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l.O6rqne noJro)KeHufl.
1.1. Hacroflruee noJlo)KeHne flBIIflercf, HopMaTVBHbrM roKyMeHToM, ycraHaBnr,rBarorqr,rM eAVHyro
cr{creMy AoKyMeHTnpoBaHr4fl u pa6orrr c opraHI,I3aIILIoHHo pacnop{Ar.rreJr6HbrMrr a
HopMarrBHo - npaBoBbrw AorcYMeHraMIl n tvfEAOV <PouarrrKa) c. KaueHoJroMrrf, (aalee -
Aoy), KoTopble npeAHa3HaqeHbr Am BrryrpeHHero ucrroJrb3oBaHr4rr.
l'2' floloxeHue o[peAe[fler ocHoBHbIe npaB]rna rroAroroBKu, o6oprrareH1a.fl, opraHq3aurruo
pa6orn, r(oHTpoJrr, rrcnoJrH eHnflr4 xpaHeHnr AoKyMeHToB n [ov.
1.3. lloprnoK H npaBr.rJra pa6orrr c AoKyMeHraMH, ycraHoBJreHHbre llonoxeHr{eM, o6ssarerbHrr
AJrr Bcex corpyArrraxon ,{Oy. .

1.4. Corpy,unraru Hecyr nepcoHaJrbHylo orBeTcrBeHHocrb ga BbrnoJrHeHr4e rpe6onaHnfi
HacToflrqero noJrolKeHr.nr.

1-5. OrnercrneHHocrb 3a opranrl3allruo u cocrorHr{e AoKyMeHroo6opora B AOy Hecer
3aBeAyrorrufi AOY

2.Tnnrr rr Br{Abr AorcyMerrroB.
,{olcyueHT - sa0urcupoBaHHuul Ha Mareplru}JrbHoM Hocr,rreJre msopu a\us c peKBr.r3lrraMrr,
no3BoJrrrorrlnMlr ee r{AeHTn0"qrnpoBarb.

Perncrp arrufl Aor(yMeHTa $nxcnpoBaHl,Ie Saxra co3rarrr4fl vrrrn rocT5mireH11fl rryrgM
rlpocraBJreHl{fl Ha HeM AaTbI rI HOMepa, c nocJreAyroqefi sanucbro neo6xoAuMbrx cne.{esrafi o
AoKyMeHTe B pefncrparluoHHbrx Qopuax
2'L' CrparerHrrecrcr{e AoKyMeHTbr AoKyMeHrbr, onpeAeJrflrorqve crparerr.rqecrufi vr,

TaKrnrrecrufi rrJran pazBurnfl ,{Oy :

- o6pasoBareJrbHarr nporpaMMa AOy;
- nporpaMMa pa3Brdrr{fl AOV,
- 6roAxerHaf, cMera.

2.2.opraHrrsarl[oHHble AorcyMeHTbr KoMnJreKc B3aHMocBr3aHHbrx AoKyMeHToB,
pernaMeHrHpyrouulx crpyKTypy, 3aAa'u, 0ynKuI{H AOy, opraHr,r3ar[ilo ero pa6orbr, rrpaBa H
oosgalfiocrH H orBercrBeHHocrb pyKoBo.ucTBa H cneqprzrJrucroB. B AOy cFuecrByror
cneAyroqlle Br,r.4br opraHr,r3arlHoHr{brx AoxyMeHTOB :

- vcmae - cBo.q rIpaBI4JI, perynnpyrourur AeflTeJlb'ocrb yqpeN,ueHnfl.,ero B3arrMoorHorrreH'fl c
ApyrHMI'I opraHn3aIPUIMpr I,I rpalKAanauvr, npaBa n o6rsaHHocTr{ n ci[epe rocy.uapcrBeHHofiunn
xossfi crBeHsofi AesrerrbHocrr{.
- ,[onacuocmHafl uHcmpyK?4ufl - opraH]I3aI[roHHufi AoKyMeHT AJrrdreJrbHoro HJrrr rrocrorHHoro
cpoKa.qeficreHfl, B KoTopoM onpeAeJrenbl cTopoHlr AerreJrbHocTr,r AoJDrHocrrrhrx JrHu.
- rlo,oacenue npanonofi aKT, ycraHaBnznarorqnfi ocHoBHbre npaBr,rJra opraHr43 arrLrkr,
,4CflTEJI6HOCTH }I B3AHMOOTHOIIIEHUfi COTPYAHLIKOB AOY.

