1.1. Hacrosmee [Tonoxenue pa3paboTaHO B COOTBETICTBHH C IEHCTBYIOMUM 3aKOHOAATENIBCTBOM
Poccuiickoit Deepalud ¥ IPeAyCMaTPUBAET MOPSIOK M YCIOBHA OINAThl TpyJad, MOPANOK
pACXONIOBAHHS CPEJCTB HA OIUIATY TPyHda, CUCTeMy MaTCpHAlbHOTO CTUMYJIHPOBAHUSA H
noompeHus PabOTHHKOB

1.2. OO0 VwueOHbI# IEHTP « OKCIEPT»

2...

. B

22

IIpnaoxenue No 10
Obpazen oopmuenus TIPOTOKOJIA

(1 BapmaHT)

NMPOTOKO.JI
sacenanus O6mero cobpanus corpynarkos OO0 VaeGHBIH NEHTP « DKCIEPTY

Ne
[Ipencenarens Gammms 1.0,
KOMHCCHH
Cexperapb ®amumus 1.0
[IpucyTcTBOBAIH! 30 geml (ciicok
IIpUJIaraeTcs)
[ToBecTka JHs:

1.0 mopsiIKe MOTOTOBKY K KoHepeHmi. JIoKan 3aMecTHTEILI IMPEKTOPA. ..

2. 0...

CIIVIIAJIN:

danmmis M.0. — TEKCT AOKJIaaa MIPHIIarasTcs.

BBICTYIIMJIX:

.0, ®aMwius — KpaTKas 3aliCch BEICTYIUICHHS (OT TPETBEro JHIA CAMHCTBEHHOTO YHCNa).
Bonpockl, OTBETHI (IPHBOAATCA B IMOPAIKS IOCTYILICHHS).

PEIIAJIN:

1.1. Omo6puTs...

12,

Copneprxanne 0co00r0 MHEHHA

2. CIIVIIAJINA...
BBICTYIIUIIN. ..
PELWJINA...

2



[Ipencenarens [Topmuce N.0. Gamunus

Cexpetape [Toanuce N.0. Gamunust
punoxenne Ne
O6pazen odopmIeHAST

(2 BapuaHT)

NMPOTOKO.JI
saceqanus O6mero cobparus coTpynaukoe OO0 YueGHbIl EHTP «DKCIEPT»

Ne
[Ipencenarens Qamun
KOMUCCHH s 1.0.
Cexpetapb Damuin
us 1.0
Bcero YJIEHOB ITpucytc
COBETa TBOBAJIO

IloBecTKa AHA:

1. O mopsiKe MOATOTOBKH K KoH(epenun. JIokIa)] 3aMeCTHTE/A AUPEKTOPa. ..

2.0
1. CJIIVIOAJIH:

®avunus M.0. — TeKCT IOKIIa1a MpUaracTes.
BBICTVYTIWJIN:

11
IIPOTOKOA

®ammmus 1.0, — KpaTKasi 3aIIiCh BEICTYTIEHUS (OT TPETHETO JIHIA €THHCTBEHHOTO JHUCIIA).

Bonpocs!, 0TBETHI (IPHBOAATCSA B IIOPAIKE MOCTYILUICHHS).

PEILWIIN:

1.1. OnobpuTs...

o By

Conepxanne 0co00ro MHEHHA

2. CIIVIIIAJIN:
BBICTVYIIMJIA:
PEIIIMJIA:

2.1,

[IpencenaTenbCTBY FOIIHH [Tonmuce N.0. ®amunus

CekpeTapb [Moxmucs N.0. ®amunus

IIpoxo/xenne NpHJL. Ne
O6pasern 0boOpMICHAS IBOYHOTO THCTA

11



SIBOYHBIN JUACT
OBILIETO COBPAHMS COTPVIHUKOB OOO VuebHbli HeHTp «OKcmepr» (IPOTOKON OT «__ »

