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apXWBHOTO areHTCTBa
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IIpaMepHAaA HHCTPYKIMS 1O AeJONPOH3BOACTBY
B rocyapcTBeHHbIX OPraHU3ANHAX

[. O6ue MOIOKEHAA

1.1. TTpumepHasd HMHCTPyKUUA IO [ENONpOU3BOACTBY B TOCYNAaPCTBEHHBIX
opraHusanpax (aamee — TIpumepHas MHCTpYKuWs) paspafoTaHa B COOTBEICTBHH
c [onoxenueM o PefeparbHOM apXMBHOM AarcHTCTEBS, YTBEpKACHHBIM Y Ka30M
Tpesunenta Poccuiickoi denepaluyl OT 22 HIOHA 2016 roma Ne 293 (Cobpanue
3aKOHOIATEECTBA Poccuiicroit Denepaluy, 2016, Ne 26, cT. 4034), a TaKKe
B COOTBETCTBMH C 3aKOHOIATEIBCTBOM Poccmiickoit @Pepepalu B chepe
MH(POPMALH, TOKYMEHTAllUH, apXHBHOTO fena, HAlWOHANBHBIMU CTaHIAapTaMH B
cepe ynpapIeHHI NOKyMCHTaMH.

1.2. TIpuMepHad HHCTPYKLHA paspaboTaHa B LeIIX COBEpPLICHCTBOBaHMA
IeTTONPOU3BOACTBA W MOBBILICHHS >((peKTHBHOCTH paGoThl ¢ JOKYMEHTaMH IyTeM
periaMeHTauuH Ha e[MHOM TPABOBOH M METO/MHMECKOH OCHOBE NPABHI TI0JITOTOBKH
[OKYMEHTOB, TEXHOIOTHH paGoThl ¢ HHMH, OPTaHHM3AlHH MX TEKYIIero XpaHeHUs
¥ TIOATOTOBKH K IIepefiade B apXUB OpraHH3aliH.

1.3. ITpumepHat UHCTPYKLIHSA YCTaHABIUBACT TpeboBaHus
K JOKYMEHTHPOBAHHIO yIpaBJieHYeCKOH ACATENBHOCTH M OpraHU3alun  paboTHI
¢ MOKyMeHTaMH B JENOIpPOU3BOACTES rocyapCTBEHHBIX opraHusalui (manee —
opraHmM3alus), HesapHCMMO OT UX Opl"aHH3a]'_[HOHHO-l'IpaBOB0ﬁ dopmsi, Uenel
¥ BHAOB JeSTENHHOCTH.

1.4. Tlonoxeunss ~ IlpuMepHOll  HHCIPYKIIMH PacrpoCTpaHMoTCs  Ha
OpTaHU3alMI0  paGoTEl  C OpraHK3aLEORHO-PACTIOPATUTEILHEIMH JOKYMCHTaMH
He3aBUCHMO OT BHOa HOCWTeNs, BKmMOHad MOATOTOBKY, PerHCTpaluio, Y4eT
Jl KOHTPONb HCTIONHEHHA JOKYMEHTOB, OpraHu3alliio MX TEKYIIero XpaHeHH,
OCYIIECTBIISEMBIE ¢ TIOMOIIBIO uH(}OPMALHOHHO-KOMMYHHKAIHOHHBIX TEXHOJOTHH.

1.5. OcoOeHHOCTH OpraHH3alHH paGotel ¢ JOKyMEHTaMH, cofep KalUMHU
pH(pOpPMALHMIO OTPaHUYEHHOTO 1OCTYNA (KOMMepUECKylo TaHHy, MepPCOHANBHBIS
jaHHBe 0 WHYIO KOHGUACHIUATLHYIO MHGOPMALIHIO), PeTyIHPYIOTCH OTAENbHBIMI
HOPMATHBHBIMH aKTaMH, YTBEPHKIacMBIMH PYKOBOZMTENIEM OpTaHH3aIHH.
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1.6. OpraHuzauysi, BEJCHHE H COBEPUICHCTBOBAHUC JENOMPOU3BOACTBA HA
OCHOBE eIWHOM TMOJMTHKH H  IPUHIMIOB, [pHMEHEHHE  COBPEMEHHBIX
UHQOPMAUMOHHBIX ~TeXHonormid B paboTe ¢ JOKyMECHTaMH, METOAMYECKOS
PYKOBOACTBO M KOHTpONb COGMIONEHHA TOpsAka paGoThl C JOKYMEHTaMH
B NOJpA3/iefCHUsIX OPraHH3alMM BO3JAraeTcs Ha CTPYKTypHOC MOAPA3ACICHHC,
OTBETCTBEHHO¢  3a  BEJICHHE J:[enonpomso,ucma' (nanee —  Cnayx6a
JeNONpPOU3BOACTBA).

Cnyx6a JeTONpoM3BOACTBA OpraHM3alMH JefiCTByeT HAa OCHOBaHHH
[IOAOXKEHHS O Heil, yTBEepKIASMOTO PYKOBOAHTENEM OPraHH3AAHN 1 ONPeACIHIOMero
3amauM ¥ (pYHKLHHA NOApasAe/IeHus, ero npasa i OTBETCTBEHHOCTD.

1.7. OTBeTCTBEHHOCTH 3a  OpraHusaguio  pabothl ¢ JOKyMEHTaMH
B loZpasfeNieHus X  OpPraHW3alli¥  BO3araercs  Ha PYKOBOAMTENEH  9THX
noppasienenuii. HenocpencTeeHHOe BefleHHe NENONPOU3BOACTRA B NOAPasACICHHAX
OpraHH3allMi OCYLIECTBAETCA JENONPOH3BOIMTENCM HIHM  HHBIM paGOTHUKOM
mojipasfeNieHns, Ha  KOTOPOFO  BO3ZJIOXKEHBI O0s3aHHOCTH IO  BEJACHHIO
AENONMpPON3BOACTRA (Janee — AeTOTPOH3BOAUTEND noapasaeneHus).

1.8. JlomkHOCTHEIE OOA3aHHOCTH, NpaBa M OTBETCTBCHHOCTH pabOTHHKOB
Cnyx6Bl  AenOnpOU3BOACTBA, menonponsBoautenell IMOApasAeneHHH M HHBIX
paGOTHHKOB, OTBETCTBEHHBIX 33 OpTaHH3AHIO paGoTBl ¢ JIOKyMEHTaMHu,
OTIPEAEIOTCA JOKHOCTHBIMH HHCTPY KIMAMH.

1.9. Ha neprop oTIycKa, KOMaHJMPOBKH, OONe3HH UIH B CIyHac yBOJHHEHNS
paGOTHUKH CTPYKTYPHBIX MOApasfeNeHUH OpraHH3alliH obs3aHpl MmepefaBaTh BCE
HAXOJIAIIMECS HA NCTIOTHEHUH AOKYMEHTH AENONPOH3BOUTENIO OAPa3NeNCHUS NITH
JpyroMy paGOTHHKY MO yKa3aHHIO PYKOBOJAUTES [IOAPa3IEICHIL.

TlpH CMeHe IeNONpPOM3BOAMTEN NOAPA3JENeHUs COCTABIACTCA aKT NMpHeMa-
nepefadl JOKYMEHTOB H JIEJ.

1.10. ComepkaHue CIyXeGHBIX NOKYMEHTOB HE IOJJIEXHUT pasrylallleHUO.
BiauMoIeCTBHE CO CPEICTBAMH MaccoBoil HHpOpMaL, Nepeaata uM Kaxoit-mibo
uH(pOPMAIME WM NOKYMEHTOB M HX KOMHMH HOMYCKaeTCd TONBKO © pa3pelleHHs
PYKOBOJMUTENS OPTAHH3ANHMH WY HHOTO YIIOTHOMOIEHHOTO HM JAOJDKHOCTHOTO JTHLIA.

PaGOTHHKM OpTaHH3aIMM HECYyT MUCLMIAHHAPHYIO, AIMHHUCTPATHBHYIO
W HWHYIO, YCTAaHOBIEHHYI0 3aKOHOAATENbCTBOM Poccuiickoit  Depepauns,
OTBETCTBEHHOCT 33 HapyIlieHHe CPOKOB XpaHeHus JOKyMCHTOB, yIpaTy H

! B opranmzauusx ¢ HeGONBLIMM O0BEMOM fOKyMeHTooG0poTa (yHKLmY Cirys GBI 1eNONPOU3BOACTEA MOTYT
BLINONHATECA PaGOTHUKOM {A€JIOTIPOH3BOAKTENEM, CeKpeTapeM).
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HeCAHKIMOHUPOBAHHOE YHHYTOXKEHHE CIYKEeOHBIX IlOKyMCHTOBz.

1.11. IIpu  ytpare [OOKYMEHTOB J€IONpOU3BOAHTEID nofpa3sAcaeHus
uHQOPMHUpPYET  PYKOBOMMTENA  CTPYKTYpHOTO  TIOXPA3ACIICHHA u Cuyx0y
JI€7IONPOH3BOCTBA OPTaHIT3aIl}H, IOCIE Yero OPraHA3yeTCs PO3BICK IOKYMCHTOB.

Eciy po3HICK JOKyMEHTOB HE JaeT Pe3y/bTaTa COCTaBIIA€TCA akKT, B KOTOPOM
YKA3BIBAIOTCA [aHHblE YTPAYeHHOro MOKYMEHTa, a TaKke 06GCTOATENECTBA, IIPH
KOTOPBIX TIPOM3OLLIA YTPaTa, [OCHe Hero NpeAnpHHIMAIOTCA MEPEI 10 3aMELICHUIO
JaHHOTO JOKYMEHTA 3aBepeHHOH Kouel JOKyMEHTa.

1.12. Ha ocnose IlpuMepHo# HHCTPYKUHY B OpraHH3alniu paspabaTbiBaeTca
WHIMBMAYaTbHAS  MHCIPYKIHA MO  JCNOMPOM3BOACTBY,  yTBEpX/acMad
PYKOBOJHTENEM OpTaHN3allHM.

1.13. B umenax opradusauun paboTel ¢ JAOKyMEHTaMH B ¢prnnanax
OpraHM3aliA ¥ 060COOEHHBIX CTPYKTYPHBIX [OAPASACICHHAX MOTYT OBITH BBEJECHBI
MHCTPYKUEM MO OpraHM3anMM  paGoTel ¢ JOKYMEHTaMH, IOTOTHSIOLIHE
MHIMBHAYANGHYI0 WMHCTPYKIMIO MO JIENONPOM3BOACTBY OpraHusalliy, HO HC
NpOTHBOPEYaLIte eil.

1.14. TpaBuna paboTHl € JMOKYMEHTaMH B  CHCTOM® 3NEKTPOHHOTO
JOKyMeHToo00poTa OpraHmsauuH (manee — CAJ) ¥ wuHBIX HHGOPMALHOHHBIX
cHCTeMax, B KOTOPHIX OCYIUECTBILIETC] CO3ZAHUC (BKMIOUEHHE) W XpaHeHHe
[IOKYyMEHTOB, HE HNODKHBI BXO[MTh B NMPOTHBOPETHE C MONOMCHIIMH TpumMepHOH
HHCTPYKUHH.

II. JJoKyMeHTHpOBaHHE yMpaBleHIeCKok AeATENBHOCTH

71. B COOTBEICTBHH ¢ 3aKOHOIATENbCTBOM Poccuiickom denepainn,
JOKAJBHBIMY HOPMATHBHEIMH aKTaMH B OPraHM3alyl W3NAOTCA OpraHu3alMOHHO-
pacTOpSAUTENbHbIC JOKYMEHTEL

2.2. OpraHu3anyIoHHO-PaclopsAUTEbHEIC IOKYMEHTBI, CO3ZABacMbIE
B NEATENHHOCTH OPTAaHM3alMM, JOIKHEL  GBITH opopMIeHEl MO MpaBHIAM,
YCTAHOBNEHHBIM  WHAMBHIYAJBHOH MHCTpyKUMeH 10  JENONpOM3BOACTBY
OpTaHH3aLHH.

BHOCHTb Kakue-nu60 HCTIpapieHHa Wi pobaBieHus B TOANHCAHHBIC
(yTBEpKAECHHBIE) JOKYMEHTBI HE IOy CKAeTCA.

2 Crareu 192, 193 TpyanoBoro Kozmekca Poccuiickoit depepaupu; MyHKTH 2; 15.11 crater 13.25 Koaekca
Poccuiickodi Pencpamuu o6 AAMHHHCTPATHBHBIX NMPABOHAPYINCHUAX; CTATHA 7 denepanbHOro 3axkoHa oT
6 nexabpa 2011 1. Ne 402-03 «O Gyxramrepckom yueTe» (Cofipande 3aKOHONATENBCTBA Poccriickol
®epnepauun, 2011, Ne 50, ct. 7344; 2013, Ne 26, c1. 3207; 2013, Ne 27, cr. 3477; 2013, Ne 30 (Hacts D),
or. 4084; 2013, Ne 44, cr. 5631; 2013, Ne 51, cr. 6677; 2013, Ne 52 (Hacts D), cT. 6990; 2014, Ne 45,
cr. 6154; 2016, Ne 22, ct. 3097; 2017, Ne 30, ct. 4440, 2018, Ne 1 (Macts 1), er. 65).
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2.3. OcobeHHOCTH OdopMIEHUS ROKYMEHTOB, CO3NABaeéMbIX B CTPYKTYPHBIX
NOApA3AENECHUAX OPTaHM3alMH M OTPAKAOIMMX CHEUMPHUKY HX AeATCIBHOCTH,
aTaKKe MpaBwia oOpraHuzaly paboTEl ¢  JaHHBIMH = JOKYMEHTaMH MOTYT
YCTAHABJIHBATECS OTIOENBHBIMH JTOKATBHEIMA HOPMATHBHBIME aKTaMHU OPTaHH3alMH.

2.4. Co3zaHHe JOKYMEHTOB B OpraHusaiumu, ucnonssyromedi COJH, B mensx
TIOBBIIICHHS 3 PeKTHBHOCTH HCIONB30BaHUA CoOJ, OCYIHECTBIIIEeTCA
¢ HCIOJIF30BaHUEM IIAGIOHOB GIaHKOB IOKYMEHTOB H MAabIOHOB JOKYMEHTOB.

DOneKTpoHHBIC IUAGIOHE GJAHKOB JOKYMEHTOB ACJDKHBL GBITH HACHTHYHHI
OnaHKaM JOKYMEHTOB Ha OyMaXHOM HOCHTENE.

2.5. Jlns co3jaHhA JNOKYMEHTOB, OTPAXKAIOIHX CIEIHU(HKY AesTeNbHOCTH
CTPYKTYPHBIX MOApa3fieieHNii OpraHH3alliH, ¥ yIpaBieHus] JaHHBIMH JOKyMEHTaMH
MOTYT MCTIONB30BAThCA APyrie HHGOPMALMOHHEIE CHCTEMBL.

2.6. JlokyMeHTHI opraHuzanuu oGopMIAIOTCA Ha OJlaHKax WM CTaHAAPTHBIX
nucTax 6ymaru gopmara A4,

2.7. JIns u3roTosiieHNs JOKYMEHTOB B OPraHH3AlHH HCIOIB3YIOTCA:

OJIaHK [TPHKa3a;

ONaHK pacTopsAKeHU,

6IaHK MUCbMA IS BEACHHS TIEpellNCKA C OPraHW3allisiMy H TPaKAaHAMH,
HaxOMAIIUMuUCA Ha Tepputopuil Poccuiickoii ®enepaniny;

GNIaHK TMHCHMA ¢ PEKBH3HUTAMM Ha PYCCKOM H OAHOM K3 HHOCTPAHHBIX S3BIKOB
1714 BeICHNUS TIEPETHCKH ¢ 3apyOexKHBIMH KOPPECTIOHICHTaMMU.

TTo penenmio pyKOBOIHUTENA B OPraHW3aLMH MOTYT HMCNOJB30BAThCA Ipyrue
GnaHku: GNaHK MHCHMA PYKOBONHMTENS OPraHM3allii MIH WHOIO YIOJHOMOYEHHOTO
1M JTHILA, GaHK TPOTOKOoia, GIIaHK MHCEMa CTPYKTYPHOTO NOApa3IeIeHI.

Jns ojopMieHHs pe3OMOUMH Ha JROKYMEHTe B OpraHH3allii MOTyT
ACIHOIIB30BAThCA OIAHKH PE3OTHOLMH.

2.8. Tlpn M3jaHUM AOKYMEHTOB Ha CTAHAAPTHBIX JHUCTaX OyMark Ha HHX
BOCIIPOM3BOJATCA PEKBU3UTHI, HEOOXOMMMEBIE M NOKYMEHTOB KOHKDPETHOrO BHAA
HITH PasHOBHIAHOCTH.

2.9. Ha 6naHKaX AOKYMEHTOB BOCIPOM3BOIAMTCA TOBApHBIA 3HAK M/HIH
(sM61emMa) opraHu3auuy (IPU KX HATHIHH).

2.10. IlpoextupoBaHue OnaHKoB JOKYMEHTOB OCYLIeCTBILIETCA
B cootBercTBiA ¢ TOCT P 7.0.97-2016 «CHcTeMa CTaHAApTOB MO HHGbOpMALKH,
GUGIHOTEYHOMY M H3IaTeNbcKoMy Jely. OpraHu3allOHHO-PACHOpAIHTEIbHAA
nokyMmenTauus. TpeboBaHNS K O(OPMIIEHUIO ;LOKyMeHToB»3.

3 Pasnen 6 «Bmamku moxymentoe» ['OCT P 7.0.97-2016 «Cucrema CTaHAApTOB IO uHpopMaLml,
GUOTHOTEYHOMY M H3AaTeNbCKOMY AesTy. OpraHH3alHOHHO-PACTIOPARUTENBHAA NOKYMCHTALIHA. TpeGoBanus
k ofopMerio aokyMenTos» ¢ Hameneryem Ne 1. — M. Cranaaprundopm, 2018,
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2.11. Bnask# HOKYMEHTOB OPraHM3ALMU HM3TOTABIHBAIOTCS THIOrPA(CKUM
CcTI0CO60M, CPENCTBAMH OTIEPATHBHOMN MONHTPathH WK KOMITBIOTEPHO! TEXHHKH.

2.12. JIOKyMeHTHl HM3rOTAaBIMBAIOTCA HAa OyMaKHOM HOCHTENEe H B dopme
BIEKTPOHHBIX JOKYMEHTOB C COOJNIOACHHEM YCTAHOBICHHBIX IMPaBILI odopMmrenHs
JIOKYMEHTOB.

2.13. IJoKyMeHTHl opraHu3aupi, opopMICHHBe KaK Ha OnaHke, TaK H Ge3
Hero, MOMKHBI UMETh IO He MEeHee:

20 mm — neBoe;

10 mm — ipaBoe;

20 MM — BEpXHEE,

20 MM — HHKHEE.

2.14. JlokyMeHTBI, W3[aBaéMble COBMECTHO OIHOMW MM HECKONBKHMH

opraHM3auUaMH,  OQOpMIIOTCS ~ HAa  CTaHHAPTHBIX  JIHCTaX OymMaru
¢ BOCIIPOM3BE/ICHHEM PEKBHU3HTOB BCEX OpTaHW3alMH, y9JacTBYIOLWX B H3JAHHH
JOKYMEHTA,

2.15. Tlpy NOATOTOBKE MOKYMEHTOB NOMYCKACTCA HCIONE3OBAHHE B)1708 (5100
1 0GopoTHOH cTOpoHB! NHcTa. [Tpy ABYCTOPOHHEM CO3JAHWH NOKYMEHTOB LIMPHHA
JIEBOTO TIONS HA JIMLEBON CTOPOHE JIHCTAa W MPaBOro Iojis Ha 0GOPOTHOH CTOPOHE
JTACTA HOJDKHEI OBITH paBHEL.

2.16. TIpn cO3NAHMM MOKYMEHTa Ha JByX H Oomee CTpaHMUax BTOPYIO
¥ moceqyrone cTpaHuiel Hymepylor. Homepa cTpaHMI TNPOCTaBIAIOTCA N0
cepeJIHe BEPXHETO T0JA IOKYMEHTa Ha PacCTOSHHH 10 ;Mm OT BEPXHEr0 Kpast JIHCTA.

2.17. Jlna W3rOTOBNeHHA AOKYMEHTOB HCIOJB3YETCS I'apHATYpa mpudTa 1o
BEIGOPY OpraHM3AlHH, BXOJAINAS B CTAHAAPTHBIH NaKeT O(HUCHOTO MPOTPaMMHOTO
obecTieueny, HCTIONB3yeMOTo opraHusamei. Pasmep mpugra — Ne 12-14 ',

[Tpu coctaBreHnM TaGmui JOMYyCKaeTCs HCMONB30BAHHEC wpHGpTOB MEHBIINX
pasmepos — Ne 10, 11 nr.

2.18. AG3ammsii OTCTYN B TEKCTe HOKyMeHTa — 1,25 om.

3aroMoBKH pa3feNioB M NOAPA3AeIOB NeUaTaioTes © a03alHBIM OTCTYIIOM MU
IEHTPUPYIOTCSI [TO IMHPUHE TeKCTa.

2.19. TekcT DOKYMeHTa Teuaraercd 4depes 1-1,5 MEXCIpOUHBIX HHTEpBANA.
TexcT JIOKyMEHTA BBIpaBHUBAETCA 110 NIMPHHE JIHCTA.

MHorocTpouHble PEKBH3HTHI NEYATAIOTCA 49epe3 OAHH MEXKCTPOUHEIH
MHTepBajl, COCTABHEIC YAaCTH PEKBH3MTOB MOTYT pPa3feNAThCA AOMNONHATCIBLHBIM
HHTEPBAJIOM.

EclH JOKYMEHT TOTOBHTCA NI M3IAHHA ¢ YMCHBINCHHEM MacinTaba, TeKCT

* Pasmep wpudra (kerne) H3MepAeTCs B MyHKTAX (point); oau myHKT paBeH 1/72 moiiMa, WM 0,376 mm
(cokpanieHue: «pt»).



rieqaTaeTcs uepes3 ABa HHTepBaa.

HHTtepBai Mex Iy OykBaMH B CJIOBaX — o6pruHEIH. VIHTepBan MEXAY CIIOBAMH —
OIWH mpobet.

CTpOKH PEKBH3HTOB BHIPABHUBAIOTCA IO NICBOKH IPaHHLE 30HEI PACTIONONCHUA
PEKBU3ZUTA HITH LIEHTPYIOTCS OTHOCHTEIIBHO caMo#l JNTHHHOU CTPOKH.

Jlnuaa camoff ONMUHHOM CTPOKH PEKBM3WTAa IPH yITOBOM PacmoNOKEeHH!
peKBH3UTOB He Gonee 7,5 cm.

IlnuHa caMoif JTMHHOM CTPOKH PEKBH3HTA NPH HPOAOTBHOM PacHONONCHHH
pekBu3uTOB He Gonee 12 cm.

2.20. JlomycKaeTcs BELAEIATH HOTYXUPHBIM WPHPTOM PEKBUIUTEL «apecat,
«3ar0JIOBOK K TEKCTY» MIIH (TIOMTIHCHY, & Taloke OTAENbHbIe (PPaTMEHTHI TEKCTa.

2.21. [lpy COArOTOBKE MHOTOCTPAHHYHBIX ~HOKYMEHTOB otopmiseTC
THTYJIBHBIN JIUCT.

2.22. CocTaB pPEKBHU3UTOB, HCIIONB3YEMBIX M ohopMIIeHHs JIOKYMEHTOB,
ornpenenseTcs BHIOM (pa3HOBUAHOCTBIO) OPTAHH3AUHOHHO-PACIIOPANUTENBHOTO
JTOKYMEHTA.

2.23. TIpu MoATOTOBKE AOKyMEHTOB OPTaHH3AMK HCTIONB3YIOTCA PEKBHU3NUTHI,
ycradosnernee FOCT P 7.0.97-2016°:

a) 9MOreMa (B COOTBETCTBHH C YHKTOM 2.9 TIpAMepHOi UHCTPYKIIMH);

6) ToBapHHIH 3HaK (3HaK oGcayKuBaHuA) (B COOTBETCTBHM C IYHKTOM
2.9 TIpuMmepHOit HHCTPYKIIUH);

B) KoA $OpMBI TOKYMEHTa;

r) HaUMEHOBAaHWEe OpraHU3alliy,

I) HauMEHOBAaHHE CTPYKTYPHOrO NOApPasfeNeHHA;

e) HanMEeHOBAHHE JOJDKHOCTH JIHLA,

K) CTpaBovHbie JaHHBIC 06 OpraHM3aLNu;

3) HAHMEHOBAHYE BU/IA NOKYMEHTA,

¥) JaTa JOKyMEHTa;

K) perucTpalMOHHBIH HOMEp JOKYMEHTa;

n)  CCHLTKA Ha PETHCTPAIMOHHBIH HOMEp M AaTy MOCTYIHBINETO JIOKYMEHTA,

M) MeCTO COCTAaBIICHH (u3aHNA) JOKYMEHTA;

H) rpud) orpaHHYEHHUS JOCTYNIA K JOKYMEHTY;

0) agpecar;

n) rpud yTBepKACHUA TOKYMCHTA,

p) 3arojioBOK K TEKCTY;

¢) TeKCT JOKYMEHTa;

5 TOCT P 7.0.97-2016 «CucreMa CTaHAAPTOB 10 HHbOpMAIHy, OHONMUOTEYHOMY M H3ZATCNBCKOMY JETTY.
OpraHmalHOBHO-PACTIOPA/UTENPHAT  AOKYMEHTALHA. TpeGopaunsa K  OQOPMIEHHIO  JIOKYMEHTOBY,
¢ Msmenenyem Ne 1. — M.: Cranpaprundopm, 2018.



T) OTMETKa O IPHIOKECHHH;

y) rpud cormacoBaHuA AOKyMEHTa;

¢) Bu3za;

X) TOIIHUCH;

) OTMETKa 06 BIEKTPOHHON MOATIHCH;

Yy) IeYaTh;

m) OTMETKA 00 HCIIOHUTEE;

) OTMETKA O 3aBEPCHHH KOIHH;

B} OTMETKa O MOCTYILICHHH JOKyMEHTa;

3) PE3OMOLNA,

I0) OTMETKa O KOHTPOJIE;

A1) OTMEeTKa O HallpaBJIeHHH HOKyMEHTa B JIENO.

2.24. bnank npukasza (paclopsKeHHs) OpraHH3allid JO/DKEH BKIIOYATH
PEKBU3UTHI:

smGnemy (B cOOTBETCTBHH C MyHKTOM 2.9 TIpuMepHo# HHCTPYKIIUAH);

TOBApHEIA 3HAK (3HAK OOCIyKMBAHUS) (B COOTBETCTBHM C ITyHKTOM
2.9 TIpuMepHO# MHCTPYKIIMA),

HaUMEeHOBaHHE OpraHH3alluH;

HaMMEHOBaHHE BUAa JOKYMEHTA;

MECTO COCTABIEHNA WIH U3aHNA JOKYMEHTa,

OTMETKHU st pasMellieHHs  PEKBH3UTOB «garta  JOKYMEHTa»,
«perucTpallHOHHBIA HOMEP NOKYMEHTa».

2.25. BraHK TUChMa OPTaHH3ALMH AOJKEH BKIIOYATD CACHYIOUINE PCKBU3UTHL:

aM61eMy (B cOOTBETCTBHH ¢ myHKToM 2.9 [Iprmeproi HHCTPYKLHH);

TOBapHEIM 3HaK (3HaK oOCHyxwpaHus) (B COOTBETCTBHH C IyHKTOM
2.9 TIpuMepHO# UHCTPYKIHH);

HaHMEHOBaHHEe OpraHH3alHH;

CIpaBoOYHEIE JAHHBIC 00 OPraHN3alNY;

OTMETKH I  [pOCTaBieHWs  PEeKBH3UTOB  «daTa  JOKyMCHTa»,
«PETHCTPALMOHHEIH HOMEp AOKYMEHTa», «CCHUIKa Ha perscTpallHOHHBIA HOMEP
U JIaTy MOCTYIHBIIETO JOKYMEHTa».

B 6;1aHK MACHMa JO/DKHOCTHOTO JHIA AOIMOMHHTEBHO BKIIOYALTCA PCKBHIHT
«HAaMEHOBAHME MODKHOCTH JMOa», a B OJaHK mUceMa  CTPYKTYPHOTO
MoApasfeeH s (COBEIIATENEHOTO, METOANIECKOr0, SKCHEPTHOTO WM HHOTO oprasa)
OpraHM3ally — HAUMEHOBaHUE CTPYKTYPHOI'O MOAPA3ACICHHA.

2.26. BHyTpeHHHE NOKYMEHTHl OpraHH3alluM, odpopMmisieMble He Ha ONaHKe,
JOJIKHBI COAEPKATH COOTBETCTBYIOLIHE BUIY NOKyMEHTa pOKBU3HTEL

2.27. DMGneMa opraHU3aluy, paspaboTaHHas H yTBEPKACHHAL B MOPATIKS,
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YCTaHOBJICHHOM 3aKOHOZaTenbcTBoM Poccuiickoir Pejepalliy, pasMeImaeTcs Ha
61aHKaX JOKYMEHTOB B COOTBETCTBHE ¢ MyHKTOM 2.9 IIpHMEpHO# HHCTPYKIHH H Ha
OCHOBaHHMH HOPMATHBHBIX akTOB OpraHH3alIHH.

Hso6paxeHue 3M6IeMBI TOMEIIAeTCs Ha BEpXHEM nosie 6aHKa NOKyMEHTa Ha
paccTosHNA 10 MM OT BepXHero Kpas JIMCTa, 3aXBaThiBad 4acThk paGoueil 30HBI
IOKYMEHTA, LIEHTPOBAHHO HAJl peKBU3UTAMU OPTaHH3alHH.

2.28. Topapmbili 3HaK (3HaK  OGCIY)KHBaHHs), 3apeTMCTPUPOBAHHBIH
B YCTAHOBJIEHHOM  3aKOHOJATENbCTBOM Poccuiickoit  ®depepaniuu  nopsake,
BOCIIPOM3BOAMTCS Ha ONaHKaX OpraHW3allid B COOTBETCTBHHM C  IYHKTOM
2.9 INpuMepHO} MHCTPYKIHM H HA OCHOBAHMY HOPMATHBHEIX aKTOB OpraHH3allHy.

Mzo6paskeHHe TOBapHOTO 3HaKa (3HAKa ofcnyxrpaHus) [TOMEIIAETCS Ha
BepXHEM IMojie JOKYyMeHTa Ha paccTosHMM 10 mm OT BepxHEro Kpad JHCTa,
3aXBaTHIBas 4acTh paboveil 30HBI JOKYMEHTA, HaJ pPeKBU3MTaMH OPTaHH3alUH KU
CceBa Ha yPOBHE HAUMEHOBaHHs OPraHHU3aluM, 3aXBaTkIBadA 1acTh JE€BOTO NOJLA.

2.29. Kox GpopMbl TOKyMEHTa POCTABNACTCS Ha YHHPHIHPOBAHHBIX dbopmax
JDOKYMEHTOB B  COOTBeTCTBHM ¢  OOMepOCCHICKHM KIACCH(PHUKATOPOM
ynpaBnenueckoii goxkyMentamun (OKV]) wumH  JOKaabHbIM KJIACCH(PHKATOPOM,
pacIioyiaraeTcs B paBoM BEpXHEM LUy pafouero nois I0KyMEHTa, COCTOUT H3 CJIOB
«DopMa 1o (HanMeHoBaHNe KaccudukaTopa)» U LHppOBOro Koaa.

2.30. HauMeHOoBaHHe OpraHmsaupd Ha OnaHKe JOKYMEHTa JOJDKHO
COOTBETCTBOBATh HAVMEHOBAHHMIO IOPHAMYECKOTo JHIa B ycTaBe opranusamuy. Ha
OnaBkax AOKYMEGHTOB yKasbiBaeTcd MOJMHOE OQUUMaNTbHOe HANMCHOBaHHE
IOpUAHNYECKOro JiMia ¢ yKasaHHeM ero OpraHH3ALUOHHO-PAaBOBOH (GOPMBI, HAX
HaNMEHOBaHHEM  OpTaHM3allud  yKa3blBaercs HaHMMCEHOBaHHE BBIIIECTOALLECH
opraEm3aumd (MpH ee HaNM4MH), IOX HAMMEHOBAHWEM OpraHHM3allii B CKOOKax
yKa3pIBaeTCAd COKPAILEHHOES HAMMEHOBAHHE OPTAHH3ALMH, €CIH OHO MPELyCMOTPCHO
yCTaBOM.

2.31. HauMenoBaHHe CTPYKTypHOTO HOApa3fieicHHs (B TOM HHCIE dunuana,
OTHeNeHns, HpEACTaBHTENECTBA, KOJUIETHANIBHOTO, COBEIATE/IBHOrO WA HHOTO
OpraHa) yKa3siBaeTCs B OIaHKaxX MAceM M GJaHKaX KOHKPETHBIX BHAOB JOKYMCHTOB,
M3IaBAEMEIX COOTBETCTBYIOIMMH MOJpPAseeHUIMH B COOTBETCTBHM C JIOKAIBHEHIMH
HOPMATHBHBIMH aKkTaMH oprammsaumu. Haj HauMeHOBaHMEM  CTPYKTYPHOTO
mompasjeNieHns yKashlBaeTCs HAMMEHOBaHHE OpraHM3alllH, HbUM dunuaioM,
OT/IENICHUEM, NPEICTABHTENBCTBOM, KOJUIETHANBHEIM HIIH COBEIIATENEHBIM OpraioM
JaHHOE MOApa3felieHHe ABIACTCA.

232, HanMeHOBaHHE HNOMKHOCTH IHIA WCHOAB3yeTcs B ONaHKAX IHCEM
JOMKHOCTHEIX JIHIL M PAcIojiaraeTcs moA HanMeHOBaHHEM OpTraHH3allHH.
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2.33. CopaBouHble JaHHEE 00 OpraHM3allid yKasblpaloTca B OnaHKax nuceM
1 BKITIOYAIOT: IIOYTOBHIH ajpec OpraHU3aliH (AONOIHHUTEIBHO MOXET yKa3bIBaThCA
aZipec MecTa HAXOXIEHHs IOPHIAMYECKOTO JIHIA, €CJIH OH He COBMAJAET ¢ MOYTOBEIM
ampecoMm); HoMep TenedoHa, dakca, agpec 3NMEKTPOHHOH MOUTHI, CeTeBOH anpec,
a TaKke KoJl opraHmsauuu 1o OGLIepOCCHICKOMY KIacCH(pUKATOpy MpeanpuATHi
u opraumzanuii (OKIIO), OCHOBHOI TrOCYRapCTBEHHBIA pEruCTpauiOHHEIN HOMEP
opraumsany (OTPH) u uzeHTHdMKAUMOHABII HOMEp HaNOromIaTelNbIKa / KON
TIPHYUMHE] TIOCTAHOBKH Ha Hanorosbl yaet (MHH/KIII).

2.34. HauMmeHoBaHHe BHAA AOKYMEHTA YKa3BIBACTCS Ha BCEX NOKYMCHTaX, 3a
HCKIFOUEHHEM JENOBEIX (CNYXeOHBIX) MHCEM, pacmlolaraeTcs moji HauMEeHOBAHHEM
oprasu3aIyy (CTPYKTyPHOTO NOApa3/ieNeHns, AOTDKHOCTH).

2.35. Jlata JnoKyMeHTa JOJDKHA COOTBETCTBOBATH JaTe  IMOAMHCAHUA
(yTBepIeHHA) JOKyMEHTa WA (B HPOTOKONAX) AaTe COOBITHS, 3a(HKCHPOBAHHOTO
B IOKYMEHTE.

JlaTa JOKYMEHTA 3allHCHIBACTCA B MOCIEAOBATEIFHOCTH: ACHD MECALA, MECALL,
roJ OZHHM U3 JBYX CIIOCOOOB:

apaGckuMu IEdpamMy, pasaeneHHbIME Toukoil: 05.06.2018;

CNOBECHO-IM(POBBIM criocoGom: 5 HroHda 2018 r.

Ha noxymeHnTax, odopmiseMbix Ha OjaHke, faTa JOKYMEHTA TpOCTaBIAETCA
MOJ PeKBU3NTAMY «HAUMEHOBAHHE BUJIA JIOKyMeHTa» (B GraHKaX KOHKPETHBIX BHIOB
JOKyMEHTOB) H «CIIPaBOYHBIE JaHHEIE 00 opraHu3alm» (B GIaHKaX TIACEM).

TaTolf TOKYMEHTa, H3AAHHOTO COBMECTHO JByMs WiH Gojee OpraHH3alMsIMH
(TOKHOCTHEIMH JIALAMM), ABIAETCA Jara NOANHCAHHA JOKyMCHTa NocNeaHEN
CTOPOHOH.

2.36. PermcTpalluoOHHEI HOMep MOKYMEHTa — LUH(GPOBOH HIM OykBeHHO-
wudpoBoll MEeHTHOUKATOP JOKYMEHTAa, COCTOALMH M3 TMOpPANKOBOTO HOMEpA
IOKyMeHTa, KOTOpBI, IO YCMOTPEHWIO OpraHH3alli{, MOXCT JOTONHATECA
uabpoBbiMH MM OYKBEHHBIMH  KOJaMH (uHgekcaMM) B COOTBETCTBHH
C UCIONB3yEeMBIMH KIIaCCHPHKATOPaAMH.

Ha mOKyMeHTe, COCTABICHHOM COBMECTHO IBYMs H Oonee OpraHU3alMiIMH,
TIPOCTABIIIOTCA PErUCTPALIMOHHEIE HOMEpa JOKYMEHTd, NPHCBOCHHBIC Kaxaoh u3
oprannsauuii. PeructpallioHHble HOMepa NpPOCTABJIAIOTCA B TOPANKE YKasaHui
HAUMEHOBaHMIl OpraHM3alWii B 3arojOBOYHON 4YacTH (mpeamOyne) AOKyMeHTa
H OTHASIIAIOTCS APYT OT Apyra KOCoH 4epToii.

2.37. Ccpulka Ha PETHCTpaUHOHHbIR HOMED U AaTy MOCTYHHBIIEro AOKYMCHTA,
COCTOAMmAs M3 PETHCTPAllMOHHOTO HOMepa M JAarhl BXOMALIEro JAOKYMCHTA, Ha
KOTOPBIil JaeTCs OTBET, MpocTapisercs B ue otMeTkH «Ha Ne ... or...» B GnaHke
TIHCHMA.
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B TekcT IHCHMA-OTBETa CBEJeHHS O PErHCTPallMOHHOM HOMEPC u jare
TTOCTYNHBLIETO THCHMA HE BKIOIAIOTCH.

738, MecTo cocTaBieHHs (W3AaHMsA) HOKYMEHTa YKA3HIBACTCA BO BCEX
JOKYMEHTaX, KpoMe ASTOBBIX (ciTyxeOHBIX) MUCEM, BHYTPEHHHX HHPOPMALOHHO-
CIIPABOYHEIX JOKYMEHTOB, a TAKkKe B CiIyHae, eCiH MeCTO HAXOXIEeHHA OpraHH3alluH
BXOAUT B €¢ HAMMEHOBAaHHE, HampHMeEp: MOCKOBCKMIL TOpOZCKOH YHHUBCPCHTET
YIIpaBJICHHS.

Mecto cocTapleHus (M3aHKA) JAOKYMEHTa yKaspiBaeTCAd B COOTBETCTBHH
¢ MIPUHATHIM aMHHACTPATHBHO-TEPPUTOPHATBHEIM  [CICHUEM, HanpuMep:
¢. Bnarosenenckoe Benbckoro p-Ha ApxaHrenscxoi 001

2.39. I'pud) orpaHHIeHHs AOCTYNA K NOKYyMEHTY JIPOCTABAAETCS B IPaBOM
BEpXHEM YIJIy HepBOro JIHCTA ZOKyMEHTa (MpoeKTa TOKYMEHTa, COPOBORHTCIILHOTO
NMCEMA K LOKYMEHTY) OT TPaHMIbl BEpXHEro nois IpH HAJIMYUH B JOKYMEHTE
uAGopMaluy,  HOCTyD X KOTOpOM  OTpaHHYHMBaeTcs B  COOTBETCTBHH
¢ saxoHomaTensctBoM Poccuiickoli Genepaliuy.

Bunpl HCIONE3YEMBIX B OpraHH3allii rpuoB OrpaHUYEHHS HOCTYNA AO/DKHBI
COOTBETCTBOBATh 3aKOHOJATENbHBIM M HHBIM HOPMATHBHBIM NpaBOBBIM aXTaM
Poccuiickolt Denepanyi 1 KOKHBI OHITH 3aKPETNCHbI B JOKANbHBIX HOPMATHBHBIX
akrax. I'pudy orpaHmdeHHs ROCTYyIa K IOKYMEHTY ([TIOMeTKa «JIna ciyxeGHOro
nonssopanus»’, rpud «Kommepueckas Taiina»’) MOMKET JOTONHSATECA HOMEPOM
sK3eMIUIApa  AOKYMeHTa M JpYI'AMH cBefleHMsIMH B COOTBETCTBHHU
¢ 3akoHOJATeIbCTBOM Poccuiickoii Penepayy.

B [OKXyMeHTax OpTaHusaliH, CoAepikamix CBEAEHHA, COCTABIAIOIINE
KOMMEpUECKYI0 TaifHy, B COOTBETCTBUH C depepanbHEIM 33aKOHOM OT 29 nrofnd
2004 1. Ne 98-®3 «O koMMepUeckoil TaliHe» Hapaay © rpudoM yKa3BIBAIOTCA [IONHOS
ouIHaNbHOe HAHMEHOBAHHE IOPHAMIECKOTO WA, MECTO €ero HaxXOXICHUI.
Hanpumep:

KoMmepueckad TaiiHa

OBY «HauMeHOBaHHE OpraHu3alviD)
MecTo HaxOXACHHSA

¢ Iynkr 1.4 Iomokerus o MOPAIKe obpatieHis €O  CITyXKeOHOH undopMallpeli OrpaHHYCHHOTO
pacipocTpaHeHHs B (e/IepansHEIX OpraHax HCTIONHUTENRHON  BJACTH, YMONHOMOYEHHOM OpraHe
yApapineHus UCTOMb30BaHICM aTOMHOM DHEprHH M YMOJIHOMOYeHHOM opraxe Iio KOCMHMECKON
NeATENBHOCTH, YTBEPHKACHHOTO MOCTAHORICHHCM [paBHTeNECTEA Poccuiickoili ®enepal oT 3 HoOpA
1994 r. Ne 1233 (CoOpaniie 3aKOHOAATEABCTEA Poccutickoil enepaun, 2005, Ne 30, cr. 3165; 2012, Ne 31,
¢t 4368; 2016, Ne 9, 1. 1263; 2016, Ne 13, ct. 1833).

7 Yacry 4 cratem 6 PenepanbHOTO 33K0HA OT 29 mona 2004 r. Ne 98-@3 «O KOMMEpUECKOH TaiwHe»
(CobpaHue 3aKOHOAATENLCTBA Poccuiickoii denepauun, 2004, Ne 32, cr. 3283; 2006, Me 6, cT. 636; Ne 52,
oT. 5497; 2007, Ne 31, c1. 40115 2011, Ne 29, ct. 4291, 2014, Ne 11, cr. 1100).
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2.40. AmpecaT — PpEKBU3HT, HCIIONB3YeMBIH NpPH OGOPMICHHM JEJOBBIX
(cmy>xe6HBIX) THCEM, BHYTPEHHHX MHGOPMAUHOHHO-CIIPABOYHBIX IOKYMEHTOB.

AnpecaToM  JOKyMEHTa MOXeT OBITh  OpraHMsauus, CTPYKTYpPHO®
nofpaseNeHAe Opranu3aluH, JOIDKHOCTHOS HILH (H3HYECKOE JIULIO.

PexsH3HT «afpecar» odopmisierca Ha Onanke ¢ YIIOBBIM pacrioNOKEHHEM
PEKBU3NTOB — B BepXHel MpaBofl 4acTH AOKYyMEHTa, Ha OJlaHKe ¢ TpPONOJBLHEIM
pacToNIoKeHHeM PEKBH3UTOB — CIIPaBa IO PEKBU3UTAMH 6nanka. CTpOKY peKBU3HMTA
«ajipecaT» BHIPaBHUBAIOTCS IO JIEBOMY KAl HIH HEHTPYIOTCS OTHOCUTENBEHO camoi
JUTUHHOM CTPOKH.

IIpn aipecoBaHHUM AOKYMEHTAa PyKOBOJUTENIO (3aMECTHTEINO PYKOBOAUTENA)
OpTaHU3AlNA YKA3BIBAIOTCA B JaTebHOM TMajeke HAUMCHOBAHME JODKHOCTH
pYKOBOAMTENS  (3AMECTHTENsl DYKOBORHTENd), BKIIOYAIOLEEe  HAUMEHOBAHUE
OpraHM3alMH, GaMIIHIO, MHHIHMATH R0JDKHOCTHOTO maia. HanpuMep:

['enepanbHOMY THPEKTOPY
OBY «HaumeHoBaHUE
OpraHU3aLIuN»

Oamuwnsa U.O.

Tlpu anpecoBaHWd IMCHMAa B OPraHU3aLMIO YKA3bIBACTCA €€ MOJHOC HIH
COKpALlEHHOEe HaNMeHOBaHUe B HIMEHHTENILHOM Majeke.

IIpy afpecoBaHWM NOKYMEHTA B CTPYKTYPHOE NOAPASICNCHHE OPraHH3alii
B PeKBU3HTE «aIpPecaT YKa3hIBAIOTCA B HMMCHMTENBHOM Majexke HAMMCHOBAaHUE
OpraHu3alHH, HIKE — HAMMEHOBaHHe CTPYKTYPHOTO TIO/Ipa3/ieICHHL. Hamnpumep:

OBY «HauMeHOBaHHE
OpraHu3aln»
DUHAHCOBOE YIPABIICHHE

I[Ipy ampecoBaHud MNHChMa PYKOBOAMTENIO CTPYKTYPHOro IONpasiIeieHHd
YKa3BiBalOTCA B HMMEHHTENBHOM ITafeke HaWMEHOBaHWE Oprafu3allhi, HIDKEe —
B aTeJIBHOM II3JieKe HAMMEHOBaHME JO/DKHOCTH PYKOBOAMTENA, BKIIOHAIOMICE
HANMEHOBaHMHe CTPYKTYPHOro NofpaseneHus, GaMUuItio, HHHIHANTEL. Hampumep:

®BY «HauMeHoBaHHE
OpTraHH3aLuK»
PyxoBOJIUTEINIQ AOTOBOPHO-
NIpaBOBOTO OTAENA
Pamunua N.O.
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Tlepen  damumued  JOMKHOCTHOrO  JIMIA JomycKaeTcss  yHOTpeOusaTh
COKpallieHHe «r-Hy» (TOCTIONMHY), €CIIH ajipecaT MyXHHa, WK «r-%e» (TOCTIOXKE),
ecJIH ajipecaT XEHIIHHa, HApUMeD:

r-ay @amunmst 1.0,
r-xe @amumas 11.0.

[Ipu pacceulke JOKYMEHTa Ipymme opraHM3alMii OHHOrO THNA HIH
B CTPYKTYpHBIE TIOApas[eNeHus ONHOHM OpraHusallid, —aipecat YKa3bIBAETCA
obobuenHo. HanpuMmep:
PyxosomurenaM GUIHATOB
OBY «HaumeHoBaHHE
OpraHN3aLIUI»

PyxoBoiTe/AM YIIPaBIeHHH
u oraenos OBY «HanmeHoBaHHE
OpraHu3aLHu»

[lpu pacceUike AOKyMEHTAa He BCEM OpraHusaluiM HIH CTPYKTYpPHHIM
NofpasHeNeHusM 0] PEeKBUIHTOM «AnpecaT» B CKOOKax YKasbIBaeTCA: «(no

crucky )». Hanpumep:
PykoBOAUTENAM yRpaBiIeHHH
u otaenos PBY «HaumeHnoBaHue
OpraHH3alym
(1o CTIHCKY)

CHHCOK PacCBUIKM COCTABISACTCA HCIOMHUTEIIEM.

Ec/IM UCEMO HATpaBiIAeTcsl B OPTaHH3alMIo I JI0JUKHOCTHOMY JIMILY H A
cBeNleHHs eme pAfy OpraHusalyii WiM TOJDKHOCTHBIX JIHL, ofliee KOMHYECTBO
afpecaTop He JOIDKHO OBbiTh Gomee UETBIpEX, TpPH 3TOM OCHOBHOW afpecat
YKA3BIBAaeTICA MEPBBIM, CIOBO «Komus» mepen BTOPBIM, TPeTBHM, HETBCPTHIM
afipecaTaMy He revaTaeTcs.

