


1. OBHIUE ITOJIOKEHUA

1.1. Hacrosmee IlonoxkeHrne B COOTBETCTBUM C ACHCTBYIOLIMM 3aKOHOAATEIIBCTBOM,
HOPMATUBHBIMH U NMPABOBBIMH AKTAMH YCTAHABIIMBACT B KPACBOM IOCYAAPCTBEHHOM OFOKETHOM
NpoPeCCHOHATBHOM 00pa30BaTEIbHOM YUPEKIACHUN «ANTAUCKUNA TOCYIapCTBEHHBIA KOJIIEIE»
(nanmee — KOJIEIK )

- IOPSAAOK U3TOTOBJIEHUS, YUETA, XPAHEHUS U UCTIOJIB30BAHUS II€YATEH U IITAMIIOB,

- OCHOBaHWs 711 YHUUTOKCHHS NMEYATEH U IITAMIIOB.

1.2. Hacrosmiee mnojiokeHMe pa3padoTaHO B COOTBETCTBUU ¢ DenepaibHbIM
KOHCTUTYITMOHHBIM 3aKOHOM OT 25.12.2000 Ne 2-®K3 «O rocyaapcTBeHHOM repOe Poccuiickoit
denepanumy, 'ocynapcTBeHHbIM cTanaapToM Poccuiickoin @enepammu P 51511-2001 «Ilewatu ¢
BocnpousBeneHueM [ocynapctBenHoro repba Poccuiickoit ®denepaumu: ¢opma, pasMep H
TEXHUYECKUE TPEOOBAHUS», TMPUHATBIM W BBEACHHBIM B JACHCTBUE MMOCTAHOBJICHHEM
I'occranmapra Poccum ot 25.12.2001.

1.3. M3rotoBuTeENb NevaTeil M MTaMnoB 00s3aH UMETh JIULIEH3UIO HA MOMUTPaPUUECKYIO U
LITEMIIENBHO-TPABEPHYIO  JACATENBHOCTD, BBIJIAHHYI) B YCTAHOBIIEHHOM TOPSAKE, a TaKKe
cepTU(UKATEl 0 HAIMYMU TEXHUYECKUX M TEXHOJIOTMYECKHX BO3MOKHOCTEH JUIsi M3rOTOBJICHUS
YKa3aHHOTO BU/JA MPOAYKLIMHU HA JOHKHOM KQY€CTBEHHOM YPOBHE.

1.4. Bce umerommecs B KOMUICDKE TMEYaTH W IUTAMIIBI YUMTBHIBAKOTCS B CIELMAIBHOM
JKyPHAJIE ¢ MPOCTABIICHHEM MX OTTHUCKOB. Bblgaua medareid W ITamIioB OCYIUECTBISIETCS MOJ
pacnucKy paOOTHHMKAM KOJUIEHKA, TMEPCOHAILHO OTBETCTBEHHBIM 34 WX HCHOJB30BAHUE H
xpaHeHue. JIMCTBI JKypHanma ydera me4Yared W IUTaMIIOB HYMEPYIOTCS, NPOIIMBAKOTCA H
ONEYaATHIBAFOTCS.

2. OCHOBHBIE (TEPBOBBIE) 1 BCHIOMOI'ATEJIBHBIE (ITPOCTBIE)
HEYATHU U IITAMIIBI KOJUIE/TZKA

2.1. Tlo cBOeMy HA3HAYEHUIO MEYaTH MOJPA3ACISAIOTCS HAa OCHOBHBIE (TepOOBBIE) W
BCIIOMOTATEIIbHBIE (ITPOCTHIC) IEYATH.

2.2. OcHoBHBIE nevaTu (repOéoBasi Ne4aTh)

2.2.1. Bocnpoussenenue Ha nedatsx ['ocymapctBenHoro repba Poccuiickoit deaepanyu
PETTIAMEHTUPYETCS:

- @epnepanbHbIM  KOHCTUTYLUMOHHBIM  3aKOHOM oT 25.12.2000 Ne 2-®K3 «O
INocynapctBennom repoe Poccuiickoit deneparnmny,

- nocraHoBiicHueM [IpaBurensctBa Poccuiickoit denepanmum ot 27.12.1995 Ne 1268 «O6
YHOPSAAOYEHUHN U3TOTOBJIEHHS, UCMIOJb30BAHUS XPAHEHUS! U YHUUTOKEHUS MevaTeil U OJIAaHKOB C
BOocnpousBeneHueM ['ocyaapcreeHHoro repda Poccuiickoit deneparmy.

