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YTBEPXIEHA

npuxazoM PenepanrbHOTO
ApXMBHOTO areHTCTBA

or /1.0Y. I8 Ne 44

IIpuMepHasi HHCTPYKIHUS 1O AeJIONPON3BOACTBY
B rocyAapCTBEHHBIX OPraHu3alHiAX

1. O61ue MoJ0XKEHN

1.1. TlpumepHas WMHCTPYKUHUS MO JIEONMPOU3BOACTBY B TOCYAAPCTBCHHBIX
opranusamyax (zamee — TTpumepHast MHCTpYKIMs) pa3paboTaHa B COOTBETCTBHH
c TTonoxernem o (DejepalbHOM apXHBHOM arcHTCTBS, YTBEP)KICHHBIM YKa30M
Tlpesunenta Poccuiickoii ®enepanuyt OT 72 mronst 2016 roma Ne 293 (CoGpanue
saKoHOJaTeNbCTBA Poccuiickoil Pesiepanuy, 2016, Ne 26, ct.4034), a TaKxe
B COOTBEICTBUM C 3aKOHONATEIBECTBOM Poccuiickoii @Pexepauud B chepe
pH(OPMALY, JOKYMEHTallMH, apXWBHOTO fena, HAMOHAIBHBIMU CTaHIApTaMA B
cepe ynpaBIeH#s JOKYMEHTAMH.

1.2. TIpuMepHas HHCTPYKIHA paspaboTaHa B INeIX COBEPIICHCTBOBaHMS
JieTTOTPOU3BOJCTBA ¥ TMOBBIICHHA 5 heKTHBHOCTH PaGOTEl € JOKyMEHTaMH IIyTeM
perjiaMeHTalk Ha eTMHON MPaBOBOH H METOIMIECKOl OCHOBE MPABHJI MOATOTOBKH
JOKyMEHTOB, TEXHOJIOTHH paboTH C HHUMH, OpraHusalid HX TEKYIEro XpaHEeHWs
1 [IOATOTOBKH K TIepe/iade B apXvB OpTaHU3alHH.

1.3. IlpumepHas HHCTPYKIIUSA yCTaHaBIMBaCT TpeOoBaHUs
K JIOKyMEHTHUPOBaHHIO YIpaBJeHUIeCKOH JeATeTBHOCTA 1 opraHu3alyu paboThl
C IOKyMEHTaMM B JEIOTPOU3BOJICTEC rocyJapCTBEHHBIX opranmsanui (manee —
opraHu3allyis), HE3aBUCHMO OT HX OpFaHI/I3aIII/IOHHO-HpaBOBOI71 dopmsI, 1esel
H BUJOB JESTEITHHOCTH.

1.4. Tlonoxeuuss  [IpuMepHOH  MHCTPYKIHU pacIpoCTpaHAOTCs  Ha
opraHM3alio paboTel OpraHM3alHOHHO-PACTIOPANUTEIbHBIMH JOKyMEHTaMH
He3aBUCMMO OT BHAa HOCHTENs, BKIIOHYaid [OArOTOBKY, PErMCTpaluio, Y4eT
Ji KOHTPOJIb HCTIONHEHMA JIOKYMEHTOB, OpraHM3allMi0 HX TEKYIIETO XpaHeHHs,
OCyIIECTBIEMBIC C TIOMOIIBIO ¥H(OPMALIOHHO-KOMMYHUKAIMOHHBIX TEXHOJIOTHH.

1.5. OcobeHHOCTH OpraHu3anuu paGoThl C JIOKyMEHTaMH, cofepKaluMy
HHQPOPMAIMIO OTPAHAYCHHOTO pocTyma (KOMMepYecKy:o Taliny, MEepPCOHAIbHBIC
JaHHbIe U WHYIO KOH(HACHIMATIBHYIO MHGOPMALMIO), PEryIMpyIOTCs OT/ieIbHBIMU
HOPMATHBHBIMH aKTaMH, yTBEPXAaeMbIMU PYKOBOZHTENIEM OpraHu3aliih.
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1.6. Opranmsanus, BeIE€HHE H COBEpIICHCTBOBAHHUE JIEJIONPON3BOACTBA Ha
OCHOBE €IWHOM TONMTHKM ©M TPHUHIMIOB, TNPHMEHCHHE  COBPEMEHHBIX
MHQOPMAIMOHHEIX TEXHOJNOTMH B pafoTe C JOKyMEHTaMHM, METORMHYECKO®
PYKOBOACTBO M KOHTPOJb cobmofieHns Topsaka paboTel C  JOKyMEHTaMM
B OApa3/JeleHUs X OpraHW3alli| BO3Jaraercs Ha CTPYKTYpHOE IOApasjeleHue,
OTBETCTBEHHOE 34  BEIECHHE ne:nonp01/13130,1(c1"13aI (nanee —  Cuyx6a

IEIOIPON3BOJICTBA).
Cnyx6a [elONpOH3BOJCTBA OpraHU3AlUU IEHCTBYET HA OCHOBaHHH

TIOJIOXKEHHUS O Hell, yTBEpPKIaeMOro PyKOBOIHMTENIEM OpPraHU3alliy ¥ ONIPEACIIAIOIICTO
3aauy ¥ GyHKLAH MOApa3/Ie/IeHHs, ero Npasa ¥ OTBETCTBEHHOCTD.

1.7. OTBETCTBEHHOCTH 3a  OpraHmsamuio  paboTel C  JOKYMEHTaMH
B [O[pa3fleieHAsIX  OpraHu3allil  BO3jaraeTcd  Ha pYKOBOAUTENEH  ITHX
nozpasenenuii. HemocpecTBEHHOE BEACHHE IETONPOU3BOACTBA B MONPA3ICICHUAX
OpraHM3alliil OCYIIECTBIAETCS JAENONPOM3BOAMTENCM MM  HHBIM pabOTHUKOM
moApasjieNieHus, Ha  KOTOPOTO  BO3JIOXEHBI 00s13aHHOCTH 110  BEJEHHIO
IEeNOIPOU3BOICTBA (Jlajiee — AENONPOU3BOAUTEND N0pa3AeIeHHU).

1.8. JlomXHOCTHBIE OOS3aHHOCTH, NpaBa M OTBETCTBCHHOCTDH paboTHHUKOB
Ciyx0Bl  JeJIOIPOU3BOJICTBA, [EeTONpPOM3BOANTENEH TOApasfeNieHnii M HHBIX
paGOTHHKOB, OTBETCTBEHHBIX 32  OpraHM3allHio paboTEl € JIOKyMEHTaMH,
OTIPENENSIOTCS JOIDKHOCTHBIMY HHCTPYKIHSMH.

1.9. Ha mepuop OTITycKa, KOMaHIMPOBKH, 00JIe3HH MM B CIlydae yBOJIBHCHIA
paGOTHUKH CTPYKTYPHBIX TOJpa3leNeHui OpraHu3aluy o0s13aHBl TIepenaBaTh BCe
HAXO/AIIMECS Ha UCIIONHEHUH JOKYMEHTHI IENOTPOU3BOIUTENIO [OAPA3ACIECHIS HITH
IpyroMy paGOTHHKY MO YKa3aHHIO PyKOBOJUTEILT IIOAPASACTICHIS.

IIpy cMeHe JENONPOM3BOAUTENS MOAPA3NETECHNUs COCTABIIACTCA aKT npueMa-
riepeady JOKyMEHTOB U JIell.

1.10. Copepxanue CIyeOHBIX JOKYMEHTOB He MOJIEXHUT pasTIAlICHHIO.
B3anMoIeiicTBIE CO CPEACTBAMH MaccoBoO# MH(opMalluH, Iepesaia M KaKo#-1u00
uHpOpMaMy WA HOKYMEHTOB H HX KOIIMH JOIYyCKaeTCsl TOJBKO C Pa3speIlCHUA
PYKOBOJIUTEIS OPTaHU3ALKH HII HHOTO YIIOIHOMOYEHHOTO MM JOJKHOCTHOTO JIMLIA.

PaGOTHMKM OpraHU3alid HeCyT MUCLUILIMHAPHYIO, aIMHUHHCTPATHBHYIO
M HHYIO, YCTaHOBIEHHYIO  33aKOHOIATeJIECTBOM Poccumiickoit  Penepanuy,
OTBETCTBEHHOCTh 3a HApyIIEHHe CPOKOB XpaHEHHsA JOKyMEHTOB, yTpary 1

! B opranusaupsx ¢ HeGONbIIMM 0GBEMOM JIOKYMEHT0000poTa (PyHKLMH Ciy>x0b1 AeNOIPOM3BOAICTBA MOTYT
BBIMIONHATECS PAGOTHHKOM (ENIONPOU3BOAUTENEM, CeKpeTapeM).



HeCaHKLMOHHPOBAHHOE YHHYTOXEHHE CITyXeOHBIX ,I[OKyMeHTOB2.

1.11. [lpu  yTpaTe J[OKYMEHTOB J€IONPOM3BOUTEND  IONPA3NCICHI
uabOPMHpYeT ~ PyKOBOJHMTENS  CTPYKTYPHOTO  [OZpasieneHus  H Cyx6y
JI€JIOPOM3BOJICTBA OPTAHU3ALIMH, TIOCIIE YeT0 OPraHu3yeTCs PO3BICK IOKyMEHTOB.

Ecnu po3bicK JOKyMEHTOB HE JIaeT pe3y/bTaTa COCTABIIeTCA aKT, B KOTOPOM
YKa3bIBAIOTCS JaHHBIE YTPAaueHHOro IOKyMEHTa, a TaKke 06CTOATENBCTBA, MPH
KOTOPBIX TIPOU30LILIA YTPATa, MOCIE Yero IPeANpHHIMAloTCA MEpBL 110 3aMEILEHHIO
JIAHHOTO JIOKYMEHTA 3aBepeHHOMN KOoMue# TOKyMEHTa.

1.12. Ha ocHose IlpuMepHONM HHCTPYKIUHM B OpraHU3alluH pa3pabaTbIBaeTcs
WHIUBANyalbHAs  MHCTPYKIMS IO  JIEJIONPOU3BOACTBY, yTBepXKAaeMas
PYKOBOAUTENEM OpTaHU3aliH.

1.13. B 1menax oOpraHM3alnyu paboTel C JOKyMEHTaMH B dbunranax
OpraHM3alUHA 1 060COGTICHHBIX CTPYKTYPHBIX IOAPASACICHUAX MOTYT OBITH BBEJICHEI
MHCTPYKIHM MO OpraHH3ali¥  paboTel C  IOKyMEHTaMH, JIOTIOJTHSIOLIHE
MHTMBA/YABHYI0 MHCTPYKIHIO IO [eNONpOM3BOACTBY OpraHM3alMH, HO HE
IPOTHBOPEYAIIHE Eif.

1.14. TlpaBuna paboOTEl € JOKYMEHTaMH B  CHCTEME 3JIEKTPOHHOTO
JOKyMeHT0000poTa OpraHuMsaluu (Janee — COJM) u wuHbBIX HHGOPMAIOHHBIX
CHCTEMaX, B KOTOPBIX OCYIIECTBIS€TCA CO3AaHHe (BKIIIOYEHUE) U XpaHEHHE
JOKyMEHTOB, He HOJDKHEI BXOIWTH B NPOTHBOPEHHE C MONOKCHILIMH [TpumepHO#
HHCTPYKLMH.

II. JIoKyMeHTUpOBaHHE yTPaBIEeHIECKOH AEATENBHOCTH

21. B COOTBETCTBMM C 3aKOHONATeNbCTBOM Poccuiickoi Oenepanvy,
JIOKQJIbHBIMA HOPMATHBHBIMK aKTaMH B OpraHU3aliy M3AI0TCA OpraHU3alHOHHO-
pacTopsANTENIbHBIE JOKYMEHTBI.

2.2. Oprasu3alOHHO-paCIOPAIUTEIbHBIC JIOKyMEHTHI, cO37]aBacMbIe
B JIeSTENHHOCTH OpTaHM3alH, JODKHBL  OBITH odhopmiIeHs 1O IpaBWIaM,
YCTAHOBJICHHBIM  HH/MBU/yalbHOH MHCTpyKUHeH 10  JeJIONpOU3BOACTBY

OpraHu3allyi.
BrocuTh Kakue-Iu00 HCIpaBICHUA WIH no0aBieHHs B IOJIIMCAHHBIE

(YTBEpXKACHHBIE) TOKyMEHThI HE IOy CKaeTCs.

2 Crarpu 192, 193 Tpymosoro koaekca Poccuiickoi DeepaLiyu; MyHKTbL 2; 15.11 crarem 13.25 Kogexca
Poccuiickoit Pefepauuu 06 aJMHHHCTPATHBHBIX MPaBOHAPYIICHHUAX, cTathsi 7 ®PepepanbHOrO 3aKOHA OT
6 nexabpsa 2011 r. Ne 402-®3  «O GyxranrepckoM yHeTe» (Cobpanne 3aKOHOAATENILCTBA Poccuiicko#
®enepaunn, 2011, Ne 50, cr. 7344; 2013, Ne 26, ct. 3207; 2013, Ne 27, cr. 3477; 2013, Ne 30 (Hacts D),
cr. 4084; 2013, Ne 44, ct. 5631; 2013, Ne 51, ct. 6677; 2013, Ne 52 (Yacts I), ct. 6990; 2014, Ne 45,
or. 6154; 2016, Ne 22, ct. 3097; 2017, Ne 30, cT. 4440; 2018, Ne 1 (Yacts D), cT. 65).
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2.3. OcobenHocTd OoOpMIIeHHS NOKyMEHTOB, CO3[aBaeMBIX B CTPYKTYpPHBIX
TO/[pa3JeNeHHsaX OpraHM3alMi W OTPAKAOIMX CHEMUPUKY HX [AeATENBHOCTH,
aTakkKe INpaBUila OpraHu3aldM paboThl C JaHHBIMH = JOKYMEHTaMH MOryT
yCTaHABIIMBAaThCS OTAEIbHBIMH JIOKAEHBIMM HOPMATHBHBIMA aKTaMH OpraHU3alluH.

2.4. Co3pmaHne JOKYMEHTOB B opraHusanuy, ucrnonssyromed CO/, B memix
ITOBBIICHHS 3¢ (HEeKTUBHOCTH HCIIOJIb30BaHUs Co/, OCYILIECTBIIIETCS
C HUCTIOJIb30BaHHEM IIa6I0OHOB GIAaHKOB IOKYMEHTOB M Ia0JIOHOB JIOKYMEHTOB.

DNeKTPOHHEIE INAGIOHEI GIAHKOB JOKYMEHTOB IOJDKHBI OBITH HICHTHYHEI
61aHKaM JOKYMEHTOB Ha OyMa)XXHOM HOCHTEIE.

2.5. JIng co3faHuWs JOKYMEHTOB, OTPaXAlOIIUMX CIENU(UKY HesTeIbHOCTH
CTPYKTYPHBIX MOAPa3eNeHHI OpPraHu3al|y, ¥ yIPaBIeHUs JaHHBIMH JIOKYMEHTaMU
MOTYT MCIIOJIb30BaThCs APyrHe HHYOPMAMOHHbIE CHCTEMBI.

2.6. JIoKyMeHTHl opraHu3anyy ohOpMISIOTCS Ha OJaHKax WM CTaHIAPTHEIX
nucrax 6ymaru ¢popmara A4.

2.7. Jlns M3roTOBJIEHUS JOKYMEHTOB B OpPraHM3alliK UCTIONB3YIOTCA:

OJIaHK MpUKa3a;

OJIaHK PacIOPSDKEHUS;

OJaHK NHCHhMA [JI BEIEHHS TEPeNuCKd C OpraHM3allisMUd M TIpaXIaHaMH,
HaxoJSIUMHUCS Ha Tepputopud Poccuiickoi Oenepaivy;

OaHK MHCbMA C PEKBU3UTAMH Ha PYCCKOM M OJHOM W3 HHOCTPaHHEIX S3BIKOB
IS BeIEeHUs MEPENUCKH C 3apyOeKHBIMH KOPPECTIOHIEHTaMH.

ITo pemieHHIO PyKOBOIMTENS B OPraHM3alldd MOTYT HCIOIb30BAaThCS Ipyrue
GnaHKu: OJIAaHK MHChbMa PYKOBOIUTENS OPraHM3allMd MM MHOTO YITOJTHOMOYCHHOTO
MM JIMIIa, OJIAHK IPOTOKOJIA, OJIAHK MUChMa CTPYKTYPHOT'O IIOAPa3ACTICHHS.

Ins odopMiIeHHs pe3ONIOUMH Ha JOKyMEHTe B OpraHM3aludh MOTYT
MCIIONB30BaThCA OTaHKU PE30JIIOLH.

2.8. TIpy W3JaHME NOKYMEHTOB HA CTAaHNAPTHBIX JIMCTax OyMard Ha HAX
BOCIIPOM3BOJATCS PEKBU3UTHI, HEOOXOAUMBIE NS NOKYMEHTOB KOHKDETHOTO BHJA
ATA pa3HOBUIHOCTH.

2.9. Ha 6ankax /[OKyMEHTOB BOCIPOM3BONMTCS TOBAapHBIA 3HAK H/WIH
(sM6eMa) opraHp3anuy (IPH KX HATHYUY).

2.10. IIpoextupoBaHHe OJ1aHKOB JIOKYMEHTOB OCYIECTBIISETCS
8 cootBerctBur ¢ IOCT P 7.0.97-2016 «Cucrema CTaHAapTOB IO MHpOpMAIWH,
OUONMHOTEYHOMY M H3JaTelbckoMy geny. OpraHu3allMOHHO-paclopsauTeIbHAd
noxymenTtauus. TpeGoBaHHs K 0)OPMIEHUIO JOKyMEHTOBY".

3 Pasnen 6 «bnamku mokymento» I'OCT P 7.0.97-2016 «Cucrema cCTaHnaproB Mo uHbOpMAaLIHH,
GUOIHOTEYHOMY H M3[aTelIbCKOMY Aely. OpraHH3allOHHO-PacIOPAAUTE IbHAS JOKYMCHTALIHS. TpeGoBaHus
K o(opMIIeHHIO JoKyMeHTOB» ¢ Mamenennem Ne 1. — M.: Cranpaptundopm, 2018.
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2.11. BnaHKM [OKYMEHTOB OpraHM3allid W3rOTaBIMBAaIOTCH THNOrpapCKUM
croco6oM, CPeICTBAMH OTIEPATUBHOM MOMMIpadyy WK KOMIILIOTEPHOH TEXHUKH.

2.12. JIoKyMeHTHl HM3rOTABIHMBAIOTCA Ha OyMaXXHOM HOCHTENE M B dbopme
STEKTPOHHBIX JOKYMEHTOB C COOJIOACHHEM YCTaHOBICHHBIX MPAaBHI odopmiieHUSA
JIOKYMEHTOB.

2.13. JIoKyMeHTH OpraHW3alud, opOpMIeHHEIE KaKk Ha OnaHKe, TaK U oe3
HEro, TOJDKHBI UMETH I10JI1 HE MEHEe:

20 mm — neBoe;

10 mm — TipaBoe;

20 mm — BEpXHEE,

20 mm — HUXKHEE.

2.14. JlokyMeHTbI, H3JaBaeMble COBMECTHO ONHOM WM HECKOJIBKHMH

OpraHu3alysIMH, 0(OpMIISIOTCS Ha CTaHIapTHBIX JMcTax Oymaru
C BOCIIPOH3BE/ICHHEM DPEKBHU3HTOB BCEX OpraHM3alli, YJacTBYIOIUX B H3NaHHH
JOKYMEHTA.

2.15. TIpy HOATOTOBKE IOKYMEHTOB NOINYCKAaeTCs HCIOIb30BAHHE JINLIEBOM
1 06OpOTHOM CTOpOHEH! JiucTa. [Ipy IBYCTOPOHHEM CO3[aHMH NOKYMEHTOB IMIMpHHA
JIEBOTO TONS HA JIMIEBON CTOPOHE JIMCTA M MpaBoro IIois Ha 0GOpPOTHOH CTOpOHE
JUCTA JOJKHBI OBITH PABHBI.

2.16. Ilpu co3gaHMM JOKYMEHTa Ha JBYX H Oonee CTpaHHLAX BTOpPYIO
¥ OCIENyIONME CTPaHWIBl HyMepyloT. Homepa CTpaHuI[ MPOCTaBIAIOTCH IO
cepe/iHe BepXHEro MoJjisl TOKyMEHTa Ha pPaCCTOSHIH 10 MM OT BEepXHEro Kpas JIACTA.

2.17. Jlns W3rOTOBIEHHs NOKYMEHTOB HCIOJB3YETCsS IapHUTYpa mpudTa 10
BHIOODY OpTaHHM3AllM¥, BXOJAIIAs B CTaHJAPTHBIH IIaKeT oducHOro nporpaMMHoro
oGecredenns, HCToB3yeMoro opranusanueii. Pasmep mpudra — Ne 12-14 o1’

[Tpu cocTapieHHM TaOJHUL NOITYCKAeTCs HCIOIB30BAHMC pUGTOB MEHBIINX
pasmepoB — Ne 10, 11 mt.

2.18. AG3anHBIH OTCTYI B TEKCTE JOKYMEHTa — 1,25 cm.

3aroJIOBKU pa3/ieNioB U IOAPa3/eIioB MeYaTaroTCs ¢ a03alHBIM OTCTYIIOM HIIA
IIEHTPUPYIOTCS IO UIMPHHE TEKCTa.

2.19. TexcT mOKyMeHTa redaraercd depe3 1-1,5 MEXCTPOUHBIX HHTEPBATIA.
TexcT MOKyMeHTa BBIPABHMBAETCS 110 LIMPUHE JIUCTA.

MHOrocTpoYHble PEKBH3UTBl I€YATAIOTCA Hepe3 ONMH MEXXCTPOYHBIA
WHTEpBall, COCTaBHbIE 4YacTH DPEKBH3HTOB MOTYT pasACNATbCS JIOTIOJTHUTEIBHBIM

HHTCPBAJIOM.
Ecnu JOKYMEHT T'OTOBHUTCS IJIA U3JaHusg ¢ YMCHBIICHHEM MacmTa6a, TEKCT

4 Pasmep mpu¢Ta (Kermip) U3MepAeTCcs B MyHKTaX (point); omuH MyHKT paBeH 1/72 joiMa, WK 0,376 mm
(cokpareHue: «pt»).



reyaTaeTcsd depes 1Ba HHTEpBaa.

HHTepBall MexIy OyKBaMH B CIIOBaX — 00ObryHbIN. MiHTEepBa)l MEXIY CII0BaMH —
OJlMH Impoben.

CTpOKH PeKBM3UTOB BHIPABHHBAOTCS II0 JICBOH IPAHMLE 30HBI PaCTIONOKCHUA
PEKBHM3WTA WITH LIEHTPYIOTCS. OTHOCUTENIBHO caMoil JUTMHHOU CTPOKH.

JitiHa caMoO# JUIMHHOM CTPOKM DPEKBHM3HTA TNPU YIIOBOM  PaCIIONOKCHUHU
pEKBU3HUTOB He Goitee 7,5 cm.

JlnuHa caMol [IMHHOM CTPOKM PEKBM3MTA IPU MPOAOIBHOM PACTONONCHUH
pekBHU3HUTOB He Gonee 12 cum.

2.20. JlomyckaeTcsl BBIAEIATH NOIYXMPHBIM mpr()TOM PEKBU3HUTHI «aapecaTy,
«3aroJIOBOK K TEKCTY» WU IIOMIIKCHY, & TAKXKE OTICIBHbIC (bparMeHTHI TEKCTA.

2.21. [lpy MOArOTOBKE MHOTOCTPaHMYHBIX  JIOKyMCHTOB odopmiseTcs
THUTYJIBHBIH JIKCT.

2.22. CocTaB PpEKBU3UTOB, HCIOJB3YEMBIX UL ohopMIIeHHsI JIOKyMEHTOB,
ompenensiercs BHIOM (Pa3HOBHHOCTBIO) ~OPTaHW3ALHOHHO-PACIIOPAAUTENLHOTO
JOKYMEHTA.

2.23. Tlpu moAroToBKe JOKyMEHTOB OpPraHM3aliy HCTIONb3YIOTCA PEKBU3HTEI,
yeranosnennsie TOCT P 7.0.97-2016

a) oMOieMa (B COOTBETCTBUH C IIyHKTOM 2.9 TTpuMepHOM HHCTPYKIIHHN);

6) ToBapHBIM 3HAaK (3HaK obcmyxuBanusd) (B COOTBETCTBHHM C IYHKTOM
2.9 TTpuMepHO# HHCTPYKIMH);

B) Kox (opMBI TOKYMEHTA;

r) HaUMEHOBAaHME OpPraHM3alNy;

1) HaMMEHOBaHHE CTPYKTYPHOT'O IOAPA3ZC/ICHUL;

¢) HauMeHOBaHHE IOJDKHOCTH JIALA;

X) CIpaBOYHbIE JaHHBIE 00 OPraHU3ALMHY;

3) HaMMEHOBaHWe BHJA JOKyMEHTa,

d) JaTa JOKyMEHTa;

K) perucTpalMOHHBIA HOMEP NOKYMCHTA;

)  CCHUIKA Ha PETHCTPAllMOHHBIA HOMEP U ATy HOCTYIHBIICTO JIOKYMEHTA,

M) MECTO COCTaBJIECHH (u3maHus) JOKYMEHTa;

H) TIpu( OrpaHHYeHKs NOCTYNa K JOKYMEHTY;

0) ajpecar,

n) rpud yTBEpKACHUS JOKYMEHTA;

p) 3arojloBOK K TEKCTY;

C) TeKCT JOKYMEHTa;

S TOCT P 7.0.97-2016 «CucreMa CTaHAapTOB IO MH(bOpMALHY, GUOMMOTEYHOMY U M3JATENbCKOMY ACTTy.
OpraHH3aLEOHHO-PacTIOPS/UTeIbHAsS  OKyMCHTALIMA. TpeboBanus K OGOPMICHHIO JIOKYMEHTOBY,
¢ Usmenenuem Ne 1. — M.: Crannaptuadopm, 2018.



T) OTMETKa O MPUIIOKEHHH,

y) rpud corIacoBaHUA JOKyMEHTa;

¢) Bu3a;

X) TIOZINCH;

1) OTMeTKa 00 AIIEKTPOHHO# MOIIHICH;

Y) T1eyars;

1) OTMEeTKa 00 UCIIONHHUTEIE,

) OTMETKa O 3aBEPEHHUH KOIIUY;

BI) OTMETKa O MOCTYIUIEHHH JOKYMEHTa;

3)  PpEe30JIIOLHS;

J0) OTMETKa O KOHTPOIIE,

) OTMETKa O HallpaBJICHUM JOKyMeHTa B JIeJI0.

2.24. bnank mnpukaza (pacHopsDKEHMs) OpraHu3allii JO/DKEH BKIIIOYATh
PEKBHU3UTHI:

3M6ieMy (B cOOTBETCTBHH ¢ MyHKTOM 2.9 IpriMepHOH HHCTPYKIHH);

TOBapHBIH 3HaK (3HaK OOCHyXHBaHWs) (B COOTBETCTBHM C IYHKTOM
2.9 TIpuMepHOii HHCTPYKIVHN),

HaUMeHOBaHKE OpraHHU3alluHy,

HauMeHOBaHUe BUJa IOKyMEHTa,

MECTO COCTaBJIEHHS WU U3/IaHHUs TOKYMEHTa,

OTMETKH VIS pasMelieHHs  PEKBH3HTOB «mara  JOKyMeHTa»,
«pETHUCTPAIIMOHHBIN HOMEP TOKYMEHTa.

2.25. BiaHK IMChMa OpTaHHU3aIMH JOIDKEH BKIIIOYATh CIECAYIOIINE PCKBH3UTHI.

sMGJeMy (B COOTBETCTBHH C ITyHKTOM 2.9 [IpuMepHO# HHCTPYKIUH);

TOBapHBIM 3HaK (3HaK oOcmyXuBaHWs) (B COOTBETCTBHM C ITyHKTOM
2.9 TIpuMepHO#t HHCTPYKIIHH);

Ha¥MeHOBaHHE OpraHM3aIliH;

CIIpaBOYHEIE JaHHBIE 00 OpraHU3aliy;

OTMETKH  JUI1  IIPOCTaBie€HMS  PEKBH3UTOB  «jaara  JOKyMCHTa»,
«PETHCTPALOHHBIA HOMEp HOKYMEHTa», «CChUIKa Ha PEruCTpalliOHHEI HOMEP
¥ JaTy MOCTYIMBIIETO JOKYMEHTa».

B 61aHK MUCHMa HOJDKHOCTHOTO JIAIA JOIOJHHTEIHHO BKIIOYACTCA PEKBU3UT
«HAVMEHOBAHME [OODKHOCTH JMI@», a B OJaHk TNHChMa CTPYKTYpHOTO
nopasenenus (CoBeIaTelbHOr0, MeTOAMIECKOT0, SKCIIEPTHOTO UK HHOT'O oprasa)
OpraHU3alyy — HANMEHOBAHHUE CTPYKTYPHOTO ITOAPA3JCTICHH.

2.26. BayTpeHHHE NOKYMEHTHl OpraHM3aluHy, odopmisieMsie He Ha OraHke,
JOJIKHBI COZIEPKaTh COOTBETCTBYIOILHE BUIY JOKYMEHTa PEKBU3UTEL.

2.27. DMmbieMa opraHu3alyy, pa3paboTaHHas H yTBEPXKIEHHA B IIOPALKS,
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yCTAHOBJEHHOM 3aKOHOIaTenbcTBOM Poccuiickoii Pezepalluy, pasMeIlaeTcs Ha
GIaHKaX TOKYMEHTOB B COOTBETCTBHH C IMyHKTOM 2.9 IIprMepHOH HHCTPYKIMHA U Ha
OCHOBAaHUH HOPMATHBHEIX aKTOB OpraHM3allny.

W3o06paxeHne sM6IeMBI OMEIIAeTCs Ha BEpXHEM rone 6iaHka NOKyMEHTa Ha
pacctosHur 10 MM OT BEpXHEro Kpas JIHCTa, 3aXBaTblBas 4acTb paboueii 30HBI
IOKyMEHTa, [IEHTPOBaHHO HaJl pPeKBU3UTAMU OpTraHU3aLH.

2.28. ToBapHblli 3HaK (3HaK OGCIY)XMBAaHHA), 3aPETUCTPHPOBAHHBIH
B YCTAHOBJIEHHOM  3aKOHOJATeNbCTBOM  Poccuiickoi ®denepanuu  IIOpsIKe,
BOCIIPOM3BOJMTCS Ha OllaHKaX OpraHW3allii B COOTBETCTBHH C IIyHKTOM
2.9 INpuMepHOi MHCTPYKIMK U Ha OCHOBAaHHH HOPMATHBHBIX aKTOB OPraHH3alH.

W306pakeHHe TOBAapHOTO 3Haka (3Haka OOCITy)XMBaHWS) IOMEIIAeTCs Ha
BepxHEM IIOJie JOKyMeHTa Ha paccrosHud 10 mm OT BEpXHEro Kpas JHCTa,
3axBaThIBas 4acTh paGoyeil 30HBI JOKyMEHTa, HaJl PeKBU3UTAMU OpraHU3alliH HIH
ceBa Ha ypOBHE HaMMEHOBaHHs OPraHU3alliH, 3aXBaThIBasd 4acCTh JICBOTO IOJIA.

2.29. Kox bopMbI JOKyMEHTa [POCTABIAETCS Ha YHHQHIIPOBAHHBIX dopmax
HOKyMeHTOB B  cooTBeTcTBHM ¢ OOIIEPOCCHACKHM KJIAaCCU(PUKATOPOM
yrpasnendeckoi jokymenTaruu (OKY]/) wim JOKajbHBIM KJIaCCH(PHKATOPOM,
pacrofiaraeTcsi B IIpaBOM BEPXHEM YTy paboyero mojisi AOKyMEHTa, COCTOUT U3 CIIOB
«®opMa 110 (HaUMEeHOBaHUe KIIacCH(HKaTopa)» U HH(PPOBOro Koja.

2.30. HaumeHOBaHMe oOpraHusaiuyd Ha OnaHke JIOKyMEHTa JIOJDKHO
COOTRETCTBOBATH HAMMEHOBAHMIO IOPHAMYIECKOTO JHMIa B ycTaBe opranusauuy. Ha
6IaHKax HOKyMEHTOB yKasblBaeTCA IONHOE OGUIMANbHOE HAUMCHOBAHHE
IOpUANYECKOr0 JIMIa C yKa3aHHEeM €ro OpraHHM3alUOHHO-TIPaBOBOA (HOPMBI, Hal
HAMMEHOBaHHMEM OpraHM3alli¥  YKa3plBaeTcss HaMMEHOBAHHC BBIIIECTOSALIECH
opraguzauuu (PH ee HaIM4YWM), IO/l HaMMEHOBAaHWEM OpraHM3allih B cKkobKax
YKa3BIBAeTCs COKPAIEHHOE HAaUMEHOBaHHe OPraHM3alliK, €CIIH OHO NPElyCMOTPEHO
yCTaBOM.

2.31. HauMeHOBaHHe CTPYKTYPHOTO ToApasieleHus (B TOM YHCIe (uIuaia,
OT/IeNIeHHs, TPEICTABATENHCTBA, KOJIIETHATIBHOTO, COBEIIATENBHOr0 HIM HHOTO
OpraHa) yKasblBaeTcs B GlIaHKax MHCeM U OlaHKaX KOHKPETHBIX BUIOB IOKyMCHTOB,
M3[aBaeMBIX COOTBETCTBYIOIMMH TOAPa3eIeHHIMH B COOTBETCTBHH C JIOKAILHBIMU
HOPMATHMBHEIMH aKTaMH opramusauud. Han HauMEHOBaHHEM CTPYKTYpHOTO
mopasZieieHisi  yKa3pIBaeTCss HAuMEeHOBAaHWE OpraHW3allid, 9bUM ¢dunuaioMm,
OTIe/IeHHEM, TIPEICTABUTENBCTBOM, KOJLUIETHalbHEIM MM COBEIIATEIEHRIM OpraHOM
JAHHOE MTOApa3eNICHHE ABJIIETC.

2.32. HauMeHOBaHU€E MOJDKHOCTHA JHIIA HCIIONB3YETCAd B OJlaHKax IHCEM
JIOJDKHOCTHBIX JIKI] M pacHoJIaraeTcs ol HAUMEHOBaHUEM OpraHH3alliH.
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2.33. CrpaBo4Hble JaHHBIE 00 OpraHM3al|K YKas3HIBAlOTCA B GlaHKax MHCEM
¥ BKITIOYAIOT: TIOYTOBBIN afpec OpraHu3aliy (DOIOJHMUTENBEHO MOXET yKa3bIBaThCs
aZipec MECTa HaXOXASHHs IOPHANIECKOro JIMIIA, ECIIM OH He COBNAJACT C MOYTOBEIM
agpecoM); HoMep TenedoHa, dakca, ajgpec DIEKTPOHHOH MOYTHI, CETEBOH azpec,
a TaKXxe KOJ opraHmsanuu no O6mepoccuiickoMy KIacCH(HUKaToOpy NpeanpHsTHH
u opraumsanuit (OKITIO), OCHOBHO#M roCyJIapCTBEHHBIA DPErMCTPALOHHBIH HOMED
opranmsauiy (OI'PH) u naeHTHQUKANMOHHBIA HOMEp HaJIOTOIIaTeNlbIINKa / xox
TIPMYMHEI TIOCTAHOBKH Ha Hayoroseli yget (MHH/KIII).

2.34. HanMmeHoBaHHe BHIA JOKyMEHTa YKa3bIBAa€TCS Ha BCEX JHOKYMEHTAaX, 3a
HCKJTFOUEHHEM JEJIOBHIX (CIIy)KeOHBIX) MUCEM, paclojiaraeTcs IoJi HAaUMEHOBAHHEM
OpraHU3alMH (CTPYKTYPHOTO IIOAPa3ieeHHs, IOJDKHOCTH).

2.35. Jlata JOKyMeHTa [OJDKHa COOTBETCTBOBaTh JaTre  IIOAMHCAHH
(YTBepKIeHHs) TOKyMEeHTa WK (B IPOTOKOJIAX) Jare COOBITHA, 3a()IKCUPOBAHHOTO
B IOKyMEHTE.

JlaTa JOKYMEHTA 3alKCHIBAaeTCs B MOCJIENOBATENBHOCTU: AE€HE MECANA, MECAIL,
roJl OJHKUM M3 JABYX CIIOCOOOB:

apabckuMu Edpamu, pasaeneHHEIMU Toukoi: 05.06.2018;

cnoBecHO-IU(POBBIM criocoboM: 5 nrons 2018 T.

Ha poxymenrax, oopMiseMbIx Ha OnaHke, faTta JOKYMEHTa NMPOCTaBIACTCA
T10J] peKBU3UTAMH «HAMMEHOBaHHE BUJIA IOKYMeHTa» (B OaHKaX KOHKPETHBIX BALIOB
JOKYMEHTOB) U «CIIPaBOYHEIE JaHHBIE 00 Opranu3anym» (B OraHkax TIIICEM).

Ilatoit HOKyMeHTa, M3JaHHOTO COBMECTHO JBYMs Mid Goniee OpraHH3aluiMu
(HOMKHOCTHBIMH JIMIAMH), ABJIAETCS Jara IOJNMCAaHUS MOKYMCHTa ocJeHeH
CTOPOHOM.

2.36. PerucTpaiOHHBI HOMep JOKYMEHTa — LU(POBOH HIH OyKBEHHO-
nudpoBol HMAEHTUGUKATOP JOKYMEHTa, COCTOAIMH M3 MOPAAKOBOrO HOMEpa
JOKyMEHTa, KOTOpBIf, IO YCMOTPEHMIO OpraHM3allM¥, MOXET MOTONHATHCH
nugpoBbiMH  MIM  OyKBEHHBIMH  KOJAaMH (uamexcaMH) B COOTBETCTBHHM
C MICIIOJIE3YEMBIMH KIIaCCH(PHUKaTOPaMH.

Ha JOKyMeHTe, COCTABIEHHOM COBMECTHO ABYMs H Ooliee OpraHHM3aLisiMy,
TIPOCTABJIAIOTCS PETMCTPAIIMOHHEIE HOMepa JOKYMEHTa, NPHCBOCHHBIC KXo U3
opraHu3audii. PericTpalMoOHHblE HOMepa NPOCTABJIAIOTCA B IMOPANKE yKa3aHWs
HAVMEHOBAHMI OpraHu3aliii B 3arojlOBOYHON YacTH (mpeambyne) HOKyMeHTa
M OTHEJAIOTCA JPYT OT Apyra KOCOH 4epTOHi.

2.37. CchlKa Ha pETMCTPALIOHHBIH HOMED ¥ IaTy MOCTYNMBINEro NOKYMCHTA,
COCTOSINAs W3 PETUCTPALHOHHOrO HOMepa M Jarhl BXOJAILIEro JOKyMEHTa, Ha
KOTODBIH JJaeTCs OTBET, IpocTaBiieTcs B Bune oTMerky «Ha Ne ... or...» B OnaHKe
IIHCHMa.
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B TekcT INHCHhMa-OTBETA CBEIEHMS O PETHCTPAHOHHOM HOMEpe U Jare
IOCTYIMBLIETO MHChMa He BKIIFOIAI0TCA.

738. Mecto cocrapieHns (U3JaHus) HOKyMEHTa yKa3pIBaeTcs BO BCEX
JTOKyMEHTaX, KpoMe IEJIOBBIX (ciy*eOHBIX) MHCEM, BHYTPECHHHX pH(OpMaLHOHHO-
CIIpaBOYHBIX HOKYMEHTOB, a TAKKE B CIlyHae, €Cl MeCTO HaXOXIeHUs OpraHu3aiiy
BXOAUT B €¢ HAWMEHOBaHME, HaNpHMEp: MOCKOBCKHiI T'OpOJICKOM YHUBEPCHUTET

yTpaBlIEeHHUS.
MecTo cocTaBieHus (M3NAHMI) JOKYMEHTa YKashlBacTCsi B COOTBETCTBHH
C MPUHATHIM AMHHUCTPATHBHO-TEPPUTOPHAIBHEIM  JICICHUEM, HaIpuMep:

c. Biarosemenckoe Beapckoro p-Ha ApXaHrebCKo# 0011

2.39. I'pud orpaHudeHns AOCTyNa K JOKYMEHTY HpOCTaBIAETCS B IPaBOM
BepXHEM YTy IIEpBOToO JIMCTa AOKyMEHTa (IpoeKTa JJOKyMEHTa, COMPOBOAUTENILHOTO
mEchMa K JOKYMEHTY) OT TPaHMIBI BEPXHEro IIOJNA IpH HAIWYMHA B JIOKYMEHTE
pHopManuM, AOCTYD K KOTOpOHM  OTpaHMYMBaeTCs B  COOTBETCTBHH
¢ 3aKOHOJATENHCTBOM Poccuiickoit Deneparuy.

Buibl UCIIONB3YEMBIX B OpraHu3allii rpuoB OrpaHUEHUs TOCTYTIA JODKHEL
COOTBETCTBOBATh 3aKOHONATENbHBIM M HHBIM HOPMATHBHEIM [IPAaBOBBIM aKTaM
Poccuiickoit Denepanyy U AOIKHBL OBITH 3aKPETLICHbL B JIOKAIBHBIX HOPMATHBHBIX
axtax. I'pud OrpaHMdeHms IOCTyNa K HOKYyMEHTY (momerka «Jlns CIy’ke0HOrO0
nosp3oBanmsy’, rpud «Kommepyeckas TaifHa»’) MOXET HOMOJHATECA HOMEPOM
sKk3eMIUIgpa  JOKyMeHTa W JApYTMMH CBEJlCHMSIMH B COOTBETCTBHHM
¢ 3aKOHOIATEILCTBOM Poccuiickoii @enepanyi.

B fOKyMeHTax OpraHM3alliH, COICPXKAIWX cBeJieHUs, COCTAaBJIAIOIINE
KOMMEpYECKYyI0 TaiHy, B COOTBETCTBAH C ®enepabHBIM 3aKOHOM OT 29 wurond
2004 1. Ne 98-®3 «O KOMMepIECKON TalHe» HapAxy C rpuoM yKa3bIBAIOTCA MOIHOE
oduIManbHOe HAaMMEHOBAHHC IOpUINYECKOro JHIa, MECTO €ro HAXO0XIEHHS.
Harmpumep:

KoMMepueckas TaiHa

OBY «HauMeHOBaHWE OpraHu3aliny
MecTo HaXO0XICHHUA

6 MMynkr 1.4 Ilonoxenus O MNOPARKS oOpamieHus €O ciayxe6HoOM HMH(pOpMaLMeH OrpaHUuCHHOTO
pacnpocTpaHeHus B denepanpHbIX OprafHax VCIIOJHATE/IBHON  BJNACTH, YTMOJHOMOYEHHOM  Oprate
ynpaBlieHHs HCIONE30BAHHEM ATOMHOM OHEpPrHM H YNOJHOMOYEHHOM OpraHe Mo KOCMHYECKOM
JEATENBHOCTH, YTBEPIKIEHHOTO TOCTAHOBICHUEM [TpaBuTENLCTBA Poccuiickoii ®eaepaiyu OT 3 HOAGPs
1994 r. Ne 1233 (Cobpanue 3aKOHOAATEIBCTEA Poccuiickoit @enepauny, 2005, Ne 30, ct. 3165; 2012, Ne 31,
cr. 4368; 2016, Ne 9, 1. 1263; 2016, Ne 13, cr. 1833).

7 Yacrp 4 crathu 6 DenepaibHOro 3aKoHa OT 29 mona 2004 r. Ne 98-@3 «O KOMMEPYECKOH TaiHe»
(Cobpanue 3aKOHOAATENBCTBA Poccuiickoii ®eaepauyu, 2004, Ne 32, cr. 3283; 2006, Ne 6, cT. 636; Ne 52,
ct. 5497; 2007, Ne 31, ct. 401 1; 2011, Ne 29, ct. 4291; 2014, Ne 11, ct. 1100).
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2.40. AzmpecaT — pPEKBU3HT, HCIOIb3yeMBbId IIpH oOpMIECHHUH JETIOBBIX
(cimyeBHBIX) MUCeM, BHYTPEHHAX UHGOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB.

AfipecaToM  JOKyMeHTa MOXeT OBITb  OpraHu3alys, CTPYKTypHOE
Tozpas/ielieHie OpraHu3aliH, JOIDKHOCTHOE UM (H3HIECKOE JIALIO.

PexBi3UT «aapecar» odopmisdercs Ha 6jaHKe C YITIOBBIM DacloI0XCHHEM
PEKBU3UTOB — B BEpXHe# NpaBod JacTH NOKyMEHTa, Ha OJlaHKe C TPOIOJIBHEIM
pacIoNOXeHIeM PEKBU3UTOB — CIIPaBa IO/ PEKBU3UTAMU onanka. CTpOKY peKBU3UTA
«ajpecary» BHIPaBHHBAIOTCS IO JIEBOMY KPalO MIIH IEHTPYIOTCS OTHOCHTE/ILHO camoii
JUTMHHOW CTPOKH.

TIpu aipecOBAaHUH NOKYMEHTAa PYKOBOJMTENIO (3aMECTHTEIO PYKOBOJHUTEIS)
OpraHM3allM¥ YKa3blBAIOTCA B JATENbHOM Iaje)Ke HAMMEHOBAHME MOJDKHOCTH
PYKOBONMTENsS  (3aMECTHTENs pYKOBOAHTENd), —BKIIOYAIOMEe — HAHMEHOBAHHE
OpraHW3aIyH, GaMIIHIO, HHHIHMAIE! TOJDKHOCTHOTO HIa. HanpumMep:

['eHepalbHOMY AMPEKTOPY
®BY «HaumeHoBaHue
OpraHu3aLuIm»

Davmnus HU.O.

IIpy ajgpecoBaHMM IMCEMAa B OPTaHU3ALMIO YKA3BIBACTCS €€ MONHOS M
COKpalleHHOe HAUMEHOBAHHE B HMCHUTEIHOM MazIexke.

IIpu ajpecoBaHMM NOKYMEHTa B CTPYKTYPHOE IOJpa3sfeNICHHe OpraHu3aliH
B PeKBH3UTE «AIPECaT» YKA3HIBAOTCS B MMEHHMTENBHOM Majeke HANMEHOBAHUE
OpTaHM3aIUH, HIDKe — HAHMEHOBaHHE CTPYKTYPHOTO HOAPA3ACIICHHA. Hanpumep:

OBY «HanmeHOBaHUE
OpraHu3al[UI»
dunHaHCOBOE YIIPABJICHUE

I[Ipy ajgpecoBaHMH MHCHMA PYKOBOJHMTEIIO CTPYKTYPHOTO IIOJpasjCICHHA
YKa3hIBAIOTCA B MMEHWTEIBHOM IajieXe HAMMEHOBaHME OPTaHHM3AlliH, HIDKE —
B [aTENBHOM IIaJieKe HAMMEHOBaHME JIOJDKHOCTH PYKOBOJHTCI, BKIIIOHAIOLICE
HaMMEHOBaHHE CTPYKTYPHOTO Mo/ipa3/ieieHusl, GaMHIIMI0, HHUIHATIBL. Hampumep:

®BY «HanMeHOBaHUE
OpraHu3aLyn»
PyKOBOZUTEINIO JOTOBOPHO-
IIpaBOBOTO OTENA
®amunug 1.0.
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Ilepen dammmedl JOIDKHOCTHOTO  JIMIA JOITyCcKaeTCs yInoTpebIsaTh
COKpallleHUE «r-Hy» (TOCIIO/IMHY), €CIH aIPecaT MYX4HHA, WM «T-3Ke» (rocmoxe),
ecIIM afipecar XXeHIIMHA, HalpuMep:

r-ay @amunus N.O.
r-xe @amumas H.O.

[Ipm pacchUIKe JOKYyMEeHTa TIpYyIIe OpraHM3alii OJHOTO THIA WIH
B CTPYKTYpHBIE ~IOApas/ielieHds ~OJHOW OpraHHM3alliH, afpecar yKas3bIBaeTCs
0606menHo. Hanprmep:
PykosoauTenaM Qpuinaios

dBY «HamMmeHOBaHUE
OpraHu3alum»

PyKoBOIWMTE/SM YIPaBIeHHH
u otnenos PBY «HanMeHOBaHME
OpraHu3aLyi»

[Ipy pacchlike JOKYMEHTa HE BCEM OpraHU3aliiM WIM CTPYKTYPHBIM
moApasfeleHusIM IOA PEKBU3UTOM «Afpecat» B CKOOKax YKasbIBAeTCH: «(mmo
cnicky ))». Hanpumep:

PyKOBOAWTEISIM YIIPaBIeHHH
u otaenos OBY «HanMeHoBaHue
opraHu3alymn
(110 CTIHCKY)

CIHCOK PacChUIKM COCTABIIACTCS HCIOIHUTESIICM.

Ec/i IYCHMO HAIPABIIAETCS B OPraHU3AIMI0 MK JOJDKHOCTHOMY JIALY H JUIA
CBeJleHHs ele pAAy OpTraHM3alMi HIM NODKHOCTHBIX JIHL, obIee KONUYECTBO
azpecaToB He IODKHO ObiTh Oojiee 4GETBIpEX, MPH STOM OCHOBHO# ajpecar
yKa3bIBaeTCs MEPBBIM, CIIOBO «Komusi» Tepel BTOPBIM, TPETBHM, YETBCPTHIM
aJpecaTaMy He revaraeTcs.

