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COOpHUK aKTyas/IbHbIX MPUKA3OB
NO OCHOBHOM AEATE/IbHOCTH,
pernameHT paboTbl C HUMH
U OTBETbl HA KaBepP3Hble BOMNPOChHI



HoBocTHu oT rmaBHoOroO penaktTopa

lNpuykKasbl opraHM3ayuy N0 OCHOBHOM
AEATEe/IbHOCTU U NpaBuia padoTbl C HUMH

Jloporue Mou KOJIJIETH, B CeHTSI0pe KypHally «CIIpaBOUYHUK
cekperaps u odrc-MeHeIKepa» ucrosaserca 20 jet. Bee ot
roAbI MBI ITOAIePKUBAEM HAIIINX YATATe e B CJIOXKHBIX CUTYa-
LUAX, IIOMOraeM 1 0TBedaeM Ha caMble aKTyaJIbHbIE BOIIPOCHI.
B kauecTBe moziapka MbI IIOATOTOBUIIN JIJISI Bac COOPHUK
MIPHKA30B 110 OCHOBHOM JeATeIbHOCTH X OTBEThI Ha BOIIPOCHI
110 paboTe C HUMH. ITH IIPHUKA3bI 10 OCHOBHOM JIeSITEJIbHOCTH
MIPUTOISITCS BaM He TOJIbKO B KOHIIe rojia. 3abepuTe roOTOBbIE
00pasIibl B paboTy 1 UCTIOJIL3YITeE.
MBI 04eHb XOTHM, YTOOBI BBl OBLJIN CAMBIMU JIYYIITIMK
CeKpeTapsMU 1 IIOMOIITHUKAMH JJISI CBOMX PYKOBOIUTE-
J1eii. JIo HOBBIX BCTpeY Ha CTpPaHUIAX KypHaJIa, KOJIJIer!

ExatepuHa l'YBEPHCKAA,
Ball rNaBHbIM pefakTop

MuwuTe: equbernskaya@mcfr.ru

Coxep:xaHue

Kak ohopMIATE MpUKAa3bl 10 OCHOBHOL JeSITEIbHOCTH.
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Y OOUC-MEHEIKEPA

KAK O®OPMJIATb MPUKA3bI MO OCHOBHOW AEATE/IbHOCTU

NMpuka3s no oCHOBHOM AEATENbHOCTU — 3TO NPABOBOMW aKT, KOTOPbIK
U3naeT PyKoOBOAMTE b OPraHU3aumMm eauHONUYHO, YTOObI PEeLLUMTb OCHOBHbIE

n onepartuBHbIE 3a8a4uU.

No kakol chopme cocTaenATb

CocraBnsute npukassl no Ol no HaMBMAyanbHow cdopme.
CTpyKTypa ux TeKcTa: npeambyna v pacnopsiauTesnibHas 4acTb.
B npeambyne paiite ccbinKy Ha JOKYMEHTbI-OCHOBaHUS, yKaXkuTe
Lenv u3paHuns pokymeHta. B pacnopsautensHol yactu paire
rnopy4eHus no copmysie — KOMy YTO CefaTh, B KAKOM CPOK.
Ecnu usgaerte 6onbluoe KOAMYECTBO [OKYMEHTOB OJMHAKOBOIro
WM CXOXKEro cofiepXaHus, yTBepauTe A HUX TUMOBYO hopMy.
Y npuka3oB no TMNoBow hopMe, Kak NpPaBuIo, COKpaLLLeHHbIH
MapLUpyT COMNacoBaHusA: HAaNpPUMep, UX HE CMOTPAT IOPUCTI,
TaK Kak AOCTaTo4YHO COrnacoBaHus camoi hopmbl

Mo>kHO 1 ucnonb3oBaThb
YHUDULMPOBaHHYIO hopMy

Ins npukasos no Of] He paspaboTtanu yHUDULUPOBAHHBIX
dopm, odbopmnsaiTe nx nMbo No MHAMBKUAYanbHON (opme,
nv6o no paspaboTaHHOM B KOMMNAHWKU TUMOBOK hopMe

Kakoi 6naHk ncnonb3osarb

OdopmnsiTte npukasbl no O[] Ha oduuUManbHO yTBEPXK-
AeHHOM 6n1aHKe NpuMKasa c JIOroTMNOM, HAaUMEHOBaHUEM
opraHusauumM — aBTopa AOKYMeHTa, HAaMMeHOBaHUEM BMAA
JOKYMEHTa M MECTOM M3[aHuWs, a TaK)Ke MecTom Ajs peru-
CTPaUMOHHbIX AaHHbIX. Bes 6naHka MoxeTe odhopMnaTb
COBMECTHbI€ NMPUKa3bl

Kakas cTpykTypa y Tekcta
npukasa

OdopmuTe KOHCTaTUPYIOLLYIO YacTb B Npukasax no O, Moxe-
Te HayaTb ee cnosamu: «C uenbio...», «B cootBeTcTBUM C...»,
«Bo ucnonHenue...». BHecute B Hee npuumHbI, OCHOBaHUA
W LN COCTaBIeHUs JOKYMeHTa, faiTe CCbIKKU Ha Heobxo-
OMMble AOKYMEHTbI.

