VTBEPXJIEHA

npukazoM PezepanbHOro
apXHMBHOTO areHTCTBA

or .04 . I8N 44

IIpuMepHasi HHCTPYKIHUS 1O [eJIONPON3BOACTBY
B rocyAapCcTBEHHBIX OPraHu3anusax

. O61ue MoIoXKEHUS

1.1. TlpumepHas HMHCTPYKUHUA IO JIeNONMPOU3BOACTBY B TOCYAAPCTBCHHBIX
opranusamuax (famee — TIpumepHast MHCTpYKIms) paspaboTaHa B COOTBETCTBHH
c TTonoxerneM o (PesepalbHOM apXMBHOM arcHICTBE, YTBEP)KIACHHBIM YKa30M
Tlpesunenta Poccuiickoii ®enepauyt OT 77 mronst 2016 roma Ne 293 (CoGpanue
saKoHOJaTeNbCTBA Poccuiickoil  Desiepanuy, 2016, Ne 26, ct.4034), a TaKKe
B COOTBEICTBUM C 3aKOHOJATEIHCTBOM Poccuiickoit @exepauud B chepe
pH(OPMALY, JOKYMEHTallMH, apXHBHOTO Jiena, HAI[MOHANBHBIMH CTaHAapTamu B
chepe ynpaBIeHHs JOKYMECHTAMH.

1.2. TIpuMepHas HHCTPYKIHA paspaboTaHa B IeIX COBEpPIICHCTBOBaHMS
JieTONPOU3BOCTBA ¥ MOBBIICHHS sheKTHBHOCTH PabOTHI C JOKyMEHTaMH Iy TeM
perjiaMeHTally Ha eTMHON MPaBOBOH H METOIH4IECKOl OCHOBE MPaBHJ MOArOTOBKH
JOKyMEHTOB, TEXHOJIOTHH paboTH ¢ HUMH, OpTaHM3alid MX TEKYIIEro XpaHEeHWs
1 [IOJTOTOBKH K TIepe/iade B apX1B OpTaHU3aIHH.

1.3. ITpumepHas HHCTPYKIIASA yCTaHaBIKBacT TpeOoBaHUA
K JIOKyMEHTHUPOBaHHIO yIpaBJieH4ecKOH JeATeNIBHOCTA 1 opraHu3alyu paboThl
C IOKyMEHTaMH B JEJIOTPOM3BOJICTBE rocyJapCTBEHHBIX opranusanui (namee —
opraHu3alys), HE3aBUCUMO OT HX opraHn3aun0HHo-npaBOBoﬁ dopmsl, 1Iesel
M BUJIOB JESTEITHHOCTH.

1.4. Tlonoxeunss  IIpuMepHOH  MHCTPYKIIHH pacIpoCTPaHAIOTCA  HA
opraEM3alio paboTel OpraHM3alOHHO-PACTIOPSAUTEIHHBIMH JOKyMEHTaMU
He3aBUCKMO OT BHAa HOCHTeNsd, BKIIOHYad HOATOTOBKY, PErucTpalnuio, Yy4IeT
Ji KOHTPOJIb MCTIONHECHMS JIOKyMEHTOB, OpraHM3alldi0 UX TEeKYIIero XpaHeHH,
OCyIIECTBAEMBIE C TIOMOLIBIO ¥H(OPMALIOHHO-KOMMYHUKAIMOHHBIX TEXHOJIOTHH.

1.5. OcobenHocT OpraHU3aniH paGoTsl C JIOKyMEHTaMH, cozepKalMHy
uH(pOPMALMIO OTPAHMYEHHOTo JIOCTYIA (KOMMepUECKylo TaHHY, THIepCOHAIBHBIC
JaHHBIE ¥ MHYIO KOHQUISHIUATBHYIO rHGOPMALMIO), PeryTUpYIOTCA OTHENbHBIMU
HOPMATHBHBIMU aKTaMH, Y TBEpXKAaeMbIMU PYKOBOAHMTENIEM OpraHn3ali.
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1.6. Opranuszanus, BeJcHHE M COBEPLICHCTBOBAHHE JeJIONPON3BOACTBA Ha
OCHOBE €IWHOM IONMTHKM ©  IPHUHIMIOB, TNPHMEHEHHE  COBPEMEHHBIX
MHQOPMAIMOHHEIX ~TEXHOJOTHH B pafoTe C JOKyMEHTaMH, METORMHYECKO®
PYKOBOACTBO M KOHTPOJb cobmofieHns TopsAaka paboTel C  JOKyMEHTaMH
B OApA3JeleHAsX OpraHW3allMM BO3NAraeTcss Ha CTPYKTypHOS IIOJPAs3JCICHHC,
OTBETCTBEHHOE 34  BEIEHHE nenonp01/13130;uc1"13a1 (nanee —  Cmyx0a

IeIOIPOU3BOJICTBA).
Cnyx6a [IelONpOH3BOJCTBA  OpraHHU3aLUH IEHCTBYET HA OCHOBaHHH

TIOJIOXKEHHUS O Hel, yTBEp)KJaeMOoro PyKOBOJMTENEM OPraHU3aIiK | OIPEICIIAIOMEro
3amauy ¥ GYyHKLAH MOAPa3/ieNIeHHs, ero Npasa ¥ OTBETCTBEHHOCTD.

1.7. OTBETCTBEHHOCTh 3a  Opramusaumo  paboTel ¢ JOKYMEHTaMH
B IIOIpasieNieHusIX  OpraHM3alliM  Bo3jaraercs  Ha PYKOBOAUTENEH  ITHX
noznpasenenuii. HemocpecTBEHHOE BEACHHE IETONPOU3BOACTBA B MOAPA3ICICHHAX
OpraHU3alMH OCYIIECTBIAETCS JEIONPOM3BOAUTENCM MM  HHBIM pabOTHUKOM
noApasjieieHus, Ha  KOTOPOTO  BO3JIOXCHBI 006s13aHHOCTH 110  BEICHHIO
IEeNOIPOU3BOICTBA (Jajiee — AENONPOU3BOIUTEND TI0pa3eIeHHs).

1.8. JlomxHOCTHBIE OOA3aHHOCTH, IIpaBa M OTBETCTBCHHOCTh pabOTHHUKOB
Cinyx0Bl  JeJIOIPOU3BOJICTBA, [eTONpPOM3BOANTENEH TIOApasfieleHud M HHBIX
paGOTHHKOB, OTBETCTBEHHBIX 32  OpraHM3alHio paboTEl C JIOKyMEHTaMH,
OTIPENENSAIOTCS JOIDKHOCTHBIMU HHCTPYKIHSAMH.

1.9. Ha mepuoy OTITycKa, KOMaHIMPOBKY, GOIE3HA WM B CIlydae yBOIBHEHIA
paGOTHUKH CTPYKTYPHBIX MOApa3feleHHH OpraHu3alliy o0s13aHBl TlepenaBaTh BCe
HAXOAIIMECS Ha UCITOMHEHUH JOKYMEHTHI IENONPOU3BOAUTENIO OAPA3ACICHIS HITH
IpyroMy paGOTHHKY MO YKa3aHHIO PyKOBOJUTEIIs NOAPA3NEIICHIA.

IIpy cMeHe JENOIPOM3BOAUTENS HOAPA3NENEHNUS COCTABIIACTCA aKT rpreMa-
niepenady JOKyMEHTOB U JIeI.

1.10. Copepxanue CIyeGHBIX JOKYMEHTOB He MOJIEXHUT pasTIACHHIO.
BzaumoaeicTBHE CO CpeACTBaMHU MaccoBoii mH(popMalLMH, nepenaia uM KaKoMi-1100
uHpOpPMaLMM WM JOKyMEHTOB U HX KOIIMM [OIyCKaeTcsl TOJIBKO C pa3speIlcHUA
PYKOBOIMTEIIS OPTAHHU3ALUH HIIH HHOTO YIIOJTHOMOYCHHOTO NM JOJIKHOCTHOTO JIHLIA.

PaGOTHMKM OpraHM3alid HecyT MWCLMIUIMHAPHYIO, aIMHHHCTPATHBHYIO
M HHYI0, YCTaHOBIEHHYIO  3aKOHOAATC/IECTBOM Poccuiickoit  Penmepanuy,
OTBETCTBEHHOCTh 3a HApYyIIEHHEe CPOKOB XpaHEHHA JOKyMEHTOB, yTpary 1

! B opranusaupsix ¢ HeGombImUM 0GBEMOM JOKYMEHT0060poTa QyHKLHH Ciy>x6b1 AeNIOIPOM3BOAICTBA MOTYT
BBITIONHATECS PaGOTHHKOM (AENIONPOU3BORUTENEM, CeKpeTapeM).



HecaHKIMOHAPOBAHHOE YHIHYTOXEHHUE CITyXeOHBIX ,ZlOKyMeHTOBZ.

1.11. ITpu  ytpare JOKYMEHTOB J€JIONMPOU3BOMUTEIDR moJipa3/ieNneHus
uHGOPMHpPYET ~ PYKOBOTHMTENS  CTPYKTYPHOTO  NMOZAPA3NCICHUA M Cnyx06y
JIEJIOIPOM3BOJICTBA OPTAHU3AIIMH, TIOCIIE YeTO OPraHu3yeTCs pO3BICK IOKyMEHTOB.

Ecny posbiCK JIOKyMEHTOB He JIa€T pe3y/bTaTa COCTABISeTCA akT, B KOTOPOM
YKa3bIBAIOTCSA J@HHbIE YTPAueHHOro JOKyMCHTa, a TaKkKe 06CTOATENBCTBA, MPH
KOTOPBIX TIPOU3OLILIA YTPATa, MOCIE Yero MpeApHHIMAtoTCA MEpBL 110 3aMEIEHUIO
JIAHHOTO JIOKYMEHTA 3aBepeHHOMN Komueil JOKyMEHTA.

1.12. Ha ocHose IlpuMepHO# HMHCTPYKUUH B OpraHU3alHAU paspabaTbiBaeTcs
WHOUBANyalbHAs  MHCTPYKIM# IO JEIONPOM3BOACTBY, yTBepXKAaeMast
PYKOBOAUTENEM OpTaHU3alliH.

1.13. B 1mensdax oOpraHM3alnyu paGoTsl C JOKyMeHTaMH B dbunranax
OpTaHM3alUHA 1 0G0COGTICHHBIX CTPYKTYPHBIX IIOAPASACICHUAX MOTYT OBITH BBEJEHEI
MHCTPYKIEM MO OpraHH3alu¥ paboTsl C  TOKyMEHTaMH, JOTIOJTHSFOLIHE
MHTMBAAYABHYIO WMHCTPYKIHIO IO JIeNONPOM3BONCTBY ~OpraHM3allid, HO HE
IPOTHBOpEYAIIHE Eif.

1.14. TlpaBuna pabOTEl € JOKYMEHTaMH B  CHCTEME 3JIEKTPOHHOTO
JOKyMeHT0000poTa OpraHusaunuu (faunee — COJM) u wuHbIX HH(GOPMAIIMOHHBIX
CHCTEMaX, B KOTOPBIX OCYIIECTBIETCA CO3[aHHe (BKIIOYEHHE) U XpaHEHHe
JOKyMEHTOB, He HO/DKHEI BXOIMTH B NPOTHBOPEHHE C MONOKCHIIMH ITpumepHOM
HHCTPYKLMH.

II. JIoKyMeHTHpOBaHHE YIPaBIeHICCKOH NeTeNbHOCTH

71. B COOTBETCTBMH C 3aKOHONATeNbCTBOM Poccuiickoi Oenepanvy,
JIOKAJIbHBIMA HOPMATHBHBIMM aKTaM{ B OpraHM3allUy H3MAr0TCA OpraHU3allHOHHO-
pacTopsAnuTENIbHbIe JOKYMEHTHI.

2.2. OpraHu3alyiOHHO-PacIopAANTEIBHBIC JIOKyMEHTBI, cO37aBacMbIe
B IEeSTENHHOCTH OPTaHM3AlUH, JOKHBL OBITH ohopMieHsl [0 TIpaBWIaM,
YCTAHOBIEHHBIM  HH/UBHAYaIbHOH MHCTPYKIMEH 10  JENOIPOM3BOACTBY

opranusanyi.
Bnocuts KaKue-1bo HUCIpaBJICHUS HWIH I[O6aBJ'IeHI/I}I B IOAINHCAaHHBIC

(YTBEpXICHHBIE) MOKYMEHTBI HE JIOIyCKaeTCs.

2 Crateu 192, 193 TpynoBoro komekca Poccuiickoit Deniepainy; MyHKTH 2; 15.11 crarpu 13.25 Konexca
Poccuiickoii ®eepanuu 06 aJMHHHCTPaTHBHBIX NPAaBOHApyIICHHAX; CTATHA 7 MdepepalbHOrO 3aKOHA OT
6 nexabpa 2011 1. Ne 402-®3  «O GyxranTepckom yueTe» (CobGpanue 3aKOHOJATEJILCTBA Poccuiickoit
®enepauun, 2011, Ne 50, cT. 7344; 2013, Ne 26, cr. 3207; 2013, Ne 27, ct. 3477; 2013, Ne 30 (Yacte D,
ct. 4084; 2013, Ne 44, cr. 5631; 2013, Ne 51, cr. 6677; 2013, Ne 52 (Hacts I), cT. 6990; 2014, Ne 45,
cr. 6154; 2016, Ne 22, ct. 3097; 2017, Ne 30, c1. 4440; 2018, Ne 1 (Yacts I), cT. 65).
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2.3. OcobenHoctd ohopMileHHsS JOKyMEHTOB, CO3[aBaeMbIX B CTPYKTYPHBIX
TIO/IPa3JENEHAAX OPraHM3alMyl W OTPAXAIOMMX CHEIMPUKY HX [AeATCIBHOCTH,
aTakkKe IMpaBUila OpraHu3aluM paboTel ¢ JaHHBIMH JOKYMEHTaMH MOIyT
yCTaHABIMBAaThCS OTAEIBHBIMH JTOKAILHEIMM HOPMATHBHBIMU aKTaMi OPraHHU3aLMH.

2.4. Co3jaHHe JOKYMEHTOB B opraHusauyy, ucrnonssyromedn CO/I, B memsax
ITOBBILIICHUS 3¢ PeKTUBHOCTH HCTIONIb30BaHUs Co/, OCYILECTBIIIETCS
C HCIOJIb30BaHHEM IIa6IOHOB GJIAaHKOB JOKYMEHTOB U IIaOJIOHOB JOKYMEHTOB.

DNeKTPOHHEIE INAGIOHEI GIAHKOB JTOKYMEHTOB IOJDKHBI OBITH HCHTHYHEI
6J1aHKaM JOKYMEHTOB Ha OyMa)XXHOM HOCHTEIIE.

2.5. JIng co3faHWs JOKYMEHTOB, OTPaXAlOIIUX CIENU(PUKY HesTeTbHOCTH
CTPYKTYPHBIX MOAPa3eNeHIi OpPraHu3alyy, ¥ yIPaBIeHUs JaHHBIMU JOKYMEHTaMU
MOTYT MCIIOJIb30BaThCs APyrHe HHYOPMAMOHHbIE CHCTEMBI.

2.6. JIoKyMeHTHl opraHu3anyy ohOpMIAIOTCS Ha OJNaHKax WM CTaHJApTHBIX
nucrax 6ymaru ¢popmara A4.

2.7. Jlns M3roToBJIeHUs JOKyMEHTOB B OpPraHM3alliK UCTIONB3YIOTCA:

OJIaHK MpHUKa3a;

OJIaHK PaCIIOPSDKEHUS;

OMaHK NHUCHhMa [JIS BEIEHHS TEPeNuCcKd C OpraHu3allisMU M IpaXIaHaMH,
HaxoIIMMHUCs Ha Tepputopud Poccuiickoi Oenepaiuy,

OaHK MHCbMA C PEKBU3UTAMH Ha PYCCKOM M OJHOM M3 HHOCTPaHHBIX S3BIKOB
IS BeIeHUs MEPENUCKH C 3apyOexKHBIMHE KOPPECTIOHIEHTaMH.

ITo pelmieHHIO PYKOBOIMTENS B OPTraHW3alld¥ MOTYT HCIONIB30BAaThCH IPYrHe
GnaHKu: OJIaHK MHChbMAa PYKOBOAWTENS OpPraHM3allM{ WM MHOTO YIIOIHOMOHYEHHOTO
MM JIMIa, OJIaHK IPOTOKONA, OJIaHK MHUChMa CTPYKTYPHOTO ITOAPasAEICHHS.

Ins odopMieHHs pe3ONIOUMH Ha JOKyMEHTe B OpraHM3alud MOTYT
HCIIONB30BaThCA OTaHKU PE3OIIIOLHHI.

2.8. TIpy W37aHAE TOKYMEHTOB Ha CTAaHIApPTHEIX JHUCTaX OyMarn Ha HHX
BOCTIPOM3BOJIATCS. PEKBU3UTHI, HEOOXOAMMBIE JUI NOKYMEHTOB KOHKDETHOrO BHIA
AITA pa3HOBUIHOCTH.

2.9. Ha 6iankax [JOKYMEHTOB BOCIPOM3BOAMTCS TOBapHBIH 3HAK W/HIH
(sM6neMa) opraHu3aniy (IPU X HATMYKH).

2.10. IIpoextupoBaHue 0J1aHKOB JIOKyMEHTOB OCYIIECTBIISIETCS
s cootBerctBur ¢ TOCT P 7.0.97-2016 «CucTeMa CTaHAapToB HO HH(OpMAIHH,
GUONHOTEYHOMY M H3ZaTelbckoMy gely. OpraHu3alMOHHO-paclopsauTeIbHad
noxymenTanus. TpeGoBaHHs K 0pOPMIIEHHIO JOKYMEHTOB".

3 Pasnen 6 «bnamku jmokymento» I'OCT P 7.0.97-2016 «CucTema cCTaHOapToB Mo uH(popmauuu,
GUGIHOTEYHOMY M M3JaTeIbCKOMY Aey. OpraHH3allOHHO-PaCcIOPAAUTEIbHAL JOKYMEHTALUA. TpeboBanus
K o(opMiIeHHIO JoKyMeHTOBY ¢ Mamenennem Ne 1. — M.: Cranpaptundopm, 2018.
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2.11. BiaHkM [OKYMEHTOB OpraHM3allid W3rOTaBIMBAIOTCS THIOrpa)CKUM
cII0co60M, CpeICTBaMH OIepaTHBHOM monurpaduy uim KOMITBIOTEPHOM TEXHHKH.

2.12. JIoKyMeHTHl HM3rOTAaBIHMBAIOTCA Ha OyMaKHOM HOCHTENE M B dbopme
STEKTPOHHBIX JOKYMEHTOB C COOJIOACHHEM YCTaHOBIEHHBIX MPABHI odopmiieHUs
JIOKYMEHTOB.

2.13. JIokyMeHTHl opraHu3amud, ohopMIeHHBIe Kak Ha OiaHKe, TaK W oe3
HEro, NOJDKHBI UIMETH II0JI HE MEHEe:

20 mm — neBoe;

10 mm — TipaBoe;

20 mm — BEpXHEE,

20 mm — HUXKHEE.

2.14. JlokyMeHTBI, H3[aBaeMble COBMECTHO ONHOM MM HECKOJIBKHMH

OpraHu3alysIMH, 0 OpMIISIOTCS Ha CTaHIApTHBIX JMcTax Oymaru
C BOCIIPOH3BE/ICHHEM DPEKBHU3HTOB BCEX OpraHM3alii, YacTBYIOIUX B H3NaHHH
JOKYMEHTA.

2.15. TIpy HOATOTOBKE IOKYMEHTOB NOINYCKAaeTCs HCIOIb30BAHME JINIIEBOH
¥ 06OpOTHOM CTOpOHE! JiucTa. [Ipy NBYCTOPOHHEM CO3/aHAH NOKYMEHTOB MIMpHHA
JIeBOTO TONS HA JIMIEBOW CTOPOHE JIHCTA U MPABOro Iojid Ha 0GOPOTHOH CTOpOHE
JUCTA JOJKHBI OBITH PABHBI.

2.16. Ilpu co3gaHMM MAOKYMEHTa Ha JBYX H Oonee CTpaHHLAX BTOPYIO
¥ MOCIENyIOIMe CTPaHWlBl HymepyroT. Homepa CTpaHHMI[ NPOCTaBIAIOTCH 1O
cepe/liHe BepXHEro MoJjis JOKyMEHTa Ha PaCCTOSHIH 10 mMm OT BepXHEro Kpas JIACTa.

2.17. JIns W3roTOBIEHHUs NOKYMEHTOB HCIIONB3yETCsS TapHUTYpa mpudTa 10
BHIOOPY OpTaHHM3ALMM, BXOJAIIAS B CTAHJAPTHBIH IAKeT oducHOro nporpaMMHoro
oGecredenns, HCToB3yeMoro opranusanueii. Pasmep mpudra — Ne 12-14 o',

[Tpu cocTapieHHH TaOJHUIl NOITYCKaeTCs HCIOJB30BAHME MPUGTOB MEHBIINX
pasmepoB — Ne 10, 11 mr.

2.18. AO3auHBIA OTCTYI B TEKCTE JOKYMEHTA — 1,25 cm.

3aroJI0BKY pa3fielioB U IIOAPA3[eNiOB Me4aTaroTCs € a03alfHBIM OTCTYIIOM HIJIA
IIEHTPUPYIOTCS 110 LIMPHHE TEKCTA.

2.19. TexcT DOKyMeHTa medaraercd depe3 1—-1,5 MEXCTpPOYHBIX HHTEpBAJA.
TexcT NOKyMeHTa BBIPaBHHBAETCS 1O LIMPUHE JIACTA.

MHOrocTpoyYHble PEKBU3HTBI I€YaTalOTCd vepe3  ONMH MEXCTPOYHBIA
WHTEpBall, COCTaBHbIE 4YacTH PEKBH3UTOB MOTYT pas[elAThCA JIOTIOJTHATENBHBIM

HUHTCPBAJIOM.
Ecnu JOKYMEHT T'OTOBUTCA JUIA U31aHusg ¢ YMEHBIUCHHCM MacmTa6a TEKCT

4 Pasmep mpudTa (Kerip) U3MepAETCs B MyHKTaxX (point); omuH MyHKT paseH 1/72 molima, WK 0,376 mm
(cokpartieHue: «pt»).



reyaTaercs depes ABa MHTEpBaa.
HHTepBal Mex Iy OyKBaMH B CJIOBaX — 00bruHbIN. IHTEpBai MEXIY CIOBaMH —

OIlMH mpoden.

CTpOKH PeKBH3UTOB BHIPABHHBAIOTCS II0 JIEBOH IPAHULE 30HBI PACTIONOKCHUA
PEKBHU3NTA WITH IEHTPYIOTCS OTHOCUTENBHO caMoi [UTMHHOW CTPOKH.

JitiHAa caMo¥ JUIMHHOM CTPOKM DPEKBH3MTAa IIPH YITIOBOM PAaCTONOKCHHH
PEKBH3HUTOB He Goiee 7,5 cm.

JlnuHa caMol [IMHHOM CTPOKM PEKBH3MTA IIPU MPOAOIBHOM PACTIONONCHHH
pekBU3uTOB He Gonee 12 cum.

2.20. JlomyckaeTcsl BBIAENATH MOMYXHPHBIM mipr)TOM PEKBU3UTHI «aApecary,
«3aroJIOBOK K TEKCTY» WJIN IIOMIHMCHY, a TAKXKE OTJCIBHBIC (parMeHTHI TEKCTA.

2.21. [lpy MOArOTOBKE MHOTOCTPaHMYHBIX  JIOKyMCHTOB odopmirseTcs
THUTYJIBHBIH JIKCT.

2.22. CocTaB pPEKBHU3UTOB, HCIONb3YEMBIX IS ohopMIIeHHs JTOKYMEHTOB,
onpenensercs BHIOM (pPa3HOBHAHOCTBIO) ~OPTaHM3ALOHHO-PACIIOPANUTEILHOTO
JOKYMEHTA.

2.23. Tlpu moAroToBKe JOKyMEHTOB OpPraHM3alui HCHOMb3YIOTCA PEKBU3HTEI,
yeranosnennsie TOCT P 7.0.97-2016

a) oMOieMa (B COOTBETCTBUH C IIyHKTOM 2.9 ITpuMepHO HHCTPYKIHHN);

6) ToBapHBIM 3HAK (3HaK obcmyxuBanusd) (B COOTBETCTBHHM C IYHKTOM
2.9 [TpuMepHO# HHCTPYKLMH);

B) Kox (opMbI TOKyMCHTA;

r) HauMEHOBAaHHME OpPraHM3alNy;

1) HaMMEHOBaHHE CTPYKTYPHOIO MOAPa3ACICHH;

¢) Ha¥MEHOBAaHHE IOJKHOCTH JIALA,

X) CIpaBOYHBIE JaHHBIE 00 OPraHU3ALNHY;

3) HaMMEHOBaHWE BUJA JOKYMEHTa;

d) JaTa JOKyMEHTa;

K) perucTpallMOHHEIA HOMEP NOKYMEHTa;

i)  CCHLIKA Ha PETHCTPAlMOHHBIA HOMEP M AaTy MOCTYIHMBIICTO JIOKYMEHTA,

M) MeCTO COCTaBJICHHS (u3aaHus) JOKyMEHTa;

H) TIpHu( OrpaHHYEHKs NOCTYNa K JOKYMEHTY;

0) agpecar,

n) rpud yIBepKACHUA JOKYMEHTA;

p) 3arolIoBOK K TEKCTY;

C) TEKCT JOKYMEHTa;

S TOCT P 7.0.97-2016 «CucreMa CTaHAapTOB IO MH(pOpMAIHY, GUONMOTEYHOMY U HM3JaTeNbCKOMY ICTTy.
OpraHu3alMOHHO-PACTIOPSAUTENbHAS  IOKYMCHTALIMA. Tpebopanus K OQOPMICHHIO JIOKYMEHTOBY,
¢ Uameneruem Ne 1. — M.: Crannapruadopm, 2018.



T) OTMETKa O IPUIOXKEHHH,

y) rpud coriacoBaHMsA JOKyMEHTa;

¢) Bu3a;

X) TIOIINCE;

1) OTMeTKa 00 JIIEKTPOHHOMH MOIUCH;
Y) 1edars;

1) OTMeTKa 00 UCIONHHMTEIE,

) OTMETKa O 3aBEPEHHH KOIIHU,

BI) OTMETKa O MOCTYIUIEHHH JOKYMEHTa;

3)  Ppe30JIIOLHS,;

J0O) OTMETKa O KOHTPOIIE,

i) OTMeTKa O HallpaBJICHUH JOKyMeHTa B JIeIO.

2.24. brnank npukaza (pacHOpsDKEHMS) OpraHuM3alid JO/DKEH BKIIOYATh
PEKBHU3UTHI:

3M6ieMy (B cOOTBETCTBHH C MyHKTOM 2.9 IpriMepHOH MHCTPYKIIHN);

TOBapHBIH 3HaK (3HaK oOOCIyXHBaHWs) (B COOTBETCTBHM C ITHKTOM
2.9 TIpuMepHOii HHCTPYKIYHN),

HaHMEHOBaHUE OpraHHU3alluHy,

HauMeHOBaHUE BUJa JOKyMEHTA,

MECTO COCTaBIEHHUS WM U3/IaHHUs TOKYMEHTa,

OTMETKH VIS pa3MelleHHs PEKBU3UTOB «mara  JOKyMeHTa»,
«pETMCTPAalMOHHBIH HOMEP TOKYMEHTa».

2.25. BiaHK IHChMa OpraHHU3aIMU JOIDKEH BKIIIOYATh CICAYIOIME PCKBU3UTHI.

sMGJieMy (B COOTBETCTBHH C ITyHKTOM 2.9 [IpuMepHOH HUHCTPYKIUN);

TOBapHBIM 3HaK (3HaK oOciyxkuBaHus) (B COOTBETCTBHM C IIyHKTOM
2.9 TIpuMepHO#t HHCTPYKIIHH);

HauMEHOBaHUE OpPraHM3aIUH;

CIIpaBOYHEIE JaHHBIE 00 OpraHU3aluy;

OTMETKH  JUI1  IIPOCTaBlieHMs  PEKBH3UTOB  «jaara  JOKyMCHTa»,
«PETHCTPALOHHBIA HOMEp NOKYMEHTa», «CChllka Ha PErHCTPALHOHHEBI HOMEP
¥ ATy MOCTYIMBIIETO JOKYMEHTa».

B 671aHK MUCHMa JOJDKHOCTHOTO JIAIA AOIOJHHTEIHHO BKIIIOYAeTC PEKBU3UT
«HAVMEHOBaHME JODKHOCTH JHI@», a B OJaHk @HMChbMa CTPYKTYpHOTO
noapaseNenns (COBEIaTeIbHOr0, METOMIECKOr0, SKCIEPTHOrO Wil HHOTO oprasa)
OpraHU3alUy — HANMEHOBAaHUE CTPYKTYPHOTO OAPA3ACICHHA.

2.26. BayTpeHHHEe NOKyMEHTBI OpraHM3aluy, odopmisieMble He Ha OnaHke,
JOJDKHBI COAEPKATh COOTBETCTBYIOLIHE BUNY NOKyMEHTa PEKBU3UTEL.

2.27. DMb6iieMa opraau3alyy, pa3paboTaHHas # yTBEPXKACHHAA B IIOPILIKS,
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yCTaHOBJIEHHOM 3aKOHOZaTenscTBoM Poccuiickoii Peziepanuy, pasMemnaercs Ha
6IaHKaX JOKYMEHTOB B COOTBETCTBHH C IMyHKTOM 2.9 IIprMepHO# HHCTPYKIMH U Ha
OCHOBAaHMH HOPMATHBHEIX aKTOB OpraHH3alyy.

V306paeHne sMOIeMBI IOMEINAeTcs Ha BEPXHEM roJie 6iaHKa JOKyMEHTa Ha
pacctosHur 10 MM OT BEpXHEro Kpas JIHCTa, 3aXBaTblBas 9acTh paboueil 30HBI
IOKyMEHTA, LIEHTPOBaHHO HAJl PeKBU3UTAMU OpTaHU3aLUH.

2.28. ToBapHblli 3HaK (3HaK OOCIY)XMBaHHA), 3apPETUCTPHPOBAHHBIH
B YCTAHOBJIEHHOM  3aKOHOIATeNsCTBOM  Poccuiickoi denepanuu  1OpsIIKe,
BOCIIPOM3BOJMTCS Ha OlaHKaX OpraHu3allii B COOTBETCTBHH C IIyHKTOM
2.9 TpuMepHOi MHCTPYKIMH M Ha OCHOBaHMH HOPMATHBHBIX aKTOB OpraHH3alliH.

W306pakeHHe TOBAapHOTO 3Haka (3Haka OOCITy)XMBaHWS) IOMEIIAeTCs Ha
BepXHEM IIOJie JOKyMEeHTa Ha paccrosHud 10 mm OT BEpXHEro Kpas JHCTa,
3axBaThIBas 4acTh paGoyeil 30HBI JOKyMEHTa, Hall PeKBU3UTAMU OpraHU3alliH MM
ceBa Ha ypOBHE HaNMEHOBaHHUs OPraHU3alNHY, 3aXBaThIBas 4acTh JICBOTO IO,

2.29. Kox hopMbl JOKyMEHTa [POCTABIAETCS Ha YHHQHIHIPOBAHHBIX dopmax
HOKyMeHTOB B  cooTBeTcTBHM ¢ OOLIepOoCCHHCKUM KJIaCCU(PUKATOPOM
yrpasnendeckod jgokymenTarmun (OKV]) umM JIOKaJTbHBIM KJ1IacCH(PUKATOPOM,
pacrofiaraeTcsi B IIpaBOM BEPXHEM YTy pabovero mojisi AOKyMEHTa, COCTOUT U3 CJIOB
«®DopMa 110 (HaUMeHOBaHUe KilacCH(HKaTopa)» 1 HE(ppOBOro Koja.

2.30. HaumeHOBaHMEe oOpraHusaluy Ha OnaHke JIOKyMEHTa JIOJDKHO
COOTRETCTBOBATh HAMMEHOBAHMIO IOPHAMYIECKOTO JHMIa B ycTaBe opranusauuy. Ha
6IaHKax HOKYMEHTOB yKasbiBaeTCs IONHOe OGUIMANbHOE —HAUMCHOBAHHE
IOpUANYECKOrO JIMIA C yKa3aHHEeM €ro OpraHM3alMOHHO-TIPAaBOBOH (YOPMEI, Hal
HAMMEHOBaHHMEM  OpraHM3alliM  YKa3plBaeTCs HAMMECHOBAHHUC BBIIIECTOSALIECH
opragmzanuu (IPH ee HalM4YMM), IO/l HaWMEHOBAaHWEM OpraHM3allih B cKkobKax
YKa3BIBAETCs COKPAILEHHOE HAUMEHOBAaHHE OPraHU3alliK, €CIIH OHO NPETyCMOTPEHO
yCTaBOM.

2.31. HauMeHOBaHHe CTPYKTYPHOTO TMOApa3ielieHHs (B TOM 4ucie ¢uinania,
OT/IeNIeHHs, TPEICTABUTENHCTBA, KOJUIETMANBHOIO, COBEIIATENHOIO HIM HHOTO
OpraHa) yKasblBaeTcs B GlIaHKaxX MHCeM U O1aHKaX KOHKPETHBIX BUIOB JIOKyMCHTOB,
M37aBaeMBIX COOTBETCTBYIOIMMH TTOAPA3JEeHHISIMH B COOTBETCTBHH C JIOKAIBHBIMU
HOPMATHBHBEIMH aKTaMH oprammsauud. Han  HauMEHOBaHHEM CTPYKTYPHOTO
mojpasZiefieHisi  yKa3pIBaeTcss HAauMEHOBaHME OpraHusalliH, HbiM ¢bunuaioMm,
OTIE/IeHHEM, TIPEACTABUTENBCTBOM, KOJLUIETHaNbHEIM MM COBEIIATEIEHEIM OpraHoM
JaHHOE TOJpa3eNICHHE ABJIAETCA.

2.32. HauMeHOBaHNE MNOJDKHOCTHU JIMIIA HCIIONB3YCTCA B OJlaHKax IHCeEM
JOJKHOCTHBIX JIKI[ M PacriojiaraeTcs moj HaMMeHOBaHUEM OpraHH3alliH.
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2.33. CnpaBouHble HaHHbIE 00 OpPraHU3allMK YKa3BIBAIOTCS B OnmaHKax ITHCcEM
M BKJIIOYAIOT: IOYTOBEIA apec OpraHu3aliH (ZOMOJHUTENHEHO MOXET YKa3hbIBAaThCA
afpec MeCTa HaXOXIEHHS IOPHANYECKOTO JIUIA, eCIH OH He COBNAJAET C MOYTOBEIM
agpecoMm); HoMep TenedoHa, Qakca, ajpec SIEKTPOHHOH MOYTHI, CETEeBOH ajpec,
a TaKxe KoJ opramsanuu no O6uepoccuiickoMy KIacCH(HUKAaTOpy HpeAnpHsiTHH
u oprasmsanuii (OKIIO), oCHOBHO#M IocyapCTBEHHBIA DPErMCTPAlIOHHBIH HOMED
opranmsaunu (OI'PH) u maeHTHOMKAIMOHHBI HOMED HAJIOTOILIATENbIIHKA / xox
TIPHYMHBI IOCTAHOBKY Ha Hasoroskli yyer (MHH/KIIIT).

2.34. HauMeHOBaHUE BHa JOKYMEHTa YKa3bplBacTCd Ha BCeX JOKYMEHTaX, 32
HCKJTFOUEHHEM JEJIOBEIX (CIYy)XeOHBIX) MHUCEM, PaclojlaraeTcs 107 HaMMEHOBAaHHEM
OpraHu3alMH (CTPYKTYPHOTO MOApAa3/ieIeH s, TOJDKHOCTH).

2.35. Jlata J0OKyMeHTa [JOJDKHa COOTBETCTBOBaTb Jare IIOAMACAHM
(YTBep)KIEeHHs) TOKyMEHTa WX (B IPOTOKONAX) AaTe COOBITH, 3a()IKCUPOBAHHOTO
B JIOKyMEHTE.

JlaTa JOKYMEHTA 3alKCHIBAaeTCS B MOCJIENOBATENBHOCTU: AEHE MECAA, MECAIl,
roJl OJHUM H3 JABYX CIIOCOOOB:

apaGckuMy EdpamMu, pasneTeHHBIME Toukoi: 05.06.2018;

coBecHO-IU(POBHIM criocoboM: 5 nrons 2018 r.

Ha noxymenrax, ogopMisieMbIX Ha OnaHKe, JaTa JOKYMEHTa MpOCTaBIsiCTCA
T10J1 PeKBU3UTAMH «HAUMEHOBaHHE BUJIA JIOKYMEHTa» (B OaHKaX KOHKPETHBIX BALIOB
JOKYMEHTOB) U «CIIPaBOYHEIE JaHHBIE 00 opranu3anym» (B OnaHkax TIFICEM).

JlaToit HOKyMeHTa, M3JaHHOTO COBMECTHO JABYMs MM Gojee OpraHM3alHsIMU
(HOMKHOCTHBIMH JIMIAMM), SABJSETCS [ara IOJNHMCAHUA JOKYMEHTa nocieHeH
CTOPOHOM.

2.36. PerucTpaliOHHBI HOMep HOKYMEHTa — LU(POBOH MIH OyKBEHHO-
nuQpoBoli HMAEHTUHUKATOP JOKYMEHTa, COCTOAIMH M3 MOPSAKOBOrO HOMEpa
JOKyMEHTa, KOTOpBIf, IO YCMOTPEHHIO OpraHM3alli{, MOXeT HOIONHATECH
nupoBbiMH  MIM  OYyKBEHHBIMH  KOJAaMH (dHmexkcaMH) B COOTBETCTBHHM
C MICTIOJIE3YEMBIMH KIIaCCH(PHUKAaTOPaMH.

Ha XOKyMEHTe, COCTABIEHHOM COBMECTHO IByMs M Oosiee OpraHM3allUsIMH,
IPOCTABJIAIOTCS PErMCTPALIMOHHEIE HOMepa JOKYMEHTA, TpPHCBOCHHBIC KaXKJ0H U3
opraHu3allKil. PerucTpalMOHHbIE HOMepa MPOCTABNIAIOTCA B IOPANKE yKa3aHMi
HAVMEHOBAHHMIl OpraHW3alliii B 3arojlOBOYHON YacCTH (mpeambyne) HOKyMEHTa
M OTIENSAIOTCA APYT OT Apyra Kocoi 4epToil.

2.37. CchUIKa Ha PETUCTPALMOHHBIN HOMED U ATy MOCTYNHBINEro JOKyMCHTA,
COCTOSINAs M3 PETHCTPALIOHHOrO HOMepa M JaThl BXOJALIETO MOKyMEHTa, Ha
KOTODHIN JaeTcs OTBET, IpocTasitercs B Bue otmeTkd «Ha Ne ... or...» B OnaHke
IHCHMa.
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B TekcT NHChMA-OTBETA CBENEHWS O PETMCTPAlHOHHOM HOMeEpe U Jare
TOCTYIMBLIETO MHCHMa HE BKIIFOIAI0TCA.

738. Mecto cocrapleHns (U3JaHus) HOKYMEHTa yKa3pIBaeTcs BO BCEX
JTOKyMeHTaX, KpoMe IEJIOBBIX (cimyxeOHBIX) MUCeM, BHYTPEHHHX nH(OpMalHOHHO-
CIIpaBOYHBIX TOKYMEHTOB, & TAKKE B CIyHae, €ClH MECTO HaXOXIEeHUs OpraHu3aiy
BXOINUT B €€ HAWMEHOBaHME, HaNpUMEp: MOCKOBCKHif T'OpOJICKOM YHHUBEPCHTET

yTpaBlICHHUS.
MecTto cocTaBieHus (M3NaHMI) NOKYMEHTa YKashBacTCsi B COOTBETCTBHH
C MIPUHATHIM aMAHUCTPATHBHO-TEPPUTOPHAIBHEIM  JICICHUEM, Harpumep:

c. Brarosemenckoe BenbCcKoro p-Ha ApXaHrenbcKoi 0011

2.39. I'pud orpaHudeHHs AOCTyNa K JOKYMEHTY IpOCTaBIAETCS B IPAaBOM
BEpXHEM YTITy IIEpBOTro JIMCTa AOKyMEHTA (poeKTa JJOKyMEHTa, COMPOBOAUTENLHOTO
mECchMa K JOKYMEHTY) OT TPaHHIbl BEpXHEro MOis IpH HAJIWYMA B JIOKYMEHTE
pHopManuM, AOCTYym K KOTOpOM  OTpaHMYMBaeTCs B  COOTBETCTBHH
¢ 3aKOHOATENBECTBOM Poccuiickoil Deneparty.

Buibl HCIIOJIB3YEMBIX B OpraHu3allii rproB OrpaHMHEHHs TOCTYNa AODKHBI
COOTBETCTBOBATh 3aKOHONATENbHBIM ¥ HHBIM HOPMATHBHEIM [IPAaBOBBIM aKTaM
Poccuiickoit Denepanyy U JOIKHBL OBITH 3aKPETICHbL B JIOKAJIbHBIX HOPMAaTHUBHBIX
axtax. I'pud OrpaHMdeHHs [OCTynma K HROKyMEHTY (mometka «Jlis CIy’KeQHOTO
nosnp3oBanmsy’, rpud «Kommepyeckas TaifHa»’) MOXET JONOJHATECA HOMEPOM
sK3eMIUISpa  JOKyMeHTa W JApYTMMH cBeIeHMsIMH B COOTBETCTBHHM
¢ 3aKOHOIATEILCTBOM Poccuiicxoii Penepany.

B fOKyMeHTax OpraHd3alliH, COICPKAHX cBeJieHUd, COCTAaBJIAIOIINE
KOMMEpUYECKyI0 TaiHy, B COOTBETCTBAH C ®enepanbHBIM 3aKOHOM OT 29 wuronsd
2004 1. Ne 98-®3 «O KOMMepIECKOH TaliHe» HapAxy C rpuoM yKa3bIBAIOTCA TOIHOE
oduIManbHOe HANMEHOBAHHC IOpHIMYECKOro JIUIa, MECTo €ro HAXO0XIEHHS.
Hampumep:

KoMMepuecKas TalHa

OBV «HauMmeHoBaHue OpraHU3alm»)
MecTo HaXO0XAECHUA

§ IMymkr 1.4 Ionoxenus O NOPAIKE obpauienus o cyxebHOH uadopMaliel  OrpaHUYCHHOTO
pacHpocTpaHeHus B denepanbHbIX OpraHax MCTIOMHUTC/IBHON  BJACTH, YTOJTHOMOYCHHOM —OpraHe
yrpaBieHus UCIIONB30BAHHCM ATOMHON OJHEprMM M YNOJIHOMOYEHHOM OpraHe Mo KOCMHYECKOH
JEATEIBHOCTH, YTBEPXICHHOrO MOCTAaHOBICHUCM TIpaBuTeIbCTBA Poccuiickoii ®eneparu oT 3 HOAGPs
1994 r. Ne 1233 (Cobpanue 3akOHOAATEIbCTBA Poccuiickoii @enepauu, 2005, Ne 30, cT. 3165; 2012, Ne 31,
cr. 4368; 2016, Ne 9, 1. 1263; 2016, Ne 13, ct. 1833).

7 Yacte 4 crathu 6 DenepalibHOTO 3aKoHa OT 29 mona 2004 r. Ne 98-@3 «O KOMMepUECKo# TaiHe»
(Cobpanue 3aKOHOAATENBCTBA Poccuiickoii ®enepauun, 2004, Ne 32, cr. 3283; 2006, Ne 6, cT. 636; Ne 52,
cr. 5497; 2007, Ne 31, cr. 4011; 2011, Ne 29, ct. 4291; 2014, Ne 11, cT. 1100).
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2.40. AzmpecaT — PEKBH3HT, HCIOIB3yeMBIi IIpH oopMIeHHH JAETOBbIX
(ciyeOHbIX) MUCeM, BHYTPEHHAX UHGOPMALMOHHO-CIIPABOHBIX NOKYMEHTOB.

AnipecaToM  JOKyMeHTa MOXeT OBITb  OpraHM3alys, CTPYKTYpHOE
Tofpas/ielieHHe OpraHu3aliH, JOIKHOCTHOE I QH3UIECKOE JIULIO.

PexBM3UT «aapecar» odopmisgercs Ha OnaHke ¢ YITIOBBIM DPacroNOXCHHEM
PEKBH3UTOB — B BEpXHEW MpaBOX 9YaCTH JOKYMEHTa, Ha OylaHKe C MPOAOJIEHBIM
PacoJIOKEHIEM PEKBU3UTOB — CIIPaBa NOJ| PCKBU3UTAMH Onanka. CTpOKHM pEKBH3HTA
«ajipecary BHIPAaBHHBAIOTCSA IO JIEBOMY KPalo MIIH LEHTPYIOTCS OTHOCHTEILHO camoit
JUTHHHOW CTPOKH.

TIpy aipecOBAaHUH NOKYMEHTAa PYKOBOJAMTENIO (3aMECTUTEIO PYKOBOJIHTEIIS)
OpraHW3alli¥ YKa3bIBAIOTCA B J@TENbHOM Iajeke HAMMCHOBAHHE JOJDKHOCTH
pyKoBozHTENs  (3aMECTHTENA PYKOBOIMTEN), BKIIOYaiollee HaMMEHOBAaHHE
opraHu3aliy, GaMUIMIO, HHALKAIB! JIODKHOCTHOTO JIMIIA. Hanpumep:

I'eHepabHOMY OHPEKTOPY
OBV «HaumeHnosanue
OpraHu3aLHm»

Oavmnus U.0.

IIpi ajgpecoBaHMM IMCEMAa B OPTAHU3ALMIO YKA3BIBACTCS €€ MONHOS WM
COKpalleHHOe HAUMEHOBAHHE B HMCHUTEIBHOM Maexe.

IIpn anpecoBaHMM NOKYMEHTa B CTPYKTYPHOE IOJPasfeNIeHHe OpraHu3aliH
B PeKBH3UTE «AIPECaT» YKA3HIBAOTCS B MMEHHMTENBHOM Majexe HAaNMEHOBAHUE
OpTaHM3aI|H, HIKe — HAHMEHOBaHUE CTPYKTYPHOTO IIOAPA3ACTICHHS. Hanpumep:

DOBY «HauMeHOBaHUE
OpraHu3alum»
OuHaHCOBOE YIIpaBJICHHE

I[Ipd ajgpecoBaHMHM IHCEMA PYKOBOAWTEIIO CTPYKTYPHOTO IOAPAsACICHNA
YKa3hIBalOTCA B MMEHWTEIBHOM TMajieXe HAMMEHOBAHME OpraHM3allud, HIDXe —
B IATEJIBHOM II3JieKe HAaMMEHOBaHME [OJDKHOCTH PYKOBOAMTEN, BKIIOHAIOMICE
HAMMEHOBAHHe CTPYKTyPHOTO IOJpasfieeHus, paMHIIHIO, MHUIHATIBL. Hampumep:

®BY «HanMeHOBaHHUE
OpraHH3aLun»
PyKkoBOIMTENIO TOTOBOPHO-
IpaBOBOTO OT/ENA
®amunug 1.0.



12

Ilepen Qammmedl  JOIDKHOCTHOTO  JIMIA JoITycKaeTcs yInoTpebasaTh
COKpallleHUE «T-HY» (TOCIIO/IMHY), eCIH aiPecaT MYXJHHA, MM «T-3Ke» (rocmoxe),
ecIM ajipecar XXeHIIUHA, HallpuMep:

r-uy @amunus 1.0.
r-xe @amumas H.O.

[Ipm pacchUIKe JOKyMeHTa TIpyIIe OpraHM3alii OJHOTO THIA WIH
B CTPYKTYpHBIE ~MOApa3/eNieHds OJIHOW OpraHM3alliH, afpecar yKa3blBaeTcs
0606menHo. Hanprmep:
PyxosoauTenaM ¢puiiaios

dBY «HauMmeHoBaHUE
OpraHu3aIum»

PyKkoBoauTe/IIM YIIPaBIeHUH
u orgenos OBY «HauMeHOBanue
OpraHu3alum»

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

PyKoBOAMTEISIM YIIPaBIeHUH
u otaenos OBY «HanMeHoBaHue
OpraHu3alymn
(1o CTHCKY)

CHHCOK pacChUIKH COCTABIIACTCS UCTIONHUTEIEM.

EC/Ii MUCHMO HAIPABISETCS B OPraHU3aIMIO MK OJDKHOCTHOMY JIMILY U s
CBeJleHHs ellle psAAy OpraHM3ali WM NOJDKHOCTHBIX JIML, ob1iee KOIMYECTBO
af[pecaTtoB He JOJDKHO OBITh Gomee ueTHIpEX, IIPH 3TOM OCHOBHOW ajpecart
yKa3bIBAeTCs MEPBBIM, CJIOBO «Komus» Tepel BTOPBIM, TPETBHM, HCTBEPTHIM
ajpecaTaMi He Ie4aTacTcs.

