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HpumepHas HHCTPYKIMS N0 ACJONPOU3BOLCTBY
B rocy1apcTBEHHRBIX OPraHH3amAsIX

1. O6mue moaoXeHus

1.1. IlpumepHass HHCTPYKUHS II0 ENONPOU3BOACTBY B TOCYAapCTBEHHBIX
opranm3anuax (ganee — IlpuMepHas HHCTPYKIMS) pa3paboTaHa B COOTBETCTBHM
c IlonoxenueM o PepmepanbHOM apXMBHOM AareHTICTBE, YTBEPXICHHBEIM YKa3oM
Ilpesunenta Poccuiickoii Mepepanuu ot 22 mions 2016 roga Ne 293 (Cobpanue
3akoHoHarenscTBa Poccmiickoit ®epepannu, 2016, Ne 26, ct.4034), a Takxe
B COOTBETCTBHH C 3aKOHOIATENLCTBOM Poccuiickoit @epepauun B cdepe
vH(OpMALNK, NOKyMEHTallud, apXWBHOI'O Jiella, HAIl[MOHANLHBIMH CTaHAapTamMd B
cepe ynpapnerns XOKyMEHTaMH.

1.2. IlpuMepnas HHCTPYKUMSA pa3paboTaHa B HENIX COBEPLICHCTBOBAHHS
JIETIONPON3BOJICTBA W HOBHIIIEHUS 3P(eKTHBHOCTH paboTEl ¢ ROKyMEHTAMH IIYTEM
perylaMeHTalMy Ha eJHHOH NpPaBOBOH M METOAUYECKOH OCHOBE NPAaBHI NMOATOTOBKH
JIOKyMEHTOB, TEXHOJIOTHH paGOTBI ¢ HHMHM, OpPraHM3alH{d WX TEKYHIEro XpaHeHHs
¥ [OTOTOBKH K Tiepefiade B apXUB OpraHU3aliH.

1.3. Ilpumepnas HWHCTPYKIIHS yCTaHaBIHBAET TpeboBaHus
K JOKYMEHTHPOBAHMIO YIIPaBJICHYECKOH HEeATENBHOCTH H OpraHH3alMM PpaboTHI
C HOKyMEHTaMH B [EIONpPOH3BOJACTBE [OCYRApCTBEHHBIX OpraHHW3alMi (mamee —
OpraHW3anys), HE3aBUCHMO OT HX OpTaHH3alMOHHO-TIPABOBOH (opMEl, wenei
¥ BUJIOB IEATEITHHOCTH.

1.4. Tlonoxennss  IlpuMepHOH  HHCTpYKUWHM  pacHpOCTPaHAIOICS  Ha
OpraHM3aliio paboTHl ¢ OpraHH3aLHOHHO-PACIOPSOHTEIBHEIMH JOKYMEHTaMH
HE3aBHCHMO OT BHAA HOCHTeNs, BKIIOYas MOArOTOBKY, pErHCTpAalliio, Yy4eT
¥ KOHTPOJIb HCIIOJIHEHHSA JOKYMEHTOB, OPraHM3allMI0 HX TeKYILETo XpaHEHH:,
OCYLIECTBIsSIEMBIE ¢ IOMOIEI0 HH(GOPMANOHHO-KOMMYHHKAITHOHHBIX TEXHONOT .

1.5. OcobenHocTu opraHm3anuy paboTel C JIOKYMEHTAMH, COAEpKALMMH
HH(OPMALMIO OTPaHUYEHHOTO JHOCTYNa (KOMMepdecKylo TaliHy, HepCOHaIbHbIE
JaHHBIE U MHYI0O KOHQHMOECHIHMAIBHYIO HH(GOPMAIHIO), peryIHpyIOTCs OTACHBHEIMH
HOPMATHBHBIMH aKTaMH, yTBEPXKAAEMBIMH PyKOBOAUTENEM OPraHU3aIlluH.
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1.6. OpraHmsamms, BelleHHE H COBEpILICHCTBOBaHHE JENONPOM3BOACTBA HA
OCHOBE €IVHOH TOJNMTMKM ¥ [NpPUHIWOOB, IPHMEHEHHE COBPEMEHHBIX
HHOOPMAIMOHHBIX TEXHOJNOTHH B paboTe ¢ JOKYMEHTaMH, METONUYECKOE
PYKOBOJACTBO H KOHTPONb COONMIONEHHA mopsgka paboTsl C HOKyMEHTaMu
B NOZPa3fieleHNAX OpraHW3alMi BO3NAraeTcs Ha CTPYKTYPHOe MoApasfelieHue,
OTBETCTBEHHOE 32  BEJCHME  JENONpOM3BOACTBA'  (manmee —  Ciyx6a
ZeNONPOH3BOLICTBA).

Cmyx6a Jelnompou3BOJCTBA OpPraHW3alMH JOeHCTByeT Ha OCHOBAaHHH
TIONIOXKEHMS O Hel, yTBepXKAaeMOro PyKOBOAKTENEM OpraHU3alii U ONPEAeIOmEro
3ajia94 ¥ QYHKIHMH MOJpa3fielieHus], ero npaBa ¥ OTBETCTBEHHOCTb.

1.7. OTBEeTCTBEHHOCTh 32  OpraHU3alui0 paboOTEl ¢  JOKYMEHTaMH
B IIOApa3ie/icHAsIX ~ OpraHM3alldH  Bo3jlaraercd Ha  pykopomureneit  oTux
nofpaszaencHui. HenocpencTBeHHOE BeeHHe AENTONPOU3BOACTBA B HOAPa3AEICHHIX
OpraHM3allUM OCYUIECTBIACTCA JENONPOM3BOAUTENEM WIM HHBIM pPaGOTHHKOM
TOApasficNicHuss, Ha KOTOPOrO  BO3NOXEHBI OOS3aHHOCTH IO  BEACHHIO
JeNIONpPON3BOJICTBA (Jlaiee — eNONPOU3BOAUTEIb MOAPA3AEIeHH).

1.8. JomxrocTHRIe O0A3aHHOCTH, IpaBa M OTBETCTBEHHOCTh pPabOTHHKOB
Ciyx651  enoIIpON3BOAICTBA, JENONPOM3BONUTENCH DOApasjeneHnii ¥ MHBIX
pabOTHHKOB, OTBETCTBEHHBIX 3a OpraHM3ali0o paboTBl ¢ JOKYMEHTAaMH,
orpenesaoTcs JOJPKHOCTHBIMY HHCTPYKIMSIMU.

1.9. Ha nepuon oTmycka, KOMaHIUPOBKH, GONE3HH WIN B CIy4ae YBOJGHECHUS
pabOTHVKH CTPYKTYPHBIX NOApa3felieHuit opraHuzanny o0s3aHBl TepefaBaTh BCe
HaXOAAMIMECs Ha MCIIOTHEHHH JJOKYMEHTBHI JeTOTPOM3BOAUTEIIO MIOIpas eieHs UK
JIpyroMy pabGOTHHUKY 1O YKa3aHHIO PyKOBOXUTENS NOApa3NeIeHus.

Ilpn cMeHe ReNONpPOU3BONHUTEN MOApPa3NCTeHHS COCTABIACTCSA akT IpHeMa-
nepenayy JOKYMEHTOB H J€Jl.

1.10. Cogmepxanve ciyxeOHBIX JOKYMEHTOB He IIOISKHT pasrialleHHro.
BzaumozeiicTBHe co cpefcTBaMHM MaccoBoi mHGOpMaNuy, nepesagya UM Kakoi-ma6o
HHOOPMAIVH WIH JOKYMEHTOB M HX KONHH JIOIyCKaeTcs TONBKO C pasperleHHs
PYKOBOZHMTEIISI OpTaHU3aIMH WM HHOTO YIIOJHOMOYEHHOTO MM HODKHOCTHOTO JIMIIA.

PaboTHMKH OpraHH3alUH HECYT IHCLUILIMHapHYI0, aJMHHHCTPaTHBHYIO
U UHYI0O, YCTaHOBIGHHyI0 3aKoHoZarenbcTBoM Poccuifckoit = ®epepanumy,
OTBETCTBEHHOCTh 32 HApyLIEHHe CPOKOB XpaHeHus MAOKYMEHTOB, yTpary H

! B opranmsaumsix ¢ HeGomsmM 0GHEMOM IOKYMEHTO060poTa QyHKLEH CIYKGEI JeNONPOH3BOLCTEE MOTYT
BBINONHATECS PabOTHHKOM (AENIONPOH3BORHUTENEM, CECKPETApEM).
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HECAHKIIMOHHPOBAHHOE YHHYTOXKEHHE CIIyKeGHBIX TOKyMEHTOB".

1.11. Ilpu  yrTpaTe JOKYMEHTOB AENONPOM3BOAUTENL  MOAPA3ICICHHUs
uHQOpMHpYeT  pYKOBOAHMTENSA CIpYKTypHOro mnoxpasmenenmi u  CuyxO6y
JIeTOOPOM3BOZCTBA OPTaHU3ALMH, TIOCIIE Yer0 OPraHN3yeTCs PO3BICK JOKYMEHTOB.

Ecna po3pick JOKYMEHTOB He JAaeT pe3yJIbTaTa COCTaBIIETC akT, B KOTOPOM
YKa3BIBAIOTCA IaHHBIE YTPAaueHHOTO NOKYMEHTAa, a TaKkxke OOCTOATENbCTBA, MpPH
KOTOPBIX NPOU3OIILNIa YTpaTa, OCTe Yero MpelpHHIMAIOTCS MepHl 10 3aMEIICHHUIO
JIAaHHOTO IOKYyMEHTA 3aBepEeHHOM Komnuell JOKyMeHTa.

1.12. Ha ocHoBe IIpumepHO HHCTpYKUMM B OpraHHU3allUH pa3pabaThBacTCs
WHAUBHIyalNbHAs  HMHCIPYKIOMS 10  OENONPOU3BOACTBY,  yTBepKaaeMas
PYKOBOAMTENIEM OpTaHM3aIlvH.

1.13. B nmenax oprasW3aguH pa0OTHl C JOKYMEHTaMH B QHiIHazax
OpTraHW3alliK H 000COOIEHHBIX CTPYKTYPHBIX NOJPa3NeNICHUIX MOTYT OBITh BBeZIeHbI
HHCTPYKIMM 110 OpraHm3ammd paGoTel ¢ JOKyMEHTaMH, JOTONHSIOIIHE
HHAHUBHIYaIBHYI0 HHCTPYKIOMIO IO JEJIONPOM3BOJACTBY OpTaHM3allid, HO He
MIPOTHBOpEYaIlne SH.

1.14. Tlpapuna paboTEI ¢ JOKYMEHTaMH B CHCTeMe€ 3JE€KTPOHHOTO
JoKyMeHTooOopoTa opraHmsanni (manee — COJI) M MHBIX HHPOPMAIMOHHEBIX
cHCTeMaX, B KOTOPBHIX OCYIUECTBIAETCA Cco3daHWe (BKIIOUCHHE) H XpaHCHHE
JIOKyMEHTOB, He JOJDKHBI BXOAWTh B NIPOTHBOpEUHE C HOJoXeHWsMH [IpumepHoii
HHCTPYKUUH,

II. {oxyMeHTHpOBaHHE YIIpaBIeHIECKOH AeSTENBHOCTH

2.1. B coorBercTBUH C 3akoHOAareidbcTBOM Poccuiickoit ®eneparuu,
JIOKaJbHBIME HOPMATHBHEIMH aKTaMH B OpPTaHH3allM{ H3JAIOTCA OpTaHH3alIOHHO-
PacOpsIUTENBHEIE JOKYMEHTEL

2.2. OpraHu3alliOHHO-PaCcIOPAAUTENbHbIE JIOKyMEHTEI, co37aBaeMble
B JIEATENILHOCTH OpraHW3alliM, JOIDKHEI OBITh OQOpMiEHBl MO IpaBWIaM,
YCTaHOBJICHHBIM  MHIWUBHAYAIbHOH  HMHCTPYKIMEH 10  JeJOIpPOM3BOACTBY
OpraHHU3aINH.

BHocuth Kakue-nHOO HCHpaBieHHd WM JOOaBIeHHI B IOAMHCAHHBIE
(yTBEpKASHHBIE) TOKYMEHTHI HE JOILYCKAeTCs.

2 Cratem 192, 193 Tpynosoro konekca Poccmiickoii ®enepaumu; nyricrer 2; 15.11 crarsn 13.25 Kogexca
Poccniickoii dexepanyu 06 agMHHACTPaTHBHEIX NPAaBOHAPYIIEHMAX; CTaThd 7 DenepabHOro 3akoHa OT
6 nexabps 2011 1. Ne 402-®3 «O GyxramrepckoM yuete» (Cobpanue 3akoHopaTeNscTBa Poccmiickoii
®enepaumn, 2011, Ne 50, cr. 7344; 2013, Ne 26, cr. 3207; 2013, Ne 27, ct. 3477; 2013, Ne 30 (Yacts I),
cr. 4084; 2013, Ne 44, cr. 5631; 2013, Ne 51, cr. 6677; 2013, Ne 52 (Yacts I), ct. 6990; 2014, Ne 45,
oT. 6154; 2016, Ne 22, ct. 3097; 2017, Ne 30, ct. 4440; 2018, Ne 1 (Hacts I), cr. 65).
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2.3. OcoberHoctr oopMITeHHS ROKYMEHTOB, CO3HaBaEMBIX B CTPYKTYPHBIX
MOAPa3AeNeHUAX OpTaHW3alMH M OTPAKAIOMUX CHeNUPUKY HX NeATeNbHOCTH,
aTalKe MpaBWiia OpraHW3alMd paboTel € JaHHBIMH JOKYMEHTAMH MOTYT
YCTaHABIHBATHCS OTAENBHEIMH JOKAIEHEIMA HOPMATHBHBIMY aKTaMM OpraHU3aIiH.

2.4. Cozganpe DOKyMEHTOB B OpraHM3aluy, ucronmssyoweit COJ, B uensx
TIOBBIIIEHUS s dekTHBHOCTH HCHONB30BaHUS (GCTIN OCYILIECTBIIAETCS
C MICTIOJIE30BaHHEeM 1Ia0JIOHOB GIaHKOB JOKYMEHTOB H IabIOHOB JOKYMEHTOB.

OnexTpoHHEIe [Iabi0OHBl 0JAaHKOB JOKYMEHTOB JOJDKHEI OBITh HMIEHTHYHBI
61aHKaM NOKyMEHTOB Ha 6YMa)KHOM HOCHTEe.

2.5. Ins co3maHWs NOKYMEHTOB, OTPaXArOIMX CHeUUGbUKY AesSTeNbHOCTH
CTPYKTYPHBIX ITOAPa3AeNICH)I OpraHM3aluy, ¥ YIpaBIeHUs AaHHBIMH JOKyMEeHTaMH
MOTYT HCIIONIB30BAThCS IPYTHe HH(POPMAIOHHbIE CHCTEME.

2.6. JloxyMeHTH! opraHusamuu oGOpMISIOTCS Ha ONlaHKaX WM CTaHAAPTHEIX
nucrax 6ymaru gopmara A4,

2.7. JIng U3roToBJIEHMs JOKYMEHTOB B OPTAHH3AINH HCIONB3YIOTCS:

OnaHK IpHKasa;

OJIaHK pacopsOKEHUST;

6naHK mEChMa JUIS Be[CHWS MEPEelMCKM ¢ OPraHM3allisiMH M IPaKIaHAMH,
HaxoasummMmucs Ha teppuropuu Poccutickoit ®enepaiyu;

6J1aHK IMICBMa C PEKBH3HTaMH Ha PYCCKOM H OJJHOM H3 HHOCTPAHHBIX S3LIKOB
I BeZIeHUS TIEPENUCKH ¢ 3apyOe:KHEIMA KOPPECTIOHIEHTAMH.

Ilo pewieHHIO PYKOBOZHTENS B OPraHM3alldM MOTYT HCIONIB30BATHCSA APYTHE
GnaHky; GNaHK NMCbMA PYKOBOAMTEN OPraHA3AlMH I HHOTO YNONHOMOYEHHOTO
MM e, GJIaHK MPOTOKONA, OIaHK MMACEMa CTPYKTYPHOTO TIOAPa3AeIICHH.

Jits obopMmieHuss pe3omoUWi HAa JOKyMEHTE B OpraHM3alldd MOTYT
HCIIONB30BaThCs OIaHKU PE3OJHOIHIA.

2.8. Ilpy U3manvM AOKYMEHTOB HA CTaHAAPTHEIX JUCTax OyMarH Ha HHX
BOCIIPOU3BOMATCSA DPEKBH3HTHI, HEOOXOAUMBIE I HOKYMEHTOB KOHKPETHOTO BH/A
WM Pa3sHOBHIHOCTH.

2.9. Ha 6naskax JOKyMEHTOB BOCHPOM3BOAWTCS TOBAPHBIA 3HaK H/MIM
(sM0nema) opraruzanuy (Ipy UX HAJIMYHN).

2.10. IIpoextupopanue 61aHKOB JOKYMEHTOB OCYIIECTBIAETCA
B coorBerctBur ¢ TOCT P 7.0.97-2016 «Cuctema cTaHAapToB N0 HH(OpMaium,
OuOnHOTeUHOMY M H3JaTeilbckoMy Jely. OpraHu3allHOHHO-pACcCIOpAIUTENbHAS
gokyMmenTaius. TpeGoBanus Kk 0hOPMITSHHIO JIOKyMEHTOBY.

* Pasmen 6 «Bnamku noxymemtoy I'OCT P 7.0.97-2016 «Cucrema craHapToB mo HHGOpMAUWH,
GubnuoTeuHoMy U U3faTeNbCKOMY Aeity. OpraHH3aUMOHHO-pacTIopsAuTeNbHasd ToKyMenTalus. TpeGosarus
K ohopMIIEHHIO JOKyMeHTOB» ¢ M3Menenuem Ne 1, — M.: Crannaprundopm, 2018.



2.11. bnaHk¥ JOKYMEHTOB OPraHU3alld W3rOTaBIMBAIOTCH THIOIPaQCKUM
CIocoGoM, Cpe/ICTBAMH OIIEPaTHBHON MOJIUTPadHK WM KOMITBIOTEPHON TEXHWUKH.

2.12. JloKyMeHTH H3rOTaBIMBAIOTCA Ha OyMaXXHOM Hocmrene W B dopMe
9/IEKTPOHHEIX JNOKYMEHTOB C COONIOJICHHEM YCTaHOBJICHHBIX MPABHI O(GOPMICHHI
JOKYMEHTOB.

2.13. lokymeHTH opraHu3auuu, opopMmieHHble Kak Ha OmaHke, Tak u 6e3
Hero, AOMKHEI IMeTh 0TI He MeHee:

20 mm — neBoe;

10 mm — npaBoe;

20 mm — BepxHee;

20 mm — HUXHee.

2.14. JlokyMeHTBl, H3JaBacMble COBMECTHO ONHOH MM HECKOJIGKAMM
OpraHU3aNHAMH, odopmITIOTCS Ha  CTaHAapTHEIX  JHCTaXx  OyMaru
€ BOCIIPOM3BE/ICHHEM PEKBHU3HTOB BCEX OpraHM3aluii, YJacTBYIOIUMX B H3NAHHM
JOKYMEHTa.

2.15. Tlpu moArotoBKe IJOKYMEHTOB AOIYCKAaeTCSs HCIONB30BaHHE JHLEBOH
1 060poTHO# cTOpPOHH! JicTa. [IpH ABYCTOPOHHEM CO3AaHHWH NOKYMEHTOB IIHpHHA
JIeBOrO TOJI Ha JIMIEBOI CTOPOHE JIMCTA M IPAaBOTO IO Ha 0GOPOTHOH CTOpOHE
JIMCTAa JIOJDKHEI OBITH PaBHBL

2.16. Ilpu co3mandM HOKyMeHTa Ha JByX W Ooyiee CTpaHHLIAX BTOPYIO
H NOCNeNyIouUe CTpaHHIBl HyMepyroT. Homepa cTpaHMI] IIPOCTaBAAIOTCS IO
CepeziHe BepXHero NoJisi JOKYMEeHTa Ha paccTosHuM 10 mum OT BepXHero Kpas JucTa.

2.17. nst M3TOTOBICHUS AOKYMEHTOB HCIONL3YETCs TApHUTYpa WipHPTa mo
BBIOOpY OpraHW3alMH, BXOASINAs] B CTAHAAPTHHINA MakeT O(HUCHOro mporpaMMHOIO
ofecneueHus, NCIONb3yeMOoro opraHusanueil. Pazmep mpugra — Ne 12-14 .

Ipu cocTaBieHAN TaGIHUL AOMYCKaeTCs UCIOIb30BaHME LIPH(PTOB MEHBIIHX
pasmepoB — Ne 10, 11 moT.

2.18. A63anHslii OTCTYI B TEKCTE AOKyMeHTa — 1,25 cm.

3arosioBKH pa3NesioB H MOAPA3AENIOB MeYaTaloTcs ¢ ab3alHBIM OTCTYIIOM HIIH
LEeHTPUPYIOTCS 10 IMMPHHE TEKCTa.

2.19. TexcT noxymeHTa medataercs depe3 1-1,5 MeXCTpOYHBIX HWHTepBana.
TekcT JoKyMeHTa BHIpaBHMBAeTCs MO MIHPHHE JIHCTA.

MHOTOCTpOUHEIE pPEKBHU3HTHI IEYATAIOTCA dYepe3 OAHH MEXKCTPOYHEBIM
HHTEpBaJl, COCTaBHbIE YacCTH PEKBH3UTOB MOTYT pasfAelAThCA NONONHHTEILHBIM
HHTEPBAJIOM.

Ecnu OKyMEHT TOTOBHTCS M H3/IaHUSA C YMeHbIIeHHeM MaciuTaba, TeKCT

* PasMep mpudta (KerIb) H3MepAeTCS B MYHKTaX (point); oe myHKT pased 1/72 moiima, wm 0,376 mm
(coxpareHue: «pt»).



neyaTaeTcs Yepe3 Ba HHTEpBana.

HnTtepBan Mexay 6ykBamu B ciI0Bax — OOBIMHEIA. MHTEpBa MeXIy clIOBaMH —
OIIVH IpoGeJt.

CTpOKH peKBHU3HTOB BHIPABHHBAIOTCS IO JIEBOH IPAHMIIE 30HBI PACIIOJIOXEHHUS
PEKBHU3UTA WK LEHTPYIOTCSA OTHOCUTENBHO CaMo IIIMHHOM CTPOKH.

JnuHa caMoM ANMHHOM CTPOKM PEKBHM3HTA IIPU YTIIOBOM DPACHOIOKEHHM
PeKBU3UTOB He Goee 7,5 cm.

Jiuna camoif INMUHHOM CTPOKU PEKBH3UTA IPH HMPOROIEHOM DPACHONO0KEHAU
PeKBU3UTOB He Gonee 12 cm.

2.20. JlomyckaeTcs BEIAEIATE NOMYXHPHBIM IMIPHGTOM PEKBU3HTEI «aIpecary,
«3aT'0JIOBOK K TEKCTY» WM TIOAIHCEY, & TakKe OT/AebHbIe (hparMeHTEl TEKCTa.

2.21. Tlpy DNOATOTOBKE MHOTOCTPaHMYHBIX HOKYMEHTOB odopmisercs
TUTYJIGHBIH JIKCT.

2.22. CocTaB peKBH3HUTOB, HCHONB3YEMBIX AN OGOPMIEHHA JIOKYMEHTOB,
omnpefiensieTcss BHUIOM (Pa3HOBHAHOCTHIO) OpPraHH3AHOHHO~PACTIOPANUTENHHOTO
JIOKyMeHTa.

2.23. Ilpn noaroToBKe JOKyMEHTOB OPTaHH3allMH HMCIIONB3YIOTCS PEKBH3HTEL,
ycranonennsie FOCT P 7.0.97-2016°:

a) 9mbiema (B COOTBETCTBHH ¢ MyHKTOM 2.9 IlpuMepHO#t HHCTpYKUHK);

6) ToBapHBIf 3HAaK (3HaK OOCHYXuBaHMA) (B COOTBETCTBMH C TNYHKTOM
2.9 IIpuMepHO#t HHCTPYKIUH);

B) KoA GOpMBI TOKyMeHTa,;

T) HauMeHOBaHHE OpraHH3alVy;

Z) HaMMEHOBaHHME CTPYKTYPHOTO ITOAPa3/eTeHHU;

E) HaHMMCHOBAaHHEC JOJKHOCTH JIHULA,

JK) CIIPaBOYHbIE NaHHBIE 00 OpraHU3aI|H;

3) HaHMEHOBaHME BHIA JOKYMEHTa,

¥) Jara JOKyMEHTa;

K) perucTpalliOHHBIN HOMep HOKYMEHTa,

1) CCBUIKAa Ha PErHCTPAalMOHHBIM HOMED M JaTy HOCTYIHBIIETO JOKYMEHTA;

M) MeCTO COCTaBJICHUs (M34aHu) JOKyMEHTa;

H) Trpud OrpaHUYEHH JOCTYIIA K NOKYMEHTY;

0) ampecar;

n) rpud yTBepPKACHUS JOKYMEHTa;

pP) 3aroJIoBOK K TEKCTY;

C) TEeKCT JOKyMeHTa;

5 TOCT P 7.0.97-2016 «Cuctema CTaHAapToB 1O KMHMOpMary, GUGNHOTEUHOMY H H3ATENbCKOMY JEINY.
Oprasu3alfOHHO-DACTIOPS/IUTENbHAsS  NOKYMeHTauus. TpeGoBaHuS K OQOPMICHHIO OKYMEHTOBY,
¢ Usmenenuem Ne 1. — M.: Cranpapruudopm, 2018.



T) OTMETKA O NPHIOXKEHHUH;

y) rpud cornacoBaHus JOKYMEHTa;

¢) Bu3a;

X) IMOAIHCH;

I) OTMeTKa 00 HIIEKTPOHHOM MOAMNKCH;

Y) 1eYars;

II) OTMeTKa 00 HCIONHUTENE;

) OTMETKA O 3aBepeHHH KOIIHY;

BI) OTMETKa O NOCTYIUICHHH JOKYMEHTa;

3)  Ppe3OoNOLHS;

10) OTMETKa 0 KOHTPOIIE;

s) OTMeTKa O HalpaBJeHHH JOKYMEHTA B JeJO.

2.24, bnank npukasa (pacHopsokeHHs) OpraHH3aLMH JOJDKEH BKJIIOYATH
PCKBU3HTEIL:

3MOneMy (B COOTBETCTBHH € ITyHKTOM 2.9 TIpuMepHOit HHCTPYKIIHK);

TOBAapHBI 3HaK (3HaK o6chyxHBaHus) (B COOTBETCTBHHM C IIyHKTOM
2.9 IlprMepHO# HHCTPYKIIUH);

HaHMEHOBaHNEe OpraHU3aLUH;

HaMMeHOBaHUe BUJA JOKyMEHTa;

MECTO COCTaBIICHUS WK U3JaHUI JOKYMEHTa,

OTMETKH A pa3MelIeHHsI  PEKBH3HTOB «gara  JOKyMEHTa»,
«PETHCTPALOHHEIA HOMEpP TOKyMEHTa».

2.25. brnaHk nuchMa OpraHH3allHK HODKEH BKJIIOUATH CIICAYIOLINE PEKBU3HUTEL:

3MOieMy (B COOTBETCTBUHM C IyHKTOM 2.9 [IpuMepHO HHCTPYKIWH);

TOBapHHI# 3HaK (3Hak oOcHyxuBaHHA) (B COOTBETCTBHM C IIYHKTOM
2.9 TlpumepHOil HHCTPYKIMH);

HauMEHOBAaHHE OpraHM3alUH;

CIpaBOYHEBIE AaHHbIE 00 OpraHU3alAM;

OTMETKM Uil  IPOCTaBJIeHMS  PEKBH3HTOB  «Oara  JOKyMEHTay,
«PETUCTPAllIOHHBIl HOMEp NOKyMEHTa», «CChUIKA Ha PErMCTPAaHUOHHBINA HOMEp
¥ JaTy NOCTYIUBIIET0 JOKyMEHTa».

B GnaHK nmuckMa JOJDKHOCTHOTO JIMIIA JOTIONHHUTEIBHO BKITIOYAETCS PEKBU3HUT
«HaUMEHOBaHME MJODKHOCTH JIMIa», a B OJaHK IMCBMa CTPYKTYPHOIO
TIOZpasfeNeHus (COoBeaTeIbHOr0, METOANYECKOT0, SKCIIEPTHOTO MIIM HHOTO OpraHa)
OpraHH3alluy — HAHMEHOBaHNE CTPYKTyPHOTO NOZAPa3AeIICHH.

2.26. BuyTpeHHHe NOKYMEHTHl OopraHu3anuy, opopmisieMble He Ha OnaHke,
JOJDKHBI COIEPXKaTh COOTBETCTBYIONUE BUAY NOKYMEHTa PEKBH3UTEL

2.27. OMmbreMa opraHHu3alluy, pa3paboTaHHasd ¥ yTBepXJeHHAsI B IOPsIKe,
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YCTaHOBIJICHHOM 3aKOHOZaTeNnscTBOM Poccuiickoii Pexpepanum, pa3MemaeTcs Ha
61aHKax JOKYMEHTOB B COOTBETCTBHM € IyHKTOM 2.9 [IpnMepHO# MHCTPYKIH H Ha
OCHOBaHHHY HOPMaTUBHBIX aKTOB OpraHU3aIiiu.

M3obpaxerue sMO1eMbl OMEIIaeTCs Ha BEpXHEM Ionie GiaHka JOKYMEHTa Ha
paccrosHuM 10 MM OT BepxHero Kpas JIACTa, 3aXBaThIBas 9acTh pabodedl 30HBI
JOKyMEHTa, LIEHTPOBAaHHO HAJ PeKBU3HTAMH OPTraHH3aLHH.

2.28. ToBapHblii 3Hak (3HaK OOCIHYXXHUBAHHS), 3apPErHCTPHPOBAHHELA
B YCTAHOBJIEHHOM  3aKOHOIATeNbCTBOM  Poccuiickoit  denmepaunu  mopske,
BOCIIDOM3BOAUTCS Ha ONlaHKaX OpraHH3allid B COOTBETCTBHH C IIyHKTOM
2.9 IlpumMepHO# HHCTPYKIIMM H Ha OCHOBaHUH HOPMATHBHBIX aKTOB OpraHH3aldm.

M3obpaxkeHne ToBapHOrO 3Haka (3Haka OOCIYXXWBaHWs) IIOMEILAETCs Ha
BepXHEM Iole HOKyMeHTa Ha paccrosHud 10 mMm OT BepxXHero Kpas JIHCTa,
3axXBaTBIBas 4acTh pabodeil 30HBI NOKyMeHTa, HAJ PeKBU3HTAMH OpPTaHU3aLUU WIH
ClieBa Ha ypOBHe HAUMEHOBAHHUs OPraHW3allAH, 3aXBaThIBas 9acTh JIEBOTO MOJIA.

2.29. Koxn ¢hopMEI TOKyMEHTA NIPOCTABIAETCA Ha YHU(DUIMPOBAHHEIX (GopMax
JIOKyMEHTOB B cooTBeTcTBHM ¢  O6mepoccHiickuM  KIacCHPUKATOPOM
ynpasneHdeckoif mokymenrammud (OKVY]/[) wim JIOKanbHBIM KJIACCH(PHKATOPOM,
pacronaraeTcs B IpaBOM BepXHEM YTy pabodero mois JOKyMEHTa, COCTOUT U3 CHIOB
«®Popma 110 (HauMeHOBaHHe KIaccH(HKaTopa)» H HHGPOBOTO Koza.

2.30. HaumeHoBaHHe opraHusanuMy Ha OnaHKe JOKyMeHTa JIOJDKHO
COOTBETCTBOBATh HaMMEHOBAHMIO IOPMAMYIECKOro JIHLa B ycTaBe opraHuzanud. Ha
6nankax JOKYMEHTOB YKa3bIBa€TCA IOJIHOE Oq)HLII/IaJIBHOG HauMCHOBaHHC
IOPEAMYECKOTO JIMIA C yKa3aHHeM ero OpraHW3allHOHHO-TIpaBoBOi (OpMEI, Hap
HaUMEHOBAaHWEM OpraHM3alWH  YKa3blBaeTcsi HaWMEHOBAaHHWE  BBIIeCTOAMIEH
opraEm3aimu (TIpH ee HaJM4YMH), [ON HaWMEHOBAaHHEM OpraHM3allid B CKOOKax
YKa3BIBAETCA COKPAIlEHHOE HaMMEHOBAHHE OPraHU3alliH, €CIH OHO IIPEILyCMOTPEHO
yCTaBOM.

2.31. HauMeHOBaHHE CTPYKTYpHOro moapazfeieHus (B ToM ducie Quimana,
OTHeNeHNs, HpeNCTaBUTENIbCTBA, KOJUIETMAbHOTO, COBEHIATENBHOTO HIM HHOIO
OpraHa) ykassIBaeTcs B OnaHKax ITHceM U GliaHKaX KOHKPETHBIX BHIOB JOKYMEHTOB,
M371aBaeMBIX COOTBETCTBYIOIMMH II0Ipa3eeHISIMU B COOTBETCTBHH C JOKANbHBIMH
HOPMAaTHBHEIMH aKTaMH oOpraHu3auud. Hax HauMeHOBaHHEM CTPYKTYPHOTO
nofpasAeNeHHs YKa3BIBAeTCS HAUMEHOBaHWE OpraHH3alliH, YbHM (DHIIHAJIOM,
OTACEHHEM, TIPE/ICTABUTEBCTBOM, KOJUIETHANBHEIM MM COBEINATENHHEIM OPTaHOM
JAAHHOC I10Apa3neICHHE ABJIACTCA.

2.32. HamMeHnoBaHHe JHOJDKHOCTH IMAIa HCIONB3yeTcs B ONaHKaX IHCEM
JIOJDKHOCTHBIX JIMI M PacrioiaraeTcs Iojl HANMEHOBaHHEM OpTaHU3aIMH.
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2.33. CopaBoyHEIe faHHbIe 00 OpraHu3allil YKa3BIBAIOTCA B OlaHKax IIHCEM
M BKIIFOYAIOT: IIOYTOBBIH ajpec OpraHH3aluuH (JOTOJHHUTENEHO MOXET yKa3bIBATHCA
aJipec MecTa HaXOXIEHHUS IOPUAMIECKOTO JIUNA, €CIH OH He COBMAIAET ¢ MTOYTOBEIM
ampecoM); Homep TenedoHa, ¢akca, aipec DISKTPOHHOM IIOYTHI, CETEBOW ampec,
aTakke Koi opraHuzauuu 1o OGIEPOCCHHCKOMY KIacCH(UKATOPY MPeRIpUATHIA
u opranmsanmii (OKIIO), OCHOBHO# TrOCYZapCTBEHHBIH pPETMCTPALMOHHBIN HOMEp
opranmszanuu (OI'PH) u uneHTHUKALMOHHBIH HOMEp HAJNOTOIUIATENbINAKA / KOX
IIPUYHHEI TOCTaHOBKH Ha Hayorosslit yuer (MHH/KIIIT).

2.34. HanmeHoBaHHe BHAA JOKyMEHTa yKa3HIBAaeTCA Ha BCeX NOKYMEHTaXx, 3a
HCKIIIOYEHHEM JIETIOBBIX (CIy:KeOHBIX) MHCeM, pacroiaraercs IoJ| HAMMEHOBaHHEM
OpraHu3alyy (CTPYKTYPHOTO MOAPa3eieH s, TOIKHOCTH).

2.35. llata J0oKyMeHTa JOJDKHa COOTBETCTBOBAaTh Jare  MOAMHCAHHA
(yTBEpXKAEHHA) NOKYMEHTA WM (B MPOTOKOJNAX) Aare COOBITHA, 3a(QUKCHPOBAHHOTO
B JIOKyMEeHTe.

JlaTa ROKyMEHTa 3aIHCHIBAETCA B IOCICAOBATEIFHOCTH: JCHb MECAIa, MECAIL,
rOJ OZHUM U3 JBYX CIOCOGOB:

apaGcxumu nudpamMu, pasneNeHHbBIME To4YKoit: 05.06.2018;

CIIOBECHO-ITU(POBEIM criocobom: 5 mroHs 2018 r.

Ha noxymenTax, opopMiseMbIx Ha OnaHke, faTa NOKyMEHTa NPOCTABIIAETCS
O]l pEKBU3UTAMM «HaMMEHOBaHME BHJIa JOKYMeHTa» (B OaHKaX KOHKPETHEIX BUIIOB
JOKyMEHTOB) U «CIIpaBOYHBIE JaHHEIE 00 OpraHu3alum» (B ONaHKaX 1uceM).

JlaToli JoKyMeHTa, M3[aHHOTO COBMECTHO JABYMS MIH Gonee OpraHH3alisIMH
(TOMKHOCTHBIMH JIMLIaMM), SBJISETCS JaTa HONNHUCAHUS JOKYMEHTa IOclenHed
CTOPOHOH.

2.36. PerucrpanuoHHBIE HOMep HOKyMeHTa — nupoBoff wmu OyKBEHHO-
uuGpOoBOH HMAECHTH(UKATOP MOKYMEHTAa, COCTOAIIMH H3 MOPSOKOBOIO HOMepa
IOKyMeHTa, KOTOPBIf, IO YCMOTPCHHIO OpraHM3alliid, MOXET JOIONHATHCS
uuppoBEIMH MM OyKBEeHHBIMH KOJaMH  (MHIOEKCaMH) B  COOTBETCTBHH
C ACIOJNB3YEMBIMH KIIacCH(pHKaTOpaMH.

Ha nokymeHTe, COCTaBJIeHHOM COBMECTHO OBYMsA H 0oJiee OpraHM3allsMY,
MPOCTABIIOTC PErUCTPALOHHBIE HOMEpa JOKYMEHTA, IPHCBOEHHBIE Kax/I0H 3
opraHn3anui. PerucrpanmosHBle HOMepa IIPOCTABISIOTCS B MOpAAKE YKa3aHHS
HAUMEHOBaHMI OpraHM3alMii B 3arojioBoyHod 4uactH (mpeambyne) ROKyMeHTa
U OTAENAIOTCS APYT OT Apyra KOCOi 4epToit.

2.37. CchuIKa Ha perHCTPallHOHHBIA HOMEp H ZaTy ITOCTYIHBILEro JOKYMCEHT,
COCTOAIAs M3 PErHCTPALHOHHOTO HOMepa ¥ JaThl BXOJSIIETO JOKYMEHTa, Ha
KOTOpEIH J1aeTcst OTBET, MPOCTaBiAeTICs B Bule oTMeTkH «Ha Ne ... oT ...» B OnaHKe
TIECEMA.
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B TekcT nHChMa-OTBETa CBElEHHS O PETMCTPALMOHHOM HOMEpE H JaTe
MOCTYIHBILIETO MTHCHMAa HE BKIIFOYAIOTCA.

2.38. Mecro cocraBnenus (W3NaHWs) JOKYMEHTA YKa3BIBAeTCS BO BCEX
JIOKYMEHTaX, KpoMe JeJ0BBIX (CIy)XeOHBIX) MHCEM, BHYTPEHHUX HHGOPMAIHOHHO-
CNpaBOYHBIX JOKYMEHTOB, a TakXkKe B CIIy4ae, eClId MeCTO HaXOKAEeHHA OpraHu3aiiuu
BXOAWUT B €€ HaWMEHOBaHHME, Hampumep: MOCKOBCKHI TroOpoACKOM YHHMBEpCHTET
yHpaBleHHs.

Mecrto cocTaBieHus (M3gaHHA) AOKYMEHTA YKa3hIBAa€TCA B COOTBETCTBHM
C IPHHATBIM  AJMHHHCTPATHBHO-TEPPUTOPHANLHBIM  JIETEHHEM,  HaIpUMep:
c. bnarosemieHckoe Benbckoro p-Ha ApxaHrensckoi 061

2.39. I'pud orpaHuvyeHHs ROCTyIa K AOKYMEHTY IPOCTABIACTCS B IIPABOM
BEpXHEM YTIIy IIEpBOTO JUCTA JOKyMeHTa (IpoeKTa IOKYMEHTa, COPOBOAUTEILHOIO
IHChMa K JOKYMEHTY) OT IPaHMIIbI BEpXHEro MOJA NPH HAIMYMH B JOKYMEHTE
mHOpMamyH, JOCTYm K  KOTOpOif  OTrpaHWYMBAaeTcs B  COOTBETCTBHH
¢ 3aKoHoHaTeNnscTBOM Poccuiickoii ®epepanuu.

Bunsl ncmone3yeMbIX B OpraHu3alui Ipid)oB OrpaHUdeHHs JOCTYNa HOIKHbI
COOTBETCTBOBAaTh 3aKOHOJATENBHBIM M HHBIM HOPMAaTHBHBIM IIPaBOBBIM aKTaM
Poccuiickoit enepanuy U HOMKHBL OBITH 3aKPEIUICHE! B JIOKAJIBHBIX HOPMAaTHBHBIX
aktax. I'pud orpaHmdeHuMs XocTyma K HOKyMeHTY (moMerka «J{ms ciyxeGHOro
noms3oBanna»’, rpud «Kommepdeckas TaiiHa»') MOXET NOMONHATHCS HOMEPOM
9K3EMIUIpa  NOKyMEHTa W  JPYIMMH  CBelleHWAMH B  COOTBETCTBHH
¢ 3aKoHOJaTeNbcTBOM Poccuiickoit Peneparuu.

B IOKyMeHTaxX OpraHHM3alldy, COIEPKaluX CBENEHHSI, COCTaBILIONIMe
KOMMEpYecKylo TaliHy, B cooTBeTcTBHH ¢ DenepanbHbIM 3aKOHOM OT 29 wmrons
2004 r. Ne 98-®3 «O xomMepueckoii TaitHe» Hapsay ¢ rpadoM YKa3bIBAIOTCA MOJHOE
opunmanbHOe HaWMEHOBaHWE IOPHIMYECKOTo JIMIA, MECTO €ro HaXOXICHHI.
Hanpumep:

Kommepueckas TaiiHa

OBY «HanmernoBaH¥e OpraHu3alim
Mecro HaxoxaeHus

¢ Mysxr 14 Ionoxenns o nopsmke OGpalleHHs CO CHyXeOHOH uHpOPMALMell OrpaHHICHHOrO
pacnpocTpaveHus B (efepanbHBIX OpraHaX HCMOJAHHTENBHOH BIAcTH, YNONHOMOYEHHOM OpraHe
ynpaBieHHs HCTONb3OBAHHEM aTOMHOH OSHEPTHH H  YIONTHOMOYEHHOM OpTaHe [0 KOCMHYECKOH
JNEATENBHOCTH, YTBEPXAEHHOro moctaHoBneHueM Ilpasutenscrea Poccuiickolf ®enepaiun or 3 Hos6ps
1994 r. Ne 1233 (Cobpanme 3akononatensctsa Poccuiickoii ®enepauns, 2005, Ne 30, cr. 3165; 2012, Ne 31,
cr. 4368; 2016, Ne 9, ct. 1263; 2016, Ne 13, cr. 1833).

" Yactp 4 cramen 6 DenepanpHOro 3akosa ot 29 wona 2004 r. Ne 98-®3 «O xomMmepueckoii TaiiHe»
(Cobpanue 3axonomatensctea Poccuiickoii ®enepaumn, 2004, Ne 32, cr. 3283; 2006, Ne 6, ct. 636; Ne 52,
cT. 5497; 2007, Ne 31, cr. 4011; 2011, Ne 29, c1. 4291; 2014, Ne 11, c1. 1100).
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2.40. Anpecat — peKBU3UT, HCHOJB3YEMEBIH IpH OGOPMICHHH IENOBBIX
(cmyxe6HBIX) MmIceM, BHYTPEHHHX HH(OPMalOHHO-CIIPABOYHEIX JIOKYMEHTOB.

AgnpecatoM  JOKyMeHTa MoXeT OBITh  OpraHW3alMs, CTPYKTYpHOE
nofpaszielicHie OpraHy3aliH, JOJDKHOCTHOS HITH (HH3MIecKoe JIHIO.

PexBm3ut «ampecat» odopmiusgercs Ha OllaHKe C YIIIOBBIM PAacIONOKEHHEM
PEKBU3HUTOB — B BepXHEH IpaBoii 4acTH AOKyMeHTa, HA OJlaHKe C MPOJOJIBHBIM
pacrojioxeHleM PEKBU3HTOB — CIIpaBa IOJ peKBU3UTaMH OnaHKa. CTPOKH peKBH3HTA
«afpecaT» BEIPAaBHHUBAIOTCS! 110 JIEBOMY KpAlO HIIH IEHTPYIOTCS OTHOCHTEIHEHO CaMoii
JUIMHHOM CTPOKH.

Ilpu ampecoBaHuM NOKYMEHTa PYKOBOAUTENIO (3aMECTHTENIO PYyKOBOAMTENS)
OpraHM3alli¥l YKa3bIBAIOTCS B JaTelIbHOM IafeXe HAUMEHOBAaHWE OIDKHOCTH
pyKoBomuTeNs (3aMeCTHTENs pYKOBOAHMTENs), BKIIOYAIOIIEe HaUMEHOBaHHE
OpraHM3aliH, (GaMITHIO, MHUIMAIB! JOJDKHOCTHOrO nuna. Hanpumep:

I'enepansHOMY AHpEKTOPY
ObY «HanmeHoBaHKHE
OpTaHH3aIMI»

Gamunus 1.0.

Ilpn ampecoBaHHM ITHCBMa B OpPTaHH3allMIO0 YKa3BIBAETCA €¢ HOJHOE HIIH
COKpallleHHOE HalMEHOBAaHHE B HMEHHTEIBHOM Mazexe.

Ilpu agpecoBaHMH NOKyMEHTa B CTPYKTYpHOE IOApa3sjeleHHEe OpraHH3alyH
B PEeKBH3HTE «ajpecar» YKas3pBalOTCH B HMCHHTENBHOM Hafiexke HaHMEHOBAHHE
OpraHH3alHH, HIDKE — HayIMEHOBAaHHE CTPYKTYpHOTO HoapaszeneHn. HanpuMmep:

OBV «HaumeHOBaHHE
OpraHH3aI[Um»
@DuHaHCOBOE yIIpaBlIeHHe

Ipu anpecoBaHMM MNHCBMA PYKOBOIHUTENIO CIPYKTYPHOTO IIOJpAa3[eNeHHs
YKa3BIBAaIOTCS B MMEHHTEJBHOM IIafie)ke HaMMEHOBaHHME OpraHM3alWH, HIKE -
B JIaTeIbHOM Tafie)Xe HAMMEHOBaHHE JODKHOCTH PYKOBOIHTENS, BKIIOYAlOIIee
HaMMEHOBaHUe CTPYKTYPHOTO MOApasJeleHus, haMunuio, vHunuansl. Hanpumep:

®OBY «HanmeHoBanMe
opraHmamm»
PyxoBoguTento J0oroBopHO-
IIpaBOBOT'O oTacna
®amunug 1.0.
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Ilepen ¢ammimeli  NODKHOCTHOTO JMI@ JAOIYCKaeTcss  yHmoTpeGnsaTsh
COKpallleHHe «T-Hy» (TOCIIOAMHY), €ClIH afpecaT MYKYHHA, WIH «r-Xke» (TOCIIoXe),
€CJIM afipecaT XEHIIHHA, HallpiuMep:

r-ay ®amunus U.0O.
r-xe Gamumas 1.0.

Ilpu paccelmke JOKyMeHTa TpyNIleé OpraHM3alMii ONHOTO THIA WITH
B CTPYKTYpHEIE MOApasfelieHus ONHOH oOpraHM3aluy, ajgpecar YKa3plBaeTcs
obobmenno. Hanpumep:
PyxoBomutenam ¢puimanos
OBY «HaumeHOBaHHE
OpraHU3aLHm»

PykoBopuTessIM yIpaBieHui
u oraenos OBY «HammenoBanue
OpraHU3aIHI»

Ilpy pacchlike OOKyMeHTa He BCEM OpTaHM3alWsAM MM CTPYKTYPHBIM
nofpasieNeHusAM IO peKBU3HTOM «AJpecarT» B CKOOKax ykasbiBaeTcs: «(mo
crucky)». Hanpumep:

PyxoBomutensaM ynpasieHUH
u otaenos OBY «HauMeHnopanue
OpraHu3aLUm»

(1o crucky)

CICOK PacCBUIKM COCTABIIAETCS HCIIOMHUTENEM.

Ecnmy miIceMO HaIpaBiseTcss B OpraHW3aIMIo MK JOJDKHOCTHOMY JIMILYy U IS
CBeZleHHs ellle PNy OpraHM3alMil MM JOIDKHOCTHBIX JIHN, obllee KOMMYECTBO
ajpecaToB He JOMKHO ORITH Oojiee dYeTHIpeX, IPH 3TOM OCHOBHOH afpecar
yKa3bIBaeTCA IIEPBBIM, CJIOBO «KomMs» Ilepef BTOPHIM, TPETBUM, YETBEPTHIM
afipecaTaMH He NeYaTaeTcs.