Aoy c yKa3aHI{eM Oo"aa sapa6ornofi h , B KoropoM yKasbrBarorcr reperreHb AoJDKHocrefi,
cBelIeHHf o KoJrI4tIecrBe ItrTarHb{x eAI,IHI,Iq, AoJDKHocrHhrx oKJraAax, Ha1lasKax H Mec.f,rrHoM

OoqAe sapa6orHofi nrrarrr.
- Ilpoeuna nHympeHHezo mpydoeo?o pacnopndrca - opraHlr3arllroHHrrfi 4oxyMeHT, B KoropoM
oTpaxcarcTcs sneAyrorrlkr e Bonpocbr :

- nop{AoK npueMa r4 yBonbHeHr{fl pa6orHrnKoB;

- npaB4 o6gsaHnocrld H orBercrBeHHocrb cropoH rpyaoBoro loroBopa;
- permri paGomr r,r BpeMfi or4brxa;
- xepbr nooulpeH.vrsv B3brcKaHr{r;
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- npeAocraBJIeHLIe oTrIycKoB;

- xpyrue Bonpocbl peryJll4poBaHl{fl tpy,uonux orHollreunfi n [OY.
- Kottercmueuanl doeoeop - rpaBonofi arr, perynnpyroruuft coqnuulbHo-rpyloBble orHorueHur B

oprarrrgarlnr,t, 3aro:iiittiaenruft pa6orHHKaMLi H pa6or0.{arexeM B JIHIIe l-ix npe.{cragldreilf,.

2.3. PacnoprAurerrbHr,re AoKyMeHTbr ,qoKyMeHTbI, Koropbre SHrccupyror peureHnfl

a;IMHHHCTpaTHBHbTX V OpfaHrr3arlrroHHbrx BonpocoB, a TaKXe Bo[pocoB yIIpaBIIeHI4fl.,

B3€rHMoAeftcrnns, o6ecnelreHnfl vr perynupoBaHl{fl AetreilbHocr}r AOy PacnopxAl'rrerlbHblM

.f,oKyMeHroM B AOy tBJrf,erc.fl rIpI{Ka3.

- ITpurcas HopMarneHrrfi AoKyMeHr, rl3AaBaeurtfi 3aBeAy ITIIIM B Ueirf,x rIpI{BeAeHrIf, B

HcrroiffieHl,Ie rIpHH-fl TbIx peueHufi .

- Irlucmpyrc4un HopMarHeHHfi Ao(ryMeHT, c lorxaroBbrM orIucaHLIeM onpeAeJreHHoro

ue6oruuoro npouecca, Aeftcrsnr.
2.4. OnepaqliloHnbre AorcyffienTbr AoKyMeHTbi, Koropble cJlyxar Axrr ynCI,pflAotil,fBaHH.a

oreparluoHHofi Ae.f,reJlbHocrrl AOY :

- crryNe6Hatr 3arIHcKa;

- nopyrreHlle;

- nporoKoJr;
. OTI{ET;

- nHcbMo;

- Apyrne.

3.Ifopn.uoK pa3pa6orrcu, rro.uroroBKrr u coruraco aHHfl roKvMeHToB.

3. 1 . CrparernqecKr4e, opraHr3arluoHHbre, craHAaprr{3llpytoullde v pacropr.{HTeJlbHble

,rIoKyMeHTbr u3Aarorct roJIbKo 3a [oAnI,IcbIo 3aBeAyloqero AOy
3.2. OnepauuoHHbre AoKyMeHTbr Moryr co3AaBarbcs., nepeAaBarbcfl. H npldHl{Marbct mo6rluu

npyrnMlr coTpyAHvrKaMvr, o6ogHa.reHHbrMu B coorBercrBylounx nprlKa3ax, I,IHcrpyKuHl{x 14

Apyrnx AoKyMeHrax,{OY.
3.3. ,{oryrvreHrbr Moryr 6urr oQopuneHbl KaK Ha 6yuaxnux, raK 14 Ha sJIeKTpoHHbIx

H@HTCJI'X.

3.4. flpoercr AoKyMeHra paspabaruBaer rpynra, corpyAHI{K - I{HlIIIHarop.

3.5. [oxiyueHT KoppeKTflpyerc.fl, cornacoBbrBaerc{ c 3aLIHTepecoBaHHbIMI{ corpyAHLIKaMrI H

\-rBepxqaercfl 3aBeAyrcIqLIM AOY
3.6. KoHTpoJrb BbrrroJrHeHr.lfl Aeficrnnfi, nsnoxeHHbrx B AoKyMeHTe, ocytqecrBJrter AoJDKHocrHoe

-rHuo, yKa3aHHoe B AoKyMeHTe.