B cocTaB peKBH3HTa «AJpecar) MOKET BXOAUTh MOYTOBEIN aapec. DNEeMEHTH
[IOYTOBOrO aApeca YKaspBaloTcs B  TIOCICAOBATEIBHOCTH, YCTAHOBHCHHOM
[TpapunaMu okazaHus yCIyr [I0YTOBOM CBA3H :

% Ylynxr 22 FpaBun okasaHus yCiyr [IOYTOBON CBA3H, YTBEPKACHHHX NpHKasoM MUHHCTEPCTBA CBASH
1 MACCOBHIX XOMMYyHHKauuii Poccuiickoll denepaumd oT 31 wroma 2014 r. Ne 234 (3aperucTpHpoBaH
B Musncreperse 1ocTHUH Poccmiickodi Defepallii 26 nexabps 2014 r., perHCTPALHOHHBIH Ne 35442),
¢ H3MEHCHHAMY, BHECeHHBIMI NpHKasom MHUHUCTEPCTBA CRASH H MAcCOBRIX KoMMyHBKaimit Poccuiickoit
denepamnu ot 13 despans 2018 T. No 61 «O BHeceHvM H3McHesHit B mphka3 MHHHCTSpCTBa CBA3N
1 MACCOBBIX KoMMyHHKaum#i Poccuiickodl Pemepaunu OT 31 wona 2014 r. Ne234 «O6 yTBEepiIEHHH
[paBWwi OKasaHud yCnyr OYTOBOH CBA3M» (3aperHcTpupoBaH B MHHHCTEpCTBE IOCTHIHA Poccniickoit
denepauyn 28 mapra 2018 1., perncTpaumonnEii Ne 50545).
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a) U1 IOpAAMYECKOr0 JIALA — MOJIHOE WK COKPAIICHHOS HauMeHoBaHHe (IIpH
HaNMYAK), I8 rpakIaHuHA — aMuIs, HMA, OTIECTBO (mocaeaAHee Npy HANMYHHR);

6) GaHKOBCKME PEKBM3HTBI (I TOYTOBBIX [EPEBONOB, HaIlpaBIgEeMBIX
OPUIIMHECKOMY JTHILEY WM NPUHHMACMBLX OT IOPHAMIECKOro NHLa);

B) Ha3BaHMe YIIMIBI, HOMEp OMa, HOMep KBapTHPEL,

r) Ha3BaHWE HACEIEHHOTO IIYHKTA;

1) Ha3BaHUE PaKOHa;

¢) Ha3BaHHe peciTyGIHKH, Kpas, 06/1acTH, aBTOHOMHOTO OKpyTa (obnactn);

’€) Ha3BaHHe CTPaHHI (T MEXKITYHAPOMHBIX NMOYTOBBIX OTIpaBiCHUH);

3) IOUTOBBIA HHAEKC.

TTouToBBIH agpec He yKa3bIBAaeTCsA B JOKYMEHTaX, HANPABIACMBIX B BEICIIHE
OpraHbl BIACTH, BBIIECTOAIMINE OpraHH3alHy, TIOABEAOMCTBEHHBIC OpTaHU3aly
H [IOCTOSHHBIM  KOPPECTIOHAEHTaM (32  MCKIIOYCHHEM  HANpaBIeHHA HCceM
yka3aHHBIM a[pecaTaM B KOHBEpTax ¢ Mpo3patHEMH OKHaMH).

Ilpu oTmpaBKe IMMCbMa I10 3NEeKTPOHHOHN MOYTe WK axcumusHo# cBasu (b3
MOCHUIKH 110 TIOYTE) MOYTOBRIH afpec He YKa3bIBACTCA. [Tpu HEOGXOAHMOCTH MOXKET
6BITh YKa3aH JIEKTPOHHBIH aapec (HOMep Tenedona/dpaxca). HanpraMep:

PBY «HammeHoBaHHE
OpraHH3aLlim»

DeKTPOHHEBIA apec

2.41. Tpud yrBepxmeHns HOKyMEHTa NPOCTAB/IACTCA Ha JOKYMEHTaX
BpaBOM BepXHeM Yy NepBoro Jwucra JAOKyMCHTA. CTpoKH pEKBH3HTA
BHIPaBHUBAIOTCA TIO JICBOMY KpPaKO WIH LEHTPYIOTCA OTHOCHTENBHO CaMOi JIMHHOH
CTPOKH.

IIpu yTBEpKACHHH AOKYMEHTA cOOCTBEeHHOPYYHOH MOMIMUCHI0 ROKHOCTHOTO
uua rpud YTBEpXKAEHHA COCTOMT H3 CIIOBa «YTBEPXJIAK», HauMeHOBaHHA
JOIDKHOCTH JIHLA, YTBEPIKAAIOWET0o JOKYMEHT, €ro MOAIHCH, HHHIUATOB, (aMIIAN
# naThl yTBepxaeHus. Hanpuamep:

VTBEPXXIAIO

Nupexrop ®BY «HaumenoBaHue
OpraHu3aluu»

Iloonuce 1.0. ®amunus
Hara

[Ipx yTBEpXHEHHH HAOKYMEHTa pacnopamuTeabHbIM  AOKyMEHTOM rpud
yTREpXKOCHH  COCTOHMT H3  ClIOBA «YTBEPXKIEH» («YTBEPXJIEHAY,
«YTBEPXIEHbI» wnu «YTBEPXIEHO»), COIMacOBAHHOTO € HAHMCHOBAHMCM
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BHIa YTBEpXKIAeMOTo NOKYMEHTa, Ha3BaHH# BHJA PacTIOPANHTEILHOTO JNOKYMEHTa
B TBOPHTEARHOM MaeXe, ero NaTel, Homepa. Hanpumep:

(PermameHT) VTBEPXJEH
npuxazoMm OBY «HaumeHoBaHHEe

opraHH3alH)
oT 5 okTaGps 2017 r. Ne 82

(TTpaBuna) VTBEPXJEHD!
npuxaszomM OBY «HaumenoBaHHe

OpraHu3alvm»
oT 5 oxT6ps 2017 . Ne 83

Tlpy yTBepXIEHHH NOKYMEHTa KOJIETHATBHBIM, COBCIIATENBHEIM HIIH HHBIM
OpraHoM, pelleHHs] KOTOpOro (HKCHpPYIOTCS B NPOTOKOIC, B rpude yTBepKIACHHA
yKaselBaeTCs, HaMMEHOBAaHHEe OpraHa, jaTa M HOMSp npotokona (B CKoOKax).
HanpuMep:

(TTonoxexue) YTBEPXKIEHO
Hay4HO-TEXHHYECKHM COBETOM

OBV «iuHoBanua»
(mporokon ot 12.09.2017 Ne 12)

7.42. 3aroloBOK K TEKCTy — KpaTKoe COIEpKaHhe JOKyMEHTa. Eciu
3aroJIOBOK K TEKCTY OTBEUaeT Ha BOMPOC «O YeM?», OH HAIMHACTCA ¢ Npeliiora «O»
(«O6»). Eciyi 3arojloBOK K TEKCTY OTBE4aeT Ha BONPOC «uero?», OH COCTABIAET ORHO
HeNoe ¢ Ha3BaHMEM BHa AoKyMeHTa. Hampumep:

npuka3s (o 1éM?) 0 co3laHuH aTTeCTALMOHHOH KOMHCCHH

muchMo (0 4éM?) 0 TIpefoCTaBiIeHHH HHQOpMALK

aKT (4ero?) npueMa-nepeiady aen

IPOTOKON (1ero?) 3ace aHuA 3KCTEPTHOM KOMUCCHA

3aroloBOK K TekcTy odopmisiercd HOX pPeKBH3HTaMH OnaHka ciesa, OT
rpaHuIbl IEBOTO MO,

2.43. TexcT [JOKYMEHTA COCTaBiAETCs Ha TOCYAApCTBCHHOM A3BIKE
Poccmiickoit ®enepallid MM TOCYAApCTBCHHOM A3BIKS (13piKax) pecryOIMK
Bcoctape Poccuiickoii ®efepalud B COOTBETCTBHM € 3aKOHOIATENBCTBOM
pecnyOIIuK B COCTaBe Poccuiickoit d)enepauuug.

9 3akon Poccuiickoli ®enepamum ot 25 okrabps 19911 Ne 1807-1 «O s3sikax Hapofos Poccuiickolt
Depepatm» (BegoMOCTH cBhe3ia HApOAHBIX JSHYTATOB W Bepxoetoro Coseta Pocchiickont MDepepaun
ot 12 mexabps 1991 r., Ne 50, ct. 1740; CoOpaHHe 3aKOHOIATENBCTEA Poccuiickoii ®egepamun, 1998, Ne 31,
or. 3804; 2002, Ne 50, cr. 49263 2013, Ne 27, cr. 3477; 2014, Ne 11, c1. 1094).
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TekeT AOKyMEHTA JAOJDKEH OBITH COCTaBIEH PaMOTHO, ACHO, TIOHSITHO U 1O
BOIMOXKHOCTH KpaTko. TexcT HOKyMeHTa JOIDKeH CoJepxarh IOCTOBEPHYIO
W aKkTyanpHyio HMH(GOpMAIMIO, JAOCTATOYHYIO JUIA MPHHATHA pellleHHHd W HX
ACITOJIHEHMsL, He A0JKeH NOIYCKATh PasInYHBIX TOJIKOBAHHH.

B TexcTe AOKYMEHTA, TIOATOTOBICHHOM Ha OCHOBAHMM 3aKOHOIATEIIBHRIX WA
HHBIX HOPMATHBHBIX [PABOBBIX aKTOB, paHee W3NAHHBIX PaCIOPARUTENBHBIX
OKYMEHTOB, YKa3bIBAIOTCS MX PEKBH3HTHL:

HalMeHOBaHNE JOKyMeHTa, HaMMEHOBaHME OpraHa BIACTH (opraamsanu),
napasmero(eif) TOKYMEHT, AaTa JHOKyMCEHTa, PETUCTPALMOHHBI HOMEP HOKYMCHTA,
3arofioBOK K TEKCTY;

HAMMEHOBAHHE OPraHM3alMM WIM JOJDKHOCTHOTO JIMIA, YTBEPAMBLICTO
[OKyMEHT, [aTa yTBEPKACHAS JOKYMEHTA.

TekcT HOKYMEHTA MOXET COHEPXKarh Ppasjelsl, MOApasACibl, TIYHKTEHI,
MOAMYHKTE], HyMepyeMsle apaGCKuMK updpamu. YpopHeH pyOpHKaIiy TeKcTa He
TOKHO GBITH Gonee YeThIpeX.

TexeT OOKYMEHTa HU3JIaraeTcs:

B NPHKa3aX, H3[aHHBIX eJHHONHYHO, — OT [IEPBOTO JiHla eAMHCTBEHHOIO YHCIIa
(«...NpHKa3blBao»);

B MPHUKA3aX, M3/IaHHBIX COBMECTHO NBYyMf MM Gonee opraHN3alUAMH, — OT
TIEpBOTO JIHIA MHOKECTBEHHOTO HCAa («...mIpUKa3HBaeM»);

8 TpPOTOKONAX 3acefaHuii — OT TpeTeero JMua MHOXECTBEHHOTO YHCIA
(«CIIYIIATI», «BBICTVITUNM», « TOCTAHOBWIN» unu «PEUITMIT»);

B JEJOBEIX TMHCHMAX, OQOPMICHHEIX Ha GraHKax OpraHu3allvy, — OT NepBoOro
JIMIA MHOXECTBEHHOTO HHcNa (HPOCHM, HalpaBiicM, TpeasaraeM) Wik OT TPeTBEro
NUIA €AMHCTBEHHOTO YHCA («IPEANpHATHE HE BO3PAXALT...», KUHCTHTYT CHHTAET
BO3MOKHBIM. . . »);

B I€JIOBBIX MHCHMAX, O(OPMIIEHHBIX HAa HOJKHOCTHRIX HIaHKaX, — OT MEPBOTO
JTHIa e AAHCTBEHHOTO YNCHAa («IPOIIY. . .», «IPESARArako. . »);

B JIOKNGAHBIX M CIyXeOHBEIX 3ammckax, 3afBleHHAX — OT TIepBOTO JIMIIA
¢ IMHCTBEHHOTO YHCA (CIPOILY...)», KCHATAIO HeOGXOIHUMBIM. . .»);

B HOKyMEHTaX, YCTaHaBJIMBAIOLIMNX byHKIMH (oOs3aHHOCTH), TPaBA
H OTBeTCTBEHHOCTh CTPYKTYPHBIX TOJIpasfielieHuH, paGoTHHKOB  (IIOJIOXKEHHE,
MHCTPYKLHS), a TAKKe COAePKAIMX ONNCAHUE CHTYalii, aHanu3 (aKToB 1 BHIBOAD!
(axT, cmpaBKa), HCTIONB3YETCH dopMa HIMOKEHUA TEKCTA OT TPETRETO nuna
¢ IMHCTBEHHOIO WIH MHOKECTBEHHOTO 1HCIa («oTAEN OcCYIEecTBNeT PyHKIMA...»,
«KOMMCCHS [POBENa IPOBEPKY ... »).

TTpu NOAroTOBKE TEKCTa JOKYMEHTA CISHYeT coOMIoaaTh NMpaBHiIa HanHCaHHA
oHLMANBHEIX HAUMEHOBAHUH, YHCIUTENBHBIX H E/IHHHIL H3MEPEHHI.
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B TeKkcTax AOKYMEHTOB YNOTPEONMIOTCS OOIIENPHHATHIE ab6peBuaTypHI
u rpadgeckre COKpaIeHus.

TIpu ykazaH{H B TeKCTe GaMHIINK JIHLA HHALMAIIB! CTABATCA [OCTE (haMIITIH.

B nenoBbIX (Cyxe0HBIX) MHChMAX UCIIOJIB3YIOTCA!

BCTYITHTENBHOE o0palieHue:

Vpaxaemslii rocniouH Ipeacenarens!
VBaxaeMblil rocnogus MUHHCTP!
VBaxaeMsblii rocnoauH VBaHOB!
VBaxaemas rocmoxa Ilerposal
Vpaxaemsrii Visan Iletpou!
VsaxaeMas AHHa HuxonaepHa!
VpaxxaeMsie rocnoga!

3aKIIOUYKHTeNbHAA STHKeTHAs (pasa: «C yBaXeHHEM, ...».

HayuMeHOBaHHe NOKHOCTH B OOpAllleHHH MHIIETCA C TIPOMHMCHOA OYKBEI,
B oGpalieHnH o GpaMILTHA HHULUANEL THIA HE YKa3hIBaloTCA.

244, OT™MeTKka © TIPHAOKEHHH COACPXKHUT CBeACHUWA © JOKyMEHTC
(IOKyMeHTax), IpWIaraeMoM K  CONPOBOXHTEJEHOMY  MUCBMY, HHOMY
HH(}OPMAIHOHHO-CIIPABOYHOMY JJOKyMEHTY, WIH O TOM, WTO JOKYMEHT ABNACTCA
MPWIOKEHHEM K OCHOBHOMY HOKYMEHTY (HOPMATHBHOMY, PacniopsATeIEHOMY 700
HHOMY ).

B CcOnpoBOAMTENBHBIX MHCBMax H JPYrux HHGOPMAIIOHHO-CIPABOYHBIX
JOKYMEHTAX OTMETKA O IPHIOKEHAN OGOPMIETCS TIO TEKCTOM OT IpaHHILB] JNIEBOTO
1I0JIA CAEAYIOmHM 06pazoM:

eCJIM MPIIOKEHNE Ha3BaHO B TEKCTE!

[Tpunoxenne: Ha 2. B19K3.

€ClTU TIPHIIOKeHHEe HE HAa3BAHO B TEKCTE MK €CITH HPHJIO}I{CHHﬁ HECKOJBKO:

Ipunoxenue: 1. Tlonoxenue 06 YNpapieHHH PErHOHATLHOTO KpeAUTOBAHHA
Ha 5 1. B | 3K3.
2. CripaBKa 0 KaJI[pOBOM COCTaBe YNpaBNeHUs PErHOHAIBHOTO
KpeJIUTOBaHHA Ha 2 JI. B 1 3K3.

ecld TIpHicKeHune (PUIIOKEHUA) c6pormopoBaHo(bl):

[TpusnoxeHue: B 2 9K3.

IIpunoxenne: oryer o0 HUP B 2 9K3.

€clIn  NOKYMCHT, ﬂBJ'[S!]:OIJ.IHﬁCH MPHANTOKCHHCM, HMeeT  TMPHNOXKCHUA
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C CAMOCTOSATENbHOM HyMepallueH CTpaHHIL:

[IprnoxeHHe: JOTOBOP BO3ME3HOrO —OKAa3aHHi yoyr or 05.09.2017
Ne 32-17/72 ¥ IpUIoKeHHs K HEMY, BCero Ha 7 IL.

eclli ICHMO HANpPARIETCS HECKOJIBKAM ajpecaTaM, a IOKYMEHT-TPUNOKCHHC
TOJIBKO MEPBOMY afipecary:

[Ipunoxenne: Ha 3 1. B 1 9K3. TONBKO B nepBLIA afipec.

ecny MPHIOXEHWeM SBIAIOTCA JAOKYMEHTBI, 3alMCAHHBIC HA usrnuecKH
060¢0o6ICHHBIN NIEKTPOHHBINH HOCHTEND!

[Ipunoxenne: DVD-R B 1 3K3.

[Tpu »ToM Ha BKIAJBIIE (KoHBepTe), B KOTOpbI MOMEILAeTCHd HOCHTENS,
yKa3hlBAIOTCA HAaMMEHOBaHHA JOKYMCHTOB, 3anMCaHHBIX Ha HOCHUTENb, HMEHA
daiinos, 06beM B GaiiTax.

B pacnopsafuTeNbHBIX HOKYMEHTaX (MpHKa3ax, PacTIOPMKEHHAX), AOroBOpaX,
MONOKEeHHAX, TMpPAaBHIaX, MHCTPYKUHMSX H Ipyr#x JOKyMEHTax OTMeETKa
0 IPUIOKEHHH 0(OPMILIETCA CIIEAYIOMINM obGpasoM:

B TeKcTe NOKyMEHTa IpH IMepBoM YyIIOMHHAHMH JAOKyMEHTaTIPHIOKEHHA
B CKOOKaxX YKa3bIBaeTCA: ...(ApunoXeHHe) WK ... (IPHIOKEHHE 1), (mpunoxeHue
Ne 1);

Ha TIepBOM JHMCTe MNOKyMEHTa-NpUOXeHHs B [PaBoM BEpXHEM YTy
YKa3BIBACTCA:

Hpunoxenne Ne 2

Kk npuxazy ®bY «HaumeHOBaHHE

OpTaHN3aLMID
ot 15.08.2017 Ne 112

EciiM IPUWIOKESHHEM K PacTIOpARUTEIEHOMY HOKYMEHTY ABJACTCA JOKAJBHBIHA
HODMATHBHBIA  8KT WM HHOM  MOKYMEHT,  YTBEp)KHaeMbli  JAHHBIM
pacropaauTenbHEIM TOKyMEHTOM, Ha MEpBOM JACTE NPWIOKEHHA NPOCTaBIACTCA
OTMETKa O TpHIoKeHHH (6e3 CCBHUIKM Ha pacnopAnUTeNbHBIH TOKyMeHT) H TpHd
yTBEpKICHHA, B KOTOPOM YKA3bIBAIOTCA JIAHHBIC pacIOpsAHTENBHOrO ROKYMEHTA,
KOTOPBIM YTBEpKJIEH JOKYMEHT-IPUJIOKCHAS. HanpumMep:
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Ipraoxenne Ne 1

YTBEPXXJIEHO
npukazoM OBY «HanmeHoBaHue

OpraHU3alyw)
ot 18.09.2017 Ne 67

2.45. I'pud cornacoBaHWs NPOCTABISAETCS HA HOOKYMEHTe B Ciy4ae €ro
BHEIIHETO  COrNAcoBaHHMA  (COTNIacOBaHHME ¢  OpraHaMH  BJIaCTH, HHBIMH
OpraHU3aLUAMH, JODKHOCTHRIMH JIHIIAMH).

I'puc cornmacoBanus B 3aBUCHMOCTH OT BHZA JOKYMEHTa U ocobGeHHocTell ero
ohopMIIeHI MOXKET IPOCTABIATHCA:

HA TEPBOM JIMCTE JOKYMEHTa (eCTH MOKYMEHT HMEEeT THTYJIBHBIA JHCT, — Ha
TUTYJBHOM JIUCTE) B JICBOM BEpXHEM YTy Ha ypoBHe Tpuda yTBepKIEeHUs UIU 10
HalMEHOBaHHEM JOKyMeHTa GIIIKe K HIKHEMY TOIIO);

Ha MOCJISAHEM JIUCTE JOKYMEHTA MO TEKCTOM;

Ha JIUCTE COTIIACOBAHHA, ABIAIOMEMCSH HEOTHEMIIEMOH JacThI0 JOKyMEeHTa.

I'pud cormacosamus cocrour u3 cioBa «COIJTACOBAHO», momkxHOCTH
NHLA, ¢ KOTOPHIM COTIacOBaH NOKYMEHT (BKNOYas HAUMEHOBaHHE OpTaHW3alH),
ero COGCTBEHHOPYYHO! ITOANMCYH, WHHIHMAIOB, (aMHIHH, AATHl COTNIACOBaHMA.
HanpumMep:

COI''TACOBAHO
T'eHepallbHBIN JUPEKTOP
OBY «HaumenopaHue

OpraHU3aLHI)
Hoonuce  WN.O. Qamunus
Hata

Ecnu cornacoBaHNe OCYIIECTBIAETCS KOMICTHATBHBIM, COBEIIATENbHBIM HIIH
MHEIM OpraHOM, B TpHd)e COIIacOBaHHA YKa3bIBAIOTCA CBefeHUA 00 oprane,
COT/IACOBABILEM TOKYMEHT, JaTe M HOMepe IMPOTOKOJIa, B KOTOPOM 3a(HKCHPOBAHO
pemeHHe O cOrnacoBaHHH. EciM cormacopaHHe OCYHMIECTBIAETCA MHCHMOM,
YKa3BIBAIOTCA BUN JOKYMEHTa, HAMMEHOBaHWe OpraHW3allvd, COTJIACOBABLIEH
IOKYMEHT, aTa ¥ HoMep muchkMa. Hampuwmep:

COI'JIACOBAHO
HayuHo-TeXHUYECKHM COBETOM

OBY «HaumeHOBaHUE OPraHU3aIHID?
(IpOTOKOJ OT Ne )




19

COTJTACOBAHO

mucsMoM OBY «HaumeHoBanue
OpraHH3alLHID)

oT Ne

2.46. BHyTpeHHee COINIacopaHHe NOKyMEHTaA odopmisieTca Bu3od. Busa
BIpaXaeT MHEHHE JIMla, BUSHPYIOMIETo NpOoeKT JIOKYMEHTa, H BKJIIOYAeT: NOIDKHOCTh
JALA, BU3HPYIOLIEro MOKYMEHT, MOANHCE, paciudpoBKy HOAMHMCH (MHMIHATEL,
aMUIHIO) U IaTy BH3UPOBAHHMSL Hanpumep:

PykosoauTelNb IOPUIHIECKOTO oTaena
IHoonuce N.0O. Damunus
Harta

IMpu HANMINK saMeuaHHii K JOKYMEHTy Bu3y OQOpMIIOT CHEIYIOUMM
obpasoM:
3aMeuaHus IPHJIAraloTcs.
PyKOBOAHTENH FOPUAHICCKOTO OTACNA
Ioonuce H.O. Damunus
Jlata

B [OKYMEHTaX, MOJJIHHHHKH KOTODBIX XpaniTcd B OpraHH3alMH, BH3bI
NPOCTABMIOT HA TOCHEJHEM IHMCTe JOKYMEHTA mox NONINCEIO, Ha obopore
[OC/eHEr0 JIHCTa TOIMHHMKA HOKYyMCHTa HIH  HA JUCTE COryacoBaHMA
(BM3MpOBAHMA), IPHIIAraéMOM K JOKyMEHTY.

B  HCXONMIMX JOKYMEHTaX BH3BI MPOCTABIAIOTCA  Ha HK3eMIUIApax
JIOKYMEHTOB, TOMEUIa¢MBIX B IENI0.

[Io YCMOTPEHHIO OpraHu3allil MOXKET NPAMEHATECA [IONUCTHOE BU3HPOBAHHUE
JIOKYMEHTA U €T0 TPHITOKEHHIH.

CornacopaHue TIPOEKTOB JIOKYMEHTOB (BHeILHEE, BHYTpPEHHEE)
OCYIIECTBIAETCA B COOTBETCTBUY C MyHKTaMH 4.1 —4.11 TTpuMepHO# HHCTPYKIIHH.

2.47. Mloanuce BKJTIOUACT: HaHMEHOBaHHE JOJKHOCTH nuia,
HONMBCHIBAIOIIEI0 NOKYMEeHT, €ro cOGCTBEHHOPYYHYIO HOANACH, HHALHANEL,
damunmto. HanpuMmep:

TenepanbHBIH AUPEKTOP Ioonuce N.0. ®ammus

Ecnu JoKymMeHT odopMieH He Ha 6nagke, B HAaWMEHOBAaHHE ROMKHOCTH
BKIOUAETCS HAHMEHOBaHHe opranusaiyi. Hanpumep:
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T'eHepanbHEIH JUPEKTOP
®BY «HanMeHOBaHHE

OpraHU3aHID» Hoonuce N.0. GaMunsa

Tipu o¢opMICHUH NOKYMCHTa Ha OnaHKxe ROJDKHOCTHOTO JIHLA JOIDKHOCTDH

3TOro JIMLA B NOJTIHCH HE YKa3biBaCTCA.

Hoonuce N.0. ®amunng
[lpy TNOANMCAHWUH JOKYMEHTa HecKONBKMMH JOKHOCTHBIMH  JHUaMH,
3aHMMAIOLIMMH PasHoe NONOXKeHUe, UX NMOANHNCH pacroaraloTcs OfHa oA apyroi
B IOCJIEIOBATENBHOCTH, COOTBETCTBYIOLIEH CTATYCY NONKHOCTH. Hampumep:

TegepaibHbIH JUPEKTOD IToonuce 1.0O. Oamusus
['maBHBIH OyXranrep Hoonuce 1.0, Gamunnd
cTel HX

TIpH TMOANKCAHWH AOKYMEHTa HeCKONBKUME JTHIAMH pPaBHBIX ROJDKHO
MOATHCH PACIIONArafoTCs Ha OXHOM YpOBHE. Hampumep:

3aMeCTUTENDb JUPEKTOpa 3aMecTHTENb JUPEKTOpa
o (UHAHCOBEIM BOTIPOCaM 0 aAMHHHCTPAaTHBHBIM BOIIPOCaM
Iloonuce 1.0, ®amunus Hoonuce N.0. Oamunua

B moKyMeHTax, MOAroTOBICHHBIX KOMICCHeEl, B TIOANHCH YKa3BIBaeTCa CTatyc

JIAIa B cOcTaBe KoMUCcCHH. HarpuMmep:

.0, GaMunng

[IpeaceaaTens KOMHCCHY IHoonuco
UneHpl KOMUCCHH IHoonuce H.O. ®amunus
Hoonuce WU.0. Gamunng

MOANMUCAaHHH  JOKYMEHTA nunoM, MCIIOJHAOLINM 0043aHHOCTH

Ipu
ca NOJKHOCTHOTO JINNA B

PYKOBOJUTEJIS, TIOAITACH oopMiLeTcs ¢ yKasaHHeM CTaty
COOTBETCTBHH C TPUKA30M (PACTIOPAKEHHEM). Hamnpumep:

W.o. mapexTopa Hoonuce N.0. @amunns

HIH.



Hicnonusionpii 0013aHHOCTH
JQHMpEeKTopa Ioonucw H.O. Gamunus

TIpy NOANHCAHHH AOKYMEHTa JHLIOM, AMEIOMMM TIPaBo MOMINCH B CIyHac
BPEMEHHOTO OTCYTCTBHS PYKOBOJHTENs, HCIIPABJIeHHs B HAMMEHOBAHHME JODKHOCTH
1 pacIEpoBKy (aMUIMH TOATOTOBICHHOTO M COMIACOBAHHOTO TPOEKTa AOKYyMEHTA
BHOCATCS OT PYKH HIH C HCMONE30BAHHEM cooTBeTcTBYIOmEX Irramios. He
JOIyCKaeTcsd CTaBUTh KOCYI0 H€pTy, HANMUCH «3a» Tlepel HauMEHOBAHUEM
[OJKHOCTH JIULa B TOATHCH, €CIH HOKyMEHT MONMUCHBACT HHOE MOJDKHOCTHOS
JIHLO.

2.48. OTMeTKa 06 3NIEXTPOHHOH MOAMMCH HCTOB3YCTCA IS BA3yaNU3alliy
SNEKTPOHHO! TIOAMHCH MONyHareneM JOKYMeHTa npu oOMeHe DBIEKTPOHHHIMH
JOKyMEHTaMHd, [OANMCAHHBIMU YCHIJICHHOM KBaTM(UIEPOBAHHON 3JIeKTPOHHOM
MOATIHCEHIO.

B cOOTBETCTBHH C 33KOHOAATCIECTBOM Poccuiickoii (De,uepammm oTMeTKa 00
3NMEKTPOHHON  TIOIHACH dopmupyeTcs ¥  BH3YANH3HPYCTCA MPOrpaMMHBIMU
cpencrbamu. OTMeETKA 06 HIeKTpOHHOH MONMUCH BKIIOYAET dpasy «JoxyMeHT
MOANMCAH SJEKTPOHHOH NONMHCHIO», HOMEp cepTrHKAaTa KIIOYa 3JIEKTPOHHOM
monmucH, (aMmIMIO, HMs, OTYECTBO BIANEIbIA cepruduKara, CpoK NEHCTBUA
cepTH(PHKATA KITIOYA 3NexXTpoHHOM nojnucy. Hanpumep:

JOKYMEHT NOANUCAH
JTupeKTop SNEKTPOHHOM TIOANHCHIO N.0O. ®amunns
CeprwhuKar 12111228000000000011
Bragenew Pamuana Hma OTuecreo
JDedcTenyene ¢ 01,12.2012 no 01122017

[Tonnucanue (yTBEpXKACHNE) ROKyMEHTa OCYIIECTBIAETCA B COOTBETCTBHU
¢ mynkToM 2.47 TIpuMepHOH HHCTPYKIIHH.

2 49. Tlewars 3aBepseT NONIMHHOCTE [MOXIHNCH JNOJUKHOCTHOTO JIMLA Ha
JOKYMEHTaX, YAOCTOBEpMIOMUX Mpasa JIHI, UKCHpYIOmEX (aKThl, CBA3AHHBIE
¢ (MHAHCOBEIMH CPEICTBAMY, a TAKXKe Ha MHBIX JOKyMEHTaX, MpexyCMaTpUBaOIHX
3aBepeHne MOAMICH Me4aThio B COOTBETCTBUM ¢ 3aKOHOJATENBCTBOM Poccuiickol
denepatym.

JIokyMeHTHI 3aBEPAIOT NEYATBIO oprapmsauyy. Iledars MpOCTaBIAETCA, He
3axBaThipas COOCTBEHHOPYYHON MOANMCH LA, MOAIMCABIIEro JOKYMEHT, HIH
5 MecTe, obosHaderHoM «MID> («MecTo [IeYaTH»).

10 YTpikas MHHHMCTEpCTBA CBA3H H MACCOBRIX xoMMyHBKauii Poccutickolt Genepaiv i deaepanbHoi
cyKObl OXpaHb! Poccniicioii ®efepatuu ot 27 Mas 2015 T No 186/258 «O0 yTBepXKACHUH TpeGosanuii
K OpTaHH3AMOHHO-TEXHHUCCKOMY E3QUMOREHCTBUIO [OCYJApCTBEHHBIX OPraHoB M TOCYAAPCTBEHHBIX
opranpsaluii  NMOCPEACTBOM ofMena JNOKYMEHTAMM B  JJICKTPOHHOM  BHIASH (3aperucTPHPOBaH
B MunmcrepeTse rocTiluu Poceniickoit ®eneparpy 22 centabps 2015 T, perucTpalHoRHbIH N 38956).
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2.50. OTMeTKa 00 HMCTIONHUTENEe BKIOHaeT (aMUIMIO, HMA U OTHECTBO (mpu
HaIMUKMH) HCIIONHUTENA, HOMEp €ro tenedona. OT™MeTKa 00 MCHONHUTENES MOXET
OTIONHATBCA ~ HAMMEHOBAHHEM  JOIKHOCTY,  CTPYKTYpPHOTO TIoApa3AesIeHHs
¥ SNIEKTPOHHEIM 3J]peCOM HCTIONHHUTEINA. OtMeTka 06 McnonHuTeNe opopMIsieTca Ha
JIMIIEBOM CTOPOHE TIOCTEAHETO IHCTA AOKYMEHTA OT MPAHHIE! JIEBOTO NOJIA WK, IPH
OTCYTCTBHMH MeCTa, — Ha 06OPOTHOIL CTOPOHE JIMCTA BHU3Y CNIEBA. Hanpumep:

Vineu Vorea WUneny, OTAEN yIpaBieHus MepcoHaloM, BEAYIMI CrIEHAaTUCT
+7(495) 924-45-67, Ilyin_Iv@techno.ru

OrMerka 06 MCHONHHTENE MOXeT OQOpMIATBCA Kak HYDKHHIH KONOHTHTYN
H TIe9aTaThed MpHUPTOM MEHBLIEro pasMepa.

25]. OTMeTKa © 3aBepeHHH KOMHM odopMisercs A TTOATBEPKACHYA
COOTBETCTBHA KOIHHM JOKYMEHTA (BBINHCKH M3 HOKYMEHT2) TIOA/IMHHAKY JOKyMCHTA.
OTMETKa O 3aBepeHMH KOMMY TPOCTABISECTCA HA cBOGOIHOM OT TEKCTa MecTe HIH,
MpH OTCYTCTBHH CBOOOJHOTO MeCTa Ha JMLeBoii CTOpOHE MOKyMeHTa, Ha 0GopoTe
NIOKyMeHTa M BKIIOYAeT: CIIOBO «BepHo», HAUMEHOBAHHE [OQJDKHOCTH JHUA,
3aBepUBIIETO KOMHIO; €ro cOOCTBEHHOPYYHYIO TMOAIHCE; paciIidpoBKy NOANHCH
(MHUIEAND], GaMATKIO); ATy 3aBEPCHIS KOTHH (BHIMHCKH U3 IOKYMEHTA).

Eci Kol BBLIASTCA AN TPeACTaRIeH!s B APYTYIO OPraHH3aIHIo, OTMETKA O
3aBepeHHH KOIWH HOMONHACSTCS 3aMHCHI0 O MECTS XpaHeHus JOKYMEHTa, C KOTOpOro
6ELTa M3TOTOREHA KOIIMS, ¥ 3aBepAeTCs NeYaThio OpraHu3aiuy. Hamnpumep:

TloAMMHEEMK JOKYMEHTa HAXOMHWTCA B OBY «HanMeHOBaHHE OpraHU3aLMID)
B neste Ne 08-05 3a 2015 r»

Bepno
3aB. OT/EJIOM YNPaBJeHHA NIEPCOHATIOM Hoonuce WN.O. GamMunus
Tlara ITeuatk

Ha KOMHAX MHOTOCTPAHMYHBIX JOKYMCHTOB OTMETKA O 3aBepeHuH KOIHA
[POCTABIAETCA HA KAXK/IOM JHCTE KOKYMEHTA JUTH HA TOCJIeHEM JIHCTE MPOLMTOro
WK CKPEINIEHHOro HHBIM 00pasoM JIOKyMEHTa. 3amuch O MeCTe HAXOXACHHUA
OUIKHHAKA [IPOCTABISETCS TOABKO HA MOCIEIHEM JIUCTE JOKYMEHTA.

JIna 3aBepeHMA KONHH AOKYMCHTa, W3roToBJEHHOH Ha OyMaXHOM HOCHTEIIC,
MOXKET HCIIONB30BAaThCA ILTAMIL.

KONHKM SJEKTPOHHBIX HOKYMEHTOB, HANpaBACMBIX IO nHpOpMalHOHHO-
TeNeKOMMYHHUKALMOHHON CETH, 3aBEPSIOTCA 3NEKTPOHHOM MOATKCHI0 PYyKOBOAUTENA
OpraHU3alliA I HHOTO yTOJHOMOUCHHOTO HM NHLA ¥ BHICHUIAIOTCH MOIyJaTelto
C CONPOBOJMTEIBHEIM THCHMOM B (opMe 3TEeKTPOHHOTO HOKyMEHTA.
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Kormu »neKTpOHHBIX JOKyMeHTOB Ha (u3uueckn 0060COONEHHBIX HOCHTEIAX
BBICBLIAIOTCA TOMYIATENIO C CONMPOBOANTENBHBIM MHCHMOM Ha 6yMaXXHOM HOCHTeJIe.

B compoBogMTeNRHOM INHCEME K KOMHMAM 3JICKTPOHHBIX JIOKYMEHTOB
YKa3BIBAETCA:

HaMMEHOBaHHe NH(POPMALINOHHOM CUCTEMEI, B KOTOPOH XPaHATCS AOKYMEHTBI,

HAUMEHOBaHHMs JOKYMEHTOB, KOMMHU KOTOPEIX HANPaBIAIOTCS NOIYy4aTelo;

HasBaHHs (aiiioB NOKyMEHTOB C ykazaHHeM dopMmaroB (aiinos H oGbeMa
kaxaoro daiina B faiiTax;

JlaTa U3TOTOBJICHHS ¥ 3aBEPEHH KOTHH.

ITpu 3ToM Ha dusmdeckd 060COOMEHHOM HOCHTENe HECMBIBACMBIM MapKepoM
ykassipaetcs: «IIpHnokeHHe K THCBMY OT (1ata) Ne ...».

Komusa >eKTpOHHOTO AOKyMeHTa, NMpeICTaBIeHHas B BHAS ROKYMEHTa Ha
OyMaXHOM HOCHTENE, 3aBepdaeTcs B MNOpsAAKe, YCTAHOBICHHOM [TpumepHoii
HHCTpYKUMeH 1/ 3aBepeHHs KONMH JNOKYMEHTOB Ha OyMajKHOM HOCHTENE,
C yKkasaHHeM, B Kakol HUHQOPMAaUMOHHON CHCTEME XpaHHTCA 3J1EKTPOHHBIN
JIOKyMEHT.

2.52. OTMeTKa O MNOCTYIUIEHMU AOKYMEHTa CIYXUT M1 NOATBEPXKICHUA
daxTa mocTymieHns NOKYMEHTa B OPraHH3alidio M BKJIOYaeT NATY MOCTYINICHHA
U BXONAMME pErucTpallMoHHEIH HoMep AokymenTa. Ilpu HeoOXOANMMOCTH OTMETKa
0 TIOCTYIAEHHH MOXKET JOTONHATECA yKasaHHeM BpPeMeHH IOCTYILICHHs AOKYMEHTa
B yacax ¥ MUHYTAax U crroco0a Jo0CTaBKU JOKYMEHTa.

OTMeTKa O TOCTYIUICHHH JOKYMEHTa MOXET INPOCTaBIATECA € IOMOIIBIO
mTamna.

2.53. Pezomonusa JOMKHA COAEP)KaTh yKa3aHHE IO MCIIONHEHHIO TOKYMEHTa.
Pesomoups odopmiaseTcs Ha CBOGOAHOM MecTe pabodero nond AOKyMeHTa, Ha
GnaHKe pPE30OMIONMAM WM BHOCHUTCA HEIOCPEACTBEHHO B CHCTEMY 3JIEKTPOHHOTO
KOKYMeHTO00O0poTa.

Pesomonps  JO/DKHA  BKIIOUATH:  (PaMIUINIO, HHULHMAIB  HCTIONHHTEIA
(MCTONHHUTENEH), MOpyYeHHe 10 TOKyMEHTY (KOHKPETHOE 3a[aHUe 110 HCIOTHEHHIO
JOKyMeHTa Wnd  (OpMyJNHpOBKa LENH  PacCMOTPEHHS NOKyMeHTa), IIpH
He0oOXOMUMOCTH — CPOX HCIIOJHEHHUS, MOMMKCH JIMLA, BRIHECILIEro Pe30MIOLNI0, AaTy
pe3omou1m:

damunusa U.0., Gamumas N.O.
[Ipowry MOATOTOBHMTH TIPEATOXKCHHA
x 10.11.2017  Illodnuce

Hata
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CpoK HCIONHEHWs TOpYHYeHHA HE JOMKeH YKAsHIBaThCs, eC/M OH Ha3BaH
B TexcTe TOCTYNUBINEro JOKYMEHTa H PYKOBORHMTENb HE CHHTACT HeoOXO0AUMBIM
W3MEHHTh €r0 B CTOPOHY COKpanleHIsi MM qRiIgeTcs THIOBBIM Ui JaHHOrO BHJA
JIOKYMEHTA.

[pu yKasaHHM HECKOJBKHX pcmonHnTeNedl  daMmiHs  OTBETCTBCHHOTO
HCTIONHUTENS YKa3blBaeTcs NepBOH, flofuepKUBacTCA MWK o0o3HavaeTcs CIOBOM
«OTB.» ((OTBETCTBEHHEL?).

2 54. OTMEeTKa O KOHTpOJE CBHACTENBCTBYET O [IOCTAHOBKE AOKyMEHTa Ha
KOHTPOJb, MPOCTABIAETCSA WITAMIIOM «KOHTPOJIb» Ha BEPXHEM IOJIC JNOKYMEHTA.

255. OTMeTKa O HAmpaBIEHHH J[OKYMCHTa B Heno ompejenser MeCTo
XpaHeHHs JOKYMEHTa MOC/e saBepiieHns paGoThl ¢ HEM H BICTIOYAET: CJI0BA
«B Jeno», RHAEKC Jena 0 HOMEHKIATYPe fel, B KOTOpOE TIOMEaeTcs AOKyMEHT
Ha XpaHEHWe, ¢ YKasaHWeM TOAa, JOKHOCTH JIHIA, OQOPMHUBLIETO OTMETKY,

noamucH, Aatel. Hanpumep:
B pmeno Ne 01-18 33 2017 .
3aB. OTAENOM KOPIOPATHBHBIX [IPOCKTOB
Hoonuce Jlata

O1MeETKA O Hal'[paBJIeHHH JOKYMEHTa B Jene MOXET AOIOTHATECA KpaTKHMH
CBeIICHUSIMH O XapakTepe YICITOJTHEHHSI AOKYMEHTA.

[1I. TloaroToBKa U ohopMIEHHE OTACTBHBIX BUIOB NOKYMEHTOB

3.1. JlokanpHbie HOPMATHUBHEIE AKTHI (nanee — JIHA) opraHH3aln H3AIOTCA
B BHAe TIpaBul, MONOXKEHNH, MHCTPYKUMHA,  PerfiaMeHToOB, [IEpEeyHei,
xIaccudHUKaTopoB M JIPYyrHX BHAOB IOKYMEHTOB. PexoMeHIyeMEIi obpaseil
ofopmnenns JIHA na npuMepe [ONOXeHUs O CTPYKTYPHOM TOApasAcicHAH
(npunoxenne Ne 1).

JIHA npuobperaloT IOPHAUIECKYIO cuny ToOcHe HWX  YTBEPHKICHWA
PacOPAAMTENBHBIM JTOKYMEHTOM (TIpHKa30M) 781031 HenocpeACTBEHHO
pYKOBOJIHTENEM OpraHu3alii MHBIM YIIONTHOMOYEHHEIM UM JTHLIOM.

PykoBoanTeNy CTPYKTypHbIX MoApa3feeHyil He BIIPaBe n3nasath JIHA.

3.2. JIHA moryT OBITh:

TOCTOSIHHO JeHcTByIoMHMMH (Ge3 orpaHueHid CpoKa HX npUMeHeHnsA);

BpeMeHHBIMH (AeHCTBYIOIMMH B TeyeHHe YKa3aHHOTO B HUX cpoka HIH JO
HACTYIUICHHs ONpeIeNieHHOTO COOBITHSA).

3.3. OcHoBaHHEM JUId H3JaHUA JIHA aBnsroTCA:
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3aKOHONATENbHBIE H HHBEIE HOPMATHBHBIC IIPABOBBIC AKTEI Poccniickoii
Pepepauun (ykassl M pPaCcIOPKCHHA ITpesuaenra Poccuiickodl ®expepanuy,
HocTaHOBNeHH W pacmopsbkenus IlpaBuTenscTBa Poccuiickoit depepalidy, aKThl
(heepalbHBIX OPTaHOB HCTIONHUTENbHOMH BJIACTH);

3aKOHOJaTesbHEEe aKkThl cyObekta Poccuifckolt depeparyy, HOPMATHBHBIC
MpaBoBBle AaKTHl OPraHoB rocyJapcTBeHHOH BIacTH CyOBekTa Poccuiicko#t
®epepaiuu,

paHee u3aanHble B opranusamiy JIFA u/Hin paclopsAHTEBHBIC JOKYMEHTEL

3.4. JIHA n3naotcd B LEJIX:

YCTAaHOBNEHHS HOpM, TpeOOBaHHH, TpaBuWN B OTHOLICHHH MpPeAMETa
HOPMATHBHOTO PETyTHPOBaHHUs, paHee HE ABIABIIEMCH NPEAMETOM peryTHpOBaHHA
B OpraHU3allky,;

M3MEHeHHMs CYLIECTBYIOIUX HOPM, TpeGOBaHHMH, MpaBHI, YCTAHOBICHHBIX
paHee U3JaHHBIMH HOPMATHBHBIMU JIOKYMEHTAMH;

OTMEHEI paHee YCTAHOBISHHBIX HOPM, TpeGOoBaHMH, TPAaBHIL

3.5. Tlpennoxenue o paspaGotke mpoexta JIHA BHOCHTCS PyKOBOAUTEICM
CTPYKTYPHOTO TIOZPa3ENeHus] WIH HHBIM JI0JDKHOCTHBIM JIHLIOM.

3.6. JIHA paspabareiBaeTcs B ClIy4ae, €Ciu:

pMeeTcs y4acTok paboThl  (BOMPOCH [eATENBHOCTH), HYyXAaromuiics
B HOpPMaTHBHOM peryHpOBAHUM;

Tpebyercs BHECEHHE 3HAYUTENHPHOTO KOIHYECTBA W3MEHEHUH B paHee
npunaTsii JTHA;

BBIABIEHO Heckonbko JIHA, perynmupyromux CMeXHBIE BOMPOCHE, KOTOPBIC
nenecoobpaszHo 0ObeIMHHTE B OXUH NOKYMEHT.

AxTyanmsanus panee pHEATHX JIHA oCymecTBiseTcs 4epes BHECCHHE B HHX
N3MEHEHHH,

3.7. Tlpeanoxenne ¢ OGOCHOBAHHEM HeOoOXOINMOCTH paspabOTKH HOBOro
JIHA mpefcTaBiseTcs PYKOBOJUTENEM CTPYKTYPHOrO MOAPA3NENCHHUA HIlM HHBIM
YHOTHOMOYEHHEIM JOJDKHOCTHBIM JIMLIOM PYKOBORHTENIO opraHH3aliK B (opme
NoKIaxHOH (CTyKeGHO) 3aMHMCKH, B KOTOPOH H3NaraeTes:

BOTIPOC, TpeOYIOMWMH pemeHysd, ¢ H3NOKEHHEM OCHOBHBIX HATIPABIICHHH,
croco00B €ro peleHns,

TIPOTHO3 NOCNEACTBHH MPUHATHS HOPMATHBHOTO NOKYMEHTA,

OpraHM3alMOHHBEe, KaJpOBHE, (HHAKCOBEIC, MaTepualbHO-TEXHUIECKHE
}1 WHEIE MEpONPUSATHSA, KOTOple Heo6X0AMMO GyIeT NPOBECTH B CBA3H C IOPUHATHEM
HOPMATHBHOTO IOKYMEHTa;

nepeveHs panee n3gaHHbX JIHA, nomexamux oTMEHe B CBA3H C H3AaHHEM
HOBOT'O HOPMATHBHOTO AOKYMEHTA,

npeiaraemMsiil CpOK JUIA paspaboTKH MPOEKTa HOPMATABHOTO JOKYMEHTA.
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3.8. Cornacosaume mnpoextoB JIHA ocyllecTBIAeTCd B COOTBETCTBHH
¢ myaxtamu 4.1 —4.13 ITpuMepHOi HHCTPYKIIHY.