B cocraB pexBu3HTa «AIpecar» MOXKET BXOAUTE IIOYTOBEIH afipec. DIeMEeHTH
IOYTOBOIO afpeca YKashIBalOTCA B  IIOC/EJOBATENBHOCTH, YCTAHOBICHHOH
TlpaBunamMu oxasaHMs yCIIyT IIOYTOBOH cB3R’:

8 Tlynxr 22 IIpaBii OKasaHHMS YCHYT MOYTOBOM CBA3H, YTBEPIKAGHHBIX TpHKasoM MUHHCTEpCTBa CBS3H
¥ MaccoBBIX KoMMyBHKanuit Poccmiickoii ®enepammn or 31 mons 2014 r. Ne234 (3aperHCTpHpOBaH
B Munucreperse foctHunu Poccmiickoit Mepepanun 26 aexabpsa 2014 r., peructpaunoHHsIi Ne 35442),
C M3MCHEHUAMH, BHECEHHBIMU MpHKa3oM MuUHHCTEpPCTBA CBA3M M MAacCOBBIX KOMMYHHKaumii Poccuiickoi
@epnepatpu or 13 despama 2018r. Ne 61 «O BHeceHuM u3MeHeHMM B NpuKa3 MHHHCTEPCTBA CBA3M
H MacCOBBIX KOMMyHuKaimii Poccuiickoil ®enepaumn ot 31 mroma 2014 r. Ne234 «O6 yTBep:ACHUH
TIpaBw OKa3aHMA YCHYr NOYTOBOM CBS3W» (3aperMcTpUpoBaH B MuHHCTepcTBe IOCTHLMM Poccuiickoi
®enepanuu 28 Mapra 2018 r., peructpaunonHsii Ne 50545).
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a) I IOPUIUYECKOTro JIHIA — [OJHOE WM COKpAIleHHOe HAauMeHOBaHue (IIpa
HaJIM4KH), JULE FpaKAaHMHA — (aMIINs, UM, OTIECTBO (IIOCIENHEe IPH HAAIHHK);

6) OaHKOBCKME peKBU3HTH (IjIi I[OYTOBEIX IIEPEBOAOB, HAIPABISEMEIX
IOpPHAHYECKOMY JIHITYy HIIH IPHHAMAEMBIX OT IOPHIHIECKOTO JIHLIA);

B) Ha3BaHHE YJMIIBI, HOMED JIoMa, HOMep KBapTUPEL;

I') Ha3BaHKe HACEJIEHHOTO MYHKTA;

) Ha3BaHWe paiioHa;

€) Ha3BaHHe pecyONuKH, Kpasi, 00JIacTH, aBTOHOMHOTO OKpYyTa (06nacTy);

) Ha3BaHWeE CTPaHb! (s MeXIYHAPOJHBIX MOYTOBBIX OTIPABIEHHUIA);

3) MOYTOBBIH HHIEKC.

IMouroBkIil ampec He ykashIBaeTcs B JOKYMEHTaX, HAIlPaBIAEMBIX B BBICIINE
Oprasbl BIAacTH, BHINIECTOSAINME OPTraHW3allWM, HOXBEIOMCTBEHHBIE OPTaHU3AIMH
U IOCTOSHHEIM  KOPPECIIOHZEHTaM (32 MCKIIOUEHHEM HalpaBleHHS IHCeM
yKa3aHHBIM afipecaTaM B KOHBEPTAaX C MPO3PaYHBIMA OKHAMM).

Ilpu oTmpaBke MUCHMA MO MTEKTPOHHOM MouTe WiH (paKCHMIIBEHOM cBs3u (Oe3
JOCBIIKM IO TIOYTe) MOYTOBHIN ajgpec He ykasbiBaeTcs. [Ipyu HeOGXOMMMOCTH MOXET
65ITh yKa3aH 3IeKTPOHHLIH afipec (HoMep Tenedona/daxca). Hanpumep:

®OBY «HanmenoBaHue
OpraHH3aIum»

OnexTpOHHEIH afpec

241. T'pudp yrBepxmeHHd MHOKyMEHTa IIPOCTAaBIAETCS Ha JOKYMEHTax
BIPaBOM BEpXHeM Yrjiy IIepBoro JucTa xokyMeHTa. CTpPOKHM peKBH3HTa
BBHIPaBHUBAIOTCA IO JICBOMY KpalO WIIHM LIEHTPYIOTCA OTHOCHTENBHO CaMOW JIMHHOM
CTPOKH.

TIlpu yrBepXKAeHHH NOKyMEHTa COOCTBEHHOPYYHOH NMOMIHCEIO JOMKHOCTHOTO
ma rpud yrBepkmenus coctoutr u3 chosa «YTBEPXIAIO», HauMeHoBaHHA
JO/DKHOCTH JIMIYA, YTBEPKAAIOMEro NOKYMEHT, ero MOANHCH, UHHLHANOB, haMITHK
H aThl yTBepsKaeHus1. HanpaMep:

VTBEPXJAIO

Jupextop PBY «Haumenosanue
OpTaHW3aLHI»

IToonucy N.0. ®amunns
Hara

Tlpu yTBEpXJAECHHWHM JOKYMEHTa pPAaCHOpPSAMTENBHEIM HOKYMEHTOM IpHQ
yTBepxkaenns cocromtr u3 cinoBa «YTBEPXIEH» («YTBEPXIEHA»,
«YTBEPXJIEHDLI» wmu «YTBEPXJEHO»), cornacoBaHHOrO ¢ HaWMEHOBAHHEM
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BHJA YTBEPXAAEMOrO JOKYMEHTa, Ha3BaHHS BUIA PaCIOpPSIUTENHHOTO JOKYMEHTa
B TBOPHTENLHOM IaJIEXKe, ero IaThl, HoMepa. Hamprmep:

(Pernamenr) VTBEPXIEH
npukasoMm OBY «HanmeHoBanve
OpraHu3allHn»
ot 5 okTa6ps 2017 r. Ne 82

(IIpaBuna) YTBEPXJEHBI
mpuxazoM OBY «HaumeHoBaHUHE
OpraHM3aIHI»
oT 5 okTA6ps 2017 r. Ne 83

TIpu yTBEepKNEeHMM NOKYMEHTa KOJJIETHAbHBIM, COBEIIATEIBHEIM HIIH HHBIM
OpraHOM, peIIeHHA KOTOPOro (QHUKCHPYIOTCA B IPOTOKONE, B rpude yTBEpIKACHHUS
yKka3plBaeTcsd, HAHMEHOBAHHME OpraHa, JaTa ¥ HOMeEp NpOTOKOJNa (B CKOOKax).
Hanpumep:

(TTonoxenue) YTBEPXIEHO
Hay4HO-TEXHHIECKHM COBETOM

OBY «HurOBanHAD
(uporoxon or 12.09.2017 Ne 12)

2.42. 3aroqoBOK K TEKCTy — KpaTKoe COOepaHHe HNOKyMeHTa. Ecmm
3arolIoBOK K TEKCTY OTBEYAET Ha BOIPOC «O 4eM?», OH HauuHaeTcs ¢ mpeaiora «O»
(«O6»). Eciu 3arooBOK K TEKCTY OTBeYaeT Ha BOIPOC «Yero?», OH COCTABIET OHO
Henoe ¢ Ha3BaHHMEM BHIa JokyMeHTa. Hanpumep:

npuKkas (0 4€M?) 0 CO3NaHUH aTTECTAIIHOHHOM KOMUCCHH

nuckMo (0 u€M?) 0 IpefoCcTaBleHuy HHGOPMALY

axT (4ero?) mpreMa-nepefady aei

IIPOTOKOJ (4ero?) 3acenaHus KCIePTHOH KOMUCCHH

3aronoBok X Tekcty odopmisiercs HOX peKBU3MTaMy ONaHKa clieBa, OT
IpaHHLBI JIEBOTO IO,

2.43. TexkcT [JOKyMEHTa COCTAaBISIETCS Ha TIOCYJapCTBEHHOM  SI3BIKE
Poccuiickolt ®exepanuu WM TOCyNapCTBEHHOM S3bIKe (A3bIKaxX) peciyOimK
BcocTaBe Poccuifickoit ®emepaumd B COOTBETCTBUM C 3aKOHOJAATENLCTBOM
pecny6muk B coctae Poccuiickoit ®eneparin’.

® 3axon Poccuiickoi Depnepauyu ot 25 okta6ps 1991 r. Ne 1807-1 «O s3eikax Hapomos Poccuifckoit
Oenepauun» (BenomocTu chesna HapoAHsIX nemyTatoB U BepxosHoro Cosera Poccuiickolt ®enepamuu
ot 12 nexabpsa 1991 r., Ne 50, cr. 1740; CoGpanue 3akoHomatenscTBa Poccuiickoii Menepauuu, 1998, Me 31,
ct. 3804; 2002, Ne 50, cT. 4926; 2013, Ne 27, cr. 3477; 2014, Ne 11, ct. 1094).
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Tekcr mokyMeHTa JOIDKeH GBITH COCTaBIEH IPaMOTHO, SICHO, IOHATHO H IIO
BO3MOXKHOCTH KpaTko. Tekcr IoKyMeHTa MOJKeH CcOHepXaTh JOCTOBEPHYIO
H aKTyalbHyl0 WH(OpPMAIMIO, AOCTATOUHYIO JI IPHHATHA DPEUICHAH WM WX
HCIOJHEHMUS, He HOIKEH NOMYCKATh Pa3THIHBIX TOIKOBAHMUIHA.

B Texcre noKyMeHTa, HOATOTOBIEHHOM Ha OCHOBAHWM 3aKOHOAATENHHEIX FIIH
HHBIX HOPMATHBHBIX IIPaBOBBIX AaKTOB, DpaHee W3NAHHBIX paCHOPSAUTENHHBIX
JOKyMEHTOB, YKa3bIBAlOTCS HX PEKBH3HTEL:

HAaUMEHOBAaHUE JOKYMEHTa, HAaUMCHOBaHWE OpraHa BIAacTH (OpraHU3allim),
H3aaBIero(ei) JOKyMeHT, [jaTa JOKyMeHTa, PerHCTpalHOHHEIH HOMep AOKYMEHTa,
3aroJIOBOK K TEKCTY;

HAUMEHOBAHME OpPTraHW3allMA MM JOIDKHOCTHOTO JIMIA, YTBEPAUBLIEro
JOKYMEHT, aTa YTBEp)KHAEHHUS JOKYMEHTA.

Texct noxkymeHTa MOXET COIEpKaTh pasfielibl, NOAPasAeNsl, ITYHKTEL,
HOAIYHKTHI, HyMepyeMble apaGckumMu mudpaMu. YpoBHel pyOpHKannM TeKCTa He
JOJDKHO OBITH 6oJlee YeThipex.

TexcT AOKyMeHTa U3Naraercs:

B NIPHKa3aX, H3JaHHBIX ¢QUHOIMYHO, — OT IEPBOTO0 NULA eAHHCTBEHHOTO JHCIA
(«...mIpHKa3 5 Baoy);

B TIpYKa3axX, M3JAHHBIX COBMECTHO ABYMS WIH 6oiee OpraHu3alMsMu, — OT
TIEpBOTO JIHIIa MHOXXECTBEHHOTO YHcia («... TP HK a3 Bl B a € M»);

B IPOTOKONAX 3aceljaHuii — OT TPeThero JULa MHOXKECTBEHHOrO 4YHCIa
(«CIIYIIAJINY, « BBICT YITHJINy, « TIOCTAHOBWUJIVY win «PEIII»);

B JIEJIOBBIX MHCHMaX, O(OPMIICHHBIX Ha GlIaHKaX OpraHH3all{H, — OT IEPBOro
JIMIAa MHOXXECTBEHHOTO 4YHCNa (IIPOCHM, HAIpaBisieM, IpearaeM) WK OT TPEThEro
IMIa €IUHCTBEHHOTO 4HCIa («IIPeNNpUATHE HE BO3pa)KaeT...», «UHCTUTYT CUMTAET
BO3MOJKHBIM. ..»);

B JIENOBBIX MHCHhMaX, 0OpMIIeHHBIX Ha TOMKHOCTHBIX OJIaHKaX, — OT MEPBOTo
JTHlia eAMHCTBEHHOTO YHCia (KIPOIIy. . .», «IIPeAaaraio. ..»);

B JOKNAIHBIX M CHYXeOHEIX 3aIMCKaX, 3aiBICHUAX — OT MEPBOro JMla
€IMHCTBEHHOTO JHCIa (CIPOMLY. . .», «CIUTAI0 HEOOXOMUMBIM. .. »);

B JOKyMeHTax, YycTaHapiuBaomux (yHkummu (00A3aHHOCTH), IIpaBa
U OTBETCTBEHHOCTh CTPYKTYPHBEIX TOfpasfeneHuii, pabOTHHKOB (IIOJNOMEHHE,
HHCTPYKIIHS), 8 TAKKE COISPIKALIMX ONMCAHHUE CUTYaLHl, aHamm3 GaKTOB U BEIBOEI
(akT, cHpaBKa), HCHONB3yeTcs (hopMa H3IOKEHHA TEKCTA OT TPEThero JIMLA
eIUHCTBEHHOTO WM MHOXECTBEHHOTO YyHCHa (COTHET OCYMECTBIAET (yHKIHUH...»,
«KOMHCCHS IIPOBENA IPOBEPKY. ..»).

Ipu nmoaroToBke TekcTa JOKyMeHTa CliefyeT cOOJIONATh IpaBuiia HalHCaHUs
obUIUATEHEIX HANMEHOBAHUIMA, YHCITUTENbHEIX ¥ €XUHHI H3MEPEHHS.
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B Tekcrax mokyMeHTOB yHOTpeONsIOTCS OOMIENpUHATEE abOpeBHaTypEI
¥ rpadUiecKie COKpamieHus.

Ipu yxazaHuu B TeKCTe (paMHITHH JINI2 HHAIMANE] CTABATCA 10CTe paMIIHH.

B nenoBsIx (CITy:eOHBIX) THCEMaX HCIIONB3YIOTCS:

BCTYIHUTENbHOE obpammenue:

VBaxaemsiii rocronus IIpencenarens!
YBaxaembiii rociogus Munuctp!
VBaxaemsiii rocnoauH BaHoB!
VBaxaemas rocnoxa [Terposa!
VBaxaemsiii FBan [letposua!
YBaxxaemas AnHa Hukonaepna!
VBaxcaemble rocrioza!

3aKIOYHTENbHAA STHKeTHas ppasa: «C yBaxxeHueM, ...».

HaumenoBaHHe JOMKHOCTH B OOpallleHHHM MNHINETCS C IPOHHCHON OyKBEL,
B o0paIleHH: N0 $HaMIINK HHUIHANE! JIMIA He YKa3BIBAIOTCA.

2.44. OTMETKa O TIPHIOXKEHHH CONEPXHT CBelleHHs O JOKyMeHTe
(moxyMeHTax), IpHJaraeMoM K  CONPOBOAHTENBHOMY  ITHCBMY,  HHOMY
HH(GOPMAIOHHO-CIIPABOYHOMY JOKYMEHTY, HJIH O TOM, YTO HOKYMEHT SBIIAETCS
[IPIIOKEHNEM K OCHOBHOMY JOKYMEHTY (HOPMATHBHOMY, PacHOPSOUTEILHOMY WIH
HHOMY).

B COnpoBOAMTENPHBIX THMCbMax M JPYTHX HWH(GOPMAIOHHO-CIPABOYHEIX
JIOKYMEHTaX OTMETKa O IPHIIOKEHHH O()OPMIIIETCA TI0J] TEKCTOM OT IPaHHIBI JIEBOTO
OIS CTeIYFOIAM 00pasoM:

€CJIM MIPUJIOXKEHNE HAa3BAHO B TEKCTE:!

TIpunoxenne: Ha 2 1. B 1 3Ks3.

€CJIY TIPHUII0KEHHE HE Ha3BAaHO B TEKCTEC WIIH €CIIH npmlo;xermii HECKOJIEKO:

Ipunoxenue: 1. TTomoxeHwe 06 YpaBleHHH PerHOHATBFHOTO KPEIATOBAHHA
Ha 5. B 193K3.
2. CmpaBka 0 Ka[pOBOM COCTaBe YTIpaBIECHHA PErHOHAIBHOIO
KpexuToBaHms Ha 2 J1. B 1 9K3.

eCy npuIIoXeHre (IPII0KEHUs) COpoIopoBaHo(bl):

IpwioxeHue: B 2 9K3.

ITpunoxenue: orver o HHAP B 2 3k3.

€CnM  JOKYMEHT, SBISIOIMICS TPHIOXEHHEM, MMeeT MPHIOKeHHT
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C CaMOCTOSATENBHONW HyMepaLHeH CTpaHHIL:

IpunoxxeHne: JOrOBOP BO3ME3AHOro oOkasamms yenyr ot 05.09.2017
Ne 32-17/72 v npunoxeHns K HeMy, Bcero Ha 7 I

€cJTi MHCHMO HampaBlseTcs HECKONBKIAM afipecaraM, a JOKyMEHT-TIPHIOKEHUE
TOJNBKO EPBOMY apecaTy:

Ilpunoxenue: Ha 3 1. B 1 5K3. TOIEKO B EPRBBIH aapec.

ecll¥ MpPUIOXKEHWeM SBISIIOTCS JOKYMEHTH, 3alkCaHHble Ha (u3MdecKu
060CcO6ICHHEIH BIIEKTPOHHBIH HOCHUTEE:

Ilpunoxenne: DVD-R B 1 3k3.

Ilpu sTtoM Ha BKiageimle (KOHBEpTE), B KOTOPHIH IOMEINACTCS HOCHTENS,
YKas3hIBAIOTCS HaHMEHOBAHHMSA MOKYMEHTOB, 3allHCaHHBIX Ha HOCHTeNb, WMEHa
taiinos, o6beM B Gaiitax.

B pacropsauTenbHEIX HOKyMeHTaX (IPHKa3ax, paclopsDKeHHAX), AOroBOpax,
HOJOKEHHAX, TpaBHIaX, HHCTPYKUMAX M JPYTHX JOKyMEHTaX OTMeETKa
0 NMPHJIOKEHUH OPOPMIIAETCS CISAYIOINM 00pazoM:

B TEKCTe NOKYMEHTa IpH IIEPBOM YIIOMHMHAHHH JOKYMEHTA-TIPIIIOXKEHHS
B cKoOKax ykaspiBaercs: ...(mpunoxeHde) win ... (mpmioxenue 1), (mpunokeHHe
Ne 1);

Ha TIepBOM JIHCTe JOKYyMEHTA-TIPWIOXEHHS B IPABOM BepXHEM YTy
yKa3BIBaeTes:

IIpunoxenue Ne 2
k npukazy ®BY «HaumeHoBanwe

OpraHU3aLHu»
or 15.08.2017 Ne 112

Ecim npunoxxeHAEM K PacHOPSIMTENLHOMY NOKYMEHTY SBISAETCS JIOKANBHEIH
HOPDMAaTHUBHBIH aKT WJIH  HMHOM  JIOKYMEHT, YTBepXJaeMblii  JaHHBIM
PacHOpSJWTENLHEIM JIOKYMEHTOM, Ha NEPBOM JIMCTE IIPHIIOKEHHS IHPOCTABILIETCS
oTMeTka o HpuioxeHHu (6e3 CChUIKA HAa PacHOpPAAUTENBHBIH AOKYMEHT) H IpH
YTBEpXKZEHHS, B KOTOPOM YKa3hIBAlOTCA JaHHBIE PacIOpAAWTEIBLHOIO JOKYMEHTa,
KOTOPEIM yTBep KAeH JOKyMEHT-Iprioxkenye. Hampumep:
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ITpunoxenune Ne 1

VTBEPXJIEHO

npukazoM OBY «HaumenoBanue
OpraHU3aLlHK»

ot 18.09.2017 Ne 67

2.45. I'pud cornacoBaHMs NpPOCTABISETCS HA MOKYMEHTE B Ciy4ae €ro
BHEIIHEIO  COIVIacOBaHMA  (COIVIaCOBaHHE C OpraHaMH  BJAcTH, HHBIMH
OpraHH3aANWSIMH, JOMKHOCTHBIMH JTHIIAMH).

I'pud cornacosaHus B 3aBUCHMOCTH OT BHAA HOKYMEHTa H OCOGEHHOCTeH ero
o(OpMITeHHST MOXKET IPOCTABILATHCS:

Ha TepBOM JIACTEe NOKyMEHTa (€CH OKyMEeHT WMeeT THTYNBHBIN JIHCT, — Ha
THUTYJILHOM JIMCTE) B JIEBOM BEPXHEM YTy Ha YpOBHe Ipua yTBEpKAEHHUS WIH MOX
HaUMEHOBaHHEM JOKyMeHTa OJIvke K HIDKHEMY MOJIIO);

Ha IOCJIEXHEM JICTE JOKYMEHTA IIOJ] TEKCTOM;

Ha JINCTE COIIaCOBaHHS, ABIAIOMEMCS HEOTHEMIIEMOIT YacThIO JOKyMEHTa.

I'pud cornmacosanms cocrout u3 ciaoBa «COI'JTACOBAHO», xomkHOCTH
JMIA, ¢ KOTOPHIM COTJIACOBAH JIOKYMEHT (BKJIIOYAS HAaUMMEHOBaHHE OPraHH3AIluK),
ero CoOCTBEHHOPYYHOM IOAIIMCH, HHHIUANOB, (haMUIHH, JaThl COTJIACOBAHUS.
Hampumep:

COI'’TACOBAHO
T'enepanpHbI fUpeKxTOp
OBV «HauMmenoBaHue

OpraHu3aIun
Iloonuce  N.O. @amunus
Hata

Ecnu cornmacoBaHue OCYIECTBILSICTCS KOJUICTHANBHBIM, COBELIATENEHBIM HITH
HWHBIM OpraHOM, B Tpude COINIacoBaHMA YKa3bIBAaIOTCS CBeleHHs 06 opraHe,
COIJIaCOBABIIEM JTOKyMEHT, JaTe ¥ HOMepe IIPOTOKONa, B KOTOPOM 3a(HKCHPOBAHO
pellleHHe O COIvlacoBaHMM. ECIM cOINacoBaHHE OCYHIECTBISETCS IHCHMOM,
YKa3BIBAIOTCA BHA JOKyMEHTa, HAaNMEHOBAaHHE OpraHU3alll{, COINIacoBaBIEH
JIOKyMEHT, faTa # Homep muceMa. Hanpumep:

COT'’TACOBAHO
Hay4Ho-TeXHHYECKHM COBETOM
OBV «HanMeHOBaHNE OPraHU3aLUN»

(IpoTOKOM OT Ne )
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COI'’’TACOBAHO

muckMoM OBY «Havmenosanume
OpraHH3aIHmy

oT Ne

2.46. BayTpeHHee corlacoBaHMEe MAOKyMeHTa ogopmisiercs Bm3oi. Bmsa
BRIpaKaeT MHEHWe JIAIIA, BU3UPYIOMEro MPOeKT JOKyMeHTa, H BKIFOYaeT: JODKHOCTD
J¥Ia, BU3HPYIONIEr0 JOKyMEHT, MOANNCh, pacmu(poBKy NOANMCH (MHULHAIEL,
damumio) U naty Busuposanns. Hanpamep:

PyxoBoauTENs OPHAMIECKOTO OT/ENa
Iloonuce N.0. ®amunus

Jlara

Ilpp Hamuaum 3aMedaHHH K JOKYMEHTY BH3Y OQOPMISIOT CIELYIOWIHM
obpazoM:
3ameuaHus NPUNAraloTCs.
PykoBoauTeNTh IOPHAHIECKOTO OTEa
Ioonuce HW.O. @amunus

Jata

B IOKyMeHTaX, NOAJHMHHHAKHM KOTOPHIX XDaHATCA B OpPraHW3alVH, BH3EI
OPOCTaBISIOT Ha IOCHEAHEM JINCTe AOKYMEHTa IIOA NOANMCHI0, Ha obopore
HOCTeHETO JIICTAa NOJUIMHHHKA JOKYMEHTAa WIM Ha JIACTE COTJIaCOBAHHUS
(BM3MpOBaHN), TIPHIIAraeMOM K JOKYMEHTY.

B  ucxonmsimyx OKyMeHTaX BH3bl NPOCTABISIOTCA HA  JK3EMIUBIpax
JIOKYMEHTOB, TOMELIAEeMBIX B JIENO.

o ycMOTpeHHIO OpraHHU3aluy MOXKET MPUMEHSThCA ONHUCTHOE BHU3UPOBAHUE
JDOKYMEHTA H €70 [PHIOKEHHIL.

CormnacoBanue MIPOEKTOB JIOKYMEHTOB (BHemnHEE, BHYTpPEHHEE)
OCYILECTBIAETCS B COOTBETCTBHH C MyHKTaMH 4.1 — 4.11 IIpuMepHO# HHCTPYKIUH.
2.47. Tloanuck BKJIIOYAET: HalMeHOBaHHE JOJDKHOCTH JIALA,

[O/IMMCHIBAOINEr0  JOKYMEHT, €ro COOCTBEeHHOPYYHYIO MHOANKCH, HHUIHAIEI,
¢damunmo. Hanpumep:

T'eHepanbHBII AUPEKTOP Iloonuce N.0. Pamumnns

Ecnu pmokymeHT odopmieH He Ha OnaHKe, B HaHMEHOBaHHE JIOJDKHOCTH
BKJIFOYAeTCs HaNMeHOBaHHe oprausaiyu. Hanpumep:
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T'enepanbHBIN TUPEKTOP
®BbY «HanmeHOBaHuE
OpraHH3aIUIN» Iloonuce H.0. @ammmua

Tpu odopMmaeHUH noKyMeHTa Ha OlaHKe NODKHOCTHOTO JIMIA JODKHOCTD
9TOrO JIMLA B IOAIHCH HE YKa3BIBAETCA.

Ioonuce H.0. Gamunus
Tlpu moAmUcaHWKM JOKYMEHTa HECKOJABKMMH JOKHOCTHBIMH JIMIIAMH,
3aHHMAIOIUMH Pa3HOe HOJOXKEHHe, HX MOANKCH PAcIONaraloTes OfHA HOA APYroi
B NIOC/IENOBATENIBHOCTH, COOTBETCTBYIOLIEH cTarycy nomkHoctd. Hanpumep:

T'eBepalbHBIH TUPEKTOP Toonuco N.0. Qamunns

I'naBHeI# Oyxrantep IToonuce N.0. ®amunus

HpH noAnuCaHny JOKyMEHTa HECKOJIBbKUMH JIMIIAMH PaBHBIX IOJDKHOCTEH HX
NOOIIMCH pacniojiararorcsa Ha OJHOM YPOBHE. Hanpmvxep:

3aMecTHTENb AUPEKTOPA 3aMmecTuTeNns JUPEKTOPA
110 (MHAHCOBBIM BOIPOCAM 110 aAMAHHCTPATHBHBIM BOIIPOCaM
IToonuce N.0. ®amunns Iloonuce H.0. ®amunusa

B noxymenTax, OATOTOBIEHHBIX KOMHCCHEH, B MOANHCH YKa3bIBAaETCA CTAaTyC
JvIia B coctaBe komucenu. Hanpumep:

H.O. ®amunns

IpexcenaTesls KOMUCCUU IToonuce
YieHBI KOMHCCHH IToonuce .0. ®amunng
IToonuce N.0. ®amunus

Ilpy nDomnucaHWM [JOKYMEHTa JIMIIOM, HCHOJHSIONMM  OOSA3aHHOCTH
PYKOBOAUTeS, HOANHCH O()OPMILIETCS C YKa3aHUEM CTaTyca HOJDKHOCTHOrO JIMIA B
COOTBETCTBHH C IPUKa30M (pacropspkerneM). Hampumep:

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

HIIH:
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Hcnonusromuii 0643aHHOCTH
JupeKTopa Hoonuce N.0. Gamunus

Ilpn noanucanuy JOKYMEHTa JIMLOM, MMEIONMM IIpaBo NONIHCH B CiIydae
BpPeMEHHOTO OTCYTCTBHS PYKOBOAHUTEIS, HCHPABJICHAS B HAHMEHOBAaHHE JOJDKHOCTH
H paciiU(poBKy HaMHIHK TOATOTOBICHHOrO U COINIACOBAHHOTO MPOEKTa TOKyMEHTa
BHOCATCA OT pPyKH MIH C WCIONB30BAHHEM COOTBETCTBYyomuMX ImrTammoB. He
JIONyCKAeTCd CTAaBUTh KOCYI0 4epTy, HAINUCh «3a» Iepeli HAUMEHOBAHHEM
JIOIDKHOCTH JIMI[a B TIOJIMCH, €CIM JOKYMEHT TOINMCHIBAET HHOE JNOIDKHOCTHOE
JIMIIO.

2.48. OtMeTka 00 3JIEKTPOHHON IOANHCH WCHONB3YeTCA IJisi BU3YalM3alluy
9JIEKTPOHHOM TOAIMCH TONyJaTeNeM JOKyMeHTa IpH oOOMeHe 3JEeKTPOHHEIMH
JOKYMEHTaMHM, IIOANMCAHHBIMH YCHJICHHOH KBamM(HLHUPOBAHHOM 3JIEKTPOHHOH
MOAIHCHIO.

B cooTBeTCTBHHM C 3aKOHOATENHCTBOM Poccuiickoit CI)e):[epauHHw oTMeTKa 06
9NEKTPOHHOH TOANMHCH (OPMHpYETCs | BHU3YaJM3HUPYeTCs IPOrPaMMHBIME
cpencrBamMi. OtMmeTka 00 SNEKTPOHHON MOAMHCH BKmodaeT (¢pasy «lokyMeHT
HOJNIHCAH JJIEKTPOHHOM IIOJIHCHIO», HOMep CepTH(MKaTa KIFO49a DIEKTPOHHOM
nognucy, GbaMHIMIO, HMS, OTYECTBO BiajieNibla cepTHdHKara, cpoK HelicTBHA
cepTH(HKaTa KII04Ya »IeKTpoHHoH noxnucy. Hanpumep:

ZIOKYMEHT NOANUCAH
Hupexrop SNEKTPOHHOR NOATMCHIO N.0. ®amunus
Cepmudurar 1a111a3a000000000011
Bnagenen, Pamnnun Mma Orvectso

i €01.12.2012 no 01.12.2017

Ioamucanue (yTBepXAeHHE) NOKYMEHTa OCYINECTBISIETCI B COOTBETCTBHH
¢ myHkToM 2.47 IlpuMepHOH HHCTPYKLAH.

2.49. Tlegatr 3aBepsieT MOMJIMHHOCTh IONIMCH MOJDKHOCTHOTO JMI[@ Ha
JOKYMEHTaX, YHOOCTOBEpSIOIIMX IIpaBa JHL, (UKCUPYIONMX ¢(aKThl, CBI3aHHEIE
¢ (DMHAHCOBEIMHA CPEACTBAMH, a TAKKe Ha MHBEIX JOKYMEHTAaX, IpelyCMaTPUBAIOIIHX
3aBepeHye IOIKCH IIeYaThi0 B COOTBETCTBHM C 3aKOHOJATeNbeTBOM Poccmiickoil
®epepaiuy.

JIOKyMeHTHl 3aBepsIOT MedaThblo opranm3anuu. Ilewats npocraBisiercs, He
3aXBaThiBasg COOCTBEHHOPYYHON MOMIHCH JIAIA, HOAIUACABINET0 AOKYMEHT, HIH
B MecTe, 0603HageHHOM «MID» («MecTo medaTu»).

' TIpukas MuHHCTEpCTBa CBS3H H MaccOBHIX KoMMyHuKaupii Poccuiickolt denepaunn u MenepansHoi
cayxGe1 oxpansl Poccuiickoit @eneparuu ot 27 Mas 2015 r. Ne 186/258 «O6 yreepknenun TpeGosammii
K OPraHM3alIOHHO-TeXHHYECKOMY B3aMMOZCHCTBHIO TOCYNAapCTBEHHBIX OPTraHOB M roCyJapCTBEHHBIX
opraHmsaumii TMOCPEACTBOM OOMEHa JOKYMEHTaMH R  OCKTPOHHOM BHAE»  (3aperHCTPHPOBAH
B Munncrepcree ocruuun Poccniickoit ®enepanmu 22 centsadps 2015 r., peructpaunonsnii Ne 38956).
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2.50. OrMeTtKa 00 HCIONHHMTENE BKIHOYaeT (GaMHIMIO, HMA M OTYeCTBO (IpH
HAIMYHMH) HCHOJHUTENL, HOMep ero TenedoHa. OTMeTKa 00 HMCIIONHHUTENE MOXET
JONONHATECA  HAWMEHOBAHMEM  JOIDKHOCTH, CIPYKTYPHOTO  TOApaseNeHMs
M 3NIEKTPOHHEIM afpecoM ucnonautesst. OrMeTka o6 ucnonnutene opopMistercs Ha
JIMIIEBOH CTOPOHE MOCHIEHETO JHCTA JOKyMeHTa OT MPaHUIbl J€BOTO N0 WM, IPH
OTCYTCTBHHM MecTa, — Ha 060pOTHO# cTOpOHe JHcTa BHU3Y cieBa. Hanpumep:

Wby Unbs Witena, Otaen ynpapieHus IepCOHAIOM, BEAYLIHI CHEHAIHCT
+7(495) 924-45-67, llyin_Iv@techno.ru

OrMmerka 06 HCHONHHTENE MOXET OQOPMIATECS KaK HIDKHHH KOJNOHTHTYN
M IleYaTaThCs MpU(TOM MEHBIIEro pa3Mepa.

2.51. OtMeTka o0 3aBepeHHH Komuu odopMisiercs I NOATBEPXKCHHAS
COOTBETCTBHs KOIIHH KOKYMEHTa (BBITHCKM U3 NOKyMEHTa) NOMTHHHHKY HOKYMEHTA.
OtMeTKa 0 3aBePeHUM KOIMY TIPOCTABJIAETCA HAa CBOGOZHOM OT TEKCTa MECTe WM,
NIPH OTCYTCTBHM CBOGOJHOTO MeCTa Ha JIHIEBOH CTOpPOHE JOKYMEHTa, Ha 00opoTe
JOKyMEeHTa M BKIIOUaeT: cioBo «BepHo», HamMeHOBaHHWE JOJDKHOCTH JIHIA,
3aBEpHUBINEro KOIMIO; ero COOCTBEHHOPYYHYIO IONINCH; PacIIM(ppOBKY HOMIMACH
(MHUIAATE, QaMIITHIO); ATy 3aBepPeHAs KOMMHY (BBIMHCKY U3 JOKYMEHTA).

Ecnu xonus BeIgaeTcs I NPEACTABICHHUS B APYTYIO OpraHH3aMI0, OTMETKA O
3aBepEeHUH KOIMH JOIMONHAETCS 3aMHICHI0 O MECTE XPaHEHHA HOKYMEHTa, ¢ KOTOPOro
ObLa H3rOTOBIICHA KON, H 3aBepAeTCs NedaThio opranu3aimn. Hanpumep:

TTognuuauk noxymeHta Haxopurci B OBY «HammeHoBaHWe opraHusanym»
B nene Ne 08-05 32 2015 r»

BepHo
3aB. oTHenoM ynpasieHus nepcoHaniom  Iloonuce W.O. @amunus
Jlara Ilegats

Ha xomuix MHOTOCTPaHHYHBIX HOKYMEHTOB OTMETKAa O 3aBEPEHHMH KOIHH
TPOCTaBJIAETCA Ha KOKAOM JIICTE HOKyMEHTa WIH Ha MOCIEeNHEM JIHCTE IPOLIMTOro
WM CKpeIUIEHHOr0 HHEIM o0pa3oM JOKyMeHTa. 3allHCh O MeCTe HaxOXICHHS
MOTHHHIKA IPOCTABISIETCS TONBKO Ha MOCTEAHEM JIHCTe JOKYMEHTa.

JUts 3apepeHMs KOIMH JOKYMEHTA, H3rOTOBIEHHOH Ha GYyMa)KHOM HOCHTENE,
MOXET HCNOJR30BATHCS [ITaMII.

Komuu 3IeKTPOHHBIX [JOKYMEHTOB, HaIpaBiAeMBIX IO HHGOPMAIHOHHO-
TeJIEKOMMYHHKALIMOHHOH CETH, 3aBEPAIOTCA NEKTPOHHOH MOAMMCHIO PYKOBOJHTENS
OpTaHH3al[{ WIH WHOTO YNOTHOMOYEHHOTO WM JIHIA H BHICBUIAIOTCH MOIydaTeito
C COIPOBOXHUTENBHBIM IMMCEMOM B (JOpMe 3IEKTPOHHOrO TOKYMEHTa.
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Konuu 5neKTpoHHBIX JOKYMEHTOB Ha (usuueckn 060COGNIEHHEIX HOCHTEIAX
BBICBUTAIOTCS HOMY4aTelio C COMPOBOAHTEIBHBIM MHCHMOM Ha OYMa)XHOM HOCHTEIIE.

B compoBomUTeNIPHOM NHCBME K KONHAM SJIEKTPOHHBIX JOKYMEHTOB
YKa3bIBaeTCs:

HanMeHOBaHWe HHGOPMAITHOHHO CHCTEMBI, B KOTOPO#t XPaHSTCA TOKYMEHTEI,

HaUMEHOBAHUs JOKYMEHTOB, KOIIHM KOTOPHIX HANPABIIAIOTCS MOMY4aTElIo;

Ha3BaHWA (allloB JIOKyMEHTOB C ykasaHWeM (opMmartoB ¢aiiioB u obbeMa
Kaxxzoro ¢aiina B Gaiitax;

JlaTa U3rOTOBJICHHS M 3aBePEeHAS KOITHH.

TIpu sToM Ha ¢m3HIecKH 060COOIEHHOM HOCHTENEe HECMBIBAEMBIM MapKepoM
ykasbiBaetcs: «[IpumoxeHne k mACkMY OT (maTa) Ne ...».

Komust >meKTpoHHOTO JOKYMEHTa, NMpeACTaBlIeHHas B BHIAEC JOKyMeHTa Ha
OyMaXHOM HOCHTeJle, 3aBepseTcs B IOpAAKEe, YCTaHOBIEHHOM IIpumepHOi
MHCTPYKUHe!l 111 3aBepeHHs KONWH JOKyMEHTOB Ha OyMakHOM HOCHTeEle,
¢ yKazaHHeM, B Kakod HHQPOPMALMOHHOH CHCTEME XPaHHTCA SJIEKTPOHHBIH
JOKYMEHT.

2.52. OTMeTKa O MOCTYIUIEHHM MNOKYMEHTAa CIYXXHT sl IOATBEPXKICHHS
(akTa MOCTYIUIEHHS HOKYMEHTa B OpPraHH3aLMI0 H BKIIOYAeT JATy MOCTYILICHHUS
¥ BXOISIIMH periucTpaliOHHEI HoMep NOKyMeHTa. IIpm HEoOXOAMMOCTH OTMeTKa
0 TMOCTYILUICHUN MOXET HOTOJHATHCSA yKa3aHHEM BPeMEHH IOCTYIUIEHHs HOKyMEHTa
B gacax U MUHYTaxX M crocoba JOoCTaBKU JOKyMEHTa.

OrMeTka O MOCTYIUIEHHH JOKYMEHT2 MOXET MpOCTaBIATECA C IMOMOIIBIO
mraMra.

2.53. Pesomomus JO/DKHA COJAEPXKATh YKA3aHHE MO MCIOJHEHHIO JOKYMEHTA.
Pezomonus odopmisieTcs Ha CBOOOJHOM MecTe pabouero moias AOKYMEHTa, Ha
OnaHKe pe30JIOLMM WM BHOCHUTCH HENOCPEACTBEHHO B CHCTEMY 3JIEKTPOHHOIO
JOKyMeHTo000poTa.

Pesomonus JMOIDKHA BKIIOYAaTh: (AMIJIMIO, HHHIMAJIBI HCIIOIHHTENS
(ucnonHUTENEH), TOpyYeHHE MO TOKYMEHTY (KOHKPETHOE 3aJaHHe IO MCIOJHEHHIO
IoKyMeHTa Wi (GOpMYIHpoBKa LEIH pPacCMOTPEHHMA JOKYMeHTa), IipH
HeoOXOAUMOCTH — CPOK HCIIOJNHEHHS, TIOANKCH JIULA, BEIHECIIETO PE30IOLHIO, AATy
PE30TIOLHY:

Gamwma 1.0., Qamunus 1.0.
IIpomry NOATOTOBHTHL NPEAJIOXEHHA
k 10.11.2017  IIodnuce

JHara
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Cpox HCHONHEHWS NOpydYeHWs He JOJDKeH YKa3hIBaThCHA, €CIM OH Ha3BaH
B TEKCTe MOCTYNHBINETO NOKYMEHTa M PYKOBOJHTENh HE CUATACT HEOOXOAUMBIM
W3MEHHUTH €70 B CTOPOHY COKpAIUCHHSA WIH ABISCTCA THIIOBBHIM JUISI NaHHOTO BHAA
JOKYMEHTA.

Ilpn yka3aHuu HECKONBKHX HCHOONHUTENeH ¢aMunis OTBETCTBEHHOTO
HCTIONHUTENS YKa3hIBAaeTCs NepBOiH, MONYEPKHBAETCH WIM 00O3HAYaerTcs CIOBOM
«OTB.» («OTBETCTBEHHBII» ).

2.54. OrMeTKa O KOHTpOINie CBHAETENHECTBYET O NMOCTAHOBKE NOKYMEHTa Ha
KOHTPOJIb, ITpocTaBiseTca mraMnoM «KoHTpone» Ha BepxHeM HoJie AOKYMEHTA.

2.55. OrMeTka © HampaBlIeHHH [JOKYMEHTa B JeJI0 OIpelesisieT MeCTo
XpaHeHHMs JOKYMEHTa IIOC/e 3aBepIlieHHs paboTel ¢ HHM M BKJIIOYAET: CIIOBa
«B peno», HHAAEKC Hella MO0 HOMEHKNAType ABell, B KOTOpOe MOMEIAeTcs AOKyMEeHT
Ha XpaHeHHe, C YyKa3aHMeM roJia, NOJDKHOCTH JHLa, O(GOpMUBILEIO OTMETKY,
moamucy, narel. Hanmpumep:

B memo Ne 01-18 32 2017 1.
3aB. OT/IENIOM KOPIIOPAaTHBHEIX [IPOSKTOB
IToonuce Jlata

OrMeTKa 0 HalnpasJICHUH NOKYMEHTa B HCJI0 MOKET AONMONHATECA KPATKHMH
CBCACHMSIMH O XapakKTepe UCIOIHCHUS NOKYMEHTA.

III. TloaroToBka u 0pOpMIICHHE OTAENBHBIX BHIOB JOKYMEHTOB

3.1. JlokanbHsie HOpMaTHBHBIE aKTHl (Hanee — JIHA) oprasusalyy H3XAlOTCA
B BHIE IIpaBWi, IIOJOXKEHMH, WHCTPYKUHH, perinaMeHToB, IiepedHed,
KIacCHGUKaTOpOB ¥ [pPYrHX BHIOB JOKYMEHTOB. PekoMeHmyeMslit obpazers
obopmnennss JTHA Ha npuMmepe MONOXEHHA O CTPYKTYPHOM IOApasfieicHHH
(npunoxxenue Ne 1).

JIHA npuoGperaloT IOpHAMYECKYI0 CHIY TOCHEe HX YTBEp)KACHHS
DACLIOPSAAMTENEHBIM  JOKYMEHTOM  (TIPHKAa30M) HWIM  HENOCPEACTBEHHO
PYKOBOZHUTEIEM OpraHU3alMH HHEIM YIIOJTHOMOYEHHBIM HM JTULIOM.

PykoBomuteny cTpyKTYpHBIX HOApa3feneHuil He Brpase u3nasath JIHA.

3.2. JIHA moryt 651Tb:

MOCTOSIHHO JeHicTRyronwMH (6e3 OrpaHM4eHHs CpOKa UX NPUMEHEHHUA);

BpeMEHHBIMH (JeHCTBYIONMMH B TeYEHHE YKa3aHHOIO B HUX CpOXa WIJIH IO
HACTYIUIEHHS OIPe/IeIIeHHOTO COOBITHA).

3.3. OcHosanueM mis wsganns JIHA spnsrores:
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3aKOHOJATeNbHbIE ¥ WHBIE HOPMAaTUBHBIC @paBOBBIE aKTHl Poccuiickoi
@enepanun  (ykassl ¥ pacnopspxesus Ilpesmnenta Poccmiickoit ®epepanuy,
MOCTaHOBNEHUA W pacnopsukernus IIpasurennctBa Poccuiickoit ®epepariuu, akTel
(eaepalbHBIX OPraHOB UCITOJHUTENBHOMN BIAaCTH);

3aKOHO/IaTeNIbHbIe aKTHl cyOBekTa Poccuiickoit ®enepanym, HOpMaTHBHEIE
TpaBOBBIE AaKThl OpPraHOB TOCYJapCTBeHHOH BnacTH CcyOmpekta Poccuiickoii
Denepanyy;

paHee H3/jaHHbIe B opranusamuy JIHA w/unu pacnopsauTenbHble JOKYMEHTHI.

3.4, JIHA uzparorcs B HesX:

YCTaHOBNEHWS HOPM, TpeOOBaHWM, NpaBHI B OTHOLIEHHH IpeIMeTa
HOPMaTHBHOTO PETyIMPOBaHHS, paHee He SBIABIIEMCS NPEAMETOM peryIHPOBaHUS
B OpraHU3aluy;

H3MEHEHHsl CYNIECTBYIOIIMX HOPM, TpeOOBaHHI, NpPaBWJ, YCTaHOBICHHBIX
paHee M3aHHBIMH HOPMATUBHBEIMHA JOKYMEHTaMH;

OTMEHEI paHee YCTAaHOBJICHHBIX HOPM, TpeOOBaHMi, IPaBHUIL.

3.5. Ilpennoxenue o paspabotke mpoekra JIHA BHOCHTCA PYKOBOXHTENEM
CTPYKTYPHOTO ITOApa3AC/ICHUS WU HHBIM NOJDKHOCTHBIM JIULIOM.

3.6. JIHA pazpabatriBaeTcs B CIydae, €CIH:

UMeeTCS Y4acToK paboThl (BOMPOCH JEATENBHOCTH), HYXZJaromuiics
B HOpMaTHBHOM PETyJIHPOBaHUH;

TpeOyeTcss BHeCeHHME 3HAUHTENBHOTO KOJNMYECTBA M3MEHEHHH B paHee
npuHATE JTHA;

BBIABIEHO Heckonbko JIHA, perymupyrommux cMeXHEBIE BOIPOCH], KOTOpEIE
nerecoobpasHo 06bENUHUTE B OJUH JOKYMEHT.

Axryanu3arus panee npusATEX JIHA ocymecTsisieTcs depe3 BHECCHHE B HAX
U3MEHEHHUH.

3.7. Ipennoxenue ¢ 0OOCHOBAHMEM HEOOXONUMOCTH pa3pabOTKH HOBOTO
JIHA npexacTaBisieTcs pyKOBOAMTENEM CTPYKTYPHOTO HOJApa3feNeHus WIH HHEIM
YIOTHOMOYEHHBIM IOKHOCTHEIM JIHLIOM DPYKOBOAHTENIO OpraHW3amuM B ¢opme
Joknagaoi (cryxe6GHO) 3aIicKu, B KOTOPO# W3araercs:

BOMpOC, TpeOyromuil pemeHus, C U3NOXKEHHEM OCHOBHBIX HAlPABJICHUIA,
c1noco00B ero pernieHns,;

TPOTHO3 OCIECTBUI IIPHHATAS HOPMATHBHOTO JOKYMEHTa;

OpraHuW3alliOHHbIe, KajgpoBele, (UHAHCOBBIE, MAaTePHATLHO-TEXHHIECKHE
M MHBIE MEPOTIPHATHS, KOTOPEIe HeoOxoaumMo GyneT IPOBECTH B CBA3H C MPHHATHEM
HOPMATHBHOTO JOKYMEHTA;

nepedeHb paHee H3faHHBIX JIHA, nojjexamux oTMEHE B CBSA3H C U3JaHHEM
HOBOT'O HOPMAaTHBHOTO HOKYyMEHTa;

npemaraeMalii Cpok I pa3paboTKU POEKTa HOPMATHBHOTO JIOKYMEHTa.
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3.8. CornacoBanne npoexktoB JIHA ocymecTBiseTrcd B COOTBETCTBHH
¢ mynktamu 4.1 — 4.13 TIpumepHOH HHCTPYKIHMH.