B cocTaB peKBU3HUTA «AJpecaTy» MOKET BXOIUTD IIOYTOBBIN aapec. DIEMEHTBI
[OYTOBOrO ajpeca YKaspIBAlOTCS B ITIOCIENOBATEIBHOCTH, yCTaHOBJIECHHOM
[paBunamMu OKa3aHHs yCIyT TI0YTOBOI CBA3H :

¥ TMynxr 22 TlpaBun okasaHud yCIyr OYTOBOM CBS3H, YTBEPXIEHHBIX NMpHKa3oM MUHHMCTEpCTBA CBASH
1 MACCOBBIX KOMMyHHKalmil Poccuiickoil @enepalud OT 31 mona 2014 r. Ne234 (3aperucTpHpoBaH
8 Mumucreperse rocTumn Poccmiickodt denepaunt 26 nmekabps 2014 r., peructpauponHbiii Ne 35442),
¢ H3MCHEHHAMH, BHECEHHBIMH TpPHKa30oM MUHHCTEPCTBA CBASH MaccoBBIX KOMMyHHKatwii Poccuiickoh
depepaumn ot 13 ¢espand 2018 T. Ne61 «O BHeceHHHM WM3MEHEHHH B MpHKas3 MuHECTEPCTBA CBA3H
1 MaccOBBIX KoMMyHHKamwii Poccuiickoli denepanua OT 31 wona 2014 r. Ne234 «O6 yTBEpKACHAU
[IpaBUN OKA3aHMA YCIYT IOYTOBOH CBA3M» (3aperucTpupoBaH B MHHHMCTEPCTBE FOCTHIIMH Poccuiickoit

®enepauuu 28 mapta 2018 1., perucTpanoHHbri Ne 50545).
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a) JUIs IOPAAMYECKOT0 JIULA — MONIHOE WM COKPAIICHHO® HauMeHoBaHue (TIpU
HAIMYMR), JUIA FpaKIaHuHa — GaMIIIus, HMs, OTIECTBO (mocneaHee IPY HATHIHH);

6) GaHKOBCKHe pPEKBM3MTHl (N TMOYTOBBIX IEPEBONOB, HAIpPaBIIAEMBIX
OPUIMIECKOMY JIMITY HJTH NPYHUMACMBIX OT FOPHIMHIECKOr0 NuLa);

B) Ha3BaHUeE YJIUIbI, HOMEP 0Ma, HOMEp KBapTHPRL,

I) Ha3BaHHe HACEJIEHHOTO IyHKTa;

1) Ha3BaHUE PalioHa;

¢) Ha3BaHue pecyOIvKy, Kpad, 0671aCTH, aBTOHOMHOTO OKpyra (0671acTH);

’K) Ha3BaHUe CTPaHB! (Vs MEXTYHAPOJHBIX MOITOBBIX OTIIPaBJICHMUH);

3) OUTOBBIM HHJIEKC.

ITouToBEI# ampec He YKa3HIBAaeTCs B JOKyMEHTaX, HANpPABIACMBIX B BBICIIHE
OpraHbl BIACTH, BBILECTOSIIME OpraHH3alluy, HIOABEIOMCTBEHHbIE OpraHU3aluH
J [IOCTOSHHEIM  KOPPECIIOHAeHTaM (332 MCKIIOYEHHEM  HalpaslIeHHA ceM
yKa3aHHBIM aJ[pecaTaM B KOHBEpTax ¢ MPO3padHbMH OKHaMH).

I1pu OTIpaBKe THUCHMA MO SMEKTPOHHOH NOUTe MM haxcumrbHOM cBsi3H (6es3
JOCBUIKH TIO HOYTe) TOYTOBBIN aJpec He yKa3bIBACTCA. TTpu HEOOXOAUMOCTH MOXET
GBITH YKa3aH SJIEKTPOHHBIH anpec (HOMep tenedona/daxca). Hanpumep:

dBY «HanMeHoBaHue
OpraHU3aIHI»

DJIeKTpOHHBIN anpec

2.41. Tpud yTBepXKIEHHs JOKYMEHTa MpPOCTABIACTCH HAa JOKyMEHTaXx
BIIPaBOM BepXHeM YIIy II€pBOro JIHCTa nokyMenta. CTpOK¥ pPEKBH3HTA
BHIPABHMBAIOTCS IO JIEBOMY Kpaio WK LEHTPYROTCH OTHOCHTENIFHO CaMoit JJIHHHON
CTPOKH.

[Tpu yTBEp)XACHUH HOKYMEHTA cOGCTBEHHOPYYHO! MOAIKCHIO HOJDKHOCTHOTO
na Tpud YTBEPXKIEHHS COCTOMT M3 CI0Ba «YTBEPXJIAIO», HanMeHOBaHUA
JIOJDKHOCTH JIAIA, YTBEPXKIAOLIET0o JOKYMEHT, ero HOAIHICH, MHULAATIOB, haMIIHA

¥ [aThl yTBepikaeHus. Harpumep:
VYTBEPXJAIO
Tupextop PBY «Hanmenosanue
OpraHu3aLum»
Iloonuce N.0. ®amunns
Hara

[Ipy yTBepXKIECHUH NOKYMEHTa pacHOps/IUTENBHEIM  IOKyMEHTOM rpud
YTBEPXKIEHUs ~ COCTOMT W3  CJIOBa «YTBEPXIEH» («YTBEPXJIEHA»,
«YTBEPXJIEHbI» nmu «YTBEPXJIEHO»), COIacOBaHHOTO € HaWMCHOBAaHWEM
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BHUJA YTBEPXIaeMOIro JOKYM€CHTa, Ha3BaHUA BHJA paCIIOpSII[I/ITeJ'IBHOI‘O JOKYMEHTA
B TBOPHUTEJILHOM nagexe, ero aTel, HOMeEpa. HaanMep:

(PernamMeHT) YTBEPXJIEH
npukazoM ObY «HaumeHoBaHHE

OpraHu3alym»
ot 5 okTs6ps 2017 r. Ne 82

(IIpaBuna) VTBEPX/IEHBI
npukaszoM O®bY «Haumenosanue

OpraHu3alym»
ot 5 oxTa6ps 2017 r. Ne 83

TIpy yTBEpXKAEHHH IOKYMEHTa KOMICTHAIbHBIM, COBEIIATEIbHBIM MM HHBIM
OpraHOM, PeLIeHHs KOTOPOro (QHKCHpYIOTCA B NMPOTOKOIE, B rpude yTBEpKIEHHUS
yKa3bIBaeTCs, HAMMEHOBaHHE OpraHa, fJaTa M HOMEp npotokona (B CKOOKax).
Hampumep:

(TTosoxeHue) VTBEPXJIEHO
Hay4HO-TeXHIYECKUM COBETOM

OBY «uHoBaysI»
(mpoTokon ot 12.09.2017 Ne 12)

7 .472. 3aroJIOBOK K TEKCTy — KpaTKoe COAepXaHue JOKyMEHTd. Ecnn
3ar0JI0BOK K TEKCTy OTBEUAET Ha BONPOC «O YeM?», OH HA9IMHACTCA C IpEAIora «O»
(«O6»). Eciut 3aroJIoBOK K TEKCTY OTBEHaeT Ha BOTPOC «4gero?», OH COCTaBIIeT OHO
IleJloe C Ha3BaHMEM BHJa JoKymeHTa. HampuMep:

npukas (0 4€mM?) 0 CO3JaHHU aTTECTALIMOHHOW KOMHCCUH

muchMo (0 9EM?) 0 MpeoCTaBNeHUH HHpOpMAIUH

akT (4ero?) npreMa-nepenadn aen

npoToKoI (dero?) saceqaHus HKCIEPTHON KOMHCCHUH

3aroJoBOK K TeKcTy odopmisgeTcs IOA PEKBU3MTaMH OnaHka cieBa, OT
rPAHHUIIBI JIEBOTO TOJLA.

2.43. TekcT [JOKyMEHTa COCTaBIseTcs Ha TOCYyAapCTBEHHOM SI3BIKE
Poccuiickoii ®enepalid HIM TOCYAAapCTBEHHOM  A3BIKE (s3bIKaX) pecIryOImK
scoctaBe Poccuiickoii @enepauuu B COOTBETCTBHH  C 3aKOHOJ1aTEIbCTBOM
peciyOIIiK B COCTaBe Poccuiickoin (Denepalmng.

9 3axon Poccuiickoii @enepamuu ot 25 oktsbps 1991T. Ne 1807-1 «O s3pikax HapomoB Poccuiickoi
depepanun» (BexoMocTu che3/ia HApOIHBIX JCHYTATOB M BepxosHoro Coseta Poccuiickoii Denepannu
or 12 pexabps 1991 r., Ne 50, ct. 1740; CoGpaHue 3aKOHOJATENIbCTBA Poccmiickoit ®enepauuy, 1998, Ne 31,
cr. 3804; 2002, Ne 50, cr. 4926; 2013, Ne 27, cT. 3477, 2014, Ne 11, cT. 1094).
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TekcT OKYMEHTa JOJDKEH OBITh COCTaBIEH IPaMOTHO, SCHO, [IOHATHO U IO
BO3MOXKHOCTH KpaTko. TeKCT HOKyMeHTa JOJDKCH COACpXaTh JIOCTOBEPHYIO
¥ aKTyalbHYl0 HMHQOpMAIMIO, HOCTATOYHYIO JUId TIPHHATHA pellleHuil Win HX
WCITOJIHEHMS, He NOJDKEH NOIYyCKaTh PasiIuIHBIX TOJIKOBAHMH.

B TekcTe JOKyMeHTa, OATOTOBICHHOM Ha OCHOBaHHH 3aKOHO/IATeNIbHBIX WK
MHBIX HOPMATHMBHBIX IIPaBOBBIX aKTOB, paHee M3/[aHHBIX PacoOpAAUTENTBHBIX
JOKyMEHTOB, YKa3bIBAtOTCS MX PEKBUSHTEL:

HaMEHOBaHUE [OKYMeHTa, Ha¥MMEHOBaHME OpraHa BIacTH (opraHu3arym),
u3nasiero(ei) TOKyMeHT, ata JOKYyMEHTa, PETMCTPALOHHEIA HOMEp JOKYMEHTa,
3aroJI0BOK K TEKCTY;

HAMMEHOBAHME OPraHW3aIMH WM JOJDKHOCTHOTO JIMIA, YTBEPAMBLICTO
JOKyMEHT, [jaTa yTBEPXKICHHS JOKyMEHTA.

TekcT JOKYMEHTa MOXET COAepXaTb pasfensl, NOApasAeisl, TTYHKTEI,
O/IHKTHEl, HymMepyeMble apaOCKUMH updpamu. YpoBHeil pyOpuKaliu TEKCTa He
TIOJKHO OBITH Oonee YeThIpeX.

TexcT IOKYMEHTa U3JIaraercs:

B [IPHKA3aX, H3JAHHBIX eIMHOIMYHO, — OT [IEPBOrO JIula eIMHCTBEHHOI'O YHCIIa
(«...mpHKa3BblBamo»);

B MPUKa3ax, M3JaHHBIX COBMECTHO NBYMs HIIH Gonee OpraHu3alMaMH, — OT
TIepBOTO JIMIA MHOXKECTBEHHOTO YHCIIa (... IPHUKa3BIBaeM»);

B IPOTOKOJNAX 3acefaHuif — OT TPETBEro JHHa MHOXECTBEHHOTO 4HCJIa
(«CJIYIHAJINY, «BBICTYITUINY, «[TOCTAHOBWJIM» unu «PEIWIINY);

B JENOBHIX MHChMAaX, OQOPMIEHHBIX Ha ONaHKax OpraHH3allud, — OT IIEPBOTO
JIMIIA MHOXECTBEHHOTO YMCJIa (IPOCHM, HAlPaBIACM, TpejyiaraeM) MM OT TPETBErO
JIMIA €AMHCTBEHHOTO YHCIa ((IPEANPHATHE HE BO3PAXKACT...», KUHCTHUTYT CUHTAET
BO3MOXHBIM. .. »);

B JIEJIOBBIX TACBMAaX, 0QOPMIIEHHBIX Ha JIOJDKHOCTHBIX OJaHKax, — OT IIEPBOTO
JTHIA eMUHCTBEHHOTO YHCa (KIIPOILY...», IpeAaraso. . »);

B JOKMa[HBIX M CIYXKeOHBIX 3amucKaX, 3asBlIeHHAX — OT IIepBOTO JIHIIA
e IMHCTBEHHOTO YKCIa («IPOILY . ..)», KCIUTAI0 HEeOOXOIMMEBIM. ..»);

B JOKyMEHTaX, YCTaHaBIMBAIOUINX GyHKIUH (obs3aHHOCTH), TIpaBa
4 OTBETCTBEHHOCTh CTPYKTYPHBIX ~ TOJIpa3/ielIcHuH, paGOTHUKOB  (TIOJIOXKCHHE,
MHCTPYKIHS), a TAKKe COMEPKAIMX OIUCAHAE cuTyaluii, aHamu3 GaxToB ¥ BBIBOJbI
(akT, cIpaBKa), HCIOIB3YETCH dbopMa W3NOKEHHMS TeKCTa OT TPETREro JIHMa
eIMHCTBEHHOTO WM MHOXXECTBEHHOI'O HHCIIa («OTZeN OCYIIECTBIsEeT QYHKIWMH. ..,
«KOMHCCHS TIPOBENA IIPOBEPKY...»).

TIpu MOATOTOBKE TEKCTA NOKYMEHTa CIICIyeT cOOIIOaTh IIpaBUila HaIMCaHMs
o(UIMATEHBIX HAUMEHOBAHHH, TUCIMTENBHBIX 1 EMHIL U3MepeHHsl.
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B Tekcrax HOKYMEHTOB YIOTPEONAIOTCS OOIIEPHHATHIE ab0peBUaTYPHI
1 rpapuIecKye COKpalleHNs.

IIpy yKa3aHWH B TeKCTe (paMUIIUHM JIMLA HHUITHATIBI CTABATCSA II0CIE bamMuIMH.

B nenoBbIX (CITyeOHbIX) MUCEMax UCIIOIB3YIOTCA:

BCTYIIMTENbHOE 00pallieHHe:

VBaxcaemslii rocriozud Ipencenarens!
VBa)kaeMblii rocriofgiu MUHHCTP!
VBaxkaeMslii rocrioguH iBaHoB!
VBaxaemas rocmoxa Ierposa!
Veaxaemslii iBan IletpoBud!
YBaxaeMas AHHa HuxosaeBHa!
VBaxkaemble rocrojal

3aKIIOUUTEIbHAS STUKeTHAs ppaza: «C yBaKeHHEM, ...».

HanMeHOBAHUE JOMKHOCTH B OOpAllleHMM IHIIETCS C TPOMHUCHOH OYKBEI,
B 0OpalieHuy 110 GaMuIuK HHULUAIEL JIMIA HE YKa3bIBatoTCA.

244, OTMeTKa O TpPHIOKEHWH COIEPXXHT CBEAEHHA O JOKyMEHTE
(IOKyMeHTax), ~ IpHJaraeMoM K  CONPOBOIWTCNBHOMY — MUCHMY, HHOMY
MH(GOPMAIIMOHHO-CIIPABOYHOMY HOKYMEHTY, WM O TOM, H9TO AOKYyMCHT SBJISETCS
IIPAJIOXKEHHEM K OCHOBHOMY JOKYMEHTY (HOpMATHBHOMY, PacHOPSAUTEIbHOMY HIH
HTHOMY).

B conpoBOAMTENBHBIX MHCBMax H JPYTHX UHGOPMAIMOHHO-CIIPAaBOYHBIX
JOKyMEHTaX OTMETKa O [PHIIONKEHHH 0GOPMIIAETCA [I0/| TEKCTOM OT IPaHHIibl JIEBOTO
TIOJIS CIIEAYIOLM 00pa3oM:

eCJIM MPUJIOKEHUE HA3BAaHO B TEKCTE!

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

€CJIY IIPHUJIOKECHUE HE Ha3BaHO B TEKCTEC HJIHU €CJIH IIpI/IJ'IO)KeHI/Iﬁ HECKOJIBKO!

IIpunoxenne: 1. ITomoxenue 06 YIIpapleHHH PETHOHANBHOIO KpeIUTOBaHHU
Ha 5 1. B 1 2K3.
2. CrpaBKa O KaJ[pOBOM COCTaBe YTIpaBIeHUs PErHOHAIBHOTO
KpeJUTOBaHHUs Ha 2 JI. B 1 5Kk3.

eCIIH MPUIIOKeHue (TPHIOKEHH) c6pomropoBaHo(bl):

[TpuioxeHue: B 2 9K3.

Ipunoxenne: otdeT o HAP B 2 3K3.

eclin  JOKYMCHT, SIBIISFOIIAMCS MMPUIJIOKEHHUEM, HMEET TIPHITOKCHHA
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¢ CaMOCTOSTENbHOM HyMepaluen CTpaHuIL:

[IpunokeHne: JIOTOBOP ~BO3ME3JHOTO  OKA3AHMi yemyr ot 05.09.2017
Ne 32-17/72 u npunoXxeHus K HEMY, BCETO Ha 7 1.

eCJIH IIACHMO HAIIPABIAETCS. HECKONBKAM aJipecaTaM, a OKyMEHT-TPHIIOKCHHC
TOJIBKO IIEPBOMY aZpecaTy:

[Tpunoxenue: Ha 3 J1. B 1 9K3. TONBKO B IIEpBBIX agpec.

eci¥ MNPHIOXKEHWEM SBIIOTCS JOKYMEHTBHI, 3alHMCAHHBIC Ha (hU3NIECKH
060CO0 IEHHBIHN SJIEKTPOHHBIA HOCHTEIIb:

[Ipunoxenne: DVD-R B 1 3k3.

IIpu 5TOM Ha BKJIAABIIIE (koHBepTE), B KOTOpHIA IOMEIIACTCA HOCHTEIND,
YKa3bIBAIOTCS HAWMEHOBAHHA JIOKYMEHTOB, 3alMCAHHBIX HA HOCUTENh, WMEHA
¢aiinos, 06beM B HaliTax.

B pachopsAUTENbHBIX JOKyMEHTax (mpHKa3axX, PaclopsHKEHHIX), AOroBopax,
ONOKEHMAX, [paBUIaX, HHCTPYKIHAX H  JAPYTHX JIOKyMEHTax OTMeTKa
0 TIPUIOXKEHHH OQOPMIIIETCA CIIEyIOIIUM obpazoM:

B TeKcTe HOKyMEHTa IpH MepBOM YIOMHHAHHH JTOKyMEHTa-TIPUJIOKCHHSA
B CKOOKax yKa3bIBacTCA: ...(OpHUnOXeHne) WK ... (IPHIOKEHHE 1), (mpuoxeHUe
Ne 1);

Ha TIepBOM JIHCTe JOKyMEHTa-TIPHIOKEHHS B IIPaBoM BEpXHEM YTy
yKa3bIBACTCA:

[Tpunoxenue Ne 2

Kk npukazy ®bY «HaumeHoBanue

OpraHu3anym»
ot 15.08.2017 Ne 112

Ecny IpHUIOKEHHEM K PacTiopsAuTebHOMY JOKYMEHTY SBIISIETCS JIOKATBHBIN
HODMATMBHEIA ~ aKT ~ WIM  HHOH  JOKyMEHT, yTBEpXKIaeMblii  JaHHBIM
PaCIIOPSIUTENBHEIM JIOKYMEHTOM, Ha TEPBOM JIHCTE TIPAIOKEHHUS TPOCTABIIAETCS
oTMeTKa 0 HpuioxeHHH (6e3 CCBUIKA Ha pacoOpAIUTENbHBIA JOKYMEHT) U TpH}
YTBEpKIEHUS, B KOTOPOM YKa3bIBAIOTCA JIAHHBIC PACIIOPAAUTENBHOTO JIOKYMEHTa,
KOTOPBIM yTBEPXK/JEH HOKYMEHT-NPUIOKEHHE. Hanpumep:



18

[Tpunoxenue Ne 1

VYTBEPXIEHO
npukazoM ObY «HanmenoBaHue

OpraHU3aluH»
ot 18.09.2017 Ne 67

2.45. Tpud cornacoBaHUs INPOCTABIAETCH Ha JOOKYMEHTe B Cllydae €ro
BHEIIHEIO0  corjacoBaHus  (COTJIacOBaHME €  OpraHaMy  BJIaCTH, HHBIMH
OPTraHU3aLHsIMH, JODKHOCTHBIMH JIMIAMH).

I'pu¢ cornacoBaHus B 3aBUCHMOCTH OT BHJA JOKYMEHTa U OcOOEeHHOCTell ero
0(hOpMIIEHUST MOXKET TPOCTABIIATHCS:

Ha TIEpBOM JIUCTE JOKyMeHTa (eciii HOKyMEHT HMMEET THTYJBHbBIH JHCT, — Ha
THUTYIBHOM JIACTE) B JIEBOM BEPXHEM YTy Ha ypoBHE rpuda yTBep)KIESHUS UM IO]
HalMEeHOBaHMEM JOKyMeHTa OJIFbKe K HIDKHEMY MOJIIO);

Ha MOCJIEAHEM JINCTE JOKYMEHTA IOl TEKCTOM;

Ha JIMCTE COrMIAaCOBAHUS, ABIIAIONIEMCS HEOTHEMIIEMOM YacThIO IOKYMEHTA.

I'pud cormacopanus cocroutr u3 cioBa «COIVJJACOBAHO», nomkxHOCTH
JNMIA, ¢ KOTOPHIM COITIACOBAH NOKYMEHT (BKIIOUas HaHMEHOBAaHME OpraHW3alliy),
ero COOCTBEHHOPYYHOM IIOAIKCH, WHHLIMANOB, (aMUIWK, HaThl COTJIAaCOBAHHA.
Hanpumep:

COI'JJACOBAHO
I'eHepanbHBIN JUPEKTOD
OBY «HaumeHnoBaHue

OpraHu3aIyumn»
IToonuce  W.O. @amunus
Jarta

Ecnu cornacoBaHue OCYIIECTBISAETCS KOJJIETHAIbHBIM, COBEIIATEIBHEIM HIH
WHEIM OpraHOM, B TpHde COIacoBaHHs YKa3hIBAIOTCS CBeleHHs 00 oprane,
COrTIacOBABIIEM JOKYMEHT, JaTe U HOMEpe IPOTOKONa, B KOTOPOM 3a(hHKCHPOBAHO
pelleHWe O coracoBaHMM. Ecmm cornacoBaHHe OCYIIECTBIACTCS —IHCBMOM,
YKa3BIBAIOTCS BHJA JOKYMEHTa, HaMMEHOBAHHME OpraHH3aluy, COrJIacoBaBIlIEH
JIOKyMEHT, [laTa ¥ HoMep mickMa. Hanpumep:

COT'’JTACOBAHO
Hay4uHO-TeXHUYECKHM COBETOM

ObY «HanMeHOBaHHE OpraHU3ALIHID)
(mpoTOKOIM OT Ne )
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COTI'JIACOBAHO

mucsMoMm OBY «HaunmeHoBanue
OpraHu3aIHmn

oT Ne

2.46. BHyTpeHHee COTNIacOBaHWE [OKyMEHTa odopmiisieTcs Bu3od. Busza
BEIpakaeT MHEHHE JIUL(A, BU3UPYIOIIETo MPOCKT JOKyMeHTa, U BKIIOYaeT: NOJDKHOCTE
JWIa, BU3HMPYIOLIEro JOKYMEHT, MOAIMC, paciuidpoBKy IOIMHKCH (MHULHAAIBI,
GaMuInIO) ¥ 1aTy BUSHPOBaHHA. Harmprmep:

PykoBOUTEN IOPUIHIECKOTO otTIena
Iloonuco N.0. ®amunus
Jlata

[Ipy HanW4EM 3aMeYaHHH K JOKyMEHTy BH3Y 0(GOpMIISIIOT  CIISIYIOIIMM
obpaszoM:
3ameduaHus IpUIaraloTcs.

PyKOBOAKTENH IOPHNIECKOrO OTACHA
HHoonuce W.O. Gamunms

Jlata

B OKyMeHTaX, IOJIMHHWKH KOTODHIX XpamiTci B OpraHm3alyy, BHU3BI
pOCTABSIOT Ha TIOCTEJHEM IWMCTe JOKYMCHTA oA TONIHCEI0, Ha obopore
HoCTeNHero JHCTa TNOMIMHHAKA JOKYyMEHTa WM Ha JIMCTE COTJIacOBaHMS
(BM3UPOBAHHS), IPAIATAEMOM K OKYMEHTY.

B  mcxonsmmux JOKyMEHTaX BH3bI IIPOCTAaBIIIOTCA  Ha 3K3eMIULIpax
IOKYMEHTOB, TOMELIAEMBIX B JIEI0.

TIo YCMOTpEHHUIO OPraHM3aliy MOXET MPUMEHITECA HIOJIMCTHOE BU3MPOBAHUE
JOKyMEHTA U €T0 IIPHUIIOKEHHH.

CornacoBaHue IPOEKTOB JIIOKyMEHTOB (BHEIIHEE, BHyTpEHHEE)
OCYIIECTBIIETCA B COOTBETCTBHH C ITyHKTaMH 4.1 — 4.11 IIpumepHOH HHCTPYKIUH.
2.47. Tloamucey BKJIFOYAECT: HanMEHOBaHNE IIOIKHOCTH LA,

HOAMMCHIBAIOLIEr0  JTOKYMEHT, €ro COOCTBEHHOPYYHYIO IOAIHCH, HWHUIIAATBL,
damumro. Hanpumep:

[eHepanbHbI AUPEKTOP Ioonuco N.0. @amunud

Ecimu NDOKYMEHT O(bOpMJICH He Ha OnaHke, B HauMeHOBaHHe IOJDKHOCTHU
BKJIIOUAETCS HAaUMCHOBAHHC OpraHu3aiui. HanpnMep:
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I'eHepaibHBIA TUPEKTOP
®BY «HavMeHOBaHUE

OpraHU3aLUI» Ioonuce N.0. @Gamunus

[Ipu odopmieHHH IOKYMEHTa Ha 6raHKe MOJDKHOCTHOTO JIMIA JOJDKHOCTD

3TOTrO JIUIIA B TOAIIACH HC YKa3bIBaCTCA.

Ioonucw N.0. ®amunusd

HpI/I MOAIIMCAaHUN JOKYMEHTa HECKOJIEKMMM  JTOJDKHOCTHBIMH JUaMy,

3aHUMAIOUIMMH pa3Hoe MOJIOKEHHEe, UX NMoANNCH pacnonaranTc;l oIHa mnoj I[pyI‘OI/I

B [IOCIIEI0OBATEIHHOCTH, COOTBETCTBYIOLIEH CTAaTyCy NOJKHOCTH. Hanpumep:

T'enepaibHBIA AUPEKTOP IToonuce N.0. Gamunud

['naBHBIH Gyxranrep Ioonuce N.0. Gamunud

HpI/I MOoANUCaHut JOKyMEHTa HeCKOJIbKMMM JIUIIaMH paBHBIX lIOJI)KHOCTCﬁ HnXx

TIOZIITACH PACIONIararoTCs Ha OHOM ypOBHE. Hanpumep:

3aMecTUTENh AUPEKTOpa 3aMecTUTENb TUPEKTOPA
1o (pUHaHCOBBEIM BOTIPOCaM 10 aIMHHUCTPATUBHAIM BOIIPOCaM
IToonuco N.0. damunus Iloonuco N.0. ®amunusa

B JOKYMCHTaXx, MOATOTOBICHHBIX KOMUCCHEN, B IOANNCH YKa3bpIBacTCA cTaryc

JIAIIa B COCTaB€ KOMUCCHH. HanpnMep:

HN.0. ®amunusa
INpencenaTens KOMACCHH IToonuce
YieHbl KOMUCCHH Ioonuce HN.0. Gamunusg
Iloonuco N.0. ®amunus
00513aHHOCTH

HpI/I [MOANKHCAaHUU  JIOKYMCHTA JIAIIOM,  HCIIOJHAIOIHUM

PYKOBOJIMTEIIA, IoanucCh 0(1)0pMJI$IeTC5I C yKasaHHuEM craryca IOJDKHOCTHOTO JINIAa B

COOTBETCTBHH ¢ TIpHKa3oM (pacropsxernrem). Hanpumep:

HW.o0. nupekTopa IToonuce N.0. Qamunnsd

Win:



VICIOMHAIONIHH 0053aHHOCTH
JIMpEKTOpa IToonuco N.0. Gamunud

[Tpy TIOANECAHMU TOKYMEHTa IHIOM, JIMEIOIUM TIPaBo MOJANHCH B CIy4ac
BPEMEHHOTO OTCYTCTBUA PYyKOBOAUTEN, JICTIpaBJieHUs B HAaUMEHOBaHHUE JIOJDKHOCTH
1 paciippoBKy (haMIIAHU IIOAFOTOBJIEHHOTO ¥ COIJIACOBAHHOTO MPOEKTA IOKYMEHTa
BHOCATCS OT pyKM HIM C HCIOJNB30BaHHEM COOTBETCTBYIOIIMX IITAMIIOB. He
JOMyCKaeTcs CTaBUTh KOCYIO HepTy, HaJmuch «3@» Tiepel] HAMMEHOBAHHEM
MOIDKHOCTH JIMIAa B TOJAMNHUCH, CCIH JHOKyMEHT NOJNHUCHIBACT HHOE JIOJDKHOCTHOE
JIULIO.

2.48. OTMeTKa 00 DIEKTPOHHOH MONMHCH HCIIONB3YEeTCA Ui BU3yaIu3aluy
3MEeKTPOHHOHM TOMNMKCH TOJTydaTesieM JIOKyMEHTa TpH oOMeHe DIEKTPOHHBIMU
JIOKYyMEHTaMH, TOIIHCAHHBIMH YCHJICHHON KBaTH(HUIUPOBAHHOM AIIEKTPOHHON
[IOITHCHIO.

B cooTBeTCTBHH C 3aKOHOAATEIHCTBOM Poccuiickoit CDe):Lepam/mm oTMeTKa 00
SNEKTPOHHOH  TIOATIUCH dopmupyeTcss ¥  BU3yaITHSHPYeTCH IPOrpaMMHBIMH
cpencrBamu. OTMeTKaA 00 »IEKTPOHHOHM IIOJMHCH BKIIOYACT ¢pazy «JlokymeHtT
[IOJTIMCAH SJEKTPOHHOH MOIITHCHIO», HOMEP cepruduKaTa KIH0OIa HIEKTPOHHON
MoAmicH, (QaMuiIuio, MM, OTHCCTBO Brajenpla cepTUdHKara, CpPOK IeHCTBUSA
cepTU(HKATa KIIH0Ia 3nexTpoHHOM roxmicy. Hanprmep:

AOKYMEHT NOAMUCAH
Jlupexrop 3NEKTPOHHOM MIOANVCHIO N.0. ®amunus
CepTuduKar 1a111a2a000000000011
Bnageney Pamunua Mma OTuecteo
[LlencreuTeneH ¢ 01.12.2012 no 01.12.2017

[Tommvicanue (YTBEPXJAEHHE) HNOKyMEHTa OCYLIECTBISETCS B COOTBETCTBHH
¢ yrkToM 2.47 IIpuMepHO# HHCTPYKIHH.

7 49. Tleyars 3aBepseT NOMJIUHHOCTb IIOAIHCH JTOJDKHOCTHOTO JiMIa Ha
JOKyMEHTax, YAOCTOBEPAIOMIX IIpasd aul, (GUKCUPYIOMMX (axThl, CBA3aHHBIE
¢ (PMHAHCOBEIMH CPEICTBAMH, a TAKKe Ha MHBIX HOKyMEHTaX, IIpe/lyCMaTpUBaIOIHX
3aBepeHue MOMIICH IeYaThio B COOTBETCTBUU C 3aKOHOJATEIHCTBOM Poccuiickoit
Odepnepany.

JIoKyMEHTHI 3aBEPSIOT NEYaThIo opranmsanuu. lledarh npocTapiseTcs, He
3axBaThiBas COOCTBEHHODYYHO! TMOIMHCH JAIQA, MOAMUCABIIEero JOKyMEHT, HIIH
B MecTe, oGo3HagenHoM «MID («MecTo TedaTn»).

1 TIpukas MunucTepCTBa CBA3H H MACCOBBIX KOMMYHHKALIMH Poccwuiickoii Penepauny H denepanbHOM
ci1y>0Bl OXpaHbI Poccuiickoii @enepamuu ot 27 mas 2015 1. Ne 186/258 «O0 yTBEpXKACHUH TpeGopaHui
K OpTraHM3aLHOHHO-TEXHUIECKOMY B3AMMOJEHCTBHIO TOCYapCTBEHHBIX OpraHoB M rOCyAapCTBEHHBIX
opraHu3aluif  MOCPEACTBOM ofMeHa JOKyMEHTaMM B OJCKTPOHHOM  BHJCY (3aperucTpupoBaH
B MuHHCTEpCTBE FOCTHLIMH Poccuiickoit ®enepamiu 22 centsiops 201 5 r., perMCTPALMOHHBIH Ne 38956).
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2.50. OTMeTKa 06 HMCIIONHHUTENE BKIIOYAET (aMIIHIO, UMA 1 OT4eCTBO (IIpH
HANMYMHA) HCIIOJIHHUTENS, HOMEP €ro Tenepona. OTMeTKa 00 HCHOJHUTENS MOXET
JIOTOJHATbCA ~ HAVMEHOBAaHHEM  JOIDKHOCTH, CTPYKTYPHOTO  TIOZApPA3JIENeHIs
¥ 3NEKTPOHHBIM a/[PECOM HCIIONHHUTEILA. OrMeTka 06 ucronnurene oGpopMirieTcd Ha
JIAIIEBOM CTOPOHE MOCIEAHErO JIHCTA JOKYMEHTa OT TPAHHUIE! JIEBOT'O TIOJIS WM, IIPU
OTCYTCTBMH MECTa, — Ha 0GOPOTHOH CTOPOHE JINCTa BHHU3Y cieBa. Hanpumep:

WnpuH Wnbs Wnend, OT/aen ynpasieHus epcoHalom, BENyIIUHA CIEIHATHUCT
+7(495) 924-45-67, Ilyin_Iv@techno.ru

OTMeTKka 00 MCIIONHHUTENe MOXeT OQOpMIATHCS Kak HYDKHHM KOJIOHTHTYJI
¥ HedaTaThes MpuTOM MEHBILETOo pasMepa.

75]. OTMeTka O 3aBEpEeHHH KomuM OoQopmiseTcs i HIOJTBEPKACHHS
COOTBETCTBHS KOIIMH HOKYMEHTa (BBIHCKH 3 HOKyMEHTa) TIOMIMHHAKY JOKyMCHTA.
OTMeTKa O 3aBepeHHH KOIMHM MPOCTABIIACTCA HA CcBOOOZHOM OT TEKCTa MecTe HIIH,
IIpH OTCYTCTBHH CBOOOJHOTO MeCTa Ha JIMLEBoit CTOpOHE JOKyMeHTa, Ha obopore
TOKyMEHTa M BKIOYaeT: CJIOBO «BepHo», HaUMeHOBaHWE JOJDKHOCTH JIHIA,
3aBEpHBILIETO KOMHIO; €ro COOCTBEHHOPYUIHYIO TMOAIHUCH; pacippoBKy NOAIHACH
(MHUIAANEL, (HaMIIHIO); ATy 3aBEpeHHS KOTIHH (BBIIIACKH 3 JTOKYMEHTA).

ECIIH KOTIAsI BBIIAETCS I TPe/CTaBIeHus B APYTYI0 OpraHu3aiHio, OTMeTKa O
3aBepeHMM KOIIUHM JIOTIOJHSACTCSA 3aIHChI0 O MECTE XpaHeHus JOKyMEHTa, C KOTOpOro
6ELTA M3TOTOBJIEHA KOS, U 3aBepAETCs MeYaThio OpraHi3alim. Hampumep:

TToyIMHHUK JOKyMEHTa HaXOMUTCAd B ®OBY «HanMeHOBaHHE OpraHU3alvN»
B nene Ne 08-05 3a 2015 r.»

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

Ha xommax MHOTOCTpaHUYHBIX JOKYMEHTOB OTMETKa O 3aBCpEeHHUH KOITHUH
TIpOCTaBIACTCA Ha KOKIOM JIMCTE JOKYMCHTA WM Ha TIOCJIEOHEM JIUCTC IPOIIUTOTO
WIA CKpEIUICHHOT'O HUHBIM o6pa30M JOKYMEHTA. 3anmuch O MecTe HaXOXIACHUA
NMOAJIUHHHUKA IIpOCTaBJBICTCﬁ TOJILKO Ha IIOCJIEAHEM JIUCTC JOKYMCHTA.

I[HH 3aBepeHUs KOIIMHA JOKYMEHTA, PI3I‘OTOBJI€HHOI71 Ha 6YMa)KHOM HOCHUTCIIC,
MOXKET HCIIOJB30BAThCA IITAMIL.

Komuu »i1eKTPpOHHBIX JOKYMEHTOB, HaIpaBIAEeMBbIX o I/IH(l)OpMaHI/IOHHO-
TG.TICKOMMYHI/IKaI.II/IOHHOi;I CETH, 3aBCPAIOTCA BHGKTpOHHOﬁ MOANHCEIO pYKOBOJII/ITeJTSI
opraHu3anvn HUJIM UHOTI'O }’I'[OJIHOMO‘ICHHOI'O UM JIMLa U BBEICHUIAIOTCA MOJIy4aTeIto
C COHpOBO,I[I/ITeHBHLIM IIHUCBMOM B (bopMe 3JIEKTPOHHOI'O JOKYMECHTA.
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Komnuu 371eKTpOHHEIX JOKYMEHTOB Ha (QU3MYECKM 000COOIEHHBIX HOCHTEINX
BBICHUIAIOTCS TTOTYYATENIO ¢ COMPOBOAUTENBHEIM ITHCEMOM Ha GYMaXKHOM HOCHTETIE.

B CONpOBOAWTENPHOM IHCbME K KONHAM OJICSKTPOHHBIX JOKYMEHTOB
YKa3bIBaeTCsl:

HauMeHOBaHKEe MH(OPMAIIOHHON CUCTEMEI, B KOTOPOW XpaHATCs JOKYMEHTEL,

HAaUMEHOBaHMs JOKYMEHTOB, KOIIMY KOTOPBIX HAIIPABJISIOTCS MOTy4YaTelo;

Ha3BaHWs (aiiloB TOKYMEHTOB ¢ yKasaHueM (opMaroB Qaiinos u obbeMa
Kaxaoro daiina B H6aiftax;

JlaTa U3rOTOBJICHHUS U 3aBEPEHUS] KOIIHH.

ITpu 3TOM Ha ¢u3UYecKd 060COOIEHHOM HOCHTEIE HECMBIBACMBIM MapkepoM
yxasbiBaetcs: «[IprioxeHne K MMCbMY OT (ara) Ne ...».

Konusi 31eKTpOHHOTO JOKYMEHTa, NMpEeACTaBlIeHHAs B BHAE JOKYMEHTa Ha
OyMaXHOM HOCHTeNle, 3aBepseTcd B MOpsAAKe, YCTaHOBICHHOM ITpumepHOH
MHCTPYKIMEW Ui 3aBepEeHMsl KONHMA JOKYMEHTOB Ha OyMaXHOM HOCHUTEIE,
C yKazaHueM, B Kakod MH(ODMALMOHHOM CHCTeME XpaHUTCS 9JIEKTPOHHBINA
JIOKYMEHT.

2.52. OT™MeTKa O MOCTYIUIEHHH IOKYMEHTa CIYXHT U1 MONTBEPXICHHUA
dakTa NOCTYIUIEHHS AOKYMEHTa B OPTaHM3alliio M BKIIOYAET AATy MOCTYINICHHA
¥ BXOJSIIMH PErMCTPALMOHHEBIA HoMep noKyMmeHTa. IIpH HEOOXOIHUMOCTH OTMETKA
0 HOCTYIIEHMH MOKET JOIONHATHCSA yKa3aHHeM BPeMEHH NOCTYIUICHHS NOKyMEHTa
B Yacax ¥ MHHYTax ¥ crioco0a JIOCTaBKH JOKyMeHTa.

OtMeTKa O IIOCTyHJIeHHH JIOKYMEHTa MOXET IPOCTAaBJIATECA C IMOMOMIBIO
IITamia.

2.53. Pezomonys JOJDKHA COAEpXKaTh YKa3aHHWE IO MCIIOJHEHHIO TOKYMEHTA.
Pezomonys ohOpMIIIETCS HAa CBOOOXZHOM MecTe pabodero Iojsi NOKyMEHTa, Ha
GIIaHKE PE3OJIOLMH MM BHOCHTCA HEMOCPEACTBEHHO B CHCTEMY 3JICKTPOHHOIO
JIOKYMEHT0000poTa.

Pesomonps JO/DKHA BKIIOYATh: (aMUIIIMIO, HHHUIMANBL  HCIIOJHHTEIIA
(ucmionuuTeNeR), MOpyYEHHe MO TOKYMEHTY (KOHKpETHOE 3alaHME IO HCIIOIHEHHUIO
JOKyMeHTa wid (OpMyIMpOBKa LEIH  PacCMOTpEHUA JOKyMeHTa), IIpH
HEOOXOMIMOCTH — CPOK HCTIOJIHEHHS, TIOANKCH JIHIIA, BEIHECIIEr0 PE3OIONHIO, AaTy
pe3omoum1:

davumus U.0., ©amumus 1.0.
[Mpomly MOATOTOBHUTH IIPEMIOXKEHH
k 10.11.2017  Iloonuce

Jlata
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Cpox WCIONHEHHS MOpYdICHHA HE JIOJDKEH yKa3bplBaTbCHA, €CliM OH Ha3BaH
B TeKcTe TOCTYIUBIIEro MOKyMEHTa H PYKOBOJMTENb HE CUMTACT HE0OXOIUMBIM
J3MEHUTh €r0 B CTOPOHY COKpallleHHA Wi SBISleTCS THIIOBBIM JJId JaHHOro BHIA
IOKyMEHTa.

Ilpu yKa3aHWW HECKONBKHX pcmonHpTeneit (Gammius  OTBETCTBEHHOIO
JCIONHHATENS YKa3blBaeTcs TepBOH, TIOMYEPKUBAETCS WU 06o3HayaeTcs CJIOBOM
«OTB.» (KOTBETCTBEHHBI).

754, OrMeTKa O KOHTpONE CBHACTENBCTBYET O [IOCTAHOBKE IOKyMeHTa Ha
KOHTPOIlb, IPOCTABISETCS WTAMIOM «KOHTpOJIb» Ha BEPXHEM II0TIE IOKyMEHTA.

755. OTMeTKa O HaIpaBleHHK JOKYyMEHTa B JeNo ompenenseT MecCTo
XpaHeHHs JOKyMEHTa IIOCIC 3aBepiieHmst paboTel ¢ HUM U BKJIIOYAeT: CJI0Ba
«B nenoy, WHAEKC Hena Mo HOMEHKIAType e, B KOTOpOe TIOMeIaeTcs NOKyMEHT
Ha XpaHeHue, ¢ YKasaHWeM ro/d, JOJDKHOCTH JIAIa, OQOpMHBIIETO OTMETKY,

nommucy, fatel. Hanpumep:
B memo Ne 01-18 3a 2017 r.
3aB. OT/IEJIOM KOPIIOPaTUBHBIX IIPOCKTOB
IToonucoe Jata

OTtMeTKa O HaHpaBHCHHH JOKyYMCHTa B JeJI0 MOXET JOIOJHATHCA KpaTKiMH
CBEJACHUSAMH O XapaxkTepe UCIOJIHEHUS TOKYMEHTA.

III. TloaroToBKa 1 ohopMIIEHHE OTACIBHBIX BHJIOB JOKYMECHTOB

3.1. JloxanpHBlE HOPMATUBHbIC aKThI (manee — JIHA) opranusaiii U3IAI0TCA
B BHOe IpaBull, OJNOXKEHMH, MHCTPYKLMH,  peryiaMeHTos, HiepedHei,
K7acCH(UKAaTOpoB M JpYrux BUIOB IOKYMEHTOB. PexomeHayeMblii  00pasel
ofopmienns JIHA Ha npUMEpe [IOJOXKeHHs O CTPYKTYDHOM TOJpasieieHiH
(npunoxenne Ne 1).

JIHA npuoOpeTaloT — IOPUNMICCKYIO culy Tmocne WX  YTBEPKCHMA
pacropsMTeIbHBIM JOKYMEHTOM (mpuKa3oM) WIH HernocpenCTBEHHO
PYKOBOJUTENIEM OpraHu3aii MHBIM YIIOJIHOMOYEHHBIM MM JIHLIOM.

PyxoBoauTenu CTPYKTyPHBIX fofpasieieHui He BIPaBe U3/aBaTh JIHA.

3.2. JTHA moryT OBITE:

[TOCTOSIHHO eHCTBYroIMMH (6e3 orpaHmieHIA CpoKa uX NIpUMEHEHH);

BpEMEHHBIMHU (JIeHCTBYIOMMMH B TedeHWe YKA3aHHOTO B HHX CpoKa WM i (6]
HACTYILIEHHUs ONPENIETICHHOT0 COOBITHSA).

3.3. OcHOBaHHEM JJIs U3JIaHUA JIHA aBISXOTCA:
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3aKOHOJATeNbHBIE M WHbIE HOPMATHUBHBIE IIPAaBOBHIC AKTHI Poccuiickoi
Peneparmu  (yKaskl U PacTIOPKECHHS ITpesunenta Poccuiicko#t Penepanyy,
[OCTAHOBJIEHHs W pacropspkeHus IIpaBuTenbCTBa Poccuiickoii @enepaiiviy, aKThl
(helepaTbHBIX OPTaHOB MCIIONHUTENBHOMH BJIACTH);

3aKOHOJATeNbHBIE aKTHhl cyOnexra Poccmiickoit Penepanyy, HOpMaTHBHbIC
IpaBOBblE AaKTHl OPraHOB roCy/apCTBEHHON BIacTH CyObeKra Poccwuiickoi
Oenepanyu,

paHee u3nanHbie B oprarusamuu JIHA W/WIIA PaclopsAUTeIbHbIe IOKYMEHTBI.

3.4. JIHA u3gaioTcs B LENIX:

YCTAHOBNEHWs. HOPM, TpeOOBaHMH, IpaBAl B OTHOMICHHH npeaMeTa
HOPMATHBHOTO PEeryJIHMpOBaHHs, paHee He SBIABIIEMCH NPEIMETOM perynupOBaHUsg
B OpraHu3aluy,

M3MEHEHHs] CYyIIECTBYIOUMX HOpM, TpeGOBaHMH, MpaBuIl, YCTAHOBICHHBIX
paHee U3aHHBIMH HOPMATUBHBIMU TOKYMEHTAMH;

OTMeHBI paHee YCTAHOBJICHHBIX HOPM, TPeOOBaHMM, IPABHIL.

3.5. Tpennoxenue o pa3paboTKe MNpPOEKTa JIHA BHOCHTCS PYKOBOIHUTEIEM
CTPYKTYPHOTO ITOJPa3eNeH s WM HHBIM NOJDKHOCTHEIM JIALIOM.

3.6. JIHA pa3pabaTheiBacTCs B Cily4ae, €Ciu:

MMeeTcsl  y4acToK paboTel  (BOMPOCH! JeATENFHOCTH), HYXIAIOLIUKCS
B HOPMATHBHOM PEryJIHPOBaHUH;

TpefyeTcss BHECEHHE 3HAYUTENPHOTO KOIMYECTBA W3MEHEHHH B paHee
npunsaTeii JIHA;

BEISBIICHO Heckoibko JIHA, peryivpylomHX CMEXHBIC BOIPOCHI, KOTOPBIC
1es1eco00pazHo 0ObeIMHATE B OIMH JIOKYMEHT.

AxTryanmsanus pasee NpuBATEIX JIHA oCymecTBISETCA Hepe3 BHECCHUE B HUX
A3MEHEHUH.

3.7. Mpemnoxenne ¢ 0OOCHOBaHHEM HeoOXOMMMOCTH pa3paboTKH HOBOTO
JIHA npeicTaBisercs PyKOBOIHMTENEM CTPYKTYPHOTO IMOAPA3ACIECHUT HIH HMHBIM
YIIOTHOMOYEHHBIM JOJDKHOCTHBIM JIMIIOM PYKOBOIHTEIIO opraHm3anuy B (opme
JOKNaHoM (CIryKeGHOI) 3alUCKH, B KOTOPOH H3/1araeTes:

BOIPOC, TpeOyloImil pelleHus, C¢ H3J0XKEHHEM OCHOBHBIX HAIpaBJICHUM,
crI0co00B €ro pelIeHuUs;

TIPOrHO3 NOCJECTBHIH NPUHSATHS HOPMATUBHOTO JOKYMEHTA,

OpTaHM3aIMOHHbIE, KaJIpOBHIE, ~(UHAHCOBBIE, MaTepUalbHO-TEXHUIECKHE
¥ UHBIE MEPOTIPHSATHS, KOTOPhIE HEOOXONHMO 6yeT IPOBECTH B CBS3H C IPHHATHCM
HOPMATHUBHOTO JIOKyMEHTa;

nepedens paHee m3aHHBIX JIHA, moayexampux OTMEHE B CBSI3M C U3JlaHHEM
HOBOT'O HOPMATHBHOTO JIOKYMEHTA,

IpeTaraeMsIil CpOK JUIs pa3paboTKu NPpOekTa HOPMATHBHOTO JOKyMEHTA.
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3 8. Cornmacopanwe mpoekroB JIHA —ocymiecTBIsIeTCd B COOTBETCTBHH
c myaktamu 4.1 —4.13 [TpuMepHOH HHCTPYKIIAH.