3.9, JIHA yTBepKAaeTcs NPHUKa30M PYKOBOAWTEI, eciii OJHOBPEMEHHO
¢ yTBepXKIeHHeM HOPMATHBHOTO  TOKYMEHTA HeoOXONHUMO TIPHHATH  MEPHI
OpraHU3ALHOHHOTO, GUHAHCOBOTO, TEXHUIECKOTO, KaIpOBOTO WK HHOTO XapaKTepa
¥ NaTh COOTBETCTBYIONIHE NOPYICHHUS PYKOBOAUTEAM CTPYKTYpPHBIX [TOJpaseeHuH
M MHBIM paGOTHHKAM OpraHH3aluy, a TAKKE SClld HeOOXOAMMO BHECTH H3MEHEHNA
WM TIPY3HATH YTPATHBITHMH CHITY paHee YTBEPHACHHBIC JIHA.

3.10. Usmenerns 8 JIHA ©u oTMeHa JIHA odopMIsiOTCs  IIPHKasoM
PYKOBOZMTE/NA OpraHM3allid WiH HHOTO RO/DKHOCTHOrO JTHNE, [PHHHMABIIETO
pelirenre 06 yTBepXacHIA JIHA.

Wsmenenuss B JIHA u oTMEHA JIHA, yTBepXJCHHBIE HEMNOCPENCTBCHHO
cOBCTBEHHOPYYHOH — MOAMHCHI0  PYKOBORUTEINA opraHmsalMM MM  HMHOTO
YIIOJHOMOYEHHOTO UM JOJDKHOCTHOTO JHHa B rpude yTBEPKACHHA, BHOCATCA
TPAKa30M, H31aBACMBIM PYKOBOMUTEIICM OpraHM3aLlAY MM UHEIM YTIOMHOMOYICHHBIM
UM JOJDKHOCTHBIM JIHLIOM.

3.11. B TekcTe mpHkasa 00 YTBEPKICHWMM, U3MECHCHWM HIH otmene JIHA
HCMOsE3YIOTCA GOPMYTHPOBKUL

Ipu YTIBEPKACHHH HOBOI'O JHA: «VYTBepouTh (Ha3BaHME JIHA)» wumn
«YTBepauth (Hassanne JTHA) v BBECTH B neiictaue ¢ (Hata)». HanpmMep:

1. Vreepautb IlomoxkeHue © JOKalBHbIX HOPMATHBHBIX ~aKTax

OpraHH3aIlMu.

AITH:
1. Yreepmuts lllTaTtHoe opraHu3allii Ha 2018 ron U BBECTH €I0

p meficraue ¢ 1 sHBapsa 2018 . (mpunoxeHue).

TpH BHECSHUH H3MEHEHHH B paHee yreepxaentsiit JTHA: «BHECTH HIMCHCHHA
B (nassanue JIHA). Hanpumep:
1. BHecTH clieAyionye n3Menenns B [LITaTHOS pacnaCaiie Ha 2018 rox,
YTBEPIKAEHHOE NPHKA30M OBY «HanMenoBaHye OPraHU3aHID) OT 235 nekabps
2017 r. Ne 345: ...
IIpH OTMeHe paHee YTBCPXKICHHOTO JIHA: «IIpu3HaTe YTpaTHMBIUNM CHIY
(nazBanue JIHA), yTBepXACHHOE ...). Hanpumep:
4. TlpusHaTe YTPaTUBIIHM CHILY [TonoxeHne O HEHOPMHPOBAHHOM
paboueM JiHe, yTBEPKREHHOS NPHKA3OM ®BY «HauMeHOBaHHE OpraHH3allliD)
or 15 deppans 2015 r. Ne 22,
3.12. OcHosubMu pekpusutami  JIHA - ABIAIOTCR: HayMeHOBaHHUe
OpraHM3aLH, HAMMEHOBAHHE BH/A IOKYMCHTA 1 3aroJIOBOK K TEKCTY,
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COCTAaBAAIOIIME OOHO IIeNioe, TpU( YTBEPXKACHHUA, MECTO H3IaHHA

OOKyMEHTA.

Ecnu npoekt JIHA sBiseTcs MHOTOCTPAHHUHBIM M K HeMy odopMmigercs
TUTYJIGHBIH JIACT, YKa3aHHBIe BhIIE pEKBU3HTHI Pa3MENIAlOTCA HA THTYJIBHOM JIHCTE.

3.13. UudopManuss cmpaBodHOro Xapakrepa (rpaduku, cxXemsl, TaGHIIEL
¢opMEI IOKYMEHTOB) ohopMidgeTcd B BHAe nprioxeHui k JIHA.

Ha mpunoxennsx k JIHA odopMigercs peKBU3IUT «OTMETKA O NMPHITOXKESHHAH
B COOTBETCTBMH ¢ HYHKTOM 2.44 [IprMepHOil HHCTPYKIMH.

3.14. JIHA BcTymaeT B CWIy B CpOK, YKa3saHHEIH B IpHKa3e, KOTOPBEIM
yreepxkaeH JIHA, wnu ¢ nate! yreepxaenus JIHA.

3.15. PacnopsaauTenbHble OOKYMEHTH OpTaHH3alMH H3JATCA B (opMme
OpUKa30B W pachopskeHuit. PexoMeHxyeMsle oOpasuel ohoOpMIeHHS MpHKasa
U pacniopsxxerns (npunoxenns Ne 2, 3).

ITpuxa3sl n3gaoTes B HeIaxX opopMICHH pEICHIUH:

HOPMATHBHOIO Xapakrepa (ecim npukasoM yreepxaaerca JIHA wm
NpUHUMAeTCs pElICHHe OPTaHW3aLMOHHOTO XapaKTepa, HalpuMep, mHpukaz o6
YTBEPXACHHH CTPYKTYPHI H IITATHOI YNCIECHHOCTH OpraHU3aLHH);

OpTaHH3ALHOHHOTO, aJMHMHHCTPATHBHOTO, B TOM YHCJIE OMEPaTHBHOIO
XapakTepa 10 BOIpOcaM OCHOBHOM AEATSNIBHOCTH OpraHu3aiiii.

3.16. IIpoeKTHl MPUKA30B [0 OCHOBHOH JEATEIBHOCTH TOTOBAT CTPYKTYDHBIC
noApasfeNeHts OpraHH3alMd HA OCHOBaHHH MOPYYeHHH pyKOBOACTBA /MO0 B
MHUIHATHBHOM Topsifke. OTBETCTBEHHOCT 32 KQUECTBEHHYIO TOATOTOBKY IPOCKTa
npHKa3a, COTJacoBaHHe M MpaBHIBHOE O(OpMIICHHE IPOEKTa HeCceT PYKOBOXHTEND
no/paseNeHus, KOTOPbIii TOTOBUT NPOESKT NPHKa3a U MpeACTaBIIeT ero Ha MOATIHCE.

3.17. Kontpons 3a mNpaBHIBHOCTEIO OGOPMIECHHA TMPOSKTOB IPHKA30B
ocymectBisier Ciyx0a Aenonpon3BOACTBAa OPraHH3aLMH.

3.18. Tlpuka3ssi, W3gaBaeMble B OPraHM3alHM, HE MOMKHB TPOTHBOPEYHTEH
3aKOHOAATeNbCTBY Poccuiickoii ®efepanny, YcTaBy OpraHM3alid, JOKaJIbHBIM
HOPMAaTHBHBIM aKTaM OPTaHM3AlHK U paHee H3JAHHBIM NpHKa3aM OpraHH3aluu.

3.19. Tlpuka3ssl M0 OCHOBHOH AEATEILHOCTH H3AAIOTCA:

BO WCMOJIHEHHEe HOPMATHBHBEIX IPABOBEIX aKTOB OPraHOB TOCYAApCTBeHHOH
BJIACTH M BHIIIECTOALINX OPraHHU3aLlUi;

B LeNAX OCYIIECTBIEHUs YNpaBIeHYeCKoll NesTEeNpHOCTH, BBITEKAlOWEeH W3
¢yHKUUI H 3334 OpTaHU3ALIHH.

3.20. Ilpuka3pl 1O OCHOBHOH MJEATENBHOCTH COCTAB/IIOTCA HA OCHOBC
TIIATENBHOTO H BCECTOPOHHETO H3yYeHHA BOIPOCOB, TpefyIOIIHX pa3pelleHus,
yTOGHI COMlepIKAIIUecs B MPUKA3aX NOPYUYeHHs GBUTH KOHKPETHBIMH, 06eCTieunBanich
AOCTATOYHBIMH MAaTEpHANBHO-TEXHHYECKUMH M (UHAHCOBBIMM CpEACTBaMH H
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B JanbHeliIeM HCKIIOYaIH HeoOXOAMMOCTh KOPPEKTHPOBKH IPHHATHIX pernieHHi
B CBS3H ¢ HEMOMHOTOH HIH HeopaboTKOH NPeABIYILETO MPHKa3a.

3.21. Ilpukass  opranusaiuy  obopMiIOTCA  HA OnaHke  MpHKasa
¢ MCTIONB30BAHMEM CNIEAYIOIMUX PEKBU3WUTOB: JaTa NOKYMCHTa, perucTpaloHHbIA
HOMEp MOKYMEHTa, 3aroJoBOK K TEKCTY, TEKCT, MOAINCS. Ilata H perucTpallMOHHBIHA
HOMep MNpWKa3a MPOCTAaBIBIEOTCA TIOCAe MOAMHCAHNA [pHKasa PYKOBOXUTENEM
OpraHH3aLUH.

3.22. 3arojioBoK K IpuKasy TeYaTaeTcs depes OIMH MEKCTPOUHBIH HHTEpBal
1o pEKBU3UTAMH ONaHKa ClieBa OT TPAHHMIBL JIEBOTO MOJA. Touka B KOHIIE 3arOJIOBKa
He CTABUTCA. 3arojIOBOK K INpHKazy (OpMyNHpYeTcs € MPEIIOroM «O» («ob»),
KpaTKO H TOYHO OTpaXKas ComepaHHe TeKCTa IpHuKasa. Hanpumep:

06 yreepxaeHnd MBCTpYKIMU HO JENONPOUIBOACTBY;

O nopaxe GpUHAHCHPOBAHHA PEKTaMHON KaMIIaHHH;

O co3naHnM KCTIEPTHOH KOMUCCHH.

3.23. TeKcT IpHKA3a COCTOHT M3 ABYX 4dacTeii: 00GOCHOBAHMS (mpeamOyisI)
1 pacTopAIMTENbHOI acTH. B 060CHOBAHMH YKa3bIBaeTCA OCHOBAHUE, [TPHHHHA I
1eNb U3aHua gokyMeHTta. Hanpumep:

B cOOTBeTCTBMH ¢ mNpHKasoM MUHMCTEpCTBA CBASH H MaCCOBBIX
KOMMYHHKalHit oT 25 mexabpa 2014 r. Ne 1494 «O6 yrBepxneHun Ilpasun
obMeHa NOKYMEHTaMH B  OSJIEKTPOHHOM BHAE TIpH  Oprafisalii
HHGOPMALMOHHOTO B3aUMOISHCTBHD) ...

B Lensx OpraHu3alMd U MPOBEAeHUs paboThl 0 SKCIEPTH3E ICHHOCTH
JOKYMEHTOB, 00pa3yIOIIHXCA B ASATeIHOCTH OpraHH3alliH, 1 otr6opy HX 14
Niepefavd Ha XpaHEHHE B apXHUB OPTaHU3ALMK U K YHHUTOKEHMIO ...

3.24. PacnopsaaurenbHast 4acTb MpHKasa HAYHHAETCSH CJIOBOM
«TL p M K 23 B B @ 0%, KOTOpOE [eYaTaeTcs CTPOHHBIMH GyKBaMH BpaspAIKy.

PacriopsauTensHas 4acTh MOXKET CONEPXKaTh:

pellleH s OPraHK3aOHHOrO Xapakrepa (yTBEpAuTD, CO3ATh, npeobpa3oBarh,
JMKBAAUPOBATH, TIPH3HATE YTPATHBIIAM CHILY);

KOHKpETHEIE [IOPYUEHHsA ¢ YKa3aHHEM HCTIONHUTENA (dcroHuTENEH) ¥ CPOKOB
HX BHIIOTHCHHUA.

3.25. Kaxnoe pemenne (mopydenne) 0popMiIIeTcs B MPHKA3e Kak OTHEBHBIA
nyskT. [TyHKTH! IIpHKa3sa pacnionaraloTcs B JIOTHKO-BPEeMEHHOH IMOCIIeI0BATENBHOCTH
W HyMepyloTcs apabCKuMM LUpaMH. Ecnu mnopyueHHe HACTCd KOHKPETHOMY
T0IPa3Ie/IeHAIO, €0 HAHMEHOBaHHEe MUINETCS MOJHOCTRIO, B cKOOKAX YKa3bIBAIOTCA
dbaMmIAA ¥ MHUNMATH PYKOBOAMTENA MOAPASACICHUS B HMEHHTENBHOM TaJeXe.
Hanpumep:
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..IpHKa3HBalO:

1. VyeBuo-merommueckomy ormeny (@ammmsa H.O.) K 01.11.2017
MOATOTOBHTh M TPEACTaBUTh HA YTBEPXKICHHE IUIAH yueGHO-METONIECKOH
paGoTel Ha 2018 roJ.

Ecnu mopydeHHe HAeTcAd KOHKPETHOMY HCIIOJHHTENO, €ro JIODKHOCTD
u haMITHA yXaseiBatoTcs 6e3 ckoGoK B AaTenbHOM manexe. Hampumep:

3. [naBHOMYy Gyxranrepy (Qamunus 1.0.) HOATOTOBUTE H MPEACTABUTE
Ha PACCMOTPEHHE W YTBEPXKICHHE CMETY KOMaHJMPOBOUHBIX PAacXolioB Ha
2018 rox B cpok xo 30.11.2017.

[IpeanucbiBagMoe AEHCTBHE BBIPAXACTCA IIArojioM B  HEOIpeJeNeHHOH
dopme. He momyckaercs yoTpe6naTh HEKOHKPETHBIE BEIPDAKEHW THIIa «YCHIIUTBY,
«YCKOPHTB», «00eCTIeUHTD B KpaTJaiflliHe CPOKH».

Ecnd OIHOMY HCTIOJHUTENMO HEOOXOAMMO MOPY<IHTH HECKOJILKO pa3HBIX
3aiaHiif ¢ OJHHUM CPOKOM BBINONHEHM, OTBETCTBEHHBIM HCIONHUTENb H CPOK
MCTIONHEHN YKa3HIBAIOTCS OAMH Pa3 B OCHOBHOM IYHKTE, a MOpyCHIA BBLIEISIOTCA
B OTIE/bHBIE MONMYHKTH. EciH y TOpydeHHH pasHbIe CPOKH HCIIONHEHNS, CPOKU
YKa3bIBAXOTCA HE B OCHOBHOM ITYHKTE, 2 B KAXKIOM MOAIYHKTE.

Cpok HCHONHEHHs JOMKeH OBITh PEanbHBIM, COOTBETCTBOBATH O0OBEMY
npemmonaraeMex pabor. Ilpu ycTaHOBNEHWH Cpoka cneflyeT YUUThIBaTh BpeMA
JTOBeIieHHA JOKYMEeHTa A0 KOHKPETHBIX ucronuuTenci.

Cpox HCIONHEHHA B IIyHKTax pacTiopsINTENbHOA 4YacTH IpHkasa He
yKassIBaeTca B Cly4dadx, ecCiH RElCTBHA HOCAT PETYIAPHBIH XapakTep W HX
BRINONHEHHE NPeANHCHIBAETCA HA BECh NEPHOA HeiicTBua mpukasza. KomuyecTso
WCTIONMHUTENECH [0 KOKIOMY  HYHKTY (HOANYHKTY) He OTpaHM4MBacTCA.
OTReTCTBEHHbIH YCIOTHUTEID YKA3HIBACTCA IIEPBRIM.

Ecny MOpHKa3 OTMEHAET TONHOCTHIO WM HaCTUYHO paHee W3NAHHBIC
JOKYMEHTHl IO TOMy Xe Bompocy, TO B mpeAmocnefHeM MNyHKTe TpHKasa
HeOGXOMAMO WX MepeUHCANTh ¢ yKa3aHHEM HaHMCHOBAHUA JIOKYMEHTa, €ro Jatsl,
HoMepa, 3arojtoka. Hanmpumep:

4. Tipu3HaTh yYTpaTHBIIMM CHJIy NpHKAa3 OpraHu3alld OT 5 aBrycra
2010 . Ne 175 «O6 yrBepxnenns DKCIEPTHON KOMHCCHY OPraHM3alHuy.
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Tociemuuii MyHKT TpuKasa — MyHKT O KOHTpone, B HEM YKa3BIBAIOTCA
JOJKHOCTh JIMLIA, OTBETCTBEHHOTO 32 HCHOIHCHHS JOKYMEHTa B LEioM, ero
damunus ¥ HHEIMANEL. Hanpumep:

4, KoHTpoJsib 32 HCIOJNHECHHEM IPHKa3a BO3JIAracTcsa Ha 3aMECTHTe
reHepaibHOro AupekTopa GaMuiHs n.0.
B OTHeIBHBIX CIydasx PyKOBOAUTEIb OPraHU3allui MOXCT OCTABUTH KOHTPOIH
3a coboil:
KoHTponk 33 HCTIO/IHEHUEM NpUKa3a OCTABIITIO 33 co0oH.

3.26. He Bxmodaercd B TEKCT MPHKa3a MyHKT «ITpuxa3 NOBECTH KO CBEACHUA
-

TloppasfeneHns B JOJDKHOCTHEIE JINUA, KO CBENCHHA KOTOPHIX HEOOXOINNMO
JIOBECTH TIPHKA3, NEPEUACILIIOTCA B yKasaTeie (ucTe, CIMCKe) PacCBUIKY, KOTOPBIHA
FOTOBHTCS HCHMOJHHUTENIEM ¥ MOXET OQOPMIATHCA Ha 0GOpOTHOM CTOpOHE
TOCNIEAHETO JIRCTA MPHKA3a.

3.27. B mpukasax He IONYyCKacTC:

{3MeHeHHe paHee YCTAHOBICHHBIX CPOKOB BBINONHEHNA 3aMaHyii B CTOPOHY HX
yBENTHEHHUS;

NpUMeHeHHe MPOM3BONbHEIX COKpallleHHH MI¥ HCKaXeHue HauMeHOBAHHH
CTPYKTYPHBIX noapasaeNeHHH OpraHn3allHii, MO/BEXOMCTBCHHBIX opraHnusanui -
HCTIONHHUTENEH;

NpUMEHEHNE TPON3BOJBHBIX (e OOLIEMPHHATHIX) TEXHMYECKHX W JPYTAX
TEpMUHOB, COKpAIlIeHHBIX CJIOB 1 HaVMeHOBaHMH.

3.28. Ilpu HanmMiuH NpWIoXKeHuH B TEKCTE NpHKa3a B COOTBETCTBYIOIINX
MyHKTaX DACHOpAMUTENBHOH YacTH HAAI0TCA OTCBUIKM: ... (npunoxkenue Ne1); ...
(mpunoxenne Ne2); ... «COTJIACHO IPHJIOKEHHIO, Ha TIPHIOKSHAN otopmageTcs
OTMETKa O IPHIIOKEHHN:

TTpuoxenne Ne 1

K npukazy OBY «HanMeHOBaHHE

opraHM3allum»
ot 12.11.2017 Ne 215

Wznanme BMecTe ¢ MPHUKA3OM NPUIOKEHHH, He YNOMAHYTBIX B TEKCTE
JIOKYMEHTa, He JOTTYCKAETCA. |

Ecii HOKYMEHT, yTBEpXKICHHBIH MpHKa3oM, BIOCHEACTBHMH AeHCTBYET B BUIC
cAMOCTOSTE/IBHOTO AOKYMEHTA, Ha NEPBOM JMCTE XOKYMEHTA B BepXHEM IPaBOM
YIIIy NpPOCTaBNseTCs rpud yrBepiuenmst (Npd HeoOXOaUMOCTH, — € YKasaHHEM
HOMEpa NPUIIOKEHNS), HATIPHMEP:
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VHcTpyKius VTBEPXJJEHA
npuxazoM OBY «HanMenopanne
OpraHu3aLn»
oT 22.01.2017 Ne 5

3.29. Pacropskenns oGOPMIIAIOTCA 10 TEM Xe NpaBuiaM, 4To | TIpAKAa3h, 32
JCKTIOUeHHeM TOFO, UTo B KOHLE NpeaMOynbl CTaBUTCA [BOETOWME, MOCIC Yyero
CAeIyIOT ITYHKTEI pacnopsauTenbHoit yacTH. Hampumep:

B nensix WemoHeHus npukasa OBY «HauMeHoBaHUE OPraHU3aH oT
22 asrycra 2017 . «O6 opraHu3alMM M MPOBEACHVH KoHKypca «Jlyumui
cexpeTaphb KoMmanuy — 2017»:

1. PyxoBomurenaMm yIpaBiieHAH, OTACIOB H naGopaTopuii B CpOK
10 10 certs6ps 2017 T. MpeiCTaBATH CBOH NPEUIOKCHHA O KaHIUAATypax
cekperapeii u AeNOTPOU3BOUTENIEH AJisl yHacTHA B KOHKYPCE.

2....

PacriopskeHHs MOTYT HE HMETh npeaMOyJIbL.

3.30. Jlo TpencTaBieHHd Ha TNOANMCH MNPOSKT MNpHKasa (pacTopsKeH s )
COIVIACOBBIBAETCH C 3aMHTEPECOBAHHBIME JIMLAMH B COOTBETCTBHM C NMyHKTaMH
4,1 — 4.11 TlpuMepHOA HHCTPYKIMH.

3.31. Tlpuka3 TNOANMCHBACT PYKOBOIMUTEIb opraHu3alyy WM  JIHIO,
HCTONHSAIOIIEE ero 00A3aHHOCTH.

Pacniopspkeue  INONNHUCHIBAeTCA  PYKOBOAMTEIEM Wunu  HHBIMH
YNONHOMOYEHHBIMU HM JINLIAMH.

3.32. Komuy nprKa3oB (pacTOpsXeHUif) pacchUIaloTcs B COOTBETCTBHH
¢ yKazateneM (JINCTOM, CIIMCKOM) PaCCBUIKH.

"ImeKTPOHHASA KOTHA NpHKa3a pasMeIlacTcs B cooTBeTCTBYMOMeH 6a3e JaHHBIX
CH]I K Ha XOPIIOpaTHBHOM [OpTajie OpraHu3allii B CETH «VAHTEpHETY.

3.33. IIpu odopMACHHM MpPHKa3a, U3NABAEMOTO COBMECTHO ¢ HApyro#
OpraHd3alMeH:

GIaHK HE UCIIONB3YETC;

HANMEHOBAHUS OpTaHM3alKil NeYaTaloTes Ha ONHOM YPOBHES,

HaumeroBarne puaa nokyMenta ([TPHIKA3) pacnionaraercs 1o LEHTpY.

JlaToft COBMECTHOTO NpHKasa ABIACTCH M1aTa IPOCTABIEHUA MOCIeAHeH
[O/IMHCH Ha AOKYMEHTe. PErMCTpaiHOHHEI HOMEp COBMECTHOTO ripuKa3a COCTOUT
W3 PETMCTPALIHOHHBIX HOMEPOB, TPHCBOCHHBIX KOKOOH M3  OpraHM3ailui



32

¥ TIPOCTABISIEMBIX Yepe3 KOCYIO YepTy B IOPANKE yKasaHHA OpraHH3alMil — aBTOPOB
JOKYMEHTA.

TeKCT COBMECTHOTO IPHKA3a H3/araeTcs OT MepBOTO JIHIA MHOXECTBEHHOrO
ypcia («IIPHKaskIBacM»), NOMINCH pyKOBOZMTENel OpraHu3alif pacronaraloTCs Ha
OZIHOM ypOBHE CJI¢Ba H CIIpaBa.

3.34. JleATeNbHOCTs TO COBMECTHOH BEIpaboTKe pelieHnii Ha 3ace/aHHAX
COBETOB, KOMICCHI, COBEIIAHMAX 0QopMILAETCA MPOTOKOTAMH.

[TpoToKon COCTaBifAeTCA HA OCHOBAHWH JAKTO(POHHEIX  (PYKOTIHCHBIX)
sanuceil, IPOM3BENCHHBIX BO BPEMs 3aCeJIaHHs, NPE/ICTABICHHRIX TE3HCOB JAOKIIaJIOB
U BBICTYIUIEHH, CIIPABOK, MPOEKTOB peniennii (MOCTaHOBNECHHH).

[IpoTokon OGOPMIAETCS B TeYEHHE ONHOTO-TPEX IHEH TI0cie NpOBEICHUA
3acemaHus, €CJIH CPOKH €ro IIOArOTOBKH HE OrOBOPEHBI 0c000.

3.35. PexBu3uTaMi [POTOKONA SABISIOTCA: HAMMEHOBaHWEe OpTaHU3ALMK,
HAMMeHOBAHME BHIa DOKYMEHTa, 3arojioBOK K TEKCTY, JaTa M MECTO 3acelaHii,
perucTpalHOHHEI HOMep MPOTOKOJIA, TEKCT, MOAMHCH.

3.36. 3aroNoBOK K TEKCTY TPOTOKOJNa OTBeuaeT Ha BOIPOC «1ero”»
¥ COIepXHT YyKa3aHHe MNoApasfieNceHus Wi OpraHa, JEeATENPHOCTE  KOTOPOTO
mpoTtoxomupyercs. Hanpumep:

MPOTOKOJ 3aceAaHUs anec*rauuonuoﬁ KOMHCCHH
MPOTOKOJ 3aceaanus HﬁY‘lHO-MGTOI[H'-IGCKOﬁ KOMHCCHH.

JaTol mpoTOKONa SBNAETCS JaTa 3acelaHusl. Ecnu 3acefaHue MMPOHOIKaeTes
HECKONBKO MHeM, yKa3bIBaeTcs Jara Hauana 3acelaHms M 'epes THpe — Hara
okoryaHus: 12-13 masa 2018 r.

3.37. TekcT TPOTOKONAa JOJDKEH COCTOATE M3 JABYX yacTeil: BBOJHOM
1 OCHOBHOH. B BBOAHO#M YacTH NPOTOKONA YKasblBaroTCA daMHIHK TIPeACEAaTeNs
(TpeAceNaTeNECTBYIOLIET0); CeKPETaps; dbaMHIHK y9aCTHHKOB, NPHCYTCTBYIOIHX Ha
3ace/[aHMH, JINL, TIPUTJIALICHHBIX Ha 3aceJaHue; OBSCTKA JHA.

Eciii KOJNMYECTBO NPHCYTCTBYIONMX Ha 3aCETAHUH HPEBBINACT 15 4enoBeEK,
B BBOAHON YACTH IIPOTOKONA JesaeTcd CChUIKA Ha  CIHCOK, ABNAFOIIUACS
HeoTheM/IeMoH JacTEI0 poToKona. Hanpumep:

TIpuCYTCTBOBAIH: 25 Jell. (CITHCOK TIpHIIAraeTcs).

BBoAHas YacTh MPOTOKOJNA 3aKaHIHBACTCA moBecTKOM OHA, cofiepiKamied
repeyeHb PaCCMATPHBAEMBIX BOTPOCOB, NEPEIMCICHHEIX B nopsaKe ux o0CyHIeHMIA
¢ yKazaHHMeM NOKIAlYuka MO KaxIoMy paccMaTpUBAEMOMY BOTIPOCY. Bompocs!
nosectky AHA GOPMYIHPYIOTCS C MPENIOrOM «O» («o6»), mevaTaroTCs OT TPAHULIBI
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JIEBOTO T10/1A M HyMepyroTes apabekumul LHppaMa.

B OCHOBHOIi YaCTH IPOTOKONA PUKCUPYETCH XOA 3aCENAHHA.

3.38. TMonHBIA MPOTOKON COAEPXKHUT 3AMUCH TOTO, 9TO HPOMCKOTUIO BO BpeMs
3acelaHus, BIJTIOYAs BOIPOCH! K ZOKIATUMKY, OTBETHI HA HHX, BEICTYTUIEHHS B XONie
06CyKIeHNs BOTIPOCA, Pe3yIBTaTEl FONOCOBaHUA 1O BOMPOCY W IPHHATHIE PEHICHWA.
PexomeHayeMsiii oGpaser] oGopMIIeHH MOJHOTO MPOTOKOIA (npunoxenue Ne 4).

KpaTkue OpOTOKONBI BEAYTCA IPH PacCMOTPEHUH BOMPOCOB ONEPATHBHOTO
xapakTepa. PexkoMeBayeMbiH obpaseni odopmiieHHs  KpaTKOro  IPOTOKORA
(mpunoxenue NeS5). B KpaTKkoM MpOTOKOIE duxcupyercs TeMa O0OCYXNEHH,
aMETHs JOKNAITHKA [T0 BOTIPOCY ¥ MPHHATHIS pELUOHHA.

3.39. OcHOBHAS 4acTh TIONHOrO MPOTOKONA COCTOMT M3  PasicloB,
HOCBALIEHHHX BOMPOCAM MOBECTKH JHA. XOJ PacCMOTPEHMS KaIOro BOIPOCA
sammcEIBacTes B Tocnenoparensaocry: CIIVIIIAJI - BLICTYIINJIU - PELIAJIA.

[MocramorieHye (pellieHue) B TEKCT MPOTOKOJA BHOCHTCA MOTHOCTBIO B TOH
(opMyIHPOBKe, KOTOpas 6pUTa TPUHATA HA 3acelaHuH; IpH HEOOXOAUMOCTH
TIPUBOISTCA HTOTH TONOCOBAHHUAL «3a - ..., IPOTHB —. .., BO3AESPHKANOCH — ... .

3.40. IIpoTokon 3aceaHus NIOJNMHCHIBACTCA npeacenaTeneM
(IpeziceAATENbCTBYIONMM) H CEKPETapeM 3ace/aHns, eClTd HHOE He YCTAHOBICHO
JIHA.

3.41. TIpu HeoGXOMMMOCTH KOMUH APOTOKONOB HIIH BEITHCKH 13 TPOTOKOJIOB
PAcCHUIAIOTCS 3aHHTEPECOBAHHBIM JIHIAM B SNeKTPOHHOM BHJIEé B COOTBETCTBHH
¢ YKa3aTeJIeM PacChUIKH.

B BENECKe M3 NPOTOKONA JOIKHEL BOCTIPOM3BOJHTLCA BCE PEKBH3UTHI
3arOIOBOYHOM YACTH TPOTOKOJNA, BBOJAHAA 4YacCTh, BONPOC MOBECTKH oHSA, 1O
KOTOpPOMY TOTOBHTCA BBINHCKA, W TOKCT, oTpaxaronmii o0cykaeHHe Bompoca H
NpUHATOE PELICHUS.

3.42. Jlenosoe (cmyxeGHOe) MUCBMO TOTOBHTCA Ha 6nanke muceMa. [Ipn
COCTABIEHHH MIceM OHOPMISIOTCS PEKBH3UTEL: aJIpecar, 3arojioBok K TEKCTY, TEKCT,
moamuck, orMerka o6 ucnojHUTENe, B HeoOXoAUMBIX CiIydasx — OTMETKa
O IPUTOXEHUH. PexoMeHIyeMBIH obpasel] OQOpMICHHS JIENOBOro  NHCHMA
(mpwiokerne Ne 6).

3.43. Ecii IMCHMO SBISETCS OTBETOM Ha IOCTYIHBLINK 3aIpOC WM pockOy,
3anOJHAETCS PEKBHU3UT «CCHUIKA HA PETMCTPALIHOHHEIN HOMEp H AaTy MOCTYNHBHICTO
TUCEMA».

HalMeHOBAHHE BHA2 NOKYMEHTa ((HHCEMO») H pPasHOBHAHOCTH MUCHMa
(HampHMep, «IpOCEOay, «UHOPMALHOHHOE», «COMPOBOAHTENBHOCY, «3afpocH,
«HATIOMHHAHUEN) B AENOBEIX (CTyXeGHBIX) MUChMaX HE YKa3BIBAIOTCA.



34

Eciy MMChMO HAIpaBIAETCs ANPEcaTy MO HIEKTPOHHOM MouTe MM IO dakcy
6e3 NOCBUIKH [0 TI0YTE, BMECTO MIOYTOBOTO ajpeca YKa3bIBaeTcs aJpec 3IeKTPOHHOM
MOYTHI MK HOMep TenedoHa-Pakca.

3.44. lemosoe (cmyxeGHOe) NMHCHMO JOJDKHO OBITh IIOCBAILCHO OIHOMY
sompocy. Ecnu Heo6Xomaumo oOpaTUTBCd B OPraHM3alMIo OAHOBPEMEHHO IO
HECKONLKHM BOIPOCaM, PEKOMEHAYETCA COCTABHTE OTACIBHOE MHCEMO O KaXIOMy
13 HHX.

[TcEMO MOXKET KAcaThCa HECKOJMBKHX BOIPOCOB, ECIIH OHH B3aHMOCBSA3aHbL.

3.45. B ogHOM HHUCHEMeE HE JOJIKHO OBITH OoJiee YETBIpeX aApecaroB, MpH 3TOM
OCHOBHOM ajpecaT yKasplBaeTcd IEPBBIM, OCTAIBHBIM anpecaTaM MHCBMO
HAMpPAaBIAeTCH /I CBEICHHS.

[Ipu HeoOGXOOUMOCTH HaNpaBHTh NMUCHMO OOJBIIEMY KOJHMYECTBY aApecaTos,
TOTOBUTCA CITUCOK PAcCBUIKH, H IIMChMA PACCHUTAIOTCS MO CITHCKY.

3.46. Ipu cocTaBNeHHH MAENOBBIX MHCEM HCIONB3YETCA BCTYNHTEABHOS
ofpallleHHe ¥ 3aKTIOYATENbHAs JTHKeTHasd ¢)pasa B COOTBETCTBHH € ITyHKTOM
2.43 IpumepHo# UHCTPYKILHH.

3.47. TekcT mMuChpMa H3NaraetTcs:

or 1-ro aMma MHOXECTBEHHOTO UHCIA (IIPOCHM...», «MpelnaraeM...»,
CHATIOMHHAEM. .. »);

OT 3-T0 JIMIIa €UHCTBEHHOrO YHcia (KIPeANPHATHE CUHTAeT BO3MOXHBIM ...»,
KHHCTHTYT HE PacIofaraeT BO3MOKHOCTBIO ...»);

oT 1-ro JHIA eJUHCTBEHHOro 4Hcia (KIpouly ...», IPEAIarai ...»), ecii
mHcEMO 0(OPMIIAETCS Ha HOMKHOCTHOM O/aHKe.

3.48. Ecnu mpoekT AenoBoro (ciayxeOHOro) michMa HaNpapiseTcsa afpecaty
110 TIOUTE, TIPOEKT FOTOBHTCA B ABYX SK3EMILIAPax: OJHH dK3eMIUIAP odopmMisiercs Ha
GnaHke, BTOPOH SK3eMIUIAp, TpelHa3sHAYEeHHBI UId BU3WPOBaHHIA) — Ha
CTAHAAPTHBIX JIUCTaX Oymary.

JlenoBoe (ciyxeGHOE) MHCHMO 10 MpPeICTaBIeHHs Ha NIOANKCE NODKHO ObITH
COTJIACOBAHO (3aBH3HPOBAHO) CO BCEMH 3aHHTEPECOBAHHEIMH THuamu. CorracoBaHue
(BU3HpPOBaHME) NENOBBIX IMCEM IIPOBOAMICE B COOTBeTCTBMM C IyHKTaMH
4.1 — 4.11 INpumMepHOil UHCTPYKIHH.

3.49. Jlenopoe (cmyxeOHOE) THCEMO MOAIMCEIBACTCS  PYKOBOAWTENICM
OpraHM3alli¥i MM MHBIM YIOJHOMOYEHHBIM HM JuuoM. IlojmucaHHoe ZHenoBoe
(cmyxeGHOe) NHCHMO MOAMIEKHT PETHCTPALNA U OTIIPaBKe.

He nmomyckaeTcs OTHpaBIATH aApecaTaM NHCbMa, HE HMEIOINUE NATBl H
PETHCTPALIMOHHOrO HOMEpA.

3.50. IMoclie mOANMCAHMA MHCBMAa W €ro PEeTHCTPAllMH 3K3EMIUIIP NHCHMA
¢ BU3aMH 3aWHTEPEeCOBaHHBIX JIL] NOMEMIAETCS B JENO.
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3.51. AKTBl COCTaBIfIOTCS HAa OCHOBE YTBEPKICHHBIX OpraHaMH BJIACTH
yHAGHIUPOBAaHHKIX GopM WM B cBobogHON (opMe B LENIX MOATBEPKACHHA
(aKTOB, CBS3aHHBIX C JIEATENBHOCTBIO opraHmsanuH. PexoMeHuayembiii oOpaser
odopmireHnd akta (npunoxerue Ne 7).

3.52. Ilpu cOCTaBJIEHMH AaKTOB HCIIOJIB3YIOTCH PEKBH3UTHI: HAUMEHOBaHHE
OpraHM3allAd; HAMMEHOBaHHe BHAA ROKYMEHTa; JaTa JOKYMEHTa; PerHCTpalOHHBIA
HOMEp MAOKYMEHT4; MECTO COCTAaBICHHA WM H3JaHMS JNOKYMEHTa; 3arojloBOK K
TEKCTY; HOMATHUCE.

3.53. Jlatoil aKTa SABJAETCA JaTa COCTAaBACHWSA aKTa W TOAMHCAHUA €ro
COCTABUTENIAMH.

Ecnu ¢opMmoii akTa NOpeAyCMOTPEHO €ro YTBEPXKICHHE DPYKOBOIHTENIEM
OpraHM3alliil MM HMHBIM YNOJHOMOYEHHBIM JOJUKHOCTHBIM JIMLIOM, AaTOH aKTa
ABJIAETCS IAaTa €70 YTBEPKACHH.

3.54. B BBORHOI 4acTH aKTa B UMEHUTEALHOM MaZIeXKe yKa3bIBAlOTCA!

OCHOBaHME  COCTAaBjeHHs  aKTa  (JIOKaJbHBIH  HOPMATHBHEIH  aKT;
PAcTIOpPANNTENbHBIN JOKYMEHT OpraHH3aluu (NpHKa3s, pacHopsikeHHe); ¢akT UM
CoOBITHE, TOCTYKHBIIES OCHOBAHHEM JUIA COCTABIICHHA aKTa),

COCTABHTENH aKTa (TepedHcsioTca nmochke cioBa «CocTaBieH» ¢ yKa3aHHEM
MODKHOCTEM, HAMMEHOBAHHI  OpraHW3allid, eclH COCTaBHTSNM  ABIAIOTCA
TIpeCTABHTE/ISMHU APYTOit OpraHu3alnH, GpaMuIui 1 HHULHAIOB).

EcJn aKT COCTaBJIeH KOMHCCHEI, MepBoi yKaspIBaeTcs QaMHIIHS MpeAcCeAaTes
KOMYCCHH, 3aT€M WICHOB KOMUCCHH B and)aBUTHOM MOPAIKE.

3.55. B TekcTe akTa M3NaratoTcd 1eH Y 3aJaUH COCTABIICHHS aKTa, CYIIHOCTB,
XapaxTep, METOABI H CPOKH NpoZieIaHHOH paboTEl, ee pe3ynbTaThl.

Ipy HEOOXOAUMOCTH aKT MOXET COEPIKaTh BEIBOABI M PEeKOMEHIANH.

B 3aKmoduTeNsHOM 9acTH aKTa YKAa3hIBAlOTCA KOJIHYECTBO IMOATOTOBICHHBIX
SK3EMIUIAPOB aKTA M MECTOHAXOXACHHE KaXAOro JK3eMIuispa. KommdecTBo
3K3eMIUIIPOB aKTa OTpefenseTcs KOJNHYECTBOM CTOPOH, 3aHHTEPECOBAHHBIX B €10
COCTABJICHHH, HWJIHd HOPMATHBHBIMH  TpeOOBaHMAMY, PpEriaMEeHTHPYIOIIHMH
COCTABJIEHHE AKTOB KOHKPETHOHN pasHOBHIHOCTH.

3.56. DK3eMIUTAPS! aKTa MOATHCHBAIOTCA BCEMH UEHAMH KOMHCCHH (€CnH
aKT COCTABISUICA KOMHCCHell) HJIM COCTABHTENAMH M, NpH HEeOOXOXMMOCTH,
NPHCYTCTBOBABIINMH JIHLAMH.

INpu noAmucaHuy aKTa MpejceliaTeNeM N WieHaMH KOMHCCHM HaHMEHOBAHHA
HX DOJDKHOCTEH He YKa3bIBaIOTCH.

Ocofoe MHeHHe COCTaBHTEN aKTa H3/IaracTcs Ha OTAENbHOM JIMCTE,
MOANHCHIBACTCS U [IPUIAraeTcs K aKkty.

3.57. Ecnu 3akoHopaTenscTBoM Poccuiickoli ®eaepaimi NpefyCMOTPEHO
O3HAKOMNEHHE C COfepKaHWeM aKTa JIMI, YMIOMAHYTBIX B aKTe, IIOJ MOANHKCH, Ha
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ocNemHell CTpaHAIE aKTa MPOCTABIAETCH O3HAKOMMTENbHAA BH3A «C axToM
03HAaKOMJIEH(5)», TIPH STOM YKAa3bIBAIOTCA HAHMCHOBAHIA nomKHOCTed, NHYHBIS
mognucy, pacumbpoBKH MOAMHMCceH, JAATHL  O3HAKOMICHHA. JIuua, KOTOpBIE
SHAKOMATCA € COIEPXKAHMEM aKTa, HMEIOT MpaBo HE COIIACHTLCH C COIEPIKaHNEM
acTa B 1LENOM WA €ro OTACABHBIMH TONOXCHMAMH, 9TO JOIDKHO OHITB
3a()KCHPOBAHO TIPH O3HAKOMIICHMH C AKTOM.

3.58. HNoxnapmasa (cuyxeOHad) 3ammcka HCIONB3YeTCA A OTIepaTUBHOIO
pH(pOpMAIMOHHOTO ~ OOMeHa  Mexly  CTPYKTYPHBIMH HoApasfeNeHUAMH
H PYKOBOJACTBOM. PekoMeHIyeMBIe obpasiupl  oQopMIIeHUA JOKIAHON 3aIHCKH
¥ cyxeGHOll 3amiCKd, TOATOTOBNGHHOH Ha OCHOBE 3eKTpOHHOrO [abaoHa
(mpunoxenus Ne 8, 9).

3.59. OGS3aTENbHBIME PEKBU3UTAMH  HOKIaIHOH (cnyxeGHol) 3amMHCKH
JBIMOTCS: HAMMEHOBAHHE CTPYKTYPHOTO MOApasieiennd, HaHMCHOBAHHE BHJA
ROKyMeHTa (JIoKIafHas 3amrncKa, ciyxefHas 3anucka), AaTa, 3ar0jloBOK K TCKCTY,
af[pecaT, TEKCT, TIOAMHACE.

3.60. [Ipu aApecoBaHHH JOKJIAJHBIX (cyxeGHBIX) 3allMCOK YKa3bIBAOTOA
B JaTeJBHOM Majiexe AODKHOCTH JIHIA, KOTOPOMY afpecoBaH TOKYMEHT, (paMumms

w wHunuansl. Hanpamep:
3aMeCTUTENO TeHEPANBHOTO
aupektopa ®BY «HaumMeHOBaHHKE
OpraHH3alHKm»
damunus 1.0.

HIH:

Pyxosoguremo HernapTaMenTa
HH(OPMALMOHHBIX TEXHONOTHHA
®damumma 1.0,

3.61. HMoknajgHele (cry>xeGHBIE) 3aMUCKU MOTYT COCTABJIATBCA,
pacCMATpHBaTECA M XPAHMTBCA B TEUCHHE YCTAaHOBJIEHHOTO CPOKA HCKIIOUMTENHO
B anexTporsoM Bujie B CO/L.

[lpy opraHusalu¥ paboTel € NOKIAJHBIMH (cmyxeGHBIMM)  3aNECKaMH
B 3NEKTPOHHOM BHJIE HCIIONB3YIOTCA  JNCKTPOHHBIC mabOHEl AOKJIAJHOH ¢

cy>xeGHOMH 3aMACOK.

3.62. TexeT HOKNamHOM (CiyXeGHOH) 3aIMCKH, B 3aBUCHMOCTH OT CIIOYKHOCTH
coflepKaHus W TPHBOAUMON apryMEHTalluH, COCTOHT W3 OJHOM, IBYX MM TpeX
qacTe:

B I1epBOI UacTH M3JAraloTCs MPHIHHBL, dakThl WM COOBITHSA, MOCTYKHBIIHE
TIOBOJOM TS COCTABICHHA JOKYMEHTA,
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BO BTOpOHl dYacTH JaeTcd aHauus3 CIIOXXMBIIEHCS CHUTyallMi, BO3MOXHBIC
BapUAHTBHI €€ PEICHHS;

B TpeTheil 9acTH U3NAraloTCA BHIBOEL

3.63. PerucTpaunss AOKIAAHBIX H cykeOHBIX 3aMHCOK OCYIISCTBIACTCA
g CDII, npu orcyrcrBuu CO/l — B CTPYKTYPHOM nojpa3AeneHny, MOAroTOBUBIIEM
IOKYMEHT.

3.64. JlenoBpie TNHChMA, HATPABIACMEIC 3apy0eXHBIM  KOPPECTOHIEHTaM
(BTOM 4HCIE afpecaTaM TOCyJapcTs — OBIBIOMX pecryOnHuK B COCTaBe CCCP),
oopMIIIOTCSH Ha OniaHkKe MMChMa OpraHu3alliy ¢ PeKBH3UTAMH Ha PYCCKOM H OTHOM
H3 HHOCTPAHHBIX S3BIKOB.

3.65. [TuckMo, Hampapisemoe 3apybexxHOMy ajpecarty, COCTaRIsIeTCA HA
pYcCKOM S3bIKE, MPOXONMT COTNAacoBaHHE CO BCEMH 3alHTEPECOBaHHBIMU JIMIIAMH
OpraHH3alKH, [IOCIE Yero MHCHMO NEPEeBOJUTCA Ha ONMH M3 MHOCTpPAHHBIX A3GIKOB
(A3BIK afpecaTa WM BHIIMHCKHH a3pik) M odopmisieTcs Ha ONaHKe MUCBMA,
MpeAHA3HAUSHHOM JUIs IEPEMHCKH ¢ 3apyGeKHBIMHI KOPPECIIOHIEHTaMH.

TJomIMMHAK THchMa, OQOPMIEHHBIH Ha OJHOM M3 HHOCTPAaHHBIX ST3BIKOB,
OIDKeH GBITh MIEHTHIeH TI0 CORSPKAHHIO SK3EMILIAPY Ha PyCCkoM I3BIKE C BU3aMH
3aMHTEPECOBAHHBIX JIHIL.

3.66. Ha moanuch pyKOBOBHUTEINIO MPENCTABIAIOTCA: SK3EMIUIAp MHUChMa
33py0eKHOMY KOPPECTIOHACHTY, odopMICHHBIH Ha OnaHKe, KOMUA JAHHOTO [HCHMA
Ha CTAHZApTHOM nHcTe OyMard ¢ BU30H HCHONHHUTEN, SK3eMIUIAp [HChMa Ha
PYCCKOM S13bIKE C BH3aMU 3aHHTEPECOBAHHBIX JIMLL.

3.67. Tlocne  MOANUCAHMS  OWCBMa  PYKOBOAMTENEM — HIH  MHBIM
YTIONHOMOYEHHBIM MM JIHLIOM:

3K3eMIUIAP MACHMA, OOpMIEHHEIH HA GraHKe, IOAMUCAHHEIN PYKOBOAHTENIEM
u 3aperucTpupoBanHElii B Ciyx6e IenonponsBoiCTEa, HAIIpABIIETCA afpecary,

KOs MIAChMA ¢ BH30H HCTIONHMTENA U 9K3eMIUIAp MHChMa, COCTaBJIEHHBIH Ha
PYCCKOM sI3BIKe, C BU3aMH 3aHHTEPECOBAHHBIX JINLL MOMEINAIOTCS B JETIO.

3.68. [InceMa, HampapifeMble 3apyOexHBIM apecaTaM, HODKHBI UMETH
PEKBU3UTEL: ajipecar, AaTa, PErHCTPAaLMOHHBIH HOMEP, TEKCT, OANHCD.