3aBepLunTe KOHCTATUPYIOLLYIO YaCTb PACMOPSAAUTESbHBIM C/IOBOM
«MPUKA3bIBAIKO», nocne KoToporo nocraeste ABOETOUME,
3aTeM Ha4YHUTe PacnopsaAUTENbHYIO YacTb.

B pacnopsikeHusx He UCronb3yiTe pacrnopsaauTesibHoe ClI0BO

e.sekretaria.ru
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M ODUC-MEHEDKEPA

Hy)'KHO N1 JaBaTb B TEKCTE ,D,ai;lTe B npeaM6yne CCbUIKY Ha LOKYMEHTbI-OCHOBaHUA K NMPUKa-
CCblIKY Ha AOKYMEHTbI- 3Yy. I'Ipm(a3 MOXeT n3gaBartbCA BO UCMOSTHEHWE PaHee N30aHHOIo
OCHOBaAHHUA AOKYMEHTa Uin B COOTBETCTBUU C KaKuM-1m6o pacnopaguTenb-

HbIM JOKYMEHTOM, @ TaK)Ke 3aKOHOAATE/IbHbIM U/TM HOPMATHUBHbIM
: aktoM. OCHOBaHMAMM 4151 €ro U3AaHWUs MOTYT BbiTb MPOTOKObI
e » ¥ PeleHns KonnermasnbHbix OpraHoB, aKTbl NPOBEPOK W Ap.

He penaiite B npeambyne ccbiikv Ha cy>KebHble U LOKNnaaHble
3ar1CcKM1, Ha OCHOBaHUM KOTOPbIX M3AaH AoKyMeHT. CoxpaHuTe 3t
LOKYMEHTbI 17151 UICTOPUM BOMPOCA W YKaXKUTE B MOSCHUTENbHOM
3arucKe K JOKyMeHTY.

CcbinKu Ha BOKYMEHTbI-OCHOBaHWs ochopMsiTe No onpeaeeHHoM
opMyne: yKaxkuTe HaMeHOBaHWe BUAA JOKYMEHTA 1 3arofloBOK
K TEKCTY, a TaKKe PEKBU3UTbI: HAUMEHOBaHWE OpraHu3aLmMu —
aBTOpa LOKYMEHTa, AaTy AOKYMeHTa, PErMCTPaLMOHHbIM HOMep
[IOKYMeHTa, 3aro/loBOK K TEKCTY.

Hanpumep: Bo ucnontenue npukasa 000 «Konnbpu» ot 23.11.2022
Ne 34 «O6 yTBepkaeHun MHCTpYKUMK MO AeNn0onpon3BOACTBY»
MNPUKA3bIBAIO:

Ele BapUaHT: yKaXkute HaMMeHOBaHWe OpraHu3aLmu UK SOSK-
HOCTHOTO NWLA, YTBEPAMBLLErO JOKYMEHT W AaTy YTBEPXKAEHUS
LOKyMeHTa.

JoKyMeHTbI-OCHOBaHWA ANs U34aHUs NpuKasa He odopmnsaiTe
KaK NPUIOXKeHUs K HeMy

Kro rotoBuT npoekT npukasa Mpukasbl no O[] cronHuTeNb, Kak NPaBuIo, FOTOBUT CAMOCTOS-
TenbHo. OH 06s3aH He TOMIbKO MOATrOTOBUTb MPOEKT AOKYMEHTa,
HO U OTC/IEXXMBATb XO[, U CPOKM COMNacoBaHus, oTpabarbisarb
3aMeyaHu1s CornacyoLmnX L.

: B ucknountenbHbIX cnydasx pacnopsianTesibHbie JOKYMEHTbI
uaserunsenseniesinesinssussssasecsinac » MOXeT rotoeuTth nogpasgeneque [J0Y no nopyyeHuio pyKoso-
nutens opraniusaumu. Cnyx6a JOY / cekpetapb obszarenbHo
COrNacoBbIBAOT LOKYMEHTbI, OLLeHUBasi KOPPEKTHOCTb OhOpM-
JIEHUA W CCbISIOK HA HOPMATUBHbIE AOKYMEHTbI

[ne xpaHuTb Mpukasbl no O[] xpaHuTe B cnyx6e JOY nnum B npreMHoM, ecrivy Bac
HEeT TaKoro nogpasaeneHua. B NCKNIOYUTENDBHbIX CNy4asax XpaHUTe
OTAe/bHblE PA3HOBUAHOCTU NPUKA30B B APYTMX NOAPA3AENEHMUsX.
Tak, npukasbl 06 YyTBEPXKAEHWM LITATHOTO PACMMCAHUA MOXKHO
: hopMHMpOBaTh B OTAE/BHOE /0 U XPaHUTb B NOApPa3AesieHnH-
v s > paspaboTumKe: KagpOBO CyK0e, B OTAENE MO OPrpasBUTHIO M Ap.
MoppasaeneHve, KOTOPOe PErMCTPUPYET U XPAHWT MpUKa3bl
no OJl, oTBeyaeT 1 3a CBOEBPEMEHHOE O3HAKOM/IEHHUE C AOKY-
MEHTOM 3aMHTEPECOBAHHbIX JOMKHOCTHbIX WY, Ho oTBeuaeTt
3a COCTaBJ/IEHWE CMUCKA PACCHISIKU MHALMATOP [OKYMeHTa.