B cOCTaB PEKBH3UTA «AJpecaT) MOXET BXOIUTH IIOYTOBEIN agpec. DIEMEHTBI
[OYTOBOrO ajpeca YKashlBalOTCS B TIOCIENOBATEIBHOCTH, yCTaHOBJIEHHOM
[IpaBUIaMH OKa3aHMs YCIIyT [OYTOBOH CBA3N':

¥ Mynxr 22 Ipasun oxasaHus yCiyr MOYTOBOM CBS3H, YTBEPKACHHBIX MPHUKA3OM MHUHHCTEPCTBA CBA3K
11 MacCOBBIX KOMMyHHKauuii Poccutickolt ®enepaiuu 0T 31 wmona 2014 r. Ne234 (3aperucTpHpOBaH
 Munuctepete roctuumu Poccuiickoit denepauny 26 nexabps 2014 r., perucTpaLMOHHBIH Ne 35442),
C W3MEHEHHIMH, BHECEHHBIMH MpHKa3oM MHHHCTEpCTBA CBAH M MACCOBBIX KoMMyHuKauuit Poccuiickoi
®enepamuu ot 13 despans 2018 T. Ne 61 «O BHeceHMHM HM3MeHeHmii B mpuka3 MHHHMCTEpCTBA CBSA3H
1 MaccOBBIX KoMMyHHKaumii Poccuiickoii dezepauun OT 31 wmoma 2014 r. Ne234 «O6 yTBEpXKACHUU
ITpaBun oxa3zaHus yCIyr IOYTOBOM CBA3W» (3aperkcTpUpoBaH B MHHHMCTEpCTBE FOCTHIMH Poccuiickoi
®enepamuu 28 mapra 2018 1., peructpauuonHbii Ne 50545).
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a) UIs IOPAAMYECKOro JULA — OJHOE MK COKPAEHHO® HauMeHoBaHue (TpH
HaWYMK), JUIA FpaXKIaHuHa — GaMIIIHs, HMs, OTIeCTBO (mocneaHee NpY HATHIHH);

6) GaHKOBCKHE pPEKBH3WTHl (I MOYTOBBIX IIEPEBONOB, HAIpaBIIAEMBIX
OPUIMIECKOMY JIMITY HJTH NPYHUMACMBIX OT FOPHIHIECKOr0 HULa);

B) Ha3BaHMUeE YJIUIbI, HOMEP IOMa, HOMEP KBapTHPbL,

I) Ha3BaHHe HACEJIEHHOTO ITyHKTa;

1) Ha3BaHUE palioHa;

¢) Ha3BaHUE PECITYOIUKY, Kpasi, 0071aCTH, aBBTOHOMHOTO OKpyra (obnacth);

’K) Ha3BaHUe CTPaHB! (ISl MEXKTYHAPOAHBIX MOYTOBBIX OTIIpaBJIeHNUH);

3) MOYTOBBIA HHJIEKC.

[TouToBHI# azpec He YKa3HIBAaeTCs B JOKyMEHTaX, HANpPAaBIACMBIX B BBICIIHE
OpraHbl BIACTH, BBILECTOSIINE OpraHUsaluy, [IOJBEIOMCTBEHHbIE OpraHU3aluH
Vi IOCTOSHHBIM  KODpECIOHAeHTaM (33 ~ MCKIIOYEHMEM HAINpPABICHUS  ITHCEM
yKa3aHHBIM aJpecaTaM B KOHBEpTax ¢ MpOo3padHbIMH OKHaMH).

I1pu OTIpaBKe MHUCHMA IO SMEKTPOHHOH MOYTe MM axcummIbHOM cBsi3H (0es3
JOCBUIKH TI0 HOYTe) TOYTOBBIN aJpec He yKa3pIBaCTCA. IMpy HEOOXOAUMOCTH MOXET
GBITH YKa3aH SJIEKTPOHHBIH anpec (HOMep tenedona/axca). Hanpumep:

dBY «HanmeHoBaHue
OpraHu3aL|m»

DeKTPOHHBIN afipec

2.41. Tpud yTBepXKHeHHs JOKYMEHTA TNPOCTABIACTCH Ha JOKyMEHTax
BIIPaBOM BepXHeM YLy II€pBOro JIHCTa noxymenta. CTpOKH PEKBH3HTA
BHIPABHMBAIOTCS TIO JIEBOMY Kpai0 WIH LEHTPYFOTCH OTHOCHUTENIPHO CaMol JJIMHHON
CTPOKH.

[Tpu yTBEp)XAECHUH HOKYMEHTA cOOGCTBEHHOPYYHOH MOAIKCHIO JOIDKHOCTHOTO
ua Tpud YTBEPXIEHHS COCTOMT M3 CIOBa «YTBEPXJIAIO», HanMEeHOBaHHA
JOJDKHOCTH JIAIA, YTBEPXKIAIOLIET0o JOKYMEHT, €ro MOAIHCH, AHULUATOB, haMUIIHHA

¥ aThl yTBepxkaeHus. Harpumep:

VTBEPXJAIO

Tupextop PBY «Hanmenosanue
OpraHu3aLum»

Iloonuce N.0. ®amunns
Hata

[lpy yTBepXKACHUH JOKYMEHTa pacHoOpsAUTEIBHBIM  JIOKyMCHTOM rpud
YTBEpXKIEHUS ~ COCTOMT W3  ClIOBa «YTBEPXIEH» («YTBEPXIEHAY,
«YTBEPXJEHDbI» wnnu «YTBEPXJIEHO»), COINacoBaHHOro ¢ HanMEHOBaHHEM
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BHUJA YTBEPXIAAEMOI'o JIOKyMEHTa, Ha3BaHHA BHOA pacnops{,umenmoro JOKYMEHTA
B TBOPHUTEJILHOM rnagexe, ero aaTbl, HoMepa. HanpnMep:

(PernaMeHT) VTBEPXJEH
npukazoM OBV «HaumeHoBaHue

OpraHu3aLuN»
ot 5 okT6ps 2017 r. Ne 82

(IIpaBuna) VTBEPXIEHBI
npuxazoM ®BY «HaumeHoBaHue

OpraHu3alyn»
ot 5 oxTa6psa 2017 r. Ne 83

TIpy yTBEpXKAEHAH AOKYMEHT2 KOJICrHaTbHBIM, COBEIIATENBHBIM HI HHBIM
OpraHOM, PeLIeHHs KOTOPOro (QHKCHPYIOTCS B IPOTOKOIS, B rpude yTBEPKIEHHUS
yKasbBaeTCs, HaMMEHOBaHHE OpraHa, fJaTa M HOMEp npotokona (B CKOOKax).

Hampumep:
(TTosoxeHHE) VTBEPXJIEHO
Hay4HO-TeXHUYECKAM COBETOM
OBY «MHHOBaLHA
(mpoTokon ot 12.09.2017 Ne 12)
7.472. 3aroJIOBOK K TEKCTy — KpaTKoe COAEpXaHhe JOKyMEHTd. Ecnu

3ar0JI0BOK K TEKCTY OTBEUaeT Ha BONPOC «O 4eM?», OH HavMHAeTCA C NpeAjiora «O»
(«O6»). Eciut 3aroJIoBOK K TEKCTY OTBE4aeT Ha BONPOC «41ero?», OH COCTaBIIeT OAHO
[leJloe C Ha3BaHMEM BHJa JoKymeHTa. Hampumep:

npuka3s (0 4€mM?) 0 CO3JaHHU aTTeCTALMOHHOW KOMHUCCHH

muchMo (0 9éM?) 0 TpeoCTaBIeHu: HHPOpMAIHH

akT (4ero?) npremMa-nepenadn aei

npoToko (dero?) saceqaHus SKCIIEPTHON KOMHCCUH

3arojloBOK K TeKcTy odopMisieTcss NOA PEKBU3HTaAMH OnaHka cieBa, OT
rPaHHULBI JIEBOTO ITOJIA.

2.43. TekcT [JOKyMEHTa COCTaBiseTcs Ha TOCYyJapCTBEHHOM SI3BIKE
Poccuiickoii ®enepaiii WM TOCYAAapCTBEHHOM  A3BIKE (A3bIKax) peciyOImK
scoctaBe Poccuiickoit @enepauud B COOTBETCTBHH € 3aKOHOJaTEILCTBOM
peciyOluK B COCTaBe Poccuiickoi (Denepaunn9.

9 3akon Poccuiickoii ®enepamu ot 25 oktabps 1991r. Ne 1807-1 «O s3pikax Hapogos Poccuiickon
depepanun» (BeaoMocTH Che3jia HApOIHBIX JCMYTATOB H Bepxosroro Coseta Poccuiickoii ®enepaunu
or 12 nexabps 1991 r., Ne 50, ct. 1740; CobGpaHue 3aKOHOATENbCTBA Poccuiickoit ®enepaumu, 1998, Ne 31,
or. 3804; 2002, Ne 50, cT. 4926; 2013, Ne 27, ct. 3477, 2014, Ne 11, ct. 1094).
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TexcT JOKYMEHTa [OJDKEH OBITh COCTaBICH I'PaMOTHO, ICHO, [IOHATHO U TIO
BO3MOXHOCTH KpaTKo. TeKCT JOKyMeHTa MOJDKEH COASpXath JOCTOBEPHYIO
¥ aKTyalIbHyH0 HMH(OPMAIMIO, OCTATOYHYIO i MpHHATHA pellleHui Wid HX
MCIIOJIHEHHS, He HOJDKEeH NOIYyCKaTh PasIuIHBIX TOJIKOBaHHMH.

B TekcTe JOKyMEHTa, OATOTOBIEHHOM Ha OCHOBaHHMH 3aKOHOJIATEIIbHBIX HITH
MHBIX HOPMATHMBHBIX IIPaBOBBIX aKTOB, paHee M3/IaHHBIX PacIopAAUTENBHBIX
JOKyMEHTOB, YKa3bIBAtOTCS MX PEKBU3HUTEL:

HayMEHOBaHUe JOKYMEHTa, Ha¥MMEHOBaHHME OpraHa BJIacTH (opraHu3arym),
u3nasiero(ei) TOKyMEHT, faTa JOKYyMEHTa, PErMCTPALOHHEIA HOMEp JOKYMEHTa,
3aroJIoBOK K TEKCTY;

Ha¥MEHOBaHHe OpraHW3allid MM JODKHOCTHOIO JIMUA, yTBEPAUBLIETO
JOKyMEHT, [aTa yTBEPXKICHHUS JOKyMEHTA.

TexcT JOKYMEHTa MOXET COAepXaTb pasfensl, NOApasAeisl, TYHKTEI,
O/IYHKTHl, HyMepyeMsle apaOCKHMH uudpamu. YposHeit pyOpHKalii TEeKCTa HE
TIOJDKHO OBITH Ooee YeThIpeX.

TexcT IOKYMEHTa U3JIaraercs:

B [PHIKA3aX, H3AHHEIX eUHOIMYHO, — OT IIEPBOro JINla eIMHCTBEHHOI'O YHCIIa
(«...mpHKa3BblBao»);

B MPUKa3ax, M3aHHBIX COBMECTHO NBYMs HIIH Gonee opraHu3alUsIMH, — OT
TIepBOTO JIMI[A MHOXKECTBEHHOIO YHCIa (... IpHUKa3BIBaeM»);

B IPOTOKOJNAX 3acefaHuid — OT TPEeTBEro JIHMMa MHO>XE€CTBEHHOIO YHCIa
(«CJIYIIAJINY, «BBICTYITWINy, « IOCTAHOBWJIN» nnu «PEIUJINY);

B JENOBHIX MHChMaX, OQOPMIECHHBIX Ha ONaHKax OpraHH3alluH, — OT IIEPBOTO
JIAIIA MHOXECTBEHHOTO YMCIa (IPOCHM, HANPAaBILACM, TnpeyIaraeM) M OT TPETBErO
JIMIA €IMHCTBEHHOTO YKCIa (CIPEANPHATHE HE BO3PAXKACT...)», KUHCTUTYT CUUTAET
BO3MOXHBIM. .. »);

B JIEJIOBBIX IHCHMAaX, OQOPMIICHHBIX Ha IOIDKHOCTHBIX OyaHKax, — OT IIEpBOTO
JTHIA eMUHCTBEHHOTO YHCa (KIIPOILY...», KIPEeAIaraio. . »);

B JOKJIa[HBIX M CIyXKeOHBIX 3alKCKaX, 3asBICHUAX — OT IIepBOTO JIMIIA
e IMHCTBEHHOTO YKCINa («IPOILY...», KCIUTAI0 HEOOXOOUMBIM. .. »);

B JOKYMEHTaX, YCTaHaBJIUBAIOLINX GbyHKIMH (o6si3aHHOCTH), TIpaBa
Yl OTBETCTBEHHOCTb CTPYKTYPHBIX  TOJIpa3/ieJieHUH, paGoTHUKOB  (TIOJIOXEHHE,
MHCTPYKLHS), a TAKKe COJEpPKaIMX ONUCAHAE cHTyaluii, aHanu3 GaKToB M BBIBOAbI
(akT, CTpaBKa), HCHOJB3YETCS dopMa W3NOXKEHMs TEKCTa OT TPeThero JHha
eIMHCTBEHHOTO WM MHOXXECTBEHHOI'O HHCIIa («OTHeN OCYIECTBIseT QYHKIHH. ..,
«KOMHCCHSI TIPOBENIA TIPOBEPKY . ..»).

TIpy TIOATOTOBKE TEKCTa JOKYMEHTa CICLyeT coOJIIoaTh IIpaBUiia HalMCaHWs
o(UIMATEHBIX HAUMEHOBAHWH, YMCIUTENBHBIX H SMHAL U3MEpEHN.
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B TekcTax MOKYMEHTOB YIOTPEONAIOTCS OOLISIPHUHATHIE ab0peBUATYPEI
1 rpapuiecKye COKpalleHus.

IIpy yKa3aHWM B TeKCTe (paMUIIMH JIML@ HHAIMATIBI CTABATCS II0CIE bamMunmy.

B nenoBbIX (CIIye0HbIX) MHIChMaX HCIOJIB3YIOTCH:

BCTYIIMTENbHOE 00pallieHHe:

VBaxaemslii rocriozvd Ipencenarens!
VBa)xaeMsblii rocriofgu MuHHCTP!
VBaxkaeMslii rocrioxuH ViBaHOB!
VBaxaeMas rocroxa Ilerposa!
Veaxaemslii MiBan IletpoBrd!
YBaxaeMmas AHHa HuxosnaeBHa!
VBa)xaemsle rocroja!

3aKIIOUMTENbHAS STUKeTHAs Ppaza: «C yBaKXeHUEM, ...».

HanMeHOBAHUE NOMKHOCTH B OOpAllleHMM NHIIETCS C IPOMHCHOH OYKBEL,
B 0OpalieHud 110 (GaMUIHK HHUIAAIE! JIMA HE YKa3bIBatOTCA.

2.44. OTMETKa O TPHIOXKEHWH COIEPXHT CBEACHHS O JOKyMEHTC
(IOKyMeHTax),  IpHIaraeMoM K  CONPOBOIWTENBHOMY  IHCBEMY, HHOMY
MH(GOPMAIIMOHHO-CIIPABOYHOMY IOKYMEHTY, WM O TOM, H9TO AOKYyMCHT SBJISETCS
IIPAJIOXKEHUEM K OCHOBHOMY JOKYMEHTY (HOPMATUBHOMY, PacHOPSAUTEIPHOMY HIH
HTHOMY).

B cONpoBOAMTENBHBIX MHCBMax H JPYTUX uH(OPMaIIOHHO-CIIPABOYHBIX
JOKyMEHTaX OTMETKa O [PHIIOKEHNH 0GOPMIIAETCA [10/] TEKCTOM OT IPaHHIIbl JIEBOTO
TI0JIS CIIEAYIOLIMM 00pa3oM:

ecJId MPUJIOKEHUE HA3BaHO B TEKCTE!

[Mpunoxenne: Ha 2 J. B 1 9K3.

€CJIM IPHJIOKECHUE HE Ha3BaHO B TEKCTEC HJIHU €CJIH l'[pI/IJIO)KeHI/Iﬁ HECKOJIBKO!

IIpunoxenne: 1. ITomoxenue 06 YIpaBleHHH PETHOHANBHOIO KpeIUTOBaHHU
Ha 5 1. B 1 2K3.
2. CrpaBKa 0 KaJ[pOBOM COCTaBe YTIpaBIeHWs PErHOHAILHOTO
KpeIUTOBaHHUs Ha 2 JI. B 1 sKk3.

eCIH MPUJIOKeHue (TIPUIIOKEHS) cOporopoBaHoO(Bl):

[TpunoxxeHue: B 2 9K3.

Ipunoxenue: otdeT o HAP B 2 3K3.

eclii  JOKYMCHT, SIBIIAFOIIHANCS IIPUIIOKEHHEM, UMeEeT  TPHUITOXKCHHA
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¢ CaMOCTOSTENbHOM HyMepalel CTpaHHIL:

[IpunokeHne: JIOTOBOP ~BO3ME3JHOTO  OKA3aHMWi yemyr ot 05.09.2017
Ne 32-17/72 v nipuyIOXXEeHHA K HEMY, BCETO Ha 7 .

ecJIH IIACHMO HAIPABIIAETCS HECKOIBKAM a/[pecaTaM, a IOKyMEHT-TIPHII0KCHHE
TOJIBKO IIEPBOMY aZIpecaTy:

ITpunoxenue: Ha 3 J1. B 1 9K3. TONBKO B IIepBBIA anpec.

eci¥ MNPHIOXKEHWeM SBIIOTCS JOKYMEHTBHI, 3alMCAHHBIC Ha bu3UIECKH
060CO0 IEHHBIHN SJIEKTPOHHBIA HOCHTEIb:

[Ipunoxenne: DVD-R B 1 3k3.

IIpu 5TOM Ha BKJIAJBIIIE (koHBepTe), B KOTOpHI IOMEIIACTCA HOCHTEIND,
YKa3bIBAIOTCS HAHMEHOBAHHA JIOKYMCHTOB, 3alMCAHHBIX Ha HOCUTE]Ih, HMEHA
taiinos, 06beM B OaiiTax.

B pachopsIUTENbHBIX JOKyMEHTax (mpHKa3ax, PacrlopsHKeHUsX), NOTOBOPaXx,
MONOKEHMAX, [paBWiaX, MHCTPYKIMSX M JIPYTHX JIOKyMEHTax OTMeTKa
0 TIPUIOXKEHHH OQOPMIIIETCA CIIeyOIHMM obpa3oM:

B TeKcTe HOKyMeHTa IpH IepBOM YIIOMHHAHWH ITOKyMEHTa-TIPUJIOKCHHS
B CKOOKax yKa3bIBacTCA: ...(IpHUIOKeHHe) WK ... (IPHIOKeHHe 1), (mpunoxeHue
Ne 1);

Ha TIepBOM JIHCTe JOKyMEHTa-TIHIOKEHHS B IIPaBOM BEpXHEM YTy
yKa3bIBACTCA:

IMpunoxxenue Ne 2

k npukazy ®bY «HanmeHoBaHue

OpraHu3aIlu»
oT 15.08.2017 Ne 112

Eciy IIpHIOKEHHEM K PaciOpSUTENbHOMY JOKYMEHTY ABIISIETCS JIOKATBHbIN
HOpPMAaTHBHBIA  aKT  WIH HHOM  JOKYMEHT, yTBEPXKIAeMbI  JAHHBIM
PacTIOPSAUTEIBHBIM TOKYMEHTOM, Ha TIEpBOM JIACTE TPUIOKEHHS MPOCTABIACTCA
oTMETKa O NpuiioxeHHH (6e3 CCBHUIKM Ha pacHopsIUTENbHBIA JOKYMEHT) ¥ TpH}
yTBEPXKIEHHs, B KOTOPOM YKa3bIBAIOTCA JlaHHBIE PACIOPAAUTENBHOI0 AOKYMEHTA,
KOTOPBIM YTBEPXK/EH JOKYMEHT-TIPHIIOKCHHAC. Hanpumep:
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[Tprnoxenue Ne 1

YTBEPXIEHO
npukazoM ObY «HaumenoBanue

OpraHu3alun»
ot 18.09.2017 Ne 67

2.45. T'pud coracoBaHUs TPOCTABIAETCS Ha JOKYMEHTe B Cilydae €ro
BHEIIHEI0  corjacoBaHus  (COTyIacOBaHME C  OpraHaMy  BJIaCTH, HHBIMH
OPTraHU3alHsIMH, JODKHOCTHBIMH JIMIIaAMH).

I'pu¢ cornacoBaHus B 3aBUCHMMOCTH OT BHJA JOKYMEHTa U OCOOEHHOCTeH ero
0(hOpMIIEHHUS! MOXKET ITPOCTABIATHCA:

Ha TIEpBOM JIHCTE JOKyMeHTa (eciii AOKYMEHT MMeeT THUTYJbHbIA JIUCT, — Ha
THUTYIBHOM JIACTE) B JIEBOM BEPXHEM YIIIy Ha ypOBHE Ipr()a YTBEPXKIEHHUS MU IION
HalMEHOBaHMEM JOKyMeHTa OJIMKe K HIDKHEMY IOJII0);

Ha MOCJIEAHEM JIUCTE JOKYMEHTA ITOJ TEKCTOM;

Ha JIMCTE COrMIAaCOBAHUS, ABIIAIONIEMCS HEOTHEMIIEMOM YacThIO IOKYMEHTA.

I'pucd cormacopanusa cocroutr u3 cioBa «COIVIACOBAHO», ROMKXHOCTH
JMIA, ¢ KOTOPHIM COITIACOBAH JOKYMEHT (BKIIOUas HaHMEHOBAaHME OpraHW3alliy),
ero COOCTBEHHOPYYHOM IIONIHCH, WHHLMANOB, (aMUiIMH, [JaThl COTJIACOBAHHA.
Hanpumep:

COI'JJACOBAHO
I'eHepasnbHBIN JUPEKTOD
®BY «HanmMeHnoBaHue

OpraHu3aIym»
Ioonuce  W.O. ®amunus
JHara

Ecnu cornacoBaHue OCYINECTBISETCS KOJUIETHAIBHBIM, COBEIIATEIBHEIM HIH
WHEIM OpraHOM, B TpHde COIIacOBaHHs YKa3bIBAIOTCS CBEIEHHsS 00 oprane,
COIIacOBABILIEM JOKYMEHT, IaTeé U HOMepe IIPOTOKONa, B KOTOPOM 3a()MKCHPOBAHO
pemeHue o coriacoBaHuMM. Ecmm cornacoBaHHe OCYIIECTBIETCS —MHCHMOM,
YKa3BIBAIOTCSL BHJ JOKYMEHTa, HAUMEHOBAHWE OpraHU3alluH, corJiacoBaBlIei
JTOKyMEHT, jaTa ¥ HoMep muckma. Hanpumep:

COI''TACOBAHO
Hay4HO-TeXHUYECKHM COBETOM

OBY «HauMeHoBaHHE OpraHU3aLUI»
(IpOTOKOJ OT Ne )
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COI'JTACOBAHO

mucsMoMm ®BY «HaumeHoBanue
OpraHu3alymn

oT Ne

2.46. BHyTpeHHee COTNIacOBaHHE [OKyMEHTA ohopmiisiercs Bu3od. Busza
BEIpaKaeT MHEHHME JIMLIa, BU3UPYIOIIEro MPOeKT JIOKYMeHTa, U BKIII0YaeT: NOJDKHOCTh
WL, BU3HMPYIOLIEro JOKYMEHT, MOMIHCD, paciu(poBKy MOAIMCH (MHULHAIIBI,
GaMUINIO) ¥ 1aTy BUSHPOBAHHA. Hampumep:

PykoBOIUTEN IOPUIHIECKOTO oTIena
Iloonuco N.0O. ®amunus

Jlata

[Ipy Hanv4EM 3aMeYaHHH K JIOKyMEHTy BH3Y 0(GOpMIISIIOT  CIIeIYIOIIMM
obpaszoM:
3aMeduaHus IpUIararoTcs.

PyKOBOAKTENH IOPUANIECKOrO OTACHA
Hoonuce W.0O. GamumA

Jlata

B OKyMEHTaX, IOJJIMHHMKA KOTOPBIX XpaHATCA B OpraHm3aiyy, BHU3BI
pPOCTABNSIOT Ha TIOCTEJHEM IWMCTe JOKYMEHTa oA TMOMIHCEI0, Ha obopore
HocTeNHero JHCTAa TOJIMHHAKA JOKYMEHTa MM Ha JIMCTE COTJIacOBaHMs
(BM3UPOBAHHS), IPAIATACMOM K JOKYMEHTY.

B  mcxoosmux JOKyMEHTaX BH3bI IIPOCTAaBIAIOTCA  Ha 3K3eMIULIPax
IOKyMEHTOB, TOMELIAEMBIX B JIEJI0.

[1o YCMOTpEHMIO OPraHM3all MOXET MPUMEHITECA [OJIMCTHOE BU3MPOBAHUE
JOKyMEHTAa U eT0 PHUIOKEHHH.

CornacoBaHue IPOEKTOB IOKyMEHTOB (BHEIIHEE, BHyTpEHHEE)
OCYIIECTBIISETCA B COOTBETCTBUH C ITyHKTaMH 4.1 —4.11 IIpumepHOH HHCTPYKIIHH.
2.47. Tloanmuce BKJIFOYAET: HaUMEHOBaHNE IIOJDKHOCTH JNLA,

HOMMCHIBAIOLIET0  JTOKYMEHT, €ro COOCTBEHHOPYYHYIO IOAINCH, HHUIHAJIBL,
damunmo. Hanpumep:

[enepanbHBIH AUPEKTOP Iloonuce N.0. Oamunus

Ecnmu DOKyMEHT 0(1)0pMJI€H He Ha OnaHke, B HauMEHOBaHHe HNOJDKHOCTH
BKJIIOUAETCS HAaUMEHOBAaHHUC OopraHu3alyi. HanpnMep:
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['eHepaybHbIA JUPEKTOP
®BY «HauMeHOBaHME

OpraHu3aLUuI» IToonuce N.0. Oamunus

[Ipu odopMmieHHH IOKYMEHTa Ha f1aHKe OODKHOCTHOTO JiMIa JOJDKHOCTB

3TOrO JIUIIA B NOAIINACH HEC YKa3bIBaCTCA.

Ioonuco N.0. ®amunusd

HpI/I MOAIIMCAaHUN JOKYMEHTa HECKOJIbKMMM  JTOJDKHOCTHBIMH JuaMy,

3aHUMAIOUIIMHU pa3Hoe [OJIOKEHHEe, UX IMoANHNCH pacnonaranTc;l OoIlHa IOJ I[pyI‘OI/I

B [IOCIIEI0OBATENIHHOCTH, COOTBETCTBYIOLIEH CTaTyCy NOKHOCTH. Hamnpumep:

T'enepaibHBIA AUPEKTOP IToonuco N.0. Gamunud

['naBHEIH Gyxranrep IToonuce N.0. Gamunud

HpI/I MOAINKUCaHuH JOKYMEHTa HEeCKOJIbKMMM JIUIlaMu PaBHBIX lIOJI)KHOCTCﬁ HXx

TIOZIIIACH PACIONIararoTCs Ha OHOM ypOBHE. Hanpumep:

3aMeCcTUTENh AUPEKTOpa 3aMecTUTEIh TUPEKTOPA
1o (pUHAaHCOBBEIM BOTIPOCaM 10 aIMUHHCTPATUBHBIM BOIIPOCAM
Iloonuco N.0. damunus IToonuco N.0. ®amunusa

B JOKYMCHTaXx, MOATOTOBICHHBIX KOMHUCCHEN, B IIOJNNCH YKa3pIBacTCA CcTarycC

JIAIIa B COCTaB€ KOMHUCCHH. HanpnMep:

HN.0. ®amunusg
INpencenaTens KOMUCCHH IToonuce
YeHbl KOMUCCHH IToonuce N.0. Gamuiusg
IToonuco N.0. ®amunus
00513aHHOCTH

HpI/I MOANUCAaHUN  JIOKyMCHTa JINIIOM, HCIOJHAIOIIAM

PYKOBOJAMTEILA, moanvucCh O(i)OpMJISICTCH C yKazaHUEM cTaryca JOJDKHOCTHOTO JIMIa B

COOTBETCTBHHY C IPHKa30M (pacropsukenrem). Harpumep:

H.o. nupexropa Iloonuco N.0. Gamunns

Wuin.
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CIOTHSIONIHI 0053aHHOCTH
IMpeKTopa IToonuco N.0. Gamunms

[Tpy TOANHECAHMA JTOKYMEHTa JIHIIOM, IMEIOIUM IIPaBo MOJNNCH B CIy4ac
BPEMEHHOTO OTCYTCTBHSA PyKOBOIHUTEI, CTIPaBjieHUs B HAUMCHOBAHHE JIOJDKHOCTH
 paciippOoBKY (aMIIAH IIOArOTOBIIEHHOTO ¥ COrJIACOBAHHOTO MPOEKTA JOKyMEHTa
BHOCATCS OT PyKH HIM C HCIOJNB30BaHHEM COOTBETCTBYIOIIMX INTAMIIOB. He
JOMyCKaeTcs CTaBUTh KOCYIO 1epTy, HAAmUCh «3@» Tlepell HaMMEHOBaHHEM
MOIDKHOCTH JIMIAa B TOJANHMCH, CCIH JHOKyMEHT NOJINHUCHIBAET HHOE JIOJDKHOCTHOE
JIULIO.

2.48. OTMeTKa 00 SIEKTPOHHOH IMOMMMCH HCIOJB3yeTCs Uil BU3yaluu3aluy
3MEKTPOHHOH MOMKUCH TOTydaTesieM JIOKyMEHTa TIpH oOMeHe DJIEKTPOHHBIMU
JIOKYyMEHTaMH, TOIIHCAaHHBIMU YCHIICHHON KBaTH(HUIIAPOBAHHON QNIEKTPOHHON
[IO/ITHACHIO.

B cooTBeTCTBHH C 3aKOHOAATEIHCTBOM Poccuiickoit CDe):Lepam/mm oTMeTKa 00
SNEKTPOHHOH  TOATIUCH dopmupyeTcs W  BU3YATHSHPYETCH IpOrpaMMHBIMH
cpencrBamu. OTMeTKa 00 »>JEKTPOHHOM IMOAMNCH BKIIOYACT ¢pazy «JlokymeHT
[IOJIMCAH SJIEKTPOHHON MOJITHCHIO», HOMEP ceprudukaTa KIH0OIa SNIEKTPOHHON
noamucd, (QaMuiIuio, MM, OTHCCTBO prajenblia ceprudukara, CPoOK IeHCTBUSA
cepTU(HKaATa KIIH0Ia 3neKTpoHHOM roxmicy. Hanprmep:

LOKYMEHT NOAMUCAH
Jlupexrop NEKTPOHHO NOANNCHIO N.0. ®amunus
CepTnduKar 1a111a2a000000000011
Bnagenel Pamunua Uma OTuectso
[Jlencreutenet ¢ 01.12.2012 no 01.12.2017

[Tommuicanue (yTBEpXKAEHHE) NOKyMCHTa OCYLIECTBIAETCS B COOTBETCTBHH
¢ myrkToM 2.47 IIpuMepHOH HHCTPYKIHH.

7.49. Tleyats 3aBepsAeT NOMJUHHOCTH TIOAIHCH JOJDKHOCTHOTO JIMIa Ha
JOKYMEHTax, YAOCTOBEPSIOIUX IIpasa UL, (GUKCHPYIOHMIMX (aKThl, CBA3aHHBIE
¢ (PMHAHCOBEIMH CPEICTBAMH, a TAKKe Ha MHBIX JOKyMEHTAaX, IpeAyCMaTpUBAIOIIIX
3aBepeHue MOIIICH IIeYaThio B COOTBETCTBUU C 3aKOHOJATEIBHCTBOM Poccuiickoi
depnepalyi.

JIoKyMEHTHl 3aBEpSIOT MEYaThio opranusanuu. lledarh IpOCTaBIAeTCA, HE
3axBaThiBas COOCTBEHHODYYHO} IIOAMHCH JIALA, MOAMUCABIIEro JOKYMEHT, HIH
B MecTe, 0603HageHHOM «MID» («MecTo meyaTn»).

1 Tpuka3 MuHUCTEpCTBA CBSA3H M MAaCCOBBIX KOMMYHHKaLwii Poccuiickoi ®enepau 1 DenepanbHol
ciayx6b1 oxpaHbl Poccuickon ®enepaun ot 27 mas 2015 1. Ne 186/258 «O6 yTBepXKACHHU TpeGopaHuii
K OpraHU3aLHOHHO-TeXHHIECKOMY B3AMMOJICHCTBHIO TOCYapCTBEHHBIX OpraHoB H roCyJapCTBEHHBIX
opraHu3aluii  [OCPEICTBOM ofMeHa J[OKyMEHTaMM B OJEKTPOHHOM  BHACY (3aperucTpupoBaH
B MuUHHCTEPCTBE FOCTHLIMH Poccuiickoii ®enepatmu 22 centsiops 201 § ., perucTpaLHORHbIA N 38956).



22

2.50. OTMeTKa 00 MCTIONHUTENE BKIOYaeT GaMHIMIO, MM M OTIECTBO (pu
HAIMYMH) KCIIOJIHHUTEIS, HOMEP €ro Teneora. OT™MeTka 00 HMCHOTHUTENE MOXET
JOTOJHATbCA ~ HAMMEHOBaHHEM  JOJDKHOCTH, CTPYKTYPHOTO  TIOApPa3/IeIeHAs
¥ 2MEKTPOHHBIM a/[PeCOM HUCIIONHHUTEILA. OrMerKa 00 ucrnonHutene oGopMiIsieTcs Ha
JIAIIEBOM CTOPOHE TIOCIEHETO JIACTA JOKYMEHTa OT TPaHHIIB] JIEBOT'O IIOJIS WM, IIPU
OTCYTCTBMH MECTa, — Ha 0GOPOTHOH CTOPOHE JIMCTa BHU3Y cieBa. Hampumep:

WnpuH Wb Vneud, OTen ynpaBieHus epcoHaliom, BEAyIIUI CIIEIHATHCT
+7(495) 924-45-67, Ilyin_Iv@techno.ru

OrMeTka 00 HCTIONHHUTENE MOXET OGOPMIATHCS KaK HYDKHHM KOJIOHTHTYJI
¥ medaTaThes Mpr(hTOM MEHBILETOo pasMepa.

75]. OrMeTka O 3aBEPEHHMH KOIHH O(opMiseTcs i HIOJTBEPKACHHS
COOTBETCTBHS KOIIMH HOKYMEHTa (BBINHCKH M3 JOKyMEHTa) TIOMUIMHHAKY JIOKYMCHTA.
OTMeTKa O 3aBepeHHH KOIMH MPOCTABIIACTCA HA cBOOOZHOM OT TEKCTa MecTe HIIH,
TIpH OTCYTCTBHH CBOOGOJHOTO MeCTa Ha JIMLeBo# CTOpOHE JOKyMEHTa, Ha 00opoTe
OKyMEHTa M BKIOYaeT: CJIOBO «BepHOo», HaUMEHOBaHWE JOJDKHOCTH JIHIA,
3aBEpHBILIETO KOMHIO; €ro COOCTBEHHOPYUHYIO MOAINCH; paciippoBKy NOAIACH
(MHUIAANEL, (HaMIIIKIO); ATy 3aBEepeHHS KOIIHH (BBINKACKY U3 JIOKYMEHTA).

ECIIH KOTIMsI BBIIAETCS I TPE/ICTaBIeHus B APYTYI0 OPraHu3altio, OTMeTKa O
3aBepeHMH KOIIMH JIOTIOJHSACTCS 3aIHChI0 O MECTE XpaHeHus JOKyMEHTa, ¢ KOTOpOro
6ELTA M3TOTOBJIEHA KOTIHUS, ¥ 3aBepAeTCs MeYaThio OpraHi3arim. Hampumep:

TToqIMHHUK JOKyMEHTa HaXOMuTCi B ®OBY «HauMeHOBaHHE OpraHU3alvn»
B nene Ne 08-05 3a 2015 r»

BepHo
3aB. OTZEJIOM YIIpaBIeHHs IEPCOHATIOM IToonuce W.O. @amunus
Jlata Ileuats

Ha xommax MHOT'OCTpaHUYHBIX JOKYMEHTOB OTMETKa O 3aBEpEHHH KOITMH
TIPOCTaBIIICTCA Ha KaKIOM JIMCTE TOKYMCHTa WM HA TOCJIEAHEM JIUCTC MIPOILIUTOrO
WIA CKpEIUICHHOTO HHBIM o6pa30M JOKYMEHTA. 3amuchk O MecTe HaXOXIACHUA
MOAJIUHHHKA MpOCTaBIACTCA TOJIBKO Ha ITOCJIEIHEM JIUCTE JOKYMECHTA.

ILHH 3aBepeHUs KOIIMHA JJOKyMEHT4, H3FOTOBJI6HHOﬁ Ha 6}’Ma)KHOM HOCHTCIIC,
MOKET HMCIIOJIB30BATHCA IITAMIL.

Komuu 3yeKTpOHHBIX JIOKYMEHTOB, HaIpaBIIEMbIX o I/IH(bOpMaIII/IOHHO-
TCHCKOMMYHHK&HHOHHOﬁ CEeTH, 3aBCPAIOTCA BHCKTPOHHOﬁ MOANHUCEIO p}’KOBOJII/ITeHﬂ
OopraHusanvn HJIX UHOTI'O yIIOJIHOMO‘-IeHHOI‘O UM JHlIa U BBEICBUIAIOTCA OJIy4aTeto
Cc COl'[pOBO,III/ITeIIBHI:IM IIUCHbMOM B (bOpMC 3JIEKTPOHHOT'O JOKYMECHTA.
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KOnuH 371eKTPOHHBIX JOKYMEHTOB Ha (U3MYECKH 000COGIEHHBIX HOCHTEINSX
BBICBUIAIOTCS TTONTYYATENIO C CONPOBOAUTENBHEIM MACHMOM Ha 6yMaXHOM HOCHTENE.

B CONpOBOAWTENBPHOM IHChME K KONHMSM OJICKTPOHHBIX JIOKYMEHTOB
YKa3bIBaeTCs:

HauMeHOBaHMEe MH(OPMAIOHHOU CUCTEMEI, B KOTOPOW XpaHATCs JOKYMEHTEI,

HaVMEHOBAaHMs JOKyMEHTOB, KOITMK KOTOPBIX HAIPABIIAIOTCS [TOIY4aTelIo;

Ha3BaHUA (aiNIoB JOKyMEHTOB C yKa3aHHeM (opMaToB (aiioB U oopemMa
Kaxgoro daiina B 6aiitax;

I1aTa U3rOTOBJICHUS M 3aBEPEHUS KOIIHH.

TIpu 3TOM Ha (u3MdecKd 060COOIEHHOM HOCHTENE HECMBIBAEMBIM MapKepOM
ykasbiBaetcs: «[IproxeHHe K MHChMY OT (nara) Ne ...».

Komnusi 31eKTpOHHOTO JOKyMEHTa, IpEICTaBlIeHHas B BHAE JOKyMEHTa Ha
OyMakHOM HOCHTeNle, 3aBepseTcsi B TMOpSAAKe, YCTaHOBJICHHOM ITpumepHOH
MHCTPYKIHEW JUIi 3aBEpPEeHMs KOMNHHM JOKyMEHTOB Ha OyMaXHOM HOCHUTEIE,
C yKasaHWeM, B Kako MH(OPMAUMOHHOM CHCTEME XpaHWUTCS 3IEKTPOHHBINA
JIOKYMEHT.

2.52. OTMeTKa O IOCTYIUIEHHMH JOKYMEHTa CIYXHUT A1 IMOATBEPKIACHUA
daKTa MOCTYIUIEHHS NOKYMEHTa B OPTaHU3aldi0 M BKIIOYA€T NaTy MOCTYILICHHA
M BXOJSIIMN PErMCTPALMOHHEBINA HOMep NOKyMeHTa. IIpH HEOOXOOUMOCTH OTMETKA
0 MOCTYILICHMH MOXXET JONOJHATECSA yKa3aHWEM BPEeMEHH IOCTYIUICHHS OKyMEHTa
B Yacax ¥ MHHYTax M crioco0a I0CTaBKH JOKYMeHTa.

OrmeTka O HOCTyHJIeHHH JIOKYMEHTa MOXET IPOCTABJIATECA C IMOMOIIBIO
IITaMa.

2.53. Peszomonys OOJDKHA COAEPXKaTh YKa3aHHE MO HCIIOJHEHHIO NTOKYyMEHTA.
Pesomonus ohOpMISIETCS Ha CBOOOZHOM MecTe pabodero Iojs NOKyMEHTa, Ha
GIIaHKE PE3OJIOLMA MM BHOCHTCSA HEMOCPEACTBEHHO B CHCTEMY 3JIEKTPOHHOIO
JIOKYMEHT0000poTa.

Pesomonps JO/DKHA BKIHOYATh: (QaMMWINIO, HHHULKANBI  HMCIOTHUTEN
(ucmonHuTENeR), TOpyYEHHE MO NOKYMEHTY (KOHKpETHOE 3a/laHHe II0 UCTIOJIHEHHIO
NOKyMeHTa Wid (OpMyJIMpOBKa LEeIM  PacCMOTPEHUA JOKyMeHTa), IIpH
HeO6XOAUMOCTH — CPOK HCITIOJHEHHs, TIOAMKCH JIHIA, BRIHECIIErO PE30IIONHIO, 1aTy
pe3on10uHH:

davunug U.0., Gamumus U.0.
ITpoiry NOATOTOBHTH MpPeIIOKECHHSA
k 10.11.2017  Iloonuce

Jata
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CpoX WCIOJHEHHMsS MOpYdIeHH HE JIOJDKEH YKa3pIBaThCs, €CIM OH Ha3BaH
B TeKCcTe TMOCTYIMBIIEro MOKyMEHTa H PYKOBOJUTENb HE CHHTACT HE0OXOIUMBIM
J3MEHUTh €r0 B CTOPOHY COKpalleHHs Wi gBJISeTCS TUIOBBIM s JaHHOTO BH/A
JNOKyMEHTa.

Ilpy yKa3aHWH HECKONBKHX JCHONHATENe (QaMiius OTBETCTBEHHOIO
JCIONHATENS YKa3blBaeTCs TEpBOi, MOAUEPKUBAETCS A ob6o3HayaeTcs CJIOBOM
«OTB.» (KOTBETCTBEHHBI?).

754, OrMeTKa O KOHTpONE CBHJCTENBCTBYET O [IOCTAHOBKE JOKyMEeHTa Ha
KOHTPOIb, IPOCTABIAETCS ITAaMIIOM «KOHTpOJIbY HA BEPXHEM IOJIE JOKyMEHTA.

755. OTMeTKa O HaIpaBleHHM JOKYMEHTa B JeNl0o ompenenseT MecCTo
XpaHeHHs JOKyMEHTa IIOCIC 3aBepileHnss paboThl ¢ HUM H BKJIIOYAET: CJI0Ba
«B nenow, WHAEKC Hena Mo HOMEHKIATYpe e, B KOTOpOe TOMeIaeTcs AOKyMEHT
Ha XpaHeHue, C YKasaHWeM Trond, JOJDKHOCTH JIAIa, OQOPMHBIIETO OTMETKY,

nommucy, fatel. Hanpumep:
B neno Ne 01-18 32 2017 1.
3aB. OT/IeJIOM KOPIIOPAaTUBHBIX TIPOCKTOB
IToonuce Jlata

OTtMeTKa O HaI'IpaBJIeHI/II/I JOKyMEHTa B JeI0 MOXET JOTIOIHATHCA KpaTKiMH
CBEJACHUSAMH O XapakTepe UCIOJIHEHUS JOKYMEHTA.

III. TloaroToBKa 1 OhOpMIIEHHE OTACIBHBIX BHJIOB JOKYMCHTOB

3.1. JloxanpHBlE HOPMATHUBHBIC aKTBI (manee — JIHA) opranusaiii H3JAI0TCA
5 Buge TpaBwi, TOJOXCHHH, MHCTPYKLMH,  PETrIaMeHTOB, niepedHei,
KIacCH(UKATOpoB M ApYrHX BUIOB JIOKYMEHTOB. PexomeHayeMblii 00pasel
oopmienus JIHA Ha npuMEpe [IONOXKeHHs O CTPYKTYPHOM TO/pasieieHii
(npunoxenune Ne 1).

JITHA npuoOpeTaloT — IOpPUAHHICCKYIO culy mocme WX  YTBEPXK/CHHA
pacropsAaUTeIbHBIM JIOKyMEHTOM (mpukasoM)  HIH HEToCpeACTBEHHO
PYKOBOJHTEIIEM OpraHH3aliy VHBIM YIOJHOMOYEHHBIM MM JIALOM.

PyxoBoguTEN! CTPYKTYPHBIX fofpas/ieNieHuil He BIIPaBe U3/aBaTh JIHA.

3.2. JTHA moryT OBITE!

[TOCTOSIHHO eicTByompMH (6e3 orpaHieHIA CpoKa uX TIpMEHEHNA);

BpeMeHHBIMH (JEHCTBYIOIIMMU B TeueHMe yKa3aHHOTO B HHX CpOKa WM 1o
HACTYILICHHs ONPENIENICHHOTO cOOBITHA).

3.3. OcHOBaHUEM JJIS U3TAHUA JIHA sBisiroTCS:
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3aKOHOJATEJbHbBIE M WHbIE HOpPMAaTHBHbIE IIPABOBBIC aKTBI Poccuiickoi
deneparmu  (yKaskl U pacTIOPKEHHS ITpesunenta Poccuiickodt ®epepanuy,
[IOCTAHOBJICHHS W pacropspkeHus IIpaButenscTBa Poccuiickoit @enepanyu, aKThl
(heZlepaTbHBIX OPTaHOB HCTIONHUTENBHOMH BJIACTH);

3aKOHOJIATeNbHEIE aKThl cyOnexra Poccumiickoit Penepanyy, HOpMaTHBHbIC
IpaBOBble AaKTHl OPraHOB rocy/apcTBEHHOM BIacTH CyOBeKTa Poccwuiickoi
denepanym,

paHee u3nanHbe B opraruzamuu JIHA 1/WIIA PaciopsIUTENbHbIE IOKYMEHTBL.

3.4. JIHA u3garoTcs B LENIX:

YCTAHOBNEHWs. HOPM, TpeOOBaHMi, IpaBAl B OTHOMICHMH npeaMeTa
HOPMATHBHOTO PEryJIHpOBaHHsA, paHee He ABJABIIEMCS IPEIMETOM peryupOBaHusL
B OpraHu3alluy,

M3MEHEHHs] CYIIECTBYIOUMX HOpM, TpeGOBaHMH, MpaBUI, YCTAHOBICHHBIX
paHee U3aHHBIMH HOPMATHBHBIMU JTOKYMEHTAMU;

OTMeHbI paHee YCTAHOBJICHHBIX HOPM, TPeOOBaHMH, TIPaBHIL.

3.5. Tpennoxenue o pa3paboTKe MpPOEKTa JIHA BHOCHUTCS PYKOBOIHUTEIEM
CTPYKTYPHOTO ITOJpa3e/IeH s HIIM HHBIM OJDKHOCTHBIM JIALIOM.

3.6. JIHA pa3pabaTheiBaeTcs B Cily4ae, €Ciu:

pMeeTcsl y4acTOK paboTel  (BOMPOCH! JEATENbHOCTH), HYXIAIOLIUKCS
B HOPMATHBHOM PEryJIHPOBaHUH,

TpeGyeTcss BHECEHHE 3HAYUTENBHOTO KOIMIECTBA W3MEHEHUH B paHee
npunsTeiil JIHA;

BEISBIICHO Heckoybko JIHA, perymupyroIMX CMEXHBIE BOIPOCHI, KOTODPBIC
1es1eco00pa3Ho 0ObeIMHATE B OMH JIOKYMEHT.

AxTryanusanus pasee npuBATBIX JIHA oCymecTBISETCA Hepe3 BHECCHHUE B HUX
N3MEHECHUH.

3.7. Tpemnoxenne ¢ OOOCHOBaHHEM Heo6XOMMMOCTH Ppa3paboTKH HOBOTO
JIHA npercTaBisieTcs PyKOBOIMTENEM CTPYKTYPHOTO IOAPASACIEHIS MIH HMHBIM
YIOTHOMOYEHHBIM JOJDKHOCTHBIM JIMIIOM PYKOBOIHTEIIO opraHm3anuu B (opme
JoKnanHo# (CIryKeGHOM) 3alUCKH, B KOTOPOH H3/1araeTes:

BOMpPOC, TpeOyIOIMH pelleHns, ¢ H3N0KEHHEM OCHOBHBIX HAIpaBJICHUMH,
crI0co00B €ro peleHus;

TIPOrHO3 MOC/ECTBUN MPUHATHI HOPMATHBHOTO TOKyMEHTa,

OpTaHM3AIMOHHbIE, KaJIpOBEIE, ~(UHAHCOBBIC, MaTepUalbHO-TEXHUIECKHE
¥ MHBIE MEPOTIPUSATHS, KOTOphle HEOOX0MMO GyieT IIPOBECTH B CBA3U C MPHHATHEM
HOPMATHBHOTO TOKYMEHTa;

nepedeHs paHee u3aHHBX JIHA, moanexanyx OTMEHE B CBS3M C U3JlaHHEM
HOBOT'O HOPMATHUBHOTO JIOKYMEHTA,

IpearaeMsIil CpOK JUIs pa3paboTKi NPpOekTa HOPMATHBHOTO JIOKYMEHTA.



26

3 8. Cornacopanue mpoekroB JIHA —ocymecTBisieTcsd B COOTBETCTBHH
c myskramu 4.1 —4.13 [TpuMepHOH HHCTPYKIIAH.