[Ipy HEeOoOXOAUMOCTH MOTYT oOpMAATECA ~PEKBH3HTH  «CCBITKa  Ha
PErMCTPALHOHHBIH HOMEp M JIaTy TOCTYIHBIICTO NHCEMa» H «3arojlIoBOK K TEKCTY».
Ha KONMY ITMCHMA, IOMEIIAEMO# B IEN0, HOMONHHTENBHO [POCTABIACTCA oTMeTKa 00
HCIOJHUTENE.

3.69. PexBu3uT «anpecar» OQOPMILIETCs CIpaBa MOJ PeKBUSHTAMH GnmaHKa.
AZIpecaroM ITHCEMa MOXET OBITh OpraHH3al|s Wil KOHKPETHOE HHLIO.

Ecii TIHCEMO aApecOBaHO OPTaHU3alUMH, CHAavala NaeTes €e HaKMeHOBaHHE,
saTeM — TIOYTOBBIM ajpec B MOCHKENOBATCHBHOCTH: HOMED AoMa WIH 371aHHA,
Ha3BaHUe yJIMIbI; Ha3BaHUe ropoa; CTpaHa.
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KaxIpiil IEMeHT apeca MUIIETCs Ha otTmenbHoOl cTpoke. Haspanue ropond,
KaK TIPABHJIO, (EIATACTCSA IPONUCHBIMA 6yxsamy, Hanpuamep:

Brook & Son Toymakers
61-71 Steel Street
BRIDGETOWN

BR61 7RE

U.S.A.

Crosa Avenue, Street, Place 1 HHbIC B a(pece THLIYTCS C NPOMUCHOH OYKBHI.
[pu opopMIICHHH [OYTOBOTO agpeca  3apyOediHBIM KOPpECTIOHICHTaM
IiyHKTyalus He IPUMEHACTCH.
ITpym ajApecoBaHHH MHCEM HeoGX0AuMO YIUTHIBATE TPAAUIIAM, XapaKTepHbIC
IS OTHENBHBIX CTpaH (HampuMep, B BenukoGpUTaHHHA IOcTe YKa3aHUd ropofia
MO3KeT OBITh YKa3ano rpadCcTBo, B CUIA - nasBaH®e [ITaTa).
Fcmi B Haspapud (QUpMBl MPUCYTCTBYCT dammnmst JMma  (HAIPHUMED,
W. Edward & Co., Ltd), mepen Ha3BaHHEM bHpMBI IPHHATO CTABUTE CTIOBO Messrs
(coxpaiesne oT Messieurs — rocrosa).
B IECHMO apecyeTcs KOHKPeTHOMY JIHILY, EpeA Ha3BaHWeM OpraHH3alHH
yKa3EIBAIOT PaMIIHIO H IOTKHOCTD paGoTHUKa HIIH €r0 JOIDKHOCTD.
Hampumep:
Mr. Andrew Roach
Sale Manager
Super Toys Ltd
Chatfield Road
NEWTOWN
NE12 0LD
U.S.A.

370. B muchMax 3apyOexkHBIM aapecaraM nata oQopMIeTcs CIOBECHO-
1 poBHIM CIIOCOGOM B HOCIEOBATENBHOCTH: ISHb MecAna, MecALl, TOr.

Hanpumep: 24 AsHBaps 2017 r.

Tlpu cocrapjieHUH MHCHMA Ha AHrMUACKOM SI3BIKE JOMyCKaeTCA othopMIIeHHE
JATH B IOCE0BATEIBHOCTHU: T, MECAL, AeHb MecAla.

Hanpumep: 2017, Janvary 24,

371. B mmceMax 3apyGexHBIM apecataM MCIONB3YIOTC BCTYNHTENBHBIC
obpaienysi IO AOJDKHOCTH WM 110 damuny aapecara. HampuMmep:

VpajkaeMbii rocIioauH ToproBulii COBETHHK!

VBaaeMblii FOCHO/MH AHTeNoB!
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3aKaH4YHBaCTCA IACHMO 3aKIIOYUTENBHON THUKETHOH dpaso#i
«C yBaKCHHEM, ...».

V. CornacoBaHHe MPOEKTOB AOKYMEHTOB.
TToanucaue (yTBEpASHHE) NPOSKTOB JOKYMEHTOB

4.1. Cornacopasue MpOEKTa MOKYMEHTA pOBOAWTCA MO €rc MOAMACAHHA
pYKOBOZHTENEM B LENAX OUCHKY COOTBETCTBHA MPOCKTA 3aKOHOAATENBCTBY
Poccuiickoil denepaliny, JOKaJbHEIM HOpMATHBHBIM aKTaM opraHH3aluy, KadecTsa
1 ¢ dEeKTHBHOCTH TPEIaracMoro pelueHu.

CoracoBaHue NpoeKTa JAOKYMCHTA OpraHU3yeTCs HernocpeACTBEHHbIM
CIIOJHUTENEM (cocTaBhTeneM) M PYKOBONMTENICM N0fpa3eNeHui-UCTIONHUTEN]
¥ IPOBOJMTCA B Tpeenax YCTAHOBJEHHOTO CPOKA HCTIONHEHHA.

4.2. TTpy HamM4YHK B OpraHu3allid CO]] cornacoBaHHe MPOEKTOB JOKYMEHTOB
OCYILIECTBIAETCA B ABTOMATH3UPOBAHHOM PEXHME TIOCPe/CTBOM HanpapNeHUA
NIPOEKTOB  [OKYyMEHTOB  JIHLAM, HasHaueHHHIM B KajecTse COTIACYIOLMX,
1 oopMIICHHS! Pe3yJIbTaTOB cornacosanus B CO/I,

CoriacoBaHue TIPOEKTOB INOKYMEHTOB MOKET OCYNIECTBIATBCS TIOCPEACTEOM
KOPIIOPaTUBHOM 9EKTPOHHOM IOYTH H odopMiIeHHs HCTIOIHUTENEM HUCTA
COTJIACOBAHHSA C TIPHIOXEHHEM 3JIEKTPOHHBIX CoObIIeHMI JHL, Y4acTBOBABLIMX
B COMIACOBAHHHM MMPOEKTA JOKYMCHTA.

4.3. CoryIacOBaHHE MPOEKTOB JOKYMEHTOB C paGOTHAKaMH OpraHH3alkH
@Wuny ApYrMMH OpTraHH3alHAMH OpraHu3yeT WCIONHUTENb TOCKe COrJIacOBaHUA
B pafoueM TOpAAKE MPOCKTA JOKYMEHTa C PYKOBOAUTEIIEM CTPYKTYpHOTO
mojpasfeNienHs U B COOTBETCTBHH ¢ UWHCIpyKuHeH IO IENONPOU3BOACTBY
opraHH3alMy MIHM MHBIMH IOKaNbHBIMH HOPMATHBHBIMH aKTaMH, peryaHpyIOIHMH
TPOLIECC COTIaCOBAHNA (BM3HUPOBAHMA) POSKTOB JOKYMEHTOB.

4.4. TIpoexTsl JOKyMEHTOB COrNIacyHOTCA!

HENOCPEACTBEHHBIM  MCTIOJIHUTENIEM PYKOBOZHTENEM MOAPa3ICnCHHA-
HCTIOJHHUTEILA;

COMCIIOMHHATENAMHE (IPH KX HAIM9UR);

PYKOBORMTENSAMH CTPYKTYPHBIX nopasaenenmii, paGoTHHKAMH OpraHH3aLHm,
HampaBieHusa AesTeNbHOCTH p/win  PyHKIHOHAIBHBIC o6M3aHHOCTH  KOTOPBIX
3aTparuBaloTCsi B [POCKTS JOKyMeHTa W/HIH KOTOPBIC yKasaHel B TIPOEKTe
NIOKyMeHTa B KayecTBe jcronHuTeNeil (8 cnydae BpEMEHHOTO OTCYTCTBHA
pyKOBOZMTENS MOApasIeeHI ApOeKT JOKyMEeHTa BH3UPYeT MO, BPEMEHHO
HCIIONHAIINSE €r0 06A3aHHOCTH);



40

saMecTUTENIMH PYKOBOJIHTENs OpraHu3allhH, KypUpPYIOIHMY  3aTPOHYTHIC
B IPOEKTe HAOKYMEHTa BOTMPOCHI (ecnu AOKYMEHT MOANUCHIBACTCA (yTBEpKHaeTCs)
PYKOBOMTENEM OpraHu3anu);

ropuAMYecKoil cyxboi (mpoexros JIHA, npoekToB TIPUKA30B);

Crnyx60ii es10TipOU3BOJCTRA.

[IpoeKTH NOKyMEHTOB, peamu3aliui KOTOpBIX TpebyeT (HHAHCOBBIX 3aTpart,
COITIACOBBIBAIOTCS ¢ MHAHCOBBIM MOAPA3NCIEHUEM.

He pomyckaeTcs HAampaBiiTbh Ha cOracoBaHye [MMPOEKT AOKYMCHTA
OJHOBPEMEHHO ABYM Ui bonee paGOTHHKaM OJHOrO CTPYKTYPHOTO oApa3eeHus.
B xauecTse JIMI, COTMIACYIOMHAX TPOCKT JOKyMeHTa, HOJDKHBI BBICTYNIATh
NpeHMyECTBEHHO PYKOBOUTE/H CTPYKTYPHBIX HOApa3AeIICHHIL.

4.5. BuemmHee  comacoBaHWe — MPOSKTa INOKyMEHTa  OCYIECTBIACTCA
[IOCPE/CTBOM HAMpaBICHHA MPOSKTa B ApYTYIO OpraHU3aIHIo C COTPOBOJHTEIBHEIM
[THCEMOM, B KOTOPOM YKa3BIBAeTCA CPOK COTIACOBAHKA.

Ecniu  OpraHmsaiyiy, —CODJACYoIMe  MpOeKT NOKYMEHTa, ABJAIOTCA
yHACTHHKAMH OHOW CDJI, cornacoBaHHe MOXKET 6o npoBeneHo B COJ1 Oe3
HANpPABNEHNA CONPOBOJMTENBHOTO  MACHMA i OIHOBPEMEHHO C BHYTPCHHHM
COTJIACOBAHHEM.

4.6. Cpoxu cormacopanusi JOKYMCHTOB yCTaHABJIMBAIOTCA VIHIMBU LY ATBHOH
HECTpYKLHell IO eNoTpOU3BOACTBY WU MHBIMH JIOKalbHBIMH HOPMATHBHBIMH
aKTAMM B 3ABHCHMOCTM OT BHIa AOKYMCHTa H obbeMa JOKYMEHTa, BKioUasd
npunoxenns k memy. Cpokyl COJIACOBAHUS JOKYMEHTOB COCTABIAIOT -

POEKTHI AEIOBBIX (CiyXeGHBIX) IIHCEM — 1-3 paboyHx RHA,

NpOEKTHI MPUKA30B 6e3 mpuoxeHuii — 1-3 paGoyux AHS;

[IPOEKTHl MPUKA30B C MPHIOKCHHIMH CIIPaBOYHOTO XapakTepa — 3-5 pabounx
AHeiH;

NpOeKTHl MPHKa3eB C MPUIOKEHHEM JOKANbHBIX HOPMATHBHBIX aKTOB
B 3aBHCHMOCTH OT HX 00beMa (He Gonee 50 cTparum) — 5-10 pabounx JHEH,

IPOEKTHI IOKANBHEIX HOPMATHBHBIX aKTOB, YTBEPKAAEMbIX HETNOCPSACTBEHHO
[OITHCHIO PYKOBOAHTENA (HE onee 50 crpanuil) — 5-10 paGounx nHel;

MPOEKTHl TIPOTOKOJIOB sacefanuii (CoBemIAHMi) pH HeOOXOMUMMOCTH HX
COrIACOBAHMS, B 3aBUCHMOCTH OT 00BeMa IOKYMEHTa — 1-3 pabouunx AHs.

Cpoxil CcOT7acOBaHHA MNPOCKTOB JOKyMEHTOB, HaNpap/ieMBIX Ha BHEILHES
COTNacoBaHMEe He JOJDKHBI COCTABIATE Gonee 30 KaneHHApHEIX AHEH.

B KOHKDeTHBIX CIy4asx B 3aBUCHMOCTH OT colepaHus W HasHalCHHA
AOKYMEHTa CPOK COTIAcOBaHMA MOXCT GRITH COKpAIIIEH HIIM YBEJM4YeH IO PeleHHIO

' YugueugyaibHoil MHCTPYKLMEH [0 STONPOU3BOACTBY MOTYT GHiTh YCTAHOBNEHH HHBIC CPOKH
COTIACOBAHMA TIPOCKTOR AOKYMEHTOB.
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PYKOBOZUTEJS, KyPHPYIOILETO HANPABNEHHE AEATENBHOCTH, IO KOTOPOMY TOTOBHUTCA
NPOeKT PEIICHHUS.

4.7. OdbopmieHne pe3yNBTATOB COrMacoBaHUsA JIHA u pacnopsAIaHTENbHBIX
JOKYMEHTOB OCYILECTBIIAETCA B BUJAC BU3, MPOCTAaBIAEMBIX 3aMHTEPECOBAHHLIMH
JWIIaMU Ha TIOCIeAHEM JIUCTE MpOoeKTa JOKyMEeHTa (ua ero nuueBoi M 060POTHOH
CTOpOHE) MM Ha OTAENBHOM HHCTE COINAcOBaHMA, ABIAIOINEMCA HEOTHEMIIEMOH
4yacThIO JIOKyMeHTa. OTMETKH © COTJIACOBAHHU (rpud cornacopaHua M BH3EI)
o(OPMIISIIOTCS B COOTBETCTBHH C IyHKTaMU 2.45, 2.46 IlpuMepHOH HHCTPYKLIHH.

ITpu cormacoBaHHWH JENOBBIX (cnyxeGHBIX) MHCEM BH3BI IIPOCTABIAIOTCS Ha
KONHH THchbMa (BH30BOM OK3eMILIP), KOTOPBIA MOCHKe MOANHCAHUSA NOJJTHHHHUKA
HHChMa H €To PerncIpaliu HoMemlaeTcsa B JeNo, WiN Ha oGopoTe MOJTHHHAKA
IIHChMa, €C/IH TIHCHMO HATIpABNAETCS apecaty Mo dakcy Wi MEKTPOHHOH MOYTe.
"JTOT XKe SK3eMIUIP THChMA TOCHe OTIPaBKH aapecaty (mo axcy WM 3IMEKTPOHHOH
HOYTe B BUJE IEKTPOHHOM KOIHM) OMELLAeTCH B JIENIO.

IIpoeKTH TIPOTOKONOB BH3HUPYIOTCA JIMIAMH, BBICTYMABIIMMH Ha 3aceJaHnH
(coBeMIAHMM) MyTeM MPOCTABIEHHMS BH3bl HA JIEBOM IOjIe JOKyMEHTa HanpoTHB
3aITMCH BBICTYTUICHHUS COOTBETCTBYIOMIETO PabOTHHKA.

4.8. CornacoBaHHe IPOEKTOB JIOKYMEHTOB MOXET OCYIIECTBIATHCA B COH.
Tlocie 3aBepiieHHs TpOUEAYPHl corfacoBaHus (TpH COZZAHWH TIOMTHHHHKA
HOKyMeHTa Ha GyMaKHOM HOCHTeNe) JIACT COracoBaHHsA pacneuarsiBaercs u3 COJL,
NpUKIafBBaeTCA K TPOEKTy HAOKYMEHT2 M TPEACTaBIAETCR  Ha OAIHUCH
PYKOBOZMTENIIO OpraHH3alyH (HHOMY yIOTHOMOYEHHOMY UM JIHILY).

CoracoBanme BHYTpPeHHMX  JOKYMEHTOB, CO3JaHME, XpaHeHHe
H UCTIONB30BAHNE KOTOPHIX OCYINECTBIAETCA IIOCPEACTBOM CHJ1, npooautca B COI
B 5JIEKTPOHHOM BHJE.

[lpy COIVACOBAHWH IPOEKTOB BHYTPEHHHX IOKYMEHTOB, CO3/aHHBIX Ha
6yMaXHOM HOCHTENe, BHU3Bl IPOCTABISIOTCA HEMOCPEACTBEHHO Ha IPOEKTe
HOKYMEHTA.

4.9. TIpy BHELIHEM COTACOBAHNH, MOMYIEHHOM MHCHMOM, HIH COTJIacCOBaHHH
NpoeKTa JOKYMEHTa KOJUIETHANbHBIM (coBeiaTeNbHBIM) OpPraHOM © ¢uxcanuei
pellleHHs O COIIACOBAHHH B NPOTOKONE 3aCeNaHMs HCHOMHUTEND obopMIIIET Ha
TIpOeKTe JOKYMEHTA WK B JIMCTE COTIACOBAHMA rpud cornacoBaHusi B COOTBETCTBHH
¢ myHKToM 2.45 TIpuMepHOH HHCTPYKLHH. TThuceMa O COTJIACOBaHHMM (BBIMHCKA M3
TIPOTOKOJIA) NPWIArAlOTCA K IIPOSKTY AOKYMCHTA.

4.10. B XOje COTIacOBAaHMA TpOEKTa JOKyMeHTa PabOTHHK, COTMACYIOIIHM
JOKYMEHT, [IPHHUMAET OFHO H3 CIICAYIOLHX penieHui:

COTTIACOBATH MPOSKT AOKyMeHTa 6e3 3aMmeuaHuH;

COTNIacOBaTk POEKT JOKYMEHTA C 3aMeYaHUAMHE;

OTKIOHHUTh MPOEKT NOKYMEHTA,
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yKa3aTh, YTO HE HMEET OTHOLIEHHS K IPOEKTy AOKyMeHTa (pacCMOTpeHMe
BONPOCA, MO KOTOPOMY [IPUHHMAETcs pellleHHe, HE BXOAMT B OOA3aHHOCTH
paboTHUKA).

Bo3paxkeHUs 10 NpOEKTy Ipukasa (pacmopsiKeHHsd), BO3SHHKAOIIHE MpH
COTTIACOBAHMM, M3IAraloTCd B CMpaBKe, KOTOpas [MpHIaracTca K IPOSKTy, HIH
BHOCHUTCH B COJI.

Ecim mpoeKT MOKYMEHTa COINIacOBaH ¢ 3aMEYaHHAMH, 3TO O3Ha4aer, 4To
3aMeYaHusd HOCAT PeRAaKIUOHHBIA XapakTep, H NMOCIE UX IMPHHATHUA HCIOIHUTEIEM
TIPOEeKT He TpeGyeT MOBTOPHOI'O COTTIACOBAHMSI.

TMpoekT JOKyMeHTa OTKIOHIETCS IMIOM, COTNIACYIOIUM JOKYMEHT, B CITyqasX:

HANMYKS CYLIECTBSHHEIX 3aME4aHMH I10 MPOEKTY TOKYMEHTa;

HECOTNACHA ¢ MPOEKTOM JOKYMEHTA.

4.11. HecornacoBaHHEIH IPOEKT JHOKyMeHTa Tpebyer mAopaGOTKH IO
BHICKA3aHHBIM 3aMEUaHUAM, epeodOpMICHHS H TOBTOPHOT'O COTJIACOBAaHUA.

4.12. Ecnin npu popaborke MpoekTa NOKYMEHTA HCTIONHHUTENb NPHHUMACT
pellieHHe He YYMTHIBATE 3aMetdaHMe (3aMedaHMA) JuOa (ML), YYacTBOBABIIMX
B COIVIACOBAHMH, MCIIONHHTENEM TOTOBHTCA PEeCTp HEeYUYTeHHBIX 3aMEevaHui,
KOTOpbIii BMeCT€ C TMPOEKTOM JOKYMEHTa MNpeACTaBIAeTCs PYKOBOAUTEIMO
OpraHM3alM¥ WIH HHOMY YIOJHOMOYEHHOMY MM  JODKHOCTHOMY  JIHLLY,
MOAmHICcHIBatoIeMy (YTBEpXKIAIOUIeMy) AOKYMeHT. PeecTp HeyYTEHHBIX 3ameyaHHH
MOAIIUCHIBAETCA PYKOBOAUTENIEM CTPYKTYPHOTO MOApa3e/IeHHA-HCIIOIHUTENS.

4.13. PemeHne 0 TOM, IPUHUMATh WK He IPHHUMATh HEYYTCHHEIC 3aMCYaHUA
NMPUHAMAET PYKOBOAMTENb.

B ciryuae eclM pyKOBOJUTENs NPUHUMAET pellieHHe 0 HeOoOXONUMOCTH y4eCTh
3aMedaHns, OTKJIOHEHHBIE MCTIONHHTENEM, HCIONHHTENDb A0pabarbiBacT NPOEKT
JIOKYMEHTA B COOTBETCTBUH C BEICKA3aHHBIMH 3aMEUaHUIMH.

Eciii pyKOBOJMTENb COTJIANIAeTCA ¢ MHEHHEM HCTIONHHTENA, OH MOANHCHIBACT
(yTBep:KIaeT) AOKYMEHT.

4.14. NoKyMeHTHl, H3/aBacMbleé OT HMMEHH OpraHu3alpH, IOANHCHIBAIOTCA
PYKOBOJIMTE/IEM OpraHH3allMH HWIM HHBIMH YIOJHOMO4YEHHBIMH HM JOJLKHOCTHBIMU
AunamMi  (3aMECTHTENAMM  PYKOBOAMTENS  OpraHM3alyy,  PYKOBOJUTEISIMH
CTPYKTYpPHBIX TIOApasfieNneHH i, HHBIMH JODKHOCTHBIME JIMIIaMH B COOTBETCTBUH C UX
KOMIICTEHIMEH, OMpeAenaeMoil JNOBEPEHHOCTAMY HA BHINOJNHEHHE ONPEACNIEHHBIX
RelicTBUA OT HMMEHH OpraHW3alliM, BHYTPEHHMMH HOPMATHBHBIMH JOKYMEHTaMH
OpraHH3aluH).

4.15, OTnenpHele  BHABL  BHYTPEHHHX  JOKyMeHTOB  (cTyxeGHEle,
OOBICHUTE/BHEIE 3aIMCKH) HA HMs PYKOBOJHTENSA CTPYKTYPHOTO INMOAPa3ACICHHA
TIOATHCHIBAIOTCS MCIIONHHUTENEM (COCTaBHTENEM), €CIH paspeliaeMble NPH 3TOM
BOTPOCH! He BEIXOAAT 32 Npelessl ero KOMIeTeHLH.
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4.16. JJoKyMeHTEl, HampapjsieMble B BBICINHE OpPraHbl FOCY/JapCTBEHHOM
BJIACTH, Ha MMs NMEPBHIX PyKOBOZHMTENeH (PeCPAIBHEIX OpranoB UCTIOJTHATENBHON
BAACTH, pykoBomuteleit CyOBEKTOB Poccutickoii Oefepauuu M 3apyOeKHBIX
rocygapcTs, INOANMHMCHBAIOTCA  PYKOBORUTENEM OpraHM3alidd  HIH  JIHLOM,
WCTIONHAIONIAM €70 00sA3aHHOCTH.

4.17. JlokyMeHTH], HampapiieMbIe B NOJBEIOMCTBEHHEIE M CTOPOHHUC
OpraHH3al}H, OAMUCHIBAIOTCS 3aMECTHTCIIMH PYKOBORHTEIs OpraHU3allMK, HHBIMHU
JIOMKHOCTHHIMM JHL[AMH OpraHW3aldd B COOTBETCTBHH C OpeAOCTaBACHHEIMA HM
MOJHOMOUHSIMH.

4.18. JIOKyMeHT MOANMCHIBACTCA IBYMA HIIH Gonee JHMLIAMH, €CJIH 33
cofiep)kaHHe JOKyMeHTa HEcyT OTBETCTBEHHOCTH HECKONBKO  pabOTHHKOB
(moKyMeHTbl,  TOATOTOBICHHBIC  HECKOJBKHMH nojpasIcieHisAMH KA
OpTaHU3aLNAMH, paboueH rpyIIoit, KOMHCCHEH).

4.19. TlommucbiBaeTcA, Kak MNpaBwio, OIMH  SK3CMILLIP JTOKYMEHTA.
COBMECTHBI JOKYMEHT IIOJNHMCHIBaeTCa B  KOIHIECTBS, COOTBETCTBYIOLIEM
KOJIMYEeCTBY OpraHu3aluii, CO3AaBIMHX OKYMEHT.

I[Ipu HanpaBieHHH MUCHMa WM BHYTPCHHErO AH}OpMAIHOHHO-CIIPABOTHOTO
IOKyMeHTa HECKOJBKUM ajpecaTaM (He Gollee YETHIpEX) MONIHCHIBACTCA KX JIBIH
OTIPABIiSeMbill SK3eMIIIAP JOKYMEHTA.

4.20. Tloanuch Ha OOKyMeHTe o(opMmiiercd B COOTBETCTBHH C ITyHKTaMH
2.47, 2.48 ITpumepHOH HHCTPYKIIHH.

421, YTBepKAEHHUE TOKYMEHTA IIPOU3BOAUTCA:

HeTOCPEICTBEHHO PYKOBOIMTENEM — IPOCTABICHHCM cOOCTBEHHOPYYHO
nonnucH B rpudie yTBEPKISHUS,

[pPHKA30M OpraHU3aHH.

4.22. YTIBepXKIaOTCA NPaBUia, MOJOXCHMA, HHCTPYKIHH, PeriaMeHThl,
HeKOTOpble BHABl AKTOB, IUIAHBL, TpOrpaMMsl M ApyrHe  JOKyMEHTEI,
yCTaHABJIMBalOIie HOPMBI B/HiM  PACCUMTAHHBIE Ha JUINTENBHOS MPHMEHEHHE
(mpunoxerne Ne 10).

Odopminenue rpuda yTBEpXKACHHL NPON3BOUTCA B COOTBETCTBHH ¢ IIYHKTOM
2.41 TlpuMepHO# HHCTPYKLIHH.

4.23. TTommuch pyKOBOOUTE OpTaHA3AMY HIIH HHOTO YIIOTHOMOYEHHOTO HM
JUHa Ha NOKYMEHTaX, TpeOYIomHMX 0coB0ro yJAOCTOBEPEHHA HX INOMIHHHOCTH,
a TAIOKe Ha KOMUAX NOKYMEHTOB H BBIIMCKAX M3 JOKYMCHTOB 3aBepseTcs MeYaThio
(mpunoxenue Ne 11).

[leuaTh Ha /[AOKYMEHTE HpPOCTABNISETCA B COOTBETCTBUH © IyHKTOM
2.49 INpuMepHOH HHCTPYKINH.
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V. Opranusanys [oKyMeHTO000pOTA

5.1. JlokyMeHTOOGOpOT BKIOYAET BCIO HOCHEAOBATEABLHOCTD nepeMeleHRi
[OKYMEHTOB, 2 TaKxke ONepaluy, coBepinacMbie ¢ HOKyMEHTaMH B npoecce HX
CO3aHNA U MCTIONHEHMs (NOMyUeHHE, OTIIpaBKa, MpeNBapuTENBHOS paccMoTpeHue,
perucTpalys, pPacCMOTPEHHE PYKOBOJHTENEM).

5.2. lens opraHusanyii IOKyMeHT00GOopoTa — obecriedeHre CBOEBPEMEHHOTO
IIPHHATHSA YTIPABIEHIECKMX pemieHMi ¥ MX NCTIONHEHNA. 3ajaua JOKyMEHTO0G0POTa
—  OpraHM3oBaTh JABIDKCHHE JOKYMEHTOB IO HAMMEHEE KOpOTKOMY  IIYTH
c MAHMMAIBHBIMH 3aTpaTaMH TpyAa H BpeMeHH, B YCIOBHAX ANEKTPOHHOTO
JHOKyMeHTO000pOTa — obecIeunTh HOCTYN K JOKyMEHTaM moms3oBaTeisiM  COI
B COOTBETCTBHH ¢ MPESAOCTABICHHBIMH HM MpaBaMH.

5.3. B ycnoBuaX NpHMEHCHHA COI B OpraHM3AUUH HCHONE3YIOTCH
3EKTPOHHBIE JOKYMEHTBI, 8 TaKkKe 3NEeKTPOHHEIE KOMMH JIOKYMCHTOB, HONy9IEeHHbIS
B pe3yJbTaTe CKAHHPOBAHU JOKyMeHTOB Ha GyMaXHOM HOCHTOIC. JIOKyMEHTHI
OPTAHH3ALHH, HMEIONME BPEMEHHEIC cpoku xpaHeHus (10 10 eT BKIFOUHMTENBHO)
MOTYT CO371aBaThCd, XpaHHTBCA H HCIIOJIF30BaThCA HCKIIOYUTENBHO B dopme
3JIEKTPOHHBIX JOKYMEHTOB.

[lepeveHb OKYyMEHTOB, cO3JaBaeMblX, XpaHMMBIX H UCIIONB3YEMBIX
ACKIFOUHTENBHO B GOPME SMEKTPOHHBIX OKYMEHTOB, yTBEPXKAACTCS PyKOBOAUTEIEM
opraHM3aLyH.

5.4. Opranausauys ABWKCHHA JOKyMeHTOB B YCIOBHAX 3JIEKTPOHHOTO
JOKYMeHTo000pOoTa  OCYLIECTBIAETCA B COOTBETCTBHMH C peETIaMEeHTHPOBAHHBIMH
MapIIpyTaMH, paspabaTbiBaeMBIMU Cyx6oii  enonpon3BoACTEa. MapupyTh!
JABHXECHHUA opramlsauuouﬂo-pacnopxnmenbﬁmx OOKYMEHTOB  JIOJDKHBI OBITE
ONTHMANBHBIMA [0 3aTparaM BpeMeHH, HE IOJDKHBL  ZIOMyCKaTh AyONUpyIOIHAX
orepauuii 1 BO3BPATHEIX ABIDKEHHI, He 00yCIOBICHHBIX 11eN10BOH HEOOXOAUMOCTHIO.

5.5. OpraHuzauusa HOXyMEHT0000pOoTa OCHOBEIBACTCA Ha NpHHIHIAX:

IeHTpaIM3aLHH ONepallki 10 npueMy 1 OTHpAaBKe JOKYMEHTOB;

pacnpeZeneHns JOKyMEHTOB Ha JIOKYMEHTONOTOKH, HMEIOIIHE OJIHAKOBBIH
MapupyT (MApLIPYTH3AIHA TOKYMEHTOB),

OpraHM3aliH [Pe/IBAPHTEIBHOTO pacCMOTpEHHS BXO/ALIHMX JIOKYMEHTOB;

HCIITIOUSHIS BO3BPATHBIX JBIDKCBHI NOKYMEHTA, He o0yCIOBIEHHBIX NenoBo
HeOOXOANMOCTBIO;

OIHOKDATHOCTH PErHCTpalliu JOKYMEHTOB;

ycTpaHeHNs HeOO0CHOBAHHBIX COracOBaHUM MPOEKTOB AOKYMEHTOB;

BpeMeHHOH ~perfiaMeHTaluH onepaudii 10 06paboTke, PACcCMOTPECHHIO
1 COrNAcOBaHMIO JIOKYMEHTOB.
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5.6. B aoxymenroofopoTe OpraHu3aliii BHIAEAIOTCA JIOKYMEHTONOTOKH:
pxonsupie (NOCTyIAloNmKe) AOKYMEHTBI, HcxoasAIEe (OTNpaBIdeMbie) TOKYMEHTHL
BHYTpEHHHE [OKYMECHTHI. B cocraBe BXOMAIMX M HCXONAUMX JAOKYMEHTOB
BBIIEIIAIOTCA:

HOKyMEHTHl  OpPraHoB rocylapcTBEHHOH  BJIACTH, OpraHoB MECTHOTO
CaMOYTPABIICHH,

JOKYMEHTBI (PHITHANOB H TEPPUTOPHATLHO 060co6IeHHbIX MOAPa3IeeHHAH;

JOKYMEHTHI 13 FOCYAaPCTBCHHRBIX HeroCyAapCTBeHHBIX OpraHm3alMiL;

3afpock! JeIyTaToB TocynapcTBeHHON JyMbl 1 WICHOB Cogera Peaepaut,
JeIyTaToB 3aKOHONATENBHBIK ~ OPraHoB CcyOBeKTOB Poccmiickoit  Dexepaltiv
¥ OpTaHOB MECTHOTO CaMOYTpaBJICHHA,

oOpamieHns TpaxaaH,

JOKYMEHTEI M3 MPaBHTENBCTBEHHBIX H HeMPaBUTENHCTBEHHBIX opranuzanui
3apyOeKHBIX CTPaH ¥ APYrue rpyrsl JNOKYMEHTOB.

5.7. HNocTaBka W OTMpaBKa AOKYyMEHTOB B OpraHu3alui OCYINECTBILTIOTCA
CpeAcTBaMHU [IOYTOBOH CBf3H, (eNbIberepckoil u KypbepcKkolf CBA3H, HAapOTHBIMM
| pa3THYHEIME BUJAMH JEKTPOCBASH (baxcummIBHAA, tesierpaduas, TenedoHHad,
RIIEKTPOHHASA noyTa, CHCTEMA MeXBEIOMCTBEHHOT'O 3NEKTPOHHOTO
AOKyMEHTO00OpOTA (MBI[O)”, CoOM).

5.8. B oprau#3auuio JOCTaBIACTCA KOppeCIOHIeHIA B BHIE THCEM,
[IOYTOBBIX KapTodek, Gamieponed U [aKETOB, feyaTHBIX M3JIaHWM, TenerpaMmm,
daxcorpamm, TeneOHOTPaMM, OSNEKTPOHHBIX JOKYMEHTOB M SJIEKTPOHHBIX KOTIHH
JNOKYMEHTOB.

59, [lpreM NOKYMEHTOB OCYIICCTEIACTCA Crnyx6oif Aenonpon3BOACTEA.
JIoKyMeHTEL, TONyYCHHBIC paGorHKaMd OT ApYTHX opraHp3aumii, TaKke
nepepatorcs B Cyx0y NEeSONPOU3BOCTEA AL PeTUCTPALHH W/WK y4eTa.

5.10. Bce mocTymHBIME B OpraHU3allfio DOKYMeHThl TIOAJeXaT TIepBUYHON
oOpaboTKe, BKAIOYAIONIEH:

TIpOBEPKY NMPABHIBHOCTH AOCTABKH JOKYMEHTOB;

MpOBEPKY LIEAOCTHOCTH YIaKOBKH (KOHBEPTOB, TAKETOB);

BCKPHITHE YIAKOBKH (32 MCKIOYCHHCM KOHBEPTOB, ITIAKETOB C IIOMETKOM
«JTiaro» 1 TpadaMu OTPaHIMEHIs I0CTYTIa K IOKYMEHTY);

IpOBEPKY NENOCTHOCTH BXOJALIMX JOKXYMEHTOB, BKIIIOYast IPHIIOKEHN,

YHHYTOXKEHHE KOHBEPTOB, NIAKETOB WK YTIAKOBKY;

npocTaBlieHKe OTMETKH O [OCTYIUIEHAN HOKyMEHTa B OPraHu3alHio.

5.11. OumMGOYHO AOCTABJICHHBIE TOKYMEHTEL TIepechUIAIOTCA TI0 HA3HATCHUIO
Wi BO3BPALIAIOTCA OTIPABUTEIIO. JloxyMeHTEI, NOCTYyNUBINHE B IOBPEXTECHHON

2 TIng rocyAapCTBEHHBIX opraHnzauui — y4acTHHKOB MDJ0.
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YIIaKOBKe, [POBEPAIOTCA HA LENOCTHOCTD, B TOM qucile HA HANUYAEe MEXaHHIECKHMX
TIOBPESXACHHH.

[I04TOBBIE OTIPABICHHUS, HECTAHAAPTHEIE N0 BECY, pASMEDY, dopme, HMeromme
HEPOBHOCTH IO GokaM, 3aKjiecHHBIE JHIKOH JIeHTOH, HMEIOIIHE CTpaHHBI} 3arax,
LBET, MPENONONKATENBHO UMEIOIUE BIOXKCHWA, HE XapaKTepHbIe [N NOYTOBBIX
OTTIpaBIeHUH, He BCKpHIBAlOTCA. O [oNydYeHHH TOJO3PUTENHHOTO MOYTOBOTO
OTTIpaBNeHNs JOKJANBIBACTCA PYKOBOAUTEIIO Cnyx6p1  Ienonpou3BOACTBA H
B ciyx6y GesomacHoCcTH (TIpH €€ HATHYIWHN).

5.12. TIpu MOCTYIUIEHHH BXOAAINETo AOKyMEHTa B TIOBpPEKICHHON YIIAKOBKE,
MOBPEKACHUM JOKYMEHTa, INpH OTCYTCTBUA B KOHBepTe (maKeTe) NOKyMEHTa, €ro
qaCTH M TPHIOKEHHH K HeMy, a TAKKe IPH OTCYTCTBHH MOINYCH Ha BXOJAIIEM
JIOKyMEHTE COCTapisiercd aKkT B JABYX sK3eMInApax Ha OyMaKHOM HOCHTENIC,
ITONTIACHIBAEMEBI ABYMs pabOTHUKAMH City %05l €/I0NPOH3BOACTEA.

OnuH 9SK3eMIIAp aKkTa BMecTe C BXOAAIMM NOKyMEHTOM H €ro
MIPWIOKEHHAMH TIepelaeTCA Ha NPEBapHTEIIbHOC pacCMOTPEHHE M PETHCTPalHio,
BTOpPO# IK3EMIUIAP AKTa BHICHIIACTCS OTIPABUTEIO.

5.13. KoHBepThl, MakeThl HJIH YMAKOBKA COXpaHAIOTCA M TpWIararTes
K BXOIALIMM JOKYMEHTaM B CIydasdx:

eCIIH TOBKO 10 HHM MOXHO YCTAHOBHTB OTIIPABUTEN MK JIATY OTnpaBeHHs;

ec/i BXOISIIMI JOKYMEHT IOCTYIIHII 103Xe yKA3aHHOTO B TCKCTE HOKYMEHTA
CPOK2 HCTIONHEHHNS KM IaThl MEPOIPHATHA,

mpu GoMbLIOM PACXOKACHHM MEKIy AaTaMu MOANHCAHKSA U TMONY4eHHA
IIOKYMEHTOB.

TTocne 3aBepiieHws pafoThi ¢ AOKYMEHTOM KOHBEPT BMeCTe C AOKYMEHTOM
[OMeIIAeTcs Ha XpaHeHHe B JENO.

5.14. KoHBepTs! (NaKeTH), HMEIOINHE OTMCTKY «JTwuno» («Private»), rpadsl
orpasM¥eHHA IOCTYNa K HOKyMCHTAaM, CONEpAIIUM CBefieHHs KOHGHACHIMAIBHOrO
XapaKTepa, He BCKPBIBAIOTCS M [IEPEJAIOTON:

¢ otMeTKol «JTnunO» («Private») — HETIOCPSACTBEHHO aJpecarty,

¢ rpubamu oOrpaHMueHHs JocTynma — B cnyx6y KOHGUACHIHAIEHOTO
[eNONPON3BOACTBA MIH PabOTHHKY Cnyx65l IEeTONpOH3BOJICTRA, B 00A3aHHOCTH
KOTOpOTO  BXOAMT ob6paGoTka  JOKYMEHTOB,  COAepkarmx CBEHCHI
KOHGUACHIMATIBHOTO XapaKTepa.

5.15. BxogAmpe 3NeKTpOHHbIC ROKyMEHTBI, nOCTYNHBIIME OT JPYTAX
opraHd3alyii HO MEKTPOHHON MoyTe, MOCPeCTBOM Co wumm MO
npuaaMaoTcs Ciryk00# 1€nonpOH3BOACTRA.

DNeKTpoHHbie ~ MOKyMEHTEl,  NOCTYMHBILHMC no  HHGPOPMALHOHHO-
TeJeKOMMYHHKAITHOHHBIM KaHaIaM u [IONTIACAHHEIe YCHIIEHHOM
KBATH(UIBPOBAHHOH  TOANMKCHIO,  BKIKOTAIOTCA B CDJl mocie NpOBEPKH
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3IEKTPOHHO MONMACH ¥ TIOATBEPICHHA ee ,HeﬁCTBHTeJIBHOCTH13 ; JNEKTPOHHEIC

JOKYMEHTBI, NOCTYNUBIME OT ApyrHX opraHu3alMii 1o 9IEKTPOHHOH IIOYTE
J1 IONTIMCAHHRBIE  YCHJICHHON HeKBATH(UUMPOBAHHOH MONNHCHIO HIM TPOCTOH
SMEKTPOHHOI IOANHCHIO, POXOIAT TIpe/IBApHTEIHOE PACCMOTPCHHE H BKJIIOYAIOTCA
p COJl mpu HauHIMH MKy opraHusanueii-oTnpapureseM u opraHu3anue-
no;yyateneM — COrfailieHHA 06 OOMeHe  DIEKTPOHHBIMHM  HOKYMCHTAMH,
MOMITACAHHBIMHA COOTBETCTBYIOLIEH MOATIHCBIO.

5.16. IlepBuaHas o6paboTka 3NEKTPOHHBIX DOKYMEHTOB, TOJYHCHHEX IO
Hﬂq)opmauHOHHO-TeneKOMMyHHKauHOHHHM KaHamaM cBa3H (3NEKTPOHHAA I04YTa,
MBJIO, cait opraHusaliii) OT ApYIHX oprammsalyii # TpaKAaH, ROKHA
COOTBETCTBOBATH TEXHONOTHH paGoThl C BXOAIIMME JAOKyMEHTaMH.

5.17. Tleppuunas o0paGoTKa XOKYMECHTOB saBeplIaeTcs HX pachpelencHieM
(copTHPOBKO#) HA PETUCTPHPYEMBIC 1 HeperucTpHpyeMble (MPHIOKEHHE Ne 12)‘4.

5.18. PerucTpanus BXOMILIMX AOKYMEHTOB OCYIHECTBIACTCS HE3aBUCUMO OT
crocoba ux JIOCTaBKH OfWH pas: B Cayx6e nenonpoH3BOACTBA WM B CTPYKTYPHOM
nofpas/ieleH  OpraHu3ailiyl B COOTBETCTBMH ¢ YCTaHOBJIEHHOH ¢dopMmoii
opraHu3alHi JeIONpPOM3BOSICTBA .

JIOKYMEHTEL, TOCTynatolue 3 IpYrix opraHM3alii HEMOCPENCTBCHHO
B CTPYKTypHble IIOApa3fC/ieHUs, HO TpeGyromue PacCMOTPEHHA PYKOBOACTBA,
nepeAaloTes ANA PETHCTpauiii 4 TpeABAPUTENPHOrO PaccMOTpeHHA B Cyx0y
IeNONMpox3BOACTBA.

5.19. PerscTpauisi BXOAAWMX JOKYMEHTOB ocylecTBiseTCd B JeHb HX
MOCTYIUICHHS WIH Ha cnepyromuii pabounii AeHb IPH HOCTYIUIGHMH JOKYMEHTOB
B KOHILIE padoyero AHsA Uiy B Hepabo4ee BpeMi.

PerucTpanus oOpalleHuH rpax/aH OCYIIECTBIAETCS B TeUCHHUE TPeX AHEH
¢ MOMEHTA MOCTYTUICHUA oﬁpamenﬂalﬁ.

5.20. CpeleHHsi O MOCTYNHUBIIEM HOKYMEHTE BHOCATCS B JJIEKTPOHHYIO
PeTHCTPAlOHHYIO KapTOUKY (OPK) COM, nmu PEruCTpaLiOHHO-YHeTHYIO dhopMy

I} Pyaueumyalbholl BHCTpYKUWeH IO HeONPOUIBOACTBY MOXCT GhITh TIPeQYCMOTpEHa pacreyaTka
IZOKYMEHTOB, NOCTYTIMBUINX B (opMe HIEKTPOHHBIX JOKYMEHTOB, C nocaeayome OpraHusauMed paboTsl
© HIMH KaK ¢ AOKYMEHTaMH Ha GYMa)KHOM HOCHTEIIC.

4 K noKyMeHTaM, He TIONISKAIITMM PericTpaLHH, OTHOCHTCA NOKYMEHTBI, He Tpebytollye HCMOMHENHA | He
copeprallie HHPOPMAILH, HCTIOMB3YEMOH B CHIPABOYHBIX LIEIAX.

15 B puauBKAyansHOH WHCTPYKUMH 10 JESI0NPOV3BOACTRY YCTAHABIHBACTCA MECTO perucTpaliny BXOAAIINX
JOKyMEHTOB (UEHTpAIH30BAHHO — B Cayxfe AeoNpoH3BOACTEA WA B Cryxbe AenonpoM3BOACTBA
#l CTPYKTYPHBIX nofpa3NeNeHHsX), 4 TAKOKS criocol perucTpalmi (B COJX Wik B PErHCTPAHOHHO-YHCTHBIX
dopmax Ha GYMAKHOM HOCHTENE).

16 (hepepansHblit 3aKoH oT 2 Mad 2006 1. Ne 59-@3 «O MOpANKe PACCMOTEHMA ofpatlieHui rpaxia
s Poccuiickoii depepaumim (Cobparue sakoHomaTenscTBa Poccuiickoll denepasiin, 2006, Ne 19, ct. 2060;
2010, Ne 27, cT. 3410; Ne 31, et 4196; 2012, Ne 31, cr. 4470; 2013, Ne 19, oT. 2307; Ne 27, c1. 3474; 2014,
Ne 48, c. 6638; 2015, Ne 45, cT. 6206; 2017, Ne 49, ct. 7327).
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Ha GyMaXHOM  HOcHTeNe, 4 TOCTYNHBLIEMY JAOKYMEHTY  MpHCBaHBaCTCA
PErHCTPALIMOHHBIH HOMED.

PerrcTpallHOHHE HOMEp BXOJLIEro JOKyMEHTa COCTOUT M3 NOPANKOBOTO
HOMepa MOKYMeHTa B TpefieNiaX KaleHapHOTO [OAa, KOTOpBIA MOXeT ObITh
fgononHed UAQPOBRIMEH WK 6yKkBeHHO-HH(POBEIME  KOAAMH (uHgexcaMu) TIO
HCTIONB3YEMBIM maccmbmca*ropam”.

5.21. Ha Bcex 3aperHCTpHpOBaHHBIX JOKYMEHTaxX, 3a HCKIOUCHHEM
IOKYMEHTOB, MOCTYIHBIIMX B (opMe SMEKTPOHHBIX JROKYMEHTOB, IPOCTABIAIOTCS
OTMETKH O TOCTYIUICHWH JOKYMEHTa B OpraHU3alHIO. B otMeTKe O MOCTYIUICHUH
IOKyMeHTa (HKCHPYIOTCS JaTa MOCTYINICHHA (mpu  HeOOXOAMMOCTH — BpeMA
[OCTYTIIEHHS B Hacax ¥ MUHYTaX) H BXOJAIIHI PETHCTPAHOHHBIH HOMEp JOKyMCHTd
B COOTBETCTBHH ¢ TyHKTOM 2.36 IIpuMepHOH HHCTPYKIMH.

5.22. JlokyMeHTEHl, MOCTYNMHBIIHC HA GyMaXKHOM HOCHTENe, CKaHHPYIOTCH,
SMEKTPOHHAS KOMHA NOKYMEHTa BIIIOYACTCA B CHM n npucoegunserca x JPK
JOKYMEHTA.

5.23. KoppecroHzeHuis Ha  HHOCTpaHHBIX  A3BIKAX, aipecoBaHHAsA
PYKOBOJCTBY OpraHM3allMW, IOCIe PerHcTpalu B CyxGe HenonpOH3BOACTBA
mepeziaeTcs B COOTBETCTBYIOICE TNIOAPA3NETCHUE WIH paGOTHUKY OpTaHH3alMH Ui
mepeBofa H MOCTeAyloIeli nepeAadd Ha paccMoTpeHHe pyKoBoAcTBa. MHasd
KOPPECTOH/IGHIIMA Ha MHOCTP2HHBIX A3BIKAX mepenaeTcss N0  HasHaueHHIO
HEMOCPEACTBEHHO B CTPYKTYPHBIE OAPa3sCICHHA.

5.24. TlpenBapuTenbHOE PACCMOTPEHHE NPOBOAMTCA B NETLIX pacmpeneIeHus
MOCTYNAIOWMX B OpPraHH3aluio JOKyMEHTOB Ha TpeGyiomue 0013aTeNBHOTO
paccMOTpeHUs PYKOBOICTBOM OpraHU3allii M HampAaBJifeMble HETOCPEACTBEHHO
B CTPYKTYpPHBIC TOAPA3AeNCHHA.

5.25. TlpensapuTenbHOe paccMOTpeHHe BXOIAMHX JAOKYMEHTOB
ocymectsisercs B CiyxGe Aen0nporn3BoACTBA NOCIC perucTpalyi JOKYMEHTOB.