2.2.2. Konnemx uMeeT ABa dK3eMmIuisipa repOoBoil nmevarn. Oda sk3emiuisipa repOoBoid
neyaru HaxomaTcs B y4yeOHOM kopmyce no aapecy: r. bapnayn, np. Jlenuna, 145 omquH — B
NPUEMHOHN JUPEKTOPA KOJUIEMKA, BTOPOM — B OyXTaJITepHH.

2.2.3. IlepcoHanpHasi OTBETCTBEHHOCTh 32 OPraHU3ALMI0 COXPAHHOCTH TepOOBOIl MevyaTy u
BOCITPOM3BEICHUE €€ OTTUCKA CTPOro IO LEIEBOMY HA3HAYECHWIO BO3JIAracTCs Ha AUPEKTOpA
KOJUIEDKA.



2.2.4. I'epOoBas neyath KOJUIeIKa MpeAHA3HAYEHA )T 3aBEPEHUS TIOIJTMHHOCTH MOINUCER
JNOJDKHOCTHBIX JIMIL KOJUJIEIXKA HA JOKYMEHTaxX, YKA3aHHBIX B MyHKTe 2.2.8 HACTOAILIETO
ITonmoxxenus.

2.2.5. K JNOJKHOCTHBIM JIMIAM, MOANHCHA KOTOPBIX 3aBEPSIOTCS TepOOBOM MEYATHIO
KOJUIE/DKA, OTHOCSTCS. JUPEKTOp, JHULO, WCHOJHSAomEe OOSI3aHHOCTH JUPEKTOpa, €ro
3aMECTHTENM, TJABHBIH Oyxraiarep, HMMEKINUME MPaBO TMOANWUCH HA PacCHOPSIUTENbHBIX
(PMHAHCOBBIX JOKYMEHTAX.

2.2.6. OTBETCTBEHHOCTh 3a COJEP)KAHWUE JTOKYMEHTOB, 3aBEPEHHBIX IepOOBOM MEYATHIO,
HECYT JOJKHOCTHBIE JIMLA, MX MOAMMCABLIKE.

2.2.7. T'epOoBas meyarb XpaHWUTCS B HAACKHO 3alMPacMOM METAUIMYECKOM MKady
(ceiide) B NOMEIICHUH, CTABAEMOM IO/ OXpaHy B HEpaboUee BpeMsl.

2.2.8. Tlewats ¢ wm3oOpaxkenueM ['ocymapcTtBeHHOro rep6a Poccuiickoii denepanuu B
00s3aTETbHOM TMOPSIIKE CTABUTCS HA CIACAYIOIIMX TOKYMEHTAX KOJUICIKA:

- JOKYMEHThl 00 0O0pa3oBaHMM TOCYAApCTBEHHOro o0Opa3ua M NPWIOKEHUS K HHM,
JOKYMEHTHI 00 00pa3oBaHuy (YIOCTOBEPEHHUS O TOBBIIIEHUN KBATU(UKALIMA U UHBIE);

- CTYJCHYECKUE OUIIETHI,

- 3aYETHBIEC KHIKKH (HA MEPBBIX CTPAHMUIIAX W B Pa3Jenax, KaCaroIIUXCsl rOCy AapCTBEHHOM
WUTOTOBOW aTTECTALIUN ),

- YCTaB M U3MEHEHMS B YCTaB,;

- IITATHBIE PACTIMCAHUS U U3MEHECHHSI K HUM,

- TAPaHTUWHBIE TUCHMA,

- TPEOCTABJICHHUS O XOJATAHCTBE HA HArpaKACHUsS TOCYJAPCTBEHHBIMM HArpajaMH,
NPUCBOCHUM NOYETHBIX 3BAHU, MPUCYKACHUH FOCY JAPCTBEHHBIX MPEMUH;

- MOYETHBIE TPAMOTHI, OJTArOJAPHOCTH W OJIar0JapCTBEHHBIC MUCHMA.