MecTo XpaHeHWs NPUKa30B YKaXXUTe B HOMEHKNAType Aen
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Hdenonpoussoacrteo

lNMpukas o paspabGoTke HOMEHKNATYpbI Aen

IIpuKas o pa3dpaboTKe HOMEHKJIATYPHI JIeJI — 3TO PACIOPAIUTEeIbLHbBIN JOKYyMeHT. OH

HY>KeH JJISl TOT'0, YTOOBI 00eCIIeUnTh B OpTraHU3aIIny pa3padoTKy HOMEHKJIaTyPhI JeJI Ha

CIIeyIolui roj. Mi3iaBaTh TaKOM IIPUKAa3 UMeeT IIPABO0 eIMHOJIMYHBIN OpraH YIIPpaBJIeHUA

opraHmsamyei — JUpeKTop, FreHepaIbHbINA JUPEKTOP U T. ., 3aKpeIlJIeHHbIH B YcTaBe

WJIU I0JIOKEeHUU 00 OopraHu3anviy, U Apyroe yIioJJHOMO4YeHHOe JIMIIO Ha OCHOBAaHUU

BHYTPEHHUX HOPMATUBHBIX UJIN PACIOPAOUTEJIBHBIX JOKYMEHTOB.
Cpok xpaHeHUs Takoro npukasa mo Ilepeuyno-2019 — 10 ITUKBUJAIINT OpPraHu3aIaN
(cT. 19a, npuMeuaHue). OcobeHHOCTH 0popMJIeHUA U TeKcTa IIpHuKas3a pasbepeM

B Ta0JIMlle HUXKe.

Kak coctaButb M Od)OpMMTb npukKas o pa3pa60ﬂ<e HOMEeHK/1aTypbl aen

Ne  Mapamerp
n/n

OnucaHue

MpumeyaHue

0 BnaHk Odopmute Ha GnaHke Npukasa BraHk nprkasa MoXeT GbiTb YrOBbIM UK
NPOAO/bHLIM — KaK B MpuMepe
e Jara HauHute paspaboTky HOMeHKnaTypbl pen —
Ha cnepyowui rog B IV kBapTane npegpl-
Ayuiero roga
9 Pernctpa- BHecute nopsagkoBbii HoMep B npegenax MoxkeTe 4ONOMHWUTL PErUCTPALMOHHDbIN
LUMOHHBIM  roAa W rpynn JOKYMEHTOB — MPUKa30B N0 HOMep BYKBEHHbIM MHAEKCOM, Hanpu-
Homep OCHOBHOW AeATENBHOCTU mep 132-n
o MecTo YKaxkute agpec MecToHaxoXAeHusa opraHu-  He ykasbiBaWTe COKpalleHue «T.», eCv
n3gaHus 3auMKu B COOTBETCTBUU C YCTABOM ropog OKaH4YMBaeTCHA Ha «rpag» Wau
«ropoa»
e 3aronosok  CocrasbTe 3arofioBOK Tak, 4Tobbl oH Kpatko  «O pa3spaboTke HOMEHKNATypbl gen Ha
oTpaxkan copepxaHue JokyMmeHTta v oteedan 2023 rog»
Ha BOMPOC «O 4eM?»
0 Mpeam- 3anuwute B npeambysie OCHOBHble Uenn Mcnonbayite hoOpMyNIMPOBKU: B LENSX,
6yna W OCHOBaHWA U34aHUSA NpHKasa B COOTBETCTBUM, BO UCMOJTHEHWE, HA OCHO-
BaHWM, B CBA3W U T.4.
0 Lenu McnonbayiTe ctaHgapTHyto dopmynupos- He gonyckaeTcs HauMHaTb npeambyny
ZENECTE Ky — «B uensx». B Hawem npumMepe uenu ¢ npepnora «Ons»
npukasa pa3paboTKK HOMEHKIATYpbl AN — cUCTeMA-

TW3aums, yueT u obecneyeHne COXpaHHOCTH
[LOKYMEHTOB
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Pabota c fokyMeHTaMu

MNMpukas o pazpaboTke HOMeHKNaTypbl gen

O6LLEeCTBO € OrpaHHYEHHON OTBETCTBEHHOCTbIO
«[Mo3uTtHBHbIE pelieHns»
(OO0 «MNozuTtHBHbIE peLueHUs»)