[IpenBapuTensHOe PACCMOTPEHHE MOXET MPOBOIUTECA 0 perucTpaluy
BClyyae  NOCTYIUIEHUs — JAOKYMEHTOB  C oTMeTKaMH,  TpeOyIOLMMH
He3aMeUTHTENFHOrO PAaCCMOTPERHUS U HCTIOJHEHHs, IOKYMEHTA.

5.26. TIpeaBapuTeNbHOMY PACCMOTPEHMIO MOMJIEKAT BXOJAIIAE XOKYMEHTE,
a/[PECOBAHHBIE B OPFaHH3ALMIO H Ha UMs €€ PYKOBOJUTEIA.

JIoKyMEHTHI, afipecOBAHHEBIC HIOApa3ACHCHIAM, PYKOBOAUTEIIM
MOApa3AeNeHHH H CIISIUANHCTaM, NEPeatoTes B CTPYKTYPHBIE MOAPA3ACTCHUA Oes
TpEIBAPUTENHHOTO pPacCMOTpEHHEs .

7 CrpykTypa PpErHMCTPALMOHHOTO HOMepa BXOIAIICTO HOKYMEHTa OmpenenieTcd KHAMBHAYANbHOM
MHCTPYKUHEH 110 AeNONpOU3BOACTBY OPraHH3augdH.

i Cocras AOKYMEHTOB, TIOIVIEKAIIMX TIPEBAPHTEIbHOMY PACCMOTPOHHIO B OpraHm3auH, Moxer GoITh
KOHKDETH3HPOBAH B HHAMBA/YANsHOH BHCTPYKIIHH 1O NENOTIPOH3BOACTRY.
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5.27. TlpenpapuTelbHOE PacCMOTPEHHE OCYIIECTBAACTCA HUCXOHA W3 OLEHKH
COTEPXaHUS BXOOANIMX JIOKYMEHTOB, C yYETOM YCTaHOBJCHHOTO B OpraHM3alHH
pacripefienieHus  QyHKIHOHANBHEIX o6s13aHHOCTEl  MEXKIYy  PYKOBOJIHTENEM
OPTaHH3aIIMH, €0 3aMECTUTENAMH, PYKOBORUTE/IAMH CTPYKTYPHBIX HoApasaeNeHHi.

5.28. Tlo pesynpTataM IpeJBapUTENBHOTC  pPaccMOTpeHUA OOKYMEHTEI
pacTpeneNsioTCs Ha JOKyMEHTONOTOKH, HANpaBIACMbIC:

Ha PaccCMOTpPEHHE PYKOBOAWTEN OpraHH3alHH (IOKYMEHTBI, TIOCTYNAoMIUe U3
OpTaHOB [OCYAApCTBEHHOH BJIACTH, OPTaHOB MECTHOTO caMOynpaBieHus, JOKYMEHTEI
(1o HanGoJiee BaXKHBIM Y IIPHHLIHITHANEHBIM BONPOCaM ACATE/IBHOCTH OpraHn3alin);

HA  paccCMOTpeHHe  3aMecTHTellell  PYKOBOAMTEILA (DOKYMEHTHI  TIO
HATIPABNEHAAM JAEATENLHOCTH, KyPUPYEMBIX COOTBETCTRYIOLIAMH 3aMECTHTEIAMHU);

HA pacCMOTPEHHE MHBIX PyKOBOAMTENEH, [IIABHBIX H BEyIIHX CHeLIHATHCTOB,;

Ha pACCMOTpeHMEe M HCIOJIHEHHe B CTPYKTYPHBIC noApasfeNeHns 110
HaIPaBICHUAM HX OeATENBHOCTH.

529 Tlo 3aBepilleHUH TPEABAPUTEIBHOIO  PacCMOTPEHHA JTOKYMEHTEI
IepefaloTesl COOTBETCTBYIOIIUM PYKOBOMUTENAM AJIA PacCMOTPEHHA M BBIHECEHHA
pesomomuit (YkasaHuH mo UCTIONHEHNIO).

5.30. PaccMOTpeHHME HOKYMEHTOB PYKOBOJUTENEM OCYIIECTBIACTCA B b1 (51313
nepefadd NOKYMEHTOB DYKOBOQMTENO HIH HA cnegyommii pabounii JeHb, €CiH
JOKyMEHTH! epeAatBl pPyKOBOACTBY B KOHILS paGouero RHsl.

TloKyMeHTH, Tpefylollle CPOYHOTo PacCMOTPEHHA, a TaloKe TeJerpaMMBl
1 TeNnedOHOrPaMMET PACCMATPHBAIOTCA PYKOBOTUTEIEM He3aMeITUTENBHO.

5.31. Pe3ynbTaThl PaccMOTpEeHHUs AOKYMEHTa PYyKOBOAHTENCM OpraHHu3allH,
ero 3aMeCcTHTENAMH, PYKOBOMHTENAMH MoApas[eneHu# opopMnalOTCs B BHIE
pE30NIONMH B COOTBETCTRHU C ITYHKTOM 2.43 TIpuMepHOH HHCTPYKIHH.

5.32. CpeieHust O pe3osouuH (HCTIONHHTENb, CONEPKAHHS IOy CHNA, CpOK
pcnonHenns) cnenuamctoM CiyxOBl AeNoNpou3BOACTBA BHOCATCA B 9PK COJ,
HocNe YEro MCHONHMTENH IMONyYaloT ZOCTYN K JIIEKTPOHHOMY KOKYMEHTY MM
3JIeKTPOHHOM KOTIHH JOKyMEHTa, €C/IH JOKYMEHT MOCTYIIHII Ha GyMaXHOM HOCHTEJIE.

5.33. JIokyMeHTHl, NOCTymalmue Ha OyMaXXHOM HocHUTelle, Mocne HX
PETUCTPALIMH, BKIIOYCHUS B CHJl B BUAE IEKTPOHHBIX KOMHH W paccMOTPCHHA
PYKOBOACTBOM NEPEARAIOTCA B COOTBETCIBYIOLINE CTpYKTYpHBIe MOAPA3NCTCHUA Ha
JCTIO/HEHHE WTH TioMematoTes B eno B Ciyx6e 1eNnonpon3BOACTBA B COOTBETCTBHH
¢ HOMEHKJIaTypo#l [ie)l OpraHn3anun.

Iins duxcamum ¢akra Tepefiadd BXOIAMMX AOKYMEHTOB H HX KOMHH Ha
GyMaXHOM HOCHTENe HCIONHHTENAM B CTPYKTYPHBIC NoApasZieNicHusa  MOTyT
HCTIONB30BATRCS XKyPHAIIE! (PecCTphl) Iepeaaty AOKyMEHTOB.

5.34, Ilpn  GyMaxHOM IOKyMeHTo0GOopoTe  MOJIMHHMKH  BXOIALIMX
JOKyMEHTOB, B CJy4ae Ha3HAYEHHA HECKOJBKUX ACHONHUTEREH IepelaloTcA
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OTBETCTBEHHOMY UCTIONHUTENIO, OCTAJILHBIM WCIIOJNIHUTENAM Cnyxba
JIeTONPOM3BOACTBA MEPeIacT KOMUHU IOKyMEHTa.

535, Vicxoasmue TOKYMEHTHl, 3aBH3MpOBaHHbIC BCEMU 3aHHTepeCOBAHHBIMH
JMNAMH W TONITMCAHHBIE PYKOBOJUTENEM MM HHIM YIIONHOMOYEHHBIM MM JIALIOM,
perucTpupyoTcs B Cyx6e feonpou3BOACTBA OpraHH3alfy.

5.36. PerncTpama HCXOMIMX HOKYMEHTOB ocymiecTBIseTCs B JIeHB
YIONIHCAHMS WK HA CIeAyIOIH pabounii ieHb, €CAH AOKYMEHTEL OBLM IOANHCAHD
B KOHIIe pabouero TH HITH B Hepabouee BpeMl.

5.37. Tlepen perucTpaLuen HCXOIANHX NOKYMEHTOB Cnyx6a
JENONPON3BOACTBA NPOBEPSET MPABHILHOCTD oopMiIeHHs AOKYMEHTOB (B TOM
uhcne HANMuMe TONMMCEH, BU3, MPAaBHIBHOCTh HAIMMCAHWA afipecoB), a TaKKe
yKa3aHHBIX B HCXOMAIIMX JOKyMEHTaX TIPHIOKEHHH, COOTBETCTBHE KONHISCTBA
>K3eMIULIPOB KOJMYECTRBY afPecaToB M0 yKasaTemo PACCBHLUIKH, HANTHINE OTMETKH 00
HCTIOJHUTENE.

538. Tlpu  perucTpalyy HCXOIANIETO macema B CDJ1  ceeneHHd
06 OTIpaBNsIeMOM JOKYMEHTE duxcupytorea B IPK, KOTOpOoH NPUKPEIACTCS
37EKTPOHHAS KOITHA OTNpPABIAEMOro JOKyMEHTa.

Ecmu DPK 6bi1a cosfana B COJI npd HOArOTOBKE MPOSKTa NOKyMeHTa, To NPH
DETHCTpaLyH  HCXOAJIIero  JOKyMEHTa B Hee J00aBNAIOTCA  CBOACHHA
0 PETUCTPALMOHHOM HOMEpe, NaTe PETHCTPALNU U APYTHE CBEACHUA 06 HCXoIAIEM
JOKYMEHTE.

5.39. PerucTpalOHHELA HOMEP HCXOMAIIETO JTOKyMEHTa JOJDKEH COCTOATD M3
konoB (HHIEKCOB) B COOTBETCTBMM C TpUMEHAEMbIMH KiaccuduKaTopamMu
¥ TIOPAAKOBOro HoMepa ROKYMEHTa B Ipe/ieiiax KaneHIapHOro rofa.

Jlara peructpauu H PETHCTPAlHOHHBIA  HOMEp MpOCTaBIAOTCA  Ha
OTIPABAAEMOM JIOKYMEHTE, a TAKKe Ha KOIHH HCXO/IAIIEro JOKYMEHTA, OCTaloleHcs
B [€Nie, B COOTBETCTBIM ¢ ITyHKTaMH 2.35, 2.36 ITpuMepHO# HHCTPYKIMH.

5.40. Ucxopamuid AOKYMCHT, NOAMUCAHHBIA PYKOBOIUTEICM OpraHH3alHA
WIH MHBIM YIIOJTHOMOYEHHBIM HM AO/IKHOCTHBIM JINLIOM, TepefaeTca Ha OTMPaBKy,
KONMS MOKYMEeHTa Ha OGyMaHOM HOCHTeNE C BH3aMH TIOMeEIaeTcd B Aei0
B COOTBETCTBHH ¢ HOMEHKJIATY PO JEIL.

"INEKTPOHHBIE KOKYMEHTH MOCIe HX [OATHCAHMAS JNEKTPOHHOH IOANKCHIO
H{ OTTIPaBKY aApecaTy XpaHATCA B 6ase manubix COJL.

54]1. B 3aBHCHMOCTH OT COAepXaHMi H CPOYHOCTH  JOKYMCHTBI,
OTTIpaBIsieMBlE U3 OpraHU3alllM, JOCTABIIAIOTCA afpecaTaM CpeAcTBaMU II04TOBOM,
dembaberepckoil  CBA3M, . CHCHCBA3Y, KypBEPOM, SKCIIpecc-TodToH, a TaKKe
MepeNATCs N0 KaHAIaM SMIEKTPOCEI3H (bakcumMunbHAA CBA3D, tenerpad, TencdoH,
snexTpornas noura, MO0, C31).
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OG6paoTka  KOPPECTIOHASHIHMH  WIi  OTHPABKH MOYTOBOH  CBA3BIO
OCYILECTBIISETCA B COOTBETCTBHH € IIpaBunamMu OKasaHus yciuyr MOYTOBOH CBA3H' -

5.42. JIoKyMEHTEl, HE HMEIOLIHE aApecHol JacTH, MPUHAMAIOTCA Ha OTIIPaBKy
C COIMPOBONMTENBHEIMHM IMTHCbMaMH (32 HCKJIOYEHHEM KONWH pacTOpSAMTENBHBIX
JOKYMEHTOB, HalIPaB/seMBIX B TIOABEAOMCTBCHHDIC OpraHu3aLHK).

HemnpasuiisHo odopMIeHHbe JOKYMEHTH H KOppeCIOHISHIIH Hec/yKeBGHOro
xapaKTepa K OTIPaBKe He NPHHUMAIOTCA 1 BO3BPAIlAioTCA HCTIOJIHUTEIO.

JIOKyMeHTEl,  MOANeXale  OTIpaBke,  HAOMKHEL 00pabaTrIBaThCs
¥ OTIPABAATHCA B ACHb HX NOAMHCAHYS U PETHCTPALMH HIIH na cnemylomuii paGounii
IeHb.

5.43. Jlocsinka  MJH  3aMEHa  paHee OTIPABIIEHHOTO  JOKyMEHTa
OCYHIECTBISETCS TIO YKA3aHHIO JIULA, TIOAMHUCABIICTO JIOKyMEHT.

5.44. TIpoxoxIeHHe BHYTPEHHHX JIOKyMEHTOB Ha oSTafax HX TIOJITOTOBKH
11 0OpMIIEHNS KOMKHO COOTBETCTBOBATH NMPOXOKACHHIO HCXOJAIIMX JOKYMEHTOB,
a Ha 7Talle UCIIOMHEeHNS — BXOMAMUX JOKYMEHTOB.

5.45. TIpoeKTHl pacnOpAINTENEHBIX JOKYMEHTOB (mpuKazos, PACTIOPSKCHHI),
NOArOTOBNEHHBIX VIS  IOANKMCAaHH#, TIOCHe MOATOTOBKH i COrIacOBaHHA
C 3aHHTEPECOBAHHEIMH JIMIIaMH TepefatoTcs B Cryx6y AenonpousBOACTBa AN
TIPOBEPKH NPABUILHOCTH UX OOPMIICHNA.

5.46. TIpauasHo OGOPMNICHHBIC TPHUKA3EL, paclopKEHUs NepefaloTcs Ha
HOANICH PYKOBOTHTEMIO OPraHH3allud HITH HHOMY YIIOMHOMOYEHHOMY HM JHUILLY.

5.47. TlognucaHuble MPHKa3bl, PacIOPLKEHUA IIO OCHOBHOH JI€STENBHOCTH
permctpupytores B Cityx6e nenonpomnoncmazo.

IMpukasaM, pacrnopsHKCHHAM IO OCHOBHOI AEATENEHOCTY [PUCBAMBAIOTCA
nopsiKoBsie HOMepa (Mo KXHoH rpynne AOKYMEHTOB OTAENBHO) B MpeAenax
xaneHmaptoro ropa. IlopsuKOBBIA HOMEp NOKYMCHTA MOXeET JONOJHATHECA
GyKBeHHBIM MM UH(POBEIM  HHIECKCOM, 0603HAYAIONIMM  NPHHAIEXHOCTD
JOKyMEHTa COOTBETCTBYHOLIEH Fpynie I0KyMEHTOB.

CBelleHHS O PETHCTPUPYEMBIX MPHKa3aX, PacropHKCHUIX pHocaTca B CON1
{id B WHble PErHCTPALMOHHO-YUeTHbe (OpMEI Ha GyMaXXHOM HOCHTENe HIH
B HNEKTPOHHO# hopMe B COOTBETCTBHH C IYHKTOM 5.54 TIpumepHOH HHCTPYKIHH.

1 [Tpuxa3s MHRMCTEpCTBA CBA3H U MACCOBBIX KoMMyHVKaIuii Poccmifoxoit Defepatiyi oT 31 Mo 2014 r.
Ne 234 «O6 yrBepxnennn [IpaBuil OKA3aHHA yONIyr OYTOROH CBS3MY» (3aperncTpupoBad B MEHHCTEDCTRS
jocTHunn Pocentickolt Menepaunn 26 xexabps 2014 r., perucTpalponHsIii Ne 35442), ¢ H3MECHCHWAMH,
BHECCHHBIMH NpPHKa3oM MUHKMCTEPCTBA CBA3M K MAcCOBbIX koMMyHUKaLuH Poccuiickoit depepauuu oOT
13 despana 2018 r. Ne 61 «O BHECEHMW M3MeHeHMii B npuka3 MuHHCTepcTBa CBA3H M MacCOBBIX
xoMmyHHKanp# Poccutickol Denepauut oT 31 mong 2014 r. Ne 234 «O6 yreep:KASHHH IMpasnn OKa3aHuA
YCITYT TIOMTOBOH CBA3NY (sapeructpupoBaH B MUHHCTEPCTBE IOCTALMH Poccmiickoi ®eaepanun 28 MapTa
2018 r., perucTpausdoHHb Ne 50545).

® [logroToska MPHKASOB TO JIMYHOMY COCTABY K MOAMMCAHHIO PYKOBOZWTEICH ¥ MX perucTpaimi
OCYLIECTBIAIOTCA NOAPAsICHeHHEM 110 YIPABNEHAKY NePCOHATIOM.
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5.48. TlopIMHHUKH TPHKa30B (pacmopskeHHiT) IO MECTy HX perucTpanyn
dopMupyloTcs B JAena B COOTBETCTBHH © HOMEHKJIaTypoll Jie)l OpraHu3aliu
B COOTBETCTBHH C IIYHKTOM 8.20 TIprMepHOH HHCTPYKUMH.

Komuy MpHKa3oB, DPACHOPKEHUH PacCBUIAIOTCA HUCIOJMHATENSAM H HWHEBIM
3aMHTEPECOBAHHBIM JIMLAM B 3MeXTPOHHOH (opMe HAM Ha GyMaXHOM HOCHTENC
B COOTBETCTBHH C YKa3aTeneM pacChUIKH.

Komu{ TPHKa3oB, PAacTOpsDKEHHH, pacChlIacMBIC Ha OyMaXHOM HOCHTEJIE,
3aBEpSIOTCA B COOTBETCTEHM C TIYHKTOM 2.51 TIpuMepHOH HHCTPYKLUH.

5.49. TIpOTOKOJIBI 3acelaHuH, COBelaHMii, IPOBOAUMBIX PYKOBOIACTBOM
OpraHu3alliy, PerHCTPHPYIOTCA B CnyxGe AENONPOH3BOACTBA MIIH CEKpeTapiMH
COOTBETCTBYIOLINX PYKOBOJIUTEICH.

[IpoToxonsl  3acefaHHH, COBEIaHM}, TPOBOAMMBIX  KOJIETHATBHBIMH
(COBEIIATENBHBIMH) OPraHaMH, KOMHCCHAMA HIH B CTPYKTYPHBIX MOApasJeNeHUAX
OpraHU3alyH, PErMCTPUPYIOTCA B nofpasfe/ieHusX, OTBeTCTBCHHBIX 3a OpraHU3alIuIo
H TpoBefeHHe MEpOTPHUATHA. KommuH TaKuX HPOTOKONOB TOTOBATCA K PAcCBUIKE
H pacChIIAloTCA CTPYKTYPHBIM rTofpa3elieHieM, OTBeTCTBEHHBIM 34 OpTaHH3aLHIo
1 pOBeIeHHe MEPOIIPHATHA.

5.50. TIpoToKonaM IpPHCBAHBAIOTCS MOpSAKOBBlE HOMepa B mpeielax
KaleHAapHoTO rofa wiu Mnepuoaa paboThi BpeMeHHOH pabouell rpynIEL (KOMECCHH)
o KamoH rpynme NpoToKoI0B OTACIBHO.

TToAMMHHEKK NPOTOKOMOB TI0 MECTY HX PerHCTpaitil popMupyIOTCs B A€Na IO
HOMEHKJIAType A€l oOopraHusalliv B COOTBETCTBHH ¢ MyHKTOM 8.20 TTpuMepHOi
UHCTPYKIHH.

5.51, BaytpeHHHe JOKYMCHTHI Ha AMA pYKOBOJAUTENS APYToro CTPYKTYpPHOTO
mofpas/iejieHnsa  PErHCTPHPYIOTC B COJ wm (Ipy OTCYTCTBHH C3ll wnu
OTCYTCTBMH BO3MOXKHOCTH 3apeTHCTPHPOBATR BHYTpEHHHil HOKYMEHT B C31)
PETUCTPUPYIOTCA B HOAPA3ACIICHHH, CO3JABHIMM JTOKYMEHT. 3aperucTpHPOBAHHBIH
JOKYMEHT TepeNacTCs HETIOCPECTBCHHO B mofpasJieneHne — aapecar, B KOTOPOM
TOBTOPHO HE PETHCTPHPYETCA.

5.52. Tlpun BKIIOYEHHH B COJl Bxomdumx IOKYMEHTOB, UX perucTpalin,
paccCMOTPEHMH ¥  HCTONHEHMH B JPK  BHocATcA  Cliefyrolmue  CBEICHHA
0 MOKyMeHTe

a) HaMMeHOBaHHe OpraHu3allH (KOpPECTIOHIEHTA);

0) agpecart;

B) HAMMCHOBaHWE BUNA ROKYMCHTa;

r) nara MOCTYMHUBIIEro ZOKyMCHTa,

[) perHCTPALHOHHEIH HOMEP MOCTYNHBIICTO JOKYMEHTA;

2 yiamauupil cocTaB chencHmf, Bimouaemprx B C3JL mpH perucTpalidn u B XOlle PAccMOTPEHHA
M HCHONHEHHA BXONAINX H HCXONAIIMX AOKYMEHTOB, obA3aTenen BIA OpraBH3alil — yIacTHHKOB M3J0.
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JOIKHOCTE, PaMUIUA ¥ HHUIHANBI JIANA, MOAIMCABILEro AOKYMEHT,

nara MOCTYTUICHUS ZOKYMEHTA,

BXOIAIINI perHCTPaLlIOHHEIH HOMED;

3arONOBOK K TEKCTY (KpaTkoe CofiepkaHue JOKYMEHTa);

KOJHMYECTBO JIMCTOB OCHOBHOI'O IOKYMEHTA;

OTMETKA O NMpPHACKEHHH (KOMMYECTBO TPHIIOKEHMH, oflee KONHIECTBO

NKCTOB MMPUICKEHUI);

M)

CBeJEHHA © CBA3AHHBIX MOOKYMCHTaX (HaPIMQHOBaHHe BHIOA OOKYMCHTA,

11aTa, PerUCTPAMOHHEINH HOMEp, THI CBA3H);

H)

pesomonus (MCIONHATENb (WCIIOJHUTENH), MOpy4YeHHe, NOMKHOCTHOE

NHLIO, JaBiiee MopyJIeHHe, 1aTa);

m)

b)

CPOK HCTIONTHEHNA JOKYMEHTa;

HHIEKC Aella T0 HOMEHKIIATYpe e,

CBeIeHHS O Nepeaapecallii JOKYMEHTa,
OTMETKa O KOHTpOJIE;

rpucd orpaHHYeHMs JOCTYIA K JOKYMEHTY;
cBeZieHHA 00 37IeKTPOHHON NOINIHCH,
pe3yIIBTAT IPOBEPKH /IEKTPOHHO NOJTHCH .

5.53. Ilpu BxmoweHun B COJ] HCxomdmuMx ROKYMECHTOB B 3PK BHOCATCA
cleayIOIye CBeJIeHHs O IOKyMeHTe:

a)
6)

aJIpecar;

ROJDKHOCTD, (paMITHA M HHALHANEI XL, TOAIMCABIIEro JOKYMEHT;
HAUMEHOBaHNe BUJa JOKYMEHTa,

JaTa JOKyMeHTa;

perHCTPaLMOHHBIH HOMED JOKYMEHTA,

3aTONIOBOK K TEKCTY (KPaTKOe COJEpKaHNe JOKyMEHTa);

CBeJIEHHS O CBA3AHHBIX JHOKyMeHTaX (HaHMEHOBaHHE BUMA NOKYMEHTA,

JaTa, PETHCTPALIHOHHEIH HOMED, THII CBA3H);

3)
K)
K)

KOJIHYeCTBO JUCTOB OCHOBHOT'O KOKYMEHTA,
HHJIEKC AeJa IO HOMEHKIATYype e,
OTMETKA O TIPUIIOKEHMH (KONHYECTBO TPIIOKEHNH, obnIee KOJHUYECTBO

JIMCTOB MPHICKEHHH );

rpu¢) orpaHM4YEeHHA J0CTYNA K AOKYMEHTY;
[ofipazJie/ieHue - OTBETCTBEHHBIN HCIIOMHUTENb NOKYMEHTa;
CBeJeHU 00 3TIEKTPOHHOM MOMIMHCH.

5.54. TIpu Bkmoyernn B COJl BHYyTpeHHHX AOKyMeHTOB B JPK BHOCATCA
cneayIoIue CBeIeHUs O JOKyMenTe :

2 Bymiouatores B COJI, eC/IH AOCTYNUBIMI JOKYMEHT NOIHCAH YCHIEHHOH BNEKTPOHHON NOAMHCEHIO.
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a)  HaVMEHOBaHHUE MoApa3liefieHUs, TOATOTOBHBILETO MMPOSKT AOKYMEHTA,

6) HamMeHOBaHMe BHJA NOKYMEHTa;

B)  JlaTa JOKYMEHTa;

I)  perucTpalHOHHBIA HOMEp ZOKYMEHTa;

A)  AODKHOCTB, (PaMUIKA H MHHULIHAIBI JIHIA, TIOAMHCABIIETO JOKYMEHT,

€)  CBeIeHHA O CBA3aHHBIX JOKyMEHTax (HaMMEHOBAHHE BHIZ JOKYMEHTA,
[IaTa, PETHCTPALMOHHBII HOMEp, THII CBI3H);

X)  3aro/IoBOK K TeKCTY (KpaTkoe cofepikaHie JOKyMeHTa);

3)  OTMeTKa O IPHJIOXeHHH (KOJHYECTBO MPHIOKEHHI, obinee KOTHISCTBO
JIUCTOB IPHIIOKEHHN);

H)  MHOEKC Jela [0 HOMEeHKIaType Ae;

K)  yKasaHHA NO MCIONHEHHIO JOKYMEHTa (MCIONHHUTENb, IOPYICHHE, Nata
HCTIOITHEHUA );

J)  OTMETKa O KOHTPOJIE;

M)  rpud OrpaHHMeHHs JOCTYa K JOKYMEHTY,;

H) nofpasjenende (JOIDKHOCTHOE JHMIO) — UCTIONHUTEND (OTBETCTBEHHBIH
HUCIIOJIHHTEND ) JOKYMEHTA.

JlonomHUTEeNRHO K YKa3aHHBIM CBEACHUSM O BXOOAMHX, HCXOLALIMX
1 BHyTpeHHuX AokyMenTax B OPK C3J] MOryT BHOCUTBCS HHbIE CBEICHHSL.

5.55. Yuer  KOJHYeCTBa  JOKYMEHTOB, MOCTYIHUBIIHMX,  CO3AAHHBIX,
OTMpPABIEHHBIX 33 OMNpEHCNeHHBI NepHOj BPEMEHH, MOXET NPOBOAUTECA TIO
OpraHH3aLHK B LEJIOM, IO OTHEIBHBIM CTPYKTYPHBIM MOJpa3sieseHHIM, 10 IpynnaM
JTOKYMEHTOB, KOppecIOHJeHTaM, NeHCTBHAM, TPOU3BENEHHEIM ¢ JOKYMEHTaMH,
U IpyrHM MapameTpaM, HeoGXoauMbIM JUIS aHaIu3a paboThl ¢ JOKYMEHTaMH B LelX
ee COBepIIEHCTBOBAHNUA.

5.56. Ilpu ydeTe o0BEMa ROKYMEHTO0OOPOTa MOACUMTHIBACTCH KOJIMIECTBO
JOKYMEHTOB BBLIENCHHOHN IPyNIbl. YUeT KOJMYECTBa JOKYMEHTOB NPOBOAWTCS IIO
naaabiM CO]l, perucTpalliOHHO-YYETHBIX XKYPHATIOB H KapTOTEK.

5.57. 3a emuHHIy y4YeTa  KOJHYECTBA  JOKYMEHTOB  INPUHUMACTCSH
eIMHCTBEHHBIH 3K3eMIUIAp AOKyMeHTa ([MOAJHHHMK MM KONMsA, €CNU KOIMA —
eJMHCTBEHHBIN 3K3eMIUIAp JOKYMeHTa B OpraHM3allid, HamnpuMep, KOIHA
ucxopslLlero miuceMa) 6e3 yuera KOIHUi, CO3JaBAEMBIX TIPH MEeYaTH W KOMHPOBAaHUH
(Tvpaxuposannn). Konvu 1oKyMeHTOB NpH HEOOGXOAYMOCTH aHAIN3a yIUTHIBAIOTCS
OTHEJIBHO.

B (ocrap cBemeHuii, BHOCHMBIX B C3JI NMPH perucTpalliy BHYTPEHHUX NOKYMEHTOB, 3aBHCHT OT BHJa
PErHCTPHPYEMOTO IOKYMEHTR.
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5.58. Pesynprarel y4deTa obpeMa JOKyMeHTOOOOpOT2 B opraHH3amuy
exxerogHo  0000LIAIOTCA CayxGoii  AenonpoU3BOACTEA i DpeiCTaBILIIOTCA
PYKOBOACTBY B BUJE OTHETa o6 obBbeMe foKyMeHTooGopoTa 32 TOX.

V1. KonTponb HCHONHEHHA IOKyMEHTOB (nopyueHuit)

6.1. KouTpone HCIONHCHHA JOKyMEHTOB (mopyveHu#l) BEACTCA B Helsix Hx
CBOEBPEMEHHOTO M KaueCTBCHHOTO HCTIONHEHMS.

6.2. KoHTpoib HCIONHCHHUA JOKYMEHTOB (mopyueHui) BEACTCH:

PYKOBOJIMTENIEM MK HHBIM JOJKHOCTHBIM JIMLIOM OpraHM3aIUN — HCTIONHEHHA
NOKYMEHTOB (nopy4eHnit) mo CywecTBY;

Cnyxboii  JIenomnpousBOACTEA opraHuzauuy ¥ OTBETCTBEHHBIMH 32
JENOTIPOX3BOACTBO B CTPYKTYPHBIX nofipasfelieHusix — CpOKOB HCTIONIHEHUA
JOKYMEHTOB (TopyueHHIA).

B CnyxGe JAETOMPOH3BOJACTEA eHTpaNH30BaHHOMY KOHTpONIO MOoAJexXat
3aperuCcTPHPOBAHHBIC NOKYMEHTBl € OTMETKONM © KOHTPOIC («KoHTpOIb»),
npocTapisieModl B COOTBETCTBMH ¢ NYHKTOM 2.54 TIpumepHOH WHCTPYKIHH,
a B CTPYKTYPHBIX TIONpa3sAeNeHAX opraHusauuu — BCE 3apemCTpnposaHHue
JOKYMEHTHI, Tpefyroue UCTIONHEHM.

6.3. PacmopsauTelbHBIC HOKYMEHTHI, MPOTOKOJBL 3aceaHHi (copeltaHuil),
conepaiye TOpyueHHT C KOHKPETHBIMH CpPOKaMH HCTIONHEHWs, CTaBiTCs Ha
KOHTPOJB MO KXKAOMY [OPYHEHHIO OTHENBHO.

6.4. KOHTpONs CPOKOB HCIIONHEHHA JIOKyMEHTOB (mopy4enuii) BKIIOIALT
B celsl:

MOCTAHOBKY AOKYMCHTOB (mopyueHHil) Ha KOHTPONE;

TpOBEPKY ~CBOSBPEMEHHOCTH JOBeACHAs HOKyMEHTOB (mopydeHuit) 10
MCIIONHUTENEH;

npeyBapHTENBHYIO0 NPOBEPKY ¥ peryupoBanne Xona ACTIONHEHHNA JOKYMCHTOB
(mopy4eHHI);

CHATHE ¢ KOHTPOJIA NOKyMEHTOB (mopyueHui);

yuer, obolGuenne 1 aHAAN3 Ppe3yabTaToB Xola HCTIOJIHEHMs JOKyMCHTOB

)
(nopyvesHil);

wH(POPMUPOBAHAC pyKOBORHTENEH O XOAC jcrofiHeHus  JIOKyMEHTOB
(Topy“eHHit) B COCTOAHNH MCHOHMUTENBCKOH JAUCHUTUIHHBL.

6.5. Cpoku  WCIIOJHCHHA JIOKyMEHTOB (mopyuenuil) HCUYHCIIIOTCA

B KaneHJapHBIX DHAX.



56

Fcou MOCHeNHHMil HOEHB Cpoka MCHONHEHHs JOKYMEHTa (nopyueHU)
NpHUXOXMTCS Ha HepaGoumii 1eHb, TO JOKYMCHT MOAJISKHT HCIOJTHEHHIO
B GIMDKaRIIA# CieXyroIIHil 3a HIM pabo4uit HeHs.

JlaTa MCTIONHEHHA AOKYMEHTA (mopyuenus) ¢pukcupyerca B OPK C3/ unu
MHOM PETHCTPALOHHO-YIETHOH dopme, HCIIONB3YeMOH IJ1 OTCHEKHBAHHUSA CPOKOB
MCTIOTHEHNS JOKYMEHTA (TOPYIEHHS).

Cpokd  HCTONHEHHs  JIOKYMCHTOB (mopyueHmil)  YCTaHABIHBAlOTCS
PYKOBOZHTENEM, HCXOIs U3 CPOKa, YCTaHOBICHHOTO opraHp3aLuel, HamnpaBuBLICH
NOKYMEHT, HIH CpPOKOB, YCTAHOBIICHHBIX 3aKOHOIATeNbCTBOM  Poccuiickoit
denepalind.

6.6. JloxyMeHTH (OpYY€eHH ) MOAJIEKAT HCHOTHCHHIO B clleIyIOLIUe CPOKH:

¢ KOHKpeTHOMN AaToi UCTIONHEHNT — B yKa3aHHBIA CPOK;

Ge3 yKasaHHs KOHKPETHOH ATl MCMONHCHMSA, MMEIOUMS B TEKCTe TIOMETKY
«BECBMa CPOMHO» — B TEUECHUE OJHOr0 JHA, «CpOuHO» — B 3-IHeBHBIH CPOK;
«OIEpPaTUBHO» — B 10-nHeBHBIH CPOK; OCTANBHEIE — B CPOK HE Gonee 30 mHeilt;

10 MAapIaMeHTCKHM 3ampocaM — HE MO3JHEE ¥eM uepes 15 ameit co JHA
TONY4YEHHUS,;

nio 3anpocaM wieHoB CoeTa Peliepalliy, ICTyTaToB TocymapcteeHHoH J{yMBl
(mermyTaTCKOMYy 3allpoCy) He Mo3/iHee HeM HEpes 30 muHedi co AHA NOTY4YCHUA.

10 MEXBEIOMCTBEHHBIM 3alpocaM O MPEeACTaBIeHMH JMOKyMEHTOB H (wnn)
uEQOpMalMK B LEIIX TNpeAOCTaBICHUA rocyJApPCTBEHHBIX H MYHHLHIATBHBIX
yeryr — 5 paGoumx AHed CO AHA IIOTYdCHHA 3aTpoca, eclH 3aKOHOJATENLCTBOM
Poccuiickoii Defepaliu He YCTAHOBJIEH HHOM CPOK;

o oGpanieHHAM rpaxaaH — 30 mHe#l cO AHA perHCTpalyH.

6.7. TIpHOCTAaHOBHTE MCIONHEHHE KOHTPOJIBHOTO foKyMeHTa (TIOpyYeHus),
a TakoKe OTMEHHTH €r0 MOXET PYKOBOIUTEID, [OAMHCABIIMH JOKYMEHT HiIH [aBLIHH
nopydenue (ykasaHue).

6.8. B IenaX CBOESBPEMEHHOTO HCNOXHEHHA JOKyMCHTOB, nopyvIeHuH
(yxazaHuif), MOCTABNCHHBIX Ha KOHTPOJD, pabotHnk CyxO51 Z€n0NpON3BONCTEA,
OTRETCTBEHHBI 33 BeNCHHE KOHTPOJA MCIOJHEHHA JOKYMEHTOB, TIpOBEpAET
CBOSBPEMEHHOCTD HOBEACHHA JOKYMEHTA (mopy4eHus1) A0 HCOMHATENA,

6.9. Ecnin ¢poK HCHONHEHHs NOKyMCHTa (mopy4eHus) NpeBbIIaeT OXHH
MeCSIl, B LeNiX 06ecneyeHHA CBOSBPEMEHHOTO HCTIOHEHHA HOKyMeHT2 (TIOpyUEHHs)
POBOAMTCSA NpeXBapUTENbHBI  KOHTPONb U HAIOMHHAHHA  HCTIOJIHUTEILAM
0 MPHUGTIKEHHH CPOKOB UCTIONHEHHUS IOKyMEHTOB (mopyueHMi).

6.10. TlpenBapuTeNbHbLH KOHTPO/b OCYIIECTBIACTCH B clieMyIOMIEM MopsAIKe:

JOKYMEHTOB (TIopyueHyii) OCHeYIOMuUX JeT —~ He pesxe OIIHOTO pa3a B Iok;
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OKYMEHTOB (TIOpy4eHui) MOCHeAYIOMHX MECALeB TEKYIIETo rofa = He pexe
OJTHOTO pa3a B MeCALL;

IOKyMEHTOB (IopydeHuit) TeKyIero Mecaia — 3a 5 pgHell 10 HCTEYSHHSA Cpoka
HCITOJTHEHHS.

6.11. HanoMHHAaHME HCIOJHHTENAM O NpHOMMKeHHH CPOKOB HCIOIHCHHA
JOKYMEHTOB (TIOpYeHHI{) MOXET OCYIIECTBIATECA B ABTOMATHHECKOM pexuMe
nocpeactsoM COJ.

HamoMiHaHHS HCTONHMUTENSM, a Takke HH(popmanus 00 MCIONHEHUH
IOKyMEeHTOB (mopydeHnil), MONy4eHHad OT ucHonHuTeNeli, dpukcupyorcs B OPK
COJ1, uiy MHBIX PETHCTPAINOHHO-YHETHBIX dopMax, KCTIONE3YyEMBIX JUIS KOHTPOIA
MCTIONHEH s TOKYMEHTOB (TIOpyUeHHIA).

6.12. Tipy HEeOOXODMMOCTH H3MEHEeHHd CpOKa MCTONHEHMA JOKyMeHTa
(mopy4eHus) OTBETCTBEHHBIH HCIOJIHUTEND 06s3aH TNpeACTaBHThL Ha HMA
PYKOBOJUTENS, JaBIIEro HOPYYEHHE, oGocHOBaHHe (CTyXeOHyl0 3aIHCKy)
0 TPOJVIEHAH CPOKa C yKa3aHUeM NPHYHH NPOJUICHH U JaThl MCTIOTHEHMS.

O6ocHOBaHHe TMPOIJICHWS CpoKa HCHONHEHHS JOKyMEHTA (mopy4eHus)
JOIKHO GHITH HAIPABIEHO COOTBETCTBYIOIIEMY PYKOBOLHTENIO HE MO3NHEE, HOM o
HCTEUeHHH ABYX TPETBHX CPOKa HCIIONHEHHs JOKyMCHTa (nopyuerus).

00 M3MeHEHHH CPOKa HCIONHEHHA NOKYMEHTA (MOpyUeHns) OTBETCTBEHHBIH
ucnonuutens HHPopmupyet CIyxOy nenonponsaoncma”.

6.13. JlokymeHT (ITOpy9eHHE) CHYHTaeTCA HCIOJHEHHBIM, eC/H NpHHATEL
pelleHMs O [OCTABICHHBIM BOMpPOCaM, TMOATOTOBJICHDI COOTBETCTBYIOLINE
JOKYMEHTbI, HampaBleHa CIpaBka 00 HCTIONHEHHU B COOTBETCTBYIOIIME OPTaHbl
BNIACTH (OpTraHN3alluK) WI¥ JaH OTBET II0 CYIIECTBY 3aHHTEPECOBAHHBIM JIWLIAM.

Pegreniie 06 MCNONHEHHA JOKYMEHTa (OpyUeHHA) IPHHHMACT PYKOBOAUTEND,
[OCTABMBIIMN  JOKyMeHT (mOpytdeHne) Ha  KOHTIpONb, C 00A3aTeNEHBIM
urdopmuposanreM CiryxOb1 1 ONPOU3BOJACTBA OpTaHA3aLHH.

Ha WCMIONHEHHOM MOKYMEHTE MpPOCTAaBIAETCA OTMETKAa O HANPaBICHHH
JOKYMEHTa B JeJI0 B COOTBETCTBAK C ITyHKTOM 2.55 TIpuMepHO# WHCTPYKIHH,
cBeJicHHA 00 HCITOIHCHUH JOKYMEHTa (nopyuenus) BHocsTesa B OPK COJl uny MHYIO
PeruCTPAaLMOHHO-YIETHYIO (OpMY, HCTIONE3YEMYIO JUIA KOHTPOIA HCTIONHEHHUA.

6.14. JIOKYMEHTHI (IIOPYYEHHUA), HE CHATBIC ¢ KOHTPOJ, & TAloKe JOKYMEHTBI
(mopy4eHust), CpPOK  HCHONHEHHd  KOTOphIX  HE NpoieH,  CYUTAIOTCA
HEHCIOMHEHHBIMH.

6.15. Ciayx6a HeNONPON3BOACTBA OPTaHM3AlMU  aHATM3APYCT COCTOAHHE
¥ pe3ybTaThl  MCHOMHEHHA  JIOKYMCHTOB (nopyuenni) W  COCTOfHHE
HCTIOMHHTENBCKON JIUCHUIUTHHBIL

% AHaNOTHYHBIM 00pazoM MOTYT OBITb BHECEHEl W3MEHEHHA B COCTaR HCTIONHUTENEN JOKYMEHTa
(nopyuenus) ¢ o6s3aTeNbHEM RHGOPMUPOBAHIEM CityxGBl ReIONpPOH3BOACTBA.
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B TOpAJKE TPeABAPHTENLHOr0 KOHTPONA HANpaBiieT B CTPYKTYPHBIE
noJipasfieNeHys OPraHH3alM HANOMHHAHMA O JOKYyMEHTaX, CpOkH HCIIOJIHEHUA
KOTOPBIX HCTEKAIOT (3a 3-5 AHel A0 OKOHIaHUs CPOKa HCTIONHCHUA AOKYMEHTa);

pas B Mecill M TO OKOHYaHWM TO[a PYKOBOAHTETIO OpraHu3alHy
H pYKOBOJHTENAM CTPYKTYPHBIX MOAPA3JCNeHHH HalpasiieT OTIETHI O KONHUECTBe
JOKYMEHTOB, HCTOJHEHHbBIX B CPOK, MHCIOJHCHHEIX C IpOJJIEeHUEM Cpoka
HCTIONHEHNA, HEe HCTIONHEHHBIX, HAXONAIMKMXCA HA WCHOJHEHMM I10 OpraHu3ailiH
B Ile/IOM, TIO CTPYKTYPHBIM TIOApa3fieieHusM W, MpH HEOOXOAUMOCTH, — IIO
OTAENBHEIM UCIIONHUTEIAM.

VII. Opranuzauys paGOTHI HCIIOTHHTENSA ¢ AOKYMCHTaMH

7 1. VicHOJHMTENb NONYy4acT HAOKYMCHTH Ha HCTIONHEHWe B JICHB HX
pPacCMOTPEHUSA WY HA cnefyiomuii paGounii ieHb B COOTBETCTBHH € PE3OIOLHAMH
PYKOBOZCTBA OPTaHM3ALAM H PYKOBOIMTEIIA MOAPa3/ENCHI. CpouHBlE AOKYMEHTHI
TIepefAoTCA UCTIONHUTENIO He3aMeUTUTENBHO.

7.2. JokyMeHTsl, MoCTymaloume B  CTPYKTYPHO® noApasicIcHue
C pesomoLEIMH PYKOBOJCTBA, MEPeAaloTCs PYKOBOAUTENO nozapasaenenua. Ecmy
JOKYMEHT, NOCTYNUBIINHA Ha UCTONHEHHE B TNOAPAINEICHUC, HO HMeeT OTHOLICHHS
K KOMIIETCHIMH TOZPA3IeeH s, PyKOBOTUTENb MOAPA3NAENEHHs B TOT XKE ACHb HIH
Ha cleAylomuii pabodnii AeHs BO3BPAILACT €TI0 B CnyxGy Aenonpou3BOACTBA AJiA
pellieHHs BOPOca O NepeHanpapNeHny €ro Ha HCMOTHEHHE B Apyroe MoApasAeNeHue
(mpyroMy HCTIONHHTENIO).

7.3. HcnonueHne JOKyMEHTa MpelyCMaTPHBACT:

c6op H ananu3 HeoGXOTHMO#H HHbOPMALIIK;

MOArOTOBKY IPOEKTA IOKYMEHTA H ero 0opMIeHNe;

COT/IACOBAHHE MPOEKTA AOKYMEHTa ¢ 3aHHTEPECOBAHHBIMU JIHIIAMH;

nopaboTky Npoekra [OKYMEHTa IO 3aMEUAHHAM, MNONYICHHBIM B X0z€
COTacOBaHus M, IPH HEOOXOAUMOCTH, — IOBTOPHOS COTJIACOBAaHHE);

MOArOTOBKY CHHCKa (ykasarelid) PAacCHUIKH HOXyMEHTa, €CIH JOKYMEHT
aJipecoBaH IPYINe OpraHu3allyi;

mpecTaBieHie MPoeKTa JOKYMEHTa Ha NOANHChH (yTBepXeHHe) pyKOBOACTBY;

MIOArOTOBKY JOKYMEHTA K OTIpaBKe U Mepeiady KOMnuK JoOKyMeHTa B neno”.

74. Tlpn  HampaBieHWH  JOKyMEHTa  HECKOJbKMM UCTIOHUTENAM
OTBETCTBEHHEIM 33 IIOATOTOBKY NpOeKTa JOKyMEHTa SBJAETCA HCMOTHUTOIE,

3 Buinonaserca Cny:xboii AenonpoH3BoACTRA.
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yKa3aHHGB B DPe3OMONMM TEpPBHIM  HIH oGo3HAuEHHBII B PE3OMIOLHU KaK
OTBEeTCTBEHHBIA HCIIOTHUTENb.

7.5, OTBeTCTBEHHBIH HCTIONHMTENb HMMEST IIpaBo nasaTh OpYYEHHSA
OCTAIBHBIM MCIONHUTENSIM, MPOBOIUTH paboune CcOBELIAHHA ML BBIPAOOTKH
coBMecTHOro peineHus. Bce HCIONIHUTENH B paBHOl CTETIEHM OTBETCTBCHHEI 32
CBOEBPEMEHHOE H Ka4eCTBEHHOE HCIIONHEHHE MmopydYeHHsi M TpeJCTaBlICHHE
OTBETCTBEHHOMY HCHONHHTENI0 B YCTAHOBICHHEIE MM CpPOKH HeODXOMHUMBIX
MaTepHAoB ([POEKTOB JAOKYMEHTOB, cnpasok). ViCIONHHTeNH He HMEIoT Ipasa
TIPENCTaBNATE POEKThl TOKYMEHTOB PYKOBOIMTENIO, JaBlieMy MOpYy4eHHe, MUHYA
OTBETCTBEHHOTO MCTIOMHUTEIA.

7.6. B ciaydae OTCYTCTBHA HCTIONHUTCI (KOMaHAMPOBKa, OTIYCK, Gone3Hs)
JOKYMEHT MO YKa3aHHIO pPYKOBOJHTEJA mofpa3siefieRus IepejaeTca ApyroMy
JICHONHATENO C OOS3aTENBHBIM COOOIIEHHEM €ro daMHuIKK eTONPON3BOAUTEIIO
MOApAa3JeeHns A BHECCHWA namerennii B DPK noxymenta B COJ| Hma MHYIO
PETUCTPALMOHHO-YIETHYIO dopmy.

7.7. Tlpu yBOJBHEHHY WK MEPEXOAC HA Apyrofi yuacToK paGoThl COTPYAHUK
o6a3aH CHaTh OOKYMEHTHl W JieNia PYKOBOJHTEIIO nojipasjeneHds HiIH Mo ero
YKa3aHUIO BHOBb Ha3HAYCHHOMY COTPYIHHIY (B cyyae HEOGXOAMMOCTH, — IO aKTY
npreMa-liepeiadyd, B KOTOPOM YKa3bIBaOTCAH BUAE 1€l (3aroJNiOBKM Jen) M HX
KONM9eCTBO U KOTOpPBIM MOANHCHIBACTCA paGOTHUKOM, MepefaBIIiM NOKyMEHTEL,
H pabOTHHKOM, IPHHABLUHM JOKYMEHTEI).