201 roma Ne 00)
1 ®. H. 0. JO/KHOCTD IMoamuce
n/o
]
z
| 4
|
3
€
7
¢
§
]
0
1
1
[Ipencenarens TTommuce HN.0. Gavumusa
CexpeTapb [Tonmuce N.0. Gamunms
Ipunoxenne Ne 12
ZKypHaJ perucTpanud BXOAAIHX 10KYMEHTOB
aTa
J[:I[oc — Pezonroums  wiam
Ty Hara H KOMY
eHus OTMeTKa
HOMeEp Kpatkoe HAIpaBJIsAeTCH
NOKyMeH Koppecnonae 00
Ne NOKYMeHTa, CONEpPKAHH | JOKYMEHT
Ta/ HT HCIOJTHEHH
n/n NPHCBOEHHBI e (moamucsk,
BXO S H
i € aBTOPOM yaocTOBEpAIOmAas
NoJydeHHe
HOMeEp )
2 3 4 S 6 T
ZKypHan peracTpanuy HCXOAAMHUX JOKYMEHTOB
Hara Perncrpanu Apeca Kparkoe |Jlata ® OrMmerka
JOKYMEH | OHHBIH T ? coJep:kaH | HOMep Hcnoannrens | 06
o/m | Ta HOMep he AOKYMEHT HCIIOJIHEHH




AOKYMEHTA a, Ha H
KOTOPBIH
naercs
OTBET
2 3 4 5 6 7 8
Ipunoxenane Ne 13
Kypuai ydera nedated H IITAMIOB
PesyabT
aThl
Haumenon eKeroaH
Hanmenos aHHe oif
Otmerka | OTTHCK
aHue OrrHC | moapa3jesie MpOBepPK .
IMognucsk, 06 mevyartei
ne4yaTH K HHUS, H
yI0CTOBEpH YHHYTOXKE | (IITaMIIOB
(mramma), | medar | A0/DKHOCTH HAJIHYH IIpumeua
omas HHH, ) st
n/ | HHAOKAATO | | MOJTy4aTeN A HHE
MOJIy4eHHE, . | HOMEP YHHYTOMXKE
n | p 3akaza, | (mTam | g H nedaTen
aara aKTa | | HHf, JaTa
aaTa na) hamMuHA H
paTa BO3BpATAa
MOCTYIJIeH noIy4aTet mMTaMII0
Hs fl B, /JarTa
MpOBEPK
H
2 4 5 6 7 8 9
[Ipunoxenne Ne 14
dopma HOMEHKIIATY I JIelT
HaumenoBaHue opranu3aiy
HOMEHKJIATYPA IEJ YTBEPXKIIAIO
(ZIOJDKHOCT PYKOBOIMTEIS OPraHU3aIliHy)
rox
a

(moammce)

(pacumadp

OBKA TIOJIITHCH)




(mata)

Hupexc 3aroJi0BOK JeJia Koan4ecTBo Cpoxk xpanenns | [Ipumeqanne
aena aen H Ne craten mno
nepedHIo
1 2 3 4 5

Hazpanue pasaena

Hammenosanue TTommuce H1.0. Gamunus

IOIDKHOCTH PYKOBOJUTEINS CITykKOBI
JIOV opranuzaiyu

Buza pyKoBOIUTEII apXHBa
(7HIa, OTBETCTBEHHOTO 32 apXHB)

COI'JTACOBAHO COT'JIACOBAHO
ITpoToxon 112K (OK) IMporoxon  3IIK  apxwBHOTO
oT Ne YUPEXKIECHUS
oT Ne

ITpoxo/kenne npunoxenns Ne 14

WToropag 3amMck O KaTEropusax ©  KOJIHYECTBE  OCI, 34BCICHHEIX B romoy
B Opranu3saniui

ITo cpoxam XpaHEHHS B B Tom uncne:

CEero TIEPEXOASIUX ¢ ormerkoi «OITK»
1 2 3 4
[locTosHHEOTO

Bpemennoro (ceeimre 10 er)

Bpemennoro (mo 10 neT
BKJIFOYHTEIIEHO)

UTOI'O:

Haumenopanue TTommuce 1.0. ©amumsg

JOKHOCTH PYyKOBOIUTENS CITyKOBI
JOVY opranuzanuu

Hara

HroroBsle cBeNEHUA II€peaaHel B apxXuB.