3.9. JIHA yrBepxxnaercs NpHKa3zoM pPYKOBOZUTENS, €CHH OJHOBPEMEHHO
C yIBEpXJeHHeM HOPMATHBHOIO JOKyMeHT2 HeoOXOOMMO IPHHATH Mephl
OpraHH3alMOHHOTO, (PMHAHCOBOTO, TEXHHIECKOTO, KapOBOTO MIIM MHOI'O XapakTepa
¥ J1aTh COOTBETCTBYIOLINE IMOPYYEHHUS PYKOBOJIUTENIAM CTPYKTYPHBIX ITOApa3 ieeHuit
WJIM MHBIM pabOTHHKaM OPTaHH3alNM, a TaKKe eClIH He0OXO0AMMO BHECTH H3MEHEHHS
WY TIPU3HATH YTPATUBILMAMY CHILy paHee yreepxaeHHbie JIHA.

3.10. smenenus B JIHA u otmena JIHA odopmmsarorcs mpuKasoM
PYKOBOAWTENS OpPTraHM3alliil WX KHOTO JOJDKHOCTHOTO JIMIA, NPHHUMABIIETO
petenne o6 yreepxxaennn JIHA.

Wsmenenus B JIHA wu ormena JIHA, yTBepkOeHHBIE HENOCPEACTBEHHO
COOCTBEHHOPYUYHON  IMONIHCBIO  PYKOBOAMTENS  OpPTaHM3alMi WIA  HHOTO
YIOMTHOMOYEHHOTO FM MOJKHOCTHOIO JIMIAa B Tpude yTBEpKNEHHS, BHOCATCA
TIPHKA30M, M37]aBaeMBIM PYKOBOJUTENEM OpTaHU3alliy MM WHBIM YTIONHOMOYSHHBIM
UM JOTKHOCTHEIM JILIOM.

3.11. B Texcre mpukasa o6 yTBepxXIECHHHM, M3MeHeHMH MM oTmeHe JIHA
HCITONB3YIOTCS (OPMYITHUPOBKH:

opu  yrBepxgeHur HoBoro JIHA: «YrBepaurs (HasBauue JIHA)» wumm
«VtBepnuth (Ha3Banue JIHA) u BBecTH B AeiicTBue ¢ (mara)». Hanpumep:

1. VrBepaure IlonoxeHne o NOKaIbHBIX HOPMATHBHBIX aKTax

OpTraHu3aI|y.

HIIH:
1. V1Bepmurs HlratHoe oprammsaium Ha 2018 rox u BBecTH ero

B neficrre ¢ 1 auBaps 2018 r. (mpunoxeHse).

IIpY BHECEHHH W3MeHeHMI B paHee yTBepxeHHbl JIHA: «BHecTn H3MEHEHHA
B (na3Banue JIHA). Hanpumep:
1. Buectu cregpyromue n3Menenus B IlltatHoe pacnucanue Ha 2018 rog,
yTBepxaenHoe npukazoM OBY «HauMeHoBaHMe oprasusalnm» oT 25 gexabps
2017 r. Ne 345: ...
npu orMmeHe panee yTBepxkaenHoro JIHA: «IIpu3HaTe yTpaTHBIINM CHITY
(nazpanme JIHA), yrBepxaerHoe ...». Hanpumep:
4. IlpusHate yTparBiMM cuiy IlodoXeHHe O HEHOPMHPOBAHHOM
paboueM 1mHe, yTBepKIeHHoe mpukazoM OBY «HanMenoBaHMe OpraHM3alUuK»
ot 15 ¢espans 2015 . Ne 22.
3.12. OcnoBebiMH pekBmsuTamu JIHA SBAAIOTCA: HAWMEHOBaHME
OpraHM3aIy, HAMMEHOBAaHUE BHa JOKYMEHTA ¥ 3aTr0JIOBOK K TEKCTY,
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COCTaBIAIONME ONHO Ienoe, Tpud) yTBepXKIOEHWSI, MECTO H3LAHHA

JIOKyMeHTa.

Ecin npoexr JIHA sBisteTcs MHOTOCTPaHHYHBIM M K HeMY O(QOPMIAETCS
THTYIBHEIH JTHUCT, YKa3aHHEIE BHIIIE PEKBU3HUTHL Pa3MELIAIOTCS HA THTYJILHOM JIUCTE.

3.13. Madopmarust CnpaBOYHOr0 XapakTepa (rpauKy, CXeMBI, TaGIHLEL,
(opMBI TOKYMEHTOB) 0(OpMIIAETCS B BHAE NpuitoxeHui k JIHA.

Ha npunoxenmsix k JIHA odopMiiseTcs peKBU3UT «OTMETKA O MPUIOKEHUI
B COOTBETCTBHH C IMyHKTOM 2.44 TIpuMepHOit HHCTPYKUMH.

3.14. IHA BcrymaeT B CWIy B CpOK, YKa3aHHBIH B IIpHKa3e, KOTOPEIM
yrBepxaeH JIHA, nu ¢ nate! yrBepxaenus JIHA.

3.15. PacnopsauTensHble NOKYMEHTHI OpraHH3allHH H3NAIOTCA B (opMe
IpUKa30B M paclopspkeHuil. PexoMeHIyemble o0pasiisl OQOpPMICHHS IpHKasa
¥ pacriopskeHus (npunoxkeHus Ne 2, 3).

IIpuka3ssl H3mar0TCA B HEIIX OGOPMIIEHHS pEelIeHMIA:

HOPMATHBHOTO Xapakrepa (ecqu mnpukasoM yTBepxiaerca JIHA wmm
NpUHAMAeTCS DPEHICHHE OpTaHU3alMOHHOTO XapakTepa, HalpuMep, IpHka3s o6
YTBEPKHAEHUHU CTPYKTYPHI U MITATHON YHUCISHHOCTH OpraHH3allin );

OPraHHU3allMOHHOIO, aJMWHWUCTPaTHBHOIO, B TOM UHCJIe OIEPATHBHOIO
XapakTepa II0 BOIIpocaM OCHOBHOMH HeATeNbHOCTH OpraHU3aLHUH.

3.16. IIpoekTsl MpHUKa30B IO OCHOBHOH JEATENFHOCTH T'OTOBAT CTPYKTYPHBIE
monpasfeNncHus OpraHW3alMH Ha OCHOBaHHMM NOpYdYeHMH PYKOBOACTBAa aubo B
MHALHATUBHOM Hopsake. OTBETCTBEHHOCTh 33 KAY€CTBEHHYIO IIOATOTOBKY NMPOEKTa
HpHKa3a, COTNacOBaHNe M HMpaBHIBHOE OGDOpMIEHHE IIPOEKTa HECET PYKOBOIUTEIND
noZipa3feieHus, KOTOPHIH rOTOBUT MPOEKT pHKa3a U Mpe/ICTAaBILICT €ro Ha MOJIIHUCE.

3.17. KoHTponp 3a MpPaBMIBHOCTHI0 OQOPMIICHHUsS IPOEKTOB TPHKA30B
ocymectpiger Ciyx06a IeTonpon3BOICTBa OpraHU3aIHH.

3.18. Tlpukassl, u3gaBacMble B OpraHH3aLldM, HE IOJDKHBEI IPOTHBOPEYHTH
3aKoHOMaTeNnbCTBY Poccmiickoit ®enepanuu, YcraBy OpraHW3alldy, JIOKAIBHBIM
HOpPMaTHBHBIM aKTaM OpTaHH3alliM U paHee H3[JaHHBIM IIPHKa3aM OpTaHHU3alliu.

3.19. Ilpukasbl 10 OCHOBHOH JEeATENFHOCTH H3NAI0TCS:

BO WCNOJHEHHEe HOPMATHBHEIX IIPABOBBIX AKTOB OPraHOB TOCYAapCTBEHHOMH
BIIACTH U BBIIIECTOALIMKX OpraHU3aluii;

B LEJIX OCYLIECTBIEHMS YNPaBIEHYECKOH AEATENPHOCTH, BBITEKAlOIEH H3
(byHKUMIA ¥ 33839 OpraHu3aIyy.

3.20. Ilpuka3pl O OCHOBHOM JEATENBRHOCTH COCTABIAIOTCA HAa OCHOBE
TINATENBHOTO M BCECTOPOHHETO H3yYeHHsA BOIPOCOB, TPeOYIOMHUX pa3pelIeHus,
4TOOBI COepIKalHecs B IPHKA3aX MOPyYeHUs OBLIH KOHKPETHBIMH, 00eCIIeuHBaIHCh
IOCTaTOYHBIMH MAaTepPHANIbHO-TEXHUYECKHMH U (HMHAHCOBEIMH CPEACTBAMH H
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B JajbHEHIIEM HCKIIOYATd HeOOXOANMOCTh KOPPEKTHPOBKM HNMPHUHATHIX pelIeHHM
B CBS3H C HEMONHOTOMH WM HeZIopaGOTKO#H MpeABIAYIIEro mpruKasa.

3.21. Ilpuka3sl  opraHuWsaiuid opopMIBIOTCS Ha  OiaHKe  MpHKasa
C HCTONB30BaHUEM CIEXYIOIINX DPEKBHU3HMTOB: XaTa JOKYMEHTa, DETMCTPAUHOHHEBIA
HOMEp JOKYMEHTa, 3ar0J0BOK K TE€KCTY, TEKCT, MOAUNCH. J[aTa U perucTpaldoOHHEBIH
HOMEp MpHKa3a MPOCTABILIIOTCH IOCHe IOANMCAHMSA IpUKa3a PYKOBOAUTENEM
OpraHU3alyH.

3.22. 3aronoBoK K MpHKa3y fedaTaeTcs depe3 ONUH MEXCTPOUHbIA WHTEPBAI
IO PeKBHU3UTaMH OlaHka clieBa OT IpaHHIIH JIEBOTO NoJA. Touka B KOHIIE 3arojioBKa
He CTaBHTCA. 3arolOBOK K IpHKasy (GopMyimpyeTrcs ¢ MpemmoroM «o» («ob»),
KpaTKO H TOYHO OTpaXkas coZiepXKaHie TeKCTa mpukasza. Hanpuamep:

O6 yBeprkaeHAM MHCTPYKIMH 110 I€N0NPOU3BOICTBY;

O nopsznke (hHHAHCHPOBAHMS PEKIIAMHOM KaMIIaHWH;

O co31aHUH SKCIEPTHOH KOMHCCHH.

3.23. Texcr mpHKasa COCTOHT M3 ABYX dacTeii: ob6ocHOBaHHA (mpeaMOymbl)
H PacTlOPAAUTENbHOM qacTd. B 060CHOBaHMH yKa3BIBae€TCA OCHOBAaHWE, IPUYIHHA HIIH
Lenb W3haHuA nokymenTa. Hampumep:

B coorBercTBMH ¢ mpHKa3oM MHuHECTEpCTBA CBA3H U MAacCOBBIX
KoMMyHuKarmit oT 25 mexabpsa 2014 r. Ne 1494 «O6 yreepxcaenmu Ipasmn
obMeHa JOKYMEHTaMH B  3J€KTPOHHOM BHAEe IpPH OpraHH3aluH
HH(OPMAIIOHHOTO B3aMOJEHCTBHAY ...

B memsax opraHu3auuy U NpoBefeHus paboTHI 110 SKCIIepPTH3e IEHHOCTH
JIOKyMEHTOB, 00pa3ylomuxcs B AeATeNbHOCTH OpraHHU3alHH, H 0TOOpY HX I
nepeJady Ha XpaHEHHe B apXUB OPraHN3alluH M K YHHUTOXXEHUIO ...

3.24. PacnopsnuTenbHas 9acThb NpuKasa HaYHHACTCH CJIOBOM
«I P MK a3 Bl B @ I0», KOTOPOE ITe4aTaeTcs CTPOYHEIMA GYKBaMH Bpaspsky.

PacniopsnuTensHas 4acTh MOXKET COEPKATh:

PeIIeHNs OpraHU3alMOHHOTO XapaKTepa (yTBepIHTh, CO3LaTh, IPeodpa3oBaTh,
AHKBHANPOBATH, IPU3HAThH YTPATHBILNM CHILY);

KOHKPETHBIE IIOPYIEHHs C YKa3aHHEM HCIIONMHUTENS (MCIOMHHUTENEH) U CPOKOB
UX BBIIIOTHEHHU.

3.25. Kaxnoe pemenne (mopydenre) ohopMiseTcs B pHKase Kak OTASILHBIH
nyHKT. [TyHKTBI TIpUKa3a pacronararoTcs B JIOTHKO-BPeMEHHOH MOCIIeI0BaTENHOCTH
u HyMepyrorcs apabckmmu nudpamu. Ecnmu nopydeHuMe naercs KOHKPETHOMY
MOApa3HeNeHuto, ero HauMEeHOBaHUE ITHMIETCS MOMHOCThIO, B CKOOKaX YKa3bIBalOTCH
daMuind W MHUIUANE PYKOBOAWTENS NMOApPa3lNeleHHUs B HMMCHHTCIBHOM Iafiexe.
Hampumep:
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..IPHKa3HBAa:

1. YuebHo-MeromudeckoMy otmeny (Pamunums H.O.) x 01.11.2017
MOArOTOBUTE U TIPEACTABUTH HA YTBEpXKCHHE IUIaH yIeOHO-METOIUUECKO
pabots! Ha 2018 roz.

Eciu mopydenme faeTcs KOHKPETHOMY WCIIONHWTENIO, €r0 AOKHOCT
1 haMITHs yKa3piBaroTcs 6e3 ckoGok B AaTensHOM napexe. Hampumep:

3. I'maBHOMYy Gyxranrepy (®amunus V1.0.) MOArOTOBHUTE U IPEACTABATH
Ha pacCMOTpeHHe W YTBEepXKIEHHE CMETy KOMaHIUPOBOYHBIX DPAacxXoioB Ha
2018 rox B cpok zo 30.11.2017.

IlpenmuceiBaeMoe AeHCTBHE BHIpAXKAETCS [JIATOJIOM B HEONpeNeeHHOU
tdopme. He fomyckaeTcss ynoTpeOisTh HEKOHKPETHbIE BBIPKEHHSA THIIA «YCHIHTHY,
«YCKOPHTE», «00eCIIeYHTs B KpaTJaiilime CPOKm».

Ecnmu omHOMy HMCHONHHTENMO HEOOXOMMMO IOPYYHTH HECKOJBKO PAa3HBIX
3afaHHA C OAHHM CpPOKOM BBHINONHEHHS, OTBETCTBEHHBIH HCIONHHUTEND H CPOK
KCTIOJIHEHM YKa3hIBAIOTCS ONKH pa3 B OCHOBHOM ITyHKTE, a MOPYYeHHs BHIEIAIOTCS
B OTJieNbHBIE NMOMNYHKTH. Ecnu y mopydyeHHI pasHble CPOKH HMCHOJNHEHHS, CPOKU
yKa3pIBAIOTCS HE B OCHOBHOM ITYHKTe, a B K&XKIOM MOAITYHKTE.

Cpox HCHONHEHHS HOKeH OBITh pealbHBIM, COOTBETCTBOBATH 00BEMY
npenmnonaraeMelx pa6otr. IIpy ycTaHOBNEHMM CpoKa CilelyeT YUYWTHIBAaTh BpeMs
JOBEACHUA NOKYMEHTa IO KOHKPETHBIX HCTIOHUTENEH.

Cpox HcIONHEHHS B IyHKTax pacOOpSOWTENbHOM YacTH mnpHkasa He
yKasplBaeICd B CIydasX, eclH HeHCTBMS HOCAT PETYIApHBIA XapakTep K HX
BBITIO/THEHHE IIPENIUChIBAeTCS Ha Bech Iepuop JeicTBUs mnpuxasza. KomuuecTBo
HCIONHATENeH MO KaKIOMy IyHKTY (LONIYHKTY) He OIpaHMYHBAacTCA.
OTBETCTBEHHEIH HCIONHUTEND YKA3EIBACTCS MEPBBIM.

Ecmu npuka3z OTMeHSAeT IIONHOCTBIO MM YacTHYHO paHee H3JaHHBIE
JOKYMEHTBl IO TOMY J€ BOIpOCY, TO B NPEAIOCIENHEM IIYHKTe IPHKa3a
HEOOXOANMO UX MEPEUMCINTh C YKa3aHHEM HAaNMEHOBaHHS JOKYMEHTa, €ro JaThl,
HOMeDa, 3aronoska. Hanpumep:

4. Tlpu3HaTe yTpaTHBHIMM CHIY NpHKa3 OPraHM3alkM OT 5 aBrycra
2010 1. Ne 175 «O6 yTBepXaAeHIM JKCIEPTHOH KOMUCCHH OpTraHH3allHm».
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Ilocnepumit MyHKT DpHKa3a — MYHKT O KOHTPOJNE, B HEM YKa3bIBalOTCH
JOJDKHOCTH JIML[A, OTBETCTBEHHOTO 3a MNCIIONHEHHe JOKyMEHT2 B IeJIOM, €ro
tdamunms 1 uannuarsr. Hanpumep:

4. KoHTponb 3a HCIIOJHEHHEM IpHKa3a BO3JNAraeTcs Ha 3aMeCTHTEN
reHepaibHoro aupexkropa ®ammmsa K.0.
B oTAenbHEIX CIydasx PyKOBOAHUTENE OPraHU3alii MOXKET OCTaBUTh KOHTPOIL
3a coboif:
Kontpons 3a ncnonHeHReM NpHKa3a OCTaBISIO 3a CO0OIA.

3.26. He Biimovaercs B TEKCT IpuKasa IyHKT «[Ipuka3 JoBecTH 1O CBemeHUs
M

IonpaszfgeneHus ¥ JODKHOCTHBIE JIHIQA, IO CBEAEHHS KOTOPRIX HEOOXODHMO
JOBECTH TPHKa3, IEPeIUCIIOTC B yKazarene (JIACTe, CIMCKE) PACCEUIKH, KOTOPBIi
TOTOBUTCS KCIIONHHTENEM M MOXeT O(QOpMIATECA Ha OOOpOTHOH CTOpOHE
OCTIeAHET0 JIUCTa [pHKa3a.

3.27. B mpukasax He JOITyCKaeTcs:

H3MeHeHHe paHee YCTaHOBJICHHBIX CPOKOB BHITIONHEHHA 3alaHUil B CTOPOHY HX
YBEJIHUYEHHS,

NpUMEHEHHe HPOM3BOIBHBIX COKpAallleHUH HIH HCKa)XeHHE HaWMEHOBaHHH
CTPYKTYPHBIX IOApa3AeneHull OpraHH3aliiil, MOABEJOMCTBCHHBIX OpraHH3alMil -
HCHOJIHUTENEH;

NPYMEHEHHE INIPOU3BONBHBIX (HE OOMIENPHHATHIX) TEXHHWYECKHX M JPYTHX
TEPMHHOB, COKPALICHHBIX CJIOB M HAUMEHOBaHHMIA.

3.28. Ilpy Hanu4yMH NPUNOXKEHHH B TEKCTe INpPHKa3a B COOTBETCTBYFONIMX
IYHKTaX PACHOPSJMTENBHON 9acTH IAlOTCS OTCHUIKH: ... (mpmmoxenue Nel); ..
(npunoxenne Ne 2); ... «cOrjiacHO NPHIOKEHUIO», HA NPHIONKEHAM ohopMIIseTcs
OTMETKA O NPHJIOKEHUH:

TTpunoxenue Ne 1
k npukasy OBV «Havmenosanve

OpraHU3aLHN»
ot 12.11.2017 Ne 215

W3panue BMecTe ¢ NpPUKAa3OM IPHIOKEHHH, HE YIMOMSIHYTBIX B TEKCTE
JIOKyMEeHTa, He OIyCcKaeTcs.

Ecnu mokymeHT, yTBepXKIEHHbIH NMPUKa30M, BIIOCICICTBHH JSHCTBYET B BHIE
CaMOCTOSTENIBHOTO JOKYMEHTa, Ha IEpBOM IMCTe JOKYMEHTa B BEPXHEM IPaBOM
YOIy TpOCTaBisercs rpud yTBEepXKAeHHA (TIPpM HEOOXONMMOCTH, —~ C YKa3aHHeM
HOMepa NPHIIOKEHUs ), HampHMep:
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Huctpyxius VTBEPXJIEHA
npuxa3oM OBY «HanmeHoBanme
OpraHU3aLUN»
01 22.01.2017 Ne 5

3.29. PacniopsikeHus oQOpMIIAIOTCS 10 TeM JKe MPaBHIaM, YTO X [IPHKA3bL, 32
HCKIIOYEHHEM TOTO, YTO B KOHIE IpeaMOYJB! CTABHTCS ABOETOYHE, IIOCHIE Yero
CHIERYIOT ITyHKTHI pacHopsAATeNbHON JacTH. Hanpumep:

B nemax ucnonraenus npukasa OBY «HanMeHnoBanue OpraHu3alum» ot
22 amrycra 2017r. «O6 opraHW3auMy M IpPOBEASHMA KOHKypca «JIydmmii
ceKpeTapb KoMIaHud — 2017»:

1. PykoBoamrensaM ympaBieHuH, oTHeNoB M sabopatopuii B CpOK
10 10 centabps 2017 r. mpeicTaBUTh CROM TPEIJIOKECHHs O KaHAWAATYpax
cexperapeii i JAeNONPOU3BOAMTENEH JUIL yUacTha B KOHKYpCE.

2....

PacniopsbkeHHS MOTYT HE UMETh IpeaMOyIIhL.

3.30. o npencraBieHHs Ha NOANHCh INPOEKT TpuKkaza (PacHoOpPIKCHHS)
COIVIaCOBHIBAETCS C 3aHHTEPECOBAHHBLIMH JIHMIIAaMH B COOTBETCTBHHM C ITYHKTaMH
4.1 —4.11 IlpumepHO# HHCTPYKIMH.

3.31. IIpuka3 mOANMHMCHIBAET PYKOBOJMTENL OpraHM3aliyd MM  JIMIO,
HCTIONTHAIONIEE €r0 00S3aHHOCTH.

PacriopsbkeHrHe ~ MOANMUCHIBAGTCS  PYKOBOAUTENEM  W/WIH  HHBIMH
YHNOJTHOMOYE€HHBIMH UM JINIIAMU.

3.32. Kommu npuka3oB (pacnopskeHHi) pacchlIaloTCs B COOTBETCTBHH
¢ yKa3aTeneM (JICTOM, CIIMCKOM) PaCChIIKH.

OneKTpoHHAs KoMK IPUKa3a pa3MelaeTcs B COOTBETCTBYIONICH 6a3e JaHHBIX
C3/] unu Ha KOPHOPaTHBHOM MOpTalie OpraHu3anuy B cetd «MHTepHeTY.

3.33. Ilpn odopMmneHmn mpHKa3a, H3JABAEMOIO COBMECTHO C JpYyroi
OpraHu3aIyei:

GnaHK He UCIIONB3yeTCs;

HauMEHOBaHHA OpraHH3allfil Ie9aTaloTC Ha OXHOM YPOBHE;

HanMenoBauue Buaa nokymenTa (IIPMKA3) pacnionaraeTcst 1o LEHTPY.

JaToii COBMECTHOrO TpuUKa3a SBJIAETCS JaTa NPOCTABICHHA IOCHeIHER
NOANHCH Ha JOKyMEHTe. PerucTpaliiOHHBIH HOMEP COBMECTHOTO HPHKa3a COCTOHT
H3 PETHCTPALMOHHBIX HOMEpOB, TIPHCBOGHHBIX KaXIOH M3  opraHu3aimi
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¥ TIPOCTABIIIEMBIX depe3 KOCYIO YepTy B NMOpAIKe YKa3aHWS OpraHW3allfii — aBTOpOB
ZOKyMEeHTa.

TexcT cOBMECTHOTO MpHKAa3a H3NAracTcs OT NEPBOTO JIMNA MHOXKECTBEHHOIO
yucna («IpHKashIBAEM»), IIOINICH PYKOBOAMTENEH OpraHU3alyii paciojaraloTcs Ha
OJTHOM YPOBHE CJIeBa H CIIpaBa.

3.34. JlesTensHOCTh MO COBMeCTHOM BBIpaOOTKe pelieHHMil Ha 3aceaHHdIx
COBETOB, KOMHCCHI, COBEIAHUAX 0GOPMAAETCS MPOTOKOIAMH.

IMpoTokon cocraBnsgercs HAa OCHOBAaHHM JHMKTO(GOHHBIX (PYKONHCHEIX)
3anmcei, MPON3Be/IeHHEIX BO BpeMs 3ace/laHus, MPeICTaBIeHHBIX TE3UCOB NOKIA/0B
U BBICTYIUICHHIH, CIIPaBOK, IIPOEKTOB PEIICHHH (IOCTaHOBIECHMI).

IMpotokon odopmisercs B TE€UeHHE ONHOTO-TPEX NHEH Tocie NpOBeICHUS
3ace/laHus, €C/TH CPOKH €ro MMOATOTOBKH He OTOBOPEHEI 0c000.

3.35. PexBH3UTaMH [POTOKOJIa SBIFIOTCA: HaMMCHOBaHME OpraHW3alH,
HaUMEHOBAaHHE BHMA JOKYMEHTa, 3aroJIOBOK K TEKCTY, JaTa M MeCTO 3ace/laHws,
PErHCTpallHOHHLI HOMep MPOTOKONa, TEKCT, ITOAIHCH.

3.36. 3aromoBoKk K TEKCTy MPOTOKOJAa OTBEYAaeT Ha BOMPOC «4ero?»
M COPXKUT YKasaHWe MOJ[pasfelieHHs WIH OpraHa, MAeiTeNbHOCTE KOTOPOro
nportokoimpyerca. Hanpumep:

TIIPOTOKOJI 3aCCAaHUA a’I'I‘eCTa[(HOHHOﬁ KOMHCCHH
IIPOTOKOI 3aceHaHus Hay‘-IHO-METOJII/I‘IeCKOf;I KOMHCCHH.

Jaroit npoTokona sBisercs Aata 3acemaHusd. Ecnu 3acemaHue mpozoipkaercs
HECKONBKO [HeH, yka3plBaeTCs jAaTa Hauajla 3acefaHMsi M 4Uepe3 THUpe — JaTra
okoHyaHus: 12-13 mas 2018 r.

3.37. Texct DnpoTOKOJa JOJDKEH COCTOSTH M3 ABYX vacTed: BBOJHOM
¥ OCHOBHOH. B BBOZHOM 4YacTH IPOTOKONA YKa3blBAIOTCSl (GaMIIMH NpeAcenaTens
(upenceaTeNBCTBYIONIETO); CceKpeTaps; GaMHITHN YYaCTHHKOB, NPHCYTCTBYIOIAX Ha
3aceNaHU, UL, IpHUIJIalIeHHEIX Ha 3ace/jaHye; IOBECTKa JHS.

Ecnu KonmdecTBO MPHCYTCTBYIOUIMX Ha 3acefaHUM IpeBhlmIaeT 15 genosek,
B BBOOHOM 4YacTH IIPOTOKOJIa JeNaeTcs CChUIKA Ha CIHCOK, SBIAIOMMIACS
HEOThEMIIEMOH JacThiO IIpoTokona. Hanpumep:

IpucyrcrBoBany: 25 gel. (CITHCOK IPHIATaeTcs).

BBomHas 9acTh NpOTOKOJNA 3aKaHYMBAETCS IIOBECTKOHM [IHA, Cozepialei
TIepeYeHb PacCMATPUBAEMBIX BOIPOCOB, IEPEUUCIIEHHEIX B MOPAAKE X 00CYXKICHUT
C yKa3zaHHeM JOKNauduKka N0 KaXAOMY paccMaTpHBaeMoMy Bompocy. Bormpocs!
NOBECTKH JHA (DOPMYIHPYIOTCS € IPeIOroM «o» («ob»), neyaTaroTcs OT TPaHHIIbI
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JIEBOTO OJIA U HyMepytoTcs apabckumu nudpamu.

B ocHOBHO}I yacTH NPOTOKONA GUKCHPYETCS XOX 3aceJaHus.

3.38. ITomusi# MPOTOKOI CONEPXKHT 3aITHCh TOTO, YTO MPOUCXOAMIO BO BpeMs
3acelaHrs, BKIIIOYas BOUPOCH! K JOKIAAIHKY, OTBETH Ha HHX, BRICTYILIEHHA B XOXE
oOCyXIeHHs BOIIPOCa, pe3y IbTaThl FOIOCOBaHHS O BONIPOCY Y IIPHUHATHIC PEHIEHH.
PexoMernyemsiit 06pasen opopmIiteHus IONHOTO HpoTokona (mpunoxenue Ne 4).

KpaTkue mpoTOKONEI BeIyTCs IPH PACCMOTPEHHH BOIPOCOB ONEPATHBHOIO
xapaktepa. PexoMeHyeMblli obpazeni OQOpPMICHHS KpPaTKOro MPOTOKOJA
(mpunoxenne Ne5). B kpaTkoM HpOTOKONe (GHKCHPYETCS TeMa O00CYXAEHHS,
(amMuITHA JOKITaAYHKa IO BONPOCY M TIPHHSTHIE PEILCHMS.

3.39. OcHoBHasgs 4acTh IIONHOIO IPOTOKOJNA COCTOMT W3 pasfielioB,
TOCBSINEHHBIX BOINPOCaM ITOBECTKH HHA. XOA pacCMOTPEHHST KaXIOro BoIpoca
3anuchIBaeTcs B nmocienosatensaocTy: CJIVIIIAJIM ~ BBHICTYITMIIN — PEHIJIN.

ITocranoBneHue (pemeHue) B TEKCT MPOTOKONA BHOCHUTCS IIOJHOCTBIO B TOH
¢dopmyupoBke, Koropas Oblla NPUHATA Ha 3aceflaHHH; NpH HeoOXOOUMOCTH
HPUBOJATCSA HTOTH TOJIOCOBAHUA: «3a — ..., IPOTHB —. .., BO3AEPKAIOCH — ...».

3.40. IIpoTokon 3aceiaHus TIOJ{TIUCBIBAETCS npeacenareneM
(mpencenaTensCTBYIONMM) M CeKpeTapeM 3acelaHus, eclld HHOE He YCTaHOBJICHO
JIHA.

3.41. Tlpu HeoGXOAUMOCTH KONMH MPOTOKONOB HIH BBIIHCKH H3 IPOTOKONOB
PacCRITAlOTCS 3aHHTEPECOBAHHBIM JIMIAM B DJIEKTPOHHOM BHZE B COOTBETCTBHH
¢ yKasaTeJleM PacChUIKH.

B BhIHCKe W3 MPOTOKONA JOJDKHBI BOCIPOU3BONHTBCS BCE pPEKBH3ATHI
3aroJ0BOYHOH 4acTH MpPOTOKONA, BBOJAHAA 4YacTh, BONPOC IOBECTKH JHA, IO
KOTOPOMY TOTOBHTCS BBEINMHCKA, W TEKCT, OTpaXarommil oOCyxaeHHe BOmpoca H
TIPUHATOE pelIeHue.

3.42. HenoBoe (ciyxeGHOe) MHCHMO roTOBATCA Ha GnaHke muceMa. IIpu
COCTaBACHHH MVCeM 0(GOPMIIIOTCS PEKBH3UTEL: afPeCcar, 3arojioBOK K TEKCTY, TEKCT,
MOANUCH, OTMeTKa 00 WCIoNHUTEeNe, B HEOOXOAUMBIX CiyuasX — OTMeTKa
o npunoxeHnd. PexoMeHnyeMblii oOpaser; OGOpMIEHHS NENOBOTO IHCEMA
(npunoxenue Ne 6).

3.43. Ecnu nuceMo ABISETCS OTBETOM Ha NMOCTYNHBIINH 3aIpoc WM Npock0y,
3aONHAETCS PEKBU3HUT «CCBUIKA HA PETHCTPAIMOHHENL HOMeD U JaTy MOCTYITHBILIEro
TIHCHEMaY.

HauMeHoBaHue BHAa HOKyMeHTa (IIHCEMO») H PasHOBHIHOCTh IHCEMa
(nanpuMmep, «mpoce6a», «MHPOPMALHMOHHOEY, «(CONPOBORUTENLHOE», «3aIpOCy,
«HAOMHHAHUEY) B IENOBBIX (CIy)KeOHbIX) MIChMaX He YKa3bIBAIOTCA.
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Ecny nuceMo HamlpaBisercs ajgpecary [0 3JIEKTPOHHOM moute wik no dakcy
6e3 OCHUIKH IO II0YTE, BMECTO MOYTOBOTO afipeca YKa3sIBaeTCsl aipec JIIEKTPOHHOM
TOYTHI UM HOMep TenedoHa-daxca.

3.44. JlenoBoe (ciyxebHOE) NMHCBMO HOKHO OBITH IIOCBSIIEHO OJHOMY
Bonpocy. Ecmm Heobxoammo o0paTHTbCS B OpTraHH3allii0 OMHOBPEMEHHO MO
HECKOJIBKHM BOIIPOCAM, PEKOMEHIYETCS COCTABUTEH OTHENBHOE MHCHMO IO KaKIOMY
U3 HUX.

ITuceMo MOXeT KacaThCsl HECKONBKUX BOIPOCOB, €CIIM OHH B3aUMOCBS3aHEL

3.45. B omHOM MHCEME He NOIDKHO OBITH Gollee YeTHIpeX aJpecaToB, IIPH 3TOM
OCHOBHOH azmpecar yKa3blBaeTCd IIEpPBBIM, OCTaJBHBIM ajgpecaTaM IHCHMO
HAIIpaBIsAETCs IS CBeJCHMS.

ITpy HeoOXOIMMOCTH HANpPaBUTh NHUCHEMO GONBHIEMY KOJIMYECTBY aApEcaTos,
TOTOBHUTCS CIIHCOK PACCBUIKH, U IMHChMa PAacChUIAIOTCS O CIHCKY.

3.46. Ilpu cocrtaBneHWM [ENOBBIX IIHCEM HKCIIONB3YETCA BCTYNHTENHHOE
oOpaleHye M 3aK/FOYMTENbHAs OSTHKETHAs (pasa B COOTBETCTBHH C IYHKTOM
2.43 TlpuMepHOH UHCTPYKLHH.

3.47. TekcT nuchbMa M3NAracTcs:

oT 1-ro MDA MHOXECTBEHHOTO 4UHCNA (IIPOCHM...», «MpeIIaraeM...»,
«HAIIOMHHAEM. ..»);

oT 3-To JIMIa eIUHCTBEHHOro YHCia («NPeANpUATHE CIUTAECT BOSMOXHEIM ...»,
«UHCTHTYT He pacIojiaraeT BO3MOXHOCTHIO ...»);

oT 1-ro JMIA €AWHCTBEHHOrO YMcna («Ipouly ...», «HpPEIarai ...»), €cid
IICEMO odopMIIseTcs Ha JOJDKHOCTHOM OllaHKe.

3.48. Ecnu npoekt jenoBoro (ciayxe6HOro) mMuchMa HampaBIIeTCs afipecaTy
110 TI0YTE, IIPOEKT FOTOBHTCA B ABYX 3K3eMIULIpax: OMHH 3K3eMIULIp odopMiIseTcs Ha
OnaHKe, BTOpOH OK3EMIUIp, TpefHA3HA4YEHHBI JUIT BU3MPOBaHHWA) — Ha
CTAHJAPTHHIX JIUCTaX OyMaru.

HenoBoe (ciryxe0HOE) NMCHMO A0 MPE/ICTABICHAS HA TOANUCH HOKHO OBITH
COTIIacOBaHO (3aBH3HPOBAHO) CO BCEMH 3aHHTEPeCOBaHHBIMH JiHiaMH. CornacoBaHue
(Bu3uMpOBaHME) JENOBBIX IHCEM INPOBOAHTCE B COOTBETCTBHHM C IIYHKTaMH
4.1 —4.11 IlpumepHO# MHCTPYKIIHH.

3.49. [enoBoe (cinyxeGHOE) DHMCHMO TMONMMCHIBACTCA PYKOBOIWUTENIEM
OpraHM3alli¥l WM HHBIM YIIOJHOMOYEHHHIM MM JHLoM. IloamucaHHoe aenoBoe
(cyxebHoe) MUCEMO NMOANEXHUT PETHCTPAUK H OTIIPABKe.

He pomyckaercs OTHpaBiiTh afpecaTaM HHChMa, He HMeOINME Harhl H
PETHCTPAIIOHHOTO HOMepa.

3.50. Ilocne nmoanucaHus NMHCbMAa M €T0 PETHCTPALMHM 3K3EMIUIIP IHMCHEMa
¢ BH3aMH 3aHHTEPECOBaHHBIX JIHII IIOMENaeTCs B JIENO.
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3.51. AKTBHl COCTaBISIIOTCA HAa OCHOBE YTBEP)KACHHBIX OpraHaMH BIACTH
yHHQUIHPOBaHHKIX ¢dopM mimm B cBoGomHON (opMe B LeNsX MNOATBEPXKICHHS
(aKToB, CBS3aHHBIX C JIEATENBHOCTHIO oOpraHu3anuu. PexoMeHmyembrii ofpaser
otopmieHnd akTa (mprmioxeHune Ne 7).

3.52. Ilpu cOCTaBICHHM AaKTOB HCIONB3YIOTCS PEKBHU3UTHI: HAMMEHOBAHHE
opraHu3alyii; HAMMEHOBaHHEe BHAA JOKYMEHTa; AaTa JOKYMEHTa; PErdCTPaldHOHHBIA
HOMEp JOKyMEHTAa; MECTO COCTABJICHHSA WIH M3JaHUA AOKYMEHTa; 3arojloBOK K
TEKCTY; MOLIHUCh.

3.53. Jlatoli akTa sBIAETCS JOaTa COCTABJIEHHA aKTa U TIOAMHCAHMA €ro
COCTABUTEISIMH.

Ecmn ¢opmoii axkTa INpemyCMOTPEHO ero YTBEpXKIEeHHe PYKOBOIAUTENEM
OpraHM3alluyl MM HHBIM YIIOMHOMOYEHHHIM [ODKHOCTHEIM JIMIIOM, HOAaTo# akra
SIBJISIETCS JIaTa ero YTBePXKACHHU.

3.54. B BBOJHOM 4acCTH aKTa B UMEHUTEJILHOM I1aJieXxe YKa3hIBAIOTCS:

OCHOBaHHE  COCTAaBIEHHs  aKkTa  (JIOKaJIbHBI  HOPMAaTHBHBEIA  aKT;
PAacIIOpAAUTENbHBIH TOKYMEHT OpraHu3anuy (IpHKa3, pacHopsDKeHHe); (GakT Wid
co0bITHE, [TOCTY)XUBILIEe OCHOBAHHEM Il COCTABICHUS aKTa);

COCTaBHUTEJH aKTa (IepeuncisiioTcs nociie cnoBa «CocTaBlleH» ¢ yKa3aHHEM
IOIDKHOCTEl, HauMeHOBaHWil OpraHM3aliil, €cld COCTABUTENH SABIAIOTCA
HpeIcTaBUTeNsIME Apyroi opranusauuy, GaMuiuii 1 HHAIHAJIOB).

Ecnu akt cocTaBiieH KOMUCCHei, epBoii yka3pIBaeTcs haMIIIHs pefceaaTens
KOMHCCHH, 3aT€M YIEHOB KOMHUCCHH B alipaBUTHOM HOpPAAKE.

3.55. B TekcTe axTa H3NararoTcs LENd U 3aa4M COCTABIICHHS aKTa, CYI{HOCTb,
XapakTep, METOABI ¥ CPOKH [IPOAENIaHHOH paboTEHl, €€ pe3yIbTaTHl.

IIpn HeOOXOAUMOCTH aKT MOXET COJEPKATh BBIBOJBI M peKOMEHAAWH.

B 3amounTensHON 9acTH akTa yKa3hlBalOTCS KOJNMYECTBO MOATOTOBIECHHBIX
SK3EMIULIPOB aKTa M MECTOHaXOXAEHHEe KaKIOoro sk3eMiuLipa. KommdgecTBo
9K3EMIULIPOB aKTa ONpeleNseTcs] KOIUYECTBOM CTOPOH, 3aUHTEPECOBAHHEIX B €0
COCTaBIICHWM, WJIA HOPMAaTHMBHEIMH TpeOOBaHMAMM, perIaMEHTHPYIOIINMH
coCTapJIcHAE aKTOB KOHKPETHOH pa3sHOBUAHOCTH.

3.56. DK3eMIULIpBl aKTa MONMHUCHIBAIOTCA BCEMH WICHAMH KOMHCCHH (€CiH
aKT COCTABIANICA KOMHECCHell) WIH COCTaBHUTESIMH H, INIpH HeOOXOIUMOCTH,
MPUCYTCTBOBAaBIIMMMY JIMIIAMH.

Ipu moanucaHuy akTa MpelcenaTeneM M diIeHaMH KOMHCCHH HaUMEHOBAaHUA
HX JOJDKHOCTEH He yKa3bIBaIOTCs.

OcoGoe MHEHHE COCTAaBHTENIl aKTa H3JaraeTcsi Ha OTJeNBHOM JHCTe,
HOATIMCHIBAETCS M IpUIaraercs K aKry.

3.57. Ecnu 3akoHomartenbcTBoM Poccuiickoit Pepmepanuu IpemyCMOTpPEHO
O3HaKOMJIEHHE C COJICp)KaHUeM aKTa JIML, YIOMSHYTHIX B aKTe, IO MOANMCH, Ha
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MOCJIeHEH CTpaHMIle aKTa IIpOCTaBiseTcs O3HaxoMutTenbHas Buza «C axToM
o3HaKOMJIEH(bI)», TPH 3TOM YKa3bIBAlOTCS HAMMEHOBAHHS [OJDKHOCTEH, JIHYHEIE
HOANMCH, pacliMppOBKH NOAIHCeH, NaThl O3HaKoMileHws. JIuma, KOTOphle
3HAKOMATCS C COREPXKAHHMEM aKTa, MMEIOT IPaBO He COITIACHUTHCI C COAEpIKaHHeM
aKTa B IEJOM MIH €ro OTACNBHBIME IOJOXEHHSAMM, YTO JOIDKHO OBITH
3a()HKCHPOBAHO TIPH O3HAKOMIIEHHH C aKTOM.

3.58. Hokmanmmas (ciuyxeOHas) 3alicKa HCIONB3YeTCS JUIS OIEPaTHBHOTO
HHOOPMAIIMOHHOTO ~ OOMeHa  MeXJly  CTPYKTYPHBIMH  [OJApasieleHUsIMH
U DYKOBOZCTBOM. PekomeHmyeMmble o0pasmbl ohopMiIeHMs NOKIaJHON 3amuMCcKH
M CTyxeOHOH 3amucKe, MHOJATOTOBIEHHOM HAa OCHOBE 3ICKTPOHHOTO MIabioHa
(mpuoxenns Ne 8, 9).

3.59. OGs3aTenbHBIMM  pEKBU3HTaMM HOKIagHOH (CimyxeGHOH) 3anucku
ABIAIOTCA: HaUMEHOBaHME CTPYKTYPHOTO NOJpa3fiefieHHs, HaHMEHOBAaHHE BHIA
OOKyMeHTa (DoKiamHas 3amvcka, ciyxeOHas 3amucKa), Nara, 3aroJIOBOK K TeKCTY,
afipecart, TeKCT, MO/IHCh.

3.60. Ilpu anpecoBaHHH HOKIafHHX (CIyXeOGHBIX) 3allHCOK YKa3bIBAlOTCA
B JaTeNbHOM MNalexe MOKHOCTh JIMIA, KOTOPOMY aJpecOBaH NOKYMEHT, (haMumms
¥ varanel. Hampumep:

3aMecTHTENIO reHepalIbHOro
aupextopa ®BY «Haumenosanue

OpraHu3aNIm»
®amvmmsa 1.0.

HIHA:

PyxoBoguremo JlenapramMeHTa
MHGOPMANMOHHEIX TEXHONOTH
®ammng U.0.

3.61. HNoxnagubie  (cayxeOHblE)  3amMCKH  MOIYT  COCTaBJIATHCH,
PaccMaTpUBaThCS W XPaHUTBCSA B TEUCHHE YCTAHOBICHHOIO CPOKa HCKIIOYMTENILHO
B 3IeKTpoHHOM BHIe B COI.

Ilpn opraumsauuu paGoThl ¢ JOKIAAHBIMHA (CIy>KeOHBIMH) 3allECKaMH
B OJICKTPOHHOM BHIE WCIONB3YIOTCA DJIEKTPOHHBlE INAGNOHK JOKNafHOA H
CIyXeGHOMH 3aIHCcoK.

3.62. Tekct JoxnaaHo# (cayxeGHOMH) 3aMCKH, B 3aBHCHMOCTH OT CJI0XKHOCTH
COIep)KaHUA W IPUBOJMMOHN apryMeHTallH, COCTOMT M3 OJHOM, JBYX HIH TpeX
YJacTei:

B 11€pBOJ 9aCTH W3NAaraloTcs NPHYMHEI, (haKTH HWIM COOBITHS, MOCTYKHBIIHE
TIOBOJIOM IUUISL COCTABICHMSA JIOKYMEHTa;
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BO BTOpOH 4YacTH JaeTcd aHalW3 CJIOXKMBIIEHCS CHUTYalldHd, BO3MOXHEIE
BApUAHTHI € PeIICHNA;

B TpeTheil 4acTy u3NaraloTcs BEIBOJEL

3.63. Peructpanus IOKNAAHBEIX M CHYXeOHBIX 3allCOK OCYWIECTBIAETCS
B CO/I, mpu orcyrctBum COJl — B CTPYKTYpHOM MOIpa3[eNeH|, OArOTOBUBILEM
JOKYMEHT.

3.64. lenoBele NMCBMA, HalpaBIIeMble 3apy0e)XHBIM KOPPECIIOHAEHTaM
(BTOM umcne ajpecaTaM TOCYHapcTB — ObIBnx pecmy6muk B cocrae CCCP),
otopMisIOTCS Ha OJ1aHKe ITHChMa OPTaHW3aii ¢ PEKBA3UTAMH Ha PYCCKOM M OHOM
U3 HHOCTPAHHBIX S3BIKOB.

3.65. IluceMo, HampaBuseMoe 3apy0OeKHOMY ajpecary, COCTAaBISETICS Ha
PYCCKOM sI3BIKE, IPOXOJUT COITACOBAHHE CO BCEMH 3aMHTEPECOBAHHBIMHU JIMIIAME
OpraHM3alliy, IOCJe Yero IHCHMO HEePEeBOAHTCS HA OAUH W3 HHOCTPAHHBIX S3BIKOB
(sBBIK  afipecaTa WM aHINMHCKHUM SA3BIK) U odopmisieTcs Ha ONaHKe MHUCBMA,
IpeJHa3sHAYeHHOM AJIS IEePEICKY C 3apyOe)KHBIMI KOPPECIOHAEHTaMH.

HOJ.UII/IHHHK nHCbMa, O(I)OpM.TIEHHLIf;I Ha OJHOM H3 HHOCTPAHHBIX A3BIKOB,
TOJDKEH OBITh HICHTHYEH TI0 COAEPIKaHMIO SK3eMILLIPY Ha PYyCCKOM S3BIKE C BH3aMH
3aMHTEPECOBAaHHBIX JIHIL.

3.66. Ha monmnwick pyKOBOAMTENIO HPEIACTABIMIOTCA: 3K3EMIUIAD NHCbMa
3apy6eKHOMY KOppecHOHAEHTY, obopMiIeHHEI Ha GilaHKe, KOS JAHHOrO NHAChMa
Ha CTaHAAPTHOM JHcTe OyMarW ¢ BU30H HCIOJNHWTENs, SK3eMIUIAp NHCBMa Ha
PYCCKOM AI3BIKE ¢ BU3aMH 3aHHTEPECOBAHHBIX JIHIY,

3.67. Ilocne  moAmuwcaHHA  NHCbMa  PYKOBOAMTENEM  MIH  MHBIM
YTIOTHOMOYEHHBIM UM JTHIIOM:

9K3EMILTAp NUChMAa, OQOPMIICHHEIH Ha OIaHKe, OAIUCAHHEIH PyKOBOAUTENEM
H 3aperucTpuposalHiil B Ciryx0e Jelonpon3BOACTRa, HAPaBIIETCA afpecary,

KOIHUs MMACEMa ¢ BU30M HCTIONHUTENS U SK3eMIULIp NHChMAa, COCTABIECHHEIH Ha
PYCCKOM $3BIKE, C BH3aMH 3aMHTEPECOBAHHEIX JIMI] IIOMEIIAIOTCA B JETIO.

3.68. IluceMa, HampaBiseMBle 3apyGeXHBIM ajpecaTaM, NO/DKHBI HMETh
PEKBH3HTHI: afpecaT, JaTa, PeriCTPaliOHHEIA HOMep, TEKCT, MOAIKUCh.

Ilpn BeoOxomuMmocTH MoOryT OGQOPMISTBECS PEKBH3UTBL «CCBUIKA Ha
PErucTpaLHOHHBIH HOMEP W J[aTy HOCTYIIMBINETO MHChMA» H «3ar0IOBOK K TEKCTY».
Ha xonnu nuckMa, nomMemaemoii B €10, JOMOJNHUTENBHO MPOCTABIAETCA OTMETKa 06
HCHIOJIHUTENE.

3.69. PexBusur «ampecat» oQopMILeTcs CrpaBa MOJ PEKBU3MTAMH OllaHKaA.
AppecatoM IECEMa MOXeT OBITh OpraHu3anis HIH KOHKPETHOE JIHLO.