2.2.9. TlpaBo Ha mnoNb30BaHWE TEPOOBOH MMEYATBID B KOJUIEHKE HMMEIKOT JUPEKTOP
KOJUIE/DKA, JINLO, UCTIOTHSIOWEE 00A3aHHOCTH IUPEKTOpA KOJUIEIKA, 3aMECTUTENIN TUPEKTOPA,
TJIaBHBIA OyXrajitep, nHble paOOTHUKH, CIIEAATIBHO HA3HAYEHHBIE TPUKA30M JIUPEKTOPA.

2.2.10. Ortuck repOOBOIl mMeyaTh OPOCTABISIETCS HA JOKYMEHTAaX, OQOPMIECHHBIX C
COONIOACHUEM JACHCTBYIONIMX MPABUJ, MOAMUCAHHBIX W COTJTACOBAHHBIX B YCTAHOBJIEHHOM
NOPSIKE.

2.3. Bcnomorare/ibHbIe (IPOCTHIE) MeYaTH

2.3.1. Konnemk MOXKET MMETh BCIOMOTATENbHBIE (TIPOCTHIE) KPYIJIBIE M TPEYTOJIbHBIE
NeYaTy, UMELINE Y3KOe (PYHKIMOHATBHOE HA3HAUYEHUE.

2.3.2. OTTHCKHM BCIIOMOTATEIbHBIX (ITPOCTHIX ) MEYATEN MPeaHA3HAYAOTCA:

1. st mpOCTaBIEHUS Ha!

- CIIPaBKaXx, MOATBEPKAAOIIMX 00Pa30BaATENbHBIN YPOBEHb O0YYArOIIMAXCS,

- crpaBkax (0 nepuojie o0ydeHus:, 00 yCreBaeMOCTH, 3apad0THOM IJIaTe U T.11.);

- JOKYMEHTax Ui oOpamieHuss B CyAbl OOMICH FOPUCAMKLMH, MHUPOBBIM CYABSIM,
TPETEHCKUE CYbl, APOUTPAKHBIE CY bl (MICKOBBIC 3AIBIICHUS, OT3bIBbI U T.11.),

- TOBEPEHHOCTSIX;

- JIOTOBOPAX, COMIALICHUSX, CIPABKaXx M WHBIX JOKYMEHTaX (PMHAHCOBOIO XapakTepa,
NOJANUCAHHBIX OT MMEHU KOJUIEHKA, B TOM YHCIIE JOTOBOpax 00 OKazaHMM 0OPa30BATEIBHBIX
YCIIyT, TPYAOBBIX JOTOBOPAX;

- ApPXHMBHBIX CITPaBKax M KOMUSIX;

- TUTYJIBHBIX JIACTAX JJOKAJIBHBIX HOPMATUBHBIX aKTOB KOJIICIXKA,



2. 1S 3aBEPEHUSI CIIPABOK,;

3. Uil MPOCTABJICHUSI HA KOMUSX U BBITUCKAX U3 JOKYMEHTOB, IOTOBOPax HE (PUHAHCOBOTO
Xapaxkrepa, MponycKax;

4. Wi IPyruxX JOKYMEHTOB, HE TIEPEUUCIICHHBIX B IMyHKTE 2.2.8 HACTOSUIETO MOJIOKCHHUSL.

2.3.3. Ha nmoxkyMeHTax, mepeuncieHnbix B .. 1 m. 2.3.2. Hactosmero IlonoskeHus, B
UCKITFOUMTENIbHBIX Cay4asX, TpeOyrommx o0co00ro yAOCTOBEPEHMS NOIJIMHHOCTH JaHHBIX
JOKYMEHTOB, MOXKET MPOCTABIATHCS repOoBast NeYaTh.