HauMmeHoBaHHE OIDKHOCTH TTomgmuce H.0. ®avunus
JNHLA, IepeIaBIIero CBEACHAL



Jlata

Ipunoxenue Ne 15
dopwma nrcTa — 3aBePUTEINA IeTa

JIUCT - 3ABEPUTEJIb TEJIA Ne

B pene NoAmmTo ¥ IPOHYMEPOBAHO 1

HUCTOB
(urdpamMy ¥ IPOMHCHIO)
I , B TOM

Ne o Ne o1 (o) (X

JTHTEPHEIE HOMEpa
JTUCTOB

NIPOILyIIeHHEIE HOMEpa JTHCTOB

+ THCTOB BHYTPEHHEH ONHCH

OcobeHH0CTH (PH3NYECKOro COCTOSHAA H GOpPMHPOBAHH Homepa
aena JHCTOB

1 2

HauMenoBanue IOLKHOCTH Ilogmuce H.0. Gamuaus
paboTHHKA

Hata

IMpunoxenne Ne 16
dopma 00IOKKHA nena
TTOCTOSSHHOTO u BPEMEHHOTO

(cBerme 10 5eT) XxpaHeHHs

(HAMMEHOBAHME TOCYAapPCTBEHHOTO (MYHHIMIATIBHOTO) apxuBa)

(HauMEHOBaHKe OPraHU3aIMH)

(HaMMEHOBaHHE CTPYKTYPHOTO TIOpa3ieICHHA)

IEJIO Ne TOMNe

(3aroIoBOK Jiena)



(kpaitHue I1aThI)

a HCTax
X
paHHUTb

d
. Ne

¢
. Ne

A
. Ne

Mpunoxenne Ne 17

BHYTPEHHSIS1 OIIUCH

AOKYMeHTOB feaa No

PeracrpannoHHbIA HHIEKC Hara 3aroJIoBOK Homepa
IIpumeuanne
s AOKYMeHTa NOKYMEHTa |JOKyMEHTa JIHCTOB JeJia
2 3 4 5 6
IOKYMEHTOB.
TOTO
(rudpamMe 1 IPOIHCHIO)

KonmuuecTBO  JTHCTOB  BHYTpEHHEH

OITHCH

HauMeHoBau#e I0IKHOCTH

(1 paMu U MPOTIHCEIO)

ITonmuce

HU.0. Gamumusa




JIH1Aa, COCTAaBUBIIEIO0 BHYTPEHHIOKO
OIIKCH JOKYMEHTOB [€J1a

Jara

Ipunoxenne Ne 18 O6pasen odopMIeHus KypHATa y4eTa BELIaH IOKyMCHTOB

TTonHOe HauMeHOBaHuHe 00pa30BaTeNbHON OpraHu3alluy

JKYPHAJI YUYETA BBIJAUM JOKYMEHTOBu3 apxusa OO (omepaTWBHOIO apxHBa
CTPYKTYPHBIX IIOPA3/Ie/IeH )

H
ayar
@)
KOHYEH
Ipuiosxenne Ne 18
ara Pacmucka ara Pacnmcka B
fbmaqn Dony | Criies €eJI0 Rny B MOJTy4eHUH iloan ara BO3BpAIIeHHH
B
7)1 Ne Ne BBIJaHO P B
aena Ne pi (N ] aesia aena
2 ] 4 6 7 8 9
Hto roxy Ie
ro B BELIAHO 1
(b paMu |1 IPOIHCHIO)
HawnmeHoBaHHE HOLKHOCTH
JIM1a, COCTABUBIIETO BHYTPESHHIOIO Tlommucs N.0. ®amunusg

OIUCEH JJOKYMEHTOB agjIa

Ipunoxenne Ne 19 ®opma onucH A€l MO JIMIHOMY COCTaBY

(I10JTHOE HAUMEHOBAHHE OPraHA3aIHH)
@ona Ne




OITHUCH Ne
ZIeTl IO TMYHOMY COCTaBy

TOX
a
Wnnexc mena |3aronoBok Kpaituue natel Cpox xpanenust Kommuecteo  |[IpumMedanue
aena JTHCTOB
/I
2 3 4 5 6 %)
B maHHBIH pa3[iel OHMCH BHECEHO e,
(urdpaM ¥ IPOIUCHIO)
I , B TOM

No o Ne quclIe:

JTHTEPHBIE HOMEPA:

MPOITYILIEHHEIE
HOMepa:

(HanMEHOBAaHHE JOIDKHOCTH (mopmucy) (pacnmtpoBKa MOIIHICH)
COCTABHTENS OTIUCH)

(HauMEeHOBaHHE  JTOJDKHOCTH (moamucs) (pacmudpoBKa ITOITHCH)
PYKOBOJHUTENS apxuBa (muna,
OTBETCTBEHHOTI'O 32 apXHB))