3.9. JIHA yTBepxmaeTcs INPHKa30M pPYyKOBOIMTEI, eclii OJHOBPEMEHHO
¢ yTBEpXK/eHHeM HOPMATMBHOTO  JOKYMCHTA HeoOXOOUMO  TIPUHATH  MEPHI
OpraHM3aLUOHHOT0, (PUHAHCOBOTO, TEXHHIECKOTO, KaJpOBOTO MJIM MHOTO Xapakrepa
¥ 1aTh COOTBETCTBYIOIHE MOPYYSHU PyKOBOAUTEIIM CTPYKTypPHBIX NOJIpas/ieeHuH
YJI¥ MHBIM paGOTHHUKAM OpTaHU3aliH, a TAKKE eCItl He0OXO0IMMO BHECTH M3MECHEHHUA
JITH TIPU3HATh YTPATHBIIMME CHITy PaHEe YTBEPHKICHHDIC JIHA.

3.10. Usmenenns B JIHA wu oTMeHa JIHA odopMIAIOTCS MPHUKa3oM
PYKOBOJUTEI OpraHM3allil MM HHOTO JOJDKHOCTHOTO JIMIla, TPHHHAMABINCTO
pelieHre 00 yTBEPXACHHH JIHA.

Wamenennss B JIHA u ormena JIHA, yTBEpXACHHBIE HEIOCPEICTBEHHO
COOCTBEHHOPYYHOM  TOMIMHCHIO  PYKOBOMHMTEIA OpraHW3allid ~ WJIM  HHOTO
YIOJHOMOYEHHOTO WM JIOJDKHOCTHOTO JIHIIA B rpude YTBEPXKACHMS, BHOCATCAH
TIPEKA30M, H3/[aBAEMBIM PYKOBOAHUTEIEM OpTaHM3alliy WA HHBIM YTIOTHOMOICHHBIM
MM JOJIKHOCTHBIM JILIOM.

3.11. B Tekcre mpHKaza 00 YTBEPXKIACHHH, H3MCHEHHH wm otMene JIHA
HCIIONB3YIOTCS (POPMYITUPOBKU:

Ipu YTBEPXKAEHUH HOBOTO JTHA: «YTBepauTh (Ha3sBaHHE JIHA)» wnm
«YTBepaUTH (Ha3BaHUE JIHA) v BBeCTH B JEHCTBHUE C (nara)». Hampumep:

1. Vreepmuts IlonmoxeHue O JOKAJBHBIX HOPMATHUBHBIX aKTax

OpraHM3aLuy.

WIIH:
1. VrBepauts lllTaTHoe OpraHvsalMy Ha 2018 rog u BBECTH €ro

B meiictBue ¢ 1 suBaps 2018 T. (IpUIIO>KEHHE).

IIpH BHECEHHH H3MEHEHHH B paHee yreepxnaeHnbii JTHA: «BrecTd H3MEHCHHA
B (massanue JIHA). Hanpumep:
1. BaectH cieayrolye W3MEHCHHS B I1ItaTHOE pacnucanue Ha 2018 rox,
yTBEPXKIEHHOE NIPUKa30oM ®EY «HanMeHOBaHHe OpTraHU3aIlum» OT 25 nexaops
2017 r. Ne 345: ...
IpM OTMEHe paHee YTBEPXICHHOIO JIHA: «[Ipu3HaTh YTpaTHBLIMM CHIY

(mazBanue JIHA), yTBEpX/ICHHOE ... > Hampumep:
4. TlpusHaTh YTPaTHMBIIAM CHIY [lonoxeHue O HEHOPMHPOBAHHOM
pab6odeM JHE, yTBEPXKACHHOS IPHKA3OM ®BY «HaunMmeHoBaHHe OpraHH3alli»
ot 15 despans 2015 r. Ne 22.
3.12. OcHOBHBIMH PEKBU3HTaAMH JIHA sBngroTCA: HaWMMEHOBAaHUC
OpraHM3aly, HAUMECHOBAHNEC BU/A [OKyMEHTa 1 3aroJl0BOK K TCKCTY,
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COCTABIIAIONIME OHO IleNoe, rpud YTBEpXKAEHUs, MECTO H3JaHMs

IOKyMEHTA.

Ecnmu npoekr JIHA sBisieTcs MHOTOCTPaHWUYHBIM M K HEMy OQOpMILeTCS
TUTYJIGHBIH JIUCT, yKa3aHHBIE BBIIIE PEKBU3UTHI pa3MeIIaloTCs Ha TUTYJIBHOM JIACTE.

3.13. Uudopmaliusa CrnpaBouyHOro xapakrepa (rpadHKH, CXeMbl, TaOJHIIEL,
dbopMbI JOKYMEHTOB) oopmirsiercs B Buze npuinoxenuii k JIHA.

Ha mpunoxenusx k JIHA odopmnsercss peKBU3UT «OTMETKA O IPHUIOKEHHH»
B COOTBETCTBUH C MMyHKTOM 2.44 [IpruMepHOil HHCTPYKIUY.

3.14. JIHA BcTymaer B CHIy B CpOK, yKa3aHHBII B IIPHKase, KOTOPBHIM
yreepxaeH JIHA, wiu ¢ natel yreepxxkaenus JIHA.

3.15. PacniopsmuTensHble JOKYMEHTHl OpraHHM3alliM M3JaloTcs B (opMe
IpUKAa30B W paclopspkeHuii. PexomeHnyemble o0pasupsl OQOPMIIEHHs TpHKasa
¥ pacnopsbkeHus (nputoxxkenus Ne 2, 3).

I[puka3sl U34ar0TCS B LENIX OQOPMIICHHS PEIIEHUN:

HOPMATHUBHOTO Xapakrepa (ecnmd mpukasoM yTBepxjgaerca JIHA wm
IpUHAMAeTCsl pENIEHMe OPTaHM3alMOHHOTO XapaKTepa, HampuMmep, Hpukas o0
YTBEPXKIEHHUH CTPYKTYPbI U IITaTHOM YHCIEHHOCTH OpTaHU3AaLIuH);

OPraHU3aIlMOHHOTO0, aJMHHUCTPaTMBHOIO, B TOM YHCJE OIIEPaTHBHOIO
XapaKTepa 10 BOIIpocaM OCHOBHOM EATENBHOCTH OpraHu3aliy.

3.16. IIpoeKTH MPHUKA30B [0 OCHOBHOH AEATEIHHOCTH TOTOBST CTPYKTYpPHBIC
TONpas/ieieHlss OpraHM3allMid HAa OCHOBaHWM IOPYYEeHHMH pPYKOBOACTBa JMOO B
HMHUIMATHBHOM Mopsiake. OTBETCTBEHHOCTD 33 KaUE€CTBEHHYIO MOATOTOBKY NMPOEKTa
IpUKa3a, COrJIaCOBaHWE M IpaBHIBHOE O(DOPMIICHHE IPOEKTa HeceT PyKOBOAHTEID
Topa3/ieNieH s, KOTOPBIi FOTOBUT MPOEKT IPHKa3a U MPEACTABISET €ro Ha MOJTIHUCE.

3.17. Koutpons 3a TIpPaBHIBHOCTBIO O(OpPMIIEHHS IPOEKTOB IPHKA30B
ocyiectBisier Ciryx06a 1enonpon3BOACTBa OpraHU3aLuy.

3.18. Ilpukassl, U3aBacMble B OPraHM3aIlM, HE IOJDKHBI IPOTHBOPEYHTDH
3aKoHOJaTelbCcTBY Poccuiickoit ®enepaunuu, YCTaBy OpraHM3alliM, JOKAJIbHBIM
HOpMATHBHBIM aKTaM OpraHH3alUM ¥ paHee U3JTaHHBIM NpHKa3aM OpraHu3aliH.

3.19. Ilpukassl 10 OCHOBHOM AEATEIHHOCTH H3HAOTCS:

BO HCIIOJIHEHHE HOPMATHBHBIX [PaBOBEIX aKTOB OPIaHOB TOCYNApCTBEHHOH
BJIACTH ¥ BBIIIECTOSIINX OpraHU3allHii;

B IIEJIAX OCYINECTBIEHHUs YNPaBIEHYECKOH AEATENBHOCTH, BBHITEKAIOIIEH M3
GyHKIUHA U 33724 OpraHU3aIim.

3.20. Ilpukassl 1O OCHOBHOH [€ATEIBHOCTH COCTaBJIIIOTCI Ha OCHOBC
TIIATEFHOTO M BCECTOPOHHEr0 HW3ydYeHHs BOIPOCOB, TPEOYIOIIMX pa3pelieHus,
4106l coflepKaliecs: B IPHKA3aX MOpyYeHHs ObUIH KOHKPETHBIMH, 00€CTIeqHBaHCh
JIOCTATOYHBEIMH MAaTepUAJbHO-TEXHHYECKUMH ¥ (GHHAHCOBBIMH CpeICTBaMH H
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B NajpbHeHIIeM HCKIIoYaa HeoOXOMUMOCTh KOPPEKTUPOBKH IIPHHATHIX peleHui
B CBS3H C HETIOJHOTOMN WM HeZopabOoTKOM NpepIAyero NprKasa.

3.21. Tlpukasel  opraHmsanud  oQOpMIIOTCA  HA OnaHke  IMpHKas3a
C WCIIOJB30BaHUEM CJEAYIOIINX PEKBHM3HMTOB: JaTa JOKYMCHTa, perucTpaliOHHBINA
HOMep JOKyMEHTa, 3ar0J0BOK K TEKCTY, TEKCT, MOAIHNCE. JlaTa U PerucTpalOHHBIHA
HOMep TNpHKAa3a IMPOCTABIIOTCA TOCIHe NOAMHCAHMA MpHKasa PYKOBOLUTEICM
OpraHu3aLyy.

3.22. 3aronoBOK K IpHKasy redyaraercs 4epe3 OAuH MEXCTPOYHBIH MHTEPBAI
TI07l pEKBU3KMTaMH OJ1aHKa ClieBa OT IPaHHIIBI JIEBOTO MOJIA. Touka B KOHIIE 3aroJioBKa
He CTAaBUTCA. 3arolloBOK K IpHKazy (QopMylIupyercs C IPeIioroM «o» («ob»),
KpATKO ¥ TOYHO OTpaXkas COACpXKaHHE TEKCTa IIPUKa3a. Hampumep:

06 yrBepxaeHHN VIHCTPYKIHH IO IENONPOU3BOACTBY;

O nopsizKxe GUHAHCHPOBAHHA PEKIIAMHON KaMIIaHAN,

O co3AaHHH IKCIIEPTHON KOMHCCHH.

3.23. TekCT HpUKa3a COCTOUT M3 IBYX HacTel: o6ocHoBaHMs (TIpeaMOyJIbl)
¥ PacIIOpSIUTENbHOM JacTH. B 060CHOBAHMH YKa3bIBACTCS OCHOBAHUC, IpUYKHA HIIH
HeJIb W3aHug JoKyMeHTa. Hampumep:

B COOTBETCTBMH C NpHKa3oM MuHHCTEpCTBA CBA3H W MAaCCOBBIX
KOMMYHHKanuit ot 25 mexabps 2014 r. Ne 1494 «O6 yrBepxneHun IlpaBun
o6MeHa JOKYMEHTaMH B  OJIEKTPOHHOM  BHAC TPH  OpraHusaltiii
MH(GOPMALIHOHHOTO B3aHMOJCHCTBHD) ...

B 1eisx OpraHM3aUMH U IPOBEIEHHs paboThI MO SKCIEPTH3E ICHHOCTH
JIOKYMEHTOB, 00pa3yIoIIiXcs B AesTeIbHOCTH OpraHu3alliy, 1 orOopy UX 1)
nepesiady Ha XpaHeHHe B aDXUB OPraHU3allMy ¥ K YHHHTOKEHHIO ...

3.24. PacmopsiutenbHasd 9acTh npuKasa HaYUHAETCA CJIOBOM
«II P M K a3 Bl B @ 0», KOTOpOE 11e4aTaeTcs CTPOIHEIMHU GyKBaMH BpaspsKy.

PacriopsiiurenbHas 9aCTh MOXKET COACPKATh:

pellleHys OpTaHM3aALMOHHOTO Xapakrepa (yTBepIHUTb, CO3MATE, npeoOpa3oBath,
NMKBHAPOBAT, IPU3HATD YTPATHBIIAM CHILY);

KOHKPETHBIE TIOPYUeHHs ¢ YKa3aHHeM MCIIOJHUTENA (dcrionHUTENER) ¥ CPOKOB
UX BHITIOJIHEHUS.

3.25. Kaxpoe pelienue (mopydeHne) oQopMILIeTCa B NIPHKa3e Kak OTHENBHBIN
nyHKT. [IyHKTBI IIpHKa3a PacionaratoTcs B JIOTHKO-BPEMEHHOH IOC/IEN0BATEIBHOCTH
m HyMepyloTcs apabckumu Uudpamu. Ecmm mopydeHHe [AeTes KOHKPETHOMY
T0/Ipa3/ie/IeHRIOo, er0 HAMMEHOBAaHH)E MUIIETCS MOJHOCTRIO, B cKOOKaX yKa3bIBalOTCH
haMuIHd W MHWLUATE PYKOBOJWTENS MOAPA3AeNCHHs B HMEHUTCIEHOM nagexe.
Hampumep:
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...IpHKa3BBA:
1. VueGHO-MeTomudeckoMy otaeny (Pamunud Nn.0.) x 01.11.2017
[IOATOTOBHTh M TPEJCTaBUTh Ha YTBEPKACHUE ILIAH yueGHO-METOAMIECKOH
pa6oTtsl Ha 2018 rox.

Eciu TOpyYeHHE JAeTcs KOHKPETHOMY WCHONHMTENO, ero JIOJDKHOCTH
¥ QaMIITHS yKasbIBAIOTCS 6e3 CKOOOK B IaTENBHOM Najeke. Hampumep:

3. ['naBHOMY Gyxrantepy (Pamuius 1.0.) moaroToBUTE U MPEJACTABUTE
Ha PAacCMOTPEHHE U YTBEPXKIEHHE CMETY KOMaHIUPOBOYHBIX DPacXxofoB Ha
2018 rox B CpOK 110 30.11.2017.

[IpeanucsBaeMoe JEHCTBHE BBRIPAXKACTCA IJIArojioM B HeomnpeieJIeHHON
dopme. He nomyckaercs yIoTpeGsiTh HEKOHKPETHBIE BRIPAXCHHA THIA «YCHITUTBY,
«YCKOPHTBY, «0GECTIeTHTh B KpATIaHIIHE CPOKHD.

Ecni ONHOMY HCIIOJHHUTEII0 HEO0XOAMMO MOPYYMTH HECKOJIBKO pa3HbIX
3aJ@HAi C ONHUM CPOKOM BBINOIHCHMS, OTBETCTBEHHBIM HCIOJHUTENL H CPOK
JICTIOJIHEHHS YKA3bIBAIOTCS OJIMH pa3 B OCHOBHOM IIyHKTE, a NIOpY4eHUs] BBIAENIAIOTCA
B OTIeNbHBIE MONMYHKTHL. Eciu y TOpydeHHH pasHbie CPOKH WCIIONHEHHUS, CPOKH
YKa3BIBAIOTCS HE B OCHOBHOM IIYHKTE, 8 B KXJIOM MOJITYHKTE.

CpoK HCTIONHEHHs] JOJDKeH OBITh PEATBHBIM, COOTBETCTBOBaTh 00BEMY
npennonaraeMeix pabor. Ilpu yCTaHOBNCHHH CpoOka clleflyeT Y4YMTHIBATH BpEMs
JI0BeJIeHHs JOKYMEHTa 0 KOHKPETHBIX YICIIOJTHUTEIIEH.

Cpok WCIONHEHHs B ITyHKTaX pacIOpsS/ANTENEHOA 4acTd MpHKasa HE
yKasplBaeTcs B Cly4dasx, eciH NelCTBMS HOCAT PETyISpHBIM Xapakrep M HX
BLINOJHEHNE TPENUCHIBAETCS HA BECh MCPHUON meiicTBUs mpuKaza. KonuuecTBo
WCIIONIHATENEH IO  KaXIOMy  ITYHKTY (IOAIYHKTY) He OrPaHMYMBACTCA.
OTBETCTBEHHBIH UCIIOTHATEND YKa3bIBACTCA IIEPBBIM.

Eciu NpHKa3 OTMEHSET MONHOCTBIO WM HacTHTIHO paHee W3IaHHBIC
JOKYMEHTHl II0 TOMy e BONpoCy, TO B IpeAriocieHeM IYHKTe TpHKasa
HEOGXOMUMO X TEpEeYNCINTh C yKasaHHEM HauMCHOBAHHA INOKyMEHTa, €ro JaThl,
HOMepa, 3aroioBka. Hanpumep:

4. Tlpu3HaTh yTPAaTHBIIMM CHIY MpHKa3 OpraHusariH OoT 5 aBrycra
2010 1. Ne 175 «O6 yTBep)KACHIE DKCIEPTHOH KOMICCHH OpraHu3aIm».
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TMociequwii MyHKT TpUKasa — IYHKT O KOHTpOJC, B HEM yKa3bIBalOTCs
JOJDKHOCTh JTML[a, OTBETCTBEHHOrO 3a MCIONHEHUE JHOKyMeHTa B LeJOM, €ro
hamunust ¥ HEAHIEANEL. Hampumep:

4. KoHTpONb 32 HCTIOJHEHWEM IpHKa3a BO3JAracIcs Ha 3aMECTHTEs
reHepanbHOro upekropa PamMmims n.O.
B OT/IeNbHBIX CIydasx PyKOBOJUTENb OpraHu3alii MOXCT OCTaBUTH KOHTPOJb
3a COOOH:
KOHTpOJIb 32 HCIIONHEHUEM TIPUKa3a OCTABILIIO 33 coboi.

3.26. He BximouaeTcs B TEKCT NMpHKa3a IyHKT «ITpuka3 JOBECTH HO CBENCHUA
S

[loppasfeneHns M AODKHOCTHBIC JHIA, 1O cBeJeHHs] KOTOPBIX HEOOXOZMMO
JIOBECTH TIPHKa3, EPeYrcCIIIOTCA B yKa3aTele (ECTe, CITMCKE) PACcCHUIKH, KOTODBIi
FOTOBUTCS HCIONHHTEIeM ¥ MOXEeT OQOpMIATHCS —HA 00OpOTHOM CTOPOHE
TOCJIeJHETO JINCTA MPUKa3a.

3.27. B mpukasax He JOIyCKaeTCs.

M3MEHeHWe paHee YCTAHOBJIEHHBIX CPOKOB BBIIOIHEHHA 3aaHiil B CTOPOHY HX
yBETMYECHHUS;

IpUMeHEeHHEe POU3BOJIBbHbIX COKpAIlleHUH M HCKaXCHUC HauMEHOBaHUH
CTPYKTYPHBIX TOJIpas/eeHuH OpraHu3alyi, IOABEJOMCTBCHHbIX opraHusalyi -
HCITOJIHUTEIICH;

IpYMeHEHHE POU3BONIBHBIX (He OBIENPHHATHIX) TEXHWIECKHX H JIpyIHX
TE€pMHHOB, COKPAIIIeHHBIX CJIOB 1 HaMMEHOBaHMH.

3.28. Ilpu HamuIuu NpWIOKEHHH B TEKCTe INpHKasa B COOTBETCTBYIOIINX
ITyHKTaX PACTIOPSAMUTENBHOM HacTh JaloTCi OTCBUIKH: ... (mpunoxenue Ne 1) ...
(mpusnioxxenne Ne 2); ... «COTJIACHO TIPAIOKEHUIO, Ha TPHJIOKCHAN oopmILeTCs

OTMETKA O MIPHUJIOKCHUH:
TTpunoxenne Ne 1
k pukazy ObY «HauMeHOBaHHE

OpraHU3aIIID»
or 12.11.2017 Ne 215

Vsnanue BMecTe € IPUKa3oM NpHIOKEHHUH, He YNOMAHYTBIX B TEKCTC
IIOKyMEHTa, He JOIyCKaeTCs. ‘

Ecli MOKyMEHT, YTBEPXKICHHBIN IPUKa3oM, BIOCJEACTBHHU AEHCTBYET B BUIC
CaMOCTOSTENPHOTO JIOKYMEHTa, Ha TIEpBOM JIMCTe JOKYMEHTA B BEpXHEM IPaBOM
yIily HPOCTaBIsAETCA rpud yrBepiienus (TpH HeoOXOIUMOCTH, — C yKa3aHHeM
HOMepa NPHII0KEHHUs), HAPUMED:
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HucTpykuus VTBEPX/IEHA
npukasoM PBY «Haumenopanue

OpraHu3aIMm)
oT 22.01.2017 Ne 5

3.29. PacropspkeHHs ohOPMISIOTCS TIO TeM XK€ TIPaBAIaM, UTO K IPHKas®l, 3a
JCKIIOYEHHeM TOTO, YTO B KOHIE IpeaMOyJbl CTaBUTCA JIBOETOUHE, NOCIE HETo
ClleTyIOT ITyHKTHI PacTopsA/UTeIbHOM JaCTH. Hanpumep:

B mensx ucronHenus npukasa ®BY «HauMeHOBaHNHe OPTaHU3ALUID oT
22 aprycta 2017r. «O6 opraHu3amuy ¥ NpPOBENCHHH KoHKypca «Jlyammii
cekpeTaphb KoMmanua — 2017»:

1. PykoBomuTensM YNpaBIIeHHH, OTAENOB U naboparopuii B CpOK
n0 10 cenrabps 2017 r. MpeACTaBATh CBOM NPEIONEHHA O KaHIuOaTypax
cexperapeii ¥ 1eNONPOU3BOAMTENCH IS YIaCTH B KOHKYPCE.

2....

PacniopspkeHHsI MOTYT HE HMETb npeaMOyJIbL.

3.30. [lo OpeiCTaBleHHs Ha MOANMCH MPOEKT Tphkasa (pacmopsKeHuU)
COIVIACOBBIBAETCS ¢ 3aMHTEPECOBAHHBIMH JIMIAMH B COOTBETCTBHH C yHKTaMH
4.1 —4.11 IlpuMepHOH HHCTPYKIHH.

3.31. TIpuka3 TOANMKCHIBACT PYKOBOAUTEID opraHuzally¥ WA  JIHIO,
HCTIONHSIONIee ero 00I3aHHOCTH.

PacnopshKeHue IIOJIITUCHIBAECTCS PYKOBOJHUTENEM u/unu AHBIMUA
YIIOJTHOMOYEHHBIMU UM JIAAMU.

3.32. Komuu mnpHkasoB (pacmopsDKEHHH) PpACCHUIAIOTCS B  COOTBETCTBUMU
C yKasaTeneM (JIACTOM, CIIMCKOM) PacCHUIKH.

DJIeKTpOHHAs KOIHS IPHKa3a pasMeIlacTCs B COOTBETCTBYIOIIEH 0a3e JaHHBIX
COJI vtk Ha KOPIIOPATHBHOM NOpTaJle OpraHU3allii B cetu «IHTEpHET?.

3.33. Ilpu odopmieHMyM MpHUKa3a, H31ABAEMOIO COBMECTHO C JApYyroH
OpraHM3alueH:

OnaHK He UCIIONB3YyeTCs;

HAHMEHOBAHHUS OPTaHM3IMH NEeYaTaOTCs Ha OIHOM YPOBHE,

HanMeHoBanue Buaa nokymenta (IIPIKA3) pacrionaraetcs no UeHIpy.

JlaToif COBMECTHOTO TMpHKa3a SBIACTCA [aTa TIPOCTaBIEHHA TNOCIe/HeH
[IO/IICH HA TOKyMeHTe. PeriCTpaliOHHEIH HOMEP COBMECTHOI'O IpHKa3a COCTOMT
W3 PETHCTPALMOHHBIX HOMEPOB, TPHCBOCHHBIX KaKIOM W3 OpraHM3alui
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¥ [IPOCTABJIIEMBIX YEPE3 KOCYIO YepTy B MOPANKE yKasaHHA opraHu3aliuii — aBTOpPOB
JOKyMEHTa.

TeKCT COBMECTHOTO NPHKA3a U3IIAaraeTcs OT NEPBOro JUIA MHOXCCTBEHHOTO
ypcna («IpUKa3BIBaeM» ), TOIITHCH PYKOBOAMTENEH OpraHU3aluii pacronaraioTcs Ha
OJJHOM YPOBHE CJI€Ba U CIIpaBa.

3.34. JleSsTeNBHOCTh IO COBMECTHOH BEIpaGOTKE peIleHUd Ha 3ace/laHuAX
COBETOB, KOMHCCHIA, COBEIAaHMAX 0GOPMIIIETCS MPOTOKOIAMH.

[TpOTOKON ~COCTaBIIIeTCS Ha OCHOBAaHHH JAKTOGOHHBIX  (PYKOIHMCHBIX)
3ammceil, IPOM3BEIEHHBIX BO BpeMs 3ace[JaHusl, [IPEJICTAaBICHHBIX TE3MCOB JIOKJIJIOB
¥ BBICTYIUICHUH, CIIPABOK, IPOEKTOB pemieHmii (TOCTaHOBJIEHHH).

ITpotokon odopmiseTcs B TE€IEHHE ORHOTO-TPEX mHeld r1ocie IpOBEHCHU
3aceqaHus], ECIIM CPOKH €ro IIOArOTOBKH HE OTOBOPEHDI oco0o0.

3.35. PekBH3UTAMA IIPOTOKONA SBJISIOTCA: HAUMEHOBAHWE OpraHU3aliH,
HAMMEHOBAHIE BHIA NOKYMEHTa, 3ar0JiOBOK K TEKCTY, NaTa M MECTO 3aCelanid,
PETHCTPALMOHHBIH HOMEp MPOTOKOIIA, TEKCT, IOAIHUCH.

3.36. 3arolOBOK K TEKCTy IIPOTOKOJa OTBEYaeT Ha BOIPOC «gero?»
¥ COIEPXKHAT yKa3aHHe TOApasfieieHnss WIM  OpraHa, NEeSITeIbHOCT KOTOPOTO
npoTokoupyercs. Hampamep:

TIIPOTOKOJI 3aceganusd aTTeCTaHHOHHOﬁ KOMHCCHUHU
IIPOTOKOJI 3aceJaHusa HaquO-MCTOI[I/I"ICCKOfI KOMHCCHH.

JlaToii mpoTOKONA SABJsSETCSA AaTa 3acefaHud. Eciu 3acenaHue MpoAoOKacTCs
HeCKONbKO HHel, ykaspIBaeTcs Jara Hadaja 3acelaHus H yepe3 TUpe — JaTa
oxonyanus: 12-13 mas 2018 r.

3.37. TekcT NpPOTOKONA JOMKEH COCTOSATh U3 ABYX 4acTei: BBOJIHOM
11 OCHOBHOIM. B BBOIHOM 4YacTH IPOTOKOJA YKa3bIBAIOTCHA GamMuiuyu npeacefarels
(HpGIlCGI[&TCJILCTB}’IOIHCI‘O); cexperaps; GaMHIny y1aCTHHKOB, IPUCYTCTBYIOIINX Ha
3ace/JaHKI; JIHII, IPUITIALIeHHEIX Ha 3aCeJaHue; OBECTKa AHA.

Eciii KOJNMYECTBO MPMCYTCTBYIOIMX Ha 3aCeJaHUy HPEBBIIACT 15 4enoBex,
B BBONHOM 4YACTH IIPOTOKOJA JENaeTcs CChlIKa Ha CIINCOK, SBJISIOIIUMACA
HeoTbeMIIEMOl uacThio poTokona. Hampumep:

[IpucyTcTBOBAIK: 25 Hel. (CIHCOK TIpuaraercs).

BpogHas 9acTh MPOTOKOJIA 3aKaHTMBACTCA TOBECTKOM [HS, ComeprKalle
TepeueHb PACCMATPHBAEMBIX BONPOCOB, [EPEIUCIEHHBIX B nopsKe Ux 00CyXAeHUs
¢ yKasaHMeM JIOKIaNY¥Ka IO KaXIAOMYy paccMaTprBaeMOMY BOIIPOCY. Bompocsl
TOBECTKH JHA (POPMYITUPYIOTCS C IPEATIOTOM «O» («06»), med4aTaroTCs OT TPAHUIIBI
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JIeBOT'O TIOJISL X HyMepyIOTCs apabckumu udpaMH.

B OCHOBHOI YaCTH NPOTOKOJA GUKCUPYETCs XOA 3aCCAAHMA.

3.38. TToHBIH MPOTOKOJ CONEPXKMT 3aMHCh TOTO, 9TO NPOUCXOIMIIO BO BpeMs
3ace/[aHis, BKITIOYAs BOIPOCH! K JOKIATIUKY, OTBETHl Ha HUX, BBICTYIUIEHHA B XOZ€
06CyXeHHUs BOTIPOCa, Pe3ybTaThl MONOCOBAHMA IO BOIPOCY U TPHHATHIC PEIICHUS.
PexoMeHIyeMslii 06pasel] opopMIIeHHs MIOIHOTO IPOTOKOIA (npusoxerue Ne 4).

KpaTkue MPOTOKONBI BeAyTCA MPHM PacCMOTPEHHH BOIIPOCOB OIIEPATUBHOIO
Xapakrepa. PeKkoMeHIyeMbIH obpaszenr  oopmiIeHMs ~ KpaTKOro  IpPOTOKOJA
(mpunoxenre Ne5). B KpaTKOM HPOTOKOI® duxcupyeTcss TemMa OOCYXHECHHS,
haMEIHst JOKITAIIMKa [0 BOMPOCY M IIPHHATHIS PEMICHUA.

3.39. OcHoBHAs YacTh MOJHOrO TPOTOKOJA COCTOMT M3 pa3zeios,
[IOCBSIIIEHHBIX BOIPOCaM MOBECTKH HHA. XOI paccMOTPEHHS KaXJIOT0 BOIpOCa
3aMUCHIBAETCA B ITOCNIEOBATEIIBHOCTH: CJTYILIAJIA — BBICTYITUIIM — PEIIUJINA.

TMocTaHoBIeHHe (peLIeHre) B TEKCT MPOTOKONA BHOCUTCS MONHOCTBIO B TOM
dopMyTHpOBKe, KOTOpas ObUTa INpUHATA HAa 3acelaHMH; IpU He0OXOIUMOCTH
NPUBOAATCS UTOTH TOJIOCOBAHMA: «3a— ..., IPOTHB —..., BO3AEPXKAIOCH — ...».

3.40. ITpoToKon 3aceaHusn HOIIMCHIBACTCS npencenareaeM
(IpeziceaTebCTBYIOIMM) U CEKpEeTapeM 3ace/aHu, eclii MHOE He YCTaHOBJIEHO
JIHA.

3.41. TIpu HeOGXOAMMOCTH KONMH MPOTOKOJIOB MM BBIIMMCKH U3 IIPOTOKOJIOB
PAcCHUIAIOTCS 3aUHTEPECOBAHHBIM JIHIAM B 5IEKTPOHHOM BHJIE B COOTBETCTBHH
C yKa3aTelleM PacChUIKH.

B BbIIFCKE W3 IPOTOKOJNA JOJKHBEI BOCIIPOM3BOIUTECH BCE PEKBU3HUTEI
3arOOBOYHOM YACTH IPOTOKOJNA, BBOJHAA YacTs, BONPOC IOBECTKH JHS, IO
KOTOpOMY TOTOBHTCS BBINHCKa, M TEKCT, oTpaxaromuii ofcyxneHue Bompoca H
NpHUHSITOE PEIICHYE.

3.42. JlenoBoe (ciyxeGHOE) MHMCBMO TFOTOBHMTCA Ha 6manke muceMa. [Ipu
COCTABJICHUHN THCeM 0QOPMIISIOTCS PEKBH3UTEI: aJIpecaT, 3arojloBOK K TEKCTY, TEKCT,
[OAMWUCh, OTMETKAa 00 HCHONHHUTENE, B HeoOXOMUMBIX Ciy4asx — OTMeTKa
O TIPUIIOKEHHUH. PekoMeHIyeMbIli  oOpasel] OGOpMIEHHMA  JCNOBOTO ITICbMa
(npunoxenue Ne 6).

3.43. Ecnu nuchMoO SBISETCS OTBETOM Ha TIOCTYNUBILHH 3aMpOC WX 1pock0y,
3aIOJHAETCA PEKBHU3MT «CCBLIKA Ha peTHCTPaLVOHHEIN HOMep U JIaTy MOCTYTUBINETO
IICHEMaY.

HamMeHOBaHWe BHA2 JOKyMEHTa (IMCBMO») H PasHOBHIHOCTH IChMa
(HampuMep, «TpocEOay, «uH(OPMALAOHHOE», «COMPOBOJUTEILHOEY, «3arpocy,
«HATIOMHHAHHE») B IENOBBIX (cmyxeGHBIX) MACHMaX He yKa3bIBAOTCA.



34

Eciyl MEChMO HAMpaBJIAeTcs aApecary 110 dJEKTPOHHOM IoYTe MK 1Mo akcy
6e3 JOCBUIKH 10 TI0YTE, BMECTO IIOYTOBOIO a/ipeca yKa3bIBaeTCs aJpec NEKTPOHHOM
HOYTHI WM HoMep TenedoHa-Pakca.

3.44. JlenoBoe (cmyXxeOHOE) THCHMO JODKHO OBITh IOCBSILIEHO OXHOMY
Borpocy. Ecnu HeoGXoauMo OOpaTHTBCS B OpraHHM3allio OJHOBPEMEHHO I10
HECKONBKHAM BOIIPOCAaM, PEKOMEHAYETCSI COCTaBUTh OTIENBHOE MUCEMO IO KaXIOMYy
U3 HUX.

[TucEMO MOXET KacaThCs HECKOJIBKIX BOIIPOCOB, €CJIM OHH B3aHMOCBSI3aHBI.

3.45. B onHOM IHCHEME He JOJKHO OBITh 60Jiee YEThIpEX aJpecaToB, IIPH 3TOM
OCHOBHOM afpecar yKa3bIBaeTcs I€PBHIM, OCTAJIBHBIM ajpecaTaM IHCBMO
HAIpaBJsieTCsl IS CBEICHHUS.

IIpu HeoOXOOMMOCTH HaNpaBUTh NMHCEMO OONBIIEMY KOJIHYECTBY aJpecaTos,
TOTOBHTCS CIIMCOK PACCHUIKH, U IIHCbMa PacChUIAIOTCS MO CIIHCKY.

3.46. IIpy COCTaBIIeHHH [EJOBBIX IHCEM HCIIONB3YeTCs BCTYIHTEILHOS
obpalieHne ¥ 3aKIIOYMTENbHAas JTHKeTHas ()pasa B COOTBETCTBHM C ITyHKTOM
2.43 TlpuMepHO# HHCTPYKIHH.

3.47. TekcT myucbMa u3Jjaraercs:

or 1-ro nMIA MHOXECTBEHHOTO 9YHCHa («IPOCHM...», «IpeaiaraeM...»,
CHAIIOMHHAEM. ..»);

OT 3-T0 JHIa €IUHCTBEHHOTO YHCIA («IPEAIPUIATHE CYUTACT BOZMOXHEIM ...»,
«MHCTUTYT HE PacIofiaraeT BO3ZMOXKHOCTEIO ...»);

oT 1-To JHIa eJMHCTBEHHOrO YHCIa (IIPOILY ...», «IPEMAIaram ...»), eciH
UCcHMO OQOPMIISETCS Ha TOJDKHOCTHOM OIIaHKe.

3.48. EcnM HpoekT AejoBOro (Ciry:keGHOro) muchbMa HampaBlAeTCs aapecaty
[10 TI0YTE, IPOEKT FOTOBHTCA B ABYX 9K3EMILIAPaX: OJMH 3K3EMILILP OpOpMILIeTCs Ha
GnaHKe, BTOPOM OK3EMIUIAp, TpeNHAa3HAYeHHBIH JUI1 BU3HPOBaHHI) — Ha
CTaHAPTHHIX JIUCTaX OGyMary.

Jlenosoe (ciyxebHOE) MUCHMO 0 NPEACTaBICHUs Ha IOAIKCEH JOTKHO OBITH
COTTIacOBaHO (3aBH3MPOBAHO) CO BCEMH 3aHHTEPECOBAHHBIMHU JuLiaMy. Coriiacopanue
(BU3MpOBAaHHE) JMENOBBIX IHCEM IIPOBOAMTCA B COOTBETCTBUM C IyHKTaMH
4.1 — 4.11 I'lpumepHO# MHCTPYKIIHH.

3.49. lenosoe (cioyxeOHOE) MMCBMO TIOAMHMCHIBACTCS  PYKOBOTHUTEICM
OpTaHM3aIlMM WM WMHBIM YIIONHOMOYEHHBIM UM JmioM. IlommucanHoe AenoBoe
(cmyxebHOe) MICHMO MOJIEXXHUT PETUCTPALIMH H OTIPABKE.

He nomyckaercss OTHpaBIATh afpecaraM IIMCbMa, HE HMEIOMUe JAaThl H
PEruCTPaIOHHOIO HOMEpA.

3.50. IMocite mommucaHusi MHUCbMa W €r0 PETrUCTPallid 3K3eMIUIp MHCbMa
C BU3aMH 3aHHTEPECOBaHHBIX JIMI] IIOMENIaeTCs B AENO.
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3.51. AKTBHI COCTaBJISIOTCS Ha OCHOBE YTBEPXKICHHBIX OpraHaMU BJIACTH
yHUQUUAPOBaHHEIX GopM Wi B cBo6oAHOH ¢opMme B UeNsX MNOATBEPXKICHUA
(aKTOB, CBA3aHHBIX C JESTENBHOCTHIO OpraHM3alUH. PexoMmeHmyemsli olpaser
ogopmiienus akta (mpuioxxerue Ne 7).

3.52. Ilpx coCTaBleHUN AaKTOB HCIONB3YIOTCA PEKBH3UTHI: HaWMEHOBaHHE
OpraHM3alliK; HAMMEHOBAaHUe BHJA JOKYMEHTa; JaTa JOKYMEHTa, PEeTHCTPAIIHOHHBIH
HOMEp JOKYMEHTa; MECTO COCTaBICHHS HIIM H3[aHHs JOKYMEHTa; 3arolloBOK K
TEKCTY; IOAIIUCH.

3.53. JlaToii aKkTa SBJsAeTCS JaTa COCTABICHMsS akKTa M IIOANHMCAaHHUA €ro
COCTaBUTEISIMH.

Ecin ¢opMmoii akTa MpegyCMOTPEHO €ro YTBEPXICHHE PYKOBOTHUTEIEM
OpraHM3allid WM HMHBIM YIIOJHOMOYEHHBIM JOJDKHOCTHBIM JIMIIOM, JaTOH aKTa
SBJISICTCS 1aTa €T0 YTBEPXKIEHHS.

3.54. B BBOAHO} 4acTH aKTa B MMEHUTEJIBHOM I1aJeKe YKa3bIBAIOTCA:

OCHOBaHHE  COCTAaBIIEHMS  aKTa  (JOKaJbHBI  HOPMATHBHBIA  aKT,;
pacTOpSTUTENEHEIN TOKYMEHT OpraHu3aliu (IpUKa3s, pacropsbKeHue); GakT HiH
COOBITHE, TTOCTYKHBIIEE OCHOBAHMEM [UIS COCTaBIICHHS aKTa);

COCTaBUTENH aKTa (TepedncisioTcs nocie ciaoBa «CocTaBieH» ¢ yKa3aHHEM
JIOJDKHOCTEH, HaWMEHOBAaHWMA  OpraHu3alvii, eclIi COCTaBUTCNIU  ABJIAIOTCA
TIpe/ICTABUTENISIME APYTOi OpraHu3aliy, GaMUIUH ¥ HHUIKAIIOB).

Ec)i aKT cocTaBlIeH KOMUCCHEN, IEpBOii yKa3bIBaeTCs (GpaMuIMs MpeAcesaTens
KOMHCCHH, 3aTEM WIEHOB KOMHCCHH B aJIGaBUTHOM IIOPSJIKE.

3.55. B TeKcTe aKTa U3JIararoTcs LeId U 3aJlaud COCTaBJIEHHs aKTa, CylIIHOCTh,
XapakTep, METOMBI ¥ CPOKH ITPOAIeNIaHHOM paboTEl, ee pe3yIbTaThL.

ITpr HEOGXOAMMOCTH aKT MOXKET COJIEPIKATh BHIBOABI 1 PEKOMEH LMK,

B 3axmoduTensHOM YacTH aKTa YKa3bIBAaIOTCS KOJMYECTBO TMOArOTOBICHHBIX
9K3eMIUIPOB aKTa M MECTOHAaXOXJeHHe Kaxnoro sksemmiuspa. KommdecTso
SK3eMIUIIPOB aKTa ONpeleiseTcs] KOIMYECTBOM CTOPOH, 3aUHTEPECOBAHHBIX B €ro0
COCTABICHMH, WIA HOPMATHBHBIMH  TpeOOBaHWAMH, PpErIaMEHTHUPYIOIIMMH
COCTaBJICHHE aKTOB KOHKPETHOM pa3HOBUIHOCTH.

3.56. DK3eMIUBIpHl aKTa MOAMHMCHIBAIOTCS BCEMH HIIEHAMH KOMHUCCHH (eciH
aKT COCTABISUICS KOMECCHeH) HJIM COCTAaBHTENISAMH M, IpH HeOOXOIHMOCTH,
IIPHCYTCTBOBaBILIMMH JIMIIAMH.

IIpu nmoAmMcaHUM aKTa NpenceiaTeNieM U WieHaMH KOMHCCHU HaNMECHOBAHUA
UX JOJDKHOCTEN HE YKa3bIBaIOTCH.

Ocoboe MHEHHE COCTAaBUTENId aKTa M3/araeTcsi Ha OTACIBPHOM JIHCTE,
TOANHCHIBAETCS U IIPUIIAraeTcs K aKTy.

3.57. Ecnu 3akoHomarenbcTBOM Poccuiickont Penepanvd IpefyCMOTPEHO
O3HAKOMJIEHHE C COJEp)KaHHWEeM aKTa JIMI[, YIIOMAHYTHIX B aKTe, IIOJ IIOAIMKCH, Ha




36

[oceMHell CTpaHHMIe aKTa MpPOCTABISETCS O3HAKOMHTCIBHAL BH3A «C axToM
03HAKOMJIEH(BI)», TPH O3TOM YKa3bIBAIOTCS HAUMCHOBAHM IOJDKHOCTEH, JIMYHBIE
TOJHCH, PAcIIMGpPOBKH TOAMKMCEH, JATBl O3HAKOMIICHH. JIuia, KOTODBIE
SHAKOMATCS C COIEpXaHWeM aKTa, UMEIOT MPaBo He COIIACUThCA C COZIep)KaHUEM
AKT2 B LIEJOM WIH €ro OTACNbHBIMA [ONOXEHMAMH, €HTO JOJIDKHO OBITDH
3a(HKCHPOBAHO NPH O3HAKOMIIEHHH C aKTOM.

3.58. Jloxnanuas (cimyxebGHast) 3amuCKa WCIONB3YETCA JUIA OIIEepaTUBHOIO
mHpOpMaMOHHOrO ~ ofMeHa ~ MexJy  CTPYKTYpPHBIMH HoApasieeHUAMHA
1 PyKOBOJICTBOM. PeKOMEHITyEeMBIC o6pasupl  ohOpMIIEHNs JOKIAJHOH 3alHCKU
¥ CIy)KeOHOH  3aITHCKH, HOATrOTOBIEHHOW HAa OCHOBE JJIEKTPOHHOTO maboHa
(mpunoxkerus Ne 8, 9).

359, OGs3aTeNbHBIMA PEKBU3MTAMH JIOKIAJHOH (cimyxeOHOI) 3amiCcKu
JRISIOTCS: HAMMEHOBaHHe CTPYKTYPHOTO TOJpasfesieHus, HaUMEHOBAHUe B/
[OKyMeHTa ([OKIanHas 3allicKa, ciyxeOHas 3amMCcKa), /iaTa, 3arojloBOK K TEKCTY,
afpecar, TeKCT, MOJIHCE.

3.60. [lpu ajmpecoBaHHH JOKIaJHBIX (cyXeOGHBIX) 3aMHMCOK YKa3blBAIOTCA
B ATEJBHOM IMajexe TOJDKHOCTB JIMIA, KOTOPOMY alpeCoBaH HOKYMEHT, haMuims

u uHunuansl. Hampumep:
3aMeCTUTENIO TeHEPAIBHOIO
nupexropa ®BY «HaumeHoBaHHe

OpraHu3alum»
davuus HU.0.

581050

PyKOBOAUTEIIIO JlemapTaMeHTa
nHGOPMAaIMOHHBIX TeXHOJIOTHH
dammnus 1.0.

3.61. JloxnajmHbie (crmy>xeQHbIE) 3aMUCKU MOT'YT COCTaBJIATHCH,
paccMaTpHBaThCs U XPaHUTBCSA B TCUCHUE YCTaHOBJIEHHOTO CPOKa HCKIIOYHTEBHO

B JIEKTPOHHOM BHJIE B CO/L.
[Ipu opraHu3alyM paOoOTEl C JOKIaJHBIMH (cmyxeOHBIMM)  3allECKaMH
B 5JIEKTPOHHOM BHJIe HCIIONB3YIOTCA ONCKTPOHHBIC mabJoHBl JOKIAJHOH U

ciy>KeGHOM 3aMUCOK.
3.62. TekcT HOKIATHON (cimy>e6HOIT) 3aNUCKH, B 3aBUCHMOCTH OT CJIO)KHOCTH

coflepXaHus. W IPHUBOJUMON apryMeHTally, COCTOMT M3 ONHOM, ABYX HIH TpeX

gyacTen:
B IIepBOM YaCTH H3JararoTcsa TIPUYHHEL, (bakThl HIH CcOOBITHS, MMOCIYXUBILIHE

IOBOJIOM I COCTaBJIICHUA JOKYMCHTA,
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BO BTOpOM 4YacTH Jaercsd aHajiu3 CJIOKMBILIEHCSA CHUTyalllil, BO3MOXHbIC
BApPHAHTHI €€ PEIICHNUS;

B TpEThe YacTH U3JIarafoTCs BHIBOABL.

3.63. Perucrpanusi NOKIAAHBIX H CTyXeOHbIX 3aMHMCOK OCYIIECTBIACTCA
B COJI, npu orcyrctBun COJ1 — B CTPYKTypPHOM HozpasieNeHHH, IOArOTOBUBIIEM
TOKyMEHT.

3.64. JlenoBele MHCbMa, HaNpPaBIICMBbIE 3apyOeXXHBIM KOPPECTIOHACHTaM
(BTOM YHCIe ajapecaTaM TrOCYAapcTB — OBIBIIMX PECIyOIHK B COCTaBE CCCP),
odopMIsIoTCS Ha GraHKe MChMa OpraHH3allH ¢ PEKBU3UTAMHU Ha PyCCKOM M OZTHOM
13 HHOCTPAHHBIX SA3BIKOB.

3.65. [TuchMo, HampaBiseMoe 3apyOexHOMY aJpecary, COCTaBIICTCA Ha
PYCCKOM sI3bIKE, MPOXOIHT COTJIaCOBaHHE CO BCCMU 3aHTEPECOBAHHBIMH JIMAMH
OpraHW3aLAY, [IOCje Yero IMUCBMO NePeBOJUTCA Ha OIVH W3 MHOCTPAHHBIX S3BIKOB
(a3BIK afpecaTa HIH AHTIIMACKHE S3bIK) ¥ odopmisiercs Ha OnaHKe MHCHMa,
TpeHa3HaueHHOM JULT IePETHMCKH C 3apyGe)XHBIMH KOPPECIIOHIEHTaMH.

[TOIMHHAK MHChMA, OQOPMIEHHBIA HAa OJHOM M3 HHOCTPAHHBIX SI3BIKOB,
JIOJKeH OBITh HAEHTHIEH MO CONEPKAHMUI0 SK3EMILIAPY Ha PyCCKOM sI3bIKE C BU3aMH
3aMHTEPECOBAHHBIX JIMIL.

3.66. Ha moamuch PYKOBOAMTENIO MPEACTABIAIOTCS: OK3EMILIAP IIMCHMAa
3apy0eXHOMY KOPPECTIOHICHTY, ohopMIIeHHBIH Ha GnaHKe, KOMHs NaHHOTO MHCBEMA
Ha CTaHJapTHOM JHCTe Oymard ¢ BU30M HMCIONHHTENS, SK3EMIULIp NHChbMa Ha
PYCCKOM SI3bIKE C BU3aMHU 3aHHTEPECOBAHHBIX JIHI.

367. [loce  MONNMMCAHMS  IHCbMa  DYKOBOAMTeNeM MM WHBIM
YIIOJTHOMOYEHHbBIM UM JIMIIOM:!

3K3eMIUIAP IHChMa, OpOPMIICHHBIH HA GiaHKe, MONIMCAHHBIH PYKOBOJHUTEIICM
¥ 3apEerUCTPUPOBAHHbIN B Ciyx0e 1e0NpON3BOJCTBA, HANPABIAETCS apecaTy;

KOMMS THChMa ¢ BU30M MCIIONHUTENA U SK3EMILLIP MHChMA, COCTaBJIGHHBIN Ha
PYCCKOM SI3BIKE, C BU3aMH 3aHHTEPECOBAHHBIX JIHIL IOMEIArTCA B IENO.

3.68. [IuchMa, HampaBiseMble 3apyOeXHBIM anpecaTaM, JIOJKHBl HMMETh
PEKBH3HUTEL: ajipecar, aTa, PETrHCTPALIOHHBIA HOMED, TEKCT, NOAMHCE.