3.9. JIHA yTBepxmaeTcs NpPHKa30M pPyKOBOIMTEN, eclii OJHOBPEMEHHO
¢ yTBepXK/eHHeM HOPMATHBHOTO  JOKyMEHTA HeoOXoOUMO  TPUHATH  MEPHI
OpraHH3aLMOHHOT0, (GUHAHCOBOTO, TeXHHIECKOTO, KaJ[pOBOTO HMJIA WHOTO Xapakrepa
¥ 7IaTh COOTBETCTBYIOIIHE TIOPYYECHHUS PyKOBOAUTEAM CTPYKTYpPHBIX IOJpas/ieicHuH
YJIY MHBIM paGOTHHUKAM OpTaHU3AINH, 8 TAKKE ECIIt He06X0IUMO BHECTH M3MECHEHHUA
JITH TIPU3HATh YTPATHBIIMMHE CHITy PaHee YTBEPHKICHHEIC JIHA.

3.10. Usmenenns B JIHA u oOTMEHa JIHA ohopMIIOTCS  TPHUKA30oM
PYKOBOJUTEI OpTraHM3allii WM HHOTO JOJDKHOCTHOTO JIMIA, TPUHAMABIICIO
peleHre 00 yTBEPXACHHH JIHA.

Wamenennss B JIHA u otmena JIHA, YTBEpX[CHHBIE HEIIOCPEeICTBEHHO
COOCTBEHHOPYYHOM  TOMNIMHCHIO  PYKOBOIMTEIA OpraHW3allid ~ WIH  HHOTO
YIONHOMOYEHHOTO WM JIOJDKHOCTHOTO JIMIA B rpude YTBEP)KACHHS, BHOCATCA
TIPHKA30M, H3/[aBAEMBIM PyKOBOIHUTETIEM OpraHU3alyH WM HHBIM YIOIHOMOICHHLIM
MM JOJIKHOCTHBIM JIMLIOM.

3.11. B Tekcre mprKaza o0 YTBEPXKICHHUH, H3MEHCHHH wm ormene JIHA
HCIIONB3YIOTCS (POPMYTUPOBKH:

Ipu YTBEPXKAEHUH HOBOTO JTHA: «YTBepauTh (Ha3BaHUe JIHA)» winm
«YTBepaUTH (Ha3BaHUE JIHA) v BBeCTH B JEHCTBHUE C (nara)». Hanpumep:

1. Vreepmutp IlonmoxeHwe O JOKAIBHBIX HOpPMATHUBHBIX aKTaXx

OpraHM3aiuy.

WIIH:
1. Vrepauts lllTaTHOe OpraHusaluy Ha 2018 rom W BBECTH €ro

B meiicrBue ¢ 1 suBaps 2018 T. (IpUIIOXKEHHE).

IIpH BHECEHHH H3MEHEHHH B paHee yreepxnaeHnbii JTHA: «BrecTd H3MEHCHHA
B (nassanue JIHA). Hanpumep:
1. BaectH cieayrolne U3MEHCHHUS B [LItaTHOe pacnucanue Ha 2018 rox,
yTBEPXKIECHHOE NPUKA30M ®EY «HanMeHOBaHHe OpTaHA3aIAm» OT 25 nexaops
2017 r. Ne 345: ...
mpu OTMEHe paHee YTBEPXKIACHHOTO JIHA: «IIpu3HaTh YTpaTHUBLIMM CHIY
(mazBanue JIHA), yTBEpXK/ACHHOE ... > Hanpumep:
4, TlpusHaTh YTpaTUBLIAM CHIY [lonoXeHue © HEHOPMHPOBAHHOM
pabouem AHE, yTBEPXEHHOE PUKA3OM ®BY «HanMeHOBaHHE OpraHH3AINI
ot 15 deppans 2015 r. Ne 22.
3.12. OcuopubiMu pekpusutamu  JIHA  SBISIOTCA: HalMEeHOBaHHUE
OpraHM3aIMy, HAUMEHOBAHUE BU/a IOKyMCHTA ¥ 3arOJIOBOK K TEKCTY,
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COCTaBIAIOIIHE OOHO Iejoe, Trpud YTBEpXKAECHUS, MECTO H3IAHUA

JOKyMEHTA.

Ecnu npoekr JIHA sBisieTcs MHOTOCTPaHHYHBIM M K HEMy OQOpMILETCS
TUTYJIBHBIH JIUCT, YKa3aHHBIE BBIIIE PEKBU3UTHI pa3MeIIaloTCs Ha TUTYJIBHOM JIUCTE.

3.13. Uudopmaliusa CrnpaBouyHOro xapakrepa (rpaduky, CXeMbl, TaOJHIIEL,
(bopMBI JOKYMEHTOB) oopmirseTcs B Buze nprmioxenuit k JIHA.

Ha mpunoxenusx k JIHA odopmnsercss peKBU3UT KOTMETKA O IMPHUIOKEHHH»
B COOTBETCTBUHU C IMMyHKTOM 2.44 [IpuMepHOIl HHCTPYKIUY.

3.14. JIHA BcTymaeT B CHIy B CpOK, YyKa3aHHBIM B IIpHKase, KOTOPBIM
yreepxaeH JIHA, wiu ¢ nats! yrBepxaenus JIHA.

3.15. PacniopsmuTensHble JIOKYMEHTHl OpraHHM3alliM M3JaloTcss B (opMe
IPUKAa30B W pachopspkeHuii. PexomeHnyeMmble o6pasisl OQOpMIEHMS IpHKa3a
¥ pacropsbkeHus (nputoxxeHus Ne 2, 3).

I[puka3sl U34ar0TCS B LENIIX OQOPMIICHHS PEIIEHMI:

HOPMATUBHOTO Xxapakrepa (ecnu mpukasoM yTeepxaaerca JIHA wm
IIpYHAMAEeTCsl pENIeHMe OPraHM3alMOHHOTO XapakTepa, HampuMmep, Hpukas o6
YTBEPXKIEHUH CTPYKTYPHI U IITATHOM YHCIEHHOCTH OpraHU3aLH);

OPraHU3allOHHOTO, aJMHHHCTPAaTHBHOIO, B TOM YHCJIE OIEPaTHBHOIO
XapaKTepa 10 BOIIpocaM OCHOBHOM JEATENBHOCTH OpraHU3aliy.

3.16. IIpoeKTHl MPHUKa30B [0 OCHOBHOH JEATEIBHOCTH TOTOBAT CTPYKTYPHBIE
TONpasfieieHlss OpraHM3allMi HA OCHOBaHWM MOPYYEHHH pyKoBoACTBa GO B
HMHUIMATHBHOM mopsinke. OTBETCTBEHHOCTD 33 KaUECTBEHHYIO MOATOTOBKY NMPOEKTA
IpUKa3a, COrJIaCOBaHHE W IMpaBHIBHOE O(OPMIEHHME IPOEKTa HeCeT PyKOBOJAUTEINb
To/(pa3/ieNIeH s, KOTOPBIii TOTOBUT NPOEKT IPHKa3a U MPEACTABIIET €0 Ha MOAIHCE.

3.17. Koutpons 3a NpPaBWIBHOCTBIO O(OpPMIIEHHS IPOEKTOB IPHKA30B
ocyiectBisier Ciryx0a [e0por3BOACTBA OpraHU3aLUy.

3.18. Ilpukassl, U3gaBacMble B OPraHM3allM, HE JOJDKHBI IPOTHBOPEYHTDH
3aKoHOAaTeNbcTBY Poccuiickoit ®enepauuM, YCTaBy OpraHHM3aniy, JIOKaJIbHBIM
HOPMATHBHBIM aKTaM OpTaHH3all{ ¥ paHee W3JaHHBIM NPUKa3aM OpraHH3alHy.

3.19. Ilpukassl 10 OCHOBHOM AEATEIPHOCTH H3HAOTC!

BO HCIIONHEHHE HOPMATHMBHBIX IPAaBOBBIX aKTOB OPraHOB IOCYAapCTBEHHOH
BJIACTH ¥ BBIIIECTOSIINX OpraHHU3allHii;

B LIENIAX OCYIIECTBIEHHs YNPaBIEHYECKOH NeATENbHOCTH, BBITEKAIOLICH H3
GbyHKIUHA U 3371249 OpraHU3aIHHy.

3.20. IMpuka3sl O OCHOBHOM JEATENBHOCTH COCTaBJISIOTCA Ha OCHOBE
TINATELHOTO M BCECTOPOHHEr0 H3yd4eHHS BOIPOCOB, TPEOYIOIMX pa3pelieHus,
4TOGBI COflepXKaIUecs B IIPHKa3ax MOPYYeHHs GbLIH KOHKPETHBIMHU, 00ecrieYnBaliCch
JIOCTATOYHBIMH MAaTepHabHO-TEXHHYECKUMH M (HHAHCOBBIMM CpEJCTBAMH H
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B JajbHeHIIeM HCKIIoYaau HeoOXOAMMOCTh KOPPEKTHPOBKH NPHHATBIX peleHun
B CBS3H C HETIOJIHOTOM WIIM HeJOPaOOTKOM MPEABIAYILEro MpHKasa.

3.21. Ilpukassl  opranmsanuyd  oGQOpMIISIOTCA  HA OnaHke  MpHKasa
C WCIIONB30BaHUEM CJEAYIOIIMX PEKBU3WTOB: JaTra JOKyMCHTa, perucTpalOHHbIN
HOMep JOKyMEHTa, 3ar0JI0BOK K TEKCTY, TEKCT, MOAIHCE. JlaTa U perucTpalOHHBIA
HOMep TNpHKa3a MPOCTABIAIOTCA TOCHe NONNMCAHUA IpHKasa PYKOBOXWTCICM
OpraHu3aLyy.

3.22. 3aronoBOK K MpHKasy redyaraercs 4epe3 OAuH MEXCTPOYHBIN MHTEPBAI
TI07l pEKBU3KMTaMH OJ1aHKa ClieBa OT TPaHMIIBI JIEBOTO MOJIA. Touka B KOHIIE 3aroJioBKa
He CTAaBUTCA. 3aroJioBOK K IpHKazy (QopMylupyeTcs € IPEIOrOM «O» («ob»),
KpaTKO ¥ TOYHO OTpaXkas COCpKaHHe TEKCTa [IPHUKa3a. Hampumep:

06 yrBepxaAeHHN MIHCTPYKIHMH IO IENONPOU3BOICTBY;

O nopsizke GUHAHCHPOBAHHS PEKIIAMHON KaMIIaHUH,

O co3AaHUH IKCIIEPTHON KOMHCCHH.

3.23. TekcT HpUKa3a COCTOUT M3 IBYX HacTeH: o6ocHoBaHMs (TIpeaMOyJIbl)
¥ PacIIOpS/IUTENbHOM JacTH. B 060CHOBaHHMH YKa3bIBaCTCs OCHOBAHUC, pHUYKHA HIIH
eJib W3aHug JoKyMeHTa. Hampumep:

B COOTBETCTBMH C IpHKa3oM MuHHCTEpCTBA CBA3M W MAacCOBBIX
KOMMYHHKamuit ot 25 pexabpa 2014 r. Ne 1494 «O6 yrBepxneHur Ilpasun
o6MeHa JOKYMEHTaMH B  OIEKTPOHHOM  BHAE TPH  OpraHu3altii
MH(POPMALIHOHHOTO B3aHMOJCHCTBUD) ...

B weisx OpraHM3aUMy ¥ IPOBEIEHHs paboThI MO SKCIEPTH3E ICHHOCTH
JIOKYMEHTOB, 00pa3yloIIiXcs B JeSTelbHOCTA OpraHu3alliH, 1 orOopy UX 1)
nepeqiady Ha XpaHeHHe B apXUB OPraHU3allMy ¥ K YHHYTONEHHIO ...

3.24. PacnopsiauteNbHas 4acTh MpHuKasa Ha4YMHAETCs CJIOBOM
«I1 P M K a3 Bl B @ 0», KOTOpOE 11€4aTaeTCs CTPOHEIMHU OyKBaMH BpaspsIKy.

PacriopsimurenbHasl 9aCTh MOXET COAEPIKaTh:

pellleHys OpTaHKM3alMOHHOTO Xapakrepa (yTBepIHUTb, CO3/ATE, npeobpa3oBaTh,
NMKBHAPOBATH, IPU3HATD YTPATHBIIMM CHILY);

KOHKPETHBIE TIOPY4eHHs C yKa3aHHEeM HCTIONHATEIA (ucmonHUTENER) U CPOKOB
UX BBITIOJIHCHUS.

3.25. Kaxnoe pelenne (opyyueHne) OpopMIISETCs B IPHKA3e Kak OTHENbHBIA
nyHKT. [TyHKTHI IIpAKa3a pacronaratoTcs B JIOTUKO-BPEMEHHOH MOCIIEZI0BAaTeIbHOCTH
u HyMmepyloTcs apabckumu mmpamu. Ecmu mopydeHHe NaeTes KOHKPETHOMY
TTO/[pa3Je/IeHHIO, er0 HANMEHOBaHHE MUIIETCS MOIHOCTBIO, B cKkoOKaxX yKa3bIBalOTCH
haMuIEs M MHULMATBl PYKOBOJWTENS NOAPA3NENCHHs B MMCHHTCIBHOM majexe.
Hampumep:
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...IpHKa3 B BAI:
1. Vue6HO-MeTomudeckoMy oTaeny (Damumus n.0.) x 01.11.2017
[OATOTOBHTh ¥ IPEICTaBUTh Ha YTBEPKJACHME ILUIaH yueOGHO-METOANIEeCKOH
pa6oTtsl Ha 2018 roz.

Eciu TOpyYeHHEe HAeTcs KOHKPETHOMY HCIONHMTENO, ero JIOJDKHOCTH
¥ aMIITHS yKasbIBAIOTCS 6e3 CKOOOK B IaTENBHOM Majeke. Hampumep:

3. ['naBHOMY Gyxrantepy (Oamunus 1.0.) moAroToBUTE U MPEACTABUT
HA PAcCMOTPeHHE W YTBEPXICHHE CMETY KOMaHJUPOBOYHBIX pPacxofoB Ha
2018 rox B CpOK 110 30.11.2017.

[IpeanucsiBaeMoe JEHCTBHE BBIPAKACTCA IJNAr0JIOM B HeomnpeelIeHHON
dopme. He nomyckaercs yIoTpeGIsiTh HEKOHKPETHBIE BRIPAXCHHSA THIA «YCHITUTBY,
«YCKOPHTBY, «0GECTIedHTh B KPATIaHIIIHEe CPOKH.

Ecnu ONHOMY HCIIOJHHUTEII0 HEOOXOAMMO MOPYYHTH HECKOIBKO pa3HbIX
3af@HAii C OXHUM CPOKOM BBINOIHCHNMA, OTBETCTBEHHBIM HCIIOJIHHUTEIL H CPOK
JICTIOJIHEHHS YKA3bIBAIOTCS OIIMH pa3 B OCHOBHOM IIyHKTE, a MIOpY4eHUs] BBIIENAIOTCA
B OTIeNbHBIE MONMYHKTEL. EcIi y TMopydeHHH pasHble CPOKH WCIIOTHEHHUS, CPOKH
YKa3BIBAIOTCS HE B OCHOBHOM IYHKTE, & B K&J3IOM ITOJIITyHKTE.

CpoK HCTIONHEHHs JODKeH OBITh pEalbHBIM, COOTBETCTBOBaTh 00BEMY
npennonaraeMsix pabor. Ilpu yCTaHOBNCHHH CpoOkad clie[lyeT Y4YHMTHIBaTh BpEMs
JI0BeJIeHHs JOKYMEHTa 0 KOHKPETHBIX MICIIOJTHHUTEIIEH.

Cpok WCIONHEHHsS B IIyHKTaX pacTOpS/UTENEHOM 4acTH MpHKasa HE
yKasplBaeTcs B CIy4dasx, ecCiu NeMCTBUS HOCAT PETyIApHBIM Xapakrtep M HX
BLINIOJTHEHVE TIPEIUCHIBAETCS HA BECh INCPHOA nedictBus mpukasza. KommdecTBo
WCIIONHATENEH IO  KaXOOMYy  ITyHKTY (IOANYHKTY) He  OrpaHUYHMBACTCA.
OTBETCTBEHHBIH UCIIOTHATEND YKa3bIBACTCA MIEPBLIM.

Eciu NpHKa3 OTMEHseT IONHOCTRIO WM HacCTHTHO paHee H3[aHHBIC
JOKYMEHTHl 110 TOMy > BONpoCy, TO B TpeArocieHeM IyHKTe IpHKa3a
HeOoGXOMUMO X TMEPEYNCINTh C yKasaHHEM HauMCHOBAHMA JIOKYyMEHTa, €ro JaThl,
HOMepa, 3aronoska. Hanpumep:

4. Tlpu3HaTh YTPATUBIIMM CHUITy IpHKa3 OpraHu3aliy OT 5 aBrycra
2010 r. Ne 175 «O6 yTBep)aeHHI DKCIEPTHOH KOMYICCHH OpraHH3alum».
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TocieqHmit MyHKT TpUKasa — TYHKT O KOHTpojie, B HEM yKa3bIBaIOTCS
JOIDKHOCTh JIMLa, OTBETCTBEHHOro 3a MCIOTHEHHUC JIOKyMEHTa B LIeJIOM, €ro
hamunus ¥ HHAIEANEL. HampuMep:

4. KoHTpONb 32 HCIOJHEHWEM IpHKasa BO3JIAracTci Ha 3aMECTHTE
reHepanbHOro upekTopa PamMmims N.O.
B OT/IeNbHBIX CIydasx PyKOBOAUTEIb OpraHu3alii MOXET OCTaBUTH KOHTPOJb
3a COOOH:
KOHTpOJIb 32 MCIIOIHEHNUEM NPUKa3a OCTABIIIO 32 coboi.

3.26. He BxmouaeTcs B TEKCT NMpHKa3a MyHKT «[Tprka3 OBECTH N0 CBENCHUA
D

T[loppasneneHns M AODKHOCTHBIC JIKIA, 1O cBeZieHUsI KOTOPBIX HEOOXOIMMO
JIOBECTH TIPHKa3, NepPeYUCIAIOTCA B yKa3aTele (JECTe, CITMCKE) PACcCHUIKH, KOTODBIi
FOTOBUTCS HCIONHHTEIeM ¥ MOXeT O(QOpMIATHCS —HAa 06OpOTHOM CTOPOHE
ITOCJIeIHETO JINCTA MPHUKa3a.

3.27. B mpukasax He JOIyCKaeTCs:

Y3MEHeHWe paHee yCTAHOBJIEHHBIX CPOKOB BBITIONHEHHA 3aaHUil B CTOPOHY HX
yBETMYECHHUS;

IpUMeHEeHHE POU3BOJIbHBIX COKpAIlleHUH M HCKaXCHUEC Ha¥MEHOBaHUH
CTPYKTYPHBIX TOZIpa3/eeHuH OpraHu3alyi, MO/BEJOMCTBCHHbIX opraHusauyi -
HCITOJIHUTEIIEH;

IpYMeHEHHe POU3BONIBHBIX (He OOIENPHHATHIX) TEXHWIECKHX H JIpyIHX
TE€pMHHOB, COKPAIIIEHHBIX CJIOB 1 HaMMEHOBaHMH.

3.28. Ilpu HamuIuu IpWIOKEHHH B TEKCTe TpHKasa B COOTBETCTBYIOIINX
ITyHKTaX pacCTIOPAMMTENBHON HacTh AaloTCA OTCBUTKH: ... (mpunoxenue Ne 1), ...
(mpusnioxxenne Ne 2); ... «COTIACHO TIPAIOKEHUIO», Ha TPHIOKCHAN odopmiseTcs

OTMETKa O MPHUJIOKCHUH:
TTpunoxenue Ne 1
x npukazy ®bY «HauMeHOBaHNE

OpraHu3alm»
ot 12.11.2017 Ne 215

WsnaHpe BMecTe C TPUKa3oM NPHUIOKEHUH, He YNOMAHYTBIX B TEKCTC
JIOKyMEHTa, He JOITyCKaeTCs.

Eciu NOKyMEHT, YTBEP)KICHHBIH MPUKA3OM, BIIOCJIEICTBMH AEHCTBYET B BUIC
CaMOCTOSITE/IHOTO JIOKYMEHTa, Ha TIEPBOM JIHMCTE NOKyMEHTZ B BEPXHEM IIPaBOM
yIIy TpOCTaBIseTcs IPHQ YTBEPKACHUA (mpit HeOOXOMMMOCTH, — C YKa3aHHEM
HOMepa MPHIIOKEHHUs), HAPAMED:
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HucTpyxuys VTBEPXJIEHA
npukasoM PBY «HaumeHoBaHWe

OpraHU3aLAN
ot 22.01.2017 Ne 5

3.29. PacriopsixeHus o(hOPMIISIOTCS TIO TeM ke NPaBMIIaM, 910 1 TPUKasEl, 3a
JCKIIOYEHHeM TOTO, YTO B KOHIE TpeaMOyJbl CTaBUTCA JIBOETOTHE, NOCIE HETo
ClleIyIOT ITHKTHI PacTopsAUTeIbHOM JaCTH. Hanpumep:

B mensx ucnonHenus npuxasa OBY «HauMenoBaHue OpraHH3atii oT
22 aprycta 2017r. «O6 opraHu3amuy W TPOBEICHUH KoHKypca «Jlyammii
cekpeTaphb KoMmanua — 2017»:

1. PykoBomurensM YNpaBleHHH, OTAENOB H naboparopuii B CpOK
no 10 cenrsops 2017 r. mpeacTaBUTbh CBOH IpeJIOKEHUS O KaHIMAATypax
cexpeTapeil U JeNONPOU3BOUTENeH sl y4acTHs B KOHKYpCE.

2. ...

PacniopskeHHsI MOTYT HE HMETb npeaMOyJIBL.

3.30. Jlo OpeiCTaBlIeHHs HAa MOANMCH MPOSKT Tpukasa (pacmiopsxeHu)
COIVIACOBBIBAETCS C 3aMHTEPECOBAaHHBIMH JIMI@AMH B COOTBETCTBHA C IMyHKTaMH
4.1 —4.11 IIpuMepHOH HHCTPYKIHH.

3.31. TIpuxka3 TOAMKCHIBACT PYKOBOAUTEIDL opraHuzalli¥ WM  JIMIO,
HCToNHSoNIee ero 0043aHHOCTH.

PacnopspxkeHue IOIMUACHIBAETCA  PYKOBOAMTEIEM W/unu AHBIMU
YIIOJTHOMOYEHHBIMHU MM JIHIAMH.

3.32. Komuu mnpHKa3oB (pacmopsDKeHMH) PACCHUIAIOTCS B  COOTBETCTBUMU
C yKasaTeieM (JILCTOM, CIIMCKOM) PacCHUIKH.

DJTeKTpOHHAs KOMHMs IpHKa3a pasMeIlacTCs B COOTBETCTBYIOIIEH 0a3e TaHHBIX
CDJI Wi Ha KOPIIOPaTUBHOM NOpTaJie OpraHu3alii B cetu «IHTEpHETY.

3.33. Ilpu odopmieHMr NpHUKasa, H31aBAEMOIO COBMECTHO C JApYyro#
OpraHM3aluen:

OyaHK He UCIIONB3YyeTCs,

HAMMEHOBAHHS OpTaHM3al|} II€YaTalOTCs Ha OJIHOM YPOBHE;

HanmeHoBanue Buaa nokymenta (TIPIKA3) pacrionaraetcs 1o HEHTPY.

JlaToli COBMECTHOTO TpHKa3a SABICTCA Aata TPOCTaBIeHH TMOCIe/HeH
NOJIKCH Ha JOKYMEHTE. PeruCTpalMOHHBIA HOMEP COBMECTHOIO NpHKasa COCTOUT
W3 PEruCTPalMOHHBIX HOMEpOB, TPHCBOCHHBIX KaKIOM W3 OpraHu3anui
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¥ [IPOCTABJIIEMBIX Jepe3 KOCYIO YepTy B MOPAIKE yKasaHHA opraHm3aluii — aBTOpPOB
JOKyMEHTa.

TeKCT COBMECTHOTO NPHKA3a U3/AaraeTcs OT MEPBOro JUIA MHOXCCTBEHHOTO
ypcna («IpUKa3bIBaeM»), TIOIIHCH PYKOBOAMTENEH OpraHu3aluii pacronaraioTcs Ha
OJJHOM YPOBHE CJI€Ba H CIIPaBa.

3.34. JlesTeNbHOCTh IO COBMECTHOH BEIpaGOTKe pelleHud Ha 3ace/aHusiX
COBETOB, KOMHCCHH, COBEIAaHHUAX 0QOPMILIETCS POTOKOJAMH.

ITpOTOKON ~COCTaBIIeTCS Ha OCHOBaHMH JAKTODOHHBIX  (PYKOIHMCHBIX)
3ammmceil, IPOM3BEIEHHBIX BO BpeMs 3ace/laHusl, [IPe/ICTAaBICHHBIX TE3MCOB JIOKJIAJIOB
¥ BBICTYIUICHUH, CIIPABOK, IPOEKTOB pemeHmuii (IIOCTaHOBIEHHUIH).

ITpotokon odopMiseTcs B TE€IEHHE ORHOTO-TPEX mHed r1ocie IpOBEHCHUS
3aceqaHus], ECIIM CPOKH €ro IOArOTOBKH HE OTrOBOPEHBI ocobo.

3.35. PekBH3UTaMM IPOTOKONA SBISIOTCS: HAUMEHOBAHME OpTaHH3amiH,
HaMMEHOBAHIEe BHIA NOKYMEHTa, 3arolioBOK K TEKCTy, laTa M MECTO 3ace/anHi,
PETHCTPALMOHHBIH HOMEp MPOTOKONIA, TEKCT, OATHCH.

3.36. 3arolOBOK K TEKCTy IPOTOKONa OTBEYaeT Ha BOIPOC «gero?»
¥ COIIEPXKAT yKa3aHHe MOAPA3JIeCHAs HWIM Opratd, NeSITeIPHOCT  KOTOPOTO
npotoxoupyercs. Hampumep:

TIIPOTOKOJI 3aceJanusd aTTeCTaHHOHHOﬁ KOMHUCCHUH
IIPOTOKOJI 3aceJaHus HaquO-MCTOI[quCKOﬁ KOMHUCCHH.

JlaToii IpoTOKONA ABJISETCSA AaTa 3ace/laHud. Ecnu 3acenanue NpoAoKacTCs
HecKONbKO HHel, yKkasplBaeTcs Jara Hadyaja 3acellaHud M yepe3 THUpe — HaTa
oxonuanus: 12-13 mas 2018 r.

3.37. TekcT NPOTOKOJA JOMKEH COCTOSATh M3 ABYX 4YacTei: BBOJIHOM
11 OCHOBHOI. B BBOJIHOM YacTH IPOTOKONA YKa3bIBAIOTCHA Gamunuy mpecefaTels
(npence,uaTenLCTByromero); cexperaps; GaMHIAK YIaCTHHKOB, IPUCYTCTBYIOIINX Ha
3ace/IaHHUIL; JIII, IPUITIALIEHHBIX Ha 3aCeJlaHNe; ITOBECTKA AHA.

Eciii KONMYECTBO MPHCYTCTBYIOIMX Ha 3aCelaHuy INPEBBIIIACT 15 4enoBex,
B BBOOHOM 4YACTH IMPOTOKONA JENaeTcs CChUIKa Ha CIIUCOK, SBISIOIIUACA
HeoTbeMIIEMOIl YacThio IpoTokona. Hampumep:

[IpucyTcTBOBaNIM: 25 Yel. (CIHCOK TIpUJIaraeTcs).

BpojHas 4acTh IMPOTOKOJA 3aKaHIHUBACTCH TOBECTKOM J(HS, COAepXallei
TepeueHb PACCMATPHBAEMBIX BONPOCOB, IEPETHCICHHBIX B Nopsifike UX 00CyKACHNA
C yKa3aHWEM JOKIaJuMKa IO KaKAOMY paccMaTpyBaeMOMy BOIIPOCY. Bompocsl
IOBECTKH JHA (POPMYTHPYIOTCS C MPEJIOroM «O» («06»), e4aTaroTCs OT IPaHULIBI
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JIeBOT'O TOJISt K HyMepyIOoTCs apabcKuMu LudpamH.

B OCHOBHOI YaCTH NPOTOKOJA GPUKCHPYETCs XOA 3aCCAAHIA.

3.38. TTo/HBI# MPOTOKOJ CONEPXKMT 3aMUCh TOTO, YTO MPOHCXONMIO BO BpeMs
3aceJaHys, BKITIOYAs BOIPOCH! K JOKIAAIUKY, OTBETHl Ha HHUX, BHICTYIUIEHHS B XOZ€
06CyXIeHHs BOIIPOCa, Pe3y IbTaThl MOIOCOBAHMA IO BOIIPOCY H TPUHATHIC PEIICHHUS.
PexoMeHIyeMslii 06pasel] oGopMIIeHHS TIOJIHOTO POTOKOIA (npusoxerue Ne 4).

KpaTkue MPOTOKONBI BEXYTCSA MNP PacCMOTPEHHH BOIIPOCOB OIEPATUBHOIO
xXapakrepa. PeKkoMeHIyeMbIH oGpaseni  ohopMieHHs ~KPAaTKOro  IIPOTOKOIA
(mpunoxenre Ne5). B KpaTKOM HpOTOKOI® duxcupyeTcss TeMa OOCYXIECHH,
haMEIHst JOKITAIIMKa [0 BONPOCY ¥ IPAUHATHIC PEICHHA.

3.39. OcHOBHAs 4acTh TOJHOrO TPOTOKOJa COCTOMT W3 pas3felnos,
[IOCBSIIEHHBIX BOIPOCAaM IOBECTKH AHA. XOA PacCMOTPEHUS KQXJIOT0 BOIpOCa
3alIACHIBAETCA B ITOCNIEOBATEIIBHOCTH: CJIYILIAJIA — BBICTYIIUIIM — PEIIUJIN.

TMocTaHoBIeHHe (peLIeHre) B TeKCT MPOTOKONA BHOCHTCS IOMHOCTHIO B TOH
dopMyIMpOBKe, KOTOpas ObLTa INPUHATA HA 3acelaHuH; IIpH HeO00XOOUMOCTH
TIPUBOAATCS UTOTH TOJOCOBAHMA: «3a— ..., IPOTHUB —..., BO3/IepKaloCh — ... ».

3.40. ITpoToKoOX 3acelaHus IOANKUCHIBACTCA npencenareaeM
(mpeziceAaTeNbCTBYIOIMM) M CEKpETapeM 3ace/laHt, ecJIi MHOE HE YCTaHOBJIEHO
JIHA.

3.41. TIpu HeOGXOAMMOCTH KOIMH TPOTOKOJIOB HIIH BBIIMCKH U3 IIPOTOKOJIOB
PAcCHUIAIOTCS 3aUHTEPECOBAHHBIM JIMIAM B 5E€KTPOHHOM BHJI€ B COOTBETCTBHH
C yKa3aTeJleM PacChUIKH.

B BbIIFCKE W3 IPOTOKOJNA JOJKHBEI BOCIIPOHM3BOIUTHCH BCE PEKBU3UTEI
3arOOBOYHOM YACTH IIPOTOKOJNA, BBOJHAs YacTh, BONPOC IOBECTKH JHS, 0
KOTOpOMY TOTOBHTCS BBINHCKa, M TEKCT, oTpaxaronmii obcyxaeHue BOmpoca H
NpHUHSITOE PEIICHHUE.

3.42. JlenoBoe (ciyxeGHOe) MHCBMO TOTOBMTCA Ha 6nanke nuceMa. [Ipu
COCTABJICHNH THCeM OQOPMIISIOTCS PEKBH3UTRI: aIpecaT, 3arojloBOK K TEKCTY, TEKCT,
MOAMWCh, OTMETKa 00 WCHOJHHUTENE, B HeoOXOAMMBIX Cly4asx — OTMETKa
O TIPUIIOKEHHUH. PekoMeHAyeMbIli  oOpasel] OGOpMIEHHSA  JACNOBOTO ITUChbMa
(npunoxenue Ne 6).

3.43. Ecnay nuChEMO SIBISETCS OTBETOM Ha MIOCTYIHBILMHA 3aIpOC WK pocs0y,
3aTIOJHAETCA PEKBU3MT «CCBLIKA Ha periCTpaLOHHBIH HoMep U JaTy MOCTYMHBIICrO
IICHEMaY.

HapmeHnoBaHue BHAa TOKYMEHTa («nMCEMO») M PasHOBUIHOCTH IMHCHMA
(HampuMep, «TPOcEOay, «MH(OPMAIMOHHOE», «COMPOBORUTEIIBHOCY, «3ampocy,
«HATIOMUHAHMEY) B IENOBBIX (CIIyXeOHBIX) MIChMaX HE YKa3bIBAtOTCA.
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Eciy MHCHMO HAIpaBJIsAeTcs aapecary 10 dJIEKTPOHHOM IouTe MM Mo (akcy
6e3 JIOCBUIKH II0 TI0YTE, BMECTO IOYTOBOIO aJipeca yKa3bIBaeTCs aJjpec IEKTPOHHOM
HOYTHI WM HoMep TenedoHa-Pakca.

3.44. JlenoBoe (ciyxeOHOE) IHCHMO IOJDKHO OBITh IIOCBSAIIEHO OJHOMY
Borpocy. Ecnu HeoOXomuMo OOpaTHUTBCS B OpraHM3alldi0 OJHOBPEMEHHO IO
HECKOIBKHAM BOIIPOCAaM, PEKOMEHIYETCsI COCTaBUTh OTHENBHOE MUCHMO IO KaXOMy
U3 HUX.

[TucEMO MOXET KacaThCs HECKOJIBKUX BOIIPOCOB, €CJIM OHH B3aHUMOCBSI3aHBI.

3.45. B onHOM mHCHEMeE He JOJDKHO OBITH Oosiee YeThIpex afpecaToB, IIPU TOM
OCHOBHOM ajpecar yKa3bBaeTcsi II€pPBBIM, OCTAJIBHBIM ajpecaTaM IHCBMO
HAIpaBJIsIeTCs] IS CBEICHHUS.

IIpu HeoOXOAMMOCTH HAaNpaBUTh NMHCEMO OONBIIEMY KOJIHYECTBY aJpecaTos,
TOTOBHTCS CIIMCOK PACCHLIKH, Y ITFCbMa PacChUIAIOTCS MO CITHCKY.

3.46. IIpy COCTaBIIEHHH [EJOBBIX IHCEM HCIOJB3YeTCs BCTYNHTEIBLHOE
obpalieHne ¥ 3aKIIOYMTENbHas JTHKeTHas ()pasa B COOTBETCTBHM C ITyHKTOM
2.43 TlpuMepHOH HHCTPYKIHH.

3.47. TekcT nmucbMa U3Jlaraercs:

oT 1-r0o NMIa MHOXECTBEHHOTO 4YHCIa (IIPOCHM...», «IpeanaraeM...»,
«HAIIOMHHAEM. ..»);

OT 3-T0 JHIa €IUHCTBEHHOTO YHCIA («IPEAIPUIATHE CYUTAET BOSMOXHEIM ...»,
«MHCTUTYT HE PacIoyiaraeT BO3MOXKHOCTEIO ...»);

oT 1-To JMIa eJUHCTBEHHOTO YHCIa (CIpOMLLY ...», IPEANaram ...»), €Cld
UchMO 0QOPMIISETCS Ha TOJDKHOCTHOM OIIaHKe.

3.48. Ecny HpoekT AejoBOro (Ciry:keGHOro) muchbMa HampaBJIAeTCs aapecaty
[10 TI0YTE, IPOEKT FOTOBHTCA B ABYX SK3EMILIAPAX: OJHMH IK3EMILLSIP OpOpMILIETCS Ha
GnaHKe, BTOPOM OK3EMIUIAp, NpeAHA3HAdeHHBIH Ui BU3UPOBaHHA) — Ha
CTaHJApTHEIX JIUCTaX OyMary.

Jlenosoe (ciyxeOHOE) MUCHMO [0 IPEACTaBICHUs Ha IOAIKCEH JOTKHO OBITH
COTTIacOBaHO (3aBH3MPOBAHO) CO BCEMH 3aHHTEPeCOBaHHBIMA JinuaMu. CornacoBanue
(BU3MpOBaHME) JMENOBBIX IHCEM IIPOBOAMTCA B COOTBETCTBUM C IyHKTaMH
4.1 — 4.11 IlpumepHO# MHCTPYKIIHH.

3.49. JlenoBoe (ciayxeOHOE) IHMCHMO TOJMUCBIBACTCA  PYKOBOAHUTEICM
OPTaHM3aIlMM WM WHBIM YIOJHOMOYEHHBIM MM JuioM. IlopmucanHoe aenoBoe
(cmyxeGHOe) MICHMO MOJJIEXHUT PETUCTPALMH B OTIIPABKE.

He nomyckaercss OTHPaBIATh aApecaraM MNHCbMa, HE HMEIOMHUe JaThl U
PErUCTPAIIOHHOIO HOMEpA.

3.50. Ilocrme mMOANMCAaHMA IMHCBMa M €ro PEruCTpalldd 3K3eMIUIAp IMChMa
C BU3aMH 3aHHTEPECOBAaHHBIX JIMII IIOMEMIAeTCs B IEIO.
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3.51. AKTHl COCTaBJISIOTCS Ha OCHOBE YTBEPXKICHHBIX OpraHamMH BJacTH
yHUQUIUPOBaHHEIX GopM Wi B cBoOOAHOH ¢opMme B LENsX NOATBEPKICHUA
(aKTOB, CBA3aHHBIX C JESTENBHOCTHIO OpraHu3anuu. PexomeHmyemslii oGpasen
ogopmiienns akta (mpuinoxxerue Ne 7).

3.52. IIpx cOCTaBIEHUMH AaKTOB MHCIONB3YIOTCS PEKBH3UTHI: HaWMEHOBaHHE
OpraHM3alliK; HAMMEHOBAHWe BUJA TOKYMEHTa; jaTa JIOKYMEHTa; PETHCTPAlMOHHBIN
HOMEpP JOKYMEHTa; MECTO COCTAaBICHHS HWIY HU3JaHHMs JOKYMEHTa; 3arojloBOK K
TEKCTY; HOIIIUCH.

3.53. JlaToif akTa sBJSAETCS [aTa COCTaBJIEHHSA aKTa M IIOANHUCAHMSA €ro
COCTaBUTEISIMH.

Ecin ¢opMoii akTa MpegyCMOTPEHO €ro YTBEPXKICHHE PYyKOBOTHUTEIIEM
OpraHM3allid WJIM HMHBIM YIIOJHOMOYEHHBIM JOJDKHOCTHBIM JIMIIOM, JaToOH aKTa
ABJIAETCS JIaTa €0 yTBEPKACHUS.

3.54. B BBOAHO YaCTH aKTa B MIMEHUTEIBHOM IIaJIe)Ke YKa3bIBAIOTC:

OCHOBaHME  COCTaBIE€HHS  akTa  (JIOKaJpHBIi  HOPMATHBHEIM  aKT,
paCTIOpSTUTENEHEIN TOKyMEHT OpraHusaluyu (NpHKa3s, pacropsDkeHHe); (QakT HiId
COOBITHE, TIOCTYKHBIIEE OCHOBAHHEM IS COCTAaBJICHHS aKTa);

COCTaBUTENH aKTa (TepedrcisioTes nocie ciaoBa «CocTaBleH» ¢ yKa3aHHEM
IOJDKHOCTEH, HAWMEHOBaHWHM OpraHM3allii, €CJId COCTaBUTENH  ABIIAIOTCA
TIpe/ICTABUTENISIMA APYTOM OpraHu3aliy, GaMUIHi ¥ HHALKATIOB).

Eciu akT COCTaBJIeH KOMHCCHEH, IEpBOi yKa3bIBaeTcs haMMIIMs MpeceaaTens
KOMHCCHHY, 3aTEM YJIEHOB KOMHUCCHH B aJi(paBUTHOM IIOPSJIKE.

3.55. B TekcTe aKTa U3J1araloTcs Liedd U 3aJ1a4d COCTaBIICHHS aKTa, CYyIIHOCTB,
XapakTep, METOMBI ¥ CPOKH IPOfieTIaHHOH paboThl, €¢ pe3yIbTaThl.

[Tpr HEOGXOAMMOCTH aKT MOXKET COZIEPXKaTh BHIBOABI 1 PEKOMEHIALMH.

B 3akmounTensHOM YAaCTH aKTa YKa3bIBAIOTCS KOJMYECTBO IOATOTOBICHHBIX
9K3eMIUIIDOB aKTa M MECTOHaXOXJAeHHe KaxJaoro sksemmuspa. KomndecTso
5K3eMIUISPOB aKTa OIpeleNseTcs] KOIMYECTBOM CTOPOH, 3aUHTEPECOBAHHBIX B €ro0
COCTABIEHMH, WIM HOPMATHBHBIMH  TpeOOBaHUAMH, PperIaMEHTUPYIOIIHMH
COCTaBJIEHHE aKTOB KOHKPETHOM Pa3HOBUIHOCTH.

3.56. DK3eMIUIAPHl aKTa TOAMMCHIBAIOTCS BCEMH WIEHAMHM KOMHCCHH (eCiH
aKT COCTABISUICS KOMECCHeH) WM COCTaBHTENAMH M, NpH HeOOXOIUMOCTH,
IPUCYTCTBOBABILIMMH JIMLIAMH.

IIpu MOAIMMCAaHUM aKTa MpenceaaTeNieM U WieHaMH KOMHCCHM HaMMEHOBaHMA
UX JO/DKHOCTEN HE YKa3bIBalOTCH.

Ocoboe MHEHHE COCTaBUTENId akTa M3/laracTcs Ha OTIEIbHOM JIHCTC,
IOITHCHIBACTCS M MPUJIAraeTcs K akry.

3.57. Ecnu 3akoHOAaTenscTBOM Poccmiickoit ®enepalud IpeayCMOTPEHO
O3HAKOMJIEHHE C COJIEp)KaHHWEeM aKTa JMI, YIIOMAHYTHIX B aKTe, IIOJ IIOAIKCH, Ha
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[oceMHell CTpaHHMIEe aKTa MpPOCTABISETCS O3HAKOMHTCIBHAT BH3d «C axTtoM
03HAKOMJIEH(BI)», TIPH O3TOM YKa3bIBAIOTCS HANMCHOBAHMS IOJDKHOCTEH, JTMYHBIE
TOJHCH, PAcIIMppPOBKH TMOAMKMCEH, JATBl O3HAKOMIICHH. JIuna, KOTOpBIE
3HAKOMATCSA C COJEpXKaHWeM aKTa, MMEIT MpaBo He COTIACHTBCA C COZIEp)KaHUEM
aKT2 B LEJOM WIM €ro OTACNbHBIMA [ONOXEHMAMY, €HTO JIOJDKHO OBITH
3adMKCHPOBAHO NPH O3HAKOMIIEHHH C aKTOM.

3.58. Jloxnanuas (cimyxebGHasi) 3amuCKa WCIONB3YCTCA JUIA OIepaTUBHOTO
uH(pOpPMAIMOHHOrO ~ OOMeHa ~ Mexay  CTPYKTYpHBIMH HoApa3ieNICHUsAMHA
1 pyKOBOJCTBOM. PeKOMEHITyEeMBIC o6pasupl  OhOPMIICHHS JIOKIAJHOH 3aIiCKH
¥ CIy)KeOHOH  3aIlHCKH, [OATrOTOBIEHHOH HAa OCHOBE 3JEKTPOHHOIO mabioHa
(mpunoxkerus Ne 8, 9).

359, OGs3aTeNbHBIMA PEKBU3MTAMH JIOKIA[HOM (cimy>xeOHOM) 3amUCKH
JRISIOTCS: HAMMEHOBaHHE CTPYKTYPHOTO TMOJpasfesieHus, HauMEHOBaHHe BHJIA
[OKyMeHTa (OKJIaqHas 3aIucKa, ciykeOHasi 3allACKa), /1aTa, 3aroJioBOK K TEKCTY,
afpecar, TeKCT, MOJITHCE.

3.60. [lpu ajxpecoBaHMH JOKIAJHBIX (cmy*eOHBIX) 3alHCOK YKa3bIBAIOTCA
B ATEJBHOM MafieXxe MODKHOCTh JIMIA, KOTOPOMY alpecoBaH IOKYMEHT, haMuims

u uHunEanel. Hampumep:
3aMeCTUTEIIO FEHEPATBHOTO
nupextopa ®bY «HaumeHOBaHUS

OpraHu3alum»
davmunus HU.O.

1581058

PyKOBOAUTEIIO JlenapTaMeHTa
1HGOPMaIMOHHBIX TeXHOJIOTHH
damunus 1.0O.

3.61. JloxnamHble (ciy>xeOHbIE) 3aMuCKU MOTYT COCTaBJIATHCH,
paccMaTpHBaThCsl U XPaHUTBCS B TEHCHUC YCTAHOBJIEHHOTO CPOKa HMCKIFOYHTEIBHO

B JIEKTPOHHOM BHJI€ B CO/.
[Ipu opraHu3alyuM pabOTEl C JOKJIaJHBLIMH (cnyxeOHBIMM)  3alTHCKaMH
B 5JIEKTPOHHOM BHJI€ HCIOIB3YIOTCS  JNICKTPOHHBIC maGoHBl  JMOKJIAJHOH H

cITy>)KeOHOM 3aMiCOK.
3.62. TexcT MOKNAamHOM (CIy>XeGHOM) 3amUCKH, B 3aBUCHMOCTH OT CJIOXKHOCTH

cojepxXanusi H HpHBOI[HMOfI apryMeHTaluy, COCTOHUT H3 OJIHOM, IBYX MM TPEX

yacTeiu:
B IIEpPBOM YaCTH H3JararoTcsa TPUYVHBI, (akThl WU COOBITHS, MOCIYXHUBIIHE

IOBOJIOM JIJIsl COCTaBJICHU JOKYMCHTA,
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BO BTOpOM 4YacTH JaeTcs aHajiu3 CIIOKMBILICHCS CHUTyallii, BO3MOXHbIC
BAPHMAHTHI €€ PEIICHNUS;

B TPETheH JaCTH U3JarajoTCs BHIBOABL.

3.63. Perucrpanusi MOKIAJHBIX H CTyXeOHBIX 3alHCOK OCYIIECTBIACTCA
g COJI, npu orcyrctBur COJl — B CTPYKTypHOM nofipa3ieNeHHH, IOArOTOBUBIIEM
TOKyMEHT.

3.64. JlenoBele NHCbMa, HaNPaBIIEMBbIE 3apy0eXHBIM KOPPECIOHACHTaM
(BTOM YHCIE ajapecaTaM TOCYAapcTB — GBIBIIMX PECIYyOIHK B COCTaBE CCCP),
oopMIIsIOTCS Ha GraHKe MAChMa OpraHH3aluH C PEKBU3UTAMH Ha PyCCKOM M OZTHOM
13 HHOCTPAHHBIX S3BIKOB.

3.65. [TucsMo, Hampapisemoe 3apyOexHOMy anpecary, COCTaBIACTCH Ha
PYCCKOM sI3bIKE, MPOXOIHT COITIACOBaHHE CO BCCMH 3apHTEPECOBAHHBIMH JIIAMH
OpraHW3aLAY, [OCje Yero MUChMO NePeBOJMTCA Ha OIUH M3 MHOCTPaHHBIX S3BIKOB
(a3BIK afpecaTa HIH AHTIIMACKHE S3BIK) M odopmisiercs Ha OllaHKe MHCHMa,
TpeHa3HaueHHOM JULT IIEPENHMCKH C 3apyGe)XHBIMH KOPPECIIOHIEHTaMH.

[ToIMHHAK MHChMa, OQOPMIEHHBIA Ha OIHOM M3 HHOCTPAHHBIX SI3BIKOB,
JIOJKeH OBITh HAEHTHIEH MO COAEPXKAHUI0 SK3EMILIIPY Ha PYCCKOM sI3BIKE C BU3aMH
3aMHTEPECOBAHHBIX JIKIL.

3.66. Ha moAmuch PYKOBONMTENIO TPEACTABISIOTCS: JK3EMIUIIP IIMCHMAa
3apy0eXHOMY KOPPECTIOHICHTY, ohopMIIeHHBIH Ha GaHKe, KOMUs JAaHHOrO MUCsMa
Ha CTaHJapTHOM JHcTe Oymard ¢ BU30H HMCIIONHHTENS, SK3EMIULIp NHCbMa Ha
PYCCKOM SI3bIKE C BU3aMHU 3aHHTEPECOBAHHBIX JIHIL.

3.67. [locie  MOANMCAHWMS  [HMCbMa  DYKOBOAMTEGNEM  HIH WHBIM
YIIOJTHOMOYEHHBIM UM JIMIIOM:

3K3eMIUIAP IHChMa, OpOPMIICHHBIH Ha GraHKe, MONIMCAHHBIM PYKOBOTHUTEICM
¥ 3aperUCTPUPOBAHHbIN B Ciryx0e e0oNpon3BOJCTBA, HAPABIETCs allpecaTy;

KOMMS THCHMa ¢ BU30M MCIIONHUTENA U SK3EMILLIP ITHChMA, COCTaBJIEHHBIN Ha
PYCCKOM SI3BIKE, C BU3aMH 3aHHTEPECOBAHHBIX JIHIL [IOMEINATCs B IEO.

3.68. IIuchMa, HampapiseMble 3apyOeXHBIM ajpecaTaM, JOJDKHBl HMMETh
PEKBH3HTHL: ajipecar, laTa, PEruCTPaLOHHbIA HOMEp, TEKCT, TIOANHCE.

IIpy HeoOXOOUMOCTH MOTYT oOpMIIATECS ~ PEKBUSHTBI  «CCBUIKA Ha
PErHCTPALIOHHbIA HOMEp M JIaTy HOCTYHBIICIO [HCbMa» M «3arojloBOK K TEKCTY».
Ha KoIuy IHCchMa, IOMEIIAeMOi B JIENO, HOMONHUTENBHO NPOCTABIACTCA oTMeTKa 00
HCIIOJTHUTEE.