4.OpraHrl3auufl AoKyMeHroobopora.
-t- 1. llo.u AoKyMeHroo6oporoM noHpr erc.fl ABrrxeHHe cnyx(e6Hrrx AoKyMeHToB c MoMeHra I{x

11oJrqeH6fl r{.Jrlr co3 [ryar4fl Ao 3aBep n]s ucnoJrHeHnf,, orrrpaBKn LIJILI [epeAaqvr Ha apxl4BHoe

\TArreHHe.

-l l. ,Ilox;ueHroo6opor BKrroqaer n ce6g o6pa6orKy BXoA{Iunx AoKyMeHroB, Lrx perncrpallurc,

uepe.rar{y AoKyMeHroB BHyrpu [OV, a rarorce o6pa6orKy, pefplcrpaq]Iro, orrlpaBKy I{cxoAflIuI'IX

-roxrneHToB.
a.3. O6pa6orxa BxoArrqux AoKyMeHToB 3aKrroqaercr B HX rrplreMe, coprnpoBKe> perrlcrparJuvrvr

repef,aqe aApecary, ocyrqecrBJrflerc.s 3aBeAyIouILIM AOy B reqeHlle pa6ouero AH-fl.

4.-1. Pemcrpaqun noAirexar AoKyMeHTbr, rpe6yorHne yqera, HcnonHe}l;fis, 14. HcnoJib3oBaHI{JI B

c[paBoqHbrx Ilenflx.
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+ 5. ,{oxyrvreHrbl penlcTpHpyroTcfl oAprH pa3: BxoAflrqre B AeHb nocryrrngHkrfl,
f,BC[Opfl,4pITeJIbHbIe, BHyTpeHHne 14 vrcxoAJflrllue - B AeHb rroAlrr,IcalJns,.

+ 6. Perncrpa\vlt AoKyMeHroB ocyuecrBJrsercq B cneAyrouleM rropflAKe: pacnopflAlrrenbHbrM

-loxvveHTaM B npeAeJrax Kax.qofo BnAa AoKyMeHTa npucBar4Baerc-fl rrop.f,AKonrrfi HoMep B

s-oorBercrBvrr4 c HyMepallvreit, uprarurofi rro AaHHoMy sprAy AoKyMeHTa. llp" perucTparJurr4

B\O-f-flUero vr ucxoAqlrlero AoKyMeHToB B npaBOM HHXTHoM yfny yKa3brBaeTcs

pe rur crparluoHHbrfi no vrep, plara perzcrp awrkr.

-t. T.flepe ila.qla Bcex 3aperlrcrptrpoBaHHbrx roKyMeHroB BHyrpr4 IOy npolt 3Bo rvrrcfr
ItcnoirHI4TeJIeM. @arr [epeAaqrr Moxer SurcupoBarbc.f, B coorBercrByroilIeM AoKyMeHTe :arru

;f\pHane.

5. XpaHeHr{e AoKyMeHToB.
5 1. fioryMeHrhl Moryr xpaHuTbct B 6yrrraxnoM H sxerrporirioM BHAe.

5.1. CrparerurrecKne, opraHr,BauraoHHbre, pacnop{Ar4TeJrbHbre n craHAaprr43r,rpyrorrlne

lOr(y-MeHTbI xpaHrlT0.f, AO MOM9HTa aHI{yJIHpOBAHkIt, [oCJIe aHHynHpOBAHufl XparuITO.fl B apX]IBe

cof.iracHo cpoKy xpaHeHuj{.

5.3 . OnepaqnoHHble AoKyMeHTbr xpaHflTc.f, He MeHee 1 roAa. .{anee aHr{yJrr{pyrorcr, He

aiff]'axbHhie AoKyMeHTbi yHfiqTolKarcTcr.

5.'l.B 6ynaaxHoM BHre AoKyMeHTbr AoJrxnrr 6rrm pa3no)KeHbr rro narrKaM c coorBercrByrorqr4Mr4
Ha3BaHHAMH, c o6qsarelbHbrM peecrpoM AoKyMeHToB B rrarrKe.

6. KonrpoJrb rrctroJrHeHrrfl AoKyMeHToB.
6. l,KonrpoJrb HcroJIHeHLIfl pacropflAr4TerrbHbrx AoKyMeHToB r.r ropyrrenufi 3aBeAyrouero AOy
\-craHaBlwIBaercfl c Ilenbro o6ecne.{ennr cBoeBpeMeHHoro kr KagecrBeHHoro rac[oJrHeHrrfl

ropy-reHuit u sa1anufi,, saQurcupoBaHHbrx B AoKyMeHrax.
6.2.KoHrponr I4crIoJIHeHpI.fl AoKyMeHToB ocyulecrBJrrercr oAHoBpeMeHHo c r.rcrroJrHeHneM

-f oxyueHra H HociaT npeAynpeAnTeirbHrrfi ci4crsMaruqecrulfi xapaKTep.