MPUKA3
04.10.2022@) Ne 732-n €

KaﬂMHMHrpa[J,o

O paspaboTke HoMeHknaTypbl fen Ha 2023 rog o

e o B uensx ontuMusaumu paboTbl C LOKYMEHTAMH, CUCTEMATHU3ALMH, YieTa U obecnedeHuns
coxpaHHocTu fokymeHToB B 000 «[Mo3nTuBHbIe pelueHns» (ganee — O6LiecTso) 1 e Ha OCHOBa-
HUU «MHCTPYKLMK NO BENONPOU3BOACTBY», YTBEPXKAEHHOM Npuka3oM ot 20.10.2019 Ne 146-n,
NPUKA3bIBAIO: @

1. PykoBoauTensm cTpyKTypHbIx noapasaeneHuii B cpok ao 20.10.2022 paspabotaTth 1 npes-
CTaBUTb Ha coriiacoBaHue cekpetapio CmupHoso# 0. A. HoOMeHKNaTypbl fie1 CTPYKTYPHbIX NOAPa3-
nenexnun Ha 2023 rog.

2. Cekpetapto CmupHosoii H0.A. B cpok ao 15.12.2022 paspaboTaTb U NpecTaBuTb Ha PacCMo-
TpeHne IK ObuiecTsa cBOAHYIO HOMeHKNaTypy aen Obuiectsa Ha 2023 rof Ha OCHOBaHUH HOMEH-
KNaTyp Aen CTPYKTYPHbIX noApa3neneHun.

3. Npeacenatenio K Bonkosy M.C. B cpok Ao 26.12.2022 npefcTaBuTb COracoBaHHbIM NPOEKT
HomeHknatypbl gen Obwectea Ha 2023 rog Ha yTeep>kaeHHe.

4. KoHTpo/ib 3a UCMOJTHEHWEM NpHKa3a OCTaBAsAo 3a CoBoM.

N.o. oupekTopa CeBepoB C.C. CeBepos @

CmupHoea H0.A. @
123
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Hdenonpoussoacrteo

N°  Mapamerp Onucanue MpumeuyaHue
n/n
e OcHosBa- OdopmuTe ocHOBaHUA Ans usnaHusa npukasa [locne HaMMeHOBaHUA AOKYMEHTa yKaXKuTe
HWA M3Ja- CO CCbUIKOW Ha Apyrve pacrnopsigutesibHble  HavMeHOBaHWe OpraHW3auvu Unu JOJK-
HUA NPU- WM HOPMATUBHbIE LOKYMEHTbI HOCTHOTO NULiA, YTBEPAMBLLIErO JOKYMEHT,
Kasa WM CCbIIKY Ha YTBEPXKAAIOLLMI JOKYMEHT,
C YKa3aHueM ero aatbl U perucTpalmoH-
Horo Homepa
0 MopyueHns  BHecuTe KOHKpETHble NopyyeHUs pykoBoau-  YKasbiBaWTe MHULMANbI B TEKCTE Moc/e
TN U YKaXXUTe UX UCMoNHUTeNeN B opma-  amMuaum.
Te: pomkHocTb M . N. 0., pata ucnonHeHns  MoxkeTe yKazarb TO/bKO JOMKHOCTb UCMON-
1 hopMyIMPOBKa NOPYYeHUs HUTeNs, NpU4eM JOHKHOCTb MOXeTe YKasaTb
0606LeHHO
@ MyHkT 1 BHecute nopyueHue pykoBoguTens HayanbHW-  PykoBoaWTenb opraHusauuy HasHadaeT
KaMm CTPYKTYpPHbIX nofpasaeneHui paspabotarb  /1MLO, OTBETCTBEHHOE 3a COCTaB/ieHUe
NMPOEKTbl HOMEHKNATYP AeN NoApasfeneHnid  CBOAHOW HOMEHKNaTypbl Aen.
W MPeacTaBuTb UX Ha cornacoBaHue nuuy, WHdopmaumio 06 3ToM BKAOUYUTE BO
OTBETCTBEHHOMY 3a COCTaBNI€HWEe CBOAHOW  BHYTPEHHWEe HOPMATUBHbIE AOKYMEHTI
HOMeHKNaTypbl aen opraHu3auuu: NosioXxkeHWe o Nopapas-
[efleHW1, UHCTPYKLMIO MO Leflonpouns-
BOACTBY U Ap.
0 MyHkT 2 BHecuTe nopyyeHue pykosoputens cotpyn- PaccuuTaitte cpok coctaBneHus CBOQHOM
HWKY, OTBETCTBEHHOMY 3a COCTaB/IEHWE CBOf-  HOMEHKNATYpbl ie/ C y4ETOM BPEMEHM Ha
HOM HOMEHKATYpbl ief, COCTaBUTb CBOAHYIO  paccMoTpeHue YneHamu 3K 1 npeactasne-
HOMEHK/NaTypy AeNl Ha OCHOBaHWM COMNAaco-  HWUSA Ha YTBEPXKAEHUE PYKOBOAMUTENIO opra-
BaHHbIX HOMEHKNATyp Aen noapasfeneHnini  Husaumu. Homenknatypy nen yteepxaator
1 NpeaCcTaBUTb Ha PACCMOTPEHKUE SKCMEPTHOM 0 Hayana [elonpon3BOACTBEHHOO roaa
komuccum (IK) opraHusaumm
@ MyHkT 3 Brecwute nopyuerune pykosogutens npeace- Pabota IK opranusyercs Ha ocHoBaHWM
Aatento K paccMoTpeTb CBOAHYIO HOMEHK/Ia-  MOMNOXEHHS O Hel, B KOTOPOM NPOMMCHIBAIOT
Typy Aen Ha 3acegaHuny K v npeacTaBuTb HA  KOMMETEHLMH, Lienu 1 3agaqmn IK, nepeyeHb
yTBEPXXAEHWE PYKOBOAMUTENIO OpraHU3aLmn  IOKyMEHTOB, KOTOPble MOXeT paccMaTpyBaTh
9K, pemameHT npoBeaeHus 3aceqaHui K
@ MyHkT 4 BHecwre co cnos pykosogutens @.WN.0. nmua, B paHHOM cnyyae KOHTposib ocTascs
OTBETCTBEHHOTO B LIE/IOM 3@ KOHTPOJIb UCMON- 32 AUPEKTOPOM OpraHu3aLuu, Tak Kak
HeHus npukasa. [JaHHbii cOTpyaHWK ByaeT  nopyyeHWsi AAloT BCEM PYKOBOAWTESNAM
Nosy4arb MHCOPMALMIO OT OTBETCTBEHHBIX /UL,  OpraHv3auuu
No NpUKasy o chakTe UCMONHEHUS NOPYYEHNH
@ Moanucb MNoanuwmnTe NpuKas y nepBoro fMua opraHi-  Eciv nokyMeHT noanmcbiBaeT UCMOMHSAOLLMA
3aLMW UK APYrOro YNONHOMOYEHHOTO Mua.  06s3aHHOCTH, fobaBbTe K HAUMEHOBAHMIO
Monnuck cocTouT M3 HAMMEHOBaHWS AO/HKHOCTY,  JOJIKHOCTU C/IOBOCOYETAHUE U. O.
JIMYHOM MOAMNWCH U PacLLUMGPOBKU NOANUCU —
CHavana MH1UMasbl, NoToM hamunus
@ OtmeTka YKkaxute uHMUMaTOpa JOKyMeHTa — coTpya- —
06 UCrmon-  HWKa, KOTOPbIM MOLrOTOBM MPHKa3 U OTBEYaeT
HuTene 3a B3a¥MOZENCTBME C COMACYOLMMM TULAMM,