Ecnu nucbkMo anpecoBaHO OpraHM3aliMM, CHadala JaeTcs €e HaWMEHOBAaHME,
3aTeM — TMOYTOBHIH ajfpec B IOCIHCAOBAaTENBHOCTH: HOMEP JIOMAa MM 3/IaHHA,
Ha3BaHHe YITHIBL; HA3BaHHE ropojia; CTpaHa.
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Kaxapiii sneMeHT aapeca NUINETCS Ha OTAENbHOM cTpoke. Haspanue ropoza,
KaK TIPaBIIIO, [Ie4aTAETCs IpOorMcHEIMI OykBamu. Hanpumep:

Brook & Son Toymakers
61-71 Steel Street
BRIDGETOWN

BR61 7RE

US.A.

CnoBa Avenue, Street, Place u uHBIe B aJipece IHIIYTCA C IPOIUCHOM OYKBBL.
Ilpu odopmneHn: mouYTOBOrO ajgpeca 3apyOeKHBIM KOPPECHIOHAEHTaM
TMYHKTYalus He UpUMeHseTcs.
Ilpr anpecoBaHMM IHCEM HEOOXOMMMO YUYHTHIBATH TPANWLHMH, XapaKTepHEIE
JUIL OTHENBHBIX CTpaH (Hampumep, B BenuxoOpuranuu mocie ykasaHHS ropoia
MoxkeT 65T ykazaHno rpadctso, B CIIIA - Ha3BaHue [ITaTa).
Ecnr B HasBaHMH HpPMBL INPUCYTCTBYeT GaMmiui Jmna (HampuMep,
W. Edward & Co., Ltd), nepex HassanueM GUpMBI IPHHSTO CTABUTH CIOBO Messrs
(coxpamenue ot Messieurs — rocmoza).
Ecinu nuceMo afipecyercs KOHKPETHOMY JIHLY, epef Ha3BaHWeM OpraHU3alil
YKa3bIBarOT GaMHUIIHIO U JOIDKHOCTh pabOTHHKA HITH €70 HOMKHOCTb.
Hanpumep:
Mr. Andrew Roach
Sale Manager
Super Toys Ltd
Chatfield Road
NEWTOWN
NE12 0LD
U.S.A.

3.70. B nmceMax 3apyOexxHBIM ajpecaTaM JaTa OQOpMIAETCS CIOBECHO-
nubpOBEIM cIIOCOGOM B IIOCIENOBATENFHOCTH: JEHb MECAIa, MECSH, TOJl.

Hampumep: 24 saBaps 2017 1.

Ilpu cocrasieHUU MUCHMA HA AHITMHCKOM S3BIKE JOIycKaeTcs odopMicHHE
JaThl B IIOCNEZI0BATENBHOCTH: TOX, MECI, IeHEL MecAna.

Hampnmep: 2017, January 24.

3.71. B mmceMax 3apyGexHBIM ajpecaTaM HCIOJNB3YIOTCH BCTYHUTENBHEIE
obparieHus 110 JOKHOCTH Mty 1Mo haMuiIny agpecata. Hanpumep:

YBaxaeMslli rocrionuH Toprosetii coBeTHHK!

VaxaeMeIl rocrionun Anrenos!



39

3axaHUMBaeTCA HHCHEMO 3aKIIOYMTETHHON STUKETHOMH tpazoit
«C yBaXeHHEM, ...».

IV. CornacoBanue nNpoeKTOB JOKYMEHTOB.
TTonmucanve (yTBepXKaeHHE) NIPOEKTOB JOKYMEHTOB

4.1. CornacoBaHue NpoekTa JNOKyMEHTa HPOBOJHUTCA O €ro NOANMCAHUS
PYKOBOIMTENIEM B LEINSIX OIEHKU COOTBEICTBUS IPOEKTa 3aKOHONATENBCTBY
Poccuitckoit Penepauny, TOKaNbHBM HOPMATHBHBIM aKTaM OpraHH3aluH, KauyecTBa
4 5QHeXTHBHOCTH NIPEATaraeMOoro PeIIeHH.

CornacoBaHue IIPOEKTa JOKYMEHTa OpraHM3YeTCs HelOCPeACTBEHHEIM
HCIIONHHUTENEM (COCTaBUTENIEM) ¥ DPYKOBOLMTENEM NOApPa3ieeHUs-ACIONHUTENS
H IIPOBOJUTCA B HIpeeNaX yCTaHOBICHHOTO CPOKa HCIIONHEHHS.

4.2. Tlpu Hanuunu B opranusamuy COJ] coriacoBaHMe NPOEKTOB TOKYMEHTOB
OCyIIECTBIAETCS B aBTOMATH3MPOBAHHOM peXHMe IOCPEACTBOM HaNpaBleHHS
IIPOEKTOB  JOKYMEHTOB JIMIIAaM, HA3HAYEHHBIM B Ka4eCTBE COIVIACYIOLIHAX,
u odopMITeHHUS pe3ynbTaToB cornacoBaHusa B COJL.

ComtacoBaHHE TPOEKTOB JOKYMEHTOB MOXET OCYHIECTBISTHCS HOCPEICTBOM
KODIIOPATABHOM OJEKTPOHHOM IMOYTH W OGOPMIIEHHS WCIOJHATENeM JIACTa
COTNIacOBAaHUA C IIPUIIOKEHHEM INEKTPOHHBIX COOOINEHMWit JIM, yJacTBOBABIIAX
B COIVIACOBAHMH NPOEKTa JOKYMEHTa.

4.3. CornacoBaHHe MPOEKTOB IOKYMEHTOB ¢ pabOTHHKAMH OpraHM3alliH
WHnM JAPYTMMH OpraHu3auusAMH OPraHM3yeT WCHONHWTENh [OCHE COrTACOBAHW
BpafoyeM TMOpANKE TPOeKTa HOKYMEHTa ¢ pPYKOBOIWTENEM CTPYKTYPHOTO
mozmpasfeNieHHss W B COOTBETCTBHM C HHCTPYKHMEH IO JeJONPOH3BOICTBY
OpraHM3alUM WK WHBIMY JIOKAJNbHBIME HOPMATHBHBIMH aKTaMH, PEryJIHPYIOIIIMH
TPOLIECC COTIACOBaHHU (BU3HPOBAHMA) POEKTOB JOKYMEHTOB.

4.4. TIpoexTsl JOKyMEHTOB COrIaCYIOTCA:

HENOCPEACTBEHHBIM HCHOJIHUTENEM M PYKOBOAWTENeM NOApa3ZelcHHUs-
HCTIONHUTEIS;

COHUCIIOIHUTEIMH (TIPH UX HATHIHH);

PYKOBOAMTENAMU CTPYKTYPHBIX IOZpasfeNeHul, pabOTHHKaMH OpraHH3aIliH,
HampaBjieHus JIeITeJIbHOCTH WW (YHKOWOHANBHEIE OOS3aHHOCTH KOTODBIX
3aTparuBaloTCs B NpOEKTe NOKyMEHTa W/MWIH KOTOpHE YKa3aHBl B IIPOEKTe
JOKyMeHTa B KadecTBe HCIONHHTENel (B cloyuae BpEeMEHHOIO OTCYTCTBHA
PYKOBOAMTENS TORpa3deNieHHd TPOEKT HOKyMEHTa BH3HpPYET JHIO, BPEMEHHO
HCTIONHSAIONEE ero 00A3aHHOCTH);
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3aMECTHTENIMH PYKOBONHTENS OPraHU3aUH, KYpUPYIOIIUMH 3aTPOHYTHIE
B TIPOEKTE HNOKYMEHTa BOMPOCH (€CTM JOKYMEHT IOAMMCEIBaeTca (YTBEpPXKIaeTcs)
PYKOBOIHTENIEM OpraHu3alun);

ropuaraeckoii cyx6oii (mpoexros JIHA, mpoexToB Mprka3on);

Cunyx60§1 nenonpon3BoJCTBa.

TIpoexTsl JOKYMEHTOB, pealH3allus KOTOPHIX TpeGyeT (HHAHCOBBIX 3aTpar,
COTNIACOBBIBAIOTCA ¢ (PHHAHCOBBIM HOApa3IeIcHUEM.

He nomyckaercss HampaBISITh Ha COIVIACOBaHHME IIPOEKT JIOKYMEHTa
OIHOBPEMEHHO ABYM HIH Golee paGOTHMKAM OJHOIO CTPYKTYPHOIO MOAPA3/ieNeHus.
B xadecTBe JMI, COIMACyIOIX TIPOEKT JOKYMEHTa, MOJDKHBEI BBICTYHATh
TPEHMYILIECTBEHHO PYKOBOJUTEIHN CTPYKTYPHBIX IOAPA3AeIeHHA.

4.5. BremHee  coracoBaHMe —IIPOeKTa  JOKYMEHTa  OCYIIECTBIIIETCS
HOCPEJCTBOM HAIpaBleHHS NPOeKTa B APYryI0 OPTaHU3aIMIO C CONPOBORUTEIBHBIM
IIMCEMOM, B KOTOPOM YKa3hIBAaeTCS CPOK COINIacOBAHMA.

Ecnu  opraHuzanyu, COMNACyOUIMe NPOEKT  JOKYMEHTa,  SBIAIOTCS
yuactHUKaMH oxHoil COJI, cormacoBamme Moxer Opith mpoBeneHo B CDJI 6es
HanpaBlCHUs CONPOBONAUTENBHOIO IIMCBMa MW OJHOBPEMEHHO C BHYTPCHHUM
COTJIacCOBaHHEM.

4.6. Cpoku cOITIacOBaHMS NOKYMEHTOB YCTaHABJIMBAIOTCS WHAWBHAYAILHOM
HHCTPYKIHEH IO JENOTPOU3BOIACTBY HW/WIM HHEIMH JIOKQIGHBIMH HOPMATHBHBIMHA
aKTaMM B 3aBHCHMOCTH OT BHZAa NOKyMeHTa H 00BeMa MOKyMeHTa, BKJIIOYas
TPUITOKEHHS K HeMy. CPOKH COTNIacOBaHMS JOKYMEHTOB COCTABIAIOT |:

TIPOEKTHI AENOBBIX (CIyXeOHBIX) MHceM — 1-3 paboaux maus;

IPOEKTHI IPUKA30B Oe3 MpHIIoKeHui — 1-3 paGouux nHs;

HPOEKTHI IIPHUKA30B C NMPHJIOKEHUAMHA COPABOYHOTO Xapaktepa — 3-5 paboymx
JIHE;

NPOEKTHl IIPUKA30B C TNPWIOKESHHEM JIOKANBHBIX HOPMATHBHBIX aKTOB
B 3aBHCHMOCTH OT HX 00beMa (He Gonee 50 crpanui) — 5-10 pabouux mHel;

TIPOEKTHI JOKAIBHEIX HOPMATHBHEIX aKTOB, YTBEPKIAEMEIX HENOCPEACTBEHHO
MOITHCRIO pyKOBoxuTeNs (He Gonee S0 crparun) — 5-10 pabodnx nHel;

TIPOEeKTHl IPOTOKOJOB 3acefanuii (coBellaHuii) MpHU HEOOXOMMMOCTH WX
COITIaCOBaHHS, B 3aBUCHMOCTH OT 06beMa JoKyMeHTa — 1-3 pabouux aHs.

Cpoxu cOrmacoBaHds OPOEKTOB JOKYMEGHTOB, HANpPaBIsIEMBIX Ha BHEIIHee
COTJIACOBaHHUE He JIOJDKHEI COCTaBIIATS Goiee 30 KaleHIapHEIX HHel.

B KOHKpETHBIX CIyd4asX B 3aBUCUMOCTH OT COAEPKAaHWA M Ha3HA49CHHA
JOKyMEHTa CPOK COIVIaCOBAaHMS MOXET OBITh COKpallleH MIIM YBEJIHYEH 110 pEelIeHHIO

Y MuauBuayanbHOM MHCTpyKUMeH MO JENONPOM3BONCTBY MOTYT OBITh YCTAHOBIEHbl HMHblE CPOKH
COIJIacOBaHMUS IPOCKTOB JIOKYMEHTOR.
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PYKOBOZHTENS, KypUPYIOIIETo HanpaBleHHe AEsSTebHOCTH, 110 KOTOPOMY TOTOBHTCS
MPOEKT PeLIeHn .

4.7. Odopmrenue pesynbraroB coriacoBaHus JIHA H pacmopsmdTenbHBIX
JIOKYMEHTOB OCYIIECTBIIETCS B BHIE BHU3, IPOCTaBIIEMBIX 3aHHTEpPECOBaHHBIMH
JIMIaMH Ha IIOCNeIHeM JHCTe IpoeKTa HOKyMeHTa (Ha eTo JHLIEeBOH HiH 060poTHOH
CTOpOHE) WM Ha OTHENHHOM JIMCTE COINIACOBAHMS, SBILIONIEMC HEOThEMIEMOI
4acThl0 JOKyMeHTa. OTMeTKHM O corilacoBaHHM (rpu¢ COTIAcOBAHWSI M BH3HI)
0o(OpMISTIOTCS B COOTBETCTBHH C IyHKTamu 2.45, 2.46 TIpuMepHOH HHCTPYKIIMH.

Ilpu coriacoBaHMM JENOBEIX (CIyKeOHBIX) MHCeM BU3BI IIPOCTABIAIOTCS Ha
KONMH NHChMa (BHU30BOH 3K3eMIULIP), KOTOPBIH MOCNe MOANMWCAHUS NOJIMHHHWKA
IHMChMA M €ro perucTpaliM IOMem[aeTcs B Jiello, MK Ha 000poTe MOJIMHHHKA
IHCHMa, €CITH IMUCHMO HampaBIMeTcsa afpecary Io (akcy WiIH 3MeKTPOHHOH IodTe.
DTOT XKe 3K3eMIUIAP MMCHMA TIOCKe OTIPABKH ajpecary (o (akcy WM 3IeKTPOHHOHK
T0YTe B BHJIE 9JIEKTPOHHOM KOIHH) HOMEIAETCs B JElO.

IIpoeKTHl MPOTOKOIOB BU3UPYIOTCS JHIAMH, BBICTYNABIIMMH Ha 3aC€NaHHH
(CoBeMIAHHM) ITyTEM IIPOCTABIEHHA BU3BI Ha JIEBOM IIOJIe NOKyMEHTa HaIpOTHB
3aIliCH BBICTYIUIEHHS] COOTBETCTBYIOMIETO pabOTHHKA.

4.8. CormacoBaHue NPOEKTOB JOKYMEHTOB MOXeT ocymecTBisAThca B COJI.
Ilocne 3aBepmeHHs NPOUEAYPHl COTNAcOBaHWA (IPH CO3NAHAHM IONTHHHHKA
JOKyMeHTa Ha 6yMaxXHOM HOCHTeIe) JIUCT COrNacoBaHus pacrnedaTsiBaerca u3 COJ,
TPUKNaAbIBaeTCA K IIPOEKTy HOKyMEHTa M TNpeACTaBiAsSeTcs Ha MOMONHCH
PYKOBOZHTEIIO OPTAaHH3AIMH (MHOMY YHOIHOMOYEHHOMY MM JIHILY).

CoracopaHne  BHYTPEHHHX  IOKyMEHTOB,  CO3LaHHe,  XpaHeHHWe
¥ UCIIONB30BaHue KOTOPHIX ocymmecTBigercs nocpencTsoM COJI, npoBoautes B COJI
B BIIEKTPOHHOM BHZE.

Ilpn cornacoBaHMH IIPOEKTOB BHYTPEHHHX [HOKYMEHTOB, CO3AAHHBIX Ha
OyMa)XKHOM HOCHMTENE, BH3bl ITIPOCTABIIOTCA HEMOCPEACTBEHHO Ha IIpOeKTe
JOKYMEHTa.

4.9. Ilpu BHenHeM COIJIACOBAHHH, NIONYyIeHHOM ITHCHMOM, HIIH COTJIaCOBaHHH
MPOEKTa JOKyMEHTa KOIUICTHAJIbHBIM (COBEHIATENHHBIM) OpraHOM C (HKcanuei
pelieHuss O COIVIaCOBaHHH B IPOTOKOJE 3aCENaHHsd HCHONHUTENs odopMisieT Ha
NpoeKTe JOKYMEHTa MM B JIACTE COIIaCOBaHNS TPU( COrNIacOBaHUSA B COOTBETCTBUH
¢ myHKTOM 2.45 IlpumepHoit mHcTpyKumu. IluceMa o0 corflacoBaHHH (BBIMHCKA H3
TIPOTOKONA) IIPHIIAraloTes K IPOEKTy AOKYMEHTa,

4.10. B xoxme cornacoBaHWA NpOEKTa NOKyMeHTa paGOTHUK, COTNACyOUIMi
JOKYMEHT, TIPHHAMAET OJHO U3 CIEAYIOIHUX peleHui:

COIJIacoBAaTh IPOEKT JOKyMeHTa 6e3 3aMeuaHuii;

COTTIacoBaTh NPOEKT NOKYMEHTA C 3aMeYaHHAMH;

OTKJIOHHUTH HPOEKT JOKYMEHTa;
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yKa3aTh, 4TO HE HMEeT OTHONIEHHA K IIPOeKTy NOKyMeHTa (pacCMOTpEHHE
BOIpoca, MO KOTOPOMY IIPHHHMAETCS peINeHHWe, He BXOMUT B OOA3aHHOCTH
paboTHuKa).

Bo3spakeHHs 1O IIPOEKTy IpHKa3a (PAacloOpsKEHHS), BO3ZHUKAIOM(HE IIPH
COTJIaCOBAaHMM, H3NIaraloTcsi B CIpaBKe, KOTOpas NpHiaraercsi K IMPOEKTy, HIIH
BHocutcs B CO/L.

Ecnu mpoekT JOKyMeHTa COI7acoBaH ¢ 3aMEYaHHWSAMH, 3TO O3HAYaeT, YTo
3aMeyaHusA HOCAT PENaKIHOHHBIA XapakTep, M MOCHe HX IPUHATHA HCIONHHTEIEM
TIPOEKT He TpeOGyeT HOBTOPHOI'O COTIaCOBaHMSI.

IpoexT ZOKyMeHTa OTKIOHSETCS JIUIOM, COTJIACYIOLINUM JOKYMEHT, B CIyJasx:

HaJIM4HSA CyIeCTBEeHHBIX 3aMeYaHMIl 110 IPOEKTY JOKYMEHTa;

HECOTJIaCHs C IPOEKTOM JOKYMEHTA.

4.11. HecornacoBaHHEI{ TPOeKT MAOKyMeHTa TpeOyeT nopabGoTKH IO
BBICKa3aHHBIM 3aMEYaHHAM, epeodOpMICHHS H IOBTOPHOTO COTNIACOBAHHS.

4.12. Eciu npu popaboTke NpoeKTa JOKyMEHTAa HCIIONHHTENb NPHHHMAET
pellleHHe He YYMTHIBATH 3aMedaHHe (3aMedyaHWd) JiAna (UML), Y4acTBOBaBIIMX
B COITIACOBAHMH, HCHOJHHUTENIEM TOTOBHTCA peecTp HEydYTeHHBIX 3aMeYaHuid,
KOTOpHIi BMeCTe C NpPOEKTOM [JOKYMEHTAa MpeJCTaBIIeTcs PYKOBONHUTENO
OpraHM3allid HWIM HHOMY YIOJHOMOYEHHOMY WM IOJKHOCTHOMY JHLY,
HoNHCHBaoneMy (yTBepXkIaionieMy) NOKyMEHT. Peectp HEyUTeHHEIX 3aMedaHMit
TIOIIUCEIBASTCS PYKOBOJUTEIIEM CTPYKTYPHOTO NMOpA3ACIIeHUA-HCIIOMHATES.

4.13. Pemenue o ToM, IpHHAMATH HJIH HE PUHUMATh HEYUTCHHEIE 3aMEYaHMs
TIPUHUMAET PyKOBOIHTEINb.

B cnyyae ecnit pyKOBOAUTENS NIPHHAMAET PeIieHHe 0 HEOOXOMUMOCTH Y4eCTh
3aMevYaHMs, OTKIOHEHHBIC HCIOJHHUTeNeM, HCHONHUTENb JAopabaTsBacT IPOEKT
JOKyMEHTa B COOTBETCTBHH C BEICKA3aHHBIMH 3aMeYaHUAMH.

Ecmu pyxoBoguTens cornamaercs ¢ MHEHHAEM HCIIONHHTENS, OH NOJIHCHIBAeT
(yTBepXIaeT) JOKyMeHT.

4.14. lokymMeHTHI, H3haBaeMble OT HMEHHM OpraHM3alliH, IOAIMCHIBAIOTCS
PYKOBOZIHTENIEM OpraHW3aliy MWIM HHBIMH YIOJHOMOYEHHBIMH KM JOJDKHOCTHEIMH
aunaMu  (3aMECTHTENISIMH  DYKOBOJMTENs  OpraHM3alldd,  PYKOBOZHUTEIIMH
CTPYKTYPHEIX [OApa3feneHni, HHBIMU JOJDKHOCTHBIMHU JIMI[AMM B COOTBETCTBUH C HX
KOMITETECHITMEH, OmpelernseMoii NOBEPEHHOCTAMH Ha BBINOJIHEHHE OIPEAETIEeHHBIX
OelicTBUH OT MMeHM OpraHW3alyy, BHYTPEHHHMH HOPMATHUBHBIMH JOKYMEHTaMH
OpraHU3alum).

4.15. OrmenbHele  BUABI  BHYTPEHHHX  JOKYMEHTOB  (CiryxeOHBle,
O0BACHHUTENBHBIE 3alIICKA) HAa MM PYKOBOIMTENA CTPYKTYPHOTO IIOApa3fieleHHs
HONIIACEIBAIOTCA HCHONHKTENeM (COCTaBUTENEM), €CIIH paspelliaeMble IIPH 3TOM
BOIIPOCH! He BEIXOZSAT 32 IPSHEIEI €10 KOMITETEHIUH.
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4.16. JlokyMeHTsl, HalpaBisieMble B BBICIIME OpraHbl FOCYJapCTBEHHOM
BJACTH, Ha MMs IEPBHIX pyKoBoauTenell (enepanbHbIX OPraHOB HCIONHHTEILHOM
BJIACTH, pyKoBomuTene#f cyOpekToB Poccmiickoit Demepammu u 3apyOeKHBIX
TOCYZapcTB, TOANMHCHIBAIOTCS PYKOBOJHWTENIEM OpraHM3alMM WM  JTHIOM,
HCTIONHAIOIMM €ro 00s3aHHOCTH.

4.17. JIoKyMeHTHI, HampaBlsieMble B [MOJBEIIOMCTBCHHblE ¥ CTODOHHHUE
OpraHH3alHH, MOAMCHBAIOTCS 3aMECTHTEAMH PYKOBOAUTENA OPTraHU3aIHH, HEBIMH
JODKHOCTHBIMM JIMLIAMH OpTaHW3allii B COOTBETCTBHH C NPEJOCTABICHHBIMH UM
HOJTHOMOYHAMH.

4.18. lokyMeHT NONNMMCHIBAeTCA OBYMA WIH OGojiee JULNAMH, €CIH 3a
collep)kaHHe JIOKyMEHTa HECYT OTBETCTBEHHOCTh HECKOINBKO PpabOTHHKOB
(DOKYMEHTBl,  IIOATOTOBJICHHBIE  HECKONBKMMH  IOIpas3[CICHUSIMHA WM
opraHuzanmsaMu, paboueii rpynmoii, komuccueit).

4.19. IloguuceiBaeTcq, Kak NpaBUno, OAUH OSK3EMIUp AOKYMEHTA.
CoBMeCTHEII JOKYMEHT TIIOJNHCHIBAETCS B KOJNMYECTBE, COOTBETCTBYIOIEM
KOJIMYECTBY OPraHH3allfif, CO3aBIINX JJOKYMEHT.

Ilpu HanpapieHunA IHICBMa WM BHYTPEeHHEro HH(OPMALHOHHO-CIPABOTHOTO
JOKyMeHTa HECKONBKHM afpecaraM (He Gojee weThIpeX) MOIIHCHIBAETCA KaXKHBIH
OTIPABIAEMBIH 3K3eMIUISAP JOKYMEHTA.

4.20. ITommuch Ha HOKyMeHTe OGOPMISIETC B COOTBETCTBHHM C ITyHKTaMH
2.47, 2.48 TIpuMepHO HHCTPYKIHH.

4.2]1. VTBepxIeHHe TOKyMEHTa IPOU3BOIUTCS:

HENOCPeJICTBEHHO PYKOBOJWTENEM — IIPOCTaBICHHEM COOCTBEHHOPYJHO
MOANHUCH B rpude yTBEPKICHUS;

TIpHKa30M OpraHu3aliy.

4.22. YTBep)KNAIOTCS TIpaBuNa, IONOXEHHS, MHCTPYKIMH, pPEerIaMeHTE,
HEKOTOpble BHIBI aKTOB, IUIAHBL, MpOrpaMMBI M  JpyrHe  IOKYMEHTEI,
yCTaHARJIWBAIOIIME HOPMBI H/HIM pacCUHTaHHBlE Ha JUINTENBHOE IPHMCHEHHE
(mpunoxenne Ne 10).

OdopmneHue rpuda yTBepXHAeHHUS IPOU3BOAUTCS B COOTBETCTBHMH C IYHKTOM
2.41 TIpumepHOM HHCTPYKLIUH.

4.23. Tloanucek pyKOBOAUTEN OPraHU3aLUH HIH HHOTO YIIOMHOMOYEHHOTO HM
JMIla Ha JOKyMeHTaX, TpeOyloIuX ocoboro yHOCTOBEpeHUs HX IOMNIMHHOCTH,
a TaKke Ha KOIHUAX JOKYMEHTOB H BBHIIIMCKAaX U3 JIOKYMEHTOB 3aBEpSACTCA MEYATHIO
(mpunoxenue Ne 11).

IleyaTp Ha [JOKYMEHTe IPOCTaBISETCS B COOTBETCTBUH C IIYHKTOM
2.49 TTpumepHO# HHCTPYKLVH.
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V. Opranusanus JoKyMeHToo00poTa

5.1. JlokyMeHTOOG0pPOT BKIFOYACT BCIO IOCIEOBATENHLHOCTh NMepeMellenil
JOKYMEHTOB, a TaKXKe ONEpalldH, COBEpUIAEMble ¢ JOKYMEHTaMH B Ipouecce HX
CO37]aHKA ¥ MCHONHeHUd (NoJyueHWe, OTIpaBKa, NpeABapUTENEHOE PACCMOTPEHHE,
PETHCTpalis, PACCMOTPEHUE PYKOBOXUTENEM).

5.2. Ienb opranu3auu OKyMeHT0000poTa — obectiedeHre CBOEBPEMEHHOTO
HpHHATHA YTIPaBJIeHYECKUX pelleHHi U X MCIIONHeHHA. 3anada JOKyMEeHToobopoTa
— OpraH{3OBaTh MABIDKEHHME JIOKYMEHTOB I10 HaWMeHee KOPOTKOMY IIyTH
C MHHMMAJIBHBIMH 3aTpPaTaMH TPYAAa H BpPEMEHH, B YCIOBHAX 3IEKTPOHHOIO
JOKyMeHToOOopoTa — obecrmeuuth AOCTYN K HOKyMeHTaM Ioib3oBateissM COJ]
B COOTBETCTBHH C NPEXOCTABICHHBIMY HM NPaBaMH.

53. B ycmoBusx npumMenenus C3J[ B oOpraHM3aliid HCHONB3YIOTCA
3NIEKTPOHHEIE JOKYMEHTEI, @ TaKXKe dJIEKTPOHHBIE KOMMH JOKYMEHTOB, MOJyIeHHBIE
B pe3ysbTaTe CKaHHPOBAaHUS MOKYMEHTOB Ha OyMaxxHOM HocHuTene. J[OKyMeHTHI
OpraHM3aliiH, HMEIOINe BpeMeHHble CpOKH XpaHeHus (o 10 ner BKIIOYHTENBHO)
MOTYT CO3JaBaThCH, XPaHHUTBCS M HCHONB30BAaTHCH HCKIIOUUTENIBHO B (opme
3JIEKTPOHHBIX JOKYMEHTOB.

IlepeueHp HOKYMEHTOB, CO3HaBaeMbIX, XPAaHAMBIX W HCIIONB3YEeMBIX
HCKITIOUHTENLHO B (JOPME NEKTPOHHBIX JOKYMEHTOB, YTBEPXKAACTCS PYKOBOIMTEIIEM
OpraHM3alyy.

5.4. Opranuzauus JBIDKEHHS MJOKYMEHTOB B YCIOBHAX 3JIEKTPOHHOIO
JOKYMEHTO000pOTa OCYIIECTBIAETCS B COOTBETCTBHM C DPEeIrNIaMEHTHPOBaHHBIMH
Mapmipyramy, paspabarteiBaembiMu  Ciyxbo#  menompoussoacTsa.  MapipyTsl
JBIDKEHUS OpraHU3allMOHHO-DACHOPANUTENBHEX HOKYMEHTOB JHODKHH  OHITH
ONTUMAJBHBIMY IO 3aTpaTaM BpeMEHH, He MJO/KHBI JOIMYCKaTh AYyGNHPYIOUMX
omepauuii i BO3BPATHBIX ABHKEHHH, He 00yCIOBIEHHBIX AENOBOH HEOOXOAUMOCTRIO.

5.5. Opranuzainus J0OKyMEHTO000pOTa OCHOBHIBACTCS Ha MPHHIHNAX:

HEeHTpaJM3aliiy ONiepalitii o IpueMy U OTIIPaBKe NOKyMEHTOB;

pacnpezeneHus HOKYMEHTOB Ha JOKYMEHTOIOTOKH, HMEIOIUME OJMHAKOBBIH
MapmpyT (MapIpyTH3alHs JOKYMEHTOB);

OpraHH3all{H NIPeABAPHTENFHOTO PACCMOTPEHHSA BXOMAIIHX JOKYMEHTOB;

HCKITIOYEHHS BO3BPATHBIX ABIKEHHH JOKYMEHTa, He 00yCIOBIEHHBIX JENOBOM
HEO0XOUMOCTHIO;

ONHOKPATHOCTH PETACTPAIAH JOKYMEHTOB;

yCTpaHeHHS HeOGOCHOBAaHHEIX COTJIACOBAHMH MPOEKTOB JOKYMEHTOB;

BpeMeHHOH pernameHTanuu omepamwii 1o o6paloTke, pPacCMOTPEHHIO
P COTTIACOBAHUIO IOKYMEHTOB.
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5.6. B 1okyMeHTOOOOpOTe OpraHu3allii BBIENSIOTCS HNOKYMEHTOIOTOKH:
BXozsupe (IOCTYNAIOMmMe) NOKYMEHTHl, HCXoAdmue (OTIpaBisieMble) JOKYMEHTSI;
BHyTpeHHHe [OKYMEHTH. B cocTaBe BXOMIMMX ¥ HCXOMAMMX JOKYMEHTOB
BBICIIIOTCA:

JOKYMEHTHl OpraHOB TOCY/JapCTBEHHOM BJACTH, OPraHOB MECTHOTrO
CaMOYTIpaBJICHHA,

JTOKYMEHTHI (PHIIHANOB H TEPPHTOPHAIEHO 000COOTCHHBIX TOAPa3Ae/ICHHUI;

JIOKYMEHTHI H3 TOCY/JapCTREHHBIX 1 HErOCyIapCTBEHHBIX OpraHU3anyif;

3anpockl genytaroB I'ocymapcrBeHdoit Jymbl u wienoB CoBera Denepaunu,
JEIyTaToB 3aKOHOJATENBHEIX OpraHoB cyOwpekToB Poccuiickoii ®enepanuyn
# OPTaHOB MECTHOI'O CAMOYIIPABICHHS;

o0pameHus rpaxaasH;

JIOKYMCHTH U3 IIPaBHTENbCTBEHHBIX W HENPaBUTENbCTBEHHBIX OpraHU3amnuii
3apyOexHBIX CTPaH U Jpyrue IPyNIs JOKYMEHTOB.

5.7. JloctaBKka M OTIOpaBKa AOKYMEHTOB B OpraHH3alHH OCYIIECTBIIIOTCA
CpefcTBaMU IOYTOBOM CBA3Y, (enpaberepckoii M KyphepcKoli CBA3H, HApOYHBIMA
Y pa3siHYHbIMH BHAAMH 3JI€KTPOCB3H ((paxcHMHIbHaA, TejerpadHas, TenedoHHad,
9IIEKTPOHHAS noura, cucreMa MEXKBEIOMCTBEHHOTO 9NIEKTPOHHOTO
noxymenTooGopota (MI0)'2, COI).

5.8. B opraHMsamMio IOCTaBiIsfeTCs KOPPECUOHIEHIMS B BHIE IHCEM,
NOYTOBBIX Kaproyek, OaHmeponeil M NaKkeTOB, NedYaTHBIX H3NAHUH, Telerpamm,
¢axcorpamMM, Tene(GOHOIpaMM, 3JIEKTPOHHBIX JOKYMEHTOB M 3JIEKTPOHHBIX KOMHMii
JIOKyMEHTOB.

5.9. Tlpuem pmoxkymeHTOB oOcymectBisteTcss Ciyx60#f Ienonpous3BOACTBA.
JlokyMeHTBI, IIONy4YeHHble pabOTHHKaMM OT JpYTMX OpraHH3audii, Taioke
nepenatorcs B Ciyx0y J1eonpon3BoACTBa M1 PErACTPalMH /MK ydeTa.

5.10. Bce noctynuBiiize B OPTaHU3ALMIO JOKYMEHTHI IOAJNEXKAT NEpBUYHON
00paboTke, BKITIOYAOIIeH:

NpOBEPKY NPaBHIIBHOCTH JIOCTaBKH JIOKYMEHTOB;

MPOBEPKY LEIOCTHOCTH YIIAKOBKH (KOHBEPTOB, IAKETOB);

BCKpHITHE YNAKOBKH (32 MCKIIOYEHHEM KOHBEPTOB, IaKETOB C TOMETKOM
«JImgHo» W rpadaMu OrpaHMYEeHHA HOCTYNA K JOKYMEHTY);

HPOBEPKY LETOCTHOCTH BXOAAIUIMK JOKYMEHTOB, BKITIOYas IPUIIOKESHHUS;

YHHUYTOXEHHE KOHBEPTOB, [TaKeTOB WK YTIAKOBKH;

IIPOCTaBJIEHHE OTMETKH O TIOCTYINICHHH HJOKYMEHTa B OpraHu3aLuIo.

5.11. Omu609HO KOCTaBIeHHbIe AOKYMEHTH MEPEChINaroTca M0 Ha3HA9eHUIO
WIN BO3BPAILAIOTCS OTIPAaBUTENIO. JIOKyMeHTH], NOCTYyINUBLIME B ITOBPEXACHHOH

12 Jlns rocynapcTBeHHBIX OpraHu3aumit ~ yuactHuKos MDJIO.
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YIIaKOBKe, MPOBEPSIOTCA Ha LEIOCTHOCTh, B TOM YKCIE HA HAIMYME MEXaHAYECKHX
TIOBPEXICHHI.

ITodTOBBIE OTNIPaBIEHNS, HECTAHJAPTHEIE 10 Becy, pasMepy, GpopMe, HMeromme
HEepOBHOCTH TI0 60KaM, 3aKJIeeHHBIe JIMNKOH JIEHTOH, MMEIoNMe CTpaHHEIH 3amax,
UBET, IPEATIONOXHUTENPHO HMEIOIMe BIIOKEHHA, He XapaKTepHbIe IS MOYTOBBIX
OTNpaBleHNH, He BCKphBajOTCA. O TMONYYeHHH MOAO3PUTEIFHOIO IIOYTOBOTO
OTNpaBIeHAS HOKIANBIBAeTCH pykoBomuremio CiyxGBl OenompousBoicTBa M
B ciyx0y 6e30macHOCTH (IpH e HATHYMH).

5.12. Tlpu mocCTyIIeHNH BXOJSIIEro JOKYMEeHTa B IOBPEKACHHO!N yIaKoBKe,
HOBpEXKJICHHN JIOKyMEHTa, NPH OTCYTCTBHHM B KOHBepTe (LakeTe) NOKYMEHTa, ero
YacTH WM MPUIOKEHUH K HEMY, a Taloke IIPA OTCYTCTBHH MOAINMCH HA BXOJSIIIEM
JOKyMEHTe COCTaBIETCS aKT B JBYX OSK3eMINApax Ha OyMaXHOM HOCHTele,
MONNUCKIBAaeMBIii ABYMA paboTHHKaMu CITy 6Bl JeNONpON3BOCTBA.

OmuH »5SK3eMIUIp akTa BMecTeé C BXONAMHM JAOKYMEHTOM M ero
HPUITOKCHUSMH TIepefiaeTcs Ha MpeIBapUTENbHOS PACCMOTPEHUE H PErHCTPALHIo,
BTOPOH 3K3EMILIAP aKTa BRICHLIAETCS OTIPABUTENIO.

5.13. KonBepTsl, HaKeTHl HIH YIAKOBKA COXPAaHAIOTCA H MNPHIAraroTcs
K BXOAAIIUM JOKYMEHTaM B ClIydasx:

€CITH TONBKO 110 HUM MOXHO YCTaHOBHTH OTIPABUTEISI WIH ATy OTIIPABICHHS;

€CITH BXOSIIHMI JOKYMEHT HOCTYHHI IIO3XKe YKa3aHHOTO B TEKCTe JOKYMEHTa
CpOKa MCIIONTHEHUS. WX ATl MEPOTPUATHA;

Ipu GONBIIOM paCXOXISHUM MEXIY JaTaMM IOJNHCAHMS H HONy4eHHI
JIOKYMEHTOB.

Tlocne 3aBepmienus paGoTHl ¢ ZOKyMEHTOM KOHBEPT BMECTE C HOKYMEHTOM
ToMeInaeTcs Ha XpaHeHHe B JieJio.

5.14. KonpepTs! (maxerst), nMeroiue oTMeTKy «JlmaHoy» («Private»), rpuds
OrpaHUYeHus ZI0CTyNa K JOKYMEHTaM, COAEPKalllM CBeleHHs KOHOHUISHINAIbHOTO
XapakTepa, He BCKPBIBAIOTCS U IIepealoTCs:

¢ ot™MeTkoit «JIuaHo» («Private») — HemOCpeICTBEHHO afIpecary;

¢ rpudaMu OrpaHWUeHHs JOCTya — B CIyx0y KOH(HUIEHIHANBHOTO
LeNoNpon3BOACTBa WM paboTHUKY CiyXOBl HeloNpoM3BOACTBA, B 00A3aHHOCTH
KOTOpOTO  BXOOWT  00paGoTka  JNOKyMEHTOB,  COOEPXAalMX  CBEJCHHA
KOH(QHUIESHIMAIBHOTO XapaKTepa.

5.15. Bxogxsmue SNEKTPOHHBIE JOKYMEHTBI, MNOCTYNHBIIME OT JAPYrHX
OpraHM3almii II0 3NEeKTpoHHON mourte, mocpexctsoM COJ wmmu MOIJIO
npuHEMatoTes Ciry:x60i 1eonpon3BoACTBa.

ONeKTPOHHBIE  JOKYMEHTHI,  INOCTYNHBIIME 10  HHPOPMALHOHHO-
TeJIeKOMMYHHKAOHHBIM KaHalaM 7§ MOATTHCaHHEBIE YCHIIEHHOU
KBaTA(DUIHPOBAHHOM MOANHCHIO, Bimoudatorcs B COJ mocme  mOpoBepKH
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3HeKTpOHHOI71 NOATINCH W TIOATBEPXKICHHA €€ neﬁcmmemnocm”; JJICKTPOHHBIC

JOKYMEHTBI, MOCTYNHBIUHE OT [PYTHX OpraHu3alMii 0[O SJIEKTPOHHOH IouTe
¥ HOJTIMCAHHBIE yCHIeHHOi HeKBaMOUIHPOBaHHOH NOANMCHIO MM IIPOCTOl
SNEKTPOHHOR MOAIKCEHIO, IPOXONAT MPSABAPUTENHHOE PACCMOTPEHHE M BKIIIOIAIOTCA
B COJl mpu Hamumuuu MexIy OpraHM3anMeli-OTHpaBHUTeNeM M OpraHHW3auueii-
monyyaTteneM — corjjamieHus o6  oOMeHe  3JIeKTPOHHBIMH  JOKYMEHTaMH,
TOIHCaHHBIMU COOTBETCTBYIOMIEH HOIACEIO.

5.16. TlepBuyHas 06paGoOTKa 3MEKTPOHHBIX JOKYMEHTOB, IOJYYEHHBIX IO
HH(GOPMaIIOHHO-TeNEKOMMYHHMKALMOHHBIM KaHaNaM CBA3H (JI€KTPOHHas II0YTa,
MOJO, caiiT opraHu3aUH) OT APYTMX OpraHM3auuii M rpaxgaH, IOJDKHA
COOTBETCTBOBATH TEXHOJIOTHH PabOThI C BXOASNINMH JOKYMEHTAMH.

5.17. TlepBuyHas 06paboTKa JOKyMEHTOB 3aBepIIaeTCs WX paclpeleleHHeM
(copTHPOBKOIf) Ha PEFHCTPUPYEMBIE H HeperucTpupyeMsie (mprroxenue Ne 12)',

5.18. Peructpanusi BXOAAIIWX HOKYMEHTOB OCYILECTBISCTCS HE3aBHCHMO OT
cnocoba ¥X DocTaBKH ofuH pas: B CiyxGe AeNONPOU3BOACTBA HIIH B CTPYKTYPHOM
TIOApa3fieNieHl OpraHu3allii B COOTBETCTBHMH C YCTaHOBJIeHHON (opmoit
OpraHH3aIHH AENONPOH3BOACTBA",

JOKyMeHTHI, moCTynHarolue M3 IPYTMX OpraHu3allMii HeNOoCpeACTBEHHO
B CTPYKTYpHEIE IIOZApasjeneHus, HO TpeGyiomHe pacCMOTPEHHS pYKOBOJCTBA,
mepealoTcs AN PEerMcTpalldd M TpeXBapUTeNbHOrO paccMoTpeHns B CiyxOy
JIeTTOTIPON3BOLCTBA.

5.19. Perucrpanus BXONMIMIEX JOKYMEHTOB OCYIIECTBISETCS B JIEHb MX
TOCTYIUIEHHA WK Ha CIeRYIOmu#M paboumii JeHb NPH MOCTYMNICHHAH JOKYMEHTOB
B KOHIIe pabodero IIHA WM B Hepabodee BpeMs.

Peructpauus o0pamieHu#t rpaxiaH OCYWIECTBIAETCA B TEHEHHE TpeX HHEH
C MOMEHTA TIOCTYILICHYs oOpamenns .

5.20. Ceenenuss 0 OOCTyNUBIIEM JOKYMEHTE BHOCATCA B 3JIEKTPOHHYIO
perucrpammonnyto kaprouky (OPK) C3J] mnu perucTpanioHHO-y4YeTHYIo (opmy

¥ MHpuBumyanbHON MHCTPYKIMEH NO AENONPOH3BOACTRY MOXKET OBITh NpeAyCMOTpEHa pacriedarka
HOKyMEHTOB, MOCTYIIHBIIHX B (OpMe 3IEKTPORHLIX HOKYMEHTOB, ¢ TOCieAylomieli opraHusaumeii paboTsl
© HUMH KaK ¢ JOKYMEHTaMH Ha GyMaXKHOM HocHTeNe.

" K moxyMeHTaM, He TIOICHKAIMM PErHCTPALMH, OTHOCSTCS JOKYMEHTHI, He TPeOYIoIye HCHONHEHH H He
coflepsatnye HHGOPMALWH, HCTIONB3YEMOl B CIPABOYHBIX LETIX.

'S B unpuBHayaTbHOM HHCTPYKIHH TI0 JIENIONIPOH3BOACTBY YCTAHAB/IMBAETCS MECTO PETHCTPALIMH BXOAIIMX
NOKyMeHTOB (ueHTpanuzoanHo — B CuyxGe aenonponsponctsa WM B Ciyxbe JenonpoH3BoacTBa
¥ CTPYKTYPHBIX TIOApa3jieNieHnsX), a Taloke cnoco6 peructpainu (8 COJI WiH B PErduCTPALIOHHO-yUETHBIX
?opmax Ha GyMaKHOM HOCHTENE).

® denepanbHbli 3ak0H OT 2 Mas 2006 r. Ne 59-®3 «O nopsake paccMoTpenms ofpalueHuii rpaxiaH
B Poccuiickoit ®enepauum» (CoGpadue 3akoHomatenmbcTsa Poccniickoit ®epepawm, 2006, Ne 19, ct. 2060;
2010, Ne 27, c1. 3410; Ne 31, ct. 4196; 2012, Ne 31, ct. 4470; 2013, Ne 19, ct. 2307; Ne 27, c1. 3474; 2014,
Ne 48, c1. 6638; 2015, Ne 45, cr. 6206; 2017, Ne 49, ct. 7327).
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Ha GyMa)KHOM  HOCHTele, a MOCTYNHBHIEMY JOKYMEHTY  [pPHCBAUBAeTCS
PErHCTPalHOHHEIH HOMED.

PerucTpamyonssii HoMep BXOAIMNEro JOKYMEHTa COCTOMT W3 MOPSAAKOBOTO
HOMepa JOKYMEHTa B Npefieflax KaleHAApHOTO rofa, KOTOPbIi MOXET OBITH
JononHeH nNHGPOBEIME MWIH OyKBeHHO-IH(POBHIMH KoZaMH (MHIAEKCaMH) IO
HCTIONE3yeMBIM KIaccH(uKaTopam’ .

5.21. Ha Bcex 3aperiCTpHpPOBAaHHBIX JOKYMEHTaX, 3a HCKIIOUEHHEM
JOKYMEHTOB, MOCTYNMBIIMX B ()opMe SIEKTPOHHEIX NXOKYMEHTOB, MPOCTABIAIOTCA
OTMETKH O TOCTYIUIEHWH NOKyMEHTa B OpraHusauiio. B oTMeTke o mocrymneHud
JOKyMeHTa (HKCHpYIOTCA JaTa MNOCTYIUIEHHA (pu HeoOXONMMOCTH — BpeMs
MOCTYTUIEHHS B 9acaX ¥ MUHYTaX) M BXOISAIIHIT perucTpaltiOHHEIH HOMEp JOKYMEHTa
B COOTBETCTBHH C MyHKTOM 2.36 [TpuMepHOit MHCTPYKINH.

5.22. JlokyMeHTHl, IOCTYNMBIOHE Ha OyMa)XHOM HOCHTeEJE, CKaHHPYIOTCH,
JNIEKTPOHHAsi KomusA JokyMeHTa Bkimodaercs B COJl m mpucoemunsercs k DPK
JOKyMeHTa.

5.23. KoppeciorzieHIIdS Ha  VMHOCTpaHHBIX  f3BIKaX,  aJpecoBaHHad
PYKOBOACTBY OpraHM3alliM, mociie peructpaumu B Cuyxbe aeronpousBoACTBa
TIepeAacTCs B COOTBETCTBYIONIEE TOAPasfiesieHHe Wik pabOTHHKY OpraHH3aLHUH A
mepeBoAa W IOCIedymomed Iepefjadd Ha pacCMOTpeHHe pyKoBOACTBAa. VHas
KOPPECIOH/ACHIMS HA MHOCTPAHHBIX S3bIKAaX Iepefaercs M0 Ha3sHAYCHHIO
HENOCPEeICTBEHHO B CTPYKTYPHBIE MIOAPA3/eICHHUS.

5.24. TlpenpapuTensHOe pacCMOTPEHHE IMPOBOJUTCS B LENSIX paclpe/ieleHns
MOCTYNAIOIIMX B OpraHH3allMi0 JOKYMEHTOB Ha TpeOyolHe o6sa3aTelbHOro
PaccMOTpPEHHA PYKOBOICTBOM OpraHH3allMd ¥ HalpaBiLieMble HENOCPEACTBEHHO
B CTPYKTYPHBIE IIOIpa3 ieNeHus.

5.25. TlpensaputensHoe paccMOTpeHuUe BXOAAIIAX JOKyMEHTOB
ocymiectrisercs B Ciiyx0e Jeronpon3BoACTBa I0CIIe PETUCTPAH JOKYMEHTOB.

IpenBaputensHOe PacCMOTPEHHE MOXKET IPOBOJMTECS MAO PETUCTPALUH
BClydae  IOCTYIUIEHHS  HOKYMEHTOB c OTMETKaMH, TpebyromuMH
He3aMeIIUTENbHOTO PACCMOTPEHHS U HCIIONIHEHUA JOKyMeHTa.

5.26. TlpexBapuTeNnbHOMY PacCMOTPEHMIO MOZJIEKAT BXOAAIIHE MOKYMEHTEHI,
aJpecoBaHHbIE B OPTaHH3AIMIO U Ha UM €€ PYKOBOAUTEII.