COI'JTACOBAHO YTBEPXJIEHO

[potokon (3K) OO ITporoxon 11K apXuBHOTO yUpekAeHHS
T i

Ipunoxenne Ne 20 ®opma onmucH Il BpeMeHHbIX (cBbie 10 1eT) CpoKOB XpaHeHHA

(monHoe HamMeHOBaHHWE O00pa3oBaTENbHOM
OpraHu3alun)

o
"I Ne
OITUCH Ne

nen  BpemeHHeIX  (ceemme 10 jer)
CPOKOB XpaHEHHUI

ron

Wunexc nena|3aronoBok
nena

Kpatinue natel

n/n

Cpox xpanenus [KomugecTso
JTHCTOB

[Tpumevanune




B maHHEBIN paszaen OUCH BHECSHO ell,
(mhpaMu ¥ TIPOIIHCEIO)
I , B TOM

Ne o Ne qHCIIe:

JUTEpHBIE HOMEpA:

IPOITYIIEHHEIE
HOMepa:

(HauMeHOBaHHE  JTOIDKHOCTH (rorucs) (pacmrdpoBKa IOAIUCH)
COCTABHTEIIS OIIHCH)

(HaMeHOBaHHE  JOJLKHOCTH (oamuCE) (pacmrpoBKa IOIIHCH)
PYKOBOIHTEIA apxXupa (ymama,
OTBETCTBEHHOTI'O 3@ apXUB))

COTJIACOBAHO

Iportoxon (OK) OO
T

Ipunoxeane Ne 21
®opMa ONHCH A€ HOCTOSHHOTO XPAHEHHS

YTBEPXIAIO
(ONMHOE HaMMEHOBAHHE OPraHH3aINHK) (IOIDKHOCTB PYKOBOJUTELA)
@onp Ne
(pacmdpoBKa

OITUCH Ne (mopmuck) IIOJIITHACH)

JIeJT TIOCTOSTHHOTO XPAHEHHUS

rof

a 0 oza

Hupexc | 3aronoBok aenaa Kpaiiane nare1 | Koaugecrso | lpumeuanne

aena JIHCTOB
n/n

2 3 5 6
Hazpanue paszaena
B nauubIii pa3ien OKUCH BHECEHO ell,

(dpamMe | TIPOIIHCHIO)




I , B TOM

Ne o Ne qHUCIIe:
JMUTEPHBIC HOMEPA:
TPOITY ILEHHbIE

HOMeEpa:
(HauMEHOBaHUE  JO/DKHOCTH (TTOMITHCH) (pacmippoBKa IOAIHCH)

COCTABHTEJIS OTTHCH)

(HaMEHOBAHHE  JIOJDKHOCTH (mommuch) (pacmmpoBKa TOANKCH)
PYKOBOJMTENSL apxuBa (mana,
OTBETCTBEHHOTO 34 APXHUB))

COI'JTACOBAHO YTBEPXJEHO
ITportokon (3K) OO I[Tpotoxon DTTK apXuBHOTO yIpekACHHA

T T

Ipuiaoxennme Ne 22PopMa ONHCH JIeT IOCTOSHHOTOBPEMEHHOTO (cBBime 10 meT) XpaHEeHHSH IIO
JMYHOMY COCTABY CTPYKTYPHOTO MOApasCIeHHA

(TIOMHOE HAMMEHOBAHHE OPraHH3aIluH)

(HAHMEHOBAHUE CTPYKTYPHOTO IO/IPa3/IeIICHs)

OIIUCH Ne
| AMupexc | 3aronoBok Hara Koa-so amcroB B | Cpoxk  xpanenus | Ilppmeuanne
n/n aena nena aena aeJie mena
2 3 4 5 6 7

Hasranue pasjena

| | | | | |

* T'pada 6 omyckaeTcs B OIMCAX JIeN IOCTOSHHOIO XPAaHCHHS.

B masHyI0 ONMKCE BHECEHO e,
(rpaMe H IPOMHCEIO)
I , B TOM
Ne o Ne YHCIE:
JIATEPHBIE HOMEPA.
POy IICHHEIE

HOMEpa:




(HaHMEHOBaHHE
COCTABHTEIS OITHUCH)

JIOJDKHOCTH (moxmnuce)

(pacmmbpoBKa IOJIIHCH)

(HaEMEeHOBaHHe  IOJDKHOCTH
PYKOBOIUTEILS apxuBa (muna,
OTBETCTBEHHOTO 32 apXUB))

(moxmucs)

COTI'JTACOBAHO
[Mporoxon (2K) OO

epenan

(pacmmdpoBKa MOAIUCH)

€Il

(mudpaMH U MPOIIHCEIO)
PETHCTPAIIAOHHO-KOHTPOIBHEIX
JOKymeHTaM*.