COCTaB/IeHUE JINCTA O3HAKOMJIEHUS, TO €CTb
paccbinku, 1 cobnogeHne CPOKOB COMaco-
BaHMA M 06paboTKM AOKYMEHTa
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Pabota c fokyMeHTaMu

Mpukas 06 opraHusaumum apxmea

OB6LLecTBO € OrpaHUUeHHON OTBETCTBEHHOCTbIO «PoMaHTUKax»
(000 «PomaHTHKa»)

MPUKA3
14.01.2022 Ne 42

Mocksa
06 opranuzauum apxmea 000 «PomaHTrka» (panee — ObuiecTso) o

B uensx ontummsaumun genonpousBoaCcTBa M OpraH1u3auuu xpaHeHus gokymentos Obuiectsa e

NPUKA3bIBAIO:

1. C 01.02.2022 Ha3HauuTb pabOTHUKOM, OTBETCTBEHHbIM 3a XpaHeHue aokymeHTos ObLiecTsa,
cekpetaps Kosanesy AHHy PoMaHoBHY. e

2. Kosanesow A.P. opraHusosatb apxus Obuwectsa go 01.09.2022.

3. HauanbHuky otnena kagpos Makcumoeow K.E.: o

— BHECTH U3MEHEHUSA B LO/MKHOCTHYIO MHCTPYKuMio Kosaneeoi A.P.;

— NOAroTOBUTb NpHKa3s o Bo3snoxkeHnu Ha Kosanesy A.P. ¢ 01.02.2022 gononHuTensHoro 06b-
ema paboTbl ¢ JONIaTOM B COOTBETCTBUM C [paBunamu BHyTpeHHero TpyaoBoro pacnopsaka Obue-
cTBa.

4. HayanbHuKaM CTPYKTYypHbIX nogpasgenequi Obuiectsa npefoctasnsatb MHpopMaLmio
no 3anpocam paboTHUKa, OTBETCTBEHHOrO 3a XpaHeHUe [LOKYMEHTOB, B NOJIHOM 06beme B yCTaHOB-
NIeHHble B 3anpoce CPOKH. e

5. KoHTponb 3a ucnosiHeHWeM HacToALWEro NprMKasa ocTaensio 3a cobom.

leHepabHbIN AUPEKTOP Cmoukud M.C. Croukuit G

A.P. KoBanesa
115-12-34

BHecwuTe 3aronosok npukasa «06 opranusaumm apxmea 000 “PomanTtrka” (nanee — ObLiectso)»
BHecuTte 060CHOBaHHeE K TEKCTY NpUKasa