3.69. PexBm3uT «ajpecat» odopmisiercsa crpasa IOA pexsusuTamMu OmnaHKa.
AnpecatoM MUCEMa MOXET GBITH OpraHM3aI|A Wi KOHKPETHOE JUIIO.

Ec/i HCHMO aJpecOBaHO OPTaHM3alliH, CHadala NacTcs e HaHMMEHOBaHHE,
saTeM — IIOYTOBBIA ajpec B IMOCIEJOBATEIBHOCTH: HOMEp JOMa WIA 31aHuA,
Ha3BaHWe yJIMIbI; Ha3BaHHe ropoJia; CTpaHa.
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Ka) sl SIeMeHT ajpeca MULIeTCs Ha oTnenpHO# cTpoke. Haspanue ropoaa,
KaK TIPaBUIIO, [Ie4aTaeTCs MPOMMCHBIMH 6yxsamu. Hanmpamep:

Brook & Son Toymakers
61-71 Steel Street
BRIDGETOWN

BR61 7RE

U.S.A.

Crosa Avenue, Street, Place 1 MHBIC B a/[pECE TIHIITYTCS C IPONMCHOM GYKBBL.
[Ipu ohopMIICHAH MOYTOBOrO agpeca 3apyOeKHBIM KOPPECHIOH/ICHTaM
TIyHKTyaIlHs He NPUMEHACTCS.
IIpu ampecoBaHHM MHUCEM HeoOX0oAMMO YUYHUTHIBATh TPaIHINH, XapaKTepHbIe
IS OTHENbHBIX CTpaH (HampuMep, B BenukoOpUTaHMH TOCTe YKa3aHHd roponia
MO3KeT OBITh YKa3aHo rpad)cTBo, B CIIIA - Ha3BaHHe IITaTa).
FEci B Ha3BaHWM (QUPMBI IPUCYTCTBYCT damunus ML (nanpumep,
W. Edward & Co., Ltd), nepen HasBaHHEM upMBl [IPHHATO CTABUTEH CJIOBO Messrs
(cokpalieHue oT Messieurs — TOCIIONA).
Fcii IEChMO aJpecyeTcss KOHKPETHOMY JIHILY, repe/l Ha3BaHUeM OpraHK3allH
yKa3HIBAIOT (HaMILTHIO U IOJDKHOCTR pabOTHHKA WM ero IOJDKHOCTD.
Hanpumep:
Mr. Andrew Roach
Sale Manager
Super Toys Ltd
Chatfield Road
NEWTOWN

NE12 OLD
U.S.A.

370. B muceMax 3apyOexHBIM aipecaraM nara odopmiseTcs CIOBECHO-
1ubpOBBIM CIIOCOOOM B [10C/IeIOBATENBHOCTH: IEHb MeCsLa, MECALL, ro.

Hanpumep: 24 siHBaps 2017 r.

IIpu cocTapeHUH MUCEMA Ha AHTIIMMCKOM SI3BIKE JOIyCKacTCA oopmiIeHHE
JaTHl B IIOCNE0BATEIbHOCTH: TOL, Mecsill, JIEHb MecsAla.

Hamnpumep: 2017, January 24.

3.71. B mmchMax 3apyOexHBIM ajpecaraM JICTIONB3YIOTCS BCTYIUTENIBHbIC
oGpaIteHys 10 JOIDKHOCTH MM IO damunuy ajipecara. Hampumep:

VBa)kaeMbli TOCTIOAYH Toprosaiit COBETHHK!

VBa)xaeMbIil TOCIIOAHH Amnrenos!
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3aKaHIUBACTCS IIHCBMO 3aKITIOYMTENBHON TUKETHOM dbpazoi
«C yBa)XXEHHEM, ...».

IV. CornacoBaHue MPOEKTOB JOKYMEHTOB.
TMoamucaHue (yTBepXKAeHHE) IPOEKTOB JIIOKYMEHTOB

4.1. CornacoBaHue IpOeKTa JOKYMEHTa IPOBOAUTCS MO €ro MOAMACAHNA
pyKoBOMTENEM B LEAX OIICHKH COOTBETCTBHA IPOCKTA 3aKOHOJATENBCTBY
Poccuiickoit ®enepalyy, TOKaIbHEIM HOpMAaTHBHBIM aKTaM opraHu3alyy, KaqecTsa
1 5 (hEeKTHBHOCTH IPENaracMoro peleHus.

CoriacoBaHue IpoeKTa HOKyMCHTa OpraHu3yeTcs HENOCPeNCTBEHHBIM
JCTIONHATENeM (COCTAaBHTENEM) H PYKOBOJHTENIEM OApa3AeNeHUs - HCTIONHATEI
¥ TIPOBOJMTCSL B TIpENENax yCTaHOBJIEHHOTO CPOKa WCTIONTHEHUS.

4.2. Tlpu HaJIM4YMy B OpraHu3aliil CDJ] coriacoBaHue NPOCKTOB JOKyMEHTOB
OCYILIECTBIACTCA B ABTOMATH3MPOBAHHOM PEXHME [IOCPEICTBOM HANPaBICHHA
IPOEKTOB ~ JOKYMEHTOB  JHUaM, HA3HAYEHHBIM B KadecTBe COITACyrOUIHX,
1 0OpMIICHHS PE3yIHTaTOB cornacosanus B COJL.

CoryiacoBaHHe MPOEKTOB JOKYMEHTOB MOXET OCYIIECTBIATHCS MOCPENCTEOM
KOpHOPATHBHOH 5J€KTPOHHOM IOYTHl U ohopMiIeHHs HCTIOJHUTEIEM JTACTA
COIJIACOBAHMS C TPIIIOXKEHHEM 3JEKTPOHHBIX cooOIIeHNii JIML, yJacTBOBABIIMX
B COTJIaCOBAHMH IIPOEKTa JOKyMEHTA.

4.3. CornacoBaHhe NPOEKTOB JOKyMEHTOB C paGoTHHKaMK OpraHu3aliH
/WM ApYTAMHA OpraHu3alyaAMH opraHu3yeT MCIONHATENb MOCHe COIIaCOBaHUS
B pabodeM TOpsJKe TPOEKTA JOKyMeHTa ¢ PYKOBOJHUTEIICM CTPYKTYpPHOTO
fojpa3fieNieHuss W B COOTBETCTBUH ¢ UWHCTpyKIMe# o JIeTIOMTPOU3BOACTBY
OpraHM3allvy UIH WHBIMA JTOKaJGHBIMA HOPMATHBHBIMM aKTaMH, peryaupyoIpMH
TIpoliecc COracoBaHmsl (BU3UPOBAHMS) POEKTOB JOKYMEHTOB.

4.4. TIpoeKTsl TOKyMCHTOB CorIacyloTcs:

HETIOCPEICTBEHHBIM  MICTIONHHATEICM U PYKOBOOHUTEIEM noapaszieieHus-
VCTIOJTHUTEIS;

COUCIIONHUTESIMHE (TIpU BX HAJIWYUH);

PYKOBOIHMTENSIME CTPYKTYPHBIX ToZpaseNeHuH, paGoTHHKaMH OpraHu3alviH,
HampaBieHHs JeATeNbHOCTH wwix (GyHKIIHOHAJIBHBIC 00s13aHHOCTH  KOTOPBIX
3aTparuBalOTCs B IPOCKTE JOKyMeHTa W/WIA KOTOPBIC yKaszaHpl B IIPOEKTE
JOKyMeHTa B KaueCTBE jcrojHATeNel (B ciydae BpEMEHHOIO OTCYTCTBHA
PYKOBOAMTENS TOMpasAeeHIA IPOEKT JIOKYMEHTa BU3HPYCT L0, BPEMEHHO
JCIIONHSIONIIEe ero 00A3aHHOCTH);
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3aMECTHTEISIMH DPYKOBOJHTENS OpraHu3aluy, KypUpPYIOIMME 3aTPOHYTHIC
B IIPOEKTe JOKyMEHTa BOTPOCEI (eci JJOKYMEHT MOJIMMCHIBACTCH (yTBEpKIAAETCS)
PYKOBOJMTENEM OpraHu3allum);

FOpHIMHEECKOH Ciry 0o (npoexros JIHA, npoekToB TIpUKa30B);

CayxGo# 1enonpou3BoJCTBa.

IIpoeKTHl HOKyMEHTOB, pealu3alus KOTOpHIX TpeOyeT (UHAHCOBBIX 32Tpart,
COIIACOBBIBAIOTCS ¢ (MHAHCOBBIM MOJPA3JCICHACM.

He pomyckaeTcs HampaBiiiTh Ha COIIAcOBaHME IPOEKT JOKyMEHTa
OIHOBPEMEHHO JBYM HIIA Gosee pabOTHUKAM OJJHOTO CTPYKTYPHOTO nojpa3aeneHus.
B xadecTBe JIMI[, COINACYIOMHUX TIPOEKT JOKyMEHTa, MOJDKHBI ~BBICTYIIaTh
TIpeMMYILECTBEHHO PYKOBOIUTEIH CTPYKTYPHBIX nopa3ieNICHHH.

45 BueliHee COIIACOBaHME  TPOGKTa  JIOKyMEHTa OCYILECTBIISETCA
[I0CPECTBOM HAlpaBlIeHHs POCKTa B Ipyryi0 OpraHu3aluio C COIPOBOUTEEHBIM
[IMCHMOM, B KOTOPOM YKa3bIBaeTCsl CPOK COTNaCcOBAHMA.

Ecnu  OpraHM3ald, —COINAcyloue — TPOCKT JIOKyMeHTa,  SBILIIOTCA
y4acTHUKaMHU onuoit COJI, coriacoBaHHe MOXET OBITH IPOBEINCHO B CD2J1 ©Ge3
HampaBJieHuss COIPOBOIUTEIBHOTO micbMa M OJHOBPEMEHHO C BHYTPCHHUM
COTJIACOBAaHHEM.

4.6. Cpox: COTNIacOBaHHSA NOKYMEHTOB yCTaHaBIIMBAIOTCA MHIVBHLYaJTbHON
MHCTPYKLMEH TI0 AeNonpou3BOACTBY W/ MHBIMH JOKQIPHBIMH HOPMaTHBHBIMH
aKTAaMHA B 3aBHCHMOCTH OT BHIa HNOKYMEHTa 1 o6peMa IOKyMEHTa, BKIOYasd
npunoxeHus K HeMy. CpoKH COrJIacOBaHUS JTOKyMEHTOB COCTABILIOT

IPOEKTHI JEJIOBBIX (cimy>keOHBIX) MUCEM — 1-3 pabouux IH1,

IPOEKTHI MPUKA30B 6e3 npunoxeHu# — 1-3 pabouux JHA;

IIPOEKTHL IPHKA30B C MPHIOKEHUAMU CIIPaBOYHOTO XapaKTepa — 3-5 pabounx
IHeH;

MPOEKTHl IIPHKa30B C MPHIOKEHHCM JOKAJIBHBEIX HOPMATHBHBIX aKTOB
B 33BHCHMOCTH OT X o0beMa (He Oonee 50 cTpanmi) — 5-10 pabodux JHeH;

TIPOEKTHI JTOKAJIBHEIX HOPMaTUBHBIX aKTOB, YTBEPXKAAEMBIX HENOCPEACTBEHHO
[IOJACHIO PYKOBOXHTENS (HE Gonee 50 crpanmir) — 5-10 pabounx IHeH;

TIPOEeKTHl ITIPOTOKOJIOB sacefanuii (COBeUaHMi) TpPH HEe0OXOUMOCTH HX
COINIaCOBAHMS, B 3aBUCHMOCTH OT 00BeMa IOKyMEHTa — 1-3 pabouux AHA.

Cpoku COIJacoBaHus MPOEKTOB JIOKyMEHTOB, HAIPaBJIeMBIX Ha BHEIIIHEE
corjyiacoBaHye He JOIDKHBI COCTABIIATD Gonee 30 KaleHIAPHBIX JHEH.

B KOHKDETHBIX CIy4asx B 3aBHCHMOCTH OT cOIep)KaHWs W Ha3HAICHUA
JOKyMeHTa CPOK COTJIaCOBaHHA MOXCT GBITH COKpAILEH WK YBENHUICH TI0 pEIEHHUIO

1l YuauBuAyadbHOM MHCTPYKUHMEH MO JIe/IONPOM3BOJICTBY MOTYT  OBITE YCTAaHOBJEHBl WHBIC CPOKH
CODIaCOBAHUS MPOEKTOB JIOKYMEHTOB.
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PYKOBOAWTEINS, KypPUpPYIOILEro HalpaBleHue AATENBHOCTH, 110 KOTOpPOMY T'OTOBHTCS
IIPOEKT PELICHHUS.

4.7. Odopmienne pesyibTaToB COIrTACOBAHMA JIHA u pacnopsauTelbHBIX
JOKyMEHTOB OCYIIECTBISETCS B BHIE BH3, NPOCTABJIACMBIX 3aMHTEPECOBAHHEIMH
JIMIAMH Ha TIOCTIEIHEM JIMCTe IPOeKTa TOKyMeHTa (Ha ero JMLEBOM M 00OPOTHOM
CTOpOHE) WM Ha OTAENHHOM JIMCTe COITIaCOBAHWS, SBJIAIOIIEMCS HEOTHEMIIEMOM
qyacThl0 JOKyMeHTa. OTMETKM O COIlacoBaHUM (rpud) cornacoBaHus H BH3bI)
0(OpMIISIOTCS B COOTBETCTBHH C ITyHKTaMU 2.45, 2.46 TIpumepHON HHCTPYKIUH.

[Tpx cOracoBaHMH JENOBBIX (cyxeGHBIX) IHCEM BHU3BI IIPOCTABIIIOTCS Ha
KOIMH THcbMa (BH30BOH JK3eMIUIAP), KOTODBIA MOCHE MONMMCAHUS MOMIHHHNKA
NHCbMa U €ro perncTpalyd IHOMeIaeTcs B JeNo, WIM Ha obopoTe MOJIMHHUKA
IKMChMa, €CIIM IIMCHMO HampaBlsAeTCs aapecaTy Io (axcy WM dNEeKTPOHHOH I0YTe.
TOT Ke SK3eMIUIAp IMCchMa I10Cie OTIIPAaBKU aipecaTy (1o axcy WM IEKTPOHHOH
[OoYTe B BHJE 3IEKTPOHHO KOIUH) TOMEIIAeTCs B ETIO.

IIpoeKTH MPOTOKONOB BHU3UPYIOTCA JIMIAMH, BBICTYNABIIMMHU Ha 3aceJaHuH
(coBellaHMy) ITyTeéM MNPOCTaBICHHS BU3BI Ha JICBOM IIOJC JIOKyYMEHTa HaIlpOTHB
3aIHMCH BHICTYIUIEHHS COOTBETCTBYIOIIErO PabOTHHKA.

4.8. CoriacoBaHHe NPOEKTOB NOKYMEHTOB MOXET OCYLIECTBIATHCA B CO/L.
TMocne 3aBepilleHHs NPOLERYPHl COrNIaCOBAHMA (mpy  co3AaHMM TOJIMHHHKA
JOKYMeHTa Ha GyMa)KHOM HOCHTelIe) JIUCT COrnacoBaHus pacneuatsiBaercs u3 CO/L,
MPUKIAABIBAETC K IPOEKTy JOKyMEHTa M MpPCACTaBICTCA Ha TONIKCH
PYKOBOJIMTEIO OpraHA3alyy (MHOMY YIOTHOMOYEHHOMY UM JIHILY ).

CornacoBaHue BHYTPEHHHUX JOKYMEHTOB, co3aHue, XpaHeHHE
1 UCTIOJIB30BaHHE KOTOPBIX OCYIIECTBIISIETCS IOCPEACTBOM CH/1, mposoputcsa B COJ]
B SJIEKTPOHHOM BHJIE.

[Ipr COriiacoBaHWH TIPOEKTOB BHYTPEHHHX JOKyMEHTOB, CO3MaHHBIX Ha
OyMa)KHOM HOCHTENE, BH3Bl IIPOCTABIAIOTCA HEIIOCPEICTBEHHO Ha IPOEKTe
JOKyMEHTA.

4.9. Tlpu BHELIHEM COITIACOBAHHUH, OTY4EHHOM ITHCEMOM, HITH COTJIaCOBaHHHU
IpoeKTa MOKyMEHTa KOJUICIHalbHBIM (coBemaTeNbHBIM) OpPraHOM C buxcanuen
pellleHus. O COTNIACOBAHMK B MPOTOKONE 3aCCHAHMA HCTIONHUATENL OQOpMIIIET Ha
TIpOeKTe JOKYMEHTA WM B JIMCTE COTIACOBAHMA rpu¢ cOrnacoBaHusi B COOTBETCTBUH
¢ myHkToM 2.45 IlpumepHOH MHCTPYKIHH. ITkceMa O COINIacOBaHWHM (BBINKCKA M3
TIPOTOKOJIa) IPMJIAraloTCs K IPOEKTY AOKYMCHTA.

4.10. B xome COTJIaCOBAaHHMA TPOEKTa IOKyMEHTa PabOTHHK, COTJIaCYIOIIMM
JIOKYMEHT, TIPHHMMAET OJHO U3 CIEAYIOMHX peLIeHu:

COIJIacoBaTh MPOEKT OKyMeHTa 6e3 3aMedaHui;

COrIacoBaTh IPOEKT JOKyMEHTa C 3aME1aHUsIMH;

OTKJIOHHUTD ITPOEKT JOKYMEHTA,
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yKa3aTh, YTO He HMMEET OTHOIICHHI K IIPOEKTy IOKyMeHTa (pacCMOTpeHHe
BONpOCa, MO KOTOPOMY TPHUHMMAETCs pelIeHHe, He BXOJAUT B OOA3AHHOCTH
paboTHUKA).

Bo3paxkeHHss 1O MPOEKTy IpHKa3za (PacHoOpsHKEHMs), BO3HHUKAIOIIKE IpH
COTVIACOBaHMM, M3JIaraloTcs B CIpaBKe, KOTOpas IpUIIAraeTcsi K IPOEKTy, HIH
BHocHuTcsa B CO/I.

Ecnu mpoeKT JOKyMEHTa COIJIacOBaH C 3aMEYaHHSIMH, 3TO O3HA4YaeT, 4TO
3aMeyaHusl HOCAT PeNaKIMOHHBIA XapakKTep, U IOC/IE HX MPHHATHSA HUCIIONHUTENEM
IIPOEKT He TpeGyeT MOBTOPHOI'O COrTIaCOBAaHMS.

ITpoeKT MOKyMeHTa OTKIIOHSAETCS JMIIOM, COrIaCyIOIUM JOKYMEHT, B CIIy4asX:

HaJIMYKS CYIIECTBEHHBIX 3aMEYaHMH 110 IIPOEKTY JOKYMEHTa,

HECOTJIaCHs C MPOEKTOM JIOKYMEHTA.

4.11. HecornacoBaHHBI IPOEKT HOKyMeHTa TpeOyeT AopaboTKu 10
BBICKA3aHHBIM 3aMEYaHuIM, mepeoOpMIIEHHS U TIOBTOPHOI'O COIIaCOBaHMUA.

4.12. Ecnma mpu nopaboTke NpOeKTa JOKYMEHTa HUCIIONHUTENb NPUHMMAET
pellieHHe HEe YYMTHIBATH 3aMedaHHe (3aMedaHMs) Juna (ML), y4acTBOBaBINMX
B COTJIACOBAaHMM, MCIONHMTENEM TIOTOBUTCS peecTp HEYYTEHHBIX 3aMeYaHHy,
KOTOPEIi BMeCTe C TIPOEKTOM MOKYMEHTa MpPEACTaBIACTCA pPYKOBOIHUTEIIO
OpraHM3alii WIM HHOMY YNOJHOMOYEHHOMY UM  JO/DKHOCTHOMY JIHIY,
TIOAMHCHIBAIONIEMY (yTBEpXK/aloleMy) HOKyMeHT. PeecTp HeydTeHHBIX 3aMeYaHHi
IIO/IIIHCEIBAETCS PYKOBOAUTEIIEM CTPYKTYPHOTO nonp%neneﬂm—ncnonﬂmenﬂ.

4.13. Pemenue o TOM, IIPUHUMATh WK HE IPHHHUMATh HEYITCHHBIC 3aMEYaHNA
IIPUHUMAET PYKOBOJMTENb.

B ciryuae ecid pyKOBOIUTENb IPUHUMAET PEllIeHHe O HEOOXOAUMOCTH y4eCTh
3aMeyaHusi, OTKJIOHEHHBIE MCIIOJHHUTENEM, HCIONHUTENb N0pabaThIBacT MpPOEeKT
JOKYMEHTa B COOTBETCTBHY C BHICKa3aHHBIMHU 3aMEYaHHUSIMH.

Ecni pyKOBOAMTENH COINAIIAETCS ¢ MHEHHEM HCIIONHUTEIS, OH IOAMHCHIBACT
(YyTBep>KZaeT) JOKYMEHT.

4.14. JlokyMeHTBI, M3AaBacMbleé OT MMEHH OpraHW3alMH, IMONIMCBIBAIOTC
PYKOBOAUTENIEM OpraHU3alliM WM MHBIMH yMOMHOMOYEHHBIMHM UM JOJDKHOCTHBIMH
nunaM  (3aMeCTHTENSIMH  PYKOBOJMTES  OpraHu3alyM,  PYKOBOIUTEILIMH
CTPYKTYPHBIX ITOJpa3AeNIeHHH, HHBIMH JOJDKHOCTHBIMY JINLIAMH B COOTBETCTBHH € HX
KOMITETEHIMEH, ONpeAeNsseMoi ITOBEPEHHOCTAMM Ha BBINOJHEHHE ONPECICHHBIX
neficTBUH OT MMEHH OpraHuM3allii, BHYTPEHHMMH HOPMAaTHBHBIMH [OKyMEHTaMH
OpraHU3alyH).

4.15. OTnenpHele  BHOBI ~ BHYTPEHHMX  JOKYMEHTOB  (CiyxeOHble,
0O0BICHUTEbHEIE 3aIMCKH) HAa MM PYKOBOTHUTENA CTPYKTYpHOTO IOAPa3ACICHUA
IIOAMHACHIBAIOTCS HCIOMHHUTENEM (COCTaBUTENEM), €CIM pas3pellaeMble IIPU 3TOM
BOITPOCHI He BBIXOJAT 3a IPEAEIbl €ro KOMIIETEHIINH.
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4.16. JIOKyMEHTHI, HaIpaBiseMble B BBICIINC OpIraHbl rOCy/IapCTBEHHOM
BJIACTH, HA MMS TEPBBIX PyKOBOIHUTENeH (emepalbHBIX OPraHOB MCTIOHUTENBHON
BJACTH, pyKoBoiuTene#t CyOBeKToB Poccuiickoii @egepaiui ¥ 3apyOexHBIX
roCyZJapcTB,  MOJIMHMCHIBAIOTCA  PYKOBOJHMTENEM OpraHu3allid WA  JIHIIOM,
UCIIOHSIOIMM €ro OOs3aHHOCTH.

4.17. JIOKyMeHTHl, HampaBlsieMble B TOJBENOMCTBEHHBIC 1 CTOPOHHHE
OpraHU3al|uH, IOJMHCHBAIOTCA 3aMECTHTEINIMA PYKOBOAHTENs OpraHU3allui, HHBIMH
JOJKHOCTHBIME JIMI[AMM OpTaHM3allid B COOTBETCTBHH C [IpeIOCTaBICHHBIMU MM
[TOJIHOMOYHUSIMH.

4.18. JIoKyMeHT TOANMCHIBAacTCA IBYMA HIH Oonee NWIAMH, €CIH 32
cozepKaHue [JOKyMEHTa HEeCyT OTBETCTBEHHOCTH HECKOJIBKO  pabOTHMKOB
(OKyMEHTE], [IOATOTOBJICHHEBIE HECKOJIbKMMH opa3ieNICHUAMU WA
OpraHU3alUsiAMH, pa6oueii rpymoi, KoMHUCCHEH).

4.19. TlommucelBaeTcs, KaK TpaBWio, ONHH SK3EeMIUIAp JOKyMEHTa.
COBMECTHBI JOKyMEHT IOJNKCHIBaeTCA B  KOJIHAIECTBE, COOTBETCTBYIOIIEM
KOJIMIECTBY OpraHU3aluii, CO3AaBIIMX NOKYMEHT.

TIpy HanmpaBICHHW MUCbMa WA BHYTPCHHEIO MHGOPMAHOHHO-CIIPaBOYHOTO
NOKyMEHTa HECKOJIBKMM afipecaTraM (He Goiiee UETHIPEX) MOAMHUCHIBACTCA KaXAbII
OTIpaBJIAEMbIil SK3eMILIAP JOKYMCHTA.

4.20. Tlommucs Ha IOKYMEHTE O(OpMIIeTcs B COOTBETCTBHH C IIyHKTaMH
2.47, 2.48 ITpuMepHOH HHCTPYKIHH.

4.21. YTBepKaAeHHE NOKYMEHTa IIPOU3BOAUTCA:

HEMOCPECTBEHHO PYKOBOJHUTENEM — IPOCTABICHUCM COOCTBEHHOPYIHOM
oJNKCcH B rpude yTBEPKICHH,

IpHKa30M OpraHu3ayu.

4.22. YTBEpKHAIOTCS TPaBWIa, IOJOXKCHUA, MHCTPYKIIMH, PpETIaMeHTBI,
HeKOTOphle BBl AKTOB, IUIAHBL, IMpPOrpamMMel X Apyrue  JOKyMEHTEI,
yCTaHaBJIMBAOIIE HOPMBI W/ANE DAcCYMTAHHBIE HA JUIMTENBHOC NPHMCHCHHC
(npunoxenue Ne 10).

Odopmierue rpuda yTBepKICHH IPOU3BOAUTC B COOTBETCTBUY C ITyHKTOM
2.41 TIpuMepHO# HHCTPYKIHH.

4.23. Tloanvch pyKOBOAUTEIsS OpraHA3ALMH WK HHOTO YIIOJTHOMOYEHHOT0 UM
WA Ha JOKYMEHTax, TpeOyIomHX 0co0oro yaOCTOBEPEHHS HX MOMIMHHOCTH,
a TAKOKe HAa KOMHAX JOKYMEHTOB H BBINHCKAaX U3 JOKyMEHTOB 3aBepseTcs MeYaThio
(mpunoxenue Ne 11).

[leyarh Ha HOKYMEHTe IIPOCTABIeTCS B COOTBETCTBHH ¢ IIyHKTOM
2.49 TTpuMepHO#H HHCTPYKIIMH.
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V. Opranusanys JIOKyMeHTO000pOTa

5.1. JIokyMeHTOOOOPOT BKIIFOYAET BCIO TOCIIEAOBATEIbHOCTD nepeMeIeHuit
JIOKYMEHTOB, @ TakXke Onepali, coBepiaeMbie ¢ JOKyMCHTaMH B mporecce uX
co3/aHMs ¥ HCTIONHEeHMs (ITOTyIeHHE, OTIpaBKa, NpeABapUTEIbHOE paccMOTpeHHe,
perucTpalys, pacCMOTPEHHE PYKOBOJHTEIIEM).

5.2. Ilens opranu3alnun JIOKyMeHTO000pOTa — obecriedeHre CBOEBPEMEHHOTO
TIPUHATUSA YTIPaBICHIECKHUX pelIeHA: U UX MCTIONHCHHS. 3aaua JOKYMEHTO000pOTa
—  OpraHm3oBaTh JBIDKCHHE JOKyMEHTOB I10 HAUMEHES KOpPOTKOMY  ITyTH
c MAHMMaJbHBIMA 3aTparaMM TpyAa H BpeMeHH, B YCIOBHAX AIIEKTPOHHOTO
HOKyMeHToo0OpoTa — oGecrieunTh JOCTYN K HOKyMEHTaM nons3oBatessiM COJL
8 COOTBETCTBHH C TIPENOCTABICHHBIMA UM NPaBaMHu.

53. B ycnoBuaX NPHUMCHCHHUA COJl B oOpraHu3aiyu HCIIONB3YIOTCA
>EKTPOHHBIE JOKYMEHTBI, 8 TaKXe 3JIEKTPOHHBIE KOMHUH JIOKyMEHTOB, [OJIy9CHHBIE
B pe3yJibTaTe CKaHMPOBAHUI JOKyMEHTOB Ha OyMaXHOM pocutene. JIOKyMEHTHI
OpraHu3aliy, MMEHOIIHC BpPEMEHHbIE CPOKH XPaHCHH (mo 10 net BKJTIOUHTENHHO)
MOTYT CO3JaBaTbCsl, XPaHWUTBECA M JICIIONIB30BaThC HCKIIOYUTEJIBHO B dbopme
31eKTPOHHBIX HOKYMEHTOB.

[lepeyeHb HNOKYMEHTOB, CO3IaBaeMbIX, XpaHMMBIX H UCIIONb3YEMBIX
JCKIIOUATENbHO B popMe dIEKTPOHHBIX JIOKYMEHTOB, YTBEPXKAACTCA pPyKOBOAUTENIEM
opraHM3anuH.

5.4. OpraHusauys JBIDKCHUA JIOKyMEHTOB B YCIOBMAX 3JIEKTPOHHOIO
IOKyMeHTOOGO0pOoTa OCYIIECTBIACTCH B COOTBETCTBHH C peraaMeHTHPOBaHHBIMH
MapIipyTamMH, paspabaTsIBacMbIMU CmyxGo#f  Jienonpon3BO/CTEA. MapupyTsl
IBKCHHS opraHmannonﬁo-pacnopxnmenmmx JTOKyMEHTOB  JIOJDKHEI OBITH
ONTMMATBHEIME TIO 3aTpaTaM BpeMCHH, HE JOJDKHB! JIOIyCKaTh AyOonupyromux
onepaiyii ¥ BO3BPaTHBIX JBUWKEHHMIA, He 00YCIOBICHHBIX JIeJI0BO# HE0OXOAUMOCTBIO.

5.5. Opranusanyst JOKyMEHTO000pOTa OCHOBBIBACTCS Ha NpUHLIKIAX:

[[eHTpaJM3aLH OTIePallui 110 IpueMy 1 OTHpaBKe HOKyMEHTOB;

pacnipefielleHysl IOKyMEHTOB Ha JOKyMEHTOTIOTOKH, MMEFOIIHC OJIMHAKOBBIA
MapiIpyT (MapIpy TH3aHA JOKYMEHTOB);

OpraHU3aliy Npe/IBApHTENbHOTO pacCMOTpPEHHs BXO/UIIHAX JIOKYMEHTOB;

MCKJTIOYEHHS BO3BPATHBIX IBIDKEHHI JOKYMEHTa, HE 00yCIIOBIIEHHBIX nenoBoi
Heo0XOIHUMOCTBIO;

OHOKPATHOCTH peruCTpalhi JOKyMEHTOB;

yCTpaHEeHUA HeoBGOCHOBAHHBIX COITIACOBAHUH MPOCKTOB JIOKYMEHTOB;

BpEMeHHOH peraaMeHTall omepanuii 10 06paboTKe, PacCMOTPCHHIO
1 COTJIaCOBAHHUIO JOKyMECHTOB.
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56. B u;oxymeHTooﬁopOTe OpraHu3aluy BBIIENSAIOTCA JOKyMEHTONOTOKH.
pxongmpe (MOCTyHalomue) AOKYMEHTEI, gexomme (OTIpaBisieMble) JOKyMEHTBL
BHYTpEHHHE [OKYMEHTBL. B cocTaBe BXOMAIMMX ¥ HCXOIAIMX JOKYMEHTOB
BEI/ICTISIOTCS:

JIOKyMEHTBl ~ OpPraHOB roCy/lapCTBEHHOH  BIIACTH,  OpraHoB MECTHOI'0
caMOYIIpaBIEeHNS;

JOKyMEHTHI QUIHATOB i TePPUTOPHAIBHO 060CO6IEHHBIX OAPa3IeeHUH;

JOKyMEHTBHI U3 FOCy1apCTBEHHbIX 1 HerocyAapCTBEHHBIX oprasu3ali;

3aIIpOCHl AEIMyTaToB TocynapcTBeHHON JlyMBl ¥ HIICHOB Cogsera Depepauny,
[eNyTaToB  3aKOHOJAATCIbHBIX OpraHoB CyOBEKTOB Poccuiickoit ®enepaiyiv
¥ OPTaHOB MECTHOTO CaMOYIIPaBIeHIA,

oOpalleHus TPaXAaH;

JOKYMEHTHI U3 TPaBUTEIbCTBCHHBIX H HENpaBUTENbCTBEHHBIX OpraHm3aiui
3apyGeXHBIX CTpaH ¥ Apyrue rpyTbl JOKYMEHTOB.

5.7. IloctaBka U OTMIpaBKa JIOKyMCHTOB B OpraHu3allii OCYIIEeCTBIIAIOTCA
cpeficTBaMM TIOYTOBOH CBSI3H, denprperepckoi 1 KypbepCKOHi CBS3H, HAPOTHBIMH
¥ pa3TMYHBIME BUJAMH 3JEKTPOCBASH (baxcuMmIbHAS, tenerpathnas, TeneQoHHad,
3JIEKTPOHHAs I04Ta, cucTeMa MEXKBEJIOMCTBEHHOTI'O 3JIEKTPOHHOIO
[HOKyMeHTO060pOTa (MBI[O)H, C3D).

5.8. B opraHusalqio JOCTaBJIACTCA KOPpECTIOHEHIMsL B BUAC THCEM,
TIOYTOBBIX KapTOYeK, GaHgeposiell W TAKeTOB, NEIATHBIX U3aHui, TeerpaMM,
dbakcorpamm, TeneOHOrpaMM, JIEKTPOHHBIX JOKYMEHTOB U JJIEKTPOHHBIX KOTIWi
NOKyMEHTOB.

5.9. TlpueM AOKYMEHTOB OCyIIeCTBIISETCA CiyxGo#f 1enonpon3BOACTBR.
JIOKyMeHTEI, ~TONy4EHHBIC paGoTHHKaMH OT JIPyrHX opraHu3auui, TaKKe
niepenaroTcs B Coyx6y Aenonpon3BoACTBa i peTHCTpAIuK W/HIIH y4eTa.

5.10. Bce mocTynuBIIME B OpraHU3alMio JNOKYMEHTBI TOAJIEXKAT TIepBUYHOM
06paboTKe, BKIOYAIOMIeH:

TPOBEPKY TPABUIBHOCTH JOCTABKH JIOKYMEHTOB;

IPOBEpPKY LENOCTHOCTH yIAKOBKH (KOHBEPTOB, [IaKETOB);

BCKPBITHE YTAKOBKH (32 WCKIOYEHHeM KOHBEPTOB, [IaKeTOB C IMOMETKOH
«JTngHO» 1 TpadaMu OrpaHHIeH s JOCTYIa K TIOKYMEHTY);

TIPOBEPKY I1EJIOCTHOCTH BXOJAIIIX JOKyMEHTOB, BKJIF0Yas IPHIOKEHI,;

YHUYTO)XEHHE KOHBEPTOB, [IAKETOR WIH YIIaKOBKY;

TIIpOCTaBlIeHHE OTMETKH O IIOCTYIUICHUH JIOKyMEHT2 B OpraHU3aLHIo.

5.11. OmuGOYHO AOCTABJIEHHBIE NOKYMEHTBI TIepechUIaloTCs [0 Ha3HAICHUIO
WIX BO3BpAIIAIOTCS OTHPABUTEIIO. JIoKyMeHTBI, IIOCTYIMBIIME B TOBPEXAEHHON

12 JTis rocyapeTBeHHBIX OpraHu3auuii — yuacTHUKOB MDJIO0.



46

yIIaKOBKe, IPOBEPSIOTCS Ha ENOCTHOCTD, B TOM grcje Ha HAJUYAe MEXaHUYECKHX
TIOBPEXKACHHI.

[TouToBbIE OTIPaBIEHNsI, HECTAHAAPTHBIE 110 BECY, pasMEpy, dopme, EMeroIIIe
HEpOBHOCTH 1O GOKaM, 3aKJICCHHBIC JIMIKOM JIEHTOM, MMeEIoIye CTPaHHBIH 3alax,
I[BET, NPENNONIOKUTEIBHO MMEIONIME BIOKCHHUA, HE XapakTepHbIe UL NOYTOBBIX
oTHpaBiieHHll, He BCKPHIBAIOTCA. O mONy4eHHH MOJO3PHUTENHFHOr0 TMOYTOBOIO
OTIIpaBieHys JOKIAjbIBACTCA ~PYKOBOIUTEIIO Ciyx0bl  [eNONpON3BOACTBA U
B clyx0y Ge3omacHocTH (IIpH ee HAJITUYIH).

5.12. Tlpu MOCTYIUIEHMHM BXOJSIIEro NOKYyMEHTA B MIOBPEXXAECHHON YIaKOBKE,
TIOBPEXIEHMH JOKYMEHTa, NpH OTCYTCTBHA B KoHBepTe (MaKeTe) JOKYMEHTa, €ro
YaCTH W TPIIOKEHUH K HEMy, a TakkKe NP OTCYTCTBHH MOANKCH Ha BXOHSAIICM
JOKyMeHTe COCTaBISIeTCA akT B JBYX SK3eMIUIApax Ha OyMaXHOM HOCHUTEINE,
[TOJIACHIBAEMBIH ABYMs pabOTHHKaMU Ciyx65I JeI0onpON3BOACTBA.

OfuH OSK3eMIUIAp aKTa BMecTe C BXOIAIM JOKYMEHTOM U €ro
MPIIOKEHHUAMH TepelaeTCs Ha TIpeaBapUTebHOe PACCMOTPEHUE H PETUCTPALHIO,
BTOPOM IK3EMILIAP aKTa BBICHLIAETCS OTHPABUTEIO.

5.13. KonBepThl, NaKeThl WIH YIIAKOBKa COXPaHSIOTCA W IPHIAraioTCsa
K BXOAALIUM JOKyMEHTaM B CIIydasX:

ecIT¥ TOJBKO TIO HAM MOXHO YCTaHOBUTB OTIIPABATEIL WK ATy OTIpaBJIICHUS;

ec) BXOJIAIIMI TOKYMEHT IIOCTYIIHI N03Xe YKa3aHHOTO B TEKCTe JOKYMEHTa
CpOKa MCIIOJHEHHs! Wl JIaThl MEPOTIPHATHA,

npi GONBIIOM DAacXOXKACHWH MEXIy HaTaMi MOMIUCAHMS U TIOJy4CHHA
JIIOKyMEHTOB.

Tlocne 3aBepiieHus] paboThl ¢ JOKYMEHTOM KOHBEPT BMecCTE C JOKYMEHTOM
foMeInaeTcs Ha XpaHeHue B JIE0.

5.14. KoHBepTs! (IIaKeTH), HMEIOIIHE OTMETKY «JImunoy» («Private»), rpuQbl
orpaHAYeHHs J0CTyNa K JOKyMEHTaM, coJepIKaluM CBEACHHS KOH(HAESHIIHATBHOTO
XapakTepa, He BCKPBIBAIOTCS U IIEPe/AloTCA.

c orMmeTKoil «JImaHO» («Private») — HEIOCPEACTBEHHO azapecary,

¢ rpudamy oOrpaHMveHus pocTyma — B cTyx6y KOHQHICHIUAILHOTO
JEONPOU3BOACTBA MM PabOTHHKY CrnyxO0Bl JIeTIONIPOU3BONCTBA, B 00513aHHOCTH
KOTOPOTO  BXOJHUT o6paGoTka  JIOKyMEHTOB,  COAepalx CBeACHUA
KoHGUASHIMATIBEHOTO XapaKkTepa.

5.15. Bxomsamue OdJeKTpOHHbIE MOKyMEHTBI, NOCTYIMBIIKE OT JApYruX
opraHu3alui IO 3IEKTPOHHOH MOYTe, MOCPSACTBOM COI wumn MOJO
npuaEMatotcs Ciryx00# Nenonporu3BOACTEa.

DNeKTpOHHBIE ~ JOKYMEHTBHI,  IOCTYNHBIIHC nmo  MHGOPMAIHOHHO-
TeIeKOMMYHHKAIIMOHHBIM KaHajgaM u [IO/TIFICAHHBIC YCHJICHHOH
KBaTH(HIEPOBAHHON  IOIMHCBHIO, pomouatorcs B COJl  mocne  TMPOBEPKH
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3JTIeKTPOHHOM IOJNHUCH U MONTBEPXKACHUS €€ ﬂeiflcmm“en1;}10cm13 : 3JIeKTPOHHBIC
JIOKyMEHTBI, MOCTYNHUBIUHE OT ApYrHX OpraHu3alui IO HNEKTPOHHOM TOYTE
Ji [IO/IMACAHHBIE YCHJICHHOH HekBaMM(UIMPOBAHHOH MOANUCHIO  WIH IIPOCTOM
3JIEKTPOHHOMN MOIHUCHIO, IPOXOIAT IpeIBAPHTENBHOE PACCMOTPECHHE H BKJIFOUAIOTCA
B CDJI npu HaMYMH MEXIY opranu3anuei-oTnpapuTeneM opraHu3anyen-
nonydareqeM  COITIAICHHA o6 OOMeHe  DJIEKTPOHHBIMH  JIOKyMCHTaMH,
NIOANICAHHBIMA COOTBETCTBYIOLIEH MOATHUCHIO.

5.16. TlepBuunas 06paboTKa JMEKTPOHHBIX JIOKYMEHTOB, TOJYYEeHHBIX IO
I/IH(bOpMaIJ;I/IOHHO-TeJIeKOMM}’HI/IKaLII/IOHHBIM KaHajaM cCBS3M (9JIEKTpOHHas II04Ta,
MO0, cait opraHu3aluu) OT IpYyrux opraHu3alMii ¥ TpaX[aH, JOJDKHA
COOTBETCTBOBATH TEXHOJIOTHH pabOThl C BXOMAIIMMH JIOKyMEHTaMH.

5.17. TlepBuunas 06paboTKa JOKyMECHTOB 3aBepIIaercs MX paclpe/ecHAeM
(copTHpOBKO#i) Ha PETUCTPUPYEMBIE H HeperucTpupyeMbie (IpUIIOKeHHE Ne 12)".

5.18. PerncTpauus BXOMALIMX NOKyMEHTOB OCYIIECTBIIAETCS HE3aBUCUMO OT
crioco0a MX JOCTaBKM ONUH pas: B CnyxGe IeNnonpou3BOCTBa MK B CTPYKTYPHOM
nofpasieleHdy OpraHu3aruu B COOTBETCTBHM C YCTAHOBJIEHHOH dbopmoii
OpraHu3aluy Jlenonp01/13130,ucma15 .

JIOKyMEHTB], TOCTyNalomue H3 ApYTUX OpraHMsaiui HeIoCcpeICTBEHHO
B CTPYKTypHBIE TIOZpa3feNeHus, HO TpeGyromue PacCMOTPEHHA PYKOBOJICTBA,
nepenaioTcs I PEerncTpailid 1 peXBapUTENBHOr0 PacCMOTPEHUS B Ciyx0y
IEJIONpPOU3BOICTBA.

5.19. PerucTpaiyisi BXOASIIMX JOKYMEHTOB OCyIIECTBIISIETCS B JACHb HX
HOCTYIUIEHWsI WIH Ha cnemyomuii pabounit NeHb IPH IOCTyIUIEHUH JOKYMEHTOB
B KOHILIE paboyero JHs Ui B Hepabouee BpeMsl.

PerucTpaisi oOpalieHyH Tpax/aH OCYIIECTBIIACTCS B TEUCHHE TPEX IHen
¢ MOMEHTA MOCTYTUICHUA o6pa1uemml6.

520. CBefleHisi O IIOCTYNMBIIEM JOKYyMEHTE BHOCATCS B DJIEKTPOHHYIO
PErvCTPAIMOHHYIO0 KapTOuKy (QPK) COJ, nm PEruCTPAIOHHO-YYETHYIO dbopMy

B YnpuBuayaibHON MHCTPYKIMeH T0 JENONpOH3BOACTEY MOXET ObITh TPELyCMOTpEHa pacmedarka
JOKYMEHTOB, MOCTYINHMBIINX B (opMe 3NMEKTPOHHBIX JI0KYMCHTOB, ¢ TOCNeNyIOIEH opraHu3aume paboTsl
¢ HUMH KakK ¢ IOKyMEHTaMH Ha GyMaXXHOM HOCHUTETE.

14 K nmoxyMeHTaM, He MOIeKaIliM PEruCTpaLH, OTHOCATCA JOKYMEHTBI, HE TpebyIoLIMe MCTIONHEHHS H HE
cofepkaiiye HHGopMAaLH, JICTIONIb3YEMOii B CIPABOYHBIX LE/IX.

15 B yaMBHMAYATbHOM MHCTPYKLIMHM IO J€IONPOH3BO/ICTBY YCTAHABIHBACTCA MECTO PerucTpaLyy BXOAAIINX
JOKyMeHTOB (LEHTPaJI30BaHHO — g Cmyx6e AeIONPOM3BOACTBA HIIH B Cyx0e Aenonpou3BOACTBA
¥ CTPYKTYPHBIX OApa3/e/ICHUsX), & TAloKe croco6 perucTpaumu (B COJl wi B PErkCTPAIOHHO-y ETHBIX
dopmax Ha GyMaxKHOM HOCHTENE).

16 PenepanbHbIi 3aKOH OT 7 mas 2006 r. Ne 59-@3 «O nopsnke paccMOTpeHHs obpatueHui rpaxiaH
g Poccuiickoii enepanym» (Cobpanue 3aKOHOAATE/IbCTBA Poccuiickoit denepaiy, 2006, Ne 19, ct. 2060;
2010, Ne 27, ct. 3410; Ne 31, cr. 4196; 2012, Ne 31, cr. 4470; 2013, Ne 19, ct. 2307; Ne 27, cT. 3474; 2014,
Ne 48, cr. 6638; 2015, Ne 45, cT. 6206; 2017, Ne 49, cT. 7327).
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Ha GyMa)XHOM  HOcuTene, a  TIOCTYNHBIIEMY JIOKYMEHTY  IpHCBauWBaeTCA
PETHCTPAIOHHEIH HOMEP.

PervcTpaliOHHbI HOMEp BXOJSLIEro JOKYMEHTa COCTOWT H3 [IOPSIKOBOTO
HOMepa JOKyMeHTa B TIpeenaX KajeHIapHOro roia, KOTOpBIA MOXeT ObITh
NOMONIHEH [UGPOBEIMH MK GyKBEHHO-IIMPPOBHIMU  KOTAMH (uHEeKcaMu) IO
UCIIONB3YEMBIM Knaccn(anaTopaM”.

521. Ha Bcex 3aperiCTPUPOBaHHBIX JOKYMEHTaX, 33 HCKIIIOUYEHHEM
JTOKyMEHTOB, IOCTYNHBIIMX B hopMe SIEKTPOHHBIX JOKYMEHTOB, NPOCTAaBIIOTCA
OTMETKH O MOCTYIUIEHHH JOKyMEHTa B OpraHH3alHIo. B orMeTke O IOCTYIUICHUH
nokyMeHTa (GUKCHPYIOTCS Jara TMOCTYINICHHs (mpy HEOOXOOMMOCTH — BpEMd
[OCTYIIEHHs B Yacax i MUHYTaxX) ¥ BXOAIIMH pEruCTPAIMOHHEIM HOMEP JIOKYMEHTa
B COOTBETCTBHH C TIyHKTOM 2.36 ITprMepHO#l HHCTPYKIUH.

5.22. JIOKyMeHTBHI, IOCTYNHBIIHE Ha OyMa)XKHOM HOCHTENE, CKaHMPYITC,
3IEKTPOHHAs KOMHs NOKYMEHTa BKIIOYAeTCA B C3Jl u mpHCOETUHAETCA K OPK
JOKyMEHTA.

5.23. KoppecroHzieHIIs ~Ha  MHOCTpAaHHBIX  A3BIKAX, aJpecOBaHHas
PYKOBOACTBY OpTaHHM3alliH, IIOCIE PErMCTpalun B Cinyx6e nenonpou3BOACTBA
epefiaeTcsl B COOTBETCTBYIOIIEE NMOJpPaseNeHIe Wi pabGOTHUKY OpraHH3aluM JUIi
mepeBofia M IOCJEAyOLlel Nepefaid Ha PacCMOTPEHHE PYKOBOJCTBA. Hnas
KOPPECTIOH/ICHIINsS Ha HHOCTPAHHBIX  A3bIKAX mepemaercs IO Ha3HAYEHUIO
HETIOCPEICTBEHHO B CTPYKTYPHBIE TOAPa3ACTICHIA.

5.24. TIpemBapuTelbHOE PACCMOTPEHHE NMPOBOAMTCS B LEeNSX paclpeleneHus
[OCTYNAIOIMX B OpraHM3alluio JIOKyMCHTOB Ha Tpebyromue 00S3aTeNbHOTO
pacCMOTpEeHHs PYKOBOACTBOM OpraHH3allii H HampaBJisieMble HETOCPEIICTBEHHO
B CTPYKTYpHbI€ TOAPA3ACICHHUS.

5.25. IlpenBapUTeNbHOE paccMOTPEHUE BXOAIIUX JIOKYMEHTOB
ocymectaisercs B Ciyx06e JeNonpon3BoACTBa NOCIe pETHCTPalMy JAOKYMEHTOB.

ITpenBapuTeIbHOE PAacCMOTPEHHE MOXET IIPOBOAUTECA IO PErvCTpalyy
B ClIydae IIOCTYILICHHS IOKYMEHTOB c OTMETKaMH, TpeOyIOIIUMH
He3aMeJIUTEIFHOTO PACCMOTPEHHS U UCTIONHEHN IOKyMEHTA.