IIpu HeoOXOAUMOCTH MOTYT ohOpMIIATECS ~ PEKBUSHTBI  «CCBUIKA  Ha
PETHCTPALIOHHbIH HOMEp M JIaTy HOCTYIHBIICTO OUChMa» M «3arojIoBOK K TEKCTY».
Ha KoMy IHChMa, IOMEIIAeMOii B IEI0, JOMOMTHUTENBHO [POCTABIACTCA oTMeTKa 00
WCIIOJTHUTEIE.

3.69. PexBusur «ampecar» odopmiLieTcs crpasa MOA pekBu3uTaMu OiaHKa.
AgpecatoM NUCEMa MOXET GBITH OpraHM3aIHs Wi KOHKPETHOE JIMIIO.

Eciid MMCBMO a[pEeCOBAHO OpraHU3alliy, CHavana HaeTcs ee HauMeHOBaHHE,
saTeM — I[IOYTOBBIA ajpec B IOCIENOBATENBHOCTH: HOMEp JOMa WM 3/1aHuA,
Ha3sBaHUe YJIMIbI; Ha3BaHHe ropoja; CTpaHa.
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Kax sl SIeMeHT afpeca MULIeTCs Ha oTnenbHOM cTpoke. Haspanue ropoaa,
KaK TIPaBUJIO, TIeYaTaeTCs NPOMHCHLIMH 6yxsamu. Hanpumep:

Brook & Son Toymakers
61-71 Steel Street
BRIDGETOWN

BR61 7RE

U.S.A.

Crosa Avenue, Street, Place 1 HHBIC B a[pECE MHAIIYTCA C TIPONMCHOM GYKBBIL.
[Ipu oQopMeHUH M[OYTOBOTO ampeca 3apyOexkHBIM KOPPECHIOHICHTaM
TIyHKTyallus He NPUMEHACTCS.
TIpu ampecoBaHHM MHCEM HeoOXOAUMO YUYUTBIBATh Tpaiulluy, XapaKTepHbIe
s OTHENbHBIX CTpaH (HampuMep, B BeuKoOpUTaHAH TOCTe YyKa3aHHd roponia
MO3KeT OBITh YKa3aHo rpad)cTBo, B CI1IA - Ha3BaHUe IITATa).
FEcii B Ha3BaHWM (UPMBI IPUCYTCTBYCT dbamunus ML (HampumMep,
W. Edward & Co., Ltd), nepen Ha3BaHHEM upMBI IPUHATO CTABUTE CJIOBO Messrs
(cokpaliieHue oT Messieurs — TOCIIOZR).
FEcii IEChMO aJpecyeTcss KOHKPETHOMY JIMILY, repej| Ha3BaHUeM OpraHH3allH
yKa3HIBAIOT (HhaMIITHIO U IOJDKHOCTR pabOTHUKA WK ero OIDKHOCTS.
Hanpumep:
Mr. Andrew Roach
Sale Manager
Super Toys Ltd
Chatfield Road
NEWTOWN

NE12 OLD
U.S.A.

370. B muceMax 3apyOeXHBIM ajpecaraM nara odopmiseTcs CIOBECHO-
b pOBBIM CIIOCOOOM B [I0C/IeIOBATENBHOCTH: JIEHb MeCALla, MECALL, rofl.

Hanpumep: 24 siHBaps 2017 r.

IIpu cocTaBeHUN MUCEMA HA AHTJTMICKOM S3BIKE JOIMyCKacTCA otopmieHIE
JaTHl B IIOCNEA0BATEIbHOCTH: TO, Mecsll, IeHb Mecsla.

Hampumep: 2017, January 24.

371. B mmceMax 3apyOexHBIM ajpecaTaM FICTIONB3YIOTCS BCTYyINUTENIBHBIC
oGparenys 10 JODKHOCTH HII 10 daMuuu agpecata. Hampumep:

VBaykaeMbIi rOCTIOIHH Toprosulii COBETHHK!

VBajkaeMbli TOCIOAHH Amnrenos!
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3aKaHIUBACTCS IHCHMO 3aKITIOUMTEEHON THKETHOM ¢pazoi

«C yBaXX€HHEM, ...».

IV. CornacoBaHue POEKTOB JOKYMEHTOB.
ToamucaHue (yTBepIXKAeHHUE) NPOEKTOB JOKYMEHTOB

4.1. CornacoBaHue IpPOEKTa JOKYMEHTA IPOBOAMTCA O €ro MOAMMCAHNA
pyKoOBOZHMTENEM B LEJAX OIIEHKH COOTBETCTBHA IPOCKTA 3aKOHO/IaTeNIECTBY
Poccuiickoii ®enepaly, TOKaIbHEIM HOpMATHBHBIM aKTaM OpraHu3alyy, KaqecTsa
11 5 (hEeKTHBHOCTH IPeaiaracMoro peIIeHHS.

CoriacoBaHue IpoeKTa HOKyMCHTa OpraHu3yeTCs HeToCpeACTBEHHBIM
JCTIONHATENEeM (COCTaBUTENEM) H PYKOBOJUTEIIEM OZpa3/ieTeHs-ACTIONTHITEI
¥ IPOBOAHTCS B Ipenenax yCTaHOBJIEHHOTO CPOKa MCTIIOJTHEHUS.

4.2. Tlpu HaJIM4YMy B OpraHu3alii CD]] coracoBaHue NPOCKTOB JIOKyMEHTOB
OCyILECTBISIETCA B aBTOMATH3UPOBAHHOM PEXKHME IOCPENCTBOM HaNpaBIeHHs
IPOEKTOB ~ TOKYMEHTOB  JIMIIAM, HA3HAYEHHBIM B KadecTBe COTIACYIOUIHX,
1 0OpMIICHHS PE3yIHTaTOB cornacosanus B CO/L.

CoryiacoBaHie MPOEKTOB AOKYMEHTOB MOXET OCYHIECTBIATBCS MOCPEACTBOM
KOpHOPaTHBHOH 5JeKTPOHHOM MOYTHl U ohopMIeHHs UCTIONHATENIEM HcTa
COIJIACOBAHMS C TPIJIOXKEHHEM 3JIEKTPOHHBIX coobuIeHuii JML, yJacTBOBABIIMX
B COTJIaCOBAHMH IIPOEKTa JOKyMEHTA.

4.3. CornacoBaHhe NPOEKTOB JIOKyMEHTOB C paboTHHUKaMK OpraHu3allii
p/Wid JPYTHMH Opranu3aliiMi opraHu3yeT MCIONHUTENh MOCIe COIIaCOBAHUA
B paGodyeM MOpsJKe MPOCKTA [OKyMeHTa ¢ PYKOBOJHUTEICM CTPYKTYPHOTO
rojpa3fieNieHnss W B COOTBETCTBUM ¢ WHCTpYKIHEH IO IEeTONPOU3BOACTBY
OpraHM3aly WM MHBIMH TOKaJGHBIMA HOpPMATHBHBIMHA aKTaMH, perynipyIomrMH
TIpOLIECC COTIacOBaHUA (BH3MPOBAHMS) POESKTOB HOKYMEHTOB.

4.4, TIpoeKTsl TOKyMEHTOB COrIacyroTcs:

HETIOCPEICTBEHHBIM  MICTIONHUTEICM ¥ PpyKOBOIOUTENEM nofipa3ieIeHus-
VCTIONTHUTEJIS;

COUCHIONHUTESIMH (ITpU BX HaJIUYUN);

PyKOBOJIUTENSIMH CTPYKTYPHBIX ToApa3aeNeHuH, pabGOTHUKAMHU OpraHH3aINH,
HAIpaBiieHus JeATeNBHOCTH wwii  GYHKIHOHAJIBHBIC 0053aHHOCTH  KOTOPBIX
3aTparkBaloTCs B MPOCKTE JOKyMeHTa /W KOTOPBIC yKasaHsl B IIPOEKTe
JOKyMeHTa B KaueCTBE JCIONHMTeNeH (B ciydae BPEMEHHOIO OTCYTCTBHS
PYKOBOZHTEIS TOJpas/IeIeHIA IPOEKT JIOKYMEHTa BHSHPYCT UL, BPEMEHHO
HCTIONHSIOUIEEe ero 00S3aHHOCTH);
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3aMeCTHTEISIMI PYKOBOJHTENS OpraHu3aluy, KypUpYIOIMMH 3aTPOHYTHIC
B IIPOEKTE JIOKyMEHTa BOTPOCHI (eclA JOKYMEHT MOJMACHIBACTCS (yTBEpKAAETCSA)
PYKOBOJMTENIEM OpraHu3aIum);

FOpHNHUECKOH CiyXxboH (npoexros JIHA, npoekToB TIpUKa30B);

CiyxGo#l 1enonpou3Bo/cTBa.

IIpoeKTH! TOKyMEHTOB, pealu3alid KOTOpHIX TpeOyeT (PUHAHCOBBIX 3aTPat,
COrIACOBBIBAIOTCS ¢ (QMHAHCOBBIM NOJPA3NCICHACM.

He pomyckaeTcs HampapisiTh Ha COrNAcoOBaHME IPOEKT JOKyMEHTa
OIXHOBPEMEHHO JIBYM WX osee paGOTHUKAM OJHOTO CTPYKTYPHOTO noApasaeIeHus.
B xadecTBe JMIl, COTNACYIOMHUX TIPOEKT JOKyMEHTa, JMOJDKHBI ~BBICTYIIATh
TIpeMMYILECTBEHHO PYKOBOIUTEIH CTPYKTYPHBIX Ho/[pa3ieIeHHH.

45 BueliHee COIIACOBaHME  IPOGKTa  JIOKyMEHTa OCYILECTBIISETCA
[IOCPECTBOM HalpaBlIeHHs IPOCKTa B IpPyryl0 OpraHu3aiuio C COIIPOBOUTEFHBIM
[IMCBMOM, B KOTOPOM YKa3bIBaeTCsl CPOK COrNacOBaHUA.

Ecnu  OpraHu3aluy, —COracyrouye — MpoeKT JOKyMeHTa,  SBILIIOTCS
y4acTHUKaMU onuoit COJI, corimacoBaHHe MOXET OBITH TPOBEACHO B C2J1 Ges
HampaBJieHuss COIPOBOJAUTENBHOTO mHcbMa M ONHOBPEMEHHO C BHYTPCHHUM
COTJIACOBaHHEM.

4.6. CpoXd COTJIaCOBaHHA [OKyMEHTOB yCTaHaBIIMBaIOTCA WHIABUIYAJTBHOM
MHCTPYKLMEH TI0 AeNOoNnpOou3BOACTBY /Wi MHBIMH JOKQJIbHBIMH HOPMaTHBHBIMU
aKTaMM B 3aBHCHMOCTH OT BHIa NOKYMCHTa H o6beMa AOKyMEHTa, BKiOdasd
npunoxeHus K Hemy. CpoKH COracoBaHus JOKyMEHTOB COCTABILIOT

IPOEKTHI JeJIOBBIX (cy>xeOHBIX) MUCEM — 1-3 pabouux [H,

IPOEKTHI MPUKA30B 6e3 npunoxeHuH — 1-3 pabouux JHA;

IIPOEKTHL MPHKA30B C MPHIOKCHUAMH CIIpaBOYHOTO XapaKTepa — 3-5 pabounx
IHeH;

POEKTHl IPUKa30B C MpPHIOKECHHCM JTOKAJIBHEIX HOPMATHBHBIX aKTOB
B 33BHCHMOCTH OT X obbeMa (He bonee 50 ctpanmir) — 5-10 pabodux JHeH;

TIPOEKTHI JTOKAJIBHEIX HOPMaTHBHBIX AKTOB, YTBEPXAAEMbIX HETIOCPECTBEHHO
[IOJIMACHIO PYKOBOXHTENS (He Gonee 50 crpanuir) — 5-10 pabounx nHel;

TIpOeKTHl IIPOTOKOJIOB sacefanuii (COBeLIaHM) TpPH HEO0OXOUMOCTH HX
COMIACOBAHMS, B 3aBHCHMOCTH OT 005eMa IOKYMEHTa — 1-3 pabouunx JH.

Cpoku COIIacOBaHHMA MPOCKTOB JIOKyMEHTOB, HAIIPaBJIAEMBIX Ha BHEIIIHEE
coryiacoBaHMe He JTOJDKHBI COCTaBIIATE Goree 30 KaTeHIapHBIX JAHEH.

B KOHKpETHBIX CIydasx B 3aBHCHMOCTH OT COIEp)KaHWs W Ha3HAICHUA
JIOKYMEHTa CPOK COTJIACOBAHUA MOXKET 6BITh COKpPAIICH WM YBENHUEH 1O PEIICHIIO

1 YuauBuAyadbHOM MHCTPYKUHEH M0 [eNONPOU3BOACTBY MOTYT 6biTh YCTAHOBIIEHBl HHbIE CPOKH
COTIaCOBAHMUS MPOEKTOB JIOKYMEHTOB.
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PYKOBOAHTENS, KypPHPYIOIIEro HaNpaBIeHHe /ATeIbHOCTH, [0 KOTOPOMY TOTOBUTCA
IIPOEKT PEIICHHU.

4.7. OdopMmiieHre pe3yJIbTaToB COITaCOBaHUA JIHA u pacnopsAMTENbHBIX
JOKyMEHTOB OCYILECTBISETCS B BHIE BH3, INPOCTABIACMBIX 3aMHTEPECOBAHHEIMH
JIMIAMH Ha TIOCTIEIHEM JIMCTe IPOeKTa TOKyMeHTa (Ha ero JHULEBOM WM 00OPOTHOM
CTOpOHE) WM Ha OTAENBHOM JIMCTe COITaCOBAHWS, ABJIAIOIIEMCS HEOTHEMIIEMOM
yacThio HoKyMeHTa. OTMETKM O COTIaCOBaHUH (rpudp cornacoBaHus H BH3bI)
0(OpMIITIOTCS B COOTBETCTBHH € ITyHKTaMU 2.45, 2.46 TIprmepHOH HHCTPYKIUH.

TIpy COITIaCOBaHMM JAENOBBIX (CIyKeGHBIX) NMACEM BU3BI NPOCTABIIOTCH Ha
KOIMH THcbMa (BH30BOM OK3eMIUIAP), KOTODBIA MOCe MOANMUCAHUA NOITMHHUKA
NHChbMa U €ro perucTpaliy MoMeIaeTcs B Jejo, WK Ha obopoTe NOIIMHHUKA
IIMCHMa, eCIi TIMChMO HATPABIAETCS ajipecary Mo (aKcy Wi 3NIEKTPOHHOM IMOYTe.
ITOT ke SK3EMILISP THChMA TIOCIie OTIPAaBKHU ajipecarty (Io daxcy WM SNEKTPOHHOH
HOYTe B BHJE SJIEKTPOHHO! KOIKH) TOMEIIAETCA B IEJIO.

IIpoeKTH MPOTOKONOB BU3UPYIOTCA JIMIAMH, BBICTYHABIIMMHU Ha 3acelaHuH
(coBeIaHMM) IyTeM NPOCTABIEHHs BH3BI HA JIEBOM IIONE JOKYyMEHTA HanpoTHB
3aIHCH BHICTYIUIEHHS COOTBETCTBYIOIIErO PabOTHHUKA.

4.8. CorjacoBaHHe IPOEKTOB HOKyMEHTOB MOXKET OCYLIECTBIIATHCHA B CO/L.
[Tocne 3aBepileHHS MPOLEAYPHI COrjlacoBaHMA (npy  CcO3NAaHWMHM TOMIMHHHKA
JOKYMeHTa Ha GyMa)KHOM HOCHTelIe) JHUCT COINacoBaHusA pacneuatsiBaerca u3 CO/L,
NPUKIAABIBAETC K TPOEKTY JOKyMEHTa U  HpCACTaBIACTCA Ha TOZNIMKCH
PYKOBOJIMTEIIO OPraHA3ALUH (MHOMY yIIOIHOMOYCHHOMY UM JIHILY).

CornacoBaHue BHYTPEHHHUX JIOKYMEHTOB, co3JlaHue, XpaHEeHHE
1 UCIIOJIB30BaHME KOTOPBIX OCYLIECTBIISIETCS IIOCPEACTBOM CH/1, mposoputcs B COJ]
B 3JIEKTPOHHOM BHJIE.

[Ipr cOriiacoBaHWH TIPOEKTOB BHYTPEHHHX HOKyMEHTOB, CO3JaHHBIX Ha
OyMa)KHOM HOCHTENE, BH3Bl IIPOCTABIAIOTCA HEIIOCPEICTBEHHO Ha IIPOEKTEe
JOKyMEHTa.

4.9. TIpy BHELIHEM COITIACOBAHUH, MOTYHEHHOM IHCEMOM, HilH COTJIaCOBaHHU
TpoeKTa JOKyMEHTa KOJUICTHAJIbHBIM (coBewiaTeNbHBIM) OPraHOM C buxcanyen
pellleHHs. O COIVIACOBaHMHM B IPOTOKOJIE 32CeNaHUA MCIONHUTEIR odbopmisieT Ha
TIpoeKTe JOKYMEHTA WM B JINCTE COTIaCOBaHUA rpud cornacoBaHusi B COOTBETCTBUH
¢ myakToM 2.45 IlpuMepHON MHCTPYKLMH. [ThceMa O cOrNIacOBaHWM (BBIMHCKA M3
TIPOTOKOJIa) IPHMJIAraloTCst K IPOEKTY AOKYMCHTA.

4.10. B xome cormacoBaHus IPOEKTa TOKYMEHTa paGOTHHK, COITIACYIOMH
JIOKYMEHT, IPHHMMAET OJHO U3 CIECAYIOMHX PELICHHMIA:

COITIacoBaTh IPOEKT JIOKyMeHTa 6e3 3aMedaHHuit;

COTJIacoBaTh NPOEKT JOKYMEHTa C 3aMEYaHUIMHU;

OTKJIOHUTh MPOEKT JOKYMEHTa,;
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yKa3aTh, 9TO He HMeeT OTHOLICHHS K IPOEKTy NOKyMEHTa (pacCMOTpeHwue
BONpOCa, IO KOTOPOMY TPHHMMAeTCs pelleHHe, He BXOAWT B OOA32aHHOCTH
paboTHUKA).

Bo3paxkeHHss 1O MNPOEKTy IpHKasa (pacHoOpsHKEHMs), BO3HHKAIOIIHE IpH
COIJIaCOBAaHHMM, M3IIAraloTCs B CIIpaBKe, KOTOpas IIpHUJIaraeTcs K IPOEKTy, WM
BHocuTtcsa B CO/I.

Ecnu mpoeKT JOKyMeHTa COIJIacoBaH C 3aMEYaHHSIMH, 3TO O3HA4aeT, 4TO
3aMeYaHusl HOCAT PeNaKIMOHHBIA XapaKTep, U IIOC/e HX MPHHATHSA UCIIONHUTENEM
IIPOEKT He TpeGyeT MOBTOPHOI'O COrTIaCOBaHMS.

ITpoeKT HOKyMEeHTa OTKIOHSETCS JIMIOM, COTIACYIOIIUM JOKYMEHT, B ClIydasx:

HAJIHYKA CYIECTBEHHBIX 3aMEUaHHH 110 IIPOEKTY TOKYMEHTA;

HECOTJIaCHs C MPOEKTOM JOKYMEHTA.

4.11. HecornacoBaHHBI IPOEKT HOKyMeHTa TpeOyeT mopaboTKu 10
BBICKA3aHHBIM 3aMeYaHuIM, mepeoGopMIICHHS U TIOBTOPHOI'O COIIaCOBaHMUA.

4.12. Ecnmu mpu nopaboTke NpoeKkTa JOKYMEHTa HCIIOJMHWUTENb IPUHHMAET
pellieHHe HE YYMTHIBATH 3aMeuaHue (3aMedaHus) Juna (ML), Y4acTBOBABIIMX
B COTJIACOBAaHMM, WCIONHMTENEM TIOTOBHUTCS peecTp HEYYTEHHBIX 3aMeYaHHy,
KOTOPEI BMecTe C TPOEKTOM JOKYMEHTa MpPEeACTaBIeTCd PYKOBOAUTEIIO
OpraHM3alMd WIM HHOMY YIOJHOMOYEHHOMY HM  JO/DKHOCTHOMY  JIMIIY,
TIOAMHCHIBAIONIEMY (yTBEpXK/alolieMy) HOKYMeHT. PeecTp HeydTeHHBIX 3aMe4YaHHi
IIO/IIIHCEIBAETCS PYKOBOAUTEIIEM CTPYKTYPHOTO IO/pa3/ie/IeH - ACTIOTHUTEIS.

4.13. Pemenue o TOM, IIPUHAMATH WK HE IPHHUMATh HEYUTCHHBIC 3aMe9YaHUs
IPUHUMAET PYKOBOAMTENb.

B ciyuae eciu pyKOBOIUTENb IPUHUMAET PEIIEHAE O HEOOXOIUMOCTH yIeCTh
3aMeyaHusi, OTKJIOHEHHBIE MCIIOJHHUTENEM, HCIIOMHUTENb N0opabaTeiBaeT MPOEKT
JOKYMEHTa B COOTBETCTBHY C BHICKa3aHHBIMHU 3aMEYaHHSIMH.

Eciu pyKOBOAMTEND COIVIAIIAETCA ¢ MHEHHEM HCIIONHUTEN, OH MOANUCHIBACT
(yTBep>KHaeT) JOKYMEHT.

4.14. JIoKyMeHTBI, H3[aBacMbleé OT HMMEHH OpraHH3alMH, [ONIMCBIBAIOTCH
PYKOBOIUTENEM OPTaHU3alliK WM MHBIMH yIOJHOMOYEHHBIMHM UM JOJDKHOCTHBIMH
aanaMH  (3aMECTHTENIIMH  PYKOBOJMTENS  OpraHu3aliM,  pPyKOBOIUTEILIMH
CTPYKTYPHBIX ITOJpa3feNieHui, HHBIMH JO/DKHOCTHBIMY JIMIIAaMU B COOTBETCTBUH € HX
KOMIIETEHIMEH, ompenensieMoil OBEPEHHOCTAMH Ha BBHIIIOJHEHHE ONPENCTICHHBIX
HefiCTBHH OT MMEHM OpraHuM3alliii, BHYTPEHHMMH HOPMATHBHBIMHM IOKyMEHTaMH
OpraHU3alyn).

4.15. OtmenpHEle ~ BUABI ~ BHYTPEHHHMX  JOKYMEHTOB  (CiyxeGHEIe,
0ODBSICHUTENbHEIE 3AIMCKH) HAa WM PYKOBOIUTENSA CTPYKTYPHOIO IOAPA3ACICHHA
IOAMACHIBAIOTCS HCIIOJNHHUTENEM (COCTAaBUTENEM), €CIH paspelnaeMbleé IIPH 3TOM
BOITPOCHI HE BBIXOJAT 3a IPEHEIIBl €r0 KOMIIETEHINH.
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4.16. JIOKyMEHTHI, HaIpapiiseMble B BHICIIME OPTaHBI roCy/IapCTBEHHOM
BJIACTH, HA WMS NEPBBIX PYKOBOJMTENCH (enepalbHBEIX OPraHOB VCTIOTHUTENBHOM
BJACTH, pyKoBomuTene# CyOBeKToB Poccuiickoii ®enepaiu ¥ 3apyOexkHBIX
roCyJjapcTB, —MOJMHMCHIBAIOTCA ~ PYKOBOJUTENCM OpraH{3aliid WM  JIHIOM,
UCIIOHSIOIIMM ero OOsI3aHHOCTH.

4.17. JIOKyMeHTHI, HampaBlseMble B MOABCIOMCTBCHHBIC U CTOpDOHHHE
OpraHU3alyH, TIOMHCHIBAIOTCSA 3aMECTHTEIIAMH PYKOBOJWTENs OpraHU3allui, HHBIMH
JOJKHOCTHBIMM JIMI[AMM OpraHM3allid B COOTBETCTBHH C IpeIOCTaBICHHBIMU MM
[TOJIHOMOYHUSIMH.

4.18. JIOKyMeHT TOANMMCHIBAacTCA IBYMA WM Oojiee NHMIIAMH, €CIH 32
cofep)KaHue JOKyMEeHTa HEeCyT  OTBETCTBEHHOCTH HECKOJIBKO  pabOTHMKOB
(OKyMEHTE], [IOATOTOBIICHHBIC HECKOJIbKMMH [Opa3AcIICHHAMU AN
OpraHU3alUsiIMH, paGouei rpymmnoi, KoMHuccHei).

4.19. TlommuceiBaeTcs, KakK TpaBWjlIo, OIUH SK3EMILIAP JOKyMEHTa.
COBMECTHBI JOKyMEHT IOJNKMCHIBaeTCA B  KOJIAIECTBS, COOTBETCTBYIOLIEM
KOJIMYECTBY OpraHU3alii, CO3AaBIIMX AOKYMEHT.

T[Ipy HampaBICHHH MUCbMa WM BHYTPCHHETO 1HGOPMAIMOHHO-CIIPABOYHOTO
NOKyMEHTa HECKOJIBKMM afipecaTaM (ge Goyiee 4ETHIpEX) MOAIMUCHIBACTCA KaXAbII
OTIpaBJAEMbIil SK3eMILIAP JOKYMCHTA.

4.20. Tlommucs Ha JOKYMeHTe o(opMmisiercd B COOTBETCTBHH C IIyHKTaMH
2.47, 2.48 [TpuMepHOH HHCTPYKIHH.

4.21. YTBep)KaeHHE NOKYMEHTa IPOU3BOAUTCAH:

HEINOCPEICTBEHHO PYKOBOMUTEIEM — IIPOCTaBI€HHEM coBCTBEHHOPYYHOM
roJnucy B rpude yTBepKICHH,

IpUKa30M OpraHu3alyu.

4.22. YTBEepXKHalOTCS IpaBHia, IOJOXKCHIA, MHCTPYKIIMH, PpeTIaMEHTBl,
HeKOTOpble ~BHJABl  AKTOB, IUIAHbl, MPOTPaMMEI W Jpyrue JOKyMEHTE,
yCTaHaBJIMBAOIIYEe HOPMBI W/WIM PACCUMTAHHBlE Ha JUIMTEIBHOC IPHMEHCHHE
(npmnoxernue Ne 10).

Odopmierre rpida yTBepxKIeHNs TPOU3BOANTCA B COOTBETCTBUU C ITYHKTOM
2.41 TIpuMepHO# HHCTPYKIHH.

4.23. Tloanvck pyKOBOXUTENS OpraHA3alMH I HHOTO YIIOJTHOMOYEHHOT0 UM
JENa Ha JOKYMEHTaX, TpeOyIomuX 0co0oro ymoCTOBEpeHMS HX TOITHHHOCTH,
a TAKOKe HA KOMHUSX JOKYMEHTOB H BBINHCKAX W3 JOKyMEHTOB 3aBepsieTcs IeYaThio
(mprtoxxerue Ne 11).

[leyarhb Ha MOKYMEHTe IPOCTaBIsLeTCs B COOTBETCTBUHU ¢ IyHKTOM
2.49 TTpuMepHO#H HHCTPYKIHH.



V. Opranusanys JI0KyMeHTO000pOTa

5.1. JlokyMeHTOOOOPOT BKIOYAET BCIO TOCIIEAOBATEIBHOCTD nepeMeleHui
JIOKyMEHTOB, a TaKXke onepaltii, coBepiIaeMbie ¢ JOKyMCHTaMH B mporecce UX
co3/aHAs ¥ HCHIONHeHws (ITOTyIeHHE, OTIIpaBKa, NpefBapuTENbHOE paccMOTpeHHue,
perucTpalys, pacCMOTPEHHE PYKOBOIHTEIIEM).

5.2. Ilens opranu3anun IOKyMeHT0000pOoTa — obecriedeHrie CBOEBPEMEHHOTO
TIPUHATUSA YTIPABICHICCKHMX peleHnH W UX MCTIONHCHHS. 3ayiaua JOKYMEHTO000pOTa
—  OpraHm3oBaTh JBIDKCHHE JOKyMEHTOB IO HAWMCHES KOpPOTKOMY  ITyTH
c MMHMMaJbHBIMA 3aTparaMM TpyAa H BpeMeHH, B YCJIOBHAX AIIEKTPOHHOTO
HOKyMeHToo0OpoTa — oGecrieunTh JOCTYN K AOKyMEHTaM nons3oBateisiM COLL
B COOTBETCTBUH C MPENOCTABICHHBIMU UM npaBaMH.

53. B ycnoBuaxX NPHUMCHCHHA COJl B oOpraHu3aiyu HCIIOJIB3YIOTCS
>EKTPOHHBIE JOKYMEHTBI, 8 TaKxXe 3JIeKTPOHHBIE KOMHUH JOKyMEHTOB, HOJyICHHBIE
B pe3yJibTaTe CKaHUPOBAHUI JOKYMEHTOB Ha OyMa)XKHOM pocutene. JIOKyMEHTHI
OpraHu3aliy, MMEIOIIHC BpEMEHHbIE CPOKH XPaHCHH (mo 10 yet BKJTIOUHTENHHO)
MOTYT CO3JaBaTbCsl, XPaHUTBCA 1 JCIIONIB30BaThCd HCKIIOUUTENBHO B dopme
31eKTPOHHBIX HOKYMEHTOB.

[lepeyeHb INOKYMEHTOB, cO3IaBaeMbIX, XpaHWMBIX H WCIIONb3YEMBIX
JCKIIOUATENbHO B popMe dIEKTPOHHBIX IOKYMEHTOB, YTBEPXKIacTCs PYKOBOZIUTENIEM
opraHM3anuH.

5.4. OpraHusauys JBHKCHUA JIOKYMEHTOB B YCJIOBHIAX 3JIEKTPOHHOTO
JOKyMEHTO060pOTa OCYIIECTBIACTCA B COOTBETCTBHH C periaMeHTHPOBAHHLIMU
MapIipyTamMH, paspabaTsIBacMbIMU CnyxGo#f Henonpon3BOJCTEA. MapupyTsl
JBOKCHHS opraHmaunonﬂo-pacnopﬂnmenmmx JTOKyMEHTOB  JIOJDKHEI OBITH
ONTMMANBHEIME [0 3aTpaTaM BpeMEHH, HE IOJKHBL JOIyCKaTh AyOonupyromux
onepalyii ¥ BO3BPaTHBIX JBUKEHHMI, He 00YCIOBICHHBIX J1eJI0BO HeOOXOAUMOCTBO.

5.5. Opranuzanys JOKyMEHTO000pOTa OCHOBBIBACTCA Ha NpUHLIAIAX:

[IEHTpaIH3aLIH omepanuii o MpreMy U OTIPABKE IOKYMEHTOB;

pacnipe/ielleHysl IOKyMCHTOB Ha JIOKyMEHTOIIOTOKH, HMEIOIIHN® OIMHAKOBBIH
MapiIpyT (MapiIpy TH3aHs JIOKYMEHTOB);

OpraHU3aliy Npe/BapHTENbHOTO paccMOTpeHus BXOJUIINX NOKyMEHTOB;

MCKJTIOYEHMs BO3BPATHBIX JBIDKEHHI JOKYMEHTa, HE 00yCIIOBIIEHHBIX hi (0 (O:10)78
HeoO0XOIUMOCTBIO;

OXHOKPATHOCTH PErHCTPALHH JIOKyMEHTOB;

yCTpaHEeHHA HE06OCHOBAHHBIX COIMIACOBAHUH MPOCKTOB JOKYMEHTOB;

BpeMeHHOH ~peraaMeHTani omepauui 1O 06paboTke, PacCMOTPEHHIO
1 COTJIaCOBAHUIO JOKYMECHTOB.
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5.6. B moXxyMeHTOOOOpOTe OpraHu3allii BBIIENAIOTCA JIOKyMCHTOIOTOKH.
pxonsupe (MOCTyHalomue) AOKYMEHTEL, pcxoaume (OTnpaBisieMble) JOKyMEHTBL
BHYTpEHHHE [OKYMEHTBL. B cocraBe BXOMIIMX M HCXOMANMX JOKyMEHTOB
BBIJISJIIOTCL:

JIOKyMEHTBl ~ OpPraHOB rocy/lapCTBEHHOH  BIACTH,  OpraHosB MECTHOTO
caMOYIIpaBIeHUS;

JOKyMEHTHI QUIHATOB H TePPUTOPHAILHO 060cOOTEHHbIX MOAPa3IeICHHT;

JOKyMEHTHI U3 rOCy/IapCTBEHHBIX H HerocyAapCTBEHHBIX oprasu3aliL;

3aIIpOoCHl AEyTaToB TocynapcTBeHHON JlyMBl ¥ JICHOB Cogera Depepauny,
JENyTaToB  3aKOHONATENbHBIX ~ OPTaHOB CyOBEKTOB Poccuiickoit Denepanyn
¥ OPTaHOB MECTHOTO CaMOYTIPaBICHIA,

oOpalleHHs TPaXAaH;

JOKYMEHTBI U3 TPaBUTEIbCTBCHHBIX H HeTpaBUTENILCTBEHHBIX opraHm3aiui
3apyGeXHBIX CTpaH ¥ Apyrre rpyTbl JOKYMEHTOB.

5.7. IloctaBka W OTIpaBKa JIOKyMCHTOB B OpraHu3allii OCYIIECTBIIAIOTCA
cpeficTBaMM TOYTOBOH CBSI3H, denpaperepckoit H KypBhepPCKOil CBSI3H, HApOTHBIMH
¥ pa3IMYHBIMK BUJAMH SJIEKTPOCBASH (baxcuMmIbHAS, tenerpadnas, TenedoHHad,
3JIEKTPOHHAs I04Ta, cucTeMa MeXBEIOMCTBEHHOTO ANIEKTPOHHOTO
[HOKyMeHTo060pOTa (MBI[O)H, C3).

5.8. B opranmsalnuio JOCTaBIACTCA KOppECIIOHIeHIMs B BUAC TIHCCM,
[OYTOBBIX KapTouek, Oampeponed M MaKeTOB, MeyaTHBIX W3JaHui, TelerpamM,
dakcorpamm, TeNe(p)OHOTPAMM, DJIEKTPOHHBIX JIOKyMEHTOB M JJIEKTPOHHBIX KOTIHi
JOKyMEHTOB.

5.9. TlpueM HAOKYMEHTOB OCYIIECTBIISETCS CiyxGo#l Jenonpon3BOACTBR.
JIOKyMeHTEI, ~TIONy4EHHBIE paGOTHHKaMi OT  JIPYIHX opraHm3alyy, TaKXe
nepepatorcst B Ciryx6y JIeTOTPOM3BOJICTEA LA PEriCTpaliii p/uny yJyerta.

5.10. Bce TOCTYNHBIIME B OpraHU3aldio JOKYMEHThI TOJJIENKAT TIepBUYHOM
06paboTKe, BKIOYAIOMIeH:

TIPOBEPKY MPABUIBHOCTH JOCTABKHU JIOKYMEHTOB;

IPOBEpPKY IENOCTHOCTH YIAaKOBKH (KOHBEPTOB, [IaKETOB);

BCKpHITHE YIAKOBKH (32 HCKIIOUCHICM KOHBEPTOB, IIAKETOB C IIOMETKOMH
«JTngHO0» 1 TpathaMu OTpaHHIeHHs JOCTYNa K IOKYMEHTY);

TIPOBEPKY 1EJOCTHOCTH BXOJAMIIX JOKyMEHTOB, BKJIFOYas TPHIOKEHI,;

YHUYTOXEHHE KOHBEPTOB, [IAKETOB WIH YTIAKOBKU;

TIpocTaBleHHe OTMETKH O MOCTYIUICHUH HJOKYMEHTa B OpraHH3aLHIo.

5.11. Omm6OYHO JOCTAaBIEHHbIE NOKYMCHTDI TIepechUIaloTCs TI0 HasHAuCHHIO
WIM BO3BPAIIAIOTCS OTHPABUTEIIO. JIOXyMeHTHI, ITOCTYIHBIIME B IOBPEXAEHHOH

12 JTis rocy/iapCTBeHHBIX OpraHu3auuli — y4aCTHHKOB MDJIO.
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yIIaKOBKe, IPOBEPSIOTCS Ha LENOCTHOCTD, B TOM gucjae Ha HAJUYAEe MEXaHUYECKHX
TIOBPEXXACHHI.

[TouToBbie OTIPABJIEHNs, HECTAHAAPTHEIE MO BECY, PASMEPY, dopme, UMErOIINE
HepOBHOCTH 1O GOKaM, 3aKJICCHHBIC JIMIKOM JIEHTOMN, MMeoIye CTPaHHBIH 3arax,
I[BET, NPEMTONIOKUTENBHO MMEIOIIUe BIOKCHN, HE XapakKTepHbIE Ui NOYTOBBIX
OTHpaBiieHHl, He BCKPHIBAIOTCA. O mnoNydeHWH HOAO3PHTENBHOr0 TIOYTOBOIO
OTIpaBieHys JOKIAABIBACTCA ~PYKOBOIUTEIIO CnyxGsl  JeNONpON3BOACTBA 1
B cliyX0y Ge3omacHoCTH (TIpH ee HAJTHYHAH).

5.12. Tlpu mocTyIUIEHMH BXOJAIIEro NOKyMEHTa B TIOBPEXK/ACHHON YIIaKOBKE,
TIOBPEXKIEHMH JJOKYMEHTa, NpH OTCYTCTBHA B KoHBepTe (MaKeTe) JNOKYMEHTa, €ro
YaCTH WM TPIIOKEHUH K HeMy, a TakKe NP OTCYTCTBHH MOJIIUCH Ha BXOJIAIMIEM
JOKyMeHTe COCTaBISIeTCA aKT B JBYX sK3eMIUIApax Ha OyMaXXHOM HOCHUTEIS,
[TOJACHIBAEMBIH ABYMs pabOTHHKaMU Ciryx0b1 1eJI0IPOU3BOJICTBA.

OfuH OSK3eMIUIp aKTa BMecTe C  BXOIAIIIM JNOKYMEHTOM U €ro
MPIIOKEHHAMH TIepelaeTCs Ha IpeaBapUTeNbHOe PacCMOTPEHUE M PETUCTPAIIHIO,
BTOPOI IK3EMILIAP aKTa BBICHLIACTCS OTHPABUTEMO.

5.13. KonBepThl, NaKeThl WIH YIaKOBKa COXPaHSIOTCA W IPHIAratoTCsA
K BXOAALI(UM JOKyMEHTaM B CIIyJasX:

ecIT¥ TOJBKO TIO HIM MOXHO YCTaHOBUTB OTIIPABATEIL WK [IATY OTIpaBJICHHS;

ec) BXOJIAIIMI JOKYMEHT IIOCTYIIHI N03Xe yKasaHHOTO B TEeKCTe AOKYMEHTa
CpOKa MCIIOJHEeHHs! Wl JIaThl MEPOTIPHATHA,

npi GONBIIOM DAacXOXKACHWH MEXIy HaTaMi NONNHUCAHUS W TOJy4CHHA
JIOKYMEHTOB.

ITocne 3aBeprieHHs] paGoOThl ¢ JOKYMEHTOM KOHBEPT BMecTe C JOKYMEHTOM
moMeliaeTcs Ha XpaHeHue B JIEO.

5.14. KoHBepTsl (IIaKeThl), AMEIOIIUE OTMETKY «JTmunoy» («Private»), rpudbt
OrpaHAYeHHs 0CTYNa K JOKyMEHTaM, coJeprKaliiM CBEACHHS KOH(HASHIIMATBHOTO
XapakTepa, He BCKPBIBAIOTCS U IEPe/iatoTCA:

c orMmeTKoil «JImuHO» («Private») — HEOCPEACTBEHHO ajapecary,

¢ rpudamy oOrpaHudeHHs pocTyma — B cryx6y KOHQUICHIHAILHOTO
JeIONPOM3BOACTBA MM PabOTHHKY Crnyx06Bl IeNoNpou3BOACTBA, B 0053aHHOCTH
KOTOPOTO  BXOJUT obpaGoTka  JIOKyMEHTOB,  COZCparlux CBeICHUA
KOHGUASHIMATIBEHOTO XapakTepa.

5.15. Bxomsmue 3JEKTPOHHBIE JNOKYMCHTBI, HOCTyIHBIIME OT APYTHX
opraHmsalmi o 3MEKTPOHHOH MMOYTe, IOCPESACTBOM Co wwm MO0
npuauMaroTcs Ciryx00i Jen0nponu3BOACTEA.

DIeKTPOHHblE  JOKyMEHTHI, ~ IIOCTYIHBIIHC nmo  MHGOPMAIMOHHO-
TeJIeKOMMYHHKAI[HOHHBIM KaHajgaM %4 HOJITACAHHBIC yCHIICHHOM
KBaTM(GUUUPOBAHHON  IOAMHUCBHIO, pomouatorcs B COJI  mocne  NPOBEPKH
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3TeKTPOHHOM IIOJNHACH U MONTBEPXKACHUS €€ neﬁcmmenmocm”; 9IIEKTPOHHBIE
JIOKyMEHTBI, MOCTYIHUBIUHE OT ApyruX OpraHu3aluid IO 3IIEKTPOHHOM TIOYTE
Ji [IOJIMMCAHHBIE YCHJIEHHOH HekBaTM(HUIMPOBAHHOH HOANUCHIO I HPOCTOM
3JIEKTPOHHOHN MOJIHUCHIO, TIPOXOIAT TIpeiBAPHTENbHOE PACCMOTPECHHIE H BKJIFOUAIOTCS
p CDJl npu HaJIMYUHM MEXIY opranu3anuei-oTnpapuTenceM opraHu3anyen-
nonydareqeM — COTTAICHHUA o6 oOMeHe  DJEKTPOHHBIMH  JOKyMCHTaMH,
NIOATIHCAHHBIMA COOTBETCTBYIOIIEH MOHUCHIO.

5.16. TlepBuunas 06paboTka ONEKTPOHHBIX JOKYMEHTOB, TMONYYEeHHBIX IO
I/IH(bOpMaIJ;I/IOHHO-TeJIeKOMM}’HI/IKaLII/IOHHI:IM KaHajgaM cCBs3Y (9JEKTPOHHAs I104Ta,
MO0, ca#r opraHu3anuu) OT [pyrux opraHusalMii H TpaX/aH, JNOJDKHA
COOTBETCTBOBATH TEXHOJIOTHH PabOThl C BXOAIIMMHU JIOKyMEHTaMH.

5.17. TlepBuunas 06paboTKa JOKYMEHTOB 3aBepINaeTCs MX paclpe/leicHAeM
(copTHpOBKO#f) Ha PETUCTPUPYEMBIC H HeperuCTpUpyeMbie (PHIIOKEHHE Ne 12)".

5.18. Peructpanus BXOAALINX JOKYMEHTOB OCYIIECTBIICTCA He3aBHUCUMO OT
crioco0a UX JOCTaBKH ONHUH pas: B CnyxGe JeNnonpou3BOACTBA MK B CTPYKTYPHOM
nofpasielleHd  OpraHu3aruu B COOTBETCTBHM C YCTAHOBJIEHHOH dopmoii
OpraHu3aIyy Jlenonp01/13130,ucma15 .

JIOKyMeHTSH], TOCTyNaloIue 13 ApYTHX OpraHu3alui HEeNocpeCTBEHHO
B CTPYKTypHBIE TIOApa3feNeHusd, HO TpeGyrolue PacCMOTPEHHUA PYKOBOJICTBA,
mepenatoTcs I PEerncTpanid H IpeBapUTENFHOr0 PAacCMOTPCHUI B Cnyx0y
IeJIONpPOU3BOACTBA.

5.19. PerucTpaiysi BXOASIIMX JOKYMEHTOB ocyIIecTBIII€TCs B JACHb HX
HOCTYIUIEHUs WIH Ha cnemyomuii pabounii 1€Hb IPH IOCTYIUIEHUM JOKYMEHTOB
B KOHILIE padoyero J{Hs Wi B Hepabouee BpeMsl.

PerucTpaisi oOpallieHyH Tpax/aH OCYIIECTBIIACTCS B TEYCHHE TPeX JHEH
¢ MOMEHTA MIOCTYIUICHUA o6pa1uemml6.

520. CBefileHisi O TMOCTYNMBIIEM JOKYyMEHTE BHOCATCS B DJIEKTPOHHYIO
PETMCTPAIMOHHYIO KapTOuKy (QPK) COJ nmu PEruCTPaIOHHO-Y4ETHYIO dbopMy

B YnauBugyaibHOM MHCTPYKUHEH 0 JEONMPOU3BOJICTBY MOXET GLITh TIPEAYCMOTPEHa pacrnedarka
JOKYMEHTOB, MOCTYTIMBIINX B dopMe 3NEeKTPOHHBIX JOKYMEHTOB, C nocaeaAyomen opraHu3aLMeH paboTsl
¢ HUMM Kak ¢ JJOKyMEHTaMH Ha GyMaKHOM HOCHTEJIE.

14 K moxyMeHTaM, He MOIeKaIlM PEr:HCTpaLK, OTHOCATCA JOKyMEHTBI, HE TpeGyroLIHe UCTIONHEHNA U HE
cofepaiye HHpopMaLuy, JICTIONIb3YEMO} B CIPABOYHBIX LEIIAX.

15 B yHAMBHAYATBHON MHCTPYKLMH TIO JEJIOTIPOM3BOJICTBY YCTaHAB/IMBACTCA MECTO PerucTpaLyy BXOAIIKX
JOKyMeHTOB (LeHTPaTM30BaHHO — g CayxGe AeIONPOH3BOACTBA WIH B Cunyxbe AeNONpOU3BOACTEA
M CTPYKTYPHBIX TOApa3/e/ICHUSAX), 8 TAKOKe crocof perucTpaluu (8 COJf wiu B PErHCTPALOHHO-yYETHBIX
dopmax Ha GyMaxKHOM HOCHTENE).

16 DenepanbHbIi 3aKOH OT 2 mas 2006 r. Ne 59-®3 «O nopsnke paccMOTPeHHA obpaleHu# rpaxaaH
B Poccuiickoii @eaepaiyy» (Cobpanue 3aKOHOJATE/IbCTBA Poccuiickoii denepaiiyt, 2006, Ne 19, c1. 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, ct. 6638; 2015, Ne 45, ct. 6206; 2017, Ne 49, ct. 7327).
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Ha GyMa)XHOM  HOcHTene, a  TIOCTYHHBIIEMY IOKYMEHTy  IPHCBaUBA€TCA
PETHCTPAIMOHHEIH HOMEP.

PervcTpalyiOHHB HOMEp BXOJSLIEro JOKYMEHTa COCTOUT H3 TIOPSAKOBOTO
HOoMepa IOKyMeHTa B IpeienaX KajeHIapHOro TroAa, KOTOpBI MOXeET ObITh
JOMONIHEH [UGPOBEIMU  HIIH OyKBEHHO-IIMMPOBEIME  KOJAMH (MH[EeKcaMu) TI0
UCIIONB3YEMBIM Knaccn(anaTopaM”.

521. Ha Bcex 3aperiCTPUpOBaHHBIX MOKYMEHTaX, 3a HCKIIIOUEHHEM
JTOKyMEHTOB, IIOCTYNHBIIMX B dopMe 3IMEKTPOHHBIX JOKYMEHTOB, MPOCTABILIOTCA
OTMETKH O MOCTYIUIEHHH JOKyMEHTa B OpraHH3allHIo. B oTrMeTke O IOCTYIUICHUH
noKkyMeHTa (GUKCHPYIOTCS Jara TMOCTYINICHHS (npy HeoOXOOMMOCTH — BpeMA
[OCTYIUIEHHS B 4acaX M MUHYTaxX) 1 BXOAIIMH perHCTPAMOHHBIA HOMEP TOKYMEHTA
B COOTBETCTBHY C TTyHKTOM 2.36 ITprMepHO# HHCTPYKIMH.

5.22. JIOKyMeHTBI, IOCTYNHUBIIHE Ha GyMa)KHOM HOCHTENE, CKaHMPYyIOTC,
3IEKTPOHHAs KOMHs NOKYMEHTa BKIIOYAeTCAd B C3J1 u mpHCOETUHACTCA K OPK
JOKyMEHTA.

5.23. KoppecronzieHIIuss ~ Ha  MHOCTpAaHHBIX  A3bIKAX, aJipecoBaHHas
PYKOBOACTBY OpTaHHM3allMH, IIOCIE PErucTpaln B Cnyx6e nenomnpou3BOACTBA
mepesiaeTcsl B COOTBETCTBYIOIIEE NONPasACICHIE WK pabOTHUKY OpraHW3aluM JUIi
mepeBofia W IOCJEAyIOLlel mepefain Ha PacCMOTpeHHe PYKOBOICTBR. Hnas
KOPPECTIOH/ICHIIMsS Ha HHOCTPAHHBIX  A3BIKaX nepegaercs IO HA3HAYCHUIO
HETIOCPEICTBEHHO B CTPYKTYPHBIE OAPa3ACICHIA.

5.24. TIpemBapuTelbHOE PACCMOTpEHHE NPOBOAMTCA B LENSIX paclpeleeHus
[OCTYNAIOIMX B OpraHM3allkio JOKYMEHTOB Ha Tpebyromue 00s3aTeNBHOTO
paccCMOTpEeHHs PYKOBOJCTBOM OpraHHM3allii M HalpaBJisieMble HETIOCPEACTBCHHO
B CTPYKTYpHbIE MOAPA3TCTCHHUS.

5.25. TlpenBapuUTeNbHOE paccMOTpeHUe BXOJALIMX JIOKYMEHTOB
ocymectaisercs B Ciyx06e fenonpon3BoACTBa OCIe PETHCTpalliy JOKYMEHTOB.

ITpenBapuTeIbHOE PAacCMOTPEHHE MOMKET IIPOBOAUTECA O PErHCTpanyH
B ClIydae IIOCTYIUICHHUS JIOKYMEHTOB c OTMETKaMH, TpeOyOIUMH
He3aMeIUTEIFHOTO PACCMOTPEHHS U UCIIOMHEHMS IOKyMEHTA.