BkJitouunte B pacnopsiamTenbHyIo HacTb NpUKasa NyHKTbl O paboTHUKE, KOTOPOrO Ha3HauKsIU
OTBETCTBEHHbIM 3a apXMB: C KAKOM [aTbl Ero Ha3HaYU/IM OTBETCTBEHHBIM, K KAKOMY CPOKY OH LOJIKEH
OpraHW30BaTb apxvs

BHecwHTe nopyueH1s HauasibHUKY OTAENA KAAPOB N0 OPOPMIEHUIO COTPYLHUKA, OTBETCTBEHHOTO
3a apxu1B

® 6 0060

BHecuTe nopyueHus HayanbHUKaM CTPYKTYPHbIX NOApa3AeeHWH NPefoCTaBsTb MHhopMaLmio
no 3anpocam paboTHUKa, KOTOPbIH OTBEUAET 33 aPXUB

>

MoanuwwuTe NprKas y reHepasnbHOro AUPEKTOpa OpraHu3aumu
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Hdenonpoussoacrteo

Mpukas 06 yTBep>KAEHUU AOPOXKHOM KapTbl peasin3auum NpoeKTa no nepexoany
Ha 6e36yMarkHbIi AOKYMEHTOO6opOT

© O 600 ©

O61ecTBO C OrpaHUHeHHOM OTBETCTBEHHOCTbIO
«lNo3uTHBHbIE peLueHUs»
(O0O0 «Mo3nTuBHbIE peLLeHs»)

MPNKA3

04.04.2022 Ne 42-n

KanunuHrpag,

06 yTBep>KaeHUHU [OPOXKHOM KapTbl peann3aunu npoexkTa
no nepexogy Ha 6e3bymaskHbIi JoKyMeHToobopoT ObwecTsa o

B uensx coseplueHcTBOBaHWS HHopMauroHHoro obecneuerus OO0 «MMo3uTHeHbIe peLueHns»
(nanee — O6uiecTBO), ONTUMM3aLMK BU3HEC-NpoLLeccoB B 06NacTH ynpaBneH1s AOKYMEHTaMH
3a cyeT U poBoOK TpaHchopMaLUu e

NPUKA3bIBAIO:

1. YTBepauTb LOPOXKHYIO KapTy peas3aluu NpoeKkTa no nepexony Ha 6e3bymMarkHbIN OKYMeH-
Toobopot ObuiecTsa (nanee — [lopoxHas KapTa) COrnacHoO NPUIONKEHHIO.

2. PykosoguTenio pabouei rpynnbl npoekTa no nepexoay Ha 6e3bymarkHbIi fOKyMeHToobopoT
O6buwecTsa (nanee — Pabouas rpynna) Metposoii M.M1. exxemecsuHo NnpegocTaBnsaTb Ha paccMoTpe-
HWe reHepasbHOMY AUPEKTOPY OTYET O peanu3aunu [lopoxkHON KapTbl. o

3. 3amMecTuTensm reHepasbHOro AUPEKTOPA, PYKOBOAUTENSAM CTPYKTYPHbIX NOAPA3AeNeHUN
NPSIMOro NoA4YMHeHusi reHepasnbHoMy aupektopy Obuectsa: o

3.1. Bcpok go 01.05.2022 npepcraeuts Pabouei rpynne 3anonHeHHble aHkeTbl no obcnenosa-

HUI0 BusHec-npoueccos ObLecTBa, B KOTOPbIX 0OPA3yIOTCA AOKYMEHTbI HAa BYMasKHbIX HOCUTENSIX.

3.2. OpraHnuzosarb paboTy No peanusaluy NOAYUHEHHDIMU NOAPASAENEHUSMU MEPONPHS-
THK B cOOTBETCTBUH C [lOpOXKHOM KapTOM.
4. KoHTposb 3a UCNONHEHWEM NPHKa3a OCTaBAAO 3a COOOM.

[eHepanbHbIK AUpPEKTOp CeBepoB C.C. Cesepos e

CmupHoea 0. A.
123-44-53

BHecwuTe 3aronosok npukasa «06 yTBepaeHUH LOPOXKHON KapTbl peasnsaumui npoeKta
no nepexony Ha 6e36yMarkHbIl JokyMeHToobopoT ObLiecTsax

BHecuTe 060CHOBaHHWe K TEKCTY NpyKasa
BrecuTe nyHKT 06 yTBEP>KAEHWU LOPOXKHOW KapTbl

BHecuTe NyHKT ¢ nopyyeHHeM pyKoBoguTento paboyen rpynmbl eXXeMecsauHo NpeacTaBnsaTb
Ha pacCMOTPEHWE reHepaibHOMY AUPEKTOPY OTYET O peasnu3aLinu SJOPO>KHOW KapTbl