5.26. TIpexBapuTeNbHOMY PAacCMOTPEHMIO MOMJIEKAT BXOJMAIINAE TOKYMEHTHI,
aJpecOBaHHBIE B OPraHM3aIMIO U Ha UMA ¢ PYKOBOJHTEIIS.

JIOKyMeHTEHI, aJipeCOBaHHbIE [OApa3AcIeHUAM, PYKOBOAUTEIIM
OJ[pa3/eNicHAi U CIIELUAINCTaM, [IepeNaloTes B CTPYKTYpPHBIE MOAPA3JEIICHUA 6e3
Tpe{BapUTEIHHOTO paccmorpenmlls.

17 CrpykTypa perMCTPallMOHHOrO HOMepa BXOASLIEro JOKYMEHTa OINpenenieTcs WHIMBHIYaIbHON
MHCTPYKLMEH 10 IeNONPOM3BOACTBY OpraHH3aLiH.

18 CocTaB [JOKYMEHTOB, MOIEKAIIUX IPEABapHTCIBHOMY PACCMOTPEHHIO B OpraHH3allMH, MOXCT OBITH
KOHKPETH3MPOBaH B HHIMBH/IYaNbHOH MHCTPYKIMH 1O AEIOTIPOU3BOICTBY.
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5.27. TIpenBapuTeqbHOE PACCMOTPEHHE OCYIICCTBIACTCA UCXOMAA W3 OLEHKH
COLEpXaHHMs BXOIAIIMX JOKYMEHTOB, C yYeTOM yCTaHOBJICHHOTO B OpraHu3alyu
pacnpefienieHuss  (QYHKIMOHAIBHBIX o0s3aHHOCTE  MeXAy  PYKOBOAMTEIEM
OpTaHHM3AINH, €r0 3aMECTUTEISIMH, PyKOBOUTEIIAMU CTPYKTYPHBIX HOZIpa3/eNIeHHH.

5.28. ITo pesynprataM MNpEABAPUTENHHOIO  PaCCMOTPEHHS JIOKyMEHTEI
pacIpeneNsIoTCs Ha JOKyMEHTOINOTOKH, HalpaB/ieMbIe:

Ha PacCMOTpEHHE PYKOBOIUTEIA OpraHu3anyy (IOKyMEHTBI, IOCTYIAlOIIHe U3
OpraHoB roCyJapCTBEHHOM BIACTH, OPraHOB MECTHOIO CaMOYIIPaBJIEeHUs, TOKYMEHTEI
10 Hauboee BaYKHBIM M IPUHIUIHATEHBIM BOIPOCaM AESTEIBHOCTH OpraHU3all}H);

HA  pacCMOTpeHHe  3aMeCTHTeNled  PYKOBOAMTEIIS (HOKYyMEHTHI 1O
HANIPABJIEHASIM [ TETHHOCTH, KypPHPYEMBIX COOTBETCTBYIOIIHMM 3aMeCTUTEISIMH);

Ha PacCMOTPEHHUE HHBIX PYKOBOAUTENIEH, FIaBHBIX H BEyIIMX CIIELIHAIHCTOB,;

HA PpAcCMOTpEHHE M MWCIOJNHEHME B CIPYKTYPHBIC nojpasfeNeHus o
HaIpaBJICHUAM UX NesATeNbHOCTH.

5.29. Tlo 3aBeplleHHH INpPEJBAPUTEIBHOTO  PACCMOTPEHHA JTOKYMEHTEL
TIepeialoTCsl COOTBETCTBYIOIMM PYKOBOAUTEIAM UL PacCMOTPEHHs ¥ BBIHECCHUA
pesosroruii (yKasaHui 1o MCTIOTHEHHIO).

5.30. PaccMOTpeHHE NOKyMEHTOB DYKOBOJMTENIEM OCYIIECTBIACTCA B IeHb
mepefiauy JOKyMEHTOB PYKOBOJMTENIO HIM Ha ciemyroumii pabounid AeHb, €CIH
JIOKyMEHTBHI IIepelaHbl PYKOBOJCTBY B KOHIIE pabouero aHs.

JIOKyMeHTHl, TpeOyollue CPOYHOTO PACCMOTPEHHM:A, a TaloKe TeNerpaMMBI
¥ TeNeOHOTPaMMBI PACCMaTPUBAIOTCA PYKOBOJHUTENIEM He3aMeIJTUTENBHO.

5.31. Pe3ynpTaTsl paccCMOTpEHMs NOKYMEHTa PYKOBOIHUTEICM OpraHH3allvj,
ero 3aMeCTHTENSMH, DPYKOBONWTENSIMH IIONpas/eleHHH ohopMILIIOTCS B BHIE
PE30IIOLHH B COOTBETCTBUH C IlyHKTOM 2.43 ITpuMepHOH HHCTPYKIHH.

5.32. CBeleHUs O PE3OTIOLMH (MCIIONHUTEND, COMEPXKAHNS TOpYyCHIA, CpOK
pcrionuennst) crenuanicroM CiyObl AeTONPOU3BOACTBA BHOCHTCA B OPK CO3/,
ocJie 4ero HCIONHMTENH MONYYaroT HOCTYM K IIEKTPOHHOMY JOKYyMEHTY HIH
3JIeKTPOHHOM KOIHMH JJOKYMEHTa, €CIIA JOKyMEHT IIOCTYIIHI Ha OyMa)XKHOM HOCHTEJIE.

5.33. JIOKyMeHTBI, IOCTyHaromue Ha OGyMa)XKHOM HOCHUTelNe, IOCIe HX
perucTpauy, BKIIOYCHHS B COJ] B BUAE DIEKTPOHHBIX KOMHMA U PacCMOTPEHMA
PYKOBOJICTBOM ITIEPENAIOTCS B COOTBETCTIBYIOIINE CTPYKTYpHBIE IOJpa3/ieTIeHus Ha
CIIONHEH e MM ToMemaroTes B aeno B Ciyx6e nenonpon3BoaCTBa B COOTBETCTEIHN
¢ HOMEHKJIaTypoOil Jie]l OpraHu3aluy.

Ilns uxcanuu (akra mepefadd BXOLIHX JOKyMCHTOB W UX KONHUH Ha
GyMakHOM HOCHTEJNe HCIOJHUTEsIM B CTPYKTYPHBIC HoApa3feIeHuss MOTYT
HCIIONB30BATHCS JKypHAIBI (PeecTphl) epeiadn AOKyMEHTOB.

5.34. [Ipu  GyMakKHOM JIOKyMEHTOO00pOTE  MOJUIMHHAKA  BXOIUIIHX
JOKYMEHTOB, B Cilydae Ha3Ha9€HHs HECKOJIBKIX HCTIONHUTENEeH IepelatoTcs
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OTBETCTBEHHOMY ACIIOJTHUTEIO, OCTAJIbHBIM HCIIOJTHUTENIAM Ciyx6a
JIeTIONPOM3BOICTBA NepeiaeT KOMUK IOKyMEHTa.

535. Vicxoamue TOKYMEHTHI, 3aBU3HPOBAHHBIC BCEMH 3aWHTEPECOBAHHBIMU
JIMIAMY ¥ TIOJIHCAHHBIE PyKOBOJHUTENEM MM HHBIM YIIOMHOMOYEHHBIM MM JIALOM,
PETHCTPHPYIOTCS B CuyxGe Jenonpou3BOCTBa OPraHU3allHH.

5.36. PerucTpanmus WCXOMUMX JNOKYMEHTOB ocylecTBiseTcs B ACHB
TIO/MCAHKS WK Ha CIIeTyrOLnH pabounii IeHb, €CIIH JIOKYMCHTBI OBLIM MTOAITUCAHBI
B KOHLIE pabodero qHs UM B Hepabouee BpeMsl.

5.37. Tlepen pemcmauneﬁ HCXOISIIUX JIOKYMEHTOB Cnyx6a
JEJIONPOM3BOACTBA TPOBEPAET MPABHIBHOCTE oopMIIeHHs] TOKyMEHTOB (B8 TOM
urcne HAMYHe TMOANMMCEH, BU3, TPaBWIBHOCTH HAMACAHHA aJ[pecoB), a TaKKe
yKa3aHHBIX B HCXOIAIMX HMOKyMEHTax NPHIIOXKEHNH, COOTBETCTBHE KONMIECTBA
5K3EMILIIPOB KOJNMYECTBY aipecaToB 10 yKasaTelo PacCHUIKH, HATUIHE OTMETKH 06
HCIIOITHUTEIE.

5.38. [lpy  perucrpaly  HCXOIALICTO macema B COJl  cBeaeHHA
06 OTIpaBIEMOM JNOKYMEHTE duxcupytorcs B OPK, K KOTOPO! MPUKPEILIACTCS
3/eKTPOHHAS KOIIHSA OTIPABIAEMOro JOKyMEHTa.

Ecmu DPK 6512 co3nana B COJI mpu MOArOTOBKE IIPOEKTa JOKyMEHTa, TO TIPH
perucTpalil ~ HCXONAMIEro  NOKyMEHTa B Hee [00aBNAIOTCA  CBEACHUA
0 PEerHCTPAlIOHHOM HOMEpE, N1aTe PETHCTpALlKK U APYTUe CBENCHUA 06 ucXomAIeM
JOKyMEHTE.

5.39. PerucrpalliOHHEIA HOMEp MCXOIAIICIO IOKyMEHTA JOJDKeH COCTOATh M3
konoB (MHOEKCOB) B COOTBETCTBHM C IPYMEHAEMBIMH kiaccuduKaTopaMu
¥ TIOPSIKOBOTO HOMepa JOKyMEHTa B Ipe/ieiax KaJIeHJapHOTr0 roJia.

Jlara perHCTpanuu H PErvCTpallOHHBIH  HOMEP NpOCTaBJIAIOTCA  Ha
OTIIPaBIIEMOM JIOKyMEHTe, & TaloKe Ha KOTHH MCXOAIIEr0 JOKYMEHTa, OCTaoLIeH s
B JieJie, B COOTBETCTBHH C ITyHKTaMH 2.35, 2.36 [IprMepHO# HHCTPYKLIHH.

5.40. Ucxomamui JOKyMEHT, [TOJMMCAHHEI PYKOBOAUTENEM OpraHH3aliH
M MHBIM YTIOJIHOMOYEHHBIM MM JOIDKHOCTHBIM JIAIIOM, TIepeJiaeTcs Ha OTIPAaBKY,
Komus IOKyMeHTa Ha OyMaXXHOM HOCHTENE C BU3aMH TIOMeEIIaeTcs B JCI0
B COOTBETCTBUH C HOMEHKJIATypO# e

JeKTpOHHBIE JTOKYMEHTBI IOCHE HX TOJIMACAHHS JEKTPOHHOH IIOATHCEHIO
H OTIIPaBKH ajipecaTy XpaHATCA B 6ase manubix COJL.

541. B 3aBMCMMOCTH OT COJACpXaHMA H CPOYHOCTH  JIOKYMEHTEL,
oTIpaBiieMble M3 OpraHusallly, JIOCTABIAIOTCS ajipecaTaM CpeACTBaMHU [I0YTOBOM,
henpaberepckod  CBA3M,  CICICBAN, KypbEpOM, SKCIIPECC-TIOYTOH, a TaKKe
TiepeiatoTCs IO KaHalaM 3JIEKTPOCBS3H (pakcuMuiIbHask CBA3b, tenerpad, Tenedo,
3NIeKTPOHHAS MOYTa, MDBJI0, CIM).
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OGpaboTka  KOpPECTIOHICHIHMH  JUii  OTIPAaBKH [TOYTOBOM  CBSA3BIO
OCYILIECTBIISIETCS. B COOTBETCTBHH C ITpaBunaMy OKa3aHUs yCIIyT [I0YTOBO CBA3H' -

5.42. JIOKyMEHTHI, HE UMEIOIIHE afpecHOM JacTH, IPUHIMAIOTCS Ha OTIPABKY
C CONPOBOAUTENHHBIMA NHCbMaMH (32 MCKIIOYEHHeM KOMHH pacIOpSAHTENbHBIX
JIOKYMEHTOB, HaIPaBJIsieMbIX B IIOABEAOMCTBEHHBIC OpraHM3alyH).

HenpasuiisHO 0QOpMIIEHHBIC IOKYMEHTEI U KOppeCTOHICHIIH HecTyXeGHOro
xapakTepa K OTIpaBKe He IPUHIMAIOTCA 1 BO3BPAIIAIOTCA HCTIOHUTEIO.

JIOKyMEHTBI, ~ HOJIexXaimye  OTHpaBke,  MOIDKHEI 00pabaTeIBaTbHCA
¥ OTIIPABJIATECS B IEHb HX TIOAIMCAHMS M PETHCTPAllHK HIl Ha clefyomuii pabounii
JICHB.

5.43. Jlocbinka  WJIH  3aMEHa  PaHEe OTIPABIEHHOTO0  JIOKyMCHTa
OCYIIECTBIETCS N0 yKa3aHHIO JTULA, MOAMHUCABIICTO JIOKyMEHT.

5.44. TIpoxoxueHHe BHYTPeHHMX JOKYMCHTOB Ha sTanax HuX IOArOTOBKH
1 oopMIIEHHS. TIOJDKHO COOTBETCTBOBATH IPOXOXKACHHIO HCXOMIIIMX HAOKYMEHTOB,
a Ha HTAale UCIOJHEHHS — BXOIAIMX JOKYMEHTOB.

5.45. TIpoeKThl pacIOpAAUTENBHBIX TOKYMEHTOB (mpuKa3o0B, pacTopsDKeHHi),
[IOATOTOBNEHHEIX IS TOJMNKMCAaHHd, TOCHe IOArOTOBKH M COTJAacOBaHMA
C 3aMHTEPECOBAHHBIMA JIMIAMH IIE€PENAIOTCA B Cnyx0y JelONpoU3BOACTBA A
IpOBEepKHU NPABAUJIBHOCTH MX 0(hOpMIICHHS.

5.46. TIpaBunsHO OGOPMICHHBIC NPUKA3EL, pacropsDKeHHsl IepefialoTesl Ha
IOAMUCH PyKOBOJUTEIIO OPraHU3alliy YIH HHOMY YIIOJTHOMOYEHHOMY MM JIAILY.

5.47. TToamucaHHble TpPHKa3bl, PAaCIOPSDKCHUA IIO OCHOBHOM JesTENbHOCTH
PETHUCTPHPYIOTCS B Cyxbe nenonpomBo,ucmazo.

[IpukasaM, pPacHOPSHKCHHAM IO OCHOBHO#M [€ATEJHHOCTH IIPUCBAHBAOTCA
nopsiiKoBsle HOMepa (TIO KX7Aol rpynne JOKyMEHTOB OTZENbHO) B Ipenenax
xaneHapHoro roga. IlopsuKoBBIA HOMEp JNOKYMEHTa MOXeT JOTOHATECA
GyKBEHHBIM WIH LUGPOBHIM  HHICKCOM, 0603Ha4YAOIMM  ITPHHAJIEKHOCTH
JIOKYMEHTa COOTBETCTBYIOICH IPyNIe I0KyMEHTOB.

CpeJieHHs O PErMCTPUPYEeMBbIX MpHKa3ax, PacropKEHIAX BHocsaTcs B CO/JI
WId B HHBIE PETUCTPAIMOHHO-YYCTHBIC dopMbl Ha OyMaKHOM HOCHTENIC WIH
B 9JIEKTPOHHOI hopMe B COOTBETCTBHH C ITyHKTOM 5.54 TIpuMmepHO# HHCTPYKIMH.

1% [Tpukas MunucTepCTBA CBA3M W MaCCOBBIX koMMyHHKaipii Poccuiickoh denepauun ot 31 Mo 2014 r.
Ne 234 «O6 yrBeprkaeHun IIpaBuil okasaHuA yciyr [IOYTOBOH CBs3M» (3aperucTpupoBad B MHHHCTEPCTBE
oernmuu Poceniickoit denepaumu 26 nexabps 2014 r., perucTpaloHHbIA Ne 35442), ¢ N3MEHEHWAMH,
BHECEHHBIMHM IpHKa3oM MUHHCTEPCTBA CBA3M H MAacCOBBIX KOMMYHHKALHMH Poccuiickoii denepauyy OT
13 deBpans 2018 1. Ne 61 «O BHeCeHMM M3MeHeHW# B NpHKa3 MHHHCTEPCTBA CBASH H MacCOBBIX
xoMMyHHKaiwii Poccuiickoi Penepaiys oT 31 mona 2014 r. Ne 234 «OG yTBepKICHHH IMpaBun oxa3aHUA
yCJIyr TOYTOBOH CBSA3M) (3apeructpuposaH B MHHMCTEPCTBE FOCTHLIMH Poccuiickoii ®enepanyu 28 MapTa
2018 r., perucTpaloHHbI Ne 50545).

20 [fonroToBKa MPHKA30B TO JIAYHOMY COCTaBY K TOAMMCAHMIO PYKOBOAMTENEM M MX PETrHCTpaiii
OCYILIECTBIISIOTCS TO/Ipa3/IeNieHHEM M0 YIpaB/IeHHIO NEPCOHAIOM.
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5.48. TlonnMHHUKKA TPUKA30B (pacnopshKeHHMi) MO MECTy HX perucTpanun
dopMupyroTcsi B Hena B COOTBETCTBHA C HOMEHKJIATYpOH Jien OpraHu3aiin
B cOOTBETCTBUH C myHKTOM 8.20 IprMepHOH MHCTPYKIKHA.

Komuu IPHUKA30B, PACIOPSDKEHHH PacCHUIAIOTCA WCTIOJIHATENISIM M HHBIM
3aMHTEPECOBaHHBIM JIMIIAM B 3IeKTPOHHOH (opme MM Ha OyMa)XHOM HOCHTEIE
B COOTBETCTBHH C yKa3aTeJieM pacChUIKY.

Komuy TpHKAa30B, PACIOPSDKCHHH, PacChlIacMble Ha OyMa)xHOM HOCHTEIE,
3aBepAIOTCA B COOTBETCTBHH C ITyHKTOM 2.51 TIpuMmepHOH HHCTPYKIHH.

5.49. TIpOTOKOJNBI 3acelaHui, COBElaHuii, NPOBOJUMBIX PYKOBOACTBOM
OpraHU3alH, PETHCTPHPYIOTCA B Ciyx6e Je/ONPON3BOACTBA WM CEKPETapsiMH
COOTBETCTBYIOIIMX PyKOBOAUTENEH.

[IpOTOKONEl ~ 3ace/aHHH, coBelanmii, TNPOBOJUMBIX  KOJUIErHaNbHBIMU
(coBemaTebHEIMA) OpraHamMy, KOMHCCHAMH WIX B CTPYKTYPHBIX MOJPA3/IENCHUAX
OpraHH3alliH, PETUCTPUPYIOTCA B Tofipas/ieIeHHAX, OTBETCTBEHHbIX 3a OpraHU3aLHIo
¥ TIpoBeJCHHE MEPONPHATHS. Komuy TaKUX IPOTOKOJIOB TOTOBATCA K PacChUIKS
¥ PacChINAlOTCsA CTPYKTYPHBIM ro/[pa3feNeHeM, OTBETCTBEHHBIM 32 OpraHH3ALIIO
¥ IPOBeJIEHHE MEPONPUSATHS.

5.50. ITpoTokonaM NPHCBAUBAIOTCA TIOpAZIKOBBIE HOMepa B TIpefenax
KaJIeHJapHOTO rofia WK NeprHoAa paGOTHl BpeMEHHOH paboueli rpyTbl (KOMHCCHH)
T10 Ka)KIOH IpyIIie MPOTOKOJIOB OTACIBHO.

TToTMHHUKK IPOTOKONOB 10 MECTY UX PEruCTpaltiy hopMHpPYIOTCS B IENIA II0
HOMEHKJIaType Hell OpraHusalud B cooTBeTCTBUH C IMyHKTOM 8.20 ITpumepHOH
HUHCTPYKIIHH.

5.51. BayTpeHHHE JOKYMEHTHI Ha MM PYKOBOAUTENSA APYTOro CTPYKTypHOTO
TIOfIpa3fieNIeHusl PErHCTPUpYoTCa B COJl wumu (pd OTCYTCTBHH CoOHl wmu
OTCYTCTBUH BO3MOKHOCTH 3aperuCTPUPOBATH BHYTPEHHHM JOKYMEHT B Ca)
pEruCcTpUpYIOTCS B MOApasAelIeHNH, CO3/IaBIINM JOKYMEHT. 3aperucTpUPOBAHHBIH
JOKYMEHT IepeflaeTcss HEMOCPeACTBEHHO B ofipazjieNieHe — afpecat, B KOTOpOM
TIOBTOPHO HE PErHCTPUPYETCH.

5.52. Ilpu BKIIOYCHHH B COJl BXOmiAIMX HOKYMEHTOB, HX perucTpalyy,
pacCMOTPEHHH H ucnonuennu B OPK  BHOCATCA CIeAyIolHe CBEACHUA
0 ,Z[OK}’MGHTGZII

a) HaMMEHOBaHWe OpraHU3aAlUH (KOppECIIOHIEHTa);

6) anpecar;

B) HauMEHOBaHME BUIA NOKYMEHTa,

r) [ara MOCTYIUBIIEro JOKYMCHTa,

) perucTpaIMOHHBIN HOMEP TIOCTYMHBIIETO JOKYMEHTA;

2l yka3aHHBIA COCTAB CBENEHHH, BKIIOYaeMBIX B CHJ] mpu perucTpauyy 4 B XOZIE PaccMOTPEHHA
i HCTIOTHEHHS! BXOJAIIMX H HCXOJSAIIHX IOKYMEHTOB, 06s3aTeNeH 1 OpraHu3aluii — yJacTHHKOB M3JI0.
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JOJDKHOCTD, PaMHITAS M HHULMANIE] JIUIA, IOIMCABILErO JOKYMEHT,

JlaTa MOCTYIUICHUS JJOKYMEHTa,

BXOJAIIMIA pErHCTPAIlIOHHBIA HOMED;

3aroJIOBOK K TEKCTY (KpaTKoe COfiep)KaHue JOKYMEHTa);

KOJIMYECTBO JIUCTOB OCHOBHOI'O JIOKYMEHTA,

OTMETKa O NpPHIOKEHHH (KOJMYIeCTBO NPUIIOKEHHMH, obIee KOIUIeCTBO

JINCTOB HMPHWIOXKEHUN);

M)

CBeJEHUSA O CBSI3aHHBIX JOKYMCHTax (HaI/IMeHOBaHPle BHIAa JOKYMCHTA,

1aTa, pErUCTPALIHOHHBIH HOMED, THII CBS3H);

H)

pesomonds (MCIIONHATENb (MCIOJHUTENM), IOPY4YEHHE, IODKHOCTHOE

JIMIO, JaBllee IOpYIeHUe, naTa);

)

b)

CPOK MCIIOJHEHH NOKYMEHTa,

HHJIEKC Jielia 0 HOMEHKIAType Jell,

CBeJIEHHS O Tiepeaapecaliy JOKyMeHTa,
OTMETKa O KOHTPOIJIE;

rpud orpaHuueHUs JOCTYIa K JOKYMEHTY;
cBeZleHHd 00 3JIeKTPOHHOM MOATHCH;
pe3yNbTaT NPOBEPKH 3JEKTPOHHOM MONIHCH .

5.53. Ilpu BrxmoweHnu B COJ] ucXonsmmx IOKyMEHTOB B 3PK BHOCATCA
ClIeIYIOIIE CBEJICHUS O IOKyMEHTe:!

a)
6)

afpecar;

JOIKHOCTD, (paMUIHs ¥ HHULKAIB] IMLA, IIOJKCABIIEro JOKYMEHT;
Ha¥MEHOBaHMe BU/a JOKYMEHTA,

JaTa JOKYMEHTa;

PEruCcTpalMOHHBII HOMED JOKYMEHTa;

3aroJIOBOK K TEKCTY (KpaTKoe COlepXKaHHe JOKyMEHTa);

CBeleHHs O CBS3aHHBIX JHOKyMeHTax (HaMMeHOBaHHE BUJA NOKYMEHTa,

JlaTa, PeTHCTPAIMOHHBIM HOMED, THII CBS3H);

3)
u)
K)

KOJIMYECTBO JILCTOB OCHOBHOI'O JOKYMEHTA,
HHICKC Jejia IO HOMEHKIATYpE OCJI;
OTMETKa O MPHUIO0XECHUU (KOJ’IPI‘ICCTBO HpHJ'IO)KCHHfI, o61uee KOJIN4YECTBO

JIMCTOB MPHUJIOXKEHUH);

rpud orpaHHYEHHs JOCTYIa K JOKYMEHTY;
oJpa3ielieHAe - OTBETCTBEHHBIN UCIIOTHUTENb JIOKYMEHT;
cBeJieHHs 00 3JIeKTPOHHOM IOMIIHCH.

5.54. ITpu BrmodeHnn B COJl BHYTpeHHUX JOKYMEHTOB B OPK BHOCATCH
CIIEAYIOIUE CBEIECHHS O JOKyMeHTe :

22 Bymrouatorest B COJI, €ciTi NOCTYNUBIUKIA JOKYMEHT TOJINMCAH YCHICHHOR 3JIEKTPOHHOM MOIIHCEIO.
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a)  HaUMEHOBaHHE MOoApa3feNieHUs, IOATOTOBUBILErO NPOEKT JOKYMEHTA,

0) HanMeHOBaHME BHUJA JOKYMEHTa;

B)  JlaTa JOKYMEHTa;

I)  perucTpPaldOHHBIA HOMEp NOKYMEHTa;

)  JODKHOCTb, GaMIIIis ¥ MHULHANBI JIUIA, TTO/IIICABIIETO JIOKYMEHT;

€)  CBeleHHsd O CBS3aHHBIX JOKyMEHTaxX (HaMMEHOBAaHME BHJA JOKYMEHTA,
JaTa, peTHCTPAllMOHHBIN HOMED, TUII CBSI3H);

)  3aroJIOBOK K TEKCTY (KpaTKoe cofepiKaHue JOKyMEHTa);

3)  OTMETKa O IPHIOKEHHH (KOJMYECTBO NPUIOXKEHHH, 00I1Iee KOIMIECTBO
JIMCTOB TIPHIIOKESHUH );

M)  HWHJAEKC Jiejia 10 HOMEHKIIaType Hell,

K)  YKa3aHHA 10 MCIOJHEHHIO JOKyMEHTa (HCIIOIHMTEINb, IOpyYeHHe, aTa
HCIIOJTHEHU );

J)  OTMETKa O KOHTpOJIE;

M)  rpud orpaHUYeHHs JOCTyIa K JOKYMEHTY,

H)  mojpasieieHue (TODKHOCTHOE JIHIO0) — UCIIONHUTENE (OTBETCTBEHHBIM
HCIIOTHUTENb) JOKYMEHTA.

JIONONMHUTENEHO K YKa3aHHBIM CBEJCHHAM O BXOAAINUX, HCXOMAIIMX
¥ BHyTpeHHHX NokyMeHTax B OPK C3OJI MOryT BHOCUTECS HHEIE CBEACHUS.

5.55. Yuer konuuecTBa  AOKYMEHTOB,  IIOCTYNHBIIMX,  CO3JaHHBIX,
OTIPABIICHHBIX 32 OMNpeleNieHHBI MepHoJ, BPEMEHH, MOXET HPOBOJMTHECA 10
OpraHM3al{y B IIeJIOM, [0 OTHAEIBHBIM CTPYKTYPHBIM IIOJpa3AeNeHUsAM, [0 rpynnam
JIOKYMEHTOB, KOppECIOHIEHTaM, IEHCTBHAM, IPOM3BENCHHBIM C JOKYMEHTaMH,
U IpyT¥M MapameTpaM, HeOOXOAUMBIM I aHaIh3a paboTEI C JOKYMEHTaMH B HEJLIX
€€ COBEpIIEHCTBOBAHMUS.

5.56. Ilpu yuere oOpeMa IOKyMEHTOOOOPOTa IOACYUTHIBACTCS KOIMIECTBO
JOKYMEHTOB BBIJEJICHHOH IPYyNIBL. YYeT KOJMYECTBA HOKYMEHTOB IPOBOJHMTCH IIO
naHaBIM CO/l, perucTpalliOHHO-YYETHBIX XKYPHAJIOB U KApTOTEK.

5.57. 3a emauHHLly Yy4YeTa  KOJMYECTBa  JOKYMEHTOB  IIPUHHUMACTCH
e[MHCTBEHHBIA JK3eMIUIIp JOKyMeHTa (IOAJHHHUK HJIM KONHS, €CIH KOIHA —
eIMHCTBEHHBI OJK3eMIUIAp JOKYMEHTa B OpraHM3alldd, HalpuMep, KOIUA
HCXOAAIIEro miuckMa) 6e3 ydeTa KOIHi, CO3aBaeMBbIX INpH I€YaTH U KOIHPOBAHUH
(TupaxkupoBanun). Komuu JOKyMEHTOB IIpM HEOOXOAMMOCTH aHANIN3a yIUTBIBAIOTCS
OTJEINBHO.

2 Cocrae cBezeHuii, BHOCHMBIX B COJ] NpHM perucTpauyu BHYTPEHHHX NOKYMEHTOB, 3aBMCHT OT BHJA
PETUCTPHPYEMOTO JOKYMEHTA.
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5.58. PesympTarThl Yy4eTa oGpeMa OKymeHTOOOOpOT2 B opraHu3anuu
eykeroqHo — 0000IaroTCs Cnyx06oit JIeJIONpOU3BOACTBa U IpEeLCTaBILIOTCSA
PyKOBOJICTBY B BHJIC otueTa 00 o0peMe noxymemooGopOTa 3a roj.

V1. KoHTpOJIb HCIIOMHEHMS JNOKyMEHTOB (1mopy4eHuk)

6.1. KoHTpOnb HCIONHECHW JIOKYMEHTOB (mopyueHuit) BEACTCA B Hesix ux
CBOEBPEMEHHOTO M KaueCTBEHHOTO MCIIOTHEHHS.

6.2. KoHTpOJb HCIOIHCHUA IOKyMEHTOB (mopyd4eHHu#t) BEAETCA:

PYKOBOJIUTEIEM HIIH HHBIM JOJDKHOCTHBIM JIMLIOM OpraHU3alyy — UCTIOMHEHHIA
IOKyMEHTOB (mopy4eHHmiA) [0 CyIeCTBY;

Cnyx6oif  IenompoOUsBOACTEA opraHusauuy U OTBETCTBEHHBIMHA 32
JIeJIONPOU3BOACTBO B CTPYKTYPHBIX MojpasfeleHusIX — CPOKOB HCTIONTHEHYS
JOKyMEHTOB (mopy4eHu#).

B Cyx6e Jenonpor3BOACTEA [[eHTpAIM30BaHHOMY KOHTPOIIO nojIexKat
3aperucTPUPOBAHHBIC IOKYMEHTHI € OTMETKOM ©O KOHTPOJIC («KoHTpoIB»),
npOCTaBnﬂeMoﬁ B COOTBETCTBHM C ITyHKTOM 2.54 TlpumepHO# HMHCTPYKIHH,
a B CTPYKTYPHBIX rofpas/ielleHis X ~OpraHusauu = BCE 3apem¢rpnpoaaHHme
JOKyMEHTBHI, TpeOyromme VCTIOJTHEHHS.

6.3. PacnopsauTeIbHBIC JOKYMEHTBI, MPOTOKOJIBI 3aceaHui (coBelLaHuH),
copepamue MopyJeHud ¢ KOHKPETHBIME CPOKaMH JCIIONHEeHMs, CTaBiATCAd Ha
KOHTPOJB IO KaXAOMY TIOPYYESHUIO OT/ENBHO.

6.4. KoHTpONH CPOKOB HCIIONHEHUA JIOKyMEHTOB (mopyveHHii) BKIIOYACT
B cebs:

IOCTAHOBKY JOKYMEHTOB (opy4eHHuit) Ha KOHTPOTE;

IpOBEpKy ~CBOSBPEMEHHOCTH foBelieHHs JIOKyMCHTOB (mopyuenui) 10
UCITOTHUTEIIEH;

npeBapHUTENBHYIO0 IPOBEPKY ¥ perynMpoBaHue Xona JCIIONHEHHs JOKYMEHTOB
(mopy4eHHi);

CHSITHE C KOHTPOJIs JOKyMCHTOB (TopyueH##);

yuer, 06oOmIeHHE H aHAIM3 pe3yJbTaToB Xola HCIIONHEHHs JOKyMEHTOB
(mopy4eHuH);

UH(POPMUPOBAHHUC pykoBojuTened 0 X0AC JCIIOJIHEHHsS ~ JTOKYMCHTOB
(mopyueHui) ¥ COCTOAHIH JCIIOHATENHCKOM JUCIIATIIMHEL.

6.5. Cpoku  HCIIOTHCHWA IOKYMEHTOB (TopydeHHH) HCYHCIISIOTCS
B KaJIeHIapHbIX AHAX.




56

Eciu TOCHENHHMH JeHb CpOKa HCIONHEHHs JOKyMEHTa (mopyueHus)
IPUXOAUTCS Ha Hepaboumii JeHb, TO NOKYMEHT MOAJIEXXUT  HUCIIOTHCHUIO
B GIMDKARITHAIN CITeIyIOIMuiA 38 HIM paboynit IeHb.

JlaTa MCTIONHEHHs HOKyMEHTa (mopy4eHns) GUKCUPYETCs B OPK COJl mnu
MHOJ perHCTPAMOHHO-YUeTHOH popme, MCIIONB3YEMOi IJI OTCIIE)KHBAHUs CPOKOB
WCIIOMHEHAS NOKYMEHTa (IIOPYYeHHUs).

Cpokd  HUCIOJHEHUS  JOKYMCHTOB (mopy4eHMi)  yCTaHaBIMBAIOTCA
PYKOBOZMTENEM, HCXO/ U3 CPOKa, YCTAHOBJICHHOTO opraHu3auyell, HalpaBUBIICH
JOKyMEHT, WIH CpOKOB, YCTAHOBJICHHBIX 3aKOHOJATENBCTBOM  POCCHHCKOMH
denepanyn.

6.6. JlokyMeHTHI ([Opy4YeHHs) ONIEKAT UCTIONHEHHIO B CJIEAYIOIINE CPOKH:

¢ KOHKpETHOMH JaTo! UCTIONHEHHS — B yKa3aHHBIH CPOK;

Ge3 yKa3aHMA KOHKDETHOH JaThl MCIIONHEHHS, UMEIOIIIC B TEKCTe MOMETKY
«BEChMa CpOYHO» — B TEUEHHE OJHOTO IHSA, «CPOTHO» — B 3-IHEBHBIA CPOK;
«omepaTuBHO» — B 10-HEBHBIH CPOK; OCTANBHbIC — B cpok He Goree 30 nHeH;

10 TapJaMeHTCKHM 3ampocaM — He Mo3jHee ¥eM gyepe3 15 naueit co AHA
IOJTy4€EHUS;

ro 3anpocaM wieHo Coseta Qeziepaliyy, JCIyTaTOB TocynapcTBeHHON J{yMBI
(IeTyTATCKOMY 3aIIpocy) He MO3/iHee UeM Hepes 30 mHe# co JHS NOTyYeHU.

1o MEXBEIOMCTBEHHBIM 3alpocaM O MPEACTaBJIeHMH JOKYMEHTOB u (umm)
pHQOpMAlK B UEIIX IPEAOCTABICHHA rocyJapCTBEHHBIX U MyHHIUMAIBHBIX
ycayr — 5 pabounx AHEH €O JHA MOJYdCHHA 3ampoca, ecld 3aKOHOJATENbCTBOM
Poccuiickoit @enepaniiy He yCTaHOBJICH HHOU CPOK;

110 oOpaleHHsIM rpaxaaH — 30 mHe# co AHSA PErHCTPALKH.

6.7. TIpHOCTaHOBHTH WCHOJHEHHE KOHTPOJBHOTO HoKyMeHTa (IIOpyYeHus),
a TaKXe OTMEHHUTH €r0 MOXXeT pyKOBOIHUTEIIb, [IO/MHCABIIHE JIOKYMEHT HJIA JaBIIHH
nopyueHue (yKa3aHue).

6.8. B Ienix CBOEBPEMEHHOTO WCIIONHEHUS JOKYMEHTOB, HOpY4EHHHA
(Yka3aHui), TOCTABICHHBIX Ha KOHTPOJD, pabotauk CiTy’X0BI AENONPOU3BOJCTER,
OTBETCTBEHHBIH 3a BeieHHE KOHTPOJA HCIONHEHHUA JIOKYMEHTOB, IpOBEPSET
CBOEBPEMEHHOCTD JI0BEJICHHS TOKYMCHTa (mOpy4eHHs) 10 UCTIOTIHUTEA.

6.9. Ecnu CpoK HCIONHEHHd MOKyMEHTa (mopydeHus) NPEBHIACT ONUH
MecAIl, B LeNIX 06eCredeH:s CBOSBPEMEHHOT0 HCIIOTHEHHA JOKYMEHTa (TIOpyYeHHs)
HPOBOJMTCS TpeaBapUTENbHbI  KOHTPOJIb U HAIIOMUHAHHUS ~ MCITOJIHUTEILM
0 IPHOTKEHHIH CPOKOB HCTIONHEHNS IOKyMEHTOB (mopy4eHuk).

6.10. TIpegBapHUTENbHBIH KOHTPOIb OCYIIECTBIACTCH B ClIELyIOMIEM MOPSIKE:

JIOKYMEHTOB (IIOpyHeHH i) OCIEyOIHX JIeT — He peske OZIHOTO pasa B rof;
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JOKyMeHTOB (TIOpy4eHH i) TOCIeAYIOIIUX MECALEB TEKyIero roia — He pexe
OJ[HOT'O pa3a B MeCHIII;

JOKyMeHTOB (TIOpydYeHH#) TeKyLIero Mecsua — 3a 5 mHel IO MCTEYEHHUS CPOKa
UCIIOJTHEHHSI.

6.11. HamoMHHaHVMe HCIOJNHHTEISM O HPHOIMKEHHH CPOKOB HCIOIHCHHA
JOKyMeHTOB (TIOpYdEHHif) MOXET OCYIECTBIATBCA B aBTOMATHHECKOM peXUME
nocpeacteoM COJI.

HamoMuHaHHS HCIONHATEXSIM, a Takke HHGopMamus 00 MCIIONHEHUH
HOKyMeHTOB (TOpydeHHi), MONyYeHHas OT ucnonuuteneii, ¢pukcupyiorcs B OPK
CDJ] wix MHBIX PETHCTPALMOHHO-Y4ETHBIX (POopMax, HCIONE3YEMBIX AIIA KOHTPOJIA
VCTIONHEH s JOKYMEHTOB (TIOpyYeHHM).

6.12. TIpn HeOOXOMMMOCTH W3MEHEHHA CpOKa MCIOJHEHHA JIOKyMEHTa
(mopydYeHus) OTBETCTBEHHBIH MCIIONHUTENH 00s3aH  NpelCTaBHTh Ha HMiA
PYKOBOAMTENSA, JaBIlero IIOpy4eHHe, 060CHOBaHMe (CIYXeGHYIO  3aIHCKY)
0 TIPOJUIEHMH CPOKa C yKa3aHHeM NPUIHH MPOJNICHUA 1 JIaThI HCIIOJTHECHHSL.

O6GocHOBaHHE MPOJJIEHHS CpOKa HCHONHEHMA JOKyMEHTa (mopy4eHus)
JIOIDKHO GBITH HANPAaBJIEHO COOTBETCTBYIOLIEMY PYKOBOJHMTENIO HE MO3MHES, HEM 1o
HCTEUCHUH JBYX TPEThUX CPOKa HCIIONHEHUA TOKyMEHTa (mopy4eHus).

O6 M3MEHEHHM CpOKa MCIIOJIHEHMS NOKYMCHTa (mopy4eH#s) OTBETCTBEHHBIN
pcnonauTens nEpopmupyet Ciyx0y ,uenonpon3Bo,u0TBa24.

6.13. JlokyMeHT (mOpydYeHHe) CYMTAeTCs MCIONHCHHBIM, €CIH TIPUHATEL
pellleHdsl 10 TOCTABIEHHBIM BOMPOCaM, IOArOTOBJICHEI COOTBETCTBYIOLIHE
JOKYMEHTHI, HampaBlieHa CTpaBka 00 HCTONHEHHH B COOTBETCTBYIOILIME OpPTaHBI
piacTy (OpraHM3ALMK) WIH JaH OTBET [0 CYIECTBY 3aHHTEPECOBAHHbIM JIWLIaM.

Perenne 00 HCIONHEHAN JOKyMeHTa (MTOpydIeH s) IPUHMMAET PYKOBOIUTEILb,
[IOCTABUBIIMN  JOKyMEHT (TOpydYeHHe) Ha  KOHTpOIb, C 00s3aTeNIEHBIM
urbopMupoBarreM Ciy K05l 1elONPOU3BOCTBA OPraHU3allii.

Ha WCIIONHEHHOM MOKYMEHTE MpPOCTAaBIAETCH OTMETKAa O HAMpaBICHUH
JOKyMEHTa B JIeJIO B COOTBETCTBAU C IIyHKTOM 2.55 TlpumMepHOH HHCTPYKIHH,
cBeJieHUs 00 MCIIOJIHEHHUH JTOKYMEHTa (mopyuenus) BHocaTcs B OPK COJ/l unu UHYIO
PeriCTPalOHHO-YIETHYIO (OpMY, HCTIONB3yEeMYIO T KOHTPOIIA HCTIOJTHEHH.

6.14. JloKyMeHTHI (IIOpyYeHHs), HE CHATBIC C KOHTPOJIA, & TAloKe JIOKYMEHTBI
(mopydeHus), CPOK  HCIONHEHHS  KOTOpBIX  HE NpOJIEH,  CYHTAIOTCA
HEWCIIOTHEHHBIMU.

6.15. Ciyx6a JeNONpPOM3BOACTBA OpraHM3ALMN  AHATHSHPYCT COCTOSIHHE
} pe3yNbTaThl ~ HCIONHEHHsA  NIOKYMEHTOB (mopyyeHuit) W COCTOSHHE
HCTIOJIHUTEIHCKON JUCIUTUIMHEL

% AHanOrMUYHBIM 00pasoM MOryT OBITH BHECEHbl H3MEHEHHd B COCTAB UCTIONHUTENEH JTOKYMEHTa
(nopyueHus) ¢ 06s3aTeNbHBIM HHOPMUPOBAHHEM Cimy»x0BI 1eIONPOH3BOACTBA.
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B MOpSAKEe MpeJBapUTENHOTO KOHTPOJA HANpaBiieT B CTPYKTYPHBIE
Topas/ieNieHksi OpraHH3allii HANOMHHAHMS O HOKYMEHTaX, CPOKHM HCIIOJTHEHUS
KOTOPBIX MCTEKAKOT (3a 3-5 HHel o OKOHYAHUs CPOKA HCIIOTHEHI JNOKYMEHTA);

pa3s B Mecal X IO OKOHYAaHMHM TOJa PYKOBOIHMTEIIO OpraHu3aliy
¥ PYKOBOJUTENSAM CTPYKTYPHBIX OZpas/ieieHuil HampaBisieT OTYETHl O KOJIUIECTBE
JOKYMEHTOB, MCIIONHEHHBIX B CPOK, WCIOJIHEHHBIX C Opo/UTeHHEM CpOKa
MCTIONHEHNS, HE KCIOJIHEHHBIX, HAXOJMAIMXCS HA HCIONHEHWH IO OpraHusaliH
B LIEJIOM, IO CTPYKTYPHBIM MOApa3JeleHusM |, IpH HEOOXOAMMOCTH, — TIO
OTIEJIEHBIM UCTIOTHUTEISAM.

VII. Opranusanys paGoTsl HCIOTHATENA C IOKYMEHTaMH

7.1. VicmomHUTENp TONydYaeT MOOKYMEHTEl Ha HCIOJHEHHe B JCHb HX
PAacCMOTPEHHUs HIIH Ha IO pa6ouuii IeHb B COOTBETCTBHH C PE3ONIIOIMAMH
PYKOBOZICTBA OPTaHM3allM U PYKOBOJHMTENA NMONPA3JCTICHEL. CpouHble JOKYMEHTHI
TIepe A0 TCS HCTIOHHUTENIO HE3aMEIUTEIIBHO.

7.2. JIOKyMeHTBI,  TOCTymarommje B  CTPYKTypHO®C moApa3JieJICHe
C PE30MOLUIMY PYKOBOJICTBA, HEPENAlOTCs PYKOBOAUTEO nozpasaeneHus. Ecmu
JOKyMeHT, TOCTYIUBIINHA Ha WCIIONHEHHE B IOJPA3/CICHNE, HE UMeeT OTHOILICHHUA
K KOMIIETeHIUH TIO/[pa3/ieieHus], PyKOBOTUTENb MOAPA3AENECHUA B TOT XK€ ACHP WK
Ha cieAylomuii paboduii IeHb BO3BPAILACT €ro B Cnyx0y Henonpou3BOACTBA VI
peleHrs BOIPOCa O NepeHarpaBlIeHAN €ro Ha HCIIONHEHHE B Apyroe MOoApa3AeNeHNe
(pyroMy HCIOJNHHTEIIO).

7.3. WUcnonHeHHe JOKYMEHTa IIpeAyCMaTpHBacT:

c60p ¥ aHATH3 HEOOXOTHMON HH(POPMAIIHH;

TIOArOTOBKY IPOEKTa JOKYMEHTa U €r0 o(hOpMIICHHE;

COrTIacOBaHHe MPOEKTA JOKYMEHTa C 3aMHTePECOBAHHBIMM JIHIIAMH;

mopaboTKy MPOEKTa [OKyMEHTa IO 3aMedaHHsiM, [OJy4YeHHBIM B XOJC
COTJIACOBAHUS U, IPU HEOOXOIUMOCTH, — IIOBTOPHOE COIJIaCOBaHUE);

IOATOTOBKY CIHCKa (yKa3aTens) PacCBUIKM JIOKYyMCHTa, €CIH JOKYMEHT
aipecoBaH IPyIIe OpraHu3alui;

TIpeicTaBIeH e TIPOEKTa JOKyMEHTa Ha MOJHCE (yTBepxkIeHHe) pyKOBOACTBY;

TTOArOTOBKY JOKYMEHTa K OTIIPaBKe H Iepeiady KOIHH IOKyMEHTa B neno”.

7.4. Tlpy  HampaBleHMM  JOKyMEHTa2  HECKOJBHKMM YICTIOJTHUTENISAM
OTBeTCTBEHHEIM 33 IIOATOTOBKY MpPOEKTa JOKyMEHTa SBIAETCS HCIIONHATEI®,

2 Brimonusercs Cy»x60# Aen0npou3BOACTBA.
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yKa3aHHBI B pPE3OIONMM IIEPBHIM MK 0603HAauUeHHBII B PpE30NIOLUH KaK
OTBETCTBEHHBI} UCIIOIHUTECIID.

75. OTBeTCTBEHHBI WCIONHHTENb HMMeeT MpaBo JiaBaTh HOpy4YeHHs
OCTAJIbHBIM HCIIOJHUTENAM, TPOBOAUTH paGourie COBEIIAHMA UL BhIpabOTKH
COBMECTHOro peleHus. Bce HCTIONHUTEIN B paBHOM CTeNeHW OTBETCTBEHHEBI 32
CBOEBpEMEHHOE H KAyeCTBEHHOE HCIIOTHEHHS mopyyeHuss M NpeiCTaBICHUe
OTBETCTBEHHOMY HCIIONHHUTENIO B YCTAHOBJICHHBIE MM CPOKHM HE0OXO[MMBIX
MaTepHaioB (IPOEKTOB JIOKyMEHTOB, crpaBok). VIcronHUTeNH HE HMMEIOT Ipasa
MPeJICTABNATH MPOEKTHI JOKYMCHTOB PYKOBOJWTEINO, NaBIIeMy TOpYdeHHE, MUHY
OTBETCTBEHHOTO MCIIOJTHUTEIIA.

7.6. B ciayuae OTCYTCTBHs HCIIOIHUTEILA (xoMaHAMpPOBKa, OTIIYCK, GoIe3Hb)
JOKYMEHT II0 YKa3aHHIO pYKOBOJHTEI rofipasfieNieHus TepefiacTcst ApYTroMy
JICTIONHHATENI0 ¢ OOM3aTeNbHBIM COOGIICHHEM €ro daMunay IeTONPON3BOJUTEIIO
foJpa3eNeHus Uil BHECCHUA mmernenuit B OPK nokyMeHTa B CDJl wiu HMHYIO
pEruCTPaIlMOHHO-YIETHYIO dbopmy.

7.7. TIpu yBONBHEHUH WM MEPEXOAC HA pyTo¥i y4acTOK paboThl COTPYNHUK
o6s3aH cHaTh NOKYMEHTHl M [ela PyKOBOAHTEIIO fofpasjeleHus Wid 10 ero
yKa3aHUIO BHOBb Ha3HAYCHHOMY COTPYIHHKY (B ciyuae HEOOXOXMMOCTH, — 110 aKTy
npreMa-Tiepefiad, B KOTOPOM YKa3bIBAIOTCA BHIBl Hen (3arojioBKH Mem) M HX
KOJIMUECTBO W KOTOPBIM IOAMHACHIBACTCA paGOTHUKOM, TEepe/aBlIiM JOKyMEHTEL,
1 paGOTHUKOM, IIPUHABLINM JIOKYMEHTBI).