7.8. PesynpraroM HCMONHCHHA AOKyMEHTA ABNSeTCS NpPOEKT [NOKYMEHTa,
[OrOTOBIECHHBIN HCTIOMHHUTENIEM.

ITpoeKT JOKyMEHTa CO BCEMHU HeOOXOAMMBIMH TNPHIIOKCHHAMH, HaneJyaTaHHbI
u odopmieHHBIH B  COOTBETCTBHM  C IpaBWiaMy,  YCTAHOBJICHHBHIMH
B paszene 3 TIpuMepHoH WHCTPYKIIHH, HCTIONIHUTEND COTJIaCOBHIBAET
¢ 3aHHTEPECOBAHHBIMH TIOAPA3fEICHUAMH H JTHIAMH u, Npd HeoOXONUMOCTH,
¢ IPYTEMH OpraHH3aliIMH.

JIOKYMEHTEI, MpeAHAsHAYeHHble A1 OTIPaBKH, odopmisioTcs Ha GrnaHKe
OpraHu3aly yCTAaHOBJIEHHOH (HOPMBI. Il OTIpaBKY JOKYMEHTOB, HE HMEIOUIHX
afpecHOil 9aCTH, COCTABIACTCA COMPOBOAHTENIBHOE BHCHMO.

Ha ZOKYMEHT, pacchliaeMblit Gosee 4eM B HeThIpe ajpeca, HCMONHHTCIb
FOTOBUT CHHCOK PACCHUIKM, OMNpeNenserT KOIHHeCcTBO HK3EMIUIAPOB AOKYMEHTA
M TIOCNie perucTpaluu obecreunBaeT W3COTORNEHME HEeOOXOAMMOro KOMHIeCTBa
KOTIHH.

7.9. WcnonHutelb (OTBETCTBEHHBIA ACIIONHHUTEINh) OpraHu3yeT COrnacoBaHHe
(BH3MpOBaHME) NPOEKTa JOKyMEHTa CO BCEMH 3aHHTEPecOBAaHHBIMH JIHIAMH
1 poBOAUT AOPaGOTKYy MpOeKTa WO saMeYaHWAM B COOTBETCTBHH C ITyHKTaMH
4.1 — 4.11 TTpumMepHOd HHCTPYKUHH.
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IMpn wammuuu OGoNBIIOro KOMMYECTBA 3aMEYaHHii [0 NpeACTaBICHUA
NopalOTAaHHOTO IpOEKTa JOKYMEHTa Ha TMOANHCh DPYKOBOJMUTENIO HCIONHHTEND
TOTOBHT CBOAKY 3aMevyaHul (IpemyokeHui), B KOTOPOH YKa3bIBAaeTCA: COACPKAHHE
3aMevaHus (MpeAIoKeHusd), IOKHOCTh, (aMmnus JIMIA, AABIIEr0 3aMevyaHHe,
IPHHATO WIH OTKJIOHEHO 3aMeuaHue (€clH 3aMeYaHHe OTKIOHEHO, — NpHIHHY
OTKJIOHEHHS).

7.10. Tocne nopaGoTKKM M IOBTOPHOTO BH3HPOBAHUA (COIVIACOBAHMA) MPOEKT
JNOKyMeHTa TepefaeTcs Ha rnoanucanue (yreepxienue). Jlo mpeAcTaBieHHs Ha
NOANNCH HCTIONHUTENL MPOBEpPAEeT NPABWIBHOCTE OGQOPMIICHHA HOKYMEHTa,
IpaBHABHOCTE OQOpMIICHNS aJpecaTa, HaJHYHe HEOOXOIMMBIX BH3, IMPUIIOKEHHH,
npy HeoOXOAMMOCTH — CHOpaBOK, MOACHUTENBHBIX 3aliCOK, Pa3bhACHAIOMNX
coflepXKaHHe MOArOTOBNCHHBIX JOKYMEHTOB, JIHCTA (YKa3aTes) PacChbUIKH.

7.11. TlognucaHHBI AOKYMEHT WCIIONHHTENb B COOTBETCTBHH C INOPAAKOM,
YCTAHOBJIEHHBIM WHINBUIYaTbHOH WHCTPYKUHEH MO OENONpOM3BOACTBY, MCpeAaeT
JJIA pErHCTPALlK U OTIPABKU H/HIH BKIIIOUSHHUSA B JETIO.

B COOTBETCTBHH ¢ HOMEHKIATYpOH el HCIOJIHMTENDL ONpeleNfeT HHACKC
leNa, B KOTOpoe HOJKeH OBITh BKIIOYEH JOKYMEHT.

7.12. B Xote¢ HCTIONHEHHS JOKYMEHTA WCITONHUTENb HMEET NpaBo [IPEAIaraTh
H3MEHEHHE CPOKA HCIIONHEHHUS, €ClM OTCYTCTBYIOT PEealbHbIe YCIOBHA MCIIONHEHHA
HOKyMeHTa (TOpydeHHd), Jenarb TOMETKH Ha JOKyMEHTe O BPEMEHH €ro
MOCTYIUIEHHS, O JATaX IPOMEXYTOYHOTO KOHTPONA, TeIe(OHHBIX M IHCHMEHHBIX
3aMpocax, o JlaTe ¥ pe3y/bTaTe OKOHIaTeJIbHOTO UCIIONHEeHNA.

7.13. Ucnonuutens He UMeET MpaBa pasriallaTh COAepXKaHWe MOCTYIHBINTHX
K HeMY AOKYMEHTOB M NOATOTOBJIEHHBIX HPOEKTOB CIy)XeOHBIX JOKYMEHTOB, ¢ HUIMH
MOTYT OBITh O3HAKOMJIEHB! TONBKO JIMIA, HMEIOLIHE OTHOLICHHE K HX HCIIOJHEHUIO.

VIII. ®opMHpoBaHHUe NOKYMEHTAILHOTO GOHAA OPTraHA3aLUH

8.1. OmepaTHBHOEe XpaHEeHHE ROKYMEHTOB OpraHHM3alpyl IO mepeayd HX Ha
XpaHeHHe B AapXHB HIH YHHYTOXEHHE OCYLIECTBIETCA B CTPYKTYPHBIX
nioapaszieJIeHHsIX OpraHH3aliy.

8.2. B IeNIx XpaHeHHs, IOMCKA W HCIIONb30BAHHA JOKYMEHTHI HA GYMaKHOM
HOCUTENE M JNIEKTPOHHEIE AOKYMEHTHl (OPMHPYIOTCA B Jielia B COOTBETCTBHH
¢ HOMEHKIIATypoil Aein.

HomeHnxnatypa  Jen  3aKpeluseT  KiacCHOHKAIMIO  (TpYyNIHEPOBKY)
MCIIOMHEHHBIX JIOKYMEHTOB B Jena (JNEKTpOHHBIe JeNa), CHCTeMaTH3aliHIo
H HHIEKCALMIO Jel, CPOKM HX XpaHeHHWs M SBJISeTCA OCHOBHBIM YU€THBIM
JOKYMEHTOM.
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HoMeHKiaTypa A€l ABIACTCA OCHOBON I COCTapieHws omuced el
IOCTOSIHHOTO, BpEMEHHBIX (CBBIIIE 10 neT) CpOKOB XpaHEHHs H 110 JITTHOMY COCTaBY,
AKTOB O BHUICNEHHA K YHHUTOXEHHIO IOKYMEHTOB C HCTCKIIAMH CpOKaMH XpaHeHHd,
a TAKOKE I y4eTa el BPeMEeHHBIX (mo 10 net BKJIIOYHTENEHO ) CPOKOB XPaHCHUA.

8.3. HoMeHKIaTypa Aejl OpraHM3aliH COCTABIACTCA Ha OCHOBE H3Y4YCHWA
cOCTaBa H CONEPKAHMS HOKYMEHTOB, 00pasyoluxcs B NeATENTLHOCTA OpraHu3alllH,
BKITIOYAA ZOKYMEHTHI, MOCTYTAOMHUE U3 APYTHX opraHu3alluii.

8.4. Tlpm cocTaBneHUH HOMCHKIATYPBL NI cneayer pPYKOBOJACTBOBATHCH
YCTAaBOM OPraHHM3aluM, MOJOXCHHAMH O CTPYKTYPHBIX MOApa3sfeNeHHUsX, HITAaTHRM
paciucaHieM, TUIaHaMH A OT4eTaMt O paboTe OpraHu3alliy, HOMEHKJIATYpPOi el 32
mpolleAmMi  rof,  JIOKaIbHBIMU HOPMATHBHBIMM ~ aKTaMH  OpTaHHM3ailu,
coflepallliMH  CBefleHHs O JIOKYMEHTaXx, obpasylompxcsi B JICATENBHOCTH
OpraHN3aLEH, THIOBBIMH Y TIPAMEPHBIMU HOMEHKNATypaMu Jien (pH ux HANMIAH),
BEJIOMCTBEHHBIMH H THIIOBBIMH TICPETHAMH JOKYMEHTOB ¢ yKa3aHHEM CPOKOB HX
XpaHEHHS.

8.5. B HOMEHKIaTypy JMAel BKIMOYAIOTCd BCE JIOKYMEHTBI, OTpaXalomue
AEATeNbHOCTh CTPYKTYPHBIX nopasfeNeHudl  opraRusaluM M MIOCTOSIHHO  MJIH
BpEMEHHO JIeHCTBYIOUIMX OPraHoB (xoM¥ICCHH, COBETOB, KOMHUTETOB), B TOM YHC]IC
JOKYMEHTH! OTPaHHYEHHOrO JOCTYIa, perHCTpalliOHHBIE H yHeTHBIC KypHaJIBI
1 KaPTOTEKH, B HEOOXONMMBIX Ciydasx — KOMHH nokyMeHToB™. JIOKYMEHTS,
cO3/aHHBIE B MEKTPOHHON (opme, BXIIOHAIOTCA B HOMEHKJIATYpy i€l MO TeM XK€
TIpaBUiIaM, YTO K JOKYMEHTHI Ha OyMaKHOM HOCHTENE,

He BKIIOUAOTCS B HOMEHKIATYpY AeN TEPUOIHTIECKHE M3JAHMA, KHHTH,
OpOLIIOPHI.

8.6, Homenxnatypa J[en OpraHH3alH (cBOmHAs) COCTABIACTCA Cnyx60#
JeOTPOH3BOICTBA HA OCHOBAHHM HOMCHKIIATYP aen CTPYKTYpPHBIX rioapasaeIeHHi
mo (opMme, YCTAHOBNEHHOH [IpaBunaMu XpaHeHHs, KOMIUIEKTOBaHMSA, Yy4eTa
1 HCIIONB30BAHMSA JOKYMEHTOB APXHBHOIO donna Poccuiickoli Penepali H APYrHX
ApXHBHBIX JIOKYMEHTOB B OpraHax rocy[apcTBEHHOH BJIACTH, OpraHax MECTHOTO
caMOyIpaBJIeHHU, oprannsauuﬂx” (nanee — [IpaBuna XpaHeHH).

CBOJIHAS HOMEHKJIATYPa Jell COCTABMNAETCs B NMOCICTHEM KBapraje TEKYLIEro
rofa Ha NPeSCTOAILMH KaJIeHAapHBIH TOA.

% Konuu NOKYMEHTOB BIUTIOAIOTCA B HOMERKIATYPY Aed, ecqH KOMHS — GAMHCTBEHHBIH IK3EMILIAD
JOKYMEHTA B OpraHM3alHH, a TaKKe, CCIH KOMMA HEOGXOMMMBL JUIA  OPTaHM3ALA JEATeNbHOCTH
nofipasfeieHuA.

2 flpunoxenue Ne 25 k TIpasiam XpaHSHIS, KOMIVICKTOBAHI, y4eTa ¥ HCIO/b30BAHHA JIOKYMEHTOB
ApxusHoro hoHza Poccuiickoli DeepauyH H APYTHX APXHBHBIX IOKYMEHTOB B Oprasax roCyHapCTBEHHOH
BNACTH, OPraHaX MECTHOro CaMOyNpaslicHKA, OPTAaHM3ALMAX, YTBEPIKACHHLIM MPHKAIOM MuHHCTEpCTBA
KynbTypsl Poccuiickoi ®epepaupn of 31.03.2015 Ne 526 (sapermctprposas B MHHUCTEPCTBE FOCTULIMH
Poccniickoii Denepaumn 7 centabps 20151, perucTpalonHbti Ne 3883 0) (zanee — IIpasKna XpaHeHH).
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8.7. HoMeHKTaTypa Jen opraHusalnd [TOAMUCHIBAETCA PYKOBOAUTENCM
Cnyx0Bl  IEONPOU3BO/ICTES, BU3NpyeTcA PYKOBOJHMTENEM —apXusa (oM,
OTBETCTBEHHHIM 32 apXHB), COIJacoBLIBACICA ¢ IeHTpaibHOH 3KCIIePTHOH
koMuccHeit (FxcrepTHoH KOMHCCHeN) OpraHu3alluy U, eClii OpraHu3alsd ABIACTCA
HCTOYHMKOM KOMIUIEKTOBaHMS ToCyAapcTBEHHOTO WnE MYHHLMIATBHOTO apXHBA,
OIMH pa3 B 5 JET NpeAcTapIiercs Ha COTJIACOBAHHe COOTBETCTBYHOLIEH SKCICPTHO-
TIpoBepOYHON  KOMHCCUH YIOJIHOMOYEHHOTO  Oprata ACIONHHUTENbHOH BIACTH
cy6pexra Poccuiicko denepamy B 00nacTH apXHBHOTO nena (manee — OIIK
APXUBHOTO yapexueHusi) HiIH rocyAapCTBEHHOTO (MyHHMLMIIATGHOrO)  apXHBA
B COOTBETCTBHH C  NPENOCTABIEHHBIMU  €MY ONHOMOUMAMH B  TIOPAMKE,
ycTanoBNeHHoM [TpaBHiaMy XpaHeHUs .

HoMeHkNaTypa [en, COriacoBaHHAs OITK apXWBHOTO YUPeXACHUA WIH
rocyAapcTBeHHBIM (MyHHLANATEHBIM) apXUBOM B COOTBETCTBHH
¢ PeNIOCTABIICHHBIMH €My [IOJIHOMOYMAMH,  YTBEPXKIAcTCHA PYKOBOIHUTENEM
opraHu3aiyK W BBOJUTCH B neficTee ¢ 1-ro AHBaps IPeACTOAMIETO KaJeHAApHOTO
roja.

Opranuzaiuy, B JeATEIbHOCTH KOTOPEIX He CO3JaloTCd JOKyMEHTEL
ApxusHoro ¢Qonza Poccuiickoii ®ejepanyuy, YTBEPKAAOT HOMEHKNATypy Jel
CaMOCTOATEIBHO.

B ciyuae W3MEHEHUA dyHxunil # CTPYKTYpPE opraHM3allK HOMCHKIATYpa AC
COCTABNAETCS, COTACOBHIBACTCS H YTBEPAIaeTCA 33HOBO.

8.8. CornmacoBaHHad ¢ cooteercrayrouieil ITK apXuBHOTO yupexacHuA uid
rocyAapCTBEHHBIM (MyHULIATIATBHBIM) apXUBOM B COOTBETCTBHH
C MpeAOCTaBICHHBIMI €My IOJHOMOUMAMH HOMEHKIaTypa Jiej1 B KOHIC KKJI0TO
roa yTouHseTCs, TepenedaTblBacTCH, yTBEpIKIAeTCA PYKOBOAUTENIEM OpraHM3alny v
peOnMTCA B AelicTBHE ¢ 1 AHBaps TIpeACTOAIEro KaNeHAapHOTo roja.

8.9, IlepBEI DK3EMIUAD yTBEp)KIEHHOH HOMCHKNATYPBI men SBIAETCA
JOKYMEHTOM ITOCTOSHHOTO XPaHCHIA u BKTIOYaeTcs B HOMEHKIATYpPy Aen B pasiel
CryxGBl Jenonpon3sBosICTEa, BTOpOH — HCIONB3YETCA Cyx6oii aenonpon3soacTBa
B KayecTBe pabouero 3SK3eMINIAPa, TpeTHit — TMepefacTcsi B ApXHB OpraHu3aliH
B KayecTBE YUETHOTO JIOKYMCHTA, SNeKTpOHHAs KOs HOMEHKJIATYphl Jel
OpraHu3alyiy, yTBepKOCHHOH  PYKOBOAHTEINEM opraHmM3aupi, —TepeacTca
B FOCYAApPCTBEHHBIH (Mynum»mansﬂmﬁ) apxus, MCTOYHHKOM KOMILIeKTOBaHHA
KOTOPOTO SIBJIAETCS OPraHu3alys.

B mofpasieNeHus OpraHu3aly HOMEHKJIATYpa Jell PacChUIaeTCsi Cnyx6oit
JeNONPON3BOACTRAa B BHAS KOTMH COOTBETCTBYIOIMX pasfenos Ha OyMaxHOM
HOCHTENE MK B SNEKTPOHHOA HOpME.

2 [Tyt 4.8. TIpaBun XpaneHyA.
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8.10. Homenxnarypa JMmell OpraHusalil CTPOMICA 11O CTPYKTYpHOI
(Ha3sBaHHAMH pa3[elioB (monpasfenoB) HOMEHKIATYpHl AEN ABIAOTCA Ha3BaHHA
CTPYKTYPHBIX TMOApa3sfieNeHnHt, pacToNOKCHHBIE B COOTBETCTBHH ¢ YTBEPXACHHOI
CTpYKTYpOid OpraHH3alyy), Wi GyHKINOHATLHOH cXeMaM (Ha3BaHUAMH DPA3fENoB
HOMEHKJIATyPH! el SBILTIOTCA HalpaBIeHU AeATelbHOCTH OpraHi3aliH).

8.11. HoMenknarypa Jel CTPYKTYpPHOTO MOApa3JeNeHHs COCTaBJIACTCA
B KOKAOM IIOJpA3fAC/ieHHH  OpTaHH3aliH paGOTHHKOM, OTBETCTBCHHBIM 34
IeNONpPOM3BOACTBO [OApA3fieNieHus, TpH Y9acTHH  BEAYIIMX CIICLHATHACTOB
nozpasAeneHus, COrnacoBbIBaeTCA € 3KCTIEPTHOI KoMHCcHuell oipasAeeHns (ipu ee
HanuguW), TIONNHACHIBAETCS  PYKOBOAWTENEM  CTPYKTYpPHOTO froapa3eeHIs
u npezcrasisercs B Ciryx0y AenonpoH3BOACTEA.

HoMeHKaTypa Jiell CTPYKTYPHOrO NOAPa3NIENeHns COCTARNACTCA no popme,
ycraHoBileHHO# [ IpaBunaMu xpaHeHHazg.

BHOBbL CO3NAHHOE WM pEOpraHM30BaHHOE MoOJpasleneHyue  JOIKHO
B MECAUHEIH CpOK pa3paboTaTh HOMCHKIATYPY ACH H npeacraputs e B Ciyx0y
IETONMPOU3BOICTBA.

8.12. Bce 3arofioBKH Ael, BKIIOHYEHHbIE B HOMEHKIATYpy A€M CTPYKTYpHOTO
mompasfeneHus, HHASKCHPYIOTCS. Unmexc nfena ykasesaerca B rpage 1
HOMEHKJATYpHl el M COCTOMT W3 HHIEKCA CTPYKTypHOTO nogpasfieneHua (Koaa
nofpasfielieHust B COOTBETCTBHH C yTBepKASHHOM CTPYKTYpOH OpraHu3aliH Wi
KnaccuUKaTOPOM CTPYKTYPHBIX mofipasficNieHni) U IOPAAKOBOro HOMepa JAcja
B pasjiesile BOMEHKIATYpbl fiefl. MHAeKCh Aen 0603HaYAOTCA apabeKkIMA IHGpaMH.
Hanpumep: 01-05, roe:

01 — Kox CTPYKTYPHOrO NOAPasHCACHHA,

05 —TIOpAAKOBEIH HOMED fiella B pasfene HOMCHKIATYphl 1E)L.

Jlena To BOMpOCAM, HEpPaspelICHHBIM B TEHCHHE OHOTO rojia, ABISIOTCA
«TepeXONAMMEY K BHOCATCA B HOMCHKIATypy Al cHeyIoiero rofa ¢ TeM ke
HHIEKCOM. PeKOMEHTyeTCsl COXpaHATb B HOMEHKJAType A€ OIMHAKOBBIE MHAEKCHI
IS OZ(HOPOIHBIX JIEN, BKIFOYSHHBIX B PAasHEIC pasieIbl.

Fcay B TeUeHHe roja B AeATeNBHOCTH OpraHu3allii 06pazyroTca JOKYMEHTHI,
He HpesyCMOTPEHHBIC HOMEHKNATYpO#l Jiefl, 3aroIOBKY HOBBIX JIET JNOMONRHHTEBHO
BRTIOUAIOTCA B HOMEHKIATYpy Hel. B kakzaoM pasfiene HOMCHKIATYDEI Jen nand
BHOBB 3aBOAMMBIX Jefl MPeAyCMaTpHBAIOTCA PE3ePBHEIC HOMEDA.

8.13. 3aroyosok aena (rpada 2 HOMEHKIATYPHI en) AomkeH B 0600WEHHOH
dopMe OTpaaTb OCHOBHOE COACPXKaHHE H cocTas nokymentos Jjena. He
joNycKaeTcs yHoTpeOnieHue B 3arojioBke Jeia HeKOHKPETHBIX (OPMYIHPOBOK
(«pa3HBIe MATEpHANE, «oOImas MepenucKay), a TAke BBOAHBIX CII0B K CHOMHBIX

% Ylpunosxerue Ne 26 x [1paprnaM XpaHCHHS.
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CHHTAKCHYECKHX OGOpOTOB. 3aroJioBKM Jel MOTYT YTOYHATBCA B TCUCHHE rola
B nporiecce HOPMHPOBAHHSA U OPOPMIICHHUS A€,

3arooBOK Jena OOJDKeH COCTOATH W3 DEMEHTOB, pacnonaracMbix B
clieyIoNeil MoCaen0BaTe/IbHOCTH:

a)  HasBaHme BHAA fAena (Mepenucka, JKypHal, IeJI0) WK BHAA JOKYMEHTOB,
BKIFOUEHHBIX B J€JI0 (TIPOTOKOJIB, TIPHKA3EI);

6) HauMeHOBaHWe  OpTaHH3alMM,  CTPYKTYPHOrO nojpazaelcHu,
[OCTOSHHO AEHCTBYIONIEr0 Wi¥ BPEMEHHOro OpraHa, JOJDKHOCTHOTO JHIQ,
CO3IaBIIHMX AOKYMEHT(EL);

B)  HANMEHOBAHME KOPPECHOHIEHTA (opranusauum, JHHA, KOTOPOMY
aJpecoBaHbl MIIH OT KOTOPOro MOMYYEHEI IDOKYMEHTBHI);

r)  Kparkoe ColepkaHue NOKyMEHTOB Jena;

&)  Ha3BaHHE MECTHOCTH (TeppuTOpHH), C KOTOpOH CBA3aHO COACPKAHHUC
JOKYMEHTOB JIENA;

¢)  jpara (mepHoR), K KOTOPHIM OTHOCATCS AOKYMEHTEI 1A,

K)  YKasaHHe Ha KOMMIHOCTH JOKYMEHTOB Jea.

8.14. Tlopamok  PpACIONOKEHHMs ~ 3arojloBKOB  JIen  BHYTPH pasfenos
HOMEHKJIATYphl A€l ONMPEeIeNsaeTcs CTeNe b0 BAKHOCTH JOKyMEHTOR, BKJIIFOUEHHBIX
B Jiena.

B wuauane pasfena pacmojiaralorca  3arojloBKM - Zel, comepKalHx
yupeRTeNbHEE, OPraHu3allMOHHO-TIPaBoBbIE H pacTIOpAANTENBHEIE TOKYMEHTEL,
saTeM 3arojJiOBKH Jei, COAepiallliX IIaHOBBIC, OTYCTHEIC, HH(OpPMaLOHHO-
amanATHYecKHe  HOKYMEHTbl,  HOKYMEHTHl,  OTpaxawolmue  ACATCIBbHOCTE
HOApasfeNeHns, NEpenucKy, B KOHUE pasjena — perucipaliMoHHEIe ¥ YYETHBIE
KypHAJIBL, KAPTOTEKH, 6a3bl AAHHBIX.

3arofloBKH [ieJ, COCTABJIECHHBIX MO0 KOPPECTIOHACHTCKOMY H reorpadideckoMy
IIpH3HAKaM, BHOCATCA B HOMEHKIATypy A€l Io andapuTy KOPPECTIOHJCHTOB UM
reorpaduuecKnX Ha3BaHUH.

B 3aronoBKax jei, coiepallux AOKYMEHTH NO OJHOMY BOMpOCy, HO HE
CBI3AHHBIX ITOCHEOBATeIBHOCTRIO pEWleHHs BONpOCa, B KavecTse Buja Jena
ynoTpebiseTcs TEPMUH «TOKYMEHTBD, & B KOHIIE 3aI0/I0BKA B cxo0Kax yKa3bIBatOTCH
Ha3BaHMS BUIOB JOKYMEHTOB, Hauboee Npe/ICTaBICHHBIX B ACIC:

«JJOKyMEHTHI O MPOBEACHUH COBEIIAHUH U CEMHHAPOB (mporpaMMBl, CITHCKH,
TOKIIaJIBI».

TepMHH «IOKyMEHTBI» TIPUMEHSETCA Takke B 3arojioBkax A, conepKalHux
JTOKYMEHTBI-IPHJIOKEHHA K KaKOMy-TH00 JOKYMeHTy (BHIBI JOKYMEHTOB-
NPUITOXEHHH He NIePETHCIIOTCs):

«JIOKYMEHTHI K IPOTOKONaM 3acefaHui HayqHO-TeXHH4ISCKOro COBETAY,
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«ITpoTOXONB! NPOH3BOACTBEHHBIX COBEILIAHMI TIPH TeHEepAIbHOM IUPeKTOpe
¥ JOKYMEHTBI K HEMD.

B 3arofoskax JAei, TNpeAHa3HAaYeHHBIX UL rpyINAPOBKH OFHOTHIIHEIX
JOKyMEHTOB, 3Ta rpyInna I0KyMEeHTOR yKa3BIBACTCA BO MHOXECTBCHHOM HCIE:

«ITpoTOKOIB 3acefaHiil JHPEKIH?.

B 3arofloBKax [ejl, COTEPKaIUX Mepenucky, YKA3BIBAETCSA, C KEM U 110 KaKOMy
BONPOCY OHa BEIETCA:

«Tlepemmcka ¢ 0Opa3oBaTeNBHEIMA yupex/IeHHAMH O  TIOBBIMICHHH
kpannbuKaln paboTHHKOBY.

B  s3aronoBKax  Jen,  COAepXalluX IepenucKy C©  ONHOPOJHBIMH
KOPPECTIOHIEHTaMH, MOCIEAHRE HE HA3BIBAIOTCA, A YKA3BIBAaeTCA HX BHI0BOC
Ha3BaHUe:

«Ileperucka ¢  (enepanbHHIMH opraHaml HCTIONHUTENBHOM  BIIACTH
0 3aKIOUEHHN 1 HCTIOMHEHUH rOCY1apCTBCHHBIX KOHTPAKTOBY.

B sarojoBKax  Jen,  colepxallnx mepenrcKy €  PasHOpONHBIMH
KOpPeCTIOHIEHTaMH, MOCTHEXHHE HO MepeYncaoTC:

«Tlepenicka O 3aKUOUCHIH H MCTIOHEHHH rocy[apCTBEHHBIX KOHTPAKTOBD.

B 3aronoBke Aena yKa3piBacTCA KOHKPETHBIH KOPPECTIOHAEHT, €CII nepenucka
BeIETCA TOJNBKO C HAM!

«(Tepemucka ¢ Q0O «IopcBisb» O NpeAOCTABICHUH yCITyT CBA3HY.

[Ipn ofo3HAYeHUH B 3aroioBkax nen aIMUHACTPATHBHO-TEPPUTOPHAIBHBIX
eIHHUL YUHTHIBACTCS CICAYIOIIEe:

eci  COmepkaHme  Jiema  KacaeTeid HECKOJIBKHX  OXHOPOIHBIX
aIMUHHCTPATHBHO-TEPPHTOPHATBHBIX eMHHI, B 3aroJIOBKE Jena HE yKa3BIBAIOTCA
X KOHKpETHBIE Ha3BaHI1, & yKasbIBaeTCH X oblee BUAOBOE Ha3BaHUE:

«[lepenucka C YIpEKACHHAMA KyJAbTYpHl IMHHHMCTPATHBHbIX OKpYToB
MOCKBEI.

eCIlM CORCp/KaHue Aena KacaeTca OIHOM aJlMHHHCTpaTHBHO-TeppHTOPHaJIBHOﬁ
¢ IMHHIIE! (HaceeHHOro MyHKTa), e¢ (ero) Ha3BaHHe yKa3sIBAETCA B 3aTONOBKE /1€

«Tlepenncka ¢ bunmanoM B MockoBcko#l o6nacTi O IUIaHAPOBaHWH
1 OTYETHOCTHY.

B 3arojoBKax e, COASpKaIX [MNaHOBYIO HIH OTYETHYIO MOKYMEHTALHIO,
yKa3bIBaeTCs MEPHOL, (Mecsin, KBapTal, rox) Ha (3a) KOTOpHIH COCTABJICHBI TUIAHBI
(oTueThI).

«OT14YeThl CTPYKTYPHBIX noJIpa3feNeHuii 3a 2017 ron»;

«CTaTHCTHUYECKMIE OTYET O WYHMCICHHOCTH, cocTape H IBIDKEHHH KaapoB
3a 2017 rop (&. Ne 27-rom».
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[Mpn QoOpMUPOBAHUM JeNa U3 HECKONBKHX ToMOB (uacTeif), kpome oOLIero
3arOJIOBKA Oena IpH HeoOGXOMMMOCTH COCTaBAAIOTCA 3arojIOBKH KaxJioro ToMa
("acTH), yTOUHMOLME COAEPKaHNe TOMOB (4acreit) nena.

3arOJIOBKH A€l MOTYT YTOUHATBCA B IPOLIECCE (dopMupOBaHHA ¥ OQOPMICHHS
Jet.

8.15. I'padha 3 «KonmuecTBo AC/» 3AIIONHACTCA IO OKOHYAHHH KaNeHAapHOro
roma. Ilo HJOCTHXKCHUH JEJIOM, BKNIOYAIOIAM JOKYMEHTHl BPEMEHHBIX (cBBlIIE
10 5ieT) ¥ NOCTOSHHOTO CPOKOB XpPaHEHHA, obpeMa B 250 MHCTOB, TOM 3aKPHIBACTCA
¥ OTKpEIBaeTCsL HOBBIH TOM. B rpade 3 HoMeHKIaTyphl ACi HFOCNIEN0BATENBHO
yKa3BIBAIOTCA HOMepa TOMOB KpaifHie JaThl IOKYMEHTOB KaXJ0TO TOMa:

T.1. 11.01.2017 -

30.06.2017

DneKTpOHHBIE JeNa Ha TOMa (4acTH) HE pasfensioTCA. Bce 3neKTPOHHBIC
JTOKYMEHTH], HE3aBHCHMO OT HX 06beMa, BICTIOUAIOTCA B OZIHO HEKTPOHHOS JACIO.

8.16. B rpade 4 «Cpok XpaHeHHd H Ne CTATBH IO TEpPEUHIO» YKa3bIBAIOTCA
CpOKH XpaHeHU: iell H HOMepa craTeli o TUIOBOMY I BENOMCTBEHHOMY MEPEHHIO
JOKYMEHTOB ¢ yKa3aHHeM CpOKOB XpaHCHH, denepapHOMy 3aKOHY WITH HHOMY

HOpMATHBHOMY TIPABOBOMY aKTY.

8.17. B rpade 5 «IIpuMeyaHue» NpOCTABIALOTCA OTMETKH O 3aBEIHCHUH ACT
(«3aBeneHO»), O MEPEXOAAIINX ACNax (ganpumep, «[lepexopsinee ¢ 2016 roma»),
0 BBUICICHHM IeJl K YHHUTOXKEHHIO, O JINLAX, OTBETCTBEHHBIX 3a opMHpOBaHKE N,
o mepefaye AeN B APYTyIO OpraHu3aliio i NPOHOIKEHYS.

Eciun  geno  ¢opMupyeTcd B #HGOPMAUUOHHOH CcHCTeME K BKIOYaCT
3JEKTPOHHBIE JOKYMEHTHI, B rpade «I[IpumeyaHue» OTMEYAeTCH, “ITO JeNn0 BEASTCA
B SIEKTPOHHOM BHJE ¢ yKa3aHHeM HAMMCHOBAHMN: MHGOPMaHOHHON CHCTEMBL:

«DAEKTPOHHBIE JOKYMEHTEL CHJI «Kanuesmipusn», bl «CiyxeCHEIE 3aTHCKID).

8.18. Tlo 3aBepllieHHN NENONPOU3BOJCTBEHHOIO roja B KOHIIE HOMEHKJIATypbl
Jen B KaXAOM CTPYKTYPHOM MOApas/eeHut othOpMIIsIETCA UTOroBad 3amuch,
B KOTOPYIO BHOCATCA CBEACHHA O KOJIMUECTBE 3aBEJICHHBIX Jie (TOMOB, uacreit),
OTHENbHO IOCTOSHHOrO M BPEMEHHBIX CPOKOB XpaHeHHs, BPEMEHHBIX CPOKOB
XpaHEHHs ¢ OTMETKOH OIK» u nepexomamux. Witoropasd 3aluch JIOTIONMHAETCA
JAHHEIMH O KOJIMYECTBE JICKTPOHHBIX IeH COOTBETCTBYIOLIHX CPOKOB XPAHSHUA,

B MTOTOBYIO 3alHCh CBONHON HOMEHKIATyphl ACT cBeleHHs BHOCATCA Ha
OCHOBAHHH JIAHHBIX, IepeSaHHbIX H3 CTPYKTYPHBIX nojpasieneHnii OpraHu3aliy.

CpesieHHd, copepkanipecs B HTOTOBOM 3amUcH HOMEHKIATYyphl ACH
OpTaHW3aluH, MepefaloTcs B apXuB OpraHM3alHMH, O YeM B HOMEHKIAType aen
[POCTAaBNAETCA OTMETKa ¢ YKA3aHHEM JOJDKHOCTH ¥ MOANKMCH JHIa, NepelaBiliero
CBEICHHSL.
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8.19. Jlena co AHS WX 3aBefIeHHs JIO Mepeat B apXUB OpraHU3alai WiH N0
BBJIC/ICHHS AX K YHHUTOXEHHIO IO MCTeIeHHH CPOKa XPaHEHHs XPaHATCA IO MECTY
nx GOpPMHPOBAHHSL.

Jleno CYMTAeTCA 3aBENCHHBIM C MOMEHTA BKIIOYEHHA B HETO TICPEOTO
WICIIONHEHHOTO TOKYMEHTA.

8.20. Mpu  dopMUpOBaHHH J€1 HA GyMakHOM  HOcHTene  JOJDKHBI
cobmoaaThea cneayonupe o61pe mpapuna;

B JIeJI0 TOMELAIOTCS UCIIOMHEHHbIE TOKyMEHTHI, COOTBETCTBYIOIIHE IO CBOEMY
COZIEpIKAHHMIO 3aTONIOBKY J€/1a II0 HOMEHKTIATYPe e,

IPATOKEHHS TIOMELIAIOTCA BMECTE ¢ OCHOBHBIMA JIOKYMCEHTAMH,

B Jeno BKMIOYAlOTCA HOKYMEHTHl OAHOTO KajeHAapHOro TroOAa, 3a
HCKITIOUEHHEM MEePEXOISIINK e

JOKYMEHTHI TIOCTOSHHOIO ¥ BPEMCHHBIX CPOKOB XpaHeHHs TPYNIUPYIOTCA B
Aena paszelibHo;

B €0 BKJIFOYAETCS 10 OAHOMY SK3eMIULAPY KaXaoro JOKyMEHTa,

daKcorpaMMpl, TeJIETPaMME, TeNe(pOHOTPaMMB! MOMEIIAIOTCA B nena ¢
TIepeIrcKoii Ha 001X OCHOBAHMAX;

B HeN0 TMOMELAITCA JOKYMEHTHI HPaBHUILHO M NIOJTHOCTBIO ot opMICHHbBIE
(ROKYMEHTB! IOJDKHBEI HMETh JaTy, TIOAMHCE 1 JpYTHE HeoOXOINMEIE PEKBH3NTHI);

B &0 He BKIOYAIOTEA OOKYMEHTHl, NOIIeXaillie BO3BpaTy, JMHITHHE
3K3EMILTAPH! ¥ YEPHOBHKH (33 HCKNOYCHUEM 0c000 1IeHHbBIX);

no obveMy Jelo, BKIOYAoIee AOKYMSHTBl Ha GyMasKHOM HOCHTeNe, HE
[OJDKHO mpeBeiars 250 JMCTOB, NPH TONMIUMHE HE Gonee 4 cM (TONMILMHA AEN CO
cpoxamu xpaHenua o 10 syer He HODKHA MPEBBINIATH 10 cm). Tlpu mpeBBIOICHHH
naHHoro oGbeMa 3aBomuTcs BTopod ToM. Ilpn HamuMK B A€ HECKOJIBKHX TOMOB
(uacTeii) MEIEKC H 3arojIOBOK JieNa IPOCTABIAIOTCA Ha Ka)KJA0M TOME ¢ 00aBieHUEM
oGosuadenuit: «T. 1», «T. 2».

IIOKyMEHTH BHYTpH Jiefla pacroJiaraloTcs CHH3Y BBEPX B XpOHOJOTHYECKOH,
BOTIPOCHO-JIOTHYECKOH TOCNIeA0BATEIHOCTH HIIN HX COYCTAHUM.

PacnopsauTenbHEe  JOKYMEHTH Ipymmupylores B Aena 1O BHAM
¥ XPOHOJNOTUH C OTHOCALMMHCSA K HUM MPHIOKCHHAMH. JToKyMeHTbI — OCHOBaHHA
K pacIopATUTENbHBIM JOKYMEHTaM BKIIOMAIOTCS B OTACIBHOC Ieno.

[IpoTokonsl B Jele PACcIONAraloTcs B XPOHONOTHAECKOM mopaaKke H 10
HOMEpaM.

JIokyMeHTSH! K 3acejaHIsIM (coBelllaHAAM) FPYIIAPYIOTCA B OTACNBHOE ACIIO,
KaK 1 APUIOKEHUS K IIPOTOKOIAM, €CIIH OHU COASpaT Gonee 25 CTpaHMLI.

JIOKyMeHTHl K TPOTOKONaM, €C/IH OHH CTPYNNTHPOBAHB! B OTAeNBHBIE NENA,
CHCTEMATH3UPYIOTCS BHYTPH A€l IO IIOPAAKY HOMEPOB HPOTOKOIOB.

JlokanpHble HOPMATHBHBIC @KThl, YTBEPKACHHBIC PacTiOpAAUTEIEHBIMH
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JOKyMEHTaMH, ABIAOTCA NPHIOKEHUAMH K HAM © TpyNIHPYIOTCS BMECTE
¢ yKa3aHHBIMH JOKyMEHTaMH.

IIprKa3El 0 OCHOBHOH ACATENHHOCTH IPYNMHEPYIOTCS OTASHBHO OT MPUKA30B
Ho JMYHOMY COCTaBy M TpHKa3oB 1O a,uMHHHC’[paTHBHO-xosﬂﬁcrseHHoﬁ
NeATENEHOCTH -

TIpuKa3ssl MO JMYHOMY COCTaBY $hopMHUpYyIOTCA B Jeila B COOTBETCTBHH CO
cpokaMH XpaHCHHS.

JIOKYMEHTH! B IMYHBIX JENaX pacnoJaraoTes mo Mepe HX MOCTYIIeHHUS.

[lepemucka TpyNmEpyeTcs B JeNa NO TeMartuke H/AIH  KOPpECIIOHACHTAM
Vi CHCTEMATH3MPYETCA B XPOHONOTHYECKOH HoCNeNOBaTEIBHOCTH: NOKYMEHT-OTBET
moMenaeTca 32 IOKYMeHTOM-TIpoch6oit (zanpocom). Ilpu B0300HOBNECHUH
TePenyCKH IO OTPeJeeHHOMY BOMPOCY, Hauapinelics B MNpeApAylEM Troay,
JOKYMEHTHl BKIIOUAIOTCS B JIENO TEKYIIEro rolia ¢ yKasaHMeM HHIeKca Jena
NpeabIRyIIEro roaa.

JNeKTpOHHBIE  JOKYMEHTE dopmupylorcs B DJIEKTPOHHBIC nena
B COOTBETCTBMH C HOMEHKIATYpOH IHel opraHuzalii B toi HH(OPMALMOHHOH
CHCTEMe, B XOTOPOH OHE GBIIH CO3JaHBI M B KOTOPYIO OB BKITIOYEHBL.

8.21. Jlnn obecrmeyeHus COXpaHHOCTH, Y4eTa AOKYMEHTOB H  Jel
CTpYKTYPHOTO TOApasfieNieHs M opraHM3alEl JOCTya K HHM IPOBOAWTCA
KOMILIEKC paboT:

co37jaHKe ONTHMANBHEIK YC/I0BHH XPAHSHUS AOKYMEHTOR 1 nel;

pasMeIeHHE JIeT;

TIpOBEpKa HAIMIHSA H COCTOAHMUS IOKyMEHTOB H nei;

coOmozienne IIopAAKa BeIAAYH e,

8.22. Jlena pasMeinaloT B pabouMX XOMHATAX HIH CrelMaibHO OTBEACHHBIX
A 3TOH 1Leny TOMEMEeHHAX B WKadax, Ha CTemaxax, qTOOB 00ECTICHUTh HX
COXPAHHOCTB H 3aIIHTy OT po3eiicTBHA BpeIHBIX GaKTOpOB.

3 B cooteercTBHH ¢ IlepeuHeM THMOBBIX YNPABICHUECKUX APXWBHEIX JIOKYMCHTOB, oGpasyronuxcs B
npouecce AEATETLHOCTH rOCyAapCTREHEBIX OpraHOR, OPraHOB MECTHOTO CaMOYMpABICHHA H OpraHusalpii,
¢ YKa3aHMEM CPOKOB XDaHCHUA, YTBEPIKACHHEIM TPHKA30M MuHucTepeTBa  KyABETYPHB Poccuiickoid
dbenepauyi OT 25 aBrycTa 2010 . Ne 558 «O6 yreepsicaennu [Tepeuns THIOBbIX ynpaBieHYeCKHX apXABHBIX
HOKYMEHTOB, 00pasyloIHXcs B Mpoilecce AEATE/TBHOCTH TOCYAAPCTBEHHBIX OpraHos, OpraHos MECTHOrO
CaMOYTIDABJICHNS 1 OPTaHH3ALMH, C yKa3aHHeM CpOKOB XpaHEHHD) (3aperucTpupoBaH B MHBHCTEPCTB
joctiupu Poccniickolf @enepamin 8 centabpa 2010 r., PErHCTPalHOHHBIH e 18380); ¢ B3MCHEHHAMH,
BHECEHHBIMH TPHKa30oM MHHHCTEPCTER  KyJEBTYpH Poccuiickoii denepaunu oT 16.02.2016 Ne 403
«O pHECeHNM H3MeHeuHi B [lepeyeHs THIIOBEIX yIPaB/ICHCCKHX apXHBHBIX JOKYMEHTOB, ofpasyiomuxcs B
npouecce AEATETbHOCTH ToCyAapCTBEHHBIX OpPraHoOB, OPraHOB MECTHOTO CaMOYTIPABICHHA # oprasHH3aLui, ¢
yKasaHHEM CPOKOB XpaHeHHA, yTBepiAeHHbIH NPHKA30M MuHEUCTEpCTBA KYJIBTYPH Poccuiickor eaepanui
or 25 asrycta 2010T. Ne 558» (3aperucTpupoBaH B MBHHCTEPCTBE IOCTHLMHU Poccuiickoii Peaepaupu
15 mapra 2016 r., perHcTpauHOHHbIH Ne 41414), x A/IMHHHCTPATUBHO-X03AHCTEEHHON JISATONbHOCTH
OTHOCATCS BOTIPOCHI 10 COGMIOAEHMIO NPaBH BHYTPEHHETO pacnopaaka, SKCILTy aTalHH cryxeGHBIX 30aHWH,
TpaHCTIOPTHOMY OGCTYKHBAHHIO, BHYTpCHHEH CBA3H, 00ECTIeUeHITO 6e30aCHOCTH OpraHH3aLmi.
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Jlena [ UX y4eTa u G5ICTpOro noucka AODKHEL PacTIONIATATBCA BEPTUKATIBHO,
KOpeIlIKaMH HapyXy H B COOTBETCTBHH nomenxmarypoit zen. Ha kopemkax
o63I0KeK Jel YKa3HIBAKOTCS HHAEKCH! IO HOMEHKIATYpe ACH, npH HeoOXOAUMOCTH
HOMEp TOMA Jena, JaTy Aena. HoMmeHKnaTypa AeN WIH BBIMCKA W3 Hee [IOMEeacTCd
Ha BHyTpeHHeil cTOpoHe mKada.

8.23. TlpoBepku HamM4Md M COCTOAHHA BOKyMEHTOB H J€l B IeiX
ycranoBeHns  (aKkTHYECKOro  HAIMIHA fgen  AOJDKHBEL  TPOBOAWTBCA
AETONPOU3BOAUTENEM IOAPA3NESITECHUS B CITyIaiX:

nepen nepepayei JOKyMEHTOB B apX1B OpraHu3aLy;

NpH NepeMemeHHH JIeT;

npH CMeHe PYKOBOIUTENA CTPYKTypHOTO nojipasfeneHnsd, PyKOBOAMTEIA
Ciyx6B1 A€NONMPON3BOACTBA;

mpd  PeopraHM3allii H JINKBHIAIHMH OpraHy3allMi MIH CTPYKTYPHOTO
TIOApa3AcAcHUs.

IIpoBepka HANHYHA MPOBOJAMTCA NMyTEM CBEPKH cTateil HOMEHKIATYpHl JAel
¢ oMMcaHHeM HeN Ha 00JNoXKKe, a (u3HYecKoe COCTOAHME Ael onpenenaeTca myTeM
MX BH3yaJBHOrO MPOCMOTPA. Bce OOHApyXeHHbIE HeZOCTATKH  JOJDKHBL
DUKCHpOBaTHCA B aKTe MPOBEPKH HATIIHA H COCTOSHMS JEJI.

$.24. B ciyuae BBIABICHHA OTCYTCTBHA IS, YUCISNHUXCA 10 HOMEHKIATYPe
IeN, PYKOBOACTBOM rnofpas/ieneHyii MPAHAMAOTCA MEPEL N0 X possicky. Ecmm
PO3BICK JIeNl He JaeT pe3yJbTara, COCTABACTCA CHpaBKa O IPHIHHAX MX OTCYTCTBUA,
KOTOpas TMOANMCHIBACTCA PYKOBOZHTENEM MoJpasfeNieHhd U MPEACTaBIAeTCA
B Criyx0y AenonpoH3BOCTBA.

®dakr yrpathl fAena (Zen) (uKcHpyeTcs B aKTe, coctapisieMom CiyxGoi
IeNoNpOU3BOACTBA U pYKOBOJHUTENIEM CTPYKTYPHOTO HOApa3AeIcHHA
(YIIOTHOMOYEHHBIM MM ANOOM) B TPEX SK3eMIUBIPAx: 10 ONHOMY 3K3EMILAPY aKTa
xpanutcs B Ciyx6e JeA0npor3BoaCcTBa 1 CTPYKTYPHOM HOApa3AeNeHH; SK3CMILIAP
aKTa TPeJCTABNSeTCs B apXUB OpraHusailiu IpH nepeziade ANl CTPYKTypHOTO
MoApasfieNieHns Ha apXHBHOE XPAHCHHUE.

8.25. DKkcnepTHsa LEHHOCTH  ROKyMEHTOB NMPOBOAMUTCA HA  OCHOBE
3aKOHONATENIBHBIX H HHBIX HOPMATHBHBIX NIPaBOBBIX aKTOB Poccuiickoii ®enepatlni,
YCTaHAB/IHBAIOIHX TpeGoBaHuas K CpoKaM XpaHCHHS ITOKyMEHTOB, THIIOBBIX
1 BEJOMCTBEHHBIX epeuHeli IOKYMEHTOB C YKa3aHHEM CPOKOB HX XpaHCHHs:

IIpM COCTABJICHUH HOMEHKIIATYPBI €T,

TipH [OATOTOBKE /el K epejiate B apXus OpraHu3alvy;

8 apXHBe OpraHu3alHuy.