BHecuTe nopyueHus 3amMecTUTENAM reHepaibHOro AUPEKTOPA U PYKOBOAUTENAM CTPYKTYPHbIX
noApasfaesneHni opraHu3oeaTtb paboTy no peann3saLmnn MEPONPHUATHI B COOTBETCTBMHU C SOPOXKHOM
KapToHn

nO,D,I'IMLLIMTe NPUKa3 y reHepasibHOro JUpeKTopa opraH3aumu



Pabota c fokyMeHTaMu

Mpunoxkexune 0
K npukady 000 «[o3utueHbIE
peLueHua»

ot 04.04.2022 Ne 42-n

OOPOXXHAA KAPTA
peanu3aumru NpoeKTa no nepexoay Ha 6e3dbymarkHbli JoKyMeHToobopoT
00O «[MNo3uTUBHbIE peLLeHUs»

3apaua OTBETCTBEHHBIN Mepuog
1. ToprotoBuTesbHbIE MEPONPUATUSA
Onpepenutb npuoputeTsl B Udpoeuszaumm | Pabouas rpynna Mai1 2022
6U3HEC-NPOLLECCOB U JOKYMEHTOB
BHecTn nsamererus B 6romket Obwectea | 3amMecTuTenb reHepanbHo- | Mionb 2022
Ha peanusauuio NpoeKTa ro AMpeKTopa no 3KOHOMUKe
n prHaHCcam
2. Peanusaums npoekrta no 6e3bymaxHomy
LOKyMeHTOo60poTy
Paspaborarb nepedeHb JOKyMeHTOB, u3aasa- | HauanbHuk otpena genonpo- | Mionb 2022
€MbIX TOJIbKO B 3/1IEKTPOHHOM BuAe M3BOACTBA
Mprobpectu (npu HeobxoammocTw) anektpo- | IT-otaen /Bnagensbupl 6usHec- | Mionb 2022
Hbl€ NOAMWUCU AN1S NMOANMUCAHUA LJOKYMEHTOB | MPOLLECCOB
MoarotoBuTb M NPEACTaBUTL Ha OuUeHKY pa3- | Pabouas rpynna WNionb —
pabotumkam CIO[l dyHKUMOHANbHbIE Tpe- aeryct 2022
6oBaHus Ha gopabotku C3[ no nepexoay
Ha 6e36yMasKHbIi JOKyMeHToobopoT
CocraeuTtb nepederb JIHA, kotopble Heo6- | HauanbHuk otaena genonpo- | MioHs 2022
XOAMMO aKTyanM3uMpoBarTh B paMKax npoekta | ussoacrtea/Bnaneneu 6ustec-
npouecca/bnok no npasosbiM
BONpocam
Coszparb cucteMy MOHUTOpPUHIA U KoHTpons | IT-otaen /AamunuctpatneHo- | Mions 2022 —
notpebneHns 6yMaxHbIX HocuTenen XO3SAWUCTBEHHbIN OTAEN Hos6pb 2022

0 OcbopmuTe NpuUnoxeH1e K npukasy — [OPOXKHYIO KapTy peasu3aunu NpoeKTa no nepexoay
Ha 6e36yMaXKHbIN JOKYMEHTOOBOPOT C NepeyHeM MepONPHUSATUI, OTBETCTBEHHbIMH U CPOKaMH
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Hdenonpoussoacrteo

Kak cchopMmupoBaTth gena c npukasamu
Nno OCHOBHOM fleATENIbHOCTH

3a NATb WWaros

Esrenns KOXXAHOBA, 3kcnepT no TpaavMLMOHHOMY U KafjpOBOMY [1€/I0NPOU3BOACTBY

M3 cTtaTtbu y3HaeTe: Kakue NATb LWAroB NoMoryT chopM1poBaTh Aesia ¢ NpuKasamu no OCHOBHOM

DeATeNbHOCTU.

10

K JsreTy apxXmuB 3aBepIlaeT 3KCIePTU3Y IIEHHOCTH JIOKYMEHTOB
opraHmuaaliym, oOToupaeT JOKYMEHThI Ha YHUUTOKeHNe U IIPU-
cTymaeT K hoopMupoBaHuio Jen. [IpeamaraeM BaM KOPOTKYIO
aMATKY O TOM, KaK c(hOpMIHPOBATH B TOMA ITPUKA3LI 10 OCHOB-
HOM JIeSITeJIbHOCTH.

IIar 1. OTaenuTe MPUKAa3bI 110 IMYHOMY COCTaBYy OT IIpH-
KAa30B I10 OCHOBHOI JieATeIbHOCTH. IIprieM, ITepeBo/, YBOJIb-
HeHe, Bce BUJIbI OTIIYCKOB, JUCITUILINHAPHBIE B3ICKAHUSA U IPY-
rve KaJpoBble JIeHCTBUA 0(hOPMIIAIOT IIPHUKA3AMMU I10 JIMYHOMY
coctaBy. TaKKX IIPUKA30B He JIOJDKHO OBITH CPeu MPHUKA30B
110 OCHOBHOM JIeSITEJIbHOCTH — 3TO APYToe JeJIo 110 HOMeHKJIa-
TyDpe.