6.3. KonrpoJrb HcnonHeHr{r AoKyMeHToB BKnroqaer n ce6q:

- nocTaHoBKy AoKyMeHra Ha KOHTpOnb;

- cSop pr o6o6ueHne nnQopvrarEr4 o cocror:avlvrv pe3ynbraraxncloJrHeHnr rropyveHufi;
- -loBe.{enue sroft un$opvrarlnn Ao pyKoBoAr,rrenfl;

- fipHiutrHe ueo6xo.4HMbix Mep no cBoeBpeMeHHoMy* KaqecrBeHirotory ilcnoiiHsHHro AoKyMeHToB,

B c.qae Heo6xoAI{MocrH BHeceHr{e [peAno)rceswit o npHHATvrn Mep AHcrIHrrnLrHapHoro
ntr r: e fi c rBus. ( Hapyrulr reJrr M.

5 + O6.ssarenbHoMy KoHTponrc noAne)r(HT HcrronHeHue cJrli)Ke6nux AoKyMeHToB, B Koropbrx
ulFIP€.lereHbI cpoKH I{cnoJrHeHllf,, lpl6o IdMeroTcq llopyq 1lH]/lA Hnu yKa3 ailvrr o rroAroToBKe H

rpefocraBrennn AoKJIaAoB, orBeroB, flpeAJroxeunfi, gaKJrroqennfi H BbrrroJrHenur Apyfrx
lrrrrlripeTHblx MepOnp];1rftruft :
: -< flepcoHanbHylo oTBercrBeHHocrb 3a opraHrr3arlltro KoHTpoJrfl vr cocroqHpre

a-Iir.-!.lHrrrelrcroft AHcIILInJTHHII B AOy HeceT 3aBeAyrorr\vrir, npr6o AeJro[por{3BoAr{TeJrb,
q.r;qrpHl"r BeAer yqeT Bcex AorcyMeHToB, LrMeer Bcro neo6xo.ur.rMyto nnSopnaaunro o xoAe

aNrtr-lH€HHII KOHTpOnupyeMbIX AOKyMeHTOB, [epI4OAI,IqeCKkt HaIIOMI4HaeT I,ICIIOJIHLITeJUIM O

=rr6.lc,lieHnn 
H HcreqeHltrr cpoKoB lrcnonHeHr{r AoKyMeHToB v npnHkrMaer ece Freo6xoArrMbre

i{etbJ no o6ecleqeHHlo cBoeBpeMeHHofo nc[oJrHeHru AoKyMeHToB HnLr npoAneHr4fl cpoKa B

i .:aFxo&-IeHHoM noptAKe.



t

7. Cnsrr{e AoKyMeHTa c KoHTpoJrff.

7-1. flpaKag, noplqeHr,re cqurarorcs BbrnoJIHeHHbIMlr npl4 ycJroBvm, ecJllr:

- rEnom{eHbl Bce ycraHoBJIeHHbIe 3aAaHI4t;

o6oprrmeHHatr no BceM npaBr{JraM cnpaBKa (oruer, ornet) 3a noArrrrcbro ucnoJrH}rreJrt

qFACraBJIeHa 3aBeAyIouIeMy ;

pBynbTarbr paccMorpeHrrf KoHTpoJrbrrbrr( AoKyMeHToB AOJDKHOCTHbIM JIIIIIOM, KOTOpOMy

,EBaJrocB [epBoHarra[bHoe nopyqeHr{e, He rpe6yror rroBTopHbD( AoKJraAoB, a Bce noAnrrcaHHEle

f,x AoKyMeHTbI OrnpaBJreHbI aApecaraM;

- 3arrHrepecoBaHHblM JILTIIaM coo6lqeHhl pe3ynbrarbl paccMorp eunfl.

7 2. Pemenne o cIF|sTnu AoKyMeHTa c KoHTpoJrr nprrHlrMaercfl TeM AOJDKHOCTTTbIM JMIIOM>

WrOprru 6ruo AaHo nopyqeHlle no ero BIInOJIHeHIIIo.

7-3. Cnsrr{e AoxyMeHra c KoHTpoJrfl ocylqecrBJlter 3aBeAyroqufi AOy.
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