8.26. Jlna opraHM3alM¥ H TIPOBEJCHM paboTsl O IKCHEpTH3Ee UCHHOCTH
JOKYMEHTOB B OpraHH3alHy TpPHKa3oM pYKOBOIHTENS CO3[AETCA SKCIIepTHAA
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komuccus (gamee — OK), B opraHMsalusax, HMEIOIIMX HOIBEAOMCTBEHHEIE
opranuzaLyy, GpIHanbl, — HEHTPaIbHAA IKCIHEPTHAL KOMUCCHA (manee — LIGK)
3azadn, (QYHKIHME, NpaBa, OPraHU3aLus PaGOTEI 3K (119K) onpenensroTca
MOJIOKEHHEM O Hell, KOTopoe pa3spaGaThiBaeTcs HA OCHOBAaHWH IPAMEPHOTO
HONOKEHUsI,  YTBEPKACHHOTO  yNONHOMOYEHHBIM demepanbHBIM  OpraHOM
HCIIONHUTENBHOM BIAacTH B cdepe apXMBHOTO JeNa U nenonpomsoncma“.

8.27. OcHoBHbIME GyHKIHAMH JK ABIAOTCA:

OpraHH3aIKs XeTOJHOTo 0T60pa JeN ANA XPAaHEHHA i YHHITOXCHI,

paccMOTpeHHe H COTJIACOBaHME IPOSKTa HOMCHKIATYpBI NG opraHu3aLliy,
onmceil nel MOCTOSHHOTO M BpeMeHHBIX (cppime 10 yeT) CpokoB XpaHeHHs, B TOM
qucie TO RMYHOMY COCTaBy, AKTOB O BEUICNEHHH K YHWYTOXKCHHIO Je€l, HE
HOIEXKAIIX XPAHSHUIO;

ygactwe B MOATOTOBKE W  PAacCMOTPEHUM  INPOCKTOB HOPMATHBHBIX
i METOXMYECKHX AOKYMEHTOB MO BOIPOcaM paboThl ¢ NOKyMEHTAMH B OPraHH3alHu.

8.28. DKcmeprHsa [EHHOCTH JOKYMEHTOB OCYIIECTBIAETCA  €XETORHO
IETOMPON3BOAUTENSAMH TIOApa3/ieNieHHH COBMECTHO C DK opraHuzaudd H TIOA
MeTOoAM4eCKIM pyKoBoacTBoM Ciryx651 ASTONPOU3BOACTRA OPraHn3aiiui.

8.29. Ilpu mpoBeNeHHH IKCHEPTHU3E! UEHHOCTH JOKYMEHTOB IipH MOArOTOBKE
7lel K TIepefiavue B apXUB OpraHU3allii OCY ECTBILICTCA:

oT6Op INOKYMEHTOB IIOCTOSHHOTO M BPEMCHHBIX (cBbimze 10 jieT) CpoOKOB
XpaHeHHs [JIs iepeiautl B apXUB OpraHH3alliy;

oT6Op HOKYMEHTOB BPEMEHHbIX (110 10 JeT BKAIOYHTENHHO) CPOKOB XpaHCHHA
i ¢ oMeTkamu «J10 MHHOBaHHs HafoGHOCTHY, «Jl0 3aMEHBI HOBEIMHY, ToANEXAIMX
najibHelleMy XpaHeHHIO B CTPYKTYPHBIX MOAPa3AeICHHAX,

BhINC/eHNe K YHIYTOXEHHIO Il 33 MpefBUAyHIe rofibl, CpOKH XpaHCHHA
KOTOPBIX HCTEKIIH.

OnmHOBpeMEHHO TIpOBEpsieTcs KauyecTBO H IONHOTA HOMEHKIATYpHl JOeN
OPTaHM3AINH, IPABUIEHOCTS ONPEJIENICHHS CPOKOB XPAHEHUA NCI1.

8.30. Jleana MOCTOSIHHOTO M BPEMEHHBIX (cBoiure 10 meT) CPOKOB XpaHEHI
OINEKAT MOTHCTHOMY HPOCMOTPY I BBIAENCHHA H3 MX COCTaBd HNOKYMEHTOB
ppeMeHHBIX (10 10 J1eT) CpOKOB XpaHeHH.

Ilena ¢ otMeTkoit «QITK» moaBepraioTes MOMHCTHOMY MpOCMOTPY B LEmAX
ompesieNieHys B BhIIENEHNSA W3 HX COCTaBa JIOKyMEHTOB, HOIIEKANIMX TIOCTOAHHOMY
XpaHEHHIO.

8.31. O16Gop 3NMEKTPOHHBIX JOKYMEHTOB JUiA NEpeladn B apXiB OpraHu3alliA
OCYIIECTBIISETCS B ABTOMATH3HPOBAHHOM PEKHME MyTEM oT6opa KOKYMEHTOB 13 0a3

3 Tlpukas DefepanbHOro apxuBHOro arewtcrsa ot 11.04.2018 No 43 «O6 yTtBepxaenun IIpHMepHOro
HONOMEHHS 06 DKCTIEPTHOH KOMHCCWH OpraHMsauun» (3apeructpuposal B MHHWCTSpCTBC OCTHIUH
Poccuiickoli ®enepaunn 15.06.2018, perncTpalmoHHbIH Ne 51357).
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NAHHBIX HHQOPMALMOHHBIX CHCTEM TIO npussaky «MHAGKC Aena» («Cpoxk
XpaHeHHs»).

8.32. ITo pesynbTaTaM OSKCNEPTH3EI LCHHOCTH JOKYMEHTOB B OpraHM3alui
nposonuTca 0QOpMICHHE Nel 1 COCTABJIIOTCA OIMCH JieN TIOCTOAHHOTO XpaHeHs,
BpEMEHHBIX (CBBILIE 10 neT) CPOKOB XpaHEHHA W MO JHTHOMY COCTaBY, @ TAK)XXe aKThHI
0 BELNEICHHHN K YHUUITOXKEHHMIO €N, HE MOIISKAIIHUX XpaHEeHHIO.

Onwucy fel MOCTOSHHOTO XPaHeHHd, BPeMEHHBIX (cBpime 10 1eT) CPOKOB
XpaHEHHs U TI0 JINUHOMY COCTaBY, 8 TAKKe AKTHI O BBICJICHHH K YHUYTOXCHHUIO A€,
He TOAJieKANHX XPaHCHMIO, paccMaTpHBaloTCA Ha sacemanun  OK (LI9K)
opraHu3aliid  OfHOBPEMEHHO. Cornacopagupte DK (IIOK) aktet W OmMUCH
YTBEPIKAAIOTCA PYKOBOIUTEINEM OpraHu3aIiH.

8.33. Jlena, obpasopaBliunecs B AEATEIbHOCTH OpraHu3alliy H MOJNEKAIIHe
XpaHEHHIO, MPOXOAAT MOJIHOE M wacTHuHoe odopmierue. [loaHOMY o(hOpMIECHHIO
[OJUIEKAT [ela BPEMEHHBIX (CBBIMIE 10 ner) cpokoB XpaHeHMs H HOCTOAHHOTO
xpaHenns. Jlena BpeMeHHBIX (zo 10 met) cpokOB XpPaHEHWS TOANEHKAT YAaCTUIHOMY
0()OPMIICHHIO.

OdopmieHHe et IPOBOAUTCA B CTPYKTYPHBIX NOApa3AeHeHHAX OpraHu3aIyu
110 MecTy (GOpPMUPOBAHKS HOKYMEHTOB B JiCTa.

8.34. Tlonuoe oopMiICHKHE RSN HA GyMa)KHOM HOCHTENE BKJIIOYAET:

othopMIIeHHE PEKBUIUTOB 00JI0XKKH Aena 1o Gopme;

HYMEpalHIo JIUCTOB B JENe;

COCTABJICHYE JIUCTA-3aBepUTENs I€ia,

COCTABJICHHE B HEOOXOAUMBIX CITydadx BHyTpeHHell ONMCH IOKYMEHTOB JIeNd,

MOAIIMBKY U TICpEnieT Aena;

BHEceHHe HeOOXOMMMbIX YTOYHEHHA B PEKBH3HTEI 06noKKH Jiena (YTOuHeHHE
Ha3BaHHS OpraHyu3allie, HHACKCA AeAa, KpalHUX JaT AeNa, 3arojioBKa nena).

JIucT-3aBepUTEeINb ACNa, BHYTPEHHAA OIMCh JOKYMEHTOB Jienia B 00/oXKKa fena
COCTaBIIOTCA Mo opMaM, YCTAHOBICHHRIM ITpaBunaMy xpaHeHml”.

8.35. Jlena BpeMenHBX (#o 10 neT BKAIOYUTENHHO) CPOKOB XpaHCHWd,
gopexalye 9acTUdHOMY OQOPMICHHIO, JONMyCKaeTCs XPaHWTh B TAlKax,
B KOTOPBIX Ji€JIa XpaHUJIHUCh B JETOMPON3BOACTBE, EPECHCTEMATHIALHA HOKYMEHTOB
B Jelie He MPOBOAMTCA, NHMCTHI Jcjia HE HyMepYIOTCS, JIHCTHI — 3aBEPHTENM ACia
He cocTapngiorcs. Ha ofmoxke Aena B COOTBETCTBUH ¢ HOMEHKNaTypol Jen
OpraH{3aLy  3AIONHAOTCA PEKBH3HTHL ~ HAHMCHOBAaHHE OpraHu3alui,
HauMeHOBaHHMe MOApa3ieNeHNs, HHAEKC NeNa, 3arojiOBOK Jiena, CpOK XpaHCHHA

HOKYMEHTOB.

3 [Tpuoxerua Ne 8, 27, 28 k TIpasiiaM XpaHeRHs.
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8.36. Ha o6ioxke AN BPeMEHHEIX (cBblme 10 jier) CPOKOB XpaHeHMA M 110
NTHYHOMY COCTaBY yKa3blBalOTCA:

HaWMEHOBaHHE BHIIECTOANIECH OpraHu3aniu (OpraHH3alliy — yupeauTens),

HanMeHOBaHHe OpraHn3alyu — HCTOMHHMKA KOMILIEKTOBAHHSA
rocyIapCTBEHHOTO (MYHHIMNIANBHOrO) apXHBA;

HapMEHOBaHHE CTPYKTYPHOIO MOJAPasAeICHI,

MHJIEKC fieJia [0 HOMEHKMAType e,

HOMEDp ToMa (JacTH);

3aroJioBOK Aena (ToMa, 4acTh),

Kpaiitne faTH gena (Toma, JacTH);

KOJIM4ECTBO JIICTOB B JIeNe;

CPOK XpaHeHHsd AeNa;

apXuBHbIH MM nena.

Ha o6noXKax el TIOCTOSHHONO XpaHeHHs Ha/l HAHMEHOBAHAEM OpraHu3alHH
yKa3HBAETCS HANMEHOBAHME TOCYAAPCTBEHHOTO (MyHMLHNAIBHOTO) — apXHBa,
HCTOYHAKOM KOMILIEKTOBAHUA KOTOPOTO BRICTYNACT OPraHU3alifiL.

8.37. Tpn opopmIreHHHN O0JIOKKY JETa:

HANMEHOBaHHe BHIEcTOAmell opraHusauuy (OpraHM3audn — yupeauTess),
Mpy ee HAIMYMH, YKa3H1BaeTCA MONHOCTBIO B AMEHHTENBHOM Maxeke, Moj NOJHLIM
HAMMEHOBAHHEM B CKOOKAaX yKa3ssIBaeTCs OQHIMANbHOS NPHHATOS COKpallleHHOe
HAHMEHOBaHHe (IIPH €ro HaMYMH);

HaHMeHOBAHHE OPraHM3aLMH YKa3bIBACTCA MOIHOCTRIO, B MMEHHUTENbHOM
nafiexe, ¢ ykasaHueM O(HIKAIBHO IPHHATOr0 COKPALEHHOTO HaUMEHOBaHHA (IpH
ero HaTHYAK), KOTOPOe YKA3EIBaeTCA B CKOOKaX NOCe NOTHOTO HaHMEHOBAHHA,

HAMMEHOBaHHE CTPYKTYPHOTO TIOApa3fiCNeHHs yKa3bIBACTCA [IOJTHOCTBIO
B COOTBETCTBHH C YTBep)KICHHOR CTPYKTYpOH oOpraHu3aiiu (MpE  HAJIHYMA
COKPAIIEHHOTO HAaMMEHOBAHUA CTPYKTYPHOTO mozpasjeneHus OHO YKa3hlBacTCA B
cxoOxax);

MHIEKC IeNa IpOCTaBIiAeTCA B COOTBETCTBHH C HOMEHKJIATypoll Jen
OpTaHU3alHH;

3arOJOBOK JeNa [epeHOCHTCs H3 HOMEHKIATyphl /el OpraHusaltii
(B HeOGXOIUMBIX CITy4asX B 3ar0NOBOK BHOCATCA YTOYHEHHA);

nathl Aena (rofa(bl) 3aBeACHA] ¥ OKOHYaN €12 B IeNOTIPON3BOICTEE).

TIpn W3MEeHEHHH HAMMEHOBAHMA OpraHusallii Uiy noApaseieHns B TeHCHNE
TepHONia, OXBATHIBAEMOrO NOKYMEHTaMH Jefa, Wi IpH nepezaue jena B APYroe
nofpasficlicHie Ha oGNOXKe jena IOX NMpexHAM Ha¥IMEHOBAaHMEM YKa3bIBaeTCA
HOBOe HAHMEHOBAHHE OpPraHU3alluM (nofpasneneHus), a ApexXHee HAHMCHOBAHNUE
3QKJI0YAETCA B CKOOKH.
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Hnpekc mena M 3aroJIOBOK Jella IEpeHOCITCA Ha OOJIOKKY H3 HOMEHKAATYPHI
nen. Eciv aeno CoCTOMT U3 HECKOIbKHX yacTeif, Ha 00JJOXKKY KaXAOTO TOMa (uacTH)
BEIHOCHTCS OOLIMiA 3aroJIOBOK ACNA U 3aroioBOK Kaxmoit uacTd (TIpH ero HAIMYHA).

TlaToll A€, CONEPXKALIHX PACTIOPAIUTENbHYIO A0KYMEHTAHIO, 2 TaKxke Jel,
COCTOSMIMX M3 HECKONBLKMX TOMOB (Mactei), ABIAOTCA KpaiiHie JaThl JOKyMCHTOB
gefa, TO €CTh HaThl (UMCIO, MeECAL, rog) perucTpaiyy (COCTABIECHWL) CaMOro
PaHHEro W CamMoro MO3[HETO JOKYMEHTOB, Bxmodendsx B Aeno. Ilpu 310M ACHB
mecsna (ABa 3Haka) M rof (UeTsIpe 3HaKa) obo3HayaoTCA apabcKUMH madpamm,
Ha3paHHe MecAlla MAIETcs cloBoM. ECIM B Zeno BKITIOHEHBI NOKYMEHTHI, JaThl
KOTOPBIX BBIXOMAT 3a KpaliHHe JAaTel fena, TO HOA HaTaMH Jea, ¢ HOBOH CTPOKM
JenaeTcs 3anuck: «B fene uMeloTcs JOKYMEHTEI 3a...T'04 (b1)». JaTel mena MOTYT HE
yKa3eIBaThCS Ha 0GJI0XKeE e, COnepxaluXx, HaIpUMeEp, I'ONOBLIE IUIaHbI ¥ OTHETH],
T4aK KaK OHH OTPaKAIOTCs B 3arojloBKax AeI.

JlaTaMu fei1a, COAEPKALIETO TIPOTOKOIIAL 3aceaHuii, SBIAIOTCA JATHl HEPBOTO
W MOCJIEAHETO IPOTOKOIA.

Kpa#iHsMHu JaTaMH JIMYHOTO eI SBIAIOTCA JaThi TOANHCAHNA TpHKasa
o mpueMe (MPH HAIMYMH TPYAOBOTO XOroBOpa — JaTa 3aKiIoyeHus TPYAOBOTO
JOTOBOPA) M TpHKa3a 06 yBONBHCHHH JIUIA, HA KOTOPO® oHO 3aBejieHo. B ciy4dae
CMEpTH JHIla, Ha KOTOpOE 3aBEJEHO XeIo, KOHEYHO# JaTol dABjidercd JaTa
IOKyMEHTa, H3BEITAOLIETO O €70 KOHUMHE.

PeKBH3UT «CPOK XpaHEHHA Jella» MEPEHOCHTCA Ha o0noXKy nAena H3
HOMEHKJIATYPHI JEJ TIOCKE CBEPKH €ro CO CpOKOM XpaHCHHA, YKa3aHHBIM B IIepevHe
THOOBBIX JMOKYMEHTOB WIH B BEJOMCTBEHHOM MEPEHHC JOKYMEHTOB, C yKa3aHHEM
CPOKOB XpaHeHH.

Ha menax MOCTOAHHOTO XpaHEHUs MHIIETCA. «XpaHHTh TTOCTOSHHOY.

2.38. [lo OKOHYaHWH TroAa B HaANHCH HA o0JOKKax JeNl TMOCTOAHHOIO
1 BpeMeRHBIX  (cBbitie 10 feT) CPOKOB XPAaHEHHs BHOCATCA YTOYHCHHL IpH
HeCOOTBETCTRHY 3arONOBKA Jiel Ha OONOKKE CONEPIKAHHIO MOMIIHTHIX JIOKYMEHTOB
B 3aTOJOBOK [ej1a BHOCATCS U3MEHEHMS U JIOTIOTHCHHA.

HanMeHOBaHAS OPTAHU3AUMH M TOIpasfeicHus, roi ¥ HOMEp nefa MOLYT
JIPOCTABIATECA HA 06I0XKKE C NOMOIIIBIO HITAMIIA.

839. B menix oOecreyeHHs COXPAHHOCTH U 3aKperlieHIHA TIOpSAKa
pacTIONOXEeHHs] JOKYMEHTOB, BKIIOYCHHBIX B [eo, BCe €ro JHCTBI, KpOMe JINCTA
3aBepHTeI M BHYTDEHHeH OMHCH, HyMepyloTci apaGekuMu  IagpamMi BAJIOBOH
wyMepanviel. JIMCTBE HYMEpYIOTCA rpadUTOBEIM KapaHJalioM WA HyMepaTopoM
(ymotpeGneHue 9YepHHI H IBETHRIX KapaHpalueff Ans Hymepauuu JUCTOB HE
TOTyCKaeTcs) CBEpXy BHHU3, udpbl POCTABIAIOTCA B NPABOM BEPXHEM YTILY JHCTA,
se 3a7[€Basd TEKCTA HOKyMEHTa. JIHCTEI BHYTpeHHeil ONIHCH HYyMepPYIOTCS OTACTBHO.



74

JIMcTHl men, COCTOSIIUX H3 HECKONBKHX TOMOB MM yacTeii, HyMepyloTca Mo
KaKAOMY TOMY HJIM YacTH OTAENBHO.

JIOKyMeHTBL ¢ COGCTBEHHOH HyMepauuell JHCTOB HYMEpYIOTCA B o0ImeM
TIOpsLAKE.

JIuct moGoro ¢opMaTa, TOMLUTEIH 32 OIHH Kpaii, HyMepyeTcs KaK OJiH JHCT
B NpaBOM BepxHeM YIIY. CnokeHHBIH JHCT pa3BopayuBaeTcs W HYMEPYCeTCHd
B TIpaBOM BepxHeM yriy. JIAcT, CIIOYKEHHbIH W TOANMIMTEIA 32 cepeluHy, MOANCKHT
IepelliMBKe W HyMepyeTcs KaK O/tHH JIHCT.

Eciy B 1eN0 TOMIIAT KOHBEPT C BIIOJKEHHEM, CHauana HyMepyercs KOHBOPT,
a 3aTeM OUEepeIHEIM MOPSKOBBIM HOMEPOM KaX0€ BIOKEHUE B KOHBepTE.

Ecni B HyMepaluH JIHCTOB [IOMyINEHO Gonee 10 ommbok, BCe HENO
HyMepyeTcsi 3aH0BO. [IpH 3TOM CTapble HOMEpa 3a4EePKUBAIOTCA, M PATOM CTaBUTCA
HOBEIl HOMED JIHCTA.

[Mpy BamHukKM OTACNBHEIX omMbOK B HyMepallud JIMCTOB JONyCKAaeTCA
ynotpebieHne TUTEPHBIX (C GYKBEHHBIMH HOMNONHEHUIMH ) HOMEPOB JTHCTOB.

8.40. Tocne 3aBeplueHuss HyMepaluy JTHCTOB COCTaBIACTC JINCT-3aBEPUTEND
Jena, KOTOpBIM pacmojiaraercs B KOHIE ACia. B nucre-3aBepuTeNe Lu(ppaMu
# IPOTHCHI0 YKA3BIBAIOTCSA KONHYECTBO JIHMCTOB B JaHHOM nene, OCOOCHHOCTH
OT/IENBHEIX JJOKYMEHTOB (HESCHBIH TEKCT, Pa3phIBEL, CKJIEHKH).

JIMcT-3aBepHTENb [€Na IMONIMHCHIBACTCA €ro COCTABUTENICM  C yKasaHHeM
JOTKHOCTH, HHHLUANOB H (paM¥/IMH, AATHl COCTABICHHA.

KonudecTBO JIHCTOB B Jefe, yKasaHHOoe B JIMCTe-3aBEpHTENE A014,
IpocTaBiieTcs Ha 00I0KKe AeTa.

Ecqi fief0 MeperieTeHo H NoMUATO Ge3 MMCTa-3aBepHTe, TO COCTABJICHHBIN
JUCT-3aBEPUTENH NOAKIEHBACTCH K BHYTpeHHe}! CTOpOHE 3a/Hell 06/I0XKY Aea.

8.41. lna yueTa HOKYMEHTOB ONpPEACNECHHBIX KaTeropuil MOCTOAHHOTO
# BpemenHoro (cBbitme 10 feT) CPOKOB XpaHEHHMd, Y4eT KOTOPBIX BBI3BAH
crienubAKOi TOKYMEHTaLUH, BKMIOUEHHOH B AENO, COCTaBIAeTCs BHYTPCHHAA
OITHCH JOKYMEHTOB Jefla, fIoMelllaeMas B ero Hauano.

BHyTpeHHAs ONHCH BKIIOUASTCA B AeNa, MMEIOIME 0coby10 3HAUHMOCTD,
a TalKe B Aeia, chOPMUPOBAHHEIE N0 BUJAM JIOKYMEHTOB, 3aTOJOBKH KOTOPBIX HE
PacKpbIBAlOT KOHKPETHOrO COAEPIKAHNA JOKYMEHTOB.

BHYTpeHHsAs ONVCh ROKYMEHTOB JeNa COCTaBIACTCA TaKXe Ha OOBEMHBIS
nelia TIOCTOSHHOTO M BPEMEHHBIX (cBbie 10 JeT) CPOKOB XPaHEHHA B HETAX y4era
# GBLICTPOTO HAXOXAEHHUS IOKYMEHTOB B JICIC.

B KOHIE BHYTpEHHEH ONHCH YKa3bIBaeTCA up(pamMy ¥ MPOIHCHIO KOHYECTBO
BKIFOYEHHSIX B HEE JOKYMEHTOB H KOJIHYECTBO JIMCTOB BHYTpEHHEH OMUCH.

BHyTpeHHAS ONHCh JOKYMEHTOB ACkA HOIIHUCHIBAETCs COCTABUTENIEM
¢ yKazaHHueM JIOJDKHOCTH, HHALMATIOB 1 dbamuHun, AaThi COCTABICHHA.
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Ecnu N0 epenieTeHo i ToAmuTo 6e3 BHYTpeHHeil OTHMCH, TO COCTaBNCHHAS
BHYTPEHHA OTIHCH MOAKIEHBACTCH K BHyTpeHHE} CTOpOHe MIeBOH OBJIOKKH Jefa.

8.42. JIoKyMeHTHl ITOCTOSHHOTO, BPEMEHHBIX (ceenme 10 ner) CpOKOB
XpaHEHHs U IO JINYHOMY COCTaBY, COCTABILIOLINC JeNno, NMOMeI@lTes B TBEPABIC
o6/IOKKH W3 KapTOHa, MONMMBAIOTCA B 4ETHIpE NpOKONa MU TIEpEILIETAIOTCA
C y4eTOM BO3MOXKHOCTH cBOGOHOrO YTEHMs TEeKCTa BCEX JOKYMEHTOB, 1aT, BU3 H
pe3omoNHit Ha HUX. Pesomonuu pyKoBOACTEA, COCTABJICHHBIE HA OTREIBHBIX IHCTAX,
OMeIIatoTes mepen AoKyMeHToM. IIpn moaroToske JACH K fmoAuMBKe (Mepennery)
MpoBEPAETCs IPaBWILHOCTh HX dopmupoBanus, obOPMICHN, BCS MIACTHKOBLIC
1 MeTAUIMHECKHE KPEIEHNA, & TAIoKe TEPMOMEpeIUIeTE! H3 IOKYMEHTOB YOAIAIOTCA.

Jlena TOCTOAHHOrO XPaHEHHs, COCTOANME n3 ocobo IEHHBIX HWIH
He()OPMATHEIX JOKYMEHTOB, MOTYT IPHHUMATRCA Ha XpaHeHHe B 3aKPBITHIX TBEPABIX
Ianxax ¢ TpeMs KianaHaMH H ¢ 3aBA3KaMi W B KOpoOKax.

8.43. ToaroToBKa SNEKTPOHHBIX JOKyMEHTOB K Iepesaie B apxyB
OPTaHM3aIMH OCYIIECTBISIETCA CTPYKTYPHBIM noapasneNieHueM OpraHusalyH —
prajieNblleM  COOTBETCTBYIOILEH MHGOPMAUMOHHOH ~ CHCTEMbl  COBMECTHO
¢ moJipa3ficneHueM (cmenmanucToM), — obecnedHBAIOIIHM (byHKIHOHHPOBAHHE
MH(OPMALOHHOH CHCTEMBL.

8.44. TIpu TMOATOTOBKE JEKTPOHHBIX JOKYMEHTOB, oTOOpaHHbIX K Tepenade
B apXMB OPTaHM3aliiH, BHIMOHAIOTCA CIEIYIOIIHE OCHOBHBIE TIPOLIEAYPBI PaGOTHI
¢ IOKYMEHTaMH:

KOHBEPTALHA IEKTPOHHOrO JOKYMCHTa B dopMaT apX¥BHOTO ,noxymema"’ 3

¢opmupoBaHne B MHbOPMALMOHHON CHCTeME OpraHu3alii 3NEKTPOHHBIX JC,
JRJITIONIAXCA  COBOKYNHOCTBIO KOHTEHHEPOB  MIEKTPOHHBIX JNOKYMEHTOB KM
KOHTEHHEPOM DJIEKTPOHHOTO JOKYMEHTa, BKIFOHAIOUICM: KOHTEHT W METaJaHHBIC
SMEKTPOHHOr0 AOKyMEHTa, ¢aiiipl 3AEKTPOHHBIX nofnucefl ¥ BU3YAIU3HPOBAHHYIO
KOITMIO TEKCTOBOTO IEKTPOHHOTO JIOKyMEHTa B ¢popMmare PDF/A*;

$hOopMHUpOBaHHE OMHCH DIIEKTPOHHBIX I, JNOKYMEHTOB  CTPYKTYPHOTO
HoApa3ieneHNs;

MHTpalus OSJeKTPOHHBIX ~JIOKYMEHTOB  Ha dusugeckn  060COGNCHHBIE
MaTepHaIbHEIE HOCUTENH, 6CTIH AOKYMEHTHI nepeialoTes B apXUB OPraHH3aliH HE TI0
AHGOPMALMOHHO-KOMMYHHKALMOHHBIM KaHalaM;

TIPOBEPKA BOCTIPOM3BOIMMOCTH JNEKTPOHHBIX HOKYMEHTOB;

mpoBepka  SNMEKTPOHHBIX  AOKyMEHTOB Ha  HajlWupne  BPEIOHOCHBIX
KOMIIBIOTEPHBIX [TPOTPaMM;

MOATBEpXIeHHE LENOCTHOCTH JJIEKTPOHHOrO JCJa 3NEKTPOHHON IOJIIHCHI0
PYKOBORHTENA CTPYKTYPHOTO MOAPA3ASICHHUA (aHOTO YTONHOMOYESHHOTO JIHEA),

3 TTynkr 4.34 Tlpasun XxpaHeHus.
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OCYIIECTBISIOMETO TIOATOTOBKY JMCKTPOHHBIX JOKYMEHTOB K Iepefiade B apXHB
OpraHu3alyH.

8.45. DneKTpOHHble JOKYMEHTBI MNEpeJAoTCsa B apXUB OpraHM3aliH 10
nmfpopmauHOHHo-TeneKOMmyHnKammHHoi»‘I CeTH UNH Ha bu3uIecKH 000COOICHHBIX
HOCHTENSX B COOTBETCTBHM ¢ YCTaHOBICHHBIMU npamnamu”, 6e3 COXpaHCHWA
JAHHBIX OJEKTPOHHEIX JIOKYMCHTOB B COOTBETCTRYIOIUX HHPOPMALMOHHEIX
CHCTEMAX.

8.46. OmicH e COCTapndiorcs B CTPYKTYPHBIX roapa3IeeHuIX
OpTaHH3aL|H [0l METOIUYECKAM PYyKOBOACTEOM CiyxGp1 ZesoMpoH3BOACTBA.

Oniicd el COCTABISIOTCA OTAENBHO Ha Jelia IIOCTOSHHOTO XpaHCHHA, aena
BpeMerHsIx (cBemue 10 JeT) CpoOKOB XpaHeHWs; Jena 1O JHTHOMY COCTaBY,
»NeKTPOHHBIE J€Na, 4 TaKKe Ha Jiefa, COCTOALIAS H3 JOKYMEHTOB, XapaKTepHBIX UIs
[AHHO#M opraHu3anuy (cyAeGHbIe, CIEACTBCHHBIC I3, HAyYHBIE OTUETHI 110 TEMaM).

Onpcd 7Jen CTPYKTYPHBIX TOpasfieNieHHii COCTABIAOTCA IO bopMam,
yctaHoBeHHbIM TIpaBunamu XPaHEHHS .

[lo omHcSM Mgl CTPYKTYpHSIX MNONpasfAeeHuH MOKyMCHTEL niepeaalnTCs
B apXHB OpraHHU3alHH.

Ha nena BpeMeHHEBIX CPOKOB XpaHCHHA (mo 10 mer BKIIOYUTENIEHO) ONHCH HE
COCTABNSIOTCA, H B ApXUB TaKue Jiea HE TIepefaroTCa.

TTpu HAMMYKH B OPraHKU3alHH CD/J] ommicu gen GopMHUPYIOTCA B CHCTEME.

8.47. Omucy nen CTPYKTYPHBIX nofpa3ie/ieHHil MPECTABIAOTCS B apXUB
OpraHM3aLUH He paHee, 9eM Uepes OfHH TO, 1 He TO3JHee, YeM 4depe3 TPH rofa
110C/Te 3aBEpLICHUs Aell B ACTIONPOH3BOJICTES.

8.48. OTAeNbHAs OMHCH MPEACTABIAET CODOM NEPEICHD onucaTelbHbIX CTaTeH
¢ CaMOCTOATENbHON TOPSAKOBOMH HyMmepaupeif, Kaxias #3 KOTOPbIX IOJDKHA
BIJTIOYATh CJIENYIOLIHE CBEACHHA:

NOPAAKOBBIN HOMEP Jie/1a IO ONHCH;

HHIEKC JIena;

3arONIOBOK JIENIA;

KpaifHHE JATHI AECNA;

KOJIMYEeCTBO THCTOB B ACHE;

CpOK XpaHeHHs Aena;

NIpUMEYaHHS.

8.49. Tlpu cOCTaBleHHM ONHCH  NICN CTPYKTYPHOTO  MOAPasAeICHHA
cOGIONAIOTCS CeAyIone TpeboBaHuA:

3aTONOBKM el BHOCATCS B OIHCh B COOTBETCTBHH ¢ mpuHATON CXeMOoH

cHUcTeMaTu3anvu Ach, BaerHJIeH'HOﬁ B HOMEHKNaType A,

3 [Tpunoxenus Ne 23, 24 x TipapuiaM XpaBeHH:.
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KaJ10€ AeJI0 BHOCHTCA B OIHCH NOX CAMOCTOATEIHHBIM MOPAAKOBBIM HOMEPOM
(ecnu Hes0 COCTOMT M3 HECKONBKIX TOMOB HIIH YacTeH, TO Ka)kKABIii TOM HAK 4acTh
BHOCSTCS B OMKCH O CAaMOCTOATEIEHBIM HOMEpOM);

TIOPANOK HyMEpaLHHy e/ B OTHCH — BAJIOBHIN;

rpa)sl ONHCH 3aMONHSIOTCA B COOTBETCTBUH ¢ TEMH CBEIEHHAMH, KOTOPBIC
BHIHECEHB! Ha OOJIOXKKY J€Ia;

MpH BHECEHHWH B OMHCH NOJPAA gen (ToMoB, 4acteil) ¢ ONMHAKOBBIMH
3arOJIOBKAMM 3arOJIOBKH BCEX JE (TomoB, HacTeif) MULIYTCA MNOJHOCTEIO; TIPH
BHECEHHH B OITHCH IOCIEAHEr0 3aroioBka noGapngeTcs CoBoO «TTocneaHuii»);

rpada omacu «[IppMedaHHD ACTONB3yeTCs IS OTMETOK O NpHEME nen,
0cOGEHHOCTAX HX (PUIHIECKOro COCTOAHMA, O nepepaie Ael APYTHM CTPYKTYPHBIM
foapasficieHleM Co CCHIJIKOI HA aKT, 0 HANM4YNH Konui.

8.50. Tlepen BHeCEHWEM 3aroioBKOB [IEi B OTIHMCH TPOBEPSIOTCA KaueCTBO
(opMHUpOBaHHA H obopMieHna Zen, COOTBETCTBHC KONHUECTBa JieJl, BHOCHMBIX
B OIIACH, KOMHYECTBY 3aBEICHHBIX JIEJI 1O HOMeHKIaType AN opranusaluy.

B koHIIE OIMWUCH BCled 3a rocyenHeil OMHACATeNbHON cratbeil 3anoHACTCH
WTOroBas 3aIlich, B KOTOPOH YKa3BIBAIOTCA (undpamu 1 NPOTHCHIO) KOMHUYECTBO AT,
gCAAIAXCA TIO OIKMCH, TepBbIH H moCNeNHMH HOMepa HeN TO ONHCH, a TakkKe
OrOBapHBAKOTCA OCOOSHHOCTH HyMepauul Hel B OMWCH (muTepHBIE HOMEDPA
1 NIpOITYIHEeHHbIE HOMEpa).

8.51. Topagoxk MNpHCBOGHMA  HOMEpOB onwWicaM el CTPYKTYPHBIX
noapas/e/icHH# yCTaHaBNABACTCA 10 COTIACOBAHMIO C APXUBOM OpraHA3aiiuH.

8.52. TIpu cocTaBieHHH OIMUCH 3JIeKTPOHHEBIX A€ B OTIMCh BRIIOYAIOTCA:

OPANKOBBIN HOMEp 3MEKTPOHHOTO IeNa IO OIHCH;

UHIEKC 3eKTPOHHOTO AcHa;

3ar0JIOBOK JIENA;

para fena (Toma, YacTH),

CPOK XpaHeHHUs eNa;

o6BeM 3EeKTPOHHOTO JIENA B M©6;

npuMedaHus.

B cocraBe ONHCH 3JIEKTPOHHBIX JI€T B CO dopMupyercs PeecTp
3NEKTPOHHBIX JOKYMEHTOB (xoHTeiiHEPOB SMEKTPORHBIX JOKYMEHTOB), B KOTOPOM
yKa3bIBAIOTCA CBEJICHUA 06 3ICKTPOHHBIX JOKYMEHTAX, BKFOUEHHBIX B KaXIZ0€
3JIEKTPOHHOE JETO0.

8.53. OmucH  Aen  CTPYKTYpHOTO nojpasaeNenna  TIOANUCHBAIOTCH
PYKOBOIMTENIEM HoApa3neeH s, cornacopeiBatorcs DK CTPYKTYpPHOTO
nogpasfienesna (npa  ee pamuun) B CryxOoi JeNonpou3BoACcTBa. PeecTp
3IeKTPOHHBIX AOKYMEHTOB, JBIAIOLIHICA HPHIOKEHHeM K OIMICH ANEKTPOHHBIX
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IOKYMEHTOB, IOJIIHCHIBACTCA COCTABHTENEM peecTpa C YKa3aHHEM IOJKHOCTH,
HHKIHANOB, (PaMHIHHA, JATHI COCTABJICHUA.,

8.54. Omucy Ned CTPYXTYpHOro NoApasie/eni OpraHu3allii COCTABMAOTCH
B JIBYX 3K3eMIUIApax HA GyMaKHOM HOCHTENE, ONHH U3 KOTODEIX MepefaeTcsa BMeCTe
¢ JenaMM B apXuB OpraHU3aluH, a BTOpOH OCTAETCA B KauecTBe KOHTPOJIBHOT'O
sK3eMIUIIpa B CTPYKTYPHOM noApasfelieny. B apxuB OpraHM3alliH  TAKKE
nepefiaeTCa 1O IK3EMIVIAPY onmcell [ejl B DNEKTPOHHOM BHAEC B penaKTHPYeMOM
dopmare Ans KCIONB30BAHU B HanbHeHIneM s TOATOTOBKH apXMBHBIX onucen
e, JOKyMEHTOB (roJIoBbIX Pa3zenoB).

8.55. Ilena mepenaloTcs Ha XpaHEHUS B apxHB OpraHH3alKy B COOTBETCTBUH
¢ rpadMKOM Tiepefaqd JIOKYMEHTOB, YTBEpKIEHHBIM PYKOBORHTENCM opraHH3aIui
WIH HHKM YIOJTHOMOYEHHBIM MM JHIOM H COrIACOBAHHBIM ¢ PYKOBOAHTEIMH
CTPYKTYPHBIX nojpasAeneHuH.

8.56. Jlesa MOCTONHHOTO H BPEMCHHBIX (cebime 10 7eT) CPOXOB XPaHEHHA,
JOKYMEHTHI TIO JIMYHOMY COCTaBY, 3EKTPOHHBIE JOKYMEHTHI TEpefatoTes B apXxuB
OpraHuM3al¥M He paHee, 9eM 4epes roj, W He Mo3jiHee, YeM uepes TpU Toia nmocie
3aBepIICHHA HX B JENONPOU3BOACTEE.

8.57. Tlepepaya aen B apXHe opraHu3aliy MPOU3BOIUTCA IO OIMUCAM Jiel
CTPYKTYPHBIX mofipasAeIeHHA.

3.58. VIIONHOMOUEHHBI pabOTHHK apXHBa nposepseT  MPABUIBHOCTE
opopmrnenuss # (HOPMUPOBAHHA N, TIPaBIIBHOCTH COCTABMCHAT omucet e,
COOTBETCTBHE KonpuecTBa ACH, BKTIOYEHHBIX B OIHCh, KONWHECTBY ACH,
¢ OpMHPOBAHHEIX B COOTBETCTBUM ¢ HOMEHKIATypoi Aen.

BrigBieHHbIe NpH NPoBEpKe HEAOCTATKA B dopMupoBaHHH 1 o OopMIIECHIH HEN
pabOTHHKH CTPYKTYPHOTO nojpaseneHns 00s3aHbl yCTPAHHUTE B IBYXHeNENBHBIH
CPOK.

8.59. IlpueM Kaxporo nena B apXMB  OpraHu3alui IIPOU3BOAHTCA
B [IPHCYTCTBHH AENOTPOU3BOAUTENS CTPYKTYPHOFO MOPA3ACTCHHI. TIpu sTOM Ha
060HX SK3eMIUIAPax OIMMCH IPOTHB KaXKIOTO Jlena, BKTIOYEHHOTO B HEE, JENAeTCi
oTMETKA O HAMIMH fea. B KOHLE KaXIOTo aK3eMILIApa OIUCH B WTOrOBOH 3aMKCH
yKassiBaeTcs LUQpamMu ¥ TPOIKCHI0 KONHYECTBO haKTHMeCKH NPUHATHIX B apXHB
jeN, B TOM 4HCNe 3MEKTPOHHBIX, HOMepa OTCYTCTBYIOLUMX AC€J, J8Ta npueMa-
nepenaud [edl, a Takke [ONMHCH JMia, OTBETCTBEHHOro 32 apXuB, W JHIA,
nepeaBiero Aena.

Vitoropad 3amECh  HOITBEPXAACTCAH MOAMUCAMH  COTPYAHHKAa apXnea
U COTPYAHHKA (nenonponaaonmena) CTPYKTYPHOTO TOIPa3feNeHIs, nepeaBIiero
nesa Ha GyMaXHOM HOCHTENE H 3/IeKTpOHHBIE [ENa.

8.60. Tlepemaua  3MEKTPOHHBIX NOKYMEHTOB B  apXHB opraHu3aluy
NpOU3BOJMTCA Ha OCHOBAHHH omvicell SIEKTPOHHEIX AeN IO uH(pOpPMAHOHHO-
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TEIeKOMMYHHKAIMOHHON  CeTH (np  HauMuMM B ApXHBE OpraHu3aIyH
1H(bOPMALMOHHOM CHCTEMSBI) WM Ha QU3HIECKH 060cO6NeHHBIX MaTepPHalBHBIX
HOCUTENIX, KOTOpHIE NPEACTABIAOTCA B ABYX HIeHTHYHBIX SK3EMILLIpax.

8.61. B cnyyae NMKBUIAUMH WM peopraHu3alue  CTPYKTYpHOTO
mofpasiescHus OpraHH3alii JETONPON3BOAHUTEND [OAPA3ACHCHUS B IepHOL
npoBeieHNs  JIAKBHAALHOHHBIX MeponpuATHi  opMHMpyeT  BCE MMeIoIHecs
AOKYMEHTH B J€Ta, opopMAseT Aena ¥ nepefacT ux B apXdB OpraHu3aluy,
He3aBHCUMO OT cpoKoB xpamenus. Ilepeziayia el OCYDIECTBIAETCS N0 ONMUCAM JET
$i HOMEHKIIaType JIeil.

8.62. Ha mema ¢ MCTEKIIMMH CPOKaMH XpaHeHHs B CTPYKTYPHBIX
nofpasieNleRuaxX OpraHH3alui COCTABJIIOTCS TIPEIVIOKEHNA K aKTy O BBUICTICHAH
K YHHYTOKEHHIO ~ JOKYMEHTOB, ~ HE nopexammx  xpaHeHmio  (No ¢opme,
ycTanoBneHHo# ITpaBunaMu xpa.nenm”.

Ha ocHOBe MPEMIOKEHHH  CTPYKTYPHBIX nofpa3saeneHui Ciyxba
JIENONPOH3BOACTBA OpTaHU3AlAKM COCTABIACT aKT O BBIAENEHUHM K YHHYUTOXCHHIO
JOXYMEHTOB, He MOIEKAMUX XPAHCHHIO, Ha Aena Bcell opraHpsalldy mo TOU Ke
dopme. 3aroioBKH OJHOPOAHBIX ACI, OTOGPaHHBIX K YHHUTOXEHMIO, BHOCATCA B aKT
nof OOIMM 3aroflOBKOM ¢ yKa3aHueM KOJMuecTBa e, OTHECEHHBIX K JAaHHOH
TpYyIIe.

8.63. Jlena BKIIOYAIOTCA B aKT O BHIIEIECHUH K YHHYTOKCHHUIO IOKYMEHTOB, HE
HOISKALIAX XpaHEeHHIO, SCIH npedyCMOTPEHHBIA Ui HHX CPOK XpaHeHHsA HCTEK
K 1 sHBAps TOAA, B KOTOPOM COCTaBJIeH aKT. HanpuMep, 3aKOHIEHHbIC B 2014 roxy
iena ¢ 3-NETHAM CPOKOM XpaHeHHd, MOTyT 6EITH BKTIOYEHH! B AKT, KOTOpPbiH Oynet
cocTaBleH He paHee 1 supaps 2018 roza.

8.64. Ilena ¢ oTMeTKOH OIK»*® noanexar NOAUCTHOMY TPOCMOTPY B Hesnax
BHIABJICHAA JTOKYMEHTOB, MNOMIEKAIINX [IOCTOSHHOMY XpaHeHHIO. BBIABICHHDI®
B TAKHX JeNaX AOKYMEHTHI IIOCTOSHHOIO XpaHCHHA BBINENSIOTCA H IPACOSARHAIOTCA
K OHOPOAHBIM JeNaM HIlH $hOpMHPYIOTCS B CAMOCTOATEIIBHBIE nexna.

OcTalbHBIE JOKYMEHTHl Ieia C ormerkoll «DITK» BKIOYAIOTCA B KT, IPH
sToM oTMeTka «OTTK» B aKTe HE YKa3blBACTCA.

8.65. AKT O BBICIHCHUH K YHHYTO)XEHHIO JIOKyMEHTOB, HE MoAIeXKAIIIX
XpaHEHHIO, NMpeICTaBsiercd Ha paccMOTpeHHE H COTNIaCOBAHHME K 0aHOBpEeMEHHO
¢ OIHCSMH el TOCTOSHHOTO XpaHeHns 1 1o JIMIHOMY COCTaBY.

8.66. AKT O BHLIEJCHHM K YHHYTOXCHHIO JOKYMEHTOB, He MOAeXalliX
XpaHEHHIO, yTBEPKAeTCH PYKOBOJIMTENIEM OpraHu3alliil nocne yreepxkaennsa OIIK
apXMBHOIO  YUpEKACHHA, rocy/apCTBEHHOro  WIH MYHULUNIAIGHOTO ~ apXuBa

3 [punoskerue Ne 21 k TIpasunan XpaHEHNI.
36 Ormerka «JIK» osHavaer, 4To 4acTh HDOKYMEHTOB MOMKCT GLITh OTHeCEHA K CPOKY XpaHeHHsd
IOCTOAHHOY.
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B COOTBOICTBHM C TPEJOCTAaBIEHHBIMH MY [OTHOMOYMSMK  ONHCEeH  Jen
[OCTOSHHOTO XpAHEHHA H COrjacoBaHmi onmceii des MO JHWYHOMY COCTaBy, HOCIC
qero HeNa, BEAeEHHBIS N0 aKTy K YHHITOKEHHUIO, MOTYT GBITH YHHYTOXEHBL.

8.67. Jlena, moAexamue YHAYTOKEHUIO, TNEPeAaloTea Ha mepepaboTKy
(yrunusamuo). Hepenada aen oopmieTcs NpHEMO-CIATOYHOH HaKJIaJHOH.

Tlocne YHMUTOXXGHHS el B HOMCHKIATYPC A€l TPOCTAaBJIMOTCA OTMETKH,
3apepsAeMBIe TIOANMUCHIO CTICLHATHCTA Ciryx05i AeJIONPOU3BOACTEA, U JIATOM:

«Vumutokeno. Cm. axt Ne OT . Tlonnuce, VHUIHAJEI,
daMuas.

8.68. DNeKTpOHHBIE TOKYMEHTH € MCTEXOIMME CPOKAMHI XpaHeHHA IOUICKAT
BELIENIEHHI0 K YHHYTOXKEHUIO Ha oOBLIIX OCHOBAHWSAX, IOCIE 4ero MPOBOAATCA uX
du3MyecKoe  YHHUTOKCHHE  WIH YHHUYTOKEHUE TIpOrpaMMHO-TEXHHIECKIMH
cpeacTBaM ¢ COOTBETCTBYIOIEH OTMETKOH B aKTe O BBIZICJIEHAN K YHMYTOXKCHUIO

3JIEKTPOHHBIX AOKYMEHTOB.

NEKTPOHHBIE AOKYMECHTEI CUMTAIOTCA YHHYTOXKECHHBIMH, €CIHH HX HEb3A
BOCCTAaHOBHUTH CPEICTBaMH nHGOPMALHOHHON CHCTEMBI Ha HocHTENgX HHpopMALUH
H U3 Pe3ePBHBIX KOITHH.