KapTOTeK K

(HauMeHOBaHHE
paboTHHMKA
No/ipa3ieneHusI)

JIOJDKHOCTH
CTPYKTYpPHOTO

(mommuce)

0 oza

IIp nen
MHSLI H

(pacmudpoBKa IOIIHCH)

(uE(paMH | TIPOTIHCHIO)
PETHCTPAIHOHHO-KOHTPOIEHBIX KAPTOTEK K JOKYMEHTaM.

(EppaMu | IIPOIHCHIO)

(HauMeHOBaHHE (mopTMCh)

paboTHHKa apXHBa)

OOJDKHOCTH

roga

Ipnnoxenne Ne 23

tI)opMa aKTa 1] BBIICJICHHH K

HE MoJJIeKAMHUX XPAHEHHI0

(moNHOE HAHMEHOBAHHUE OPraHU3al1N)
AKT
i)

YHHYUTOKCHHIO

(paciurpOBKa IOJITHCH)

JOKYMEHTOB,

YTBEPXKIAIO

(HOIKHOCTE PyKOBOIHTEIA)

(MeCTO COCTaBIIEHHSA)




O BBIJIENICHHH K YHHYTOXKEHHIO JIOKYMEHTOB,
HE IIOJIEKANTAX XPaHEHHIO

(moAmuCH)

(pacmmdpoBKa

IIOJTITHCH )

0

oaa

Ha
OCHOBAHUH

(HaSBaHI’IE W BBIXOOHBIC IAHHEBIC IIEPCYHA NOKYMEHTOB C YKazaHHueM

CPOKOB HX XpaHEHHS)

0T06paHBI K YHHYTOXCHHIO KaK HE HMCHOIIHE HaytIHO—HCTOPHtIeCKOﬁ OCHHOCTH H

yTpaTHBILHE
MPaKTHIeCKOe 3HAYEeHHEe [OKYMEHTEI
(orna
(ma3Banme GoHIA)

3aro/10BOK T'oner | Homep Homep Konugecro | Cpoku IIpameuanue

aena omMcH "~ | el Xp. IO | el Xp. XpaHeHHus
o/u | (rpynmosoi OIHCH H HOMepa

3aroJI0OBOK crarei

JOKYMEHTOB) 0 NEepPevTHI0

2 3 4 5 6 7 8

## [TepenaroTcs BMECTE C JIEIaMH CIIyKObI IeTTOMPOX3BOICTBA MK KaHICIAPHH (ee1bop OO0).

Xp.

OJIBL.

TOJIBI
SIIK

YTBEPKIEHBI

Ut en.
oro 3a
(EdpamMut 1 IPOIHCEIO)
OnucH Aen MOCTOSIHHOIO XpaHEHMS
3a
(mpotoxo
10T
(HauMeHOBaHHE apXHBHOTO
YIPEKAECHMA)
(HapMeHOBAHHE  JIOJDKHOCTH (monHch)
PYKOBOIHTELS apxuBa (ymma,
OTBETCTBEHHOTO 32 apXHB))
COI'JTACOBAHO
[TpoTOKONT  3KCIEPTHOM  KOMHCCHH
OpraHu3alii
oT L Ne L
JIOKyMEHTEI B
KOJIMYECTBE

(pacumdpoBKa IOATIHCH)

 Kp:

— Ha OyMa’KHOM HOCHTENe

e




BECOM

(uuppamMH ¥ IPOIHCHIO)
CllaHbl Ha YHHYTOXKEHHUE,
— Ha OJeKTPOHHOM HOCHTENe CHaHBl Ha
YHHUYTOXKEHHE

(cmocob yHHYTOXKEHHUS)

(HaHMEHOBaHUE  JOJDKHOCTH (MOAIHUCE)
pabOTHHMKA, CAABIIETO TOKYMEHTEI)
roja
0

HM3MeneHud B YYETHEIC JOKYMEHTBL BHECCHHEL.

(pacmudpoBka oIIHCH)

(HauMEeHOBAaHHE JIOKHOCTH (mommuce)
PYKOBOIUTENA apxuBa (muua,
OTBETCTBEHHOTO 3a apXHB))
roja

(pacmrdpoBKa MOIIHCH)