JIOKyMEHTHI, aJlpecOBaHHbIE TIOfpa3JeNeHUsM, PYKOBOIUTENIM
HOJpa3AeNeHuit M CIeLUANNCTaM, HepealoTCA B CTPYKTYPHEIE HOApasJereHus 6e3
Tpe/IBAPUTENHHOTO PACCMOTPEHHA .

! CrpykTypa permcTpalOHHOTO HOMepa BXOASHIETO JOKYMEHTA ONpefieNfieTcs WHAMBAyalbHO
UHCTPYKUHMEH N0 JENONPOH3BOACTBY OpraHU3aLyH.

'3 Coctas [IOKyMeHTOB, MOMNEKALIMX TIPEIBAPHTENEHOMY PACCMOTDEHMIO B OPFaHM3aLMH, MOXeT ObITh
KOHKPETH3HPOBAH B HHIMBHAYaNbHON HHCTPYKIWH MO NEITIOTIPOH3BOACTBY.
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5.27. TlpenBapuTenpHOe PacCMOTPEHHE OCYLIECTBIACTCS HCXOHNI M3 OLEHKH
CONEPKaHHs BXONAMINX NOKYMEHTOB, C YYETOM YCTAHOBIIEHHOIO B OpTaHM3aldK
pacmpefieleHls  (YyHKIMOHANBHBIX — OOA3aHHOCTEH  MEXZY  PYKOBOOHTENIEM
OpraHM3allyH, €T0 3aMEeCTHTEISIMH, PYKOBOXUTEISIMH CTPYKTYPHBIX HOApa3IeNeHHIL.

5.28. Ilo pesympTaTaM mpeABapHTENBHOTO PacCMOTPEHHS JOKYMEHTHI
PacnpeAesioTCs Ha JOKyMEeHTOIOTOKH, HalpaBiseMble:

Ha pacCMOTPEHHE PYKOBOAUTEINA OpTaHH3alHK (JOKYMEHTHI, IIOCTYIIaIoIIie H3
OPraHOB rOCYJapCTBEHHOI BIaCTH, OPraHOB MECTHOTO CaMOYTIPaBISHHUS, JOKYMEHTHI
o HanbosIee BaKHBIM U IPHHLHITHATBHEIM BOTIPOCAM AEATENBHOCTH OPraHU3alliHy);

Ha  DPacCMOTpeHHMe  3aMecTHTeNelfl  pPyKOBOAMTENS  (ZOKYMEHTHl IO
HANpaBACHUAM HEATENbHOCTH, KyPHPYEMBIX COOTBETCTBYIOIIUMH 3aMECTUTEIAMI );

Ha PacCMOTpeHHe UHBIX pYKOBOAUTENEH, IMAaBHBIX U BEAyIIUX CIEIUAINCTOB;

Ha pacCMOTpPEHHE€ MU WMCIOJHCHHWE B CTPYKTYPHBIC HOAPA3ACICHUA II0
HAMpaBIeHAM UX JeATeNbHOCTH.

5.29. Tlo 3aBeplIeHHH [pPEJBAPUTENIBHOTO PACCMOTPEHHS JIOKYMEHTBI
TIEPENAIOTCSl COOTBETCTBYIOIMM DPYKOBOIUTENAM U PaCCMOTPEHHS M BBIHECEHHA
Ppe30IroITHi (YKa3aHHi [T0 HCTIOMHEHHIO).

5.30. PaccmMoTpeHHe NOKYMEHTOB PYKOBOIHTENEM OCYIIECTBISETCA B JCHB
nepefavyd JOKYMEHTOB PYKOBOAWTENIO WIIH Ha cleAylonii pabouuii meHs, ecnu
JOKyMEHTHI IlepeJlaHEl pyKOBOJICTBY B KOHIle paGodero Hs.

JloKyMeHTHI, TpeOyloliie CpPOYHOIO PacCMOTPEHHs, a TaKoKe TelerpaMMBl
¥ Tene)OHOrpaMMBbI PacCMaTpPHUBAIOTCS PYKOBOAUTENIEM HE3aMEHTHTEIBHO.

5.31. PesynbTaTl pacCMOTPEHHS NOKYMEHTAa PYKOBOJMTENEM OpraHH3aIlH,
€ro 3aMeCTHTEJIIMH, DYKOBOZUTEIIMH HoOIpasfeiieHuil o(opmiiloTcs B BHIE
PE30NIONMU B COOTBETCTBHM C MYHKTOM 2.43 ITpuMepHO# HHCTPYKIUH.

5.32. CBenenus o pesomonuu (MCHONHUTEN, COAECPKaHUE MOPYYEHHU, CPOK
ucnonnenus) cnenuamicroM Ciyx6n1 fenomnpousBoacrsa BHocsaTes B OPK CO/I,
nocjie 4ero HCHONHHUTENM IOIy4aroT NOCTYN K 3IeKTPOHHOMY JOKYMEHTY HIH
SJIEKTPOHHOHN KOIIMHA JOKYMEHTA, eClIH AOKYMEHT IOCTYIIII Ha OyMa)KHOM HOCHTele.

5.33. JlokyMeHTHl, NOOCTymarome Ha OyMaXXHOM HOCHTele, MOCie HX
perucrpauny, Bimodenus B COJ] B BHIE 3JIEKTPOHHBIX KONMIA H PacCMOTPEHHA
PYKOBOJICTBOM MEpPENaloTC B COOTBETCTBYIOIIHE CTPYKTYpPHBEIE MOApasfeleHus Ha
WCIIOTHEHNE HITH TIOMearoTes B Jieno B Ciyx6e 1enonpon3BoACTBa B COOTBETCTBHH
¢ HOMEHKJIATYpOIf Jiell OpraHu3alHH.

Jns ¢ukcanuu dakta mepefayd BXOIAIUAX AOKYMEHTOB M HX KONHMH Ha
OYM@)XKHOM HOCHTENE HCIOJHUTESIM B CIPYKTYpHBIE MOAPA3JCACHHI MOIYT
HCHOJB30BaThCS XypHANHI (PeecTphl) Nepeaadn JOKYMEHTOB.

534, TlIpu OGyMaXHOM JOKYMEHTOOOOpOTE  TOMIMHHHKH  BXOIAIIUX
IOKyMEHTOB, B CJlyJae Ha3HadeHHWS HECKOJIBLKHX HCHONHUTeNEH IepefaloTcs
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OTBETCTBEHHOMY HCIIOHUTEIIO, OCTaJIBHBIM HCTIONIHUTEM Cnyx06a
JIeTIONPOX3BOICTBA MTepe/lacT KOIUH JJOKyMEHTa.,

5.35. HUcxonsamme JOKYMEHTH], 3aBU3UPOBAaHHbIE BCEMM 3aHHTEPECOBaHHBIMU
JIMIaMH ¥ NOANMMCAHHEIE PYKOBOAMTENEM MM MHBIM YIIOJTHOMOYEHHEIM MM JIMIOM,
peructpupyiorcs B Ciryx0e elonpon3BoACTBAa OpPraHH3alHH.

5.36. Peructpamus WCXOAAMMX HOKYMEHTOB OCYIIECTBISIETCS B AEHb
TO/IIMCAHUS WITH Ha CeAYIONIHil pabounii feHb, eclii JOKYMEHTHI OBLIH HOANHCAHB
B KoHIe paGodero aHs Wik B Hepabodee BpeMs.

5.37. Tlepen perucrpanueii MCXOMAMUX JOKYMEHTOB Cnyx6a
JIeIONPOM3BOJICTBA NPOBEPSAET MPaBHILHOCTH O(GOPMIICHHA JOKYMEHTOB (B TOM
Yypcie HalWihe MOMIMceH, BH3, TPaBIWIBHOCTh HANHCAHHUSA aJ[PECOB), a TakKe
yKa3aHHBIX B HCXOMMIMHMX JOKYMEHTaX IPHIIOKEHHH, COOTBETCTBHE KONHYECTBA
5K3EMILTAPOB KOJIHMYECTBY a{PEcaToB IO YKA3aTeNO PACCHUIKH, HATHIME OTMETKH 00
HCIOJIHATENE.

5.38. Ilpn perucrpam  ucxomsmero mmceMa B COJl  cBemeHus
00 ormpaBisieMoM fokyMeHTe (ukcupyorcs B OPK, k KkoTopo#i HpHKpemnsercs
3JIEKTPOHHAs KOIHSA OTIIPaBIAEMOro JOKYMEHTa.

Ecnu OPK 6511a cozaana B COJI mpu MOAroToBKe MPOEKTa JOKYMEHTa, TO IPH
PETHCTpallid  HCXOAAINETO JOKYMEHTa B  Hee JOGAaBIAIOTCS  CBEACHHA
O PETUCTPAIIMOHHOM HOMEpE, [aTe PETHCTPalMy U NPyTHE CBeAeHHd 06 ucxonsmem
JIOKyMEHTe.

5.39. PerucTpanuoHHBIH HOMEP MCXOASIIEro JOKYMEHTA AOJDKEH COCTOATH M3
KOZOB (MHIEKCOB) B COOTBETCTBHM C NpPUMEHAEMBIMH KIIAacCHMMKaTOpPaMH
Y HOPSAKOBOTO HOMepa JOKYMEHTa B NpeJieaX KaleHapHOro rofa.

Jlata permcTpanuy M pPEerMCTpaNMOHHBI HOMEp TPOCTABISIOTCA Ha
OTIIPaBIAEMOM JOKYMEHTE, a TaxKe Ha KOIMH MCXOAAIIEro JOKyMeHTa, OcTaromefics
B JieNle, B COOTBETCTBHH C IyHKTaMmH 2.35, 2.36 IIpuMepHOi HHCTPYKIIUH.

5.40. Hcxomsamuii ROKYMEHT, NOAMHCAHHBIH pPYKOBOAMTENIEM OPraHU3aLHH
MM MHBIM YITOJJHOMOYEHHBIM MM JO/IKHOCTHEIM JIMIIOM, IepefaeTcsl Ha OTIPAaBKY,
KOIMA JOKYMEHTa Ha OyMaXXHOM HOCHTeJle C BH3aMH NOMeIIaeTci B Jelo
B COOTBETCTBHH C HOMEHKJIAaTypoi el

OJNeKTpOHHBIE JOKYMEHTHl IOCHE MX IOJNHCAHMS JIEKTPOHHOH IOAIMCHIO
U OTIPaBKH aJpecaTy Xpassarcs B 6ase zaHHbix COJI.

5.41. B 3aBUCHMOCTH OT COJEpXaHHd W CPOYHOCTH AOKYMEHTEI,
OTIIpaBiAeMble W3 OpraHM3alVH, JOCTABIAIOTCS aJpecaTaM CPeACTBaMH MOYTOBOH,
denpaberepckoil  CBA3H, CIEUCBA3H, KyphepoM, OKCIPEcc-MoYTOH, a TaKKe
MEePEAAIOTCS [0 KaHAJIaM 2J1eKTpocBsa3d ((hakCUMMIBHAs CBs3b, Tenerpad, Tenedos,
anexTponHas no4ura, MO0, COL).



51

Ob6paboTka  KOppECHOHNEHUWH [ OTHpaBKA  IIOYTOBOH  CBA3BIO
OCYIIECTBISIETCSA B COOTBETCTBHH C IlpaBunamy oxa3aH#A YCIYT NOYTOBOH cBsazm”.

5.42. JloKyMeHTEI, He HMEIOINIHe aJpecHOH 9acTH, IPHHHMAIOTCS Ha OTIPaBKY
C COIPOBOIMTENBHEIMEA NHCHMaMH (33 HCKIIOYEHHEM KONHH pPacropsSaUTENBHBIX
JIOKYMEHTOB, HalIpaBIIIeMbIX B IIOABEAOMCTBEHHEIE OPTraHH3aLiHT ).

HenpasmuiasHo odopMIIeHHBIE JOKYMEHTH M KOPPeCIOHAEHIHS HeCLyXeGHoro
Xapaxrtepa K OTHpaBKe He MPHHHMAIOTCA ¥ BO3BPAINAOTCA HCIOIHUTEIO.

JloKyMeHTBI, TIOJUIEXKAIIHE OTIIPaBKe, JIOJKHBI obpabarsiBaThCA
H OTIPABIATECA B JeHb WX ITOINMCAHUS W PErMCTPALIUY WIH Ha clexylomuii pabounit
JEeHb.

5.43. Jlocbuika WJIM  3aMeHa  paHee  OTIPAaBICHHOTO  JOKyMeHTa
OCYIIECTRIAETCA M0 YKa3aHHIO JIULA, HOAMHCABIIEro JOKYMEHT.

5.44. TIpoxoxeHHe BHYTPEHHHX MOKYMEHTOB Ha STallaX HX IHOATOTOBKH
¥ 0()OpMIIEHHS NOJDKHO COOTBETCTBOBATH NPOXOXKACHHIO MCXOIAIINX NOKYMEHTOB,
a Ha 3Tare NCIOJHEHHS — BXOAAIMNX JOKYMEHTOB.

5.45. TIpoeKTsl pacTIOpAOUTENbHEIX JOKYMEHTOB (TIPUKa30B, PaclOpsKeHHit),
MOArOTOBIEHHBIX [JUIsl NOANMCAHHSA, IOCHe TMOATOTOBKH H  COIVIACOBAaHHS
C 3aMHTePECOBAHHEIMM JIHLAMH nepefatorcs B CiyxGy HAenompoM3BOACTBA I
TPOBEPKY NPaBHIEHOCTH HX O(OpMIEHHS.

5.46. TIpaBunsHO OQOpPMICHHEIE TPUKA3Bl, PAaCOOPSIKEHHs IiepefaloTcs Ha
TIOANHUCEH PYKOBOAUTEIIO OPTaHU3AIMH YA HHOMY YIIOJHOMOYSHHOMY MM JIHILY.

5.47. TlopnucaHHBle NPUKAa3bl, PacCHOPSIKEHHS IO OCHOBHOM IEATENbHOCTH
peructpupyiotcs B Criyk6e aenonpou3BoacTa’.

IlpmkasaM, pacroOpsOKEeHHSAM IO OCHOBHOH MeATENEHOCTH IPHCBaHBAIOTCH
TOpSIAKOBEIE HOMepa (IO Kaxmolf rpymme JOKyMEHTOB OTHENBHO) B Ipejenax
KaneHAapHOro roja. IlOpsiKOBEIA HOMep JOKYMEHTa MOXKET JOIONHATLCH
OyKBEHHBIM WM IWOPOBHIM HHAEKCOM, OOO3HAYAIOIMM IPHUHAIEKHOCTH
JIOKyMeHTa COOTBETCTRYIOMIEH Ipymiie JOKYMEHTOB.

CBefieHUS O PerHCTPHPYEMBIX IpHKa3aX, pacmopskeHHIX BRocarcs B COJL
HIM B HHBIE PETHCTPANHOHHO-y4eTHhIe (OpMEI Ha OyMaXHOM HOCHTENE HIH
B 9JIEKTPOHHOM OpMe B COOTBETCTBHH ¢ IyHKTOM 5.54 IlpuMepHO# HHCTPYKIMH.

¥ [Ipuxas MunKCTEpCTBA CBA3M ¥ MACCOBBIX KOMMyHHKauwii Poccuiickoii ®enepaym ot 31 mons 2014 r.
Ne 234 «O6 yreepknermy IlpaBmn okasaHms yCJyr NOYTOBOM CB3M» (3aperucTpuposan B MuHucTEpCTBE
ocrmpy  Poceniickoit @enepatum 26 aexabpa 2014 r., peructpamuonublii Ne 35442), ¢ H3MCHEHUAMM,
BHECGHHBIMH IIPUKa30M MUHHCTEPCTBA CBA3M M MAcCOBBIX KOMMyHHKaumii Poccuiickoli ®epepaumu ot
13 dpeBpans 2018 r. Ne 61 «O BHeceHMM M3MEHEHMii B npHka3 MHBHCTEpCTBa CBA3UM M MAacCOBBIX
kxommyHuKaiwii Poccuiickoit ®enepatmy ot 31 mioma 2014 r. Ne 234 «O6 yreepxcaenun IIpasui okazauus
yciyr noutoBoil ceasu» (3apeructpuposad B Munuctepcrse loctumun Poccuiickoii ®enepamm 28 mapra
2018 r., peructpaumoHHsf Ne 50545).

Y TfonroToBka NpPHKA30B TO JIMYHOMY COCTaBy K TIOANWCAHMIO DYKOBOAWTENEM ¥ HX DPerHcTpaups
OCYILIECTBIIAIOTCA NOAPA3AEICHHEM 110 YIPARIEHHAIO NEPCOHATIOM.
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5.48. TlonnMHHMKK NpHKa3oB (PacmopsDKEHHiT) MO MeCTy MX PErucCTpaldn
¢dopMupyIOTCS B Iefla B COOTBETCTBHMM C HOMEHKJIATYpOH Jen OpraHu3aud
B COOTBETCTBHH ¢ IMyHKTOM 8.20 IIpnMepHO# HHCTPYKLKH.

Konvu mnpukazoB, pacmopspkeHH# pacCHUIAIOTCA WCNOJHUTENSM H HMHBIM
3aMHTEPECOBAaHHBIM JIMIIaM B 3IEKTPOHHON (opMe MIM Ha GyMa’KHOM HOCHTENE
B COOTBETCTBUH C YKa3aTelNeM PACCHUIKH,

Komnu mpukazos, pacropsxenuii, paccruiaeMble Ha OyMaXHOM HOCHTENe,
3aBepAIOTCA B COOTBETCTBUM ¢ IMyHKTOM 2.51 ITpuMepHOi HHCTPYKITUH.

5.49. TIpoToKoNBl 3acefiaHMil, COBEIaHUM, JIPOBOJHMEIX DPYKOBOJCTBOM
opraHusalluM, peructpupyrorcs B Ciyxbe HeIONpOM3BOACTBA WM CEKPETAapAMH
COOTBETCTBYIOIINX PYKOBOIUTEINEH.

IlpoTokonel  3aceiaHuWif, COBEIIAHHH, MPOBOXHMEIX  KOJUIETHANLHEIMH
(coBemaTeabHBIME) OpPraHaMH, KOMUCCHAMH WIH B CTPYKTYPHBIX MOAPA3ACTCHHAX
OpraHH3ally, PETHCTPHPYIOTCS B HOAPa3ieleHUAX, OTBETCTBEHHAIX 38 OpraHU3aldio
¥ TpoBeJeHHe MeponpuATduA. KOmHu TakuX MPOTOKOJOB FOTOBATCS K PAacCBUIKE
¥ PAcChUIAIOTCS CTPYKTYPHBIM IOAPA3NeieHUEM, OTBETCTBEHHBIM 32 OPraHH3aLUIO0
U TIPOBEJIEHNE MEPOLPHSTHS.

5.50. IIpoTokonaM TMpUCBaMBAIOTCSA TOPA/AKOBEIE HOMEpa B Mpefenax
KalleHIapHOTO rofa Wik nepuona paboTel BpeMeHHo# paGodeil rpymnibl (KOMHCCHM)
T10 Ka)XKITOH IpyIIie IPOTOKOJIOB OTAENBHO.

TTonnMHHUKY TPOTOKOMIOB IO MECTY HX PerucTpanymy GopMHpYIOTCS B Jeia 0
HOMEHKJIaType Hejl OpraHM3aluMi B COOTBETCTBUM c IyHkToM 8.20 IlpumepHo#
HMHCTPYKLIUH.

5.51. BuyTpeHHHE JOKyMEHTEI Ha UM PYKOBOJMTENS APYroro CTpyKTypHOTO
noxpasaeneHus peructpupyrorcs B COJl mmu (opu orcyrcreum COJl mmwm
OTCYTCTBHH BO3MOXXHOCTH 3apEerHCTPHPOBATh BHYTpeHHHH xoKyMeHT B COJI)
PETHCTPUPYIOTCA B MOApa3HeNICHHH, CO3MAaBIUMM IOKYMEHT. 3aperncTpHpOBaHHBIH
JOKyMEHT IlepelaeTcs HENOCPEACTBEHHO B IOApa3fielleHHe — afpecar, B KOTOpOM
TIOBTOPHO HE PETUCTPUpPYeTCH.

5.52. Tlpu Bxmodenuu B COJl BXOMAIMX [NOKYMEHTOB, MX PETHCTPAIIMH,
paccMotrpennu ¥ ucnonHeHmn B OPK  BHOCATCH  ClEAylOI(HE CBEJICHHS
0 noKyMeHTe’';

a) HaWMEHOBaHME OPTaHW3aNNH (KOPPECIOHCHTa);

6) ampecar;

B) HaUMEHOBaHHWE BHNA JOKyMEHTa;

I) Jara IIOCTYIMBHIETO HOKyMEHTa;

Jl) PeruCTpaIOHHEI HOMEP NOCTYIHBILErO JOKYMEHTa;

! ViasauHbili COCTAB CBemeHHH, BimouaeMmsX B CDJl MpH PerucTpatH M B XOJAE PacCMOTPEHHA
1 HCTIONHEHHA BXOAAIIMX ¥ HCXOAIIMX ZOKYMEHTOB, 00s3aTelNeH Jyls opranu3auuii — ygacTamukos M3JI0.
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€) MOIDKHOCTB, haMUNHS ¥ HHULHANEI JIAIA, IOJIUCABLIETO JOKYMEHT;

) Jara MOCTYIUIeHHS JOKYMEHTa,

3) BXOIIIMI PErHCTPaLOHHBIN HOMep;

H) 3aroIOBOK K TEKCTY (KpaTKoe cofiep)KaHHe JOKYMEHTa);

K) KOJNHYECTBO JUCTOB OCHOBHOIO JOKYMEHTa;

) OTMETKA O MPHIOXKeHHM (KONMYeCTBO TPHIOKEHMH, obLiee KOIHYECTBO
JIMCTOB IPHIIOXKEHNI);

M) CBeJEHMS O CBfA3aHHBIX NOKyMeHTax (HauMeHOBaHHWe BHJA HOKYMEHTa,
JiaTa, pErHCTPALMOHHEIN HOMEp, THII CBA3W);

H) pesomonus (UCIIONHHTENb (MCTIONHWTENH), MOpydeHHe, NOJDKHOCTHOE
nuIIo, JaBliee OpyIeHue, 1aTa);

0) CpOK HCIIONHEHHS JOKyMeHTa;

I) HHEKC Aena 10 HOMEHKIAType Jel,

pP) CBeJeHUs o Iepeafpecaliii JOKYMEHTa;

C) OTMETKa O KOHTpOJe;

T) rpud orpaHIYeHHs AOCTyNA K JOKyMEHTY;

y) cBefeHHA 06 JNIEKTPOHHOM MOATIHCH;

}) pesysIbTaT POBEPKH SMEKTPOHHOI MOIHCH .

5.53. Tlpu Bxmouenuu B CIJ] ucxomammx nokyMeHToB B OPK BHoCATCH
CIIeIyIOLIYe CBeIeHHUS O JIOKYMEHTE:

a)  anpecar;

0)  JOIDKHOCTD, (haMuiHA ¥ MHULMANE] JIHL(a, TOANHCABIIero JOKYMEHT;

B)  HaMMCHOBAaHME BHJa JOKYMEHTa;

r)  Oara AOKyMEHTa;

)  perHCTPalHOHHBLIH HOMEp JOKyMEHTa;

€)  3aroJIOBOK K TeKcty (KpaTKoe CofiepXKaHHe JOKyMEHTa);

®)  CBENEHHS O CBA3aHHBIX AOKYMeHTax (Ha¥MEHOBAaHWE BHJA JOKYMEHTA,
Jlata, peruCTPaMOHHEIA HOMED, THII CBSA3H);

3)  KOJNHYECTBO JIMCTOB OCHOBHOTO JIOKyMEHTa;

M)  HMHIEKC Jiella 0 HOMEHKIAType Hel;

K)  OTMETKa O MPUIOXeHNH (KOIHYECTBO NPHIIOXKeHHH, oblee KOMMIeCTBO
JIMCTOB NPHIIOKEHHI);

n)  rpud orpaHHYEHHS JOCTYNA K JOKYMEHTY;

M)  mopa3ieleHue - OTBETCTBEHHbIN HCIOMHUTENb JOKYMEHTa;

H)  CBeieHHs 00 3JIeKTPOHHOH MOAMHCH.

5.54. Tlpu Bxmodenun B COJl BHyTpeHHuMX nokymeHToB B OPK BHOCATCA
CIIE/TYIOLINE CBE/ICHHS O JOKYMEHTe

2 Bxmouatores B CJI, ecin NOCTYNHMBIIKIE JOKYMEHT NOATHCAH YCHIEHHOH 2/1eKTPOHHOM NOANUCHIO.
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a)  HauMeHOBaHMe IOApa3JieNieH:s, [IOATOTOBUBLIETO POEKT JOKYMEHT;

0) HauMeHOBaHHE BHAA JOKYMEHTa;

B)  JiaTa JOKYMEHTa;

I)  perucTpalyOHHEIH HOMep JOKYMEHTa,

J)  HOJDKHOCTb, (PaAMMITHA U MHUITHATHI JINTIA, TIOANKCABINErO JOKYMEHT;

€)  CBelEeHHI O CBA3aHHBIX NOKYMeHTax (HAMMEHOBaHWE BHAA JOKYMEHTA,
JiaTa, perMCTpalMOHHEI HOMep, THII CBSI3H);

XK)  3aroJ0BOK K TEKCTY (KpaTKoe CoJepiKaHHe JOKyMeHTa);

3)  OTMeTKa O NPWIOKeHHH (KOJMYECTBO NPHUIOKEHH I, OOILee KOIHIECTBO
JIHCTOB IIPIOXKCHHU);

M)  MHJEKC JeNa [0 HOMEHKIAType Je;

K)  yKa3aHHs IO HCIONHEHMIO JOKYMeHTa (MCIIOJIHHUTENb, IOpYUCHHE, faTa
HCHOJHEHUS);

J)  OTMeTKa 0 KOHTpOJe;

M)  rpud orpaHMYeHNs ZOCTyNa K JOKyMEHTY;

H) TofpasfeneHve (JOJKHOCTHOE JIHLO) — HCIONHUTENb (OTBETCTBEHHBIH
WCTIOJIHATENB) JOKYMEHTA.

JIONONMHUTENEHO K YKa3aHHBIM CBEJCHHSAM O BXOMAIMX, MCXOMAIIMX
¥ BHyTpeHHHUX JokyMeHTax B OPK COJI MOTYT BHOCUTHCS HHbIE CBEIEHHS.

5.55. Yuer konW4yecTBA  JOKYMEHTOB, IIOCTYIMBIIMX, CO3JaHHBIX,
OTIpPABIEHHBIX 32 ONpeJeSieHHBIH NEepHOJ BpPEMEHH, MOXET NPOBOAUTECA IO
OpraHM3alliy B LEJIOM, HO OTHETBHBIM CTPYKTYPHBIM MOAPa3AeCHAAM, 10 IPyNnaMm
JOKYMEHTOB, KOPpECIOHAEHTaM, NeHCTBUAM, NPOU3BENCHHHEIM C JOKyMCHTaMH,
H IpyTUM I1apaMeTpaM, HeoOXOQUMEIM IS aHaH3a paGoTsl ¢ JOKyMEHTaMH B LENIX
ee COBEpIICHCTBOBAHMUA.

5.56. Ilpu yuyere oObeMa HOKYMEHTOOGOPOTA IOACIHTHIBACTCS KONHYECTBO
JOKYMEHTOB BBLIEJICHHOM Ipymnbl. YdUeT KOJNH4YeCTBa JOKYMEHTOB IPOBOAUTCS MO
JanaeM COJl, perucTpalMOHHO-YIETHBIX XKYPHAJIOB H KapTOTeK.

5.57. 3a emmHHIy ydera KOJMYECTBAa JOKYMEHTOB IIPUHHMAETCH
€MHCTBEHHBIH JK3eMIUIP AOKyMeHTa (TMOMNHHHHK HIH KOMHMSA, €CIM KOIMHA —
eNUHCTBEHHBIH OK3eMIUIID MNOKyMeHTa B OpraHH3alliH, HalpuMep, KOIHA
HCXOMALIero muckMa) 6e3 ydeTa KONmMii, CO3aBaeMBIX IIPH NeYaTH M KOMHPOBaHHH
(TupaxupopaHud). Konvun JOKyMEHTOB IIpH HEOGXOANMOCTH aHANIH3a YYHTHIBAIOTCH
OTJAENBHO.

B Cocrae crefienuii, BHocuMBIX B COJI NDH PeruCTPaLMH BHYTPEHHUX AOKYMEHTOB, 3ABHCHT OT BHAA
PETHCTPHPYEMOro JOKYMEHTa.
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5.58. PesynpraThl ydera oObeMa JOKyMEHT0000OpOTa B OpraHH3alHH
exerogno ob6obmarores Cyx6oit  JenompomsBofgcTBa M IIPENCTABIAIOTCA
PYKOBOICTBY B BHJiEe oT4eTa 06 00beMe JOKyMeHTO0GOpOTA 3a TOJl.

VI. KoHTpOE UCTIONHEHHUS FOKYMEHTOB (IIopyieHHil)

6.1. KonTpons mcnonHeHHs HOKyMeHTOB (mopyuyeHmit) BeJeTCS B IEILIX HX
CBOEBPEMEHHOTO B Ka4eCTBEHHOTO HCTIONHEHHU.

6.2. KoHTpomIb MCHONHEH!S JOKYMEHTOB (TIOpy4YeHHii) BeleTcs:

PYKOBOJMTENEM WM HHBIM JOJKHOCTHEIM JIMIIOM OpTaHU3alMy — HCIIONHEHUA
JOKyMEHTOB (TIOpy4eHHiT) 10 CYIecTRY;

Crnyx0o0ff  menompoM3BOACTBA OpraHM3alM#i ¥  OTBETCTBEHHBLIMH 32
HENONPOU3BOACTBO B CTPYKTYPHBIX IMOJpasfelieHHAX -~ CpPOKOB HCIONHECHHI
JIOKYMEHTOB (TIOpy4eHHi).

B Cmyx6e nemonponsBoAcTBa IEHTPAIN30BaHHOMY KOHTPONIO NOMIEKAT
3apeTHCTPHPOBAaHHbBIE HOKYMEHTBI C OTMETKOH o KoHrpone («KOHTpoiby),
IPOCTABJIAEMOX B COOTBETCTBMH C NyHKTOM 2.54 IlpuMmepHOM HMHCTpYKUMH,
a B CTPYKTYPHBIX MOApa3sfielleHUAX OpraHM3allid — BCE 3apErdCTPHPOBAHHBIE
JOKYMEHTSI, TpeOyIoNye HCIIONHEHAS.

6.3. PacnopsimurensHele NOKYMEHTH, IPOTOKONEI 3acefiaHuii (COBEIaHHIT),
colepxaimue MOpyYeHHS C KOHKPETHRIMH CpPOKaMH HCHONHEHWs, CTaBiATCS Ha
KOHTPOJIb 10 KXX[OMY IIOPYUECHHIO OTAEIBHO.

6.4. KoHTpoms CpOKOB WHCIOJHEHHS MOKYMEHTOB (LOpYYEHHH) BKIHOYAeT
B cels:

TIOCTaHOBKY JOKYMEHTOB (ITOpy4eHHH) Ha KOHTPOIB;

IIPOBEPKY CBOEBPEMEHHOCTH JOBEACHHS JOKYMEHTOB (TIOpyYeHHif) mo
UCIIONHUTENeH;

HpeABapUTENBHYI0 IPOBEPKY U PETYIMPOBAHHE X0 HCIIONHEHNA IOKYMEHTOB
(mopydenuit);

CHSITHE C KOHTPOIS TOKYMEHTOB (TIOpy4eHHit);

ydeT, obolIneHHe W aHamu3 pe3yJbTATOB XOJAA HCIIONHEHUs IOKYMEHTOB
(nopy4enuit);

HHOOPMHPOBAaHHE pPYKOBOAWTENeH O XoJe HCHOJHEHHA JOKYMEHTOB
(mopy4eHwuit) ¥ COCTOSHUM HCTIONMHUTENbCKOM JUCHUTUINHEL

6.5. Cpoxu  wCmONHEHHMs  JOKYMEHTOB  (HOpYydYeHMI)  HCUHCISIOTCS
B KaJIeHIapHBIX JHSIX.
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Ecnn mnocnemHuit JeHp CpoOKa HCHONHCHMS JOKYMeHTa ([OPYdYECHHS)
HIpHXOAUTCS Ha Hepaboumil JeHb, TO MHOKYMEHT NOJIEXXHT HCIONHEHHIO
B Ommxaiiuit cremyromii 3a HIM pabounii JeHs.

Jata ncronHeHusa NoKyMmeHTa (mopyueHus) ¢ukcupyercs B OPK CIOJl wm
HHOH peTHCTPaMOHHO-yIeTHOM (opMe, HCHONB3yeMOil ISl OTCIEXHBAHUA CPOKOB
VCITOJTHEHHA TOKYMEHTa (TIOpYICHHUA).

Cpoxu  HCHONHEHHS  JIOKYMEHTOB  (MOpy4eHHH)  yCTaHABIMBAIOTCH
PYKOBOIMTENEM, HCXOAI M3 CPOKa, YCTAHOBIEHHOTO OpraHW3allveli, HanmpaBHBILel
JOKYMEHT, HIM CpOKOB, YCTAaHOBNEHHHIX 3aKoHOAATeNbcTBOM Poccuiickoii
®eneparun.

6.6. JJoxyMeHTHI (TIOpyUEHHM) NOATEKAT UCTIONHEHHIO B CIEAYIOLIME CPOKH:

¢ KOBKPETHOM JaToi HCIONHeHUA — B YKa3aHHBINA CPOK;

6e3 ykasaHHMS KOHKPETHOH HATBI HCIIONHEHWS, UMEOIHE B TEKCTE TOMETKY
«BECBMa CPOYHO» — B TeYCHHE OXHOIO XHSA, «CPOYHO» — B 3-IHEBHHIH CpOK;
«omepaTUBHO» — B 10-THEBHEI CPOK; OCTANBHEIE — B CPOK He Gonee 30 nueir;

[0 IIapIaMEHTCKMM 3amnpocaM — He mno3gHee 4yeM udepe3 15 gHel co mua
ONyYeHNS;

110 3ampocaM wieHoB Cosera Penepalyy, gemytaroB I'ocynapcTeennoi JyMsl
(memyTaTckoMy 3ampocy) He Ho3AHee YeM depe3 30 queit co HA MOyUeHHS.

10 MeXBEJOMCTBEHHBIM 3allpocaM O MpEICTABICHHH JOKYMEHTOB M (M)
HH(GOpMaIy B ILeMSIX IPEeJOCTABIEHHS TOCYNApCTBEHHBIX MW MYHHIHIAIBHEIX
yeayr — 5 paboynx gHel co NHA TONyHYeHHs 3alpoca, €CIH 3aKOHOAATENECTBOM
Poccutickoii @epepaniuy He YCTaHOBJIEH HHOM CPOK;

1o oOpaleHusM rpakaas — 30 aHeit co IHA perucTpalyy.

6.7. IIpHOCTaHOBATH HCHONHEHHE KOHTPOJHFHOTO NOKYMeHTa (HOpydeHH:),
a TaKKe OTMEHHTH €r0 MOXKET PYKOBOJIHUTENb, IIOAMHUCABIIHI IOKYMEHT A AaBIIHH
nopy4enye (ykasague).

6.8. B nmemix CBOGBPEMECHHOIO WCIONHEHHA [JOKYMEHTOB, IIOpyYEHHMH
(ykasaHmii), NOCTaBJICHHBIX Ha KOHTPONb, paboTHHK Ciy>kKOBI NENONpON3BOJCTBA,
OTBETCTBCHHBI 3a BeJiIcHWE KOHTPONA WCMOJHEHHS JOKYMEHTOB, NpOBEpAET
CBOEBPEMEHHOCTh HOBEJICHAA NOKYMCHTA (TIOPYUEHHUA) 10 HCIOMHHTENS.

6.9. Ecim cpox wucmonHeHHA IOKyMeHTa (TIOpYY€HHs) IPEBHIIIAET OAHH
Mecsll, B IeJsX 00ecedeHus CBOSBPEMEHHOTO HCIIONHEHNS JJOKyMEHTa (IIopydeHHs)
OpPOBOJIMTC TNpEeABAapUTENbHEII KOHTPONb M  HANMOMHHAHHSA  HCIOJMHHUTENAM
0 TipHGIIVDKEHUH CPOKOB HCHIONHEHNS IOKYMEHTOB (TIOpy4eHHit).

6.10. TlpenBapuTeNbHBIH KOHTPOIbL OCYLIECTBILIETCA B CIIEAYIOMIEM ITOPsAIKE:

JOKYMEHTOB (TTOpydeHHi) NOCIeayOIMHX JeT — He peske OQHOTO pasa B TOf;
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JIOKyMEHTOB (TIOpYUCHUIl) TOCIEAYIOLIMK MecsIleB TEKYIero rona — He pexe
OJIHOTO pa3a B MeCHII;

JIOKYMEHTOB (LIOpyJeHHif) TeKyIlero Mecsua — 3a 5 JHel A0 UCTEUeHHs CpoKa
HCIIOIHEHHSL.

6.11. HanoMHHaHHe WCIONHUTEMAM O TNpPUOIIKEHHH CPOKOB HCIIONHEHHS
IOKyMEHTOB (IIOpYdYeHHI) MOXKET OCYILECTBIATHCS B ABTOMATHYECKOM pEeXUMe
nocpexncTBoM CIO/I.

HanoMuHauus HCIOJHUTENSAM, a Takke HHGOpPManusi 06 WMCIOIHEHUH
JIOKyMeHTOB (mopyueHuil), moxydeHHas OT HcnonHuteneil, duxcmpyoorcs B OPK
C3/], unu MHBIX PErHCTPallMOHHO-YIETHHIX (opMax, HUCIONB3YEMBIX AN KOHTPOJIL
UCIOJHEHNSA JOKYMECHTOB (IIOpy4erHuit).

6.12. TIpu HeOOXOZHMMOCTH M3MEHEHHS CpOKa HCIOJHEHHS JOKyMEHTa
(mopydyeHus) OTBETCTBEHHBI MCIOJHUTENs O0f3aH MPENCTABHTh Ha HMA
PYKOBOAUTENS, JaBIIETO IOpydeHHe, OOOCHOBaHHe (CIyXeGHYI0 3aIlicKy)
0 TIPOZJIEHAY CPOKa € YKa3aHHeM IPHYHH IPOJICHNS U AAThl HCTIOJTHEHHA.

OGocHOBaHME NPOMUICHWA CpOKA HCIONHEHHS JOKyMeHTa (TIOpydeHH:)
JOJKHO GBITH HANpPaBJIeHO COOTBETCTBYIOIIEMY PYKOBOIHUTENMIO HE TMO3JHEE, YeM M0
HCTEYeHHH ABYX TPETHUX CPOKa HCIIONHEHN JOKyMeHTa (OpydeHHus).

O6 M3MeHEeHHH CpOKa HCIIONHEHMS NOKyMEHTa (IOpY4YeHHs) OTBETCTBEHHBIH
HCTIONHITENs HEOpMupYeT CyKGy AeTonporsBocTBa’!,

6.13. lokyMeHT (HOpy4YeHMe) CUHTAeTCd WCIONHEHHBIM, €CIHH IPHHATH
pelleHHs [0 IOCTaBISHHBIM BOIPOCAaM, I[OATOTOBJICHBl COOTBETCTBYIOUIHE
JOKYMEHTHI, HamlpaBleHa CIpaBKa 00 HCIOJHEHHH B COOTBETCTBYIOIUHE OpPTaHBI
BracTH (OpraHu3alliy) WM JaH OTBET IO CYINeCTBY 3aHHTEPECOBAHHEIM JIMIAM.

Pemenne 06 ncnonHenun goKyMeHTa (TIOpyUeHNsT) IPHHUMAET PYKOBOAHUTEND,
TMOCTABHBIIMYM  JOKyMeHT (LOpydeHHe) Ha KOHTPolb, €  00f3aTeNbHBIM
uH(opMupoBaHKeM CiryO5I AeOMPOU3BOACTBA OPraHU3aIlHH.

Ha wucmonHeHHOM IOKYMEHTe NPpOCTAaBIsETCHd OTMETKA O HalpaBleHUH
JOKYMEHTa B AEJI0 B COOTBETCTBHU C IyHKTOM 2.55 IlpuMepHOH HHCTPYKUMH,
cBeZleHMs 00 HCTIONHEHUN JOKyMeHTa (opydeHus) BHocates B OPK COJI unu unyro
PEeruCTPaliiOHHO-YIETHYIO (hOpMY, HCHONB3YEMYIO A/ KOHTPOJIS HCTIOTHEHHMS.

6.14. JloxyMeHTHl (IOpYYeHHS), HE CHATHIE C KOHTPOJISA, a TakKe JAOKYMEHTEI
(mopydeHHs), CpOK  HCHONHEHWA  KOTOPHIX He  IPOJJIEH,  CUHTAIOTCA
HEHCITONHEHHBIMH.

6.15. Ciyx6a Ienonpou3BOACTBA OpraHW3allMM aHATHM3UPYET COCTOSHHE
W pe3yNbTaThl ~ HCHOJMHEHUS  JOKYMEHTOB  (WOpydeHmH) H  COCTOSHHE
HCHONHHUTENBCKOMN JACHUTLIHHEL:

M AHajlorHYHBIM OGpa3’oM MOTYT OBITb BHECEHbl W3MEHEHHA B COCTAaB MCTONHHMTENEH NOKYMEHTA
(nopyuenus) ¢ 06s3aTeNnbHEM HHGopMUpoBanHeM CiiykGbl AelONPOM3BOACTEA.
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B TOpsOKe TMpeIBapUTENbHOIO KOHTPONSI HAmpaBiseT B CTPYKTypHBIE
TIO/IPA3AENEeHUS OpraHu3ali¥ HAMOMHHAHHUS O NOKYMEHTaX, CPOKM HCIOJIHEHMS
KOTOPBIX HCTEKaroT (3a 3-5 mHell 0 OKOHYaHUA CPOKa HCIIONHEHHS JOKYMEHTa);

pa3 B Mecil] M IO OKOHYAHHH TOJA PYKOBOAWTENO OpraHW3aLHN
M PYKOBOZHUTENSM CTPYKTYPHEIX MOApAa3/eNeHuil HallpaBisieT OTYeTHl O KOJNHIECTBE
NOKyMEHTOB, HCIONHEHHEIX B CPOK, HCIONHEHHBIX C MPOIJIEHHEM CpokKa
HCTOJIHEHUA, He VCIIOJHEHHBIX, HaXOJUIUXCS Ha HWCIONHEHHH IO OPraHHW3ali{
B IEJIOM, II0 CTPYKTYPHBIM HOApa3sfeNeHuAM M, IpH HeOGXOAMMOCTH, — IO
OTAieJIbHBIM HCIIOTHUTENSM,

VII. Opranuzanus paboTs! HCIIONHUTENS C JOKYMEHTaMH

7.1. VicnonHuTtens moNMydaeT MOKYMEHTHI Ha MCIOJIHEHHWE B JAeHb HX
pPaccMOTPEHHS WM Ha Clenylomuil pabounii JeHb B COOTBETCTBHM C PE3OJNIOIUIMH
PYKOBOACTBa OpraHM3allii M PyKOBOAMTENs noapasneneHus. CpodHsie NOKyMEHTHI
TIepeAaroTCs UCIOMHUTENMO He3aMeJIUTEIbHO.

7.2. lokyMeHTBI, HOCTymaiol@e B  CTPYKTYpHOE  MNOApa3AcicHHe
C PE3OMIOIMAMH PYKOBOJICTBa, IepealoTCsA PYKOBOAUTENMIO moipasjeneHud. Ecim
JIOKYMEHT, ITOCTYIUBIINH Ha HCIOJHEHHe B IOIpas/ielieHne, He UMeeT OTHOLICHUI
K KOMIIETeHIUH MIOpa3/ielieHus, pyKOBOAUTENb MOAPa3eeHus B TOT XKe JeHb WIH
Ha cnenyrommil pabounii neHp BosBpallaer ero B Ciyx0y IeIonpoH3BOACTBa ML
pelleHus BOIPOca O MIepeHalpaBIeHHH ero Ha HCIIOTHEHUE B APYroe nopasicicHue
(TpyroMy HCTIONHUTEIIO).

7.3. Hcnionnenue JOKyMEHTa IIpeyCMaTpPUBaeT:

c6op 1 aHanmu3 HeoOxo Mol uHbOpManyy;

TIOATOTOBKY IIPOEKTa JOKYMEHTa U ero oGopMIIeHHE;

COrIacoBaHHE NMPOEKTa TOKYMEHTA C 3aHHTEPECOBaHHBIMMU JTNLIAMH;

IopaGOTKy IIpoeKTa IOKyMEHTa IO 3aMEYaHWsM, IIOJyYeHHEIM B XOJe
COTJIaCOBaHHUS U, HpH HEOOXOAUMOCTH, — IOBTOPHOE COIVIACOBAaHHE);

TOATOTOBKY cIMcKa (yKa3aTels) pPAcCBUIKM JOKYMEHTa, €ClH JOKYMEHT
aJpecoBaH IpyIIle OpraHu3anuii;

HpeficTaBIeHHE MPOEKTa JOKYMEHTa Ha HOANHCH (YTBEPKIEHHE) PYKOBOACTBY;

TOJITOTOBKY IOKYMEHTA K OTIIPABKE H Tepeaady KOMHUH JOKYMEHTa B Ieo>.

7.4. Ilpu  HampaBIeHHMM  JOKYMEHTa  HECKONBKHM  MCIOJHHTEISIM
OTBETCTBEHHBIM 3a IIONrOTOBKY IIPOSKTa JOKyME€HTa SBIASTICA HCIOJIHHUTEb,

% Bumonnsercs CyxGoit 1ETTONpOH3BOACTBA.
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VKa3aHHBIi B pe30/JOUMM NEPBEIM WM OOO3HAYEHHBIH B DPE30JIONMH Kax
OTBETCTBEHHBIH UCIIOIHUTEINb.

7.5. OTBeTCTBEHHBIf HCIONHWUTENb MMEET IpaBO [JaBaTh IIOPYYECHHS
OCTanbHBEIM HCHOJHUTENSM, IMPOBOAUTH pabodwe COBEIIAHHS U BHIPaGOTKU
COBMECTHOTO peIlleHus. Bce HcnomHuTenn B PaBHOH CTeNEHHM OTBETCTBEHHEI 3a
CBOEBPEMEHHOE W KAYECTBEHHOE WCIONHEHWE IIOPYYeHUS M IIpeJCTaBICHHUe
OTBETCTBEHHOMY HCIIOJIHUTEII0O B YCTAHOBJICHHBIE MM CpPOKM HEOOXOIMMBIX
MaTepuanoB (IPOEKTOB JOKYMEHTOB, CHpaBoK). VICIIONHHTeNm He WMMEOT NpaBa
TIPEICTABIATE IIPOEKTHl NOKYMEHTOB PYKOBOAWTENIO, JABLIEMY ITOpYUeHHE, MHHYSI
OTBETCTBCHHOI'O HCIIOTHHUTEIS.

7.6. B ciy4ae otcyrcTBus HcmoNHHTENS (KOMaHIHPOBKA, OTIIYCK, OONE3HB)
JIOKyMEHT IO YKa3aHHIO pPYKOBOAUTENs HOApAsZeNeHUs Iiepenaercs ApYroMy
HCIIONIHUTENI0 C 00sA3aTenpHBIM COoobmieHHeM ero (aMuinH AelTOnpOH3BOAHTENIO
moapasfeneHus ans BHeceHus uaMeHeHuit B OPK ngoxymenta B COJ] umu HHyIO
PEerHCTPallHOHHO-YHETHYIO GOPMY.

7.7. Ilpu yBONBPHEHHMH WIH NEPEXOAe HA APYTrod y4acTOK pabOTH COTPYRHUK
00s3aH cHaTh DOKYMEHTHI M [lela PYKOBOMHUTENO MNOMApa3fAeNeHds WIH [0 ero
YKa3aHUIO BHOBb HAa3HAYEHHOMY COTPYIHHKY (B ciydae HEOOXODMMOCTH, — IO aKTy
npreMa-liepeiady, B KOTOPOM YKa3bIBAIOTCS BHABI Jel (3arONOBKH JeN) H HX
KOJNMYECTBO W KOTOPHIA MOAMKCHIBAETCS PabOTHHKOM, IepefaBIIMM JOKYMEHTEI,
U pabOTHHUKOM, IPHHABIIUM JOKYMEHTHI).

7.8. Pe3ynbraToM MCHONHEHHUS JOKYMEHTa SBNSETCS NPOEKT JOKYMEHTa,
TIOATOTOBIEHHEIH UCIIONMHUTEIEM.

TpoekT KOKyMeHTa CO BCeMH HeOOXONMMBIME TIPHIIOKECHUSMHA, HalleYaTaHHbIH
H opopMIEHHEI# B  COOTBEICTBHM C  TNpaBUJIaM{,  YCTAHOBJICHHEIMH

B paszene 3 IlpuMepHoit HHCTPYKIHH, HCTIONHUTEb COIJIaCOBHIBAET
C 3aMHTEPECOBAHHBIMH ITIOAP23NENiCHUAMY ¥ JHIAMH H, IIpM HeoOXOmUMOCTH,
¢ APYTHMH OpraHH3alHsIMIL.