2.3.4. CTpyKTypHBIE TOAPA3ACICHUS MOTYT UMETh MEYATH CTPYKTYPHBIX MOAPA3ACTICHUIA.

2.3.5. TIpocThle medaTu, KpOME HAUMEHOBAHMS KOJUICIXKA, MOTYT MMETh M300paKeHUs
3MOJIEM, CHMMBOJIOB, & TaK)K€ MHBIC PEKBH3WTHI, YCTAHOBJICHHbIE HOPMATMBHBIMH MPABOBBIMHU
AKTaMH.

2.3.6. Bce neyatu M mraMisl NOUIEKaT OATAHCOBOMY YUETY B OYXTaNTEPUU KOJIIEIKA U
3AKPEIUISIOTCS 32 TOJIB30BATEISIMU YKA3aHHBIMM TMIEYATAMUA M IOTAMIIAMUA NPUKA30M AUPEKTOpa
KOJUIeKa. Bplnmaua mevareid W IITaMIlOB YIIOJHOMOYEHHBIM IOIb30BATENSAM OCYLIECTBISAETCS
NOJ PacnUCKy B PErHCTPALMOHHO-YYETHOM >KYpHaJIE. PerucTpanmoHHO-y4YeTHBIE (POPMBI
MEYaTeN M IITAMIIOB ¢ UX OTTUCKAMM BKJIFOUYAKOTCS B HOMEHKJIATYPY €N KOJIJIEIKA.

2.3.7. Orruck repOOBOH MeYaTh U UHBIX Mevareid HeOOXOAUMO CTABUTh MO OTHOIIEHUIO K
NOJANUCH Tak, 4ToObl ObLIa YETKO BUAHA MOANKCH W BCS MHQPOPMALMS HA OTTHCKE IEYATH.
Bo03MokHO pazmeniarbk OTTHCK MeYaTeil, He 3a1eBast NOANUCH, Ha CBOOOJIHOM MECTE.

2.4. lllTamMnbl KOJIEAKA

2.4.1. TloMAMO OCHOBHBIX W BCIOMOTATCIIbHBIX TEYATEH B KOJUICIKE HCHOJIB3YIOTCS
LITAMIIBI.

2.4.2. llltamm — 3TO BAJ NI€YaTH NMPAMOYTOiabHON (popmbl. [IITammnel GopMalIbHO 3aMEHSIOT
PYKOIIUCHYKO  3alUChb B  MOBTOPSAIOIIUXCS  OAHOTHIHBIX  CHUTyallHsIX B  OyMaKHOM
JEJIONPOU3BOCTBE M MPEACTABJISIOT COOOW PEKBH3UTHI, YUACTBYIOIIKE B MPUIAHUNA JTOKYMEHTY
FOPUAMYECKON CIITbI H YCKOPSIOIINE JOKYMEHTOOOOPOT.

2.4.3. MacTH4HbIE IUTAMIBI MPUMEHSIOTCA JUIsl TPOCTABIEHUS OTMETOK O TMOJYYECHHH,
PETUCTPALMU, TPOXOKIACHUN U UCTIOJIHEHUH TOKYMEHTOB, & TAKKE APYTUX OTMETOK CIPABOYHOIO
Xapaxkrepa.

2.4.4. ltamel MOTYT OBITH CHEIYIOIINAX BUOB:

- YIJIOBO# (aApeCHBIN);

- PETUCTPALMOHHBIN;

- OTPaHUYECHHUs MPaBa J0CTYIIA,

- C PEKBU3UTAMHM KOJIJIEDKA,

- UL OYHOT'O ¥ 3a0YHOT'O OTAECIICHUH;

- 17151 KOHTPOJIBHBIX PAdOoT.