7.8. Pe3yIsTaToM MCIIONHEHHs MNOKyMEHTa ABIACTCA NpOeKT NOKYyMEHTa,
IOATOTOBJIEHHBIHA UCTIOTHHTEIEM.

[IpoeKT JOKyMeHTa CO BCEMH He0OXOUMEBIMH TTPHIIOKEHUAMH, HameyaTaHHBIA
y  OopOpMJIEHHBIH B  COOTBETCTBHM  C IpaBWIaMH,  yCTaHOBJCHHBIMH
B pasaene 3 IpumepHOH MHCTPYKIHUH, ACTIOJTHUTENb COIJIaCOBHIBACT
C 3aMHTEPECOBAHHBIMU TO/PA3ACNCHUAMA 1 JHIaMA Y, Tpd HEOoOXORMMOCTH,
C IPYTHMH OpraHu3aluiIMH.

JIOKyMeHTS], NpelHa3Ha4YeHHBIC A OTIpaBKH, OQOPMIAIOTCA HA Onanke
OpraHHU3aluK yCTaHOBIEHHON (OPMBL. JUis OTTPaBKH JOKyMEHTOB, HE HMEIOIIHX
aJlpeCHOM 9acTH, COCTABIISCTCA COMPOBOJUTENHHOE THCHMO.

Ha [OKYMEHT, PacchUlaeMbId Gojee UeM B UETHIpe ajpeca, HCTOIHUTCIb
FOTOBAT CHOMCOK PACCHUIKH, ONpEJeNieT KONMIECTBO HK3EMILIAPOB JTOKYMEHT2
¥ TIoCJie PETHCTpalliy  obecrednBacT W3rOTOBJEHHE HEOOXOOUMOro KONMIeCTBa
KOITHH.

7.9. Wcnonuureib (OTBETCTBEHHBIA MCTIONHUTEIN) OpTaHU3yeT COrIacOBaHUE
(BU3MpOBaHMe) TMPOeKTa JOKyMeHTa €O BCEMH 3aMHTEPECOBAaHHBIMHM JIMIIAMH
¥ OPOBOAUT NOpaGOTKy MPOEKTa IO 3aMeyaHhsM B COOTBETCTBMM C ITyHKTaMH
4.1 — 4.11 TIpumepHO# MHCTPYKIMH.
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IMpy Hamuuuu OGONBIIOrO KONMYECTBA 3aMEYaHMM O IIpeJCTaBICHUA
nopabOTaHHOrO MpOeKTa IOKyMEHTa Ha IOANNMCh PYKOBOAUTEIIO HCIOJIHUTENb
TOTOBUT CBOJKY 3aMedyaHuil (TpeaioxkKeHuil), B KOTOPOH yKa3bIBaeTCs: COJAEpIKaHHe
3ameyanus (MPEIJIONKEHUS), HODKHOCTh, (amMmiMs JIMIA, [aBIIEr0 3aMevyaHue,
IPHMHATO WIA OTKIOHEHO 3aMedaHue (ecaM 3aMeYaHHe OTKIIOHEHO, — IPUYUHY
OTKJIOHEHMS).

7.10. Tlocne nopaGOTKU ¥ MOBTOPHOTO BH3HMPOBaHUs (COTJIACOBAaHHS) IPOEKT
JIOKyMeHTa MepefaeTcss Ha mojmucanue (yTBepkneHme). J[o IpencTaBieHHs Ha
[OANKNCh HCIOJNHMUTENs IPOBEPSET MPABWIBHOCTH OGQOPMIEHHS HIOKYMEHTA,
IIPaBUILHOCTE OQOPMIICHHS ajpecaTa, HaJHYHe HEOOXOIMMBIX BH3, IPUIIOXKEHUN,
Ipu HEOOXOAMMOCTH — CIpPaBOK, IOSCHUTENBHBIX 3allMCOK, Pa3bICHIIOIMX
cofiepkaHKe TIOArOTOBIEHHBIX IOKyMEHTOB, JICTa (YKa3aTelis) PaCChUIKH.

7.11. TToanucaHHBIA HOKYMEHT HWCIIOJIHUTEIL B COOTBETCTBHM C ITOPSJIKOM,
YCTAQHOBJIEHHBIM WHAWBUIYaTbHOH HMHCTPYKIMEH MO IeNONPOHM3BOACTBY, IEpEIaeT
7S pETHCTPAIIMY U OTIIPABKU W/WIIH BKIIOYEHHUA B IETIO.

B COOTBETCTBHHM ¢ HOMEHKJIATYpOH el HMCIOJHHTENb ONPENeisieT HHACKC
1iena, B KOTOpOe JOJDKEH OBITh BKIIIOYEH JOKYMEHT.

7.12. B xojie UCNONHEHH JOKYMEHTa UCIIOIHUTENb UMEET IIPaBo IpeuiaraThb
A3MEHEHNe CPOKa MCITONHEHUs, €CIIH OTCYTCTBYIOT peajlbHbIe YCJIOBHSl HCIIOJHEHHA
IOKyMeHTa (DOpydYeHHs), HejaTh IIOMETKM Ha JIOKyMEHT€ O BPEMEHH €ro
TOCTYIUIEHHS], O JaTaX IPOMEXYTOYHOTO KOHTPOINSA, TeJIE€(GOHHBIX M IHMChMEHHBIX
3a1pocax, 0 laTe ¥ pe3ynbTaTe OKOHYATEIBHOTO HCTIOIHCHHM.

7.13. HcrionHUATENbs HE MMEET MpaBa pasriauiaTh COAECpP)KaHWE MOCTYNHUBIIMX
K HeMY JIOKyMEHTOB M TIOATOTOBJIEHHBIX IPOEKTOB CIyXXEOHBIX JOKYMEHTOB, C HUMH
MOTYT GBITH O3HAKOMJIEHBI TOJIBKO JIMIIA, HMEIOLIHE OTHOIICHUE K HX MCIIOJIHEHHIO.

VIII. ®opmupoBaHue JOKYMEHTAIBHOTO (DOHIA OpraHU3aIuH

8.1. OmepaTHBHOEe XpaHEHHE AOKYMEHTOB OpraHM3alydyl 10 Mepeja4yu HX Ha
XpaHeHWe B apXuB HIH YHWYTOXEHHE OCYIIECTBIIETCA B CTPYKTYPHBIX

nopa3feneHusx OpraHu3alliH.

8.2. B IemIx XpaHeHHs, IOMCKA M UCIIONB30BAHHSA JOKyMEHTHI Ha OyMaXKHOM
HOCHTEJIEe H DSIEKTPOHHbIE MOKyMEHTH (DOPMHpPYIOTCS B Jella B COOTBETCTBUM
C HOMEHKJIaTypoil e.

Homenknarypa el  3aKpeluisieT  KIacCHQUKamuio  (TPyNIHPOBKY)
MCIIONHEHHBIX JOKyMEHTOB B Jena (NEKTPOHHBIE JeNa), CHCTeMaTH3allHIo
¥ MHIEKCALMIO Je]l, CPOKM WX XpaHeHHs M SBJSIETCS OCHOBHBIM YYETHBIM
JIOKyMEHTOM.
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HoMmeHknaTypa [Heil SBIAETCA OCHOBOM Ul COCTaBlieHHs omucedl Jen
[IOCTOSIHHOTO, BpeMeHHBIX (cBbiie 10 JeT) CPOKOB XPaHEHHs! U 110 JITIHOMY COCTaBy,
AKTOB O BBIIEICHAN K yHHITOXKEHHIO JIOKYMCHTOB C MCTEKIINMH CPOKaMH XpaHEHHs,
a TaKKe JUIsd ydeTa JieJl BpeMEHHBIX (mo 10 yet BKJIIOYHUTEIILHO) CPOKOB XpaHCHMS.

3.3. HoMeHKIaTypa el OpraHu3alid COCTaBIAETCH HAa OCHOBE W3y4YeHUs
COCTaBa ¥ COJEPXKaHUs JOKYMEHTOB, 0GpasyroIUXCsl B IEATENbHOCTH OpraHA3alui,
BKJTIOYAs JOKYMEHTB], IOCTYTAOIMe U3 NPYTHX OpraHU3alui.

8.4. Tlpy cocTaBieHHM HOMEHKIATYPhl /eI clenyeT pPyKOBOACTBOBATHCH
YCTaBOM OpPraHM3aLUHM, TIOJIOKEHUAMU O CTPYKTYPHBIX TOApasfeNeHnsX, MTaTHHM
paciucaHueM, TUIaHaMH | OTIeTaMu O paboTe opraHu3aluy, HOMEHKJIATypOH Jen 3a
mpolmeAui  rof,  JIOKalbHBIMU HOPMATHBHBIMM  @KTaMM  OpraHu3alli,
coepKAlUMH CBEIEHHs O JIOKyMEHTax, obpasyroluxcsi B A€ATEIBHOCTH
OpraHM3aliH, TUIOBEIMA U TIPAMEPHBIMH HOMEHKJIaTypaMH Jien (TpH uX HAJIW9VN),
BeIOMCTBEHHBIMH M THIIOBBIMH MEPEIHAMH [OKyMEHTOB C yKa3aHMEM CPOKOB HX
XpaHCHHA.

3.5. B HoMeHKJIaTypy M€l BKIIOYAlOTCs BCE JIOKYMEHTBI, OTpaXaromne
[AeSTeNbHOCTh CTPYKTYPHBIX mofipasaelieHlii OpraHusanuy M MIOCTOSHHO HJIH
BPEMEHHO JIEHCTBYIOIIMX OPIaHOB (KOM¥ICCHi, COBETOB, KOMHUTETOB), B TOM HHCIIC
JIOKyMEHTBl OTPaHUYEHHOro JOCTYyIId, PETHCTPallHOHHbIE W yUCTHBIC KYpHAJIBI
¥ KapTOTEKH, B HEOOXOIMMBIX CIydasix -— KOITUH ,ZLOK}’MCHTOB26. JIOKyMEHTH,
CO3IAHHbIE B EKTPOHHOH (opme, BKIIOYAIOTCA B HOMEHKJIaTypy [ell MO TEM X€
TIpaBUiIaM, 9TO ¥ JOKyMEHTHI Ha OyMa)KHOM HOCHUTEIE.

He BKIIOYAIOTCS B HOMEHKIATypy AeN MepHOMUIECKHe U3[aHMusd, KHUTH,
OpOIIIOPHI.

8.6. Homenknatypa el OpraHu3aliu (cBOmHAs) COCTABIACTCA Cyx06oii
JeJIONPOU3BOACTBA Ha OCHOBAHHH HOMEHKJIATyp Aell CTPYKTYpHBIX Hofpa3ieNeHu
no ¢opme, ycraHoBieHHOHM IlpaBuiami XpaHCHUA, KOMIUIEKTOBAHHMA, Y4E€Ta
J HCIIOIb30BaHMUs JOKYMEHTOB APXHBHOT'O dorma Poccuiickoii Peepali 1 JPYTHX
apXMBHBIX JIOKYMEHTOB B OpraHax roCy/IlapCTBEHHOM BJIACTH, OpraHax MECTHOI'0
caMOYIIpaBJICHHUA, opranu3aumx27 (nanee — I1paBuna XpaHeHHs).

CpojiHasi HOMEHKJIATypa JieJl COCTaBIACTCH B mociieqHeM KBapTajie TeKyIero
roja Ha npe,uc*roxmnﬁ KaJIeHIapHbIM IO/,

% Komuu GOKYMEHTOB BKIIOYAIOTCA B HOMCHKIATYDY aen, eclnyd Komus — €AMHCTBEHHBI SK3eMIUIAP
JOKyMEHTA B OpraHH3al{, a TakoKe, ec/i KOMWM HEoOXO[MMBI VI OpraHu3allii JEeATeNbHOCTH
riopas3AenieHus.

277 Tpunoxenue Ne 25 K TIpawiaM XpaHeHHA, KOMIUICKTOBAHHA, yueTa ¥ HCTIONb30BaHAS AOKYMEHTOB
ApxusHoro donna Poccuiickoii Denepanuy U APyrHX apXHBHBIX JOKYMEHTOB B OpraHax rocyaapCTBEHHOH
BNACTH, OPraHaXx MECTHOro CaMOYMpaBJICHHA, OpraHM3alMsiX, YTBEPKACHHBIM npukasoM MUHHCTEPCTBA
KyasTypbl Poccuiickoi ®epeparmu ot 31.03.2015 Ne 526 (zaperucTpyUpoBaH B MMHHUCTEPCTBE FOCTHLIMH
Poccuiickoii deaepaluy 7 CeHTAOPS 2015 r., perUCTPaLMOHHBIH Ne 38830) (nanee — [Tpasuna XpaHeHus).
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3.7. HoMmeHKIaTypa Jeji OpraHu3allii IOANUCHIBAETCS PYKOBOAUTEIEM
Ciyx06bl  JI€IONPOU3BOJCTEA, BU3MUPYETC PYKOBOJMTENEM  apXHBa (soM,
OTBETCTBEHHBIM 33 apXWB), COTJIaCOBBIBACTCAH ¢ IEHTpaIBHON OKCIEpPTHOH
xoMuccHeRt (IKCIIepTHOH KOMFICCHeil) OpraHU3aliy H, eClli OpraHu3ali SABJIAETCA
JCTOYHMKOM KOMIUIEKTOBaHHS TOCy/@pCTBEHHOTO WIM MyHULHUNAIBHOTO 2apXHBa,
ONMH pa3 B 5 JIeT IpPe/CTaBAeTCs Ha CODACOBAHME COOTBETCTBYIOLIEH IKCIIEPTHO-
IpOBEPOYHON KOMHCCHH YIIOJIHOMOYEHHOTO  OpraHa WCIIOMHUTENFHOM BJIACTH
cybBexTa Poccuiickoi denepanuu B 00NacTH apXUBHOTO nena (mamee — OIIK
apX1BHOTO yupexAeHHs) WM rOCy/IapCTBEHHOTO (MyHULMIIATHHOTO) ~ ApXHBa
B COOTBETCTBHH C  NPEJOCTABICHHBIMH  EMY [OMHOMOYMSMH B  IOPANKE,
ycranoBlieHHOM [ IpaBriaMA xpanemmzs.

HoMmeHknaTrypa [ej, COracoBaHHAT OITK apXWBHOrO YUpeXucHuA WIH
rocyIapCTBEHHBIM (MyHHALANATEHBIM) apXUBOM B COOTBETCTBHU
C IPeIOCTABNECHHBIMHA MY ONHOMOUMSME,  YTBEPXIAeTCs ~ PYKOBOTMTENEM
opraHM3alyy ¥ BBOIUTCA B JeficTre ¢ 1-rO SHBaps MPEeCTOAMETO KaJeHAapHOTO
roja.

OpraHusalyy, B JAESITEIBHOCTH KOTOpBIX HE CO3JIAl0TCA JTOKYMEHTHI
ApxusHoro (¢oHIa Poccuiickoii emepauud, YTBEPXAAOT HOMEHKIIATYpy Ael
CaMOCTOSTEIBHO.

B cnyuae U3MEHEHHA dyHKImH B CTPYKTYPEL opraHH3alliy HOMEHKIATypa JIe7
COCTABIIETCS, COTTIACOBBIBAETCS H yTBEPHAACTCA 3aHOBO.

8.8. CormacoBaHHasg C cooteercTyrouieil OITK apXuBHOTO yupexAeHN] U
rocy1apCTBEHHBIM (MyHULATIATBHBIM) apXuBOM B COOTBETCTBUH
C IIPeJOCTaBICHHBIMH EMY [10JIHOMOUMSMH HOMEHKIaTypa Jiel B KOHHC Ka)XJI0T'0
roja yTOUHseTCs, IepenevaTpBaeTes, yTBEpPIXKAACTCS PYKOBOIUTEIEM OpraHu3aliy 1
BBOJMTCSA B feiicTBHE C 1 AHBapA [pe/ICTOSLIEr0 KaneH1apHoro rosa.

8.9. TlepBBIfl OK3EMILLAP YTBEP)KACHHON HOMEHKIIATYPEI Jen SBIAETCS
JIOKYMEHTOM IIOCTOSHHOTO XpaHEHMH H BKJTFOYaeTCs B HOMEHKIATypY ZeN B pasiel
Ciy 065l JIeTONPON3BOACTEA, BTOpOM — HCIONB3YeTCA CiyxGoii 1enonpor3BOACTE
B KayecTBe pabouero 3K3eMIUIApa, TpeTHii — TIepefiaeTcs B apXHB opraHH3alyx
B KauecTBe YYETHOro JOKyMCHTa, SJeKTPOHHAsi KOTHsS HOMEHKIATYPEI nen
opraHu3alyy, YTBEp)KAGHHOH  PYKOBOIHMTEICM opraHu3alud, — TepefaeTcs
B rOCyJapCTBEHHBIH (MyHHMLMIATBHBIA) apXUB, JMCTOYHMKOM KOMILICKTOBAHHA
KOTOPOTO SBIAETCS OpraHu3alys.

B mozpasjeNenus OopraHusalii HOMEHKJIaTypa Jiell pacChuIacTCs Cnyx60#
JIeIONPOU3BOJICTBA B BUAC KOTMi COOTBETCTBYIOIIUX Ppa3ienoB Ha OyMaXXHOM
HOCHTEJIE M B MIEKTPOHHON hopme.

2 [Tynkr 4.8. [IpaBuil XpaHCHMA.
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8.10. HoMeHknmaTypa Jel OpraHu3alliy CTpOUTCA IO CTPYKTYypHOM
(Ha3BaHHAMM pa3[eJIoB (mofpa3nenoB) HOMEHKIATYphl A€l SBIAOTCH Ha3BaHWs
CTPYKTYPHBIX TOJpasfieNieHuH, pacloloXeHHBIE B COOTBETCTBHU C YTBEPXKICHHOM
CTPYKTypOH OpTaHH3aLKH), HIH dyHKITMOHAIBHOH cxeMaM (HasBaHMAMH Pa3/lefioB
HOMEHKJIATYPHI el SBIIAIOTCS HalpaBlIeHUs ASATCIbHOCTH OpraHu3alliy).

8.11. HoMenknarypa Jen CTPYKTypHOTO MOZApas[CICHHA COCTaBJIAETCA
B KXIOM IIOJpa3eJeHUN  OpraHM3alHu paGOTHHUKOM, OTBETCTBEHHBIM 32
JeJOTNPOM3BOJICTBO  IOApA3/IeNleHus, TpA y4acTHH  Belyllux CIIELIUAIACTOB
HoJipa3/ie/ieHus], COTJIaCOBBIBACTCS € 9KCIIEPTHOM KOMHCCHEH NOAPa3IeIeHIs (ipu ee
Hamuuuu), TOMMWMCHBAGTCA  PYKOBOJHUTENEM  CIPYKTYPHOTO nofipa3/iceHus
1 npezicTasisiercss B Ciyx0y Aenonpou3BoACTBa.

HoMeHKJaTypa A€l CTPYKTYPHOTO NOApa3JeNeHHs COCTABIAETCA 1o dopwme,
ycTaHOBIIeHHO# 1 IpaBuiaMu xpaHeHnazg.

BHOB, CO3JAHHOE WIH pEOPraHM30BaHHOE IONpasfieleHue  HOJKHO
B MeCSUHBI CpOK pa3paGoTaTh HOMEHKIATYpY A€l M HPEJCTaBUTH ee B CiryxOy
IEJIONPON3BOICTBA.

3.12. Bce 3aroJIOBKH /eJl, BKIIOUEHHbIE B HOMEHKIATYpy A€I CTPYKTYpHOTO
TofipasfeNeHus], HMHIEKCUPYIOTCS. Wugekc Jema ykasemBaerca B rpage 1
HOMEHKJIATYpHl el W COCTOMT W3 HHJEKCAa CTPYKTypHOTO nofpaszeneHus (kona
nopasieieHus B COOTBETCTBUH C YTBEPXKAEHHON CTPYKTYypOH OpraHM3allii HIH
KIaccHOUKaTOPOM CTPYKTYPHBIX mofpa3/ieNieHni) M TIOPSAKOBOrO HOMepa [ieia
B paszieie HOMEHKJIATyphbl Jen. MHIeKCh! Aen 0603HA4AI0TC apabCKUMU MEppaMH.
Hanpumep: 01-05, rze:

01 — KOZ CTPYKTYPHOTO IOJPa3/IENCHI;

05 —IOPAAKOBEINA HOMEP Jiefa B pasjiesyie HOMCHKIATYPBI AC]L.

Jlena mo BOIpOCaM, HepaspelleHHHIM B TEHCHHC OHOTO TIOfa, SABIAIOTCA
«IIepeXONALMMI» U BHOCSTCA B HOMCHKIATYpy Nl CIEyIOLIero roga ¢ TeM Xe
uHIeKcoM. PeKOMEHIyeTCs COXPaHsATh B HOMCHKIATYpe ST OIMHAKOBBIE MHIEKCHI
JUISL OXHOPOJIHBIX JIEJT, BKIIFOYCHHBIX B PasHBIC Pas/eIIbl.

Eciii B TedeHHe rojia B JesATeIbHOCTH OpraHu3alii 06pa3yroTcsi JOKYMEHTBHI,
He TIpe/lyCMOTPEHHbIE HOMEHKIIATYPOH A€, 3arOOBKH HOBBIX /i€ JOIOJIHHUTEIIBHO
BITIOYAIOTCS B HOMEHKIATYpY [el. B KaxnoM pasjiene HOMEHIKIATYPEI aen s
BHOBB 3aBOIMMBIX J€J IPELyCMaTPHBAIOTCA PE3EPBHBIC HOMEDPA.

8.13. 3aronoBok fena (rpada 2 HOMEHKIATYpbl zien) JoJbKeH B 060061IeHHOH
dopMe OTpaaTh OCHOBHOE COACPXaHME H cocTaB [nOKyMeHToB gena. He
JoIycKaeTcss ymoTpeOieHHe B 3arojioBKe Je€ia HEKOHKPETHBIX (OpPMYIHPOBOK
(«pasHBIe MaTepHANBD», «obImas TepenucKa»), a TakKe BBOAHBIX CJIOB 1 CJIOXKHBIX

? [Ipunoxenue Ne 26 k IIpapunam XpaHCHH.
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CHHTAKCHYECKHX OGOPOTOB. 3aroJIOBKM JieNl MOTYT YTOYHATBCS B TEUCHUE roAa
B mporiecce (POPMHUPOBAHKS U OPOPMIICHHUS AEIL.

3aroloBOK Jeja JHOJDKEH COCTOSATh W3 JJIEMEHTOB, pacmonaraéMbelX B
cIIeAyIOIel MoCIe0BaTebHOCTH:

a)  Ha3BaHHe BHJa Jena (Iepemnncka, XypHal, IeJI0) WK BHUA JOKYMEHTOB,
BKJTFOUEHHBIX B J€JI0 (IIPOTOKOJIbI, TIPHKA3bi);

6) HaUMEHOBaHWE  OpraHW3allu{,  CTPYKTYPHOTO [o/Ipa3IeeCHus,
[IOCTOSHHO [EHCTBYIOIETo WIX BPEMEHHOTO OpraHa, JOJDKHOCTHOro JHIa,
CO3IABIIUX JOKyMEHT(BI);

B) HAaWMEHOBaHHE KOPPECTOHICHTA (opraumsanyy, JHMIa, KOTOPOMY
azipecoBaHbl HIIM OT KOTOPOTO MOy €HBI JIOKYMEHTBI);

r)  KpaTKoe COfiepXKaHue NOKYMEHTOB /ea;

)  Ha3BaHHE MECTHOCTH (TeppuTOpHH), C KOTOPOH CBS3aHO COJACPKAHHUE
JIOKyMEHTOB JI€fIa,

e) nara (epUox), K KOTOPBIM OTHOCATCS NOKYMEHTHI /1e)Ia,

K)  yKasaHHe Ha KOTMHHOCTH JOKYMEHTOB Jea.

8.14. TlopAoK  pAcIONIOKEHHs ~ 3arojlOBKOB  JIell  BHYTPH pa3nenoB
HOMEHKJIATYPHI JIEJl ONpENENIeTcs CTeNeHbI0 BaXHOCTH NOKyMEHTOB, BKJIIOUEHHBIX
B JleJia.

B mauae pasjeia paclojaraloTCi —3arojloBKM ST, coJieprKalux
ydpenuTesbHbIE, OPraHM3alIOHHO-TIPABOBBIC 1 pacropsauTeNbHble JOKYMEHTE,
3aTeM 73arojIOBKH J[eJ, COJAep)KalllMx IUIaHOBbIe, OTYCTHBIC, uH(pOpMAaIMOHHO-
AHATATHYCCKHE  JOKYMEHTBl,  JOKYMEHTBI,  OTpaxarompe  AeATeIbHOCTE
TOfpas/ieNieHus, IIEPENKCKy, B KOHIE pasjena — pErHCTpPalliOHHbIe ¥ YYCTHbIE
’KypPHAJIBI, KapTOTEKH, 6a3b! JaHHbIX.

3aroJIOBKH JieJ, COCTaBJIEeHHBIX 110 KOPPECIIOHACHTCKOMY H reorpaguIecKoMy
TIpU3HaKaM, BHOCATCA B HOMEHKIATypy ZAel IO anaBuTy KOPPECIOHIEHTOB WIH
reorpauuecKux Ha3BaHHH.

B 3arofioBKax Jej, CONepKaluX MOKYMEHTH IO OJHOMY BOIpOCY, HO HE
CBS3AHHBIX I[TOCHEOBATEIBHOCTEIO DELIeHHs BONpOca, B KavecTse Buja JAcia
yHoTpebsieTcs TEPMUH «IOKYMEHTED), 3 B KOHIIE 3aroJIoBKa B CKOOKax yKasbIBalOTCs
Ha3BaHMs BUIOB JOKyMEHTOB, HanboJee NpeICTaBICHHbIX B 1IEJIC.

«JIOKyMEHTHI O NPOBEJCHAY COBEIIaHUH W CCMMHAPOB (mporpaMMBl, CIIHCKH,
IOKIIJIBI)».

TepMHuH «TOKYMEHTBI» IPHMEHSIETCS TAKKE B 3aroJIoBKax Jiesl, colepxalliux
JIOKyMEHTBI-IPHJIOKEHHA K KaKoMy-mHb0 JOKYMEeHTy (BUIBI ~[IOKyMCHTOB-
[PIIIOKEHHI He TIePeIHCIIAIOTCS):

«JIOKYMEHTHI K IIPOTOKOJIaM 3acejaHuH Hay4yHO-TeXHHYECKOTO COBETA;
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«ITpOTOKOINBI TIPOH3BOACTBEHHAIX CcOBEIllaHMi TpU TeHEepaIbHOM JHUPEKTOPe
1 JOKYMEHTHI K HIMD.

B 3aroioBKax Jel, INpelHasHa9eHHBIX JULd [PYNIAPOBKHA OJHOTHIHBIX
JIOKyMEHTOB, 3Ta PyIina I0KyMEHTOB yKa3bIBaeTCs BO MHOXECTBCHHOM qucie:

«ITpoTOKOIIBI 3acelaHuil TUPEeKIHI).

B 3arolloBKax Jiell, COAepKaIliX MepenucKy, yKa3bIBAETCs, C KEM U II0 KaKOMY
BOIPOCY OHa BEJIETCSL:

«[lepermcka ¢ 0OpasoBaTeNBHBIMH yUpeKIeHHAMH O  TIOBBIIICHHH
KBaT(hUKAIH PaOOTHUKOBY.

B 3arojoBKax  JeN,  COAepxalluX IepenmicKy ¢ OMHOPOJHBIMH
KOPPECTIOH/ICHTaMH, TIOCIeJHHE HE HA3HIBAIOTCA, @ YKasbIBaeTcs HX BHIOBOC
Ha3BaHUE:!

«[lepemcka ¢ (enepaipHEMA OpraHaMu HCIIONIHUTEIBHOM  BJIACTH
0 32K/FOUECHHAH U HCTIOJHEHAN TOCYIapCTBCHHBIX KOHTPAKTOB».

B sarojioBKax  Jel,  COAepxallkX nepenucKy ~C  PasHOPOIHBIMH
KOPPECTIOH/IEHTaMH, OCTICAHNE HE nepeYrCIsIoTC:

«Tlepemucka 0 3aKIIOYECHUN A JICIIOTHEHMH FOCYIapCTBEHHBIX KOHTPAKTOB.

B 3aronoBke Aena yKa3bIBacTCH KOHKPETHBIH KOPPECTIOH/ICHT, ECIH IepenyucKa
BeieTCs TOJNBKO C HAM:

«ITepemucka ¢ OO0 «OpCBA3Y O IPENOCTABICHHH YCIYT CBA3WY.

I[Ipn oGo3HaueHHH B 3aroloBKax nen aMAHVCTPATHBHO-TCPPUTOPHATIBHBIX
e IMHMI] YYUTHIBAETCS CIIE/TYIOMIee:

ecni  COlepXaHue  Jena  KacaeTcd HEeCKONbKMUX  OJHOPOAHBIX
aMAHHACTPATUBHO-TePPUTOPHATILHBIX eJMHUL, B 3arojloBKE Jena HE yKa3bIBAIOTCA
JX KOHKpETHBIE Ha3BaHH, 8 yKasblBaeTCA 1x obIlee BUIOBOE Ha3BaHUC:

«Ilepercka € YIpeXACHUIMH KyIBTypHl aAMUHHCTPATHBHBIX OKpYI'OB
MOCKBEI.

ecJIi cojepKanue Jena KacaeTca OIHOM anMHHHCTpaTHBHo-TeppnTopuaJIbHoﬁ
¢ TUHUIIB! (HaCeJIeHHOro IyHKTa), €€ (€ro) Ha3BaHUe yKa3bIBaeTCs B 3aTONOBKE JIENa:

«Ilepemucka ¢ QummanoM B MocCKoBCKOi 06nacTH O IUIaHHPOBAHUH
¥ OTYETHOCTH.

B 3aroNoBKax jel, COfiepXallux IIaHOBYI0 HWIX OTYETHYIO JOKYMEHTAIHIO,
yKa3bIBaeTCsi MEPUON (Mecs1, KBapTal, rox) Ha (3a) KOTOPBIH COCTABICHDI IUTaHBI
(oT4eTHI):

«OT4YeThl CTPYKTYPHBIX mofipasaeNeHui 3a 2017 rom»;

«CTATHCTHYECKHi OT4ET O YHCICHHOCTH, cocTaBe M JMABIDKEHUH KaJpoB
3a 2017 rox (. Ne 27-rom)».
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[Ipu (OpMUPOBAHUM Jejia M3 HECKOIBKHX ToMOB (4acTeif), kpome OOLIEro
3arOJIOBKA Jlefa TpH HeoOXOMMMOCTH COCTABIAIOTCA 3aroJIOBKM KaXXIoro TOMa
(1acTH), yTOUHAIOLIKE CONIEpXaHNe TOMOB (gacteif) mena.

3aroJIOBKH A€ MOTYT yTOUHATBCSA B MPOLECCE dopMupoBaHH U OPOPMIIEHIS
JelL.

8.15. I'padpa 3 «KommuecTBO A€ 3aMONHACTCA 1O OKOHYAHHH KaJeHJIapHOTO
roga. 110 JOCTIDKEHHH AENOM, BKIHOYAIOIINIM JIOKyMEHTHl BPEMEHHBIX (CBBIIIE
10 net) ¥ MOCTOSHHOTO CPOKOB XpPaHEHHA, o6BpeMa B 250 JIMCTOB, TOM 3aKPhIBACTCA
¥ OTKpHIBaeTCsl HOBEIH TOM. B rpade 3 HOMEHKIATYpPBI Ael MOCIIEI0BAaTENBHO
yKa3bIBaIOTCA HOMepa TOMOB H KpaifHpe JaTHl JOKYMEHTOB KaX/10r0 ToMa:

T.1. 11.01.2017 -

30.06.2017

DeKTpOHHBIE Jella Ha TOMa (uacTH) He pasfeNIoTCs. Bce 31eKTpOHHBIE
JTOKYMEHTHI, HE3aBUCHMO OT X 06'beMa, BKIIFOYAIOTCS B OJTHO 3JIEKTPOHHOE JIETIO.

8.16. B rpade 4 «Cpok XpaHEeHHH H Ne cTaTh¥l O TEpEYHIO» YKa3pIBatOTCA
CPOKH XpaHeHus Jie]l H HoMepa cTaTeil o TUIMOBOMY WM BEIOMCTBEHHOMY MEPEHHIO
JOKYMEHTOB C YKa3aHHeM CPOKOB XPaHCHHI, emepabHOMY 3aKOHY MM HHOMY
HOpPMATHBHOMY IIPaBOBOMY aKTy.

8.17. B rpade 5 «IIpumedyaHue» MpOCTABIIOTCA OTMETKY O 3aBEIEeHHH IEJ
(«3aBeneHO»), O MEPEXOMAIINX Aesax (manpumep, «llepexomsmiee ¢ 2016 roma»),
0 BBIJEJICHAH JIeJl K YHHYTOXXCHHIO, O JIHMIaX, OTBETCTBEHHBIX 32 (pOpMHPOBaHHUE NICL,
o mepefaye el B IPYryl0 OpraHu3allio /ULl TIPOZIOJDKEHYIS.

Ecim peno ¢dopmupyercd B uHGOPMALMOHHOM CHCTeME M BKIIOTacT
3JIeKTPOHHbIE JOKYMEHTEHI, B rpate «IIpivedanuey OTMEYaLTCsH, 11O IeN0 BeAeTcs
B DJIEKTPOHHOM BHJIE C YKa3aHHeM HaHMCHOBAHNA HHGOPMaLMOHHON CHCTEMBI:

«DneKTpOHHbBIE JOKYMEHTHL. CHJI «Kanuemnsapus», b «CiyxeOHbIe 3aIHCKI).

8.18. Ilo 3aBepIIeHHH ACNONPOM3BOACTBCHHOIO roia B KOHIIE HOMEHKJIaTypBl
Jen B KaXAOM CIPYKTypPHOM TOZIpa3NecHIH odopMIIsteTCss HMTOroBas 3amuch,
B KOTOPYHO BHOCSATCS CBEICHHS O KONMIECTBE 3aBeJleHHBIX Jel (TOMOB, gacreil),
OTHEeJbHO TOCTOSHHOTO ¥ BPEMEHHBIX CPOKOB XpaHEeHUs, BPEMEHHBIX CPOKOB
XpaHeHus C otmetkoit «OITK» u mnepexomsaninX. HMrtorosas 3amucCh JOMOJIHACTCA
JAHHBIMH O KOJHYIECTBE IEKTPOHHBIX AT COOTBETCTBYIOIIMX CPOKOB XPaHCHHA.

B HTOrOBYIO 3alMCh CBOJHOM HOMEHKIATYpBI S cBeleHHs BHOCATCA Ha
OCHOBAHMH JaHHBIX, IEPEIAHHBIX U3 CTPYKTYPHBIX ToApaseNeHuil OpraHu3alHy.

CpepieHus, coaepkamuecs B WTOrOBOM 3amUCH HOMEHKIATyphl &I
OpraHu3alyy, IepeflaloTcs B apXuB OpraHu3alUi, O YeM B HOMEHKIAType nen
[IPOCTABIIIETCA OTMETKa C yKa3aHHeM JOJDKHOCTH ¥ TIOJTIMCH JIMIA, MePeiaBIlero
CBEIEHMSI.
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8.19. Jlena co [HA WX 3aBefieHHA [0 Tlepeljady B apXuB OpraHH3allvy Wi 10
BEITEIEHNS NX K YHHUTOXKEHHIO IO MCTeYSHHH CPOKA XPaHCHHUA XpaHATCs IO MECTY
X GOPMHPOBAHH.

Jleno cuWTaeTcs 3aBeJCHHBIM C MOMEHTa BKIOUCHHA B HErO IIEpPBOTO
UCNOJIHEHHOTO JOKYMEHTA.

8.20. Ilpu ¢dopmupoBaHMH J€I Ha OyMaXXHOM  HOCHTeNe  JIOJDKHBI
coOMI0aThCS CleAyomue oo1ue npaBuia:

B 71€710 TIOMELIAOTCS MCTIONHEHHBIE IOKyMEHTBI, COOTBETCTBYIOLIHE IT0 CBOCMY
COZIEpKaHHIO 3aroJIOBKY Jiejia 10 HOMEHKJIATYPe ACT;

TIPUIOKEHKs TOMEIAIOTCS BMECTEe ¢ OCHOBHBIMU JIOKyMCHTaMHU,

B N0 BKIOYAIOTCA JOKYMEHTH OIHOTO KajleHAapHOro Tona, 3a
UCKITIOUEHHEM MEPEXOANINX ST,

[OKYMEHTHI TIOCTOSHHOTO ¥ BPEMEHHBIX CPOKOB XPaHCHH rPYHIUPYIOTCS B
zelia pa3AeiIbHo;

B JI€JI0 BKJIIOUAETCS [0 OXHOMY 3K3eMIULIPY KaXI0ro JOKyMEHTa,

haKcorpaMMBI, TeNerpaMMbl, TeIe(OHOTPaMMEI IIOMEIIAIOTCA B mena ¢
TIepernucKoil Ha OOIIMX OCHOBAHHSAX;

B JIEJI0 TOMEINAIOTCS JOKYMEHTHI NPaBHIIBHO U IOJHOCTHIO oopMIICHHBIE
(HOKYMEHTHI HOJDKHBI IMETh JIaTy, IOMINCH 1 PYTHe HeoOXOIMEIEe PEKBU3HTEL);

B 7eN0 He BKIIOYAIOTCS AOKYMEHTHI, MOJIeKallie BO3BPATy, JHIIHHC
5K3eMILTAPHI ¥ YEPHOBHKH (32 HCKIIIOYEHUEM 0c060 IIeHHBIX);

mo o6beMy [eJio, BKIIOYalolee JOKYMEHTBI Ha OyMa)XHOM HOCHTENE, HE
IOJKHO TpeBblmarh 250 JIMCTOB, MPU TONIIHMHE HE 6onee 4 cM (ToNuWMHA JieN CO
cpokamy xpaHeHus n0 10 mer He AOJDKHA MPEBBINATE 10 cm). Ilpu npeBBIMICHUA
JIAHHOrO 06BeMa 3aBORUTCS BTOpod TOM. IIpy HamuiMH B IENC HECKOJIBKUX TOMOB
(dacTeit) MH/IEKC ¥ 3aTOJIOBOK Jie/1a POCTABILTIOTCA Ha KaXIOM ToMeE ¢ HoOaBIeHHEM
o6o3Hauenmit: «T. 1», «T. 2».

JIoKyMeHTBI BHYTpH J€Jia PaclojaraloTcs CHU3y BBEpX B XPOHOJIOTHIECKOH,
BOIPOCHO-JIOTHYECKO# OCIIeN0BaTeIBHOCTH MK UX COYETAHHMH.

PacriopsMTeNbHble  TOKyMEHTHI —IpyNIuMpyloTcs B Acia o BHIaM
¥ XPOHOJIOTHH C OTHOCSLIMMHCS K HAM MNPHJIOKEHUAMH. JTOKyMEHTBI — OCHOBaHHA
K pacHOpS/UTENBHBIM JTOKYMEHTaM BKJIIOHAIOTCA B OTICIBHOC Ielo.

[IpoToKONEl B Jel€ PaclonaraloTcs B XPOHOIOrMHECKOM TOpSJKe U IO
HOMEPaM.

JToKyMeHTHI K 3aceZlaHuAM (coBeINanusM) IpyNMNUpPYIOTCA B OTACIBHOE AEIO,
KaK ¥ IIPAIOKEHHUS K IIPOTOKOIaM, €CJIA OHH COACPXKAT Oonee 25 CTpaHMII.

JIOKyMEHTHl K IIPOTOKONaM, Cli OHU CrpyHIHMPOBAHBI B OTJeNbHBIE JeNa,
CHCTEMATH3UPYIOTCA BHYTpPH J€la TI0 IIOPsJKY HOMEPOB IPOTOKOJIOB.

JIokaipHBIE HOPMATHBHBIE aKThl, YTBEPXKACHHBIC pacropsIuTeIbHBIMA
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JOKyMEHTaMH{, SBIISIOTCS TMPHIOKEHUAMA K HUM ¥ TpPYIIHPYIOTCS BMECTS
C yKa3aHHBIMH JIOKyMEHTaMH.

IIpuKassl 10 OCHOBHOH JIeATENBHOCTH IPYIIUPYIOTCS OTAENBHO OT TMPUKA3O0B
mo JWYHOMY COCTaBy H IIpHKasoB IO aIMMHHCTPATHBHO-X03AHCTBEHHOH
JeSATETBHOCTH -

TlprKassl O NMYHOMY COCTaBY dopmupyioTCs B Iena B COOTBETCTBUM CO
CpPOKaMH XpaHEeHHS.

JloKyMeHTHI B JIMYHBIX JieJlax PacrioaratTes o Mepe MX TIOCTYILICHHMS.

[lepemucka TIPyNIHEpYeTCs B Jlena IO TEMaTke H/UIA  KOpPECTIOHICHTaM
U CHCTEMATH3UPYETCS B XPOHONOTHYeCKoH HOC/Ie0BaTEIBHOCTH: JAOKYMEHT-OTBET
momemaeTcs 3@  JIOKYMEHTOM-TIPOCBOOH (sampocom). Ilpu  BO30OHOBJNCHHH
IepeNiICKH [0 OTpe/IeNIeHHOMY  BOTIPOCY, Hauaplleiicds B MpeABAyLlIeM Toxy,
NOKYMEHTH BKJIIOYAlOTCS B JENO TeKymIero roxa C yKazaHMeM HHJEKca Jena
IpenbIIyIIEro rofia.

DNeKTpOHHBIE  JOKYMEHTBl  (opmupyioTcs B 9JIEKTPOHHBIE  JeNa
B COOTBETCTBMHM C HOMEHKJIATypoW [ell OpraHusanui B Toit HMH(OPMAIHOHHOM
cHCTEMe, B KOTOPOH OHY OBLITH CO3AAaHBI WK B KOTOPYIO OBLIM BKITIOUEHBL.

8.21. Jis obecredeHnss COXPaHHOCTH, y4eTa JIOKyMEHTOB H  Jell
CTPYKTYPHOTO TOApa3feNeHus ¥ OpraHusalii gocTyna K HHMM IPOBOAHMTCH
KOMILIEKC paboT:

CcO3/jaHIe ONTHMAJBHBIX YCIOBHH XpaHEHNs IOKyMEHTOB 1 Ie;

pasMeLIeHre e,

IpoBepKa HAIMIHS U COCTOSAHHS NOKyMEHTOB 1 e,

co0moieHNe Iops/iKa BhIjauu el

8.22. Jlena pasMellaloT B pabodMX KOMHaTaX MIH crenualb-HO OTBEJCHHBIX
Ui 3TOM ey IOMEHICHUAX B mxadax, Ha CTemnaxax, qTo6Bl 00ECIEYNTh HX
COXPAHHOCTB M 3aIUTY OT BO3JEHCTBUA BPE/IHBIX (baKkTOpOB.

30 B cooTBeTcTBMM ¢ IlepedHeM THMIOBBIX YIpPABICHIECKUX apXWBHBIX JOKYMEHTOB, o6pasyrolmxcs B
fpoliecce AeATENbHOCTH rocyapCTBEHHBIX OpraHoB, OPraHOB MECTHOIO CaMOYyMpaBJICHHA ¥ opraHu3auui,
C yKasaHHEM CPOKOB XpaHCHHd, YTBEP)KACHHBIM TIPHKA30M MHUHHCTEPCTBA  KYJIBTYPBI Poccuiickoit
depiepanus 0T 25 aBrycra 2010 r. Ne 558 «O6 yrBepxaeHuu [lepedns THIOBbIX yIpaBIeHYECKIX apXUBHBIX
JOKyMEHTOB, 06pasyloLuxcs B MPOLECce JeATebHOCTH TOCYAAPCTBEHHBIX OpraHoB, OpraHoB MECTHOTO
camOyTIpaBJieHis. ¥ OpraHu3aiiui, ¢ yKa3aHueM CPOKOB XpaHeHHs» (3aperMcTpupoBaH B MuHHCTEPCTBE
roctummu Poccuiickodt ®enepanuu 8 cenrabps 2010 r, perucTpalHOHHbIA Ne 18380); ¢ M3MEHEHUAMH,
BHECEHHHIMHM TpHKa3oM MMUHUCTEPCTBA KyJIbTYPH! Poccuiickoii ®enepanuv 0T 16.02.2016 Ne 403
«O BHeceHHH M3MeHenHil B [lepeyeHb THIOBBIX YIPaBICHIECKHX apXHMBHBIX JOKYMEHTOB, oGpa3yroluxcs B
Tpoliecce ACATENbHOCTH rOCY AapCTBEHHDIX OpraHoB, OPraHOB MECTHOTO CaMOYIIpaB/IeHHs ¥ opraHu3auui, ¢
yKa3aHHeM CPOKOB XpaHEHHs, yTBepIK/ICHHbIH NPHKA30M MHHHCTEPCTBA KYJIbTYPbI Poccuiickoii Denepanuu
or 25 asrycra 2010 . Ne 558» (3aperucTpHpoBai B MUHMCTEPCTBE FOCTHLIMH Poccuiickoii Penepauny
15 mapra 2016 r., perucTpauoHHbi  Ne 41414), x aJlMHHPICTpaTHBHO-X035[I7ICTBGHHOI7[ JeATETBHOCTH
OTHOCSTCSA BOIPOCKHI TI0 COGMFO/ICHMIO NPABIJI BHYTPEHHETO pacropsiiKa, SKCIUTyaTaliy cimy»eGHBIX 3MaHHH,
TpaHCTIOPTHOMY OGCITYKHBAHHIO, BHyTpeHHe} CBA3H, 00eCTIeUEHHIO 6e30MaCHOCTH OpraHH3aLMH.
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Jlena u1s X y4eTa M GBICTPOro MOMCKA JOJDKHDL pacrmoJararbCsl BepTHKAIBHO,
KOpeIKaMu HapyXy ¥ B COOTBETCTBHM C HoMeHKNIaTypoi jen. Ha xopemikax
oGIIOMKEK el YKa3bIBAIOTCsL HHAEKCH 110 HOMEHKIATYpe ST, OpH HeoOXOIUMOCTH
HOMep ToMa Jefa, faTy Aena. HoMeHK/IaTypa el WK BBIIMCKA U3 Hee IOMEIIaeTCi
Ha BHyTPEHHeH CTOpOHe Kada.

8.23. IlpoBepkH HaIAYMA M COCTOSHMA JNOKyMEHTOB M Jel B IeliX
ycraHoBleHHs  (aKTHdIeCKoro  HaJMHHA nen  JODKHBL  TPOBOAUTHECA
JeJIONPOM3BOIATENIEM MIOApas3/IeNIeHns B CIlyHaiX:

nepe] nepejayeli JOKyMEHTOB B apX1B OpraHu3aluy;

npHu repeMelieHuN Jel;

mpH CMeHe PYKOBOIHUTENA CTPYKTypHOTO nof[pa3zieNicHus, PYKOBOAUTEILA
Ciry>0blI 1eTOMPON3BOACTBA;

mpd peopraHu3alid W JIUKBHJAIMH OpraHu3allil WA CTPYKTypHOTO
HoJpa3felIcHUS.

ITpoBepka Halu4usi MPOBOAMTCS MyTEM cBepKH cTaTell HOMEHKIATYpPBl A€]
C OIHCAHHMEM e Ha 0BJOKKe, a (pU3UIecKoe COCTOAHAE el onpenesseTcs MyTeM
MX BHM3Y&IBHOIO IPOCMOTpA. Bce oOOHapyXeHHBIE HEJOCTaTKH  JOJDKHEL
(bMKCHPOBATBCS B aKTe MPOBEPKH HATMHHA 1 COCTOSIHUS JIEN.

8.24. B cnydae BBIABJIEHHUS OTCYTCTBHA ACI, YUCIIAMMXCS M0 HOMEHKIIATYpe
neln, PyKOBOJACTBOM nofpa3aeNe il MPUHIMAIOTCS MEpBl 10 MX posbicky. Ecnu
PO3BICK JIeN He faeT pe3ynbTara, COCTABIIAETCS CIpaBKa O NPUYMHAX MX OTCYTCTBUA,
KOTOpas IOAMMCHIBAECTCS ~PYKOBOAMTENCM MOApa3fieieHus ¥ TPENCTaBIACTCA
B Ciiyx0y AeNonpOH3BOJCTEA.

®axT yTpathl Aena (aenm) Quxcupyercs B aKIe, coctapnsiemoM Ciryx06o#t
IIeTI0NPON3BOJACTBA u PYKOBOAHUTENIEM CTPYKTYpPHOT'O [OJpa3AeaeHN
(yIOJTHOMOYEHHBIM HM JULOM) B TPeX 3K3eMIUIApax: MO0 OJHOMY SK3EMILLIPY aKTa
xpanutcs B CiyxGe JenonponsBoacTsa ’ CTPYKTYPHOM MOZpa3AeNeHUuH; SK3EMILIAP
aKTa TpeACTABISETCs B apXdB OpraHusalyi IpH mepeznade el CTPYKTypHOTO
rofpa3/ie/ieHns Ha apXUBHOE XPAHEHHC.

8.25. DKcmepTu3a IIEHHOCTH  JOKyMEHTOB IPOBORUTCS HAa  OCHOBE
3KOHO/ATENBHBIX M MHBIX HOPMATHBHBIX TPABOBBIX aKTOB Poccuiickoit Penepalu,
yCTaHaBIMBAOIIHX Tpe6GoBaHHA K CpPOKaM XpaHCHHI IOKyMEHTOB, THIIOBBIX
1 BEJIOMCTBEHHBIX N€PEUHeH JOKyMEHTOB C YKa3aHHEM CPOKOB HX XPaHEHHS:

TIpM COCTaBJIEHUH HOMEHKIIATypPBbI 111

TIpH MOATOTOBKE JeJ K Nepefiatie B apXuB OpraHH3aIHy;

B apX¥B€ OpraHUu3alAH.