5.26. TIpenBapuTeNbHOMY PAacCMOTPEHMIO MOIJIEKAT BXOJMINAE XOKyMEHTBI,
aJpecOBaHHBIE B OPraHM3aIMIO U Ha UMJ €€ PYKOBOAUTEIS.

JIOKyMEHTEI, aJipeCOBaHHbBIE HOApa3AcIeHUAM, PYKOBOAUTEISM
TOJpa3/eNicHAil U CIIeLUANCTaM, [IepesiaioTes B CTPYKTYpPHBIE MOAPa3JE/IeHU 0e3
TIpeIBapHTENHHOTO paccmorpenmls.

17 CrpykTypa pErMCTPALMOHHOTO HOMEpa BXOMAIICro JOKYMEHTa OINpeNeNieTcs MHIMBHAYaIbHON
MHCTpPYKLKEH 110 JeONPOM3BOJCTBY OpraHU3aliH.

18 CocraB JOKYMEHTOB, MOJIEKAIIUX IIPEABAPUTCILHOMY PACCMOTPEHHIO B OpraHM3allMH, MOXCT OBbITH
KOHKPETH3MPOBaH B HHIMBH/YaIbHOH MHCTPYKIWUH 1O JEIOTPOH3BOJICTBY.
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5.27. TIpenBapuTeNbHOE PacCMOTPEHHE OCYINECTBILICTCA HUCXONA W3 OLICHKHU
COIEpXaHMs BXOMAIIMX JOKyMEHTOB, C y4eTOM yCTaHOBICHHOTO B OpraHu3alyu
pacnipefienteHuss  QYHKIMOHAIBHBIX 00s3aHHOCTEH  MeXAy  PYKOBOIHUTEIEM
OpTaHHM3AINH, €T0 3aMECTUTEISIMH, PYKOBOJUTENIAMY CTPYKTYPHBIX HOZpa3/eNeHHH.

5.28. ITo pesynprataM MNpEABAPHTENBHOIO  PACCMOTPEHMS JIOKYMEHTEI
pacIpeeNsIoTCs Ha TOKyMEHTONOTOKH, HAalPaBIieMbIC:

Ha pacCMOTPEHHE PYyKOBOAUTENA OpraHA3alliy (IOKyMEHTBI, IOCTYIAlOIIHe U3
OpraHoB rOCY/JapCTBEHHON BIACTH, OPraHOB MECTHOTO caMOyIpaBlieHHs, JOKYMEHTHI
[0 Hauboee BYKHBIM ¥ IPUHLIUITHATEHBIM BOIIPOCaM AeSTEIBHOCTH OpraHU3al}H);

HA  pacCMOTpeHHe  3aMeCTHTeNled  PYKOBOIHTEIIS (IOKYMEHTHl IO
HANPABJEHASIM JESTETBHOCTH, KypPHPYEMBIX COOTBETCTBYIOIMMMH 3aMECTUTEIIMA);

Ha PacCMOTpEHHUE MHBIX PYKOBOJUTENIEH, IIaBHBIX M BEYIIUX CIIEIMATICTOB,;

HA pAacCMOTpEHHE M WCIONHEHME B CIPYKTYPHBIC nojpasieneHus o
HaIpPaBJICHUAM UX NesTeNbHOCTH.

5.29. Tlo 3aBeplleHHH IpPEJBAPUTEIBHOTO  PACCMOTPEHHA TOKYMEHTEL
TIepeialoTCsl COOTBETCTBYIOIMM PYKOBOAUTEIAM UL PacCMOTPEHHs M BBIHECCHUA
pesosroruii (yKasaHui o MICTIOJTHEHUIO).

5.30. PaccMOTpeHHE IOKyMEHTOB PYKOBOJMTENIEM OCYIIECTBIACTCA B IeHb
mepenadd JOKYMEHTOB PYKOBOIMUTENIO HIH Ha ciemyroumii pabounii AeHb, €CIH
JIOKyMEHTSI IIepelaHbl PYKOBOJCTBY B KOHIIC pabouero JHs.

JIOKYMeHTHI, Tpefylollie CPOYHOTO PAacCMOTPEHM:A, a TakoKe TenerpaMMbl
¥ TeNeOHOTPaMMBI PaCCMaTPUBAIOTCA PYKOBOJUTEIEM He3aMeTUTENBHO.

5.31. Pe3ynpTaTsl PacCMOTpEHHsi JOKyMEHTa DPYKOBOIUTENCM OpraHH3allvi,
ero 3aMECTHTENSMH, DPYKOBONWTENSIMH IIONpa3ieleHHH ohopMILIIOTCS B BHIE
PE30IIOLUH B COOTBETCTBUH C IlyHKTOM 2.43 ITpuMepHOH MHCTPYKIHH.

5.32. CBeleHUs O PE3OTIOLMH (MCIIONHUTEND, COMEPKAHNE TOpYICHIA, CpOK
pcrionHenns) creruanicroM CiyxO6sl Ienolpou3BOJCTBA BHOCITCA B OPK CO3/,
[ocJie 4ero HCHONHMTENH MOMYYaroT HOCTYI K INEKTPOHHOMY JOKYyMEHTY HIH
3JIeKTPOHHOM KOIHHU JOKYMEHTa, €CII JOKyMEHT ITOCTYIIII Ha GyMaXKHOM HOCHTEJIE.

5.33. JIOKyMeHTBI, IOCTyHarolmue Ha OGyMa)XHOM HocHUTelle, IoCIe HX
pErHuCTpallt, BKIIOYCHHS B CHJl B BHJE DIEKTPOHHBIX KOMMA H PacCMOTPEHHA
PYKOBOJICTBOM IIEPENAIOTCS B COOTBETCIBYIOIINE CTPYKTYpHBIE IIOApa3/icTICHus Ha
CIIONHEHHE MM TIoMeInaroTes B aeno B Ciyx0Oe nenonpon3Bo/icTBa B COOTBETCTBHIH
¢ HOMEHKJIaTypoii Jiesl OpraHu3alyH.

Tlns duxcamuy (akra Iepefaid BXOMANWX JOKYMEHTOB H UX KONHWH Ha
GyMaXKHOM HOCHTEJE HCIIONHATENIM B CTPYKTYPHBIC HOZpa3feNeHus MOIyT
MCLONB30BATECS JKyPHAIBI (PEeCTpHI) Iepe/iadn TOKYMEHTOB.

5.34. Ilpu  OGyMaxxHOM JOKyMeHTO060poTe  MOMTMHHHKA  BXOIUIHX
JOKYMEHTOB, B CiydJae Ha3HA4eHHs HECKOJBKHX ACTIONHUTENIEH IepelatoTcs
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OTBETCTBEHHOMY ACIIOJTHUTENIO, OCTAJIGHBIM HCIIOJTHUTEIAM Ciryx6a
JIeJIONPOM3BOJICTBA MEpeIaeT KOMUH IOKyMEHTa.

535. Vicxoasmpe TOKYMEHTHI, 3aBU3HPOBAHHBIC BCEMU 3aWHTEPECOBAHHBIMU
JIMIAMY ¥ TIOJHCAHHBIE PyKOBOJHUTENEM MM HHBIM YIIOJIHOMOUEHHBIM MM JIUIIOM,
PETHCTPHPYIOTCS B Cyx6e IeI0npOr3BO/ICTBA OpPraHH3aHHI.

5.36. PerucTpamysi HCXOIMIMX JOKyMEHTOB ocylecTBisgeTcss B JCHb
TIO/IMCAHUS WK Ha CIIeTyrOIuH pabounii IeHb, eCIIM TOKYMEHTBI OBUIH MTOAITUCAHBI
B KOHILIE pabodero qHs U B Hepabouee BpeMsl.

5.37. Tlepen pemcmauneﬁ HCXOIIIIUX JIOKYMEHTOB Cyx6a
JEJIONPOM3BOACTBA NPOBEPAET TPABHIBLHOCTE o(opMIIeHHS TOKyMEHTOB (B TOM
urce HANMGHe TOANMCEH, BU3, TPaBWILHOCTH HAMMCAHMA aJpecoB), a TaKKe
YKa3aHHBIX B HCXOIANMX HOKyMEHTax NPHIOXKEHUH, COOTBETCTBHE KONMIECTBA
5K3EMILIIPOB KOJNMYECTBY afpecaToB IO yKas3aTelo PacCHUIKH, HATUIHE OTMETKH 06
HCIIOITHUTEIE.

5.38. [lpu  perucrpali  HCXOIAIICTO micema B COJl  cBeneHHA
06 OTIpaBISieMOM JOKYMEHTE duxcupytorcas B OPK, K KOTOPO! TMPUKPEILIACTCSA
3/eKTPOHHAS KOIIHS OTIPAaBIAEMOro JJOKyMEHTa.

Ecmu DPK 65pi1a cosgana B COJI Ipy MOATOTOBKE IPOEKTA IOKyMEHTa, TO TIPH
perucTpalii  HUCXOJAMIEro  NOKyMEHTa B Hee J00aBIAIOTCA  CBEICHUA
0 PEerHCTPAlIOHHOM HOMEDE, NaTe PETHCTpALlKK ¥ APYTUe CBENCHUS 06 ucxomsImeM
JOKyMEHTE.

5.39. PerucTpalliOHHBEIH HOMEpP HCXOJAIICIO JTOKyMEHTA JOJDKeH COCTOATh M3
konoB (MHIEKCOB) B COOTBETCTBHM C TIpHMEHAEMBIMH kinaccuduKaTopaMu
¥ TIOPSIKOBOTO HOMEpa JOKyMEHTa B NPE/ienax KaJIeHJapHOro rojia.

Jlara perHCTpaluu H PETMCTPAllMOHHBIH  HOMEP IpOCTaBJISAIOTC]  Ha
OTIPaBIIAEMOM JIOKyMEHTE, & TaloKe Ha KOIIHH JMICXO/IAIIET0 JOKYMEHTa, OCTAIOLIEHCs
B JieJie, B COOTBETCTBHH C ITyHKTaMH 2.35, 2.36 [IprMepHO# HHCTPYKLIUH.

5.40. WUcxomamui JOKYMEHT, [TOJNACAHHBI PYKOBOJMTENEM OpraHH3aliH
M MHBIM YTIOJHOMOYEHHBIM MM JOIKHOCTHBIM JIAIIOM, TlepelaeTcs Ha OTIPABKY,
KoM IOKyMeHTa Ha OyMaXXHOM HOCHTEIE C BU3aMH TIOMeIIaeTcs B M0
B COOTBETCTBUH C HOMEHKJIATypOH Je.

DJieKTPOHHBIE JOKYMEHTBI IMOCNIC HX [IO/IMACAHHAS 3JIEKTPOHHON IIOANHCHIO
¥ OTIPaBKH ajipecaTy XpaHiTcd B 6aze manubix CO/L.

541. B 3aBMCHMOCTH OT COACpXaHMA H CPOYHOCTH  JOKYMEHTEL,
oTIpaBiieMble M3 OpraHusallid, JIOCTABJISIOTCS ajipecaTaM CpPeACTBaMH [IOYTOBOM,
henpaberepckoi  CBA3M,  CHELCBIASH, KypbepoM, SKCIIPecC-TIOUTOH, a TaKKe
TepelaloTCs 10 KaHaaM SJIeKTPOCBIsH (daxcuMmIbHas CBA3D, tenerpad, Tenedo ,
3JIeKTPOHHAs TI0YTa, MDJI0, COMD).
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OGpaboTka  KOppECTIOHZEHIHH  JUii  OTIPAaBKH ITOYTOBOM  CBSA3BIO
OCYILIECTBIISIETCSL B COOTBETCTBHU C ITpaBunaMu OKa3aHUs yCIIyT [IOYTOBOH CBA3H' -

5.42. JIOKyMeHTHI, HE UMEIOIIHE aIpecHON J9acTH, IPUHIMAIOTCS Ha OTIPaBky
C CONPOBOAUTENHHEIMA THCbMaMH (33 MCKIIOYEHHEM KOMHH pacHOPSAHTENLHBIX
JIOKYMEHTOB, HallPaBJIsieMbIX B IIOABEAOMCTBEHHbIC OpraHU3alViH).

HenpasuiisHO 0QOpMIIEHHBIE TOKYMEHTEI 1 KOppPEeCHOH/ICHITH HeCTy)XeGHOro
xapakTepa K OTIpaBke He IPUHAMAIOTCA 1 BO3BPAIIAIOTCS HCTIOJHUTEIIO.

JIOKyMeHTBI, ~ HOJNeXaie  OTHpaBKe,  HOIDKHEL 00pabaTeIBaThCA
¥ OTIIPABJIATECS B JCHD UX MOAMMCAHAS ¥ PETHCTPAIMH HTH Ha clefyIomui pabounii
JI€HB.

5.43. Jlockinka  WJIH  3aMEHa  PaHEe OTIIPAaBIEHHOTO0  JIOKyMCHTa
OCYIIECTBIETCS 10 YKa3aHHIO JTMLA, IIOAMHKCABIICTO JOKyMEHT.

5.44. TIpoxoxHeHHe BHYTPEHHMX JIOKYMEHTOB Ha sTafnax HX IOAFOTOBKH
1 oopMIIEHHS. TIOJDKHO COOTBETCTBOBATH IPOXOXKICHHUIO HCXOMIIHX TOKyMEHTOB,
a Ha ATAale UCTIOJHEHHS — BXOIAIMX JOKYMCHTOB.

5.45. TIpoeKThl pacIOpAAUTENIBHBIX TOKYMEHTOB (npuKa3oB, pacTopsHKeHHi),
[IOATOTOBNEHHEIX IS TOJNKMCAaHHS, TIOCHe IOJrOTOBKH U COIIacoBaHMA
C 3aHTEPECOBAHHBIMA JIMIAMH IEPENIAOTCA B Cnyx0y ZIenonpou3BoACTBa A
IpOBEPKH IPaBUIBHOCTH HX ohopMIIEHHS.

5.46. TIpaBunsHO OGOPMICHHBIC NPHKA3BL, paclopshKeHHsl TIePEIAtoTCs Ha
IOAMMCH PyKOBOJUTEIIO OpraHU3aliy WM HHOMY YIIOJTHOMOYEHHOMY UM JIUILY.

5.47. TToamucaHHble TPHKasbl, PAacIOPDKCHUA IIO OCHOBHOM JesTENbHOCTH
PETHUCTPUPYIOTCS B Cyxbe lIeJIOl'IpOI/IBBO,Z[CTBaZO.

[TpukasaM, pPacHOpPSKEHHAM IO OCHOBHOM [€ATENBHOCTH IIPUCBAHBAOTCA
nopsiiKoBsle HoMmepa (TIO KaXHoi rpynne JTOKyMEHTOB OTHENbHO) B mHpejenax
xaneHapHoro roga. IlopsuKoBeIH —HOMEP JNOKYMEHTa MOXeT JOTONHATECA
GyKBEHHBIM WIH LUGPOBBIM  HHICKCOM, 0603HAYAOIMM  [TPHHAUIEXHOCTH
JIOKYMEHTa COOTBETCTBYIOILEH IPyIIe TOKyMEHTOB.

CBeJleHHs O PErHCTPUPYEeMBIX MpHKa3aX, PacmopKeHMAX BHOCcsaTcs B CO/JI
WM B HHBIE PEruCTPalMOHHO-YYCTHBIC dopmsl Ha OyMa)XHOM HOCHTEIE WIH
B 9JIEKTPOHHOM (hopMe B COOTBETCTBHH C ITyHKTOM 5.54 TIpumepHO# HHCTPYKLH.

1° [Tpukas MuHHCTEPCTBA CBA3M U MACCOBBIX koMMyHuKauuii Poccuiickoi Depepauun oT 31 Hrond 2014 r.
Ne 234 «O6 yrBepskaeHun IIpaBu okasaHus yciyr [1OYTOBO# CBs3M» (3aperucTpupoBaH B MHHUCTEPCTBE
rocruu  Poccniickoit @enepauyu 26 nexabps 2014 r., perucTpalMoHHbI Ne 35442), ¢ U3MCHEHUAMH,
BHECEHHBIMH IIPHKa3oM MuHHMCTEPCTBA CBA3H M MAacCCOBBIX KOMMYHHKALAA Poccuiickoit ®enepauyy OT
13 peppaa 2018 r. Ne 61 «O BHeCeHMHM HM3MCHEHHH B IpUKa3 MHUHHCTEPCTBA CBA3H M MAacCOBBIX
xoMMyHHKamui Poccuiickoit denepaluy o1 31 wmrons 2014 1. Ne 234 «OG yTBepICHAH IMTpaBui oxa3aHUA
yCJIyT TIOYTOBOH CBA3NY (3apeructpuposa B MUHHCTEPCTBE IOCTHLH Poccuiickoii @enepauu 28 MapTa
2018 r., perucTpauroHHbiH Ne 50545).

2 IfonroToBka NpHKA30B TO JIMYHOMY COCTaBy K [IOJIMHCAHMIO PYKOBOJMTENEM M WX perucTpaitui
OCYIIECTBIAIOTCS MOAPA3/IENICHHCM TI0 YIPaBJIECHHAIO MEPCOHATIOM.
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5.48. TlonnMHHUKYM TIPUKa30B (pacmopsDKeHU#) MO MECTy MX perHCTpanun
dopmupyloTCs B Jena B COOTBETCTBHU Cc HOMEHKIATypOoH Jen OpraHu3anuu
B COOTBETCTBHH ¢ IyHKTOM 8.20 IprMepHOW MHCTPYKIHH.

Komuu IPHKA30B, DACIOPsDKEHHH PacChUIAoTCs WCTIONHUTEJSIM M HHBIM
3apHTEpECOBaHHbIM JIHIIaM B 3eKTPOHHOH (opme UM Ha OyMa)KHOM HOCHUTEJE
B COOTBETCTBHH C yKa3aTeJieM pacChUIKH.

Komyy TpHKa30B, PAacIOpPsHKCHHUH, pacchllacMble Ha OyMaXHOM HOCHTEIE,
3aBepSIOTCA B COOTBETCTBHH C IIyHKTOM 2.51 IIpumepHOH HHCTPYKIHUH.

5.49. TIpoTOKOJNBI 3aceNaHui, COBEl[aHuii, IPOBOJUMBIX PYKOBOACTBOM
OpraHM3allii, PEerHCTPUPYIOTCA B Ciyx6e JeNONpON3BOACTBA WA CEKpETapiMH
COOTBETCTBYIOIUX PYKOBOAUTENEH.

I[IpOTOKONEl ~ 3aceNaHuH, COBEIIanuii, TPOBOJUMBIX  KOJIIEIHaTbHBIMH
(coBemaTenbHBIMU) OpraHamMy, KOMHCCHAMH WIK B CTPYKTYPHBIX MOJApPa3s/CNCHUAX
OpraHu3alyiH, PerUCTPUPYIOTCA B TOJIpa3eNieHHAX, OTBETCTBCHHBIX 3a OpraHU3aIHIo
¥ TOpOBEACHHE MEpONPUSTHA. Komuy TaKux IPOTOKOJIOB TOTOBATCA K PaCcCHUIKS
1 pacChUIAOTCA CTPYKTYPHBIM ofipasie/ieHeM, OTBETCTBCHHBIM 33 OpraHU3aIHIo
¥l IPOBEJIeHNe MEPOIIPHSTHA.

5.50. IMpoTokonaM IPHCBAUBAIOTCA MOpANKOBBIE HOMepa B TIpelenax
KaJICHIapHOTO rofa Wiy mepruoaa paGoTHl BpeMEHHOH paboueii rpyIIbl (KOMHUCCHH)
T10 Ka)KIOH rpyIie MPOTOKOJIOB OTACIBHO.

TToTMHHYMKY TPOTOKOJIOB II0 MECTY HX PeruCTparii bopMHUPYIOTCS B JIENA TIO
HOMEHKJIaType Jell OopraHusalud B COOTBETCTBHH C IMyHKTOM 8.20 ITpumepHOH

UHCTPYKIIHH.

5.51. BayTpeHHHE JOKYMEHTHI Ha MM PYKOBOAMTENS APYTOro CTPYKTYypHOTO
TIOfpa3/ie/ieHusl PErHCTPUPYIOTCA B COJl wmu (npd OTCYTCTBHH CoOll wmmn
OTCYTCTBHH BO3MOYKHOCTH 3aperucTpUpOBaTh BHYTpEHHHM JOKYMEHT B Ca0)
PETHCTPUPYIOTCS B NONpPasAC/ICHHM, CO3/IaBIINM JOKYMEHT. 3aperucTpUPOBAHHBIH
JOKYMEHT IiepeslacTcs HeNOoCPENCTBEHHO B nofpasaelienre — anpecar, B KOTOpOM
TIOBTOPHO HE PErHCTPUPYETCH.

5.52. Ilpu BKIIOYCHHH B COJl BxomAIMX HOKYMEHTOB, HX perucTpalyy,
paccCMOTPEHHMM W  HCTIONIHCHMM B JPK BHOCATCS CleAyrolue CBSICHHA
0 ,Z[OK}’MGHTeZIZ

a) HaMMEeHOBaHHe OpraHu3alH (KOPPECTIOH/IEHTA);

6) anpecar;

B) HauMeHOBaHMe BuJa NOKYMCHTa,

) [ara MOCTYIHUBIIEro JOKyMCHTE,

1) perHCTpalMOHHBIA HOMEP OCTYIHUBIICTO IOKyMEHTa,

2l ykasaHHBIA COCTAB CBEJCHHMH, BKIIOYaeMBIX B COJ mpu perucTpauyy 4 B XOZIE paccMOTpeHHs
1 HCIIONHEHHS BXOAIIMX W HCXOMAIIHX IOKYMEHTOB, 0bs3aTesieH i OpraHu3auuii — yJacTHHKOB M3JIO.
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JOJDKHOCTD, GaMHIIUS U HHULMANIE] JIKIA, IOIMCABIIETO JOKYMEHT,

JlaTa MOCTYIUICHUS JOKYMEHTa,

BXOJAIIMI pErHCTPAIlIOHHBIN HOMED;

3aroJIOBOK K TEKCTY (KpaTKoe COIep)KaHue JOKYMEHTa),

KOJIMYECTBO JIUCTOB OCHOBHOI'O JIOKYMEHTA,

OTMETKa O NpPHUIOKEHHH (KOJMYeCTBO IPUIIOKEHMH, oblee KOIUIeCTBO

JINCTOB HMPUIOXKEHUN);

M)

CBeJEHUA O CBSI3aHHBIX OJOKYMEHTax (HaI/IMeHOBaHI/Ie BHOAa JOKYMCHTA,

1aTa, pErMCTPALIHOHHEIH HOMEP, THI CBS3H);

H)

pesomonus (MCIIONHUTENb (MCHOJHMTENM), MOPY4YEHHE, JOIKHOCTHOS

JIMIO, JaBIlee IOpYUeHUE, naTa);

)

d)

CPOK MCIIOJTHEHHS NOKYMEHTa,

UHJEKC Jelia 10 HOMEHKIAType Jell,

CBeJIEHHS O Tiepeaapecaliiy JOKyMeHTa,
OTMETKa O KOHTPOIJIE;

rpud orpaHu4eHHs JOCTYNa K JOKYMEHTY;
cBeZieHHd 00 3JIEKTPOHHOM MOATHKCH,;
pe3yNbTaT NPOBEPKH 3JEKTPOHHOM OXIHCH .

5.53. Ilpu BrxmodyeHun B COJ[ mcxomsdmux AOKYMEHTOB B 3OPK BHOCATCS
ClIeIYIOIIIHE CBEJICHUS O IOKyMEHTe:!

a)
6)

afpecar;

JOIDKHOCTB, (paMUIHs ¥ MHULKAIB] IMLA, IIOJMKCABIIEro JOKYMEHT;
HauMeHOBaHMe BH/Ia JOKyMEHTa,

narta JOKyMeHTa;

PEruCTPalMOHHBIH HOMEDP JOKYMEHTa;

3arOJIOBOK K TEKCTY (KpaTKoe COllepXKaHHe JOKyMEHTa);

CBEIEHUS O CBS3aHHBIX JOKyMeHTax (HaMMEHOBaHWE BHUJA NOKYMEHTA,

JlaTa, PeTHCTPAIMOHHEIM HOMED, THII CBA3H);

3)
u)
K)

KOJIMYECTBO JINCTOB OCHOBHOI'O IOKYMEHTA;
MHJIEKC JeJia 10 HOMEHKIATYpe Nel;
OTMETKa O TIPHIIOXKEHHH (KOIUIECTBO TIPHIOXKEHHH, 0bIee KOJIMIeCTBO

JIACTOB MPHUJIOXKEHUH);

rpud orpaHUYEeHUs JOCTYIa K JOKYMEHTY;
nojpasJieNieHie - OTBETCTBEHHBIN HCIIOMHUTENb JOKYMEHTR;
cBeieHHs 00 3JIeKTPOHHOM MOIHCH.

5.54. Ilpu BxmodeHud B COJI BHYTpeHHUX JOKYMEHTOB B OPK BHOCATCH
CIIEYIOILNE CBEJCHHS O JOKyMeHTe™:

2 Byrouatores B COJI, eciTi NOCTYNUBIIKIA JOKYMEHT TIOANMCAH YCHICHHOH 3JIEKTPOHHOH MOATHCHIO.
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a)  HauMEHOBaHHUe MOoApa3fieNieH!s, NOArOTOBUBIUErO IIPOEKT JOKYMEHTa;

0) HanMeHOBaHME BHUJA JOKYMEHTA;

B)  Jara JOKYMEHTa;

I)  perucTpaldOHHBIA HOMEp TOKYMEHTa,;

)  JOJDKHOCTD, GhaMIJIHs M HHUIMANEI JIUIIA, TIOIIHACABIIEro JOKYMEHT,

€) CBeleHHd O CBS3aHHBIX JOKyMEHTax (HaMMEHOBaHWE BHIA JOKYMEHTAa,
Jata, peTHCTPAllHOHHBIN HOMED, TUII CBSI3H);

)  3aroJIOBOK K TEKCTY (KpaTkoe coziepkaHue JOKyMEHTa);

3)  OTMeTKa O NMPHIOKEeHUH (KOJIUIECTBO NPHIIOKEHHM, 00miee KOIHYECTBO
JIMCTOB TIPHIIOKESHU );

H)  HWHJAEKC Jielna 10 HOMEHKIIaType Jel;

K)  YKasaHHs IO WCIOJHEHHIO HOKyMEHTa (MCIIOIHHUTENb, IIOpyveHHe, fata
HCIIOJTHEHU );

J)  OTMETKa O KOHTpOJIE;

M)  rpud orpaHu4YeHHs JOCTyIa K JOKYMEHTY,

H) mHojpasieieHue (TODKHOCTHOE JIMIO) — HUCIIONHUTENE (OTBETCTBEHHBIM
HCTIOTHUTENb) JOKYMEHTA.

JIOTIOMHUTENBHO K YKa3aHHBIM CBEICHHSAM O BXOMAALIMX, HCXOISALUIMX
¥ BHyTpeHHHX nokyMeHTax B OPK C3OJl MOryT BHOCUTECS HHEIE CBEACHUS.

5.55. Yuer konmuecTBa  AOKYMEHTOB,  IIOCTYNMHBIIMX,  CO3J@HHBIX,
OTIPaBIEHHBIX 32 ONpeleNieHHBIH IEepHOJ BPEMEHH, MOXET IPOBOJUTECA IIO
OpraHM3alliy B IIEJIOM, IT0 OTAEIBHBIM CTPYKTYPHBIM IOAPa3feNeHHsIM, 110 TPYIIaM
JIOKYMEHTOB, KOpPpECIIOHAEHTaM, HEHCTBUAM, IIPOM3BENEHHBIM C JOKYMEHTaMH,
U Ipyr¥M IapameTpaM, HeOOXOIHUMBIM I aHaIu3a paboThl ¢ TOKyMEHTaMH B HEJIX
€e COBEpIIEHCTBOBAHMUS.

5.56. Ilpu ydere oOpeMa IOKyMEHTOOOOPOTa IOACUHUTHIBACTCS KOJIMIECTBO
JOKYMEHTOB BBIJEJICHHOH TPyNIBl. YYeT KOJMYEeCTBA HOKYMEHTOB IPOBOJHMTCH IIO
naHaBIM CO/l, perucTpalliOHHO-YYETHBIX XKYPHAJIOB H KApPTOTEK.

5.57. 3a eauHMIy Yy4yeTa KOJNMYECTBA  JOKYMEHTOB  IPHHMMACTCSH
eIMHCTBEHHBIA JK3eMIUIp JOKyMEHTa (NOAJHHHUK HJIM KONHMs, €CIH KOIHA —
eIMHCTBEHHBIH OJK3eMIUIAp JOKyMEeHTa B OpraHM3allid, HamnpuMep, KOIMs
HCXOAAIIEro mUchMa) 0e3 ydeTa KOIUi, CO3JaBacMBIX IIPH II€YaTH U KOIMPOBaHHHU
(TupaxupoBanuu). Komun JOKyMEHTOB NP HEOOXOIMMOCTH aHANN3a yIUTBIBAIOTCA
OTJIENBHO.

2 CocraB cBemeHuii, BHOCHUMBIX B CDJ] NpH perucTpauyu BHYTPEHHHX JOKYMEHTOB, 3aBMUCHMT OT BHJA
PETUCTPHPYEMOTO TOKYMEHTA.



55

5.58. PesynpTarThl Yy4deTa oGBseMa IOKyMeHTOOOOpOTa B opraHu3aluy
exeroqHo ~ 0000IaroTCs Cyx0oit JieTTONpou3BOACTBa M TIpeACTaBILIOTCS
PYKOBOJICTBY B BHJIE otueTa 00 o0bpeEME ,ZlOK}’MGHTOOGOpOTa 3a ro/l.

V1. KoHTpOb HCTIONHEHMA JOKyMEHTOB (opy4eHuk)

6.1. KonTpoab HCIONHECHHA JIOKYMEHTOB (mopyueHuit) BEACTCA B Hesix ux
CBOEBPEMEHHOTO 1 Ka4eCTBEHHOTO WCTIOTHEHHS.

6.2. KoHTpOJb HCIIOTHCHUA IOKyMEHTOB (mopy4eHmuit) BEAETCA:

PYKOBOJIUTEIIEM HIH HHBIM JOJDKHOCTHBIM JIMLIOM OpraHU3alyy — HCTIOMHEHHA
IOKyMEHTOB (mopydeHHiA) [0 CyIeCTBY;

Cnyx6oif  MenonmpousBOACTEA opraHusalud Y OTBETCTBEHHBIMHA 32
JIeJIONPOU3BOACTBO B CTPYKTYPHBIX MojipasfielieHusIXx — CpPOKOB MCTIOJHEHMS
JOKyMEHTOB (mopy4eHuk).

B CiuyxGe Jenonpor3BOJACTEA [[eHTPAI30BaHHOMY KOHTPOIIO TOJIeXAaT
3aperuCcTPUPOBAHHBIC IOKYMEHTHI € OTMETKO O KOHTPOJE («KoHTpols»),
npOCTaBnﬂeMoﬁ B COOTBETCTBHM C ITyHKTOM 2.54 TlpumepHOH MHCTPYKIHH,
a B CTPYKTYPHBIX Tofpa3ielleHusX ~OpraHusatud = BCE 3apem¢rpnpoaaHHme
JOKyMEHTHI, TpeOyromme WCTIOTHEHHS.

6.3. PacnopsauTeIbHBIC JOKYMEHTBI, TPOTOKOJIbI 3aceaHui (coBelaHuH),
copepaiue MopyJeHud ¢C KOHKPETHBIMH CPOKaMH JCIIONHEeHMs, CTaBiATCAd Ha
KOHTPOJIb 110 KaXIOMY IOPY4CHUIO OT/AENBHO.

6.4. KoHTpONH CPOKOB HCIIONHEHUA JIOKyMEHTOB (mopyveHHi) BKIIOTACT
B cebs:

HOCTAHOBKY JOKYMEHTOB (opy4eHHit) Ha KOHTPOTb;

IpOBEpKy ~CBOSBPEMEHHOCTH [oBeleHH JOKyMCHTOB (mopyueHui) 10
UCITOTHUTEIIEH,

npeiBapHTENbHYIO0 IPOBEPKY ¥ perynupoBaHue Xonad JCIIOHEHHS JOKYMEHTOB
(mopy4eHui);

cHsITHE ¢ KOHTPOJI JOKyMCHTOB (mopy4eHuUit);

yuer, 06oOIeHHE H aHAIM3 Ppe3yJibTaToB Xola JCIIOJHEHHs NOKyMCHTOB
(mopydeHuH);

uHPOPMUPOBAHUC pykoBojuTened 0  X0AC JCIIOJIHeHHUs  JTOKYMCHTOB
(mopyueHHu#) ¥ COCTOAHIH JICTIONHUTENHCKOM JUCIAIUIMHEL.

6.5. Cpoku  HCIOJHCHUA IOKYMEHTOB (mopy4eHHH) HCUHCIISAIOTCS

B KaJIeHIapHBIX JOHAX.
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Eciy MHOCHENHWH JeHb CpOKa HCIONHEHMs JOKYyMEHTa (mopyueHus)
IpHXONMTCA Ha Hepaboumii J€Hb, TO JOKYMCHT NOJUIEXHUT  UCIIOJIHEHUIO
B GIMDKaRIAI CITe YoM 38 HIM pabodYnil IeHb.

JlaTa MCIIONHEHHsS NOKyMEHTa (mopydeHns1) GUKCHPYETCS B OPK COJ] mnu
MHOJ PerHCTPAMOHHO-YUeTHOH popme, HCIIONB3YeMO# 17l OTCIE)KHBAHU CPOKOB
VWCIIOMHEHHS NOKYMEHTa (IIOPYUeHHUs).

Cpokd  HCIHOJHEHHS  JOKYMCHTOB (mopydeHui)  yCTaHaBIHMBAIOTCA
PYKOBOZMTENEM, HCXO/L U3 CPOKa, YCTAHOBJIECHHOTO opraHu3auyell, HalpaByBIICH
JOKyMEHT, WIH CpOKOB, YCTaHOBJICHHbIX 3aKOHOJATENBCTBOM  POCCHHCKOM
®denepanyn.

6.6. JlokyMeHTHI ([Opy4YeHHs) MONIENKAT UCTIONHEHHIO B CIIEAYIOIIHE CPOKH:

¢ KOHKpETHOH JaTo! UCTIONHEHHS — B yKa3aHHBIH CPOK;

Ge3 yKa3aHMA KOHKDETHOH JAThl MCIIONHEHHS, UMEIOIHIC B TEKCTe MOMETKY
«BeChMa CPOYHO» — B TEUEHHE OJHOTO [HS, «CPOHTHO» — B 3-IHEBHBIA CPOK;
«omepaTuBHO» — B 10-HEBHBIH CPOK; OCTANLHBIC — B cpok He Gonee 30 mHeH;

10 NapJaMeHTCKHM 3ampocaM — He no3jHee HeM yepe3 15 nueit co AHA
[IOJTy4eHHS,

ro 3anpocaM wieHoB Coera Denepallyiy, ACIyTaToB TocynapcreHHON J{yMBI
(IeIyTaTCKOMY 3aIpocy) He MO3/iHee HUeM 1epes 30 mHElH co IHS MOy4eHNU.

o MEXBEIOMCTBEHHBIM 3alpocaM O MPEACTaBJIeHMH JOKYMEHTOB u (unm)
pHGOpMAlH B UEIX IPEAOCTAB/ICHHA rocyJapCTBEHHBIX X MYHHUHMNATBHBIX
yeryr — 5 paboumx JHeH CO IHA TOTYdIeHHA 3ampoca, ecld 3aKOHOJATENbCTBOM
Poccuiickoit @enepaniii He yCTaHOBJICH HHOM CPOK;

110 o6pameHusM rpaxnad — 30 JHEH co AHSA peruCcTpalyH.

6.7. TIpHOCTaHOBUTH HCHOJHEHHE KOHTPOJBHOTO JoKyMeHTa (IIOpyYeHus),
a TaK)Ke OTMEHHUTH €r0 MOXXeT PyKOBOIUTEIIb, I10/IIMCABILHAI TOKYMEHT MM JaBIIAH
nopyuenue (yKa3aHue).

6.8. B Iensix CBOEBPEMEHHOTO WCIIONHEHHS JOKyMEHTOB, HOpY4EHHH
(Yka3aHmii), OCTABICHHBIX Ha KOHTPOJD, pabotauk CiryxOBl 1e10NpOU3BOACTES,
OTBETCTBEHHBIH 3a BeJieHHe KOHTPONA HCIONHEHHA JIOKyMEHTOB, TpOBEpsET
CBOEBPEMEHHOCTH JI0BE[ICHHS IOKYMEHTa (mopy4eHus) 10 UCTIOMHUTENS.

6.9. Ecnmu CpoK HCIOJHEHHd MOKyMEHTa (mopydeHHs) MNPEBHIMIAET OJUH
MecHIl, B LENX 00eCrede ) CBOSBPEMEHHOr0 HCIIOTHEHHA JOKYMEHTa (TIOpyYeHHsT)
HPOBOJMTCS TpeaBapUTENbHbIl  KOHTPOJIb  H HAIIOMUHAHHS  MCITOJIHUTEILAM
0 IPHGIIKEHIH CPOKOB MCTIONHEHNS IOKyMEHTOB (ropy4eHHH).

6.10. TIpenBapHTeNBHEIH KOHTPONIb OCYIIECTBIACTCH B CclIeLyIOIIEM MOPSIKE:

JOKyMEHTOB (TIOpyHeHH i) IOCIEYIOLHX JIET — HE peske OIHOro pasa B IOf;
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[OKyMeHTOB (TIOpy4eHH i) TIOCIeAYIONIMX MECILEB TEKYyIIEro roia = He pexe
OJ[HOT'O pa3a B MeCIL;

JOKyMeHTOB (TIOpydYeHH#) TeKyLIero Mecsua — 3a 5 mHel 10 HCTEYEHHS CpOKa
MCIIOJTHEHHS.

6.11. HamoMHHaHve HCIOJNHATEISM O HPHOJMKEHHH CPOKOB HCHOTHCHHA
JOKYyMEHTOB (IIOpYHYeHHMI) MOXKET OCYINECTBIATECA B aBTOMATHYECKOM DPeXuMe
nocpeacteoM COJI.

HamoMiHAHAS HCIONHATEDSIM, a Takke HHOopMamus 00 HCIIONHEHUH
HOKyMeHTOB (TOpydeHHii), MOTyYeHHas OT ucronuuteneii, ¢pukcupyiorcs B OPK
COJl uiy MHBIX PerMCTPaliOHHO-YYETHBIX dopMax, HCIONE3yeMBIX Ul KOHTPOJIA
VMCTIONHEHHS JOKYMEHTOB (TIOpyUeHHMIA).

6.12. TIpn HeOOXOMMMOCTH W3MEHEHH CpOKa MCHOJTHEHHA JOKYyMEHTa
(mopydYeHus) OTBETCTBEHHBIH HMCIIONHUTEND 00s3aH  NIpeCTaBHThL Ha HMiA
PYKOBOAMTENA, JaBIUero IIOpy4eHHe, 060CHOBaHHe (CTyXeGHYIO  3aIMCKY)
0 TIPOJLIEHMH CPOKa C yKa3aHHeM IPHYHH IPOJUICHHA ¥ JaThl HCTIOJTHECHU.

OGocHOBaHHE IIPOJJIEHHS CpOKa HCHOIHEHHS JIOKyMEHTa (mopy4eHus)
JIOIDKHO GBITH HANPAaBJIEHO COOTBETCTBYIOLIEMY PYKOBOJMTENIO HE MO3MHES, HEM 1o
ACTEUSHUH JBYX TPEThUX CPOKa UCIIONHEHHS TOKyMEHTA (mopy4eHus).

O6 M3MEHEHHM CpOKa HCIIOJIHEHHA INOKYMCHTa (mopy4eHus) OTBETCTBEHHBIA
pcronuEuTens uHPopmupyetr CiyxOy ,uenonponmo,ucma“.

6.13. JlokyMeHT (HOpydYeHHe) CYMTAaeTCA HCIONHCHHEIM, €CIH TIPUHATEL
pellleHdsl 10 TOCTABICHHBIM BOMPOCaM, IIOATOTOBJICHEL COOTBETCTBYIOLIHE
JIOKYMEHTBI, HampaBleHa CIpaBKa 06 HCIOJHEHHH B COOTBETCTBYIOIIHE OpraHbl
piacTd (OpraHM3ALMK) WIH JaH OTBET IO CYIIECTBY 3aHHTEPECOBAHHBIM JIMLAaM.

Pernenye 00 UCMONHEHUN JOKyMeHTa (TTOpydeHHs]) IPHHAMAET PyKOBOJUTEIIb,
[IOCTABUBIMN  NOKyMEHT (TOpyYeHHe) Ha  KOHTpONb, C 00s3aTeNbHBIM
urdopMuposarreM CiyxO0bl 1e70MpPOM3BOACTBA OpraHn3atliH.

Ha WCIIONHEHHOM MOKYMEHTE MpPOCTAaBIAETCA OTMETKAa O HaMpaBIeHUH
JOKyMEHTa B Jiell0 B COOTBETCTBUM C IyHKTOM 2.55 TlpumepHOH HHCTPYKIHH,
cBeJieHUs 00 HCIIOJIHEHHUH TOKYMEHTa (mopyuenus) BHocaTcs B OPK COJ1 unu VHYIO
PETHCTPALMOHHO-YUETHYIO (POpMY, UCTIOIB3YeMYIO T KOHTPOJIS UCTIOTHEHHU .

6.14. JloxyMeHTHI (IIOpyYeHHS), HE CHATBIC C KOHTPOJLA, & TAKXKe JOKYMEHTEI
(mopydeHus)), CPOK  HCIONHEHHS  KOTOPBIX — HE OpOieH,  CYHTAIOTCA
HEHUCIIOJTHEHHBIMM.

6.15. Cayx6a [AeNONPOM3BOJCTBA OPTaHH3alUKM aHATHSHPYCT COCTOSIHHE
¥ pe3yNbTaThl  MCTIOJNHEHHs  JIOKYMEHTOB (mopy4eHuif) W COCTOAHHE
HCTIOJIHUTEIbCKON AUCIIUTUIMHBL:

% AHajOrMuUHBIM OGpasoM MOryT OBITH BHECEHbl M3MEHEHHA B COCTaB WCTIONHUTENEeH JAOKyMEHTa
(nopyueHus) ¢ 06s3aTeNbHBIM HHOPMUPOBAHHEM Ciy0BI AeONPOM3BOACTBA.
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B TOpSAKE MPeIBAPUTENLHOTO KOHTPOMSA HANpaBIeT B CTPYKTYPHBIE
Topas/ieNieHdsi OpTaHH3allii HANOMHHAHMA O NOKYMEHTaX, CPOKHM HCIIOJTHEHUS
KOTOPHIX MCTEKAIOT (3a 3-5 HHed 0 OKOHYaHUs CPOKa HCIIOTHEHNA JNOKYMEHTA);

pa3s B Mecill M IO OKOHYaHMM TOJ@ PYKOBOIHUTEIO OpraHu3aluy
¥ PYKOBOJUTENAM CTPYKTYPHBIX mozpas/ielieH il HalpaByisieT OTYETHl O KOIUIeCTBe
JOKyMEHTOB, MCIIONHEHHBIX B CpPOK, HCIOJHEHHBIX C Ipo/UTeHHEM CpOKa
MCTIOJHEHNS, HE WCIOJIHEHHBIX, HAXOJAIMXCS Ha HCIOJHEHWH IO OpraHu3altii
B LEJIOM, TIO0 CTPYKTYPHBIM MOApasJeNeHHsM |, TIpH HeOoOXOAMMOCTH, — TIO
OTICJIEHBIM UCIIOJTHUTESAM.

VII. Opranusanys paGoTsl HCIOTHATENA C TOKYMEHTaMH

7.1. VicmonHUTENp TONydYaeT [OOKYMEHTEl Ha HCIOJHEHHe B JCHB HX
PAacCMOTPEHHUs HIIH Ha CIeAyIOIIHi paounii ieHp B COOTBETCTBHH C PE30TONHAMA
PYKOBOZICTBA OPTaHM3aLMH M PYKOBOJMTEI NONPA3ACTICHIA. CpouHble JOKYMEHTBI
TIepeJA0TCs HCTIOHHUTENIO HE3aMeIUTEIIBHO.

7.2. JIoOKyMeHTBI,  NOCTymaiomme B  CTPYKTypHO® rmopasJieICHe
C PE30MOLUIAMH PYKOBOJICTBA, HEPENAOTC PYKOBOAMTEIO noxpasaencHus. Ecmu
JOKyMeHT, TOCTYIUBIIN} Ha WCIONHEHHE B IOJPa3/e/IeHNe, HE pUMeeT OTHOILIECHUSA
K KOMIIETeHIUH IIO/pa3/ieieHus], PyKOBOAUTENb [O/PA3NENECHIA B TOT KE NICHR WK
Ha ciefylolmuii paboduii JeHb BO3BpAILACT €ro B Cnyx0y Henonpon3BOACTBA VI
peleHrs BOIIPOCa O NepeHarpaBIeHAH €ro Ha HCIIONHEHHS B Apyroe MofpasieNeHue
(IpyroMy HCIIOJNHHTEIIO).

7.3. UcnonHeHHe JOKYMEHTa IIpeAyCMaTpHBacT:

c60p 1 aHATH3 HEOOXOTHMON HHOPMAIIHH;

TIOATOTOBKY IPOEKTa JOKYMEHTa M €T0 ohopMIIEHHE;

COTTIacoBaHKe IPOEKTA JOKYMEHTa C 3aMHTePECOBAHHBIMM JIHIIAMH,

mopaboTKy MpOeKTa [OKYMEHTa II0 3aMedaHMsiM, [OJy4YeHHBIM B XOJe
COTJIACOBAHUS U, IPU HEOOXOIUMOCTH, — IIOBTOPHOE COIJIacOBaHUE);

TIOATOTOBKY CIIHCKa (yKa3aTessi) DacChUIKH JOKyMEHTad, €CIH JOKYMEHT
aIpecoBaH IPyIIIe OpraHu3aluii;

TpejicTaBIeH e TIPOEKTa JOKYMEHTa Ha IOAIIHUCE (yTBepIK/ieHHE) PyKOBOJCTBY;

TIOATOTOBKY JOKYMEHTa K OTIIPaBKe M Iepefiady KOIUH IOKyMeHTa B neno”.

7.4. Tlpu  HampaBleHMd  JOKyMEHTa  HECKOJBLKMM VICTIOJTHUTENAM
OTBETCTBEHHBIM 33 T[IOATOTOBKY IPOEKTa JOKYMEHTa SABIAETCS HCIOIHHTEIR,

¥ Brimmonnsercs Cyx60# 1enonpou3BoACTBA.
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yKa3aHHBI B pPE3OJIONMH IepBHIM MU 0603HaueHHBIi B PE30MIOLMM Kak
OTBETCTBEHHBIN UCIIOJTHUTEIb.

75. OrBeTCTBEHHBIl WHCIONHATENb HMEeT TpaBo  J@Baib HOpy4YeHHs
OCTAJIbHBIM HCIIOJHUTENAM, TMPOBOAUTH pafoyue coBeIlaHHA Il BHIpabOTKH
COBMECTHOro peleHus. Bce HCTIONHUTCIH B paBHOM CTeNeHH OTBETCTBEHHBI 32
CBOEBpPEMEHHOE H KAyeCTBEHHOE HCIIOTHEHHC nopyueHHs M [PeJCTABICHUC
OTBETCTBEHHOMY HCIIONHHUTENIO B YCTAHOBJICHHBIE UM CPOKH HEOOXOHUMBIX
MaTepuajioB (IPOEKTOB NOKYMEHTOB, crpaBok). VICronmHUTeNH HE HMMEIOT Ipasa
MpeCTaBIATh MPOEKTHl TOKYMEHTOB PYKOBOJMTEINO, JABIIeMy TOpYdCHHE, MUHYA
OTBETCTBEHHOTO CIIOTHUTENA.

7.6. B ciayuae OTCYTCTBHSA HCIIOJIHHUTEIL (xoMaHAUPOBKa, OTITYCK, Gole3Hb)
JOKYyMEHT IO YKa3aHHIO pPYKOBOJHUTEI Ofipa3fieNicHus TepefacTcs ApYroMy
JICTIONHHTEMI0 ¢ OOM3aTeNbHBIM COOGIICHHEM €ro daMuInH JeTONpPON3BOIUTEIIIO
HoJpa3eleHus Uil BHECEHUA mmeHenuit B OPK noxymeHTa B CDJl wi HMHYIO
pEruCTPaIMOHHO-YIETHYO dbopmy.

7.7. TIpu yBONBHEHUH WM NEPEXO/C HA APyroii y4acToK pabOThl COTPYIHUK
o6s3aH cHATh DOKYMEHTHl M [ela PyKOBOAHTEIIO Hofpas3JeNeHds Wid Io ero
YKa3aHUIO BHOBb HA3HAYCHHOMY COTPYIHHKY (B ciydyae HeOOXOXMMOCTH, — IO aKTy
npreMa-Tiepefiady, B KOTOPOM YKa3bIBAOTCA BUIBl Hen (3arONOBKM [en) M HX
KOJIMYECTBO Y KOTOPBIM TMOAMUCHIBACTCA pabGOTHUKOM, TEepefaBlIiM JOKyMEHTEL,
1 pabOTHUKOM, IIPUHABIINM JOKYMEHTBI).