JlOKyMeHTEHI, NpefHa3HauYeHHsle IUI1 OTNpaBKH, OQOpMILAIOTCA Ha OnaHke
OpraHM3aIlMKl ycTaHOoBNeHHOH dopmel. 11 oTNpaBKM JOKYMEHTOB, HE HMMEIOIIHX
aJipecHOH YaCTH, COCTaBIAETCS CONPOBOAUTENBHOE MMHCHMO.

Ha mokyMeHT, pacchulaeMBlii Oonee 4eM B 4YeThIpe afpeca, HCMONHHTENb
POTOBUT CHHCOK pACCHUIKH, OMPEHENseT KOMHYECTBO 3K3EMILUIAPOB HOKYMEHTa
W TI0CJie perucrpaiyd ofecieduBaeT H3TOTOBICHHE HEOOXOAHMMOro KONWIeCTBa
KOIIHH.

7.9. HcmonHuTENb (OTBETCTBEHHBIM MCIONHHUTENB) OPraHu3yeT COrIacoBaHKE
(BU3MpoBaHKe) UpPOEKTa MOKYMEHTa CO BCEMH 3aMHTEPECOBAHHBIMM JIMIAMH
¥ OpOBOAUT HOPabOTKY IPOCKTa MO 3aMEYaHHMsAM B COOTBETCTBMM C IYHKTaMH
4.1 —4.11 [IpumepHOH MBCTPYKIIHH.
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IMpu Hanuyuu GONBIIOrO KONMYECTBA 3aMeYaHWit MO IpefCTABICHHS
ZIopabOTaHHOTO IIPOEKTa IOKYyMEHTa Ha HOAINMCh DPYKOBOJMTENIO HCIIONHHTENb
TOTOBHT CBOJKY 3aMeUaHUH (IIpeATIOXKeHHiT), B KOTOPO# YKa3bIBAaeTCS: COAEPKaHHe
3aMedaHus (OpeIOKeHNsd), IOIDKHOCTh, (aMMIMs NHIla, JAABIIEr0 3aMevaHue,
OpHMHATO WM OTKIOHEHO 3aMedaHue (ecqu 3aMedaHHe OTKIOHEHO, — IIPUYHHY
OTKJIOHEHHS).

7.10. ITocme nopabGOTKN W IIOBTOPHOTO BH3HPOBaHHA (COINIACOBAHMS) IIPOEKT
JOKyMEHTa IepefJaeTcss Ha MojnucaHme (YTBepxIeHwe). /0 NpeOCTaBIEHHsA Ha
MOAINCh MCHOJHHUTENb HPOBEPSET IPaBUIBHOCTE OGOPMIICHHA JOKYMEHTa,
IIPaBHIBHOCTh O(OPMIICHUS ajpecaTa, HaJIUUYWe HeOOXOOMMEIX BH3, [IPHIOXKESHHIL,
Ipu HeoOXOAWMOCTH — CHpaBOK, IIOSCHHUTENBHBIX 3alHCOK, PA3bACHIIONINX
cofiep>XaHHe IIOATOTOBICHHBIX JOKYMEHTOB, TUCTa (YKa3aTelsa) paCChUIKH.

7.11. TlognucaHHBIA NOKYMEHT HCIIOJHUTENh B COOTBETCTBHH C IIOPSAAKOM,
YCTaHOBJICHHBIM HHAWBHIYaIbHOH HHCTPYKIHEH MO AeNOMpPOH3BOACTBY, NEpeNaeT
I pETHCTPALlHY U OTHPaBKH W/WIH BKIIOYEHYS B JeNO.

B cooTBercTBHMM ¢ HOMEHKJIATypoH el HCHOJHHUTENb ONpenelsieT MHIEKC
Jiena, B KOTOpoe JOJDKeH GBITh BKIIFOYEH JOKYMEHT.

7.12. B xofe HCHONHEHNUS JOKYMEHTa HCIONHUTENb UMeeT NPaBo MpeJuIarath
HU3MEHEHNE CPOKa HMCIIONHEHHS, eClIH OTCYTCTBYIOT peallbHble YCIIOBHS HCIIONHEHHs
IOKyMeHTa (HOopydeHHs), JMenarb IOMETKH Ha [JOKyMEHTE O BpPEMEHH ero
HOCTYIJIEHHA, O AaTaX IPOMEXYTOYHOTO KOHTPOJA, TeleGOHHBIX U THMCBMEHHBIX
3ampocax, O JaTe W pe3yJIbTaTe OKOHYaTEIBHOTO HCIIOHEHHS.

7.13. HcnonHutenp HEe MMEET MpaBa pasialliaTh COJep)KaHHE MOCTYNUBIIHX
K HEMY JIOKYMEHTOB U HOJTOTOBJIEHHEBIX IIPOSKTOB CIIYKeOHBIX OKYMEHTOB, C HHMH
MOTFYT OBITH 03HAKOMJICHBI TOJIBKO JIMIIA, HIMEIOLIHE OTHOLICHHE K HX HCTIOHEHHIO,

VIII. ®opmupoBaH#e NOKyMEHTAILHOTO (JOH/Ia OpraHH3aluH

8.1. OneparuBHOEe XpaHeHHWE NOKYMEHTOB OpraHM3alid IO Mepeiadd HX Ha
XpaHeHHEe B apXdB WIM YHHYTOKCHHE OCYIECTBISIETCS B CTPYKTYPHBIX
TTOApa3AENIeHAIX OpTraHU3alHH.

8.2. B memsx xpaHeHHs, IOUCKA M MCHONB30BaHUA AOKYMEHTHI Ha OyMaKHOM
HOCUTEJIe M 93JIEKTPOHHBIE JOKYMEHTH (OpMHpYIOTCA B Iela B COOTBETCTBHH
C HOMEHKJIaTYPOH nel.

HoMenxnarypa  Jmem  3akpemiier  kilaccHuuKamuio  (TpyNIHpPOBKY)
HCMONHEHHBIX JOKYMEHTOB B Jiena (PNEKTpOHHBIE HeNa), CHCTeMaTH3alluio
W MHAEKCALMIO Jel, CPOKM WX XpaHeHHs W SBISMETCA OCHOBHBIM YHYETHBIM
JOKYMEHTOM.
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Howmenxnarypa pen sBisercs OCHOBOHM [ COCTaBJIEHHS OIMCeH Jen
HOCTOSHHOTO, BpeMeHHHIX (cBbiIe 10 1eT) cpoKOB XpaHEHHS U IO THYHOMY COCTaBY,
aKTOB O BBIJENCHHH K YHHYTOXEHHIO JOKYMEHTOB C HCTEKIIHMH CPOKaMH XpaHeHH,
a TaKKe U1 y4eTa Jiell BpeMeHHBIX (10 10 JieT BKIIOUMTENEHO) CPOKOB XpaHeHHU .

8.3. HoMmenknarypa Jenl OpraHM3allM¥ COCTAaBNSETCS Ha OCHOBE H3y4eHHS
COCTaBa U COJEP)KaHUsI JOKyMEHTOB, 00pa3yIoIXCs B AESITEIBHOCTH OpraHU3alHy,
BKJIIOYas] JOKYMEHTBI, IOCTYNAOIKe 13 APYTHX OpraHu3aruii.

8.4. Ilpy coctaBNeHNHM HOMEHKJIATYphl XeNl CleXyeT pPYKOBOACTBOBATHCA
YCTaBOM OpraHM3alMH, IOJOXKEHUAMH O CTPYKTYPHBIX MOApasjefeHHAX, INTaTHBIM
pacIMcaHueM, MTaHaMH U OTYeTaMU O pafoTe opraHu3alyi, HOMEHKIIATYPOH Jel 3a
OpOMEAIMHA  rojl, JIOKAIbHBIMH  HODMATHBHBIMH  aKTaM¥M  OpraHU3aiyy,
cofiepKalllAMH  CBELNEHHMA O JOKyMeHTaX, ofpasylomuxci B HeSTeIbHOCTH
OpraHu3alliM, THIIOBBIMM M IIPAMEPHEIMH HOMEHKJIATypaMu Jient (NP MX HaJIWIHH),
BEJIOMCTBEHHBIMH M THIOBBIMH IIEPEYHAMM IOKYMEHTOB C YKa3aHHEM CPOKOB HX
XpaHeHHS.

8.5. B HoMeHKnaTypy el BKIIOYAIOTCA BCe JOKYMEHTHI, OTpaKaromuye
JIeSTeNbHOCTh CTPYKTYPHBIX TOApasfeNeHuit OpraHu3alid HM TIOCTOAHHO HIH
BpPEMEHHO JIeUCTBYIOMMX OPraHOB (KOMHCCHI, COBETOB, KOMUTETOB), B TOM 4HCIE
JOKYMEHTH OrPAaHHYEHHOIO JOCTYIla, DPETHCTPAlMOHHBIE ¥ YUYeTHble OKYpHAIBI
H KAPTOTEKH, B HEOGXOMMMBIX CIydasX — KOMHH JOKYMEHTOB™. JIOKyMEHTEI,
CO3aHHBIE B BIEKTPOHHON (OpMe, BKIIOYAIOTCS B HOMEHKIATYPY el IO TeM ke
TIpaBHIaM, YTO M JOKYMEHTHI Ha GyMaXHOM HOCHTEJIe.

He BimowaroTcs B HOMEHKIATypy XHeN IlepHOAWYECKHe H3NaHHA, KHHIH,
Oponmopsl.

8.6. Homenknarypa nen oprammsaiun (cBopgHas) cocrasisercs Ciyx6oit
IeNONPOU3BOJCTBa Ha OCHOBAHHH HOMEHKJIATYD e CTPYKTYPHBIX HOApasAencHHH
mo dopme, ycraHoBieHHOH IlpaBWiIaMH XpaHEHMS, KOMIUIEKTOBaHHWs, YdYeTa
M HCIIONB30BaHNS TOKyMEHTOB ApxuBHoro dorpa Poccuiickoit @enepanuu u Apyrux
ApXUBHBIX JOKYMEHTOB B OpraHax TIOCYJapCTBEHHOU BIIACTH, OpraHaXx MECTHOTO
CaMOYTIpaBIIeHHs], OpraHM3aImsx’ (nanee — [IpaBuna XpaneHus).

CBonHas HOMEHKJIATYpa JeJl COCTaBILIETCS B MOCHEIHEM KBapTaje TEKyLIEro
rofa Ha IPeACTOAIHI KaJeHAApHbIH ol

* KomMM NOKYMEHTOB BKJTIOMAIOTCA B HOMEHKIATYPY AGN, €CTH KOMWS — €JWHCTBEHHBI 3K3eMILIAD
JIOKyMEeHTa B OpraHM3alliH, a Taloke, €CTH KONMM HeoOXOMMMBI JUI OpPTaHM3alli¥ JAEATeSbHOCTH
TIO/(Pa3/IE/ICHHUS.

77 Tpunoxenre Ne 25 k [IpaBHIaM XpaHeHHs, KOMILIGKTOBAHMSA, yYeTA M MCTIONBIOBAHMS JIOKYMEHTOB
ApxuHoro donna Poccuiickolt Qenepauuy i APyruX apxHBHBIX JOKYMECHTOB B OpraHaX rocyAaapcTBEHHOH
BIIACTH, OpPraHaX MECTHOTO CaMOYTPABJICHHS, OPTaHM3aLMsAX, YTREPXKACHHbIM NpHKa3oM MUHHCTEpCTBA
KynpTyphl Poccuiickoif ®emepauuu ot 31.03.2015 Ne 526 (3apeructpuposad B MHHHCTEPCTBE FOCTHUHH
Poccutickoit ®enepauuu 7 certabps 2015 r., perucrpaunonnsiii Ne 38830) (nanee — [Tpasuna xpanenns).
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8.7. HoMeHKnaTypa Jen OpraHu3aliM HOJUHCHIBAETCS PYKOBOAHTENEM
Ciyx0bl  HeNONpPOW3BOACTBA, BU3MPYETCA PYKOBOAMTENEM apXxuBa  (JIULIIOM,
OTBETCTBEHHBIM 33 apX®B), COINIACOBHIBAETCA C LEHTPAIBHON 3KCIEPTHOH
KoMHccReil (SKCIepTHOH KOMWCCHelf) OpraHmM3alMi H, €CJIM OpraHM3aiusd ABNAeTCH
WCTOYHHMKOM KOMIIJIEKTOBAHHS TOCYyJapCTBEHHOTO WIM MyHHIMIIAIBHOTO apXuBa,
OJIMH pa3 B 5 JeT MPeJCTaBNjeTCs HA COTIACOBAHME COOTBETCTBYIOIIEH SKCIEPTHO-
NMPOBEPOYHOH KOMHCCHH YIONHOMOYEHHOTO OpraHa HCHOMHHTENBHOM BIACTH
cyosexra Poccmiickoit @epmepanuu B obnacta apxusHoro gena (gamee — OIIK
apXMBHOTO YUDEXIEHHsi) HIH TOCYJapCTBEHHOIO (MyHHIMIAJILHOFO) apXuBa
B COOTBETCTBMHM € IPENOCTABICHHBIMA €My IIONHOMOYMSMM B  TOpAIKe,
ycranosnerHoM TIpaBriaMu XpaHeHus™.

Homenxnatypa pen, cormacopanHas OJIIK apxXMBHOTO YUpeKHeHHS HIH
rocynapCTBeHHEIM (MyHUIMTIANBHEIM) ApXHUBOM B COOTBETCTBHH
C IPEJOCTABNEHHEIME €My [ONHOMOYHSMH, YTBEPXKIAercs PyKOBOHHUTENEM
OpraHM3aliid M BBOOHUTCH B JeHCTBHE C 1-ro sHBapsA HpeACTOAIIETO KaleHAapHOTO
roja.

Oprasmsaumuy, B [eATeNbHOCTM KOTOPHIX He CO3JAI0TCH  JOKYMEHTHI
Apxusroro donna Poccuiickoit @epmepanny, yTBEp:KHAIOT HOMEHKIATYpY JAea
CaMOCTOSTENBHO.

B cnyuae usMeHeHns QyHKUMIl B CTPYKTYphI OpraHM3anUy HOMEHKIIATypa el
COCTaBJAETCS], COIJIACOBEIBACTCS M YTBEPKIAETCA 3aHOBO.

8.8. CormacoBanHas ¢ coorBercTByromieil JIIK apxuBHOro yupexaeHus Uil
rocyAapCTBEHHBIM (MyHUIUIIABHEIM) apXHBOM B COOTBETCTBHH
C NPeOCTaBIeHHBIME €My IIOJIHOMOYMSAMHM HOMEHKJIaTypa Jie]l B KOHIE KaXJOoro
TOJ[a YTOYHSETCS, TIepelieYaTEBAeTCA, YTREPKAACTCA PyKOBOJUTENEM OPTraHU3aHl i
BBOAHUTCA B AeHCTBHe ¢ 1 sTHBaps MpeACTOAMIEro KajJeHAApHOro roja.

8.9. IlepBEiit sK3eMINApP YTBEP)KACHHOH HOMEHKNATYPhl JeN SBJsSETCs
JIOKyMEHTOM HOCTOSHHOTO XpaHeHHs M BKIIOYAETCA B HOMEHKIATYPY el B pasjen
Ciyx06BI IeNONPOM3BOACTBA, BTOpOi —~ mcnonkyercs Ciyx06oi LenonpoH3BOACTBa
B KadecTBe pabovero 3Kk3eMIUIipa, TPETHH —~ HepefaeTcs B apXHB OpraHU3aldH
B Ka4eCTBE YUETHOTO MHOKYMEHTa, OSNEeKTPOHHas KOMHA HOMEHKJIATYphl Hel
OpraHW3alMM, YTBEPXKAEHHOH  pPYKOBOXWTENEM  OpraHM3allid, IepejaeTcs
B rOCyIapCTBEHHBIH (MyHHIMNANLHBIA) apXuB, HCTOYHUKOM KOMILIEKTOBAHHS
KOTOPOTO SBIACTCA OpraHH3alus.

B monpaszeneHHs OpraHH3alid HOMEHKIAaTypa Hell pacchlnaercsa Ciyxboi
HENIOHPOU3BOACTBA B BHAE KONMMIl COOTBETCTBYIOHMX pas[eNoB Ha OyMakHOM
HOCHTEJIe WY B 3NeKTPOHHO popMe.

% [Tyuxr 4.8. [Tpasun xpaHeHws.
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8.10. HoMenknaTypa Jen OpraHu3alii CTpPOMTCS IO  CTPYKTypHOM
(Ha3BaHMSMH Dpa3felioB (IOAPa3NeNoB) HOMEHKJIATYPHl A€ ABIIOTCS Ha3BaHHS
CTPYKTYPHBIX HOApasfeiieHuH, paclonoXeHHble B COOTBETCTBHH C YTBEPXKACHHOH
CTPYKTypoH OpraHHM3alliM), WIN (YHKUHOHAJBHOH cxeMaM (Ha3BaHHAMH Da3JelioB
HOMEHKJIATYPBI JIe) SBJIIOTCA HAIPaBIeHHs AeATeIbHOCTH OpraHu3aliy).

8.11. HoMenkinatypa Jmel CTPYKTYpHOrO MOApa3fieNeHus COCTaBIAETCS
BKaKAOM TIOApa3fieJIeHMH OpraHM3alliM  pabOTHHKOM, OTBETCTBEHHBIM 32
JENONpPON3BOJICTBO  MOApa3fieNeHns, NpH YYacTWW BeRyWIMX CHCHHUATUCTOB
NO/pa3ACNCHHUs, COTNIACOBRIBAETCS C IKCIIEPTHON KOMHCCHeil mopa3ieneHus (Tpu ee
HaIAYMH), TOAMHACHIBACTCS  PYKOBONUTENEM CIPYKTYPHOTO  HOJpas/eieHus
¥ npefcTasisercs B Ciyx0y Jenonpou3BoACTBa.

Homenxmarypa Aen CTpyKTYpPHOTO MOApas[eleHUs cocTaBisiercd mo dopme,
ycTanoBienHo#t IIpaBriaMu XpaHeHH .

BHOBE co3aHHOE WM  PEOPraHM30BaHHOE IOApasfeNieHue  JOJDKHO
B MECAYHBIH CPOK pa3paGoTaTh HOMEHKIATYPY AeNl H mpenctaBuTh ee B CiyxGy
JeTIONIPOU3BOACTBA.

8.12. Bce 3aromoBkH Jel, BKIIOYEHHBIE B HOMEHKJIATYPY Iel CTPYKTYpPHOro
ToApasfeNeHus, MHIAEGKCHpyloTcs. Mumekc fnema ykaseiBaeTcs B rpade 1
HOMEHKIATYpBl Jlel H COCTOHT W3 MHIASKCAa CTPYKTYPHOTO IOApasAeneHua (kona
IOApaszelieHls B COOTBETCTBHM C YTBEPXKACHHOH CTPYKTYPOH OpraHH3alMH WA
KIacCH(GUKAaTOpOM CTPYKTYPHEIX HOApasHeNieHWi{) W IOPSAKOBOIO HOMepa Jena
B pazjiele HOMEHKIATypsl fen. Uapekchl nen obo3HagaroTcsa apabekuMu HudpaMu.
Hanpumep: 01-05, rae:

01 — Ko CTPYKTYpPHOTO HOJIpa3/ieNeHus;

05 —nopsAAKOBEIH HOMED Jiefa B pasfielic HOMEHKJIATypH! Jel.

Jena mo BompocaM, Hepa3spelleHHBIM B TEUCHHE OAHOTO TIOAa, SBIAIOTCH
«IepexolAUMIA» ¥ BHOCATCS B HOMEHKIATYpY Jel CIeAYIOMIero rofia ¢ TeM Xe
WHAEXCOM. PexoMeHIyeTcsi cOXpaHiITh B HOMEHKIIATYpe Nell OJUHAKOBBIE HHACKCHI
U1 OXHOPOJHBIX JieNl, BKITFOUCHHBIX B pa3HBIe pa3ieibl.

Ecnu B Tedenne roza B AeATENHHOCTH OPFaHA3alMH 06pa3yioTcs JOKYMEHTH,
He HpeIyCMOTpEeHHbIe HOMEHKIIATYPOH Jell, 3aroJIOBKH HOBBIX €]l JOMOJIHUTEILHO
BKJIOYAIOTCA B HOMEHKIATYpY Jel. B KaxkaoM pasfiene HOMEHKIATypHl el i
BHOBb 3aBOJJUMBIX Ji€JI IPEXYCMATPUBAIOTCA pe3epBHEIE HOMEpPa.

8.13. 3aronoBok zena (rpada 2 HOMEHKIATYpHl Je) NODKeH B 0006meHHoiM
¢dopMe oOTpaxaTh OCHOBHOE COJEpXaHWe W COCTaB JOKyMeHToB nenma. He
IOIMyCKaeTcsi ymoTpeOiieHne B 3arojOBKe Jella HEKOHKPETHBIX (OpMyIHpPOBOK
(«pa3sHBle MaTepHaNb», «0OINas MepenucKay), a Takke BBOJHBIX CJIOB H CIOXHBIX

% Yipunoxerme Ne 26 x pasriam xpanenus.
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CHHTAaKCHYECKMX OOOpOTOB. 3aroyiOBKM JI€l MOTYT YTOYHATECS B TEUCHHE TIofa
B rporecce POPMHUPOBAHUS U 0QOPMITEHHS e

3aronoBOK Jena JOJDKEH COCTOSTh U3 DSIIEMEHTOB, pacloliaraeMbX B
cleaylomeli mocie [0BaTeNbHOCTY:

a)  HasBaHMe BUJa jeia (IlepeIucKa, XypHal, Ae0) WM BHAA JOKYMEHTOB,
BKITIOYEHHBIX B A0 (TIPOTOKOJIEL, IPUKa3bl);

6) HauMeHOBaHWe  OpraHW3allM¥, CTPYKTYPHOrO  MOApa3ielieHys,
IIOCTOSIHHO ~ JeHCTBYIOINETO MM BPEMEHHOIO OpraHa, [HNOJDKHOCTHOTO JIHIA,
CO3JaBIIMX JOKYMEHT(BL);

B) HaHMEHOBaHME KOPPECHOHAEHTa (OpraHW3aly, JHNA, KOTOPOMY
aJpecOBaHbl WK OT KOTOPOTO MOIYYeHH JOKYMEHTH);

F)  KpaTKoe colepxaHHe JOKYMEHTOB Jejla;

J)  Ha3BaHWE MECTHOCTH (TEPPUTOPHH), C KOTOPOH CBS3aHO COJIEpIKAHHE
JIOKyMEHTOB JIena;

e)  nxara (IepHoxn), K KOTOPHIM OTHOCATCSA HOKYMEHTHI Aefia;

X)  yKa3aHWe Ha KONEHHOCTH JOKYMEHTOB JeNa.

8.14. Tlopsamox  pacIONIOKEHHs  3arojlOBKOB  Jiell  BHYTPH  Pa3leNioB
HOMEHKJIaTyphl JeJl ONPENENIeTCs CTeNeHbl0 BaKHOCTH JOKYMEHTOB, BIJTFOUEHHBIX
B Jena.

B mayane pa3jena pacmoNaralOTCs 3aroNOBKHM  Jiel, CONEpKallux
ydpenuTelbHEe, OPraHH3AMOHHO-NPABOBEIE M PACIOPSANTENBLHEIE JIOKYMEHTSI,
3aTeM 3arOJIOBKH JIeJ, COJAepXXalluX IUIAHOBBIE, OTYETHHE, HMH(OPMAITHOHHO-
aQHANMTHYECKWEe  [NOKYMEHTB,  JOKYMEHTHI,  OTpaXkalolife  JAesTeNbHOCTh
nofpasfeNieHys], NEepenucKy, B KOHIle pasjlela — pPeriCTpalliOHHBIE W YUYeTHHIe
’KYPHAITBL, KapTOTeKH, 6a3bl JaHHEBIX.

3aronoBKM JieJ, COCTaBIeHHBIX IO KOPPECTIOHAEHTCKOMY U reorpabuieckoMy
IpU3HAKaM, BHOCATCS B HOMEHKIATypy Jed 1o andaBUTY KOpPpEeCIOHJIEHTOB HIIH
reorpadyeckmX Ha3BaHUH.

B 3aronoBkax IeN, COXEpXKAIUX IOKYMEHTHl IO OIHOMY BOIIPOCY, HO He
CBS3@HHBIX [IOCIEZOBATENBHOCTRIO PpELICHHS BONPOCAa, B KadeCTBe BHAA Jela
YHOTPEeOIIIETCSI TEPMUH «TOKYMEHTHI», a B KOHIIE 3aroJIOBKa B CKOOKax yka3bIBaloTCs
Ha3BaHWs BUIOB JOKYMEHTOB, HanOoJiee IPeICTaBlIeHHEIX B Jene:

«JOKyMEHTE! O MPOBEJEHUH COBEIIaHUA U CeMHHAPOB (IPOrPaMMBIl, CIIHCKH,
JIOKTIAIIBI )».

TepMUH «HOKYMEHTHD» MPHMEHSETCS TAK)XKE B 3ar0ojI0BKax Jell, COAepHKaiiuX
JIOKYMEHTBI-IPHIOXKEHHS K KaKOMy-THOO JOKYMEHTY (BUABI IOKYMEHTOB-
HPUTOXKEHHUI He TepeduCIsIOTCs):

«JIoKyMEeHTHI K IPOTOKONaM 3acefanuit HayuHo-TexHuIeckoro copeTay,
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«IIpOTOKONE! MPOU3BOJACTBEHHBIX COBEINAHMHA [P TeHEPaNbHOM IMpPEKTOpe
H TOKYMEHTHI K HUMD.

B s3aronoBkax Jen, NpelNHAa3HA4YeHHBIX MM TIPYNIHPOBKH OJHOTUITHBIX
JOKyMEHTOB, 3Ta TPyINa JOKYMEHTOB YKa3BIBaeTCA BO MHOXKECTBEHHOM YHCIIe:

«IIpoToKkonbl 3acefaHuit TUPEKLHL.

B 3aronoskax nien, coiepKaliixX NepenucKy, ykasblBaeTcs, C KEM U II0 KaKoMy
BOIPOCY OHA BeJeTcs:

«Ilepermicka ¢ oOpa3oBaTeNbHBIMH  YYPEXICHHSMH O  TOBBIMEHUH
KBanuduKanuy paGoTHUKOBY.

B  3aronmoBkax pmes, cCOHCpXAlX  IIEPEIMCKY C  OHOPOJHEIMH
KOPPECIIOHAEHTaMH, [OCIeJHHE HEe HAa3bIBAaIOTCA, a YKa3hiBaeTcs WX BHJOBOE
Has3BaHHe:

«Ilepemicka ¢  degepaTbHBEIMM  OpraHaMH  HCTIOJNHHTENBHOM  BIIACTH
0 3aK/TIOYCHHH M HCIIOMHEHWH FOCYJApCTBEHHBIX KOHTPAKTOBY.

B zaromoBkax jmen, COAEpXKAIIMX MEPENHCKYy C  PasHOPORHBIMH
KOPPECIIOHAEHTAMH, TOCIEAHNAE He NePednCIsIOTC:

«TTepenucka o 3aKIIOYEHHH M MCIIOJHEHNUH [OCYJaPCTBEHHBIX KOHTPaKTOBY.

B 3aronoBke jena yKasblBaeTCs KOHKPETHBIH KOPPECTIOHAEHT, €CIH MepeHcka
BeJIeTCS TOJBKO C HHM:

«[Tepemucka ¢ OO0 «I"0pcBA3E» O MPENOCTABICHUH YCIYT CBA3HY.

IIpr obo3naueHnH B 3aroNOBKax Al aJIMHHHUCTPATHBHO-TEPPHTOPHAILHBIX
€IUHHII YYHTHIBACTCA CleyIommee:

ecIM  CORepXaHMe  Jena  KacaeTcd  HECKOJNBKMX  OJHOPONHBIX
aIMHHHCTPaTHBHO-TEPPUTOPHANBHBIX SIUHHUL, B 3arONOBKe Jiela HE YKa3hiBaloTCA
UX KOHKPETHBbIe Ha3BaHU, a YKa3bIBaeTcsa UX oblee BUAOBOE HA3BaHHUE:

«[lepermicka ¢ y4peXTEHUSIMHM KYJIBTYPH aIMHHHCTPATUBHBIX OKpPYIOB
MoCKBEI.

€clu cofiepxkaHue fiefa KacaeTcad ONHOM afMHHUCTPATUBHO-TEPPUTOPHAILHOM
eTMHYLE! (HAaCeJIeHHOTO MyHKTa), ee (ero) Ha3BaHMe YKa3bIBaeTCs B 3aTONOBKE Jiefa:

«Ilepermicka ¢ ¢umuanom B MockoBckoli o06macT 0 IUIaHUPOBAaHWM
H OTUCTHOCTH».

B 3aronoBkax zen, COASPXAINUKX IUIAHOBYIO WM OTYETHYIO JOKyMEHTAaLHIO,
yKa3sbiBaeTcs Meprox (Mecsl, KBapTai, rol) Ha (3a) KOTOPHIH COCTaBIEHB! ILIAHEI
(oT4eTsi):

«Ort4eThl CTPYKTYPHEIX NToApaszaeneruil 3a 2017 roa»;

«CratiucTyecknii OT4ET O YHCIEHHOCTH, COCTaBE H JBIDKEHHMH KaJpoB
3a 2017 rox (¢. Ne 27-rom)».
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Ipu dopmupoBaHMM Aejia W3 HECKOJBKHX TOMOB (4acreii), kpome oOmiero
3aroJIOBKa JieJla NPH HeOOXOAMMOCTH COCTaBIIIOTCA 3arOJIOBKH KaXJOro ToMa
(gacTi), yTOYHSIOIME COJiep)KaHue TOMOB (dacTeil) gena.

3arooBKY Jiel MOTYT YTOYHATHECS B mpouecce GopMUpoBaHus B O(GOpMICHHAS
Je.

8.15. I'pacba 3 «KonmuecTBO fem» 3amonHsAeTCs 0 OKOHYaHUH KAICHJapHOTO
roga. Ilo nocTmkeHum nenoM, BKIIOYAlOUIMM JOKYMEHTHl BPEMEHHEIX (CBBINIE
10 neT) ¥ MOCTOSHHOTO CPOKOB XpaHeHHs, 06bema B 250 JIHCTOB, TOM 3aKPBIBACTCS
M OTKPHIBA€TCS HOBEIH TOM. B rpade 3 HOMeHKIaTypsl Zen MOCTEOBATENLHO
YKa3bIBAIOTCA HOMEpa TOMOB U KpaliHHe HaThl JOKYMEHTOB KaXIO0TO TOMa!

T.1. 11.01.2017 -

30.06.2017

ONeKTpOHHBIE JeNla Ha ToMa (YacTH) He pasJelsioTcA. Bce 3MeKTpoHHBIE
JOKyMEHTHI, HE3aBHCHMO OT HX 005€Ma, BKITIOYAIOTCH B OJJHO 3JIEKTPOHHOE HEIO.

8.16. B rpade 4 «Cpox xpaHeHHs # Ne CTaTbyl 1O TEPEYHIO» YKa3HIBAIOTCS
CPOKHM XpaHeHHMs JeNl ¥ HoMepa cTaTei 10 TUIIOBOMY HJIM BEAOMCTBEHHOMY HEPEYHIO
JOKYMEHTOB C YKa3aHHeM CPOKOB XpaHeHHs, (eJepaibHOMy 3aKOHY HIIH HHOMY
HOPMATHBHOMY IIPABOBOMY aKTy.

8.17. B rpade 5 «IIpnMeyanue» NPOCTABIAIOTCS OTMETKY O 3aBEXEHHM el
(«3aBeneno»), o mepexonsmux nenax (Hampumep, «Ilepexomsmee ¢ 2016 romay),
0 BBIZIETICHHH €7l K YHHYTOXEHHIO, O JIMNAaX, OTBETCTBEHHEIX 32 GopMMpOBaHHe Iel,
o mepezaye fell B APYTyIo OpraHH3alylo I IPOJOIDKEHHUA.

Ecmun peno ¢opmupyercs B HHQOPMAlMOHHOHM CHCTeME H BKIIOHAET
37eKTPOHHBIE NOKYMEHTH, B rpade «IIpuMmedanne» OoTMedaeTcs, YTO HENO BEAETCA
B 3JIEKTPOHHOM BH/IE C YKa3aHHeM HaHMEHOBAaHHA HHPOPMALHOHHON CHCTEMBI:

«3OnexrponHsie JokyMmenTsl. COJl «Kanuenapusn», B «CiyxeGHbIe 3aIHCKI».

8.18. Tlo 3aBeplIieHHN AENONPOM3BOACTBEHHOTO IOfia B KOHIE HOMEHKJIATYPHI
JIen B KaXAOM CTPYKTYPHOM TMOApasfeneHnd O(OpMISETCS HTOroBas 3alHCh,
B KOTOPYIO BHOCATCS CBEHEHMSI O KONWYECTBE 3aBeJIGHHBIX Aen (TOMOB, dacreii),
OTHENBHO ITOCTOSHHOTO M BPEMEHHHIX CPOKOB XpaHeHHsd, BPEMEHHBLIX CPOKOB
xpaHenns ¢ orMetkoll «JOIIK» u mepexomsmux. Mroropas 3amuchk JONONHSIETCA
JAHHBIMH O KOJHYECTBE JIEKTPOHHEBIX JeJl COOTBETCTBYIOIUX CPOKOB XPaHCHHS.

B wuroroBylo 3amuchk cBOAHON HOMEHKJIATYpHl I€N CBEJEHHs BHOCATCA Ha
OCHOBaHHH JaHHAIX, IepeAaHHbIX U3 CTPYKTYPHBIX IOJpasAeNieHAH OpraHH3ayy.

Csemenns, cojepxamuecsi B HTOrOBOH 3almHCH HOMGHKIATYpHl el
OpraHU3alyM, NMEepPefaloTcs B apxXuB OpPraHU3allid, O YeM B HOMEHKHNaType Ien
HPOCTaBJAETCS OTMETKAa ¢ yKa3aHHWEeM JODKHOCTH H MOAIHUCH JHLA, [epelaBIIero
CBEICHUSI.
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8.19. Jlena co mus HX 3aBelieHUs 10 Mepenavd B apXuUB OPraHu3alyy WK 10
BBIZIENICHHA HX K YHHYTOXKEHHIO IO MCTEYEHHH CPOKA XPaHEHHS XPAHATCSA IO MECTY
uX (opMupoBaHHS.

Jleno cumTaeTcs 3aBENEHHEIM C MOMEHTa BKIIOYEHHS B HEro IEpBOTO
HCIOIHEHHOTO JOKYMEHTA.

8.20. Ilpn ¢opMupoBanvk fmen Ha OyMaXHOM HOCHTENe JOJDKHBI
coONIOAaThCA CleAyIolIie OOIIHe mpaBuia:

B JIeJI0 TIOMEIAIOTCS HCTIONHEHHBIE IOKYMEHTEI, COOTBETCTBYIOIIHE [0 CBOEMY
COJZIEPXaHHIO 3aTOJIOBKY JeJia 10 HOMEHKIIATYPE €T

NPHIIOKEHHS IIOMEIAIOTCS BMECTE ¢ OCHOBHBIMH JIOKYMEHTAMHU;

B JIeN0 BKNIOYAOTCA JOKYMEHTHI ONHOTO KAaJICHHapHOIo TIoja, 3a
HCKIIIOYEHHEM HepeXOoAIHX el

JIOKyMEHTBI TIOCTOSHHOTO H BPEMEHHBIX CPOKOB XpaHEHWs TPYINHPYIOTCS B
Jiela pa3fenbHo;

B JIENIO BKJIFOYACTCS ITO OTHOMY 9K3EMILLIPY KaXAO0ro JOKYMEHTa;

takcorpaMMsl, TenerpaMMEl, TeNe(OHOrpaMMbl MOMELIAIOTCA B Jeia C
HepenrcKoi Ha O6IHX OCHOBAHMAIX;

B JIeNI0 TOMEINAIOTCS JIOKYMEHTH! MPaBHIBHO M IOJHOCTBIO O(OPMICHHELIE
(OKyMEHTSI JIOJDKHEI HMETh JaTy, OAIHICH B APYTHe HeOOXOAUMEIC PEKBU3HTHI);

B JIeI0 He BKIIOYAIOTCA JOKYMEHTHl, NOMJIeXallHe BO3BpaTy, JIMINHHE
9K3EMILIIPHI U YepPHOBHUKH (32 HCKIIIOYEHHEM 0c000 IeHHbIX);

o o0beMy JeNlo, BKIIOYAIOIee JOKYMEHTHI Ha OyMakHOM HOCHTENe, He
JOJDKHO IpeBhIIAaTh 250 ymicToB, mpd ToMMHHE He Oomee 4 cM (ToimuHA Jel co
cpokaMu xpaHeHHs 10 10 yer He noipkHa mpeBbimath 10 cm). Ilpu mpeBbImeHHN
JaHHOTO 00beMa 3aBORUTCA BTOpOil ToM. IlpH HamuIHH B Relie HECKOIBKHX TOMOB
(uacreil) MHAEKC U 3ar0JIOBOK Jiea MPOCTARIAIOTCSA Ha KaXJIOM TOME ¢ JoOaBleHHEM
obosnavennit: «T. 1», «T. 2».

JloKyMeHTHI BHYTpPH Jielia PacloliaraloTcsl CHU3Y BBEPX B XPOHOJIOTHYECKOH,
BOIPOCHO-JIOTHIECKOH TOCIIEIOBATEIBHOCTH WIH UX COYETAHHH.

PacnopsmutensHble  HOKYMEHTBI TIpyNIHpYIOTCd B Jela [0 BHAAM
U XPOHOJIOTHH C OTHOCSIIMMHCA K HUM NpWIOXKeHUsIMU. JIOKyMEHTH — OCHOBaHHSA
K pacriopsAAuTeNbHBM JOKyMEHTaM BKIIOYAIOTCS B OTACIBHOE [ENO.

IlpoTokonsl B Jfenie pacHoiiaraioTcsi B XPOHOJIOTHYECKOM IOpAAKE H IO
HOMepaM.

JloxyMeHTEI K 3acefaHHiIM (COBELLAHMAM) IPYNIHPYIOTCA B OTHAEIBLHOE A0,
KaK ¥ HPHIOKEHHS K IIPOTOKOJIaM, eCiIH OHH coziepikar Ooxnee 25 cTpaHHIL.

JlokyMeHTEI K HpOTOKOJNaM, €ClIH OHHM CTpYNIHMPOBaHEl B OTHENBHEIE JENa,
CHCTEMATH3UPYIOTCS BHYTPH Aelia IO IOPSAKY HOMEPOB IPOTOKOJIOB.

JlokanbHble HOPMAaTHUBHBIE aKTHl, YTBEp)KAEHHBIC PpacHOpAAUTEABHBIMH
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OOKYMEHTaM4, SBILIIOTCS TPWJIOKEHHSAMM K HHM U TpPyNNHPYIOTCS BMeCTe
C yKa3aHHBIMH JOKYMEHTaMHU.

[Mprka3sl MO OCHOBHOM JIESITENIBHOCTU TPYNMIHPYIOTCS OTAENBHO OT IPHKA30B
N0 JIMYHOMY COCTaBy M IIPHKa30B 110 aJMHHHCTPaTHBHO-XO39HCTBEHHOM
HeSTENBHOCTH ..

Ipukass o JMYHOMY cocTaBy (OPMHPYIOTCS B J€ja B COOTBETCTBHHM CO
CPOKaMH XpaHEeHH.

JIOKyMEHTEHI B JIMYHBIX AeNaX paclolaraloTcs Ho Mepe HX MOCTYIIIEHHS.

INepemicka rpynmupyercs B Jela MO TeMaTHKe H/WIM KOPPECHOHAEHTaM
H CHCTEMATH3UPYETCA B XPOHOIOTHYECKOH MOCIEAOBATENBHOCTH: JOKYMEHT-OTBET
noMeIiaeTcs 3a HOKYMEeHTOM-Tipock0oii  (3ampocoM). Ilpu  BO306HOBIEHHH
NEPENHCKA 110 OIpPE/IEICHHOMY BOIIPOCY, Ha4aBIIEWCs B MpPeABIAYIIEM TOAY,
HNOKYMEHTHI BKIIOYAIOTCA B JEN0 TEeKymero roja ¢ ykKasaHHeM HHHAEKca Jena
NpebIyIIero roaa.

ONEeKTPOHHBIE  NOKYMEHTHI  (OpPMHUPYIOTCS B  3JIEKTPOHHBEIE  Jena
B COOTBETCTBHH C HOMEHKJIaTypo#l JeNl OpraHuW3ali¥ B TOH HMHGDOPMAIHOHHOM
CHCTEME, B KOTOPOit OHI OBUIM CO3JJaHBI HIIM B KOTOPYIO OBUTH BKITIOYEHEL.

8.21. JIna ofecnedeHHs COXpaHHOCTH, Yy4eTa JOKYMEHTOB H  Jel
CIPYKTYPHOTO TIIOAPAa3ieJICHHs M OpraHu3aluM JOCTylla K HMM HPOBOAMTCA
KoMIuIekc pabor:

CO371aHNEe ONTUMANBHBIX YCIIOBUH XpaHEHHS JOKYMEHTOB H JIETT;

pasMelleHHe Iell;

IPOBEpPKa HATUYHI U COCTOSHUA JOKYMEHTOB U JeT;

cobMoieH e MOPAKA BEIIAYH AE.

8.22. Nlena pasmermaroT B pabouynx KOMHATaX WU CIELHAIBHO OTBEACHHBIX
IS 3TOM IeNy MOMeIleHHsAX B IIKadax, Ha cTe/uraxkax, 4To6Bl ofecmeduTs HX

COXPaHHOCTH Y 3aIIUTy OT BO3JEUCTBHS BPEAHBIX HaKTOPOB.

* B coorserctBuM ¢ IlepeyReM THIOBBIX YIPABTEHUECKHX APXHBHBIX JOKYMEHTOB, 0Gpasylomuxcs B
TpoLiecce JeATEIPHOCTH FOCYAapCTBEHHBIX OPraHoB, OPraHOB MECTHOTO CAMOYIIPABNICHUA M OpraHM3aluM,
C yKa3saHMEM CpOKOB XpaHEHHs, YTBePXKJEHHBIM IpHKa3oM MHUHMCTepcTBa KyJbTYpHl Poccuiickoi
®enepauuy ot 25 aBrycra 2010 r. Ne 558 «O6 yrBepxxaenuu [Iepedns THITOBBIX YIIPABICHIECKHX apXMBHBIX
JOKYMEHTOB, OOpasyromuxcsi B Npouecce NEATEIHOCTH rocyJapCTBEHHBIX OPraHOB, OPraHOB MECTHOIO
CamOyNpaBleHus W OpraHW3alii, ¢ yKasaHueM CpPOKOB XpaHEHHA» (3aperducTpHpoBaH B MHHMCTEpPCTBE
toctuimn Poccuiickoit denepanun 8 centsbps 2010 r., peructpauponHsiii Ne 18380); ¢ msMeHeHHAMH,
BHECEHHBIMH IpHKa3oM MunucTepctBa KynbTypel Poccuiickoli ®emepammu or 16.02.2016 Ne 403
«O BHeceHMN H3MeHeHHHA B ITepeyeHs THIIOBBIX YIIPABICHYECKUX apXUBHBIX JOKYMEHTOB, 00pasylouXcs B
TpoLiecce JeATeIbHOCTH IOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIIpaBIICHUA ¥ OpTraHH3aluH, ¢
yKa3aHUEM CPOKOB XPaHEHHS, YTBep:KAeHHbIH npukasoM MunucTepcTBa Ky apTypst Poccuiickoil Qenepanun
ot 25 aerycra 2010 r. Ne558» (3aperucrpupoBan B Munucrepcree toctviui Poccuiickolt ®enepamiu
15 mapra 2016 1., perucrpauuoHHbIE Ne 41414), K aAMHHHCTPATHBHO-XO3AHCTBEHHOM JCATEIBHOCTH
OTHOCSTCS BOIPOCHI HO COONIFOACHMIO MPaBUI BHYTPEHHETO PACTIOPAZIKA, SKCILYyaTallly CITyKeOHBIX 3aHuil,
TPaHCHOPTHOMY OGCITY’>KMBaHHIO, BHYTPeHHEH CBA3H, 06ecneueHHIo 6€30MaCHOCTH OpraHH3aLyii.
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Jemna s uX ydera H GBICTPOTO MOMCKA TOMDKHEI PACIIONATaTHCS BEPTHKAIBHO,
KOpellKaMH Hapy>Xy ¥ B COOTBEICTBMM ¢ HOMeHKHIaTypoii xen. Ha kopemkax
o0noxeK Jen yKasbIBAIOTCS MHIEKCHI IO HOMEHKIAType Jell, NpH HeoOXOXMMOCTH
HOMeEp TOMa JAena, Jary Aena. HomeHKIaTypa Al WM BBITHCKA U3 Hee IOMEIIaeTcs
Ha BHYTpEHHel! cTOpoHe mKada.

8.23. TlpoBepkH HATHYAS M COCTOSHHA HOKYMEHTOB H Jel B IeIX
yCTaHOBNEHHS  (aKTHYECKOrO  HamMdWs  Jed  JO/DKHBI  [POBOAMTHCS
JeNONPOU3BOTUTENEM MTOAPA3IENeHHS B CIIyJasX:

nepe nepeiadeii JOKYMEHTOB B apXHB OpraHU3alluy;

[IpH HepeMellleHAH Oe;

NpH CMEHEe DPYKOBOIMTENS CTIPYKTYPHOTO IIOJpasieNieHMs, PYKOBOIMTENS
Ciy>x0BI I1€ONPON3BOACTEA;

OpH pPEOpraHM3allid M JIHKBHJAIHM OPTaHH3alMH WIH CTPYKTYpHOTO
NIOZpa3AeNeHHs.

IlpoBepka Hamu4MsA NPOBOAUTCA IyTEM CBEPKH craTell HOMEHKIATypHl Hen
C ONHCAaHHEM el Ha O0loXKe, a (UUIECKOe COCTOSHUE Jiel OIpefeNseTcs MyTeM
X BHU3YaJbHOrO IIPOCMOTpa. Bce oOOHapy)XCHHBIE HENOCTaTKH  JOJDKHEI
(UKCUPOBATHCA B aKTe MPOBEPKH HANUYHSA H COCTOSHMS JIell.

8.24. B cnyuae BBIABIEHHS OTCYTCTBHSA JAEl, YHCIIAIMUXCS MO HOMEHKIAType
Jien, PyKOBOACTBOM HOJpas/ielleHnii TPAHUMAIOTCS Mephl M0 MX po3bicKy. Ecim
PO3BICK JIe HE JaeT pe3yJbTara, COCTAaBIIETCS CIpaBKa O IPHYAHAX MX OTCYTCTBHSA,
KOTOpasg MOAMHCHIBACTCS PYKOBOAUTENEM HOAPA3ACACHHd H INPEICTaBIACTCS
B Cnyx0y IejonpOH3BOACTBA.

®axt yrparhi mena (men) (HKcHpyercs B akte, cocraBisemoM CiyxOoit
IIeNoNpOu3BOCTBA U PYKOBOJHMTENEM CTPYKTYpHOTO ToApa3AeneHust
(YyOTHOMOYEHHEIM MM JIMIIOM) B TPeX 3K3eMIUIpax: MO OJHOMY 3K3eMIIApY aKTa
xpaduTtcs B Ciryxbe Ienonpon3BoACTBa U CTPYKTYPHOM NOApa3AeNeH!H; IKIEMILIAD
aKTa TpPEeJCTaBIfgeTCs B apXUB OpraHM3alliM IIpY Ilepefade Aed CTPYKTYpHOTO
NOApa3AeleHus Ha apXMBHOE XpaHEHHE.

8.25. DkcrepTH3a HEHHOCTH JOKYMEHTOB IPOBONMTCA Ha  OCHOBE
3aKOHOJATENBHBIX M HHBIX HOPMATHUBHEIX NIPABOBBIX akToB Poccuiickoit dexepanuy,
YCTaHABNHBAIOMAX TpeGOBaHHA K CpPOKaM XpaHeHHs MOKYMEHTOB, THIIOBBIX
M BEJIOMCTBEHHBIX IIepedHel JOKyMEHTOB ¢ YKa3aHHEM CPOKOB HX XPaHEHUS:

IIPH COCTaBJIEHUH HOMEHKJIATYPHI el;

TIpH HOATOTOBKE JeJI K Niepefiaue B apXUB OpraHU3aLUH;

B apX#Be OpraHu3aliHH.