2.4.5. YrioBoil (aapecHblil) IITaMIl MOXKET MCIOJIb30BAThCS MPU TMEPENUCKE, BbIAAYE
TEKYILMX CINPABOK U T.I. B JaHHOM Ciyyae yrJIOBOM IITamIl, U3rOTOBIECHHBIA B COOTBETCTBUU C
HEOOXOIMMBIMH TPeOOBAHUSIMU, MPUIAECT JOKYMEHTY O(HUIMAIbHBIA Xapakrep. B yrioBbIx
ITaMIax PEKBU3UTHI KOJIJIEDKA JOIDKHBI PACIONAraThCs B TOM JK€ MOCIEA0BATENBHOCTH, YTO U B
OnmaHke. PEeKBH3WTHI, YKA3aHHbBIE B YIVIOBBIX LITAMIIAX W IMEYaTsX, AOJDKHBI coBHaaarh. Pazmep
YIJIOBOIO HITAMIIA, KaK MPABUII0, COOTBETCTBYET pa3MepaM yriaoBoro Omanka (70x100 mm).

2.4.6. PeructpauOHHBINA IITAMI AOJDKEH COACP)KaTh HAMMEHOBAHUE KOJUIEIDKA, TIOJIS IS
YKa3aHWs JaThl MOCTYIUICHUS W HOMEpa (MHIEKCA) BXOIMAIICTO MOKYMEHTa. Takoi mrammn
YCTAHABIIMBAET OTBETCTBEHHOCTh KOJUIEKA 34 JNOKYMEHT, HAYal0 OTCYETA CPOKA MCIOTHEHUS.
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PerucTpaninOHHBIN ITAMIT HE MPOCTABJSACTCS HA MPWIOKECHUIX K JOKYMEHTY, 4 TOJBKO HA CAMOM
JOKYMCHTE.

2.4.7. ltamn ¢ peKBU3UTAMHU KOJUIC/IKA, KaK MPaBUJIO, HEOOJBIIONO pa3Mepa ¢ PaMKOH.
OH BKJIIOYAET KPATKOE HAMMEHOBAHUE KOJUICKA, MEeCTO peructpanuu, MHH.

3. MOPSIIOK YHHUTOKEHUS IIEYATEN U LITAMIIOB

3.1. 3amena nevyarei U ITaMIoOB U UX YHUYTOKEHUE MPOU3BOIUTCSA 110 AKTy KOMUCCUEH B
COCTaBE HE MEHEE TpPEeX UYEIIOBEK C OTMETKOM B PErMCTPALMOHHO-YYETHBIX (popmax.
YHUUTOKEHHE TepOOBOM MeYaTd MPOUMCXOANT B CIIyYasX JIMKBUAALMKA KOJUIE/DKA, MPEKPALLCHHS
JESATENIbHOCTH B PE3YJIBTATE CHUSHUS, NPUCOSAMHCHUsS, MPeoOpa3oBaHMs, MEPEUMEHOBAHHMS
KOJIIEKa MM 000COOIEHHOTO CTPYKTYPHOTO MOAPA3AEICHNUS, a TAKXKE MEXAHNYECKOTO M3HOCA
e, B ciyyae NMKBUAALUMM KOJUICDKA WM TIPEKPALLICHUs JNEIATEIBHOCTH B PE3YJbTATE
CIIMSIHUSL, MPUCOCIMHEHUS, MPeoOpa30BaHKsl €ro NEeYaTh W INTaMIMbl MOMAIEKAT YHUUYTOKCHHIO
HEMOCPEACTBEHHO B KOJIICIDKE.