HMHorma KagpoBUKH YTBEP)KAIOT, YTO eCJIN MpPUKa3s I10/-
TOTOBJIEH M0 «00BIYHOM» hopMe, TO ecTh 110 hopMe IIpHKa3a
10 OCHOBHO JeSITeJIbHOCTH, TO OH OTHOCHUTCS K IIPHUKa3aM
110 OCHOBHOM JeSITeJIbHOCTH, a IIPUKA3bI I10 JIMYHOMY COCTaBY
TOTOBAT 110 YHUDHUITMPOBAHHBIM hopMmam. 3To ormbka. Kate-
TrOPHIO IIPUKa3a OIIpeJesIsieT ero coepKanue, a He hoopma.

IIar 2. OTaenuTe IPUKa3bI 10 OCHOBHOM JeATeJIbHOCTHI
OT IIPUKA30B I10 JINYHOMY cocTaBy. Cpey IPHUKA30B I10 JIY-
HOMY COCTAaBY JIETKO BCTPETUTD IIPUKA3bI 0 BHECEHIN M3MeHEeHHU
B ILITATHOE pacicaHue, yTBep:KIeHnN rpaduKa OTIIyCKOB, BO3-
JIOXKeHHN Ha paO0THUKA OTBETCTBEHHOCTH 33 YTO-TO, HAIIPHMe]
3a XpaHeHUe MevaTH, 3a BeJeHle JUCIIeTYEPCKOro XypHaia

e.sekretaria.ru



Pabota c fokymMeHTamMu

u T. 11. lllTaTHOe pacnucanue u rpaduK OTIIYCKOB — JIOKAJIb-
HbIe HOpMAaTHUBHBIE aKThI, CJIeJOBATEJILHO, IIPUKA3bI, KOTOPbIE
UX YTBEPXKIAIOT UJIA U3SMEHAIOT, — IIPUKAa3bl 110 OCHOBHOU
JeaTeJIbHOCTH. Bo3Jio)keHHe Ha paOOTHUKA OTBETCTBEHHOCTH
3a YTO-TO — He KaJpOoBoe JeHCTBUE, [I03TOMY TaKHe ITPHUKA3bI
TO>Xe I10 OCHOBHOM JeaTeIbHOCTH.

IIIar 3. PacmoiokuTe MPUKa3bl B XPOHOJIOTHTYECKOM
nopsake. JIOKYMeHTHI B Jejie ¢ IIpUKa3aMU pacliojiararoT
110 XPOHOJIOTHH: OT THBaApPA K JieKaOpio, OT IIEPBOT0 HOMepa
K IIOCJIeJHEMY B ro1y.

Ecnu mprka3 BHOCUT U3MeHeHNs B U3JaHHbIM paHee, 3aperu-
CTPUPYITE ero B 00I1IeM IIOPSIIKE M IIOMECTHUTE Ha «CBOE» MECTO
10 J1aTe 1 HoMepy. Ha naMmeHsaeMblii IIpruKa3 HaKJIelTe CTUKePD
¢ mHpopMaIrel 00 I3MeHEHNH, HO He ITPUKJIaJbIBaliTe K HEMY
MOJJIMHHUK IIPHUKA3a OT APYTOM JAThI U €r0 KOIIHIO.

IIIar 4. CoxpaHnute Bce Hy>KHbIe JIOKYMEHTHI. I IpriosxeHnsa
K IpUKa3aM, JIUCThI COTJIaCOBAHUA U JINCThI 03HAKOMJIIEHH —
HeoTheMJIeMas YacTh IIpHKa3a, K KOTOPOMY OHH OTHOCSTCS.
Bce aTH TIOKYMEHTBI COXPAaHUTE U IIOIIEeNTe BMeCTe C IIpuKa-
30M B JIeJI0.

Illar 5. YoepuTe JUITHIAE JOKYMEHTHI. Y0OepuTe U3 Jgeja
YePHOBHUKM U pacedyaTKU 13 MHTEPHETA, KOTOPbIE IIOMOIJIM BaM
IOAr0TOBUTH TEKCT MpHKa3a. Beiled 3a UepHOBHUKaMU yOepuTe
BTODBIE U TPETHH 9K3EMILIAPEI, a TAaKXKe KOITHUY OAIIMCAaHHOI'0
IIprKasa — B JieJie ¢ IIPUKAa3aMU 110 OCHOBHOU JIeATeJIbHOCTUA
KaKIbIl IIpUKa3 J0JDKeH ObITh IIPeJCTaBJIEH B € JUHCTBEHHOM
¥ IOJJIMHHOM 3K3eMILIApe. HeHy )KHbIe IOKYMEHTHI IIepeJanTe
B II0ZIpa3jiesieHs1, KOTOPbIM OHU IIpeJHa3HAaYaINUCh.

ToJIbKO IOCIIe TOT0, KAK BbI BBITIOJIHUTE IISTHIN ITIAT, YA -
Te CKpeIlKH, IIPOHYMepYyITe JINCTHI U clllenTe ges1o «IIpukasbl
110 OCHOBHOI JeSITeJIbHOCTI.

CNPABOYHUK FoToBblie peweHUs An6ﬂ celjpe61'apa
C YMHbIM NOUCcKOM U 6a3oit o6pasLoB
CEKPETAPH e.sekretaria.ru

U OOUC-MEHELXKEPA

peknama
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