8.26. Jlna opraHuM3aluy M TIPOBSACHMA paboTsl 1O SKCIEpTH3e LEHHOCTH
JIOKYMEHTOB B OpraHH3aly MPHKa3oM PYKOBOZWTENS CO3/[aeTCs  OKCTIepTHAd
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xomuccusi (manmee — OK), B opraHusalisix, HMMEIOMIMX [IO/IBETOMCTBEHHBIE
opraHu3alyy, QHIHaNbl, — UeHTPaTbHAs SKCIISPTHAS KOMACCHA (manee — LIDK)
3amauy, (GYHKOUH, NpaBa, OpraHU3alus pabotsr DK (LI9K) omnpenensrorcs
ONOEHHEM O Heil, KOTOpoe pa3pabaThBaeTcss Ha OCHOBaHHH HPUMEPHOTO
HONOKEHUsI,  yTBEPXICHHOTO  yINOJIHOMOYEHHBIM dbenepanpHEIM  OpraHOM
HCIIONHMUTENFHOM BIAaCcTH B cpepe apXMBHOTO JIeNa U uenonponsrsoncma”.

8.27. OcHoBHbIMH GyHKIAME OK SABIAIOTCS:

OpraHH3aIMs eXeroJHOro 0T00pa AeN A XpaHeH!s ¥ YHHITOXCHUA,

paccMOTpeHHe M COIVIACOBAaHME MPOEKTa HOMEHKIATYpBI NIC] OpraHu3allyy,
omHceil JeN TOCTOSHHOTO M BpeMeHHBIX (cBEINE 10 JIeT) CPOKOB XpaHCHHS, B TOM
yhcle TO NMYHOMY COCTaBy, aKTOB O BBIIENCHHH K YHMMTOXCHHIO IS, HE
TIOJUIEKAIIIX XPAHEHHIO; |

ygacTHe B IOATOTOBKE M  PacCMOTPCHHM IpPOCKTOB HOPMATHUBHBIX
} METOIMUECKHX JOKYMEHTOB IO BOIPOCaM paboThI ¢ IOKYMEHTaMH B OpraHu3aliui.

8.28. DKcIepTH3a LEHHOCTH JOKYMEHTOB  OCYINCCTBIACTCH €XEerogHo
JIEJIOTIPOM3BOIUTENSIMA  TTOJPA3/ieNleHHH COBMECTHO C DK opraHu3andd U IOA
METOMYecK:M pykoBoacTBoM Ciry 05l AeTONPOU3BOACTEA OPraHA3aLHH.

8.29. Ilpy mpoBeeHHH 3KCNEPTH3B! HEHHOCTH JOKYMEHTOB IIPH MOATOTOBKE
Jie]1 K TIepesiade B apXuB OpraHu3allii OCyeCTBIACTCA:

0TOOp JOKYMEHTOB IIOCTOSIHHOTO M BpPEMEHHBIX (cBpie 10 yer) CpokoB
XpaHeHus I TIepefiavdl B apXHB OpraHu3aly;

0T6Op JOKyMEHTOB BpeMeHHbIX (o 10 net BKJIIOYUTEIHHO) CPOKOB XpaHEHH
¥ ¢ ioMeTkam «J{o MHHOBAHHS HaloGHOCTHY, «J10 3aMEHBI HOBRIMID, [OJIeXKAIIMX
nanpHeHIeMy XpaHeHHIO B CTPYKTYPHBIX TIOAPasACICHHAX,

BhIIEeHAe K YHWYTOXXEHMIO Je 32 MpejbUTylie TOAbl, CPOKH XpaHCHUA
KOTOPBIX MCTEKJIH.

O[HOBpPEMEHHO MPOBEPSAETCS KaueCTBO M IIOJHOTA HOMEHKJIaTyphl  Jell
OpTaHU3aLKHY, IPABIIEHOCTD ONPEIECHHS CPOKOB XpaHCHIA Jeil.

8.30. Jlena MOCTOSIHHOTO M BPEMEHHBIX (cBeime 10 7€T) CPOKOB XpaHCHUA
TOJJIeXAaT IONMCTHOMY MPOCMOTPY NS BBIICNEHHS W3 MX COCTaBa JOKYMEHTOB
BpeMeHHBIX (fo 10 JieT) CpOKOB XpaHEHH.

Tlena ¢ otmerkoif «OIIK» moaseprarorcs MOIUCTHOMY IPOCMOTPY B LEMAX
OTpesieNieHusl ¥ BBIICTEHNS U3 HX COCTaBa IOKyMEHTOB, MoAJIeXXalux TOCTOSHHOMY
XpaHEHHIO.

8.31. Ot60p DMEKTPOHHBIX JOKyMEHTOB JUIA Iepeiaii B apXHB opraHu3aluH
OCYILECTBIISIETCS B ABTOMATH3MPOBAHHOM PEXHMME IIyTeM ot6opa JIOKyMEHTOB 13 6a3

3! TIpuka3 QefepanbHOrO apXHBHOrO areHTCTBa OT 11.04.2018 Ne 43 «O6 yrtBepxnenuu IIpumepHOro
[ONIOKEeHHS 00 DKCTIEPTHOM KOMMCCHHM OpTaHM3auumM» (3aperMcTpHpoBaH B MHUHHCTEPCTBE FOCTHLIUH
Poccuitckoit ®eneparu 15.06.2018, perncTpalOHHBIA Ne 51357).
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JaHHBIX MHGOPMAIMOHHBIX ~CHCTEM  TIO npusnaky «MHAeKc 7enay» («Cpox
XpaHEeHUD).

8.32. [To pesynbTaTaM IKCIEPTH3bl HEHHOCTH IOKYMEHTOB B OpraHu3alili
nposoautcs ohopMiIeHHE ACN H COCTABJISIOTCS OTHCH JEN IMOCTOSHHOTO XpaHCHHs,
BpeMeHHbIX (cBbiuze 10 JeT) CPOKOB XPaHEHHUs U 110 INTHOMY COCTaBY, a TaKXXe aKThl
0 BBEUIEJEHHMH K YHAYTOXEHHIO [e]l, HE MOJIeKAIIHNX XpaHEHHUIO.

OmwcH JieJl TIOCTOSHHOTO XpaHeHHs, BPEMCHHbIX (cBpime 10 neT) CPOKOB
XpaHeHH s ¥ TI0 JIMYHOMY COCTaBY, a TakKe AKTHI O BBIAEJIEHHH K YHHYTOXECHHUIO NS,
He MOMIEXAIUMX XpaHEHHIO, pPaccMaTpUBAlOTCA na sacemammu DK  (LIDK)
opraHu3aliyi OXHOBPEMEHHO. Cornacopagnsre DK (IOK) axTel #  ONUCH
YTBEPXKAAIOTCS PYKOBOIUTEIIEM OpraHHU3aluy.

8.33. Jlema, o6pasopaBiuyecs B [ESTCIbHOCTH OpraHM3allK ¥ MOJJIeXKAIIIe
XpaHEHHIO, POXOAAT TOJHOS WK gactrunoe opopmieHue. [TonHomy 0()OpMIIEHMIO
[OJUTeXAaT Jela BPEMEHHBIX (CBBIIIE 10 ner) CpPOKOB XpaHEHHs M IOCTOAHHOTO
xpaHeHHs. Jlena BpeMEHHBIX (zo 10 meT) CpPOKOB XpaHEHUs HMOMIEKAT YaCTHYHOMY
0(hOPMIIEHHIO.

OdopmiieHye €)1 IPOBOAUTCA B CTPYKTYPHBIX IIOAPasAeIeHHAX OpraHu3aluy
1o MecTy (pOpMHUpPOBaHHs JOKYMEHTOB B JIeNa.

8.34. ITonHoe odopMIICHHE iclia Ha 6yMa)XHOM HOCHTENIE BKIIOIACT:

o(opMIICHHE PEKBH3UTOB OGJIOKKH Jiena 1o popMme;

HyMepauHIo JIMCTOB B AL,

COCTaBJICHUE JINCTA-3aBepUTENA [IeIIa,

COCTaBJIEHHE B HEOOXOMUMBIX CITydasXx BHyTpeHHel ONUCH TOKyMCHTOB /€113,

MOLIMBKY ¥ MEPEIUIET JeNa;

BHEcEeHHe HeOOXOIUMBIX YTOUHEHHH B PEKBU3HTEL 060X KH fena (yrouHeHue
Ha3BaHWs OpraHU3alliy, HHIEKCA 1e]a, KpailHUX JaT Hejla, 3arojloBKa nena).

JIucT-3aBepUTENb A€Na, BHYTPEHHA OMHUChH JOKyMEHTOB Jena | 00NoXKKa Aena
COCTaBIIAIOTCS 1O (hopMaM, yCTaHOBICHHAIM IIpaBunaMu xpanemm”.

8.35. Jlena BpeMeHHBIX (1O 10 JeT BKJIIOYMTENIHHO) CPOKOB XpaHCHHA,
noiexalye YacTUYHOMY obopMIIeHHIO, JIOIYCKAeTCs  XpaHHTh B TMAaIKax,
B KOTOPBIX Jielia XPaHUIIUCh B JIEJIOTIPOM3BOJICTBE, [IEPECHCTEMATH3AIIMA JIOKYMEHTOB
B jeNie He MPOBOAWTCH, JHMCTBI /€A HE HyMepyIOTCsl, JIACTBI — 3aBEPUTEIH nena
we cocrapnmiorcs. Ha o6IOXKe Jiena B COOTBETCTBUM C HOMEHKIaTypou Jien
OpraHp3alii  3aTONHAOTCA PEeKBM3UTHL: ~ HAMMEHOBAHHE OpraHU3alluy,
HauMEHOBaHMe MOApa3fieNeHus, HHACKC Nena, 3arojIOBOK Jenla, CPOK XpaHCHH:HA

IOKYMEHTOB.

32 [Tpunoxenus Ne 8, 27, 28 k IpaBunaM XpaHEeHUA.
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3.36. Ha oGoxKe men BpeMeHHBIX (cBsime 10 JieT) CpOKOB XpaHEHH: H IO
JINYHOMY COCTaBYy yKa3bIBalOTCA:

HAMMEHOBAHHE BBIIIECTOAIIEH OpraHu3alyy (OpraHu3aluy — y4apeuTeNs);

HavMeHOBaHUE OpraHy3alnyu - HCTOYHMKA KOMILIEKTOBAHHUA
rocyJapCTBEHHOTO (MyHHMLMIIATPHOTO) apXUBA;

Ha¥MeHOBaHME CTPYKTYPHOIO MOAPA3ACICHUS;

HHIIEKC /iejIa IT0 HOMEHKIIaType IS,

HOMep ToMa (J4acTH);

3aroJioBOK Jiena (ToMa, 4acTH);

KpaifHue JaThl Jena (ToMa, 9acTH);

KOJIMYECTBO JIVICTOB B JIeJIe;

CPOK XpaHEHHs JeNIa;

apXUBHBIA IMGD nena.

Ha 0610)KKax IeJ TIOCTOSHHOTO XpaHeHHs Ha/i HAHMEHOBAHUEM OpraHu3ali
yKa3BIBAeTC HAMMEHOBaHME TOCY/IapCTBEHHOTO (MyHMUMIIATBPHOTO) — apXHBa,
JCTOYHIKOM KOMILIEKTOBAHHUS KOTOPOTO BHICTYNIACT OPraHU3allisl.

8.37. ITpu oopMiIeHHH OOIOXKH Aea:

HayMEHOBaHWe BHIECTOSIEl OpraHu3aluy (OpraHu3alid — yupenuTens),
TIpU ee HAIMYUH, YKa3bIBaeTCs MONHOCTRIO B UMEHUTENHOM Iajieke, MoJl MOIHBIM
HAaNMEHOBAaHHEM B CKOOKaX yKasblBaeTcs O(HIHMATbHOE NPHUHATOC COKpalIeHHOE
HauMeHoBaHHUe (IIPH €ro HaJIMYMH);

HAUMeHOBaHWEe OPTaHW3allUM YKa3bIBaeTCs MOJHOCTRIO, B HMMEHHUTETbHOM
najexe, ¢ ykasaHueM O(QHIMANbHO IPUHATOrO COKPAIIEHHOTO HauMeHOBaHus (TIpd
ero HaJTM4KK), KOTOPOE YKa3HIBAeTCs B CKOOKAX MOCIE MOIHOTO HaHMEHOBaHMS;

HAUMEHOBAHME CTPYKTYpPHOTO TOApPAa3[eNeHHus YyKa3bBacTCH IIOJTHOCTBIO
B COOTBETCTBHM C YTBEp)KIEHHOH CTPYKTYpoH OpraHM3aliu (mpu  HaIAYHH
COKpAII[EHHOTO HAMMEHOBAHMA CTPYKTYPHOTO Mofipas/ieNieHuss OHO YKa3pIBaeTcs B
cKobKax);

MHIEKC Jena IPOCTaBIsAeTcss B COOTBETCTBHH C HOMEHKJIATypoH Heln
OpraHu3aluHy;

3arONOBOK JeNa TePeHOCHTCS K3 HOMEHKIATyphl Jei OpraHusaitii
(B HeOOXOIUMBIX CIIy4asix B 3ar0JIOBOK BHOCATCS yTOYHEHH);

nathl fena (rof(bl) 3aBeieHHs 1 OKOHIaHHA €12 B IEeJONPOU3BOJICTBE).

TIpu W3MeHEHHH HaUMMEHOBAHMS OpraHM3allii Y nofpas/eNeHys B TCUCHUE
TIepro/ia, OXBATHIBAEMOIO JOKyMEHTaMH J€Jia, I npyu Iepejaye jena B APyroe
nofpasaenenie Ha o6noXke fena IOA NPEXHHM HaMEHOBaHHEM YKa3bIBaeTCA
HOBOEe Ha¥MMEHOBaHHE OpraHHW3alMH (monpasneneHus), a NpexHee HAMMEHOBAHHE
3aKJIFOYAeTCs B CKOOKH.
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WHzjeKc [ela ¥ 3arojIOBOK JieNa MEPEHOCATCA Ha 00JI0KKY W3 HOMEHKJIATyphl
nein. Ecia 1e710 COCTOHMT M3 HECKOJBbKUX yacTeil, Ha 00JIOXKKY KaXIOro TOMa (uacty)
BEIHOCHTCSL OGILIHEL 3ar0JIOBOK JIENa U 3ar0NI0BOK KaX 0K JacTH (TIpM €T0 HATMYKH).

JlaToit mes1, COmepIXallkX PaclopsAUTeIbHYIO JTOKyMEHTALUIO, & Takxke JIEN,
COCTOSIIAX M3 HECKONHKMX TOMOB (dacteif), SIBIAOTCS KpaiiHde JaThl JOKyMEHTOB
jeqa, TO €CTh OaThl (YUCIOo, MECHL, roj) perucTpaluu (cocTaBieHus) c€amoro
paHHEro W CaMoro MO3JHEro JOKYMEHTOB, BKJIIOUYEHHBIX B jJeno. IIpu 3TOM J€HB
mecsua (OBa 3Haka) M rop (MeTbipe 3HaKa) 0003HAYAOTCHA apabCKUMK g pamu,
HasBaHMe Mecsra MuumeTcs cnoBoM. Ecim B Jleno BKIMIOYEHBI JOKYMEHTEL, JIaThl
KOTOPHIX BBIXOJAT 3a KpaiHHe NaThbl AeNa, TO IOA naTaM# Jieia, ¢ HOBOW CTPOKH
NenaeTcs 3anmuch: «B fiene UMeroTcs TOKYMEHTHI 3a...TOM (e)». JlaThl mena MOryT HE
YKa3hIBAaTHCA Ha O0OJOXKKE Jel, COASPHKAIHUX, HaIpyMep, TOJOBbIE IUIaHBI M OTHETHI,
TaK KaK OHH OTPAXAIOTCA B 3ar0NOBKaxX JeI.

JlaTamMu JeJia, COAEPIKALIETo IPOTOKOJIEL 3aceqaHul, SBISIOTCS JAThl IIEPBOTO
¥ TIOCJIEAHETO IIPOTOKOTIA.

KpaliHUMH JaTaMd JIMYHOTO [eNa SBIAFOTCHA JaThl MOAMMCAHUs IIpHKa3a
o mpueme (TIpM HAIMYMM TPYHOBOTO HOrOBOpa — jJatra 3aKIIOueHus TPYyAOBOIO
oroBOpa) ¥ TpHKasa 00 yBOJBHEHHMH JIMIA, HA KOTOPOC OHO 3aBefieHo. B cimydae
cMepTH JMla, Ha KOTOpOE 3aBECHO NEIO, KOHEUHOW JaToW sBIAETC JaTa
JIOKyMEHTa, U3BEIAIOLLET0 O €r0 KOHIHHE.

PeKBH3AT «CPOK XpaHeHMs Jeja» IIEpeHOCHTCA Ha 0o0IOKKy Jena U3
HOMEHKJIATYpHI AN TI0CIie CBEPKH ero cO CpOKOM XpaHCHHA, yKa3aHHbIM B [EPeIHe
THIIOBBIX JOKYMEHTOB WM B BEJOMCTBEHHOM IEPETHE IOKYMEHTOB, C yKa3aHHEM
CPOKOB XpaHEeHHS.

Ha fiefiax MOCTOSTHHOTO XpaHEeHHS MHIICTCA: «XpaHUTh TOCTOSHHON.

8.38. [lo OKOHYaHWM Trofa B HaAIMHCH Ha 06JI0KKax Jell ITOCTOSHHOIO
¥ BpeMeHHbIX (cBbime 10 JIeT) CPOKOB XpaHEHHs BHOCATCS YTOUHCHHA: npH
HECOOTBETCTBHM 3aTONOBKA JieJl Ha OONOXKKe COMEPXKaHMIO MO/IIHTRIX JIOKYMEHTOB
B 3arOJIOBOK 1eJa BHOCSTCS H3MEHEHUS ¥ JOTIOTHEHHS.

HanMeHOBaHUsS OpPraHM3ALMK ¥ TOApasieNenns, rox A HOMEp Jejla MOryT
[IPOCTABIATHCS HA OOJIOXKKE C OMOIIBIO IITaMIIA.

8.39. B memsx o0ecredyeHHs COXPaHHOCTH H 3aKpeIUleHus IOops/Ka
pACTIONIOXKEeHHs JOKYMEHTOB, BKIIOYEHHBIX B JIeJio, BCE €ro JHCTHI, KpoMe JIHCTa
3aBepuTeNs ¥ BHYTpeHHeil OMHCH, HyMEpyOTCA apabckuMH  UQpaMH BaJIOBOM
Hymepauyel. JIACTBI HyMEpYIOTCA rpaUTOBEIM KapaHJalloM HIIH HyMepaTopoM
(ymoTpeGlieHHe HYEpHHI M IBETHBIX KapaHjalledl s HyMepaluu JHACTOB HE
JOITyCKaeTcs) CBEPXY BHM3, LEQpPEl NPOCTABIAIOTCA B IIPABOM BEPXHEM YTy JIACTA,
He 3ajieBas TeKCTa TOKyMeHTa. JINCTHI BHYTpEHHE} OIICH HYMEPYIOTCs OTACIIBHO.
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JIUCTBI [eJl, COCTOSMIUX U3 HECKOJIBKMX TOMOB HJIH yacTeil, HyMepyIOTCs 10
KaXXIOMY TOMY WJIH YaCTH OTACJIBHO.

JIOKyMeHTEl C COOCTBEHHOM HyMepaleil JTHCTOB HyMepyloTCs B obmeM
TIOPSIZIKE.

Jluct moboro dopMaTa, ONWATEIA 32 ONUH Kpai, HyMepyeTcs Kak OJIUH JIACT
B NpPaBOM BEpXHEM YIIy. CJIOKEHHBIH JIMCT pa3BopayuBaeTCd W HyMEpyeTCA
B paBoM BepxHeM yruy. JIucr, CIIO)KEHHBIN ¥ TOJIIMTHIA 32 CepeliHy, MOIJIC)KHT
epenIvBKe U HyMepyeTcs KaK OJIUH JIUCT.

Eciy B 7efo TOALIAT KOHBEPT C BIOXKEHHEM, CHayana HyMepyeTed KOHBEPT,
a 3aTEM OYEPEIHEIM MOPSIKOBBIM HOMEPOM KaX/(0€ BIOXKEHNC B KOHBEPTE.

Ecniu B HyMepalMd JHCTOB JOIMYIICHO Gomee 10 ommboK, Bce JenO
HyMepyeTcs 3aHO0BO. IIpu 3TOM CTapble HOMEpa 3a4ePKUBAIOTCS, U PSIOM CTABUTCH
HOBBIH HOMED JIHCTA.

IMpy HaMUUMKM OTHENBHBIX omubOK B HyMepalM{ JIMCTOB JOIyCKacTCA
yHoTpe6ieHue JIMTEPHBIX (C OYKBEHHBIMH JOTIOTHEHHSMH ) HOMEPOB JIHCTOB.

8.40. Tlocie 3aBepIUEeHUs HyMepalyy JMCTOB COCTaBIACTCA JINCT-3aBEpUTENH
Nena, KOTOpBIM pacmojiaraercsi B KOHIE Jeia. B nwmcre-3aBepuTene IuppamMu
¥i IPOTIHCHI0  YKA3BIBAIOTCS KOJMYECTBO JIMCTOB B JaHHOM Jejie, OCOOEHHOCTH
OT/IENBHBIX JOKyMEHTOB (HESACHBIA TEKCT, paspbIBEL, CKJICHKH).

JTucT-3aBepHTeNb Jea IMOMNNHCHIBACTCA €ro COCTABUTENEM € yKa3zaHHEM
JOJDKHOCTH, HHHLUAANOB ¥ HaMIINH, NAThl COCTABICHI.

KomuuecTBO JHCTOB B Jele, yKasaHHOe B JIMCTe-3aBepHTENe /LI,
IIPOCTABIIETCSA HA OOIOXKKE Nea.

ECIH /IeN0 TepeIuieTeHo W HOAMMTO Oe3 TUCTa-3aBepUTelis, TO COCTABJICHHBIH
JIUCT-3aBEPUTENH NOAKIIEHBAETCA K BHYTpEHHe} CTOpOHe 3a/iHeH 00JIOXKKH JieNa.

8.41. Jlns ydera JOKYMEHTOB OINpPEACTCHHBIX KaTeropuil IOCTOSTHHOT'O
# BpeMenHoro (cBpiue 10 NeT) CPOKOB XpaHEHHs, yYeT KOTOPBIX BhI3BAH
criendGuKoi JTOKyMEHTallUuH, BKIIOYEHHOH B J€JO, COCTaBIfAeTCS BHYTPCHHAA
OINKCH JOKYMEHTOB JieNa, moMelaemMas B ero Haqaio.

BHYTpeHHss ONKCh BKIIOYAETCA B JieNa, MMEIOMHe 0co0yi0 3HAYUMOCTD,
a TaoKe B Jena, cOpMHUPOBAHHEIE IO BUJaM JOKYMEHTOB, 3aroJIOBKHU KOTOPBIX HE
pacKpHIBAIOT KOHKPETHOTO CONEPIKAHMUS IOKYyMEHTOB.

BHYTpeHHSAs. ONKCh TOKyMEHTOB JeNa COCTaBIACTCA TaKXKe Ha OOBEMHEIC
JeJ1a TIOCTOSIHHOTO M BPEMEHHBIX (CBBIIIE 10 neT) cpOKOB XpaHeHHU B LEIAX ydeTa
¥ GBICTPOrO HaXOXAEHHs JOKYMEHTOB B IIEJIC.

B KOHIIE BHYTPEHHEH OMNKCH yKa3bIBACTCs nudpamMu U MPOMKCHIO KOJNIECTBO
BKTIOYEHHEIX B HEE JOKYMEHTOB M KOJIMYECTBO JINCTOB BHYTpEHHE#H OIMVCH.

BHyTpeHHsS. ONMCh JOKYMEHTOB J¢la MOANHUCHIBAETC COCTaBHTENIEM
¢ yKa3aHueM JOJDKHOCTH, HHUIHAIOB H daMuIuH, AaThl COCTABICHHA.
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EciIu 7o nepeIuieTeHo | MomKTo 6e3 BHyTpEHHE} OIKMCH, TO COCTaBICHHAS
BHYTpEHHSIS OTKCH MO/IKIIEHBACTCA K BHYTpEHHEl CTOPOHE JIMIIeBOH 06I0XKKH Aela.

8.42. JIoKkyMeHTHl IIOCTOSHHOIO, BPEMEHHAIX (cBpme 10 1eT) CpPOKOB
XpaHeHHus. ¥ [0 JIMIHOMY COCTaBY, COCTABILIIOIIME 1eno, TOMEINAoTC B TBEPIBIC
o6/OKKH M3 KapTOHa, TOALIMBAIOTCS B HeThIpe MPOKONa MM THIepeTUIeTaloTCs
C y4eTOM BO3MOXKHOCTH CBOOOJIHOTO WTEHHS TEKCTa BCeX JIOKyMEHTOB, JIaT, BU3 H
pe30IIoNKii Ha HUX. Pesomonuy pykoBOICTEa, COCTaBJICHHBIE HA OTHEIBHBIX JTUCTAX,
[IOMEIIAIoTCs Tepell AOKyMeHToM. IIpH IoAroToBKe A€M K nommuBKe (TeperreTy)
TIpOBEPSICTCS MPABUIIBHOCTH KX hopmupoBaHus, ohOPMICHHS, BCE IIACTAKOBBIC
4 MeTaUTHYeCKUe KPEIUIEHHUS, a TAkke TEPMOIEepEeIUIeTE! U3 IOKyMEHTOB y IANAIOTCA.

Jlena TNOCTOSIHHOTO XpaHeHHd, COCTOANIME M3 0co00 IIEHHBIX HWIH
He(hOPMATHBIX TOKYMEHTOB, MOTYT IIPHHHMATHCS Ha XpaHeHue B 3aKPhITHIX TBEPABIX
anKax ¢ TpeMs KJIalaHaMu H C 3aBs3KaMM WK B KOpoOKax.

8.43. IToAroToBKa JIEKTPOHHBIX JOKYMEHTOB K meperade B apXuB
OpTaHM3aLMH OCYIIECTBIAETCS CTPYKTYPHBIM mo/ipa3/ieieHHeM OpraHM3aluy —
BIaJeNblEM  COOTBETCTBYIHOIIEH MHQOPMALMOHHOH  CHCTeMbl ~ COBMECTHO
¢ mojjpasfeieHueM (crenmanucToM),  ObecTeTHBAIOIIIM (byHKIIHOHUPOBAHHE
HH(QOPMAIIUOHHOM CUCTEMBI.

8.44. Tlpu MOATOTOBKE MEKTPOHHBIX NOKyMEHTOB, 0TOOpaHHBIX K Iepenade
B apXUB OpraHM3alliH, BBIIONHSIOTCS CICHYIOLIHE OCHOBHEIE TIPOIELYPEl PaboThl
¢ JIOKyMEHTaMH:

KOHBEpTAIHs IEKTPOHHOTO IOKYMCHTA B dopmMaTt apXUBHOTO JIOKYMCHTa33;

¢dopmMupOBaHHE B HH(pOPMALMOHHOH CHCTEME OpraHu3alii 9JIEKTPOHHBIX Jell,
JBJISIOLIXCS  COBOKYNHOCTBIO ~KOHTEHHEpOB  OMEKTPOHHEIX IOKYMEHTOB WX
KOHTE}HHEpPOM 3JIEKTPOHHOTO JOKYMEHTa, BKIIOHAIOLICM: KOHTEHT W METaJaHHBIC
3NEKTPOHHOTO JIOKYMEHTa, (haiiibl JIEKTPOHHBIX MIONHCEH U BU3YaM3NPOBAHHYIO
KOTIMIO TEKCTOBOT'O AJIEKTPOHHOTO OKYMCHTA B dopmare PDF/A*;

hopMHpOBAaHHE OIKMCH 3JIEKTPOHHBIX IS, JIOKyMEHTOB ~ CTPYKTYPHOTO
Hopa3ieICHUs;

MHTpaIysi  SNEeKTPOHHBIX ~ JIOKyMECHTOB  Hd dusmuecku  060COONEHHBIE
MaTepHasIbHbIe HOCHTENH, €CIIM TOKYMEHThI TepeialoTCsl B apXUB OpraHu3alliy He TI0
rH}OPMALHOHHO-KOMMYHUKAIIMOHHBIM KaHailaM,

IpOBEpKa BOCIPOM3BOMMOCTH SJICKTPOHHBIX JIOKYMEHTOB;

mpoBepka  SNEKTPOHHBIX ~ JIOKyMCHTOB  Ha HalM4yhe  BPEJIOHOCHBIX
KOMITBIOTEPHBIX MPOTpaMM;

TIOATBEePKIEHHE IIEJIOCTHOCTH JJICKTPOHHOTO meNia 3JIEKTPOHHOW MOIIKCHI0
PYKOBOJTENS CTPYKTYPHOTO HOAPA3/ACICHHU (MHOTO YTOJIHOMOYEHHOTO JHIA),

33 [lynkr 4.34 TIpaBun XpaHeHHs.
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OCYIIECTBIISOIIETO TIOATOTOBKY JJICKTPOHHBIX JTOKYMEHTOB K Iepefiaie B apXUB
OpraHH3alHH.

8.45. DieKTpOHHBIE JOKYMEHTBI IMEPENaloTCs B apXHB OpraHu3aluy 1o
mupopMaunOHHo-TeneKOMMyHnKauHOHHoﬁ CeTH WM Ha (U3MIECKH 060CO0ICHHBIX
HOCHTEISIX B COOTBETCTBHM C YCTaHOBJICHHBIMH npaBnnaMH32, 6e3 COXpaHEHHS
JaHHBIX OJIEKTPOHHBIX JIOKyMCHTOB B COOTBETCTBYIOIMX ~HMH(OPMAIMOHHBIX
CHUCTEMaX.

8.46. Omucd Heln  COCTaBIAIOTCS B CTPYKTYPHBIX [IOIpa3IeICHHUIX
OpraHU3ALMH N0l METOJIIECKUM PYKOBOICTEOM Ciyx065I IeNOIpPOH3BOACTEA.

OmucyH e COCTABIAIOTCS OTAENBHO Ha Jiesia MOCTOAHHOTO XpaHeHus; Jena
ppeMerHbX (cBpume 10 JieT) CPOKOB XpaHeHWs; Jela Mo JHIHOMY COCTaBY,
3NIEKTPOHHBIE JieNIa, & TAKKe Ha JIeNa, COCTOAIINE U3 JTOKyMEHTOB, XapaKTePHBIX JULd
JaHHOl oprau3auy (CyAeOHbIe, CIIEICTBEHHbIE 18113, Hay4HBIE OTYETHI IO TEMaM).

Omucu Jen  CIPYKTYPHBIX nozpasfeNieHui COCTaBIAOTCS IO dbopmawm,
yCTaHOBJIEHHBIM [IpaBuIaMu xpaHeHwI3 ’

[Io ommcaM A€l CTPYKTYPHBIX mofpa3feNieHAil JIOKyMEHTBI [Iepe/laroTes
B apXUB OpraHU3aLIH.

Ha nena BpeMeHHBIX CPOKOB XpaHCHMA (mo 10 ner BKJIFOUMTENFHO) OIUCH HE
COCTABIISIIOTCS, ¥ B ApXUB TaKue JieNa He Tepe/laroTes.

TTpu HamM4UK B OpraHU3aliu CD/J] onmcy Aen GOPMUPYIOTCS B CHCTEME.

8.47. Omucu nAen CTPYKTYPHBIX nopasfelieHui MPEeICTABIATC B apXUB
OpraHU3alMK He paHee, 9eM 4epes OJUH IO, ¥ He IMo3JHee, 4eM 4epe3 TpH roja
HocJIe 3aBEPIEHN €N B ASNONPOH3BOACTBE.

8.48. OtnenpHas ONMHUCH NPEACTABIACT co6oii nmepedeHb ONMUCATENbHBIX cTaten
C CaMOCTOSTEIbHON IOPANKOBOH HyMepauuelf, Kaxjaas U3 KOTOPBIX JOJDKHA
BKJIIOYATH CISIYIOLIME CBEICHI:

TIOPS/IKOBBIH HOMEP JeJIa IO OIHCH;

MHJCKC Jlena;

3aroJIOBOK JIeNa;

KpaiiHue aThl JENa;

KOJIMYECTBO JIUCTOB B J€JIC;

CPOK XpaHeHHs Ne1a;

IpUMEYaHusI.

8.49. Ilpy cocTaBjieHMH OmMCH  NIC] CTPYKTYPHOTO  TOAPa3sAeICHHA
cOGIIOIAFOTCS CIIeAyIoNHe TpeOOBaH !

3arO/IOBKY JI&JI BHOCATCS B ONACh B COOTBETCTBHMH C TIPHHATON CXeMOH

cucreMaru3alyy e, BaKpCHHeHHOﬁ B HOMEHKJIAType AeJI,

34 [punoxenust Ne 23, 24 k [TpaBuiaM XpaHeHHS.
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KaXJ10€ 10 BHOCHTCS B OTHUCH IOA caMOCTOSTEIPHBIM MOPSIKOBBIM HOMEPOM
(eciH HETO COCTOMT M3 HECKONIBKHX TOMOB HUIM YacTel, TO KaXblii TOM HIH 1acTh
BHOCSTCS B OIKCH II0J] CAMOCTOATEIEHBIM HOMEPOM);

TIOPSA/IOK HyMepalliy JIeN B OIHCH — BAJIOBBHIN;

rpadbl OMMCH 3aIIONHAIOTCA B COOTBETCTBHHA C TEMH CBEJCHHAMH, KOTOPBIC
BEIHECEHBI Ha O0JIOKKY A€Ta;

IpH BHECEHMH B OIKChH TIONPAN gen (TOMOB, 4YacTei) € ONMHAKOBHIMU
3arOJIOBKAMH 3aroJiOBKU BCEX A€ (TOMOB, dYacTed) MULIYTCA MOJTHOCTBIO; TIPH
BHECEHHH B OIKCH ITOCJIEHETO 3arojoBKa nobapJsercs CI0BO «[TocnegHAR»);

rpada omucu «IIpuMedaHUD MCTIONB3YeTCs [Uisi OTMETOK O NpUEME nen,
0cOGeHHOCTAX MX (U3MIECKOTO COCTOAHMS, O nepesiade A€l APYTHM CTPYKTyPHBEIM
Hopa3/ieleHueM CO CCHUIKOM HA aKT, O HaJM4MK KOIHH.

8.50. Ilepen BHECEHHEM 3arOJIOBKOB JE] B OIKCH IPOBEPAIOTCA KadeCTBO
dopmMupoBaHHsi H ohopwiieHHs e, COOTBETCTBHC KonuuecTBa Iell, BHOCHMBIX
B OIIHCh, KOJIMYECTBY 3aBEICHHBIX J€I IO HOMEHKJIAType Zell OpraHu3aliy.

B xoHIle omuMCH BCIEH 3a mocieqHell omucaTeNbHOM cTaThell 3amnoHACTCH
JATOroBas 3aIiCh, B KOTOPOH YKa3bIBarOTCA (uudpamu 1 TIPONKCHIO) KOMHYECTBO JCIL,
YMCISIIAXCS 1O ONKCH, MEPBBIA M HoCieNHHMi HOMepa JeN IO OIWCH, a TalKe
OrOBAapUBAIOTCS OCOOCHHOCTH HyMepaluud [el B OIMHCH (nuTepHBIE HOMEPA
H TIPOITy IIEHHBIE HOMeEpa).

8.51. Tlopsmox  MPHCBOCHHA HOMEpOB ~ omuciAM el CTPYKTYPHBIX
roapas/ieNleHHi yCTaHaBINBACTCA O COrIACOBAHMIO C apXHBOM OprafHu3aliii.

8.52. Tlpu cocTaBIeHUH OIMCH 3JIeKTPOHHBIX /eI B OIIHCE BKJIIOYAIOTCA:

OPSIKOBBIN HOMEp 2MEKTPOHHOTO nesa o OIKCH;

MHIEKC 3JIeKTPOHHOTO JAea;

3aroJI0BOK €13,

nata gena (Toma, YacTH);

CPOK XpaHeHHS [eNa,

06beM INIEKTPOHHOTO ACNa B MB6;

IpUMEYaHHUs.

B cocraBe OIMCH OIEKTPOHHBIX Je€1 B CHJI ¢opmupyercsd PpeecTp
3JIeKTPOHHBIX JOKYMEHTOB (KOHTeHHEpPOB JJEKTPOHHBIX JOKyMEHTOB), B KOTOPOM
YKa3bIBAIOTCSl CBEACHUA 00 3JEKTPOHHBIX MOKYMCHTaX, BKJIIOUEHHBIX B KaXA0€
3JIEKTPOHHOE JIEIIO.

8.53. Omucu  men  CTPYKTypHOTO nojpasieIeHus MOMUCHIBAIOTCSA
PYKOBOJHTENIEM rioipa3ieNIeHus, cornacoppBatorcs  OK  CTPYKTYPHOTO
noxpasfienenus (mpa  ee pamuun) u  Cmyx0Ooi Jeonpou3BoACTBa. Peectp
5JIEKTPOHHBIX JOKYMEHTOB, SBJISIOIIMIACA TPUIOXKEHHEM K OIHCH ANEKTPOHHBIX
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JOKYMEHTOB, ITONMCHIBACTCS cocTaBUTeNeM peecTpa C YKasaHHEM JOJDKHOCTH,
MHALMANOB, GaMUIINHM, NaThl COCTAB/ICHHA.

8.54. OmmcH Jen CTPYKTypHOI'O TofipasaeNieHus OpraHu3alui COCTABJIAIOTCS
B IBYX 3K3eMILIIpax Ha GYMa)XHOM HOCHTEIE, OtMH 13 KOTOPBIX IepefaeTcs BMECTE
c JeNaMd B apXWB OpraHusalliH, a BTOpOH OCTaeTcs B KadecTBe KOHTPOJIBHOTO
sK3eMIUIpa B CTPYKTYpHOM nofpaszieneny. B apxuB OpraHu3aldy  TaKkKe
mepenaeTcs Mo dK3EMILIAPY omuceil meNl B DJIEKTPOHHOM BHIC B pefaKTHpyeMOM
dopmate AN HCIONB30BAHMA B JanpHeimeM JUisi MOATOTOBKH apXMBHBIX OTACEH
JieN, JOKyMeHTOB (TOJI0BBIX paszernoB).

8.55. Jlema mepenatoTcs Ha XpaHCHUE B apXyB OpraHu3aluyl B COOTBETCTBHUH
¢ rpaduKoM nepeiadd IOKyMEHTOB, yTBEP)KAEHHBIM PYKOBOAUTENIEM opraHu3aliu
AT HHBIM YIOJHOMOYEHHBIM MM JIMIOM H COIIacOBAHHBIM C PYKOBOIWTCIIAMH
CTPYKTYPHBIX Ho/pa3IeeHAN.

8.56. Jlena MOCTOSHHOrO M BPEMEHHBIX (cBeime 10 yer) CPOKOB XpaHeHMs,
JOKYMEHTHI 1O JINYHOMY COCTaBY, 3JEKTPOHHBIE TOKYMEHTBI NEepe/latoTes B apXMB
opraHM3alliil He paHee, YeM 1epes roji, ¥ He TO3/HEe, 9eM depe3 TpH roaa nocie
3aBepIIeHIs UX B AONpOU3BOJCTEE.

8.57. Ilepenaya nel B apXuB OpraHM3alMK [POM3BOAUTCA TIO omucAM Jiel
CTPYKTYPHBIX nopas/ieIeHAM.

3.58. VIIOJHOMOUYEHHbIi pabOTHHK  apxuBa nposepseT  IPaBAIBHOCTD
ohopMmiIeHU H dopmupoBaHus Jiel, TIPaBUJIBHOCTH COCTABJICHHA omucedt Jed,
COOTBETCTBME KonuyecTsa ACH, BKTIOYCHHBIX B OIMCh, KONMYECTBY JeT,
chOpMMpPOBAHHBIX B COOTBETCTBIH ¢ HOMEHKJIaTypOi Jiell.

BrisiBIeHHBIE TIpH POBEPKEe HEMIOCTATKH B ¢dopMHpOBaHUH U o(opMIIEHHH HEIl
paGOTHUKH CTPYKTYPHOTO nozpas/ielieHrs 00s3aHbl yCTPaHUTL B IBYXHE/eIBHBIH
CpOK.

8.59. Tlpuem Kaxporo Jena B apX¥B OpraHu3aliy IPOU3BOMHUTCA
B [IPUCYTCTBHH IENONPON3BOIAUTENA CTPYKTYPHOTO IO/Pa3ACIeHIA. ITpu >TOM Ha
oGorX SK3EMIUIIpax OMUCH MPOTHB KaXIOTO jea, BKIIOUEHHOrO B Hee, JeaeTea
oTMETKa O HaTiumu jena. B KoHIe KaxIoro sK3eMILISIpa ONKCH B WUTOTOBOM 3aIiCH
yKa3bIBacTCA rudpaMy ¥ TIPOMKCHIO KOMHIECTBO dakTHyecKy NPUHATHIX B apX¥B
jel, B TOM dYHCIe SJEKTPOHHBIX, HOMepa OTCYTCTBYIOLIMX I, jaTa Tpuema-
mepefaud fied, a TakKe [IOJIACH JHMIA, OTBETCTBEHHOTO 32 apxuB, U M,
nepeAaBIIero Jena.

Vitoropas 3aliCh  TOJTBEPXKAACTCA [OATMMCAMM  COTPY/HHKa apXHBa
¥ COTpYIHHKA (nenonponasonmena) CTPYKTypHOTO INOJpa3fieeHu, riepeaBIiero
nesia Ha GyMa)KHOM HOCHTEIE 1 3JIEKTPOHHbIE JeNa.

8.60. Ilepemada  IMEKTPOHHBIX IOKyMEHTOB B  apXuB opraHu3aluy
IPOM3BOAMTCS HA OCHOBAHHH omuceii DNEKTPOHHBIX A€l IO UH(POPMAIHOHHO-
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TeTeKOMMYHHKAIMOHHOH  CETH (npy  HamMuMM B apXUBE OpraHu3aIyu
wH(bOPMAOHHOK CHCTEMBI) WM Ha (QU3NIECKH 060CcO0OIEHHBIX MaTepUaNIbHBIX
HOCHTENSX, KOTOpHIE TIPEACTAaBIAIOTCSA B IBYX ANEHTHYHBIX 3K3eMILLIpaX.

8.61. B cinydae JMKBHIAUWMH WA peopraHuzalui  CTPYKTYpHOTO
[of[pa3feliecHHs  OpraHu3aliH JIENIONPOU3BOAMTEND  [IOAPA3ACICHAT B HepUOL
poBefieHNs  JTHKBUJAUMOHHBIX MeponpusaTHi  popMHpyeT  BCE AMEIoIUeCs
HOKyMEHTBI B JI€la, obopmisier Jena ¥ TepenaeT HX B apXMB OpraHu3aluH,
He3aBHCHMO OT CpoKoB xpaHenws. Ilepenata fiel OCYIIECTBIIAETCS TI0 OMHUCAM JET
¥ HOMEHKJaType Aeil.

8.62. Ha nmema ¢ WCTEKIIMMH CPOKaMH XpaHeHHs B CTPYKTYPHBIX
nofipa3ielleHusaAX OpraHu3allki COCTABIIIOTCS TPEVIOKEHHS K aKTy O BBIICICHUU
K yHUTOXKEHHIO ~ IOKyMEHTOB,  HE HOMIeXKAlMX  XPaHECHHIO (mo  dopwme,
ycTaHoBNeHHOH ITpaBuiiaMu xpaHeHm35 .

Ha oOCHOBe TPEMIOXKEHHH  CTPYKTYPHBIX nofpas/ieeHuN Ciryx6a
JIeIONIPOU3BOJCTBA OpraHu3alui COCTABISIET AKT O BBIIENCHWH K YHHYITOXCHHIO
JOKyMEHTOB, He TOVIeNAIUX XpaHeHHIo, Ha Jeina Bcell opraHu3aiyy IIo TOH XK€
dopMe. 3aroNOBKH OJHOPORHBIX ACI, OTOBGPAHHBIX K YHHYTOXCHHUIO, BHOCATCA B aKT
moi OOIMM 3arojioBKOM C yKa3aHHCM KOJIM4ecTBa Hell, OTHeCEHHBIX K JaHHOM
rpymnme.

8.63. Jlena BKIOYAIOTCA B aKT O BBIICJICHIH K YHHYTOXEHHIO JIOKyMCHTOB, HE
HOIIeXKAIUX XPaHeHHUIO, eCId TIpelyCMOTPEHHBIA Ul HUX CPOK XpaHeHUs UCTEK
x 1 stHBaps rofa, B KOTOPOM COCTABIICH akt. HanpuMep, 3aKOH4YEHHBIC B 2014 romy
Jlena ¢ 3-JIeTHAM CPOKOM XpaHCHHs, MOTYT 6EITH BKJTIOYEHBI B aKT, KOTODBIH Oyzer
cocTaBlieH He paHee 1 sHBaps 2018 roxa.

8.64. Jlena ¢ OTMETKOH «TK»*® mopyiexar MOIUCTHOMY TIPOCMOTPY B (504
BLISBJIEHAS JOKYMEHTOB, MOMICKAIINX [IOCTOSHHOMY XpaHEHHIO. DBBIABICHHBIC
B TAKUX JeaX JOKyMEHTBI TIOCTOHHOTO XpaHCHHUA BBIIEJSIOTCS ¥ HPHCOCHANHIOTCA
K OJfHOPOIHBIM JeNaM Mk hopMHPYIOTCS B CAMOCTOATEILHBIC zena.

OcTalbHBIE JOKYMEHTHI Jeia € ormeTkoii «JITK» BKIOYAOTCA B aKT, NP
yroMm oTMeTka «TTK» B aKTe HE YKa3bIBacTCA.

8.65. AKT O BBUIENICHMH K YHAYTOXCHHIO JOKyMEHTOB, HE MOMeKAINX
XpaHEHHUIO, TPEACTaBIICTCA Ha paccMOTpEHHe U COrNacoBaHMe DK 0JHOBpEMEHHO
C OIFCSMH Hell TIOCTOSHHOTO XpaHeHH: ! 10 JIMYHOMY COCTaBY.

8.66. AKT O BBbIIENCHHHM K YHHITOXCHHIO JIOKyMEHTOB, He MOIeKAIIHX
XPaHEHHUIO, YTBEPKACTCA PYKOBOJIMTENIEM OpraHu3alii rocye yTBEPKACHHUA OIIK
apXUBHOTO  YUPEXNICHHUA, roCyapCTBEHHOTO WK MYHHIUNANGHOTO  apXuBa

3 TIpunoxenne Ne 21 K TTpaBunamM XpaHEHHUS.
36 Ormerka «JITK» o3Hauaer, YTO YacTh JIOKyMEHTOB MoOXeT OblTb OTHECEHA K CPOKY XpaHeHHs

«TIOCTOSHHO.
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B COOTBETCTBMH C TPENOCTAaBICHHBIMH €My [OJHOMOUMSMM  OIHMCeH  JIel
[{OCTOSHHOTO XpaHEHUs U COIJIaCOBaHMUA ompceil e Mo JIAYHOMY COCTaBy, HOCI®
qero jieNia, BIISEHHBIE 1O aKTy K YHIYTOXCHHUIO, MOTYT GBITh YHUITOXEHBL.

8.67. lena, moayiexamue YHUYTOXKEHHIO, TEPeAatoTea Ha nepepaboTKy
(yrunusanuio). Ilepenada Ael oopmILeTCA TpHEMO-CIATOIHOH HaKJIaJIHOM.

Ilocne YHUMTOXCGHHsS Hel B HOMCHKIATYpe Jen TPOCTaBJIAIOTCS OTMETKH,
3aBepAEMBIC TOIIHCHIO CTICIHATHCTA Cayx0bI 1eI0TpOM3BO/ICTBA, 1 JIATOM:

«Yumutoxkeno. Cm. akt Ne OT . Tlogmuce, WHHUIMAAIBLL,
damunas.

8.68. DIEKTPOHHBIE JOKYMEHTHI C MCTCKIIMMH CpOKaMH XpaHeHMs TMOMUIEKAT
BBUICJICHAIO K YHHYTO)KCHHIO Ha oGLIMX OCHOBAHWSX, TOCIE Hero NpOBOJMTCA uX
dusmuecKkoe ~ YHHUTOXKCHHE M YHHYTOXECHHE IpOrpaMMHO-TEXHAYECKUMH
CpencTBaMH C COOTBETCTBYIOIIEH OTMETKOH B aKTE O BBIJIEJICHHH K YHHYTOXXEHHIO

37IEKTPOHHBIX JOKYMEHTOB.

DNeKTPOHHBIE JOKYMEHTBI CUMTAIOTCH YHHYTOXEHHBIMH, €CIM HMX HEIB3A
BOCCTAHOBUTH CPEJCTBAMH rHGOPMAIOHHOM CHCTEMBI Ha HocHTeNsuX HHGOpMaLKH
¥ M3 Pe3ePBHBIX KOTMH.

8.69. AKTHl O BBIIENCHHH K YHHYTOXCHHUIO JOKyMEHTOB, He MOIJIeNKAIIIX
XpaHEHHIO, XPAHATCA OCTOAHHO B nene ¢poHAaa.

IX. Oprasuzaiys I0CTyIa K JOKYMEHTaM 1 X HCIIOJNIB30BaHMs

0.1. Bemaua fell, HaXO[AMMXCS HA XpaHCHUH B Ciryx6e Ienonpou3BOACTEY,
CTPYKTYPHBIX NOJpPa3sAeIeHIIX opraHu3aliy paboTHMKaM IpYyrix Hoapa3/ieieHuH
JU1sl O3HAKOMIIEHHS | (WITH) I BPEMEHHOTO UCTIOb30BAHHA B paboTe MPOU3BOJUTCA
mo 3ampocaM, [OANMCaHHBIM pyKoBoAuTeNEM (3aMECTHTEIEM PYKOBOIHTEILS)
CTPYKTYpHOTO HOZApa3/eIeHN, 3aNpallyBaIoLIero 1eyno (mOKyMeHT) ! C pa3pelleHus
PYKOBOIHTEILA Ciyx6pl AeNONPOU3BOACTBA I CTPYKTYPHOTO IIOJpas/eIeHH,
JOKyMEHTBI KOTOPOTO 3anpaliiBatoTes.