8.69. AKTBI O BBIICJIICHHH K YHHYTOXEHHUIO JIOKyMEHTOB, HE MoATIeKamMMX
XpaHEHHIO, XPAHATCA NOCTOAHHO B nene ponaa.

IX. Oprasusais JOCTYIa K IOKyMEHTaM 1 HX HCTIONB30BAHNS

0.1. Bplaua jel, HaXOAAIIMXCA Ha XpaHeHHN B Ciryx6e nenonpousso/cIBa,
CTPYKTYPHBIX TOJPa3AeeHnIX opraHmsallil paGoTHHKaM APYrHX nogpasfeneHuil
114 O3HAKOMJICHHS (w51H) Ans. BPEMEHHOTO HCIIONB30BAHMA B paboTe MPOU3BOANTCA
no 3ampocaM, MOANMCAHHBIM pyKkoBozuTelieM (3aMECTHTEIEM PYKOBOJUTEA)
CTPYKTYPHOTO HOJpa3feleHHs, 3aMPalHBAIOLIETo A0 (MOKYMEHT) H ¢ pa3peiIeHHs
PYKOBOAUTEINL Cnyx651 AENONPOU3BOACTBA WIH CTPYKTYPHOTO TIOApa3AeIeHH,
JOKyMEHTbI KOTOPOTO 3arpalliBaioTCA.

9.2. Jena, JOKYMEHTH BBIAIOTCA BO BpeMEHHOE TIONB30BAHHC paboTHUKAM
opraHu3allKK Ha CPOK HE Gonee OAHOTO MECALIA.

TocylapCTBEHHBIM OpraHaM (cyneGHBIM, TPaBOOXPAHUTENBHEIM, OpratHaM
rocyIapCTBEHHOTO KOHTPOIA H Hajzopa) AeNa M OTHENBHBIE NOKYMEHTH! BBIAAIOTCA
Ha OCHOBAHMH MX MECEMEHHBIX 3aTPOCOB C paspemenys pyKOBOIKTEA opraHH3alMH
JITH MHOTO YIIOTHOMOYEHHOTO HM JIHIIA, N0 aKTaM Ha ¢poK He Gornee MIECTH MECALICB.

[lpr HeoGXOAUMOCTH  CPOK JCTIONE30BAHMSA  IOKYMEHTOB MOXKET 6BITH

MpOATIEH.



81

9.3. B rMCHMEHHOM 3anpoce pabOTHHKOB OPTaHHU3AIMHK O Bbifade JOKyMEHTOB
(nem) BO BpeMeHHOe MONB3OBAHME H3JATAIOTCA NpWYMHBL, 10  KOTOPBIM
3ampalinBaeTca  Aeno (MoKyMeHT) H Ledb HCIONB30BAHMA NOKYMEHTOB,
HaXOMALIMXCs Ha OTiepaTHBHOM XpaHCHHH.

0.4. Ha BBIIaHHOS JNEJO 3aBOJHTCS KapTa-3aMECTHTEIE, noMelmaeMas Ha
MecTo BBUIAHHOTO Jefia. B Heif yKa3shbiBaloTCs MHACKC ACHa, IaTa ero BbLNaYl, KOMY
€0 BBIAAHO, JaTa ero BO3BpAIlCHHA, npenycMaTpHBAIOTCA rpadpl A HopTHceH
B ITONyYCHAY K pHEME AeIa.

Ha MecTo W3BSTOro IIOANMHHAKA ROKyMCHTA pabotHuk ~ Cay>0bi
JIENONPON3BOACTRA MIH JACHONPOH3BOAUTCNE Tofipas/ieleHHs BKIAJBIBACT B €0
IHCT-33MecTHTeNb ¢ yKasaHWeM, Koraa, koMy M Ha Kako#l CpOK BBLJAH HOKyMEHT
yi HOJNUCAMA B TIONYyUYeHHH M HpHeme Jena. IMpu sTOM B [ej0 TMOMENlAeTCs
3apepeHHas KOMus JOKyMEHTa.

Tlocie pelleHHMs BOTIPOCa, ANA PacCMOTPEHHA KOTOpOTO Hena (TOKyMEHTH)
M3BIMATHCEH TIO 3alpOCaM TOCYAAPCTBEHHBIX OPraHOB, MOUTMHHAKA KOKYMEHTOB
JOJIKHB! GBITH BO3BPAILEHB! B OPraHU3alltio | TOMEIIeHb] B ACHO.

9.5. DNeKTpOHHBIE AOKYMEHThI, HAXO[ANMMECH Ha onepaTUBHOM XpaHCHUH
B Ga3ax JAHHBIX HHGOPMALHOHHBIX CHCTEM, BHIAAXOTCA JUTSL ACMIONIB30BaHUs B BHAC
KOITHil SJEKTPOHHHIX NOKYMEHTOB B COOTBETCTBHM ¢ myHkToM 2.51 IpuMepHO#H
WHCTPYKIMH.

9.6. Iopsnok  JocTyna paGOTHUKOB ~ OpraHH3allH K JOKYMEHTaM,
pasMell[aeMbIM B COJl wna HHOH nHGOPMALHOHHOH CHCTEME, yCTaHaBIHBAETCHA
JIOKATGHEIMA HOPMATHBHBIMH aKTaMH OpraHH3aliH, OTpeAesAIONIMMY  TIOPAIOK
AKCILTyaTalyH MHGOPMALIMOHHOH CHCTEME!, U B COOTBETCTBHH C MEPCOHANBHBIMH
y4eTHBIMH 3aTIUCAMH paboTrukos B COJI wiu {HOM HH(GOPMAITHOHHON CUCTEME.

PaGoTHHKAM, He WMEIomuM Npasa  JocTyna K COOTBETCTBYIOIEH
uH(OPMALMOHHOH CHCTEME, JIEKTPOHHBIC JOKYMEHTH! BBIKAIOTCA B COOTBETCTBHH
¢ mynkrama 9.1 — 9.3 TTpuMepHOH HMHCTPYKUHH, Ha duzmaeckn 060Co0NEHHOM
HocuTeNe, BHICHLTAIOTCA TIO JJIEKTPOHHOMY aApecy paboTHHKA, 3aMpallMBAOLICTO
JOKYMEHT, FIIH HHBIM 0Gpa3oM.

9.7. B CiyxGe 2enonpoH3BOACTBA, CTPYKTYPHOM noApa3feNeHut, BpIAABIIEM
neno (HOXYMEHT) BefeTcs y4deT BHINAHHBIX JIeNl (ZOXyMEHTOB) M KOHTPOJIbL HX
CBOEBPEMEHHOIO  BO3Bparta. DNEeKTPOHHBIE JeNa (HOKyMeHTHI) BO3BpatTy HE
MOJIeKAT.

9.8. PaboTHMKH  OpTaHH3allu oBs3aHEl  OOecrmeywBarh — COXpaHHOCTD
TOJIy49eHHBIX BO BPEMEHHOE YI0AB30BAHNUC JOKYMEHTOB (fien) Ha GyMaKHOM HOCHTEIC
i HCHONMB30BATH TMONyYeHHYo MHpOpMAIMio B cIyXkebHBIX LeNAX B COOTBETCTBHH
c TpeGOBaHMAMH  JIOKAJIBHBIX HOPMATHBHBIX ~ AKTOB. Janpelnaercs nepenasa
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MONMYYEeHHBIX HOKYMEHTOB MIH HX xomuii paboTHUKaM APYrux nojipa3/ielicHUN UiH
oprarusalui.

9.9. Vspatie (BbieMKa) HOOKYMEHTOB, 06pa3oBaBIIMXCA B ACATEIBHOCTH
OpraHU3auMK, NMPOU3BOMHUTCA B COOTBETCTBHH C 3aKOHOZATENIHCTBOM Poccuiickoit
Penepallii.

9.10. Uzpatne (BbIEMKa) AOKYMEHTOB IPOM3BOJNTCS Ha  OCHOBAHHU
NHCEMEHHOTO PACTIOPSKCHIA (MOCTaHOBNEHHsA) COOTBETCTBYIOWIETO OpraHa BIACTH
¢ paspelIeHys: PyKOBOAUTENS OpraHH3aiiit i MHOTO YIOJHOMOYEHHOTo MM JIMLA
¢ W3BeNeHHEM PYKOBOIHTENS NOAPA3IeCHHS, NOKYMEHTEI KOTOPOTO H3bIMAIOTCA.

0.11. ®akT u3pATHA (BBIEMKH) JOKYMEHTOB duKcHUpyeTcs B IIPOTOKONE (akte)
3paATHA (BBHIEMKH) HOKYMEHTOB, KOTOpBIli COCTABIAETCA HE MEHee HUeM B ABYX
5K3eMINTAPAX ¥ TIOJMHCHIBAeTCs YIOTHOMOYEHHBIMH MpeACTABUTEISIMH OPraHU3alHK
1 COOTBETCTBYIOIIETO IOCYAApCTBEHHOTO OPraHa. K npoTokoiy (aKTy) MpujaraeTcs
ormich (peecTp) HIBATHIX JOKYMEHTOB (nen).

9,12. Ilpn W3PATHM HOMIHHHUKOB HOKyMEHTOB B JIeNno [OMCIIAcTCA
3aBepeHHas KOMMA JOKyMEHTa, Ha ofopoTe KOTOpOH YKA3EIBACTCS OCHOBAHHE
A3hSTHS OOMIMHHYKA, CPOK BO3BpATa, JaTa ¥ MOAMICH paBoTHYKA, OTBETCTBEHHOTO
3a )OpMUPOBAHKE H/HITH XPAHCHHE ACNA.

9.13. [TopMMHHEHK  JOKYMEHTA, M3BATHIE M3 Aena  Ha  OCHOBC
COOTBEICTBYIOILIEr0 peLICHUA, IOCIS PacCMOTpEHH M PeICHHA  BOTIPOCA,
BO3BpALIAETCA B /ieN0, MIPH 9TOM KOIIM, noMeieHHas B AeA0 BMECTO MOITHHHHKA,
H3BIMACTCH.

X W3roToBIeHYe, yIeT, HCHOIb30BaHNE H XPaHCHUS nevaTtei,
[ITAMIIOB, GNAHKOB JIOKYMEHTOB, HOCHTEJICH JNMEKTPOHHBIX HOAIHCeH

10.1. brnaHkH OpTaHU3aIHOHHO-PACTIOPATHTENbHBIX JOKYMEHTOB
paspabaThiBalOTCs CayxGofi Aenonpon3BOACTBA, Buap OGnaHKOB OpraHH3alHOHHO-
pACTIOPSAUTENLHBIX JIOKYMEHTOB, TpeGoBaHmA K UX 0QOPMICHHIO H MCTIONB30BAHHIO
YCTaHABINBAIOTCA MHIUBHAYaNIBHOH HHCTPYKIMEH 10  JeNONpOH3BOACTBY
OpraHH3aIUH.

10.2. Obpasupt  OnasHkoB ~ JOKyMEHTOB yTBEpXAAIOTCS B  COCTaBe
HHARBHAYaAbHON HHCTPYKIINK IO JeONPOU3BOACTBY WIHM TPAKA3OM pPyKOBOIUTENL
B cocTaBe KOMIUIEKTa (anmpGoma) GIaHKOB.

10.3. B opranu3auuH Ajs IIOATOTOBKH JOKYMEHTOB MOTYT HCIIONb30BATRCA
GIaHKH JOKYMEHTOB, H3IOTOBJICHHEIC TUnorpadcKUM CHOCOGOM WM CpeACTBaMH
ollepaTHBHOH NOMHrpagum.
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Oprasusaliil  BOpase TP MONTOTOBKE HOKYMEHTOB  HCTIONB30BATH
INeKTpOHHsIe HIabIOHE] GIaHKOB. DJICKTPOHHEIC IIaGNOHEI GNAaHKOB JOJDKHBI
COOTBETCTBOBATH 06pasiaM OIaHKOB, YTBEPAICHHBIX PYKOBOIHTENIEM OPraHHU3aHm.

10.4. brnaHku opraHH'saunouno—pacnopxnmenwmx JTOKYMEHTOB,
npuMeHseMble B OpraHH3allud, He MOTYT TepefaBaThcs INpYrHM OpraHH3aLUIM,
HOIKHOCTHBIM M (QU3MIECKUM JHLIAM. '

10.5. Cryx6a Jenopon3Bo/ICTEa OpraHH3allui:

odopmisier  3aKaskl  Ha M3rOTORJICHNe  ONAHKOB  OPTaHU3alHOHHO-
PACTIOPAIMTENBHBIX  IOKyMEHTOB TumorpadexuM  criocoboM  HiH cpe/cTBaMH
OTepaTHBHOH nonurpadun;

OCYINECTBIIAET ~ XPaHCHUC GNAHKOB OpPraHH3aNHOHHO-PACTIOPSHTEIBHBIX
JOKYMEHTOB H BHIAY HX B CTPYKTYPHBIC nofpaseleHus OpraHu3alliy;

OCYIIECTBIACT KOHTPOJIb 32 MPAaBHUJIBHOCTBIO  MCTIOB30BAHIA OnaHkoB
OpraHH3alHOHHO-PACTIOPARHTEILHBIX noxymemoa”.

10.6. B opranzaii B COOTBETCTBHH © denepanbHHIM KOHCTUTYIHOHHBIM
zakoHoM «O TocyaapCTBEHHOM repbe Poccuiickoi 'iIZ'enepr:l.Lu«m»38 H YCTaBOM
OpraHH3alHH HCTIONE3YETCA NedaTh ¢ BocIpousBeicHHeM ['0CyapCTBEHHOTO repba
Poccuiickoli ®efepatiun (fanee — NeUaTh OpraHu3aIiH).

B opraHu3anuu TaKkKe MoryT HCIIONH30BATLCA MIEUATH nopa3AccHUH, neuaTh
Ui TIAKETOB H OTACHBHBIX KaTeropit JOKyMEHTOB, a TaKKe MeTATHYSCKHE
BEDKHMHBIE TICUATH Afis onevaThBaHiA oMeLIeH it ¥ YIOCTOBEpeH s CIeHABHBIX
IPOIYCKOB.

B opraHu3ali# MOXeT WCIIONB30BATECA MITaMI (urramMmml) € axcuMUIbHOH
HOHCHO PYKOBOIUTENS ¥ HHEIX AOMKHOCTHBIX N,

TTopsgoK — HMCHONB30BaHMS  HITAMIIOB ¢  GakCUMHIBHOH  OMITHMCBIO
pYKOBOJUTENS M MHBIX JIOMKHOCTHBIX i, BUAB! OKYMEHTOB, TOANHCHIBACMBIX
hakCHMIIBHON TOAMHKCHIO YCTAHABJMBACTCA JIOKAIBHEIM HOPMATHBHEIX aKTOM
OpraHM3aLKH.

10.7. TleuaTs OpraHH3aHU C BOCHPOM3BEACHHEM T'ocyapCcTBEHHOTO repba
Poccuiickoli ®eepalid OIDKHA COOTBETCTBOBATE Tpe6OBaHIAM, YCTAHOBICHHBIM

3 YpuMBHIYATBHON HHCTpYKUMeH 1O ACMONPOMIBOICTEY OPraHMIaUMH MOKET GBITb TPeAyCMOTPEHO
peneHue yuera G1aHKOB ROKYMGHTOB.

3% (enepanbHbiil KOHCTHTYLHOHHEIH 3aKOH OF 25 nexabpa 2000 1. Ne 2-0K3 «O TocyAapcTBCHHOM repbe
Poccutickoii Penepauymy (Cobpanne sakoHonaTenseTsa Poceuiickoil denepalii. 2000, Ne 52, 1. 5021;
2002, Ne 28, c1. 2780; 2003, Ne 27, 1. 2696 2009, Ne 46, ct. 5417; 2011, Ne 1, cr. 1; 2013, Ne 30, cT. 4022,
2014, Ne 11, ct. 1088; 2017, Ne 52, cT. 7916).

¥ C yuetoM moNOKeHNiH MyHKTa 2 otartei 160 vacty | TPmKRAaHCKOro KOACKCa Poccuiickoil deaepallii
(Cofpanye 32KOHOMBTEIBCTEA Poccuiickoil @enepallii. 1994, Ne 32, c¥. 3301, 2011, Ne 15, c1. 2038).
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TOCT P 51511-2001 «ITeqat ¢ BocipousseaeHHeM ['ocyaapCTBEHHOTO repba
Poccuiickoii ®epeparu. PopMa, pasMeps! H TEXHHIECKHE T{peﬁoBaHua»"“.

10.8. TlewaT¥ ¥ IUTaMIB OpPraBU3allMi H3TOTABIUBAIOTCS B KONMHYECTBC,
HeoOXONUMOM Ul OCYIECTBIEHHS TNOApasdeNeHHAMY OpraHusaliui H €€
paGOTHHKAMH BO3NOXEHHBIX Ha HHUX QYHKIHH. PemreHne 00 H3TOTOBICHHU
U KOTHIECTBE DSK3EMIUIIPOB IedaTeldl M INTAMNOB NPHHAMAET PYKOBOMMUTCID
OpPraHW3aiuy MO NPEACTABNEHHIO pPYKOBOXHUTENA CnyxO6Bl  1enonpon3BOCTBA
OpraHH3allH.

Ecnu neuarh OpPraHM3allii HCIONB3YeTCs B HECKOJBKHX IK3EMILIAPAX, HOMED
>K3eMIUIAPA TIEYATH YKa3BIBAETCA B KIIHIIE [1eYaTH NP €© H3TOTOBACHUH.

10.9. TMevaThio OPraHH3aLUH 3aBEPAIOT TOMTHHHOCTE HOMMHCH PYKOBOIUTEI
OpraHH3allAM M WMHBIX YIOJHOMOYCHHEIX MM IIHl, HA JIOKyMEHTax M KOTHSAX
JIOKYMEHTOB B COOTBETCTBUH C IIyHKTOM 2.49 TIpaMepHOH HHCTPYKLIHH.

10.10. TleyaT ¥ NITaMOBl BHJAIOTCS MAJIA HCNONB30BaHUA paboTHuKaM,
OTBETCTBEHHBIM 34 HX HCTONb30BaHMe H XpaHEHHE MOJ MOANMCEH B XKypHAJIE yHucTa
neuaTeli W IOTAMMOB. YuyeT YeuaTeii M INTAaMIOB OpraHH3anUW BEACT Cnyxba
IeMOTPOU3BOACTRA WM HHOE OJPasAeNcHHE OpraHB3allu.

10.11. Ipu wucronb3oBanky B paboTe INewaTH M UITAMIEL XpaHATCA
B zanupaiompxes Wkadax (cefipax) paGOTHHKOB, OTBETCTBCHHBIX 32 XpaHeHHe
H UCTIONB30BAHUE ITeUaTe M IITaMIOB.

10.12. Tlepenaua medareli U MITAMIOB IIOCTOPOHHUM JIULAM HE JOIyCKAETCS.
Bomoc Tewaredi W IITaMIOB  3a  NpeAeisl  OPFaHM3alyH  BO3MOXKCH
B HCKTIOUHTENBHBIX CIydafX 70 pelleHHIO PYKOBOACTBA OpraHHM3alllH (HanmpuMep,
TIpH TIOATIACAHUH JAOTOBOPOB).

10.13. Cnyxba [enonpoH3BOACTBA OpraHH3ALUMH €XETrofHO MPOBCPACT
cobmonenne paGOTHHKAMM YCJIOBHH HCMOJB30BAHUS H XpaHSHHA neuare
H [ITAMIIOB B CTPYKTYPHBIX HOApaseNeHHAX opranu3aliiu.

10.14. Hpumeampe B HErOAHOCTb W YTPATHBILINE 3HAUCHHAC IE1aTH 1 LITAMIIBI
momexar Bosspary B Coyx0y AelONpOH3BOACTBA HIM HHOE NOAPASACTCHHUE, Ha
KOTOpOe BO3NOKEH ydeT MedaTed U IUTAMIOB, JUIA LEHTPATU30BaHHOTO
yHpyToKeHud. Ileyatn yHHYTOXAIOTCA NMO aKTy © COOTBETCTBYIOIIEH OTMETKOM
B )KypHAJIe ydeTa rnejareil ¥ ITaMIIOB.

10.15. ns ofMeHa >TEKTPOHHBIMH JNOKYMEHTaMH IOCPEICTBOM M3IO
B OpPraHM3alMH  JOJDKHBl ~ HCTNONb30BATHCA  YCHICHHBIC KBAIH(ANMPOBAaHHbIE
snekTpoHHble moAnucH. CocTaB NOMMKHOCTHBIX JIHIL U paGOTHHKOB OpraHu3alH —

9 FOCT P 51511-2001 «Ileuaty ¢ BoCNpoH3BeieHHeM [ 0CyAapCTBECHHOTO repba Poccriickoil ®enepalmi.
®opmMa, pasMepbl H TEXHHUECKHE TpeOOBaHHAY. — M.: UIK Hsa-Bo cranpapros, 2004, ¢ H3MECHCHHAMH
Ne 14,
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BIANENbLEB YCHIEHHBIX KBAIMQHINPOBAHHEIX SJIEKTPOHHBIX ONMHCeH NOJDKEH
ONpeeNaTh PYKOBOAUTEb OpPraHH3alluy.

10.16. IIpn nepemade opraHusauuedl 3SNEKTPOHHBIX HOKYMEHTOB Ha
SMEKTPOHHEBIM ajgpec APYroi OpraHW3alidH, a TaKkKe IV obMeHa HNeKTpOHHBIMH
nokyMesTamu mnocpesersoM COJl B opraHu3alid U €€ MOApasIeNeHHAX MOTYT
MCIIOJIB30BATHCS YCHIICHHEIE HEKBATH(HUIHPOBAHHbBIE JMCKTPOHHbIC MOAMHCH 1/ n
IPOCTBIe 3NEKTPOHHEIE MOAMMCH (Janee — JNMEKTPOHHA MOJMUCE) B COOTBETCTBHH
¢ OesiepanbHBIM 3akonoM oT 6 ampems 20i1r. Ne 63-®3 «0O6 >MeKTpOHHOMH
nogacH» .

10.17. DneKkTpOHHBI HOOKYMEHT B COJl opraHMzalMH, IOXIHCAHHBINA
3JEKTPOHHOH YIOANACHIO, MPH3HAETCS PaBHO3HAYHBIM JOKYMEHTY Ha OyMaKHOM
HOCHTEJe, TONNHACAHHOMY COGCTBSHHOPYYHO#H IMOANKCEIO U HMEET OJHHAKOBYIO
¢ HAM IOPHANYECKYIO CHITY MIPH OJHOBPEMEHHOM CoOMOeHNH CeqyIOMHUX YCIOBHH:

KTI0Y TIONITHCH, OTHOCAINMIICA K KOHKDETHOH 3JICKTPOHHOH MOIMMCH, Ha
MOMEHT MONMHCAHMA OICKTPOHHOTO HOKYMEHTa sABIAETCA ~ACHCTBUTE/IBHBIM
(AOCTOBEPHBIM), HE YTPATUJ CHITY (He OTO3BaH);

NOATBEPXACHA TOMIMHHOCTh JJIEKTPOHHOH MOATHMCH B  O/CKTPOHHOM
JOKYMEHTE;

[IaTa 1 BpeMsl CO3NaHUs YIEKTPOHHO MOITUCH 3a(pHKCHPOBAHBI B CoO[l;

SNEKTPOHHAA TIOAMYICH HCIONB3YeTCs B COOTBETCTBHM C YCTaHOBJICHHBIM
B OpraHu3allid  pacmpejiefieHHeM  MpaBa  TOAUMCH  JOKYyMEHTOB MEKIY
NIOJDKHOCTHBIMH JIAI[aMH U pabOTHHKAMH.

10.18. TeHepalMio W XpaHEHHE KIIOUel HexBaMGHUHAPOBAHHOH H MPOCTOM
11 B COJ] mowKkeH ocymecTsasTs agMuaucTpatop COML.

10.19. Cnyx6a Oenonpou3BOACTBA WM HHOE IIOAPa3IC/ICHHC OpraHH3alHH
BeJeT y4eT IUTFoUEH 3JIeKTPOHHBIX nommceii’” B crenMaibHOM KypHane. Brlfada
MaTepHANbHBIX HocHTeNneH 3IeKTPOHHOH IIOJMACH 1 HX BO3BPAT 110 UCTEUSHHH CPOKa
HeHCTBUA OCYIIECTBIAETCA O MOANKMCH PabOTHHKA B JKYypHaIe.

10.20. Cosmapde Tapolielil i TPOCTOH  SIAEKTPOHHOH — TOAIMCH
OCYLIECTBNSETCA B MOpANKE, YCTAHOBICHHOM JiOKA/BHBIM HOpMATHBHEIM aKTOM
OpraHM3alyM, YCTAHABIMBAIOIAM IOPSAOK SKCIUTyaTaluH C3/1 m Mcnonb30BaHuA
3MEKTPOHHEIX noanuceii npu pabore ¢ AOKyMEHTaMH.

4 QenepanpHbili 3akoH or 6 ampens 2011 T Ne 63-03 «O6 snextponHoni mopmick» (CobpaHue
sakoHomaTenscTea Poccuiickod ®enepaund, 2011, Ne 15, cr. 2036; Ne 27, cT. 3880; 2012, Ne 29, cr. 3988;
2013, Ne 14, ct. 1668; Ne 27, c1. 3463, cT. 3477; 2014, Ne 11, cr. 1098; Ne 26, cT. 3390; 2016, Ne 1, cT. 65;
Ne 26, ct. 3889).

2 Bunpl SMEKTPOHHBIX MOAIHUCEH, HCMONB3YeMBIX B Opranisaumi, YCTaHABIHBAIOTCA OpraHysalHei H
3aKPEILISIOTCA B TOKANTEHOM HOPMATHBHOM aKTe.
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1021 Kmou 5>IEKTpOHHON MOAMUCH, HCTIONB3YyeMOH B COJl, sBngeTcs

KOH(UICHIHATBbHOT uHaGopManueii M 3amMuiaercs B COOTBETCTBHH
¢ 3aKoHONaTeNnscTBOM Poccuiickoil defepanyu.
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ITpunoxenne Ne 1
peKOMeHmyeMEti ofpasen

HaHMeHOBaHE€e OpraHa rocy/IapcTBEHHO# BaCTH

VTBEPXIAIO
®eneparsHoe GIOMKETHOE YIPEKUCHNE Ttupextop ©®BY
«HAVYHO-HCCJIEAOBATEJBCKHH «HapMeHOBaHHE OpraHW3aLHID
IHEHTP Hoonuce V1.0, GaMunug
«HAMMEHOBAHHE OPTAHH3AITAH» Hata
(PBY «HHII ...»)
NHOJOXEHHE
Ne
06 OTHeNe HAYYHO-TEXHHIECKOM
HEpOPMAIHH
Mocksa
1. OO0uue moNnoKeHAA
1.1. Ornen HayuHo-TexHudecxolf HHpOpMALHH (nanee - OHTH) ammgercs

CAMOCTOSTENEHEIM CTPYKTYPHBIM NOAPa3sAcICHUEM OBY «HauMeHOBaHHE OpPraHU3alHH»?,
OCYIIECTRIAIOMAM  MHGPOPMAITHOHHOS o6CTyKuBaHAE — HAYSHO-HCCIENOBATENbCKHX  H
MPOEKTHBIX II0/Ipa3ACIeHRH 1 OpraHH3aLui Hay4HO-MEeTORUYECKOH nadopManyeil no Hayke u
HAy41HO-TEXHHYECKOM MOMHTHKE ...

12. OHTH Bosriaemiercss 3aBefyloAM H  HEMOCPEACTBEHHO MOXIHHACTCS
samectHTemo supekropa OBY «HanMeHOBAHAE OpraHH3AIMKY, KypHUpYIollleMy AeATENBEHOCTD
OHTH.

1.3. 3apexytoumii OHTH HasHagaeTcs Ha JODKHOCTD H 0CBOOOKINAETCA OT JOIDKHOCTH
npuxasamu gupexropa ®BY «HaumeHoBaHHE OPraHm3alEy» B COOTBETCTBHH ¢ 3AKITIOICHHBIM
TPyAOBEIM JIOTOBOPOM MO MpEACTABICHHIO samectaTens mupextropa ®BY «HaumeHoBaHHE
OpTaHH3alAH», KyPUPYIOIIEro ASATENbHOCTS OHTH.

1.4, OHTU cocromT HW3 UETHIpEX  CTPYKTYPHBIX NoApasmeNcHuii:  cexTopa
rH(OPMAIMOHHOTO O0eCTICUCHUs H BENCHU CIPaBOYHO-HHPOPMALTNORHOTO donpa, cexropa
3apyOexHOH HaydHO-TeXHHYECKOM ur(pOpMaHE B cepe WHHOBALME, CEKTOpa 3MEKTPOHHBIX
pecypCOB HAYUHO-TEXHHYECKOH uR(pOPMALIHE H PEAAKIMOHHO-H3IaTeNECKOr0 CEXTOpa.

1.5. Peopranmsanis 9 JNHKBHAAUMA OHTU npoBoAMTCA MpPHKA3aMHK IMPEKTOpa ®BY
«HauMeHoBaHUE OpraHH3alymy ...



ITpunoxenne Ne 2
pexoMeHIyeMbIi obpaser

HanMeHOBAHHE OpPraHa rocyAapCTBEHHOM BIACTH
denepanbHOe GIOHKETHOE YUPEKICHHE

HAVYHO-UCCJIEIOBATELCKHA OEHTP
«HAMMEHOBAHHUE OPTAHU3AITVIH»

(PBY «HHAII ...»)

IMPUKAS3

25 okTa6pg 2017 1. 125
Mockea

&
N

O co3AaHNM 3KCHEPTHOH KOMHCCHH
U YTBEPKACHUH MONOKEHUA O Hel

B mensx ynydllcHHd OpraHM3aly JENONPOH3BOICTBA H  apXMBHOTO XpaHeHHs
HOKYMEHTOB, 0Opasyloluxca B JAEATCIbHOCTH ®BY «HauMeHoBaHHE OpraHU3aOHHY,
cobmoaenns TpeboBaHHI 3aKOHOJATENHCTBA Poccuiickoit Penepanad B cdepe apxEBHOTO
mena..MpUKasbiBakw:

1. Co3pats skcnepTryo komuccmo OBY «HauMeHoBaHHEe OpTaHU3aliKD B COCTaBe:

NpeACceAATENb — 3aM. TEHEPANEHOTO ANPEKTOpa @avumast U.0.;

cexpeTaph — JeOMpou3BoAUTenh QaMAINL no,;

wieHpl: HauandpEmK obmero oraena Gamumas H.O., 3aMecTUTENd 3aBeAYIOMIEro
wIaHOBO-3KoHOMAdecknM ormenoM dammma W.O., 3aMeCTHTCHb [NABHOTO 6yxraniepa
@avuina 1U.0., 3asedylommii oTAeNnoM Kaapos DaMHIHAS U.0., 3zaBeayolmi OTAEIOM
WHHOBALMOHHEX TexHozoruii ®amuwmus H.O., 3apeflylomui OTHCNIOM IKCTEpHMEHTANIBHBIX
uccnenopanuit Gammma H.0.

2. Yreepmuts [Tonosxerne 00 IKCHEPTHON KOMHCCHH (IPUIIOAKCHHE).

3. KonTponb 3a HCHOJIHCHHEM IPHKa3a BOBNOXKHTL Ha 3aMECTHTENIH TeHEPANbHOTO

nupexropa ®amunus K.O.

Jupekrop Hoonuce H.0. Gammnua
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Ipunoxernue Ne 3
pexoMeHIyeMbIi obpasen

HaumetoBaHHe OpraHa rocyJapcTBEHHO#H BIACTH
denepaibHOE GIOMKETHOE YIPEKIACHHE

«HAYYHO-HCCJENOBATEJLCKHH IEHTP
HAUMEHOBAHHNE OPTAHH3ALIUN»

(®BY «HUL ...»)
PACHOPSIZKEHHUE

Mocksa

O 10AroTOBKE NPEIJIOKEHHIH K
nnany HUOKP ra 2018 r.

B ceasn ¢ dQopmmpopanuem Ilmawa HAOKP ma 2018 rog, dAHAHCHPYEeMBIX W3
roCYAapCcTBEHHOTO OIOIDKETA!

1. PYyKOBOZHTEIIAM HAYYHO-HCCIACAOBATENbCKAX noapasnenesuii (Gavumus Y.0., amunus
N.0., Gavwma U0, davwms W.0.) noarotoBHTs H MNPEACTABHTE YHCHOMY CeKpeTapro
npennoxenns k miany HHOKP #a 2018 rox B cpok 10 15.06.2017.

2. VaeHomy cekperapio (Pammms M.0.) obecreunth ¢opMupoBaHHEe MpoeKkTa IIaHA
HHUOKP Ha 2018 roz, GUHAHCHpYEMbIX H3 FOCYIapCTBEHHOTO GIO/KETa, B CPOK M0 01.07.2017.

3. KOHTpO/b 32 HCMOJIHEHHEM PACTIOPDKEHMA BOONHTD Ha 3aMECTHTEILL AHPCKTOPa no
Hay4Ho# pabore Pammmua KU.O.

Jupextop Hoonuce H.0. Gamumua



ITpunoxenne Ne 4
peKoMeH/yeMEIit o6pasel

HaHMeHOBaHHE OPraHa rocyapcTeeHHOH BIacTH
DeziepanpHOe GIOIKETHOS YIPEKACHHE

HAYYHO-HCCJAEIOBATEILCKANA HEHTP
«HAMMEHOBAHHUE OPTAHHU3AITHH

(PBY «HHII ...»)
MMPOTOKO.I

Mockea

3aceJaHua JHPCKUNH

ITpencenarenscrpytonuii — @aMaIHA Hn.0.
Cexperaps — Gavmma H.O.
TIpucyTcTBoBanH: 17 4enoBeK (CITHCOK TpUJIaraeTcs)

TTOBECTKA JHS:

1. O Mepax o peann3alay dbenepanbHOM LENEBOH MPOrPaMME ...
Jloxnan 3aMeCTATENs JHPEKTOPpa davmnns 1.O.
2...

1. CJIVIIAJIHU: IMerpos [LIT. — TexcT RoK/Iana NpHIAracTCA.
BLICTYTIWIN:
dammmisg 1.0, — Kparkad 3allHch BEICTYIUICHHA.

®avumg .0, — kpaTkas 3aIKECH BRICTYIUICHHA.
PEILWJIN: (TOCTAHOBWIN)

1.1, CopMHpOBATE BPEMEHREIC TBOPYECKHE KOMICKTUBLI 10 peanu3aldy POEeKTOB denepambHOH
eneBoi MporpamMmmel ...

1.2. TIoATOTOBHTH ¥ YTBEPAUTD MUIAHEL PAGOTEI M0 NPOCKTAM denepanbHOM OeNeBOH IPOTPaMME!

TpencenaTenpCTBYIONIAMT Hoonuch 1.0, dammns

Cekperapb IHodnucy N.O. Gamunusa



[Tpunoxenne Ne 5
peKxoMeH/TyeMbIii o6paszel,

HalMeHOBaHHE OPTaHa rocyAapCTBEHHOH BIacTH
denepapHOE GI0UKETHOE YIPEIKICHREC

HAVYHO-HCCAEXOBATEILCKHIA HEHTP
HAUMEHOBAHHUE OPTAHH3AITH»

(OBY «HHII ...»)
IMPOTOKOJI

Mockpa

OTIEPATHBHOTO COBEIAHHA
y 3aMeCTHTEA THPEKTOPa EHTPa

JamecTHTeNs mupextopa — Pamumns 1.0,

Cexperapb — Gavumas 1.O.
TpucyrcTBoBaiy: OaMHIHA N.0., ®amumas K.0., avumas H.O. ...

1. O6 opranm3anuy 00CIeIOBAHNA IO TEME HHUOKP ...

(®amumsa 1.0.*, Gamunns N.0., ®amunus 1.0.)

1. YCTaHOBUTB, YTO ...
2. Pykopoamremo TeMbt (Pamumus 1.0.) obecneuuTh KOHTPOIID ...

2, O6 y4acTdy B 3aceaHun pabodel IPyINEl 10 ...

(®amunna 1.0.*, ®dampma U.0., Gavuma H.0.)
1. TIoAroTOBKTH K 3aceflaHuio paGouel rpymmbl MAaTCpHAIBI O ...
3aMeCTHTEND JUPEKTOpa Hoonuce U.0. ®amumus

CekpeTapb Hoonucy U.0. Qamunna

* [feppoli yxa3piBaeTC (paMATHA H HHHIHATBL OCHOBHOTO JOKTAIUMKA, 3aTeM — haMUIHA 1
WHMIBATS] JHL, YIaCTBOBABIIHX B OGCYX/ICHHH BOTIPOCA.
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[Mpunoxenne Ne 6
pexoMeHIyeMbli obpasen

HanmeHOBaHHE OpraHa rocyIapCTBEHHOM BNAcTH

®epepanbHoe OrofKeTHOE YUPEXKICHHE

HAYYHO-VICCIEJOBATENbCKHH Pexropy
LEHTP (HanMeHOBaHHe YUeOHOTO 3aBEICHAS)
«HAMMEHOBAHME OPT AHHA3ATIHH» ®ammus H.0.
(PBY «HHII ...») ITouToBEIH ampec

Jlenusnckult npocn., 1. 83, Mockea, 117296
Ten. (495) 934-23-23; Ten./bakc (495) 718-30-23
e-mail:mail@techno.ru; hitp://www.innovation.r

QKITO 02842709; OT'PH 1027700380724;

HHEV/KHI 7708033109/771001024

30082017 N 01-22/345
Ha MNe oT

O6 y4acTHH B aHKETHPOBAHHH
Veakaemsiit Mmd, OrdyecTso!

TpennaraeM BaM NPHHATE YYaCTHE B AHKCTHPOBAHUH 06pa3oBaTeIbHbIX OpraHH3alHH,
OCYMECTRIAIONHX MOXTOTOBKY CIENHATACTOB M0 HEKCHEPHBIM CTCMMAIBHOCTAM.

AHKeTHpOBaHHE OPOBOMTCA HAMA B LeAX cOopa HHGOPMALHH O BY3aX, BHITYCKAIOMAX
CTEIHATACTOR HeoOX0MMMEIX HaM CICHHANBHOCTEH, KOTOPBIX B nansHelimem MoxHO OBLIO GBI
[pUBACKATh U1  TPOXOXKICHH POM3BOACTBEHHOM MPaKTHKH H  MONOIHEHHT INTata
CIELHATUCTOB Ha PeANPHATHAX OTPAcIH.

3anonHeHHYIO aHKETY MPOCHM BBICIATh B HALIl aApec.
TIpunoxenne: Aukera Ha 2 i B 1 3K3.

C ypaxceHUEM,
HupexTop

I.T.H., Ipodeccop Hoonuce U.0. damunus

haMuIHsl, M, OTYECTBO, pepeperT AHPEKTOpa
(495) 934-23-23; mail@techno.ru



[punoxenue Ne 7
pekoMeH/yeMbili 00pasert

HaHMeHOBAaHHE OPTaHa FOCYAAPCTBEHHOH BIaCTH

DepepansHoe CIODKETHOS YUPSIICHHE
HAVYHO-UCCAEZOBATEJLCKHH

: HEHTP
HANMMEHOBAHHE OPTAHM3ALIN
(PBY HHIX ...»)
AKT
05.08.2017 N__ 5

Mockea

TIPOBEPKH TEXHHUECKOTO COCTOSHUA
OpTTeXHUKH

Ocnosauue: npukas ®BY «HUIL ...» ot 30.07.2017 Ne 89 «O mpoBepKe TEXHHYECKOTO
COCTOSHEA OPTTEXHHAKH, HCTIONB3yeMoif OTIENOM JETIOTMPOKR3BOACTBAN.

CocTaBlicH: 3aM. HAYaTbHHKA HHPOPMAHOHHO-TEXHHUCCKOTO oraena ®ammmaa U.O.;
Ha4YalbHHKOM aIMEHACTPATHBHO-X039HCTBEHHOR cayx6nr ®ammmas U.O., 3aB. 011€NOM
nenonpornspoactea Gamuims H.O.

B xoe TpOBEPKH TEXHHYECKONO COCTOAHHSA OPrTEXHHKH oTHeNna JAeNONpON3BOXCTBA,
NpoBCACHHOA 04.08.2017, yCTaHOBJICHO ...

IIpoBepkoii IPU3AAHSI HEIPHTO/HBIMH 1L SKCIUTyaTalHH:

HHoonuce .0, Gamunns
Hoonuce 1.0, ®amuaus

Hoonucoe H.0. damnmusa
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ITpunoxenue Ne 8
pexoMeHzyeMblil 0bpasell

OTHEN NEJIONPOU3BOACTBA
Tapextopy ®BY «HUIL ...»

TOKJIAZTHAS 3AITCKA davunug U.0.

10 oxTabps 2017 1. Ne_ 35

Q6 ypenuueHnH WTATHOH
ynCEHHOCTH TIOAPA3ACTICHAS

VpaxaeMslii Ums OTtuectBO!

B cBa3H cO 3HAYHTENBHBIM YBETHICHACM 0GHeMOB 06paGaTsiBaeMOH KOPPECTIOHACHIHH,

focTynawplneii B CBAH C ...

npoiry Bac w3nicKaTh BO3IMOXHOCTD YBETTHYHTD INTATHYEO qyclieHHOCTh OTAENa Ha oIHY

JOTKHOCTS CTIEAaNAcTa 2-if KaTeropHH.

C yBaXCHHEM,

3aB. OTAENIOM IHoonuce 1.0, Gampmia




95

ITpunoxenue Ne 9
pexoMeHIyeMBIk obpasel

Komy: PykoBOZHTEILIM ynIpapJeHHH M OTACTOB

Or: ®avunsa 1.0., pyKOBOJHTEID a/IMHHACTPATHBHO-X035HCTBEHHOH CIyXOBI
Tara: 17 anpena 2017 r.

Tema: [oxada 3agBOK HA aBTOTPAHCIIOPT

CJIVKEBHAS 3AIIMCKA

B uensix moppineHns IQeKTHBHOCTH HCIOIB30BAHHA M COKpalleHHd TMpOCTOCB
ABTOTPAHCIIOPTHEIX CPEACTB HEHTpa MPOLLY pyxoBouTENeH noApasieNeHuH MoAaBaTh 3a4BKH Ha

ABTOTPAHCIIOPTHBIE CPENCTBA HE TMO3NHEE 15:00 g1, MpeANIEeCTBYIOUIETO MOE3IKE.

PykoBOIHTENE 3AMARACTPATHBHO-
XO3AHCTBEHHOM CIIyKOBI H.0. ©amunus



1.

TIpunoxenne Ne 10

[IpuMepHbIi NepedeHb YTBEPKAACMBIX JIOKYMEHTOB

Akte  ([IPOBEPOK, peBusni;  CIOMCaHWS; SKCIEPTH3b;  JHKBUIALUN

OpraHu3aluil).

o w A WD

7.

['paduxy paboT, OTIYCKOB, CMEHHOCTH.

MHCTpYKUHH, JOJDKHOCTHBIE MHCTPYKIIMH.

Knaccu¢pukaTopsl HEQOpMaIuH, HOKyMEHTOB.

MeTougeckue peKOMEHIallui, METORMUECKHE YKasaHui H METOINKH.
HomeHxnaTypa Aejl OpraHH3alii.

HopMsl H HOPMATHBBL (BpeMEHH, THCICHHOCTH paGOTHHKOB, pacxofia CHIpbi

U MaTepHaos, 3MeKTPOIHEPTHH).

8.

Onucu aen (IOCTOSHHOIO, BpEMEHHBIX (cBime 10 yeT) CPOKOB XpaHCHUA H

10 THMYHOMY COCTaBY).

9.

Tepeunu (TOINKHOCTEH, OpraHu3aluii, BULOB unHGOpMaLHH, NOKyMEHTOB).

10. TTonuTHKH.

11. IMonoxenus (o noapa3feNeHAAX, npeMHpOBaHKH, aTTeCTALIHH ).

12. Tlopanxm.

13. IIpaBuna.

14. PernaMeHTHl (B TOM HHCIIE PETIIAMCHTEL Gu3HEC-POLIECCOB).

15. CrangapTst OpraHU3aiuH.

16. YcTaBHl.

17. VaudumpoBaHHbe GOPMEI AOKYMEHTOB.

18. IllTaTHO® pacmycaHue.
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[Tpunoxenne Ne 11

HpnmepHHﬁ nepeucHb HOKYMEHTOB, 3aBESPACMBIX neyaThio opraHnsalnii

1. ApxusHas CIIpaBKa.

2. AxTel (TpEeMa 3aKOHYeHHBIX CTPOHTE/HCTEOM 06BeKToB, 000pYAOBaHHA,
BHITIONHEHHBIX paboT, CIMCaHus, SKCHIEPTH3E]).

3. Kompu M BHIHCKM M3 JOKYMEHTOB, BELAABAGMBIX s TpeicTaBleHus B
ApyTrHe OpraHu3aiiiH.

4. (O6pasupl OTTHCKOB meyaTell W TOAMHceidl paGOTHHUKOB, MMEIOIUIUX MPaBo
coBepIIaTh PUHAHCOBO-XO3AHCTBEHHBIC ornepauyH.

5. TMopywenns (OIOIKETHEBIC, GaHKOBCKME, MEHCHOHHBIE;  TUIATEKHbIC,
JHKAcCOBEIE B GaHK HA OTyYeHHe HHBATOTEI CO CCTOB, nepeBojl BANIOTE).

6. IlpenctapieH¥d H xomarafictsa (0 HarpaXnacHHH - roCyapCTBeHHBIMU
HarpajaMy H TpeMMSIMH).

7. Peectpsl (4€KOB, TIOpYYeHHUi, NPEACTABIACMBIX B 6aHK).

8. Cnpasxu (0 moxonax dusKHyecKuX JHI, O BBIILIATS CTPAaxoOBBIX CYMM, O
GanaHCOBO CTOMMOCTH OCHOBHEIX (OHMOB, IO nepcoHuGpHIHPOBAHHOMY  YIETY,
O(OpMIICHHIO ~ CTPaXOBBIX CBUIETENLCTB, 1O  3ampocaM opraHusaiui, IO
JOKYMEHTaM, PEIoCTaBIAeMbIM B CY1, - 10 HeOOXOIMMOCTH).

9. VnocroBepeHus paGOTHHKOB.
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TTpunoxenue Ne 12

[IpuMepHbiii TTepedeHb HePETHCTPUPYEMBIX BXO/IAIIHX JOKYMEHTOB"

1. AmHKeTsl (pe3ioMe), HATIPABIAEMBIC B LICIAX TPYAOYCTPOKCTBA.

2. Byxranrepckue HJOKYMECHTHI (GyxranTepckas OTYCTHOCTB, CUeTa, CHETa-
aKTyphl, 4KTHl CBEPKH B3aHMOPAcHeToB, akKIbl TIPAEMKH-TIEpEadl OCHOBHBIX
CpeACTB, TOBapHBIC HaKJIaJHBIE).

3. TOCTSI, TeXHHUYECKHe PETIaMEHTEl, PyKOBOJALIHC H JIPyrHc JOKYMEHTHI IO
TeXHUYECKOMY PEryITHPOBaHHUIO M CTAHRAPTHIALMH.

4. Tpaduku, Hapsabl, 3a9BKH, Pa3HAPALKY.

5. JiokymeHTHl  (TIPOEKTHI IOKyMeHTOoB),  TpeOyiomme  NOAMHCAHHA
(cormacoBaHus, yTBEpKACHHS) H MOCTSYIOWEro BO3BpaTa.

6. KoHkypcHas JOKyMCHTaLHA.

7. Haydso-TeXHUYeCKas H POSKTHAS JOKYMEHTAlHA.

8. KoppecnosaeHIs, afipecoBaHHad paGOTHHMKaM OpPTaHH3alNH C [IOMETKOM
«JIuaHOY.

9. TleyatHble U3aHUA (KHUTH, XypHAJBL, raseTsl), KATAJIONH, TEXHUYCCKasA
NYUTepaTypa, TeMaTHYeCKHe H CIeNHAIbHbIC cGOPHHKH, ILIAKATBI.

10. TTo3npasuTenbHbie MACHMA H TEIErPAMMBL, 6narolapCTBeHHBIE THCHMA 1
TenerpaMmMbl, IPUTAACHTENbHEIC GuUneTH.

11. TTpeiicKypaHTEL

12. [MpurnacutensHbe GHIETHI, MPUTIALISHS.

13. TIporpaMMBbIL KOH(pEepeHLHH, COBEIIAHHIA.

14. PexiaMHBle MaTepuais! (THCHMa, JIHCTOBKH, IPOCTIEKTHL, GyKIIETHI).

15. Yue6GHEIE IJIaHE], IIPOrPaMMBL.
16. ®opmMsbl 1 OaHKH, B TOM 1UCIE GOpMBI CTATHCTHYECKOH 1 HHOI OTUETHOCTH.

 Ecny yKa3aHHbIe JIOKYMEHTBI TOCTYDHIH © COMPOBOBUTENBHEIM THCBMOM, MHCHMA PErHCTPUPYIOTCA B
TMOpALKE, YCTAHOBJICHHOM UHCTPYKIHEH N0 RENONPOMIBOACTRY OPraHM3aliH.