3.2. JIns 3aMEHbl paHee BBIJAHHOM IME€YaTw, WITaMIla, B CIIy4ae M3HOCA, MOBPEKICHUS,
YTPaThl WU B CBSI3U C MEPEMMEHOBAHUEM MOJIB30BATENDL JOJDKEH NPEACTABUTE XOJATalCTBO HA
UMSl IMPEKTOPA KOJJIeka ¢ MPOChOOi 0 3aMEHE MedYaTH, MTaMIa, OObICHUTEIBHYIO 3alUCKY €
YKa3aHHWEM MPUYHH B CIIy4ae yTPaThl MEYaTe, mramna, akT 00 YyHHUTOKEHUM NIeYaTei, TamIa,
YTBEPKACHHBIHA JUPEKTOPOM KOJIJIEKA (MTPUIIOKEHHE 2).

3.3. KOHTpOJIbHBIE OTTHCKU M3TOTOBJICHHBIX IE€YATEH W IUTAMIIOB B JIEHb UX MOJIYYECHUS
JOJKHBI OBITh 3aPETUCTPUPOBAHBI B COOTBETCTBYIOIIEM >KypHAJIE Koyemka (I lpunoxenue 1).

3.4. Tlo (akty yrepm repOOBOH mNE4aTH HE3AMEMNTUTEIBHO IMPOU3BOAMTCSA CHYXKEOHOE
paccieloBaHre, MaTEpPUAIbl KOTOPOrO CIYXKaT OCHOBAHWMEM Ul TPUBJICUYCHUS BUHOBHBIX K
OTBETCTBEHHOCTH W CIIUCAHMSI C yU€Ta YTPAYEHHOM repOoBOi nevary.

[Tonosxkenue pazpadorar:
3aBeayrOMIKi CEKTOPOM MPaBOBOTO 00ECIEYEHU S 2.H. T'osibm




IMpunoxenue 1

K [omoskeHUFO O TIEUATAX H MTAMIAX

Dopma )KypHAJIA pErucTpanuu repoéoBbIX, NPOCTHIX NeYaTeil U TAMIIOB
KI'BIIOY «Auaraiickuii rocyapcTBeHHbIH KOJNICIN»

Ne 15 (0) Bun u otrrck Hata Hatau Ne | Bun u ortrck ®HO oTseTCT ITpume
/i OTBETCTBCHHOTO | M3rOTOB MOJIYYCHUS | aKTa 00 MCYATH/IITAMIIA, | BCHHOTO 33 YHUY | YaHHC
U Jata | 3a MONYYCHHUE JICHHOH nieuaru/ VHHYTOXKE | BBIACJICH TOKCHHUC
PErHCTP | meyaTw/IiTaMna | Mmeyarw/IiTaMia | [ITaMmna HUHU HBIX K YHUYTO MCYATCH/IITAMITOB
auuu JKEHUIO

1 2 3 4 5 6 7 8




IpunosxeHue 2
K I TOTOKEHHEO 0 MEYATAX U IITAMIIAX

AKT Ne
YHUUTOXKCHUSA MEYaTeil, ITaMnoB
KT'BIIOY «AnTaiickuii rocy1apcTBEHHbI KOJJICIHD)

r. bapnayn « » 20

Komuccus B cocrase:
[Tpencenaresns KOMUCCUU:

(®.N.0., I0WKHOCTB)
YJieHbl KOMUCCHUM;

(®.N.0., I0WKHOCTS)

COCTaBWJIA HACTOSIIMIA aKT CIUCAHKS U YHUYTOKEHUS TepOOBOM mevaTu/mramna

(Ha3BaHHC IICUATH/IITAMIIA)

YHHUUYTOKEHBI IIYTEM Pa3pe3aHus:

- repOoOBas MevaTh B KOJIMYECTBE T,

- POCTAas NEeYaTh B KOJIMYECTBE T,

- LITAMII B KOJIMYECTBE LIT.

B xypHajie yuera meyareil ¥ IITAMIIOB BHECEHA 3aIUCh OT « » 20

PCrucTpaiinOHHBIMKA HOMCPpaMHA

[Ipencenaresnb KOMUCCHH /
(moamuCH) (®HN.0)
YJjteHBI KOMUCCHH /
(moamuCH) (®.HN.0)
/
(moamwuCH) (®.HN.0)
/

(moamuCH) (®.HN.0)