8.26. Jlns opraHuzamyu M TIpOBeJEeHHA paboTHI IO JKCHEPTH3E IICHHOCTH
JOKYMEHTOB B OpPraHH3alMM MpPHKAa30M pPYKOBOIHMTENA CO3MAETCA IKCIEPTHAs
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komuccusi (manmee — OK), B opraHmsanmusaX, HMEIOIMX MOABEXOMCTBEHHBIC
OpraHu3aIyH, GHIHANEL, — IeHTpaJIbHad SKCHepTHas koMuccHs (ganee — LIDK)
3apaun, ¢yHkumm, npasa, opraHmsanusa pabotsi DK (L[DK) ompenemsores
TONOXEHNEM o Hell, KoTopoe paspabaThiBaeTCs Ha OCHOBAHHM IIPHMEPHOrO
TIONIOXKEHUA,  YTBCPXKACHHOTO  YHNONHOMOYEHHBIM  (efepalbHbEIM  OPraHoM
HCTIOJTHMTENBHO BIACTH B C)epe apXMBHOTO JIeNa U AeNIONPOH3BOCTBA’ .

8.27. OcHoBubIME ¢yHKUUAME DK ABIAOTCA:

OpraHH3aI|A €XETofHOT0 0OTOOpa Jel I XpaHEeHU ¥ YHUUTOXCHHUS;

PaccMOTpEHHE H COTJIaCOBaHHE INPOSKTa HOMEHKIATyphl Aell OpraHH3alllH,
oImMCel AeN IMOCTOSHHOrO W BpeMeHHBIX (CBHIe 10 JIeT) CPOKOB XpaHEHMs, B TOM
9ycie N0 IMYHOMY COCTaBy, aKTOB O BBIENEHHM K YHHYTOKEHHIO Jel, He
TIOJIEXKAIMX XPAHEHHUIO;

yuyactue B IMIOATOTOBKE H PpaccCMOTpEHHH IIPOEKTOB HOPMaTHBHBIX
H METOJIMYECKHX JOKYMEHTOB ITO BOIIpocaM paGoTE! ¢ JOKYMeHTaMHM B OpTaHW3aIlHH.

8.28. OxcrepTi3a 1EHHOCTH JOKYMEHTOB OCYIIECTBISETCH  €XErofHo
JENOTIPOU3BOUTENAMH TOApaseneHal coBMecTHO ¢ OK oprammsamid H IOX
MeTO/IYECKUM pyKoBoACTBOM Ciry OBl JeJIONpOU3BO/ICTBA OpraHH3aI|N.

8.29. Ilpu mpoBemeHUH 3KCIEPTH3H! HEHHOCTH HOKYMEHTOB IIDH MOJTOTOBKE
Jen K TIepeiade B apXUB OPraHU3aluy OCYIIECTBIAETCA:

0T60p ZIOKyMEHTOB IIOCTOSHHOTO H BpeMeHHBIX (cBbimie 10 jier) cpokxoB
XpaHeHHUs IS Tepe/laddl B apXUB OPraHH3aIlHy;

or60op TOKyMEHTOB BpeMeHHEIX (0 10 JeT BKIIOYATENHHO) CPOKOB XpaHEHHS
4 ¢ moMeTKamy «JI0 MUHOBaHHs HaHOOHOCTHY, «J10 3aMeHBI HOBBIMEY, ITONIEKAITHX
JanbHeleMy XpaHeHHIO B CTPYKTYPHBIX [IOAPa3IeeHUIX;

BBIACICHHE K YHHYTOXCHHIO O€1 34 MNpeAblAyliue roAbl, CPOKH XpaHCHUA
KOTOPBIX MCTEKIIH.

OnHoBpeMeHHO IpOBepsieTCs KadeCTBO K IIONHOTa HOMEHKIATYPHI el
OpraHH3aIl|M, PaBUILHOCTH OIpefieNleHH CPOKOB XpaHeHHs Jel.

8.30. Jlema mocTosiHHOTO M BpeMeHHBIX (cBblme 10 JeT) CpoKOB XpaHEeHHS
MOJIexaT MONHUCTHOMY HpPOCMOTPY NS BBIENCHHSA H3 HMX COCTaBa JOKYMEHTOB
BpeMeHHBIX (710 10 eT) cpoKoB XpaHeHHs.

Jena ¢ otmerko#t «3IIK» moasepraroTcd MOMKCTHOMY IMPOCMOTPY B LEIAX
OlIpefielIeHUsI U BRIESIICHUS U3 UX COCTaBa NOKYMEHTOB, NMOMJIEXAMUX ITOCTOSHHOMY
XPaHEeHHIO.

8.31. Otbop >1eKTPOHHEIX HOKYMEHTOB AN Nepefady B apXUB OpraHu3allkiH
OCYLIECTBIAETCS B aBTOMATH3HPOBAHHOM peXXHMe HyTeM 0T60pa ZOKYMEHTOB H3 6a3

3! Tlpukas MenepanbHoro apxwBHOro areHtcTBa or 11.04.2018 Ne 43 «O6 yrBepmenun IIpuMepHOro
TMONOXKEHUsA 06 OKCTIEPTHOM KOMHCCHM OpTAHM3AlMM» (3aPErHCTPUPOBAH B MMHMCTEPCTBE HOCTHLMH
Poccuiickoit enepauuu 15.06.2018, perncrparmonsbii Ne 51357).
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NaHHBIX MHQOPMALMOHHBIX CHCTeM Mo mpmsHaky «Mupmexc paena» («Cpok
XpaHEHHS»).

8.32. Ilo pesympTaraM 3KCHEPTH3BI HEHHOCTH JOKYMEHTOB B OpraHH3al[MH
npoBofuTes odhopMIIeHHE AeN H COCTABISIOTC ONMCH Jell MOCTOAHHOTO XpaHeHHS,
BpeMeHHBIX (cBhime 10 neT) cpoKoB XpaHEHHS U MO IMYHOMY COCTaBY, a TAKXe aKTHI
O BBIJIEJICHHH K YHWYTOXEHHIO Je)l, He IOAJIEKAIMX XPaHEHHIO.

OnucH e HOCTOAHHOTO XpaHeHHs, BpeMeHHBIX (cBbime 10 Jer) cpokos
XpaHeHHs ¥ [0 TMYHOMY COCTaBY, a TAKKe aKThI O BRIICNCHHH K YHHYTOXSHHIO JICII,
He TOMNeXaliMX XpaHeHHIO, paccMarpuBaioTes Ha 3acegannn OK  (IIDK)
opraguzanuu  opHoBpeMmeHHO. CormacoBapapie JK (IIDK) axtel u  omwmcH
YTBEPKAAIOTCA PYKOBOAHUTENEM OpTaHH3aLlHH.

8.33. Ilenma, obpa3oBaBiIMecs B AEATENBHOCTH OPTraHM3ALMH H MOIEXanIe
XpaHeHHIO, MMPOXONAT NOJHOe WM YacTHdHoe odopmienue. ITomHoMy opopmieHuo
IIOANEXaT Jefia BPeMeHHBIX (cBbIe 10 JeT) CpokoB XpaHEHMS H IOCTOSHHOIO
xpanenus. [ena BpeMeHHHBIX (0 10 5eT) CPOKOB XpaHeHHA HOIUIEKAT YACTHIHOMY
othopmneHuto.

OdopmneHne e NPOBOAUTCA B CTPYKTYPHBIX NOApa3AeNeHNIX OpPraHu3alyy
o MecTy GopMuEpPOBaHHA JOKYMEHTOB B JieNa.

8.34. Tlonnoe odopmieHHe fena Ha 6yMaKHOM HOCHTENE BKIIIOYAeT:

odopMileHre PEKBU3UTOB OGNOXKH fiena 1o GpopMe;

HYMePaIHIO JIUCTOB B JieJie;

COCTaBIICHHE JIACTa-3aBEPHUTENS ACa;

COCTaBJICHHE B HEOOXOMMEIX CIIy4asX BHyTpeHHEH OMHCH JOKYMEHTOB JieNa;

TIOAIIMBKY M TIepeIieT Aena;

BHeCEeHHE HeOOXOAMMBIX YTOUHEHHI B PEKBH3UTHI OGNIOXKKH Jiena (YTOYHEHHE
Ha3BaHWA OpraHU3alHy, HHACKCA Jella, KpaliHiX NAT [eila, 3arojioBKa JIeHa).

JIncr-3aBepuTens Aeia, BHYTPeHHS OMCH JOKYMEHTOB Jelia B 00/O0XKa jena
COCTARIAIOTCS 110 (POPMaM, yCTaHOBICHHsIM [TpaBANaMH XpaHEHH S .

8.35. Jlena BpemeHHBIX (0 10 jeT BKJIIOYHTENHEHO) CPOKOB XpaHEHHS,
noJUIeXKalye JaCTHIHOMY O(OpMIECHMIO, MOMyCKaeTCsA XpPaHMUTh B IIamKax,
B KOTOPBIX JieNa XpaHUNACh B AENOIPOU3BOJICTBE, TIepeCACTEMATH3aIHs JOKYMEHTOB
B Jejie He NPOBORUTICH, JIACTHI Aejia He HyMepyIOTCs, JIUCTHI — 3aBEPHTENH Jela
He cocraBmmorca. Ha oOnoxke Aena B COOTBETCTBHM ¢ HOMEHKIATypoll nen
OpraHM3AIMK  3alONIHAIOTCS ~ PEKBH3MTH:  HAWMEHOBAHHE  OpraHHM3alluH,
HaHMEHOBAaHKE MOApa3JieNleHns, WHJIEKC AeNia, 3aroJioBOK JeNa, CPOK XpaHEeHHs
IOOKyMEHTOB.

32 Ipunoxenus Ne 8, 27, 28 k TTpasunam xpasenys.
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8.36. Ha oGnoxxke fen BpeMeHHbIX (cBbimie 10 JieT) CPOKOB XpaHEHUS W TO
JM9IHOMY COCTaBy YKa3bIBaIOTCS:

HaMMEHOBaHHe BHIIECTOosIIell oprann3aiyy (OpraHu3alky — YIpeaHUTEN);

HanMeHOBaHHe OpraHd3aluy - HCTOYHMKA KOMILIEKTOBAHHS
FOCYAapCTBEHHOro (MYHHIUITAIEHOI0) apXHBa;

HaWMEHOBaHHUe CTPYKTYPHOTO HOApa3ieeH s,

HHZEKC Jiefa [I0 HOMEHKIIaType Jel;

HOMep ToMa (4acTHh);

3aroJIOBOK Jieyia (ToMa, YacTH);

Kpaiiaue faTHl fgena (ToMa, 4acTH);

KOJIMYECTRO JIHCTOB B JIeJie;

CPOK XpaHeHH Jena;

apXWBHBI MU Jena.

Ha o6noxkax [ien MOCTOSHHOTO XpaHeHHs: HaJi HAUMEHOBAaHHEM OpraHH3aliK
yKa3bIBaeTcd HAHMMEHOBaHME TOCYAapCTBEHHOro (MYHHLUHIQJIBHOTO) AapXHBa,
HCTOYHHKOM KOMIUICKTOBAHUSA KOTOPOTO BEICTYIIAET OPTaHM3aIIU.

8.37. Tlpu odopMmueHHH OOIOXKKH Jela:

HauMeHOBaHHe BHIIECTOSAIEH opraHm3auud (OpraHM3allMH — YUpemUTeNd),
IpY €€ HaJWYHY, YKa3bIBAeTCS TOJHOCTHI0 B MMEHWTENBHOM TMafieke, MOX MOJHEIM
HaUMEHOBAaHMEM B CKOOKaX YyKasplBaercsi Oo(HIMalbHOE NPHHATOE COKpPAaLICHHOE
HauMeHOBaHUe (TIPH ero HATHYHH);

HavMeHOBaHHE OpraHU3allMil YKa3BIBAeTCA MONHOCTBIO, B HMMEHHTEIHHOM
majexe, ¢ yKkazaHueM OQUIMAILHO MPHHATOIO COKPAIIEHHOr0 HAaMMEHOBaHHA (IIpU
€ro HaIH4YHH), KOTOpOe YKa3hIBaeTcs B CKOGKax IIoCie HOJNHOTO HAHMEHOBaHHU;

HaUMEHOBAHWE CTPYKTYPHOTO TOJpa3fielleHus YKa3blBaeTcs IONHOCTHIO
B COOTBETCTBHH C YTBep)XHEHHOH CTPYKTYpoH opraHmsauuu (UIpH HaIH4YHH
COKpaI[eHHOr0 HauMEHOBAHHA CTPYKTYPHOTO HOApPa3AENeHHS OHO YKAa3BIBaeTCH B
CKOOKax);

WHIEKC Jlena @pPOCTaBIseTCs B COOTBETCTBMM C HOMEHKIaTypoll men
OpraHU3alUH;

3aTOJIOBOK  fefla IepeHOCHTCS M3 HOMEHKJIaTypsl Jel OpraHM3alluu
(B HeOOXOMUMEIX CITy4YasX B 3ar0JIOBOK BHOCSTCS YTOUHEHHS);

nathl ferna (Tox(sl) 3aBeieHUs B OKOHYaHHUA Jiejia B AeJIOTIPOU3BOACTRE).

Tlpu u3MeHeHNH HaNMeHOBaHUS OPTaHM3alMK WY YIOJpa3leNieHus B TedeHHe
Tieprofia, OXBATHIBAEMOro NOKYMEHTaMH Jiela, WU IpU Iepenaue jella B Apyroe
mofpasfeiicHue Ha oOJOXKe Jena MOX INPEKHUM HauMEHOBAaHWEM YKa3bIBAeTCA
HOBOE HAaHMEHOBaHHWE OpraHM3auud (TOZpa3leleHus), a NpeXKHee HaHMEHOBaHHe
3aKJII0YaeTCA B CKOOKH.
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HHpexc nena u 3arofoBOK Aena MEPeHOCSTCH Ha OOIOXKKY H3 HOMEHKIATyphl
Zen. Eciu 1eno COCTOUT W3 HECKONBKHX JacTei, Ha 00JIOKKY KaKAOTo TOMa (4acTH)
BBIHOCHTCS OOIIMIA 3ar0JIOBOK J€ia U 3ar0JI0BOK KKAOM YacTH (IIPY €ro HAIHYHH).

JlaToit fern, comepXkalux pacHOPSAUTENBHYIO AOKYMEHTALMIO, a TAKXKeE eI,
COCTOAIMX M3 HECKOJBKHX TOMOB (YacTeif), SBISIOTCA KpaiiHHe IJaThl JOKyMEHTOB
fiena, TO €CTh JAAThl (YHCNO, MECSL, TOA) perscTpamuy (COCTAaBICHHSA) CAMOro
PaHHEr0 ¥ CaMoro MO3XHEro AOKYMEHTOB, BKIIOYSHHBIX B Jeio. IIpd 3TOM AeHb
Mecala (#Ba 3HaKa) M rof (UeTblpe 3Haka) 00O3HAYAIOTCH apaGCKUMU Ludpamu,
Ha3BaHHE Mecsla MUINeTcsd CIoBOM. EciH B [eji0 BKINOYEHBI AOKYMEHTHI, JATHI
KOTOPHIX BBIXOJAT 3a KpaiiHWe NaThl JIeNa, TO MOJ JAaTaMM JieNa, ¢ HOBOM CTPOKH
JlenaeTcs 3amuch: «B fene UMeroTcs JOKyMEHTH 3a...1of (B)». JlaThl Iesa MOTYT He
YKa3BIBATECS Ha 00JIOXKKe e, COAEPIKAIINX, HAPHMED, FOOBEIE IUIAHEI U OTUETH,
Tax Kak OHH OTPaXXalOTCA B 3aTOJIOBKAX el

Jatamu nena, cofiepamiero IpOTOKONEI 3ace/laHuii, SBIAIOTCS DaThl IIEPBOTO
1 TIOCTIEIHETO TPOTOKOIIA.

KpaiinuMy natamMp NWYHOTO JeNia SABIAKOTCA JaThl MOMNMCAHUA IIPHKa3a
onpueme (IpH HAIHYUM TPYAOBOTO [JOTOBOpa — JaTa 3aKiIOYCHHA TPYAOBOIO
JIOTOBOpa) M mpuKa3a o0 YBOJFHEHHH JIMIIA, Ha KOTOpOEe OHO 3aBefleHO. B cirydae
CMEpTH JIMl[a, Ha KOTOpOe 3aBEJEeHO Jello, KOHeYyHO#l JarToii smigercs Jara
JIOKYMEHTa, M3BEIAlOIIEero O ero KOH4uHe.

PexBM3UT «CpPOK XpaHEHHMsA Jella» IEPEeHOCHTCS Ha OONOXKY Jena u3
HOMEHKJIATYpHI el II0Ciie CBEPKH €0 CO CPOKOM XpaHeHHd, yKa3aHHBIM B IlepedHe
THIIOBHIX JIOKYMEHTOB HIIH B BEJOMCTBEHHOM IiepedHe HOKYMEHTOB, C YKa3aHHEM
CPOKOB XpaHEHHS.

Ha nemnax mocTossHHOro XpaHeHus IMUIIeTCS: «XPaHUTh TOCTOSHHOY.

8.38. Ilo OKOH4YaHWW TOAa B HAJNHCH Ha OOJIOXKKaxX JeN IOCTOSHHOIO
¥ BpeMeHHBIX (cBhiie 10 JeT) CPOKOB XpaHEHMS BHOCATCH YTOYHEHMs: IPH
HECOOTBETCTBUH 3aroJIOBKa Jefl Ha OOJIOKKE COMEPKaHHIO MOAUIUTHIX JOKYMEHTOB
B 3ar0JIOBOK JIeJIa BHOCSTCS H3MEHEHHS ¥ JOTIONHEHHS.

HaumeHoBaHNsS OpraHW3allMi ¥ HoIpaslelieBHs, rol W HOMep Jella MOryT
MPOCTABIATRECS HA OGI0XKKE ¢ TIOMOIIBIO IITaMIIa.

839. B memsix obecredeHHs COXPaHHOCTM Y 3aKpellleHHd Iopsaixa
PacTONOXEHHsT JTOKYMEHTOB, BKJIFOUYEHHBIX B N0, BCE €ro JMCTHI, KpoMe JHCTa
3aBEpUTENI U BHYTPEHHeH OMICH, HyMepyroTcs apabCKHMH IuppaMu BalloOBOH
Hymepanuelt. Jlnctel HyMmepyroTcsa rpadHTOBBIM KapaHIAlIOM MM HyMEpaTopoM
(ymoTpeGiieHHe dYepHWI M IBeTHBIX KapaHjalled s HyMepalid JIACTOB He
JIOIYCKAETCA) CBEpXY BHM3, LU(PHI IPOCTABIIOTCA B [IPABOM BEPXHEM YIIIy JIHCTA,
He 3aJ[eBas TeKCTa JOKYMeHTa. JINCTH BHYTPEeHHEH ONICH HyMepyIOTCS OTAENBHO.



74

JIMCTBL Oei, COCTOSIIIMX W3 HECKOJNBKHX TOMOB HIIM YacTelf, HyMepylOTCs 10
KaXXIOMy TOMY HJIH JacTH OTHENBHO.

JlokyMeHTBl ¢ coOcTBeHHOH HyMepalieil JNHCTOB HyMepyloTcs B o0meM
TOpsIAKe.

JIuct moGoro dopmata, IOMIIHTEIH 33 OJUH Kpaii, HyMepyeTcs KaK OAUH JIHUCT
B mnpaBoM BepxHeM yriy. CIOXeHHBIH JHCT pa3BOpauMBacTCI M HyMepyercs
B IPaBOM BEPXHEM yriy. JIMCT, CIIOKEHHBIH M IOMIINMTHIN 38 CepelnHy, MONTIEXHUT
HepellINBKe X HyMepyeTcs KaK OfUH JIHCT.

Ecnu B geno moAmAT KOHBEPT ¢ BIOXKEHMEM, CHayajla HyMepyeTcs KOHBEDT,
a 3aTeM OuepeAHEIM NOPSIKOBEIM HOMEPOM KaXJoe BIIOJKEHHE B KOHBEpTe.

Ecnu B HyMmepauuu maucroB jonymeHo Oomee 10 ommubox, Bce Heno
HyMepyeTcs 3aHoBO. [Ipy 3TOM cTapsle HOMEpa 3a4epKUBAIOTCA, H PANOM CTaBHTCA
HOBBIIt HOMep JIUCTa.

Ilpr HanWyMM OTHENBHBIX OWMOOK B HyMepaluH JHCTOB JOITYCKaeTCs
yrotpebieHue nuTepHbIX (¢ OYKBeHHBIMH AONOTHEHUSIMH) HOMEPOB JIHCTOB.

8.40. Tlocine 3aBepieHHs HyMepalliy JIMCTOB COCTAaBISETCS JIHCT-3aBEPHUTENb
Jena, KOTOpBIM pacmoiaraercs B KOHUE JIena. B mucTe-3aBeputene nudpamu
U IIPOITMCHI0  YKA3BIBAIOTCS KOMMYECTBO JIHCTOB B JaHHOM Jiele, OCOOEHHOCTH
OT/IeTBHBIX JOKYMEHTOB (HESCHBI! TEKCT, Pa3phIBb], CKIEHKH).

JIucr-3aBeputens 1ena TOANWCHIBAETCS €r0 COCTaBHTENEM C YKa3aHHEM
JOJDKHOCTH, MHHIUANOB U (paMHJIHH, HATHI COCTaBICHH.

KommuyectBO micToB B fAene, YKasaHHOE B JIHCTe-3aBepHTENe Jiena,
IIpOCTaBIIAeTCA Ha OONOXKKe fena.

Ecnu jieno nepelureTeHo ¥ NoAmuTo 6€3 HCTa-3aBEePHTENS, TO COCTABICHHBIH
JIMCT-3aBEPHTENH MOKJICHBAETCSA K BHYTPEHHEH CTOPOHE 3a/iHel 00JI0KKH Jiena.

8.41. Ina y4era MOKYMEHTOB ONpEJENEHHBIX KaTEropui MNOCTOSHHOTO
u BpeMeHHOro (cBbmme 10 JeT) cpokoB XpaHEHHA, Y4eT KOTOPHIX BhHI3BaH
cienubuKOH NOXyMEHTalUH, BKIIOYCHHOH B JHeNO, COCTABIAETCS BHYTPEHHSA
OINKCh NOKYMEHTOB Jiella, oMelnacMasi B €To Hadaio.

BHyTpeHHAS OIHCH BKIIOYAeTCA B Jiella, MMetolue 0col0ylo 3HaUNMOCTS,
aTaKxke B Jiena, chOpMHUPOBaHHEIE [0 BHAAM JOKYMEHTOB, 3arOJIOBKH KOTODHIX He
PacKpbIBalOT KOHKPETHOTO COJIepKaHUA JOKYMEHTOB.

BHyTpeHHAsS OIMUCH HOKYMEHTOB [IGNIa COCTABISIETCA TaKkke Ha 0OBeMHBIC
JieJia IOCTOSTHHOTO M BpeMeHHBIX (cBhimIe 10 JieT) cpokoB XpaHEHHS B LENIIX ydera
U OBICTPOTO HaXOXXAEHHs JOKYMEHTOB B Jiele.

B KoHIEe BHyTpeHHEH ONMHCH YKa3bIBaeTCs U(PPaMH B HPOMHCHIO KOIHIECTBO
BKJIIOYEHHBIX B Hee JOKYMEHTOB H KOJIMIECTBO JIICTOB BHYTPCHHEH ONHCH.

BHyTpeHHsAS OIHCh JOKYMEHTOB Jiela MOJANUCHIBAETCS COCTaBHUTENEM
€ yKa3aHHEM JOJKHOCTH, HHHIMAIOB U (paMHIMH, NATEl COCTABICHHU.
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Ecnn neno nepemnereno u noaimuTo 6e3 BHyTpeHHeHR OINCH, TO COCTABIICHHAs
BHYTPEHHSA OIKCH MOAKIEHBAETCA K BHyTPEHHEl CTOpPOHE NUIIeBOi 0GIOXKKH Aena.

8.42. loxyMeHTH IIOCTOSHHOrO, BpeMeHHBIX (cBhime 10 Jser) cpokoB
XpaHEeHHS M II0 JIMIHOMY COCTaBY, COCTABISION[HME JENO, MOMEINAIOTCA B TBEPHBIE
OONOXKKM W3 KapTOHA, IOAUIMBAIOTCA B YeTHIPe MPOKONA MM MepeIUIeTaroTCs
C yI€TOM BO3MOXXHOCTH CBOOOIHOTO YTEHHWA TEKCTd BCEX IOKYMEHTOB, [aT, BU3 H
pesonronuii Ha HHX. Pe3omomuu pyKoBOACTRA, COCTaB/IeHHbIE HA OTAESBHEIX JIACTAX,
MIOMEINAIOTC TlepeR ROoKyMeHToM. [Ipu MoAroToBke Jen K MOAIMIMBKE (HEpeIuIeTy)
IIPOBEPSAETCS MPABIWIBHOCTE HX (DOPMHPOBaHHWA, OQGOPMIIEHVS, BCE ILIACTHKOBLIE
¥ METAUTHYECKHE KpeTUIeHNs, 2 TaKkKe TepMOIEPEIUIETH! U3 JIOKYMEHTOB YIAISIOTCS.

Jlena TOCTOSHHOrO XpaHeHHd, COCTOsmMe K3 0co00 IEHHBIX WIH
He(OpMaTHEIX TOKYMEHTOB, MOTYT NPHHUMATHCS. Ha XpaHEeHHe B 3aKPBITBIX TBEPIBIX
TalKax ¢ TpeMs KJIaaHaMH U C 3aBS3KaMH MM B KOPOOKax.

8.43. TlomrotoBka OIEKTPOHHBIX JOKYMEHTOB K Tlepefjaye B apXWB
OPraHM3alUM OCYINECTBIAETCS CTPYKTYPHBIM MNOApa3feleHHeM OpraHU3aliyd —
BNAJefblleM  COOTBETCTBYIomeli  MHDOPMAUMOHHOH  CHCTEMBI  COBMECTHO
c nofipasaeneHueM  (cmenyanucToM), obecreynBaronM  (GYHKIHOHMPOBaHHE
HH(OPMALHOHHOMN CHCTEMBI.

8.44. Tlpu moproroBKke 3NMEKTPOHHBIX AOKYMEHTOB, OTOOpaHHBIX K Iepefade
B apXUB OpraHM3alii{, BBHINONHAIOTCA CHENYIOINE OCHOBHBIE HPONEAYPH pabOTHI
C HOKYMEeHTAMH:

KOHBEPTAIHS SIEKTPOHHOTO TOKyMEHTa B (hOPMAT apXHBHOTO MOKYMEHTa

thopMupoBaHye B HHOOPMAIHOHHON CHCTEMe OpraHM3aliy IIEKTPOHHBIX Ael,
SBISIOIIMXCS COBOKYITHOCTBIO KOHTEHHEPOB ONEKTPOHHBIX IOKYMEHTOB HIIH
KOHTeHHEPOM 3JIEKTPOHHOrO IOKYMEHTa, BKIIIOYAIOIIEM: KOHTEHT U MeTaJaHHBIE
SIEKTPOHHOIO NOKYMeHTa, (ailbl 3MeKTPOHHBIX MOAINCE U BU3YaATH3HPOBAHHYIO
KOIHIO TEKCTOBOTO 3IEKTPOHHOIO I0KyMeHTa B hopmate PDF/A*;

(OpMHpOBaHHE OIHCH JNEKTPOHHBEIX Jel, JHOKYMEHTOB CTPYKTYPHOTO
HOApa3AENeHNS;

MHIpanus 3JeKTPOHHBIX JOKYMEHTOB Ha (musudecku 00ocobieHHBIe
MaTepHabHbIE HOCUTENH, eClH JOKYMEHTHI HepeIaloTCA B apXUB OpraHH3alliy He 110
HHBOPMAIIOHHO-KOMMYHUKAIIHOHHBIM KaHallaM;

TPOREpKA BOCTIPOM3BOIUMOCTH JJIEKTPOHHBIX JJOKYMEHTOB;

HpOBepKa  OJEKTPOHHBIX ~ MOKYMEHTOB Ha  HaIMYMe  BPEIOHOCHHIX
KOMIIBIOTEPHBIX MPOTPaMM;

MOATBEPX/AEHHE LEOCTHOCTH JNEKTPOHHOIO Jella DIEKTPOHHOH MOMNMHCEHIO
PYKOBOZHMTENA CTPYKTYPHOTO MOApa3fielieHHs (MHOTO YIOJHOMOYEHHOIO JIHIA),

* Ilynxr 4.34 TIpapun xpanenus.
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OCYILIECTBIISAIOMEro MNOATOTOBKY 3J€KTPOHHEIX NOKYMEHTOB K Ilepefavye B apXuB
OpraHW3alud.

8.45. OneKTpoHHBIE JOKYMEHTHl MEpeJaloTcs B apXMB OpPFaHW3aldM 110
HHPOPMALMOHHO-TEJIEKOMMYHHUKAOHHOM CeTH WM Ha (U3HMIecKH 060CO6IeHHEIX
HOCUTENSIX B COOTBETCTBHYM C YCTAHOBJCHHEIMH NpaBHIaMH >, (Ge3 COXpaHEeHHs
JaHHBIX 3IEKTPOHHBIX JMOKYMEHTOB B COOTBETCTBYIOLIUX HHQPOPMALOHHBIX
CHCTEMaX.

8.46. Ommcn  zien  COCTaBIAIOTCE B CIPYKTYPHBIX — HORpa3smeNieHHsX
OpraHHM3alMH N0 METONUYECKUM PYKOBOICTBOM Ciry>xOb1 A€IOIPOU3BOACTBA.

Omucy fen cOCTAaBIAIOTCA OTAENBHO Ha Jieda TOCTOSHHOTO XpaHeHus; Meja
BpeMeHHBIX (cBEHme 10 J€T) CpOKOB XpaHEHHT;, Jela MO IMYHOMY COCTaBY,
SNICKTPOHHBIE JIEIa, 4 TAKXKE Ha JeNa, COCTOAIME U3 JOKYMEHTOB, XapaKTePHBIX I
JOaHHOH opraHW3anuy (CyaeOHbIe, CIeACTBEHHEIE [eia, HaydHbIe OTYETH IO TEMaM).

OnMcu nmen CTPYKTYPHBIX HOApasfelieHudd COCTaBIsIoTCS 1Mo  (dopMawm,
ycraHoBIeRHBM [TpaBuIaMi XpaHeHUs .

Ilo omMcaM x#en CTPYKTYypHBIX MOJApasfieieHHi MOKYMEHTH IepelaloTcs
B apXHB OpraHU3aIHH.

Ha nena BpeMeHHEBIX CPOKOB XpaHeHHS (70 10 JeT BKIIOYHUTENHLHO) OIHCH HE
COCTaBJISIOTCS, ¥ B apXHB TaKHe Aella He NepealoTcs.

Tpu sanruuy B opranusanuu COJ] onmcy fen GopMHUPYIOTCS B CHCTEME.

8.47. Omucu Jien CTpYKTYPHBIX NojpasfelcHUil MpeACTaBIsIOTCA B apXMB
OpraHM3alluM He paHee, 4eM uepe3 OXHH TOf, W He Io3[JHee, YeM uepe3 TpU roja
TIOCIIe 3aBePIUeHH Aell B ACIONPOU3BOJICTBE.

8.48. OtnenwHas omuch NpencTaBisieT coboi NepeyeHb onucaTeIbHBIX CTaTel
C CaMOCTOSTENBHOM MOpSOKOBOM HyMepaluelf, Kkakgas H3 KOTODEIX MOJDKHA
BKJTEOYATh CIEAYIOMIUE CBEACHHA:

MOPAAKOBEIH HOMEp Aeila HO OIHCH;

HMHJEKC Jena;

3aroJIOBOK JIefa;

KpaliHue JaThl [ea;

KOJIMHYECTBO JINCTOB B Jele;

CpPOK XpaHeHHA Jena;

IpUMeYaHHs.

8.49. Ilpn cocraBieHUM OIUCH J€A CTPYKTYPHOIO  [OJpa3fesieHUs
COOIII0ArOTeSA CilenytoLiye TpeboBaHus:

3aTOJOBKA Jel BHOCATCS B OMHCh B COOTBETCTBHH C IIPHHATOH CXeMOH
CHCTEMaTH3aLUH A6, 3aKpeIICHHOH B HOMEHKIIaType Hel,

3 IMpuoxenus Ne 23, 24  [IpaBuiaM XpaHeHHS.
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KaXzoe J1eJ10 BHOCHUTCS B OIHCH 0] CAMOCTOSTEIFHBIM IIOPSAKOBBIM HOMEPOM
(ecnu HeNO COCTOMT M3 HECKONBKAX TOMOB YUIH YacTell, TO KaXABIi TOM WK YacTh
BHOCATCSA B OIHCH IIOJ] CAMOCTOSATENHHEIM HOMEPOM);

TIOPS/IOK HyMepaIliH JeJl B OIKCH — BaJIOBEIA;

rpadbl ONMUCH 3allONHSAIOTCS B COOTBETCTBHU C TEMH CBEICHWSAMH, KOTOpEHIE
BBIHECEHHI Ha 000Ky Hena;

IpH BHECEHHHM B OMHCh HOApAXN Ren (TOMOB, dHacTelf) ¢ ONHHAKOBBIMH
3aTrOJIOBKAMH 3arOJOBKH Bcex Aenl (TOMOB, yacteif) MUIIYTCS NOJHOCTHIO; INPH
BHECEHHUH B OINCH IIOCIIEHET0 3aroioBka gobasnsercs cnoBo «IlocienHuit»);

rpada ommucu «IIpuMeuaHus» HCHONB3yeTCA UIL OTMETOK O NpHEME e,
0COBEHHOCTAX MX (PU3MYECKOro COCTOSHMSA, O repefade Hel JPYTHM CTPYKTYPHBIM
HOApPa3feNeHNeM CO CCBIIKOH Ha aKT, O HAIMIUY KOTIHif,

8.50. Ilepen BHeceHWEM 3arOJIOBKOB el B OIUCh IPOBEPSIOTCA KauecTBO
¢dopMupoBaHHs M OGOPMIECHHMA HEN, COOTBETCTBHE KOJHYECTBa €], BHOCHMBIX
B OIIMCH, KOJIMYECTBY 3aBeIeHHBIX A€ 10 HOMEHKIIaType AeJl OpraHu3aIuy.

B xoHuIe omucu Bcliel 3a HOCHeJHel OMHUCATENLHOM CTarhell 3amonHsercs
HTOTOBas 3alIHCh, B KOTOPOH yKaspiBaroTes (HdpaMul U IPONUCHI0) KOJIHYECTBO Jed,
YHUCIAIMXCS [0 ONWCH, NEpBHIH M mocielHMIT HOMepa JAeN IO OINCH, a TaKxke
OrOBapHBalOTCS OCOOCHHOCTM HyMepallud Iiell B ONucH (JIuMTepHbie HOMepa
7 OpOIyINeHHbIe HOMEPa).

8.51. Tlopsmox  INpUCBOEHWS  HOMEPOB OHMCAM  Ziedl  CTPYKTYPHBIX
Nofpa3feNIeHn yCTaHaBIMBAEeTCs MO COIIACOBAHMIO C apXMBOM OpraHM3alify.

8.52. TIpu cocTaBlIeHHH ONMKMCH BIIEKTPOHHBIX Jie]l B ONHMCH BKIFOYAIOTCA:

TIOPAAKOBBIIt HOMEp /IEKTPOHHOTO JEa 110 OITHCH;

HHJIEKC MIEKTPOHHOTO Jiena;

3aroJIOBOK JIeJa;

Jata fiena (ToMa, 9acTh);

CPOK XpaHEHH Aena;

00beM 3eKTPOHHOTO Aena B M6;

TpUMeYaHu.

B cocraBe omucu oanektpoHHelx gen B C3Jl  dopMmupyercs peectp
SNEKTPOHHEIX JIOKYMEHTOB (KOHTEHHEpPOB 3IEKTPOHHBIX JOKYMEHTOB), B KOTOPOM
YKa3bIBalOTCA CBeieHHs 00 DJIEKTPOHHBIX JOKYMEHTAaX, BKIIOYEHHBIX B Kaxaoe
3NEKTPOHHOE JEINO0.

8.53. Omcn  pmenm  CTPYKTYPHOTO — MOApAasfAeleHHA  MOAIHUCHIBAIOTCH
pyKOBOAWTENeM  IojpasfeneHHs, comniacoBeiBalorcs  OK  cIpykTypHOro
nonpasnenenuss (npn ee Hamuuuu) M CnyxO6oi nenompousBoicTa. Peectp
SNIEKTPOHHEIX JOKYMEHTOB, SBJSIOMHACA NPHIOKCHHEM K OMHCH 3NEKTPOHHBIX
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IOKYMEHTOB, IOJIIHCHIBACTCS COCTABHUTENIEM peecTpa C YKa3aHHEM JOIDKHOCTH,
HHMIWAJIOB, GaMIIIHY, aTHl COCTABICHUS.

8.54. OmmcH jienn CTPYKTYPHOTO MOApa3feNieHus OpTaHHU3alldl COCTaBIIIOTCS
B JABYX 9K3eMIUIApax Ha OyMaKxHOM HOCHTENE, ONHH U3 KOTOPBIX NepefaeTcss BMECTe
¢ JenaMM B apXuB OpraHU3allid, a BTOPO#l OCTaeTcs B KauyecTBE KOHTPOJLHOTO
5K3eMIIApa B CIPYKTYDHOM IoApasJielieHHy. B apXuB oOpraHu3allMd Taloke
TiepesiaeTcsa MO 3K3EMIULIPY OMHCeH AeN B 3JIEKTPOHHOM BHIE B PeJaKTHPYEMOM
dopMare AN WCTIONB30BaHUA B JajlbHEHINEM IS NOATOTOBKA apXHBHRIX omuceit
Jien, TOKyMeHTOB (TOIOBEIX pa3feloB).

8.55. [lenma nepenaroTcsd Ha XpaHEHHe B apXUB OpPraHM3alli¥ B COOTBETCTBHH
¢ rpauKoM Iepenadd JOKYMEHTOB, YTBEPXKICHHBIM PYKOBOIMTENEM OpraHH3aliuH
WM HHBIM YIOJHOMOYEHHBIM MM JIMIOM H COIVIACOBAHHBIM C PYKOBOAHTENSIMU
CTPYKTYPHBIX IIOJpa3e/IeHH it

8.56. Jlena HOCTOSHHOTO M BpeMeHHHIX (CBbInIe 10 JIeT) CPOKOB XpaHEHH,
JOKYMEHTBI IO JMYHOMY COCTaBY, 3JIEKTPOHHBIE JNOKYMEHTH! IepefialoTcsl B apXuB
OpraHM3alluM HE paHee, 4eM 4epe3 rofi, M He MO3JHee, YeM 4Yepes3 TpH roja Hocie
3aBEPIUCHUA UX B JETIONPOH3BOICTBE.

8.57. Ilepemada meyt B apXuB OpraHH3alMH NMPOHU3BOAMUTCA IO OMHCAM Jell
CTPYKTYPHEIX NOAPa3/IesIeHUH.

8.58. VmomHoMoueHHbIi pabOTHHK apxwBa NpPOBEpAET IPABUILHOCTDH
ohopmineHHs H GOPMHPOBAHUA JEJ, NPABHIBHOCTH COCTABICHHSA ONMCEH Hen,
COOTBETCTBHE KONMYECTBA JeJ, BKIMOYEHHBIX B ONHCh, KOMNHYECTBY Jell,
chOpMHPOBAHHEIX B COOTBETCTBHH C HOMEHKIIATypO#l e,

BrlsgBlIEHHBIE IPH IpOBepKe HEXOCTATKA B (POPMHPOBAHMH H ODOPMICHHH Hell
PabOTHHKM CTPYKTYPHOT'O TOAPAasAENCHHS OOsA3aHBI YCTPaHUTh B ABYXHEACHbHBIH
CPOK.

8.59. IlpueM Kaxgoro Jeina B apxXHB OpTaHH3alUH  IPOM3BOMMTCH
B IIPUCYTCTBHH JEJONPOU3BONUTENS CTPYKTYpHOro mnoapasienenuns. IIpu sToM Ha
ofonx BK3eMIUIApaxX ONNMCH NPOTHB KaXOOro Aeia, BKIIOYEHHOrO B Hee, NENAeTCs
OTMETKa O HAIMYMY Jejla. B KoHUe KaXIoro SK3eMIUIIpa ONUCH B HTOTOBOH 3aIliCH
yKasblBaeTcs [udpaMH ¥ UPOMUCHI0 KOMMIECTBO (aKTUIECKH NPHHATEIX B apXHB
Jel, B TOM 4yMcle 3JIEKTPOHHBIX, HOMEpa OTCYTCTBYIOIUHX J€J, Jara IpHueMa-
mepefadd Jej, a TakkKe MOANNMCH JIMI[A, OTBETCTBEHHOIO 33 AapXWB, W JIHIR,
HepeAaBLIero aena.

HroroBas 3amuch MOATBEp/KAAeTCA IMONMUCAMH COTPYJAHHKA apXHBa
U COTPYRHUKA (XEeNONPOU3BOMUTENS) CTPYKTYPHOTO TOApasfeNeHH s, NepedaBIuero
Jena Ha GyMa)XHOM HOCHTeIe U DIIEKTPOHHEIE Jea.

8.60. Ilepenaya SNEKTPOHHBIX JOKYMEHTOB B  apXHB  OpraHM3ald{
TIPOU3BOAKTCA HA OCHOBAaHMM OINKCEH SNEKTPOHHBIX JeN 10 HHQOPMAaIHOHHO-
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TeJICKOMMYHHUKAIIMOHHOM cerd (NpU HAIHYMH B apXuBe OpraHH3alldM
AHGOPMANMORHOH CHCTEMBI) WM Ha GH3MYECKU O0GOCOONEHHBIX MaTepHANBHBIX
HOCHUTESIX, KOTOPHIE TIPEACTABILIIOTCS B IBYX MACHTHYHBIX SK3eMILIIpaX.

8.61. B cmyvyae JIMKBHAAOWH WM  pPEOPraHU3alMd  CTPYKTYPHOTO
MOAPa3/ICNiCHNs] OpraHU3alMK JeIONPOM3BOIWTENb TNONPA3feNieHus B IEpHOI
MpPOBENSHHS JHKBHAAIMOHHBIX MEpONpHATHH (GopMHpYeT BCe HMEIOIHeCT
JOKYMEHTHl B Jena, oopMisier Jena M NEPefacT WX B apXMB OpTaHW3allHH,
HE3aBHCHMO OT CPOKOB xpaHeHus. Ilepeziaua fen OCYMIECTBIAETCS IO OIHCAM JENT
7 HOMEeHKJIaType e

8.62. Ha pmema ¢ HCTEKMHMMH CpPOKAMH XpaHEHHS B CTPYKTYPHBIX
TOApasfielieHusX OPraHU3allid COCTABISIOTCS NPEANOXEHUS K akTy O BHIACIEHHH
K YHHYTOXKEHHIO JOKYMEHTOB, He MO[IeXammx XxpaHeHwto (o dopme,
ycraHoRNeHHo# ITpaBuiamMy xpaseHus’ .

Ha ocHOBe mpeIOKeHHH CIPYKTYpHBIX moppasgeneHuit CiyxGa
JIeNIONPOH3BOJICTBA OPTaHM3al[Mi COCTaBlIgeT AKT O BHINENCHAHM K YHHUYTOXEHHIO
JIOKYMEHTOB, He MOAJIEXAIMX XPAaHEeHHIO, Ha Jeja Bced opraHuU3ailuM 1o TOH e
thopme. 3aroJIOBKH OXHOPOIHBIX Jiell, OTOOPaHHBIX K YHHYTOKEHHIO, BHOCIATCS B aKT
o oOmUM 3aroJoBKOM C YyKa3aHHEM KOJIHYECTBA [eJl, OTHECEHHBIX K JaHHOU
Tpyme.

8.63. Jlena BKIIOYAIOTCA B aKT O BBIJIEJICHHH K YHHITOXEHHIO JJOKyMEHTOB, He
HOANEXAUX XpaHeHHMIO, €CIH IPeAyCMOTPEHHEIH ANl HUX CPOK XPaHEHHS HCTEK
K | stHBaps roma, B KOTOpOM coctaBiieH akT. Hanpumep, 3akondeHHsie B 2014 roxy
Hena ¢ 3-JIeTHAM CPOKOM XpaHeHHs, MOTYT GbITb BKIIOYEHEI B aKT, KOTOpHIH Oyner
cocTaBlieH He panee 1 siuBaps 2018 roza.

8.64. Jlema ¢ oTMetkoii «IITK»*® moamexar MOMHCTHOMY TIPOCMOTPY B HENAX
BBIABIICHHS JIOKyMEHTOB, MOAJEXKAI[UX IIOCTOSHHOMY XpaHeHUIO. BrlgBieHHBIE
B TaKuX JiefaxX JOKYMEHThI IOCTOSHHOTO XpaHEeH! BBELASIAIOTCS H NMPHCOSAUHAIOTCS
K OZHOPOIHBIM JeJiaM WK (POPMHUPYIOTCS B CAMOCTOSTEIIBHEIE JeTia.

OctaneHble JOKYMEHTHI fiena ¢ oTMeTKol «OITK» BKIIOYAIOTCA B aKT, NpU
aToM oTMetKa «JIIK» B akTe He yka3bIBaeTcs.

8.65. AKT 0 BbIJENEHHH K YHUYTOXKEHHIO NOKYMEHTOB, HE IOJJIEKALIAX
XpaHeHHIO, NPEeACTaBIdeTcs Ha paccMOTpeHHe M cornacoBaHne DK 0JHOBpeMEHHO
C OTIHCSAMY IeN IIOCTOSHHOTO XPaHEeHHs U 110 JINYHOMY COCTaBY.

8.66. AKT O BBIZENEHMH K YHUYTOXKEHHIO JOKYMEHTOB, He IOIeXalluX
XPaHEHHUIO, YTBePHIaeTcsi pyKOBOAUTENEM OpraHu3aluy nocie yrepxaenns OIIK
apXMBHOTO YUpeXIeHMs, TOCyZapCTBEHHOTO MJIH MYHULMIQILHOTO apXHBa

» TIpunoxenne Ne 21 k IIpaBunam XxpaHeHus.
% Ormerka «OIK» o03Hauaer, 4TO HACTh MOKYMEHTOB MOXET GHITH OTHECEHa K CPOKY XpaHeHUs
«TIOCTOAHHO.
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B COOTBETCTBHM C IPEJOCTAaBICHHBIMM €My IIOJHOMOYMAMH onMcelf Jen
TIOCTOSHHOTO XPaHEHMS U COITIACOBAHUS ONHUCEH Jell IO JHYHOMY COCTaBy, HOCHe
4ero Jela, BbIAeTeHHbIE IT0 aKTy K YHHYTOXEHHIO, MOTYT OBITh YHHYTOXEHEL.

8.67. Jlena, momnexamue YHHYTOXKEHMIO, HepeialoTcs Ha IepepaboTKy
(yrumazanmro). Ilepenada mern opopMiIseTcs NpHEMO-CAATOYHOH HaKIIagHOM.

ITocne yHmdTOXEHHS Henm B HOMEHKJIAType Hell IPOCTaBIIOTCS OTMETKH,
3aBepsieMble MOMNHUCHIO crienanicTa CimyxOsl eTopOH3BOCTBA, H AaTOH:

«Yunuroxeno. CMm. akt Ne oT . Tlommmch, WHMLHAILL,
bamMunusy.

8.68. DneKTpoHHBIE HOKYMEHTHI C HCTEKIIMMM CPOKAMH XpAHEHMA MOIJIEKAT
BBIJIETICHHIO K YHHYTOXKEHMIO Ha OOGLIMX OCHOBAHMSX, ITOCNE Yero MPOBOAWTCS HX
bu3pHecKoe  YHHYTOXKEHHE HIH  YHHYTOKEHHE IIPOrpaMMHO-TEXHHYECKHMH
CPeICTBAMM C COOTBETCTBYIOLIEH OTMETKOH B aKTe O BBIACIEHHH K YHWYTOXXCHUIO
3JIEKTPOHHEIX JOKYMEHTOB.

ONeKTpoHHBIE JOKYMEHTH! CYHMTAIOTCS YHHUYTOXXCHHBIMH, €CIIH HX HeJb3s
BOCCTaHOBHUTH CPEACTBAMH HH(GOPMALMOHHOM CHCTEMEI Ha HOCHTEIX HHGbOpMaLUH
U U3 PE3CPBHBIX KOMMIA.