7.8. Pe3yIbTaToM MCIIONHEHAS NOKYMEHTa SABIACTCA NpOeKT JOKYyMEHTa,
IOArOTOBJIEHHEIA UCTIOTHUTEIEM.

T[TpoeKT JOKyMeHTa CO BCEMH HEOOXOIMMBIMH TIPHIIOKECHUIMHY, HameyaTaHHbIA
y  opOpMJIEHHBIH B  COOTBETCTBHM  C IpaBWwiaMM, YCTaHOBICHHBHIMH
B pasgene 3 IIpuMepHOH WHCTPYKIIHH, ACTIOJTHUTEND COIJIaCOBBIBAET
C 3aMHTEPECOBAHHBIMU TOZPA3ENCHUAMA | NHIaMi ¥, Tpd HEeoOXOMMMOCTH,
C IPYTHMH OpraHu3aluiIMH.

JIOKyMEHTS], NpeHa3sHa4YeHHbIC A OTIpaBKH, OQOPMILTIOTCA Ha OnaHKe
OpraHU3ali¢ yCTaHOBIEHHON (OPMBL JUisi OTTPaBKH JOKyMEHTOB, HE HMEIOIIHNX
aJpeCHOM 9acTH, COCTABIISCTCA COMPOBOUTENHHOE THCHMO.

Ha IOKYMEHT, PacchUlaeMbId Gojee UeM B 4eTHIpe ajapeca, HCIOIHUTCIb
FOTOBAT CHNMCOK PACCHUIKH, OMpEAeNseT KOMHIECTBO HK3EMIUIAPOB JTOKYMEHTa
J TIocJie per’cTpaluy  obecreunBacT W3FOTOBNICHHE HEOO0XOAMMOro KOJIH4eCTBA
KOTIHUH.

7.9. VcnoynuuTenb (OTBETCTBEHHBIH MCTIONHUTENB) OpTaHU3yeT COrNiacoBaHUE
(BU3MpOBaHMe) MPOEKTa JOKyMEHTa €O BCEMH 3aMHTEpecOBaHHBIMM JIMIAMH
¥ IPOBOJMT AOPabOTKYy IPOCKTa IO jaMeYaHMsM B COOTBETCTBMH C IyHKTaMH
4.1 — 4.11 TlpumepHO# HHCTPYKIMH.
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IMpn Hamuuuu GONBIIOrO KONMYECTBA 3aMEYaHH¥ JO Ipe/CTaBICHHA
nopabOTaHHOrO MpPOeKTa JOKyMEeHTa Ha IOANKCh PYKOBOIMTENIO HCIIONHHTENb
TOTOBUT CBOJAKY 3aMedyaHHuil (IpeayokKeHuil), B KOTOpOH yKa3hIBAaeTCs: COACPIKaHMe
3aMevanus (TPEJIOKEHUS), MOIDKHOCTh, (amuiMs nMi@, MaBOIEr0 3aMevaHue,
IPHMHATO WIA OTKIOHEHO 3aMevaHhe (€CaM 3aMeYaHHe OTKIIOHEHO, — IPUYUHY
OTKJIOHEHHUS).

7.10. Tlocne mopaGOTKU ¥ MOBTOPHOTO BH3UPOBaHUs (COTIACOBAHHSA) IPOEKT
JOKyMeHTa IepemaerTcss Ha moimucanue (yTBepxkieHwe). Jlo mpencraBieHUs Ha
[OANKCh HCIONHWTENL IMPOBEPSET MPaBHIBHOCTE OQOpPMICHMSA JOKYyMEHTa,
IIPaBUILHOCTE OQOPMIIEHHS afpecaTa, HAJHYHe HeOOXOIMMBIX BH3, IPUIOXKEHUN,
npu HEeOOXOAMMOCTH — CIpPaBOK, IOSCHUTENBHBIX 3allCOK, Pa3bICHIIOIMX
cofiepkaHKe TIOArOTOBIEHHBIX JOKYMEHTOB, JICTa (YKa3aTells) PaCChUIKH.

7.11. TloanmucaHHBIA JOKYMEHT HCIIONHHUTEIH B COOTBETCTBHH C IOPSAKOM,
YCTAQHOBJIEHHBIM WHIWBUIYaJIbHOH HMHCTPYKIHEH MO AENONPOM3BOJCTBY, NEPENACT
7S pETHCTPAIIMY U OTIIPABKU W/UIIH BKIIOUEHHUS B IENO.

B COOTBETCTBHH C HOMEHKJIATYpPOH JI€JI HCIOJHHUTENb ONpelenseT HHICKC
1iena, B KOTOpOe JOJDKEH OBITh BKIIFOYEH JOKYMEHT.

7.12. B xojie UCHIONHEHHS JOKYMEHTa UCIIONHUTENH UMEET MpaBo IpefnaraTh
H3MEHEHHEe CPOKa UCITOMHEHUs, €CIIH OTCYTCTBYIOT peajlbHbIe YCJIOBHS HCIIOJHEHHA
IOKyMeHTa (MOpydYeHHs), IejaTb IOMETKM Ha JIOKyMEHTe O BpPEMEHH €To
TMOCTYIUIEHHsI, O JaTaX MPOMEXYTOUYHOTO KOHTpPOINSA, TeNePOHHBIX W NMHChMEHHBIX
3alpocax, 0 JlaTe ¥ pe3ynbTaTe OKOHYATEIbHOTO UCIIONHEHH .

7.13. HcrionHUTENb HE MMEET MpaBa pasriaiiarh COAep)KaHWe MOCTYNHUBIIMX
K HeMY JIOKYMEHTOB M IIOATOTOBJIEHHBIX NIPOEKTOB CIyXKEOHBIX TOKYMEHTOB, C HUMH
MOTYT GBITH O3HAKOMJIEHBI TOJBKO JIMLA, HMEIOLIHE OTHOIIEHUE K X HCIIOIHEHHIO.

VIII. ®opMupoBaHue JOKYMEHTAIBHOTO (DOHA OpraHu3aliy

8.1. OmepaTuBHOe XpaHEHHE AOKYMEHTOB OpraHHM3alliMl [0 NEpefavd HX Ha
XpaHeHHe B apXWB MWIH YHHYTOXKEHHE OCYIIECTBIIETCI B CTPYKTYyPHBIX

nofipa3JelIeHUsX OpraHu3alyH.

8.2. B IenIx XpaHeHHs, IOMCKA M HCIIONB30BaHHS JOKYMEHTBI HA OYMaKHOM
HOCHTEJe ¥ JIEKTPOHHbIE NOKyMEHTH ()OPMHpPYIOTCA B Jella B COOTBETCTBUM
C HOMEHKJIATypoil ied.

HomeHkiaTypa  Jen  3aKpemser — KiaccHuKamuio  (TPYHIMpPOBKY)
MCIIONHEHHBIX JOKYMEHTOB B Jena (SIEKTPOHHBIE [eNa), CHCTeMATH3al|Io
¥ UHJEKCAllMI0 Jell, CPOKM WX XpaHeHHs M SBISETCS OCHOBHBIM YYETHBIM
JIOKyMEHTOM.



61

HoMmenknaTypa [Hel sBIAETCA OCHOBOM Ul COCTaBJieHHs oOmucedl nen
IOCTOSHHOTO, BpeMeHHBIX (cBbie 10 J1eT) CPOKOB XpaHEHHs H 10 JIATHOMY COCTaBy,
AKTOB O BBIIEICHAH K YHHUTOXEHHIO JIOKyMCHTOB C MCTEKIITMMH CPOKaMH XpaHEHH,
a TaKKe JUId ydeTa JieJl BpeMEeHHBIX (mo 10 yet BKJIFOYUTENILHO) CPOKOB XpaHCHMA.

8.3. HoMeHKIaTypa [ejl OpraHM3aldi COCTABJIAETCS HA OCHOBE H3y4eHUs
cOCTaBa ¥ COJIEpXKaHus JOKYMEHTOB, 0Gpa3syoIuXCsl B IEATENbHOCTH OpraHA3aliy,
BKJTIOYAs JOKYMEHTB], IOCTYTAoIHe U3 APYTHX OpraHU3alii.

8.4. Tlpy cocTaBieHHM HOMEHKIATYphl eI clefyeT PYKOBOACTBOBATHCH
YCTaBOM OpPTaHU3aLUHM, TIONOXKEHUAMU O CTPYKTYPHBIX TIOApas/ieleHusX, ITaTHBIM
paciucaHueM, TUIaHaMHi | OTIeTaMi O paboTe opraHu3aluy, HOMEHKJIATypOH el 3a
mpoleiui  TOX,  JIOKAIbHBIMH HOPMATHBHBIMM ~ aKTaMM  OpTaHM3aliy,
coepKAlAMH CBEJEHHA O JIOKyMEHTaXx, obpasyroluxcsi B AEATCIBHOCTH
OpraHU3al|H, TUIOBEIMA U TIPUMEPHBIMH HOMEHKJIaTypaMu Jien (TIpH uX HAJIW9VH),
BeIOMCTBEHHBIMH M THIIOBBIMH MEpeIHAMU JOKyMEHTOB C yKa3saHHMEM CPOKOB MX
XpaHCHHA.

3.5. B HoMeHKJIAaTypy M€l BKIIOYAOTCA BCE JIOKYMEHTHI, OTpaXaromne
[AesTeNbHOCTh CTPYKTYPHBIX mofipasaelieHuil  opraHusany M MTOCTOSHHO HJIH
BPEMEHHO JIEHCTBYIOIIMX OPIaHOB (koMuCCHii, COBETOB, KOMUTETOB), B TOM HHCIIE
JIOKyMEHTBl OTPaHUYEHHOro JO0CTyIa, PETHCTPAlliOHHBIE W yHUCTHBIE KYPHAJIBI
¥ KapTOTEKH, B HEOOXOIMMBIX CIydaix = KOITUH ,I[OK}’MCHTOB26. JIOKyMEHTHI,
CO3JAHHbIC B 3EKTPOHHOH (opMe, BKIIOYAIOTCA B HOMEHKJIaTypy Aell 1O TEM K€
TIpaBUIIaM, 9TO ¥ IOKyMEHTBI Ha OyMaXKHOM HOCHTEIE.

He BKIIOYAIOTCS B HOMEHKIATypy AeN MepHOIUIEcKHe U3aHus, KHUTH,
OpOIIIOPHI.

8.6. Homenxknatypa Ien OpraHu3aliu (cBOmHAs) COCTABIACTCA Cnyx06oii
JIeJIONPOM3BOACTBA HAa OCHOBAHMH HOMEHKJIATyp Jell CTPYKTYPHBIX Hofpa3ieNeHu
no ¢opMme, ycraHosieHHo# [lpauiamu  XpaHCHUA, KOMIUIEKTOBaHHMSA, Yy4eTa
J HCIIOIb30BaHMs JOKYMEHTOB APXHBHOI'O dorna Poccniickoii Peiepalui 1 JPYTHX
ApXMBHBIX JIOKYMEHTOB B OpraHax roCcy/apCTBEHHON BIIACTH, OpraHax MEeCTHOIO
caMOyTIpaBIIeHUS, opraun/13am/151x27 (manee — I1paBuna XpaHeHus).

CpojHasi HOMEHKIJIATypa Jiell COCTaBIACTCA B mocjaenHeM KBapTaje TeKyIero
roja Ha npe,ucmﬂmnﬁ KaJIeHIapHbIH IO,

2% Komuu HOKYMEHTOB BKJTIOHAIOTCA B HOMEHKIATYPY Jen, ecnu Komus — eJMHCTBEHHBIH 3K3eMIUIAP
JOKyMEHTA B OpraHH3allud, a TaloKe, ec/ld KOMMH HEoOXOIMMBl Ul OpraHu3alli JEATENbHOCTH
rioapa3JeeHus.

77 [Ipunoxenne Ne 25 K [IpaBWiiaM XpaHEHHs, KOMIUICKTOBAHU, y4eTa ¥ MCIIO/B30BAHHA JIOKyMEHTOB
ApxusHoro donaa Poccuiickoii Defepanuu U APYTHX apXUBHBIX JOKYMEHTOB B opraHax rocyJapcTBEHHOM
BNACTH, OPraHaX MECTHOro CaMOYMpaBJICHHAL, OpraHu3alKix, yTBEPKACHHBIM nprkasoM MUHHCTEPCTBA
KyasTyphl Poccuiickoit ®epeparuu ot 31.03.2015 Ne 526 (zaperucTpupoBaH B MHUHHCTEPCTBE FOCTHIHH
Poccuiickoil @enepalmu 7 ceHTAOPs 2015 r., perHCTPaMOHHbIH Ne 38830) (nanee — [Tpasuna XpaHeHus).
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8.7. HoMmeHKIaTypa Jen OpraHu3allii OJNMCHIBAETCS PYKOBOMHUTENIEM
Ciyx0bi  JIENONPOU3BONCTES, BH3MUPYETCS PYKOBOJMTENEM  apXHBa (sraoM,
OTBETCTBEHHBIM 33 apXHB), COTJIaCOBBIBACTCA ¢ IeHTpalbHOU 9KCIIEPTHOM
xoMuccHeRt (IKCIIepTHOH KOMHCCHell) opraHu3alfy U, €ClH opraHu3alys SBJIAETCH
JCTOYHMKOM KOMIUIEKTOBAHHS TOCy/@pCTBEHHOTO WM MYHHLHIAIBHOTO apXHBa,
OfMH pa3 B 5 JIeT Ipe/CTaBIAeTCs Ha CODIACOBAHME COOTBETCTBYIOLIEH SKCIEPTHO-
IPOBEPOYHO# KOMHCCHH YIIOJIHOMOYEHHOr0  OpraHa JCIIOTHUTENIFHOM  BIIACTH
cybBexta Poccuiickoi denepanuu B 00nacTH apXMBHOTO nena (manee — OIIK
apXUBHOTO yupexAeHHs) WM roCyapCTBEHHOIO (MyHUWLMIIATBHOTO) ~ pXHBa
B COOTBETCTBHH C  INPENOCTABICHHBIMU  EMY [OJTHOMOYMSMH B  IIOPSJKE,
ycranoBlieHHOM I IpaBriaMA xpanemmzs.

HoMmeHknaTrypa [eil, COrJacoBaHHAsi DIIK apXWBHOrO YUpeXAcHMA WIH
rocy1apCTBEHHBIM (MyHHALHANATLHBIM) apXWBOM B COOTBETCTBHHU
C IPENIOCTaBIECHHBIMA €My HOJTHOMOYMSAMHM,  YTBEPXKIACTCA PYKOBOZIUTEIIEM
OpraHU3alMK W BBOIUTCH B neficTre ¢ 1-ro SHBaps MPEJCTOAMICTO KaJIeHJapHOTO
roja.

Opranusalliy, B AeATSIBHOCTH KOTOPHIX HE CO3JaIoTCs JOKYMEHTBI
ApxusHoro (oHIa Poccuiickoii ®efepaliud, YTBEPXAAKOT HOMEHKJIATYpy Ael
CaMOCTOSITEIBHO.

B ciyuae ¥3MEHEHMs dyHKIMH U CTPYKTYPBI opraHuM3aly HOMEHKIATypa Jel
COCTABIIETCS, COTTIACOBBIBAETCS M yTBEPHKAACTCA 3aHOBO.

8.8. CormacoBaHHas C cooteercTyouieil OIIK apXuBHOTO yupexaeHns Ui
rocyAapCTBCHHBIM (MyHULAITATBHBIM) apXuBOM B COOTBETCTBHHU
C PEAOCTABICHHBIMA €My [1OJIHOMOUYMSMI HOMEHKIaTypa Jiel B KOHIC KaXJ0ro
roaa yTOUHSETCs, epenevaThBacTCs, yTBEPXKAaeTCs PyKOBOJHUTEIIEM oprau3aliy 1
BBOJMTCSA B AelicTBHE C 1 AHBaps [peICTOSIIEro KajeHAapHoro rosia.

8.9. TepBbIil OK3EMILLIP yTBEp)KACHHON HOMEHKIATYPHI men SIBIAETCS
JOKyMEHTOM TOCTOSIHHOTO XPaHEHH 4 BUTIOYAeTCsl B HOMEHKIATypy Hel B pasiel
Cuyx0G5l JIeNonpon3Bo/CTEa, BTOpO# — MCIIONB3YeTCA Cyx6oii Jenonpon3BoaCcTBa
B KauecTBe pabodero 3K3eMILLApa, TpeTuii — TIEpefiaeTcs B apXUB opraHHu3alyH
B KauecTBe YUYETHOro JOKYyMCHTa, 3JeKTpPOHHAsA  KOIMA HOMEHKIATypHl  J€l
opraHM3aIuH, YTBEp)KICHHOH  PYKOBOIHMTEIICM opraHu3aluyM, —MepeNacTCH
B rOCYapCTBEHHBIH (MyHHLMIANBHBI) —apXUB, JMCTOUHMKOM KOMILIEKTOBAHMs
KOTOPOT'O SABIAETCS OpraHy3alii.

B moppasielneHus OpraHu3alii HOMEHKJIaTypa el pacChlIacTes Cyx6oit
IeJIONpPOM3BOJICTBAa B BUJC KOMMM COOTBETCTBYIOIIMX pas/enoB Ha OyMaKHOM
HOCHTENIE MK B IEKTPOHHON hopme.

3 [Tynkr 4.8. [Ipapuil XpaHCHWA.
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8.10. HoMeHKIaTypa Hel OpraHusallid — CTPOMTCA IO CTPYKTypHOM
(Ha3BaHMAMM pa3[eiioB (mofpa3nenoB) HOMEHKIATYphl AeN SBIAIOTCAH Ha3BaHMsA
CTPYKTYPHBIX IIOJ[pasfielieHuil, pacToNoXCHHbIE B COOTBETCTBHH C YTBEPXKAECHHOM
CTPYKTypO# OpraHH3aLliH), HIH yHKITHOHAIBHON cxemaM (Ha3BaHUAMH Pa3/eoB
HOMEHKJIATYPEI IeT SBIIOTCS HANPABICHUS NCATEIbHOCTH OpraHH3alliy).

8.11. HoMenknarypa Jel CTPYKTypHOTO MOZApas[eNeHHs COCTaBJIAETCS
B KOXKIOM IIOApa3fieJeHuN  OpraHW3aliu paGOTHHKOM, OTBETCTBEHHBIM 33
JeOTNPOM3BOJICTBO  OApA3/IENeHus, TpA y4acTHH  BelylltuX CIIELIHAIACTOB
TIOApa3IENIeHHUs, COrTIACOBBIBAETCS C SKCIIEpPTHOM KOMHCCHEH NoJpa3/ieIeHus (ipu ee
HanM4Uu), TOJMKCHBAETCA  PYKOBOJMTENEM  CTPYKTYPHOTO nofipa3/ieeHus
1 npesicTaisiercs B Cyx0y Aenonpou3BoACTBa.

HoMeHK/aTypa el CTPYKTYPHOTO NOApa3JeNeHrs COCTABIAETC o dopwme,
ycTaHOBIIeHHO# 1IpaBuiaMu xpaHeHnazg.

BHOB, CO3JAHHOE WM pEOPraHM30BaHHOE —IOZpasfeieHue  MOJKHO
B MeCSUHBIH CpOK pa3paGoTaTh HOMEHKIATYpy A€l M HPEICTaBHUTL ee B CiryxOy
IeJIONPON3BOLICTBA.

3.12. Bce 3aroJIOBKH /i, BKIIOUEHHbIE B HOMEHKIATYpy A€M CTPYKTYpHOTO
TofpasfeNeHus, HMHIEKCUPYIOTCS. Uegexc fema ykaseiBaercs B rpage 1
HOMEHKJIATYphl el M COCTOMT W3 MHJEKCA CTPYKTypHOTO nofpaszeneHus (kona
nojpasieieHus B COOTBETCTBUH C YTBEPXKIEHHON CTPYKTYypOM OpraHM3allii HIH
KIaccH(pUKaTOpOM CTPYKTYPHBIX mofpas/ieNieHui) M TOPSAKOBOrO HOMepa /[ieia
B paszieie HOMEHKJIATYphl fienl. MIHEKCEl fen 0603Ha4aAl0TC apabCKIMU IEppaMH.
Hanpumep: 01-03, rze:

01 — KOZ CTPYKTYPHOTO ITOJPa3/EICHIU;

05 —IOPAAKOBEIN HOMEP JieNa B pasjiesyie HOMEHKIATYPBI C]L.

Jlena mo BOIpPOCaM, HepaspelleHHHIM B TEHCHUC OTHOTO TOfa, SBIAIOTCA
«IepEeXONAMUMI» U BHOCSTCS B HOMEHKIATYpY A€l cIeyIoUIero roga ¢ TeM Xe
uHIekcoM. PeKOMEHIyeTCs COXPaHATh B HOMCHKIATYpe e OMHAKOBBIE MHJIEKCHI
JUISL OXHOPOMHBIX JIEJ, BKIFOYCHHBIX B PAasHBIC pas/IeIIbl.

Eciii B Te4eHHe Tofia B AeATeIbHOCTH OpraHusallii 06pa3yloTcsl JOKYMEHTBHI,
He TIpelyCMOTPEHHBIE HOMEHKIIATYPOH A€, 3aroOBKH HOBBIX /i€ JOTOJHHUTEIIBHO
BUTIOYAIOTCS B HOMEHKIATYpY Hel. B KakoM pa3jiene HOMCHKIATYDEI nen nns
BHOBB 3aBOIMMBIX €] TIPEAyCMATPHBAOTCA PE3EPBHEIC HOMEPA.

8.13. 3arosoBok fena (rpada 2 HOMEHKIATYPBI fe) JomKeH B 06001IEHHOH
dopMe OTpakaTh OCHOBHOE COACPXaHHE H coctas JnokymeHtoB jena. He
folyckaeTcss ynoTpeOieHHe B 3arolloBKE Jeid HEeKOHKPETHBIX (OpMYIHPOBOK
(«pasHBle MaTepHANBD, «oOIas TeperucKa»), a Takke BBOJAHBIX CIIOB M CIIOXHBIX

? TTpunosxerue Ne 26 k IIpapuam XpaHCHHL.
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CHHTAKCHYECKHX OGOPOTOB. 3arojiOBKM JIel MOLYT YTOYHATBCS B TEUCHHE rofia
B mpoliecce (POPMHUPOBAHKS U OPOPMIICHHUS AL,

3aroloOBOK Jeja JOJDKEeH COCTOATh W3 JJIEeMEHTOB, paclojaracMbix B
cIIeAyIOIel MoCIe0BaTeTbHOCTH:

a)  Ha3BaHHe BHJA Jena (Iepernncka, XypHal, IE€JI0) WU BUAA JOKyMEHTOB,
BKJTIOUEHHBIX B JeJI0 (IIPOTOKOJIBI, IIPHKa3hI);

6) HaUMEHOBaHME  OpraHW3allud,  CTPYKTYPHOTO HoJIpa3/ieeHNs,
[IOCTOSHHO [EHCTBYIOIETO WIM BPEMEHHOTO OpraHa, JOJDKHOCTHOTO JIHLa,
CO3IABIIUX JOKyMEHT(BI);

B)  HaMMeHOBaHHE KOPPECHOHJCHTA (opramsanyy, JHNa, KOTOPOMY
azipecoBaHbl HIIM OT KOTOPOTO IOy 4€HBI JIOKYMEHTHI);

r)  KpaTKoe CofiepXKaHue NJOKYMCHTOB /ea;

)  Ha3BaHHE MECTHOCTH (TeppUTOpHH), C KOTOPOH CBS3aHO COACPXKAHME
JOKYMEHTOB JI€f1a,

e)  nara (mepHOx), K KOTOPHIM OTHOCATCS OKYMEHTBI 1€I1d,

K)  yKasaHHe Ha KOIHMHHOCTH JOKYMEHTOB e/,

8.14. TlopAoK  pACIONOXEHHs ~ 3arojlOBKOB  NIel  BHYTPH pa3nenoB
HOMEHKIIATYPH! JIeJl ONpEJeNseTcs CTeNeHbI0 BaXKHOCTH NOKyMEHTOB, BKJIIOUEHHBIX
B JieJia.

B mauae pasjena paclojaraloTci 3arojlioBKM  NCT, CoJIeprKalIux
ydpeTeNbHbE, OPTraHU3alMOHHO-TPABOBEIE U pacropsuTeNbHble JOKYMEHTE,
3aTeM 3aroJIOBKM JeJl, COjepXKallyX IUIaHOBbIE, OTYCTHEIC, UH(OPMAaIMOHHO-
AHATATHYCCKHE  JOKYMEHTBl,  JOKYMEHTBI,  OTpaxaromue  ASATEIbHOCTE
TOJpas/ieNieHus, IIEPENuCKy, B KOHIE pasjena — pEeruCTpalliOHHbIe ¥ YYCTHbIE
’KypHAJIBI, KapTOTEKH, 0a3b! NaHHbIX.

3aroJIOBKHU JeJ, COCTABJIEHHBIX 110 KOPPECIOHACHTCKOMY U reorpaduaecKkoMy
IpU3HaKaM, BHOCATCA B HOMEHKIATypy ZAell IO anaBuTy KOPPECIIOHIEHTOB WIH
reorpauuecKix Ha3BaHHH.

B 3arofioBKax e, COZEpXKaluX IOKYMEHTH IO OJHOMY BOIpOCY, HO HE
CBSB3AHHBIX [IOCHEOBATEIBHOCTEI0 DELIeHHs BONpoca, B KadecTse BuJa JAcia
yHoTpebiseTcs TEPMAH «IOKYMEHTED), & B KOHIIE 3arojIoBKa B CKOOKax yKasbIBalOTCs
Ha3BaHMs BUIOB JOKyMEHTOB, Haubosiee Mpe/ICTaBICHHBIX B JIEJIC:

«JIOKyMEHTHI 0 TPOBEJCHHY COBEIIAHUH W CEMUHAPOB (mporpaMMBl, CIIUCKH,
TOKJIAJIBI)».

TepMUH «IOKYMEHTBD» TIPAMEHSETCS TAKKe B 3ar0joBKax Iell, COoepXKallux
JIOKyMEHTBI-IPHUIOKEHU K KaKoMy-mub0 JOKYMEHTy (BHJBI ~[OKyMCHTOB-
PHIIOKEHHI He TIepedHCIsIOTCs):

«J[oKyMEHTHI K IPOTOKOJIaM 3ace/jaHuH Hay4HO-TEeXHUYECKOTO COBETA»;
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«ITpoTOKOINBI TIPOH3BOJCTBEHHAIX COBeIaHMi TpU TeHEepAIBHOM NHPEKTOPe
¥ JOKYMEHTHI K HMD.

B saronoBkax Jei, INpeJHasHAIeHHBIX JULA [PYIIIAPOBKHA OJHOTHITHBIX
JIOKyMEHTOB, 3Ta IPyIia I0KyMEHTOB yKa3bIBaeTCs BO MHOXECTBEHHOM qucie:

«ITpoTOKOIIBI 3acelaHMil JUPEeKIHI.

B 3arolloBKax jiel, COAepKaIliX MepernucKy, yKa3bIBaeTCs, C KEM M IO KakOMY
BOIPOCY OHa BEIETCSL:

«[lepermcka ¢ 0Opa3oBaTeNBHEIMH yapeJEeHHSsMH O  TIOBBILICHHH
KBaTH(hUKAIA PaOOTHUKOBY.

B zarojoBKax AeN,  COAepxallux mepelmicky ¢ OMHOPOJHBIMH
KOPPECTIOH/ICHTAMH, TOCIEIHHE HE HA3HLIBAIOTCA, @ YKasblBaeTcs HX BHIOBOC
Ha3BaHUE:!

«Ilepemcka ¢ enepatpHEMU opraHaMu WCIIOIHUTEIBHOM  BJIACTH
0 32K/FOUCHHAH U HCTIOJHEHHN TOCYIaPCTBCHHBIX KOHTPAKTOB».

B sarojioBkax  Jel,  COACpxKallHhX IepenmucKy ~C  PasHOPOIHEIMH
KOpPECTIOHIEHTaMH, OCTEHAE HE HepedHCIsIoTC:

«Tleperucka 0 3aKIIOYECHNN U JICIIONTHEHAH TOCYJapCTBEHHBIX KOHTPAKTOBY.

B 3aronoBke Aefna yKa3bIBacTCA KOHKPETHBIH KOPPECTIOH/ICHT, ECIH IepenyucKa
BeeTCs TONBKO C HUM:

«ITepemmcka ¢ OO0 «OpCBA3Y O IPENOCTABICHHH YCIYT CBA3HY.

I[Ipu oGo3HayeHHUH B 3aroloBkax nen aMVHHACTPATHBHO-TECPPUTOPHAIBHBIX
e IMHMI] YYUTHIBAETCS CIIE/TYIOMIee:

ecni  COlepaHue ~ Jena  KacaeTcid HECKOJNBKMX  OJHOPOAHBIX
aMAHACTPATUBHO-TePPUTOPHANILHBIX eMHUL, B 3arojloBke [ena He yKa3bIBAIOTCA
JX KOHKpETHBIE Ha3BaH!, @ yKashIBaeTCA X obliee BUIOBOE Ha3BaHUC:

«Ileperucka € YIpPEXKACHUAMH KyNBTYphl 2IMHHMCTPATHBHBIX OKpYI'OB
MOCKBBD».

ecJIM colepKaHue Jiena KacaeTC OIHOM anMHHHCTpaTnBHo-TeppnTopHaJILHoﬁ
e TUHUIB! (HaCEeJICHHOr 0 IIYHKTa), €€ (€ro) Ha3BaHue yKa3bIBAETCs B 3aTONOBKE 1IENA:

«Ilepemmcka ¢ QumuaioM B MocKoBCcKOil 06macTH O IUIaHHPOBAHUH
¥ OTUYETHOCTI.

B 3aroNoBKax jei, COepKallux IIaHOBYIO WA OTYETHYIO JOKyMEHTAIHIO,
yKa3bIBaeTCs MEepUo (Mecsin, KBapTal, rox) Ha (3a) KOTOPEIH COCTABICHEI IUTaHBI
(OT4eTHY):

«OT1ueTsl CTPYKTYPHBIX nopaszieNleHui 3a 2017 rom»;

«CTaTHCTHYECKHi OT9eT O WYHCICHHOCTH, cocTaBe M JBIDKEHUH KaJpoB
322017 rox (b. Ne 27-rom)».
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I[Ipu GOpMHpOBAHUM Jejla M3 HECKOIBKHX TOMOB (UacTeif), kpome OOLIETo
3arOJIOBKa fefa THpH HEeOOXOMMMOCTH COCTABIAIOTCA 3aroJIOBKH KaXJIoro ToMa
(1acTH), yTOUHAIOLIKE CONEpXaHne TOMOB (gacreil) mena.

3aroJIOBKH €] MOTYT yTOYHSATBCSA B IPOLECCE dopMupoBaHHs U OQOPMIICHIL
JelL.

8.15. I'padpa 3 «KommuecTBO A€ 3aMONHACTCA 110 OKOHYAaHHH KaJIeHIApHOTo
roga. 110 JOCTIDKEHHH MAENOM, BKIIOYAIOIINM JOKyMEHTHl BPEMEHHBIX (CBBIIIE
10 net) ¥ MOCTOSIHHOTO CPOKOB XpaHCHH, o6peMa B 250 IUCTOB, TOM 3aKPBIBAaCTCA
¥ OTKpEIBaeTCsl HOBEIH TOM. B rpade 3 HOMEHKIATYpBl [IeJ] MOCJIEI0BATENBHO
yKa3bIBaIOTCA HOMepa TOMOB H KpaifHue JaThl IOKYMEHTOB KaXJ0T0 TOMa.

T.1. 11.01.2017 -

30.06.2017

DieKTpOHHBIE Jella Ha ToMa (dacTH) He pPa3[ENAIOTCS. Bce 31eKTpOHHBIE
JTOKYMEHTHI, HE3aBUCHMO OT X 06'beMa, BKIIFOYAIOTCS B OJTHO dJIEKTPOHHOE JIETIO.

8.16. B rpade 4 «Cpok XpaHEeHHS U Ne cTaThy MO IEPEUYHIO» YKa3bIBAIOTCA
CPOKH XpaHeHus Jiel H HoMepa cTaTeil o TUIIOBOMY WX BEJOMCTBEHHOMY NEPETHIO
JOKYMEHTOB C YKa3aHWeM CPOKOB XPaHCHM, denepaibHOMY 3aKOHY MM HHOMY
HOPMaTHBHOMY IIPaBOBOMY aKTy.

8.17. B rpade 5 «llpumMeqanne» IPOCTABJIAIOTCS OTMETKH O 3aBeleHUH OEN
(«3aBefeHO»), O HEPEXOMAIIHX Aejax (manpumep, «llepexomsiiee € 2016 roma»),
0 BBIJEICHAH JIe)l K YHHUTOXXCHHIO, O JIMIAX, OTBETCTBEHHBIX 32 (OpMHPOBaHHUE NCIL,
o mepefiaye el B IPYryi0 OpraHu3allio ULl IPOZIOJDKEHMS.

Ecim pmeno ¢dopmupyercd B uHQOPMALMOHHON CHCTeME M  BKIOTacT
3IEKTPOHHBIE JOKYMEHTHI, B rpate «IIpivedaHuey OTMEYALTCH, 11O IeNI0 BeAeTcs
B DJIEKTPOHHOM BHJIE C YKa3aHHeM HauMCHOBAHNA HHGOPMAIIMOHHON CHCTEMBL:

«DnexTpOHHBIE JOKYMEHTHL. CHJI «Kanuemnsapus», b «CyxeOHbIe 3aITHCKID).

8.18. Tlo 3aBepIIeHHH ACNONPOU3BOJCTBCHHOIO rofia B KOHIIe HOMEHKJIATyPBI
Jen B KaXAOM CTPYKTYPHOM TOJpas/e/eHUN ohopMisieTcss MTOroBas 3alHch,
B KOTOPYHO BHOCSATCS CBECHHA O KOJNMIECTBE 3aBeJleHHBIX Jen (TOMOB, gacrei),
OTHeNbHO IOCTOSHHOTO ¥ BpPEMEHHBIX CPOKOB XpaHEHHs, BPEMEHHBIX CpOKOB
XpaHEHMsI C OTMETKOH «IK» u mepexopsmux. Vrorosas 3alUCh JIOTIOJTHAETCSH
JAHHBIMHE O KOJIHYECTBE IEKTPOHHBIX NE COOTBETCTBYIOIMX CPOKOB XPaHCHHA.

B HTOTOBYIO 3aliCh CBOAHOH HOMEHKIATYphI S cBeleHus BHOCATCA Ha
OCHOBAHHMM NAHHBIX, IIepeJaHHbIX U3 CTPYKTYPHBIX nofipasieNeHni OpraHu3alHy.

CpeneHus, coaepkamuyecs B WTOTOBOM 3amuCH HOMEHKIATypel ST
OpraHu3alyH, IepeialoTcs B apXhB OpraHM3aliH, O 4YeM B HOMEHKIAType Ien
IIPOCTABIIseTCs OTMETKa C yKasaHHEM JOJDKHOCTH ¥ TIOAIIKMCH JIHIA, MepellaBliero
CBEIEHMSI.
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8.19. Jlena co JHA WX 3aBefieHHA JO0 Mepefiadi B apXUB OpraHu3allii Wil 10
BEITIEIEHHS X K YHHYTOXKEHHMIO N0 HCTeYSHHH CPOKA XPaHCHUA XpaHiTCs 1O MECTY
uX GOPMHPOBAHHSL.

Jleno cuuTaeTcs 3aBEJEHHBIM C MOMCHTA BKIIOUCHHA B HETO IIEpPBOTO
HCNOJNIHEHHOTO JOKYMEHTA.

8.20. Ilpu ¢QopmupoBaHMH J€I Ha OyMaXHOM  HOCHTeNe  JIOJDKHBI
coOMI0IaThCA CleAyomue o01Me mpaBuia:

B 7I€7I0 TIOMELIAIOTCS MCTIONHEHHbIE IOKyMEHTBI, COOTBETCTBYIOLIHE ITO CBOCMY
COZIEpKAHHIO 3aroJIOBKY JieJia 10 HOMEHKIIATYpe ASTI;

TIPUIOKEHUs TOMEIIAIOTCS BMECTe ¢ OCHOBHBIMHU JIOKYMCHTaMH,

B Neq0 BKIOYAIOTCA JOKYMEHTH OIHOTO KajleHAapHOro Toha, 3a
UCKITIOUEHHEM MEPEXOANINX ACIT,

[OKYMEHTHI TIOCTOSHHOTO ¥ BPEMEHHBIX CPOKOB XPaHEHWA TPYIIUPYIOTCA B
Zieia pa3AeibHo;

B JI€JI0 BKJIIOUAETCS [0 OXHOMY 3K3eMILLAPY KOXIO0TO NOKYMEHTA,

haKcorpaMMBI, TeNerpaMMbl, TeIe(OHOTPaMMEI IIOMEIIAIOTCA B nenma ¢
TIepernrcKoil Ha OOIIMX OCHOBAHHSAX;

B JIEJI0 TOMEINAIOTCS JOKYMEHTHI INPaBHIBHO U IOJHOCTBIO othopMIICHHBIE
(HOKyMEHTH! HOIDKHBI UIMETh JIaTy, OMIHCH 1 IPYTHE HeoOXO{IMEIE PEKBU3HTEL);

B 7eNo He BKIIOYAIOTCS AOKYMEHTHI, MOJIeKallie BO3BPATy, JHIIHHE
5K3eMILTAPHI M YEPHOBHUKH (32 HCKIIIOYECHUEM 0c000 IIeHHBIX);

mo o6beMy [eJo, BKIIOYalolee JOKYMEHTBl Ha OyMa)XHOM HOCHTENE, HE
JOJKHO TpeBbimars 250 JIHMCTOB, MPU TOMIIUHE HE 6onee 4 cM (ToNIWMHA JIeN CO
cpokamy xpaHeHus 10 10 mer He AOJDKHA NPEBBINIATH 10 cm). Ilpu npeBBIMICHUA
JaHHOrO 06BeMa 3aBO;uTCs BTopod ToM. IlIpy HalmiuH B 1€ HECKOJIBKAX TOMOB
(gacTei) MH/IEKC Y 3aTOJIOBOK [ie/ia POCTABILTIOTCA HA KaxIOM ToMe ¢ Ho0aBICHHEM
o6o3gauenmit: «T. 1», «T. 2».

JIOKyMEeHTBI BHYTpH JI€JIa PaclojaraloTcs CHHU3y BBEpX B XPOHOJIOTHIECKOH,
BOIIPOCHO-JIOTHYECKO# OCIEA0BaTeIBHOCTH MM X COYCTAHUH.

PacriopsMTeNbHble  TOKyMEHTB! —IpyHIuMpyforcs B - Jiela 0 BHIaM
¥l XPOHOJIOTHH C OTHOCSUIMMHUCS K HUM MPHJIOKEHUAMH. JTOKyMEHTBI — OCHOBaHHA
K pacHOpSAATENBHBIM TOKyMEHTaM BKITIOYAI0TCA B OTACIBHOC ZIeNo.

[IpoTOKONEl B Jelle pAacroiaraloTcsi B XPOHONOIMYECKOM HOpsSKe U IO
HOMEpaM.

JIoKyMeHTHI K 3acelaHusIM (coBemaHusAM) IPYIIUPYIOTCA B OTACIBHOE IO,
KaK ¥ IIPHIOKEHHUS K IIPOTOKOJIaM, €CJIA OHH COACPKAT Gonee 25 CTpaHMIL.

JIOKyMEHTHI K IPOTOKOJaM, eCIH OHU CrpyNnUpOBaHbI B OTJeNbHBIE [IENA,
CHCTEMATH3HPYIOTCS BHYTPH JIefa 10 IOPAAKY HOMEPOB IPOTOKOJIOB.

JlokaybHBIE HOPMATHBHBIE aKThl, YTBEPXKACHHBIC pacropsAuTeIbHBIMA
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JOKyMEHTaMH, SBIISIOTCS TMPUIOKCHUAMH K HUM W TpPYIIMPYIOTCS BMECTC
C yKa3aHHBIMH JOKyMEHTaMH.

IIpHKassl 10 OCHOBHOH JIeATENBHOCTH TPYIMUPYIOTCA OTAENBHO OT NMPHKA30B
mo JMYHOMY COCTaBy H IIpUKasoB IO aMAHHACTPATHBHO-X03AHCTBEHHOH
JeSATETBHOCTH -

TIprKassl O NUYHOMY COCTaBY dopmupyioTCS B Ieia B COOTBETCTBUM CO
CpPOKaMH XpaHeHHS.

JloKyMeHTHI B JIMYHBIX JIeNlax PacrioaraoTes o Mepe PX TIOCTYIUICHHS.

[lepemucka TIPyNIHEpYETCs B Jlena IO TEMaTHke W/UIA  KOppECTIOHCHTaM
U CHCTEMATH3UPYETCs B XPOHONOrMYeCKoH HOCEI0OBAaTEIBLHOCTH: JOKYMEHT-OTBET
momemaeTcs 3@  JIOKYMEHTOM-TIPOCHOOH (sanpocom). Ilpu  BO30OHOBICHHH
IepeNICKH 10 ONpe/eNIeHHOMY  BOTIPOCY, HauaBlleiicd B MpeApIAyLIeM Toxy,
NOKYMEHTHl BKJIIOYAlOTCS B JeNO TeKymero roxa C ykazaHMeM HHJeKca Jena
IpenbLIYIIEro Tofa.

DNeKTpOHHBIE  JOKYMEHTHl  (opMupylOTCA B 5JEKTPOHHBIE  JleNa
B COOTBETCTBMH C HOMEHKJIATYpOW [el OpraHusalii B Toif MH(OPMAHOHHOM
cHCTEMe, B KOTOPOH OHY ObLITH CO3AAaHBI WK B KOTOPYIO OBUIH BKITIOUEHBL.

8.21. Jlns obecredeHnss COXPaHHOCTH, y4eTa JHOKyMEHTOB H  Jell
CTPYKTYPHOTO MOApasfeNeHus M OpraHusaiii gocTyma K HHM IPOBOAHMTCH
KOMILIEKC paboT:

CO3/jaHIe ONTAMANBHBIX YCIOBHH XPaHEHHS IOKyMEHTOB H Iei;

pasMeLeHre e,

IpoBepKa HANWIHS U COCTOSAHMS NOKyMEHTOB 1 ner;

co0oieHNe Iops/iKa BhIauu Jel.

8.22. Jlena pasMellialoT B paboduX KOMHATaX MIH Crenralb-HO OTBEJCHHBIX
Ui BTOM ey IOMEHICHUAX B mkadax, Ha CTeiaxax, qro6Bl 00ECIEYHTh HX
COXPAHHOCTB M 3aIlIUTY OT BO3NEHCTBUA BPE/HBIX (haKkTOpOB.

30 B cooreTcTBUM ¢ IlepeyHeM THUIOBBIX YNpPaBICHIECKUX apXWBHBIX JOKYMEHTOB, o6pasyromuxcs B
Tpoliecce AESTENbHOCTH rocy/apCTBCHHBIX OpraHoB, OPraHOB MECTHOrO caMOyIpaBlieHHs H opraHu3alui,
C yKasaHHEM CPOKOB XpaHCeHHsd, yTBEpPXKACHHBIM TIPUKa30M MuHuCTEpPCTBa  KYJIBTYPBI Poccuiickoit
depepauus OT 25 aBrycTa 2010 r. Ne 558 «O6 yTBepxkaenuu [lepedrs THIOBBIX yIpaBIeHYECKAX apXUBHBIX
JOKYMEHTOB, 00pasyoluxcs B MPOLECCe JEATEIHOCTH TOCYaPCTBEHHBIX OPraHos, OpraHoB MECTHOTO
camOyTIpaBJieHHs. M OpraHu3aiiii, ¢ yKa3aHUeM CPOKOB XpaHeHHs» (3aperucTpupoBat B MHuHHCTEPCTBE
roctummu Poccuiickodt ®enepanmu 8 cenrabpa 2010 r, perucTPalHOHHBIA Ne 18380); ¢ W3MEHECHHAMH,
BHECEHHBIMH TMpHKa30M MHUHHCTEPCTB2  KyJbTYphl Poccuiickoii ®epepanuu  OT 16.02.2016 Ne 403
«O BHECEHHM H3MeHerHUi B [TepeyeHb THIIOBBIX yNPaBICHICCKUX ApXMBHBIX JOKYMEHTOB, oGpasyromuxcs B
Tpoliecce ACATENbHOCTH FOCY AapCTBEHHBIX OpraHoB, OPraHOB MECTHOTO caMOyTIpaBJIeHUA ¥ opraHu3alu, ¢
yKa3aHHeM CPOKOB XPaHCeHHs, yTBEPKACHHbIH MPUKA30M MuHHUCTEPCTBA KYJIBTYPBI Poccuiickoii Oenepanuu
or 25 asrycta 2010r. Ne 558» (3aperncTpupoBai B MHUHHCTEPCTBE FOCTULIMH Poccuiickoii Denepativ
15 mapra 2016 ., perucTpalHoHHbi  Ne 41414), x a)IMI/IHI/ICTpaTPIBHO-XOSHﬁCTBeHHOﬁ JeATETBHOCTH
OTHOCATCSA BOIPOCKHI IO COGIFOACHHIO MPaBAJI BHYTPEHHETO pachopsiiKa, SKCTUTyaTalH cmy»eGHBIX 3aHuH,
TpaHCHOPTHOMY OGCITYKMBAHHIO, BHYTpeHHel CBA3H, 00€CTIeUEHHIO 6e30MacHOCTH OpPraHH3aLuH.
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Jlena u1s X y4eTa M GBICTPOTO MOMCKA AOIDKHEL pacnosaraThCcs BepTUKAIBHO,
KOpEeIIKaMu HapyXy ¥ B COOTBETCTBAM C poMmenknarypoit men. Ha xoperkax
oGIOMKEK el YKa3bIBAlOTCS MHAEKCH 110 HOMEHKIATYpe AT, npu HeoO6XOMUMOCTH
HOMep TOMa Jiena, JaTy Aena. HoMeHKiaTypa A€l Kl BBIITHCKA U3 Hee IoMeIacTCs
Ha BHyTPEHHeH CTOpOHe LiKada.

8.23. IIpoBepkH HaIWYMA M COCTOSHMA JNOKyMEHTOB M Jel B IelX
ycragopineHns  (akTHUecKoro  HATMIHA Jgen  JODKHBI  MPOBOAUTBCHA
JeJIONPOM3BOIATENIEM TIOApas/IeNIeHNs B CIlyHaiX:

nepei epefiaueii JOKyMEHTOB B apXHB OpraHu3alyy,;

Tpu nepeMeleHH Jel;

mpH CMeHe DYKOBOJHTENA CTPYKTypHOTO Iopa3eNeHus, PYKOBOIUTEIA
CiryGBI IeNONpPOU3BOACTBA;

IpH peopraHM3alid M JIMKBHIAIMH opraHu3aliyd WA CTPYKTypHOTO
Hopa3eeHHsL.

TIpoBepka HANM4YMs [POBOAUTCA IyTeM CBEPKH crareil HOMEHKJIATyphl A€
C OIHCAHMEM €N Ha OBIOXKKe, a (pU3UIecKoe COCTOAHNE LI onpezenseTcs MyTeM
ux Bu3yanpHOTO mpocMoTpa. Bee oGHapy)XeHHble ~HEZOCTATKH  JIOJDKHBI
(DUKCHPOBATHCA B aKTe MPOBEPKH HATHIHS 1 COCTOSIHUS €.

8.24. B ciydae BBIABICHHS OTCYTCTBHS M, THCILIHXCH 110 HOMEHKJIaType
Iel, PYKOBOACTBOM nofpa3aeNe i MPUHAMAIOTCS MEpEl 10 HX posbicky. Ecnu
PO3BICK el He NaeT pe3yNbTara, COCTaBIAeTC CIipaBKa O NMPHUIUHAX UX OTCYTCTBHUA,
KOTOpas IIOANMCHIBACTCS ~PYKOBOAMTENCM of(pa3felieHnss M  TpPENCTaBIiAeTC
B Ciyx6y Ielonpon3BOJCTBA.

®axT yTpathl fena (mem) Quxchpyercs B aKIe, coctapisieMom Ciryx060i#
IeNONpOM3BOACTBA  H pyKOBOJMTENEM CTPYKTYpPHOTO HoApa3ieeHIs
(YTIONTHOMOYEHHBIM MM JULOM) B TPEX 3K3eMIUIApaX: MO OTHOMY SK3EMILIAPY aKTa
xpanutes B Ciyx6e nenonpousBoAcTsa i CTPYKTYPHOM TOJPa3Ae/ICHUH; SK3EMILTAP
aKTa TPEACTABISETCs B apXdB OpraHusalyu IpH mepenade el CTPYKTYPHOTO
rofpasfielieHus Ha apXHUBHOE XpaHeHUE.

8.25. DKcmepTu3a IIEHHOCTH  JOKyMEHTOB IpOBOIMTCA Ha  OCHOBE
3aKOHO/IATENBHBIX M MHBIX HOPMATHBHEIX TIPABOBBIX aKTOB Poccuiickoit @enepauu,
yCTaHaBIHBAIOIHX TpefoBaHUs K CpOKaM XpaHEHNs JTOKyMEHTOB, THIIOBBIX
1 BeJOMCTBEHHBIX NepeUHeH JOKyMEHTOB C YKa3aHIeM CPOKOB MX XpaHEHHS:

TIpH COCTaBJIeHMH HOMEHKIIATYPBI €L,

TIpH MOATOTOBKE JIeJ K Nepeziatie B apXus OpraHHU3alyy;

B apXWBE OpraHH3alHu.