9.2. Jlena, JOKYMEHThI BBIIAIOTCH BO BpEMEHHOE [I0JIB30BaHNe paboTHHKAM
OpraHu3allii Ha CPOK HE GoJee OJTHOTO MecALa.

TocyapcTBEHHBIM OpraHaM (cyneGHBIM, MPABOOXPAHUTEILHBIM, opraHaM
roCyJapCTBEHHOTO KOHTPOIA U Hajr30pa) Jielia U OTAETBHBIC JTOKyMEHTHI BBIIAIOTCA
Ha OCHOBAHHH MX IIMCHMEHHBIX 3apOCOB C paspeleHHsi PyKOBOJHTEILA opraHM3aly
JUIH MHOTO YIIOJTHOMOYEHHOTO UM JIMIA, 110 aKTaM Ha CPOK He Gojiee IEeCTH MECALCB.

[Ipu HeoOXOOUMOCTH CPOK MCIIONIG30BAHMS  IOKYMEHTOB MOXET OBITH

MpOAJIEH.
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9.3. B mEChMEHHOM 3ampoce pabOTHUKOB OpPraHU3allii O BbIlay€ JOKyMEHTOB
(men) BO BpeMEHHOE IIONB30BAHME W3JIAraloTcs NPHYMHBL, 10 KOTOPBIM
3aIpaluBaeTCs  Jeno (noKyMeHT) W Lelb HCIONB30BAHIA JOKyMEHTOB,
HaxOJAIIMXCs Ha ONIepaTHBHOM XpaHCHUH.

94. Ha BBIIAHHOE JEJO 3aBOJMTCS KapTa-3aMeCTHTCIID, momMelfaeMasl Ha
MecTO BBIIAHHOTO Jena. B Heil yKasbIBaloTCs MHJICKC 1CIa, naTa ero BbIAYH, KOMY
eno BBIAAHO, JaTa ero BO3BpAIICHH, IpeyCMaTpHBalOTCA rpadsl s moAnKCeH
B [TOJTy4YEHHUH U TIpHeMe JieJIa.

Ha MecTo W3BSTOrO IOMNMHHAKA  JOKyMCHTa pabotaux  Ciyx0bI
JENONPOU3BOACTBA MM JENONpON3BOIUTCIR 1o/ipa3/ieNieHys BKIaJbIBaeT B JIENO
IECT-3aMECTUTENh C yKasaHHeM, Koraa, KoMy H Ha KaKoii CPOK BBIIAH JOKyMCHT
¥ MOANMCSIMH B TOINyJYeHHH M TIpHeMe Jena. [Ipu >TOM B [el0 MOMEMACTCH
3aBepeHHas KOIMusl JOKyMEHTa.

Tlocne pelieH¥s BOMpOCa, [y pacCMOTPEHHA KOTOpOTo Jiena (TOKYMEHTBI)
J3BIMATACH MO 3aImpocaM ToCy[apCTBEHHBIX OpraHos, [IOJUTMHHHAKHA HOKYMEHTOB
JIOJUKHBI GBITH BO3BPAILEHBI B OPraHu3allHio 1 TIOMEIIIEHH! B JEJI0.

9.5. DreKTpOHHBIE TOKyMEHTHI, HaXOAAIMeCs Ha OIIepAaTUBHOM XPAaHECHUH
B 623aX JAHHBIX HHGOPMAIMOHHBIX CHCTEM, BBIIAIOTCA JUTSL KCIIONIB30BaHus B BHIC
KOIMAM 3JEKTPOHHBIX JOKYMEHTOB B coOTBETCTBMH ¢ MyHKTOM 2.51 ITpumepHOU
MHCTPYKIAH.

9.6. ITopsmox  AoCTyma pabOTHHWKOB ~ OpraHmsaiuu K JOKYMEHTaM,
pa3MellacMbM B COJl wid HHOH MH(OPMALMOHHOH CHCTEME, yCTaHABJIMBACTCA
IOKAIHBIMA HOPMATHBHBIMH 2aKTaMH OpraHH3altiH, onpee/AIoNUMH  TIOPSIIOK
HKCILTyaTalliy uHGOPMAIHOHHON CHCTEMBI, U B COOTBETCTBHH C MEPCOHATBHBIMU
yYeTHBIMH 3aIUCIMA pa6oruukos B COJI yHO# HHGOPMALIOHHOH CHCTEME.

PaGoTHuKaM, He WMeIOIMM Ipaa jocTyma X COOTBETCTBYIONIEH
pHMOPMALIOHHOH CHCTeMe, SMEeKTPOHHBIC JOKYMEHTH! BEIJAIOTCS B COOTBETCTBUHU
¢ mynkrama 9.1 — 9.3 IIpuMepHO# HHCTPYKIWH, Ha Gbu3IUECKu 060c00eHHOM
HOCHTeNe, BBICHUIAIOTCS IO ONEKTPOHHOMY a/pecy paGoTHHKA, 3alpallIuBaloOIIero
OKYMEHT, WX HHBIM 00pa3OM.

9.7. B Cayx6e HeNonpou3BOACTBa, CTPYKTypHOM nofjpa3fieNicHuH, BBIIABIIEM
neno (HOKyMEHT) BefeTCs y4YeT BBIIAHHBIX nen (HOKYMEHTOB) M KOHTPOIb MX
CBOEBPEMEHHOI0  BO3BpaTa. DNeKTpOHHBIE JeNa (HOKyMEeHTBI) BO3BpaTy HE

TIOUIEXAT.
0.8. PaGOTHMKH  OpraHM3almi  OOs3aHBI obecreunBarh  COXPaHHOCTD

[OJIy4EeHHBIX BO BPEMEHHOE I10JIb30BAHHUC JOKYMEHTOB (J1eJT) Ha OyMaXHOM HOCUTENE
4 WCIOB30BATh HONyUeHHYI0 MHpOpPMAIVIO B clykeGHBIX LENSX B COOTBETCTBHH
¢ TpeGOBaHUAMHA  JIOKAIbHBIX HOPMAaTHBHBIX ~ aKTOB. 3anpemaerca nepenaia
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TIONTy4EHHBIX JOKYMEHTOB WM MX Komuii pabOTHHUKAM APYIHX TIO/ipa3fieNicHUH HIIH
OpraHp3alui.

0.9. Usparue (BHIEMKa) JOKYMEHTOB, 06pa3oBaBIIMXCs B AEATEIBHOCTH
OpraHM3alyH, NPOU3BOJUTCA B COOTBETCTBUM C 3aKOHOJATEJILCTBOM Poccuiickon
denepanuy.

0.10. UzpsTie (BBIEMKa) JOKYMEHTOB IPOM3BOAMTCAH Ha OCHOBaHHU
OUCEMEHHOTO PaCHIOpsKCHUA (IOCTAHOBJIEHHS) COOTBETCTBYIOLIEro OpraHa BJIACTH
C paspelleHns PyKOBOUTENIs OpraHu3amii WM WHOTO YITOJHOMOYEHHOIr0 WM JIHIA
¢ W3BeleHreM PyKOBOIUTENS MTOAPa3eeHus, TOKYMEHTEI KOTOPOTO M3bIMAIOTCS.

0.11. ®axT u3bpATAA (BHIEMKH) JOKYMEHTOB duKkcupyerTcs: B IPOTOKOIE (akte)
u3paTHA (BBIEMKH) IOKYMEHTOB, KOTOPBIN COCTaBIsieTCS HE MeHee UM B IBYX
3K3eMILIAPAX M MOIHUCHIBAECTCS YOTHOMOYCHHBIMA TIpeCTaBUTENSIMY OpraHu3alin
¥ COOTBETCTBYIOLIETO I'OCYJapCTBEHHOrO Oprata. K mpotokoiy (aKTy) mpuiaraetcs
onuch (peecTp) U3BATHIX JOKYMCHTOB (mem).

9.12. Ilp u3BATUM TOIJIMHHUKOB IOKYMEHTOB B JI€NO oMelaeTcsa
3aBepeHHas KONMs JOKyMEHTa, Ha 06opoTe KOTOpOH YKa3pIBa€TCS OCHOBAHHE
J3BATYS TIOJUTMHHYKA, CPOK BO3BpaTa, AaTa ¥ MOAIHCH paboTHHKA, OTBETCTBEHHOTO
3a ()OPMUPOBAHKE W/HIY XPAHCHHUE E1A.

9.13. TlognuHHUK  JIOKYMCHTA, W3BATBIM W3 Oena  Ha  OCHOBE
COOTBETCTBYIOIIETO  pPeIUeHHsd, IOCIC paccCMOTpeHMs M peIleHHs BOTpoca,
BO3BpAIIaeTCs B €0, IPH 3TOM KO, HoMelleHHas B JIeJI0 BMECTO NOUIMHHUKA,
HU3bIMAeTCH.

X. VI3roToBieHye, y4eT, HCIIOIb30BaHNE H XpaHEHHe rnedare,
[IITAMITIOB, OJIAHKOB JOKYMEHTOB, HOCHTENEH DIIEKTPOHHBIX MOJITHACEH

10.1. bnaHku OpraHM3alOHHO-PACTIOPAUTEIIBHBIX JIOKyMEHTOB
pa3pabaThIBarOTCsA CiyxGo#i Je0npon3BOACTBA. Buasl 61aHKOB OpraHW3alldOHHO-
pacTOPSIUTENBHBIX IOKyMEHTOB, TpeGoBaHMA K UX OQOPMIICHHIO U HCIIONIF30BAHHIO
yCTaHaBIHBAIOTCA MHIMBUAYANBHOM — MHCTPYKIMEH 1O IeIOMPOU3BO/ICTBY
OpraHM3alyuH.

10.2. O6pasisl GIaHKOB  JOKYMEHTOB  YTBEpXJatOTCA B  COCTaBe
MHTMBUIYaIBHOM WHCTPYKIMH 11O JeTIOTIPOM3BOICTBY WM IPUKA30M pyKOBOAMTES
B cocTaBe KoMILIeKTa (anpboma) 6I1aHKOB.

10.3. B opranm3ainuu Ajid MOArOTOBKH JOKyMEHTOB MOTYT HCTIOJB30BATHCA
GIAHKYM JOKyMEHTOB, M3TOTOBJICHHBIC TnorpadcKuM CrocoboM MM CpelCTBaMHU
OTIepaTHBHON NOMMrpaduy.
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Opranusanuy Brpase IpH MOATOTOBKE JOKyMEHTOB HCIIONB30BaTh
3NEKTPOHHBIE MIAGJIOHEI 67IaHKOB. DNEKTPOHHBIE IIAOJIOHBL ONaHKOB JOJDKHBI
COOTBETCTBOBAThH 00pasiiaM OaHKOB, yTBEP)KAEHHBIX PYKOBOHTEIIEM OpraHu3aluH.

10.4. bnasku opra}mzaunoHHo—pacnopﬂ;mTeJILme JOKYMEHTOB,
npuMeHseMble B OpraHM3allid, HE MOTYT IIepe/iaBaThecsa APYTHM OpraHM3aLsM,
JODKHOCTHBIM M QU3MUECKAM JIHIAM.

10.5. Cuyx6a nemonpon3BoACTEA OpraHu3aluy:

oopmisier  3aKkasbl  Ha J3FOTOBJIGHAE  ONAHKOB  OpraHM3alfMOHHO-
pAcTOPSIIUTENbHBIX  JIOKYMEHTOB TUIOrpadcKuM crioco0oM WM CPeACTBAMH
OIEpATUBHOA nonurpadum;

OCYIIECTBIAET ~ XPaHEHHE OJIaHKOB oprannsannoHHo-pacnopﬂ,unTenLme
JOKYMEHTOB ¥ BBIJa1y UX B CTPYKTYPHBIC TIof[pa3/ieNie s OpraHu3aliH,

OCYIIECTBIsET KOHTPOJIB 34 PABIJIHOCTBIO  MCTIOJB30BAHIS OJIaHKOB
OpraHU3aLMOHHO-PACTIOPSIHTEILHBIX noxymemos”.

10.6. B opraHusaruu B COOTBETCTBHM C depepanbHBIM KOHCTUTYIHOHHBIM
sakogoM «O TocymapCTBEHHOM repbe Poccuiickoi <De)1epau1m»38 H yCTaBOM
OpraHu3alliy UCTIONB3yeTcs Hedath ¢ BoCIpoH3BeicHHEM 1'0Cy IapCTBEHHOTO repba
Poccuiickoii Penepannu (nanee — ne4aTh oprannsarmn).

B opraHu3alldy TaKxe MoryT MCIIONB30BaThCA eYaTH nofpa3eNeHni, NeyaTh
Uil TaKeToB W OTAENBHBIX KaTeropuii JIOKYMEHTOB, a TaKKe MeTaJNTH4eCKue
BEDKUMHBIE TIedaTH Ul onedaTbIBaHHg [TOMeIIeH i ¥ YIOCTOBEPEHHS CIIeIHANBHEIX
TIPOITYCKOB.

B opraHu3aluyl MOXET MCITIONIE30BaTECA LITaMII (Tammbl) © haKCHMIITBHOH
MOIICHIO PYKOBOAUTENSA U HHBIX JNOJKHOCTHBIX JIAIL.

TTopsinoK  HCIOJIB30BaHHA mTaMnoB ¢ GaKCAMWJIBHOH  MOMIHCEHIO
PyKOBOJHMTENA M HHBIX JOIDKHOCTHBIX uIC, BUABI JOKYMEHTOB, MOJIITUCBIBAEMBIX
haKCHMIUIBHOH MOJIHCBIO yCTaHABNMBACTCSA JIOKATBHEIM HOpMATHBHBIX aKTOM
OpraHM3aluH.

10.7. Tleuats opranusalu C BOCIPOM3BEICHUEM T'ocyJapCTBEHHOTO repba
Poccuiickot ®enepaliy AODKHA COOTBETCTBOBATh TPeOOBaHUAM, yCTaHOBJICHHBIM

37 YupuBuayanbHOM MHCTPYKUMeH MO AeNonpou3BOACTEY OpraHM3alMH MOXET GBITH TPeIyCMOTPEHO
pe/ieHHUe yueTa 61aHKOB JIOKYMEHTOB.

3% ®enepanbHbI KOHCTUTYLIMOHHBIH 3aKOH OT 25 nexabpa 2000 . Ne 2-®K3 «O T'ocynapcTBEHHOM repbe
Poccuiickoii Penepaumm» (Cobpanre sakoHoJaTeNnscTBa Poccuiickoil Denepalut. 2000, Ne 52, ct. 5021;
2002, Ne 28, ct. 2780; 2003, Ne 27, ct. 2696; 2009, Ne 46, ct. 5417; 2011, Ne 1, c1. 15 2013, Ne 30, ct. 4022;
2014, Ne 11, ct. 1088; 2017, Ne 52, c1. 7916).

¥ C yuerom HOMOXKEHHMH TyHKTa 2 CTaTbH 160 wactu I paxaHCKOro KOACKCa Poccuiickoii Denepalii
(CobpaHue 3aKOHORATENBCTBA Poccuiickoii denepaviy. 1994, Ne 32, cr. 3301; 2011, Ne 15, cr. 2038).
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TOCT P 51511-2001 «IledatH c Bocmpou3BeneHHeM ['oCyAapCTBEHHOTO repba
Poccuiickoii ®enepaunu. Popma, pasMepbl ¥ TCXHIICCKHE Tpe6OBaHm{»4°.

10.8. ITeyaT ¥ WITAMIOBl OpraHW3allM{ H3rOTABIMBAIOTCA B KOJIMYECTBE,
HeoOXOMMMOM Ul OCYLIECTBIECHMS TOApA3feNeHHsIMHM OpraHusalid #u  €©
pabOTHHKaMH BO3JIOXKEHHBIX Ha HHX ¢ynxumii. Pemenwe 00 H3rOTOBICHAN
M KOJIMYECTBE DSK3eMIUIAPOB TedyaTed M INTAaMIOB IPUHMMAeT pPYKOBOIAUTEIL
OpraHu3alyl IO IIPEACTABICHHIO PYKOBOXUTCILA Cnyx0bl [€NONPOM3BOLACTBA
OpraHu3alyH.

Eciu mevarh OpPraHM3alli| MCIONB3YETCsl B HECKOBKUX IK3EMILLIpaX, HOMED
SK3eMILTAPA TIEUATH YKa3hIBAETCA B KIIUIIE [I€YaTH TP € U3TOTOBICHUH.

10.9. TleyaThio OpPraHM3ALMH 3aBEPSIOT MOMIHHHOCTE HOMMHUCH PYKOBOUTEILA
OpraHM3alli¥l 4 WHBIX YIOJHOMOYEHHBIX MM JIAI, HAa JNOKYMEHTax H KOTHSIX
JIOKyMEHTOB B COOTBETCTBUH C ITYHKTOM 2.49 TlpumepHOM HHCTPYKLIMH.

10.10. TTeyatm ¥ 1OTaMIBl BBIJAIOTCA JUIS  HMCIIONB30BaHUA paboTHHKaM,
OTBETCTBEHHBIM 3a MX HCIONb30BaHME U XpaHEHME MOJ MOANKCEH B XypHAIC ydeTad
meuaTeii W INTAMIOB. YueT IedaTeil M IITAMIIOB OpPraHM3alMH BCACT Cnyxb6a
JIeNONPON3BOCTBA MM HHOE IO/pa3/ieIeH!e OpraHu3aliy.

10.11. Tlpm HCHIONB30BaHUH B pabore me4yaTd M IITAMIBl XPaHATCA
B sanmparomuxcs  mkadax (ce#dax) paGOTHMKOB, OTBETCTBEHHBIX 33 XPaHEHHUE
¥ WCTIOIb30BaHNUE IeYaTer H IITaMIIOB.

10.12. Tlepenaua mevaTeidl ¥ IUTaMIOB NOCTOPOHHHM JIHIAM HE JIOITyCKaeTCs.
BLHoc TedaTedi ¥ INTAMIOB  3a  TIpeJleisl  OpraHu3aliy  BO3MOXCH
B HCKJIFOYHMTENBHBIX CIydasx IO PEIIeHHI0 PYKOBOACTBa OpraHM3allni (HampuMep,
TIpH TIONIACAHUH JOTOBOPOB).

10.13. Ciyx6a [elompoM3BOACTBA OpPTaHW3ALMH  €KETO/HO npoBepseT
cobmoneHne pabOTHHKAMH YCIOBHMH HCMONB30BAHMA M XpaHCHUA nevarei
J IITaMIIOB B CTPYKTYPHBIX IOJpa3/eNICHAAX OpraHn3aluH.

10.14. Tlpumrenmuie B HETOJHOCTD U YTPATHBILINE 3HAYCHHE IE4aATH U IITAMIIBI
mojutexatr Bo3BpaTy B CiyxOy HeNONpOM3BOACTBA WM MHOE IOIPA3ACICHHC, Ha
KOTOpOE BO3NOXKEH Yy4YeT IedaTed K IITaMIOB, UL LEHTPAIU30BaHHOTO
yHEYTOXKeHHs. IleyaTd YHMYTOXKAIOTCA MO aKTy € COOTBETCTBYIOLIIEH OTMETKOH
B )KypHaJle ydeTa fedareil ¥ ITaMIIoB.

10.15. Jins obMeHa OSJNEKTPOHHBIMH JOKYMEHTaMM MOCPENCTBOM M0
B OpPraHM3aldd  JODKHBI ~ HCIONB30BATHCS  YCHIICHHBIC KBaJIX(UIMPOBAHHbIC
snekTponHbie mopamucu. CocraB NOMKHOCTHBIX JIHI H pabOTHHKOB OpraHH3alud —

9 OCT P 51511-2001 «Ileuatn ¢ Bocnpon3BeaeHHeM ['0Cy1apCTBEHHOTO rep6a Poccuiickoli Denepaluu.
dopma, pa3Mepsl U TEXHHYECKHE tpeGopanms». — M.: HIIK H3a-Bo cTaHAapTOB, 2004, ¢ U3MCHECHHIAMH
Ne 1-4.
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BlIaelbleB YCHIEHHBIX KBATH(QUIUPOBAHHBIX 3JIEKTPOHHBIX [IOAMHUCEN JTOIDKEH
ONpefiesTh PyKOBOJHUTENb OpraHU3alliuH.

10.16. IIpy mepemade OpraHM3alMed SNEKTPOHHBIX JOKYMEHTOB Ha
SIEKTPOHHBIA ajfipec APYrod OpraHu3aliH, a TAKKe I oOMeHa 3JIEKTPOHHBIMH
nokyMenTamu nocpenctBoM COJ] B OpraHM3alluM W €€ IOAPA3NCICHUAX MOTYT
HCIIOJIb30BAThCs YCHUIIEHHBIE HEKBATM(HUHUPOBAHHbIE 3JNEKTPOHHBIC NMOAIMCH 15707910
TIPOCTHIE SJIEKTPOHHBIE TOAMMCH (fajnee — NEKTPOHHAs [IOJKCH) B COOTBETCTBUHU
c DegepanbHBIM 3aKoHOM oT 6 ampens 2011T. Ne 63-®3 «O0 3JIEKTPOHHOM
mOATHCHY .

10.17. DnexTponnbit mokymedT B COJl oOpraHu3anyy, IIO/ITHCaHHBIN
3EKTPOHHON MOAMNHUCHI0, NPHU3HAETCS PABHO3ZHAYHBIM NOKYMCHTY Ha OyMaXHOM
HOCHTENE, TOAMHCAHHOMY COOCTBEHHOPYYHOW MOANMCBIO M HMEET OJHHAKOBYIO
C HVM IOPUIMYECKYIO CHIIy IIPY OTHOBPEMEHHOM COGJIIOEHNY CIIEAYIOMUX YCIOBUH:

KII0Y TOMINCH, OTHOCAIMHCA K KOHKPETHOH OJIEKTPOHHOW IOJIHUCH, Ha
MOMEHT IIOJIMCAHMS DIEKTPOHHOTO [OKYMEHTa SBIAETCS —JEHCTBHTEIBHBIM
(ZOCTOBEPHBIM), HE yTpaThi CUlly (He OTO3BaH);

MOATBEpEHA IOUIMHHOCTh JJIEKTPOHHOH TOAMUCH B  SICKTPOHHOM
TOKYMEHTE;

Jarta ¥ BpeMs CO34aHHUs 3EKTPOHHOH ITOITHCH zaduxcuposasbl B COJL;

JIEKTPOHHAS TMOAMMCH MCIIONB3YETCS B COOTBETCTBAM C yCTAHOBJICHHBIM
B OPraHM3alldd  pacmpesieieHdeM — NpaBa  [OJIHCH  JIOKYMCHTOB MEX Ty
JIOJDKHOCTHBIMM JIMLIaMU B PaOOTHUKaMH.

10.18. T'eHepanmio U XpaHEHHE KIOYeH HeKBaIM(HUIUPOBaHHOH M IPOCTOH
11 B COJI fomkeH ocymecTsIATs agmuauctpaTop CO.

10.19. Ciyx6a NeJIONpOM3BOACTBA MM MHOE IOApasieieHHe OpraHusallii
BeJeT y4eT KIoYel 3JIEKTPOHHBIX momuceil’” B CIeUalbHOM XKypHane. Beiiada
MaTepHATBHBIX HOCHTelIeH 3MEeKTPOHHON MOAMKCH 1 UX BO3BPAT MO UCTEICHHH CpoKa
JeHCTBIS OCYIIECTBIISETCS IO/ ITOANKICH PaOOTHHKA B XKypHAIe.

10.20. Co3mande maposieit Ui IPOCTOH 3NEKTPOHHOM  TOJIMCH
OCYIIECTBIISICTCS B IIOPSAKE, YCTAHOBICHHOM JIOKalbHBIM HOpPMaTHUBHBIM aKTOM
OpraHM3alyiH, yCTaHABIMBAIOIIM NOPSNOK SKCILTyaTallkH COJl u HCIONIb30BaHUA
3JEKTPOHHBIX MOHCEH Npu paboTe ¢ JOKYMEHTAMH.

4! PenepanpHblit 3akoH or 6 ampens 2011 T Ne 63-03 «O6 amextponnoit moxmuck» (CoGpanue
3aKoHOJaTeNbCTBa Poccuiickoit Menepatmy, 2011, Ne 15, ct. 2036; Ne 27, cr. 3880; 2012, Ne 29, cr. 3988;
2013, Ne 14, ct. 1668; Ne 27, c1. 3463, CT. 3477, 2014, Ne 11, cr. 1098; Ne 26, cT. 3390; 2016, Ne 1, cT. 65;

Ne 26, ct. 3889).
2 Bynpl SNMEKTPOHHBIX MOJNKCEH, HMCIONB3YeMBIX B OPraHH3alMH, YCTAHABIMBAIOTCA OpraHu3aled |

3aKpeIUIAIOTCA B JIOKaJIBHOM HOPMATHBHOM aKTe.
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10.21 Kimou 5J€KTPOHHOM MOJIMCH, ucrionssyemoit B CO/l, sBIAETCA

KOH(HASHIMATHHON pHbopManelt M 3alumaeTcis B COOTBETCTBUH

¢ 3aKOHOIAaTeIbCTBOM Poccuiickoit Penepalivii.
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IMpunoxenue Ne 1
peKoMeHIyeMBlii 06paser

HauMeHOBaHHe OpraHa rocyAapcTBEHHOH BIIACTH

YTBEPXJAIO
denepansHOe GIOHKETHOE YIPEKACHUC JTupexrop ®BY
«HAY‘IHO-PICCJIEJ]OBATEJIBCKI/IVI «HanMeHOBaHHE OpraHU3alHm»
IHEHTP Ioonuce W.0. @amuius
«HANMEHOBAHHUE OPT AHU3AIIUI» Hata

(PBY «HHULI ...»)

MNOJIOKEHHE
Ne
06 oT/eNe HayYHO-TEeXHHYECKOM
HH(OPMaLIUH
Mocksa
1. OO6Imue nOJ0KEHHUA
1.1. Orgen Hay4YHO-TEXHHIECKOH uHQopManuH  (namee  — OHTHN) sasngercs

CaMOCTOSTENPHBIM CTPYKTYPHBIM TOJAPa3JCICHUEM ®BY «HauMeHOBaHUE OpraHU3alAN»,
ocyIecTB/sIOmIM — HHGOPMAIHOHHOS oGCiIy)KHBaHHe  HAy9IHO-HCCIICHOBATENBCKHX M
TIPOEKTHBIX MOAPA3/ENCHAN 1 OpraHu3alMi HAyYHO-METOJHYECKOH uHbOpManued no HayKe U
HAay4YHO-TEXHAYECKON MONHUTHKES ...

12. OHTU Bo3[iaBIAeTcs 3aBEfyOIEM H  HEMOCPEICTBEHHO MOXUMHACTCS
samectuTemo qupekropa OBY «HanMeHOBaHUE OpTaHM3AIMNY, KYpHPYIOIIEMY IeSTeNbHOCTD
OHTH.

1.3. 3apexyrommii OHTH na3HauaeTCA Ha NOIDKHOCTD ocBoboXaaeTcs OT HOJDKHOCTH
npukazamu jupexropa ObY «HauMeHOBaHHE OPraHM3alUin» B COOTBETCTBHM C 3aKIFOYCHHLM
TPyMOBbIM IOTOBOPOM IO MHPEACTABJICHHIO samectutens gupekropa PBY «HanmeHnosaHue
OpraHU3alliK», KyPUPYIOHIETo ACATEIEHOCTD OHTHU.

1.4. OHTU cocroMT H3 YETHpeX  CTPYKTYpPHBIX [OApa3feNCHuii: ~ CEKTOpa
HH(POPMAIOHHOTO O0CeCHeYeHus U BCACHHA CIpaBOYHO-HH(POPMAIMOHHOTO donma, cexropa
3apyOeKHON HAy4YHO-TEXHHIECKOH nHbopMaiuy B chepe HMHHOBAIMH, CEKTOpa 3JIEKTPOHHBIX
pecypcoB Hay4HO-TEXHHYECKOH uH(OPMAIHH H PEaKIMOHHO-H3/[aTENbCKOr0 CEKTOPa.

1.5. PeopraHmsanus ¥ JHMKBHIALHA OHTU mnpoBoaMTCA NpUKa3aMH IMPEKTOpa obY
«HavMeHoBaHUE OpraHU3AIUMD) ...
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IMpunoxenue Ne 2
pekoMeHIyeMblil o6paser

HauMeHOBaHHE OpPraHa rocyAapCTBEHHOM BIACTH
®enepanbHOe GIOMKETHOE YIPEKICHHS

«HAY‘IHO-I/ICCJIEJIOBATEJIBCKI/Iﬁ IHEHTP
«HAVUMEHOBAHME OPTAHU3ALIUN»

(OPBY «HHLL ...»)

IIPUKA3

25 okTa0psa 2017 1. 125
MockBa

%
—_
\9%,}

O CO3JaHHH SKCIIEPTHONH KOMHUCCHH
¥ YTBEPIKICHAH TIOJIOXEHHS O HeH

B mensx yuydlleHHs OpPraHW3alldd JCIONPOM3BOACTBA M apXHBHOTO XpaHeHUs
JOKYMEHTOB, O0Opa3ylOIUXCs B JIeATCIbHOCTH ®BY «HauMeHOBaHUE OpraHU3alHHy,
cobmozieHds TpeOoBaHHH 3aKOHOAATEIBCTBA Poccuiickoit @enepanuu B chepe apXHBHOTO
Jena..MpHUKa3 bl Balo:

1. Co3nats 3xcrepTHyIo Komucchio @BY «HauMenoBaHHE OpraHU3altii B COCTaBE:!

TIpe/iceAaTe b — 3aM. TeHEPabHOTO MPEKTOpa @ammmns 1.0.;

CceKpeTaph — JIeonpon3BoUTens QaMuias n.0.;

uneHE: HauambHHK obmero oraena Qamummus M.O., 3aMecTHTENb 3aBEIYIOLICIO
[UIaHOBO-3KOHOMEYeckuM oTaenoM @avmmas U.O., 3aMecTUTENh INIABHOIO Oyxrantepa
@avmwms W.0., 3aBefylommii OTHENOM KampoB PaMuiasi H.0., 3asenyiomuil OTAETOM
MHHOBALMOHHEX TexHonorui ®amumus H.O., 3apelyiolmii OTACIOM IKCIIEPIMEHTAIBHBIX
uccienopannit ®ammwua 1.0.

2. Yreepauts [lonoxeHue 06 IKCIIePTHOH KOMACCHH (IpHJIOXKEHHME).

3. KoHTponb 3a HCHOJHEHHEM NpHKaza BO3IONKHTL Ha 3aMECTUTEN TE€HEPabHOIO

mupextopa ®amunus U.O.

JlupexTop Iloonuce N.0. Gamunus
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Ipunoxenue Ne 3
pEKOMeH/TyeMbIi obpaser

HaumeHoBaHHE OpraHa rocyapcTBEHHOU BIIACTH
denepaibHOE OIOKETHOE YIPEKACHHE

«HAYYHO-UCCJIEJOBATEJHCKAN IEHTP
«HAUMEHOBAHHE OPTAHU3ALINN»

(®BY «HHALI ...»)
PACHOPS ) KEHHUE

MockBa

O NOATOTOBKE MPEUIOKEHHH K
mwany HUOKP ra 2018 1.

B cemu ¢ ¢dopmuposannem Ilmama HWOKP Ha 2018 rox, ¢uHAHCHPYEMBIX U3
TOCyJapCTBEHHOTO Oro/KeTa:

1. PykoBoauTEIsIM HAy4HO-HCCIIEAOBATENBCKHX noapasaenennii (Gavums U.0., Pammms
N.0., @amuwmus KN.0., ®amumus W.0.) NOArOTOBHTs H MPEICTABHTH YHCHOMY CEKpeTaplo
npeanoxenns x mwiany HUOKP ua 2018 rox B cpok 10 15.06.2017.

2. Vuenomy cekperapio (®avmms H.0.) obecrieunTh QOpPMHpOBAHHE IPOCKTA ILIAHA
HUOKP na 2018 roa, puHAHCHPYEMBIX U3 rOCYAapCTBEHHOTO Gromkera, B cpok mo 01.07.2017.

3. KoHTpoJIb 3a MCIOJHEHHEM PACIOPIKEHHA BO3JIOKATE Ha 3aMECTUTCIL JHUPEKTOpa IO
HayuHO# pabote Pammmus U.O.

JlupexTop Iloonucw N.0O. Gamunus
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IMpuoxenne Ne 4
peKoMeH/{yeMbIi 06pasert

HanMeHOBaHHe OpraHa rocyapCTBEHHO# BJIACTH
denepanbHOe GI0MKETHOE YIPEKIACHUC

«HAY‘IHO-I/ICCJIEIIOBATEJIBCKI/Iﬁ HEHTP
«HAVMMEHOBAHUE OPTAHU3AIIUI»

(PBY «HHLI ...»)
MMPOTOKO.JI

Mockea

3aceqaHus THPCKINH

IpencenarenscTByrommii — aMAIHs n.0.
Cexpetapb — Gammmis K1.O.
TIpucyrcrBoBanm: 17 4enoBex (CTIMCOK TIpHJIAraeTcsi)

TTIOBECTKA JTHS:

1. O Mepax o peajn3aniy denepanbHOH LENeBOX IPOTPAMMEI ...
JloKJIa ] 3aMeCTATENs JUpeKTopa PamMuns n.0.
2. ...

1. CJIVIIIAJIU: Ierpos ILII. — TeKcT HOKIaAa NpUIAaracTCA.
BBICTYIIWIIN:
dammms V1.0, — KpaTkas 3aluch BBICTYIUICHHA.
dammwmus Y1.0. — KpaTKas 3allUCh BBICTYIUICHUA.
PENIUIIN: (TTOCTAHOBWJIN)
1.1. CopMHpOBATH BPEMEHHEIEC TBOPYIECKHE KOJLIEKTHBEI 110 peayH3aliy IPOEKTOB denepanbHOM
[ieJIEBOM IIPOTPaMMBL ...
1.2. TIoArOTOBHTH ¥ YTBEPAMTH IUIAHBI PabOTHI 1O MPOEKTaM denepanpHOR 1ENEBOH MPOrpaMMBbl

IIpencenaTenbCTBYOMMH IToonuce N.0. ®amunus

Cekperapb IToonucw N.0. damunus
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IMpunoxenue Ne 5
peKoMeH/lyeMEli 06pasel

HauMeHOBaHHe OpraHa rocyJapcTBEHHOH BIIACTH
denepanpHOe OIODKETHOE YIPEKICHHUC

«HAY'-IHO-I/ICCJIEIIOBATEJII)CKI/Iﬁ HEHTP
«HANMEHOBAHHUE OPTAHA3ALIIN»

(PBY «HHII ...»)
IMPOTOKO.JI

Mocksa

OIEpPaTUBHOI'O COBCINAHHUA
Yy 3aMECTHTCIIA JUpeKTOpa neHTpa

3amecTuTens aupekropa — ®ammmus 1.0.

Cexperaps — Gavumas 1.O.
IIpucyrcTBoBan: OaMHUIHL N.0., ®amunus 11.0., Pamunus H.o....

1. O6 opranm3amuy 06CIeNOBAHKS 110 TEME HUOKP ...

(®amwms H.0.*, Gamuims N.0., ®ammmus 1.0.)

1. YcraHoBuTS, 4TO ...
2. Pykoonuremo TeMbt (DPamMunus U1.0.) obecrneynth KOHTPOJID ...

2. O6 yJacTHH B 3ace[laHUK pabodeli IPYINbI 11O ...

(Damumus 1.0.*, ®avmmas U.0., @amuins n.0.)

1. TIoAroTOBHTH K 3acelaHmIO paboyeil rpyIIibl MATCPAAIBL O ...
3aMeCTHTEIb JUPEKTOPA Ioonuce N.0. Gamunmus

Cexperaphb Ioonuce N.0. Gamunus

* [lepBoit yKa3sBacTCs (paMuIHs ¥ HHUIHATLL OCHOBHOTO JIOKJIA/[UHKa, 3aTeM — (HaMHIIHA 1
MHUIAATI JIAL, YIaCTBOBABIIMX B 0OGCYKICHHH BONPOCA.
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IMpunoxenue Ne 6
pexoMeHIyeMblIi oOpaser

HauMeHOBaHHE OpraHa rocy/iapCTBEHHOM BIIaCTH

DenepainbHoe GIOKETHOE YIPEKACHHE

«HAY‘IHO-I/ICCJIEI[OBATEJIBCKI/Ifl Pekrtopy
EHTP (HauMeHOBaHHe y4eGHOTO 3aBEICHHS)
«HAMMEHOBAHUE OPT AHU3ATIAN» Gamunus 1.0.
(O®BY «HHAII ...») TTouToBEIi aapec

JleruHckuit mpoci, A. 83, Mocksa, 117296
ten. (495) 934-23-23; Ten./dakc (495) 718-30-23
e-mail:mail@techno.ru; http://www.innovation.ru

OKTIO 02842709; OT'PH 1027700380724,

HHH/KIIT 7708033109/771001024

30.08.2017 Ne 01-22/345
Ha Ne oT

O6 y4acTHH B aHKETHPOBaHUH
Vpaxaemsblii Imsg, OtaecTBO!

IpennaraeM BaM IPHHATb y9acTHE B aHKECTHPOBAHUH 06pa30BaTebHBIX OpraHu3alMH,
OCYIIECTBIIOLINX OATOTOBKY CIICIHATMCTOB I10 HHIKECHEPHBIM CIEIUATHHOCTSM.

AHKEeTHpOBaHHE TIPOBOAMTCA HAMH B LIEJIIX cOOpa HH(OPMAIHH O By3aX, BHITYCKAIOMHAX
CIIENEATHCTOB HEOOXOMMMBIX HaM CIIEIMAIBHOCTEH, KOTOPBIX B nanpHeHImeM MOXHO ObLIO OBI
IpUBJIEKaTh U TPOXOXKACHHS IIPOM3BOACTBEHHO} TPAKTAKH M MOMOJIHCHHA IITaTa
CIIEIHAICTOB Ha MPEATPHUATHIX OTPaciIH.

3anoHEHHYIO aHKETY IPOCHM BBICIATh B HAII afipec.
[Ipunoxenue: Aukera Ha 2 J1. B 1 9K3.

C yBaXCHHEM,
Jlupexrop

I.T.H., mpodeccop Iloonuce N.0. Gamunus

DaMwHs, HMs, OTYECTBO, pepepeHT ANPEKTOpa
(495) 934-23-23; mail@techno.ru
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TTpunoxerue Ne 7
pexoMeHIyeMbli 00pasenl

HauMmeHOBaHKe OpraHa rocyAapCTBEeHHOH BIaCTH

denepanbHOe GIOKETHOS YUPEKACHHC
«HAY‘IHO-I/ICCJIEI[OBATEJIBCKI/Iﬁ
IHEHTP
HANMEHOBAHHUE OPTAHU3AIINI

(PBY «HHUII ...»)

AKT
05.08.2017 Ne 5

—

MockBa

IIPOBEPKH TEXHHIECKOTO COCTOAHUA
OPrTEXHUKH

Ocrosanue: npukas OBY «HULL ...» oT 30.07.2017 Ne 89 «O npoBepKe TEXHHIECKOIO
COCTOSHHUS OPTTEXHAKH, HCIIOJIB3yeMOH OTACIIOM IEJIONMPOU3BOICTBAY.

CocTaBlieH: 3aM. HayalbHAKa MH(OpPMAMOHHO-TEXHIICCKOTO ornena ®@amumas 1.0,
HavaIbHHKOM a,uManCTpaTnBHo-xosxﬁCTBeHHoﬁ cayx0b1  Pamunnd N.0., 3aB. OTIEIOM

nernonpoussoacTBa GaMuius n.0.

B xoj€ MPOBEPKH TEXHMUECKOTO COCTOSHHS OPITEXHHKH oTAeNna IeNONpOH3BOACTBA,
nposeeHHoii 04.08.2017, yCTaHOBICHO ...

TIpoBepKo#i IPU3HAHB! HENPUTOHBIMH JI 9KCILTyaTallyH:

Ioonuce U.0. Gamunus
Iloonucoe WN.0. Gamunud

IToonuce H.0. ®amunus
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ITpunoxerue Ne 8
peKoMeHTyeMBIHA obpaszer|
OTIEJN JIEHOHPOI/IBBO)_'[CTBA
Nupexropy ®BY «HHALY ...»
JTOKJIAZTHASL 3AITMCKA dammmus 1.0.

10 oxTa6ps 2017 r. Ne 35

R

OG yBeNMUeHNH MTATHOR
qUCIIEHHOCTH TIOAPa3ACTICHAAL

VpaxxaeMblii M OTtuecTBO!

B cB3H O 3HAYMTENIFHBIM YBEIMUCHACM 0GbeMoB 00pabaTbiBaeMOii KOPPECTIOH/ICHITHH,

IIOCTYI'Ia.IOIlIeﬁ BCBA3H C ....

IpoImy Bac wu3BICKaTb BO3MOXHOCTH YBCIIHYHUTD HITaTHYIO YUCICHHOCTh OTACHa Ha OJIHY

JTOJDKHOCTB CrienuaIncTa 2-# Kareropun.

C yBaXXCHHEM,

3aB. OTACIOM IToonuce N.0. ®amumisa
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TTpunoxenne Ne 9
peKoMeHyeMbii 06pasell

Komy: PykoBOIHUTEIAM yIpaBlicHHH 1 OTACIOB

Ort: ®amumus 1.0., pyKoBOJUTEIB aIMAHHMCTPATHBHO-X03AHCTBEHHOH CIyXOBI
Jlata: 17 anpens 2017 1.

Tema: [Togaya 3a1BOK Ha aBTOTPAHCIIOPT

CJIYXEBHASI 3AITNCKA

B 1engx NOBBIICHUA 3(1)(1)CKTI/IBHOCTI/I UCNOJIL30BaHUA H COKpameHu IPOCTOEB
aBTOTpaHCl'IopTHBIX CpeacTB IIEHTpa npoury pYKOBOI[HTCJICﬁ nonpazneneﬁnﬁ moJiaBaTh 3aj4BKH Ha

aBTOTpaHCHOpTHBIC CpeIcTBa HE o3HEC 15:00 nus, npemneCTBy}omero MOE3KE.

PykoBOIUTENb 3MHHUCTPATHBHO-
XO3SCTBEHHOM CITYKObI N.0. Oamunus
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[Tpunoxerne Ne 10

[IpuMepHbIi IepeYeHb YTBEPKAACMBIX JOKyMEHTOB

1. Axtel (TIpOBEpOK, peBU3MH;  CIHCAHHS; SKCHEPTH3bl;  JIHKBUAALMH
OpraHp3allui).

2. T'pauxu paboT, OTIYCKOB, CMEHHOCTH.
VHCTPYKIHH, HODKHOCTHBIE HHCTPYKIMH.
Knaccudukatops! HHGOpMaIMH, IOKyMEHTOB.

MeTtoamdecKue peKOMeHI[aIII/IPI, METOONYECKHAE YKa3aHud U METOOUKH.

oS B

HoMeHK1aTypa Aejl OpraHu3arii.

7. HopMsI U HOPMATHBEI (BPEMEHH, YHCICHHOCTH paGOTHHKOB, PacXofia ChIpbi
U MaTepHaioB, 3JIEKTPOIHEPTUH).

8. Ommucu fein (MOCTOSHHOTO, BPEMCHHBIX (cBeime 10 1€T) CPOKOB XPaHCHHA H
[10 IMYHOMY COCTaBY).

9. Tlepeunu (ROIKHOCTEH, opraHu3aluii, BULOB uHdopMaIuH, IOKyMEHTOB).

10. ITonuTHKM.

11. Tonoxenus (o MOApa3ZieTeHUX, TPEMUPOBAHIH, aTTeCTaLlUH).

12. Tlopsiaxu.

13. IlpaBuina.

14. PernaMeHTHI (B TOM YHCJIe PETTIAMEHTBI Gu3HEC-TIPOLIECCOB).

15. CrangapTsl OpraHu3alny.

16. YcTaBhl.

17. YauduupupopaHHbie GOpMEI JOKYMEHTOB.

18. IlltaTHOE pacIUCAHKE.
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ITpunoxenne Ne 11

HpI/IMepHBIﬁ IepevcHb JOKYMECHTOB, 3aBEPACMBIX ne4yarTsio oprannsaunn

1. ApxuBHas CIIpaBKa.

2. AkTH (IpHeMa 3aKOHYEHHBIX CTPOUTEIHCTBOM 06BeKTOB, 00OPYHOBaHNS,
BBIIIOJIHEHHBIX paboT, CIIUCaHMUS, SKCIIEPTHU3BI).

3 Komuy M BHIIHCKM K3 JOKyMCHTOB, BBIaBACMBIX ISl TIpe/ICTaBIeHHs B
Jpyrie OpraHu3anym.

4. OG6pa3ubl OTTHCKOB meyaTeif W Tommucedl paGOTHMKOB, MMEIOLMX TPaBO
coBepIIaTh (PMHAHCOBO-XO3SMCTBEHHBIC ornepanuu.

5. TMopyuenus (OrOMmXKeETHEIC, GaHKOBCKME, TEHCHOHHBIE;  IUIATSHKHLIC,
JHKACCOBBIE B GaHK Ha [IOTyYeHHe HHBAIOTEI CO CIETOB, TIepeBOJl BAIOTEL).

6. TlpencraBiieHUA H xoparaiictBa (0 HarpaxaceHHH rocyHapCTBEHHBIMU
Harpajgamu IpEMUSIMI).

7. Peectpsl (YEKOB, TIOpYYeHHH;, MPeJICTAaBIACMbIX B 0aHK).

8. Cnpasku (0 moxoaax ¢usMuecKuX M, O BBILIATE CTPaxOBBIX CyMM, O
GanaHCOBOM CTOMMOCTH OCHOBHBIX (OHJIOB, IO nepcoHnUIMPOBAHHOMY  YIETY,
0(QOpMJIEHHIO ~ CTPaxOBBIX CBHIETENBCTB, [0 3ampocaM opraHusalyi, IO
JOKYMEHTaM, [IpeloCTaBIsIeMbIM B CY, - 110 He06XOIMMOCTH).

9. VYiocTtoBepeHHUsA paGOTHHKOB.
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TTpunoxerue Ne 12

o 4
TIpiMepHEI TiepedeHb HEPEerHCTPUPYEMBIX BXOIAMIX JIOKYMEHTOB 3

1. AmnKeTsI (pe3toMe), HapaBIAEMBIC B LEIAX TPY/0yCTPOUCTBA.

2. Byxrantepckue INOKYMEHTBHI (6yxrantepckas OTYETHOCTh, CHeTa, CHeTa-
akTypbl, aKThl CBEpPKH B32aUMOpPAaCcHeToOB, aKTHl TPHEMKU-TIEpeadl OCHOBHBIX
CpeICTB, TOBapHbIC HaKJIaJHbIE).

3. TOCTbHI, TeXHAYECKHE PErNaMeHThl, PyKOBOAAIIME 1 APYIHe JOKYMEHTEHI IO
TeXHHYESCKOMY PETryIMpPOBaHMIO M CTaHIAPTHIAUM.

4. Tpaduxu, Haps/pl, 3aJBKH, pa3HAPAKH.

5. JloxymeHTBl  (TIPOCKTEI JOKyMeHTOB), ~ TpeOyomue  MOATHCAHUI
(cornacoBaHus, YTBEpXKACHHUA) U TMOCIE/IYIOIICT0 BO3BPATa.

6. KoHkypcHas NOKyMEHTalHs.

7. HayuHo-TeXHHYeCKas ¥ [IPOEKTHAs JOKYMEHTAIMA.

8. Koppecnonaenuus, aapecoBaHHas paGOTHUKaM OpraHU3aluy ¢ [IOMETKOH
«JInaHOY.

9. TleuaTHble U3AaHUA (KHUIH, XypHAJIbI, ra3eTsl), KaTaJIory, TEXHUIECKasl
JIUTEepaTypa, TeMaTH4eCKue U CIeIHaBHbIC cOOpHUKH, TUIAKATHL.

10. Tlo3mpaBuTesbHbIE MUCHMA U TENCrPaMME, 61arofapcTBEHHBIE TUChMA 1
TeNerpaMMBl, IPUTIaCUTENBHBIC OMJICTEL.

11. TTpeiicKypaHTHL.

12. TTpurmnacutenbHble GUICTH], IPUTIAMCHIA.

13. ITporpamMmsl KOH(EpEHLHH, COBEIIAHUH.

14. Pex/1aMHbIe MaTepuaibl (ITHCbMa, JTIMCTOBKH, MPOCTIEKTRL, OyKIIETHI).

15. YueOHble IUIAaHBI, IPOTPAMMBIL.
16. ®opMsI U ONaHKH, B TOM YHCIE hopMBI CTATHCTHYECKOH U WHOM OTYETHOCTH.

“ Ecnu yKa3aHHbIC JOKYMEHTBI TOCTYIWIH C COl’lpOBO)IHTeIlebIM MUCBMOM, MHCHbMa peI‘PICTpI/Ip}’IOTCSI B
nopsanke, y0TaHOBJIeHHOM HHCprKLIHCﬁ mno ).leJ'IOIIpOl/BBOJlCTBy opraﬂnsauun.