8.69. AKTEI O BBIIENEHUH K YHHYTOXKEHMIO JOKYMEHTOB, He MHOLJIEXalUuX
XpaHEHHIO, XPaHATCS IIOCTOSHHO B Aene GoHza.

IX. Opranmannﬂ JAO0CTyIIa K JOKYMEHTaM U HX UCHOJIb30BaHUA

9.1. Beigaya gen, Haxonsmuxcs Ha xpanenud B Ciyx6e neronpou3BOACTBa,
CTPYKTYPHBIX IIOZpa3s[eleHMs X OpraHu3aluy paboTHHKAM APYTHX HoApa3jeicHui
IS O3HAKOMIICHUS ¥ (MIH) AN BPEMEHHOTO HCIIONB30BaHAS B paboTe IIPOH3BOJHTC
O 3ampocaM, INOAMHCAHHEIM DYKOBOZHTENeM (3aMeCTHTeNIeM pPYyKOBOXHTEI)
CTPYKTYpPHOTO NIOAPa3AeNeHNs, 3alPalIMBAIOIIET0 AeN0 (JIOKYMEHT) H C pa3pelIeH s
pykoBoputensa CiyxObl HENOMPOU3BOACTBA WNH CTPYKTYPHOIO IOIApa3sieilenus,
JIOKYMEHTH! KOTOPOT'O 3aIipalliBaroTCL.

9.2. lena, MOKyMEHTHI BBINAIOTCA BO BPEMEHHOE IONb30BaHHE paOOTHHKAM
OpraHM3alpy Ha CPOK He BoJee 0XHOTO MecsIla.

T'ocynmapcTBeHHBIM oOpraHaM (CyJeGHBIM, IPaBOOXPAHHUTENBHBIM, OpraHaM
roCyRapcTBEHHOTO KOHTPOJIS H Haj30pa) NeNna ¥ OTHeNBHBIe JOKYMEHTH! BBLIAIOTCS
Ha OCHOBAaHMHM HMX IIMCBMEHHEIX 3aIIpOCOB C pa3pellieHHs PyKOBOJUTEN OPraHH3aluH
WITH HHOTO YIOJIHOMOYEHHOTO MM JIMIA, [10 aKTaM Ha CPOK He Goliee IEeCTH MECALEB.

Ilpy HeOOXOZMMOCTH CpOK NCIOJNB3OBAHMSA JOKYMEHTOB MOXET OHITh
TpOJIEH.
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9.3. B n#ceMeHHOM 3ampoce paGOTHAUKOB OPTaHU3alMH O BbIJaye JOKYMEHTOB
(mem) BO BpeMeHHOE IIONB30BAHWE MH3NAralOTCS NPHUYHHBL, 1O KOTOPHIM
3aflpalllUBaeTcs Jeno (JOKyMeHT) H Iedb  HCOOJB30BaHHA  [OKYMEHTOB,
HaxOJAIUXCS HA ONICPATHBHOM XpaHEeHHH.

9.4. Ha BERIaHHOE HNeNO 3aBOAWTCS KapTa-3aMecTUTeNb, IOMellaeMas Ha
MeCTO BBINAHHOTO Jiena. B Hell ykaspiBalOTCs MHAEKC Jena, Jara ero BhJaud, KOMY
Jeno BBIAAHO, Jara ero BO3BpalleHHs, HpelyCMAaTpHBaroTea rpadsl Wil Hoamucei
B TOJTyYEHWH U MpHeMe Aena.

Ha Mecto wu3piATOrO0 mNOANMHHUKA JOKyMeHTa paboTHuK CiyxOsl
JIENOTIPOU3BOJICTBA MM IEIONPOH3BOAATEN IOAPA3JeNeHys BKIIaJIbIBAaeT B HENO
JTHCT-3aMECTHTENb C yKa3aHHeM, Korja, KOMy H Ha KakoH CpOK BBIZaH AOKYMEHT
U HOAIMCSAMHE B IONYyYeHHW M HpueMme jena. IIpum 3ToM B Jieli0 IOMELIAETCS
3aBepeHHas KOIHs JOKYMEHTA.

Tlocne pemenns Bompoca, IS pacCMOTPEHHs KOTOPOTo Jiena (TOKYMEHTHI)
H3BIMATHCh TO 3alpocaM TOCYAapCTBCHHBIX OPraHOB, NOMIMHHAKH NOKYMEHTOB
JIOJDKHBL GBITH BO3BPAILEHb! B OPraHU3alMiO H IOMEIIEHH] B JEJIO.

9.5. OneKTpoHHBIE NOKYMEHTHI, HaXOAsIuecs Ha ONEPAaTHBHOM XpaHEHUH
B 6aszax JaHHBIX MHO)OPMAIIOHHBIX CHCTEM, BBIAAIOTCS JUIA HCIIONH30BAHUA B BHAE
KOMH 3JIEeKTPOHHBIX JOKYMEHTOB B COOTBETCTBHH ¢ myHKTOM 2.51 IlpumepHoii
UHCTPYKITHM.

9.6. Ilopsinox  yocTynma pabOTHMKOB OpraHM3alMH K  JOKyMEHTaM,
pasmemaeMbiM B COJ wiau HHOH HHGOPMALHOHHOH CHCTEMe, YCTaHABIIHBAeTCA
NOKAJNBHBIME HOPMATHBHBIMH aKTAMH OpPraHH3alHH, ONPEACILIOMIAME MOPSIXOK
SKCIUTyaTalpin MHGOPMAMOHHONH CHCTEMBI, U B COOTBETCTBHM C IEPCOHANBHBIMH
YYETHBIMH 3alACsAIMH paboTHHKoB B COJI mim nHO# HHGOpMAIHOHHOH CHCTEME.

PaboTHukaM, He HMeIONMM MIpaBa AOCTyla K COOTBETCTBYIOLIEH
HHQOPMALMOHHOM CHCTeMe, JJIEKTPOHHBIE TOKYMEHTH! BHIHAIOTCA B COOTBETCTBHM
cnyakramu 9.1 — 9.3 IlpuMepHo#l HHCTpYKUMM, Ha ¢usmIeckH 060cobiIeHHOM
HOCHTele, BBICBUIAIOTCS MO 3NEKTPOHHOMY ajpecy pabOTHHKa, 3aHpallHBAIOIIETO
JDOKYyMEHT, HIM HHEIM 06pa3oM.

9.7. B Cnyx6e nenonpousBoICTBa, CTPYKTYPHOM MOAPA3NENEeHIH, BbIAaBIIEM
neno (NOKYMEHT) BeJeTcs YJYeT BBIJAHHBIX Jeil (IOKYMEHTOB) M KOHTPONb HX
CBOEBPEMEHHOr0 BO3Bpara. ONEKTPOHHBIE Jena (JOKYMEHTHI) BO3BpaTy He
HOJUIEeXAT.

9.8. PaGoTHHKY opraHmzanmu  o6s3aHBl obecnedwBaTh  COXPaHHOCTB
HOJIyYEHHBIX BO BpEMEHHOE MOJI30BaHNe JOKyMEHTOB (el1) Ha 6yMaXXHOM HOCHTEIe
M HCIIONB30BaTh MOMYYEHHYI0 HHPOPMAIHMIO B CIyXeOHBIX LENAX B COOTBETCTBHM
¢ TpeGOBaHUAMY JIOKANBHBIX HODMATHBHBIX aKTOB. 3ampemiaercs Iiepefada
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MOJNYYeHHBIX JOKYMEHTOB MM MX KOmuii paGOTHHKaM JpPYT¥uX MOXpasfefNeHHH Min
opraHu3anui.

9.9. M3psatie (BBIEMKA) [OKYMEHTOB, O0pa30BaBIIUXCSA B JEATEIBHOCTH
OpraHH3alMK, IPOM3BOJAMTCA B COOTBETCTBHM C 3aKoHOHarenscTBoM Poccuiickoit
Oeneparun.

9.10. UspaTre (BBIEMKa) JOKYMEHTOB IIPOM3BOJUTCS HAa OCHOBAaHHUH
TICBEMEHHOTO paclopskeHUs (IIOCTAHOBJIEHHS) COOTBETCTBYIOILETO OpraHa BIAacTH
C pa3pelleHus] pyKOBOOUTEIIA OpraHU3alldK MM WHOTO YIIOJHOMOYEHHOTO MM JIMIIA
C U3BelleHneM PYKOBOARTENS ToJpa3aeieHHs, JOKYMEHTEI KOTOPOTO W3EIMAIOTCS.

9.11. ®akT u3BATHA (BHIEMKH) JOKYMEHTOB (PMKCHPYETCS B IIPOTOKOME (AKTE)
U3BATHA (BBIEMKH) JOKYMEHTOB, KOTOPBIH COCTaBIAeTCA HE MEHEE YeM B IBYX
9K3eMIUIApax ¥ HOAMHCHIBACTCS YIONHOMOYEHHBIMY IpPeICTABUTENIMH OPraHu3alyy
H COOTBETCTBYIOLIEro TOCy/lapCTBEHHOro opraHa. K mpoTokoiy (akTy) mpHiaraercs
OIMCH (peecTp) UIBATHIX JOKYMEHTOB (Ie).

9.12. [Ipy wW3bATHM NONIMHHUKOB JOKYMEHTOB B J€lO IIOMelaeTcs
3aBepeHHas KOIUS JOKyMeHTa, Ha o00OpoTe KOTOpoil yKasbIBaeTcs OCHOBaHHe
M3BATHA HOUINHHKKA, CPOK BO3BpaTa, aTa M HONIHCH pabOTHHKA, OTBETCTBEHHOTO
32 GQOPMHUPOBAHHE H/UITH XpaHEeHHe Jena.

9.13. MlognuHHUK  JOKYMEHTa, HW3bATHIA M3 Jeja Ha  OCHOBE
COOTBETCTBYIOIIEr0 pelieHWs, IOCIHe pPAcCMOTPEHHMSA W pENIeHHs BOMNPOCa,
BO3BpalaeTCs B AENO, NPH ITOM KOIWS, OMEMIEHHas B JIEI0 BMECTO MONTHHHUKA,
HM3BIMAETCS.

X. Wsrorosnenue, Y4€T, HCITONIBb30BaHNE H XpaHCHUE revarei,
mraMIiosB, 6naHKOB AOKYMEHTOB, HOCUTENEH QNEKTPOHHBIX noanucei

10.1. bnanxu OpraHH3alHOHHO-PACIIOPSHTENBHBIX ZIOKYMEHTOB
paspabaTtsiBaroTcs Cimyx60ii Aesonpon3sBoacTBa. BHAR 61aHKOB OpraHM3aEOHHO-
PacIOpAUTENbHBIX JOKYMEHTOB, TPeOOBAHMI K HX OGOPMIICHHIO U MCTIONB30BAHHIO
YCTaHABIMBAIOTCY  WHAMBHAYANbHOH HHCTpYKHMEH 1O  JIelONPOU3BOACTBY
OpraHA3alyvH.

10.2. Obpasupl  OnaHKOB ~ HOKYMEHTOB  YTBEPXKJAlOTCI B COCTaBe
MHAUBHAYaNbHOH WHCTPYKIUH IO HEJONPOU3BOJICTBY MM HPHUKa30M PYKOBOJWATENS
B COCTaBe KOMIUTEKTa (arp60Ma) 61aHKOB.

10.3. B opranmzammu i TOATOTOBKH JOKYMEHTOB MOIYT HCHONB30BaThCH
GnaHKH JOXYMEHTOB, HM3TOTOBJICHHBIE THNOTPa)CKUM CHOCOOOM HIM CpeACTBaMH
onepaTHBHO# onurpagum.
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OpraHuzanp  BOpaBe [OpH IOATOTOBKE HOKYMGHTOB  HCIOIb30BaTh
3NIEKTPOHHbIe 1Ia0NOHBI ONaHKOB. OJIEKTPOHHBIE IIA0NOHBI ONAHKOB JIOJDKHBI
COOTBETCTBOBATH 00pasiaM 01aHKOB, YTBEP)KAEHHBIX PYKOBOJUTENIEM OPraHn3alyin.

10.4. Bianku OpTraHU3aLHOHHO-PACTIOPIAUTENbHBIX JIOKyMEHTOB,
TpHMeHseMBle B OpraHH3alU{, He MOrYyT IlepefjaBaThbcs JPYFMM OpraHM3alysiM,
JOJDKHOCTHBIM ¥ GU3HIECKHAM JTHLAM.

10.5. Cuyx6a nenonpou3BoACTBa OpraHN3aNyy:

ohopmisier 3aKka3bl HAa  HM3IOTOBJCHHE ONAHKOB  OPraHM3aI[MOHHO-
pPacHoOpAIMTENbHEIX JOKYMEHTOB THIOTPapCKHM CHOcO00OM HIIH  CpEACTBaMH
OlIepaTHBHOM HOJMIpadum;

OCYINECTBIIET XpaHEHHe ONaHKOB OPraHW3AHOHHO-PACIOPAFHTENBHBIX
JOKyMEHTOB H BBI2Uy HX B CTPYKTYDHEIC IIOpa3/IeIeHIs OpraHH3aIlvH;

OCYINECTBISIET KOHTPOJIb 33 IMPABIIBHOCTBI0 HCHOJNB3OBAaHUA OJIAHKOB
OpTaHA3AIHOHHO-PACTIOPSIUTETLHBIX IOKYMEHTOR" '«

10.6. B opranmsarmu B cooTBercTBrH ¢ (DenepanbHBIM KOHCTHTYLHOHHBIM
3akoHoM «O TocymapcrBenHoM repbe Poccuiickoit (IJeJJepam/nzl»38 H YCTaBOM
OpraHu3alli¥ MCTIONB3YeTcs NeYaTh ¢ BOCIpousBeAeHMeM IocynapcTBeHHOrO repba
Poccuiickoit @enepanuu (Hanee — Me4aTh OPraHA3aIUM).

B oprarusaimy TakKe MOTYT HCHOIB30BATHCA EUaTH TIOApa3ieNe i, neyaTn
Il [aKeTOB M OTHENBHBIX KaTeropuii JOKYMEHTOB, a TAlkKe MeTaliMyecKue
BBDKMMHEIE JTeHaTH IS ONeYaThiBaHUs ITOMEIIeHHH M YIOCTOBEPEHHS ClIeHabHBIX
TIPOITYCKOB.

B opranmsanpy MOXeT HCIONB30BATHCS IITAaMIl (IITaMIIbl) ¢ (aKCUMUIBHOH
HOAIIHCHIO0 PYyKOBOAUTENS U MHAIX JOJKHOCTHBIX JIHII.

Tlopsmox  mcronms3oBaHMS  IUTaMnoB ¢ (aKCHMIIIBHOM  TOATHCEIO
PYKOBOJHTENS ¥ MHBIX JOJDKHOCTHBIX JHI , BUIBI JOKYMEHTOB, IONMHCHBAEMBIX
(baxcHMUIbHOH NOJNHCHIO YCTAHABIAMBACTCS JIOKANBHBIM HOPMATHBHBIX aKTOM
OpraHu3aIyy.

10.7. Tlewats opraHmzaluu ¢ BocipousseqeHueM IocynapcrBeBHoro repba
Poccuiickoli ®epepanuy NOMKHA COOTBETCTBOBATh TPEOOBAHUIM, YCTAHOBICHHEIM

¥ Ynpuennyansuodl MHCTPYKUMEH 1O JENOMPOHM3BOACTBY OPraHM3AUMH MOXET OBITH MPEAYCMOTPEHO
BeieHUe yueTa OIaHKOB JOKYMEHTOB.

58 (DenepanbHEI KOHCTHTYIIMOHHEIH 3aKOH OT 25 mexabps 2000 r. Ne 2-®K3 «O Tocynapersensom repbe
Poccuiickoit Penepaurm» (Cobpanne 3akononarenscrea Poceniickoit ®enepauun. 2000, Ne 52, cr. 5021;
2002, Ne 28, ct. 2780; 2003, Ne 27, ct. 2696; 2009, Ne 46, cT. 5417; 2011, Ne 1, cr. 1; 2013, Ne 30, ct. 4022;
2014, Ne 11, cr. 1088; 2017, Ne 52, ct. 7916).

% C yueroM monoxennit mynkra 2 craThi 160 uactu I T'paxnanckoro xonexca Poccuitckolt Dezepatis
(Cobpanne 3axoHozatensctBa Pocemiickoit Genepammm. 1994, Ne 32, cr. 3301; 2011, Ne 15, cr. 2038).
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I'OCT P 51511-2001 «Ileuatn ¢ Bocmpomu3sBeaeHueM I ocymapcTBeHHoOro repba
Poccuiickoit @enepaunn. @opMma, pa3Mepsl U TEXHUYESCKHE TpeGoanms»*.

10.8. INeyatn u mWTaMmbl OpraHW3allMi H3TOTABIMBAIOTCA B KOJIHYECTBE,
HeoOXOIMMOM I  OCYISCTBIEHHS TNOJpa3feNicHHAMH OpraHW3alllH u  ee
paboTHHKaMH BO3NOXEHHBIX Ha HHX QyHKuHil. Pemenne 06 wu3roToBIeHHH
M KONMYECTBE OK3EMIUIIPOB IedaTel M INTaMMOB INPWHAMAET PYKOBONHUTENB
OpraHH3alli¥ [0 TpPEACTaBIeHHIO pykoBoauTens CiyxObl AeNompOH3BOACTBA
OpTaHM3aIMH.

Ecnu nedats opraHU3allil MCIONB3YETCS B HECKONBKMX 3K3EMILIApax, HOMEp
9K3eMILLIpa IEYaTH yKa3hIBaeTCsA B KIHIIE IEYaTH NIPH €€ W3TOTOBJIECHAH.

10.9. Ilewarsio opranu3auuu 3aBEpSAIOT HOMIHHHOCTD MOAMHCH PYKOBOIUTEINS
OpraHM3allMM M HHBIX YIONHOMOYEHHBIX HM JHI, HA JOKYMEHTax M KOMHIX
JIOKyMEHTOB B COOTBETCTBUU ¢ myHkTOM 2.49 [TpuMepHOii HHCTpYKIMH.

10.10. Tleyatn W IOTaMNBl BEIJAIOTCA A MCHONB30BaHUA pabOTHHKAM,
OTBETCTBEHHBIM 32 MX HCIOJIb30BaHHe H XpaHEHHe MOJ] MOANHCH B KypHaJie ydeTa
medateif M mTaMmoB. Yuer medareif W IoTammoB opraHmsanuu Beger Ciyx6a
JIeNIOTIPOM3BOMCTBA HITH HHOE MOApa3eiieHe OpraHu3aliH.

10.11. Ilpm wucnomp3oBaHMM B paboTe mNeyaTH M IITAMIBl XPaHATCA
B 3anuparomuxcad Imkadax (ceiipax) pabOTHUKOB, OTBETCTBEHHBIX 332 XpaHEHHE
U UCIIOJIb30BaHve IIe4aTeif i ITaMIoB.

10.12. Tlepenada medaTedf ¥ IITaMIOB IIOCTOPOHHUM JHMLIAM HE JOITYyCKaeTCs.
BriHOC medarefi M IITaMIIOB 32  Opefeibl  OpraHM3allMd  BO3MOXEH
B HCKJTIOUMTENBHBIX CIydasxX [0 PelIeHHI0 PYKOBOACTBA OpraHHM3aliH (HaImpHMeD,
TIpY TIOAIIMCAHUHU JOTOBOPOR).

10.13. Cnyx6a menompod3BOACTBA OpraHHW3alMH €XETONHO IPOBEpSeT
cobmonenne pabOTHMKAMHU YC/IOBHH HCIIONB30BaHHMS H XpPaHEHHd Iedared
M INTaMIIOB B CTPYKTYPHBIX HOJAPa3AENeHIIX OpraHu3aiim.

10.14. Tlpumenniie B HETOOHOCTH ¥ YTPATHBRIIKE 3HAYESHYE I1€YATH K IITaMIIbI
nomnexar Bo3Bpary B Ciyx6y RelONpou3BoACTRa WIA HHOE INOApa3feleHHe, HA
KOTOpOE BO3JIOXEH Yy4eT neuareli M INTaMmoB, AL LEHTPaIM30BaHHOIO
yHHYTOXeHW. [ledaTH YHMYTOXAIOTCS MO aKTy C COOTBETCTBYIOINEH OTMETKOH
B )KypHaJle yyeTa rieyareil ¥ InTaMIIoB.

10.15. Jins ofmeHa 3IEKTPOHHBIMH JOKyMeHTamMH mocpenctBom MO0
B OPraHW3alMi  JO/DKHEI WCIIONB30BATHCS  yCHJIEHHBIE — KBaTU(HIMPOBAHHBIE
9NeKTpoHHEle moanucy. CocraB JOIDKHOCTHBIX JIMI M PaOOTHHKOB OPTraHU3alldH —

“ TOCT P 51511-2001 «Ileuarn ¢ BocnponsenenueM Iocynaperaennoro repba Pocewitckoi ®enepauym.
@opMa, pasMepsl H TexHHueckue TpeGoBaHma». — M.: MIIK Hsa-so cranmaprtos, 2004, ¢ M3MEHEHMAMH
Ne 1-4.
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BIAJENbLEB YCHICHHBIX KBAJH(HLUHPOBAHHBIX SJIEKTPOHHBIX IOANHCEH HOMKEH
OnpeAeNATs PyKOBOAUTEND OpraHU3alHH.

10.16. IIpn nepemaye opraHM3alued 3IEKTPOHHBIX JOKYMEHTOB Ha
AMEKTPOHHBIA ajipec APYroil OpraHM3aliM, a TaKxke N1 oOMeHa 3JIeKTPOHHBIMHU
JokyMeHTaMH mnocpeactBoM COJl B opraHusaid U €€ NOApa3sJeNeHHIX MOTYT
HCTIONB30BAThCA YCUJICHHBIE HEKBAMGUIMPOBAHHbIE JIEKTPOHHBIE TOAHUCH H/HIH
MPOCTEIE JICKTPOHHBIE MTOAINCH (Jaee — 3NMEKTPOHHAs IOAMUCH) B COOTBETCTBHH
c OepepanbHEiM 3akoHOM oT 6 ampenss 2011r. Ne 63-®3 «O6 snexTpoHHO#M
nommucH» .

10.17. Onextponnsii nokymeHT B COJ] opraHMzanuy, NOIIHCAHHBIH
3JIEKTPOHHOH MOZIHCHIO, NIPH3HAETCA PaBHO3HAYHBIM JOKYMEHTY Ha GyMaXHOM
HOCHTENE, MOJNHCAHHOMY COOCTBEHHOPYUHOH MOAMHCEI0 H HMEET OJHHAKOBYIO
C HAM IOpPHAMYECKYIO CHITY IPH OXHOBPEMEHHOM COOTIOAEHHH CJie TYIOIIHX YCIIOBHIA:

KIIOY TIOATMCH, OTHOCALIUMCA K KOHKPETHOH DJIEeKTpOHHOH HOIMHCH, Ha
MOMEHT IOANMCAaHMUSA OJJIEKTPOHHOTO JOKyMEHTa SBISETCA JeHCTBUTENHHBIM
(IOCTOBEpHEIM), HE YTPATHI CIITY (HEe OTO3BaH);

MOATBEpXKIEHa IIO/UIMHHOCTh DJJIEKTPOHHOW TIOAMHCH B  3JIEKTPOHHOM
JIOKyMEHTE;

JlaTa ¥ BpeMs CO3JaHus 3IeKTPOHHOHR noamucH 3adpukcuposansl B COJI;

SIeKTPOHHAs IOAMUCH MCIONB3YETCS B COOTBETCTBHH C YCTAHOBJIEHHBIM
B OpraHu3alMy  paclipefielIeHHeM  IpaBa  IIOJIHMCH  JOKYMEHTOB  MexXIy
JIOJDKHOCTHBIMH JILaMH H pabOTHHKaMH.

10.18. T'enepanuio M XpaHeHdHe KIro4eil HeKBATH(QULHMPOBaHHON H IIPOCTOMH
OI1 8 COJl momKeH ocyIIecTBIATE aqMuHucTparop CO/.

10.19. Ciyxba nenompousBOACTBAa MM MHOE INOApa3fielieHHe OpraHu3alliy
BeJIET YUeT KIodell JIeKTPOHHBIX TOMIMMCEH™ B CIeHUaNbHOM JypHale. Bbimaua
MaTepUaNbHBIX HOCHTENSH 3JIEKTPOHHON MOMMICH U MX BO3BPAT IO UCTEUSHUH CPOKa
IeficTBUS OCYILECTBIAESTCS IO MOAMICH paboTHIKA B XKypHalle.

10.20. Co3manne maponeli I NOPOCTOH  DJIEKTPOHHOH — MOAINCH
OCYIIECTBIAeTC B MOpAAKE, YCTaHOBICHHOM JIOKAJIBHBIM HOPMATHBHBIM aKTOM
OpraHM3allyiM, yCTaHABIMBAIOIIMM TIOPANOK dkciuryarauuu COJ] M Mcnons3oBaHHA
3JIeKTPOHHEIX MOANHCEH 1py paboTe ¢ JOKYMEHTaMH.

! PenepanbHEit 3akoH or 6 anpens 2011 r. Ne 63-®3 «O6 smextponHo#l mommucw» (Cobpanue
3aKoHoAaTenbcTBa Poccuiickoit ®eneparmy, 2011, Ne 15, ct. 2036; Ne 27, cr. 3880; 2012, Ne 29, ct. 3988;
2013, Ne 14, ct. 1668; Ne 27, ct. 3463, cT. 3477; 2014, Ne 11, c1. 1098; Ne 26, ct. 3390; 2016, Ne 1, cr. 65;
Ne 26, cr. 3889).

“ Buel aneKTpOHHBIX MOAMHCEH, MCMIONb3YeMBIX B OPraHH3alMM, YCTAHABIHBAIOTCA OpraHM3alpieH M
3aKpEIUIAIOTCA B IOKATHHOM HOPMATHBHOM aKTe.
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10.21 Kmou osnexTponHON mnoamucu, ucnonssyemoit B COJI, sBisercs
KOH(UIEeHINATHHON uHbopManueit u 3alMIIAeTCs B COOTBETCTBUH
¢ 3aKoHOJaTeascTBOM Poccuiickoit @eneparyy.
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Ipunoxenue Ne 1
peKoMeHTyeMBIii o6paseln

HauMeHoBaHue oprata rocyapcTBeHHOM BIacTH

VTBEPXJAIO
DenepansHoe GIOKETHOE YIpexKaeHHe Jupexrop ®BY
«HAYYHO-UCCJIETOBATEJIbCKUI «HamMeHOBaHHE OpraHU3aluEy
IEHTP Hoonuce  N1.0. ®amunus
«HAUMEHOBAHHUE OPT AHU3 AT Jlata
(DBY «HHULL ...»)
HOJOXEHHE
Ne
00 OTReNe HAYUHO-TEXHHIECKOM
uHbopMaLuK
Mocksa
1. OOGmwme noxoxeHUT
1.1. Ormen mHayuHo-TexHHueckod HHpopMmanmu (manee - OHTH) ssaserca

CaMOCTOATENBHBIM CTPYKTYPHBIM moApasaencHueM OBY «HaumeHoBaHMEe Opranu3anumy,
OCYLIECTBIMIOMMM  HHGOpMaUHOHHOe  OOCTy)XMBaHHE  HAyIHO-HCCIEAOBATEIBCKHX H
TPOEKTHBIX NOApa3ieicHRl 1 opraHusaimii Hay4HO-MeToMMUecKoi HHopManueil mo HayKe H
HAYJHO-TEXHUYECKOH MONUTHKE ...

1.2. OHTH BosrmaBmsiercs 3aBEAYIOMMM W  HENOCPEACTBEHHO  IOAYHMHACTCA
3aMecTuTemio Jupekropa PbY «HauMeHoBaHWe OpraHM3aLWny», KYypHPYOIEMY IeITelbHOCTD
OHTH.

1.3. 3asemyrommit OHTU HasHauaeTcsa Ha JOIDKHOCTH H OCBOOOXKIACTCA OT JOJDKHOCTH
npukazamMu jupekropa ®PBY «HanMeHOBaHMEe OpraHH3alliM» B COOTBETCTBHHM C 3AKIIOYECHHBIM
TPY/OBBIM JOTOBOPOM 110 MpEACTaBJIeHHIO 3amecTHTeNd mupekropa ®BY «HamMenoBanme
opraHu3allHy», Kypupyiomero gesreasHocts OHTH.

14. OHTHU coctomTr HW3 UeTBIpeX CTPYKTYPHBLIX NOJpasJelNeHHil:  ceKTopa
HHPOPMANHOHHOTO OfecriedeHus W BENCHHA CIPaBOYHO-AH(OpMANHORHOTO (OHAA, CeKTopa
3apy0exHOi HayuyHO-TeXHWYecKod HHGopManuu B cdepe HHHOBAIMIA, CEKTOpPA INEKTPOHHBIX
PECYpPCOB HayIHO-TEXHAICCKOH HHAOPMALHH H PefaKIMOHHO-H3AATELCKOI0 CEKTOPa.

1.5. Peopranmsamuss u maxeujauus OHTU nmpoBommTes mpukasamm JupekTopa ®BY
«HaumenoBaHHE OpraHH3aIHAm ...
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Tpunoxenue Ne 2
pekoMeHAyeMEIi obpaser]

HauMeHOBaHYe OpraHa rocynapcTBEeHHOI BAACTH
DenepanpHoe OHOIKETHOE YIPEKICHAES

«HAYYHO-UCCIEJIOBATEJLCKAMN IIEHTP
«HAMMEHOBAHME OPT AHU3AILTA»

(PBY «HML ...»)
IIPUKA3

Mockea

B
—
N
n

25 oxta6psa 2017 r.

O co3znanun 3KCl'IepTHOﬁ KOMUCCHH
U YTBEPKIACHUHN MMOJIOXKEHUA O Helt

B memAx yidydileHHs OpraHHM3allid JNEJIONPOH3BOACTBA M ApPXHMBHOTO XPaHEHHA
JIOKYMEHTOB, oOpasyiomuxcs B gesrensHocTH OBY «HamMeHoBaHWe OpraHH3aniumy,
cobmozenus TpeGoBaHuil 3aKoHOmaTenscTBa Poccmiickoit ®emepanmu B chepe apXHBHOTO
Jena.. I PpHUKa3blBalo:

1. Co3natp sxcrepTHYI0 Komuccuio PBY «HauMeHOBaHHE OpraHU3alUy» B COCTaBe:

TpeAceNaTeNb — 3aM. reHepanbsHoro aupekropa ®amums U.0.;

cekpeTaps — genonpouspozutens Gamums 1.0.;

YIeHsl: HadanpHUK obmero otaena ®amumus W.0., 3aMecTHTENs 3aBEHYIOLIETO
IUIaHOBO-3KOHOMHYecKuM otaenoM Pammms H.O., 3amectuTens IaBHOTO Oyxrantepa
Gamunus 1.0, 3aBenyromuit otnenom kampoB @Dammmms M.O., 3aBexmyiommii oTAenoM
MHHOBanMOHHBIX TexHonoruit ®ammmms U.O., 3apedyrommii OTHEIOM 3KCIEPHMEHTAIBHEIX
uccnenopannit Gammms U.0.

2. Vreepauth Ilonoxenne 06 S5KCHEPTHOH KOMUCCHH (IIPHIIOKEHHUE).

3. KoHTponk 3a HCHOJHEHMEM IpPHKa3a BO3NOXHUTH HA 3aMECTHTEIL] TEHEPalbHOro
jqupexropa @amuus H.O.

Jupexrop IToonuce N.0. ®ammms
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ITpunoxenue Ne 3
pexoMeHIyeMbIiH obpaser

HaumeHoBanHe oprana rocy1apcTBeHHO# BIacTH
DenepanbHoe GIODKETHOE YIPEXKACHHE

«HAYYHO-UCCJIEJOBATEJLCKHAN IEHTP
«HAUMEHOBAHWE OPTAHU3AITUN»

(DPBY HHAI ...»)
PACIIOPSIKEHHUE

Mockea

O noAroTOBKE NPEmIoKEHHH K
wiany HUOKP wa 2018 1.

B cBasu c ¢opmuporanmeM Ilmana HHUOKP na 2018 ron, dumancmpyeMbix H3
roCy/IapCTBEHHOTO GIOKeTA:

1. PyxoBozuTensIM HayqHO-HCCIIENOBATENbCKUX HoapasaencHuit (Gamumms 1.0., Gamunus
N.0., ®amumus W.0., Gammmas M.0.) NOATOTOBHTF M TNpPEACTABHTL YYEHOMY CEKPETapio
npeanoxerus K wany HUOKP ua 2018 rox B cpok xo0 15.06.2017.

2. Vuenomy cexperapio (Pammmua 1.0.) obGecnieunts ¢opMmupoBaHWe NpPOCKTa IUIAHA
HUOKP na 2018 roz, ¢punaHcHpyeMBIX U3 rOCyIapcTBEHHOTO Or0/pKeTa, B cpok o 01.07.2017.

3. KoHTponp 3a HCIIONHEHHEM PacNOpsSKEHHS BO3JIOXKHTH Ha 3aMECTHTENS AUPEKTOpA IO
Hayunoii pabore ®Pamunng 11.0.

Jupexrop Ioonuce 1.0. ®ammmms
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Ipunoxenue Ne 4
peKOMeHIyeMEIH obpaser]

HaumMeHoBaHHe opraHa rocylapCTBeHHOM BIacTH
QenepanbHOe GIOKETHOE YUPEKICHHAE

«HAYYHO-UCCJIEAOBATEJLCKHIA HEHTP
«HANMEHOBAHHE OPTAHA3AITHI»

(®BY «HAII ...»)
MMPOTOKOJI

Mocksa

3aceaanusd JTUPCKINA

IIpencenarenscryromuii — ®@ammnus U.0O.
Cexkperapp — ®ammamus 1.0.
TIpucyrcrBoBamm: 17 yenorek (CHMCOK NpHIIaraeTcs)

TTOBECTKA JTHA:

1. O Mepax no peanm3anuy henepanbHoi NeNeBOM IPOrpaMME! ...
Jloxnan 3amecturens aupekropa Gamumus U.0.
2. ...

P—

. CIIVIIAJIW: erpos ILIT. — TexcT HoKiIana NpHIIaraeTcs.
BBICTVYIIUIINA:
Pamumus U.0. — kparkas 3amucs BEICTYIIIEHAA.

@amvumug U.O. — kpaTkas 3anKCh BBICTYIUICHUS.
PEINWJIN: (ITOCTAHOBUWJIN)
1.1. CdopmupoBaTh BpeMeHHEIE TBOPUECKHE KOJUISKTUBE 110 PeaH3alidn IPOSKTOB denepanbHoi

LIEJIEBOH IIPOTPAMMHI ...
1.2. TIoATOTOBHTH B YTBepIUThH IUTaHEI PabOTEI MO mpoekTam defepaibHOM MeneBoi mporpaMMal
2.

IpencenarenscTByIOMUit IToonuce U.0. Gamunus

CexpeTapb IToonuce N.0. Qamunus
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Ipunoxenue Ne 5
peKoMeHIyeMBlil obpazer

HaunMeHoBaHUe OpraHa rocyJapCTBEHHOM BACTH
®enepanbHOE GI0DKETHOE YUpeXICHAE

«HAYYHO-UCCIENOBATEJILCKHA IEHTP
«HANMEHOBAHME OPTAHA3ATIAW»

(®BY «<HAL ...»)
IMPOTOKOJI

Mocksa

ONCPATHBHOI'O COBCIIAHUA
Yy 3aMECTHTENII JUPECKTOpa NEHTPa

3amecrutens aupekropa — Gamunus U.0.

Cexperaps — Qammnus Y.0.
TIpucyrcrBoBanu: ®amumus 11.0., @amunug U.0., @amumus K.0. ...

1. O6 oprarusanuu obcnexosanus no reme HUOKP ...

(®amunus U1.0.*, Gammmas U.0., Pammmus H.0.)

1. Ycra"HoBHTS, 4TO ...
2. PyxoBogpurento Tembl (@amunua K.0.) oGecnednts KORTPOIS . ...

2. O6 y4acTuu B 3acefanuy paGodeif rpynmel 0o ...

(@amunua 1.0.*, Gamumasa U.0., Gammmus U.0.)
1. IoaroToBHTS Kk 3acexanmio paboyeli rpynnb MaTEPHAJEI O ...

3amecTHTENb AUPEKTOpa Ioonucy N.0. Gamums

Cexpetaps Ioonucy N.0. ®ammms

* [epBoit yrasbiBaercs: (paMuavst M HHUIHAIS! OCHOBHOTO JIOKJIAJ{INKA, 3aTeM — (haMrummd 1
VHHIAANE] ML, Y9aCTBOBABIIMX B 0OCYKASHHU BOIIPOCA.
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ITpunoxenne Ne 6
pexoMeHAyeMslii obpaszen

HawnmeHoBanue oprana rocynapcnenﬂoﬁ BJIACTH

DenepanbHOe GIOIKETHOE YUpEHACHHE

«HAYYHO-HCCAEXOBATENLCKHIT Pexropy
HTP (HarmeHoBaHMe y9eOHOTO 3aBe/ICHHA)
«HAMMEHOBAHUE OPTAHH3AIIAH» Pammms 1.0
(OBY «HUII ...») TlouroBEIii anpec

JlenuHckuit npocn., 1. 83, Mocksa, 117296
Tei. (495) 934-23-23; Ten./axc (495) 718-30-23
e-mail:mail@techno.ru; http://www.innovation.ru

OKITIO 02842709; OT'PH 1027700380724;

WHH/KTIIT 7708033109/771001024

30.08.2017  Ne 01-22/345
Ha Ne oT

O6 y4acTHH B aHKETHPOBAHHH

VBaxaemsrnii Im4, Otdectso!

IpennaraeM BaM NpHHATH y9acTHe B aHKETHPOBAHUW OGPA30BATENbHBIX OPraHU3AMiA,
OCYIIECTBILIOLINX MTOATOTOBKY CHEIMAIMCTOB 110 MHXKCHEPHEIM CHEIMAIBFHOCTIM.

AHKEeTHpOBaHUE [IPOBOJUTCA HAMH B LieJIX cOopa HHGOPMAAA O By3aX, BENIYCKAIOMIAX
CIEHHATNCTOB HEOOXOAMMBIX HaM CICHMATIbHOCTEH, KOTOPEIX B JanbHEHIIeM MOXHO GbUIo Gb
NpPHBJIEKATh U1 TIPOXOXACHWA IPOH3BOACTBEHHOM TIIPaKkTHKH ¥ TIONOJHEHHS INTaTa
CIIELHANKCTOB Ha NPEATPUITUIX OTPACIIH.

3anoJHEeHHYIO aHKETY IIPOCHM BBICJIaTh B HAIll aJIpec.
IIpunoxenne: Aukera Ha 2 1. B 1 3K3.

C yBaxeHHEM,
Jupextop

J.T.H., Ipodeccop Iloonuce N.0. Gammms

DaMuns, UM, OTIECTRO, pedepeHT ANpeKTopa
(495) 934-23-23; mail@techno.ru


https://www.mosexp.ru
https://www.mosexp.ru#  
https://www.mosexp.ru
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ITpunoxerue Ne 7
pexoMeHIyeMBbliH obpasen

HaumeHoBaHmne opraHa rocyiapCTBEHHOM BIacTH

DenepanbHoe GIOIKETHOE YUpexaeHHe
«HAYYHO-UCCAEXOBATEJILCKHIA
HOEHTP
«HANMMEHOBAHUWE OPTAHA3AITUH»

(DPBY HHII ...»)

AKT
05.08.2017 Ne_ 5

Mocksa

TPOBEPKH TEXHUYECKOIO COCTOSHHUS
OPITEXHUKH

OcnoBanue: npukas OBY «HHUIT ...» ot 30.07.2017 Ne 89 «O mpoBepke TEXHHYECKOTO
COCTOSHUS OPI'TEXHHUKY, HCHIONE3yeMOH OTHEIOM AeIOMPON3BOACTEAY.

Cocrapnen: 3aM. HayanbHHKa HHpOpMauHOHHO-TexHHYecKoro otaena ®ammmaa 1.0.;
HAaYyalbHAKOM aJMHHHCTPaTHBHO-XO3gHcTBeHHOK ciyxObi ®ammmua M.O., 3ae. ormenoMm
nenonponssoncrea Gammms U.O.

B xome mMpoBepKH TEXHHYECKOTO COCTOSHHS OPITEXHHKH OTZAeNA JENONpOM3BOICTEA,
nposeneHHol 04.08.2017, ycTaHOBNEHO ...

HpOBCpKOﬁ MPU3HAHBI HEIPATOAHBIMH JUIA SKCIUTyaTalluH:

Tloonuce H.0. ®amuiua
Ioonuce N.0. Gamunug

Ioonuce H.0. damuimms
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IIpunoxenne Ne 8
peKoMeHAyeMBlit oOpazer

OTHEJ JEJIOITPOU3BOACTBA
Hupexropy OBY «HHUL] ...»
JOKJIATTHASI BATIICKA Oamumis 1.0,

10 okra6ps 2017 1. Ne_ 35

06 yBeNHYCHAR WITATHOM
YHC/IEHHOCTH HOApa3AecHHs

Veaxkaemsbnt Uma OtgectBo!

B ¢cBA3M cO 3HAYHTENHHEIM yBeIMUeHHeM 00beMoB 00pabaThiBaeMOft KOppeCIOHACHIHH,
TOCTYIAOLIEH B CBA3H C ....
npomy Bac H3BICKaTh BO3MOXKHOCTH YBENHYHTH IUTATHYIO YHCIEHHOCTh OTHENAa HAa OZHY

JOJDKHOCTD CIIEIHANHCTA 2-H KaTeropuu.

C yBaxeHHEM,

3ag. oTHeIOM IToonuce N.0. damumsa
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ITpunoxenue Ne 9
peKOMEHAyeMBIi obpazer

Komy: PykoroquTensaM yipasiieHuH B OTIENOB

Ot: ®amumisg U.0., pyKoBOAHTENb aAMHHHCTPATHBHO-X03AHCTBEHHOH CITyKOBI
Jara: 17 anpens 2017 r.

Tema: Ilomaua 3a1BOK Ha aBTOTPAHCIIOPT

CIIYXEBHASA 3AIINCKA

B memax mnoBennmeHHA S(PGPEKTHBHOCTH HCNOJB30BAHHA H COKPAWieHUs [POCTOEB
ABTOTPAHCIIOPTHEIX CPEACTB LIEHTPa NpPOLLY PYKOBOIMTENEH MONpasieneHuit MoaBaTh 3a9BKU Ha

aBTOTpaHCHOPTHbIE CpelcTBa He mo3aHee 15:00 aus, mpeamecTBYIOMEro Moe3Ke.

PykoBomMTENE ANIMHHUCTPATHBHO-
XO3SHCTBEHHOH CITyX0BI 1.0. Gamunus
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TIpunoxenne Ne 10

ITpumepHEIi nepedeHs yTBEPKAAEMBIX JOKYMEHTOB

AKTH  (pOBepOK, peBH3MH; CHHCAaHHS, JKCIEPTH3BL, JMKBHJALMHA

OpraHH3aIHii).

2.

A

7.

I'paduxu paboT, OTIYCKOB, CMEHHOCTH.

Hucrpyxumy, JOMKHOCTHbIE MHCTPYKIMH.

Knaccugwrarops! uHGopMaIuy, JOKyMEHTOB.

Meroauueckue peKOMEHIALHH, METOIUYECKAE YKA3AHH ¥ METOMUKH.
HomenxnaTypa nen opraHusauui.

HopMb!1 ¥ HOPMATHBEI (BPEMEHH, YHCIEHHOCTH PabOTHHKOB, pacxoja CHIpbI

U MaTepyanoB, 3eKTPOSHEPTHH).

8.

Ormmcu fen (IOCTOSHHOTO, BpeMeHHBIX (CBHIIE 10 JieT) CPOKOB XpaHEeHHS H

TIO IMIHOMY COCTaBy).

9.

Tepeunn (mosvkHOCTEH, Opranu3anuii, BUAOB HHGOPMAIUH, JOKYMEHTOB).

10. TTomutHku.

11. [Monoxenus (0 moApa3feNeHusX, MPeMUPOBAHUH, ATTECTALIUN).

12. Topsnxu.

13. TlpaBuna.

14. PernameHTs! (B TOM YHCIIE peTTIaMeHTE! GH3HEC-IIPOLIECCOB).

15. CranzapTsl OpraHH3aLyN.

16. YcTaBsl

17. YandunupoBasHbie HOPMEI JOKYMEHTOB.

18. lItaTHOE pacmucaHue.
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ITpunoxenune Ne 11

ITpuMepHBIit TepedeHs JOKYMEHTOB, 3aBepsSeMbIX [IeYaThiO OpraH3alui

1. ApxuBHas crpaBkKa.

2. AxTel (UpmeMa 3aKOHYEHHbLIX CTPOHTEIBCTBOM OOBEKTOB, 06OpYHOBAHUA,
BBINMONHEHHBIX PabOT, CITUCAHHS, IKCIIEPTH3HI).

3. Komuu m BBHINCKH W3 JOKYMEHTOB, BHIABaeMbIX IUISI IIPeJCTAaBICHUS B
IpYyTHe OpraHH3allfH.

4. Obpa3usl OTTHCKOB meuaTeil u noxmuceél paGOTHHKOB, MMEIOIHX IIPaBoO
CoBepIIaTh (PMHAHCOBO-XO3THCTBEHHEIE OHEPAIHH.

5. HNopyuenus (6romxerHsle, OaHKOBCKHE, IICHCHOHHBIC; IUIATCKHBIE,
MHKaccoBble B OaHK Ha NOJyYeHHe HHBAJIOTHI CO CYSTOB, IEPEBOX BAJIIOTEHI).

6. IlpenctaBiaenys uM XojaTaiicTBa (0 HarpaXJieHMH TOCYHapCTBEHHBIMM
HarpajiaMy ¥ IpeMHsIMH).

7. Peectpsl (4eKoB, IOpYJeHMH, IPENCTABIIEMBIX B OaHK).

8. CmpaBxy (o moxomax (HM3HYECKHX JIMI, O BBIDIATE CTPAXOBEIX CyMM, O
6aaHCcOBOM CTOMMOCTH OCHOBHEIX (DOHNOB, 1O NepCOHM(HMUMPOBAHHOMY YUeTy,
OOPMICHMIO CTPaxOBBIX CBHJETENBCTB, MO 3alpocaM OpraHuW3aliid, 1o
JOKYMEHTaM, IPeJOCTABISIEMEIM B CYX, -~ I10 HE0OXOUMOCTH).

9. VYrnocroBepeHus pabOTHUKOB.
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TIpunoxenue Ne 12

IIpEMepHEIi TIepedeHb HePErHCTPHPYEMBIX BXO/SIIHX JOKYMEHTOB

1. Amnxets (pe3roMe), HapaBIIsIEMBIE B LEJIIX TPYAOYCTPOMCTBRA.

2. byxranrepckue ROKyMeHTH (OyxranTepckas OTYETHOCTh, CHETa, CdeTa-
(baxTypel, aKkThl CBEPKH B3aUMOPAacyeTOB, aKTH MPHEMKH-TIEpPeayd OCHOBHEIX
CPEACTB, TOBApPHEIE HAKJIAHEIE).

3. T'OCTsl, TexHHYeCKHE PeTJIAMEHTH], PYKOBOIAIIME H APYrHe HOKYMEHTHI 110
TEXHAYECKOMY PETyIHPOBAHUIO M CTAHAAPTH3AINM.

4. T'paduku, HapIABI, 3aIBKH, pa3sHAPSIKH.

5. JloxymeHTEI  (TpOEKTHI  JOKYMEHTOB),  Tpebyromye  IOANHCAHHA
(cormacoBanus, yTBEpKACHHA) H MOCIELYIOIETO BO3BpATa.

6. KoHKypcHas fOKyMeHTauus.

7. HayuHo-TexHHYecKas U IPOEKTHAs JOKyMEHTALHS.

8. Koppecnonaenius, agpecoBaHHast pAOOTHHKaM OpTaHU3aIlMH ¢ OMETKOMH
«JInuno®.

9. TleyatHsle H3MaHUs (KHUTH, )KypHAJIbl, Ta3€TH), KATAJIOTH, TEXHIYECKas
JUTeparTypa, TEMATHIESCKHE H CIeIHaNbHble COOPHUKY, IITaKaThl.

10. Io3xpaBuTensHEIE MHChMA U TeJNETPaMMB], 611aroflapcTBEeHHBIE THCHMA 1
TeJerpaMMBl, NIPHUITIACUTETHBIC GHIIETHL

11. TIpetickypaHTBI.

12. TTpurnacutenbHble OUIIETH, PUTIAMICHUS.

13. TIporpamMsI KOH(epeHIMEH, COBEIIAHMIA.

14. Pexniamusie MaTeprans! (1IHCHMA, JIHCTOBKH, IPOCHIEKTHI, GYKIIETE).

15. YyeGHble mIaHsb!, IPOrPaMMBL.
16. @opMs! 1 6I1aHKH, B TOM YHClle GOPMBI CTATHCTHYECKOM ¥ HHOH OTYETHOCTH.

“ Ecin ykasaHHbic JOKYMEHTH TIOCTYITMIM C COMPOBOJHMTENBHBM TMCHMOM, MHCHMA PErHCTPHDYIOTCA B
TIOpA/IKE, YCTAHOBJICHHOM MHCTPYKIeH 0 JeNONpPON3BOJCTRY OpraHH3aluy.
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