8.26. Jnsa opraHuM3alMy ¥ TIPOBSACHWA paboThl 1O JKCIEPTH3E EHHOCTH
JOKYMEHTOB B OpraHH3aly MpUKa3oM PYKOBOZWTENIA CO3/|aeTCs SKCTepTHA
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xomuccusi (manee — OK), B oprasusailisx, HMEIOMAX [TO/IBETOMCTBEHHBIE
OpraHM3alKH, GUIHANE, — [EeHTpalbHas SKCTIEPTHAS KOMHUCCHA (nanee — LIDK)
3amauy, (GYHKIUH, NpaBa, OpraHM3alus pa6otsr DK (II9K) ompenensoTcs
[ONOXEHHEM O Heil, KOTOpoe pa3pabaThIBaeTCs Ha OCHOBaHMH NPHMEPHOTO
HONOKEHUs,  YTBEPXKICHHOTO  YIOJIHOMOYEHHBIM (emepalbHEIM ~ OpraHOM
HCIIONHMUTENHHOM BIAcTH B cepe apXUBHOTO JIeNa U z[enonpo1/131301:(CT13213 L

8.27. OcHoBHbIMH GyHKIHAME OK SBIAIOTCS:

OpraHH3aIMs eXeroJHOro 0T60pa AeN I XpaHeHHs ¥ yHHITOXCHUA,

paccMOTpeHHe M COIVIACOBAaHME NPOEKTa HOMEHKIATYPBI NIC] OpraHu3allyy,
omHceil JeN TOCTOSHHOTO M BpeMeHHBIX (cBEIE 10 JIeT) CPOKOB XpaHCHHS, B TOM
yhcie TIO NMYHOMY COCTaBy, aKTOB O BBIIENCHHH K YHWMTOXCHHIO IS, HE
MOUIeKAIIHUX XPaHEHHIO;

ygacTHe B IOATOTOBKe M  PAacCMOTPCHHH IPOCKTOB HOPMATUBHBIX
J METOIMUECKHX JOKYMEHTOB MO BOIpocaM paboThI ¢ TOKyMEHTaMH B OpTaHH3atiiH.

8.28. DKcIepTH3a LEHHOCTH JOKYMEHTOB OCYIIECTBISCTCH €XEerogHo
JIEJIOTIPOM3BOIUTENSIMA  TTOJPA3/IeNleHHH COBMECTHO C DK opraHusandfd U IOA
METOMYeCKHM pykoBoacTBoM CiryObl AENONPOU3BO/ACTBA OPraHN3aliH.

8.29. Ilpn mpoBeNeHHUH 3KCNEPTH3B! EHHOCTH JOKYMEHTOB IIPH MOATOTOBKE
Jie]I K Tiepesiade B apXuB OpraHu3aliy oCyeCTBIACTCA:

0TOOp JOKYMEHTOB IIOCTOSIHHOTO M BPEMEHHBIX (cBeime 10 ner) CpokoB
XpaHeHHs U1 [Iepe/iaull B apXUB OpraHu3alum;

0TGOp JOKyMEHTOB BpeMeHHBIX (o 10 net BKJIFOUUTEIHHO) CPOKOB XpaHEHH
¥ ¢ IoMeTkam «J{o MHHOBaHHS HafloGHOCTHY, «Jl0 3aMEHBI HOBRIMAD, HOJIeXKAIIMX
nanbHeHIeMy XpaHeHHIO B CTPYKTYPHBIX TIOAPasACICHHAX,

BhIEeHAe K YHMYTOXEHMIO A€ 32 Mpe/bUTylIMe TOAbl, CPOKH XpaHCHUA
KOTOPBIX HCTEKJIH.

O[HOBpPEMEHHO MPOBEPSAETCS KaueCTBO K IOJHOTA HOMEHKJIATyphl Jel
OpTaHU3aIMH, IPABIIEHOCTD OMPENETCHUS CPOKOB XpaHCHI Jelt.

8.30. Jlena MOCTOSIHHOTO M BPEMEHHBIX (cebime 10 7€T) CpPOKOB XpaHEHUA
IOJJIEXAT IIOJMCTHOMY IIPOCMOTPY Ui BBIIENEHHMS M3 MX COCTaBa JOKYMEHTOB
BpeMeHHBIX (Ho 10 jieT) CpOKOB XpaHEHH!.

Tlena ¢ ormerkoif «OITK» 1ofBepratoTcs MONHMCTHOMY IIPOCMOTPY B LENAX
OIpesieNieHus ¥ BBIICTEHHS U3 HX COCTaBa IOKyMEHTOB, MOAJEXAIMUX TOCTOSHHOMY
XpaHEHHIO.

8.31. OTGOp >IEKTPOHHBIX JIOKYMEHTOB A NEpefaid B apxub OpraHHU3aLHH
OCYIIECTBIISIETCS B ABTOMATH3HPOBAHHOM PEXUME IyTCM oT60pa JOKYMEHTOB 3 6a3

3! TIpukas QefepanbHOrO apXHBHOrO areHTCTBA OT 11.04.2018 Ne 43 «O6 yrBepxnuenun [IpumepHOro
ONIOKEHMsS 00 DKCTIepTHOM KOMMCCHHM OpraHusauuuy (3aperncTpupoBal B MHHHCTEPCTBE FOCTHIMH
Poccuiickoit ®enepaiu 15.06.2018, perncTpalioHHBIH Ne 51357).
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NaHHBIX MHGOPMALMOHHBIX ~CHCTEM  TIO npusnaky «VHaexc nenay» («Cpox
XPaHEHUD»).

8.32. [To pesynbTaTaM ISKCIEPTH3bl HEHHOCTH IOKYMEHTOB B OpraHu3aliu
nposoautcs opopMiIeHHe ACT H COCTABJIAIOTCS OTHMCH Jiel TOCTOSHHOTO XPaHCHHMA,
BpeMeHHbIX (cBbiuze 10 JeT) CPOKOB XPaHEHHUs U 110 INTHOMY COCTaBY, a TaKXXe aKThl
0 BEUTEJEHHH K YHAITOXKEHHIO JIE], HE MOJICKAIIHNX XpaHEHHUIO.

OmnucH Jiedl TIOCTOSHHOTO XpaHeHHs, BPEMEHHbIX (cBpime 10 neT) CPOKOB
XpaHeHH s ¥ 10 JIMYHOMY COCTaBY, a TakxKe aKTBl O BBIJEJIEHHHN K YHHYTOXECHHUIO NCT,
He MOJNEXAIMX XpaHEHHIO, pPaccMaTpUBalOTCA ua sacemanmi DK  (IIOK)
opraHu3aliyi OXHOBPEMEHHO. Cornacopagnsre DK (LIOK) axTel n  OINUCH
yTBEPXKAAIOTCS PYKOBOIUTEIEM OpraHHu3alyy.

8.33. Jlema, o6pasopaBiuuecs B [EATCIbHOCTH OpraHM3allid ¥ MOJJIEXKAIIHIe
XpaHEHHIO, POXOAAT MOJHOS I yactruHoe ohopmieHue. [lonHOMY o(hopMIIEHIIO
[OJUIeXAaT Jela BPEMEHHBIX (CBBIIIE 10 ner) CpOKOB XpaHEHHs M IOCTOAHHOTO
xpaHeHus. Jlena BPeMEHHBIX (zo 10 meT) CPOKOB XpaHEHWs HMOMIEKAT YaCTHYHOMY
0(hOPMIIEHHIO.

OdopmiieHne el IPOBOAUTCH B CIPYKTYPHBIX MOApPasICIeHIAX OpraHu3aluy
1o MecTy (pOpMHUpPOBaHKs JOKYMEHTOB B JIefa.

8.34. TTonHoe odopMIICHHE ic]ia Ha 6yMaXHOM HOCHTENIE BKIIIOIACT:

o(opMIICHHE PEKBU3UTOB 0BJI0KKH Jena 1o Gopme;

HyMepauHio JIMCTOB B AL,

COCTaBJICHHE JINCTA-3aBepUTENA [IeIa,

COCTaBJIEHUE B HEOOXOMUMBIX CITydasx BHyTpeHHel OIUCH TOKyMCHTOB /€13,

MOILIMBKY ¥ MEPEIUIET JIeNa;

BHEceHHe HeOOXOIUMBIX YTOUHEHHI B PEKBU3SHTRI 060XKH fena (yTouHeHne
Ha3BaHWS OpraHyu3alvy, NHIEKCa e]Ia, KpalfHuX JiaT [ielia, 3ar0I0BKa nena).

JIucT-3aBepUTENb J€Na, BHYTPEHHA OMUChH JOKYMEHTOB Jiella 1 o6J10xKa Aena
COCTaBIIAIOTCS 1O (hopMaM, YCTaHOBJICHHBIM [paBunamMu xpanemm”.

8.35. Jlena BpeMeHHBIX (10 10 7eT BKIIOYMTENBHO) CPOKOB XpaHCHHA,
nojuiexaiye YacTUYHOMY ohOpMJIEHHIO, JIOIYCKAeTCs  XPaHHUTh B MAaIKax,
B KOTOPBIX Jiella XpaHUIUCh B JIENIONPOU3BOCTRE, TIEPECACTEMATH3AIMA JIOKYMEHTOB
B Jfeie He MPOBOJWTCSH, JHMCTBI Jiea HE HyMepyIOTCsl, JIACTBI — 3aBEePUTEIN nena
we cocrapismorcs. Ha OGIOXKe jela B COOTBETCTBUH Cc HOMEHKIaTypod Jiel
OpraHM3alii  3alONHATCA PEeKBM3UTHL: ~ HAMMEHOBAHHE OpraHH3allky,
HauMEHOBaHMe MOApa3feNeHus], HHACKC Mena, 3aroJIoBOK Jejia, CPOK XpaHCHHA

JIOKYMEHTOB.

32 TTpunoxenus Ne 8, 27, 28 x INpaBuiaM XpaHSHUA.
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3.36. Ha oGoxKe aen BpeMeHHBIX (cbime 10 yieT) CPOKOB XpaHEHHs W IO
JIAYHOMY COCTaBYy yKa3bIBalOTCS:

HaMMEHOBAHHME BHIIIECTOAIEH OpraHu3alyy (OpraHu3aluy — yupeIuTens),;

HavMeHOBaHME OpraHy3alyu - HCTOYHHKA KOMILIEKTOBAHUA
rocyJapCTBEHHOTO (MyHHLMIATPHOTO) aPXHBA;

Ha¥MEeHOBaHKE CTPYKTYPHOIO MOAPA3JEICHUS,;

HHIEKC JiejIa IT0 HOMEHKIIaType ACI,

HOMep ToMa (JacTH);

3aroJIoBOK JieNa (ToMa, 4acTH);

KpaifHue JaThl Iena (ToMa, 9acTh);

KOJIMYECTBO JIVICTOB B JIEJI€;

CPOK XpaHEHHMs JeNIa;

apXUBHBIHA IHGD nena.

Ha 0610)Kax Iej TIOCTOSHHOTO XPaHeHHs HaJ| HAUMEHOBAHNEM OpraHusaiiy
yKa3BIBAeTC HAMMEHOBaHME TOCY/[ApCTBEHHOTO (MyHHMLMIIATBHOTO)  apXHBa,
JCTOYHIKOM KOMILIEKTOBAHHUS KOTOPOTO BBICTYNACT OPraHU3alHsl.

8.37. ITpu opopMiIeHIH OOIOXKH IeNa:

HalMEHOBaHWE BHIIECTOSIIEH OpraHu3aluy (OpraHM3alfd — yupeauTens),
TIpU ee HAIMYMH, YKa3bIBACTCsA MOIHOCTBIO B UMEHHTENBHOM Hajiexe, MoJ MOIHBIM
HAaNMEHOBAaHHEM B CKOOKax yKa3blBaeTcsi OQHIHMANbHOE NPUHATOS COKpalIeHHOE
HauMeHoBaHHUe (IIPH €ro HaJIMYMH);

HAUMeHOBAaHWEe OPTaHM3allMM YKa3bIBaeTCA MOJHOCTRIO, B MMEHHUTETIbHOM
najiexe, ¢ yka3aHueM O(QHIMANIbHO INPHHATOTO COKPALCHHOTO HauMeHoBaHus (TIpd
ero HaTM4KK), KOTOPOE YKa3HIBAETCs B CKOOKaX MOCIE MOIHOTO HaNMEHOBAaHMS,

HAUMEHOBAHME CTPYKTYpPHOrO TOApa3s[eNeHus yKa3plBacTCA IIOJTHOCTBIO
B COOTBETCTBHM C YTBEp)KIEHHOH CTPYKTYpOH OpraHu3aliu (mpu  HaIAYHH
COKpAIIEHHOTO HAMMEHOBAHMA CTPYKTYPHOTO moZpa3/ieieHnss OHO YKa3bIBaeTcs B
ckobKax);

WHIEKC Jena IpOCTaBlsAercss B COOTBETCTBHH C HOMEHKJIaTypOoH Heln
OpraHu3aluH;

3arONOBOK JeNa TEePEeHOCHTCS K3 HOMEHKIATyphl —JIel OpraHusaiti
(B HeOOXOIUMBIX CIIy4asix B 3ar0JI0BOK BHOCATCA YTOYHEHN);

natsl fena (rom(bl) 3aBeieHUs 1 OKOHYaHuU JIe]1a B IEJIONPOU3BOJICTBE).

[Ipu W3MeHEHHH HaMMEHOBAHHSA OpTaHM3alliH W1 riofpas/ieNneHus B TCUCHUE
TeproJia, OXBATHIBAEMOrO NOKYMEHTaMH J€Na, Wi TpH nepenade jeja B Opyroe
nofpasfenenie Ha o6NoXKe Jena IOA NPEXHAM Ha¥MEHOBaHHEM YKa3bIBaeTCA
HOBOE€ HAUMEHOBAHME OpraHHW3alid (mofpasmenenus), a NpexHee HAHMCHOBAHUE
3aKJIFOYAETCS B CKOOKH.
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WHzekc [ela ¥ 3arojIoBOK Jiena MEPeHOCATC] Ha 00JIOKKY M3 HOMEHKJIATyphl
nein. Ecia 1e710 COCTOUT U3 HECKOJIBKUX yacTeif, Ha 00JOXKKY KaKIOro ToMa (uacTy)
BEIHOCHTCS OOIIMIA 3aroJIOBOK Jejia ¥ 3aroJloBOK Kakoi yacTH (IIpHU €ro HAJINYHH).

JlaToii mes, COAEepXAIlMX PaclopsAUTEeIbHYIO JNOKyMEHTALHIO, & TakxKe JIEN,
COCTOSIIAX M3 HECKONHKHMX TOMOB (dactei), SBIAIOTCA KpaiiHue JaThl JOKyMEHTOB
Jeqa, TO €CTh HaThl (YUCIO, MECAL, rojl) perucTpanuu (cocraBieHus1) Camoro
paHHEro W CaMoro MO3JHEro NOKYyMEHTOB, BKJIIOUEHHBIX B feno. IIpu 3TOM ICHB
mecsua (OBa 3Haka) M rox (deThipe 3HaKa) 0003HAYAOTCA apabCKUMK 1 paMu,
HasBaHMe Mecsra MUueTcs cnoBoM. Eciu B JieNo BKIMIOHYEHB JOKYMEHTEL, JIaThbl
KOTOPBIX BBIXOJAT 3a KpaiiHue NaThl Aena, TO IOA HaTaMH Jiea, ¢ HOBOW CTPOKH
JenaeTcs 3amuch: «B iene UMeroTcs JOKYMEHTEI 3. ..TOM (e)». JlaThl iesa MOTyT HE
YKa3BIBaTHCSA Ha OOJOXKKE JIEN, COASPHKAIIUX, HaIpUMED, OJIOBLIE [UIaHBI M OTHETH,
TaK KaK OHM OTPAKAIOTCs B 3aroNoBKax Jel.

JlaTamu JeJia, COAEPIKALIETo IPOTOKOIEL 3aceqaHul, SBISIOTCS JaThl IEPBOTO
{ TOCJIEHETO MPOTOKOJIA.

KpallHUMJ [aTaMi JIMYHOTO Jiena SBIAIOTCA NAThl MOANMCAHUS IIpHKa3a
o mpueme (TpM HAIMYUM TPYHOBOTO HOTOBOpA — gara 3aKIIOueHHs TPYyAOBOIO
OTOBOpa) M TIpHKa3a 00 yBOJBHEHHMH JIMIA, HA KOTOPOC OHO 3aBefieHo. B cimydae
cMepTH JIMla, Ha KOTOpOe 3aBE/CHO NIEIO, KOHEYHOM J[aTo¥ sABJgeTcsa JaTa
JIOKyMEHTA, U3BELIAIOIIEr0 O ero KOHIMHE.

PeKBH3AT «CPOK XpaHEHMs Jeia» IIEPeHOCHTCH Ha 0o06I0oXKy Jena U3
HOMEHKJIATYpHI A TI0CIie CBEPKH ero co CpOKOM XpaHCHHA, yKa3aHHBIM B [EPeIHE
THIOBBIX JOKYMEHTOB WM B BeJOMCTBEHHOM ICPEHHE IOKYMEHTOB, C yKa3aHHEM
CPOKOB XpaHEeHHS.

Ha fiefiax MOCTOSHHOTO XPaHEHHUS MHIIETCH. «XpaHHUTh IIOCTOSHHOY.

8.38. [lo OKOH4YaHMH Toia B HAIIIKMCH Ha 06JI0KKax Jell ITOCTOSHHOIO
¥ BpeMeHHBIX (cBbime 10 JIeT) CPOKOB XPaHEHWs BHOCATCS YTOYHCHHI: npU
HeCOOTBETCTBUM 3arojioBKa el Ha OOJNOXKE COACPKAHHIO MOILIUTEIX JOKYMEHTOB
B 3arOJIOBOK fejla BHOCSTCS H3MEHEHUs ¥ TOTIOTHEHHS.

HanMeHOBaHMsI OPTaHM3aLHH W MOJpasiecHusd, rox u HOMep [iejla MOTYT
[IPOCTABJATHCS Ha OOJIOXKKE C OMOLIBIO IITaMIIA.

8.39. B memsx o0ecredyeHus COXPaHHOCTH H 3aKpelUleHHsT  IOps/iKa
PACTIONIOXKEHHs JIOKYMEHTOB, BKIIOIEHHBIX B ieNlo, BCE ero JHCTBI, KpoMe JIHCTa
3aBepuTeNs M BHYTPEHHeH OIKCH, HyMEpYioTCi apabckuMu  LuQpamMu BaJIOBOM
Hymepauuei. JIACTBI HyMEpYIOTCA rpaUTOBBIM KapaHJalloM HIIH HyMepaTopoM
(ymoTpeGieHMe HYEePHHI M IBETHBIX KapaHjameil s HyMepaiuu JHCTOB HE
JOIyCKaeTcs) CBEpXy BHU3, LE(pEl POCTABIAIOTCS B IIPABOM BCPXHEM YTy JIKCTa,
He 3ajieBas TEKCTa IOKyMeHTa. JINCTBI BHYTpEHHel OUCH HyMEpPYIOTCS OTASIBHO.
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JIucThl [ell, COCTOSIUX U3 HECKOJIBKMX TOMOB HIIH yacTei, HyMepyITCs 110
KaXXJOMY TOMY WM YaCTH OTAEJIBHO.

JIOKyMeHTBl ¢ COOCTBEHHOM HyMepaneil JIHCTOB HyMepyioTCs B obmeM
TIOPSIZIKE.

Jluct moboro dopMaTa, OAWHATEIA 32 ONKH KpaH, HyMepyeTcs Kak OJIUH JIACT
B IpPaBOM BEpXHEM YIIy. CIIOKeHHBIH JICT pa3BopaudBaeTcs W HyMEpYyeTCHd
B IpaBOM BepxHeM yruy. JIucr, CIIOKEHHBIH M MOMIIMTHIA 32 CepelluHy, IOJICKHT
TepenvBKe U HyMepyeTcs KaK OJ(UH JIUCT.

Ecii B JeNo TOAIINT KOHBEPT C BIOXKEHHEM, CHavana HyMepyeTcd KOHBEPT,
a 3aTEM OYEePEIHBIM MOPSIKOBEIM HOMEPOM KaX/10€ BIIOXKEHNC B KOHBEPTE.

Ecniu B HyMepalMy JHCTOB JOIYIICHO gomee 10 ommboK, Bce JeIlO
HyMepyeTcs 3aHO0BO. [Ipu 3TOM CTapbie HOMEpa 3a4ePKUBAIOTCS, M PAOM CTaBUTCH
HOBBIH HOMED JIHCTA.

Ipy HaMUUMKM OTHENBHBIX omubOK B HyMepalyH JIMCTOB JOIyCKaeTCA
yHnoTpe6ieHue JIMTEPHBIX (C OYKBEHHBIMH IOTOHEHUSIMI ) HOMEPOB JINCTOB.

8.40. TTocie 3aBepIleHU HyMepalHy JMCTOB COCTAaBIACTCA JINCT-3aBEpUTEND
Nena, KOTODBIM pacmojaraercsi B KOHIE Jeia. B nucre-3aBepuTeie IEppaMu
¥ TIPOTIMCHI0  YKA3BIBAIOTCS KOJIMYECTBO JIMCTOB B JIaHHOM JIeNie, OCOOEHHOCTH
OT/IENBHBIX JOKyMEHTOB (HESCHBINH TEKCT, pasphIBEL, CKIIEHKH).

JTucT-3aBepHTeNb Jea IOMNHUCHIBACTCA €ro COCTABUTENEM ¢ yKa3aHHEM
JOJDKHOCTH, HHHIAANOB ¥ HaMIINH, JAThl COCTABICHIL.

KomuuecTBO JHCTOB B Jele, yKasaHHOe B JIMCTe-3aBepHTeNe JCia,
IPOCTABIISETCSA HA OOI0XKKE Nea.

EcIH JIeNo HepeIuieTeHo ¥ MOAmNTO Oe3 THCTa-3aBepUTeid, TO COCTABJICHHBIH
JIUCT-3aBEPUTENH MOAKIIEHBAETCA K BHYTpEHHe} CTOpOHE 3a/iHeH O0JIOXKKH JieNa.

8.41. lng ydera [JOKYMEHTOB ONpPEASICHHBIX KaTeropuil IOCTOSHHOI'O
u BpeMenHoro (cBpiure 10 NeT) CPOKOB XpaHEHHs, Y4eT KOTOPBIX BhI3BaH
crienuGuKoi JTOKyMEHTAllUH, BKIIOUEHHOH B [A€NO, COCTAaBIACTCS BHYTPCHHAA
ONKCH OKYMEHTOB JieNa, moMeliaeMas B ero Haqaio.

BHYTpeHHss OIMCh BKIOYAeTCA B Jiena, MMEIOIe 0cobyl0 3HAYUMOCTD,
a TaloKe B Jena, cOPMHPOBAHHEIE 10 BUJAM JIOKyMEHTOB, 3arOJOBKH KOTOPBIX HE
pacKpHIBAIOT KOHKPETHOTO COMEPIKAHMUS IOKyMEHTOB.

BHYTpEHHSAS ONKCh AOKyMEHTOB JeNa COCTABIACTCA TaKKe Ha OOBEMHBIC
JeJ1a TIOCTOSIHHOTO M BPEMEHHBIX (CBBIIIE 10 neT) cpOKOB XpaHEHHUS B LEIAX y1eTa
11 GBICTPOTO HAXOXKAEHHS JOKYMEHTOB B JI€JIC.

B KOHIIC BHYyTpEeHHEH OMNKCH yKa3bIBaeTCA nudpaMH U MPOTKCHIO KOJMIECTBO
BKJTFOUEHHEIX B HEE€ JOKYMEHTOB U KOJIHYECTBO JINCTOB BHYTpEHHEH OIMVICH.

BHyTpeHHsI ONMCh JOKYMEHTOB Jelia IOIIMCHIBAETCS COCTaBUTEICM
¢ yKa3aHueM JOJDKHOCTH, HHMINANOB H daMuuy, JaThl COCTABICHHA.
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Ecnu meno nepemnieTeHo | MoAmITO Ge3 BHyTpeHHE OIUCH, TO COCTABICHHA
BHYTPEHHIA ONKCH TONKIICHBACTCA K BHYTpEHHEH CTOPOHE JIULEBOH O0JIOXKKH AeTa.

8.42. JIoKyMeHTHl IIOCTOSHHOIO, BPEMEHHBIX (cBpme 10 1eT) CpPOKOB
XpaHeHUsI U MO JIMIHOMY COCTaBY, COCTABIISIONME AENI0, TOMEMAI0TCA B TBEPABIC
OGNOXKH W3 KapTOHA, NOJIIMBAIOTCA B HEThIpe IIPOKOIA WIM TepereTaroTcs
C yU€TOM BO3MOXKHOCTH CBOGOIHOTO UTEHMs TEKCTa BCeX AOKYMEHTOB, [IaT, BU3 H
pesomoLuii Ha HAX. Pe3omonuu pyKoBO/ICTEY, cocTaplieHHBIE HA OTHEIBHBIX JIUCTAX,
[IOMEIIAIoTCs Hepel JOKyMeHToM. 1Ipy IoAroToBKe JEN K noAmuBKe (IIeperreTy)
IpOBEPAETCS IPaBWIBHOCTE HX dopmmpoBanus, OQOPMICHHUS, BCC IUIACTUKOBBIE
1 MeTaJUIMYecKue KpelleH)s, a TaKKe TePMOTICpenIeTh! 13 JIOKYMEHTOB Y IAJISIOTCA.

Jlena TOCTOSIHHOTO XpaHeHHd, COCTOAIIME M3 0co00 [EHHBIX WA
He)OPMATHBIX IOKyMEHTOB, MOTYT IPHHMMATLCA Ha XpaHeHHEe B 3aKPBITBIX TBEPABIX
manKax ¢ TpeMs KIanaHaMH M € 3aBs3KaMH UJIH B KOpOoOKax.

8.43. IToAroToBKa 93JEKTPOHHBIX JOKYMEHTOB K meperade B apXuB
OpTaHM3aLMH OCYIIECTBIAETCS CTPYKTYPHBIM nofipasae/iecHueM OpraHu3aliy —
BUAJeNBlEM  COOTBETCTBYIOIICH ¥HGOPMALIMOHHOM  CHCTEMBI  COBMECTHO
¢ mojipa3ieleHueM (crenmanucToM),  ObecTeTHBAIOLIIM (GyHKIIMOHUPOBAHHUE
HH(POPMAIIMOHHOM CHCTEMBI.

8.44. Tlpu MOATOTOBKE NEKTPOHHBIX NOKyMEHTOB, OTOOpaHHBIX K Iepesiaie
B apXMB OPTaHM3ALHH, BBIOIHIIOTCA CIeyIOIe OCHOBHBIE IPOLCIYPBI paboTEHI
¢ JIOKyMEHTaMH:

KOHBEpPTAIUA IEKTPOHHOTO IOKYMEHTa B dopmaT apXMBHOI'O JIOKYMCHTa33;

bopMHpOBaHUE B HH(MOPMALOHHOA CHCTEME OpraHH3aii 3NIEKTPOHHEIX JelL,
JBJISIOLIEXCS  COBOKYNHOCTBIO ~KOHTEHHEpOB  MEKTPOHHBIX JIOKYMEHTOB WK
KOHTEHHEPOM 3JIEKTPOHHOTO IOKYMEHTA, BKJIFOUAIONIEM: KOHTEHT W METalaHHbIC
5IIEKTPOHHOTO JOKYMEHTA, (ailIsl 3NEKTPOHHBIX MOINKCeH ¥ BHU3YyaTH3HPOBAHHYIO
KOIIMIO TEKCTOBOr'O 3JIEKTPOHHOTO IOKyMCHTA B dopmare PDF/A*;

hopMHUpOBaHHE OIKMCH BJIEKTPOHHBIX  ZCl, IOKyMEHTOB CTPYKTypHOTO
HOpa3ieIICHUS;

MHTpaIysi  SNEeKTPOHHBIX ~ JIOKyMEHTOB  Ha pu3ryecKu 0060co0nEeHHBIE
MaTepHabHbIe HOCUTENH, €CITH IOKYMEHTRI nepealoTcs B apXUB OPraHu3alliy He 110
uH}OPMAHOHHO-KOMMYHUKAIIHOHHBIM KaHalaM,

IIpOBEpKa BOCIPOM3BOAUMOCTH SJICKTPOHHBIX JIOKYMEHTOB;

mpoBepka  SJEKTPOHHBIX ~ JIOKyMEHTOB ga  HajgHuyhe  BPEIOHOCHBIX
KOMITBIOTEPHBIX IIPOTPAMM;

OATBEePKACHHE LIEJIOCTHOCTH JJIEKTPOHHOTO neNa dIEKTPOHHOW TMOANKCHIO
PYKOBOJUTENS CTPYKTYyPHOTO fopaseNe s (MHOTO YTONHOMOYEHHOTO JMLA),

33 Mynkr 4.34 TIpaBui XpaHeHHs.
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OCYIIECTBIISIOIIETO TIOATOTOBKY OJICKTPOHHBIX HOKYMEHTOB K Iepefiaie B apXUB
OpraHH3aIiH.

8.45. DieKTpoHHBIE JOKYMEHTBI MEPENAloTCs B apXHUB OpraHu3alui 10
mupopMalmOHHo-TeneKommyHnKauHOHHoﬁ CeTH Wi Ha (u3udecku 060COOICeHHBIX
HOCHTEISIX B COOTBETCTBHHM C YCTaHOBJICHHBIMH l'IpaBI/IJIaMI/I32, 6e3 COXpaHEHHUs
JAHHBIX OJIEKTPOHHBIX TOKyMEHTOB B COOTBETCTBYIOIIMX HMH(OPMAIMOHHBIX
CUCTEMAX.

8.46. Omucd el  COCTaBIAIOTCs B CTPYKTYPHBIX HIO/pa3ieNEeHHUIX
OpraHM3aIiH O METOJHYECKUM PYKOBOJCTBOM Ciyx05I IeN0IpPOU3BOACTEA.

OmpcH e COCTABIIAIOTCS OTAENBHO Ha Jiejia NOCTOAHHOTO XpaHeHHsd; Jiena
BpEMEHHBIX (CBBIIIE 10 JetT) CpOKOB XpaHeHWs; Jena 1o IHMTHOMY COCTAaBY,
3NEKTPOHHBIE [ieNa, a TakXke Ha JieNa, COCTOSIIIHE U3 JOKYMEHTOB, XapaKTEePHBIX A
TaHHOM OpraHu3aly (cyne6Hble, CIeNICTBEHHBIE eI, HayTHBIC OTYeTHI TI0 TEMaM).

Omucu Aen  CTPYKTYPHBIX MOZpa3fie/ieHuil  COCTaBJAIOTCA IO dbopmam,
yCTaHOBJIEHHBIM [IpaBuIaMu xpaHeHwI3 ‘

[lo onmcsaM el CTPYKTYpPHBIX nofpa3iesileHuii TOKyMEHTBI Iepe/laloTes
B apXUB OpraHU3aliH.

Ha nena BpeMeHHBIX CPOKOB XpaHCHM: (mo 10 et BKJIIOUMTENHHO) OIKMCH HE
COCTABIISIIOTCS, ¥ B ApXUB TaKue JieNa He Tepe/laroTes.

TTpu HamM4uK B OpraHU3aliu CDJ1 onmcy Aen GOPMUPYIOTCS B CHCTEME.

8.47. Onucu fAen CTPYKTYPHBIX nofpas/iefieHui MPEACTABIA0TCA B apxuB
OpraHM3aLMK He paHee, YeM [epes O/MH roj, ¥ He IMO3[Hee, YeM Hepes TpH rona
TToCIie 3aBepLICHU Jie] B JeIONPOH3BOACTES.

8.48. OtnenbHas OIKCH MPEACTABIACT co60ii epedcHb ONUCATENbHBIX craren
c CaMOCTOSTENBHOM MOPAAKOBOH HyMepaieli, Kaxpias M3 KOTOPBIX JIOJDKHA
BKJIIOYAThH CIIEIYIOLINE CBEICHHUA:

TIOPA/IKOBBI HOMED HeJia 10 ONHCH;

HWHIEKC JeT1a;

3aroJIoBOK €14,

KpaiiHue JaThl Jea;

KOJIMYECTBO JIUCTOB B J€JIE;

CpOK XpaHEHWs [eNa;

IpUMeYaHusl.

8.49. IIpu COCTaBJICHUM  ONHCH nen  CTPYKTYypHOTO HoJipa3AcICHUS
cOOJTIOMAIOTCS CIeMYyIoIUe TpeGOBaHUSL:

3aTOJIOBKH €l BHOCATCS B OMHCh B COOTBETCTBHH ¢ TPHHATON CXeMOH

cyucTeMaru3aluu Aci, BaerHHeHHOﬁ B HOMEHKJIATYpPE ACJL,

34 [pumoxenust Ne 23, 24 k I[NpaBuiaM XpaHEHHS.
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KaXJI0€ [eJI0 BHOCHTCS B OTHUCH MOA caMOCTOSTEIHPHBIM OPAIKOBBEIM HOMEPOM
(ecnu Heno COCTOMT M3 HecKONbKHAX TOMOB WM 4acTell, TO KaXIBIiA TOM WIIHM 9acCTh
BHOCSTCS B OITHCH IIOJ] CAMOCTOATEIEHBIM HOMEPOM);

TIOPSAZIOK HyMepalliy JIeN B ONHCH — BAJIOBBIN,;

rpadbl OMMCH 3aIIONHAIOTCA B COOTBETCTBHHA C TEMH CBEICHHAMH, KOTOPBIC
BEIHECEHBI Ha O0JIOKKY ACTa;

IpH BHECEHMH B OIKCH TIONPAN nen (TOMOB, d9acTei) ¢ OIMHAKOBBIMHU
3arOJIOBKAMH 3aroJiOBKU BCEX A€ (TOMOB, YacTed) MULIYTCA MOJIHOCTBIO; TIPH
BHECCHMH B OIKCH ITOCJIEHETO 3arojoBKa nobapinseTcs CI0BO «ITocnemHAR»);

rpada omucu «IIpuMeTaHUD {CTONB3yeTcs Ui OTMETOK O IpHeMe ned,
0cOBGEHHOCTAX MX (U3MIECKOTO COCTOAHMA, O mepeziade Jien JpyruM CTPYKTYPHbBIM
Hopas/ielleHueM CO CCEUIKOM Ha aKT, O HAJMYMH KOIH.

8.50. Ilepen BHECEHHEM 3arojlOBKOB €7 B OIKCH IPOBEPIOTCA KaueCTBO
dopmMupoBaHusl H ohopwiieHus [el, COOTBETCTBHE KonuuecTsa Iell, BHOCHMBIX
B OIIIChH, KOJMYECTBY 3aBEICHHBIX J€II IO HOMEHKJIAType el OpraHu3aluy.

B kxoHIle omucH BCIEH 3a moceaHell OmucaTeNnbHOH craTheil 3anojHACTCH
JATOroBas 3aIMCh, B KOTOPOH YKa3bIBatOTCA (uudpamu 1 TIPONKCHIO) KOIMYECTBO JEIL,
YMCISIIAXCS TO ONKCH, MEPBBIA M mocTeHMi HoMepa Jell 1O OIMCH, a TaKKe
OrOBApHBAIOTCS OCOOCHHOCTH HyMepalua Jel B OIMCH (muTepHBIE HOMEpPA
¥ TIPOITyILIEHHBIE HOMepa).

8.51. Ilopsmox  TPUCBOCHHA HOMepoB ~ omuciAM el CTPYKTYPHBIX
roapas/ieNleHHi yCTaHaBINBACTCA 10 COIIaCOBAHMIO ¢ APXUBOM OpraHu3alli.

8.52. Tlpu cocTaBlIeHHH OINMCH 37IeKTPOHHBIX /el B OTIHCE BKJIIOYAIOTCA:

HOPSIKOBBIN HOMep 2MEKTPOHHOTO nieJia o OIKCH,

HHIEKC 3JeKTPOHHOTO e,

3aroJI0BOK JI€N13;

nata gena (Toma, YacTH);

CpOK XpaHeHHA [eNa;

06BeM AIEKTPOHHOTO Jiciia B MB6;

IpHMEUaHUs.

B cocraBe OINMCH OIEKTPOHHBIX Je€I B CHJ1 ¢opmupyerca peecTp
3JIeKTPOHHBIX JOKYMEHTOB (koHTel{HEpOB DMEKTPOHHBIX JIOKYMEHTOB), B KOTOPOM
yKa3bIBAIOTCSl CBENCHUA 00 3JEKTPOHHBIX AOKYMCHTaX, BKJIIOYECHHBIX B KaXA0€
3NIEKTPOHHOE JEJIO.

8.53. Onmcu  Hmen  CTPYKTypHOTO noapaseacHusa TIOIITUCHIBAIOTCS
PYKOBOIHUTEIIEM TIoipa3ieNieHIA, cornacoppBatoTcs  OK  CTPYKTYPHOTO
noapasfenenus (mpa €€ pammaun) B Coyx60# JeNTonpou3BOACTBa. PeecTp
37EeKTPOHHBIX JOKyMEHTOB, SRJISIOLIMIACA TPUWIOXKEHHEM K OIHUCH AJIEKTPOHHBIX
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[AOKYMEHTOB, ITOJNMCHIBACTCS cocTaBUTeleM peecTpa C YKasaHHEM IODKHOCTH,
MHAIMAIOB, GaMUINHM, NAThl COCTABICHHA.

8.54. OmmcH nen CTpYKTypHOIO tojipasfeNienysi opraHu3alii COCTaBJIAIOTCS
B IBYX 2K3eMILIApax Ha GYMaXXHOM HOCHTEINE, OfH 13 KOTOpPBIX IepefacTcs BMECTe
c JenaMd B apXWB OpraHu3allid, a BTOpO# OCTaeTcs B KadeCcTBe KOHTPOJILHOTO
sK3eMIUIpa B CTPYKTYpPHOM nofpaszieneHyd. B apxuB OpraHM3alid  TaKkKe
mepenaeTcsa Mo dK3EMILIAPY omuceil e B DJIEKTPOHHOM BHUIE B pefaKTUpyeMOM
dopmare AN HCIONB30BAHMA B nanpHelnieM JUisi MOATOTOBKH apXMBHBIX OTNACEH
Jie), JOKyMEeHTOB (IOZI0BBIX paszenoB).

8.55. Jlema mepenatoTcs Ha XpaHCHUE B apXyB OpraHu3aluy B COOTBETCTBUHU
¢ rpaduKOM nepefiadd JOKyMEHTOB, yTBEP)KAEHHBIM PYKOBOIUTENIEM opraHu3aliu
AT HHBIM YIOJHOMOYEHHBIM MM JIMIOM H COIIaCcOBAHHBIM C PYKOBOIUTCILAMH
CTPYKTYPHBIX Hopa3IeneHuH.

8.56. Jlena MOCTOSHHOrO M BPEMEHHBIX (cBeime 10 yeT) CpOKOB XpaHeHMs,
JIOKYMEHTHI 1O JINYHOMY COCTaBY, 3NIEKTPOHHBIE TOKYMEHTHI Nepe/latoTei B apXuB
opraHM3aliil He paHee, YeM 1epes roji, ¥ He TO3/HEe, 9eM depe3 TpH rofa nocie
3aBepIIeHIT UX B AeONpOU3BOJCTEE.

8.57. Ilepenaya Aen B apXuB OpraHM3alMK [POM3BOJUTCA TIO omucAM JieN
CTPYKTYPHBIX noJpas/ieICHUMH.

3.58. VIIOJHOMOUYEHHbIi pabOTHHMK  apXuBa mposepsAeT  IPABAIBHOCTD
ohopMmIIeHUS H dopmupoBaHus Jel, TIPaBUJIBHOCTH COCTABICHIA omucelt Jed,
COOTBETCTBHE KonmyecTsa €I, BKTIOYEHHBIX B OIACh, KOJNHYECTBY AT,
ch)OpMMPOBAHHBIX B COOTBETCTBIH ¢ HOMEHKJIaTypOii Jiell.

BrisBIeHHBIE TIpH [POBEPKEe HEMIOCTATKH B dopMHpOBaHUH U o(popMIIEHHH HEI
paGOTHHUKH CTPYKTYPHOTO ropas/ielieHrs 00s3aHbl yCTPaHUTE B JBYXHE/CIBHBIH
CpOK.

8.59. Ilpuem Kaxporo nJema B apX¥B OpraHu3alHiy IPOU3BOMHUTCA
B [IPUCYTCTBHH JENONPON3BOIUTENA CTPYKTYPHOTO IOpa3feIeHIA. ITpu >TOM Ha
oBorX SK3EMIUIIpax OMUCH MPOTHB KaXJOTo Jefa, BKIIOUEHHOTO B Hee, JCIaeTCa
oTMETKa O HaIidmu jena. B KoHIEe KaxIoro 9K3eMIUISIpa OMKCH B HMTOrOBOM 3aIMCH
yKa3bIBacTCA mudpaMy ¥ TPOMKCEI0 KONHIECTBO axTHUecKu NPHHATHIX B apX¥B
jel, B TOM YHCIe SIEKTPOHHBIX, HoMepa OTCYTCIBYIOIMX Zel, jara mpuema-
mepefaud Jied, a TakKe [IOJMACH JHI{A, OTBETCTBEHHOTO 34 apxuB, W IHI3,
TepeAaBLIeTo JeNa.

WitoroBas 3aliCh TOATBEPKAACTCA [OIIMCIMH  COTPY/HMKa  apXuBa
¥ COTPYAHHKA (,uenonponsBo,umem) CTPYKTYPHOTO MOJpasfeNeHus, niepeaBIlero
Jesia Ha OyMa)KHOM HOCHUTEIE 1 AJIEKTPOHHBIE JETA.

8.60. Tlepemaua  3NEKTPOHHBIX JIOKyMEHTOB B  apXuB opraHu3aluy
IPOM3BOMTCS HA OCHOBAaHHH omuceii ANEKTPOHHBIX e IO UHPOPMALHOHHO-
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TeTeKOMMYHMKAIMOHHOA  COTH (np  HaguuMd B ApXHBe OpraHu3aIyH
wHbOPMAITMOHHOK cHCTeMBI) WM Ha QU3NYECKH 060CcO0OJIEHHBIX MaTepUalbHBIX
HOCHTEJNSX, KOTOPBIE IPEICTaBIAIOTCS B IBYX AIEHTHYHBIX SK3eMILLIpaX.

8.61. B cinyuae IWKBHJAUWH WA peopraHu3allii  CTPYKTYypHOTO
[Of(pa3feNIcHHs  OpraHu3alliH JIEJIONPOU3BOMTEND  [OAPA3ACTICHAT B (050
TpoBefieHHs  JTHKBHMAUMOHHBIX MeponpusaTHi  popMHpyeT  BCE AMEoIIUeCs
HOKyMEHTH B JI€la, obopmisier Jena ¥ TepefaeT MX B apXyB OpraHu3aluH,
He3aBHCHMO OT cpokoB xpanenus. Ilepenata el OCYIIECTBIIAETCS 110 OMUCAM JEt
¥ HOMEHKJaType Ael.

8.62. Ha nmema ¢ WCTeKIIMMH CPOKaMH XpaHeHHs B CTPYKTYPHBIX
nofipa3ieleHusaAX OpraHu3alhi COCTABIIIOTCS IPEJVIOKEHHS K aKTy O BBIICICHHU
K yHUITOXKEHHIO ~ IOKyMEHTOB,  HE HoLIeXKAINX  XPaHCHHIO (mo  ¢opme,
ycTaHoB/eHHOH ITpaBuiiaMu xpaHeHm35 .

Ha oOCHOBe NpEMIOKEHHH  CTPYKTYPHBIX noApas/ieeHAN Ciryx6a
JIeIONPOU3BOJCTBA OpraHu3alui COCTABIET AKT O BBUIENECHMH K YHUITOXCHHIO
JOKyMEHTOB, He TOVIeNAIUX XpaHeHHUIO, Ha Jeiia Bcel opraHusaiuu Io TOH Ke
dopMe. 3aroNOBKH OJHOPOXHBIX ACH, OTOBPAHHEIX K YHUYTOXKEHHIO, BHOCATCA B aKT
moi OOIMM 3arojiOBKOM C yKa3aHHEM KOJM4ecTBa JeJl, OTHeCEHHBIX K JAHHOU
rpymnme.

8.63. Jlena BKIIOYAIOTCA B aKT O BEITIEJIEHAN K YHHYTOXCHHIO JIOKYyMEHTOB, HE
HOIIeKAIUX XPaHeHHUIo, CCIIH TIpelyCMOTPEHHBIA Ul HUX CPOK XpaHeHUs UCTEK
x 1 stHBaps rona, B KOTOPOM COCTaBIICH akt. Hanpumep, 3aKOHYEHHBIC B 2014 romy
Jlena ¢ 3-IeTHAM CPOKOM XpaHCeHHs, MOTYT 6LITH BKJIFOUEHBI B aKT, KOTOPBIH Oyzer
cocTaBlieH He paHee 1 sHBapA 2018 roxa.

8.64. Jlena ¢ OTMETKOH «IK»>® mojuiexar MOIMCTHOMY IPOCMOTPY B (1 604
BLISBJIEHAS JOKYMEHTOB, IOISKAIIAX [IOCTOSHHOMY XpaHeHH:O. DBbIsBICHHBIE
B TAKUX JeaX JOKyMEHTBI TIOCTOSHHOTO XPaHCHHA BBIIEJISIOTCS M HPHCOCAUHIOTCA
K OfHOPOIHBIM JeNaM Mk opMHPYIOTCS B CAMOCTOATEILHBIC nena.

OcTalbHBIE JOKYMEHTHI Jieia € ormeTkol «IIIK» BKIIOYAIOTCA B aKT, IPH
y1oMm oTMeTKa «ITK» B aKTe HE YKa3bIBacTCA.

8.65. AKT O BBHUIEJICHMH K YHHYTOXCHHIO JOKyMEHTOB, HE IOICKAIUX
XpaHEHHIO, TPEACTaBIICTCA Ha paccMOTpeHHE M COrIacoBAHUC DK 0JHOBpEMEHHO
C OIIACSMH Hell TIOCTOSHHOTO XpaHeHHs ! 110 JIMYHOMY COCTaBY.

8.66. AKT O BHIIEJIEHUM K YHHYTOXCHHIO [OKyMEHTOB, He MOJIeKAIX
XPaHEHHIO, YTBEPKACTCA PYKOBOJIMTENEM OpraHu3altii mocie yTBEPKACHUA OIK
apXHUBHOTO  YUPEXNCHHUA, rocyIapcTBEHHOro  HIH MyHULUNAIBHOTO  apXHBa

3 TIpunoxenue Ne 21 K TTpaBunaM XpaHEHHUS.
36 Ormetka «JITK» o3Hayaer, 4TO HacTh JOKyMEHTOB MOXeT ObITb OTHECEHA K CPOKY XpaHeHHS

«TIOCTOSHHON.
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B COOTBEICTBMH C TPENOCTaBIEHHBIMH €My [HOJIHOMOUMSMM  ONHCeH JIel
[{OCTOSHHOTO XpaHEHHs U COIJacoBaHWA omuceil e MO JIAYHOMY COCTaBy, HOCIC
qero jieNia, BEIETEHHBIE TI0 aKTy K YHIYTOXCHHUIO, MOTYT GBITH YHHITOXEHBI.

8.67. lena, moayexamue YHUYTOXKEHHIO, MEpe/aroTCs Ha nepepaboTKy
(yrmusanmuio). Ilepenata el oopmiseTCs TIPHEMO-CIATOYHOH HaKJIaJXHOM.

[Tocne YHHMTOXCHHS el B HOMCHKIATYpe JeN MPOCTABIAIOTCA OTMETKH,
3aBepAEMBIE TOJIHCHIO CTICLHATHCTA Ciryx0bI eOTIPOM3BO/ICTBA, 1 IIaTOM:

«Yumatoxeno. Cm. akr Ne OT . Tlogmuce, WHHUIKAANLL,
dammnas.

8.68. DIEKTPOHHBIE JOKyMEHTBI C MCTCKIIMMH CpPOKaMH XpaHeHMs MOIUIEKaT
BBUICJICHAIO K YHHYTO)KEHHIO Ha oGLIMX OCHOBAHWSX, TOCIE Fero NpOBOJMTCA uX
dusmuecKkoe ~ YHHUYTOXKCHHC M YHUYTOXXECHHUE IPOrpaMMHO-TEXHAIECKUMH
CpencTBaMHu C COOTBETCTBYIOIIEH OTMETKOH B aKTe O BBIZICJICHHH K YHHYTOXXEHUIO

37IEKTPOHHBIX JOKYMEHTOB.

DNeKTPOHHBIE JOKYMEHTBl CUMTAIOTCA VHHYTOXEHHBIMH, €CIM HMX HEIB3A
BOCCTAHOBUTH CPEJCTBaMH rHGOPMAIOHHOM CHCTEMBI Ha HocHTeNAX HHGOpPMALUH
¥ M3 Pe3ePBHBIX KOTIMH.

8.69. AKTHl O BBIIENCHHA K YHHYTOXCHUIO JOKyMEHTOB, HE MOIJIeNKAIIIX
XpaHEHHIO, XPAHSTCA OCTOAHHO B nene ¢poHAA.

IX. Oprasm3auys I0CTyIa K JOKyMEHTaM 1 HX UCTIOJIB30BaHUS

0.1. Bemaua fell, HAXONAIMMXCS HA XpaHCHUH B Ciyx6e nenonpou3BOACTEa,
CTPYKTYPHBIX TOAPA3AETCHUAX opraHu3ailiy paboTHMKAM Ipyrix noApa3eNeHuH
U1 O3HAKOMIIEHUS (unu) Ass BPEMEHHOTO JICIIONB30BaHMs B paboTe MPOU3BOAUTCS
mo 3ampocaM, [OANMCAHHBIM PYKOBOJUTEIEM (3amecTUTENIEM PYKOBOIHTEIS)
CTPYKTYpHOTO LOApa3/eNeHN, 3anpallyBaIoIero A€o0 (HOKyMEHT) ! C pa3pelleHus
PYKOBOIHTEILA Ciyx651 AENONPOU3BOACTBA I CTPYKTYpHOTO IIOJpa3/eIIeHI,
JOKYMEHTBI KOTOPOTO 3ampariuBaroTCs.

9.2. Jlena, JOKYMEHThHI BBIIAIOTCH BO BpEMEHHOE TIOB30BAHNC paboTHUKAM
OpraHu3allii Ha CPOK HE Gonee OHOTO MecALa.

TocyapCTBEHHBIM OpraHaM (cyneOHBIM, PaBOOXPAHHUTENBHEIM, OpraHaM
rocyAapCTBEHHOrO KOHTPOJA U Haj30pa) Jela U OTIACIBHBIC JOKYMEHTHI BBIAIOTCS
H2 OCHOBAHHH MX IHCHMEHHBIX 3apOCOB C paspelueHus PyKOBOXHTEA opraHM3alHy
JUIM MHOTO YTIOJHOMOYEHHOT0 MM JIMIIA, 1O aKTaM Ha CPOK He Gosiee meCTH MECALICE.

[Ipu HeoOXOOUMOCTH CPOK JICTIONB30BaHUs JIOKyMEHTOB MOXET OBITH

pOZJIEH.
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9.3. B muchMEHHOM 3anpoce pabOTHHKOB OpraHU3altii O BbIlaye JJOKYMEHTOB
(men) BO BpeMEHHOE IIONB30OBAHHUC J3NaraloTcs NPHYMHBL, IO KOTOPBIM
3aIpallMBacTCs  JeNo (noKyMeHT) W Lelb HCIONb30BaHIA JIOKyMEHTOB,
HaxXOIAIIUXCs Ha ONIEpaTHBHOM XpaHCHUH.

04. Ha BBIIAHHOE JEJO 3aBOJAMTCS KapTa-3aMECTHTCIID, moMeljaeMas Ha
MecTO BBUIAHHOTO Jejia. B Heil ykashlBatoTCs MHICKC €73, 1aTa ero BbIIAYH, KOMY
eno BBIAAHO, JaTa ero BO3BpalleHHM, IpeLyCMaTPHBAIOTCS rpadsl s moAmucei
B IOJTy4YEHHUH M TIpUeMe JieJ1a.

Ha MecTo W3BSTOrO NOMIMHHAKA —JTOKyMCHTd pa6otaux  Ciyx0bI
JIeNONPON3BOACTBA MM JENONpON3BOJUTEIR TIofipas/ieNieHys BKIaJbBaeT B JEN0
IECT-3aMeCTUTENh C yKasaHHeM, Koraa, KoMy h Ha KaKoil CpPOK BBIIAH JOKyMEHT
¥ MOANMCSIMH B TOINyYeHHH M TIpHeMe Jela. [Ipu >TOM B [€0 MOMEMACTCH
3aBepeHHas KOImus JOKyMeHTa.

Tlocne pelieH¥s BOMpOCa, [ paCCMOTPEHHA KOTOPOTo [iena (TOKyMEHTBI)
J3BIMATACH MO 3aIpocaM ToCy[apCTBEHHBIX OpraHos, [OJUTMHHHAKHA JTOKYMEHTOB
JIOJIKHBI GBITH BO3BPAILEHBI B OpraHu3alyio 1 MIOMEIIEHH] B JICJIO.

9.5. DreKTpOHHBIE XOKYyMEHTHI, HaXOAsIMECs Ha ONepPAaTHBHOM XPaHECHUH
B 623aX JAHHBIX HHGOPMAIMOHHBIX CHCTEM, BBIIAIOTCA JUIsL KCIIONIb30BAaHNs B BHIC
KOMAM 3JEKTPOHHBIX JOKYMEHTOB B COOTBETCTBMH ¢ MyHKTOM 2.51 ITpumMepHOH
MHCTPYKIAH.

9.6. ITopsnox  AOCTyma paGOTHUKOB  OpraHMsalu K JOKYMEHTaM,
pa3MellacMbM B COJl wid HHOH MH(OPMALMOHHOH CHCTEME, yCTaHABJIUBACTCA
IOKAIGHBIMA HOPMATHBHBIMH aKTaMM OpraHH3altuH, onpene/AIOMUMH  TIOPSIOK
HKCILTyaTalliu uHGOPMAIIHOHHON CHCTEMBI, U B COOTBETCTBHH C NEPCOHATBHBIMHU
yYeTHBIMH 3aIMCIMHA paborrukos B COJl unn MO HHPOPMALIOHHOH CHCTEME.

PaGoTHEKaM, He WMeIONUM IpaBa jocTyma K COOTBETCTBYIONIEH
pHMOPMALIMOHHOH CHCTEME, JNEeKTPOHHBIC JIOKYMEHTB! BBIIAIOTCSA B COOTBETCTBHH
c mynkrama 9.1 — 9.3 IIpumepHOH HHCTPYKIMH, Ha Gbu3IYECKU 060c00IeHHOM
HOCHTeNe, BBICHUIAIOTCS IO ONEKTPOHHOMY a/pecy paGoTHHKa, 3anpalInBaromIero
OKYMEHT, WIX HHBIM 00pa3oM.

9.7. B Ciyx6e Henonpou3BOACTBa, CTPYKTYpHOM nopa3/eNeHuH, BBIIABIICM
neno (HOKyMeHT) BefeTCs y4UeT BBIIAHHBIX men (MOKYMEHTOB) M KOHTPOIB HX
CBOEBPEMEHHOIO  BO3BpaTa. DNeKTpOHHBIE JENa (MOKyMEHTHI) BO3BpaTy HE

HoJIJIekKaT.
0.8. PaGOTHHKA  OpTaHM3alliy  OOS3aHBI obecrmeunBaTh  COXPaHHOCTD

MOJIy4€HHbIX BO BpeMeHHOG I0JIb30BaHHE JOKYMEHTOB (,IlCJI) Ha 6}’Ma)KHOM HOCHTEIIE
U HUCHOJIB30BATh MOJIy4YeHHYIO I/IH(l)OpMaIIPIIO B CJ'I}’)KC6HI:IX eJIX B COOTBETCTBHH
C Tpe60BaHI/I$IMI/I JOKaJIbHBIX HOpMaTI/IBHBIX aKTOB. 3anpe111ae'rcsi nepenada
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TIONTy4EHHBIX JOKYMEHTOB W MX Komuii pabOTHHUKaM APYTHX TO/(pa3/ieNicCHU HITH
OpraHu3alui.

9.9. Uszparue (BHIEMKa) HOKYMEHTOB, 06pa3oBaBIIMXCsi B AEATEIBHOCTH
opraHu3alyH, [POU3BOJUTC B COOTBETCTBHM C 3aKOHOJATENIHCTBOM Poccuiickoi
denepanum.

0.10. Uzpatie (BBIEMKa) JIOKYMEHTOB MPOH3BOIUTCH Ha OCHOBaHHU
OUCEMEHHOTO PACIOPSDKCHUSA (IIOCTAHOBJICHHS) COOTBETCTBYIOLICrO OpraHa BJIACTH
C paspelleHns PYKOBOUTENIs OpraHu3alii MM WHOTO YIIOJHOMOYEHHOIo MM JIHIIA
¢ W3BeleHreM PYKOBOIUTENS TOAPa3eNeHus, TOKyMEHThI KOTOPOTO M3bIMAIOTCS.

0.11. ®axT u3pATAA (BHIEMKH) JOKYMEHTOB ¢uKkcupyercs B IPOTOKOIIE (axte)
n3paATHA (BBIEMKH) OOKYMEHTOB, KOTOpBIN COCTaBIsieTCSs HE MeHee 4eM B IBYX
3K3eMILIIPAX M MOIHCHIBAETCS YOTHOMOUCHHBIMH TpeCTaBUTENSIMY OpraHu3allin
¥ COOTBETCTBYIOLIETO I'OCYJapCTBEHHOrO Oprata. K mpotokoiy (aKTy) mpuiaraetcs
onuch (peecTp) U3bATHIX JOKYMEHTOB (memn).

9.12. Ilpu u3BATHH TNOIJIMHHUKOB JOKYMEHTOB B JIEJIO oMenaeTcsa
3aBepeHHas KONMs JOKyMEHTa, Ha 06opoTe KOTOpOW YKa3bIBaeTCs OCHOBAHHC
J3BATYS TIOJUTMHHMKA, CPOK BO3BpaTa, aTa M MOMIHCh pa6oTHHKA, OTBETCTBEHHOTO
3a ()OPMUPOBAHKE W/HITH XPaHCHHE ENa.

9.13. TlogmUHHUK  JTOKYMCHTa, W3BATBIM W3 Aena  Ha  OCHOBE
COOTBETCTBYIOIETO  PEINCHHUs, IIOCIE paccMOTpeHMs M peIleHHs BONpoca,
BO3BpAIIAeTCs B €0, IPH 3TOM KO, HoMellleHHas B JIeNI0 BMECTO NMOMNUHHKKA,
HU3bIMAeTCH.

X. VI3roToBileHue, YI€eT, HCIIOIb30BAHNUE H XpaHEHHe redare,
[IITAMIIOB, OJIJAHKOB JJOKYMEHTOB, HOCHTENEH IIEKTPOHHBIX MOJITHCEH

10.1. bnanku OpraHU3aIOHHO-PACTIOPAUTENBHBIX JIOKYMEHTOB
pa3pabaThIBarOTCsA CiyxGo#i J1en0npOon3BOACTBA. Buasl 6IaHKOB OpraHU3alliOHHO-
PACTIOPSITUTENbHBIX JIOKYMEHTOB, TpeGoBaHMA K UX 0(hOpMIIEHHIO ¥ MCTIONb30BAHHIO
yCTaHABJIUBAIOTCA MHIABHU/IYJIbHOM MHCTPYKUMEH IO IeJIONPOU3BOJICTBY
OpTraHM3aIiH.

10.2. Obpasupl  OIaHKOB IOKyMEHTOB  yTBEpXJIAOTCi B COCTaBe
MHIMBUAYATBHON MHCTPYKIHMH IO JIeTOTPOU3BOICTBY WM NPHUKA30M PyKOBOJIUTENS
B cocTaBe KOMILIEKTa (anpboma) GI1aHKOB.

10.3. B oprauusanuu s IIOArOTOBKH JOKyMEHTOB MOTYT HCIIOJNB30BATHECS
GIaHKH JOKYMEHTOB, H3rOTOBJICHHBIC THIIOrpad)CKIM CIoco0oM WM CpeACTBaMH
OTIEPATHBHON MOTMrpaduH.
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Opranusanuy —Brpase IpH [OATOTOBKE JOKYMEHTOB  HCIOJNB30BATE
3NEKTPOHHBIEC MA0JIOHE] 6IAHKOB. DJEKTPOHHbIE MIa0OIOHbL ONaHKOB JOJDKHBI
COOTBETCTBOBATE 00pasiaM OaHKOB, yTBEP)KAEHHBIX PYKOBOXHTEIIEM OpraHu3aluH.

10.4. bnanku oprarmsaunonno-pacnopaz[menmmx JOKYMEHTOB,
npUMeHseMble B OpraHMsalyH, HE MOTYT Ilepe/iaBaThbcsa ApYTHM OpraHH3aLIsiM,
JODKHOCTHBIM M QU3MUECKAM JIHIAM.

10.5. Cayx6a nemompon3BOACTE OpraHu3alyy:

ojopmiser  3aKkasbl  Ha J3FOTOBNIGHME  ONAHKOB ~ OpraHd3alfMOHHO-
pacTOpSTUTENbHBIX  JIOKYMEHTOB THTOrpadcKUM  CIIOCOOOM MK cpencTBaMu
OTIepaTHBHON Moyurpaduu;

OCYIIECTBIIAET ~ XPaHEHUE 67aHKOB OpraHM3alHOHHO-PACTOPSHTEILHEIX
JOKYMEHTOB ¥ BbIJaTy UX B CTPYKTYPHEIE TIOAPA3/IeNCHAA OpraHM3allly,;

OCYIIECTBIseT KOHTPOJNB 34 PABIWIBHOCTBIO  MCTIOB30BAHMA ONaHKOB
OpraHU3aLMOHHO-PACTIOPSIHTEILHBIX noxymemoa”.

10.6. B opraHusarum B COOTBETCTBHM C ®epepalbHBIM KOHCTHTYIHOHHBIM
sakogoM «O TocymapCTBEHHOM repbe Poccuiickoi <De)1epau1m»38 H yCTaBOM
OpraHU3alliy MCIIONB3YeTCs Hedath ¢ BoCIpoH3Be/icHHEM 1'0Cy1apCTBEHHOTO repba
Poccuiickoii ®enepanuu (qanee — nevarh OpraHH3aluH).

B opranm3aliuy TaKxe MOryT HCIIONB30BAThCA 1eYaTH noApaseNcHAi, NeyaTh
Ui T[aKeToB M OTAENBHBIX KaTeropuil JTOKYMEHTOB, a TaKKe MeTaJlTH4YeCKue
BEDKUMHBIE TIedYaTH Ul OnedaTbIBaHUA [TOMeIeHHit ¥ YIOCTOBEPEH S CIEIHAbHBIX
TIPOITYyCKOB.

B opraHu3anuyl MOXeT MCITIONIG30BaThCA LITaMII (mrTamIbl) © (haKCHMIIBHOH
HOIHICHIO PYKOBOAUTENSA U HHBIX JNOJKHOCTHBIX JIMIL.

TTopsfoK  HCIOJIB30BAHMA mTaMnoB ¢ GaKCAMWJIBHOM  MOMIHCEHIO
PYKOBOJHMTENA M HHBIX JOIDKHOCTHBIX qa’’, BUABI IOKYMEHTOB, MOAMMCHIBAEMBIX
haKCHMIUIBHOH MOJIHCEIO yCTaHaBNMBaeTCA JIOKAJIBHBIM HOpMATHBHBIX aKTOM
OpraHM3aluH.

10.7. TleuaTps opranusaliu C BOCIPOU3BE/ICHUEM T'ocymapCTBEHHOIO repba
Poccutickoit ®enepaliiy HODKHA COOTBETCTBOBATh TPEOOBAHUAM, yCTaHOBJICHHBIM

37 YHpMBUAYaBHOH MHCTpYKUHMel MO AeNONpOH3BOACTEY OpraHM3allii MOXeT 6BITh MPELyCMOTPEHO
pejieHue yuera 6lIaHKOB JOKYMEHTOB.

3% ®epepatbHBIA KOHCTUTYLIMOHHBIH 3aKOH OT 25 nexabpa 2000 . Ne 2-®K3 «O T'ocyaapCTBEHHOM repbe
Poceniickoit denepauum» (Cobpanue sakoHOaTeNsCTBa Poccuiickoil Penepauui. 2000, Ne 52, ct. 5021;
2002, Ne 28, c1. 2780; 2003, Ne 27, 1. 2696; 2009, Ne 46, CT. 5417, 2011, Ne 1, cT. 13 2013, Ne 30, ct. 4022;
2014, Ne 11, ct. 1088; 2017, Ne 52, ct. 7916).

¥ C yuerom HOOKEHHMH IyHKTa 2 CTaTbU 160 uactu I TpakIaHCKOro KOJAEKCa Poccuiickoii Denepalviy
(CobpaHue 3aKOHOAATENBCTBA Poccuiickoii denepalyi. 1994, Ne 32, ct. 3301; 2011, Ne 15, cr. 2038).
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TOCT P 51511-2001 «Ilegatn c Bocmpom3BeneHHeM ['0CyAapCTBEHHOTO repba
Poccuiickoit ®enepanyu. @opma, pasMephl B TEXHUIECKHEC Tpe60BaHI/ISI>>4O.

10.8. ITeyaT ¥ IITAMOBl OpraHW3allM{ H3rOTaBIMBAIOTCA B KOJIHYECTBE,
HeOOXOIMMOM Ui OCYLIECTBICHHS IIOApa3fiefieHHAMHM OpraHusalui H  €¢
pabOTHUKaMH BO3JIOXKEHHBIX Ha HHX ¢ynxuumii. Pemenne 00 M3rOTOBICHUH
M KOJIMYECTBE OSK3eMIUIAPOB IledaTedf M INTAMIOB NPMHAMAET PYKOBOAUTEIb
OpraHu3aliyl IO IIPEJCTAaBICHHIO PYKOBOAUTEILA Cnyx0bl 1€NONPOM3BOLACTBA
OpraHu3alyH.

Eciyu nmevarh OpPraHM3alliy MCIONB3YeTCsl B HECKOJBKHX JK3eMINIAPaX, HOMED
SK3eMILTIPa TIEYATH YKa3hIBAeTCs B KIUIIE EYaTH IPY €¢ H3rOTOBICHHH.

10.9. TleyaThio OpPraHM3ALMK 3aBEPAIOT MOMITHHHOCTE HOMIHCH PYKOBOHUTEIA
OpraHM3alMM ¥ WHBIX YTONHOMOYEHHBIX WM JIHL, Ha JOKyMEHTAX U KOMHAIX
JIOKyMEHTOB B COOTBETCTBUH C ITYHKTOM 2.49 IpuMmepHO# HHCTPYKLHH.

10.10. Tleyatn ¥ 1OTAaMIBl BBIJAIOTCS I UCIIOJIB30BaHUA paboTHHKaM,
OTBETCTBEHHBIM 34 MX MCIONB30BaHME W XPaHEHHE MOJ NMOANMCH B XypHAJIC y4deTa
meuaTeii W INTAMIOB. YueT InedaTeif M IITAMIIOB OpraHM3alUH BCACT Cnyxb6a
J1eNONPON3BOCTRA MM HHOE IO/pa3/ieIeHie OpraHu3ally.

10.11. Tlpm HCHIONB30BAaHUH B pabore me4yaTd H IOTAMIBl XPaHATCHA
B sanmparomuxcs  mkadax (cefidax) paGOTHUKOB, OTBETCTBEHHBIX 3a XPaHCHHUE
¥ VICTIONIG30BaHUeE TiedaTer 1 IITaMIIoB.

10.12. Tlepenaua mevaTeil ¥ IITaMIOB IOCTOPOHHHM JIHIaM HE JOITyCKaeTCs.
BLHoc TedaTedi M INTAMIOB 33  TIpelesl  OpraHM3auu  BO3MOXKCH
B HCKJTFOYMTENBHBIX CIIyYasx HO PEIIeHHIO PYKOBOJACTBA OpraHU3alliH (HampuMep,
TIpH TIOINIACAHUH JOTOBOPOB).

10.13. Ciyx6a [elompoM3BOACTBA OpTaHU3aLlMA  €XEro/HO npoBepseT
cobmojenne pabOTHUKAMH YCIOBMH HCIONB30BaHWS M XPaHCHMI neJarei
J IITaMIIOB B CTPYKTYPHBIX ITOJpa3/eNICHHAX OpraHn3aliH.

10.14. Ipumenmie B HETOXHOCTE ¥ YTPaTHBIINE 3HAYeHHe [eYaTd U LITaMIIbl
nomtexxar Bo3spary B CiyxOy IenonpoM3BOICTBA UM HHOC noJpa3fcicHue, Ha
KOTOpOE BO3NOXKEH YydeT IiedaTed H IITaMIoB, JUIA LEHTPAIU30BaHHOTO
yHuuTOXeHns. IleyaTy yHHYTOXAIOTCA IO aKTy C COOTBETCTBYIOLIEH OTMETKOM
B )KypHaJle ydeTa Iedareil ¥ ITaMIIoB.

10.15. Jina oOMeHa 3NEKTPOHHBIMH JOKYMCHTaMH IIOCPEACTBOM MOJI0
B OPraHM3alid  JOJDKHB ~ HCTONB30BATBCS  YCHICHHBIC KBaJIUGUIUPOBAaHHbIC
snexkTpoHHsle moanuch. CocraB NOKHOCTHBIX JIHI U pabOTHHKOB OpraHH3alMd —

9 'OCT P 515112001 «Ileuatn ¢ Bocnpon3BeaeHHEM I'0Cy1apCTBEHHOTO rep6a Poccuiickoit Genepalu.
®opma, pa3Mepsl U TEXHHYECKHE tpeGopanmsay. — M.: HUIIK H3xn-Bo cTaHAapTOB, 2004, ¢ U3MCHCHHAMM
Ne 1-4.
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BIaelIblIeB YCHIEHHBIX KBATH(QUIMPOBAHHBIX SJIEKTPOHHBIX IOAMHCEeN JOIDKEH
OIpefieNsITh PyKOBOAHUTEND OpraHU3alluH.

10.16. Ilpy mepemade OpraHM3alMed SIEKTPOHHBIX  JOKYMEHTOB Ha
SJIeKTPOHHBIA ajipec NPYrok OpraHU3alliH, a TAKXe IUIA oOMeHa 3JIEKTPOHHBIMH
nokymentamu nocperctBoM COJl B opraHu3alMu W €€ IOAPA3JCNeHHAX MOTYT
MCIIOJIB30BAThC YCHJIEHHBIE HEKBATA(UUHPOBAHHbBIE JEKTPOHHbIC TOAIHCH 1/ Uiy
TIPOCTHIE JJIEKTPOHHBIE MOANNUCH (fanee — SIEKTPOHHAS [IOJMKCH) B COOTBETCTBUHU
c DegepanbHBEIM 3aKkoHOM oT 6 ampens 2011T. Ne 63-®3 «OO6 3JIEKTPOHHOM
MOATHCHY .

10.17. Dnextponnbii moxkyment B COJl opraHu3aunuy, TIO/ITHCaHHBIN
3EKTPOHHON MOAMHUCHI0, NPHM3HAETCS PABHOZHAYHBIM JOKYMEHTy Ha OyMaXHOM
HOCHTENE, MOAMHCAHHOMY COOCTBEHHOPYYHOW IMOANHMCBIO M HMEET OIHHAKOBYIO
C HVM IOPHIMYECKYIO CHITy IIPY OHOBPEMEHHOM COOJTIOIEHHH CIIEAYIOIUX YCIOBUH:

K04 TOMINACH, OTHOCSIIMMCA K KOHKPETHOH DJJIEKTPOHHOM IIOANHCH, Ha
MOMEHT IOJIKCAHMS DIEKTPOHHOTO [OKYMEHTa SBIAETCS JCHCTBHTEIBHBIM
(ZOCTOBEPHBIM), HE yTpaTHi CUIy (He OTO3BaH);

MOATBEpXAEHA IIOUIMHHOCTh JJIEKTPOHHOH TOAMHUCH B  SICKTPOHHOM
JIOKYMEHTE;

Jarta ¥ BpeMsl CO34aHHUs 3NEKTPOHHOH ITOJITHCH saduxcupoBabl B COJL;

3JEKTPOHHAS TMOAMKCH MCIONB3YETCS B COOTBETCTBHH C YCTAHOBICHHBIM
B OPraHM3allid  pacmpejielieHdeM  Npaa  [OJIHCH  JIOKYMCHTOB MEXTY
JIOJDKHOCTHBIMM JIMLIaMU ¥ PaOOTHHKaMH.

10.18. T'eHepamio U XpaHEHHE KIOYeH HeKBAM(UIUPOBaHHOH M IPOCTOH
11 B CDJ], fomkeH ocymecTsIATs apMuauctpaTop CI.

10.19. Ciyx6a HeIONpOM3BOACTBA MM MHOE IOApasfesieHHe OpraHusallii
BeleT y4eT KIoYel 3JIeKTPOHHBIX nomuceil’” B CIenuaibHOM XypHane. Beriada
MaTepHATBHBIX HOCHTelIeH JMEeKTPOHHON MOAMMCH B UX BO3BPAT MO UCTCICHIH CpoKa
JeHCTBIS OCYILECTBIISETCS IO ITOANKACH PabOTHHKA B XKypHAIe.

10.20. Co3mande mapojieil s IPOCTOH 3NEKTPOHHOM  MOJIMCH
OCYHIECTBIISICTCS B IOPSIKE, YCTAHOBIECHHOM JIOKAJIBHBIM HOpPMaTHBHBIM aKTOM
OpraHM3allyH, yCTaHABJIMBAIOLIIM NOPANOK SKCIUTyaTallMy COJI 1 uCcnoNb30BaHUs
3JIEKTPOHHBIX MONHCeH Npu paboTe ¢ JIOKyMEHTAMH.

! ®enepanbHEIit 3akoH or 6 ampens 2011 T. Ne 63-03 «06 anexrponHoil moxmuck» (CoGpaHue
saKoHoJaTenbeTBa Poccuiickoit ®enepaumy, 2011, Ne 15, c1. 2036; Ne 27, ct. 3880; 2012, Ne 29, ct. 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 2NMEKTPOHHBIX MOANHCEH, WMCIOMB3YeMBIX B OPraHM3aluH, YCTAHABIMBAIOTCA opraHu3alpen H

3aKpeIUIAIOTCA B JIOKaJIBHOM HOPMATHBHOM aKTC.
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10.21 Kirou 5JeKTpOHHOH MOJMHMCH, ucnonssyemoit B C3Jl, sABIsAeTCA

KOHGUACHIMATbHON pHpopMaupeil M 3alMIiacTcs B COOTBETCTBHH

C 3aKOHOIaTeIbCTBOM Poccuiickoit Penepalivii.
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IMpunoxenne Ne 1
peKkoMeHIyeMBIi 0bpasery

HanMeHOBaHME OpraHa rocyAapcTBEHHOH BIIACTH

YTBEPXJIAIO
denepaisHOE GIOMKETHOE YIPEKACHHC JTupexrop ®bBY
«HAY‘IHO-PICCJIEJ]OBATEJIBCKI/IFI «HanMeHOBaHHE OpraHU3alHK)
HOHEHTP Ioonuce N1.0. ®amunus
«HANMEHOBAHHUE OPT AHU3AIIU» Harta

(PBY «HHUILI ...»)

MNOJIOJKEHHE
Ne
06 oT/eNe HayYHO-TeXHUIECKOM
HH(OPMALIAH
Mocksa
1. OO6Imnue MOJIOKECHUA
1.1. Orgen HayYHO-TEXHHYECKOH uadopManmu  (namee  — OHTHN) sasngercs

CaMOCTOSTENPHBIM CTPYKTYPHBIM IIOAPa3JC/ICHHEM ®BY «HauMeHoBaHUE OpraHU3alAN»,
oCyIIeCTB/SIOMIM — HHGOPMAIHOHHOS oGCiIy)KHBaHHe  Hay9IHO-HCCICHOBATENBCKHX M
TIPOEKTHBIX HOAPA3IENCHAN 1 OpraHu3alMi HAyYHO-METOJJUYECKOH uHbopManued Mo HayKe U
HayYHO-TEXHAYECKON IONTMTHKE ...

12. OHTU BosriaBIfercs 3aBefylOMM H  HEMOCPENCTBEHHO MO{UMHACTCS
samectuTenmo mupekropa OBY «HanMeHOBaHUE OpraHH3ALNIY, KYpHPYIOLIEMY HeSTeNbHOCTD
OHTH.

1.3. 3apexyrommii OHTH Ha3HauaeTCA HAa NOIDKHOCTD M ocBo6OXKaaeTCa OT NOJDKHOCTH
npukazamu gupexropa ObY «HauMeHOBaHME OPraHA3aI|UK» B COOTBETCTBHH C 3aKIOICHHBIM
TPYAOBEIM JIOTOBOPOM MO IpPEACTaBIICHHIO samectutens mupekropa OBY «HauMeHoBaHHE
OpraHU3alUH», KyPUPYIOIIETo ACATENEHOCTD OHTU.

1.4. OHTU cocrouT U3 YeTHIpeX  CTPYKTYpPHBIX nogpasjeleHui:  CEKTopa
HHGOPMAIMOHHOTO 00ecHeYeH s U BCICHHUA CIPaBOYHO-UHPOPMAITHOHHOTO donma, cexropa
3apyOexHOH HayYHO-TEeXHHIECKOH uHbopMaiuu B chepe WHHOBAILIMH, CEKTOpa 3JIEKTPOHHBIX
pecypcoB HayqHO-TEXHUYECKOH uH(pOPMAITMY H PEIaKIMOHHO-U3/IaTeNbCKOro CeKTOpa.

1.5. Peopranmsanus ¥ JHMKBHIALHA OHTU npoBomuTCA NPHUKa3aMH IHPEKTOPA 01
«HavmMeHoBaHUE OpPraHU3AIHM) ...



ITpunoxenue Ne 2
pekoMeHIyeMblil obpaser

HauMeHOBaHHE OpraHa rocyJapCTBEHHO#H BJIaCTH
®enepanbHOe GIOMKETHOE YIPEKICHAE

HAYUYHO-UCCJIEAOBATEJbCKI IIEHTP
HAVUMEHOBAHUE OPTAHU3 AL

(OPBY «HHII ...»)

IMMPUKA3

25 okTa0psa 2017 1. 125
MockBa

z
—
\9%,}

O CcO3IaHHH SKCIEPTHONH KOMHUCCHH
¥ YTBEPIKICHAH TIONIOXKEHHS O Hel

B mendx yuydlleHHs OpraHM3alliy JENONpOU3BOACTBA H ApXMBHOTO XpaHEHHUA
JOKYMEHTOB, 00pa3yloluXcs B JIeATCIBHOCTH ®OBY «HamMmeHoBaHHE OpraHU3alUHy,
cobmozieHds TpeOoBaHHH 3aKOHOJATEIBLCTBA Poccuiickoit @enepanuu B cdepe apXHBHOTO
Jena..MpHUKa3blBalo:

1. Cosnars 3KcrepTHyIo Komuccnio PBY «HauMeHoBaHUE OpraHu3aiii B COCTaBE:!

TpeficeaTelb — 3aM. TeHEPabHOTO MPEKTOpa ®ammms 1.0.;

CeKpeTaph — JIEOIpo3BoUTeNs QPaMuas n.0.;

wreHs: HadansHUK obmero oraena @avmmas H.O., 3amecTHTEND 3aBeJyIOLIETO
[UIaHOBO-3KOHOMUYeckuM oTmenroM @avmmus W.O., 3aMecTUTENh [TIABHOTO Oyxrantepa
Gavmwms W.O., 3aBefylommii OTHeNoM KaiapoB PaMuims N.0., 3asenyiomuil OTAENTOM
MHHOBAIMOHHBIX TexHomoruii ®ammmsa U.0., 3aBeYIONIUI OTHENIOM OSKCHEPHMEHTAIBHBIX
uccienopannit ®ammwaa 1.0.

2. Yreepauts [lonoxeHue 06 IKCIIEPTHONH KOMUCCHH (UpHUJIOJKEHHE).

3. KoHTponb 3a HCIOJNHEHMEM IpHKasa BO3JIOXHTbL Ha 3aMeCTUTeNIs TE€HEpabHOIO

mupextopa Gamuus U.O.

JlupexTop Iloonuce N.0. Gamunus
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IMpunoxenue Ne 3
peKOMeHTyeMbIi obpaser

HaumenoBaHHe opraHa rocyapcTBEeHHOM BIaCTH
denepaibHOE OIOKETHOE YUPEKIACHHE

«HAYYHO-UCCJIEJOBATEJHCKHHA LIEHTP
«HANMEHOBAHUE OPI'AHU3 AL

(®BY «HHALI ...»)
PACHOPSI’KEHHUE

MockBa

O NOATOTOBKE MPeUI0KEHHUH K
wiany HUOKP na 2018 1.

B cemu ¢ dopmuposanueM Ilnama HHOKP Ha 2018 rox, d¢uHAHCHPYEMBIX U3
rOCyJapCTBEHHOTO OroKeTa:

1. PykoBoauTEISIM Hay4HO-HCCIIEAOBATENBCKHUX noapasaenenuii (Gavums W.0., Pammms
N.0., @amuwmus MN.0., ®amumus W.0.) NOArOTOBHTs M MPEACTABUTH YHCHOMY CEKpeTaplo
npeanoxenns k mwiany HUOKP na 2018 rox B cpok 10 15.06.2017.

2. Vuenomy cekperapio (®avmma H.0.) obecriednTh (GOpPMHpPOBAHHME IPOCKTA ILIAHA
HUOKP na 2018 roa, puHAHCHPYEMBIX U3 rOCYAapPCTBCHHOI'O GromkeTa, B cpok mo 01.07.2017.

3. KoHTposIb 3a MCIOJHEHHEM PACIOPKEHHA BO3JIOKATE Ha 3aMECTUTCIL JHpEeKTopa II0
HayuHo# pabote Pamumuas W.O.

JlupexTop Ioonucw N.0. Gamunus



Ipwioxenue Ne 4
peKoMeH/TyeMEIi 06pasert

HauMeHOBaHHe OpraHa rocyJapcTBEHHO#H BJIACTH
denepanbHOe GIOKETHOE YIPEKICHAE

«HAY‘IHO-I/ICCJIEI[OBATEJIBCKI/Iﬁ HEHTP
«HAVMMEHOBAHUE OPI'AHU3AIIUM»

(PBY «HHALL ...»)
MPOTOKOJI

Mockga

3aceqaHus THPCKINH

IpencenarenscTByOmmii — amMAIUs n.0.
Cexpetapb — ®ammmus K1.O.
TIpucyrcrBoBanm: 17 4enoBex (CTIMCOK TIPHIIAraeTcsi)

TTIOBECTKA JTHS:

1. O Mepax o peajnn3aliy denepanbHOH LiENeBOX IPOTPAMMEI ...
JloKJIaj( 3aMeCTATENs JJUpeKTopa Pamums n.0.
2. ...

1. CJIVIIIAJIU: Ierpos ILIT. — TeKcT HOKIaAA INPHIAracTCA.
BBICTYIIWIIA:
dammmms V1.0, — KpaTkas 3auch BBICTYIICHHA.
dammwmus Y1.0. — KpaTKas 3allUCh BBICTYIUICHHA.
PENIWIIN: (TTOCTAHOBWJIN)
1.1. CopMUpOBaTH BPEMEHHBIC TBOPYECKHE KOUICKTHBEI IO peanu3aliy IPOEKTOB denepanbHO
L[ENEBOU MMPOTrPaMMBI ...
1.2. TIOATOTOBHATH ¥ YTBEPIUTDH IIAHEI PabOTHL IO MPOEKTaM denepanpHON IENEBOH MPOrpaMMBl

IpencenarenbCTBY MMM IHoonuco 1.0. Gamunus

CexpeTapb Ioonuco N.0. Gamunus



IMpunoxenue Ne 5
peKoMeH/{yeMbIi 06pasell

HauMeHOBaHKe OpraHa rocyJapcTBEHHOM BJIaCTH
denepanpHOe OIODKETHOE YIPEXKICHUC

«HAY'-IHO-I/ICCJIEIIOBATEJII)CKI/Iﬁ IHEHTP
«HANMEHOBAHHUE OPTAHA3AIIAN»

(PBY «HHILI ...»)
IMPOTOKO.I

Mockaa

OIIEpPaTUBHOI'O COBCIIAHUA
Yy 3aMECTHTCIIA JUpeKTOpa neHTpa

3amecTuTens aupekropa — Gamumus 1.0.

Cexpetaps — Gavumas 1.O.
IIpucyrcTBoBau: OaMHIHL N.0., ®amunus 11.0., Pamumis H.o....

1. O6 opranm3amuy 06CIeAOBAHMS 10 TEME HUOKP ...

(®amwus 1.0.*, Gamuims N.0., ®amuus 11.0.)

1. YcraHoBuUTS, 4TO ...
2. Pykoomuremo TeMbt (Damumus U1.0.) obecneunth KOHTPOJIb ...

2. O6 yuacTHH B 3ace[laHMK pabodeli TPYIbL 11O ...

(®ammmus 1.0.*, Qamumms 1.0., ®ammus 11.0.)

1. TIoAroTOBHTH K 3acelaHuIo paboyeil rPyIIibl MATCPUATILIO ...
3aMeCTHTEINb JUPEKTOPA Hoonuce N.0. Gamunus

Cexperapb Ioonuce N.0. ®amunus

* [lepoit yKa3sIBacTCs (paMuIIHs ¥ HHHITHATLL OCHOBHOTO JIOKJIaIuMKa, 3aTeM — haMIIuy |
MHUIAAITE] L, YYACTBOBABIIMX B 0OCYXKICHAN BOIIPOCA.
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IMpunoxenue Ne 6
peKoMeHIyeMBbIi oOpasen

HauMeHOBaHHE OpraHa rocyapcTBeHHOH BIaCTH

DenepanpHoe GIOKETHOE YIPEKACHHE

«HAY‘IHO-I/ICCJIEIIOBATEJIBCKI/Iﬁ Pexropy
[IEHTP (HanMeHoBaHUe y4eGHOTO 3aBEICHHUS)
«HAMMEHOBAHUE OPT AHU3ATINN Gamuus 1.0.
(O®BY «HHAII ...») TTouToBEIi afpec

JlenuHckui mpoci., A. 83, Mocksa, 117296
ten. (495) 934-23-23; Ten./daxc (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
Vaxaemsblii Ims, OTaecTBO!

IpennaraeM BaM IPHHATE Y9aCTHE B aHKETHPOBAHUH 06pa3oBaTeNBHBIX OpraHu3alMH,
OCYIIECTBIIONINX HOATOTOBKY CIIEIHAMCTOB 10 HHXCHEPHBIM CIIEIMATHHOCTAM.

AHKeTHpOBAHHE IPOBOAMTCA HAMH B IIeJIIX cOOpa HH(OPMAIMH O By3aX, BHITYCKAIOMHX
CIIEIAATMCTOB HEOOXOMMMBIX HaM CIICIMATBHOCTEH, KOTOPEIX B JanbHeHIIeM MOXKHO OBLIO OBl
NpUBJIEKaTh U TPOXOXKACHHS IPOM3BOJCTBEHHO}M TNpPAaKTUKM K TOMNOJIHCHHA IITaTa
CITEIHAIICTOB Ha MPEANPHUATHAX OTPaCiIH.

3anoHEHHYIO aHKEeTY IPOCHM BBICIATh B HAIl afpec.
IIpunoxenne: Aukera Ha 2 J1. B 1 9K3.

C yBaXCHHMEM,
Jlupexrop

1.T.H., Ipodeccop IToonuce N.0. Gamunus

MDaMuus, UM, OTYECTBO, PePepeHT AUPEKTOpa
(495) 934-23-23; mail@techno.ru



TTpunoxenue Ne 7
peKoMeHTyeMbli 00pazent

HaumeHOoBaHKe OpraHa rocyAapcTBeHHOH BIaCTH

denepanbHOE GIOKETHOS YUPEKACHHS
«HAY‘IHO-I/ICCJIEI[OBATEJIBCKI/Iﬁ
IHEHTP
HANMEHOBAHHE OPTAHU3AIIU»

(PBY «HHUII ...»)

AKT
05.08.2017 Ne 5

—

MockBa

IIPOBEPKH TEXHHIESCKOTO COCTOAHUA
OPrTEXHUKH

Ocropanue: npukas O®BY «HULI ...» oT 30.07.2017 Ne 89 «O mpoBepke TEXHHIECKOTO
COCTOSHHUS OPTTEXHAKH, HCIIOJIB3YeMOH OTACIIOM JEJIONPOU3BOACTBAY.

CocTaBlieH: 3aM. HayalbHAKA MH(OPMAMOHHO-TEXHIICCKOTO ornena ®amumia 1.0,
HavalbHHKOM a,uManCTpaTnBHo-xosxﬁCTBeHHoﬁ cayx6p1  Damunnd N.0., 3aB. OTIEIOM

nenonpoussoacTa GamMuius n.0.

B xoje MPOBEPKH TEXHMUECKOTO COCTOSHMS OPITEXHHKH oTAeNna IelONpOH3BOACTBA,
nposeneHHoit 04.08.2017, yCTaHOBIICHO ...

TIpoBepKo#i IPU3HAHB! HENPHTOHBIMH JI 9KCILTyaTallyH:

IHoonucwv U.0. Gamunus
IToonuce N.0. ®amumnus

Ioonucoe H.0. ®amunus
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[Tpunoxenue Ne 8
peKoMeHTyeMBbIH obpaszeil

OTJEI JIEJIOHPOI/IBBO)ICTBA
Tupextopy ®PBY «HHALY ...»

JTOKJIAJTHASL 3ATIMCKA davumus 11.0.

10 oxTa6ps 2017 1. Ne 35

P

OG yBeTMYeHNH MTAaTHOHR
qUCIEHHOCTH TIOAPa3ACTICHAA

Vsaxaemslii Mg OTtuecTBO!

B cB3H O 3HAYUTEHFHBIM YBEIMICHUCM 0GbeMoB 00pabaTIBaeMOl KOPPECTIOH/ICHIIHH,

IIOCTYI'Ia.IOIlIeﬁ BCBA3U C ....

Ipoimy Bac wu3BICKaTh BO3MOXHOCTH YBCIIMYHUTH IITaTHYIO qUCICHHOCTh OTACHa Ha OJIHY

JTOJDKHOCTB CrenualncTa 2-# KaTreropun.

C yBaxXCHHEM,

3aB. OTACTIOM IToonucs N.0. ®amummis
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TTpunoxenue Ne 9
peKoMeH/yeMbii 06pasell

Komy: PykoBoauTeIAM yIpaBlieHHH 1 OTACNIOB

Ot: ®amumus 1.0., pyKoBOJUTEIB aIMAHHECTPATHBHO-X03sHCTBEHHOM CIyXOBI
Jlata: 17 anpens 2017 1.

Tema: ITonaya 3a1BOK Ha aBTOTPAHCIIOPT

CJIVXEBHASI 3ATINCKA

B 1mengx NOBBIICHMA 3(1)(1)CKTI/IBHOCTI/I UCHOJIL30BaHUA H COKpaneHuA TIPOCTOEB
aBTOTpaHCl'IopTHBIX CpeacTB IICHTpa pomy pYKOBOI[HTCHCﬁ nonpazneneﬁnﬁ oJiaBaTh 3ajdBKH Ha

aBTOTPAHCTIOPTHHIE CPEJICTBA HE MO3/IHES 15:00 mHs, IPeMIIECTBYIOMIETro MOe3KE.

PykoBOUTENb 3MUHUCTPATHBHO-
XO3SCTBEHHOM CITYKObL 1.0. Gamunus



1. AkKTH

OpraHp3alui).

[Tpunoxerne Ne 10

[IpuMepHBIil IepeYeHb YTBEPKAACMBIX JOKyMEHTOB

(IpOBEpOK, ~ PEBU3MH;  CHHMCAHHS, SKCTIEPTHU3bl;  JIMKBUJAIMH

2. T'paduxu paboT, OTIYCKOB, CMEHHOCTH.

o B

VHCTPYKIHH, HODKHOCTHBIE MHCTPYKIHHU.
Kiaccugukatops! HHGOpMaIyH, OKyMEHTOB.
MeTonuaecKue peKOMeHIalliH, METOMYECKHe YKA3aHUA ’ METOIUKH.

HoMeHK1aTypa Aejl OpraHu3aliy.

7. HopMBI U HOPMATHBEI (BPEMEHH, THCICHHOCTH paGOTHHUKOB, Pacxofia ChIpbi

U MaTepHaioB, 3JIEKTPOIHEPTUM).

8. Ommucu fen (IOCTOSHHOTO, BPEMCHHBIX (cBeime 10 1€T) CPOKOB XPaHCHHA !

110 IMIHOMY COCTaBY).

9. Tlepeunu (ROIKHOCTEH, opraHu3alLuii, BUI0B HHYOpMALHY, JIOKyMEHTOB).

10. ITonuTHKH.

11. Tonoxenus (o MOApa3zeNeHUIX, TPEMUPOBAHIH, aTTEeCTALVHN).

12. Tlopsiaxw.

13. IlpaBuna.

14. PernameHTHl (B TOM YHCIIE PETTIaMEHTBI GU3HEC-TIPOIIECCOB).

15. CtangapThl OpraHU3aluy.

16. YcTaBhL.

17. YaudupupoBaHHbie GOPMEI IOKYMEHTOB.

18. IlItaTHOE paclHCaHHKE.



TTpunoxenne Ne 11

HpI/IMepHHf;I Iepe4CHb JOKYMEHTOB, 3aBePACMBIX ne4vyaTeto Opl"aHI/IBaI_II/II/I

1. ApxuBHad CIIpaBKa.

2. AkTHI (IpHeMa 3aKOHYEHHBIX CTPOUTENHCTBOM 06BEeKTOB, 000pyHOBaHNS,
BBIIIOJIHEHHBIX paboT, CIIUCaHus, SKCIIEPTHU3H).

3 Komuy M BHIINCKA W3 JOKyMEHTOB, BBIIABACMBIX IS IpeAcTaBIeHUs B
Jpyrie OpraHu3anym.

4. OG6pa3upl OTTHCKOB meuareif W Tommucedl paGOTHMKOB, MMEIOLMX TPaBO
coBepIIaTh (PMHAHCOBO-XO3SMCTBEHHEIC omneparuu.

5. TMopyuenus (OrOMXKETHEIC, GaHKOBCKME, IEHCHOHHBIC;  IUIATSXKHbIC,
JHKACCOBEIE B GaHK Ha [IOJTyYeHHe HHBAIOTHI CO CUCTOB, TIepeBOJl BAIOTEL).

6. TlpencraBiicHUA H xomaraiictBa (0 HarpaxaceHHH rocyAapCTBEHHBIMU
Harpajgamu IpEMUSIMI).

7. Peectpsl (4EKOB, TMOpYyYeHHUH;, NPeSICTAaBIACMbIX B 0aHK).

8. Cnpasku (0 moxoaax (usMvecKnX ML, O BBIIIATE CTPaxOBBIX CyMM, O
GanaHCOBOM CTOMMOCTH OCHOBHBIX (POHJIOB, IO nepcoHrGUIMPOBaHHOMY  YIETY,
0(QOpMIICHHIO ~ CTPaxOBBIX CBHIETENLCTB, [0 3ampocaM opraHusalnyi, IO
JOKYMEHTaM, [IpeloCTaBIseMbIM B CY1, - 10 He06XOUMOCTH).

9. VYiocTtoBepeHHUs paGOTHHKOB.




TTpunoxenue Ne 12

TIpiMepHEIiA IepeyeHb HEPErHCTPHPYEMBIX BXO/AIIIX I[OKyMeHTOB43

1. AHKeTH (pe3ioMe), HANpaBIIAeMbIe B IEILIX TpYOyCTPOUCTBA.

2. Byxrantepckue INOKYMEHTHI (6yxranTepckas OTYETHOCTb, CHeTa, CUeTa-
haKTypbl, aKTHI CBEPKH B3aMMOpAcHeTOB, AKTAI IpUEMKHU-TIEpejadil OCHOBHBIX
CpeCTB, TOBAapHbIC HaKJIaJHbIe).

3. TOCTbI, TeXHAYECKHUE PeraMeHTE], PyKOBOIAIIME 1 IpyTie JOKYMEHTEHI TI0
TeXHHYECKOMY PeryIMpOBaHUIO ¥ CTaHIAPTH3ALMM.

4. Tpaduxu, Haps/pl, 3a4BKH, pa3HAPANKH.

5. JloxymeHTBI  (IIPOCKTEI [OKyMeHTOB), ~ TpeOyiomue  NOATHMCAHHA
(cornacoBaHus, YTBEPXKACHHUA) U TOCIIE/IyIOIIEero BO3BpaTa.

6. KonkypcHas NJOKyMEHTalMs.

7. HayuHo-TeXHH4eCKas ¥ [POEKTHas JOKyMEHTAIH.

8. Koppecnonnenuus, anpecoBaHHasd paboTHHKaM OpraHu3aluy ¢ IIOMETKOM
«JIn4aHOY.

9. TleuaTHble H3AaHMA (KHUIH, XypHAJIbI, raserTsl), KaTaJIory, TEeXHUIECKasl
JNIUTEpaTypa, TeMaTHuecKue U CrIelHabHbIC cOOpHUKH, TIAKaTHL.

10. To3mpaBuTebHbIE MUCHMa U TENCrPaMMEL, 61arofapCTBEHHBIE THChMA 1
TenerpaMMBl, IPUTIaCATENBHBIC OUIETHI.

11. ITpeiicKypaHTHI.

12. ITpurnacutenbHbie GHICTH], MPUTIAMICHM.

13. ITporpamMmBsl KOH(EepEHLHH, COBEIAHUH.

14. Pex1aMHbIe MaTepuabl (IIHCbMa, JIHCTOBKH, IPOCTIEKTDL, OyKJIETHI).

15. YueOHble IIaHB], IPOrPaMMEIL.
16. ®opMbl 1 OJ1aHKH, B TOM HUCIE dhopMEI CTATHCTHYECKOM ¥ MHOM OTIETHOCTH.

4 Ecnu ykasaHHbIC JOKYMEHTBI TIOCTYITHIM C COMPOBOAMTEBHBIM IHCBEMOM, MHCHMA pEeruCTpUpPYIOTCS B
NIopA/iKe, YCTAHOBJICHHOM MHCTpYKIIHeil 10 Ae/IONPOU3BOICTBY OPraHU3ALIH.



